Moanucan: Caitaynaesa 3anuHa AXMeaoBHa

Ca |7|D|yj'| aeBa DN: C=RU, OU=3agepyiowuit, O="MB[JOY "

3anuvHa

Detckuii cap N 1 ""Papyra™", CN=Caitiaynaesa

3anuHa AxmegoBHa, E=udo-001@mail.ru
OcHoBaHve: A aBnsCh aBTOPOM 3TOro
AOKymMeHTa )
AXmepdoBHa e e
[TPUHATO: YTBEPXIEHO:
Ha O061em cobpanuu KOJIJIEKTUBA 3aBenyrouuii
[Tporokou Ne 1 MBJOVY «/lerckmii camg Ne 1
oT «22» aBrycra 2025 1. «Panyra»

/3.A. CaiigynaeBa/

IIpukaz Ne 36-00 om «22» aseycma 2025 e.

IHonoxenune 06 apxuse B
MBJOY «erckuit cag Ne 1 «Pagyra»

1. OOmue mos0xeHUst

1.1. Hacrosimee Ilonoxkenue pa3zpaboTaHo B COOTBETCTBUHM C llpukazom
®denepanbHoro apxuBHoro areHrcTBa Ne 77 ot 31 uronsa 2023 roma «OO0 yTBepKICHUHU
[IpaBun opranuzanuy XpaHEeHUs, KOMIUIEKTOBAHUs, yueTa M MCIOJIb30BaHUs JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit ®eneparuu W ApPYruX apXUBHBIX JOKYMEHTOB B
rOCYJIJapCTBEHHBIX OpraHax, OopraHax MECTHOTO CaMOYIIPABJICHUSI W OpraHU3AIUAX», Ha
ocHoBaHuH [I[puMepHOTO MONIOKEHHS 00 apXUBE OPraHU3AIUH, YTBEPKIECHHOTO MTPUKA30M
®enepanbHOro apxuBHoro areHrcTBa Ne 42 ot 11 anpens 2018 roga ¢ u3aMeHEeHUAMH OT
10 HOs10pst 2023 rona, a Takke Y CTaBOM JOHIKOJIBHOIO 00pa30BaTEIbHOTO YUPEKACHHUS.

1.2. [Tannoe [Tonoxenue o0 apxuBe AETCKOTO Cajia ONPEAEIISET COCTaB JOKYMEHTOB
apXuBa M YCJIOBHS MX XpaHEHUs, yCTaHABIMBAET 3a/]a4uM, HAa3HAUCHHE U (PYHKIIUU apXUBa,
periiaMeHTUPYET ACSITEIHHOCTh JIMIAa, OTBETCTBEHHOTO 32 BEJICHUE apXUBa B JOIIKOJIBHOM
00pa30oBaTEIbHOM YUPEXKICHUU.

1.3. B cBoeli AesiTenbHOCTH apXUB JIETCKOTO caja pykoBoacTByeTca DenepanbHbIM
3akoHOM Ne 125-®3 ot 22 oktsa6ps 2004 roma «O6 apxuBHOM jene B Poccuiickoit
denepanuny ¢ u3aMeHeHussMu oT 25 aexabps 2023 roma, HOpMATHBHBIMU TPABOBBIMU
aktamu Poccutickoit denepannn, cyonbekra Poccuiickoit denepannu B cepe apXUBHOTO
Jena M ACJONPOU3BOJICTBA, JIOKAJBHBIMU HOPMATUBHBIMM aKTaMH JOIIKOJBHOIO
00pa30BaTENbHOTO YUPEKACHHUS.

1.4. Joxymentsl JIOY, wnMmeronmme HCTOPUYECKOE, KyJIbTYpHOE, HAy4dHOE,
COIIMAIbHOE, SKOHOMUYECKOE U MOTUTHYECKOE 3HAUEHHUE, COCTABIISIOT rOCYIapPCTBEHHYO
gactb ApxuBHoro ¢onna Poccuiickoit ®enepanuu, SBISIOTCI COOCTBEHHOCTHIO
rocyJapcTBa M TMOJJIekKAT TIOCTOSHHOMY XpaHEHUIO B TOCYJApCTBEHHBIX apXUBax
Poccuiickon ®epepanuu. Jlo mnepenadn Ha TOCYIApCTBEHHOE XPAaHEHHUE JaHHbBIC
JIOKYMEHTBI BPEMEHHO XPaHATCS B TOIIKOJILHOM 00pa30BaTEIbHOM YUPEKICHUH.

1.5. B JJOY nnsa xpaHeHus JoKyMmMeHTOB ApxuBHoro ¢onaa Poccuiickoit
denepaniii U 3aKOHYEHHBIX  JCJIOMPOU3BOJICTBOM JOKYMEHTOB IMPaKTHUUYECKOTO
Ha3HAa4YeHUs, WX OTOOpa, ydYera, HUCHOJIb30BaHMS M TOATOTOBKM K TIepefade Ha
rocyJapCTBEHHOE XPaHEHHUE CO3AEeTCsl apXUB.

1.6. ApxuB co3aaercss Kak CaMOCTOATEIbHOE IMOApa3/ielieHUue, BO3TIaBIsEMOE
JUIOM, OTBETCTBEHHBIM 3a BEACHUE apXuWBa COIJIACHO TMPHUKA3y 3aBEIYyIOLIEro
JIOIIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKICHHEM.

1.7. YupexeHue JOIIKOIHHOTO 00pa3oBaHusi 00ECIIEYNBAET apXUB HEOOXOIUMBIM
noMeleHrueM, 000pyAOBaHUEM U KaJIpaMHu.

1.8. JlomkonbHoe oOpa3oBaTeiabHOE YUpEXKIECHHE O0ECIeUMBAECT COXPAHHOCTH,
y4er, OTOOp, YIHOpSAIOYCHHE U WCIOJIb30BaHUE JOKYMEHTOB ApXWBHOTO (oHIa
Poccuiickoit ®eneparuu, o0pa3yrommxcs B ero jgestenbHocTd. (OOecrnednBaeT
CBOEBPEMEHHYIO Nlepeady ITUX IOKYMEHTOB Ha rOCYIapCTBEHHOE XpaHEHHE.
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1.9. Bce paboThl, cBsI3aHHBIE C MOJATOTOBKOW, TPAHCIIOPTHUPOBKOM U Iepeaauei
apXUBHBIX JJOKYMEHTOB, IPOU3BOJIATCS CUJIAMH U 32 CUET JAETCKOTO cajia.

1.10. 3a yTpaty u mopuy nokymeHTOoB ApxuBHoro (hoHaa Poccuiickoit deaeparu
nomwkHoctHble numa JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUHM C ACHCTBYIOIINM
3aKOHOJATEIbCTBOM.

1.11. ApxumB paeTckoro camga paboTaeT COTJIaCHO IUTaHy, YTBEPKIaeMOMY
3agegyronum JIOY u oTunuThIBaeTCS Mepesl HUM B CBOEH padoTe.

1.12. KOoHTpOJb AESATENBHOCTH apXuBa ocylecTBiseT 3apenytomuii JIOY, a B ero
OTCYTCTBUU — UCTIOJHSIOMUN 0043aHHOCTH 3aBEAYIOIIETO.

2. CocTaB J10OKYMEHTOB apXuBa

2.1. B apxus JJOVY nocrymnaior:

* 3aKOHYEHHBIEC JIEJONPOU3BOACTBOM YUPEXKIECHUS JOKYMEHTHl MOCTOSHHOI'O
XpaHEHHUsA, 00pa30BaBUIMECS B JACSITEIBHOCTH CTPYKTYPHBIX MOAPA3ACIECHUMN, TOKYMEHTHI
BpeMeHHOro (cBbimie 10 JeT) cpoka XpaHEHHsA, HEOOXOAMMbIE B INPAKTHUYECKOH
NeSITeIbHOCTH, TOKYMEHTBI [0 KaJIpaM U BOCIIUTaHHUKAM,

* JIOKYMEHTBhI TOCTOSHHOTO XpaHEHHs M MO JUYHOMY COCTaBy OpraHM3allMii-
NpeIUIECTBEHHUKOB (IIPU UX HAJIUYUH);

* Ju4HbIC POHJIBI BEIyIINX PAOOTHUKOB JETCKOTO cajaa (MpU UX HATHYHH);

* CIIy’)KeOHbIE Y BEJOMCTBEHHBIE U3aHMS;

* CIPaBOYHO-TIOMCKOBBIE CpPEJACTBA K JOKYMEHTaM WU YYETHbIE JIOKYMEHTHI
ApxuBa AETCKOTO caja.

2.2. Cpoku XpaHEHHUS TOKYMEHTOB B apXMBE JOLIKOJBHOTO 00pa30BaTEIbHOIO
YUPEKICHHUS OINpPENeNsIOTCS  COIJIaCHO CpOKaM, YKa3aHHbIM B yYTBEpPXKIEHHOU
HOMEHKJIaType JIedl.

3. 3apauu apxuBa JJOY

3.1. OCHOBHBIMHM 33J1a4aM¥ apXUBa SBJSIOTCA:

* oOpraHu3ainusi XpaHeHUs JOKYMEHTOB, COCTaB KOTOPBIX MpPEIyCMOTPEH
paznenom 2 Hacrosiuero [lonoxenus;

* KOMIUIEKTOBaHUE apXWBa JIOKYMEHTaMH, 00pa30BaBIIMMHUCS B ACATEIHHOCTH
YUPEXICHUS, OCYLIECTBIISIONIET0 00pa30BaTENbHYIO IS TEIIbHOCTS;

* yuerT, o0ecrieueHne COXpaHHOCTH, CO3aHle HAyYHO-CIIPABOYHOTO anmapara,

* HCIOJb30BaHHUE JOKYMEHTOB, HAXOAIIMXCS HAa XpaHeHuu B apxuse J10Y;

* TOJArOTOBKAa M CBOEBPEMEHHAasl Iepenada JOKYMEHTOB ApXHMBHOro (QoHaa
Poccuiickoit ~ @enepanuu  Ha  TOCTOSIHHOE  XPaHEHHME B TOCYAapCTBEHHBIN
(MyHULIMTIATBHBIN) apXUB,;

* METOJUYECKOE PyKOBOJICTBO U KOHTPOJb 32 (popMHUpOBaHUEM U OOPMIICHHEM
Jiel B JeJONPOU3BOJICTBE JIETCKOTO cajlia U CBOEBPEMEHHOW Nepenadeld ux B apXHB
JIOIIKOJIBHOT'O 00Pa30BaTEIbHOTO YUPEKACHUS .

4. ®yHKIWH apXUBa

B cooTBeTcTBHM € BO3JIO)KEHHBIMHU 33J]a4aMM apXHB OCYIIECTBISET CIEIYIOIINe
byHKIMNU:

4.1. OpraHu3yeT NpueM J10KyMEHTOB ITOCTOSIHHOTO U BpeMeHHOT o (cBbIe 10 sier)
CPOKOB XpaHEHHUs, B TOM YHCIIe MO KaJpaM M BOCIHUTAaHHHMKaM, 0Opa30BaBUIMXCS B
nestenbHocTd JIOY, B COOTBETCTBUU € YTBEPHKACHHBIM IPaUKOM.

4.2. OOecreuynBaeT COXPaHHOCTh M BEIET YYEeT JOKYMEHTOB M (OHIOB,
HAXOJAIIMXCS Ha XPAaHEHUH B apXMUBE JOIIKOJIBbHOIO 00pa30BaTEIbHOTO YUPEKACHUS .



4.3. TlpencraBmsieT B TOCYIAapCTBEHHBIH (MYHUIIMITAIBHBIA) apXUB Yy4YETHBIE
cBelleHuss 00 o0beMe M COCTaBE XPaHAIIMXCS B apXUBE JETCKOro caja JTOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu U JIpyrux apXuUBHBIX JOKYMEHTOB B
COOTBETCTBUU C MOPSIKOM TOCYJapCTBEHHOrO yyeTa AOKYMEHTOB ApPXHMBHOrO (oHMa
Poccuiickoit @enepanuu.

4.4. CucremaTu3upyeT U pa3MellaeT JOKYMEHTHI, TOCTYMAlOIUe Ha XpaHeHUE B
apxuB JIOY, o6pa3oBaBinecs B X0J€ OCYUIECTBICHUS NEATEIbHOCTH YUPEKACHHUS.

4.5. PazpabateiBaecT rpaduKu TPEACTaBICHUS ONHCEH Ha PaCCMOTpPEHUE
HKCIIEPTHO-IIPOBEPOYHON KOMHUCCHU U Tepefaud JIOKyMEHTOB ApXHUBHOTO (oHJa
Poccutickoit denepanun Ha XpaHEHUE B TOCYAAPCTBEHHBIN (MYHHUITUIIAIbHBIN) apXUB.

4.6. OcylIecTBISICT OATOTOBKY M IIPEACTABIISCT:

* Ha pacCMOTpPEHHE M corjlacoBaHue 3KcrnepTHoM komuccuu OV ommcu nen
MOCTOSTHHOTO XpaHEHHUs, BpeMeHHBIX (cBhImIe 10 JeT) cpoKOB XpaHEHHs, B TOM YHUCJIE 1O
KaJpaM U BOCHUTAHHHMKAM, a TaKXe€ aKThl O BBIJICIICHUU K YHUUTOXKEHHUIO apXUBHBIX
JOKYMEHTOB, HE€ IOJUIEKAIIUX XPAHEHUIO, aKThl 00 yTpaTre JOKYMEHTOB, akKThl O
HEHUCIIPAaBUMBIX MOBPEKICHUAX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKICHHE SKCIEPTHO-NPOBEPOYHON KOMHUCCHUHU YIOJIHOMOYEHHOIO
opraHa UCIOJTHUTEIbHOU BlacTH cyobekTa Poccuiickoit deneparuu B chepe apxuBHOTO
nena (manee - DIIK apXxuBHOTO yUpeKACHHS ) OITUCH JeJT IIOCTOSTHHOTO XPaHCHUS,;

* Ha cornmacoBanue DOIIK apxuBHOro yupexaeHnus cyobekta Poccuiickoit
®denepaunn (MyHULUNAIBHOTO apXHBa), B CIyyae HAJEJIEHHUS €ro COOTBETCTBYIOLIUMU
MOJIHOMOYHSIMU, OTIUCH JIEJI 110 JINYHOMY COCTaBY;

* Ha cornmacoBanue DOIIK apxuBHOro yupexaenus cyobekta Poccuiickoit
@denepanun (MyHUIUNATBHOTO apXHBa), B CIyyae HAJEICHHUS €ro COOTBETCTBYIOIIUMU
MOJTHOMOYHSIMU, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUSIX
APXUBHBIX JJOKYMEHTOB;

* Ha yTBepxzaeHue 3aseayrouieMy IOV omnmcu nen MOCTOSHHOTO XpaHEHHs,
ONKCH BpeMeHHBIX (cBbilIe 10 JeT) CPOKOB XpaHEHUS!, B TOM YUCJIE OIUCH JIeT 10 KaJpam
U BOCIUTAHHUKAM, aKThl O BBIJICICHUH K YHUYTOXKCHHUIO apXUBHBIX TOKYMEHTOB, HE
MOJ/JIeKAITUX XPAHEHUI0, aKThl 00 yTpaTe JAOKYMEHTOB, aKThl O HEHUCIPaBUMBIX
MOBPEXKJICHUSX apXHMBHBIX JOKYMEHTOB, YTBEpxkAeHHbIE (corslacoBaHHbie) JIIK win
rOCy/IapCTBEHHBIM apXuBOoM cyOBnekTa Poccuiickoit ®denepanun (MyHUIIUTATHHBIM
apXMBOM) B clly4yae HaJIeJIEHHUs] €r0 COOTBETCTBYIOUIMMU MOJIHOMOYHSIMHU.

4.7. Opranusyer mnepemady AoKymMeHTOB ApxuBHOTO (onma Poccutickoii
®denepanny Ha MOCTOSSHHOE XPaHEHHUE B TOCYAAPCTBEHHBIN (MyHULIUNIAIbHBIN) apXUB.

4.8. Opranu3yeT W MPOBOJIUT IKCHEPTU3Y IIEHHOCTH TOKYMEHTOB BPEMEHHBIX
(cBbimie 10 1eT) cpokoB XpaHEHHUsI, HAXOAALIUXCS HAa XpaHeHuH B apxuBe JJOVY B nemnsax
oTOOpa JOKYMEHTOB [JIi BKJIIOUEHHS B coctaB ApxmBHoro ¢onma Poccuiickoii
@denepaunn, a TakXkKe BBISBICHUS JIOKYMEHTOB, HE TMOUISKAIIUX JalibHEeHIIeMy
XPaHEHHUIO.

4.9. YyactByeT B paboTe IKCIIEPTHON KOMUCCUU JOMIKOILHOTO 00pa30BaTeIbHOTO
YUPEIKICHUS.

4.10. IIpoBOoaUT MEpPONMPUATUA MO OOECHEUEHUI0 COXPAHHOCTU JTOKYMEHTOB,
HaxoAsMXCs Ha XpaHeHuu B apxuse JOVY.

4.11. Opranusyer UHPOPMUPOBAHUE AJIMHUHHUCTpanuu U pabotaHukoB IOV o
COCTaBE U COJICPKAHUU TOKYMEHTOB apXHBa YUPEKIACHHUS.

4.12. UudpopmupyeT noab30BaTesield 1o BOMPOCaM MECTOHAXO0XKACHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranu3yeT Bbl1auy JOKYMEHTOB U JieJl [Uisl paOOThl B YUTATBHOM 3aJie WU



BO BPEMEHHOE I0JIb30BaHUE.

4.14. VctionHsieT 3apoChl MOJIb30BaTENEH, BHIIAET ApXUBHBIE KOIMH IOKYMEHTOB,
apXUBHBIC BBIIMUCKU U apXUBHBIE CITPABKHU.

4.15. Beaet y4yeTt UCIOIb30BaHUs JOKYMEHTOB apxuBa JJOVY.

4.16. Co3zmaer GoHI MOJTH30BAHUS apXWBa JETCKOTO caJa W OPraHU3YeT ero
UCIIOJIb30BaHHUE.

4.17. OcyiecTBisieT BeJCHUE CIPABOYHO-TIOMCKOBBIX CPEJCTB K JOKYMEHTaM
apxuBa [JOVY.

4.18. Coznaet, MOMOJHSAET M COBEPILIEHCTBYET HAYYHO-CIPABOUHBIN ammapaT K
XpaHSILIUMCS B apXUBE JIeIaM U JJOKyMEHTaM.

4.19. YuacTByerT B pa3paboTKe JOKYMEHTOB YUPEKIACHHS 10 BOIIPOCAM apXUBHOTO
JieNia U 1eT0NPOU3BO/ICTBA.

4.20. Oxa3pIBaeT METOMYECCKYIO TTOMOIII:

* cmyx0e penonpousBoiactBa JIOY B cocTaBieHMM HOMEHKJIATyphl e,
dbopMHpOBaHUM U O(POPMIIEHUU €], KOHTPOJIHMPYET NPABWIBHOCTH (POPMUPOBAHUSA U
o(opMIICHHS 1€ B IETTOTPOU3BOJICTBE;

* CTPYKTYpHBIM mojnpasieneHusM u pabotHukam JJOY B NOATOTOBKE
JIOKYMEHTOB K Iepejjaue B apXuB JETCKOTO caja.

4.21. YuacTByeT B NPOBEJACHUU MEPOIMPHUATUNA IO TMOBBIIICHUIO KBaTU(UKAIUN
pabOTHUKOB apxXuBa M CIYXKObI JEJIOMPOU3BOJICTBA JONIKOJIBHOTO 00Pa30oBaTENbHOTO
YUPEKICHUS.

5. IlpaBa apxuBa

J1J1s BEITIOJTHEHUST BO3JIOKEHHBIX 3a/71a4 U (PYHKIUH JIUII0, OTBETCTBEHHOE 32 apXMUB,
UMeeT MpaBo:

5.1. [IpenacraBnsare  3aBeAyIOMIEMY  JIOMIKOJIBHBIM  0Opa3oBaTEIbHBIM
VUPEXKACHUEM TMPEAJIOKEHHSI 10 COBEPLUICHCTBOBAHMIO OpraHU3allid XpaHEHMUS,
KOMILJIEKTOBaHUS, yuyeTa U UCIOIb30BAHUS apXUBHBIX JOKyMEeHTOB B apxuse JJOVY.

5.2. KoHTponupoBaTh BBIMIOJIHEHWE YCTAHOBJICEHHBIX TNPaBWJ pabOThl C
JIOKYMEHTaMH B CTPYKTYPHBIX MMOJAPA3AEICHUAX YUPEKICHUSI.

5.3. 3anpammuBaTh OT CTPYKTYPHBIX MoApa3aeneHuit u padboraukoB JJOY cBenenus,
HeoOxoauMble g palboThl apxXHWBa, C YYE€TOM OO€CleueHHUs BBIMOJIHEHHUS BCEX
BO3JI0’KEHHBIX Ha apXUB 3aJ1a4 U (PyHKIIHIA.

5.4. [aBaThb pa3bsCHEHHS W PEKOMEHJAIUU IO BONPOCaM, BXOJSIIUM B
KOMITIETEHIMIO apXMBa JIOMIKOJIBLHOTO 00pa30BaTEIbHOTO YUPEXKICHUS.

5.5. WudopmupoBaTh CTPYKTypHBIE TMOJpa3ACIC€HUs JIETCKOrOo caaa o
HEOOXOUMOCTH Tepelayd JIOKYMEHTOB B apXHWB B COOTBETCTBUU C YTBEP)KJIECHHBIM
rpadukom.

5.6. IlpuHnMaTe ydacThe B 3aCEIaHUAX DKCIIEPTHOW KOMHUCCHM YYPEKJICHMS, a
Tak)k€ B  JKCIEPTHO-NPOBEPOYHOM  KOMHCCHUU  YIOJTHOMOYEHHOTO  OpraHa
UCITOJTHUTENIbHOM BlIacTu cyObekTa Poccuiickoit denepanuu B chepe apXuUBHOTO Jea.

6. OTBeTCTBEHHOCTDH 32 (PYHKIMOHUPOBAHNE APXUBA
6.1. Ha3znauenHoe npukasom 3aseaytouero JJOY nuuo, OoTBETCTBEHHOE 3a BECHUE
apXuBa, HECET NIEPCOHAIIbHYIO0 OTBETCTBEHHOCTb 3a:
* BBINIOJHEHUE BO3JOXKEHHBIX Ha apXWB 3a7a4 U (YyHKUUNA B COOTBETCTBHH C
JIEUCTBYIOIIMM 3aKOHOaTenbCcTBOM Poccuiickon denepauny;
* OpraHu3anuio paboTbl apXWBa, CBOEBPEMEHHOE M KBATU(UIIMPOBAHHOE
BBITIOJTHEHUE TPUKA30B, PACHOPSIKEHUM, MOPYYEHUIN BBIIECTOSILEr0 PYKOBOJCTBA,



JEMCTBYIOMIMX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY HPOQIIIIO AeSTEIbHOCTH;

* pauuoHaibHOE U APHEKTUBHOE UCIIOJIb30BAHUE MaTepUAIbHBIX, (PUHAHCOBBIX U
KaJJpOBBIX PECYPCOB;

* COCTOSIHUE TPYJOBOW U UCIIOJHUTEIBCKON JUCIUIUIMHBI B apDXUBE, BBHIIIOJIHEHNE
CBOMX (DYHKIIMOHAIBHBIX 00S3aHHOCTEM;

* coluozieHue HPaBUII BHYTPEHHETO pacropsiika, CaHUTapHO-
IPOTUBOAMHUIEMUUYECKOIO PEXUMa, MPOTUBOIOXKAPHON 0€30MaCHOCTH M TEXHHUKHU
0Ce30IacHOCTH;

* BEJCHUE JOKYMEHTallUW, MPEeAyCMOTPEHHON JAEHCTBYIOIIMMU HOPMAaTHBHO-
IPaBOBBIMU JJOKYMEHTaMH;

* IPEIOCTABICHUE B YCTAHOBJIEHHOM IOPSIKE TOCTOBEPHOM CTaTUCTUYECKON U
MHOU MH(OpMAIMH O JEATENBHOCTH apXUBA;

* TOTOBHOCTb apXMBa K paboTe B YCIOBUAX UYPE3BbIUANHBIX CUTYaLUH.

6.2. OTBETCTBEHHBIE 32 BEJECHHUE JEJIONPOU3BOJICTBA, IOATOTOBKY U MPEACTABIICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HavaroTcs 3aBeayomum [0V,

7. KoMIuiekTOBaHHe apXuBa
7.1. TloaroroBka JOKYMEHTOB K TIiepelad€ B apXUMB  JOIIKOJIBHOIO
00pa3oBaTEILHOTO YUPEKACHUS BKIIOYAET OHKCIEPTU3Y HAYYHOUM U MPAKTUYECKOU
[IEHHOCTU JJOKYMEHTOB, O(pOPMIICHHE JIE], COCTABJICHHE OITUCH.

7.2. DKcnepTU3a HEHHOCTH JOKYMEHTOB:

* DJKCHepTH3a LIEHHOCTH JOKYMEHTOB — OMPEACIICHHE IEHHOCTH TOKYMEHTOB C
[EJIbI0 0TOOPA UX HA XPAaHEHHE U YCTAHOBIIEHHWE CPOKOB XPaHEHHsI. DKCIIEPTU3Y IIEHHOCTH
ToKyMeHTOB B JIOY ocymiecTBiIsieT OCTOSIHHO IEUCTBYIOIIAsl SKCIIEPTHAS] KOMUCCHS,

* DOKCIEpTHAs KOMHCCHS Ha3zHavaeTcsa npuka3zom 3asenytomero JOY. B cocras
AKCIIEPTHOM KOMHUCCHM BKJIIOUAIOT HE MEHEE TpeX COTPYJAHHKOB, B TOM 4YHCIE B
00s13aTeIbHOM TOpPSAKE JIMIIO, OTBETCTBEHHOE 3a BEJEHUE apXHBa JIETCKOTO caja.
CekperapeM 3KCIEpTHOM KOMHCCUU HazHavaroT cekperapsa JOY. DkcnepTHas komuccus
Ha 3acellaHusAX paccMaTpUBaeT: HOMEHKJIATypy Jell JEeTCKOro caja, OMNHCH el
MOCTOSIHHOTO XPaHEHMS W MO JUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BbIJEISIEMbIE K
YHUYTOKEHHUIO.

7.3. Opopmnenue nemn:

* JieJa MOCTOSIHHOTO XPaHEHUs TMOAIIMBAIOTCS B TBEPAYIO OOJOXKKY MPOYHBIMU
HUTKamMu. JIMCTbI HyMepyloTcs B IIpaBOM BEPXHEM YIJIy MPOCTHIM KapaHAAIIOM.
KonnuecTBO JIMCTOB B KaXJIOM Jejl€ HE JOKHO mpeBblmarh 250. B koHIE nena Ha
OT/ICJIbHOM JIUCTE COCTaBJISICTCS 3aBEPUTEIbHAS HAJIINCh,

* Ha OOJIOKKE JeJ TIOCTOSSHHOTO XpaHEHHUs JIOJDKHBI OBITh TMPOCTABIICHBI
CIEAYIOIIME PEKBU3UTHI: TIOJIHOE HAUMEHOBAaHUE BBIIIECTOSIIEH OpraHU3aluy,
HanMmeHoBanue JIOY, HoMmep (MHIEKC) Jeia MO HOMEHKJIAType, 3arojoBOK Jiefa,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (oH/a,
OIIHCH, JIeNIa;

* [0 OKOHYAHHWH JEJIOMPOU3BOJCTBEHHOTO roja B OPOpMIIEHHBIE OOJOXKKHU e
MOCTOSTHHOTO XPAHEHHS BHOCSATCA HEOOXOJWMBIE YTOYHEHHWS: B 3aroJIOBKU JIell,
COJIEpKaIUX PACTIOPSAIUTEIbHBIE JOKYMEHTHI (MPUKa3bl, TPOTOKOJIbI), BHOCSTCS HOMEPA;
€CJIM JIeJIO C MEPENUCKOM COCTOUT M3 HECKOIBKHX TOMOB, B KaXJOM TOME YKa3bIBaeTCs
KOPPECTIOHICHT, aBTOP, TEPPUTOPHS, IPyTre NaHHbIe. B KaK1oM ToMe yKa3bIBaeTCs jgaTa
(uucmo, MecsiIl, To/1) HayaJla ¥ OKOHYAHUs JAHHOTO ToMa. TOYHBIE JAThl TPOCTABIISIOTCS
Ha O0JIOXKKAX I OBICTPOTrO TOMCKA OKYMEHTOB B MOCJIEAYIONIEM; U3 3aBEPUTEIILHON
HAJITMCH Ha 00JIOXKKY JieJIa BBIHOCUTCS KOJIMUECTBO JIUCTOB B JIEIIE;



* HAAMKCH Ha 00JIO0XKKAX JIeJI HOCTOSTHHOTO U JOJITOBPEMEHHOT0 XpaHEHUS CIIEAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOUKIUMH YEPHUIIAMU;

* JUId y4yeTa KOJIMYECTBA JIUCTOB B JIeJie U (PUKCAMU 0COOEHHOCTEN X HyMepaluu
Ha OTJEJIBHOM JIUCTE COCTABIISIETCS 3aBEPUTENIbHAS HAJIIUCH;

* B 3aBEpUTEIHLHOM HAJMKCU YKa3blBAETCA KOJIWUYECTBO JHUCTOB (LudpaMu u
IPOIKCHIO) B Jieji€. 3aBEpUTENIbHAS HAIIIUCh MMOANKMCHIBAETCS COCTABUTENIEM C YKa3aHUEM
€ro J0JKHOCTH M JaThl COCTABJICHHUS;

* BHYTPEHHAS OMHUCH COCTaBIIACTCSA K JieJaM MOCTOSHHOTO U JOJIFOBPEMEHHOTO
(cbime 10 set) cpoka XpaHeHHs, CQOPMUPOBAHHBIM MO PA3HOBUIHOCTSIM JIOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKpBIBAIOT KOHKPETHOE COJAEpkKaHUE JOKYMEHTOB (0c000
LIEHHBIE, JIMYHBIE JeNa U JIp.).

7.4. Onrcanue JOKyMEHTOB MTOCTOSSHHOTO CPOKa XPaHCHHUSI:

* OIKCH COCTaBJISIOTCS Pa3AeibHO Ha JIEJIa MOCTOSIHHOTO XPAaHEHUS 110 OCHOBHOM
JESATENBHOCTU U Ha JieNa 110 JINYHOMY COCTaBY;

* OIKCH COCTABJISIFOTCS JACIIONPOU3BOUTENIEM;

* OMWKCH BEIETCA B €IMHON BAJIOBOI HyMepallii B TeUEHHUE HECKOIBKUX JIET;

* Ha JIeJla C UCTEKIIUM CPOKOM XPAHEHHSI COCTABISETCS aKT 00 YHUUTOKEHUU;

* [0 OKOHYAHWHU JEJNONPON3BOJCTBEHHOr0 rojga B JOVY mpousBoautcs otbop
JIOKYMEHTOB IOCTOSIHHOTO CPOKa XpaHEHUS ISl BKIIFOUEHHUS UX B OMHUCh. OTUCh COCTOUT
U3 TOJIOBBIX pa3/IeJiOB, BHYTPU rojia Jieja pacloyiaraloTcs MO CTENEHU 3HAYUMOCTH C
Y4ETOM HOMHHAJIBHOTO MIPUHIIHIIA (B COOTBETCTBUH C HOMCHKIIATYPOH YUPESIKIACHUS);

* OIKCH COCTaBISIOTCS Pa3AesbHO Ha JieJia TTOCTOSTHHOTO XPaHEHUS 110 OCHOBHOM
NESITENIbHOCTHU M Ha JIeNIa 10 JINYHOMY COCTaBY;

* OIKCH COCTABJISIFOTCS] CEKPETAPEM.

7.5. [ena BpeMeHHOro XpaHeHHs OQOPMISAIOTCS YOPOIIEHHO: OHH HE
MOJIITUBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, yTOUHEHUE Ha 00JI0KKaX He MPOU3BOUTCA,
OIKCH Ha JIeJia He COCTABIIAIOTCS, YUET BEJIETCS [0 HOMEHKJIAType JAell.

8. YcioBusi XxpaHeHHsl JOKYMEHTOB B apXHBe

8.1. JloKyMeHTBl apxXuBa XpaHATCA B apXMBOXPAHWIMUIIE JIOIIKOJBHOTO
00pa30BaTENbHOTO YUPEKACHHUS.

8.2. He pomyckaercs pa3MellleHHe apxuBa B TMOJBaJbHBIX M YEpAAayHBIX
NOMEILEHUX IETCKOTro caja.

8.3. ApXuBOXpaHWUJUIIE JOJKHO OBbITh YJAlI€HO OT  JIabOpaTOPHBIX,
MIPOU3BOJICTBEHHBIX, OBITOBBIX MOMEIICHUN U HE UMETh OOIIUX C HUMU BEHTUJISIIUOHHBIX
KaHaJOB. ApPXMBOXPAaHWIMILE OTHAEISAETCS OT COCEAHMX IOMEIICHUM HECrOpaeMbIMHU
CTEHAMH M NEPEKPBITUSAMU C IpEeAeJaMU OTHECTOMKOCTM HE MEHEe JBYX uacoB. B
apXMBOXPAHWJIMILE HE JOIMYCKaeTCs MPOKJIagKka TpyO BOJOCHAOKEHUS U KaHAIU3ALMH,
TEXHOJIOTUYECKUE WIIU OBITOBBIE BHIBOJBI BOBI.

8.4. ApXxHUBOXpaHWIMIIE JODKHO HMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWISIINIO, 00ECIICUNBAIOIIYIO PEUPKYJIISAIUIO BO3TyXa, CTAOMIBHOCTD TEMIIEPATYPHO-
BJIQKHOCTHOT'O pPEXXHUMa.

8.5. Bce mocrynatommme B apxuB JIOY JOKyMEHTHI pa3MemaimTcs B
apXMBOXPAHWINIIAX HAa CTAIIMOHAPHBIX W/HIIN MEPEABIKHBIX METANIMYECKUX CTEIUIaxax,
B METAJUTMYECKUX MIKadax WU KOHTeHHepax.

8.6. Cremnaxl AOKHBI OBITh YCTAaHOBJICHbI NEPNEHIUKYISPHO CTEHAM C
OKOHHBIMH IIPOEMaMH, a B MOMEIIEHIH 0€3 OKOH - C Y4€TOM OCOOCHHOCTEH MOMEIICHHS U
oOopynoBanus. He nonmyckaercst pazmelieHue creiaxel BINIOTHYIO K Hapy>KHBIM CTEHaM



3J1aHUS U K UICTOYHUKAM TeIula.

8.7. PaccranoBka cremnaxeil W mKadoB OCYIIECTBISETCS B COOTBETCTBUU CO
CIIeIyIOUIMMH TPeOOBaHUSIMU:

* paccTOsTHUE MEXIY pAlaMH cTellaxei (TIaBHbIM npoxoa) — He meHee 120 cwm;

* paccrosiHue (IPOX0/a) MEXKy CTeIUIaXKaMU — HE MEHee 75 cMm;

* pacCTOsTHUE MEXAYy Hapy>KHOM CTEHOMW 3[aHus U CTeJJIakaMu, MMapajlileIbHbIMU
CTEHE — HE MeHee 75 cM;

* PpacCTOSTHUE MEXJy CTCHOU U TOPILIOM CTeluiaxa win mkada (00xoa) — He MeHee
45 cm;

* paccTosiHuEe MEXy MOJIOM U HUYKHEH TOJKOM cTeiaxa (mkada) — He menee 15
CM, B IJOKOJIBHBIX ATakaxX — He MeHee 30 cM.

8.8. IIpoTrBOIOXKAPHBIA PEXKUM B apXHUBOXPAHWIIMINAX, [J€ Pa3MEIIACTC apXUB
JOVY, ycranaBnuBaercss B COOTBETCTBUU ¢ [IpaBmiamu mpOTHBOMOXKApHOTO peXHMa B
Poccuiickoit @enepannu ot 16 centsiops 2020 rona Nel479.

8.9. ApxuBHBIEC JOKYMEHTHI CIIEAYET XPAHUTH B TEMHOTE.

8.10. 3ammuTa JOKYMEHTOB OT JCHCTBUS CBeTa 00ECIeYMBACTCS XpaHEHUEM
JIOKYMEHTOB B KOpOOKax, MamKax u rnepervierax, B mkadax Uiu Ha cTelIakax 3aKphITOro
THUIA.

8.11. EctecTBeHHOE OCBELIEHNE B APXMBOXPAHWIMILE JOIYCKAECTCS IIPH YCIOBHUU
NPUMEHEHHUsI Ha OKHaxX CBETOpacceuBaTelield, pEryJjsaTOpOB CBETOBOIO IOTOKA
(cmenManbHBIX ~ CTEKOJ),  3alUTHBIX  (QUIBTPOB M TOKPBITHH,  KalltO3M.

8.12. Jl;md WCKYyCCTBEHHOTO OCBELICHHs NPHUMEHSIOTCS JaMIIbl HAKaJIWBaHUSA B
3aKpBITHIX TUIaOHAX C TIaIKON TOBEPXHOCTHIO.

8.13. B apxuBoxpaHwiMile Uisi XpaHEHUs JOKYMEHTOB YCTaHaBIIMBAIOTCA
ClIelyIoUIMe MapaMeTpbl TEMIIEPATYPHO-BIAKHOCTHOTO pPEKUMa!

* JUId XpaHEeHHs JOKYMEHTOB Ha OyMa)XHOM Hocutese — Temneparypa 17-19°C,
OTHOCHTEJIbHAS BIAXHOCTH Bo3ayxa — 50-55%.

8.14. ITomerieHus apxuBa JOUIKOJIBHOIO 00pa30BaTEIBHOTO YUPEKICHUS JOKHbI
COJIepPKaThCsl B UUCTOTE, B YCIOBUSX, UCKIIFOUAIOIINX BO3MOXKHOCTD MOSIBJICHHUS TJIECEHHU,
HACEKOMBIX, IBLIH.

9. 3akiI0uUTebHbIE MMOJI0KEHUS

9.1. Hacrosiee IlonmoxxeHnue o0 apxuBe SBISIETCS JOKAJIbHBIM HOPMAaTHBHBIM
akToMm, mpuHUMaeTcst Ha O01eM codpanun pabOTHUKOB JIOMIKOJIEHOTO 00Pa30BaTEIbHOTO
YUpEKIEHUS U yTBepxKIaeTcs (Mubo BBoaAUTCs B AciicTBUe) 3aBeaytomuMm [JOY.

9.2. Bce wm3MeHeHHs W JOIIOJHEHHS, BHOCHMMBIE B Hacrtosiiee Ilojoxxenwne,
0(OPMIISIFOTCSI B MUCbMEHHON (POpME B COOTBETCTBUHU JICHCTBYIOIIUM 3aKOHOAATEITLCTBOM
Poccuiickon ®@enepannm.

9.3. Tlonoxenue 06 apxuBe JJOY mnpuHUMaeTcss Ha HEONPEJECICHHBIH CPOK.
N3menenus u nononHeHus K [1ooxkeHn0 MpUHUMAIOTCS B TIOPSIKE, TPETYCMOTPEHHOM
11.9.1. macrosmero Ilonoxxenus.

9.4. Tlocne npunstusa IlomoxxeHus: (MM U3MEHEHUW U JIOMOJHEHUH OTAEIbHBIX
MyHKTOB W pa3/eioB) B HOBOM peNaKkIMHU MPEAbAylias pPEeNakids aBTOMaTHUYECKH
yTpauyuBaeT CHUITY.
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