ITPUHATO:
Ha ObmeM coGpannu paGOTHUKOB

Ionoxenue
00 apXHBe JOUIKOJBHOr0 06Pa30BaTeLHOIO YU peskIeHHs

1. OGiune nmosioskeHNs

1.1. Hacrosuee IMosto:xenne 06 apxuee JOV paspaGoraHo Ha OCHOBaHHH ITpumepHoro
TOJIOCHHA 00 apXuBe OpraHM3alliH, YTBEPXKICHHOIO NpHKasoM (enepalsHOro apXUBHOIO
arenrcra Ne 42 ot 11 amperns 2018 roza, B cootercteuu ¢ Ipukasom MunkynsTypsl Poccun
or 31.03.2015 Ne 526 "OG yTBepsKACHHH NPAaBMJ OPraHU3AIMH XPAHEHHS, KOMILUICKTOBAHHS,
yHeTa M NCHONBL30BAHMA NOKYMEHTOB ApxuBHOro ¢domma Poccuiickoit @enepauuu u apyrux
ApXHBHBIX ~ JIOKyMEHTOB B OpraHaXx TOCyJapCTBEHHOH BJAacTH, OpraHaXx MECTHOTO
CaMOYNPABJICHHS ¥ OPraHu3auusX", Y CTaBoM JOLIKOIEHOTO 06pa3oBaTEBHONO YUPEKACHH.
1.2. Jlaunoe Honoocenue 06 apxuse JOY onpesenser coctas IOKYMEHTOB apXUBa JIETCKOTO
caza i yCJIOBHS HX XPAaHCHHS, yCTaHABIMBAeT 3a/aui, HasHaYeHHE M (YHKIMH apXUBa,
PETIIAMEHTHPYET JACATENBHOCTh JIMI, OTBETCTBEHHBIX 3a BEACHHE apXWBa B IOLIKOILHOM
00pa3oBaTeILHOM YUPEXKACHHH.

1.3. B cpoefi neqTebHOCTH apXHB PYKOBOACTBYeTcss DenepalbHLIM 3akoHOM Ne 125-03 or
22.10.2004 roma «O6 apxusHOM zene B Poccuiickoii ®enepauny ¢ H3MEHEHUIMH Ha 14 uions
2022 roja, HOPMATHBHBIMH NpPaBOBEIMH akTamMH Poccuiickoit Dexepauuu, cyObekra
Poccufickolf  (exeparuu B cepe apXUBHOTO mena W JENONPOH3BOLCTBA, JIOKAILHLIMH
HOPMATHBHEBIMH aKTaMu JIOIIKOJILHOTO 00pa3oBaTesILHOrO YUPSKICHHUSA.
1.4, Jloxymeurst JIOV, wuMeromue uCTOpHYECKOE, KyJIBTYPHOE, HAy4YHOE, COIHAILHOE,
OKOHOMHYECKOE M TIONHTHYECKOE 3HAYEHNE, COCTABISIOT TOCYHAPCTBEHHYIO YacTh ApPXHBHOTO
dorza Poccuiicioll ®Denepauuy, SBISIOTCS COGCTBEHHOCTBIO TOCYNAPCTBA H  IIOAJIEKAT
NOCTOSIHHOMY XPaHCHMIO B rOCYAApCTBeHHBIX apxuBax Poccuiickoit denepanuu. [lo nepenaun
Ha TOCY[MapCTBCHHOE XpaHEHWE IAHHBIE JOKYMEHTHI BPEMEHHO XpAHATCA B JIOMIKOJILHOM
06pazoBaTeLHOM YUPEKICHHUH,

L5. B JIOY s XpameHus: JOKyMEHTOB ApXuBHOTO (oHma Poccuiickoii Qenepannn U
3aKOHCHIBIX JIC/IONPOU3BONCTBOM JIOKYMEHTOB NPAKTHYECKOTO HAa3HAUEHHs, HX 0TOOpa, yueTa,
UCNONL30BANISA U MOATOTOBKH K IIepe/iaue Ha roCyIapCTBEHHOS XPAHEHHE CO3AETCS apX B,

1.6. APXHB CO3J1aCTCAd KAk CaMOCTOSITCJIbHOC IIOAPA3JEIICHUE, BO3IJIABISIEMOEC JINIIOM,
OTBCTCTBEHHLIM 32  BEHCHHE AapxXuBa COIVIACHO npuKasy 3aBeAQYIOLICTO  JIOUIKOJILHBIM
06])33088"[‘0.’!l;IIblL\'l YUPCIKACHHUCM.

1.7. Vupexnenme mOMKONBHOrO 00pa3soBaHust OGECNEUHBACT apXHB  HEOOXOAMMBIM
TIOMEILEHHEM, 000pyTOBaHHEM H KaJpaMu.

1.8. JomxkonbHOe 00pazoBaTeIbHOE y4pexkIeHHEe 00ecreurnBaeT COXPaHHOCTb, y4eT, OTOop,
YIOPSAIOYCHUE W HKCIOJb30BaHUE JOKyMEHTOB ApxuBHOTO (onma Poccuiickoit Denepanmw,
oOpazyrommxcsi B ero jedrenbHocTH. (OOecreunBaeT CBOEBPEMEHHYIO IIepefady 3THX
JIOKYMEHTOB Ha rocy/1apCTBEHHOE XpaHEeHHue.



1.9. Bce paboThl, CBs3aHHBIE C TOATOTOBKOHM, TPaHCIIOPTUPOBKOW M Tepenadell apXHUBHBIX
JIOKYMEHTOB, MIPOU3BOATCS cuaMu u 3a cyer JIETCKOTO caja.
1.10. 3a yrpary u mnopuy mAokymeHToB ApxuBHOro ¢onna Poccmiickoii ®enepanuu
noJpKHOCTHRIE Jinna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHUM C  JCHCTBYHOLIUM
3aKOHOJATEIbLCTBOM.

1.11. ApxuB pgerckoro caaa pabOTaeT COIJAacHO IUIaHy, YTBEPKAAEMOMY 3aBEAYIOLINM
JIOUIKOJIBHBIM 00pa30BaTeIbHBIM YUPESKACHUEM M OTUMTHIBACTCS TEpel HUM B CBOEH paboTe.
1.12. KoHTpoJib AEATENBHOCTH apXuBa ocyllecTBisieT 3apenyromuil JJOY, a B ero oTcyrcTBUH
— UCTIOJHSIONINI 003aHHOCTH 3aBEAYIOILETO.

2. CocTaB 10KYMEHTOB apXuBa JeTCKOro cajia
2.1. B apxuB JIOY nocrynarot:

e 3aKOHYEHHBIE JEJONPOU3BOJICTBOM YUPEKACHUS JTOKYMEHTHI IIOCTOSIHHOTO XpaHEHWS,
oOpa3oBaBUIMECs B  JIEATEIIBHOCTH  CTPYKTYPHBIX  IOJApa3A€ieHUd, JOKYMEHThI
BpeMeHHOro (cBeimie 10 7er) cpoka XpaHEHHs, HEOOXOIMMBbIE B HPAKTUYECKOU
NeSITebHOCTH, JOKYMEHTBI IO KaJjpaM M BOCIIMTaHHHUKaM;

e JIOKYMEHTbl IIOCTOSHHOIO XpaHEHUS W [0 JMYHOMY COCTaBy OpraHH3alMii-
HPEIIECTBEHHUKOB (IIPU UX HAIUYHH);

e JHYHBIC POHIBI BEIYIMX PAOOTHUKOB JETCKOTO caja (py UX HAJMYHH);

e CIy)XeOHbIE U BEZJOMCTBEHHbIEC U3/IaHMUS;

e  CIIPaBOYHO-TIOMCKOBBIE CpPEICTBA K JOKYMEHTaM M Y4Y€THblE JOKYMEHThl ApXuBa
JIETCKOr'o caja.

2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXHBE€ JIOIIKOJBHOTO 0Opa30BaTENbLHOTO YUPEKICHUS
ONPENIETSAI0TCS COMNIACHO CPOKaM, YKa3aHHBIM B YTBEPKJACHHOW HOMEHKIIAType JIe.

3. 3apauu apxusa I0Y
3.1. OcHOBHBIMHU 33/1a4aMH apXHBa SIBISFOTCS:

e OpraHuzalus XpaHEHHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasleioMm 2
Hacrosuero [lonoxenus;

e KOMIUICKTOBAaHME apXWBa JIOKyMEHTaMH, OOpa30BaBIIMMHCS B  JIEATEIbHOCTH
YUPEXKIEHUS, OCYIIECTBIISIONIET0 00pa30BaTEIbHYIO NeSTEIbHOCTD;

e yder, o0ecreuyeHrne COXpaHHOCTH, CO3JjaHle HayYHO-CIIPAaBOYHOTO aliapara;

e HCIOJIb30BaHUE JOKYMEHTOB, HaXOASIIUXCS HA XpaHeHuu B apxuse [0V

e TIOATOTOBKAa M CBOEBPEMEHHAas Iepeaada JTOKyMeHTOB ApxuBHoro donaa Poccuiickoit
®degepaly Ha MOCTOSTHHOE XPaHEHUE B TOCYAApCTBEHHBIN (MyHUIIMIIAIbHBIN) apXUB;

e METOAMYECKOE PYKOBOJICTBO U KOHTPOJIb 3a (OPMUPOBAHHEM U O(DOpPMIIEHHEM JEll B
JIETIONPOU3BOJICTBE JETCKOIO caJa M CBOEBPEMEHHOM MeEpedaayel HX B apXxuB
JOLIKOJIBHOTO 00pa30BaTeNIbHOTO YUPEKACHHUS.

4. DyHKUMHU apXuBa

B cooTBercTBMM C BO3JOXEHHBIMU 3aJladyaMU apXUB OCYILECTBIIAET Cieaylouue (yHKIHU:
4.1. Opranuzyer mpueM JOKYMEHTOB IOCTOSSHHOTO M BpeMeHHoro (cBbimie 10 jer) cpokoB
XpaHEeHHs, B TOM YHUCIIE 110 KaJpaM U BOCIIUTaHHUKaM, oOpa3oBaBuInxcs B aesrenbHoctd JJOY,
B COOTBETCTBHUHU C YTBEPKICHHBIM I'paUKOM.

4.2. ObecnieunBaeT COXPAaHHOCTh M BENET y4YeT JOKYMEHTOB U (OHAOB, HAXOMSIIUXCSA Ha
XPaHEHHUHU B apXMBE JOIIKOJIBHOIO 00pa30BaTEIbHOIO YUPEXKICHHS.

4.3. IlpencTaBisieT B rocy1apcTBEHHBIN (MyHULIMNIAIBHBIN) apXUB YYETHBIE CBEJIeHU 00 00beMe
M COCTaBE XPaHAIIUXCS B apXHBE JIETCKOTO caja JTOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi



®denepav U APYrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSIKOM TOCYAAapCTBEHHOI'O
ydera IoKyMeHTOB ApxuBHOTo doHaa Poccuiickoit deneparumu.

4.4. Cucrematu3upyeT M pa3MellaeT JOKYMEHTHI, MocTynaroume Ha xpaHenue B apxuB JJOVY,
00pa3oBaBIIMECs B X0/I€ OCYILIECTBICHHS I€ATEIbHOCTH YUPEKACHHUS.

4.5. PaspabarbiBaeT TpaduKH TNPEACTABICHUS OMHCEH HA PACCMOTPEHUE JKCHEPTHO-
MIPOBEPOYHON KOMHUCCUHU U Tepefadn TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit deneparuu
Ha XpaHEHHE B IOCY/IApPCTBEHHbBIN (MYHUIIMTIAIbHBIN) apXUB.

4.6. OcyliecTBIsET MOATOTOBKY U MPEICTABIISICT:

e HA PacCMOTPEHHUE U COTIacOoBaHHE FKCrepTHON Komuccuu JIOY omnucu Jen NoCTOSHHOTO
XpaHeHus, BpeMeHHbIX (cBbiiie 10 j1eT) cpoKOB XpaHEHHs, B TOM YHCIE MO KaapaMm U
BOCIIMTAHHUKAM, a TaKX€ aKThl O BBIIEICHUM K YHUUYTOKCHHUIO apXUBHBIX JOKYMEHTOB,
HE MOJIeKAIIUX XPaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX
MOBPEXACHUSIX aPXUBHBIX JOKYMEHTOB;

e Ha YTBEPXKACHUE HSKCIEPTHO-IPOBEPOUYHON KOMHUCCUU YIOJIHOMOYEHHOIO OpraHa
UCIIOJTHUTEIIEHON BiIacTH cyObekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apXUBHOTO yUpeKICHH) OMKICH JIE] MOCTOSHHOTO XPaHEeHHUS,

e mHa coriacoBanue OIIK apxuBHOro yupexnuenus cyonekra Poccuiickoit deneparuu
(MYHUIIUIAIBHOTO ~ apxXuBa), B CiIy4ae HAJEJICHHUs €ro COOTBETCTBYIOIHUMU
MIOJIHOMOYMSIMH, OIIUCH JIEN 10 JINYHOMY COCTaBY;

e Ha coriacoBanue OIIK apxuBHOro yupexaenus cyobekra Poccuiickoit ®epeparuu
(MyHMIIMDAJIBHOTO ~ apXuBa), B CJly4yae HaJAEJICHUS €ro COOTBETCTBYIOIIMMHU
MOJIHOMOYMSIMH, aKThl 00 yTpaTe JHOKYMEHTOB, aKThl O HEHUCIIPABUMBIX MOBPEXKICHUSIX
ApXUBHBIX JOKYMEHTOB;

e Ha yrBepxkieHue 3aseayrwoumemy JIOY omnmcu Aen NOCTOSHHOTO XPAaHEHHs, OIUCU
BpeMeHHbIX (cBbIe 10 J1eT) cpOKOB XpaHEHHUs, B TOM YMCJIE OMUCH JIed MO KaapaMm U
BOCIIMTAHHUKAM, aKThl O BBIIEICHMM K YHMUYTOXKEHUIO ApXMBHBIX JOKYMEHTOB, HE
NOJJIKAUIUX XPAHEHHUIO, aKThl 00 yTpare AOKYMEHTOB, aKThl O HEHUCIPaBUMbBIX
HNOBPEXJCHUAX APXUBHBIX JOKYMEHTOB, yTBep:KJeHHble (cornmacoBaHHble) OIIK wmmm
rOCyJapCTBEHHBIM apXuBOM cyOwnekTta Poccuiickoit Deneparun (MyHUIIUTATHHBIM
apXMBOM) B CJIy4ae HaJIeJIeHUs €r0 COOTBETCTBYIOIMMHU ITOJIHOMOYHSMHU.

4.7. Opranusyer mnepemady AokymMeHTOB ApxuBHoro ¢onma Poccuiickoit ®enepanuu Ha
IIOCTOSIHHOE XpaHeHue B roCyJ1apCTBEHHbIN (MyHHLMTIAJIBHBIN) apXuB.
4.8. OpranusyeT ¥ MPOBOAMT SKCHEPTU3Y LEHHOCTU TOKYMEHTOB BpeMeHHbIX (cBbiiie 10 jer)
CPOKOB XpaHEHUs!, HaXoAIuXcsl Ha XxpaHeHnu B apxuse IOV B mensx ot0opa JOKYMEHTOB s
BKJIFOUEHHUS] B coctaB ApxuBHOTO (oHma Poccuiickoit ®enepamuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE MOJJIEKALNX JAIbHEUIIEMY XPaHEHUIO.

4.9. YuactByeT B paboTe 3KCHEPTHON KOMUCCHH JIOIIKOJILHOTO 00pa30BaTEIbHOIO YUPEXKICHUS.
4.10. TIpoBoaAUT MepONpPHUATHUS 1O 0OECHEUEHUIO COXPAHHOCTH JTOKYMEHTOB, HAXOASIIUXCS Ha
xpaHeHuu B apxuse [JOVY.

4.11. Opranuzyer uHGOPMHpPOBaHUE aaMHUHHMCTpauuu Hu pabotHukoB JIOY o cocraBe u
COJIep’)KaHUU JOKYMEHTOB apXHBa YUPEKICHUS.

4.12. UudopmupyeT nonb3oBaresieil o BOIpOcaM MECTOHAXOXKIEHHSI apXUBHBIX JOKYMEHTOB.
4.13. OpranusyeT BbIZjauy JOKYMEHTOB U JIeJ JJIsl padOThl B YUTAJIHHOM 3aJI€ UM BO BPEMEHHOE
I10JIb30BaHUE.

4.14. VcnonHseT 3anpochl MOJIb30BATENEH, BbIAAET apXMUBHBIE KONMHMHU JOKYMEHTOB, apXHUBHbIE
BBIINMCKU ¥ ApXUBHBIE CIIPABKH.

4.15. Benet yuer ucnonb3oBaHus JOKyMeHTOB apxuBa J[OVY.

4.16. Co3maer GoHI TMONH30BAaHMUSI apXWBa JIETCKOTO Caja M OPraHU3YeT €ro HCIOJIh30BaHHUE.
4.17. OcyuiecTBisieT BEACHHE CIPABOYHO-TIOMCKOBBIX CPEICTB K JokymeHTam apxusa J[OVY.



4.18. Co3gaer, MONOJHAET U COBEPLIEHCTBYET HAyYHO-CIPABOYHBIN anmapar K XpaHsALIMMCs B
apXxuBe JIeNIaM U JJOKYMCHTaM.

4.19. YuactByeT B pa3paboTKe JOKYMEHTOB YUYPEKICHHS IO BOIMPOCAM apXWBHOTO JeNa U
JIeIIOTIPOU3BOJICTBA.

4.20. Oka3pIBaeT METOUIECKYIO TOMOIITb:

e ciyx0e nemonpousBozcTa JJOY B cocTaBlieHUN HOMEHKJIATYPHI A€, (POPMUPOBAHUU U
oopmiieHHH 1€, KOHTPOJIUPYET MPAaBUIBHOCTh (POPMUPOBAHUSA U OGOPMIICHUS JIeT B
JIeTIONPOU3BO/ICTBE;

e CTPYKTYpPHBIM mojpa3zzieneHussM U pabotHukam JIOY B mOArOTOBKE TOKYMEHTOB K
nepesaye B apxuB JETCKOrO Caja.

4.21. YyacTByeT B NpPOBEIACHUM MEPOIPHUATHI 10 MOBBIIICHUIO KBATM(PUKAIUN paOOTHUKOB
apxuBa U CIIy>KObI 1€JI0IPOU3BOJICTBA JOLIKOJIBLHOIO 00Pa30BaTEIbHOIO YUPEXKICHHS.

5. IIpaBa apxuBa

Jlis BBINIOJIHEHUSI BO3JIOKEHHBIX 3a7ad U (PYHKUUH JIMIO, OTBETCTBEHHOE 3a apXWB, MUMEET
IIPaBo:

5.1.  IlpencraBiasTh  3aBeAyIOLIEMY  JOLIKOJBbHBIM  OOpa30BATEIbHBIM  YUPEKICHHUEM
IIPEIUIOKEHUS. 110 COBEPUICHCTBOBAHUIO OPIraHU3ALMHM XPAHEHMs, KOMIUIEKTOBaHMS, ydeTa M
HCIIOJIb30BaHUsl apXUBHBIX JOKYMEHTOB B apxuse JJOVY.

5.2. KoHTponupoBaTh BBINOJIHEHUE YCTAaHOBJICHHBIX MpaBHJ pabOThl € JOKYMEHTaMU B
CTPYKTYPHBIX HOJIpa3Ae/ICHUSAX YUPEXKICHUS.

5.3. 3ampammBaTh OT CTPYKTYpPHBIX mojpasneneHuii u pabotuukoB JIOY cBenenws,
HEo0XouMblIe Ui pabOThI apXHBa, C Y4€TOM 00€CIeYeHHUs BBIIIOJIHEHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3aJa4 U QyHKIUH.

5.4.101IKOJIBHOTO 00Pa30BaTEIbHOIO YUPEKICHHS.

5.5. UudopmupoBaTh CTPYKTYpHBIE TIOIpA3IeNIEHUs IETCKOTO caja 0 HE0OXOAMMOCTHU Tepeadn
JIOKYMEHTOB B apxuB B COOTBETCTBUU C YTBEPKICHHBIM rpaduKoM.
5.6. IlpuHUMaTh ydacTHe B 3acelaHUSAX OKCIEPTHOW KOMHCCHU YUYPEXKICHUS, a TaKkke B
HKCHEPTHO-TIPOBEPOYHON KOMHUCCHM YIMOJHOMOYEHHOI'O OpraHa WCIHOJHHUTENBbHOM BIacTu
cyowsekTa Poccuiickoit @enepaiuu B chepe apXHUBHOTO Jena.

6. OTBEeTCTBEHHOCTD 32 QYHKIIMOHUPOBAHUE APXUBA

6.1. Hasnauennoe NNPHUKA30M 3aBCAYIOLICTO I[Oy JIMI0, OTBETCTBCHHOC 3a BCJACHUC apXHBa,
HECCT NCPCOHAJIBHYIO OTBETCTBECHHOCTD 34:

e BBHINIOJHEHHWE BO3JIOKCHHBIX Ha apXWB 3ama4 W (YHKOHA B COOTBETCTBUU C
JIEUCTBYIOLLIUM 3aKOHOAATENBCTBOM Pocculickoit @enepanuu;

e OpraHu3amuio pabOThl apXWBa, CBOEBPEMEHHOE M KBaTU(UIIMPOBAHHOE BBIMOJHEHUE
MIPUKA30B, PACTIOPSKEHUN, MOPYUEHUH BBIIIECTOSIIETO PYKOBOJCTBA, JIEHCTBYIOLIUX
HOPMAaTHBHO-TIPABOBBIX aKTOB MO CBOEMY MTPOQHMITIO ACATEIHHOCTH,

e pamuoHanbHOe U OS()PEKTUBHOE HCIONH30BAHUE MATEPHAIBHBIX, (UHAHCOBBIX U
KaJpOBBIX PECYPCOB;

e COCTOSIHUE TPYJAOBOM M UCHOJHUTEIbCKOW JUCHUIUIMHBI B apXKBE, BHIIIOJHEHHE CBOUX
(G YHKIIMOHATBHBIX 00513aHHOCTEH;

e COONIO/IEHUE TPaBWUJI BHYTPEHHETO PaCHopsKa, CaHUTAPHO-TIPOTUBOIMHUIEMUIECKOTO
peXrMa, MPOTUBOIIOKAPHOK O€30MaCHOCTH M TEXHUKH 0€3011aCHOCTH;



e BCJICHHUE JOKYMEHTAlUH, MPEAYCMOTPEHHOW IEHCTBYIOIIMMH HOPMATHUBHO-IIPABOBBIMU
JIOKYMEHTaMHU;

e IMPEIOCTABJIICHUE B YCTAHOBICHHOM HOPSIAKE JIOCTOBEPHOW CTATUCTUYECKOW M HHOMN
nH(popMaIu 0 1eITeILHOCTH apX1Ba,

e TOTOBHOCTH apXHBa K pabOTE B YCIOBHSIX YPE3BHIYAMHBIX CUTYAIIUN.

6.2. OTBETCTBEHHBIE 3a BEJCHUE JI€I0IPOU3BOJICTBA, IIOJrOTOBKY U MPEACTABICHUE JOKYMEHTOB
Ha XpaHEHHE B apXUB, Ha3HayaroTcs 3aBeaytomum JJOVY.

7. KoMIuiekTOBaHNEe apXuBa

7.1. lloaroroBka [IOKYMEHTOB K Ilepeiade B apxXHB JOUIKOJBHOTO 00pa3oBaTeIbHOTrO
YUPEKACHUS BKIIOYAET SKCIEPTU3Y HAYyYHOM U MPAKTUYECKOM LEHHOCTH JOKYMEHTOB,
oQopMmIIeHHE €1, COCTaBICHHUE OMKCH.

7.2. DxcrnepTusa HEHHOCTH JOKYMEHTOB:

e DOKCIEpPTH3a LEHHOCTH TOKYMEHTOB — OIpe/eleHHe LIEHHOCTH JIOKYMEHTOB C LEIbI0
oTOOpa MX Ha XpaHEHHWE W YCTAaHOBJIICHHE CPOKOB XpaHEHHUS. JKCIEPTU3y LIEHHOCTU
nokymMeHTOB B JIOY ocyliecTBisieT NOCTOSIHHO ACMCTBYIOIIAs SKCIIEPTHAsE KOMUCCHS;

e DOKCIIEpTHAs KOMHCCHsS Ha3zHayaeTcs npukasoMm 3aBeaywomero JOY. B cocras
9KCIIEPTHOW KOMMCCHUU BKJIIOYAIOT HE MEHEe TpeX COTPYIHUKOB, B TOM YHCIE B
00s3aTeIbHOM TOPSJKE JIMIO, OTBETCTBEHHOE 3a BEICHHME apXuBa JIETCKOIO caja.
CexkpeTapeM 3KCIIEpTHON KoMHUccHM HazHaudatoT cexkperaps JJOY. DkcenepTHas komuccus
Ha 3acelJaHMsIX paccMaTpUBaeT: HOMEHKIATypy Jel JEeTCKOro caja, OINHCH JIel
MOCTOSIHHOTO XPaHEHUsi U MO JMYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BbIIEISEMbIE K
YHUYTOKECHHUIO.

7.3. Odopmiienue nei:

e JleJa MOCTOSSHHOTO XpaHEHHS MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY MPOYHBIMU HUTKAMHU.
Jluctel HyMepyIOTCS B TpaBOM BEPXHEM YIJIy MPOCTHIM KapaHpaamoMm. KommdecTtBo
JUCTOB B KaXJIOM JIeJI€ HE TOJDKHO npeBblmaTh 250. B KoHIle fena Ha OTAEIbHOM JIMCTE
COCTABJISIETCS 3aBEPUTEIIbHASI HA/IITHCh;

e Ha OOJOXKE JeN IMOCTOSHHOTO XPaHEHWs JOJDKHBI OBITh MPOCTABJICHBI CIEAYIOLINE
PEKBU3UTHI: MMOJHOE HAMMEHOBAHUE BBILIECTOAIICH Oopranu3anuu, HaumeHoBanue OV,
HOMep (MHJEKC) JeNa MO HOMEHKJIAType, 3arojoBOK Jelia, KOJIHMYECTBO JHCTOB, CPOK
XpaHEHUs WK OTMETKA «XPAHHUTh MIOCTOSTHHO», HOMED (POH/1a, OTIHCH, J1eTa;

e 10 OKOHYAHWH JEIONMPOU3BOJCTBEHHOIO Toda B OQOpMIICHHBIE OOJOXKKUA JAel
MOCTOSTHHOTO XpaHEHUsI BHOCSATCS HEOOXOAWMBbIC YTOYHEHHWS: B 3aroJIOBKH eI,
COJIepIKaIINX PacTOPsAUTEIbHbIC JOKYMEHTHI (ITPUKA3bI, IPOTOKOJIBI), BHOCSITCS HOMEPA;
€CJIM JIEJIO C TIEPETHICKON COCTOUT M3 HECKOJIBKUX TOMOB, B KaXKJOM TOME YKa3bIBACTCS
KOPPECTIOH/IEHT, aBTOP, TEPPUTOPUS, IpYrUe JaHHbIE. B KaxxqoM TOMe yka3bIBaeTCs JaTa
(daucmo, Mecsll, To) Hadala ¥ OKOHYaHUS JaHHOTO TOMa. TOYHBIEC JaThl TPOCTABIISIOTCS
Ha 00JIOKKaxX 7Sl OBICTPOrO MOMCKA JOKYMEHTOB B MOCJEIYIOIIEM; U3 3aBEPUTEILHOM
HAJIMUCH Ha 00JIOKKY Jiea BBIHOCUTCS KOJMYECTBO JINCTOB B JIEJIE;

e HAANUCU Ha OOJIOKKAX JeN TIOCTOSHHOTO W JIOJTOBPEMEHHOTO XpaHEHUS CIEAayeT
MIPOU3BOUTH Y€TKO, CBETOCTOMKUMH YESPHUIIAMH;

e JUIS y4eTa KOJIWYECTBA JIUCTOB B Jele M (UKCAUU OCOOCHHOCTEH MX Hymepaluu Ha
OT/ICJTLHOM JIUCTE COCTaBIICTCS 3aBEPUTEIIbHAS HAIIHUCH;



e B 3aBEPUTEIHHON HAJMKCH YKA3bIBAETCS KOJIWYECTBO JHUCTOB (IIUPpaMu U MPOMUCHIO) B
nene. 3aBepUTENIbHAS HAAMUCh TIOJIMKMCHIBACTCS COCTABUTEIEM C YKa3aHHUEM €ro
JOJDKHOCTH U AAaThl COCTABJIICHU A,

e BHYTPCHHSS OMUCHh COCTABIISETCS K JIeJIaM MTOCTOSIHHOTO U JIOJATOBpeMeHHOTOo (cBbiie 10
JIeT) CpOKa XpaHeHUus, C(HOPMHUPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE pAacCKphIBAIOT KOHKPETHOE COJECpXKaHHWE JIOKYMEHTOB (0CO00 IICHHEIE,
JUYHBIC JIeNa U JIp. ).

7.4. Onucanue JOKYMEHTOB IOCTOSSHHOTO CPOKa XPaHEHUS:

e OIMCH COCTABJIIIOTCS PA3fCIbHO Ha Jela IOCTOSHHOIO XPaHEHUSA I10 OCHOBHOM
JEATEIIBHOCTH U Ha Jieja 110 JINYHOMY COCTaBYy;

e  OIIMCH COCTABIIAKOTCS AEIONPOU3BOIUTENIEM;

e  OIIMCH BEAETCA B €AMHON BAJIOBOM HYMEPALIMH B TEYCHUE HECKOJIBKUX JIET;

e HA JIeNIa C UCTEKIINM CPOKOM XPaHEHHUS COCTABIISCTCS aKT 00 YHUYTOKEHHH,

e [0 OKOHYAHUU JEJONPOU3BOACTBEHHOro roja B JIOY npousBoautcst oT60p JOKYMEHTOB
IIOCTOSIHHOT'O CPOKA XPAHEHMs JUIsl BKJIIOUEHHUS UX B OMHUCh. ONUCH COCTOUT U3 T'OJOBBIX
pa3fesioB, BHYTpPU TIoa Jella pacloJaratoTcsl 0 CTENEHU 3HAYUMOCTH C Y4E€TOM
HOMMHAJILHOTO NPUHIMINA (B COOTBETCTBUU C HOMEHKJIATYPOH YUPEKICHMUS);

e OIMCH COCTaBIIIIOTCS PA3ACIbHO HA Jiela IIOCTOSHHOIO XpPaHEHUs II0 OCHOBHOM
JESTCIIBHOCTH U Ha JIeJIa 110 JINYHOMY COCTaBY;

e  OIIMCH COCTABJISIOTCS CEKPETApPEM.

7.5. Jlema BpeMEHHOTO XpaHEHUS O(DOPMIISIOTCS YIPOIICHHO: OHU HE IMOAIIUBAIOTCS, JTUCTHI B
HUX HE HYMEpPYIOTCS, yTOYHEHHE Ha OOJIOKKaX He IMPOU3BOJIUTCS, OMUCH Ha Jella He
COCTaBJISIIOTCS, YUET BEIETCSA 0 HOMEHKJIAType Jel.

8. YcioBusi xpaHeHus1 JOKYMEHTOB apXuBa

8.1. JIoOKyMeHTBHI apXuBa XpaHITCS B apXWBOXPAHWIHIIE IOIIKOJIFHOTO 00pa30BaTEIbHOTO
YUPEKACHUS.

8.2. He momyckaercs pa3MelieHrne apxruBa B MOJBATBHBIX M YE€PJAYHBIX TTOMEIIEHHUIX JIETCKOTO
caja.

8.3. ApXuBOXpaHWJIMIIE JAOKHO OBITh YJaJleHO OT Ja0OpaTOpPHBIX, MPOU3BOJICTBEHHBIX,
OBITOBBIX IOMENIEHWH W He MMeTh OOMHMX C HHUMH BEHTWISALHOHHBIX KaHAJOB.
ApPXUBOXpAaHWIHIIE OTHENACTCS OT COCEAHHWX TIOMEIICHHA HEeCrOpaeMbIMH CTEHAMH H
HEPEKPBITUSMH C TIpe/iellaMid OTHECTOMKOCTH HEe MEHee JIByX 4acoB. B apXuBoxpaHWIWIIE He
JIOITyCKAeTCs TIPOKIIaKa TPyO BOIOCHAOKEHUS M KaHAJM3AIMH, TEXHOJIOTHUECKUE HITH OBITOBBIC
BBIBOIBI BOIBI.

8.4. ApXI/IBOXpaHI/IJ'II/IHle JOJDKHO HMETb C€CTCCTBEHHYIO WM HCKYCCTBCHHYHO BCHTHIISAIMIO,
00€CTeYNBAOIIYI0O PELUPKYISLIUI0 BO3AYyXa, CTa0MJIBHOCTH TEMIIEPaTypHO-BIKHOCTHOTO
pexuma..

8.5. Crennaxxu JOIDKHBI OBITh YCTAHOBJICHBI IEPIEHIUKYIIPHO CTEHAM C OKOHHBIMU IIPOEMaMH,
a B TOMeUIeHHH 0e3 OKOH - C Yy4yeToM oOcoOeHHocTed mnomenieHuss u obopyaoBanus. He
JIOIYCKAETCs pa3MelleHHe CTeIakel BIIOTHYIO K HapY)KHBIM CT€HaM 3JIaHUS U K UCTOUYHHKaM
TeruIa.

8.6. ApXuBHBIE JIOKYMEHTBI cienyer XPaHUTh B TEMHOTE.
8.7. 3ammra JOKYMEHTOB OT JEHCTBHS CBETa OO0ECIEUYMBACTCS XpaHEHHEM JOKYMEHTOB B
KOpoOKax, TMamkax W Tmeperjerax, B MKadax WIM Ha CcTeiaxaxX 3aKpbITOro THIIA.



8.8. YpoBeHb HCKYCCTBEHHOTO OCBEIICHHSI B KHUTOXPAaHWIHINAX JTOJDKEH COCTABIISATh HE MEHEe
100 mnrokc.

8.12. B apxuBOXpaHWIHUINE JUIS XPAHEHUS JOKYMEHTOB YCTAHABJIMBAIOTCSA CJEIYIOIIUE
napaMeTpsl TEMIIEPATYPHO- BIAXKHOCTHOI'O peXXHUMa:

e JUIA XpaHEHHs JOKYMEHTOB Ha OyMa)kHOM HocuTese — temrneparypa 17-19°C,
OTHOCHTEJIbHAS BIAXHOCTH BO3ayxa — 50-55%.

8.13. HOMCH_IGHI/IH apXuBa JOMKOJbHOI'O O6p330BaTeJ'IBHOFO YUPECKACHUA JOJKHBI COACPKATHCA
B UUCTOTC, B YCJIOBUAX, HCKITIOYAOIIUX BO3MOKHOCTD IMOABJICHUA IMJICCCHU, HACCKOMBIX, ITBLIH.

9. Jaka0YNTEIbHBIC MTOJI0KEHUA

9.1. Hacrosiiee Ilonoorcenue 06 apxuse BASETCS TOKAIbHBIM HOPMATUBHBIM aKTOM,
npuHuMaercs Ha O61emM coopaHuy pabOTHUKOB JOUIKOJIBHOIO 00Pa30BaTEIbHOIO YUPEKICHHS
U yTBepkaaercs (inbo BBOAUTCS B AercTBUE) 3aBeaytomum JOY.

9.2. Bce u3MeHeHus U JONOJIHEHUs, BHOCUMBIE B HacTosuiee [lonoxenue, odpopmisorces B
NUCHbMEHHOW ()OpME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOATEIHCTBOM Poccuiickoit
®enepanuu.

9.3. Ilonoxenue 06 apxuse JJOY npuHUMaeTCs Ha HEOTPEACICHHBIN CPOK. MI3MeHeHus u
nomnosHeHus K [TonoxeHno MpuHUMAKOTCs B OPSAAKE, IPEIyCMOTPEHHOM 11.9.1. HacTosIero
ITonoxeHnns.

9.4. Ilocne npunsTus [lonoxxeHus (MM U3MEHEHUH U JOMIOJHEHUH OTIEIbHBIX TYHKTOB U
pa3ziesnioB) B HOBOM peJaKLUy IpeablIylas peJakiiis aBTOMaTHUECKH yTPauuBaeT CUILY.
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