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IHonoxenue 00 apxuse
MyHMUMIIAJIbHOTO0 ABTOHOMHOI'0 JOLIKOJIbHOI'0
oOpa3oBareabHOro yupexaenus «lerckuii cag Ne 311 koMOMHUPOBAHHOTO
Buaa» MockoBckoro paiiona r. Kazanm

1. O0mue noJ10KeHNSs

1.1. Hacrosmee Ilonoxenue paspaborano B cooTBeTcTBUU c [Ipukazom denepanbHOro
apxuBHOTO areHtcTBa Ne 77 ot 31 wmrons 2023 roma «OO6 yrBepxkaenun [IpaBwin opraHu3anuu
XpaHEHUsl, KOMIUIEKTOBAaHUS, Yy4e€Ta M HCIIOJIb30BaHUS JOKYMEHTOB ApXxuBHOro (hoHmaa
Poccuiickoit @enepannu U Apyrux apXMBHBIX JTOKYMEHTOB B I'OCYJIAPCTBEHHBIX OpraHax, OpraHax
MECTHOI'O CaMOYIIpaBJIEHUs U OpraHU3alUsaX», Ha OCHOBaHUHU [IprMepHOro nonoxeHus: oo apxuse
OpraHu3alliy, YTBEP)KICHHOTO mpukazoM dDenepanbHOro apxuBHoro areHtcra Ne 42 ot 11
anpens 2018 rona, a Takke YCTaBOM JIOIIKOJIBHOTO 00Pa30BaTEILHOTO YUPEKACHUS.

1.2. Mannoe IlonoxxeHue 00 apxuBe NETCKOTO cajia ONpEAesseT COCTaB JIOKYMEHTOB apXuBa U
YCIIOBUSI UX XPAaHEHHUs, YCTAaHABJIMBACT 3aJaud, Ha3HAUYCHUE U (PYHKIIMH apXUBa, PErJIaMeHTUPYET
JeSITeIbHOCTh JIMIA, OTBETCTBEHHOI'O 3a BEJCHHE apXuBa B JOLIKOJBLHOM OOpa30BaTEIbHOM
YUPEKICHUU.

1.3. B cBoeil AeATENbHOCTH apXUB JETCKOro cana pykoBoicTByercs denepanbHpiM 3akoHOM Ne
125-@3 ot 22.10.2004 roma «O06 apxuBHOM nene B Poccuiickoit denepanum» ¢ U3MEHEHUSIMHA OT
25 nmexabps 2023 roma, HOpMAaTHBHBIMHM IIPABOBBIMHM akTaMu Poccuiickoit denepannn, cyoObeKTa
Poccuiickoit ®enepanun B cdepe apxXMBHOrO Jejla M JICJIONPOM3BOJCTBA, JIOKAIBHBIMU
HOPMAaTUBHBIMH aKTaMHU JIOLIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEKICHNUS.

1.4. Jlokymentsl JIOY, wumeromme HCTOPUYECKOE, KYJIbTypHOE, HAy4HOE, COLHMAIBHOE,
HPKOHOMUYECKOE U IOJIUTUYECKOE 3HAYEHHE, COCTABJISIIOT IOCYAAPCTBEHHYIO 4acTb ApPXMBHOTO
donma Poccuiickoii denepainuu, SBIASIOTCS COOCTBEHHOCTHIO TOCYJIapCTBA H  TMOJJIEkKAT
MOCTOSIHHOMY XPaHEHUIO B rocyAapcTBEHHBIX apxuBax Poccuiickoin ®enepanuu. [lo nepenayu Ha
rOCy/JapCTBEHHOE XPAHEHHWE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHATCS B JOLIKOJIbHOM
00pa3oBaTeIbHOM YUPEKACHUU.

1.5. B JIOY nns xpaneHust nokymeHTOoB ApxuBHoro ¢(onna Poccuiickoit ®enepauun u
3aKOHYEHHBIX JEJONPOU3BOACTBOM JOKYMEHTOB MPAKTUUECKOIO Ha3HAYEHUs, X OTOOpa, ydera,
MCIIOJIb30BaHU U MOATOTOBKH K Mepelaye Ha TOCYIapCTBEHHOE XPAHEHHE CO3/1ae€TCsl ApXUB.

1.6. ApxuB co3gaeTcsi Kak CaMOCTOATENbHOE TMOApPAa3ACIICHHe, BO3IMVIABISIEMOE JIUIIOM,
OTBETCTBEHHBIM 3a BEJIEHHE apXuBa COIJIaCHO TMpHUKa3y 3aBEAYIOLIEr0 JOLIKOJIBHBIM
00pa3oBaTeNbHBIM YUPEKICHUEM.

1.7. YapexneHue JOMIKOJIBHOTO 00pa3oBaHus 00ecleynBacT apXuB HEOOXOJUMBIM IIOMEIICHUEM,
000pyTIOBaHUEM U KaJIPaMH.

1.8. JomkonabHOE 00pa3zoBaTeIbHOE YUYpexkIEeHHE 00ecCleurnBaeT COXPaHHOCTh, y4yeT, OTOop,
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yIOPSJI0YEHHE W HUCHOJb30BaHUE JOKYMEHTOB ApxuBHOro ¢ouaa Poccuiickoit denepanyu,
o0Opa3yromuxcs B ero aesTelbHOCTH. O0ecneunBaeT CBOEBPEMEHHYIO IIepeiady 3TUX JOKYMEHTOB
Ha rOCYJJapCTBEHHOE XpaHEHHUE.

1.9. Bce paboThl, CBs3aHHBIE C TMOATOTOBKOW, TPAHCIOPTHPOBKON U TMepenadeil apXUBHBIX
JIOKYMEHTOB, IPOU3BOIATCS CHIJIAMH U 32 CUET JIETCKOTO cajia.

1.10. 3a yrpaty u nopuy nokyMeHToB ApxuBHoro (oHaa Poccuiickoit deaepannn J0TKHOCTHBIS
muua JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C JACHCTBYIOIIUM 3aKOHOIATEIECTBOM.

1.11. ApxuB JAeTCKOTO caja paboTaeT COrJIaCHO IUTaHY, YTBEPXKIAEMOMY 3aBEIyIONTUM
JOIITKOJIBHBIM 00Pa30BaTEeNbHBIM YUPEKICHUEM U OTYUTHIBAETCS MEepe HUM B CBOEH padoTe.

1.12. KoHTpoJb IeATeTbHOCTH apXuBa ocylecTBisieT 3aBeaytonuit IOY, a B ero oTCyTCTBUU —
UCTIOJTHSIOLINI 00513aHHOCTH 3aBeIYIOLIETO.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B apxus JIOY nocrynarot:

* 3aKOHYEHHBIE JEJIONPOM3BOACTBOM YUPEKICHHS JOKYMEHTHI IOCTOSHHOIO XpaHEHMs,
oOpa3oBaBIIMECs B JACATENbHOCTH CTPYKTYPHBIX IOJpPAa3/eNeHui, JOKYMEHTbI
BpeMmeHHoro (cBbime 10 7er) cpoka XpaHEHHs, HEOOXOIMMbIE B MPAKTUYECKON
NEeSITeIbHOCTH, JOKYMEHTHI 10 KaJipaM M BOCIIUTAaHHUKAM;

* JIOKyMEHThl [OCTOSIHHOTO XpaHEHHss M MO JHMYHOMY COCTaBy OpraHu3aluid-
IIPELUIECTBEHHUKOB (IIPU UX HAJIMYUH);

* J4HbIC (POHBI BETYIHUX PAOOTHUKOB JIETCKOTO cajia (IpH UX HAJTUYHH ),

*  Ciy)XeOHbIC U BEZJOMCTBEHHbIEC U3JaHUS;

* CIPAaBOYHO-IIOMCKOBBIE CpEJCTBAa K JOKYMEHTaM M YYETHbIE JOKYMEHTHl ApxuBa
JETCKOTro caja.

2.2. Cpoku XpaHEHHs [IOKYMEHTOB B apXMBE JOLIKOJBHOI'O 00pa30BaTEIbHOIO YUPEKICHUS
OIpEEIIAI0TCS COTJIaCHO CPOKaM, YKa3aHHBIM B YTBEPKIACHHON HOMEHKJIAType JeIl.

3. 3agauu apxuBa 10Y
3.1. OCHOBHBIMHU 3a/1a4yaMU apXHBa SIBISIOTCS:
* OpraHu3alus XpaHEHHs JIOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pazjaeiioM 2
HacTosmero Ilomoxenus;
* KOMIUICKTOBAaHHWE apXuBa JOKYMEHTaMH, OOpa30BaBUIUMHUCA B JEATEIbHOCTH
YUPEKIEHUs, OCYILECTBRISIONIETO 00pa30BaTEIbHYIO AEATEIbHOCTD;
* yder, 00ecTeueHne COXpPaHHOCTH, CO3JaHIE HAYYHO-CIIPABOYHOTO arapara;
* HCIIOJIb30BAaHUE JOKYMEHTOB, HAXOASAIIMXCS Ha XpaHeHuu B apxuse JJOY;
* TIOJArOTOBKAa M CBOEBpEMEHHas Iepefada JOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoit
denepanyiv Ha TOCTOSTHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMIIAIbHBIN) apXUB;
* METOJIMUYECKOE PYKOBOJACTBO U KOHTPOJIb 3a (popmMupoBaHueM u oQOpMIICHUEM €T B
NeJOTPOU3BOJICTBE JIETCKOTO CcajJja M CBOCBPEMEHHOW Iiepelnaueid WX B apXUB
JOIIKOJILHOTO 00pa30BaTENBbHOTO YUPEKIACHHUS.

4. DyHKIIMH apXuBa

B cooTBeTcTBUY C BO3T0KEHHBIMHU 331a4aMH aPXUB OCYIIECTBISET Cileayonme QyHKINH:

4.1. Opranu3yeT npueM JTOKYMEHTOB MOCTOSHHOI'O U BpeMeHHOro (cBbiuie 10 jeT) cpokoB
XpaHeHus, B TOM YMCJIE [0 KaJpaM U BOCIUTaHHHKaAM, oOpa3zoBaBuInXxcs B aestenbHocTH OV,
B COOTBETCTBHUH C YTBEPKICHHBIM TpauKOM.

4.2. ObGecnieurBaeT COXPAHHOCTb W BEIET YyYeT OKYMEHTOB M (OHJIOB, HaXOASAIIMXCS Ha
XpaHEHUH B apXMBE JIOIIKOJIBHOIO0 00pa30BaTEIbHOTO YUPEKACHHUS.

4.3. TlpencraBisieT B TOCYJapCTBEHHBIM (MYHUIMIAIbHBIN) apXUB Y4YETHBIE CBEACHHUS OO0
o0bEME U COCTaBE XpaHALIMXCA B apXWBE JAETCKOrO caja JOKYMEHTOB ApXHMBHOIo (oHIa
Poccuiickoit ®enepauun M Apyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBHUM C IOPSAIKOM
roCyJapCTBEHHOTO yueTa JOKyMeHTOB ApxuBHOTO (hoHIa Poccuiickoit denepanuu.

4.4. CucreMaTu3upyeT U pa3MellaeT JTOKYMEHTHI, MOCTynalmnme Ha xpanenue B apxuB JIOVY,
o0pa3oBaBIIMECS B XO/€ OCYILECTBICHUS IEATEIBHOCTH YUPESKICHHUS.
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4.5. Pa3pabatbiBaeT rpaduiku MpeacTaBICHHs OMKUCEH Ha PACCMOTPEHHUE IKCIIEPTHO-TPOBEPOUHON
KOMHCCUH | TIepeadn JOKyMeHTOB ApxuBHOro (onma Poccuiickoii @enepanuu Ha XpaHEeHUE B
rocyJJapCTBEHHBIN (MyHUIIUTIATIBHBIN) apXUB.

4.6. OcyliecTBISIET NOATOTOBKY U MIPEACTABIISIET:

* Ha pacCMOTpEHHME M corjacoBaHue »sKcrnepTHoll komuccuun JIOY onucu gen
MOCTOSTHHOTO XpaHEHUs, BpeMeHHbIX (cBbilie 10 JeT) CpOKOB XpaHEHHs, B TOM UYUCIIE
10 KajJpaM U BOCIIUTAHHUKAM, a TaKXK€ aKThl O BBIJICIICHUH K YHUUTOKEHUIO apXUBHBIX
JIOKyMEHTOB, HE IMOJUIeKAUIUX XpaHEHUIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O
HEUCTPABUMBIX TOBPEXKICHUSIX APXUBHBIX JOKYMEHTOB;

* Ha YTBEpPXKACHHE DSKCIEPTHO-NPOBEPOYHOM KOMHUCCUM YIOJHOMOUYEHHOI'O OpraHa
HCIIOJTHUTENIbHOM BiacTu cyobekTa Poccuiickoit denepannu B chepe apXuBHOTO Jeiia
(manee - OIIK apXUBHOTO yUpeXA€HUS) OMUCH J1€] TOCTOSTHHOT'O XPAHEHHUS;

» Ha cornacoBanue JIIK apxuBHOrO yupexaecHus cyoOnbekra Poccuiickoir Denepanuu
(MyHMLIIMTTAIBHOTO ~ apX#WBa), B Cily4yae HAJEJNEHHs €ro COOTBETCTBYIOIIMMH
MMOJTHOMOYMSIMHU, OITUCH JIe] TIO JIMYHOMY COCTaBY;

» Ha cornacoBanue JIIK apxuBHOro yupexaeHus cyowrekra Poccuiickoit deneparuu
(MyHMIIMTTAIBHOTO ~ apX#WBa), B CilIy4yae HAJCJNCHHs €ro COOTBETCTBYIOIIMMH
MOJITHOMOYHSIMH, aKThI 00 yTpaTre JOKYMEHTOB, aKThl O HEMCIIPABUMBIX MOBPEKICHUSIX
ApXMBHBIX JIOKYMEHTOB;

* Ha yTBepkIeHue 3aseayrwomeMy JOVY onucu neia NOCTOSHHOTO XpaHEHUs, ONUCH
BpeMeHHbIX (cBblle 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIE OMUCU Jeld MO KajapaM U
BOCIIMTAHHUKAM, aKThl O BBIJICIICHMU K YHHUUYTOXEHUIO apXUBHBIX JTOKYMEHTOB, HE
MO/JIeKAINX XPAHCHHUIO, aKThl 00 yTpare JOKyMEHTOB, aKThl O HEHCIPaBUMBIX
MOBPEXKICHUSIX APXUBHBIX JIOKYMEHTOB, YTBEpkaAeHHBIE (cornacoBanubie) DK wmmm
rocyJapcTBeHHbIM apxuBoM cyObekTa Poccuiickoit @expepauuu (MyHHUIMIAIbHBIM
apXMBOM) B CJIyyae HaJ€JIEHUS €r0 COOTBETCTBYIOIIMMH IOJHOMOUYHUSAMH.

4.7. Opranusyer mnepenadyy 1n0KyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepamuu Ha
MOCTOSIHHOE XPaHEHHE B TOCYIapCTBEHHBIN (MYHHIIUTIAIbHBIN) apXUB.

4..8. Opranusyer 1 NPOBOAMUT SKCIEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMeHHBIX (cBbiuie 10 ser)
CPOKOB XpaHEHHUsI, HaXOosIuXcs Ha XpaHeHuu B apxuBe IOV B mensix ordopa TOKyMEHTOB IS
BKIIOUECHHSI B coctaB ApxuBHOro ¢onna Poccuiickoii ®Denepanuu, a TakKe BBISBICHHI
JIOKYMEHTOB, HE MOJUICKAIUX JTaJbHEHIIEMY XPaHEHUIO.

4.9. YuacTtByeT B paboTe SKCIIepTHOW KOMUCCHH JIOIIKOJILHOTO 00pa30BaTEIBHOTO YUPEIKICHHUS.
4.10. TIpoBoAUT MEpPONPHUSTHS MO OOECIEUECHUI0 COXPAHHOCTH TOKYMEHTOB, HaXOSIINXCS Ha
xpaHeHnHu B apxuse [JOVY.

4.11. Opranuszyer wuHdopmupoBaHue aaMuUHUCTpanuu u padotHukoB JIOY o cocrtaBe u
COJIepKaHUU JOKYMEHTOB apXH1Ba yUPEKICHUS.

4.12. UadopmupyeT moJib30BaTeNIei Mo BOMMPOCaM MECTOHAXOXKICHHS apXUBHBIX JJOKYMEHTOB.
4.13. Opranusyer BbIIayy JOKYMEHTOB U JIeJ Ui paOOThl B UUTAIBLHOM 3aJie UM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VcnonHsaeT 3ampochl MOJb30BATENIEH, BBIAAET APXUBHBIE KOMHUHU JIOKYMEHTOB, apXHUBHbBIE
BBITTMCKH U apXUBHBIE CIPABKHU.

4.15. Beget ydet ucnoyib30BaHus JoKyMeHTOB apxuBa JIOVY.

4.16. Coznaet (hoHA MOTB30BAHMS apXUBa JETCKOTO CaJla U OPraHU3yeT €ro UCIOJIb30BaHUE.
4.17. Ocy1iecTBIsieT BeICHUE CIIPAaBOYHO-TTIOMCKOBBIX CPEJCTB K JoKyMeHTam apxuBa JIOVY.
4.18. Co3nmaet, MOMOJIHSET U COBEPIICHCTBYET HAYYHO-CIPABOYHBIN almapar K XpaHSIIUMCSI B
apXuBe JieJlaM U JOKYMEHTaM.

4.19. YyacTtByeT B pa3pabOTKe TOKYMEHTOB YUPEXKICHHUS IO BOIPOCAM apXUBHOTO Jeja U
JI€JI0OTIPOU3BO/ICTBA.

4.20. Oxa3bIBa€T METOJIUYECKYIO MOMOIIb:

* cayx0e genonpousBoacTBa JJOY B cocTaBlieHUH HOMEHKIATYpbI Aell, (GOpMHUPOBAHUU
1 0(OpMIICHUH JIe], KOHTPOJIUPYET MPAaBMIBHOCTH (POPMUPOBAHUS U ODOPMIICHHS €T B
JIeJIONPOU3BOICTBE;
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* CTPYKTYpHBIM mHojpazfeieHussM u pabdotHukam JIOY B MOATOTOBKE TOKYMEHTOB K
nepeaayve B apXuB AETCKOIO caja.
4.21. Y4acTByeT B IIPOBEACHUN MEPOIIPUATHMN 11O TTOBHIICHUIO KBAaTHU(UKAIIUU PAOOTHUKOB apXHBa
U CITy>KOBI JIETOMPOU3BOICTBA IOMIKOJILHOTO 00pa30BaTENBHOTO YUPEKICHUS.

5. IlpaBa apxuBa

JUisl BBITTOJTHEHHS BO3JIOKEHHBIX 3a/1a4 U (D)YHKIWH JINI0, OTBETCTBEHHOE 33 apXHB, UMEET IPaBo:
5.1. IlpencraBiasaTh  3aBeAyloLIeMYy  JOLIKOJBHBIM  00pa3oBaTENbHBIM  yUPEXKJEHUEM
IPEAJIOKEHHSI 110 COBEPIICHCTBOBAHUIO OPraHM3allMM XpaHEHUS, KOMIUIEKTOBAaHMS, ydeTa M
WCIIOJIb30BaHUs apXUBHBIX JOKyMEHTOB B apxuse JJOVY.

5.2. KoHTponupoBaTb BBIIOJHEHHE YCTAHOBJIEHHBIX NpaBWiI paboOThl € JOKYMEHTaMHU B
CTPYKTYPHBIX NOJIpa3Ae/ICHUAX YUPEKICHNUS.

5.3. 3anmpamuBath OT CTPYKTYPHBIX Tojipasaenenuii u pabotauko JIOY cBenaeHus, HEOOX0IUMBbIS
Ui paboOThl apXHBa, C Y4eTOM O0OeCIeueHHsI BHIMOJIHEHUS BCEX BO3JIOKEHHBIX Ha apXuB 3a/a4 U
(GYyHKIMIA.

5.4. [laBaTh pa3bsACHEHUS U PEKOMEHJALMM 10 BOMNPOCAM, BXOAAIIUM B KOMIIETCHLIUIO apXHBa
JIOUIKOJIBHOTO 00pa30BaTEeIbHOTIO YUPEXKICHHS.

5.5. UudopmupoBath CTpyKTypHBIE MOAPA3EICHUS JETCKOTO cajla 0 HEOOXOAUMOCTH Mepeaadn
JIOKYMEHTOB B apXHMB B COOTBETCTBHHM C YTBEPKACHHBIM IPaQUKOM.

5.6. IlpyHuMaTh ydacTHE€ B 3ac€JaHUSAX OHKCIEPTHON KOMUCCHM YUPEXKIEHUSA, a TakkKe B
JKCIIEPTHO-IIPOBEPOYHOM KOMHCCHH YIOJHOMOYEHHOIO OpraHa HCIIOJIHUTEIBHON BIIACTH
cyonekTa Poccuiickoit @enepaunu B chepe apXUBHOIO Jela.

6. OTBeTCTBEHHOCTD 32 (DYHKIIMOHUPOBAHUE APXHUBA
6.1. Haznauennoe npukazom 3aseaytomiero JJOVY nuiio, OTBETCTBEHHOE 3a BEJICHUE apXHUBa, HECET
IIEPCOHAJIBHYIO OTBETCTBEHHOCTD 3a:

* BBIOJIHEHHE BO3JIOKEHHBIX HA apxuB 337ad M (QYHKUUH B COOTBETCTBUU C
JENCTBYIOIMM 3aKOHOAaTenbcTBOM Pocculickon Penepanuu;

* OpraHu3anui paboThl apXHBa, CBOEBPEMEHHOE M KBAJIU(UIMPOBAHHOE BHIIOJIHEHUE
[IPUKA30B, PACHOPSKCHUH, MOPYYEHHUM BBIIECTOSIIETO PYKOBOACTBA, ACHCTBYIOLIUX
HOPMAaTUBHO-IIPAaBOBBIX AKTOB [10 CBOEMY MPOPUITIO 1€ TEIbHOCTH;

* pauuoHaibHOE U HPPEKTHMBHOE HCHOIB30BAHUE MATEpPHUAJbHBIX, (PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHE TPYJIOBOW M MCHOJHUTENbCKON TUCIUIUIMHBI B apXUBE, BBHIIOJIHEHUE CBOUX
(YHKIMOHATIBHBIX 0053aHHOCTEH;

* coOuo/ieHHe TpaBHJ BHYTPEHHETO pACHOpsIKa, CAaHHUTAPHO-TPOTHUBOIITUAEMUYECKOTO
pekuMa, IPOTUBOIIOKAPHOW O€30MaCHOCTH U TEXHUKH 0€3011aCHOCTH;

* BEJEHHUE JOKYMEHTAlUH, NPEAYCMOTPEHHONW NEHCTBYIOIIMMH HOPMAaTHBHO-IPABOBBIMU
JOKYMEHTaMU;

* IPENOCTaBICHHE B YCTAaHOBIEHHOM IIOPSAKE ITOCTOBEPHOW CTATUCTUYECKOW M WHOU
nHOpPMALIUHU O AEATEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUIX YPE3BBIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 3a BEACHUE JEIIONPOU3BOACTBA, TOATOTOBKY U IPEICTaBICHUE JOKYMEHTOB
Ha XpaHEHHE B apXUB, Ha3HavaroTcs 3aBeayomum J[OY.

7. KommiekToBaHue apxuBa

7.1. [TogroTroBka JOKYMEHTOB K Iepeade B apXuB JOIIKOJIBHOTO 00pa30BaTEIBLHOTO YUPEIKICHUS
BKJIIOYAET OSKCIEPTH3y HAYYHON M NPAKTHUECKOH LIEHHOCTH JOKYMEHTOB, O(GOpMIICHHE eI,
COCTaBJICHHUE OIMCH.

7.2. DKcrepTH3a IEHHOCTH JOKYMEHTOB:

* DJKCIEpPTU3a LIEHHOCTU JOKYMEHTOB — OIpPEICIICHHE LIEHHOCTH JTOKYMEHTOB C LEJbIO
oTOOpa MX Ha XPAaHEHHE M YCTAHOBJICHUE CPOKOB XpaHEHUs. DKCHEPTH3Y IEHHOCTH
nokyMeHTOB B JIOY ocymiecTBIsSET MOCTOSHHO ACHCTBYIOIIAs AKCIIEPTHAS KOMUCCHSI;

* DOKCHepTHas KOMHCCUs Ha3HadaeTcs npukasoM 3asenyromero JOY. B cocras
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SKCIEPTHOM KOMHMCCUHM BKJIIOYAIOT HE MEHEEe TpeX COTPYAHUKOB, B TOM 4YHCIE B
00s13aTeTbHOM TIOPSIKE JIMIIO, OTBETCTBCHHOE 3a BEACHHE apXuBa JCTCKOTO caja.
CexkperapeM 3KCIEpTHOM KOMHUCCUU Ha3zHadaroT cekpetaps JJOY. DkcnepTHas KoMuccus
Ha 3acelaHusX pacCMaTPUBAET: HOMEHKJIATypy Jesl JETCKOro cajaa, OIUCH el
MMOCTOAHHOI'O XPAaHCHUA U IO JIMYHOMY COCTaBYy, aKThbl Ha JOKYMCHTBI, BBIACIACMEBIC K
YHUUYTOXXEHHUIO.

7.3. OdopmiieHue gein:

*  Oela NOCMOSIHHO20 XPAHEeHWIIIUBAIOTCS B TBEPAYIO 00JI0KKY MPOYHBIMU HUTKAMHU.
Jluctel HyMepyrOTCS B MpPaBOM BEpPXHEM YIUNIy MNPOCTHIM Kapanjaamom. KomuuecTBo
JIUCTOB B KXKJOM JieJie He JOJKHO TpeBbimath 250. B KoHIle Aena Ha OTIETFHOM JIUCTE
COCTaBIISIETCS 3aBEPUTENbHAS HAIIIUCh;

° Ha 06HO)KK€ ACJI TOCTOSIHHOI'O XpPaHCHUA HJOJIKHbBI GBITI: MPOCTABJICHBI CJICAYIOIIUC
PEKBU3HTHI: TIOJITHOE HAMMEHOBAHHE BBIIIECTOSIICH Opranu3anuu, HauMeHoBanue [0V,
HOMep (MHAEKC) Jena MO0 HOMEHKIAType, 3aroJIOBOK Jelia, KOJIMYECTBO JIUCTOB, CPOK
XpaHEHUS WIA OTMETKA «XPAaHUTh IIOCTOSTHHO», HOMEp (hOH/Ia, OIHCH, JIeTa;

* 10 OKOHYaHHMM JEJONPOU3BOACTBEHHOTO rojna B OQOpMJICHHBIE OOJIOKKU Je
MOCTOSIHHOTO XPAHEHHUS BHOCSTCS HEOOXOJUMbIE YTOYHEHHUS: B 3arojOBKU eI,
COJIEpKalNX PacHoOpAIUTENIbHbIE JOKYMEHTHl (TpUKa3bl, MPOTOKOJbI), BHOCSTCS
HOMEpa; €clii /N0 C MEePEHmUCKOl COCTOUT M3 HECKOJbKHUX TOMOB, B KaXXJIOM TOME
YKa3bIBAETCS KOPPECIIOHJEHT, aBTOp, TEPPUTOpHUs, Ipyrue AaHHble. B kaxaoMm Tome
yKa3bIBaeTCsl JaTa (YMUCio, MECSI], TOJ) Hadaja ¥ OKOHYAHMS NaHHOTO ToMa. TouHbIe
JaThl TPOCTABIAIOTCS Ha OONOXKKax JUisi OBICTPOrO TMOWCKAa JIOKYMEHTOB B
MOCITIEAYIONIEM; U3 3aBEPUTEILHON HAJAMMCH Ha OOJIOXKKY JIeJia BBIHOCUTCS KOJIUYECTBO
JIUCTOB B JIEJIE;

* HAANUCH Ha OONOXXKAaX [N TOCTOSHHOTO M JIOJTOBPEMEHHOTO XpaHEHUS CJeayeT
IMPONU3BOAUTH YCTKO, CBETOCTOUKNMU YCPHUJIAMU,;

* IS y4yeTa KOJUYECTBA JIMCTOB B Jesie U (PUKCAlUU OCOOCHHOCTEH MX Hymepaluu Ha
OTACIIbHOM JIMCTC COCTABJIACTCA 3aBCPUTCIIbHAA HAAIIMCh,

* B 3aBEPUTEIbHON HAAMMCH YKa3bIBAETCSl KOJUYECTBO JIMCTOB (IupamMu U IPONUCHIO) B
nene. 3aBepuTENbHAs HAANUCh TOJMUCHIBACTCA COCTaBUTENEM C YyKa3aHUEM ero
JOJI2KHOCTH M AaThl COCTAaBJICHUA,

® BHYTPCHHAA OIMUCH COCTABJIACTCA K JA€JIaM IMOCTOAHHOTO U AOJTOBPEMEHHOI'O (CBBIIHC 10
JIET) cpoKa XpaHEeHHs, CPOPMUPOBAHHBIM 110 PA3HOBUAHOCTSIM JOKYMEHTOB, 3ar0JIOBKH
KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJEPKaHHE JIOKYMEHTOB (0CO000 IIEHHEIE,
JUYHBIC JIea U JIp.).

7.4. Onucanye TOKYMEHTOB NOCTOSHHOTO CPOKA XPAHEHHUS:

* ONHCH COCTAaBJSIOTCS pa3[ebHO Ha JieJla TMOCTOSHHOTO XpaHEHUs IO OCHOBHOM
JeSITeIbHOCTH U Ha JieJa 10 JINYHOMY COCTaBYy;

® OIMUCHU COCTABJIAKOTCA ACIOIMIPOU3BOAUTCIICM;

° OITNUCH BCIACTCSA B e)IHHOﬁ BaJIOBOU HyMEpalrn B TCUCHUEC HECKOJIBKUX JICT,

* Ha JeNia ¢ UCTEKIIUM CPOKOM XPAaHEHHS COCTABIISIETCS aKT 00 YHHUTOKEHUU;

* I10 OKOHYaHUU JeI0npou3BoAcTBeHHOro roaa B JIOY npousBoaurcs oTOOp JOKYMEHTOB
MOCTOSIHHOTO CPOKa XpaHEeHMsI JJIsl BKIIOUEHHS UX B OMHUCh. OMHUCh COCTOUT U3 TOJI0BBIX
pa3zienoB, BHYTPU Toja Jejla pPaclojaratoTCs MO CTENEHUW 3HAYUMOCTH C Y4YETOM
HOMMHAJILHOTO NMPUHIMINIA (B COOTBETCTBUU C HOMEHKJIATYPOU yUPEKICHHUS);

* OIKCH COCTaBISAIOTCA pa3lielbHO Ha Jeja MOCTOSHHOTO XpaHEHHs IO OCHOBHOM
ACATCIIbBHOCTHU U HAa ACJIa IO JINYHOMY COCTAaBY,

*  OMWCH COCTaBIIIOTCSI CEKPETAPEM.

7.5. lena epemennoco xpanerus opOPMISIFOTCS YIPOILEHHO: OHU HE TOJIIUBAIOTCS, JINCTHI B HUX
HE HYMEPYIOTCsI, YTOUHEHHE Ha 00JI0)KKaxX HE MPOU3BOJUTCA, ONMKCU HA Jejia HE COCTABISIOTCS,
y4deT BeeTcsl 10 HOMEHKJIaType Jie.

8. YciioBusi XpaHeHUs1 JIOKYMEHTOB B apXuBe
8.1. JloKyMeHThl apxuBa XpaHATCS B APXUBOXPAHWIHUINE MJOMIKOJIBHOTO 00pa30BaTEIbHOIO
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YUPEXKIEHUS.
8.2. He nomyckaetcs pa3MeleHle apXxyuBa B OABAJIBHBIX U YEPAAYHBIX TOMEUIEHUSIX JETCKOTO caja.
8.3. ApXMBOXpaHWJIMIIE JOKHO OBITh yJAJIEHO OT J1aOOpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIIEHUH ¥ He UMEeTh OOIIMX C HUMU BEHTHISIIUOHHBIX KaHAJIOB. APXUBOXPAHWIHIIE OTAETSAeTCS
OT COCEJHMX IOMEILEHUN HECrOopaeMbIMU CTEHAMH U MEPEKPBITUSAMH C IpPEeeIaMU OrHECTOHKOCTH
HE MeHee JBYX 4acoB. B apXxuBoxpaHwiuiie He JOITycKaeTcsl MpOKJIaaka TPyO BOJOCHAOXKEHUS U
KaHAJIN3aLUH, TEXHOJIOTUYECKHE WU OBITOBBIE BBIBOIBI BOIBI.
8.4. ApXUBOXpaHWIHIIE JIOJDKHO HUMETh €CTECTBEHHYI0 WM MCKYCCTBEHHYIO BEHTHJISLUIO,
o0ecreunBaroIy0 pELUPKYIISALUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIepaTypPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mnoctynatomue B apxuB JJOY 10KyMEHTHI pa3MelIaloTCsl B apXUBOXpaHWIMIIAX Ha
CTALlMOHAPHBIX W/WIK MEPEBMKHBIX METAUIMYECKHUX CTeIaXKax, B METAIIMYECKUX MKadax WIH
KOHTENHEpax.
8.6. Cremyaxu JOHKHBI ObITh YCTAHOBJIEHBI IEPIEHIUKYIISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
IOMEIIEHNU 0e3 OKOH - ¢ y4yeToM OCOOEHHOCTEW momerieHus u obopynoBanus. He nomyckaercs
pa3MelIeHUE CTEIaXEHN BIVIOTHYIO K HapYKHBIM CTE€HaM 37aHMs U K UICTOYHUKAM TEIUIa.
8.7. PaccranHoBka cTe/utaked M 1IKaOB OCYHIECTBISETCS B COOTBETCTBUHU CO CIEAYIOMKUMU
TpeOOBaHUSAMMU:
*  pAacCTOSIHUE MEXK[Y psAllaMU CTeuTakel (T1aBHbIN nmpoxoy) — He MeHee 120 cm;
* paccrosiHuE (ITPOXO0JT) MEXKIY CTeIUIaKaMH — HE MeHee 75 cM;
*  pacCTOsSHHE MEXIY Hapy>KHOM CTEHOMN 3[aHHS U CTEJlIa)KaMH, NapajljIelIbHBIMU CTEHE — HE
MeHee 75 cm;
*  pacCTOSHUE MEXJy CTEHOH M TOPLOM CTeulaxa WiM mkada (06xon) — He MeHee 45 cMm;
*  paccTOSHUE MEXIy IOJOM M HIDKHEH Mmonkoil cremumaxa (mkada) — He MeHee 15 cM, B
OKOJILHEIX dTa)kax — He MeHee 30 cM.
8.8. IlporuBomoxapHbIi peXUM B apXUBOXpaHWIMIIAX, rae pasmemaerca apxus J1OY,
YCTaHABIMBACTCA B COOTBETCTBUM C [IpaBwiiamu NpOTHBONOKAPHOTO pexuma B Poccuiickon
Oenepannn ot 16 centsadps 2020 roma Nel1479.
8.9. ApXUBHBIE TIOKYMEHTHI CIIEyET XPAaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JICHCTBHS CBETa 0OECIIEYMBACTCS XPAHEHHUEM JIOKYMEHTOB B KOPOOKaX,
nankax ¥ neperierax, B mkadax Uil Ha CTeUIaXax 3aKpbITOro THIIA.
8.11. EcrecTBEHHOE OCBEIICHUE B apXMBOXPAHWIMLIE JOMYCKAETCS NPU YCIOBUM NPUMEHEHHS Ha
OKHax CBETOpacCeMBaTeseii, PeryJlaTOpOB CBETOBOTO MOTOKAa (CHEIUATBHBIX CTEKOJ), 3aIUTHBIX
(GUIBTPOB U MOKPBITUH, JKAITIO3H.
8.12. JInst MCKyCCTBEHHOT'O OCBEILEHHS IIPUMEHSIOTCS JTaMITbl HAKaJTMBaHUS B 3aKPBITHIX IU1aoHax
rJ1aJKOW MOBEPXHOCTHIO.
8.13. B apxuBoxpaHWINIIEC JJI1 XPAHEHUs JOKYMEHTOB YCTAHABIMBAIOTCS CICAYIOUIME NapaMeTphbl
TEMIEPATYPHO-BIAKHOCTHOTO PEXKUMA:
* JUIA XpaHEHUs JOKYMEHTOB Ha OyMa)KHOM HocHuTene — TemrepaTtypa 17-19°C, oTHocuTenpHas
BJI&KHOCTH Bo3ayxa — 50-55%.
8.14. Tlomenienust apxuBa JOMIKOJIBLHOTO 00pa30BaTEIbHOTO YUPEKACHUS JOKHBI COEPKAThC B
YHCTOTE, B YCIOBUSX, HCKIIIOYAIOIUX BO3MOYKHOCTh MOSIBJIEHUS IUIECEHU, HACEKOMBIX, IBLUIH.

9. 3akyII0YUTEIbHBbIE OJT0KEHUS

9.1. Hacrosimee Ilonmoxenue 00 apxuBe SBISIETCS JIOKAJbHBIM HOPMATHBHBIM — aKTOM,
npuHuUMaeTcs Ha O01meM coOpaHuu pabOTHUKOB JOMIKOJILHOTO 00pa30BaTEIHLHOTO YUPEKACHUS U
yTBepkaaercs (b0 BBOAUTCS B AelicTBue) 3aBeayromum 10OV,

9.2. Bce u3MeHeHUs MW JIONOJHEHUS, BHOCMMBbIE B Hactosmiee [lomoxkeHue, opopmIsOTCS B
MUCbMEHHOW (QopMe B COOTBETCTBHM JEHCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoi
Denepanuu.

9.3. Tlonoxenue o6 apxuBe JJOY npuHHMaeTcs Ha HEONpEIEleHHbI Cpok. M3MeHenus u
nononHeHus K [lomojkeHuto mMpUHMMAIOTCS B MOpSAIKE, MPeAyCMOTpeHHOM I1.9.1. HacTosiero
[Tonoxenus.

9.4. llocne npunsatus IlonoxkeHus (WM W3MEHEHUHW M JOMOJHEHUN OTHENIbHBIX IIYHKTOB U
pa3ziesioB) B HOBOM peAakIuy MpeAblayIas peJakiius aBTOMaTUYECKU YTPAuUBaeT CUILY.
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