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1. O0mue nosoxkeHust
1.1. Hactosmee ITonoxenue pazpaboTano Ha OCHOBaHHH [IpEMEPHOrO MONIOKEHHS 00 apXHBE
OpraHu3alvu, YTBEPXKICHHOro mnpukasoM PenepanbHoro apxuBHOro arerctsa Ne 42 or 11
anpens 2018 rozxa, B coorBercTBuE ¢ [Iprikazom MunkyisTypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEP)KICHUHU 'TIPAaBHMJI OPraHM3alUdM XPAHEHUsS, KOMIUIEKTOBAHHS, ydYeTa W HCIOJb30BAHMUS
JIOKyMEHTOB ApxuBHOro (onma Poccuiickoit Denepaiiu ¥ Jpyrux apXHBHBIX IOKYMEHTOB B
opraHax TroOCyJapCTBEHHOW BJIACTH, OpraHaX MECTHOIO CaMOYIIPaBJICHUS W OpraHusanmsx’,
YcTaBoM JOMKOIBHOTO 00pa30BaTeIbHOTO YUPEIKIACHHSI.
1.2. Jlannoe Ilonoxenue 06 apxuBe JETCKOTrO cajxa OMpPENENseT COCTaB MOKYMEHTOB apXHBa H
YCIIOBHSI MX XPaHEHHs, YCTAHABIMBACT 3a/1a4i, Ha3HAUCHUE U (QYHKIHH apXHBa, PErIaMEHTHPYET
JCATENIbHOCTL JIMIIA, OTBETCTBEHHOIO 3a BEJEHHE apXWBa B JOIIKOJBHOM 00pa3oBaTelILHOM
YUPEKICHHH.
1.3. B cBoeii neATenbHOCTH apXHB JETCKOrO Cajia PyKOBOJACTBYeTCsl MDeepaibHbIM 3aKOHOM Ne
125-@3 ot 22.10.2004 roxa «O6 apxuBHOM 1ene B Poccuiickoit Deepanuuy» ¢ U3MEHEHHAMH HA
14 monsa 2022 rona, HOPMaTHBHBIME IPABOBBIMK akTaMu Poccuiickoii ®Denepanuu, cyobekra
Poccuiickoii ®eneparmu B cdepe apXHBHOrO Jeia M JEJIONPOU3BOACTBA, JIOKATHLHBIMH
HOPMaTUBHBIMH aKTaMH JOIIKOJIBHOTO 00pa3oBaTeIbHOTO YUPEIKICHHUS.
1.4. Jloxymentsl JIOY, uMeromue HCTOPHYECKOE, KyJIGTYPHOE, HAy4HOE, COLMAIBLHOE,
O9KOHOMHUYECKOE M IOJIMTHYECKOE 3HAYEHHE, COCTABIIIOT I'OCYIApPCTBEHHYIO 4acTh ApPXHBHOTO
¢donna Poccmiickoii ®enepauun, SBISIOTCS COOCTBEHHOCTBIO TOCYAApCTBA M HOUIEKAT
MIOCTOSIHHOMY XPaHEHHUIO B rOCYAapCTBEHHBIX apxuBax Poccuiickoit ®enepanuu. Jlo nepenayuu Ha
rOCyZIapCTBEHHOE XPAaHEHHWE JaHHBIC JJOKYMEHTBI BPEMEHHO XpAHATCS B JOUIKOJIBHOM
00pa3zoBaTeIbHOM YUPEXKICHHH.
1.5. B JIOV nna xpaHeHHs ITOKYMEHTOB ApxuBHOro ¢Qonma Poccuiickoit ®enepauuu u
3aKOHYEHHBIX JIEJIOIPOU3BOICTBOM JOKYMEHTOB IPAKTUYECKOTO Ha3HAYEHHs, MX OTOOpa, ydera,
UCTIOJI30BaHMUs M TIOArOTOBKH K Iepeziade Ha IOCYAapCTBEHHOE XpaHEHHE CO3/IaeTCsl apXUB.
1.6. ApxuB co3maeTcsi KaK CaMOCTOSITENIbHOE MOJpaslesieHde, BO3MIIABIAEMOE JIHUIIOM,
OTBETCTBEHHBIM 34 BEJICHHE apXHUBa COIJIACHO MpPUKa3y 3aBEAyIOIIEro JOLIKOJLHBIM
00pa3oBaTEIbHBIM YUPEIKICHHEM.
1.7. YupexxneHue JOIKOIBHOTO 00pa3oBaHms 0OeceynBaeT apXxuB HEOOXOIMMBIM MTOMEIIEHUEM,
000pyIOBaHUEM H KaJIpaMH.
1.8. JlomkonbHOEe 00pa3oBaTebHOE YUPEKICHHE O0ECIeYdBACT COXPAHHOCTh, YYET, OTOOP,
YIOPSIOYEHHE M HCIONb30BaHHE IOKyMEHTOB, ApxmBHOro ¢onma Poccuiickoir Denepanuu,
obpasyromuxcs B €ro aesTenbHocTH. OfecreunBaeT CBOEBPEMEHHYIO MEpeauy STUX JTOKYMEHTOR
Ha rocyJapcTBEHHOE XpaHEeHHE.
1.9. Bce paboThl, CBsi3aHHBIE C INOATOTOBKOI, TPAHCIOPTHPOBKOW M Mepeiadeil apXMBHBIX
JIOKYMEHTOB, IIPOU3BOISTCS. CUIIAMH H 3a CUET JETCKOTO Cajia.
1.10. 3a yTpary u nopuy nokyMeHTOB ApxuBHOro honua Poccuiickoii ®enepanyu T0IKHOCTHEIE
juua JIOY HecyT OTBETCTBEHHOCTD B COOTBETCTBHH C JIEHCTBYIOIIMM 3aKOHOIATETbCTBOM.
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1.11. ApxuB JneTcKkoro caga paboTaeT COTJIaCHO IUTaHy, YTBEPKIAEMOMY 3aBEAYIOIIHM
JOUIKOJILHBIM 00pa30BaTeIbHBIM YUPEKACHUEM M OTUMTHIBACTCS NIEPE] HUM B CBOEH pabore.

1.12. KoHTpob AeSTEIHHOCTH apXuBa ocymecTBisieT 3apeaytomuii JIOY, a B ero oTcyrcTBUH —
WCTIOJTHSIONIUIN 00S3aHHOCTH 3aBEIYIOIIETO.

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

* 3aKOHYEHHBIE JEJIONPOU3BOJCTBOM YUPEKIECHUS JTOKYMEHTbI MOCTOSHHOIO XpaHEHMs,
oOpa3oBaBimmecss B JCATENBHOCTH CTPYKTYPHBIX TOJpPA3JeNeHH, JTOKYMEHTHI
BpeMeHHOro (cBeimie 10 Jier) cpoka XpaHeHMs, HEOOXOJIUMBbIE B IMPaKTUYECKOU
JESITEIbHOCTH, JOKYMEHTHI 10 KaJipaM M BOCIIUTaHHUKAM;

* JIOKYyMEHTbl TNOCTOSHHOTO XpaHEHHWs M 1O JMYHOMY COCTaBy OpraHu3aluii-
MPEIECTBEHHUKOB (TIPU UX HAJIUYUH);

* nu4HbIe (OH]IBI BEAYHIUX PAaOOTHUKOB JAETCKOIO caja (IpU UX HATTMYHH);

*  ciyXeOHbIE U BEJIOMCTBEHHbIC U3/IaHUS,

*  CIPAaBOYHO-IIOMCKOBBIE CpEJCTBA K JIOKYMEHTAaM M Y4Y€THble JOKYMEHThl ApXuBa
JETCKOTO caja.

2.2. CpokHu XpaHEHHUs JTOKYMEHTOB B apXHBE JOIIKOJIHHOTO O00Pa30BaTENBHOTO YYPEKICHHS
OIPENIENAIOTCS COIIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHON HOMEHKJIAType Jell.

3. 3agaum apxuBa JJOY
31 OCHOBHBIMI/I 3aladyaMi apXrBa SABJIAKOTCS:
* Opra"mu3anus XpaHEHHWs JOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pas3aeyiioM 2
gactosmero I[Tonoxenus;
* KOMIUICKTOBaHHE apXuBa JOKYMEHTaMH, OOpa30BaBIIMMHKCS B JACATEIbHOCTH
YUPEXKACHHS, OCYIIECTBIISIONIET0 00pa30BaTEIbHYIO ACSITEIBHOCTD;
* y4er, 00ecrieueHre COXPaHHOCTH, CO3/IJaHNE HAyYHO-CIIPABOYHOTO anrapara;
* HCHOJb30BaHUE TOKYMEHTOB, HaXOAAIIUXCS Ha XpaHeHuu B apxuse [JOVY;
* TMOJArOTOBKA M CBOEBPEMEHHAas Iepeaada JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoi
®denepanyy Ha IOCTOSHHOE XpPaHEHHUE B TOCYAAPCTBEHHBIN (MYHUIIUIIAIbLHBIN) apXUB;
* METOJMYECKOE PYKOBOJICTBO W KOHTPOJIb 32 (OopMHUpOBaHHUEM U O(POpMIICHHEM Jell B
JIETOTPOU3BOJICTBE JIETCKOTO caja M CBOCBPEMEHHOW Iepemayeid WX B apXxuB
JOTIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKICHHUS.

4. ®yHKUMH apXuBa
B cooTBeTCTBHY C BO3JI0KCHHBIMU 3a71a4aMH aPXHUB OCYIIECTBIISIET CIICAYIONHE HYHKIIHU:
4.1. OpranuzyeTr mpueM JOKYMEHTOB IMOCTOSHHOTO U BpeMeHHoro (cBwimie 10 5er) cpokoB
XpaHeHHUs, B TOM YHCJIe TI0 KaJpaM M BOCIIUTAaHHHUKaM, oOpa3oBaBLIuxcs B aesrenbHoctu [JOVY,
B COOTBETCTBUH C YTBEPKICHHBIM TPaPUKOM.
4.2. ObecrieunBaeT COXPAaHHOCTh M BEIET YYeT NOKYMEHTOB M (DOHIOB, HAXOMASIIMXCSA Ha
XpaHEHUH B apXUBE JIOIIKOJIHHOI'O 00pa30BaTEILHOTO YUPEKICHUS.
4.3. TlpencraBnsieT B TOCYJapCTBEHHBIM (MYyHUIIMNANbHBINA) apXuUB y4YeTHbIE CBEIEHUS 00
o0beMe M COCTaBE XpaHANIUXCS B apXWBE JETCKOro caja JIOKYMEHTOB ApxuBHOTO ¢oHAA
Poccuiickoit ®enepaniun W JAPYrUX apXWBHBIX JOKYMEHTOB B COOTBETCTBHU C TMOPSIKOM
rocyJapCTBEHHOTO y4yeTa JOKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit denepamnum.
4.4. CuctemMaTu3upyeT U pa3MellaeT JOKyMEHTHI, MOCTymnarle Ha xpanenue B apxuB [0V,
oOpa3oBaBIIrecs B XOJ€ OCYIIECTBICHUS NEATEILHOCTH YUPEKICHUSI.
4.5. Pa3pabaTpiBaeT rpadku MpeCcTaBICHHS OMKICENH Ha paCCMOTPEHHE IKCIIEPTHO-IIPOBEPOYHOM
KOMHUCCHU U Tiepeaauu AJoKyMeHToB ApxuBHoro (ouma Poccuiickoit deneparniyi Ha XpaHEHHE B
roCyAapCTBEHHBIN (MYHHUIIMTIANBHBIN) apXUB.
4.6. OcyIliecTBIsSeT MOATOTOBKY U IPEJICTABIISCT:

* Ha pAacCMOTPEHHE U CcOIJIacOBaHHWE OJKcmepTHo komuccuu JIOY ommcu gen




IIOCTOSIHHOT'O XpaHEeHMs, BpeMeHHBIX (cBbllie 10 jieT) CpOKOB XpaHEHUs, B TOM YHCIIE
0 KaJipaM ¥ BOCIIMTAHHUKAM, a TAKXKE aKThl O BBIJCIICHUH K YHUUYTOKEHUIO apXUBHBIX
JOKYMEHTOB, HE TMOJJICKAIINX XPAHCHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKTHl O
HEHCIIPAaBUMBIX MMOBPEKACHHUIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKJEHUE HKCIECPTHO-NPOBEPOYHON KOMHUCCHUHU YIOJIHOMOYEHHOTO OpraHa
HCIIOJHUTEIBHOM BIIacTH cyObekTa Poccuiickoii denepanun B chepe apXUBHOIO Jeiia
(manee - DIIK apXuBHOTO YUpEKICHHS) OMKUCH JIE] OCTOSIHHOTO XpaHEHUS;

* mHa corinacopanue JOIIK apxuBHOrOo yupexacHus cyonrekta Poccuiickont deneparnun
(MyHUIIMTIAIBHOTO ~ apXWBa), B Cly4yae HaJCJCHUS €ro COOTBETCTBYIOIIUMU
MOJTHOMOYHSIMU, OTIMCH JIeJ TI0 JIMYHOMY COCTaBYy;

* nHa cornacoBanne OIIK apxuBHoro yupexnenusi cyobekra Poccuiickoit Denepanuu
(MyHUIIMTIAIBHOTO ~ apXWiBa), B CJy4yae HaJCJCHUS €ro COOTBETCTBYIOUIUMH
MTOJTHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABUMBIX ITOBPEKICHHM SIX
ApPXUBHBIX JIOKYMEHTOB;

* Ha yrBepxkjaeHue 3apenywoomiemy JIOY omucu Aen MOCTOSHHOTO XpaHEHWS, OIHCH
BpeMeHHBIX (cBbImIe 10 JI€T) CPOKOB XpaHEHUsS, B TOM YHCIJIE OMKCH Jed MO KaapaMm U
BOCITUTAHHUKAM, aKThl O BBIJCIICHUM K YHUYTOXKCHHUIO ApXWUBHBIX JOKYMEHTOB, HE
MOJJISKAIMX XPAHEHHUIO, aKTBl 00 yTpare JIOKYMEHTOB, aKThl O HEHCIIPaBUMBIX
MTOBPEKJICHUSX apXUBHBIX JOKYMEHTOB, yTBepXkJcHHBIC (corimacoBanubie) DIIK wmm
roCydapCTBEHHBIM apXWBoM cyOBbekTa Poccuiickoir depepanum (MyHUIIHIAILHBIM
apXWBOM) B CTydae HAJCJICHHUS €r0 COOTBETCTBYIOIINMH MTOJTHOMOYUSIMH.

4.7. OpranusyeT Tmepenadyy ITOKyYMEeHTOB ApxuBHoOro (onma Poccuiickoit ®enepanuu Ha
MTOCTOSITHHOE XPaHECHHE B TOCYIaPCTBEHHBIN (MYHHUIIATIATLHBIN) apXHB.

4..8. Opranu3yer ¥ IPOBOJIUT SKCICPTU3Y IIEHHOCTH JTOKYMEHTOB BpeMeHHBIX (cBhIme 10 mier)
CPOKOB XpaHEHHsI, HaXOAIIMXCsl Ha XpaHeHuu B apxuBe 1OV B memsx ordbopa TOKYMEHTOB IS
BKJIIOUEHUsSI B cocTtaB ApxuBHOTO ¢oHAa Poccuiickoit demepanuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE TIO/JICKAITUX JaTbHEHUIIIEMY XpaHEHHUIO.

4.9. YaactByeT B pab0Te SKCIEPTHON KOMHUCCHH JOIIKOJILHOTO 00Pa30BaTEIIbHOTO YUPEIKICHHS.
4.10. ITpoBOAUT MEPOMPUATHS TIO OOECIICUCHHIO COXPAHHOCTH JOKYMEHTOB, HAXOMAIIMXCS Ha
xpaHeHuu B apxuse J1OVY.

4.11. Opranuszyer uH(pOpMHUpOBaHHE aAMUHHUCTpanuu U padotHukoB JIOY o cocraBe u
COJIEp)KaHUH JOKYMEHTOB apXuBa yUPEIKICHHUS.

4.12. UudopmMupyeT Moap30BaTeIe 10 BOIPOCaM MECTOHAXOXKICHUS apXUBHBIX JOKYMEHTOB.
4.13. OpraHu3yeT BbIJa4y JOKYMEHTOB M J€JI I paOOThl B YUTAIHHOM 3aJI€ MJIM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VcnonHseT 3ampochl MOJIB30BATENCH, BbIIAET APXUBHBIE KOMHH JOKYMEHTOB, apXHWBHBIE
BBIITMUCKHU M apXUBHBIE CIIPABKH.

4.15. Beaet yuet UCMoJIb30BaHUS JOKyMeHTOB apxuBa JIOVY.

4.16. Co3naet (hoH]I 1TOTB30BaHUS apXUBa JETCKOTO cajia U OPraHU3yeT ero MCIOoJIb30BaHHE.
4.17. Ocy1iecTBiseT BeIeHUE CIIPAaBOYHO-TIOMCKOBBIX CPEACTB K JOKyMeHTaM apxuBa JJOVY.
4.18. Co3pgaer, MOMONHIET U COBEPIICHCTBYET HAay4yHO-CIIPABOUHBIN amnmapaT K XpaHAIUMCS B
apxuBe JeJaM U IOKyMEHTaM.

4.19. VYuactByeT B pa3paboTKe AOKYMEHTOB YUPEKIEHHUS IO BOMpOCaM apXHBHOTO Jeia U
JEIONPOU3BOJICTBA.

4.20. Oxa3bIBaeT METOINYECKYIO TOMOIIb:

* cnyxk0e genonpousBojactBa JJOY B cocTaBieHUHM HOMEHKIATYPHI A€, GOpMHUPOBAHUU
1 0(hOpMIIEHUH JIeJ1, KOHTPOJIHUPYET MPABMIBHOCTh (POPMUPOBAHUS U 0OPMIICHHUS JIeT B
JIEJIOTIPOU3BO/ICTBE;

* CTPYKTYpPHBIM mojapazfeneHusiM u padotHukam JJOY B HOATOTOBKE ITOKYMEHTOB K
nepeaayue B apXuB JETCKOTO caja.

4.21. YyacTByeT B MPOBEACHUN MEPOIPHUATHI 1O MOBBIIIEHUIO KBaTU(UKAIIMKA PAaOOTHIUKOB apXHBa
U CITY>KOBI IEIIOMTPOU3BOJICTBA JOITKOJIBHOTO 00pa30BaTeIbHOTO YUPEIKICHHUS.




5. IlpaBa apxuBa

JLJis BRINOJTHEHUS BO3JIOKCHHBIX 33/1a4 U (QYHKITUH JIWIIO0, OTBETCTBEHHOE 33 apXHUB, HMEET MIPABO:
5.1. IlpencraBnsATh  3aBEAYIONIEMY  JIOMIKOJBHBIM  OOpa30BAaTENbHBIM  YUPEKICHHEM
MPEJUIOKEHHS] 10 COBEPIICHCTBOBAHUIO OPraHU3allMd XPAHEHUS, KOMIUICKTOBAHMS, y4eTa U
HCII0JIb30BaHMS apXUBHBIX JOKYMEHTOB B apxuse JOVY.

5.2. KoHTponupoBaTh BBHITIOJHEHHE YCTAHOBJICHHBIX TIPaBWJI pabOThI C JOKYMEHTaAaMHU B
CTPYKTYPHBIX TIOAPA3ACICHUSIX YUPEKIACHHUS.

5.3. 3ampamuBath OT CTPYKTYPHBIX TOIpa3aeiacHuil u pabotHukoB JIOY cBeneHus, HEOOXO0UMBIE
it pabOTHI apXUBa, C YIETOM OOCCIICUEHUS BBIMIOJTHCHHS BCEX BO3JIO)KCHHBIX Ha apXWB 3a/1a4 H
GbyHKIUH.

5.4. JlaBaTh pa3bsACHEHHUS M PEKOMEHJAIMHM TI0 BOMPOCAM, BXOJSAIIUM B KOMIIETEHIIMIO apXuUBa
JIOLLIKOJIBHOTO 00pa30BaTeIbHOTO YUPEXKICHUS.

5.5. UudopmupoBaTh CTPYKTYpPHBIE MOIpa3ICICHUs] AETCKOTO caja 0 HEOOXOAUMOCTH Tepeiadu
JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM rpaduKoM.

5.6. TlpuHuMmaTh ydacTHe B 3aceJaHUSX OHKCIEPTHOW KOMUCCHH YUPEXKJEHHUS, a TaKkKe B
AKCMEPTHO-TIPOBEPOYHON KOMHCCHUU YIOJTHOMOYEHHOTO OpraHa WCIOJIHUTEIBHON BIIACTH
cyonsekra Poccuiickoit denepannu B chepe apXuBHOTO Jerna.

6. OTBeTCTBEHHOCTD 32 (PYHKIMOHHPOBAHKE APXUBA
6.1. HaznaueHHOe mpHuKa3oM 3aBeaytomiero JJOVY o, OTBEeTCTBEHHOE 3a BEJCHUE apXHUBa, HECET
MEePCOHANTBHYIO OTBETCTBEHHOCTH 34!

* BBINIOJIHEHHWE BO3JIOKCHHBIX Ha apxuB 3aga4y W (QYHKIUHA B COOTBETCTBHUH C
JEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccutickoit denepanuu;

* OpraHu3aluio paboThl apXuBa, CBOEBPEMEHHOE U KBAIM(UIHMPOBAHHOE BBHINOJIHEHHE
MPUKA30B, PACHOPSHKEHUN, MOPYYEHH BBIIIECTOSANIETO PYKOBOACTBA, JEHCTBYIOUIUX
HOPMAaTUBHO-TPABOBBIX aKTOB 110 CBOEMY MPOUITIO e TEIbHOCTH;

* pamuoHambHOe W A(P(EKTUBHOE WCIOJIB30BAHNE MATEPUATBHBIX, (PUHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

*  COCTOSIHME TPYJOBOM M UCHOJHHUTENbCKON JUCIMILIUHBI B apXUBE, BBHIIIOJHEHUE CBOMX
(hYHKIIMOHATLHBIX 00s13aHHOCTEH;

* cOONOJIeHUEe TPaBHJI BHYTPEHHETO pacmnopsiiKa, CaAaHUTApHO-NPOTHBOAIHAEMUYECKOTO
peXuMa, MPOTUBOTIOKAPHOI 0€30MaCHOCTH U TEXHUKHU 0€30MaCHOCTH;

* BelleHUE JOKYMEHTAlUH, NMPEAYCMOTPEHHOW NEHCTBYIOIMMU HOPMATHUBHO-TPABOBBIMU
JOKyMEHTaMU;

* MpeAOCTaBJICHHE B YCTAHOBIEHHOM TOPSAKE TOCTOBEPHOM CTAaTUCTUYECKOW M WHOU
nH(MOpPMALIUU O ESTEIILHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pab0OTe B YCIIOBUAX UPE3BbIYAWHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 32 BEACHUE JEIONPOU3BOACTBA, MOJTOTOBKY U MPEACTABICHUE JOKYMEHTOB
Ha XpaHEeHHEe B apXUB, Ha3HauyaroTcs 3aBenyromuM J[OY.

7. KomniekToBaHue apxuBa

7.1. IloaroToBKa JOKyMEHTOB K Iiepeiade B apXUB JOMIKOJIBHOTO 00pa30BaTENbHOIO YUPEKACHUS
BKJIFOYAET SKCIEPTU3y HAyYHOH M NPAaKTUYECKOM LEHHOCTH JOKYMEHTOB, odopmieHue Jel,
COCTAaBJICHUE OIUCH.

7.2. DKcnepTr3a IEHHOCTH JOKYMEHTOB!

* DJKCIIEpTH3a LEHHOCTU JOKYMEHTOB — OIPEACIEHUE IIEHHOCTH TOKYMEHTOB C IIEJIBIO
oTOOpa MX Ha XpaHEHHWE M YCTAHOBJIEHHE CPOKOB XpaHEHHs. DKCIEPTHU3y LEHHOCTH
nokyMeHTOB B JIOY ocyiiecTBiseT NOCTOSTHHO AEUCTBYIONIAs SKCIIEPTHAsT KOMUCCHS;

* DOKCIIEpTHas KOMHCCHs Ha3zHadaeTcs npukasoM 3asenywoomero JIOY. B cocras
OKCIEPTHOM KOMHCCHUHU BKIIIOYAIOT HE MEHEE TPEX COTPYJHUKOB, B TOM YHCIE B
00s13aTeIbHOM TIOPSAJIKE JIMIIO, OTBETCTBEHHOE 3a BEJICHHE apXuBa JETCKOrO Caja.




CekpeTapeM 3KcIIepTHOW KOMHCCUU HazHavaroT cekperapst J1OY. DkcnepTHas KoMuccus
Ha 3aceJaHMsIX pPAcCMaTpPUBAET: HOMEHKIATypy Jell JETCKOTO CaJa, OIMCH Jiel
MOCTOSIHHOI'O XPAaHCHUSA U IO JIMYHOMY COCTaBY, aKThbl HAa HOKYMCHTHLI, BBIACIACMBIC K
YHUUYTOKEHHUIO.

7.3. Odopmienue aei:

*  Odena NOCMOAHHO20 XpaHeHus TIOIIINBAIOTCS B TBEPIYIO OOJOKKY MPOYHBIMH HUTKAMHU.
JIucTel HyMepyHOTCS B IIPaBOM BEPXHEM YIJy IIPOCTBIM KapaHjamoM. KomudecTtBo
JUCTOB B KaXJIOM JIeJIe HE JI0JDKHO mpeBbimath 250. B koHIIEe Aena Ha OTIEIbHOM JIUCTE
COCTaBJISIETCS 3aBEPUTEIIbHAS HA/IINCh;

* Ha OOJOXKE JeNl MOCTOSHHOTO XPAaHEHHWS OJDKHBI OBITh ITPOCTABJICHBI CIIEAYIOIIUE
PEKBU3UTLIL: ITOJITHOC HAMMCHOBAHUC BbIHICCTO?IHICfI opranu3anvii, HAaMMCHOBAHUC I[OY,
HOMeEp (MHJEKC) Jena MO HOMEHKJAType, 3arojoBOK Jeja, KOJIMYECTBO JINCTOB, CPOK
XpaHEHUs WIK OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (OH/Ia, OTIHCH, JeTa;

* 1O OKOHYaHWM JEJIONPOU3BOACTBEHHOTO Troja B O(OpMIICHHBIE OOJIOKKU JIe
IMOCTOSIHHOI'O XPAaHCHUSA BHOCATCA H€06XOI[I/IMI>I€ YTOUYHCHUA: B 3arojIOBKu JO€J,
COJIEp)KalUX PACIOPAIUTENbHbIE JIOKYMEHTHl (IpPHKa3bl, MPOTOKOJBI), BHOCATCS
HOMEpa; €clii JEJO0 C MEPENUCKONl COCTOUT M3 HECKOJIbKHX TOMOB, B Ka)XJ0M TOME
YKa3bIBa€TCsl KOPPECIOHJEHT, aBTOp, TEPPUTOPHsS, Npyrue AaHHble. B KaxaoM Tome
yKa3bIBaeTcs jJara (Y4ucio, Mecsl, roj) Hadaja U OKOHYAaHUS JAHHOTO ToMma. TOdHbIe
JAaTbl IPOCTABJIAIOTCA  Ha 00JI0)KKaxX JJIL 6LICTpOFO IOHUCKa OOKYMCHTOB B
MOCJIEYIOLIEM; U3 3aBEPUTENIbHON HaAMMCH Ha OOJIOXKKY JieJa BBIHOCUTCS KOJIMYECTBO
JIUCTOB B JIEJIE;

* HAANUCH Ha OOJIOKKAaX JeJl MOCTOSHHOTO U JIOJTOBPEMEHHOTO XpaHEeHHs CleayeT
MIPOU3BOAUTH YETKO, CBETOCTOMKUMU YEPHUIIAMU;

* Ui ydeTa KOJIMYECTBA JIUCTOB B JieJie U (PUKCALMM OCOOEHHOCTEH MX HyMmepaluu Ha
OTJEJILHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHAs HA/IIHCh;

* B 3aBEpPUTEIBHON HAANNCHU YKa3bIBAETCS KOJMYECTBO JIMCTOB (LU(ppPaMU U IPOMHCHIO) B
nene. 3aBepuTeNbHAs HAANKMCh IOANHUCHIBACTCA COCTABUTENEM C YKa3aHUEM €ro
JOJDKHOCTH M JaThl COCTABIICHHUS;

*  BHYTPEHHSA OIUCh COCTABIIAETCS K JieJIaM IOCTOSHHOTO U JOJITrOBpeMeHHOro (cBbime 10
JIeT) CpOoKa XpaHEHUs, CPOPMUPOBAHHBIM 110 PA3HOBUAHOCTAM JOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX HE€ PpAacKpbIBAIOT KOHKPETHOE COJAEp)KaHHE JOKYMEHTOB (0CO00 IIEHHBIE,
JMYHBIE JieT1a U Ap.).

7.4. Onyucanue I0OKYMEHTOB IOCTOSIHHOTO CPOKA XPaHEHUS !

* ONHMCH COCTaBISIOTCS pa3felbHO Ha Jiejla HOCTOSHHOTO XpaHEHWs 10 OCHOBHOM
NeATeIbHOCTH U Ha JieJia 110 JITYHOMY COCTaBY;

*  ONMCHU COCTaBIIAIOTCSA AETIONPOU3BOIUTEIIEM;

*  ONKCH BEJETCS B €IMHON BAJIOBOW HyMepalM B TEUEHUE HECKOJIbKUX JIET;

* HAa Jena ¢ MCTEKUIMM CPOKOM XPAaHEHUs COCTABJISIETCS aKT 00 YHUUTOXKEHUHU;

*  I10 OKOHYaHUH JEJIO0NPOU3BOACTBEHHOTO roaa B JIOY npou3BoauTCst 0TOOP TOKYMEHTOB
IIOCTOSIHHOTO CPOKa XpaHEHUs Ul BKJIOUEHHs UX B onUch. OMHUCh COCTOUT U3 TOJOBBIX
paszenoB, BHYTPU oA Jeja pAacHoararTcs I0 CTENEHH 3HAYUMOCTH C Y4ETOM
HOMHHAIIBHOTO TMPHHIHMIA (B COOTBETCTBHU C HOMEHKJIATYPOH YUPESIKACHHUS);

* OIKCU COCTABJISIFOTCS PA3lEIbHO HA Jejla IOCTOSHHOIO XpaHEHHs II0 OCHOBHOMU
JESITEIbHOCTH U Ha JIeJIa 110 JUYHOMY COCTaBy,

*  OIIMCHU COCTaBIISAIOTCS CEKPETAPEM.

7.5. /lena epemennozo xpanenus o(OpMISIOTCS YIPOILEHHO: OHU HE MOALINBAIOTCS, JUCTHl B HUX
HE HYMEpYyIoTCs, YTOUHEHHE Ha O0JIO’KKaxX He MPOU3BOAMTCS, OMUCH Ha JieJla He COCTaBIIAIOTCS,
yUET BEAETCS 110 HOMEHKJIATYpE JIe.

8. YciioBUS XpaHeHUsI JOKYMEHTOB B apXHBe
8.1. JlokyMeHTHI apxuWBa XpaHATCS B apPXUBOXPAHWIHIIE JOUIKOJBHOTO 00pa3oBaTeNbHOTO



YUPEKICHUS.
8.2. He nomyckaetcs pa3MelieHre apXuBa B MOBATBHBIX U YePAAUHBIX TIOMEIIEHUSIX JIETCKOTO Cajia.
8.3. ApXMBOXpaHMJIUILE JOJDKHO OBITh yJAJIEHO OT JIAOOPAaTOPHBIX, MPOU3BOIACTBEHHBIX, OBITOBBIX
MTOMEIICHUH U HE UMETh OOIUX C HUMH BEHTHJISIIMOHHBIX KaHAIOB. APXUBOXPAHIIUIIE OTICIISICTCS
OT COCEJHMX MOMEUIEHUN HECTOPAEMBbIMH CTE€HAMH U MEPEKPHITUAMU C IpeliejaMu OTrHECTOMKOCTH
HE MEHee JBYX 4acoB. B apxuBoXpaHMIUILE HE JIOMYCKAaeTCs MPOKJIaaKa TpyO BOJOCHAOKEHHS U
KaHAJIU3AI[M1, TEXHOJOTUYECKUE UITH OBITOBBIE BHIBOJIBI BOJIBI.
8.4. ApXUBOXpaHWIHIIE JIOJDKHO HWMETh €CTeCTBEHHYIO WM WCKYCCTBEHHYIO BCHTHIISIHUIO,
00eCTIeYNBAIOIYIO PEIUPKYIISAIHNIO BO3/IyXa, CTAOMIBHOCTD TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA.
8.5. Bce mocrynaromue B apxuB JIOY IOKyMEHTH pa3MEMIAlOTCS B apXWBOXPAHWIIHMIIAX Ha
CTAIIMOHAPHBIX H/WIIM TIEPEIBMKHBIX METAJUTMUSCKUAX CTEIUIaXKaX, B METALIMYCCKUX IIKadax WU
KOHTEHWHEpaX.
8.6. Cremnaxu DODKHBI OBITh YCTAHOBIICHBI MEPIIEHANKYIISIPHO CTEHAM C OKOHHBIMH IPOEMaMHu, a B
MOMENIEHUH 03 OKOH - C y4eTOM OCOOEHHOCTEeH momermieHus U oOopyaoBaHusi. He nmomyckaercs
pa3MelieHne cTeuIaXel BINIOTHYIO K HapY)KHBIM CTEHaM 3/1aHUS U K UCTOYHUKAM TeIlIa.
8.7. PaccraHoBka cremnakedi W IKa(oOB OCYIIECTBISETCS B COOTBETCTBHH CO CIEAYIOMIMMHU
TpeOOBaHUAMH:
*  paccTOsiHHE MEeXy psAaaMH cTesuiaxel (r1aBHbIN npoxoxa) — He MeHee 120 cM;
* paccrosiHHe (ITPOXO) MEXKIY CTEUIaKaMHi — HE MEeHee 75 cM;
* paccTOsiHHE MEXIYy HapyXHOM CTEHOH 3/1aHusl M CTeUIaKaMH, NapajulebHbIMU CT€HE — He
MeHee 75 cM;
* paccTOosiHHE MEXJy CTEHOM M TOpLOM cTesuiaxa WiH mkada (00xoa) — He MeHee 45 cM;
* paccTOsiHHE MEX]y IO0JIOM W HIDKHEW MOJKoil crenmnaxa (mikada) — He MeHee 15 cm, B
IIOKOJBHBIX dTaxkax — He MeHee 30 cMm.
8.8. I[IpoTHBOMOXapHBI PpPEKUM B apPXMBOXPAHWIHWINAX, Tae pasmemaercs apxuB JIOVY,
YCTaHABJIMBAETCS B COOTBETCTBUU ¢ [IpaBuiiaMmm mnpoTtuBOomOXKapHOro pexuma B Poccuiickoin
®enepanun ot 16 centsadps 2020 roma Nel479.
8.9. ApxuBHbBIE JOKYMEHTHI CJI€yeT XpaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JICUCTBUS CBETa 00ECIIEYMBACTCS XPAHCHUEM JOKYMEHTOB B KOPOOKax,
Mamnkax M rneperierax, B mkadax Wiy Ha cTejulaxax 3aKpbhITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHHUS B KHUTOXPAHUJIUINAX JTOJDKEH COCTaBIATh He MeHee 100
JIIOKC.
8.12. B apxuBoxpaHWIHIIE Ul XpaHEHHs JOKYMEHTOB YCTaHABIMBAIOTCS CICAYIOIINE HapaMeTpbl
TEMIIEPaTYPHO-BIAKHOCTHOTO PEKUMA!
* I XpaHEHHsI IOKYMEHTOB Ha OymMa)kHOM HocHTelie — Temmeparypa 17-19°C, oTHocuTenbHas
BJIAXKHOCTH Bo3ayxa — 50-55%.
8.13. Tlomemenuss apxuBa JOLIKOJIBHOTO 00pPa30BaTENbHOIO YUPEKACHUS JTOJDKHBI COJACPIKATHCS B
YHCTOTE, B YCIOBHUSAX, UCKITIOYAIOIINX BO3MOYKHOCTh TOSIBJICHUS TJIECEHU, HACEKOMBIX, TBLIH.

9. 3ak/II09YHTeIbHbIE TOJ0KEHHU S

9.1. Hacrosmee IlonoxkeHne 00 apxuBe SBISETCS JIOKAJIbHBIM HOPMATHBHBIM  aKTOM,
npuHuMaetcs Ha OO1iemM coOpaHun pabOTHUKOB JTOMIKOJIBLHOTO 00pa30BaTeIbHOTO YUPESKICHUS U
yTBepxkaaercs (Jinbo BBOIUTCS B jAeiicTBHe) 3aBenytonum J[OY.

9.2. Bce u3MeHeHHs M JOTOJHEHHS, BHOCMMbIE B Hacrtosiee [lonoxenue, odopMisioTcs B
MUCbMEHHOW (QopMe B COOTBETCTBHM JICHCTBYIOIIMM 3aKOHOAATEILCTBOM Poccuiickoit
denepanuu.

9.3. Tlonoxenue o6 apxuBe JIOY mnpuHMMaeTcss Ha HeompeneleHHbI cpok. M3MeHeHus u
nononHeHus K [lonmokeHHI0 MpPUHUMAKOTCA B TOpsIKe, MpeaycMoTpeHHoM 1.9.1. HacTosiero
IlonoxxeHnus.

9.4. Tlocne npunsarus llonmoxxeHuss (WA W3MEHEHUH U JOMOJHEHUN OTAENBHBIX MYHKTOB H
pa3aenoB) B HOBOM peqaKkIliy MPeIbIIyIas peJakiiisg aBTOMaTHUECKH yTPAunBaeT CUITY.
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