Myuuuunajabioe 6oaxeTHoe YTBEPXJIAIO

AOMKOAbHOE 00pa30oBaTE/IbHOE 3ase Mmmﬁ
I‘in{pemueune g =IO R
IETCKHI CAJl «IACTOYKH» gz M.AMauesa
C. TAJIAWTHI Lol Lk

HOXAMR-IOPTOBCKOI'O
MYHHIMIIAJIBHOTO PAHOHA»

MOJIOXEHHUE
16 DA 222 2 Ne 44

06 apxuse MBJIOY «Jlerckuii can
«Jlacroukm» c.l'anai T

c. 'anaiTsl

1. O0mue MoJI0KEHHHA

1.1. Hacrosmee Ilonoxenue 00 apxuBe JIOY pa3paboTaH0 Ha OCHOBAHHH
[IpuMEpHOro  MOJIOXCHHUA 06 apxuBe OpraHM3alMH, YTBEPKICHHOIO IPUKa3oM
deiepalbHOr0 apXHBHOIO arcHTCTBa Ne 42 ot 11 anpens 2018 roxa ¢ H3MEHEHHAMH Ha 9
mag 2021 Mas, B cooTBeTCTBHH ¢ DeaepalbHbIM 3aKOHOM Ne 273-®3 ot 29.12.2012 roaa
«06 o6pasosanuu B PoccuiickoH denepauun» B peAAKLMH OT 29 nexabps 2022 roaa,
[IpukazoM MUHKYJIBTYPBI Poccun ot 31.03.2015 Ne 526 "O6 yTBepXKACHHH Mpasiil
opraHu3alMy XpaHEHHH, KOMIUICKTOBAHMS, ydYeTa H HCIONB30BaHUA JOKYMEHTOB
ApxuBHoro ¢ponna Poccuiickoii deaepay U ApyruX apXHBHBIX JIOKYMEHTOB B OpraHax
rocy1apCTBEHHO# BJIaCTH, OpraHax MECTHOI0 caMOyIpaBJICHHA H opraHu3aluax", ¥ CTaBoM
JOLIKOJILHOr0 00pa30BaTeIbHOro yUpeXAECHHS.

1.2. Naunoe IlonoxeHne 06 apxuse JIOY ompeneser cocTas JIOKyMEHTOB apXHBa
JIETCKOTO Cajla M YCIIOBHS MX XpaHEHHA, yCTaHABJIMBAET 3a/1a4H, HA3HAUCHHE H GYHKUHH
apxuBa, perjaMeHTHPYCT JeATENBHOCTb JIMIL, OTBETCTBEHHBIX 32 BEACHHE apxuBa B

JIOLIKOJILHOM 00pa3oBare/ibHOM yupexaAeHHH.
1.3. B cBOCH J1€ATEILHOCTH apXHB pykoBozcTByeTCsl Pe/IepabHbIM 3aKOHOM Ne 125-

@3 or 22.10.2004 roga «O6 apXHBHOM JICJIC B Poccuiickoii denepatn» ¢ H3MEHCHUAMH
ua 11 mions 2021 ropa, HOpMaTHBHBIMH NpaBOBbIMH AKTAMH Poccuiickoit denepauuH,
cyOnekTa Poccuiickoii denepauuy B cepe apXxuBHOro Jcna H JIENIONPON3BOACTBA,
AJIbHBIMM HOPMATHBHBIMH aKTaMH JIOLIKOJILHOTO 006pa3oBaTeILHONO YUPEKACHH.

1.4. Joxymenrst JIOY, HMCIOLIHC HCTOPHYECKOE,  KYJIBTYPHOE, HAyHHOC,
COLUANLHOE, IKOHOMHYECKOE H TOJIMTHUCCKOC 3HAYEHHNE, COCTABJISIOT rOCyAapCTBCHHYIO
yacth ApxuBHoro (omnia Poccuiickoii deaepanuu, ABJIAIOTCA cOOCTBEHHOCTBIO
rocyjapcrsa M Mojiexkar MocTosHHOMY XPaHEHHI0 B TOCYAApCTBEHHBIX apXHBaX

JIOK




Poccuiickonn @enepanuu. o nepenayum Ha rocyJapCTBEHHOE XpPaHEHUE TaHHBIC
JIOKYMEHTHI BpEMEHHO XPAaHATCS B JOIIKOJIBHOM 00pPa30BaTEIbHOM YyUPEKICHUU.

1.5. B IOV nns xpanenus: 1okyMmeHTOB ApxuBHoro gonaa Poccutickoiit @enepannu
Y 3aKOHYEHHBIX JICJIOMPOU3BOJICTBOM JJOKYMEHTOB MTPAKTUYECKOTO Ha3HAYEHUSsI, MX 0TOOPa,
y4yeTa, UCTIO0Ib30BaHUs U OATOTOBKH K IIEpeiaue Ha rOCYJapCTBEHHOE XPaHEHUE CO3/1aeTCs
apXuB.

1.6. ApxuB co3naercs Kak caMOCTOSITENIBHOE MTOAPA3AEIEHUE, BO3TIIABIIIEMOE JIULIOM,
OTBETCTBEHHBIM 3a BEJCHUE apXuBa COIJIACHO TNPHUKA3y 3aBEAYIONIEro JAOMIKOJbHBIM
00pa3oBaTEILHBIM YUPEKICHUEM.

1.7. YupexneHue AOMIKOIBHOTO 00pa3oBaHUsl 00eCriedYMBaeT apXuB HEOOXOIUMbBIM
noMeIeHneM, 000pyJ0BaHUEM U KaJpaMHu.

1.8. loumkonbHOE 00pa3oBaTeabHOE YUpEkKIeHUE 00ecTeunBaeT COXPaHHOCTb, YUET,
oTOOp, YMOPSIOYCHUE W HCMOJb30BaHUE JTOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
Oenepanuu, 00pa3yrolUXcs B €ro jaedarenbHocTH. (OOecrneurBaeT CBOEBPEMEHHYIO
nepeaavy dTUX JOKYMEHTOB Ha rOCY/IapCTBEHHOE XpaHCHHUE.

1.9. Bce paboTbl, CBSI3aHHBIE C TOJTOTOBKOW, TPaHCHIOPTUPOBKON W mepeaadeit
ApPXUBHBIX JOKYMEHTOB, IPOU3BOASATCS CHJIAMH U 3a CUET JIETCKOTO caja.

1.10. 3a yrpaty u nopuy nokyMeHTOoB ApxuBHoro (onma Poccuiickoii denepanun
noikHocTHele Jina JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C JICHCTBYIOLIUM
3aKOHO/ATEIbCTBOM.

1.11. ApxuB pgeTckoro cama paboTaeT COIVIACHO IUIaHy, YTBEPKIaeMOMY
3aBEAYIOIIMM JOIIKOJIBbHBIM 00pa30BaTEIbHBIM YUPEKIEHUEM U OTYUTHIBACTCA MEepe]] HUM
B CBOEH paborTe.

1.12. KoHTpoab nesTeNbHOCTH apXuBa ocyllecTBseT 3aBeayronuid JIOY, a B ero
OTCYTCTBUU — UCTIOHSIONINN 00SI3aHHOCTH 3aBEYIOIIETO.

2. CocTaB 1OKYMEHTOB apXHBa AeTCKOIr0 cajaa

2.1. B apxuB JIOY nocrymnator:

3aKOHYEHHBIE  JICJIONPOU3BOJICTBOM  YUPEKIEHUS JIOKYMEHTBHI IOCTOSIHHOTO
XpaHeHus, o0pa3oBaBLIMECS B AEATEIbHOCTU CTPYKTYPHBIX MOAPa3AeICHUN, JOKYMEHTHI
BpeMeHHoro (cBbime 10 71eT) cpoka XpaHEHUs, HEOOXOJUWMbIE B MPAKTUUYECKOU
NEeATEeNIbHOCTH, JOKYMEHTHI M0 KaJpaM U BOCIIUTAHHUKAM;

JOKYMEHTBI TOCTOSIHHOTO XpaHEHUss M MO0 JIMYHOMY COCTaBy OpraHU3alluii-
MPEAIIECTBEHHUKOB (ITPU UX HATUYHH);

nu4yHbIe GOHABI BEAYIIUX PAOOTHUKOB JETCKOTO caja (IpU UX HAJTUYUN);

CITy>K€OHbIE U BEIOMCTBEHHBIE U3/IaHMUS;

CIIPaBOYHO-TIOUCKOBBIE CPEJICTBA K JIOKYMEHTAM M Y4Y€THbIE JOKYMEHThl ApXUBa
JETCKOTr0 caja.



2.2. Cpoku XxpaHEHUs IJOKYMEHTOB B apXHUBE JOUIKOJIBHOTO 00pa3oBaTEIbHOIO
YUPEKICHHUSI  ONPEHEISAIOTCS  COIJIaCHO  CpOKaM, YKAa3aHHBIM B YTBEPKICHHOMN
HOMECHKJIAType ACIL

3. 3apaum apxusa J10Y

3.1. OcCHOBHBIMM 3aJJa4aMHU APXUBA SBIISIOTCS:

OopraHu3alus XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aenoM 2
Hacrosmero Ilonoxenus;

KOMIUIEKTOBAaHUE apXuWBa JIOKYMEHTaMH, OOpa30BaBIIMMHUCS B J€ATEIbHOCTU
YUPEXKICHUSI, OCYIIECTBISIONIET0 00PAa30BATENbHYIO 1€ATEIbHOCTD;

yuet, o0ecreueHne COXpaHHOCTH, CO3/JaHNE HAyUYHO-CITPAaBOYHOIO arapara;

UCIIOJIb30BaHKE IOKYMEHTOB, HAXOAIIMXCs Ha XpaHeHuu B apxuse JJOY;

NOJIFOTOBKA M CBOEBpPEMEHHas Iepenaya JIOKyMEHTOB ApXUBHOTO (oHa
Poccuiickoit denepaiy Ha TOCTOSSHHOE XPAHEHHE B TOCYIapCTBEHHBIN (MyHUITUTAIbHBIN)
apxuB;

METOJINYECKOE PYKOBOJICTBO U KOHTPOJIb 32 (OpMHUPOBAHUEM U OPOPMIICHUEM JIEIT B
TIEJIONIPOU3BOJICTBE IETCKOTO Ca/la U CBOEBPEMEHHOM Iepejaueil UX B apXUB JOLIKOJIBHOTO
00pa30BaTEIBHOIO YUPEKICHUS.

4. OyHKUMH apXUBa

B cooTBeTCTBHMU C BO3J0KEHHBIMHU 3a/lauaMH apXWB OCYLIECTBIISET CIEAYIOIIHE
byHKIHN:

4.1. Opranusyetr npueM JOKYMEHTOB IOCTOSHHOIO M BpeMeHHOro (cBbiiie 10 mer)
CPOKOB XpaHEHHs, B TOM 4YHCJIE MO KaJpaM M BOCIHUTAaHHUKAM, OOpPa30BaBIIMXCS B
nesitenbHOCTH JIOY, B COOTBETCTBUU C YTBEPKICHHBIM TPa(QUKOM.

4.2. O0ecrieunBaeT COXPaHHOCTH U BEET y4€T TOKYMEHTOB U ()OH/IOB, HAXOASIINXCS
Ha XpaHEHUHU B apXHBE JIOMIKOJIHHOTO 00pa30BaTEIHHOTO YUPEIKICHHUS.

4.3. IlpencraBnser B TrOCYAapCTBEHHbIM (MYHULUIAJIbHBIA) apXUB YYETHBIC
cBeZieHUsI 00 O0BEME M COCTaBe XPAHAIIUXCS B apXHWBE JETCKOrO caja JOKyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit ®eaepanuu © Jpyrux apxXuUBHBIX JOKYMEHTOB B
COOTBETCTBUM C TMOPSIAKOM TOCYAAapCTBEHHOTO Y4eTa JOKYMEHTOB ApXWUBHOTO (oHIa
Poccuiickoit @enepanum.

4.4. CuctemaTu3upyeT M pa3MeniaeT JOKYMEHTHI, MOCTYMAIINe Ha XpaHEHHUE B
apxuB JIOY, oOpa3oBaBiiuecs B X0/i¢ OCYIIECTBICHUS NEATEIbHOCTU YUPEIKICHHUS.

4.5. Pa3zpabatbiBaet rpauku MpeCTaBICHUs OMKUCEH Ha pacCCMOTPEHHE IKCIIEPTHO-
MPOBEPOYHOM KOMHUCCHM U Mepenadyd JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
®denepaluu Ha XpaHEHUE B FOCYIapCTBEHHBIN (MYHUIUIIATbHbBINA) apXUB.



4.6. OcymecTBISIET TOATOTOBKY U MPEICTABIISIET:

Ha pPAacCMOTPEHME M corjacoBaHue oskcnepTtHol komuccun JIOY ommcu pen
MOCTOSIHHOTO XpaHEHHUs, BpeMEHHBIX (CBbimIe 10 JIeT) CPOKOB XpaHEHUs, B TOM YHUCJE IO
KaJpaM ¥ BOCIHUTAaHHUKAM, a TAaKXE€ aKThl O BBIJICICHUM K YHUUTOXXEHUIO APXUBHBIX
JOKYMEHTOB, HE TOJICKAIUX XPAaHEHUI0, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O
HEUCTIPABUMBIX IMOBPEKICHUIX ApXUBHBIX TJOKYMEHTOB;

Ha YTBEPXKIEHUE JKCIEPTHO-TIPOBEPOUYHOM KOMUCCHHM YMOJHOMOYEHHOI'O OpraHa
WCIIOTHUTENRLHON BiacTu cyObekTa Poccuiickoit ®denepanun B cepe apXuBHOTO jena
(manee - DIIK apXuBHOTO yupekJAeHUS) ONUCU JIeTT TTIOCTOSIHHOTO XpaHEHUS;

Ha corjacoBanue DIIK apxuBHOro yupexaenus cyobekra Poccuiickoit denepamu
(MYHUITUTIAJILHOTO apXKBa), B CIIydae HaJICJICHUs €T0 COOTBETCTBYIOIIMMU MTOJITHOMOYHSIMH,
OTHCH JIeN 0 JTUYHOMY COCTaBY;

Ha corjacoBanue DIIK apxuBHOro yupexiaenus cyorekra Poccuiickoit denepanuu
(MYHUITUTIAJILHOTO apXHBa), B CIIydae HaJICJICHHUs €70 COOTBETCTBYIOIIMMU TTOJITHOMOYHSIMH,
akThl 00 yTpaTre JOKYMEHTOB, aKThl O HEUCIPABUMBIX TOBPESKIACHUSAX apPXUBHBIX
JIOKYMEHTOB;

Ha yTBepkaeHue 3apeayromiemy JIOY omucu aen MOCTOSHHOTO XpaHEHUS, OMUCH
BpeMeHHBIX (cBbIe 10 JieT) CPOKOB XpaHEHHUs, B TOM YHCIIE OMHUCHU JIeJ MO KaapaM U
BOCIIUTAHHUKAM, AaKThl O BBIACJICHUUM K YHHUYTOXEHUIO ApPXUBHBIX JIOKYMEHTOB, HE
NOJJISKAIIUX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPABUMBIX
MOBPEXKIEHUSX ApPXUBHBIX JOKYMEHTOB, YTBEpKIeHHble (coryacoBanHbie) OIIK wumm
rOCy/IapCTBEHHBIM apxXuBOM cyObekTa Poccuiickoit ®enepanmu (MYHUIIHUIIATbHBIM
apXrWBOM) B CJIy4Yae HaJI€JICHUS €r0 COOTBETCTBYIOIIMMU MTOJIHOMOYHUSMH.

4.7. Opranusyert nepenavdy J0KyMeHTOB ApxuBHoro (ouaa Poccuiickoit denepanmu
Ha MTOCTOSIHHOE XPaHEHHE B TOCYJAPCTBEHHBIN (MyHUIIMNIAIbHBIN) apXUB.

4.8. OpranuszyeT W MNPOBOAUT SKCHEPTU3Y LIEHHOCTH JTOKYMEHTOB BpPEMEHHBIX
(cBpiie 10 51eT) cpokOB XpaHEHUSs, HAXOASAIIMXCS HAa XpaHeHuu B apxuse OV B mensx
oTOOpa JOKYMEHTOB JIJisl BKIIFOUeHUs B coctaB ApxuBHoro ¢onaa Poccuiickoit deneparum,
a TAK)K€ BBISIBICHUS JOKYMEHTOB, HE MOJJICKAIUX JAIbHEHIIEMY XpPaHEHUIO.

4.9. YyacTtByeT B paboTe SKCHEPTHON KOMUCCHH JIOIIKOJIBHOTO 00Pa30oBaTEIHHOTO
YUPEKICHHUS.

4.10. IIpoBoauT MeEpOMNpPHUITHS 10 OOECHEYECHUI0 COXPAHHOCTH JOKYMEHTOB,
HaxXoAIINUXCS HA XpaHeHuu B apxuse [[OV.

4.11. Opranuzyet nHdpopMupoBaHrue aAMUHUCTpaluu U padboTHUKOB JJOY 0 cocTase
U COAEPKAHUU JOKYMEHTOB apX1Ba YUPEKICHHUS.

4.12. UudbopMupyeT MoJab30BaTENCH MO BOMPOCAM MECTOHAXOXICHHS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranu3zyer BblJjauy JOKYMEHTOB U e 1Ji1 pa00Thl B YUUTATILHOM 3aJi€ WIH BO
BPEMEHHOE MOJIb30BaHUE.



4.14. UcnonHseT 3ampocChl MOJb30BATEIEH, BBIIAET APXUBHBIE KOIIUU JTOKYMEHTOB,
aApXUBHBIE BBIIUCKU U APXUBHBIE CITPABKH.

4.15. Bener yuet ucnolib30BaHusa 10KyMeHTOB apxuBa J[OVY.

4.16. Co3pmaer ¢GoHA TMOJIB30BAHMUS apxXvBa JETCKOrO0 caja U OPraHu3yeT ero
UCIIOJIb30BaHUE.

4.17. OcyniecTBisieT BEIEHUE CIPABOYHO-TIOUCKOBBIX CPEICTB K JTOKYMEHTam
apxuBa JJOYVY.

4.18. Co3paer, MOMOJHAET M COBEPUIEHCTBYET HAay4YHO-CIPABOYHBIM ammapar K
XpaHAILIMMCS B apXUBE JeJIaM U IOKyMEHTaM.

4.19. YuactByeT B pa3pabOoTKe JOKYMEHTOB YUpEXKJACHHS MO BOIPOCAM apXMBHOTO
7ieN1a ¥ 1€J0IPOU3BOCTBA.

4.20. Oka3pIBa€T METOIUUECKYIO IOMOUIb!

cnyx0e  nenompou3BojctBa JIOY B cocTaBieHMM ~ HOMEHKIATYphl  J€d,
dbopmupoBanun 1 0GOPMIICHUU JeJl, KOHTPOJHMPYET MPABUIBHOCTH (POPMUPOBAHUSA U
oopmiieHus Aen B AETONPOU3BOJICTBE;

CTPYKTYPHBIM Mojpa3ieneHusM u padotaukam JJOY B moAroTroBke JOKYMEHTOB K
nepeaye B apXuB JIETCKOTO Caja.

4.21. YuacTByeT B IpPOBEIECHUU MEPOIPHUATHI IO MOBBIIICHUIO KBaJU(UKALNU
pabOTHUKOB apXuBa U CIYXObl JEJIONPOM3BOJACTBA JOUIKOJBHOTO 00pa3oBaTEIbHOTO
YUPEXKICHHUS.

5. IlpaBa apxuBa

J1Jist BBIIOJTHEHHWST BO3JIO’KEHHBIX 3a/1ad U (DYHKIIMIA JIMII0, OTBETCTBEHHOE 32 apXUB,
UMEET IPaBO:

5.1. IlpeacTaBnsTh 3aBEAYIOMIEMY JOUIKOIBHBIM 00pa30BATEIbHBIM YUPEKICHUEM
MPEIIOKEHUS IO COBEPLICHCTBOBAHUIO OPTraHU3allMU XPAHEHHUsI, KOMIUIEKTOBAHUS, y4eTa
Y UCIIOJIb30BaHUsl apXUBHBIX JOKYMEHTOB B apxuse JJOVY.

5.2. KoHTponupoBaTh BBIIIOTHEHUE YCTAHOBICHHBIX MMPABUII paOOTHI C TOKYMEHTAMHU
B CTPYKTYPHBIX IOJIPA3ACICHUIX YUPEIKICHUSA.

5.3. 3anpammBaTth OT CTPYKTYPHBIX Mojapasaenenuid u pabotaukoB JIOY cBenenus,
HeoOXomuMble JUIsi pabOThl apxXWBa, C YYETOM OOECIEUeHHUs BBIMOTHEHUS BCEX
BO3JIO’KCHHBIX HAa apXUB 337124 ¥ (PyHKITUH.

5.4. JlaBaTp pa3bACHEHUS M PEKOMEHJAIMKW TII0 BOINPOCAM, BXOASAIIUM B
KOMIIETEHI[MIO apXHUBa JOIIKOJIBHOI0 00pa30BaTEIbHOTO YUPEIKICHHUS.

5.5. HudbopmupoBaTh CTPYKTypHBIE TOApA3CICHUS JIETCKOrO caga o
HEOOXOJUMOCTH Mepelauyd JOKYMEHTOB B apXWB B COOTBETCTBHUM C YTBEPKICHHBIM
rpauKoOM.



5.6. [IpuaMIMaTh y4acTHE B 3aCEAaHUSIX DKCIIEPTHOM KOMUCCHN YUPEIKICHHUSI, a TAKKE
B DKCIIEPTHO-TIPOBEPOYHON KOMHUCCHH YITOJTHOMOYEHHOTO OpraHa UCTIOJHUTEILHON BIIACTH
cyobekTa Poccuiickoit @eaeparuu B chepe apXuBHOTO Jea.

6. OTBEeTCTBEHHOCTDH 32 (JYHKIIMOHUPOBAHUE apXHBa

6.1. Haznauennoe npukazom 3asenyroniero JJOY nuio, OTBETCTBEHHOE 3a BEICHUE
apXHBa, HECET NMEPCOHAIBHYIO OTBETCTBEHHOCTb 32!

BBITIOJIHCHUE BO3JIOKEHHBIX Ha apXuB 3ajJad U (QYHKIMA B COOTBETCTBUU C
JNEHUCTBYIOIUM 3aKOHOAATENIbCTBOM Poccuiickoit denepannu;

OpraHU3aIrIo0 padOThl ApXUBA, CBOCBPEMEHHOE U KBAIM(PUIIMPOBAHHOE BBIMIOJTHEHHE
PUKA30B, PACIOPSHKEHUM, TOPYYEHUU BBIMIECTOSIIIETO PYKOBOJICTBA, JEHUCTBYIOIIUX
HOPMATUBHO-TIPABOBBIX aKTOB 10 CBOEMY MPODUIIIO NESITEIHHOCTH;

panMoHagbHOe M 3(P(EKTUBHOE UCIIOIB30BAHUE MaTEPHAIBHBIX, (DMHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

COCTOSIHUE TPYJIOBOM M MCTIOJHUTEIBCKOW JUCHUIUIMHBI B apXWBE, BBIMIOJHCHHUE
cBOUX (YHKIIMOHAIBHBIX 0053aHHOCTEH;

coOmroieHne MpaBUil BHYTPEHHETO pacnopsiaka, CaHUTApHO-
IPOTUBOAUAEMUYECKOTO PEXUMa, MPOTHUBOMOXKAPHON OE30MaCHOCTH U TEXHHUKHU
0€30MacHOCTH;

BEJICHHE JOKYMEHTAalHUH, NPEAYCMOTPEHHOW JAEHCTBYIOIIMMH HOPMAaTHUBHO-
IPaBOBBIMU JJOKYMEHTAMU;

MPEIOCTABIICHUE B YCTAHOBJICHHOM IOPSAIKE IOCTOBEPHON CTATUCTUYECKON M MHOU
UHGOpPMAIINH O JAESTEIBHOCTH apXUBa;

TOTOBHOCTH apXUBa K pad0Te B YCIOBHIX YPE3BbIYAMHBIX CUTYAIIUM.

6.2. OTBETCTBEHHBIE 32 BEACHUE JEIONPOU3BOACTBA, MOJTOTOBKY U MPEICTABICHUE
JOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HauUaroTCs 3aBeaytomum JOY.

7. KommiiekTroBaHue apxuBa

7.1. IloaroToBka TOKYMEHTOB K I€peaye B apXHB AOLIKOJIBHOTO 00Pa30BaTEIBHOTO
YUPEKJICHHS] BKIIOYAET SKCHEPTU3Y HAYYHOW M MPAKTUYECKON LIEHHOCTH JTOKYMEHTOB,
o opMIICHHUE /IEII, COCTABICHHUE OIHUCH.

7.2. DKcniepTU3a LICHHOCTH JOKYMEHTOB:

AKCHEPTHU3a LICHHOCTH JJOKYMEHTOB — OMpPEJEICHUE LIECHHOCTH JOKYMEHTOB C LIEJIbIO
oTOOpa MX Ha XpAaHEHUE U YCTAHOBJICHUE CPOKOB XpPaHEHUS. DKCHEPTU3Y LEHHOCTH
nokyMeHTOB B JIOY ocymiecTBisieT MOCTOSIHHO JIEMCTBYIONIAsl IKCIIEPTHAS KOMHUCCHS;

JKCIIEpTHAsi KOMHCCHsA Ha3HadaeTcs npukazoM 3asenyromero JOY. B cocras
AKCHEPTHOM KOMHUCCHM BKJIIOYAIOT HE MEHEe TpeX COTPYJHUKOB, B TOM YHUCJIE B



00s3aTEIbHOM MOPSAKE JIMIO, OTBETCTBEHHOE 3a BEIACHUE apXuBa JETCKOro caja.
Cexperapem SKCHEPTHOM KOMHCCUM Ha3HayaroT cexperapsa JJOY. DkcnepTHas KOMHUCCHS
Ha 3aCelaHMsIX pacCMaTpUBAeT: HOMEHKJIATYpY [Jed JAETCKOro cajaa, ONUCH Jell
MIOCTOSTHHOTO XPaHEHHUS W 10 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIACISIEMbIE K
YHUYTOXKEHHUIO.

7.3. OdopmiieHue aen:

7ena TOCTOSHHOTO XpaHEHWs TMOJIIMBAIOTCS B TBEPAYIO OOJOXKKY NPOYHBIMU
HUTKaMU. JIMCTBI HyMepylTCsi B MPaBOM BEPXHEM YIJIy MPOCTHIM KapaHIalloM.
KosnndecTBO JMHUCTOB B KaXJOM Jejle He JI0KHO mpeBbimiath 250. B koHue nena Ha
OTJICJIbHOM JIUCTE COCTABIISICTCS 3aBEPUTEIbHAS HA/IMKCH;

Ha 00JIOXKKE JIeJl TTIOCTOSTHHOTO XPaHEHHUs JOHKHBI ObITh TTPOCTABJICHBI CJICAYIOIIHE
PEKBU3HTHI: TIOJJHOE HAMMEHOBAHME BBINIECTOSIIEH opraHu3anuu, HaumeHoBanue J[OVY,
HOMep (MHJIEKC) Jena MO HOMEHKIJIAType, 3arojoBOK Jesa, KOJWYECTBO JIUCTOB, CPOK
XpaHECHUS UM OTMETKA «XPaHUTb IMOCTOSTHHOY, HOMEp (OHa, ONUCH, Jea;

0 OKOHYAHHMH JICJIONPOU3BOJICTBEHHOTO ToJa B O(OpMIIEHHBIE OOJIOKKHA e
MOCTOSIHHOTO XPAaHEHHUS BHOCATCS HEOOXOJMMBbIC YTOYHECHHS: B 3aroJOBKH [T,
COJIEpIKaIIUX PACTIOPSAIUTENIbHBIC IOKYMEHTHI (ITPUKa3bl, TPOTOKOJIbI), BHOCSATCS HOMEPA,
€CJIM JIeJI0 C MEPENUCKOM COCTOUT M3 HECKOJbKUX TOMOB, B KaKIOM TOME YKa3bIBAaeTCS
KOPPECTIOH/IEHT, aBTOp, TEPPUTOPUS, APYrUe AaHHbIE. B KakaoM TOMe yKa3bIBaeTcs Jara
(4ucio, Mecsll, TOJT) Hayajga U OKOHYaHUSI TAHHOTO ToMa. TOYHBIE JaThl IPOCTABIIAIOTCS Ha
00JI0’)KKaxX Il OBICTPOTO TMOHMCKAa JOKYMEHTOB B TMOCJEAYIOIIEM; M3 3aBEPUTEIbHOMN
HAAMKUCH Ha O0JIOKKY JieJla BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEIIE;

HAAMUCH HAa OOJIOKKAX e MOCTOSIHHOTO M JIOJITOBPEMEHHOTO XPaHEHUS CIEAyeT
IPOU3BOJAUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHY;

JUTSL y4eTa KOJIMYeCTBAa JIMCTOB B Jieie U (UKCAIIMK OCOOEHHOCTEH UX HyMepaluu Ha
OT/IEJIbHOM JIUCTE COCTABIIETCS 3aBEPUTEIbHAS HA/INCH;

B 3aBEPUTEIIHLHON HA/IMHUCH YKA3bIBAETCS KOJMYECTBO JIUCTOB (LIM(PpaMu ¥ IPOIHCHIO)
B Jeie. 3aBepuTelbHAas HAANUCh TMOJAMKCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro
JOJKHOCTHU U JJaThl COCTABJICHUS,

BHYTPEHHSIS OMUCh COCTABIIAETCS K JieJaM OCTOSTHHOTO U I0JITOBPEMEHHOTO (CBBIIIE
10 neT) cpoka xpaneHusi, CHOPMHUPOBAHHBIM IO Pa3HOBUIHOCTSIM IOKYMEHTOB, 3ar0OJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEPKAHUE IOKYMEHTOB (0CO00 IIEHHBIE, TUYHBIE
nena u ap.).

7.4. Onucanue JOKyMEHTOB MTOCTOSIHHOT'O CPOKA XPaHEHUS

OMHUCHU COCTaBJISIOTCS pa3/ieIbHO Ha Jejla MOCTOSHHOTO XPaHEHHsS MO OCHOBHOM
NEATEeNIbHOCTH U Ha JieJia MO JINYHOMY COCTaBY;

OMUCHU COCTABJISIOTCS JEJI0MPOU3BOAUTENEM;

OMUCH BEJIETCS B €UHOI BaJOBOI HyMepallMy B TEUCHUE HECKOIBKUX JIET;

Ha JieJla ¢ UCTEKIIIUM CPOKOM XPaHEHHUs COCTABIISIETCS aKT 00 YHUUTOXKECHUU;



[0 OKOHYaHUHM JeJonpou3BojacTBeHHOro roaa B JIOY mnpousBonutcs oTOOp
JOKYMEHTOB ITOCTOSIHHOTO CPOKA XPAHEHUS JJIsl BKIIOUEHUS UX B OMUCH. OMUCH COCTOUT U3
TOJIOBBIX Pa3/IelIOB, BHYTPH roja Jeja pacloiararTcs M0 CTENEHN 3HAYUMMOCTH C YYETOM
HOMHUHAJILHOT'O MPUHITUTIA (B COOTBETCTBUU C HOMEHKJIATYPOU yUpeKACHUs);

ONMCHU COCTAaBJISAIOTCS Pa3[eibHO Ha Jena MOCTOSHHOTO XPAaHEHWS IO OCHOBHOM
NEATEIbHOCTH U Ha JIeJia 10 JINYHOMY COCTaBY;

OIMCH COCTABJISIOTCS CEKPETAPEM.

7.5. Jlena BpeMEeHHOTO XpaHEeHHs OPOPMIISIIOTCS YIIPOILIEHHO: OHU HE TTOAIINBAIOTCS,
JIUCTHI B HUX HE HYMEPYIOTCSI, yTOUHEHHE Ha O00JIOKKaX HE MPOU3BOJAUTCS, OMUCH Ha Jefa
HE COCTABJISIFOTCS, YUET BEAETCS 10 HOMEHKIIATYPE AEN.

8. YcioBus XxpaHeHusi JOKYMEHTOB apXuBa

8.1. JIOKyMEHTBI apxuBa XpaHATCA B APXUBOXPAHWIHUIIE JOIIKOJIHHOTO
oOpazoBaTenbHOTO yupexaeHus. 8.2. He qomyckaercs pa3melieHrne apxuBa B MOIBATBHBIX
U YepJIauHbIX MOMEIICHUAX JETCKOIO caja.

8.3. ApXMBOXpaHWIHILE JOKHO OBITh  yHAJIEHO OT  JIa0OpaTOPHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX MOMEIICHUN U HE UMETh OOIMX C HUMU BEHTWISAIIMOHHBIX
KaHAJIOB. ApXMBOXpPaHWJIUIIE OTAEISIETCS OT COCEAHUX IOMEUIEHUH HEeCrOpacMbIMU
CTEHaMH M TMEpPEKpPHITUAMHU C TpenesiaMl OTHECTOMKOCTM HE MEHee JByX 4acoB. B
apXUBOXPAHUIIUIIE HE JOIMYCKaeTcd MpOKiIaaka TpyO BOJAOCHAOXKEHHUS M KaHAJIM3AIlUH,
TEXHOJOTUYECKHE MU OBITOBBIE BHIBOIBI BOJIBI.

8.4. ApXUBOXpaHWJIUIIE [OJKHO HMETh €CTECTBEHHYIO WM MCKYCCTBEHHYIO
BEHTWISIMIO, 00ECTIEUYNBAIOIIYIO PEIUPKYIISIIIUIO BO3yXa, CTAOUIBHOCTh TEMIIEPATyPHO-
BJIQKHOCTHOTO PEXUMA.

8.5. Bce mocrynaromme B apxuB OV 10OKyMeHTBl pa3Mmeniarorcs B
apXUBOXPAHUIIUIIAX HA CTAIIMOHAPHBIX W/WIIH MEPEABUKHBIX METAIUTMYECKUX CTEIUIaXKax,
B METaJUIMYECKHX IIKadax nin KOHTeHHepax.

8.6. CTemiaxu T0JDKHBI OBITh YCTAHOBJICHBI MEPIICHIUKYISIPHO CTEHAM C OKOHHBIMU
MpoeMaMH, a B TOMEIIEHWH O0e3 OKOH - C Y4eTOM OCOOEHHOCTeH TOMEIICHHUS |
obopynoBanusi. He gomyckaercs pa3menieHue cTelsiaXe BIUIOTHYIO K HApYKHBIM CTEHAM
3IaHUS U K HICTOYHUKaM TeIia.

8.7. PaccraHoBKa cTe/iaked W MIKa(OB OCYIIECTBISACTCS B COOTBETCTBUU CO
CEeAYIOIIUMU TPEOOBAHUSIMH

paccTosiHUE MEXIY psaaMu cTeiiaxed (TiaBHbIM npoxo1) — He MeHee 120 cM;

pacctosiHue (MPOX0/1) MEXIY CTeIakaMHu — He MEHee 75 cM;

pacCTOsSIHUE MEXy Hapy>KHOW CTEHOM 3/1aHUs U CTeJUIaXKaMU, TapajieIbHBIMU CTEHE
— He MeHee 75 cMm;

pacCTOsSIHUE MEXy CTEHON M TOPLIOM CTeJUIaxka wiM mkada (06xon) — He MeHee 45
CM;



pacCTOsSIHUE MEXy MOJIOM U HIKHEH MOJIKOM creiaxka (mkada) — He MeHee 15 cwm,
B LIOKOJIBHBIX 3Taxax — He MeHee 30 cm.

8.8. [IpoTHBONOKAPHBIN PEKUM B ApXUBOXPAHUIULIE, I'Ae pazMeaercs apxus 1OV,
YCTAaHABJIMBAETCS B COOTBETCTBUM C llpaBuiiaMu NPOTUBOMOXKAPHOTO pEeXHMa B
Poccuiickoit @eaeparuu ot 16 centsadps 2020 romga Nel479.

8.9. ApXvBHBIE TOKYMEHTHI CIECIYET XPAHUTh B TEMHOTE.

8.10. 3ammMra JOKYMEHTOB OT JeWCTBHUSI CBeTa OOECIEeYMBACTCA XPAHEHHEM
JOKYMEHTOB B KOpOOKax, Mamkax M Mepervierax, B mkadax Wik Ha CTeIaXax 3aKpbITOro
TUIIA.

8.11. VYpoBeHb MCKYCCTBEHHOIO OCBEIICHUS B KHUTOXPaHWIUIIAX JOJIKEH
cocTaBisaTh He MeHee 100 mrokc.

8.12. B apxuBoxpaHwnMile s XpaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS
CJIelyIOIMe MapaMeTphbl TEMIEPATyPHO-BIa)KHOCTHOTO PeXUMAa!

JUIsL XpaHEHMsI JIOKYMEHTOB Ha OyMa)kHOM HocuTene — Temneparypa 17-19°C,
OTHOCHUTENbHAs BIAXHOCTH Bo3nyxa — 50-55%.

8.13. Ilomenienus: apxuBa JOIIKOJIBHOTO 0OPa30BATENBHOIO YUPEKICHUS JTOJKHBI
COJIepKaThCsl B YUCTOTE, B YCIOBUAX, UCKIIOYAIOIINX BO3ZMOXXHOCTH MOSIBJICHUS TIJIECEHH,
HaCEKOMBIX, IBUIH.

9. 3akIounTeJIbHBIE MOJ0KEHU

9.1. Hacrosiiee Ionoxxenre 06 apxuBe sIBISETCS JOKAIbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMmaetrcss Ha OOmeMm coOpaHuM paOOTHUKOB JOIIKOJIBHOTO 00pa3oBaTEIbHOTO
yUpEXKICHUS U yTBepkaaercs (J1ubo BBOaUTCS B AeicTBre) 3aBenytonum J10OY.

9.2. Bce wu3MeHeHMS M [ONOJHEHUsS, BHOCHMMBbIE B HacTosmee Ilonoxenue,
oQOpMIISIIOTCSA B MUCBMEHHON (JOpME B COOTBETCTBHUH JACHCTBYIOIINM 3aKOHOATEIHCTBOM
Poccuiickoit @enepanum.

9.3. Tlonoxenue 00 apxuBe JOY mnpuHHMaeTcss Ha HEONPEIEICHHBIA CPOK.
N3menenus u gomoiaHeHUs K [lomokeHUIO MPUHUMAIOTCS B TIOPAJIKE, MPEIyCMOTPEHHOM
1.9.1. Hactosero [lonoxenus.

9.4. Tlocne mpunsTus IlonoxxkeHus (WM W3MEHEHUU M JOMOJHEHUM OTACIBHBIX
MyHKTOB W pa3/lelioB) B HOBOM pPEAAKIMU TPEABIAYIIAs pPENaKIius aBTOMAaTHYECKU
yTpauyuBaeT CUIy.



