ITpunsto YTBepmneHo
OO6muM cobpanuem

TpymoBoro KoJyjieKTuBa

MBJIOY Ne50 r.HeBuHHOMBICCKA
nporokont Ne 7 ot s/ /0 2023 T.

Ionoxkenne
00 apxuBe MYHHITHNAJIBLHOI0 OIOIMKETHOr0 JOMIKOJILHOIO
o0pa3oBaTeJabHOIro yupexnaenus «LlentTp pasBurus pebenka —
nerckui cag NeSQ «CBerodopux» ropoga HeBunnoMuiccka

1. O6mue moJioMKeHUST

1.1. Hacroamee Ilonoxenue pa3paboTaHO B COOTBETCTBMH ¢ IlpHKkazom
®enepansHoro apxuBHoro arentctsa Ne 77 or 31 wmwoms 2023 roma «O6
yrBepxaeuuu IlpaBuy opraHu3aluyl XpaHeHHWs, KOMILUIEKTOBAHHUS, ydeTa W
UCIIOIb30BaHUs JOKYMEHTOB ApxuBHOro (onna Poccuiickort Denepaiiuu u Opyrux
ApXMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MEeCTHOIO
CaMOYIIpaBJI€HUS U OpraHu3alysIX», Ha OCHOBaHWUHU [IpuMepHOro mojaoxeHHs 00
apXWBE€ OpraHu3allV{, YTBEPXKIEHHOro IpHKazoM DenepalbHOTO apXHBHOIO
areHTcTBa Ne 42 ot 11 ampens 2018 roza.

1.2. launoe Ilonosxenue o6 apxuBe JETCKOTO cajia ONPeIeNsIeT COCTaB JOKYMEHTOB
apXvBa U yCJIOBUS UX XPaHCHUS, yCTaHABIUBAET 3alayl, Ha3HAueHWE W (DYHKIIHUU
apXyBa, PETIaMEHTUPYET NeATEeIbHOCTD JIMI, OTBETCTBEHHOTO 3a BeJleHHE apXHBa
B JIOIIKOJIEHOM 00pa30BaTEbEHOM YUPEXKICHHUH.

1.3. B cBoe#t neaTenbHOCTH apXHB JIETCKOTO cajia PyKOBOACTBYETCS DenepalibHBIM
3aKOHOM Ne 125-®3 or 22.10.2004 roma «O6 apXuBHOM jejie B Poccuiickoit
@eneparuu» ¢ HU3MEHEHUSMH OT 28 nekabps 2022 roma, HOPMAaTUBHBIMHA
IpaBOBBIMHU akTaMu Poccuiickoit @enepartuu, cyobexra Poccuiickoit Oenepaiuu B
cepe apxXMBHOTO JieNa ¥ [eNOPOU3BOJICTEA, TOKATHEIMU HOPMATHBHBIMU aKTAMHE
JOIIKOJIBHOIO 00pa30BaTEeIbHOIO YUPEXKICHHUS.

1.4. lokyMeHTBI YHpexJIeHHs, UMEIOLIMe UCTOPUUECKOE, KyIbTypHOE, HaydHOE,
COIMAIBHOE, J3KOHOMHYECKOE U  MOJUTHYECKOE  3HAuY€HHE, COCTABISAIOT
rOCyJlapCTBeHHYIO 4acTh ApxuBHOro ¢onma Poccuiickoii ®@enepannu, sBISIOTCS
COOCTBEHHOCTBIO ~TOCYJapcTBa M TIOMIEKAT IOCTOSHHOMY XDAHEHHIO B
roCylapCTBeHHbIX apxumBax Poccuiickoii @epeparuu. J[lo mnepemaun Ha
FOCyNapCTBEHHOE XpaHEHHE JIaHHbIE JOKYMEHTHl BPEMEHHO XpaHATCS B
JOIIKOJBHOM 00pa30BaTeIbHOM YUPEKICHHN.

1.5. B VupexneHun mis XpaHeHHs HOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
Denepaii M 3aKOHYEHHBIX IEIONMPOU3BOACTBOM OKYMEHTOB IPAKTHYECKOTO
HasHAYeHHs, UX OTOOpa, ydera, WCIOJH30BAHHS H ITOATOTOBKHA K nepenaie Ha
roCyIapCTBEHHOE XpaHEHUE CO3aeTCsl apXUB.

1.6. ApxuMB co3maeTcsi KaK CaMOCTOSATENLHOE IOApa3eNieHHe, BO3INABIIEMOe
JULOM, OTBETCTBCHHBIM 34 BEJECHHE apXWBa COINIACHO IIPUKa3y 3aBEAYIOIErO



JOIIKOJIBHBEIM 00pa30BaTebHBIM yUPEKICHUEM.

1.7. YupexneHue NOUIKOIBHOIO 00pa3oBaHUs 00ECIIeUMBAET apXUB HEOOXOAUMBIM
IIOMEILEHnEM, 000PYIOBAaHUEM U KaPaMH.

1.8. JlomxkoabsHOEe 00pa3oBaTeNbHOE YUpeKAeHHe OO0eCleunBaeT COXPAHHOCTS,
y4eT, oTOOp, YNOpsSAOYeHHe W HCIOJb30BaHHE MTOKYMEHTOB ApPXHBHOIO (GoHIa
Poccuiickoi ®enepaiuy, oOpasyrommxcs B ero jgesresbHOCTH. ObecreunBaeT
CBOEBPEMEHHYIO IIepelady 3TUX JOKYMEHTOB Ha FOCYIapCTBEHHOE XpaHEHUE.

1.9. Bece paboTsl, CBSi3aHHBIE C IMOATOTOBKOM, TPaHCIIOPTHPOBKOW W Tepenadeit
apXMBHBIX JOKYMEHTOB, IIPOU3BOATCS CUJIAMH U 3a CUET JAETCKOIo caja.

1.10. 3a yTpaTy u nopuy noxymeHTOoB ApxuBHOro (onma Poccuiickoii demepariuu
no/pkHocTHBIE tina JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C ACUCTBYIOIIAM
3aKOHOJATEIHCTBOM.

1.11. ApxuB gerckoro cama paboTaeT COIIaCHO IUIAHY, YTBEPKIAEMOMY
3aBEIyIOIIMM JOIIKOIBHEIM 00pa30BaTeIbHBIM YUYPEKACHUEM W OTYUTHIBACTCS
IIepe]i HUM B CBOeH pabore.

1.12. KoHTpounp neATeNbHOCTH apXuBa ocyliecTBiseT 3aBenytonmuit /IOY, a B ero
OTCYTCTBUU —UCIIOJHSIONINI 00S3aHHOCTH 3aBEIyIOIIETO.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B apxuB JIOY mocTymaror:

° 3aKOHYEHHBIE NEIIOIPOU3BOJCTBOM YUPEKICHHS MTOKYMEHTHI MOCTOSHHOIO
XpaHeHus, 00pa30BaBIINeCcs B NESTEIBHOCTH CTPYKTYPHBIX [TOApPa3/eIeHu,
JOKYMEHTEI BpeMeHHOT0 (cBhimie 10 jieT) cpoka XpaHeHHs, HEOOXOIUMEIE B
MIPaKTUYECKOH JEATEIIbHOCTH, TOKyMEHTHI IO KaJpaM U BOCIIUTAHHUKAM;

* JOKYMEHTBHI ITOCTOSIHHOI'O XPaHEHHUs U I10 JINYHOMY COCTaBy OpraHU3alluii-
IIPEIIIECTBEHHUKOB (IIPU X HAJHYHH);

° JMYHbIE QOHIBI BeLyMUX pabOTHUKOB IETCKOTO cafa (IIpH UX HAIMYHK);

° clyXeOHbIe U BeJJOMCTBEHHEIE U3[aHNS;

°* CIPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKyMEHTaM M YYeTHbBIE TOKYMEHTEHI
ApxuBa eTCKOro caja.

2.2. Cpoku XpaHEHHsS IOKyMEHTOB B apXuBe IOLIKOILHOIO 00pa30BaTEIbHOIO
YUPEXKACHUS ONPENETAIOTCS COINACHO CpPOKaM, YKa3aHHBIM B yTBEP)KIECHHOMN
HOMEHKJIaType JIell.

3. 3agauu apxuBa JJOY
3.1. OCHOBHBIMU 33JIa4aMHU apXUBA SBIISTIOTCS:

° opraHusalys XpaHEHUs JTOKYMEHTOB, COCTaB KOTOPBIX HPedyCMOTPEH
paszenoM 2 Hacrosimero Ilonoxenus;

° KOMIIJIEKTOBaHHE apxuBa  JOKyMEHTaMH, 00pa3oBaBITUMHUCS B
NEATEIPHOCTA  YUYpEeXIEHHUs, OCYIIECTBISIONIEr0  00pa3oBaTeIbHYIO
JIeATEIIFHOCTE;

° y4eT, o0ecleueHHe COXPaHHOCTH, CO3JaHHE HAyYHO-CIIPABOYHOTO
armapara, _

° HCIOJB30BaHUE JOKYMEHTOB, HAXOASIIMXCS Ha XpaHeHuH B apxuBe IOV

° IIOArOTOBKa M CBOEBpPEMEHHas Iiepefadya JOKyMEHTOB ApxuBHOro (oHma
Poccuiickoii ®enepaiiiy Ha IMOCTOSHHOE XpaHEHHE B TOCYIapCTBEHHBIH




(MyHUITUTIAIBHBIH ) apXUB;

° METOAUYECKOE pPYKOBOACTBO U KOHTPOJIb 3a (QOPMHpPOBAHHEM U
oopMIIeHUEM el B IETOMPOU3BOCTBE JETCKOIO Cajga U CBOEBPEMEHHOM
nepeavel uX B apXUB IOLIKOIBHOTO 00pa30BaTEIbHOTO YUPEKICHHUS.

4. DyHKIHH apXHBa

B COOTBETCTBUM C BO3JOKEHHBIMH 3a/lauaMH apXWB OCYIIECTBISET CIEAYIOIINE
byHKIHH:

4.1. Opranusyer npueM JOKYMEHTOB IIOCTOSSHHOTO U BpeMeHHOro (cBaiie 10 jeT)
CPOKOB XpaHEHHMs, B TOM YHCJIE 10 KaJpaM U BOCIIUTaHHUKAM, 00pa30BaBIIIUXCS B
naestenbHocTy IOV, B COOTBETCTBUM C YTBEPIKIACHHBIM I'Pa(GHKOM.

4.2. OOecrneuuBaeT COXPaHHOCTh U BeIeT Yy4eT JOKYMEHTOB U (DOHJIOB,
HaxXOMAIIUXCA Ha XpaHEHWM B apxXuBe [OMIKOJIBHOTO 00pa30BaTEIbHOIO
YUpEXKIECHUS.

4.3. IlpencraBiser B TOCYHApCTBEHHbIM (MYHHMIIMNAIBHBEINA) apXUB YUYETHBIE
CBeZleHUs 00 00beMe U COCTaBe XPaHSIIUXCSA B apXUBe JETCKOrO caja JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepanuu U IpPyrux apxXWBHBEIX JTOKYMEHTOB B
COOTBETCTBHM C IIOPSAAKOM TIOCYJAapCTBEHHOTO ydeTa TOKYMEHTOB ApPXHBHOIO
donna Poccutickoit ®eneparumu.

4.4. CucremMaTH3MpyeT U pa3MellaeT JOKYMEHTHI, IIOCTYIANIMe Ha XPAHEHHE B
apxuB JIOY, o6pasoBaBIrecs B X0/ OCYIIECTBICHUS IEITEIbHOCTH YUPEIKICHHS.
4.5. PaspabateiBaeT rpadMKy IPEACTABIECHHUS OIUCEHM Ha pACCMOTPEHHUE IKCIIEPTHO-
IIPOBEPOYHON KOMHMCCHHU U Iepelaud JOKyMeHTOB ApxuBHOro ¢ouma Poccuiickoil
Derepau Ha XpaHeHHEe B TOCYAAPCTBEHHBIN (MYHUIMIANBHEIN) apXUB.

4.6. OcyI1ecTBIsSIeT HOATOTOBKY M IIPEACTABIISIET:

° Ha paCCMOTPEHHE U COracoBaHMe sKkcnepTHoH komuccuu JJOVY omnwmcu gen
IIOCTOSTHHOT'O XpaHEeHHMsI, BpeMEHHBIX (CBbILIEe 10 JIeT) CpOKOB XpaHeHus, B
TOM YHCIIC TI0 KaJpaM U BOCIHMTaHHUKaM, a TaKXKe aKThl O BBIAEIECHUU K
YHUYTOXECHUIO apXUBHEIX JOKYMEHTOB, HE TOMJIEKAITUX XPAHEHUIO, aKThI
00 yTpaTe TOKyMEHTOB, aKThl O HEHUCIIPABMMBIX MOBPEXKICHUIX apXUBHBIX
JIIOKYMEHTOB;

° Ha YTBEpPXIECHHE 3KCIIEPTHO-IIPOBEPOYHON KOMHMCCHH YIIOJIHOMOYEHHOI'O
OpraHa HUCIIOJHHUTENbHOW BlacTH cyObekTa Poccuiickoit ®eneparuu B
cthepe apxuBHOTO nena (nanee - DIIK apXMBHOTO yUpeKIeHHs) OMHUCH Heil
IIOCTOSIHHOTO XpaHEHHS;

* Ha coriacoBanue OIIK apxuBHOro yupexmenus cybnekra Poccuifckoif
@enepany  (MyHUIUIATHHOTO apXWBa), B clydae HajeleHHs ero
COOTBETCTBYIOIIMMHU IIOJJHOMOYHSIMU, OITMCH JIEJT IO JINYHOMY COCTABY;

° Ha cornacoBanue OIIK apxuBHOro yupexaeHus cyObekTa Poccuiickoit
Qenepanny  (MyHMLMIATBHOTO apXuBa), B Cllyd4ae HaJEJEeHUsS €ro
COOTBETCTBYIOIIMMU IIOJIHOMOYHUSIMH, aKThl 00 yTpaTe HOKYMEHTOB, aKTEI
0 HEHCIIPABUMBIX INOBPEXACHUAX apPXUBHBIX JTOKYMEHTOB;

° Ha yTBepxzeHue 3aBefyromeMy IOV onmcu nen NOCTOSHHOTO XpaHEHHs,
OIMCH BpeMeHHBIX (cBbllIe 10 1eT) CPOKOB XpaHEHHUs, B TOM YHCJIe OIKUCH
JeJl 110 KaJpaM ¥ BOCIUTaHHUKAaM, aKThl O BBIJICJICHUHM K YHHUYTOXKEHHIO
apXUBHBIX JOKYMEHTOB, HE€ IIOJJIEKAIUX XPaHEHUIO, aKThl 00 yTpaTe




JOKYMEHTOB, aKTbl O HEHCIPaBHUMBIX IIOBPEXKJICHUSIX apXUBHBIX
JIOKyMEHTOB, YTBEPKICHHBIE (cornmacoBaHHEIE) OIIK 13R85
rOCyIapCTBEHHBIM  apxuBoM cyOwbekTa Poccuiickoit  Denepanuu
(MyHUIIUIAIIEHBIM apXHUBOM) B Cllydae HaJeleHUs ero COOTBETCTBYIOIUMU
IIOJTHOMOYHSIMH.
4.7. Oprasmsyer neperady HOKyMeHTOB ApxuBHOro (ouma Poccuiickoit
Denepanuu Ha IMOCTOSHHOE XpaHEHHWE B TOCYNApPCTBEHHBIM (MYHHUI[UIAIBHBIH)
apXuB.
4..8. OpraHu3yeT U HpPOBOJUT DKCIEPTU3Y IICHHOCTH JTOKYMEHTOB BpPEMEHHBIX
(cBbimie 10 JeT) CPOKOB XpaHEHHUS, HAXOMAIIMXCS Ha xpaHeHuu B apxuse JIOY B
HensaxX oTOopa JOKYMEHTOB Uil BKIIOYEHHMsS B cocTaB ApxuBHOro (oHza
Poccuiickoii @eneparnuu, a TakKe BBIIBICHHS IOKYMEHTOB, HE IIOIEKAIIMX
JNaJbHENIeMy XpaHEHHIO.
4.9. YuacTByeT B paboTe SKCIIEPTHON KOMHCCHH JONIKOJIBHOIO 00pa3oBaTeIbHOTO
YUPEKIEHUS.
4.10. IIpoBoguT MepoNpHUATHS 1O OOECIEeYSHHIO COXPaHHOCTH OKYMEHTOB,
HaxXOI4IIUXCs Ha XxpaHeHuH B apxuBe JOV.
4.11. Opranuzyer uHDOpPMHUpOBaHWE aAIMUHHUCTpanud U pabotHHkoB JIOY o
COCTaBe U COLEPXKAHUU NOKYMEHTOB apXUBa yUpPEKICHHUS.
4.12. UudopmupyeT moip3oBaTesell MO BOMPOCAM MECTOHAXOXICHHS apXUBHBIX
TIOKYMEHTOB.
4.13. Opra"usyer BbIIa4y JOKYMEHTOB M JEI IS paboThl B YHTAJIBLHOM 3aji€ HIIH
BO BPEMEHHOE I10JIb30BaHHE.
4.14. VictionHseT 3ampocsl 0Nb30BaTelel, BbIIaeT apXUBHEIE KOIMH JOKYMEHTOB,
apXUBHEIE BEIIUCKU U apXUBHBIE CIIPABKH.
4.15. Bener y4eT ucnonp3oBanus JoKyMeHToB apxuBa JIOV.
4.16. Cosmaer (OHI IMONB30BaHHS apXWBa JETCKOrO caja M OPraHH3yeT ero
HCIIOJIb30BaHUE.
4.17. OcymecTBisgeT BeleHHE CIPABOYHO-NMIOMCKOBBIX CPEACTB K JOKyMEHTaM
apxuBa JIOVY.
4.18. Co3zpmaer, IOMONHAET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBIM ammapaT K
XPaHAITUMCS B apXUBe JIeJlaM B IOKYMEHTaM.
4.19. YyacTByeT B pa3paboTKe TOKYMEHTOB YUPEKAEHHS [0 BOIPOCAM apXUBHOTO
Jiejla U JeJIOPOU3BOICTBA.
4.20. Oxa3pIBaeT METOMUYECKYIO ITOMOLI:

* ciayx6e menompousBoxctBa JIOY B cOCTaBI€HWM HOMEHKIATYDHI eI,
dopMupoBaHUE U OQOpPMIIEHWH €], KOHTPOJMPYET IPAaBUIBHOCTH
(bopMupoBaHUS ¥ 0OGOPMIIEHHSI JIET B IETIOIPOU3BOICTBE;

° CIpYKTYpHBIM InoApasfeneHussM u pabotHukam JIOY B moaroroBke
JOKYMEHTOB K IIepe/iaye B apXUB JETCKOIO caja.

4.21. YuacTByeT B IpOBEIEHHH MEPONPHUSATHH IO TOBBIIICHUIO KBATH(DUKAIIUH
pabOTHUKOB apXuBa U CIyXObI [ETOMPOU3BOCTBA JOIIKOJILHOIO 00pa30BaTEILHOIO
YUPEXKICHHUS.

S. IIpaBa apxuBa
Jl14 BEINONHEHUS BO3JIOKEHHBIX 33129 ¥ (OYHKITUH JIMII0, OTBETCTBEHHOE 32 apXUB,




HUMeEET IPaBo:
5.1. IlpencraBnaTh 3aBeAyrOLIeMy MOIIKOIBHBIM 00pa30BaTENLHBIM YUpekKIeHUEM
IIPEIJIOKEHHUS 110 COBEPIIEHCTBOBAHUIO OpTraHU3aIlii XpaHEHHs, KOMILIEKTOBAHU,
yueTa U UCIOJIb30BaHHUs apXUBHBIX JOKYMEHTOB B apxuse JJOV.

5.2. KoHTpomupoBaTh BEIIONHEHHWE YCTAHOBJIEHHBIX IIpaBUI  paboTHl ¢
JOKYMEHTaMH B CTPYKTYPHBIX [TOAPA3eNICHUIX YUPESIKICHHS.

5.3. 3anpammBare OT CTPYKTYPHBIX Mojpas/eieHuii 1 pabotaukos JIOY cBemeHus,
HeOOXOAUMBIE AT PabOThl apXWBa, C y4eTOM OOECIEYeHHs BBHIIONHEHHS BCEX
BO3JI0’KEHHBIX Ha apXUB 33729 U QyHKIIHH.

5.4. JlaBaTh Dpa3bACHEHHS M pPEKOMEHJAIMM II0 BOIPOCAM, BXONAIIUM B
KOMIIETCHIINIO apXKBa JOLIKOJIBHOIO 00pa30BaTEIbHOTO YUPEXK ICHH.

5.5. HudpopmupoBaTh CTPYKTypHBIE IIOApa3[eleHHs JEeTCKOro caja o
HeOOXOMMOCTH IIepe/iaull JOKyMEHTOB B ADXHB B COOTBETCTBHH C yTBEPKICHHBIM
rpaduKoM.

5.6. IlpuHUMaTE y4yacTHe B 3acelaHHUSX JKCIIEPTHOW KOMHCCHH YYPEXICHHS, a
TaKXK€ B  OKCIEPTHO-IIPOBEPOYHOM KOMHCCHUM YIOJHOMOYEHHOTO oOpraHa
UCTIONIHUTENIFHON BIIAacTH cyOwpekTa Poccuiickoit @enepanuu B chepe apXHUBHOIO
nena.

6. OTBeTCTBEHHOCTD 32 (PYHKIMOHHPOBAHHE APXHBA
6.1. HasnaueHHoe npukazom 3asenyromero JJOY 1uIl0, OTBETCTBEHHOE 32 BEIEHHE
apX#Ba, HECET IIEPCOHAIBHYIO OTBETCTBEHHOCTD 34:

° BBIIIOJIHEHNE BO3JIOXKEHHBIX Ha apXUB 3a/1ad U OyHKIHM B COOTBETCTBUHU C
IEUCTBYIOLIMM 3aKOHOJaTeIbcTBOM Poccuiickoit Denepanui;

° OpraHHM3alHui0 pabOTBl apXUBa, CBOEBPEMEHHOE W KBAIM(MHIMPOBAHHOE
BBINIOJIHEHHWE TIPMKA30B, PACHOPSDKEHUM, TIOPYYEHHMM BBIIIECTOSIIErO
PYKOBOJIICTBa, AEHCTBYIOIIUX HOPMATHUBHO-IIPABOBBIX aKTOB II0 CBOEMY
IPODUITIO TeSITEIHHOCTH;

° panuoHambHOe W 3(Q(EKTHBHOE  HCIONB30BAaHME  MAaTepHAJbHBIX,
(HMHAHCOBBIX U KaJPOBEIX PECYPCOB;

° COCTOSHME TpPYINOBOM W HCIIOJHUTENBCKOH MUCHHUIUIAHBI B apXWMBE,
BBITIOJIHEHHE CBOMX (DYyHKITMOHATBHBIX 00sI3aHHOCTEI];

° coOnroneHue IIpaBUII BHYTPEHHETO pacropsiaka, CaHHUTapPHO-
IIPOTHUBOIIIUJCMHYECKOIO pEeXUMa, IMPOTUBOIOXKAPHON 6e30IacHOCTH H
TEXHUKH 0€30I1aCHOCTH;

° BEJEHHE NOKyMEHTAalluH, NPelyCMOTPEHHOM NeHCTBYIOIMMH HOPMATHBHO-
IIPaBOBBIMH JIOKYMEHTAMHU;

° TPeIoCTaBICHHE B YCTAHOBIEHHOM IOPSAKE JOCTOBEPHON CTATHCTHYECKOM
¥ MHOM MH(pOpMAalUH O JAeSTEIbHOCTH apXUBa;

° TOTOBHOCTH apXMBa K pabOTe B yCIOBUSAX YPE3BBIUAUHBIX CUTYAIUA.

6.2. OTBeTCTBEHHEIE 32 BeJCHHE JETIONPOU3BOICTBA, IIOATOTOBKY H IIpe/CTaBIeHHe
JIOKYMEHTOB Ha XpaHEHHE B apXUB, Ha3HavyaroTcs 3aBeayronmm JJ0Y.
7. KomiyieKToBaHHEe apXuBa }

7.1. IloaroroBka JOKyMEHTOB K IIepeiaue B apXHB JOIIKOIBHOIO 00pa3oBaTeIbHOTO
YUPEXKACHUS] BKJIHOYAET OKCIEPTU3Y HAYYHOHM W TIPAKTHYECKOM LIEHHOCTH



IOKyMEHTOB, 0 OpMIICHHUE JeJI, COCTaBJIEHHE OIHCH.
7.2. DxcrnepTusa IEeHHOCTHA JOKYMEHTOR:

OKCIIEPTU3a LIEHHOCTH TOKYMEHTOB — OTIpe/ieJieHre IeHHOCTH TOKYMEHTOB C
LENBI0 0TOOpa WX Ha XpaHeHWe W YCTAHOBJIICHHWE CPOKOB XpaHEHHS.
Okcneptu3y ImeHHOCTH AokyMeHTOB B JIOY oOCyIIecTBNISET MOCTOSHHO
NENCTBYIOIIas SKCIEPTHAST KOMHCCHSI,

DKCIIEpTHAs KOMHUCCHS Ha3HauaeTcs IpukazoM 3asexpyiomiero JJOY. B
COCTaB JKCIIEPTHOM KOMHCCHUM BKIIIOUAIOT HE MEHEE TPeX COTPYIHUKOB, B
TOM 4YHCJIe B 00s3aTeIbHOM IMOPSJKE JIUIO, OTBETCTBEHHOE 3a BElEHUE
apxuBa HeTckoro cama. CekperapeM 5KCIEPTHOM KOMHCCUMM Ha3HA4YaroT
cexperaps JOY. DkcnepTHas KOMHCCHS Ha 3aceJaHUSIX pacCMaTpUBAaET:
HOMEHKJIATypy A€l IETCKOTro cajia, OMUCH A€l MOCTOSIHHOTO XPaHEHHUs U 110
JIMYHOMY COCTaBY, aKThl Ha IOKYMEHTHI, BEIIENSIEMble K YHUUTOXKESHHUIO.

7.3. OdbopmiieHue nen:

0ena NoCmoOAHHO20 XpaHeHus TIOAIIMBAIOTCS B TBEPAYIO OOJOXKKY
IIPOYHBIMK HUTKaMH. JIMUCTBI HYMEpYIOTCS B IpaBOM BEpXHEM YTy
IIPOCTBIM KapaspjaiioM. KonnyecTBO JHMCTOB B KaXIOM Jeje He IOJIKHO
npesbimaTh 250. B koHIle gena Ha OTAENBHOM JIMCTE COCTAaBIISIETCS
3aBepUTEeNbHAS HA/ITIUCH;

Ha OOJIOXKE JeJl TMOCTOSHHOTO XPaHEHHS MOJDKHBI OBITh TMPOCTAaBJICHBI
CIEAYIOIIME  PEKBU3HUTHL:  IIOJIHOE  HaWMMEHOBAaHHWE  BBIIIECTOSIICH
opraHusanuy, HauMmeHoBanue JIOY, Homep (WHOeKC) gena 1O
HOMEHKJIaType, 3aroJI0BOK JeJia, KOJWYECTBO JINCTOB, CPOK XPaHEHUS HIIH
OTMETKA «XPaHUTh IIOCTOSIHHOY», HOMep (hOHIa, OIIUCH, JIeIa;

II0 OKOHYaHWH IEJIONPOU3BOACTBEHHOTO Tofla B O(OpMIICHHBIE OOJI0XKH
el TIOCTOSHHOI'O XpaHEHWS BHOCATCS HEOOXOJMMBbIe YTOYHEHHSI: B
3aroJIOBKH JI€JI, COAEpXKAIIMX PaclopsSAUTENbHbIE JTOKYMEHTHI (IIpHUKa3kbl,
IIPOTOKOJIBI), BHOCSITCSI HOMEpa; €CJIM N0 C IEPEMUCKOM COCTOUT W3
HECKOJILKMX TOMOB, B KaXX/IOM TOME yKa3bIBaeTCsl KOPPECIOHIEHT, aBTOp,
TEPPUTOPHS, APyrHe NaHHble. B KaxaoM ToMe yka3bIBaeTcs aara (YHCIo,
Mecsdll, ToJ) Hayala W OKOHYAHWS JaHHOTO ToMa. ToOYHBIE IaThl
IIPOCTABIIAIOTCS Ha OOJIOKKaxX MAyig OBICTPOro TOWCKa JOKYMEHTOB B
IIOCJIENYIOIEM; U3 3aBEPUTENIbHON HaAMHUCH Ha OOJIOKKY Jieja BBIHOCHTCS
KOJIMYECTBO JIUCTOB B JIEJIE;

Ha/IMCHA Ha OOJIOKKaX JeNl MOCTOSHHOTO W TOJITOBPEMEHHOIO XpaHEHHS
CJIENyET POU3BOIUTE YETKO, CBETOCTOMKNMU YePHUIIAMU;

IUlsl y4eTa KOJMYecTBa JIUCTOB B Jielie W (DUKCAIMM OCOOEHHOCTEeH uX
HyMepalliy Ha OTAEIBHOM JIUCTE COCTABIISIETCS] 3aBEpUTEIbHAS HAIIIHUCh;

B 3aBEPUTENIHON HANIMKUCH YKA3bIBAETCS KOJIMYECTBO JIUCTOB (IUbpamMu U
IIPOIIKCHIO) B Jiesie. 3aBepuTenbHas HAITUCh MTOAMMCHIBAETCS COCTaBUTEIEM
C YKa3aHHUEM ero TOJDKHOCTH ¥ JTaThl COCTABICHIUS;

BHYTPEHHSISI  ONKUCHh  COCTaBIsgeTCS K  JellaM  IIOCTOSHHOTO U
nonrospeMeHHoro (cablme 10 1eT) cpoka XpaHeHus, COQOPMUPOBAHHBIM I10
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3arojlOBKM KOTOPBIX HE packphiBaroOT
KOHKpETHOE COJiep)KaHne JOKYMEeHTOB (0c000 LIeHHbIE, TUYHBIC Jena U . ).

7.4. Onncanme JOKYMECHTOB ITOCTOSIHHOT'O CPOKa XPaHCHHUA:




° OIMCH COCTaBIIIIOTCS pa3lelbHO Ha Jefla ITOCTOSIHHOTO XpaHEHHs II0
OCHOBHOM JIEATENILHOCTH U Ha JieNia 110 JUYHOMY COCTaBYy;
°* OIIMCHU COCTAaBIISIOTCS AETIONPOU3BOUTENEM;
° OIIMCH BEIETCS B €AMHOM BaJOBOW HyMepallud B Te€UeHNE HECKOJIBKUX JIET;
° Ha Jela C HCTEeKIIMM CPOKOM XpaHEHHUs COCTaBisercsd akr oo
YHUUYTOXXEHUHU;
° 10 OKOHYaHHWHU AENIONPOU3BOACTBeHHOro roga B JIOY npousBomutcs otoop
JIOKYMEHTOB IIOCTOSIHHOTO CpOKa XpaHEHUsS AJS BKIIFOUEHUS UX B OIHUCH.
Omnuck COCTOUT U3 IOJOBBIX pa3zesioB, BHYTPH Toja Jiesia pacloyararoTcs
[0 CTEeIeHH 3HAaYUMOCTH C YYE€TOM HOMHMHAJIBHOIO MpuHIUNA (B
COOTBETCTBHM C HOMEHKJIATYPOU yUpeKIeHUS);
° OIMCU COCTaBJIAIOTCSL Pa3felibHO Ha Jiela IIOCTOSHHOTO XpaHEHUs IIo
OCHOBHOM [IESATEILHOCTH U Ha JleJia [0 JUYHOMY COCTaBy;
° OIIUCH COCTaBIIIOTCS CEKpeTapeM.
7.5. [ena epemennoco xpanenus opOPMIISIOTCS YIIPOIIEHHO: OHU HE TOIIUBAIOTCS,
JHCTHI B HUX HE HyMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX He MPOU3BOAMUTCS, ONIUCH Ha
JieJia He COCTABIIIOTCS, YUEeT BeJeTCs 10 HOMEHKJIaType Jedl.

8. YciioBusI XpaHeHHsI JOKYMEHTOB B apXHBe
8.1. JIoKyMeHTBI apXuBa XpaHSATCI B apXUBOXPAaHWIHINE JOIIKOJIHHOTO
00pa30BaTEIHHOTO YUPEIKICHHU.
8.2. He momyckaercsi pa3MellleHne apXyBa B MOABAIBHBIX U YEPAAYHBIX [TOMEIIEHIMIX
JIETCKOTO caa.
8.3.  ApXUBOXpaHWIMIIE  [ODKHO  OBITh  yHadeHO OT  J1abopaTOpHBIX,
IIPOM3BOJACTBEHHBIX, OBITOBHIX TIOMEINEHWH W HE HMETh OONMX C HUMH
BEHTUJIILIUOHHBIX KaHAIIOB. APXUBOXPAHWIHUIIE OTAEIIETCS OT COCEIHUX ITOMEIEHHIM
HECropaeMbIMH CTEHAMHU U IEPEKPBITUIMH C TIpelesiaMH OTHECTOMKOCTH HE MeHee
ABYX 4acoB. B apxuBoxpaHUIIHIIE He HOMyCKaeTCsl MPOKIaaka TpyO BOIOCHAOKEHHUS U
KaHaJIM3alUK, TEXHOJIOTUYECKHUE WIIA OBITOBBIC BBIBOJIBI BOIEL.
8.4. ApXMBOXpaHWIHUIIE JODKHO WMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTHJIAIMIO,  O0ECIIEUMBAIOLIYI0  PEIMPKYSAIHI0  BO3AyXa,  CTaOMIBHOCTB
TEMIIEPATYpPHO-BIQXHOCTHOTO PEXUMA.
8.5. Bce nmocrymatomme B apxuB JIOY  IOKyMEHTHI pasMEMIalOTCi B
ApXWBOXPAHMIIMINAX HA CTAalMOHApPHBIX W/WIM TIEPEIBIKHBIX METAJIMUYECKUX
CTeIlIaXaXx, B METAJNINYECKUX ITKadax WIH KOHTeHHepax.
8.6. Cre/mnakxu TOJDKHBI OBITh YCTAHOBIICHBI MEPIIEHIUKYIIAPHO CTEHAM C OKOHHBIMH
IIPOEMaMH, a B IIOMEIIEHWU Oe3 OKOH - C Y4eTOM OCOOCHHOCTEH TMOMEIIECHUS H
obopynoBanusi. He momyckaercss pasmelneHHe CTe/UIaXKeW BIUIOTHYIO K Hapy)KHBIM
CTEHaM 3aHUS U K UICTOUYHHUKAM Tera.
8.7. PaccraHoBka cremnaxkeli ¥ ImkadoB OCYIIECTBISIETCS B COOTBETCTBUU CO
CIENYIOINUMU TPEOOBaHUSIMHU:

° PacCTOsSHHE MEXIY psAaaMu cTeiuiaxed (raaBHbIN mpoxond) — He MeHee 120 cwm;

e paccrosinue (MPOXo/) MeXOy CTe/uTakaMu — He MeHee 75 cM; _

° PpacCTOsHHe MEXIy Hapy)KHON CTEHOH 3[aHUs U CTeIUIaKaMH, HapajiiebHBIMU

CTeHe — He MeHee 75 cM; :
* paccTOsSIHWE MEXIy CTeHOU U TOPIIOM cTeliiaxa Wid mkada (06xon) — He MeHee




45 cm;
° pacCTOsSHME MEX]y II0JIOM U HIDKHEW IMOJIKOH cTeiaxa (1mkada) — He MeHee 15

CM, B I[JOKOJIbHBIX 3Ta)kax — He MeHee 30 cMm.
8.8. IIpoTHBOMOXXKApHBIA pPEXUM B apXMBOXPAaHUIHUINAX, M€ pPa3sMEINAETCS apXUB
JOYV, ycranaBiuBaeTcst B COOTBETCTBHH C [IpaBuiiaMu IPOTHBOIIOXKAPHOIO PEXHUMA B
Poccutickoit @eneparuu ot 16 centsdops 2020 roga Ne1479.
8.9. ApXuBHBIE TOKYMEHTHI CJIeIyeT XPaHUTh B TEMHOTE.
8.10. 3ammra HOKyMEHTOB OT JEWCTBHS CBeTa O00OECIEUYUBAETCS XpaHEHHEM
JOKYMEHTOB B KOpOOKax, Hamkax M Ieperuietax, B InKadax HIM Ha cTejulaxax
3aKpBITOrO THIIA.
8.11. EcTecTBeHHOE OCBEIEHHE B apXWBOXPAHWIHIIE HOIYCKAETCS IIPH YCIOBHH
IIPUMEHEHM Ha OKHaX CBETOpacceuBaTelied, peryisiTOpoB CBETOBOIO IOTOKa
(crlenuanbpHBIX CTEKOM), 3alIUTHBIX (QUIBTPOB U IIOKPHITHMA, JKAJFO3H.
8.12. Jlms HMCKyCCTBEHHOTO OCBELICHMs IPUMEHSIOTCS JIaMIbl HaKaJIWBaHUSI B
3aKPBITHIX IIJaQOHAX C TIAKOH MOBEPXHOCTEIO.
8.13. B apXxuBOXpaHWIHIIE ISl XPaHEHHS JOKYMEHTOB YCTAHABIMUBAIOTCS CIIEAYIOIIUE
[1apaMeTphl TEMIEPaTypPHO-BIAXKHOCTHOTO PEXXMMAL:

° JUIA XpaHEeHHs JOKyMEHTOB Ha OyMakHOM HocHTele — Temmeparypa 17-19°C,

OTHOCHUTEIIbHAs BIAXXHOCTh Bo3ayxa — 50-55%.
8.14. IlomemeHus: apxwBa JOUIKONBHOTO O0OpPA30BATENBLHOIO YUPEXKIEHUS JOJDKHEL
COZICPXKAThCs B YHCTOTE, B YCIIOBUSX, HCKIIIOYAIOIIUX BO3MOXKHOCTH ITOSIBIIEHHS
IIJIECEHU, HACEKOMBIX, ITBLIH.

9. 3akiII0YHTeIbHBIE 10JI0KEeHUS

9.1. Hacrosmee Ilonoxenue 06 apxuBe SBIAETCS JIOKAIBHBIM HOPMAaTUBHBIM
aKToM, TpuHMMaerca Ha OOmeMm coOpaHuu pabOTHHKOB  JOIIKOJIBHOTO
00pa3oBaTeNIbHOTO YUPEXKICHHS M yTBepxknaercss (MO0 BBOAUTCS B [eiiCTBHE)
3aBenyromnmuMm JJOVY.

9.2. Bce wu3MeHeHHWsS W [OMNONHEHHS, BHOCHMBLIE B HacTodllee llomokeHue,
0GOpMIIAIOTCS B NHCHMEHHOM (OpME B  COOTBETCTBHH JEACTBYIOIIIM
3aKOHOATENLCTBOM Poccuiickoit Denepariuu.

9.3. llonoxenme o6 apxuBe JOY mpuHHMaeTcs Ha HEONpPENENEeHHBIH CPOK.
W3menenuss wu pomonHeHHMs K [IONOXKEHWIO MNPUHMMAIOTCA B IIOPSIKE,
npenycMoTperHHoMm 11.9.1. sacrosmero Ilonoxenus.

9.4. Tlocne mpunstus I[lonoxenus (WM W3MEHEHUH U JONONHEHUH OTHETbHBIX
IIYHKTOB M Pa3ZelioB) B HOBOM peNaKiMé MpebIaylias PeAakius aBTOMaTHYECKH
YTPAauUBaET CHUIY.



