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1. O0mue moJ1o:KeHUsA

1.1. Hactosmee Ilomoxkenne pa3zpaboTaHo Ha ocHOBaHHM IIpuMepHOTo IMONOKEHHS 00 apXuBe
OpraHu3alliy, YIBEPAKIECHHOTO IpuKa3oM DeepalbHOro apXuBHoro areHrcrsa Ne 42 ot 11 anpeins
2018 roma, B cooTBeTcTBUH ¢ DejepadbHbIM 3akoHOM Ne 273-03 ot 29.12.2012 roma «O6
obpasoBarun B Poccuiickoit @ejaepaiiun» ¢ m3MeHeHHAMH Ha 2 mrons 2021 roxa, IIpmkazom
MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:KIeHHUH MpaBUI OpraHU3aIlMH XpaHeHHS,
KOMILIEKTOBaHUS, Yy4YeTa H HCIOJIB30BaHHMA JOKYMEHTOB ApxuBHoro (onma Poccuiickoit
Oenepaniil U JPYIHX apXUBHBIX JIOKYMEHTOB B OpraHaXx TOCYHAapCTBEHHOI BIAcTH, OpraHax
MECTHOTO CaMOyIpaBJIeHHS M OpraHH3alUsaX», YCTaBOM MYHHIIHIIAIbHOTO OIOIAKETHOTO
JIONIKOJIBHOTO 00pa30BaTeIbHOTO YUpeKIeHHS AeTCKuil caa No 5 «PoqHIT0K» KOMOUHHPOBAHHOTO
Buj1a c.Cappir-Cemn Kaa-XeMckoro paiiona Peciry6mmku TriBa.

1.2. JlamHoe IlomoxkeHne 00 apxXuBe MYHHIIHIATBHOTO OIOUKETHOTO  JIONIKOJIBHOTO
00pa3oBaTeIbHOTO YUpeAKIeHHS TeTCKUi caq No 5 «PoiHHI0K» KOMOHHUPOBAaHHOTO BHa ¢.Caphbir-
Cen Kaa-Xemckoro paiiona PecrryOmku TriBa ompesenseT cocTaB JIOKYMEHTOB apXHBa H YCIOBUS
HX XpaHeHHus, YCTaHABIUBAaeT 3aJladd, Ha3HauUeHHe M (YHKIHUH apXuBa, perjJaMeHTHpPYeT
JIesTeTbHOCTh JIMIIa, OTBETCTBEHHOTO 3a BEJCHHE apXuBa B JIONIKOIBHOM 00pa30BaTeIbHOM
YUpEKICHU.

1.3. B cBoeil IesTeIbHOCTH apXHB JETCKOTO caja pykoBojacTByeTcsd @DellepajbHBIM 3aKOHOM
Ne 125-@3 ot 22.10.2004 rona «O6 apxuBHOM jene B Poccuiickoit Meepainy ¢ H3MEHEHHSIMI
Ha 11 mronsa 2021 roma, HOpMAaTHBHBIMH IpPaBOBBIMH akTamu Poccuiickoii @eepariun, cyobeKTa
Poccuiickoit @eneparmini B cdepe apXHMBHOIO Jeda U JEIONPOU3BOJICTBA, JIOKATBHBIMH
HOPMAaTHBHBIMU aKTaMH JIONIKOJIFHOTO 00pa30BaTEIbHOTO YUPEHKICHUS.

1.4. Joxkymentst JIOVY, wuMeromme HCTOPHYECKOE, KYJIbTYPHOE, HAy4YHOE, COIHAIBHOE,
PKOHOMUYECKOE H MOIUTHYECKOE 3HAYEHHEe, COCTABISIOT TOCYHApCTBEHHYIO 4acTb ApPXUBHOIO
donna Poccuiickoii @eneparuu, SBISIOTCS COOCTBEHHOCTBIO TOCy/apcTBa M IOMJIeKaT
MIOCTOSSHHOMY XPaHEHHIIO B IOCYNapCTBEHHBIX apxuBax Poccuiickoii @eneparnuu. /o nmepenadn Ha
rOCylapcTBEHHOE€ XpaHEHHe JaHHble JOKYMEHTBl BpEMEHHO XpaHAICAi B JIOMIKOJIbHOM
00pa3oBaTeIbHOM YUPEsKICHH.

1.5. B JIOY nama XxpaHeHHS JIOKYMEHTOB ApxuBHoTo ¢onna Poccuiickoii @enepanuu u
3aKOHUEHHBIX JIeJIONMPOU3BOJCTBOM JIOKYMEHTOB MPAKTHIECKOTO Ha3HA4eHHs, MX oTOopa, ydera,
HCII0JIB30BaHUS U IOJTOTOBKH K IIepejiade Ha TOCYyJapCTBEHHOE XPAaHEHHUE CO3/JaeTCs apXHB.

1.6. ApxuB co3jaerci Kak CaMOCTOSTEIbHOE IHOJpa3elIeHHe, BO3IIABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 3a BEJCHHE apXHBa Ha3HA4YaeTcsd OTBETCTBEHHOE IHI[0 COIVIACHO IIPUKAa3y
3aBEIYIONIEro JONIKOIBHBIM 00pa30BaTeIbHBIM YIPEKICHUEM.

1.7. JlomkoiapHOe 00pa3oBaTelbHOE YUpekIeHHe obOecrmeunBaeT COXPAaHHOCTh, Y4eT, OTOOop,
yIopsiodeHne U HCIOIb30BaHHE JIOKYMeHTOB ApxuBHoro ¢(oHma Poccuiickoit @Deneparnii,
o0pa3yronmuxcs B ero jgestenbHocTH. ObecnednBaeT CBOEBPEMEHHYIO Iiepefiady 3THX JJOKYMEHTOB
Ha TOCy/IapCTBEHHOE XpaHEHME.

1.8. Bce paboTel, CBS3aHHBIE C IIOJTOTOBKOI, TPaHCHOPTHPOBKOH H Iepepadeil apXUBHBIX
JIOKyMEHTOB, IIPOH3BOJSTCS CIUIAMH U 3a CYET JIETCKOTO cajia.

1.9. 3a yrpaTy H mop4y JOKyMeHTOB ApxXuBHOTo (oHaa Poccuiickoit @epepalin JOTKHOCTHBIE
muia JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHH C JI€HICTBYIOITHM 3aKOHOATEIECTBOM.

1.10. KoHTpoJIb A€ATEILHOCTH apXHBa OCylIecTBIgeT 3aBenyronnmi /IOY, a B ero oTcyrcTBuM -
HCTIOTHSIOMINIT 00513aHHOCTH 3aBEYIOIIETO.



2. CocTaB JOKYMEHTOB apXHBa

2.1. B apxus IOV mocTynarort:

* 3aKOHYCHHBIE JIEJONPOU3BOJICTBOM YUPEKICHHS JIOKYMEHTHI IIOCTOSHHOTO XpaHEHH,
JIOKYMEHTBI BpeMeHHoro (cBbimre 10 JeT) cpoka XpaHeHHS, HeoOXoJIUMble B IpaKTHYeCKOI
JIEeSTEIBHOCTH, JOKYMEHTHI 110 KaJipaM U BOCIIUTaHHHKAM;

* JIOKYMEHTBHI IOCTOSHHOTO XPaHEHUS U IO JIMYHOMY COCTaBY OpraHH3allUil-IpeAIecTBeHHUKOB
(TIpu MX HATHMYHH);

+ Ju4HBIe (POHJIBI BeAYNIUX paOOTHHKOB IETCKOTO caja (IpH MX HaJU9Un);

* choyxKeOHbIe U BeIOMCTBEHHBIC H3/JaHUSA;

* CHPaBOYHO-TIONCKOBBIE CPEJCTBAa K JOKYMEHTaM H YYeTHble JOKYMEHThl ApPXUBa JETCKOTO
cajna.

2.2. Cpoku XpaHeHHsS JOKYMEHTOB B apXHBe JIONIKOJBHOTO 00pa3oBaTeNbHOTO YUPEKJICHHS
OIPEIeNSFOTCSL COTTIACHO CPOKAM, YKa3aHHBIM B YTBEPIK/IEHHOI HOMEHKIIAType JIell.

3. 3agmauu apxusa /[OY

3.1. OcHOBHBIMH 3aJladaMH apXHBa ABJISIOTCH:

* OpraHH3alisd XpaHEHUS JOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pa3ieIoM 2 HACTOSIIETO
Tlonoxennus;

* KOMIUIEKTOBaHHE apXHBa JOKYMEHTaMH, 00pa30oBaBIIUMHCS B JeATEIbHOCTH YUpekKICHH,
OCYIIECTBIISIONIETO 00pa30BaTEIbHYIO IeATETbHOCTE;

* ydeT, obeclieueHHe COXPaHHOCTH, CO3/IaHNEe HAYTHO-CIIPAaBOYHOTO alllapara;

* HCHOJIb30BaHHUE JIOKYMEHTOB, HAXOINIHXCS HA XpaHeHnH B apxuse J|OV;

* TOATOTOBKA M CBOEBpEMEHHas Iiepefiada JOKYMeHTOB ApxuBHoro ¢oHma Poccuiickoit
@eepaliii Ha OCTOSHHOE XpaHEHHe B TOCYIapCTBEHHBIN (MYHHUITUITAIbHBII) apXUB;

* METOIMYECKOE PYKOBOJACTBO U KOHTPOJIb 3a (QOopMHUpOBaHHEM U oQopmiIeHHEM el B
JIEIIOTIPOU3BOJCTBE JETCKOTO cajla U CBOEBPEMEHHOIN Ilepefadell MX B apXuB JOMIKOJIBHOIO
00pa30BaTEIBHOTO YUPEKICHU .

4. DyHKIHH apXHBa

B co0TBETCTBUH C BO3T0KEHHBIMU 3a/I[a4aMU apXHB OCYIIECTBIIET CASAVIONNE (QYHKITIN:

4.1. OpranuszyeT HpHEeM JIOKYMEHTOB IOCTOSAHHOTO H BpeMeHHOro (cBbire 10 jeT) cpokoB
XpaHeHNs, B TOM YHCJIe IO KaJpaM U BOCIHTaHHHKaM, oOpa3oBaBmuxcs B nestensHoctu JI0Y, B
COOTBETCTBUH C YTBEPAKICHHBIM Ipa(UKOM.

4.2. ObecreynBaeT COXPAHHOCTh M BeJeT y4eT JOKYMEHTOB M (POHIOB, HaXOIAIINXCS Ha

XPaHEeHUHU B apXHBe JIONIKOJIHbHOTO 00pa30BaTEIbHOIO YUPEKICHUS .

4.3. IlpeacTaBiaseT B rocy/IapCTBEHHBIH (MYHHIIHITAJIBHBII) apXUB ydeTHBIE cBeJeHUsS 00 o0beMe
H cOCTaBe XpaHANMXCS B apXHBe JETCKOTO cajia JOKyMeHTOB ApxmuBHOro (orma Poccuiickoit
@Oenepanuu U APYTUX AapXHBHBIX JOKYMEHTOB B COOTBETCTBHH C IMOPSAIKOM TOCYZapCcTBEHHOIO
yaeTa JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @eepaliui.

4.4, CucteMaTH3UPyeT U pa3MellaeT JOKYMEHTHI, MOCTYHawIe Ha XpaHeHue B apxus OV,
oOpa3oBaBIIHECs B X0/I€ OCYNIECTBICHUS eI TEIbHOCTH YIPEKICHHSL.

4.5. Pa3pabatbiBaeT rpaduKu Mpe/ICTaBISHUS OMHCE Ha PacCMOTpPEeHHE SKCIEepTHO-TIPOBEPOTHOI
KOMICCHH H TIepe/ladn JOKYMeHTOB ApxuBHoro ¢onma Poccuiickoit @enepalini Ha XpaHEeHUE B
rOCY/IapCTBEHHBIH (MYHUITUITAIbHBII) apXUB.

4.6. OcyIllecTBIAET IOATOTOBKY U IPeJiCTaBIsIET:

* Ha pacCMOTpPEHHE U COIIacOBaHHE 3KcrepTHoil komuccuu JIOY omucu nen MOCTOSHHOTO




XpaHeHus, BpeMeHHBIX (cBbimie 10 I51€T) CPOKOB XpaHEHHs, B TOM WUHCJIEe IO KajpaMm H
BOCIIHTAaHHHKAM, a TakKK€ akKThl O BBIJEJICHHNH K YHHYTOXXEHHIO apXHBHBIX IOKYMEHTOB, HE
MOJIIeKalX XPAaHEHHI0, akKThl 00 yTpaTe HOKYMEHTOB, aKThl O HEHCIIPAaBHMBIX MOBPEKICHUIX
ApPXUBHBIX JIOKYMEHTOB;

* Ha  yTBEpKIEHHE OKCIEPTHO-NPOBEPOYHOH  KOMHCCHH  YIIOTHOMOYEHHOTO  OpraHa
HCIIOJIHUTENIbHON BiracTH cyobekTa Poccuiickoii @enepainu B cepe apXHUBHOrO Jiena (nanee -
SIIK apXHUBHOTO yUpekKJACHUS) OIMHICH JIe MOCTOSHHOT O XPaHEeHUS;

« Ha cornacoBanne OJIIK apxmBHOro yupexiaeHus cyobekta Poccuiickoit @exepaiin
(MYHHIIHITAJIBHOTO apXHBa), B CIy4ae HAJEIEHUS €ro COOTBETCTBYIOIIHMH ITOJHOMOYHSMH,
OIIHCH JIeN 110 JTUYHOMY COCTaBY;

« Ha cormacoBanne DIIK apxuBHOTO YyupexaeHns cyodsekTa Poccmiickoii @emepariuu
(MYHHIIHITAJIBHOTO apXHBa), B cIydae Ha/IeJIeHHUS €r0 COOTBETCTBYIONIUMH ITOJTHOMOYHSIMH, aKThI
00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABHMBIX ITOBPEKISHISIX apXUBHBIX JOKYMEHTOB;

* Ha yTBepxkIeHHe 3apeayroomeMy JJOVY onucH Ael MOCTOSHHOIO XPaHEHHUS, OIHCH BPeMEHHBIX
(cBpime 10 51eT) CpoKOB XpaHeHUS, B TOM YHCJIE OMICH JIeN 110 KaJpaM U BOCIHTAaHHHKAM, aKThI O
BBIICIEHNH K YHUUYTOKEHHIO apXUBHBIX JTOKYMEHTOB, HE IMOJJIEkKAlHX XpaHEHWUIO, aKThl 00
yIpaTe JIOKYMEHTOB, AaKTbl O HEHCIPAaBHMBIX THOBPEXKIEHUSAX apXHBHBIX JIOKYMEHTOB,
yIBep:JIeHHBIe (coriacoBaHHble) DIIK Win rocyapcTBEeHHBIM apXHBOM cyObekTa Poccuiickoit
Oenpepanun  (MyHHIIHIAJIBHBIM apxXHBOM) B Cclydae HAJelIeHHS €ro COOTBETCTBYIOUIHMU
MIOTHOMOYHUSIMH.

4.7. OpraHm3yeT Iepeaady JOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickoii @ejaepamin Ha
MMOCTOSHHOE XpPaHEHUE B TOCYAAaPCTBEHHBIN (MYHHITUIIAIbHBIN ) apXHUB.

4.8. OpranusyeT ¥ IPOBOJUT 3KCIEPTU3Y IIEHHOCTH JTOKYMEHTOB BpeMeHHBIX (cBbinie 10 Jer)
CPOKOB XpaHEHUs, HaXoIAImXcs Ha XpaHeHuu B apxue JIOVY B mensx otdopa JOKYMEHTOB U
BKIIOYEHHS B cocTaB ApxuBHoro ¢onma Poccuiickoii @enepanun, a TakkKe BBIABICHUA
JIOKyMEHTOB, He [TOJUIeKalluX JajJbHENIeMYy XPaHEeHHIO.

4.9. YaacTByeT B paboTe 3KCIIepPTHOI KOMUCCUH JIOMTKOJIBHOTO 00pa30BaTeIbHOTO YUPEKISHHS.
4.10. IIpoBOAUT MEPOTPHUATUS IO OOECHEUYEeHUI0 COXPAHHOCTH JOKYMEHTOB, HaXOISIIUXCS Ha
XpaneHuu B apxuse J[OV.

4.11. OpranmszyeT uHbOPMHpPOBaHHE aAMHUHHCTparuun u pabotHHKoB JIOY o0 cocTraBe u
COJIepKaHUH JOKYMEHTOB apXHBa YIpEKICHUS.

4.12. UudopMupyeT IOJIb30BaTeIei 10 BOIIpocaM MeCTOHAXO0KISHUS apXUBHBIX JOKYMEHTOB.
4.13. HcnomHgeT 3ampochl MOJb30BATeNell, BBIIAET apXUBHbIE KOIHH JOKYMEHTOB, ApXHUBHBIE
BBIINCKH 1 apXHBHBIE CIIPABKIL.

4.14. Beget y4eT HCIIOJIb30BaHUS JOKYMEHTOB apxusa /[OV.

4.15. Co3nmaet GpoH]I MOJIH30BAHUS apXUBa JETCKOTO cajja M OPraHu3yeT €ro UCIO0Ib30BaHHE.

4.16. OcyniecTBISET BeJIeHHE CIIPAaBOYHO-IIOUCKOBBIX CPEACTB K JOKyMeHTaM apxuBa J[OVY.

4.17. Co3zlaer, MONOJHAECT U COBEPUICHCTBYET HAyYHO-CIIPABOYHBIN ammapaT K XpaHAIMMCS B
apxuBe JenaM H JIOKyMEHTaM.

4.18. YuacTtByeT B pa3paboTKe MOKYMEHTOB YHUpEKISHHUS IO BOIpocaM apXHUBHOTO Jejla U
JIEIOTIPOU3BOICTBA.

4.19. Oka3pIBaeT METOIMIECKYIO IOMOIIE:

+ ciayxbe nemnompomsBojcTBa JIOY B cocTaBleHHHM HOMEHKIATYphl Jel, (pOpMHpPOBAaHHH H
opopmieHNH €7, KOHTPOIHpPYeT IPaBWIbHOCTh (opMupoBaHUS U OpOpMIECHHS Hel B
JIEJIONIPOU3BO/ICTBE.




4.20. YtIaCTByeT B IMPOBCACHHH Meponpuﬂ'mﬁ 110 ITOBBINICHHIO KBEUIH(i]H:KaHHIrI OTBETCTBCHHBIX
pa60THIIKOB adpXHBa B JOHIKOJIbHOTO 06p3,30BaTe}IbH01"0 YUpEKICHH .

S. IIpaBa apxuBa

JL1s BBITIOTHEHHS BO3JIOKEHHBIX 3a1a4 U () YHKITHIT U110, OTBETCTBEHHOE 3a apXUB, HMEET MPaBo:
5.1. IlpencTaBisaTh 3aBelyIONIeMY JIOMIKOIbHBIM 00pa30BaTeIbHBIM YUPEKICHHEM IPeII0KEHUS
II0 COBEPIIEHCTBOBAHHIO OPraHH3AIMN XPaHEHHS, KOMIUIEKTOBAHUS, y4eTa U HCIIOJb30BaHUSI
apXUBHBIX JIOKYMEHTOB B apxuse J[OVY.

5.2. JlaBaThb pa3bACHEHHUS M PEKOMEHJAIMH II0 BOMPOCaM, BXOISMINM B KOMIIETEHITHIO apXHBa
JIOMIKOJIBHOTO 00pa30BaTEIbHOTO YUPEK ICHHU .

5.3. llpuHuMaTh ydYacTHe B 3aceaHHSIX SKCIIEPTHON KOMHCCHU YUPEKIEHHS, a Takke B
HKCIIEPTHO-IIPOBEPOYHOIT KOMHCCHH YIIOJIHOMOYEHHOIO OpraHa WCHOJHUTEIbHON BIACTH
cybnekta Poccuiickoit @enepaimu B chepe apXUBHOIO Jiena.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHPOBAHHE APXHBA

6.1. Ha3zHaueHHoe mpuka3oM 3aseayromero OV im0, 0OTBETCTBEHHOE 3a BEJICHUE apXuBa, HECEeT
MIEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:

* BBINOJHEHHE BO3JIOKECHHBIX Ha apXHB 3ajad U (QYHKIHH B COOTBETCTBUH C JeHCTBYIONINM
3aKOHOJAaTeNbCcTBOM Poccuiickoit Denepaliin;

* OpraHmM3aIio padoThl apXHBa, CBOEBPEMEHHOE M KBATH(HUITMPOBAHHOE BHITIOIHEHHE MTPHKA30B,
pacHopsLKeHHIl, TOPYICHHIl BBIIIECTOSIIET0 PYKOBOJICTBA, ACHCTBYIONTUX HOPMAaTHBHO-IIPABOBBIX
aKTOB IO CBOEMY IIPOQIITIO JIeITeIbHOCTIL

* pamuoHaTbHOE H 5(QeKTHBHOE HCIOIh30BaHHEe MaTepHAIbHBIX, (PUHAHCOBBIX H KaJpOBBIX
PECYpCOB;

* COCTOSHHE TPYAOBOH U UCHOMTHHTEIbCKOH JHUCHHIUINHBI B AapXHBe, BBIIOJIHEHHE CBOHX
(YHKITNOHAIBHBIX 0043aHHOCTEIT;

« coOmojeHne MpaBiI BHYTPEHHETO paclopsjika, CAaHHTapHO-IIPOTHBOSIHIAEMHIECKOIO pekKIIMa,
MIPOTHBOIIOKAPHOI 0e30MMacHOCTH H TeXHUKHU 0€3011acHOCTH;

* BEJICHHE JIOKYMEHTAllUH, IPEIyCMOTPEHHOH JICHCTBYIOIIMMH HOPMAaTHBHO-TIPABOBBIMU
JIOKYMEHTaMU;

* IIPENOCTaBICHHE B YCTAHOBICHHOM TMOPSJIKE JOCTOBEPHOH CTATUCTHYSCKON H HHOM
uH(opMaIUH o JIeSTeIPHOCTH apXUBa;

* TOTOBHOCTH apXHBa K paboTe B YCIOBHSAX Upe3BBITAIHBIX CHTYAIHIL

6.2. OTBETCTBEHHBIE 3a BeJCHHE JICIOMPON3BOCTBA, IIOJITOTOBKY U IpeJICTaBIeHIE JOKYMEHTOB Ha
XpaHeHHe B apXuB, Ha3HAavYarTcs 3aBeayronmM JJ0Y.

7. KoMILIeKTOBaHHe apXHBa

7.1. IloaroToBKa JOKYMEHTOB K Iepejiaue B apXHB JIONIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKICHUSA
BKIIIOYAET SKCIEPTHU3Y HAYYHOH M MPaKTHIECKOH I[€HHOCTH JOKYMEHTOB, odopmieHHe [el,
COCTABJICHHE OITHCH.

7.2. DKcHepTH3a IIeHHOCTH JJOKYMEHTOB

* 3KCIepTH3a IEHHOCTH JOKYMEHTOB — OIpejieieHne IIeHHOCTH JIOKYMEHTOB C I1e/Ibi0 0TOopa HX
Ha XpaHeHUE H YCTAaHOBIEHHE CPOKOB XpaHEHUS. DKCIEPTH3y I[EHHOCTH NOKyMeHToB B JIOV
OCYIIECTBIISIET IIOCTOSHHO AEHCTBYIONIAS SKCIIEPTHAS KOMHUCCHS;

* DJKCIIepTHAas KOMHCCHS Ha3zHadaeTcs IpukasoM 3aseayromtero JIOY. B cocraB 3KcrepTHON
KOMICCHH BKITIOYAIOT HE MEHee TpeX COTPYIHUKOB, B TOM UHCIE B 0053aTEIbHOM MOpPSJIKE JIHIIO,




OTBETCTBEHHOE 3a BEJICHHE apXmBa JeTcKoro caja. CekpeTapeM 3KCHEPTHOH KOMHCCHU Ha3HAYaKOT
cneruanucta mo kKaapaM JIOY. DkcmeprHas KOMHCCHS Ha 3aceJaHHUAX pPacCMaTpPUBAET:
HOMEHKJIaTypy €1 JIETCKOTO cajia, OMUCH Tl MOCTOSHHOTO XPaHEHHS U IO JIHYHOMY COCTaBy,
aKThl HA JIOKYMEHTHI, BbIJIC/IIEMbIe K YHHITOKECHHIO.

7.3. Odopmuenue nemn:

* Qdela NOCMOAHHO20 XpaHeHus TIOANIHBAIOTCS B TBEPIYIO 00JI0KKY MPOIHBIMH HUTKaMH. JIHCTEI
HYMEPYIOTCS B IIPaBOM BEpXHEM YIUIYy IIPOCTBIM KapaHaamioM. KolmaecTBO THCTOB B KaKIOM JEIIe
He JI0JDKHO MpeBbmiath 250. B KoHIE Aema Ha OTJEIbHOM JIHCTE COCTaBIISETCS 3aBEpUTEIbHAS

HaIIIHCh;
* Ha o0JOXKKe Jie MMOCTOSHHOTO XpaHeHHS JOJKHBI OBITh MPOCTABICHBI CIIeAYIONINE PEKBU3UTHI:
I0JIHOE HAaMMEHOBAaHHE BBINIECTOSNIEN OopraHm3alnuy, HauMeHoBaHue JIOY, Homep (MHIEKc) aena
[0 HOMEHKJIAType, 3aroJIoBOK Jejia, KOJIHMIeCTBO JHMCTOB, CPOK XpPaHEHUS HJIM OTMETKAa «XpPaHUTh
MIOCTOSIHHO», HOMep (oH1a, OIHCH, JIena;

* 10 OKOHYAHHH JIeJOMpPOU3BOJICTBEHHOTO TojJa B odopMIeHHBIE OOIOKKH Jiel IOCTOSHHOIO
XpaHeHHsA BHOCATCSA HEOOXOUMble YTOUHEHHS: B 3ar0JOBKH JIeJl, COJIeP/KalluX pacHopsIuTeIbHbIe
JIOKYMEHTHI (TIpHKa3bl, MPOTOKOIbI), BHOCATCA HOMEpPA; €CIH JEI0 C IMEePelHCKOH COCTOUT W3
HECKOJIBKHX TOMOB, B KaKJOM TOME YKa3bIBaeTCS KOPPECIOHIEHT, aBTOP, TEPPUTOPHS, APYTHUE
JaHHBle. B KakqoM ToMe yKasbIBaeTcs JaTa (YHCI0, Mecsll, ToJ) Hadala H OKOHUYaHHUS JIAHHOTO
ToMa. TOUHBIE JMaThl MPOCTABIAKTCS Ha O0O0JOKKaX JUIS OBICTPOTO IOHCKAa JIOKYMEHTOB B
MOCIIEAYIONIEM; H3 3aBepUTEIbHOIN HaMICH Ha 0O0JI0XKKY Jiella BEIHOCUTCA KOJIHYECTBO JHCTOB B
Iiele;

* HaJAMICH Ha 00JI0JKKax Jel MOCTOSHHOTO M JIOJNTOBPEeMEHHOTO XpaHeHHS ClleAyeT MPOH3BOIUTh
YETKO, CBETOCTOHKUMH YEPHIUIAMH;

* 114 ydeTa KOJIHIecTBa JIMCTOB B Jiele U (HKcallii 0coOeHHOCTEH HX HyMepaluH Ha OTAeIbHOM
JIICTE COCTABIISETCS 3aBEpUTEIbHAS HAJIINCh;

* B 3aBEPUTEIHHOI HAJIIMNCH YKa3bIBae€TCA KOJIMYECTBO JIMCTOB (IM(paMH H IpPOMICHI0) B Jeie.
3aBepHTeNbHAS HAAMICH IOJIMICHIBAETCA COCTABHUTEIEM C YKa3aHHEM €ro JOMKHOCTH M JaThl
COCTAaBJIEHH;

* BHYTpPeHHSS OINCh COCTaBIfgeTcd K JelaM MOCTOSHHOTO U JIoJroBpeMeHHOro (cBeime 10 ier)
Cpoka XpaHeHHS, c()OpPMHPOBAHHBIM IO Pa3HOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX He
PacKphIBalOT KOHKPETHOE coJlepiKaHle JOKYMEHTOB (0co00 I[eHHbIe, THUHBIE Jela 1 JIp. ).

7.4. OmcaHnue JOKYMEeHTOB IIOCTOSHHOTO CpOKa XpaHeHHS:

* OIIICH COCTABIIIIOTCS pa3/ieIbHO Ha Jiela OCTOSHHOT O XpaHEeHUs IO OCHOBHOII JIEATEIbHOCTH U

Ha Jielia 10 JIMTYHOMY COCTaBYy;
* OIICH COCTABJISIOTCS CIIITHATUCTOM IO KaJIpaM;

* OIICH BeJIETCA B €IMHOI BAIOBOIl HyMepalliu B TeUeHHEe HECKOIBKIX JIeT;

* Ha Jeja ¢ HCTEeKIINM CPOKOM XpaHEeHHUS COCTAaBIISAETCS aKT 00 YHHITOKEHHH;

* 10 OKOHYAHHH JeJONpoHN3BOJICTBEHHOro rojga B JIOY mpomsBomutcs OTOOp JTOKYMEHTOB
MIOCTOSTHHOT O CPOKa XpaHEeHUs JUISl BKIIOUEHHS UX B omuch. OMICh COCTOHT H3 TOJOBBIX pa3JielioB,
BHYTPH r'oJla Jiejla PacIioIaraloTcs 1Mo CTEeMEeHH 3HaYHMOCTH ¢ Y9eTOM HOMHHAIbHOTO MPUHITHIIA (B
COOTBETCTBHH ¢ HOMEHKJIATYpPOl YUPEKICHUS);

* OIIICH COCTABIIIIOTCS Pa3/ieIbHO Ha Jiea MOCTOSHHOTO XpaHEeHHs 110 OCHOBHOII 1€ TeIbHOCTH U
Ha Jiella 10 JIMYHOMY COCTaBY;

* OIICH COCTaBJISIOTCS CEKpPEeTapeM.

7.5. lena epementozo xpareriiss OPOPMILIIOTCS YIIPOIIEHHO: OHI HE IOJIIIHBAIOTCS, TUCTHI B HUX
HE HYMEpyITcs, YTOUHEHHE Ha O0I0KKaxX He MPOH3BOJIUTCS, OMMCH Ha Jlella He COCTaBILIOTCH,



YUET BEACTCA I10 HOMCHRIIATYpPE ICII.

8. YcinoBusi xpaneHusi JOKyMeHTOB B apXHBe

8.1. JIOKyMeHTBHl apXuBa XpaHSATCS B apXHUBOXPAHIWIHIIE JIONIKOJBHOIO 00pa30BaTeIbHOIO
YUPpEKICHUSI.

8.2. He pomyckaeTrcs pa3MmelleHHe apXuBa B IMOABAIBHBIX U YepAadHBIX ITOMENIEHHUSAX JIETCKOTO
cana.

8.3. ApXHBOXpaHILTHIIE JI0JDKHO OBITh YIAJE€HO OT J1IaDOpaTOpHBIX, MPOH3BOICTBEHHBIX, OBITOBBIX
MOMENIEHHT W He HMeTh OONMX ¢ HHUMH BEHTIWIAMHOHHBIX KaHAIOB. ApPXHBOXpaHILIUIIE
OTAeNseTcs OT COCEJIHHUX IMOMENIeHHII HECrOpaeMbIMH CTE€HAMH H HEPEeKpPhITHSAMHU C IpeaelaMu
OTHEeCTOIKOCTH HE MEHee JIBYX HacoB. B apXHMBOXpaHWIHIIE He JIOIMyCKaeTcs MPOKIaiika Tpyo
BOJIOCHA0KEHUS U KaHATU3AIUH, TEXHOJIOTHIESCKIE IWIH ObITOBBIE BHIBOJIBI BOIBI.

8.4. ApXHUBOXpaHUIHINIE JOJKHO HMETh ECTECTBEHHYI0 IUIH HCKYCCTBEHHYIO BEHTHJIAINIO,
00ecIeunBarONTyI0 PEIHPKYIAIIHIO BO3AyXa, CTa0IIFHOCTh TEMIIEPAaTyPHO-BIAKHOCTHOT O PEKHUMA.
8.5. Bce moctymaronme B apxuB JIOY HOKYMEHTH pa3MelllaroTcsd B apXUBOXPaHIIMINAX Ha
CTAIMOHAPHBIX W/IIH MEePeIBIKHBIX METAUTHUECKHX CTe/lIakaX, B METATHUECKNX MKadax MM
KOHTElHHepax.

8.6. CTemaxu JOKHBI OBITh YCTAHOBICHBI MEPIEHAUKYIIPHO CTEHAM C OKOHHBIMU MIPOEMaMI, a B
MOMEIIeHH N 0e3 OKOH - ¢ YU4eTOM OCOOeHHOCTel moMeneHns u odopynoBaHus. He jomyckaercs
pa3MelleHHe cTeJUIaXkKell BILIOTHYIO K HapYKHBIM CTE€HaM 3/IaHHS U K HCTOYHUKAM TeIlIa.

8.7. PaccraHoBKa cTelakell M IIKa(oB OCYIIECTBISETCS B COOTBETICTBHH CO CISIVIOIIUMHU
TpeOOBaHUAMIU:

* paccTosSHHE MEXKIY pSaMHU CTeJUTaKeil (rJIaBHblil mpoxoa) — He MeHee 120 cm;

* paccTogHUe (IIPOXOM) MEXKIY CTe/UIaKaMU — He MeHee 75 cM;

* paccTOSHHE MeXKIy HapyKHOH CTEHOH 3[0aHHd U CTelIaKaMH, IapaUlelIbHBIMH CT€HE — He
MeHee 75 cM;

* paccTosHHE MeXKIy CTEHOI H TOpIIOM cTellTaxka Wwin mkada (06xo/) — He MeHee 45 cM;

* paccTofgHHE MeEXKIy IOJOM H HIDKHeH IoJKoil cremtaxa (mxada) — He meHee 15 cM, B
IIOKOJIbHBIX 3TaxkaxX — He MeHee 30 cM.

8.8. IIpoTHBOIIOXKApHBIII peXNM B apXUBOXPAHIIIMINAX, TAe pasMmemaercs apxus J[OV,
yYCTaHABIIMBAaeTCS B COOTBETCTBHH ¢ IIpaBHiIaMH IPOTHBOMOKApPHOTO pexnMa B Poccuiickoii
Oeneparuu ot 16 cenTadpsa 2020 romga Nel1479.

8.9. ApXHUBHBIE IOKYMEHTHI CIEAYET XPaHUTh B TEMHOTE.

8.10. 3ammrTa JIOKyMEHTOB OT JEHCTBUS cBeTa oOecleunBaeTcs XpaHEHHEM JIOKYMEHTOB B

KopoOKax, MalKax U IepervieTax, B mKadax Win Ha cTellIakaX 3aKphITOTo THIIA.

8.11. YpoBeHp HCKYCCTBEHHOTO OCBEIIEHHS B KHHUTOXPAHIUIHIAX JOJDKEH COCTABISITh HE MEHee
100 moxec.

8.12. B apXuBOXpaHWIHINE JUIS XPaHEHNUS JOKYMEHTOB YCTaHABIMBAKOTCS CIEAYIONTHE HapaMeTphl
TeMIIepaTyPHO-BIaKHOCTHOTO PeKUMA:

* U4 XpaHEHHS JOKYMEHTOB Ha OyMaKHOM HocHTele — Temieparypa 17-19°C, oTHocHTeIbHas
BJIAKHOCTB Bo3iyxa — 50-55%.

8.13. TloMereHns apXuBa JIOMIKOIBHOTO 00pa30BaTEIbHOTO YUPEKACHUS JIOIKHBI COJIEPKAThCs B
YICTOTE, B YCIOBHSX, HCKIFOYAONIHX BO3MOKHOCTB ITOSIBICHUS IIECEHH, HACEKOMBIX, ITBLIH.




9. 3akar0YHTEeIbHBIE TOJ0KeHHSA

9.1. Hactosmiee [lonoxeHne 00 apXuBe ABIgeTcA JIOKaIbHBIM HOPMAaTHBHBIM aKTOM, IIPHHHMAaeTCS
Ha OOmeM coOpaHHH TpPYJIOBOTO KOJUIEKTHBA JIOMIKOJBHOTO 00pa3oBaTEIbHOIO YUPEKICHHS U
yTBepxKaaeTcs (mbo BBOIUTCA B JieiicTBUe) 3aBeayromum IOV,

9.2. Bce m3MeHeHHA U JIONOJHEHHS, BHOCHMBIE B HacTosmiee IlomoxeHne, ohopMISIOTCS B
MMHCBMEHHOI (popMe B COOTBETCTBHH JIeiICTBYIONINM 3aKOHO 1aTeThcTBOM Poccuiickoit Dejeparii.
9.3. Ilomoxkenne o0 apxupe JIOY mpuHHMaeTcs Ha HeolpeJeleHHBIH cpok. I3MeHeHHS H
nononHeHns K IlonoKeHNio NMPHHUMAKOTCS B MOpSAAKe, HpeIyCMOTpeHHOM I.9.1. HacTofmero
Ilonoxenus.

9.4. Tlocne mpunatusa IlomoxkeHNd (WM HU3MEHEHHII MU JOMNOJHEHUH OTHEIbHBIX IIYHKTOB H
pa3/ielI0B) B HOBOI peaKIIHH IPeIbIAyIIas pelaKiusi aBTOMaTHIECKH YTPAadYUBAET CHITY.



