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MKIOY a/c Ne 15 «Bacuiek»

1. O01mue moJ10KeHus

1.1. Hacrosimee Ilonoxkenne 00 apxuBe MYHULMIAIBLHOTO KAa3€HHOI'O JOLIKOJIBHOIO
obOpasoBarenpHOTrO yupexnaeHus «Jlerckmit cam Ne 15 «Bacuiexk» (mamee —
J1OY) pazpaboTtano Ha ocHOBaHUH [IprMepHOTO MOI0KEHUS 00 apXHUBE OpPraHU3AIIHH,
YTBEPXKIAECHHOTO MpukazoM PeaepanbHOro apxuBHoro areHTcTea Ne 42 ot 11 anpens
2018 roga ¢ m3ameHenusiMu Ha 9 masg 2021 mas, B cooTBeTcTBUU ¢ DeqiepabHBIM
3akoHOM Ne 273-®3 ot 29.12.2012 roma «O6 oOpa3zoBanuu B Poccuiickoii
@eneparuu» B pepakuuu ot 25 urons 2022 ropa, IIpukazom MunkynsTypsl Poccun
or 31.03.2015 Ne 526 "OOG yTBepXIEHHM TPAaBWJI OPTraHU3AlUN XPaHEHHUS,
KOMIUJIEKTOBAaHHUS, Yy4€Ta M HCHOJb30BaHUA JIOKYMEHTOB ApxuBHOro (¢oHzaa
Poccuiickoit  ®@exepan M JIpyIMX  ApXUBHBIX  JIOKYMEHTOB B OpraHax
rOCY/IapCTBEHHOM BJACTH, OpPraHax MECTHOTO CaMOYIpaBJEHUS M OpraHu3anusx’,
VYcraBom JOLIKOJILHOTO o0pa3oBaTeIbLHOTO YUPEKICHHUS.
1.2. lannoe [lonoowcenue 06 apxuse /JOY omnpenenser cocTaB JTOKYMEHTOB apXHBa
JIETCKOr0 caja W YCJIOBUA WX XPAHEHWS, YCTAaHABIMBACT 3aJaud, HA3HAUYCHHE H
(GyHKUIMU apXuBa, PErJIaMEHTUPYET JESATENbHOCTh JIUI], OTBETCTBEHHBIX 34 BEACHHE
apxuBa B JOIIKOJIBHOM o0Opa3oBaTeIbHOM YUPEKICHHUH.
1.3. B cBoelt nedarenbHOCTH apXuB pyKoBoACTBYeTCs DenepanbHbiM 3akOHOM Ne 125-
®3 or 22.10.2004 roma «OO0 apxuBHOM jxene B Poccuiickoit ®denepamum» c
m3MeHeHussMu Ha 11 wmrons 2021 roma, HOpPMATHBHBIMM THPAaBOBBIMU aKTAMMU
Poccuiickoit ®enepanun, cyobekra Poccuiickoit denepanuu B chepe apXUBHOTO
JeNa M JeJNONPOU3BOJACTBA, JIOKAIBHBIMU HOPMATUBHBIMM AKTaMH JOILIKOJIBHOTO
00pa30BaTeIbLHOrO YUPEKICHUS.



1.4. Joxymentsl JIOY, umeroniye uCTOpUUECKoe, KyJIbTypPHOE, HAYYHOE, COLIMAIBHOE,
DKOHOMHYECKOE M TOJUTHYECKOE 3HAYECHHE, COCTABIISIIOT TOCYJAPCTBEHHYHK YacTh
ApxuBHoro Qonga Poccuiickoit ~®enepanuu, SABISIOTCS  COOCTBEHHOCTHIO
rocy/lapcTBa M MOJJIEKAT IMOCTOSHHOMY XPAaHEHHIO B TOCYJIapCTBEHHBIX apXHBax
Poccuiickon ®epepanuu. Jlo mepemadyn Ha rocyJapCTBEHHOE XPAHEHUE JaHHBIE
JOKYMEHTBI BpEMEHHO XPAHATCS B IOIIKOJIBHOM 00Pa30BaTEIbHOM YUPEKICHHH.

1.5. B IOY nnsa xpanenus nokymeHToB ApxuBHOro (onma Poccuiickoit denepamnmm
Y 3aKOHYEHHBIX JEJIONPOU3BOJICTBOM JIOKYMEHTOB IMPAKTUYECKOIO HA3HAYEHUS, UX
oTOOpa, ydera, MCHOJB30BaHHMS M MOATOTOBKM K IMEpeaade Ha ToCyIapCTBEHHOE
XpaHEHue co3Jaercs apXHB.
1.6. ApxuB c0o31aeTCsl KaK CaMOCTOSTENbHOE MOAPA3AELICHHUE, BO3IIIABIIIEMOE JIULIOM,
OTBETCTBEHHBIM 3a BEJCHUE apXMBA COTJIACHO MPHUKA3y 3aBEAYIOMIErO JTOLIKOJIbHBIM

o0OpazoBaTeIbHBIM YUPEIKICHUEM.
1.7. YapexaeHue MOMIKOJIBHOIO OO0pa3oBaHUS 00ECIIEUHMBAET apXUB HEOOXOIAMMBIM
MOMEIICHHUEM, 000opyi0BaHUEM u KaJIpaMH.

1.8. JomkonpHOe 00pa3oBaTeIbHOE YUPEXKICHHE 00eCIIeYnBAET COXPAHHOCTD, yUET,
0TOOp, YIOPAIOUCHHUE U UCTIONBH30BaHNE JOKYMEHTOB ApxuBHOTO (ponaa Poccuiickoit
®enepaunun, obpaszyroummxcs B e€ro jaedareabHocTu. OOecrneuyuBaeT CBOEBPEMEHHYIO
nepeaavy ATUX JOKYMEHTOB Ha rOCYJIapCTBEHHOE XPaHEHHE.
1.9. Bce pabotbl, CBs3aHHBIE C MOJATOTOBKOM, TPAHCIOPTHUPOBKOW M TMepenadeit
apXMBHBIX JOKYMEHTOB, MPOU3BOAATCA CWJIAaMH M 3a CUYET JETCKOro caja.
1.10. 3a ytpary u mopuy aokymeHToB ApxuBHoro (ouma Poccuiickoii denepanyu
noykHOCTHBIE uia JJOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C JACHCTBYIOIIUM
3aKOHOJATEIbCTBOM.

1.11. ApxuB pgerckoro caaa pabOTaeT COrJacHO IUIaHy, YTBEPKIAEMOMY
3aBEAYIONIUM JIOIIKOJBHBIM 00pa30BaTEeIbHBIM YUPEKACHUEM U OTUYUTHIBACTCS TIEPE
HUM B cBOCH pabore.
1.12. KoHTposb AEATENRHOCTH apXuBa ocyliecTBiseT 3aBenyronmi JOY, a B ero
OTCYTCTBHH — UCTIOJHSIONINI 00s13aHHOCTH 3aBEIYIOIIETO.

2. CocTaB JOKYMEHTOB apXHBa AeTCKOIro caja

2.1. B apxus JIOY nocTymaror:

3aKOHYCHHBIC  JICJIONPOU3BOACTBOM  YUPEXKJICHUS JOKYMEHTHI  IOCTOSTHHOTO
XpaHEeHHs, 00pa3oBaBIIMECS B JACATCIBHOCTH CTPYKTYPHBIX TOJpa3IeICHUM,
JIOKyMEHTBI BpeMeHHOro (cBbiiie 10 7eT) cpoka XpaHEHHs, HEOOXOIMMBIC B
MPAKTUYECKOM NEATebHOCTH, TOKYMEHTHI [0 KaJpaM U BOCIIUTAHHUKAM;
JOKYMEHTBI TOCTOSIHHOTO XpaHEHHs] U 1O JIMYHOMY COCTaBy OpraHu3aluii-
MPEAIIECTBEHHUKOB (IIPU UX HAJTUYHH);

au4HbIe (POHABI BETYIIUX paOOTHUKOB AETCKOTO caja (IpH UX HAIUYUN);
Clly>keOHbIE U B€JIOMCTBEHHbBIC U3JaHMUS;



CIIPaBOYHO-TIOUCKOBBIE CPEACTBA K JOKYMEHTAM W YYETHBIE JOKYMEHThI ApXHBa
JIETCKOr0 caja.
2.2. Cpoku XpaHEHHUS ITOKYMEHTOB B apXHWBE JOIIKOJBHOTO 0Opa3oBaTEIHHOTO
YUPEKICHUSI OMPENEIAIOTCS COIVIACHO CpOKaM, YKa3aHHbBIM B YTBEPXKJACHHOMU
HOMEHKJIAType Jel.

3. 3agaum apxusa /IOY

3.1. OCHOBHBIMY 3aa4aM¥ apXUBA SIBJISIFOTCS

OpraHu3anys XpaHeHHUs] JOKYMEHTOB, COCTaB KOTOPBIX MPETyCMOTPEH pa3aeiaoMm 2
Hactosuero IlonoxxeHus;
KOMIIJIEKTOBAaHHWE apXuBa JOKYMEHTaMH, OOpa30BaBIIUMUCS B JACSATEIBHOCTH
YUPEKIACHUS, OCYIIECTBISIONIETO 00pa30BaTENIbHYIO JIEATEIbHOCTD;
yder, obecrieueHrue COXpaHHOCTH, CO3/JaHie Hay4YHO-CIIPAaBOYHOTO arlapara;
UCII0JIb30BAaHUE IOKYMEHTOB, HAXOAAIIMXCS HA XpaHeHuu B apxuse OV
MOJrOTOBKA W CBOEBPEMEHHas Iepelravya JIOKyMEHTOB ApXuBHOTO (oHIa
Poccuiickon ®epepauyn Ha TOCTOSHHOE XPAaHEHUWE B TOCYJApPCTBEHHBIN
(MyHUILIMTIATTEHBIN) apXUB;
METOJMYECKOE PYKOBOACTBO U KOHTPOJb 3a POpMUpPOBAHUEM U O(OPMIICHUEM eI
B JICIONPOMU3BOJICTBE JIETCKOTO C€aJla U CBOCBPEMEHHOW Iepenayell UX B apXUB
JOLIKOJILHOTO 00Pa30BaTENbHOTO YUPEKICHUS.

4. DyHKIIUU APXHMBA

B COOTBETCTBHM C BO3JIOKEHHBIMU 33Ja4aMW apXUB OCYIIECTBISAET CIEAYIOUINE
dbyHKIIMY:

4.1. Opranusyer MmpueM JOKYMEHTOB MOCTOSIHHOTO U BpeMeHHoro (cBbiiie 10 er)
CPOKOB XpaHEHHs, B TOM YHCJIE [0 KaJgpaM U BOCIHUTAaHHUKAaM, 0Opa30BaBIIMXCS B
nestenbHocT  JIOY, B COOTBETCTBHM  C  yTBEPXKICHHBIM  TpaQUKOM.

4.2. OGecneynBaeT COXPAHHOCTh U BEJIET YUYET JOKYMEHTOB U (POH/IOB, HAXOSIIUXCS
HA XpaHEHMHM B apXMBE JOUIKOJIBHOTO  00pa30BaTEIbHOTO  YUPEKICHHUS.
4.3. llpencraBisieT B rOCYIapCTBEHHBIN (MYHUILIUIIATBHBIN) apXUB YUCTHBIC CBEICHMUS
00 o0beMe M coCTaBe XPAHSIIMUXCS B ApXUBE JIETCKOrO caja JOKYMEHTOB APXHBHOTO
¢donna Poccuiickoit deaepannu U APyrux apXUBHBIX JTOKYMEHTOB B COOTBETCTBHHU C
MOPSAJIKOM TOCYJITapCTBEHHOTO yueTa JOKyMeHTOB ApxuBHoOro ¢onaa Poccuiickoit
denepanuu.

4.4. CuctemaTu3upyeT M pa3MellaeT JOKYMEHTHI, MOCTYNAIOIINEe Ha XPAaHCHHE B
apxuB JIOY, oOpa3oBaBiuecss B XOJ€ OCYIIECTBICHUS JEATEIHLHOCTU YUPEKICHHUS.
4.5. PazpabatpiBaeT rpaduKy MpeaCTaBICHUs ONMUCEH HAa PAaCCMOTPEHHUE IKCIIEPTHO-
POBEPOYHONM KOMHUCCHM M Tiepefaud JOKYMEHTOB ApxuBHoro ¢onnaa Poccuiickoit
@enepanui  Ha XpaHEHUWE B TOCYJAPCTBEHHBIM (MyHULUIAJIbHBIM) apXWuB.
4.6. OcylecTBIsSET NOJITOTOBKY U IPE/ICTABIISET:

Ha pAacCMOTPEHHME WU corjiacoBaHue HKcneptHor komuccuu JIOY onucu nen
MMOCTOSTHHOTO XpaHEHUs, BpeMEHHBIX (CBbImIe 10 J1eT) CPOKOB XpaHEHHS, B TOM



YHCJIe TI0 KaJipaM U BOCIIMTAHHUKAM, a TaK)KE€ aKThl O BBIIECJICHUN K YHUUTOXKEHUIO
apXMBHBIX JOKYMEHTOB, HE TOJJICKAIIUX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCITPABUMBIX MTOBPEKACHUSAX apXUBHBIX JOKYMEHTOB;
Ha YTBEPKIAECHUE DKCHEPTHO-NPOBEPOYHON KOMHUCCHUU YIIOJHOMOYEHHOI'O OpraHa
HCTIOJIHUTETILHOW BiacTu cyObekTa Poccuiickoit denepammu B chepe apXUBHOTO
nena (nanee - OIIK apXuBHOTO yupexX1eHUs) OIUCH /1€ TIOCTOSSHHOTO XPaHEHUS;
Ha coryacoBanue JIIK apxuBHOTO yupexnenus cyonekra Poccuiickoit denepanuu
(MyHULIMITAJILHOTO ~ apXHBa), B CJlydyae HAJEJIEHUs] €ro COOTBETCTBYIOLIMMU
MTOJITHOMOYHSIMH, OIIMCH JI€JT IO JINYHOMY COCTaBY;
Ha cornacoBanue JIIK apxuBHOro yupexnenus cyonrekra Poccuiickoit @enepanuu
(MyHULIMTTATLHOTO ~apXHWBa), B CIydae HAJEJICHUS €ro COOTBETCTBYIOIIMMU
MOJIHOMOYUSIMHM, aKThl 00 yTpaTre JJAOKYMEHTOB, aKThl O HEUCIPaBUMBIX
ITOBPEXKIAEHUAX aPXUBHBIX JTOKYMEHTOB;
Ha yTBepxkaeHue 3aBeayromeMy JOY onucu 1en NOCTOSHHOIO XpaHEHUs, ONUCU
BpeMeHHbIX (cBbile 10 J1eT) CpOKOB XpaHEHUs, B TOM YHCIIE€ ONUCHU JIE] 110 KaJpaMm
Y BOCIIMTAaHHUKAM, aKThl O BBIJICJICHUH K YHUUYTOKECHUIO APXMUBHBIX JTOKYMEHTOB, HE
MOJJIeKAIIMMX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX
MOBPEXKJICHUAX AapXUBHBIX JOKYMEHTOB, yTBep)KIeHHbIe (coryacoBanHbie) OIIK
WIM  TOCYJapCTBEHHBIM  apXWBOM  cyObekta  Poccmiickont ~ deneparumn
(MyHULIUTTATBHBIM ~ apXWUBOM) B CJy4yae HAJENEHUsI €ro COOTBETCTBYIOIIMMU
ITOJTHOMOYHSIMHU.
4.7. Opranusyer nepeaady 10KkyMeHTOB ApxuBHoro ¢onaa Poccutickoit ®enepanyu
Ha T[IOCTOSIHHOE€ XpaHEHHWE B TOCYJAapCTBEHHBIM (MyHUIMNAIbHBIA) apXUB.
4.8. Opranusyer 1 NPOBOAUT SKCHEPTU3Y LIEHHOCTH JTOKYMEHTOB BPEMEHHBIX (CBBIIIE
10 ;meT) CpoKOB XpaHECHHS, HaxXOAIMIMXCS Ha XpaHeHuu B apxuBe JJOY B memsix
oTOOpa JOKYMEHTOB JUIsl BKJIIOUYEHHMs B cocTaB ApxuBHOro ¢Gouma Poccuiickoit
deneparuu, a TAKXKE BBISIBICHHUS JIOKYMEHTOB, HE TMOJUIEKAIINX JajdbHEUIIEMY
XPaHEHUIO.
4.9. YyacTByeT B paboTe 3KCHEPTHOW KOMHMCCHH JOLIKOJIHLHOTO 00pa3oBaTEIbHOTO
YUPEKICHHUS.
4.10. TIlIpoBoauT MepoOmpusTUS IO OOECIEUCHUI0 COXPAHHOCTH JOKYMEHTOB,
HaXOIAIINXCS Ha XpaHEHUU B apXuBe JOY.
4.11. Opranuzyet uHPpOpMUpOBaHUE agMUHHUCTpau U padoTHHKoB /IOY o cocrase
u COJICpKaHUH JTOKYMEHTOB apxuBa YUPEKICHHUS.
4.12. VndopmupyeT mMmoab30BaTeICi MO BOMPOCAM MECTOHAXOXKICHHUS apXUBHBIX
JIOKYMEHTOB.
4.13. OpranusyeT BblAauy JTOKYMEHTOB U /€N JJIsi padoThl B YUTAIBHOM 3aJI€ WK BO
BPEMEHHOE MOJIb30BAHUE.
4.14. VMcnosHseT 3anpochl MOJIb30BATENEH, BBIAAET apXUBHBIE KOMUH JOKYMEHTOB,
apXHUBHbBIE BBIITACKHU u apXHUBHBIE CIIPaBKHU.
4.15. Bener y4eT UCIIOJIb30BaHUs JTOKYMEHTOB apxuBa JOY.



4.16. Co3pmaer (QoHI TMOJB30BaHMUS apXWBa JIETCKOTO caja W OpraHu3yeT ero
UCIIOJIb30BaHUE.
4.17. OcylecTBISIET BEICHUE CIIPABOYHO-TIOMCKOBBIX CPEACTB K JIOKYMEHTAM apXUBa
JOVY.
4.18. Co3paer, MOMOJHSAET U COBEPIICHCTBYET HAyYHO-CIPABOYHBIN amnmapar K
XPpaHSIIMCS B apxuBe nenam u JOKYMEHTaM.
4.19. YyactByeT B pa3pabOTKe NOKYMEHTOB YUPEXKAEHHUS MO BOIMPOCAM apXUBHOTO
nena u JeNIOTPON3BO/ICTBA.
| 4.20. Oka3bIBaeT METOJMYECKYIO TOMOIIIb:
o cayx0e gmenmompomsBoactBa JIOY B cocTaBieHMM HOMEHKIATYPHI e,
dbopmupoBanuu U 0HOPMIIEHUH JE]I, KOHTPOJIUPYET MPABMIBHOCTH (hOPMHUPOBAHUS

1 opopMIICHUS €T B JCJIONMPOU3BOJICTBE;
e CTPYKTYpHBIM NofpaszaeneHusiM u padotHukam JJOY B mOAroToBKE JOKYMEHTOB K
nepesaye B apXuB JIETCKOIrO caja.
4.21. VYyacTByeT B MPOBEACHUM MEPONPUATUN MO IMOBBIIIECHUIO KBaTU(pUKALUU
pabOTHHKOB apXHBa U CIIYyKObI J1€JIOMPOU3BOJCTBA TOMIKOIBHOIO 00pa30BaTEIHLHOIO
YUPEKICHUS.

S. IIpaBa apxuBa

JUU1sl BBINOJHEHMST BO3JIOKEHHBIX 3aJ1a4 M d)VHKI_II/Iﬁ JNIO, OTBCTCTBCHHOC 34 dApXHUB,

uMeeT 1paBo:
5.1. IlpencraBisATh 3aBEQyIOIIEMY JOIIKOJbHBIM OOpa30BATEIbHBIM YUPEKICHUEM
MPEUIOKEHNST TI0 COBEPLICHCTBOBAHUIO OpPraHM3allMM XPAaHEHUs, KOMILICKTOBAHUA,
ydeTa W HCHOJIb30BaHMS ~ apXMBHBIX  JOKyMeHTOB B  apxuBe JIOVY.
5.2. KoHTpoimpoBaTh BBHIMOJHEHUE YCTAHOBJICHHBIX MPABHI PaOOTHI ¢ JOKYMEHTAMHU

B CTPYKTYPHBIX MOIpa3ICICHUSIX YUPEKICHHUS.
5.3. 3anpamuBarh OT CTPYKTYPHBIX MojapasaencHuil u padotHukoB JJOY ceaeHwus,
HEOOXOJMMbIE JUIsi PabOTHl apXuBa, C Y4YETOM OOECIEYeHHs BBIMIOJHEHUSI BCEX
BO3JIO’KEHHBIX Ha apXuB 3a1a4y u byHKIHiA.
5.4. JlaBaTb pa3bsCHEHUs U PEKOMEHJALMH 110 BOIIPOCAM, BXOISIIUM B KOMIIETEHLIUIO
apxuBa JIOLIKOJILHOTO 00pa3oBaTEIbLHOTO YUPEKICHHUS.
5.5. UadopmupoBaTh CTPYKTYPHBIC MOAPA3ACICHUS JETCKOTO caa 0 HEOOXOUMOCTH
nepenadyd JOKYMEHTOB B apXWMB B COOTBETCTBHM C YTBEP)KIACHHBIM TpauKOM.
5.6. [IpuHrMaTh yyacTue B 3aceJaHUsX SKCIEPTHON KOMHUCCUU YUPEXKACHUS, a TAKKE
B DKCHEPTHO-NPOBEPOYHON KOMMCCHUHU YIOJTHOMOYEHHOTO OpraHa HMCHOJHUTEIbHOU
BiacTu cyonekra Poccuiickoit @enepanuu B chepe apXMBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 QYHKIIMOHUPOBAHKWE APXUBA

6.1. Haznauennoe npukazom 3asegyroniero J[OVY 5mmo, OTBETCTBEHHOE 3a BEACHUE
apXHBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:



BBIMIOJIHEHUE BO3JI0KEHHBIX HA apxuB 337ad M (QYHKUUA B COOTBETCTBHU C
JIEUCTBYIOIIUM 3aKOHOAATENLCTBOM Poccuiickon denepannu;
OopraHu3anuio  paboThl  apxXuBa, CBOEBPEMEHHOE U  KBaJU(UIMPOBAHHOE
BBITIOJTHEHUE MTPUKA30B, PACIIOPSHKEHUM, TOPYUYEHUN BBILIECTOAILETO PYKOBOJICTBA,
JEHCTBYIOIUX HOPMATUBHO-IIPABOBBIX aKTOB 10 CBOEMY MPOUITIO IEATEIbHOCTH;
panuoHanbHOe U IPPEKTUBHOE HCIONb30BAHUE MaTEPHUAIbHBIX, (PMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;
COCTOSIHUE TPYIOBOM M MCIOJHUTEJIBCKOM JHUCLUIUIMHBI B APXUBE, BBIIIOJHEHUE
CBOUX (DYHKIIMOHAJILHBIX 00SI3aHHOCTEH;
coOiroeHue IIpaBUII BHYTPEHHETO pacnopsiaka, CaHUTApPHO-
MPOTUBOAMUACMUYECKOTO PEXUMa, MPOTHUBOIMOKAPHON OE30MACHOCTH W TEXHUKHU
0C30I1aCHOCTH;
BEJICHHE JIOKYMEHTALWH, MPEeIyCMOTPEHHOM JCUCTBYIOIIMMH HOPMaTUBHO-
IIPAaBOBBIMU JIOKYMEHTaMU;
[IPEJOCTABIEHUE B YCTAHOBIEHHOM IOPSAJIKE TOCTOBEPHOM CTATUCTUYECKOM U MHOMN
uHbOpMaIUK O AESITETbHOCTH apXUBa;
TOTOBHOCTH apXMBa K pad0Te B YCIOBHIX YPE3BbIYAMHBIX CUTYAIUH.
6.2. OTBETCTBEHHBIC 3a BEJEHUE JIETONMPOU3BOJICTBA, MOJATOTOBKY M IMPEACTABICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3Ha4aroTcs 3aBenyromum JOVY.

7. KomniieKToBaHHMe apXuBa

7.1. IloaroToBKa MOKYMEHTOB K Iepeaye B apXHB JOIIKOJBHOTO 00pa30BaTEIbHOTO
YUPEKICHUSI BKIIOYAET OAKCIEPTU3Y HAYYHOM W NPAKTUYECKOM IIEHHOCTH
JIOKYMEHTOB, oopMIICHHE JIe, COCTAaBJICHUE OITHCH.
7.2. DKcnepTr3a IIEHHOCTH JOKYMEHTOB:

HKCIEPTH3A LIEHHOCTH JOKYMEHTOB — ONPEJIENIEHNE IEHHOCTU JOKYMEHTOB C LIEJIbI0
oTOOpa MX Ha XpaHEHHE M YCTAHOBJIEHHWE CPOKOB XpPaHEHHUS. DKCIEPTU3Y LIEHHOCTU
nokyMeHToB B JIOY ocCylecTBiseT MOCTOSHHO JEHCTBYIOLIAs AKCIEPTHas
KOMUCCHS;

DKCHEPTHAs KOMHUCCHsS Ha3HadaeTcs npukasom 3asenytomero JIOY. B cocras
HKCHEPTHON KOMMCCHU BKJIIOUAIOT HE MEHEE TPEX COTPYAHHMKOB, B TOM YHCIE B
00s13aTeTbHOM TOPSIZIKE JIMIIO, OTBETCTBEHHOE 3a BEJCHHE apXuBa JETCKOTO Caja.
CekperapeM 3KCHEpTHOM KOMHMCCHMM Ha3zHadaroT cekperapsa JOY. OkcneprHas
KOMHUCCHSI Ha 3aceJaHHusX paccMaTpUBaeT: HOMEHKJIATypy JAel JETCKOro caja,
OMHCHU JIeJT TIOCTOSHHOTO XPaHEHHsI M M0 JTUYHOMY COCTaBy, aKThl Ha JOKYMEHTHI,
BBIJIEISIEMbIE K YHUUTOKEHUIO.

7.3. Odbopmienue nen:
JieNla TIOCTOSIHHOTO XPaHEHMsI MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY INPOUYHBIMU

HUTKaMU. JIUCTBI HYMEpPYIOTCS B MPABOM BEPXHEM YIUIy HPOCTBIM KapaHIalIOM.
KonnuecTBo JIMCTOB B KaXKIOM Jielie He JOJDKHO npeBbimath 250. B koHuE nena Ha
OTJZIEJILHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HA/IIIUCD;



Ha 00JIOKKE JICJI TIOCTOSIHHOTO XPaHECHHUS JOJDKHBI OBITh MPOCTABIICHBI CIICTYOIINE
PEKBHU3HTHI: IMOJITHOE HAMMCHOBAHHE BBIIICCTOSIICH OpraHU3aliK, HANMCHOBAHHE
JIOY, Homep (MHIEKC) nena MO0 HOMEHKJIAType, 3arojiOBOK Jelid, KOJIWYECTBO
JUCTOB, CPOK XPAHCHHSI WUIH OTMETKA «XPaHHUTh IIOCTOSTHHOY», HOMEP (POH/Ia, OITHCH,
nena;

10 OKOHYAaHHWH JICJONMPOU3BOJCTBEHHOIO Tojia B O(GOpMIICHHBIC OOJIOXKKH el
MOCTOSTHHOT'O XPAaHEHUS BHOCSTCS HEOOXOJMMBIC YTOYHEHHS: B 3arojIOBKU eI,
COJICPIKAIIMX PACIIOPSTUTEIIbHBIC JIOKYMEHTHI (IPUKa3bl, MPOTOKOJIBI), BHOCSATCS
HOMEpA; €CIN JIEJI0 C TIEPEIUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXXJIOM TOME
yKa3bIBaCTCSI KOPPECIIOHJICHT, aBTOP, TEPPUTOPHS, IPYTUe JaHHbIE. B Kaxx1oM TOMe
yKa3bpIBaeTCs Jjara (4UCIIO, MECsIl, TOJ]) Hadaja W OKOHYAHHS JAaHHOTO TOMa.
TouHbIC TaThl MPOCTABJISAIOTCS HAa 00JIOXKKAX JJIs OBICTPOro IOHCKa JIOKYMEHTOB B
MOCJICYIONIEM; W3 3aBEPUTEIHLHON HAAMUCH Ha OOJIOKKY Jejla BBIHOCHUTCS
KOJIMYECTBO JIMCTOB B JIEIC;

HAJMUCH Ha OOJIOXKKaX JeN MOCTOSHHOTO M JOJTOBPEMEHHOTO XpaHEHHS CIIETyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKMMH YEepPHUIIAMH;

JUTS ydeTa KOJIMYECTBA JIMCTOB B Jieie M (PUKCAMA OCOOCHHOCTEH MX HyMEpalluH Ha
OTJICIIBHOM JIUCTE COCTABIIICTCS 3aBEPUTEIIbHAS HAIITUCH;

B 3aBCPHUTCIBHOM HAJIUCH YKa3bIBACTCSA KOJHMYECTBO JINCTOB (HHM(ppaMu u
IPOIMCHI0) B Jelie. 3aBepHTENIbHAS HAJINUCh ITOJIIUCHIBACTCS COCTABUTEIIEM C
yKa3aHUEM €T0 JIOJDKHOCTH U JIaThl COCTABIICHUS;

BHYTPCHHSISI OIMMCh COCTaBIIACTCS K JeJlaM TIOCTOSHHOTO M JOJTOBPEMEHHOTO
(cBemme 10 7;eT) cpoka XpaHeHHs, C(HOPMHUPOBAHHBIM 10 Pa3HOBHIHOCTSIM
JIOKyMEHTOB, 3aroJIOBKM KOTOPBIX HE pAaCKphIBAIOT KOHKPETHOE COJIep)KaHHE
JIOKyMEHTOB (0CO00 IIEHHBIE, JINYHBIC JIea U Ip. ).

| 7.4. Onucanue AJOKYMCHTOB IIOCTOAHHOI'O CPOKA XPAHCHMUS.

ONUCH COCTABISIFOTCS PA3JeIbHO HA JI€Ja MOCTOSHHOIO XPAHEHHUs IO OCHOBHOM
JIEATEIIbHOCTH U HA JIeJIa 10 JINYHOMY COCTaBYy;

OIMCH COCTABIISIFOTCS AETOTTPOU3ZBOAUTEIIEM;

OIKCh BEJIETCS B €IMHOM BAJIOBOW HyMEpalMKM B TCUCHUE HECKOIBKUX JIET;

Ha JieJia ¢ UCTEKIIUM CPOKOM XPaHEHHUs COCTaBIIICTCS aKT 00 YHUYTOKECHUH,

M0 OKOHYAHWM JIeJIONmpou3BoJACcTBeHHOro roga B JIOY mnpousBoautcss otbop
JIOKYMEHTOB TIOCTOSIHHOTO CpOKa XpaHEHHUs ISl BKJIIOYEHUS MX B Omuch. Onuch
COCTOMT M3 TOJOBBIX Pa3/eyioB, BHYTPU Toja Jejia pacrojararoTcs Mo CTENEHU
3HAYUMOCTH C YyYE€TOM HOMHUHAJIBHOIO TMpUHUUNA (B  COOTBETCTBUU C
HOMEHKJIATYPOU YUPEKICHUS);

OINKCHU COCTABJIAKOTCS PA3JEIbHO HA JieJla MOCTOSHHOTO XPaHEHHs] MO OCHOBHOM
JIESITEILHOCTH U Ha JIeJa 10 JIMYHOMY COCTaBY;

OIMCH COCTABIISIFOTCS] CEKPETAPEM.



7.5. Jlena BpeMEHHOTO XpaHEeHUsI OPOPMIISIOTCS YIPOIICHHO: OHU HE MOIITHBAIOTCSA,
JIUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKAX HE MPOU3BOJUTCS, OMUCU HA
JIeJIa HEe COCTABJISIFOTCS, YUET BEJETCS 110 HOMEHKJIAType Jell.

8. YcioBusi XxpaHeHus1 JOKYMEHTOB apXHBa

8.1. JIOKyMEHTBl ~apXuBa XpaHATCA B  APXUBOXPAHWIMILE JIOUIKOJIBHOIO
00pa30BaTeIbLHOrO YUPEKIACHUS.
8.2. He momyckaetcst pa3MelieHle apXyuBa B MOJBAJIbHBIX U Y€PJAUYHbIX TOMEIICHUSIX
JIETCKOT O caza.
8.3.  ApxuBoxpaHwiumie  JOKHO  OBITh  yAaJIGHO  OT  JIaDOpaTOPHBIX,
MPOU3BOJCTBEHHBIX, OBITOBBIX TIOMEIICHUH W HE UMETh OOIMX C HUMH
BEHTWISIUMOHHBIX  KAHAJIOB. ApPXMBOXpPAaHWIMILE OTACNAETCI OT  COCEIHUX
MOMEIIEHUH HECTOPAEMBbIMU CTEHAMHU U NEPEKPBITUIMHU C MPEAEIaMU OTHECTOMKOCTH
HE MeHee JByX 4acoB. B apxuBoxpaHuiuine He OIMYyCKaeTcs MpoKIaaka Tpyo
BOJOCHA0XKEHUS M KaHAJIM3ALMHU, TEXHOJOTMYECKHE WM OBITOBBIE BBIBOJBI BOJBI.
8.4. ApXUBOXpaHWIHILE JODKHO HMETh €CTECTBEHHYI0 WJIHM HCKYCCTBEHHYIO
BEHTWISIIIMIO,  OOECIEUMBAIONIYI0  PELMPKYJSIHUI0O  BO3AyXa, CTaOUIBLHOCTH
TEMIIepaTypPHO-BIAXKHOCTHOTO pexuma.
8.5. Bce nmnocrynatomme B apxuB JIOY  1OKyMeHTBHl pa3Memiarorcsi B
ApPXMBOXPAHWJIMILAX HA CTAMOHAPHBIX W/WIM TEPEIBUKHBIX METaNIMYECKUX
CTeJIaxax, B METaUINYECKUX mikagax WIH KOHTEHHepax.
8.6. Ctennaxkul TOJKHBI ObITh YCTaHOBJIEHBI MEPIEHAUKYIISIPHO CTEHAM C OKOHHBIMU
pOEMaMH, a B TOMEIIEHUHU O€3 OKOH - C YYETOM OCOOCHHOCTEH MOMEIICHHS U
obopynoBanusi. He momyckaeTrcsi pa3MeleHUE CTEUIaXeH BIUIOTHYIO K HapyKHBIM
CTEHaM 31aHUS " K HMCTOYHHUKAM Teria.
8.7. PaccTanoBka cremnaxkeii W 1KadoOB OCYIIIECTBISETCS B COOTBETCTBUHU CO

CICAYIOINMU TPEOOBAHUSIMH:
paccTostHUE MEXTy pAaMu cTeJuiaxel (raaBHbIi npoxos) — He meHee 120 cM;
paccrostHue (MMPOXOA) MEXKIY CTEIakaMu — HE MEHee 75 cM;
paccTosiHhE MEXIy HapyKHOW CTEHOW 3[aHUs U CTEIUIaXKaMH, MNapajlieIbHbIMU

CTCHE — HE MeHee 75 cM;

PacCTOSIHHE MEXIy CTEHOW M TOPIIOM cTesuiaxa win mkada (06xomn) — He MeHee 45

cM;

PacCTOSTHHE MEXKTy TI0JIOM M HIDKHEH TOJIKOM cTesutaxka (mmkada) — He meHee 15 cwm,

B LIOKOJIBHBIX 3TakaX — HEe MeHee 30 cwm.
8.8. [IpoTuBONOKApHBIN PEKUM B APXUBOXPAHWIHILE, T11e pasmeniaercsa apxus 10OV,
yCTaHaBJIMBAETCS B COOTBETCTBUU ¢ [IpaBuiamMu NpOTHUBOMOXKAPHOTO pEeKMMa B
Poccuiickont ~ Pepepanuun OT 16 ceHtsiops 2020  roma  Nel479.
8.9. ApXuBHBIE JTOKYMEHTBI ClenyeT XpaHUTh B TEMHOTE.
8.10. 3ammra IOKYMEHTOB OT JCWCTBHS CBeTa O0OECTeUYMBACTCS XpaHEHUEM
JOKYMEHTOB B KOpOOKax, Markax W Ieperuietax, B mKadax WIM Ha CTeJulakax



3aKPBITOTO THIIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEILICHUSI B KHUTOXPAHWINIIAX I0JIKEH COCTABIIATh
HE MCHEE 100 JIFOKC.
8.12. B apxuBoXpaHWIMILE JUI  XpaHECHHUS  JOKYMEHTOB  YCTAHABIMBAIOTCS

CJICITYIONTNE TTAPAMETPhI TEMITEPATYPHO-BIAKHOCTHOTO PEeKUMA:

e JUIA XpaHEHHUs JOKYMEHTOB Ha OyMa)kHOM HocHTene — Temmeparypa 17-19°C,
OTHOCUTEJIbHAS BIAXKHOCTh Bo3myxa — 50-55%.

8.13. Ilomemienusi apxuBa AOMIKOJBLHOTO 00Pa30BATEIBHOTO YUPEKICHHUS IOKHBI

COZIEPKAThCS B UUCTOTE, B YCJIOBUAX, HCKIIOYAIOIIMX BO3MOXKHOCTH MOSIBJICHHS

JICCCHHU, HACCKOMBIX, ITBIJIH.

9. 3akJII0uUNTEeIbHBIC MOJI0KECHUA

9.1. Hacrosiuee /lonosxcenue 06 apxuse IBISETCS JOKAIbHBIM HOPMATUBHBIM aKTOM,
npunuMaercsi Ha OOmiem coOpaHuM paOOTHUKOB JOIIKOJIBLHOTO 00pPa30BaTEIbHOTO
YUpEeXIEHUSI U yTBepxKaaercs (aubo BBoauTcs B neicTBue) 3aBenyromum JJOVY.
9.2. Bce wu3MeHeHuss W JONOJHEHMs, BHOCMMBbIE B Hacrosmee [lonoxenue,
opopMIISItOTCST B~ NUCBMEHHOHW  (opMe B COOTBETCTBUU  JICUCTBYIOIIUM
3aKOHOJIaTEJIbCTBOM Poccurickon denepanun.
9.3. Tlonmoxenne o0 apxuBe JOY mnpuHuMaercs Ha HEONPEACICHHBIH CPOK.
N3menenuss u  pononHeHuss K [lojokeHuiro NpuHHUMAKOTCST B MOPSIKE,
[IPENYCMOTPEHHOM n.9.1. HACTOSILIETO [TomoxeHnus.
9.4. Tlocne mpunstus I[lonoxeHus (WM W3MEHEHUN W JIOMOJHEHHUH OTAEJIbHBIX
NYHKTOB M Pa3[eioB) B HOBOW pENaKIMM MpeAbIaylias peaakius aBTOMATHUYECKU
yTpauuBaeT CUIy.
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