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1. OBIIME NNOJIOKEHU A

1.1. Hacrosimiee Ilosoxenue 00 apxuse 00 apxuBe MyHHMIMNAJIBLHOTO 0I01KETHOT 0
JAOIIKOJbHOr0 00pa3oBaTe/IbHOro yupesxkaeHus «Jlerckuii cag Ne162 koMOMHMPOBAHHOTO
BH/1A C TATAPCKUM SI3bIKOM BocnuTanus u o0yyenus» Coserckoro paiiona r.Kazanmu
(mayee mosioxkeHUe) pazpaboTaHo Ha OCHOBaHWU [IpUMEpPHOro MOJI0KEeHUs 00 apXUBe
OpraHM3alnuu, yTBEpKIAeHHOro npukazom denepanbHoro apxuHoro areHrtcTsa Ne 42 or 11
anpens 2018 roaa ¢ uzmenenusamu Ha 9 mas 2021 mast, B cootBercTBuu ¢ denepanbHbIM
3akoHOM Ne 273-@3 ot 29.12.2012 rona «O6 obpazoBanuu B Poccuiickoit deaepanun» B
penakuuu ot 25 utons 2022 roxa, Ilpukazom MunkynsTypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEPKACHUM [IPaBUJI OpraHU3aluu XpaHEHUsI, KOMIUIEKTOBAHHUS, y4eTa U UCII0JIb30BAHUS
JIOKyMeHTOB ApxuBHOTO (poHma Poccuiickoit denepanuy U APYruxX apXUBHBIX JTOKYMEHTOB B
opraHax rocyJIapCTBEHHOW BJIACTH, OpraHaX MECTHOT'O CAMOYIIPABJICHUS U OpraHu3anusx",
VYcTaBoM JOMIKOIBHOTO 00pa30BaTEIbHOTO YUPEKIACHHUSL.

1.2. Jannoe [lonoowcenue onpenensieT cocTaB JOKYMEHTOB apXHUBa JE€TCKOTO CaJla U YCIOBUS UX
XpaHEeHHs, YyCTAaHABIUBACT 33J]au, Ha3HAYCHNE M (PYHKIMH apXUBa, PETJIAMEHTHPYET
JeSITeILHOCTD JIMII, OTBETCTBEHHBIX 32 BEJICHHE apXUBa B JOUIKOJILHOM 00pa30BaTeIbHOM
YUPEXKICHUU.

1.3. B cBoeii aesrenpbHOCTH apXuB pykoBozacTByeTcs: deaepanbHbiM 3akoHoM Ne 125-D3 ot
22.10.2004 roaa «O06 apxuBHOM zene B Poccuiickoit @enepanyny» ¢ usmeHeHusiMu Ha 11 uions
2021 roga, HOpMaTUBHBIMU NPaBOBbIMU akTaMu Poccuiickoil @enepaium, CyobekTa
Poccutickoit @eaeparu B chepe apxXUBHOIO Jieja | AeTOMPOU3BOJICTBA, JTOKATHHBIMHU
HOPMAaTUBHBIMH aKTaMU JOUIKOJIBHOTO 00pa30BaTeIbHOr0 YUPEKIACHNUS.

1.4. Toxymentsl IOV, nmeronme nctopuieckoe, KyJIbTypHOE, HAYYHOE, COITMaIbHOE,
HKOHOMUYECKOE U MOJUTHYECKOE 3HAUEHHE, COCTABISAIOT TOCYIapCTBEHHYIO YacTh APXUBHOIO
¢donna Poccuiickoii @enepannu, BISIOTCS COOCTBEHHOCTHIO FOCYIapCTBa U MOJUIEkKAT
IIOCTOSITHHOMY XPaHEHMIO B TOCyAapCTBEHHBIX apxuBax Poccuiickont denepanuu. Jlo nepenauun
Ha FOCYJapCTBEHHOE XpaHEHHE JaHHbIE JIOKYMEHTbI BDEMEHHO XPaHsTCS B IOIIKOJIBHOM

00pa30BaTeIbHOM YUPEKACHUM.

1.5. B IOV nnsa xpanenus: 1okyMmeHTOB ApxuBHOTo (poHa Poccuiickoii Deaepannu u
3aKOHYEHHBIX JEJIOMPOU3BOACTBOM JTOKYMEHTOB NMPAKTHUYECKOTO HA3HAYEHUsI, UX 0TOOpa, yuera,
WCITOJIb30BAHUS U MOATOTOBKH K Mepeade Ha TOCyIapCTBEHHOE XPaHEHUE CO3/TAeTCsl apXHUB.

1.6. ApxuB co3gaeTcs Kak cCaMOCTOSITEIbHOE MOIpa3/IeJICHUE, BO3IJIABIIEMOE JIMIIOM,
OTBETCTBEHHBIM 32 BEJICHHE apXUBa COTIIACHO MPHUKA3Y 3aBEAYIOMIETO JTOITKOIHHBIM
00pa30BaTeNbHBIM YUPEKICHUEM.

1.7. YapexaeHue TONIKOILHOTO 00pa30BaHUs 00ECIIEYHBAET apXUB HEOOXOIUMBIM

IOMEIIEHNEM, 000pYyIOBAaHUEM U KapaMHu.



1.8. JlomKoiIbHOE 00pa3oBaTEIbHOE yUpekKACHUE 00ECIIEUNBACT COXPAHHOCTD, Y4YeT, 0TOOp,
YHOPSIIOYEHHUE U MCII0NIb30BaHUE JOKYyMEHTOB ApxuBHOro (onna Poccuiickoit deaepamnmu,
00pa3yroHMxcs B €ro aeareinbHocTH. O0ecnieunBaeT CBOEBPEMEHHYIO IIEpeauy 3THX
JIOKYMEHTOB Ha FOCYJapCTBEHHOE XpaHEHUE.

1.9. Bee paboThl, CBSI3aHHBIE C OATOTOBKOM, TPaHCIIOPTUPOBKOM U Tiepeiadeii apXUBHBIX
JIOKYMEHTOB, IPOM3BOJSATCS CUJIAMHU U 3a CUET AETCKOIO caja.

1.10. 3a yrpaty u nop4y gokymeHToB ApxuBHOro houaa Poccuiickoit deneparuu
nojpkHOCTHBIE una JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C JCHCTBYIOILUM
3aKOHOJaTEIbCTBOM.

1.11. ApxuB aeTckoro caja paboTaeT COrIacHO IJIaHy, YTBEPKIAEMOMY 3aBEAYIOIIMM
JOUIKOJILHBIM 00pa30BaTeIbHBIM YUPESIKICHUEM H OTYUTHIBACTCA NIEPE] HUM B CBOEH pabore.
1.12. KoHTpoib 1eATeIbHOCTH apXKBa OCylecTBisieT 3aBeaytouuii JIOY, a B ero oTCyTCTBUU

— UCTIOJNHSIONINI 00s13aHHOCTHU 3aBEIYIOMIETO.
2. COCTAB JIOKYMEHTOB APXUBA JIETCKOI'O CAJA
2.1. B apxuB JIOY nocrynaror:

. 3aKOHYCHHBIE JEJIONPOU3BOACTBOM YUPEXKICHHS JOKYMEHTHI IOCTOSHHOIO XPAHEHMUS,
00pa3oBaBIIMECs B AEATEIBHOCTH CTPYKTYPHBIX IMOAPA3IEICHUNA, JOKYMEHTbI BDEMEHHOIO
(cBprme 10 7et) cpoka XpaHeHHs, HCOOX0IMMBbIE B MPAKTHYECKOM JESITeIHHOCTH, TOKYMEHTHI TI0

KaZpaM U BOCIIUTAaHHHUKAM;

¥ AOKYMCEHTEI IOCTOAHHOTO XpAaHCHU U 10 JIMYHOMY COCTAaBYy OpFaHHSaHHﬂ-

MPEIIIECTBEHHUKOB (TP UX HATUYUN);

. JU4HbIE QOH/BI BEAYIINX paOOTHUKOB JAETCKOrO cajia (Mpu UX HaJIU4uuun);
s CITy>K€OHbIE U BEIOMCTBEHHbIE U3/IaHNUS;
. CIIPaBOYHO-TIONCKOBBIE CPEACTBA K JIOKYMEHTAM U yYETHBIE JOKYMEHTHI ApXHUBa

JACTCKOI'O cajia.

2.2. Cpoku XpaHEeHHs JJOKYMEHTOB B apXHBE JOMIKOILHOTO 00pa30BaTEILHOTO YUPEKACHUS

OTPEIETISFOTCS COTJIACHO CPOKaM, YKAa3aHHBIM B YTBEPKJACHHOW HOMEHKIJIATYpE JeII.
3. 3AJIAYA APXHUBA J10Y
3.1. OCHOBHBIMHM 33JJa4aMH apXUBA SABJISIFOTCS:

. OpraHM3alysi XpaHeHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pazieioM 2

HacTosero [onoxenus;



$ KOMIIJICKTOBAHUC apXKUBa JOKYMCHTAMHU, 06pa3OBaBIJ_II/IMI/IC$I B JCATCIIbHOCTH

YUPCKACHUS, OCYHIECTBIISIONIEr0 00pa30BaTeNbHYIO ASSITEIbHOCTD;

. yueT, 00ecreyeHre COXPaHHOCTH, CO3/1aHUe HayYHO-CIPAaBOYHOIO anapara;
° HCII0JIb30BaHUE JOKYMEHTOB, HaXOSAIIMXCS Ha XpaHeHuu B apxuse [0V
f MOJIrOTOBKA U CBOEBpPEMEHHAs Mepeada JJOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit

@denepalii Ha IOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHHULIMIIAIbHBIN) apXUB;

. METOJINYECKOE PYKOBOJCTBO U KOHTPOJIb 3a (hopmMupoBaHreM U 0OpMIICHUEM Jell B
JEJIIONPOU3BOJICTBE JIETCKOTO CcaJla U CBOEBPEMEHHOM Mepeiayeil UX B apXUB JOMIKOJIBLHOTO

00pa30BaTEeNIbHOTO YUPEIKICHHUS.
4. DYHKIINUN APXNBA

B cooTBeTCTBUM € BO3JIOKEHHBIMH 3aJauaMH ApXUB OCYHICCTBIACT CIICAYIOIINC Q)YHKHI/II/IZ

4.1. Opranusyer npreM JOKyMEHTOB IIOCTOSIHHOTO U BpeMEeHHOTO (cBbitie 10 jeT) cpokoB
XpaHeHHs, B TOM YHCIIE O KaapaM U BOCIIMTaHHUKaM, oOpa3oBaBIuxcs B AestensHoctu 1OV,

B COOTBCTCTBUHU C YTBCPIKIACHHBIM Fpa(pI/IKOM.

4.2. O6ecneunBaeT COXPaHHOCTD U BeJIET yUeT JIOKYMEHTOB U (POHIOB, HAXOIAIINXCS HA

XpaHCHUHU B apXUBE JOLIKOJIBbHOI'O 06p3303aTean0ro YUPCIKACHMA.

4.3. IlpeacraBiisieT B rocy1apCTBEHHbIN (MyHUIUIAIBHBIN) apXUB yUYETHbIE CBEJICHUS 00 00beme
U COCTaBe XPaHAIMIUXCS B apXUBE JIETCKOIo €a/ia JOKYMEHTOB ApxuBHoro (ponaa Poccuiickoit
®denepanyu U APYTUX apXUBHBIX TOKYMEHTOB B COOTBETCTBUU C MOPSIIKOM I'OCY/IapCTBEHHOIO

ydera ToKyMeHTOB ApxuBHOro dhoHaa Poccuiickoit deneparuu.

4.4. CucreMaTU3upyeT U pa3MellaeT JOKyMEHTBI, HOCTYMakon1e Ha XxpaHeHue B apxus 10V,

O6pa3OBaBH_II/ICCH B XO0I€ OCYHICCTBJICHHU A ACATCIIBHOCTH YUPCIKIACHU.

4.5. Pa3pabatbiBaet rpaduku npeACcTaBICHHUS OMUCEH Ha pACCMOTPEHHUE dKCIIEPTHO-
IIPOBEPOYHON KOMUCCUU U Nepeiaul TOKyMeHTOB ApxuBHoro ¢ponaa Poccuiickoit @enepanuu

Ha XpaHEeHHE B rOCYAapCTBEHHBIN (MYHULIUTIATbHBIN) apXUB.
4.6. OcyniecTBisI€T NOATOTOBKY M NPEACTABIISET:

® Ha paCCMOTPCHUEC U COI'TIACOBAHHUE Z—)KCHGpTHOﬁ KOMHUCCHUH I[Oy OITMCH A€ ITOCTOAHHOI'O
XpaHCHUA, BDEMCHHBIX (CBLIIJ_IC 10 J'ICT) CPOKOB XpaHCHH:, B TOM YHCJIC 110 KaJApaM H

BOCIIMTAHHUKAM, a TAKKE aKThI O BBIJACIICHUU K YHUYTOKCHUIO aPpXHUBHBIX JTOKYMCHTOB, HC
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MO/IeKAIUX XPAHEHUIO, aKThI 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX [TOBPEKICHHIX

APXUBHBIX TOKYMCHTOB,

. Ha YTBEPKJIEHUE SKCIEPTHO-IIPOBEPOUHOI KOMUCCHHU YIIOTHOMOUYEHHOTO OpraHa
MCIIOJHUTENIbHOM BiIacTu cyObekTa Poccuiickoil deaepaiuu B chepe apxMBHOTO Jiena (1ajiee -

OIIK apXuBHOIO yUpeKIeHHS ) OITUCH JIeJ TOCTOSHHOTO XPaHEeHMUS,

. Ha corntacoBanue DIIK apxuBHOTO yupexkaeHus cyobekra Poccuiickoit @eaepanuu
(MyHMIIUTIAJIBHOTO apX1Ba), B Clly4ac HA/ICJIEHUS €r0 COOTBETCTBYIOIIMMHU ITOJTHOMOYHUSIMH,

OIMCH J€JI 10 IUYHOMY COCTaBY;

. Ha corntacoBanue DIIK apxuBHOTO yupexaeHus cyobekra Poccuiickoit @eaepanuu
(MyHMIIMTIAJIBHOTO apX1Ba), B ClIy4yae HAJIEJICHUs €r0 COOTBETCTBYIOLIMMU MTOJTHOMOYHUSIMU,

aKThI 00 yTparc JOKYMCHTOB, AKTblI O HCUCIIPABUMBIX ITOBPCKACHUAX APXHUBHBIX JOKYMCHTOB;

. Ha yTBepkeHue 3aBenyomemMy IOV omnucu aen NOCTOSIHHOTO XpaHEHUs!, OITUCH
BpeMeHHbIX (CBbIe 10 JIeT) CpPOKOB XpaHEHHUsI, B TOM YHUCJIE OMKCH JEI MO KajJpam U
BOCIIUTAHHUKAM, aKThI O BBIJICJICHUH K YHUUYTO)KCHUIO apXUBHBIX IOKYMEHTOB, HE MOJIEKAIINX
XpaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHMCIIPABUMBIX MOBPEXKACHUIX apXUBHBIX
JOKYMEHTOB, YTBep:kaeHHbIe (cornacoBanubie) DIIK miau rocyaapcTBeHHBIM apXUBOM CYOBEKTa
Poccuiickoit @eaepaiuu (MyHUIIUNAIBHBIM apXHUBOM) B Cllydae HaJIeJIeHUs €ro

COOTBCTCTBYIOLIUMHU TTOJTHOMOYHAMU.

4.7. Opraau3yeT nepenavdy 1oKkymeHToB ApxuBHoro ¢onaa Poccuiickoit deneparuu Ha

MIOCTOSTHHOE XpaHEHHUE B rOCYJapCTBEHHBIN (MyHUIIMITAIbHBIN) apXUB.

4.8. Opranu3yer U IPOBOAUT KCIIEPTU3Y EHHOCTU JOKYMEHTOB BpeMEHHBIX (cBbile 10 JeT)
CPOKOB XpaHEHHs, Haxoauuxcs Ha XxpaHeHuH B apxuse JIOY B nensix or00opa JOKYMEHTOB JIIs
BKJIIOUEHUS B cocTaB ApxuBHoro ¢onja Poccuiickoit @enepannu, a TaKKe BbISIBICHUS

JIOKYMEHTOB, HE MOJIEKAIINX JAIBHEUIIEMY XPaHEHHUIO.
4.9. YyactByer B paboTe SKCIEepTHOM KOMHCCUH JOMIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKACHUS.

4.10. ITpoBOaUT MEPOTIPUATHSI 10 0OECTICUEHUIO COXPAHHOCTU JOKYMEHTOB, HAXOSAIINXCS Ha

xpaHneHuu B apxuse J[OVY.

4.11. Opranuzyet uapopMupoBaHue agMUHUCTpauu u pabotaukoB JIOY o coctae u

COZCPIKAaHNU JOKYMCHTOB apXuBa YUPCIKICHU.

4.12. UadopmupyeT 1nosib30BaTesnei o BOnmpocaM MECTOHAXO0XKAECHUS apXUBHBIX JTOKYMEHTOB.



4.13. Opranu3syer BblJ1auy JTOKYMEHTOB U J1eJI JJIsi pa0OThI B UNTAILHOM 3aJI€ MJIM BO BDEMEHHOE

I1OJIb30BAHUC.

4.14. UcnonHseT 3aIIPOChI HOHBBOBaTeHeﬁ, BbIIAC€T APXKWBHBIC KOIMHMK JJOKYMCHTOB, apXHWBHBIC

BBIMHICKU 1 apXUBHbBIE CIIPABKH.

4.15. Bener y4eT ucnoyib3oBaHus JoKyMeHTOB apxuBa JJOY.

4.16. Co3nmaet GoHJI IOJTB30BAaHUS apXUBa JETCKOIO Cajia U OPraHU3yeT ero UCIOIb30BaHHE.
4.17. OcylecTBIsET BeICHUE CIIPAaBOYHO-TIOMCKOBBIX CPEIICTB K TJOKyMeHTaM apxuBa JJOVY.

4.18. Co3naer, MOOJIHAET U COBEPLIEHCTBYET HAyYHO-CIIPABOYHBIN anmnapar K XpaHalumcs B

ApXUBEC ACJIaM U JOKYMCHTaM.

4.19. YgacTByeT B pa3pa0d0TKe JOKYMEHTOB YUPEIKIACHHSI [0 BOIIPOCAM apXHUBHOTO JieJia U

JIeIONPOU3BO/ICTBA.
4.20. Oka3pIBa€T METOUYECKYIO TOMOILIb:

. ciyx0e aenonpousBozactsa JIOY B cocTaBieHUN HOMEHKIIATYPHI J1e1, GOPMUPOBAHUM U
odopmieHnN A€, KOHTPOIUPYET PABUIHHOCTH (DOPMUPOBAHUS U OHOPMIICHUS J1e]T B

JACJIOIIPOMU3BOACTBE,

. CTPYKTYPHBIM ToJipa3iefeHusiM u padotaukam JJOY B moaroToBKe TOKYMEHTOB K

nepeaadyc B apXmuB ACTCKOTO Cajia.

4.21. YuacTByeT B IPOBEACHUN MEPOIIPHUITUH 110 MOBBILIEHNUIO KBATU(UKAIIMY PAOOTHUKOB

apxuBa U CITy>KOBI I€J0NPON3BOJICTBA JIOIIKOJIBHOTO 00Pa30BaTENILHOIO YUPEKICHUS.
5. IPABA APXHUBA

I[J'If[ BBITTOJIHEHHW S BO3JIOKEHHBIX 3a/1a4 U (bYHKIII/II\/JI JIMII0, OTBCTCTBCHHOC 3a apXuB, UMCET

paBo:

5.1. Hpe,[[CTaBJ'IHTL 3aBCAYIOHIICMY JOIIKOJbHBIM 06pa30BaTeJ'ILHLIM YUPCIKACHUEM
MPEAJIOKCHUS 11O COBCPUHICHCTBOBAHUTO OPraHU3aIlluu XpaHCHH A, KOMIUUICKTOBAHUS, YUCTa U

HCIIOJIb30BaHUA ApXUBHBIX JOKYMCHTOB B apXUBC I[Oy

5.2. KoHTpoarpoBaTh BBINOJIHEHNE YCTAaHOBICHHBIX TPaBMII pabOThI C TOKYMEHTAMH B

CTPYKTYPHBIX IOAPA3ACIICHUSIX YUPEKICHUS.



5.3. 3ampammBarhk OT CTPYKTYpPHBIX HoApa3aeneHui u paborHukos JI0Y cencHus,
HEO0OXOUMBIC JJIsE PaOOTHI apXUBa, C YIETOM O00ECTICUEHUS BHITIOTHCHHS BCEX BO3JIOKCHHBIX Ha

apxuB 3a7a4 U QYHKIUH.

54. [[aBaTB Pa3bACHCHUA U PEKOMCHAAMK 110 BOIIPOCaM, BXOAAIIUM B KOMIICTCHIIUIO apXHBa

JOIIKOJBHOI'O o6pa3013aTeanoro YUPECKIACHUA.

5.5. UudopmupoBaTh CTPYKTYpHBIC TIOIPA3ACICHUs JETCKOTO Cajia O HEOOXOAUMOCTH Mepeaadn

JIOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPIKICHHBIM IPaUKOM.

5.6. [IpuHumath y4yactue B 3aC€1aHUAX SKCIEPTHOM KOMUCCUHN YUPEKICHMSI, & TAKXKE B
JKCIIEPTHO-IIPOBEPOYHON KOMUCCHH YIIOJITHOMOYEHHOI'O OPIaHa UCIIOJIHUTEIIBHON BJIACTH

cyonekra Poccuiickoii @enepamnmu B chepe apXuBHOTO Jea.
6. OTBETCTBEHHOCTD 3A ®YHKIIMOHUPOBAHUE APXUBA

6.1. HaszmauenHoe mpukaszom 3aseayromero JJIOY nuio, oTBETCTBEHHOE 3a BEICHUE apXUBa,

HECCT NCPCOHAJIBHYIO OTBETCTBCHHOCTD 34:

. BBIITOJIHCHHUE BO3JIOKCHHBIX HAa AapXWB 3a/1a4 U (bYHKIII/If/'I B COOTBETCTBHH C

JEHCTBYIOIINM 3aKOHOAarenscTBoM Poccuiickoit deaepanuu;

4 OpraHu3aluro pa6OTBI apXuBa, CBOCBPEMCHHOC U KBaJII/I(I)I/IHI/IPOBaHHOG BBIIIOJIHCHHUC
IIPpHUKAa30B, paCHOPH)KCHI/Iﬁ, HopyquHﬁ BbIIICCTOAMIICTO PYKOBOACTBA, HeﬁCTBy}OHlHX

HOPMAaTUBHO-IIPABOBLIX AKTOB 11O CBOEMY HpO(l)I/IJ'IIO ACATCIIbHOCTH,

. panuoHaIbHOE U 3(DPEKTUBHOE HCIIONH30BAHNE MAaTEPUATBHBIX, (DMHAHCOBBIX U

KaJIpOBBIX PECYPCOB;

' COCTOSIHHE pr,)IOBOI\/’I U UCIIOJTHUTEIbCKOM JUCHUIUIMHBI B apXUBEC, BBIMTOJIHEHUEC CBOUX

(yHKIMOHAJIBHBIX 0053aHHOCTEI;

y CO6J'IIO,Z[CHI/IG IIpaBUJI BHYTPCHHETO paCclopsAaAKad, CAHUTAPHO-IIPOTUBOINUACMHUYCCKOTI'O

peixxumMa, HpOTI/IBOHO)I(apHOﬁ 0C30IMaCHOCTH ¥ TEXHUKH 6C3OHaCHOCTI/I;

. BEJICHUE JOKYMEHTAIMU, IPEyCMOTPEHHON JEUCTBYIOIMMHU HOPMAaTUBHO-TIPABOBBIMU
JIOKYMEHTaMU;
. MPEIOCTABICHUE B YCTAHOBJIEHHOM MOPSIIKE TOCTOBEPHON CTATUCTUYECKOW U HHOM

nH(pOpMaIK O JEeSTeIbHOCTH apXUBa;

. TOTOBHOCTL apXuBa K pa60Te B YCIIOBUAX I-IIZ)GSBI:I‘la.I\/'IHIJIX CI/ITyaI_II/Iﬁ.



6.2. OTBETCTBEHHBIC 32 BCACHUC NCIIOIPOU3BOACTBA, IOATOTOBKY U MPCACTABJICHHUC JTOKYMCHTOB

Ha XpaHEHME B apXuB, Ha3HavaroTcs 3aBeayromum JOVY.

7. KOMIIVIEKTOBAHHUE APXUBA

7.1. [ToaroToBKa JOKYMEHTOB K Iepeladue B apXyB JOMIKOIHHOTO 00pa30BaTEIILHOTO
YUPEKIACHUS BKIFOYACT SKCIEPTU3Y HAYYHOU M MPAKTHUYECKOM [IEHHOCTU JOKYMEHTOB,

oopmileHHE /1€]1, COCTABIEHUE OIUCH.
7.2. DKcnepTr3a LEHHOCTU JOKYMEHTOB:

M OKCIEPTHU3a HECHHOCTH JOKYMEHTOB — OIIPCACICHHUEC LICHHOCTU JOKYMEHTOB C LICJIBIO
0T6opa HX Ha XpaHCHNUEC U YCTAHOBJICHUC CPOKOB XpPaHCHUS. 9KCH€pTI/I3y LIEHHOCTHU TOKYMCHTOB

B JIOY ocyuiecTBisieT MOCTOSHHO JEHCTBYIOIAs SKCIIEPTHASE KOMUCCUS;

. JKCIIEpTHAsi KOMUCCHS Ha3HavaeTcs pruka3oM 3aseaytoriero JJOY. B cocras
9KCIEPTHON KOMUCCHH BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCJIC B 0053aTEIIBHOM
HOPSIIKE JIMIIO, OTBETCTBEHHOE 3a BEJICHHE apXuBa JETCKOro caaa. CekperapeM SKCIepTHOM
KoMHuccHU Ha3HavaroT cekperaps JJOY. DkcrnepTHas KOMUCCHS Ha 3aCeIaHHUSIX PACCMaTPUBACT:
HOMCHKIIATYPy €1 JETCKOTO cajia, OMUCH e MOCTOSHHOTO XPAaHESHHUS U 110 INYHOMY COCTAaBY,

AKThI Ha JJOKYMEHTBHI, BEIICTSIEMbIC K YHHYTOKCHUIO.
7.3. OdopmiieHue aen:

° JeJia IMTIOCTOSAHHOT O XpaHeHI/Iﬂ IIOAIINBAKOTCSA B TBepIIYIO O6JIO)KKy HpO‘-IHBIMI/I HUTKaMHA.
JIucTel HyMEpyIOTCs B IPaBOM BEPXHEM YIUTy IIPOCTBIM KapaHgamoM. KoinuecTBo JIMCTOB B
Ka)XJI0M JieJie He I0JLKHO npeBbimaTh 250. B KoHIIE /iefla Ha OTAEIBLHOM JINCTE COCTABIISAETCS

3aBEpPUTCIIbHAS HAANCh,

’ Ha 00JI0KKE JIeJT MOCTOSTHHOTO XPAaHEHUS IOJDKHBI OBITh TPOCTABIICHBI CIIEIYIONINE
PEKBU3HTHI: MTOJTHOE HAMMEHOBAHME BBILIECTOSINIEH opranu3anuu, HanmMenoBanue JOY, Homep
(MHIIEKC) JeTa MO0 HOMEHKIIaType, 3ar0J0BOK Jeia, KOJIMYECTBO JIMCTOB, CPOK XPAaHEHUS WU

OTMETKa «XpaHUTb MMOCTOAHHO», HOMEP (1)OHI[3,, OIIKMCH, OCJIa,

. 10 OKOHYaHUH JI€JI0NPON3BOICTBEHHOTO I0J1a B 0(OpMIICHHBIE 00JIOKKH JeT
MOCTOSIHHOT'O XPaHEHHs BHOCATCSI HEOOXOJMMbIE YTOUHEHUS: B 3ar0JIOBKH JIeJI, COAEPIKALINX
pacropsauTeIbHbIe JOKYMEHTHI (IIPUKa3bl, IPOTOKOJbI), BHOCATCS HOMEpA; €CIIH JIENIO0 ¢
NIEPENUCKON COCTOUT U3 HECKOJIBKHUX TOMOB, B KaJKJIOM TOME YKa3bIBA€TCsI KOPPECIIOH/IEHT,
aBTOp, TEPPUTOPHUSL, Ipyrue JaHHbIE. B kax1oM ToMe yka3bpIBaeTcs Aata (41ciio, MecsI, roj)
Hayvaja ¥ OKOHYaHUS JaHHOTO ToMa. ToYyHbIe AaThI MPOCTABIISAIOTCS HA 00JI0XKKaxX JJIsl ObICTPOro
IIOKCKA JOKYMEHTOB B MTOCJIEIYIOIIEM; U3 3aBEPUTEILHON HAIIUCH Ha 00JIOKKY J1€J1a BBIHOCUTCS

KOJIMYECTBO JIUCTOB B ACJIC,



S HaAIIMCHU Ha 0010KKax JCJI HOCTOSTHHOT'O W JOJITOBPEMCHHOTO XpaHCHH A CICAYET

IMPOU3BOJUTH YETKO, CBETOCTOMKHMH YCpHUIaMU,

b JJId yd9€Ta KOJIMYECTBA JIMCTOB B JICJIC U (bl/IKcaI_[I/II/I 0COOEHHOCTEH MX HyMEpallud Ha

OTACIIBHOM JIMCTE COCTABJIACTCA 3aBCPUTCIIbHAA HAAIINCE,

4 B 3aBEPUTENIBHOM HAAMNCH YKa3bIBACTCS KOJIMYECTBO JHUCTOB (LU paMu 1 MPOIKUCHIO) B
Jiene. 3aBepuTelibHas HaAIUCh [TOANMCHIBAETCS COCTABUTENIEM C YKa3aHUEM €r0 JOJKHOCTU U

JaTbl COCTaBJICHUS,

* BHYTPCHHSA OIIMCH COCTABJIACTCA K ACJIaM MMOCTOAHHOI'O U JOJTOBPEMEHHOT' O (CBBII_HC 10
J'ICT) CpOKa XpaHCHUA, C(l)OpMI/IpOBaHHI)IM 10 PaSHOBUAHOCTAM JOKYMCHTOB, 3arOJIOBKH KOTOPBIX

HE pacKpBIBAIOT KOHKPETHOE CO/IepKaHUE JOKYMEHTOB (0c000 1IeHHbIE, TUYHbIE JIeja U Jp.).
7.4. Onucanue T0KyMEHTOB MTOCTOSSHHOTO CPOKa XPAHECHHUS:

® OIMKMCHU COCTABJIAOTCA pa3AC/IbHO Ha J€JIa MIOCTOAHHOI'O XpaHCHUS 110 OCHOBHOM

ACATCIIBHOCTH U Ha ACJIa IO JINYHOMY COCTaBY,

® OIMIMCHU COCTABJIAKOTCA ACIOIMPOU3BOAUTCIICM;

= OITHCH BEACTCS B €AMHOM BAJIOBOU HyMepaluuu B TCUCHHUEC HECKOJIbKUX JICT,

b Ha JcJia C UCTCKIINM CPOKOM XPAaHCHHUA COCTABJISCTCA aKT 00 YHHUYTOKCHHU,

¥ MO OKOHYAaHUHN JCJIOIIPOU3BOJACTBCHHOI'O I'OJid B Z[Oy IIPOU3BOAUTCA OT60p JAOKYMCHTOB

MOCTOAHHOI'O CPOKa XpaHCHUS JIA BKIITOYCHHUS UX B OIIMCh. OnHCH COCTOUT U3 T'OJOBBIX
pa3AaciioB, BHYTPH IoJia ACjIa paciiojararoTcs 1mo CTeleHu SHaYMMOCTHU C y4CTOM HOMUHAJIBHOI'O

NpUHIUNA (B COOTBETCTBUU C HOMEHKJIATYPOH YUPEXKICHHS);

M OIMKUCHU COCTABJIAOTCA pa3AC/IbHO Ha JCJId MIOCTOSHHOI'O XpAHCHUS T10 OCHOBHOM

ACATCIIBHOCTH U HA ACJIa 110 JINYHOMY COCTaBY,
® OIMMCHU COCTABJIAKOTCA CCKPETAPEM.

7.5. Z[ena BPEMCHHOTI'O XpaHCHUA O(I)OpMJ'ISIIOTCSI YHOPOIICHHO: OHU HE MMOAIIHUBAIOTCA, JINCTHI B
HUX HC HYMCPYIOTCA, YTOUHCHHUEC Ha 00JIOKKaX HE IMMPOU3BOAUTCH, OIIMCH Ha JICjIa HE

COCTABJISIIOTCA, Y4ET BEIETCS 10 HOMEHKIIAType JeJl.
8. YCJIOBUSA XPAHEHUSA JOKYMEHTOB APXHNBA

8.1. JlokyMeHTBI apXuBa XpaHITCS B apXHWBOXPAHIIIUIIE JOIMKOILHOTO 00pa30BaTEILHOTO

YUPEXKIEHUS.



8.2. He JOITYCKACTCA pa3sMCIICHUE apXKBa B IIOABAJIBHBIX W YCPAAYHBIX IMOMCIICHHUAX ACTCKOT'O

caza.

8.3. ApXHUBOXpaHMJIMILE JIOJDKHO OBITH yAaJICHO OT Ja0OPaTOPHBIX, IPOU3BOICTBEHHBIX,
OBITOBBIX MMOMEMIEHUN U HE UMETh OOIINX C HUMH BEHTUJISIIIMOHHBIX KaHAJIOB.
ApXUBOXpaHUJIMILE OTACNISETCS OT COCETHUX MOMEIICHUI HECTOPaeMbIMU CTEHAMU U
MEPEKPBITUIMHU C Mpe/ieJaMi OTHECTOMKOCTH HE MEHEe JBYX 4acoB. B apxuBoxpaHWIUIIE HE
JIOTIyCKaeTCsl MPoKJIajaka TpyO BoJoCHAOKEHUS ¥ KaHAJIM3alUU, TEXHOJIOTUYECKUE HIIN OBITOBBIE

BbIBOJbI BOJBbI.

8.4. ApXHUBOXpaHWJIHILIE I0JPKHO UMETh €CTECTBEHHYIO MJIM MCKYCCTBEHHYIO BEHTUJISIUIO,
00eCTIeYMBAOIIYI0 PEIMPKYJISALUIO BO3AyXa, CTAOUIBLHOCT TEMIIEPATyPHO-BIKHOCTHOTO

pexuma.

8.5. Bce nocrynatoniue B apxu JIOY 10KyMEHTHI pa3MeIalOTCs B apXUBOXPAaHMWINIIAX Ha
CTAllMOHAPHBIX W/WIIM TIEPEIBUKHBIX METAJUIMYECKHUX CTEIUIAKaX, B METANIMIECKUX MIKagdax

WJIM KOHTEHHEpax.

8.6. CTerutaxxu TOJDKHBI OBITh YCTAaHOBJICHBI IEPIICHANKYIJISIPHO CTEHAM ¢ OKOHHBIMHU IIPOEMaMH,
a B IOMEIICHUN 0€3 OKOH - ¢ y4eTOM 0COOCHHOCTEH oMenieHns u ooopynoBanus. He
JIOITyCKAeTCs pa3MeIIeHUE CTeIIaKEH BINIOTHYIO K HAPYKHBIM CTEHAM 3/IaHHsI U K HICTOUHUKAM

TCIL1a.

8.7. PaccTaHoBKa cTesuiakei U nkadoB OCyIIECTBISIETCS] B COOTBETCTBHU CO CICAYIOMIMMHI

TpeOOBAHUSIMU:

. paccTosiHuEe MEXAY psAAamMu cTeJuiaxel (TIaBHBIM Ipoxoa) — He meHee 120 cm;

. paccTosiHue (TPOX0/1) MEXTy CTeIaKaMy — HE MeHee 75 cM;

. paccTostHuEe MEXAy HapyKHOW CTEHOM 3[JaHusl U CTeJUIaXKaMu, NapajljieIbHbIMA CTEHE —

HE MeHee 75 cM;
. paccTosiHUEe MEXTy CTEHOM U TOPILIOM cTeJuiaxa uiu 1mkada (06xon) — He MeHee 45 cM;

. paccTosiHuE MEXKAy IOJIOM U HU)KHEH MOJIKOH cTemtaxka (1mkada) — He MeHee 15 cM, B

IOKOJBHBIX dTakaX — He MeHee 30 cMm.

8.8. [IpoTuBOMOXKapHBII peXUM B apXUBOXpaHWIHILE, T1e pazMeniaetcs apxus JJOVY,
yCTaHaBJIMBAETCS B COOTBETCTBUU ¢ [IpaBuiamMu mpoTHBOIIOKapHOTO pekuma B Poccuiickoit
Oeneparun ot 16 centsadps 2020 roga Nel479.

8.9. ApXI/IBHBIe AOKYMCHTHI CJICAYCT XPAHUTb B TCMHOTC.
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8.10. 3ammrTa IOKYMEHTOB OT JIEHCTBHS CBETA 00ECIIEYNBACTCS XpaHEHUEM JOKYMEHTOB B

Kopo61<ax, Iarkax u rneperjerax, B IHKa(baX HJIM Ha CTCIIIAXKaX 3aKPBITOIO THUIIA.

8.11. ypOBeHB HCKYCCTBECHHOI'O OCBCIUICHUA B KHUTI'OXPaHHWJIKIIAX JOJIXKCH COCTaBJIATh HC MCHEC

100 mnrokc.

8.12. B apxuBOXpaHMWJIUIIIE /ISl XPAHEHUS JJOKYMEHTOB YCTaHABJIMBAIOTCS CIEAYIOLINE

[IapaMeTpbl TEMIIEPATYPHO-BIIAKHOCTHOTO PEXKUMA:

. JUIsl XpaHEeHUs JIOKyMEHTOB Ha OyMa)XHOM HOcHUTese — reMnepatypa 17-19°C,

OTHOCHTEJIbHAS BIAXHOCTH Bo3ayxa — 50-55%.

8.13. IlomenieHust apxuBa JOMIKOIHLHOTO 00Pa30BaTEIbHOTIO YUPEKACHHS JOIDKHBI COJIEPKAThCS

B YUCTOTE, B YCIOBHSX, HCKIIFOYAKOUIUX BO3MOKHOCTD ITOSIBJICHUS IIJIECEHU, HACEKOMBIX, ITBUIH.
9. BAK/IIOYUTEJIBHBIE ITOJIOKEHUA

9.1. Hacrosimee Ilonoxxenne 00 apxuBe sIBJISIETCS JJOKATbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMaercst Ha O0memM coOpaHny pabOTHUKOB JIOMIKOIBHOTO 00pa30BaTEIbHOTO YUPEKICHHS

U yTBep:kaeTcs (Jubo BBOAUTCS B AeiicTBHUE) 3aBeaytoumm JOVY.

9.2. Bce n3meHeHus 1 JOIOJIHEHUS, BHOCHMbIe B HacTosee [lonoxenue, opopmisitores B
NUCHbMEHHOM (DOPME B COOTBETCTBUY JICHCTBYIOLIMM 3aKOHOIATEIBCTBOM Poccuiickoit

denepaluu.

9.3. [Nonoxenue 06 apxuse JIOY nmpuHUMaeTcs Ha HEONpeAeaeHHbIN CpoK. M3MeHeHus u
nonoHeHns K [ToJa0KeHn0 NpUHUMAIOTCS B TTOPSIAKE, HPEAYCMOTPEHHOM I1.9. 1. HACTOSIEro

[Tonoxenus.

9.4. llocne mpunstus [lonoxenus (M1 ©3MEHEHU U JOTOTHEHUN OT/IETBHBIX YHKTOB U

pa3zienoB) B HOBOM peAaKIINK MPEIbIAyIIas peIaKiis aBTOMaTHIECKN yTPAauYuBaeT CUITY.
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