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MHOJIO’KEHHUE Ob APXUBE

MyHMIHIIAJIBHOIO0 ABTOHOMHOI'O IOIIKOJBHOI'0 00pa30BaTeibHOIO
yupe:xxaeHus aerckoro caga Ne8 r. Tomcka

1. O01ue moJ10KkeHus

1.1. TTonoxxenue 06 apxuse (nanee-Ilonoxxenne) MyHHITUTIATLHOTO aBTOHOMHOT'O
JIOIIKOJIBHOTO 00pa30BaTeIbHOTO yUpexkaeHUs aeTckoro cama Ne§ r. Tomcka (manee-/10VY)
paszpaboraHo B cooTBeTcTBUU ¢ [Iprkazom denepanbpHOro apxuBHOro areHTcTea Ne 77 ot 31
utoist 2023 rona «O06 yrBepxaeHun [IpaBui opraHu3auy XpaHeHHsI, KOMIUICKTOBAHUS, yueTa U
UCIOJIB30BaHUs TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoii denepanuu 1 Ipyrux apXuBHbIX
JIOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CAMOYIIPaBJICHUS U
OpraHu3alusIX», Ha ocHoBaHUU [IprMepHOro monoxxkeHus o0 apxuBe OpraHU3aIuy,
YTBEPKACHHOr 0 npuka3zoM PenepanbHoro apxuHoro areHTcTsa Ne 42 or 11 anpens 2018 roza,
a TaKxke Y CTaBoOM.
1.2. lannoe ITonoxxeHue ornpeaenser cocTaB JOKYMEHTOB apXHUBa U YCIIOBUS UX XPAHEHHUS,
yCTaHaBIMBAET 337a4y, Ha3HaUeHUE U QYHKIUU apXHBa, PErJIaMEeHTUPYET AesATeNbHOCTD JIUIIA,
OTBETCTBEHHOTO 33 BEJCHNE apXMBa B JOIIKOIBHOM 00pPa30BaTEIbHOM YUPEKICHHUH.
1.3. JoxymenTtsl JIOY, nuMeronire HCTOPHUIECKOE, KYJIBTYPHOE, HAYIHOE, COITHAIBHOE,
SKOHOMHUYECKOE U NOJUTHYECKOE 3HAUEHHUE, COCTABIISIIOT TOCYAAPCTBEHHYIO YaCcTh APXHUBHOIO
¢donna Poccuiickoit @enepaiuiu, ABISIOTCS COOCTBEHHOCTHIO TOCYAapCTBA U MOJUIEKAT
IIOCTOSSHHOMY XPaHEHHIO B TOCyAapCTBeHHBIX apxuBax Poccuiickoit enepanuu. Jlo nepenaun
Ha rOCYJapCTBEHHOE XpaHEHHUE JIaHHbIE TOKYMEHTBI BpEMEHHO XPAHSTCS B JIOMIKOILHOM
00pazoBaTeIHLHOM YUPEKICHHUH.
1.4. B IOV nns xpanenust nokyMmeHTOB ApxuBHoro ¢onma Poccuiickoit deneparum
1 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IPAKTUYECKOr0 Ha3HAUYEHUs, X 0TOO0pa,
yueTa, UCII0JIb30BAHUS U MOJIMOTOBKHU K Mepeiaue Ha roCy1apCTBEHHOE XpPaHEHUE CO3aeTCsI
apXuB.
1.5. ApxuB co3aercs Kak caMOCTOSTEIbHOE MOApa3ieJICHIEe, BO3IIIaBIsIEMOE JTUIIOM,
OTBETCTBEHHBIM 32 BEJIEHHUE apXHUBa COIJIACHO MpuKa3zy 3aBenyoirero JJOY.
1.6. Yupexnenue JomKoIbHOro 00pa3oBaHus 00ECIeUYnBAET apXUB HEOOXOAMMBIM
noMeInieHueM, 000pyJ0BaHUEM U KaJpaMH.
1.7. 1OV obecrieunBaeT COXpaHHOCTh, yUeT, OTOOp, YIOPSIOUCHUE W UCTIOIb30BAHNE
TOKyMEeHTOB ApxuBHOro (¢onna Poccuiickoit @eneparuu, 00pa3yrommxcs B €ro AeITeITbHOCTH.
1.8. 3a yrpaty u nmopuy gokymeHTOoB ApxuBHoro ¢onaa Poccutickoii deaepanuiu T0KHOCTHBIC
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUH C JEHCTBYIOIIUM
3aKOHOJATEIbCTBOM.
1.9. Apxus JIOY paboTaer coriaacHo IUIaHy, YTBEPKIAeMOMY 3aBEAYIOIUM
JIOIIKOJIbHBIM 00pa30BaTeIbHBIM YUPEKICHUEM U OTUUTHIBACTCS MEpe]] HUM B CBOeH padore.
1.10. KoHTpOib AeSITETHOCTH apXHBa ocyliecTiseT 3apenytomuid 10V, a B ero
OTCYTCTBUH —HCTIONHSIOMNNA 00S3aHHOCTH 3aBEAYIOLIETO.

2. CocTaB 1OKYMEHTOB apXHMBa
2.1. B apxuB IOV nocrynaror:



* 3aKOHYEHHBIE JIETONPON3BOJICTBOM YUPEXKACHHS TOKYMEHTHI IIOCTOSHHOI'O XPAHEHHS,
00pazoBaBIIMECs B ICATEIBHOCTH CTPYKTYPHBIX MOIPA3/IeIICHUH, TOKYMEHTHI
BpeMeHHoro (cBbime 10 yet) cpoka xpaHeHus, HeOOXOIUMbIE B MPAKTUUECKOU
JEeSTENbHOCTH, TOKYMEHTHI 110 KaJipaM U BOCIUTAaHHUKAM;
* IOKYMEHTBI IOCTOSTHHOT'O XPAHEHUS U 110 JTUYHOMY COCTaByOPTraHU3alUH-IPEIIECTBEHHUKOB
(Ipu MX HAJTUYHH);
* IMYHBIC (POH/IBI BEAYIIUX PAaOOTHUKOB ACTCKOTO caja (Mpy UX HATUYWHN);
* CIy)KeOHbIC U BEZIOMCTBEHHBIC U3AHUS;
* CIIPaBOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTaM M YUETHbIE IOKYMEHThI ApXuBa
JOV.
2.2. Cpoku XpaHEeHHs TOKYMEHTOB B apXUBE JOIMIKOJIBHOTO 00pa30BaTEILHOIO YUPEKIACHUS
OIPENEIAIOTCS COIVIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHON HOMEHKIATYpE JEl.
3. 3agaum apxuBa

3.1. OcHOBHBIMH 33JJa4aMU apXUBa SBISAIOTCSA:
* OpraHu3alys XpaHeHUs! JOKYMEHTOB, COCTaB KOTOPBIX IPEyCMOTPEH PA3AEIIOM 2
Hactosuiero [lonoxenus;
* KOMITJIEKTOBaHHE apXHBa JJOKYMEHTaMH, 00pa30BaBIIMMUCS B ACATEILHOCTH
YUPEXICHUS, OCYIIECTBIISIOIIEr0 00pa30BaTEIbHYIO 1A TEIbHOCTD;
* y4eT, o0ecrieueHrne COXpaHHOCTH, CO3/IaHue HAy4YHO-CIIPAaBOYHOr0 aImapara;
* MCII0JIb30BaHUE JOKYMEHTOB, HaXOAIIMXCS Ha XpaHeHuH B apxuse IOV
* MIOJIrOTOBKA U CBOEBPEMEHHasI Tepeiada JOKYMEeHTOB ApxuBHOTo ¢hoHaa Poccuiickoit
®denepaniiy Ha IOCTOSIHHOE XPaHEHHE B FOCYAAPCTBEHHBINA (MYHULIMIIAIbHBIN) ApXUB;
* METO/INYECKOE PYKOBOJCTBO U KOHTPOJIb 32 (hOpMHUpPOBaHHEM U OQOpPMIIEHUEM JET B
JIEJIONPOU3BOACTBE JETCKOrO Cajja U CBOEBPEMEHHOM Mepeaaueii X B apXuB
JIOIIKOJIBHOTO 00pa30BaTEIbHOI0 YUPEXKICHUS.

4. ®DyHKIMH APXHUBa
B cooTBeTcTBHY C BO3JI0)KEHHBIMU 33/1a4aMH apXUB OCYILECTBIISIET CAeAYoue GyHKINH:
4.1. Opranusyer npueM JOKYMEHTOB IIOCTOSSHHOI'O U BpeMeHHOr o (cBbiie 10 j1eT) cpokoB
XpaHeHus1, B TOM YKCJIe [0 KaJpaM U BOCIIUTaHHUKaM, 0OpPa30BaBIINXCS B IEATEIbHOCTH
JIOY, B COOTBETCTBUHU C YTBEP)KIACHHBIM IPahUKOM.
4.2. OGecnieunBaeT COXPAHHOCTh U BEICT YUET JOKYMEHTOB U (DOHIOB, HAX OISIIIIUXCS Ha
xpaHeHuu B apxuse J[OVY.
4.3. Ilpencrapinsier B TOCyJapCTBEHHbIN (MYHHUIIMIAIbHBIN) apXUB y4yeTHbIE CBEACHUS 00
o0beMe 1 COCTaBe XPAHALIMXCS B apXUBE JIETCKOr0 €a/1a IOKYMEHTOB ApXUBHOIO (oHa
Poccuiickoii @enepanniu U Apyrux apxXuBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSIKOM
rOCy/IapCTBEHHOI'0 yueTa JTOKyMeHTOB ApXuBHOTo ¢oHna Poccuiickoii deneparum.
4.4. CucremMaTu3UpyeT U pa3MeNIaeT JOKYMEHTHI, MOCTYarnue Ha xpanenue B apxus [0V,
00pazoBaBIIMECs B XOJI€ OCYIIECTBICHHUS AEATEILHOCTH YUPEKICHUS.
4.5. Pa3pabaTeiBaeT rpaduKu IpeICTABICHUS OMKMCEH Ha PACCMOTPEHHE SKCIIEPTHO-
MIPOBEPOYHON KOMHCCUH M Mepeaayll ToKyMeHTOB ApxuBHoro gounaa Poccuiickoit @enepanun
Ha XpaHEHHE B rOCYAapCTBEHHBINA (MYHUIIUTIATIbHbBIN) apXUB.
4.6. Ocy1iecTBiseT NOArOTOBKY U IIPEACTaBIISIET:
* Ha PaCCMOTPEHUE U COIIacoBaHue dKcrepTHor komuccun JIOY onucH e moCTOSHHOTO
XpaHeHus1, BpeMEHHBIX (cBbIlIe 10 J1€T) CPOKOB XpaHEHUs, B TOM YHCIIE 110 KaJpaM U
BOCIIUTaHHUKAM, a TAKXKE aKThI O BBIJICIICHUN K YHUUTOXKEHUIO APXUBHBIX IOKYMEHTOB, HE
MOJUIEXKAINX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX ITOBPEKACHUSIX
apXMBHBIX JOKYMEHTOB;
* Ha YTBEP KJIEHNE IKCIIEPTHO-TIPOBEPOYHON KOMUCCHUH YIIOJIHOMOUYEHHOI'O OpraHa



HCIIOTHUTENIbHON BIIacTH cyObekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jiena
(manee - DIIK apXHBHOIO yupeKI€HHS) OIMCH JIE]1 IOCTOSHHOIO XpaHEHHUS,
* Ha cornacoBanue DIIK apxuBHOTrO yupexnenus cyobekta Poccuiickoit denepannn
(MyHMIIMIIQIBHOTO apXHUBa), B CIydae Ha/I€JICHUS €r0 COOTBETCTBYIOIIUMHU
MTOJIHOMOYMSIMH, OIHMCH JIe] MO JIUYHOMY COCTaBY;
* Ha coriacoBanue DIIK apxuBHOro yupexnenus cyorekra Poccuiickoit @enepanun
(MyHUIIMIIAIBHOTO apXKBa), B CIy4ae HaJeJIEHUsl €r0 COOTBETCTBYIOLIUMU
MOJTHOMOYHSIMH, aKThl 00 YTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MTOBPEKICHUIX
apXUBHBIX JOKYMEHTOB;
* Ha yTBepk/ieHue 3aBenyromeMy JJOVY onucu e MoCTOSHHOIO XpaHEeHUsl, OIIMCH BPEMEHHBIX
(cBbimie 10 7eT) CPOKOB XpaHEHUS], B TOM YHCJIe OIMUCH el IO KaJipaM U BOCITUTAHHUKAM, aKThI
O BBIJICJICHUH K YHUYTOKECHUIO apXUBHBIX JOKYMEHTOB, HE TOJISKAIINX XPAHEHHIO, aKThI 00
yTpare JOKYMEHTOB, AKThl O HEUCIIPABUMBIX MOBPEKICHUAX apXUBHBIX JOKYMEHTOB,
yTBepkaeHHbIe (cornacoBanHbie) DIIK umm rocynapcTBeHHBIM apXUBOM cyObekTa Poccuiickoit
Oenepaunu (MyHULUIIATBHBIM aQPXUBOM) B CIy4ae HAJEJIEHUS €ro COOTBETCTBYIOIUMU
ITOJIHOMOYHSIMH.
4.7. Opranusyer nepenaqay 10KyMmeHTOB ApxuBHoro ¢onna Poccuiickoit deneparuu Ha
MOCTOSIHHOE XPaHEHHE B TOCYIapCTBEHHBIN (MYHUILIUIIAIBHBIN) apXUB.
4.8. Opranu3syeT U MPOBOJUT IKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMEeHHBIX (CBhImIe 10 j1eT)
CPOKOB XpaHEeHHUs, HaXOAIuXcsa Ha XpaHeHnH B apxuse JJOY B nensx oréopa TOKyMEHTOB s
BKJIFOUEHUS B cocTaB ApxuBHoro ¢ponaa Poccuiickoit deneparuu, a TaKKe BBISIBICHUS
JIOKYMEHTOB, HE IIOJUIEKAlINX JATIbHEHIIEMY XPaHEHUIO.
4.9. YyacTtByeT B paboTe SKCIEPTHON KOMUCCHH JIOIIKOJIBHOT'O 00pa30BaTEIIbHOTO YUPEIKICHHUS.
4.10. [IpoBOAUT MEPOIIPHUATHS IO OOECTICUSHUIO COXPAHHOCTH JIOKYMEHTOB, HAXOAAIIMXCS HA
xpaHeHuu B apxuse J[OY.
4.11. Opranusyer HHPOPMHUPOBAHUE AAMUHHUCTpaLUU 1 paboTHUKOB JJOY 0
COCTaBe U COJEPKAHUH IOKYMEHTOB apX1Ba yUPEKICHHUSI.
4.12. adopmMupyeT moabp30BaTeseid Mo BOmpocaM MECTOHAX 0K ICHHS apXUBHBIX IOKYMEHTOB.
4.13. Opranu3yet BbIJaqy JOKYMEHTOB | JIeJ1 JJI1 paOOTHl B YUTAIIBHOM 3aJIe UM BO BPEMEHHOE
I10JIb30BaHUE.
4.14. UcnionmHsieT 3ampockl MOJIb30BaTENEH, BEIAAET apXUBHBIE KOITMU JOKYMEHTOB, ApXHUBHBIE
BBIIIMCKU Y ApXUBHBIE CIIPABKH.
4.15. Bener yuer ucnonp30BaHus JOKyMeHTOB apxuBa JJOY.
4.16. Co3naet (hoH OIB30BAHUS ApPXHUBA JETCKOTO Cajla U OPraHU3yeT ero NCIOoIb30BaHUE.
4.17. OcymecTBisieT BeICHUE CIIPaBOYHO-TTOMCKOBBIX CPEJICTB K IOKYMEHTaM apXHuBa.
4.18. Coznaer, NONOIHSIET U COBEPLIEHCTBYET HAyYHO-CIIPABOYHBIN anmnapar K XpaHAIuMmcs B
apxuBe JieJaM U JJOKyMEHTaM.
4.19. YuactByeT B pa3paboTKe TOKYMEHTOB yUpEeXKJICHUS 110 BOIPOCAM apXUBHOI'O Jiea U
JeNTONPOU3BOICTBA.
4.20. Oka3pIBae€T METOIUYECKYIO TOMOILb:
* ciyk0e nemonpousBoacTBa JJOY B cocTaBieHMH HOMEHKIATYPHI J1€7,
(bopMHUpOBaHUU M OPOPMIICHUH €T, KOHTPOJIUPYET MPABUIBLHOCTh (HOPMUPOBAHUS U
oopmiieHus e B AEJIONPOU3BOJICTBE;
* CTPYKTYPHBIM I0/ipa3fieieHusM 1 padbotHukaM JIOY B mOAroToBKE JOKYMEHTOB K Iepeaye B
apXUB JIETCKOrO caja.
4.21. YyacTByeT B POBEICHUU MEPOIPHUATHH 110 MOBBIICHUIO KBAUTH(UKAIIUN paOOTHUKOB
apXuBa U CIY>KOBbI JeTONPOU3BOACTBA JIOIIKOIHHOIO 00pa30BaTENbHOTO YUPEKACHUS.

5. IIpaBa apxuBa



J171s BHIOJTHEHUS BO3JIOXKEHHBIX 33724 U (QYHKIIUI JIMIIO0, OTBETCTBEHHOE 3a apXHB, UMEET
IIpaBo:
5.1. IlpencTaBisTh 3aBEAYIONIEMY JOMIKOILHBIM 00pa30BaTEIbHBIM YUPEKICHIEM
MIPEJIOKEHUS 110 COBEPILIEHCTBOBAHUIO OPraHU3alluy XpaHEHM I, KOMIUIEKTOBAaHUs, yueTa U
HCTOJIb30BaHUs apXUBHBIX TOKYMEHTOB B apxuse /JOVY.
5.2. KoHTpOonupoBaTh BBHIIIOJHEHNUE YCTAHOBJIEHHBIX MPABHII Pa0OTHI C TOKYMEHTaMH B
CTPYKTYPHBIX ITOJAPA3IECICHUAX YUPEXKICHHUS.
5.3. 3ampammBath OT CTPYKTYPHBIX Mojpa3zaeiacHuii u paboruukoB 1OV cBenenus,
HeoO0XouMbIe i1 pabOThl apXUBa, C yUETOM OOeCIIeueHus BBIMOIHEHNS BCEX BO3JIOKEHHBIX Ha
apXxuB 3a/1a4 U QYHKLIUH.
5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHAALMH T10 BOIIPOCAM, BXOSIIMM B KOMIIETEHIIMIO apXUBa
JIOIIKOJIBHOT O 00Pa30BaTEIbHOI0 YUPEKICHHUS.
5.5. UadopmupoBaTh pabOTHHUKOB JETCKOTO Cajia 0 HEOOXOUMOCTH TIepeaaun
JIOKYMEHTOB B apXUB B COOTBETCTBHUHU C YTBEPKICHHBIM IpauKom.
5.6. [IpyHMMAaTh ydacTHE B 3aCE€IaHUSIX SKCIIEPTHOM KOMUCCUH YUPEKICHUS, a TAKKE B
9KCIIEPTHO-NIPOBEPOYHON KOMUCCHH YIIOJTHOMOYEHHOIO OPraHa UCIIOIHUTEIbHON BIACTH
cyowekra Poccuiickoit deneparuu B chepe apXuBHOTO JIena.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHUPOBaHUE APXHUBA
6.1. Haznauennoe npukaszom 3aseayroniero JJOVY nauio, oTBETCTBEHHOE 32 BEACHUE
apXuBa, HECET IIEPCOHAIIBHYIO0 OTBETCTBEHHOCTb 3a:
* BBIMIOJIHEHUE BO3JIOKEHHBIX Ha apXMB 33734 U (PYHKIINI B COOTBETCTBUU C
JIEMCTBYIOLIMM 3aKOHOIaTelIbecTBOM Poccuniickort denepannu;
* OpraHu3anuio paboTsl apXx1Ba, CBOEBPEMEHHOE U KBATU(UIIUPOBAHHOE BHITIOTHEHHE
IIPUKA30B, PACIOPSKEHUM, IOPYYEHUN BBIIIECTOSIIETO PYKOBOJACTBA, AEHMCTBYIOIIUX
HOPMaTHUBHO-IIPABOBBIX AKTOB 110 CBOEMY MPOPHIIIO 1EATEIbHOCTH;
* palMoHaIbHOE U YPPEKTUBHOE UCIIOIb30BaHHE MATEPUAIBHBIX, (PUHAHCOBBIX M KaJIPOBBIX
pecypcos;
* COCTOSIHUE TPYIOBOM U MCIIOJHUTENBCKOM AUCLHUIIIMHBL B ADXUBE, BBIIIOJTHEHUE CBOUX
(b yHKIIMOHATBHBIX 00s3aHHOCTEH;
* coOMI0IeHNE TPABUII BHYTPEHHETO PACHOPsAKA, CAHUTAPHO-TIPOTUBOIIUAEMUYECKOT O
peXuMa, IPOTHUBOMOKAPHOM 0€30MaCHOCTH U TEXHUKHU 0€30M1acHOCTH;
* BEJICHUE IOKYMEHTALIUH, IPEyCMOTPEHHON JENCTBYIOIIMMHA HOPMaTUBHO-TIPABOBBIMHU
JOKYMEHTaMU;
* IPEIOCTABJICHUE B YCTAHOBJIECHHOM IOPSAKE JOCTOBEPHON CTATUCTUYECKON U MHOU
nH(popMaIuu o JesITeIbHOCTH apXUBa;
* TOTOBHOCTB apXHBa K paboTe B YCIOBUSAX YPE3BbIUANHBIX CUTYAIIHH.
6.2. OTBETCTBEHHBIE 3a BEICHHUE JIEIONPON3BOJICTBA, ITIOATOTOBKY M MPEICTaBIECHUE JOKYMEHTOB
Ha XpaHEHHE B apXMB, Ha3HauyaroTcs 3aBeayroumm [0V,

7. KomIiekToBaHue apxuBa

7.1. IToaroroBka JOKYMEHTOB K Ilepeaue B apXUB JOIIKOIBHOTO 00pa3oBaTeIbHOrO
YUPEXKACHUS BKIIFOYAET IKCIEPTU3Y HAYYHOU U MPAKTUYECKON LIECHHOCTH IOKYMEHTOB,
o(hopMIIeHHE J1e]1, COCTaBJIEHUE OIHCH.
7.2. DxcnepTr3a HEHHOCTH JOKYMEHTOB:
* DKCIIEPTH3a LIEHHOCTH IOKYMEHTOB — OIIPEEIIEHUE LIEHHOCTU JOKYMEHTOB C IIEJIBIO
oT0Opa UX Ha XPaHEHHE U YCTAHOBIIEHUE CPOKOB XpaHEHUs. DKCIEPTU3Y [ICHHOCTH
nokyMeHTOB B JIOY ocyliecTBiIsSeT NOCTOSHHO AEHCTBYIOIIAs SKCIIEPTHAs
KOMHUCCHS;
* DKCIIEpTHAsi KOMUCCUS Ha3HAvaeTcs mpuka3zoMm 3aseayrouiero J10Y. B



COCTaB HKCIEPTHON KOMHCCHH BKIIIOYAIOT HE MEHEE TPEX COTPYTHUKOB, B TOM YHCJIE B
00s13aTeILHOM MOPSIIKE JIUII0, OTBETCTBEHHOE 32 BEJIEHUE apX1Ba JIETCKOr0 cajia.
CekperapeM dKCIEpTHOM KOMUCCHUH Ha3HA4aroT Aenonpouspoaurend JOVY.
DKcnepTHasi KOMUCCHUS Ha 3aCEeIaHUsIX PaCCMaTPUBAET: HOMEHKJIATYPY A€l AETCKOro
cajia, OIKCH JIeJI TOCTOSIHHOT'O XPaHEHUS U 110 INYHOMY COCTaBY, aKThl Ha JJOKYMEHTBI,
BBIJICJISIEMBIE K YHUUTOXKECHHUIO.

7.3. Odbopmienue nen:

* JleJia TOCTOSTHHOTO XPaHEHUs TTOIIITMBAIOTCS B TBEPIYIO O0JIOKKY MTPOYHBIMU HUTKAMHU.
JlucTel HyMEPYIOTCSI B TPAaBOM BEPXHEM YTIIy IPOCTHIM KapaHaamoM. KonrmdecTBo
JIMCTOB B KaXJOM JIeJie He TOJKHO npeBbiath 250. B koHIle ena Ha OTAeNbHOM JIUCTE
COCTaBJISICTCS 3aBEpPUTEIbHAS HAIITUCH;

* Ha 00JIOXKKE eI TOCTOSTHHOT'O XPaHEHUS! JIOJDKHBI OBITh TPOCTABJICHBI CIIEYIOIINE
PEKBU3UTHI: TOJIHOE HAMMEHOBAHUE BBIIIECTOAIIECH opranu3annu, HauMmeHnosanue J10Y,
HOMeEp (MHJIEKC) JieNa 0 HOMEHKJIAType, 3aroJIOBOK JieJia, KOJIMYECTBO JIMCTOB, CPOK
XpaHEHUs WIH OTMETKA «XPaHUTh IIOCTOSIHHO», HOMep (OH/1a, ONUCH, JIea;

* 110 OKOHYAHUHU JENIOMPOU3BOACTBEHHOTO roia B 0 OpMIICHHBIE OOJIOXKKH eI
MIOCTOSTHHOT'O XpaHEHUs! BHOCITCS HEOOXOIMMbIE YTOUHEHHUS: B 3ar OJIOBKHU JIEI,

coJiep KallliX pactopsIuTeIbHbIE JOKYMEHTHI (IIPUKAa3bl, IPOTOKOJIbI), BHOCATCSA
HOMeEpa; €ClIU JeJI0 C MEePENUCKON COCTOUT U3 HECKOJIbKHUX TOMOB, B KaXK/JOM TOME
YKa3bIBa€TCsl KOPPECIOHAEHT, aBTOP, TEPPUTOPUSL, IPYyrue JaHHble. B kaxxjaoM Tome
yKa3bIBaeTCs aara (YMCiIo, MECSI, TO/) Hadaja ¥ OKOHYAHHS TaHHOTO ToMa. T OvHbIe
JIaThI MPOCTABIISAIOTCS Ha 00JI0XKKaX /7151 OBICTPOro MOMCKa JOKYMEHTOB B
MOCTIEAYIOLIEM; U3 3aBEPUTEIIbHON HAIMUCH Ha 00JI0KKY JieJia BBIHOCUTCSI KOJTMYECTBO
JIUCTOB B JIETIE;

* HA/IMHACH Ha 00JIOKKAX JIeTT TOCTOSTHHOTO U JIOJITOBPEMEHHOT O XPaHEHHUS CIEyeT
MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH;

* 17151 yueTa KOJIMYECTBA JINCTOB B Jieie M (PUKCAIIN OCOOCHHOCTEH X HyMEpaluy Ha
OTJIEJIbHOM JINCTE COCTABJISICTCS 3aBEPUTENIbHASI HAATUCH;

* B 3aBE€PUTEIHLHON HAAMUCH YKa3bIBa€TCS KOJIMUECTBO JUCTOB (IupamMu U MPOMUCHIO) B
nene. 3aBepuTelibHas HAAMUCh MOAMUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €T0
JOJ>KHOCTH U JaThl COCTaBJICHHUS;

* BHYTPEHHSIS OMKCh COCTABIIACTCS K JIeJIaM TTOCTOSTHHOTO U IOITOBPeMEeHHOT O (cBbite 10
JIET) CpOKa XpaHeHusl, COPMHUPOBAHHBIM 11O PA3HOBHIHOCTSIM JJOKYMEHTOB, 3aT0JIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP>KaHUE JOKYMEHTOB (0C000 IIEHHBIE,
JUYHBIC JIeNIa U . ).

7.4. Onycanne JOKyMEHTOB IIOCTOSIHHOTO CPOKa XpaHEHHUS:

* OIMCH COCTABJISIOTCS Pa3/IeIbHO Ha Jiejla TOCTOSHHOT'O XPAaHESHHS TI0 OCHOBHOM
JeSTEeNbHOCTH U HA JIeNa 10 JUYHOMY COCTaBY;

* ONMCH COCTABJISIIOTCS JIETONPOU3BOTUTENEM;

* ONKCh BEJIETCS B €IMHOM BaJIOBOM HyMepallul B TEUEHHUE HECKOJIbKUX JIET;

* Ha JieJla C UCTEKIIUM CPOKOM XPAaHEHHUS COCTaBIISIETCS aKT 00 YHUUTOXKEHUH;

* 110 OKOHYAHHUH JENIONPON3BOACTBeHHOro rofa B JIOY npoun3Boautcs 0T00p JOKYMEHTOB
MIOCTOSTHHOT'O CPOKa XpaHEHUs I BKIIFOUEHUS UX B OMKUCh. OMUCHh COCTOUT U3 T'O/I0BBIX
pazzienoB, BHYTPH I'oJia Jiejia pacioiaraloTcs 1o CTENEeHU 3HAUUMOCTH C YYETOM
HOMMHAJILHOT'O MPUHIUIA (B COOTBETCTBUU C HOMEHKJIATYPOH YUPEKIACHMUS);

* OIMCHU COCTABJISIOTCA Pa3/IeIbHO Ha Jieja MOCTOSHHOI'O0 XPAHEHHS IO OCHOBHOM
JeSITEIbHOCTU U Ha JIeNa M0 JINYHOMY COCTaBYy;,

* OIIMCHU COCTABJISIIOTCS CEKPETAPEM.



7.5. Jlena BpeMEHHOT O XpaHeHUsI 0)OPMIISIFOTCSI YIPOIIEHHO: OHH HE TOAIINBAIOTCS, JIUCTHI B
HUX
HE HyMepYIOTCs, YTOUHEHHE Ha 00JIOKKaX HE POM3BOAMUTCS, ONKUCH Ha Jieja HEe COCTaBISIOTCS,
YUET BEAETCS 110 HOMEHKIIATYpPE JEN.

8. YciioBHsI XpaHeHHUs TOKYMEHTOB B apXuBe
8.1. JlokyMeHTBI apxuBa XpaHsaTcs B apxuBoxpanuiuniie JJOVY.
8.2. He nonyckaercst pa3MelleHre apXUBa B OJABAJIbHBIX U YEPAAUHBIX [IOMELIEHUAX JETCKOrO
caza.
8.3. ApXMBOXpaHWIHUIIE JTOJIKHO OBITh y/IaJI€HO OT J1a00paTOPHBIX, MPOU3BOICTBEHHBIX,
OBITOBBIX MOMEIEHUI U HE UMETh OOIIMX C HUMH BEHTHJIALIMOHHBIX KaHAJIOB.
ApXHMBOXpaHWINILE OTAEISAETCS OT COCEIHUX ITOMENIEHUI HECTOPAEMBbIMU CTEHAMH U
MIEPEKPBITUAMMU C IIpe/ieIaMi OTHECTOMKOCTH HE MEHEE IBYX 4acoB. B apXxuBoXpaHWINIIE HE
JIOMYCKAaeTCsl MPOKIaKa TpyO BOJOCHAOKEHUS M KaHAIM3AllMH, TEXHOJIOTHYECKHE UITU ObITOBBIE
BBIBOJIbI BOJIBI.
8.4. ApXxuBOXpaHHUINLIE JOKHO UMETh €CTECTBEHHYIO WIIM UCKYCCTBEHHYIO BEHTUJISLIUIO,
00ecreunBaONIyI0 PELUPKYISALMIO BO3AyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIaKHOCTHOT'O
pexuma.
8.5. Bce nocrynatomue B apxus JJOY nO0KyMEHTHI pa3MELIAlOTCS B apXUBOXPaHWINIIAX Ha
CTallMOHAPHBIX W/WJIH MEPEIBMKHBIX METAJUIMUECKUX CTeJUIaXKax, B METaJUIMYECKUX IKadax
WJIA KOHTENHEpax.
8.6. Cremnaku TOJKHBI OBITh YCTaHOBJIEHBI EPIIEHANKYISIPHO CTEHAM C OKOHHBIMU ITpOEMaMH,
a B MIOMEIIEHUU 0e3 OKOH - C y4eTOM O0COOCHHOCTEH nomeneHus: 1 odopynoBanus. He
JIOITYCKAETCs pa3MELIEHUE CTEIIaXKEN BINIOTHYIO K HApPYKHBIM CTEHAM 3JaHUS U K UCTOUHHKAM
TeIuIa.
8.7. PaccTanoBka cTeutakeil U mkadoB OCYIIECTBISIETCSI B COOTBETCTBHH CO CJIETYIOIIUMU
TpeOOBaHUSIMMU:
* paccTOsSIHUE MEXy psaMH cTeliaxei (riiaBHbli npoxon) — He MeHee 120 cwm;
* paccTosiHuE (IPOXO0J1) MEXKIY CTENIaXKaMU — HE MEHee 75 cM;
* paccTOsTHUE MEXAY HapyKHOM CTEHOM 3[aHUs U CTeJIaXKaMH, apauleIbHbIMUA CTEHE — HE
MeHee 75 cMm;
* pacCTOsTHUE MEXIY CTEHOM M TOPIIOM CTeuTaka uiu 1mkada (00xox) — He MeHee 45 cM;
* paccTOsIHUE MEX1y IO0JIOM U HIDKHEH MONIKOi crennaka (mkada) — He MeHee 15 cMm, B
IMOKOJBHEIX dTaxkax — He MeHee 30 cMm.
8.8. [IpoTuBonOXapHBI peXXUM B apXUBOXPAaHUIIMILAX, e pazmentaercsa apxus IOV,
YCTaHABJIMBAETCS B COOTBETCTBUU C [IpaBuiaMu mpoTHUBOMOKAPHOIro pexknma B Poccuiickoit
®enepanyn ot 16 centsaops 2020 roga Nel479.
8.9. ApxuBHBIE JOKYMEHTHI CIIEIYET XPAaHUTh B TEMHOTE.
8.10. 3amuTa JOKYMEHTOB OT JIEHCTBUS CBETa 00ECIIEYMBAETCS XPAaHEHUEM JIOKYyMEHTOB B
KOpoOKax, mankax | rneperierax, B mkadax Uiy Ha cTeuiaxax 3aKpbITOro TUIA.
8.11. EcrecTBEHHOE OCBEILIEHUE B apXUBOXPAHWINLIE TOMYCKAETCS IPH YCIOBUU ITPUMEHEHHUS
Ha OKHaX CBeTOpacceuBaTelieil, peryisiTopoB CBETOBOI'O MOTOKA (CIEUaTbHBIX CTEKOM),
3alIUTHBIX (QUIBTPOB U MOKPBITHI, KAIIO3H.
8.12. JIJ1st ICKYCCTBEHHOI'O OCBEIICHUS MPUMEHSAIOTCS JIAMITBI HAKAJIMBAHUS B 3aKPBITHIX
1adoHax ¢ TaaaKoN MOBEPXHOCTHIO.
8.13. B apxuBoxpaHuUIuILE Uil XpAaHEHUS IOKYMEHTOB YCTaHABIUBAIOTCS CIIEAYIONINE
IapaMeTpsl TEMIEPATYPHO-BIAXXHOCTHOIO peXUMa:
* 17151 XpaHEeHUsI IOKYMEHTOB Ha OyMa)kKHOM Hocutele — Temmneparypa 17-19°C, otHocutenbHas
BIIQYKHOCTH BO3ayxa — 50-55%.



8.14. [TomemneHust apxuBa JOIIKOJIBHOT'O 00pa30BaTEIBLHOTO YUPEKIACHHS JOJDKHBI CONEPKATHCS

B UHCTOTE, B YCIOBUSX, UCKIIFOYAIOIINX BO3MOKHOCTD IMOSIBJICHUS IJIECEHU, HACEKOMBIX, MbUIH.
9. 3akyII04YUTeIbHBIE 0J10KEHHU S

9.1. Hacrosimiee ITonoxkenue 06 apXuBe SIBISIETCS JTOKATLHBIM HOPMAaTUBHBIM aKTOM,

MIPUHUMAETCS Ha TIeJarOrMueCKOM COBETE U yTBEpkKAAaeTcs (JInOO BBOAUTCS B ICHCTBUE)

3aBeayomum JOVY.

9.2. Bce u3meHeHus U JOMOTHEHUS, BHOCHMBIE B HacTosmee [lonoxenue, opopmMisitoTcs B

MUCHbMEHHON (hOpME B COOTBETCTBUU JICHCTBYIOLIMM 3aKOHOIATeIbCTBOM Poccuiickoit

denepanuu.

9.3. ITonoxenue 06 apxuse JJOVY npuHrMaeTcst Ha HEONPEAEICHHBINH CpoK. MI3MeHeHus u

nornonHeHus K [lonoxeHno npuHUMArOTCs B IOPSAAKE, TPEAYCMOTPEHHOM I1.9.1. HacTosero

[Tonoxenus.

9.4. TTocne mpunstus [Tonoxenus (M1 ©3MEHEHUI U TOTIOJTHEHUH OT/ICTBHBIX TYHKTOB U

pa3ziesoB) B HOBOW peAAKUUU MPEAbIYIas peJaklius aBTOMaTUYECKH YyTPAUYUBAET CUITY

[IOKYMEHT MOAMUCAH 3MEKTPOHHOW MOANUCHIO

MYHULIMNAJIbHOE ABTOHOMHOE [10LLIKOJIbHOE OBPA3OBATEJ/IbHOE 11.06.24 08:45 (MSK) CepTudukat 9EE08D9A48DCCA6867DABCODBA2AEFSD
YUYPEXXAEHUE OETCKUWU CAA N28 I'. TOMCKA, BoliHny HaTtanus MBaHoBHa,
3ABEAYIOLLAA




