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1. O01mue MoJI0KeHu s

1.1. Hacrosmee Ilomoxxenne o6 apxuBe B MBJIOY «Jlerckuit cam Ne 11 «Menunay .
Apryn» (nanee-Ilonoxenue) pazpaborano B cooTBeTcTBUH ¢ [Iprukazom DenepaabHOro apXuBHOTO
areaTcTBa Ne 77 ot 31 wmroms 2023 roga «OO6 yrtBepkaeHuu IlpaBun opraHm3anuyd XpaHEHUS,
KOMIUICKTOBAaHHUS, Yy4Ye€Ta W HCIIONB30BaHMs JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
@Oenepallii U IPYTUX apXHUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTpaBJIEHUsT W OpraHu3alnusx», Ha oOcHoBaHUU [IpuMepHOro moJIoKEHUsT 00 apxuBe
OpraHu3alfM, yTBEepKIAeHHOro mpukazoM denepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 ampens
2018 rona ¢ uamenenusimu ot 10 HOsIOpst 2023 rona, a Takke YcraBom MBJIOY «/lerckuii cam Ne
11 «MenuHa» . Apryn».

1.2. lannoe Ilonoxxenue 00 apxXuBe IETCKOTO Cajia OMpPEIesieT COCTaB JOKYMEHTOB apX1Ba
U YCIIOBHS UX XPAaHEHHUs, yCTAHABIMBAECT 3aJ]aul, Ha3HaueHNe U QYHKIIMH apXHBa, PEeriaMEHTHPYET
JESATENIbHOCTh JIMIA, OTBETCTBEHHOTO 3a BEJEHHE apXWBa B JONIKOJBEHOM 0O0pa30BaTEIbHOM
YUPEKICHUU.

1.3. B cBoel JneATENbHOCTH apXWB JETCKOro cajaa pykoBojcTByeTcss denepanbHbIM
3akoHOM Ne 125-®3 ot 22.10.2004 roma «OO6 apxuBHOM naene B Poccuiickoit deaepanum» ¢
u3MeHeHussMu 0T 25 nekabpss 2023 roja, HOpPMaTHBHBIMH TIPAaBOBBIMH akTamu Poccuiickoit
Oenepanun, cyonrekra Poccuiickoit @enepanuu B chepe apXUBHOTO JAelia M JIeJIONPOU3BOJICTBA,
JIOKQJTbHBIMU HOPMATUBHBIMH aKTaMH JIOIIKOJILHOTO 00pa30BaTEIIBHOTO YUPEIKICHHS.

1.4. HNoxymentsl JIOY, umermue HCTOPUYECKOE, KYJIbTypHOE, HAay4dHOE, COIUAIBHOE,
SKOHOMHUYECKOE U TOJUTUYECKOE 3HAYCHHE, COCTABIISIIOT TOCYJAPCTBEHHYIO YacTh APXUBHOIO
donna Poccwuiickoit Denepanuu, SBIASIOTCS COOCTBEHHOCTBHIO TOCyJapcTBa M MOAJIEKAT
IIOCTOSIHHOMY XPaHEHHIO B rocyAapcTBeHHBIX apxuBax Poccuiickoit @enepanuu. Jlo nepenaun Ha
rOCy/IapCTBEHHOE XpaHEHUE JaHHbIE JIOKYMEHTHl BPEMEHHO XpaHATCS B  JOUIKOJIHHOM
00pa30BaTEebHOM YUPEKICHUU.

1.5. B IOY nns xpaneHus 1okyMeHTOB ApxuBHOro ¢onga Poccuiickoit ®enepauuu u
3aKOHUYEHHBIX JICIOMPOU3BOJICTBOM JOKYMEHTOB MPAKTUYECKOTO HA3HAYCHHUS, WX OTOOpa, ydera,
MCIIONb30BaHUS U MOJTOTOBKH K TIepejaue Ha TOCYJapCTBEHHOE XPaHEHHE CO37]aeTCsl apXUB.

1.6. ApxuB co3mgaeTcs KakK CaMOCTOSITEIbHOC TOJpa3/ielieHUue, BO3TIIABISIEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJCHHE apXHBa COMVIACHO TMPHUKA3y 3aBEAYIOLIETO JOUIKOJIbHBIM
00pa30BaTeNbHbIM YUPEKICHUEM.

1.7. VYupexaeHue OIIKOJBHOTO 00pa3oBaHUs 0OECIeUYMBACT apXuB HEOOXOIUMBIM
MOMEIICHHEM, 000pYIOBaHUEM U KaJpaMHu.

1.8. JlomkopHOE 00pa30BaTEIIbHOE YUPEIKISHUE 00SCIIeUHBAECT COXPAHHOCTh, Y4eT, 0TOOD,
YOOPSIOYEHHE M HCIIOJIb30BaHHE TOKYMEHTOB ApxuBHOTO ¢onHna Poccuiickoit denepanum,
oOpasyromuxcsi B ero JaesareabHocTH. O0ecrneuynBaeT CBOCBPEMEHHYIO Mepeiady dTHX JIOKYMEHTOB
Ha TOCYapCTBEHHOE XpaHEHHE.
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1.9. Bce paboThl, CBsi3aHHBIE C TOJATOTOBKOM, TPAHCTIOPTHPOBKON U Tiepenadyeil apXUBHBIX
JIOKYMEHTOB, IIPOU3BOJIATCS CHJIAMH U 3a CYET JACTCKOTO caja.

1.10. 3a yrtpary u mnopuy HIoKymeHTOB ApxuBHoro ¢onaa Poccuiickoii deneparuu
nomkHocTHeie Jinia JIOY  HecyT OTBETCTBEHHOCTh B COOTBETCTBUM C  JICHCTBYIOIIUM
3aKOHO/IATEIHLCTBOM.

1.11. ApxuB xgerckoro caja paboTaeT COIIACHO IUIaHy, YTBEPKIAEMOMY 3aBEIyIONTUM
JOIITKOJIBHBIM 00Pa30BaTEIbHBIM YUPEKICHUEM U OTYMTHIBASTCS MEpe] HUM B CBOEH padore.

1.12. KoHTponb [eATeTbHOCTH apxXuBa ocymiecTBiseT 3aBenytonmit JIOY, a B ero
OTCYTCTBUH —HCIIOHSIOIINN 003aHHOCTH 3aBEYIOIIETO.

2. CocTaB 10KyYMEHTOB apXuBa

2.1. B apxuB JIOY nocrymnaror:

* 3aKOHYCHHBIC JEIONMPON3BOJCTBOM YUPEKACHUS JIOKYMEHTBHI ITOCTOSIHHOTO XpaHCHWS,
oOpa3oBaBIIHecs B JIEATEIHHOCTH CTPYKTYPHBIX MOJpa3IeICHIMA, TOKyMEHTH BPEMEHHOTO (CBBIIIE
10 set) cpoka XpaHeHHs, HEOOXOAUMBIE B MPAKTUUECKOU ACATEIHHOCTH, JOKYMEHTHI TI0 KajJpaM U
BOCIIMTAaHHUKAM;

* JJOKyMEHTBI IOCTOSSHHOTO XpaHEHUS W 10 JMYHOMY COCTaBy OpTraHu3aIuii-
MPEAIIECTBEHHUKOB (ITPU X HATUYHH);

* au4HbBIe (OHIBI BEAYIIMX PAOOTHUKOB JETCKOTO caaa (MpU UX HAJTWYUH);

* CiIy>)keOHBIC U BEJJOMCTBEHHBIC H3/IaHUS;

* CIIPAaBOYHO-TIOMCKOBBIE CPEJACTBA K JOKYMEHTaM W YYETHBIE JOKYMEHTHl ApXHBa
JIETCKOT'O caja.

2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXHBE JIOUIKOJIBLHOTO 00pa30BaTEIbHOTO YUPEKICHHS
OTIPEICIISIOTCS COTIIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHONW HOMEHKIIATYpe JIeT.

3. 3apaum apxuBa JJOY

3.1. OCHOBHBEIMH 3aJa4aMU aPXUBA SIBISIOTCS:

e OpraHM3anusi XpaHEHHs JOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pasaesioM 2
Hacrosmero Ilomoxenns,

* KOMIUICKTOBAaHHE apXuBa JOKyMEHTaMH, OOpa30BaBIIMMHUCA B  JIEITCIHHOCTH
YUPEKICHUS, OCYLIECTBISIONIETO0 00pa30BaTEIbHYIO JACSITEIIBHOCTD;

* yder, o0ecreueHne COXpPaHHOCTH, CO3/IaHNEe HAYYHO-CIIPABOYHOTO ammapara,

* HUCTOJh30BAaHUE IOKYMEHTOB, HAXOSIINXCS HAa XpaHeHuu B apxuse JJOY;

* MIOJATOTOBKAa W CBOEBpPEMEHHAs Iepeaada JOKyMeHTOB ApxuBHoro (onma Poccuiickoii
®denepaliv Ha IOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHHULIMIIAIbHBIN) apXUB,;

* METOIUYECKOE PYKOBOACTBO M KOHTPOJb 3a (OpMHUpOBaHHWEM U OGOPMIICHHUEM Jell B
JIEIONIPOU3BOCTBE JICTCKOTO cajla M CBOCBPEMCHHOW Tiepeladeii MX B apXUB JOIIKOJIBLHOTO
00pa30BaTeIbHOTO YUPEHKICHHUS.

4. ®yHKIMHU apXUBa

B cooTBeTcTBUY € BO3/I0KEHHBIMU 331a4aMH apXUB OCYIIECTBISAET Ceayoume QyHKINH:

4.1. OpranusyeT npueM JOKYMEHTOB IOCTOSSHHOIO U BpeMeHHOoro (cBbiie 10 jietT) cpokoB
XpaHeHUs, B TOM YHCJIe [0 KaJpaM U BOCIIUTAaHHUKaAM, oOpa3oBaBIIMXCs B nedrenbHoctd 1OV, B
COOTBETCTBHH C YTBEPKJACHHBIM IrpauKOM.

4.2. ObecrieunBaeT COXPAaHHOCTb M BEAET y4eT JOKYMEHTOB U (DOHIOB, HaXOJAIIMUXCS Ha
XpaHEHUH B apXMBE JIOIIKOJIBLHOIO 00pa30BaTEIbHOTO YUPEKICHHUS.

4.3. TlpencraBiser B rocyJapCTBEHHBIH (MYHHIIMTIANBHBIN) apXUB YYETHBIE CBEACHHUS 00
o0beMe M COCTaBe XpaHs’IUXCS B apXuBe JETCKOro caja JOKYMEHTOB ApxHuBHOro (onzaa
Poccuiickoii ®denepanuu M JIpyrMX AapXHWBHBIX JIOKYMEHTOB B COOTBETCTBHM C IOPSAJIKOM
roCy/1IapCTBEHHOI'0 yueTa J0KyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepaunu.

4.4. CucremaTu3upyeT W pa3MellaeT JOKYMEHTHI, IOCTyMalollie Ha XpaHEHHE B apXuB
J1OY, oOpa3oBaBiImecs B X0J€ OCYIIECTBICHUS ACSITEIbHOCTH YUPEKICHUS.

4.5. PazpabatpiBaeT TpaduKd TPEACTABICHUS ONHCEH HAa PACCMOTPEHHE SKCIEPTHO-
POBEPOYHON KOMHMCCUH U Tiepefayn JOKyMeHTOB ApxuBHOro (onna Poccuiickoit denepanun Ha
XpaHEHHE B IOCY/IapCTBEHHBIN (MYHULIUIIAIbHBIN) apXUB.




4.6. OcyIiecTBASET NOATOTOBKY U MPEJCTABIISET:

* Ha paCCMOTPEHME U COrJlacOBaHME IKcnepTHOU koMuccun [JOY onucH aen nocTOSHHOTO
XpaHeHus, BpeMeHHBIX (cBbimie 10 J€T) CpPOKOB XpaHEHHUs, B TOM 4YHCIE IO KaapaMm U
BOCIIUTAHHUKAM, a TaKXE€ AaKThl O BBIJCICHUM K YHUYTOKECHHUIO apXMBHBIX JTOKYMEHTOB, HE
MOJUISKAIINX XPAaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABHUMBIX MOBPEKICHUAX
ApXUBHBIX JIOKYMEHTOB;

* HA YTBEPKIEHUE OKCIEPTHO-IIPOBEPOYHOM KOMHCCHUM YIOJHOMOUYEHHOI'O OpraHa
WCIIOJTHUTENBRHON BiacTu cyObekTa Poccuiickoit denepanun B chepe apxuBHOTO jena (mganee -
OIIK apXuBHOTO yUpexKJIEHHUS) OMUCH JIeJ1 TIOCTOSSHHOTO XPAaHECHUS;

* Ha cormacoBanue OIIK apxuBHOro yupexaeHusi cyobekta Poccuiickoii deneparnuu
(MyHHLIMITAJILHOTO apXHWBa), B Clly4ae HAJACJIEHUA €ro COOTBETCTBYIOUIMMH ITOJTHOMOYMIMY,
ONUCH 11 MO JINYHOMY COCTaBY;

* Ha cornacoBanue OIIK apxuBHOro yupexaenus cyowbekta Poccuiickoit denepannu
(MYHULIMIIAJILHOTO apXuBa), B Clly4ae HAJEJIEHHUs €r0 COOTBETCTBYIOIIMMHU MOJIHOMOYMSIMU, aKThl
00 yTpaTe JOKYMEHTOB, aKThl O HEUCTIPABUMBIX MTOBPEKACHUAX apXUBHBIX TOKYMEHTOB;

* Ha yTBepxjaeHue 3apenyromemy JOVY omnucu nen MOCTOSSHHOTO XpaHEHUs, OINKCH
BpeMeHHbIX (cBbllle 10 J51IeT) CpOKOB XpaHEHHs, B TOM 4YHCIE€ OIWUCH JAeJ] IO KaapaM u
BOCIIUTAHHUKAM, aKThl O BBIJACJICHUU K YHUYTOKECHHIO APXUBHBIX JTOKYMEHTOB, HE IMOJIEKAIINX
XpaHEHUIO, aKThl 00 yTpare IOKYMEHTOB, aKThl O HEUCIPABHMBIX IOBPEKICHHUIX apPXUBHBIX
JIOKYMEHTOB, YTBepKAeHHbIe (cornacoBanHble) DIIK mnu rocynapcTBeHHBIM apXUBOM CyObEKTa
Poccuiickoii  ®enepanuu  (MyHUIMDAIbHBIM ~ apXUBOM) B cllydae  HAJEJICHUSA  €ro
COOTBETCTBYIOIIMMU MMOJTHOMOYHSIMHU.

4.7. OpranmsyeT nepenady AOKyMeHTOB ApxuBHoro (onma Poccuiickoit ®@enepanuu Ha
MOCTOSIHHOE XpaHEHHE B TOCYJaPCTBEHHBIN (MyHUIIUIIATbHBIN) apXUB.

4..8. OpranusyeT U MPOBOJUT IKCIEPTH3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbIme 10
JIET) CPOKOB XPaHEHMsI, HaXOIAIUXCs Ha XpaHeHuu B apxuBe OV B mensx oréopa TOKyMEHTOB
JUTsL BKIIIOUEHUs B coctaB ApxuBHOro Qonnma Poccuiickoii @enepamnuu, a Takke BBISBICHUS
JIOKYMEHTOB, HE TIOJIJIEKAINX JaJbHEUIIEMY XPaHEHHIO.

4.9. VYyactByer B paboTe SKCIEPTHOM KOMHCCHM JIOIIKOJILHOTO 00pa3oBaTeIbHOTO
YUPEKICHUS.

4.10. IIpoBOAUT MEPOTIPUATHS IO 00ECIIEYCHNUIO COXPAHHOCTH JOKYMEHTOB, HAXOJISAIINXCS
Ha XxpaHeHuu B apxuse [JOVY.

4.11. Opranusyer uHpopMHupoBaHHE agMHUHHCTpanuu U padotHHKoB JJOY 0 cocrtaBe u
COZIEP’KAHUU JOKYMEHTOB apXUBA YUPEKIACHUS.

4.12. Wudopmupyer mOIB30BATENICd 10 BOMPOCAM MECTOHAXOXIACHHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranm3yeT BbIAady AOKYMEHTOB W J€N JUIi pa0dOThl B YHUTAIBHOM 3ajie¢ WIH BO
BPEMEHHOE MOJIb30BAHHUE.

4.14. HcnonHsieT 3ampochl TOJIb30BATENCH, BBIAACT AapXWBHBIC KOMUU JOKYMEHTOB,
ApXMUBHbBIE BBIITUCKU U APXUBHBIE CIIPABKH.

4.15. Beget yuet ucnosib30BaHus J0KyMeHTOB apxuBa JIOY.

4.16. Co3gmaeT QoOHI TONB30BaHUS apxuBa JIETCKOTO cajJa U OpraHu3yeT ero
HCIIOJIb30BaHUE.

4.17. OcyuiecTBIsI€T BEICHHE CIPABOYHO-TIOUCKOBBIX CPEJCTB K JOKYMEHTAM apXuBa

J0VY.

4.18. Co3maer, MOTONHSACT ¥ COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN armapaT K XPaHsIIMCSI
B apXMBe€ JieJlaM U JOKyMEHTaM.

4.19. YuacTtByeT B pa3paboTKe TOKYMEHTOB YUYpPEXKIEHHs MO0 BOTPOCAM apXUBHOTO Jelia U
JIeJIONPOU3BO/ICTBA.

4.20. Oka3pIBa€T METOINYECKYIO TOMOMIb:

* cinyx0e aenonpousBojactBa JJOY B cocTaBiIeHMH HOMEHKIATYPHI e, (OPMUPOBAHUU U
oopmIleHUH €N, KOHTPOJHMPYET NPaBWIBHOCTE (opMUpOBaHUS H OQOPMIICHHS Il B




JIEJIONPOU3BOICTBE;

* CTPYKTYpPHBIM ToOfpa3neieHusM u pabotHukam JIOY B TOIrOTOBKE MOKYMEHTOB K
nepesaye B apxXuB JIETCKOTO caja.

4.21. YyacTByeT B IPOBEICHUHA MEPOIIPUATHN TI0 TIOBBIIEHUIO KBATHU(PUKAIINK PAOOTHUKOB
apxuBa U CIIy>KOBI 1€JI0MPOU3BOJICTBA JTOIIKOJILHOTO 00Pa30BaTEILHOTO YUPEKACHUS.

5. IlpaBa apxuBa

J15is BBITIOJIHEHUST BO3JIOKEHHBIX 3a/1a4 U (YHKIIUH JIWIIO, OTBETCTBEHHOE 332 apXHB, UMEET
IpaBo:

5.1. IlpenctaBnaTh 3aBeayOIIEMy JOMIKOJIBHBIM 0O0pPa30BaTENbHBIM  YUPEXKIECHUEM
IPEAJIOKEHNs] TI0 COBEPLICHCTBOBAHUIO OpraHU3allid XpaHEHUs, KOMILJIEKTOBAHMS, yyeTa Hu
MCII0JIb30BaHUS apXUBHBIX JOKYMEHTOB B apxuse /JOVY.

5.2. KoHTponupoBaTh BBIMIOJHEHUE YCTAHOBJICHHBIX MpaBWJI pabOThl C JOKyMEHTaMU B
CTPYKTYPHBIX MOAPA3ICICHHUIX YUPEKICHHS.

5.3. 3ampamuBaTth OT CTPYKTYpPHBIX MojapasfeneHuii u pabotHukoB JIOY cBeneHwus,
HEoOXoIuMbIe U PabOThl apXHBa, C Y4ETOM OOECIeueHHs BBIMOJIHEHHS BCEX BO3JIOKEHHBIX Ha
apXuB 3a7a4 U (PyHKITUH.

5.4. laBaTh pa3bsACHEHHS W PEKOMEHIAIMM IO BONPOCAM, BXOJSIIUM B KOMIICTCHILIHUIO
apxuBa JOUIKOJIBHOTO 00pa30BaTEIbHOIO YUPEKICHUSI.

5.5. MHdopmupoBaTh CTPYKTYpHBIE MOJpPA3AEICHHUsI AETCKOrO caja O HEO0OXOIUMOCTH
nepenayu JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM IpaduKoOM.

5.6. [IpuHUMaTh y4acTue B 3aceJaHUSIX HKCIEPTHOH KOMHUCCHUHU YUPEXKICHHUS, a TaKKe B
JKCIEPTHO-MIPOBEPOUYHON KOMHUCCHUU YIOJIHOMOYEHHOTO OpraHa HCIOJIHUTENbHONW BIIACTU
cyonekTa Poccuiickoit @enepannu B cepe apXuBHOTO Jiena.

6. OTBeTCTBEHHOCTD 32 (DYHKIIMOHHUPOBAHUE aApXHUBA

6.1. HaznauenHnoe mpuka3om 3asenytomiero JIOY o, OTBETCTBEHHOE 3a BEJCHHUE apXUBa,
HECET MePCOHAIbHYI0 OTBETCTBEHHOCTh 3a!

* BBITIOJTHEHHE BO3JIO)KEHHBIX HA apXUB 337a4 U (QYHKIMI B COOTBETCTBHUH C JICHCTBYIOIIUM
3aKoHOAAaTeILCTBOM Poccuiickoi denepanuu;

* OpraHm3amuio paboTHl apXHBa, CBOCBPEMEHHOE M KBANH(UIIMPOBAHHOE BBITOJHEHHE
MPUKA30B, PACHIOPSHKEHUMN, OPYYSHHUH BBIIIECTOSIIET0 PyKOBOACTBA, NEHCTBYIOIIMX HOPMATUBHO-
IPaBOBBIX aKTOB 110 CBOEMY NPOQHITIO AEITEITBHOCTH;

* pauuoHanbHOe U 3((HEKTUBHOE UCTIOIH30BAHUE MATEPHANIbHBIX, (PMHAHCOBBIX U KaJIPOBBIX
pecypcos;

* COCTOSIHHE TPYJIOBOM M HCIIOJHUTEIHCKOW IUCHUIUIMHBI B apXWBE, BBITIOJHEHHE CBOUX
(GYHKIIMOHAJIBHBIX 0053aHHOCTEH;

* coOMIoIcHHE TPaBUIl BHYTPEHHETO PACIOPSIKA, CAHUTAPHO-NPOTHUBOAMHIEMUYECKOTO
pexrMa, MPOTHBOIIOKAPHON OE30MaCHOCTH U TEXHUKHU 0€30TTacHOCTH;

* BEJCHHME AOKYMEHTAIMH, MPEIyCMOTPEHHOH AEHCTBYIOIIMMU HOPMATUBHO-TIPABOBHIMU
JOKYMEHTaMU;

* IPEJOCTaBlICHUE B YCTAaHOBIEHHOM TMOPSAKE IOCTOBEPHON CTAaTHCTUYECKOM W HWHOM
UH(POPMALINH O ICATEIBHOCTH apXUBa;

* TOTOBHOCTh apXHBa K paboTe B yCIOBHUSIX UPE3BbIYANHBIX CUTYAIHIA.

6.2. OTBeTCTBEHHblE 3a BEJICHME JIEIONPOM3BOJCTBA, MOATOTOBKY U IpPEICTAaBICHHE
JIOKYMEHTOB Ha XpaHEHHUE B apXuB, Ha3Ha4aroTcs 3aBeayrommm JJOVY.

7. KoMIIeKTOBaHHE apXHBa

7.1. TloaroroBka JOKYMEHTOB K TMepefade B apXuB JOIMIKOJIHHOTO 00pa30BaTELHOTO
YUPEKACHUS BKIIOYAEeT OHKCHEPTH3y HAyuYHOW W MPAKTUYECKOH IEHHOCTH JOKYMEHTOB,
oQopMmIIeHHE A€, COCTaBICHHE OHCH.

7.2. JkcrnepTu3a IIeHHOCTHU JIOKYMEHTOB:

* JKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — ONpEeNICHHE IICHHOCTH JIOKYMEHTOB C IIEIBIO
0TOOpa UX Ha XpaHEHUE U YCTAHOBJIEHHUE CPOKOB XpaHEHHUs. DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B
JOYV ocymecTBasieT MOCTOSIHHO JEHCTBYIOMIAs SKCIIEPTHAsE KOMHUCCHS;




* HKCIIEpTHAs KOMUCCUSI Ha3HavyaeTcs mpuka3oM 3asenytomiero J[OY. B cocraB sxcnepTHOM
KOMHCCHH BKJTIOUAIOT HE MEHEE TPEX COTPYJAHHKOB, B TOM YHCIIE B 005S3aTEIbHOM TMOPSIIKE JIHIIO,
OTBETCTBEHHOE 3a BEJICHUE apXMBa AETCKOro caja. CekperapeM 3KCIEePTHOW KOMUCCUU Ha3HAYaloT
cekpetaps JIOY. DkcnepTHas KOMHCCHUS Ha 3acC€JaHUSIX PAcCMaTpPUBAET: HOMEHKIATYPY el
JCTCKOIro caaa, OIIMCH A€ IIOCTOAHHOI'O XpaHeHI/ISI u 110 JII/I‘-IHOMy COCTaBy, aKThI Ha ILOKyMeHTI:I,
BBIJICISIEMBIE K YHUUTOXXCHHIO.

7.3. Oopmienne gen.

* della NOCMOSIHHO20 XpAaHeHUs TIOANINBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMH HUTKAMH.
Jluctel HyMepyrOTCs B IIPaBOM BEpPXHEM YIUIy IPOCTBIM KapanaamoM. KosmuecTtBo IUCTOB B
KaXIOM JieJie He AOJDKHO mnpeBblimaTh 250. B KOHIE nefla Ha OTACIbHOM JIMCTE COCTaBJISETCS
3aBepUTEIbHAST HAIIINCE;

* Ha OOJIOXKKE JIeNl TOCTOSHHOTO XPAaHEHHWS OJDKHBI OBITh TPOCTABIICHBI CJCAYIOIIHE
PEKBHM3UTHI: IOJIHOE HAMMEHOBAHUE BBIIECTOALIECH opranmszauuu, HaumeHoBanue IOV, HOomep
(MHIEKC) Jema Mo HOMEHKJAType, 3arojloBOK Jiefla, KOJWYECTBO JIMCTOB, CPOK XPaHECHHS WU
OTMETKA «XPaHUTh MOCTOSTHHOY», HOMEp (OH/Ia, OITUCH, JIeNa;

* I0 OKOHYaHUHU JIEJONPOM3BOJICTBEHHOT0 ToJa B O(QOpPMIICHHBIE OOJIOKKHA eI
IIOCTOSIHHOT'O XpaHeHI/ISI BHOCATCA H€06XOI[I/IMI>I€ yTO‘IHCHI/ISII B 3arojJJOBKH A€JI, conepxcaumx
pactopsIUTEIbHbIE JTOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €Cld JeJI0 C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B K&KJIOM TOME YKa3bIBAE€TCSI KOPPECIIOHJIEHT, aBTOP,
TEPPUTOPHS, IPyrue JaHHBbIC. B KaXXa0M TOMe yKa3bIBaeTcs AaTa (YHCIIO, MECSI], TOJl) Hadajaa H
OKOHYAHUS JAHHOTO TOMa. TOYHBIC ATkl MPOCTABISIOTCS Ha OOJOXKKax s OBICTPOTO IMOMCKA
JIOKyMEHTOB B TIOCIICIYIONIEM; W3 3aBEPUTEIHHOM HAAMUCH Ha OOJIOXKKY JieJla BBIHOCHUTCS
KOJIMYCCTBO JIUCTOB B JICIIC;

* HAJNUCU Ha OOJIOXKKAaX Jel TIOCTOSHHOTO M JIOJITOBPEMEHHOTO XpaHEHUsS CIEeayeT
HpOI/ISBO,Z[I/ITB YCTKO, CBCTOCTOﬁKHMH qepHI/IHaMI/I;

* JUIS y4eTa KOJIMYeCTBa JUCTOB B Jeje U (UKCAIMH OCOOCHHOCTEH MX HyMepamuu Ha
OT/IENTLHOM JICTE COCTABIISICTCS 3aBEPUTEIIbHAS HAIIHUCH;

* B 3aBCPUTEIHHON HAJIMCU YKa3bIBACTCS KOJUYECTBO JIUCTOB (IMdpaMu M MPOIHKCHIO) B
Jiene. 3aBepuTenbHas HaAMKUCh MOJMKUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €T0 JOJDKHOCTH U JIaThl
COCTaBJICHMUS,

. BH}’TpCHHSUI OIINCH COCTABJILICTCA K Ac€JaM IIOCTOSAHHOI'O U HOHFOBpeMeHHOFO (CBBIH_IG 10
JIET) CpOKa XpaHEeHHs, CHOPMHUPOBAHHBIM T10 Pa3HOBUIHOCTSM JTOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE
PAaCKpBIBAIOT KOHKPETHOE COJIEPKaHUE TOKYMEHTOB (0C000 1IEHHbIE, JIMYHBIC IeTa U Ap.).

7.4. Onucanye JOKYMEHTOB ITOCTOSHHOIO CPOKA XPAHEHMS .

* OMHUCH COCTABJISIOTCS pa3leibHO Ha Jiefla IOCTOSHHOTO XPaHEHHs 10 OCHOBHOM
NEeSTeIbHOCTH U Ha JieJia 10 JIMYHOMY COCTaBY;

* OMHCH COCTABJISIFOTCS JCIONPOU3BOIUTEIIEM;

* OMHUCH BEJETCS B €IMHOM BaJIOBOM HyMepalluu B TEUEHUE HECKOJBKHX JIET;

* Ha JIeJIa C UCTEKIIIUM CPOKOM XPAaHEHHUS COCTABIISIETCA aKT 00 YHHUTOKCHUH;

* 110 OKOHYaHUU AENONpPON3BOACTBEHHOrO rofa B JIOY mpousBoauTcs 0T00p JOKYMEHTOB
IIOCTOSIHHOT'O chKa XpaHCHI/Iﬂ IJId BKIIFOYCHHUSA UX B OIIUCH. OHI/ICI) COCTOHUT U3 I'OAOBBIX pa3z{en013,
BHYTPH roJla JieJia pacroiaratoTcs Mo CTENEeHU 3HAYMMOCTH C YYETOM HOMUHAJIBHOTO MPUHIIKIA (B
COOTBETCTBUH C HOMEHKJIATYPOH YUPEKICHHS);

* OMHUCH COCTABJISIOTCS pa3lelibHO Ha Jiefla IOCTOSHHOTO XPaHEHHs 10 OCHOBHOM
JIeATEIbHOCTH U Ha JIeJia M0 JUYHOMY COCTaBYy;

* OMHCH COCTaBIIIOTCSI CEKPETapEM.

7.5. llena spemennozo xpanenusi 0hOPMISIOTCS YIPOIIEHHO: OHU HE TIOIINBAIOTCS, JTUCTHI
B HHUX HE HYMEpPYIOTCS, YTOYHCHHE Ha OOJIO)KKax HE MPOW3BOJIUTCS, OMUCH Ha Jejia He
COCTAaBJISIOTCA, YUET BEIETCS 110 HOMEHKJIATYpe Jel.

8. Yci10BUSI XpaHEeHHs JOKYMEHTOB B apXHBe

8.1. JIokyMeHTBI apXHBa XpaHATCS B apXUBOXPAHMIIUIIE JOMIKOILHOTO 00pa30BaTENILHOTO

YUpeXIeHU.




8.2. He nomyckaercss pa3MelleHHE apXvWBa B MMOABAIBHBIX M YEePAAYHBIX MMOMEIICHUIX
JETCKOTO caja.

8.3. ApXMBOXpaHWIHIIE TOKHO OBITh yAalleHO OT J1abOpaTOPHBIX, MPOU3BOJICTBEHHBIX,
OBITOBBIX MMOMEIIEHUI U HE UMETh OOIIMX C HUMHU BEHTHJISALMOHHBIX KaHAJIOB. ApXUBOXpaHUIUIIE
OTIENSIETCS OT COCEAHHMX IMOMENICHWH HEeCTOpacMbIMU CTEHAMH M TEPEKPHITHIMHU C IMpeaeIaMu
OTHECTOWKOCTH HE MEHee JABYX 4acoB. B apxuBoxpaHuiuiie He IOMyCKaeTcs MpOKiIaika Tpyo
BOJIOCHAOKEHUS M KaHATU3AINH, TEXHOJIOTHUECKUE WA OBITOBBIC BHIBOJIBI BOJIBI.

8.4. ApXUBOXpaHUJIHILE JOKHO UMETh €CTECTBEHHYIO MJIM MCKYCCTBEHHYIO BEHTUJISIMIO,
00eCneYnBAIONIYIO PEIUPKYISIIHIO BO3AyXa, CTAOUIBFHOCTh TEMIIEPATYPHO-BIAXXHOCTHOTO PEXIMA.

8.5. Bce mocrynaromue B apxuB JIOY moKyMeHTHI pa3MemaloTcsl B apXUBOXPaHWIHINAX HA
CTAIIMOHAPHBIX W/WIIHA MEPEABIKHBIX METAJUIMYECKUX CTeIUIakax, B METANIMYeCKUX ImKadax Uiu
KOHTEHEepax.

8.6. Cremnmakui JOJDKHBI OBITh YCTAHOBJICHBI MEPICHIUKYISIPHO CTEHAM C OKOHHBIMHU
MpoeMaMH, a B IIOMEIIEHUN 0€3 OKOH - ¢ y4eTOM O0COOCHHOCTEH MmomenieHus: 1 00opynoBanus. He
JIOMTYCKAeTCsl pa3MEIEHUE CTeUIaXeH BIUIOTHYIO K HapyXHBIM CTEHAM 3/IaHUS U K HUCTOYHHKAM
TeIuIa.

8.7. PaccTaHoBKka cTesaxkeid v MKadOB OCYIIECTBISIETCS B COOTBETCTBUU CO CIACAYIOUTMMHU
TpeOOBAHMIMU:

. paccrosiHue MeXAy psaaMu cTesuiaxei (TaBHbIM poxoa) — He MeHee 120 cwM;

. paccrosiHue (MIPOX0/1) MEKIY CTeIIaKaMH — He MeHee 75 cM;

. paccTOsiHAE MEXIy Hapy>KHOH CTEHOW 3[MaHUsl W CTeJUIaKaMH, MapaljieIbHBIMU
CTEHE — He MeHee 75 cwM;

. paccTosiHAE MEXKIY CTCHOHM M TOPIIOM cTeiuiaxa win mkada (00xonx) — He meHee 45
cM;

. paccTosIHAE MEXTy IOJIOM U HHKHEH TMOJIKO# cTeiutaxka (mkada) — He MeHee 15 cwm,

B IJOKOJIBHBIX 3Taxax — He MeHee 30 cM.

8.8. IIpoTHBOMOXKApHBIA PEXUM B apXWBOXPAHWIMIIAX, TAe pasmemaercs apxus OV,
yCTaHaBJIMBAaETCsl B COOTBETCTBUM C [IpaBmiiamMu npoTHBONOXKapHOrO pexuma B Poccuiickoit
Oeneparun ot 16 centsaops 2020 roga Nel479.

8.9. ApxuBHBIE TOKYMEHTHI CIIe1yeT XpaHUTh B TEMHOTE.

8.10. 3ammra JOKyMEHTOB OT ACWCTBHUS CBETa 00ECIEUMBACTCS XPAHEHHEM OKYMEHTOB B
KOpOOKax, ankax u rneperserax, B mkadax Wiu Ha CTeJulaXax 3aKpbITOro THIIA.

8.11. [EcrecTBeHHOE OCBEIIEHUE B APXMBOXPAHWIMILE JOIYCKAETCS IMpH YCIOBHUH
OPUMEHEHHUsT Ha OKHAaX CBETOpAcCEMBATENIeH, PEryJsiTOpOB CBETOBOIO IOTOKAa (CIELHUalIbHBIX
CTEKOJ1), 3aIIUTHBIX (PUIBTPOB U MOKPBITUH, KATIO3H.

8.12. JInst MCKYCCTBEHHOI'0 OCBEIIEHUS] IPUMEHSIOTCS JIaMIIbl HAKaJIMBAHUSA B 3aKPITHIX IIagOHAX
C TIAIKOM TOBEPXHOCTHIO.

8.13. B apxuBOXpaHWIMILE JUIsl XPaHEHUs JOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOUINE
apaMeTpbl TEMIEPAaTYPHO-BJIAKHOCTHOTO PEXKUMA:

. JUI XpaHEHUs JOKYMEHTOB Ha OyMakHOM HocuTene — Temmeparypa 17-19°C,
OTHOCHUTEIIbHAS BIAXKHOCTH BO3ayxa — 50-55%.

8.14. IlomemeHuss apxuBa [JOUIKOJIBHOIO OOpPa30BaTEILHOTO YUPEKIACHUS JOJDKHBI
colepkaTbCsi B YHCTOTE, B YCIOBMSX, HCKJIIOYAIOUIMX BO3MOXKHOCTh TIIOSIBICHUS IUIECEHH,
HACEKOMBIX, TTBIJIH.

9. 3akI0YHTENbLHbIE M0JI0KEHHUS
9.1. Hacrosmee Ilonmokenue 00 apXxwBe SBISETCS JIOKATLHBIM HOPMATHBHBIM aKTOM,
npuHuMaetcss Ha OOmemM coOpaHuu pabOTHUKOB JIOMIKOJIBLHOTO 00pa30BaTENbHOTO YUPEKICHUS U
yTBepkaaercs (mmbo BBomuTcs B geictBue) 3aBenytomuM MBJIOY  «/lerckmit cag Ne 11
«Menuna» T. Aprys».
9.2. Bce u3MeHeHHs U AONIOJTHEHHUS, BHOCHMEIE B HacTosmiee [lonoxenne, opopMIIsSIOTCs B
MUCHbMEHHOU (popMe B COOTBETCTBUU JEHCTBYIOIIUM 3aKOHOAATeNLCTBOM Poccuiickoii deneparinu.

9.3. [lonoxxenune 06 apxuse [JOY mpuHHMaeTCs Ha HEOINpPENeNeHHBIN CpoK. M3MeHeHus u



nononHeHuss K [lonmoxeHWio MPUHUMAKOTCS B TOpPSAKE, IpeaycMoTpeHHoMm 11.9.1. HacTosiero
ITomoxxeHms.

9.4. Tlocne npunsTus [lonoxeHus (UM U3MEHEHUN U TOTOJHEHUH OTAETBHBIX MYHKTOB U
pa3ieJIoB) B HOBOM PeAaKIIMU MPEABIYINas peJaKIis aBTOMATHIYECKH YTPAuYUBaCT CHITY.

[TPUHATO

Ha O611eM coOpaHUH TPYAOBOTO KOJIJICKTHBA
MBIOY «Jlerckmii cag Ne 11 «Menunay

r. Apryn»

(mpotokos ot 29.01.2026 1. Ne 3)



