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1. O0uIre moI0KEHU

1.1. Hacrosmee ITonoxxenue o0 apxuBe ['ocyaapTCBEHHOro OOJKETHOTO JOIIKOJBHOI'O
00pa30BaTEIbHOIO YyUpexJeHus mgerckoro caga Ne 63 mnpucMoTpa U 0370pOBIIEHUS
Kpacnocenbckoro paitona Cankt-IlerepOypra (nanee-J{OY) pazpaboTaHo B COOTBETCTBHUH C
[Ipukazom @enepanpHoro apxuHoro areHrcrea Ne 77 ot 31 wurona 2023 rona
«O6 ytBepxaeHun IlpaBun  opraHuzanmuM  XpaHEHHs, KOMIUICKTOBAHHUS, y4yeTa
W UCIONB30BaHUs JOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit dDemepanuu U Ipyrux
apXMBHBIX JOKYMEHTOB B I'OCYy/1lapCTBEHHBIX OpraHax, OPraHax MECTHOIO CaMOYIPaBIEHUS U
opraHu3anusx», Ha ocHoBaHUHM [IpumepHOro monoxkeHus o0 apXuBe OpraHu3alui,
yTBepKAeHHOro npukazom denepanbHoro apxuBHoro areHrctsa Ne 42 or 11 anpens 2018
rojia, a Takke Y cTaBOM JOIIKOJIBHOI0 00pa30BaTENbHOTO YUPEKACHHUS.

1.2. lannoe Ilonoxenue o0 apxuse JJOY ompenensier coctaB JOKyMEHTOB apXUBa JIETCKOTO
caJa U YCIOBUS UX XpaHEHMs, YCTaHABIMBAeT 3aJauyd, Ha3HaueHHe M (QYyHKIHUU apxuBa,
periaMeHTUpYeT HesATeNbHOCTh JIMI, OTBETCTBEHHBIX 3a BEIEHHE apXUBa B JOUIKOJIbHOM
00pa3oBaTeIbHOM YUPEKICHUH.

1.3. B cBoeli gesTenbHOCTH apxuB pykoBojacTByercss denepanbHbiM 3akoHOM Ne 125-D3
or 22.10.2004 roma «O6 apxuBHOM nene B Poccuiickoii ®Denepanumn» ¢ U3MEHEHUSMU
ot 25 nexkabps 2023 roga, HOpMATUBHBIMHU TPaBOBbIMU akTamMu Poccuiickoir deneparuu,
cyorekra Poccuiickoit @Penepaunn B cdepe apXuBHOrO Jejla W JEJONPOU3BOJICTBA,
JIOKaJIbHBIMA HOPMATHUBHBIMHU aKTaMH JIOMIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEKICHUS.

1.4. Hoxkymentsl JJOVY, umerommue HCTOPUYECKOE, KYJIbTYpHOE, HAy4dyHOE, COLHUAaJIbHOE,
HSKOHOMUYECKOE U MOJUTHUECKOE 3HaUE€HUE, COCTaBIISIIOT FOCYAAPCTBEHHYIO YacTb ApXUBHOI'O
¢onna Poccuiickoit @enepainuu, SBISIOTCS COOCTBEHHOCTBIO TOCYAApCTBA W MOJUIEkKAT
ITOCTOSIHHOMY XPAaHEHMIO B TOCYIapCTBEHHBIX apxuBax Poccuiickoit @enepannu. [{o nepenaun
Ha TOCY/JapCTBEHHOE XpaHEHHE JAaHHbIE JIOKyMEHTHI BPEMEHHO XPaHATCS B JOLIKOJIbHOM
00pa3oBaTEeIbHOM YUPEKICHUH.

1.5.B }IOY I XpaHCHUS JOKYMCHTOB M 3dKOHYCHHBIX ACJIOIMPOU3BOACTBOM NTOKYMCHTOB
MPaKTUYCCKOI'0 HA3HAYCHU S, UX 0T6opa, yucTa, UCII0JIb30BAHUA U ITOJATOTOBKH K IICPEAAYC HA
roCyaAapCTBEHHOC XpPaHCHUEC CO30aCTCA apXUB.

1.6. ApxuB coO3/1aeTCs Kak CaMOCTOSATENbHOE IOJpa3/ielieHue, BO3IVIABIIEMOE JIUIIOM,
OTBETCTBEHHBIM 3a BEICHHE apXWBa COrJACHO IIPUKa3y 3aBEAYIOLIETO IOIIKOJbHBIM
00pa30BaTEIbHBIM YUPEKIECHUEM.

1.7. quexcz[eHHe JOIIKOJBbHOI'O 06pa30BaHI/IH obecrieunBaeT apxXuB HCO6XO,Z[I/IMI>IM
IMIOMCIICHUEM, O60py,[[OBaHI/IeM " KaapaMu.

1.8. JlomkonpHOE 00pa3oBaTEIbHOE YUPESKICHUE 00ECIIeunBaeT COXPAaHHOCTh, Y4ET, OTOOP,
YIIOPSALOYEHUE

1.9. Bce pabGoTbl, CBSi3aHHBIE C MOATOTOBKOM, TPAaHCIOPTUPOBKOW U Mepenayeil apXuBHBIX
JOKyMEHTOB, IPOU3BOJATCS CHUJIAMU U 3a CUET JIETCKOro caa.

1.10. 3a yTpaTy 1 nopuy ITOKyMEHTOB JOJDKHOCTHBIE Jnna JJOY HecyT OTBETCTBEHHOCTh B
COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHO/IATEIIECTBOM.



1.11. ApxuB perckoro cajga pabOTaeT COrjacHO IUIAHY, YTBEPKAAEMOMY 3aBEIyHOIIUM
JOMIKOJIbHBIM 06p330BaTGJ'II>HI)IM YUPCKACHUEM U OTYUTBIBACTCA NICPECA HUM B CBOEH pa60Te.

1.12. KoHTpoJIb A1€ATENbHOCTH apXuBa ocyliecTBiseT 3apeayromuii IOV, a B ero orcyrcrBuun
— UCMOJHSIOLIMI 00513aHHOCTH 3aBEYIOLIET 0.

2. CocTaB TOKYMEHTOB apXuBa JIETCKOr0 cajia
2.1. B apxus JIOY nocrynaror:

— 3aKOHYEHHBIE JEIONPOU3BOACTBOM YUPEKICHUS TOKYMEHTHI TTOCTOSTHHOT'O XpaHEHUS,
oOpa3oBaBIIMeCs] B JEATEIBHOCTH CTPYKTYPHBIX TOAPA3ICICHUN, JTOKYMEHTHI
BpeMeHHOro (cBeimie 10 7er) cpoka XpaHEHMs, HEOOXOIUMBIE B IPAKTHUECKOMN
JEeSITEbHOCTHU, JOKYMEHTHI IO KaJpaM H00yqJarouxcs;

— JIOKYMEHTBl TIOCTOSSHHOTO XpaHEHHs W T0 JIMYHOMY COCTaBy OpraHu3aIui-
MPEIIIECTBEHHUKOB (MIPU WX HAJIMYHUN);

— nu4Hble (OHIBI BEAYIIUX PAOOTHUKOB JETCKOTr0 caja (Ipyu UX HATUYUN);

— CIIy)XeOHbIC U BEJOMCTBCHHbIE U3/IaHNS,

— CIPaBOYHO-TIOUCKOBBIE CPEACTBAa K JOKYMEHTAaM M YYETHBIC JOKYMEHThI ApXHBa
JIETCKOro caja.

2.2. CpoKu XpaHEHHUs JTOKYMEHTOB B apXHBE JOIIKOJIBLHOTO 00pa30BaTEIbHOIO YUPEKICHUS
OIPENENSAIOTCS COTJIACHO CPOKaM, YKA3aHHBIM B yTBEPKICHHON HOMEHKIIAType Je.

3. 3anaum apxusBa JOY

3.1. OCHOBHBIMHU 33/1a4aMU apXUBa SBJISIOTCS:

— OpraHu3alus XpaHEHHs JOKYMEHTOB, COCTaB KOTOPBIX NPEAYCMOTpPEH pa3ieinoMm 2
Hacrosiero IlonoxeHus;

— KOMIUJIEKTOBAaHUE apXuBa JIOKyMEHTaMH, OOpa3oBaBIIMMUCA B JEATEIbHOCTH
YUpEKIEHHS, OCYLIECTBIIAIOMIEr0 00pa3oBaTENbHYIO 1€ATEIbHOCTb;

— yuer, o0ecredyeHre COXpaHHOCTH, CO3/JaHie HayqHO-CIIPAaBOYHOI0O alrapara;

— HCIIOJIb30BAHKE JOKYMEHTOB, HaXOJIUXCS HA XpaHeHHuH B apxuse JJOY;

— TOATOTOBKA U CBOEBPEMEHHAs Nepefaya J0KyMeHToB ApxuBHoro (onna Poccuiickoit
denepanny Ha IOCTOSIHHOE XpaHEHHUE B TOCYIapCTBEHHBIN (MyHULIMIIAIBHBIIN) apXUB;

— METOAMYECKOE PYKOBOJACTBO U KOHTPOJb 32 (JOPMUPOBAHUEM U OGOpPMIIEHUEM €T B
JENONPOU3BOCTBE JIETCKOIO CaJa M CBOEBPEMEHHOW Iepefadedl UX B apXuB
JIOIIKOJIBHOT 0 00pa30BaTEIbHOI0 YUPEKICHHUS.

4. ®DyHKIUHU apXUBa
B cooTBeTcTBUU C BO3JIOKEHHBIMU 3a/1a4aMU ApXUB OCYIIECTBISET CAEAYIOLe PYHKINU:
4.1. Opranusyer npueM JOKYMEHTOB IOCTOSSHHOI'O M BpeMeHHOro (cBeiiie 10 Jjier) cpokoB

XpaHEeHUs, B TOM YU CII€ 10 KaJpaM ¥ BOCIIUTaHHUKaM, o0pa3oBaBluuxcs B aedarenbHocT 10V,
B COOTBETCTBHUH C YTBEPKIACHHBIM TpaprKOM.



4.2. ObecnieunBaeT COXPAaHHOCTb W BEJET y4yeT JOKYMEHTOB U (DOHJIOB, HAXOASILUXCS Ha
XpaHEHUH B apXUBE JOIIKOJIBHOIO 00pa30oBaTEeIbHOTO YUPEKIEHUS.

4.3. IlpencraBisier B rocyJapCTBEHHbIM (MYyHMLMIAIbHBIA) apXUB y4€THBIE CBEACHUS 00
00bEME U COCTaBE XPAHSIIUXCS B apXUBE JETCKOro caja JOKYMEHTOB ApPXUBHOro (oHJa
Poccuiickoit @eaepanuu U APYrMX apXUBHBIX JOKYMEHTOB B COOTBETCTBHUU C IOPSIAKOM
roCyJIapCTBEHHOT O yueTa TOKyMeHTOB ApxuBHoro gouaa Poccuiickoit deneparum.

4.4. CucreMaTU3UPYET U pa3MeEIIaeT TOKYMEHThI, OCTyNarlue Ha xpanenue B apxus JIOY,
00pa3oBaBIIKECs B XO/1€ OCYIIECTBJICHUS AEATEIbHOCTH YUPEXKICHHUS.

4.5. PazpabatpiBaer TrpauKy TPEACTaBICHUS OMNKHCEH HAa PAacCMOTPEHHE SKCHEPTHO-
MPOBEPOYHONH KOMHUCCHM U Tepenayd JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit
deznepanyy Ha XpaHEHUE B TOCYAAPCTBEHHbIN (MyHUIIMNATIbHBIN) apXuB. 4.6. OcymiecTBIseT
NOJATOTOBKY U IIPEJCTABIIACT:

— Ha pacCMOTPEHHE U corjacoBaHue »skcnepTtHol komuccuun JIOY onmcu npen
MOCTOSIHHOT'O XpaHEHUs1, BpeMeHHBIX (cBbilIe 10 JeT) cpoKOB XpaHEHHUS, B TOM YUCIIE
10 KaJpaM ¥ BOCIIUTAHHUKAM, a TAK)KE aKThl O BBIICJICHUH K YHUUTOXKEHHUIO apXUBHBIX
JOKYMEHTOB, HE MOJJICKAIINX XPAHCHHWIO, aKThl 00 yTpaTe AOKYMEHTOB, aKThl O
HEUCIPAaBUMBIX MMOBPEKICHUSIX apXUBHBIX TOKYMEHTOB;

— Ha YTBEPXKICHHE 5SKCHEPTHO-MPOBEPOYHOM KOMHUCCHHM YIOJIHOMOYEHHOTO OpraHa
UCIOJIHUTEIBLHOM BiIacTH cyObekTa Poccuiickori @eneparuu B chepe apXuBHOIO aeia
(manee - DIIK apXuBHOTO yupexaeHHS) OMUCH Je] MTOCTOTHHOTO XPaHEHUS;

— Ha coracoBanue DIIK apxuBHOro yupexnuenus cyobekta Poccuiickoit deneparnuu
(MyHHLIMIAIBHOTO ~ apXuBa), B CIlydae HaJEJIEHUs €ro COOTBETCTBYIOUIMMHU
MOJIHOMOYHUSIMHU, OIKCH JIeJ] 10 JINYHOMY COCTaBY;

— Ha cornacoBanne DIIK apxuBHOrOo yupexnenus cyobekta Poccuiickoit deneparnuun
(MyHUIIMTIAIBHOTO ~ apXWBa), B CIlydae HaJEJIEHUS €ro COOTBETCTBYIOIIMMHU
MIOJTHOMOYHSIMH, aKThI 00 yTpaTe TOKYMEHTOB, aKThI O HEH CIIPABUMBIX ITOBPEKICHUSIX
ApPXUBHBIX JIOKYMEHTOB;

— Ha yTBepxkaeHue 3aBenyromemy IOV onmcu en MOCTOSHHOrO XpaHEHUs, ONUCH
BpeMeHHBIX (cBhIme 10 JeT) CpOKOB XpaHEHHUsI, B TOM YUCIIC OMUCH JIe] 10 KaJpaM 1
BOCIIUTAHHUKAM, aKThl O BBIAEJICHUM K YHUUTO)XKEHHUIO APXUBHBIX JOKYMEHTOB, HE
HOJUIeXKAIINX XPAaHEHHI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPaBUMBIX
MOBPEXKJICHUAX apXUBHBIX JOKYMEHTOB, YTBepxkAeHHbIe (cornacoBannubie) DIIK wunn
roCyapCTBEHHBIM apxuBOM cyoObekTa Poccuiickoit ®emepannu (MyHULIHIATbHBIM
apXUBOM) B CITy4ae HAJCJICHHS €T0 COOTBETCTBYIOIIUMHU IMOJTHOMOYHUSMHU.

4.7. OpranmsyeT mnepenady nokyMeHTOB ApxuBHOro (oumga Poccuiickoit denepannu Ha
MMOCTOSTHHOE XPAHEHUE B TOCYIAPCTBEHHBIN (MYHUILIUITAILHBIN) apXUB.

4.8. Opranusyer ¥ NPOBOAUT SKCHEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMeHHbIX (cBbiie 10 sier)
CPOKOB XpaHEHMsI, HAXOSIUXCs HAa XpaHeHun B apxuse OV B memsix oTdopa T0KyMEHTOB
JUTS BKITIOUEHHUs B coctaB ApxuBHoro (onna Poccuiickoit denepannu, a TakKe BHIIBICHUS
JIOKYMEHTOB, HE MOJUJIEKAIMX JaTbHEUIIEMY XPaHEHHUIO.

4.9. VYyactByer B paboTe OSKCHEpTHOW KOMHUCCHH JOMIKOIBHOTO 0O0pa30BaTEIbHOIO
YUPEXKICHHUS.



4.10. ITpoBoauT MepOIPUSTHS TIO 0OECIIEUCHUIO COXPAHHOCTH JJOKYMEHTOB, HAXOASIIIUXCS Ha
xpaHeHuu B apxuse J[OVY.

4.11. Opranmsyer uHbopMupoBaHUE aaMUHHCTpanuu u pabotHukoB JJOY o cocraBe u
COZIEp)KaHUH IOKYMEHTOB apXrBa YUPEKICHUS.

4.12. Uudopmupyet noap3oBaTelieil Mo BOmpocaM MECTOHAXO0KICHHUS ApXUBHBIX JOKYMEHTOB.

4.13. Opranm3yer BbIIauy JOKYMEHTOB W €Nl JJisi paOOThl B YHMTAJILHOM 3ajie WM BO
BPEMEHHOE NOJIb30BAHUE.

4.14. UcnonaseT 3aIIpOChI HOHBSOBaTeﬂeﬁ, BbIJACT APpXUBHBIC KOITUU NOKYMCHTOB, ApXUBHBIC
BBIIIUCKU U aPXUBHBIC CIIPABKH.

4.15. Bener yder ucnoJib30BaHus J0KyMeHTOB apxusa JIOY.
4.16. Co3naer oHA 10Ib30BaHMS apXUBa JETCKOr0 cajia U OPraHU3yeT €ro UCIO0JIb30BaHHUE.
4.17. Ocy1ecTBIIseT BECHUE CIPaBOYHO-TIONCKOBBIX CPENICTB K JJoOKyMeHTaM apxuBa /JOY.

4.18. Co3aet, MOMOJHAET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN aNapaT K XpaHsILIMMCS B
apxMBe JIeJaM U JOKYMEHTaM.

4.19. YyacTtByeT B pa3paboTKe JOKYMEHTOB YUPEXKICHHs IO BOMPOCAM apXUBHOTO Jeia U
JIeNTONPOU3BOICTBA.

4.20. Oka3pIBaeT METOANYECKYIO TOMOIITb:

— cyx6e nenonpounssozcTsa JJOY B coCTaBICHUH HOMEHKIIATYPHI A€, JOPMUPOBAHUH
1 0(OPMIICHHH /1€, KOHTPOJHMPYET MPABUIBHOCTH (pOpMUpOBAaHUS U 0(OPMIICHHS JelT
B JICJIONIPOU3BOJCTBE;

— CTPYKTYpHBIM Tofpa3zzaeneHusiMm u pabotHukam J[OY B moaroToBke TOKYMEHTOB K
nepegaye B apXuB JIETCKOro caja.

4.21. YdacTByeT B MPOBEIECHUH MEPONPHUATHI MO MOBBIIICHUIO KBaTU(UKALIUKU PAOOTHUKOB
apxuBa U CIyXObI IeTONPOU3BOJICTBA JOLIKOJIBHOTO 00Pa30BaTEIbLHOIO YUPEXK I HUSI.

5. IlpaBa apxuBa

JUIst BBITOJNIHEHHS BO3JIOXKEHHBIX 33734 U (DyHKIMH JIMIIO, OTBETCTBEHHOE 3a apXWB, UMEET
IIPaBo:

5.1. IlpeacrtaBiATh 3aBENyHIOLIEMY JOLIKOJBHBIM  0Opa30BaTENbHBIM  YUPEXKIECHUEM
IIPEIJIOKEHUS TI0 COBEPILIEHCTBOBAHUIO OPraHM3al[MM XPAHEHUs, KOMIIJIEKTOBAHHUs, y4yeTa U
HCIIOJIb30BaHUs apXUBHBIX JOKYMEHTOB B apxuse 1OV

5.2. KoHTponmupoBaTh BBHIMOJHEHHE YCTAHOBJICHHBIX MpPaBHI PaOOTHI C JOKYMEHTaMH B
CTPYKTYPHBIX TOAPA3AETCHUAX YUPEKICHUS.



5.3. 3ampammBaTh OT CTPYKTYpHBIX moapasaeneHuii u pabotHukoB JIOY cBenenws,
HEe0OXOAUMBIE JIJIsl padOTHI apXUBa, C YUETOM 0OECIEUECHHS BBIITOJHEHUS BCEX BO3JIOKEHHBIX
Ha apXuB 3a/1a4 U QyHKIHH.

5.4. JlaBaTh pa3bsiCHEHUS U PEKOMEHIALIMHU 110 BOIIPOCAM, BXO/ISIIIUM B KOMIIETEHLIUIO apX1Ba
JIOIIKOJIBHOT 0 00Pa30BaATEIbHOr0 YUPEKICHHUS.

5.5. HNudopmupoBaTh CTPYKTYpHBIE NOJpa3AeNeHus IEeTCKOro caga O HEOOXOAMMOCTH
nepenayu JOKyMEHTOB B apXUB B COOTBETCTBUH C YTBEPXKICHHBIM Tpaurom.

5.6. IlpuHuMaTe ydacTue B 3aceJaHHMsIX DKCHEPTHOM KOMHUCCHUHM YUPEXKACHHs, a TaKkKe B
JKCIIEPTHO-TIPOBEPOYHON KOMHUCCHM YIIOJHOMOYEHHOIO OpraHa HCIIOJHUTEIbHOW BJIACTU
cyonekra Poccuiickoit deneparuu B cepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 QYHKIIMOHMPOBAHHME APXHBA

6.1. HaznauenHnoe npuka3zoM 3aseaytomero JJOVY nuio, OTBETCTBEHHOE 3a BEIEHUE apXUBa,
HECET ePCOHANBHYIO OTBETCTBEHHOCTD 3a:

— BBINIOJIHEHHE BO3JIOKEHHBIX Ha apXuB 3a7ad U (QYHKIUH B COOTBETCTBHUHM C
JISWCTBYIOIIIMM 3aKOHOJIaTENLCTBOM Poccuiickoit denepaiuy;

— OpraHu3aluio paboThl apXHBa, CBOEBPEMEHHOE M KBAJIM(UIIMPOBAHHOE BBIIIOJIHEHUE
IIPUKA30B, PACIOPSHKEHUH, IOPYYEHUH BBIIIECTOSALIET0 PYKOBOJCTBA, JEHCTBYIOLIMX
HOPMAaTHUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQUIIIO IS TEbHOCTH;

— pamuoHanbHOe W A()PEKTHBHOE HCIOIB30BAHWE MATEPHUANLHBIX, (PUHAHCOBBIX H
KaJpOBBIX PECYPCOB;

— COCTOSIHHE TPYJIOBOM U UCIIOJHUTENBCKOW Y CLIUIIIINHBI B ApXHUBE, BHIITOJIHEHNE CBOUX
(GYHKIMOHAJIBHBIX 00s13aHHOCTEH;

— co0JI0/1eHNe TTPaBUII BHYTPEHHETO PACHOPsIKA, CAHUTAPHO-TIPOTUBOIIUAEMUYIECKOTO
pexuma, IpOTUBOIIOKAPHOM 0€30M1aCHOCTH U TEXHUKH O€30M1acCHOCTH;

— BEJEHUE JOKYMEHTaluu, NPEAyCMOTPEHHOM  JACUCTBYIOUIMMH  HOPMATHUBHO-
IIPaBOBBIMH JJOKYMEHTaMU;

— IPEIOCTaBICHUE B YCTAHOBICHHOM IIOPSIKE NOCTOBEPHOW CTAaTUCTUYECKOW UM MHOMU
nH(pOpMaIUK O 1EATEIbHOCTH apXUBa;

— TOTOBHOCTb apXHBa K paboTe B yCIOBUAX UPE3BbIUANHBIX CUTYaLUH.

6.2. OTBETCTBEHHBIE 3a BEICHUE JEIONPOU3BOACTBA, IIOATOTOBKY W IIPEICTABJICHUE
JIOKYMEHTOB Ha XpaHEHHE B apXUB, Ha3Ha4aroTcs 3apenyromum [0V,

7. KoMIuieKTOBaHUe apXuBa
7.1. TlomroroBka IOKYMEHTOB K Iiepefade B apXWB JOMIKOJIBLHOIO 0O0pa3oBaTEIbHOTO
YUPEKICHUST BKIIOYAET HKCIEPTHU3Y HAYYHOM M MNPAKTUYECKOW IIEHHOCTH JIOKYMEHTOB,

ohopMIICHHE [Ie]T, COCTABIICHHUE OIMHKCH.

7.2. DKcnepTu3a eHHOCTH T0KYMEHTOB:



— DKCIEpPTH3a LIEHHOCTU JIOKYMEHTOB — OIPEIECICHHE LIEHHOCTH JTOKYMEHTOB C II€JIbI0
oTOOpa UX HAa XpaHEHHE M yCTAHOBJICHHE CPOKOB XpaHEHHs. DKCIEPTH3y IICHHOCTH
nokyMeHToB B JIOY ocy1iecTBisieT MOCTOSIHHO 1€ CTBYIOIIAs SKCIEPTHAS KOMUCCHUS;

— OJKCIepTHasg KOMHCCHUS Ha3Hayaercs npukazoM 3asenytomero JOY. B cocras
OKCIIEPTHON KOMHCCHU BKJIIOYAIOT HE MEHEE TPeX COTPYAHHKOB, B TOM 4YHCIE B
00s13aTEIBHOM TIOPSIIKE JIMIIO, OTBETCTBEHHOE 3a BEIICHHE apXuWBa JETCKOTO Caja.
CekperapeM DSKCIEpTHOM KOMHCCHM Ha3HadaloT cekperapsa JIOVY. OxkcneprHas
KOMUCCHS Ha 3aCeJaHusX pacCMaTPUBAET: HOMEHKIATYpPY A€l AETCKOro caja, ONuCH
JieNl  TOCTOSTHHOTO XpaHEHUsT M M0 JIMYHOMY COCTaBy, akThl Ha JOKYMEHTHI,
BBIJICJIIEMbBIC K YHUUTOXEHUIO.

7.3. Oopmiienue nen:

— JIeJia OCTOSTHHOTO XPaHEeHUsI TOAIIMBAIOTCS B TBEPAYIO O0JIOKKY MPOYHBIMA HUTKAMH.
JlucTel HyMEpYIOTCS B IIPAaBOM BEPXHEM YTIIy MPOCThIM Kapanpaamom. KomnuecTtBo
JMCTOB B KaXKJI0M JI€JI€ HE JOJLKHO npeBbIaTh 250. B KOHIIE Aena Ha OTAEIbHOM JINCTE
COCTAaBJISIETCS 3aBEpPUTEIbHAS HAJIIKCh;

— Ha OOJIOKKE JIeT MOCTOSHHOTO XPAaHEHHs JTOJDKHBI OBITh MPOCTABIICHBI CIEIYIOIINE
PEKBU3UTHL: TOJHOE HANMEHOBAHWE BBIMIECTOSINIEN OpraHu3alyd, HAaUMEHOBAaHHUE
JOYVY, Homep (MHIEKC) Jena M0 HOMEHKJIAType, 3ar0JIOBOK JIeia, KOJTMYECTBO JIUCTOB,
CPOK XpaHEHHS WM OTMETKA «XPAHUTh MOCTOSIHHOY», HOMEp (OH/IA, OMUCH, JeNa;

— 110 OKOHYAHWHU JICJIONPOM3BOJICTBEHHOr0 roaa B O(OpPMIICHHBIE OOJIOKKH JIel
MOCTOSSHHOT'O XPaHEHHUsI BHOCATCS HEOOXOIMMbIC YTOYHCHHS: B 3arojOBKH JIel,
COZEPXKAIIMX PACHOPAIUTEIbHBIE TOKYMEHTHI (TpUKa3bl, MPOTOKOJbI), BHOCSITCS
HOMEpA; €CIIM JIeJIO C MEPENUCKON COCTOMT U3 HECKOJBKHUX TOMOB, B Ka)JOM TOME
YKa3bIBA€TCSI KOPPECMOHAEHT, aBTOpP, TEPPUTOPHS, IPYyTHe AaHHbIE. B KaxxaoM Tome
yKa3bIBaeTCs ara (4uciao, MecsIl, roj]) Havajla ¥ OKOHYaHUs JAaHHOTO ToMa. TOYHBIe
JIaThl TPOCTABISIOTCS Ha OO0JIOKKaX [Jsi OBICTPOrO TIOMCKAa JIOKyMEHTOB B
MOCJICAYIOIIEM; U3 3aBEPUTEIHHON HAJIITMCH Ha 00JIOKKY Jie1a BBIHOCUTCS KOJIMYECTBO
JINCTOB B JIEJIC;

— HAJNUCH Ha OOJIOKKAX JIeJl MOCTOSHHOTO M JIOJITOBPEMEHHOTO XpPaHEHHUS CIelyeT
MPOU3BOAUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMU;

— JUIA y4eTa KOJUYECTBA JIUCTOB B Jiesie U (PUKCAIIUU OCOOCHHOCTEH MX HyMepaluu Ha
OTJIEJIbHOM JIUCTE COCTABJIIETCS 3aBEPUTEIIbHAS HA/IMKUCH;

— B 3aBEPUTEJILHON HAAMKUCH YKa3bIBAETCSA KOJIUYECTBO JUCTOB (LU(ppaMu U MPOMHUCHIO)
B Jesie. 3aBepuTesibHAs HAJIMUCh TMOJIMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro
JIOJDKHOCTH M TaTHl COCTABJICHHS

— BHYTPCHHSISI OITUCh COCTAaBJIACTCS K JieJIaM IMOCTOSHHOTO U JIOJATOBPEMEHHOTO (CBBIIIE
10 5er) cpoka xpaHeHUs, CPOPMUPOBAHHBIM IO PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEp)KaHHUE TOKYMEHTOB (0c000
LIEHHBIE, INYHBIC JIea U JP.).

7.4. Onucanue TOKYMEHTOB ITOCTOSTHHOTO CPOKA XpaHEHUS:

— OIMCHU COCTABJAIOTCA pasacibHO Ha A€JIa ITOCTOAHHOI'O XpaHCHHUA I10 OCHOBHOM
ACATCIIBHOCTU U Ha ACJIa 110 JIMYHOMY COCTaBYy;

— ONHKCH COCTABJIAIOTCA ACTIONPOU3BOAUTEIICM,

— OIIMChb BCACTCA B GHHHOﬁ BaJIOBOM HyMEpaluu B TCHCHUC HCCKOJIBKUX JICT,

— Ha Ji¢JIa ¢ UCTCKIIUM CPOKOM XpaHCHUSA COCTABJIACTCA aKT 00 YHUUYTOXCHUU



— 10 OKOHYAHWUHU JelonpousBoacTBeHHoro roga B JIOY mpousBogutcs oTOOp
JAOKYMCHTOB IIOCTOSAHHOI'O CpOKa XpaHCHHA OJIA BKJIIOYCHHUA HX B OIIMCh. Onuce
COCTOUT M3 TIOAOBBLIX Pa3acCjioB, BHYTPU IoOJa AcjJa pacCliojararorca 1o CTCICHU
3HAYMMOCTH C Y4€TOM HOMHHAJIBHOTI'O IMPHUHIKIA (B COOTBETCTBHUU C HOMEHKJIATYPOM
YUPEKIEHUS);

— OIMCHU COCTABJIAIOTCA pasacCIbHO Ha A€Jia ITOCTOAHHOI'O XpaHCHHUA I10 OCHOBHOM
ACATCIIBHOCTU U HA ACJIa M0 JTNYHOMY COCTaBY;,

— OIMCHU COCTABIISIOTCS CEKPETapeM.

7.5. lena BpeMEHHOTO XpaHeHUs 0(OPMILSIFOTCS YIIPOIICHHO: OHH HE TIOJIITUBAIOTCS, JIUCTHI B
HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OOJIOKKaX HE MPOU3BOAMUTCS, ONUCH Ha Jejia He
COCTaBJIAIOTCS, YUET BEJETCS IO HOMEHKJIATYpE /eIl

8. YcaoBus XPaHEHUA JOKYMEHTOB apxXuBa

8.1. JIoKyMeHTBI apXuBa XpaHATCS B apXMBOXPAHIIUIIE OIIKOJILHOIO 00pa3oBaTEIHHOTO
YUPEKICHUS.

8.2. He nomyckaercs pa3MelleHUe apX1UBa B MOJBAJIbHBIX U YEPIAUYHBIX TOMEIIEHHUSIX JETCKOT O
caza.

8.3. ApXMBOXpaHWIHILE JIOJDKHO OBITh YAAJICHO OT J1abOpaTOpPHBIX, MPOU3BOJICTBCHHBIX,
OBITOBBIX TIOMEIIEHUW W HE UMETh OOMHMX C HUMH BEHTWISAIMOHHBIX KaHAJIOB.
ApPXUBOXpaHWINIIE OTACIICTCS OT COCEIHUX TIOMEIICHHH HECTOpaeMbIMH CTEHAMHU U
MEPEKPBHITUSIMH C TIPEIEIaMUi OTHECTOMKOCTH HE MEHEee JABYX 4acoB. B apXuBoxXpaHWIHIIE HE
JIONyCKaeTcsl MpoKJaaka TpyO BOJOCHAOXKEHMS M KaHaJIM3allMh, TEXHOJIOTMYECKHE WU
OBITOBBIE BBIBOABI BOJIBI.

8.4. ApXHBOXpaHUJIHIIE JODKHO UMETh €CTECTBEHHYIO WJIM MCKYCCTBEHHYIO BEHTHIISIIUIO,
00ECIEeUnBaONIYI0 PEHUPKYISAIUI0 BO3yXa, CTAOUIBHOCTH TEMIIEPATypPHO-BJIAXKHOCTHOTO
pexuma.

8.5. Bece nocrynaromume B apxuB JJOY 10KyMeHTHI pa3MelaloTCs B apXWBOXPAaHWIMILAX HA
CTallMOHAPHBIX U/MIH MEePEeIBUKHBIX METANINYECKUX CTeJUIaXaX, B METAINIMYECKUX IIKadax
WJIM KOHTEHEepax.

8.6. Cremnaxu JOJIDKHBI OBITh YCTAHOBJICHBI MCPHCHAUKYIIAPHO CTCHAM C OKOHHBIMH
IIpo€éMaMu, a B IOMCIICHU U 0e3 OKOH - ¢ YueTOM 0co0eHHOCTEH IIOMCIICHUA U 060pyI[0BaHI/I5{.
He JO0IIYCKACTCA PA3MCIICHUC CTeJIaxen BINIOTHYIO K HApPY>XXHbIM CTCHAM 3JIdHUSA U K
NCTOYHHUKAM TCIlJIa.

8.7. PaccTaHoBKa creiutakeld M IMKapOB OCYIIESCTBISACTCS B COOTBETCTBUU CO CIICAYIOIIUMU
TpeOOBAHUAMMU:

— paccTOsHHE MEXY psaMu cTeutake (riaBHbIA mpoxon) — He MeHee 120 cm;

— paccTosiHHEe (TPOX0) MEXAY CTeIIa)KaMHi — HE MeHee 75 cM;

— PpaccTOsIHHE MEXIY HapyKHOU CTEHOW 3aHMS U CTEIUIAKaMH, MapajlieIbHBIMU CTCHE
— He MeHee 75 cM;



— PacCTOSIHHE MEXIy CTCHOW M TOPIIOM CTeulaxa ui mkada (00Xoa) — He MeHee 45 cM;
— PacCTOSIHHE MEXTy TTOJIOM M HIDKHEH MOJIKOW creivtaxka (mkada) — He meHee 15 cMm, B
LIOKOJIBHBIX dTaxkax — He MeHee 30 cM.

8.8. IlpoTuBONOXApHBI peXUM B apXUBOXpaHWIMILE, rie pasMmemaercs apxuB JJOVY,
YCTaHaBJIMBAETCS B COOTBETCTBUHU C IIpaBuiamMu nmpoTuBoOIIo)kapHoro pexuma B Poccuiickon
®enepannu ot 16 centsops 2020 romga Nel479.

8.9. ApXuBHbIE TOKYMEHTHI CIEYET XPaHUTh B TEMHOTE.

8.10. 3ammrTa JOKYMEHTOB OT JACHCTBUS CBeTa OOECHEUMBAETCS XPAaHEHHEM JIOKYMEHTOB B
KOpoOKax, mamnkax M neperietax, B mkadax Uil Ha CTeJUIaKax 3aKphITOrO THUIIA.

8.11. EcrecTBeHHOE OCBELICHHUE B APXUBOXPAHUJINIIE JOITYCKAETCs IIPU YCIOBUU IIPUMEHEHUS
Ha OKHaxX CBETOpacceuBaTeled, PEryIsaTopoB CBETOBOI'O IOTOKA (CHELUAIbHBIX CTEKOI),
3alUTHBIX (PUIBTPOB U MOKPBITHH, KaJO3H.

8.12. JInsg HMCKYCCTBEHHOTO OCBELICHMS IPUMEHSIOTCS JIAMIIBl HAaKaJIWBAHUS B 3aKPBITBIX
iaoHax ¢ riajKoi MOBEPXHOCTHIO.

8.13. B apxuBoxpaHuIMuie Uil XPAaHEHHs JOKYMEHTOB YCTAaHABJIMBAKOTCS CIEAYIOIIUE
IapaMeTpsbl TEMIIEPaTypPHO-BIAKHOCTHOI O PEXKHUMA:

— s XpaHEHUs JIOKYMEHTOB Ha OyMakHOM HocuTene — temmeparypa 17-19°C,
OTHOCHUTEIbHAS BIAXXHOCTh Bo3ayxa — 50-55%.

8.14. TlomMemieHuss apxuBa JIOMIKOJBHOIO OOPa30BaTEIBLHOTO YUPEIKIACHHUS JOJIKHBI
COZIEPXKAaThCSl B YHMCTOTE, B YCJIOBHUAX, MCKIIIOYAIOIIMX BO3MOXXHOCTH TOSIBJICHHS TIJIECEHH,
HACEKOMBIX, IBLIH.

9. 3aKJIIUYNTENbHbIE MOJI0KEHUA

9.1. Hacrosimee IlonmoxeHne o0 apxuBe ABIAETCA JIOKAJbHBIM HOPMATUBHBIM aKTOM,
npunuMaercss Ha OOmeM coOpaHuu pPaOOTHHUKOB JIOMIKOJIBHOIO 0Opa3oBaTeIbHOIO
yupexIaeHus U yTBepxkaaercs (1o BBoAUTCS B JeiicTBue) 3aBenyroumm JOY.

9.2. Bce u3MeHeHUs U TONOJHEHMs], BHOCUMbIE B HacTosulee [lonoxenue, ohopmisitores B
NUCbMEHHON (opMe B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
®Denepanuu.

9.3. llonoxxenue 06 apxuse JAOY npuHHMaeTcsd Ha HEONpeIeieHHbI cpok. M3MeHeHus u
nonosiHeHus K IToyioxeHnto MpUHUMAIOTCS B IOPSIIKE, IPEAYCMOTPEHHOM 11.9.1. HacTosA1IEero
[Tonoxenus.

9.4. Tlocne npunsitus [lonoxxenus: (MM U3MEHEHUN W JIOTIOJHEHUHN OTACIBHBIX MYHKTOB U
pa3ziesoB) B HOBOM pellaKkIuy MpeabLAyIas pelakius aBTOMAaTUYECKU YTPAuBaET CHUITY.
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