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1. O6mue no1okeHus

1.1. Hacrosmee Ilonoxenuwe pa3paGoTaHO B COOTBETCTBHH C [Ipukaszom ®enepanbHOro
apxuHoro arenrcrsa Ne 77 ot 31 miona 2023 roxa «OG yreepsnenuu IIpaBun oprasmzanuu
XpaHCHHUs, KOMIUIEKTOBAaHHSA, Y4YeTa U HCIONb30BAHUS JOKYMEHTOB ApXHBHOTO (oHIa
Poccuiickoii ®enepamuu i Apyrux apXUBHBIX T0KYMEHTOB B IOCYIApPCTBEHHBIX oprasax, opraHax
MECTHOTO CaMOYINpPaBJICHHs U OPraHM3alHAX», HA OCHOBAHWH [IpHMEPHOro mosokeHus 06 apxuBe
OpraHM3alMH, YTBEPKACHHOrO NpHKazoM denepanbHOro apxXuBHOro areHTctBa Ne 42 ot 11
anpenst 2018 roa, a Taxoke YCTaBoM JOMIKOIBHOTO 06pa3oBaTeIbHOTO YUpEKACHHUS.

1.2. Jlannoe Tlonoxenne o6 apxuBe AETCKOTO caia OMPENEIISeT COCTAB JIOKyMEHTOB apXHuBa W
YCJIOBHS MX XpaHCHHUS, yCTaHABIMBACT 33/[a4M, Ha3HaUYeHHE U QYHKIUM apXuBa, perjaMeHTHPYyeT
ACATCIIPHOCTD JIMLA, OTBETCTBEHHOIO 32 BEJCHHE apXWMBa B JOLIKOJIBHOM 00pa30BaTEIHLHOM
YUPEXICHUH.

1.3. B cBoeii nesTensHOCTH apXUB JETCKOTO cana pykoBoacTByeTcss DenepaibHbBIM 3aKOHOM No
125-®3 ot 22.10.2004 roma «O6 apxuBHOM gmeie B Poccuiickoit Denepanuuy» ¢ U3MEHEHUSIMH OT
25 nexaGps 2023 rona, HOpMATHBHEIMH MPABOBBIMH aKTaMH PoccHitckoit Oenepanuu, cyobekTa
Poccuiickoit ®enepatmu B cdepe apxuBHOrO gena wu JIEJIONIPOU3BOJCTBA, JIOKAJTLHBIMH
HOPMAaTUBHBIMHU aKTaMHU JOIIKOJILHOIO 00pa30BaTEIbHOIO YUPEKICHHS.

1.4. JlomkoneHOE 00pa3oBaTeNbHOE YUpPEKIEHHE OOECIIEYMBACT COXPaHHOCTb, Y4Y€T, OTOOp,

YIIOpANIOYCHHE W HCIONB30BAaHHE JIOKYMEHTOB ApXMBHOTo ¢onna Poccuiickoit ®enepanun,
00pasyromuxcs B ero aesTenbHOCTH. OBeceunBaeT CBOEBPEMEHHYIO IIepeaady dTHX JIOKyMEHTOB
Ha roCcyJapCTBEHHOE XpaHECHHE.

1.5. KOHTponb IesTebHOCTH apX¥Ba OCYIIECTBIISET 3aBenyromuii IOV, a B ero oTCyTCTBUH —
HCIOJHSIOMME 0053aHHOCTH 3aBEIYIOIIETO.

2. CocTaB J0OKyMEHTOB apXuBa
2.1. B apxuB JIOY mocTynaror:

* 3aKOHYCHHBIC NEJONPOM3BOJICTBOM YYPEKAECHHS JOKYMEHTHI MOCTOSHHOIO XpaHEHHS,
obpasoBaBuIMeCs B JEATENBHOCTH CTPYKTYPHBIX —IIOZpa3/e/ICHHA, JIOKYMEHTBI
BpEMEHHOro (cBbuue 10 1eT) cpoka XpaHEHHsS, HEOOXOMMMBIE B IPAKTHIECKON
AESATENbHOCTH, JOKYMEHTHI 110 Kajpam;

*  JIOKYMEHTBI IOCTOSHHOTO XPaHEHHs U 110 IMYHOMY COCTaBY OpraHM3alliH);

2.2, Cpoku XpaHEHHS HOKYMEHTOB B apXHBE JOMIKOJBHOIO 00pa3oBaTeNBHOTO YUPEXKICHHUS
ONPEZCISIOTCS COrIaCHO CPOKaM, YKa3aHHBIM B yTBEP)KICHHON HOMEHKIIAType Jell.

3. 3agauu apxusa JJOY
3.1. OCHOBHBIMH 3aJaUaMH apXHBA SBJISIOTCS:
* OpraHu3alds XpaHEHHUS IOKYMEHTOB;
* KOMIUICKTOBaHME  apXuWBa JOKyMEHTaMH, OOpa3OBaBIIMMHCA B JeATEIbHOCTH
YYPEKIEHHUS, OCYIIECTBIIAIOIIETO 00Pa30BaTEIbHYIO AEATENLHOCTS;
* HCMOJb30BaHHE TOKYMEHTOB, HAXOIAIIMXCS HA XpaHeHuH B apxube JIOV;




* TOArOTOBKAa M CBOEBPEMEHHAs Iepesada JOKYMEHTOB ApxuBHOro (¢onma Poccuiickoit
®eziepanuu Ha MOCTOSHHOE XPaHEHHE B FOCY1aPCTBEHHBIN (MYHHIIHIIATBHBIH) apXUB;

* METOAMYECKOe PYKOBOACTBO W KOHTPOIb 3a (popMHpoBaHHEM H OPOPMIICHHEM 1€l B
ACTIONPOM3BOJCTBE JETCKOrO Cajla M CBOEBPEMEHHOH Iepeqadyell WX B apXuB
JOIIKOJBHOr0 00pa30BaTEIbHOTO YUPEXKIECHHS.

4. DyHKIMH apXHBa

B cooTBeTCTBUY € BO3/I0XKEHHEIMH 3a/1a4aMyl aPXUB OCYLIECTBIAET CIIEYIONHe (YHKIHH:

4.1. Oprauusyer mpHeM JOKYMEHTOB IIOCTOSHHOTO M BPEMEHHOro (cBbuue 10 J€T) CPOKOB
XpaHEHHUs, B TOM YHCIIC 10 KaJpaM , oOpa3oBaBImXxcs B aestensHocTd JIOY.

4.2. OGecrieunBaeT COXPaHHOCTb M BeET yYeT JOKYMEHTOB H (DOHIOB, HAXOISIIMXCS HA
XPaHEHHUH B apXUBE JIOIIKOJIBHOTO 00pa30BaTeIbHOTO YUPEKICHHS.

4.3. IlpencraBnseT B rocyJapCTBEHHBIH (MyHHIMNATBHBIN) apXHB VYETHBIE CBEIEHHS 00
o0beMe U COCTaBe XpaHAIIMXCS B apXMBE NETCKOTO caja JOKYMEHTOB ApPXHUBHOTO ¢bonma
Poccuiickoit deznepanuu ¥ JpYrHX apXHBHBIX NOKYMEHTOB B COOTBETCTBHH C IMODSIKOM
roCyZapCTBEHHOTO ydera JIOKYMEHTOB ApXuBHOTO ¢bonza Poccuiickoit
®enepauun. CHCTEMAaTH3MPYET H Pa3MeIlaeT JOKYMEHTbI, TOCTYTAIONHE Ha XPAHEHHE B apXHB
JOYVY, obpasosasiuuecs B X0/ie OCYIIECTBIEHHS IEITETHHOCTH YUPEHKICHHS.

4.4. OcymecTBISET MOATOTOBKY U IIPECTABISET:

* Ha pacCMOTpPEHHE H COrjacoBaHMe OJKcnepTtHoW komuccuu JIOY omucu gen
MOCTOSHHOTO XpaHEHHs, BPEMEHHBIX (CBbIme 10 J1€T) CPOKOB XpaHEHHs, B TOM 4YHUCIE
10 Kajapam , a TakXK€ aKThl O BBIICJICHMH K YHHYTOXXEHHIO apXHBHBIX JOKYMEHTOB, HE
MOJVICKAMUX XPAHCHUIO, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHMCIIPaBUMBIX
NOBPEXIEHUSAX aPXUBHBIX JJOKYMEHTOB;

* Ha yTBepxnaeHue 3asenyoomemy JIOY omumcH nen MOCTOSHHOTO XPaHEHHs, OIHUCH
BPEMEHHBIX (CBbIE 10 JieT) CPOKOB XpaHEHHs, B TOM YHCIIE OMMCH JeN MO KaapaM
BOCITATAHHHMKAaM, aKThl O BBIACICHMH K YHHUYTOXEHHIO apXHBHBIX JIOKYMEHTOB, HE
MOMVIEKAIMMX XPAHCHHIO, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHCIPaBHMBIX
TOBPEXKICHUAX apXUBHBIX JOKYMEHTOB, yTBEpXKICHHBIE (cornacoBanHble) DIIK wmm
rOCyJapCTBEHHBIM apXHBOM cyObekTa Poccuiickoit @expepanuu (MyHHIMIATBHBIM
apXHBOM) B Clly4Yae HaJIeJIeHHs €r0 COOTBETCTBYIOIIMMH TTOTHOMOYHSIMH.

4.5. Opranusyer mepenady IOKYMEHTOB ApXHBHOrO (oHza Poccuiickoit Oenepanuu  Ha
IIOCTOSIHHOE XPaHEHHUE B IOCYAapCTBEHHbIN (MyHHIIUIIATBHBINA) apXHB.

S.1IpaBa apxuBa

L1 BBINIOTHEHHS BO3IOXKEHHBIX 3a/1a4 U (YHKIMH JTHII0, OTBETCTBEHHOE 3@ ADXHB, HMEET IIPABO:
5.1. IlpeactaBnsTe  3aBemylOmEMy  JOIIKONBHBIM  OOPA3OBAaTeNbHBIM  YUPEIKIEHHEM
NPE/UIONKEHHS 10 COBEPIICHCTBOBAHWUIO OpraHM3allid XPaHEHHs, KOMIUIEKTOBAHHS, ydeTa H
HCIIOTb30BaHKsl apXUBHBIX JOKYMEHTOB B apxuse JIOY.

5.2. KoHTpomMpoBaTh BBINONHEHHE YCTAHOBJEHHBIX NPaBHI pPabOTHl C JOKYMEHTaMH B
YUPEKICHUH.

5.3. JlaaTh pa3hACHEHHS] W PEKOMEHJAIMH II0 BOIPOCAM, BXOSIIAM B KOMIIETEHIHIO apxuBa
JOIIKOJBHOIO 06pa30BaTeIbHOTO YUPEKICHHS.

5.4. llpuHuMaTe ydacTHe B 3acCelaHMAX OJKCIEPTHOH KOMHCCHH YUPEKICHHUS, a Takxe B
OKCIIEPTHO-NIPOBEPOYHOM KOMHCCHM  YIOJHOMOYEHHOTO OpraHa HCIIOJHUTENBHOM BJIACTH
cyobekTa Poceniickoit @eznepaiuu B cdepe apxHBHOTO JIeia.

6. OTBeTCTBEHHOCTD 32 (PYHKIMOHHPOBAHHE APXHBA
6.1. HasmayenHoe mprkaszom 3aseyromero JIOY JHIO, OTBETCTBEHHOE 32 BEICHHE apxuBa, HECEeT
IEPCOHAIBHYIO OTBETCTBEHHOCTD 34:
* BBIIOJIHEHHME BO3JIOXKEHHBIX Ha apxWB 3a7a4 W (YHKIMHA B COOTBETCTBHH C
JIEACTBYIOIIUM 3aKOHOAATEILCTBOM Poccuiickoit Oenepannu;
* OpraHM3auMio paboThl apXWBa, CBOEBPEMEHHOE M KBATM(HIMPOBAHHOE BHIIOJIHEHHE
[IPUKa30B, PACTOPSKCHHH, MOPYYEHHH BBIIECTOSNIETO PYKOBOJACTBA, AEHCTBYIONIMX
HOPMAaTHBHO-IIPABOBBIX aKTOB I10 CBOEMY MPODHUITIO IEATENBHOCTH;



6.2. OTBETCTBEHHBIE 3a BEJICHUE JIETIONPOU3BOICTBA, MOATOTOBKY H IPEICTaBlICHHE JOKYMEHTOB
Ha XpaHEHUE B apXUB, Ha3HavaroTcs 3aBeayronmm J[OY.

7. KomiiiekToBaHHE apXuBa

7.1. IloarotoBka JOKyMEHTOB K Ilepe/iade B apXUB JOMIKOIBHOTO 00pa3oBaTeIbHOrO YUPEKICHUSA
BKJIIOYAET SKCIEPTU3y HAyYHOW U IMPAKTUYECKOH [IEHHOCTH JOKYMEHTOB, oopMIeHHE Jell,
COCTaBJICHHE OMUCH. DKCIEPTU3a IIEHHOCTH JOKYMEHTOB:

JKCIIEPTU3a IEHHOCTH JOKYMEHTOB — OIpeJe/ieHHe [eHHOCTH JOKYMEHTOB C MEJbIO
oTOOpa MX Ha XpaHEHHE M YCTAHOBJICHHE CPOKOB XPaHEHHS. DKCHEPTH3Y LEHHOCTH
N0KyMeHTOB B JIOV ocyImecTBIseT HOCTOSIHHO JISHCTBYIOIAst KCIIEPTHAS KOMHCCHS;
OKCIIEpTHAs KOMHCCHS HaszHadaercsi mpukazoMm 3aseayromero JIOY. B cocras
OKCIEPTHOM KOMMCCHUHU BKIIIOYAIOT HE MEHEe TpeX COTPYAHHUKOB, B TOM YHCIE B
00s13aTeNTPHOM TIOPSIKE JIMIO, OTBETCTBEHHOE 3a BEJIEHHME apXWBa JETCKOTO caja.
CexperapeM dKCIepTHON KOMUCCHH HasHadaoT cexperaps JIOY. DkcneprHas KOMHCCHs
Ha 3acellaHusIX pacCMaTpUBAeT: HOMEHKIATypy JAeld HEeTCKOro cajia, OIHCH el
IIOCTOSIHHOI'O XPAHEHUS U M0 JINYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBLIE/IAEMBIE K
YHUYTOXXEHHUIO.

7.2. ObopmiieHue aen:

[To oxOHYaHHIO JETONPOU3BOJICTBEHHOIO Troja Jiefia [IOCTOSHHOTO U JIOJATOBPEMEHHOTO
(cpime 10 eT) cpoka XpaHEHHs MOMANIMBAIOTCA B TBEPAYIO OOJOXKKY MPOYHBIMH
HUTKamHu. [lepBelii MHCT mycTOH, BTOpOH JMcT BHYTpeHHSSI ONMUCH JOKYMEHTOB Jela.
OcHOBHBIE JUCTBI HYMEPYIOTCS B MPABOM BEPXHEM YTy MPOCTBIM KapaHIAIloM.
KonnuecTBo 1HCTOB B KaXI0M Jene He NO/DKHO mpeBsimnath 250. B koHue aena Ha
OT/EJILHOM JIHCTE COCTABIISIETCS JIUCT-3aBePHUTEb Jea- He HyMepyeTcs;

Ha O0JIOKKE JIeJl MOCTOSIHHOTO U JOJroBpeMeHHoro (ceeime 10 JieT) cpoka XpaHeHHs
JIOJKHBI OBITH POCTABIICHBI CIICAYIOIINE PEKBU3UTHI: T0JHOE W KPaTKOe HaHMEHOBAHHE
JIOY, HOoMep (MHIEKC) Jiena 1Mo HOMEHKJIAType, 3aroJIOBOK Jeja, KOJIMYECTBO JIUCTOB,
CPOK XPaHEHHs UJIM OTMETKA «XPAHUTh IIOCTOSHHO», HOMEP (OHIA, ONTUCH, Jea;
HaIMCH Ha OOJO0XKKaxX el IMOCTOSHHOTO W JIOJTOBPEMEHHOTO XpaHEHHs Cleayer
IIPOM3BOUTE YETKO, CBETOCTOMKUMH YePHHUIIAMH;

BHYTPEHHSS OIIMCh COCTaBIIACTCS K JIeJIaM IOCTOSHHOIO U JOJIroBpeMeHHOro (cBbiie 10
JIET) CPOKa XpaHEHUs!, CHOPMHPOBAHHBIM 10 PA3HOBUAHOCTSM JTOKYMEHTOB.

7.3. Onucanue JOKYMEHTOB IIOCTOSIHHOTO CPOKA XDAHEHUSL:

ONKMCH COCTABIIAIOTCS PA3JEIbHO Ha JieJia TOCTOSHHOTO XPaHEHHS IO OCHOBHOM
JEeATeIbHOCTH U Ha Jiefia 10 JIMYHOMY COCTaBy;

OIUCH COCTABIISIOTCS JAETONPONU3BOIUTENICM;

OIIMCh BEJETCS B €IMHOM BAJIOBOM HyMepaIiy B TeUCHHE HECKOJIBKHX JIET;

Ha JIeJ1a C UCTEKIINM CPOKOM XPAHEHUS COCTABIISIETCS aKT 00 YHUYTOKEHHH;

10 OKOHYAHUHU JIEJIONPOU3BOACTBEHHOIO roja B JIOY npousBoguTcst 0T00p TOKYMEHTOB
IIOCTOSIHHOTO CPOKa XPaHEHUs ISl BKIIOYEHUs UX B ONHKCh. OIMHCh COCTOUT U3 TOMOBBIX
paszienoB, BHYTpH Troja Jelia pacrojiaraloTcsi II0 CTeNEeHH 3HAYUMOCTH C Y4YETOM
HOMHUHAJILHOT'O ITPUHITUMNA (B COOTBETCTBHU C HOMEHKJIATYPOH YUPEIKACHUS);

OIUCH COCTABJISIOTCS DPA3JENbHO Ha Jeja IOCTOSHHOTO XPAHEHWS II0 OCHOBHOM
JIeSITeTbHOCTH | Ha JIeJia 110 THYHOMY COCTaBY;



*  OIIMCH COCTABIISIOTCS CEKPETApeM.
7.4. [lena epemennoco xpanenusi OGOPMIISIOTCS YIIPOIIEHHO: OHA HE MOAIIMNBAIOTCS, JIUCTHI B HUX
HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKaX He IPOU3BOJMTCS, ONHUCH Ha JieNia He COCTaBISIOTCS,
YYET BEJETCS 110 HOMEHKIIAType JIel.

8. YcioBus XpaHeHHsl JOKYMEHTOB B apXHBe

8.1. JIoKyMeHTHI apXuBa XpaHATCS B KaOWHETe 3aBe/yIOINEro JOIIKOJBHOIO 00pa30BaTeIbHOIo
YUPEXKICHUSL.

8.2. Bce nocrynatomue B apxuB JIOY NOKyMEHTHI pa3MeIaoTes B METAUIHYECKOM MKady.

9. 3ak/II09HTEIbHbIE OJI0OKEHUS

9.1. Hacrosimee [IlonoxxeHne 00 apxuBe SBISETCS JIOKAIHGHBIM HOPMATHBHBIM — aKTOM,
JIOIIKOJILHOTO 00pa30BaTeIbHOTO YUPESIKACHHS U yTBepskaaeTcs 3aseayromum J0Y.

9.2. Bce m3meHeHHs W JIONOJIHEHHs, BHOCHMBIE B HacTosiee [lookeHne, OpOPMISIIOTCS B
NHMCbMEHHOH (GopMe B COOTBETCTBUH ACHCTBYIOUIMM 3aKOHOJATEILCTBOM  POCCHHCKOM
®denepanuu.

9.3. Ilonoxenue o6 apxuse JIOY mnpuHHMaercs Ha HeONpeIeTE€HHBIH CpOK. V3MeHeHHs |
nonoyiHeHust K I10JI0)KeHHI0 NPUHUMAIOTCS B TOPSIJIKE, TPeyCMOTPEHHOM 11.9.1. HacTosIero
[Tonoxenus.

9.4. Tlocne npunsitus IlonoxeHus (WM HM3MEHEHW W JIOTONHEHHH OTIENBHBIX IIYHKTOB H
pa3/iesioB) B HOBOHM peaKIMy NMPeIbIIylias peIakiiisi aBTOMaTHIECKH YTPauylBaeT CHILY.
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