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IHonoxkenune 00 apxuse

1. O6uue nostoxxeHust

1.1. Hacrosimee Ilonoxenne pa3paboTaHo Ha ocHOBaHWHU [IpUMEpHOTO TMOJIOKEHHSI 00 apXuBe
OpraHM3alliy, YTBEp:KIEHHOro mpukazom DexepanbHOro apxuBHOro areHTcTBa Ne 42 ot 11
anpens 2018 rona, B coorBeTcTBUM ¢ DenepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6
obpazoBanuu B Poccuiickoii ®enepanum» B pemakiuu ot 25 wmrons 2022 roma, [Ipuxazom
Munkynetypsl Poccun ot 31.03.2015 Ne 526 "O6 yTBepkaeHUH PaBUJI OpraHU3aINKN XPaHESHUS,
KOMIUIEKTOBAaHUSA, Yy4eTa M HCIOJIb30BaHUS JIOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
denepanii ¥ APYTUX ApXMBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BJIACTH, OpTaHax
MECTHOT'O CaMOYIIPaBJICHUs U opranu3anusx", ¥ craBom 001eodpa3oBaTeIbHON OpraHnu3ally.

1.2. Jlamnoe IlosokeHHWE OIpenensieT COCTaB JOKYMEHTOB apxuBa o00IIeoOpa3oBaTeIbHON
OpraHM3alliil M YCJIOBHS HMX XpaHEHUS, YCTaHABIMBAET 3aJaud, Ha3HaYeHHEe M (QYHKIUU
IIKOJIHOTO apXWBa, PETJIaMEHTUPYET AEATEIbHOCTH JIMIa, OTBETCTBEHHOTO 33 BEICHHE apXHBa B
OpraHHU3aIiK, OCYIIECTBIISIONIEeH 00pa30BaTeNbHYIO AESITETbHOCTb.

1.3. B cBoeil mestenbHOCTH apxuB pykoBojacTtByercss denepanbHbiM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit denepanuny ¢ usmeHeHnussMu Ha 11 urons 2021
roja, HOPMaTUBHBIMM TNpaBOBbIMH akTaMu Poccuiickoii ®enepanuu, cyobekta Poccuiickoit
Oenepann B chepe apXUBHOTO JIea U IJI0NPOU3BOJICTBA, JIOKaTbHBIMU HOPMAaTUBHBIMU aKTaMU
0011e00pa30BaTeIbHOM OpraHnu3aIUH.

1.4. JIoKyMEeHTBI OpraHHW3allid, OCYIIECTBIIIONIEH 00pa30BaTEbHYIO ACATEIHHOCTh, UMEIONINE
HUCTOPUYECKOE, KYJIBTYPHOE, HAYYHOE, COI[HAIbHOE, SIKOHOMHUYECKOE U MOJIUTHYECKOE 3HAUCHUE,
COCTaBJISIIOT TOCYJIapCTBEHHYIO0 4dacTh ApxuBHOro (onma Poccuiickoit deneparuu, sSBISIOTCS
COOCTBEHHOCTBIO TOCYJapCTBA M TIOJUICKAT IOCTOSHHOMY XpaHEHHI0 B TOCYIapCTBEHHBIX
apxuBax Poccuiickoii ®Penepanuu. Jlo mnepenadyn Ha TOCYIapCTBEHHOE XpPAaHEHUE JIaHHBIE
JIOKYMEHTBI BpEMEHHO XPaHATCS B 00111e00pa30BaTeNbHON OpraHu3alliu.

1.5. B mxone mis XpaHeHHs ITOKyMeHTOB ApxuBHoro ¢onma Poccuiickori ®depepannu u
3aKOHUYEHHBIX JCIOMPON3BOJACTBOM JOKYMEHTOB MPAKTHYECKOrO HAa3HAYEHUs, X OTOOpa, ydera,
MCIIOJIb30BaHUs U MOATOTOBKH K Iepeaue Ha TOCYIapCTBEHHOE XPaHEHHUE CO3aeTCs apXUB.

1.6. ApxuB co31aeTcsi KaKk CaMOCTOSITEIbHOE TMOJApa3/ieNieHue, BO3IJIABIAEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJICHHUE apXHBa COIIACHO MPUKa3y TUPEKTOPA IIKOJbI.

1.7. Opranuzanusi, OCyIIECTBIISAIONIasi 00pa30BaTENbHYIO ACATEIbHOCTh, OOECICUYMBACT APXUB
HEOOXOAMMBIM IMOMEIIIEHUEM, 000PYI0BAaHUEM H KaJpaMH.

1.8. OOmeobOpa3oBaTenbHass OpraHu3anus OOECHeYMBaeT COXPAaHHOCTh, YYeT, OTOop,
YIOPSIOYCHUE W HCIOJIb30BaHME JOKYMEeHTOB ApxuBHOro (onma Poccuiickoit denepanmw,
o0Opa3yrommxcs B ero aestenbHocTr. O0ecneurnBaeT CBOCBPEMEHHYIO Tiepeiady dTHX JOKYMEHTOB
Ha rOCYJJapCTBEHHOE XpaHEHHUE.

1.9. Bce paboThL, CBS3aHHBIC C IIOATOTOBKON, TPAHCIOPTUPOBKON U mepenadyeil apXUBHBIX
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JIOKYMEHTOB, IPOU3BOJIATCS CUJIAMU U 32 CUET IIKOJIBI.

1.10. 3a yTpaTy 1 nop4y 10KyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit @enepanuu 0IKHOCTHBIE
JMIa OpraHu3aliy, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO AESITENbHOCTh, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. IlIxonpHBIA apxXxuB pabOTaeT COTJACHO IUIAHY, YTBEPKIAEMOMY IUPEKTOPOM
0011e00pa30BaTeNbHOM OpraHnu3alluy, U OTYUTHIBAETCS MEpesl HUM B CBOEH padore.

1.12. KoHTpoOJb IESITEIbHOCTH apXUBa OCYIIECTBIISIET JUPEKTOP OPraHU3alNK, OCYIIECTBISIOMEH
00pa30BaTENbHYIO AESATEIbHOCTD.

2. CocTaB 1OKYMEHTOB apXMBa
2.1. B mIKOJbHBIN apXUB NOCTYNAIOT:

* 3aKOHYEHHBIE JCJIONPOM3BOACTBOM IIKOJIBI JOKYMEHTHl IIOCTOSHHOTO XpaHEHHS,
oOpa3oBaBIIMecss B JACATENBHOCTH CTPYKTYPHBIX MOJpPA3JeNeHUH, JOKYMEHTHI
BpeMeHHoro (cBbime 10 7eT) cpoka XpaHEHHs, HEOOXOJUMBIE B MPAKTUYECKOMH
JESITeTbHOCTH, TOKYMEHTHI 110 KaJpaM 1 00yJaromuMcs;

* JOKYMEHTHl IIOCTOSIHHOIO XpaHEHHUs W IO JINYHOMY COCTaBy OpraHM3aluii-
MIPEIIECTBEHHUKOB;

* uyHble  (oHABl  BeaymMx  paOOTHHKOB  OpraHM3alMd,  OCYLIECTBIISIOIIEH
00pa3oBaTEeNbHYIO JESITEIBHOCTD, IOCTYIIMBIINE B apXHB;

*  ciy)XeOHble U BeZJOMCTBEHHbIEC U3JaHUS;

*  CIPAaBOYHO-IIOMCKOBBIE CPEJCTBA K JOKYMEHTaM U YYETHbIE JOKYMEHTHl ApxuBa
OpraHu3aliK, OCYILECTBISAIONIEH 00pa30BaTENbHYIO AEATEIbHOCTD.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXHWBE OOpa30BATEIbHON OpPTaHU3AIMH OIMpPEeIISTIOTCS
COIIACHO CPOKaM, YKa3aHHBIM B YTBEPKJACHHON HOMEHKIIATYpe JE.

3. 3apaum apxuBa

3.1. OCHOBHBIMHM 3aJJa4aMH apXUBA SABJISIIOTCS:

3.1.1. OpraHuzanusa XpaHEHHS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3iesioMm 2
HacToswero [lomoxenus.

3.1.2. KommiekroBaHue apxuBa JIOKYMEHTaMH, OOpa3OBaBIIMMHCS B  JIESITEIHBHOCTH
OpraHu3aIiH, OCYIIECTBIIAIONICH 00pa30BaTEIbHYIO EATEIbHOCTD.

3.1.3.  VYder, obecnieyeHre COXpaHHOCTH, CO3/IJaHNE HAYYHO-CITPABOYHOTO arliapara.

3.1.4. Hcnonb3oBaHMs JOKyMEHTOB, HAXOAAIIMXCS HA XPAHEHUH B ApXHUBE LIKOJIBI.

3.1.5. TloaroroBka M CBOEBpPEMEHHas Tepeaada JOKYMEHTOB ApxuBHOTO (onma Poccuiickoi
®denepalviv Ha MOCTOSTHHOE XPaHEHUE B TOCYJapCTBEHHBIN (MyHULIUIIATBHBIN) apXUB.

3.1.6. MeToauueckoe PyKOBOJCTBO W KOHTPOJb 3a (OpMUPOBAHHEM M OPOPMIICHHEM eI B
JICIIONPOU3BOJCTBE ILIKOJBI W CBOCBPEMEHHOH Tmiepenaueld WX B apXuB 00pa3oBaTeIbHOU
OpraHu3alyy.

4. ®yHKIMHU apXuBa

B cooTBeTCTBHY C BO3JIOKCHHBIMU 3a7a4aMU apXUB OCYIIECTBISET cleAyonne HyHKINN:

4.1. OpranusyeTr mpueM JTOKYMEHTOB TOCTOSIHHOTO M BpeMeHHBIX (cBbime 10 j1eT) cpokoB
XpaHEeHHs, B TOM YHUCJE M0 KaJapaM U 00ydaromuMcs, 00pa30BaBIINXCS B ACSITEIBHOCTH MIKOJIBI,
B COOTBETCTBUU C YTBEPKJIECHHBIM TPa(QUKOM.

4.2. ObOecnieurBaeT COXPAHHOCTh W BEJET YYET MOKYMEHTOB M (DOHIOB, HAXOASIIMXCS Ha
XpaHEHHUH B apXHBe 0011e00pa3oBaTEeIbHON OpTaHU3AIUH.

4.3. IlpencraBiser B roCcy1apCTBEHHBIN (MYHHIIMITAIBHBIN) apXUB YUSTHBIEC CBEJICHUS 00 00BeMe
W COCTaBE XpaHAIIMXCS B apXWBE IIKOJBI TOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit
®denepallii U APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHUH C MOPSJIKOM T'OCYIapCTBEHHOI'O
ydeTa qoKyMeHToB ApxuBHoro (gonma Poccuiickoit deneparuu.

4.4. CucrteMaTu3upyeT M pa3MellaeT JOKYMEHTHI, MOCTYMAIOUMe HAa XPAHEHUE B IIKOJIbHBIN
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00pa3oBaTeNbHYIO IEITEIbHOCTb.

4.5. Pa3pabaTbiBaeT rpaduiku MpeacTaBICHHs OMKUCEH Ha PACCMOTPEHUE IKCIIEPTHO-IIPOBEPOUHON
KOMHUCCHHM U Tepelayu JTOKyMeHTOB ApxuBHOro (¢onaa P® Ha XpaHeHuEe B rocyJapCTBEHHBII
(MyHUITUTIAIBHBIN ) apXUB.

4.6. OCYIIECTBISET MOJATOTOBKY U MPEICTABIISIET:

* Ha pPAacCMOTPEHHUE M COrJACOBAHME HKCHEPTHOM KOMHMCCHUU IIKOJBI ONUCH el
MMOCTOSIHHOTO XpaHEHUsI, BpeMeHHbIX (CBbIe 10 j1eT) CpOKOB XpaHEHUS, B TOM YHCIIE
Mo KaJpaM U 00y4aroluuMcs, a TaKXKe aKThl O BBIIECNEHUN K YHUUYTOXKEHHUIO apXUBHBIX
JTOKYMEHTOB, HE TMOJICKAIINX XPAaHEHHIO, aKThl 00 yTpaTe MAOKYMEHTOB, aKThl O
HEHUCTIPABUMBIX TOBPEKICHUSIX APXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKICHHUE OIKCICPTHO-MPOBEPOYHON KOMHUCCHUU YIOJTHOMOYEHHOTO OpraHa
HCIIOJTHUTENIBHOM BacTu cyOobekTa Poccuiickoit denepanuu B chepe apxuBHOTO Aena
(manee - OIK apxuBHOTO yUpEKJACHHUS) OMTUCHU JIETT TOCTOSTHHOT'O XPAHEHHUS;

» Ha cornacoBanue JIIK apxuBHOro yupexuaeHus cyOwbekra Poccuiickoii ®@enepanuu
(MyHULIMTTAJIBHOTO ~ apXWBa), B CIy4ae HAJEJNCHUS €ro COOTBETCTBYIOIIUMHU
MOJTHOMOYMSIMHU, OITUCH JIEN 110 JIMYHOMY COCTaBY;

* nHa corjmacoBanue JIIK apxuBHOro yupexaeHus cyownekra Poccuiickoit deneparuu
(MyHMIIMIAIBHOTO ~ apX#WBa), B CilIy4yae HAJCNEHHs €ro COOTBETCTBYIOIIMMU
MMOJTHOMOYHMSIMHU, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHHUSIX
apXMBHBIX JIOKYMEHTOB;

* Ha YTBEPXKICHHE IUPEKTOPY IIKOJBI OMUCH JEeJ TMOCTOSHHOTO XpaHEHUs, OMHUCH
BpeMeHHBIX (cBbile 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIE OMUCU Jed MO KaapaM U
00yYarImMUMCs, aKThl O BBIACICHUUW K YHUYTOXKCHHUIO ApXUBHBIX JTOKYMEHTOB, HE
MOJJIeKANINX XPAaHEHHUIO, aKThl 00 yTpaTre TOKyMEHTOB, aKThl O HEHCHPaBHUMBIX
MOBPEXKICHUSIX apXUBHBIX JIOKYMEHTOB, YTBepkAeHHbIe (coriacoBanubie) OIIK wmmm
rocyJapcTBEHHBIM apxXxuBoM cyObekTa Poccuiickoit @exepanuu (MyHHIIHTAIbHBIM
apXHBOM) B Clly4ae HaJEJICHHUS €T0 COOTBETCTBYIOIIUMH MOJHOMOYHUSMH.

4.7. Opranusyer mnepenady JIOKyMeHTOB ApxuBHoro ¢onma Poccuiickori dexeparuu Ha
MOCTOSIHHOE XPaHEHUE B TOCYIapCTBEHHBIN (MYHUIIUIIATbHBIN) apXUB.

4.8. OpranusyeT u MPOBOJUT IKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMEHHBIX (CBhImIe 10 JeT)
CPOKOB XpaHEHHsI, HAXOSAIINXCS Ha XPAaHCHUH B apXWBE IIKOJBI B IEJSIX 0TOOpa TOKYMEHTOB
JUIs. BKJIFOUEHHUS B cocTaB ApxuBHOro ¢onaa Poccuiickoit ®denepanuu, a TakKKe BBISBICHUS
JOKYMEHTOB, HE MOIeXKAIINX TallbHEHIIeMYy XpaHEHUIO.

4.9. VwuactByer B paboTe OSKCHEPTHOW KOMHUCCHM OpPTaHU3AIMH, OCYIIECTBISIONMICH
00pa3oBaTeNbHYIO ACSITEIbHOCTb.

4.10. IIpoBoauT MEpONpPHUATHS MO 00ECIEYECHUIO COXPAHHOCTH JOKYMEHTOB, HAXOJAIIUXCS HA
XpaHEHUH B apXUBE OpPraHU3allii, OCYIIECTBISAIONICH 00pa30BaTENbHYIO JESITEIbHOCTD.

4.11. Opranm3yer WHPOPMHpPOBAHWE ATMHHHCTPAIMA U PaOOTHUKOB IIKOJIBI O COCTaBe W
COJIepKaHUU JOKYMEHTOB apXWBa OpraHu3allid, OCYIIECTBISIONIEH 00pa3oBaTeNbHYIO
JIEATEIbHOCTD.

4.12. NadopmupyeT moJIb30BaTENICH M0 BOIPOCAM MECTOHAXOXK/ICHUS apPXUBHBIX JOKYMEHTOB.
4.13. Opra"usyeTr BblAa4y JOKYMEHTOB M JeJ JJIsi paOOThl B YUYUTEIBCKOW WIJIM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VcnonHseT 3ampochl OpraHU3allMid MU 3asABJICHUS TPakaaH 00 yCTAaHOBJICHHH TPYAOBOTO
CTaXka U JIPyTUM BOMPOCaM COLMATILHO-TIPABOBOr0 XapaKTepa, B yCTAHOBICHHOM MOPSIKE BbIIAET
KOIUH JOKYMEHTOB U apXUBHBIE CITPABKH.

4.15. Benet y4der UCIOIb30BaHUS JOKYMEHTOB apX1UBa 00pa30BaTEIbHON OpraHu3aIiu.

4.16. Co3naet GoHa MOTB30BAHMS apXHUBA ITKOJBI M OPTAaHU3YET €ro UCTOJb30BaHHUE.

4.17. OcymiecTBIs€T BEIEHHE CIPABOYHO-NIOUCKOBBIX CPEACTB K JOKYMEHTaM IIKOJIBHOTO
apxuBa. Co3/aer, NOMOJIHAET U COBEPUIEHCTBYET HAYYHO-CIIPABOYHBIN ammapaT K XpaHsAIIUMCs B
apXuBe JieJlaM U JOKYMEHTaM.

4.18. YyacTByeT B pa’zpﬂﬁnwcp IOKYMEHTOB OPraHM3alMU, OCYIICCTRISIIONICH nﬁpnqnnﬂ"rennnym
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NeSATEeTLHOCTB, IO BOMIPOCAM apXUBHOTO JejIa U JeJI0MPOn3BOCTBA.
4.19. Oxka3pIBacT METOANYECKYIO TOMOINIb:

e ciayxx0e JemompoM3BOJACTBA IIKOJABI B COCTABJICHUW  HOMEHKJIATYphl  JIEI,
dbopmupoBaHud ¥ OPOPMIICHUH €N, KOHTPOJIUPYET MPaBUIBHOCTH (POPMHUpPOBAHUS U
odopMIIeHHUS 1T B ACITOTPOU3BOJICTBE;

* CTPYKTYpHBIM MOJpa3feieHusiM M paOOTHHUKAM IIKOJIbI B MOATOTOBKE JOKYMEHTOB K
repeqaye B apXrMB OPraHU3alliU, OCYIIECTBISIONICH 00pa30BaTEIbHYIO ACSITEIILHOCTb.

4.20. YyacTByeT B MPOBEACHUU MEPONPUATUN TO MOBBIIICHUIO KBaTHU(PUKAIUU PaOOTHUKOB
apXuBa U CITyKObI JISIIONPOU3BOICTBA 00Pa30BATEIHLHON OpTaHH3AITHH.

5. IIpaBa apxuBa

s bINOIHEHUS 8O3I0HNCEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3d APXUB, UmMeem npaso:
5.1. IlpexncraBisith  JHPEKTOPY  OPTaHU3AIMH, OCYIICCTBISMIONIEH  00pa30BaTEIbHYIO
JNeATEebHOCTb,  NPEMJIOKEHUS MO  COBEPIICHCTBOBAHUIO  OPraHU3alMd  XpaHEHUs,
KOMIUICKTOBAaHUS, y4eTa U UCIOJIB30BAHUS APXUBHBIX IOKYMEHTOB B apXUBE IIIKOJIBI.

5.2. KoHTponupoBaTh BBHINOJHEHHE YCTAHOBJICHHBIX TNPaBUI pabOThl C JOKYMEHTaMHU B
CTPYKTYPHBIX  TIOJAPA3JCIICHUSAX  OPTaHU3alHMH,  OCYIICCTBISIONEH  00pa3oBaTEIbHYIO
JIEATEIbHOCTb.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX TIOJApa3AciieHUH W pPAOOTHHKOB IIKOJBI CBEICHUS,
HEOOXOUMbIe Ui paObOThl apXKBa, C Y4€TOM OOECIeUEHHUs BHITIOJHEHHS BCEX BO3JIOKEHHBIX Ha
apx¥B 3a/1a4 U PYHKIUH.

5.4. JlaBaTh pa3bsiCHEHHUS U PEKOMEHJALMM 1O BOIPOCAM, BXOISAIIMM B KOMIIETCHIIMIO apXHBa
OpraHu3aIiy, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO NEATETbHOCTD.

5.5. WndopmupoBaTh CTPYKTYpHBIE NOJpa3[eieHUs] MIKOJBI O HEOOXOJUMOCTH Mepenadu
JIOKyMEHTOB B apXHUB B COOTBETCTBHH C YTBEPKICHHBIM I'PAPUKOM.

5.6. IlpuHuMaTh ywyacTHe B 3acelaHMIX OJKCIEPTHOM KoMuccuHu o0O0IIeo0pa3oBaTenbHOM
OpraHM3alli, a TaKKe B JKCHEPTHO-NMPOBEPOYHOM KOMHUCCHH YIIOTHOMOYEHHOTO OpraHa
WCIIOJTHUTENIbHOU BiacTu cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jena.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHPOBAHKE APXHBA
6.1. HaznaueHHoe NpuKa30M JUPEKTOpa IIKOJbI JUI0, OTBETCTBEHHOE 32 BEJICHUE apXUBa, HECET
[EPCOHANBHYIO OTBETCTBEHHOCTD 3a:

* BBINIOJHEHUE BO3JOKEHHBIX HA apxXuWB 3adad W (QYHKIWA B COOTBETCTBUU C
JEWCTBYIOIIUM 3aKOHOAATENLCTBOM Pocculickoit @enepanuu;

* OpraHuzanuio padoThl apXWBa, CBOCBPEMEHHOE U KBAIM(UIIMPOBAHHOE BHITIOJHEHHE
MPUKA30B, PACTOPSHKEHUM, MOPYUYEHUH BBIIIECTOAIIETO PYKOBOJICTBA, IEHCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX AKTOB [0 CBOEMY MPOPIUITIO IEATEITHHOCTH;

* pamuoHambHOe MW 3(G(EKTUBHOE WCIIONB30BAHUE MATEpUATbHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHME TPYJIOBOM M UCTHOJHUTEIbCKON TUCIUIUIMHBI B apXUBE, BBIIOJHEHHUE CBOUX
(YHKIIMOHATBHBIX 0053aHHOCTEH;

* CcOOMOJIeHUEe TPaBUJ BHYTPEHHErO pacmlopsjika, CaAaHUTApHO-IPOTUBOIMUIEMUYECKOTO
peXHMa, TPOTUBOMIOKAPHOH 0€30MaCHOCTH M TEXHUKHU 0€30MaCHOCTH;

* BeJIeHHE JOKyMEHTAIMH, NMPEAyCMOTPEHHOW NEHCTBYIOIIMMU HOPMATHBHO-IPABOBBIMU
JIOKyMEHTaMu;

* MPEJOCTABJICHHE B YCTAHOBJIECHHOM IMOPSJIKE TOCTOBEPHOW CTATHCTUYECKOM U WHOU
nH(GOPMAIIUU O NESTEILHOCTH apXUBa;

* TOTOBHOCTb apXHBa K pabOTe B YCIOBUAX YPE3BBIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHbBIC 3a BEICHUE ACIIONPOU3BOACTBA, OJATOTOBKY M MPEJICTABICHUE JOKYMEHTOB
HAa XpaHEHHE B AapXuB, HA3HAYAIOTCS JUPEKTOPOM OpraHM3alllH, OCYIIECTBISIOLIEH
00pa30oBaTeNbHYIO0 AESITEILHOCTb.

6.3. KoHTposlb ACATEILHOCTH apXUBA OCYILIESCTRISET TUPEKTOP OPraHU3alUM, OCYIIECTBASIONICH
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00pa3oBaTeNbHYIO IEITEIbHOCTb.

7. KoMIuiekTOBaHUE apXuBa

7.1. TloaroToBKka MOKYMEHTOB K Mepenade B apXuB 0Opa3oBaTENbHOM OpPraHMU3allK BKIIOYAECT
OKCIIEPTH3Y HAYYHON M MPAKTUYECKOW IEHHOCTH JTOKYMEHTOB, OQOPMIICHHE JEJI, COCTABIICHUE
OTIHCH.

7.2. DxcnepTH3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusza yenHocmu OOKYMeHmMO8 — ONPEICICHNE IEHHOCTH JOKYMEHTOB C IIENIBIO
oTOOpa UX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XpaHEHHUs. DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B
00pa3oBaTeNbHON OpraHu3aly OCYIIECTBISET MOCTOSIHHO JACUCTBYIOIAs SKCIIEPTHAS KOMHUCCHSL.
7.2.2. Dxcnepmuas komuccusi Ha3HAYAETCsl MIPUKA30M UPEKTOpa MIKoJbl. B coctaB DkcnepTHOM
KOMHUCCHH BKIIIOUAIOT HE MEHEe TPeX COTPYAHUKOB, B TOM YHCIE B 0053aT€ILHOM MOPSAKE JUIIO,
OTBETCTBEHHOE 3a BEJICHUE apXuBa IIKOJbI, M JUPEKTOP MYHHIMNAIBHOTO apxuBa (MO
cornacoBanuto). CekperapeM ODKCIIEPTHONH KOMHCCHUM Ha3HAYarOT ceKkpeTaps oOpa3oBaTelbHOM
opraHu3aiuu. JKCIEpPTHASI KOMUCCHUS Ha 3aCEIaHUSIX PACCMaTPUBACT: HOMEHKIIATYPY AEJ IIKOJIbI,
OTIHCHU JIeT TIOCTOSTHHOTO XPAHEHUS U 10 JTUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJCISIEMbIE K
YHUYTOXKEHUIO.

7.3. Odopmiienue nen

7.3.1. [ena NMOCTOSHHOTO XPaHEHUsS IMOALIMBAIOTCA B TBEPAYIO OOJIO)KKY CYpPOBBIMH HUTKaMHU.
JIucTel HyMepylTCs B MPaBOM BEPXHEM YINy MPOCTHIM Kapaupaamom. KoinmuecTBo JTUCTOB B
KKJIOM JIeJie HE JOJDKHO TpeBbimarh 250. B KoHIle nena Ha OTACIBHOM JIMCTE COCTaBJISETCS
3aBepUTEIbHAS] HAIITUCH.

7.3.2. Ha 00mokke Jen TOCTOSHHOTO XpaHEHHs OJDKHBI OBITh TPOCTABIICHBI CIIEIYIOIINE
PEKBU3HUTHI:  TOJIHOE  HAMMEHOBAHWE  BBINIECTOSINEW  OpraHu3allid,  HAaMMEHOBaHUE
00pa3oBaTeNbHONM OpraHM3aliyd, HoMep (MHACKC) Jeia MO0 HOMEHKJIAType, 3arojoBOK Jelna,
KOJIMYECTBO JIUCTOB, CPOK XPAaHEHUS WM OTMETKAa «XPaHUTh MOCTOSIHHO», HOMEp (hOHMAA, OMHCH,
nena.

7.3.3. Ilo okOHUaHHUH AETONPOU3BOJACTBEHHOTO T'0/1a B 0()OPMIICHHBIE O0JIOKKH JI€JT IIOCTOSTHHOTO
XpaHEHUsT BHOCATCS HEOOXOAMMBIE yTOYHEHHS: B  3arOJIOBKH  JIeN,  COJEpKalluX
pacnopsAUTeNbHble JOKYMEHTHl (TIpHMKa3bl, MPOTOKOJBI), BHOCSATCS HOMEpA; €CIH JeJ0 C
MEPENUCKON COCTOUT U3 HECKOIBKUX TOMOB, B Ka)KJJOM TOME YKa3bIBA€TCSl KOPPECTIOHIEHT, aBTOD,
TeppuTOpUS, APyrue AaHHbIE. B kKaxa0M ToMme yka3blBaeTcs AaTa (4HCIO, MECAll, TOJ) Havana u
OKOHYAHUS JJAaHHOTO ToMa. TOYHBIE MaThl MPOCTABISIOTCS Ha OOJOXKKax ISl OBICTPOTO IMOMCKA
JOKYMEHTOB B IOCIIEAYIOIIEM; M3 3aBEPUTEIbHOM HAAMHUCH Ha OOJOXKY Jeja BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Haamucum Ha 0OJIOKKax €1 TOCTOSHHOTO M JOJTOBPEMEHHOTO XpaHCHUS CIEeIyeT
MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEpPHUIAMHU.

7.3.5. Jlns y4deTa KOJHMYECTBA JIUCTOB B Jeiie U (DUKcAlMd OCOOCHHOCTEH WX HyMepaluu Ha
OT/IENILHOM JICTE COCTABIISICTCS 3aBEPUTENbHAS HAAKUCH.

7.3.6. B 3aBepuTEIHHON HAANMKMCH YKAa3bIBACTCS KOJUYECTBO JMUCTOB (IudpaMud W MPOIHCHIO) B
Jene. 3aBepUTeNIbHAsT HAJMUCh MOJIUCHIBAETCA COCTABUTENEM C YKAa3aHUEM €ro JIOJDKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHSsIsl ONUCHh COCTABISETCS K JieJaM MOCTOSHHOTO W J0JroBpeMeHHoro (cBbimie 10
JIeT) CpOKa XpaHeHUus, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PaCKpBIBAIOT KOHKPETHOE COACpkKAHKUE TOKYMEHTOB (0c000 IIEHHBIE, TUYHBIE Iea U Ip.).

7.4. Onucanue JOKYMEHTOB MOCTOSSHHOTO CPOKA XPAHEHHS.

7.4.1. Omnucu COCTaBISIIOTCS Pa3l€IbHO Ha Jela IIOCTOSHHOTO XpaHEHWs 1O OCHOBHOM
JESTEIbHOCTH U Ha JIeJia 110 JIMYHOMY COCTaBy.

7.4.2. Onucu coCcTaBIAIOTCA AEIONPON3BOAUTEIIEM.

7.4.3. Onuch BeAETCS B €AUHOM BAJIOBOM HyMepaluy B TEUEHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHUS COCTABISAETCS aKT 00 YHUUTOKCHHH.

7.4.5. 1lo OKOHYAHUU ACIONPOU3BOACTBEHHOTO T0OJa B nﬁpn’mnn”rem.nnﬁ OpraHu3aluy
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IPOU3BOJUTCS OTOOP TOKYMEHTOB TOCTOSIHHOTO CPOKa XpaHEHHS Uil BKJIIOUEHHS WX B OIHUCH.
Onuch COCTOMT U3 TOJOBBIX pa3lesioB, BHYTPU Trojla Jejla paclojlaraloTcsi IO CTENeHU
3HAYMMOCTH C YYE€TOM HOMHHAJIBHOTO MpPHHIUNA (B COOTBETCTBHH C HOMEHKIIATYpPOU
0011e00pa3oBaTeIbHON OpraHU3aIiN ).

7.4.6. Onucu COCTaBISIOTCS pPAa3AEIbHO Ha Jela IOCTOSHHOTO XpaHEHHs 1O OCHOBHOM
JIeATEIFHOCTH M Ha JIeJIa 110 TMYHOMY COCTaBYy.

7.4.7. OnucH coCTaBIISIFOTCS] CEKPETAPEM.

7.5. [lena BpeMEHHOTO XpaHeHUs 0(hOPMIISIOTCS YIPOIIEHHO: OHH HE MO/IINBAIOTCS, JIUCTHI B HUX
HE HyMEpYIOTCS, YTOYHEHHE Ha OOJIOKKaX HE MPOW3BOAMTCS, OMUCH HA JIeNla HE COCTAaBIISIOTCS,
y4eT BeIeTCsI IO HOMEHKJIAType JIell.

8. Ycii0BusI XpaHeHUs1 IOKYMEHTOB apXuBa
8.1. JIOKyMEeHTBI apX1Ba XPaHATCS B apXUBOXPAHIIIUIIE 001e00pa30oBaTeIbHON OpraHu3aIliy.
8.2. He momyckaeTtcs pa3MeleHre apXrBa B MOABAIBHBIX U YePAayHbIX OMEIICHHUSIX IIKOJIBL.
8.3. ApXMBOXpaHWIHIIE JODKHO OBITH YJAJIEHO OT JIaOOpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIIEHUI U HE UMETh OOUINX ¢ HUMH BEHTUJISILIUOHHBIX KAHAIOB. APXHUBOXPAHUIIHIIE OTIEISCTCS
OT COCEJHMX IOMEILEHUN HECrOpacMbIMU CTEHAMH U MEPEKPBITUSAMH C IpPEeIaMU OrHECTONKOCTH
HE MEHee JBYX 4YacoB. B apxuBoxpaHWIHINE HE MOMyCKaeTcs MpoKIaaka TpyO BOJOCHAOKEHUS H
KaHAJIN3aLUH, TEXHOJIOTUIECKUE MU OBITOBBIC BBIBOJIBI BOMBI.
8.4. ApxXuBOXpaHWIHUIIE [OKHO HUMETh €CTECTBEHHYI) WM HCKYCCTBEHHYIO BEHTHIISIUIO,
o0ecreurBaroIly o PeHUPKYJISALUI0 BO3AyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO PEXUMa.
8.5. Bce mocrtymaromue B apXuB 0Opa30BAaTENbHONM OpraHHU3allMM JOKYMEHTHI pa3MelaloTcs B
ApPXMBOXPAHWIUIIAX HA CTAMOHAPHBIX W/WIM TEPEIBIKHBIX METAUTHYECKAX CTeJUIakKaxX, B
METATMYECKHX IKadax Wik KOHTEHHEpax.
8.6. Crennaxu JOJKHBI OBbITh YCTAHOBJIEHBI MEPIIEHANKYJIIPHO CTEHaM C OKOHHBIMU IIPOEMaMHu, a B
MoMeIIeHUU 0e3 OKOH - ¢ y4eTOM OCOOCHHOCTeH momelieHus u obopyaoBanus. He momyckaercs
pa3MelIeHUE CTEUIaXEH BIUIOTHYIO K HapYKHBIM CT€HAM 3JaHUs U K UICTOYHUKAM TeIia.
8.7. PaccraHoBka cremiaxkedl M 1IkadoB OCYIIECTBISETCS B COOTBETCTBHM CO CIEAYIOUIUMU
TpeOOBaHUSIMU:

*  pacCTOSIHUE MEXKIY psAlaMU CTeUTakel (TJIaBHBIN 1poxoxd) — He MeHee 120 cwm;

* paccrosiHuEe (IIPOXO0J) MEXKAY CTEIa)KaMu — He MeHee 75 cM;

*  paccTOsiHUE MEXIYy Hapy>KHOH CTEHOM 3[aHUs U CTeJUIaKaMu, MapajljieIbHbIMU CTEHE — He

MeHee 75 cMm;
*  pAacCTOSIHUE MEXKIy CTCHOW M TOPIIOM CTeJuiaka miH mkada (00xom) — He MeHee 45 cMm;
*  paccTOsHUE MEXAy TOJOM M HWKHEW NOJKOW cTeiutaxa (mkada) — He MeHee 15 cm, B
OKOJILHEIX dTa)kaxXx — He MeHee 30 cM.
8.8. IlpoTuBomokapHbli pEXUM B 34aHUAX, T[J€ pa3MEIIaeTcs apXuB IIKOJIbl, U B
apXMBOXpaHWINIIAX YCTaHABIMBAETCS B COOTBETCTBUU ¢ [IpaBuiamMu mpOTHUBOMOXKAPHOTO PEXKUMA B
Poccuiickoit @enepaunu ot 16 centsiopst 2020 roma Nel1479.
8.9. ApXuBHbBIEC TOKYMEHTHI CJIEIyET XPaHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT JEHCTBUS CBETa 0OECIIEUNBACTCS XPAHEHUEM JIOKYMEHTOB B KOPOOKaXx,
namnkax M rneperierax, B mkadax Wil Ha CTeJIaXkax 3aKphITOro THIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEIICHUS B KHUTOXPaHWIHILAX JOJKEH COCTaBATh HE MeHee 100
JIFOKC.
8.12. B apXuBOXpaHWJIMIIE I XPAHEHUS JIOKYMEHTOB YCTaHAaBIMBAIOTCS CIEAYIOUIME MapaMeTpbl
TEMIEPATyPHO-BIAXKHOCTHOTO peXUMa:
* JUIf XpaHEeHHUs JOKyMEHTOB Ha OyMa)kHOM HocuTene — temneparypa 17-19°C, otHocuTenbHas
BJI&KHOCTh Bo3ayxa — 50-55%.

8.13. IlomemieHus apxuBa 00pa3OBaTENbHONW OpraHU3alMU JOJDKHBI COAEPKATHCS B YHCTOTE, B
YCIIOBUSIX, UCKITIOYAIOUINX BO3MOXKHOCTh MOSIBJICHUS TUJIECEHU, HACEKOMBIX, TIBLITH.

9 3akmeuuTedbHbIe HOJ0KCHHUS
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9.1. Hacrosimee IlonoxeHue sBisieTCs JOKAJIbHBIM HOPMATHUBHBIM AaKTOM, NPUHMMAETCs Ha
OO6mem coOpaHun paOOTHUKOB LIKOJIBI U yTBEpxKAaeTcs (1100 BBOAMTCS B ACUCTBHE) NPUKA30M
JTMPEKTOpa OpraHU3alllH, OCYIIECTBIISIOMEH 00pa30BaTeIbHYIO ICATEIbHOCTb.

9.2. Bce u3MeHeHHUs W JONOJHEHUS, BHOCUMBbIE B Hactosuiee [lomoxkeHue, opopmisioTcs B
NUCbMEHHOH (opMe B COOTBETCTBMM JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM Poccuiickoit
denepauuu.

9.3. Tlonoxenue 00 apxuBe 0OmE00pa3OBaTEIBPHON OpraHW3alMKd TNPUHUMAETCS Ha
HeomnpeaeneHHbl cpok. V3meHeHust u gononHeHus K IlojoxkeHHIo MpUHUMAIOTCA B TOPSIKE,
npeaycMoTpeHHoM 11.9.1. Hacrosimiero [lonoxenust.

9.4. Tlocne npunsatus IlonoxeHus (WM M3MEHEHUH W JOMOJHEHWH OTAEIBHBIX ITYHKTOB M
pa3aenoB) B HOBOW pelaKy MPeIbIIyas pelakius aBTOMATHYECKH YTPAUUBACT CHITY.
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