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1. O01mMe MoJI0KeHuA

1.1. Hacrosiee Ilonoowcenue 06 apxuse wikoivl pazpaboTaHo Ha ocHOBaHUU [IpumMepHOTro
MOJIOKEHUs 00 apxuBe OpraHu3allid, YTBEp)KIEHHOro mpukazom denepaabHOTO
apxuBHoro areHrctBa Ne 42 ot 11 ampens 2018 ronma, B coorBerctBun ¢ Ilpukazom
MunkynbsTypbl Poccuu ot 31.03.2015 Ne 526 "OO yTBep>XJA€HUU MPABUI OpraHU3ALNH
XpaHEHHsI, KOMIUICKTOBAHUS, yueTa W UCIOJIb30BAaHUS JOKYMEHTOB ApxuBHOTO (hoHIa
Poccuiickon @enepaunu v Apyrux apXrMBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOM
BJIACTH, OpraHax MECTHOIO CaMOYIpaBl€HHWsd M  opraHusauusax”, YcTaBom
0011e00pa30BaTeIbHON OpraHU3aIUH.

1.2. Mannoe Ilonmoxxenue 00 apxuBe IIKOJBI OMpPENESIET COCTaB JOKYMEHTOB apXvBa
00111e00pa3oBaTebHON OpPraHU3alMu U YCIOBUSI UX XpaHEHWs, yCTaHaBIMBAET 3aJ]ayM,
Ha3Haue€HUWE W (PYHKIMU IIKOJBHOTO apXuBa, PErJIAMEHTUPYET MESTEbHOCTh JIHIIA,
OTBETCTBEHHOTO 3a BEJICHUE apXHBa B OPraHNU3al1uH, OCYLIECTBISIOIENH 00pa30BaTEIbHYIO
NEeSTEIbHOCTb.

1.3. B cBoeil nearenbHOCTH apXuB pyKoBojicTByeTcs: DenepanbHbiM 3akoHOM Ne 125-D3
ot 22.10.2004 «O6 apxuBHOM nene B Poccuiickoit denepaunn» ¢ M3MEHEHUsIMU Ha 14
utonisi 2022 roma, HOpMaTUBHBIMU MPaBOBbIMU akTamMu Poccuiickoit denepaiu, cyobekTa
Poccuiickoii ®@enepanuu B chepe apXHBHOTO Jiefia M JEIONPOU3BOACTBA, JTOKATLHBIMHU
HOPMATHUBHBIMU aKTaMu 0011€00pa30BaTENHLHON OpraHU3alluu.

1.4. JlokyMeHTBI OpTaHHW3AIlM{, OCYIIECTBISIONMICH O00pa30BaTEIbHYIO IEATEIHLHOCTD,
UMEIOIIME HCTOPUYECKOE, KYJIbTYpPHOE, HAyYHOE, COLMAIbHOE, HSKOHOMHYECKOE U
MOJIUTUYECKOE 3HAYCHHE, COCTABISIIOT TOCYAapCTBEHHYIO dYacTh ApxuBHOro (oHma
Poccuiickoii  ®enepaiuu, SBIAIOTCS COOCTBEHHOCTBbIO TOCyAapcTBa U IMOAJIEkKAT
IIOCTOSSHHOMY XPAaHEHUIO B TOCYJAapCTBEHHBIX apxuBax Poccuiickon Penepaumu. [lo
MepeIay Ha rOCyAapCTBEHHOE XPAHCHHME [IAHHBIE JOKYMEHTbl BPEMEHHO XPAaHATCS B
00111e00pa3oBaTebHON OpraHU3alluu.

1.5. B mkone qyist XxpaneHus: JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit deaepanuu u
3aKOHYEHHBIX JI€JIONPOU3BOJICTBOM JIOKYMEHTOB IIPAKTUUECKOI0 Ha3HAUEHUsI, UX 0TOOpa,



y4yeTa, WCIOJIb30BaHUS M TIOATOTOBKM K Ilepefaye Ha TOCYAapCTBEHHOE XpaHEHHE
CO3JIaETCS APXUB.

1.6. ApxuB co3gaeTcs Kak CaMOCTOSITEIbHOE IMOJIpa3/ielIeHHe, BO3TJIABIISIEMOE JIUIIOM,
OTBETCTBEHHBIM 3a BEJEHHE AapXuBa COMVIACHO MpPHUKA3y JUPEKTOpAa  IIKOJIBI.
1.7. Opranuszanus, ocyllecTBIsAOLIAs 00pa30BaTENbHYIO NEATENbHOCTh, 00€CIEeYUBAET
apXuB HEOOXOAUMBIM MTOMEILEHUEM, 000opyI0BaHUEM u KaJIpaMH.
1.8. OO6meobpa3oBarenbHasl opraHu3alusi O0OECIEeYnBAaET COXPAHHOCTb, Y4YeT, OTOOp,
YOOPSAOYEHHE U HKCIOJIb30BaHHWE JOKyMeHTOB ApxuBHoro ¢ounga Poccuiickoit
®enepanun, o0pasylolmMXcs B ero aesTenbHOCTH. OOecneunBaeT CBOEBPEMEHHYIO
nepenady ITUX JOKYMEHTOB Ha rOCyAapCTBEHHOE XpaHEHHE.
1.9. Bce paboThl, CBSI3aHHBIE C TOJITOTOBKOM, TPAHCIIOPTUPOBKOM U TIepeaueil apXuBHBIX
JOKYMEHTOB, IIPOM3BOJATCS CUIAMU U 33 CYET LIKOJIBI.

1.10. 3a yrpaty m mopuy mokymeHTOB ApxuBHOro ¢onma Poccuiickoit deneparimn
JOJDKHOCTHBIE JIMIA OPTaHM3alMU, OCYLIECTBIIAIOIIEH 00pa30BaTENIbHYIO JEATEIbHOCTD,
HECYT OTBETCTBEHHOCTh B COOTBETCTBHUM C JIEUCTBYIOIIUM 3aKOHOJATEIbCTBOM.
1.11. [xonpHbI apxuB paboTaeT cornacHo naaHHomy [lonokeHuio u  MiaHy,
YTBEPAKAAEMOMY AUPEKTOPOM 00111€00pa30BaTEIbHON OpraHU3alui, U OTYUTHIBAETCS
nepes HUM B CBOel padore.

1.12. KoHTponb JAESATENBHOCTH apXWBa OCYUIECTBJISET AUPEKTOp OpraHu3alui,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO EATEIbHOCTb.

2. CocTaB JOKYMEHTOB apXuBa

2.1. B mukoabHBIM apxXuB MOCTYHAIOT:

¢ 3aKOHYEHHbIE JAEJIONPOU3BOACTBOM IIKOJIbI JOKYMEHTBI IOCTOSSHHOTO XpaHEHMUs,
oOpa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX MOAPA3IEICHUN, JOKYMEHTBI
BpeMeHHOro (cBbiie 10 51eT) cpoka XpaHeHHsI, HEOOXOIUMBIE B TPAKTUIECKON
JESTeIbHOCTH, JOKYMEHTBI 10 KaJipaM 1 00y4aromcs;

e JIOKYMCHTBI IIOCTOSSHHOI'O XpPAaHCHUA U 110 JIMYHOMY COCTABY opraHmauHﬁ—
MPCAIICCTBCHHUKOB,

e JIMYHBIC (DOHJIBI BEYIIMX PAOOTHUKOB OpraHU3aIliU, OCYIIIECTRIISIONMICH
00pa3oBaTeIbHYIO JICSITEIHLHOCTh, TOCTYMHUBIINE B APXUB;

° CJ'Iy}K€6HI>IC N BEAOMCTBCHHBIC U3JJaHUA,

e CIPaBOYHO-TIOUCKOBBIE CPEACTBA K JOKYMEHTAM U YYETHBIE JOKYMEHTHI ApXUBa
OpraHM3allM, OCYLIECTBIISIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

2.2. Cpoku XpaHeHus JOKYMEHTOB B apXHUBe 00pa30BaTeIbHON OpraHU3aluu
OIIPENEIISAI0TCA COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHON HOMEHKJIAType Aedl.

3. 3agaum apxuBa



3.1. OCHOBHBIMHU 33/1a4aM¥ apXUBA SBJIAOTCS:

3.1.1. Opranu3zanus XpaHeHHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3iesioM 2
HacTosuero [lonoxenus 06 apxuse 00111€00pa30BaTEIbHON OPraHU3ALNH.

3.1.2. KommiiekToBaHUE apXHBa JOKyMEHTaMH, 00pa30BaBIIMMHUCS B JEATEIbHOCTH
OpraHM3allM, OCYLIECTBIIAIONIENH 00pa30BaTENbHYIO 1E€ATEIbHOCTb.

3.1.3. Yuer, obecrnieueHUE COXPAHHOCTH, CO3/IaHNE HAyYHO-CIIPABOYHOTO aIlapara.
3.1.4. Ucnonp30BaHus JOKYMEHTOB, HAXOIAIIMXCS HA XPAHEHUH B APXUBE LIKOJIBI.
3.1.5. IloaroroBka 1 cBO€BpeMEHHasl epeaada JOKyMEHTOB ApXUBHOIO (hoHIA
Poccniickont @enepanny Ha MOCTOSHHOE XPAHEHHUE B TOCYAAPCTBEHHBIN
(MyHHLIMITAJIBHBIN ) apXUB.

3.1.6. Metoanueckoe pyKOBOJICTBO U KOHTPOJIb 332 (POPMUPOBAHUEM U O(hOpMIIEHUEM
JIeJ1 B IEJIONPOU3BOJICTBE IIKOJIbI U CBOEBPEMEHHOM Mepeiayeil X B apXUB
o0pa30BaTeIbHON OpraHu3aluy.

4. ®yHKIMHU aPXMBa MIKOJIbI

B cOOTBETCTBUY C BO3JIOKEHHBIMU 3a7[auaMi apXUB OCYIIECTBISET CICAYIONINE
GYHKIIH:

4.1. OpranuzyeT npueM JOKYMEHTOB IIOCTOSSHHOTO ¥ BpeMeHHBIX (CBbIIe 10 jeT)
CPOKOB XpaHEHHsI, B TOM YHKCJIE M0 KaJpaM U 00y4aroummcsi, 00pa30BaBIINXCS B
JESITEIBHOCTH LIKOJIbI, B COOTBETCTBUU C YTBEPKIAECHHBIM I'Pa(pUKOM.

4.2. O0ecrnieynBaeT COXPAaHHOCTh U BEIET YUET TOKYMEHTOB U (POHIIOB, HAXOAALIUXCS Ha
XpaHEHUH B apXHBe 00111€00pa30BaTEIbHON OPraHU3allHH.

4.3. IlpencraBisieT B rOCy1apCTBEHHbIN (MyHUIMIIAIbHBII) apXUB yUYETHBIE CBEICHUS 00
00BEME U COCTABE XPAHSILIUXCS B APXHUBE IIKOJbI JOKYMEHTOB APXUBHOTO (hOHIA
Poccuiickoit @enepanuu 1 Jpyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUHU C MOPSAKOM
roCy/IapCTBEHHOIO yueTa J0KyMeHTOB ApxuBHoro ¢onnaa Poccuiickoit @enepanui.

4.4. CucremMatu3upyer U pa3MelaeT JOKYMEHTHI, IOCTyNaloI1e Ha XpaHEHUE B
IIKOJIbHBIM apXuB, 00pa30BaBIIMECS B XOJI€ OCYILECTBICHUS 1€ATEIbHOCTH
OpraHM3aIiH, OCYIIECTBISIONIEH 00pa30BaTENbHYIO 1€ATEIHHOCTb.

4.5. PazpabateiBaeT rpaduku MpeacTaBIEHUs OMUMCEN Ha pACCMOTPEHHE IKCIIEPTHO-
IPOBEPOYHON KOMUCCHUH U ITEpeauu T0KyMEHTOB ApXuUBHOTo (oHa PO Ha xpaHeHue B
roCyJAapCTBEHHbIA (MyHUIIMNIATIbHBIN) apXUB.

4.6. OcylecTBIISIET NOATOTOBKY Y NPEACTABIISET:

¢ Ha PacCCMOTPEHHE U COTJIACOBAHUE FKCIIEPTHON KOMUCCUU IIKOJIBI OIUCH JIET
MOCTOSIHHOT'O XpaHEeHMsI, BpeMEeHHbIX (CBbIIE 10 JIeT) CpOKOB XpaHEHUs, B TOM
YHCJIC 10 KaJpaM B 00yJaroIUMCs, a TAKKE aKThl O BBIICIICHUN K YHUITOKEHHUIO
apXMBHBIX JIOKYMEHTOB, HE TIOJIJICKAIIMX XPAHEHUIO, aKThl 00 yTpaTe
JIOKYMEHTOB, aKThl 0 HEUCIIPABUMBIX MOBPEXKICHUSIX apXUBHBIX JJOKYMEHTOB;

e Ha YTBEPXKJCHHUE IKCIEPTHO-IIPOBEPOYHON KOMUCCHUH YITOJTHOMOYEHHOTO OpraHa
WCIIOJTHUTEIILHON BIacTH cyobekTa Poccuiickoit @eneparuu B chepe apXuBHOTO
nena (nanee - DIIK apxuBHOTo yupekaeHus ) ONUCH €] NOCTOSIHHOTO XPaHEHUS;



« Ha cornacoBanue DIIK apxuBHOro yupexaeHus cyobekra Poccuiickoi
®enepanuu (MyHULIMOAIBHOTO apXKUBa), B CIy4ae HAJICJIICHUS €ro
COOTBETCTBYIOIIMMU MTOTHOMOYHSIMU, OITUCHU A€ MO JIMYHOMY COCTaBY;

« Ha cornacoBanue JIIK apxuBHoro yupexaenus cyobekra Poccuiickoit
®enepanyy (MyHULIMIIAIBLHOTO apXKBa), B CIIyyae HaIE€JIECHUS €ro
COOTBETCTBYIOIIMMU OJHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCIIPABUMBIX ITOBPEXKICHUIX apPXUBHBIX JOKYMEHTOB;

e HA YTBEP)KACHUE AUPEKTOPY LIKOJIBI OMMCH AEN MOCTOSHHOTO XPaHEHUS, OITUCH
BpeMeHHbIX (CBbIe 10 J1eT) CPOKOB XpaHEHMsI, B TOM YUCJIE€ OMMCH JIEJI [0 KajJpam
¥ 00y4aIOUIUMCS, aKThI O BBIACIIEHUU K YHUUYTOKEHUIO apXUBHBIX TOKYMEHTOB, HE
HOJUIEKALINX XPAHEHHIO, AKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPABUMBIX
MOBPEXICHUAX apXUBHBIX JIOKYMEHTOB, yTBEpPAKIE€HHbIE (coriaacoBaHHble) DIIK
WJIM TOCYIapCTBEHHBIM apXuBOM cyObekTa Poccuiickoit denepannu
(MyHULIMIIAIBHBIM apXUBOM) B CIIy4ae HAJEJIEHUSI €0 COOTBETCTBYIOILUMHU
ITOJTHOMOYHSIMU.

4.7. Opranuzyer nepenady 10KyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit deaeparun Ha
MTOCTOSIHHOE XPAHEHHE B FOCYIapCTBEHHBIN (MYHULIUITAIBHBIN) apXUB.

4.8. OpranuzyeT 1 MPOBOJIUT SKCIEPTU3Y IIEHHOCTU IOKYMEHTOB BpeMEHHBIX (CBbIle 10
JIET) CPOKOB XPAaHEHMSI, HAXOSIIUXCS HA XPaHEHUU B apXUBE IIKOJIBI B LIEISIX 0TOOpa
JOKYMEHTOB JIJIsl BKIIIOUeHHsI B cocTaB ApxuBHoro gouaa Poccuiickoit denepanuu, a
TaKX€e BBISBJICHUS JOKYMEHTOB, HE MOJIEKAIUX NAJIBHENIIIEMY XPaHEHUIO.

4.9. YyacTtByeT B pab0Te IKCIIEPTHON KOMUCCHH OpPraHU3alluu, OCYIECTBISIONICH
00pa3oBaTeNbHYIO AEATEIbHOCTD.

4.10. IIpoBoAUT MEPONPUATHS IO OOECTICUEHUIO COXPAHHOCTH IOKYMEHTOB,
HaXOJAIIMXCS HA XPAaHEHUHU B apXHUBE OPraHU3aLMHU, OCYIIECTBISIOEH
00pa3oBaTeNbHYIO AESATEIbHOCTD.

4.11. Opranusyet UHPOPMUPOBAHUE aIMUHUCTPALIUN U PAOOTHUKOB IIKOJIBI O COCTABE U
COJIEp’KaHUU JIOKYMEHTOB apXHBa OpraHU3aIUuH, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO
NEATEIbHOCTb.

4.12. adopmupyeT moap30BaTesiell o BOMPOCcaM MECTOHAXOKICHHS apXUBHBIX
JOKYMEHTOB.

4.13. Opranu3syer BbI1ady TOKYMEHTOB U eI JUIsl pa0OThl B YUUTEIHCKOU UITH BO
BPEMEHHOE T0JIb30BaHUE.

4.14. VicnonHsieT 3anpockl OpraHu3aliil ¥ 3asBJIE€HUs IPakIaH 00 yCTaHOBJICHUH
TPYJIOBOT'O CTa)ka M IPyTrUM BOIIPOCAM COLMATIbHO-IIPABOBOIO XapaKTepPa, B
YCTaHOBJIEHHOM IOPSJIKE BbIAAET KOMMU JOKYMEHTOB U apXHUBHBIE CIIPABKH.

4.15. Beget y4yeT UCTIONb30BaHMs JOKYMEHTOB apXuBa 00pa30BaTeIbHON OpraHu3aluu.
4.16. Coznaet GoH MOIB30BAHUS apXUBa IIKOJbI U OPTaHU3YET €r0 UCIIOIb30BAHHUE.
4.17. OcymecTBIsET BEAEHUE CIIPABOYHO-TTIOMCKOBBIX CPEACTB K IOKYMEHTaM
HIKOJIBHOTO apxuBa. Co3/aer, NONOJIHAET U COBEPIIEHCTBYET HAyUYHO-CIIPABOYHBII



anmnapart K XpaHsAILUMCS B apXUBe JeJIlaM U JJOKyMEHTaM.

4.18. YyacTByeT B pa3pabOTKe JOKYMEHTOB OpPraHU3alllU, OCYIIECTRISIONIEH
00pa3oBaTeNbHYIO AESATEIBHOCTD, 10 BOIPOCAM apXUBHOTO Jieia U 1eJIONPOU3BO/ICTBRA.
4.19. Oka3blBaeT METOANYECKYIO MOMOIIIb:

o ciyx0e IeNonpOon3BOICTBA LIKOJIBI B COCTABICHUH HOMEHKIIATYpHI A€,
dbopMupoBaHuu U 0POPMIIEHUH €I, KOHTPOJIUPYET MPABUIBLHOCTH (POPMUPOBAHUS
1 0(OpMIICHUS JIe] B JIeJIONPOU3BO/ICTBE;

e CTPYKTYPHBIM MOJPA3/ICICHUSIM U PAOOTHUKAM IIIKOJIBI B TIOJITOTOBKE JIOKYMEHTOB
K [lepeiaue B apXuB OpraHu3aliu, OCYIIECTBISIONIEeH 00pa30BaTeNIbHYIO
NEeSATEIbHOCTb.

4.20. YuacTByeT B IPOBEACHUHN MEPOIIPUATHI MO MOBBIIMICHUIO KBATU(PUKALIUN
PaOOTHUKOB apXWBa U CITYXKOBI JIEJIOMPOU3BOCTBA 00PA30BATEILHON OpraHU3aIINN.

5. IIpaBa apxuBa

JUTst BBITIOJTHEHHMST BO3JIOKEHHBIX 3a1a4 U (hVHKIINHI JIMIIO, OTBETCTBEHHOE 34 ApXWUB,
UMEET IPABO:

5.1. [IpenctaBasTh IUPEKTOPY OpTraHU3ALINHU, OCYILIECTBISIONICH 00pa30BaTEIbHYIO
NEeSATEIBHOCTb, MPEAJIOKEHHUS IO COBEPIIEHCTBOBAHUIO OPTraHU3allMi XPaHEHUs,
KOMIUIEKTOBAHUS, y4€Ta U UCTOJIb30BaHUS ApXUBHBIX TJOKYMEHTOB B apXUBE LIKOJIBI.
5.2. KoHTpoiHpoBaTh BHITIOJHEHHE YCTAHOBJICHHBIX MPABUII PA0OTHI C TIOKYMEHTAMHU B
CTPYKTYPHBIX TIOJIPA3/ICTICHUSX OPTaHU3aIIMU, OCYIIIECTBIISIONIEH 00pa30BaTEeIIbHYIO
NEeSATEIbHOCTbD.

5.3. 3ampammBaTh OT CTPYKTYPHBIX MOAPA3/AeNIeHUN U PaOOTHUKOB IIKOJIbI CBEICHMUSI,
HEO0OXOAMMBIE JIsl pa0OTHI apXKBa, C YIETOM 00€CTICUCHUS BHITTOTHEHHS BCEX
BO3JIO’KEHHBIX HA apXMB 3aJ1a4 ¥ PYHKIUH.

5.4. JlaBaTh pa3bsICHEHUS U pEKOMEH/IalUU 110 BOMPOCaM, BXOIAIIUM B KOMIIETEHIIHIO
apXuBa OpraHMU3allM, OCYIIECTBISAIONIEH 00Pa30BaTENbHYIO IEATEIbHOCTb.

5.5. ndpopmupoBath CTpYKTYpPHBIE MOAPA3ACICHUS IIKOJIbI 0 HEOOXOAUMOCTHU NIepeIaun
JIOKyMEHTOB B apXUB B COOTBETCTBUU C YTBEPKIAECHHBIM TPa(QUKOM.

5.6. IlpuHuMaTh yyacTue B 3aCe€JaHUSAX IKCIIEPTHON KOMUCCHH 00111e00pa30BaTeIbHOM
OpraHu3alliy, & TAKKE B IKCIEPTHO-IPOBEPOUHON KOMUCCUHU YIIOJTHOMOUYEHHOTO OpraHa
WCIIOJTHUTEIILHOM BIacTH cyobekTa Poccuiickoii @enepanuu B chepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHMPOBAHHME apPXHBa

6.1. Haznauennoe IMPUKA30M JHUPCKTOPA IIKOJIbI JIMIIO, OTBETCTBCHHOC 3a BCACHUC
apXuBa, HCCCT IICPCOHAJIbHYIO OTBECTCTBCHHOCTD 34.

 BBIIOJHEHHUE BO3JIO)KEHHBIX HA apXUB 3a7a4 U (QYHKIMI B COOTBETCTBUHU C
NENCTBYIOIIUM 3aKoHOoAaTenbCTBOM Poccuiickon denepanny;



e OpraHu3aluio paboThl ApXUBA, CBOEBPEMEHHOE U KBAM(DUIIMPOBAHHOE
BBIIIOJIHEHHE NIPUKA30B, PACIIOPSHKEHU, IOPYYEHUI BBIIECTOSAILETO0 PYKOBOJICTBA,
JEUCTBYIONIMX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQPUIIIO €SI TEIbHOCTH;

e panuoHanbHOE U A3(H(PEKTUBHOE UCIIOIH30BAHUE MATEPUATBHBIX, (PMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

e COCTOSTHUE TPYAOBOW U UCIIOTHUTEIbCKOW TUCUUILIIMHBI B ApXUBE, BHITIOJIHEHUE
CBOUX (DYHKIIMOHAJIBHBIX O0S3aHHOCTEH;

o COOJIIOJICHHE MTPaBUJI BHYTPEHHErO pacropsika, CAaHUTapHO-
MIPOTUBOAITHIEMUIECCKOTO PEKUMA, IPOTUBOTIOKAPHOH 0€301TaCHOCTH U TEXHUKU
0e30MacHOCTH;

e BEJCHHE JOKYMEHTAlLMH, IIPEAyCMOTPEHHOU NEUCTBYIOIUMHU HOPMATUBHO-
[IPaBOBBIMU JJOKYMEHTaMU;

o IPEJOCTABJICHHE B YCTAHOBJIEHHOM MOPSIAKE JOCTOBEPHOM CTATHCTHYECKOU U
MHOU MH(pOpPMALIUU O JEATEIBHOCTH aAPXUBA;

o TOTOBHOCTbH apXHBa K pabOTe B YCIOBUAX YPE3BbIYANHBIX CUTYaAIUH.

6.2. OTBETCTBEHHBIE 32 BEJICHUE JEIONPOU3BOICTBA, IOJATOTOBKY U MIPEACTABICHHE
JOKYMEHTOB Ha XpaHEHHE B apXHB, HA3HAYAIOTCS TUPEKTOPOM OpraHHU3allHH,
OCYILECTBIISAIONIEH 00pa30BaTEIbHYIO 1E€ATEIbHOCTb.

6.3. KoHTpOJb 1eATeIbHOCTH apX1Ba OCYIIECTBISET TUPEKTOP OPraHU3allu,
OCYILECTBIISAIONIECH 00pa30BaTEIbHYIO 1E€ATEIbHOCTb.

7. KommiekroBaHue apxuBa

7.1. IlonroToBKa TOKYMEHTOB K IIepejaue B apXruB 00pa30BaTEIbHON OpraHnu3aluu
BKJIFOUAET SKCHEPTU3Y HAYYHOU U MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB, OOpMIICHUE
JIeJ1, COCTaBJIEHHUE OIKUCH.

7.2. DKcnepTu3a LEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmu3za yenHocmu 0OKyMeHmo8 — OTpeeNieHne IIEHHOCTH JTOKYMEHTOB C
1eJIbI0 0TOOpa MX Ha XPAaHEHUE U YCTAaHOBIIEHUE CPOKOB XpaHEHHsI. DKCIEPTU3Y
[IEHHOCTHU JIOKYMEHTOB B 00pa30BaTEIbHON OPraHU3aIMH OCYIIECTBIISIET TOCTOSHHO
JEUCTBYIOIIAs SKCIIEPTHAS KOMUCCHSI.

7.2.2. Dxcnepmuas Komuccusi HA3HAYAETCs TPUKAa30M TUPEKTOpPA IKOJbL. B cocTa
OKCnepTHOM KOMHUCCHUU BKJIIOYAIOT HE MEHEE TPeX COTPYAHUKOB, B TOM UHUCIIE B
00513aTeTbHOM TMOPSAJIKE JHUII0, OTBETCTBEHHOE 32 BEICHNE apXUBa IIKOJIbI, U IUPEKTOP
MYHULIMIAIBHOTO apXxuBa (1o corjacoBanuio). CexperapeM DKCIEPTHOU KOMUCCUU
HA3HAYaAIOT CeKpeTapsi 00pa30BaTeIbHON OpraHu3alMK. DKCIIepTHAasE KOMUCCUS Ha
3aCeIaHUsIX PACCMaTPUBAET: HOMEHKJIATYPY J1€J1 IIKOJIbI, ONKUCH JEN MOCTOSIHHOTO
XpaHEHHUsI U 110 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTBHI, BBIJIETISIEMbIE K YHUUTOKEHUIO.
7.3. Oghopmnenue oen



7.3.1. Jlena moCTOSAHHOTO XpaHEHMsI TOALLIMBAIOTCS B TBEPAYIO 00JI0KKY CYpOBBIMU
HUTKaMU. JINCTBI HyMEPYIOTCS B IPaBOM BEPXHEM YIIIy MPOCTHIM KapaHAaIlIoOM.
KonnuecTBo IUCTOB B KaXKJI0M JIeJie He AOJKHO npesbliath 250. B koHue fena Ha
OTJEJIBHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HAIIUCh.

7.3.2. Ha 0065105kKe J1e1 TOCTOSIHHOTO XPaHEHMsI TOJIKHBI OBITh IPOCTABJIEHBI CIEAYIOLINE
PEKBU3UTHI: IOJJHOE HAUMEHOBAHME BBIIIECTOSIIEH OpraHU3alui, HAUMEHOBAaHUE
o0pa3oBaTeNbHOM OpraHu3aluu, HoMep (MHACKC) JeIa 0 HOMEHKIAType, 3ar0JIOBOK
7ieJ1a, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS MJIM OTMETKA «XPaHUTh ITOCTOSHHOY», HOMEP
dbonmaa, onucy, jaena.

7.3.3. Ilo okOHYaHUH JIETOMPOU3BOJCTBEHHOTO ro/ia B 0(pOpMIICHHBIE 00JI0KKH JIET
IIOCTOSTHHOTO XPaHEHUs! BHOCSITCSI HEOOXOIMMbIE YTOUHEHUS: B 3aT0JI0BKH JI€T,
COJIEpIKaIINX PACTIOPSIUTEIbHBIE JOKYMEHTHI (MPUKAa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA,;
€CJIN JEJI0 C NEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KQXKJIOM TOME YKa3bIBaeTCs
KOPPECIOHJIEHT, aBTOP, TEPPUTOPHS, IpYTHe NaHHbIe. B KakioM TOMe yKa3bIBaeTcs AaTa
(ducio, Mecsiil, ToJ) Hayaia U OKOHYaHHs TaHHOTO ToMa. TO4YHbIe TaThl TPOCTABIISIOTCS
Ha 00JI0KKaX JUIsl OBICTPOrO MOMCKA TIOKYMEHTOB B ITOCIIEAYIOIIEM; U3 3aBEPUTEIbHON
HAJMUCH HA O0JIOXKKY JIeia BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Hannucu Ha 00J105KKax J€J1 HOCTOSTHHOTO U JOJITOBPEMEHHOIO XPAHEHUSI CIIEAYET
IPOU3BOAUTH YETKO, CBETOCTOMKMMHM YEPHUIIAMHU.

7.3.5. JIns yduera koauuecTBa JIMCTOB B Jiefie U (pUKcauu 0COOEHHOCTEN UX HyMepaluu
Ha OTAEJIbHOM JIMCTE COCTAaBIISIETCS 3aBEPUTENbHASI HAIIUCH.

7.3.6. B 3aBepuTeNbHON HAMUCH YKA3BIBACTCS KOJIMYECTBO JIUCTOB (TudpaMu u
IPONUCHIO) B JieJie. 3aBEpUTEIbHAS HAIITUCh TIOIUCHIBAETCS COCTABUTEIIEM C YKA3aHUEM
€r0 JI0JKHOCTH U AaThl COCTaBJICHHUS.

7.3.7. BHyTpeHHSsIs ONUCH COCTABISETCS K JeaM MOCTOSTHHOTO U JJOJITOBPEMEHHOTO
(cBbie 10 neT) cpoka xpaHeHus, CGOPMUPOBAHHBIM 110 PA3HOBUIHOCTAM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CO/IEp KaHKEe JOKYMEHTOB (0C000
LICHHbIE, TUYHBIE JIeNIa U JIp.).

7.4. Onucanue 00OKyMeHmM 068 ROCMOAHHO20 CPOKA XPAHEHUA

7.4.1. Onucu coCcTaBISIIOTCS Pa3AeiabHO Ha Jej1a MOCTOSIHHOTO XPaHEHUs [0 OCHOBHOM
JESTEIbHOCTH U Ha Jieja 110 JINYHOMY COCTaBYy.

7.4.2. Onucu coCTaBISIIOTCA AEI0NPOU3BOIUTEIEM.

7.4.3. Onuck Beercs B €AMHOM BaJIOBOW HyMEPALIMH B TEUEHHE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHUS COCTABIISETCS aKT 00 YHUUTOXKEHUH.
7.4.5. 1o okOHYaHUH JETOMPOU3BOJCTBEHHOIO roJia B 00pa30BaTeIbHON OpraHU3aIiu
IPOU3BOAUTCS OTOOP JOKYMEHTOB IIOCTOSIHHOI'O CPOKA XPAaHEHUS JJIsl BKIIFOUEHUS UX B
onuch. ONUCh COCTOUT U3 TOJOBBIX Pa3€lOB, BHYTPH r0/1a JIejIa PaclojaratTcs no
CTETeHU 3HAYUMOCTHU C YYETOM HOMHHAJIHOTO MPUHIUINA (B COOTBETCTBUU C
HOMEHKJIaTypoil 00pa30BaTeIbHON OpraHU3aliy).

7.4.6. Onucu coCTaBIISIIOTCS Pa3eiabHO Ha Jie1a MOCTOSIHHOTO XPAaHEHUs [0 OCHOBHOM
JESTEIbHOCTH U Ha Jieja 110 JINYHOMY COCTaBYy.

7.4.”7. OnucHU COCTABIISAIOTCS] CEKPETAPEM.



7.5. Hena epemennoco xpanenus oOPMIIIIOTCS YIPOILEHHO: OHU HE MOJIIINBAIOTCS,
JUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaX HE MMPOU3BOIUTCS, ONUCH Ha
JieJa HE COCTABIISIFOTCS, YUET BEAECTCS 110 HOMEHKIIATYPE JEN.

8. YciioBus XxpaHeHUs1 JOKYMEHTOB apXHBa LIKOJIbI

8.1. JIokyMeHThI apXuBa XpaHATCS B apXUBOXPAHWIHUIIIE 00111e00pa30BaTeIbHOM
OpraHu3aIMH.

8.2. He nomyckaetcst pa3MelieHue apXrBa B MOBAJIbHBIX U YePJaYHbIX TTOMEIICHUSIX
IIKOJIBI.

8.3. ApXMBOXPaHWJIMILE JTOJKHO OBITh YJIaJI€HO OT JIa00PATOPHBIX, IPOU3BOJICTBEHHbIX,
OBITOBBIX MOMEIICHUN U HE UMETh OOIINX ¢ HUMHU BEHTWISLIMOHHBIX KaHAJIOB.
ApXUBOXpaHWIHILE OTACISAETCS OT COCETHUX TTOMEIIEHU HECTOPAaeMbIMU CTEHAMU U
NEPEKPBITUAMHU C MPEJETAMH OTHECTOMKOCTH HE MEHEe JIByX 4acoB. B
apXUBOXPAHMWJIUIIE HE JOMyCKAeTCs MPOKiIaaKka TpyO BOIOCHAOKEHHS U KaHATN3Aall1H,
TEXHOJIOTHYECKHUE WIIU OBITOBBIE BHIBO/IBI BOJIBI.

8.4. ApXMBOXpaHUJIMILE JOJPKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWIAIIUIO, 00SCTIEYMBAIOIIYIO PEITUPKYIISINIO BO3TyXa, CTAOMIBHOCTD
TEMIIepaTypPHO-BIAKHOCTHOTO PEKUMA.

8.5. Bce moctynaromue B apXxuB 00pa30BaTEIHLHON OPraHU3aIuu JOKYMEHTHI
pa3MeIaTCs B apXMBOXPAHWIMIIAX HAa CTAIMOHAPHBIX U/WIH MEPEIBUKHBIX
METAITNYECKUX CTEJUIaKaxX, B METAJUIMYECKUX IIKa(ax WId KOHTeIHepax.

8.6. Ctemiaxu TOJKHBI ObITh YCTAHOBJICHBI MEPIIEHANKYIISPHO CTEHAM C OKOHHBIMHU
IpOeMaMH, a B MOMENIEHUHU 0€3 OKOH - C y4€TOM 0COOCHHOCTEH MOMEIIECHUs U
oOopynoBanusi. He nomyckaercs pa3melieHne cTeliaxked BIUIOTHYIO K Hapy>KHBIM
CTEHaM 3/1aHUA U K UICTOYHUKAM TeIa.

8.7. PaccraHoBKa cTeiaxked U 1Kag)oB OCYIIECTBIISIETCS B COOTBETCTBUU CO
CIEAYIOIIMMU TPEOOBAHUSIMU:

e PACCTOSIHUE MEXKIY psAaMu CTeUIaXKel (TJaBHbINA Mpoxoj) — He MmeHee 120 cwMm;
e paccrosiHuE (IMPOXOJ) MEX]y CTeJlJIa)kaMu — He MeHee 75 cM;

e PACCTOSIHUE MEXAY Hapy>KHOM CTEHOM 3/1aHUs U CTEJUIAKaMU, MapajieIbHbIMU
CTEeHE — HEe MeHee 75 cMm;

e PACCTOSIHHE MEXIY CTEHOM U TOPIIOM CTellIa)ka uiu mkada (00xom) — HE MeHee
45 cm;

e PACCTOSTHUE MEXKTY TOJIOM U HIDKHEH MOJIKOM cTeiuiaxa (mkada) — He MeHee 15
CM, B IIOKOJIBHBIX dTakax — He MeHee 30 cM.

8.8. [IpoTHBOMOXKAPHBIN PEXKUM B 3/IaHUSX, TJI€ PA3MEIIAETCS aAPXUB IIKOJIbI, U B
apXMBOXPAHWIIUILAX YCTAaHABIMBAETCA B COOTBETCTBUU ¢ [IpaBunamu
IPOTUBONOXKapHOTO peknma B Poccuiickoit @enepanuu ot 16 centsiops 2020 roga

Ne1479.



8.9. ApXUBHBIE JOKYMEHTHI CIEYET XPAHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT J€UCTBUS CBETAa OOECIECUNBACTCS XPAHEHUEM IOKYMEHTOB
B KOpoOKax, Marnkax u neperierax, B mkadax Wik Ha CTeUIa)kax 3aKpbITOro THIIA.

8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEIICHUSI B KHUTOXPAHUIINILAX JOJI)KEH COCTABIISITh HE
menee 100 nrokce.

8.12. B apXUBOXpaHUIUIIE JUI1 XPAHEHUS IOKYMEHTOB YCTAHABIUBAIOTCS CIACIYIOIINE
napaMeTphbl TEMIEPATYPHO-BIAKHOCTHOTO PEeKUMA:

o JUIS XpaHEHUsS JOKYMEHTOB Ha OyMa)XHOM HocuTene — Temnepatypa 17-19°C,
OTHOCHUTEJIbHAS BIAXKHOCTh Bo3ayxa — 50-55%.

8.13. Tlomemienus apxruBa 00pa30BaTEIbHON OPraHU3AMU JOIHKHBI COJEPKATHCS B
YHUCTOTE, B YCIOBUSX, HCKIIIOYAIOIINX BO3MOKHOCTD TOSIBJICHHS TUIECEHH, HACEKOMBIX,
BLITH.

9. 3aKII0UYNTEIbHBIC MOJOKEeHUA

9.1. Hacrosimee [Tonoxenue 00 apxuBe sIBISETCS JTOKAITBHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTtcsi Ha OO01eM coopaHuy pabOTHUKOB IIKOJIBI U yTBEp K AaeTCs (71100
BBOJIUTCS B JICHCTBHE) IPUKA30M TUPEKTOPA 00II€00pa30BaATEIHHON OPTraHU3aIiH.

9.2. Bce u3MeHeHus U IOMOJIHEHUsI, BHOCUMBbIE B HacToslee [lonoxenue, ohopmIsatoTcs
B IMUCbMEHHOU (POpME B COOTBETCTBUHU JICUCTBYIOIIMM 3aKOHOIATEILCTBOM Poccuiickoit
denepanum.

9.3. Ilonoxxenue 00 apxuBe 00111€00pa30BaATENBHON OpraHr3aliil IPUHUMAETCS Ha
HEOIPEIENCHHBIN CPOK. M3mMeHenus u nonoaueHus K [1010KeHn0 MPUHUMAKOTCS B
nopsiziKe, npeaxycMorpeHHoMm 1.9.1. Hacrosmiero Ionoxenus.

9.4. Ilocne npunstus [onoxenus (MM U3MEHEHUHN U IOTIOJIHEHUM OTAEIbHBIX MYHKTOB
Y pa3liesoB) B HOBOM peaKIuu MpeAblayas peaakiyus aBTOMAaTHYECKH yTPauruBaeT
CUITy.

COTI'JTACOBAHO:

Ha OO1em cobpannu pabOTHUKOB
MBOY «COIIINel6» r. I'po3HoTO
ITporokos Nel

oT «27»aBrycra 2024 r.
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