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00 apxuBe 0011e00pa30BaTEJIbHOI OPraHU3aANMHU

1. O0mme moJ1oKeHus

1.1. Hacrosiiee Ilonoocenue 06 apxuse wikonwl pazpadbotaHo Ha ocHoBanuu [IpumepHoro
MOJIOKEHUSI 00 apXHWBE OpraHM3alMH, YTBEPXKIACHHOTO MpuKazoM DenepalbHOrO apXHWBHOTO
arenrcTBa Ne 42 ot 11 ampens 2018 roxa, B coorBercTBuu ¢ Ilpukazom Munkynbtypsl Poccun
ot 31.03.2015 Ne 526 "OO yTBepkACHUU MpPaBWJI OPraHU3alMU XPAaHEHUS, KOMIUIEKTOBAHUS,
yueTa U MCIOJIb30BaHMs AOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®@enepanuu u Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TrOCYJapCTBEHHOM BJAacTH, OpraHax MECTHOI'O
caMoyTIpaBlIeHHs U opranu3ausax", YcraBom o01eo0pa3oBaTeIbHON OpraHu3alyy.

1.2. lannoe IlonmoxxeHue 00 apXuBe MIKOJBI ONpPEAETSeT COCTaB JOKYMEHTOB apXuBa
o01ieo0pa3oBaTeIbHOM OpraHu3allid M YCIOBHUS HUX XpaHEHMs, YCTaHaBJIMBAeT 3a/auH,
Ha3HayeHHWe U (QYHKIUU IIKOJIBHOTO apXuBa, periiaMeHTUPYET JIeATeIbHOCTh JIMIIA,
OTBETCTBEHHOT'O 3a BEJEHHE apXHBa B OpTraHU3AlMM, OCYIIECTBISIONIEH O0Opa3oBaTEIbHYIO
JESITEIIbHOCTD.

1.3. B cBoeil nedarenbHOCTH apxuB pykoBoacTByeTcss denepanbHpiM 3akoHOM Ne 125-03
ot 22.10.2004 «O06 apxuBHoM aene B Poccuiickoii denepaunn» ¢ usmeHeHussMu Ha 11 uroHs
2021 ronma, HOPMaTHBHBIMH MpaBOBbIMM akTamu Poccuiickoit ®enepauuu, cyobekra
Poccuiickoit deneparun B cdepe apXwBHOTO Jella W JEIONPOU3BOJCTBA, JIOKAIbHBIMU
HOPMAaTHUBHBIMU aKTaMM 00111€00pa30BaTeIbHOM OpraHu3aIuy.

1.4. JloxymMeHTBI OpraHU3alMH, OCYIIECTBISIOMIEH 00pa30BaTEeNbHYIO IESTEIHHOCTD,
MMEIOLINE UCTOPUUECKOE, KYJIBTYPHOE, HAYYHOE, COLIUAIBHOE, JKOHOMUYECKOE U MOJTUTHUECKOE
3Hau€HUE, COCTABIIAIOT rOCYAApCTBEHHYIO YacTh ApxuBHOro ¢onna Poccuiickoit denepaunu,
SBJISIIOTCSI  COOCTBEHHOCTBIO ~ IOCyJapcTBa M MOJUIekKAaT IOCTOSHHOMY —XPaHEHHIO B
rocygapcrBeHHbix apxuBax Poccuiickoit @Pepepanmu. o mepenadyn Ha TOCYIAapCTBEHHOE
XpaHeHUe IaHHbIE IOKYMEHTBI BPEMEHHO XPaHATCS B 00111e00pa3oBaTeIbHON OpraHU3altu.

1.5. B mxone nns xpaHeHus A0KyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit @eneparuu u
3aKOHYEHHBIX JIEJIOMPOU3BOJICTBOM JOKYMEHTOB IPAKTUYECKOr0 Ha3HAUEHUs, UX 0TOOpa, yuyeTa,
MCIIOJIb30BaHUs U MOJTOTOBKH K Iepe/iaue Ha rocyAapCTBEHHOE XPaHEHHE CO3/1aeTCsl apXUB.

1.6. ApxuB co3gaeTcs Kak CaMOCTOSITENIbHOE IOJApa3JeJICeHNE, BO3IJIaBISIEMOE JIULIOM,
OTBETCTBEHHBIM 32 BEICHHE apXHBa COTJIACHO MPUKa3y JUPEKTOPA LIKOJIBI.

1.7. Opranu3zamusi, oCyLIECTBISIONIAas 00pa30BaTEIbHYIO JESITEIbHOCTh, 00ECIeUnBaeT
apXuB HEOOXOIUMBIM MTOMEIIEHUEM, 000PYIOBAaHUEM U KaJlpamH.

1.8. OOmeobpa3oBarenpbHasi OpraHU3amus 00ECIeYUBAET COXPAHHOCTh, y4YeT, OTOOp,
YIOPSA0YEHHE M UCMOJb30BaHUE JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepauuu,
oOpa3ylonmxcsi B €ro jedrenbHocTH. (OOecreunBaeT CBOEBPEMEHHYIO Tepenady 3ITHX
JIOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHHE.

1.9. Bece paboThl, CBsI3aHHBIE € TIOJTOTOBKOM, TPAHCIIOPTUPOBKOH U Nepeaaueii apXuBHBIX
JIOKYMEHTOB, IPOU3BOISTCS CUJIAMHU U 3@ CUET IIKOJIBI.

1.10. 3a yrpary u mopuy mokymeHTOoB ApxuBHOro (onma Poccuiickoii deneparuu
JOJIKHOCTHBIE JIMIIA OpTaHM3allM, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO NESATENbHOCTh, HECYT
OTBETCTBEHHOCTb B COOTBETCTBUHU C AEUCTBYIOLIMM 3aKOHOATEILCTBOM.
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1.11. HlxonmeHBI apxuB paboTaeT corjacHo pgaHHoMy llonokeHuio W IUIaHy,
YTBEPXKJaEMOMY AUPEKTOPOM 00111€00pa30BaTEeIbHOM OpraHnu3allui, U OTYUTHIBAETCS MEpe]l HUM
B CBOEH pabore.

1.12. KoHTponb JeSTENbHOCTH apXuBa OCYLIECTBISET JUPEKTOp OpraHU3aluH,
OCYIIECTBIIAIOIIEH 00pa30BaTEIbHYIO AEATEIBHOCTb.

2. CocTaB JOKYMEHTOB apXHBa
2.1. B mIKoIbHBINA apXUB MOCTYIAIOT:

e 3aKOHYEHHBIC JICJIOMPOM3BOJICTBOM INKOJBI JOKYMEHTHI TOCTOSIHHOTO XpaHEHHUS,
oOpa3oBaBUIMECS B  JEATEIBHOCTH  CTPYKTYPHBIX  IOAPA3JENeHHH, JOKYMEHTBI
BpeMeHHOro (cBpime 10 5eT) cpoka XpaHEeHHs, HEOOXOJUMBbIE B TPAKTHYECKOM
NeSITeIbHOCTH, JOKYMEHTHI 110 KaJjpaM U 00yJaroIuMcs;

e JIOKYMEHTHI TIOCTOSHHOTO XpaHEHHs W 1O JMYHOMY COCTaBy OpraHHM3alUii-
IPE/ILIECTBEHHUKOB;

e JuuyHble  (GOHAB  BeAymMX  pabOTHHKOB  OpPraHU3allMHM,  OCYIIECTBIISIOLICH
00pa30BaTeNbHYIO JESITEIbHOCTh, OCTYIUBLINE B APXUB;

e CIIy)XeOHBIC M BEJOMCTBCHHBIC U3/IaHHS,

e CIPAaBOYHO-TIOMCKOBBIE CpEJICTBA K JIOKYMEHTaM U Y4YeTHbIE JOKYMEHTbl ApxuBa
OpraHu3aIiy, OCYIIECTBIIIONICH 00pa30BaTENbHYIO eI TEIBHOCTD.

2.2. Cpoku XpaHEHHUs JIOKyMEHTOB B apxuBe 00pa3oBaTeiIbHON OpraHu3aluu
OTIPENIENIAIOTCS COTJIACHO CPOKaM, yKa3aHHBIM B YTBEP)KJICHHONH HOMEHKIIATYpe Jedl.

3. 3agauu apxuBa

3.1. OCHOBHBIMY 3a/1a4aMH apXUBA SABIISIOTCS:

3.1.1. Opranuzanus XpaHeHUsI JOKYMEHTOB, COCTaB KOTOPBIX MPETYCMOTPEH pa3aesioM 2
Hacrosero [Tonoxenust 06 apxuBe 00111€00pa30BaTENbHON OpraHU3aIIH.

3.1.2. KommuekroBaHue apxXuBa AOKyMEHTaMH, OOpa3oBaBIIMMHCS B JEATEIbHOCTU
OpraHu3aliK, OCYLECTBIISAIONIEH 00pa30BaTENbHYIO IESTEIbHOCTD.

3.1.3. Yuer, obecrieueHre COXpPaHHOCTH, CO3/IaHNE HAyYHO-CIIPABOYHOIO arapara.

3.1.4. Mcnonp30BaHus JOKYMEHTOB, HAXOSIINXCS HA XPAHEHUHU B apXUBE IIKOJIBI.

3.1.5. IloaroroBka M CBOEBpeMEHHas Iieperada JOKyYMEHTOB ApxuBHOro «¢oHna
Poccuiickoit denepanyy Ha IMOCTOSIHHOE XpaHEHUE B TOCYJApCTBEHHBIN (MyHHMIIMIIATbHBIN)
apXuB.

3.1.6. MeTtoanueckoe pyKOBOJCTBO M KOHTPOJIb 32 JOPMHUPOBAHUEM U OPOPMIIEHHUEM JIET
B JICJIONIPOM3BOJICTBE IIKOJBI M CBOEBPEMEHHOW Tiepenadell uX B apXuB 00pa30BaTEIbHOU
OpraHH3aIiHy.

4. ®yHKIMHU aPXMBa IKOJIbI

B cooTBeTcTBHM C BO3JOXKEHHBIMU 3a/ladyaMM _apXHUB OCYIIECTBISET CIEJYIOUIUe
dynkmn:

4.1. Opranuszyer npreM JOKyMEHTOB IIOCTOSTHHOTO U BpeMeHHbIX (cBbIe 10 j1eT) cpokoB
XpaHEeHUs, B TOM YHUCIIE M0 KaJpaM U 00ydarouiuMcs, 00pa30BaBIIMXCS B JESITEIBHOCTH IIKOJIBI,
B COOTBETCTBUU C YTBEPKIECHHBIM I'pauKOM.

4.2. O0ecrnieunBaeT COXpaAaHHOCTb U BEJIET yYeT JOKYMEHTOB M (DOHIOB, HAXOISIIUXCS HA
XpaHEHUU B apxuBe 00111e00pa3oBaTeIbHON OpraHU3aIiHy.

4.3. IlpeacraBiser B TOCYAapCTBEHHBIN (MyHUIIMTIATBHBINA) apXUB yYETHBIE CBEICHHS 00
00bEeMe M COCTaBE XPaHAIIMXCS B apXWBE IIKOJBI TOKYMEHTOB ApxuBHOro (honma Poccutickoit
@denepaliv U APYruX apXUBHBIX JOKYMEHTOB B COOTBETCTBHM C MOPSAKOM TOCYAApCTBEHHOTO
ydera ToKkyMeHTOB ApxuBHOTO doHaa Poccuiickoit deneparumn.
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4.4. CucrematusupyeT W pa3MellaeT JOKYMEHTbI, I[OCTYNAalolIME Ha XpaHEHUE B
HIKOJIbHBIM apXuB, OOpa30BaBILMECS B XOJI€ OCYILECTBICHHUS MAEATEIbHOCTH OpraHU3alHH,
OCYIIECTBIIAIOIIEH 00pa30BaTEIbHYIO AEATEIBHOCTb.

4.5. PazpabarbiBaeT rpaduku NpeACTaBICHUS ONKMCEH Ha PacCMOTPEHHME SKCIEPTHO-
POBEPOYHON KOMHUCCHHM M Tepefad JOKyMEHTOB ApxuBHoOro ¢onma P® nHa xpaneHue B
roCyJapCTBEHHbIN (MyHUIIUTIAILHBIN) apXUB.

4.6. OcyniecTBIsIeT NOATOTOBKY M MIPEJICTABISET:

e Ha pPACCMOTPEHHE U COIVIACOBAHME OKCIIEPTHOW KOMHCCUM IIKOJBI OINUCH JEl
IIOCTOSIHHOT'O XpaHEHMsI, BpeMEHHBIX (cBblie 10 j1eT) CPOKOB XpaHEHUsI, B TOM YHUCIIE T10
KaJpaM M OOydaroUIMMcs, a TaKK€ aKThl O BBIIEICHHUU K YHHYTOXKEHUIO apXUBHBIX
JOKYMEHTOB, HE MOJJICKAIIUX XPAaHEHUIO, aKThl 00 yTpare TOKYMEHTOB, aKThl O
HEUCIPAaBUMBIX ITOBPEKICHUAX aPXUBHBIX JJOKYMEHTOB;

e Ha YTBEpPXKJIEHUE OSKCIEPTHO-NPOBEPOUYHON KOMHUCCHUU YIOJHOMOYEHHOIO OpraHa
UCIIOJIHUTENIbHOW BiacTH cyObekTa Poccuiickoil ®enepanuu B chepe apXUBHOIO jaeia
(manee - DIIK apXUBHOIO yUpeKIEHMsI) OIIMCH JIEJ IOCTOSSHHOTO XPaHEeHHUS,

e Ha coriacoBanue OIIK apxuBHOro yupexnaenus cyobekra Poccuiickoin deneparnuu
(MyHUIIMIAJIBHOTO ~ apXuBa), B ClIy4ae HAJEJIEHHUs €ro COOTBETCTBYIOILUMU
IIOJIHOMOYHSIMH, OIIUCH JIEJ 110 JINYHOMY COCTaBY;

e mHa coriacoBanue OIIK apxuBHOro yupexnaenus cyobekta Poccuiickoit ®deneparu
(MyHMLMIAJIBHOTO ~ apxXuBa), B  Cllyyae HAJEJIEHUS €ro COOTBETCTBYIOIIUMU
[IOJIHOMOYMSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIIPABUMBIX MOBPEXKJIECHUAX
ApXUBHBIX JOKYMEHTOB;

e Ha YTBEpXKJIEHUE JUPEKTOPY IIKOJIbl OMNUCH JIe1 IOCTOSHHOTO XpaHEHHs, OIHCU
BpeMeHHbIX (cBblme 10 J1eT) CpOKOB XpaHEHHUs, B TOM YHCJE ONUCH [N M0 KajapaM U
oOydaromuMcsi, akThl O BBIJEICHUH K YHUUYTOXKEHHIO ApXMUBHBIX JIOKYMEHTOB, HE
HOJUIeXKAIMX XPAHEHUI0, aKThl 00 yTpaTre JOKYMEHTOB, AaKThl O HEHCIPaBUMbIX
MOBPEXACHUSIX ApXUBHBIX JIOKYMEHTOB, YyTBep:kJaeHHble (cornacoBaHHble) OIIK wmnm
roCyJapCTBEHHBIM apXuBoM cyObekTa Poccuiickoit deaepanuu (MyHUIHNAIBHBIM
apXMBOM) B CIy4yae HaJeJIeHUsI €r0 COOTBETCTBYIOIIMMHU MTOJIHOMOYHUSMHU.

4.7. Opranusyet nepegauy J0kyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit @enepaun Ha
MIOCTOSTHHOE XPaHEHHUE B TOCYAapCTBEHHBIN (MyHUIIUIIATIbHBIN) apXUB.

4.8. Opranu3syer u NpOBOJUT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMeHHbIX (cBbime 10
JIET) CPOKOB XPAaHEHHUs, HAXONALIMXCS Ha XpaHEHUWU B apXuBe IIKOJBI B LEIsIX oTOOpa
JIOKYMEHTOB JUIsl BKJIIOUEHHsI B cocTaB ApxuBHoro ¢onga Poccuiickoit @enepaunu, a Takxe
BBISIBJICHUSI JOKYMEHTOB, HE MOJIeKAIIUX JalbHEHIIEMY XpaHEHHUIO.

4.9. VYuactByeT B paboTe HKCHEPTHOW KOMHUCCHM OpraHU3alMM, OCYIIECTBISIOIIEH
00pa3oBaTeNbHYIO NeATeTbHOCTD.

4.10. IlpoBoguT MepompHUATHS MO OOECHEUeHHIO COXPAaHHOCTU JIOKYMEHTOB,
HAXOJSIIMXCS HAa XpaHEHUM B apXWMBE OpraHU3allid, OCYILECTBISIOLIEH 00pa3oBaTeNbHYIO
JESATEIBHOCTD.

4.11. Opranusyer nHGOpMHpPOBaAHHE aIMUHUCTPALIMUA U PAOOTHUKOB IIIKOJIBI O COCTaBe U
COJIepKaHWU JOKYMEHTOB apXHMBa OpraHU3allMH, OCYILECTBIAIONEH 00pa3oBaTeIbHYIO
JeSITEIIbHOCTD.

4.12. Wundopmupyer moap30BaTelel MO BOMPOCaM MECTOHAXOXKICHUS apXHUBHBIX
JTOKYMEHTOB.

4.13. OpraHusyeT Bblauy JOKYMEHTOB W el s paOoThl B YYMTEIbCKOW WM BO
BPEMEHHOE T0JIb30BaHUE.

4.14. VcnonHsieT 3ampochl OpraHU3allMil M 3asBICHHUS TpakIaH 00 yCTAHOBICHHUU
TPYZAOBOIO CTaka M IPYTMM BOIPOCaM COLMAJIBHO-TIPABOBOTO XapaKTepa, B YCTAHOBICHHOM
MOPSIIKE BbIIAET KOMMH JOKYMEHTOB U apXUBHBIE CIIPABKH.
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4.15. BeneT y4eT UCIOJIb30BaHUS JOKYMEHTOB apXuBa 00pa30BaTeIbHON OpraHU3aIIHH.
4.16. Co3znaet GoH MOJTB30BAHMS apXHBA LIKOJIBI U OPTaHU3YET €r0 UCIIOIb30BaHUE.
4.17. OcyuecTBisieT BEIEHUE CIPAaBOYHO-TIOUCKOBBIX CPEICTB K JIOKYMEHTaM
HIKOJIbHOTO apxuBa. Co3maer, MONOJIHIET M COBEPIICHCTBYET HAay4HO-CIIPABOYHBIN armapar K
XPAHSAIUMCS B apXUBE JIeJIaM U JOKYMEHTaM.
4.18. VYwyactByer B pa3pabOTKe JOKYMEHTOB OpraHU3allMH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JESITEILHOCTD, IO BOIPOCAM apXMBHOTO JIeNIa U JISIIOIPOU3BO/ICTBA.
4.19. Oka3bIBacT METOIUYECKYIO TIOMOIIIb:
e ciyx0e JIenonpou3BO/ICTBA IIKOJIbI B COCTaBICHUH HOMEHKJIATYPHI Ael, (HOpMUPOBAHUH
U 0pOPMIICHHH JIeJ, KOHTPOJIMPYET MPAaBUIBHOCTh ()OPMHUPOBAHUS U OOPMIICHHS JCT B
JIeNTOTIPOU3BO/ICTBE;
e CTPYKTYPHBIM MOJIPa3JICJICHUSAM M PaOOTHUKAM IIKOJIbI B TIOJTrOTOBKE JOKYMEHTOB K
nepeaye B apXuB OPTaHU3aAINH, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO ACSITEIHHOCTD.
4.20. VYyacTByeT B TMPOBEACHUM MEPOIPHUATHI [0 TOBBIIICHUIO KBalU(DUKAIIMK
pabOTHHUKOB apXHBa U CITYXKObI EIOMPOU3BO/ICTBA 00Pa30BaATEILHON OPTaHU3aIIH.

S. IIpaBa apxuBa

JUis BBINOJIHEHUS BO3JOXKEHHBIX 3aja4 U (YHKIMHA JUI0, OTBETCTBEHHOE 3a apXUB,
UMEET MPaBo:

5.1. IlpencrtaBmsiTh IUPEKTOPY OpraHU3allMM, OCYIIECTBISIONICH 00pa3oBaTEeNbHYIO
NEeSTCIIbHOCTh,  TPEUIOKCHUS [0  COBEPIICHCTBOBAHWIO  OPTaHM3AIHMHA  XPAHCHUS,
KOMIUIEKTOBAHHUS, y4€Ta U UCIIOJIb30BAHUS aPXUBHBIX JOKYMEHTOB B apXHBE LIKOJIBI.

5.2. KoHTponupoBaTh BBITIOJHEHUE YCTAHOBJICHHBIX MPABWI PabOTHI ¢ JIOKYMEHTaMH B
CTPYKTYpHBIX  TOAPA3JENCHUSX  OpraHW3alid,  OCYIIECTBISAIONIEH  00pa3oBaTeIbHYIO
JeSITEIIbHOCTD.

5.3. 3ampamuBarh OT CTPYKTYPHBIX MOJApa3JelieHuid W pabOTHUKOB IIKOJBI CBEJIEHUS,
HE0OXOIUMBIC JIUIsl PabOTHI apXHBa, C YIETOM OOECIICUSHUS BBITIOJTHEHHS BCEX BO3JIOKCHHBIX Ha
apXxuB 3aJ1a4 U QYHKIUH.

5.4. laBaTh pa3bsCHEHHS W PEKOMEHIAIMH 0 BOIPOCAM, BXOJSAIIUM B KOMITCTCHITHIO
apXuBa OpraHM3aIlNH, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO NEATEIbHOCTD.

5.5. UudopmupoBaTh CTPYKTYpHBIE TIOIpA3/ICTICHHUS MIKOJbI O HEOOXOIUMOCTH Tepeaaun
JIOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPKACHHBIM TpaduKOM.

5.6. IlpuaumaTh y4yacTue B 3aceaHUsAX DSKCIMEPTHOM KOMHUCCHH 00IIe00pa3oBaTEIbHOM
OpraHM3alyi, a TaKke B OKCIEPTHO-NIPOBEPOYHOW KOMHCCUU YIOJTHOMOYEHHOTO OpraHa
WCITOTHUTENIbHON BilacTu cyonekTa Poccuiickoit deneparnu B chepe apXUBHOTO Jea.

6. OTBEeTCTBEHHOCTH 32 QYHKIMOHUPOBAHUE APXUBA
6.1. HaznaueHHoe MNpHKa3oM JAMPEKTOpa INKOJbI JIHMIIO, OTBETCTBEHHOE 3a BEJICHUE
apXyBa, HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD 34!

e BBIMOJIHEHUE BO3JIOKEHHBIX Ha apXWB 3a37a4 M (QYHKIUA B COOTBETCTBHH C
JIEUCTBYIOIIUM 3aKOHOAATENLCTBOM Poccutickoit denepanuu;

e OpraHu3anuio paboOThl apXuBa, CBOEBPEMEHHOE M KBaIM(DPUIMPOBAHHOE BBHIMOJIHEHUE
IIPUKA30B, PACIOPSIKEHUN, MOPYYEHUH BBINIECTOSIIETO PYKOBOJCTBA, JEHCTBYIOIIHNX
HOPMAaTHBHO-IIPABOBBIX aKTOB T10 CBOEMY MPOHIIIO AEATEIbHOCTH;

e pamuoHaIbHOE U 3(PPEKTUBHOE HCIOIB30BAHHE MAaT€pPHAIbHBIX, (PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

e COCTOSHHE TPYIOBOW M MCIIOJIHUTEIBCKOW AMCLHUILIMHBI B apXHUBE, BBIIIOJIHEHUE CBOUX
(yHKIMOHATBHBIX 00S3aHHOCTEIH;

e coOmo/ileHHe NpaBU BHYTPEHHETO pPACHOpsAKa, CAHUTApHO-NPOTUBOIIUAEMUYECKOTO
pekuMa, IPOTHBOIIOKAPHOM O€30MaCHOCTH U TEXHUKHU 0€3011aCHOCTH;
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e BEJCHUE JOKYMEHTAllUM, IIPEAYCMOTPEHHOU ACUCTBYIOLIMMU HOPMAaTHUBHO-IIPABOBBIMU

JIOKyMEHTaMU;

e IIPENOCTABICHUE B YCTAHOBJIICHHOM IIOPSAKE JOCTOBEPHOM CTATUCTHUYECKOW U HHOHN

UH(POPMALIUU O AEATEIBHOCTH apXUBa;

e TOTOBHOCTb apXHBa K paboTe B yCIOBUAX UPE3BBIYANHBIX CUTYAIUI.

6.2. OTBETCTBEHHBIE 3a BEIEHHUE JEJIONPOU3BOJACTBA, INOATOTOBKY M IPEICTABICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, HA3HAYAIOTCS JUPEKTOPOM OpPraHU3ALMM, OCYLIECTBIISAIOIEH
00pa30BaTeNbHYIO AESITEIbHOCTD.

6.3. KoHTponb [eATEIbHOCTH apXuBa OCYLIECTBISET OUPEKTOP OpraHU3aluy,
OCYILECTBIIAOLIEH 00pa30BaTENBbHYIO JESATEIbHOCTD.

7. KomiuiekToBaHHe apXuBa

7.1. IloaroroBka JNOKYMEHTOB K I€pelaye B apXUB 0Opa30BaTEIbHOM OpraHu3aluu
BKJIIOYAET 3KCIEPTU3Y HAyyHOHW M IPAKTUYECKOW IIEHHOCTH JOKYMEHTOB, odopmieHue e,
COCTaBIJICHUE OTHCH.

7.2. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yennocmu OOKYMeHMO8 — ONPENIEIICHHE IIEHHOCTH JIOKYMEHTOB C
LeJIbI0 0TOOpa MX Ha XpaHEHHWE M YCTAaHOBJCHHE CPOKOB XpaHEHUs. DKCIEPTHU3Y LIEHHOCTH
JOKYMEHTOB B 00pa30BaTEeNbHOW OPraHU3allMi OCYIIECTBIISIET MOCTOSTHHO JIEHCTBYOIIAs
9KCHEPTHAsi KOMUCCHSL.

7.2.2. Dkcnepmuas Komuccus Ha3HAYAeTCS TPUKA30M JTUpPEKTOopa MKOJB. B cocras
OKCIepTHOM KOMHMCCUU BKJIIOYAIOT HE MEHEE TPeX COTPYIHHUKOB, B TOM YHUCIIE B 00s3aTeIbHOM
MOPS/IKE JIMIO, OTBETCTBEHHOE 3a BEICHUE apXWBa IIKOJIBI, U IUPEKTOP MYHHUIUITAIHLHOTO
apxuBa (mo coryacoBaHuio). CekperapeM OKCHEpTHOW KOMHCCHM HA3HA4alT CEKpeTaps
o0pa3oBaTeNbHONW OpraHW3aluu. OKCIEpTHas KOMHCCHUS Ha 3acelaHUsX paccMaTpUBaeT:
HOMEHKJIATypy JIeJ1 LIKOJIbI, ONUCH JIeJ MOCTOSTHHOTO XPaHEeHHUs U TI0 JIMYHOMY COCTaBY, aKThl Ha
JOKYMEHTBI, BBIJICISIEMbIE K YHUUYTOXKECHUIO.

7.3. Ogpopmnenue oen

7.3.1. Jlena NOCTOSHHOTO XpPAaHEHUs MOAIIMBAIOTCA B TBEPAYID OOJI0KKY CYPOBBIMHU
HUTKaMU. JIMCTBI HyMepyloTcs B IPaBOM BEpPXHEM YTy MPOCThIM KapanpaamoMm. KomuuectBo
JWCTOB B K&XKIOM Jele He JIOJDKHO mpeBbimarh 250. B KoHIE gena Ha OTAEITHHOM JIUCTE
COCTaBJISIETCS 3aBepUTENIbHAS HA/IHCh.

7.3.2. Ha 0065105kKe /1e71 TOCTOSTHHOTO XPaHEHUs JOJKHBI ObITh IPOCTABIIEHBI CIEAYIOLINE
PEKBU3UTHI:  TOJIHOE  HAMMEHOBAHME  BBINIECTOSINEH  OpraHM3allid, HauMEHOBaHME
00pa3oBaTenbHON OpraHu3alid, HoMep (MHIEKC) Nejla MO0 HOMEHKJIAType, 3arojIoBOK JIena,
KOJINYECTBO JIUCTOB, CPOK XPAHEHHUSI MIIM OTMETKA «XPAaHUTh MOCTOSHHOY», HOMep (hOHJIa, OITUCH,
Jena.

7.3.3. Tlo OKOHYaHUM JEIOMPOU3BOJCTBEHHOTO rojia B O(OPMIIEHHBIE OOJOXKKU AET
MIOCTOSTHHOTO XPaHEHHsI BHOCSATCS HEOOXOIMMBIC YTOYHEHHS: B 3ar0JOBKH JIEJI, COIEPIKAIIIX
pacropsAuTeNbHble JOKYMEHTHl (TPUKa3bl, MPOTOKOJIbI), BHOCSTCS HOMEpA; €ciId [Jell0 C
MEPENUCKOW COCTOMT M3 HECKOJBKMX TOMOB, B KaX/JIOM TOME YKa3bIBaeTCS KOPPECIIOH[IECHT,
aBTOp, TEPPUTOPHS, APYrHe JaHHbIE. B KaXJI0oM TOMe yka3bIBaeTcs Aara (4HMCio, MEecsI], TOJ)
Havaia 1 OKOHYaHMS JAaHHOTO TOMa. TOYHBIE JaThl IPOCTABIISIOTCS HAa 00JI0XKKaAX JUIsl OBICTPOTO
MIOMCKA JJOKYMEHTOB B MOCJEYIOLIEM; U3 3aBepUTEIbHON HAIMUCH HA 0OJIOKKY Jies1a BBIHOCUTCS
KOJIMYECTBO JICTOB B JIEIIE.

7.3.4. Hannucu Ha 00JI0KKaxX Jiesl IOCTOSHHOTO M JOJTOBPEMEHHOTO XPAaHEHUS CIICAYeT
IPOU3BOIUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. Ins ydera Konu4ecTBa JIMCTOB B Jelie U (PUKCAIIMM 0COOCHHOCTEH MX HyMepaluu
Ha OT/IEIbHOM JIMCTE COCTABIISACTCS 3aBEPUTEIbHASL HA/AIUCH.
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7.3.6. B 3aBepuTenbHOM HAINUCH YKa3bIBAETCS KOJMYECTBO JHUCTOB (LUppaMu |
IPONKCHIO) B Jeiie. 3aBepUTebHasl HAANUCH MOANUCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro
JOJDKHOCTH M JAThI COCTABJICHUS.

7.3.7. BHyTpeHHssl ONUCh COCTaBIIAETCS K JieJlaM IOCTOSHHOIO U JIOJTOBPEMEHHOIO
(cBpime 10 J5eT) cpoka XpaHeHHs, CPOPMHPOBAHHBIM MO PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COZEp)KaHUE ITOKYMEHTOB (0c000 IIEHHBIE,
JUYHBIC JIeNa U JIp. ).

7.4. Onucanue 00KymeHmo8 nOCMOAHHOZ0 CPOKA XPAHEHUA

7.4.1. Onucu COCTaBISIOTCS pa3/ieIbHO Ha J€Jla MOCTOSIHHOIO XPAHEHMs 110 OCHOBHOM
NeSITeIbHOCTH U Ha JieJla 110 INYHOMY COCTaBY.

7.4.2. Onucu coCTaBISAIOTCS JEI0IPOU3BOIUTENIEM.

7.4.3. Onuch BeJeTcs B €IMHON BalIOBOW HyMEpalluu B TEYEHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIMM CPOKOM XPAHEHHS COCTABIISIETCS] aKT 00 YHUUTOXKEHHUU.

7.4.5. Ilo OKOHYAaHUU JENONPOU3BOACTBEHHOIO T0/la B 00pa30BaTENbHOM OpraHu3aluu
MPOM3BOUTCS. OTOOP JOKYMEHTOB ITOCTOSTHHOTO CPOKAa XPAaHEHUS ISl BKIIOUYEHUS MX B OIHUCH.
Onuch COCTOMT M3 TOJOBBIX pa3/eNoB, BHYTPM ToJia Jieda pACHOJararTcsl 0 CTENeHU
3HAYUMOCTH C Yy4Y€TOM HOMHHAJIBHOTO TIPUHIMIA (B COOTBETCTBHM C HOMEHKJIATYpOU
00pa3zoBaTebHON OpraHU3AIINH ).

7.4.6. Onucu COCTaBJISIOTCS pa3/ielbHO Ha JieJla MOCTOSIHHOIO XPaHEHMsI 110 OCHOBHOM
NeSITeIbHOCTH U Ha JieJia 110 INYHOMY COCTaBYy.

7.4.7. Onucu COCTaBISIIOTCS CEKPETAPEM.

7.5. [lena epemennoco xpamenus oPOPMIIAIOTCS YHPOIICHHO: OHHM HE MOAIIUBAIOTCA,
JWCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKAaX He TMPOM3BOJHUTCS, ONKCH Ha Jieia He
COCTaBJIAIOTCS, YUET BEIETCS 110 HOMEHKJIAType Jell.

8. Yci0Busi XxpaHeHUs1 JOKYMEHTOB apXHMBa IIKOJIbI

8.1. JlokyMeHThl apxuBa XpaHSATCS B apXUBOXpaHWIUIIE O00I1e00pa30BaTEIbHON
OpraHH3aIHy.

8.2. He nomyckaercsi pasMmelleHHe apXyBa B MOABAIBHBIX U YEPJAUHBIX MOMEIICHUIX
LIKOJIBI.

8.3. ApXHMBOXpaHWJIHIIE JIOJKHO OBITh YJAJIEHO OT JIAOOPATOPHBIX, MPOU3BOJICTBEHHBIX,
OBITOBBIX MOMENIEHWH W HEe MMeTh OOMHMX C HHUMH BEHTWISALHOHHBIX KaHAaJOB.
ApXMBOXpaHWIMILE OTIENSETCS OT COCEIHUX TIOMEUICHUH HeCropaeMbIMU CTE€HAMU U
NEPEKPBITUAMH C IPEJEIaMi OTHECTOMKOCTH HE MEHEE JBYX 4acoB. B apxuBoxpaHWiuIle He
JIOTTYCKaeTCsl MPOKJIaaKa TpyO BOJIOCHAOKEHHS U KaHAIM3AI[H, TEXHOJIOTUYECKHE UM OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHWIHILE JODKHO HMETh €CTECTBEHHYK) WJIM HCKYCCTBEHHYIO
BEHTWJISILIMIO, OOECIEUMBAIONIYI0 PELUPKYJSIMIO BO3/1yXa, CTAOMIBLHOCTH TEMIIEPaTypHO-
BJIQXKHOCTHOT'O PEKHMa.

8.5. Bce mocrymaromue B apXuB 00pa3oBaTENbHONW OpraHU3alMM  JOKYMEHTHI
pa3MemialTcs B apXMBOXPAHWIMILAX HA CTAllMOHAPHBIX /WM MEPEABMKHBIX METAITTHYECKUX
CTeJulaXax, B METAJUTMYECKUX IMIKa(ax Ui KOHTeHHepax.

8.6. Cremnaxu JOJKHBI ObITh YCTAaHOBJIEHBI MEPIEHIUKYISIPHO CTEHAM C OKOHHBIMH
IpoeMaMu, a B TIOMEIEHUHN 0€3 OKOH - C Y4eTOM O0COOEHHOCTEH MOMeIIeHUs: U 000pyI0BaHMUA.
He nomyckaercs pasMmenieHue cTeiiaked BIUIOTHYIO K HapyKHbBIM CT€HAM 3/aHus U K
MCTOYHUKAM TeEIlIa.

8.7. PaccranoBka cremnaxkeii M 1mkadoB  OCYIIECTBISETCS B COOTBETCTBHM €O
CJIEAYIOIKUMU TPEOOBAHUSIMH:

e  PACCTOSIHUE MEXKIY psAlaMU CTeUTaKel (TJIaBHBINM Mpoxoj) — He MeHee 120 cM;
e paccrosinue (TPOX0a) MEXKIY CTEUIaKaMU — HE MeHee 75 cM;
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e PACCTOSIHUE MEXIY HApYXHOM CTEHOW 3JaHMs U CTeJIaKaMH, MapajiyleIbHbIMU CTEHE —

HEe MeHee 75 cM;

e  paCCTOSIHHE MEX]y CTEHOH M TOPIIOM cTeJuIaXa wiu Imkada (00xox) — He MeHee 45 cM;
e PACCTOSIHHE MEXIY IOJIOM M HWXKHEH MOJIKOW cTeymiaxa (mkada) — He meHee 15 cm, B

LIOKOJBHBIX dTa)kax — He MeHee 30 cM.

8.8. IIpoTuBOmOXXapHBIA pexXUM B 3IaHHUIX, TJ€ pPa3MElIaeTCsl apXUB IIKOJbl, U B
ApXMBOXPAHWIMINAX YCTAaHABJIMBAETCA B COOTBETCTBUU ¢ [IpaBuiiaMu HpPOTHUBOIMOKAPHOTO
pexxuma B Poccutickoit @enepamnuu ot 16 centsaops 2020 roma Ne1479.

8.9. ApXUBHBIE TIOKYMEHTHI CIIEAYET XpPaHUTh B TEMHOTE.

8.10. 3ammTa TOKYMEHTOB OT JCHCTBUS CBETa 0OECIEYMBACTCS XPAHCHUEM JIOKYMEHTOB
B KOpOOKax, Mankax ¥ rnepervierax, B mkadax mid Ha cTeIaxax 3aKpbITOrO TUIIA.

8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEIICHUS B KHUTOXPAHUJIUILAX JOJKEH COCTABIATH HE
meHee 100 mroke.

8.12. B apxuBOXpaHUIHIIE JUIS XPAHEHUs JIOKYMEHTOB YCTAHABIIMBAIOTCS CIEAYIONINE
napameTpbl TEMIEPaTyPHO-BIKHOCTHOTO PEXKUMA:

e JUId XpaHEHHs JOKYMEHTOB Ha OyMaXHOM Hocuteiae — Ttemmeparypa 17-19°C,

OTHOCHUTEIIbHAS BIAXKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemienuss apxuBa 0Opa30BAaTEIbHOW OpraHU3alUU JOJDKHBI COAEPKATHCS B
YUCTOTE, B YCIOBUSX, UCKITFOYAIOITUX BO3MOXKHOCTD TOSIBJICHUS IJIECEHU, HACEKOMBIX, IBLUITH.

9. 3aKk/II09YuTeIbHbIE MOJ0KEHHUS

9.1. Hacrosmee Ilonmoxxenne 00 apXwBe SBJISETCS JIOKAIBHBIM HOPMATHBHBIM aKTOM,
npuHuMaercs Ha OOmeM coOpaHuu paOOTHMKOB IIKOJBI U yTBepxkaaeTcs (JIM00 BBOIAUTCS B
JENCTBHE) MIPUKA30M JUPEKTOpa 00IIe00pa30BaTeIbHOM OpraHu3aIuy.

9.2. Bce n3aMeHeHus U JOMOTHEHUs, BHOCUMBIE B HacTosmiee [lomoxkenne, opopmistores
B TIHCHbMEHHOHW (oOpME B COOTBETCTBUU JIEHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoi
denepanuu.

9.3. Tlonoxxenne 00 apxuBe 0O0IIE0OpPa30BATENBHON OpraHM3allid MPUHUMAETCs Ha
HEOIpeeNIeHHbId CpoK. V3MeHeHuss u nononHeHus K 11onokeHno mpuHUMaloTcsl B MOPSIKE,
npeaycMoTpeHHoM 11.9.1. HacTosiiero [lonoxenust.

9.4. Tlocne npunsitus [lonoxxenust (MM U3MEHEHUN U JIOMIOJIHEHUM OT/EIBHBIX IMYHKTOB
U pa3/ieJioB) B HOBOW pelakIMK MPeIbIAyIlas pelakilis aBTOMAaTHUYECKH YTPAuYUBaET CUITY.
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