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1. O01mme moJI0KeHus

1.1. Hacrostmiee Ilonooicenue 06 apxuse wikoivl pa3padboTaHO HA OCHOBAHUU
[IpumepHOro nojoxkeHnus 00 apX1uBE OpPraHU3aALMH, YTBEPKIECHHOIO TPUKA30M
depnepanbHOro apxuBHOro areHTcTBa Ne 42 ot 11 ampenst 2018 roga, B COOTBETCTBUM C
[Tpukazom Munkynetypsl Poccum ot 31.03.2015 Ne 526 "O0 yTBepk’aeHUH MPABUII
OpraHu3alMK XpaHEHUs, KOMIUIEKTOBAHUS, y4€Ta U UCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepanuu u APyrux apxXuBHBIX TOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPraHaX MECTHOI'O CAMOYNPABIICHUS U OpraHu3anusax’,
¥YcraBoM 00111€00pa3oBaTesIbHON OpraHU3altu.

1.2. Nannoe Ilonoxxenue 00 apxXuBe IMIKOJIBI OTMPEACIISET COCTaB JOKYMEHTOB apXHBa
00111€00pa30BaTeIbHON OpraHU3alluy U YCIIOBUS UX XPAaHEHHUS, YCTAHABIMBAET 3a]1a4H,
Ha3HAuY€HUE U (DYHKIMH IKOJBLHOTO apXMBa, PErJIaMEHTUPYET AeATEIbHOCTD JIMLA,
OTBETCTBEHHOTO 32 BEJICHUE apXHBa B OPraHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO
NEATEIIBHOCTb.

1.3. B cBoeit aesaTenbHOCTH apxuB pyKoBoAcTBYeTCAa DenepanbHbiM 3aKk0OHOM No 125-
@3 ot 22.10.2004 «O06 apxuBHOM aeine B Poccuiickoit denepanuny» ¢ n3aMeHeHUs MU Ha 11
utoHst 2021 roga, HOpMaTUBHBIMU MpaBOBbIMU akTaMu Poccuiickoii denepanun, cyobekTa
Poccuiickoit @enepanuu B chepe apXUBHOTO Jiea U IeJIONPOU3BOJICTBA, JIOKATbHBIMU
HOPMAaTUBHBIMH aKTaMH 00111e00pa30BaTEeIbHON OpraHu3aIuu.

1.4. JlIokyMeHTBI OpraHu3alliu, OCyIIECTBISIONICH 00pa30BaTEIbHYIO JEATeIIbHOCTD,
MMEIOIIME UCTOPUUECKOE, KYJIBTYPHOE, HAYYHOE, COLIUAIBbHOE, JKOHOMUYECKOE U
MOJINTUYECKOE 3HAYEHUE, COCTABIISIIOT TOCYIAPCTBEHHYIO YAaCTh APXUBHOTO (pOHIA
Poccuiickoit @enepanuu, sBISIOTCSI COOCTBEHHOCTBIO TOCYAapCTBA U MOICKAT
ITOCTOSTHHOMY XPaHEHHIO B TOCYyAapCTBEHHBIX apxuBax Pocculickoit ®enepanuu. 1o
nepe1ayn Ha TOCyIapCTBEHHOE XPaHEHHUE JaHHBIE IOKYMEHThI BpEMEHHO XPAHSTCS B
00111€00pa3oBaTeIbHON OpraHU3alUu.

1.5. B mikone qy1st XpaneHust JokyMeHToB ApxuBHoro (onaa Poccuiickoit denepanuu u
3aKOHYEHHBIX JIEJIONPOU3BOJICTBOM JOKYMEHTOB MPAKTUUYECKOTr0 Ha3HAUYEHUS, UX 0TOOpa,
y4deTa, UCIOJIb30BaHUs U MOATOTOBKY K MepeAade Ha rocyJapCTBEHHOE XpaHEHHE
CO3/1aeTCs apXHUB.

1.6. ApxuB co31aeTCs KaK CAMOCTOSITENIbHOE MTOAPA3AEIEHUE, BO3TIIABIIIEMOE JINIIOM,
OTBETCTBEHHBIM 32 BEJICHUE apXUBa COIVIACHO MPUKA3Y JUPEKTOPA IIKOJIbI.

1.7. Opranu3zaius, ocyliecTBistonias 00pa3oBaTeIbHyI0 ACSITENbHOCTb, 00€CTIeUnBACT
apX1B HEOOXOAUMBIM MOMEIEHUEM, 000PYIOBAaHUEM U KaJI[paMHu.

1.8. O6meobpazoBaTeabHAsl OpraHu3alus 00eCeynBaeT COXPaHHOCTh, yUeT, 0TOOD,
YHOPSAI0YEHHUE U UCTIONIb30BaHUE JOKYMEHTOB ApxuBHOro (onaa Poccuiickoit
®denepanuu, 00pa3yroIUXCcs B €ro AesTenbHoCcTH. OOecneurBaeT CBOEBPEMEHHYIO
nepenavyy dTUX JOKYMEHTOB Ha rOCYapCTBEHHOE XpaHEHUE.

1.9. Bce paboThl, CBsI3aHHBIE C TTOATOTOBKOM, TPAHCIIOPTUPOBKON U Meperauei
apXHUBHBIX IOKYMEHTOB, IPOU3BOISATCA CUJIAMH U 33 CUET LIKOJIBI.



1.10. 3a yrpaty u nopuy nokymeHToB ApxuBHoro (pouna Poccuiickoit deneparuu
JIOJKHOCTHBIE JIMIIA OPTaHU3aIH, OCYIIECTBIIAIONIEH 00pa30BaTebHYIO 1€ATEIbHOCTD,
HECYT OTBETCTBEHHOCTb B COOTBETCTBUU C JEHUCTBYIOIIUM 3aKOHOAATEIBCTBOM.

1.11. lIxonbHbIM apxuB padboTaeT coriacHo JaHHOMY [lonoxeHu o u miany,
YTBEPKAAEMOMY TUPEKTOPOM 00111e00pa30BaTeIbHON OpraHN3allui, U OTYUTHIBACTCS
nepes HUM B CBOeH pabore.

1.12. KOHTpOJIb IEATENBHOCTH apXHUBa OCYILIECTBIIET JUPEKTOP OPraHU3ALNH,
OCYIIECTBIISAONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

2. CocTaB 1OKYMEHTOB apXuBa

2.1. B mIKONBHBIN apXUB NOCTYIAKOT:

e  3aKOHYEHHBIE JIEJIONPOU3BOICTBOM ILIKOJIBI JOKYMEHTHI IIOCTOSIHHOI'O XpaHEHU,
oOpa3oBaBIIMECs B JEATEIBHOCTH CTPYKTYPHBIX [TOAPA3CICHUN, TOKYMEHTbI BDEMEHHOTO
(cBbitie 10 neT) cpoka XpaHeHus, HEOOXOAUMBbIE B IPAKTUYECKOM J1eATEIbHOCTH,
JIOKYMEHTBI 110 KaJjpaM ¥ 00y4aronmcs;

e  JIOKYMEHTBI [IOCTOSIHHOTO XPAHEHUS U 110 JIMYHOMY COCTaBYy OpraHU3alivii-
IIPEAIICCTBEHHUKOB;

e JMYHbIE (POHIBI BEAYLIINX PAOOTHUKOB OPraHU3aLUH, OCYILECTBISIOLIEH
00pa30BaTeNIbHYIO JIEATEIbHOCTD, IOCTYHUBIINE B APXUB;

o CiIyXeOHbIC U BEIOMCTBEHHbIE U3aHMUS;

e  CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K JIOKYMEHTaM U yYETHBIE JOKYMEHTHI ApXHUBa
OpraHM3aliK, OCYLIECTBIIIOIIENH 00pPa30BaTENbHYIO 1E€ATEIbHOCTb.

2.2. Cpoku XpaHeHHUs IOKYMEHTOB B apXHBE 00Pa30BaTEIHHON OpPTaHU3aIluU
ONPENEIISIIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKIECHHON HOMEHKIAType Je.

3. 3apaum apxuBa

3.1. OCHOBHBIMHM 32/1a4aMU APXUBA ABJISIOTCH:

3.1.1. Opranu3anust XpaHeHHUs! JOKYMEHTOB, COCTaB KOTOPBIX MPETYCMOTPEH Pa3/IeIoM
2 nacrosimiero [lonoxxenust 06 apxuBe 0011e00pa30BaATEIILHON OPraHU3aAINH.

3.1.2. KoMmIuiekToBaHME apXuBa JJOKYMEHTaMHu, 00pa30BaBIIUMHUCS B JIEATCIIBHOCTH
OpraHM3aliK, OCYIIECTBIISIONIEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

3.1.3. Yuer, obecrnieueHre COXpaHHOCTH, CO3IaHIE HAYYHO-CIIPABOYHOTO armapara.
3.1.4. Vcnonb30BaHUsl JOKYMEHTOB, HAXOASIIUXCS HA XPAHEHUHU B APXUBE IIKOJIBI.
3.1.5. [loaroroBka n cBOEBpEeMEHHas Nepeaada JOKyMEHTOB ApXUBHOTO (oHAa

Poccuiickon @eepanuu Ha MOCTOSIHHOE XPAaHEHUE B FOCYAapCTBEHHbIN
(MYHUITUTIAJIbHBIN ) apXUB.

3.1.6. MeToanueckoe pyKOBOJICTBO U KOHTPOJIb 32 (hopMupoBaHreM 1 opopMIIeHHEM J1eTT



B JCJIOIMPOU3BOJACTBEC IIKOJIBI U CBOGBpeMeHHOﬁ nepenat{eﬁ HUX B apXHUB 06p330BaTCHLHOﬁ

OpraHu3anuu.

4. DyHKIIUM APXUBA HIKOJIbI

B cooTBeTCTBHHM € BO3JI0KEHHBIMM 33[]Ja4aMU APXUB OCYIIECTBISIET CAEAYIOLINE
byHKIMY:

4.1. Opranu3yeT npueM JOKYMEHTOB ITOCTOSSHHOTO M BpeMEHHBIX (CBbIIIe 10 jeT)
CPOKOB XpaHEHUsI, B TOM YHKCJIE 0 KaJpaM U 00ydaromumcs, 00pa30BaBILINXCS B
NESATEILHOCTH IIKOJIbI, B COOTBETCTBUU C YTBEPKIACHHBIM IPadUKOM.

4.2. O6ecneynBaeT COXPaHHOCTh U BEIET yU€T JOKYMEHTOB U (POH/IOB, HAXOIALIUXCS
Ha XpaHEHUHU B apXuBe 0011e00pa3oBaTebHON OpraHu3allvu.

4.3. [IpeacraBisieT B roCy/1IapCTBEHHBIN (MYHUIIMITAIbHBIN) apXUB YUETHBIE CBEJCHUS
00 00beMe U COCTaBe XPAHSIIUXCS B aPXUBE MIKOJIbI IOKYMEHTOB ApXHUBHOTO (POH[IA
Poccniickon @enepanuuy u Apyrux apXuBHBIX TOKYMEHTOB B COOTBETCTBUU C TIOPSAKOM
roCyJIapCTBEHHOTO y4eTa TI0OKyMeHTOB ApxuBHoro gonaa Poccuiickoiit denepanuu.

4.4. CucreMaTU3UPyET U Pa3MEIIAET JOKYMEHTBI, IOCTYNAIOIIUE HA XPAHCHUE B
IIKOJIbHBINA apXHB, 00pa30BaBUIMECS B XOJI€ OCYLIECTBICHUS AEATEILHOCTH OpPraHnu3allii,
OCYIIECTBIISOLIEH 00pa30BaATENbHYIO JEATEIbHOCTb.

4.5. Pa3pabateiBaeT rpaduku MpeCTaBICHUs ONTUCEN HA paCCMOTPEHHE SKCIIEPTHO-
IIPOBEPOYHON KOMHUCCHUH U TIepeaadn JoOKyMeHTOB ApxuBHOro (ouaa PO Ha xpaHeHue B
rocyJapCTBEHHBIN (MyHUIIMTIATbHBIN) apXHB.

4.6. OcymiecTBIsI€T MOATOTOBKY U MPEICTABIISECT:

e HA PaCCMOTPEHHE U COTJIACOBAHUE HKCIIEPTHOM KOMUCCHUM IIKOJIbI OITUCHU JEIT
MOCTOSTHHOTO XpaHEeHHUsI, BpeMEHHBIX (CBbIlIe 10 JIeT) CPOKOB XpaHEHUsI, B TOM YUCIIE TI0
KaJipaM ¥ 00y4YaroIIMMCs, a TAKKE aKThI O BBIICJIEHUN K YHUUYTOKEHUIO apXUBHBIX
JIOKYMEHTOB, HE MOJICKAIUX XPAaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCTIPABUMBIX MOBPEKICHHUSIX APXUBHBIX JOKYMEHTOB;

e Ha YTBEPXKJIEHHE SKCIEPTHO-NIPOBEPOYHON KOMUCCHH YIIOJJHOMOYEHHOI'O OpraHa
WCIIOJIHUTENLHOM BiacT cyobekTa Poccuiickoit deaepanuu B chepe apXuBHOTO Jieria
(manee - OIIK apXuUBHOTO yUpexKACHUS) OMUCHU Je] MOCTOSHHOTO XPAHEHUS;

« Ha cornacoBanue DIIK apxuBHoOro yupexaenus cyobekra Poccuiickoit deneparuun
(MYHUIIMIIAJIBHOTO apXMBa), B CIy4ae HAJEIEHUs €r0 COOTBETCTBYIOIIUMU
MOJTHOMOYHUSIMU, OTTUCH JEJ 10 JTUYHOMY COCTaBY;

« Ha cornacoBanue DIIK apxuBHoOro yupexaenus cyobekra Poccuiickoit deneparun
(MyHHULIMITAJIBHOTO apXHBa), B CIIy4ae HAJEIEHUS €r0 COOTBETCTBYIOIIUMHU
MOJTHOMOYHSIMH, aKThI 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPABUMBIX ITOBPEKICHUSIX
apXHUBHBIX IOKYMEHTOB;



e Ha YTBEPXKJIEHHE TUPEKTOPY LIKOJbI OMUCH [ MOCTOSHHOTIO XPAHEHUS, OIHCH
BpeMeHHBIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUs], B TOM YUCJIE OMMCHU JEJI [0 Kaapam U
00y4aromuMcs, aKThl O BBIJICIIEHUU K YHUYTOKEHUIO apXUBHBIX TOKYMEHTOB, HE
MOJJIEKAIINX XPAHEHUIO, AKThI 00 yTpaTe JTOKYMEHTOB, aKThl O HEUCIIPABUMBIX
MOBPEXK/ICHUAX apXUBHBIX JTOKYMEHTOB, yTBEPKIAEHHBIE (cornacoBanHble) DIIK nmm
roCyJIapCTBEHHBIM apXuBOM cyObekTa Poccuiickoit @enepanuu (MyHULIIMTATBHBIM
apXMBOM) B CITy4ae HaJIeJICHUs €ro COOTBETCTBYIOINIUMHU MOJIHOMOYHSIMHU.

4.7. Opranusyer nepeaauy JokymeHToB ApxuBHoro ¢ounaa Poccuiickoit deneparuu Ha
MOCTOSIHHOE XPaHEHUE B FOCYJapCTBEHHBIN (MyHUIIUTIATBHBIN) apXUB.

4.8. Opranusyer u MPOBOJIUT IKCIIEPTU3Y IIEHHOCTH JIOKYMEHTOB BPEMEHHBIX (CBBIIIIE
10 1eT) cpoKOB XpaHEHUsI, HAXOIANIUXCS Ha XpaHEHUHU B apXMBE IIKOJIbI B IIEJISIX 0TOOpa
JIOKYMEHTOB JIJIsl BKJIFOUEHHs B cocTaB ApxuBHoro (onaa Poccuiickoit deneparuu, a
TaKKe BBISIBIICHUS JOKYMEHTOB, HE MOIEKAIINX TaJbHEUIIEMY XPAaHEHHUIO.

4.9. YyacTByeT B paboTe SKCIEPTHON KOMUCCHUU OpTaHU3AINH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JeSTEIbHOCTD.

4.10. IIpoBoaUT MEPONPUATHS IO 0OECTICUCHUIO COXPAHHOCTU JJOKYMEHTOB,
HAXOJISAIIUXCS HAa XpaHEHUU B apXMBE OpPraHU3allii, OCYIIECTBISIIONIEH 00pa3oBaTEIbHYIO
NEATEIIbHOCTb.

4.11. Opranusyet uHGOPMUPOBAHKUE ATIMUHUCTPAIIUU U pAOOTHUKOB IITKOJIBI O COCTaBe
U COJIepKaHUM JIOKYMEHTOB apXHUBa OPraHU3aIli1, OCYIIECTBIISAIONENH 00pa30BaTeIbHYIO
NEATEIIbHOCTb.

4.12. UudopmupyeT Mmoap30BaTeIeii 10 BOIPOCcaM MECTOHAXO0KICHHS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer Bbljauy JOKYMEHTOB U JIEJ JIJIs1 pa0OThI B YUUTEIIbCKOM UITH BO
BPEMEHHOE MOJIb30BAaHHUE.

4.14. VicnonHseT 3ampockl OpraHu3aIiii ¥ 3asBICHUS IPaKIaH 00 YCTaHOBJICHUH
TPYIOBOTO CTa)ka U APYrUM BOIIPOCaM COLMATIbHO-IIPABOBOr0 XapaKkTepa, B
YCTaHOBJIEHHOM TOPSJKE BbIIACT KOMUU JOKYMEHTOB M ApXUBHbBIE CIIPABKH.

4.15. Beget y4eT UCTIONB30BaHMS TOKYMEHTOB apXuBa 00pa30BaTeIbLHON OpraHu3allvu.

4.16. Co3naet GhoH/ MOTH30BAHUS aAPXHBA IIIKOJIBI 1 OPTAHU3YET €r0 UCTIOIb30BAHHUE.

4.17. OcyiecTBIsSIET BEIEHUE CIIPABOYHO-TIOMCKOBBIX CPEJCTB K JOKYMEHTaM
HIKOJILHOTO apxuBa. Co37aeT, MOMOJIHIET U COBEPIIEHCTBYET HAYYHO-CIIPABOYHBII
amnmnapar K XpaHsAIIUMCS B apXUBe JieJaM U JJOKYMEHTaM.

4.18. YyactByeT B pa3paboTKe JOKYMEHTOB OPraHU3allH, OCYIIECTBISIOIEH
00pa3oBaTeNbHYIO A TEIHLHOCTD, IO BOTIPOCAM apXUBHOTO JIejia U JISTOTPON3BOICTBA.

4.19. Oka3bIBaeT METOAUYECKYIO TOMOILb!



o ciyxO0e Jelonpon3BO/ICTBA KOl B COCTABICHUN HOMEHKIATYPHI JIeT,
dbopMupoBaHur U 0HOPMIICHUH J1e]1, KOHTPOIUPYET MPABIIBHOCTh (POPMHUPOBAHUS U
oopmieHHs JieT B 1eI0IPOU3BOJICTBE;

e  CTPYKTYPHBIM MOJpa3/eJICHUsIM U paOOTHUKAM IIKOJIbI B TOJATOTOBKE JOKYMEHTOB K
nepeaaye B apXuB OpraHU3aliK, OCYILECTBIIAIONEH 00pa30BaTEIbHYIO AE€ATEIbHOCTb.

4.20. YyacTByeT B IPOBEACHUHN MEPOIIPHUATHI 10 TMOBBIIICHUIO KBATU(PHUKAIIIH
pabOTHUKOB apXHBa U CITY>KOBI 1€JIOMPOU3BOICTBA 00pa30BaTEIbHON OPraHU3aAIHH.

S. IIpaBa apxuBa

JIJifl BBINIOJIHEHUS BO3JIOKEHHBIX 32/1a4 U QYHKIUH JIUII0, 0OTBETCTBEHHOE 32
apxXuB, UMeeT NMPaBo:

5.1. IlpencraBisaTh TUPEKTOPY OpraHU3alUU, OCYIIECTBISIONICH 00pa30BaTEIbHYIO
NEATEIIbHOCTb, MPEIJIOKEHUS 110 COBEPIIEHCTBOBAHUIO OPraHU3AIUU XPAHEHUS,
KOMILUIEKTOBAHMS, YU€Ta U UCTOJb30BAHUS APXUBHBIX JOKYMEHTOB B aPXHBE IIKOJIBI.

5.2. KoHTpoupoBaTh BHITIOJTHEHNE YCTAHOBJICHHBIX TIPaBUJl pabOTHI C JOKYMEHTAMH B
CTPYKTYPHBIX MOAPA3AEICHUAX OpTraHU3allUN, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO
NEATEIIbHOCTb.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX MMOJPA3ACICHUN U PAOOTHUKOB IIKOJIBI CBEICHHUS,
HE0OXO0AUMBbIE JUTsl padOTHI apXMBa, C y4€TOM 00€CIIeUEHUs BBITIOJIHEHUS BCEX
BO3JIOKCHHBIX Ha apXUB 337124 U (PYHKITUH.

5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHIALNM IO BOIIPOCAM, BXOISIIUM B KOMIIETCHIIUIO
apXuWBa OpraHu3alliu, OCYIIECTBISAIONICH 00pa30BaTEIbHYIO IEATCIbHOCTD.

5.5. MudopmupoBaTh CTPYKTYpPHBIE MOAPA3ICACHUS IKOJIBI O HEOOXOAUMOCTHU
nepeayu JOKyYMEHTOB B apXUB B COOTBETCTBUM C YTBEPKJICHHBIM IpadUKOM.

5.6. IlpuarmaTth yyacTue B 3aC€IaHUAX IKCIIEPTHOM KOMUCCUH 00I1Ie00pa3oBaTeIbHOM
OpraHMu3ally, a TAKKE B IKCIEPTHO-MPOBEPOYHON KOMUCCHH YIIOJTHOMOYEHHOTO OpraHa

UCIIOJIHUTENILHOM BiacTH cyobekTa Poccutickoit deaepannu B chepe apXuBHOTO JieTa.

6. OTBeTCTBEHHOCTD 32 (PDYHKIIMOHUPOBAHME APXUBA
6.1. HaznaueHHoe mpuKa3zoM AUPEKTOPA IIKOJIbI U0, OTBETCTBEHHOE 32 BEICHUE

apxXuBa, HECCT NNCPCOHAJIBHYIO OTBCTCTBCHHOCTD 34a:

e  BBINIOJHEHUE BO3JI0KEHHBIX HAa apXMB 3a71a4 U (PYHKITMI B COOTBETCTBHH C
JIEUCTBYIOIIUM 3aKOHOAaTenbcTBOM Poccuiickon denepannu;

e  OpraHM3aIuio padoThl ApXUBA, CBOEBPEMEHHOE U KBATU(DUIIMPOBAHHOE
BBITIOJIHEHUE TIPUKA30B, PACTIOPSKEHHM, TOPYUSHUH BBINIECTOSIIETO PYKOBOJICTBA,
JEUCTBYIONTUX HOPMATUBHO-TIPABOBBIX AKTOB IO CBOEMY MPOQIITIO ACSITEIIHBHOCTH;

e panuoHanbHOE U A ()EKTUBHOE UCTIOIH30BAHUE MATEPHUAIIBHBIX, (DMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;



e  COCTOSIHUE TPYJOBOM M MCHOJHUTEIBCKOW TUCUUIIMHBI B ApXUBE, BHIITOTHEHUE
CBOMX (DYHKIIMOHATBHBIX 00S3aHHOCTENH;

e CcOOIIOZCHNE TPaBUJI BHYTPEHHETO PACIOPAIKA, CAHUTAPHO-
POTUBOAUAEMUYECKOTO PEXKUMA, POTHUBOMOKAPHOU O€30MTACHOCTH U TEXHUKH
0e30macHOCTH;

e  BEJCHME JJOKYMEHTALMU, IPEyCMOTPEHHON AEHCTBYIOUIMMU HOPMATHBHO-
PaBOBBIMH JIOKYMEHTaMHU;

e IIPENOCTABJIECHUE B YCTAHOBICHHOM IIOPSIKE TOCTOBEPHON CTATUCTUYECKON U MHOU
uHbOpMaIK O JAeSITEIbHOCTH APXUBA;

e TOTOBHOCTb apXHBa K pabOTE B YCIOBUAX YPE3BbIUANHBIX CUTYalUH.

6.2. OTBETCTBEHHBIE 32 BEJICHHUE JIEIIONPOU3BOJICTBA, IOATOTOBKY U IIPEJACTABICHHAE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, HA3HAYAIOTCS JUPEKTOPOM OpPTaHHU3ALUH,
OCYILIECTBIIAIONIEN 00Pa30BATENBHYIO JEATENBHOCTD.

6.3. KOHTpOIb AEATEIPHOCTH apXUBa OCYILECTBIISIET JUPEKTOP OPTraHU3aLUH,
OCYIIECTBIIAIOLIEN 00Pa30BATENBHYIO JEATENBHOCTD.

7. KomniieKToBaHue apxuBa

7.1. IlonroroBka IOKyMEHTOB K Iepejiaue B apXuB 00pa30BaTeIbHON OpraHu3aIuu
BKJIFOYAET SKCIEPTU3Y HAYUHOU U MPAKTUYECKOMN IIEHHOCTH IOKYMEHTOB, O(hopmIiIeHHE
JIeJ, COCTaBJICHUE OIHCH.

7.2. DKcrnepTr3a HEHHOCTU JOKYMEHTOB.

7.2.1. Dxcnepmu3za yenHocmu 00OKyMeHmos — OTpeIeTIeHHe IICHHOCTH JIOKYMEHTOB C
11eJIbI0 0TOOPa X HA XPAaHEHUE U YCTAHOBIICHUE CPOKOB XpaHEHHUS. DKCIEPTU3Y IIEHHOCTU
JIOKYMEHTOB B 00pa30BaTeIbHON OPraHU3aIlMK OCYIIECTBIISIET TOCTOSHHO JICUCTBYOIIAs
DKCIIEPTHAS KOMUCCHS.

7.2.2. Dxcnepmuas komuccus Ha3HavYaeTCs MPUKA30M TUPEKTOPa MIKOJbL. B cocTa
DKCHEepTHON KOMUCCUHU BKJIFOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHUCIIE B
00s13aTEILHOM MOPSAKE JIMI0, OTBETCTBEHHOE 32 BEJICHUE apXMBa IIKOJIbI, U JUPEKTOP
MYHULIUNIAIBHOTO apXuBa (1o coriacoBanuio). CekpeTapemM DKCIEPTHON KOMUCCUU
HA3HAYAIOT CEKpeTaps 00pa3oBaTeIbHON OpraHU3alny. DKCIIEPTHAS KOMUCCHUS Ha
3aCeTaHUsIX PACCMATPHUBACT: HOMEHKJIATYPY JIeJ IMIKOJIbI, OMUCH JEJ TOCTOSTHHOTO
XPaHEHHUs ¥ 110 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BBIJICISIEMbIC K YHUUTOXKECHUIO.

7.3. Ohopmnenue oen

7.3.1. Jlena mocTOSHHOTO XpaHEHUs MTOAIIUBAIOTCS B TBEPAYIO O0JI0KKY CYpPOBBIMU
HUTKaMH. JINCTBI HyMEpYIOTCSI B TPaBOM BEPXHEM YTITy MPOCTHIM KapaH/IaIioM.
Koyim4ecTBo JHUCTOB B KaXKJIOM JieJie He JOJKHO MpeBbimaTh 250. B koHIe nemna Ha
OTZICTTLHOM JINCTE COCTABJISICTCS 3aBEPUTEIIbHAS HAJIHUCh.

7.3.2. Ha 06103Ke J1e1 MOCTOSIHHOTO XPaHEeHUsI TOJIKHBI ObITh MPOCTABJICHBI
CJIETYIOINE PEKBU3UTHI: MIOJTHOE HANMEHOBAHKE BBIIIECTOSIIECH OpTaHU3aInH,
HAaWMEHOBaHUE 00pa30BaTEIbHON OpraHu3aluy, HOMEp (MHIEKC) Jea M0 HOMEHKIIAType,



3aroJ0BOK J1e1a, KOJUYECTBO JTUCTOB, CPOK XPAHEHUS MU OTMETKA «XPAHUTh
MOCTOSTHHOY», HOMEP (hOHA, OTHCH, JeTa.

7.3.3. Ilo okoHUaHUHU JAETOMTPOU3BOACTBEHHOTO TO7a B OPOPMIICHHBIE OOJIOKKA JEIT
MOCTOSTHHOT'O XPaHEHHUs BHOCSTCA HEOOXOIUMbIE YTOUHEHHS: B 3arOJIOBKHU JIET,
COJIEPIKAIIUX PACTIOPSIAUTEIBHBIE JOKYMEHTHI (PUKa3bl, MPOTOKOJBI), BHOCITCS HOMEPA;
€CJIM JIEJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKHX TOMOB, B KaXK/I0M TOME YKa3bIBa€TCs
KOPPECMOHEHT, aBTOP, TEPPUTOPUS, APYrUe JaHHbIE. B Kaxa0M TOME yKa3bIBaeTCs JaTa
(4ncno, Mecsll, rojl) Hayajla 1 OKOHYAHMSI TaHHOTO ToMa. TOYHbIE JaThl IPOCTABIISIIOTCS
Ha 00JI05KKaX JIs1 OBICTPOIO MOMCKA JOKYMEHTOB B MOCIEAYIOIIEM; U3 3aBEPUTEIbHON
HA/AMKUCH Ha O0JIOKKY JIeJ1a BHIHOCUTCSI KOJIMYECTBO JIMCTOB B JIETie.

7.3.4. Hagnucu Ha 00J10KKaxX JeN MOCTOSIHHOTO U TOJITOBPEMEHHOT O XPaHEHUS CIEAYET
MPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMH.

7.3.5. st yueTa KOJIMYECTBA JIUCTOB B Jieie U (PUKCALIMK OCOOCHHOCTEN UX HyMepaluuu
Ha OTJIEJIbHOM JIUCTE COCTABJISIETCS 3aBEpUTEIbHAS HAIIUCh.

7.3.6. B 3aBepuTenbHON HAMUCH YKA3bIBACTCSI KOJUYECTBO JUCTOB (udpamu u
IPOIHKCHIO) B JieJie. 3aBepUTEbHAS HAIIUCh OANMKUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM
€ro JOJDKHOCTH U JaThl COCTaBJICHUSI.

7.3.7. BHyTpeHHsISl ONTUCh COCTABJISIETCS K JI€JIAM MTOCTOSIHHOTO U TOJITOBPEMEHHOTO
(cBoie 10 neT) cpoka XpaHeHus, CPOPMUPOBAHHBIM 10 PA3HOBUAHOCTAM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEPKAHUE TOKYMEHTOB (0C000
LIEHHbIC, TUYHBIC JIeIa U Ip.).

7.4. Onucanue 00Kymenmos noCmoaHH020 CPOKA XPAHEHUA

7.4.1. Onucu coCTaBIAIOTCS pa3/iesIbHO Ha J€1a MMOCTOSHHOTO XPAaHEHUs IO OCHOBHOM
JEeSATEIbHOCTH U Ha JIeNIa [0 JINYHOMY COCTaBY.

7.4.2. Onucu COCTaBISAIOTCS AEIONPOU3BOIUTEIEM.

7.4.3. Onuck BeAETCS B €IMHOW BAJIOBOW HYMEPAIMKU B TEYEHNE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHHUSI COCTABISETCS aKT 00 YHUUTOXKEHUHU.

7.4.5. Ilo OKOHYaHUU JAEJIONPOU3BOICTBEHHOIO rojia B 00pa3oBaTeIbHON OpraHU3aluu
MPOU3BOJIUTCSI OTOOP IOKYMEHTOB MOCTOSTHHOT'O CPOKA XpaHEHUS JIJIsl BKIIOUCHHS UX B
onuck. OMKUCh COCTOUT U3 TOJOBBIX Pa3/IeOB, BHYTPH rojia Jieja pacroiaraioTcs mno
CTEIMEHH 3HAYMMOCTH C YYETOM HOMUHAJIBHOTO MPUHITUIIA (B COOTBETCTBUU C
HOMEHKJIaTypoi 00pa3oBaTeIbHON OpPraHU3aLINHN ).

7.4.6. Onucu COCTaBISAIOTCS pa3/iesIbHO Ha Jej1a MTOCTOSHHOTO XPAaHEHUs 0 OCHOBHOM
JEeSATEIbHOCTH U Ha JIeNa 110 JIMYHOMY COCTaBY.

7.4.7. Onucy cOCTaBIIAIOTCA CEKPETAPEM.

1.5. llena epemennoco xparnenus opOpMIISIIOTCS YIIPOILIEHHO: OHU HE MOJIIINBAIOTCS,
JIMCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha 00JI0’KKaX He MPOU3BOAUTCS, OMMCHU Ha Jielia
HE COCTABJISIFOTCS, YYET BEJIETCS 10 HOMEHKIJIATYpE JIedl.

8. YciioBus XxpaHeHUs1 JOKYMEHTOB apXMBa LIKOJIbI



8.1. JIOKyMeHTBI apXuBa XpaHATCSA B apXUBOXPAHUIIHUIIE 00111€00pa30BaTEIbHON
OpraHU3aLHH.

8.2. He nomyckaercst pa3MelieHne apxmsa B MOJIBAIbHBIX U YEPAAYHBIX TOMEIICHUSIX
IIKOJIBI.

8.3. ApXUBOXpaHWIHUIIE TOJKHO OBITH YJAJIEHO OT J1a00paTOPHBIX,
IIPOM3BOJCTBEHHBIX, OBITOBBIX TIOMEIICHUI U HE UMETh OOIIUX C HUMHU BEHTHISIIMOHHBIX
KaHAJIOB. APXWBOXPAHWINLIE OTIAEISAETCS OT COCEAHUX MTOMENIEHUI HECTOPAEMbIMH
CTEHAMU U NEPEKPBITUAMH C MPEAEIAMH OTHECTOMKOCTH HE MEHEE JIBYX 4acoB. B
apXUBOXPAHWIUIIIE HE JOMYCKAeTCs MPOKIAIKa TPyO BOJOCHAOKEHHS U KaHATTN3ALIUH,
TEXHOJIOTHYECKHE HIIM OBITOBBIE BBIBOJIBI BOJIBI.

8.4. ApXMBOXpaHWINILE JOJKHO UMETh €CTECTBEHHYIO MJIM UCKYCCTBEHHYIO
BEHTWJISILIMIO, 00ECTICUUBAIOLIYIO PELIMPKYJIISLUIO BO3AYXa, CTAOUIBHOCTh TEMIIEPATYPHO-
BJIQYKHOCTHOT'O PEXHUMA.

8.5. Bce nocrymnaroniue B apxuB 00pa30BaTeIbHON OpraHu3alui JOKYMEHTHI
pa3MeIaTcs B apXMBOXPAHWIMIIAX HA CTAIMOHAPHBIX W/WIIH MEPEABUAKHBIX
METaJUIMYECKHUX CTEIaXaxX, B METANIMYECKUX MIKadax WM KOHTEHHEepax.

8.6. Cremtaxu J0HKHBI ObITh YCTAHOBJIEHBI EPIIEHANKYJIIPHO CTEHAM C OKOHHBIMU
IPOEMaMH, a B IOMEUIEHUU 0€3 OKOH - C yU€TOM OCOOEHHOCTEH MOMENIEHUS U
obopynoBanusi. He gomyckaercs pa3mellieHne CTeulakeld BINIOTHYIO K HAPYKHBIM CTEHaM
3JJaHUS U K HICTOYHUKAM TEIIa.

8.7. PaccraHoBka cTeiaxei U mkapoB OCYIIECTBISETCS B COOTBETCTBUH CO
CJIeIYIOMMHU TPEOOBAHUSIMU:

e  PACCTOSIHUE MEXJY psiaMu CTeUTaKel (TJaBHbINA Mpoxoj) — He meHee 120 cwm;

e pacctostHue (TTPOXO0M) MEXIY CTelakaMu — HEe MEeHee 75 cM;

e  PAcCCTOSTHUE MEXIY HapyHOU CTEeHOM 3/1aHUs U CTEUIaKaMHU, apalieIbHbIMU
CTEHE — HE MeHee 75 cM;

e PACCTOSIHUE MEXKJy CTEHOUM U TOPIIOM cTeliaxa uiu mkada (00xom) — He MeHee 45
cM;

e  pacCTOSTHUE MEXIY I0JIOM U HI)KHEH MOoJKoM cTesuiaxa (mkada) — He MeHee 15 cMm,
B LIOKOJIBHBIX ATa)xax — He MeHee 30 cM.

8.8. IIpoTBOMOKAPHBIN PEXKUM B 3/IAHUAX, TJI€ PA3MELIAETCS aApXUB IIKOJIbI, U B
apXMBOXPAHWJIMIIAX YCTAaHABIMBAETCI B COOTBETCTBUU ¢ [IpaBuiamMu mpoTUBONOKAPHOTO
pexuma B Poccutickoit @eaepaunn ot 16 centsiops 2020 roga Ne1479.

8.9. ApXHMBHBIE JOKYMEHTHI CIEAYET XPAHUTh B TEMHOTE.

8.10. 3amura TOKYMEHTOB OT JISHCTBUS CBETa 00ECTICUNBACTCS XPAHEHUEM JOKYMEHTOB
B KOpoOKax, Markax u nepermierax, B mkadax Wid Ha CTeJIaxax 3aKpbITOro THUIIA.

8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEIICHUS B KHUTOXPAHUIIMILAX JOJIKEH COCTABIIATh
He MeHee 100 srokc.



8.12. B apxuBOXpaHWIHILE AJIs1 XpaHEHUsI JOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOIINE
napaMeTpbl TEMIEPATYPHO-BIAXKHOCTHOTO PEKUMA:

e U1 XpaHEHHUs JOKYMEHTOB Ha OyMa)XHOM Hocutese — temreparypa 17-19°C,
OTHOCHTEIbHAs BIXKHOCTH Bo3ayxa — 50-55%.

8.13. I[lomenieHnus apxuBa 00pa30BaTEIbHON OpPraHU3aLMH JOJIKHBI COJEPKATHCS B
YHICTOTE, B YCIOBUSAX, UCKIIIOUAIOIIUX BO3MOKHOCTD TMOSIBICHUS TJIECEHU, HACEKOMBIX,
LY.

9. 3ak/II0uNTENbHBIE MOJI0KEHHS

9.1. Hacrosimee [Tomoskenne 00 apXuBe SBISICTCS TOKAIBHBIM HOPMAaTHBHBIM aKTOM,
npuHuMaeTcst Ha O01eM coopanuu pabOTHUKOB IIKOJIBI U YTBEpKAaeTcs (MO0 BBOJIUTCS
B JICHCTBUE) IPUKA30M JUPEKTOpa 00111€00pa30BaTeIbHON OpraHU3alllu.

9.2. Bce u3mMeHeHUs U IOMIOJIHEHMsI, BHOCUMBbIE B HacTostiee [lonoxenue,
0hOpMIISIIOTCS] B TUCBMEHHOM (hOopMe B COOTBETCTBUU JCHCTBYIOIIUM 3aKOHOATEIHCTBOM
Poccutickon ®enepanumu.

9.3. Ilonoxkenue 06 apxuBe 00111€00pa30BaATEIHHOM OpraHU3aIlui MPUHUMAETCS Ha
HeonpeeleHHbIN cpok. M3Menenus u nonosHeHus Kk [lonoxkeHno NpUHUMArOTCS B
nopsJike, npeaycMoTpeHHoM 11.9.1. Hacrosimero [lonoxxenus.

9.4. Ilocne npunsTus [lonoxxeHus (WM U3MEHEHUH U IONOJHEHUN OT/IEIbHBIX yHKTOB
U Pa3zesioB) B HOBOM peaKInK MPEbIyIasi peJakiius aBTOMATUUECKH YTPAuUBaeT CUITY.
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