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1. O0mme noJ1oxKeHNst

1.1. Hacrosmee Ilomoxenune o0 apxuBe IIKOJBI pa3paboTaHO B COOTBeTCTBHH ¢ [Ipmkazom
@enepanbHoro apxuHoro arenrctBa Ne 77 ot 31 urons 2023 roxa "OO yTBep»KACHUU TPaBUIT
OpraHu3aly XpaHEHUs, KOMIUIEKTOBaHUS, y4€Ta U HCIIOJIb30BAHUS JOKYMEHTOB APXUBHOIO
¢donna Poccuiickoit @enepanul U APYrux apXvWBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHON
BJIACTH, OpraHax MECTHOTO CaMOYIpaBJ€HUs W OpraHu3auusax"’ Ha ocHOBaHMM [IpumepHoro
NOJIOKEHUA 00 apXuBE OpraHU3alMM, YTBEPXKIACHHOTO NpHuKazoMm DenepaabHOro apXHUBHOTO
areutctBa Ne 42 or 11 ampens 2018 roma, YcraBoM opraHu3alyy, OCYIIECTBIISIONICH
00pa3oBaTeNIbHYIO JIEATEIbHOCTb.

1.2. Hannoe IlomoxkeHue 00 apxuBe MIKOJBI OIpeAesieT COCTaB JOKYMEHTOB apXHBa
o0uieo0pa3oBaTeIbHOM OpraHu3allid M YCJIOBHUS HMX XpaHEHMs, YCTaHABJIMBAET 3a/auH,
Ha3HayeHHWe U (QYHKIUU IIKOJIBHOIO apXWBa, PEIJIAMEHTUPYET JeATeIbHOCTh JIMIIA,
OTBETCTBEHHOTO 3a BEJCHHE apxXHBa B OPraHM3AllMH, OCYIIECTBISIONIEH 00pa3oBaTeiIbHYIO
JIEATEIbHOCTD.

1.3. B cBoeil AedaTenbHOCTH apXuB PYKOBOJACTBYyeTcs: DenepanbHbIM 3akoHOM Nel25-D3 ot
22.10.2004 «O6 apxuBHOM Jnene B Poccuiickoit denepanuu» ¢ U3MEHEHHSAMHU OT 28 nexalps
2022 roja, HOpPMAaTHBHBIMU IpaBOBbIMU akTamu Poccuiickoit ®enepauun, cyoObekTa
Poccuiickoit @enepani B cepe apXUBHOTO Jejia U JICJIONPOU3BOJICTBA, JIOKATbHBIMU
HOPMAaTHUBHBIMHU aKTaMU 00111€00pa30BaTEIHLHON OPraHU3aIUu.

1.4. JlokyMeHTBI OpraHU3allH, OCYIIECTBIISIONICH 00pa30oBaTeNbHYI0 AeITEIbHOCTh, HMEIOIIHE
HCTOPUYECKOE, KYIbTYPHOE, HAyYHOE, COLMAIbHOE, SJKOHOMUYECKOE U MOJIMTUYECKOE 3HAUEHUE,
COCTaBIISIIOT TOCYAApCTBEHHYIO yacTh ApxuBHOro ¢onna Poccuiickoit deaepanuu, sSBISIOTCS
COOCTBEHHOCTBIO TOCYIAapCTBAa U IOJUIEKAT IOCTOSIHHOMY XPaHEHUI0 B TOCYAApCTBEHHBIX
apxuBax Poccuiickoii @epepauuu. Jlo mepenauym Ha TroOCyJapCTBEHHOE XpaHEHUE JIaHHbIC
JIOKYMEHTBI BPEMEHHO XpaHATCs B 0011€00pa30BaTeIbHON OpraHU3aiy.

1.5. B mkone mna XpaHeHuss JAOKyMeHTOB ApxuBHOro ¢(onaa Poccuiickoit ®epepanuu u
3aKOHUYEHHBIX J€JIONPOU3BOACTBOM JOKYMEHTOB IIPAKTUUECKOI0 Ha3HAYEHUS, UX 0TOOpa, ydera,
WCII0JIb30BAaHUA U MOATOTOBKH K Mepejaye Ha TOCYJapCTBEHHOE XPaHEHUE CO3/1aeTCsl apXHUB.

1.6. ApxuB co3maeTcs Kak CaMOCTOSITENbHOE TIO/pa3AeiieHHe, BO3IIIABISIEMOE JIMIIOM,
OTBETCTBEHHBIM 32 BEICHHE apXMBA COTJIACHO IPUKa3y JUPEKTOPA IIKOJIbI.

1.7. Opranuzaiusi, OCyIIECTBISIONMAs 00pa30BaTEIbHYIO JIEATEIbHOCTh, 00ECIIEUNBACT apXUB
HE00XO0/IMMBIM IIOMEIIEHUEM, 000pPYJOBAHUEM U KaJpaMH.

1.8. OO6meoOpa3zoBaTe/ibHass OpraHuM3amus O0eCIeunBaeT COXPAaHHOCTh, y4YeT, OTOop,
yIOpPSIOYEHUE U HCIHOJb30BaHHWE IOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit deneparum,
oOpa3yromuxcss B ero jgesTeqbHOCTH. (OOecrednBaeT CBOEBPEMEHHYIO Iepenady 3THUX
JIOKYMEHTOB Ha FOCYAapCTBEHHOE XPaHEHHUE.

1.9. Bce paboThl, CBsA3aHHBIE C TOATOTOBKOW, TPAHCIOPTHPOBKOW M Tepenaueii apXWUBHBIX
JIOKYMEHTOB, IPOU3BOJATCS CHJIAMHU U 3a CUET IIKOJIBL.

1.10. 3a yrpaty u mopuy mokymeHToB ApxumBHOTOo (oHma Poccuiickoit dDeneparuu
JIOJDKHOCTHBIE JIMIIAa OPTaHU3alluK, OCYLIECTBISIOUIEH 00pa30BaTeNbHYIO AEATENbHOCTb, HECYT
OTBETCTBEHHOCTb B COOTBETCTBUH C JIEUCTBYIOIIMM 3aKOHOJATEILCTBOM.

1.11. IlIxonpHBI apxuB paboTaeT COMNIACHO IUIaHY, YTBEPXKIAEMOMY JHUPEKTOPOM
o011eo0pa3oBaTeabHON OpraHU3ali, U OTYUTHIBAETCS TIEpe]] HUM B CBOEHl padore.

1.12. KoHTponb  [AEATENBHOCTH  apxXuBa  OCYIIECTBISET  JUPEKTOp  OpPraHU3alUH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B mIKOJbHBINA apXUB MOCTYITAKOT:

* 3aKOHYEHHBIE JIEJONPOU3BOJICTBOM IIKOJBl JTOKYMEHTHI ITOCTOSIHHOTO XpaHEHH,
oOpa3oBaBImMecss B JACATEINBHOCTH CTPYKTYPHBIX TOJpPA3[eleHU, JOKYMEHTEHI
BpeMeHHoro (cBeime 10 JeT) cpoka XpaHEHUs, HEOOXOIUMbIE B INPAKTHYECKOM
NeSITeTbHOCTH, JOKYMEHTBI TI0 KaJpaM 1 00yJaroIuMcs;

* JTOKYMEHTBI MOCTOSIHHOTO XpaHEeHHs u o JTUYHOMY COCTaBy




OpraHu3aIum-
IPEIIECTBEHHUKOB;
e nguuHble  (QoHABI  BeAymIMX ~ paOOTHUKOB  OpraHW3alMd,  OCYIIECTBIISIOLICH
00pa3oBaTeNbHYIO AEATEIbHOCTD, HIOCTYIUBIINE B apXUB;
* Ciy)XeOHBbIC ¥ BEJOMCTBEHHBIC M3/1aHUS;
* CIIPAaBOYHO-IIOMCKOBBIE CpEICTBA K JOKYMEHTaM M YYeTHbIe JOKYMEHTHI ApxXuBa
OpraHu3aIIH, OCYIIECTBISIONICH 00pa30BaTENBbHYIO JESITEIBHOCTD.
2.2. Cpoku XpaHEHMs JOKYMEHTOB B apXuBe 00pa30BaTEIbHOW OpPraHU3allMM ONpPEIEISIOTCS
COIVIACHO CPOKaM, yKa3aHHBIM B YTBEPKIEHHONH HOMEHKIAType Jell.

3. 3amaum apxuBa

3.1. OCHOBHBIMHU 33/1a4aMH aPXHBA SIBISIOTCS:

3.1.1. Opraam3anusi XpaHEHHsS JTOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pas3ieioM 2
Hactosmero [lonoxeHus.

3.1.2. KowmmijekToBaHWEe apxXuWBa JOKYMEHTaMH, OOpa30BaBIIUMHUCS B JEATEILHOCTH
OpraHH3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

3.1.3.  Vuer, obecriedyeHre COXPAaHHOCTH, CO3/IaHNE HAYIHO-CITPABOYHOTO aIlapara.

3.1.4. Vcnonb3oBaHUS TOKYMEHTOB, HAXOASIINXCS HA XPAaHEHUH B apXHUBE IIKOJBI.

3.1.5. TloaroroBka u cBOEBpeMEHHas Iepeiada TOKyMeHTOB ApxuBHOTO doHa Poccuiickoit
®Denepaliii Ha MOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB.

3.1.6. Meronuveckoe pyKOBOACTBO M KOHTpPOJIb 32 (hopMupoBaHHEM U OPOpPMIICHHEM eI B
JEJIONPOU3BOJCTBE IIKOJIBI M CBOEBPEMEHHOW TMepeiayell uX B apXuB 00pa3oBaTeIbHOU
OpraHH3aIiH.

4. DyHKIUM apXuBa
B cooTBeTcTBUY C BO3T0KEHHBIMHU 337[a4aMH aPXUB OCYIIECTBISET CIEAYIONe QYHKITMH:
4.1. OpraHusyeT npueM JOKYMEHTOB IOCTOSHHOIO M BpeMeHHbIX (cBblmie 10 jieT) cpokoB
XpaHEHHs, B TOM YHUCIIE TI0 KaJIpaM H 00ydJarouIuMcsi, 00pa30BaBIIMXCS B S TEIBHOCTH IIKOJIBI,
B COOTBETCTBHUHU C YTBEP)KIACHHBIM I'pauKOM.
4.2. OOecrieunBaeT COXPAaHHOCTh W BEIET y4eT ITOKYMEHTOB M (DOHJOB, HAXOMISIIUXCS Ha
XpaHEHUHU B apXHBe 00111e00pa30BaTEeIbHOM OpraHnu3aIuy.
4.3. TlpencraBnsier B TOCYJApCTBEHHBIH (MYHHIMIAIBHBIA) apXUB YUYETHBIE CBEIEHUS 00
0o0beMe U COCTaBE XpaHAIIMXCS B apXHBE LIKOJbI JOKYMEHTOB ApxuBHOro (gonaa Poccuiickoi
®enepaliii U APYruxX apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C MOPSAKOM TOCYAapCTBEHHOTO
yuyeTa JOKyMeHTOB ApxuBHOTo (ponaa Poccuiickoit deneparui.
4.4. CuctemaTu3upyeT M pa3MelIaeT JOKYMEHTHI, IOCTYMAIOIIMEe HAa XPAHEHUE B IIKOJIBbHBIN
apxuB, oOpa3oBaBIIMecs B  XOJA€  OCYUIECTBICHHMS  JEATENbHOCTH  OpraHU3alluH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.
4.5. PazpabatbiBaeT TrpaduKu MpPEICTaBICHHUs ONUCEH Ha pPacCMOTPEHHE SKCIEpTHO-
IIPOBEPOYHON KOMHCCHM M TIepelayd JOKYMEHTOB ApxuBHoro ¢onna P® Ha XxpaHeHue B
roCyJapCTBEHHbIN (MyHUIIUTIATIBLHBIN) apXUB.
4.6. OcyliecTBIsIeT NOATOTOBKY M ITPEJICTABIISET:
* HAa pPAacCMOTPEHHE U COIVIACOBAHME OKCIIEPTHOM KOMHUCCUHM IIKOJBI OINHUCH AEI
MOCTOSIHHOTO XpaHEeHUs, BpeMeHHbIX (cBbIle 10 J1eT) CpOKOB XpaHEHUs, B TOM UHUCIIe
M0 KaJipaM M 00YYarOLIMMCsl, a TAKXKE aKThl O BBIJICTICHUU K YHHUTOXEHHUIO apXUBHBIX
JOKYMEHTOB, HE MOJUIeKAIIMX XPAHEHHI0, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O
HEUCIIPABUMBIX ITOBPEKACHUAX aPXUBHBIX JOKYMEHTOB;
* Ha YTBEPKICHHUE SKCIEPTHO-IIPOBEPOYHOM KOMHUCCUM YIOJHOMOYEHHOIO OpraHa
WCIIOJHUTENBbHON BiacTu cyobekta Poccuiickoit @eneparuu B chepe apXUBHOTO Aena
(mamee - DIIK apXuBHOTO yUpeKASHUS) OMKCH JIeT TIOCTOSTHHOTO XPaHESHUS;
* Ha coriacoBanue OIIK apxuBHOro yupexnenus cyowbekta Poccuiickoit deneparyu
(MyHUIIMDIAIBHOTO ~ apXWBa), B Clly4ae HaJEJIEeHUsS €ro COOTBETCTBYIOIIMMHU
IIOJIHOMOYUSIMH, OIIUCH JIEN 110 JINYHOMY COCTaBY;




* Ha coriacoBanue OIIK apxuBHOTO yupexnenus cyowbekta Poccuiickoit deneparyu
MYHHMIIMIIAIBHOTO ~ apXWBa), B Cily4yae HAJENEHUS €ro COOTBETCTBYIOIIMMHU
MOJITHOMOYMSIMHU, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKICHUSIX
apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKICHUE ITUPEKTOPY IIKOJBl OMUCU JEJ IMOCTOSHHOTO XPAHEHHs, OIHUCU
BpeMeHHbIX (CBbIlIE 10 JeT) CpOKOB XpaHEHUs], B TOM YHUCIIE OMMCHU eI MO KaJpaM U
00ydJarouMcs, akThl O BBIJCICHUU K YHUUYTOXXEHUIO APXMBHBIX JIOKYMEHTOB, HE
MOJJIKAIUX XPAHEHHUIO0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPaBHUMBIX
MOBPEXACHUSIX apXUBHBIX JIOKYMEHTOB, YTBepkKJeHHbIEe (coryacoBanHble) JIIK mnm
rocy/IapCcTBEHHBIM apXxuBoOM cyOwbekTa Poccuiickoit ®denepauuu (MyHUIUTAIBHBIM
apXMBOM) B CIy4ae HaJEJIEHUsI €r0 COOTBETCTBYIOIIUMHU [TOJIHOMOYHUSIMH.

4.7. Opranusyer mnepemady AaokymeHToB ApxuBHoro ¢onma Poccuiickoit denepanmuu Ha
MIOCTOSIHHOE XPaHEHHUE B TOCYIaPCTBEHHBIN (MYHHUITUTIATBHBIN) apXUB.

4.8. OpraHusyer U MPOBOAUT HKCIEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMEeHHBbIX (CBbimIe 10 er)
CPOKOB XPAaHEHHUS, HAXOJSMIINXCS HA XPAaHEHUU B apXHBE IIKOJBI B IENAX OTOOpa JTOKYMEHTOB
JUIs BKJIIOYEHUs B coctaB ApxuBHOTO (onma Poccuiickoit deneparnuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE MOJJIKALUX JalIbHEUIIEMY XPaHEHHUIO.

4.9. VYyactByeT B paboTe DOKCIEPTHOW KOMHUCCHHM OpTaHU3allUM, OCYIIECTBISIONIEH
00pa3oBaTeNbHYIO JIEATEIbHOCTb.

4.10. IlpoBoAUT MEpONPUATUSA MO OOECIEUEHUI0 COXPAHHOCTH JOKYMEHTOB, HaXOMSIIUXCS Ha
XPaHEHUU B apXUBE OPraHU3alMU, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

4.11. Opranuzyer HHPOPMHUPOBAHHE AJIMUHUCTPALMA W PAOOTHUKOB IIKOJBI O COCTaBe M
COJIEp’)KaHUU JOKYMEHTOB apXuMBa OpraHu3allid, OCYILECTBIAIOLIEH 00pa30BaTENIbHYIO
nesTenbHOCTh. 4.12. HpopMupyeT monb3oBaresieil mo BOIpocaM MECTOHAXOXKICHHS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BbIJau4y AOKYMEHTOB M JeN IJig paObOThl B yYUTEIbCKOW WM BO BPEMEHHOE
10JIb30BaHUE.

4.14. VcnonHseT 3ampochl OpraHU3alil U 3asBJICHUS TPaKIaH 00 yCTAHOBJIEHHUU TPYAOBOTO
CTa)ka W JAPYrUM BOIPOCaM COLMAIbHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM IOPSJKE
BbI/Ia€T KOMMH IOKYMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Bexer y4eT UCONBb30BaHUS JOKYMEHTOB apXHUBa 00pa30BaTeIbHON OpraHu3aIliy.

4.16. Co3znaet (poH[ MONTH30BAHMS ApXHUBA IIKOJIBI M OPraHU3YeT €ro UCIOIb30BaHNUE.

4.17. OcymiecTBisieT BEIEHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM IIKOJbHOTO
apxuBa. Co31aeT, MOMOIHAET U COBEPIICHCTBYET HAYUYHO-CIIPABOUHBIN allapaT K XpaHsAIIMMCs B
apxuBe JiejlaM U JIOKyMEHTaM.

4.18. YuacTByeT B pa3pabOTKe  JOKyMEHTOB OpraHu3aluu, OCYUIECTBIISIOIIEH
00pa30BaTeNIbHYIO I€ATEIbHOCTD, II0 BOIPOCAM apXUBHOTO JI€JIa U AeJI0NPOU3BO/ICTBA.

4.19. Oxa3pIBaeT METOANYECKYIO NOMOIIb:

* cayx0e JeJOoNMpoM3BOJCTBA IIKOJbI B  COCTaBICHUHM HOMEHKJIATYyphl €T,
dbopMupoBaHuU U 0GOPMIIEHUH JIE], KOHTPOJIUPYET MPaBUIBHOCTh (POPMHUPOBAHUS U
o(opMIIeHHUS JIe]T B JIEJIONPOU3BO/ICTBE;

* CTPYKTYPHBIM MOJAPA3JEICHUSM U paOOTHHUKAM IIKOJbI B TOJTOTOBKE JTOKYMEHTOB K
nepesavye B apXyUB OpraHU3allii, OCYIECTBIISIIOIIEH 00pa30BaTEIbHYIO AESITENbHOCTD.

4.20. YuacTByeT B NpPOBEJICHUUM MEPONPHUATHNA MO MOBBILIEHUIO KBATU(UKAUU PaOOTHUKOB
apXuBa U CIY>KOBI IEIIONPOU3BOJICTBA 00Pa30BaTEIHHON OpTaHU3AIHIH.

5. IlpaBa apxuBa
Jns 6blnonnenus 80310M4CEHHbIX 3a0ay U (DYHKYUL JUYO, OMBEMCMEEHHOe 3d apXue, umeem

npaso:
5.1. [IlpexncraBnsiTh AMPEKTOPY OpraHU3alUM, OCYIIECTBISIOLWIEH  00pa3oBaTEIbHYIO
JESATEIbHOCTh,  NPEUIOKEHHUs 10  COBEPLICHCTBOBAHMIO  OpPraHM3allMM  XpaHEHMS,

KOMIUJICKTOBaHUs, y4€Ta U UCIIOJIb30BaHUA apXUBHBIX JOKYMCHTOB B apXHBC IIKOJIbI.
5.2. KOHTpOJlI/IpOBaTB BBITIOJITHCHUC YCTAHOBJICHHBIX IIPpaBHII pa6OTLI C HNOKYMCHTaMH B



CTPYKTYpHBIX  TOAPA3JEICHUSIX  OpraHW3alid,  OCYIIECTBISAIONICH  00pa3oBaTEbHYIO
e TEIIbHOCTD.

5.3. 3ampammBaTh OT CTPYKTYpPHBIX MOAPA3JCICHUNA H pPaOOTHUKOB IIKOJIBI CBEICHUS,
HeoOXouMbIe JIIsl pabOTHl apXHBa, C YYETOM OOECIeueHUs BHIIOJHEHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a/1a4 U GyHKLIUH.

5.4. JlaBaTh pa3bsICHEHUS U PEKOMEHAAIMH MO0 BOIPOCAM, BXOJSAIIUM B KOMIIETEHIIUIO apXUBa
OpraHM3aly, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1E€ATEIbHOCTD .

5.5. HudopmupoBarh CTpyKTypHBIE MNOAPA3AEICHUS IIKOJBI O HEOOXOAMMOCTH Ieperadyu
JIOKYMEHTOB B apXHUB B COOTBETCTBHH C YTBEPKJICHHBIM IPaQuKOM.

5.6. IlpuHumarh ydacTue B 3acelaHMSIX OKCIEPTHOW KOMHUCCHHM OO0IIe00pa3oBaTeIbHON
OpraHM3ali, a TakKXe B SKCIEPTHO-IIPOBEPOYHOM KOMMCCHU YIOJHOMOYEHHOI'O OpraHa
WCITOJTHUTENIbHON BlIacTu cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jiena.

6. OTBeTCTBEHHOCTH 32 (PYHKIHOHUPOBAHME APXHBA
6.1. HasHayeHHOe NpPUKAa30M JIUPEKTOpa IIKOJIbI JIMIO, OTBETCTBEHHOE 3a BEJCHME apXHBa,
HECeT NEPCOHAIBHYIO OTBETCTBEHHOCTb 34!

* BBINIOJIHEHHE BO3JIOXKEHHBIX Ha apXWB 3aJad U (QYHKUUA B COOTBETCTBUU C
JIEMCTBYIOIMM 3aKOHOAaTenbcTBOM Pocculickon Penepanuu;

* opraHuzanuio paboThl apxXuBa, CBOEBPEMEHHOE M KBaJTU(HUIMPOBAHHOE BBIIOJHEHUE
IIPUKA30B, PACIOPSLKEHUM, MOPYYEHUHM BBIIIECTOSIIEIO PYKOBOJCTBA, NEHCTBYIOIIUX
HOPMAaTHBHO-IIPABOBBIX AKTOB I10 CBOEMY IPOHIIO AEATEIbHOCTH;

* panuoHanbHOe M 3()()EKTUBHOE HCIOJIH30BAHUE MATEPHAIBHBIX, (PUHAHCOBBIX W
KaJIPOBBIX PECYPCOB;

*  COCTOSIHHE TPYIOBOM U HCIIOJTHUTENBCKON AUCIUIUIMHBI B ApXUBE, BHIITOJIHEHUE CBOUX
(GyHKIIMOHATIBHBIX 00S3aHHOCTEI;

*  coOJr0JeHNE MTpaBUJl BHYTPEHHETO PaclopsiaKa, CAHUTAPHO-TIPOTUBOIIUIEMUUECKOTO
pekuMa, IPOTHBOIIOKAPHOM O€30MaCHOCTH U TEXHUKH 0€3011aCHOCTH;

* BEACHME JOKYMEHTAllMM, INPEIyCMOTPEHHONW  JEHCTBYIOIUMMH  HOPMAaTUBHO-
IIPABOBBIMU JIOKYMEHTAMU;

* MPEIOCTABICHUE B YCTAHOBJICHHOM IOPAJKE JIOCTOBEPHOM CTATHCTHYECKOW M MHOU
UH(OPMALIUH O AEATEIbHOCTH apXMBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUAX YPE3BbIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIE 3a BEJCHHME JIEJIONPOU3BOJICTBA, IOJATOTOBKY U TpPEACTaBIECHUE
JIOKYMEHTOB Ha XpaHEHHE B apXUB, HA3HAYAOTCS TUPEKTOPOM OpPraHU3ALMH, OCYIIECTBISIOMEH
00pa30BaTENbHYIO JESTEIbHOCTD.

6.3. KouTpomp  nmesTeNnbHOCTH  apXuWBa  OCYHIECTBISET  JAMPEKTOP  OpraHM3allvH,
OCYILECTBIISAIONIEH 00pa30BaTENbHYIO AESITEIbHOCTD.

7. KoMmnjieKToBaHHe apXuBa

7.1. TloaroroBka IOKyMEHTOB K Iepeadue B apXUB 0Opa30BaTEIbHON OpraHU3allid BKJIFOYACT
OKCIEPTH3Y HAYYHOW W MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB, O(OPMIICHHUE JIEN, COCTaBJICHUE
OITHCH.

7.2. DKcmepTH3a EHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yeHHOCMU OOKYMEHmMO8 — OMpPeNeleHHe IEHHOCTH JOKYMEHTOB C IENbI0
0oT0Opa MX Ha XpaHEHUE M YCTAHOBIIEHHE CPOKOB XpaHCHHS. DKCIIEPTHU3Y IICHHOCTH JOKYMEHTOB
B 00pa3oBaTeJIbHONH OpPraHU3alMU OCYIIECTBJIAET IOCTOSHHO JCHCTBYIOIIAs OSKCIEpTHAsS
KOMHMCCHSI.

7.2.2. Dxcnepmuas komuccusi Ha3HAYaeTCs TPHKA30M JMPEKTOpa IIKOJIBL. B cocram
SKCHepTHOI\/’I KOMHCCHUH BKIIIOYAOT HE MCHEC TPEX COTPYAHHUKOB, B TOM YHUCIIC B 00s13aTeIBbHOM
MOPSJIKE JIMIO, OTBETCTBEHHOE 3a BEICHHUE apXHBa INKOJIBI, ¥ IUPEKTOP MYHUIIMITAIHHOTO
apxuBa (o cormacoBannio). CekperapeM DKCIEPTHOW KOMHUCCHM Ha3HA4YalOT CeKperaps
00pa3oBaTeIbHONW OpraHM3aluu. OKCIEpTHAs KOMHCCUS Ha 3acelaHusX paccMaTpUBacT:
HOMCHKIJIATYypYy A€JI IIKOJbI, OITMCH A€ IMOCTOAHHOI'O XpaHCHUA W 110 JIMYHOMY COCTaBY, aKThbl HA



AOKYMCHTHI, BBIACIIACMBIC K YHUUYTOXKCHULO.

7.3. Odopmitenue aen

7.3.1. [lena moCTOSIHHOTO XpaHEHUs MOJUIMBAIOTCS B TBEPAYIO OOJOXKKY CYpOBBIMH HUTKAMHU.
JIucTel HyMEpyIOTCS B MPAaBOM BEPXHEM YTy MPOCThIM KapaHaamoMm. KomudecTBo JHCTOB B
KaXKIOM JieJe He JOJDKHO mpeBbimaTth 250. B koHIE fena Ha OTAENbHOM JIHCTE COCTaBIISIeTCS
3aBepUTEIbHAS HAAINUCH.

7.3.2. Ha o0n0Ke Jel TOCTOSHHOTO XPAaHEHHS JOJDKHBI OBITh IIPOCTABIICHBI CIIEAYIOIINE
PEKBHU3HUTHI:  IOJIHOC HAMMEHOBAHHWE BBIMIECTOSAIICH OpraHu3allii, HAUMEHOBAHUE
o0Opa3oBaTeNbHOIl OpraHu3aluy, HOMEp (MHIEKC) Jejla MO0 HOMEHKJIAType, 3arojioBOK ena,
KOJIMYECTBO JINCTOB, CPOK XPAHEHUS WM OTMETKA «XPAaHUTh MOCTOSTHHO», HOMEp (OH/Ia, OTIHCH,
nena.

7.3.3. Ilo oOKOHUaHMM JAEJONPOM3BOACTBEHHOTO Troga B O(OpMIICHHBIE OOJOXKH e
MOCTOSTHHOTO XPAHEHHUs BHOCSTCSI HEOOXOIUMbIE YTOUHEHHUS: B 3aroJIOBKU Jen,
COJIepIKaINX PaCHOPSIUTEIbHBIC TOKYMEHTHI (IIPHUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpPA; €CIIU
JEI0 C TMEpPEenuCKOM COCTOMT M3 HECKOJIbKUX TOMOB, B KaXJIOM TOME YKa3bIBaeTcs
KOPPECIOH/ICHT, aBTOpP, TCPPHUTOPHS, NPyrue AaHHbIE. B KaXIOM TOME YyKa3bIBaeTCs Jara
(uucno, Mmecs, rof) Hayala U OKOHYAHHs JAHHOTO ToMa. TOYHBIE JAaThl MPOCTABIISIIOTCS Ha
00J105KKax JUIsl OBICTPOrO MOUCKA JIOKYMEHTOB B MOCIEAYIOLIEM; U3 3aBEPUTEIbHON HAJIIUCH Ha
00JI0KKY JieJIa BBIHOCUTCS KOJTMYECTBO JINCTOB B JIEJIE.

7.3.4. Hagmucn Ha OOJOXKKAaxX Je TIOCTOSHHOTO U JIOJTOBPEMEHHOTO XPAHCHHS CICIyeT
MIPOU3BOIUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

7.3.5. Jlna yueta KOJHMYECTBA JIMCTOB B Jejie W (DUKCAIUM OCOOCHHOCTEH MX HyMepaluu Ha
OTJIEIbHOM JIUCTE COCTaBIISIETCS 3aBEPUTEIbHAS HAIIIUCh.

7.3.6. B 3aBepuTenbHON HAIMUCH yKa3bIBACTCSI KOJMYECTBO JIUCTOB (IIM(paMH U MPOMHCHIO) B
nene. 3aBepUTeNbHasl HAJIUCH MOIMUCHIBAETCS COCTABUTENEM C yKa3aHHEM €ro JOJHKHOCTH U
JIaThl COCTABJICHUSI.

7.3.7. BHyTpeHHsIsI OMMCh COCTaBJSIETCS K JieJaM MOCTOSTHHOTO M JOJITOBpEeMEeHHOTro (cBbiie 10
JIET) CpOKa XpaHeHUs, CHOPMUPOBAHHBIM TI0 PA3HOBUIHOCTSM JJOKYMEHTOB, 3ar0JIOBKA KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE CO/IepKaHNE TOKYMEHTOB (0c000 IIEHHbIE, TUYHbIE eJa U Jp.).

7.4. OnucaHue TOKYMEHTOB MOCTOSHHOTO CPOKA XPAHECHHS.

7.4.1. Onucu COCTaBISIOTCS pa3[eNbHO Ha Jella TMOCTOSHHOTO XpaHEHHS IO OCHOBHOM
JEeSTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.2. Onucu cOCTaBISAIOTCA JEIOTPOU3BOAUTEIEM.

7.4.3. Onwmch BeAeTcs B €IUHON BaJIOBOM HyMEpaIlui B TEYEHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ HCTEKIIUM CPOKOM XPAHEHHS COCTABISETCA aKT 00 YHUUTOKEHUU.

7.4.5. Tlo oKOHYaHWM JEJOMPOM3BOJCTBEHHOIO To/Ja B 00pa3oBaTeNbHONW OpraHU3aIluu
MIPOU3BOTUTCS OTOOP AOKYMEHTOB IMOCTOSSHHOTO CPOKa XPAaHEHHUS ISl BKIIOYCHHS MX B OIMUCH.
Onuce COCTOMT W3 TOJOBBIX pa3/ieloB, BHYTPU Tofa JeNla paclojararTcs IO CTENeHU
3HAUUMOCTH C YYE€TOM HOMHUHAJIBHOTO TMPHUHIMNA (B COOTBETCTBHM C HOMEHKJIATYpOH
0011e00pa3oBaTeIbHON OpraHU3aIin).

7.4.6. Onucu COCTaBJISIOTCS pa3[eNbHO Ha Jella TMOCTOSHHOTO XpaHEHHUS IO OCHOBHOM
JeSTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.7. Onucu COCTaBISAIOTCS CEKPETApEM.

7.5. [lema BpeMEHHOTO XpaHeHHUS OQOPMIISIFOTCS YIPOIISHHO: OHU HE TOJIIMBAIOTCS, JINCTHI B
HUX HE HYMEpPYIOTCS, yYTOYHEHHE Ha OOJIO)KKaX HE MPOU3BOJIUTCS, OMUCH Ha Jella He
COCTaBJISIFOTCS, YYET BEIETCS 0 HOMEHKJIAType Jel.

8. YcioBuS XpaHeHHs JOKYMEHTOB apXHBa

8.1. JIoKkyMEHTHI apXHBa XPaHATCS B apXUBOXPAHWIAIIE 001Ie00pa30BaTEIbHON OpraHu3alliy.
8.2. He nomyckaercst pa3MelleHrne apX1Ba B OJBAIBHBIX U YePAAYHBIX TOMEIICHUSAX LIKOJIBI.
8.3. ApXUBOXpaHWIHUIIE JJOJDKHO OBITh yJalleHO OT JIaDOPAaTOPHBIX, IPOU3BOICTBEHHBIX,
OBITOBBIX MOMENIEHWH W HEe MMeTh OOMHUX C HHUMH BEHTWIALHOHHBIX KaHAJOB.



ApXMBOXpaHWIHINE OTHEISICTCS OT COCEIHHUX TOMEIIEHUH HEeCrOopaeMbIMH CTEHAMU U
NEPEKPBITUSAMHI C TpeJelaMd OTHECTOMKOCTH HE MEHee JIBYX 4acoB. B apXxuBoXpaHWIIHUIIE HE
JIOITYCKAeTCs MPOKIIAKa TPYO BOJOCHAOKECHHS M KaHATH3AIMH, TEXHOJIOTUIECKIE HIIH OBITOBBIC
BBIBO/JIbI BOJIBI.
8.4. ApXWBOXpAaHUIUIIE JOHKHO HMETh ECTECTBCHHYIO WJIM HMCKYCCTBEHHYIO BEHTHWIISIIHIO,
00ecrnevynBarolyl0 PEUPKYJISIUI0 BO3JyXa, CTAaOUIBHOCTH TEMIIEPATYPHO-BIAKHOCTHOTO
pexuMa.
8.5. Bce mocrynaromue B apXxuB 00pa3oBaTeNIbHON OpraHu3aliy JOKYMEHTBl pa3MEelIaloTCs B
ApPXWBOXPAHWINIAX HA CTAIMOHAPHBIX W/WIW TMEPEIBIKHBIX METAUTMYECKUX CTEIUTakKaxX, B
METAJIIMYECKUX IKadax Wik KOHTeHHEepax.
8.6. Cremmaxu MOKHBI OBITH YCTAHOBIICHBI TEPIEHAWKYISIPHO CTEHAM C OKOHHBIMH
poeMaMu, a B MOMEIIEHUU 0€3 OKOH - C y4eTOM OCOOEHHOCTEH MOMEIeHHsI U 000pyAOBaHUS.
He pomyckaercst pa3MelnieHHe CTeUIaXed BIUIOTHYIO K HapyKHBIM CTEHAM 3JaHus U K
MCTOYHUKAM TeIlIa.
8.7. PaccranoBKka creiutaked W IIKaQOB OCYIIECTBISETCS B COOTBETCTBUH CO CIEIVIOIIMMHU
TpeOOBaHUSIMU:

*  PAcCTOSIHHME MEXY psAllaMU CTeUTakel (TJIaBHBINA Mpoxox) - He MeHee 120 cm;

* pacctosHue (MPOXOMd) MEXKY CTEIaXKaMH - He MeHee 75 cM;

*  PACCTOSIHME MEX]y HApY>KHOM CTEHOU 3/1aHuA U CTEJUIaKaMH, MapajuIeIbHIMUA CTEHE -

He MeHee 75 cMm;
*  pacCTOSIHHE MEXJy CTCHOH M TOPIIOM cTeJutaxa win mkada (00xox) - He MeHee 45 cMm;
* paccTOsiHHE MEXIy MOJIOM U HIDKHEH MOJKOM cremaxka (mkada) - He menee 15 cm, B
LIOKOJIBHBIX dTakax - He MeHee 30 cM.
8.8. IlpoTuBOmOXapHBIA peXUM B 30aHUSAX, T[I€ pa3MeEIIaeTcs apXWB MIKOJbI, U B
ApXWBOXPAHWINIAX YCTAHABIMBACTCS B COOTBETCTBUU ¢ [IpaBWiiaMu MPOTHBOIOKAPHOTO
pexxuma B Poccutickori @enepanuu ot 16 centsaops 2020 roma Nel1479.
8.9. ApXUBHBIE IOKYMEHTHI CIICAYET XPaHUTh B TEMHOTE.
8.10. 3ammTa JAOKYMEHTOB OT JEHCTBUS CBEeTa OOECIIEYMBACTCS XPAaHEHHWEM [OKYMEHTOB B
KOpOoOKax, Marnkax | rnepervieTax, B mkadax Wik Ha CTeJUIaXax 3aKphITOro THIIA.
8.11. VpoBeHb UCKYCCTBEHHOTO OCBEUICHUS B KHUTOXPAHMIIHIIAX JOJIKEH COCTABIIATh HE MEHEe
100 mrokc.
8.12. B apXMBOXpaHWIWIIE JJis XpaHEHUs JOKYMEHTOB YCTAHABIWBAIOTCS CIEAYIOIINE
apaMeTpbl TEMIIEPATYPHO-BIAKHOCTHOTO PEKIMA:
* JUI1 XpaHEHUs JIOKyMEHTOB Ha OyMaXHOM Hocutene - Temmeparypa 17-19°C,
OTHOCHTEIbHAS BIOKHOCTH Bo3ayxa - 50-55%.

8.13. IlomemeHus apxuBa 00pa3oBaTEIbHON OPraHU3AIMH JOJHKHBI COAEPKATHCS B YUCTOTE, B
YCIIOBUSX, HCKITFOYAIOIIIX BO3MOYKHOCTb IOSIBIICHUS TUICCEHHU, HACEKOMBIX, ITHLITH.

9. 3aki04YUTeIbHBIE MOJI0KEHUS

9.1. Hacrosimee IlonoxeHue siBisieTCSl JOKaJbHBIM HOPMATHUBHBIM aKTOM, NMPHUHUMAETCs Ha
[legarornyeckoMm coBeTe IMIKOJBI M yTBepkaaercss (MO0 BBOAMUTCS B JIEHCTBUE) IPHUKA30M
JUPEKTOpa OpraHu3allu, OCYIIECTBISIONEH 00pa3oBaTeIbHYIO 1€ATEIbHOCTb.

9.2. Bce m3MeHeHUs W JIONOJMHEHUS, BHOCUMBIC B Hactosmiee [lonoxenue, ohopMisiorcs B
NUCbMEHHONW (opMe B COOTBETCTBUH JICHCTBYIOIIMM 3aKOHOJATENHLCTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxxenue 00 apxuBe 00mE00pa3OBaTENbHOW OpraHu3allMd NPUHUMAETCs Ha
HEONpeIENEHHbIN CpoK. M3MeHeHuss u nonosHeHus K 110y10KeHNI0 TPUHUMAKOTCS B MOPSIKE,
npeaycMoTpeHHoM 11.9.1. Hacrosiiero [lonoxenust.

9.4. Tlocne mpunsTus [lomoxkeHus (WM M3MEHEHU W JIOTIOJHEHWH OTHENBHBIX ITYHKTOB M
pa3esioB) B HOBOM pefaKluy IpeablIylas peJakliis aBTOMaTHUECKN yTPAauuBaeT CUILY.



