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1. O01mMe moJ1oKeHus

1.1. Hacrosiuiee IloJioxxenne 06 apxuBe HIKOJIbI pa3padOTaHO B COOTBETCTBUHU C
[Tpuxazom denepansuoro apxuHoro arenrcTBa Ne 77 ot 31 uronst 2023 roga «O6
yTBepkieHnH [IpaBui opraHu3anuy XpaHeHUs, KOMIUIEKTOBaHUS, y4eTa U
UCIOJIb30BaHUs JOKyMeHTOB ApxuBHOro (onaa Poccuiickoit @eneparuu u
JIPYTUX apXUBHBIX JOKYMEHTOB B TOCYIAPCTBEHHBIX OPraHaX, OpraHaX MECTHOIO
CaMOYIPaBJICHUS U OPTaHU3ALNAX», HA OCHOBaHUH [IpuMepHOro nosoxxenus oo
apXvBe OpraHu3aliy, yTBEpKAECHHOro npruka3zoM PenepaabHOro apXuBHOIO
areHTcTBa No 42 ot 11 anpens 2018 roxna, a Takke YcTaBoM OpraHu3alini,
OCYIIECTBIISAIOLIEH 00pa30BATENbHYIO EATEIBHOCTb.

1.2. Hannoe llonoocenue 06 apxuee wikovl ONMPENEIIICT COCTaB JOKYMEHTOB
apxuBa 00111e00pa30BaTEILHON OpraHU3aIluy U YCJIOBUS UX XPaHCHMUS,
yCTaHaBJIMBACT 33J1a4M, HA3HAYCHUE M (PYHKIIUU IITKOJIBHOTO apXHBa,
periaMeHTUPYET ACSATEIbHOCTD JIUIa, OTBETCTBEHHOI'O 32 BEJICHUE apX1Ba B
OpraHu3aliu, OCYIECTBISIONIEH 00pa30BaTENbHYIO IEATENbHOCTD.

1.3. B cBoeil aesitenbHOCTH apXuB pyKoBoAcTByeTcs DenepanbHbiM 3aKOHOM No
125-®3 ot 22.10.2004 «O6 apxuBHoM nene B Poccutickont Deaepanum ¢
u3MeHeHus MU OT 25 nexkabps 2023 roga, HOpMATUBHBIMU IIPABOBBIMH aKTaMHU
Poccuiickoit @eaepanun, cyobekta Poccuiickoit @enepanuu B chepe apXuBHOTO
JieJia ¥ ACJIONPOU3BOJICTBA, JJOKATbHBIMA HOPMATUBHBIMU aKTaMU
o011e00pazoBaTeNbHON OpraHu3allvy.

1.4. JlIokyMeHTBI OpraHu3aliu, OCYIIECTBISIONIEH 00pa30BaTEILHYIO
NEATEIBHOCTh, UMEIOIINE HCTOPUUECKOE, KYJIBbTYPHOE, HAYYHOE, COLIMAIBHOE,
DKOHOMHMYECKOE U TOJINTUYECKOE 3HAUEHUE, COCTABIISIIOT TOCYAAPCTBEHHYIO YaCTh
ApxusHoro ¢ponaa Poccuiickoit denepanuu, siBASIOTCS COOCTBEHHOCTHIO
rocyJapCTBa U MOJJIEkKAT NOCTOSIHHOMY XPaHEHUIO B TOCYIAPCTBEHHBIX apXHUBaX



Poccuiickont denepanuu. 1o nepenauu Ha TOCyJapCTBEHHOE XPAaHEHUE JAHHbBIE
JOKYMEHTBI BPEMEHHO XpaHATCs B 0011€00pa30BaTEIbHON OpraHU3aliy.

1.5. B mikosie a5 XxpaHeHus J0KkyMeHToB ApxuBHoro (ona Poccuiickoi
denepanuy U 3aKOHYEHHBIX JI€JIONPOU3BOICTBOM IOKYMEHTOB ITPAKTUYECKOTO
Ha3HAuYEHUs, UX 0TOOpa, yueTa, UCIOJIb30BaHUS U TIOJIFOTOBKH K NIepeiaue Ha
rOCyJIapCTBEHHOE XPAHEHUE CO3JAETCSA APXUB.

1.6. ApxuB co3maeTca Kak CaMOCTOSITEIbHOE MOIPA3ACICHHUE, BO3TIIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJECHUE apX1Ba COMIACHO MPUKA3Y JTUPEKTOPA IIKOJIBI.

1.7. Opranuzanusi, OCyIIeCTBIIsAONIAs 00pa30BaTeNbHYIO 1€ATEIbHOCTD,
oOecreynBaeT apXruB HEOOXOIMMBIM MTOMEIICHUEM, 000PYI0BaHUEM U KaJIpaMHu.

1.8. OGmeobpa3oBareabHasi OpraHu3anus 00ecrnednBaeT COXpaHHOCTh, YUET,
0TOOp, YIOPSIOUCHUE ¥ HCITOIH30BAHUE TOKYMEHTOB ApXUBHOTO (POH/Ia
Poccutiickoii @enepanuu, 00pa3yromuxcs B ero aeareabHocTi. ObecrneunBaeTt
CBOEBPEMEHHYIO TIepeIady 3THX JOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHCHUE.

1.9. Bce paboThl, CBsI3aHHBIE C MOJATOTOBKOW, TPAHCTIOPTUPOBKOM U Mepeaadeit
aAPXUBHBIX JJOKYMEHTOB, IPOU3BOAATCS CUIAMU U 3a CUET IIKOJIbI.

1.10. 3a yrpaTy u nopuy 10KyMeHTOB ApxuBHOro ¢onaa Poccutickoit deneparuu
JOJDKHOCTHBIE JIMI[A OPraHU3all1, OCYHIECTBISIONIENH 00pa30BaTEIbHYIO
JESITEIbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBUM C JCHCTBYIOIIUM
3aKOHOJATEIBCTBOM.

1.11. HlkonbHbIN apxuB paboTaeT coryacHo naHHoMy llonoxenuto u miany,
YTBEPKAAEMOMY TUPEKTOPOM 00111€00pa30BaTeIbHON OpraHu3aluu, 1
OTUYUTHIBAETCS MEPE]l HUM B CBOEH padoTe.

1.12. KoHTpoJIb I€SITENBHOCTH apXUBa OCYIIECTBIISIET AUPEKTOP OpraHU3aluu,
OCYIIECTBIISIOIIEH 00pa30BaTEeNIbHYIO MEATeTbHOCTD.
2. CocTaB I0KYMEHTOB apxXuBa

2.1. B IKOJBHBINA apXUB HOCTYIIAKOT:

3aKOHUYEHHBIC JACIOMPON3BOACTBOM IIIKOJIBI JOKYMEHTHI IIOCTOSTHHOTO XPaHESHWSI,
o0Opa3oBaBIIHECs B JEATEIBHOCTH CTPYKTYPHBIX MOAPA3ICICHUN, JOKYMEHTBI
BpeMeHHOTo (cBbImIe 10 jeT) cpoka XpaHeHUs, HEOOXOIMMbIE B MPAKTUYECKOM
JESTEIbHOCTH, JOKYMEHTBI 10 KaJpaM U 00y4aroniumMcs;

JIOKYMEHTBI IOCTOSIHHOTO XPaHEHHMS U TI0 INYHOMY COCTaBY OpraHU3alluii-
MPEIICCTBEHHUKOB;

au4HbIe GOHBI BEAYIIUX PAOOTHUKOB OPTaHU3AIMH, OCYIIIECTBIISIONIEH
00pa3oBaTeNbHYIO AeATEIbHOCTbD, IOCTYIUBIINE B aPXUB;



CJ'I}’)KC6HBIC 1 BEAOMCTBCHHBIC U34aHUA,

CIIPaBOYHO-IIOMCKOBELIC CPCACTBA K JOKYMCHTAM U YUCTHBIC JOKYMCHTLI ApXI/IBa
OopraHusanuu, OCYHICCTBJ'IHIOIHCﬁ O6paBOBaTCJ'II)Hy}0 ACATCIBHOCTD.

2.2. Cpoku XpaHEeHHUs TOKYMEHTOB B apXHUBe 00pa30BaTEIbLHOM OpraHu3aiuu
OTPEIEISAIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJIEHHON HOMEHKJIAType
Jen.

3. 3agaum apxuBa

3.1. OCHOBHBIMH 3aJITa4aMU apXWUBA ABJISTFOTCS

3.1.1. Opranu3zanus XpaHeHHs TOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH
pazzaenom 2 Hactosuiero [lonoxenus 06 apxuse 0011e00pa3oBaTENbHON
OpraHu3aluH.

3.1.2. KommiekToBaHUE apXHBa JOKyMEHTaMU, 00pa30BaBIIUMUCS B
JeSITEIbBHOCTH OpTraHU3alluu, OCYIECTBIISIIONIECH 00pa30BaTEIbHYIO IS TEIbHOCTb.

3.1.3. Yuer, obecrieueHrEe COXPAaHHOCTHU, CO3/IaHNE HAYYHO-CIIPABOYHOTO
ammapara.

3.1.4. Ucnonb30BaHus JOKYMEHTOB, HAXOIAIINXCSI HA XPAHCHUHU B apXUBE IIKOJIBI.

3.1.5. IloaroToBka 1 CBOEBpEMEHHas Mepeada JOKyMEHTOB ApXUBHOTO (oHIa
Poccuiickon denepannu Ha TOCTOSIHHOE XpaHEHUE B TOCYAAPCTBEHHBIN
(MyHULIMITAJIBHBIN ) apXUB.

3.1.6. MeTonnueckoe pyKOBOJICTBO U KOHTPOJIb 32 (DOPMUPOBAHUEM U
oopmIIEHHEM €I B AECTONPOU3BOACTBE IIKOJIBI M CBOEBPEMEHHOM NIEpeadyei ux
B apXuB 00pa30BaTeIbHON OpraHu3aluu.

4. ®yHKUMHU apXMBa HIKOJIbI

B cooTBEeTCTBUM ¢ BO3JI0KEHHLIMU 3agadyaMi apXuB OCYIICCTBJIACT CICAVIOINUC

EhYHK! [MH.

4.1. Opranuzyer npuem JOKYMEHTOB IMOCTOSSHHOTO ¥ BpeMeHHbIX (cBbImIe 10 jeT)
CPOKOB XpaHEHUsI, B TOM YHCIIE TI0 KaJpaM U 00ydaronmmcs, 00pa30BaBIINXCS B
NESATEeTLHOCTH IIKOJIbI, B COOTBETCTBUU C YTBEPKIACHHBIM IPauKOM.

4.2. O6ecnieunBaeT COXPaAaHHOCTh U BEJIET YUET JOKYMEHTOB U (POHJIOB,
HAXOJISAIIMXCS HAa XpaHEHUHU B apXUBe 00111e00pa30BaTEILHON OpraHu3aIuu.

4.3. [IpexacrapisieT B roCcy1apCTBEHHbIN (MYHULIMITAJIbHBIN) apXUB YUYETHbIE
CBeJIeHUs1 00 00bEME U COCTABE XPAHSIIMXCS B ApXUBE IIKOJIbI JOKYMEHTOB
ApxuHoro ¢onga Poccuiickoit deaepaiuu U Ipyrux apXuBHBIX TOKYMEHTOB B



COOTBETCTBHUU C MOPSIIKOM TOCYJaPCTBEHHOTO yueTa JIOKYMEHTOB APXUBHOIO
dbonna Poccuiickoit deaeparuu.

4.4. CucremaTu3upyeT U pa3MeliaeT JOKYMEHTHI, MOCTyNalol1e Ha XpaHEHUE B
HIKOJIbHBINA apXHB, 00PA30BaBIIMECS B X0J1€ OCYILECTBICHUS NEATEIbHOCTH
OpraHu3alMK, OCYIIECTBISIONIEH 00pa30BaTENbHYIO IEATEIbHOCTD.

4.5. Pa3zpabaTeiBaet rpaduku MpeACTaBICHUS ONMKUCEN HA PACCMOTPEHHUE
HKCIEPTHO-NPOBEPOYHON KOMUCCHH U NIEpEaul JOKYMEHTOB ApXUBHOIO (poHaa
P® Ha xpaHeHHe B roCcyJapCTBEHHBIN (MYHHULIMIIAIBHBIN) apXUB.

4.6. OCVyIECTBIISET MOJATOTOBKY Y IIPEACTABIISIET:

Ha PACCMOTPEHUE U COTIACOBAHUE SKCIEPTHON KOMHUCCHH LIKOJIbI ONTUCH AEIT
IOCTOSIHHOT'O XpaHEHUs!, BpeMEHHBIX (CBbIlIE 10 J€T) CpOKOB XpaHEHHUs], B TOM
YHClIe IO KaJipaM U 00y4aroIuMCs, a TAK)KE aKThl O BBIICJICHUH K YHUYTOKECHUIO
apXUBHBIX JTOKYMEHTOB, HE MOJUIEkKAIIUX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThbl O HEUCIIPABUMBIX IIOBPEKICHUAX APXUBHBIX TIOKYMEHTOB;

Ha YTBEPKIAEHUE IKCIIEPTHO-NPOBEPOYHON KOMUCCHUH YIIOJTHOMOYEHHOTO OpraHa
WCIIOJTHUTENILHOM BllacTH cyobekTa Poccuiickoit deaeparuu B chepe apXuBHOTO
nena (nanee - DIIK apXUBHOTO yUpeKIeHUs1) OMUCH JIe] TOCTOSSHHOTO XpaHEHHUS,

Ha corytacoBanue DIIK apxuBHOTrO yupexaeHus cyonbekTa Poccuiickoit
®denepanuu (MyHUIIMIATBHOTO apXUBa), B Clly4ae HAJIEJIEHUS €ro
COOTBETCTBYIOIIMMU ITOJTHOMOYHSIMU, OITUCHU J€J MO JINYHOMY COCTaBY;

Ha cornacoBanue DIIK apxuBHoro yupexxaenus cyobekra Poccuiickoit
®denepauny (MyHUIIMIAIBHOTO ApXUBA), B CIIy4ae HA/IEJIEHUS €ro
COOTBETCTBYIOIIUMHU MOJHOMOYHUSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEHCIPABUMBIX MOBPEKICHUAX aPXUBHBIX JTOKYMEHTOB;

Ha YTBEPKJIEHUE AUPEKTOPY LIKOJIbI OMUCHU AEJN MOCTOSIHHOTO XPaHEHUSs, OIIUCH
BpeMeHHbIX (cBblilIe 10 JIeT) CPOKOB XpaHEHUS], B TOM YMCJIE OIKCH JE 110 KaJapam
1 00y4aroUIMMCs, aKThl O BBIJCJIEHUU K YHUUYTOKEHUIO apXUBHBIX JIOKYMEHTOB, HE
HOJUIEKALINX XPAHEHUIO, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPAaBUMBIX
HOBPEXKACHUAX apXUBHBIX JOKYMEHTOB, YTBEPkKACHHbIE (coraacoBaHHble) DIIK
WJIU TOCYJapCTBEHHBIM apXHUBOM cyObekTa Poccuiickoit deaeparuu
(MyHULIMITAJIBHBIM apXKWBOM) B CJIy4yae HaJeJIeHHUs €r0 COOTBETCTBYIOIMMU
MOJIHOMOYHSIMHU.

4.7. OpranusyeT nepeaady J0KyMeHTOB ApxuBHoTo (hoHa Poccuiickoi
denepaluy Ha MOCTOSTHHOE XPAHEHUE B TOCYIAPCTBEHHBIN (MYHULIUTTAIBHBIN )
apXHuB.

4.8. Opranu3zyeT ¥ IPOBOJIUT SKCIEPTU3Y LIEHHOCTH IOKYMEHTOB BPEMEHHBIX
(cBpie 10 1€T) CPOKOB XpaHEHHUsI, HAXOAIIMXCS HA XPAHEHNUH B apXUBE IIKOJIBI B
IeJIsIX 0TOOpa JOKYMEHTOB JIJIsl BKJIFOUEHUS B COCTaB ApXUBHOTO (hoHIA
Poccuiickon denepanyu, a TAKKe BBISBICHUS TOKYMEHTOB, HE MOIJICKAIINX
NAJIbHEUIIEMY XPAHEHHUIO.



4.9. YuacTtByeT B pab0Te SKCIIEPTHOW KOMUCCHH OPTraHU3alliH, OCYIECTBIISIONICH
00pa3oBaTeNbHYIO A TEIbHOCTD.

4.10. TIpoBoAUT MEPONIPUATHS IO OOECIICUEHUIO COXPAHHOCTH IOKYMEHTOB,
HAXOJISAIIMXCS HAa XpPAaHEHUHU B apXUBE OPraHU3aIMH, OCYIIECTBIISIOIEH
00pa3oBaTeNbHYIO A TEIBHOCTD.

4.11. Opranuzyet uHGOPMUPOBAHNE AIMUHUCTPAIIMN U PAOOTHUKOB IIKOJIBI O
COCTaBE M COJIEP>KAHUH IOKYMEHTOB apXKBa OpPTaHU3aIUH, OCYIIECTBIISIONIEH
00pa3oBaTeNbHYIO A TEIHLHOCTD.

4.12. adopmupyeT moib30BaTeiell o BOMPOcaM MECTOHAXOKICHHS apXUBHBIX
JIOKYMEHTOB.

4.13. OpranusyeT BblJauy JOKYMEHTOB U JeJ1 AJis paOOThl B yUYUTEIbCKON MU BO
BPEMEHHOE MOJIb30BAHUE.

4.14. UcnonusieT 3anpockl OpraHu3aluil 1 3asBICHUs IpakKaaH 00 yCTaHOBICHUH
TPYAOBOI'O CTaXka U APYTUM BOIPOCAM COLMAILHO-IIPABOBOI'O XapaKTepa, B
YCTaHOBJICHHOM TOPSIIKE BbIJIAET KOMUU JOKYMEHTOB M apXUBHBIE CIIPABKHU.

4.15. Benet y4yeT UCNoab30BaHus IOKYMEHTOB apXHBa 00pa3oBaTeIbHON
OpTraHu3allyH.

4.16. Coznaet GoH/ MOIB30BAHUS APXHUBA IIKOJIBI M OPraHU3YET €ro
UCIIOJIb30BaHUE.

4.17. OcymiecTBasieT BEAEHUE CIIPABOYHO-TIOUCKOBBIX CPEJICTB K JOKYMEHTAM
HIKOJILHOTO apxuBa. Co3/aeT, MOMOJIHIET U COBEPUIEHCTBYET HAYYHO-CIIPABOYHBIM
amnmnapar K XpaHAIIUMCS B apXUBE JIeJlaM U JOKYMEHTaM.

4.18. YuacTByeT B pa3pab0OTKe JOKYMEHTOB OPTaHU3alMH, OCYIIECTBISAIOMIEH
00pa30BaTeNIbHYIO IE€ATEIbHOCTD, IO BOIPOCAM apXUBHOTO JeJia U
JEJIONPOU3BOCTBA.

4.19. Oka3pIBaeT METOINYECKYIO TOMOIIID:

CITyx0€e 1eTIONpPOU3BO/ICTBA IIKOJIbI B COCTABIIEHUH HOMEHKJIATYPHI JIed,
dbopmupoBaHUU U 0OPOPMIICHUU €I, KOHTPOJUPYET MPABUILHOCTh (POPMUPOBAHUS
1 o(popMIIEHUS A€ B IEJIONPON3BOJICTBE;

CTPYKTYPHBIM MOJPA3ACICHUSIM U paOOTHUKAM LIKOJbI B TOATOTOBKE JOKYMEHTOB
K [epejiaue B apX1B OpraHU3alllK, OCYILECTBRISIONIEH 00pa30oBaTEIbHYIO
NeSATEIbHOCTbD.

4.20. YuacTByeT B IPOBEJCHUH MEPOTIPUSATHIA TIO TTOBBIIICHUIO KBaTH(DHUKAIINN
pabOTHUKOB apXWBa U CITYKOBI JEJIOMPOU3BOICTBA 00pa30BaTEIHLHOMN
OpraHu3aIuH.



5. IIpaBa apxuBa

J1J1s1 BBITTOJTHEHMST BO3JIOKCHHBIX 33129 M (DYHKIIUM JIMII0, OTBETCTBEHHOE 33 apXUB,
MMEET IIPABO:

5.1. IlpencraBusiTe AUPEKTOPY OPraHU3alMU, OCYIIECTBISIONIEH
00pa3oBaTeNbHYIO JAEATEIbHOCTD, MPEJIOKEHUS IO COBEPIIEHCTBOBAHUIO
OpraHu3alMK XpaHEHUs, KOMIUJIEKTOBAHUS, y4eTa U UCIIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB B apXMBE€ LIKOJIbI.

5.2. KOHTpOIMpOBaTh BBIMOJIHEHUE YCTAHOBICHHBIX MTPABHII PAOOTHI C
JOKYMEHTaMH B CTPYKTYPHBIX TOJIPa3ACICHUSIX OpraHU3aIliu, OCYIIECTRIISFOIICH
00pa3oBaTeNbHYIO A TEIHLHOCTD.

5.3. 3ampammuBaTh OT CTPYKTYPHBIX MOAPA3ACICHUN U PAOOTHUKOB MITKOJIBI
CBeJICHNs1, He0OXOMMbIE JIsl pabOTHI apXMBa, C y4€TOM 00eCIeUeHus
BBITIOJTHEHUSI BCEX BO3JIOKEHHBIX HA apXMWB 33124 U (DYHKITHA.

5.4. JlaBaTh pa3bsACHEHUS U PEKOMEH/IAIMU 10 BOMPOCAM, BXOSIINM B
KOMIIETEHIIMIO apXUBa OpraHu3alliu, OCYIIECTBISIONICH 00pa3oBaTEIbLHYIO
JIESITEIbHOCTD.

5.5. UudopmupoBath CTpYKTYpHBIE TOAPA3AETICHUS IKOJIbI O HEOOXOAUMOCTH
nepeayu JOKyMEHTOB B apXUB B COOTBETCTBUM C YTBEPKJICHHBIM IpadUKOM.

5.6. [IpuHuMaTh y4acTue B 3aCE€JaHUSX SKCIIEPTHOM KOMUCCUU
00111e00pa3oBaTeIbHOM OpraHU3alli1, & TAKKE B AKCIEPTHO-IPOBEPOUHON
KOMMCCHUH YIOJJHOMOYEHHOT'O OpraHa UCIOJTHUTEILHON BIACTH CYObEKTa
Poccuiickoii ®enepanuu B cepe apXuBHOTO Jea.

6. OTBEeTCTBEHHOCTD 32 (PDYHKIIMOHUPOBAHHME APXUBA

6.1. Haznauennoe IIPHUKAa30M JUPCKTOPA IIKOJIbI JIMIIO, OTBECTCTBCHHOC 34 BCACHHUC
apXuBa, HCCCT IICPCOHAJIBHYIO OTBECTCTBCHHOCTD 34.

BBITIOJTHEHHE BO3JIOKCHHBIX HAa apXUB 3a/1a4 U QYHKIUNA B COOTBETCTBUU C
JIEUCTBYIOIIMM 3aKoHOAAaTeNnbCTBOM Poccuiickon denepanuu;

OpraHu3anuio paboThl apXHBa, CBOCBPEMEHHOE U KBATU(PHUITUPOBAHHOE
BBITIOJTHEHUE MTPUKA30B, PACIIOPSKEHUN, IOPYUYEHUH BBIIIECTOSIIETO PYKOBOJCTBA,
JENUCTBYIOLIUX HOPMATUBHO-IIPABOBBIX aKTOB M0 CBOEMY MPOPUITIO ACSITENbHOCTH;

paroHanbHOe U 3PPEKTUBHOE HCIIOIH30BAHIE MAaTEPHATLHBIX, PMHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

COCTOSTHUE TPYIOBOM M UCTIOTHUTEILCKON TUCIUTIINHBI B ApXUBE, BHITTOJIHEHNE
CBOUX (DYHKIIMOHAJILHBIX 00S3aHHOCTEH;



cOOJTI0IeHNE TPABIII BHYTPEHHETO PacCIopsiKa, CAHUTapPHO-
POTUBOSITHUIEMHUYECKOTO PEKUMa, IPOTUBOTIOKAPHOW 0€30IMaCHOCTH U TEXHUKHU
0Ee30I1aCHOCTH;

BEJICHUE JIOKYMEHTAIIUH, PETyCMOTPEHHOHN JEHCTBYIOIIMMHA HOPMATHBHO-
MIPaBOBBIMH JIOKYMEHTAMHU;

MPEIOCTABIICHUE B YCTAHOBJICHHOM IMOPSIIKE TOCTOBEPHOM CTAaTUCTUYECKON U
MHOU MH(pOpPMALIUK O JACSITEIbHOCTU apXUBa;

TOTOBHOCTB apXHBa K pabOTe B YCIOBUSX YPE3BbIYANHBIX CUTYyALUH.

6.2. OTBETCTBEHHBIE 32 BEJICHUE JEIONPOU3BOACTBA, IOJTOTOBKY U
Ipe/CTaBICHUE JOKYMEHTOB Ha XpaHEHUE B apXUB, HA3HAYAIOTCSA TUPEKTOPOM
OpraHu3aliM, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.

6.3. KOHTpOJIb AESITENBHOCTH apXUBa OCYILECTBIIIET TUPEKTOP OpPraHu3aluH,
OCYIIECTBIISOIIEH 00pa30BaTEIbHYIO EATEIbHOCTb.

7. KoMIuleKTOBaHME apXHBa

7.1. IloaroToBka TOKyMEHTOB K Iepejjaue B apXuB 00pa3oBaTebHON OpraHu3aluu
BKJIIOYAET SKCHEPTU3Y HAYYHOU U MPAKTUYECKON IIEHHOCTH IOKYMEHTOB,
oopMIIeHHE JeJl, COCTABJICHHUE OIHUCH.

7.2. DKkcnepTr3a IEHHOCTU IOKYMEHTOB.

7.2.1. Dxcnepmu3za yerHocmu 0OKyMeHmMo8 — OIpeJieTICHUEe LIECHHOCTH
JIOKYMEHTOB C 11€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPAHEHHUS.
DKCIEepTU3y IIEHHOCTH JOKYMEHTOB B 00pa30oBaTeIbHOM OpraHu3aIuu
OCYILIECTBIISIET MTOCTOSTHHO AEHCTBYIOINIAS SKCIEPTHAS KOMHUCCHSI.

7.2.2. Dxcnepmuas kKomMuccus HA3HAYAETCA MPUKA30M IUPEKTOpa MIKOJIbI. B
coCcTaB DKCIEPTHON KOMUCCHHU BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
YHUCe B 0053aTEIbHOM TOPSIJIKE JIUIIO, OTBETCTBEHHOE 32 BEJICHUE apXUBa IITKOJIbI,
U JUPEKTOP MYHULIMIIAJILHOTO apXuBa (1o coryacoBanuio). Cekperapem
DKCHepTHON KOMUCCHUU HAa3HAYAIOT CEKpeTapsi 00pa3oBaTEIbHON OpraHu3aIiy.
DKcrepTHast KOMUCCHS Ha 3aCeaHMsIX pacCMaTPUBAET: HOMEHKIIATYPY Jel
IITKOJTBI, OTTMCH JIEJ IIOCTOSTHHOTO XPaHEHUS U TI0 IMYHOMY COCTaBy, aKThI Ha
JIOKYMEHTBI, BBIICIISIEMbIC K YHUUTOKEHUIO.

7.3. Ogpopmnenue oen

7.3.1. Jlena noCTOSIHHOTO XpaHEHUs MOIIMBAIOTCS B TBEPAYIO O0JI0KKY
CYpOBBIMU HUTKaMHU. JIMCTBI HyMEPYIOTCSI B IPABOM BEPXHEM YTIy MPOCTHIM
KkapanaamoM. KomuecTBo IMCTOB B KaKI0OM AeN€e HE AOJDKHO npeBbimaTh 250. B
KOHLIE JIEJIa HAa OT/IEJIbHOM JINCTE COCTABJISIETCS 3aBEPUTEIbHASL HAIITUCh.



7.3.2. Ha 061103kKe [1e1 MOCTOSHHOTO XPaHEHUS JOJIKHBI OBITh TPOCTABIICHBI
CJIEYIOINE PEKBU3UTHI: TIOJHOE HAMMEHOBAHHUE BBIIIECTOSIIEH OpraHu3aluy,
HalMEHOBaHHE 00Pa30BaTEIbHON OpraHnU3aluu, HOMEp (MHACKC) Aesa 10
HOMEHKJIAType, 3ar0JIOBOK JeJ1a, KOJTMYECTBO JIUCTOB, CPOK XPAHEHHUS WIIM OTMETKA
«XpaHUTh [TOCTOSTHHO», HOMEp (HOH/Ia, OIUCH, JeTIa.

7.3.3. [1o OKOHYaHUU JENONPOU3BOACTBEHHOTO T0la B 0POPMIICHHBIE 00JI0KKA
JIeJ1 IOCTOSTHHOTO XPAaHEHHUsI BHOCATCS HEOOXOMMbIE YTOUHEHHUS: B 3aT0JIOBKH
JIeJ1, COJIEpKAIUX PACTIOPSIAUTENIbHBIE IOKYMEHTHI (MPUKa3bl, TPOTOKOJIbI),
BHOCSITCSI HOMEPA; €CJIU JEJ0 C NEPEINUCKON COCTOUT U3 HECKOJIIBKMX TOMOB, B
KaXJOM TOM€ YKa3bIBa€TCSl KOPPECHOHAEHT, aBTOP, TEPPUTOPHUS, APYTUE TAHHBIE.
B kaxxnqom Tome ykasbiBaeTcs J1ata (Y4uciao, Mecsll, ToJ1) Hayajia U OKOHYaHUs
JTAHHOTO TOMa. TOYHBIE AAThl TPOCTABIIAIOTCS HA 00JI0KKaX JUIsl OBICTPOTO MOUCKA
JIOKYMEHTOB B TIOCJICYIOIIEM; U3 3aBEPUTEILHON HAAMKUCH Ha 00JIOKKY JIeJia
BBIHOCUTCS KOJIMYECTBO JINCTOB B JIEJIE.

7.3.4. Haanucu Ha 00J105KKaX J1e71 TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XpaHEHUs
cleayeT MPOU3BOJAUTH YETKO, CBETOCTOMKMMU YEPHUIAMHU.

7.3.5. ]l yyeTa KoaudecTBa JIMCTOB B Jielie U (PuKcaIuu 0COOCHHOCTEHN nX
HYMEpAIMU Ha OTACJIBHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAAMUC.

7.3.6. B 3aBepuTenpHON HAMUCH YKa3bIBACTCSl KOJMYECTBO JUCTOB (1udpamu u
MPOMKCHIO) B Jiesie. 3aBepUTEIbHAS HAIUCH MMOJIUCHIBACTCS COCTABUTEIIEM C
YKa3aHHUEM €r0 JOJLKHOCTH U J1aThl COCTABIICHHUSI.

7.3.7. BHyTpeHHsIsl ONTUCh COCTABIISETCS K JieJIaM TTOCTOSIHHOTO U
noyiroBpeMeHHoro (cBoitie 10 yet) cpoka xpaHeHusi, ChOPMUPOBAHHBIM TIO
Pa3HOBUIHOCTSIM IOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepaHue JOKYMEHTOB (0CO00 IIEHHbIC, JIMYHbIE Jea U Ip.).

7.4. Onucanue 001<ymeumoe ROCMOAHRHO20 CPOKA XpAHEHUA

7.4.1. Onucu cOCTaBISIIOTCS Pa3AeIbHO Ha JI€NIA IIOCTOSHHOTO XPAaHEHUS 110
OCHOBHO JI€ATENBHOCTH U HA JIeJIa 110 JIMYHOMY COCTaBY.

7.4.2. Onucy COCTaBIAOTCA IEITONPOU3BOIUTEIIEM.
7.4.3. Onuck BeAETCS B €IUHON BAJIOBOM HyMEPALIMKU B TEUEHUE HECKOJBKHUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHHUS COCTAaBJISETCS akT 00
YHUYTOKEHUU.

7.4.5. Ilo okOHYaHUU AEJIONPOU3BOICTBEHHOIO rojia B 00pa3oBaTeIbHON
OpraHU3alUK MPOU3BOAUTCS OTOOP JOKYMEHTOB ITOCTOSSHHOTO CPOKa XpaHCHUS
JUUISL BKJIFOUEHHUS UX B ONMUCH. ONMKUCh COCTOUT U3 TOJOBBIX Pa3/iesioB, BHYTPH roaa
JieJia pacroJiaratoTcs o CTENEHU 3HAYMMOCTH C YY€TOM HOMHUHAJIBLHOTO IIPUHIIUIIA
(B COOTBETCTBHH C HOMEHKJIATYPOM 00pa3oBaTeIbHON OpraHu3allui).



7.4.6. OnucH cOCTaBISIOTCS Pa3AesbHO Ha JeN1a MOCTOSSHHOIO XPaHEHUS 1O
OCHOBHOM JI€ATEIbHOCTH U Ha JieJa M0 JUYHOMY COCTaBY.

7.4."7. OnucHu COCTaBIISIIOTCSI CEKPETAPEM.

7.5. Hena epemennoco xparnenus oOPMIISIIOTCS YIPOILIEHHO: OHU HE
MOJIIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha 00JI0kKKAX He
IIPOU3BOJIUTCS, ONMCH Ha J€JIa HE COCTABJISIOTCS, YUET BEACTCS 110 HOMEHKIIATYPE
ned.

8. YciioBHs XpaHeHHs JOKYMEHTOB apXHBa IKOJIbI

8.1. JIoOKyMEeHTBI apX1Ba XpaHATCS B apXUBOXpaHWIUIIE 00111e00pa30BaTENbHOMN
OpraHu3aluy.

8.2. He nonyckaercst pa3MeIleHUE apXrBa B OJBAJIBHBIX U YEPIaYyHbIX
MOMEIIEHUSIX LIKOJIBI.

8.3. ApXHUBOXpaHUJIHILE JOJDKHO OBITh YAAJIEHO OT Ja0OPATOPHBIX,
POU3BOJICTBEHHBIX, OBITOBBIX TOMEUICHUH U HE UMETh OOIIUX C HUMU
BEHTUJISIIMOHHBIX KaHAJIOB. APXUBOXPaHWIHUIIE OTAEISAETCS OT COCETHUX
MOMEIICHUIN HECTOPAEMBIMU CTEHAMHU U MEPEKPBITUSIMU C MpeeIaMu
OTHECTOMKOCTH HE MEHEE JIBYX 4acoB. B apXuBoXpaHUUIIE HE TOMTyCKAeTCs
NpoKIIajiKa TpyO BOJOCHAOKEHUS U KaHAIU3AIUHU, TEXHOJIOTHYECKUE UIIH ObITOBBIE
BBIBO/IbI BOJIBI.

8.4. ApXMBOXpaHWIHILE JOJKHO UMETh ECTECTBEHHYIO MJIM UCKYCCTBEHHYIO
BEHTUJISILIMIO, 00ECTIEUMBAIOLIYIO PEHUPKYJIISLUIO BO3yXa, CTA0OMIBHOCTD
TEMIIEPATYPHO-BIAKHOCTHOTO PEXKUMA.

8.5. Bce mocrynatomiue B apxuB 00pa3oBaTeIbHON OpraHU3aIliy JOKYMEHTHI
pa3MeIarTcs B apXUBOXPAHMIIMIIAX HA CTAIIMOHAPHBIX W/UJIH MEPEIBUKHBIX
METAJUIMYECKHUX CTEIUIaXKaxX, B METANTMYECKUX MmKadax WM KOHTeHHepax.

8.6. Ctestaxu J0HKHBI OBITh YCTAHOBJICHBI IEPIICHANKYJIIPHO CTEHAM C
OKOHHBIMH MPOEMaMHU, a B IOMEIIEHUN 0€3 OKOH - C Y4eTOM OCOOCHHOCTEMN
noMenieHust 1 oobopyaoBanus. He qomyckaercst pa3MeleHue cTeiaxen
BIUIOTHYIO K HAPY>KHBIM CTEHAM 3/IaHHS U K UICTOYHUKAM TeILIa.

8.7. PaccTaHoBKa cTeutaker U mKkadoB OCYIIECTBISIETCS B COOTBETCTBUHU CO
CJIIEAVIOIIUMH TPEOOBAHUSIMU:

paccTosiHue MEXIy psiiaMH cTeliaxel (raBHbIM npoxoxa) — He meHee 120 cwm;
paccrosiHue (MPOX0J) MKy CTeJIaKaMu — HEe MeHee 75 cM;

pacCTOSIHUE MEXy HapYKHOW CTEHOM 3/1aHUs U CTeJIaKaMu, TapasuieIbHbIMU
CTEHE — HEe MeHee 75 cMm;



paccTosTHUuE MEXIY CTEHON M TOPIIOM CTeJUiaxa win mkada (00Xo1) — HE MEHee
45 cwm;

pacCTOSIHUE MEXTY IMOJIOM U HUYKHEH MOJIKoM cTeyuiaxa (mkada) — He meHee 15
CM, B IIOKOJIBHBIX ATa)kax — He MeHee 30 cM.

8.8. IIpoTBOMOXKAPHBIN PEXKUM B 3/IaHUSX, TJI€ PA3MEIIAETCS APXUB IIKOJIbI, U B
apXMBOXPAHWIMIIAX YCTAaHABIMBAETCA B COOTBETCTBUU ¢ [IpaBuinamu

MPOTUBOIIOKApHOTO pexknuma B Poccuiickoit denepannu ot 16 centsaops 2020 roga
No1479.

8.9. ApXUBHBIE TIOKYMEHTHI CIIEYET XPAaHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JACUCTBUS CBETa 00ECIIEUNBACTCA XPaHEHUEM
JIOKYMEHTOB B KOpOOKax, marnkax U neperJieTax, B mkadax Wik Ha CTeJIakax
3akpbIToro tuna. 8.11. EctecTBeHHOE OCBENIEHNE B ApXHUBOXPAHUIIUIIE
JOIYCKAeTCs IPU YCJIOBUM MPUMEHEHHSI HA OKHAX CBETOPACCEUBATENEM,
pEeryJIsITOPOB CBETOBOTO MOTOKA (CIEHATBHBIX CTEKOJT), 3AIIIUTHBIX (DUIBTPOB U
IIOKPBITUH, KAJFO3HU.

8.12. JInst ICKyCCTBEHHOT'O OCBEILICHUS PUMEHSIOTCS JTaMIIbl HAKAJIMBAHUS B
3aKpBITHIX MJ1a(OHAX C TVIAIKON TOBEPXHOCTHIO.

8.13. B apxuBoxpaHminiie Ui XpaHEHUsI JOKYMEHTOB VCTAHABIMBAIOTCS
CJIIEAVIOIINE mapaMeTPhbl TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA:

JUIS1 XpaHEHUs TOKYMEHTOB Ha OyMakHOM HocuTene — Temmneparypa 17-19°C,
OTHOCHUTEIbHAS BIAXKHOCTh Bo3ayxa — 50-55%.

8.14. Tlomemenust apxuBa 00pa3oBaTEIbHON OPraHU3AMH JOJKHBI COEPKATHCS
B YUCTOTE, B YCIOBUSIX, UCKIIFOUAIOIIMX BO3MOKHOCTb MOSIBICHHS TUIECEHH,
HACEKOMBIX, ITBUIH.

9. 3akiII0unTEIbHBbIE MOJ0KEHHS

9.1. Hacrosimee [lonoxxenue 06 apxuBe sIBISIETCA JOKATIbHBIM HOPMATUBHBIM
aKToM, mpuHUMaeTcs Ha OO1ieM coOpannu paOOTHUKOB IIKOJIBI  YTBEPKIACTCS
(160 BBOAUTCS B JEHCTBHUE) MPUKA30M JUPEKTOpa 0011e00pa3zoBaTeIbHON
OpraHHu3auu.

9.2. Bce u3MeHeHHUs U JOIMOJIHEHMs, BHOCUMEBIE B HacTosee Ilonoxenue,
0hOpPMIISIOTCS B TMChbMEHHOM (hOpME B COOTBETCTBUU JIEHCTBYIOIITUM
3aKOHOJATENLCTBOM Poccurickon denepanui.

9.3. [lonoxenne 00 apxue 0011E00pa30BATENLHON OpraHU3alluy IPUHUMAETCS Ha
HEOINpeIEICHHBIA CpoK. M3MeHenus u nonosHeHus K [1onoxeHno npuHUMaroTcs
B IOpsIZIKE, MpeaycMoTpeHHoM 11.9.1. Hacrosiiero [onoxenus.



9.4. Ilocne npunsitus [lonoxenus (M1 U3MEHEHUH U AOMOJHEHUN OTIEIbHbBIX
MYHKTOB U pa3/ieJioB) B HOBOM peaKkIMK MPEIbIIyIIasi peaKiis aBTOMaTHYECKU
yTpauyuBaeT CUITY.
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