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1. O0mue MoJI0KEHUA

1.1. Hactosiiee Ios10:xeHne 00 apxuBe MIKOJIbI pa3pad0TaHO B COOTBETCTBUU C
[Tpukazom denepanbHoro apxuBHoro areHrcTBa Ne 77 ot 31 utons 2023 rona «O6
yTBepxkAeHnU [IpaBun opranusanuu XpaHeHusl, KOMIUIEKTOBAHHMS, yUeTa U
UCII0JIb30BaHUs JOKYyMEHTOB ApxuBHOro (honaa Poccuiickoit denepanuu u Apyrux
ApXUBHBIX JIOKYMEHTOB B F'OCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOyIpaBJICHUS U OpraHU3aIUsAX», HA OCHOBaHUU [IpuMepHOro nojgoxxeHus 00 apxuBe
OpraHu3alliu, yTBepkKIeHHOro npukazoM denepanbHOro apxuBHOro areHTcTBa No 42
ot 11 anpens 2018 roxa, a Takxe Y CcTaBOM OpraHU3alliM, OCYILECTBISIOICH
00pa3oBaTeNbHYIO AESTEIbHOCTD.

1.2. [Tannoe [lonoscenue 06 apxuse wikovl ONPEALIISIET COCTaB JOKYMEHTOB
apxuBa 00111e00pa30BaTEIHLHON OPraHU3aluu U YCIOBUS UX XPAaHEHUsI, yCTAHABIMBAET
3a/1auu, Ha3HaueHue U QYHKIUA ITKOJIBHOTO apXUBa, PETIaMEHTUPYET AeATeIbHOCTh
JIM1Ia, OTBETCTBEHHOIO 3a BEJICHUE apXMBa B OpPraHU3alliH, OCYIIECTBISIOMIECH
00pa30BaTEIbHYIO JIESITENHHOCTD.

1.3. B cBoell aesiTenbHOCTH apXuB pyKoBoACTByeTcst DenepaibHbIM 3aKOHOM No
125-®3 ot 22.10.2004 «O06 apxuHOM jene B Poccuiickoit deaeparium» ¢
U3MEHEeHUsIMU OT 25 nekabps 2023 roma, HOpPMAaTUBHBIMU MTPABOBBIMH aKTaMH
Poccuiickoit @enepanuu, cyobekta Poccuiickoit denepanuu B chepe apXxuBHOTO jielia
U JICJIONTPOU3BOICTBA, JIOKAJIbHEIMU HOPMAaTUBHBIMH aKTaMH 00I1e00pa30BaTeIbHOM
OpraHu3aluu.

1.4. JIokyMEHTBI OpraHHU3aIli, OCYIIECTBIISIONIEH 00pa30BaTeIbHYIO
NEeATEIbHOCTh, UMEIOIINE UCTOPUUYECKOE, KYJIbTYPHOE, HAYYHOE, COLUATIBHOE,
AKOHOMMYECKOE U NMOJIMTHYECKOE 3HAUEHUE, COCTABIIIOT TOCYAAPCTBEHHYIO YaCTh
ApxuBHoro ¢onaa Poccuiickoit deaeparuu, BISIOTCS COOCTBEHHOCTBIO TOCY/1apCTBa



U TIOJJIEKAT MOCTOSIHHOMY XPaHEHUIO B TOCYJaPCTBEHHBIX apxuBax Pocculickoi
Denepauum.

Jlo mepenadn Ha rOCy1apCTBEHHOE XPAHEHUE JAHHBIE JOKYMEHTHI BDEMEHHO
XpaHsATCs B 00111e00pa30BaTeIbHON OpraHU3aIiH.

1.5. B mkoze nj1st XxpaHeHus JOKyMeHToB ApxuBHoro (ouaa Poccuiickoit
Penepanuy U 3aKOHYEHHBIX JEJIONPOU3BOICTBOM JOKYMEHTOB IIPAKTUYECKOTO
Ha3Ha4YeHUs, UX 0TOOpa, yueTa, UCIOIb30BaHMs U MOATOTOBKH K Iepeaaye Ha
roCyJIapCTBEHHOE XPAHEHUE CO3AETCS APXUB.

1.6. ApxuB co3aeTcs Kak CaMOCTOSITENIbHOE MOAPA3/ICJICHUE, BO3TIIABIISIEMOE
JIMLIOM, OTBETCTBEHHBIM 3a BEJICHUE apXUBA COIIACHO MPHUKA3y TUPEKTOPA IIKOJIBI.

1.7. Opranu3zaius, OCyIecTBIsAONIas 00pa30BaTEIbHYIO ACSITENbHOCTD,
obecrieunBaeT apxuB HEOOXOIUMBIM TTOMEIICHUEM, 000PYIOBAHUEM U KaJPaMH.

1.8. Ob6meobpa3oBaTebHAs OpraHU3aIlis 00eCTIeunBaeT COXPAHHOCTD, YUeT,
0TOO0p, YHOPSAIOUYCHHUE U UCTIONh30BaHNE JOKYyMEHTOB ApxuBHOTO (hoHaa Poccuiickoit
®enepanuu, 00pa3yromuxcs B €ro aesarenbHocTh. O0ecneynBaeT CBOEBPEMEHHYIO
nepegavyy 3TUX JOKYMEHTOB Ha TOCYAapCTBEHHOE XpaHEHNE.

1.9. Bce paboThl, CBsi3aHHBIE C OJATOTOBKOW, TPAHCIIOPTUPOBKOM U Mepeaveit
ApXMBHBIX JIOKYMEHTOB, IPOU3BOJATCS CUJIAMU U 3 CUET LIKOJIBI.

1.10. 3a yrpaty u nopay nokyMeHTOB ApxuBHOTO (hoHaa Poccuiickoit deneparuu
JOJKHOCTHBIE JIMIIA OpraHU3aliu, OCYLIECTBIISIONIEH 00pa30BaTEIbHYIO AESITEIbHOCTD,
HECYT OTBETCTBEHHOCTb B COOTBETCTBUU C JEHUCTBYIOIIUM 3aKOHOAATEIBCTBOM.

1.11. IlIxonbHbBINA apxuB paboTaeT coryacHo AaHHoMY [lonoxenuto u niany,
YTBEPKIAEMOMY JUPEKTOPOM 00111e00pa30BaTEIbHON OpraHU3alii, U1 OTYUTHIBACTCS
nepea HUM B CBOE padore.

1.12. KOoHTpOsb IESATENBHOCTH apXHUBa OCYIIECTBIISIET AUPEKTOP OpraHU3aluu,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTb.

2. CocTaB I0KYMEHTOB apxXuBa
2.1. B IKOJBHBIA apXUB NOCTYIIAOT:

¢ 3aKOHYEHHBIE JIEJIONPOU3BOICTBOM IIKOJIbI JOKYMEHTHI IOCTOSIHHOTO XPaHEHHU,
oOpa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX ITOAPA3IEICHUNA, JOKYMEHTBI
BpeMeHHOro (cBbIlIe 10 J1eT) cpoka XpaHeHUsI, HEOOXOIUMBIE B TPAKTUYECKON
JESITeIbHOCTH, JOKYMEHTBI [0 KaJipaM U 00y4aronnumcs;

¢ JOKYMEHTBI IOCTOSIHHOTO XPaHEHUS U 10 JUYHOMY COCTaBYy OpraHu3aluii-
IIPEAIIECTBEHHUKOB;

o TUYHBIE (POHABI BEAYIINX PAOOTHUKOB OPraHU3alMHU, OCYILIECTBIISIONICH
0o0pa30BaTeNbHYI0 1€ATEIbHOCTD, IOCTYHUBILINE B APXUB;

o CITy>k€OHBIE U BEJOMCTBEHHbIE U3aHMSI;

¢ CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K JIOKYMEHTAM U y4€THbIE JOKYMEHThl ApXHBa
OpraHu3aliK, OCYILECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.

2.2. Cpoku XpaHeHus JOKYMEHTOB B apXHUBe 00pa30BaTEIbHON OpraHU3aluN
ONPEIENSIOTCA COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIATYpE JIE.



3. 3amauyu apxuBa
3.1. OCHOBHBIMH 3aJa4YaMU apXUBA ABJISIOTCH:

3.1.1. Opranu3zanus XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH
pazznenom 2 HacTosmero [lonoxenus 06 apxuse 00111e00pa30BaTENbHON OPraHU3AIIHH.

3.1.2. KommiekToBaHUE apXuBa JOKyMEHTaMH, 00pa30BaBIIMMHUCS B
JESITeIbHOCTH OpTraHU3aIliH, OCYLIECTBIIIONIEH 00pa30BaTEeNIbHYIO I€ATEIbHOCTb.

3.1.3. YVder, obecrieueHre COXpaHHOCTH, CO3/IaHNE HAyYHO-CIIPABOYHOTO
anmapara.

3.1.4. Ucnonb30BaHus JOKYMEHTOB, HAXOIAIIMXCS HA XPAHEHNUH B aPXUBE IIKOJIBI.

3.1.5. [loaroroBka u cBOEBpEMEHHas nepeaadya TOKyMEHTOB ApXUBHOTO (poHIa
Poccniickont @enepanny Ha MOCTOSHHOE XPAHEHHUE B TOCYAAPCTBEHHBIN
(MyHHLIMITIAJIBHBIN ) apXUB.

3.1.6. Meroanueckoe pyKOBOJICTBO U KOHTPOJIb 32 (DOPMUPOBAHHEM H
oopMIIEeHUEM JeJT B IETONPOU3BOJICTBE IKOJIBI U CBOEBPEMEHHOM Mepenaveil ux B
apXuB 00pa30BaTEIbHON OpraHu3aliy.

4. DyHKIUM APXUBA HIKOJIbI
B_cooTBeTCTBHY € BO31I0KEHHBIMU 33/1a4aMH APXUB OCYIIECTBIIAET CIECAYIOMHNE

QIQYHK! 1.

4.1. OpranusyeT npreM JOKYMEHTOB IMOCTOSSHHOTO U BpeMeHHbIX (CBbIIe 10 jeT)

CPOKOB XpaHEHUsI, B TOM YMCJIE TI0 KaJpaM U 00y4aronumcs, 00pa30BaBIIUXCS B
NEeSTEIbHOCTH IIKOJIbl, B COOTBETCTBUU C YTBEPKIECHHBIM IpauKOM.

4.2. ObecnieurBaeT COXPAHHOCTh U BEJIET yUET JOKYMEHTOB U (DOHJIOB,
HaXOJIAIIMXCS HAa XpaHEHUU B apXUBe 0011e00pa30BaTEIbHON OpraHu3aliy.

4.3. IIpencraBiigeT B rocyJapCTBEHHBIN (MyHULIUITAJIbHBIN) APXUB YYETHBIE
CBeZIeHHs 00 00beMe U COCTaBE XPAHSIIMXCS B apXUBE IIKOJIBI TOKYMEHTOB APXUBHOTO
¢donna Poccuiickoii @enepanivl U Jpyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C
MOPSIKOM T'OCYJapCTBEHHOTO y4eTa JOKyMEHTOB ApxuBHOro Gonaa Poccuiickoi
denepanum.

4.4. CucTteMaTU3UPyeT U pa3MeNIAeT IOKYMEHTBI, MOCTYIAIOIINE HA XPAHEHUE B
IIKOJIBHBINA apXHB, 00pa30BaBIIUECS B X0/I€ OCYILIECTBICHUS €ATEIbHOCTH
OpraHM3aliu, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

4.5. Pa3pabateiBaeT rpadKu MpeCTABICHUS OTIMCEH HAa pACCMOTPECHHE
HKCIIEPTHO-TIPOBEPOYHON KOMUCCUU U TIEpeiauu JOKYMEHTOB ApxuBHOTO (hoHaa PO Ha
XpaHEHHE B rOCYIaPCTBEHHBIN (MYHULIUIIAIbHBIN) apXUB.

4.6. OcylecTBIISIET HOATOTOBKY U NPEJICTABIISET:

¢ Ha PACCMOTPEHHUE U COTJIACOBAHUE IKCIIEPTHOM KOMHUCCHHU IIKOJIbI OITUCH eI
MOCTOSIHHOT'O XpaHEeHHUsI, BpeMEHHBIX (CBbIlIE 10 JeT) CpOKOB XpaHEHHUs, B TOM YHCIIE
0 KaJpaM 1 00yUaIOIIUMCsI, & TAK)KE aKThl O BBIJICJICHUN K YHUUTOXEHUIO apXUBHBIX
JTIOKYMEHTOB, HE MOJICIKAITUX XPAHCHUIO, aKThI 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCTIPABUMBIX TTOBPEXKACHUSAX aPXUBHBIX JIOKYMEHTOB;



* Ha YTBEPIKJECHHUE IKCIIEPTHO-IIPOBEPOUYHON KOMHUCCUHU YIIOJITHOMOYEHHOIO OpraHa
UCIIOJTHUTEILHOM BilacTu cyobekTa Poccuiickoit denepanyu B chepe apXuBHOTO Jielia
(manee - OIIK apxuBHOTO yUpeKI€HHs) OUCH eIl TOCTOSIHHOTO XPaHEHUS;

« Ha cornacoBanue DIIK apxuBHOTro yupexaenus cyobekra Poccuiickoii
®enepannu (MyHUIUIAIBHOIO apXUBa), B CIIy4ae HA/IEJIEHUS €r0 COOTBETCTBYIOUIUMU
ITOJIHOMOYHSIMH, OITUCH J€N 110 JJMYHOMY COCTaBY;

« Ha cornacoBanue DIIK apxuBHOTro yupexaenus cyobekra Poccuiickoii
®enepanuu (MyHUIIMTIATBHOTO apXUBa), B Clly4ae Ha/IeJICHUs €r0 COOTBETCTBYIOIIUMU
MOJIHOMOYHUSIMH, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEUCIIPABUMBbIX IMOBPEKACHUIX
ApXMBHBIX IOKYMEHTOB;

* Ha YTBEPKICHUE TUPEKTOPY IIKOJIbI OMUCH JI€J TOCTOSTHHOTO XPAHEHHs], OIUCH
BpeMEHHBIX (cBbilIe 10 JIET) CPOKOB XpaHEHUs!, B TOM YMCJIE OMUCH JEN 110 KajapaM 1
00y4aronIMMcs, akThl O BBIJCIICHUH K YHUUYTOKEHHUIO apXUBHBIX JIOKYMEHTOB, HE
MOJIJIKALTUX XPAHEHUIO, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEHCIIPAaBUMBIX
MOBPEXK/ICHUAX apXUBHBIX JTOKYMEHTOB, yTBEp:KeHHbIE (cornacoBannbie) DK wun
rocyJapcTBeHHbIM apXxuBoM cyObekTa Poccuiickoit denepaiu (MyHULIUTATBHBIM
apXMBOM) B CJIy4yae HAJEJIEHUS €r0 COOTBETCTBYIOIIMMHU MOTHOMOYHUSIMHU.

4.7. Opranuzyer nepeaady J0KyMeHTOB ApxuBHoOro (oHaa Poccuiickoi
denepanny Ha MOCTOSHHOE XPAHEHHUE B FOCYJaPCTBEHHBIN (MYHULIUIIAIBHBIN) ApXUB.

4.8. Opranusyer U NpOBOJUT IKCIIEPTU3Y LEHHOCTH IOKYMEHTOB BPEMEHHBIX
(cBpire 10 1€T) CPOKOB XpaHEHHUsI, HAXOAAIIMXCS HA XPAHEHNUHU B apXMBE IIKOJIBI B
1eJsIX 0TOOpa JOKYMEHTOB JIJIsl BKJIIOUEHHS B cocTaB ApxuBHOTO (hoHma Poccuiickoi
denepanuu, a TAKKE BBISIBIICHUS JOKYMEHTOB, HE MOJICKAIINX JaTbHEUILIEMY
XPaHEHHUIO.

4.9. YuactByeT B pab0oTe 3KCIEPTHON KOMUCCUU OPTaHU3AINH, OCYILECTBIIAIONICH
00pa30BaTeNbHYIO 1€ATEIbHOCTb.

4.10. TIpoBoAUT MEPONIPHUATHS TIO OOECTICUCHUIO COXPAHHOCTH JIOKYMEHTOB,
HaXOJIAIMXCS HA XPAaHEHUHU B apXHUBE OPraHU3all1, OCYLIECTBISOIIEN
00pa30BaTeNbHYIO 1€ATEIbHOCTb.

4.11. Opranuzyetr uH(HOPMUPOBAHKUE AIMUHUCTPALIMU U PAOOTHUKOB LIKOJIBI O
COCTaBE U COJEPKAHUM TOKYMEHTOB apXMBa OpPraHU3aliu, OCYIIECTBIISIIOLIEH
00pa3oBaTEIbHYIO JIESITEIHHOCTD.

4.12. adopmupyeT moap30BaTesiell o BOMpocaM MECTOHAX0KICHHS apXUBHBIX
JOKYMEHTOB.

4.13. Opranusyer Bbl1auy JOKYMEHTOB U JIeJT JIsl pa0OThl B YUUTEIHCKOU UITH BO
BPEMEHHOE T10JIb30BaHUE.

4.14. VicnonHseT 3anpockl OpraHu3aiiil ¥ 3asBJICHUS IPaKIaH 00 YCTaHOBJICHUH
TPYJIOBOT'O CTaXka M IPYTUM BOIIPOCAM COLMATIbHO-TIPABOBOIO XapaKTepa, B
YCTaHOBJICHHOM IOPSIIKE BbIAAET KOMUH IOKYMEHTOB U apXUBHbBIE CITPABKH.

4.15. Benet y4yeT UCoJIb30BaHMs JOKYMEHTOB apXuBa 00pa30BaTeIbHOM
OpraHu3aLMH.



4.16. Co3naet (hoH]I MOJTB30BAHUS APXUBA IIKOJIBI K OPTaHU3YET €0
UCII0JIb30BAHUE.

4.17. Ocy1ecTBIISIET BEACHUE CIIPABOYHO-ITIOMCKOBBIX CPEJICTB K IOKyMEHTaM
IKOJIbHOTO apxuBa. Co3/1aeT, MOMOJIHIET U COBEPUICHCTBYET HAYYHO-CIIPABOYHBII
amrmapar K XpaHAIIUMCS B apXUBE JIeJlaM U JJOKYMEHTaM.

4.18. Y4actByeT B pa3pab0TKe JOKYMEHTOB OpTraHU3aIliH, OCYIIECTBIISIONICH
o0pa3oBaTenbHYIO ACSTEIHHOCTD, IO BOTIPOCAM apXUBHOTO JIeJia U IETIOTPOU3BO/ICTBA.

4.19. Oka3pIBa€T METOAMYECKYIO ITOMOIIIb:

o CITy>k0€ IeTOMpPON3BOICTBA IITKOJIBI B COCTABICHUH HOMEHKIATYPHI J1eT,
dbopmMupoBaruu 1 0POPMIICHUH JI€T, KOHTPOJIUPYET MPABUIBLHOCTH ()OPMUPOBAHHUS U
odopmIIeHHs AeN B AETOMPOU3BOJICTBE;

o CTPYKTYPHBIM TOIPA3CICHUSIM U paOOTHUKAM ITKOJIBI B TTOATOTOBKE
JOKYMEHTOB K TIEpe/iaue B apXUB OPTaHU3AINH, OCYIICCTRIISIONIEH 00pa30BaTeIbLHYIO
NeSITeTbHOCTD.

4.20. Y4acTByeT B MPOBEACHUH MEPOIIPHUATHIA 1O MOBBIICHUIO KBATH(DHUKAITIH
Pa0OTHUKOB apXHBa M CIIY>KOBI ICJIONPOU3BOICTBA 00pa30BaTEILHON OpraHU3alliH.

5. IlpaBa apxuBa
J1J1s1 BBINOTHEHUS] BO3J0KEHHBIX 3a7a4 U (QYHKIM JIMO, OTBETCTBEHHOE 3a APXUB,

HMMEET ITPaBO:
5.1. IlpeacraBisiTe IUPEKTOPY OPraHU3aMU, OCYIIECTBIISIOMIEH

00pa30BaTeNIbHYIO 1€ATEIbHOCTD, IPEIOKEHHS 10 COBEPILIEHCTBOBAHUIO OpraHU3aL1H
XPaHEHMsI, KOMIUIEKTOBaHUS, Y4€Ta U UCIOJIb30BAHUS apXUBHBIX JIOKYMEHTOB B apXUBE
IIKOJIBI.

5.2. KOoHTpoi1poBaTh BBIIIOJIHEHNE YCTAHOBIIEHHBIX TPABUII PAOOTHI C
JOKYMEHTAMU B CTPYKTYPHBIX IMOAPA3IEICHUASIX OPTaHU3ALMH, OCYIECTBIIIOIEH
00pa3oBaTeNbHYIO A TEILHOCTD.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX MOApPa3IeIeHU U pAOOTHUKOB IIKOJIBI
CBECHMSI, HEOOXOUMBIE /I pabOThl apXUBa, C YIETOM 00ECIIeUEHUS BBITOIHEHHUS
BCEX BO3JIO)KCHHBIX HA apXUB 3a7a4 U QyHKIUH.

5.4. JlaBaTh pa3bsACHEHUS U PEKOMEHIALUU 110 BOIIPOCaM, BXOIAILUM B
KOMIIETEHIIMIO apXMBa OpPraHu3alliu, OCYIIeCTBISIIONIEH 00pa30BaTEIbHYI0
NEeATEIIbHOCTb.

5.5. adopMupoBaTh CTPYKTYPHBIE MOAPA3ACIICHUS IKOIBI 0 HEOOXOIUMOCTH
neperayr JOKyMEHTOB B apXUB B COOTBETCTBUH C YTBEPKIACHHBIM TpaduKOM.

5.6. IIpuHuMaTh yyacTHe B 3aCeIaHUsAX IKCIIEPTHOU KOMUCCUH
00111e00pa3oBaTebHON OpraHu3alliy, a TaKKe B HIKCIIEPTHO-NPOBEPOYHON KOMUCCUU
YIOJIHOMOYEHHOI'O OpraHa MCIOJIHUTENbHOM BiIacTH cyobekTa Poccuiickoit denepannu
B c(hepe apXHUBHOTO Jiena.

6. OTBeTCTBEHHOCTD 32 PYHKIIMOHMPOBAHNE APXUBA
6.1. HaznaueHHoe mpuka3zoM JUPEKTOpa IIKOIbI JIUIIO0, OTBETCTBEHHOE 33 BEICHUE




apXxXuBa, HCCCT NNICPCOHAJIBHYIO OTBETCTBCHHOCTD 34.

o BBITIOJIHEHHE BO3JIOKEHHBIX HA apXUB 3a/1a4 U QYHKLUNA B COOTBETCTBUU C
JNIEUCTBYIOIIMM 3aKOHOAaTeNIbcTBOM Poccuiickon denepanuuy;

e OpraHU3aIMIo PAOOTHI ApXHMBA, CBOEBPEMEHHOE W KBATU(UITUPOBAHHOE
BBHITIOJTHEHHE MTPUKA30B, PACTIOPSHKCHUH, IIOPYUYEHUN BBITIIECTOSIIETO PYKOBOJICTBA,
JIEHUCTBYIOIUX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY MTPOQIITIO eI TEIHHOCTH;

o parMoHaANIbHOE U (P (HEKTUBHOE MCTIOIB30BAHNE MAaTePUATIbHBIX, ((MHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

¢ COCTOSIHME TPYI0BOM M UCIIOJHUTEIBCKON AUCIUIUIMHBI B APXUBE, BHINOTHEHHUE
CBOUX (PYHKIIMOHAJIbHBIX O0S3aHHOCTEH;

o COOJIIO/IEHNE MTPABUJT BHYTPEHHETO PaCopsiiKa, CAaHUTapHO-
MIPOTUBOAIUEMUYECKOTO PEXIMA, POTUBOTIOKAPHON 0€301MaCHOCTH U TEXHUKHU
0e30MacHOCTH;

e BEJICHUE JOKYMEHTAINH, PEyCMOTPEHHOMN NeWCTBYIOIUMHI HOPMATHBHO-
IPaBOBBIMH JIOKYMEHTAMU;

o IIPEIOCTABIICHUE B YCTAHOBJICHHOM TMOPSIIKE TOCTOBEPHOM CTATUCTUYECKON U
MHOUW MH(POpMALIUK O JACSITEIbHOCTH apXUBa;

¢ TOTOBHOCTH apXMBa K pad0Te B YCIOBUSAX YpE3BbIUYANHBIX CUTYAIUH.

6.2. OTBETCTBEHHBIE 3a BEJICHUE JEIONPOU3BOICTBA, TOJTOTOBKY U
MPEACTABICHUE IOKYMEHTOB Ha XpaHEHUE B apXUB, HA3HAYAIOTCS TUPEKTOPOM
OpraHU3aINH, OCYIIECTBIISIONICH 00pa30BaATEIBHYIO IEITCIHHOCTD.

6.3. KoHTpOoIb 1€SITEIbHOCTH apX1Ba OCYILECTBIISECT JTUPEKTOP OpraHU3allH,
OCYUIECTBIISIONIEH 00pa30BaATENbHYIO AEATEIbHOCTD.

7. KoMIieKToBaHne apxuBa

7.1. IloaroToBka TOKyMEHTOB K Ie€peiade B apXuB 00pa30BaTeIbHON OpraHU3aIiu
BKJIIOYAET SKCIEPTU3Y HAYYHON U MPAKTUYECKOMN LIEHHOCTH JJOKYMEHTOB, 0(hOpMIICHHE
7eJ1, COCTaBJICHHUE OMHCH.

7.2. DKkcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmu3za yerHocmu 0OKYMeHmMo8 — OTpeJIeTIeHUEe ICHHOCTH
JOKYMEHTOB C II€JIbI0 0TOOpa MX HA XpaHEHHE U yCTAaHOBJICHUE CPOKOB XpaHEHUSI.

DKCTepTU3y IEHHOCTH JOKYMEHTOB B 00pa30BaTeIbHOM OpraHu3alun
OCYIIECTBIISICT MOCTOSIHHO AEMCTBYIOLIAs SKCIIEPTHAS KOMUCCHSL.

7.2.2. Dxcnepmuas Komuccusi HA3HAYaeTCs MPUKA30M IUPEKTOPA IIKOJIBI.

B cocTaB DkcriepTHON KOMUCCHM BKJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM
quclie B 0053aTeIbHOM MOPSJIKE JUI0, OTBETCTBEHHOE 3a BEICHUE apXUBa IIKOJIbI, U
JUPEKTOP MYHULIUIIATBLHOTO apXuBa (IO COrIACOBAHMIO).

CekperapeM DKCIEPTHON KOMHUCCHUY HAa3HAYAIOT CeKpeTapsi 00pa3oBaTeIbHON
OpraHM3aIiy. DKCIepTHAs KOMHUCCHSI Ha 3aCeJaHUsIX PacCMAaTPUBAET: HOMEHKIIATYPY
JIEJT IKOJIBbI, OTICH JIeTT IOCTOSIHHOTO XPAaHEeHHUsI U 110 JIMYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIICIIIEMbIEC K YHUUTOKEHUIO.

7.3. Ochopmnenue oen



7.3.1. [lena nocTOSTHHOTO XpaHEHUs MOAIIUBAIOTCS B TBEPYIO OOJIO0XKKY
CYpOBBbIMU HUTKaMHU. JIMCTBI HyMEPYIOTCSI B TPAaBOM BEPXHEM YTIy MPOCTHIM
KapaHJJalIoM.

KonauyecTBo TMCTOB B KAXKIOM JIeJIe HE JOJHKHO MpeBbIath 250.

B koHIIe 1e1a Ha OTAEIBHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHASI HA/ITUCK.

7.3.2. Ha 06110%kKe J1e1 TOCTOSTHHOTO XPaHEeHUsI TOJKHBI OBITh TPOCTaBICHbI
CJEAYIONINE PEKBU3UTHI: MOJHOE HAMMEHOBAHUE BBIIIECTOAIICH OpraHu3allny,
HalMEHOBaHMUE 00pa30BaTEILHOM OpraHu3aluy, HoMep (MHACKC) Jaesa 1o
HOMEHKJIAType, 3aroJIOBOK JIejia, KOJIMYECTBO JINCTOB, CPOK XPAHEHUS UM OTMETKA
«XpaHUTh OCTOSIHHO», HOMEp (OH/IA, OITUCH, JIeTa.

7.3.3. Ilo okOHYaHUU ACIONPOU3BOJACTBEHHOIO rojia B 0(hOpMIICHHBIE 00JI0KKU
JIeJT TIOCTOSTHHOTO XpaHEHUsI BHOCATCS HEOOXOAMMBIC YTOUHEHHUS: B 3aTOJIOBKH [T,
coJiepKaIInX PacCTOPSIUTEIHHBIC TOKYMEHTHI (ITPUKA3bl, TPOTOKOJIBI), BHOCSTCS
HOMEpA; €CJIM JIEJI0 C MEePENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXKJIOM TOME
YKa3bIBAC€TCSI KOPPECIOHACHT, aBTOP, TEPPUTOPHUS, IPYTHUE JaHHBIE.

B xaxxnmom Tome ykasbpiBaeTcs jata (4uciio, Mecsll, ToJ1) Hayajga 1 OKOHYaHUs
JAHHOTO TOMA.

TouHbIe aThl TPOCTABIISIOTCS HA 00JI0KKAX ISl OBICTPOTO MOKCKA JOKYMEHTOB B
MOCJIETYIOIIEM; U3 3aBEPUTEILHON HAJITUCH HA OOJIOKKY Jiea BBIHOCUTCS KOJTMYECTBO
JIMCTOB B JIEJIE.

7.3.4. Hagnucu Ha 00J105KKaX J1eJ MOCTOSTHHOTO U JIOJTOBPEMEHHOTO XPaHCHUS
CJeAyeT NMPOU3BOAUTh YETKO, CBETOCTOMKMMU YEPHUIIAMHU.

7.3.5. 15 y4yeTa KOJIM4eCTBA JUCTOB B JieJie U (PUKCAIIMM OCOOEHHOCTEN UX
HyMepaluM Ha OTJIEJIbHOM JIUCTE COCTABIISICTCS 3aBEPUTEIbHAS HA/IIKCh.

7.3.6. B 3aBepuTENbHON HAJIMHUCHU YKA3bIBACTCS KOJUYECTBO JIUCTOB (LU pamMu u
MIPONUCHIO) B esie. 3aBepUTENIbHAS HAIIUCh MMOJIIMUCHIBAETCS COCTABUTEIIEM C
YKa3aHHEM €ro JTOJKHOCTH U 1aThl COCTABIICHHUS.

7.3.7. BHyTpeHHsIs1 ONUCH COCTABIISETCS K JIeJIaM TTOCTOSIHHOTO 1
nonroBpeMeHHoro (cBoinie 10 yet) cpoka xpaHeHus, ChOPMHUPOBAHHBIM TI0
Pa3HOBUHOCTSIM JIOKYMEHTOB, 3aI'0JIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE
CoJIep>KaHKe TOKYMEHTOB (0CO00 IIEHHbIE, TMYHBIC JIeia U Ip. ).

7.4. Onucanue 00KymeHmo8 noOCmOAHHO20 CPOKA XPAHEHUS

7.4.1. Onucu coCcTaBISIIOTCS pa3AesibHO Ha JieJ1a MOCTOSIHHOTO XPAaHEHHUS 110
OCHOBHOM JESATEIbHOCTH U HA JIeJIa 1O JINYHOMY COCTaBY.

7.4.2. Onucu cOCTaBIAIOTCS ACIOIPOU3BOAUTEIIEM.

7.4.3. Onuch BeAETCS B €IMHOW BaJIOBOM HyMEpAIMU B TEUEHUE HECKOIbKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPAHEHHUS COCTABJISIETCS akT 00
YHUYTOKCHUM.

7.4.5. Ilo OKOHYaHUU AEJIONPOU3BOJICTBEHHOIO rojia B 00pa3oBaTeIbHON
OpraHu3aIMU MPOU3BOIUTCS OTOOP TOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHEHUS IS
BKJIFOUECHHS UX B OIHUCh.

Onuck COCTOUT U3 TOJOBBIX Pa3AeioOB, BHYTPH rojia Jeja pacrojaratorcs mno



CTENEHU 3HAYMMOCTHU C y4€TOM HOMUHAJIBHOTO MPUHIIUIA (B COOTBETCTBHUHU C
HOMEHKJIaTypoil 00pa30BaTeIbHON OpraHU3aIun).

7.4.6. Onucu cOCTaBIIAIOTCS pa3/ieNIbHO Ha J€J1a MOCTOSTHHOTO XPaHEHUS 1O
OCHOBHOU J€SATEIbHOCTU U HA JIeJia 10 JIMYHOMY COCTaBY.

7.4.7. Onucu coCTaBISIOTCA CEKPETAPEM.

7.5. Jlena epementozo xparnenus opOPMIISIOTCS YIIPOIICHHO: OHHU HE
MO/IIINBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha O0JI0KKAX HE
MIPOU3BOAUTCS, OMMCHU HAa JIeJIa HEe COCTABIISIIOTCSA, yUeT BEJIETCS [0 HOMEHKIAType JIedl.

8. YciioBus XpaHeHHsI TOKYMEHTOB apXHBa MIKOJIbI

8.1. JIoOKyMEeHTBI apXHBa XpaHITCS B apXUBOXPAHWIHIIE 0011e00pa3oBaTeIbHON
OpraHu3alui.

8.2. He nomyckaercs pa3MelIEHUE apXUBa B MOIBAIbHBIX U YepAAYHBIX
MOMEIIEHUSIX [IKOJIBI.

8.3. ApXMBOXpaHWIHIIIE IOJHKHO OBITh YAQJIEHO OT J1a0OpaTOPHBIX,
MIPOU3BOJICTBEHHBIX, OBITOBBIX TTOMEIICHUN U HE UMETh OOIINUX C HUMHU
BEHTHUJISIIIUOHHBIX KaHAJIOB.

APXUBOXpaHUIUIIE OTJIEIAECTCS OT COCETHUX MTOMEIEHUM HECTOPAEMbIMU
CTE€HAMH U MEPEKPBITUSIMHU C MPeJIeIaMH OTHECTOMKOCTH HE MEHEE JIBYX YacOB.

B apxuBoxpanumnmiie He JOMyCcKaeTcs MpoKIaaka TpyO BOJOCHAOKEHUS U
KaHAJIM3AIUHU, TEXHOJIOTUYECKUE WA OBITOBBIC BEIBOJIBI BOJIBI.

8.4. ApXHBOXpaHWINILE JOJKHO UMETh €ECTECTBEHHYIO UJIM MCKYCCTBEHHYIO
BEHTHJISIMIO, 00ECIICUNBAIOIIYIO PELIUPKYIISIIUIO BO3yXa, CTAOUIBHOCTD
TeMIepaTypHO-BIA)KHOCTHOT'O PEKUMA.

8.5. Bce nmocrymnaroniye B apxuB 00pa3zoBaTeIbHON OpraHU3aIMU JOKYMEHTHI
pPa3MeIalTCs B apXMBOXPAHWIUIIAX HA CTAIIMOHAPHBIX U/WJIH MEPEIBUKHBIX
METaJUIMYECKUX CTEJUIaKax, B METAJUTMYECKUX IKadax Wi KOHTCHHepax.

8.6. CTetaxu J0HKHBI ObITh YCTAHOBJICHBI IEPIICHANKYIIIPHO CTEHAM C
OKOHHBIMH TPOEMaMHU, a B IOMEIIEHUU 0€3 OKOH - C Y4€TOM OCOOEHHOCTEHN MOMEIIICHUS
1 000pyA0BaHUSI.

He nomyckaetcst pa3MelieHue CTe/uIakeil BITIOTHYIO K HAPYKHBIM CTEHAM 3/IaHuUsI
Y K UICTOYHHMKAM TeTLIa.

8.7. PaccraHoBKa creiaxked U mKkagoB OCYIIECTBISIETCS B COOTBETCTBUHU CO

CIEOVIOIIMMU TPeOOBAHUSIMHA:

e PACCTOSIHME MEXKAY PSAJaMU CTeJUIaxken (I1aBHbIN mpoxoAa) — He MeHee 120 cM;

e paccTosinue (MPOX0/1) MEKY CTEJUIaKaMu — HE MeHee 75 cM;

¢ PACCTOSIHME MEX]ly HApYKHOM CTEHOM 3/1aHUS U CTEJUIaXKaMH, NapajlieIbHbIMU
CTEeHE — HEe MeHee 75 cMm;

e PACCTOSIHHE MEXKITY CTEHOU U TOPIIOM CTesuTaka uiu mkada (06xo1) — He MEHee
45 cm;

e PACCTOSIHME MEK]Ty TTOJIOM M HIDKHEH TTOJIKOM cTeiaxa (mkada) — He menee 15
CM, B IIOKOJIbHBIX dTakax — He MeHee 30 cM.



8.8. [IpoTBONOXKAPHBIN PEXUM B 3[JaHUAX, T]I€ Pa3MEIAeTCa apXUB IIKOJIbI, U B
apXMBOXPAHWIIMIIAX YCTAaHABIMBAETCS B COOTBETCTBUU ¢ [IpaBuiamu
MPOTUBOIOKApHOTO pexkuma B Poccuiickoit denepannu ot 16 centsiops 2020 roga
Ne1479.

8.9. ApXUBHBIE IOKYMEHTBHI CIIEYET XPAaHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JICUCTBUSA CBETA OOECIICUNBACTCS XPaHEHUEM
JOKYMEHTOB B KOpOOKax, arnkax U nepervieTax, B mkadax Wik Ha CTeJUIaxax
3aKpBITOTO TUIIA.

8.11. EcTecTBEHHOE OCBEIICHUE B apXUBOXPAHWINILE JOMYCKACTCS MPU YCIOBUU
MIPUMEHEHHUS Ha OKHAX CBETOpaCcCeUBaTeliel, PerysiTOpoB CBETOBOTO OTOKA
(cneruanbHBIX CTEKOJT), 3AUUTHBIX (DUIBTPOB U MOKPBITH, KaTIO3H.

8.12. JInst ICKyCCTBEHHOTO OCBEUIECHHUS PUMEHSIOTCS JJaMITbl HAKaJIMBaHUSI B
3aKpBITHIX MJ1a)OHAX C II1aJIKONW TOBEPXHOCTHIO.

8.13. B apXuBOXpaHWIIUIIIE JIJIsl XPAHEHUS TOKYMEHTOB YCTAHABIUBAIOTCSI

CICAVIOMUEC MMapaMETPhl TCMIICPATYPHO-BJIAXXHOCTHOI'O PCKHUMA.

o JIJIS1 XpaHEHUS JOKYMEHTOB Ha OyMa)kHOM HocuTene — Temmneparypa 17-19°C,
OTHOCHUTEJIbHAA BIAXHOCTh Bo3ayxa — 50-55%.

8.14. IlomernieHus: apxuBa 00pa30BaTEIbHON OpraHU3AIMHU JOJIKHBI COJIEPIKATHCS
B YHCTOTE, B YCIOBUSX, UCKIIFOYAIOIIUX BO3MOKHOCTh MOSIBJICHUS TJIECEHH,
HACEKOMBIX, IBIJIH.

9. 3akII0uYMTEeIbHBbIE T0JIOKEHUS

9.1. Hacrostiee [lonoxenue o0 apxuBe sIBASETCS JTOKAIbHBIM HOPMATUBHBIM
aKToM, puHuMaeTcs Ha O011eM coOpaHuu paOOTHUKOB IIKOJIBI U YTBEpIKIaeTcs (100
BBOJIUTCSA B JIEUCTBUE) MIPUKA30M JIMPEKTOPA 00I111€00pa30BaTENBHON OpraHu3aliu.

9.2. Bce u3MeHeHus U IOTIOJTHEHH S, BHOCHUMBIE B HacTostiee [lomoxenue,
o(OpMIISIIOTCSI B TUChMEHHOM (hOpMe B COOTBETCTBUU JICHCTBYIONTUM
3aKOHOaTenbCTBOM Poccuiickon denepanumu.

9.3. Ilonmoxxenue 06 apxuBe 00111€00pa30BATEIHHON OpTraHU3aIMN IPUHUMACTCS Ha
HEONPEIEIICHHBIN CPOK. Mi3MeHeHnus u nononHeHus K [lonoxennto npuHuMaroTcs B
nopsziKe, npeaycMoTpeHHoM 11.9. 1. Hacrosmero [lonoxenust.

9.4. Ilocne npunstus [lonoxenus (UM U3MEHEHUN U TOTIOJHEHUN OTIAEIbHBIX
MTyHKTOB U Pa37eJIOB) B HOBOM PEIaKIINK MPEIbIIYIIas pelaKiius aBTOMATHIECKU
yTpauynBaeT CUITY.
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