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1. O01muMe moJ1oKeHus

1.1. Hacrosiuee IloJioaxenne 06 apxuBe HIKOJIbI pa3padOTaHO B COOTBETCTBUHU C
[Tpuxazom denepansHoro apxuHoro arentcTBa Ne 77 ot 31 uronst 2023 roga «O6
yTBepkieHnH [IpaBui opraHu3anny XpaHeHUs, KOMIUIEKTOBaHUS, y4eTa U
UCIOJIb30BaHuUs JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit eneparuu u
JIPYTUX apXUBHBIX JOKYMEHTOB B TOCY/IAPCTBEHHBIX OPraHaX, OpraHaX MECTHOIO
CaMOYIIPaBJICHUS U OPTaHU3ALMAX», HA OCHOBaHUU [IpuMepHOro nosoxxenus oo
apXvBe OpraHu3aliy, yTBEpKACHHOro npruka3zoM PenepaabHOro apXuBHOIO
areHtcTBa Ne 42 ot 11 anpens 2018 roxa, a Takke YcTaBoM OpraHu3alni,
OCYIIECTBIIAIOLIEN 00Pa30BATENbHYIO IEATEIBHOCTb.

1.2. Hannoe llonooicenue 06 apxuee wikovl OMPENEIIeT COCTaB JOKYMEHTOB
apxuBa 00111e00pa30BaTEILHON OpraHU3alluy U YCJIOBUS UX XPaHCHMUS,
yCTaHABJIMBACT 33J1a4M, HA3HAYCHUE M (PYHKIIUU IITKOJIBHOTO apXHBa,
periaMeHTUPYET ACSATEILHOCTD JIUIa, OTBETCTBEHHOIO 3a BEJICHUE apX1Ba B
OpraHu3alliy, OCYIIECTBISIONIEH 00pa30BaTENbHYIO JIEATENbHOCTD.

1.3. B cBoeil aesitenbHOCTH apXuB pyKoBoAcTByeTcs DenepanbHbiM 3aKOHOM No
125-®3 ot 22.10.2004 «O6 apxuBHOM nene B Poccutickoit Deaepanmm ¢
u3MeHeHus MU OT 25 nexkabps 2023 roga, HOpMATUBHBIMU IIPABOBBIMH aKTaMHU
Poccuiickoit @eaepanun, cyobekta Poccuiickoit @enepaiinu B chepe apXuBHOTO
JieJia ¥ AeJIONPOU3BO/ICTBA, JTOKATbHBIMA HOPMATUBHBIMU aKTaMU
o011eo0pazoBaTeNbHON OpraHU3allvu.

1.4. JlIokyMeHTBI OpraHU3aliu, OCYIIECTBISIONIEH 00pa30BaTEILHYIO
JeATEIbHOCTh, UMEIOIINE HCTOPUUECKOE, KYJIbTYpPHOE, HAyYHOE, COLMAIBLHOE,
HKOHOMHUYECKOE U MOTUTUUYECKOE 3HAUEHHUE, COCTABIISIOT TOCYJaPCTBEHHYIO YaCTh
ApxusHoro ¢ponaa Poccuiickoit denepanuu, siBASIOTCS COOCTBEHHOCTHIO
rocyapcTBa U MOJIEKAT NOCTOSHHOMY XPaHEHHUIO B TOCYJAPCTBEHHBIX apXHBax
Poccutickon ®@enepanuu. [{o nepenadn Ha TOCYIApCTBEHHOE XPAHEHUE TAHHBIE
JIOKYMEHTBI BPEMEHHO XpaHATCs B 0011€00pa30BaTEIbHON OpraHU3aluy.



1.5. B mkone a1t xpaHeHus T0KyMeHTOB ApxuBHoro (ponaa Poccuiickoi
denepanny U 3aKOHYEHHBIX JIE€JIONPOU3BOJACTBOM JOKYMEHTOB IPAKTHYECKOIO
Ha3Ha4YeHMsI, UX 0TOOpa, yueTa, UCIO0Ib30BaHUs U ITOATOTOBKH K Iepeaaue Ha
roCyJapCTBEHHOE XPAHEHHUE CO3/1ACTCS APXUB.

1.6. ApxuB co3aeTcsa Kak CaMOCTOSITEIbHOE MOIPA3ACICHHE, BO3TIIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXHBa COIIACHO MPUKA3Y TUPEKTOPA IIKOJIBI.

1.7. Opranu3zaiusi, OCyIeCTBIISIIONIAst 00pa30BaTEIbHYIO JEATCIbHOCTD,
obecrieunBaeT apXxuB HEOOXOIUMBIM TTOMEIICHUEM, 000PYIOBAHUEM H KaJPaAMH.

1.8. OGmeobpa3oBareabHasi OpraHuzaius 00ecrnednBaeT COXpaHHOCTh, YUET,
0TOOp, YIOPAI0UEHHUE U UCIIOIb30BAHUE JOKYMEHTOB APXUBHOTO (POH/A
Poccutiickoii ®enepaimn, 00pa3yromuxcs B ero aeareabHocTi. ObecrneurnBaeTt
CBOEBPEMEHHYIO IIepeady 3THX JOKYMEHTOB Ha TOCYJapCTBEHHOE XPaHEHUE.

1.9. Bce paboThi, CBsI3aHHBIE C MTOJTOTOBKOM, TPAHCTIOPTUPOBKOM U Mepeadeii
apXUBHBIX JIOKYMEHTOB, TIPOU3BOJISITCS CHJIAMH U 32 CUET IITKOJIBI.

1.10. 3a yrpaTy u nopuy 10KyMeHTOB ApxuBHOro ¢onaa Poccuiickoit deneparuu
JOJKHOCTHBIE JIMI[A OPraHU3alK1, OCYHIECTBISAIONIENH 00pa30BaTEIbHYIO
JESITEIbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBUM C JCHCTBYIOIIUM
3aKOHOJATEIbCTBOM.

1.11. [IxonbHbBIN apXuUB paboTAaET coOryiacHo JaHHOMY [losiokKeHuIo U TIaHy,
YTBEPKAAEMOMY TUPEKTOPOM 00111€00pa30BaTENIbLHON OpraHu3alui, 1
OTUYUTHIBAETCS MEPE]l HUM B CBOEH padoTe.

1.12. KoHTpoJIb I€SITENBHOCTH apXHUBa OCYIIECTBIISIET JUPEKTOP OpraHU3aluu,
OCYIIECTBIISIONIEH 00pa30BaTEeIbHYIO MEATeIbHOCTD.
2. CocTaB I0KyMEHTOB apxXuBa

2.1. B IKOJBHBINA apXUB HOCTYIIAKOT:

3aKOHYEHHBIE JAEJIONPOU3BOACTBOM IIKOJIbI TOKYMEHTBI IOCTOSIHHOTO XPaHEHHUS,
00pa3oBaBIIKECs B ACSITCIBHOCTH CTPYKTYPHBIX TOAPA3ICICHUN, TOKYMEHTHI
BpeMeHHOTO (cBbIie 10 1eT) cpoka XpaHeHus!, HEOOXOUMBbIE B MPAKTUUYECKOM
JeSATEIbHOCTH, TOKYMEHTHI 110 KaJpaM 1 00y4aroluMcs;

JAOKYMCHTBI IIOCTOSIHHOI'O XpaHCHUS U 110 JIMYHOMY COCTaBy OpFaHHSaHHﬁ-
nNpeAICCTBCHHUKOB,

au4HbIe GOHBI BEAYIIUX PAOOTHUKOB OPTaHU3AIIMH, OCYIIECTBIISIONIEH
00pa3oBaTENIbHYIO JICSITEIbHOCTD, TOCTYIUBIINE B APXUB;

CJIY)KC6HBIC N BEAOMCTBCHHBIC U3JJaHHUA,

CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM U YYETHBIE IOKYMEHThI ApXuBa
OpraHu3aliM, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.



2.2. Cpoku XpaHEeHUs TOKYMEHTOB B apX1Be 00pa30BaTEIbHON OpraHU3aluu
OINpEAEIIAIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHON HOMEHKIIAType
hi(Sh)

3. 3agaum apxuBa

3.1. OCHOBHBIMH 3aJIa4YaMU apXWUBA ABJISTFOTCS

3.1.1. Opranu3zainusi XpaHeHus JIOKyMEHTOB, COCTAB KOTOPBIX MPEAYCMOTPEH
pazzenom 2 Hactosiero [lonoxxenust 06 apxuse 00111€00pa3oBaTEIbHON
OpraHu3aIlMH.

3.1.2. KoMIuiekToBaHHE apXHBa JOKYMEHTAMH, 00pa30BaBUIMMUCS B
JeSITEIbBHOCTH OpTraHU3alluu, OCYIECTBIISIIONIEH 00pa30BaTEIbHYIO IS TEIbHOCTb.

3.1.3. Yuer, obecrieueHre COXpPAaHHOCTHU, CO3/IaHNE HAYYHO-CIIPABOYHOTO
anmapara.

3.1.4. Ucnionb30BaHusl JOKYMEHTOB, HAXOSIIHUXCS HA XPAaHEHUH B apXUBE IIKOJIBI.

3.1.5. IloaroroBka u cBOEBpeMEHHas repeaayda JOKyMEHTOB ApXUBHOTO (hoHAA
Poccuiickon @enepannu Ha TOCTOSIHHOE XpaHEHUE B TOCYAAPCTBEHHBIN
(MYHUITUITIAJIbHBIN ) apXUB.

3.1.6. MeToanueckoe pyKOBOJCTBO M KOHTPOJIb 3a (GOPMUPOBAHUEM U
oopMIIEHUEM JIEN B JIETONPOU3BOJICTBE IKOJIBI U CBOEBPEMEHHOM nepenadyeit nx
B apXMB 00pa30BaTEIbLHON OpraHU3aIUu.

4. DyHKIUM APXUBA HIKOJIbI

B co0TBETCTBUH C BO3JIOKEHHBIMU 3aJadaMi apXuB OCYIIICCTBJIACT CIACAYIONIUC

EIZYHK!!I/II/I:

4.1. Opranuzyer npuem JOKYMEHTOB IMOCTOSSHHOTO U BpeMeHHbIX (cBbInIe 10 jeT)
CPOKOB XpaHEHUsI, B TOM YHCIIE TI0 KaJpaM U 00yJaronmmcs, 00pa30BaBIINXCS B
NeSATeTLHOCTH IIKOJIbI, B COOTBETCTBUU C YTBEPKIACHHBIM IpaduKOM.

4.2. ObecrnieunBaeT COXpaHHOCTh U BEIET yUET TIOKYMEHTOB U (DOHJIOB,
HAXOSIIMXCS HA XpaHEHUH B apXUBe 00111e00pa30BaTeIbHON OPraHU3allHH.

4.3. IIpexacraBisieT B roCy1apCTBEHHbIN (MyHULIMIIAJIbHBIN) apXUB YYETHbBIE
CBEICHUsI 00 00bEME U COCTAaBE XPAHSAIIMXCS B apXUBE IIKOJIbI JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoii @enepanyu U Apyrux apXUBHBIX TOKYMEHTOB B
COOTBETCTBUHU C MOPSIKOM T'OCYTaPCTBEHHOI'O yUeTa JJOKYMEHTOB APXHUBHOIO
dbonna Poccuiickoit deaepanuu.



4.4. CucremaTu3upyeT U pa3MeIaeT JOKYMEHTHI, IOCTyNAOIUE HA XPaHEHUE B
IIKOJIBHBIN apXuB, 00pa30BaBIIMECS B XOJI€ OCYIIECTBICHUS 1€ TEIIbHOCTH
OpraHu3aluy, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.

4.5. Pa3pabatbiBaeT rpaduku Mpe/ICTaBICHUs ONUCEN Ha pacCCMOTPEHUE
HKCIEPTHO-MPOBEPOUYHON KOMUCCUU U TIEpe/lavul JOKYMEHTOB ApXUBHOTO (hoHAa
P® Ha xpaHeHHe B TOCYJapCTBEHHBIM (MYHUIIUTIATBHBIN) apXUB.

4.6. OcylIecTBISIET MOATOTOBKY U IPENCTABIISAET:

Ha PACCMOTPEHUE U COIIACOBAHUE SKCIEPTHON KOMHCCHH LIKOJIbI ONUCH AEIT
IOCTOSIHHOT'O XpaHEHUs!, BpeMEHHBIX (CBbIlIe 10 JeT) CpOKOB XpaHEHHUs], B TOM
YHClIie IO KaJipaM U 00y4aroIuMCs, a TAK)KE aKThl O BBIICJICHUH K YHUUYTOKECHUIO
apXUBHBIX JJOKYMEHTOB, HE MOJUIEkKAIINX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX IMOBPEKIECHUSAX APXUBHBIX TOKYMEHTOB;

Ha YTBEPKAEHUE SKCIIEPTHO-ITPOBEPOYHON KOMUCCUH YIIOJTHOMOYEHHOTO OpraHa
WCIIOJTHUTENILHOM BlIacTH cyObekTa Poccuiickoit deaeparuu B chepe apXuBHOTO
nena (nanee - DIIK apXUBHOTO yUpeKIeHUs1) OMUCH JIe] TOCTOSIHHOTO XPaHEHHUS,

Ha corytacoBanue DIIK apxuBHOTro yupexaenus cyobekTa Poccuiickoit
®denepauuu (MyHUIIMIAIBHOTO apXUBa), B ClIy4ae HAJIEJIEHUS €ro
COOTBETCTBYIOIIMMU ITOJTHOMOYHSIMU, OIIUCHU J€J MO JINYHOMY COCTaBY;

Ha corytacoBanue DIIK apxuBHOTro yupexnaenus cyonbekta Poccuiickoit
®denepanuu (MyHUIIMIATBHOTO apXUBa), B ClIy4ae HAJIEJIEHUS €ro
COOTBETCTBYIOIIMMH MMOTHOMOYHUSIMH, aKThl 00 yTpaTe JOKYMEHTOB, AKThI O
HEHCITPABUMBIX ITOBPEKICHUSAX aPXUBHBIX TOKYMEHTOB;

Ha YTBEPKJIEHUE AUPEKTOPY LIKOJIbI OMUCHU AEJN MOCTOSIHHOTO XPaHEHUSs, OIIUCH
BpeMeHHbIX (cBblilIe 10 JIeT) CPOKOB XpaHEHUS], B TOM YMCJIE OIKCH JE 110 KaJapam
U 00y4arOUIMMCS, aKThl O BBIJICJICHUU K YHUYTOKEHHUIO apXUBHBIX JTOKYMEHTOB, HE
MOJIJIEKAITNX XPAaHEHUIO, aKThl 00 yTpaTe TOKyMEHTOB, aKThl O HEUCIIPAaBUMBIX
HOBPEXKACHUAX apXUBHBIX JOKYMEHTOB, YTBEPKACHHbIE (coraacoBaHHble) DIIK
WJIU TOCYJIapCTBEHHBIM apXHUBOM cyObekTa Poccuiickoit deaeparuu
(MyHULIMITAJIBHBIM apXKWBOM) B CJIy4yae HaJeJIeHHUs €r0 COOTBETCTBYIOIUMU
MOJIHOMOYHSIMHU.

4.7. OpranusyeT nepeaady J0KyMeHTOB ApxuBHoro (hoHa Poccuiickoi
denepaluy Ha MMOCTOSTHHOE XPaHEHUE B ITOCYIapCTBEHHBIN (MYHUIIUTTATIBHBIN )
apXHuB.

4.8. Opranu3yeT ¥ IpOBOJIUT SKCIEPTU3Y LIEHHOCTH IOKYMEHTOB BPEMEHHBIX
(cBbImie 10 1eT) CpOKOB XpaHEHU S, HAXOISIINXCS HA XPAHEHUU B apXUBE LIKOJIbI B
HEeJIsIX 0TOOpa JOKYMEHTOB JIJIsl BKJIFOUEHUS B COCTaB ApXUBHOTO (oHIA
Poccuiickon denepanuu, a TakKe BBISIBICHUS JJOKYMEHTOB, HE MOIJICKAIIINX
JAJIbHENIIIEMY XPaHEHUIO.

4.9. YuacTtByeT B pab0Te dKCIIEPTHOW KOMUCCHH OPTraHU3alliH, OCYIECTBISIONICH
00pa3oBaTeNbHYIO A TEIbHOCTD.



4.10. IIpoBoauT MEPONIPUATHSI IO 0OECTICYCHUIO COXPAHHOCTH JOKYMEHTOB,
HAXOJIAIIUXCS HAa XpPAaHEHUHU B apXUBE OPraHU3aIMH, OCYIIECTBIISIOIEH
00pa3oBaTeNbHYIO A TEIbHOCTD.

4.11. Opranuzyet uHGOPMUPOBAHNE AIMUHUCTPAIIMN U PAOOTHUKOB IIKOJIBI O
COCTaBE M COJICP>KAHUH IOKYMEHTOB apXKBa OPTaHU3aIMH, OCYIIECTBIISIONIEH
00pa3oBaTeNbHYIO AESTEIBHOCTD.

4.12. NudopmupyeT 1ojap30BaTesieii o BOIPOcaM MECTOHAXO0XKICHHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BbAa4y JOKYMEHTOB U 1] 711 pa0OThI B YUUTEIBCKON HIIA BO
BPEMEHHOE MOJIb30BAHUE.

4.14. UcnonHseT 3ampockl OpraHu3aluil 1 3asBJICHUs TpakKaaH 00 yCTaHOBICHUH
TPYJIOBOTO CTaXa M IPYTrUM BOIIPOCAM COLMATIBbHO-IIPABOBOIO XapaKTeEPa, B
YCTaHOBJICHHOM IOPSIIKE BBIIAET KOIMUHU JOKYMEHTOB U ApXUBHBIE CIIPABKH.

4.15. BeaeT y4yeT UCMOIb30BaHUs IOKYMEHTOB apXHBa 00pa3oBaTeIbHON
OpraHHU3alNH.

4.16. Co3znaet ¢hoHJ TOJIH30BAHUS apXHUBa IIIKOJIBI U OPraHU3YET €ro
HCII0JIb30BaHUE.

4.17. OcymiecTBisieT BEAEHUE CITPABOYHO-TIOUCKOBBIX CPEICTB K JOKYMEHTAM
HIKOJILHOTO apxuBa. Co3/aeT, MOMOJIHIET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBIM
amnrmapar K XpaHsIIUMCS B apXUBE JieJlaM U JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB OPTaHU3alMH, OCYIIECTBISIOMIEH
00pa30BaTeNbHYIO AEATEeIbHOCTD, IO BOPOCAM apXUBHOTO Jeja U
JEJIONPOU3BOCTBA.

4.19. Oka3pIBaeT METOINYECKYIO TOMOIIIb:

ciyx0e Jeonpon3BOACTBA IIKOJIBI B COCTABICHUH HOMEHKIATYPHI JIET,
dbopMupoBaHun U 0POPMIIEHUH J1€71, KOHTPOJIUPYET MPABUIBHOCTH (POPMUPOBAHUS
1 0(hOpMIICHUS I€TT B ICJIONPOU3BO/ICTBE;

CTPYKTYPHBIM TO/Ipa3ACICHUSIM U paOOTHHKAM IIIKOJIBI B TOJTOTOBKE JJOKYMEHTOB
K IIepeiaue B apXyB OPraHU3alluH, OCYIIECTBIISIONEH 00pa3oBaTeNbHYIO
JeSITETbHOCTD.

4.20. YyacTByeT B MPOBEJACHUU MEPOTIPUSATHI 110 MOBBIIIICHUIO KBTI (UKAITUN
pPabOTHUKOB apXUBa U CITY>KOBI JCJIONPOU3BOICTBA 00pa30BaTEILHON
OpraHu3aIMH.

S. IIpaBa apxuBa



J1J1s1 BBIMOJTHEHHUS BO3JIOKCHHBIX 33129 M (DYHKIIUM JIMII0, OTBETCTBECHHOE 33 apXMB,
MMEET IIPABO:

5.1. IlpencraBasiTe AUPEKTOPY OpraHU3alMU, OCYIIECTBISIONIEH
00pa3oBaTeNIbHYIO AEATEIbHOCTD, MPEJIOKEHUS IO COBEPIIEHCTBOBAHUIO
OpraHu3alMK XpaHEHUs, KOMIUJIEKTOBAHUS, yUeTa U UCIIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB B apXMBE LIKOJIbI.

5.2. KOHTpOJMpOBaTh BBIMOJIHEHUE YCTAHOBICHHBIX MTPABHII PAOOTHI C
JOKYMEHTaMH B CTPYKTYPHBIX TOJIPa3ACICHUSIX OpraHU3aIliH, OCYIIECTRIISFOIICH
00pa3oBaTeNbHYIO AESTEIHLHOCTD.

5.3. 3ampammuBaTh OT CTPYKTYPHBIX MOAPA3ACICHUN U PAOOTHUKOB IITKOJIBI
CBeJICHUs, He0OXOMMbIE JIsl pabOTHI apXMBa, C yU€TOM 00eCIeUeHuUs
BBITIOJIHEHUSI BCEX BO3JIOKEHHBIX HA apXUWB 3a/1a4 U (DYHKITHA.

5.4. JlaBaTh pa3bsACHEHUS U PEKOMEH/IAIMU 10 BOMPOCAM, BXOSIINM B
KOMIIETEHIIUIO apXHUBa OpraHu3alliu, OCYIIECTBISIONICH 00pa3oBaTEIbLHYIO
JIESITEIIbHOCT.

5.5. UudopmMupoBath CTpYKTYpHBIE TOAPA3AEICHUS IIKOJIbI O HEOOXOAUMOCTH
nepeayu JOKyMEHTOB B apXUB B COOTBETCTBUM C YTBEPKJICHHBIM IpadUKOM.

5.6. [IpuHuMaTh y4acTue B 3aCE€JaHUSX SKCIIEPTHOM KOMUCCUU
00111€00pa3oBaTebHOM OpraHU3alli1, & TAKKE B SKCIEPTHO-IPOBEPOUHON
KOMMCCHUH YIOJJHOMOYEHHOT'O OpraHa UCIOJHUTEILHON BJIACTH CYObEKTa
Poccuiickoit @enepanuu B cepe apXuBHOTO Jea.

6. OTBEeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHHME APXUBA

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

BBITIOJTHEHHE BO3JIOKEHHBIX Ha apXMB 3a/1a4 U (PYHKIHN B COOTBETCTBUU C
JNEHUCTBYIOIIUM 3aKOHOAATeNbCTBOM Poccuiickon denepanuu;

OpraHMU3aIMI0 pabOThl ApXHUBa, CBOEBPEMEHHOE U KBATH(PUIIMPOBAHHOE
BBIIIOJIHEHHE [TPUKA30B, PACIIOPSKEHUM, IOPYYEHUH BBIIECTOSAILEIO PYKOBOJICTBA,
JEHCTBYIOLMX HOPMATHBHO-IIPABOBBIX aKTOB I10 CBOEMY IIPODUIIIO AESITEIBHOCTH;
panoHagbHOE U 3PPEKTUBHOE UCIIOIB30BAHNE MAaTEPUATIBHBIX, PUHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

COCTOSIHME TPYIOBOM M UCIOJHUTENBCKON NTUCIMILUIMHBI B APXUBE, BHIITOJIHECHUE
CBOUX (DYHKIIMOHAJILHBIX 00S3aHHOCTEH;

coO0JIr0ICHHE MTPABUII BHYTPEHHETO PACIIOpsiKa, CAHUTapHO-
IIPOTUBOSIMHIEMUIECKOTO PEKUMA, TIPOTHBOIIOKAPHOW 0€30IIaCHOCTH M TEXHUKH
0e3011aCHOCTH;



BEJICHUE JOKYMEHTAIUH, IPEAYCMOTPEHHON AENCTBYIOIMMU HOPMAaTHBHO-
IIPaBOBBIMU IOKYMEHTaMHU;

MPEIOCTABIICHUE B YCTAHOBJICHHOM IMOPSIIKE TOCTOBEPHOM CTAaTUCTUYECKON U
MHOU MH(pOPMALINK O JACSITEIBHOCTH apXUBa;

TOTOBHOCTh apXMBa K pabO0Te B YCIOBUSIX YpPE3BbIYAHHBIX CUTYALIH.

6.2. OTBETCTBEHHBIC 3a BEJICHUE JICJIONPOU3BOJICTBA, MIOJITOTOBKY U
MpeICTaBJICHUE JIOKYMEHTOB Ha XpaHEHHE B apXUB, HA3HAYAIOTCS JUPEKTOPOM
OpraHU3aINH, OCYIIECTBISIONICH 00pa30BaTEIbHYIO IEITEILHOCTD.

6.3. KoHTpoJIb 1€ATENTBHOCTH apX1Ba OCYILECTBISIET JUPEKTOP OpPraHU3aLHH,
OCYIIECTBIISIOIIEH 00pa30BaTEIbHYIO IEATEIbHOCTb.

7. KommieKToBaHue apxuBa

7.1. IloaroroBka JOKYMEHTOB K IIepeadye B apXUB 00pa30BaTEeIbHON OpraHU3alnH
BKJIFOUYAET 3KCIEPTU3Y HAYUHON U MPAKTUYECKOM IEHHOCTU JOKYMEHTOB,
odopMIIeHHE eI, COCTABICHHUE OIHUCH.

7.2. DKkcnepTr3a EHHOCTH IOKYMEHTOB.

7.2.1. Dxcnepmu3za yerHocmu 0OKyMeHmMo8 — OTpeJieTIeHUe LIECHHOCTH
JIOKYMEHTOB C 11€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHHUS.
DKCIepTr3y IIEHHOCTH JOKYMEHTOB B 00pa3oBaTeIbHOM OpraHu3aIuu
OCYIIIECTBIISIET MTOCTOSTHHO JAEHCTBYIOIIAS IKCTIEPTHAS KOMUCCHSI.

7.2.2. Dkcnepmuas komuccus Ha3HAYaeTCs MPUKA30M JTUPEKTOpa KOJIbL. B
cocTaB DKCIEPTHOM KOMUCCUHU BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
yyclie B 0053aTeIbHOM MOPSIJIKE JIMI0, OTBETCTBEHHOE 32 BE/ICHNUE apXUBa IIKOJIBI,
U JUPEKTOP MYHULIMIIAIBHOTO apXuBa (Mo coryacoBaHuio). Cekperapem
OKCIepTHON KOMUCCHH Ha3HAYaIOT CEKpeTapsi 00pa3oBaTesIbHOM OpraHu3aluu.
OKcrnepTHasi KOMUCCHS Ha 3aCE€JaHUsAX pacCMaTPUBAET: HOMEHKIIATYPY A€l
IIKOJIBI, OTIUCH JI€J IIOCTOSIHHOTO XPAHEHUS U 10 JINYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIACIISIEMbIE K YHUUTOKEHUIO.

7.3. Ogpopmnenue oen

7.3.1. Jlena noCTOSIHHOTO XpaHEHUs MOJIIMBAIOTCS B TBEPAYIO O0JIOKKY
CYpOBBIMH HUTKaMU. JIMCThI HyMEpPYIOTCS B IPABOM BEPXHEM YTy MPOCTHIM
kapanjamoM. KoamyecTBo JIMCTOB B KAKIOM JI€JI€ HE JOJLKHO npeBbimath 250. B
KOHIIE JIeJIa HAa OTJICJIBHOM JIMCTE COCTABIIACTCS 3aBEPUTEIbHAS HAJIIKCH.

7.3.2. Ha 001105kK€e 1eJ1 TOCTOSIHHOTO XPaHEHUs! AOJKHBI ObITh MPOCTABIEHbBI
CJIeIYIOLME PEKBU3UTHI: MOJHOE HAMMEHOBAHUE BBILLIECTOSIEH OpraHu3aluu,
HauMEeHOBaHME 00pa30BaTeNIbHOM OpraHu3alunu, HoMep (MHAEKC) Jiena 1o



HOMCHKIJIATyp¢C, 3aroJIOBOK ¢cJjid, KOJIMICCTBO JIMCTOB, CPOK XPAaHCHUA UJIM OTMCTKaA
«XPAHUTD ITOCTOAHHO», HOMCP (I)OH,Z[a, OIIMCH, AcJI1a.

7.3.3. [1o OKOHUYaHUHU JENONPOU3BOACTBEHHOTO Tojla B 0POPMIIEHHBIE 00JI0KKU
JIeJ1 TIOCTOSTHHOTO XPaHEHHUsI BHOCATCS HEOOXOMMbIE YTOUHEHHUS: B 3aT0JIOBKH
JieN, COACPIKAUUX PACTIOPSIIUTEIbHBIE IOKYMEHTHI (MPUKAa3bl, MPOTOKOJIBI),
BHOCSTCSI HOMEpA; €CIIU JEJO0 C MEPENUCKON COCTOUT U3 HECKOIBKUX TOMOB, B
KaXJIOM TOME YKa3bIBAE€TCSI KOPPECTIOHAEHT, ABTOP, TEPPUTOPHS, IPYTUE JaHHBIE.
B xaxxmoM Tome yka3bpIBaeTcs ara (4ucio, Mecsll, ToJ1) Hayajaa U OKOHYaHUs
JTAHHOTO TOMa. TOYHBIE AAThl TPOCTABIIAIOTCS Ha 00JI0KKaX sl OBICTPOTO MOUCKA
JIOKyMEHTOB B TIOCTICAYIOIIEM; M3 3aBEPUTEILHON HAAMKUCH HAa 00JIOKKY JIeria
BBIHOCUTCSI KOJIMYECTBO JINCTOB B JIEJIE.

7.3.4. Hagnucu Ha 00105KKaX JIEN MOCTOSTHHOTO U JIOITOBPEMEHHOTO XPaHEHHUS
CIENYET MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

7.3.5. ]l yyeTa KoaudecTBa JIMCTOB B Jielie U (PUKcaIiuu 0COOCHHOCTEHN 1X
HyMEpalry Ha OTAEJIbHOM JIMCTE COCTABIIAECTCS 3aBEPUTEbHAS HANKCH.

7.3.6. B 3aBepuTENbHON HAJUCH YKA3bIBAETCS KOJMYECTBO JIUCTOB (LIudpamMu u
IPOIHKCHIO) B Jielie. 3aBepUTeibHAs HAIUCh MOAMKUCHIBAETCS] COCTABUTENIEM C
YKa3aHHUEM €ro JO0JKHOCTH U AaThl COCTaBICHMS.

7.3.7. BHyTpeHHsIS1 ONTUCHh COCTABJISIETCS K JIeJIaM TTOCTOSIHHOTO U
noiroBpeMeHHoro (cBeimie 10 jeT) cpoka XxpaHneHusi, COOPMUPOBAHHBIM 10
Pa3HOBUHOCTSIM IOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
cojiep)KaHue JOKYMEHTOB (0c000 IIEHHBIC, TUYHBIC JIeNIa U JIp.).

7.4. Onucanue 00Kymeumoe NOCMOAHRHO20 CPOKA XPpAHEHUA

7.4.1. Onucu coCcTaBIISIIOTCS pa3AeabHO Ha JIeJIa OCTOSHHOTO XPAaHEHUS 110
OCHOBHOM JIeATETLHOCTH U Ha Jieja 10 JIMYHOMY COCTaBY.

7.4.2. Onucy COCTaBIIIOTCS J1€IONPOU3BOIUTEIIEM.
7.4.3. Onuck BEAETCS B €IUHOW BAJIOBOM HyMEPALIMM B TEUEHUE HECKOJIBKHUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUS COCTABJISECTCS aKT 00
YHUYTOXEHUHU.

7.4.5. Ilo oKOHYaHUU JAEJIONPOU3BOJICTBEHHOIO rojia B 00pa3oBaTeIbHON
OpraHu3aluy MPOU3BOAUTCS OTOOP JOKYMEHTOB IMOCTOSSHHOTO CPOKa XpaHEHUS
JUJIS1 BKJTFOUEHUSI UX B ONUCh. ONIUCh COCTOUT M3 TOJ0BBIX Pa3/iesioB, BHYTPU rojaa
JieJia PacroJiararoTcs Mo CTENEeHW 3HAYUMOCTH ¢ Y4€TOM HOMUHAJIBLHOTO MPUHITUTIA
(B COOTBETCTBHH C HOMEHKJIATYpOW 00pa30BaTeIbHON OpraHU3AIINH ).

7.4.6. Onucy COCTaBIIIOTCS Pa3AesibHO Ha JIeJ1a MOCTOSSHHOTO XPAHEHUS 110
OCHOBHOM JIeATEJILHOCTH U Ha Jieja 10 JIMYHOMY COCTaBY.



7.4.7. OnucH cOCTaBISIOTCS CEKPETAPEM.

7.5. Hena spemernnoco xparnenus oOPMIISIIOTCS YIPOIIEHHO: OHU HE
MOJIIIMBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha O0JI0kKKaX He
IIPOU3BOJIUTCS, ONMCH Ha JE€JIa HE COCTABJISAIOTCS, YUET BEJAECTCS 110 HOMEHKIIATYPE
ned.

8. YcioBusi XxpaHeHusi JOKYMEHTOB apXMBa IIKOJIbI

8.1. JIokyMeHThI apxuBa XpaHATCA B ApXUBOXPAHUIIHUIIE 00111e00pa30oBaTEIbHON
OpraHu3aIMH.

8.2. He nonyckaercst pa3MeIleHUe apXrBa B OJBAJIBHBIX U YEPIaYHbIX
MOMEIIEHUSIX HIKOJIBI.

8.3. ApXHMBOXpaHMJIHILE AOJKHO OBITh YAAJIEHO OT Ja0OPAaTOPHBIX,
POU3BOJCTBEHHBIX, OBITOBBIX TOMEUICHUH U HE UMETh OOIIUX C HUMU
BEHTWISILUOHHBIX KAHAJIOB. APXUBOXPAHWINILE OTIEISAETCS OT COCEIHUX
NOMEIICHUI HECTOPAEMBIMHA CTEHAMH U MIEPEKPBITHAMU C MpeeIaMu
OTHECTOMKOCTH HE MEHEE JIBYX 4acoB. B apXuBoXpaHUIUIIE HE TOMTYyCKAETCs
poKIIaJika TpyO BOJOCHAOKEHUS U KaHAIU3AIUHU, TEXHOJIOTHYECKUE TN ObITOBBIE
BBIBO/IbI BOJIBI.

8.4. ApXMBOXpaHWIHILE JOJKHO UMETh ECTECTBEHHYIO MJIM UCKYCCTBEHHYIO
BEHTUJISILIMIO, 00ECTIEUMBAIOLIYIO0 PEHUPKYJIISLUIO BO3yXa, CTA0OMIBHOCTb
TEMIIEPATYPHO-BIAXKHOCTHOTO PEXKUMA.

8.5. Bce nmocrymnaroniue B apxuB 00pa30BaTeIbHON OpraHU3aluu JOKYMEHTHI
pa3MeIarTCcs B apXUBOXPAHMIIMIIAX HA CTAIIMOHAPHBIX W/UJIH MEPEIBUKHBIX
METAJUIMYECKHUX CTEJUIaXKaxX, B METANTMYCCKUX MIKadax WM KOHTeHHepax.

8.6. Ctetaxu J0HKHBI OBITh YCTAHOBJICHBI IEPIICHANKYJIIPHO CTEHAM C
OKOHHBIMH MPOEMaMHU, a B TIOMEIIIEHUU 0€3 OKOH - C Y4eTOM OCOOCHHOCTEMN
noMeIIeHus 1 obopyaoBanus. He momyckaercs: pa3MeleHne cTesiaxei
BILUIOTHYIO K HAPYKHbIM CTEHAM 3/IaHHS U K UICTOYHUKAM TeILIa.

8.7. PaccTaHoBKa cTeutaker v mKkadoB OCYHIECTBISIETCS B COOTBETCTBUHU CO
CJIICAVIOIIMMH TPEOOBAHUSIMU:

paccTosiHue MEXIy psiiaMu cTeliaxkel (raBHbI npoxox) — He meHee 120 cwm;
paccrosiHue (MPOX0J) MKy CTeJIaKaMu — HEe MeHee 75 cM;

pPACCTOSIHUE MEXK]ly HApYKHOW CTEHOM 3/1aHUsI U CTEJIIaXKaMu, apajljieIbHbIMU
CTEHE — HEe MEHee 75 cMm;

pacCTOSIHUE MEXIy CTEHOM M TOPIIOM cTesulaka miH mkada (00Xo1) — HE MeHee
45 cm;



paccTosTHUuE MEXIY TTOJIOM U HUYKHEH TOJIKOM cTeiaxka (mkada) — He menee 15
CM, B IIOKOJIBHBIX ATa)kax — He MeHee 30 cM.

8.8. IIpoTBOMOXKAPHBIN PEXKUM B 3/IaHUSX, TJI€ PA3MEIAETCS APXUB IIKOJIbI, U B
apXMUBOXPAHWIUILAX YCTAaHABIMBAETCS B COOTBEeTCTBUHU ¢ [IpaBunamu
MPOTUBOIIOKApHOTO pexknma B Poccuiickoit ®enepannu ot 16 centsiops 2020 roga
Ne1479.

8.9. ApXUBHBIE JTOKYMEHTHI CIEYET XPAHUTh B TEMHOTE.

8.10. 3ammTa TOKyMEHTOB OT JCHCTBHS CBETa 00ECIIEUNBACTCS XPAaHEHUEM
JOKYMEHTOB B KOpOOKax, arnkax U nepervieTax, B mkadax Wik Ha CTeJIakax
3akpbIiToro tuna. 8.11. EcTecTBeHHOE OCBEIICHHE B ApXUBOXPAHUIIUIIIE
JIOMTYCKAeTCs MPU YCIOBUH MPUMEHEHHS HA OKHAX CBETOpacCenBaTeei,
PETYJIATOPOB CBETOBOTO MOTOKA (CHEIMAIBHBIX CTEKOJT), 3aIIUTHBIX (PUIBTPOB U
MTOKPBITUH, KAJTFO3U.

8.12. JIns1 NCKyCCTBEHHOTO OCBELIEHHUSI IPUMEHSFOTCS JIAMITbl HAKAJIUBaHUS B
3aKpBITHIX MJIA()OHAX C IIaJIKOM MOBEPXHOCTHIO.

8.13. B apxuBoxpaHminiie Ui XpaHeHUsI JOKYMEHTOB VCTAHABJIMBAIOTCS
CJIEAVIOIIME HapaMeTPbl TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA:

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

8.14. TlomenieHust apxuBa 00pa30BaTEIILHON OpraHU3aIuu JOJKHBI COICPKATHCS
B YHCTOTE, B YCJIOBUSIX, UCKJIFOYAIOIIUX BO3MOKHOCTh MOSIBJICHUSI TJIECEHH,
HACEKOMBIX, IIBLIH.

9. 3akiII0uNTEIbHbIE MOJ0KEHHS

9.1. Hacrosimiee [lonoxxenue 06 apxuBe sIBISIETCA JOKATIbHBIM HOPMATUBHBIM
aKToM, mpuHUMaeTcs Ha OO1ieM coOpannu paOOTHUKOB IIKOJIBI  YTBEPKIACTCS
(TG0 BBOAMTCS B ICUCTBUE) MPUKA30M JUPEKTOPa 00I1e00pa3oBaTeIbHOM
OpraHH3aIiH.

9.2. Bce u3aMeHeHHUs U JOIMOJIHEHMs, BHOCHMEBIE B HacTosmee Ilonoxenue,
0hOpPMIISIOTCS B TMChbMEHHOHN (hOpME B COOTBETCTBUU JIEHCTBYIOIITUM
3aKOHOJATENLCTBOM Poccurickon Denepanum.

9.3. Ilonosxxenue 06 apxuBe 00111€00pa30BaTEIbHON OpraHU3allMi MPUHUMAETCS Ha
HeonpeeeHHbIN cpok. M3mMenenus u nonosHenus K [lonoxxennto npuHUMaroTCs
B MOpsiZIKe, mpeaycMoTpeHHoM 1.9.1. 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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