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1. O0mue moJiokeHns

1.1. Hacrosimee Ilonoxenne paspaGotano Ha ocHOBaHWH [IpHMEPHOTO MOTOXeHHs 00 apXuBe
OpraHM3aluH, YTBEpPXKICHHOro mpukazom @enepanbHOro apxuBHOro arenrctsa Ne 42 ot 11
anpens 2018 roza, B coorBetcTBHE ¢ [Iprikazom Munkynstypsl Poceun ot 31.03.2015 No 526 "O6
YTBEPXKJICHHH NPABHJI OPraHU3allid XPAHEHMS, KOMIUIEKTOBAHHS, y4YeTa M HCIIOJIb30BaHUS
NoKyMeHTOB ApxuBHOro (ouna Poccuiickoit ®enepanun W Apyrux apXUBHBIX JOKYMEHTOB B
OpraHax roCylapCTBEHHOH BIIACTH, OpraHaXx MECTHOTO CaMOYIIPaBleHHs M OpraHu3aumsx’,
VYeraBom 001meobpa3oBaTebHON OpraHU3aluHy.

1.2. launoe Tlonoxkenue ompejesseT cOCTaB JOKYMEHTOB apXHBa obmeobpazoBarenbHOI
OpraHH3alMH M YCJIOBHS MX XpaHCHHs, YCTaHABIMBAeT 3a1a4yd, Ha3HA4YeHWE H (DYHKIHH
IIKONIBHOTO apXHBa, PErJaMEeHTHPYET ASATEILHOCTD JIHIA, OTBETCTBEHHOIO 33 BEJICHHE apXHBa B
OpraHH3allnH, OCYIIECTBIAIOMmE 00pa3oBaTeIbHYIO AEATEIBHOCTb.

1.3. B cBoeil jesTenbHOCTH apXHB pyKoBoaCTByeTcs MesepanbHbM 3akoHOM No 125-®3 or
22.10.2004 «O6 apxuBHOM zenie B Poccuiickoit ®enepanuuy ¢ u3MeHeHusmMd Ha 14 mons 2022
rona, HOPMaTHBHBIMH MpPaBOBBIMH aKTaMH Poccuiickoit Denmepammm, cyOwnexra Poccumiickoii
®enepanun B chepe apxHBHOTO JeNla H AeTONPOU3BO/ICTBA, JIOKATLHEIMH HOPMATHBHBIMH aKTAMH
001eo6pa3zoBaTenbHOM OpraHu3aIym.

1.4. JIoKyMeHTBI OpraHM3alliH, OCYLIECTBIAIONMEH 00pa30BATEIBHYIO AESTENLHOCTS, UMEIOIIHE
HCTOPUYECKOE, KYJIbTYpHOE, HayqHOE, COLHAIbHOE, IKOHOMHYECKOE M MOJHTHYECKOE 3HAUCHHe,
COCTaB/ISIOT rOCYIapCTBEHHYIO 4acTh ApxuBHoro Qonma Poccwmiickoit Meneparum, sBisioTcs
COOCTBEHHOCTBIO TOCYJapCTBA M MOJUIEKAT IOCTOSHHOMY XpPAHEHHIO B TOCYaPCTBEHHBIX
apxuBax Poccuiickoii ®enepaunn. [[o mepenayd Ha TrocyJapcTBEHHOE XpPaHEHHE JaHHbIE
JOKYMEHTBI BpPEMEHHO XpaHsTcs B 001e00pa30BaTeIbHON OpraHu3aiiH.

1.5. B mkonme m1s XpaHeHHs AOKyMeHTOB ApxmBHOro (omza Poccuiickoit Qenepanun u
3dKOHYEHHBIX [IE/IONPOM3BOJICTBOM JIOKYMEHTOB [PAKTHYECKOTO HAa3HAYEHHMs, UX O0TOOpa, ydeTa,
MCIIONIE30BAHHUS H [TOITOTOBKH K Nepe/iaue Ha rocy1apCTBEHHOE XPaHEHHE CO3/1aeTCs apXHB.

1.6. ApxuB co3maeTcs Kak CaMOCTOSTENBHOE MOJPA3NE/EHHE, BO3IVIABIAEMOE JIHLIOM,
OTBETCTBEHHBIM 3a BEJICHHE apXHMBa COTNIACHO MPHKA3y JUPEKTOPa IIKOJIbL.

1.7. Opranusauus, ocymecTsisiomas 06pa3oBaTeNbHYIO JESTEILHOCTh, 00eCIeYHBAET apXxuB
HEOOXOIMMBIM MOMeIIeHHEM, 060PYI0BAHHEM H KaAPaMH.

1.8.  OGmeobpazopaTenpHas OpraHu3amus 00eceYuBaeT COXPaHHOCTb, y4eT, oTOop,




YIOPSAJI0OYEHHE M MCIIOJIB30BaHHE JOKYMEHTOB ApxuBHoro (ounna Poccuiicsos 8;_
00pa3yroImMxcs B €ro AesaTeabHOCTH. O0ecreynBaeT CBOEBPEMEHHYIO MEPEIAYY ITHY MM
Ha rocyJapCTBEHHOE XpPaHEHHE.

1.9. Bce paGothl, cBs3aHHBIE C NOATOTOBKOH, TPAHCIIOPTHPOBKOH M Nepeiauci -
JOKYMEHTOB, IIPOM3BOATCS CUIAMHU H 3a CYET UIKOJIBI.

1.10. 3a yrpaty u nopuy nokyMmeHToB ApxuBHoro ¢onna Poccuiickoit Penepanun 10 masEocT=me
JIHI[A OpraHu3alliy, OCYLIECTRIAIOmEeH 00pa3oBaTeIbHyIO NEATEIbHOCTD, HECYT OTBETCTBEHEOCTS
B COOTBETCTBHUH C JEHCTBYIOIIUM 3aKOHOAATEIBCTBOM.

1.11. IllxoneHBIH apxWB paboTaeT COrJacHO IUIAHY, YTBEPXKAAEMOMY JAHPEKTOpOM
o01Ieobpa3oBaTeIbHOM OpraHu3alliy, 1 OTYMTHIBAETCA Mepe/l HUM B cBOei padore.

1.12. KoHTpOJb A€ATeIBHOCTH apXHBa OCYIIECTBIIAET JUPEKTOP OPraHU3alliH, OCYIIECTBIAIOMIEH
o0pa3oBaTeNbHYIO €A TeIbHOCTb.

2. CocraB J0KYMEHTOB apXHBA
2.1. B mIKOIbHBIN apXUB MOCTYIAKOT:

*  3aKOHYEHHbIE [eJIONPOU3BOACTBOM IIKOJbl JOKYMEHTHI IIOCTOAHHOTO XpaHCHHSA,
oOpasoBaBiiMecss B JIEATEIBHOCTH  CTPYKTYPHBIX — [OJpa3jielieHuH, JOKYMEHThI
spemenHoro (ceeime 10 1eT) cpoka XpaHeHMs, HEOOXOQMMBIE B IPAKTHYECKOH
JEATENLHOCTH, JIOKYMEHTBI 110 KaJipaM H 00y4arolHMC;

* JIOKYMEHTBI IIOCTOSIHHOTO XpaHeHHs ¥ MO JIMYHOMY COCTaBy OpraHu3al[Hii-
MIpeIIECTBEHHHKOB;

» guudble  GoHAB  Beaymmx — pabOTHMKOB  OpPraHM3alliH,  OCYIIECTBIIAIOLIEH
00pa3zoBaTenbHYIO AeATeIbHOCTD, IOCTYIHBIIHE B apXHB;

» ciyxeOHbIe U BeJOMCTBEHHBIE H3/IaHHS,

*  CIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM H YUYETHBIE JOKYMEHTHI ApXHBa
OpraHu3aliy, OCYLIECTBIIMIONIEH 00pa30BaTENIBHYIO AEATEIbHOCT.

2.2. Cpokd XpaHeHHs IOKYMEHTOB B apXmBe 00pa3oBaTe/IbHONW OpraHH3alliH ONpPEe/elIA0TCs
COIJIACHO CPOKaM, yKa3aHHBIM B YTBEPK/ICHHOH HOMEHKIAType JIel.

3. 3ajauu apxuBa

3.1. OcHOBHBIMH 3a/1a4aMH apXHBa ABJIAIOTCS:

3.1.1. Opranm3aimus XpaHeHHs [AOKYMEHTOB, COCTaB KOTOPBIX IIPEJyCMOTPEH pasienom 2
Hacrosiero Ilonoxenus.

3.1.2. KoMmiekToBaHMe apxWBa [JOKyMEHTamMH, 00pa30BaBIIMMHUCH B  JIeATEIBHOCTH
OpraHu3alHy, OCYIIECTBIIAIOIEH 00pa30BaTEIbHYIO ACATEIbHOCTD.

3.1.3. Vuyer, obecrniedyeHne COXPaHHOCTH, CO3JaHHe Hay4YHO-CIIPABOYHOTO anmapara.

3.1.4. Hcnosp30BaHHs JOKYMEHTOB, HAXOAAIIMXCA HA XPAaHCHHH B apXUBE LIKOJIbL.

3.1.5. TloarotoBka M CBOEBpEMEHHas mepeiada JIOKyMEHTOB ApXuBHOro (onza Poccuiickoii
deepaliy Ha TIOCTOSHHOE XPAaHEHHE B TOCYIAPCTBEHHBIH (MyHHUIMIAIBHBII) apXHB.

3.1.6. Meroanueckoe PyKOBOJCTBO M KOHTPOIIb 3a (JOPMHPOBAHHEM H OQOpPMIICHHEM el B
JeJIONPOM3BO/ICTBE IIKOJIBI M CBOEBPEMEHHOW Iepeaadell HMX B AapXHB oOpa3oBaTeIbHOM
OpraHU3aluH. |

4. ODyHKUHH apXHBA

B COOTBETCTBHH € BO3JIOKEHHBIMH 3aauaMHi apXHB OCYIIECTBISET CJIE/YIOMNE QYHKIIHH:

4.1. OpraHu3yeT TpHEM JOKyMEHTOB IOCTOSHHOTO M BpeMeHHBIX (cBbiue 10 5eT) cpokos
XpaHEHHs, B TOM YHCIIE 110 KaJpaM H 00ydaromumMces, 00pa3oBaBIIUXCs B J€ATENbHOCTH IIKOJIBI,
B COOTBETCTBHHM C YTBEPIKACHHBIM IpaguKoM.

4.2. OGecrneunBaeT COXPAHHOCTh W BENET y4eT JOKYMEHTOB H (OH/OB, HaXOIAIIMXCsH Ha
XpaHeHHH B apXUBe 0611e06pa30BaTe/bHON OpraHH3aliH.

4.3. TIpeacTaBisieT B TOCYIaPCTBEHHbI (MyHHIHIIATBHbIH) apXUB YUETHbIE CBEACHHs 00 00BeMe
¥ COCTABe XPAHANIMXCS B ApXUBE WIKONBI JOKYMEHTOB ApXHBHOro (omnjga Poccuickoi
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Qexepauus B ADYTHX apPXHBHBIX JOKYMEHTOB B COOTBETCTBHH C NOPSIKOM I'OCYIapCTBEHHOIO
YHETa JOKYMCHTOB ApxuBHOro Gonaa Poccuiickoii ®enepanun.

4.4. CacrematusupyeT ¥ pasMellaeT AOKyMEHThI, NOCTYIAIONUIHE HA XpaHEeHHE B IIKOJIBHEI
2pxus, 00pa3osasIIHecs B X0I€ OCYIIECTBICHHS JeATeTbHOCTH OpraHH3alliH, OCYIIEeCTBIIAIOIIEH
00pE30BaTEALHYIO AESTEILHOCTb.

+.5. PaspabarsisaeT rpaduku Ipe/CTaBICHAS ONMUCEH Ha PacCMOTPEHHE 3KCIEPTHO-IPOBEPOYHOH
FOMECCHE B Dnepenati JOKYMEHTOB ApXHBHOrO Qonia P® Ha XpaHeHHe B rocyrapcTBEHHbI
\MYEEIHN2ILHEIH ) apXHB,

OcvimecTsaseT NOArOTOBKY H IIPECTABISET:

* H2 PacCMOTPCHHE H COIJIacOBaHHE JKCIEPTHOH KOMHCCHH INKOJBI OIMCH el
HOCTORHHOIO XpaHCHHs, BPEMCHHEIX (cBbime 10 1€T) CPOKOB XpaHEHHS, B TOM YHCIIe
10 xaapam ¥ 00y4arolMMCs, a TakKe aKThl O BBUIENEHHH K YHHUTOKEHHIO apXHMBHBIX
AOKYMCHTOB, HE NOVICHKAIIMX XPAHEHHIO, aKThl 00 yTpare NOKYMEHTOB, aKThl O
HEHCIIDABUMBIX MTOBPEKICHUAX ApPXHBHEIX JOKYMEHTOB;

* H3 YIBEpPAKICHHE SKCICPTHO-IPOBEPOYHOH KOMHCCHH YIOJHOMOYEHHOTO OpraHa
HCTOTHUTEILHOM B1acTH cyObekta Poccniickoit Menepauun B chepe apxUBHOTO jema
(aanee - OTIK apXHBHOrO yupeskIeHH) OIHUCH e TTOCTOSHHOTO XpaHEeHHS,

* Ha cornacoBanue JIIK apxuBHOro yupexaenus cy6bexra Poccuitckoit Denepanuu
(MYHHIMIQTBHOTO — apXHBa), B Cly4ae HAHelNeHHS €r0  COOTBETCTBYIOLIMMH
TTOTHOMOYHAMH, OIIHCH JI€JI 10 INYHOMY COCTaBY;

* Ha cornacoBaiue DIIK apxmBHOro yupesxnenms cyGwbexta Poccmiickoii DQenepanuu
(MYHHUMIQTBHOTO ~ apXWBa), B CIOy4ae HAJeleHHs ero COOTBETCTBYKOIIUMH
MOJTHOMOYHAMH, aKThI 06 yTpaTe MOKYMEHTOB, KTl O HEHCIPABHMBIX HOBPEKIEHHUSX
ApPXHUBHBIX JJOKYMEHTOB;

* Ha YTBEPKICHHE IHPEKTOPY WIKOJIBI ONHCH JIe] TIOCTOSHHOTO XpaHEHHs, OINHCH
BPEMEHHBIX (CBBIUIE 10 J1€T) CPOKOB XpaHEHHUs, B TOM YHCJIE OMMCH Jei IO KaJpaM u
00y4aroluMCes, akThl O BBUIENEHHH K YHHYTOKEHHIO ApXHUBHBIX [OKYMEHTOB, HE
TONVICHKAMHUX  XPAHCHHUIO, aKTBI 00 yTpaTe NOKYMEHTOB, akThl O HEHCIPaBHMbIX
TIOBPEKAEHUAX apXUBHBIX JIOKYMCHTOB, YTBEpP:KIEHHBIE (cornacoBanubie) DIIK wim
TOCYNapCTBCHHBIM apXuUBOM cyObekTa Poccuiickoit dejeparun (MYHHIHIATLHBIM
apXHBOM) B Cilyyae Ha/ICJeHHS €I0 COOTBETCTRYIOIMMH TTOTHOMOYHSMH.

4.7. OpranusyeT nepemady JOKYMEHTOB ApxusHoro Qonna Poccumiickoit Denepamnn Ha
[IOCTOAHHOE XPAHEHHE B TOCYAaPCTBEHHBIH (MYHHUIHIIANLHBIH) apXHB.

4.8. OpraHuszyer M NpPOBOIUT SKCNEPTH3Y LIEHHOCTH JOKYMEHTOB BpeMeHHEIX (cBbime 10 jer)
CPOKOB XpaHCHMs, HAXOAAUIMXCS HA XPAHCHHH B apXHBE WIKOJBI B LEIX 0TOOpa JOKYMEHTOB
UL BITIIOICHHS B cocTaB ApxuBHOTro (ouna Poccuiickoit ®enepanuu, a Takske BbISIBICHHS
AOKYMEHTOB, HE MOJUISKAIIKX JadbHEeHIIeMy XpaHEeHHIO.

4.9. VYwuactByer B pabote OKCIEPTHOH KOMHCCHM  OpraHM3alli¥, OCYIIECTBIISIONE]
00pa3oBaTebHYIO AeATeIbHOCTD.

4.10. TIpoBOAMT MEPONPHATHS 110 06GECHEeUSHHIO COXPaHHOCTH TOKYMEHTOB, HaXOAALIUXCH Ha
XPaHCHHH B apXHBE OPraHU3alliH, OCYIECTBIIAIONIEH 00pa3oBaTeNbHYIO AeSTENBHOCTS.

4.11. Opranusyer uHbOopMHpOBaHHE AIMMHHUCTPAllMH M PabOTHHKOB IIKOJBI O COCTABE H
COACpPKAHHH ~ NOKYMEHTOB apXWBa OpPTaHH3AlMH, OCYIIECTBIISIOME 00pazoBaTeTbHyIO
JIeATENBHOCTb.

4.12. MUudopmupyet monbp3oBaresieii mo BOIPOCaM MECTOHAXOMXK/ICHHS apXHBHBIX JOKYMEHTOR.
4.13. Opranu3syer BIauy JOKYMEHTOB M e JUIsi padOThI B yUHTENIBCKOH MIIM BO BpeMeHHOe
T10JIb30BaHHE,

4.14. VcnonHseT 3anpockl OpraHH3anMii W 3asBIICHHS rpajkIaH 00 YCTaHOBIEHHH TPYIOBOTO
CTaxa u JIpYTUM BOTIPOCaM COLHANbHO-TIPABOBOTO XaPaKTepa, B YCTAHOBJIEHHOM IIOpSAIKE BhIIAET
KONHH IOKYMEHTOB H apXHBHBIE CIIPABKH.

4.15. Benet y4eT ucnons3oBanns AOKYMEHTOB apXHBa 00pa30BaTeNbHON OpraHH3aInHy.

4.16. Co3naet hoH MOIB30BAHHS ApXHUBa LIKOJIBI H OPraHU3yeT ero UCIOIb30BaHHE.
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4.17. OcyliecTBsET BEIEHHE CNPABOYHO-TOMCKOBBIX CPEICTBE K JOKYMCHTZN TR
apxupa. Co3/1aeT, MONOJHIET U COBEPLICHCTBYCT Hay4HO-CIIPABOYHbIH ANMapaT & Shesmmes o
apxMBe JieTIaM ¥ JIOKyMEHTaM.

4.18. VyacTByeT B pa3paboTKe JOKYMEHTOB OpraHu3alim, ocyInecTBIsIONMEH obpazosar=man
eATENBHOCTb, IO BOIPOCAM apXMBHOTO Jle/1a ¥ ACNONPOH3BOACTEA. \
4.19. Oxa3pIBa€T METOAMYECKYIO TTOMOMIb:

« cnyx6e JeNONpOM3BOACTBA  WIKOIBL B COCTABJICHHH  HOMEHKJIATYPHl  Zi
dopmitpoBaHiH M OOPMICHHH e, KOHTPOIHPYCT NpaBUIBHOCTE (hOpPMUPOBaAHIE =
odopMIIeHHS 1e]1 B IENONPOM3BO/ICTRE;

*  CTPYKTYPHBIM IOJpa3ICNEeHHUIM H paboTHHKAM IIKOJIBI B MOATOTOBKE IOKYMCHTOE &
mepejade B apXMB OPraHU3aAIMH, OCYIIECTBJISIOIIEH 00pa30BaTeNbHYIO NeATCIbHOCTS.

4.20. YuyacTByeT B IpOBEICHUH MEpONPUATHIl MO IMOBBIICHUIO kBamudUKaH pabOTHHKOB
apXuBa U CIIyKOBI 1€/I0NPOH3BOACTEA obpazoBaTeIbHON OpraHu3alny.

5. Ilpasa apxusa

11 BLINOTHEHUS. BOZNOJICEHHBIX 3A0AY U Gynryuil 1Yo, OMEEMCMeeHHoe 34 GpXus, umeen npaso.
5.1. IlpeacraBnsTh  AMPEKTOpY — OpraHHM3aln, ocymecTBIsIONEH  00pa3oBaTEIbHYIO
eATeNbHOCTh, ~ NPEMNOKEHHs [0 COBEPIICHCTBOBAHHMIO OpraHu3aluy  XpaHeHHd,
KOMILICKTOBAHHS, YUeTa H HCTIONb30BAaHUs apXUBHBIX JIOKYMEHTOB B apXHBe IIKOJIBL.

5.2. KoHTpOTMpOBAaTh BBINOJHEHHE YCTAHOBICHHBIX npaBus paboTBl € NOKyMEHTaMH B
CTPYKTYPHBIX ~ TOJPA3NENEHUAX  OpPraHu3aiii, ocymrecTBisitoNel  00pa3oBaTENbHYIO
NIEATETBHOCTD.

5.3. 3ampammBarh OT CTPYKTYPHBIX noapasfeneHuii M paGOTHHKOB MIKOJMEL  CBEACHHA,
HeobxoauMBble I paboThl apXuBa, ¢ Yy4ETOM oGecreueHus BHITIOTHEHUS BCEX BO3JI0KCHHBIX Ha
apXxuB 3a1a4 ¥ QyHKIHH.

5.4. JlaBaTh pa3bsCHEHUA M PEKOMEHJAIHH M0 BOMPOCAM, BXOJANIMM B KOMIICTEHLMIO apXHBa
OpraHM3aIUy, OCYIIECTBIISIOMICH 06pa3oBaTEIbHYIO ACATELHOCTD.

5.5. WudopMupoBaTh CTPYKTYPHBIC NOAPasACICHHA MIKOJEI O HEOOXOZMMOCTH Iepeaaiu
JIOKYMEHTOB B apXHB B COOTBETCTBHH C yTBEpPKICHHBIM IPapHKOM.

5.6. TlpuuumaTh ydyacTHe B 3aCCJAHHAX SKCIEPTHOH KOMHCCHH 0611e06pazoBaTeNbHOM
opraHm3allug, a TaKKe B 3KCIIEPTHO-TIPOBEPOYHOH KOMHCCHH YIIOTHOMOUYEHHOTO  Oprana
MCTIONHATENbHOH BracTi cybbekra Poccuiickoi denepaunu B chepe apXUBHOTO Aela.

6. OTBETCTBEHHOCTD 32 (PYHKIHOHHPOBAHHE apXHBA
6.1. HasHaueHHOE IIPHKA30M JTMPEKTOPA KON JIMIO, OTBETCTBEHHOE 34 BeJICHHE apXuBa, HECET
[epCOHATBLHYIO OTBETCTBEHHOCTD 3a:

. BLIIONHEHME BO3JIOKEHHBIX HA apxuB 3ajad H dyHKIMHA B COOTBETCTBUU C
JIefCTBYIOIIMM 3aKOHO/[aTeTbCTBOM Poccuiickoit @enepannu;

« opraHM3amMio PaGoTHl ApXHBA, CBOCBPEMEHHOC H KBATH(HIMPOBAHHOE BBINOTHEHHE
[IPHKA30B, PACTIOPSHKCHHH, [opydeHH# BBINIECTOAIIETO PYKOBOACTBA, JeHCTBYOMHUX
HOPMATHBHO-TIPABOBBIX aKTOB TIO CBOEMY npoQUITIO NeATENBHOCTH;

«  panuonansHoe ¥ IDPEKTUBHOE HCHONb30BAHAE MATEpHATBHBIX, (HHAHCOBBIX H
KaJPOBBIX PECYPCOB;

«  COCTOSHME TPYJOBOi M MCTIONHATENECKON AMCIMILIMIEL B apxuBe, BHITIOTHEHHE CBOMX
YHKIMOHATBHEIX 00S3aHHOCTEH;

«  COOmIOJeHHe MpaBHil BHYTPEHHETO pacropsiKa, CaHUTapHO-TIPOTHBOIMHIEMHIECKOTO
peXKUMa, IPOTHBOTOXKAPHOH Ge30acHOCTH ¥ TEXHUKH 0€3011acHOCTH;

«  pejeHMe JAOKYMCHTAIMH, NPEyCMOTPCHHOH NeiiCTBYIOMMMH HOPMATHBHO-IPABOBBIMU
NOKYMEHTaMM;

+  [peoCTABICHHE B YCTAHOBJIEHHOM IOPA/IKE JOCTOBEPHOH CTATHCTHYECKOi M HMHOH
uH(OPMALIH O AESTEIBHOCTH APXHBA;

«  TOTOBHOCTB apxXMBa K paboTe B yCTIOBHAX upe3BBYAIHBIX CHTYAIHH.




6.2. OTBeTCTBCHHBIE 32 BeJSHHE I€IONPOH3BOICTRA, HNOArOTOBKY H IIPE/CTaBIECHHE AOKYMEHTOB
Ha XpancHHC B apXMB, Ha3HAyalOTCA /JHPEKTOPOM OpPraHH3alHH, OCYLIECTBIIAIOLIEH
00pa30BaTEILHYIO ASATEILHOCTD.
6.3. KoHTpOIs AesTeNBHOCTH apXHBa OCYINECTBIISAET JUPEKTOP OpraHM3alliH, OCYUIECTBIAIONIEH
00pa30BaTeIbHYIO ASTEILHOCTb.

7. KommaexkToBanne apxuBa :

7.1. TloaroToska JOKyMEHTOB K Ilepefiade B apXHB 00pa3oBaTeIbHON OpraHU3aluy BKIIOYAET
JWCOCPTHSY HAYYHOH M NMPaKTHYECKOH HEHHOCTH JOKYMEHTOB, oOPMIEHHE IeN, COCTaBJIeHHE
IHCH.

2. JECMepTH3a USHHOCTH JOKYMEHTOB.

7.2.1. 3xcnepmuza yewnocmu OOKyMeHMOE — OIpELENeHHE [EeHHOCTH OOKYMEHTOB C IIEJIBIO
0TOOpa ¥X Ha XPaHeHHE H YCTAHOBJIEHHE CPOKOB XPAHEHHS. OKCIepTH3y LEHHOCTH JOKYMEHTOB B
00pa30BaTebHON OPraHA3allMK OCYIIECTBISET MOCTOSHHO JAeiiCTBYIOmAs 9KCIIepTHask KOMHCCHS.
7.2.2. Oxcnepmuan KoMuccus HasHaYaeTCs IPHKA30M JAMpeKTopa mKojbl. B cocras DkcneprHoii
FOMHCCHH BKTIOHAIOT HE MEHEC TPEX COTPYIAHHKOB, B TOM UHC/IE B 00S3aTEILHOM MOPSIKE JIHIIO,
OTBCICTBCHHOC 33 BCJCHHME apXWMBa IIKOJBI, M [MPEKTOP MYHHLMNAIBHOTO apXuBa (10
coraacosanuio). CekperapeM DKCHNEPTHOH KOMHCCHM Ha3HAYAIOT CEKpeTaps oOpasoBarenbHOI
OprasH3aluy. DKCIePTHAsS KOMHCCHS Ha 3aCeJJaHMAX PacCMaTPHBAET: HOMEHKJIATypy JeJ IKOJIEI,
OIHCH JIC] IIOCTOSIHHOTO XPaHEHHUs H MO JIHYHOMY COCTaBY, aKThl Ha JOKYMEHTBHI, BbIAE/IAEMBIE K
YHHYTOKEHHIO.

7.3. Odopmienue men

7.3.1. [lena NOCTOSHHOTO XpaHEHHs MOAIMIMBAIOTCS B TBEPJYIO OONIOXKKY CYPOBEIMH HHMTKAMH.
JIuCTBI HyMEpYIOTCSl B TIpaBOM BEpXHEM YTy MPOCTHIM KapaHiamoM. KoJMuecTBO IHCTOB B
KaXK/I0M Zeie He NO0/DKHO npeBbimate 250. B KoHIe 1ena Ha OTAENBHOM JIHCTE COCTARIISETCS
3aBEpHTENbHAS HA/IIIHCh.

7.3.2. Ha o6noxke [en IIOCTOSHHOTO XPAHEHHS IOJKHBI OBITh IIPOCTABJIEHBl CIEAYIOLIHE
PCKBH3UTBI:  TOJHOE  HAaUMEHOBAaHHE  BBIIIECTOSALIECH  OpPraHH3auuH,  HAMMEHOBAHHE
obpa3oBaTebHON OpraHu3auuu, HOMEp (MHIEKC) Aena mo HOMEHKJIATypE, 3aroJIoBOK Jella,
KOJIMIECTBO JIMCTOB, CPOK XPAHEHHs MM OTMETKA «XPaHUTh IIOCTOSHHO», HOMep (OHAA, OMHCH,
Iena,

7.3.3. Tlo OKOHYAaHHH J1€JIOTPOU3BOACTBEHHOTO I'0JIa B odopMIleHHBIE 00JI0KKH Je] TIOCTOSHHOTO
XPaHCHHsl ~ BHOCATCA  HEOOXOIMMBIE  YTOYHEHHS: B  3arONOBKH  Jell, coJiepKalux
PACTIOPANMTENIBHEIE  TOKYMEHTBI (NIPHKa3bl, MPOTOKOIEI), BHOCATCS HOMEpA, €CIH Jel0 ¢
TIEPEMUCKOM COCTOMT M3 HECKOJILKHX TOMOB, B K&KIOM TOME YKa3bIBAETCs KOPPECIIOH/IEHT, aBTOp,
TEPPUTOPHS, Apyrie NaHHbIe. B KakaoM TOME ykaskBaeTcs Aata (YHCIO, MECsIl, Toj) HAYAna |
OKOHYaHHs NaHHOro ToMma. TouHBIE JaThl IPOCTaBJIAIOTCA Ha OGJIOXKKAX JUIS OBICTPOro MOMCKA
AOKYMEHTOB B MOCICAYIOIIEM; H3 3aBEPHTE/NLHOH HAANHCH Ha OONOXKKY [ena BBIHOCHTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Hammucn Ha o6NOXKKAX el NOCTOSHHOTO M JAOJITOBPEMEHHOIO XPaHEHUS CJICAYeT
TIPOU3BOUTE YETKO, CBETOCTOHKHMH YE€PHHIAMH.

7.3.5. Jlna ydera KOJMYECTBA JHCTOB B Jejie H ukcauun 0coGeHHOCTEH UX HyMepaluu Ha
OTICIIBHOM JIMCTE COCTABIIACTCS 3aBEPUTEIIbHAS HAITHCh.

7.3.6. B 3apepuTeNbHON HAANMCH YKA3BIBAETCS KOJIHYECTBO JIMCTOB (uudpamu B nponuce0) B
Aene. 3aBepUTeNbHAs HANIMCh MOINHCHIBACTCS COCTABHTEICM C YKa3aHHEM €ro JO/DKHOCTH H
JaThl COCTABICHHUS,

7.3.7. BHYTpeHHss OIIACH COCTABISAETCS K Ae/laM TOCTOSHHOTO | J0JIrOBpeMeHHOro (cBbime 10
7I€T) CPOKa XpaHeHHs, chOPMUPOBAHHBIM 110 PA3HOBHAHOCTSM JAOKYMEHTOB, 3ar0jJIOBKH KOTOPBIX
HC PACKPBIBAIOT KOHKPETHOE COCPIKAHME JOKYMEHTOB (0060 IeHHbIE, THYHbIE Jela | Ip.).

7.4. Onucanye TOKYMEHTOB ITOCTOSHHOTO CPOKA XPAHEHHS.

7.4.1. Onucu COCTAaBISIOTCS pasfeNbHO HA JeNa TOCTOSHHOTO XpaHEHHs II0 OCHOBHOII
ACATENLHOCTH U Ha JIeJ1a 110 IMYHOMY COCTaBYy.
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7.4.2. OnucH COCTaBIISIOTCS JIETIONIPOU3BOIHTETIEM.,

7.4.3. Omuck BefieTCst B @IMHOM BATOBOM HyMepaI[Hi B TeYEHHE HECKONBKHX JIeT. '
7.4.4. Ha miena ¢ HCTEKIIHM CPOKOM XpaHEHHUS COCTABIISETCS aKT 00 YHHYTOXKEHHH.

7.4.5. ITlo OKOHYAHMH JEJOTNPOM3BOACTBEHHOTO TOAa B 00pa30BATENBHON Oprasm mm—
IPOM3BOIUTCA OTOOP JOKYMEHTOB TOCTOSHHOIO CPOKA XPAHEHMS I BKIIOUCHHS WX = e
Omuch €OCTOMT H3 TONOBBIX pa3leioB, BHYTPH roja Jena pacnojiararoTcsi 1Mo cremesm
SHAYAMOCTH € Y4CTOM HOMMHAILHOIO MpPHHLMIA (B COOTBETCTBHH C HOMEHKIZTYIwd
00meobpazoBaTenbHOM Opranu3anmy).

7.4.6. Onucu COCTaBJSIIOTCA pasfiebHO HA Jiefla TOCTOSHHOIO XpaHEHHs II0 OCHOBEOE
AeATENbHOCTH M Ha JIeNIa [0 JINYHOMY COCTaBY.

7.4.77. OnuCH COCTaBISIIOTCA CEKPETAPEM.

7.5. [lena BpeMeHHOTO XpaHeHHs 0)OPMIIAIOTCS YIPOIIEHHO: OHH He TIOJIIMBAOTCS, JINCTHI B HUX
HE HYMEpPYIOTCS, yTOYHEHHE Ha 00JIOKKaX He TPOM3BOJIMTCS, OINCH HA Jea He COCTABISIOTCS,
Y4eT BEJIETCS 110 HOMEHKIIAType Jell.

8. YcoBust XpaHeHus JOKYMEHTOB apXHBa
8.1. JlokyMeHTHI apXxHBa XPAHATCS B APXMBOXPAHUITHIIIS 00meoOpazoBaTeNbHOM OpPraHU3aI(HH.
8.2. He nonyckaeTcs pasMelnieHne apXuBa B 0BATBHEIX H YePAaYHBIX TOMEIIEHMSX ITKOJIbL.
8.3. ApXMBOXpaHHIMINE [0DKHO OBITH yJaleHO OT MabopaTopHBIX, TIPOHU3BOJICTBEHHBIX, OBITOBLIX
TIOMEIIECHAH H He HMETh OOIIMX ¢ HUMH BEHTHIALHOHHEIX KAHAIOB. APXHBOXPAHHIIHILE OTIEIICTCS
OT COCEIHHX IOMEIICHHH HECIOPAeMBIMH CTEHAaMH M MEPEKPBITHAMH ¢ IpelelaMH OrHeCTOMKOCTH
HE MEHee JIBYX 4acoB. B apXuBoxpaHunuine He JOIycKaeTcsi NPOKIanKa Tpyd BOXOCHAGKEHHS H
KaHATM3a[HH, TEXHOJOTHYECKHE UTH OBITOBBIE BEIBOIBI BOJIBI.
8.4. ApXUBOXpaHMJMINE OMKHO MMETh €CTECTBEHHYIO HIIH HCKYCCTBEHHYIO BEHTHIISIIHIO,
00ecneynBaroNyI0 PEUPKYIAIHIO BO3AYXa, CTAOHIBHOCTS TeMIIEpaTyPHO-BIAKHOCTHOTO peKuMa.
8.5. Bee mocrymaromme B apxuB 00pa3soBaTelbHOH OpraHM3allMH JOKYMEHTbl PasMelaroTcs B
APXMBOXPAHMIMINAX HA CTAUMOHAPHBIX H/WJIM MEPEIBIKHBIX METALIMYECKHX CTEUIaKax, B
MEeTAIMIECKHX IIKadax uin KoHTelHepax.
8.6. Cremnaxu J0KHBI OBITH YCTAHOBIEHBI MEPIEHANKYISAPHO CTEHAM ¢ OKOHHBIMH IIpOEMaMH, a B
MoOMeIIeHHH Oe3 OKOH - ¢ yyeTom ocobGeHHOCTell momemenns u obopynosanus. He pomyckaercs
pa3MeIleHHE CTEIIaXeH BILIOTHYIO K HAPY/KHBIM CTEHAM 3[aHUs M K HCTOYHHUKAM TeILIa.
8.7. PaccranoBka crennaweli M mkadoB ocyimecTBiseTcs B COOTBETCTBHH CO  CIENVIOIIMMH
TpeOOBaHUAMHU:

* PpaccTosHHE MEKAY pAJaMH CTellaxeil (IIaBHbIH npoxoa) — He MeHee 120 cm;

* paccTosHHe (IPOXOM) MEKIY CTeIaKaMH — HE MeHee 75 cM;

* PacCTOSIHUE MEX/Y HapyKHOH CTEHOH 3/1aHHs M CTEUIa’KaMH, Mapajljie]bHBIMH CTEHE — He

MeHee 75 cM;
* PpacCTOsHHE MEKIy CTEHOH M TOPIIOM cTeliaxa WiH mkada (06xox) — He MeHee 45 cm;
* PacCTOsAHHE MEX/y IMOJIOM H HHXKHEH NoJKoH cTetaxa (mkada) — He meHee 15 cM, B
LIOKOJIBHBIX 3TaXkax — He MeHee 30 cMm.
8.8. [IlporuBomokapHpIi peXHM B 3[aHWAX, TJ€ Pa3MENAeTcs AapXxHB IUKOJIB,, H B
apXMBOXPaHW/IMINAX yCTAaHABIMBAETCH B COOTBETCTBHH ¢ [IpaBHiamMu npoTHBONOXKAPHOTO peKUMa B
Poccniickoit ®epepanuu ot 16 centsadps 2020 roga Ne1479.
8.9. ApXHBHBIE IOKYMEHTHI CJIEYET XPAHUTH B TEMHOTE.
8.10. 3amuTa T0OKYMEHTOB OT JIeHCTBHS CBeTa 00€CIeYMBAETC XPAHEHHEM TOKYMEHTOB B KopoOKax,
TNarkax M meperierax, B mkadax Wix Ha CTeUIaXax 3aKphITOro TUIIA.
8.11. YpoBeHb HCKYCCTBEHHOIO OCBELICHHS B KHMIOXPaHH/IMIAX JIOJDKEH COCTABIATh He Menee 100
TIFOKC.
8.12. B apXMBOXpaHW/IWIIE U1 XPAHEHHs JOKYMEHTOB VCTAHAB/IHBAIOTCS CIEIYIOUIME TIAPAMETPBI
TEMIEPATYPHO-BIAXKHOCTHOTO pPeirMa:
* UM XpaHeHHs JOKYMEHTOB Ha OyMa)KHOM HocuTele — TeMneparypa 17-19°C, oTHocHTembHAS
BJIaKHOCTB Bo3ayxa — 50-55%.




8.13. Tlomemesus apxuBa 00pa3oBaTeNbHOH OpPraHH3alMH NO/DKHBI COJAEPKaTbCs B YHCTOTE, B
YCIOBHSAX, HCKTHOYAMOIIAX BO3MOKHOCTD MOABIEHHA IUIECEHH, HACEKOMEIX, MELTH.

9. 3akI09HTEIbHBIE 1010KeHHS

9.1. Hacrosmee [lonoxkeHHe #BIseTCS JIOKATbHBIM HOPMAaTHBHBIM aKTOM, IIpHHHMaeTcsi Ha
O6mewm cobpasun pabOTHHKOB HIKOJIBI H YTBepxkaaeTcs (100 BBOAMTCA B ACHCTBHE) IIPHKA30M
IMPEXTOPE OPrasn3alliy, OCYIIECTBIIAIOMEH 00pa30BaTeIbHYIO IeATEIbHOCTS.

92 Bce m3MeHeHHS W JIONOJNHEHHS, BHOCHMBIE B Hactosee I[lomokenue, odopMiasioTcs B
nuceMeEHOH  QopMe B COOTBETCTBMM JICHCTBYIOIIHM  3aKOHOJATENbCTBOM Poccuickon
®eacpanun.

23 Tlomowenme 00 apxuBe oOmeoOpa3oBarelbHOH OpraHM3allMM —IPHHMMaeTcs Ha
=conpecieHHERI cpoK. M3meHeHHs M jononHeHHs K [TonoKeHHIO NPUHHMAKOTCS B ITOpSAKE,
mpeavemoTpeHHoM 11.9.1. HacTosmero [Tonoxenus.

94 Tlocne npunstus [lonokeHus (WM U3MEHEHWH W JOMOJHEHHH OTAENBHBIX MYHKTOB H
Da3lenoB) B HOBOH pellaklMH IpebLIylnas peaKius aBTOMaTHYeCKH YTPauuBaeT CHUITY.



