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1. O0mue noJ10KeHUA
1.1. Hactosmee [lonoxenue pazpaboraHo Ha ocHoBaHUU [IpumMepHOro mojaoxeHus
00 apxuBe OpraHM3aluy, YTBEPKIACHHOTO mnpHukazoM DenepalbHOro apXWBHOIO
arenTcTBa Ne 42 ot 11 anpens 2018 rona, B coorBeTcTBUM ¢ PEeAepaTbHBIM 3aKOHOM
Ne 273-®3 or 29.12.2012 roma «O06 obOpazoBanuu B Poccuiickoit denepauuny,
[Tpukazom MunkynbTypsl Poccum ot 31.03.2015 Ne 526 «O06 yTBep:KaAeHUH ITpaBUI
OpraHu3allid XpaHEHUs, KOMILJIEKTOBaHUS, y4deTa W HCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro (onna Poccuiickoit dexepaniu u Ipyrux apXvMBHBIX JOKYMEHTOB B
opraHax TOCYAapCTBEHHOM BJIaCTH, OpraHax MECTHOI'O CaMOYMPABICHUS H
opranuzanusax», yYcraBoM ['bBOY «l'ynepmecckas CIHI um. Y.A. O3namupoBa
(manee — mkona, o0eoOpazoBaTesibHasi OpraHu3aIs).

1.2.  Hannoe [IlomoxeHue omnpenenser CcocTaB JOKYMEHTOB — apXuBa
0011e00pa3oBaTeIbHON OpraHu3aliil U YCIOBUA WX XpaHEHHS, YCTaHABIUBAET
3a/1aud, Ha3HauyeHWe U (PYHKIMU [IKOJIBHOTO apXuBa, perjiaMeHTHUPYET
JEeSTENBHOCTD JIUIA, OTBETCTBEHHOTO 32 BEJICHUE apXMBa.

1.3. JIokyMeHTBI IIKOJIbI, MUMEIOUIME HCTOPUYECKOE, KYJIbTYpHOE, Hay4HOE,
COIIMAJIbHOE, OSKOHOMHMYECKOE W  IOJUTHUYECKOE  3HAYEHHUE, COCTAaBJISIOT
roCy/IapCTBeHHYI0 4YacTh ApxuBHOro ¢onma Poccuiickoit denepaiuu, sSBISIOTCS
COOCTBEHHOCTBIO TrocyJapcTBa M  TOMJEXKAT TOCTOSIHHOMY  XpaHEHHUIO B
rOCyJapCTBeHHbIX apxuBax Poccuiickon @enepauuun. Jo mnepemaum Ha
rOCYJapCTBEHHOE XpPAHEHHE JaHHbIE JOKYMEHTBl BpPEMEHHO XpaHIATCA B
0011e00pa3oBaTeIbHON OPraHU3aIIH.

1.4. B mxkose misi XpaHeHHs JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit
@denepauuu M 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JIOKYMEHTOB MPAKTUYECKOTO
Ha3HA4YeHUs, UX OTOOpa, yuyeTa, WCIOIb30BaHUA W TOJATOTOBKM K Iepefade Ha
roCyJapCTBEHHOE XPaHEHHUE CO3/1aETCs apXUB.

1.5. ApxuB co3aaeTcs Kak CaMOCTOSITEJIbHOE MOApa3JejeHue, BO3IIABIIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJICHUE apXMBA COIJIACHO MPHUKA3y TUPEKTOPA LIKOJIBI.

1.6. Illkoma  obecmeunBaeT apxXWB  HEOOXOAMMBIM  TIOMEIICHHUEM,
000OpyIOBaHUEM U KaJpamHu.

1.7. O6meoOpa3oBaTenbHas OpraHu3alus OOECIEUYUBAET COXPAHHOCTb, Y4ET,
oTOOp, YHOpSJOYEHWE W UCIHOJb30BaHWE JOKYMEHTOB ApxuBHOTO (GoHIA
Poccuiickoit deneparnuu, o0pa3yromuxcs B €ro jaesrelbHocTH. (OOecrieunBacT
CBOEBPEMEHHYIO Nepejauy 3TUX JOKYMEHTOB Ha rOCYIapCTBEHHOE XpaHEHUE.

1.8. Bce paboThl, CBsI3aHHBIE C MTOATOTOBKOM, TPAHCIIOPTUPOBKOU U mepeaadeit
apXUBHBIX JJOKYMEHTOB, IPOU3BOISTCSA CHJIAMU U 32 CUET IIKOJIBI.

1.9. 3a yrpatry u mopuy AOKyMeHTOB ApxuBHOro Qonaa Poccuiickoit
®denepanuu NOTKHOCTHBIC JUIA IIKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JEUCTBYIOIIUM 3aKOHOJATEIbCTBOM.



1.11. IlIxonpHbI apxuB paboOTaeT COTJIACHO IUIAHYy, YTBEPXKIAAEMOMY
JUPEKTOPOM 0011e00pa30BaTENbHON OpraHU3alMKU, U OTYUTHIBAETCS MEPE]l HUM B
cBoel pabore.

1.12. KOHTpOJIb IEATENBHOCTH apXMUBa OCYLIECTBISIET TUPEKTOP IIKOJIBI.

2. CocTaB 10KYMEHTOB apXHBAa
2.1. B 1IKOJBHBIN apXUB IMOCTYIAIOT:

* 3aKOHUYCHHBIC JICJIONPOU3BOJCTBOM IIKOJBI JIOKYMEHThl TOCTOSIHHOTO
XpaHeHUs, O0O0pa30BaBIIMECS B JCATEIBHOCTU CTPYKTYPHBIX TOApa3eiIcHUM,
JIOKYMEHTBI BpeMeHHOro (cBbiie 10 jeT) cpoka XpaHeHHUs, HEOoOXOAUMBIE B
MPAKTUYECKOU JeSATEeIbHOCTH, JOKYMEHTHI 10 KaJipaM U 00y4JaroIIuMcs;

* JIOKyMEHTBI TTOCTOSIHHOTO XPaHEHUsI U MO JIMYHOMY COCTaBY OpraHHU3alluii-
PEAIICCTBEHHUKOB;

* Jin4uHbIe (DOHJIBI BEYIIUX PAOOTHUKOB IIKOJIbI, IIOCTYITUBIIIUE B aPXUB,;

* CIyXeOHbIC U BEJOMCTBCHHBIC U3/aHNS,

* CIPaBOYHO-TIOMCKOBBIE CPEJCTBA K JIOKYMEHTaM M YUYETHBIC JIOKYMEHTBI
ApXHBa MIKOJIBI.

2.2. Cpoku XpaHEHHUs TOKYMEHTOB B apXHMBE 00pa30BaTEIbHOW OpraHU3aINH
OTIPEJIEIISIIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHOW HOMEHKIIATYpe Je.

3. 3amauym apxuBa
3.1. OCHOBHBIMH 3aJIa4aM¥ apXUBA SIBJISFOTCS:

3.1.1. Opra"uzanus XpaHEHHUS JOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTPEH
pasnenom 2 Hacrtosero [lonoxenus.
3.1.2. KowmIuiekToBaHUE apxuBa JTOKYMCEHTaMH, 00pa30BaBITUMHUCS B
NEeATEIbHOCTH IIKOJIBI.
3.1.3. VYder, o0ecleuyeHHEe COXPaHHOCTH, CO3JaHUE HAYYHO-CIIPABOYHOTO
arrapara.
3.1.4. Hcnosib30BaHUA TOKYMEHTOB, HAXOISIIUXCS HA XPAHCHUU B aPXUBE IIKOJIBI.
3.1.5. TloaroTroBka u cBOEBpeMEHHas Tiepelnada JOKyMEHTOB ApPXuUBHOTrO (GoHaa
Poccuiickonn @enepanmn  Ha MOCTOAHHOE XPAaHEHHE B  TOCYJAapPCTBEHHBIN
(MyHUIIUTIATIbHBIN) aPXUB.
3.1.6. Meroaudyeckoe pPYKOBOJACTBO H KOHTPOJIb 3a (opMupoBaHmemM U
oopMIIEHHEM JIeIT B ICJIIONPOU3BOJICTBE IITKOJIBI I CBOEBPEMEHHOM Mepeadeii uX B
apXxuB 00pa3oBaTEIbHON OpraHu3aIuu.

4. ODyHKUMH apXUBa

B coOoTBETCTBHY C BO3JIOKEHHBIMH 3a/1a4aMU apPXUB OCYIIECTBISAET CIACAYIOUINE

KIIUU:
4.1. OpranusyeT npueM TOKYMEHTOB MOCTOSIHHOTO U BpeMeHHbIX (cBbImie 10
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JET) CpOKOB XpaHEHus, B TOM UHCIE€ MO KaapaM M oOyyarolumcs,
00pa3oBaBIIMXCSA B JACATEIbHOCTU IIKOJBI, B COOTBETCTBUU C YTBEPKICHHBIM
rpauKoM.

4.2. ObecneyuBaeT COXPAaHHOCTb W BEAET YYET JOKYMEHTOB U (POHJOB,
HaXOJAIIMUXCS HA XPAaHEHUH B apXHuBe 00111e00pa30oBaTeIbHOM OpraHu3aluu.

4.3. IlpencraBisieT B roCyJapCTBEHHBIM (MYHULMMNAIbHBIN) apXUB YYETHBIE
CBelleHUsT 00 00BbEME M COCTaBE XPAHSIIIMXCS B apXUBE IIKOJIBI JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepaunn U Ipyrux apxXuBHBIX TOKYMEHTOB B
COOTBETCTBUM C TOPSAJKOM TOCYJAPCTBEHHOTO Yy4eTa JOKYMEHTOB ApPXHBHOIO
¢donna Poccuiickoiit denepauuu.

4.4. CucteMaTH3UpyeT U pa3MellaeT JOKYMEHThI, MOCTYNalole Ha XpaHeHH e
B IIKOJIbHBIA apXuB, OOpa30BaBIIMECS B XOJI€ OCYILIECTBICHHUS JEATECIbHOCTH
IIKOJIBI.

4.5. PaspaOateiBaeT rpaduKH TpEJCTaBICHUS ONKHCEH HAa paccMOTpeHHE
AKCIIEPTHO-NPOBEPOYHON KOMHUCCUHM M Tepefadyd JOKyMEHTOB ApXUBHOro (oHaa
P® na xpaHeHue B rocy/1JapCTBEHHBIN (MYHUIIUTIATBHBIN) apXUB.

4.6. OcyniecTBJISAE€T NOATOTOBKY U IPEACTABIACT:

* Ha pPacCMOTPEHHME U COTJIACOBAHHME SKCIEPTHOM KOMMCCHUH IIKOJIBI OMUCHU
JIeJT IOCTOSTHHOTO XpaHeHHUs, BpeMeHHBIX (cBbilie 10 JeT) CpoKOB XpaHEHHUs], B TOM
qucie Mo KaJpaMm M OOydarolMMcsl, a TaK)Ke aKThl O BBIACICHUU K YHHUUTOXXEHHUIO
apXUBHBIX IOKYMEHTOB, HE MOJJISKAIINX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX TOBPEKICHUIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPKICHHE SKCIEPTHO-IPOBEPOYHON KOMHUCCHUHU YIOJIHOMOYEHHOTO
opraHa HWCHOJHUTEIbHOW BiacTu cyobekta Poccuiickoit denepanuu B cdepe
apxuBHoOro zaena (manee - IIIK apXUBHOTO ydpeKJIeHHS) ONUCH JI€JI IIOCTOSIHHOTO
XpaHEHHUS;

* Ha cornacoBanue OIIK apxuBHOro yupexzaenus cyobekra Poccuiickoit
@enepaunn  (MyHULIMOAIBHOTO  apxuBa), B  Cllydae  HaJEJIEHHUS  €ro
COOTBETCTBYIOIIMMU MOJHOMOYHUSIMH, OMKUCH A€ N0 JTUYHOMY COCTaBY;

* Ha cornacoBanue OIIK apxuBHOro yupexnaeHus cyobekra Poccuiickoit
Oenepauun  (MyHULIMOAIBHOIO  apxuBa), B  Cllydyae  HaJEJIEHUs  €ro
COOTBETCTBYIOIIMMHU TOJHOMOYHUSIMM, aKThl OO0 yTpaTre JOKYMEHTOB, aKThl O
HEHCIPABUMBIX MOBPEKICHUIX apXUBHBIX TOKYMEHTOB;

* Ha YTBEpPXKJECHHUE JUPEKTOPY ILIKOJIbl OMHCU J€J MOCTOSHHOTO XPaHEHUS,
onucu BpeMeHHbIX (cBbile 10 J1IeT) CPOKOB XpaHEHUs, B TOM YHUCII€ OMUCH I IO
KaJpaM ¥ OOYyYarIIUMCS, aKThl O BBIACICHUU K YHUUYTOXKCHUIO aPXUBHBIX
JIOKYMEHTOB, HE MOJJICKAIINX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCIPAaBUMBIX  MOBPEKJECHUSAX  aApPXUBHBIX  JIOKYMEHTOB,  YTBEpKJICHHBIC
(cornmacoBannbie) OIIK unu rocygapcTBeHHBIM apXuUBOM cyObekTa Poccuiickoit
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Qenepanii (MyHUUUNAIBHBIM ~ apXMBOM) B Cllyda€  HaJEJIEHUs  €ro
COOTBETCTBYIOIIMMH MOJHOMOYUSIMH.

4.7. Opranuzyetr mnepenadyy JI0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit
denepaliii Ha MOCTOSIHHOE XpPAaHEHHE B TOCYAApCTBEHHBIM (MYHUIMIAIbHBIN)
apXuB.

4.8. Opranu3yer U NpOBOAUT DKCHEPTU3Y LEHHOCTH TOKYMEHTOB BPEMEHHBIX
(cBbrmie 10 eT) CpOKOB XpaHEHHUsI, HAXOASIIUXCA Ha XPAaHEHUH B apXHUBE LIKOJIbI B
Henasix OoTOopa JOKYMEHTOB /i BKJIIOYEHHUS B COCTaB ApXHMBHOTO (¢oHAa
Poccuiickoit ®enepanuu, a TakKe BBIIBICHHUS JOKYMEHTOB, HE IMOJIEKAIINUX
JanbHEHIIEMYy XpaHEeHHUIO.

4.9. YuactByeT B pabOTe IKCIEPTHOU KOMUCCHH.

4.10. IIpoBOAUT MEPONPUATHS MO OOECIEUECHUI0 COXPAHHOCTH JIOKYMEHTOB,
HAXOJISIIUXCS HA XpaHEHUH B apXUBE.

4.11. Opranusyetr uHGOPMHUPOBAHUE ATMUHUCTPAIIUU U PAOOTHUKOB IIKOJIBI O
COCTaBE U CO/ICPKaHUM TOKYMEHTOB apXHBa.

4.12. HWudopmupyer mnonb3oBareynel MO BOMPOCaM MECTOHAXOXKICHUS
apXUBHBIX JOKYMEHTOB.

4.13. Opranusyer BbIJIauyy JOKYMEHTOB U JIeJ JJIs1 pabOThl B yUUTENbCKON MU
BO BPEMEHHOE MOJIb30BAHUE.

4.14. VcnonHsieT 3ampochl OpraHu3allMii W 3asBICHHS TpaxaaH 00
YCTAHOBJIEHUU TPYAOBOIO CTa)Xa W JPYIrUM BOIIPOCAM COLMAIBHO-IIPABOBOTO
XapakTepa, B YCTAHOBJIECHHOM IMOPSAKE BBIIAET KOMUU JOKYMEHTOB U apXHBHBIE
CIIpaBKH.

4.15. Benmer yd4eT HCHONB30BaHMS JIOKYMEHTOB apXvBa 00pa3oBaTelIbHOMN
OpraHU3alUu.

4.16. Co3maer (¢oHA TONB30BAHUS apXWBa IIKOJBl W OPraHU3yeT €ro
UCIIOJIb30BAHMUE.

4.17. OcyluecTBIsI€T BEACHHUE CIPABOYHO-IIOUCKOBBIX CPEJICTB K JOKYMEHTAM
IKOJBHOTO apxuBa. Co37aeT, MOMOJIHSAET U COBEPUICHCTBYET HAYyYHO-CIIPABOYHBIN
amnmapar K XpaHsIIUMCS B apXHBE JeJaM U JOKYMEHTaM.

4.18. YuacTtByeT B pa3pabOTKe JOKYMEHTOB MO BOMPOCAM apXMBHOIO Jejia U
JeJIONPOU3BO/ICTBA.

4.19. Oka3bIBaeT METOIMYECKYIO TOMOUIb:

* cmyx0e Nemonmponu3BOJCTBA MIKOJIBI B COCTAaBICHWH HOMEHKJIATYpPHI JE,
dbopmupoBaHuU U 0POPMIICHUU T, KOHTPOIUPYET MPABUIBHOCTH (POPMUPOBAHUS
1 oopMIIeHUS JIe] B JEIONPOU3BOJICTBE;

* CTPYKTYPHBIM TMOJpa3/ieieHussM U pPa0OTHUKAM IIKOJIbI B TMOATOTOBKE
JIOKYMEHTOB K IIepejlaue B apXUB.

4.20. Y4acTByeT B POBEJICHUH MEPOIPHUATHI 1O MOBBIIMICHUIO KBATU(DUKAIIMT
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pabOTHUKOB apXUBa U CIIYXObI J€I0MPOU3BOACTBA 00pa30BaTEIbLHON OpraHu3aly.

5. IIpaBa apxuBa

s evinonnenus 60310CeHHbIX 3a0ay U (YHKYUU JUYO, OmMeemcmeeHHoe 3d
apxus, umeem npaego:

5.1. IlpenctaBidTh JIUPEKTOPY, NPEAJIOKECHUS IO COBEPIIEHCTBOBAHUIO
OpraHu3aluyd XpaHEHUs, KOMIUICKTOBAaHMS, y4€Ta M HCMOJIb30BAHUS apPXHUBHBIX
JTOKYMEHTOB B apXHMBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJIHEHUE YCTAHOBJIEHHBIX TNPaBUI pabOThl C
JTOKYMEHTaMH B CTPYKTYPHBIX IMOAPA3ACICHUSIX IIIKOJIBI.

5.3. 3ampamuBarth OT CTPYKTYPHBIX TMOIpa3/IeieHUi U PaOOTHUKOB IIIKOJIBI
CBEJIeHUs, HEOOXOIUMBIE NIl pa0OTHl apXMBa, C YYETOM 00€CTeUeHuUsl BbITOJHEHUS
BCEX BO3JIOKEHHBIX Ha apXUB 3a7a4 U QYyHKIUH.

5.4. JlaBaTh pa3bACHEHHUS W PEKOMEHAAIMU IO BOIPOCAM, BXOASIIUM B
KOMIIETEHIIUIO apXUBa IIKOJIbI.

5.5.  UWudopmupoBaTh  CTPYKTYpHbIE  MOApa3feieHUs  IIKOJBl O
HEOOXOAMMOCTH Tepejayu JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKJIECHHBIM
rpaduKoOM.

5.6. IlpuHuMaThp y4acTHe B 3acelaHMUSIX DKCIHEPTHOW  KOMHUCCHUHU
o011e00pa3oBaTeIbHONM  OpraHM3alMi, a TakKke B OKCIEPTHO-NPOBEPOUYHOM
KOMUCCHHM  YIOJHOMOYEHHOI'O OpraHa WCIOJHHUTENBHOM BIACTH CYyObEeKTa
Poccuiickoit deaepanuu B chepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHMPOBAHUE APXMBA
6.1. Ha3zHaueHHOe NOpHKAa30M JUPEKTOpa MIKOJIbl JIMIO, OTBETCTBEHHOE 3a

BCACHHUC apXHBa, HCCCT IICPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBINIOJIHCHHE BO3JIO’KEHHBIX Ha apXWB 3a/lad U (PYHKIMH B COOTBETCTBUU C
JNEUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickon denepanuu;

* oOpraHm3anuio paboThl apXWBa, CBOEBPEMEHHOEC M KBaTU(UIIUPOBAHHOE
BBIIIOJIHEHUE MPUKA30B, PACHOPSIKEHUM, MOPYUYEHHUI BBIIIECTOSIIETO PYKOBOJICTBA,
JEHUCTBYIOIINX HOPMATHBHO-TIPABOBBIX aKTOB MO CBOEMY MPO(HITIO TESITETHHOCTH;

* pamumoHaibHOE ®W  A((PEKTUBHOE  HWCMOIB30BAHHE  MAaTEPHUAIBHBIX,
(MHAHCOBBIX U KaJPOBBIX PECYPCOB;

* COCTOSIHME TPYJOBOH U HCIOJIHUTENbCKON JUCHUIUIMHBI B apXUBeE,
BBITIOJIHEHUE CBOUX (DYHKIIMOHATBHBIX 00S3aHHOCTEH;

* coOmro/ieHHe MpaBUII BHYTPEHHETO pacrnopsika, CaHUTAPHO-
MPOTHUBOAMUAEMUYECKOTO PEXKUMA, MPOTHUBOMOXKAPHOU OE30MaCHOCTU M TEXHUKHU
0e30IMacHOCTH;

* BeJCHUE JOKYMEHTAIlUH, MPETyCMOTPEHHON NEUCTBYIOIUMH HOPMATHUBHO-
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MIPaBOBBIMH IOKYMEHTaMU;

* MPEJOCTaBIICHUE B YCTAHOBJICHHOM IMOPSAKE TOCTOBEPHOM CTATUCTHYECKOU
Y MHOM MH(OpMaLIUU O IESITEIbHOCTH apXUBa;

* TOTOBHOCTb apXHBa K paboTe B yCIOBUSAX YPE3BbIYAHHBIX CUTYAIUH.

6.2. OTBEeTCTBEHHBIE 3a BEICHUE JIEIONPOU3BOJACTBA, IMOATOTOBKY U
MpE/ICTaBICHUE JOKYMEHTOB Ha XpaHEHHE B apXuB, HA3HAYAIOTCS IUPEKTOPOM
IIKOJIBI.

6.3. KoHTpoJIb 1€ATETBHOCTH apX1BA OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

7. KoMIieKTOBaHHE apXUBa

7.1. TlogroroBka JOKYMEHTOB K Iiepellau€é B apXuB 0Opa3oBaTeIbHOU
OpraHM3allyd BKJIIOYAET JKCIEPTU3y HAYYHOM M TMPAKTUYECKOW IEHHOCTHU
JOKYMEHTOB, 0()OpMJICHUE JIE]1, COCTABJICHUE OMKCH.

7.2. DxcnepTu3a HEHHOCTU JOKYMEHTOB.

7.2.1. Oxcnepmusa yennocmu OOKYMEHmMO8 — OIpeJeJeHue IEHHOCTU
JIOKYMEHTOB C 1IeJIbI0 0TOOpa UX Ha XpaHEHUE U YCTAHOBJICHHE CPOKOB XpPaHCHMS.
OkcnepTu3y  IEHHOCTM  JIOKYMEHTOB B 00pa3oBaTeibHOM  OpraHu3aluu
OCYIIECTBIISIET MOCTOSTHHO JIEWCTBYIOMIAsA SKCIIEPTHAS] KOMHUCCHSI.

7.2.2. Dxcnepmuas kKomuccus Ha3HAYA€TCs MPUKA30M JUPEKTOpa IIKOJbL. B
COCTaB JKCIEPTHOM KOMHUCCHUHU BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM
quclie B 00s3aTEIbHOM TMOPSIJIKE JIMIIO, OTBETCTBEHHOE 32 BEJCHUE apXMBa IIKOJIbI, U
JUPEKTOP MYHULUINAIBHOTO apxuBa (1o coriacoBaHuio). CekperapeM DKCIEpPTHOM
KOMHUCCUU Ha3HAYalOT CeKpeTapsi o0pa30BaTEIbHOM OpTraHu3alliu. ODKCIEpPTHAS
KOMHUCCHSI Ha 3aCeJaHUSX pacCMaTpUBAET: HOMEHKJIATYPY JEN IIKOJbI, OMUCH Jel
MOCTOSIHHOTO XPaHEHUs U M0 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BBIJCISIEMbIC
K YHUUYTOXKEHUIO.

7.3. Opopmnenue men

7.3.1. Jlena TOCTOSHHOTO XpaHEHHUS TMOJIIMBAIOTCS B TBEPAYIO OOJOXKKY

CypOBBIMH HHUTKaMH. JIMCTBI HyMepylOTCs B MpPaBOM BEPXHEM YIUIYy HIPOCTBIM
KapanjamoM. KoqnuecTBO JHUCTOB B KaXKAOM JieJie HE JOJKHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OTJEJIbHOM JIMCTE COCTABISIETCS 3aBEPUTENIbHASL HAJIIKCh.

7.3.2. Ha 0050%Ke J1e1 TOCTOSIHHOTO XpaHEHUsl JOJKHBI ObITh MPOCTABIIEHbI
CIEAYIOIINE PEKBU3UTHI: TOJIHOE HAMMEHOBAHUE BBILIECTOSIICH OpraHu3aluy,
HauMEHOBaHHWE OOpa30BaTEIbHOM OpraHu3aluuu, HOMep (MHAEKC) Jela Io
HOMEHKJIaType, 3arojloBOK Jieja, KOJIUYECTBO JIUCTOB, CPOK XPAHEHUS UM OTMETKa
«XpaHUTb MOCTOSIHHOY», HOMEP (OHA, OMKCH, Jea.

7.3.3. I1o okOHYaHUM AEIOMPOU3BOACTBEHHOTO ToJia B 0OpMIIEHHBIE 00JI0XKKHU
7] TIOCTOSIHHOTO XPaHEHHsI BHOCATCS HEOOXOUMBbIE YTOUHEHHUS: B 3ar0JIOBKH JIEI,
COJIEpKAIlUX PACHOPSIAUTENbHBIE JTOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCATCS
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HOMEpA; €ClId JIeJI0 C MEPENUCKON COCTOUT M3 HECKOJBKHUX TOMOB, B KaXXJOM TOME
YKa3bIBa€TCS KOPPECMOHACHT, aBTOP, TEPPUTOPHUS, NpyTrUe JaHHble. B kaxaom Tome
yKa3bIBaeTcs AaTa (4uciio, MecsIl, Toj) Hayajia U OKOHYaHUs TaHHOTO ToMa. TouHbIe
JaThl TMPOCTABISAIOTCA HA OOJOXKKax JJig OBICTPOro IIOMCKA JIOKYMEHTOB B
MOCJEAYIONIEM; W3 3aBEPUTEIBHOM HAANUCH Ha OOJOXKKY Jejia BBIHOCHUTCS
KOJIMYECTBO JINCTOB B JICJIE.

7.3.4. Hannucu Ha 00710KKaX A€ MOCTOSTHHOTO U JIOJITOBPEMEHHOTO XPaHEHUSI
cieayeT NPOU3BOIUTH YETKO, CBETOCTOMKUMU YEPHUIAMHU.

7.3.5. Jlna ydeTta xoiMuecTBa JUCTOB B Jelie U (DUKcAMU OCOOCHHOCTEH HX
HyMeEpaIuy Ha OTAEIBLHOM JINCTE COCTABJISICTCS 3aBEPUTEIIbHAS HAJIITUCH.

7.3.6. B 3aBepuTeNbHOM HAAMUCH YKA3bIBAETCS KOJIMYECTBO JIUCTOB (LHdpaMu
U TPOIMKCHIO) B JieNie. 3aBepuTeIbHAs HAAINUCh IOJIMCHIBACTCS COCTaBUTEIEM C
yKa3aHUEM €Tro JOJKHOCTH U JaThl COCTABJICHUS.

7.3.7. BHyTpeHHsAs OINHUCh COCTaBJIsIeTCS K JejJaM TOCTOSSHHOTO U
nosroBpeMeHHoro (cBeime 10 7jeT) cpoka XpaHEHHs, CPOPMHUPOBAHHBIM 10
Pa3HOBUAHOCTSIM JTIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PAaCKpHIBAIOT KOHKPETHOE
coJiep)KaHKe TOKYMEHTOB (0c000 IIeHHBIE, JIMYHbBIC Jea U Ip. ).

7.4. OnucaHue JOKYMEHTOB MOCTOSHHOI'O CPOKa XpaHEHHS.

7.4.1. OnucHu COCTaBJISAIOTCA Pa3/ACibHO Ha JieJla MOCTOSHHOTO XPAaHEHUs IO
OCHOBHOM JI€SITEIbBHOCTHU U Ha Jiejia 10 JMYHOMY COCTaBY.

7.4.2. Onucy COCTABISIOTCS J1€JIONPOU3BOIUTEIIEM.

7.4.3. Onucey BeaeTcs B €IMHON BAJIOBOW HyMepallMM B TEYEHHUE HECKOJIBKHX
JIET.

7.4.4. Ha pnena Cc HCTEKIIMM CPOKOM XpaHEHMsI COCTaBIseTCS akT 00
YHUUTOKCHHH.

7.4.5. Tlo oOKOHYaHWH JETOTPOU3BOJCTBEHHOTO TOJa B 00pa30BATEIHHOM
OpraHu3aluy MTPOU3BOJIUTCS OTOOP JOKYMEHTOB IMOCTOSIHHOTO CPOKA XpaHEHUs s
BKJIIOYEHHUS UX B onuCh. ONUCh COCTOUT U3 TOAOBBIX Pa3/iesioB, BHYTPU rojaa Aena
pacroniaratoTcs Mo CTENEHUW 3HAYUMOCTH C YYETOM HOMHMHAJIBHOTO MHpHHIMNA (B
COOTBETCTBHH C HOMEHKJIATypo# 0011e00pa3oBaTeIbHON OpraHu3aIlun).

7.4.6. Onucu COCTaBISIOTCS Pa3feibHO Ha Jejia MOCTOSIHHOTO XPaHEHHS IO
OCHOBHOM A€SATETbHOCTH U Ha JIeJia M0 JIMYHOMY COCTaBY.

7.4.7. Onucu cOCTaBIAIOTCS CEKPETapeEM.

7.5. Jlenma BpEeMEHHOTO XpaHEHHUS OQOPMISIOTCS YIPOIIEHHO: OHH HE

MNOAIIMUBAIOTCA, JIMCTBI B HHUX HC HYMCPYIOTCA, YTOUHCHHC Ha 00JI0KKaX HE
IIPOU3BOAUTCA, OIMIMCH Ha JACJIa HC COCTABJIAINOTCA, YUCT BCACTCA II0O HOMCHKIIATYPC
ACII.

8. YcaoBus XPaHCHUSI JTOKYMECHTOB apxuBa
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8.1. JIOKyMEHTBI apxuBa XpaHATCA B apXUBOXpaHWINILE
0011e00pa3oBaTeabHON OpraHu3aluy.

8.2. He pomyckaercs pa3MelleHHME apXWBa B NOABAIBHBIX W YEpAa4HBIX
MOMEIIEHUSIX ITKOJIBIL.

8.3. ApXuBOXpaHMJMIIE JOJDKHO OBITb yHajJeHo OT Ja0O0paTOpHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIIEHMH H HE UMETh OOIUX C HHUMHU
BEHTWISIUOHHBIX KAHAJIOB. ApPXMBOXPAHWUJIMUIIE OTHEISIETCS OT COCEIHUX
MOMEIICHU  HEeCropaeMbIMHM CTEHAaMHM M MNEPEKPBITUAMH €  MpeaesaMu
OTHECTOMKOCTH HE MeHee JIByX 4YacoB. B apXMBOXpaHMUIIUIIE HE JOIMYCKaeTcs
NpoKJIaJKka TpyO BOJOCHAOKEHUS M KaHAJIU3AlMH, TEXHOJOTUYECKUE WIIH OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHMUIUIIE JOJKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWISIIIMIO,  OOECMEUYMBAIOIIYI0  PEUUPKYJSLIUIO  BO3/yXa, CTaOMIBHOCTD
TEMIIEPATYPHO-BIAXKHOCTHOTO PEXKUMA.

8.5. Bce mocrynaromue B apxuB 00pa3oBaTeNbHON OpraHu3aluy JOKYMEHTHI
pa3MelialTcs B apXUBOXPAHWIMIAX HAa CTAl[MOHAPHBIX W/WIM TEPeBUKHBIX
METAJUTMYECKUX CTEJUIaXKaxX, B METANIMUECKUX IIKadax Wil KOHTeHHepax.

8.6. Cremnaxku JOJKHBI OBITh YCTAHOBJIEHBI MNEPIEHIUKYISPHO CTEHaAM C
OKOHHBIMM TPOEMAaMM, a B IIOMELIEHUH O€3 OKOH - C y4yeTOM OCOOEHHOCTEH
noMeuieHust 1 odopynoBanus. He nomyckaercs pasmelieHue CTe/UIaked BIUIOTHYIO
K Hapy’KHbIM CT€HAM 3JaHUS U K HCTOYHHUKAM TEIUIA.

8.7. PaccraHoBKka cremnaxkeid M mMKaQOB OCYIIECTBISETCS B COOTBETCTBUH CO

CJICAVIOIIINMH TDG6OBaHI/I$IMI/II

* pPacCTOSHHUE MEXIY psAllaMu CTeJIakeu (TJIaBHbIA mpoxoj) — He MeHee 120
CM;

* paccTtosHUE (IPOXO0) MEXIY CTEIa)KaMu — HE MeHee 75 cM;

* pPacCTOSHUE MEXIy Hapy)KHOM CTEHOM 3JaHUs MW  CTeJUlaXKaMu,
MapaJijIeIIbHBIMU CTEHE — HE MEHEE 75 CM;

* paccTosiHME MEXKIy CTCHOW M TOPIIOM CTeliaxka miu mkada (06xom) — HeE
MeHee 45 cM;

* PpACCTOSHHE MEXIY II0JIOM W HIDKHEHW TOJIKOW creimnaxka (mkada) — He
MeHee 15 cM, B IIOKOJIBHBIX ATa)kax — He MeHee 30 cm.

8.8. IIpoTHBOIOXKAPHBIA PEXUM B 3IAHUSAX, A€ PA3MEIIAETCA apXUB LIKOJIbI, U
B apXMBOXpPAaHWIMIAX YCTaHaBIMBaeTcss B cooTBercTBUM ¢  [IpaBuiiamu
MpOTUBONOXKapHOTO pexkuma B Poccuiickoit @enepanuu ot 16 centsadpsa 2020 rona
Ne1479.

8.9. ApXuBHBIE JOKYMEHTHI CIEAYET XPAHUTHh B TEMHOTE.

8.10. 3amura OKYMEHTOB OT JAEHCTBHS cBeTa OOECHEUYHBAETCA XPaHECHUEM
JIOKYMEHTOB B KOpOOKax, Mamkax M MepemiieTax, B IKadax HIM Ha CTeJUlaxax
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3aKpBITOTO THUIIA.

8.11. YpoBeHb HCKYCCTBEHHOI'O OCBEUICHUS B KHHUTOXPAaHWIMILAX JOJLKEH
cocTaBsaTh HEe MeHee 100 mmokc.

8.12. B apxuBOXpaHMJMIIEC [ XpaHCHMS JOKYMCHTOB YCTaHABJIMBAIOTCS

CICAVIOMMUEC NMapaMCTPhl TCMIICPATYPHO-BIIAXKHOCTHOI'O PEXKHNMaA.

* 1711 XpaHEHUs] TOKYMEHTOB Ha OyMa)XHOM HocuTene — Temmneparypa 17-19°C,
OTHOCHUTEJIbHAs BIAXHOCTh Bo3tyxa — 50-55%.

8.13. Tlomemienuss apxuBa o0Opa3oBaTEIbLHONW  OpraHM3alUu  JOJIKHBI
collepKaTbCsl B YMCTOTE, B YCJIOBHSX, MCKIIOYAIOIIUX BO3MOXKHOCTH MOSIBICHUS
IUIECEHH, HACEKOMBIX, MBUIH.

9. 3aka0uYHNTEIbHBIE MOJ0KEeHUS

9.1. Hacrosimee IlomoxeHnue sBIsieTCS JOKaJIbHBIM HOPMATHUBHBIM aKTOM,
npuHuMaetcss Ha OOmeM coOpaHuud pPabOOTHHKOB IIKOJBI U YyTBepkaaercs (JIubo
BBOJIUTCSI B JISUCTBHE) TUPEKTOPOM IIKOJIBI.

9.2. Bce u3MeHeHHsT U JOIIOJIHEHHs, BHOCHMBIE B HacTtosmiee IlojoskeHue,
opopMIISIFOTCSI B~ TUCBMEHHOM  ¢opMe B  COOTBETCTBHHM  JCHCTBYIOIIUM
3aKOHOAATeILCTBOM Poccuiickon denepamnum.

9.3. [Tonoxxenue 06 apxuBe 001I€00pa30BATEIHLHON OpraHU3aIluy TPUHUMACTCS
Ha HeomnpeaeeHHbIN cpok. M3mMeHeHus u nonojHeHus K [lonoxeHno npuHUMaroTCs
B MOPAJIKE, peycMOoTpeHHoM 11.9.1. HacTosiiiero [lonoxenust.

9.4. Ilocne npunsTus [lonoxenus (MM U3MEHEHUN U JOMOJHEHUM OTACIbHBIX
IIyYHKTOB W Pa3/ejioB) B HOBOM peAaKIMU MpeAbIAyIasl peAakius aBTOMATHYECKHU
yTpauuBaeT CUIY.
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