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1. O0mue moJi0KeHUs1

1.1. Hacrosuee Honosxcenue 06 apxuse uikovt pazpaboTaHO B COOTBETCTBUU C
[Ipukazom ®enepanbHoro apxuHoro areHTcTBa Ne 77 ot 31 wurons 2023 roga «O6
yTBepxkAcHUU IIpaBui opraHu3anuy XpaHEHHs, KOMIUIEKTOBaHUS, Yy4eTa H
MCIIONIb30BaHusl JOKYMeHTOB ApxuBHoro (onna Poccuiickoit denepaiu U Ipyrux
apXMBHBIX JOKYMEHTOB B T'OCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIIPABJICHUS U OPTaHU3aLUsAX», HA OCHOBaHUH | [puMepHOro nojaoxeHus o0 apxuBe
OpraHu3allid, YTBEPKIECHHOTO MpukazoM dDeeparbHOro apXuBHOrO areHTcTBa No 42
oT 11 anpens 2018 roxa, a Takxe Y CcTaBOM LIKOJIBI.

1.2. Jlannoe [lonoscenue 06 apxuse wiKojbl ONPEACIAET COCTaB JOKYMEHTOB
apxuBa o011e00pa30BaTeIbHON OpraHU3alMK U YCIOBUS UX XpaHEHUs, yCTaHABIMUBAET
3a/la4d, Ha3HAUYCHUE U (PYHKIUHU LIKOJIBHOTO apXHBa, PErIAMEHTHPYET AESITEIbHOCTh
JUIA, OTBETCTBEHHOIO 3a BEJCHUE apXuMBa B OpPraHU3allH, OCYILIECTBIIAIOMICH
00pa3oBaTEIbHYIO JICITEIHHOCTD.

1.3. B cBOEl AeATENbHOCTH apXUB PYKOBOACTBYeTCA DenepanbHbIM 3aKOHOM Neo
125-®3 or 22.10.2004 «OO6 apxuBHoM nene B Poccuiickorr ®enepanum» ¢
U3MEeHeHusIMU OT 25 naexabpst 2023 roma, HOPMATHUBHBIMU IIPABOBBIMH aKTaMU
Poccuiickoit ®eneparum, cyonrekra Poccuiickoit @enepanuu B chepe apXUBHOTO Jelia
U JIETONPOU3BOJICTBA, JIOKAJbHBIMU HOPMATUBHBIMU aKTaMHu 00I11€00pa3oBaTEIbHON
OpraHu3aIMH.

1.4.  JlokyMeHThl  OpraHuM3allid, OCYLIECTBISIIOMEH  0Opa3oBaTEIbHYIO
NEeSATENbHOCTh, HMMEIOUIME HCTOPUYECKOE, KYyJbTYpPHOE, Hay4YHOE, COLHUAIbHOE,
SKOHOMHUYECKOE W TMOJUTUYECKOE 3HAYEHHE, COCTABIIIIOT TOCYJApPCTBEHHYIO YacTh
ApxusHoro ¢ouga Poccuiickoit @enepaiu, sIBIASIOTCS COOCTBEHHOCTHIO TOCY1apCTBA
U TIOJJICKAT ITOCTOSHHOMY XPAaHEHUI0 B TIOCYJAapCTBEHHBIX apxuBax Poccuiickou
O®enepanuu. o mepegaun Ha TOCYJapCTBEHHOE XpAHEHUE [aHHbIE JTIOKYMEHTBI
BPEMEHHO XpaHATCS B 00111€00pa30BaTeIbHON OpraHU3alNH.

1.5. B mkone nis xpaHeHUst JOKyMeHTOB ApxuBHOoro ¢onaa Poccuiickoi
Qenepalid M 3aKOHYEHHBIX JIEJIOMPOU3BOJCTBOM JOKYMEHTOB MPAKTUYECKOTO
Ha3HAYCHUs, WX OTOOpa, ydeTa, WCIIOJB30BAaHUS W TOJATOTOBKM K TIepeaadye Ha
roCyapCTBEHHOE XPAHEHHUE CO3/1a€TCs apXUB.

1.6. ApxuB co3maeTrcsi Kak CaMOCTOSITEIbHOE MOJpa3/ieliecHHe, BO3TJIABIIEMOE
JIMLIOM, OTBETCTBEHHBIM 3a BEJEHUE apX1Ba COIMIACHO MPUKA3Y JUPEKTOPA IIKOJIBI.

1.7.  Opranumzanusi, OCYIIECTBISOMAs 00pa30oBaTEIbHYIO  JCSTEIBHOCTD,
o0ecreynBaeT apxuB HEOOXOIMMbBIM TOMEIIEHUEM, 000PYI0BAHUEM U KaJPaAMH.

1.8. OOuieoOpa3oBarenbHas OpraHu3anus O0ECrneYrMBaeT COXPAHHOCTh, YYET,
0TOOp, YNOPsA0YEHHE U UCIIONB30BaHUE TOKYMEHTOB ApxuBHOTO (oHna Poccuiickoit
®enepanun, 00pa3zylOUIMXCsi B €ro aedareiabHocTu. OOecrneynBaeT CBOEBPEMEHHYIO
nepeaaydy 3TUX JOKYMEHTOB Ha TOCYJapCTBEHHOE XPaHEHUE.



1.9. Bce paboTbl, cBsi3aHHBIE C MOATOTOBKOM, TPAHCIOPTHPOBKOM U mepenaveit
aApPXMBHBIX JTOKYMEHTOB, IPOU3BOSTCS CUJIAMH U 3a CUET LIKOJIBI.

1.10. 3a yrpary u nopuy nokymeHToB ApxuBHoro ¢onaa Poccuiickoii @enepanuu
JIOJDKHOCTHBIE ~ JIMIA  OpraHu3allid,  OCYIIECTBJSIONIEN  00pa30oBaTENIbHYIO
NEeSATENbHOCTh, HECYT OTBETCTBEHHOCTb B COOTBETCTBHM C  JEHCTBYIOIIUM
3aKOHOJIaTEIbCTBOM.

1.11. HkonpHBINA apxuB paboTaeT coryiacHo JaHHOMY lloJokeHuio u miaHy,
YTBEPKIAEMOMY JUPEKTOPOM 00II€00pa30BaTENbHON OpPraHu3alui, U OTYUTHIBACTCS
nepea HUM B CBOEH pabore.

1.12. KOHTpOnp IEATEIbHOCTH apXHWBa OCYLIECTBISET IUPEKTOP OpraHU3alllH,
OCYIIECTBIISIOLIEH 00pa30BaATEIbHYIO I€ATEIbHOCTb.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B mKONBbHBIN apXUB MOCTYIAKOT:

¢ 3aKOHYEHHBIE JIEJIOMPOU3BOJCTBOM IIKOJIbI JOKYMEHTBI TOCTOSIHHOTO XpaHEHUS,
oOpa3oBaBIIKMECS B ACATEIBHOCTH CTPYKTYPHBIX MOAPA3ACICHUNA, JOKYMEHTHI
BpeMeHHOro (cBbiiie 10 jer) cpoka XpaHeHus, HEOOXOJUMbIE B NMPAKTUYECKON
JESITeIbHOCTH, JOKYMEHTBI IO KaJipaM U 00y4aroIuMCs;

e JIOKYMEHTBI IIOCTOSIHHOTO XPaHEHUS M IO JIMYHOMY COCTaBY OpTraHM3alUii-
MpEAIIECTBEHHUKOB;

o JMuyHble GOHABI BEAYIIUX PAOOTHUKOB OPraHU3alMM, OCYIIECTBISIONICH
00pa3oBaTeNbHYIO AESATENbHOCTb, TOCTYNHBIIHNE B APXUB;

o CIy’)kKeOHbIE U BEJOMCTBEHHbBIE U3/aHMUS;

¢ CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K JIOKYMEHTAM U YYETHbIE JOKYMEHTBI ApXHBa
OpraHM3aliM, OCYIIECTBIISIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

2.2. Cpoku XpaHEHUs JIOKYMEHTOB B apXuBe 00pa3oBaTEIbHOW OpraHU3alliu
ONPENENSAIOTCA COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKJACHHOW HOMEHKIIATYpE JEl.

3. 3agaum apxuBa

3.1. OCHOBHBIMU 3aja4aMH aApXHUBa ABJISIOTCS:

3.1.1. Opranu3zanuss XpaHEHHs] JOKYMEHTOB, COCTaB KOTOPBIX IPETyCMOTPEH
pasnenom 2 Hactosiiero [lomoxxenust 06 apxuBe 00111€00pa30BaTEILHON OpTraHU3AIIHH.

3.1.2.  KowmmiekToBaHue apxuMBa JIOKyMEHTaMH, OOpa30BaBIIMMUCS B
JesITeIbHOCTH OpraHU3aliH, OCYIIECTBIIAIONMIEH 00pa30BaTeIbHYIO 1S TEIbHOCTb.

3.1.3. VYuer, obecrneueHHe COXpPAHHOCTH, CO3JIaHUE HAYYHO-CIPABOYHOTO
anmnapara.

3.1.4. Ucnonp30BaHus JOKYMEHTOB, HAXOIAIIUXCA HA XPAHEHUH B apXHUBE IIKOJIBI.

3.1.5. IloaroroBka U cBOEBpEMEHHas Iepenadya JOKyMEHTOB ApXuBHOro (oHna
Poccuiickori  @epepanuu  Ha  MOCTOSHHOE  XPaHEHHWE B TOCYNAPCTBEHHBIN
(MyHHLIMITAJIBHBIN ) apXUB.



3.1.6. Meroauyeckoe pYKOBOJICTBO U KOHTPOJb 3a (OPMUPOBAHHUEM U
oopMIIEHUEM JIe]l B JIETOMPOU3BOJICTBE IIKOJBI M CBOCBPEMEHHOW Tepenayei ux B
apXuB 00pa30BaTEIbHON OpTraHU3AIIH.

4. OyHKIUHA APpXUBA IIKOJIbI

B cooTBeTCTBUM C BO3JIOKEHHBIMH 33Ja4aMH apXHUB OCYLIECTBIISET CIEAYIOIINE
(GyHKIIH:

4.1. Opranu3zyeT npreM JOKYMEHTOB MOCTOSHHOTO U BpeMEHHBIX (cBbiiie 10 yer)
CPOKOB XpaHEHHs, B TOM YHCIE MO KaJpaM H 00ydarommumcs, oOpa3oBaBIIUXCS B
JEeSTEIbHOCTH IIKOJIbI, B COOTBETCTBUU C YTBEPKIACHHBIM IpaduKOM.

4.2. OOecreynBaeT COXPAaHHOCTh W BEAET YYET JAOKYMEHTOB M (HOHMIOB,
HaXO/SIIMXCS HA XpaHEHUU B apXHUBe 00111€00pa30BaTEIbHON OPraHU3alllu.

4.3. llpencraBisger B TOCYJapCTBEHHBIM (MyHUUMIAIbHBIM) apXWUB YYETHBIC
cBeJieHUs1 00 00BEME U COCTABE XPAHAIINXCA B ApXUBE IIKOJIBI JOKYMEHTOB APXUBHOTO
¢onma Poccuiickoit @eaepaiuu U APYTUX apXUBHBIX JTOKYMEHTOB B COOTBETCTBHH C
MOPSIIKOM TOCYJApCTBEHHOTO YyyeTa JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoi
denepanum.

4.4. CucremMatu3upyeT U pa3MeIaeT JOKYMEHTHI, IOCTyNAIOINE Ha XPAHEHHE B
IIKOJIbHBIM ~ apXuB, OOpa30BaBILIMECS B XOJE€ OCYIIECTBICHHUS JIE€ATEIbHOCTH
OpraHu3aliH, OCYIECTBISIONIEH 00pa30BaTENbHYIO IEATENbHOCTD.

4.5. PazpabatbiBaeT rpadukd TpeACTaBICHUS OINUCEHM Ha pPacCMOTpPEHHUE
AKCIEPTHO-MPOBEPOUHON KOMUCCHUU M MEepeay JOKYMEeHTOB ApxuBHOro gonga PD
Ha XpaHEHUE B rOCYJapPCTBEHHBIN (MyHULMIIAIbHBIN) apXUB.

4.6. OcyliecTBiIsSIET HOATOTOBKY U MPEACTABIISACT:

e HA PacCCMOTPEHHE U COTJIACOBAHWE DKCIIEPTHOM KOMMCCHM ILKOJIbI ONUCH JEIN
MIOCTOSIHHOTO XPaHEHMsI, BpeMEHHBIX (CBbIIe 10 J€T) CPOKOB XpaHEHHUs, B TOM
YHClIe 110 KaJpaM 1 00y4aroluMCs, a TAKXKE aKThI O BBIJCICHUU K YHUUTOKEHHUIO
apXMBHBIX JIOKYMEHTOB, HE TMOJUIeKAlIUX XPAaHEHUIO0, aKThl 00 yTpare
JOKYMEHTOB, aKThl 0 HEUCIIPABUMBIX TTOBPEKICHUAX apXUBHBIX IOKYMEHTOB;

¢ Ha yTBEP)KJEHHUE IKCIEPTHO-IIPOBEPOYHON KOMUCCHUH YIIOJTHOMOUYEHHOT'O OpraHa
WCIIOJTHUTENILHOM BIacTH cyobekTa Poccuiickoit @eneparuu B chepe apXuBHOTO
nena (nanee - IIK apXuBHOTO yUpexIeHUs ) ONUCH JI€J1 TOCTOSIHHOTO XPaHEHHS;

o Ha cormacoBanne OJIIK apxuBHOrOo yupexnenus cyoOwbekra Poccuiickoit
Qenepaunu  (MyHHLMIIAJIBHOTO  apXWBa), B  CIy4ae HAJCJIEHHUS  €ro
COOTBETCTBYIOIIMMHU MOJTHOMOYHUSIMHU, OIUCH JI€JT TIO IMYHOMY COCTaBYy;

o Ha cornacoBanre OJIIK apxuBHOro yupexnaenus cyoObekra Poccuiickoit
Qenepanu  (MyHULHMIIAJBHOTO  apXWBa), B cllydae HaJelIeHUs €ro
COOTBETCTBYIOIIMMHU IOJIHOMOYHUSIMHU, aKThl 00 yTpare IOKyMEHTOB, aKThl O
HEUCIIPAaBUMBIX IMOBPEXKIACHHUIX apXUBHBIX JOKYMEHTOB;



e Ha YTBEPXKJCHUE JUPEKTOPY IIKOJIbI OMUCHU JI€JI TOCTOSIHHOTO XPAaHEHUSI, ONUCH
BpeMeHHbIX (cBbilie 10 JieT) CpOKOB XpaHEHHUs, B TOM YHCIIE OIMUCU JIeT MO0
KagpaM M OOy4arollMMCs, aKThl O BBIACIICHUU K YHUYTOXEHUIO APXUBHBIX
JIOKYMEHTOB, HE MOJICKAIINX XPAaHEHUIO, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O
HEUCHPABUMBIX TOBPEKJCHUSIX apPXUBHBIX JIOKYMEHTOB, YTBEPKICHHbIC
(cornacoBannsie) DIIK unm rocygapcTBeHHBIM apXUBOM cyObekTa Poccuiickoii
Oenepanun  (MyHULIUNAIBHBIM ~ apXMBOM) B Cllydae HaJEJCHUSA  €ro
COOTBETCTBYIOIIMMU MTOJTHOMOYHUSIMHU.

4.7. Opranmzyer nepenady JgokKymeHTOB ApxuBHoro ¢onga Poccuiickoi
®denepaniiy Ha MOCTOSHHOE XPaHEHUE B TOCYJaPCTBEHHBIN (MyHUIIMIIATBHBIN) apXUB.

4.8. Opranuszyetr U MNPOBOAUT IKCIEPTHU3Y LIEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBbimie 10 7€T) CpOKOB XpaHEHHUsI, HAXOASIIUXCS HA XPAaHCHUU B apXWUBE IIKOJbI B
LEeIsX 0TOOpa TOKYMEHTOB /I BKJIIOYEHHUS] B cocTaB ApxuBHOro ¢onna Poccuiickoi
®denepalnuy, a TakKe BBISBICHUS JOKYMEHTOB, HE MOJUISXKAIUX JabHEHIIEMY
XPaHEHHUIO.

4.9. YuactByeT B paboTe SKCIEPTHOM KOMUCCHUU OPTaHU3AIMH, OCYIIECTBISIONMICH
00pa30BaTeNbHYIO 1€ATEIbHOCTb.

4.10. IIpoBoauT MepONpUATHS IO OOECIEUCHHIO COXPAHHOCTH JOKYMEHTOB,
HaxXOJSAIIMXCS HAa  XpaHEHWM B  apXMBE OpraHu3allud, OCYILECTBISIONICH
00pa3oBaTEIbHYIO JIEITEIHHOCTD.

4.11. Opranuzyer uH(QOPMUPOBAHHE ATMUHUCTPALIMU U PAOOTHUKOB IIKOJBI O
COCTaBE€ M COJEpPN AHUU JIOKYMEHTOB apXuBa OpraHU3alMH, OCYUIECTBISIOLIEH
00pa30BaTeNbHYIO 1€ATEIbHOCTb.

4.12. uopmMupyeT moIb30BaTeICH 10 BOIIPOCaM MECTOHAXOXKIACHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranuzyer BblJjady JIOKYMEHTOB U JIeJ JJIsi pa0OThI B YYUTEIbCKOW HIIA BO
BPEMEHHOE MOJIb30BAHUE.

4.14. VcnioniHsieT 3anpochl OpraHu3aliil U 3asBJICHUs IPak]iaH 00 yCTaHOBIICHUU
TPYJOBOTO CTaxka M JAPYI'MM BOIIPOCaM COLMAJIBHO-NIPABOBOTO Xapakrepa, B
YCTAHOBJICHHOM TMOPSJIKE BbIAAET KOMMUU JTOKYMEHTOB U apXUBHBIE CIIPABKH.

4.15. Bemer yd4eTr WHCHOJB30BaHUS JOKYMEHTOB apxuBa 0Opa30BaTEILHOM
OpraHu3aluu.

4.16. Co3maer (oOHI TOJB30BAaHUS apXWBa IIIKOJBI M OPTaHU3YeT €ro
UCIIOJIb30BaHUE.

4.17. OcymecTBisieT BEICHUE CHPaBOYHO-IIOMCKOBBIX CPEICTB K JOKYMEHTAM
IIKOJIBHOTO apxuBa. Co3/aer, MOMOJHSAET U COBEPILICHCTBYET HAYYHO-CIIPABOYHBIMI
amnrmnapar K XpaHsIIUMCsl B apXUBE JIeJlaM U JOKYMEHTaM.

4.18. YuactByeT B pa3pabOTKe JOKYMEHTOB OPTaHHW3aIldH, OCYIIECTBISIONICH
00pa3oBaTeNbHYIO AESITENBHOCTD, IO BOIPOCAM apXUBHOIO J€1a U JEIONPOU3BOICTBA.



4.19. Oxa3bIBaeT METOANYECKYIO TOMOILb!

o cHyx0e JeNonpoM3BOJICTBA IIKOJBI B COCTaBJICHUM HOMEHKIATYpPHI Jed,
dbopmupoBaHUd U OPOPMJIICHUU  J€J, KOHTPOJHUPYET  MPaBUIBLHOCTD
dbopmupoBanus U 0hOPMIICHUS JIEN B I€TIONPOU3BOJICTBE;

e CTPYKTYPHBIM TOJApA3ACICHUSM U paOOTHUKAM IIKOJbI B TMOATOTOBKE
JOKYMEHTOB K TEpeJadye B apxXuB OpraHU3alMH, OCYLIECCTBISIOLICH
00pa30BaTEIbHYIO JICITEIHHOCTD.

4.20. YyacTByeT B MPOBEACHUU MEPOIMPHUITHI MO MOBBIIMICHUIO KBaTU(UKAILINN
PaOOTHUKOB apXuBa U CITYXKOBbI JIEIOMPOU3BOCTBA 00Pa30BATEIHLHON OpraHU3alltu.

5. IlpaBa apxuBa

J1J1s1 BEITIOJTHEHM S BO3JI0KEHHBIX 33]71a4 ¥ (DYHKIIMIM JIMII0, OTBETCTBEHHOE 32 apXUB,
HMMEET MPABO:

5.1. [IpencraBnars TAPEKTOPY OpraHu3aluu, OCYIIECTBIISIIOIICH
00pa3oBaTENbHYI0  JICATEIBHOCTh,  MPEJIOKEHHS IO  COBEPIICHCTBOBAHUIO
OpraHu3allid XpPAaHEHHS, KOMIUICKTOBAHUSA, y4de€Ta W MCIOJb30BAHUA aPXUBHBIX
JOKYMEHTOB B apXHMBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHWE YCTAHOBIEHHBIX MpaBUJ pabOTBl C
JOKYMEHTAMU B CTPYKTYPHBIX NOAPA3LACICHUSAX OpPraHMW3alUU, OCYIIECTBISAIOIICH
00pa3oBaTEIbHYIO JIEITEIHHOCTD.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX NOJAPA3ACICHUN U PAOOTHUKOB IIKOJIbI
CBEJICHUS, HEOOXOUMBbIE sl pabOThl apXHBa, C Y4ETOM OOECTEUYEHUsSI BBINOTHEHUS
BCEX BO3JIO’KCHHBIX HA apXUB 3a/1a4 U PyHKIIHM.

5.4. JlaBaTb pa3bsCHEHHUS] M PEKOMEHJALMUU [0 BOIpPOCaM, BXOASIIUM B
KOMIIETEHIIMIO ~ apXyMBa  OpraHW3allud, OCYIIECTBIAIONIEH  00pa3oBaTeIbHYIO
JNEATEIBHOCTD.

5.5. UudopmupoBaTh CTPYKTYpHBIC TMOAPA3ACICHUS IIKOJBI O HEOOXOAMMOCTH
nepeayu JOKYMEHTOB B ApXUB B COOTBETCTBUU C YTBEPKJICHHBIM IpadUKOM.

5.6. Ilpunumar,  ydacTM€ B  3aC€aHUAX  OKCIEPTHOM  KOMHMCCUHU
00111600pa30BaTeIbHON OpraHU3allii, a TAaKKe B IKCIEPTHO-IIPOBEPOUYHON KOMUCCHUH
YIOJIHOMOYEHHOT'O OpTaHa UCTIOTHUTENBHOM BIacT cyonekTa Poccuiickoit deneparuu
B c(hepe apXUBHOTO JIena.

6. OTBeTCTBEHHOCTD 32 PYHKIIMOHMPOBAHNE APXUBA

6.1. HaznaueHHOE MpHKa30M AUPEKTOPA MIKOJIbI JIUIO0, OTBETCTBEHHOE 32 BEJCHUE
apXxuBa, HECET MEPCOHAIBbHYIO OTBETCTBEHHOCTb 34

e BBINIOJIHCHUE BO3JIOKEHHBIX Ha apXWB 3aJlad U (YHKIUHA B COOTBETCTBUU C
JNIEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon denepaunu;

e OpraHm3zanuio pabOThl apXWBa, CBOCBPEMEHHOE U KBaTU(UIIUPOBAHHOE
BBIMIOJIHEHUE  TPUKA30B,  PACIOPSKEHUM, TOPYYEHHM  BBIIIECTOSIIETO



PYKOBOJICTBa, JACHCTBYIOIIMX HOPMATHBHO-IIPABOBBIX aKTOB IO CBOEMY
npouIto 1eITeNbHOCTH;

¢ panuoHaNbHOE U dPPEKTUBHOE UCIOJIb30BAHUE MATEPUATLHBIX, (PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

¢ COCTOSTHUE TPYJOBOH M MCIOJHUTENBCKON JUCUUIUIMHBI B @DXHUBE, BBIITOJIHEHHUE
CBOMX (DYHKIITMOHATBHBIX 0053aHHOCTENH;

o coOmoneHue IpaBUII BHYTPEHHETO pacnopsJika, CaHUTapHO-
MPOTUBOAIHIEMUYECKOTO PEKUMA, TPOTUBOIOKAPHOIN O€30MaCHOCTH U TEXHUKH
0€30IacCHOCTH;

e BEJCHHE JOKYMEHTAIMW, NPEIyCMOTPEHHON JNEUCTBYIOIIMMH HOPMATUBHO-
IPABOBBIMH JIOKYMEHTAMU;

e TMPEJOCTABJICHHE B YCTAHOBJIICHHOM MOPSAKE JOCTOBEPHON CTATUCTHUYECKOU H
MHON MH(POPMALIMK O ACSITEIBHOCTU apXUBa;

¢ TOTOBHOCTb apXHBa K pabOTe B YCIOBUAX YPE3BbIUAWHBIX CUTYaUH.

6.2. OTBETCTBEHHBIE 3a BEACHUE JCIONPOM3BOACTBA, IOATOTOBKY U
IPEICTABICHUE JIOKYMEHTOB HAa XpPaHEHHWE B apXWB, HA3HAYAIOTCS JUPEKTOPOM
OpraHM3aliM, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTD.

6.3. KOHTpOJb IEATEIbHOCTH apXMBa OCYLIECTBIISIET JUPEKTOP OPTraHHU3aLMH,
OCYUIECTBJISIONIENH 00pa30BATENbHYIO AEATEIbHOCTD.

7. KommiekToBaHHe apxXuBa

7.1. IlonroToBKa JOKyMEHTOB K IIepeade B apXUB 00pa30BaTeIbHOM OpraHu3aIun
BKJIFOYAET SKCHEPTU3Y HAYYHOU U MPAKTUYECKON IEHHOCTH JOKYMEHTOB, 0()OpMIICHHE
TIeJ1, COCTaBJIEHUE OIUCH.

7.2. DKcrepTr3a IEHHOCTU JOKYMEHTOB.

7.2.1. Dkcnepmuza  yennocmu  OOKYMEeHmMO8 —  ONpPEJEICHUE  IEHHOCTU
JOKYMEHTOB C II€JIbI0 OTOOpa MX Ha XpaHEHHE M YCTAaHOBJIEHHUE CPOKOB XpaHEHUS.
DKcnepTu3y LEHHOCTH TOKYMEHTOB B 00pa30oBaTEIbHOM OpPraHM3alluy OCYIIECTBISET
MOCTOSIHHO JICMCTBYIOIIAs SKCIIEPTHAST KOMUCCHS.

7.2.2. Dxcnepmuas Komuccusi HA3HAYAETC NPUKA30M JTHUPEKTOpa IIKOJbL.. B
COCTaB DKCIEPTHON KOMUCCUU BKIIFOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCJIIE B
00s13aTeIbHOM MOPSIZIKE JIULO, OTBETCTBEHHOE 3a BEJICHUE apXHBa IIKOJIbI, U TUPEKTOP
MYHULIMIAIBHOTO apxuBa (1o corjiacoBanuio). CekperapemM DKCIEPTHOW KOMHUCCHH
HA3Ha4yaloT ceKperapsi 00pa30BaTENbHON OpraHU3aluu. DKCHEpTHAs KOMHCCHS Ha
3aCelaHUsIX PAcCMATPUBAET: HOMEHKIIATYpy e IIKOJIbI, OMUCU JIeJ MOCTOSIHHOTO
XPaHEHHMsI U TI0 IMYHOMY COCTaBY, aKThl HA JIOKYMEHTBHI, BBIJICISIEMbIE K YHUUTOXKEHUIO.
7.3. Oghopmnenue oen

7.3.1. Jlena MOCTOSHHOTO XpaHEHUS MOJIIMBAIOTCS B TBEPAYIO OOJOXKY
CYpOBBIMU HHUTKaMHU. JIMCTBI HYMEpYIOTCS B NPaBOM BEPXHEM YINIy HPOCTBIM



KkapanganioM. KoJimyecTBO JUCTOB B KaXXJIOM Jejl€ He JOHKHO npeBbimaTh 250. B
KOHIIE JIeJ1a Ha OTJEIBHOM JINCTE COCTABIISETCS 3aBEPUTEIbHAS HAIITUCK.

7.3.2. Ha 00soKe [en MOCTOSHHOTO XPAaHEHHUs JOJDKHBI ObITh IMPOCTaBIICHBI
CIIEIYIOIINE PEKBU3UTHL: TOJHOE HAMMEHOBAHUE BBIIIECTOSIIEH OpraHu3aluy,
HAaMCHOBAaHME OO0pa30BaTEIBHOM OpraHW3anuu, Homep (WMHAEKC) Jema 1o
HOMEHKJIAType, 3aroJIOBOK JIe€Jla, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKA
«XpaHUTb IOCTOSTHHOY», HOMEP (poHAa, omHcH, Aena.

7.3.3. Ilo okOHYaHUH AETOMPOU3BOACTBEHHOTO I'oJla B O(POPMIICHHBIE OOJIOKKHU
JIeJ1 TIOCTOSIHHOTO XPAHEHHUs BHOCSITCSI HEOOXOAMMBIE YTOUHEHUS: B 3aroJIOBKU €I,
COJIEpKAIINX PaCIOPAIUTENIbHbIE JOKYMEHTHl (TpUKa3bl, MPOTOKOJbBI), BHOCSTCS
HOMEDPA; €CIU JEJIO C IEPENUCKON COCTOUT M3 HECKOJIBKMX TOMOB, B KaKIOM TOME
YKa3bIBa€TCsl KOPPECHOHJIEHT, aBTOp, TEPPUTOPUs, APYyTUe AaHHbIE. B KaxaoMm Tome
yKa3bIBaeTCs Aara (4YUCi0, MECALl, TOJl) Hayajla U OKOHYAaHHs JTaHHOTO Toma. TouHbIe
JaThl TPOCTABIAIOTCS Ha OOJIOKKax s OBICTPOrO0 IIOMCKa JIOKYMEHTOB B
MOCJIETYIOUIEM; U3 3aBEPUTEIBHOM HAIMKUCH Ha 00JIOKKY J1€J1a BBIHOCUTCS] KOJIMYECTBO
JIMCTOB B JICIIE.

7.3.4. Hagnucu Ha 00J105KKax J1€1 MOCTOSTHHOTO M JOJITOBPEMEHHOIO XPAaHEHUs
CJIEIyET NPOU3BOJNUTD YETKO, CBETOCTOMKHMH YEPHUIIAMH.

7.3.5. Jlns ydera KOJMYECTBA JIMCTOB B Jieje M (PUKcauuu OCOOEHHOCTEH HX
HyMEpALMK HAa OTAEIIHOM JIMCTE COCTABIISIETCS 3aBEPUTENIbHASI HA/IITHC.

7.3.6. B 3aBepuTeabHON HAAMMCU YKA3bIBACTCS KOJIMYECTBO JIMCTOB (LMpaMu U
MPONMKCHIO) B Jelie. 3aBEpUTENIbHAs HAJNUCh MOANUCHIBAETCS COCTABUTEIEM C
YKa3aHUEM €r0 JOJDKHOCTH U JaThl COCTABICHMUS.

7.3.77. BHYyTpeHHsI® OIIUCh COCTaBISIETCA K  JieJlaM  TOCTOSIHHOTO U
nonroBpemeHHoro (ceime 10 ser) cpoka XpaHeHus, CGHOPMHUPOBAHHBIM TIO
Pa3HOBHUJIHOCTSIM JIOKYMEHTOB, 3aroJOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHue TOKYMEHTOB (0c000 LIEHHbIE, INYHBIE JIeTa U JIp.).

7.4. Onucanue 00OKyMeHmMO8 ROCHMOAHHO20 CPOKA XPAHEHUA

7.4.1. Onucu CcOCTaBISIOTCA Pa3AeiIbHO Ha Jeja MOCTOSHHOTO XPaHEHWs IO
OCHOBHOW JIEATEIBbHOCTH U Ha JeNa M0 JUYHOMY cocTaBy. 7.4.2. OnucHu COCTaBIISIOTCS
nenomnpousBoauTeseM. 7.4.3. Onuch BeETCs B €IMHON BaJOBOW HyMEpAIMU B TEUEHUE
HECKOJIBKHX JIET.

7.4.4. Ha nena ¢ MCTEKIIUM CPOKOM XPAaHEHUS COCTABIISIETCS aKT 00 YHUUTOXKEHUU.

7.4.5. Tlo OKOHYAaHWHM JACJONPOU3BOJCTBEHHOIO Troja B 00pa3oBaTelbHON
OpraHu3alMi MPOU3BOJUTCA OTOOP JOKYMEHTOB MOCTOSSHHOTO CpPOKa XpaHEHHUs IS
BKJIFOUEHUS! UX B OonMCh. ONUCh COCTOMT W3 TOJOBBIX Pa3/eioB, BHYTpU roja jena
pacnoJiararorcs IO CTENEHH 3HAaYMMOCTH C YYETOM HOMHHAJIBHOTO NpHHIMNA (B
COOTBETCTBUM C HOMEHKJIATYPOU 00pa30BaTeIbHOM OpraHU3aALHH).



7.4.6. Onucu COCTaBISIOTCS Pa3leiNbHO Ha Jieja IMOCTOSIHHOTO XPAHEHHS 110
OCHOBHOM AEATEIBbHOCTU U Ha JIeJIa 10 JINYHOMY COCTaBY.

7.4.7. Onucu  COCTaBIIOTCA ~ CEKPETAPEM. 7.5. lena  epemennoco
XpareHusi OPOPMIISIIOTCST  YIIPOILIEHHO: OHW HE TOJIIMBAIOTCS, JIUCTHI B HUX HE
HYMEpYIOTCsl, YTOYHEHHE Ha OOJO0XKKaX HE MPOU3BOAUTCSA, OMHUCH Ha Jella He
COCTABJISIFOTCS, yYE€T BEJIETCS 110 HOMEHKJIATYPE JIEdl.

8. YciaoBus XxpaHeHHsl JOKYMEHTOB apXHBa IIKOJIbI

8.1. JIokyMeHTHI apXxuBa XpaHATCS B apXUBOXPaHWIHUIIE 00I1e00pa3oBaTeIbHON
OpraHH3alHH.

8.2. He pomyckaercss pa3MEIICHHE apXWBa B TMOJBAIBHBIX W YEPAAYHBIX
NOMEILECHHSX IIKOJIBI.

8.3. ApXUBOXpaHWIMIIE JODKHO OBITh  YJAJI€HO OT J1a0opaTOpHBIX,
MPOU3BOACTBEHHBIX, OBITOBBIX IOMEIIEHUA W HE HUMETh OOMMX C HUMHU
BEHTWIALIMOHHBIX KaHAJIOB. APXHWBOXPAHWIUIIE OTAEIAETCA OT COCEAHUX MOMEIIECHUN
HECTOpPAaEMbIMU CTEHAMH U MEPEKPBITUAMU C IIPEIeTaMU OTHECTOMKOCTH HE MEHEE JIBYX
yacoB. B apxuBOxpaHWiMILEe HE AOMYyCKaeTcs MpOKiaaka TpyO BOJOCHAOXKEHUS U
KaHaJIM3al1H, TEXHOJIOTMUYECKUE NN OBITOBBIE BHIBOJIBI BOJIBI.

8.4. ApXUBOXpaHUJMIIE JOJDKHO MMETh €CTECTBEHHYIO WIIM HCKYCCTBEHHYIO
BEHTWJISIIMIO,  OOECHEYMBAIOLIYI0  PELUPKYJSLUIO  BO3AyXa,  CTaOMJIBHOCTH
TEMIIEPaTypPHO-BIAKHOCTHOTO PEKUMA.

8.5. Bce moctynaromue B apxXuB 0Opa3oBaTEIbHON OpraHu3allMi JOKYMEHTHI
pa3MeIlalTCcsl B apXMBOXPAHWIMIIAX HA CTAUMOHAPHBIX W/WIM MEePEeIBUKHBIX
METAIMYECKHUX CTEJUIaKax, B METANIMYECKUX 1IKadax Ui KOHTeHHepax.

8.6. Cremnaxku JOJDKHBI OBITh YCTAaHOBJICHBI TMEPICHIUKYISPHO CTEHAM C
OKOHHBIMH ITPOEMaMH, a B TOMEILIEHUH 0€3 OKOH - C yUeTOM 0COOCHHOCTEH MOMEeIEHUs
u o0opynoBanus. He nomyckaercsi pazMerieHue creuiaxeil BIUIOTHYIO K HAapy>KHBIM
CTEHaM 3JaHusl M K HMCTOYHMKaM Teria. 8.7. PacctaHoBka cremnaxed u mkados
OCYUIECTBJISIETCSL B COOTBETCTBUU CO CIEAYIOMIMMHU TPEOOBAHUSMU:

¢ paccTosHUE MEXIY psIaMH cTejllaxkel (r1aBHbINA poxoa) — He meHee 120 cwm;

e paccTostHuE (IPOXOMd) MEXKIY CTeJUIaXKaMu — HE MEHee 75 cM;

¢ PacCCTOSTHUE MEXYy HApyKHOW CTEHOH 3[aHMs U CTEJUIaKaMH, NapajlleIbHbIMU
CTEHE — HEe MeHee 75 cM;

e pacCTOSIHUE MEX]ly CTEHOM M TOPLIOM CTeu1aka Win mkada (00xoa) — He MeHee
45 cwm;

e pacCTOSTHUE MEXAY MOJOM M HM>KHEW MOJKoM cremiaxa (mkada) — He Menee 15
CM, B LIOKOJIBHBIX dTaxax — He MeHee 30 cM.

8.8. ITpoTHBOIIOKAPHBIN PEXKUM B 3/1aHUSX, TJ€ PA3MEIIAETCA apXUB IKOJIbI, U B
apXMBOXPAHWIMIIAX  yCTaHaBIMBaeTcs B  cooTBeTcTBUM ¢  [IpaBunamm



MPOTUBOMNOXAapHOTO pexuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 roga
Nel479.

8.9. ApXHWBHBIE JOKYMEHTHI CIEQyeT XpaHUTh B TemHoTe. 8.10. 3ammura
JIOKYMEHTOB OT JICHCTBHUS CBETa 0OECIIEUMBACTCS XPaHEHUEM JIOKYMEHTOB B KOpOOKax,
Mamnkax M rneperierax, B mkadax Wik Ha CTeJJIaKax 3aKphITOTO THIIA.

8.11. EcTecTBEHHOE OCBEIICHUE B APXMBOXPAHUIIUIIE TOIIYCKAETCSA MPH yCIOBUHU
IIPUMEHEHUsI HAa OKHaX CBETOpPACCEUBATENIEH, PETYISITOPOB CBETOBOIO IOTOKA
(cienMambHBIX CTEKOM), 3aUTUTHBIX (PHIBTPOB U MOKPBITHIMA, KaTIO3H.

8.12. JInsi MCKYyCCTBEHHOTO OCBEUICHUS TMPUMEHSIOTCS JaMIIbl HAKAJIWBAaHUS B
3aKPBITHIX MJ1aOHAX C IIaJIKOM MOBEPXHOCTHIO.

8.13. B apxuBoxpaHuWiuuie I XPAaHEHUs JIOKYMEHTOB YCTaHAaBIIMBAKOTCS
CJIeIyIOLIME TapaMeTPbl TEMIIEPATYPHO-BIAKHOCTHOTO pEXUMAL!

e JUIS XpaHEHUs JTOKYMEHTOB Ha OyMa)kHOM Hocutesie — Temieparypa 17-19°C,
OTHOCHUTEIIbHAS BIAXHOCTh BO31yxa — 50-55%.

8.14. Ilomenienust apxuBa 00pa30BaTENIbHON OpraHu3alui JOJHKHBI COAEPKATHCS
B UHCTOTE, B YCJIOBHUAX, HCKIIOYAKOIINUX BO3MOYKHOCTh IIOSIBJICHUS IUIECEHH,
HACEKOMBIX, ITBUIH.

9. 3aKJII0YHNTEIbHBIC NT0JI0OKEHUS

9.1. Hacrosiiee IlonoxkeHue 00 apxuBe SIBIAETCS JIOKAJbHBIM HOPMAaTHBHBIM
aKToM, npuHuMaetcst Ha O61iemM coopanny pabOTHUKOB LIKOJIBI M YTBEpKAaeTcs (100
BBOJUTCS B ICHCTBUE) IPUKA30M JUPEKTOpPa 00111€00pa30BaTeIbHON OpraHU3aLHH.

9.2. Bce um3MeHeHHUsT U JOINOJHEHHUs, BHOCHMMBIE B Hacrtosuiee Ilonoxkenue,
opopmiOTCST B NHCBbMEHHOHM  ¢GopMe B  COOTBETCTBUU  JICWCTBYIOIIUM
3aKkOoHOaTenbCcTBOM Poccuiickon denepanun.

9.3. [Tonoxenue 06 apxupe 00111e00pa30BaATEILHON OpraHru3aIui MPUHUMAETCS Ha
HEOIIPEJICIICHHbIN CpOK. M3MeHeHuss n nononHeHus K [1onoKeHno NmpuHUMAaroTCs B
NopsiAKe, npexycMoTpeHHoM 11.9.1. Hacrosmero [lonoxenns.

9.4. Tlocne npunstus IlonoxxeHust (UM U3MEHEHUN W JOMOJHEHUM OTACIBHBIX
NYHKTOB W pPa3[iejoB) B HOBOW peJakUUU MPEAbIAyIasl peJakivs aBTOMaTHYECKU
YTPaunBaeT CHITY.
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