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1. O6mue nojoKeHus

1.1. Hacrosee TTonoxenue paspaboTaHo Ha OCHOBaHHH [IpUMEpHOro nosoXeHus 00 apxuBe
OpraHM3alMH, YTBEPXKICHHOro mnpukazom denepansHoro apxusHoro areHtcrtea Ne 42 ot 11
anpens 2018 rona, B cootsercTBun ¢ OenepanshbiM 3akoHoM Ne 273-03 ot 29.12.2012 rona «O6
obpaszosanun B Poccuiickoii ®enepaimi» B pemakumu ot 25 mona 2022 ropa, [Ipukazom
MuskyasTypbl Poccun ot 31.03.2015 Ne 526 "OO0 yTBEpKACHHH [PaBuIl OPraHU3alMHi XpaHCHHS,
KOMIUIEKTOBAHMS, y4Y€Ta M MCIIO/Ib30BaHHUS JIOKYMEHTOB ApxuBHOro ¢ounna Poccuiickoii
®enepaud ¥ APYTHX apXUBHBIX NOKYMEHTOB B OpraHax roCyJapCTBEHHOH BIIACTH, OpraHax
MECTHOTO CaMOYTIPABJICHHS U OpraHu3aimsx”.

1.2. Jlannoe IlonoxkeHue ONpeNENAeT COCTAB IOKYMEHTOB apxuBa o00uieoOpa3oBaTenbHO#
OpraHM3allid M YCJIOBHS MX XPaHCHWs, YCTAHABIMBAET 3a/a4M, HA3HAYEHHE W (QYHKUUM
IIKOJIBHOTO apXHMBa, PETIAMEHTUPYET NEATEBHOCTh JIMLA, OTBETCTBEHHOIO 32 BEICHUE apXHBa B
OpraHM3aliiy, OCYLIECTBIIAIOLICH 00pa30BaTENBHYIO NEATENBHOCTD.

1.3. B cBoeii aeATeNsHOCTH apxuB pykoBoactByercsi DenepanbHeiM 3akoHoM Ne 125-@3 ot
22.10.2004 «O6 apxusHOM aene B Poccuiickoit @enepauuny ¢ u3MeHeHHssMu Ha 11 mrons 2021
' rojga, HOPMATHBHBIMHM TpaBoBbiMH akTamMu Poccuiickoit ®enepaunu, cydnexkra Poccuiickoii
denepanuu B chepe apXHBHOTO Je/1a U AEI0NPOH3BOICTBA, JIOKAILHBIMH HOPMATHBHBIMH aKTaMK
001e00pa3zoBaTebHOM OpraHU3alvH.

1.4. JlokyMeHTBbI OpraHH3allMH, OCYLIECTBISIOIIEH 00pa30BaTEIbHYI NEATEIBHOCTh, HMEIOLIHE
MCTOPHUYECKOE, KYJIbTYPHOE, HAYYHOE, COLMAIIBHOE, IKOHOMHYECKOE H MOJMTHYECKOE 3HAYCHHME,
COCTAB/ISKOT I'OCYJapCTBEHHYK 4acTh ApxuBHoro (oHaa Poccuiickoit Penepalmu, sBISIOTCA
COOCTBEHHOCTBI) TOCYJApPCTBA M [OAJEKAT TMOCTOSHHOMY XPaHEHHKO B TOCYAapCTBEHHBIX
apxuBax Poccuiickoit Penmepaumu. Jlo nepenaym Ha rocylnapCTBEHHOE XPaHCHHE JAHHbIC
JIOKYMEHTbI BPEMEHHO XpaHATCA B 0011e00pa30BaTeIbHOM OpraHH3aiikH.

1.5. B mkosie ais XpaHeHus AOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepaumu u
3aKOHYEHHBIX JIEJIONPOM3BOACTBOM JIOKYMEHTOB MPAKTUYECKOr0 Ha3HavyeHHsA, UX 0TOOpa, y4eTa,
HCIIOIb30BAHMS W MOArOTOBKH K NEpeaaye Ha rocy/lapCTBEHHOE XPaHEHHE CO3/1a€TCs apXMB.

1.6. ApxuB CO031a€TCs KaK CaMOCTOATENbHOE TMOJApa3/ie/IieHHE, BO3IJIAB/AEMOE JIMLIOM,
OTBETCTBEHHBIM 3a BEJICHHE apXHBa COTJIACHO MPHKA3y AMPEKTOPA LIKOJIbI.

1.7. Opranusaiuys, OCYLIECTBISIOIAs 00pa3oBaTENbHYIO NEATENBHOCTh, O0DECTEYMBAET apXHUB



HE0OXOIMMBIM MOMEIIEHUEM, 000PYI0BAaHUEM U KaJIpaMHu.

1.8. OOmeoOpa3oBaTenbHas OpraHu3anus OOECMeYMBAaeT COXPAaHHOCTh, YyYeT, OTOOp,
YIOPSIOYCHUE W HCIOJIb30BaHHE JOKYMEHTOB ApxuBHoro ¢onma Poccuiickoit Denepanuu,
00pa3yIoUINXCs B €ro AesTeabHOCTH. OOecneunBaeT CBOEBPEMEHHYIO Mepeady 3THX JOKYMEHTOB
Ha TOCY/IapCTBEHHOE XpaHEHHE.

1.9. Bce paOoTbl, CBA3aHHBIE C IOATOTOBKOW, TPAHCIIOPTUPOBKOW M Mepenavyeld apXUBHBIX
JIOKYMEHTOB, IPOU3BOJIATCS CUJIAMHU U 32 CUET LIKOJIBI.

1.10. 3a yrpaty u nop4y nokymMeHTOB ApxuBHoro ¢onna Poccuiickoit deneparuu 10IKHOCTHBIE
JUIa OpraHu3allii, OCYIIECTBIAIONICH 00pa30BaTEeIbHYIO IS TEIbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOAATEILCTBOM.

1.11. KoHTpoib ACSATENIBHOCTH apXHBa OCYIIECTBISICT TUPEKTOP OpraHU3aIluH, OCYIIECTBISIOIEH
00pa3oBaTeIIbHYIO ICITCIHLHOCTD.

2. CocTaB I0KYMEHTOB apXuBa
2.1. B MIKOJbHBIN apXUB MOCTYMAIOT:

* 3aKOHYEHHBIE JEJIONPOU3BOACTBOM IIKOJBl JOKYMEHTHl IIOCTOSIHHOTO XpaHEHHS,
oOpa3oBaBIIMecss B  JCATENBHOCTH CTPYKTYPHBIX  TMOJpa3AelieHui, JTOKYMEHTHI
BpeMeHHoro (cBeimie 10 7eT) cpoka XpaHEHHs, HEOOXOJUMbIE B MPAKTHYECKOMN
NEeSATENBHOCTH, TOKYMEHTBI [0 KaJpaM U 00y4arouumcs;

* JIOKyMEHTbl IIOCTOSIHHOTO XpaHeHHs W IO JIMYHOMY COCTaBy OpraHu3aluii-
IIPEIIIECTBEHHUKOB;

e JsmuHble  (OHABI  BEAYIIUX  paOOTHUKOB  OpraHU3aIMH,  OCYIIECTBISIONICH
00pa30oBaTeNbHYIO AESITEIbHOCTh, OCTYNHBIINE B apXUB,

*  chyxeOHbIEe U B€JIOMCTBEHHbBIE U3/IaHUS;

*  CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YUYETHble JOKYMEHTHl ApXHBa
OpraHHu3aluH, OCYIIECTBIIIONIEH 00pa30BaTEeNbHYIO 1€ATEIbHOCTb.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXvWBe O0pa30BAaTENbHOW OpTaHU3AIMU OMPEIEISFOTCS
COTJIaCHO CpOKaM, YKa3aHHBIM B YTBEP K/I€HHON HOMEHKJIAType Je.

3. 3agauyu apxuBa

3.1. OCHOBHBIMU 33/1a4aMU aPXHBA SIBIISIOTCS:

3.1.1. Opranuzamnus XpaHEHHS JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH pasieioM 2
Hacrosero [lonoxenus.

3.1.2. KommnekToBaHWe apxuBa JOKyMEHTaMH, OOpa3OBaBIIUMHCS B  JEATCIBHOCTH
OpraHM3aIiH, OCYIIECTBIISIONICH 00pa30BaTENbHYIO 1€ATEIHHOCTb.

3.1.3. VYuer, obecrieueHrne COXpaHHOCTH, CO3/IaHNE HAyYHO-CIIPABOYHOTO amnmapara.

3.1.4. Vcnonp30oBaHUS JOKYMEHTOB, HAXOSIIMXCS HA XPAHCHUU B APXUBE IIIKOJIBL.

3.1.5. TloaroroBka M CBOEBpPEMEHHas Tiepeaada JTOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
®enepan Ha MOCTOSTHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHHUILIUIIAIbHBIN) apXUB.

3.1.6. MeToanveckoe PyKOBOACTBO W KOHTPOJIb 3a (popMupoBaHWEM M O(DOpPMIICHHUEM JIeNl B
JIeIONPON3BOICTBE INKOJBl W CBOEBPEMEHHOH Tmieperadyeld WX B apXuB 00pa30BaTEIbHOU
OpraHu3alNH.

4. ®yHKUMH apXuBa

B cooTBeTcTBUY € BO3JI0KEHHBIMU 33/1a4aMH apXUB OCYIIECTBISIET CiIeytonme QyHKIHH:

4.1. OpraHu3yeT mnpueM AOKYMEHTOB IOCTOSHHOTO M BpeMeHHbIX (cBbime 10 eT) cpokos
XpaHEHUs, B TOM YHCJIe TI0 KajJpaM U 00ydaromumcs, 00pa3oBaBIIMXCS B IEATEIBHOCTH IIKOJHI,
B COOTBETCTBUU C YTBEPKACHHBIM I'pahuKOM.

4.2. OGecneunBaeT COXPAaHHOCTh M BeIET YYeT AOKYMEHTOB W (POHIOB, HAXOMISAIIMXCS Ha
XpaHEHUH B apxuBe 00111e00pa30oBaTeIbHON OpraHU3alNH.

4.3. [IpencraBisieT B rocyAapCTBEHHBIN (MYHUIMTIANBHBIN ) apXUB yUYeTHBIC CBEJICHHS 00 00beMe
U COCTaBe XpaHAIIUXCA B apxuBe IIKOJbl JOKYMeHTOB ApxuBHoro ¢ounaa Poccuiickoit
@denepaluy U APYyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C IMOPSJIKOM T'OCYIapCTBEHHOI'O




ydeTa JoKyMeHTOB ApxuBHOTO (hoHma Poccuiickoit denepanmu.

4.4. CucreMatu3upyeT U pasMellaeT JOKYMEHTHI, MOCTYyNAIOLIME HAa XPAaHEHHUE B IIKOJbHBIN
apXuB, 00Opa30BaBIIUECS B XO/I€ OCYILIECTBICHUS ACSITEILHOCTH OPraHU3AIMH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO 1eITCIHHOCTb.

4.5. Pa3pabaTbiBaeT rpaduKu MpencTaBiICHHs OMMCEH Ha PaCCMOTPEHUE IKCIIEPTHO-ITPOBEPOYHOM
KOMHCCHU M TIepeaud JOKyMEHTOB ApxuBHOro ¢oHga PD Ha xpaHeHHE B roCyAapCTBEHHBIN
(MyHUIIUTTAJIBHBIN ) apXUB.

4.6. OcyniecTBIsSET NOATOTOBKY U MPEICTABISCT:

* Ha pPacCMOTPEHHE M COIJIACOBAHUE SKCIEPTHONM KOMHMCCHUU IIKOJIBI OIHUCH JIel
IOCTOSIHHOI'O XpaHEHUs, BpeMEeHHbIX (cBbllie 10 J1eT) CpOKOB XpaHEHHUS, B TOM YHUCIIE
o KaJpaM U 0OyYaromIuMcsl, a TaKXKe aKThl O BBIICICHUU K YHHUTOKECHUIO apXUBHBIX
JIOKYMEHTOB, HE MOJJIEKAIUX XPaHEHHUIO, aKTbl 00 yTpaTe JOKYMEHTOB, AKThl O
HEHUCTIPABUMBIX OBPEXKACHUAX aPXUBHBIX IOKYMEHTOB;

* Ha YTBEpPXKACHUE OHKCIEPTHO-NPOBEPOYHON KOMHUCCHUU YIOJHOMOUYEHHOI'O OpraHa
UCIIOJIHUTENIbHON BiacTH cyObekTa Poccuiickoit @enepannu B chepe apXUBHOrO Jeja
(manee - DIIK apXUBHOTO YUPEKICHUS) OMUCH A MOCTOSTHHOTO XPaHEHUS,

* Ha cornacoBanue JIIK apxuBHOro yupexnenus cyonekta Poccuiickoit deneparnuu
(MyHMLIMIAIBHOTO  apXHBa), B Cly4ae HaJEJ€HHUS €ro COOTBETCTBYIOIIUMHU
IIOJIHOMOYMSIMH, OIUCH [ 110 JIUYHOMY COCTaBY;

* Ha cornacoBanue JIIK apxuBHOro yupexaeHusi cyonrekra Poccuiickoit denepammu
(MyHUIIMIIAIBHOTO ~ apXMBa), B Clydae HaJAEJICHUs €ro COOTBETCTBYIOIIMMHU
MOJIHOMOYMSIMH, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O HEHCIPAaBUMBIX MOBPEKICHUIX
apXMBHBIX JOKYMEHTOB;

* Ha YTBEPXKIEHUE AUPEKTOPY IIKOJIBI ONUCH JIeJ TOCTOSIHHOTO XpaHEHHUs, ONHUCHU
BpeMeHHbIX (CBbIme 10 JIeT) CpOKOB XpaHEHHUs, B TOM YHCIE OMUCHU e MO KaapaM U
00yJaroummMcs, akTbl O BBIJIEJICHUU K YHUYTOXKEHHUIO apXUBHBIX JOKYMEHTOB, HE
NOJUJIeKALINX XPaHEHMI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXKICHUAX ApXUBHBIX JOKYMEHTOB, yTBepkJAeHHbIe (coriacoBaHHble) DIIK wmmm
roCy/IapCTBEHHBIM apXMBOM cyObekTa Poccuiickoit ®enepanuu (MyHUIUTAIBHBIM
apXMBOM) B CITy4ae HaJeJeHHUS €ro COOTBETCTBYIOIIMMH MOJTHOMOYHUSIMH.

4.7. Opranusyer nepenady AokyMeHTOoB ApxuBHoro ¢ounaa Poccuiickoit ®enepanuu Ha
MIOCTOSIHHOE XpPaHEHHE B TOCY/1apCTBEHHbIN (MYHHIIUIIATbHBIN) apXUB.

4.8. OpranusyeT M IPOBOJUT HKCIEPTU3Y LIEHHOCTH JTOKYMEHTOB BpeMEeHHBIX (cBbIime 10 ner)
CPOKOB XpaHEHHUs, HaXOASIINXCS Ha XPAaHEHHWU B apXMBE IIKOJbI B LEIAX 0TOOpa JTOKYMEHTOB
JUIsL BKJTIOYEHHUS B cocTaB ApxuBHOro ¢onma Poccuiickoit denepanuu, a TakkKe BBIIBICHHS
JOKYMEHTOB, HE MOJJIEKAIINX JaJbHEUIIEMY XPaHEHHIO.

4.9. VYyactByer B paboTe OKCIEPTHOW KOMHCCHM OPTaHM3AIMH, OCYIIECTBIISIIOIICH
00pa3oBaTeNIbHYIO 1€ATEeIbHOCTb.

4.10. ITpoBOAUT MEPOMPUATHUS 1O OOECIEUEHUIO COXPAaHHOCTU JOKYMEHTOB, HaXOIAIIUXCS Ha
XpaHEHHH B apXUBE OpPraHU3alli, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO AESITENbHOCTb.

4.11. OpranusyeT HHPOPMHPOBAHHE ATMUHHUCTPAIIMM M PAOOTHHKOB IIKOJBI O COCTaBe M
COolepKaHUU JOKYMEHTOB apxXuBa OpraHu3alliM, OCYUIECTBISIONMIEH 00pa3oBaTeNbHYIO
NESTENBHOCTD.

4.12. NadopmupyeT NoJb30BaTeNIel 0 BOIPOCaM MECTOHAXOXKACHHS apXUBHBIX IOKYMEHTOB.
4.13. Opranmsyer BblAauy JOKYMEHTOB M JIeJ JJisi paboThl B YUYUTEIBbCKONW WM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VicnonHseT 3ampochl OpraHu3aldidl W 3asBIEHUS TPaXJaH 00 YCTaHOBJICHUU TPYJIOBOTO
CTa)ka U JPYTrUM BOIPOCAM COLMATIbHO-IIPABOBOIO XapaKTepa, B YCTAHOBICHHOM MOPSAKE BbIIAET
KOIIUU IOKYMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Benet yuyeT UCIoJIb30BaHUs JOKYMEHTOB apXxuBa 00pa3oBaTeNbHON OpraHU3alni.

4.16. Co3nmaet GoHJ MOIB30BAHUS apXHUBA IIKOJIBI M OPTaHU3YET €ro UCIOJIb30BaHuUE.

4.17. OcymiecTBisieT BEIEHHUE CIPAaBOYHO-TIOMCKOBBIX CPEIACTB K TOKYMEHTaM IIKOJIBHOTO
apxuBa. Co3J1aeT, MOMOJIHIET U COBEPIIEHCTBYET HAYYHO-CIIPABOYHBIN amlmapaT K XpaHALIUMCS B




apxuBe JieJlaM U JJOKyMEHTaM.
4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB OpPTaHU3aIMH, OCYLIECTBISIONMIEH 00pa3oBaTeIbHyIO
JesITeIbHOCTb, IO BOIIPOCAM apXMBHOIO J€J1a U 1€JI0TIPOU3BOJICTBA.

4.19. Oka3pIBaeT METOIMYECKYIO MOMOUIb:

* cayx0e JAeTompoM3BOJACTBA INKOJABl B  COCTaBIEHWHM  HOMEHKJIATyphl e,
dopmMupoBaHuu U OPOPMIIEHHUHU €I, KOHTPOIUPYET MPABUIBHOCTh (POPMUPOBAHUS U
oopmieHHs 1el B 1eI0IPOU3BO/ICTBE;

* CTPYKTYpHBIM HOJpa3JeieHUsIM M pabOTHUKAM IIKOJBI B MOJATOTOBKE JOKYMEHTOB K
nepejaye B apXUB OpPraHU3alliu, OCYLIECTBISIOMEH 00pa30BaTeIbHYIO 1A TEIbHOCTb.

4.20. YyacTByeT B MNPOBEICHHHM MEPOINPHATHN IO MOBHIIICHUIO KBATM(UKAIMN PaOOTHUKOB
apxuBa U CIIy>KOBbI 1€J0IPOU3BOJICTBA 00pa30BaTEIbHOIN OpraHU3aLuy.

5. IlpaBa apxuBa

s blnonHeHUs 803N0HCEHHBIX 3A0aY U PYHKYULL TUYO, OMBENMCNBEHHOE 3a APXUS, UMeem NPaso:.
5.1. IlpeactaBnaTh AHPEKTOPY  OpraHM3AIMH, OCYIIECTBIAMOIIECH  00pa3oBaTENbHYIO
NEeSATENbHOCTh,  NPEMJIOKEHHS] [0  COBEpPLICHCTBOBAHWIO  OpraHu3alMyd  XpaHEeHHS,
KOMIUIEKTOBAaHUS, y4eTa U UCIIOJIb30BaHUS APXUBHBIX JOKYMEHTOB B apXUBE LIKOJIbI.

5.2. KoHTpommpoBaTh BBIIOJHEHHE YCTAHOBJICHHBIX TPaBWI pabOTBl C JIOKYMEHTaMH B
CTPYKTYPHBIX  MOJApa3felieHUsX  OpraHu3alMy,  OCYLIECTBISIOIIEH  00pa3oBaTelbHYIO
NEeSITENbHOCTD.

5.3. 3BampammuBaTh OT CTPYKTYPHBIX TOJApa3feNieHnii U paOOTHUKOB INKOJBI CBEJICHUS,
HeoOX0oIMMBbIE JUIsl pabOThl apXHBa, C YU€TOM OOECIEUEHHUs BBIMOIHEHHS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U QyHKIUH.

5.4. JlaBaTh pa3bsICHEHHMsSI U PEKOMEHJALMH 110 BOMPOCAM, BXOJAIIUM B KOMIIETCHIIMIO apXHBa
OpraHu3aliy, OCYIIECTBIAIONIEH 00pa30BaTENbHYIO A TEIbHOCTD.

5.5. UnadopmupoBaTh CTPYKTYpHBIE TOAPA3JACICHUS IIKOJBI O HEOOXOJUMOCTH TEeperadn
JIOKYMEHTOB B apXHMB B COOTBETCTBHH C YTBEPKJIECHHBIM I'PahUKOM.

5.6. IlpuHuMaTh yuacTue B 3acelaHMIX OJKCIEPTHOM KOMHUCCHU 0011e00pa3oBaTeIbHON
OpraHu3allii, a TaKXe B DSKCIEPTHO-IPOBEPOYHOM KOMHCCHUHU YIIOJHOMOYEHHOI'O OpraHa
WCTIOJTHUTENIFHOM BIacTH cyObekTa Poccuiickoit denepanuu B chepe apXHUBHOTO Jefia.

6. OTBETCTBEHHOCTD 32 (DYHKIIMOHHPOBAHHE APXUBA
6.1. HasHaueHHOE MPUKA30M TUPEKTOPA IIKOJIBI JIMIIO, OTBETCTBEHHOE 32 BEJICHHE apXUBa, HECET
[IEPCOHATbHYIO OTBETCTBEHHOCTb 34!

* BBINIOJHEHUE BO3JIOKEHHBIX HA apXWB 3aad U (QYHKIHA B COOTBETCTBHU C
JIEUCTBYIOIINM 3aKOHOAATENLCTBOM Poccuiickoit @enepanuu;

* OpraHu3anui0 padoOThl apXWBa, CBOCBPEMEHHOE M KBaTU(PHUIIUPOBAHHOE BBIOJHCHHE
MPUKA30B, PACHOPSHKCHUM, MOPYUYEHHH BBIIIECTOSIIET0 PYKOBOJACTBA, JEHCTBYIOIIUX
HOPMAaTUBHO-TIPABOBBIX aKTOB 10 CBOEMY MPOPIITIO 1eITETHHOCTH;

* panwoHambHOe W A(G(PEKTUBHOE WCIONB30BAHUE MATePUANbHBIX, (UHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

* COCTOSIHME TPYIOBOM M UCHOJHUTENIbCKON JUCIUILIMHBI B apXUBE, BHIIOJHEHHE CBOMX
(yHKIMOHATIBHBIX 0053aHHOCTEH;

* coOuo/ileHHe TpaBWJI BHYTPEHHErO paclopsiika, CAHUTAPHO-IIPOTHUBOAIHIEMUYECKOTO
peXuMa, TPOTUBOTIOKAPHOHN 0€30MTACHOCTH M TEXHUKH 0€30MMaCHOCTH,

* BeJICHHE JOKYMEHTAIluH, MPEAYCMOTPEHHON IEHCTBYIOIIMMU HOPMATHBHO-TIPAaBOBBIMU
JIOKYMEHTaMU;

* TMpeAoCTaBiCHHE B YCTAaHOBJIEHHOM MOPSAKE TOCTOBEPHOW CTATUCTHYECKOW M MHOMU
WHGPOPMAIIUH O JCATCIHEHOCTH apXUBA;

* TOTOBHOCTH apXHBa K pab0OTe B YCIOBHIX YPE3BBIYANHBIX CUTYAIIUH.

6.2. KOHTpOJIb JAESATEIBHOCTH apXWBa OCYIICCTBISET JUPEKTOP OPTaHU3AIMH, OCYIICCTBISIOMEH
00pa3oBaTeNbHYIO 1eATeIbHOCTb.




7. KommuiekToBaHue apXxuBa

7.1. TlonroroBka JOKYMEHTOB K Iepenade B apXvB 00pa30BATEIBHON OpraHHW3aIliy BKIIOYACT
9KCIIEPTU3Y HAYYHOM M MPAKTHUYECKOH IEHHOCTH JOKYMEHTOB, OQOpPMIICHHE €], COCTaBIICHUE
OITHCH.

7.2. DxcnepTu3a [EHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yewHocmu OOKyMeHmo8 — ONpPEIETICHUE IEHHOCTH JTOKYMEHTOB C IEbI0
0TOOpa UX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XpaHEHUS. DKCIEPTU3Y LIEHHOCTH IOKYMEHTOB B
00pa30BaTeIbHOIN OpraHu3alyy OCYIIECTBISET MOCTOSTHHO JCUCTBYIOIAS KCTIEPTHAS KOMHCCHS.
7.2.2. Dxcnepmuas komuccus Ha3HA4YaeTcs MPUKA30M JAUPEKTOpa IMIKOJbl. B coctaB DkcnepTHOM
KOMHCCHH BKJIFOUAIOT HE MEHEE TPEX COTPYIHHUKOB, B TOM YHCJIC B 005S3aTEILHOM TOPSAKE JUIIO,
OTBETCTBEHHOE 32 BEJCHHE apXuBa IIKOJbl, W JUPEKTOP MYHUIUNAIBHOrO apxuBa (110
cornacoBanuto). CekpeTapeM DKCIEPTHOM KOMHCCHUH HAa3HA4YaIOT CEKpeTapsi o0pa3oBaTelbHOM
OpraHu3anuy. JKCIepPTHAs KOMHUCCHUS Ha 3aCEeJaHUSX pacCMaTpUBaeT: HOMEHKIATYPY A€l IIKOJIbI,
OITHCH JIeJI TIOCTOSTHHOTO XPAHCHHS U 10 JJUYHOMY COCTaBY, aKThl Ha JIOKYMEHTBI, BBIJCIISIEMBIC K
YHUUTOKEHHUIO.

7.3. Odopmiienue nein

7.3.1. [lena mOCTOSHHOTO XpPaHEHUS MOAIIUBAIOTCA B TBEPAYIO OOJOXKKY CYpPOBBIMH HUTKAMHU.
JIMCTBI HyMEpPYIOTCS B MPABOM BEPXHEM YTy MPOCTBIM KapaHjmamom. KoJMm4ecTBO JIMCTOB B
KKIOM Jiele He JOJKHO mpeBbimath 250. B KoHIlE Aena Ha OTIAENBHOM JIMCTE COCTaBISETCS
3aBepUTEITbHAS] HAJITUCH.

7.3.2. Ha o0noxke nen TOCTOSHHOTO XPaHEHUS MOJDKHBI OBITh MPOCTaBJICHBI CIEAYIOLINE
PEKBH3UTHI:  IOJIHOE  HAUMCHOBAHHWE  BBINICCTOSIICH  OpPraHW3alud,  HAaWMEHOBAHHE
o0pa3oBaTeNbHON OpraHu3anuu, HoMmep (MHAEKC) Jella MO HOMEHKIAType, 3arojioBOK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WJIH OTMETKA «XPaHUTh IMOCTOSHHO», HOMep (OHJIA, OIUCH,
nena.

7.3.3. Ilo OKOHYaHUH JETONPON3BOJICTBEHHOTO Toa B 0(hOpMIICHHBIE 0OJIOKKH JeIT TOCTOSTHHOTO
XpaHEHUsT BHOCATCS  HEOOXOIWMBbIE  YTOUHEHHS: B  3arojIOBKA e,  COJAEpKaIlux
pacnopsANTeNbHbIe JOKYMEHTHI (TIPUKa3bl, TPOTOKOJBI), BHOCATCS HOMEpA;, €CIH JeNI0 C
MIEPETHCKON COCTOUT U3 HECKOIBKUX TOMOB, B KQXKJIOM TOME YKa3bIBaeTCsl KOPPECTIOHACHT, aBTOP,
TEPPUTOPHS, APyTHE JaHHBIE. B Ka)IoM TOMe yKa3bIBaeTcs AaTa (YHCIIo, MECAIl, TO/) HaJdalia u
OKOHYAaHUS JTaHHOTO TOMa. TOYHBIE JaThl MPOCTABISIOTCS HA OOJOXKKAX Ui OBICTPOTO TOMCKA
JOKYMEHTOB B TIOCIICAYIOIIEM; W3 3aBEPHUTCIBHONW HAJAMACH HAa OOJOXKY Jela BBIHOCHUTCS
KOJIMUYECTBO JIUCTOB B JIEIIE.

7.3.4. Haanucu Ha 00JOXKKaxX €7 TOCTOSHHOTO U JOJTOBPEMEHHOTO XpaHCHHs CJEIyeT
MIPOU3BOIUTH YETKO, CBETOCTOUKHMH YSPHHUIIAMHU.

7.3.5. JIns ydera KOJIMYECTBAa JINCTOB B Jeie M (pukcamuu OCOOCHHOCTEHW WX HyMepaluu Ha
OTJIETHHOM JINCTE COCTABIISIETCS 3aBEPUTEIbHAS HAIIHUCH.

7.3.6. B 3aBepuTenbHON HAAMKMCH YKa3bIBACTCS KOJWYECTBO JIMCTOB (IMdpaMu U MPOIHCHIO) B
nene. 3aBepUTeNbHAs HAAMKCHh TOIIMUCHIBACTCS COCTABUTENIEM C YKa3aHHEM €ro JOHKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHSSI OMHCh COCTaBISIETCA K JIeJlaM TOCTOSIHHOTO U JTONTOBpeMeHHoro (cBoime 10
JIET) CpOKa XpaHeHHus, CHOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE COJICpKaHUE TOKYMEHTOB (0Cc000 IICHHBIE, TUYHEIC JIea U Jp.).

7.4. Onucanue JOKYMEHTOB IMOCTOSHHOTO CPOKa XPaHEHUS.

7.4.1. Onucu CcOCTaBISIIOTCS Pa3AEIbHO Ha J€jla IOCTOSHHOTO XpaHEHWsl 10 OCHOBHOM
NESTENBHOCTH U Ha JieJia 10 JIMYHOMY COCTaBYy.

7.4.2. OnucH cOCTaBIAIOTCS J€I0POU3BOJUTENIEM.

7.4.3. Onuch BeaeTCs B €IUHON BaJIOBOM HyMepaluy B TEUCHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ HICTEKIIUM CPOKOM XPaHEHHS COCTABIISIETCS aKT 00 YHUUTOXKEHUH.

7.4.5. Ilo oOKOHUaHWUU JEIOMPOU3BOJACTBEHHOIO TOAa B 00pa30BaTENbHON OpraHU3AlUU
MIPOU3BOJUTCS OTOOP MTOKYMEHTOB TOCTOSTHHOT'O CPOKAa XPaHEHUs IS BKIIOYCHHSI UX B OIUCH.
Onuch COCTOMT M3 TOJOBBIX pa3[eioOB, BHYTPU ToOAa [ela pacloyiaraloTcs MO CTEHNeHU
3HAYUMOCTH C YyYETOM HOMHHAJIBHOTO TpUHIMNA (B COOTBETCTBUM C HOMEHKJIATYpPOH




0011e00pa3oBaTeIbHON OpPTraHU3AIIH ).

7.4.6. Onucu CcOCTaBISIIOTCS Pa3A€IbHO Ha J€jla IIOCTOSHHOTO XpaHEHWs 110 OCHOBHOM
JESTEIBHOCTH U HA JIeJIa 110 IMYHOMY COCTaBYy.

7.4.7. OnycH COCTaBIIAIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOT0 XpaHeHHs O(QOPMIIIOTCS YIPOIIEHHO: OHH HE TOIIINBAIOTCS, JIUCTHI B HUX
HE HYMEpPYIOTCs, YTOUYHEHHE Ha O0JIOKKaX HE MPOU3BOAMTCS, OMMCH HA JIeNia HE COCTABIISIOTCS,
y4eT Be/IeTCsI [0 HOMEHKJIaType JIell.

8. Yci10BUSI XpaHEHHs JOKYMEHTOB apXuBa
8.1. JIokyMEHTBI apXHBa XPaHATCS B apXUBOXPAHWIKIIE 0011e00pa30BaTeIbHON OpraHU3aIty.
8.2. He nonyckaercst pa3MeleHHe apX1UBa B MOABAJIBHBIX U YEPJAYHbIX TOMEILEHHUSIX LIIKOJIbI.
8.3. ApXHMBOXpaHHJIHILE TOHKHO OBITH yIAJICHO OT JIAOOPATOPHBIX, MPOU3BOJCTBEHHBIX, OBITOBBIX
MIOMEUICHUH U He UMETh OOIIMX C HUMU BEHTHIALIMOHHBIX KaHAJIOB. APXUBOXPAHWIMILE OTAEIACTCS
OT COCEHHMX MOMEIICHUI HEeCropaeMbIMH CTEHAMH W MEPEKPBITHSMH C MpEeIaMi OTHECTOHKOCTH
HE MEeHee JBYX 4acoB. B apXxuBoxpaHuiuiie He JOINYyCKaeTcs MpOKJajaka TpyO BOJOCHAOXKEHHS U
KaHAJIM3alK1, TEXHOJIOTUYECKHE MIIN OBITOBBIC BHIBOJIBI BOJIBI.
8.4. ApXMBOXpaHWJIMILIE JODKHO HMETh €CTECTBEHHYK) WM HCKYCCTBEHHYK BEHTWIALUIO,
00ecrevnBaroIy0 PEHUPKYJIISAIHI0 BO3IyXa, CTAOMIBHOCTS TEMIIEPATYPHO-BIAXKHOCTHOTO PEKHUMA.
8.5. Bce moctynaromue B apxuB 00pa3oBaTeNbHOM OpraHM3alud JOKYMEHTHI pa3MEIaloTcs B
apXMBOXPAHWIUINAX Ha CTAMOHAPHBIX W/WIM TIEPEABIKHBIX METAIMUECKUX CTelUTaxkaxX, B
MeTaJUIMYECKUX IIKa(ax UM KOHTeHHepax.
8.6. Ctemnaxu TOJDKHBI OBITh YCTAHOBIIEHBI MEPIICHANKYIISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
noMenieHnn 0e3 OKOH - ¢ yuyeToM ocoOeHHOCTel momenieHus U obopyaoBanus. He nomyckaercs
pa3MelnIeHue cTeIuIakell BITIOTHYIO K Hapy>KHBIM CTEHaM 3[aHHS U K HICTOYHHKAM TETLIa.
8.7. IlpoTHBOMOXapHBIA peXUM B 3JaHUSAX, TJ€ pa3MellaeTcs apxuB IIKOJbl, U B
apXMBOXPAHIIUINAX YCTAHABIMBACTCS B COOTBETCTBHU ¢ [IpaBHiiaMu POTHBOTIOKAPHOTO PEKUMa B
Poccuiickoit @enepaunu ot 16 centsaops 2020 rona Nel479.
8.8. ApxuBHBIE TOKYMEHTHI CJIeIyeT XpPaHUTh B TEMHOTE.
8.9. 3ammra TOKYMEHTOB OT JIeMCTBUS CBETa 00ECIIeYMBAETCS XPaHEHHEM JIOKyMEHTOB B KOPOOKax,
narnkax u rmepervieTax, B mKagax Wi Ha CTeJUIaXKax 3aKpPhITOro THIIA.
8.10. YpoBeHb UCKYCCTBEHHOT'O OCBEILEHHS B KHUTOXPaHWIHIAX JOJDKEH COCTaBIATh He MeHee 100
JIFOKC.
8.11. B apXuBOXpaHWJIHIIE JUIsl XPAaHEHUS JJOKYMEHTOB YCTAHABJIMBAIOTCS CIEIYIOUINE MapaMeTphbl
TeMIepaTypPHO-BJIAKHOCTHOTO PeKUMa:

* Ui XpaHEeHHUs JOKYMEHTOB Ha OyMa)kHOM Hocutese — remnepatypa 17-19°C, otHocuTenbHas

BIIYKHOCTH Bo3ayxa — 50-55%.

8.12. IlomemeHust apxuBa 00pa3oBaTEIbHON OpraHU3aIlMM JIOJDKHBI COAEPHKATHCS B YHCTOTE, B
YCIIOBHSIX, HCKITIOYAIOIIUX BO3MOXHOCTb MOSIBJICHUS MIJIECEHU, HACEKOMBIX, IBUIH.

9. 3ak/04uTeNbHbIE MOJIO0KEHUS

9.1. Hacrosimiee IlonoxeHue sBISETCS JIOKAIBHBIM HOPMATHBHBIM AaKTOM, NPHHUMAETCS Ha
OO6mem coOpanuu paOOTHUKOB IIKOJIBI M YTBEPKAAeTCs (JTMO0 BBOJIUTCS B JCHCTBHE) MPUKA30M
JTUPEKTOpa OpraHU3alllH, OCYIIECTBIAIONIEH 00pa30BaTeIbHYIO 1A TEIEHOCTb.

9.2. Bce u3MeHeHHS M JIONOJHEHHs, BHOCHMbIe B Hactosmiee [lonoxkenue, ohopMisioTcs B
MUCHbMEHHOW (opMe B COOTBETCTBHU JICWCTBYIOIIUM 3aKOHOIATENBCTBOM Poccuiickoi
denepaluu.

9.3. TIlonoxenue 00 apxuBe 0OmIE0Opa30BATEIbHON OpraHM3allMU IMPHHAMAETCS Ha
HeomnpeeNeHHbl cpok. M3meHeHust u nononHeHus K [lonoxkeHHIo MPUHUMAIOTCS B MOPSIKE,
npexycmorpenHoM 11.9. 1. Hactosimero [TomoxxeHus.

9.4. Tlocne mpunsitus Ilonmoxenus (WiIM U3MEHEHUH M JOMOJIHEHUN OTAENBHBIX MMYHKTOB H
pa3aenoB) B HOBOW PEIaKIIUK MPEIbITyIas peIaKIns aBTOMAaTHYECKH YTPAUUBACT CUITY.



