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1. O01mue moJ10KeHUs

1.1. Hacrosmee IlomokeHne 00 apxXxwBe MIKOJBI pa3paboTaHO B COOTBETCTBUU ¢ Ilpmkazom
@enepanbHoro apxuBHoro areHtctBa Ne 77 ot 31 wmroms 2023 roga «OO0 yrBepxkaenuu IlpaBun
OpraHM3alii XpaHEeHUs, KOMIUIEKTOBAHUSA, ydeTa M MCIOJIb30BaHMs JIOKYMEHTOB ApPXUBHOro ¢oHma
Poccuiickoit denepanuun M Ipyrux apXUBHBIX JIOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYMpaBlIEHUS M OpraHM3alusaX», Ha OcHOBaHWMU llpumepHOro mnosoxkeHuss o0 apxuBe
OpraHM3aluy, yTBepKIaeHHoro npukasoM denepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018
roja, a Takke Y CcTaBoOM OpraHM3alliy, OCYIIECTBRISAIONIEH 00pa30BaTeIbHYIO 1€ATEIbHOCTD.

1.2. Jlannoe IlonokeHue o0 apxuBe IIKOJBI OIpPENENIAET COCTaB JIOKYMEHTOB apXHBa
o0m1ieo0pa3oBaTenbHOW OpraHU3allMi M YCIOBHUS MX XpaHEHUS, YCTaHABJIMBAET 3a/layd, Ha3HauUCHUE U
(YHKIMU HIKOJIBHOTO apXUBa, PEriaMeHTUPYET eSTeNbHOCTh JIMIA, OTBETCTBEHHOTO 32 BEACHUE apXHUBa
B OpraHH3aIiy, OCYHIECTBIIAIOMENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

1.3. B cBoeli nesaTeNnbHOCTH apXMB pyKoBOACTByeTcs PenepanbHbIM 3akoHOM Ne 125-D3 or
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit @enepanuny ¢ usMeHeHussMu ot 25 aexadps 2023 roxa,
HOPMATHBHBIMU IPaBOBBIMU akTamu Poccuiickoit @enepanun, cyobekta Poccuiickoit denepanuu B
chepe  apXMBHOTO  Jefla M JICJONPOU3BOJICTBA,  JIOKAIbHBIMU  HOPMATUBHBIMU  aKTaMHU
001e00pa30BaTENbHON OpraHN3aIUH.

1.4. JIokyMeHTBI OpraHH3aIiH, OCYLIECTBIISIIOIICH 00pa30BaTEIbHYIO NEATEIbHOCTh, UMEIOIIHE
HUCTOPUYECKOE, KYJIbTYpPHOE, HAay4yHOE, COLHUAJIbHOE, SKOHOMHYECKOE U IOJUTHYECKOE 3HAYCHUE,
COCTaBJISIIOT TOCYJapCTBeHHYIO uacTh ApxuBHoro ¢onga Poccuiickoit ®Penepanuu, SBISIOTCSA
COOCTBEHHOCTBIO TOCYAApCTBA W TOMJIEKAT IOCTOSHHOMY XpPaHEHHIO B TOCYAApPCTBEHHBIX apXHBax
Poccuiickoit ®enepaunu. [Jo nepenaun Ha TOCyIapCTBEHHOE XpaHEHUE NaHHBIC TOKYMEHTHI BPEMEHHO
XpaHATCsA B 00111€00pa30BaTeIbHON OpraHn3aIUH.

1.5. B mkone s XpaHeHuss TOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit denepauuu u
3aKOHYEHHBIX JIEJIONPOU3BOJCTBOM JOKYMEHTOB IIPaKTMUECKOIO Ha3HaueHus, MX OTOOpa, ydyera,
MCIOJIb30BaHUs U MIOJrOTOBKH K IIepeaue Ha rOCYJapCTBEHHOE XPAaHEHHUE CO3/1aeTCsl apXUB.

1.6. ApxuB co3maercd Kak CaMOCTOSITEIbHOE IMOJAPA3JEJICHHE, BO3IJIABISEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJICHHUE apXUBa COTIACHO MPUKA3y AUPEKTOPA IIKOIIBI.

1.7. Opranuzanus, OCYIIECTBIISIONIas 00pa30BATEIbHYIO NEATEIHHOCTh, OOCCIICUYMBACT aAPXUB
HE0OXOIMMBIM MTOMEILIEHHEM, 000PYIOBaHUEM U KaJI[paMH.

1.8. OOmeobOpa3oBarenbHas oOpraHu3anus o00eCleYnBaeT COXPAaHHOCTh, Yy4eT, OTOOp,
yIOpAJOYEHHEe M HUCHOJb30BaHHWE JIOKYMEHTOB ApxuBHOro ¢Qonna Poccuiickoit ®enepauuu,
oOpa3yromuxcsi B ero gestenbHocTH. OOecrieunBaeT CBOEBPEMEHHYIO Iepeady ITHX JIOKYMEHTOB Ha
roCylapCTBEHHOE XpaHEHHUE.

1.9. Bce paOoTbl, CBA3aHHBIE C IOATOTOBKOW, TPAHCIOPTUPOBKOM M Tmepefauell apXHUBHBIX
JOKYMEHTOB, IPOU3BOAATCS CUJIAMHU U 3a CUET IIKOJIBI.

1.10. 3a yrpaty u nopuy nokymeHToB ApxuBHoro ¢onaa Poccutickoii denepanuu 10KHOCTHBIE
JMIIa OpraHU3alliK, OCYIIECTBIISIONUIEH 00pa30BaTENbHYIO NESATEIbHOCTb, HECYT OTBETCTBEHHOCTb B
COOTBETCTBHHM C JICHCTBYIOIINM 3aKOHO/IaTEIbCTBOM.

1.11. UlkonpHBIN apxuB paboTaeT coryiacHO AaHHOMY lloiokeHHIo W IulaHy, yTBEp)KIaeMOMY
JUPEKTOPOM 0011e00pa30BaTeIbHON OpraHU3aliK, U OTYUTHIBAETCS IIEpe]] HUM B CBOEH pabore.

1.12. KoHTpOIb AEATENBHOCTH apXMBa OCYLIECTBIIIET JUPEKTOP OpraHU3alii, OCYILECTBISIOLICH
00pa3oBaTeNbHYIO JEATeTbHOCTb.

2. CocTaB 10KYMEHTOB apXHUBa

2.1. B mIKOJBHBIN apXUB NOCTYNAIOT:

— 3aKOHYEHHBbIE JIEJIONPOU3BOJICTBOM IIKOJIbI JOKYMEHTHI IOCTOSHHOTO XpaHEeHHsI, 00pa30BaBIINECS
B JIEATEIBHOCTH CTPYKTYPHBIX MOJApa3JeNeHnu, JOKYMEHThl BpeMeHHoro (cBbie 10 yer) cpoka
XpaHEeHHs, HEOOXOJUMblE B TPAKTUUYECKOM JEATETBHOCTH, JOKYMEHTHl 10 KajapaMm U
o0yJaronmmcs;

— JIOKYMEHTBI IOCTOSTHHOTO XPaHEHUS U 10 JIMYHOMY COCTaBY OpraHU3alUK-IIPeAIECTBEHHUKOB;



— nuuHble (OHIBI BEOYHNIMX pPAOOTHUKOB OpraHM3alld, OCYLIECTBIAIOMIEH 00pa30BaTEeNbHYIO
TEATeNbHOCTD, IIOCTYIUBIINE B APXHB;
— ciyxeOHbIe M BEJOMCTBEHHBIC M3/1aHUS;
— CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M Y4YETHbIE JOKYMEHTHI ApXHBa OpraHu3aIluH,
OCYIIECTBIISAIOIIEH 00pa30BaTENbHYIO AEATEIBHOCTb.
2.2. Cpoku XpaHEHHs JTOKYMEHTOB B apxuBe 0O0pa30oBaTEJbHONW OPraHU3alUH OMPENEIISIOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEP)KICHHON HOMEHKJIATYpe AEI.

3. 3agauu apxuBa

3.1. OCHOBHBIMHM 33J]a4aMH apXUBA SABJISIFOTCSA:

3.1.1. Opranuzanus XpaHEHUs [JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH pA3AEIOM 2
Hacrosiero [lonoxenus 06 apxuse 00111€00pa30BaTEIbHON OpraHUu3aliy.

3.1.2. KommuiekToBaHHEe apXuBa JOKYMEHTaMH, 00pa30BaBIIUMHUCS B IEATEILHOCTH OPTaHU3aAIIH,
OCYLLIECTBIISAIONIEH 00pa30BaTENbHYIO JESATEIbHOCTD.

3.1.3. Yuer, obecnieueHre COXpaHHOCTH, CO3aHNE HAYYHO-CIIPABOYHOTO anmapara.

3.1.4. Vcnionb30BaHus JOKYMEHTOB, HAXOIAIIMXCSI HA XPAaHEHUH B apXUBE LLIKOJIBI.

3.1.5. TlonroroBka M CBOEBpEMEHHas Mepeaada JTOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
denepanyy Ha MOCTOSHHOE XPAHEHUE B FOCYJapCTBEHHbIN (MYHUIMIIAIBHbIN) apXUB.

3.1.6. Metoanueckoe PYKOBOACTBO M KOHTpPOJIb 32 (hOpMUpOBaHHEM M O(OPMIICHHEM [IeN B
JIeJIONIPOU3BOCTBE ILIKOJIBI U CBOEBPEMEHHOM Iepeaayeil ux B apXuB 00pazoBaTeIbHON OpraHU3altu.

4. DyHKIMH APXUBA HIKOJbI

B cooTBeTcTBUY C BO3I0KEHHBIMHU 337[a4aMH aPXUB OCYIIECTBIISIET CIEAYIONINE (DYHKIIHH:

4.1. Opranu3yer mpHeM JOKYMEHTOB IOCTOSIHHOIO W BpeMeHHbIX (cBbimie 10 1eT) cpokos
XpaHEHus, B TOM 4HCJIE 0 KajpaM U oO0ydaromumcs, oOpa3oBaBLIMXCS B JESITEIbHOCTU IIKOJBI, B
COOTBETCTBHUH C YTBEP>KACHHBIM I'PapUKOM.

4.2. OOecrieuynBaeT COXPAHHOCTh W BEIET YYET AOKYMEHTOB M (OHIOB, HAXOMALIMXCS Ha
XpaHEHUHU B apXuBe 00111€00pa30BaTEeIbHON OpraHU3aIUH.

4.3. IlpeacraBisieT B roCcyJapCTBEHHBIN (MYHUIUITATBHBIN) apXUB YUETHBIE CBEACHUS 00 00beMe
U COCTaBE XpaHsAIMXCA B apXMBE HIKOJIbI JTOKyMEHTOB ApxuBHoro ¢onnga Poccuiickoit denepauun u
JIPYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUM C MOPSJKOM TOCYJapCTBEHHOIO yyeTa JTIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deneparyu.

4.4, CucreMaTu3upyeT U pa3MeNIaeT JOKYMEHTHI, MOCTYIAIOIIME Ha XPAaHCHUE B IIKOJbHBIN
apxuB, O0pa3oBaBIIMECS B XOJ€ OCYLIECTBICHUS JEATENbHOCTH OPraHU3alMM, OCYILECTBIISIONICH
00pa3oBaTeNbHYIO JEATETbHOCTb.

4.5. Pa3pabatbiBaeT rpaduku npeacTaBieHus ONUCEH Ha paCCMOTPEHUE SKCIIEPTHO-TIPOBEPOUHOM
KOMHUCCUM WU Tepelayd JOKyMEHTOB ApxuBHOro Qonga P® Ha XpaHeHHe B ToCyAapCTBEHHBIN
(MyHMLIMIIAQNBHBIN) apXMB.

4.6. OcymiecTBisieT NOJATOTOBKY U MPEICTABIISET:

— Ha PAacCMOTPEHHE M COIVIACOBAHUE ODKCIIEPTHOW KOMMCCHM UIKOJIBI OMMCH JEN IOCTOSHHOIO
XpaHeHHs, BpeMeHHbIX (cBbimie 10 5eT) CpPOKOB XpaHEHHUs, B TOM 4HCIE MO KaapaM U
oOyyaroluMcsi, a TaKKe aKThl O BBIACIEHUU K YHHUTOKEHUIO apXMBHBIX JIOKYMEHTOB, HE
MOJUIeXkKAIUX XPAHEHHUI0, aKThl 00 yTpare JTOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEXKACHUSIX
apXUBHBIX JOKYMEHTOB;

— Ha  YTBEPXKAECHHE  DKCIEPTHO-NPOBEPOYHONM  KOMHUCCHUM  YIOJHOMOYEHHOIO  OpraHa
UCTIOJHUTENIbHOW BiacTH cyobekTa Poccuiickoit denepanuu B chepe apXxuBHOro jaena (nanee -
OIIK apXUBHOTO YUPEKIEHHUS) OTIMUCH JIe]T TOCTOSTHHOTO XPaHCHHUS;

— Ha cornacoBanue OIIK apxuBHOro yupexnaenuss cyobekra Poccuiickoit deneparuu
(MyHMLIMIIQIBHOTO apXUBa), B Cllyyae HaJEJICHHUs €ro COOTBETCTBYIOUIMMHU MOJTHOMOYHUSMH, OTTIUCH
JIeJ1 IO TIMYHOMY COCTaBY;



— Ha cornacoBanue DOIIK apxuBHOrOo yupexnenuss cyobekra Poccuiickoit ®eneparyu
(MyHMLIMIIQIBHOTO apXHBa), B CIIy4ae HAJEJICHHUs €ro COOTBETCTBYIOIUMH MOJTHOMOUYUSIMHU, aKThl
00 yTpaTe TOKYMEHTOB, aKThl O HEHCITPABUMBIX MOBPEXKICHUSIX apXUBHBIX JJOKYMEHTOB;

— Ha YTBEP)KICHHUE AMPEKTOPY IIKOJIbI OMUCH JIeJl MOCTOSIHHOTO XPaHEHMsl, ONHUCU BPEMEHHbIX
(cBbre 10 y1eT) CpOKOB XpaHEHUs, B TOM YHCIIE OMMCHU JIeJI 10 KaJpaM U 00ydaroIuMCs, akThl O
BBIJICJICHUU K YHMYTOXKCHHUIO APXUBHBIX JOKYMEHTOB, HE MOJUICkKAIIUX XPAHEHHUIO, aKThl 00
yIpate JOKYMEHTOB, aKThl O HEHCIPAaBUMbIX IOBPEXKIEHUSAX apXUBHBIX JIOKYMEHTOB,
yTBepkaeHHble (cornacoBanHble) DIIK mmu rocynapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit
@enepanuy  (MyHULMIAIBHBIM apXUBOM) B Cllydyae HAJEIEHHUS €ro COOTBETCTBYIOLIUMHU
IIOJIHOMOYHSIMH.

4.7. Opranuzyer nepenady J0KyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit deaepanyiv Ha TOCTOSHHOE

XpaHEHUE B rOCYJapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB.

4.8. Opranusyer ¥ NPOBOAUT HKCIEPTU3Y LICHHOCTHU JJOKYMEHTOB BpeMeHHbIX (CBbllIe 10 j1eT) cpoKkoB
XpaHEeHHUsI, HaXOAAIIMXCS HA XPAaHEHUU B apXHBE IIKOJIBI B LEJIAX 0TOOpa JOKYMEHTOB JJIsl BKIIOUCHHUS B
coctaB ApxuBHoro ¢onna Poccuiickoii @enepanunu, a Takke BbIABICHUS JOKYMEHTOB, HE MOAJIEXKAIINX
JAJbHEUIIIEMY XPAHEHUIO.

4.9. YuactByeT B paboTe 3KCIEPTHOM KOMUCCUM OpraHU3alliy, OCYILECTBIIAIONIEH 00pa3oBaTeIbHyIO
NEeSITENIbHOCTbD.

4.10. IIpoBomuT MepompusTHs MO OOECHEUEHHIO COXPAaHHOCTH JOKYMEHTOB, HAaXOJAIIUXCA Ha
XpaHEHUU B apXMBE OPraHU3alluY, OCYILECTBISAIONIEN 00pa30BaTEIbHYIO JEATEIbHOCTD.

4.11. Opranuzyer HUHGOPMHUPOBAHUE aJMUHHCTPALlMU U PAOOTHUKOB IIKOJBI O COCTaBE H
COZIep)KaHUU IOKyMEHTOB apXHBa OPraHU3alluH, OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO e TEIbHOCTb.

4.12. InopmMupyeT mosip30BaTesei o BOIpocaM MECTOHAXOXKACHUS apXUBHBIX JTOKYMEHTOB.

4.13. Opranu3yeT Bbady JOKYMEHTOB W Jie7 Juisi pabOThl B YYHTEIBCKOM WM BO BPEMEHHOE
I10JIb30BaHHUE.

4.14. VcionHsieT 3anpochl OpraHu3aluil U 3asBJICHUS IPaXaaH 00 yCTaHOBJIEHUU TPYAOBOIO CTaXa U
JAPYTUM BOIIPOCaM COLMAJILHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM IIOPSJKE BbIIAET KOMUHU
JIOKYMEHTOB U apXHUBHbIE CIIPABKHU.

4.15. Benet y4er UCIOJIb30BaHUS JOKYMEHTOB apX1Ba 00pa30BaTEIbHOW OpraHU3aIIH.

4.16. Co3znmaet GpoHA MOTH30BAHUS APXHBA IIKOJIBI M OPTaHU3YET €r0 MCIIOIb30BaHUE.

4.17. OcyuecTBIsET BEACHNUE CIPABOYHO-IIOMCKOBBIX CPEACTB K JOKYMEHTAM IIKOJIBHOIO apXuBa.
Co3znaet, MONOJHAET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBIN anmapar K XpaHsALIIMMCs B apXuBe JiejlaM U
JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe ITOKYMEHTOB OpraHHU3alliM, OCYIICCTBIISIONIEH 00pa3oBaTeIbHYIO
JEATENBHOCTD, 110 BOIIPOCAM apXUBHOTO Jieja U JEeJIONPOU3BOCTBaA.

4.19. Oka3pIBaeT METOUYECKYIO TOMOIIIb!

— cnyx0e Jenonpou3BOJCTBAa IIKOJBl B COCTaBJIEHMHM HOMEHKJIATYpBI Jel, (HOpMUPOBAHHHM H
oopmieHnn [eN, KOHTPOJUPYET MpaBUIbHOCTh (OpMUPOBaHMA U O(OpMIIEHUS el B
JIeJIONPOU3BO/ICTBE;

— CTPYKTYPHBIM NO/Ipa3feieHUsIM U paOOTHUKAM IIKOJIbI B IMMOATOTOBKE TOKYMEHTOB K Iepesiaue B
apX¥B OpraHU3allliy, OCYIIECTBIIIONIEH 00pa30BaTENbHYIO 1€ TENbHOCTb.

4.20. YyacTByeT B IPOBEACHUN MEPOTNPUATHI MO MOBBILIEHUIO KBATU(PUKAIIMK paOOTHUKOB apXuBa U

CITy>KOBI 1€JIONPON3BOJICTBA 00pa30BaTENbHOMN OpraHU3aLuy.

5. IIpaBa apxuBa
J171st BBIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (QYHKIUHN JIMII0, OTBETCTBEHHOE 33 apXUB, UMEET MPaBo:
5.1. IlpencraBisaTh TUPEKTOPY OpPraHM3ALUH, OCYIIECTBISIOMEH 00pa3oBaTeIbHYIO AEATENbHOCTD,
MPEIJIOKEHUSI TI0 COBEPLICHCTBOBAHMIO OpTraHM3allMM XPAaHEHHUs, KOMIUIEKTOBaHUS, Yy4yeTa H
WCII0JIb30BAaHUsl APXUBHBIX JOKYMEHTOB B apXMUBE LIKOJIBI.
5.2. KoHTponupoBaTh BINOJIHEHUE YCTAHOBICHHBIX MPaBUII Pa0OTHI C JOKYMEHTAMH B CTPYKTYPHBIX
MOJIPa3/IeIEHUAX OpraHN3aIliH, OCYILECTBIISAIONIEH 00pa30BaTENbHYIO EATEIbHOCTb.



5.3. 3ampamuBarhk OT CTPYKTYPHBIX MOJpa3IeICHU U PaOOTHUKOB IIIKOJIBI CBEJIEHUS, HEOOXOUMBIC
Uis paboThl apXMBa, C y4E€TOM OOECHEYEHHs BBIMOJIHEHHS] BCEX BO3JIOKEHHBIX Ha apXuB 3a1ad U
GbyHKIHH.

5.4. JlaBaTh pa3bsCHEHHs] M PEKOMEHJAIMHM 0 BOIPOCaM, BXOJSIIMM B KOMIIETEHIIMIO apXHBa
OpTaHU3aIMH, OCYIIECTBISAIONICH 00pa30BaTENbHYIO IS TEIbHOCTD.

5.5. HWudopmMupoBaTth CTpYKTypHbIE MOJpa3JesieHnus IIKOJbl O HEOOXOJUMOCTU Tepeaaydn
JOKYMEHTOB B apXHB B COOTBETCTBHH C YTBEPIKICHHBIM IparKOM.

5.6. IlpuauMarh y4acTH€ B 3aceIaHUAX DKCIEPTHOM KOMHUCCHU 0O0IIeo0pa3oBaTeIbHOM
OpraHu3aluy, a TakkKe B OKCIHEPTHO-TIPOBEPOYHON  KOMUCCUM  YIOJHOMOYEHHOTO  OpraHa
HCIIOTHUTENIBHON BiIacTh cyobekTa Poccuiickoit deneparuu B chepe apXUBHOTO JIena.

6. OTBeTCTBEHHOCTDH 32 (QYHKIIMOHMPOBAHNE APXUBA

6.1. Ha3HaueHHO€ IpUKa30M AMPEKTOpPA IIKOJIbI JUIO, OTBETCTBEHHOE 3a BEIECHUE apXuBa, HECET
[EePCOHAIbHYI0 OTBETCTBEHHOCTb 34!

— BBINOJHEHUE BO3JIOKCHHBIX Ha apXWB 3a7ad U (YHKIUH B COOTBETCTBUHU C JICHCTBYIOIIMM

3aKoHoJaTeNbcTBOM Poccuiickoi denepannu;

— OpraHm3anuio padoThl apXHBa, CBOEBPEMEHHOE M KBAJU(HUIMPOBAHHOE BBHIIOJHEHUE MPHKA30B,
pacnopsKeHUM, TOPYYEHUH BBIILIECTOSIIEr0 PYKOBOACTBA, AEMCTBYIOIUX HOPMATUBHO-IIPABOBBIX
aKTOB I10 CBOEMY MPODUITIO 1S TETbHOCTH;

— panmoHaTbHOE M A((EKTUBHOE WCIONB30BaHUE MaTePUAIBHBIX, (DMHAHCOBBIX M KaJAPOBBIX
pecypcos;

— COCTOSIHME TPYIOBOM M HCHOJHUTENIBCKOM JAUCHUIUIMHBI B AapXWBE, BBINOJIHEHHE CBOUX
(YHKIIMOHATIBHBIX 00sS3aHHOCTEHH;

— coOmrofieHne TpaBUJI BHYTPEHHETO DPACHOpPsIKa, CAaHUTAPHO-TIPOTHBOAHIEMHUYECKOTO PEXUMA,
IIPOTUBOIMOXKAPHOH 0€30I1aCHOCTU U TEXHUKU OE€3011aCHOCTH;

— BEJICHHE JOKYMEHTalluu, [PEIyCMOTPEHHOH  JEHCTBYIOUIMMHU  HOPMAaTHBHO-IPABOBBIMU
JIOKyMEHTaMH;

— TIPEeNOCTaBJICHUE B YCTAHOBICHHOM IMOPSIKE JOCTOBEPHOHN CTaTUCTUYECKON W MHOW MH(pOpMAIHH
0 JeSITEJIbHOCTH apXUBa;

— TOTOBHOCTh apXHBa K pabOTe B YCIOBUAX UPE3BBIYAWHBIX CUTYaLlUH.

6.2. OTBETCTBEHHBIE 32 BEJCHHE JIEIONPOU3BOJICTBA, IIOJTOTOBKY U MPEACTABIECHUE JOKYMEHTOB Ha
XpaHeHHE B apxXuB, HA3HAYAIOTCS TUPEKTOPOM OpraHM3allid, OCYLIECTBISIONIEH 00pa30BaTENbHYIO
NeSITENbHOCTbD.

6.3. KoHTposb NEATENBHOCTH apXHWBa OCYILECTBISET AMPEKTOP OPTraHU3ALMH, OCYHIECTBIISIOIIEH
00pa3oBaTeNbHYIO NEATETbHOCTb.

7. KoMIuiekToBaHue apxuBa

7.1. TloarotoBka MOKYMEHTOB K Tiepeqadye B apXuB 00pa3oBaTeNbHOW OpraHU3allid BKIIOYAET
AKCIEPTU3Y HAYYHOH U MPAKTUYECKON IIEHHOCTH IOKYMEHTOB, 0(hOpMIIEHHUE JIENI, COCTABIICHHE OTIHCH.

7.2. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. DxcrniepTU3a 1EHHOCTH JTOKYMEHTOB — ONpeJIeJIeHHuEe IIEHHOCTH JIOKYMEHTOB C II€JIbI0 0TOOpa
WX Ha XpaHEHHWE U YCTAHOBJIEHHE CPOKOB XpaHEHHUS. OKCIEpPTU3y IIEHHOCTH JOKYMEHTOB B
00pa3oBaTeNbHON OPTaHU3AIMH OCYIIECTBIISIET IIOCTOSHHO ACUCTBYIOMIAs SKCIIEPTHAS KOMUCCHS.

7.2.2. DkcnepTHas KOMHCCUSI Ha3Ha4aeTcsl MPUKAa30M TUpPEKTopa MKoJbl. B cocraB DkcnepTHON
KOMHCCHUHU BKJIIOYAIOT HE MEHEe TpeX COTPYJHHKOB, B TOM 4YHCIE B 00S3aTENbHOM MOpPSAKE JHIIO,
OTBETCTBEHHOE 3a BEJCHHE apXWBa IIKOJBI, U JUPEKTOP MYHHUIIUIIAIHLHOTO apXuBa (10 COTIACOBAHUIO).
CekperapeM DKCIEPTHON KOMHCCUU Ha3HAYalOT ceKpeTapsi 00pa30BaTebHONW OpraHu3aluu. DKCIepTHas
KOMHCCHSI Ha 3acelaHusAX pacCMaTPUBACT: HOMEHKJIATYpY [eJI IIKOJBI, OIHCH JIel MOCTOSTHHOTO
XpaHEHUs U 10 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIJCNIIEMbIE K YHUUTOKECHHUIO.

7.3. Odopmiienne nen



7.3.1. [lena moCTOSSHHOT'O XpaHEHHUsI OIINBAIOTCS B TBEPAYIO O0JIOKKY CYpOBBIMU HUTKaMH. JINCTHI
HYMEPYIOTCSl B IIPABOM BEPXHEM YIJy MPOCThIM KapaHjamoM. KoanuecTBo JMCTOB B KaXAOM J€Je He
JOJDKHO IpeBbIIath 250. B KoHIIE fes1a Ha OTAEIBHOM JIMCTE COCTAaBIISIETCS 3aBEpPUTEIbHAS HAIITUCH.

7.3.2. Ha o00Onoxke el NOCTOSHHOTO XpaHEHUs JOJDKHBI OBITh IPOCTAaBIEHBl CIIEAYIOIINE
PEKBU3UTHL: TOJHOE HAMMEHOBAHME BBIIIECTOSIICH OpraHM3allii, HaWMMEHOBaHUE O0pa3oBaTeIbHOMN
OpraHu3anuu, HoMep (MHJIEKC) Jejla M0 HOMEHKJIAType, 3arojoBOK Jeja, KOJIWYECTBO JIMCTOB, CPOK
XpaHEHHUS WM OTMETKA «XPAHUTh MIOCTOSTHHOY», HOMEp (hOH[IA, OTIHCH, JIea.

7.3.3. Ilo OKOHYAaHUU JEIONPOU3BOJCTBEHHOIO rojila B 0OpPMIICHHBIE OOJIOXKKHU 1€l IOCTOSHHOIO
XpaHEHUsI BHOCSTCS HEOOXOIUMBIE YTOUHEHHs: B 3arojIOBKH JIEJ, COJCPIKAILINX PpacIoOpsIUuTeIbHbIE
JOKYMEHTHI (IIPHUKa3bl, IPOTOKOJIbI), BHOCSATCS HOMEpPA; €CIIH JIEJIO C NEPENNUCKON COCTOUT U3 HECKOJIBKUX
TOMOB, B K&XJJOM TOME YKa3bIBa€TCsl KOPPECIIOH/IEHT, aBTOp, TEPPUTOpUs, JpyrUe NaHHble. B kaxaom
TOME YKa3bIBaeTcs JaTa (4YUCllo, MecAl, IOA) Haydaja M OKOHYAHMs JAHHOIO TOMa. TOYHBIE JaThbl
MIPOCTABIISIOTCS HAa 0OJOXKKaX JUIst OBICTPOro MOMCKA JOKYMEHTOB B MOCJEIYIOIIEM; U3 3aBEPUTEIBHOM
Ha/IIMCH Ha 00JIOXKKY JleJ1a BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIETI€.

7.3.4. Hamnucu Ha O0O0JIOKKAax JeNl IOCTOSHHOTO U JIOJITOBPEMEHHOTO XpAHEHHUs CIenyeT
IIPOU3BOIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMHU.

7.3.5. Jns ydera KOJMYECTBA JIMCTOB B Jelie W (UKCAIMM OCOOCHHOCTEH WX HyMEpaluu Ha
OT/EJIbHOM JIUCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAJIIHCh.

7.3.6. B 3aBepuTEeIbHOIN HAINUCH YKA3bIBAETCS KOJIMYECTBO JIUCTOB (LIM(PpaMH U MPOMUCKHIO) B JIEI€.
3aBepuTenbHAs HAANUCh TOJMMCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro JOKHOCTH M JaThl
COCTaBJICHMS.

7.3.7. BHYTpeHHss OMMCh COCTABISETCA K JieJlaM OCTOSIHHOTO U J10JIrOBpeMeHHoro (cBeie 10 jer)
CpOKa XpaHeHHs, C(HOPMHPOBAHHBIM IO PA3HOBUAHOCTSIM JOKYMEHTOB, 3aroJOBKH KOTOPBIX He
PacKpbIBalOT KOHKPETHOE COJIEpKaHUE TIOKYMEHTOB (0c000 LIEHHbIE, TUYHbIE JIeNa U JIp.).

7.4. Onrcanue 10KyMEHTOB [TOCTOSIHHOTO CPOKa XpaHEHUs

7.4.1. OnucH coCcTaBISAIOTCS pa3ielbHO Ha Jieja MOCTOSHHOI'O XPaHEeHUs 110 OCHOBHOM J€ATeIbHOCTH
U Ha Jiena 110 JINYHOMY COCTaBYy.

7.4.2. Onucu coCTaBISIOTCA JETOIPOU3BOIUTEIIEM.

7.4.3. Onuch BeseTcs B €IMHOM BAJIOBOM HyMepalliy B TEUEHNE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPAaHEHHUSI COCTABIIAETCS aKT 00 YHUUTOXKEHUH.

7.4.5. Ilo OKOHYaHMM JI€JONPOU3BOJICTBEHHOI0 To0Aa B 0OOpa3oBaTEeIbHOM OpraHu3alyu
MPOU3BOIUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CPOKAa XpaHEHMs AJIS BKJIIOYEHMS MX B omuch. Omuch
COCTOMT U3 TOAOBBIX PAa3/eioB, BHYTPU rojia Jieja pacloiararTcs M0 CTENEeHH 3HAYMMOCTH C YYETOM
HOMUHAJIBHOTO MPUHIUIMA (B COOTBETCTBUM C HOMEHKJIATYpOoil 00pa3oBaTeNbHOM OpraHu3alium).

7.4.6. OnMCH COCTABJISIFOTCS Pa3/iebHO Ha JeJia MOCTOSTHHOTO XPaHEHUS IO OCHOBHOM JIEATETbHOCTH
U Ha JieJia 110 JJUYHOMY COCTaBY.

7.4.7. OniicH COCTaBIIAIOTCS CEKPETAPEM.

7.5. Jlena BpEMEHHOT0 XpaHeHHs 0(OPMIISIOTCS YIPOILIEHHO: OHU HE MOALIMBAIOTCS, JIUCTHI B HUX HE
HYMEpYIOTCsSl, YTOUHEHHE Ha O0O0JI0O)KKaxX HE IMPOM3BOAUTCS, OMHCH Ha Jeja HE COCTaBISIOTCS, YYET
BEJIETCS 10 HOMEHKIIAType Jell.

8. Yci0Busi XxpaHeHHs1 JOKYMEHTOB apXHBA IIKOJIbI

8.1. JlokyMeHTBI apX1Ba XpaHATCS B apXUBOXPaHWIHILE 00111€00pa30BaTEILHOM OpraHU3aIUH.

8.2. He nonmyckaercs pa3MelIeHNE apXHUBa B MOJABAJIBHBIX U Y€PAaYHbIX IIOMEIICHUSX IIKOJIBL.

8.3. ApXuBOXpaHWIHIIE JOJKHO OBITh YAaJ€HO OT JIaOOpaTOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIICHUH U HE UMEeTh OOILIMX C HUMH BEHTHJILMOHHBIX KaHAJIOB. APXHWBOXPAHUJIHMILE OTAEISIETCS OT
COCEJTHUX MOMEIIEHNH HECTOPAEMbIMHU CTEHAMU U MIEPEKPBHITUSIMH C MIpe/ieJlaMi OTHECTOMKOCTH HE MEHee
IBYX 4acoB. B apXumBoxpaHWIMIe He JIONMycKaeTcs MPOKIagKka TpyO BOAOCHAOXKEHHsS M KaHaJIM3alluu,
TEXHOJIOTUYECKHE WU OBITOBBIE BHIBOIBI BOJIBI.

8.4. ApXMBOXpaHWIHILIE JOJDKHO HMETh €CTECTBEHHYI0 MWJIM MCKYCCTBEHHYIO BEHTHWJIALHUIO,
00ecneurBaoIly0 PEHUPKYIIALNIO BO31yXa, CTAOUIBHOCTh TEMIIEPATyPHO-BIaXXHOCTHOTO peXUMa.



8.5. Bce mocrymaroniye B apXuB 0Opa30BaTEeNbHOW OpraHU3alMM JOKYMEHTHI pPa3MEIIAloTCs B
apXUMBOXPAHWIMIIAX HA CTAllMOHAPHBIX W/WIM TEpeABM)KHBIX METaNIMYECKUX CTeiaxax, B
METAJUIMYECKHX IIKadax nin KOHTeHHEepax.

8.6. Cremnaxu JOHKHBI OBITh YCTAHOBJICHBI IEPIICHIUKYISIPHO CTEHAM C OKOHHBIMU IMPOEMaMH, a B
MoMeIIeHuu 0e3 OKOH - C y4eToM OcOoOeHHOCTeW moMmeleHuss u obopyaoBanus. He momyckaercs
pa3MelieHne CTeNIaXel BINIOTHYIO K HapYKHBIM CTEHAM 3/1aHUs U K UCTOYHHUKAM Teria.

8.7. PaccraHoBka cremmaxkedl W MmKaQoB OCYIIECTBISETCS B COOTBETCTBHH CO CIEAYIONUMU
TpeOOBaAHUSMU:

— pacCTOSIHME MEXY psiIaMH cTeliaxkel (riaBHbIN npoxo) — He Menee 120 cM;

— paccrosiHHe (IIPOXOJ) MEXAY CTeJUIaKaMu — He MeHee 75 cM;

— paccTOsIHME MEXIy Hapy>KHOM CTEHOM 3/1aHus U CTeJIaXKaMH, MapajyieIbHbIMU CTEHE — HE MEHee

75 cm;

—  pacCTOSIHHE MEXIYy CTCHOH M TOPIIOM CTelutaxka i mkada (00xom) — He MeHee 45 cMm;

— pacCTOSIHHE MEXITy TOJIOM M HIDKHEH TOJKO# creiuraxa (mkada) — He MeHee 15 ¢M, B IOKOJIBHBIX

sTakax — He MeHee 30 cm.

8.8. [IpoTHBOMOXapHBIN PEKUM B 3/IaHUSX, IJI€ pa3MelIaeTcs apXUB IIKOJbI, U B apXUBOXPAHMINIIAX
yCTaHaBIMBAETCA B cOOTBETCTBMM ¢ [IpaBuiamMu nporuBonoxapHoro pexuma B Pocculickoit @enepanuun
ot 16 centsi6ps 2020 roga Nel1479.

8.9. ApXUBHBIE IOKYMEHTHI CIIEyET XpaHUTb B TEMHOTE.

8.10. 3amuTa JOKyMEHTOB OT JCHCTBHS CBETa 00ECIeYNBACTCs XpaHEHUEM JOKYMEHTOB B KOpOOKax,
MankKax | rneperierax, B mkadax Wik Ha CTeJJIaXKax 3aKpbITOro THUIA.

8.11. EcTtecTBeHHOE OCBEIIEHHUE B apXUBOXPAHWIMILE AOMYCKAETCS MPU YCIOBUU NMPUMEHEHHUS Ha
OKHax CBETOpPACCEUBATENIC, PEryasiTOPOB CBETOBOIO IMOTOKa (CHENUAIbHBIX CTEKOJ), 3alIUTHBIX
(GUIBTPOB U MOKPBITUH, JKATIO3H.

8.12. JInst MCKyCCTBEHHOTO OCBEIICHHS IPUMEHSFOTCS JIAMITBl HAaKaJIMBAHUS B 3aKPBITHIX IIadoHax ¢
TJIaJIKOH MOBEPXHOCTHIO.

8.13. B apxuBoxpaHWIuIE JJi1 XpaHEHUS JOKYMEHTOB YCTAHABIMBAIOTCS CIEAYIOIIME NapaMeTphl
TEMIIEPATYPHO-BIAXKHOCTHOTO PeXKUMa:

— JUIsl XpaHEeHHs] JOKYMEHTOB Ha OyMakHOM Hocutene — Temreparypa 17-19°C, oTHocutenbHas

BJIQXKHOCTH Bo3ayxa — 50-55%.

8.14. TlomemeHnus apxuBa 00pa30BaTEIbHOW OpPraHM3AIMKM JOJKHBI COAEPKAThCS B YHCTOTE, B

YCIIOBUSX, HCKITFOUYAIOLINX BO3MOKHOCTh MOSIBJICHUS IJIECEHU, HACEKOMBIX, ITBbUIH.

9. 3ak/II0YUTEIbHbIE MOJT0KEHUS

9.1. Hacrosimiee [lonoxenne 006 apxuBe SBISETCS JIOKaTbHBIM HOPMATUBHBIM aKTOM, PUHUMAETCS
Ha OOmem coOpaHuu paOOTHUKOB LIKOJIBI U yTBepkJaaeTcs: (MO0 BBOJOUTCS B JAEWCTBHE) NMPUKA30M
IUpeKTopa 001eo0pa3zoBaTebHON OpraHu3alny.

9.2. Bce u3MeHeHMS U JIONOJHEHUS, BHOCMMBbIE B Hactosiee I[lonoxxeHue, opopmisioTcs B
MUCBEMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeNbCTBOM Poccuiickoit denepanuu.

9.3. ITonoxenue o0 apxuBe 0011€00pa30BaTEIILHON OPraHU3aIlUU TPUHUMAETCSI Ha HEOTIPeIeTIeHHbII
cpok. M3menenuss m gononHeHus Kk [lonoxkeHuto mpUHUMAOTCA B MOPAJIKE, MPEeIycMOTpeHHOM 11.9.1.
Hacrosuero [lonoxenus.

9.4. Tlocne npunstus [lonoxxenus (WM U3MEHEHUN U JOTIOJIHEHUH OTJENbHBIX MTYHKTOB U Pa3/IeoB)
B HOBOM PENaKIIMU MPEAbIAYIIAs PEIAKIMsI aBTOMAaTUUECKH YTPAUUBAET CHITY.



