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(mporokoi ot 15.06.2023 Ne 54) npuka3 oT 20.06.2023 Ne

IoJio:xxeHue 00 apxuse

1. O0mue moJ10keHus1
1.1. Hacrosimee Ilonoxkenne paspaboraHo Ha OCHOBaHUU [IprMepHOTo MOIOKEHUS
00 apxuBe OpraHu3aliM, YTBEPXKACHHOTO mnpukazoM @DenepalbHOTO apXHWBHOIO
arenTtctBa No 42 ot 11 ampens 2018 roma, B coorBercTtBuM ¢ DenepanbHbIM
3akoHOM No 273-®3 ot 29.12.2012 roma «O06 oOpa3zoBanuu B Poccuiickoi
®epnepanun» ¢ uameHenussmu ot 24 mapra 2021 rona, Ilpukazom MUHKYIBTYpBI
Poccum ot 31.03.2015 Ne 526 "OO6 yTBepKIeHUU MpaBUJl OpraHU3alUUd XpaHEHUS,
KOMILJIEKTOBAHUSI, y4€Ta M HCIOJIb30BaHUA JOKYMEHTOB ApXUBHOro (QoHaa
Poccuiickon @enepauuu M IpyrUX APXMBHBIX JOKYMEHTOB B  OpraHax
roCyJapCTBEHHOW BJIACTH, OPTaHAX MECTHOTO CAMOYIPABJICHHS U OpraHU3aiusx",
VYcraBom 00111€00pa30BaTeIbHON OpraHU3aIuy.
1.2. Jamnoe llomoxeHne  omnpenenser  CcoCTaB  JIOKYMEHTOB  apXuBa
o011e00pa3oBaTeNbHONM OpraHu3alil U YCJIOBUS MX XpaHEHUs, yCTaHaBIMBAET
3a/layd, Ha3Ha4YeHWe W (QYHKIWUUA IIKOJBHOTO apXuBa, PErJIaMeHTUPYET
JEATEIbHOCTh JIMIA, OTBETCTBEHHOIO 32 BEJCHHE apxuBa B OpraHu3allui,
OCYILIECTBIISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTb.
1.3. B cBoeil nedarenbHOCTH apXuB pyKoBojicTByeTcs: DenepanbHbIM 3aKOHOM No
125-®3 ot 22.10.2004 «O6 apxuBHOM xene B Poccuiickoit Denepamum» c
m3MeHeHussiMu Ha 11 wrons 2021 roga, HOpPMATHBHBIMM IIPABOBBIMH aKTaMU
Poccuiickoit ®@enepanuu, cyobekra Poccuiickoit @enepanuu B chepe apXHUBHOTO
Jena WU JEJNONpPOU3BOJACTBA, JOKaJbHBIMA  HOPMaTUBHBIMU aKTamMu
00111e00pa30BaTeIbHON OpraHU3aINH.



1.4. JIOKyMEHTBI OpraHu3aluy, OCYIIECTBIISIIOLIECH 00pa3oBaTenbHYIO
JIeSITEIbHOCTh, HMEIOIIME HCTOPUYECKOE, KYJIbTYpHOE, HAy4YHOE, COIHUAIBHOE,
SKOHOMHUYECKOE M TOJIMTUYECKOE 3HAYEHUE, COCTABIAIOT TOCY/IAPCTBEHHYIO YacCTh
ApxuBHoro (¢onma Poccuiickoit ®Deneparuu, SBISIOTCI  COOCTBEHHOCTHIO
rocy/1apCTBa M TMOJMJICKAT MOCTOSHHOMY XPAaHEHHUIO B TOCYJapCTBEHHBIX apXuBax
Poccuiickon ®denepanuu. 1o nepegadyd Ha TOCYHAapCTBEHHOE XPAHEHHUE [IAHHBIC
JIOKYMEHTBI BPEMEHHO XPaHATCS B 00111e00pa3oBaTeIbHON OpraHu3aIliu.

1.5. B mxkome ams XpaHeHUS AOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit
@denepalui U 3aKOHUYCHHBIX JEJIOMPOU3BOACTBOM JOKYMEHTOB HPAKTUYECKOTO
Ha3HAYEHUs, UX OTOOpa, yyeTa, MCIOJIb30BAHWS M MOATOTOBKM K Tepeaaye Ha
roCyJIapCTBEHHOE XPAaHEHUE CO3AETCS apXUB.

1.6. ApxuB co3maercs KaK CaMOCTOSATEIBHOE TIOJpa3/eiCHUE, BO3IJIABIIIEMOC
JIUIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXUBa COMVIACHO MPUKA3Y JTUPEKTOPA IIKOJIBI.
1.7. Opranuzanus, OCYIIECTBIAIOMIAsS  00pa30BaTENIbHYI0  JEATEIbHOCTD,
oOecreuynBaeT apXuB HEOOXOIUMBIM TTOMEIIIEHUEM, 000PYI0BAaHUEM U KaJIPaMHU.

1.8. O6meoOpazoBaTenbHas OpraHu3alus 00ecreuyrnBacT COXpPaHHOCTb, YUET, 0TOOD,
YIOPSAIOYEHUE M UCIOJIb30BaHUE JOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoi
denepanuu, 00pa3yIMXCca B €ro jaesTenbHocTu. O6ecreuynBaeT CBOCBPEMEHHYIO
nepegavyy 3TUX JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHUE.

1.9. Bce pabothl, CBsi3aHHBIE C MOJATOTOBKOW, TPAaHCHOPTUPOBKON W Tmepemaueit
apXMUBHBIX IOKYMEHTOB, MPOU3BOASTCSA CUJIAMH U 33 CUET IIKOJIBI.

1.10. 3a yTpary u mopuy J0KyMeHTOB ApxuBHOTO (oHaa Poccuiickoii Deneparyu
JTOJDKHOCTHBIC — JIMIIA ~ OpPraHW3alliM,  OCYIIECTBIISIIONIEH  00Opa3oBaTEILHYIO
NEATEeIbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBHUM C JCHUCTBYIOIIUM
3aKOHOAATEIHCTBOM.

1.11. [lIxonbHBIN apxuB pabOTAET COIIACHO IUJIaHY, YTBEPKIaeMOMY IUPEKTOPOM
o01reo0pazoBaTeNbHON OpraHu3alliy, U OTYUTHIBAETCS TIEPE HUM B CBOEH padoTe.
1.12. KoHTposib AESITENBHOCTH apXWBa OCYIIECTBISAECT AUPEKTOP OpraHU3aIluH,
OCYIIECTBIISIONIEH 00pa30BaTENbHYIO ACSTEIHHOCTD.

2. CocTaB 1OKYMEHTOB apXuBa
2.1. B IKOJIbHBIN apXUB IMOCTYMIAIOT:

* 3aKOHYCHHBIC JICIONPOU3BOJCTBOM IIKOJBI JOKYMEHTBHI IOCTOSSHHOTO
XpaHeHus, 00pa30BaBIINECS B ICSITEILHOCTH CTPYKTYPHBIX MOApPA3IEICHUN,
JIOKYMEHTBI BpeMeHHOT0 (cBbIme 10 jeT) cpoka XpaHeHHs, HEOOXOIUMbIC B
MPaKTUYECKOMN JAeATEeIbHOCTH, JOKYMEHTHI 10 KaJipaM U 00y4JaroIuMcs;

* JIOKYMEHTBI TIOCTOSIHHOTO XpaHEHUs W 1O JIMYHOMY COCTaBy OpraHu3aIuii-
pEAIICCTBEHHUKOB;

* JguuHble (OHILI BEAYIIMX PAOOTHUKOB OPTaHMU3aIlMM, OCYIICCTBIISIOIICH
00pa3oBaTenbHYIO A TEIHHOCTD, TOCTYIUBIINE B aPXUB;

* CchykeOHBbIE ¥ BEJIOMCTBCHHBIC U3/IaHMUS,

* COPaBOYHO-TIOMCKOBBIE CPEACTBA K JIOKYMEHTAM M YYETHbBIE JOKYMEHTHI
ApxuBa opraHu3aIm, OCyIIeCTBISIONIEH 00pa30BaTEIbHYIO IS TEIBHOCTb.

2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXWMBe OOpa30BATEIBHOW OpraHU3AINH
OMPENICNAIOTCA COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHON HOMEHKIIATYPE JE.




3. 3agaum apxuBa
3.1. OCHOBHBIMY 33J1a4aMH apXUBA ABJISIOTCS:
3.1.1. OpraHuzauus XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX IPEAyCMOTPEH
pasnenom 2 HacTosiero [lonoxeHus.
3.1.2. KommiekToBaHWE  apxuBa  JOKyMEHTaMHu,  oOpa3oBaBIIMMHUCA B
NeSATEIbHOCTH OpraHU3aluy, OCYIECTBISIIOIIEH 00pa30BaTENbHYIO ACSITEIBHOCTD.
3.13. VYuer, ob0ecrnieueHHe COXpPaHHOCTH, CO3/JaHHE HAYYHO-CIPABOYHOTO
anmnapara.
3.1.4. Hcnonbs3oBaHUs JOKYMEHTOB, HAXOASAIIMXCSA HA XPAHEHUH B APXUBE IIKOJIBI.
3.1.5. TloaroroBka u CBOEBpEeMEHHas Mepenadya JOKYMEHTOB ApXUBHOTO (oHIa
Poccniickon @exepanuu  Ha IOCTOSHHOE XPAaHEHWE B  TOCYAApCTBEHHBIN
(MyHULIMITAJIBHBIN ) apXUB.
3.1.6. Metoauyeckoe pYKOBOJICTBO U KOHTPOJdb 3a (OPMHPOBAHUEM W
oopMiIeHHEM JIe] B I€TONPOU3BOJICTBE IIKOJIbl U CBOEBPEMEHHON Iepeaauen ux
B apXUB 00pa30BaTEIbHON OpraHu3alyH.

4. ODyHKIUN apXUBa
B COOTBETCTBUH € BO3JIOKCHHBIMH 33/1a4aMH apXUB OCYUIECTBISAET CJIEAYIOUNINE
dynkIMM:
4.1. Opranusyer npueM JOKYMEHTOB MOCTOSIHHOTO M BpeMeHHbIX (cBbile 10 ser)
CPOKOB XpaHEHHs, B TOM YHCIIE€ MO KaJpaM M oOydaromuMmcs, o0pa3oBaBIINXCS B
NEATEIbHOCTHU IIKOJIbI, B COOTBETCTBUU C YTBEPKIAECHHBIM IPaPUKOM.
4.2. ObecrnieunBaeT COXPAaHHOCTh W BEAET YyYeT JOKyMEHTOB U (OHJOB,
HaXOSAIIUXCS HA XpaHEHUH B apXHBe 00111€00pa30BaTeIbHOM OpraHu3alkH.
4.3. TlpencraBisieT B TOCYAApCTBEHHBIN (MYHHUIIMIIANBHBIN) apXWB Yy4YeTHBIC
cBeZieHUs 00 o0ObeME M COCTaBE XPAHAIIMXCS B apXMBE WIKOJBI JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit deaeparniuu U Ipyrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBHHM C MOPSAKOM TOCYJAPCTBEHHOTO y4eTa JOKYMEHTOB ApPXUBHOIO
donaa Poccuiickoit ®eneparum.
4.4. CucremaTtu3upyeT U pa3zMmeniaeT JOKYMEHThI, NOCTYyHalIIMe Ha XpaHEHHE B
IIKOJIbHBI apXuB, OOpa30BaBLIMECS B XOJE OCYILIECTBICHUSA JEATEIbHOCTH
OpraHu3aliy, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO e TEIbHOCTD.
4.5. PazpabatbiBaeT rpauku NpeacTaBiICHUS ONMKUCEN Ha paCCMOTPEHHUE IKCIIEPTHO-
MPOBEPOYHON KOMHUCCHMM M Tepellayd JOKyMEHTOB ApxuBHOro Qonma PO Ha
XpaHEeHUe B rOCYIapCTBEHHBIN (MYHUIIUNIATIbHBIN) apXUB.
4.6. OcylIecTBISIET MOATOTOBKY W IPEACTABJISIET:

* Ha PacCMOTPEHHE M COIJIACOBAaHUE IKCIEPTHOM KOMUCCHM IIKOJbI OMUCU
7€l TOCTOSSHHOTO XpaHEeHWs, BpeMeHHbIX (cBbime 10 1eT) cpokoB
XpaHEeHUs, B TOM YHCJE IO KaapaM W OOYyYaloImHMMCs, a TaKXKe aKThl O
BBIJICJIEHUM K YHHUUYTOXXEHUIO apXMBHBIX JOKYMEHTOB, HE MOJIJIEKAIINX
XpaHEeHHI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPaBUMBIX
MOBPEXKACHUSAX apXUBHBIX TOKYMEHTOB;

* Ha YTBEPXKJIECHHE IKCIEPTHO-MPOBEPOYHON KOMHMCCHUHU YIOJIHOMOYEHHOIO
opraHa UCIOJHUTENbHON BiacTu cyObekta Poccuiickoit ®enepanuu B




cthepe apxuBHOro aena (nanee - DK apxuBHOTO yupeKaeHUs) ONTUCH eI
INOCTOSIHHOTO XPaHEHMUS;

* Ha cornacoBanue OIIK apxuBHOro yupexaeHus cyOwbekta Poccuiickoi
Oenepanuu  (MyHUIIMIATBHOTO apXuBa), B CiIy4ae HaJCJICHUS €ro
COOTBETCTBYIOIIMUMU MMOJHOMOYHUSIMU, OITUCH AEN MO JINYHOMY COCTaBY;

* Ha cornacoBanue OIIK apxuBHOro yupexienus cyobexta Poccuiickoit
Oepepanuu  (MyHUIIMIATBHOTO apXuBa), B CiIy4yae HaJCJICHUS €ro
COOTBETCTBYIOIIMMH MOJTHOMOYHUSAMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl
0 HEMCIPaBUMBIX OBPEXKACHUSAX apXUBHBIX TOKYMEHTOB;

* Ha yTBEPXKAECHUE AUPEKTOPY IIKOJIbI OMUCH 1€ MOCTOSHHOTO XPaHEHHS,
ONUCH BpeMEHHBIX (CBbImIE 10 JIET) CPOKOB XpaHEHUS, B TOM YUCIIE OMUCH
Jed Mo KajapaM M 0O0y4aroIMMCsl, aKThl O BBIICICHUH K YHUUYTOXXEHUIO
apXMBHBIX JOKYMEHTOB, HE MOJICKAIIUX XPAHEHUIO, aKThl 00 yTpare
JOKYMEHTOB, aKTbl O HEUCIPAaBUMBIX TMOBPEKICHUSAX aAPXUBHBIX
JOKYMEHTOB, YTBEPKICHHBIC (coryiacoBaHHBIE) OIIK U
rOCyJapCTBEHHBIM  apXuBoM  cyObekta  Poccuiickoit ~ ®enepanuu
(MyHUITUTIAJIBHBIM apXUBOM) B CJIy4ae HaJEJICHUS €r0 COOTBETCTBYIOIIUMU
OJITHOMOYUSIMH.

4.7. Opranuzyer mnepenady JIOKyMeHTOB ApxuBHoro ¢onna Poccuiickoi
®denepanii Ha TMOCTOSHHOE XPAaHEHHE B TOCY/IApCTBEHHBIM (MYyHUIIMMIATHHBIN)
apXuB.

4.8. OpraHusyeT W TPOBOJUT IKCHEPTHU3Y IEHHOCTH TOKYMEHTOB BPEMEHHBIX
(cBbimie 10 yeT) CpOKOB XpaHEHHMs], HAXOASIIMXCS HA XPAaHEHUU B apXHUBE LIKOJIbI B
Henasix OoTOOpa JIOKYMEHTOB ISl BKJIIOYEHHUS B cocTaB ApXMBHOro (oHaa
Poccuiickoit ®enepann, a TakXK€ BBIABICHUS HJOKYMEHTOB, HE MOJICKAIIUX
JaJIbHENIIEMY XPaHEHHUIO.

4.9. YyacTByeT B pabOTe IKCHEPTHON KOMHCCHH OpTaHU3aIiH, OCYIIECTBISIONMIEH
00pa30BaTeNbHYIO 1E€ATEIbHOCTb.

4.10. TIpoBoguT MepONPHUATHS 1O OOECIEUEHUI0 COXPAHHOCTU JIOKYMEHTOB,
HaxXOJSIIMXCS Ha XpPaHEHUM B aApPXUBE OpraHu3alud, OCYLIECTBIISIOLIEH
00pa30BaTeNbHYIO 1EATEIBHOCTb.

4.11. Opranusyer WHGOPMHUPOBAHUE ATMUHHUCTPANMU U PAOOTHUKOB IIKOJIBI O
COCTaBE€ M COJEpPKAHUM JOKYMEHTOB AapXMBA OPraHU3alMM, OCYIIECTBIISIOLIEH
00pa3oBaTEIbHYIO IS TEIHHOCTD.

4.12. UudopmupyeT moJib3oBaTeiael MO BOMNPOCAM MECTOHAXOXKIACHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranu3yeT Bblauy JOKYMEHTOB U JIeJ sl padOThl B YUUTEIHCKONU UM BO
BPEMEHHOE MOJIb30BaHUE.

4.14. UcnonHsieT 3ampochl OpraHu3aluidi U 3asBJICHUS T'paKJaH o0 yCTaHOBJICHUU
TPYJOBOTO CTaXa M JPYrMM BOIPOCaM COLMAIBHO-IIPABOBOIO XapakTepa, B
YCTaHOBJICHHOM IOPSIZIKE BBIIAET KOMUH JOKYMEHTOB M APXUBHBIE CIIPABKHU.

4.15. Bepmer yueT WUCHOJb30BaHUS JOKYMEHTOB apxuBa 00pa30BaTeNbHOI
OpraHu3aluu.

4.16. Co3pmaer ¢oHI TONB30BAHHUS apXHBa IIKOJIbl M OPraHU3YeT €ro
UCIIOJIb30BaHUE.



4.17. OcyuiecTBisieT BEAEHUE CIPABOYHO-TIOMCKOBBIX CPEJICTB K JIOKYMEHTam
HIKOJIBHOTO apxuBa. Co3AaeT, MOMOJHAET U COBEPIICHCTBYET HAyYHO-CIIPABOUYHBIN
anmapar K XpaHsSIMMCS B apXUBE JIeJlaM U JOKYMEHTAaM.

4.18. VYuacTtByeT B pa3paboTKe JAOKYMEHTOB OpTaHU3AIMH, OCYLIECTBISIONICH
o0pa3oBaTeNbHYI0  JEATEIbHOCTh, IO  BOIpOCaM  apXWUBHOTO  Jiela |
JIEJIOTPOU3BOICTBA.

4.19. Oka3bIBa€T METOJIMYECKYIO TOMOIIIb:

* ciyx0e Jenonpou3BOACTBA IIKOJBI B COCTAaBICHUM HOMEHKIIATYpHI e,
dbopmupoBanun u Oo(GOpMIIECHUH NN, KOHTPOJHMPYET TMPABHIHHOCTH
dbopmupoBanus 1 0GOPMIICHHUS TSN B ISTOMPOU3BOJICTBE;

* CTPYKTYPHBIM TIOAPA3JACICHUSIM W pPAOOTHUKAM IITKOJIBI B TIOJITOTOBKE
JOKYMEHTOB K Tieperade B apXWB OpraHU3aldd, OCYIIECTBISIOMICH
00pa3oBaTEIbHYIO JIEITEIHHOCTD.

4.20. YyacTByeT B MpPOBEACHUHM MEPONPUITHIA MO MOBBIIICHUIO KBaJTU(UKAIIUU
PabOTHUKOB apXWBa U CIYXKOBI JIEJIOMPOU3BOJICTBA 00pa30BaTEIILHON OpraHU3aIINH.

5. [IpaBa apxuBa
s 8b1nonHenUs 80310HCEHHBIX 3A0a4 U QYHKYUL TUYO, OMBEMCMBEHHOE 3d apXU8,
umeem npaso:
5.1. IlpencraBasiTh AUPEKTOPY OpraHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO
NEATEIIbHOCTh, MPEI0KEHUS IO COBEPIICHCTBOBAHUIO OpPraHU3alMU XPaHEHWS,
KOMIIJIEKTOBAHMS, y4€Ta W MCIIOJb30BaHUSl apXHMBHBIX JIOKYMEHTOB B apXHUBE
IITKOJIBI.
5.2. KoHTpommpoBaTh BBHIMOJHEHWE YCTAHOBJIEHHBIX TIpaBWI  pabOTHl  C
JOKYMEHTaMU B CTPYKTYPHBIX MOJpa3/IeICHUsIX OpraHu3aliu, OCYIIECTBISIONMICH
00pa3oBaTEIbHYIO JIESITEIHHOCTD.
5.3. 3ampamuBarth OT CTPYKTYPHBIX TOJpa3feieHuii U pabOTHUKOB MIKOJIBI
CBEJICHUS, HEOOXOUMBIE JJ1s1 paOOThI apXMBa, C YUETOM OOCCIICUCHHS BBITTOJTHEHHUSI
BCEX BO3JIO’KCHHBIX Ha apXMB 3a7a4 U (PyHKITHI.
5.4. JlaBatb pa3bsCHEHUS M PEKOMEHJAIMKM 1O BOMpPOCaM, BXOJISIIMM B
KOMIICTCHIIUIO ~apXWBa OpTraHU3allid, OCYIIECTBISIONMEH 00pa30BaTeIbHYIO
JEATEIIbHOCTb.
5.5. UadopmupoBaTh CTPYKTYpHBIE MOAPA3ACICHUS IMKOJIbI O HEOOXOIUMOCTH
nepeiadun IOKYMEHTOB B apXUB B COOTBETCTBHUM C YTBEPKJACHHBIM IrpaKOM.
5.6. IlpuHumaTh  y4yacTM€ B  3aCEJaHMSX  ODKCHEPTHOM  KOMHUCCHUU
0011e00pa3oBaTeIbHONM  OpraHu3alli, a TakXke B OAKCHEPTHO-MPOBEPOUYHOM
KOMHUCCUM yIOJHOMOYEHHOI'O OpraHa HCHOJHUTEILHOW BJIACTH CyOBEKTa
Poccuiickoit denepannu B chepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTH 32 PYHKIMOHUPOBAHHE APXMBA
6.1. HaznaueHHOe NpPUKA30M JAUPEKTOpA IIKOJIbI JIMIIO, OTBETCTBEHHOE 32 BEJICHHUE
apXyBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:
* BBINOJHEHHE BO3JIOKEHHBIX HA apXUB 337a4 U (PyHKUUN B COOTBETCTBHH C
JNENCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickon denepanny;
* OpraHm3aiuio paboThl apXuBa, CBOEBPEMEHHOE M KBAJIM(UIMPOBAHHOE




BBIIIOJTHEHHUE TMPUKA30B, PACIOPSIKEHUM, TOPYYEHUN  BBIIIECTOSIIETO
PYKOBOJICTBa, JICUCTBYIOIIMX HOPMATHUBHO-TIPABOBBIX AKTOB IO CBOEMY
poHUITIO NEATSIbHOCTH;

* pamMoHalbHOe W A3(QEKTUBHOE  HCMOJBb30BAaHHE  MaTEpPUAIIbHBIX,
(MHAHCOBBIX U KaJPOBBIX PECYPCOB;

* COCTOSHME TPYAOBOM M HCIOJHUTEIBbCKON JHUCIUIUIMHBI B apXHUBE,
BBHITIOJTHEHHE CBOUX (DYHKITMOHAJIBHBIX 003aHHOCTEH;

* coOmoIeHHE paBUI BHYTPEHHETO pacropsika, CaHUTAPHO-
MPOTUBOAMUJEMUYECKOTO pEKHUMa, NPOTUBOMOKAPHOU OE€30MaCHOCTU H
TEXHUKH 0€30IMaCHOCTH;

* BEJCHHUE JIOKYMEHTAIMU, MPETyCMOTPEHHON NEHCTBYIOIIMMU HOPMATHUBHO-
MPaBOBBIMU IOKYMEHTAMHU;

* MPEOCTaBJICHUE B YCTAHOBJICHHOM TMOPSJIKE TOCTOBEPHON CTAaTUCTUUYECKOU
¥ UHOHM MH(OpMaIMK O IeITSIPHOCTH apX1Ba;

* TOTOBHOCTb apXHuBa K paboTe B YCIOBUAX UPE3BbIUYAMHBIX CUTYyAIUH.

6.2. OTBeTCTBEHHBIE 3a BEJICHUE JCIONMPOU3BOACTBA, TOJATOTOBKY M MPEICTABICHUE
JIOKYMEHTOB Ha XpaHCHME B apXMB, HA3HAYAIOTCS JUPEKTOPOM OpraHU3allvu,
OCYIIECTRIISIIONICH 00pa30BaTeIbHYIO ACATEILHOCTD.
6.3. KoHTpoib HAEATEIBLHOCTH apXuBa OCYIIECTBISET JUPEKTOP OpraHU3allvH,
OCYIIECTRIISIIONICH 00pa30BaTEIbHYIO ACATEILHOCTD.

7. KommieKkroBaHue apxuBa
7.1. IloaroroBKa TOKYMEHTOB K MEpeaaye B apXuB 00pa3oBaTEIbHOW OpraHU3aAlNU
BKJIFOYAET JKCIEPTU3y HAy4YHOM M MPaKTUYECKOM IIEHHOCTU JIOKYMEHTOB,
oopMIIEHHE /1], COCTABIIEHUE OMUCH.
7.2. DKcrepTr3a NEHHOCTH JOKYMEHTOB.
7.2.1. Dxcnepmusa yennocmu 0OKyMeHmos — ONPEICIICHUE IIEHHOCTH JIOKYMEHTOB
C 1IeJIbI0 0TOOpa MX Ha XpaHEHHE M YCTAaHOBJIEHUE CPOKOB XpaHEHUS. DKCIEPTHU3Y
LEHHOCTU JOKYMEHTOB B 00pa30BaTENIbHOM OpraHU3alluy OCYILECTBISET HOCTOSIHHO
JNENCTBYIOLIAs HKCIIEPTHAsT KOMHUCCHSI.
7.2.2. Dxcnepmuas komuccus Ha3HavyaeTcs MPUKa30M AUPEKTOpa IIKOJbl. B cocTas
OKCHEpTHOM KOMHCCHM BKJIIOYAIOT HE MEHEE TPEX COTPYAHHMKOB, B TOM YHCIIE B
00s13aTeIbHOM TOPSAKE JIMIO, OTBETCTBEHHOE 3a BEJICHHE apXuBa LIKOJIbI, W
JUPEKTOp MyHUIIMTNIATBHOTO apxuBa (Mo corjacoBaHuio). CekperapeM DKCHEpTHON
KOMHUCCHUM Ha3HAYalOT CeKpeTaps 00pa30BaTelIbHOW OpraHu3alMHh. ODKCIepTHas
KOMHUCCHS Ha 3acCeaHMsIX paccMaTpUBAET: HOMEHKIIATYPY [ IIKOJbI, ONMUCH JIeT
MOCTOSIHHOT'O XPAHEHUs U 110 JIMYHOMY COCTaBY, aKThl HA JIOKYMEHTBI, BbIIEIIsI€MbIe
K YHUUTOXKEHUIO.
7.3. Odopmiienue aen
7.3.1. [lenia MOCTOSIHHOTO XPAHEHHUs MOJIIMBAIOTCS B TBEPIYIO 00JI0KKY CYpPOBBIMHU
HUTKaMH. JIMCTBI HyMEpyOTCS B MPAaBOM BEPXHEM YTy MPOCTBIM KapaHAAIIOM.
KonruecTBo TUCTOB B KaXI0M Jielie HE JTOJKHO mpeBbimath 250. B koHIe Aena Ha
OTJIEJIbHOM JIUCTE COCTABJISIETCS 3aBEPUTENbHAS HAAIKCH.
7.3.2. Ha 00Onoxke neia MOCTOSHHOIO XPAaHEHUS JOJDKHBI OBbITh MPOCTABIICHBI
CIIEIYIOLIME PEKBU3UTHL: IIOJHOE€ HAMMEHOBAHUE BBILIECTOSAIIECH OpraHU3aluy,




HAaWMEHOBaHHWE O00pa30BaTEIBHOM OpraHW3alid, HOMEp (WHAEKC) JAela 1o
HOMEHKJIAType, 3aroJIOBOK JieJia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS HIJIM OTMETKA
«XpaHUTh MOCTOSIHHO», HOMEP (POH[a, ONUCH, Jea.

7.3.3. I1lo okOHYaHUH JEIOMPOU3BOACTBEHHOIO T'0J1a B 0(hOPMIICHHBIE O0JIO0XKKH JIeTT
MOCTOSIHHOTO XPAHEHHUs BHOCSTCS HEOOXOIMMBbIE YTOYHEHHUS: B 3arojIOBKH JIel,
CoJIep KallluX PaCIOPSIAUTENbHbIE JOKYMEHThI (MpPUKa3bl, MPOTOKOJbI), BHOCATCS
HOMEDPA; €CIIU JEJIO C MEPENUCKOW COCTOUT U3 HECKOJIBKMUX TOMOB, B KaXJIOM TOME
YKa3bIBaCTCS KOPPECIIOHCHT, aBTOP, TEPPUTOPHS, APYTHUE NaHHBIE. B KaxaoM ToMe
yKa3bpIBaeTCsa jJaTa (YMUCIIo, MECSI, TOJ) HadaJia W OKOHYAHUS JaHHOTO TOMaA.
TouHbIe AaTHI MPOCTABISIIOTCS HA OOJIOKKAX TSI OBICTPOTO MOUCKA JOKYMEHTOB B
MOCJICYIONIEM; €3 3aBEPUTEIBPHOM HAINMUCH Ha OOJIOXKKY Jeia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JICIIC.

7.3.4. Hagnucu Ha 0O0JOKKAX N7 TOCTOSHHOTO W JOJTOBPEMEHHOTO XPAaHCHHS
CJIEIyeT MPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

7.3.5. Jlng yyera KoJIM4YecTBa JIMCTOB B Jielie U (PUKcCAIUU OCOOCHHOCTEH HX
HyMEpaIluK Ha OT/ICJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJIITUCh.

7.3.6. B 3aBepuTenbHON HAIIMCU YKA3bIBAETCS KOJWYECTBO JIMCTOB (LM(ppamMu U
MPOIMUCHIO) B JieNie. 3aBepUTeNIbHAs HAAMKUCh MOJAMUCHIBAETCS COCTABUTEIIEM C
yKa3aHUEM €ro JOJKHOCTU U JaThl COCTaBICHUS.

7.3.7. BHyTpeHHsIsl OUCHh COCTABISIETCS K JIejaM MOCTOSIHHOTO U JIOJITOBPEMEHHOTO
(cBemme 10 ;met) cpoka XxpaHeHUS, CHOPMHPOBAHHBIM TIO PA3HOBUIHOCTIM
JIOKyMEHTOB, 3aroJIOBKM KOTOPBIX HE pPaCKpPBhIBAIOT KOHKPETHOE COCpIKaHUE
JIOKyMEHTOB (0Cc000 LIEHHBIE, TUYHBIE JeNa U Jp.).

7.4. Onucanue JOKYMEHTOB MMOCTOSIHHOTO CPOKa XPaHEHMUSL.

7.4.1. Onucu COCTaBISIOTCS pPa3delbHO Ha JieJa IOCTOSHHOTO XPaHEHUS 10
OCHOBHOU JICATEIHPHOCTH 1 Ha JIeJIa 10 IMYHOMY COCTaBYy.

7.4.2. Onucy COCTaBIIIOTCS I€IONPOU3BOIUTEIIEM.

7.4.3. Onuck BeneTcs B €AMHON BAJIOBOM HyMEpallud B TEUEHUE HECKOJIBKUX JIET.
7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUSI COCTABIISIETCS aKT 00 YHUUYTOXKEHUHU.
7.4.5. Tlo OKOHYaHWUM JIETOMPOU3BOJCTBEHHOTO TOJa B 00pa3oBaTEIbLHOM
OpraHu3aliuy MPOU3BOAUTCS OTOOP JOKYMEHTOB MOCTOSTHHOTO CPOKa XPaHCHUSI JIsI
BKJIFOUEHHS MX B ONMUCh. OMUCHh COCTOUT U3 TOJOBBIX PA3feiiOB, BHYTPH roja Jeina
pacrnoyiaraloTcs Mo CTETMEeHH 3HAYMMOCTH C YYE€TOM HOMHUHAJIBHOTO TpHHIMMIA (B
COOTBETCTBHM C HOMEHKJIaTypoi 00111e00pa3oBaTesbHON OpraHu3alun).

7.4.6. OnucH COCTaBIISIIOTCS Pa3[AEIbHO Ha JieJla MOCTOSHHOTO XPaHEHWS 10
OCHOBHOU JICATEIHPHOCTH W Ha JIeJIa 10 IMYHOMY COCTaBYy.

7.4.7. Onucu COCTaBISIIOTCSA CEKPETAPEM.

7.5. Jlena BpeMEHHOro XpaHeHus OQOPMIIAIOTCS YNPOIIEHHO: OHU HE
MOJIINBAIOTCS, JINCTBI B HUX HE HYMEPYIOTCS, YTOYHCHHE Ha OOJIOKKax HeE
MIPOU3BOJIMTCS, OMKUCH HA JieJa HE COCTAaBIISIOTCS, YUET BEIETCS MO0 HOMEHKIATYpE
Te.

8. YciioBusi XpaHeHMs1 IOKYMEHTOB apXuBa
8.1. JIOKyMeHThl apXuBa XpaHATCA B apXHUBOXpaHWIMILE 0OIIe00pa30BaTENbHOM
OpraHU3alHH.



8.2. He momyckaeTcsi pa3MelieHre apXuBa B MOJBATBHBIX U YePAAYHBIX TOMEIICHUSIX
IIKOJIBI.
8.3.  ApXUBOXpaHWIMIIE  JOJDKHO  OBITh  yJaJeHO  OT  JIaDOpaTOpPHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX IOMENICHUH W HE UMETh OOMUX C HUMHU
BEHTWISILIUOHHBIX KaHATOB. APXHUBOXPAHUIIUIIE OTMIETSETCS OT COCEHUX MOMEIIEHUMN
HECTOpPaeMbIMU CT€HAMH W TEPEKPBITUSIMU C TpejieslaMi OTHECTOMKOCTH HE MeHee
JIByX 4acoB. B apxuBoxpaHWiniie He JOMyCKAaeTCs MPOKIIaaKa TpyO BOAOCHAOKEHUS U
KaHAJIM3AIMH, TEXHOJIOTHYCCKUE WIIH OBITOBBIC BEIBOIBI BOJIBI.
8.4. ApXuWBOXpaHWIHUINE JOJDKHO WMETh €CTECTBEHHYIO WM HCKYCCTBEHHYIO
BCHTWIAIIUIO,  OOCCICUYMBAIONIYI0  PEIUPKYJISAIHAIO  BO3AyXa,  CTaOMIBHOCTH
TEMIEPATYPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mocrynaromme B apxuB 00pa3oBaTEIbHONM OpraHU3alMU JOKYMEHTHI
pa3MenaloTcsT B apXUBOXPAHWIMINAX HA CTAllMOHAPHBIX W/WIA TEPEIBUKHBIX
METaJUIMYECKUX CTEJUIaXaxX, B METANTMYECKUX IKadax WId KOHTeHHepax.
8.6. Cremnaku TOJDKHBI OBITh YCTAHOBJICHBI MEPIIEHIUKYIISIPHO CTEHaM C OKOHHBIMU
npoeMaMH, a B TOMEIICHHH 0€3 OKOH - C Y4eTOM OCOOCHHOCTEW MOMEIICHUS U
obopynoBanusi. He momyckaeTrcsi pa3MelieHHe CTeIUIaKeW BIUIOTHYIO K HapyKHBIM
CTEHaM 3[aHUs U K ICTOYHUKAM TEIIa.
8.7. PaccraHoBka creiaxkel M 1IKadoOB OCYIIECTBISETCS B COOTBETCTBHM CO
CJICIYIOUTUMU TPEOOBAHUSIMU:
*  pacCTOSIHUE MEXIY psAlaMH CTeJUIaKel (TJaBHbINA Mpoxoj) — He MeHee 120 cwMm;
* pacctosiHue (MPOX0/a) MEXKTY CTe/UIaKaMu — HE MeHee 75 cM;
* pAacCTOSHME MEXAY Hapy)KHOM  CTEHOM 3MaHus W CTEJUIaXaMH,
MapaJJICIIbHBIMU CTEHE — HE MEHEE 75 CM;
* pacCTOSIHME MEXJY CTCHOM W TOPIOM cTeiUiaxka wi 1mkada (00xoa) — He
MeHee 45 cM;
* PpacCTOSIHME MEXIy IMOJIOM W HUXKHEH MOJKoH crenaxa (mkada) — HE MeHee
15 cM, B IOKOJIBHBIX dTa)kax — He MeHee 30 cMm.
8.8. IIpoTHBOMOKAPHBIA PEXKUM B 3IaHMSAX, TIE PA3MEIIACTCS APXUB IIKOJIbI, U B
apXMBOXPAaHWIIMILAX  yCTAHABIMBAaeTCdI B  COOTBeTcTBMM ¢  lIpaBunmamu
MpoTUBOIIOkKapHOTO pexknma B Poccuiickoit deneparum ot 16 centsiops 2020 roxa
No1479.
8.9. ApxuBHbIE TOKYMEHTHI CJIETyeT XpaHUTh B TEMHOTE.
8.10. 3ammuTa JOKYMEHTOB OT JCHCTBUSI CBeTa OOECIEYMBACTCS XpPaHCHHEM
JIOKYMEHTOB B KOpOOKax, Mamkax M Ieperierax, B Ikadax WM Ha CTeula)Xax
3aKPBITOrO THUIIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEIICHHUS B KHUTOXPAHWINIIAX JTOJHKEH COCTaBIISATh
He MeHee 100 srokc.
8.12. B apXuBOXpaHUIUIIIE JUISl XPAaHEHUS IOKYMEHTOB YCTaHABIMUBAIOTCS CIACAYIOIIUE
apaMeTphl TEMIIEPATYPHO-BIAKHOCTHOTO PEXKUMA!
* IS XpaHEHUs JOKYMEHTOB Ha OyMa)KHOM Hocutene — Ttemmeparypa 17-19°C,
OTHOCHUTEJbHAS BIAXXHOCTH Bo3ayxa — 50-55%.
8.13. Tlomemienust apxuBa 00Opa30BATENbHOW OpraHU3alUU JOJKHBI COAEPIKATHCS B
YUCTOTE, B YCIOBUSIX, UCKITIOUAIOIIUX BO3MOKHOCTh MOSIBJICHUS TJIECEHU, HACEKOMBIX,
MBUTH.




9. 3aki0unTEIbHbIE MOJI0KEHUS
9.1. Hacrosimee IlonoxkeHue SBASETCS JOKAJIbHBIM HOPMATHUBHBIM  aKTOM,
npuHuMaeTcss Ha OO6mieM coOpaHud paOOTHUKOB IIKOJIBI U yTBepxKaaeTcs (JIudo
BBOJIUTCS B JIEUCTBHE) MPHUKA30M JUPEKTOpa OpraHu3alldd, OCYIIECTBIISIONIEH
00pa3oBaTeIbHYIO ACSITEIbHOCTb.
9.2. Bce wusMeHeHHMs M JIONOJIHEHUSA, BHOCHMMBbIE B Hactogmiee Ilonoxenue,
opopmiiroTcs B NUCBMEHHOM (opMe B  COOTBETCTBHHM  JICHCTBYIOIIMM
3aKoHoAaTenbCcTBOM Poccuiickon denepannn.
9.3. ITonoxenne 06 apxuBe 001IC00pa30BATENFHON OpraHU3allii IPUHUMAETCS Ha
HEOIPEICIICHHBIN CPOK. M3meHenus u nonosnHeHus K [10/10’)keHNI0 MPUHUMAKOTCS B
nopsizike, nmpeaycMmorpenHom 1.9. 1. Hacrosiero [TomoxeHus.
9.4. Tlocme mpunstus [lonoxenus (MM W3MEHCHWA W JIOTIOJHEHUW OTAEIBHBIX
MYHKTOB M Pa3/ieJIOB) B HOBOM pefaklUy MPeablAylas pelakius aBTOMaTHUYeCKU
yTpaunBaeT CHUILY.



