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1. O01uMe mMoJI0KEeHU S

1.1. Hacrosimee [los0dxceHue 06 apxuge wkoJbl pa3padoTaHo Ha ocHoBaHuu [IpumepHoOro
MOJIOKEHUST 00 apXWBe OpraHu3allid, YTBEP>KIEHHOTO mpukazoM denepaqbHOTO apXHUBHOTO
areHTcTBa Ne 42 ot 11 anpens 2018 roxa, B coorBerctBuu ¢ Ilpukazom MuHkyibTypsl Poccun
ot 31.03.2015 Ne 526 "OO0 yTBepkAe€HUU MPABUJI OPTaHU3AIMHU XPAHECHUS, KOMILJIEKTOBAHUSA,
y4yeTa W HCIOJb30BaHUs JOKyMEHTOB ApxuBHOTO (oHaa Poccuiickoit denepanuu u Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TrOCYJapCTBEHHOM BJIACTH, OpraHax MECTHOIO
CaMOYTIpaBJICHUS U OpraHu3anusix’, YcraBom o01eo0pazoBaTeIbHOM
OpraHH3alu.
1.2. lanroe IlomoxxeHne o0 apxWBe IIKOJBI OMPEIEISeT COCTaB JOKYMEHTOB apXHBa
o01ieoOpa3oBaTeIbHOM OpPraHU3alMyd M YCJIOBUSL MX XpAHEHUs, YCTAaHABJIMBACT 3aJayM,
Ha3HAYeHWe M (PYHKIUM [IKOJBHOTO AapXuBa, pErVIAMEHTHPYET JeATeNbHOCTh JIHIIA,
OTBETCTBEHHOTO 3a BEJICHHE apXWBa B OpPraHM3alllH, OCYIIECTBISIONICH 00pa30BaTEIbHYIO
NEATEIbHOCTb.
1.3. B cBoeit nesitenbHOCTH apxuB pykoBoacTByercss denepanbHbiM 3akoHOM No 125- @3 or
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @eneparmny» ¢ n3meneHusiMu Ha 11 urons 2021
rojila, HOpMaTUBHBIMM TIPaBOBbIMM akTamu Poccuiickoil ®@enepannu, cydbekra Poccuiickoii
@enepanun B chepe apXMBHOrO Jeia M ACIONPOU3BOJCTBA, JIOKAJILHBIMU HOPMATHUBHBIMU
aKTaMH 00111€00pa30BaTeNbHON OpraHU3alllu.
1.4. JIokyMeHTBI OpraHu3alliy, OCYIIECTBISAIONIEH 00pa30BaTENbHYIO JEATEIHHOCTD, HMEIOIIIE
HUCTOPUYECKOE, KYJIbTypHOE, HAYYHOE, COIMaJIbHOE, JKOHOMHUYECKOE M TMOJUTUYECKOE
3HAUEHHE, COCTABJISIOT rOCYJIapCTBEHHYIO YacTh ApxuBHoro ¢onaa Poccuiickoit deneparum,
ABJISIIOTCSL  COOCTBEHHOCTBIO TOCyJapcTBa U TOJJIEXKAT IOCTOSHHOMY XPAaHEHHUIO B
rocyJlapcTBeHHbIX apxuBax Poccuiickonn @epepanuu. o mepegaum Ha ToCyIapCTBEHHOE
XpaHEHHE  JIlaHHble  JOKYMEHTBl  BpPEMEHHO  XpaHsATci B  oOmeoOpa3oBaTeIbHOU
OpraHu3alINH.
1.5. B mxone nns XpaHeHus NOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®denepanuu u
3aKOHYCHHBIX JIEJOMPOU3BOJACTBOM JOKYMEHTOB TMPAKTHUYECKOTO Ha3HA4YCHHs, HMX OTOOpa,
y4eTa, UCIIOJIb30BAHMS U IOJATOTOBKH K Mepejaye Ha TOCYJJapCTBEHHOE XPAaHEHUE CO3/1aeTCs
apXuB.
1.6. ApxuB co3aercsi Kak cCaMOCTOATEIbHOE MMOApa3/IesieHue, BO3IIIABIsIeMOe JIUIIOM,



OTBETCTBEHHBIM 32 BEJIEHHE apXuBa COTJACHO MNpPHUKA3y JAUPEKTOpa IIKOJbI.
1.7. Opranuzanusi,  OCYLIECTBISIOIIAas  00pa3oBaTeNbHYIO  JI€ATEIbHOCTD,
o0OecrieunBaeT apxXuB HEOOXOIMMBIM MOMEIIEHHEM, 000pYyJAOBaHHEM U KaJpaMu.
1.8. OGmeoOpazoBaTenbHas opraHu3alusi 00ecreyrBaeT COXpPaHHOCTh, Y4eT, 0TOop,
YyHOpSI0UEHHEe M HUCIHOJb30BaHUE JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
®enepauuu, obpasyroumxcs B ero aestenbHocTd. OOecneurnBaeT CBOEBPEMEHHYIO
nepenavy ATUX JIOKyMEHTOB Ha rocyJapCTBEHHOE XpaHEHHUE.
1.9. Bce pabothl, CBsi3aHHBIE C IOATOTOBKOHM, TPAHCIOPTHPOBKOW W Mepemadei
apXMBHBIX  JIOKYMEHTOB, MPOU3BOIATCA CHJaMH W 32  CYET  LIKOJIBL.
1.10. 3a yrpary u nopuy aokyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanmu
JMOJDKHOCTHBIE ~ JIMI[a ~ OpraHu3alldd,  OCYIIECTBISIONMIEH  00pa3oBaTelbHYIO
NEeSITeNbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBHM C  JICUCTBYIOIIUM
3aKOHOJIATEICTBOM.
1.11. IlIxonbHBIA apxuB paboTaeT cormacHo naHHomy [lonokeHwro u TUIaHy,
YTBEPXKIaEMOMY TUPEKTOPOM OO0IIe00pa30BaTEIbHONW OpraHU3allii, U OTYUTHIBACTCS
nepea HUM B cBoOEH pabore.
1.12. KoHTponb [EATENTbHOCTH apXWBa OCYIIECTBISECT AUPEKTOP OpTraHHU3aliH,
OCYIIECTBIISIIOIIEH 00pa30BaTEeNbHYIO 1€ATEIbHOCTD.
2. CocTaB 10KYMEHTOB apXuBa

| 2.1. B mIKOJIbHBII apXUB IMOCTYIIAOT:

¢ 3AKOHYEHHBIE  JICJIONPOU3BOACTBOM  UIKOJIBI ~ JOKYMEHTBI  MOCTOSTHHOI'O
XpaHeHus, 00pa30BaBIIUECs B JESITEIbHOCTH CTPYKTYPHBIX MOApa3eIeHUH,
JOKYMEHTBI BpeMeHHOro (cBeime 10 jieT) cpoka XpaHeHHsl, HEOOXOAUMBIE B
IPAKTHYECKOH IEATENBHOCTH, JOKYMEHTBI IO KaJipaM U 00y4aronMcs;
e TOKYMEHTBI IOCTOSSHHOTO XpPaHEHMs M M0 JIMYHOMY COCTaBy OpraHW3aluii-
IPEIIECTBEHHUKOB;
o IMYHBIE (OHJBI BEAYUIMX pPAOOTHUKOB OPTaHU3ALMM, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO ACATEIbHOCTD, IOCTYHUBILNE B APXUB;
o CIIy’KE€OHBIE U BEZJOMCTBEHHbBIE U3JaHMS;
o CIIPABOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAaM M YYETHbIE JOKYMEHTBI
ApxuBa opraHuzaluy, OCyIeCTBISIONIEH 00pa30BaTEIbHYIO 1€ TEIbHOCTb.
2.2. Cpoku XpaHEHHMs JIOKyMEHTOB B apxuBe oOpa3oBaTeIbHOW OpraHu3aliu
OIPEAEIIAI0TCS COMIACHO CPOKaM, YKa3aHHBbIM B YTBEP KIEHHOM HOMEHKJIAType JIe.

3. 3amaum apxuBa

| 3.1. OCHOBHBIMU 3aJauyaMu apxuBa SIBJISTEFOTCSL .

3.1.1. Opranumzanus XpaHEHHs JOKYMEHTOB, COCTaB KOTOPBIX TMPEIyCMOTPEH
pazmenom 2 Hacrosimero [lomoxenws 00 apxuBe 00mieoOpa3oBaTeIbHON
OpraHu3alluu.

3.1.2. KommiekToBaHUE apXwBa JOKyMEHTaMU, 0Opa30BaBIIMMHUCS B JIESATEIBHOCTH
OpraHu3alyi, OCYIIECTBIISIONICH 00pa3oBaTeIbHYIO NesITeNIbHOCTb.



3.1.3. Vuer, obecnieyeHne COXpaHHOCTH, CO3JaHHE HAYYHO-CIPABOYHOIO arapara.
3.1.4. Vicnonb3oBaHUs JOKYMEHTOB, HAXOMSIIUXCS HA XPAHEHWU B apXUBE IIKOJIBI.
3.1.5. TlogrotoBka M CBOEBpeMeHHasl mepefada JAOKYMEHTOB ApXHBHOro (onaa
Poccuiickonn  ®enepanuu  Ha  NOCTOSHHOE XPAaHEHHWE B  TOCYJIaPCTBEHHBIN
(MyHUIMTIATIbHBIN ) apXuB.
3.1.6. Meroandeckoe pyKOBOJCTBO W KOHTPOJIb 32 ()OPMHUPOBAHUEM B OPOPMIICHUEM
Jen B JICNIONPOM3BOJICTBE IIIKOJIBI M CBOEBPEMEHHOM TMepeiaueld MX B apXuB
00pa3zoBaTenbHON OpraHu3aIuu.

4. OyHKIUU APXUBA HIKOJIbI

B cOOTBETCTBUU C BO3JIOKCHHBLIMHU 3aJadaMM apXHMB OCYILIECTBISCT CICAYIOIIME

thHK![l/Il/I:

4.1. Opranmzyetr mpueM JOKyMEHTOB IMOCTOSHHOTO U BpeMEHHBIX (cBbimie 10 er)

CPOKOB XpaHEHHS, B TOM YHCJE MO KajapaM U oOydarommmcs, oOpa30BaBIIMUXCS B
JESTENHbHOCTH IIKOJIbI, B COOTBETCTBUHU C YTBEPKIACHHBIM TpadUKOM.

4.2. OGecnieunBaeT COXPAHHOCTh M BEJET yU€T IOKYMEHTOB U (DOHIOB, HAXOAITUXCS
Ha XpaHEHUHU B apxuBe oOIIe00pa30BaTeIbHON OpraHU3aLUU.

4.3. IlpencraBniser B TOCYIapCTBEHHBIN (MyHUIIUNIAIBHBIN) apXUB YUYETHBIE CBEICHHUSI
00 00beMe U COCTaBe XPAHSIIUXCS B apXUBE LIKOJIbI TJOKYMEHTOB APXHUBHOTO (poHIa
Poccuiickoit ®enepauuyu U Jpyrux apXUMBHBIX JOKYMEHTOB B COOTBETCTBUU C
MOPAJIKOM TOCYJIapCTBEHHOTO ydeTa JOKYMEHTOB ApxuBHOro (onga Poccuiickoi
denepanuu.

4.4. CuctemaTu3zupyer U pa3MellaeT JOKYMEHTHI, MOCTYMAIOIIMEe Ha XPAaHEHHE B
HIKOJIbHBIA ~ apXWB, O0Opa3oOBaBIIMECS B XOAE OCYUIECTBICHUS JEATEIbHOCTU
OpraHu3alluu, OCYLIECTBJISIOLIEH o0pa3oBaTeIbHYO NESATENbHOCTb.
4.5. PazpabatbiBaeT rpauky NpeaCTaBICHUS ONMUCEH HAa pPacCMOTPEHHE IKCIEPTHO-
MPOBEPOYHONM KOMHMCCUM U Tepefauyd JTOKyMeHTOB ApxuBHoro ¢onma PD Ha
XpaHEHue B rocyJJapCTBEHHBIN (MyHULIMTIATIEHBII) apXuB.
4.6. Ocy1iecTBISET MOATOTOBKY W IPEICTABIISET:

e HA PACCMOTPEHUE U COIIACOBAHUE DKCIEPTHOM KOMMCCUM ILIKOJIBI OMUCH JEIN
MOCTOSIHHOTO XPaHEHHUs, BpeMEHHbIX (cBbilie 10 JieT) CpOKOB XpaHEHWUs, B
TOM 4HCIE TO KajJpaM U OOy4YaromIMMCSs, a TaKKe aKThl O BBIICICHUH K
YHUUTOXKEHUIO apXUBHBIX JOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO, aKThl 00
yTpate JOKYMEHTOB, aKThl O HEUCHPABUMBIX MOBPEKICHUSX APXUBHBIX
JIOKYMEHTOB;

eHA YTBEPXKICHUE OSKCIEPTHO-MPOBEPOYHON KOMHUCCUU YIOJIHOMOUYEHHOTO
OopraHa UCIOJTHUTEIBHOM BlacTu cyobekTa Poccutickoit deneparuu B chepe
apxuBHoro jgena (manee - OIIK apxXxuBHOTO yYpeKIeHUS) OMUCH Jel
MTOCTOSIHHOTO XPAHEHUS;

eHa cornacoBanue OIIK apxuBHOrO yupexnaeHuss cyobekta Poccuiickoit
Oenepanun  (MyHUIIMOAIBHOTO apXWBa), B CiIy4yae HAJACJICHUS €ro
COOTBETCTBYOIIMMU MOJHOMOYHUSAMHU, OIKUCH JIEJ 0 IUYHOMY COCTAaBY;



eHa cornacoBanue OIIK apxuBHOrO YyupexknaeHusi cyobekta Poccuiickoii
@enepanun  (MyHUIIMOAIBHOTO apXWBa), B Ciy4ae HAJACIICHUS €ro
COOTBETCTBYIOIIMMH MOJTHOMOYHUSIMHU, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCIIPAaBUMBIX [TOBPEXKICHUAX apXUBHBIX IOKYMEHTOB;
¢ Ha YTBEPKJICHUE TUPEKTOPY IIKOJIbI OMKCHU J€J MOCTOSIHHOTO XPaHEeHHUsI, OTIUCH
BpeMeHHBIX (cBbilie 10 J€T) CpOKOB XpaHEHHUs, B TOM YHUCJE OMUCU JIed MO
KaJpaM U OOy4YaroIIMMCS, aKThl O BBIJCJICHUU K YHHUYTOKEHHUIO apXUBHBIX
JIOKYMEHTOB, HE MOJIekKANIMX XPAHEHHUIO, aKThl 00 yTpaTe IOKYMEHTOB,
aKTbl O  HEUCIPABUMBIX  MOBPEKJCHUSX  apXMBHBIX  JIOKYMEHTOB,
yTBepkieHHbIe (coriacoBaHHbie) OIIK wmnm rocygapcTBeHHBIM apXHUBOM
cyowekta Poccuiickoii ®enepannu (MyHUIMIAIBHBIM apXHMBOM) B CiIydae
HAJICJICHUS €T0 COOTBETCTBYIOIIUMU MOJTHOMOYHUSIMHU.
4.7. Opranusyer nepenady JokyMeHTOB ApxuBHoro ¢gonna Poccuiickoit deneparuun
Ha MOCTOSIHHOE XPAaHEHUE B TOCYAApCTBEHHbIN (MYHHMIIMIIAIBbHBIN) apXuUB.
4.8. Opranusyer u IpOBOJUT IKCIEPTU3Y IEHHOCTH JOKYMEHTOB BPEMEHHBIX (CBBIIIIE
10 ;met) cpokOB XpaHCHHS, HAXOJSIMIMXCS HAa XPaHEHWHW B apXHWBE IMKOJBI B IEISIX
oTOOpa JOKYMEHTOB [Isi BKJIIOYEHHs B cocTaB ApxuBHOro Qonma Poccuiickoi
@denepaniy, a TakKe BBISIBICHUS JOKYMEHTOB, HE TMOJICKANIUNX JalbHEHIIeMy
XPaHECHHUIO.
4.9. YyactByeT B pabOTe JKCIEPTHONH KOMHUCCHHM OPTAaHHM3AIHH, OCYIICCTBIISIONMICH
00pa3oBaTeNbHYIO NESATENBHOCTD.
4.10. TlpoBomuT MeEpOMpHUATHS MO OOECIEYEHUI0 COXPaHHOCTH JOKYMEHTOB,
HAaXOJAIIMXCS HAa XPaHGHWH B apXHUBE OpraHW3allid, OCYIIECTBISIONIEH
00pazoBaTeIbHYIO JESTEBHOCTD.
4.11. Opranusyetr uHGOPMHUPOBAHWE ATMUHUCTPAIMK W PAOOTHUKOB IIKOJBI O
COCTaBE M COJEP)KaHUM JIOKYMEHTOB apXWBa OpraHW3allid, OCYIIECTBISIONIEH
00pazoBaTeIbHYIO JESTEBHOCTD.
4.12. NudopmupyeT moJb30BaTENEl 1O BOMPOCAM MECTOHAXOXKICHHUS apXUBHBIX
JIOKyMEHTOB.
4.13. Opranu3yeT BbIauyy JOKYMEHTOB W TN Ui paboThl B YUUTEILCKON WM BO
BPEMEHHOE MOJIb30BAHUE.
4.14. VcnionHsieT 3ampochl OpraHu3alMil U 3asBICHMS] TpakJaH o0 YCTaHOBJIEHUU
TPYJIOBOTO CTaXa M JIPyTMM BOIIPOCAM COLMAJIbHO-TIPABOBOTO XapakTepa, B
YCTAaHOBJICHHOM TIOPSIIKE BBIJAET KOMUU JOKYMEHTOB U apXMBHBIE CIPABKHU.
4.15. Beper yd4eT WCHOJB30BAHUS JIOKYMEHTOB apXxuBa 00pa30BaTesbHOMN
OpraHu3alluu.
4.16. Co3naet GoHJ MOJIL30BAHUS apXUBA IIKOJIBI U OPTraHU3yeT €ro MCIOIh30BAHHUE.
4.17. OcyiiecTBisieT BEACHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM
IKOJIbHOTO apxuBa. Co3/aeT, MOMOJHSAET M COBEPIICHCTBYET HAYYHO-CIPABOUHBIN
anmnapar K XpaHAIIUMCS B apXWBE JieJaM U JOKyMEHTaM.
4.18. VYwuacTByeT B pa3pabdOTKe JIOKYMEHTOB OpTraHM3alllH, OCYILIECTBIISIONIEH



0o0pa3oBaTeIbHYI0  JEATENBHOCTh, [0  BONPOCAM  apXWMBHOTO  JieJna u
JIEIOTIPOU3BO/ICTBA.
4.19. Oka3pIBacT METOIUYECKYIO [TOMOIIIb:

o CITy’k0O€ JIENIONMPOM3BOJICTBA IIKOJBI B COCTABICHUM HOMEHKJIATYpHI [,
dopmupoBanuu uU  OQOpPMIICHHM €, KOHTPOJIUPYET MPaBUIbHOCTD
dbopmupoBanus U 0GoOpMIICHHS JIEN B ACTONPOU3BOICTBE;

¢ CTPYKTYPHBIM [OJpa3JielieHusIM H pPaOOTHHKAM IMIKOJbl B TOATOTOBKE
JOKYMEHTOB K Tiepelaye B apXWB OpraHu3alldd, OCYIIECTBIISIOUICH
00pa3oBaTEIbHYIO EATCIBHOCTD.

4.20. YyacTByeT B MPOBEACHUM MEPOMNPUATHA IO TOBBIIICHUIO KBaTU(UKAIIUU
pPabOTHUKOB apXHBa M CIY>KOBI JEIOMPOU3BOICTBA 00Pa30BaTEIbHON OPraHU3aIUH.

5. [IpaBa apxuBa

JUI BBINOJHEHHUS BO3JIOKEHHBIX 3aJa4 M (YHKIMHA JIMIIO, OTBETCTBEHHOE 32 apXWB,

MEeT paBo:
5.1. TlpencraBiarh AUPEKTOPY OPraHU3AIMH, OCYIIECTBISIIONICH 00pa30BaTEIbHYIO
NEeSTENbHOCTh, MPEATOKEHHUSI IO COBEPUICHCTBOBAHUIO OpPraHU3AIMKU XPaHEHHUS,

KOMIIJIEKTOBAHUS, YUeTa U MCIOJIb30BAHUS aPXUBHBIX JTOKYMEHTOB B apXMBE IIKOJIBI.
5.2. KoHTponupoBaTh BHIMOJHEHUE YCTAHOBJICHHBIX MPAaBWI PabOTHI C JOKYMEHTAMHU
B CTPYKTYPHBIX MOAPA3/JIeJIEHUAX OPraHn3alluu, OCYIIECTBISIONIeH 00pa30BaTeIbHyIO
NEeSITENIbHOCTb.

5.3. 3anpamuBath OT CTPYKTYPHBIX MOJPA3ACICHUN U paOOTHUKOB IIKOJIbI CBEACHMUS,
HeoOXonuMble N7 paboThl apxuBa, C y4YE€TOM OOECIEYEeHMsI BBITIOJIHEHHUS BCEX
BO3JIO’KEHHBIX Ha apXuB 3a/1a4y u byHKIHIA.
5.4. JlaBaTh pa3bsCHEHMS U PEKOMEHIALlMU IO BOMPOCAM, BXOSAIIUM B KOMIIETEHIINIO
apxuBa OpraHU3alluy, OCYIIECTBISIONIEH 00pa30BaTENbHYIO IEATEIHHOCTb.

5.5. HudopmupoBaTh CTPYKTypHbIE MOJPA3ACTICHHUSI IIKOJIbI O HEOOXOIMMOCTH
nepefayn JOKYMEHTOB B apXWB B COOTBETCTBHH C YTBEPKICHHBIM TpadUKOM.

5.6. [Ipynumate  ywactue B 3acelaHuAX  DKCHEPTHOM  KOMHUCCUH
o011eo0pa3oBaTeIbHON OpraHu3aliiy, a TaKkKe B AKCIEPTHO-MPOBEPOUYHON KOMUCCUU
YIOJHOMOYEHHOTO OpraHa MWCIOJMHUTENIbHONH BiacTH cyObekTa Poccuiickoit
denepannu B cepe apXUBHOTO JIea.

6. OTBEeTCTBEHHOCTH 32 (DYHKIIMOHMPOBAHUE APXHUBA

6.1. HazHaueHHOE MPUKA30M JUPEKTOpA IIKOJBI JIUIIO, OTBETCTBEHHOE 34 BEJICHHE

apXHrBd, HCCCT NCPCOHAJIbHYIO OTBETCTBCHHOCTD 34.

o BHITIOJTHEHHE BO3JI0KEHHBIX HA apXWB 3a/a4 W (QYHKIMHA B COOTBETCTBUHU C
JIEMCTBYIOLIUM 3aKOHOAATENLCTBOM Poccuiickon denepanuu;

e OPraHu3alMIi0 paboOThl apxuBa, CBOEBPEMEHHOE U KBAJIM(UIUPOBAHHOE
BBIIIOJIHEHUE IIPUKA30B, pPACHOPSKCHHUM, IOPYYEHMM  BBIIIECTOSIIETO
PYKOBOJCTBA, JEHCTBYIOLIUMX HOPMAaTHBHO-IIPABOBBIX aKTOB II0 CBOEMY
npoUIIIo 1eATeTbHOCTH;



o pariioHaNIbHOE U 3 ()EKTUBHOE HCTOIB30BAaHUE MaTEPUATBHBIX, (DMHAHCOBBIX
U KaJPOBBIX PECYPCOB;
¢ COCTOSIHUE TPYJOBOM W HCIOJHUTEIBCKON JTUCHUIUIMHBI B  apXHBE,
BBITIOJIHEHNE CBOUX (DYHKITMOHAJILHBIX 00s3aHHOCTEM;
¢ COOJTIO/ICHHE MIPaBUII BHYTPEHHETO pacropsizika, CaHUTapHO-
MPOTUBOAMUACMUYECKOTO PEXUMa, IPOTHUBOIMOXKAPHON OE30MacHOCTH |
TEXHUKU O€30TIaCHOCTH;
¢ BEJICHUE JOKYMEHTAIMH, MPEAYCMOTPEHHON ACHCTBYIOIIMMH HOPMATHUBHO-
MPABOBBIMH JIOKYMEHTAMHU;
o IPEJIOCTABIICHUE B YCTAaHOBJICHHOM TOPSIKE JTOCTOBEPHON CTAaTUCTUYCCKON U
WHOUW MH(pOpMAIIUHU O JIEATSTLHOCTH apXHBA,;
¢ TOTOBHOCTb apXMBa K pad0TEe B yCIOBUSIX YPE3BbIYANHBIX CUTYaIUH.
6.2. OTBETCTBEHHBIC 3a BEJECHHUE JICIOTNPOU3BOJICTBA, MOJATOTOBKY U IMPEICTABICHHE
JIOKYMEHTOB Ha XpaHEHHE B apxXuB, Ha3HAYAIOTCS JUPEKTOPOM OpraHu3alluu,
OCYLLIECTBIISOLIEH o0pa3oBaTeIbHYIO NESATETLHOCTD.
6.3. KoHTposib JCATENBHOCTH apxXuBa OCYIICCTBISICT JUPEKTOpP OpraHW3allvy,
OCYIIECTBJISIONIEH 00pa30BaTENbHYIO IEATEIbHOCTD.

/. KommiekToBaHue apxuBa

7.1. TloaroroBka JOKYMEHTOB K Iepeadye B apXUB 0oOpa30BaTEIbHOW OpraHu3allu
BKJIFOYAET DOKCHEPTH3y HAYYHOM U TMPAKTUUECKOW IIEHHOCTH  JOKYMEHTOB,
odopmiieHne ner, COCTAaBJICHHE OTIHCH.
7.2 DKkcrnepTusa LEHHOCTH JOKYMEHTOB.
7.2.1. 3kcnepmusa yeHHocmu JOKyMeHmMo8 — ompeelieHNe IIEHHOCTH JOKYMEHTOB
C 1enbio 0TOOpa MX HAa XpaHEHHWE W YCTAHOBJICHUE CPOKOB XPAHECHHs. DKCIEPTU3Y
IIEHHOCTH JOKYMEHTOB B 00pa30BaTEIbHOW OPraHHU3aIllMU OCYIIECTBIISECT MOCTOSHHO
JEUCTBYIOMIAS JKCTIepTHAS KOMUCCHSL.
7.2.2. IKcnepmHas komuccusi Ha3HaYaeTCs MPUKA30M JTUPEKTOpa MIKOJBL. B cocTtaB
DKCHEpTHONM KOMHUCCHUHM BKIIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YMHCIIE B
00s13aTEIbHOM TOPSIAKE JIMII0, OTBETCTBEHHOE 3a BEJICHHWE apXuBa IIKOJbI, U
JUPEKTOP MYHHULHUIAIBHOTO apxuBa (1o corjacoBaHuio). CekperapeM ODKCIEpTHOU
KOMUCCHUM Ha3HA4yaloT ceKpeTaps oO0pa30oBaTeIbHOM OpraHu3aluu. OKCIepTHas
KOMHUCCHS Ha 3aCeaHUsSX PacCMaTpUBACT: HOMEHKJIATYPY JAEN IIKOJbl, OMUCU JEN
MOCTOSIHHOT'O XpaHEHUs U 10 JUYHOMY COCTaBY, aKThl HA JOKYMEHTbI, BBIJCISIEMbIE K
YHUUTOXEHUIO.

7.3. OgpopmaeHue desa
7.3.1. Jlena moCTOSIHHOTO XpaHEHHs MOJUIMBAIOTCS B TBEPAYIO OOJOXKKY CYypOBBIMHU
HUTKaMH. JIMCTBI HyMepylOTCS B MPaBOM BEPXHEM YIJIy MPOCTHIM KapaHIAIIOM.
KonndecTBo THCTOB B KaXJ0M JieJie HE JOJKHO mpeBbimarth 250. B koHne nena Ha
OTJIETTLHOM JUCTE COCTaBIIACTCA 3aBepUTENbHAs Ha/IITUCh.
7.3.2. Ha o0noxke ael TOCTOSHHOTO XpaHEHUS JOJDKHBI OBbITh TMPOCTaBICHBI



CIIEIyIOLIME PEKBU3UTHI: I[IOJIHOE HAMMEHOBAHUE BBIIIECTOSAIIEH OpraHu3aluy,
HaMEHOBaHHWE 0Opa3oBaTEIbLHON OpraHu3aluu, HoMmep (MHIOEKC) Jnena 110
HOMEHKJIAType, 3arojOoBOK Jej1a, KOJIMYECTBO JINCTOB, CPOK XpaHEHUsS] WJIM OTMETKa
«XpaHUTh HIOCTOSTHHO, HOMEDP ¢donna, OITIUCH, nena.
7.3.3. Tlo okOHYaHMU NIETOMPOU3BOJCTBEHHOTO roja B 0opMiIeHHbIE OOJIOKKU J1ed
MOCTOSIHHOTO XPAHEHHUsI BHOCSTCS HEOOXOJUMBbIE YTOYHEHHUS: B 3arojIOBKH JE,
COJIEpXKAIIUX PACHOPSAUTENbHbIE JOKYMEHTHl (IIPUKa3bl, MPOTOKOJbI), BHOCSATCS
HOMEPA; €CJH JEJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXKJIOM TOME
YKa3bIBae€TCsl KOPPECIIOHACHT, aBTOP, TEPPUTOpHUs, Apyrue AaHHbIe. B Kaxxgom TOoMe
yKa3bIBaeTCs JlaTa (YUCi0, MECSI, F0/1) Hauyaja U OKOHYAHMS JAaHHOTO ToMa. To4YHbIe
JIaThl TMPOCTABISAIOTCA Ha OOJOXKKaxX Jisi OBICTPOTO TMOUCKAa JIOKYMEHTOB B
MOCJICYIONIEM; W3 3aBEPUTENHHON HAIAMUCH Ha OOJIOKKY Jela  BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B aene.
7.3.4. Hagnucu Ha OONOXKKAaxX e TMOCTOSIHHOTO M JIOJTOBPEMEHHOTO XpaHEHUS
CIElyeT MIPOU3BOAUTD YETKO, CBETOCTOMKUMU YepHUJIaMU.
7.3.5. Jlna ydera KoiaudecTBa JUCTOB B Jele W (PUKcAllMd OCOOEHHOCTEH HX
HyMEpallUM Ha OTIEIbHOM JIUCTE COCTaBIIICTCA 3aBEpUTENbHAs  HAIIKCh.
7.3.6. B 3aBepuTenbHON HAINMUCH YKa3bIBACTCS KOJIMYECTBO JUCTOB (Ludpamu u
NPOIMUCHIO) B JeNie. 3aBepuTeNbHAs HAINMUCh TOJMUCHIBAETCS COCTABUTEIEM C
yKa3aHHUEM ero JOJIKHOCTH u JaThl COCTAaBJICHUH.
7.3.7. BHyTpeHHSs1 ONUCh COCTABJISETCS K JieJaM MOCTOSIHHOTO U JI0JITOBPEMEHHOI0
(cBpme 10 7er) cpoka XpaHeHus, CHOPMUPOBAHHBIM IO Pa3HOBUIAHOCTSIM
JIOKyMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKpPBIBAIOT KOHKPETHOE COJEpKaHHe

JTIOKyMEHTOB (ocobo IICHHBIC, JTUIHBIC nena u ap.).
7.4. OnucaHue JdoOKyMeHmos NOCMOSIHHO20 CpoKa XpaHeHus
7.4.1. Onucu cOCTaBIIAIOTCS Pa3/iesIbHO HA Jiefia MOCTOSTHHOT'O XPaHEHHUs M0 OCHOBHOM
NEATeIbHOCTH u Ha nena 1o JTUYHOMY COCTaBy.
7.4.2. Ornucu COCTaBJISIFOTCS JIETIONIPOU3BOUTEIIEM.

7.4.3. Onuch BeneTcs B €AMHOM BaJlOBOM HyMepaluu B T€UEHHE HECKOJIbKHX JIET.
7.4.4. Ha nena ¢ MCTEKIIUM CPOKOM XPaHEHMsI COCTABISETCSA aKT 00 YHUUTOKCHUU.
745. Tlo oxoHYaHMM [I€JIONMPOU3BOACTBEHHOTO TOJa B  00pa3oBaTelbHOMN
OpraHMu3alMi TPOU3BOAUTCA OTOOp TOKYMEHTOB IOCTOSSHHOTO CpPOKa XpaHEHUs JUIs
BKJIFOUEHUS] UX B omHch. OMHUCh COCTOUT M3 TOAOBBIX Pa3/eioB, BHYTPU roja Jena
pacroniaraloTcsi Mo CTEeNeHM 3HAYMMOCTH C YYETOM HOMHUHAJIBHOTO NpHUHLUMNA (B

COOTBETCTBHUHU C HOMEHKJIaTypoii oOpa3oBaTeabHOU OpraHu3alllun).
7.4.6. Onucu coCcTaBMNAIOTCS Pa3AeIbHO Ha Jelia TOCTOSIHHOTO XpaHEHHsI 10 OCHOBHOM
JeSITeIbHOCTU u Ha nena o JUYHOMY COCTaBY.
14.7. Onucu COCTaBJISIFOTCS CEeKpeTapeM.

7.5. lena epemenH020 XxpaHeHUs1 OPOPMIISIIOTCS YIIPOILLEHHO: OHU HE MOJIINBAIOTCS,
JMCTHI B HUX HE HyMEpYIOTCs, yTOUHEHHE Ha 00J0XKaxX HE MPOU3BOJUTCS, OMHUCH Ha
JieNia He COCTaBJIAIOTCS, yUeT BeIeTCs I0 HOMEHKJIIAType JIed.



8. YciaoBus XPaHCHUA TOKYMEHTOB apXuBa IIKOJbI

8.1. JlokymMeHTBhI apXuBa XpaHATCA B apXWBOXPAHUIUIIE 0011e00pa30BaTeIbHOMN
OpTraHH3AIIHH.

8.2. He nomyckaetcs pa3MellieHUe apXUBa B MOBAIBHBIX M YePAAYHBIX TOMEIICHUSIX
IIKOJIBI.

8.3.  ApXHMBOXpaHWIHIIE JOJ/DKHO  OBITh  yJAJIEHO OT  J1abOpaTOPHBIX,
NPOU3BOJCTBCHHBIX, OBITOBBIX TOMEIICHHH HM HE UMETh OONMX C HUMH
BEHTWIALIMOHHBIX ~ KAHAJIOB. ApPXUBOXPAHWJIMINE OTICIIACTCA OT  COCCIHHUX
MOMEIICHUI HECTOPAaeMbIMHM CTCHAMH M TIEPEKPBITHSIMHM C MPEIeIaMH OTHECTOMKOCTH
HE MCHEe JBYX 4YacoB. B apXWBOXpaHWIMILE HE JONMYCKaeTCs MPOKIAaKa TPyO
BOJIOCHAOKEHUSI M KaHAJIM3aI[MH, TEXHOJOTMYECKHUE WM OBITOBBIE BBIBOIBI BOJBI.
8.4. ApXMBOXpaHWIHIIE JODKHO UMETh €CTECTBEHHYI0 WM HCKYCCTBEHHYIO
BEHTWIALIMIO,  O0ECNEUMBAIOIIYI0  PEHUPKYJALUI0  BO3IyXa,  CTaOMIBHOCTH
TEMIIEPATyPHO-BIAYKHOCTHOTO pexXnMa.
8.5. Bce mocrtynmaromme B apXwB 00pa30BaTEIbHOM OPTaHW3AlMH JOKYMEHTHI
pa3MeNIalTcs B apXMBOXPAHWIWIAX HA CTAlMOHAPHBIX W/WIA TEPEABIKHBIX
METALITMYECKUX CTeUIaXkaX, B METAUIMUECKUX MKadax WIHd KOHTEHHEpax.
8.6. Cremutaxu TOJDKHBI OBITh YCTAHOBIICHBI TIEPIICHIUKYIIIPHO CTEHAM C OKOHHBIMH
npoeMaMH, a B TIOMEIICHHH 0e3 OKOH - C y4eTOM OCOOEHHOCTEH MOMEIICHUS U
obopymoBanusi. He momyckaeTcst pa3MelieHHe CTE/UTaXeH BIUIOTHYIO K Hapy>KHBIM
CTCHAM 3JTAaHUS u K UCTOYHHKAM TerIa.
8.7. PaccrtaHoBka cre/uraxkedl w  mikadoB OCYIIECTBISETCS B COOTBETCTBHU _CO

CJICITYIOIITUMU TPEOOBAHUSAMMU:
¢ PACCTOSIHME MEXKy PSAIaMU CTeNaxel (TaBHbINA poxo) — He meHee 120 cwm;
o paccTostHUE (TIPOXO/I) MEXKIY CTEIIaKaMu — HE MeHee 75 cM;

o PACCTOSTHUE MEXKY HApYKHOU CTEHOM 3[aHUsI U CTEJIaXKaMHU, TTapaJuieIbHbIMU
CTEHE — HE MeHee /5 cwM;
¢ PACCTOSTHME MEXTy CTCHOW M TOPLIOM CTeJiaxa uiu mkada (06xom) — He
MmeHnee 45 cm;
¢ PACCTOSTHME MEXJy TOJIOM W HWKHEH MOJKOW cTeiuiaxa (mkada) — He MEHee
15 cM, B 1IOKOJIBHBIX dTaxkax — He MeHee 30 cMm.
8.8. IIpoTHBOMOXKAPHBIA PEXUM B 3/IaHUSX, TJE Pa3MEIIaeTCsi apXWB IIKOJIBI, U B
ApPXMBOXPAHUJIMINAX  YCTAaHABIMBAETCSI B  COOTBETCTBMU  C  [IpaBunamwu
POTHUBOIIOKApHOTO pexuma B Poccuiickoii @eneparnuu ot 16 cenrsdps 2020 rona
Ne1479.
8.9. ApXUBHBIC JTOKYMEHTBI clexyer XPaHUTh B TEMHOTE.
8.10. 3ammuTa AOKYMEHTOB OT JEWUCTBUSI CBeTa OOECHEeYMBAETCS XpaHEHUEM
JOKYMEHTOB B KOpOOKax, Mamkax M Teperuierax, B MmKadax HMIM Ha CTeUiaxax
3aKpBITOTO THUTIA.
8.11. YpoBeHb UCKYCCTBEHHOTO OCBEIICHHS B KHUTOXPAHIIUIIAX JODKEH COCTABIISTh
HE MeHee 100 JIFOKC.



8.12. B apXuBOXpaHWIHIIE JUIS XpaHEHWs  JIOKYMEHTOB  YCTAHABJIMBAIOTCS

CJIEAVIOIINE NapaMeTPhl TEMIIEPATYPHO-BIAKHOCTHOI'O PEXKUMA:

o VISl XpaHEHUsI JOKYMEHTOB Ha OyMa)kKHOM HOcHuTele — Temneparypa 17-19°C,
OTHOCHUTEJIbHAS BIAXXHOCTh Bo3myxa — 50-55%.
8.13. Ilomemienus apxuBa oOpa3oBaTEIbHONW OpPraHU3AlMU AOJKHBI COAEPKATHCS B
YUCTOTe, B YCIOBHSX, MCKIIOYAIOIUX BO3MOXXHOCTh TMOSIBJICHUS  IUIECEHH,
HACEKOMBIX, MbLIH.

9. 3aKk/II0uHNTEIbHBIE MOJIOKEHHS

9.1. Hacrosimee Ilonmoxxenne 06 apXuBe SBISETCS JTOKAIBHBIM HOPMATUBHBIM aKTOM,
npuHumaeTcss Ha OOmeM coOpaHuu paOOTHUKOB MIKOJIBI U yTBEpxKAaeTcs (JIubo
BBOJIUTCSl B JICHCTBUE) MPHUKA30M IHUPEKTOpa O0O0IIE00pa30BaTEIbHON OpraHU3AIINM.
9.2. Bce wu3MeHeHHMST W JIONIOJHEHWS, BHOCHMEIC B Hacrosmiee Ilotoxkenue,
opopMIISIOTCST B NMHUCBMEHHOW  (GOpMe B COOTBETCTBHH  JICHCTBYIOIIUM
3aKOHOIaTEIbCTBOM Poccuiickou ®denepaunu.
9.3. Ilonmoxxerne o0 apxuBe 00IIEOOpa30BATEIILHON OpraHU3alMKA MMPUHUMACTCS Ha
HEONPECIICHHBIA CPOK. M3MeHeHuss u nononHeHus K [1010KeHnI0 NPUHUMAKOTCS B
MOPSIAKE, peayCMOTPEHHOM m.9.1. HACTOSAILETO [Tonoxenus.
9.4. Tlocne mpuusarus [lomoxkenwmss (WM W3MEHEHWW W JIOMOJIHEHUN OTIEIbHBIX
MyHKTOB W Pa3/ieJIOB) B HOBOW PENAKIMW TPEABIAYINAs PEIAKIsI aBTOMATHYCCKH
yTpauuBaeT CUITY.
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