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1. O0mue moJI0KeHUS

1.1. Hacrosimee Ilonoxkenne paspaborano Ha ocHoBaHMU [IpuMepHOTro moyioskeHUs 00 apxuBe
OpraHu3aly, YTBEPKICHHOro mnpukazoM PenepanbHOro apxuBHoro areHrcrBa Ne 42 ot 11
arpenst 2018 roma, B coorBercTBuu ¢ [Iprkazom Munkynbtypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEPKACHUM MPABUJI OPraHU3alMM XPAaHEHUs, KOMIUIEKTOBAaHUS, ydeTa M MCIIOJIb30BaHUS
TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®dexepanuu U Apyrux apXUBHBIX JIOKYMEHTOB B
OpraHax TOCYIapCTBEHHOH BIJIACTH, OpraHaXx MECTHOTO CaMOYIpPAaBICHUS M OpraHu3anusax’,
VYcraBom 00111€00pa30oBaTeNIbHON OpraHu3aluu.

1.2. Jlannoe IlonoxeHue ompeaensieT COCTaB JOKYMEHTOB apXHuBa o00IIeo0pa3oBaTeNbHON
OpraHM3alMl M YCJIOBHUS HMX XpaHEHHs, YCTaHaBIMBAeT 3a/Jayd, Ha3HadeHHe M (QYHKIUU
LIKOJIBHOTO apXMBa, PETIIAMEHTUPYET IEATEIbHOCTD JIMILA, OTBETCTBEHHOIO 3a BEJICHUE apXHBa B
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

1.3. B cBoell nesTenbHOCTH apxuB pykoBoxacTByercs: denepanpHeiM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM jene B Poccuiickoit Denepanun» ¢ u3MeHeHUsIMHU Ha 14 wrons 2022
rojia, HOPMaTHBHBIMHM IpaBOBbIMH akTamMu Poccuiickoit ®enepanum, cyObekta Poccuiickoit
®enepanyu B cpepe apXUBHOIO Jie1a U JIeT0NPOU3BOJICTBA, JIOKAIbHBIMA HOPMAaTUBHBIMHU aKTaMHU
00111e00pa30BaTEIbHOM OpraHn3aIuy.

1.4. JTokyMeHTbl OpraHu3alMM, OCYLIECTBIIAIONMIEH 00pa30BaTEIbHYIO NEATEIbHOCTh, MMEIOLINE
HCTOPUYECKOE, KYJIbTYPHOE, HAYYHOE, COLMAIBHOE, IKOHOMUYECKOE U MOJUTUYECKOE 3HAUYEHUE,
COCTaBJISIIOT TOCYJApCTBEHHYIO 4acTh ApxuBHoOro (onma Poccuiickoit deneparuu, sBISIOTCS
COOCTBEHHOCTBIO TOCYZIapcTBa M TOJIEKAT IOCTOSIHHOMY XPaHEHHIO B TOCYIapCTBEHHBIX
apxuBax Poccuiickoii ®enepanun. Jlo mnepemaum Ha TOCYIapCTBEHHOE XPAaHEHHE JaHHBIE
JIOKYMEHTbI BpDEMEHHO XPaHATCS B 00111e00pa30BaTeIbHON OpraHU3alHH.

1.5. B mkone mns XpaHeHHs JOKyMeHTOB ApxuBHoOro ¢onna Poccuiickoit ®enepanuu u
3aKOHYEHHBIX JI€JIOMPOU3BOJICTBOM JJOKYMEHTOB MPAKTUYECKOTO Ha3HaueHHs, UX OTOOpa, ydera,
MCIIOJIb30BaHUs U MOJATOTOBKH K IIepejaue Ha roCyJapCTBEHHOE XpaHEHHE CO3/aeTCsl apXUB.

1.6. ApxuB co3gaercs Kak CaMOCTOATENbHOE IOApa3JefieHHe, BO3IJIABIAEMOE JIMIIOM,
OTBETCTBEHHBIM 3a BEJICHHUE apXMBA COTJIACHO IIPUKA3y JUPEKTOPA IIKOJBI.

1.7. Opranuzanus, OCYLIECTBIAIOMIAs 00pa30BaTEIbHYIO NESATEIBHOCTh, OOECHEeUMBACT apXHB
HEO0OXOMMBIM IMOMEIIIEHUEM, 000PYTIOBAHUEM U KaJIPaMH.

1.8. OoOmeoOpa3oBarenpHas OpraHu3anus OOECIeYMBaeT COXPAHHOCTh, Y4YeT, OTOOp,
YIOPSIOYCHUE W HCIOJIb30BaHHE JIOKYMEHTOB ApxuBHOro (oHma Poccuiickoit denepanuu,
00pa3yIoMXcs B €ro AesTeabHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO Nepeiady 3TUX JOKYMEHTOB
Ha rOCYJapCTBEHHOE XPAHCHHUE.



1.9. Bce paboTel, CBs3aHHBIE C MOJATOTOBKOHM, TPaHCIIOPTUPOBKOM M TMeperaueii apXHBHBIX
JIOKYMEHTOB, ITPOU3BOASTCS CUJIAaMM U 3@ CUET LIKOJIBL.

1.10. 3a yrpary u nopuy gokymeHToB ApxuBHoro ¢onna Poccuiickoit deaepanuu JOIKHOCTHBIE
JMIIa OpraHU3alMy, OCYIIECTBIISIONEH 00pa30BaTeNIbHYIO AEATENbHOCTh, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. IllxonpHBI apxuB paboOTaeT COIJacHO IUIaHY, YTBEPXKIAEMOMY JUPEKTOPOM
00111e00pa30BaTEIbHON OpraHNU3alui, U OTYUTHIBACTCS MEpe]l HUM B CBOEH padoTe.

1.12. KoHTpousb 1eATENbHOCTH apXUBa OCYLIECTBISET IUPEKTOP OpraHu3aluy, OCYILECTBIAIOLICH
00pa3zoBaTesbHYIO JeATEIbHOCTD.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B IIKONbHBIN apXUB MOCTYIAIOT:

* 3aKOHYEHHBIE JEJONPOU3BOACTBOM ILIKOJbl JOKYMEHTbl IOCTOSIHHOIO XpaHEHMs,
oOpa3oBaBIIMECS B JIEATENBHOCTH CTPYKTYPHBIX HOJpPAa3[elIeHUH, JOKYMEHTBI
BpeMeHHOro (cBeimie 10 JieT) cpoka XpaHEHHs, HEOOXOJUMbIE B IPAKTHUYECKON
NesITeIbHOCTH, JOKYMEHTHI IO KaJpaM 1 00ydJaronuMces;

* JIOKyMEHTbl TOCTOSIHHOIO XpaHEHHs M IO JIMYHOMY COCTaBy OpraHu3aluii-
IPEIIECTBEHHUKOB,;

e uuHble  (QoHABI  Beaymux  paOOTHUKOB  OpraHM3alM{,  OCYIIECTBIIIONICH
00pa3oBaTeNbHYIO AESATEIbHOCTD, HOCTYIUBIINE B apXUB,;

*  CclyeOHbIE U BEIOMCTBEHHbBIE U3/IaHUS,;

* CIPaBOYHO-IIOMCKOBBIE CpPEJICTBA K JOKYMEHTaM U Y4Y€THbIE JIOKYMEHTbl ApXHBa
OpraHM3allK, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTD.

2.2. Cpokn XpaHEHMs JIOKyMEHTOB B apXHMBE 00pa3oBaTelIbHON OpraHU3alMd ONpPEIeNSIOTCS
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJACHHON HOMEHKJIAType JIe.

3. 3agauu apxuBa

3.1. OCHOBHBIMHU 33/1a4aMH apXHBA SIBISFOTCS:

3.1.1. Opranum3amuss XpaHeHHS JTOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasueioM 2
Hacrosuero [lonoxenus.

3.1.2. KomrmiekroBaHWe apxWBa JIOKYMEHTaMH, OOpa30BaBIIMMHCSI B  JEATEIHLHOCTH
OpTraHM3aIlH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

3.1.3. Vuer, obecrieueHre COXpaHHOCTH, CO3/IaHIE HAyYHO-CIIPABOYHOTO arapara.

3.1.4. Hcnonwp3oBaHUS JOKYMEHTOB, HAXOSIIUXCS HA XPaHEHUHU B apXUBE IIKOJIBL.

3.1.5. TloaroroBka u CBOCBpPEMEHHas Iepeaada JOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®denepaliivl Ha MOCTOSHHOE XpPaHEHUE B TOCYJapPCTBEHHBIN (MYHHUIIUITABHBIN) apXUB.

3.1.6. Meroanyeckoe PyKOBOJCTBO U KOHTPOJbL 3a (hOPMHUPOBAHHEM H OPOpMIICHUEM JIeN B
JEONPON3BOJICTBE IIKOJIBI M CBOEBPEMEHHOH IMepedadeld WX B apXUB 00pa30BaTENbHOMN
OpTraHHU3alNH.

4. DyHKUMHU apXuBa

B cooTBeTcTBUY C BO30KEHHBIMHU 337[a4aMH aPXUB OCYIIECTBISIET Ceyonme QyHKINN:

4.1. Opranuzyer nmpueM JOKYMEHTOB IOCTOSHHOTO U BpeMeHHbIX (cBbimie 10 JeT) cpokoB
XpaHEHUs, B TOM YHCJIE TI0 KaJpaM U 00ydaromuMcs, 00pa30BaBLIMXCS B 1€ATEIbHOCTH MIKOJIBI,
B COOTBETCTBUU C YTBEPKICHHBIM IpauKOM.

4.2. ObGecrnieunBaeT COXPAaHHOCTh M BEACT YY€T JOKYMEHTOB WM (DOHIOB, HAXOASIIMXCA Ha
XpaHEHUH B apXHBe 00111e00pa3oBaTEIbHON OpraHU3aIiH.

4.3. IIpencraBisieT B rocyAapCTBEHHBINA (MyHUIIMIIAIBHBIN) apXUB yUeTHBIEC CBEJCHHS 00 00beMe
W COCTaBE XpaHAIIMUXCS B apXWBE INKOJBI JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii
®depepauuy U APYyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUHU C MOPSAKOM I'OCYAAPCTBEHHOTO
ydeTa JoKyMeHTOB ApxuBHoro (onna Poccuiickoit denepanmm.

4.4, CucreMaTu3UpyeT U pa3MeEIllaeT AOKYMEHTHI, IOCTYNAIOIIME HA XpPaHEHUE B LIKOJbHBIN




apxuB, 00pa30BaBIINECS B X0JI€ OCYIIECTBICHHS A€ATEILHOCTH OpraHU3ally, OCYIIeCTBISIOMEH
00pa30BaTeNbHYIO IE€ITEIbHOCTD.

4.5. PazpabarbiBaeT rpaduKy MPEICTABICHHS ONMKUCEH HAa PACCMOTPEHHE IKCIEPTHO-TIPOBEPOTHON
KOMHUCCHHM M Tepelayd JTOKyMeHTOB ApxuBHOro ¢onaa PD Ha XpaHeHHe B TroCylapCTBEHHBIN
(MyHUITUTIAJIHBINA ) apXUB.

4.6. OcyliecTBISET NOATOTOBKY U IPE/ICTABIISCT:

* Ha pacCMOTPEHHME U COIJIACOBAHUE OHKCIIEPTHON KOMHUCCHUU UIKOJIBI OIMCH JIE]
MIOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBbIlie 10 JieT) CpOKOB XpaHEHUs, B TOM YHCIIE
o KajpaMm U oOydyaroUIMMCsl, a TAaKXKE aKThl O BBIJCICHUN K YHUUYTOXKCHHIO apXMBHBIX
JIOKYMEHTOB, HE IMOJUIeKAUIUX XPaHEHUI0, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEHUCIPABUMBIX TOBPEKACHUAX apPXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKIEHUE OSKCIEPTHO-IPOBEPOYHON KOMHMCCHUU YIOJIHOMOYEHHOTO OpraHa
HCTIOJTHUTENIbHOM BIIacTu cyObekTa Poccuiickoit denepannu B cepe apXUBHOTO jena
(manee - OIIK apxuBHOTO y4pexAeHUS) OMUCH JIE]T MOCTOSHHOTO XPaHEHHS;

* Ha corinacoBanne DIIK apxuBHOTO yupexkaeHus cyonekta Poccuiickonr denepanmm
(MyHULIIMTAIBHOTO ~ apXWBa), B CiIy4ae HaJENeHUs €ro COOTBETCTBYIOIIUMU
ITOJIHOMOYMSIMH, OIKUCH JI€] 110 TUYHOMY COCTaBY;

* Ha cornacoBanue JOIIK apxuBHoro yupexnenus cyobekta Poccuiickoit deneparuu
(MyHULIMIAJIBHOTO ~ apXHWBa), B Cly4a€ HaJAEJEHUs €ro COOTBETCTBYIOLIUMU
MTOJIHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MMOBPEKIACHHUIX
ApXHUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKJIECHHE [HUPEKTOPY ILIKOJbl OMUCU JAEJN IOCTOSHHOTO XpaHEHUs, OMUCHU
BpeMeHHBIX (CBhIIe 10 JI€T) CPOKOB XpaHEHHUs, B TOM YKCJIE OMMCH JENI MO Kaapam U
oOydJarommMcsi, akThl O BBIJCICHUU K YHHUYTOXKEHHUIO apXHBHBIX JOKYMEHTOB, HE
MOJJIeKAIMX XPAaHEHUI0, aKThl 00 yTpare JAOKYMEHTOB, aKThl O HEHUCIPAaBUMBIX
MOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB, YTBEpKIeHHbIe (cormacoBaHHbie) DIIK wnmum
roCyJapCTBEHHBIM apXuBoM cyOwekTa Poccuiickoit ®denepannu (MyHUIIMTATBHBIM
apXUBOM) B CJIy4ae HaJIeJIEHUs €ro COOTBETCTBYIOLIUMHU ITOJTHOMOYHUSIMHU.

4.7. Opranusyer nepenady JoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepaunn Ha
MOCTOSIHHOE XPaHEHHE B TOCYapCTBEHHBIN (MYHUIIUIIATBHBIN) apXUB.

4.8. Opranu3yer W MPOBOJUT IKCHEPTU3Y IEHHOCTH JOKYMEHTOB BpeMEHHBIX (cBbime 10 mer)
CPOKOB XpaHEHHUsI, HAXOSAIINXCA Ha XPAaHEHWU B apXMBE IIKOJBI B LENAX 0TOOpa JOKYMEHTOB
IUIs. BKJIFOUEHHUs B coctaB ApxuBHoro (onma Poccuiickoit ®denepaiiuu, a TakKe BBISBICHHS
JIOKYMEHTOB, HE MOJUIEKALIUX JaJbHEHIIEMY XPAHEHHUIO.

4.9. VYyactByer B paboTe OKCIEPTHOH KOMHCCHUU OpraHU3allMd, OCYIIECTBISIOMICH
00pa30BaTeNbHYIO ACSITEIbHOCTD.

4.10. TTpoBOAUT MEPOTPHUATHS 1O OOECIICUYCHUIO COXPAHHOCTH JTOKYMEHTOB, HAXOMISIIUXCS Ha
XPaHEHUH B apXMBE OPraHU3aIMH, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO AESITEIbHOCTD.

4.11. Opranuzyer UHGOOPMHUPOBAHHE AJMUHUCTPAIMU M PAOOTHUKOB IIKOJBI O COCTaBe M
COJIEp’)KaHUU JIOKYMEHTOB apXuMBa OpraHM3allMM, OCYIIECTBIAIONIEH 00pa3oBaTelbHYIO
JeSITEIIbHOCTD.

4.12. UndopmupyeT nojbp30BaTeNieil 0 BOIPOCaM MECTOHAX0XKICHHUS apXUBHBIX JOKYMEHTOB.
4.13. OpraHu3yeT BbIIady JTOKYMEHTOB W JeN IS pabOThl B YYHTEIHCKOW MIJIM BO BPEMEHHOE
MI0JIb30BaHUE.

4.14. VicnonmHseT 3ampoChl OpPraHU3aIllMid W 3asBJICHHsS TPaXJaH 00 YCTAHOBJIEHWUU TPYIOBOTO
CTa)ka U IpyrMM BOIpPOCAM COLIMAIbHO-IIPAaBOBOI'O XapaKTepPa, B YCTAHOBIEHHOM IOPSIIKE BBIIAET
KOIMUU TOKYMEHTOB M apXWBHBIE CITPaBKH.

4.15. BeneT y4eT UCHoNb30BaHUs JOKYMEHTOB apXuBa 00pa3oBaTeIbHON OpraHu3alluu.

4.16. Co3gaet (hOHJI MOTB30BAHUS APXHWBA IIKOJIBI U OPTaHU3YEeT €T0 UCIIOJIb30BaHHUE.

4.17. OcymecTBiseT BEJEHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM ULIKOJIbHOTO
apxuBa. Co3zaer, NOMOJIHAET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBIN ammapaT K XpaHsAIuMcs B
apXMBe JIeJlaM U JOKYMEHTaM.




4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB OpraHU3alliH, OCYIIECTBIAIONICH 00pa30BaTeIbHYIO
JeSITeIbHOCTb, II0 BOIIPOCAM apXUBHOTO JI€/1a U AEJIONPOU3BO/ICTBA.
4.19. Oka3pIBaeT METOIMYECKYIO TOMOIIb:

* ciayxOe JeIoNnpoM3BOJCTBA IIKOJBI B  COCTABJIEHUMU HOMEHKJIATYpbl eI,
¢dbopMupoBaHuu U OPOPMIIEHUHU eI, KOHTPOIUPYET MPAaBUIBHOCTH (OPMHUPOBAHUS U
oopmieHus e B 1eI0NPOU3BOJICTBE;

* CTPYKTYpPHBIM TOJpa3AeieHUSIM U paOOTHUKAM IIKOJBl B MOATOTOBKE JTOKYMEHTOB K
neperaye B apXyUB OpraHU3alii, OCYIIECTBISIIOMEH 00pa30BaTeIbHYIO 1E€ATEIbHOCTb.

4.20. YyacTByeT B MpPOBEACHUU MEPONPHUATHUI IO MOBBIMICHUIO KBaTH(UKAUN PaOOTHUKOB
apxuBa U CIIyKObI 1€JI0IPOM3BOJICTBA 00pa30BaTENbHOIN OpraHU3aLuy.

5. IlpaBa apxuBa

s 8binonnenus 803104CeHHbIX 3a0ay U QYHKYUL TUYO, OMBEMCMEEHHOE 3d APXUE, UMeen Npaso:
5.1. IlpexacraBmsaTh  AMPEKTOPY  OpTraHMU3AlMH, OCYUIECTBISAMOIIEH  00pa3oBaTeNIbHYIO
NeSTeIbHOCTh,  TMPEMJIOKEHUST [0  COBEPUICHCTBOBAHWIO  OpraHU3allid  XpaHEHUS,
KOMILJIEKTOBAHHUSI, YU€Ta U UCIOJIb30BAHUS APXUBHBIX JOKYMEHTOB B apXUBE LIKOJIBI.

5.2. KoHTpommpoBaTh BBIIIOJHEHHE YCTAaHOBICHHBIX TIPaBWJI pabOTBl C JOKYMEHTaMH B
CTPYKTYpHBIX  TMOJApA3JelICHUAX  OpraHM3aliH,  OCYUIeCTBIsIOmEH  00pa3oBaTeNbHYIO
JeSITeTTbHOCTD.

5.3. 3ampamuBarth OT CTPYKTYpPHBIX TMoOJpa3feNeHuii u pabOTHUKOB IIKOJBI CBEACHUS,
HEOOXOAUMBIE JJIsi Pa0OTHI apXHBa, C YYETOM OOECIIEUECHHUs BBIMOJHEHHS BCEX BO3JIOKEHHBIX HA
apxuB 3aJ1a4 U QYyHKIUH.

5.4. JlaBaTh pa3bsiCHEHHs U PEKOMEHJAIMU TI0 BOIMPOCAM, BXOJSAIIMM B KOMIICTCHIMIO apXHBa
OpraHu3aliy, OCYIECTBIISAIONIEH 00pa30BaTENbHYIO NS TEIbHOCTD.

5.5. UudopmupoBaTh CTPYKTYpHBIE MOAPA3JEICHUS IIKOJBI O HEOOXOIUMOCTH TMepeaadn
JTOKYMEHTOB B apXUB B COOTBETCTBUHU C YTBEPKICHHBIM TpaUKOM.

5.6. IlpuHuMarh y4acTHe B 3acelaHUAX OKCIEPTHOM KOMHCCHHM o001Ieo0pa3oBaTeIbHON
OpraHM3allM, a TaKKe B HKCIEPTHO-NPOBEPOUYHON KOMHCCHM YHOJHOMOYEHHOI'O OpraHa
WCIIOJTHUTENbHOU BiacTH cyObekTa Poccuiickoit denepannu B chepe apXuBHOTO Jena.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHUPOBAHME APXHUBA
6.1. HazHaueHHOE MpPUKA30M AMPEKTOPA IIKOJBI JIUIIO, OTBETCTBEHHOE 32 BEJICHUE apXHBa, HECET
IIEPCOHAJIbHYIO OTBETCTBEHHOCTH 34!

* BBINIOJIHEHHWE BO3JOKEHHBIX Ha apXWB 3a7ad MU (QYHKIHA B COOTBETCTBHH C
JEWCTBYIOIIMM 3aKOHOAATEeIbCTBOM Poccuiickoit denepaiuu;

* OpraHuzaluio paboThl apXuBa, CBOCBPEMEHHOE M KBATU(UIIMPOBAHHOE BBINOJHECHUE
MPUKA30B, PACHOPSHKEHUM, MOPYYEHHI BBINIECTOSIIETO PYKOBOJCTBA, IEHCTBYIOIIUX
HOPMAaTUBHO-TIPABOBBIX aKTOB [0 CBOEMY MPOQIIIIO IEATEIHHOCTH;

* pamuoHanbHOe W A(G(EKTUBHOE WCIIONB30BAHWE MATEepUATBHBIX, (PUHAHCOBBIX W
KaJIpOBBIX PECYPCOB;

* COCTOSIHUE TPYAOBOW M WCIIOTHHUTEIHCKON JUCIUIIIIMHBI B apXUBE, BBIMOJTHEHUE CBOUX
(GYHKIMOHATIBHBIX 0053aHHOCTEH;

* CcOOJIOJIEeHUE TPaBHJ BHYTPEHHEIO paclopsiika, CaHUTAPHO-IIPOTUBOSIUIEMUYECKOTO
peXuMa, TPOTHUBOMOXKAPHOI 0€30MaCHOCTH U TEXHUKU O€30MMaCHOCTH;

* BeJCHHUE JOKYMEHTAIIUHU, MPEIYCMOTPEHHOU NEUCTBYIOMHUMH HOPMATUBHO-TIPABOBBIMU
JIOKYMEHTaMU;

* IMPEJOCTABJICHHE B YCTAHOBJIECHHOM IOPSAKE TOCTOBEPHOW CTAaTUCTUYECKOW W HHOMU
nH(OPMAIIUY O IESTEILHOCTH apXUBa;

* TOTOBHOCTb apXHBa K pabOTe B YCIOBUAX YPE3BBIYAMHBIX CUTYALIUH.

6.2. OTBEeTCTBEHHBIC 32 BEJICHUE AEIOMPON3BOACTBA, MOJTOTOBKY M MPEACTABICHUE TOKYMEHTOB
Ha XpaHEHHE B AapXWB, HA3HAYAIOTCA JUPEKTOPOM OPraHHu3alud, OCYUIECTBIISIOLIEH
00pa30oBaTeNbHYIO IEITEILHOCTD.




6.3. KoHTponb A€ATENbHOCTH apXHBa OCYLIECTBISCT TUPEKTOP OPraHU3allMH, OCYIIECTBIISIOMEH
00pa30BaTeNbHYIO AESITEIbHOCTD.

7. KoMIuiekTOBaHNEe apXuBa

7.1. TloaroroBka AOKYMEHTOB K Iepefaue B apXuWB 0Opa3oBaTENbHON OpraHU3allMM BKIIOYAET
9KCHEPTU3y HAyYHOM U MPAKTUYECKOM LIEHHOCTH JIOKYMEHTOB, O()OpMIIEHUE /i€, COCTaBJIECHUE
OIIHCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yenHocmu OOKYMeHMO8 — ONPEAETICHUE IIEHHOCTH JOKYMEHTOB C LIEJbIO
0TOOpa UX HAa XpaHEHHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHMsI. DKCIEPTU3Y LICHHOCTU JOKYMEHTOB B
00pa30BaTeNbHON OpraHu3aluu OCYILECTBIISAET IOCTOSIHHO AEMCTBYIONIAs 3KCIEPTHAs KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HA4YaeTCsl IPUKa30M JUpPEKTopa LIKOJbl. B coctaB DkcnepTHOi
KOMUCCHH BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM UHUCIIE B 00S13aTEIILHOM IMOPSJIKE JIULIO,
OTBETCTBEHHOE 3a BEJEHHE apXuBa ILIKOJIbI, W JAUPEKTOP MYHHIMIIAIBHOTO apxuBa (10
cornacoBanuto). CekperapeM OKCIEPTHOM KOMHMCCHM Ha3Ha4yarOT cekpeTaps o0pa3oBaTesIbHOMN
OopraHu3aiuu. DKCIepTHas KOMUCCHS Ha 3ace/laHUsIX pacCMaTpUBAET: HOMEHKIIATYPY A€ ILIKOJIbI,
OIIHCH JIEJT TIOCTOSTHHOTO XPaHEHHsI U 10 JIMYHOMY COCTaBY, aKThl HA IOKYMEHTBHI, BBIJEIISIEMbIC K
YHUYTOKEHUIO.

7.3. Odopmiienue nen

7.3.1. [lena mocTOSIHHOTO XpaHEHUsS MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpPOBBIMH HHMTKAMHU.
JIuctel HyMepylOTCs B IPaBOM BEPXHEM YIJIy MpPOCThIM KapaHpaamoM. KonuuecTBo JHMCTOB B
KaXJIOM Jiesie He JIOJDKHO mpeBblmath 250. B KoHIe nena Ha OT/AENbHOM JIMCTE COCTaBIISETCS
3aBepUTEIbHAs HAIIUCh.

7.3.2. Ha o00noxke el IMOCTOSITHHOTO XpaHEHHUsS IOJUKHBI OBITh IMPOCTABIEHBI CIEIYIOLIHNE
PEKBM3UTHI:  TOJHOE  HAMMEHOBAHWE  BBIIIECTOSIIEH  OpraHu3allid,  HauMEHOBaHHE
o0pa3oBaTeNbHOW OpraHM3aluu, HOMep (MHIEKC) Jesla MO HOMEHKIAType, 3aroJioBOK Jiena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh IOCTOSIHHO», HOMEp (OHJIa, OIHUCH,
Jena.

7.3.3. Ilo oKOHYaHWU AETONPON3BOACTBEHHOTO Toa B 0(hOPMIICHHBIE 0OJIOKKH JIeIT TOCTOSIHHOTO
XpaHeHHs  BHOCATCA  HEOOXOAMMBbIE  YTOYHEHHUS: B  3arojlOBKM  Jiel,  COJep Kallux
pacnopsAUTeNbHbIE JOKYMEHTB (TpUKa3bl, MPOTOKOJbI), BHOCSATCS HOMEpA; €ClIU Jelo C
NEePEnUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KaXKJIOM TOME yKa3bIBAa€TCsI KOPPECIIOHAEHT, aBTOP,
TEeppUTOpUs, APyrue AaHHble. B kax1oM ToMe yKasbIBaeTcs jara (4Mciio, Mecsl, To/A) Havajia u
OKOHYaHHUs JIaHHOTO ToMma. TouHbIe AaThl MPOCTABISAIOTCS Ha OOJOXKKaxX Ui ObICTPOro MOHMCKa
JOKYMEHTOB B IOCIEAYIOIEM; W3 3aBEPUTEIbHOW HAANUCH HAa OOJOXKKY Jella BBIHOCHUTCS
KOJIMYECTBO JIMCTOB B JIEIIE.

7.3.4. Haamucn Ha OONMOXKKax e IOCTOSIHHOTO U JIOJTOBPEMEHHOTO XpaHEHHUs CIeIyeT
IPOU3BOJIUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. Jlnsg ydera KOJHMYECTBA JINCTOB B Jiele M (PUKCAMUM OCOOCHHOCTEH WX HyMepaluu Ha
OTJIEJIbHOM JIUCTE COCTABIISETCS 3aBEPUTENIbHASL HAITUCh.

7.3.6. B 3aBepuTeNBbHOIN HAANMUCH YKA3bIBACTCS KOJMYECTBO JMCTOB (IIU(PpaMU M MPOMHCHIO) B
nene. 3aBepuTeNbHAs HAANUCH MOJINMCHIBACTCS COCTABUTENEM C yKa3aHHEM €ro JOJKHOCTH U
JaThbl COCTABJICHUSI.

7.3.7. BHyTpeHHSS ONUCH COCTaBISIETCs K JejaM IMOCTOSHHOTO U JToNroBpeMeHHoro (cBsiire 10
JIET) CpOKa XpaHeHUus, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpbIBaIOT KOHKPETHOE COJIEpKAHNE TOKYMEHTOB (0c000 LIEHHBIE, TMYHBIC JIeNIa U JIp.).

7.4. Onycanue JOKYMEHTOB IOCTOSHHOTO CPOKa XPaHEHMUsL.

7.4.1. Onmucu CcOCTaBIISIFOTCSL pa3l€IbHO Ha J€jla IIOCTOSHHOTO XpaHEHHWs 10 OCHOBHOM
NEeSTeIbHOCTH U Ha JieJ1a 110 INYHOMY COCTaBY.

7.4.2. Onucu coCTaBIAIOTCA JEIOIPON3BOIUTEIIEM.

7.4.3. Onuch BeaeTCs B €AMHON BAJIOBOM HYMEPAIMU B TEUEHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHHUsI COCTABIISACTCS aKT 00 YHUUTOKEHHH.




7.45. Tlo oOxkoHUaHWHM JENOMPOU3BOACTBEHHOTO ToJla B 0Opa30BATENbHOW OpraHHU3AINH
MIPOU3BOJUTCSL OTOOP JOKYMEHTOB TOCTOSIHHOT'O CPOKa XPaHCHWsI NIl BKIFOYCHHS MX B OIUCH.
Onuch COCTOMT W3 TOJIOBBIX pa3/iejoB, BHYTPH TojAa Jejia pacroyiarailoTcs IO CTeNeHH
3HQYUMOCTH C YYETOM HOMHUHAJIBHOTO TpHHIOHWNA (B COOTBETCTBHHM C HOMEHKIIATYpOH
00111e00pa30BaTeIbHON OpraHu3aIim).

7.4.6. Onucu COCTABIAIOTCS pa3feibHO Ha JieJla TOCTOSSHHOIO XpaHEHUsS 10 OCHOBHOMU
JIeATEILHOCTH U Ha JieJia 110 TUYHOMY COCTaBYy.

7.4.7. OnucH COCTaBJISIIOTCSL CEKpPETapeM.

7.5. Jlena BpEMEHHOTO XpaHeHUs] 0hOPMIISFOTCS YIIPOLICHHO: OHU HE MOJIIMBAIOTCS, TUCTHI B HUX
HE HYMEPYIOTCS, YTOUHEHHE Ha 00JIO)KKaX HE MPOM3BOJUTCS, ONUCH Ha Jiejia HEe COCTaBIISIOTCS,
y4eT BEJIeTCSI 10 HOMEHKJIAType JeJ.

8. Ycii0BUS XpaHeHUsI IOKYMEHTOB apXHBa
8.1. JIokyMeHTBI apX1Ba XpaHATCs B apXUBOXpaHMIUIIE 00111e00pa3oBaTebHOI OpraHu3aluu.
8.2. He nomyckaercst pa3MeIIeHne apXyuBa B TOABAIBHBIX U Y€PIaYHBIX TTOMEIIEHUSIX IIKOJIBL.
8.3. ApXMBOXpaHMJIMILE JOKHO OBITh yJaJIeHO OT JJa0OpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIICHUH ¥ He MMETh OOIIMX C HUMHU BEHTHISIIMOHHBIX KaHAJIOB. APXHWBOXPAHWIHIIE OTACISACTCS
OT COCEJHMX NOMEIIEHUI HeCropaeéMbIMU CTEHAMU U MEPEKPBITUSAMH C MpeeIaMu OTHECTOMKOCTH
HE MEHee JBYX uyacoB. B apXuBOxpaHWiMILE HE JOMYCKaeTcsl MpOKiIaaKa TPyO BOJOCHAOXKEHUS U
KaHAJIN3aLUH, TEXHOJIOTMYECKUE WU ObITOBBIE BBIBO/IBI BOBI.
8.4. ApXMBOXpaHWJHILIE JODKHO HWMETh ECTECTBCHHYIO WM HWCKYCCTBEHHYIO BEHTHIIALUIO,
00ecreynBaroIyl0 PELUPKYIIALUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIEPATyPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mocrymaronipe B apxuB 00pa30BaTENbHOW OpTaHU3alMHM JOKYMEHTBHI pPa3MENIAloTCsS B
apXMBOXPAaHWIMINAX Ha CTALMOHAPHBIX W/WIM TEPEABMKHBIX METAIMYECKUX CTelulaxax, B
METAJUIMYECKHX IIKadax Wik KOHTeHHEepax.
8.6. Ctemnaxu AOJKHBI OBITh YCTAHOBIICHBI MEPIEHAMKYIISIPHO CTEHAM C OKOHHBIMU IPOEMaMH, a B
MOMENICHNU 0€3 OKOH - C YY4EeTOM OCOOCHHOCTEW momemieHus U odopynoBaHusi. He momyckaercs
pasMelleHHe CTeJuIaXel BIUIOTHYIO K Hapy>KHbIM CT€HaM 3/aHUs M K HCTOYHHMKAM TeIIa.
8.7. PaccraHoBKa cTe/utaxked W mIkadOB OCYIIECTBISIETCS B COOTBETCTBHM CO CIEAYIOIIUMH
TpeOOBaHUAMMU:

* paccTosiHuE MEeXIY psSAaMH cTesuiaxel (raBHbl npoxoxa) — He MeHee 120 cm;

* paccTosiHue (IIPOXOMa) MEXKAY CTeIa)KaMu — He MeHee 75 cM;

* paccTOosiHUE MEXIy Hapy>KHOM CTEHOM 3[1aHUs U CTeUIaKaMH, NapauleIbHbBIMU CTEHE — HE

MeHee 75 cMm;
* paccTosiHuE MEX]y CTEHOM U TOPLOM cTesiaxa Uity 1mkada (06xon) — He MeHee 45 cM;
*  paccTOsHUE MEXAY IMOJIOM M HWXKHEW NoJKoW cTteiumaxa (mkada) — He mMeHee 15 cm, B
OKOJILHBIX dTaxkax — He MeHee 30 cM.
8.8. IlpoTuBOomoXapHbIi peXHM B 3JaHHUIX, TJ€ pa3MellaeTcs apxuB IIKOJbl, © B
ApXMBOXPAaHWINIIIAX YCTAHABIIMBACTCS B COOTBETCTBHH C [IpaBmiraMu mpOTHBOIOKAPHOTO PEXUMa B
Poccuiickoit @enepaunu ot 16 centsiOpst 2020 roma Nel479.
8.9. ApxuBHBIE TOKYMEHTHI CIIeIyeT XPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIeHiCTBUA CBETa 00ECIeUNBAETCS XPAaHEHUEM JIOKYMEHTOB B KOpPOOKax,
narnkax ¥ rnepervierax, B mkadax uim Ha cTeuIakax 3aKphITOTO THTIA.
8.11. YpoBeHb HCKYCCTBEHHOI'O OCBELICHHS B KHUTOXPaHUJIMIIAX JOJDKEH COCTaBiATh He MeHee 100
JIFOKC.
8.12. B apXMBOXpaHWIHIIE JUIsI XPAHEHUSI JOKYMEHTOB YCTaHABJIMBAIOTCS CIEAYIOIINE MapaMeTphbl
TeMIIEepaTypHO-BIaKHOCTHOT'O PEKUMa:
* JUIs XpaHEeHHUs JOKYMEHTOB Ha OyMakHOM HocuTese — temneparypa 17-19°C, orHocuTensHas
BIIQXKHOCTH Bo3ayxa — 50-55%.

8.13. IlomemeHust apxuBa 00Opa30BaTENbHON OpraHU3alMM JIOJHKHBI COAEPIKAThCSl B YHUCTOTE, B
YCIOBHSAX, UCKITFOYAIOLINX BO3MOXHOCTb MOSIBJICHHSI IIJIECEHHU, HACEKOMBIX, ITBLIH.




9. 3akII0unTe/IbHbIE MOJI0KEHHUS

9.1. Hacrosimee IlomoxeHue sBISETCS JIOKAIBHBIM HOPMATHBHBIM aKTOM, NPHHUMAETCS Ha
OO6meM coOpannu pabOTHUKOB MIKOJIBI U yTBepXkAaeTcs (JIOO BBOIUTCS B JACHCTBHE) MPUKA30M
JTUPEKTOPA OPTaHU3aIlMH1, OCYIIECTBIISAIONIEH 00pa30BaTeIbHYIO IEATEIbHOCTD.

9.2. Bce u3MeHeHHUs W JIOTIOJHEHHS, BHOCHMBIE B Hacrosiee [lomoxkenue, ohopmisiorcs B
MMACbMEHHOW (OpME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEIBCTBOM Poccuiickoi
®denepauuu.

9.3. TIlomoxenue 00 apxuBe 00II€00pPa30BATEIBLHON OpraHU3allMk TMPUHUMAETCS Ha
HEOIpeeNeHHbId CpoK. M3meHeHns u nononHeHus K [lojI0KEeHHI0 TPUHUMAIOTCS B MOPSJKE,
npeaycMoTperHoM 11.9.1. Hacrosmiero [TonoxeHus.

9.4. Tlocne npunusitus [lonoxeHus (WM WU3MEHEHWH W JOMOJHEHWH OTACIBHBIX MYHKTOB H
pa3ziesIoB) B HOBOM PEAAKIIMU MPEABIYINAs PEAAKIINSI aBTOMATHYECKH yTPAYMBACT CUITY.



