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1. O0mue moJi0KeHust

1.1. Hactosmee Ilos1o:keHune 00 apxuBe MIKOJIbI pa3pad0OTaHO B COOTBETCTBUH C
[Tpukazom denepanbproro apxuBHOTo areHTcTBa Ne 77 ot 31 mromst 2023 roga «O06
yTBepxkaeHun [IpaBun opranuzanuu XxpaHeHus, KOMIUIEKTOBAHUS, yUeTa U
WCITOJI30BAHUS JOKYMEHTOB ApxuBHOTO (hoHAa Poccuiickoit deneparu u 1pyrux
apXMUBHBIX JIOKYMEHTOB B TOCYJIAPCTBEHHBIX OpPraHax, OpraHax MeCTHOTO
cCaMOYIIPaBJICHUS U OpraHU3alusaX», Ha OCHOBaHUU [ IprumepHOro nonoxeHus oo
apXMBE OPraHU3alllH, YTBEPKICHHOTO Npruka3zoM denepanbHOro apXUBHOTO
arenTcTBa Ne 42 ot 11 anpens 2018 rona, a Takxke Y cTaBOM OpraHu3alluy,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

1.2. lannoe llonooscenue 06 apxuse MBOY «lllkona Ne§8» ornipenensieT cocTaB
JIOKyMEHTOB apXuBa 00111e00pa30BaTeIbHON OpraHU3alluK U YCIOBUS UX XPAaHEHUS,
yCTaHaBJIMBAET 3aJlaul, HA3HAYCHUE U (PYHKIIUU IIKOJIHHOTO apXHBa,
periIaMeHTUPYET ACATEIbHOCTD JIUIA, OTBETCTBEHHOTO 3a BEJICHUE APXUBA B
OpraHu3alliy, OCYIIECTBISIOIEH 00pa30BaTENIbHYIO JEATEIbHOCTD.

1.3. B cBoei1 aesATeIbHOCTH apXuB pyKoBOACTBYeTCAa DenaepanbHbiM 3aKOHOM No
125-®3 ot 22.10.2004 «O6 apxuBHOM 1ene B Poccuiickoit deneparum ¢
U3MEeHEeHUsIMU OT 25 nekadps 2023 rona, HOPMATUBHBIMU PABOBBIMU aKTAMHU
Poccuiickoit ®enepannu, cyobekTta Poccuiickoit denepanuu B chepe apXuBHOTO
Jiena v JeJI0NpOU3BOCTBA, JIOKAIbHBIMA HOPMATUBHBIMU aKTaMH1
o01reo0pa3oBaTeIbLHON OpraHU3aIUy.

1.4. JlokyMeHTBI OpTaHU3aIiH1, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO ACSTEIBHOCTD,
MMEIOIINE HCTOPUUECKOE, KYJIbTYPHOE, HAYYHOE, COL[UAIIBHOE, DKOHOMUYECKOE U
MOJINTUYECKOE 3HAYEHUE, COCTABIISIIOT TOCYAAPCTBEHHYIO YacTh ApXUBHOTO (OH 1A
Poccutiickoit @eaepainu, BISIOTCS COOCTBEHHOCTBIO TOCY1apCTBA U TOAJIEKAT
ITIOCTOSIHHOMY XPaHEHHMIO B TOCYIapCTBEHHBIX apxuBax Poccuiickoit @enepaunu. 1o
nepeayu Ha TOCYJJapCTBEHHOE XPaHEHUE JIaHHBIC IOKYMEHThI BDEMEHHO XPaHSTCS B
o01reo0pa3oBaTeabHON OpraHU3aIuy.

1.5. B mikoune ny1st XpaHeHusi JOKyMeHTOB ApxuBHOTo (hoHaa Poccuiickoit
denepalyy U 3aKOHUYEHHBIX JIEJIONPOU3BOJCTBOM JOKYMEHTOB MTPAKTUYECKOTO
Ha3HAuYEHUs, UX 0TOOpa, yuera, UCIOJIb30BaHUS U TIOJIFOTOBKH K NEepeiaye Ha
roCyJapCTBEHHOE XpaHEHHE CO3/1aeTCs apXUB.

1.6. ApxuB co31aeTCa KaKk CaMOCTOSITEIbHOE MOAPA3ACICHHUE, BO3TIIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJEHUE apXUBa COIVIACHO MPUKA3Y JTUPEKTOPA IIKOJIBI.
1.7. Opranuzanusi, OCylIecTBIISAOMAs 00pa30BaTeNbHYIO AEATEIbHOCTD,
oOecrieuynBaeT apxuB HEOOXOIMMBIM TTOMENICHUEM, 000PYI0BAHUEM H KaJPaMH.
1.8. ObmeobpazoBaTenbHast OpraHu3aIis 00€CTIeUnBaeT COXPAHHOCTD, YUEeT, 0TOO0D,
YIOPSIOYCHHUE U UCTIONh30BaHNE JOKyMEHTOB ApxuBHOTO (hoHaa Poccuiickoit
®enepanyn, 00pa3yrOMUXCs B €ro JeaTenbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO
nepegavyy 3TUX JOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHUE.

1.9. Bce pa®oThl, CBSI3aHHBIE C MMOJArOTOBKOM, TPAHCTIOPTUPOBKOM U Niepeaauen
apXMBHBIX IOKYMEHTOB, IPOU3BOAATCSA CUJIAMH U 33 CUET LIKOJIBL.

1.10. 3a yTpaty u nopuy nokymeHTOB ApxuBHoro (gonma Poccuiickoit denepaimu



JOJDKHOCTHBIE JIMIIA OpraHU3aliK, OCYLIECTBIIAIONIENH 00pa30BaTEIbHYIO
JESATEIbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBHUHU C JEHCTBYIOIIUM
3aKOHOJATEIbCTBOM.
1.11. HlkonbHbIN apxuB paboTaeT coryiacHo JaHHOMY [looxeHuto u miany,
YTBEPKAAEMOMY TUPEKTOPOM 00111€00pa30BaTEeIbHON OpraHn3aluu, 1
OTYUTHIBAETCS IIEPE]] HUM B CBOEH padore.
1.12. KoHTpOJIb AEATEIBHOCTH apXUBa OCYIIECTBIIIET JUPEKTOP OPraHU3aLINH,
OCYIIECTBISIONIEH 00pa30BaTEIbHYIO EATEIBHOCTD.
2.1. B IKONbHBIN apXUB MOCTYIIAIOT:
 3AKOHYEHHBIE JEJIONPOU3BOJACTBOM HIKOJIBI JOKYMEHTBI IIOCTOSSHHOTO
XpaHEeHUsI, 00pa30BaBLIMECS B JEATEIbHOCTH CTPYKTYPHBIX MMOAPA3ACIICHAN,
JIOKyMEHTBI BpeMeHHOT 0 (cBbIlIe 10 j1eT) cpoka XpaHeHHsl, HEOOXOUMBIE B
IPAKTUYECKOH EATEIbHOCTH, TOKYMEHTHI 110 KaapaM U 00y4JaroluMcs;
e JOKYMEHTBI IIOCTOSTHHOTO XPaHEHUs U 110 JUYHOMY COCTAaBY OpraHU3aLUi-
IIPEAIICCTBEHHUKOB;
o INYHBIE (POH]IBI BEAYIIUX PAOOTHUKOB OPraHU3alMH, OCYIECTBISAIOMIEH
00pa30BaTeNbHYIO 1€ATEIbHOCTD, IOCTYNHBIINE B apXUB;
o CIIy>k€OHBIE U BEJJOMCTBEHHBIE U3/1aHNUS;
e CIIPAaBOYHO-IIOMCKOBBIE CPEACTBA K JOKYMEHTAM U YYETHBIE JOKYMEHTHI
ApxuBa opraHu3alyiy, OCYLIECTBISAIONIENH 00pa30BATEIbHYIO AEATEIbHOCTD.
2.2. Cpoku XpaHEeHHUs JOKYMEHTOB B apXMBE 00pa30BaTEIbHON OpraHU3allu
ONPENEIAOTCS COMVIACHO CPOKAaM, YKa3aHHBIM B YTBEPKIACHHON HOMEHKIIATYPE JEN.

3. 3agaum apxuBa

3.1. OCHOBHBIMHM 3aJ]a4aMH APXUBA SBIISIOTCS:

3.1.1. Opranu3zanust XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX MPEyCMOTPEH
pasnenom 2 Hactosimiero [lomoxkenust 06 apxuBe 00111€00pa3oBaTEIbHON
OpraHU3alnH.

3.1.2. KomrmiektoBaHue apxuBa JOKYMEHTaMU, 00pa30BaBIIMMUCS B JESTEIHLHOCTU
OpraHu3aliy, OCYILECTBISIONIEH 00pa30BaTENbHYIO IEATEIbHOCTD.

3.1.3. Yyer, obecrnieueHre COXpaHHOCTH, CO3/IaHHE HAYYHO-CIIPABOYHOTO anmnapara.
3.1.4. Mcnonb30BaHMs JOKYMEHTOB, HAXOJSIINXCS HA XPAHEHUU B apPXUBE LIKOJIBI.
3.1.5. [loaroToBKa U CBOEBpEMEHHAs Nepeaada JOKyMEHTOB ApXUBHOTO (hoHAa
Poccuiickon @enepanuy Ha OCTOSIHHOE XPAaHEHUE B FOCYAapCTBEHHbIN
(MyHHMLIMITAJIBHBIN ) apXUB.

3.1.6. MeToanueckoe pyKOBOJICTBO U KOHTPOJIb 32 (HOPMUPOBAHUEM U
oopmiieHHEM /1€ B I€TIONPOU3BOJICTBE MIKOJIBI U CBOEBPEMEHHOM Mepenayeil ux B
apxuB 00pa30BaTEIbHON OpraHU3aluy.

4. DyHKIIUM APXUBA HIKOJIbI

B cOOTBETCTBUY C BO3JI0KEHHBIMU 33/1a4aMU aPXUB OCYIIECTBIISIET CIAETYIOIINE
dyHK1IIMN:

4.1. OpranusyeT npueM JOKYMEHTOB IIOCTOSSHHOTO ¥ BpeMeHHbIX (CBbIIe 10 jeT)
CPOKOB XpaHEeHHsI, B TOM YHUCJIE MO KaJpaM U 00y4aronumcs, 00pa30BaBILIUXCS B
NEeSATEIbHOCTH IIKOJIbl, B COOTBETCTBUU C YTBEPKIACHHBIM IpauKOM.

4.2. O6ecnieurBaeT COXPAHHOCTh U BEJIET yUeT JOKYMEHTOB U (DOH/IOB,
HAXOJIALIUXCS HAa XpaHEHUU B apXKBe 00111€00pa30BaTeIbHON OpraHu3alliH.
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4.3. IlpencrapisieT B rocy1apCTBEHHBIN (MyHULIUIIATbHBIN) apXUB YUETHBIE
cBeZieHus1 00 00beMe U COCTaBE XPAHSIIMUXCS B APXUBE IIKOJIBI IOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepaiivivl 1 Ipyrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBHH C MOPSAKOM T'OCY/IapCTBEHHOT0 yueTa JOKyMEHTOB ApXUBHOTO (hoHIa
Poccuiickon @enepanum.

4.4. CucreMaTU3UPYyET U Pa3MEIIAET TOKYMEHTBI, IOCTYIIAIONIUE HA XPAHEHUE B
IIIKOJIBHBIN apXHUB, 00Pa30BABIITUECS B X0OJI€ OCYIIECTBICHUS ACATEIHHOCTH
OpraHu3allid, OCYIIECTBISIONEH 00pa30BaTeIbHYIO NeATeILHOCTD.

4.5. Pa3zpabaTeiBaeT rpaduKu IpEeACTaBICHUS OIMMCEH HA PaCCMOTPEHHUE AKCIIEPTHO-
MIPOBEPOYHON KOMUCCUH U Nepeladu TOKYMEHTOB ApxuBHOTO (hoH1a PO Ha
XpaHEHHUE B rOCYAapCTBEHHBIN (MyHUIIUNTAJIbHBIN ) apXUB.

4.6. OCyIIeCTBISET MOATOTOBKY M IPEICTABIISCT:

¢ HA PACCMOTPEHUE U COTIACOBAHUE FKCIIEPTHON KOMUCCHH IIKOJIBI OITUCH JEN
MOCTOSIHHOT'O XpaHEeHMUsI, BpeMEeHHBIX (cBbIie 10 JeT) CpoKOB XpaHEHHs], B
TOM YHCIIE TIO KaJpaM U 00y4aromuMcs, a TAaK)KEe aKThl O BBIJICIICHUH K
YHUUYTOKEHUIO APXUBHBIX JOKYMEHTOB, HE MOJJIEKAIIUX XPAHECHUIO, aKThI
00 yTpare JOKYMEHTOB, aKThl O HEUCIIPABUMbBIX TTOBPEKICHUSX apXUBHBIX
JIOKYMEHTOB;

¢ HA YTBEPKACHUE IKCIIEPTHO-MIPOBEPOYHON KOMUCCUH YIIOJIHOMOYEHHOTO
opraHa UCIIOJHUTEILHOM BlIacTh cyObekTa Poccutickoit deneparuu B chepe
apxuBHOro nena (nanee - 11K apxuBHOro yupex1eHus) OMUCH JIeT
MOCTOSTHHOT'O XpaHEHUS;

« Ha cornacoBanue DIIK apxuBHoro yupexnenus cyobekra Poccuiickoi
®enepaunu (MyHUIIMIAIBHOTO APXUBA), B CIIyYae Ha/I€JIEHUS €ro
COOTBETCTBYIOIIMMU MTOJTHOMOYHUSIMH, OTMCH €I [0 JTUYHOMY COCTaBY;

« Ha cornacoBanue DK apxuBHoro yupexnenus cyonrekra Poccuiickoi
denepanuu (MyHUIIUTIAIBHOTO apXUBA), B CIIydae HAJEJICHUS €ro
COOTBETCTBYIOIIUMH MTOJTHOMOYHSIMH, aKThI 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCTPABUMBIX MOBPEKICHHUSIX APXHUBHBIX JOKYMEHTOB;

¢ HA YTBEPKACHUE TUPEKTOPY IIKOJIBI OMTUCHU J€] TOCTOSIHHOTO XpaHEHUS,
onucu BpeMeHHbIX (cBbie 10 1eT) CpOKOB XpaHEHUsI, B TOM YUCJIE OMKUCHU
JIeJT 110 KajipaM ¥ 00y4YaroIIMMCs, aKThI O BBIICICHUN K YHUYTOKEHUIO
apXUBHBIX JIOKYMEHTOB, HE TIOJIJIS)KAIIUX XPAHEHUIO, aKThl 00 yTparte
JIOKYMEHTOB, aKThl O HEUCIIPABUMBIX TTOBPEKACHUSIX apXUBHBIX
JIOKYMEHTOB, YTBep>KJIeHHbIe (coryiacoBanublie) DITK umu rocyapcTBEeHHBIM
apxuBoM cyobekTa Poccuiickoit denepaiu (MyHULIUIATBHBIM aQpXUBOM) B
CJlydae HaJIeJICHUsI €r0 COOTBETCTBYIOITUMH IMOJTHOMOUMSIMU.

4.7. OpranusyeT nepenady J0KyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit deaeparuu
Ha MOCTOSIHHOE XpPaHEHUE B TOCYIAPCTBEHHbIN (MYyHUIIUITAJIbHBIN ) apXUB.

4.8. OpranusyeT 1 MPOBOJUT IKCIEPTU3Y LIEHHOCTH JIOKYMEHTOB BPEMEHHBIX
(cBbitre 10 1€T) CPOKOB XpaHEHUsI, HAXOAAIIUXCSI HA XpAaHEHUH B apXUBE IITKOJIbI B
eIsIX 0TOOpa JOKYMEHTOB JTsl BKITFOUEHHUS B cocTaB ApxuBHOTO oHma Poccuiickoi
depnepaluu, a TAK)KE BBISIBICHUS IOKYMEHTOB, HE MOJICKAIIUX JaTbHEHIIEMY
XPaHEHHUIO.

4.9. YyacTtByeT B paboTe SKCIIEPTHON KOMUCCUU OPTaHU3AINH, OCYIIECTBIISIONICH
00pa3oBaTeIbHYIO ACSTENbHOCTb.




4.10. ITpoBoaUT MEpONPUATHS IO 0OECTIEUEHUIO COXPAHHOCTU JJOKYMEHTOB,
HAXOJISALIUXCS HAa XpPAaHEHUU B apXUBE OPraHU3aluu, OCYIIECTBIISIIOIIEH
00pa3oBaTeIbHYIO ACSTEIbHOCTb.

4.11. Opranusyet uHGOPMUPOBAHKUE ATIMUHUCTPAIIUU U PAOOTHUKOB IIKOJIbI O
COCTaBE M COJIEP’KaHUU JJOKYMEHTOB apX1Ba OpraHU3aIllK, OCYIECTBIISIONICH
00pa3oBaTeIbHYIO ACSITEIbHOCTb.

4.12. UadpopmMHpyeT IOIH30BaATEINICH IO BOIPOCAM MECTOHAXOKISHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BblJ1auyy JOKYMEHTOB U Jie] 1Ji1 padOThl B YUUTEJIHCKON WU BO
BPEMEHHOE MOJIb30BAaHHUE.

4.14. UcnionHseT 3ampoChl OpraHU3alvil U 3asiBJICHUS rpaxaaH 00 yCTaHOBICHUU
TPYAOBOTO CTaXka U APYTrUM BOIIPOCaM COIMATILHO-IIPABOBOT0 XapaKkTepa, B
YCTaHOBJICHHOM IOPSJKE BbIIAECT KOMUU JOKYMEHTOB M ApXUBHBIE CIIPABKH.
4.15. Beget yueT UCHOJIb30BaHMs JOKYMEHTOB apXuBa 00pa3oBaTeIbHOM
OpraHU3alu.

4.16. Coznaet ¢hoH/I MOIH30BAHUS aPXHUBA IIKOJIBI M1 OPTAHU3YET €0 HUCIOIb30BAHKE.
4.17. OcyuiecTBISET BEAECHUE CIIPABOYHO-TTOMCKOBBIX CPEACTB K JIOKYMEHTaM
HIKOJILHOTO apxuBa. Co31aeT, MOMOJIHIET U COBEPIIEHCTBYET HAYUYHO-CIIPABOYHBII
anmapar K XpaHsIMMCs B apXUBE JIeJIaM U JOKYMEHTaM.

4.18. YyacTByeT B pa3pabOTKe TOKYMEHTOB OpraHU3aIliy, OCYIIECTBISIOIIEH
00pa3zoBaTeILHYIO JIEATEIbHOCTh, 10 BOIPOCAM apXUBHOTO Jieia U
JIeTIOTIPOU3BOICTBA.

4.19. Oxa3pIBaeT METOANYCCKYIO TOMOIIID:

o CITy>k0€ JIeJIOMPOU3BOCTBA IIKOJIBI B COCTABICHUH HOMEHKJIATYPBI Je],
dbopmupoBaHuU U 0YOPMIICHUHU JIE€]T, KOHTPOJUPYET MPaBUILHOCTD
dbopmupoBanus u 0hOPMIICHHUS JIe] B IETOMPOU3BOJICTBE;

o CTPYKTYPHBIM MOPA3ACICHUSIM U PAOOTHUKAM IIKOJIBI B TIOJITOTOBKE
JIOKYMEHTOB K Iepeaye B apX1UB OpraHu3aliu, OCYIIECTRISIONIEH
00pa3oBaTeIbHYIO ACSTEIHHOCTb.

4.20. YyacTByeT B IPOBEACHUHN MEPOIIPUITHI 1O MOBBIIMICHUIO KBATU(DUKAITUN
pabOTHUKOB apXWBa U CITY>KOBI JEIOMPOU3BOACTBA 00PA30BATEIHLHON OPraHU3aINH.

5. IIpaBa apxuBa

JL11s BEINOJTHEHUS BO3JIOKECHHBIX 3a/1a4 ¥ (DYHKIINI JHII0, OTBETCTBEHHOE 32 apXUB,
UMEET MPaBo:

5.1. [IpenctaBasiTh AUPEKTOPY OpPTraHU3AIINH, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO
NeSITEIIbHOCTD, MPEJIOAKEHUS 0 COBEPIICHCTBOBAHUIO OpraHU3al[ul XPaHEeHUS,
KOMIUIEKTOBAHUS, yUeTa U UCIIOJIb30BAHUS aPXUBHBIX JOKYMEHTOB B ApXHUBE IIKOJIBI.
5.2. KoHTpoarpoBaTh BBIIIOJIHEHNE YCTAHOBIIEHHBIX IPABUII PabOTHI C TOKYMEHTaMU
B CTPYKTYPHBIX MOJIpa3AesIeHUsIX OpraHNu3aliuu, OCYIECTBIISIIOIIEH
00pa3oBaTEIbHYIO JICITCIHBHOCTD.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX HOApPa3ieIeHU U PAOOTHUKOB IIKOJIBI
CBeJIeHUs, He0OXOAUMBIe I pabOThI apXUBa, C yUETOM 00ECTIeYeHUSs BHITIOIHEHUS
BCEX BO3JIO)KEHHBIX HA apXUB 3a/1a4 U (QYHKIUH.

5.4. JlaBaThb pa3bsACHEHHS U PEKOMEHAIMH 110 BOIPOCaM, BXOISIINM B
KOMITETEHIIMIO apXHBa OPraHU3aI1H, OCYIIECTBIISIONIEH 00pa3oBaTeIbHyIO




NeSATEIbHOCTbD.

5.5. ndopmupoBaTh CTPYKTYPHBIE MOAPA3ACICHUS IIKOIbI 0 HEOOXOAUMOCTH
nepeaaun JOKyMEHTOB B ApXUB B COOTBETCTBUU C YTBEPKIECHHBIM rpaduKOM.

5.6. IlpuHuMaTh yyacTue B 3aCe€JaHUAX IKCIIEPTHOU KOMUCCHU
o01reo0pa3oBaTeIbHON OPraHU3aliu, a TAKKE B IKCIIEPTHO-TIPOBEPOYHON KOMUCCUU
YIOJIHOMOUYEHHOT'O OpraHa UCHOJIHUTENIBHOM Bi1acTu cyobekTa Poccuiickoi
®enepannu B chepe apXUBHOTO Jea.

6. OTBeTCTBEHHOCTDh 32 (DYHKIMOHUPOBAHUE aPXUBA
6.1. HasnayeHnHO€ IpHUKa30M JUPEKTOPA IIKOJbI JUII0, OTBETCTBEHHOE 3a BEJICHHE
apXHBa, HECET NEPCOHAILHYIO OTBETCTBEHHOCTD 34a:

o BBITIOJTHEHHE BO3JIOKEHHBIX Ha apXMB 3a/1a4 U (PYHKIIUHA B COOTBETCTBUH C
JICMCTBYIOIIUM 3aKOHOAATENIbCTBOM Poccuiickon denepannu;

e OPraHU3aIuI0 PAabOTHI aPXHUBA, CBOEBPEMEHHOE M KBATM(UIIUPOBAHHOE
BBITIOJIHEHUE MMPUKA30B, PACTIOPSKEHUN, TOPYUYEHUM BBIIIIECTOSIIETO
PYKOBOJICTBA, ACHCTBYIOIINX HOPMATUBHO-TIPABOBBIX AKTOB IO CBOEMY
poUITIO IEITSIIBHOCTH;

o paliioHaNbHOE 1 d(P(HEKTUBHOE UCTIOIH30BAHUE MAaTEPUATbHBIX, (PMHAHCOBBIX
1 KaJpOBBIX PECYPCOB;

¢ COCTOSIHHE TPYAOBOM 1 UCTIOJTHUTEIBCKON JUCIUILIMHBI B apXHUBE,
BBITIOJTHEHNE CBOMX (DYHKIIMOHAJILHBIX O0SI3aHHOCTEH;

o COOJIFOZICHUE TIPABUJI BHYTPEHHETO PaclopsiiKa, CAHUTAPHO-
MPOTUBOAUIEMUYECKOTO PEKUMA, TPOTUBOIOKAPHOM 0€30MaCHOCTH U
TEXHUKHN 0€30ITaCHOCTH;

e BEJICHUE JIOKYMEHTAIMHU, PETYCMOTPEHHON IEUCTBYIOIUMH HOPMATUBHO-
MIPABOBLIMU IOKYMEHTaMHU;

o IIPEJIOCTABJICHUE B YCTAHOBJICHHOM MOPSIIKE TOCTOBEPHOM CTATUCTUUECKOU U
WHOM MH(pOpMAIMH O IeSITSIHHOCTH apXUBa;

e TOTOBHOCTH apXHBa K pad0Te B YCIOBHUAIX UPE3BBIYANHBIX CUTYAIIHM.

6.2. OTBETCTBEHHBIE 32 BEJICHUE AEIONPOU3BOICTBA, MOJATOTOBKY U MPEICTABICHUE
JIOKYMEHTOB Ha XpaHEHHUE B apXUB, HA3HAYAIOTCS TUPEKTOPOM OpraHU3aIluH,
OCYILIECTRIISIIONICH 00pa30BaTEIIbHYIO ACSTEILHOCTD.

6.3. KOHTpOJb IEATENBHOCTH apXHBa OCYIIECTBISET JUPEKTOP OpraHnu3aluu,
OCYILIECTRIISIIONICH 00pa30BaTEIIbHYIO ACSATEILHOCTD.

7. KomniiekroBaHue apxuBa

7.1. TloaroToBKa TOKYMEHTOB K Iepeade B apXuB 00pa30BaTeIbHON OpraHu3aluu
BKJIIOYAET SKCIEPTU3Y HAYYHOU U NPAKTUYECKON [IEHHOCTH JOKYMEHTOB,
oopmiieHue €7, COCTaBJICHUE OMHCH.

7.2. JkcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusza yeHHoCmMu 0OKyMeHmMo8 — OTpeJieJieHre IEHHOCTH IOKYMEHTOB
C 1IeJIbI0 0TOOpA UX Ha XPAHEHHUE U YCTAHOBJIEHUE CPOKOB XpaHEHUs. DKCIEPTU3Y
LIEHHOCTH JIOKYMEHTOB B 00pa30BaTelIbHOM OpraHU3alMK OCYIIECTBIISET MOCTOSIHHO
JIEWCTBYIOLIAsA SKCIIEPTHAS KOMUCCHS.

7.2.2. Dxcnepmuas komuccus HA3HAYAETCS IPUKA30M JIMPEKTOPA MIKOJbL. B cocTa
DKCIEPTHOM KOMUCCUU BKJIIOYAIOT HE MEHEE TPEX COTPYJHUKOB, B TOM YHUCIIE B
00s13aTEIbHOM TMOPSIIKE JIMIIO, OTBETCTBEHHOE 32 BEJICHUE apXMBa IIKOJIbI, U

~6~



JTUPEKTOP MyHUIIUMTIATBLHOTO apxuBa (1o coryiacoBanuio). CexkperapeM DKCIEepTHOM
KOMHCCHUU Ha3HAYaIOT CEeKpeTapsi 00pa3oBaTeIbHONW OpraHu3alii. JKCrepTHas
KOMHCCHS Ha 3aCE€JaHUSIX PACCMATPUBAET: HOMEHKJIATYPY A€M IKOJIbI, OITUCH JENT
MTOCTOSTHHOT'O XPaHEHUs U 110 JUYHOMY COCTaBY, aKThl HA JIOKYMEHTBI, BBIICIIIEMbIC
K YHHUUTOXEHUIO.

7.3. Opopmnenue oen

7.3.1. Jlesia OCTOSIHHOT'O XpaHEHHUSI TIOJIIIUBAIOTCS] B TBEP/IYIO O0JI0KKY CYpOBBIMU
HUTKaMU. JIUCTBI HyMEPYIOTCA B PABOM BEPXHEM YTIIy IPOCTHIM KapaHaIllIoM.
KonnuecTBo MUCTOB B KaXI0M Ji€j€ HE JOJDKHO IpeBbimarh 250. B KoHIE ena Ha
OT/ICJIHOM JIUCTE COCTABJISIETCS 3aBEPUTEIbHASI HAIUCH.

7.3.2. Ha 0610kKe 1e7T TOCTOSTHHOTO XPAHESHMS TIOJKHBI OBITh TTPOCTABIICHBI
CJICAYIOIINE PEKBU3UTHI: TOJTHOE HAUMEHOBAHUE BHIIIECTOSIIEH OpraHu3alni,
HAaMMEHOBaHUE 00pa30BaTEIbHON OpraHU3aliK, HOMEP (MHJEKC) Jena 1Mo
HOMEHKJIaType, 3aroJ0BOK JI€1a, KOJIUYECTBO JIUCTOB, CPOK XPAHEHUS UM OTMETKA
«XpaHUTh MOCTOSTHHO», HOMEP (POH[Ia, OMUCH, Jea.

7.3.3. [1o okOHYaHUU JEIOMPOU3BOACTBEHHOTO Toa B 0pOpMIICHHBIE 00JI0XKKH JeIT
MOCTOSTHHOT'O XPAHEHHSI BHOCSTCSI HEOOXO0IUMbIE YTOYHEHUS: B 3aTOJIOBKH JEJI,
coJiepKallluX PaCTIOPSAUTEIbHBIEC JOKYMEHTHI (ITPUKa3bl, TPOTOKOJIbI), BHOCITCS
HOMEpA; €CIU JEJO0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KOJKJIOM TOME
YKa3bIBAE€TCSI KOPPECHIOHICHT, aBTOP, TEPPUTOPHUSI, IpyTHE NaHHbIC. B Kaxx10M TOMe
yKa3bIBaeTCs JaTa (4Mciio, MECsIl, Foj1) Hayajla i OKOHYaHUSI TaHHOTO ToMma. TouHbIe
JIaThl IPOCTABJISIOTCS HA 00JIOKKAX JJIsl OBICTPOIO MOUCKA JOKYMEHTOB B
MOCJEAYIOIIEM; U3 3aBEPUTEIIHHON HAAMUCH HA 00JIOKKY Jieja BRIHOCUTCS
KOJIMYECTBO JIUCTOB B JIETIC.

7.3.4. Hangnucu Ha 0010KKax JeJ1 MOCTOSTHHOTO U IOJITOBPEMEHHOTO XPaHEHUs
CJIeAy€eT MPOU3BOAUTH YETKO, CBETOCTOMKHUMU YEPHUIAMMU.

7.3.5. Jlyis y4eTa KOJIM4ecTBa JUCTOB B Jieie ¥ (pUKcaIu 0COOCHHOCTEN UX
HyMEpalrH Ha OTJIEJIbHOM JIMCTE COCTABIIAECTCS 3aBEPUTEIbHAS HAMIIKCH.

7.3.6. B 3aBepuTebHONM HAMUCH YKA3bIBACTCS KOJMYECTBO JIUCTOB (TudpamMu u
MPOIKCHIO) B JieJie. 3aBepUTebHAs HAIUCh MTOAMUCHIBACTCS COCTABUTEIIEM C
YKa3aHHEM €ro JOJLKHOCTU U JIaThl COCTABJICHUS.

7.3.7. BHyTpeHHsIsI ONUCHh COCTABISAETCS K JejiaM OCTOSIHHOTO U JJOJITOBPEMEHHOTO
(cBbrmie 10 jeT) cpoka xpaHeHusi, ChOPMUPOBAHHBIM 10 PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3ar'0JIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJICPIKAHUE
JIOKYMEHTOB (0C000 1IEHHBIE, IMYHBIE AeNa U JIp.).

7.4. Onucanue 00Kymenmoe noCmoaHH020 CPOKA XPAHEHUS

7.4.1. Onucu coCTaBISAIOTCS pa3lesIbHO Ha Jeja MMOCTOSHHOTO XPaHEHUS 110
OCHOBHOMU JESATEILHOCTH U Ha Jiejia M0 JIMYHOMY COCTaBy.

7.4.2. Onucy COCTaBIISIOTCS ISIONPON3BOIUTEIICM.

7.4.3. Onuck BeeTcs B €MHON BAJIOBOM HyMEpallud B TEUEHUE HECKOJIBKUX JIET.
7.4.4. Ha nema ¢ HCTEKIIUM CPOKOM XPaHEHHUS COCTABIIACTCS aKT 00 YHUUYTOKCHUHU.
7.4.5. Ilo OKOHYaHUM IEJIONPOU3BOICTBEHHOIO r0/ia B 00pa3oBaTeIbHON
OpraHu3aly MPOU3BOAUTCS OTOOP JOKYMEHTOB ITOCTOSIHHOT'O CPOKA XPAHEHHUS 1JIs
BKJIFOUEHHUSI UX B ONMKUCh. OMUCHh COCTOUT U3 TOJOBBIX Pa3/iesioB, BHYTPU roja jiesa
pacroiaratoTcs o CTerneHu 3HaUUMOCTH C Y4€TOM HOMUHAJIBHOTO pUHIUIIA (B
COOTBETCTBUH C HOMEHKJIATypoi 00pa3oBaTebHON OpraHU3alum).
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7.4.6. Oncu COCTaBISIOTCA Pa3AelibHO Ha Jiejia TOCTOSTHHOTO XpaHEHHs 10
OCHOBHOM JISATEIILHOCTH U Ha JIeJia 110 JIMYHOMY COCTaBYy.

7.4.7. Onucu cOCTaBJISIOTCS CEKPETAPEM.

1.5. lena spemennoco xpanenus oOPMIISIOTCS YIIPOILIEHHO: OHU HE MOIITUBAIOTCS,
JMCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JIOKKaX HE TIPOU3BOAUTCS, OTIMCH Ha
JieJia He COCTaBJISIIOTCS, YUET BEJIETCS TI0 HOMEHKJIaType Jell.

8. YcioBusi XxpaHeHUs IOKYMEHTOB apXMBa IKOJIbI
8.1. JIOKyMEHTHI apXrBa XpaHATCS B apXUBOXPAHMIHIIE 00IIe00pa30BaTeIbHOM
OpraHU3alI1u.
8.2. He nonyckaercs pa3MeIIEHUE apX1Ba B MOABAJIbHBIX U Y€pAAYHBIX
MOMEIIEHUSIX [IKOJIBI.
8.3. ApXUBOXpaHUJIUIIE JIOJKHO OBITh yIaJICHO OT JIA00PATOPHBIX,
MIPOU3BOJICTBEHHBIX, OBITOBBIX MTOMEIICHUN U HE UMETh OOIINUX C HUMU
BEHTWISIIUOHHBIX KaHAJOB. APXUBOXPAHWINILE OTACISAETCA OT COCEAHUX
MOMEIIEHU HECTOPAEMBIMH CTEHAMU U MEPEKPBITUSIMU C TIPEAECIAMU
OTHECTOMKOCTH HE MEHEE JIBYX 4acoB. B apXuBOXpaHUIUIIE HE AOITYCKAETCA
MPOKJIaJKa TPYO BOJOCHAOKEHUS U KaHAIM3ALUK, TEXHOJIOTUYECKUE MU OBITOBBIC
BBIBO/IbI BOJIBI.
8.4. ApXHBOXpaHWIUIIE JOJXKHO UMETh €CTECTBEHHYIO MJIM UCKYCCTBEHHYIO
BEHTWJISIMIO, 00ECIICUNBAIOIIYIO PELIUPKYIISIIUIO BO3yXa, CTA0UIIBHOCTD
TeMIEPaTyPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mocrymnaronye B apXxuB 00pa3oBaTeIbHONW OpraHU3alMKU JOKYMEHTHI
pa3MeIIalTCs B apXMBOXPAHWIUIIAX HA CTAIIMOHAPHBIX /WM TTEPEABUKHBIX
METaJUIMYECKHUX CTEJUIaXKaxX, B METANTHYECKUX IKadax Wi KOHTeHHepax.
8.6. Ctemiaxu J0HKHBI ObITh YCTAHOBJICHBI IEPIICHAUKYJIIPHO CTEHAM C OKOHHBIMU
IPOEeMaMH, a B IOMEIIEHUU 0€3 OKOH - C y4eTOM 0COOCHHOCTEH MOMEIIECHUS U
obopynoBanusi. He nomyckaercs paMeliieHre cTeiaXked BITIOTHYIO K Hapy>KHBIM
CTEHaM 3[aHus U K UICTOYHUKAM TeIlIa.
8.7. PaccTaHoBKa cTeuiakedd v mMKkadoB OCYIIECTBISETCS B COOTBETCTBUHU CO
CICAYIOIIMMU TPEOOBAHUSIMMU:
¢ PACCTOSIHUE MEXKIY pSAJaMu cTeJUiaxel (raaBHbIi npoxo) — He MeHee 120 cm;
e paccTosiHUE (ITPOXOJT) MEXKIY CTEIIaXKaMHU — HE MEeHee 75 cM;
 PACCTOSIHUE MEXK/IY HAPY>KHOWU CTEHOM 3/1aHUS U CTEJUIAXKAMMU,
MapajuieIbHBIMUA CTEHE — HE MEHEE 75 CM;
¢ PACCTOSIHUE MEXKIY CTEHOM M TOPLIOM cTejulaxka uin mkada (o0xon) — He
MeHee 45 cM;
o PACCTOSIHUE MEXKY MOJIOM Y HUKHEH TOJIKOW cTesutaxa (mkada) — He MeHee
15 cM, B IIOKOJBHBIX dTa)kax — He MeHee 30 cMm.
8.8. ITpoTrBOMOXKAPHBIN PEKUM B 3[JAHUSX, T/I€ pPa3MEIAETCS apXUB IIKOJIbI, U B
apXMBOXPAHWIIMILAX YCTAaHABIMBAETCSI B COOTBETCTBUU ¢ [IpaBuiiamu
IPOTUBOMOXKAPHOTO pexuma B Poccuiickoit denepanuu ot 16 centsiops 2020 rona
Ne1479.
8.9. ApXUBHBIE TJOKYMEHTHI CIEYET XPAHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT JICHCTBUS CBETa 00ECIICUNBACTCS XPAaHCHUEM
JIOKyMEHTOB B KOPOOKax, Manmkax M MeperJieTax, B mkadax uiv Ha CTeJUIaxax




3aKPBITOTO THUIIA.
8.11. EcTecTBEHHOE OCBEIIIEHUE B APXUBOXPAHUIIUIIE JTOTYCKAETCS IPU YCIOBUU
MPUMEHEHUSI HA OKHAX CBETOpAcCCEUBaTeNeH, peryJiiTOPOB CBETOBOIO MOTOKA
(cienMabHBIX CTEKOJ), 3aIUTHBIX (PUIIBTPOB U MOKPBITHIM, HKATIO3H.
8.12. JlJist uICKyCCTBEHHOTO OCBEILIEHUSI IPUMEHSIOTCS JIaMITbl HAKAJIMBaHUS B
3aKpBITHIX MJ1a)OHAX C IIaJIKOU MOBEPXHOCTHIO.
8.13. B apxuBOoXpaHUIHUIIIE JIJIsl XPAHEHUS TOKYMEHTOB YCTAHABIUBAIOTCS
CJICIYIONTHE TApPaAMETPhl TEMIEPATYPHO-BIAKHOCTHOTO PEKUMA:

o JJIsl XpAHEHUS JOKYMEHTOB Ha OyMa)XHOM HocuTene — temmeparypa 17-19°C,

OTHOCHUTEJIbHAS BIAXKHOCTH Bo3ayxa — 50-55%.

8.14. [lomemneHus apxuBa 00pa30BaTEIILHON OpTraHU3AINH TOJDKHBI COJIEPYKAThCS B
YUCTOTE, B YCIOBHSIX, HCKITFOYAIOIINX BO3MOKHOCTH MOSIBJIICHHSI TNICCEHU,
HACEKOMBIX, MBUTH.

9. 3ak/II04NTeIbHbIE M0JI0KEHUS

9.1. Hactosmee [lonoxenue o0 apXuBe sIBISIETCS JIOKAJIbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMaeTcst Ha O01eM coopanun pabOTHUKOB IIKOJIBI M YTBEPKAaeTCs (JTM00
BBOJIUTCS B JISUCTBHUE) MPUKA30M JUPEKTOPA 0011e00pa30BaTEeIbHON OpraHU3alliH.
9.2. Bce u3MeHeHus U JOIOJHEHUs, BHOCUMBIEC B HacTosIlee I1omoxenue,
0(OpMIISIFOTCSI B TUCbMEHHOM (hopMe B COOTBETCTBUU JACHCTBYIOIINM
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanuu.

9.3. Ilonoxxenne 06 apxuBe 0011e00pa30BATENBbHON OpraHU3aluy MPUHUMAETCS Ha
HEOIPEICIICHHBIN CPOK. M3mMeHnenus u nonoaHenus K [1010KeHn0 MpUHUMAKOTCS B
nopsiake, npeaycMoTpeHHom 1.9.1. nacrosimero [lonoxeHus.

9.4. ITocne npunsatus [lonoxenus (MM U3MEHEHUN U TIOTIOJIHEHUU OTJICJIbHBIX
MyHKTOB U pa3/ieliOB) B HOBOW peJlakiMK MPEAbIYyIasi peJakiiusg aBTOMATUYECKH
yTpauuBaeT CHUILY.



