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[losoxmenne
00 apxXHBe WKOJIbI

1. O6mue noJozKeHust

1.1. Hacrosmee [loroxcenue 06 apxuse wikonst pazpabotano Ha ocHoBaHuH IIpumepHoro
NONIOKeHHUs: 00 apXWBe OpraHM3allih. YTBEPIKJIEHHOrO MpHKazoM (enepaibHOro apXHBHOIO
arenrcrBa Ne 42 ot |1 anpens 2018 roja. 8 coorserersin ¢ [pukazom MunkyasTypsl Poceuu ot
31.03.2015 Ne 526 "O0 yTBep:KACHHH NPABHI OPraHN3aLlil XPAHEHUs, KOMILIEKTOBAHMS, yueTa
H HCIOJIb30BAaHUS IOKYMEHTOB ApXHBHOTO (honna Poceuiickoit Peaepannu U Apyrux apXmMBHBIX
JIOKyMEHTOB B OpraHax TroCyJapCTBEHHOH BIIACTH, OpraHaXx MECTHOIO CamOyIpaBIEHHS H
opranu3auusax", YeraBom o6ueobpa3oBaresbHON OpraHu3aiui.

1.2, Jlannoe [lonoxkenne 06 apXuBe IIKOJBI ONpEJESeT COCTAB JOKYMEHTOB apXHBa
00ueoOpa3oBaTebHOM  OPraHM3allid M YCJIIOBHMS MX XPAHEHHMs, YCTAHABIMBACT 3ajavu.
HasHayeHWe M (QYHKUMM IIKOJIBHOrO apXMBa, pEraMEHTUPYET AeATeNbHOCTh  JIMLA,
OTBETCTBEHHOTO 3a BEJCHHE apXvBa B OPraHM3AlMM, OCYLIECTBISIOUICH 00pa3zoBaTe/bHYIO
JICATEIILHOCTb.

1.3. B cBoe# 1eaTebHOCTH apXHB PyKOBOJACTBYeTcss MenepanbHbiM 3akoHom Ne 125-B3 or
22.10.2004 «O6 apxuBHOM zesie B Poceniickoii Menepaitniy» ¢ uaMeHeHusmMu Ha 11 wions 2021
rojia, HOPMaTHBHBIMH MpPaBOBbIMM akTamu Poccuiickoit desepaunn, cydbekra Poccuiickoii
Denepaunu B chepe apXMBHOIO Je1a U ACTONPOU3BOACTEA, JTOKAILHBIMH HOPMATHBHBIMH AKTAMK
o06meobpasoBaTebHON OpraHu3alum.,

1.4, JIokyMeHTbI OpraHu3allii, OCYIIECTBIAIOWEH 00pa3oBaTeIbHYIO JIEATENLHOCTh, HMEIOIIHE
HCTOPUYCCKOE, KYAbTYPHOE, HAYUHOE. COLUMATLHOC. IKOHOMHUYECKOE M MOIMTHUECKOE 3HAUCHHUE.
COCTaBJISAIOT TOCYNAPCTBEHHYIO YacTh ApxuBHOro (onia Poccuiickoit Mejepaiun. sBiasiores
COOCTBEHHOCTBIO FOCY/IAPCTBA M MOAICKAT [IOCTOSHHOMY XPAHEHMIO B FOCYAAPCTBEHHBIX
apxuBax Poccuiickoit ®enepaunn. [lo nepeaud Ha rocy1apcTBEHHOE XPAHEHHE aHHbIE
JIOKYMEHTBI BPEMEHHO XpaHATCs B 061eo0pa3oBaTe/IbHON OpraHu3alum.

1.5. B wkone mns XpaHeHHst JOKyMeHTOB ApxuBHoro onga Poccuiickoit ®enepaumnn u
3aKOHYCHHBIX JIeJIONPOM3BOACTBOM JIOKYMEHTOB MIPAKTHYECKOro Ha3HaueHus, ux otbopa, yuera,
UCMOJIb30BAHUSI U MOJATOTOBKH K Iepejlaue Ha rocyIapCTBEHHOE XpaHeHHE CO3/1aeTCsl apXHB.
1.6. ApXMB coO3[aeTcsi Kak CaMOCTOSITENIbHOE [0pa3/e/ieHHe, BO3IIIABISEMOS  JIMILOM.
OTBETCTBEHHbBIM 3a BEJICHHE aPXUBA COrIACHO NPUKa3y AUPEKTOPA WKOIbI,

1.7. Opranusauus, 0CyIECTBSIOMAsS 00pa30BaATENbHYIO JIESTEILHOCTD, 00eCneunBaeT apxuB
HEOOXOAMMBIM MOMeEIIEHHEM, 000PYI0BAHHEM H Kalpamu.

1.8, OGweoOpasosatenbhas —opranusaius —0o0eCreUHBAET COXPAHHOCTb, YYeT, OTOOp.
YHOPSZIOUCHHE M MCTIONB30BAHWE JIOKYMEHTOB ApxuBHOro ¢onna Poccuiickoii Menepaunn.
00pasytoumxes B ero jeste/ibHocTH. OfecnednBaeT CBOCBPEMEHHYIO Mepe/iady THX JJOKYMEHTOB
HA rOCYapCTBEHHOE XpaHEeHHeE.

1.9. Bee paGoTbl, cBsi3aHHBIE C MOATOTOBKOI. TPAHCTOPTHPOBKOH M repeiadyell apXMBHBIX
JIOKYMEHTOB, IIPOU3BOSITCS CHIAMH U 38 CUET LIKOJIbI.



1.10. 3a yrpary u nmopuy gokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu 10HKHOCTHBIE
JIMIIa OpTraHU3alMH, OCYILECTBIIAIONIEH 00pa30BaTENbHYIO IESTENbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOATEIbCTBOM.

1.11. IxonbHbIA apxuB pabOTaET COINIACHO JaHHOMY [l0JIOXKEHHUIO U TMIIaHy, YTBEPKIAEMOMY
TUPEKTOPOM 00111e00pa30BaTeIbHOI OpraHu3alyy, 1 OTYUTHIBACTCS TIepel HUM B CBOEH padorTe.
1.12. KoHTpOJIb AESTEILHOCTH apXUBa OCYIIECTBISIET TUPEKTOP OPraHU3alNH, OCYIIECTBIISIIOIIEH
00pa30BaTEILHYIO JICATEIBHOCTb.

2. CocTaB OKYMEHTOB apXMBa

2.1. B mIKOJIBHBINM apXUB MOCTYNAIOT:

e 3aKOHYEHHbBIE  JIEJIONPOM3BOJCTBOM  IIKOJbl  JIOKYMEHThl  IIOCTOSIHHOTO  XpaHEHHS,
oOpa3oBaBIIMecs B JAEATEIBHOCTH CTPYKTYPHBIX IOJPA3/ICICHUH, TOKYMEHTHI BPEMEHHOTO
(cpire 10 set) cpoka XpaHeHUsl, HEOOXOAUMBbIE B IPAKTUUECKOU AESITEIbHOCTH, TIOKYMEHTHI
0 KaJpaM ¥ 00y4JaroIuMCs;

e JIOKYMEHTHI IOCTOSIHHOTO XpaHEHUS U 10 JIMYHOMY COCTaBY OpraHU3aliii-IIpe /IIIIECTBEHHUKOB;

e JMYHBbIE (QOHIBI BEAYIIMX PAOOTHUKOB OpraHU3alMM, OCYLIECTBIISIONIEH 00pa30oBaTelbHYIO
NEeSITeNIbHOCTb, MOCTYUBIINE B APXUB;

e CIy)KeOHbIE U BEJJOMCTBEHHbIE U3/1aHNUS;

e  CIPaBOYHO-TIOMCKOBBIE CPEJICTBA K IOKYMEHTaM M yU€THbIE JOKYMEHThI ApX1Ba OpraHu3aluy,
OCYILIECTBIISIONIEN 00pa30BaTeNbHYIO JESTEIbHOCTD.

2.2. Cpoku XpaHEHMsI JOKYMEHTOB B apXHBE 00pa30BaTEIbHON OPraHU3allUU OIpPeNesIOTCs
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEP)K/IEHHON HOMEHKJIAType Jell.

3. 3aga4m apxuBa

3.1. OCHOBHBIMH 3aJja4aM¥ apXUBA SIBIISFOTCS:

3.1.1. Opranuzanusi XpaHeHUsI JOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTPEH pa3iaeiaom 2
Hacrosero [Tonoxenus 06 apxuBe 0011e00pa30BaTeIbHON OpraHU3aIig.

3.1.2. KommekroBaHue apXuBa JOKyMEHTaMU, 00pPa30BaBIIMMHUCS B ICITEIILHOCTH OpPraHU3alluHy,
OCYILIECTBIISIONIEH 00pa30BaTENbHYIO JEATEIbHOCTD.

3.1.3. Vwuer, o0ecrieueHne COXpaHHOCTH, CO3JaHUE HAYYHO-CIIPABOYHOIO  ammapara.
3.1.4. Hcnosb30BaHUsI [TOKYMEHTOB, HAaXOJSIIMXCS Ha XpaHEHUHW B apXvMBE IIKOJIBI.
3.1.5. TloaroToBKa M CBOEBpPEMEHHas Tepenada JOKYMEHTOB ApxuBHOTO (onma Poccuiickoi
@Oenepanli  Ha TMOCTOSHHOE XpaHEHHWE B TOCYAAPCTBEHHBIH (MyHULMIAIbHBIA) apXUB.
3.1.6. MeTtonnyeckoe pyKOBOJCTBO W KOHTPOJb 32 (opMUpOBaHHUEM U O(OpMIICHHEM el B
JIeIONPOU3BOJICTBE IIKOJBl M CBOEBPEMEHHOW TIepeiadeil ux B apxuB 00pazoBaTeIbHOU
OpraHu3aIiy.

4. OyHKUMH apXMBa MKOJIbI

B cooTBeTcTBUU ¢ BO3J0KEHHBIMHU 3ajladyaMHl apXUB OCYILIECTBISET clAeAyrolne (YHKINH:
4.1. Opranusyer mnpueM TOKYMEHTOB MOCTOSHHOTO M BpeMEHHbIX (cBbimie 10 JeT) cpokoB
XpaHEHUs, B TOM YHCIIE M0 KajpaM U 00yJaromumcs, 00pa30BaBIINXCS B JESITEIbHOCTH IIKOJIBI,
B COOTBETCTBUU C YTBEPKICHHBIM I'padUKOM.

4.2. ObecnieunBaeT COXPAHHOCTb U BEAET y4eT IOKYMEHTOB U (DOHIOB, HAXOAAIIUXCA Ha
XpaHEHUH B apXHBe 0011e00pa3oBaTeIbHON OpraHU3aIiu.

4.3. IlpencraBisieT B rOCyIapCTBEHHBIN (MYHUIIMTIANBHBIN) apXUB YUeTHBIE CBeIeHUSI 00 00beMe
M COCTaBe XpPAHSAIIUXCS B apXuBe WIKOJBI JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
denepauuy U APYTUX apXUBHBIX TOKYMEHTOB B COOTBETCTBUH C MOPSAKOM TOCYIapCTBEHHOTO
ydyera JoKyMeHTOB ApxuBHoro (onna Poccuiickoit deneparum.

4.4. CucremMatu3upyeT M pa3MellaeT AOKYMEHTHI, MOCTYNAIOIMIME HA XPAaHEHHE B IIKOJIbHBIN
apxuB, 00pa30BaBIIMECS B X0JI€ OCYIIECTBICHUS AEATEIbHOCTH OPraHU3aIM1, OCYIIECTBISIOMEH
00pa30BaTeNbHYIO AEATEIbHOCTD.

4.5. Pa3zpabatbIBaeT rpauku IpeAcTaBICHUs ONMCEl HAa pacCMOTPEHHE FIKCIIEPTHO-ITPOBEPOUHOM
KOMHUCCHU U TIepefadu TOKyMeHTOB ApxuBHOro ¢ouna PD Ha xpaHeHue B TOCyIapCTBEHHBII
(MyHUIIMTIAJIBHBII ) apXUB.

4.6. Ocy1iecTBiseT NOArOTOBKY U IIPEJICTABIISIET:




e HA PacCMOTPEHME U COIJIACOBAHHE SKCIIEPTHOW KOMHMCCHM IIKOJIBI OMMCH JEJI IOCTOSHHOIO
XpaHeHUs, BpeMeHHbIX (cBhimie 10 JeT) CPOKOB XpaHEHHUs, B TOM 4YHUCJIE IO KaapaMm Hu
oOyJaromumcsi, a TakKe aKThl O BBLACICHUU K YHHUTOXKECHHIO apXWUBHBIX TOKYMEHTOB, HE
MOAJIeXKAIUX XPAaHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX IIOBPEXKACHUAX
ApPXUBHBIX JIOKYMEHTOB;

e Ha YTBEPKIEHHE HKCHEPTHO-TPOBEPOYHONW  KOMHUCCHUU  YIIOJHOMOYEHHOIO  OpraHa
WCIIOJIHUTEIIBHOM BiIacTh cyobekTa Poccuiickoit deneparuu B cdepe apXuBHOTO Jieia (naiee -
OIIK apXUBHOTO yupeKICHHS) OIIUCH JIeN TIOCTOSHHOTO XpaHEHHUS;

e mHa commacoBanue OIIIK apxuBHOoro yupexaenusi cyobekra Poccuiickoit Denepanun
(MyHUIIMIIAJIBHOTO apXHuBa), B Cllydyae HAJEJCHHUSI €r0 COOTBETCTBYIOIIMMH IOJHOMOYMSIMH,
OTIMCH JIeJI IO IUYHOMY COCTaBY;

e mHa cormacoBanue OJIIK apxuBHOro yupexaeHusi cyonekta Poccuiickoit ®Denepanun
(MyHUIIMIIAIBHOTO apXuBa), B Cllydyae HAJEJCHHUS €ro COOTBETCTBYIOUIMMH MOJHOMOYMSIMHU,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUSIX aPXUBHBIX TOKYMEHTOB;

e Ha YTBEPXKJEHUE AUPEKTOPY IIKOJIbI ONMHUCH JIeJI MOCTOSIHHOTO XpaHEHUs, OMMCH BPEMEHHBIX
(cBbrmie 10 j1eT) CPOKOB XpaHEHHUsI, B TOM YHCII€ OMUCH JIEN 10 KaJpaM U 00yJaroluMCsl, aKThI
O BBIIEJICHUH K YHUUTOXKEHHUIO apXUBHBIX JOKYMEHTOB, HE MOJJIEKALUIUX XPAaHEHUIO, aKThl 00
yTpaTte JOKYMEHTOB, aKThl O HEUCIPABUMBIX TIOBPEKIECHUAX apPXUBHBIX JTOKYMEHTOB,
yTBepkaeHHbIe (cornacoBanHble) DIIK unu rocynapctBeHHBIM apXxuBOM cyObekTa Poccuiickoit
Oenepanyy (MyHUIUOAIBHBIM apXWBOM) B Cllyyae HAJENIEHUs €ro COOTBETCTBYIOLIUMU

TTOJTHOMOYHSIMH.
4.7. Opranumsyer mnepenady nokymMeHTOB ApxuBHoro ¢onma Poccuiickoit denepamuu Ha
MMOCTOSTHHOE XpaHECHHE B roCyAapCTBEHHBIN (MyHUIIUTIQTHHBIN ) apXuB.

4.8. OpranusyeT W MPOBOJIUT AKCIIEPTU3Y IIEHHOCTU JTOKYMEHTOB BpeMeHHBIX (cBhiie 10 yer)
CPOKOB XpaHEHHUs, HAXOAAIIUXCS Ha XpaHEHUH B apXUBE IIKOJIbI B LIEISIX 0TOOpa JOKYMEHTOB IS
BKJIIOYEHUS] B cocTtaB ApxuwBHOTO (oHma Poccuiickoii ®Denepanmu, a TakKe BBISBICHUS
JOKYMEHTOB, HE MOAJIEKALINX JabHEHIIIEMY XpaHEHHUIO.
4.9. VYuactByer B paboTe SKCHEPTHOW KOMHCCHU OpTraHU3AIMH, OCYIIECTBISIOMEH
00pa30BaTeNbHYIO JIeATEIbHOCTb.
4.10. [IpoBoaut MepompusTHs M0 00ECIEYEHUIO COXPAaHHOCTU JOKYMEHTOB, HaXOJAAIIUXCS Ha
XpaHEHUM B apXWBE OPraHU3allid, OCYIIECTBISIONICH 00pa30BaTENbHYIO AEATEIbHOCTb.
4.11. Opranuzyer MHQOPMUPOBAHUE AJMUHUCTPALMU U PAOOTHUKOB MIKOJIBI O COCTaBe M
COJIEp’)KaHUU JOKYMEHTOB apXuBa OpraHu3allid, OCYIIECTBISAIONIEH 00pa30BaTeIbHYIO
NeSITENIbHOCTD.
4.12. UadopmupyeT moap30BaTeeii Mo BOMpPOCaM MECTOHAXOXICHUS apXUBHBIX JOKYMEHTOB.
4.13. Opranu3zyeT BblJady JOKYMEHTOB U JieN Jjs paboThl B yYUTENbCKOW UM BO BPEMEHHOE
M0JIb30BAHHUE.
4.14. VcnonHsieT 3ampochl OpraHU3aliii U 3asBJICHUS TPaxJaH 00 YCTaHOBIEHUU TPYIOBOTO
CTa)ka M JPYTUM BOTIPOCAM COLIMATIBHO-TIPABOBOTO XapaKTepa, B YCTAHOBICHHOM MOPSIKE BbIIAET
KOIUU JIOKYMEHTOB U apXUBHBIE CITPABKU.
4.15. Bemer y4er WHCIONB30BaHHUS JOKYMEHTOB apxuBa oOpa3oBaTelbHON OpraHu3alvu.
4.16. Co3maer ¢GOHI TOIB30BAaHUS apXHBa IIKOJIBl W OPraHU3yeT €ero HCIOJIb30BaHHUE.
4.17. OcymiecTBisieT BEACHHE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM MIKOJIBHOTO
apxuBa. Co31a€eT, NOMOJHAET U COBEPIIEHCTBYET HAYYHO-CITPABOYHBIN alllapaT K XpaHsIIUMCS B
apXuBe JieJaM U JOKYMEHTAaM.
4.18. YuacTByeT B pa3paboTKe JOKYMEHTOB OpraHu3allii, OCYIIECTBISIONIEH 00pa3oBaTeNbHYIO
NEeSATENbHOCTb, M0 BOIIPOCAM APXUBHOTO JeJia U JeIONPOU3BO/ICTBA.
4.19.0xa3pIBa€T METOAUUYECKYIO IOMOIIIb:

e chnyxk0e IenompOU3BOJCTBA IIKOJBI B COCTABICHHU HOMEHKJIATYpHI e, (popMUpoBaHUU U

opopMIeHHH e, KOHTPOJUPYET MPaBUIBHOCTh (POpPMHUpPOBaHUS U O(OpPMIICHUS [el1 B
JIEJIONIPOU3BO/ICTBE;



e CTPYKTYPHBIM IOJPA3JEIICHUSIM U paOOTHUKAM ILKOJIbI B IOATOTOBKE IOKYMEHTOB K Iepeaaye
B apPXHB OpraHU3aluH, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO IESITEIbHOCTb.

4.20. YyacTByeT B MpPOBEACHUU MEPONPHUATHHA IO MOBBIIICHUIO KBATU(UKAIUU paOOTHHUKOB
apXMBa U CIY’KObI 1EJIONPOU3BOJICTBA 00PA30BATENBHON OpraHu3alny.

S. IIpaBa apxuBa

J1J1 BBINOJIHEHMSI BO3JIO’KEHHBIX 33434 U (PyHKLU JIM1I0, OTBETCTBEHHOE 32 apXUB, UMEET MPaBO:
5.1.  IlpencraBnsTh  JUPEKTOpPY  OpraHU3allid, OCYILECTBISIOUIEH  00pa30BaTeNIbHYIO
NESTeNIbHOCTb,  NPEMJIOKEHHUS 10  COBEPUICHCTBOBAHMIO  OpPraHM3allUd  XpaHEHUs,
KOMILJIEKTOBaHMSI, y4e€Ta U HCIOJIb30BAaHUS AapPXUBHBIX JIOKYMEHTOB B apXUBE IIKOJbI.
5.2. KoHTpoaupoBaTh BBINOJHEHUE YCTAHOBJIEHHBIX IpaBWil pabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX  IOJpA3JCJICHUSAX  OpraHu3aluM,  OCYLIECTBIISIIOIIEH  00pa3oBaTeIbHYIO
NESITENIbHOCTbD.

5.3. 3ampamuBaTh OT CTPYKTYpPHBIX MOJApA3JeNeHUd M paOOTHUKOB IIKOJBl CBEJICHUS,
HE0OX0IuMBbIe JJIsl pabOThl apXHBa, C YIETOM OOECTIE€UEHHS BBIIIOJHEHHS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U QYHKIIHII.

5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHJAIMU MO BOMPOCAM, BXOASIIMM B KOMIETEHIIMIO apXHBa
OpraHM3aliK, OCYIIECTBIISAIONIEH 00pa30BaTENbHYIO I€ATEIbHOCTD.

5.5. HNudopmupoBath CTPYKTYypHBIE MOApPA3ACICHUS IIKOJbI O HEOOXOJAMMOCTH Tepeaavn
JOKYMEHTOB B apXHUB B COOTBETCTBUH C YTBEPKJIEHHBIM IPapUKOM.

5.6. IlpuHuMarh y4yacTHe B 3acelaHUAX OJKCIEPTHOM KOMHCCHM 00111e00pa3oBaTeIbHOMN
OpraHM3aliy, a TaKKe B SKCIEPTHO-NMPOBEPOYHOM KOMMCCHUU YIOJHOMOYEHHOIO OpraHa
WCTIOJHUTENBHOU BiacTu cyonekTa Poccuiickoit deneparuu B chepe apxuBHOTO Jena.

6. OTBeTCTBEHHOCTh 32 QYHKIMOHUPOBAHUE APXUBA

6.1. HaznaueHHO€ TPUKA30M TUPEKTOPA IIKOJIbI JTUIIO, OTBETCTBEHHOE 3a BEJICHUE apXHBa, HECET
MEePCOHAIBHYIO OTBETCTBEHHOCTD 34!

e BBINOJHEHHWE BO3JIOKEHHBIX Ha apXWB 3a4a4 U (QYHKIMI B COOTBETCTBUHU C ACHCTBYIOIINM
3aKoHo1aTenbcTBOM Poccuiickoit denepannu;

e  OpraHu3aluio paboThl apXHBa, CBOEBPEMEHHOE U KBATU(HUIIMIPOBAHHOE BBINOIHEHNE IPUKA30B,
pacnopspKeHUM, MOPYYEHHM BBINIECTOAIIETO PYKOBOJCTBA, JACHCTBYIOIIMX HOPMAaTHUBHO-
MIPABOBBIX AKTOB [0 CBOEMY MPOQIIIIO JIEATEIBHOCTH;

e panuoHanbHOe U 3(()EeKTUBHOE HUCHOJIH30BAHUE MaTEpUATIbHBIX, (DUHAHCOBBIX U KAJAPOBBIX
peCypcoB;

e COCTOSIHME TpPYIOBON U HCIOJHUTEIbCKOW JUCIHUIUIMHBI B apXWBE, BBIMOJIHEHHE CBOUX
(hYHKIIMOHATBLHBIX 00513aHHOCTEH;

e coOmo/ieHue TMpaBWi BHYTPEHHErO PAcloOpska, CaHUTAPHO-IPOTUBOIIHIEMUYECKOTO
pexXuMa, MPOTUBOTIOKAPHOI 06€30MaCHOCTU U TEXHUKHU O€30MaCHOCTH;

e BEJCHHE [IOKyMEHTAIlUU, MPEIyCMOTPEHHON JAEHCTBYIOIIMMH HOPMATHBHO-NPABOBBIMU
JOKyMEHTaMU;

e TMpEJOCTaBICHUE B YCTAHOBIEHHOM TOPSAKE JOCTOBEPHOM CTAaTUCTUYECKOW U UHOU
nH(MOpPMALIUU O IESTEIILHOCTH apXUBa;

e TOTOBHOCTH apXMBa K pabOTe B YCIOBUSIX YPE3BBIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 32 BEJICHUE AEIONPOU3BOICTBA, IOJATOTOBKY M MPEACTABIECHUE JOKYMEHTOB
Ha XpaHEHHE B apXUB, HA3HAYAIOTCS JUPEKTOPOM OpraHM3allMM, OCYLIECTBIISIOLIEH
00pa30BaTENbHYIO AEATEIbHOCTD.

6.3. KOHTpOJIb JEATENBHOCTH apXUBa OCYLLECTBIISET IUPEKTOP OPraHU3aliH, OCYIECTBIISIIOIIE T
00pa30BaTENbHYIO AEATEIbHOCTD.

7. KomniekToBaHue apxuBa

7.1. IloaroroBka JTOKYMEHTOB K Iepejaue B apXUB 0Opa30BaTEIbHOM OpraHu3alM BKIHOYAET
HKCMEPTH3y HAYYHOW M MPAKTUYECKON IEHHOCTU JOKYMEHTOB, O()OpMIIEHHUE JIeN, COCTaBJICHUE
OTIHCH.

7.2. DkcnepTr3a HEHHOCTH JOKYMEHTOB.



7.2.1. Dxcnepmusa yennocmu OOKYMeHMO6 — ONPEAETICHUE IIEHHOCTH JOKYMEHTOB C IIEJIbIO
oTOOpa WX Ha XpPaHECHUE U YCTAHOBIIEHUE CPOKOB XpaHEHHS. JKCIIEPTH3Y [IEHHOCTH JOKYMEHTOB
B 00pa3oBaTeNbHON OpraHU3allii OCYIISCTBISICT TOCTOSHHO JCHCTBYIOIIAsl OSKCIIEPTHAS
KOMUCCHSL.

7.2.2. Dxcnepmuas komuccuss Ha3HAYACTCS MPUKA30M JUPEKTOPA MIKOJIBL. B coctaB DkcrepTHOI
KOMHCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYTHUKOB, B TOM YUCJIE B 00SA3aTEIBHOM MOPSAKE JIUIIO,
OTBETCTBEHHOE 3a BEJCHHE apXuBa IIKOJbl, W JUPEKTOP MYHHUIMNAIBHOTO apxuBa (10
cornacoBannio). CekperapeM DKCHEPTHOM KOMHMCCUM Ha3HAYAIOT CEKpeTapss 0Opa3oBaTesIbHOU
OpraHu3aIii. DKCIepPTHAsI KOMHUCCHS Ha 3aCeIaHMUsIX pPACCMATPUBACT: HOMEHKJIATYPY JEJT IIKOJIbI,
OTIMCH JIeJI TOCTOSTHHOTO XPAaHEHUsI U TI0 JINYHOMY COCTaBY, aKThl HA JOKYMEHTHI, BBIJCIISIEMbIC K
YHUYTOXKECHHUIO.

7.3. Opopmnenue oen

7.3.1. Jlena mocTOSSHHOTO XpaHEHMsI MOAUIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH HUTKaMHU.
JIucTel HyMEpYIOTCSI B TIPABOM BEpPXHEM YIIIy MPOCTBHIM Kapanjaiiom. KonmuecTBo JTUCTOB B
KaXXJIOM JeJie He JO0JDKHO mpeBbimarh 250. B KoHIE fena Ha OTJENbHOM JIMCTE COCTaBIISETCS
3aBepUTENIbHAS HAMHKCh.

7.3.2. Ha 00n0Ke el MOCTOSIHHOTO XPaHEHUs OJDKHBI OBbITh IHPOCTaBJIEHBI CIEAYIOIINE
PEKBU3HTHI:  TOJHOEC  HAWMMEHOBAaHWE  BBHIMIECTOSINEH  OpPraHM3alliid, HaWMEHOBAaHHE
00pa3zoBaTeNbHON OpraHu3ali, HOMep (WMHJIEKC) JNeja MO0 HOMEHKIIAType, 3aroJIOBOK JIena,
KOJIMYECTBO JIMCTOB, CPOK XPAHEHHUS WJIM OTMETKA «XPAHUTH MTOCTOSTHHOY», HOMED (OH/A, OTHCH,
nena.

7.3.3. [1o okOHYaHWU IETOTIPOU3BOICTBEHHOTO T'0/1a B 0(POpMIICHHBIE 00JI0KKH JIeIT IIOCTOSTHHOTO
XpaHEHHUs] BHOCSTCS  HEOOXOIWMBIE YTOYHEHMs: B  3arojlOBKA  JEJ, COJepKallux
pacnopsiauTeNnbHble JOKYMEHTBl (TIPHUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €clu JEeJIo C
MEPENHUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KQ)K/IOM TOME YKa3bIBa€TCsl KOPPECIIOHACHT, aBTOP,
TEPPUTOPUS, IpYrue AaHHbIe. B kaxa0M TomMe yka3bIBaeTcs Jata (Yucio, Mecsl, roJl) Havyajia u
OKOHYAHUS JAHHOTO TOMa. TOYHBIE JAThl MPOCTABISAIOTCA HA OOJOXKKAX AJsl OBICTPOrO MOMCKA
JOKYMEHTOB B TOCJENYIOIIEM; W3 3aBEPUTEIbHONW HAANMUCH Ha OOJIOKKY Jejia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.

7.3.4. Hagnucu Ha 0OJOXKKax JAeN IOCTOSIHHOIO M JOJTOBPEMEHHOTO XpaHEHUs CJeayeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKIUMH YEPHHUIIAMHU.

7.3.5. Jlng ydera KOJIWYECTBA JUCTOB B Jelie U (PUKCAMM OCOOECHHOCTEH WX HyMepalluh Ha
OTJIEJIbHOM JIUCTE COCTABISETCS 3aBEPUTEIbHAS HAIITUCh.

7.3.6. B 3aBepuTeNbHON HAAIKUCH YKA3bIBAETCS KOJMYECTBO JUCTOB (IM(paMu U MPOIHCHIO) B
nene. 3aBepUTelibHAs HAJAMUChH MOIMKMCHIBACTCS COCTABUTENEM C yKa3aHUEM €ro JOJKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHsIsI ONUCh COCTABJISETCS K JiejiaM TOCTOSTHHOTO U JIOJIrOBpeMeHHOro (cBbiiie 10
JIET) cpoKa XpaHeHusl, cpOPMHUPOBAHHBIM MO PA3HOBUAHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOE COJiepKaHHE TOKYMEHTOB (0CO0O ILIEHHBIC, JIMYHBIC AeNia U JIp.).
7.4. Onucanue 00OKyMeHmM 08 NOCMOAHHO20 CPOKA XPAHEHUA

7.4.1. Omucu COCTaBIAIOTCS pa3liebHO Ha Jiella IMOCTOSHHOTO XpaHEHUS [0 OCHOBHOM
JESTEIbHOCTH U Ha JieJa 10 JIMYHOMY COCTaBYy.

7.4.2. OnucH COCTABISIFOTCS IETOMPOU3BOTUTENIEM.

7.4.3. Onuce Bemercd B €AUHOM BaJOBOM HyMeEpallMd B TEUEHHWE HECKOJIbKUX JIET.
7.4.4. Ha penma Cc WUCTEKIIMM CPOKOM XpaHEHHUS COCTaBIAETCS akKT 00 YHHUYTOKECHHUHU.
7.4.5. Tlo OKOHYAaHMHU JEIOMPOU3BOJACTBEHHOTO T0Ja B 00pa30BaTENbHONW OpraHu3alluu
MIPOU3BOJIUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CpPOKa XpaHEHHs JJIsl BKJIIOUEHUS UX B OIHCh.
Onuchk COCTOUT U3 TOJOBBIX Pa3/IeioB, BHYTPH rojia iejia pacioJiaraloTcs Mo CTeNeH! 3HAUUMOCTH
C y4eTOM HOMHUHAJIBHOTO MpUHIMMNA (B COOTBETCTBUM C HOMEHKJIATypoll 00pa3zoBaTenbHOU
OpraHH3aIun ).

7.4.6. Onucu COCTaBIAIOTCS pa3/eIbHO Ha Jiela IOCTOSTHHOTO XPAaHEHHsS 10 OCHOBHOM
JESTEIbHOCTH U Ha JieJia TI0 IMYHOMY COCTaBYy.



7.4.7. OnucH coCTaBIIAIOTCSI CEKPETAPEM.
7.5. [lena épemennoeo xpanernus 0OPMIISIFOTCS YIIPOIICHHO: OHU HE MOAITUBAIOTCS, JIUCTHI B HUX
HE HYMEpPYIOTCSI, YTOUHEHUE Ha 00JI0XKKaxX HE MPOU3BOJIUTCS, OMUCHU HA JieJia HEe COCTaBIISIOTCS,
y4eT BEJIETCS 10 HOMEHKJIAType Jell.
8. YcioBusi XxpaHeHUsi JOKYMEHTOB apXUBA HIKOJIbI
8.1. JIoKyMEeHTBI apXvuBa XpaHITCS B apXHWBOXPAHUJIMIIE OOIIE0Opa30BaTEIIFHON OpraHU3aIiy.
8.2. He momyckaetcsi pa3melreHue apxuBa B MOJBAIBHBIX U YEPHAAUYHBIX MOMEIICHUSIX IIKOJIBI.
8.3. ApXMBOXpaHUJIMILIE I0JDKHO OBITH Y1aJIEHO OT J1a00paTOPHBIX, IPOU3BOICTBEHHBIX, OBITOBBIX
MOMEIIEHUH U HE HMMETh OOIMX C HUMH BEHTWISILIUOHHBIX KaHAIOB. ApPXUBOXPAHWIUIIE
OT/ICNISICTCA OT COCEAHMX MOMEIIEHUN HECTOPAeMbIMU CTEHAMH M MEPEKPHITUAMH C MpeeiaMu
OTHECTOMKOCTH HE MEHEEe JIByX YacoB. B apXuBOXpaHWJIHIIE HE OMYCKAETCs MPOKIAIKa TPyO
BOJIOCHAOKEHMSI ¥ KaHAJIW3allMHM, TEXHOJIOTHUYECKHE WM  OBITOBBIE BBIBOJBI  BOJBI.
8.4. ApXUBOXpaHWIHUIIE ITOJDKHO HMETh ECTECTBEHHYIO WM HCKYCCTBEHHYIO BEHTUJISIIHIO,
00€CTIeUnBAIOIIYI0 PEIUPKYISAIUIO BO31yXa, CTAOMIBHOCTh TEMIEPaTypPHO-BIAKHOCTHOTO
pexuma.
8.5. Bce mocrymnaroniue B apxuB 00pa3oBaTENbHON OpraHM3alliy JTOKYMEHTBHI pa3MelatoTcs B
APXMBOXPAHWINIIAX HA CTAIMOHAPHBIX W/WUJIU TEPEABUKHBIX METAUTMYECKUX CTEeJUIaXax, B
METAJUTMYECKUX MKadax Wid KOHTCHHEpax.
8.6. Crenaxkul 10JKHBI ObITh YCTAHOBJIEHBI MEPIIEHAUKYIISIPHO CTEHAM C OKOHHBIMH IIpOeMaMH,
a B TOMENIEHWHW 0e3 OKOH - C y4eToM OCOOEHHOCTeH momemeHus u obOopynoBaHus. He
JOTIYCKAeTCsl pa3MENIeHUE CTEIUTaKE BIUIOTHYIO K HAPY)KHBIM CTEHAM 37IaHUS M K UCTOYHUKAM
Teruia.
8.7. PaccraHoBka cretaxkeid W mKadOB OCYIIECTBISETCS B COOTBETCTBHU CO CIEAYIOUUMH
TpeOOBaHUSIMH:
e  PACCTOSIHME MEXJY psAaMU CTeJUTaKer (TIaBHBIN poxo) — He MeHee 120 cm;
e paccrosHHE (MMPOXO) MKy CTE/UIaKaMH — HE MEHee 75 cM;
e PpAacCTOSIHME MEXIy HapyKHOW CTEHOW 3[1aHUS M CTeJIaKaMM, NapaiebHbIMUA CTEHE — HE
MmeHee 75 cMm;
e  PACCTOSIHHE MEXJY CTCHOW M TOPIIOM CTesuTaka miH mkada (00xox) — He MeHee 45 cM;
e PACCTOSIHME MEXIy TOJIOM W HIDKHEH TOJIKOW cremaxa (mkada) — He MeHee 15 cm, B
IIOKOJIBHBIX ATaxkax — He MeHee 30 cM.
8.8. IlpoTHBOMOXapHBIA pEKUM B 3JaHUSAX, TJ€ pa3MellaeTcsl apXuB MIKOJbB, U B
apXUBOXPAHWJIMIIIAX YCTAHABIMBACTCS B COOTBETCTBUU C [IpaBuiiaMu MIpPOTHBOIOKAPHOTO
pexuma B Poccuiickoit deneparuu ot 16 centsops 2020 romga Ne1479.
8.9. ApxuBHbBIE JOKYMEHTHI CJIETyeT XpaHUTh B TEMHOTE.
8.10. 3ammura HOKyMEHTOB OT JCHCTBUS CBeTa OOECIIEYMBAETCS XpaHEHHUEM JIOKYyMEHTOB B
KOpoOKax, Mamkax ¢ T[eperuietaXx, B IIKagax WIM Ha CTeUlaXaxX 3aKpbITOro THIIA.
8.11. YpoBeHb UCKYCCTBEHHOTO OCBEIIEHHUS B KHUTOXPAaHWIHIIAX JOJKEH COCTaBISATh HE MEHEe
100 mrokc.
8.12. B apxuBoxpaHWIMILIE s XpaHEHUS JIOKYMEHTOB YCTaHABJIMBAIOTCS CJECAYIOIIHE
napaMeTpsl TEMIEPATYPHO- BIAXKHOCTHOTO PekKUMAa:
e JUIA XpaHEHMs JIOKyMEHTOB Ha OyMakHOM Hocutene — temneparypa 17-19°C, oTHocuTenbHas
BIIQYKHOCTH Bo3ayxa — 50-55%.
8.13. Ilomemienust apxuBa 00pa30BaTEIBHON OpraHU3AIMK JOJDKHBI COJEPKAThCS B YHCTOTE, B
YCIIOBHSIX, UCKITFOUAIOIINX BO3MOKHOCTD MOSIBJICHUS IIJIECEHU, HACEKOMBIX, MBLIH.
9. 3akyII0YUTEIbHBbIE MOJT0KEHUS
9.1. Hacrosimee Ilomoxkenne o0 apxuBe SBISETCS JIOKATBHBIM HOPMATHUBHBIM aKTOM,
npuHuMaetrcs Ha OOmeM coOpaHuu pabOTHMKOB IIKOJBI U yTBepxkaaercs (MO0 BBOIHUTCS B
JeCTBHE) MIPUKA30M JTUPEKTOpA 0011e00pa3oBaTeNbHOM OpraHu3aluu.
9.2. Bce u3MeHeHUs W JOMOJIHEHUs, BHOCUMBbIE B Hacrtosimiee [lomokeHue, ohopMISIOTCS B
MUCBMEHHOW (opMe B COOTBETCTBHM JEHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepauuu.



9.3. Tlonoxenue 00 apxuBe 00mEOOpa30BATEIBHON OpraHU3alid TNPUHUMACTCS Ha
HEOMNpeIeNeHHbId CpoK. M3MeHeHus u nonosiHeHus K 1100KEeHUI0 NMPUHUMAKOTCS B MOPSJIKE,
npeaycMotpenHom 1.9.1. Hacrosuiero [lonoxenus.

9.4. Tlocne npunsarus IlomoxxeHust (WM U3MEHEHUW W JIOTIOJHEHUH OTICJBHBIX IMYHKTOB U
pa3ziesIoB) B HOBOM peaklUy MPEIblaylas peaaKiius aBTOMATHUYECKH YTPAUUBAET CHITY.
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