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IHosio:xxeHue 00 apxuBe
MBOY «COHI Ne 30» r. YHedokcapbl

1. O0uue mos10:xxkeHUs

1.1. Hacrosimee Ilonoxkenne pazpaboraHo Ha ocHOBaHWMU [IpHMEpHOTO MOJIOKEHHS 00 apXuBe
OpraHM3aly, yTBEepXKIeHHOro mpukazom DexepanbHOro apxuBHoro areHTcTBa Ne 42 ot 11
anpens 2018 rona, B coorBercTBUM ¢ DenepanbabiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6
obpazoBanuu B Poccuiickoii @enepanun» ¢ usmMeHeHussMu ot 24 maprta 2021 roma, Ilpukazom
Munkynetypbl Poccun ot 31.03.2015 Ne 526 "OO0 yTBepKIeHUHN IPaBUJI OPraHU3aluN XPaHEHNUs,
KOMIUIEKTOBaHMS, Y4eTa M UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
denepani U JAPYTUX aApXUBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHOM BJIACTH, OpraHax
MECTHOT'O CaMOYIPaBJICHUs U opraHu3anusx", ¥ craBom 001eo0pa3oBaTeIbHON OpraHU3aIiH.

1.2. Jannoe IlonmokeHuwe ompenenseT COCTaB JOKYMEHTOB apxuBa 0011e00pa3oBaTeIbHOM
OpraHM3allil M YCJIOBHUS HMX XpaHEHHs, YCTaHABIMBAET 3a/Jayd, Ha3HadeHHe M (QYHKIUU
IIKOJILHOTO apXMBa, PETIaMEHTHUPYET EATEIbHOCTD JIMIAa, OTBETCTBEHHOTO 3a BEJICHUE apXHBa B
OpTraHHU3aIlH, OCYIIECTBIIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

1.3. B cBoeil nesTenbHOCTH apxuB pykoBojacTByeTcs: denepanbHbiM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @eneparumn» ¢ usMenenusmu Ha 11 utons 2021
roja, HOpPMaTUBHBIMM TNpaBOBbIMM akTamMu Poccuiickoii ®enepanuu, cyobekra Poccuiickoit
Oenepanyu B chepe apXUBHOTO JIeNIa U JEIONPOU3BOCTBA, JIOKATbHBIMA HOPMAaTHBHBIMHU aKTaMHU
0011eo0pa3oBaTeabHON OpraHu3aluy.

1.4. JIokyMEHTBHI OpraHMU3aIMH, OCYIIECTBISAIONMICH 00pa30BaTENbHYIO NEATEIHHOCTh, WMEIOIINE
UCTOPUYECKOE, KYJIbTYPHOE, HayuyHOE, COLMAIbHOE, YKOHOMUYECKOE M MOJUTUYECKOE 3HAUYEHUE,
COCTaBISIIOT TOCYIAapCTBEHHYI0 4YacTh ApxuBHOro ¢onma Poccwuiickoii Deneparuu, sBISIFOTCS
COOCTBEHHOCTBIO TOCYJapcTBa U TOJUIEKAT IOCTOSHHOMY XpaHEHHI0 B TOCYAapCTBEHHBIX
apxuBax Poccuiickoii ®enepanuu. Jlo mnepenauym Ha TOCYAApCTBEHHOE XpaHEHUE JaHHBIC
JIOKYMEHTBI BPEMEHHO XPaHATCS B 00111€00pa30BaTEIbHON OpraHU3aIliH.

1.5. B mkone mansa XpaHeHHS TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®epepanuu u
3aKOHYEHHBIX JEJONPOU3BOICTBOM JOKYMEHTOB MPAaKTHUECKOT0 Ha3HAa4YeHHs, UX OTOOpa, ydera,
WCIIOJIb30BaHUS U MOATOTOBKH K Mepejaye Ha TOCYJapCTBEHHOE XPaHEHUE CO3/JaeTCsl apXUB.

1.6. ApxuB co3maercs Kak CaMOCTOSITENIbHOE TOJpa3JielieHue, BO3IJIABIsEMOE JIUIOM,
OTBETCTBEHHBIM 32 BEJICHUE apXUBA COTJIACHO MPHUKA3y AUPEKTOPA HIKOJBI.

1.7. Opranuzanmsi, OCYIIECTBISIONIAs 00pa30BaTEIbHYIO NEATEIBHOCTh, 00ECIIEUYNBACT aApPXHB
HEO0XOIMMBIM TIOMEIIEHUEM, 000PYJOBAHUEM U KaJpaMH.

1.8. OOmeoOpa3zoBarenbHas OpraHm3aius o00ecleuynBaeT COXPaHHOCTh, YdYeT, OTOop,
YIOPSIOYCHHE W UCIOJIb30BaHUE JOKyMEeHTOB ApxuBHOro ¢(onma Poccuiickoit deneparyu,
oOpa3yromuxcs B ero gestenbHocTH. ObecrneunBaeT CBOEBPEMEHHYIO Tlepejady 3TUX JOKYMEHTOB



Ha TOCY/IapCTBEHHOE XpaHEHHE.
1.9. Bce paGotbl, CBSI3aHHBIE C MOJATOTOBKOHM, TPaHCHOPTUPOBKOW U Iepenayeil apXUBHBIX
JIOKYMEHTOB, POU3BOJSTCS CUJIAMHU U 32 CUET IIKOJBI.

1.10. 3a yrpaty u nopuy 1oKyMeHTOB ApxuBHOrO (onma Poccuiickoit deneparyu 10KHOCTHBIC
JUIa OpraHu3aliy, OCYILIECTBISIONIENH 00pa30BaTENbHYIO AEITEIbHOCTD, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUHU C JICHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. [lIxonepHBIA apxuB paboOTaeT COrJacHO IUIAHy, YTBEPKIAEMOMY JHUPEKTOPOM
o011eo0pa3oBaTeabHON OpraHu3alii, U OTYUTHIBAETCS IIEpe]] HUM B CBOEH padore.

1.12. KoHTpob ACSITETLHOCTH apXHBA OCYIIECCTBISIET JUPEKTOP OPTaHHU3AINH, OCYIIECTBIISIFOIICH
00pa3oBaTeNbHYIO 1€ATEeIbHOCTb.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B OIKOJIbHBIN apXWB MOCTYIAOT:

* 3aKOHYEHHbIE [EJIONPOU3BOJACTBOM UIKOJbl JIOKYMEHTBI IOCTOSIHHOTO XpaHEHUs,
oOpa3oBaBIIMeCS B JICATEIBHOCTH CTPYKTYPHBIX TOJpPA3JeIeHUH, JTOKYMEHTHI
BpeMeHHoro (cBbime 10 7er) cpoka XpaHEHHs, HEOOXOJUMbIE B HPAKTUYECKOMH
NS TeIbHOCTH, JOKYMEHTHI 10 KaJpaM U 00y4yarouumcs;

* JIOKYMEHThl IOCTOSIHHOTO XpaHEHUS M MO0 JHMYHOMY COCTaBy OpraHU3alMii-
IIpEIIECTBEHHUKOB,

* uyHble  (QoHABI  BeAymMX  paOOTHUKOB  OpraHM3alMd,  OCYILECTBIIAIOLICH
00pa3oBaTEeNbHYIO ACATEIBHOCTD, MOCTYITUBIINE B ApXHB,;

*  Ciy)KeOHbIC U BEJIOMCTBEHHbIEC U3/JaHUS;

*  CIIPAaBOYHO-TIOMCKOBBIE CPEJCTBA K JOKYMEHTaM M Y4YETHblE JIOKYMEHTbl ApXuBa
OpraHu3allH, OCYLIECTBISAIONIEH 00pa30BaTENbHYIO AEATEIbHOCTD.

2.2. Cpoku XpaHEHHsS OKYMEHTOB B apXHWBE 00pa30BATENbHON OpTaHW3aIllMH ONPEICISIOTCS
COIIACHO CPOKaM, YKa3aHHBIM B YTBEP KICHHON HOMEHKIIATYpe €.

3. 3agauyu apxuBa

3.1. OCHOBHBIMH 33JI1a9aMH APXHBA SIBJISTFOTCSL:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasieaoMm 2
Hacrosero [lonoxenus.

3.1.2. KommiekToBaHHWe apxXxuBa JOKYMEHTaMH, OOpa30BaBIIMMUCS B  JEATEIbHOCTH
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENIbHYIO AE€ATEIbHOCTD.

3.1.3. Vuer, obecriedyeHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOTO anmnapara.

3.1.4. Hcnonwp30BaHUS JOKYMEHTOB, HAXOSIIUXCS HA XPAHEHUU B apPXUBE IIKOJIBL.

3.1.5. TloaroroBka M CBOEBpPEMEHHas mepeaada MOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
®denepaliii Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMITAILHBIN) apXUB.

3.1.6. Meronuueckoe PyKOBOJCTBO M KOHTPOJH 3a (GOpMHUpPOBAHHMEM U OPOpMIICHUEM JeN B
JIEIOTIPOM3BOJICTBE IIKOJIBI M CBOEBPEMEHHOHN Ilepeiadeld WX B apXWB 00pa30BaTEIBHOM
OpraHU3aIlHH.

4. ®yHKIMHU apXHUBa

B cooTBeTCTBUM ¢ BO3JIOKEHHBIMH 33]1a4aMH apXUB OCYIIIECTBIISCT CASAYIONINE QYHKITUHN:

4.1. Opranu3yeT mpHeM AOKYMEHTOB TOCTOSHHOTO U BpeMeHHBIX (cBbimie 10 51eT) cpokoB
XpaHEHHUsI, B TOM YHCJIEe TIO KajpaM U o0yJaromumMcs, 00pa30BaBIINXCS B AEATCIBHOCTH IIKOJIBI,
B COOTBETCTBUU C YTBEPKIACHHBIM IPaUKOM.

4.2. OOecrnieunBaeT COXPAaHHOCTh M BEIET YYeT JOKYMEHTOB W (DOHIOB, HAXOIANIUXCS Ha
XpaHEHUH B apXHBe 00111e00pa30BaTEIbHON OpraHU3aIiy.

4.3. IlpeacraBiseT B TOCYIapCTBEHHBIN (MYHUITUIIATIBHBIN) apXUB YUETHBIE CBEICHHS 00 00BbeMe
U COCTaBe XpAHAMIMXCA B apXWBEe IIKOJBI JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
@denepalluy U APYTrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAKOM T'OCYIapCTBEHHOIO
yudera JJOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanun.




4.4, CucrteMaTu3upyeT U pa3MellaeT JOKYMEHTBI, MOCTYMAlOUe HAa XPaHEHUE B ILIKOJIbHBIN
apXuB, 00pa30BaBIINECs B XOJ€ OCYIIECTBICHHUS ACSITEIbHOCTH OPraHU3alMH, OCYIIECTRISIOMIEH
00pa3zoBaTesbHYIO JeATEITbHOCTD.

4.5. PazpabarbiBaeT rpaduky MpeICTaBICHUS ONKMCEH Ha paCCMOTPEHHE KCIEPTHO-TIPOBEPOUHON
KOMHCCUHU M Tepefadd JTOKyMeHTOB ApxuBHOro ¢onga P® Ha xpaHeHue B rocynapCTBEHHBIN
(MYHMITUTIAJIEHBINA ) apXUB.

4.6. OCyIIeCTBIISET MOATOTOBKY U IPEJICTABIISCT:

* Ha pacCMOTPEHHE U COTJIaCOBAHHWE OJKCIEPTHON KOMHUCCHUU WIKOJBI OMHCH JIeJ
MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (CBhIlIEe 10 JeT) CPOKOB XpaHEHHUs, B TOM YHUCIIE
0 KaJpaM U 00y4arouuMmcsi, a TaK)Ke akThl O BBIICICHUN K YHUYTOXEHHUIO apXUBHBIX
JOKYMEHTOB, HE IMOJJICKANINX XPAHCHHWIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCIIPAaBUMBbIX IMOBPEXKACHUSIX apXUBHBIX JTOKYMEHTOB;

* Ha YTBEPXKJIECHHME DSKCIEPTHO-IIPOBEPOYHOM KOMHCCHUHU YIOJIHOMOYEHHOTO OpraHa
HCIIOJIHUTENIbHOM BiIacTH cyObekTa Poccuiickoit denepanuu B cepe apXUBHOIO Jielia
(manee - OIIK apxXHBHOTO yUPEKICHHUS) OIMMCH JIe]T TOCTOSHHOTO XPaHCHUS,

* Ha cornacoBanue JIIK apxuBHoro yupexnenus cyobekta Poccuiickoit deneparu
(MyHULIMIAJIBHOTO ~ apXWBa), B Cly4a€ HaJAEJEHUS €ro COOTBETCTBYIOLIUMU
MTOJIHOMOYHSIMH, OMUCH JIe] 10 JTUYHOMY COCTaBY;

* Ha corinacoBanne DIIK apxuBHOTO yupexkaeHus cyonrekta Poccuiickonr denepanmm
(MyHULIIMTAIBHOTO ~ apXWBa), B CiIy4ae HaJENeHUS €ro COOTBETCTBYIOIIUMU
MTOJITHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABUMBIX ITOBPEKICHUIX
apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKICHHE JUPEKTOPY IIKOJbl OMUCH JAEJN IOCTOSHHOTO XPAaHEHUs, OIMUCH
BpeMeHHBIX (cBbime 10 JeT) CPOKOB XpaHEHHUs, B TOM YHCIIe OMHUCH JeN Mo KaapaMm U
00yYaromMuMCsi, aKThl O BBIJCICHUUW K YHUYTOKEHHUIO AapXWUBHBIX JTOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHUI0, aKThl 00 yTpare IJOKYMEHTOB, aKThl O HEHCIPAaBHUMBIX
MOBPEXKICHUSIX apXUBHBIX JIOKYMEHTOB, YTBepKJIeHHbIe (corsacoBaHHbie) DIIK wmmum
rocyAapCcTBEeHHBIM apXuBoM cyOwbekTa Poccuiickoit ®denepanuu (MyHUIUIIATBHBIM
apXMBOM) B CJIy4yae HaJeJICHHUs €r0 COOTBETCTBYIOIIMMHU MTOJTHOMOYMSIMHU.

4.7. Opranu3yer mnepenady JTOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYAapPCTBEHHBIN (MYHUITUTIATBHBIN) apXHB.

4.8. OpranusyeT U MPOBOJUT SKCHEPTHU3Y IIEHHOCTH JOKYMEHTOB BpeMEHHBIX (CBbIme 10 jeT)
CPOKOB XpaHEHHS, HAXOISAIIUXCS HAa XPAaHEHUU B apXUBE IIKOJBI B MEJSIX 0TOOpa IOKYMEHTOB
JUIs BKJTIOYEHHUs B cocTaB ApxuBHoro ¢onma Poccuiickoit denepanuu, a Takke BbISIBICHUS
JIOKYMEHTOB, HE MOJUIeKAIIUX JTaJbHEHIIIeMy XpaHEHHUIO.

4.9. VYyactByer B paboTe OKCIEPTHOH KOMHCCHUU OpraHU3allid, OCYIIECTBISIONICH
00pa3zoBaTeNbHYIO IeATeITbHOCTb.

4.10. TIpoBOAUT MEPOMPUATUS MO OOECIEYCHUIO COXPAHHOCTU JOKYMEHTOB, HAaXOJSAIIUXCS HA
XpaHEHUH B apXUBE OPTraHU3aLMH, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO AESITENbHOCTD.

4.11. Opranuzyetr WHGOOPMHUPOBAHHE ATMUHUCTPAIMU U PAOOTHUKOB IIKOJBI O COCTaBe W
COJepKaHUU JOKYMEHTOB apXuMBa OpraHM3alluM, OCYIIECTBIsOLIEH 00pa3oBaTelbHYIO
JIeATEIbHOCTD.

4.12. UadopmMupyeT MoIb30BaTENeH TI0 BOIPOCAM MECTOHAX OXKICHHS apXUBHBIX TOKYMEHTOB.
4.13. OpranusyeT BbIIayy JOKYMEHTOB H JelN IJisi paOOThl B YYUTEIHCKON WMIH BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VicnonHsieT 3ampochl OpraHM3allMid M 3asBICHHUS TpakJaH 00 YCTaHOBJICHUU TPYIOBOTO
CTa)ka U IpyrUM BOMPOCAM COLIMAIbHO-TIPABOBOIO XapaKTepa, B YCTAHOBIECHHOM IMOPSIIKE BBIIAET
KOIUU JOKYMEHTOB U apXHBHbBIE CITPaBKH.

4.15. BeneT yuer MCmoib30BaHMs JOKYMEHTOB apXuBa 00pa3oBaTelIbHOM OpraHu3aIuy.

4.16. Coznaet GhOH/ MOTH30BAHUS APXUBA IIKOJIBI M OPTaHU3YET €Tr0 UCIIOIb30BaHUE.

4.17. OcymecTBasieT BEICHHE CIPABOYHO-TIONCKOBBIX CPEJACTB K JTOKYMEHTaM IIKOJIbHOTO
apxuBa. Co3/aer, NOMOJHSAET U COBEPIICHCTBYET HayYHO-CIIPABOYHBIN arrapaT K XpaHsALIUMCS B




apxuBe JeliaM U JIOKYMEHTaM.

4.18. YyacTByeT B pa3pabOTKe JOKYMEHTOB OpPraHM3alliH, OCYIIECTBIISIONIEH 00pa30oBaTeIbHYIO
JESTEIIbHOCTb, 110 BOIIPOCAM apXHUBHOTO JieJia U JICTOTPOU3BOJICTBA.

4.19. Oka3bIBaeT METOAMYECKYIO TOMOMUIb:

* cnyx0e JeNONpOM3BOJACTBA INKOJIBI B  COCTAaBIEHWW  HOMEHKIATYPHI  JIElI,
dbopMUpOBaHUU U OPOPMIICHUU eI, KOHTPOIUPYET MPAaBHIBLHOCTH (OPMHPOBAHUS U
odopmIIeHHs 1T B ACTOMPON3BOICTBE;

* CTPYKTYpPHBIM TOJpa3fciieHUsIM U PaOOTHUKAM INKOJBI B IMOATOTOBKE JOKYMEHTOB K
nepeaade B apXuB OpraHU3aIiy, OCYIIECTBISIONIECH 00pa30oBaTeNbHYIO ACITEIbHOCTb.

4.20. YyacTByeT B NPOBEACHHH MEPONPHUATHH IO TOBBIIICHUIO KBATHM(PUKAINK PAOOTHHKOB
apXuBa U CIY>KOBI JICIIONPOU3BOJICTBA 00Pa30BaTEIHHON OpTaHU3AIIHH.

5. IIpaBa apxuBa

s 8blnonHeHus 803104CEHHbIX 3a0ay U PYHKYUL TUYO, OMEEMCMBEHHOE 3a apXus, umeem npaso:
5.1. IlpencraBnarh IUPEKTOPY  OpraHU3alMH, OCYIICCTBISIONICH  00pa30BaTEIbHYIO
JEATEIIBHOCTh,  IPEMIOKEHUS [0  COBEPLICHCTBOBAHMUIO  OpraHM3alMu  XpaHEHMH,
KOMILJIEKTOBAHHUSI, YU€Ta U UCIIOIb30BAaHUS APXUBHBIX JJOKYMEHTOB B apXUBE LIKOJIBI .

5.2. KoHTponupoBaTh BBINOJIHEHUE YCTAHOBJEHHBIX MpaBUI pPAabOTBl C JIOKyMEHTaMH B
CTPYKTYpHBIX  MOJpa3JeJICHUsAX  OpraHM3allM,  OCYUIECTBISOIEH  00pa3oBaTENbHYIO
JEATEIBHOCTD.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX TOJpa3AciicHUd W PAOOTHUKOB IIKOJBI CBEICHUS,
HEo0X0uMBbIe AJIsi pabOThl apXUBa, C yYETOM OOECIEeUEeHUs BBINOJIHEHUS BCEX BO3JIOKEHHBIX HA
apx¥B 3a/1a4 U QyHKIUH.

5.4. laBaTh pa3bsACHEHMsS M PEKOMEHJAIMM IO BOMPOCAM, BXOJAIIMM B KOMIIETCHIIMIO apXUBa
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. MuHdopmupoBaTh CTPYKTYpHBbIE MOAPA3AEICHUS IIKOJBI O HEOOXOAMMOCTH TIepeaavu
JIOKYMEHTOB B apXUB B COOTBETCTBHUHM C YTBEPKJIEHHBIM I'papuKoMm.

5.6. IlpuHuMaTh yuyacTHE B 3acelaHUSAX OSKCIEPTHOW KOMHCCHUHU 00I1e00pa3oBaTeIbHOMN
OpraHM3alMMi, a TakKKe B DKCIEPTHO-NPOBEPOYHONM KOMHCCHM YIOJHOMOYEHHOIO OpraHa
UCIIOJHUTENBHOM BiacTH cyobekTa Poccuiickoii @enepanuu B chepe apxUBHOTO Jera.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHNE APXUBa
6.1. HaznaueHHOE MPHUKA30M JIMPEKTOPA IIKOJIBI JINIIO, OTBETCTBEHHOE 32 BEJACHNUE apXHBa, HECET
IEPCOHAJILHYIO OTBETCTBEHHOCTD 34!

* BbBIIIOJHEHUE BO3JIOKEHHBIX Ha apXWB 3aad M (QYHKIUHA B COOTBETCTBHM C
JENCTBYIOIUM 3aKOHOAaTenbCcTBOM Pocculickoit denepanuy;

* OpraHu3aluio paboThl apXuBa, CBOEBPEMEHHOE M KBATU(UIUPOBAHHOE BBINOJIHEHUE
IIPUKA30B, PACIOPSKCHUHN, MOPYYEHUN BBIMIECTOSILIET0 PYKOBOACTBA, JCUCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX aKTOB 110 CBOEMY MPOQPIIIIO 1€ATEIbHOCTH;

* pauuoHa’ibHOE H H(PPEKTHBHOE HCHOJIB30BAHUE MATEPUANBHBIX, (PUHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

* COCTOSIHHE TPYAOBOW M HCIIOJIHUTEIIBCKOM JUCUUIIIMHBI B apXUBE, BBIIIOIHEHUE CBOUX
(YHKIIMOHATIBHBIX 00S3aHHOCTEH;

* coOuoJieHHe TMpaBUJI BHYTPEHHETO pacHopsi/iKa, CaHUTAPHO-IPOTHUBOIIUAEMUYECKOTO
peXHUMa, TPOTUBOMOXKAPHOM 0€30MaCHOCTH U TEXHUKU O€30MaCHOCTH;

* BEJCHUE JNOKYMEHTALUHU, IIPEAYCMOTPEHHON IEHCTBYIOIIMMHM HOPMATHUBHO-IIPABOBBIMU
JNOKYMEHTaMH;

* IMPENOCTaBICHUE B YCTAHOBJICHHOM IIOPSAKE JOCTOBEPHOM CTaTHCTHUYECKOW U MHOU
uH(pOpMaILNU O JAEATENbHOCTU apXHBa;

* TOTOBHOCTb apXHBa K paboTe B YCIOBUSAX YPE3BbIYANHBIX CUTYAIIH.

6.2. OTBeTCTBEHHBIC 3a BEJICHHUE JEIONPOU3BOACTBA, MOATOTOBKY U MPEACTaBIECHUE TOKYMEHTOB
Ha XpaHEHWE B AapXWB, HA3HAYAIOTCA JUPEKTOPOM OPraHM3alMd, OCYILIECTBISAIOIIEH




06pa30BaTeany10 OCATCIIBHOCTD.
6.3. KoHTponb AeATeNbHOCTH apXHBa OCYHIECTBISCT TUPEKTOP OPraHU3alluH, OCYIIECTBIISFOIIEH
00pa3zoBaTesbHYIO JeATEITbHOCTD.

7. KomIiekToBaHue apxuBa

7.1. TloaroroBka TOKYMEHTOB K Iepegadye B apXWUB OOpa30BaTEIbHOM OpraHu3allli BKIIOYAET
OKCHEPTH3y HAYYHOH M MPAKTHUYECKOW LEHHOCTH JOKYMEHTOB, O()OpMIIEHHE JIel, COCTaBJICHUE
OTIHCH.

7.2. DxcnepTr3a LEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmuza yenHocmu OOKYMeHmMO8 — ONpPEIEICHUE IIEHHOCTH TOKYMEHTOB C IICJNIbIO
0T0OOpa UX Ha XpaHEHHE U YCTAHOBJICHUE CPOKOB XpaHEHUs. DKCIEPTH3y HEHHOCTH JOKYMEHTOB B
00pa3oBaTeNbHOI OpraHu3aliy OCYIIECTBISET MOCTOSIHHO ACHCTBYIONIAs SKCIIEPTHAS KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HAYACTCS MPUKA30M JUPEKTOpa MIKOJbL. B coctaB DKcrepTHOM
KOMHUCCHH BKIJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHCJE B 005S3aTEIbHOM MOPSAKE JIHIIO,
OTBCTCTBCHHOE 32 BEJCHUE AapXWBa MIKOJIBI, W JUPEKTOP MYHUIUIAIHHOTO apxuBa (I10
cornacoBanuto). CekperapeM OKCIEPTHOM KOMHCCHM Ha3HAa4yarOT cekpeTaps oOpa3oBaTelbHOI
OpraHu3anuy. JKCIEepTHas KOMHUCCHS Ha 3aCEJaHUAX PacCMaTpUBAET: HOMEHKJIATYPY JeJ LIKOJbI,
OTHCH JIeJl IIOCTOSTHHOTO XPaHEeHUS U 10 JTUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJCIAEMbIE K
YHHUYTOXKCHUIO.

7.3. OdopmiteHue nen

7.3.1. Jlena mOCTOSIHHOTO XpPaHEHUS IMOAIIUBAIOTCS B TBEPIYIO OOJIOKKY CYPOBBIMH HUTKaMHU.
JIucTel HyMEpYIOTCS B IPaBOM BEpXHEM YTy MPOCThIM KapaHpaamoMm. KoluyecTBo JHCTOB B
KaKIOM Jiesie He JOJDKHO mpesblmiarh 250. B KoHIE Aena Ha OTIAEIBHOM JIMCTE COCTaBIISETCS
3aBepUTEeIbHAS HAJITUCH.

7.3.2. Ha 00moxke JAell TOCTOSSHHOTO XPAaHEHWs JOJDKHBI OBITh IMPOCTABJICHBI CIICIYIOIIHNE
PEKBHU3UTHI:  TOJIHOE  HAMMEHOBAHWE  BBHINIECTOSINIEH  OpraHU3alMd,  HAUMEHOBAaHHE
0o0pa3zoBaTenbHONW OpraHu3aliyd, HoMep (WMHIEKC) Jena 10 HOMEHKJAType, 3arojioBOK Jela,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh MOCTOSTHHO», HOMep (OH[Ia, OIMHUCH,
nena.

7.3.3. [1o okoHYaHUH AETOMPON3BOJACTBEHHOTO roJia B 0(hopMIIEHHBIE 00JI0KKH JeI MOCTOSHHOTO
XpaHEHUsT BHOCATCA  HEOOXOJMMbIE  yTOYHEHHUS: B  3arojIOBKM  JIed,  COJEp KaIlux
pacropsiiuTeNIbHble JOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCSTCS HOMEpa; €cliu JeJo C
NEePENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXK/I0M TOME YKa3bIBA€TCsl KOPPECIIOHJEHT, aBTOP,
TEeppUTOpHS, APYTUe JAaHHbIE. B Kaxa0M TOMe yKa3bIlBaeTcs aara (4ucio, MecsI, Toj) Havala u
OKOHYAHUS JIaHHOTO ToMma. TouyHBbIE AaThl MPOCTABISAIOTCS HA OOJIOKKAX JUIsl OBICTPOro MOMCKa
JOKYMEHTOB B TMOCIEAYIONIEM; W3 3aBEPUTEIbHONW HAAMHCH Ha OOJOXKY Jielda BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Haamucu Ha O0ONMOXKKAaxX Jed TOCTOSHHOTO U JOJITOBPEMEHHOTO XpPaHEHHUsS CleIyer
MIPOU3BOJIUTH YETKO, CBETOCTOMKHMH YCPHUIIAMH.

7.3.5. JIns ydera KonuuyecTBa JUCTOB B Jejie U (PUKCAIMU OCOOEHHOCTEW WX HyMepaluu Ha
OTJIEIbHOM JIUCTE COCTaBIISI€TCS 3aBEPUTEIbHAS HA/IIIUCh.

7.3.6. B 3aBepuTEenbHON HAIMUCH YKA3bIBAETCS KOJIWYECTBO JHCTOB (IH(paMu U MPOMKCHIO) B
nene. 3aBepuTeibHas HAANKMCH MOJIUCHIBAETCS COCTABUTENEM C YKa3aHHEM €ro JOKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHSS1 ONHMCh COCTaBISIETCSl K JieJlaM TIOCTOSIHHOTO M JTOJITOBpeMeHHoro (cBime 10
JIeT) CpOKa XpaHeHUs, CPOPMHUPOBAHHBIM IO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOE COJIePKaHUE TOKYMEHTOB (0CO00 IIEHHBIE, TUYHBIC JeiIa U Ip.).

7.4. Onucanue JOKYMEHTOB MOCTOSIHHOT'O CPOKa XPaHEHUS.

7.4.1. Onucu COCTaBISIOTCS pa3AeibHO Ha JieJla TMOCTOSSHHOTO XpAaHEHUS MO0 OCHOBHOU
JESTEIILHOCTH U Ha JIeTia 10 JIMYHOMY COCTaBYy.

7.4.2. OnucH coCTaBISIOTCSA JETOTMPOU3BOIUTEIIEM.

7.4.3. Onuch BesleTcs B €IMHOM BAJIOBOM HyMepallui B TEUEHUE HECKOJIBKUX JIET.




7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPaHEHUS COCTABIISIETCS aKT 00 YHHUTOKEHUU.

7.4.5. Tlo oOKOHYaHWHM JEJOMPOU3BOJICTBEHHOIO TOJa B O00pa30BaTEIbHOM OpraHU3aIMH
MIPOU3BOJUTCS OTOOP JTOKYMEHTOB MOCTOSIHHOT'O CPOKa XPAaHEHHUsS ISl BKIIIOUEHHS MX B OIHUCH.
Onuce COCTOMT M3 TOJOBBIX pa3JesioB, BHYTPU Tofa Jella pachojiaraloTcsi MO CTENeHH
3HQUMMOCTH C YYETOM HOMHUHAJIBHOIO MNpHUHIMNA (B COOTBETCTBUM C HOMEHKIIATYpOU
00111e00pa30BaTEIbHON OpraHu3aIim ).

7.4.6. Onmucu COCTaBJISIOTCSL Ppa3/ielbHO Ha Jejla IIOCTOSHHOTO XPAaHEHUs [0 OCHOBHOM
JESTENIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.7. OnMcH cOCTaBIISAIOTCS CEKPETAPEM.

7.5. [lena BpeMeHHOT0 XpaHeHus 0(OPMIISIOTCS YIPOIIEHHO: OHU HE MOIIUBAIOTCS, TUCTHI B HUX
HE HYMEPYIOTCsI, YTOUHEHHE HA OOJIOKKAX HE MPOU3BOJUTCS, OMMCH Ha JIeJia HE COCTABJISIOTCS,
yueT BeeTcs [0 HOMEHKJIAType Jel.

8. Yci10Busl XpaHeHUs JOKYMEHTOB apXuBa
8.1. JlIokyMeHTBI apXHBa XpaHATCSA B apXHUBOXPaHWIHIIE 00Ie00pa30BaTeIbHON OpraHU3alliH.
8.2. He nomyckaetcs pa3MelieHle apXxuBa B MOABAIBHBIX U YePAAYHBIX TOMEIICHHUX IIKOJbI.
8.3. ApXMBOXpaHWIHIIE OJKHO OBITh YAAJIEHO OT JIA0OPAaTOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIIEHUI U HE UMETh OOIINX C HUMHU BEeHTUJISIIUOHHBIX KaHAIOB. APXUBOXPaHHUIUIIE OTIENIAETCS
OT COCEJIHUX MOMEIIEHUH HECTOPAEMBIMU CTCHAMHU U MEPEKPHITUSIMU C TPeesiaMi OTHECTOMKOCTH
HE MEHee JBYX uyacoB. B apxuBoxpaHWUIUIIEe HE IOMYCKaeTCs MpOKIaaka TpyO BOJOCHAOKEHHS U
KaHaJIM3al[uH, TEXHOJIOTUYECKHIE UITH OBITOBBIC BHIBOIBI BOJIBI.
8.4. ApXUBOXpaHWIHILE JIOJDKHO HMETh €CTeCTBEHHYI0 WM HMCKYCCTBEHHYIO BEHTHIIALIUIO,
o0ecreunBaroIlyI0 PELUPKYISILUIO BO3AYyXa, CTAOUIBHOCTD TEMIIEPATYPHO-BIA)KHOCTHOTO PEKUMA.
8.5. Bce mocrynmaromme B apxuB 00pa3oBaTENbHON OpraHu3aldyd JAOKYMEHTHI pPa3MEIIaloTcs B
apXMBOXPAHWININAX Ha CTAIMOHAPHBIX W/WIM TEPEIBIKHBIX METAUIMUECKHX CTelllaXkaX, B
METAITMYECKHX IKadax Wik KOHTEHHEepax.
8.6. Ctemnaxu JOJDKHBI OBITh YCTAHOBIICHBI MEPIICHINKYIISIPHO CTEHAM C OKOHHBIMH IIPOEMaMH, a B
NOMeIIeHnU 0e3 OKOH - ¢ y4eToM OcCOOeHHOCTel momerieHus u obopynoBanus. He nomyckaercs
pa3MelIeHne cTeNIaXel BIUIOTHYIO K HApY>KHBIM CT€HAM 37aHUS U K MICTOYHHMKAM Terla.
8.7. PaccraHoBka cremiaked M mIKaoOB OCYIIECTBIAETCS B COOTBETCTBUU CO CIEAYIOIIHUMU
TpeOOBAHUSIMU:

* paccTosiHuE MEXIY psAAaMH cTeliaxei (TaBHbI mpoxoa) — He MeHee 120 cM;

* paccrosinue (IPOX0J1) MEXAY CTeUIaKaMu — He MeHee 75 cM;

*  pacCTOsSIHUE MEXAY Hapy»HOM CTEHOM 3[aHus U CTEeJUIaKaMu, NapajuleIbHbIMU CTEHE — HE

MeHee 75 cM;
* paccTosiHUE MEXY CTEHOU M TOPIIOM cTeliaxa Uiy mkada (06xom) — He MeHee 45 cM;
* paccTosiHuEe MEX]y IMOJOM M HUXKHEH monkoi cremnaxa (mkada) — He MeHee 15 cm, B
IOKOJBHBIX dTakaX — He MeHee 30 cM.
8.8. IIpoTHBOMOXKApHBIM pPEKHM B 3JaHHUIX, TJ€ pa3MeIaeTcs apXWB IIKOJb, W B
apXMBOXPAHWIMILAX YCTAaHABIMBAETCA B COOTBETCTBUHU C [IpaBuiiaMu MpOTHUBOIOKAPHOTO PEKMUMA B
Poccutickoit ®eneparuu ot 16 centsopst 2020 romga Nel1479.
8.9. ApxuBHBIE JOKYMEHTHI CIIeJIyeT XpaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIEHCTBHS CBETa 00ECIIEYNBACTCSI XPAaHEHUEM JIOKYMEHTOB B KOPOOKaX,
Mankax | rnepervieTax, B mkadax Wik Ha CTeJJIaXKax 3aKphITOTO THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIIEHUS B KHUTOXPAHWJIMINAX JOJDKEH COCTaBIATh He MeHee 100
JIFOKC.
8.12. B apxuBOXpaHWIHIIE JJid XPaHEHHs JOKYMEHTOB YCTaHABIMBAIOTCS CJEAYIOUIUE MapaMeTphl
TEMIIEPaTyPHO-BAKHOCTHOTO PEKUMA:
* T4 XpaHEHUs JOKYMEHTOB Ha OymMaXHOM Hocutele — Temmeparypa 17-19°C, oTHocuTenbHas
BIIQXKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxwBa 00pa30BaTEIHHOM OpPraHU3AIMH JOJKHBI CONEPKAThCS B YHCTOTE, B
YCIIOBHSIX, UCKJIFOYAIOIIUX BO3MOXKHOCTD IMOSIBJICHUS MIJIECEHU, HACEKOMBIX, MBLIH.




9. 3aka0unTebHbIE 0JI0KEHUS

9.1. Hacrosimee IlonoxkeHne SBISETCS JIOKAIBHBIM HOPMATHBHBIM AaKTOM, MPHHUMAETCS Ha
OO6mem coOpanuu paOOTHUKOB IIKOJIBI M yTBEpKIaaeTcsi (JinO0 BBOJIUTCS B JICHCTBHE) MPUKA30M
JUPEKTOpa OpraHU3allu, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO 1€ATEILHOCTb.

9.2. Bce u3MeHeHHUs M JIOMOJHEHHs, BHOCHMble B Hactosiiee Ilonoxkenue, ohopMisioTcs B
NUCHbMEHHOW (opME B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxenue 00 apxuBe 0O0IIEO0pa30BATENbHON OpraHM3allMM TNPUHUMAETCS  Ha
HeomnpeaeneHHbId cpok. M3meHenus u ngomnonHeHus K [lonoxeHHIo MPUHUMAIOTCS B MOPSAIKE,
npexycmorpennom 1.9.1. Hacrosero [lomoxxeHwus.

9.4. Tlocne npunstus I[lomoxeHus (MM W3MEHEHWH WM JOMOJHEHUW OTIEIbHBIX ITYHKTOB H
pa3aenoB) B HOBOW pelaklUy MPEAbIIyIasi pelaKkius aBTOMATHUECKH YTPAuUBaeT CUITY.



