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1. O0mue nmoJ10KeHNst

1.1. Hacrosmee Ilonoxenue paspaboraHo B cooTBeTcTBUM c [lpukazom @enepanbHOro
apxuBHoro areHtctBa Ne 77 ot 31 mrona 2023 roma «OO0 yrBepxkaeHun IlpaBuil opranuzanuu
XpaHEHUs, KOMIUIEKTOBAaHHUS, ydeTa M WCIIOJIb30BAHUA JOKYMEHTOB ApXHBHOro (oHma
Poccuiickoii denepannu U Ipyrux apXUBHBIX JOKYMEHTOB B TOCYJIAPCTBEHHBIX OpraHax, opraHax
MECTHOI'O CaMOYIIPaBJICHUS U OpraHU3aIsIX», Ha OCHOBaHUHU [IprMepHOro nonoxeHus o6 apxuse
OpraHM3aliM, YTBEp)KIEHHOro npukazom PenepaibHOro apxmpHoro areHrcrsa Ne 42 ot 11
ampenst 2018 roma, a Takke YCTaBOM OpraHU3AIMH, OCYIIECTBIISIIOIIEH 00pa30BaTeIbHYIO
NESATEIBHOCTbD.

1.2. Jlannoe IlonmokeHwe ompenensieT COCTaB TOKyYMEHTOB apxuBa o0meo0pa3oBaTeIbHON
OpraHu3allMi W YCJIOBHUS WX XpaHEHHUs, YCTaHABIMBAaeT 3a/aud, Ha3HaueHUEe M (QYHKUUHU
LIKOJIBHOTO apXHBa, PErjJaMeHTHPYET AEsTeNbHOCTD JIHMIa, OTBETCTBEHHOTO 32 BEJCHUE apXUBa B
OpraHu3aIiH, OCYILECTBIISIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTD.

1.3. B cBoeil nesTenbHOCTH apxuB pykoBojacTByeTcs: denepanbHbiM 3akoHOM Ne 125-03 ot
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit deneparyun» ¢ u3sMeHeHUsIMH OT 25 nexadps 2023
roja, HOpPMaTUBHBIMHU TNpaBoBbIMH akTamu Poccuiickoit ®enepauuu, cyobekra Poccuiickoit
®eneparun B cepe apXUBHOTO JIea U JeONPOU3BOACTBA, JIOKAIbHBIMA HOPMATUBHBIMU aKTaMH
0011e00pa3oBaTeabHON OpraHU3aluy.

1.4. JlokyMeHTbl OpraHu3aluy, OCYLIECTBISIOUICH 00pa3oBaTENbHYIO AEATEIbHOCTh, UMEIOIIUE
UCTOPUYECKOE, KyJIbTYPHOE, Hay4YHOE, COLUAIbHOE, SJKOHOMUYECKOE U IMOJIUTUYECKOE 3HAUCHHUE,
COCTaBJIAIOT TOCYJApCTBEHHYIO0 4YacTh ApxuBHOro (onaa Poccuiickoit @enepauuu, sSBISIOTCSH
COOCTBEHHOCTBIO TOCYJAapCTBA U TIOJUIEKAT IIOCTOSHHOMY XPaHEHHI0 B TOCYAapCTBEHHBIX
apxuBax Poccuiickoii ®enepaunu. [lo mepenaunm Ha TroCyJapCTBEHHOE XpaHEHUE JaHHbIE
JIOKYMEHTbI BpEMEHHO XpaHATCA B 00111€00pa30BaTeIbHOM OpraHu3aluy.

1.5. B mxone ans XpaHeHHMs AOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepamuu u
3aKOHYEHHBIX JEIONPOU3BOACTBOM JOKYMEHTOB IPAKTUUYECKOIO0 Ha3HAu€HUs, UX O0TOOpa, ydera,
MCIIOJIb30BaHUS U MOATOTOBKY K IIEpejaue Ha TOCYJapCTBEHHOE XPaHEHHUE CO31AETCs apXUB.

1.6. ApxuB co3gaeTcsi Kak CaMOCTOSITEIbHOE TMOJpa3/eieHHe, BO3IJIABISIEMOE JIMIIOM,
OTBETCTBEHHBIM 3a BEJICHHUE apXUBa COIVIACHO MPUKA3y JUPEKTOPA IIKOJIBI.

1.7. Opranuzamusi, OCyHIECTBIISIONMAs 00pa30BaTEIbHYIO JEATEIbHOCTh, OOCCIICUMBAET ApPXUB
HEOOXO0IMMBIM MOMEIEHNEM, 000PYJJOBaHUEM U KaJpaMH.

1.8. OOGmeoOpa3oBarenbHasi OpraHu3anusi O00ECTeYMBAeT COXPAHHOCTh, y4YeT, OTOop,
yHOpPSJIOYEHHE W HCHOJIb30BaHUE JOKYMEHTOB ApxuBHOro ¢ouaa Poccuiickoit deneparuu,
o0Opa3yromuxcs B ero gaesTenbHocTH. O0ecreurnBaeT CBOEBPEMEHHYIO Mepeiady ITUX JOKYMEHTOB
Ha rocyJ1lapcTBEHHOE XpaHEHHeE.

1.9. Bce paboThl, CBsI3aHHBIE C TOJATOTOBKOM, TPAaHCHOPTHUPOBKOM W Iepenayeil apXUBHBIX
JOKYMEHTOB, TPOU3BOAATCS CUJIAMH U 3@ CUET LIKOJIBI.

1.10. 3a yTpary u nmopuy gokymMeHTOB ApxuBHOoro ¢onma Poccuiickoit @enepanuu J0KHOCTHBIC
JMIIa OpraHu3aluy, OCyIIECTBISIONEH 00pa30BaTeNIbHYIO AESITENbHOCTh, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. HlxonpHbIi apxXxuB pabOTaeT COIJACHO IUIaHY, YTBEPKIAEMOMY JUPEKTOPOM
0011e00pa30BaTENbHON OPraHN3allui, U OTYUTHIBACTCS MEpe]l HUM B CBOEH padoTe.

1.12. KOHTpOJIb AEATEIBHOCTH apXUBa OCYILECTBIIAET AUPEKTOP OPraHU3ALMH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO IEATEIbHOCTb.

2. CocTaB JOKYMEHTOB apXMBa
2.1. B IIKOJABHBIN ApXUB MOCTYNAKOT:

* 3aKOHYEHHBIE JEJIONPOU3BOJACTBOM IIKOJbl JIOKYMEHTBl IIOCTOSHHOTO XpaHEHWS,
oOpa3oBaBIIMecs B JAEATENBHOCTH CTPYKTYPHBIX  HOJpPA3JeNeHUl, JOKYMEHTbI
BpemeHHoro (cBeime 10 Jer) cpoka XpaHEHHs, HEOOXOIMMBIE B NPAKTUYECKOH
JesTeIbHOCTH, IOKYMEHTBI 110 KaJipaM U 00y4aroImumcs;

* JOKYMEHTbl TIOCTOSIHHOIO XpaHEHUs U 10 JINYHOMY COCTaBy OpraHM3aluii-



MpEAIIeCTBEHHUKOB;
* JjmyHble  (OHABI  BEAYMUX  PAOOTHUKOB  OpraHU3AlMH,  OCYIICCTBIISIONICH
00pa3oBaTeNbHYIO IATEIHHOCTh, TOCTYIHBIINE B apXUB;
* CIyXeOHbBIC U BEIOMCTBEHHBIE U3]IaHNUS,
* CHpaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YY€THble JOKYMEHTHl ApXHBa
OpraHM3alliK, OCYLIECTBIIAIONIENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.
2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXuMBe 0O0pa30BaTeIbHOW OpraHU3alUd OMpPEIEISIFOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPXKJACHHOI HOMEHKJIAType Je.

3. 3apauu apxuBa

3.1. OCHOBHBIMY 3a/1a4aMU aPXUBA ABJISIOTCS:

3.1.1. Opranuzanus XpaHEeHUs] JTOKYMEHTOB, COCTaB KOTOPBIX NPETyCMOTpPEH pa3iaeioMm 2
HacTosero Ilonoxenus.

3.1.2. KommiekToBaHHWE apXuWBa JOKyMEHTaMHu, OOpa30BaBIIMMUCS B  JIE€ATEIbHOCTH
OpraHu3aIiH, OCYILECTBIISAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTD.

3.1.3.  Vuer, obecrieueHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIPABOYHOI'O anmapara.

3.1.4. Hcnonp3oBaHUs TOKyMEHTOB, HAXOASIINXCS HA XPAaHEHUU B apXUBE IIKOJIBI.

3.1.5. TloxaroroBka M CBOEBpEMEHHas IMepeAada TOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
denepauy Ha OCTOSHHOE XPaHEHUE B FOCYIapCTBEHHBIN (MyHULIMIIAILHBINA) apXUB.

3.1.6. Meronuueckoe pyKOBOJCTBO M KOHTPOJb 3a (hOpMUPOBaHHEM U O(DOPMIICHHEM €T B
JIeJIONPON3BOACTBE ILIKOJBI W CBOCBPEMEHHOH Imiepeadyeld MX B apXuWB 00pa3oBaTeIbHOU
OpraHU3alHH.

4. ®yHKUMHU apXHBa
B cooTBeTCTBHY C BO3JI0KEHHBIMY 337a4aMU aPXUB OCYIIECTBIAET CAEAYIOMNE QYHKIINN:
4.1. OpranusyeT MpueM JOKYMEHTOB IOCTOSIHHOIO M BpeMeHHbIX (cBbimie 10 JieT) cpokoB
XpaHEeHus1, B TOM YMCJIe IO KajJpaM U 00ydaromuMmcs, 00pa30BaBIIMXCS B 1€ATEIbHOCTH IIKOJIBI,
B COOTBETCTBUU C YTBEPKJAECHHBIM I'paUKOM.
4.2. OOGecnedynBaeT COXPAaHHOCTb M BeAET YYeT JOKYMEHTOB U (OHJOB, HAXOISAIIMXCS Ha
XpaHEHUH B apXuBe 00111e00pa30oBaTeIbHON OpraHU3aluu.
4.3. [IpencraBisieT B rocyJapCTBEHHBIN (MyHUIIMIIAIbHBINA) apXUB YUETHbBIE CBEICHHU 00 00beMe
U COCTaB€ XpaHSIIMXCA B apXWBE IIKOJIBI JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
®denepaluy U APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C MOPSAIKOM IOCYJapCTBEHHOTO
ydera ToKyMeHTOB ApxuBHoro gonna Poccuiickoir denepamnmm.
4.4. CucreMatu3upyeT M pa3MelaeT NOKYMEHTBI, IOCTYNAIOIINE Ha XPAHCHHE B IIKOJIbHBIN
apxuB, 00pa30BaBIIMECS B X0JI€ OCYIIECTBIICHUS ACSITEILHOCTA OPTaHU3alNH, OCYIIECTBISFOIIEH
00pa30BaTeNbHYIO JESTEIbHOCTD.
4.5. Pa3pabatbiBaeT rpaduKu MpeicTaBiICHHs ONMCENH Ha paCCMOTPEHUE IKCIIEPTHO-IIPOBEPOUHOM
KOMHMCCUHU M Tepefauu JTOKyMeHTOB ApxuBHOro ¢onga P® Ha xpaHeHue B rocynapCTBEHHBIN
(MyHMIIMTIIAIBHBIN) apXUB.
4.6. Ocy1iecTBISIET IOATOTOBKY U MIPEACTABIISIET:
* Ha pacCMOTPEHHME U COIVIACOBAHME OKCHEPTHOW KOMHUCCHM IIKOJBl ONUCU el
MIOCTOSIHHOTO XPAaHEHHUs, BpeMeHHbIX (CBblle 10 j1eT) CPOKOB XpaHEHUs, B TOM YHCIIe
0 KaJpaM U 00ydaroUuMcs, a TAKKE aKThl O BbIJIECJIEHUN K YHUUYTOXEHHUIO apXUBHBIX
JOKYMEHTOB, HE€ IOJUIeKAIIMX XPaHEHWIO, aKThl 00 yTpaTe AOKYMEHTOB, aKThl O
HEUCIIPaBUMBbIX ITOBPEXKACHUSAX APXUBHBIX JTOKYMEHTOB;
* Ha YTBEPXKACHHE DSKCIEPTHO-IIPOBEPOYHOM KOMHUCCUHM YIOJHOMOUYEHHOI'O OpraHa
HCIIOJHUTENIbHOM BiacTu cyobekTa Poccuiickoit denepannu B chepe apXuBHOTO Jeiia
(nanee - OIIK apXMBHOrO yupekKJe€HHs) OIUCH JIe] TIOCTOSHHOTO XPaHEeHHUS;
» Ha cornacoBanue JIIK apxuBHOro yupexacHus cyOwbekra Poccuiickoir Denepanuu
(MyHUIIMIIAJIBHOTO ~ apXHBa), B Cly4ae HAJEJIEHUs €ro COOTBETCTBYIOLIUMHU
IIOJIHOMOYMSIMH, OIUCH JIe] 110 JUYHOMY COCTaBY;




* Ha cornacoBanue JOIIK apxuBHOrOo yupexnaenus cyOwbekta Poccuiickoit ®deneparumn
(MyHMIIMIIAJIBHOTO ~ apXHWBa), B Cily4yae HAJEJECHHs €ro COOTBETCTBYIOIIMMU
MOJTHOMOYHSIMH, aKThl 00 yTpaTe JOKyMEHTOB, aKThl O HEHUCIPABUMBIX HOBPEKICHUAX
apXUBHBIX JIOKYMEHTOB;

* Ha YTBEPKIEHUE JHUPEKTOPY WIKOJIBI ONUCH JI€J TOCTOSHHOIO XpaHEHUs, OIHUCH
BpeMeHHbIX (cBbllle 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIIE OMUCU Jed MO KaapaM U
Oo0yyarolMMcsi, aKThl O BBLACICHUM K YHUYTOXKEHHIO ApXUBHBIX JIOKYMEHTOB, HE
MOJJIekKAIINX XPaHEHHIO, aKThl 00 yTpare OOKYMEHTOB, aKThl O HEHCHPaBHUMBIX
MOBPEXACHUAX apXUBHBIX JIOKYMEHTOB, yTBepKIeHHbIE (coriacoBanHbie) DIIK nmm
rocyJapcTBeHHbIM apXxuBoM cyObekTa Poccuiickoit ®exnepauuu (MyHUIMIAIbHBIM
apXUBOM) B CJIy4ae HaJeJIeHUs €0 COOTBETCTBYIOIIUMHU MOJTHOMOYHIMH.

4.7. Opranusyer mnepenady noKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepammu Ha
IOCTOSTHHOE XpaHEHHUE B TOCYJapCTBEHHBIN (MyHHUIIMIIAIbHBIN) apXUB.

4.8. OpraHusyeT U MPOBOAMUT SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMeHHbIX (cBbimie 10 er)
CPOKOB XpaHEHUs, HAXOIAIIMXCS HAa XpaHEHUHM B apXUBE LIKOJIBI B LENIX O0TOOpa TOKYMEHTOB
JUIsl BKJIIOYeHUs B coctaB ApxuBHoro ¢onaa Poccuiickoit denepanuu, a TakKe BbISBICHUS
JOKYMEHTOB, HE MOJUIEKAIUX JaJbHEHIIEMY XPaHEHUIO.

4.9. Vwuacteyer B paboTe OSKCHEPTHOW KOMHUCCHU OpTraHU3AIMH, OCYIIECTBISIONMICH
00pa30BaTeNbHYIO JESTEIbHOCTD.

4.10. IIpoBoguT MEpONPHUATHS MO 00ECTICYCHUIO COXPAHHOCTU JOKYMEHTOB, HaXOJAIIUXCA HA
XpaHEHUH B apXMBE OpraHU3allU, OCYLIECTBISIONIEH 00pa30BaTEbHYIO JESTEIbHOCTD.

4.11. Opranuszyer uH(POpPMUPOBAHHE aJAMHHUCTPALlUM U PAOOTHUKOB IIKOJBI O COCTaBe M
COJICpP)KaHUU JIOKYMEHTOB apXHMBa OpPraHM3alUHU, OCYIIECTBISIOMEH 00pa3oBaTeiIbHYyIO
JESITENIbHOCTb.

4.12. Undopmupyet mosib30BaTesiei o BOIpocaM MECTOHAXO0XKACHHUS apXUBHBIX JOKYMEHTOB.
4.13. Opraausyer BbIIa49y JOKYMEHTOB M 1€ Il paOOThl B YUUTEICKOW WJIM BO BPEMEHHOE
I10JIb30BaHUE.

4.14. VcnonuseT 3ampochkl OpraHU3alUil M 3asiBIE€HUS TpaxaaH 00 YCTaHOBJIEHHUU TPYAOBOTO
CTa)ka U IpyTUM BOIPOCaM COLIMAJIbHO-IIPABOBOIO XapaKTepa, B yCTAHOBIECHHOM IOPSIIKE BbIIAET
KOIIUU IOKYMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Benet yueT UCNONb30BaHMs JOKYMEHTOB apX1UBa 00pa30BaTeIbHOM OpraHU3aIuy.

4.16. Coznaet (hoH/ MOTB30BAHNS apXUBA MIKOJIBI U OPTaHU3YET €ro HCIOIb30BAHHE.

4.17. OcymecTBIsIET BEIEHHUE CIPABOYHO-NIOUCKOBBIX CPEACTB K JOKYMEHTaM IIKOJIBHOTO
apxuBa. Co3/1aeT, MOMOJIHIET U COBEPIIEHCTBYET HAyUYHO-CIIPABOYHBIN anmnapar K XpaHsImuMcs B
apXuBe JejlaM U JIOKyMEHTaM.

4.18. YuacTByeT B pa3paboTKe JOKyMEHTOB OpPraHW3allid, OCYIIECTRISIONICH 00pa30BaTeIbLHYIO
JEATENBHOCTD, 110 BOIIPOCAM apXHUBHOTO JI€JIa U AEJIONPOU3BOACTBA.

4.19. Oka3pIBaeT METOIUYECKYIO IOMOIIIb:

* ciayx0e JeIoNnpoM3BOJACTBAa INKOJIBl B  COCTaBICHMM HOMEHKIATyphl  Jel,
dbopMupoBaHUU U OPOPMIICHHU [EN, KOHTPOJIUPYET MPAaBHIBLHOCTH (OPMHPOBAHUS U
oopmiieHus 1€ B JEONPOU3BOCTBE;

* CTPYKTYpPHBIM MOJpa3JeleHUsIM M pabOTHHKAM IIKOJbl B MOJATOTOBKE JOKYMEHTOB K
nepesaye B apXyUB OpraHU3alliy, OCYIIECTBISIONEH 00pa30BaTeIbHYIO 1EATEIbHOCTb.

4.20. YyacTByeT B TNPOBEICHHHM MEPOINPHUITHN IO TMOBBIIICHUIO KBaTH(UKAIUU pPabOTHUKOB
apxuBa U CIIy>KObI 1€JI0NPOU3BOJICTBA 00pa30BaATENbHOM OpraHu3aLuy.

5. IlpaBa apxuBa

s evinonnenus 80310#CeHHbIX 3404 U QYHKYUL TUYO, OMBENMCINBEHHOE 3d APXUS, UMeen NPABo.
5.1. IlpencraBnath  JUPEKTOPY  OpraHU3allid, OCYIIECTBISIOLIEH  00pa3oBaTeIbHYIO
JEATEIbHOCTh,  MPEMJIOKEHUA N0  COBEPUICHCTBOBAHHMIKD  OpraHU3ald  XpaHEHWS,
KOMIUIEKTOBAHUS, y4€Ta U UCIIOJIb30BaHUS APXUBHBIX JOKYMEHTOB B apXUBE LIKOJIBI.

5.2. KoHTposMpOBaTh BHIMOJTHCHHE YCTAHOBJICHHBIX TIPaBUI pPabOTBI C JOKYMEHTAMHU B



CTPYKTYPHBIX  TOApA3[eNeHHUsX  OpraHu3alMd,  OCYLIECTBISIOIEH  0Opa3oBaTeibHYIO
JIEATEIbHOCTD.

5.3. 3ampammBaTh OT CTPYKTYpPHBIX TMOJpa3ieieHUid U paObOTHUKOB MIKOJBI CBEICHUS,
HeoOXoIuMBbIE JUIsl padOThl apXHBa, C YY€TOM OOECIEUeHHUs BBIIIOJHEHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U QyHKIUH.

5.4. JlaBaTh pa3bsCHEHHsS M PEKOMEHJALMH IO BOIPOCAM, BXOISAIIMM B KOMIIETCHIIMIO apXHBa
OpraHu3aIiH, OCYILECTBIISIONIeH 00pa30BaTEIbHYIO JEATEIbHOCTD.

5.5. NUudopmupoBaTh CTPYKTYpHBIE TMOApa3IEICHUs] IIKOJIBI O HEOOXOJAMMOCTH Tepeaayu
JIOKYMEHTOB B apXHB B COOTBETCTBHHM C YTBEPKACHHBIM IPaQUKOM.

5.6. IlpuHuMaTh ywacTue B 3acCelaHMSIX ODKCIEPTHOM KoMuccHU o001ieo0pa3oBaTeabHOM
OpraHu3alliM, a TaKKe€ B OKCIEPTHO-IPOBEPOYHONW KOMHUCCHUHM YIOJHOMOYEHHOIO OpraHa
HCTIOJTHUTENIFHOM BIacTh cyObekTa Poccuiickoit deneparuu B chepe apXuBHOTO JIeiia.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHUE APXUBA
6.1. HazHaueHHOE NPUKA30M AMPEKTOPA IIKOJIbI IO, OTBETCTBEHHOE 3a BEICHUE apXMBA, HECET
IEPCOHAIHYIO OTBETCTBEHHOCTD 34

* BBINOJIHEHHE BO3JIOKEHHBIX HA apxXWB 3aJad M (QYHKUMH B COOTBETCTBUHU C
JEWCTBYIOIIUM 3aKOHOIATENLCTBOM Pocculickoit deaepanuu;

* OpraHu3anyio pabOThl apXWBa, CBOEBPEMEHHOE M KBAJU(HUIMPOBAHHOE BHIMOJIHEHUE
IIPUKA30B, PACIOPSDKEHUM, MOPYYEHHM BBIIIECTOSIIETO PYKOBOJCTBA, JEHCTBYIOIIUX
HOPMAaTHBHO-IIPABOBBIX AKTOB 10 CBOEMY MPOGUIIIO eI TEIbHOCTH;

* paunuoHaibHOe U A(PQPEKTUBHOE HCIOIb30BAaHUE MATEPHANIbHBIX, (UHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

* COCTOSIHHME TPYAOBOW M HCIIOJHUTEJIBCKOM JUCLUIUIMHBI B APXUBE, BBIIIOJIHEHUE CBOMX
(bYHKIMOHATIBHBIX 0053aHHOCTEH;

* coOJIOJIeHNE TPaBUJI BHYTPEHHEIrO pacropsijika, CaHUTAPHO-IPOTUBOIIMUIEMHUYECKOTO
pekuma, MPOTHBOIIOKAPHOM O€30MaCHOCTH U TEXHUKHU 0€30MaCHOCTH;

* BEJCHUE JOKYMEHTAalU, IPEAyCMOTPEHHON NIEHCTBYIOIIMMH HOPMAaTHBHO-IIPAaBOBBIMHU
JNOKYMEHTaMU;

* IMPEIOCTaBICHUE B YCTAHOBJICHHOM IIOPSAKE JOCTOBEPHOM CTaTUCTUYECKOM M HHOMU
MHGpOPMALINUHU O AEATEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUAX YPE3BBIYANHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 3a BEICHUE AEIONPOU3BOACTBA, TOATOTOBKY U MPEICTABIECHUE JOKYMEHTOB
Ha XpaHCHWE B apXWB, HA3HAYAKOTCA JUPEKTOPOM  OpraHM3alUH, OCYLIECTBIISIOMEH
00pa30BaTeNbHYIO JESTEIbHOCTD.
6.3. KoHTponb AesITeNbHOCTH apXHUBa OCYIIECTBISET AUPEKTOP OpraHU3alluy, OCYIIECTBISIOMIEH
00pa30BaTeNbHYIO JESTEIbHOCTD.

7. KommiekToBaHne apxXuBa

7.1. IloaroroBka OKyMEHTOB K Ieperade B apXuB 00pa30BaTENIbHON OpraHU3alMd BKIIIOYAET
9KCIIEPTH3y HAYYHOM U MPAKTHUYECKOH IIEHHOCTH JOKYMEHTOB, OOpMIICHHE €], COCTAaBIICHUE
OIIHCH.

7.2. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. Oxcnepmuza yenHocmu OOKYMEHMO8 — OIPEICICHUE LIEHHOCTU JAOKYMEHTOB C IEJbIO
0TOOpa UX HAa XPaHEHHE U YCTAaHOBJICHHE CPOKOB XPAHEHUS. DKCIEPTU3Y IEHHOCTH JOKYMEHTOB B
00pa30BaTeIbHOM OpraHu3aly OCYIIECTBISAET OCTOSIHHO AEUCTBYIOLIAs SKCIIEPTHAS KOMHUCCHSL.
7.2.2. Oxcnepmuas Komuccus Ha3HAYAETCS MPUKA30M JMPEKTOpa WIKOJbl. B coctaB DkcnepTHOI
KOMHCCHH BKJIFOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHCJIE B 0053aTEIbHOM MOPSAKE JHILIO,
OTBETCTBEHHOE 3a BEJCHUE apXuBa WIKOJbI, M JUPEKTOP MYHHIIMIIAJBLHOTO apxuBa (IO
cornacoBanuto). CekperapeM DKCIEPTHOM KOMHCCHU Ha3HA4YaloT CeKpeTapsi o0pa3oBaTesbHON
OpraHu3aiyy. JKCIepTHas KOMHUCCHS Ha 3aCe/laHusAX pacCMaTpPUBAET: HOMEHKIIATYpPY JeN IIKOJbI,
OIIMCH JIeJT TIOCTOSTHHOTO XPaHEHHs U 0 JIMYHOMY COCTaBY, aKThl Ha JJOKYMEHTBHI, BBIJEIIIEMbIE K



YHUUYTOKEHUIO.

7.3. Odopmiienne nen

7.3.1. [lena mocTOSIHHOTO XPaHEHUs MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH HHMTKAMHU.
JIuctel HyMepyloTCS B MPaBOM BEPXHEM YINy MPOCThIM KapanpaamoMm. KomuuecTBo JHCTOB B
KaXJO0M JieJie He JOJDKHO npeBblmarh 250. B kKoHIE aena Ha OTAEIBHOM JINCTE COCTaBISETCS
3aBepuUTeIbHAsI HAIITUCh.

7.3.2. Ha o00mo)xkke eyl IMOCTOSHHOTO XpaHEHUs JOJDKHBI OBITh IPOCTAaBIIEHBI CIIETYIOIINE
PEKBU3UTHI:  TOJIHOE  HAaUMEHOBAHME  BBIIIECTOSIIEM  OpraHuM3aluy,  HauMEHOBaHHE
o0pa3oBaTeNbHONW OpraHu3alui, HOMEp (MHIEKC) Jena MO HOMEHKJIAaType, 3arojioBOK Jielna,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh MOCTOSTHHO», HOMEpP (poHAa, omucH,
Jena.

7.3.3. Ilo okOHYaHHH ACIOMPOU3BOACTBEHHOTO roj1a B 0)OPMIICHHBIE O0JIO0KKH JEJI TIOCTOSTHHOTO
XpaHeHHUsT  BHOCATCA  HEOOXOAMMBIE  YTOYHEHHUS: B  3arojJOBKM €N,  COJEp Kalux
pacnopsAuTeNbHbIe JOKYMEHThl (TMpUKa3bl, MPOTOKOJbI), BHOCSATCS HOMEpPA; €CIH Jeli0 C
NEPENNCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KQXJI0M TOME YKa3bIBAa€TCsI KOPPECIIOHACHT, aBTOpP,
TEeppUTOpUS, Apyrue AaHHble. B kaxaoM ToMme ykasbiBaeTcs Aara (4HMClo, MEcsl, T'of) Hayajla u
OKOHYaHUS JTaHHOTO ToMma. TodHbIe JaThl MPOCTABISAIOTCS Ha OOJIOKKAxX Ui OBICTPOro MOMCKA
JOKYMEHTOB B IOCIEAYIOIIEM; M3 3aBEPUTEIbHOM HAANUCH Ha OOJOXKKY Jieda BBIHOCHUTCS
KOJIMYECTBO JIMCTOB B JIEIIE.

7.3.4. Hagnucu Ha 00JI0)KKax Je1 TMOCTOSIHHOIO U JOJTOBPEMEHHOI'O XPAHEHHUS CIEeAyeT
IIPOU3BOJUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

7.3.5. Jlns ydyera KoJMuYecTBa JIUCTOB B Jiele U (PUKCALUM OCOOCHHOCTEH HMX HyMepaluuu Ha
OTJIEIBHOM JINCTE COCTABIISAETCS 3aBEPUTEIIbHAS HAIINCh.

7.3.6. B 3aBepuTeNbHON HAJMUCU YKa3bIBAECTCA KOJIMYECTBO JUCTOB (IupamMu U MPOIUCHIO) B
nene. 3aBepuTeIbHas HAANKMCh IMOJAIUCBIBAECTCS COCTAaBUTENIEM C YKAa3aHHUEM €ro JOJDKHOCTH U
JIaThl COCTABJICHUSI.

7.3.7. BHyTpeHHSS ONUCh COCTaBIsIeTCs K JejaM IMOCTOSHHOIO U JIOAroBpeMeHHoro (cBbime 10
JIeT) CPOKa XpaHeHUs, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX
HE PacKpbIBAIOT KOHKPETHOE COJepKAHUE TOKYMEHTOB (0c000 LIEHHbIE, TUYHBIE JIeNa U JIp.).

7.4. Onycanye J0KyMEHTOB IIOCTOSHHOTO CPOKA XPaHEHMSL.

7.4.1. Omnucu CcOCTaBISIFOTCS pa3lelbHO Ha J€Jla IOCTOSHHOIO XpAaHEHHs 110 OCHOBHOM
JESITEJIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBy.

7.4.2. OnucH COCTaBISIOTCS JEIOTPOU3BOIUTEIIEM.

7.4.3. Onuck BeAeTCs B €MHON BAJIOBOM HyMEpPAIIMH B TEUCHHE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHUs COCTABIISAETCS aKT 00 YHUUTOKEHHH.

7.4.5. Ilo OKOHYaHMUU JEIONPOM3BOJCTBEHHOIO T0Aa B 00pa30BaTENbHOM OpraHU3alUuU
HPOU3BOJIUTCS OTOOP TOKYMEHTOB MOCTOSHHOI'O CpOKa XpaHEHMs JJIs BKJIIOUEHHUsS UX B OIHUCH.
Onuce COCTOUT M3 TOJOBBIX pa3[eNoB, BHYTPH TIoJa [eja pacloyiaraloTcsi IO CTENeHU
3HaYMMOCTH C YYE€TOM HOMHMHAJIBHOIO NpPHUHIUNA (B COOTBETCTBUM C HOMEHKIATYpOH
0011e00pa3oBaTeIbHON OpraHU3aIIH).

7.4.6. Onucu COCTaBISIOTCA pAa3/lelbHO Ha Jejla IOCTOSHHOIO XpaHEHUs 10 OCHOBHOM
JESTEIbHOCTH U Ha JIeJia 110 JIMYHOMY COCTaBy.

7.4.7. Onucu coCTaBIAIOTCS CEKPETapeM.

7.5. dena BpeMeHHOro XpaHeHust 0(OpMIISIOTCS YIPOILEHHO: OHU HE MOIINBAIOTCS, IUCTBI B HUX
HE HyMEpYIOTCs, YTOUHEHUE Ha 00JI0’KKaX HE NMPOU3BOAUTCS, OMUCH Ha JieJla HE COCTaBJISAIOTCH,
y4eT BEETCs 10 HOMEHKJIAType JIe.

8. Ycii0BusI XpaHeHHsI JOKYMEHTOB apXHBa

8.1. JIoKyMeHThI apX1Ba XpaHATCS B apXUBOXpaHWIUIIE 00111e00pa30BaTEIbHON OpraHnu3alllu.

8.2. He nomyckaercs pa3MellieHle apxyuBa B IOABAJIIbHBIX U YEPAAUHBIX TOMELIEHUSIX LIKOJIBI.

8.3. ApXuBOXpaHWIHIIE TOJKHO OBITH YAANEHO OT JIa0OPaTOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIICHUI U HE UMETh OOIIMX C HUMH BEHTUJISIIMOHHBIX KaHATIOB. APXHUBOXPAHWINILE OTACIISICTCS



OT COCCAHUX HOMGH.IGHHFI HCCTOpAaCMbIMU CTCHAMHU U NCPCKPLITUAMU C IMPCACITIaMHA OTHECTOMKOCTH
HE MeHee JByX 4acoB. B apxuBoxpaHuiuile He IOMyCKaeTcs MpoKJaaka TpyO BOJOCHAOXKEHUS U
KaHAJIN3alUH, TEXHOJIOTUYECKNE WU OBITOBBIC BHIBOJIBI BOJBI.

8.4. ApXI/IBOXpaHI/IJ'II/IHIe JOJDKHO HMMCETh C€CTCCTBECHHYIO WM HWCKYCCTBCHHYIO BCHTHUIIALUIO,
00eCTeunBaroIy 0 PELUPKYIISLUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIEPaTyPHO-BIAKHOCTHOTO PEKUMA.
8.5. Bce mocrtynaromue B apXxuB 0Opa3oBaTeNbHOM OpraHU3aluy JIOKYMEHTHI pa3MELIaloTCs B
apXMBOXPAHWIHUINAX HA CTAMOHAPHBIX W/WIM TEPEABIKHBIX METANIMUECKUX CTellaxkax, B
MeTaJNInYecKuX 1Kadax Ui KOHTeHHepax.

8.6. Cremiaxu JOJKHBI OBITh YCTAHOBIICHBI NMEPIEHANKYIISIPHO CTEHAM C OKOHHBIMU IPOEMaMH, a B
TOMEIIEHUN 0e3 OKOH - C y4eTOM OCOOEHHOCTEeH momermieHus U obopynoBanus. He momyckaercs
pa3MelleHne cTeJUIaXkeil BINIOTHYIO K Hapy>KHBIM CTEHaM 37JaHHs U K MICTOYHUKAaM TeIuIa.

8.7. PaccranoBka cremnaxkeil W mkadoOB OCYIIECTBIAETCS B COOTBETCTBHHM CO CICAYIOIIMMH

TpeOOBaHUAMM:
* paccTOsiHuE MEX]y psAAaMH cTesuiaxei (ri1aBHbIi npoxona) — He MeHee 120 cwm;

* paccTosiHuE (IIPOXOJ) MEXKAY CTEIa)KaMu — He MeHee 75 cM;
*  paccTosHUE MEXy Hapy>KHOW CTEHOHW 3/aHUS W CTEIIaKaMH, TapaJUIeIbHBIMU CTCHE — HE
MeHee 75 cMm;
*  pacCTOSIHHUE MEXKIy CTCHOW M TOPLIOM CTesuiaxka min mkada (00xom) — He MeHee 45 cMm;
* paccTosiHME MEXIy TOJOM W HWXKHEHW monkoil cremnaxa (umkada) — He MeHee 15 cm, B
HOKOJILHEIX dTakax — He MeHee 30 cM.
8.8. IlporuBomokapHbId peXUM B 3JaHHUIX, TA€ pa3MeIlaeTcs apXuB IIKOJb, U B
ApXUBOXPAHIIUINAX YCTAHABIIUBACTCS B COOTBETCTBHH C [IpaBmiiaMu IpOTHBONIOXKAPHOTO PEXUAMA B
Poccuiickoit @enepaunu ot 16 centsiOpst 2020 roma Nel479.
8.9. ApxuBHBIE TOKYMEHTEHI CJIeTyeT XPAaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIeHCTBHA CBETa 00ECIIeUMBAETCS XPAHEHUEM JIOKYMEHTOB B KOPOOKax,
narnkax ¥ rnepervierax, B mkadax uiM Ha CTeUIaXKax 3aKphITOTO THIIA.
8.11. EcrecTBeHHOE OCBEIICHHE B apXUBOXPAHWIUIIE TOMYCKAETCS MPU yCIOBUHM MPUMEHEHHs Ha
OKHax CBETOpAacCEMBATENCH, PEryJaTOPOB CBETOBOTO MOTOKAa (CHEIHANBHBIX CTEKOJ), 3aIIUTHBIX
(GUIBTPOB U MMOKPBITUH, JKATIO3H.
8.12. JInst HICKyCCTBEHHOTO OCBEIIEHUS TIPUMEHSFOTCS JIaMIThl HAKAJTMBAaHHS B 3aKPBITHIX IIadoHaX ¢
TJIaJIKOM MTOBEPXHOCTHIO.
8.13. B_apXuBOXpaHWIHWIIE ISl XPAHEHUS! JOKYMEHTOB YCTAHABIMBAIOTCS CIEIYIOUINE ITapaMeTphl
TEMIEPATYPHO-BIAXKHOCTHOTO PEeXKUMA:
*  JUIsl XpaHEHUsI TOKyMEHTOB Ha OyMa)XHOM Hocutese — temneparypa 17-19°C, otHocuTenbHas
BJI&KHOCTh Bo3ayxa — 50-55%.

8.14. Tlomemenuss apxuBa 0Opa30BaTENBHONW OpPraHU3allUMd JODKHBI COJAEPKAThCS B YHCTOTE, B
YCIIOBUSIX, UCKITIOYAIOIINX BO3MOKHOCTbH MOSIBICHUS TIECEHU, HACEKOMBIX, TTHUTH.

9. 3ak/II0YUTeIbHbIC MOJI0KEHUS

9.1. Hacrosimee IlonoxeHue sBisieTcs JIOKAJIbHBIM HOPMATHUBHBIM aKTOM, IPUHHMAETCS Ha
O6meM coOpannu pabOTHUKOB IIKOJBI U yTBEpxkKAaeTcsa (MO0 BBOIUTCS B ACHCTBHE) MPUKA30M
JUPEKTOpa OpraHu3alliy, OCYILECTBISAIONIEN 00pa30BaTENbHYIO JEATENbHOCTD.

9.2. Bce u3MeHeHMs M JOMOJHEHUS, BHOCHMBbIE B Hacrtosmiee llomoxkenue, odopmisiorcs B
NUCbMEHHOH (opMe B COOTBETCTBMM JEHCTBYIOIIMM 3aKOHOAATENLCTBOM Poccuiickoit
®enepanuu.

9.3. Tlonoxenue 00 apxuBe 00mEO0pa30BATEIBLHON OpraHW3aldKd TNPUHUMAETCS  HA
HeomnpeaeneHHbld cpok. M3meHenus u gomnonHeHus K [loJ0XKeHUI0 MPUHUMAIOTCS B TOPSIKE,
npeaycMoTpeHHoM 11.9.1. nacrosiiiero [lonoxenust.

9.4. Tlocne npunsatus IlonoxkeHus (WA W3MEHEHUW M JOMOJHEHUN OTIENbHBIX IIYHKTOB U
pa3aenoB) B HOBOW peNaKIuy MPEIbIIyIasi pelakius aBTOMATUYECKH yTPAuUBaET CUITY.
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