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IHosoxxenue

00 apxuBe 00111€00pa30BaTEIbHOI OPraHN3aAIUU

1. O01me moJ1o:KeHUSA

1.1. Hacrosiuee /lonoscenue 06 apxuge wixovl pa3pabOTaHO Ha OCHOBAHUU
[IpumepHOro mOJIOKEHUST 00 apXWBE OpPraHU3AIMH, YTBEPKJIECHHOTO MPUKA30M
®epnepanbHoro apxupHoro areHTctBa Ne 42 or 11 ampens 2018 roma, B
cootBercTBUM ¢ [lpukazom MunkyneTypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEPKIECHUU TMPAaBWJI OpPraHU3allMyd XpAaHEHUS, KOMIUIEKTOBAaHMS, Yy4yeTa U
WCIIOJIB30BaHuUs JOKYMEHTOB ApxuBHOro (ponaa Poccuiickoit @eaepaiiuu u Ipyrux
apXMUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO
caMOyIpaBjieHUsT W opranm3anusax”,  YcraBom  001meoOpa3oBaTeIbHOM
OpraHu3aluu.

1.2. JTannoe [lonoxenue 00 apXuBe MIKOJbI ONPENEISET COCTAB JOKYMEHTOB
apxuBa O00IIE00pa30BaTEIbHOW OpraHMW3alldd W  YCIOBUS UX XPaHEHWUS,
yCTaHaBJIMBAeT 3aJauyd, Ha3HaueHWe W (QYHKIUU [IKOJBHOIO  apXUBa,
pEeriIaMeHTUPYET NESITENbHOCTh JIWIA, OTBETCTBEHHOI'O 3a BEJCHUE apXuBa B
OpraHu3alliu, OCYIIECTBIISIONIeH 00pa30BaTEebHYIO NeATEIbHOCTD.

1.3. B cBoeil 1eaTeNbHOCTH apXUB PYKOBOACTBYeTCsS DeiepanbHbIM 3aKOHOM
No 125-®3 or 22.10.2004 «O6 apxumBHOM pene B Poccuiickoit denepanmm» ¢
m3mMeHeHusiMu Ha 11 wmrons 2021 roma, HOpMAaTUBHBIMU MPAaBOBBIMU aKTaMU
Poccuiickoit denepanum, cyonbekra Poccuiickoit @enepanuu B chepe apXHUBHOTO
Jeaa W JIeNIONPOM3BOJICTBA,  JIOKAIBHBIMH ~ HOPMATUBHBIMU  aKTaMU
o011eo0pa3oBaTeabHON OpraHU3aIuy.

1.4. JIOKyMEHThI OpraHu3aluH, OCYIICCTBISIONICH 00pa30BaTEIbHYIO
NEeSATEIbHOCTh, HWMEIOIIME MCTOPUYECKOE, KYJIbTYPHOE, HAY4YHOE, COIMAIbHOE,
HKOHOMHUYECKOE U TOJUTUYECKOE 3HAUEHHUE, COCTABISIOT TOCYAAPCTBEHHYIO YacTh
ApxuBHoro ¢onaa Poccuiickoit denepanuu, SABASIOTCI COOCTBEHHOCTHIO
rocyJIlapcTBa M MOJJIEKAT MOCTOSHHOMY XPaHEHHUIO B TOCYAapCTBEHHBIX apXUBax
Poccuiickon ®enepanuu. Jlo nepenadyn Ha rocygapCTBEHHOE XPAHEHUE HAHHBIC
JIOKyMEHTBI BDEMEHHO XPaHATCS B 00I1e00pa30BaTEIbHOM OpraHu3aIliH.

1.5. B mkone ans XpaHeHuss JOKyMeHTOB ApxuBHOTO ¢GoHaa Poccuiickoit
denepalui U 3aKOHYEHHBIX JEJIOMPOU3BOACTBOM JOKYMEHTOB IMPAKTUYECKOTO
Ha3HAYCHUs, UX OTOOpa, y4eTa, WMCIOJIh30BaHUS W TMOATOTOBKM K TEepeaade Ha
roCyJapCTBEHHOE XPAHEHUE CO3/1AE€TCS APXUB.



1.6. ApxuB co31aeTcsi Kak CaMOCTOSITENIbHOE TIOIPA3AECIICHUE, BO3TIIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXUBa COMIACHO MPUKA3Y JUPEKTOPA IIKOJIBI.

1.7. Opranuzanusi, OCYyIIECTBISIOIIAs 0Opa30BaTEIbHYIO JESTEIbHOCTD,
oOecrieuynBaeT apxXuB HEOOXOIMMBIM TTOMEIIICHUEM, 000PYTI0BaHUEM U KaJIpaMHU.

1.8. ObmeobpazoBaTebHAs OpTaHU3aIis 00eCIIeYnBACT COXPAHHOCTD, YUET,
oTOOp, YIOPSJOYEHUE M HCHOJb30BaHUE JOKYMEHTOB ApxXuBHOTro (oHIa
Poccutiickoii deneparuu, oOpa3yrmmxcs B €ro aesrenbHocTd. OOecreynBaer
CBOEBPEMEHHYIO IIepelauy 3TUX JOKYMEHTOB Ha TOCYAapCTBEHHOE XpPAHEHUE.

1.9. Bce paboTbl, CBsI3aHHbIE C MOATOTOBKOHM, TPAaHCIIOPTUPOBKOW H
nepegavyeil apXuBHBIX IOKYMEHTOB, IPOU3BOJATCS CHIIAMH U 33 CUET IIKOJIBI.

1.10. 3a yrtpary u mopuy AOKYMEHTOB ApxuBHOTO ¢onHna Poccuiickoi
denepanun JOJKHOCTHBIE Iuna OpraHu3aluu, OCYILIECTBIISIOIIEH
o0pa3oBaTeIbHyI0 JCSTEIBHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBUHU C
JEUCTBYIOIUM 3aKOHOATEIHLCTBOM.

1.11. lIxonbHBIN apxuB paboTaeT coriaacHo AaHHOMY [losioXkeHuto U miany,
yTBEP)KJIAEMOMY  JTHUPEKTOPOM  00ImeoOpa3oBaTeIbHOM  OpraHU3alluk, W
OTUUTHIBACTCS TIEPE]] HUM B CBOEH paboTe.

1.12.  KoHTponb AEATENBHOCTA apXHWBa  OCYLIECTBISET  JIUPEKTOP
OpraHu3alliy, OCYIIECTBISIONICH 00pa30BaTEIbHYIO JEATEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B mIKoJIbHBIN apXUB MOCTYMNAIOT:

. 3aKOHYEHHBIE JEJIONPOU3BOACTBOM IIKOJIBI JOKYMEHTBI IIOCTOSTHHOTO
XpaHEeHUs, OO0pa30BaBIIMECS B JIEATEIBHOCTH CTPYKTYPHBIX TOJPA3ACICHUIA,
JIOKyMEHTBhI BpeMeHHoro (cBeimie 10 J5eT) cpoka XpaHEHUS, HEOOXOIUMBIC B
MPAKTUYECKOMN ACSITEIbHOCTH, JOKYMEHTHI IO KaJpaM U 00yJarouMCs;

. JOKYMEHTBI IIOCTOSIHHOTO XPAHEHUs W 10 JINYHOMY COCTaBy
OpraHM3alUN-TIPEIIECTBEHHUKOB;

. JMYHbIE boHbI BEYILIUX pabOTHUKOB OpraHu3aluu,
OCYUIECTBIISIOLIEH 00pa30BaATENbHYIO AESTENBHOCTbD, IOCTYNHBIINE B APXUB;

. CIIy’K€OHbIE€ U BEIOMCTBEHHBIE U3JJaHUS;

. CIIPaBOYHO-TIONCKOBBIE  CPEACTBA K JIOKyMEHTaM W  YYETHBIE

JIOKYMEHTBl ~ ApXWBa OpraHu3alud, OCYIIECTBISAIONIEH  00pa3oBaTEIbHYIO
NEATEIIbHOCTb.

2.2. Cpoku xpaHEeHHs JOKYMEHTOB B apXUBE 00pa30BaTEeIbHON OpraHU3aINN
OMPEICNIAIOTCA COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJIECHHOW HOMEHKIIATYPE JIEJI.

3. 3agaum apxuBa

3.1. OCHOBHBIMH 3a7]a4aMH apPXUBA SBIISIOTCS:

3.1.1. Opranu3zanus XxpaHeHus: TOKYMEHTOB, COCTaB KOTOPBIX MPEyCMOTPEH
pazaenom 2 Hactosimiero Ilomoxkenus o0 apxuBe 0011€00pa30BaTEIHLHOM
OpraHu3alluu.

3.1.2. KommuiekToBaHME apxuBa JIOKYMEHTaMH, OOpa30oBaBIIMMUCA B
NeATEIbHOCTH OpTraHu3aliu, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO AESITEIbHOCTb.

3.1.3. VYuer, obecrnieueHne COXpPaHHOCTH, CO3/JaHHE HAYyYHO-CIPABOYHOIO
anmnapara.



3.1.4. Vicnonb30BaHus IOKYMEHTOB, HAXOMSIIMUXCSA HAa XpPaHEHUH B apXHUBE
IIKOJIBI.

3.1.5. TloaroroBka M CBOEBpEMEHHas Mepefaya JIOKYMEHTOB APXHUBHOIO
donma Poccuiickoit deneparun Ha MOCTOSHHOE XpPaHEHHWE B TOCYIAPCTBEHHBIN
(MyHUIIUIIAJIBHBIN ) apXUB.

3.1.6. Meroauveckoe pPYKOBOJCTBO W KOHTPOJIb 3a (DOPMUPOBAHHEM U
oopmiieHuEeM J1e B JEIONPOU3BOICTBE IIKOJIBI U CBOEBPEMEHHOM Mepenayeii ux B
apXuB 00pa30BaTEIbHON OpraHU3AIINH.

4. OyHKIUM AaPXUBA MIKOJIbI

B cooTBercTBMM C BO3JOKEHHBIMM 33JadyaMU apXHUB OCYIIECTBISET
cienyrouue GyHKIINN:

4.1. Opranusyer rnpueM JOKyMEHTOB IMMOCTOSTHHOTO ¥ BpeMeHHBIX (CcBbIte 10
JIET) CPOKOB XpaHEHHUs, B TOM UHUCJIE MO KaJipaM U 00ydaroummcsi, 00pa30BaBLIINXCS
B JICATEIBbHOCTH IIKOJbI, B COOTBETCTBUU C YTBEPKIECHHBIM IPaUKOM.

4.2. ObecrieunBaeT COXPAHHOCTh W BEJET YYEeT JIOKYMEHTOB U (DOHIOB,
HaXOJISIINXCS HA XpaHEHUU B apXuBe 00111e00pa3oBaTeIbHON OpraHu3aIiu.

4.3. TlpencraBisieT B roCy1apCTBEHHBIN (MyHUIIUITAIIBHBIN) apXUB YUETHBIE
CBEJICHUSI 00 00bEME M COCTaBE XPaHSIIMXCA B apXUBE IIKOJBI JOKYMEHTOB
ApxuHoro ¢gonna Poccuiickoit denepauuu u Ipyrux apXUBHBIX JTOKYMEHTOB B
COOTBETCTBUM C IOPSIIKOM TOCYJAPCTBEHHOTO Yy4yeTa JOKYMEHTOB ApPXHBHOIO
dbonna Poccuiickoit deneparuu.

4.4. CucreMatn3upyeT M pa3MellaeT JOKYMEHTbI, IOCTYMarollue Ha
XpaHEHHE B IIKOJBHBIM apXWB, OOpPA30BaBIIMECS B XOJ€ OCYIIECTBICHUS
JeSITEIbBHOCTH OpTraHU3allii, OCYLIECTBIIIONIEH 00pa30BaTeNIbHYIO I€ATEIbHOCTb.

4.5. PaspabatbiBaeT rpaduku TMPEACTABICHHUS OMUCEH HA pPacCCMOTPEHHE
HKCIEPTHO-NIPOBEPOYHON KOMHUCCUU U TMEpeAauu JTOKYMEHTOB ApXUBHOro (hoHaa
P® na xpaHeHH€ B roCcyJapCTBEHHBIN (MyHULUIIATBHBIN) apXUB.

4.6. OcymiecTBIsET MOATOTOBKY U MPEICTABIISIET:

. Ha PACCMOTPEHHE M COIIACOBAHUE DKCIIEPTHOW KOMHCCHM ILKOJIBI
OIKCH JIEJ MOCTOSTHHOTO XpaHEeHUs1, BpeMeHHbBIX (cBhie 10 1eT) CpOKOB XpaHEeHUS,
B TOM 4YHCJIE€ MO KaJpaM U O0OydYarolMMcs, a TaKKe AaKThl O BBIICICHHH K
YHUUTOXEHUIO apXHUBHBIX JTOKYMEHTOB, HE MOMJIEKAUIMX XPAHEHHIO, aKThl 00
yTpaTe JOKYMEHTOB, aKThl O HEUCHPAaBUMbBIX TMOBPEKICHUIX apXHUBHBIX
JOKYMEHTOB;

. Ha YTBEPXKIAECHUE AKCIIEPTHO-NPOBEPOYHON KOMHUCCUU
YIOJHOMOYEHHOTO OpraHa WCIOJHUTEILHON BIacTH cyObekTa Poccuiickoi
denepanuu B chepe apxuBHOTO Aena (nanee - IIIK apxuBHOTO yUpeKIeHUs) OTTUCH
JIeJ1 IOCTOSTHHOT'O XPAHEHUS;

. Ha cornacoBanue DK apxuBHOTO yupexaeHus cyobekra Poccuiickoit
denepauny  (MyHUUUMIIAJBHOTO  apXWBa), B  cllydyae  HAJACJICHUS  €ro
COOTBETCTBYIOIIUMH MMOJTHOMOYHUSIMH, OTMCH JI€J MO TUYHOMY COCTAaBY;

. Ha cornacoBanue DIIK apxuBHoro yupexaenus cyorexkra Poccuiickoi
®enepauuy  (MyHUUUIIAJBHOTO  apxXuWBa), B  CJIydae  HAJENEHUs  €ro
COOTBETCTBYIOIIUMH TOJHOMOYMSIMU, aKThl OO0 yTpaTe AOKYMEHTOB, aKThl O
HEHUCIPABUMBIX MOBPEKICHUAX APXUBHBIX JOKYMEHTOB;



. Ha YTBEPXKIAECHUE JUPEKTOPY MLIKOJbI ONUCH €] MOCTOSHHOTO
XpaHEHUs, OMUCU BPEeMEHHBIX (cBbiie 10 JE€T) CPOKOB XpaHEHHUs, B TOM YHUCIIE
OMHCH e TO KaapaM M OOYyYarolmUMCS, aKThl O BBIJCICHUH K YHUYTOKEHUIO
aApXWBHBIX JIOKYMEHTOB, HE TIOIJISKAIINUX XPAHEHUIO, aKThI 00 yTpaTe TOKYMEHTOB,
aKThl O HEUCIPABUMBIX TMOBPEKICHUSIX APXUBHBIX JOKYMEHTOB, YTBEPXKICHHBIC
(cornacoBannbie) DIIK wmnam rocyaapcTBEHHBIM apXxuBOM cyObekTa Poccuiickoit
Oenepanuu  (MyHULUNAIBHBIM ~ apXMBOM) B ClIydya€  HaJIEJICHUS  €ro
COOTBETCTBYIOIIMMU MTOJTHOMOYHUSIMHU.

4.7. OpranuzyeT nepenayy IOKYMEHTOB ApxuBHOro (onmga Poccuiickoii
®denepaniid Ha TMOCTOSHHOE XPAaHEHUE B TOCYJapCTBEHHBIM (MYHUIIMITATIBHBIN)
apXuB.

4.8. Opranu3syer 1 NpOBOIAUT SKCIIEPTU3Y IEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBoiire 10 y1eT) CpOKOB XpaHEHHUsI, HAXOASIIUXCSA Ha XPAaHEHUHU B ApXUBE IIKOJIbI B
Henasix OoTOopa JIOKYMEHTOB JUIsl BKJIIOUYEGHHMSI B COCTaB ApXUBHOro (hoHjma
Poccuiickoit ®denepanuy, a TaKKE BBISBICHUS JOKYMEHTOB, HE IOJJICKAIIUX
JAIbHENIIIEMY XPaHEHUIO.

4.9. VYwuactByer B paboTe DJKCHEPTHOH KOMHCCHH OpTraHHU3aIlUH,
OCYILECTRBIISIIOIIEH 00pa30BaTEIbHYIO ACSATEIbHOCTD.

4.10. IIpoBOoAUT MEPONPHUATHS IO OOECIICUCHUIO COXPAHHOCTH JIOKYMEHTOB,
HaxXOJSIIMXCS Ha XpaHEHWH B AapXWBE OPraHU3allMM, OCYIIECTBISIONICH
00pa3oBaTeIbHYIO ACSITEIbHOCTb.

4.11. Opranusyet uHGOPMUPOBAHUE ATMUHUCTPAIIMHU U PAOOTHUKOB IIKOJIBI
O COCTaB€ U COAEP>KaHUU JOKYMEHTOB apXWBa OpPraHU3allMd, OCYIIECTBISIONIECH
00pa3oBaTeIbHYIO ACSITEIBHOCTb.

4.12. WnadopmupyeT IMOIb30BaTEICH 110 BOMPOCAM MECTOHAXOXKICHUS
apXHUBHBIX IOKYMEHTOB.

4.13. Opranu3yeT BblJjauy JOKYMEHTOB U JeJ JJisl paOOThI B yUUTEIHCKOU WU
BO BPEMEHHOE MOJIb30BAHHUE.

4.14. Vcnonuser 3ampochl OpraHu3alMii W 3asBJICHUS TpaxJaaH o0
YCTAHOBJICHUHM TPYJAOBOTO CTaka WU JPYTUM BOIPOCaM COIMATILHO-TIPABOBOIO
XapakTepa, B YCTAHOBJICHHOM MOPSJIKE BBIAACT KOMUU JOKYMEHTOB U apXUBHBIC
CIIpaBKH.

4.15. BeneTr yuyeT WCHOJB30BaHUS JIOKYMEHTOB apXuBa 00pa30BaTeNIbHOU
OpraHU3alUu.

4.16. Co3maer ¢oHI TONH30BAHUSA apXWBa IIKOJbI W OPTaHU3yeT €ro
UCIIOJIb30BaHUE.

4.17. OcyliecTBIISIET BEICHUE CITPABOYHO-TIOMCKOBBIX CPEJICTB K IOKYMEHTaM
HIKOJbHOTO apxuBa. Co3/1aeT, MOMOJHIET U COBEPIICHCTBYET HAYYHO-CIPABOYHbBIN
amnmnapar K XpaHsAIIUMCS B apXUBE JieJlaM U JJOKYMEHTaM.

4.18. YuactByeT B pa3pabOTKe JOKYMEHTOB OpraHU3aIliH, OCYIIECTBISIONIEH
o0pa3oBaTeIbHYIO  JIEATCIBHOCTh, [0  BONpOCAaM  apXUBHOTO  Jefla |
JIeTIOTIPOU3BO/ICTBA.

4.19. Oka3pIBacT METOAMYECKYIO ITOMOIIIb:



. ciry’)k0e JeIONMpPON3BOACTBA IIKOJIBl B COCTABICHWHW HOMEHKJIATYPHI
nen, ¢GopmupoBaHMM W OQOpMIICHHHM 1ed, KOHTPOJUPYET TPaBHIBHOCTH
dbopmupoBanus 1 0HOPMIICHHUS JIeT B IEITOTPOU3BOJICTBE;

. CTPYKTYPHBIM TOAPA3ACICHUSIM U PaOOTHUKAM IIIKOJIBI B MOJATOTOBKE
JOKYyMEHTOB K Tepeladye B  apXuB  OpTraHMW3alldd,  OCYIIECTBISIONMICH
00pa3oBaTEILHYIO ICITCIHBHOCTD.

4.20. VYyacTByeT B TPOBEICHUU MEPOINPHUSATHH 1O TOBBIIICHUIO
kBamu(pukanmuu ~ pabOTHUKOB  apXWBa M CIOYXOBI  JIETIONPOU3BOJICTBA
00pa30BaTEIHHON OpTaHU3AIIH.

5. IlpaBa apxuBa

J1J1st BBITIOJIHEHUSI BO3JIOKEHHBIX 3a7a4 M (DYHKIIMI JIUI0, OTBETCTBEHHOE 3a
apXHB, UMEET IPaBO:

5.1. IlpencraBnsiTb  OUPEKTOPY  OpPraHU3AllMM,  OCYIIECTBISAIONICH
00pa30BaTeNbHYI0  JI€ATENIbHOCTh, MPEMJIOKEHUS IO COBEPLICHCTBOBAHUIO
OpraHu3allid XpPaHEHMS, KOMIUICKTOBAHMS, yde€Ta W MCIOJIb30BaHUS apXUBHBIX
JIOKYMEHTOB B apXHMBE IITKOJIbI.

5.2. KoHTponupoBaTh BBINIOJIHEHHWE YCTAHOBJICHHBIX MpPaBW pabOThl C
JIOKYMEHTaMHU B CTPYKTYPHBIX MOJIpa3/ICJICHUSIX OpTraHU3alliu, OCYIIECTBIISIONICH
00pa3oBaTEIbHYIO JIESITEIHHOCTD.

5.3. 3anpamuBarh OT CTPYKTYPHBIX TOJIpa3feieHuil 1 paOOTHUKOB IIKOJIbI
CBEJICHUS, HEOOXOIUMBIE JIJIsl pabOTHl apXUBa, C Y4ETOM 00€CIICUEHHUS BBITIOJIHEHUS
BCEX BO3JIOKCHHBIX HA apXMB 337a4 U (PYHKITUH.

5.4. JaBaTh pa3bsICHEHUS M PEKOMEHAAIMU IO BOMPOCAM, BXOMISIIUM B
KOMIIETCHIIUIO apXuBa OpraHu3aliy, OCYIIECTBIAIONICH 00pa3oBaTEIbHYIO
JEATEIIbHOCTb.

5.5. HUudopmupoBaTh  CTPYKTypHbIE  MOAPA3ACICHUS  IIKOJBI O
HEOOXOJIMMOCTH TMepe/iaur JOKYMEHTOB B apXHUB B COOTBETCTBUU C YTBEPKICHHBIM
rpadukom.

5.6. IlpuHumare y4yacTue€ B 3aC€AaHUAX OKCIEPTHOM KOMHCCUH
oOmieo0pa3oBaTeNbHOM OpraHu3aluyd, a TakkKe B OAKCIEPTHO-IIPOBEPOUHOM
KOMHCCUU YIOJHOMOYEHHOIO OpraHa HCIOJHUTEIbHOW BJIACTH CyOBEKTa
Poccuiickoit @enepaiuu B chepe apXUBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 PYHKIIMOHMPOBAHNE APXUBA
6.1. HaznaueHHoe mpuKa3zoM IUPEKTOpa IIKOJBI JIUIO0, OTBETCTBEHHOE 3a
BEJICHUE apXHBa, HECET MEPCOHAIBHYIO0 OTBETCTBEHHOCTD 34!

. BBITIOJTHEHHWE BO3JIOKCHHBIX HA apXuB 3ajJad W (QYHKIUHA B
COOTBETCTBHHM C JICUCTBYIOIIUM 3aKOHOAATEIbCTBOM Poccuiickon denepanuu;
. OpraHH3aIlI0 PadOTHI APXHUBA, CBOCBPEMEHHOE M KBATU(DHUITUPOBAHHOE

BBITIOJTHEHNE TPUKA30B, PACTIOPSIKEHU M, IOPYUYEHUN BBIIIECTOSIIETO PYKOBOJCTBA,
JENUCTBYIOLIUX HOPMATUBHO-TIPABOBBIX aKTOB M0 CBOEMY MPOQUITIO AESITEIbHOCTH;

. paumoHanbHOoe U A(P(EKTUBHOE HCMOIb30BAHUE MaTEPUATIbHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;
. COCTOSIHUE TPYAOBOM WM HCIIOJHUTEIBCKON IUCLUILIMHBI B apXUBE,

BBIIIOJTHEHHUEC CBOUX q)YHKHPIOHaJIBHLIX O65133.HHOCTCﬁ;



. COOJIIOJICHNe TMpaBWJI  BHYTPEHHETO  pacrlopsaka, CaHUTapHO-
MIPOTUBOAIUAEMHUYCCKOTO PEKUMA, ITPOTHBOIOKAPHOW 0€30IMacHOCTH M TEXHHKHU
0e30ITacCHOCTH;

. BEJICHHC  JOKYMCHTAIlMH, IPEAYCMOTPEHHOM  JCHCTBYIOIIMMH
HOPMAaTHUBHO-IIPABOBBIMH JIOKYMCHTAMH,

. NpPEAOCTaBICHUE B  YCTAHOBIICHHOM  IOPSJKE  JIOCTOBEPHOM
CTATUCTUYECKOW M MHOW MHGOPMAITUH O JeSTEILHOCTH apXHBa,;

. TOTOBHOCTB apXHBa K pa0OTE B YCIOBHUSAX UPE3BBIYANHBIX CUTYAIIHH.

6.2. OTBETCTBEHHBIE 3a BEJCHHUE JICJIIONPOU3BOJICTBA, IIOATOTOBKY U
MIPE/ICTABIICHUE JIOKYMEHTOB Ha XpaHECHHWE B apXWB, HA3HAYAIOTCS TUPEKTOPOM
OpraHU3alliy, OCYIIECTBIISAIONICH 00pa30BaTEeIIbHYIO IeATCIbHOCTD.

6.3. KoHTpoJib A€ TeIbHOCTH apXHUBa OCYIIECTBIISACT JUPEKTOP OPTaHU3AIIHH,
OCYIIECTRIISIIONICH 00pa30BaTEeIbHYIO ACATEILHOCTD.

7. KoMIuieKkToBaHMe apXuBa

7.1. TloaroTtoBka MOKYMEHTOB K TMepedade B apxuB 0Opa3oBaTEIbHOM
OpraHW3allid BKJIIOYAET OJKCIEPTU3Y HAYYHOM © TPAKTHYCCKON I[EHHOCTH
JTOKyMEHTOB, 0(DOPMIICHHE JIeJI, COCTABIICHUE OTIHCH.

7.2. DxcnepTru3a IEHHOCTH JIOKYMEHTOB.

7.2.1. Dxcnepmuza yewHocmu OOKYMeHmMO8 — ONIpenelieHne IICHHOCTH
JIOKYMEHTOB C II€JIbI0 0TOOpa UX Ha XPAaHEHUE U YCTAHOBIIEHHWE CPOKOB XPaHEHUSI.
OKcnepTu3y  IEHHOCTH  JIOKYMEHTOB B 00pa3oBaTelIbHOW  OpraHU3alMH
OCYIIECTBIISIET MOCTOSIHHO IEUCTBYIOIIAS SKCIIEPTHAS] KOMHUCCHSI.

1.2.2. Dxcnepmuas Komuccus HA3HAYACTCS TIPUKA30M JTUPEKTOpa MIKOJIbL. B
COCTaB DKCHEPTHOW KOMHMCCHHM BKJIIOUAIOT HE MEHEE TPEeX COTPYAHUKOB, B TOM
quciie B 00s13aTeIbHOM TIOPSA/IKE JINIIO, OTBETCTBEHHOE 3a BEJICHUE apXMUBa IIKOJIbI,
U JUPEKTOp MYHHIMMNAIbHOTO apxuBa (1Mo coryiacoBanuio). Cekperapem
DKCIEPTHOW KOMHUCCHUU Ha3HAYalOT CEKpeTaps o0pa3oBaTeIbHOW OpraHU3aIldu.
DKCrepTHAs KOMUCCHS Ha 3aCEAaHMIX pacCMaTPUBACT: HOMCHKIIATYPY JCI IITKOJHI,
OIIMCH JIeJI TIOCTOSTHHOTO XPaHEHUS U TI0 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI,
BBIICIISIEMBIC K YHUUTOKEHUIO.

7.3. Ogpopmnenue oen

7.3.1. Jlena mOCTOSIHHOTO XpaHEHHUs MOAILIMBAIOTCA B TBEPAYIO OOJIOXKKY
CYpOBBIMU HUTKaMHU. JIUCTBI HYMEpYIOTCSI B TPaBOM BEPXHEM YIJIy MPOCTHIM
KapanjamoM. KoJnuecTBo JIMCTOB B KaXKJAOM JieJie He JOJDKHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OT/IEIILHOM JINCTE COCTABIISICTCS 3aBEPUTEIIbHAS HAJITHUCH.

7.3.2. Ha 0650%Ke J1e)1 MOCTOSTHHOTO XPaHEHUS JIOJKHBI OBITh TPOCTABJICHBI
CJIEYIONTUE PEKBU3UTHI: TIOJHOE HAUMEHOBAHWE BBIMIECTOSIICH OpraHU3aIiH,
HAaMMEHOBaHUE O0pPa30BATEIBHOM OpTaHW3aIllui, HOMEp (MHIEKC) JHelia IIo
HOMEHKJIAType, 3ar0JIOBOK J1eJia, KOJIMYECTBO JINCTOB, CPOK XPAHEHUS UM OTMETKA
«XpaHUTh TIOCTOSTHHO», HOMEP (POH/Ia, ONHCH, Jena.

7.3.3. Ilo oxkoHYaHWHU JETOMPOU3BOJCTBEHHOTO roja B OGOpPMIIECHHBIC
OOJIO)KKH JIeJT TIOCTOSIHHOTO XPaHCHHS BHOCATCS HEOOXOIUMBbIC YTOUYHCHHUS: B
3aroJIOBKM  JIeJI, COAEpKAalIUX paclopsiAUTENbHbIE JAOKYMEHThl (IIPHUKa3bl,
MIPOTOKOJIBI), BHOCSTCSI HOMEPA; €CIIU JIEJ0 C MEPENUCKON COCTOUT U3 HECKOJIbKUX
TOMOB, B KQ)KJIOM TOME YKa3bIBAETCSl KOPPECIOHICHT, aBTOp, TEPPUTOPUS, IpyTUe



naHHple. B kaxaoMm Tome ykasbiBaeTcs Jara (YMciio, Mecsl], roj) Hayaia u
OKOHYaHMS JaHHOTO ToMa. TOdYHBIE NaThl MPOCTABISAIOTCA HA OOJOXKKaX s
OBICTPOTO MOKCKA JOKYMEHTOB B IMOCIEIYIOIIEM; U3 3aBEPUTEIbHON HAIMUCH Ha
00JI0XKKY JieJa BBIHOCUTCS KOJTMYECTBO JIUCTOB B JIEIIE.

7.3.4. Hagnmucu Ha 00J0XKKaxX €71 TOCTOSHHOTO H JIOJITOBPEMEHHOTO
XPaHEHHS CIIETyeT MPOU3BOIUTH YETKO, CBETOCTOMKUMH YePHUIIAMH.

7.3.5. lng yyeTa KOJIMYECTBA JUCTOB B Jiee U (PUKCAIIH OCOOCHHOCTEH UX
HyMEpalllK Ha OT/ICJIbHOM JICTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJIITUCh.

7.3.6. B 3aBeputrenbHONl HAAMHCH YKa3bIBa€TCAd KOJUYECTBO JIMCTOB
(uuppamMu ¥ MPONHUCHIO) B Jeiie. 3aBepUTENIbHAs HAJINUCh MOAMKUCHIBACTCS
COCTaBHUTEJIEM C YKAa3aHUEM €T0 JOHKHOCTU U JaThl COCTaBICHUS.

7.3.7. BHyTpeHHSII ONHUCh COCTaBJISETCS K JieJlaM IOCTOSHHOTO U
nosroBpeMeHHoro (cBeimie 10 JyeT) cpoka XpaHeHus, C(HOPMUPOBAHHBIM I10
Pa3HOBHUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE
coaep)kKaHUe TOKYMEHTOB (0c000 IIEHHBIS, TUYHBIC Jeia U JIp.).

7.4. Onucanue 00Kymenmoe noCmoaHH020 CPOKA XPAHEHUS

7.4.1. Onucu coCTaBNSIOTCA Pa3AeibHO Ha Jea MOCTOSHHOTO XPAHEHHUS 110
OCHOBHOM JIESATEIBHOCTH U Ha JIeJIa 10 JIMYHOMY COCTaBY.

7.4.2. OnucHy COCTaBISIOTCS ACTOMPOU3BOIUTEIIEM.

7.4.3. Onuch BeaeTcsa B €AMHOM BAJIOBOW HYMEPALIMHU B TEUEHUE HECKOJIBKUX
JIeT.

7.4.4. Ha nena ¢ MCTEKIIUM CPOKOM XpaHEHUsI COCTaBIIAECTCS akT 00
YHUYTOXKEHUHU.

7.4.5. Tlo OokOHUaHWU JEIONPOU3BOACTBEHHOTO TOJa B 00pa3oBaTelbHOMN
OpraHu3aluy MTPOU3BOJAUTCS OTOOP TOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHESHHUS TS
BKJIFOYEHHS UX B OMKUCh. OMUCh COCTOUT M3 TOJIOBBIX pa3/esioB, BHYTPH rojia jiena
pacrmoiararoTcs MO CTENEeHHW 3HAYMMOCTH C YYeTOM HOMHHAIBHOTO MpUHIMNA (B
COOTBETCTBHM C HOMEHKJIATYPOU 00pa3oBaTeIbHOM OpraHu3allum).

7.4.6. Onucyu COCTaBISIFOTCS pa3ebHO Ha Jiefia MOCTOSTHHOTO XPaHEeHUs 10
OCHOBHOM JIESATEIBHOCTH U Ha JIeJia 10 JIMYHOMY COCTaBY.

7.4.77. Onucy COCTaBIISIIOTCS CEKPETAPEM.

1.5. [lena epemennoco xpauenus 0QOPMIISIIOTCSL  YNIPOIIEHHO: OHU HE
MOJIIINBAIOTCS, JUCTBI B HUX HE HYMEPYIOTCS, YTOYHCHUE Ha OOJIOKKax He
MIPOU3BOIUTCSI, OTIMCH Ha JieJia HE COCTABISIOTCS, yUeT BEACTCS MO0 HOMEHKJIAType
hi (S

8. YciaoBus xpaHeHHsl JOKYMEHTOB apXHBa IIKOJIbI

8.1. JIOKyMEHTBI apxuBa XpaHATCSA B ApXUBOXPAHWIINLLIC
o01reo0pa3oBaTeIbLHON OPraHU3aIUH.

8.2. He nmomyckaercs pa3MellEHHE apXHBa B IMOABAIBHBIX M YEepAAUHBIX
MOMEIICHUSIX IKOJIBI.

8.3. ApXUBOXpaHWJIMIIE JOJKHO OBITh YyAAJEHO OT J1a00paTOpHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TOMEIIEHHMA MW HE HUMETh OOIKUX C HHUMH
BEHTWISIIMOHHBIX KaHAJOB. ApPXUBOXPAHWJIMILE OTIEISAETCS OT COCEIHUX
NMOMEIICHU  HECropaeMbIMH CT€HaMHM M  MEPEKPBITHSMU €  TpelesamMu
OTHECTOMKOCTM HE MEHee JIByX 4acoB. B apXuBOXpaHWIMIIE HE AOIMYCKaeTcs



MPOKJIaJKa TPyO BOAOCHAOKEHUS U KaHAIM3AI[U1, TEXHOJIOTHYECKUE UIH OBITOBBIC
BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHUJIUIIE TOJHKHO UMETh €CTECTBEHHYIO MJIM HCKYCCTBEHHYIO
BCHTWISAIIUIO, OOECIICUMBAIONIYIO  PEIUPKYJSINI0  BO3AyXa, CTaOMIBHOCTH
TeMIIepaTyPHO-BIAXKHOCTHOI'O PEKUMA.

8.5. Bce moctymnaroiiye B apxuB 00pa30BaTeIbHON OpraHU3aIllui TOKYMEHTBI
pa3MeIaTCsl B apXMBOXPAHWININAX HAa CTAI[MOHAPHBIX W/WIINA TEPEIBUKHBIX
METATHYECKUX CTEIIaXKax, B METAITMISCKHUX MIKadax UiIu KOHTeHHEpax.

8.6. Cteutaxkxu JOJKHBI OBITh YCTAHOBJICHBI NMEPHEHIUKYJISIPHO CTEHAM C
OKOHHBIMH TIPpO€MaMH, a B IIOMEIICHHH 0€3 OKOH - C Y4eTOM OCOOEHHOCTEeH
noMeIeHust u obopyaoBanus. He qonmyckaercs pa3melnieHyue creiuiakei BITIOTHYIO
K Hapy’>KHBIM CT€HaM 37aHUs ¥ K ICTOYHUKaM Teria.

8.7. PaccTanoBka cTemiakei 1 mKadoB OCYIIECTBISIETCS B COOTBETCTBUH CO
CJICAYIOIUMU TPEOOBAHUAMMU:

. pacCTosIHUE MEXAY PsAJlaMU CTeJUIaXkel (TIaBHBIN MMPOX0J1) — HE MEHEe
120 cwMm;

. paccTosiHUe (MPOXO0) MEXY CTellIakaMu — He MeHee 75 cM;

. pacCTOSIHUE MEXYy HApY)KHOM CTEHOW 3JaHUsi M CTeJIa)KaMu,
MapajuieIbHBIMUA CTEHE — HE MEHee 75 cM;

. paccTOsIHUE MEXy CTEHOUM U TOPIIOM CTeJUiaxka uiu mkada (00xom) —
He MeHee 45 cm;

. pacCTOSIHUE MEXKTy TTOJIOM M HYIKHEH TOJIKOM cTesutaxka (mkada) — He

MeHee 15 cM, B IIOKOJIBHBIX dTakax — He MeHee 30 cM.

8.8. IIpoTHBONOKAPHBIN PEXKUM B 3AAHUSX, TJI€ PA3MENIACTCS apXUB LIKOJIBI,
U B apXMBOXPAHWJIMILNAX YCTAHABIMBAETCS B COOTBETCTBUU C IIpaBunamu
MPOTUBOIIOKApHOTO pekrma B Poccuiickoit denepanum ot 16 centsaops 2020 roga
No1479.

8.9. ApXHUBHBIE JOKYMEHTHI CIEAYET XPAHUTh B TEMHOTE.

8.10. 3amura TOKyMEHTOB OT JEHUCTBHUSI CBETa OOECIIEUMBACTCS XpaHEHUEM
JIOKYMEHTOB B KOpOOKax, mamkax M TepervieTax, B mkadax WM Ha CTeJUIakax
3aKPBITOrO THUIA.

8.11. YpoBeHb MCKYCCTBEHHOIO OCBEUIECHWS] B KHUTOXPAaHWJIUILAX JIOJIKEH
cocTtaBysATh HE MeHee 100 mrokce.

8.12. B apxuBoxpaHWIUIIE ISl XpaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS
CJIeAYIONINE TapaMeTphbl TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA:

. JUTSI XpaHEHUS IOKYMEHTOB Ha OyMaXHOM HOCHUTEIe — TeMiiepatypa 17-
19°C, otHOCHTEIBHAS BIAKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxuBa 00pa30BaTEIBHONW OPTaHU3AIMU  JTOJDKHBI
COJIEPKAThCSl B YUCTOTE, B YCIOBUSIX, UCKIIOUAKOUIUX BO3MOKHOCTh IMOSBJICHUS
MIJIECEHU, HACEKOMBIX, MBLITH.

9. 3akiII0UNTEIbHbIE MOJI0KEHUS
9.1. Hacrosee [Tonoxenue 06 apxuBe sBISETCS JTOKAIbHBIM HOPMATUBHBIM
aKToM, mpuHuMaeTcsi Ha OOieM coOpaHuu paOOTHUKOB HIKOJbI U YTBEPKIAACTCS
(yimGo BBOAMTCSA B JACHCTBHE) NIPUKA30M JUPEKTOpa 00IIeo0pa3oBaTeILHON
OpraHu3alluu.



9.2. Bce u3MeHeHHs U JONOJIHEHMs, BHOCUMbIE B HacTosuee [lonoxeHue,
opopMISIOTCST B MHCHBbMEHHOW (OpME B  COOTBETCTBHHM  JCHCTBYIOIIUM
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

9.3. TIlomoxenune o0 apxuBe 001Ic00pa30BaTEILHON  OpraHU3AIMN
MIPUHUMAETCS HA HEONIPEAEIEHHbIN CpOK. I3MeHnenus u qonosiHeHus K [looxenuto
MIPUHUMAIOTCS B MTOPSJIKE, TPETyCMOTPEHHOM I1.9.1. HacTosmero [lomoxenus.

9.4. Tlocne mnpunsitus IlonoxkeHuss (UM U3MEHEHUUW U JOMOJHEHUI
OTJICJIbHBIX IYHKTOB W pPa3/leJIOB) B HOBOM pEeNaKIMM TpeIbLaylas peaakius
aBTOMATHYECKU YTPAUUBACT CUITY.
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