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IHonoxkenune 00 apxuse

1. O6mue mMoJI0KeHHUA

1.1. Hacrosimee [lonoxenue pazpaboraHo Ha ocHoBaHuHU [IpumepHOro mosioxeHust o0 apxuBe
OpraHM3aliy, YTBEp:KIEHHOro mnpukazom PenepanbHoro apxupHoro areHrcrsa Ne 42 ot 11
anpens 2018 roga, B cootBeTcTBUM ¢ DenepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O06
oOpazoBanun B Poccuiickoit ®enepauun» B pemakiuu ot 25 wutons 2022 ropga, [Ipuxasom
Munkynbtypbl Poccun ot 31.03.2015 Ne 526 "OO0 yTBepKAeHUH MpPaBUI OpraHU3al[Mi XpaHEHMUS,
KOMIUICKTOBAaHUS, y4yeTa M MHCIOJIb30BaHUS JIOKYMEHTOB ApxuBHOro ¢ounaa Poccuiickoit
@denepanuu U JPYrUX apXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOW BIIACTH, OpraHax
MECTHOT'O CaMOYNpaBJIeHUs U opranu3zanusax”, YcraBoM o01ieo0pa3oBaTesIbHOM OpraHnu3aIim.

1.2. Jlannoe IlomokeHWe ompenenseT COCTaB JOKYMEHTOB apxuBa 00IIeo0pa3oBaTeIbHOM
OpraHu3allil W YCIOBHMS MX XpaHEHHUS, YCTaHABIMBAeT 3a/auyd, Ha3HAueHUEe M (YHKLIUHU
IIKOJILHOTO apXMBa, PerjaMeHTUPYET AESITeIbHOCTD JIHMIIA, OTBETCTBEHHOTO 3a BEJICHHE apXUBa B
OpraHu3aIiH, OCYIIECTBIISIONICH 00pa30BaTENbHYIO IESTEIbHOCTD.

1.3. B cBoeil neaTenbHOCTH apXxuB pykoBojacTByeTcss DeaepanibHbiM 3akoHOM Ne 125-D3 ot
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @enepaunn» ¢ u3meneHustMu Ha 11 uronst 2021
rojla, HOPMATUBHBIMU TIpaBOBbIMH akTamMu Poccuiickori ®enepanuu, cyoOwbekra Poccuiickoit
®enepanyu B chepe apXUBHOTO Jiea U JAEJIONPOU3BO/ICTBA, JOKATbHBIMU HOPMAaTUBHBIMHU aKTaMHU
0011e00pa3oBaTeaIbHON OpraHU3aIiy.

1.4. JIokyMeHTbl OpraHu3ally, OCYIIECTBIIAIONICH 00pa3oBaTelIbHYIO JESTEIbHOCTb, MUMEIOIIHNE
HCTOPUYECKOE, KYJIbTYpPHOE, Hay4yHOE, COLMAIbHOE, SJKOHOMUYECKOE U MOJIMTUYECKOE 3HAUYEHUE,
COCTaBIISIIOT TOCYJApCTBEHHYIO 4YacTb ApxuBHOro (onna Poccuiickoit Denepaiuu, sBISIOTCS
COOCTBEHHOCTBIO TOCyJapcTBa W TMOJUIekKAT IOCTOSHHOMY XPaHEHWIO B TOCYJapCTBEHHBIX
apxuBax Poccuiickoii ®enepauuu. Jlo nepepaun Ha TrOCyAapCTBEHHOE XpaHEHHME JIaHHBIE
JIOKYMEHTBI BPEMEHHO XpaHATCS B 0011e00pa30BaTeIbHON OpraHU3aIiu.

1.5. B mxone mis XpaHeHMs JOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanuu u
3aKOHYEHHBIX JEJONPOU3BOICTBOM JOKYMEHTOB IMPAaKTHMYECKOTO Ha3HAa4YeHMsI, UX OTOOpa, ydera,
MCIIOJIb30BaHUS U MOJATOTOBKH K IIEpeaue Ha TOCYJapCTBEHHOE XPaHEHHUE CO3AAETCS apXUB.

1.6. ApxuB co3maercs Kak CaMOCTOSTEIbHOE IOAPA3/ENICEHNEe, BO3IJIABIIIEMOE JIMIIOM,
OTBETCTBEHHBIM 32 BEJCHHUE apXUBa COINIACHO NPUKA3y TUPEKTOPA LIKOJIBI.

1.7. Opranuzamusi, OCYIICCTBIISIIONIAsS 00pa30BaTEIbHYIO NEATEIBHOCTh, OOCCIEYMBACT apPXUB
HEO0XO0IMMBIM TIOMEIIEHHEeM, 000PYJOBaHUEM U KaJpaMH.

1.8. OO6meoOpa3oBaTenbHas oOpraHuszanus oOecreynBaeT COXPAaHHOCTb, Yy4eT, oTOop,
YIOPSIOYEHHE M HCHOJIb30BaHUE JOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoii deneparyu,
oOpa3zyronuxcs B ero aestenbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO Mepeiady 3TUX JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XpPaHEHHUE.

1.9. Bce paboThl, CBsi3aHHBIE C TMOATOTOBKOW, TPAHCIOPTUPOBKOM M mepenadyeldl apXUBHBIX
JIOKYMEHTOB, IPOU3BOJATCS CUJIAMHU U 33 CUET LIKOJIBL.

1.10. 3a yrpary u nopuy nokyMeHToB ApxuBHoro ¢ouaa Poccuiickoii denepanun T10HKHOCTHBIE
JIMIIa OpraHU3aliy, OCYIIECTBISIONEH 00pa3oBaTeNIbHYIO JeSITeIbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JICHCTBYIOIINUM 3aKOHO/IATEIbCTBOM.

1.11. HlxoneHbBIA apXxuB pabOTaeT COMNIaCHO IUIaHy, YTBEPKAAEMOMY  JIHPEKTOPOM
0011e00pa3oBaTeabHON OpraHU3alui, 1 OTYUTHIBACTCA MIEpe]l HUM B CBOel paboTe.



1.12. KoHTponb AeSTENbHOCTH apXUBa OCYIIECTBIISCT IUPEKTOP OpPTaHU3allUU, OCYIIECTBIISIOMEH
00pa3oBaTeNbHYIO 1eATETEHOCTD.

2. CocTaB J0KYMEHTOB apXHUBa
2.1. B IIKOJABHBIN ApXUB MOCTYMNAOT:

* 3aKOHYEHHBIC JEJIONPOM3BOACTBOM IIKOJbl JOKYMEHTBHl TIOCTOSIHHOTO XpaHEHWs,
oOpa3oBaBiIMecss B JCATEIbHOCTH CTPYKTYPHBIX MOJpPA3JeNeHUi, JTOKYMEHTbI
BpeMeHHOro (cBeimie 10 7eT) cpoka XpaHEHHUs, HEOOXOAMMbIE B MPAKTUYECKOM
JeSITebHOCTH, JOKYMEHTHI IO KaJjpaM 1 00ydarouMcs;

* JIOKyMEHTbl TIOCTOSIHHOIO XpaHEHHWs U MO0 JIMYHOMY COCTaBy OpraHU3aluii-
IIPEIIECTBEHHUKOB;

* JymuyHble  (QOHABI  BEAYMUX  pPaOOTHUKOB  OpraHM3aIlMH,  OCYIIECTBISIONICH
00pa30BaTeNbHYIO JeSTEIbHOCTD, MOCTYIIMBIINE B apXHB;

*  cnykeOHbIE U BEJIOMCTBEHHbBIE U3/IaHUS;

*  CIPAaBOYHO-IIOMCKOBBIE CpPEACTBA K JOKYMEHTAaM M YYETHbIE JIOKYMEHThl ApXuBa
OpraHM3allK, OCYUIECTBIISAONIEH 00pa30BaTEeIbHYIO 1EATEIbHOCTD.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B apxHBe 00pa30oBaTeIbHOI OpraHU3allMM OIpPEeIISIOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHON HOMEHKJIAType Je.

3. 3agauu apxuBa

3.1. OCHOBHBIMY 33/1a9aMH APXHBA ABJIAIOTCH:

3.1.1. Opranuzanus XpaHEHHUs TOKyMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH pas3aeinom 2
gactosmero ITonoxenus.

3.1.2. KommiekroBaHWEe apXuWBa JOKYMEHTaMH, OOpa30BaBIIUMHUCS B  JESATEIbHOCTU
OpraHu3alK, OCYILECTBIIAIONIEH 00pa30BaATENbHYIO 1E€ATEIbHOCTD.

3.1.3.  VYuyer, o0ecniedyeHrne COXpaHHOCTH, CO3/IaHHE HAyYHO-CIIPAaBOYHOI'0 armapara.

3.1.4. Hcnonb3oBaHHs JOKYMEHTOB, HAXOJAIIMUXCA HA XPAHEHUHU B APXMBE IIKOJIBI.

3.1.5. TloxmroroBka M CBOEBpEMEHHas Iepefada JOKYMEHTOB ApxuBHoro ¢onma Poccuiickoit
denepanyy Ha MOCTOSHHOE XPAHEHUE B FOCYJapCTBEHHbIN (MyHUIIUNATIBHBIN) apXUB.

3.1.6. Metoauueckoe pyKOBOJICTBO U KOHTPOJIb 32 (hopMHpOBaHHEM U O(DOpMIICHHEM el B
JIETIOTIPOU3BOJICTBE MIKOJIBI W CBOEBPEMEHHOU TIepemaueld WX B apXwB 00pa3oBaTeNbHO i
OpTraHU3alHH.

4. ®yHKUIMHU apXUBa
B cOOTBETCTBHH € BO3JIOKEHHBIMM 33a4aMH APXUB OCYIIECTBIAET CACAYIOMNE (YHKINU:
4.1. OpranusyeT npueM JOKYMEHTOB IIOCTOSSHHOTO M BpEeMEHHbIX (cBbime 10 jeT) cpokoB
XpaHEHHUs, B TOM YHCIIe 0 KaJpaM U oOydaromumcsi, 00pa30BaBIIUXCS B ACSTEIBHOCTH IIKOJIbI,
B COOTBETCTBHUH C YTBEPKACHHBIM IPAPUKOM.
4.2. OOecrnieunBaeT COXPAaHHOCTh W BEIET y4YeT JOKYMEHTOB W (DOHIOB, HAXOJAIIUXCS HaA
XpaHEHHH B apXHBe 00111€00pa30BaTeIbHOI OpraHu3aluy.
4.3. [IpeacraBiseT B TOCYIapCTBEHHBIN (MYyHHUITUTIAIbHBINA) apXUB YUETHBIE CBEICHHS 00 00BheMe
U COCTaBE XpaHALIMXCA B apXMBE IIKOJBI JOKYMEHTOB ApxuBHOro ¢(onna Poccuiickoit
denepanuu U APYrux apXMBHBIX JOKYMEHTOB B COOTBETCTBUHU C MOPSAKOM T'OCYIAPCTBEHHOIO
ydera JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu.
4.4. CucteMaTu3UpyeT M pa3MeniaeT JOKYMEHTHI, MOCTYINAIOIINE HAa XPAHEHUE B IIKOJbHBIN
apxuB, 00Pa30BaBIINECS B XOJ€ OCYIECTBICHUS IEATEIBHOCTH OpraHU3alUH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO0 ACSTEIbHOCTb.
4.5. Pa3pabatbiBaeT rpaduku mpeicTaBliIeHHs ONKCEH Ha PACCMOTPEHUE HKCIIEPTHO-TIPOBEPOYHOM
KOMHCCHM W TIepeladyu JOKyMEeHTOB ApxuBHoro (onma P Ha XpaHeHHe B rocymaapCTBEHHBIN
(MyHHMLIMITAJIBHBII) apXUB.
4.6. OCyIIeCTBAAET OATOTOBKY U IPEACTABIIACT:

* Ha pacCMOTPEHHE U COIJIACOBAHUE OKCIIEPTHOM KOMHUCCUHM IIKOJIBI ONMCH €]




MOCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (cBbilie 10 J1eT) CpOKOB XpaHEHUs, B TOM YHUCIIE
1o KajipaM U oOydYaroIMMCs, a TaK)Ke aKThl O BBIJCICHUHM K YHUYTOKEHUIO apXUBHBIX
JIOKYMEHTOB, HE€ TOJUIekKAIlUX XPaHEHUIO, aKThl 00 yTpaTe JIOKyMEHTOB, aKTBl O
HEUCITPaBUMBIX MMOBPEXKICHUIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKIACHUE OKCIIEPTHO-IPOBEPOYHOM KOMMCCHUHU YIIOJTHOMOYEHHOIO OpraHa
WCIIOJTHUTEIRHON BlacTH cyObekTa Poccuiickoit denepanuu B chepe apXUuBHOTO Jeia
(manee - OIIK apXuBHOTO y4pexk/IeHUs) OMUCH /1€ ITOCTOSTHHOTO XpaHEeHHUS;

* Ha cornacoBanue JOIIK apxuBHoro yupexnuenus cyobekta Poccuiickoit deneparumn
(MyHUIIMIIATBHOTO ~ apXMBa), B Cllydae HaJEJICHHs €ro COOTBETCTBYIOIIMMU
MTOJITHOMOYHSIMH, OITUCH J€1 1O JINYHOMY COCTaBY;

* Ha cornacoBanue JIIK apxuBHOrO yupexnaenus cyOwbekta Poccuiickoit ®eneparyu
(MYHULIMITaJILHOTO ~ apXMBa), B Clly4ae HaJEJNeHUs €ero COOTBETCTBYIOIIUMU
MOJTHOMOYMSAMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHHUIX
ApPXUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKICHHUEC IUPEKTOPY IIKOJBI ONUCH e IOCTOSHHOIO XpaHEHWs, OIHUCHU
BpeMeHHBIX (cBbImie 10 y1eT) CpOKOB XpaHEHHs, B TOM UYHKCJIE OMMCH JIed MO KajapaMm U
00y4arolMMcsi, aKThl O BBLACICHUM K YHUYTOXXCHHIO ApXMBHBIX JOKYMEHTOB, HE
NOJAJIeKAIIUX XPAHEHUIO0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXKICHUAX APXUBHBIX JOKYMEHTOB, YTBepXkAcHHbIE (coryacoBaHHble) OIIK wmm
rocyJapcTBeHHbIM apXxuBoM cyOwbekTta Poccuiickoii @exnepauuu (MyHUIHMNIAIbHBIM
apXMBOM) B CIIy4ae HAJEJIEHHs €T0 COOTBETCTBYIOIMMH ITOJTHOMOYMSIMHU.

4.7. OpranusyeTr nepenadyy IoKyMeHTOB ApxuBHoro ¢ouga Poccuiickoit ®denepanuu Ha
MOCTOSTHHOE XpaHEHHE B rOCYAapCTBEHHBINA (MYHUIIMTIAIBHBIIN) apXUB.

4.8. Opranu3yeT U MPOBOJUT 3KCHEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 jeT)
CPOKOB XpaHEHHsI, HAXOISALINXCSA Ha XpaHEHUH B apXMBE IIKOJIBI B LEISIX OTOOpa JOKYMEHTOB
JUIsl BKJIIOYeHHUs B coctaB ApxuBHoro ¢onaa Poccuiickoit denepamnum, a Takke BBISIBICHUS
JIOKYMEHTOB, HE IOJICKAIINUX JaIbHEHUIIEMY XPaHEHHUIO.

4.9. VwuactByer B paboTe OKCHEPTHOH KOMHUCCHU  OpPTaHU3AIMH, OCYIIECTBISIONMICH
00pa3zoBaTEIbHYIO JCSITEIbHOCTD.

4.10. [IpoBOAUT MEPOMPHUSITHS MO OOCCIICUCHUIO COXPAHHOCTH JOKYMEHTOB, HAaXOJMSIIHUXCS Ha
XpaHEHUH B apXMBE OpraHU3allii, OCYIIECTBIAIOMIEH 00pa3oBaTeIbHYIO AEATEIbHOCTb.

4.11. Opranuzyer uMHGOOPMHUPOBAHME AJMUHUCTPAIMU U PAOOTHUKOB WLIKOJBI O COCTAaBE MU
COJCpKaHUM  JIOKyMEHTOB apXuBa OpPraHM3allMd, OCYIIECTBIAIONIEH 00pa3oBaTeibHYyIO
JIEeATEIbHOCTD.

4.12. UnpopMupyeT nosab30BaTeNell o0 BONPOcCaM MECTOHAXOKICHHUS apXUBHBIX JOKYMEHTOB.
4.13. Opranu3yeT BbIIaUy JTOKYMEHTOB M JCN JJIsI padOThl B YUYUTEIHCKOW WM BO BPEMEHHOE
[I0JIb30BaHUE.

4.14. VcnonHsieT 3ampochl OpraHM3alMii U 3asBIIEHUS TpaxJaH OO0 YCTAHOBJIEHUU TPYAOBOTO
CTa)ka U IPyTrMM BOIPOCAM COLIMAIbHO-IIPABOBOIO XapaKTepa, B YCTAHOBICHHOM IOPSJIKE BBIIAET
KOIUU JIOKYMEHTOB U apXUBHBIE CITPABKHU.

4.15. BeneT y4eT UCIONB30BaHUs JOKYMEHTOB apXruBa 00pa30oBaTeIbHON OpraHU3aIiy.

4.16. Co3naet ¢oH/ MOIH30BAHUS apXHBa IIKOJbI U OPTaHU3YET €ro UCIOIb30BaHMUE.

4.17. OcymecTBiseT BEIEHUE CIPABOYHO-IIOMCKOBBIX CPEACTB K JOKYMEHTAM HIKOJIBHOIO
apxuBa. Co3z1aer, MOMOIHIET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN anmnapar K XpaHsSIIIHUMCs B
apXxuBe JeJaM U JOKYMEHTaM.

4.18. YyacTByeT B pa3paboTKe JOKYMEHTOB OpPTaHHM3AIlMH, OCYIIECTBIISIONEH 00pa30BaTeIbHYIO
JIeATEIbHOCTB, 110 BOIIPOCAM apXHUBHOTO Jeja U ACJIONPOU3BOICTBA.

4.19. Oka3pIBa€T METOANYECKYIO TOMOIIb:

* ciayx0e JeToNnpoM3BOJCTBA IIKOJBI B  COCTABICGHMHM  HOMEHKJIATYyphl  Jied,
dbopMupoBaHuu U OQOPMIICHUH €], KOHTPOJIUPYET MPaBUIBHOCTh (POPMHpPOBAHUS U
oopmiIeHus A€ B JeIONPOU3BOICTBE;




* CTPYKTYpPHBIM MOJpa3feleHUsIM U paOOTHUKAM ILIKOJBI B IMOJATOTOBKE JOKYMEHTOB K
nepenaye B apXUB OPraHU3alMU, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO 1EATEIbHOCTD.
4.20. YyacTByeT B MNpPOBEJCHUU MEPOIPHUATUN IO MOBBIIICHUIO KBaMU(UKAUK pabOTHUKOB
apxuBa U CIy>KOBbI JIeJIONPON3BOACTBA 00pa30BaTEIbHON OpraHNU3alNH.

5. IlpaBa apxuBa

s 8bINONHEHUS O3I0HCEHHBIX 3A0aY U PYHKYULL TUYO, OMBEMCMBEHHOE 3 APXUB, UMeem Npaso:
5.1.  IlpencraBiasiTh  AUPEKTOPY  OpraHU3AIMH, OCYIIECTBISAIONIEH  00pa30BaTEIbHYIO
JIeATEIbHOCTb,  IPEMJIOKEHHUs 10  COBEPIICHCTBOBAHMIO  OPraHU3allMU  XPAHECHUS,
KOMIUIEKTOBAHMS, y4€Ta U UCIOJIb30BAHUS APXUBHBIX TOKYMEHTOB B APXUBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHE YCTAHOBJIEHHBIX MpPaBUI pPabOTBl C JOKyMEHTaMH B
CTPYKTYpPHBIX  MOJpa3felieHUusIX  OpraHu3alllM,  OCYUIeCTBISAOMmEH  00pa3oBaTeNbHYIO
JIeATEIbHOCTbD.

5.3. 3anpammBaTth OT CTPYKTYPHBIX TOJPA3JCICHH W PAOOTHUKOB IIKOJBI CBEIACHUS,
HEoOXouMBbIe JJIsi pabOThl apXUBa, C yUYETOM OOECIIEUCHHUs BHIMOJIHEHHUS BCEX BO3JIOKEHHBIX HA
apxuB 3a71a4 U QyHKIUH.

5.4. JlaBaTb pa3bsACHEHUS U PEKOMEHJAIMM 10 BOMNPOCAM, BXOIALIMM B KOMIIETEHLUIO apXHUBa
OpraHu3aliy, OCYLIECTBIIAIOMENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. UHbopmupoBaTh CTPYKTypHBIE IOJApa3/elieHus] MIKOJIbl O HEOOXOIUMOCTH Mepenadu
JIOKyMEHTOB B apXUB B COOTBETCTBUHU C YTBEPKJICHHBIM TpaUKOM.

5.6. llpuHumaTh yuyacTHEe B 3aceJaHUSIX OSKCHEPTHOW KOMMCCHUU 0011e00pa3oBaTeabHO i
OpraHM3alMM, a TaKKe B OKCIEPTHO-IIPOBEPOYHON KOMHUCCHHM YIOJHOMOYEHHOIO OpraHa
UCIIOJTHUTENbHON BracTH cyobekTa Poccuiickoit @enepannu B chepe apXUBHOTO Jena.

6. OTBeTCTBEeHHOCTD 32 (PYHKIMOHUPOBAHUE APXUBA
6.1. HaznayeHHOe MpUKa30M JMPEKTOpa MIKOJbI JIMIO, OTBETCTBEHHOE 34 BEJICHUE apXMBa, HECET
IIEPCOHAJILHYIO OTBETCTBEHHOCTD 3a:

* BBINIOJJHEHHWE BO3JIOKCHHBIX Ha apxuB 3amad W (QYHKIMA B COOTBETCTBHH C
JIEUCTBYIOIIUM 3aKOHOAATeNbCTBOM Poccuiickoit deneparuy;

* OpraHu3anuio padOTHl apXHWBa, CBOEBPEMEHHOE WM KBATM(PHUIIMPOBAHHOE BBHITIOJHEHUE
MIPUKA30B, PACMOPSLKEHHUM, MOPYUYEHUW BBIIECTOSIIETO PYKOBOJCTBA, JEHCTBYIOLIUX
HOPMATHBHO-TIPABOBHIX aKTOB IO CBOEMY MPO(IITIO AESITEIEHOCTH;

* pamuoHanmbHOe W J(PPEKTUBHOE WCIONB30BAHUE MATEePHANBHBIX, (UHAHCOBBIX H
KaJIPOBBIX PECYPCOB;

* COCTOSIHUE TPYAOBOM M HCIIOIHUTEIBCKON TUCUHUIUIMHBI B apXMBE, BBHIMOJHEHUE CBOMX
(GYHKIIMOHATBHBIX 00513aHHOCTEH;

* COOMOJIeHUE TPaBHJ BHYTPEHHErO paclopsaKa, CaAaHHUTAPHO-MPOTHUBOIMHIEMUIECKOTO
peKuMa, MPOTUBOIOKAPHON O€30MaCHOCTH M TEXHUKH 0€301MacCHOCTH;

* BEJCHUE JOKYMEHTAIluU, MPEeAyCMOTPEHHOW AEUCTBYIOIIMMH HOPMATUBHO-IIPABOBBHIMU
JIOKyMEHTaMHU;

* MPENOCTaBJICHUE B YCTAHOBJIEHHOM MOPSAKE JOCTOBEPHOM CTAaTUCTUYECKOW U HMHOU
nH(OpMAIUH O IeATETLHOCTH apX1Ba;

* TOTOBHOCTH apXHBa K pabOTe B YCIOBHSIX YPE3BHIYANHBIX CUTYAIIHA.

6.2. OTBETCTBEHHBIE 3a BEICHHUE JCIIONPOU3BOJICTBA, MOJATOTOBKY M MPEACTaBICHUE JOKYMEHTOB
Ha XpaHEHHE B AapXuB, HA3HAYAIOTCA JUPEKTOPOM OpraHU3allid, OCYILIECTBISIONMIEH
00pa3oBaTeNbHYIO IEATETLHOCTD.
6.3. KOHTpOJIb 1eATETbHOCTH apXHUBa OCYLIECTBISET TUPEKTOP OPTraHU3ALMH, OCYLIECTBISIOIEH
00pa3oBaTeNbHYIO IEATETLHOCTD.

7. KoMIuIeKTOBaHHEe apXHBa
7.1. TloaroroBka AOKYMEHTOB K Iepefaue B apXWB 0Opa3oBaTeNbHOM OpraHU3allMM BKIIOYACT
AKCIEPTU3Y HAyYHOM M MPAaKTUYECKOM IIEHHOCTH JOKYMEHTOB, O0OpMIIEHHE JI€]I, COCTAaBIIEHUE



OIIHCH.
7.2. DxcnepTH3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dkcnepmuza yenHocmu OOKYMeHMO8 — ONpEeAETICHUE IIEHHOCTH JOKYMEHTOB C IIEJIbIO
0TOOpa MX Ha XpaHEHUE U YCTAaHOBJICHUE CPOKOB XPAHEHUS. DKCIEPTU3Y IIEHHOCTH JTOKYMEHTOB B
00pa30BaTEeNbHON OpPraHU3aIMU OCYIIECTBIISET MOCTOSHHO JICHCTBYIOMIAS SKCIIEPTHAS] KOMHUCCHSI.
7.2.2. Dxcnepmuas Komuccus Ha3HadaeTCsl MPUKA30M JIUPEKTOpa MIKOJIbL. B cocTaB DkcnepTHOM
KOMHUCCHH BKJIFOUAIOT HE MEHEE TPeX COTPYIHUKOB, B TOM UHUCIIE B 00s3aTEILHOM MOPSIKE JIUIIO,
OTBETCTBEHHOE 3a BEJICHWE apXWBa IIKOJbI, W JUPEKTOP MYHHIMIAIBHOTO apxuBa (IO
cornacoBanuio). CekperapeM ODKCIEPTHONH KOMHCCHM HAa3HAYAIOT CeKpeTaps 00pa3oBaTEeNbHOM
OpraHu3aiuy. JKCIepTHas KOMHUCCHS Ha 3aCe/laHUsAX pacCMaTpUBAaeT: HOMEHKIIATYPy /e MIKOJIbI,
OMKCH JIe] MOCTOSTHHOTO XPaHEHUs U MO JIMYHOMY COCTaBy, aKThl HA JIOKYMEHTBHI, BbIJIEISIEMbIE K
YHUYTOXKEHUIO.

7.3. Oopmnienue gen

7.3.1. [ena MOCTOSHHOTO XpaHEHWUs IMOAIIMBAIOTCA B TBEPIAYI OOJIOKKY CYpPOBBIMH HUTKaMHU.
Jluctel HyMepyrOTCS B IPaBOM BEPXHEM YTy MPOCTbIM KapaHjamom. KoinyecTBO JIMCTOB B
KQKJIOM JieJie He JOJDKHO InpeBblmaTh 250. B KOHIE nenma Ha OTAEIBHOM JIMCTE COCTABIISIETCS
3aBepUTENIbHAS HAIHCh.

7.3.2. Ha o005oxke Jeil MOCTOSHHOTO XpaHEHHUS JOJDKHBI ObITh IMPOCTaBJICHBI CIEAYIOLINE
PEKBU3UTHI:  TMOJHOE  HAUMEHOBAHME  BBILIIECTOSINEW  OpraHU3allM,  HAWUMEHOBAHHE
00pa3zoBaTeNbHON OpraHM3aIui, HOMep (MHACKC) Jena 10 HOMEHKJAType, 3arojioBOK Jela,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WIH OTMETKA «XPAaHUTh MOCTOSTHHO», HOMep (OHJa, OIHUCH,
Jena.

7.3.3. Ilo OKOHYaHUU JEeNONPOU3BOICTBEHHOTO rojia B 0(pOPMIICHHBIE O0JIOKKHU JIE]T TOCTOSIHHOTO
XpaHEHUsI BHOCATCS  HEOOXOAMMblE  YTOYHEHHSA: B  3aroJIOBKM  JIeJ,  COJEprKallux
pacrmopsiiuTeIbHbIe JOKYMEHTHl (TMPUKa3bl, MPOTOKOJBI), BHOCITCS HOMEpa; €cld Jelo C
MEPENHUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaX/10M TOME yKa3bIBA€TCsI KOPPECIIOHACHT, aBTOP,
TEppPUTOPHS, Apyrue AaHHble. B KaXaoM TOMe yKa3bpIBaeTcs JaTa (Y4Mcio, Mecsl, ToJ) Hadajaa u
OKOHYAHUS JaHHOTO ToMma. TouHBbIE JaThl MPOCTABIAIOTCS HA OOJIOKKAX Ul OBICTPOrO MOUCKA
JOKYMEHTOB B TMIOCIIEAYIOIIEM; M3 3aBEPHUTEIbHONW HAAMUCH HAa OOJOXKKY J1ela BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Haanucu Ha O0ONOXKKAaX JeJl TOCTOSHHOTO W JOJNTOBPEMEHHOTO XpaHEHUsS CJEeayeT
MIPOU3BOAUTH YE€TKO, CBETOCTOMKUMH YEePHUIIAMH.

7.3.5. Jlnsa ydera KonuyecTBa JUCTOB B Jielie M (PUKCAIIMM OCOOEHHOCTEH WX HyMepaluu Ha
OTJIEIIbHOM JIUCTE COCTaBIISICTCS 3aBEPUTEIbHAS HAAIUCh.

7.3.6. B 3aBepUTENbHOW HAJMHCH YKa3bIBACTCS KOJMYECTBO JHUCTOB (IM(PpaMU U MPOMHCHIO) B
nene. 3aBepUTeNbHAs HAAMNKMCh IOJIMUCHIBAETCS COCTaBUTENEM C YKa3aHHEM €ro JOJDKHOCTH U
JIaThl COCTaBIICHUSI.

7.3.7. BHYTpeHHSA ONHUCH COCTABIISIETCA K JielaM TMOCTOSIHHOTO M J0JroBpeMeHHoro (cBeime 10
JIET) CpOKa XpaHEHUs, CYOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKphIBAIOT KOHKPETHOE COZepKaHUE TOKYMEHTOB (0c000 1IEeHHbIE, TUYHBIE JIea U Ap.).

7.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHEHUSI.

7.4.1. Onucu COCTaBISIOTCS pa3feibHO HA Jejla IOCTOSHHOTO XpaHEHUs 10 OCHOBHOM
JIeATEeIbHOCTH U Ha JieJia TI0 TUYHOMY COCTaBYy.

7.4.2. OnrcH COCTaBISIOTCS JEI0TPOU3BOIUTEIIEM.

7.4.3. Onuch BeAeTcs B €AMHOW BAJIOBOM HyMEpallMU B TEUEHHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPAHEHHS COCTABIISIETCS aKT 00 YHUUITOKEHUH.

7.4.5. Tlo oOKOHUaHWHM JEIOMPOU3BOACTBEHHOTO ToJa B 00pa3oBaTeNbHOW OpraHHU3AINH
MIPOU3BOAUTCS OTOOP MTOKYMEHTOB TOCTOSIHHOTO CPOKa XPaHECHUS JJIsi BKIIOUYCHHS MX B OIHUCH.
Onuch COCTOUT U3 TOJOBBIX pa3leNoB, BHYTPU TojAa Jejla paclojlaraloTcs IO CTENEeHU
3HAYUMOCTH C YYETOM HOMHUHAJIBHOTO TpUHIMNA (B COOTBETCTBHM C HOMEHKIATYypOM
o011e00pa3oBaTeIbHON OpraHU3aIIIH).

7.4.6. Onucu COCTaBJISIIOTCS pa3feibHO Ha Jejla IOCTOSHHOTO XpaHEHUs 10 OCHOBHOM




JIEATENIBHOCTH U Ha JIeJa 10 JIMYHOMY COCTaBY.
7.4.7. OnACH COCTABISAIOTCS CEKPETAPEM.

7.5. Jlena BpEMEHHOT0 XpaHeHHsI 0(hOpMIISIOTCS YIIPOILIECHHO: OHM HE TO/IINBAIOTCS, JTUCTHI B HUX
HE HyMEpYIOTCs, YTOUYHEHHE Ha O0JIO’KKaX HE NPOU3BOAUTCS, OIUCH Ha JIeJla HE COCTABIISAIOTCS,
y4eT BEJETCS 10 HOMEHKJIAType JIe.

8. YciioBusi XpaHeHHsi JOKYMEHTOB apXuBa
8.1. JIoKkyMeHTBI apXrBa XpaHATCS B apXUBOXPaHUIHUIIE 0011e00pa3oBaTeIbHON OpraHu3aliy.
8.2. He nomyckaeTtcs pa3MelieHre apXxyuBa B MOABAIbHBIX U YePAaYyHbIX TOMEIICHUSX HIKOJIBI.
8.3. ApXHMBOXpaHWIHIIE JOJDKHO OBITH yJalleHO OT JabOpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIEHUI U HE UMEeTh OOUIMX ¢ HUMU BEHTUJISIIUOHHBIX KaHAJIOB. APXHMBOXPAHWIUIIE OTIACNSIETCS
OT COCEIHUX NOMEIIEHUI HECTOPAaeMbIMH CTEHAMU WM MEPEKPBITUSAMU C MPEAEIaMU OTHECTOMKOCTH
HE MEHee JBYX 4YacoB. B apxuBoxpaHuiMile He JOMyCKaeTcsl MpPOKiIaaka TpyO BOJOCHAOXKEHUS U
KaHaJIM3aI[uH, TEXHOJOTUYECKIE WU OBITOBBIE BBIBOBI BOJIBI.
8.4. ApxuBoXpaHWIHIIE [OJKHO HMMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO BEHTWJISALIMIO,
00eCTIeYMBAIOIIYI0 PEIUPKYIISAIHUIO BO3IyXa, CTAOMIBHOCTD TEMIIEPATyPHO-BIKHOCTHOT'O PEXKHMA.
8.5. Bce mocrymaromue B apxXuB 00pa3oBaTeNbHON OpraHW3allud JOKYMEHTHI pa3MeIlarTcs B
ApPXUBOXPAHWIUIIAX HA CTAI[MOHAPHBIX W/WIW TEPEIBIKHBIX METAIIMYECKUX CTelIaXax, B
METAJJIMYECKHX IKadax Uil KOHTeHHepax.
8.6. Ctennakul TOJKHBI OBITh YCTAHOBIIEHBI MEPIIEHAUKYIISIPHO CTEHAM ¢ OKOHHBIMH IIPOEMaMH, a B
MMOMENICHNH 03 OKOH - C YYETOM OCOOCHHOCTEW MoMelieHus u obopyaoBanus. He momyckaercs
pa3MellleHHne CTe/UIaKe BIUIOTHYIO K HAPY>KHBIM CT€HaM 3/IaHHs M K UCTOUYHUKAM TeIuIa.
8.7. PaccraHoBka cTemnaxed M IIKAGOB OCYNIECTBIAETCS B COOTBETCTBUM CO CIHENYIOUIMMU
TpeOOBaAHUAMMU:

*  pPacCTOSIHUE MEXKIY psAlaMU CTeUTakel (TJIaBHBIN Mpoxoxa) — He meHee 120 cwm;

* paccTosiHuE (IIPOXO0a) MEXY CTeIaXaMHu — HE MeHee 75 cMm;

*  paccTOsiHUE MEXIYy Hapy>KHOM CTEHOW 3[aHMsI U CTeJUaXkaMH, apauieJIbHbIMU CTEHE — HE

MeHee 75 cm;
*  pacCTOSHHUE MEXKIy CTEHOW M TOPIIOM CTeJuiaxka wiH mkada (00xom) — He MeHee 45 cM;
*  pacCTOsHHME MEXAy ITOJIOM M HID)KHEH MONKoW creimnaxa (mkada) — He meHee 15 cwm, B
OKOJILHEIX dTa)kax — He MeHee 30 cM.
8.8. IIpoTuBOomoOXkapHbId peXUM B 3JaHUAX, TA€ pa3MEIIAeTCs apXuB IIKOJIbl, U B
apXUBOXPAHWIUIIAX YCTAaHABIMBAETCSA B COOTBETCTBUM ¢ [IpaBuiamMu MpOTHBOINOXAPHOTO PEKUMA B
Poccuiickoii @enepanun ot 16 centadps 2020 roma Nel479.
8.9. ApXuBHbBIE€ TOKYMEHTHI CJIEIyET XPAaHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT JEHCTBUS CBETa 00ECIeUnBAETCS XPaHEHHEM JOKYMEHTOB B KOpPOOKax,
Mankax | rneperierax, B mkadax Wil Ha CTeJIaKax 3aKphITOTO THIIA.
8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEIICHUS B KHUTOXPAHWINILAX JOJKEH COCTaBisATh He MeHee 100
JIIOKC.
8.12. B apXuBOXpaHUIUIIE IS XPAHEHHS] JTOKYMEHTOB YCTAHABJIMBAIOTCS CIEAYIOUIME MapaMeTpbl
TEMIIEPaTyPHO-BIAXKHOCTHOI'O PEXKUMA!
* IS XpaHEHUs JIOKyMEHTOB Ha OyMa)KHOM HocuTene — Temreparypa 17-19°C, oTHocurenbHas
BJIAKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemenus apxuBa 0Opa30BaTENBHONW OpraHM3alMU JOJDKHBI COIEPXKAaTbCd B YUCTOTE, B
YCIIOBUSIX, UCKITIOYAIOUINX BO3MOKHOCTH MOSIBJICHUS TJIECEHU, HACEKOMBIX, TIBLITH.

9. 3akI09uTeIbHbIE MOJ0KEHHS

9.1. Hacrosimee IlonoxeHue sBISETCS JIOKAIbHBIM HOPMATHUBHBIM aKTOM, IMPUHHUMAETCS Ha
Oo6mem coOpannu pabOTHUKOB IIKOJBI U yTBEpxkaaeTcss (JInOO BBOIUTCS B JCUCTBUE) MPUKA30M
JIUPEKTOPA OPTaHU3AIMH, OCYIIECTBIISIONMEH 00pa30BaTEIbHYIO IEITEIbHOCTD.

9.2. Bce u3MEHEHHUsT W JIOTIOJHEHHs, BHOCHMBIE B Hactosmiee [lonokenue, ohopMIISIOTCS B
MMUCbMEHHOW (OopME€ B COOTBETCTBHUHU JICHCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoi



denepanuu.

9.3. Ilonoxenue 00 apxuBe 0OIIEO0pPAa30BATEILHON OpraHU3alMU MPUHUMAETCS Ha
HeonpeaeneHHbI cpok. V3MeHeHns M ponoiHeHus K IlojoxeHuio MpUHUMAIOTCS B TOPSJIKE,
npeaycMoTpeHHoM 11.9. 1. Hactosimero [lonoxenus.

9.4. Ilocne npunatus Ilonoxkenus (WM M3MEHEHUH W JOMOJHEHUH OTAEIBHBIX IYHKTOB M
pasziesoB) B HOBOW PeIaKINK MPEIbIIyIIas PelIaKIis aBTOMATHICCKH YTPAUNBaET CUITY.
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