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1. O0mume moJ1oKeHust

1.1. Hacrosmee Ilomoxenue paszpaborano Ha ocHoBaHMHM [IpumepHOrO
NOJIOKEHUs] 00 apXuBe OpraHu3alud, yTBepxkaeHHoro mnpukazoM denepanbHOro
apxuBHOoro are"rctBa Ne 42 or 11 ampens 2018 roma, B COOTBETCTBUM C
denepanbHpiM 3aKk0HOM Ne 273-®3 or 29.12.2012 roga «O6 oOpa3oBaHWH B
Poccuiickoit @enepauuny, [Ipukazom Munkynetypsl Poccun ot 31.03.2015 Ne 526
«O0 yTBEpXKIECHUU MPaBWI OPraHU3AlNU XPAHECHUS, KOMIUIEKTOBaHUSA, ydeTa H
MCIIOJIb30BaHMs TOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoin @enepanuuu u Ipyrux
apXMUBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOW BJIACTH, OpraHax MECTHOI'O
caMoymnpaBieHuss W opranm3anusix», Ilomoxennem 06 HII AxmamoB Anuxad
Mognaesuu (nanee — HOIIL «IIpuoputery, mkosna).

1.2.  Jlannoe IlonoxeHue ompenenser CcoCTaB JOKYMEHTOB apXuBa
o011eo0pa3oBaTeIbHON OpraHM3alil U YCIOBUS WX XPaHEHUs, YCTaHABIUBAET
3a/ladyd, Ha3HAYeHHWE © (DYHKIMM IIKOJBHOTO apXWBa, pPETJIAMEHTHUPYET
JEATENbHOCTD JINIA, OTBETCTBEHHOI'O 32 BE/ICHUE apXHBa.

1.3. JIOKyMEHTBI IWIKOJIbI, UMECIOIINE HCTOPHYECKOE, KYJIBTYPHOE, HAydHOE,
COIIMAIIbHOE,  AKOHOMHMYECKOE W  TMOJUTHYECKOE  3HAYEHUE,  COCTABJISIIOT
rocyJapCTBEHHYIO 4YacTh ApxuBHOro ¢onaa Poccuiickoit dexneparuu, sSBISIOTCS
COOCTBEHHOCTBIO TOCYAapCTBAa W  TOMJICKAT IOCTOSHHOMY XpaHEHUIO B
rocyapCTBeHHbIX apxuBax Poccuiickon ®@enepanuu. Jlo nepemaun  Ha
rOCYyJJapCTBEHHOE XpAaHEHUE JaHHbIE JOKYMEHTBl BpPEMEHHO XpaHITCA B
o011e00pa3oBaTeIbLHON OpraHU3aIuy.

1.4. B mkone ayisg XpaHeHUs IOKYMEHTOB ApxuBHoro (onpga Poccuiickoit
denepalii U 3aKOHYEHHBIX JIEJIONPOU3BOJICTBOM JOKYMEHTOB MPAaKTHUYECKOTO
Ha3HAuYeHUs, UX OTOOpa, yuyera, MCHOJIb30BAHMS M TOJATOTOBKM K Iepejaye Ha
roCyJapCTBEHHOE XPAHEHHUE CO3AETCS APXUB.

1.5. ApxHB cO3/1a€TCsl KaK CaMOCTOSITEIbHOE TOJIpa3/ieJICHUE, BO3TIaBIsIEMOe
JIMIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXUBA COTJIACHO MPUKA3Y JUPEKTOPA IIKOJIBI.

1.6. IlIxoma  obecme4ymBaeT  apxuB  HEOOXOIWMBIM  TIOMEICHUEM,
000Opy/I0BaHUEM U KaJpaMHu.

1.7. O6meobpazoBaTenbHasl OpraHU3aIys 0O0ECTIEYMBAET COXPAHHOCTH, YUET,
oTOOp, YNOpSAOYEHHWE U HCIOJIb30BAaHUE JIOKYMEHTOB ApXxuBHOro ¢oHnaa
Poccuiickoit ®epneparuu, oOpa3yroluxcsi B €ro naesTenbHocTu. OOecrieyuBaeT
CBOEBPEMEHHYIO Iepeaavyy 3TUX JOKYMEHTOB Ha rOCY/IapCTBEHHOE XpPAHEHUE.

1.8. Bce paboThl, CBSI3aHHBIE C MOJITOTOBKOM, TPAHCTIOPTUPOBKOM U Tiepeaadeit
apXMUBHBIX TOKYMEHTOB, IPOU3BOASATCS CUJIAMH U 33 CUET LIKOJIBI.

1.9. 3a yrpary u mnopuy JI0KyMeHTOB ApxuBHoro ¢ounaa Poccuiickoi
denepanyiu T0MKHOCTHBIC JIMIIA IIKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JIEHCTBYIOIIUM 3aKOHOAATEIHCTBOM.



1.11. IlxonpHbIli apxuB paboTaeT COrJacHO IUIaHYy, YTBEPXKIaEMOMY
JTUPEKTOPOM 00111€00pa30BaTEIbHON OpraHU3allui, U OTUYUTHIBAETCSl MEpPE]l HUM B
cBoel pabore.

1.12. KOHTpOJIb IEATENBHOCTH apXUBa OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B 1IKOJBHBIN apXWB ITOCTYIIAKOT:

* 3aKOHYEHHbIE JEJONPOU3BOACTBOM IIKOJBl JOKYMEHTHl IOCTOSIHHOT'O
XpaHEeHMs, O00pa3OBaBIIMECS B JCATENbHOCTU CTPYKTYPHBIX MOJPA3IACICHUM,
JIOKYMEHTBhl BpeMeHHoro (cBbiue 10 7er) cpoka XpaHeHHs, HEOoOXOJUMbIE B
MPAKTUYECKOMN NeSITeNbHOCTH, JOKYMEHTHI IO KaJipaM U 00 y4aroI1uMCs;

* JIOKyMEHTBI MIOCTOSIHHOTO XPAHEHMS W 110 JIMYHOMY COCTAaBY OpraHU3alMii-
NPEIIECTBEHHUKOB;

* JuyHbIe (HOHIBI BEAYIINX PaOOTHUKOB LIKOJIBI, TOCTYIUBIINE B APXHB;

* CiIy)XeOHbI€ U BEZJOMCTBEHHbIE U3/1aHUS;

* CIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM WU YYETHbIE JOKYMEHTHI
ApXuBa HIKOJIBI.

2.2. Cpoku XpaHEHUsl JOKYMEHTOB B apXuBe 00pa30OBaTEIbHON OpraHU3alUU
OIPEAEIIAOTCS COrJJACHO CPOKaM, YKa3aHHBIM B YTBEP KI€HHONW HOMEHKJIAType JEll.

3. 3agaum apxuBa
3.1. OCHOBHBIMHM 3aJIa4aMM apXMBA SBJISTFOTCS:
3.1.1. Opranuzanuss XpaHEHUsS JIOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPEH

pazaenom 2 Hacrosiero [Tomoxenus.
3.1.2. KommiekroBaHue apxuBa JTOKYMEHTaMHU, 00pa3oBaBUIUMHUCS B
JNEATEIIBHOCTHU IIKOJIEL.
3.1.3. VYuer, o0ecleueHHEe COXPaHHOCTHU, CO3JIaHHUE HAYYHO-CIIPABOYHOTO
arrapara.
3.1.4. Hcnonb30BaHUs JOKYMEHTOB, HAXOAIIMXCS HA XPAHEHUU B APXUBE LIKOJIBL.
3.1.5. IloaroroBka M CBOEBpEMEHHas Mepenada JOKYMEHTOB ApXMBHOTo (oHaa
Poccuiickonn @enepanui  HAa TOCTOSHHOE XPAaHEHHE B TOCYAapCTBEHHBIN
(MyHUITUTIAJILHBIN) apXHB.
3.1.6. Meroauueckoe PYKOBOACTBO M KOHTPOJIb 3a (OPMHUPOBAHUEM U
oopMIIEHHEM JIeJT B ICJIONPOU3BO/ICTBE IIKOJIBI U CBOCBPEMEHHOM Tepeaaveii ux B
apXuB 00pa3oBaTeIbHON OpraHu3aIluu.

4. ®yHKIUM apXuBa

B cooTBeTcTBHY C BO3JIO)KEHHBIMHU 33/1a4aMU aPXUB OCYLIECTBISAET CICAYIOUINE

SIQYHK! [1H.

4.1. OpranusyeTr NpueM JTOKYMEHTOB MOCTOSIHHOTO U BpeMeHHBIX (cBbiiie 10
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JeT) CpOKOB XpaHEHUs, B TOM YHUCIE IO KaapaM M OO0ydYarouumcs,
00pa3oBaBIIMXCSA B JACATEIBHOCTU IIKOJbI, B COOTBETCTBUU C YTBEPKICHHBIM
rpauKoOM.

4.2. OOecrieuynBaeT COXPAHHOCTh W BEAET YYE€T JOKYMEHTOB W (POHIIOB,
HaXOJAUIUXCSI HA XpaHEHUH B apXUBe 00111€00pa30BaTEeIbHON OpraHu3altH.

4.3. IlpencraBisieT B rocyJapCTBEHHBIM (MYHULMIIAIBbHBIN) apXUB y4ETHBIE
cBeZeHUsT 00 00beMe M COCTaBE XPaHSIIMXCA B apXUBE IIKOJIBI JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit ®@enepanuu U APYrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBUM C MOPSAKOM TOCYJapCTBEHHOIO ydeTa JOKYMEHTOB ApPXHWBHOIO
dbonna Poccuiickoit denepanuu.

4.4. CucreMaTu3upyeT U pa3MellaeT JOKYMEHThI, HOCTYMAIOUIME Ha X pAHEHUE
B IIKOJbHBIM apxuB, 0Opa3oBaBIIMECS B XOJA€ OCYIIECTBICHMS ACSATEIbHOCTU
IIKOJIBI.

4.5. Pa3zpabateiBaeT TpaduKH TMPEIACTABICHUS OMHCEH HA PACCMOTPCHHE
HKCIEPTHO-TIPOBEPOYHON KOMUCCUU M MEpeJayd JOKYMEHTOB ApXHMBHOro (oHja
P® na xpaHeHHe B rOCyJapCTBEHHBIN (MyHULIMAIbHbIN) apXUB.

4.6. OcyniecTBIsSET NOATOTOBKY U NMPEICTaBISAET:

* Ha pacCMOTPEHHUE U COTJACOBAHHE SKCIEPTHONM KOMUCCHM IIKOJIBI OMHCHU
JIeJl TIOCTOSIHHOT'O XpaHEHHUsl, BpeMeHHbIX (cBbImie 10 JeT) CpoKOB XpaHEHUsI, B TOM
YyuCie MO KaJpaM U O0ydarouuMcsi, a TaKKe aKThl O BBIJICICHUN K YHUUTOXEHUIO
apXUBHBIX IOKYMEHTOB, HE MOJJIEKAIINX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX MTOBPEKICHUSIX aPXUBHBIX JOKYMEHTOB;

* Ha YTBEpPXAEHUE HKCIEPTHO-NPOBEPOUYHON KOMHCCUU YMOJHOMOYEHHOTO
opraHa HCTOJIHUTEIbHOM BIAacTH cyObekTa Poccuiickoit ®enepamuum B cdepe
apxuBHOTo Aena (nanee - DK apXUBHOTO ydpekJeHHUs) ONMUCH JeJ TOCTOSIHHOTO
XpaHEHHUS;

« Ha cornmacoBanue OIIK apxuBHOro yupexnenus cyonekra Poccuiickoi
Oenepanuu  (MYHMIIMOAIBHOIO  apXxuBa), B  Cily4dae  HaJEJIEHUs  €ro
COOTBETCTBYIOIINMU IMOJTHOMOYHUSIMU, OMUCH JI€N 0 JINYHOMY COCTaBY;

« Ha coryacoanue OIIK apxuBHOro yupexaenus cyonekra Poccuiickoit
Oenepaun  (MyHUIMOAIBHONO  apXuBa), B  Ccllydya€  HaJICJICHUSI  €ro
COOTBETCTBYIOIIUMH TOJHOMOYHUSAMH, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O
HEUCTIPABUMBIX MOBPEKICHUSIX apXUBHBIX JTOKYMEHTOB;

* Ha YTBEPXKICHHUE AUPEKTOPY IIKOJbl OMUCHU JIEN MOCTOSSHHOTO XPaHEHUs,
onucHu BpeMeHHbIX (cBbilie 10 JeT) CPOKOB XpaHEHUs, B TOM YUCIIE OMHUCH JIeJl 1O
KaJgpaM U OOyYalIIuMCsi, aKThl O BBIJICICHUU K YHUUTOXKEHHUIO apPXUBHBIX
JIOKYMEHTOB, HE MOJUICKAIINX XPAaHEHUIO0, aKThl 00 yTpaTre NOKYMEHTOB, aKThl O
HEUCTIPABUMBIX  TOBPEXKJICHUSAX  ApPXMBHBIX  JIOKYMEHTOB,  YTBEPXKJCHHBIC
(cornmacoBannbie) JIIK unu rocynmapcTBeHHBIM apXuBoM cyObekTa Poccuiickoit
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Oeneparun (MyHUUUIAIBHBIM ~ apXWBOM) B cllydae  HaJEJIEHUsT  €ro
COOTBETCTBYIOIIUMH MOJHOMOYHUSIMH.

4.7. Opranuszyer mnepeaadyy AOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii
denepanii Ha TMOCTOSHHOE XPAHEHHWE B TOCYIAPCTBEHHBIN (MyHULIMOAILHBIN)
apXHuB.

4.8. Opranusyer u IpOBOJUT IKCHEPTHU3Y LIEHHOCTH JTOKYMEHTOB BPEMEHHBIX
(cBbiie 10 51eT) CPOKOB XpaHEHH S, HAXOSIINXCS HA XPAHEHUHU B ApXUBE IIKOJIBI B
Heiasx oTobopa JOKYMEHTOB [Jis BKIIOYEHUS B cocTaB ApxXuBHOro (onua
Poccuiickon ®Penepanun, a TakKe BBIABICHUS JOKYMEHTOB, HE IIOJUICKAIIMX
NajgbHEeNUIIeMy XpaHEeHHUIO.

4.9. YyactByeT B pab0oTe IKCIIEPTHON KOMHUCCHUH.

4.10. TIpoBoauT MeponpUsITHs MO OOECIEYEHUIO COXPAHHOCTH JTIOKYMEHTOB,
HaXOJSIINXCS HA XpaHEHUH B apXUBE.

4.11. Opranuzyet nHGOPMUPOBAHUE AIMUHUCTPAIIMN U PAOOTHUKOB HIKOJIBI O
COCTaBE€ U COAEP>KAHUU JJOKYMEHTOB apXHBa.

4.12. Wudopmupyer MoONb30BATENCH IO BOMPOCAM MECTOHAXOXKICHHUS
apXMBHBIX TOKYMEHTOB.

4.13. Opranusyer BblJ1auyy JOKYMEHTOB U JIeJl Uil pa0OThl B YUUTEIbCKON WM
BO BPEMEHHOE I10JIb30BaHUE.

4,14, HcnonHser 3ampochl OpraHU3alvii W 3asBIEHUS TpaxiaaH o0
YCTAaHOBJICHUH TPYJOBOIO CTaXa H JAPYTHMM BOIIPOCaM COLMAIBHO-IIPABOBOrO
XapakTepa, B YCTAHOBJIECHHOM IOPSAJKE BBIAAET KOMUM JOKYMEHTOB M apXHBHBIE
CIPaBKHU.

4.15. Beger yd4er UCIHONB30BaHUS JTIOKYMEHTOB apXwBa 00pa3oBaTelIbHOMN
OpraHu3aIuu.

4.16. Co3gaer ¢oOHI TMOJB30BAHUS apXHWBa IIKOJIBl W OPraHU3YeT €ro
UCIIOJIb30BaHUE.

4.17. OcyiiecTBasieT BEJ€HUE CIPAaBOYHO-TIOUCKOBBIX CPEJCTB K JOKYMEHTAM
HIKOJIBHOTO apxuBa. Co31aeT, NOMOMHAET U COBEPIIEHCTBYET HAYYHO-CIPAaBOYHBIM
anmapar K XpaHsSIIMMCS B apXUBE JieJaM U IOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB IO BOIPOCAM apXHWBHOTO Jena U
JIeJIOPOU3BOCTBA.

4.19. Oxa3pIlBaeT METOANYECKYIO TIOMOIIIb:

* ciyx0e JeJI0NpOU3BOJACTBA IIKOJbI B COCTAaBIEHUU HOMEHKJIATYphI 1€,
dbopmupoBaHuU U OGOPMIIEHUH JI€J]l, KOHTPOJIUPYET MPABUIBHOCTh (POPMUPOBAHUS
1 o(hopMIIEHUS 1€ B I€JIONPOU3BO/ICTBE;

* CTPYKTYPHBIM MOJpA3JEJIEHUSM U padOTHHKAM ILIKOJbl B IOATOTOBKE
JOKyMEHTOB K TIepe/iaue B apXuB.

4.20. YyacTByeT B IPOBEICHUHA MEPOIPUSATUNA 1O TOBBIIMICHUIO KBATU(PUKAIINH
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pa6OTHI/IKOB apxXvBa U CJ'Iy}K6BI ACIOIIPONU3BOACTBA 06p330BaT€HBHOﬁ OopraHu3anuu.

S. IIpaBa apxuBa

s evinonnenus 603102CeHHbIX 3a0ay U QYHKYUU JUYO, OMEEmCmeEeHHoe 3a
apxus, umeem npaego:

5.1. IlpencraBiasTe JIUPEKTOPY, NPEIJIOKECHUS MO COBEPIIECHCTBOBAHUIO
OpraHu3aluy XpaHEHUs, KOMIUIEKTOBAHUSA, y4e€Ta U HCIOJIb30BaHUS apXUBHBIX
JOKYMEHTOB B apXHUBE LIKOJIBI.

5.2. KOHTpOnMpoOBaTh BBINOJIHEHUE YCTAHOBJIEHHBIX MpPaBWI padOThl C
JOKYMEHTAMU B CTPYKTYPHBIX MOAPA3AEIEHUAX IIKOJIbI.

5.3. 3ampammuBarth OT CTPYKTYPHBIX MOApPA3JeieHU U paOOTHUKOB IIKOJIbI
CBE/ICHUs, HEOOXOAUMBIE JUIsl paOOThl apXUBa, C YIETOM OOECIIeUEHUs BBIITOJIHEHUS
BCEX BO3JIO’KEHHBIX Ha apXMB 3a7a4 U (PYHKIIHIA.

5.4. JlaBaTh pa3bsSICHEHHS W PEKOMEHIAUMHA MO BOIPOCAM, BXOASIIAM B
KOMIIETEHI[MIO apXUBa IIKOJIBI.

5.5.  HWHdopmupoBarh  CTPYKTYypHBbIE€  MOJpA3JqCICHUS  IMIKOJbI O
HEO0OXOJMMOCTH Mepe/laduld TOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKIECHHBIM
rpauKOM.

5.6. IlpuHumaTth y4acTHe B  3acCE€IaHUAX DKCHEPTHOM  KOMHUCCHHU
0011e00pa30BaTeNbHOM  OpraHM3alui, a Takke B JIKCIEPTHO-MPOBEPOUHON
KOMHCCUM  YIIOJIHOMOYEHHOI'O OpraHa HUCIOJHUTEIbHON BJIACTH CYyObEKTa
Poccuiickoit @eaeparuu B chepe apXUBHOTO JIena.

6. OTBeTCTBEHHOCTD 32 (PYHKIMOHUPOBAHHNE APXHBA
6.1. HasHaueHHOe mnpuKa3oM JUPEKTOpa INKOJbl JIUIO, OTBETCTBEHHOE 32

BCACHUC apXHBa, HCCCT IICPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBITNIOJHCHHWE BO3JIOKEHHBIX HA apXWB 3aJ1ad M (YHKIUH B COOTBETCTBHUH C
JEUCTBYIOIIUM 3aKOHOAATENLCTBOM Poccutickon denepanuu;

* Opra"u3amnuio pabdoThl apXHBa, CBOEBPEMEHHOE M KBaTU(UIIMPOBAHHOE
BBITIOJIHEHUE TTPUKA30B, PACIOPSIKEHHM, MOPYUYECHHUI BBILIECTOSIIIETO PYKOBOJICTBA,
JEHUCTBYIONTUX HOPMATUBHO-TIPABOBBIX aKTOB IO CBOEMY MPO(IITIO NeITETLHOCTH;

e pamuoHalbHOe W 3G (EKTUBHOE  HCIOJb30BAHUE  MAaTEPHAIBHBIX,
(hMHAHCOBBIX U KaJPOBBIX PECYPCOB;

* COCTOSIHUE€ TPYJAOBOM W HCHOJHUTEIBCKOW JUCIHUILNIMHBI B apXWBE,
BBITIOJTHEHHE CBOUX (DYHKIIMOHATBLHBIX 00SI3aHHOCTEHH;

e coOmroneHue MPaBUJI BHYTPEHHETO pacnopska, CaHUTapHO-
MPOTUBOAMHUIEMUYECKOTO PEKHUMaA, MPOTUBOMOXKAPHONW O€30MacCHOCTH M TEXHUKH
0e30MmacHOCTH;

* BEJICHHE JOKYMEHTAIMH, NPEAYCMOTPEHHON NEHCTBYIOIIUMUA HOPMAaTHUBHO-
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IIPaBOBBIMU IOKYMEHTAMU;

* IPEIOCTABICHHE B YCTAHOBJIECHHOM IOPSAKE TOCTOBEPHOM CTaTHCTUYECKOU
Y MHOW HH(OpMALIUKU O IEATEIbHOCTH apXUBa;

* TOTOBHOCTh apXHBa K pabOTe B YCIOBUSAX UPE3BbIYANHBIX CUTYALIHIA.

6.2. OTBETCTBEHHBIE 3a BEICHHUE JEJIONPOU3BOJCTBA, IOATOTOBKY U
NPEACTABICHUE JIOKYMEHTOB HA XPAaHEHHE B apXUB, HA3HAYAKOTCS JIUPEKTOPOM
LIKOJIBI.

6.3. KOHTpOJIb 1€ATEIBHOCTH apXUBA OCYILECTBISAET JUPEKTOP LIKOJBI.

7. KoMIieKToBaHHE apXHUBa

7.1. llonroroBka HIOKYMEHTOB K Iepefaye B apXuB 00pa3oBaTeIbHOU
OpPraHW3alM{ BKJIIOYAET J3KCIEPTU3y HAy4YHOM M IPAKTUYECKOM LIEHHOCTH
JIOKYMEHTOB, 0()OpMJIIEHUE e, COCTABJICHUE OIKUCH.

7.2. DxcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. Okcnepmusza yeHHocmu OOKYMEHMO8 — OIpeneleHne I[IeHHOCTU
JIOKYMEHTOB C LENbI0 0TOOpA MX HAa XPAHEHHWE M YCTAHOBJIEHUE CPOKOB XPAHECHHS.
OKkcnepTu3y  IIEHHOCTH  JIOKYMEHTOB B 00pa3oBaTelbHOM  OpraHu3anuu
OCYIIECTBIISIET MOCTOSTHHO JIEUCTBYIONIAS SKCIIEPTHASI KOMHUCCHSL.

[.2.2. Dxcnepmuas Komuccusi Ha3HA4YaeTCsl MPUKA30M JAMPEKTOpa IIKOIbl. B
COCTaB DKCIEPTHOM KOMHUCCHUU BKJIIOYAIOT HE MEHEe TPEeX COTPYIAHUKOB, B TOM
YyucIiie B 0053aTEIBHOM MOPSAKE JIUI0, OTBETCTBEHHOE 3a BEAECHUE apXUBa IIKOJIbI, U
JUPEKTOP MYHULIMNAIBHOTO apxuBa (1o corjiacoBaHuto). CekperapemM DKCIEPTHON
KOMHUCCHUM HAa3HA4arT cekperaps oO0pa3oBAaTEIbHOM OpraHu3alMH. OKCIepTHas
KOMUCCHS Ha 3aCeJaHusAX PacCMaTpPUBAET: HOMEHKIJIATYPY JAEJN IIKOJIBI, OIUCH JIEJ
MOCTOSIHHOT'O XPaHEHHUs U 10 JIMYHOMY COCTaBY, aKThl HA JIOKYMEHTBI, BbIJICIIIEMbIE
K YHUYTOXEHHUIO.

7.3. OdopmieHnue aen

7.3.1. [ena mHOCTOSHHOTO XpaHEHWs TMOAIIMBAIOTCS B TBEPAYIO OOJOXKKY
CypOBbIMM HHUTKamH. JIMCTBI HYMEpyIOTCS B MpPaBOM BEPXHEM YTy MPOCTHIM

KapangamoM. KonnyecTBo JUCTOB B KaXAOM Jelie HE JOJKHO npesbimath 250. B
KOHIIE JIeJIa Ha OTAECIBLHOM JIMCTE COCTABIISIETCS 3aBEpUTEIbHASI HAJIHUCH.

7.3.2. Ha o06i0Ke el MOCTOSHHOTO XpaHEHHUs JOJDKHBI OBITh MPOCTaBJICHBI
CIEAYIOIINE PEKBU3UTHI: IOJHOE HAWUMEHOBAHWE BBIMIECTOSAIIECH OpraHU3alNHy,
HaMEHOBaHHWE O0Opa30BaTEIbLHOM OpraHu3alu, HoMmep (HMHIEKC) JHena 1o
HOMEHKJIaType, 3aroJIOBOK JI€71a, KOJIMYECTBO JINCTOB, CPOK XPAHEHUS WJIM OTMETKA
«XpaHUTb IIOCTOSHHOY», HOMEP (OHA, OIHCH, JIeIa.

7.3.3. I1o okoOHYaHUU JEIOMPOU3BOJCTBEHHOI'O T0/1a B 0(OpMIICHHBIE 00JI0KKHU
JIe TIOCTOSTHHOTO XPaHEHUsS] BHOCATCS HEOOXOAUMbIE YTOUHEHHUSI: B 3arOJIOBKH JIET,
COJIepKAIUX PACTIOPSIUTEIIbHBIC JIOKYMEHTBI (IIPUKa3bl, MPOTOKOJbI), BHOCSTCS
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HOMEpPA; €CIU JENIO C MEPENUCKON COCTOUT M3 HECKOJBKHX TOMOB, B Ka)KJOM TOME
YKa3bIBA€TCsl KOPPECIIOHAEHT, aBTOP, TEPPUTOPUS, IPyTUe JaHHbIE. B kaxaoMm Tome
yKa3bIBaeTcs aara (4uciio, Mecsll, ToJl) Hauyajla 1 OKOHYaHMsI TaHHOTO ToMa. TouHble
JaThl TPOCTABISIOTCS HA OOJIOXKKAX 1 OBICTPOro MOUCKA JOKYMEHTOB B
MOCIIEYIONIEM; M3 3aBEPUTENBHOM HAAMUCH Ha OOJOXKKY Jiela BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIETIE.

7.3.4. Hagnucu Ha 00705KKaX JI€TT MMOCTOSTHHOTO M JJOJTOBPEMEHHOT'0 XPaHEHUS
CJIETyeT MPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

7.3.5. Ins ydyera KOJMYECTBA JIMCTOB B i€ U (PUKCALUHU OCOOEHHOCTEH HX
HyMEpAIMK Ha OT/ICNIbHOM JIUCTE COCTABIISIETCS 3aBEPUTENIbHAS HAJIIUCh.

7.3.6. B 3aBepuTenbHON HAAMUCH YKAa3bIBAE€TCSI KOJIMYECTBO JIUCTOB (LM pamMu
U TIPONHUCHI0) B Jeie. 3aBepUTElIbHAs HAJANKUCh TMOAMUCHIBAETCS COCTABUTENIEM C
YKa3aHUEM €ro JOHKHOCTHU U JAaThl COCTABJICHHUS.

7.3.7. BHyTpeHHsI1 ONKWCh COCTAaBIIETCA K J€JaM HOCTOSHHOTO H
nonroBpeMeHHoro (cswimie 10 15eT) cpoka XpaHeHUs, CPOPMUPOBAHHBIM TIO
Pa3HOBUAHOCTSIM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep>KaHue IOKYMEHTOB (0c000 IIEHHBIE, INYHBIC JIeNa U JIp. ).

7.4. Onucanue JOKYMEHTOB MTOCTOSIHHOI'O CPOKA XPaHEHHUS.

7.4.1. Onucu COCTaBISIOTCA Pa3/ieIbHO HA Jejia MOCTOSHHOI'O XPaHEHUS IO
OCHOBHOM JIESTEIBHOCTH U Ha JieJia 10 JIMYHOMY COCTaBYy.

7.4.2. Onmucu COCTABISAIOTCA IEJIONPOU3BOIUTEIIEM.

7.4.3. Onucek BeieTcst B €AMHOM BaJlOBOM HyMeEpalli B TEYCHHE HECKOJIbKHX
JIeT.

7.4.4. Ha nema ¢ HCTEKIIMM CpPOKOM XpaHEHHUS COCTaBJSIETCS akT 00
YHUYTOXEHUHU.

7.4.5. Tlo OKOHYaHWU JAETOMPOM3BOACTBEHHOIO ToJa B 00pa30oBaTENbHOM
OpraHu3alliy MPOU3BOIUTCS OTOOP JIOKYMEHTOB MOCTOSSHHOTO CPOKA XPAHEHHS ISt
BKJIFOUEHHS MX B ONMUCh. OMHUCHh COCTOUT U3 TOJIOBBIX Pa3/ieNioB, BHYTPH roja jaena
pacmoyiaratoTcs Mo CTENEHU 3HAYMMOCTU C YYETOM HOMHHAIBHOTO MpHUHIMNA (B
COOTBETCTBUM C HOMEHKJIATYpOi 00111e00pa3oBaTeIbHON OpraHU3alliH).

7.4.6. Onucu COCTaBIAIOTCA Pa3[eIbHO HA JElia MOCTOSHHOIO XPaHEHUs IO
OCHOBHOM JICSTEIBHOCTH U HA JieJia 10 JIMYHOMY COCTaBYy.

7.4.7. Onucy COCTaBIIAIOTCSA CEKPETAPEM.

7.5. Jlena BpeMeHHOro XpaHEHUs OQOPMISIOTCS YIPOIIEHHO: OHH HE

NOJIIIMBAIOTCS, JIMCTBl B HHUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKaX He
IIPOU3BOJNTCS, OIIMCH HA JI€J1a HE COCTABIAIOTCA, YUET BEIETCA II0 HOMEHKIAType
Jel.

8. YcioBus XxpaHeHusi JOKYMEHTOB apXuBa
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8.1. JIOKyMEHTBI apxuBa XpaHsTCS B apXUBOXPaHIIIUIIIE
o01eo0pa3oBaTEIHLHON OPraHU3aIIH.

8.2. He nomyckaercsi pa3MelieHHE apXyWBa B TOABAIBHBIX U YepJadHBIX
MOMEIIEHUSIX [TKOJIBI.

8.3. ApXMBOXpaHWIHIIE [JOJDKHO OBITh YAQJIEHO OT Ja0OpaTOpHBIX,
MPOU3BOJCTBEHHBIX, OBITOBBIX TIOMEIICHHH W HE HMETh OOmUX C HUMHU
BEHTWIALIMOHHBIX ~ KaHAJIOB. ApPXUBOXpAHWIHUIIE OTAEISETCS OT COCEIHHX
NOMEIIEHU  HECrOpaeMbIMH  CTE€HAaMH M MEPEKPBITHSAMU C  TpeAesiaMu
OTHECTOMKOCTH HE MEHEe JABYX 4YacoB. B apXuBOXpaHWIHIE HE IOMYCKaeTCs
NPOKJIaJKa TPyO BOJIOCHAOXKEHHS U KaHAJIM3AIMKU, TEXHOJIOTMYECKUE MU OBITOBBIC
BBIBOJIbI BOJIBI.

8.4. ApXuBOXpaHWJIHUILIE JOJKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWISILIMIO,  OOECMEYMBAIOIIYI0  PEIUPKYJSALHUIO  BO3AyXa, CTAa0MWIBHOCTH
TEeMIEPaTyPHO-BIAXXHOCTHOTO pPeXKUMA.

8.5. Bce mocrynaroiue B apXuB 00pa30oBaTENbHONW OpraHU3AIMKM JTOKYMEHTHI
pa3MemaTcs B apXMBOXPAHWIMIAX HA CTAlMOHAPHBIX W/WIM TEPEABUKHBIX
METAJUTMYECKHUX CTEIIaXaX, B METAIUTMYECKUX IIKadax Ui KOHTEHHepax.

8.6. Cremnaxku NOJKHBI OBITh YCTAHOBJIEHBI NEPNEHAMUKYJISIPHO CTEHaM C
OKOHHBIMHM TpPOEMaMH, a B TIOMEUICHHMH O€3 OKOH - C y4YeTOM OCOOEHHOCTEH
nomelienust 1 odopynoBanusa. He nomyckaercs pazMenieHue cTeljiaked BIUIOTHYIO
K HapY>KHBIM CT€HAM 3/1aHUS U K UCTOYHUKAM TeTlIa.

8.7. PaccraHoBKa cremaxei U mkadoB OCYIIECTBISETCS B COOTBETCTBUU CO

CICAVIOIIIMMHU TD€6OBaHI/I$IMI/II

* pacCTOsiHHE MEXAY psAllaMH CTeJUlakeu (r1aBHbIN Mpoxoa) — He meHee 120
CM;

* paccrosiHue (MMPOX0J1) MEXKIY CTEIUIaKaMHU — HE MeHee 75 cMm;

* pACCTOSHME MEXIy HAPY)KHOM CTEHOM 3JaHUsl U CTEJUIaKaMu,
MapALIETbHBIMU CTEHE — HE MEHEE 75 CM;

* pacCTOSHHE MEXIYy CTCHOW M TOPIIOM cTelutaka wiH mmkada (o0xom) — HE
MeHee 45 cm;

* pacCTOSHWE MEXKIYy IMOJIOM M HWXHEH TONKOW cremnaxka (mkada) — He
MeHee 15 cM, B LIOKOJIBbHBIX 3Taxkax — He MeHee 30 cM.

8.8. IIpOoTHBOIOXKAPHBIN PEXKUM B 3AAHUAX, TJI€ PA3MEIIACTCS APXUB IIKOJIbI, U
B apXMBOXPAaHWJIMIIAX YCTaHaBJIMBaeTcss B cooTrBercTBUUM ¢  [lpaBuiamu
NPOTUBOIIOXKAPHOTo pexkuma B Poccuiickoit @enepannu ot 16 centsiopa 2020 rona
No1479.

8.9. ApxuBHbIE TOKYMEHTHI CJIEJITYyET XpPAaHUTh B TEMHOTE.

8.10. 3ammra AOKYMEHTOB OT AEHCTBHUS CBeTa 00ECHEUMBACTCS XPaHEHUEM
JIOKyMEHTOB B KOpOOKax, Mamkax M MepervieTax, B mKadax WM Ha CTeliaxax
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3aKPBITOrO THUIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBEILIEHUS B KHUTOXPaHWIMIIAX JOJAKEH
cocTaBiadITh He MeHee 100 mrokc.
8.12. B apXuBOXpaHWIHINE i1 XPAaHEHUs JOKYMEHTOB VCTAHABIMUBAIOTCS

ClIeAyIolMe NapaMeTpbl TEMIIEPATYPHO-BIAKHOCTHOIO PEKHUMA.:
* ISl XpaHEHHsI JOKYMEHTOB Ha OyMa)xHOM Hocutele — temneparypa 17-19°C,

OTHOCHUTENbHAs BIAXHOCTh Bo3nyxa — 50-55%.

8.13. Ilomemenus apxuBa 00pa30BaTeNbHON  OpraHU3alU  JIOJDKHBI
COZIEPKAThCSI B YHUCTOTE, B YCJIOBUSX, MCKIIOYAIONIUX BO3MOXKHOCTH TOSBICHUS
TUIECEHHU, HACEKOMBIX, TBLITH.

9. 3akmounTeIbHBIE MOJIOKEHHS

9.1. Hacrosimee IlonoxeHnue sBISICTCS JIOKAIBHBIM HOPMATHBHBIM aKTOM,
npuHuMaercss Ha OOmeM cobpaHuu paOOTHUKOB IIKOJNBI M yTBepxKAaercs (Jubo
BBOJIUTCS B JISHCTBHE) TUPEKTOPOM IIKOJIBI.

9.2. Bce u3MeHeHHs U JIONOJHEHUs, BHOCHMBIC B HacTosmee IlomoxeHwue,
opopMmIIIFOTCI B~ MHUCBMEHHOM (QopMe B  COOTBETCTBUHU  JCUCTBYIOITUM
3akoHOAATeNbCTBOM Poccuiickon denepanuu.

9.3. Ilonoxxenne 06 apxuBe 0011€00Pa30BATEIILHON OpraHU3AIMH PUHUMACTCS
Ha HEoNpeAeNeHHbINA CpoK. MI3MeHeHus U JonojiHeHus K [TonoxxeHuto mpuHUMaroTCs
B Topsifike, mpexycMmorpenHoM 11.9.1. Hacrosimero [lonoxenus.

9.4. Tlocne npunsaTUs [Tonoxenus (MM U3MEHEHUH M JOMOJTHEHHUN OTACIBHBIX
MYHKTOB M Pa3feiioB) B HOBOM peNaKlUU MPEbIAYIas pelaKius aBTOMaTHYECKU
yTpayuBaeT CUJy.
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