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1. O0mue moJ10KeHUA

1.1. Hacrosimee Ilonoxkenue paszpaborano B coorBerctBuM C [Ipukazom @DenepaibHOTO
apxuHoro arerrcrBa Ne 77 ot 31 wurons 2023 roma «OO6 yrBepkaenun [IpaBui opraHu3anuu
XpaHEHUs, KOMIUICKTOBaHMS, Yyde€Ta M HCIOJb30BaHUS JOKYMEHTOB ApXHUBHOro QoHaa
Poccuiickoit @enepannu U Apyrux apXuBHbIX JTOKYMEHTOB B F'OCYIAPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYITPaBJIEHUS U OpraHU3alUsaX», Ha oCHOBaHUHU [IpruMepHOro noioxeHus o0 apxuse
OpraHM3anuy, yTBep)KIeHHoro npukazoMm DenepanbHoro apxmpHoro areHrcrsa Ne 42 or 11
ampesst 2018 roma, a Takke YCTaBOM OpraHM3aIMH, OCYIIECTBIAIONICH 00pa30BaTEIbHYIO
NESATENBHOCTD.

1.2. Jlannoe IlonmoxxeHue ompenenser COCTaB JOKYMEHTOB apxuBa oO0IIe00pa3oBaTeIbHON
OpraHu3allil W YCJOBUS HX XpaHEHWUs, YCTAHABIMBAET 3aJlauM, Ha3HAuYe€HUE M (PYHKIUH
IIKOJIBHOTO apXHBa, PErJaMeHTHPYET AESITeIbHOCTD JIMIA, OTBETCTBEHHOrO 3a BEJIEHHE apXuBa B
OpraHu3aliy, OCYIIECTBISIONIEH 00pa30BaTENbHYIO AESITEIbHOCTD.

1.3. B cBoeil geatenbHOCTH apxuB pykoBoiacTByeTcs denepanbHbiM 3akoHOM Ne 125-D3 ot
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit deneparum» ¢ u3MeHeHussMu ot 25 nekabps 2023
rojia, HOPMaTHBHBIMU TPaBOBbIMU akTamu Poccuiickoit denepanum, cyobekra Poccuiickoi
®enepanuu B chepe apXMBHOTO Jieja U JeTONPOU3BOICTBA, JOKAIbHBIMU HOPMAaTUBHBIMH aKTaMHU
o0mieo0pa3oBaTebHON OpraHu3aluy.

1.4. JlokyMeHTBI OpraHM3alid, OCYLIECTBISIOUICH 00pa30BaTENbHYIO NEATEIBHOCTh, UMEIOIINE
HCTOPUYECKOE, KYJIBTYPHOE, HAYYHOE, COLMAIBHOE, SKOHOMHYECKOE U MOJIUTHYECKOE 3HAUYCHHUE,
COCTaBIIAIOT TOCYAAPCTBEHHYIO 4YacTh ApxuBHOro (onna Poccuiickoit ®enepauuu, sBISIOTCS
COOCTBEHHOCTBIO TOCyJapcTBa W TMOJJIEKAT IOCTOSHHOMY XpaHEHHIO B TOCYJAapCTBEHHBIX
apxuBax Poccuiickori @enepanuu. Jlo mepenayd Ha TOCYIapCTBEHHOE XpAHEHUE JAaHHbBIC
JIOKYMEHTBI BpEMEHHO XpaHATCS B 00111€00pa30BaTebHOM OpraHu3aluy.

1.5. B mkome nns XpaHeHHsT OKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoii ®Denepanym u
3aKOHYEHHBIX JIEJIOMPOU3BOACTBOM JOKYMEHTOB MPAaKTHUYECKOTO Ha3HAa4YeHHs, UX 0TOOpa, y4yeTa,
HCIIOJIb30BaHUs U TIOJrOTOBKH K IIEpeiaue Ha TOCYJapCTBEHHOE XPaHEHHUE CO3AAETCsl apXUB.

1.6. ApxuB co3maerci Kak CaMOCTOSITENIbHOE TOJpa3felieHue, BO3IJIABISEMOE JIUIOM,
OTBETCTBEHHBIM 3a BEICHUE apXHBa COIJIACHO NPUKA3y AUPEKTOPA LIKOJIBI.

1.7. Opranuzanus, OCyHIECTBIAIOIIAs 00pa30BaTENbHYIO NEATEIBHOCTh, OOECIIEUYMBACT apXUB
HEOOXOAMMBIM MTOMEUICHUEM, 000PYIOBAHHEM U KaJIpaMH.

1.8. OOmeoOpazoBaTenbHas OpraHu3anus o0ecreunBacT COXPaHHOCTh, YYeT, OTOOp,
VIOPAIOYEHHE M HCIOJIb30BaHUE JOKyMEHTOB ApxuBHoro (onma Poccwuiickoit deneparym,
oOpa3ymomuxcs B ero gestenbHocTi. ObecneunBaeT CBOEBPEMEHHYIO Tiepeady 3TUX JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XpaHEHHE.

1.9. Bce paboTbl, CBsA3aHHBIE C MOATOTOBKOM, TPAaHCIOPTUPOBKOW U Mepemauei apXHUBHBIX
JIOKYMEHTOB, ITPOU3BOJSATCS CUJIAMU U 32 CUET LIKOJIBI.

1.10. 3a yrpary u mopuy AokyMmeHTOB ApxuBHOTO (poHaa Poccuiickoii denepanun q0MKHOCTHBIC



JIMIIa OPTaHU3alUH, OCYIIECTBISIONEH 00pa30BaTeIbHYIO AeSITeIbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBHH C JICHCTBYIONINM 3aKOHOIATEIILCTBOM.

1.11. IllxonbpHBII apxuB paboTaeT COrJacHO IUIaHY, YTBEP)KIAEMOMY JIHUPEKTOPOM
00111e00pa30BaTEILHON OpPraHU3aIlui, 1 OTYUTHIBACTCS TIEPE] HUM B CBOCH paboTe.

1.12. KoHTpOJb 1EATEIBHOCTH apXUBa OCYLIECTBISET AUPEKTOP OPraHU3aIMH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO JeATETbHOCTD.

2. CocTaB 10OKYMEHTOB apXuBa
2.1. B mIKOJIbHBIN apXUB MOCTYIIAKOT:

* 3aKOHYEHHBIE JEJONPOU3BOACTBOM IIKOJBI JOKYMEHTBHl TOCTOSIHHOTO XpaHEHHS,
oOpa3oBaBmIvecss B  JCATEIBHOCTH CTPYKTYPHBIX TOJpAa3JeNeHUui, JOKYMEHTBHI
BpeMeHHoro (cBbime 10 JieT) cpoka XpaHEHHs, HEOOXOIWMBIE B TPAKTUUYECKOU
JeSITETbHOCTH, JOKYMEHTHI 110 KaJpaM 1 00ydJaromuMcs;

* JIOKYMEHTbl TOCTOSIHHOIO XpaHEHHs U MO0 JIMYHOMY COCTaBy OpraHH3aiuii-
IpE/IIEeCTBEHHUKOB,

e nuyHble  (QOHABl  BEAyIIMX  paOOTHUKOB  OpraHU3allMd,  OCYLIECTBIISIIOIICH
00pa30BaTENbHYIO ACSITEIBHOCTD, TOCTYUBIINE B ApXUB;

e chnykeOHbIE U BEeJIOMCTBEHHBIC U3/IaHUS;

*  CIPaBOYHO-TIOMCKOBBIE CpEJICTBa K JOKYMEHTAM M YYETHbIE IOKYMEHTHl ApXHBa
OpraHHu3aIuy, OCYIIECTBIAIONIEH 00pa30BaTEeNIbHYIO 1€ITEIbHOCTb.

2.2. Cpoku XpaHEHHs JOKyMEHTOB B apXHWBe 0O0pa30BaTEIbHON OpPraHU3aIlMH OMpPEEIISIOTCS
COTJIaCHO CPOKaM, YKa3aHHBIM B YTBEPKICHHON HOMEHKIIAType Je.

3. 3apaum apxuBa

3.1. OCHOBHBIMH 33J1aYaMH APXHBA SBJISTFOTCS:

3.1.1. Opranuzanus XpaHEeHHUS [TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aenoMm 2
HacToAwero [lonoxenus.

3.1.2. KommiekToBaHHWE apXuBa JOKyYMEHTaMH, OO0Opa3oBaBIIUMUCA B  JEATEIHHOCTH
OpTaHM3aINH, OCYIIECTBISMIONEH 00pa30BaTEIBHYIO IEATEITHHOCTb.

3.1.3. Vuer, obecnieueHrEe COXPAaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOIO armnapara.

3.1.4. Vcnonb3oBaHMS TOKYMEHTOB, HAXOSIIUXCS HA XPAHCHUN B APXUBE IITKOJIBL.

3.1.5. TloaroroBka M cBOEBpeMEHHas mepeiada JOKyMEeHTOB ApxuBHOro Qouma Poccuiickoit
®denepanuu Ha MOCTOSTHHOE XPAaHEHUE B TOCYAAPCTBEHHBIA (MYHUITUTIATBHBIN) apXUB.

3.1.6. MeToauueckoe pPyKOBOJCTBO M KOHTPOJb 3a (opMUpOBaHHEM W OGOpMICHHUEM Jei B
JeJIONPOM3BOCTBE IIKOJBI M CBOEBPEMEHHOHW Iepeiadeld WX B apXWB 00pa30BaTEIbHOM
OpraHU3alNH.

4. @PyHKUNH apxXuBa

B cooTBeTCTBHY ¢ BO3JIOKEHHBIMH 3a1a4aMHU apXUB OCVYIIIECTBIACT CASAYIOMME QPYHKIINN:

4.1. OpraHusyeT NpUEM JOKYMEHTOB MOCTOSIHHOTO U BpeMeHHbIX (cBhimie 10 5et) cpokoB
XpaHEeHUsI, B TOM YHUCJIE IO KaapaM U 00yJarolmuMmcs, 00pa3oBaBIINXCS B JI€ATEIbHOCTH IIKOJIbI,
B COOTBETCTBUHU C YTBEPHKIECHHBIM TpaUKOM.

4.2. ObGecnieunBaeT COXPAaHHOCTh W BEIET YYET JOKYMEHTOB W (OHIOB, HAXOJAIIUXCS Ha
XpaHEHUH B apXUBE 00111e00pa30BaTEIHLHON OpraHU3alUu.

4.3. IlpeacrapiseT B ToCyAapCTBCHHBIM (MyHUIMIIAJIBHBIN ) apXUB YU4EeTHBIC CBeJACHUS 00 0Obeme
U COCTaBe XpaHANIMXCS B apXWBe IIKOJBI JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit
®denepaluy U IPYrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAJKOM IOCYJAapPCTBEHHOTO
yuera 1oKkyMeHTOB ApxuBHoro gonna Poccuiickoit @enepannm.

4.4. CucreMaTu3UpyeT M pa3MellaeT JOKYMEHTHI, MOCTYMAIolMe Ha XpaHEHHE B IIKOJBHBIH
apXxuB, 00pa30BaBIIMECS B X0JI€ OCYIIECTBICHUS AEATCIbHOCTH OPraHU3aIlMU, OCYIIECTBISIONMIEH
00pa30BaTeNIbHYIO J1eATEIbHOCTb.

4.5. Pa3pabatbiBaeT rpaduKy NpeICTaBICHUS OMUCEH HA PACCMOTPEHUE HKCIEPTHO-TIPOBEPOUHON




KOMHUCCUU W Tepelaud JOKYMEeHTOB ApxuBHOro (oHma PD Ha XpaHeHHE B TOCYAapCTBEHHBIN
(MyHUTIUTTAIBHBIN ) apXUB.
4.6. OcyIIecTBISET MOATOTOBKY U MPEJICTABISCT:

* Ha pacCMOTPEHHE M COIVIACOBAaHME OKCIEPTHOM KOMUCCHM IIKOJBl OIHCHU JIel
MOCTOSTHHOT'O XpaHEeHUs, BpeMEHHBIX (CBbImIe 10 J1eT) CPOKOB XpaHEHHUs, B TOM YHCIIE
0 KajpaM U 00YyJaronIuMCs, a TAKKE aKThl O BBIJICJICHUN K YHHUTOKCHHUIO apXUBHBIX
JOKYMEHTOB, HE TMOJJICKAIUX XPAaHEHUIO, aKThl 00 yTpaTe MOKYMEHTOB, aKThl O
HEUCITPaBUMBIX IMOBPEXKACHHUIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEpPXKICHUE OJKCIEPTHO-MPOBEPOYHON KOMHUCCHUU YIOJIHOMOYEHHOTO OpraHa
HCTIOJTHUTENIFHON BIacTh cyobekTa Poccuiickoit denepanuu B chepe apXUBHOTO Acia
(manee - OIIK apXxUBHOTO yUpEeKJICHHS) OMKMCH JIeJI TOCTOSHHOTO XPaHeHUS,

* Ha cormacoBanue OIIK apxuBHOTO yupexacHms cyobekta Poccuiickoir denepanmm
(MyHUIIMTIATBHOTO ~ apXWBa), B CJIy4ae HAJAENEHUS €ero COOTBETCTBYIOIIUMU
MOJIHOMOYHMSIMH, OIUCH JIEJ 110 JIMYHOMY COCTaBY;

» Ha corimacoBanue DIIK apxuBHOro yupexaeHus cyobekTa Poccuiickoit deneparuu
(MyHULIIMIIAIBHOTO ~ apXWBa), B Cly4ae HaJeNeHHUs €ero COOTBETCTBYIOIIUMU
MOJITHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABUMBIX TTOBPEKICHUIX
ApXHUBHBIX JOKYMEHTOB;

* Ha YyTBEPXKICHHWE IUPEKTOPY INKOJBI OMUCH JIeN TOCTOSHHOTO XPaHEHUS, OMUCHU
BpeMeHHBIX (cBbilne 10 J1leT) CPOKOB XpaHEHUs, B TOM YHCIIE OMHCH JIeNl 0 KaapaM U
00yJarommmMcsi, akThl O BBIIICJICHUU K YHHUYTOKEHHUIO apXUBHBIX JOKYMEHTOB, HE
MOJAJIeKANIMX XPAaHEHHUIO, akThl 00 yTpare JOKYMEHTOB, aKThl O HEHUCIPaBUMBIX
MOBPEXKICHUSAX aPXUBHBIX JOKYMEHTOB, YTBepKAcHHBbIe (cormacoBanHbie) DIIK wnmm
rocyJapcTBEHHBIM apXxuBoM cyObekTa Poccuiickoit ®Penepaunu (MyHULIHUNATIbLHBIM
ApPXHBOM) B CITydae HAJEJICHUS €r0 COOTBETCTBYIOIIMMH TTOJTHOMOYHSMH.

4.7. Opranusyetr mnepenadyy JIOKyMeHTOB ApxuBHOro ¢ouaa Poccuiickoit ®enepaunu Ha
MTOCTOSTHHOE XPAHCHHE B TOCYAAPCTBCHHBIN (MYHHUITUTIAIBHBIN) apXHUB.

4.8. OpranusyeT U MPOBOAMUT IKCMEPTH3Y IIEHHOCTH JOKYMEHTOB BpeMEeHHBIX (cBbIlie 10 jeT)
CPOKOB XpaHCHHUS, HAXOSIINXCS HA XPAaHEHUU B apXWBE IIKOJBI B HEIAX 0TOOpa JTOKYMEHTOB
JUIsl BKJIIOYEHHUS B cocTaB ApxuBHOro ¢onna Poccuiickoit denepanuu, a TakKe BBISIBICHUS
JOKYMEHTOB, HE IMOJICKANUX JATbHEHIIIEMY XPAaHCHUIO.

4.9. VYuyactByer B paboTe OKCHEPTHOW KOMHCCHM OpTraHM3AlMH, OCYIIECTBISIIONICH
00pa30BaTEIBHYIO ACATCIBHOCTD.

4.10. IIpoBoAUT MEpOMPUATHS MO OOECMEYECHUIO COXPAHHOCTH JOKYMEHTOB, HAXOMAIIMXCS Ha
XPAaHCHUH B apXUBE OPraHU3aIi1, OCYIIECTRIISIONICH 00pa30BaTSIIEHYIO IS TEILHOCTD.

4.11. Opranusyer uH(pOPMUPOBAHHE AJIMHUHHCTPAMM U PAOOTHUKOB IIKOJIBI O COCTaBE M
COJICpKaHWUU JOKYMCHTOB apXWBa OpTaHM3AIMH, OCYIICCTBISAIOMEH 00pa30BaTCIIbHYIO
JESITENbHOCTD.

4.12. NadopMupyeT NOJIB30BATEINICH 110 BOIIPOCAM MECTOHAXOKICHHUSI apXUBHBIX JIOKYMEHTOB.
4.13. OpranusyeT Bblauy AOKYMEHTOB U JeN AJi1 padOThl B yUYUTEIBCKOW MM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VicnonHsieT 3ampochl OpraHu3alii M 3asBICHUS Ipa)xaaH 00 yCTaHOBJICHHUU TPYIOBOTO
CTa)ka U JIPYyI'MM BOIPOCAM COLIMAJIbHO-IIPABOBOIO XapaKTepa, B YCTAHOBICHHOM IMOPSJIKE BbIIACT
KOIUU IOKYMEHTOB U apXUBHBIC CIIPABKHU.

4.15. BeaeT y4eT UCTIOIb30BaHMS JOKYMEHTOB apXuBa 00pa30BaTSIbHOM OpraHUu3aIliH.

4.16. Coznaet (hoHA MOTB30BAHMS APXUBA IIKOJIBI U OPTraHU3YET €r0 UCIOJIb30BAHHE.

4.17. OcyuiecTBisieT BeJEHHUE CIPAaBOYHO-TIOMCKOBBIX CPEIACTB K JOKYMEHTaM ILIKOJIbHOTO
apxuBa. Co3/laeT, MOMOTHIET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN anmapaTr K XpaHsIIUMCs B
apxuBe JieJlaM U IOKyMEHTaM.

4.18. YuacTByeT B pa3paboTke JOKYMEHTOB OPTaHU3AIMH, OCYIIECTBIISIIONICH 00pa30BaTEIbHYIO
NeSITENIbHOCTb, 110 BOIIPOCAM apXMBHOTO Jieia U IeI0NPOU3BOJICTBA.

4.19. Oka3pIBaeT METOIUYCCKYIO TOMOIIb:




* cayx0e JeToNpoM3BOJACTBAa INKOJIBl B  COCTaBICHWHM  HOMEHKJIATYphl  Jied,
dbopmupoBaHUKM U ODOPMIICHUH €I, KOHTPOJIUPYET MPaBUIBHOCTH (HOPMHUPOBAHUS U
oopmIIeHHs JeT B 1eT0NPOU3BOJICTBE;

* CTPYKTYPHBIM MOJpa3felieHUusIM U PaOOTHUKAM ILIKOJbl B IMOAIOTOBKE JOKYMEHTOB K
nepesaye B apXUB OpraHU3allliy, OCYIIECTBIISIONEH 00pa30BaTeIbHYIO 1A TEIbHOCTb.

4.20. YyacTtByeT B TPOBEJICHHHA MEPOIPHITHN IO TMOBBIIICHUIO KBATH(UKAIUN PabOTHHKOB
apx#Ba U CIIY>KObI IEIONPOU3BOJCTBA 00Pa30BaTEIbHOM OpraHnu3aIlug.

5. IIpaBa apxuBa

ns evinonnenus 603104CeHHbIX 3a0ay U QYHKYUL TUYO, OMBENMCMBEHHOE 3a APXUs, UMeem npaso:
5.1. IlpexncraBisaTh JOHPEKTOPY  OpTaHMU3AIMH, OCYIIECTBISIONEH  00pa3oBaTENbHYIO
NEATENBHOCTh,  IPEMJIOKEHHS 10  COBEPIICHCTBOBAHMWIO  OPraHM3alMd  XpaHEHHS,
KOMILJIEKTOBAHMSI, y4€Ta U UCIIOJIb30BAHMS apXUBHBIX JIOKYMEHTOB B apXHUBE ILIKOJIBI.

5.2. KoHTpoiupoBaTh BBIIOJHEHHE YCTAHOBJIEHHBIX INPaBWI paboOThl € JIOKYMEHTaMH B
CTPYKTYpHBIX  TOJApa3AeNieHUAX  OpraHu3alMd,  OCYIIECTBIAIOLWEH  00pa3oBaTelIbHYIO
NEATENBHOCTD.

5.3. 3BampammBaTh OT CTPYKTYPHBIX TIOJApa3ACleHU W pPaOOTHUKOB IIKOJBI CBEIACHUSI,
HEoO0X0AUMBIE Il pabOThl apXUBa, C yU4ETOM OOECIEeUeHHs BBIITOJHEHHS BCEX BO3JIOKEHHBIX Ha
apxuB 3a/1a4 U QYHKIUI.

5.4. laBaTh pa3bsiCHEHHMs W PEKOMEHJAIMU IO BOIPOCAM, BXOJAIIMM B KOMIICTCHILHIO apXuBa
OpraHu3alliy, OCYIIECTBISIONICH 00pa30BaTENbHYIO AESITEIBHOCTD.

5.5. MHdbopmupoBaTh CTPYKTypHBbIE MOApA3JENECHUs MIKOJIbl O HEOOXOJUMOCTH Nepeaaydu
JTOKYMEHTOB B apXHB B COOTBETCTBHH C YTBEPKIECHHBIM I'PahUKOM.

5.6. IlpuHuMaTh ywyacTHe B 3acelaHUAX HKCHEPTHOM KoMHcCHM 00I1e00pa3oBaTeabHON
OpraHM3alii, a TaKKe B OKCIEPTHO-NPOBEPOYHOM KOMHUCCHHU YIIOJTHOMOYEHHOIO OpraHa
WCIIOIHUTENbHOM BIacTu cyobekTa Poccuiickoii denepanuu B cepe apXUBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 (DYHKIIMOHHPOBAHHE APXUBA
6.1. HazHaueHHOE MPHUKA30M JUPEKTOPA IIKOJII JIUII0, OTBETCTBEHHOE 32 BEJICHUE apXHBa, HECET
[IEPCOHAIbHYIO OTBETCTBEHHOCTH 34!

* BBHINOJIHEHHE BO3JIOKCHHBIX HA AapXWB 3aJad M (QYHKIUH B COOTBETCTBUU C
JEUCTBYIOLIUM 3aKOHOAATENBCTBOM Poccuiickoit denepanny;

* OpraHu3anuio paboThl apxXuBa, CBOEBPEMEHHOE M KBaJU(UIUPOBAHHOE BBINOJIHEHUE
[IPUKA30B, PACHOPSIKECHUH, NMOPYYEHUM BBIIIECTOSLIET0 PYKOBOJCTBA, AEHUCTBYIOLIUX
HOPMAaTUBHO-IIPABOBBIX aKTOB 10 CBOEMY MPOPUIIIO 1€ATEIbHOCTH;

* pamuoHanbHOe W A(PGEKTUBHOE WCIONB30BAHNE MAaTEepPHANBHBIX, (UHAHCOBBIX W
KaJIpOBBIX PECYPCOB;

*  COCTOSIHME TPYIOBOW M HUCIIOJIHUTEIBCKON IUCLUIUIMHBI B apXUBE, BBIIOJIHEHUE CBOUX
(GyHKIIMOHAIBHBIX 00513aHHOCTEH;

* coOsoJieHHe TMpPaBUJI BHYTPEHHErO pacHopsiKa, CAHUTAPHO-TPOTUBOIMUIEMUIECKOTO
pexuMa, MPOTUBONOKAPHOM 0€30MaCHOCTU U TEXHUKU O€30MacHOCTH;

* BEJCHUE JOKYMEHTAlUH, NPEAYCMOTPEHHOW JEHCTBYIOIIMMU HOPMATUBHO-IIPABOBBIMHU
JIOKYMEHTaMHU;

* [PENOCTaBICHHUE B YCTAHOBJICHHOM IIOPSAJKE AOCTOBEPHOM CTATUCTUYECKOW U HMHOU
uHbOpMaLUK O JeSTEIIbHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pab0OTe B YCIOBUSX YPE3BHIYANHBIX CUTYAIIUHA.

6.2. OTBETCTBEHHBIE 3a BEJCHUE JCIONPOU3BOICTBA, MTOJATOTOBKY U MPEACTAaBIECHUE JOKYMEHTOB
Ha XpaHEHUWE B apXWB, HA3HAYAKOTCA JHUPEKTOPOM  OpPraHu3aluy, OCYLIECTBIAIOUIEN
00pa30BaTeNbHYIO 1eATEIbHOCTb.
6.3. KOHTpOJIb AESATENBHOCTH apXUBa OCYILECTBISET AUPEKTOP OpPraHMU3alMM, OCYLIECTBIAIOEH
00pa3oBaTeNIbHYIO J1eATEIbHOCTb.




7. KoMIuIeKTOBaHUE apXnBa

7.1. TlogroroBka JOKYMEHTOB K Tepeaade B apXWB 0Opa30BaTEbHON OpraHMU3aIlid BKJIIOYAET
9KCIIEPTH3y HAYYHOW M MPAKTUYECKOW IIEHHOCTH TOKYMEHTOB, OpOpMIIEHHE JeN, COCTaBICHUE
OIHCH.

7.2. DkcnepTH3a IEHHOCTH JOKYMEHTOB.

7.2.1. Oxcnepmuza yenHocmu OOKYMeHMO8 — OTpeAeNiCHHe IIEHHOCTH JOKYMEHTOB C IIEITBIO
0TOOpa UX Ha XpaHEHHE U YCTAHOBIIEHHWE CPOKOB XpaHEHUsS. DKCIEPTU3Y IIECHHOCTH IOKYMEHTOB B
0o0pa30BaTesIbHOM OpraHu3alyy OCYILECTBISET MOCTOSIHHO ACHCTBYIOIIAs! SKCIIEPTHAs KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3Ha4aeTCsl IPUKA30M JUPEKTOpa IIKONbL. B cocTaB DKcnepTHOM
KOMHUCCHUU BKJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHCJIE B 005S3aT€ILHOM MOPSAKE JUIIO,
OTBETCTBEHHOE 3a BEJCHHE apXuBa IIKOJbl, W JUPEKTOP MYHHUIIUINAIHHOTO apxuBa (IO
cornacoBanuto). CekpeTapeM DKCIIEPTHOWM KOMHCCHUH Ha3HA4YalOT CeKpeTaps o0pa3oBaTelbHOM
OpraHm3aiuy. DKCIEePTHAs KOMHUCCHUS Ha 3aCEJaHUSX pacCMaTPUBAET: HOMEHKJIATYPY eI IKOJIBI,
OIHCH JIeJl TIOCTOSTHHOTO XPAaHEHUS U 110 JUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJEIsIEMbIE K
YHUUYTOKEHHUIO.

7.3. Odopmiienne nen

7.3.1. [lena moCTOSIHHOTO XPaHEHWS MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpPOBBHIMH HHTKAMHU.
JIucThl HyMEpyIOTCS B NMPaBOM BEpPXHEM Iy NPOCTHIM KapaHpaamom. KoindyecTBO JIHMCTOB B
KaKIOM Jiee He JOoJDKHO mpesbimiaTh 250. B KOHIE Jena Ha OTIEIbHOM JIMCTE COCTABIISETCS
3aBepUTeIbHAS] HAIITUCH.

7.3.2. Ha 0O0JO)XKE el TIOCTOSIHHOTO XPAHEHUs JOJDKHBI OBITh IMPOCTABJICHBI CIIETYIOIIHE
PEKBM3UTHI:  TOJIHOE  HAMMEHOBAHHWE  BBIIIECTOSIIICH  OpraHu3alud,  HAaWMEHOBaHHE
00pa30BaTeNIbHONW OpraHM3allii, HOMEp (MHAEKC) Jena 10 HOMEHKJIAType, 3arojioBOK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAaHEHUS WM OTMETKA «XPaHUTh MOCTOSHHO», HOMep (OHIIa, OIHUCH,
nena.

7.3.3. [lo okOHYaHHUM AETOMPOU3BOACTBEHHOTO ToJia B 0()OpMIICHHBIE OOJIOKKH JIeT TOCTOSTHHOTO
XpaHEHUsI BHOCATCS  HEOOXOIWMBIC  YTOYHEHHWS: B  3aroJIOBKH  JIeN,  COJEPIKaIuX
pacnopsAUTeNbHbIe JAOKYMEHTHl (MPUKa3bl, MPOTOKOJBI), BHOCSATCS HOMEpPA; €CIH JAelo C
MIEPETTMCKON COCTOUT M3 HECKOJIBKUX TOMOB, B KQXKJIOM TOME yKa3bIBaCTCSI KOPPECIIOHACHT, aBTOP,
TeppUTOpHs, APyrue AaHHbE. B KaxaoM ToMe yKas3bIBaeTcs AaTa (YUCIO, MECsI, roJl) Hadajaa u
OKOHYAHUS JTAHHOTO TOMa. TOYHBIC JaThl MPOCTABISIOTCS HA OOJIOKKAX Ui OBICTPOTO TIOHMCKA
JOKYMEHTOB B TOCHEAYIOUIEM; W3 3aBEPUTEIbHONW HAAMUCH Ha OOJOXKKY Jella BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.

7.3.4. Haamucu Ha 0O0JI0KKaxX €1 TMOCTOSHHOTO U JOJTOBPEMEHHOT'O XPAaHEHHUS CIEAyeT
MIPOU3BOIUTH YETKO, CBETOCTOMKHMH YCPHHUIIAMHU.

7.3.5. Jlns ydera KonIM4YecTBa JIUCTOB B Jeie U (UKCAUU OCOOCHHOCTEM WX HyMepaluu Ha
OTIEIILHOM JINCTE COCTABIISIETCS 3aBEPUTENIbHAS HAIITUCH.

7.3.6. B 3aBepuTeNnbHON HAAMUCU YKa3bIBA€TCS KOJIUYECTBO JUCTOB (IM(ppamMu U MPOIMUCKHIO) B
nene. 3aBepuTeNbHAsS HAANKCH TOIIUCHIBACTCS COCTABUTENIEM C YKAa3aHHEM €ro JODKHOCTH H
JaThl COCTABIICHUSI.

7.3.7. BHYTpEeHHSSI ONUCHh COCTABIIETCS K JiejaM MOCTOSTHHOTO U JOJTOBpeMeHHOro (cBbimie 10
JIET) CpOKa XpaHeHHus, CHOPMUPOBAHHBIM 110 Pa3HOBUIHOCTAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKphIBAIOT KOHKPETHOE COJICpKAHUE JOKYMEHTOB (0CO00 IICHHBIC, TUYHBIC JeIa U 1. ).

7.4. Onnucanue JOKYMEHTOB HOCTOSIHHOT'O CPOKA XPAHEHUSL.

7.4.1. Onucu COCTaBISIOTCSA pa3feibHO Ha Jiejla TMOCTOSSHHOTO XpaHEHUs 10 OCHOBHOM
JESITENIBHOCTH U Ha JIeJia 110 JIMYHOMY COCTaBYy.

7.4.2. OnucH cOCTaBIAIOTCS 1€JIONPOU3BOIUTENIEM.

7.4.3. Onuch Beercs B €AMHOM BaJIOBOI HyMEpalluy B TEUEHUE HECKOJIBKHUX JIET.

7.4.4. Ha nena ¢ HCTEKIIIMM CPOKOM XPaHEHHSI COCTABIISIETCS aKT 00 YHUUTOKCHHUH.

7.45. Tlo OKOHYaHWM JEIONMPOU3BOJCTBEHHOIO TOAa B 00pa30BaTEIBHON OpraHU3aIuU
MIPOU3BOJUTCS OTOOP OKYMEHTOB TMOCTOSIHHOT'O CPOKa XpaHEHHUs JJisi BKIIOYEHHS] UX B OIUCH.
Onuce COCTOMT W3 TOMOBBIX pAa3JeioOB, BHYTPH TOAa Jeja pacloJiararoTcs MO CTEHEHU




3HaYMMOCTH C YYE€TOM HOMMHAJIBHOIO MpPHUHIMUNA (B COOTBETCTBUM C HOMEHKIATYpOH
o0uieo0pa3oBaTeaIbHON OpraHU3aIiH).

7.4.6. Omnmcu CcOCTaBISIIOTCS pa3A€IbHO Ha Jejla IOCTOSHHOIO XpaHEHWsl 110 OCHOBHOM
JEATEIFHOCTH U Ha JIeJIa 110 IMYHOMY COCTaBYy.

7.4.7. Onicu COCTABIIAIOTCS CEKPETAPEM.

7.5. [lena BpeMEHHOTO XpaHEeHUsI 0pOPMIISFOTCS YIIPOIIEHHO: OHH HE TIO/IIINBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCs, YTOUHEHHE Ha O0JIOKKaX He NMPOU3BOAMTCS, OMUCH Ha JieJla HE COCTABISAIOTCS,
ydeT Be/IeTCsI 10 HOMEHKJIAType Jell.

8. Yci10BUS XpaHeHHs JOKYMEHTOB apXuBa
8.1. JIokyMeHTHI apXHBa XpaHATCS B apXUBOXPAaHMWIUIIE 0011e00pa30BaTeIbHON OpraHU3alty.
8.2. He nomyckaeTcst pa3MellleHue apXHBa B MOABAJIbHBIX U YE€PIayHbIX IIOMEIICHHUSIX [IKOJIBI.
8.3. ApXUBOXpaHWIHUIIE TOKHO OBITh YAAJIEHO OT Ja0OpaTOPHBIX, MPOW3BOJCTBEHHBIX, OBITOBBIX
MOMEILEHUH U HEe UMEeTh OOLIUX ¢ HUMH BEHTHJISLIMOHHBIX KaHAIOB. APXHUBOXPAHUIHILE OTIEISETCS
OT COCEJHMX ITOMEILEHUN HECTOPAEMBIMU CTEHAMM W MEPEKPBITUAMHU C MPEAEIaMU OTHECTOMKOCTU
HE MeHee JBYX 4yacoB. B apxuBoxpaHWiIHIle He JOMyCKaeTcs MpPOKJIaaka TPyO BOJOCHAOKEHUS U
KaHAJIM3alll1, TEXHOJIOTUYECKHE MIIN OBITOBBIC BHIBOJIBI BOJIBI.
8.4. ApXUBOXpaHWIMIIE JIOJDKHO HWMETh €CTECTBEHHYI0 WM MCKYCCTBEHHYIO BEHTHIIALUIO,
00ECTICUNBAIOIIYIO PEIUPKYIISINIO BO3yXa, CTAOUIBHOCTD TEMIIEPATYPHO-BIaKHOCTHOTO PEKUMA.
8.5. Bce mocrynmaromue B apxuB 0Opa3oBaTENbHON OpraHM3alMUd JOKYMEHTBl Pa3MEIIaloTcsl B
apXMBOXPAHWIUINAX Ha CTAMOHAPHBIX W/WIM TIEPEABMKHBIX METAUIMYECKUX CTelUlaXkax, B
MeTaNTNYeCKuX MKadax Ui KOHTeHHepax.
8.6. Ctemnaxu TOJDKHBI OBITH YCTAHOBIIEHBI MEPIEHANKYIISIPHO CTEHAM C OKOHHBIMHU NPOEMaMH, a B
MOMEIleHnU 0€3 OKOH - ¢ y4eTOM OCOOEHHOCTel momemieHus u obopymoBanusi. He momyckaercs
pa3MelIeHe cTeIaXel BINIOTHYIO K Hapy>KHbIM CTEHAM 3/1aHUS U K HICTOYHUKAM Tera.
8.7. PaccraHoBka crennaxkeii W IIKapOB OCYIIECTBISETCS B COOTBETCTBUU CO CIEAYIOUIUMU
TpeOOBaHUSIMH:

*  paccTOsHHE MEXIY psSAaMH cTeJulaxkel (T1aBHbIM mpoxona) — He MeHee 120 cm;

* paccTosHHE (MPOXOA) MEKIY CTEJUTaXKaMH — HE MEeHee 75 cMm;

*  pacCTOSHHE MEXIy Hapy>KHOUM CTEHOM 3[aHUsS U CTeIUIaKaMu, MapalljieIbHBIMU CTEHE — He

MeHee 75 cm;
*  paccTOsHHME MEXy CTEHOU M TOPIIOM CTejia)ka iy 1mkada (06xomn) — He MeHee 45 cM;
* paccTOsHME MEXAy IOJOM U HWXKHEHW moikoil cremiaxa (mkada) — He meHee 15 cMm, B
LOKOJIBHBIX 3Takax — He MeHee 30 cMm.
8.8. IlpoTHBOMNOXapHBIA pPEKUM B 3JaHUSAX, T/ pa3MeNiaeTcs apXWB IIKOJIb, W B
apXMBOXpaHWINIIAX YCTAHABINBAETCS B COOTBETCTBUM C [IpaBuiamMu npoTHBOINIOKapHOTO peKUMa B
Poccuiickoit ®enepanuu ot 16 centsops 2020 rona Nel479.
8.9. ApxuBHbIE JOKYMEHTBHI CJIe1yeT XPaHUTh B TEMHOTE.
8.10. 3ammTa TOKyMEHTOB OT JIEHCTBHS CBETa 00ECIIEYMBACTCS XPAHEHNUEM JIOKYMEHTOB B KOpPOOKax,
Mankax ¥ rnepervierax, B mkadax Wiy Ha CTeJIaxax 3aKpbITOro TUIA.
8.11. EcTecTBeHHOE OCBEIICHUE B apXMBOXPAHWIMIIE JOMYCKAETCS MPHU YCIOBUM MPUMEHEHHUS Ha
OKHaxX CBETOpPACCEMBATENICH, PETyASTOPOB CBETOBOIO IMOTOKA (CIEHHUATBHBIX CTEKOJ), 3alIMTHBIX
(GUIBTPOB U MOKPBITUH, KATIO3U.
8.12. JIns MCKyCCTBEHHOT'O OCBEICHHS MPUMEHSIOTCS JIaMITbl HAKAJTMBAHUA B 3aKPBITHIX IU1ad)oHAX C
IJ1aJKOW MOBEPXHOCTBIO.
8.13. B apXuBOXpaHWINIIE JUIsl XPAaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOUIME MapaMeTphbl
TEMIIEPATYPHO-BIAXKHOCTHOTO pPeXHUMa:
* JUIA XpaHEeHHUs JOKYMEHTOB Ha OyMa)KHOM Hocutese — remnepatypa 17-19°C, otHocuTenpHas
BIIAXKHOCTH Bo3ayxa — 50-55%.

8.14. TlomemeHust apxuBa 00pa30BaTEIbHON OpraHU3alMM JIOJDKHBI COAEPHKATHCS B YHCTOTE, B
YCIOBUSIX, UCKITIOYAIOIINX BO3MOKHOCTD MOSIBICHUS TJIECEHU, HACEKOMBIX, TIBUIH.




9. 3ak/04uTeIbHbIE MOJIOKEHUS

9.1. Hacrosimee IlonoxkeHue SBIsIETCS JIOKATBHBIM HOPMATHBHBIM aKTOM, NPHHUMAETCS Ha
O6meM cobpannu pabOTHUKOB IIKOJBI U YTBEpXKAAaeTcs (J11M00 BBOAUTCS B JCHCTBHE) MPUKA30M
JTUPEKTOpa OpraHu3aliu, OCYLIECTBIIAIONIEH 00pa30BaTENbHYIO AESITENbHOCTb.

9.2. Bce u3MeHEHHS W JIOTOJHEHHS, BHOCHMBbIE B Hactosmiee [lomokeHue, ohopMISIOTCS B
MACbMEHHOW (OpME B COOTBETCTBMU JIEUCTBYIOIIMM 3aKOHOAATEIHCTBOM Poccuiickoii
denepanuu.

9.3. Tlonmoxenme 00 apxuBe 0OMmME0Opa30BATEILHOM OpraHWU3aldyd IPUHAMAETCS  Ha
HEOIpEIECNICHHbI CpOK. M3MmeHeHuss u nononHeHus K [l00KEHHI0 NPUHUMAKOTCA B MOPAJKE,
npeaycMmoTpeHHoM 11.9.1. Hacrosmero [lonoxenus.

9.4. Tocne mpunstus llonoxenuss (WM W3MEHEHWH M JOMOJIHEHUH OTAENBHBIX ITYHKTOB H
pa3zesioB) B HOBOM pefaklMy Npeablayas pelakiiis aBTOMaTHYECKH yTPauuBaeT CUILY.
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