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1. OO0uiie moJoKeHus

1.1. Hacrosimee Ilonoxenue paspaborano B cooTBeTcTBUHM ¢ Ilpukaszom @enepanbHOro
apxuBHoro areutctsa Ne 77 ot 31 mrons 2023 roga «O0 yrsepxkiaenuu IlpaBun opraHu3aniy
XpaHeHMs, KOMIUIEKTOBAHHs, YydYeTa M HCIOJB30BAHHS JOKYMEHTOB ApXHBHOro (onja
Poccutickoit @enepanyiy B APYrAX apXUBHBIX JOKYMEHTOB B FOCYIapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYIpABJICHHS H OPraHi3aIlisX», Ha OCHOBaHUM [IpHEMepHOro NonoKeHus 06 apxuse
OpraHusaluy, yTBEPKIEHHOro mpukazom ®enepanpHoro apxuproro arentctsa Ne 42 ot 11
anpens 2018 roma, a Takke YCTaBOM OpraHM3alMH, OCYIIECTBIAIOMIEH 00pa3zoBaTe/bHYIO
JESITENIbHOCTD.

1.2. JlanHoe IlonokeHme OmpejesieT COCTaB JIOKYMEHTOB apXHBa o00IIeo0pa3oBaTeibHOM
OpraHM3allM¥d M YC/IOBUs HX XpPAaHEHHs, YCTaHABIMBACT 3aJaud, Ha3sHAYeHHE U (YHKUHH
IIKOJIBHOTO apXuBa, PeryIaMEHTHPYET JesITeIbHOCTD JINLA, OTBETCTBEHHOIO 3a BEJICHUE apXHBa B
OpraHu3alli, OCYIIECTBIAIOMENH 00pa3oBaTENbHYO IeATEIbHOCTD.

1.3. B cBoeil neATenbHOCTH apxuB pykoBojacTByerTcss @enepansHeiM 3akoHoM Ne 125-@3 ot
22.10.2004 «O6 apxusnoM zmene B Poccuiickoit @enepaini» ¢ ©3MEHEHUAMH 0T 25 nexadps 2023
roja, HOPMATHBHBIMH TpaBOBbIMH akTamu Poccuiickoit @enepauuu, cyOnekra Poccuiickoit
@enepanyu B cepe apXUBHOTO Jiesa U JIeJIONPOU3BOACTBA, JOKAIbHBIMU HOPMATHBHBIMU aKTaMH
001eodpazoBaTeIbHON OpraHu3alti.

1.4. JIOKyMEHTBI OpraHW3aliy, OCYLIECTBISIOMEH 00pa30BaTENbHYIO AEATEIBHOCTh, HMEIOILHE
UCTOPHYECKOE, KYJIbTYPHOE, HAyYHOE, COLMANbHOE, SJKOHOMMYECKOE M MOJUTHYECKOE 3HAUCHHUE,
COCTaBISIOT TOCYAapCTBEHHYIO 4acTh ApxuBHOro ¢(onma Poccuiickoit @enepanuu, sBISIOTCS
COOCTBEHHOCTBIO TOCYJapcTBa M MMOAJIEXKAT IOCTOSHHOMY XPaHEHHIO B TOCYJIapCTBEHHBIX
apxuBax Poccuiickoit ®enepanuu. J[o mepemaun Ha ToCydapcTBEHHOE XpaHEHHME [JaHHBIC
JOKYMEHTBI BpEMEHHO XpaHATCs B 00111€00pa30BaTeIbHON OpraHu3aliy.

1.5. B mxone mng XpaHeHuss T0KyMeHTOB ApxuBHOro ¢onzaa Poccuiickoit @exnepanuu u
3aKOHYEHHBIX JIEJIONPOM3BOICTBOM JIOKYMEHTOB NMPAKTHYECKOTO Ha3HA4YEHHMs, X O0TOOpa, yd4eTa,
UCIIOIB30BAHMsl U MTOATOTOBKH K Iepeiade Ha ToCyJapCTBEHHOE XPaHEHHE CO3acTCsl apXUB.

1.6. ApxuB co3maeTcs Kak CaMOCTOATENbHOE IMOJpa3Jei€Hue, BO3IIABIsIEMOE JIHIOM,
OTBETCTBEHHBIM 3a BEJICHHE apXUBa COTrNIaCHO MpUKa3y JUPEKTOPa IIKOJIbI.

1.7. Opramuzanusi, OCYIIECTBIISIOMAs 00pa30BaTeNbHYIO JAEATENbHOCTh, O0ECHevYnBacT apXHB
HE0OXOJMMBIM TIOMEIIEHHEM, 000PYAOBAHUEM H KaJpaMH.

1.8. O6meobpa3oBaTenbHas —OpraHusaius OOECleYrBaeT COXPAHHOCTb, YYET, OTOOp,
YIIOpSAIOUEHHE M HCIIOJIBb30BaHMe JOKYMeHTOB ApxuBHoro ¢onma Poccuiickoit ®exnepanny,
obpasyromuxcs B ero aesrensHocTH. O0ecneunBaeT CBOEBPEMEHHYIO TIepe/iady STHX J0KYMEHTOB
Ha rocy1apCTBEHHOE XPaHEHHE.

1.9. Bce paGoThbl, CBs3aHHBIE C [OATOTOBKOH, TPaHCHOPTHUPOBKOM W Mepenadeii apXUBHBIX
JOKYMEHTOB, MMPOU3BOISATCS CHJIAMHU H 3a CUET LIKOJIBI.



1.10. 3a yrpaty u nopuy J10KyMeHTOB ApxuBHOTO (honma Poccutickoit denepanuu A10IKHOCTHBIE
UL OpraHu3allK, OCYHIECTBISIONIEeH 00pa3oBaTeIbHYIO AESITEIbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBHUH C JEHCTBYIOUIUM 3aKOHOIATEIbCTBOM.

1.11. IllxkonpHbIH apxXxWB paboTaeT CcoMlacHO TJIaHy, YTBEP)KIAaeMOMY  JTHPEKTOPOM
001eodpa3oBaTeIbHON OpraHu3aluy, U OTUUTHIBACTCS MIepe/l HUM B cBOel pabore.

1.12. KOHTpOJIb AEATENBHOCTH apXHUBa OCYLIECTBISET IUPEKTOP OpraHru3alru, OCYIECTBIISIOLIEH
00pa3zoBaTeNbHYIO A€STEIbHOCTD.

2. CocTaB J0KYMEHTOB apXHBAa
2.1. B mKoJBHBIN apXUB NOCTYIIAIOT:

° 3aKOHYEHHBIE JIEJIONPOU3BOJICTBOM WIKOJIBI JTOKYMEHTBI MOCTOSIHHOIO XpaHEHHMs,
oOpa3oBaBIIMECS B  JESITEIBHOCTH  CTPYKTYPHBIX — MOJpa3/ejeHHH, JTOKYMEHTBI
BpeMeHHOro (cBbiie 10 JieT) cpoka XpaHEHUs, HEOOXOIHMMbIE B NPAKTHUECKOH
JEeATENBHOCTH, JOKYMEHTHI 110 KaapaM U 00y4aroIuMCs;

° JIOKYMEHTBl [IOCTOSIHHOTO XpaHeHUss W MO JIMYHOMY COCTaBy OpraHu3anuii-
IIPENIIECTBEHHUKOB;

* JM4Hble  (QoHABI  BeaymuX  paOOTHHKOB  OpraHW3alMM,  OCYIIECTBISIONICH
00pa3oBaTeIbHYIO J1€ATENIbHOCTD, TOCTYTUBIIHE B APXHUB;

e CIy’KeOHBbIE U BEIOMCTBEHHBIE U3JaHUS;

° CIPAaBOYHO-IIOMCKOBBIE CPEACTBA K JOKYMEHTaM H YUYeTHbIe JOKYMEHThl ApXHBa
OpraHM3alnH, OCYIIECTBIIONIEH 00pa30BaTENbHYIO NESTETbHOCTD.

2. CpokH XpaHEHMsl JOKYMEHTOB B apxHBe 00Opa30oBaTeIbHOH OpraHH3alluu OINpe/esisoTCs
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHOH HOMEHKIAType Je.

o

. 3ajauu apxuBa

.1. OCHOBHBIMH 3a71a4aMU apXHUBa SBJSIOTCS:

1.1, Opranusauus XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH paszaeioMm 2
Hacrosero [lonoxenus.

3.1.2. KomnnekroBaHHe apxuBa JOKYMEHTaMH, OOpa3OBaBIIUMHCS B  JIEATEIHLHOCTH
OpraHu3aluu, OCYIIECTBISIOMENR 00pa3oBaTelbHyIO AeSITeIbHOCTb.

1.3, Vwuer, obecrnedeHue coOXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOTO arapara.

.1.4.  HMcnoab3oBaHus TOKYMEHTOB, HAXOISAIINXCS HA XPAHEHHH B aPXUBE LIKOJIbL.

.1.5. TloaroroBka M CBOEBpeMeHHas Iepefadya TOKYMEHTOB ApxuBHOro (oHma Poccuiickoi
@enepannu Ha MOCTOSIHHOE XPaHEHHE B FOCYIapPCTBEHHBINA (MYHHUIIUTIATBHBIN) apXUB.

3.1.6. Meroauueckoe pyKOBOJICTBO M KOHTPOJIb 3a (hOpMUpPOBaHHEM M O()OPMIICHHEM IEN B
JCJOMPOU3BOJICTBE IIIKOJABI M CBOEBPEMEHHOW Tepenadeld WX B apXWB 0O0pa3oBaTeIbHON
OpraHu3aluu.
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4. ODyHKUHH apXHBa

B c00TBETCTBUH ¢ BO3/I0’KEHHBIMH 3a/Ia4aMHi apXHB OCYIIECTBISET CIAEAVIONHE (YHKIUK:

4.1. OpranusyeT npueM IOKYMEHTOB IMOCTOSIHHOTO W BpeMeHHBLIX (cBbime 10 JeT) cpokos
XpaHeHHs, B TOM YHCIIE 10 KaapaMm U 00ydarolnMes, 00pa30BaBLINXCS B AEATEIbHOCTH LIKOJbI,
B COOTBETCTBHH C YTBEPKICHHBIM I'PAPHKOM.

4.2. ObGecneunBaeT COXPAaHHOCTb W BEIET y4YeT AOKYMEHTOB M (DOHIOB, HAXOIAIIUXCS Ha
XpaHEHHH B apXuBe 001eo0pa3oBaTeIbHON OpraHu3aitH.

4.3. IlpencTaBiseT B rocy1apcTBEHHBIN (MYHHLMNANBHBIN) apXUB YUETHbIE CBEJEHUS 00 00beMe
U COCTaBe XpaHALIUXCS B apxuBe IIKOJbl JIOKYMEHTOB ApXxuBHOro Qonma Poccuiickoit
Denepauyu M APYTHX apXHBHBIX JOKYMEHTOB B COOTBETCTBUH C IOPSAAKOM TOCYAAPCTBEHHOIO
ydyeTa 10KyMeHTOB ApxuBHoOro (ouaa Poccuiickoit ®enepannn.

4.4. CucremaTH3UpyeT W pa3MellaeT MOKYMEHTBI, IMOCTYNAOIIUNE HA XPAHEHHE B LIKOIbHBI
apXuB, 00pa3oBaBIINECs B XOJI€ OCYILECTBICHHS AEATEIbHOCTH OPraHu3alii, OCYIIECTBISIOMIEH
00pa30BaTeNIbHYIO NeATeIbHOCTb.




4.5. PaspabaTeiBaeT rpaguky mpeacTaBieHus onuceil Ha PacCMOTpEHHE SKCIEPTHO-IIPOBEPOYHOIH
KOMHCCHA U Mepenadn TOKyMEHTOB ApXHBHOTO (ouna PP Ha XpaHeHue B rocynapcTBeHHbIit
(MyHHIIMIIATBHBIN ) apXUB.

4.6. OcyliecTBIsSET NOATOTOBKY M IIPE/ICTABISET:

® Ha pPacCMOTPEHHE M COIJAaCOBAaHHWE OKCIEPTHOH KOMHCCHH MIKOJIBI ONHCH el
TTOCTOSHHOI'O XpaHCHHUS, BPEMEHHBIX (CBbIe 10 J1€T) CPOKOB XpaHEHHs, B TOM 4YHcjIe
110 Ka/paM 1 00y4aroluMes, a TAKIKE aKThl O BBIIETEHHH K YHHUYTOKEHHIO ApXMBHBIX
AOKYMEHTOB, HE MNOAJIEKAIIMX XPAaHEHHIO. aKThl 00 yTpaTe IOKYMEHTOB, aKThl O
HEUCTIPABUMBIX MOBPEKIECHUAX aPXHBHBIX JOKYMEHTOB;

© Had YTBCPHCICHHE OSKCHIECPTHO-NPOBEPOYHOH KOMHCCHH YIOJHOMOYEHHOTO OpraHa
HCTIOJIHUTENILHOH B1acTh cyObekTa Poccuiickoit ®eneparun B cepe apxuBHOTO Heia
(nanee - DTIK apXUBHOTO y4pekaeHHUs!) OMUCH A OCTOSHHOIO XpaHeHHs;

* Ha cornacosanune DIIK apxuBHOro yupexneHus cydbexta Poccuiickoii Deneparnn
(MyHHLIMIIATBHOTO — apXMBa), B  CIydae HafeleHHs ero COOTBETCTBYIOLIHMH
TIOJTHOMOYHAMH. OIIHCH [ 110 TUYHOMY COCTaBY;

° Ha cornacosanne DIIK apxuBHOro yupexmenus cydbexta Poccuiickoii Denepanun
(MyHHLIMIIATBHOTO ~ apXMBa), B  clIydae HaeleHHs ero COOTBETCTBYIOIIHMH
TIOTHOMOYHAMHU, aKTBI 00 yTpaTte NOKYMEHTOB, aKThl O HEHCIIPABHMBIX MOBPEKACHUSIX
APXHBHBIX TOKYMEHTOB;

* Ha YTBEPXKACHHE NMPEKTOPY IIKOJBI ONMHMCH JIEN MOCTOSHHOTO XpPAHeHHS, OMHCH
BPEMEHHBIX (CBbImE 10 51eT) CPOKOB XpaHEHHS, B TOM YHCIIE OMHCH JeJ 110 KajapaM H
00y4YarolMMesl, aKThl O BBIJEICHHU K YHUYTO)KCHHUIO apXUBHBIX JIOKYMEHTOB, He
HMOMIICIKAINX XPAHEHHUIO, aKThl 00 yTpare MOKYMEHTOB, aKkThl O HEUCIIPaBUMBIX
MOBPEIKICHUAX apXUBHBIX OKYMCHTOB, yTBEPXKICHHbIE (cornacoBanusie) IIIK mmn
TOCYNApCTBEHHEIM  apXuBOM cyObekTa Poccmiickoit @enepauun (MyHHIHNATbHBIM
apXHBOM) B Cllyyae HaJeJIeHHUs ero COOTBETCTBYIOLIMMH MOJTHOMOUYHUSMH.

4.7. Opranumsyer mnepenauy JMOKYMEHTOB ApXHMBHOro (onga Poccuiickoii Oenepanun Ha
TTOCTOSHHOE XPaHCHHE B rOCY1apCTBEHHbBIH (MyHHIUNATBHBIH) apXUB.

4.8. Oprauusyer u mpoBOIHUT OKCIEPTH3Y HEHHOCTH NOKYMEHTOB BpeMEHHbIX (cBbimie 10 jer)
CPOKOB XpaHCHHsI, HAXOAALINXCSA HA XPAHEHHHM B apXHBE LIKOJbI B IeJIIX oTOOpa JOKYMEHTOB
AULL BKIIIOUCHUST B COCTaB ApXHBHOro (ouna Poccuiickoit Meneparuu. a Takke BbIsiBICHHS
ZIOKYMCHTOB, HE NOAJIEKALINX JaIbHEHIIIEMY XpaHEHHIO.

4.9. Vwuacteyer B paGote OKCIEPTHOH ~ KOMHCCHH — OPraHM3allih.  OCYIIECTBISIOMIE]]
00pa3oBaTeIbHYIO AeSTeTbHOCTD.

4.10. TIpoBOOHT MEPONPHATHS MO 0OECHeYCHUIO COXPAaHHOCTH JOKYMEHTOB. HaxOIALIUXCS Ha
XPaHCHHH B apXUBE OPraHU3aIliH, OCYIIEeCTRISIOIEH 00pa30BaTEIbHYIO NESTETLHOCTD.

4.11. Opraamsyer undopMupoBanue AIMHUHUCTPALlMM W PabOTHHUKOB IIKOJBI O COCTaBE U
COACPKAHMM  JOKYMEHTOB  apXMBa OpPraHH3alMH, OCYILIECTBIAIOMIEH 00pa3oBaTebHyIO
JIeATebHOCTE.

4.12. Mudopmupyer monb3osaTeneii mo BOIIpOCaM MECTOHAXO0K/ICHUS apXUBHBIX IOKYMEHTOB.
4.13. Opraumsyet BbIIauy TOKYMEHTOB H jejl 1 pabOThI B YUMTENBCKOH MM BO BpPeMEHHOEe
[10JIb30BaHHE.

4.14. Mcnomusiet 3anmpocel opraHusanuii ¥ 3asieHus TpaxIaH 00 yCTAHOBJCHHH TPYI0BOIO
CTaXa 1 JIpyruM BOIPOCaM COLHAIBHO-MPABOBOrO XapakTepa, B yCTAHOBIEHHOM HOpSIIKE BbITAET
KOTTHH IOKYMEHTOB H aPXUBHBIE CIIPABKH.

4.15. Bezet yueT ucrnosp3oBanus AOKYMEHTOB apXHBa 00pa30BaTelbHO OpraHu3aIiy.

4.16. Co3naet o moap3oBaHus ApXHBa LIKOJIbl H OPraHU3yeT ero HCI0Jb30BaHHe.,

4.17. OcyuiecTBasieT BemeHue CIIPABOYHO-TIOMCKOBBIX CPENCTB K JIOKYMEHTAM IIKOJIBLHOIO
apxuBa. Co3/aer, MonojHseT u COBEPLICHCTBYET HAyYHO-CIIPABOYHBIN amnapar K XpaHsIIHMCS B
apxHBe JIeJIaM 1 TOKYMEHTaM.

4.18. YuactByeT B pazpaborke AOKYMEHTOB OpPraHU3allii, OCYIIECTBSIOmEH 06pa3oBaTeIbHy0
ACATETLHOCTB, 10 BONPOCAM apXHBHOTO Jelia U JeI0NPOH3BO/ICTRA.




4.19. Oka3pIBaeT METOAUYECKYIO TOMOIILb:

e cinyx0e JeNOMpPOM3BOJACTBA  IIKOJAbl B  COCTaBJICHHH  HOMEHKIATYpbl  Jell,
GopMupoBaHHH W OPOPMIIEHHH el KOHTPOIMPYET MPaBUIBHOCTH (HOPMHUPOBAHHS U
odopMIIeHHS el B JEJIO0NPOU3BOICTBE;

e CTPYKTYPHBIM MOJpa3fesieHHusIM U pabOTHHKAM IIKOJBI B MOJTOTOBKE TOKYMEHTOB K
nepeaade B apxXHB OpraHU3alii, OCYLECTBIIONEH 00pa3oBaTENbHYIO ACSITEIbHOCTD.

4.20. YyacTByeT B NpOBEIEHHWH MEPOMPHSITHH MO MOBBILEHUIO KBaIH(DUKALUH PadOTHHKOB
apx#Ba U CJIyKOBI JeI0NPOU3BOACTBA 00PAa30BaTE/ILHOM OpraHHU3alHH.

5. IIpaBa apxuBa

115 6bINOIHEHUS BO3NLONCCHHBIX 3A0AY U QYHKYUL 11O, OMEEMCMEeHH0e 3d aPXUE, UMeen NPUAGo!
5.1. IlpencraBnarh  OUPEKTOPY  OpraHM3alMH,  OCYIIECTBIAIOIIEH  00pa3oBare/ibHYIO
NEeSTeNbHOCTh,  MPENJIOKeHHS [0  COBEpIICHCTBOBAHHIO  OpraHM3aludd  XpaHEHHs,
KOMIIJIEKTOBAHHUSI, YUETa U UCIOJIb30BaHUS apXUBHBIX JOKYMEHTOB B apXUBE IIKOJIbI.

5.2. KoHTpoIMpoBaTh BBIMOJHEHHE YCTAHOBICHHBIX IpaBUil pabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX  TOJpPA3JCJIEHHUsX  OpraHu3aluu, OCyLIECTBISIIOIIEH  00pa3oBaTe/IbHYIO
NIeSITeTbHOCTB.

5.3. 3BampamuBaTh OT CTPYKTYpHBIX TOJpa3JelieHuii M pabOTHUKOB WIKOJIBI CBEICHHS,
HeoOXoIuMbIe 711 paboThl apXuBa, ¢ y4eTOM 0O€CIEeUYeHHs BBINOJHEHHS BCEX BO3JIOXKEHHBIX Ha
apxuB 3a1a4 U QyHKIHH.

5.4. JlaBaTh pa3bsICHEHUS M PEKOMEHIALMU MO BOIPOCAM, BXOISAIIMM B KOMIICTCHLHIO apXuBa
OpraHu3aIfH, OCYIIECTRISIONEH 00pa30BaTENbHYIO 1ESITEIBHOCTD.

5.5. HudopmupoBaTh CTPYKTYpPHBIE MOAPA3JAEICHUS] IIKOJBI O HEOOXOAMMOCTH Iepeaayu
JIOKYMEHTOB B @pXHB B COOTBETCTBHU C YTBEPKAECHHBIM I'PAPUKOM.

5.6. TlpuHuMmaThb ydYacTHE€ B 3aCEJaHUSX OIKCHEPTHOH KOMHMCCHM 00lIeo0pa3oBaTenbHOM
OpraHM3alfii, a TaKKe B AKCIEPTHO-NMPOBEPOUHOM KOMHUCCHH YIOJIHOMOYEHHOIO OpraHa
HCIIOJHHUTENIbHO B1acT cyObekTa Poccuiickoit @enepaunu B cepe apXUBHOIO Jea.

6. OTBeTCTBEHHOCTD 32 (PYHKIHOHHPOBAHHE aPXUBA
6.1. HazHaueHHOE IpUKA30M AMPEKTOPA IIKOJbI JIMIO. OTBETCTBEHHOE 3a BEJCHHUE apXHUBa., HeceT
[IEPCOHAIbHYIO OTBETCTBEHHOCTD 3a:

* BBIMOJIHEHHWE BO3JIOKEHHBIX Ha apXWB 3a7ad W (QYHKIHH B COOTBETCTBUH C
JIEHCTBYIONINM 3aKOHOAATeILCTBOM Poccuiickoii @enepannu;

e opraHuzanuio paboThl apXHWBa, CBOEBPEMEHHOE M KBAIM(HUIMPOBAHHOE BBIIOJHEHHE
NPUKA30B, PACHOPSKEHUH, MOPYUYEHMH BBIIECTOSILEr0 PYKOBOJCTBA, JIEHCTBYIOLIMX
HOPMAaTHBHO-IIPABOBBIX aKTOB MO CBOEMY MPOGUIIO IESTEIbHOCTH;

* panuoHalbHOE M A(PQPEKTHBHOE HCIOIb30BaHHE MaTepHATbHBIX. (HHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

* COCTOSIHHE TPYJOBOM M HCIOJIHHUTEIbCKOW AUCIUIIIMHBI B apXUBE. BBIMOJHEHHE CBOHX
(hyHKIIHOHATBHBIX 00S3aHHOCTEH;

¢ cOOJIOJIEHHE MpaBWJI BHYTPEHHETO paclopsiika, CaHMTaApHO-IIPOTHBOSIHAEMHUYECKOIO
pexuMa, NIpOTUBOIOKAPHOH 0€30MACHOCTH U TEXHUKH 0€30I1aCHOCTH:

* BEJCHHE JOKYMEHTAUWH, MPEeIyCMOTPEHHON IEHCTBYIOLIUMH HOPMATHBHO-TIPABOBHIMH
JIOKYMEHTaMH;

* IPENOCTABJICHUE B YCTAHOBJIEHHOM IMOPSAKE JOCTOBEPHOW CTAaTHCTHYECKOH M HHOi
UH(pOPMALIMK O AESITEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K padoTe B YCIIOBHUSIX UPE3BbIUAHHBIX CUTYaLlUH.

6.2. OTBeTCTBEHHBIE 3a BEJIEHHE JIEIOMPON3BOJICTBA, MTOATOTOBKY M MpeACTAaBICHHE JOKYMEHTOB
Ha XpaHEHHe B apXUB., HA3HAYaAIOTCS JUPEKTOPOM  OPraHu3alMH, OCYLIECTBIISIOLIEH
00pazoBaTeNbHYIO NIEATEIHHOCTD.

6.3. KOHTpOHI) ACATCIIBHOCTH apXHBa OCYMECCTBIIACT JUPEKTOP OpTraHU3alluU, OC}/HICCTBJ'[H}OH_Ieﬁ
06p830BaT€IIBHYIO ACATCIBHOCTD.




7. KomIiekToBaHHe apxXHBa

7.1. TloaroroBka NOKyMEHTOB K Tiepelade B apXMB 00pa30BATeNbHON OPraHM3alHH BKIIOUAET
SKCIIEPTH3Y HAyYHOHW M MPAaKTHYECKOH LEHHOCTH JOKYMEHTOB. O(pOpMIIEHHE e, COCTABICHHE
OITUCH.

7.2. DKcnepTu3a HeHHOCTH JJOKYMEHTOB.

7.2.1. Drcnepmusa yennocmu OOKyMenmos — oOnpeneeHue IeHHOCTH IOKYMEHTOB C ILeNbIO
0TOOpa HX Ha XPaHEHHE M YCTAHOBICHHE CPOKOB XPAHEHHs. DKCIEPTH3Y [IEHHOCTH J0OKYMEHTOB B
00pa3oBaTeIbHON OPraHU3alMK OCYIIECTBIISET OCTOSHHO AeHCTBYIONIAs YKCIIEPTHAS KOMHUCCHS.
7.2.2. Drcnepmmas komuccus HazHAYAeTCS IPUKA30M AMPEKTOpa IIKOIbL B coctas DKCIepTHOH
KOMHCCHH BKIIFOYAIOT HE MEHEEe TPEX COTPYIHUKOB, B TOM YHUCIIE B 00S3aTEILHOM TOPSIIKE JHIIO,
OTBETCTBCHHOC 3a BEICHHE apXWBa IIKOJNbL, M JHPEKTOP MYHHIHIATLHOrO apxupa (10
corniacoBanuio). Cekperapem DKCMNEPTHOH KOMHCCHH HAa3HAYalOT CeKpeTaps 0Opa3oBaTeIbHOIN
OpraHM3alKy. DKCIEPTHAas KOMHCCHS Ha 3ace[aHUsIX PACCMATPUBAET: HOMEHKIIATYPY el [IKOJbL,
OIMCH JieNl TOCTOSTHHOI'O XPAaHeHHUS U 110 JTMYHOMY COCTaBY, aKThl HA JOKYMEHTBI, BbIICISIEMbIE K
YHHUUTOKEHHUIO.

7.3. Oopmnenue aen

7.3.1. [lena mocTOAHHOrO XpaHEHWs! MOMIIHBAIOTCA B TBEPAYIO 00JIOKKY CYPOBBIMH HHMTKAMH.
JInCTBI HyMepyIOTCS B HPaBOM BepXHEM yIJIy MPOCTHIM KapaHZamoM. KOJTH4ecTBO THCTOB B
K&KIOM [IeJie He NOJDKHO mpeBbimarhk 250. B koHIle mena Ha OTHEIBLHOM JIHCTE COCTABIISETCS
3aBEPUTEIIbHAS HATITUCE.

7.3.2. Ha 00noXKe gl MOCTOSAHHOIO XPAHEHHS! IOJKHBI ObITh MPOCTABJIEHBI CJIEYIOIIHE
PEKBU3UTHL:  TIOJTHOE€  HAUMEHOBAHHE  BBILECTOALICH  OpraHu3alud,  HaUuMEHOBAaHHE
00pa3oBaTebHONH OpraHW3amMu, HOMep (MHIEKC) aeia o HOMEHKJIaType, 3arojioBOK Jieja.
KOJIMHYECTBO JINCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTb MOCTOSHHO», HOMEDP (POHIA, OIHCH,
Jena.

7.3.3. Tlo OKOHYAHUU JIETIONPOH3BOICTBEHHOIO I0/Ia B 0GOPMIICHHBIE OOJIOKKH /el OCTOSHHOTO
XpaHCHHS ~ BHOCATCS ~ HEOOXONMMBIE — YTOYHEHHS: B  3arOJIOBKM [,  COJIEPIKAIHX
pacropsiTUTEIbHbIE JTOKYMEHTBI (NPUKa3bl, MPOTOKONBI), BHOCATCS HOMEpa; €CIH JeN0 ¢
TEPEMUCKOH COCTOMT H3 HECKOIBKUX TOMOB, B K&JKJI0M TOME yKa3bIBAETCSl KOPPECTIOH/IEHT. aBTop.,
TEPPUTOPHUS, IPYTUE NaHHBIC. B KaKI0M ToMe yKasbIBaeTcsl jaTa (4MC/I0. MEeCAll. Toj) Havaua u
OKOHYAHHS JIAHHOTO ToMa. TOYHBIE JaThl MPOCTABISMIOTCS. HA OOMOKKAX 715l OBICTPOrO IMOKMCKaA
AOKYMEHTOB B TOCICAYIOIIEM; H3 3aBCPUTENbHOW HAAMUCH Ha OOJO0XKKY Jefla BBIHOCHTCS
KOJINYECTBO JIUCTOB B JIEJIE.

7.3.4. Hagnuen Ha 0670%KKax el MOCTOSHHOTO U JIOJITOBPEMEHHOIO  XpaHEHMsl ClieyeT
IPOU3BOAUTH YETKO, CBETOCTOHKUMH YEPHHUIIAMH.

7.3.5. Jlna yuera KojMYecTBa JIUCTOB B Jeje H (pukcannu ocobeHHOCTEH MX HyMepalHH Ha
OTIEJIbHOM JIMCTE COCTABIISIETCS 3aBePHTEIbHAS HAIUCH.

7.3.6. B 3aBepHTEIbHON HAIMMCH yKA3bIBACTCS KOMMYECTBO THCTOB (uMdpamu U TPOMKUCHIO) B
Jene. 3aBepUTeIbHAS HAIMKCh MOIINHCHIBACTCS COCTABHTEIEM C YKa3aHHEM €ro MO/IKHOCTH MU
JIaThl COCTaBJICHHUS.

7.3.77. BHYTpeHHSIS OIHCh COCTABISIETCS K JeaM MOCTOSHHOTO U JOJITOBPEMEHHOTO (cBbIme 10
JIeT) CpOKa XpaHeHHs, cOPMUPOBAHHBIM 10 PA3HOBHIHOCTSM TIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE PaCKPBIBAIOT KOHKPETHOE CONEPIKAHNE TOKYMEHTOB (0c000 EHHBIE, JTHYHBIE JeIa U Jp.).

7.4. Onrcanue JOKYMEHTOB IOCTOSIHHOTO CPOKA XPAHEHHS.

7.4.1. OmucH COCTaBISIOTCS pa3fedbHO Ha Jela MOCTOSHHOTO XpaHEHHUsl IO OCHOBHOII
J€ATEIBHOCTH U HA JIeNIa [0 JIHYHOMY COCTaBYy.

7.4.2. OMCH COCTaBIISIFOTCS IENONPOH3BOIHTEIEM.

7.4.3. Onuce BeeTes B €IMHOI BATOBOH HYMepALHH B TeUeHHEe HECKOTBKUX JIET.

7.4.4. Ha nena ¢ HCTEKIIMM CPOKOM XPaHEHHs! COCTABISIETCS akT 06 YHUUYTOKEHHH.

7.4.5. Tlo OKOHYAHHH JIEJOMPOU3BOICTBEHHOIO TOMa B oOpa3oBaTebHOH OpraHu3aluu
POU3BOJIUTCSA OTOOP AOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHHS ISl BKIIOUEHHS HX B OIMHCH.




Omnuch COCTOMT M3 TOJOBBIX pa3/elioB, BHYTPH TOJa Jejia pacloJiararorcsi MO CTENeHH
3HAYUMOCTH ¢ Y4YE€TOM HOMHHAJIBHOIO MpPHHLIMIA (B COOTBETCTBHH C HOMEHKIATYPOil
o01eoOpa3oBaTebHONH OpraHU3aInH ).

7.4.6. Omucu cOCTaBISIOTCS pa3feibHO HA Jefla MOCTOSHHOINO XpaHEHHs [0 OCHOBHOM
JIEATEJIbHOCTH U Ha JieJa 110 JIMYHOMY COCTaBy.

7.4.7. OnIMCH COCTaBJISIFOTCS CEKpETapeM.

7.5. [lena BpeMEHHOr0 XpaHeHUs O(OPMIISIOTCS YIIPOILIEHHO: OHH HE O IIHBAKOTCS, JIMCTHI B HUX
HE HyMEpYIOTCs, YTOYHEHHE Ha 00JI0KKaxX He MPOU3BOIUTCS, OMHCH Ha Jeja He COCTaBISIOTCS,
yueT BEJIETCs [0 HOMEHKJIAaType Je.

8. YcioBusI XpaHeHHUsI JOKYMEHTOB apXHBa
8.1. JIokyMeHTBI apXHBa XPAHSTCS B apXHBOXPAHIIHIIE 0011e00pa30BaTebHON OpraHu3aliH.
8.2. He momyckaeTcs pa3MelleHHe apXHBa B MOABATBLHBIX M Y€PIAUHBIX TOMELIEHUSX IIKOJIbI.
8.3. ApXMBOXpaHMJIHUILIE JODKHO OBITh YAANICHO OT JIaOOPATOPHBIX. POM3BOICTBEHHBIX. OBITOBBIX
MIOMEIICHHH U HE UMETh OOLIMX C HUMM BEHTHJIIIIMOHHBIX KaHAIOB. APXHBOXPAHUIIUILE OTIEISETCS
OT COCEHHMX MOMEIICHHH HECrOpaeMbIMH CTEHAMH M TIEPEKPBITUIMHU C MpeaeiaMi OTHECTOMKOCTH
He MEHee JBYX 4acoB. B apXuBoXpaHMIuile He IOMycKaeTcsl MpOKJaaka TpyO BOJOCHAOIKEHUS U
KaHaIU3alu1, TEXHOJIOTHYECKHE HIIH OBITOBBIE BHIBOIBI BOJbI.
8.4. ApXMBOXpaHHJHINE JOJKHO HMETh ECTECTBEHHYIO HIM HCKYCCTBEHHYIO BEHTHIISIHIO,
00eCIeYHBAIONIYIO PENUPKYJIAIHNIO BO3AyXa, CTAOHIBHOCTL TEMIIEPATYPHO-BIAKHOCTHOTO PEKHMA.
8.5. Bece moctynarommie B apXuB 00pa30BaTENbHOW OpPraHM3alMH TOKYMEHTHI DPa3MelaloTcs B
apXMBOXPAaHWIHMINAX HaA CTAlMOHAPHBIX W/HIH TIEPEIBHIKHBIX METAJIMYECKUX CTeJIakKaX. B
METaJNINYECKHX IIKadax HIIH KOHTeHHepax.
8.6. CTelIaku JTOMKHBI OBITh YCTAHOBICHBI MIEPIEHINKYISIPHO CTEHAM ¢ OKOHHBIMHU MTPOEMaMH, a B
TMOMEIICHHH 0e3 OKOH - ¢ y4eTOM OCOOEHHOCTEH MoMelneHus U oGopymoBanusi. He nomyckaercs
pasMelIeHue CTe/UTaKeH BILIOTHYIO K HApyKHBIM CTEHaM 3[JaHUS ¥ K HCTOUHHUKAM TeIlja.
8.7. PaccranoBka cTemmaked W 1mkad)OB OCYLIECTBISETCS B COOTBETCTBHH CO  CIICAVIOLIUMHE
TpeOOBAHUSIMHU:

° PacCTOsIHUE MEXIY psiiaMH CTellaxel (rinaBHbli mpoxoa) — He MeHee 120 cm;

*  paccTosHHE (IIPOXOMd) MEXIY CTe/lIaKaMu — HE MeHee 75 cM;

® PacCTOAHHE MEKIY HApyKHOMW CTEHOH 3[1aHMs U CTeJUTaKaMH, NapauieIbHbIMH CTEHE — HE

MeHee 75 cM;
° PacCTOsHME MEKITY CTCHOH M TOPLOM cTelIaxka uiau mkada (00xox) — He meHee 45 cM;
° PacCTOsHHME MEXIYy TMOJOM H HMXKHEH MoskoH cremmaxa (mkada) — He meHee 15 cM. B
LOKOJIBHBIX 3Taxax — He MeHee 30 cM.
8.8. IlpoTMBOMOXAPHBIH ~pPEeXHM B 3JaHUAX. TI[€ pAa3MEI[AeTCs apXHB  [IKOJbL H B
apXHBOXPAHUITMINAX YCTAHABINBACTCS B COOTBETCTBUH ¢ [IpaBHIaMu MPOTHBOMOKAPHOTO pekHUMa B
Poccwuiickoit @enepannu ot 16 centsadps 2020 roma No1479.
8.9. ApxXMBHBIE JJOKYMEHTBI ClIe[yeT XPaHUTh B TEMHOTE.
8.10. 3awmmTa 10KyMEHTOB OT IeHCTBHS CBETa 0OECTIEUNBACTCS XPAHEHHEM T0KYMEHTOB B KopoOKax.
nankax M nepersierax, B mkadax Wid Ha cTe/ulakax 3aKpbITOro THIIA.
8.11. EcrecTBeHHOE OCBEIEHHE B apXHBOXPAHHIMIIE JOMYCKAETCS MPU YCIOBHH [PHMEHEHHs Ha
OKHaX CBETOpAcCEeHBaTelICil, PEryasTOPOB CBETOBOIO MOTOKA (CMELHUANBLHBIX CTEKOJ). 3aLIMTHBIX
(GUIBTPOB M MOKPBLITHH, JKATIO3H.
8.12. JInist HCKYCCTBEHHOTO OCBEIIEHHS IPUMEHSIIOTCS JIAMIThl HAKATHBAHKS B 3aKPBITHIX [1aOHAX
[JIaJJKOH MOBEPXHOCTEIO.
8.13. B apxuBoXpaHuMIne A XpaHeHHs JOKYMEHTOB YCTAHABIHBAIOTCS CIIEAVIOUIHE MAPAMETDbI
TEMIEPATYPHO-BIAKHOCTHOTO PEIKUMA:
* UL XpaHEHHs JOKYMEHTOB Ha OyMa)kHOM HocuTese — Temmeparypa 17-19°C. oTHOcHTe IbHAs
BJIQYKHOCTB BO3ayxa — 50-55%.

8.14. Ilomemenust apxuBa 0Opa3oBaTENbHOH OPraHU3AlMH JOJKHBI COIEpXKaTbCsl B YHCTOTE. B
YCIIOBHAX, HCKIIIOYAIOIIHUX BO3MOKHOCTD TOSIBIICHHS TJIECEHH, HACEKOMBIX, MbLUTH.




9. 3aK/JII04HTEIbHbIE MOJI0KEHHS

91. Hacrosmee [lonokeHue SBISETCS JIOKATbHLIM HOPMATHBHBIM AKTOM. TPHHHMAETCs Ha
O6mmem cobpannu pabOTHHKOB IIKOJIBI M YTBEPHKAACTCA (60 BBOAMTCS B NEHCTBHE) NPHKA30M
JANPEKTOpa OpraHu3alum., ocymiecTRIsroLIeil 00pa3oBaTeIbHYI0 ACATEILHOCTD.

92. Bce M3MeHeHHs M JIOTOIHEHHS, BHOCHMBIE B HACTOALICE [Tonosxenue, o(GOpMISIOTCA B
nuchbMeHHOH (opMe B COOTBETCTBUH JICHCTBYIOLINM ~ 3aKOHOZATENIbCTBOM Poccuiickoi
denepanui.

0.3. Tlomoxenue 00 apxuBe o61meobpa3oBaTeIbHON  OpraHn3allii NPUHAMAETCS  Ha
HeorpeieeHHbIi CpoK. M3MEHEHHS W JOMOJHEHUS K [To0KEeHUIO MPUHUMAIOTCS B MOPSAKE,
[IpeIycMOTPEeHHOM 11.9.1. HACTOSIIEro [TonoxxeHus.

9.4. Tlocne npuHaTHs [lonokenust (M1 H3MEHEeHHMH ¥ JOMOJIHEHWI OTICTbHBIX MYHKTOB H
paszeNioB) B HOBOM PEaKIiH NPEIbILYIIas PeAaKii aBTOMATHYECKH yTpaunBaeT CUTTY.



