ﬂ?ﬂﬁﬂTO .
erneHneM ﬂe;tammqe;;orc
pcotseTa MBOY cOll Nel €

Kuansap \
[lpoToKOa

Ne 10 ot 01 104.20261-

Tlo10/KeHUC 00 apxuBe
MBOY coll No2 ¢, Ku3asp
& denepaibHOTO
| puu C [IpuKasoM i
1. Hae “030“‘9“‘“{ q3paboTaHo B cOOTBETCT it oo
1.1. Hacrosmee Tlonokenue pasp 2023 roja «00 YTBepHCILCII:TOB st s

KyMme v
nons3opanmA A0 ' foavies:
H(i'lOKy\IQHTOB B TOCY/IAPCTBCHHBIX opraHax. 0p

apXHBE
Ha OCHOBAHUH [IpuMepHOTO HOTOMKEHAA (Zg_ ET .
0 apXWBHOTO arentcTBa N :
yiecTBIAIOMCH 00pa3oBaTe;bHyI0

15t
apXBBHOTO arenTcTBa No 77 ot 3:6;1;041}1
XpaHeHus. KOMILTEKTOBAHHL, ) et
Poccuiickoit deepatiiit W JpYTHX ap: e
MECT HOTO CB.MO_\’IIPE!BJICHHH " OprﬂH}’BaH 2 q)-eﬂe aﬂbﬁor
opraHu3aliy. yTBEPKICHHOTO TIPHKA30M raH}; e
anpeins 2018 rozja. a taicke YCTaBOM Op

1EATEILHOCTh.
1.2. Jlanuoe ITOJNOKCHHE oupejenie

opraHmalmﬂ n )’CIIOBHH HX XpaHeHHS[. yCTaHaB B
IKOJIBHOIO apxyBa, pernameﬁmpye'r 1eaTelIbHOCTD auua, o

Oprasu3anuy. OCYIIECTBIAOMIEN 00pa30BaTeIbHYI0 1eATENbHOCTb. I R
1.3. B ceoeii jeqTeIbHOCTH apXxHB PYKOBOACTBYETCA denepanbHBIM 34 0 12

2102004 «O6 apxusHoM jene B Poceniickoii Dejepalluuy ¢ HSMOHETHANE O . ne;aGTﬁigi;
rojia. HOPMATHBHBIMH TPABOBBIMH aktamMu Poccuiickoli DeneparuH, cybopekra Focc =
deepatun B chepe apxHBHOTO JIela 1 NENONPON3BOJICTBA., JIOKAIbHBIMH HOPMaTHBHBIMH aKTaM

06meo0pa3zoBaTe1bHOH OpraHn3aliH.

1.4. JloxyMeHTHI OpraHH3alliH, ocymecTBIsONEH 00pa3oBaTEIbHYIO 7esaTeIbHOCTb, HMCIOLIHE
MCTOPHYECKOE, KYIbTypHOE, Hay4yHOe, COIHATLHOC, KOHOMHMYECKOE ¥ IOJIHUTHIECKOEe 3HAYCHHC.
COCTAB/AIOT TOCYJAPCTBEHHYIO YacTh APXHBHOTO (oHIA Poccmiickoii ®@ejepanuy, ABIAOTCA
COGCTBEHHOCTBIO TOCYaPCTBA H IOJEKAT NOCTOAHHOMY XPaHGHHIO B TOCYIApCTBEHHBIX
apxuBax Poccmiickoii ®enepaiun. Jlo neperadd Ha TIOCyIapCTBEHHOE XPaHCHHE JaHHBIE
JOKyMEHTBI BDEMEHHO XpaHATcs B 001eo0paszoBaTe/lbHON OpraHH3aluy.

1.5. B mxone s XpaHeHHs JokyMeHToB ApxmsHoro ¢onga Poccuiickoii ®enepammn u
3aKOHUEHHBIX JIENOMPOH3BOJICTROM JOKYMEHTOB IPAKTHYECKOTO Ha3HAYEHUs, X 0TOOpa, yyera,
HCIIOJIB30BaHMA | ITOJIrOTOBKH K TIepeiadye Ha rocyJapCTBEHHOEC XPaHCHHE CO3/1aeTCs apXHUB.

1.6. ApxuB co3Ja€TCs Kak CaMmOCTOSTEIbHOE II0Jpa3JeleHHe, BO3IJIABIAEMOE JIHIIOM,
OTBETCTBECHHBIM 34 BEJCHHUE apXHUBa COTrTaCHO MPHUKa3y AUPEKTOPa MIKOIIBL.

1.7. Opranuzauus, ocyuiecTBIsionas o0pa3oBaTeIBHYIO JEATEIBHOCTb, O0ECIIEYHBAET APXHB
HeOoOXO0IMMBIM [IOMEILEHHEM, 000PYI0BAHHEM H KaJpaMH.

1.8.  ObweobpasoBarenbhas  opraHusamus — oOecleYHBAET COXPAHHOCTh, ydeT,  OTOOP.
YIOPAZIOYEHHE M HCIONB30BaHME JIOKYMEHTOB ApXHBHOro (onaa Poccuiickoit Pepeparyn,

00pa3yIoOIHXCs B €ro AeATeNbHOCTH. O0eCIIeIHBaeT CBOCBPEMEHHYIO TIEpeaty THX I0KYMEHTOB
Ha rocyJapcTBEHHOE XPaHECHHUE.

HOM
r cocrap JIOKYMECHTOB apXuBa 06111e06pa3013a1<fnb 3
ppacT 3ajaud, HA3HAYCHAC H dyHKLE

eTCTBEHHOIO 3a BCACHHE apxuBa B

1.9. Bce paGotel, cBA3aHHBIE ¢ INOATOTOBKOH, TPaHCIOPTHPOBKOH M INEpeaadell apXHBHBIX
JIOKYMEHTOB, IMPOU3BOIATCS CHJIAMH H 3a CYET LIKOJIBL



1.10. 3a yrpary u nopuy JA0KyMEHTOB ApxueHoro ¢onza Poccuiickoii @emeparuii JODKHOCTHBIE
JMIIA OpTraHu3allky, ocymecTBIsomel 00pa3oBaTebHyI0 NCATEIEHOCTE, HECYT OTBETCTBEHHOCTb
B COOTBETCTBHH C JICHCTBYIOILMM 3aKOHOIATCIIHCTBOM.

1.11. IlIxonbHBI# AapxHB pabOTaeT COINAacHO  ILIAHY. yTBEpKIaEMOMY  HPEKTOPOM
061me06paz0RaTeILHOM OPraHM3AIMY, H OTYHTBIBACTCA IICPCA HHM B cBOeii paboTe.

1.12. KOHTPOIIb IEATEILHOCTH apXHBa OCYIECTBISET TUPEKTOP opraHu3almu, OCYILIECTBISIOMEH
00pa3oBaTeIbHYIO ACSTCIbHOCTD.

2. CocrTaB JOKYMEHTOB apXHBa
2.1. B 1KoJIpHBIA apXUB MOCTYIAOT:

e 3AKOHYEHHBIE JICIOIPOM3BOACTBOM IIKOJBI JOKYMCHTBI MOCTOSHHOIO XpaHEeHHs.
obpasoBapiiiecs B  [eSTENBHOCTH  CTPYKTYPHBIX noapasJencHuif, JAOKYMEHTBI
spemenHoro (cspime 10 7er) cpoka XpaHEHHS. Heo6XOIUMBIE B IIPAKTHYECKOH
esITeIbHOCTH, JOKYMEHTHI 110 KajpaM i 00y4aromuMCs,

e JOKyMEHTH TOCTOAHHOrO XpaHeHMs H 0 JIIHOMY COCTaBy OpraHH3alHH-
pe/IEeCTBEHHUKOB,

e juudsic  (OHIBI  BEAYNIMX  PAOOTHMKOB  OpraHu3alliH, OCYIIECTBILTIOIEH
06pa30BATENBHYIO JCATEIbHOCTD, IOCTYIHBLIAE B apXHE;

e crayxebGuble U BeJIOMCTBEHHEIC H3TAHU

CIOPaBOYHO-TOHMCKOBBIE CPEJCTBA K JOKYMCHTaM H y4eTHBIC JOKYMEHTHl ApPXHBA
OpraHU3aINK, OCYIECTBIsIomel 00pa30BaTeNbHYI0 ACATCIbHOCTD.

2.2. CpoKH XpaHCHHS AOKYMCHTOB B apXHBe o6pazoBaTeIbHOH OpraHu3alMHi OlpPeeAOTC
COTJIACHO CPOKAM., YKa3aHHBIM B YTBEP:KICHHOH HOMEHKIATYPE JICL.

3. 3axaum apxHBa

3.1. OcHOBHBIMU 3a/Ia4aMH apXUBa ABIAIOTCA:

3.1.1. Opramm3anysi XpaHeHUs AOKYMEHTOB, COCTaB KOTOPBIX IPEeYCMOTPEH pasieioM 2
mactosiero [onoxenus.

3.1.2. KomiulekToBaHHE apXHBa JOKYMCHTaMH, 00pa3oBaBIIAMHCS B JEATEIIBHOCTH
OpraHH3aIlHK, OCYIIECTBISIOEH 00pa3oBaTEILHYIO ACHTEALHOCTE.

3.1.3. Yuer, 00ECIEUCHAE COXPAHHOCTH, CO3JAHAE HAYYHO-CIIPABOYHOTO AlIapata.

3.1.4. Mcnonp30BaHHUS JOKYMEHTOB, HAXOALUIMXCS HA XPAHCHHH B apXHBE [IKOJBI.

3.1.5. TloaroroBKa M CBOEBpeMEHHas Iepeiaia NOKYMEHTOB ApxusHoro GoHna Poccuiickoi
denepallii Ha IIOCTOSHHOE XPAHCHUE B roCy,/IapCTBEHHBIHA (MyHHIIUTIAIbHBIH) apXHUB.

31.6. MeTOIHUECKOe PyKOBOICTBO W KOHTPOMS 3a (JOPMHUPOBAHUEM U o(opMIICHHEM JIET B
ZIEJIONPOU3BOJICTBE IIKOJIBI H CBOGBPEMCHHON TMepejaded HX B apXuB o6pazoBaTeIbHOM
OpraHu3aIuH.

4. OyHKIHH aPXHBA

B COOTBETCTBHHM C BOYIOKEHHBIMH 331a4aMI aDXUB OCYIICCTBJIAET CIIC/YIOMIHE OYHKIIHH:

4.1. Opranusyer UpHeM JOKYMEHTOB NOCTOJHHOTO H BpeMeHHBIX (cBRIE 10 J1€T) CPOKOB
XpaHeHUs, B TOM 4UCIE T10 KalpaM H o0y4JaronmmMcs. 00pazoBaBIINXCS B IeqaTeIbHOCTH IIKOJIbL,
B COOTBETCTBHH C YTBEPIKICHHBIM IPAYUKOM.

4.2. ObecrneuydBacT COXPAHHOCTh M BEICT YYET JOKYMCHTOB H GoHI0B, HAXOSMIUXCA HA
XpaHEHUH B apXUBE 0611e00pa30BaTEIbHON OpraHu3aluH.

4.3. TIpeacTaBIIsieT B TOCYapCTBCHHBIH (MyHHUMIIATBHBI) apXUB YICTHBIC CBEICHAA 00 oObeme
H cocTaBe XpaHAIIUXCs B apXuBe MIKONBI JOKYMCHTOB Apxusaoro (oHIa Poccuiickoi
@ezepanuy ¥ APYTHX ApXHBHBIX JOKYMEHTOB B COOTBETCTBHH ¢ TIOPAKOM rOCy/IapCcTBEHHOTO
yuera TOKYMEHTOB ApXuBHOro poHna Poccuiickoi Deneparuu.

4.4. CHCTEMATH3UPYET M Pa3sMELIAcT JAOKYMEHTBI, NOCTYNAOMHE HA XpaHeHHe B INKOIbHbIHA
apXuB, 00pPa30BaBIINECS B X0/1¢ OCYIIECTRICHUS JACATEALHOCTH OpraHU3aIlHH, OCYLLECTBIISIOMEH

00pa3oBaTeIbHYyIO JCATENLHOCTS.




4.5. PaspabGarsiaeT rpaduKi IpeACTaBICHUA omuceil Ha pacCMOTPEHHE 3KcnepTHo-nponepqu0}:1
KOMECCHH ¥ Iepejiadu JOKYMEHTOB APXHBHOTO dorna PO Ha XpaHCHHE B rocy1apCTBEHHBIM
(MyHHI[HIIATBHBIN) aPXUB.

4.6. OcylecTRISET NOATOTOBKY H IPEICTABIACT.

« Ha pacCMOTPEHHE M COIIACOBAHUC HKCTIEPTHOM KOMMCCHH IIKOJBI ONHCH Jen
[HOCTOSHHOTO XpaHEHHUsI, BpEMEHHBIX (CBBIIIE 10 sieT) CPOKOB XpaHEHHs, B TOM YHCIC
mo Kajapam H 06yqa10mﬂmcs1. a TAK)KE aKThl O BbLICIEHHHN K yHH‘ITO)KEHH}O apanHer
JIOKYMEHTOB, HE MOJUICKAIMX XPaHCHHIO. aKThbI 00 yTpare IOKYMEHTOB. aKThl O
HEHCIIPABHMBIX OBPEKICHUSIX aPXUBHbIX JIOKYMEHTOB,

e Ha YTBEpKICHHE SKCIEPTHO-TIPOBEPOUHON  KOMHCCHH YIIOJHOMOYEHHOIO Oprasa
HeTonHATE bHOH BIacTH cyObekTa Poccuitckoii denepannn B chepe apXHBHOI'O JIena
(nanee - DIIK apxuBHOIO YUPEIKICHHS) OMMCH JEJI IIOCTOSHHOTO XpaHEeHHS,

« Ha comiacoaue DIIK apXxuBHOTO YYPEIKICHHA cyonekta Poccniickoit ®enepaniu
(MyHI/ILIHIIaJ'IBHOI‘O apxmaa). B ciaydae HaJICJIICHHUA €ro COOTBGTCTB}'I-OIIIHMH
MOTHOMOUMSMH. OIMCH JIeJI 10 JIATHOMY COCTaBy,

o ma coriacopanue DIIK apXHBHOTO y4pexm/ACHHA cybonekTa Poccuiickoil @elepanuu
(MYHHIMIQJIGHOTO apXuBa), B Ciydae HaJelNeHUs €ro  COOTBETCTBYHOIUMH
IOJIHOMOYHSAMH, aKThI 00 yTpare JTOKYMEHTOB, aKThl O HEHCIIPABAMBIX [OBPEIKICHHAX
ale/IBHI:IX JOKYMEHTOB,

e Ha YTBEPXKACHHE IUPEKTOPY WIKOIBI OMUCH JCT [IOCTOSHHOTO XpaHEHHs, ONUCH
BpeMeHHBIX (cBbime 10 jeT) CpoKOB XpaHCHHUHA. B TOM yucie OMHCH JEN 0 KajapaM H
0GyualoNuUMesl, aKTBl O BBIICICHWH K YHHYTOMKCHHIO APXMBHBIX [JOKYMCHTOB, HE
O/UTEXKAIMX XPAHEHHIO, aKThl 00 yTpare JOKYMEHTOB, aKTBl O HEUCIIPABUMBIX
MOBPEKACHUSX APXUBHBIX JTOKYMECHTOB, YTBEPKICHHBIC (cornacosannsie) DK nmn
roCyJIapCTBEHHBIM apXHBOM cy6wrekra Poccuiickoii @eaepaniu (MyHHLIHIIATBHBIM
ApPXHBOM) B CITy4ae HaJEICHUS €ro COOTBETCTBYIOLIMMHU MOJTHOMOYHIMH.

4.7. Opranusyer rnepeiady JIOKYMCHTOB ApxuBHOro ¢onza Poccuiickoii @enepanuu Ha
OCTOSIHHOE XPaHEHHE B TOCY1apCTBEHHBbIH (MyHULMIIATEHBIH ) apXHB.

4.8. OprauusyeT U IMPOBOJUT KCIEPTH3Y LEHHOCTH JOKYMEHTOB BPEMEHHBIX (cBpime 10 JeT)
CPOKOB XpaHeHHs, HAXOISALIMXCA Ha XPaHEHWH B apXube MIKOJIBI B LIEJIAX 0TOOpa JOKYMEHTOB
Ul BKTIOYEHHS. B COCTaB ApxuBHOro (oHna Poccuiickoii @eneparmu. a TaKKe BBIIBICHHS
JIOKYMEHTOB, HE HOIeXKAIMKX JaTbHEHIIEMY XPAHCHHIO.

4.9, VYuactByer B pabore SKCIIEPTHOH  KOMHCCHH  OpTaHH3aIliu. OCYIIECTB/ISIONIEH
00pazoBaTeIbHYIO J1eSTENBHOCTD.

4.10. TIpoBOJMT MEPOIPHSATHS MO OOECIEHYCHUIO COXPAaHHOCTH JOKYMEHTOB, HaXOAIMXCS HA
XpaHeHWH B apXUBE OpPraHu3alliy, OCYIIECTRISIONIEH 00pa30BaTeNbHYIO ICATCILHOCTD.

4.11. Opranmsyer HHGOPMUPOBaHHE AJMHUHHCTPALMH H paGOTHHKOB IIKOIbI O COCTaBe H
CONepKaHWM IOKYMEHTOB apXWBa OpraHH3allid, ocylIecTRIsIONIeH  00pa30BaTE/IbHYIO
JEeATETBHOCTD.

4.12. udopMupyeT NOIbL30BATEICH 110 BONpocaM MeCTOHAXOKISHUI apXUBHBIX JOKYMEHTORB.
4.13. Opraru3yeT BbLIayy AOKYMEHTOB H Jel I paboThl B yUHTEIbCKOH MM BO BPEMEHHOC
IOJIE30BAHHUE.

4.14. Vcnonuger 3ampochl OpraHd3aliil U 3asBICHHS TI'PaX/aH 00 yCTaHOBJICHHH TPYIOBOTO
CTaXa U APYTHM BOTIPOCAM COIHMATLHO-IPABOBOTO XapakTepa. B YCTaHOBIICHHOM IOPSIIKE BbIIAcT
KOMUH JJOKYMEHTOB U apXHMBHBIE CIIPABKU.

4.15. Bejer y4eT HCNOIB30BaHHS JOKYMEHTOB apXHBa 06pazoBaTebHO OpraHu3aliy.

4.16. CosgaeT (POHI MOJIH30BAHHS APXHUBA IIKOJIbL H OPraHU3yeT ero HCIIOJIb30BAHHE.

4.17. OcyliecTBISET BEACHHUE CHPABOYHO-TIOMCKOBBIX CPEICTE K JOKYMEHTaM IIKOIBbHOTO
apxuBa. Co3/aer, NONOJIHACT U COBEPIICHCTBYET Hay4HO-CIPaBOYHBLH anmapar K XpaHAIMes B
apXxHBe jejlaM H JIOKYMECHTaM.

4.18. YuacTByeT B pa3paboTKe JOKYMEHTOB Opramu3altii, OCYIIECTRILIONIEH 00pa3oBaTEIBHYIO
JeSTENLHOCTD, TI0 BOTPOCAM apXHBHOTO JIENa B JIEI0MPOU3BO/ICTRA.




4.19. OxaspiBaeT METOAUYCCKYIO IOMOIIb:
« cayxbe JIENOIPOM3BOACTBA MIKOIbLL B  COCTaBJICHHH HOMEHKIaTypel  I€I,

dhopMHpOBaHHH ¥ OHOPMIICHHH JIEI. KOHTPOJIMPYET MPaBHIBHOCTE (opMupOBaHHs K
ohopMIICHHS JIEN B IEJIONPOU3BOICTEC:
+  CTPYKTYPHBIM M[OZPA3CICHUAM U paGoTHHKAM HIKOJEI B MOJTrOTOBKE JIOKYMEHTOB K
nepejaue B apXUB OpPraHu3alHHy. ocyuiecTBIsoEe# 00pa3oBaTEILHYIO JeATEIHHOCTD.
4.20. YuacTByeT B NpOBECIACHUH MeponpHsITHii 110 MOBBIIEHAIO KBATH(HKALAH PabOTHHKOB
apXuBa ¥ CITyKObl CTONPOU3BOJCTEA 06pazoBaTeNbHOM OpraHH3alH.

5. TIpaBa apxuBa

15 6bINOIHEHUA B0310HCEHHBIX sa0ay u QyHKYuil 1uyo, omeemcmeennoe 3a apxue, umeem npaso.
5.1. IlpencraBiasTe  JMPEKTOPY  OpraH3altii. ocymecTBisoIel  00pasoBATENBHYIO
JeATeNBHOCTh,  IPE/UIOKEHUs 110 COBEPLICHCTBOBAHMIO ~ OPraHM3allii  XpAHCHHA,
KOMIUIEKTOBAHHS, yJeTa i HCIOIb30BAHHs APXMBHBIX JIOKYMCHTOR B apXHBE MIKOJIEL

5.2. KOHTpoIHpOBaTh BBHIIOJIHECHHE YCTAHOBJICHHLIX npaui paboOTHI € JOKYMEHTAMH B
CTPYKTYPHRIX  TIOpa3e/ieHusX  OpraHu3alliH, ocymecTBasIOmel  00pa3oBaTEILHYIO
JIeATeTbHOCTD.

5.3. 3anpammBaTbh OT CTPYKTYPHBIX mojpasieNeHuid 1 pabOTHUKOB IIKOJIBI CBEACHHA,
HeOOXOMBIE JUTS PaGOTHI ApXHBA, ¢ YUETOM 00€CTeueH s BIIMOTHCHIA BCEX BO3JIOJKCHHBIX HA
apXxuB 3a71a4 ¥ QyHKIHHA.

5.4. JlaBaTh Pa3sbSCHEHMS W PEKOMCH/AIHH IO BOIPOCaM, BXOJAIMAM B KOMIIETEHIMIO apXuBa
OpraHM3aluy, OCYIIECTBIIAIOMEH 06pa30BaTeNbHYO JeATEILHOCTD.

5.5. WudopMupoBaTh CTPYKTYPHBIE IOJPA3ACTCHHA MKOIBI O HEOOXOAUMOCTH IIEpeaatin
JIOKYMEHTOB B apXHB B COOTBETCTBUM € YTBEPHK/ICHHBIM rpaguKoM.

5.6. llpuHuMaTh ydYacTHEe B 3aCCIaHHUIX 3KCTIEPTHOH KOMHUCCHH 061e00pa3oBaTeIbHON
OopraHg3aniHi, a TaKke B SKCTEPTHO-IIPOBEPOYHOH KOMHCCHU yIIOJITHOMOYCHHOI'O Oprana
HCIIOHATEIbHOM BIacTu cyosexra Poccuiickoi Mdenepanuu B cepe apXABHOTO JAea.

6. OTBeTCTBEHHOCTH 32 (PYHKIHOHHPOBAHHE APXHUBA
6.1 HaszHaueHHOe NPHKA30M JMPEKTOpa IIKOJIbI JHILO, OTBETCTBEHHOE 34 BeJICHHE apxHBa. Hecer
IePCOHANLHYI0 OTBETCTBEHHOCTD 3a:
. BHLITONHCHHWE BO3JIOXKEHHBIX Ha apxuB 3ajad H Gyakumii B COOTBETCTBUHM C
JEHCTBYIOIMM 3aKOHO/1aT¢.IbCTBOM Poccuiickoit @eneparii;
 opraHumzanuio paboThl apXHBA, CBOCBPEMEHHOC 1 KBATU(QUIMPOBAHHOE BBINOIHCHHC
MPUKA30B, DPACIOPSDKEHMH, NOPYYEHHH BBIMICCTOAIICIO PYKOBOZCTBA, JCHCTBYIOIIMX
HOPMATHUBHO-TIPABOBBIX AKTOB 1O CBOEMY MPOQHITIO JIEATEILHOCTH,
« pammonansHoe M 3((HEKTHBHOE HCIONB30BAHNC MaTepHalbHEIX, (UHAHCOBBIX H
KaJIPOBBIX PECYPCOB;
«  COCTOSHME TPY0BOM M HCIIOIHHTENBCKOH JUCIMILIAHBI B APXHBC. BBITIOJTHEHUE CBOHX
(yHKIHOHA/ILHBIX 00SM3aHHOCTEH;
o cOONIOZCEHHE TpaBHJI BHYTPEHHETO pacmopsiika. CAHUTAPHO-ITPOTUBOIITHIEMHICCKOTO
pesKiMa. TTPOTUBOTIOKAPHOH Oe30IaCHOCTH H TEXHUKH 0e30MacHOCTH:
e BeJieHHE JOKYMEHTalUH, TIpeIyCMOTPEHHON JICHCTBYIOIAMH HOPMAaTHBHO-11PABOBbIMH
JOKYMEHTAMH:
¢ OpeloCTARICHHE B YCTAHOBICHHOM TOPS/KE JIOCTOBEPHOH CTATHCTHYECKOH M MHOIH
MHPOPMALIUHU O JESTEIBHOCTH apXuBba;
e  OTOBHOCTH apXHBa K paboTe B yCIIOBUAX upe3BBMARHEIX CHTYaALHH.
6.2. OTBETCTBEHHBIC 33 BEJICHHE JENONPOU3BOICTEA, HOArOTOBKY H npe/CTaBIeHHe JOKYMCHTOB
ga XpaHeHWe B AapXHB, HA3HAYAIOTCA JAMPEKTOPOM OpraHu3auy, OCYIIECTBISIOLICH
00pa3oBaTeIbHYIO e TEILHOCTE.
6.3. KoHTpoms JeSTeNbHOCTH apXUBa OCYLIECTBIIACT UPEKTOP OpraHu3aLym, OCYIIECTBIISAIOMEH
00pa3oBaTeIbHYIO IeATETBHOCTD.




7. KoMmiieKToBaHue apXHBa

7 1. I1OArOTOBKA JOKYMEHTOB K Ilepejaue B apXHB 06pazoBaTeIbHOM OpraHu3alui BKJIFOYAET
JKCIIepTH3y HAay4HOH U IIPaKTHYECKOH IEHHOCTH JIOKYMEHTOB, oopmIIeHHE JEN, COCTABICHHC
OIHCH.

7.2. DKcHepTH3a IEHHOCTH JOKYMEHTOB.

7.2.1. Oxcnepmu3a yeHHOCMU OOKYMEHNO6 — onpeneeHie HEHHOCTH JTOKYMEHTOB ¢ LEIbI0
0TOOpa MX Ha XPAHCHHE H YCTAHOBIICHUE CPOKOB XpaHeHHs. JKCIepTH3y UCHHOCTH JIOKYMEHTOB B
06pa3oBaTeIbHON OPraHM3al|K OCYIIECTBIACT [IOCTOSHHO ACHCTBYIONMAs YKCIePTHAS KOMHCCHA.
7.2.2. Drcnepmudsi KOMUCCUS HA3HAYACTCS TIPUKA3OM JMpeKTopa Kokl B cocTas JKCIEepTHOM
KOMMCCHE BKJTIOHAIOT HE MEHEE TPEX COTPYAHHMKOB, B TOM HHCIC B 00s3aTeIbHOM [1OPS/IKE THILIO,
OTBETCTBEHHOC 3a BEJECHHE apXuBa INKONBL, H JIHPEKTOP MyHHITIAIBHOTO  apxusa (110
coracopanmo). CexperapeM DKCHEPTHOM KOMHUCCHH Ha3HAYaT CeKpeTapsd 06pa3()BaTem.H0iJI
opraEm3alyy. IKCIEPTHAsS KOMUCCHS Ha 3aCE/IaHMIX paccMaTpUBacT: HOMEHKTIATYPY Jel LIKOJIBL.
OMMCH e/ TIOCTOSTHHOTO XPaHEHHs | 10 JIMYHOMY COCTaBYy, aKThl Ha JIOKYMEHTBI, BBIICIACMBIC K
VHUYTOKEHHIO.

7.3. OdopmiieHHE €T

73.1. Jlena MOCTOSHHOIO XDAHCHHMs MOAIIMBAIOTCS B TBEPIYIO 00TOKKY CYPOBBIMH HHTKaMH.
JIMcTHl HyMEPYHOTCS B IIPABOM BCPXHEM YLy MPOCTBIM xapangamoM. KomudecTso JMCTOB B
KayKJIOM JIeJIe He JIOJDKHO NpeBBIIaTh 750. B KoHIE J€era Ha OTJIETBHOM JIACTE COCTaBIACTCA
3aBepHTE/IbHAs HAIIUCh.

73.2. Ha o00noxKe aen IOCTOSHHOTO XpaHCHHS JOJDKHLI ObITH TMPOCTABJICHBI CIICAYIOIIHE
PEeKBM3WTHL:  IIONHOE  HAUMCHOBAHHE BRINICCTOAIIEH ~ OpraHW3aldH,  HAWMCHOBAHHMC
00pa3oBaTeIbHON OpraHu3aldd, HOMED (uHjieke) Jena MO HOMEHKJIAType, 3arojoBoK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHHS M OTMETKA «XpaHHTh TOCTOSHHO», HOMEp (OHIIA, OIHUCH,
Jena.

7.3.3. Tlo OKOHUAHHHM JIEJONPON3BOICTBEHHOTO rojia B ohopmiIeHHEIe 00I0KKH JIeJT TTOCTOAHHOTO
XpaHeHHs ~ BHOCATCH HeoOXOoJuUMBIE ~ YTOYHEHHMs: B 3arOJIOBKH  JICIT. cozepkKalmx
pacropsMTeIbHbIE JOKYMEHTBI (mpukassl, IPOTOKOJIBI), BHOCSATCS HOMEpa: €CIH Jeno ¢
[IeperucKOl COCTOHT M3 HECKOILKHX TOMOB, B KakJI0M TOME YKa3bIBaeTCsl KOPPECIIOH/ICHT. aBTop.
TepPUTOpHS, APYrHe JaHHbe. B KaXI0M TOME yKazbiBaeTcs aara (4ucno, Mecsll. roj1) Hauajua u
OKOHYAHWS JAHHOTO TOMa. TOUHBIE [AaThl MPOCTABJIAIOTCS Ha o6oxKKax st OBICTPOTO MOMCKA
JIOKyMEHTOB B IIOCIC/IYIOMEM; H3 3aBEpHUTEIPHON HAIIHCH Ha O0OMKKY Jeila BBIHOCHTCH
KOJIMYECTBO JIUCTOB B JIETE.

73.4. Hagmacn Ha OOMOXKKax [el IOCTOSHHOrO H JIOJITOBPEMEHHOIO XpaHeHusl ClIeaycT
[IPOM3BOUTH YETKO, CBETOCTOMKHMH TSPHIJIAMH.

7.3.5. Jlia yuera KONMYECTBA JMCTOB B ACIC H dukcamun ocobeHHOCTEH WX HyMEpaudu Ha
OT/IeTLHOM JIHCTE COCTaB/ISIETCS 3aBEpUTENbHAS HAMIACD.

7.3.6. B 3aBepuTe/IbHON HAAIMICH YKa3bIBACTCS KOTHHYECTBO mucToB (mupaMu U TPOIHCEHIO) B
nelte. 3aBepHTE/bHAS HAIMCH TOIMCHIBACTCS COCTABUTCICM € yKa3aHHEM €ro JOJDKHOCTH H
JIaThl COCTABJICHUSL.

7.3.7. BayTpennssi OIIMChL COCTARIAETCS K JI€1aM [IOCTOSIHHOT'O ¥ JOJINOBPEMEHHOTO (CBBILIE 10
JIeT) cpoka XpaHeHHs, CHOPMHUPOBAHHBIM T10 Pa3sHOBUIHOCTAM JIOKYMEHTOB, 3ar0JI0BKH KOTOPbIX
He PAaCKPHIBAIOT KOHKPETHOE COMEPIKAHNE JOKYMEHTOB (0co60 IeHHBIE, JTHYHBIC JIC/a ! ap.).

7 4. Onncanue JOKYMEHTOR IOCTOSHHOIO CPOKA XPAHCHHA.

74.1. OnumcH COCTABISIIOTCA Pa3/i€lpbHO Ha G [OCTOSIHHOIO XpaHEeHHs 10 OCHOBHOIH
JeATEIFHOCTH 1 Ha JIEJA [10 THYHOMY COCTaBy.

7.4.2. OIHCH COCTABJISIIOTCA JICJIOTIPOH3BOUTEIIEM.

7 4.3. Omich BEAETCS B €IHHOM BAIOBOH HyMepalluy B TEUCHHE HECKOJIBKHUX JIET.

7 4.4. Ha nea ¢ MCTEKITMM CPOKOM XPaHEHHS COCTaBJISeTCH akT 00 YHUUTOKEHUH.

745 Tlo OKOHYAHHH JEJOMPOH3BOJCTBEHHOr0 rola B 00pa3oBareIbHOH OpraHH3alliy
MPOU3BOAMTCA 0TOOP AOKYMEHTOB MOCTOSHHOIO CpOKa XpaHeHHs JUIs BKJIOHEHWS HX B OTHCH.




Ommch COCTOMT W3 TOJOBBIX pAa3feNos, BHYTpH T0Ja jena pacroyaratorcs 1o CTCHeHH
3HAUMMOCTH ¢ YYETOM HOMMHAIBHOTO TMPHHIMIA (B COOTBETCTBHM C HOMCHKIIATypoii
061me0dpa3oBaTeIbHOM OpraHu3alyH). )
7.4.6. OmmcH COCTABISIOTCS PpasfeIbHO Ha Jenad [IOCTOSIHHOTO XpaHEHHsl N0 OCHOBHOH
JeATENBHOCTH | Ha JIENa [0 JIHYHOMY COCTaBY.

7.4.7. ONMUCH COCTABIIIOTCS CEKPETAPEM.

7.5. Jleia BPEMEHHOTO XPaHEeHHs 0(OPMIISIOTCS YIPOIICHHO: OHM HE MOALIMBAIOTCA, JIMCTHI B HAX
He HyMepyIOTCsl, YTOUHCHHE Ha OONOXKKAX HE HPOU3BOIHTCA, ONKMCH Ha JieJia HE COCTaBIIAIOTCA,
yueT BefieTcs 0 HOMEHK/IATYpe /e

8. YeioBHS XpaHeHHs IOKYMEHTOB ApXHBA
8.1. JIOKyMEHTEI apXxHBa XPaHATCH B ApXHBOXPAHHIIALIC 00m1e00pa3oBaTeIbHON OpraHu3auH.
8.2. He nomyckaeTcs pa3MelleH)e apXuBa B IO/(BAIbHBIX 1 yep/aYHBIX TTOMELICHUAX TIKOJIBL.
8.3. ApXHBOXPaHHJIUIIE JOIKHO GBITH YAQIEHO OT Na00paTOPHBIX, IIPOM3BOJICTBEHHBIX, OBITOBBIX
[OMEIICHHH ¥ HE HMETh ODIIMX ¢ HAMH BCHTHIAIHOHHBIX KaHaIOB. APXHBOXPAHIJIHIIE OTASTACTCS
OT COCE/IHUX IOMEINEHHI HECrOpaeMbIMU CTCHAMH M MEPEKPBITHAMHE C TIpeeTaMu OTHECTOMKOCTH
He MeHee [BYX 4YacoB. B apXHBOXpaHHIIHMIIE He JOMyCKacTCs IpoKIaKa TPYO BOJOCHAOKCHUS H
KaHa TM3alii, TCXHOJIOTHICCKHE wuid OBITOBBIE RBIBOJIEI BOJIBL.
8.4, ApxuBOXpaHMJHIIE JIODKHO HMETh ECTECTBEHHYIO HJIH HCKYCCTBCHHYIO BCHTHIIALIMIO,
00ecIIe HBAIOIIYIO PEITUPKYJISITHIO BO3yXa. cTaGUIbHOCTD TEMIIEpATypHO-BIKHOCTHOTO PEXUMA.
8.5. Bce mocrymarpoliHe B apxuB oOpazoBaTellbHOH OpraHu3aliy JOKyMCHTEI pazMeImarTcs B
apXHBOXPaHU/IHIIAX Ha cTarHOHapHbIX /WM NepelBHKHBIX MCTA/UIHICCKUX cTelaXKax, B
METAUTHYECKHX IKadax Wi KOHTeHHEpax.
8.6. CTe/UIaKH JIOJDKHBI OBITH YCTAHOBIEHBI IIEPIEH IUKY/ISIPHO CTCHAM € OKOHHBIMH [IpOEMaMH. a B
[IOMEILCHHH 0€3 OKOH - C yHeTOoM OCOGEHHOCTEH INOMEIICHHS U obopyaopanusd. He mo1ycKaeTCs
pa3sMCIICHHE creiaxell BILIOTHYIO K HapyKHBIM CTCHaM 31aHAs U K UICTOYHHUKAM TEILIdA.
8.7. PaccramoBka cTejiakedl M MKa(oOB OCYIICCTBIACTCA B COOTBETCTBUH _CO CJIENYIONMMH
TpeOOBAHUAMU:

*  PAcCTOSHUEC MEKIY pAldaMHu cTe/TaxKeH (TTaBHBIH MPOXO/) — HE MEHCE 120 cMm;

«  paccTosiHHE (IIPOXO) MEHKIY CTe/LTAXKaMHU — HE MeHee 75 cM:

*  paccTOsSHHE MEXIY HAPY)KHOMU CTEHOM 3/1aHHs ¥ CTCIUTANKAMH, napavielbHBIMU CTEHE — HE

MeHee 75 cM;
*  pAcCTOSHME MEXTY CTEHOH U TOPIIOM CTeIlIaxa Wi mxada (06x01) — He MeHee 45 CM;
*  paccTOSHME MEN1y MOJIOM H HIOKHeH MonKo# creuiaxa (mkada) — He MEHES 15 cM, B
OKOIBHBIX dTakaX — He MeHee 30 cM.
8.8. [IpoTuBOMOXKapHBI pexuM B 3HaHHAX, [AC pa3sMeINacTCsi apxuB I[KOIBL H B
apXWBOXPAHUITHINAX YCTaHABINBACTCA B cooTBercTBHH ¢ IIpaBriaMy IPOTHBOIIOXKAPHOIO PEKAMA B
Poccuiickoii @eaepamuy ot 16 cenrsa0ps 2020 roga Nel479.
8.9. ApXHBHBIC IOKYMCHTEI CJIEyeT XpaHuThb B TEMHOTE.
8.10. 3amuTa JOKYMEHTOB OT JCHCTBHS CBCTA obecreunBacTCs XpaHeHHeM JTOKYMEHTOB B KOpoOKax,
[amKax W IepervieTax. B kadax Wid Ha CTE/LIaxax 3aKpeItoro THIA.
8.11. EcTecTReHHOE OCBEIIeHHE B APXMBOXPAHMIHINE JOMYCKACTCs IIPH YCJIOBHH IPUMCHEHHS Ha
OKHAX CBeTopacceHBareleii, PeryJsropoB CBETOBOTO NMOTOKA (CHELMAIBHBIX CTEKOJ), 3alHMTHBIX
(GUIBTPOB M TIOKPBITHH, KO3,
8.12. JI/1a MCKYCCTBEHHOTO OCBELICHHUS MPHMEHSIOTCS JTAMIIBL HAKATMBAHKS B 3aKPHITHIX IUIaoHax ¢
[JIaJIKOH IOBEPXHOCTHIO.
8.13. B apxWBOXpaHHWIMIIE JUIS XpAaHCHHs JIOKYMEHTOB VCTAHABJIMBAIOTCS CIENYIONHE NapaMETPLI
TeMIIepaTyPHO-BIAKHOCTHOTO PEKHMA.
e ISl XpaHEHHS JOKYMEHTOB Ha OyMaKHOM HOCHTEIIC — temmeparypa 17-19°C. oTHOCHTE/IbHAA
BIAXKHOCTB Bo3ayXa — 50-55%.

8.14. TloMelneHHsI apXHBa OOpa30OBATENBHON OpPTraHU3AIMH IO/DKHLL cojlepiKarbes B YHCTOTE, B
YCIIOBHSIX, HCKITIOYAIONIMX BO3MOKHOCTD NOSIBJIEHHS TJICCEHH, HACEKOMBIX, TTBLTH.




9, 3aK/I0UATEIbHBIC MO I0KEHHS

9.1. HacTosmee ITI0JNOKEHHE SBISCTCA JIOKATHHBIM HOPMATMBHBIM aKTOM, [PHHHMACTCA Ha
OGmeM coopaHuil paOOTHUKOB IIKOJIBI H yrBepiKzaeTes (MO0 BBOXHTCS B neiicTBre) TIPUKA30M
JMPEKTOpPa OpraHu3aluH, ocymecTBsoNIeH 00pa3oBaTeIbyo JICATENBHOCTD.

9.2. Bee M3MEHEHHs H JIONOIHCHHA., BHOCHMBIC B pactosmee [lonoxenne, 0QopMILIOTC B
nucemenHoit  popMe B COOTBETCTBHH JeHCTBYIONMM  3aKOHOJIATEIBCTBOM Poccuiickoi
Menepalvy.

9.3. Ilomnoxenue 00 apxHuBe 061eo6pa3oBaTeIbHO  OpraHu3aluH npUHEMaeTCs  Ha
Heonpe/eeHHbli CpoK. VI3MeHeHus M JIOTIONHEHI K [TOJIOKEHHIO NPUHUMAKOTCS B TIOPSIKE,
IpeLycMOTPEHHOM 11.9.1. HACTOSIIErO [TonoxeHus.

9.4, Tlocne npunstas llogoxenus (WM M3MEHeHMil W JIOHMONHCHHH OTIENbHBIX ITYHKTOB H
pas/esioB) B HOBOM PeAKIHH PEIBUTYIIAs PEIAKIIA ABTOMATH4ECKH yTPadHBacT CHILY.



