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IHosio:kenune 00 apxuBe 001I€00PA30BATEIbHON OPraHN3aALMH
1. O01mue moJ10KeHUS

1.1. Hacrosiuee IlosoxeHnue 00 apxuBe MIKOJbI pa3paboTaHo B cooTBeTcTBUU ¢ [Ipukaszom
®enepanbHoro apxuBHoro areHTcTBa Ne 77 ot 31 uronst 2023 rona «O6 yrBepxkaenuu [pasun
OpraHM3ali XpaHEHUs, KOMIUIEKTOBAHHUS, yUETa U UCIIOJIb30BaHUs JOKYMEHTOB APXUBHOIO
¢donna Poccuiickoit denepanuu 1 Jpyrux apXUBHBIX JOKYMEHTOB B FOCYIapCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIPABJIEHUS U OPraHU3alUAX», Ha OcCHOBaHUM [IpuMepHOro nosjoxxeHus
00 apxMBe OpraHu3aluK, yTBEPKACHHOr0 Mprka3zoM denepanbHOro apXuBHOro areHTcTa Ne 42
ot 11 ampens 2018 roza, a Takke YCcTaBOM OpraHu3aIliy, OCYIIECTBIISIONICH 00pa30BaTeIbHYIO
JEATEIBHOCTD.

1.2. lannoe Ilonoxcenue 06 apxuse wikoivl OTPENENIAET COCTaB JOKYMEHTOB apXuBa
00111e00pa30BaTEIbHOM OpraHU3alluy U YCIOBUS UX XPaHEHUs, yCTaHABIMBAET 3a/1a4H,
Ha3zHaueHHe U (PYHKIUH IIKOJIEHOTO apX1Ba, PETJIAMEHTUPYET AeSATEIHOCTD JIUIIA,
OTBETCTBEHHOIO 3a BEJICHUE apXMBa B OPraHU3alluH, OCYILECTBIISAIOLIEH 00pa30BaTENIbHYIO
JeSITEIIbHOCTD.

1.3. B cBoeil aearenpHOCTH apXuB pykoBoacTByeTcst denepanbHbiM 3akoHOM Ne 125-D3 or
22.10.2004 «O6 apxuBHoM Jnene B Poccuiickoil @eaepanum» ¢ n3MeHEHUsIMU OT 28 nexadps
2022 roja, HOpMaTUBHBIMH ITPaBOBBIMHU akTamMu Poccuiickoii @eneparuu, cyobekTa
Poccuiickoit deneparuu B chepe apXUBHOTO Jieia U ACTONPOU3BOICTBA, IOKATbHBIMU
HOPMAaTHUBHBIMU aKTaMH 00111€00pa30BaTEIbHOM OpraHu3aIuy.

1.4. JIokyMeHTbI OpraHu3alyi, OCYIECTBISAIONIEH 00pa30BaTeNbHYIO AESITENbHOCTD, UMEIOLINE
HCTOPUYECKOE, KYJIbTYPHOE, HAYyUYHOE, COLIMAIBHOE, YdKOHOMUUYECKOE U MOJIMTUYECKOE 3HAUECHHE,
COCTABJISIIOT TOCYJapCTBEHHYIO YacTh ApxuBHOTo (ponna Poccuiickoii denepauiu, siBASIOTCS
COOCTBEHHOCTBIO TOCYIApCTBA U MOJUIEKAT OCTOSSHHOMY XPaHEHHIO B FOCY1apCTBEHHBIX
apxuBax Poccniickoit ®@enepanuu. Jlo nmepenadn Ha rocyAapCTBEHHOE XPaHEHUE TAHHBIC
JIOKYMEHTbI BpDEMEHHO XPaHATCs B 00111e00pa3oBaTeIbHON OpraHu3altu.

1.5. B mkone q1st XxpaHeHus JokyMeHToB ApxuBHoro gonaa Poccuiickoit denepanuu u
3aKOHYEHHBIX JIEJIOMPOU3BOJICTBOM JIOKYMEHTOB IPAKTUYECKOTI0 Ha3HAUEHMs, UX 0TOOpa, yJera,
MCIIOJIb30BaHUs U MOJTOTOBKH K Iepe/jaue Ha rocyAapCTBEHHOE XPaHEHHE CO3/1aeTCsl apXUB.
1.6. ApxuB cO3/1a€TCs KaK CaMOCTOSITENIbHOE MOAPA3/IEIICHUE, BO3IJIABIAEMOE JTUIIOM,
OTBETCTBEHHBIM 32 BE/ICHHE apXHBa COTJIACHO MPUKa3y JUPEKTOPA IIKOJIBI.

1.7. Opranu3zanusi, OCyIIeCTBIISIONAas 00pa3oBaTeIbHYIO 1EATEIIbHOCTh, 00ECIIeUnBaeT apXUB
HEOOXOUMBIM MTOMEIIEHUEM, 000PYJOBAaHUEM U KaJpPaMHU.

1.8. Obuieobpa3oBarenbHas OpraHu3alus 00eceunBaeT COXPaHHOCTb, YUET, 0TOOD,
yIOpsA0YEHHE U UCTIOJIB30BaHuE TOKYMEHTOB ApXxuBHOTO (hoHna Poccuiickoii @enepanui,
00pa3yronmxcs B ero aearenbHocTd. O0ecrneunBaeT CBOEBPEMEHHYIO Mepeady dTHX
JIOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHHE.

1.9. Bece paboThl, CBsI3aHHBIE ¢ IOJTOTOBKOM, TPAHCIIOPTUPOBKOM U Mepeaaueii apXuBHBIX
JIOKYMEHTOB, IPOU3BOJIATCS CHJIAMHU U 33 CUET IIKOJIBI.



1.10. 3a yrpaty u nopuy nqokymeHToB ApxuBHoro (ouaa Poccuiickoit deneparuu
JIOJDKHOCTHBIE JIMLA OpraHU3allii, OCYIIECTBIISIIONEH 00pa30BaTeNbHYIO 1€ATEIbHOCTh, HECYT
OTBETCTBEHHOCTb B COOTBETCTBUH C JIEUCTBYIOIIMM 3aKOHOJATEIbCTBOM.

1.11. IlIxonpHBIH apxuB paboTaeT cornacHo JaHHOMY [10105KeHHIO U TUTaHy, YTBEPKIAEMOMY
JUPEKTOpOoM 00111e00pa30BaTENbHON OPraHNu3allii, U OTYUTHIBACTCS MEPe]] HUM B CBOEH padoTe.
1.12. KoHTpoJIb NEATEIBHOCTH apXUBa OCYIIECTBIIET JUPEKTOP OpraHu3aliiy,
OCYILECTBIISIONICH 00pa30BaTENbHYIO A TEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa

| 2.1. B mKoabHbIN apX¥B MOCTYIAOT:
*3aKOHYEHHBIE JIeJIONPOU3BOACTBOM LIKOJIbI JOKYMEHThI IOCTOSIHHOTO XpaHEHHUS,
o0pa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX IOAPA3IEIEHUN, JOKYMEHTHI BDEMEHHOIO
(cBbime 10 ner) cpoka XxpaHeHHsI, HEOOXOAUMBIE B IPAKTUUECKOU JeSITeIbHOCTH, TIOKYMEHTBI 110
KaJpaM 1 00ydaromuMcs;
*TOKYMEHTBHI IIOCTOSIHHOT'O XPaHEHUs U 110 JMYHOMY COCTaBY OpraHU3aLUi -IIPEAILIECTBEHHUKOB,;
arYHbIe POHIBI BEAYIIUX PAOOTHUKOB OpPraHU3allH, OCYIIECTBISIONIEH 00pa3oBaTeIbHYIO
JESATEIIBHOCTD, IOCTYIIUBIINE B APXUB;
*cyxeOHbIe M BEJOMCTBEHHBIEC U3/IaHHS;
*CIIPaBOYHO-TIOMCKOBBIE CPEJCTBA K JJOKYMEHTAM M YUeTHbIE TJOKYMEHTbl ApXHBa OpraHu3alui,
OCYIIECTBIISIOLICH 00pa30BaTENBHYIO JESTEIHLHOCTD.
2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXUBe 00pa30BaTeIbHON OpraHu3alyy ONpeaestoTCs
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHON HOMEHKJIAType JIe.
3. 3apauu apxuBa

| 3.1. OCHOBHBIMY 3a7]a4aMH aPXUBA SIBJISIOTCS:
3.1.1. Opranu3zauus XpaHeHus1 JOKYMEHTOB, COCTaB KOTOPBIX MPEyCMOTPEH Pa3aeioM 2
Hacrosmero [lonoxxenust 00 apxuBe 001e00pa30BaTEIIbLHON OpraHNu3aIUH.

3.1.2. KommiekToBaHue apXxuBa JOKyMEHTaMH, 00pa30BaBIIMMUCS B JIESTEIbHOCTH
OpraHM3aly, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

3.1.3. Yuer, obecnieueHue COXpaHHOCTH, CO3JjaHNE HAYUYHO-CIIPABOYHOIO anmnapaTa
. 3.1.4. Ucnonp30BaHusi JOKYMEHTOB, HaXOJAIINXCS HA XPAaHEHUU B apXUBE IIKOJIBI.

3.1.5. I[lonroToBka n cCBOEBpeMeHHas nepeada J0KyMeHToB ApxuBHoro ¢ona Poccuiickoit
®denepalii Ha MOCTOSIHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHUIIUIIAIbHBIN) apXUB.

3.1.6. MeTtoanueckoe pyKOBOJCTBO M KOHTPOJIb 3a (popMUpOBaHUEM U O(POPMIIEHHEM JIEN B
JIEJIONPOU3BO/ICTBE IIKOJIbI M1 CBOEBPEMEHHOM Nepeauel ux B apXuB 00pa3oBaTeNbHON
OpraHH3alHy.

4. ®yHKIMHU apXMBa IKOJIbI

B cooTBeTcTBUM € BO3/I0KEHHBIMU 331a4aMU apXHUB OCYIIECTBIISIET CIEAYIOLINE (DYHKIIMU:

4.1. Opranusyer npueM J0KyMEHTOB IIOCTOSTHHOTO U BpeMeHHbIX (cBbIie 10 j1eT) cpokoB
XpaHEeHMs, B TOM YHUCIIE 110 KaJpaM U 00y4aromuMcsi, 00pa30BaBIINXCS B I€ATEIILHOCTH ILIKOJIBI,
B COOTBETCTBUH C YTBEPKICHHBIM TpaUKOM.

4.2. O6ecneunBaeT COXpaHHOCTb U BEJIET YU€T JIOKYMEHTOB U (POHIOB, HAXOAIINXCS Ha
XpaHEHUU B apXxuBe 00111e00pa30BaTeIbHON OpraHU3aIiHy.

4.3. [IpencraBnsieT B rocyJapCTBEHHBIN (MyHUIIUNIATbHBIN) apXUB YUeTHBIE CBeJIeHUS 00 00beme
Y COCTaBE€ XPaHSIIMXCS B apXUBE IMIKOJIBI JOKyMEHTOB ApxuBHOro (gonaa Poccuiickoit
®denepaniv U JpYTUX apXUBHBIX TOKYMEHTOB B COOTBETCTBUH C MOPSAKOM FOCYAapCTBEHHOTO
yuera J10KyMeHToB ApxuBHoro ¢onaa Poccuiickoit ®denepanuu.
4.4. CucremMaTU3upyeT U pa3MeIIaeT JOKYMEHTBI, OCTYNAlOIINe Ha XPAaHEHUE B IIKOJIBHBIN
apxuB, 00pa30BaBIIMECS B XOJI€ OCYILIECTBICHUS IEATEIbHOCTH OPraHnu3alllu,
OCYILECTBIISIONIEH 00pa30BaTENbHYIO JAESTEIbHOCTD.
4.5. Pa3pabarbiBaet rpadku MpeACTaBICHUS OMKICEH Ha PACCMOTPEHHE SKCIIEPTHO-
POBEPOYHON KOMHCCUU U Nepeaau TOKyMeHTOB ApxuBHoro ¢ponja PO Ha xpaHenue B
roCy/1apCTBEHHBIN (MYHUIIUTIAIBHBIN) apXUB.

| 4.6. OCVIIECTBIISIET ITOITOTOBKY U IIPEICTABIISET:




*Ha pacCCMOTPEHHUE U COIIACOBAHUE IKCIIEPTHOW KOMUCCUH IIKOJIBI ONUCHU €I IIOCTOSIHHOTO
XpaHEeHHUs, BpeMeHHbIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHHs, B TOM YHCIIE IO KaJpaM U
00y4aromuMcs, a TAK)K€ aKThl O BBIJICJICHUN K YHUUTOKEHUIO apXUBHBIX JOKYMEHTOB, HE
HOJUIeXKALMX XPAaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX ITOBPEXKICHUIX
apXUBHBIX JOKYMEHTOB;

*Ha yTBEpKACHUE 3KCIIEPTHO-IIPOBEPOYHOI KOMUCCHUU YIIOJTHOMOUYEHHOI'O OpraHa
UCTIOJTHUTEIILHOM BlIacTu cyOobekTa Poccuiickoit @eneparuu B cdepe apxXuBHOTO Jiena (aee -
OIIK apXUBHOIO yUpeXI€HHs) OIUCH JIe]1 IOCTOSIHHOTO XPaHEHHUS;

*na cornacoBanue JIIK apxuBHOTrO yupexaeHus cyobekra Poccuiickoit deneparuu

(MyHMLIMIIAJIBHOTO apXuBa), B CIydae Ha/IeJI€HUs €ro COOTBETCTBYIOIIMMU MTOJTHOMOYMSIMH,
OIMCH JIEJI 110 IMYHOMY COCTaBY;

*Ha cornacoBanue JIIK apxuBHOTrO yupexaeHus cyobekra Poccuiickoit denepanyn

(MyHUIIMIIAJIBHOTO apXM1Ba), B CIIy4ae HAJEJIEHUs €r0 COOTBETCTBYIOLIUMU IIOJTHOMOYMSIMH,
aKThl 00 yTpaTe JTOKYMEHTOB, aKThl O HEHCIIPABUMBIX MOBPEKACHUAX apXUBHBIX JOKYMEHTOB;
*Ha yTBEPkKACHHUE JUPEKTOPY IIKOJIbI OMMCH J€J TOCTOSHHOTO XPaHEHHU I, OIIMCH BPEMEHHBIX
(cBbime 10 1eT) cpokoB XpaHEHHUs, B TOM YHUCIIE OIUCH ]l IO KaJpaM U 00y4aroIuMCs, aKThl O
BBIJICIICHUH K YHHUTOKCHHUIO apXUBHBIX JJOKYMEHTOB, HE TOJIEKAIINX XPAaHEHHUIO, aKThI 00
yTpare JOKYMEHTOB, aKThl O HEUCIIPAaBUMBbIX TOBPEXICHUIX apXUBHBIX JTOKYMEHTOB,
yTBepxAeHHbIE (coraacoBanHble) DIIK mim rocyiapcTBeHHbIM apXUBOM cyobekTa Poccuiickoit
denepanuy (MyHULUIAIBHBIM aPXUBOM) B Cllyyae HaJeJICHUs €ro COOTBETCTBYIOLIMMU
MIOJIHOMOYUSIMHU.

4.7. Opranusyer nepenady 10KyMeHToB ApxuBHoro ¢onaa Poccuiickoit denepaunn Ha

MIOCTOSIHHOE XPaHEHUE B rOCYAapCTBEHHBIN (MyHULIMIIAIbHBIN) apXUB.

4.8. Opranusyer 1 MPOBOJUT 3KCIEPTU3Y LIEHHOCTH IOKyMEHTOB BpeMeHHbIX (cBbiiie 10 seT)

CPOKOB XpaHEHHsI, HAXOISIINXCS HA XPAHEHUH B apXUBE IIKOJIBI B IEJIAX 0TOOpa TOKyMEHTOB
JUIs BKIIIOYEHUs B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepanyu, a Takxke BbISIBICHUS
JIOKYMEHTOB, HE MTOJJISKAIUX JalbHEUIIEMY XPaHEHHUIO.

4.9. YyacTByeT B paboTe 3KCIEPTHOW KOMUCCUU OpPraHU3alliy, OCYIIECTBISIOIIEH
00pa3oBaTeNbHYIO JIEATEIBHOCTb.

4.10. IIpoBoaUT MEPONIPUATHS IO 0OECTIEUEHUIO COXPAHHOCTHU JIOKYMEHTOB, HaXOASAILINXCS Ha
XPaHEHUU B apXUBE OPraHU3allMU, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO JESTEIbHOCTD.

4.11. Opranuzyet nHGOPMHUPOBAHNE AIMUHUCTPALUU U PAOOTHUKOB IIKOJIBI O COCTABE U
COJIep’)KaHUU JOKYMEHTOB apXHBa OpraHU3allluy, OCYLIECTBIISIONIEH 00pa30BaTEIbHYIO
JESATEIBHOCTD.

4.12. Undopmupyet nosp30BarTesiel o BOnpocaM MECTOHAXO0XKACHUS apXUBHBIX TOKYMEHTOB.
4.13. Opranu3zyer Bbl1auy JJOKYMEHTOB U JIe] /Ui pa0OThl B YyUUTEIbCKON MIIM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VicrionHseT 3anpochl OpraHu3aliil U 3asBJICHUs TpakIaH 00 YyCTAaHOBJIEHUHU TPYIOBOTO
CTa)ka U IpyTUM BOIIPOCAM COI[MAIbHO-TIPABOBOI0 XapaKTepa, B YCTAHOBIEHHOM IOPSIJIKE
BBI/Ia€T KOIIMH TOKYMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Bener yueT Ucrionb30BaHUs TOKYMEHTOB apXuBa 00pa3oBaTeNbHOM OpraHU3aluy.

4.16. Co3naet GoHA MOJB30BaHUS apXUBa LIKOJIBI U OPraHU3yeT €ro UCIIOIb30BaHUE.

4.17. OcyiiecTBIIsIE€T BEIEHUE CIIPABOYHO-TIONCKOBBIX CPEJICTB K JJIOKYMEHTAM IIKOJIBHOTO
apxuBa. Co3faeT, MOMOJHSET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN annapaT K XpaHALIMMCS B
apxuBe JiejlaM U IOKyMEHTaM.

4.18. YuacTByeT B pa3pabOTKe JOKyMEHTOB OPraHU3aIlUH, OCYILECTBIISIONIEH 00pa30BaTEIbHYIO
JeSITENIbHOCTD, [10 BOIIPOCAM apXUBHOTO Jieja U JeIONpPON3BOCTBA.

4.19. Oka3bsIBaeT METOUYECKYIO IOMOIIb:

*cmy»0e J1e70Mpor3BO/ICTBA IIKOJIBI B COCTABIIEHUH HOMEHKJIATYpPHI 11, ((OPMUPOBAHUU U
oopmIIeHnH e, KOHTPOJIUPYET MPAaBUIBHOCTH (POPMHUPOBAHUS U O(OPMIICHUS JIeN B
JIEJIONPOU3BO/ICTBE;




*CTPYKTYPHBIM TOJIpa3AeICHUsIM U paOOTHUKAM IIKOJIBI B IIOATOTOBKE JIOKYMEHTOB K Iepeiade
B apXUB OpraHU3aIiH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

4.20. YyacTByeT B IPOBEACHUU MEPOIIPHUITUH 110 MOBBIIICHUIO KBATU(PHUKAIIMHA PAOOTHUKOB
apXuBa U CIIy>KOBI JIEJIONPOU3BOJICTBA 00pa30BaTEIbHON OpraHU3aI|H.

5. IIpaBa apxuBa

J171s BBIOSTHEHUS BO3JIOKEHHBIX 3a/1a4 U (PYHKIUHN JIMII0, OTBETCTBEHHOE 32 apXUB, UMEET
paBo:

5.1. [IpencraBusTh AUPEKTOPY OpPraHU3ALINHU, OCYILIECTBISAIONICH 00pa3oBaTeIbHYIO
NeATEIbHOCTD, MPEJIJIOKEHHUS 110 COBEPILIEHCTBOBAHUIO OpraHU3aIlMi XpaHEHUs,
KOMILIEKTOBAHMS, YU€Ta U UCIOJIb30BAHUS APXUBHBIX JIOKYMEHTOB B apXHBE IIKOJIBI.

5.2. KoHTpOrpoBaTh BHINOJIHEHNE YCTAHOBICHHBIX MTPABUII PabOTHI C TIOKYyMEHTAMH B
CTPYKTYPHBIX MOJIpa3ieNIeHUsIX OpraHu3allii, OCYIIECTBISIONIeH 00pa3oBaTeIbHYIO
JIeSATEIbHOCTD.

5.3. 3anpammBarh OT CTPYKTYPHBIX MOJpa3ieieHui U paOOTHUKOB IIKOJIbI CBEICHUS,
HE0OXOoUMBIC 11 pabOTHI apXUBa, C YIETOM 00ECIICUCHHs BBITIOJTHEHHSI BCEX BO3JI0KEHHBIX Ha
apXxuB 3aJa4 U QYHKIUH.

5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHIAIIMH 10 BOIIPOCAM, BXOSIIIUM B KOMIIETCHIIHIO apXHBa
OpraHH3aIH, OCYIIECTBIIAIONMIEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.5. MaopmupoBaTh CTPYKTYPHBIE TIOPA3ACTCHUS IIIKOJIBI O HEOOXOAUMOCTH IepeIadn
JIOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKJACHHBIM rpapuKoOM.

5.6. IlpyHuMaTh yyacTue B 3aCE€IaHUsIX SKCIIEPTHON KOMUCCHUU 00111€00pa30BaTeIbHON
OpraHu3aly, a TAKXXe B SKCIIEPTHO-IIPOBEPOUYHON KOMUCCUHU YIIOJTHOMOUYEHHOI'O OpraHa
UCTIOJTHUTEIILHOM BiIacTh cyObekTa Poccuiickoit deneparinu B cdepe apXUBHOTO JIena.

6. OTBeTCTBEHHOCTH 32 QyYHKUMOHUPOBAHUE APXUBA

6.1. HasHaueHHOE MPUKA30M JIUPEKTOPA IIKOJIBI JIWII0, OTBETCTBEHHOE 32 BEJICHUE apXHBa, HECET

INSCPCOHAJIBHYIO OTBETCTBCHHOCTDH 34a.

*BBIITOJIHCHNE BO3JIOKCHHBIX Ha apXUB 33J1a4 U (PYHKIIUH B COOTBETCTBHH C JCHCTBYIONITUM
3aKoHOJaTeabCTBOM Poccuiickoit denepannu;

*opraiu3zaiuio padoThl apXHBa, CBOEBPEMEHHOE U KBATU(UIIMPOBAHHOE BHIMIOJHEHNE TPUKA30B,
pacnopsKEHUM, MOPYYEHUH BBIIIECTOAILETO PYKOBOACTBA, IEUCTBYIOIINX HOPMATHUBHO-
MPaBOBBIX aKTOB MO CBOEMY MPODUIIIO 1eITEIbHOCTH;

*parnmonansHOe U AP (HEKTUBHOE HCIOIb30BaHHE MAaTEPUATBHBIX, (PMHAHCOBBIX U KaJPOBBIX
pecypcos;

*COCTOSIHME TPYAOBOM M MCIIOHUTEIHCKOW TUCIIUIIMHBI B apXUBE, BHITIOJTHEHHE CBOUX
(GYHKIIMOHAJIBHBIX 0053aHHOCTEH;

*co0uroIeHre IPaBUIl BHYTPEHHETO pacHopsiKa, CAHUTAPHO-TIPOTUBOAMHIEMUYECKOTO PEKUMA,
MIPOTUBOIIOXKAPHOM 0€30MTaCHOCTH U TEXHUKHU 0€30TacHOCTH;

*Be/leHre JOKYMEHTAIINH, TPEeTIyCMOTPEHHOH JeHCTBYIOIIMMHA HOPMAaTHBHO-TIPABOBBIMH
JIOKYMEHTaMU;

*NnpeaocTaBIeHUE B YCTAHOBICHHOM MOPSIKE JOCTOBEPHOUN CTATUCTHUECKONH U MHON
uH(OpMaIUK 0 IeITeTbHOCTH apXH1Ba,

*TOTOBHOCTH apXHBa K pab0oTe B YCIOBHSIX YPE3BBIYANHBIX CUTYAIIHA.

6.2. OTBETCTBEHHBIE 32 BEACHUE JIETONPOU3BOJICTBA, MOJATOTOBKY M MPEACTaBICHUE IOKYMEHTOB
Ha XpaHEHHE B ApXUB, HA3HAYAIOTCS TUPEKTOPOM OPTaHM3aLMHU, OCYIIECTBISIONMICH
00pa3oBaTeNbHYIO IEATEIBHOCTb.

6.3. KOHTpOJb AeSATENBHOCTH apXUBa OCYLIECTBISET AUPEKTOP OpraHU3aIliH,
OCYIIECTBIISIOIIEH 00pa30BaTeIbHYIO JEATENbHOCTD.

7. KomnekToBanue apxuBa

7.1. IlonroToBKa JOKYMEHTOB K TIepe/iaue B apXUB 00pa30BaTEIbHON OPraHU3allii BKIIOYAET
IKCIIEPTU3Y HAYYHOU U MPAKTHUUECKOH IIEHHOCTH IOKYMEHTOB, O(hopMIIeHHE /IeTI, COCTaBIICHUE
OTIUCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.




7.2.1. Dxcnepmusa yennocmu OOKyMeHmMo8 — ONpeIeICHHE IIEHHOCTU JOKYMEHTOB C EJIbI0
0TOOpa NX Ha XPAHEHHUE U YCTAHOBJIEHUE CPOKOB XpaHEHUs. DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB
B 00pa30BaTeNbHON OpPraHu3ally OCYIIECTBISET IOCTOSIHHO AEHCTBYIOIIAs SKCIIEPTHAs
KOMHMCCHS.

7.2.2. Dxcnepmuas komuccus Ha3HA4aeTCs MPUKA30M JUPEKTOpa IIKOJbL. B cocTas
OKCIEepTHOM KOMHCCHU BKJIIOYAIOT HE MEHEE TPeX COTPYJHHUKOB, B TOM UHUCIIE B 00513aTEIbHOM
HOPSJIKE JIMII0, OTBETCTBEHHOE 32 BEJICHUE apXMBa LIKOJIbI, U JUPEKTOP MYHULIUIIAIBHOTO
apxuBa (110 coryiacoBanuto). Cekperapem DKCIEPTHONH KOMUCCUM Ha3HAYAIOT CEKpeTapsi
00pa30BaTebHOM OpraHu3anuu. JKCIIepTHAsi KOMUCCHUS Ha 3aCElaHusX paccMaTpHUBaeT:
HOMEHKJIATypy JeJ1 IKOJIbI, OIIUCHU /1€ TOCTOSIHHOTO XPaHEHUs U 110 JINYHOMY COCTaBY, aKThl HA
JIOKYMEHTBI, BbIIETSIEMBIE K YHUUTOKEHUIO.

7.3. Ogpopmnenue oen 7.3.1. Jlena noCTOSTHHOTO XpaHEHUS MOAIIMBAIOTCS B TBEPYIO 00JIOKKY
CYpPOBBIMU HUTKaMU. JINCTBI HyMEPYIOTCS B IIPaBOM BEPXHEM YIUIY IPOCTHIM KapaHalIOM.
KonnuecTBo IMCTOB B KaXA0M JieJie HEe TOKHO IpeBbiaTh 250. B KoHIIe 1eiia Ha OTIeTbHOM
JIUCTE COCTABJISIETCS 3aBEPUTENIbHASL HAINCh.

7.3.2. Ha 0610%Ke /171 TOCTOSIHHOT'O XPAHEHUS! IOJDKHBI OBbITh IPOCTABIIEHBI CIIEAYIOLIHE
PEKBU3UTHIL: [TOJIHOE HAUMEHOBAHHE BBIIIECTOSIIEH OpraHu3aluy, HAUMEHOBaHUE
00pa3oBaTeNbHON OpraHu3aly, HoMep (MHIEKC) Jella 10 HOMEHKIIAType, 3aroj0BOK J1eNa,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WK OTMETKA «XPaHUTh IIOCTOSIHHO», HOMEP (POH[Ia, OIUCH,
Jena.

7.3.3. I1o oxOHYaHHU ETOMPOU3BOICTBEHHOTO Tr0J1a B 0(OPMIICHHBIE O0JIOKKH JETT
HOCTOSIHHOT'O XPaHEHUs BHOCATCSI HEOOXOJMMbIE YTOUHEHUS: B 3ar0JIOBKH JIEJ1, COAEPIKAILINX
pacnopsAUTENbHbIE JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIBI), BHOCATCS HOMEPA; €CIIU JEJIO0 C
HEPEenUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B K&JKJIOM TOME YKa3bIBaeTCsl KOPPECIIOH/IEHT,
aBTOp, TEPPUTOPHUSL, IpyTUe AaHHbIE. B kax10M ToMe yka3pIBaeTcs Aata (4Mciio, Mecs, roj)
Hayaja ¥ OKOHYAHUs JaHHOTO ToMa. ToYHbIe JaThl IPOCTABIIAIOTCSA HAa 00JI0KKaX JJ1s1 OBICTPOro
MIOWCKA JJOKYMEHTOB B MOCJIEIYIONIEM; U3 3aBEPUTEIHHON HAITUCH HA O0JIOKKY JIeJia BRBIHOCUTCS
KOJINYECTBO JIMCTOB B JIEJIE.

7.3.4. Hannucu Ha 06J105KKax JieJ1 TOCTOSTHHOTO U A0JTOBPEMEHHOTO XpaHEHUsI CIIEAYET
IIPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

7.3.5. Jlns ydera Koiau4ecTBa JIMCTOB B Jieie U (pUKcaIi 0COOEHHOCTEN UX HyMepaluy Ha
OTJICJIbHOM JIUCTE COCTABIISETCS 3aBEPUTENbHAS HAITHUCh.

7.3.6. B 3aBepuTENbHOI HAAMUCH YKa3bIBA€TCS KOJIMUYECTBO JUCTOB (LI paMu U IPONUCHIO) B
Jiene. 3aBepuTeNbHAs HAAIUCh TOANMCHIBAETCSI COCTABUTENIEM C YKa3aHUEM €r0 JOJIKHOCTH U
JIaThl COCTABJICHUSI.

7.3.7. BHyTpeHHss ONUCh COCTABISAETCS K JieflaM MOCTOSHHOTO M IOJATOBpeMeHHOro (cBbime 10
JIET) CPOKa XpaHEHUs, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKA KOTOPBIX
HE PacKpbIBalOT KOHKPETHOE COJIEpKAHUE TOKYMEHTOB (0c000 LIEHHbIE, TUYHBIE JIeNa U JIp.).
7.4. Onucanue 00KymeHmog noCmoAHHO20 CPOKA XPAHEHUA
7.4.1. Onxcu coCcTaBISAIOTCA Pa3feiIbHO Ha JI€J1a IOCTOSIHHOTO XPaHEHUs 10 OCHOBHOM
JeSTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.2. OnycH cOCTaBISAIOTCS AEIOIPOU3BOJUTENIEM.

7.4.3. Onucek BeAeTcs B €AMHONW BAJIOBOM HyMEPALMM B TEUEHHE HECKOJIBKHUX JIET.

7.4.4. Ha niena ¢ MCTEKIIMM CPOKOM XPAaHEHHUS COCTABIISETCS aKT 00 YHUUTOKEHUH.

7.4.5. Tlo okOHYaHUU J1€JO0MPOU3BOJICTBEHHOTO rojia B 00pa30BaTeIbHON OpraHu3aluu
MPOU3BOIUTCS OTOOP TOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHUS /sl BKIIFOUEHHS UX B OIHUCh.
Onuck COCTOUT U3 FOJIOBBIX Pa3JIeoB, BHYTPH rojia Jiejia pacioyiaratoTcs Mo CTENeHH
3HAYUMOCTH € YYETOM HOMHHAJIBHOTO NPUHIMUIA (B COOTBETCTBUU C HOMEHKJIATYPO
00pa3oBaTeNbHON OpraHu3alun).

7.4.6. OnyicH cOCTaBIIAIOTCS Pa3JesIbHO Ha JIENIa TOCTOSSHHOTO XPAHEHUS [0 OCHOBHOM
JEeSTeIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.7. OnicH COCTABIISAIOTCS CEKPETAPEM.



7.5. /lena epemenrozo xparenus o(pOpMIISIIOTCS YIPOILCHHO: OHU HE TIOIINBAIOTCSI, JIUCTHI B
HUX HE HyMEPYIOTCs, YTOUHEHHUE Ha 00JI0KKaX HE IPOM3BOIUTCS, ONMCH Ha JIeja He
COCTaBJISIIOTCS, YUET BEIETCS 10 HOMEHKJIATYpe JEIl.

8. Ycii0Busl XpaHeHHU TOKYMEHTOB ApXHUBa IIKOJIbI

8.1. JIOKyMEHTBI apX1Ba XPaHATCS B apXUBOXPAHMIIUIIE 001Ie00pa30BaTeILHON OpraHu3aIliy.
8.2. He nonmyckaercsi pa3MellleHUe apXuBa B OABAJIbHBIX U YE€PJaYHbIX TOMEIEHHUX HIKOJIbI.
8.3. ApXMBOXpaHHIIHUIIE TO0JDKHO OBITh yIAJIEHO OT Ja00paTOPHBIX, IPOU3BOACTBEHHBIX,
OBITOBBIX IIOMEIIEHUH U HE UMETh OOLIMX C HUMHU BEHTHWJIALIMOHHBIX KaHAJIOB.
ApXMBOXpaHWIMILE OTIENIAETCSA OT COCEIHUX TOMEIIEHUH HECTOPAEMBIMU CTEHAMU U
HEPEKPBITUAMH C IpeieJlaMi OTHECTOMKOCTH HEe MEHee ABYX 4acoB. B apxuBoxpaHummiie He
JIOITyCKAETCs MPOKJIAAKa TPYO BOJAOCHAOKEHNUS M KaHATH3AIUU, TEXHOJIOTUYECKHUE TN OBITOBBIC
BBIBO/IbI BOJIbI.

8.4. ApXMBOXpaHWIMILE I0JPKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO BEHTUJISALUIO,
00ecreynBaroIyl0 PEeLUPKYIIALUI0 BO31yXa, CTAOUIBHOCTh TEMIIEPATYPHO-BIAXKHOCTHOT'O
pexHMa.

8.5. Bce mocrynaromue B apxuB 00pa3oBaTebHON OpraHU3aliy JOKYMEHThI pa3MelatoTcs B
ApPXMBOXPAHWIUIIAX HA CTAlMOHAPHBIX M/ MEPEIBIKHBIX METANTHIECKUX CTEIIaXKaX, B
METAJUINYECKUX IIKadax Wik KOHTeHHepax.

8.6. Cresutaku 10JKHBI OBITh YCTaHOBJIEHBI EPIIEHANKYISPHO CTEHAM C OKOHHBIMHU IIPOEMaMH,
a B IOMELIEHUU 0€3 OKOH - C yueTOM 0cOOEHHOCTeH moMenieHus u obopynoBanus. He
JIOTTYCKAeTCs pa3MeIleHUE CTeUIaXKel BIUIOTHYIO K HAPYKHBIM CTE€HAM 37aHHs U K UICTOYHUKAM
Teria
. 8.7. PaccraHoBKa cTeiakeil ¥ mKagoB OCYIIECTBIISETCSI B COOTBETCTBUU CO CIEAYIOIUMU
TpeOOBaHUSIMU:

*paccTosiHUE MEXy psAaMu cTesuiaxeil (I1aBHbIM npoxoxa) — He MeHee 120 cm;
*paccrosiHue (IPOX0J) MEXy CTeJUlaXkaMH — He MeHee 75 cM;

*paccTosiHUE MEX/ly HApY>KHOM CTEHOM 34aHUs U CTeJIakaMu, apajlyieIbHBIMU CTEHE — HE
MeHee 75 cMm;

*paccTosiHUE MEXJly CTEHOH M TOPLIOM cTejulaxa uiu mkada (06xon) — He MeHee 45 cM;
*paccTosiHMEe MeXIy MO0JIOM M HUKHEH MOJIKOH creaxa (mkaga) — He MeHee 15 cMm, B
OKOJBHBIX dTaxkax — He MeHee 30 cM.

8.8. [IpoTuBONOXKApHBIN PEXUM B 3AAHUSIX, TE PA3MEIACTCS apXUB LIKOJIbI, U B
apXMBOXpPAaHWINIIAX YCTaHABIMBAETCS B COOTBETCTBHH ¢ [IpaBuiiaMu IpOTUBONOXKAPHOTO
pexxuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 rona Nel479.

8.9. ApXUBHBIE TOKYMEHTHI CIIEJIyeT XpaHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JIEHCTBHS CBETa 00ECIIEUNBACTCS XPaHEHUEM JIOKYMEHTOB B
KOpoOKax, Mankax | rnepersierax, B mkadax Wil Ha CTeJJIaKax 3aKphITOro THUIIA.

8.11. EcrecTBEHHOE OCBEIIEHNE B aPXUBOXPAHWINILIE TOMYCKAETCS IPU YCIOBUU IPUMEHEHUS
Ha OKHax CBeTopacceuBaTeliel, perysiTOpoB CBETOBOTO MOTOKA (CIEeUaIbHBIX CTEKOM),
3aLIUTHBIX QUIBTPOB U MOKPHITUH, JKATIO3H.

8.12. JIns UICKyCCTBEHHOT'O OCBEILIEHUS PUMEHSIOTCS JIaMIIbl HAaKaIMBaHUS B 3aKPBITHIX
iaoHax ¢ IJaJAKONH MOBEPXHOCTBIO.

8.13. B apXuBOXpaHWIHIIE JUIs XPAHCHHUS JIOKYMEHTOB YCTAaHABINBAIOTCS CIC/IYIOIINE
IapaMeTpbl TEMIIEPATYPHO-BIAKHOCTHOI'O PEeKHUMA:

* 7151 XpaHeHHsI IOKYMEHTOB Ha OyMa)kHOM HocuTene — temneparypa 17-19°C, oTHocutenbHast
BIIQXKHOCTH Bo3ayxa — 50-55%.

8.14. ITomemneHust apxuBa 00pa30BaTEIHLHON OPraHU3aIlUN JOJDKHBI COJIEPIKATHCS B YHCTOTE, B
YCIIOBUSX, HCKIIIOUAIOLINX BO3MOKHOCTbD MOSIBJIEHUS IJIECEHU, HACEKOMBIX, ITBUIH.

9. 3ak/II0YUTEIbHbIE MOJT0KEHHU S
9.1. Hacrosiiee [lonosxenue 06 apxuBe SBISETCS JOKaTbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMaercs Ha OOuiemM codpannuu paOOTHHUKOB LIKOJIBI M yTBepxkKAaeTcs (100 BBOIUTCS B
JeiicTBUE) MPHUKa30M AUPEKTOpa 0011eo0pa3zoBaTeIbHON OpraHu3aluy.




9.2. Bce u3MeHeHus 1 AOTOJIHEHUS, BHOCUMEBIE B HacTosiee [lonoxkenue, opopmistoTes B
MMCbMEHHOU (popMe B COOTBETCTBUH JACHCTBYIOIIMM 3aKOHOATEIHCTBOM Poccuiickoit
®denepauuu.

9.3. ITonoxenue 06 apxuBe 001IE00pPa30BATEIHLHOM OpraHU3auy IPUHUMAETCS Ha
HEOIlpeeTeHHbI CpoK. I3MeHenus u nononHeHus K [1010KeHI0 IpUHUMAKOTCS B TOPSIKE,
npeaycMoTpeHHoM 11.9.1. Hactosiero [lonoxenus.

9.4. Ilocne npunstus [lonoxenus (Wi U3MEHEHUN U JJOTIOJTHEHUN OT/IETBHBIX TYHKTOB U
pa3ziesioB) B HOBOM peaKuy Ipeablaylas peJakiiis aBTOMaTHYECKH yTPauuBaeT CUILY.
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