YTBEPKJAKO:

IIPHHATO Jupgkrop MKOY «mmiazus Ne3»
Ha O61eM co0paHHu pabOTHHKOB H@ly— Tasuena JLA.

MKOVY «['umuazusg Ne 3»
TTporokon Nel ot.31.08.23z.
[Ipencenarens: 4%  ['asuesa JI.A.

«3.1» aszyem 2023r. Tp.Ne 515

IMOJIOXKEHHUE 06 apxuse
MKOY «I'mmuasun Ne3» r.Xacasiopr

1. O0mme mosIoKeHHA

1.1. Hacroamee Ilonoxenune paspabotraHo Ha ocHOBaHUM [TpUMEPHOro MONOKEeHUs 06 apXuBe
OpraHH3alAY, YTBEPKASHHOro NprKasoM deaepaibHoro apxuBHOTO arenTcTBa Ne 42 or 11
anpena 2018 roma, B cootBeTcTBUE ¢ [IprkazoM Munkynerypst Poccun ot 31.03.2015 Ne 526 "06
YTBEP)KIEHHH TIPaBHJI OPTaHN3ALMH XPAHEHN ], KOMIUIEKTOBAHUSI, YY4€Ta H HCIIOIB30BAHA
nokymMeHTOB ApxuBrOro ¢ponga Poccniickoii @enepaiinu H APYrux apXUBHBIX JOKYMEHTOB B
OpraHax rocyZapcTBEHHOI BJIACTH, OpraHaX MECTHOTO CAMOYNPABNEHUSI H OpraHu3auuix”,
YcraBoM o6mieoGpa3oBaTeNnbHOM OpraHH3anuH.

1.2. Hannoe IlonoxeHne onpeenseT coCTaB JOKYMEHTOB apXHBa 0011e00pa30oBaTeIbHOM
OpraHU3alHH H YCIIOBHS MX XpaHEeHU, YCTaHABJINBAeT 3aJa4H, Ha3HaYeHHe U GYHKINH
LIKOJIBHOI'O apXHBa, PErIaMEeHTHPYeT NeATe/IbHOCTh THLIA, OTBETCTBEHHOIO 32 BEAEHHE apXUBa B
OpraHu3aliH, OCYLIECTBISIOmEH 00pa3oBaTENbHYIO AeITEIBHOCTE.

1.3. B cBoeii JeaTenbHOCTH apXHaB pyKoBoAcTBYeTca DeaepanbHbM 3akonom Ne 125-03 or
22.10.2004 «O6 apxupHOM aene B Poceniickoit Penepannu» ¢ M3MEHEHHAMHE Ha 14 miond 2022
rojia, HOpMaTHBHBIMH NMpaBOBLIMH akTaMu Poccuiickoit @enepanmn, cydbexra Poconiickoii
Qepepaunn B cepe apXUBHOTO AeNa U ASNONPOU3BOACTEA, JIOKANBHBIMH HOPMAaTHBHEIMH aKTaMU
001meobpazopaTeNbHOM OpraHu3aLuH, »

1.4. JokyMeHTHI OpraHU3al|H, OCYIIECTBIAONICH 00pa3oBaTeNbHYIO AeITENLHOCTD, HMEIOLIHE
HCTOPUYECKOE, KYIETYPHOE, HayYHOe, COLHANBbHOE, SKOHOMHYECKOE ¥ HOJINTHYECKOE 3HAUCHHE,
COCTABJIMIOT IOCYIaPCTBEHHYIO YacTh ApxusHoro ponaa Poccuiickoit depepauun, ABIAIOTCS
COBCTBEHHOCTBIO TOCYAAPCTBA U MOAJIEKAT NOCTOSHHOMY XPAHEHHUIO B FOCYAAPCTBCHHBIX
apxupax Poccniickoli ®eaepanuu. o nepenauu Ha rocyAapcTBEHHOE XPaHEHHE IAHHEIE
JIOKYMEHTBI BpEMEHHO XpaHATcs B 001e00pasoBaTenbHON OpraHU3alug.

1.5. B mikone mis xpanenus oKyMeHTOB ApxuBHoro donpa Poccuiicko#t Genepanun u
3aKOHYCHHBIX JETONPOA3BOACTBOM JOKYMEHTOB MIPaKTHUECKOT0 Ha3HAYEHHs, X 0TOOpa, y4eTa,
HFCIIOJIE30BaHMS U OATOTOBKH K Nepefiade Ha roCyapCTBEHHOE XpaHEHAE CO3AAETCS apXUB,

1.6. ApXHB cO3JaeTCq KaK CAMOCTOATENBHOE NOAPa3Ie/ICHHE, BO3TIABIIEMOE JIHIIOM,
OTBETCTBCHHEIM 34 BEJCHHE apXHBa COTNIACHO IIPHKA3y AUPEKTOpa ILKOJbL.

1.7. Opraausanus, ocyeCTBIAIOUAR 00pa30BaTENBHYIO ASATEIBHOCT, 00SCTICUHBACT apXUB
HEe0GXOMHUMBIM NOMEILEHHEM, 00OPYAOBaHHEM B KaJpaMH.

1.8. O6meoSpasoBaTenbHas OpraHM3alusa 0GeCTIeYHBACT COXPAHHOCTD, YYeT, 0TGP,
YIIOPAAOYCHUE H UCTIONB30BAHHE JOKYMEHTOB ApxusHoro ¢oHAa Poccuiickoit Oeaepanun,
oGpasyromuxcd B €ro AeaTenbHocTH. OGeceunBaeT CBOSBPEMeHHYIO Tiepejaqy 3THX JOKYMEHTOB
Ha rocy JapCTBEHHOE XpaHEHHE.

1.9. Bee paboThl, CBA3aHHBIE ¢ TOANOTOBKOM, TPAHCIIOPTHPOBKOU H Mepenayelt apXHBHBIX
JOKYMEHTOB, IPOH3BOAATCA CHIIAMH H 32 CYET MIKOJEL.

1.10. 3a yTpaty u nopuy ZOKyMeHTOB ApXuBHOTO poHma Poccuiickoil deaepannu J0DKHOCTHBIE



JMIA OPTaHU3aIMH1, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO IESTEIBHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBHH C JICHCTBYIOLINM 3aKOHOIATEILCTBOM.

1.11. IlIkonbHBIH apXuB pabOTaET COTIACHO IUIAHY, YTBEPKAAEMOMY AUPEKTOPOM
00111e00pa30BaTEIbHON OpraHNU3alui, U OTYUTHIBACTCS MEpe]l HUM B CBOEH padoTe.

1.12. KoHTpOJb NeSTENFHOCTH apXHBa OCYIIECTBIISICT AUPEKTOP OPTaHU3AINH, OCYIIECTBIISIOIICH
00pa3oBaTesbHYIO JeATEIbHOCTD.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B mIKONbHBIN apXUB MOCTYIAIOT:

*  3aKOHYEHHBIE JIEJIONPOU3BOACTBOM IIKOJIbI JOKYMEHTHI [IOCTOSIHHOTO XpaHEHMS],
00pa30BaBIIMECS B IEATEILHOCTU CTPYKTYPHBIX MOJIPA3/A€ICHUMN, TOKYMEHTbI
BpemeHHoro (cBbime 10 51eT) cpoka XxpaHeHus, HeOOXOAUMBIE B IPAKTUYECKOM
NesITeIbHOCTH, JOKYMEHTHI IO KaJpaM 1 00ydJaronumMces;

*  JIOKyMEHTbI IOCTOSSHHOT'O XpaHEHUs U 10 IMYHOMY COCTaBYy OpraHU3aluii-
IPEIIECTBEHHUKOB,;

* JMuHBIe POHABI BEIyIIHX PAOOTHHUKOB OPTaHU3aLNH, OCYIIECTBIIIONMICH
00pa3oBaTeNbHYIO AESATEIbHOCTD, HOCTYIUBIINE B apXUB,;

*  CclyXeOHble U BEIOMCTBEHHbBIE U3/IaHUS,;

*  CIPaBOYHO-IIOMCKOBBIE CPEICTBA K IOKYMEHTaM M YUETHbIE JOKYMEHTbl ApXHUBa
OpTaHU3aIiH, OCYIIECTBISIONICH 00pa30BaTENbHYIO ACITEIBHOCTD.

2.2. CpokH XpaHeHHsI JOKYMEHTOB B apX1Be 00pa30BaTeIbHOW OpraHU3alK ONPEeAEIISIOTCS
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJACHHON HOMEHKJIAType JIe.

3. 3agauu apxuBa

3.1. OCHOBHBIMHU 33/1a4aMH apXHBA SIBISIOTCS:

3.1.1. OpraHuzanus XxpaHeHUs JOKYMEHTOB, COCTaB KOTOPHIX MPEIyCMOTPEH pa3iesioMm 2
Hactosmiero [lonoxxenus.

3.1.2. KoMmIuiekToBaHHE apXHBa JOKYMEHTAMH, 00Pa30BaBIIMMHUCS B JEATEILHOCTH
OpTraHHU3aIlH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

3.1.3. Vuer, obecrieueHre COXpaHHOCTH, CO3/IaHIE HAyYHO-CIIPAaBOYHOTO arapara.

3.1.4. Hcnonwp3oBaHUS JOKYMEHTOB, HAXOSIIUXCS HA XPaHEHUU B aPXUBE IIKOJIBI.

3.1.5. TloxaroroBka u cCBOeBpeMeHHas Tepeaada JoKyMeHToB ApxuBHoro Gouma Poccutickoit
®denepalliiil Ha MOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHHUIIMITATBHBIN) apXUB.

3.1.6. Meroanueckoe pyKOBOJICTBO U KOHTPOJIb 32 (popMUpOBaHHEM B 0(DOPMIICHHEM JIeT B
JIEIOTIPOU3BOJICTBE LIKOJIBI U CBOEBPEMEHHOM Mepeiayeii uX B apXuB 00pa3oBaTebHON
OpraHU3aIlHH.

4. DyHKUMHU apXuBa

B cooTBeTcTBUY C BO370KEHHBIMHU 337[a4aMH aPXUB OCYIIECTBISET Ceyone QyHKIMN:

4.1. Opranusyer npueM JOKYMEHTOB ITOCTOSTHHOTO ¥ BpeMeHHbIX (cBbime 10 j1eT) cpokoB
XpaHEHUs, B TOM YHCJIE 110 KaapaM U 00ydarouuMcsi, 00pa30BaBIIUXCS B JEATEIBHOCTH LIIKOJIBI,
B COOTBETCTBUU C YTBEPKIACHHBIM IpauKOM.

4.2. O0ecnieunBaeT COXPAHHOCTh U BEJIET yUET IOKYMEHTOB U (JOHJIOB, HAXOALINXCS HA
XpaHEHUH B apXHBe 0011e00pa3oBaTeIbHON OpraHU3aIiy.

4.3. IIpencraBisieT B rocy1apCTBEHHBIN (MYHULIMNIANBHBIN) apXUB yUYeTHBIE CBEJICHUS 00 00beMe
U COCTaBE XPaHALIUXCS B apXUBE IIKOJIbI JOKyMeHTOB ApxuBHOro ponna Poccuiickoit
®depepaluy U IpYrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUH C MOPSIIKOM IOCYJapCTBEHHOTO
ydeTa JoKyMeHTOB ApxuBHoro (ponma Poccuiickoit denepamnuu.

4.4, CucreMaTU3UpyeT U pa3MeiaeT JOKYMEHTHI, OCTYNAIOUe Ha XPaHEHUE B IIKOJIbHbBIN
apXuB, 00pa30BaBLINECS B X0JI€ OCYLIECTBICHUS ACATEIHLHOCTH OpraHU3allH, OCYIIECTRISIOMEH
00pa30oBaTeNbHYIO ACSITEIBHOCTD.

4.5. PazpabaTeiBaeT rpadMKy IPEICTaBICHUSI ONUCEH Ha PaCCMOTPEHHE SKCIIEPTHO-TIPOBEPOUHOM




KOMHCCHH | TIepefaun TOKyMeHTOB ApxuBHOTO ¢oHaa PD Ha XpaHeHHE B TOCYIapCTBEHHBIN
(MyHUIIUTIAJIEHBINA ) apXUB.
4.6. OcyliecTBISET NOATOTOBKY U IPE/ICTABIISECT:

* Ha pacCMOTPEHHUE U COTJIACOBAHUE IKCIIEPTHON KOMUCCHUM ILIKOJIbI ONUCHU eI
MIOCTOSIHHOTO XpaHeHus1, BpeMeHHbIX (cBbIlie 10 j1eT) CpOKOB XpaHEHHSs, B TOM YUCIIE
0 KaJipaM M 00Yy4aroIuMCs, @ TAK)XKE aKThl O BBIICJICHUH K YHHUTOKEHUIO apXUBHBIX
JIOKYMEHTOB, HE MOJUIeKAIINX XPAaHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCIPABUMBIX TOBPEKACHUAX apPXUBHBIX JOKYMEHTOB;

* Ha yTBEPXKJEHUE SKCIEPTHO-IIPOBEPOUYHON KOMUCCUU YIIOJTHOMOYEHHOTO OpraHa
HCIIOJHUTEIILHOM Bi1acTH cyobekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxuBHOrO yupexkaeHHs) OMUCHU JeJ TIOCTOSIHHOTO XPaHEHUS;

* na cornacoBanue DIIK apxuBHoro yupexaenus cyorekra Poccuiickoit ®eneparuu
(MYHULIMTTAJILHOTO apXHBa), B cllydyae HaJeJIeHHS €ro COOTBETCTBYIOIIUMHU
ITOJIHOMOYMSIMH, OIKUCH JI€] 110 TUYHOMY COCTaBY;

» Ha cornacoBanue DIIK apxuBHoro yupexaeHus cyorekra Poccuiickoit deneparuu
(MyHHLIIMIIAJIBHOTO apXMBa), B Cllydyae HaJeJIeHHUs €ro COOTBET CTBYIOLIUMU
MTOJIHOMOYHSIMH, aKThI 00 yTpaTe T0KYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKIACHUIX
ApXHUBHBIX JIOKYMEHTOB;

* Ha yTBEPKACHUE JUPEKTOPY LIKOJIbI ONUCH JIe]l TOCTOSSTHHOI'O XPAaHEHHUsI, OIICH
BpeMeHHBIX (cBhImIe 10 JIeT) CPOKOB XpaHEHUsI, B TOM YKCII€ OMUCHU JIe] TI0 KajapaMm U
00y4aronIMMcsi, aKThl O BBIJICJICHUH K YHUUTOXXCHUIO aPXUBHBIX TOKYMEHTOB, HE
MOJIJISKAIINX XPAaHEHHIO, aKTHl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX
MOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB, YTBEpKIeHHbIe (cornacoBannbie) DIIK nnu
roCyJapCTBEHHBIM apXUBOM cyObekTa Poccutickoit deaepariuu (MyHUIAIIAIbHBIM
apXUBOM) B CJIy4ae HaJeJIEHUs €r0 COOTBETCTBYIOLIUMH ITOJTHOMOYHUSIMHU.

4.7. Opranusyer nepenayy 10KkyMeHTOB ApxuBHoro ¢ponnaa Poccuiickoit @enepannu Ha
MOCTOSTHHOE XPaHEHHE B TOCYJapCTBEHHBIN (MYHUIIUIIATBHBIN) apXUB.

4.8. OpranmusyeT ¥ MPOBOIUT IKCIEPTU3Y IEHHOCTH JTOKYMEHTOB BpeMeHHBIX (cBbIme 10 ser)
CPOKOB XpaHEHUsI, HAXOAIIUXCS HAa XPAaHEHUH B apXUBE IIKOJBI B IIENAX 0TOOpa TOKYMEHTOB
JUJIs1 BKJTIOUeHHs B coctaB ApxuBHOTO (poHna Poccuiickoit denepainniu, a Takke BBISIBICHUS
JOKYMEHTOB, HE MOJUIEKALIUX JaJbHEHIIEMY XPAHEHHUIO.

4.9. YyactByeT B paboTe IKCIIEPTHOW KOMUCCHH OPTraHU3aIlNHU, OCYIIECTRIISIONICH
00pa30BaTeNbHYIO AESITEIbHOCTD.

4.10. IIpoBOANT MEPONIPHUSTHS IO 0OECTIEYEHHIO COXPAaHHOCTH JOKYMEHTOB, HaXOJSIIIUXCS HA
XPaHEHUH B apXUBE OPraHU3alMH, OCYLIECTBISAIONIEH 00pa30BaTeNbHYIO A TEIbHOCTD.

4.11. Opranuzyet uHGOPMHUPOBAHNE AIMUHUCTPAIIUU U pAOOTHUKOB IIKOJIBI O COCTaBE U
COJIep’KaHUH JIOKYMEHTOB apXMBa OpraHMU3aLMH, OCYILECTBIIAIONIEH 00pa30BaTEIbHYIO
JeSITEIIbHOCTD.

4.12. UndopmupyeT nojbp30BaTeNieil 0 BOIPOCaM MECTOHAX0XKICHHUS apXUBHBIX JOKYMEHTOB.
4.13. Opranu3syeT Bblauy TOKYMEHTOB U JIeJ 71l pa0OThI B YIUTEIHCKOW U BO BPEMEHHOE
MI0JIb30BaHUE.

4.14. VicnonHseT 3anpoCckl OpraHU3aIiid 1 3asIBICHUS TPaxaaH 00 yCTaHOBIEHUU TPYOBOTO
CTa)ka ¥ IPyTUM BOIIPOCAM COL[MAJIbHO-TIPABOBOI'0 XapaKTepPa, B YCTAHOBIEHHOM IOPSIIKE BbIAACT
KOIUU JIOKYMEHTOB U apXUBHBIE CITPABKHU.

4.15. BeneT y4eT UCIOJIb30BaHUs JOKYMEHTOB apXrUBa 00pa30BaTEeIbHOM OpraHu3aluy.

4.16. CozmaeT GOH[ MOIH30BAHUS apXHBa IIKOJIBI H OPTaHU3YET €ro UCIOJIb30BaHUE.

4.17. OcyuiecTBiaseT BEJEHUE CIIPABOYHO-TTIOMCKOBBIX CPEACTB K JOKYMEHTAaM IIKOJBHOTO
apxuBa. Co3aaeT, MOMOJIHSIET U COBEPIIECHCTBYET HAYYHO-CIIPABOYHBIN anmapar K XpaHsALIMMCS B
apXMBe JIeJlaM U JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe TOKYMEHTOB OpPTaHHU3AIlMH, OCYIIECTRIISIONEH 00pa30BaTeIbHYIO
JESTENIbHOCTB, 110 BOIIPOCAM apXMBHOTO JI€J1a U AEJIONPOU3BO/ICTBA.

4.19. Oka3bIBaeT METOAMYECKYIO TOMOUIb:




* camyx0e AeTopON3BOICTBA IKOJIBI B COCTABICHNN HOMEHKIIATYPHI Jel,
¢dbopMupoBaHuu U 0HOPMIICHUH J1€]1, KOHTPOJIUPYET MPAaBUIBHOCTD (DOPMUPOBAHHS U
o(hOopMIICHHS IE]T B ICIOTIPOU3BOJICTBE;

*  CTPYKTYpPHBIM MOJAPA3JCICHUAM U paOOTHHUKAM HIKOJIBI B IOJTOTOBKE JOKYMEHTOB K
nepeaaye B apXuB OPTaHU3ALUH, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JEITEIEHOCTD.

4.20. YyacTByeT B IpOBEICHUN MEPOIIPUATHH 110 MOBBIIICHUIO KBATH(PHUKALUN paOOTHUKOB
apXMBa M CIIYXKObI JIETIONPOU3BOACTBA 00PAa30BaTEIbHON OPraHU3AIHH.

5. IlpaBa apxuBa

5 8bINOIHEHUS 8O3L0NCEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3d APXUS, umeem npaso:
5.1. IlpencraBnars TUPEKTOPY OpraHU3aUH, OCYIIECTBIIAIONMIENH 00pa3oBaTebHYIO
JESITEIIbHOCTD, MPEJIOKEHUS 110 COBEPIICHCTBOBAHUIO OPTAHU3AIUN XPAHCHUS,
KOMILJIEKTOBAHHUSI, Y4€Ta U HCIOJIb30BAHMS APXUBHBIX IOKYMEHTOB B aPXUBE IIKOJIBI.

5.2. KoHTpOMpoBaTh BHIITOJIHEHNE YCTAHOBIICHHBIX TIPABHII PA0OTHI C TOKYMEHTAMH B
CTPYKTYPHBIX MOJIpa3elIeHUusIX OpraHu3allii, OCYIIECTBISIONIeH 00pa3oBaTeIbHYIO
JESITEIIBHOCTD.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX MOJIpa3feieHui 1 paOOTHUKOB IIKOJIbI CBEJICHUS,
HE0OXOUMBIC 1T pabOTHI apXUBa, C YIETOM 00CCTICUCHUS BHIMIOJTHCHHS BCEX BO3JIOKCHHBIX Ha
apxuB 3aJ1a4 U QYHKIUH.

5.4. laBaTh pa3bsACHEHUS U PEKOMEHIAINH IO BOIIPOCAM, BXOSIIUM B KOMIICTCHITHIO apXHBa
OpraHHu3aIiy, OCYIIECTBIIAIONMENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.5. UndpopmupoBaTh CTPYKTYpHBIC MOIPA3ACICHUS IIKOIBI O HEOOXOAUMOCTH NIepeaadn
JOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKJICHHBIM I'pauKom.

5.6. [IppuHuMaTh ydyacTue B 3aceaHUsIX SKCIIEPTHON KOMHUCCUHU 00111e00pa30oBaTeIbHOM
OpraHU3alllH, a TAKXXE B IKCIIEPTHO-MPOBEPOYHON KOMUCCUH YITOTHOMOYEHHOTO OpraHa
WCIIOJTHUTENbHOU BiacTH cyObekTa Poccuiickoit denepannu B chepe apXuBHOTO Jena.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHUPOBAHME APXHUBA
6.1. HazHaueHHOE NpUKa30M JUPEKTOpa LIKOJIbI JUII0, OTBETCTBEHHOE 3a BEJICHUE apXHBa, HECET
IIEPCOHAJIbHYIO OTBETCTBEHHOCTH 34!

*  BBINOJIHEHHE BO3JI0KEHHBIX Ha apXMB 3a/1a4 U (YHKUHUI B COOTBETCTBUHU C
JNENCTBYIOINM 3aKOHOAaTenbcTBOM Poccuiickoit @enepanuy;

*  OpraHu3zaluio paboThl apXHBa, CBOEBPEMEHHOE U KBAIN(UIIMPOBAHHOE BBIIIOJIHEHUE
MIPUKA30B, PACIIOPSKEHUH, IOPYUYECHHUN BBILIECTOSIETO PYKOBOACTBA, IEUCTBYIOIINX
HOPMAaTHBHO-TIPABOBBIX aKTOB IO CBOEMY MPODUITIO JEeSTEIBHOCTH;

*  panuoHa’gbHOE U 3PPEKTUBHOE UCIIOIb30BAaHUE MaTepUaIbHbIX, PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHE TPYJIOBOM M UCHIOJHUTEIBCKONW TUCHUIIIMHBI B APXUBE, BBIIIOJIHEHHE CBOUX
(GYHKIIMOHATIBHBIX 0053aHHOCTEH;

*  coOI0/IeHUE MPaBUJI BHYTPEHHETO PaclopsKa, CAHUTaPHO-IIPOTUBOIUIEMUYECKOTO
pekuma, MPOTHUBOIIOKAPHOM 6€30MacCHOCTH U TEXHUKHU 0€30MacHOCTH;

*  BEJCHHUE JOKYMEHTAINH, IPETyCMOTPEHHOMN AEUCTBYIOIIMMU HOPMATHBHO-IIPABOBBIMHA
JOKYMEHTaMU;

* MPEIOCTABICHHE B YCTAHOBJIECHHOM MOPSIKE JOCTOBEPHON CTATUCTHYECKON U MHOU
nH(OpMAIINH O JAEITEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUSAX YPE3BBIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIC 3a BEJICHHUE JETIONPOU3BO/ICTBA, TOATOTOBKY U MPEICTaBlIeHNE JOKYMEHTOB
Ha XpaHEHHE B APXUB, HA3HAYAIOTCS TUPEKTOPOM OPraHU3aLUH, OCYHIECTBISIOIIEH
00pa30BaTeNbHYIO ACSITEIBHOCTD.

6.3. KoHTpoab ACSITEIBPHOCTH apXuBa OCYIIECTBIISET JUPEKTOP OpraHU3aIiH, OCYIIECTBIISIONICH
00pa30oBaTeNbHYIO ACSITEIBHOCTD.




7. KomnjiekToBaHHMe apXuBa

7.1. [ToaroroBka JOKyMEHTOB K IIepeiadye B apXUB 00pa30BaTEIbHON OPraHU3AIMH BKIFOYAST
9KCIIEPTU3Y HAYYHOU U MPAKTUUYECKON [IEHHOCTHU JTOKYMEHTOB, O)OPMIICHHE JIeJl, COCTaBICHHE
OTIHUCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yennocmu OOKyMeHmMo8 — ONpPEIeIICHHE IIEHHOCTH JJOKYMEHTOB C IEJTbI0
0TOOpa UX Ha XpaHEHHE U YCTaHOBJICHUE CPOKOB XpaHEHUs. DKCIIEPTU3y EHHOCTH JOKYMEHTOB B
00pa3oBaTesbHOM OpraHU3alMi OCYIIECTBIISIET MOCTOSIHHO ACUCTBYIONIAs SKCIIEPTHAS KOMUCCHUS.
7.2.2. Dxcnepmuas komuccus Ha3HAYAETCS PUKA30M JIMPEKTOpa IIKOJbl. B coctaB DkcnepTHOM
KOMUCCHH BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHCIIE B 00S3aTEIILHOM MOPSIIKE JTHUIIO,
OTBETCTBEHHOE 32 BEICHHUE apXMBa IIKOJIbI, U AUPEKTOP MYHUILIUIIAJIHLHOTO apXuBa (10
cornacoBanuo). CekperapeM DKCIIEPTHOM KOMUCCUU Ha3HAYalOT ceKpeTaps 00pa3oBaTeIbHON
OpraHu3any. DKCIepTHAsS KOMUCCHS Ha 3aceJaHUsX pacCMAaTPUBAET: HOMEHKIIATYPY JEI IIKOJIBI,
OTIMCH JIeJI TIOCTOSITHHOTO XPaHEHUs U TI0 INYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJICISIEMBIC K
YHUUYTOKEHUIO.

7.3. Odopmiienue nen

7.3.1. Jlena mocTOSHHOTO XpaHEHUsI MOAIIMBAIOTCS B TBEPAYIO 00JI0KKY CypOBBIMU HUTKAMHU.
JlucTel HyMepyIOTCsl B IIPaBOM BEPXHEM YIIIy IPOCTHIM KapaHaiioM. KoinyecTBo JIMCTOB B
Ka)KIOM Jlelie He TOJDKHO mpeBbimaTh 250. B KoHIle 1e1a Ha OTeNbHOM JIMCTE COCTABISETCS
3aBEpUTENIbHAS HAAMKCH.

7.3.2. Ha 06mosKe Jies MOCTOSSHHOTO XPaHEeHUsI TOJHKHBI OBITh MPOCTABIICHBI CIEIYIOIINE
PEKBU3HTHI: MTOJTHOE HAUMEHOBAHHE BBILIECTOSIIECH OpraHu3allii, HAMMEHOBAHHE
o0pa3oBaTenbHOI Opranu3aiuu, HoMep (MHIEKC) Jiea [0 HOMEHKIIAType, 3arojioBOK Jiena,
KOJIMYECTBO JIUCTOB, CPOK XPAHCHUS WIH OTMETKA «XPAaHUTh IIOCTOSTHHO», HOMEp (OHJ1a, OIHCH,
Jena.

7.3.3. [1o oxOHYaHWY JIETOMPON3BOJICTBEHHOTO ro/la B 0(OPMIICHHBIE OOJIOKKH /1T ITIOCTOSTHHOTO
XPaHEHUsl BHOCSTCSI HEOOXOIMMbIE YTOYHEHHUSI: B 3aTOJIOBKH JIE], COJIePKAIIUX
pacnops,AuTeNbHbIE JOKYMEHTHI (TIPUKa3bl, TPOTOKOJIBI), BHOCSITCS HOMEPA; €CIIN JEJI0 C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B Ka)K/IOM TOME YKa3bIBA€TCsl KOPPECTIOHIEHT, aBTOD,
TEPPUTOPUS, APYTHE aHHbIE. B Ka)k10M TOME yKa3bIBaeTCs gata (YuCio, Mecll, To1) Hayalia u
OKOHYAHUS JAHHOTO TOMA. TOYHbIE IaThl MPOCTABISIOTCS HA 00JI0KKAX JUIS OBICTPOTO MOKCKA
JIOKYMEHTOB B TIOCJICTYIOIIEM; U3 3aBEPUTEIHLHON HAMKUCH HAa O0JIOKKY JIeJ1a BHIHOCUTCS
KOJIMUECTBO JIUCTOB B JIEJE.

7.3.4. Hanmmucu Ha 00JI0KKaX JeT TOCTOSTHHOTO U JIOJTOBPEMEHHOTO XPAaHCHHUS CIIAYET
MIPOU3BOUTH YETKO, CBETOCTOMKUMH YEPHUTIAMH.

7.3.5. lnst ydera KOJTMYECTBA JIUCTOB B JieNie ¥ (pUKcanuu 0COOEHHOCTEH X HyMepaluy Ha
OTJIETbHOM JIUCTE COCTABISETCS 3aBEPUTEIbHAS HA/IMUCH.

7.3.6. B 3aBepuTeNBbHOI HAAMKUCH YKA3bIBACTCS KOJMYECTBO JUCTOB (IU(PPaMHU U MTPOMHUCHIO) B
nene. 3aBepuTeNbHAs HAIMUCh MOAMUCHIBAETCS] COCTABUTENIEM C YKa3aHHEM €T0 JOJIKHOCTH U
JIaThl COCTABJICHUS.

7.3.7. BHyTpeHHSIS OMKCh COCTABISETCS K JIeTiaM TIOCTOSIHHOTO U IOITOBPEMEHHOTO (cBbIte 10
JIET) CpoKa XpaHeHus, CHOPMHUPOBAHHBIM IO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE CO/ICPKaHNE JOKYMEHTOB (0C000 IIEHHBIE, TUYHBIE JIeNa U Jp.).

7.4. Onurcanie JOKYMEHTOB IIOCTOSSHHOTO CPOKA XPAHECHHUSL.

7.4.1. Onucu cocTaBIsIOTCS pa3iesIbHO Ha Jelia MOCTOSIHHOTO XPaHEHHUs [0 OCHOBHOM
JeSTENIbHOCTH U Ha JIeJia 110 JIMYHOMY COCTaBYy.

7.4.2. Onrcu COCTaBISIOTCS JENIOTPOU3BOIUTEIIEM.

7.4.3. Onuch BeaETCs B €AMHON BAJIOBOM HYMEPAIIMU B TEUEHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPaHEHUS COCTABISIETCS aKT 00 YHHUTOKECHUU.

7.4.5. 1o okOHYaHHH JIETOMPOU3BOICTBEHHOTO Ir0/Ia B 00pa30BaTEIbHON OpraHU3aIuH
MIPOU3BOTUTCS OTOOP TOKYMEHTOB IIOCTOSTHHOTO CPOKA XPAHEHUS JUIS BKIIFOUEHUS UX B OTHCh.
Onuck COCTOUT U3 FOJIOBBIX Pa3JIeloB, BHYTPH rojia Jejia pacoyiaratoTcs o CTENeHH




3HAYUMOCTH C Y4E€TOM HOMHUHAJIBLHOTO MPUHIIMIA (B COOTBETCTBUH C HOMEHKJIATYpOI
00111e00pa30BaTeIbHON OpraHu3aIum).

7.4.6. OnicH COCTaBISIIOTCS Pa3iesIbHO Ha JieJia MOCTOSHHOTO XPaHEHHUs IO OCHOBHOM
JIeATETLHOCTH U Ha JIeJia 110 TUYHOMY COCTaBYy.

7.4.7. OnucH COCTaBISIIOTCS CEKpPETapeM.

7.5. lena BpeMEHHOTO XpaHeHUs OQOPMIISIOTCS YIIPOLIEHHO: OHU HE TOIINBAIOTCS, JTUCTHI B HUX
HE HyMEpYIOTCS, YTOUHEHHE Ha 00JI0KKaX He IPOU3BOJUTCS, OMKICH Ha JieJia He COCTABIISIOTCS,
Y4eT BEJIeTCsI 10 HOMEHKJIAType Je.

8. Ycii0BUSI XpaHEeHHs JOKYMEHTOB apXuBa
8.1. JIokyMeHTBI apXx1Ba XpaHATCs B apXUBOXpaHUIUIIe 0011eo0pa3oBaTenbHON OpraHu3aluu.
8.2. He nomyckaercst pa3MelIeHne apXyuBa B MOABAIBHBIX U Y€PIaYHbIX TOMEIIEHUSIX [IKOJIBL.
8.3. ApXMBOXpaHWIHILE T0JKHO OBbITh yIaJIEHO OT J1a00PaTOPHBIX, IPOU3BOICTBEHHBIX, OBITOBBIX
MOMEILEHUN U HE UMETh OOILMX C HUMU BEHTWISLIMOHHBIX KaHAJIOB. APXUBOXPAHUIIUIIE OTIESETCS
OT COCE/IHUX ITOMELICHUI HECTOPaeMbIMU CTEHAMU U MIEPEKPBITUSAMHU € IIpeieTiaMi OTHECTOMKOCTH
HE MEHee JIBYX 4acoB. B apXMBOXpaHWIHUIIE HE JOMTyCKAETCS MPOKIIAAKa TPyO BOJIOCHAOKEHUS U
KaHAJIN3aLUHU, TEXHOJIOTUYECKUE UITN OBITOBBIE BBIBOJIbI BOJIBI.
8.4. ApXMBOXpaHIIHUIIE TOJDKHO UMETh €CTECTBEHHYIO HITM HCKYCCTBEHHYIO BEHTHIIALHIO,
00ecreynBaroIyl0 PeLUPKYIIALUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mocrynaromue B apxuB 00pa30BaTeNIbHONW OPTaHU3AIMH JOKYMEHTHI Pa3MeIaloTCs B
apXMBOXPAHWIMIIAX HA CTAllMOHAPHBIX W/WIHU MEePEIBUKHBIX METAJUIMYECKUX CTEIUIAXaX, B
METAJUIMYECKUX IIKadax Wik KOHTeHHEepax.
8.6. Creaku 1OJKHBI ObITh YCTAHOBJIEHBI EPIIEHAUKYIISIPHO CTEHAM ¢ OKOHHBIMHU IIpOEMaMH, a B
noMeInieHnu 0e3 OKOH - ¢ Y4eTOM 0COOCHHOCTEH momenieHus 1 ooopynoBanusi. He momyckaercs
pa3MelleHNE CTEIIaKEeH BINIOTHYIO K HApYKHBIM CTEHAM 3/1aHUS U K UCTOYHHUKAM TeIlIa.
8.7. PaccraHoBKa cTemakeil ¥ mKkagoB OCYIIECTBISETCS B COOTBETCTBUU CO CIASAYIOMHUMHU
TpeOOBaHUAMMU:

* paccTosiHUE MEX]Y psAAaMH cTesuiaxei (r1aBHbIi npoxoxa) — He MeHee 120 cm;

* paccTosiHue (IIPOXOMa) MEXKAY CTeIa)KaMu — He MeHee 75 cM;

* paccTOsiHUE MEX]y Hapy>KHOM CTEHOU 3/1aHUS U CTEJUIaKaMU, MapajljieIbHBIMU CTEHE — HE

MeHee 75 cMm;
* paccTOosiHUE MEX]y CTEHOM M TOPLIOM cTesuiaxa Uiy 1mkada (00xon) — He MeHee 45 cM;
*  pacCTOsSHUE MEXY IOJIOM U HIKHEH MoJKoil cremnaxka (mkada) — He meHee 15 cm, B
IIOKOJIBHBIX dTaxkax — He MeHee 30 cMm.
8.8. IlpoTuBONIOXKAPHBIN PEXXUM B 3[JaHUAX, /1€ Pa3MEIIAETCs apXUB LIKOJIbI, U B
apXMBOXpaHWINIIAX YCTaHABIUBAETCS B COOTBETCTBHHU ¢ [IpaBuiaMu mpoTHBONOKAPHOTO PeKHUMa B
Poccuiickoit @enepanuu ot 16 centsiOpst 2020 roma Nel479.
8.9. ApxuBHBIE TOKYMEHTHI CJIeIyeT XPAaHUTh B TEMHOTE.
8.10. 3amuTa JOKYMEHTOB OT JIeHCTBHS CBETa 00eCIeunBaeTCsa XpaHEHHEM JIOKyMEHTOB B KOPOOKax,
nankax M neperJierax, B mkagax Wik Ha CTeJJIaKax 3aKphITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOT'O OCBELICHUS B KHUTOXPaHUJIMIIAX JOJKEH COCTaBIATh He MeHee 100
JIFOKC.
8.12. B apXuBOXpaHWIHIIIE Ul XpPAaHEHUS JOKYMEHTOB YCTAHABJIMBAIOTCS CIAEAYIOIINE TapaMeTPhbl
TEMIEPATYPHO-BJIAXKHOCTHOTO peXUMa:
* JUIA XpaHEHUs JOKyMEHTOB Ha OyMa)XHOM HocHuTese — reMnepatypa 17-19°C, oTHocuTenpHas
BJIAXKHOCTH Bo3ayxa — 50-55%.

8.13. [lomemienus apxuBa 00pa30BaTEIbHON OpraHU3alUH TOJIKHBI COIEPIKATHCS B YHCTOTE, B
YCIOBHSAX, UCKITIOYAIOLINX BO3MOXHOCTb MOSIBIICHHSI IIJIECEHHU, HACEKOMBIX, ITBLIH.

9. 3ak/JII04YNTEIbHBIE MOJIOKEHUS
9.1. Hacrosiiee [lonosxeHue sBnsieTcs J0KaIbHBIM HOPMAaTUBHBIM aKTOM, IPUHUMAETCS Ha
O6mem coOpaHuu paOOTHUKOB MIKOJIBI U YTBEPXKAaeTCs (JTMO0 BBOJIUTCS B ICUCTBHE) MMPUKA30M



JTUPEKTOpa OpraHu3alnu, OCYIECTBISIIONICH 00pa30BaTENbHYIO ACSITENbHOCTD.

9.2. Bce u3MeHeHuUs 1 AOTOJIHEHUS, BHOCUMEBIE B HacTosiee [lonoxxenue, ohopmistores B
MMCbMEHHOU (pOpMe B COOTBETCTBUH JCHCTBYIOIIUM 3aKOHOIaTEILCTBOM Poccuiickoi
®denepauuu.

9.3. IlonmoxxeHue 00 apxuBe 00IIEOOPA30BATEIHLHON OPraHU3alluy IPUHUMACTCS Ha
HEOIlpeeTeHHbIN CpoK. I3MeHeHus u nononHeHus K [1010KeHnI0 IpUHUMAKOTCA B TOPSIKE,
npexycMoTpernHoM 1.9.1. Hacrosuiero [lonoxeHus.

9.4. Ilocne npunstus [lonoxxeHus (MM U3MEHEHUH U TOTIOJTHEHUN OTICIBHBIX TyHKTOB U
pa3ziesioB) B HOBOM peaKuy Npeablaylas peJakiiis aBTOMaTHUECKU yTpauuBaeT CUILY.



