«Ipunamoy
Ha IMedazozuueckom cogeme WKONH
Hpomoxon Ne _{_ om 30.08.2022 2.

IHonoxkenune 00 apxuse
rbOY «COLU N24 r. CyH)xa uMm. A.M. KanumaToBa>»

1. O0mue mojI0:KeHus

1.1. Hacrosimee Ilonoxenue pa3paboTaHo Ha OocHOBaHWMHU [IpUMEpHOTO IMOJIOKEHHSI 00 apXuBe
OpraHM3aliy, YTBEp)KIEHHOro mpukazom DeaepanbHOro apxuBHOro areHTcTBa Ne 42 ot 11
anpens 2018 rona, B coorBeTcTBUM ¢ DenepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6
obpazoBanuu B Poccuiickoit denepanum» B pemakiuu ot 25 wurons 2022 roma, [Ipukazom
Munkynstypsl Poccun ot 31.03.2015 Ne 526 "O06 yTBep:k/ieHUN MTpaBUJI OPraHU3alUN XPaHEHHUS,
KOMIUIEKTOBAaHUSA, Yy4eTa M HCIONIb30BaHUS JIOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
denepanii U APYTUX APXMBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BJIACTH, OpraHax
MECTHOT'O CaMOYIIPaBJICHUS U opranu3anusx", ¥ craBom 001eodpa3oBaTeIbHON OpraHnu3allly.

1.2. Jlannoe IlonmoxeHune ompenensieT COCTaB JOKYMEHTOB apXuWBa o0O0Ie00pa3oBaTeIbHON
OpraHM3alliil M YCJIOBHUS HMX XpaHEHHS, YCTaHABIMBAET 3aJaud, Ha3HadeHHEe H (QYHKIUU
HIKOJILHOTO apXMBa, PErIaMEHTUPYET AESITEIbHOCTD JIMIIA, OTBETCTBEHHOI'O 3a BE/ICHUE apXUBa B
OpraHH3aIiK, OCYIIECTBISIONENH 00pa30BaTebHYIO AESITEITbHOCTb.

1.3. B cBoeil pestenbHOCTH apxuB pykoBojactByercs denepanbubiM 3akoHoM Ne 125-03 ot
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit @enepannny ¢ usmeHenussmu Ha 11 urons 2021
rofla, HOPMAaTHBHBIMH TIpaBOBBIMH akTamu Poccuiickoit @enepanun, cyowekra Poccuiickoit
®enepanyu B chepe apXUBHOTO Jiea U 1eJI0NPOU3BOJICTBA, JIOKaJIbHBIMA HOPMATHBHBIMU aKTaMU
0011e00pa30BaTeIbHON OpraHn3aIuHg.

1.4. JIoKyMEeHTBI OpraHW3allid, OCYIIECTBIISIIONIEH 00pa30BaTEeIbHYIO ACATEIHHOCTh, UMEIONINE
UCTOPUYECKOE, KYyJIbTYPHOE, HAyUYHOE, COLUAIBHOE, SKOHOMUYECKOE U MOJUTUYECKOE 3HAUYEHUE,
COCTaBJISIIOT TOCYJApCTBEHHYIO 4YacTh ApxuBHOro (onma Poccuiickoit denepanuu, sSBISIOTCS
COOCTBEHHOCTBIO TOCYJAapCTBA M TIOJUICKAT IOCTOSHHOMY XpaHEHHI0 B TOCYAapCTBEHHBIX
apxuBax Poccuiickoii ®Penepanuu. Jlo mnepenadyn Ha TOCYJapCTBEHHOE XpPAaHEHUE IaHHBIE
JOKYMEHTBI BpEMEHHO XPaHATCS B 00111e00pa30BaTeNbHON OpraHu3alliy.

1.5. B mxone mis XpaHeHus ITOKyMeHTOB ApxuBHoro ¢onma Poccuiickori ®Pepepannu u
3aKOHUYEHHBIX JCIOMPON3BOJICTBOM JOKYMEHTOB MPAKTHUECKOrO HAa3HAYEHUS, X OTOOpa, ydera,
HCIIOJIb30BaHUS U MOJATOTOBKH K Iepeaue Ha TOCYITapCTBEHHOE XPaHEHHUE CO3/aeTCsl apXUB.

1.6. ApxuB co31aeTcsi KaKk CaMOCTOSITEIbHOE TMOJApa3/ieNieHue, BO3IJIABIAEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJICHHUE apXMBa COIIACHO MPUKa3y TUPEKTOPA IIKOJbI.



1.7. Opranuzanusi, OCyIIECTBIIsIONIasi 00pa30BaTENbHYIO ACATEIbHOCTb, OOECICUYMBACT APXUB
HEOOXOAMMBIM ITOMEIIIEHUEM, 000PYI0BAaHUEM H KaJPaMH.

1.8. OO0meoOpa3oBaTenbHass OpraHu3anus OOECNeYMBAeT COXPAaHHOCTh, YYeT, OTOop,
YIOPSIOYCHUE W HCIOJIb30BaHWE JOKYMEHTOB ApxuBHOro (onma Poccuiickoit denepanmw,
00pa3yIoLMXCcs B €ro AesTeabHOCTH. OOecneunBaeT CBOEBPEMEHHYIO Nepeady 3TUX JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XpaHEHHUE.

1.9. Bce pabotbl, cBsI3aHHbIE C IOATOTOBKOW, TPAaHCHOPTUPOBKOH M Tepenadeil apXHWBHBIX
JIOKYMEHTOB, IPOU3BOJIATCS CUJIAMHU U 33 CUET IIKOJIBI.

1.10. 3a yTpaty u mop4y IT0KyMeHTOB ApxuBHOro ¢onma Poccuiickoit @enepanuu J0KHOCTHBIE
JUIa OpraHu3aliy, OCYIIECTBISAIONIEH 00pa30BaTeIbHYIO ACSITENbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JIEHCTBYIOIIHUM 3aKOHOAATEIbCTBOM.

1.11. IllxompHBIA apxXWB pabOTaeT COTJACHO IUIaHy, YTBEPXKIAEMOMY IUPEKTOPOM
00111e00pa30BaTENbHON OpraHNU3alluy, U OTYUTHIBAETCS TEepe]l HUM B CBOEH pabore.

1.12. KoHTpoJIb A€ATEIPHOCTH apXUBa OCYIIECTBISAECT JUPEKTOP OpraHU3alu, OCYIECTBISIOMIECH
00pa30BaTeNbHYIO JESTEIBHOCTD.

2. CocTaB JOKYMEHTOB apXHBa
2.1. B IIKOIBbHBIN apXUB NOCTYNAIOT:

* 3aKOHYEHHBIE JEJONPOU3BOACTBOM IIKOJIBl JOKYMEHTHl IIOCTOSSHHOIO XpaHEHHS,
oOpa3oBaBIIMECs B  JAEATENBHOCTH CTPYKTYPHBIX IOJpPAa3/eNeHuil, JOKYMEHTbI
BpeMmeHHoro (cBbime 10 Jer) cpoka XpaHEHHs, HEOOXOJUMBIE B MPAKTUYECKOMN
NesITeIbHOCTH, TOKYMEHTBI 110 KaJpaM U 00ydaromuMmcs;

* JOKYMEHTbl IIOCTOSIHHOIO XpaHEHHs U 10 JINYHOMY COCTaBy OpraHM3aluii-
IPEIIECTBEHHUKOB;

* uyHble  (oHABl  Beaymmx  pabOTHUKOB  OpraHW3alMd,  OCYIIECTBIISIOIIEH
00pa3oBaTeNbHYIO JACSITEIBHOCTD, IOCTYITUBIINE B ApPXHB;

* ciy)XeOHble U BeZJOMCTBEHHbIEC U3JaHUS;

*  CIPAaBOYHO-IIOMCKOBBIE CPEJCTBA K JOKYMEHTaM M YYETHbIE JOKYMEHTHl ApxuBa
OpraHu3aliM, OCYIIECTBISAIONICH 00pa30BaTENbHYIO JESATEIbHOCTD.

2.2. Cpoku XpaHEHHs JOKyMEHTOB B apXHWBE OOpa30BATEIbHON OpTaHU3AIlMH OIpPEIEIISIOTCS
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEPXK/IEHHONH HOMEHKIAType JIe.

3. 3apauu apxuBa

3.1. OCHOBHBIMY 33Jla4aMH apXUBA ABJSIOTCS:

3.1.1. Opranuzanys XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX HPEAYCMOTPEH pas3aeiioMm 2
Hacrosuero Ilomoxenus.

3.1.2. KommiekroBaHue apxuBa JOKyMEHTaMH, OOpa3oBaBIIMMUCA B  JIE€ATEIbHOCTH
OpraHu3alyy, OCYILECTBIIAIOUIEH 00pa30BaTEIbHYIO EATEIbHOCTD.

3.1.3.  VYuer, oGecnieyeHre COXpaHHOCTH, CO3/IaHIE HayYHO-CIIPAaBOYHOI'O anmapara.

3.1.4. Hcnonb3oBaHMs TOKYMEHTOB, HAXOAAIIUXCS HA XPAaHEHUH B ApXUBE LIKOJIbI.

3.1.5. TloaroroBka M CBOEBpEMEHHas mepeiada TOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®denepalii Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHULMIAIBHBIN) apXUB.

3.1.6. MeToauueckoe pyKOBOJICTBO M KOHTPOJIb 3a (popmHupoBaHHEM U OodopMmIIeHHEM el B
JIeJIONIPOU3BOJICTBE IIKOJBl M CBOEBPEMEHHOH Iepepaueil MX B apXuB 00pa3oBaTesbHON
OpraHU3alMH.

4. DyHKUMH apXUBa

B cooTBeTcTBUY ¢ BO3I0KEHHBIMHU 331a4aMH aPXUB OCYIIECTBISET CIEAYIONe QYHKITIH:

4.1. OpraHusyeTr MnpueM TOKYMEHTOB IMOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 5eT) cpokoB
XpaHEHHs], B TOM YHUCJE MO KaJapaM U 00ydarolmuMcs, 00pa30BaBIINXCS B ACSITEIbHOCTH LIKOJIBI,
B COOTBETCTBUU C YTBEPKACHHBIM TPaQUKOM.

4.2. ObGecnieurBaeT COXPAHHOCTb W BEJET YYET JIOKYMEHTOB M (OHJOB, HaXOASAIIMXCS Ha




XpaHEHUH B apXHUBe 00111€00pa30BaTEIbHON OPraHNu3alNH.

4.3. [IpencrapisieT B roCy1apCTBEHHBIM (MYHUIIMTIATBHBIN) apXUB yYETHBIC CBEJICHHS 00 00BheMe
U COCTaBe XpAaHAMIMXCS B apXWBe IIKOJBI JOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit
®denepanvy M APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C MOPSAJIKOM I'OCYIapCTBEHHOIO
ydera JOKyMeHTOB ApxuBHoro ¢ponna Poccuiickoit @eneparum.

4.4. CucrteMaTU3MpyeT W pa3MellaeT TOKYMEHTHI, MOCTYHAIONIMe HAa XPaHEHUE B IIKOJIbHBIN
apXuB, 00pa30BaBIINECS B XOJ€ OCYIIECTBICHUS AEATEILHOCTH OPTaHU3aIUN, OCYIIIECTBISIONIEH
00pa30BaTeNbHYIO0 AEITEIbHOCTb.

4.5. Pa3pabatpiBaeT rpadyiku MpeaCcTaBICHHS OMKICEH Ha PACCMOTPEHUE IKCIIEPTHO-TIPOBEPOTHON
KOMHCCHH W Tiepe/ladd JOKYMEeHTOB ApxuBHoro (onma PD Ha xpaHeHHe B rocynapCTBEHHBIN
(MYHHUIIMITATLHBIN) apXUB.

4.6. OCy1IeCcTBASET MOJATOTOBKY U MPEICTABIISET:

* Ha pPacCMOTPEHHUE M COTJACOBAHME OHKCHEPTHOM KOMMCCHUU IIKOJBI ONUCHU JIeN
MIOCTOSIHHOTO XpaHEeHUs, BpeMeHHbIX (cBbilie 10 JeT) CpOKOB XpaHEHHs, B TOM UYUCIIE
Mo KaJpaM U 00y4aroUuuMCs, a TAKXKE aKThl O BBIICICHUN K YHUYTOXKEHHUIO apXUBHBIX
JIOKyMEHTOB, HE TMOJUISKALIUX XPaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCTIPABUMBIX MOBPEKIECHUSIX APXUBHBIX JTOKYMEHTOB;

* Ha YTBEpPKICHHE OHKCIEPTHO-NPOBEPOYHON KOMHUCCHH YIOJHOMOYEHHOIO OpraHa
HCIIOJHUTEIIBHOM BiacTu cyobekTa Poccuiickoit denepanuu B chepe apXuBHOTO jAeia
(manee - OIIK apXxuBHOTO YUPEKJACHUS) ONTUCH 1€ TOCTOSTHHOT'O XPAHCHHS;

* Ha cornacoBanue JIIK apxuBHOrO yupexaenus cyOwbekra Poccuiickoit ®deneparuu
(MyHMIIMIAJIBHOTO ~ apXWBa), B Cily4yae HAJEJIEHHs] €ro COOTBETCTBYIOIINMU
MOJTHOMOYMSIMU, OMTUCH JIEN 110 JIMYHOMY COCTaBY;

» Ha corjmacoBanue JIIK apxuBHOro yupexaeHus cyowbekta Poccuiickoit dexneparuun
(MyHULMIIAJIBHOTO ~ apXuBa), B CIy4ae HAJEJNECHUS €ro COOTBETCTBYIOUIUMHU
MMOJTHOMOYMSIMHU, aKThl 00 yTpaTe JTOKYMEHTOB, aKThl O HEHUCIIPABUMBIX IMOBPEKICHHUSIX
ApXMBHBIX JIOKYMEHTOB;

* Ha YTBEPXKICHHE IMPEKTOPY IIKOJBI OMUCH JE€J TMOCTOSHHOTO XpaHEHUs, OMHUCH
BpeMeHHbIX (cBbile 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIE OMUCH Tl MO KaapaM U
00yYalIMMUMCsl, aKThl O BBIACICHUUW K YHUYTOXKCHHUIO APXUBHBIX JTOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHHIO, aKThl 00 yTpaTre TOKYMEHTOB, aKThl O HEHCHPaBUMBIX
MOBPEXKICHUSIX APXUBHBIX JIOKYMEHTOB, yTBepkAeHHbIE (coriacoBanubie) OIIK wmmm
rocyJapcTBEHHBIM apxuBoM cyObekTa Poccuiickoit ®epepanuu (MyHHUIMIAIbHBIM
apXHBOM) B ClTy4ae HaJEJICHUS €T0 COOTBETCTBYIOIIUMH MOJHOMOYHUSIMHU.

4.7. OpranusyeT mnepenady aoKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®denepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYJaPCTBEHHBIN (MYyHUIIUIIATBHBIN) apXUB.

4.8. Opranusyer U MPOBOAMUT IKCIEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMeHHbIX (cBbimie 10 ner)
CPOKOB XpaHCHUS, HAXOAIIMUXCA HA XPAaHEHUH B apXHUBE IIKOJBI B IEJIAX OTOOpa JOKYMEHTOB
JUIsl BKJIIOYeHHUs B coctaB ApxuBHOro ¢onaa Poccuiickoit ®enepanuu, a TakKe BBISIBICHUS
JTOKYMEHTOB, HE TOJICKAIINX JallbHEHIIIEMy XpaHEHUIO.

4.9. VYyactByer B paboTe OKCHEPTHOW KOMHCCHM OpraHU3allid, OCYLIECTBISIONIEH
00pa3oBaTeNbHYIO JIEITEIbHOCTb.

4.10. IIpoBoaUT MepoONpUITHS MO 00ECIEUEHUI0 COXPAHHOCTU JTOKYMEHTOB, HaXOASIIMXCS Ha
XpaHEHUH B apXUBE OpraHU3alliy, OCYIECTBISIONIEN 00pa30BaTENbHYIO JESITENbHOCTD.

4.11. Opranuszyer uHPOpMUpOBAHHE AJAMHUHHCTPAlMM U PAOOTHHUKOB IIKOIBI O COCTaBe U
COJICp)KaHWU JIOKYMEHTOB apXvWBa OpPTraHM3alMH, OCYIICCTBIIONIEH 00pa3oBaTeIbHYIO
JIeATEIbHOCTb.

4.12. NadopmupyeT NOJIB30BaTEIICH 110 BOIIPOCAM MECTOHAXOXK/ICHUS apPXUBHBIX JOKYMECHTOB.
4.13. Opranu3yeT BblAauy JOKYMEHTOB U JIed JUisl paboThl B YUUTEIBCKON WM BO BPEMEHHOE
IIOJIb30BaHUE.

4.14. VcnonHseT 3ampochl OpraHU3aluil W 3asBICHUS TpaKAaH 00 yCTaHOBJICHHH TPYIOBOTO
CTa)ka U IPyTUM BOIIPOCaM COLIMAJILHO-IIPABOBOI'O XapaKTepa, B YCTAHOBJIEHHOM MOPSIIKE BbIIAET




KOIHUU JJOKYMEHTOB U apXUBHBIE CITPABKH.

4.15. Benet y4eT UCIOIb30BaHUS JOKYMEHTOB apXHBa 00pa30BaTeIbHON OpraHU3aIliH.

4.16. Coznaet (hoH MOTB30BaHUS apXUBA IIKOJIBI U OPTaHU3YET €ro UCIOIb30BaHHE.

4.17. OcymiecTBisieT BEACHHE CHPABOYHO-MOMCKOBBIX CPEACTB K JAOKYMEHTaM IIKOJIBLHOTO
apxuBa. Co3/aer, NOMOJIHSAET U COBEPUICHCTBYET HAYYHO-CIIPABOYHBIN anmapaT K XpaHsSIUMCs B
apxuBe JejlaM U IOKyMEHTaM.

4.18. YuactByeT B pa3paboTke JOKyMEHTOB OpPraHU3allid, OCYIIECTBIISIONICH 00pa3oBaTeIbHYIO
JESITENIbHOCTD, [10 BOIIPOCAM apXHUBHOTO Jieia U JAeJIONPOU3BOACTBA.

4.19. Oxa3pIBa€T METOJIUYECKYIO MIOMOIIIb:

* cnyx0e JelonmpouM3BOACTBA  IIKOJBI B  COCTABJICHMM HOMEHKIATypbl  Jell,
dbopMupoBaHUU U OPOPMIICHUU €], KOHTPOJIUPYET MPaBUIBLHOCTH (OPMHPOBAHUS U
odopmIleHHus Jel B AeIONPOU3BOICTBE;

* CTPYKTYPHBIM TMOJpa3JeieHUsIM W PaOOTHHUKAM IIKOJbI B MOATOTOBKE JOKYMEHTOB K
nepeaaye B apXuB OpraHU3aliK, OCYUIECTBIAIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

4.20. YyacTByeT B MNPOBEICHHUM MEPONPHUATHN IO TMOBBIIICHUIO KBaJH(PHUKAIUU pPAOOTHUKOB
apXuBa U CIIy>KObI JIEJIONPOU3BOCTBA 00pa30BaTEIHLHON OpraHU3aI|H.

5. IIpaBa apxuBa

s bINOIHEHUS 8O3IOHNCEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3d APXUs, umeem npaso:
5.1.  TlpenctaBnsTh  AUPEKTOPY  OpPraHU3AIMH, OCYIIECTBISAIOMEH  00pa3oBaTEIbHYIO
NEATEIBHOCTh,  NPEMJIOKEHUS [0  COBEPLIEHCTBOBAHMIO  OPraHM3alUu  XpaHEHus,
KOMIIJIEKTOBAHMsI, y4€Ta ¥ UCIOJIb30BAHMUS aDXUBHBIX JOKYMEHTOB B apXUBE LIKOJIBI.

5.2. KouTponupoBaTh BBIOJHEHHE YCTAHOBJICHHBIX NpPaBUI pPa0OTBI C JIOKyMEHTaMH B
CTPYKTYPHBIX  TNOApa3[eNeHHsX  OpraHu3allid,  OCYLIECTBISIOIIEH  00pa3oBaTelIbHYIO
JeATEIbHOCTD.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX TIOJApa3AciieHUH W pPAaOOTHUKOB IIKOJBI CBEICHUS,
HEoOXouMbIe AJIsi pabOThl apXUBa, C yU4ETOM OOECIEUeHHs BBIMOJIHEHHUS BCEX BO3JIOKEHHBIX Ha
apx¥B 3a/1a4 U PYHKINH.

5.4. [laBaTh pa3bsACHEHUS M PEKOMEHJALMM I10 BONPOCAM, BXOIAIIUM B KOMIIETCHLHIO apXHBa
OpraHM3aIiy, OCYLIECTBIISIONIENH 00pa30BaTENIbHYIO AESITEIbHOCTb.

5.5. UnbopmupoBath CTPYKTypHbIE MOAPA3JEICHUS ULIKOJbI O HEOOXOAMMOCTH Iepenayu
JIOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKACHHBIM IPAPUKOM.

5.6. llpuHumaTh yuyacTHe B 3acelaHusAX HKCHEPTHOM KOMHCCHM 0011e00pa3oBaTeIbHON
OpraHM3alMM, a TaKKe B OKCIEPTHO-NPOBEPOYHOM KOMHUCCHHM YIOJIHOMOYEHHOTO OpraHa
UCIIOJIHUTENbHOM BIacTH cyOnrekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jiena.

6. OTBEeTCTBEHHOCTD 32 (PYHKIIMOHMPOBAHNE APXHUBA
6.1. HaznaueHHOC IPUKA30M AUPEKTOPA IIKOJIBI JUII0, OTBETCTBSHHOE 33 BSACHME apXHBa, HECET
IIEPCOHAIBLHYIO OTBETCTBEHHOCTH 34

* BBINIOJHEHUE BO3JIOKEHHBIX HA apxXWB 3a7ad W (QYHKIWA B COOTBETCTBUU C
JEUCTBYIOIUM 3aKOHOAATENLCTBOM Pocculickoit denepanuu;

* oOpra"muzanuio paboThl apXWBa, CBOEBPEMEHHOE M KBAIU(DHUIIMPOBAHHOE BBIMOJHEHUE
MIPUKA30B, PACIOPSHKEHUH, MOPYUYEHHUHM BBILIECTOSIIETO PYKOBOJCTBA, ACHCTBYIOLIUX
HOPMAaTHUBHO-TIPABOBBIX aKTOB IT0 CBOEMY MPOPIITIO IEATEITHHOCTH;

* pamuoHaibHOe U 3(P(PEKTUBHOE WCMOIb30BAHUE MATEPUANbHBIX, (UHAHCOBBIX H
KaJpOBBIX PECYPCOB;

* COCTOSIHUE TPYAOBOW M HCIIOIHUTENBCKON TUCHHUILUIMHBI B apXUBE, BBINOJHEHUE CBOMX
(YHKIMOHATBHBIX 0053aHHOCTEH;

* CcoOmOJIeHNEe TPaBUI BHYTPEHHErO pacmlopsika, CAHUTAPHO-IIPOTHUBOIMUIEMHUIECKOTO
pexuMa, TPOTUBOIIOKAPHON OE30MACHOCTH M TEXHUKH 0€30MMacHOCTH;

* BEJCHUE JOKYMEHTAllMu, MPEeAyCMOTPEHHOW NIEWCTBYIOIIMMH HOPMATUBHO-IPABOBBIMU
JTOKYMEHTaMU;




* IPENOCTaBICHUE B YCTAHOBJICHHOM IIOPSAKE JOCTOBEPHOM CTaTUCTUYECKOM M HMHOU
MH(pOpMALUU O AEATEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K paboTe B YCIOBUSAX UPE3BbIYANHBIX CUTYAIUH.
6.2. OTBETCTBEHHBIE 3a BEICHUE JCIONPOU3BOACTBA, MOATOTOBKY U MPEJCTABICHUE JOKYMEHTOB
Ha XpaHEHWE B apXWB, HA3HAYAIOTCA JUPEKTOPOM OpraHU3alUy, OCYLIECTBIISAIOLIEH
00pa30BaTENbHYIO JESATEIbHOCTD.
6.3. KoHTpOsb AEATENBHOCTH apXHMBa OCYIIECTBISET AUPEKTOP OpPraHU3alli, OCYIIECTBIAIOIEN
00pa30BaTENbHYIO JESATEIbHOCTD.

7. KoMmIuiekTOBaHHe apXuBa

7.1. TloaroroBka JDOKYMEHTOB K Iepejaue B apXuWB 0Opa30BaTENbHON OpPraHU3allMH BKIIOYAET
9KCHEPTU3y HAyYHOW M MPAKTUYECKOH LIEHHOCTH JOKYMEHTOB, O(hopMieHME Jell, COCTAaBICHHE
OIHCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yenHocmu OOKYMEHMO8 — OIPEAEICHNE LEHHOCTH IOKYMEHTOB C LEJbIO
0TOOpa UX Ha XpaHEHHUE U YCTAaHOBJIEHUE CPOKOB XpaHEHHsI. DKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB B
00pa3oBaTeNbHON OPraHU3aIMH OCYIIECTBIISIET OCTOSHHO JACHCTBYIONIAs SKCIIEPTHAS KOMHUCCHSI.
7.2.2. Dxcnepmuas komuccus Ha3HAYaeTCsl MPUKA30M JUPEKTOpa MIKOJIbL. B coctaB DkcnepTHOM
KOMHCCHU BKIIIOYAIOT HE MEHEE TPEX COTPYAHMUKOB, B TOM YHCJIEe B 0053aTEIbHOM MOPSIKE JIUIO,
OTBETCTBEHHOE 3a BEJEHHE apXuBa IUKOJIbI, W AUPEKTOP MYHHUIMIIAIBHOTO apxuBa (1O
coryacoBanuio). CekperapeM OKCIEpPTHOM KOMHMCCHMHU HA3HAYaIOT CEKpeTapsi 0Opa3zoBaTeIbHOMN
OpraHu3aluu. DKCIepTHas KOMUCCHS Ha 3aCeIaHUsAX pacCMaTpUBAET: HOMEHKIIATYpY JeJl HIKOJIBI,
OIMCH /1] TIOCTOSIHHOTO XPAHEHUS U 10 JIUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIIEISIEMbIE K
YHUUYTOXKEHHUIO.

7.3. Odbopmnenue nen

7.3.1. Jlena NOCTOSHHOTO XpaHEHWs MOJALIMBAIOTCS B TBEPAYIO OOJOKKY CYpOBBIMH HHUTKaMHU.
JIucTel HyMepylOTCsl B MPAaBOM BEPXHEM YTy MPOCTHIM KapaHpamom. KoindecTBo 1HMCTOB B
KaXXJOM JieJie He JOJDKHO mpeBblmath 250. B koHIE aena Ha OTAENBHOM JIUCTE COCTaBIISETCS
3aBepUTEIbHASI HAATUCH.

7.3.2. Ha o0noxxke e IMOCTOSHHOTO XPaHEHUS IOJDKHBI OBITH TPOCTAaBIICHBI CIIEIYIOIINE
PEKBU3UTHI:  TOJHOE  HAaMMEHOBAaHUE  BBIIECTOALICH  OpraHu3alud,  HauMEHOBaHHE
00pa3oBaTeNbHONM OpraHM3aliyd, HoMep (WMHACKC) Jeia MO0 HOMEHKJIAType, 3arojoBOK Jelna,
KOJINYECTBO JIMCTOB, CPOK XPAHEHUsI WIIM OTMETKA «XPaHUTh MOCTOSHHO», HOMep (oHna, onucH,
Jena.

7.3.3. Ilo OKOHYAaHUU AETONPOU3BOACTBEHHOIO rojia B 0(popMIIeHHbIE 00JI0KKHU JIeJT TOCTOSIHHOTO
XpaHEHUsI BHOCATCA  HEOOXOAMMBIE  yTOYHEHMS: B  3aroJIOBKM  JI€N,  COJEprKalluX
pacropsiauTeNbHble JOKYMEHTHI (TpHKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €cClId Jelo C
NEPENHUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaX/10M TOME yKa3bIBA€TCsl KOPPECTIOHEHT, aBTOP,
TEeppPUTOpUS, APYrHe JaHHble. B Kaxx1oM ToMme ykasbiBaeTcs Aara (YMCIIo, MEcCsll, Ioj) Havaja U
OKOHYAHUS JIaHHOTO ToMa. TOuYHbIE JaThl MPOCTABIAIOTCS Ha OOJOXKax JUIsl ObICTPOro MOMCKa
JOKYMEHTOB B TIOCJIEIYIOLIEM; U3 3aBEpUTENbHONW HaJMMCU Ha OOJOXKKY Jefla BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Haanucu Ha 00J0XKKax [JeJI IMOCTOSIHHOTO M JOJTOBPEMEHHOIO XpaHEHUs CledyeT
IPOU3BOJUTH YETKO, CBETOCTOMKUMHU YEPHUTIAMHU.

7.3.5. JIns ydera KOJMYECTBa JIUCTOB B Jiel€ M (PUKCALMM OCOOCHHOCTEH MX HyMepaluMu Ha
OTJIEIIbHOM JINCTE COCTABIISETCS 3aBEPUTENbHAS HAAIUCh.

7.3.6. B 3aBepuTeNbHON HAANUCU YKa3bIBaeTCs KOJUYECTBO JMCTOB (LM(paMU U MPONUCHIO) B
nene. 3aBepuTeNbHas HAAMNCh MOJIMUCBHIBAETCS COCTaBUTENIEM C YKa3aHHEM €ro JOJDKHOCTU U
JIaThl COCTABJICHHUS.

7.3.7. BHyTpeHHssI ONUCh COCTAaBJISIETCS K JIeJlaM MOCTOSIHHOTO U JOJroBpeMeHHoro (cBbiiie 10
JeT) cpoKa XpaHeHHs, CPOPMHUPOBAHHBIM IO PAa3HOBUIHOCTSAM JIOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE pacKphIBalOT KOHKPETHOE COEpkKaHUE JTOKYMEHTOB (0c000 IIEHHbIE, TUYHBIE JIea U Jp.).




7.4. Onucanue JOKYMEHTOB IMOCTOSTHHOTO CPOKa XPAaHEHHUS.

7.4.1. Onucu COCTaBISIOTCS pa3feidbHO Ha Jejia IOCTOSHHOTO XPaHEHHS 10 OCHOBHOM
JeATEeTbHOCTH U Ha JIeJIa IO TUYHOMY COCTaBy.

7.4.2. OnucH COCTaBISIOTCS JETONPOU3BOIUTEIIEM.

7.4.3. Onuch BeeTcs B €IMHOM BAJIOBOM HyMEpalLlUU B TEUEHNUE HECKOJIBKHX JIET.

7.4.4. Ha nena ¢ HCTEKIIMM CPOKOM XPAaHEHHS COCTABIISICTCS aKT 00 YHUYTOXKEHUHU.

7.4.5. Tlo oOKOHYaHWUHW JEIONMPOU3BOACTBEHHOTO To/Ja B 00pa30BaTENbHON OpraHU3aIluu
MPOU3BOJIUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CpOKa XpaHEHUS IJIsl BKJIIOYEHHSI UX B OIUCH.
Onuch COCTOMT W3 TOJIOBBIX pa3lleJioB, BHYTPUM Troa JieJla paclojiaraloTcsi MO CTENeHU
3HaYUMOCTH C Y4Y€TOM HOMHUHAJIBHOIO MpUHIUNA (B COOTBETCTBUM C HOMEHKIATYpOil
0011eo0pa3oBaTeIbHON OpraHU3aIiN ).

7.4.6. Onucu COCTaBISIOTCS pa3feidbHO Ha Jejia IOCTOSHHOTO XpaHEHHsS 10 OCHOBHOM
JeATEeTbHOCTH U Ha JIeJia IO TUYHOMY COCTaBy.

7.4.7. OnucH COCTaBISIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOTO XpaHeHUs] 0(hOPMIIIOTCS YIIPOLICHHO: OHU HE TO/IINBAOTCS, TUCTHI B HUX
HE HYMEpYyIOTCs, YTOUHEHHE Ha O0JI0’KKAaX HE MPOU3BOJUTCS, ONMKCH Ha Jiela He COCTaBJISIOTCH,
y4eT BeIeTCs IO HOMEHKJIaType Jiedl.

8. Yci1o0BuSI XpaHeHHsI JOKYMEHTOB apXUBa
8.1. JIokyMeHThI apXuBa XpaHIATCS B apXUBOXPAHIINILE 00111e00pa30BaTeIbHON OpraHnu3aIiy.
8.2. He nomyckaercst pa3MelleHue apXuBa B MOABATBHBIX U YEPJAUHBIX TTOMEIIEHHUX IIKOJIbI.
8.3. ApXuBOXpaHWIHUIIE JOKHO OBITh yAaJeHO OT JIaOOpaTOPHBIX, MPOU3BOJCTBEHHBIX, OBITOBBIX
MOMEIICHUH ¥ HE UMEeTh OOIIMX C HUMU BEHTHISIIIUOHHBIX KaHAOB. APXHUBOXPAHWIHIIE OTACISACTCS
OT COCEJHMX IOMEIEHUN HECropaeMbIMU CTEHAMHU U MEPEKPBITHSIMH C MpeelaMi OrHECTONKOCTH
HE MEeHee JBYX 4acoB. B apXuBoXpaHWIHMIIE HE JOIMyCKAaeTCs MPOKIaAKa TPyO BOJOCHAOXKEHUS U
KaHAJIN3alUH, TEXHOJIIOTUIECKUE WITH OBITOBBIE BBIBOJIBI BOBI.
8.4. ApxXuBOXpaHWIHUIIE [OKHO HUMETh €CTECTBEHHYI) WM HCKYCCTBEHHYIO BEHTHIISIIUIO,
o0ecrevyrBaroIlyo pELUPKYISALIUI0 BO3AyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIaKHOCTHOTO pEeXUMa.
8.5. Bce mocrymaromue B apXuB 00pa3oBaTENbHONW OpraHHW3alMM JOKYMEHTHI pa3MelaloTcs B
ApPXMBOXPAHWININIAX HA CTAMOHAPHBIX W/WIM TEPEIBIKHBIX METAUTMYECKAX CTeJUIakKaxX, B
METATUYECKHX IKadax Wik KOHTEHHEpax.
8.6. Crenaxu JOJKHBI OBbITh YCTAHOBJIEHBI MEPIIEHANKYJISIPHO CTEHaM C OKOHHBIMU IIPOEMaMHu, a B
MoMeIeHuu 0e3 OKOH - ¢ y4eTOM OCOOCHHOCTeW momelmieHus W obopyaoBanus. He momyckaercs
pa3MeleHe cTeIaXell BIVIOTHYIO K Hapy>KHBIM CT€HaM 3JjaHus U K UICTOYHUKAM TeIuia.
8.7. PaccraHoBka cremnaxkedl M 1mIkadoB OCYIIECTBISETCS B COOTBETCTBHM CO CIEAYIOUIUMU
TpeOOBaHUSAMU:

*  paccTosiHUE MEXIy psAaamMH cTesuiaxeil (T1aBHbIN mpoxona) — He MeHee 120 cwm;

* paccrosinue (IPOxX0J1) MEXAY CTEUIaKaMH — HE MeHee 75 cM;

*  paccTOsiHUE MEXKIYy Hapy>KHOM CTEHOM 3[aHUs U CTEIUIaKaMU, MapayljieIbHBIMU CTEHE — He

MeHee 75 cm;
*  paccTOsIHHE MEX]y CTEHOU U TOPIIOM CTesia)ka uiy 1mkada (06xon) — He MeHee 45 cM;
* paccTOsiHHME MEXJy IOJOM M HUXKHEHW monkoil cremnaxa (mkada) — He MeHee 15 cm, B
LIOKOJIBHBIX ATaxkax — He MeHee 30 cm.

8.8. IlpoTuBomokapHblii pEXUM B 3AaHUAX, TJ€ pa3MeEIlaeTcs apXuB IIKOJbl, U B
aApXMBOXPaHWINIIAX YCTAaHABIMBAECTCA B COOTBETCTBUU ¢ [IpaBuiamMu IpOTHUBOMOKAPHOTO PEKHUMA B
Poccutiickoit ®enepannu ot 16 centsiopst 2020 roma Nel1479.
8.9. ApXuBHbIE IOKyMEHTHI CIIeZlyeT XpaHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT JEHCTBHUS CBETa 0OECIIEYNBACTCS XPAHEHUEM JIOKYMEHTOB B KOPOOKaXx,
nankax M neperierax, B mkadax Uil Ha CTeJIaXkax 3aKphITOro THIIA.
8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEIICHUSI B KHUTOXPaHWIHINAX JOJKEH COCTaBATh HE MeHee 100
JIIOKC.
8.12. B apxuBOXpaHWJIUIIE JJIs XPAHEHUS JIOKYMEHTOB YCTaHAaBJIMBAIOTCS CJIEAYIONIME MapaMeTpbl




TeMIepaTypPHO-BIAKHOCTHOTO PEXKUMA:
*  JUIA XpaHEHUs JOKYMEHTOB Ha OyMa)KHOM HocuTese — Temriepatypa 17-19°C, oTHocuTenbpHas
BJI&KHOCTH Bo3ayxa — 50-55%.
8.13. Tlomemenuss apxuBa 00pa3OBaTENbHOW OPTaHM3AIMU JIOJDKHBI COJEPIKATHCS B YHUCTOTE, B
YCIIOBUAX, UCKIIIOYAIOIHUX BO3MOKHOCTDH IOSABJICHUS IINICCCHU, HACCKOMBIX, IIBLIHN.

9. 3akyII0YUTeIbHbIE MOJ0KEHUS

9.1. Hacrosmee IlonoxeHue sBISIETCS JOKalIbHbIM HOPMAaTHBHBIM AaKTOM, NPHUHUMAETCS Ha
O6meM cobpanuu pabOTHUKOB IIKOJBI U yTBEpXKAaeTCs (MO0 BBOIUTCS B JCHCTBHE) MPUKA30M
JTUPEKTOpa OpraHu3allli, OCYIIECTBISAIONIe 00pa30BaTeIbHYIO JEATEIbHOCTD.

9.2. Bce u3MeHeHHMsI M JOIOJIHEHUS, BHOCHMBIE B Hacrtosimiee llomoxkenue, odopmisiorcs B
NMUCbMEHHOW (QopMe B COOTBETCTBHU JEHCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoi
denepauuu.

9.3. Tlonmoxenue 00 apxuBe o0O0MIC00Opa30BaTEILHON OpraHU3AMM NPUHUMAETCS Ha
HEOIpeeNeHHbId CpOK. M3meHeHus u nononHeHus: K [1oy0keHHI0 MPUHHUMAIOTCS B MOPAJKE,
npeaycMoTpeHHoM 11.9.1. mactosimero [lonoxenus.

9.4. Tlocne npunstust IlonoxeHus (WM U3MEHEHUN M JOMOJHEHUU OTAENbHBIX IMYHKTOB M
pa3zenoB) B HOBOM peJakly IpeablIylas pelakiis aBTOMaTHUECKH yTPauyuBaeT CUITY.



