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1. O0mue moJioKeHust
1.1. Hactosmee [lonoxenue pazpabotaHo Ha ocHOBaHUU [IpumMepHOro mosjoxeHus
00 apxuBe OpraHM3aluu, YTBEPXKICHHOrO MpukazoM @denepaibHOr0 apXUBHOTO
areHtcTBa Ne 42 ot 11 anpensa 2018 rona, B coorBeTcTBur ¢ DegepaibHbIM 3aKOHOM
Ne 273-®3 or 29.12.2012 roga «O0 obOpa3oBanuu B Poccuiickoit Penepauun,
[Tpukazom MunkynbTypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBepx’ACHUM ITPaBUII
OpraHu3allid XPaHEHHUs, KOMIUIEKTOBaHUS, ydyeTa M MCIOJIb30BAHUSl JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii denepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B
opraHax TroCyJapCTBEHHOM BIJIaCTH, OpraHax MECTHOIO CaMOYMpPABJICHUS U
opranuzanusx», YcraBoM MBOY «l'oppanu-FOprosckas CII» (mamee — mikorna,
ob1eo0pa3zoBaTebHast OpraHU3aINsl).

1.2.  Jlamnoe IlomokeHue ompenesnser CcoCTaB JOKYMEHTOB  apXuBa
00111€00pa30BaTeIbHONM OpPraHU3alMd M YCJIOBHS HMX XpAHEHUs, YCTaHABIIMBAET
3aJlaud, Ha3HauyeHWe U (PYHKIMM IIKOJIBHOTO apXuBa, peErlaMEHTUPYET
JeATEIIbHOCTD JIUIla, OTBETCTBEHHOIO 32 BEJICHUE apXUBa.

1.3. JIOKyMEHTBI WIKOJIbI, MUMEIOIIUE HCTOPUYECKOE, KYJIbTYpHOE, HAay4dHOE,
COLMAJIbHOE, OSKOHOMHMYECKOE M  MOJUTHYECKOE  3HAYEHHUE, COCTaBISIOT
rocyJapcTBeHHYI0 4dactb ApxuBHOro (onga Poccuiickoit denepanuu, sBIAIOTCS
COOCTBEHHOCTBIO TOCYJapCTBAa U  TMOJIEKAT TIOCTOSHHOMY XpAaHEHUIO B
roCcyAapCTBeHHbIX apxuBax Poccuiickot @enepauuu. [lo nepemaun Ha
rOCyJIapCTBEHHOE XpaHEHUE JaHHbIC JOKYMEHThl BPEMEHHO XpaHSATCS B
00111€00pa30BaTeIbHON OpraHU3ALIMH.

1.4. B mkone s XpaHeHUS JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit
denepaui ¥ 3aKOHYEHHBIX AEJIONPOU3BOJCTBOM JOKYMEHTOB MPAKTHYECKOIO
Ha3HAuYCHUs, UX OTOOpa, ydera, HCIOJb30BAaHHS M TOJATOTOBKH K TMepeaadye Ha
rOCyJIapCTBEHHOE XPaHEHUE CO3JAETCS APXUB.

1.5. ApxuB cO3/1a€TCsl KaK CaMOCTOSITEILHOE MOJIpa3/iesIeHHe, BO3TIIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 3a BEJCHUE apXUBa COIACHO MPUKA3Y JTUPEKTOPA IIKOJIBI.

1.6. [llxoma  obecreuynBaeT  apXWB  HEOOXOJAMMBIM  TOMEIICHUEM,
000pyI0BaHUEM U KaJI[paMHu.

1.7. O6meoOpa3oBaTebHas OpraHu3ais 00eCIeUnBaET COXPAHHOCTh, yYerT,
oTOOp, VYMHOPSAIOYEHHE U UCIOJIb30BAHUE JOKYMEHTOB ApXHMBHOro (oHa
Poccuiickoii ®enepannu, obOpasyromuxcs B ero jaesTenbHocTd. ObecrieunBaeT
CBOEBPEMEHHYIO Mepeiauy 3TUX JJOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHEHHUE.

1.8. Bce paboThl, CBsI3aHHBIEC C MOJTOTOBKON, TPAHCIIOPTUPOBKOM U Mepenayueit
apXUBHBIX IOKYMEHTOB, MPOU3BOASTCS CUJIAMH U 33 CUET IITKOJIBI.

1.9. 3a yrpary m mopuy H0KyMeHTOB ApxuBHOro (HoHmaa Poccuiickoi
deaepanuy TOTKHOCTHBIE JTUIA IKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JEUCTBYIOIIUM 3aKOHOJATEIHCTBOM.



1.11. HIkonpHBIA apxuB pabOTaeT COTJacHO TIUIaHY, YTBEPKIAEMOMY
JTUPEKTOPOM 00111e00pa3oBaTeIbHON OpraHu3allii, ¥ OTYUTHIBACTCS NEpel HUM B
CBoOeEH paborTe.

1.12. KoHTpoJib AEATEIBHOCTH apXUBa OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

2. CocTaB 10KYMEHTOB apXHBa
2.1. B IKOJILHBIA apXUB MTOCTYIIAIOT:

* 3aKOHUYCHHBIC JEJIONPOU3BOJCTBOM IIKOJBI JOKYMEHTBl TMOCTOSIHHOTO
XpaHeHus, oOpa3oBaBIIMECS B JCATEIBHOCTA CTPYKTYPHBIX IOJpPA3ACIICHUN,
JIOKyMEHTBhl BpeMeHHoro (cBbimie 10 JeT) cpoka XpaHEHus, HEOOXOAHMbIE B
MPAKTUYECKOMN ACSITEIIbHOCTH, JOKYMEHTHI TI0 KaJpaM U 00yJarouuMcCs;

* JIOKYMEHThI TOCTOSIHHOTO XPaHEHHS U MO JIMYHOMY COCTaBy OpraHHU3alluii-
MPEAIIECTBEHHUKOB;

* JMYHbIE (DOHJBI BETYIINX PAOOTHUKOB IIKOJIbI, TIOCTYUBIINE B aPXUB,;

* CIIy’)KeOHBIE U BEJIOMCTBEHHBIC U3/IaHUS;

* CHpPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKYMEHTaM M YYETHbIE JOKYMEHTHI
ApXuBa WIKOJBI.

2.2. Cpoku XpaHEHHsI IOKYMEHTOB B apXHBe OOpa30BaTEIbHOW OpraHU3AINU
ONPEIENSAI0TCSA COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIAType JE.

3. 3agaum apxuBa
3.1. OCHOBHBIMH 33JIaYaMH aPXHBA SIBJISIOTCS:

3.1.1. Opranuzanus XpaHEHUS JTOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTPEH
pazaenom 2 Hacrosiero [TomoxeHus.
3.1.2. KommnexkroBanue apxmuBa JTOKYMEHTaMH, 00pa3oBaBIIMMHUCS B
JNEATCIIBHOCTHU IIKOJBI.
3.13. VYuer, o0ecrneuyeHHe COXPAHHOCTH, CO3JaHUE HAYYHO-CIPABOYHOTO
amraparta.
3.1.4. Hcnonwp3oBaHHS JOKYMEHTOB, HAXOIAIINXCS HA XPAHCHUN B apXUBE IIKOJIBI.
3.1.5. TloaroroBka M CBOEBpEeMEHHas Iiepenada JOKYMEHTOB ApXuBHOro ¢GoHaa
Poccuiickonn ®enepanmn  Ha TOCTOSHHOE XPAaHEHHWE B  TOCYAApPCTBEHHBIN
(MYHUITUTIAJIEHBINA ) apXUB.
3.1.6. Meroauyeckoe pPYKOBOACTBO M KOHTPOJb 3a (OPMHUPOBAHHEM U
ohopMIIEHHEM JIeJT B JICJIONPOU3BOCTBE IIIKOJIBI 1 CBOEBPEMEHHOM Tepeiaueii ux B
apXxuB 00pa3oBaTEIbHON OpraHU3aIuy.

4. DyHKIIUM apXUBA

B cOoOTBETCTBHYM C BO3JIOKEHHBIMHU 33/1a4aMU apXUB OCYIIECTBISAET CICAYIOLINE

(I)YHKI M.

4.1. OpranusyeT npueM JIOKyMEHTOB MOCTOSIHHOTO U BpeMEHHbIX (CBbimie 10
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JET) CpOKOB XpaHEHWs, B TOM 4YHUCIE MO KaapaM H 0o0ydaroummcs,
00pa30BaBIIUXCA B JEATEIBHOCTU IIKOJbI, B COOTBETCTBUU C YTBEPKIECHHBIM
rpaduKoM.

4.2. OOecnieynBaeT COXPAHHOCTh M BEAET Y4YeT JOKYMEHTOB U (hOHIOB,
HAXOJSIINXCS Ha XpaHEHUH B apXuBe 00111e00pa30BaTeIbHON OpraHU3aliH.

4.3. TlpencraBiser B roCcyJapCTBEHHBIM (MYHULIMMAIbHBIN) apXUB YYETHBIC
cBelleHUsT 00 00BeME M COCTABE XPAHSIIMXCS B apXUBE IIKOJbI JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickori denmepanuu U Ipyrux apXWBHBIX TOKYMEHTOB B
COOTBETCTBUM C TMOPSAKOM TOCYJApCTBEHHOIO Yy4Ye€Ta JTOKYMEHTOB ApPXUBHOTO
dbonna Poccutickoit @enepanumu.

4.4. CucteMaTH3UpyeT U pa3MellaeT JOKYMEHThI, TOCTYIAIONINE HAa XpaHEHUE
B IIKOJIbHBIM apXWB, OOpa30BaBIIMECS B XOJ€ OCYIIECTBIEHHUS AESTEIbHOCTH
IITKOJIBI.

4.5. PazpabateiBaeT rpadukd MPEJACTABICHHUS OMNUCEH Ha PaCcCCMOTPEHUE
HKCIIEPTHO-TIPOBEPOYHON KOMHMCCHUHM M TEpefaud AOKYMEHTOB ApPXHMBHOro (QoHaa
P® Ha xpaHeHue B rocy/1apCTBEHHBIN (MYHHUIIMTIATBHBIN) apXUB.

4.6. OCyIIEeCTBISET MOATOTOBKY U IPEICTABISET:

* Ha PACCMOTPEHHME U COTJIACOBAHHUE SKCIIEPTHON KOMHUCCHUM IIKOIbI OMHUCHU

JieJ1 TOCTOSTHHOTO XpaHEHHUsI, BpeMEHHBIX (CBbIlIE 10 J€T) CPOKOB XpaHEHUs, B TOM
Yyucie Mo KajgpaM U o0y4arolUMCs, a TaK’Ke aKThl O BBIACICHUU K YHUUYTOXKEHUIO
apXHUBHBIX IOKYMEHTOB, HE MOUICKAIINX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX TOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKIECHUE DKCIEPTHO-IIPOBEPOYHON KOMHMCCUHU YHOJIHOMOYEHHOTO
opraHa HCIOJHUTEIbHOW BiacTu cyObekTta Poccuiickoit deneparuu B cdepe
apxuBHoro aena (maiee - DIIK apXUBHOTro yupeKIeHHs) ONUCH JI€]T TOCTOSTHHOTO
XPaHEHHUS;

« Ha coryacoBanue OIIK apxuBHOro yupexnaenus cyowbekra Poccuiickoi
Oenepauun  (MyHULIMOAIBHOTO  apXwBa), B  Cly4a€  HAJCJICHUS  €T0
COOTBETCTBYIOIIMMH MOJHOMOYUSIMH, OMTUCH JI€JT TIO JINUHOMY COCTaBY;

« Ha cormacoBanue OJIIK apxuBHOro yupexaenus cyonbekra Poccuiickoit
denepann  (MYHHIIMNIAILHOTO  apXWiBa), B  Cjlydae  HaJElEeHUS  €ro
COOTBETCTBYIOIIMMH TOJTHOMOUYHUSMH, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O
HEHUCIPABUMBIX MOBPEKICHHUSIX apXUBHBIX JOKYMEHTOB;

* Ha YyTBEpXKIEHUE TUPEKTOPY IIKOJIbI OMUCU €] MOCTOSIHHOTO XpaHEHWUS,
OonucHu BpeMeHHbIX (cBbilIe 10 J€T) CpOKOB XpaHEHUs, B TOM YUCIIE OMUCH JEJ O
KaZpaM U OO0OydYarouuMcs, akTbl O BBIJEJICHUM K YHHUTOXEHUIO ApPXUBHBIX
JIOKYMEHTOB, HE TMOJUICKAIINX XPAaHEHWIO0, aKThl 00 yTpaTre NOKYMEHTOB, aKThI O
HEHUCIPAaBUMBIX  MOBPEKICHUSAX  APXUBHBIX  JOKYMEHTOB, YTBEPXKICHHbIC
(cormacoBannbie) OIIK unm rocygapcTBeHHBIM apXMBOM cyObekTa Poccuiickoit
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Oenepann (MyHUIIMIIATIBHBIM ~ apXWBOM) B ClOydae  HAACJICHHUS €0
COOTBETCTBYIOIIMMU MOJHOMOYHUSIMHU.

4.7. Opranusyer nepefady ITOKyMeHTOB ApxuBHoro ¢onma Poccuiickoi
®depepanii Ha TOCTOSHHOE XpaHEHHWE B TOCYAAPCTBEHHBIN (MYHHUIIUMIAILHBIN)
apXuB.

4.8. Opra"usyer U MPOBOJIUT IKCIEPTU3Y IEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBermre 10 y1eT) CpOKOB XpaHEHUSI, HAXOIANIUXCS HA XPAaHCHUH B apXWBE IITKOJIBI B
Heasix orbopa JTOKYMEHTOB JUIsl BKIIOUYEHHS B COCTaB ApxXUBHOTO (oHaa
Poccuiickoit ®enepanuu, a TakKe BBISBICHHUS JOKYMEHTOB, HE MOJICKAIIUX
JajJbHEUIIEMY XpaHEHUIO.

4.9. YyactByeT B paboTe IKCIIEPTHON KOMUCCHUHU.

4.10. TIpoBoauT MeponpuATUS MO 00ECIEUYEHUI0 COXPAHHOCTH JTOKYMEHTOB,
HaXOJISIIIUXCS Ha XPAaHCHUH B apXHBE.

4.11. Opranusyetr HHPOPMHUPOBAHUE AJMUHUCTPALIMA U pAOOTHUKOB LIKOJIBI O
COCTaBE M COJIEP’KaHUU TOKYMEHTOB apXHBa.

4.12. HWudopMupyeT moNb30BATENCH IO BOMPOCAM MECTOHAXOXKIACHUS
aApXUBHBIX TOKYMEHTOB.

4.13. Opranusyer BblJlayy JOKYMEHTOB U JieJ 1Ji1 paOOThl B YUUTEIBCKON WU
BO BPEMEHHOE TOJIb30BaHUE.

4.14. MHcnonHser 3ampochl OpraHu3allMid W 3asBICHUS TpaxaaH o0
YCTaHOBJICHHH TPYAOBOTO CTaXa M JAPYTMM BOMPOCAM COIHAIBLHO-TIPABOBOTO
XapakKTepa, B YCTAHOBIICHHOM TOPSJKE BBIJAET KOMUHU JTOKYMCHTOB M apXWBHEIE
CITPaBKH.

4.15. Beger ydeTr uCIHOIB30BaHUS TOKYMEHTOB apXuBa 00pa30BaTEIbHOU
OpraHU3alUH.

4.16. Cozmaer ¢oHA TMOJB30BAHUS apXWBa IIKOJBI W OPTraHU3yeT €ro
MCIIOJIb30BaHHE.

4.17. OcylecTBIsICT BEACHUE CIIPABOYHO-TIOMCKOBBIX CPEJICTB K JTOKYMEHTaM
IIKOJIBHOTO apxuBa. Co3/1aeT, MOMOJHAET U COBEPIICHCTBYET HAyYHO-CIPABOYHBIHI
amnmapar K XpaHsIIIMCs B apXUBE JIeJiaM U JOKYMEHTaM.

4.18. YyacTByeT B pa3paboTKe JOKYMEHTOB I10 BOIPOCAM apXHBHOTO Jiefia U
JIEJI0NPOU3BO/ICTBA.

4.19. Oka3bIBaeT METOIUYECKYIO TTOMOIIIb:

e cnyx0e Ienonpor3BOACTBA LIKOJbI B COCTABJICHUM HOMEHKIATYPHI e,
dbopmupoBaHuu U 0GOPMIICHUH JIe]I, KOHTPOJIHUPYET MPABUILHOCTh (HOPMHUPOBAHUS
1 o(popMIIEHUS A€ B JIETONPOU3BOJICTBE;

* CTPYKTYPHBIM TMOJApAa3JeNeHUsIM U paOOTHUKAaM IIKOJIbI B IOATOTOBKE
JIOKYMEHTOB K Tepe/laye B apXUB.

4.20. YyacTByeT B IPOBEICHUNA MEPOIPHUSATUN TIO TTOBBIIICHUIO KBATH(PUKAIINH
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pabOTHUKOB apXuBa U CIIYKOBbI JEIOMPOU3BOACTBA 00PA30BATEIHLHON OPTaHU3AIUH.

S. IlpaBa apxuBa

s evinonneHus 803102CeHHbIX 3a0ay U QYHKYUU JUYyo, 0meemcmeeHHoe 3a
apxue, umeem npago:

5.1. IlpencraBisiTb OUPEKTOPY, NPEIIOKEHUS IO COBEPIICHCTBOBAHUIO
OpraHM3alid XpAaHEHUsS, KOMIUIEKTOBAHUS, y4€Ta W MCIOJIb30BAHHS APXUBHBIX
JIOKYMEHTOB B apXHWBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHWE YCTAHOBJICHHBIX NPaBWI palbOThHl ¢
JIOKyMEHTaMH B CTPYKTYPHBIX MOAPA3/ICTCHUSIX IIKOJIbI.

5.3. 3anpammBarh OT CTPYKTYPHBIX MOJPA3ACICHUA U PaOOTHUKOB IIKOJIbI
CBEJICHHSI, HEOOXOAUMBIE 711 pabOThl apXUBa, C YYETOM OOECIeUEHUs BHITOJIHEHUS
BCEX BO3JIOKEHHBIX HA apXUB 33Ja4 U (PYHKIUH.

5.4. JlaBatb pa3bsCHEHMS W PEKOMEHIAMU IO BONPOCAM, BXOMSIIUM B
KOMITETEHIIUIO apXUBa IIKOJIBI.

5.5. HuadopmupoBaTh  CTPYKTYpHBbIE  MOApPA3JEICHUS  IIKOJBI O
HEO0OXOIMMOCTH MEpeaun JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM
rpaguKoOM.

5.6. Ilpunumate yyacTue B  3aCENaHUAX  OKCIIEPTHOM  KOMHUCCUU
00111e00pa30BaTeIbHON  OpraHu3alid, a TaKXke B AKCHEPTHO-MPOBEPOUYHOU
KOMHCCHUM  YIOJHOMOYEHHOIO OpraHa MCIHOJHHUTENIbHOM BIAacTU CyObeKTa
Poccuiickoit @enepannu B chepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHNE APXUBA
6.1. HasHaueHHOe NPUKA30M AMPEKTOpPA IIKOJIbI JIMIIO, OTBETCTBEHHOE 32

BCIACHHC apXnBad, HCCCT IICPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBITNIOJHEHUE BO3JIOKEHHBIX Ha apXWB 3aJlad U (YHKIIUH B COOTBETCTBHUM C
JEUCTBYIONIUM 3aKOHOAATeNbCTBOM Poccuiickon denepanuu;

* oOpraHuzaiuio padOThl apXHWBa, CBOEBPEMEHHOE U KBaTU(DUIIMPOBAHHOE
BBIMIOJTHCHUE TIPUKA30B, PACIOPSHKEHUHN, TIOPYYCHUN BBIMIECTOSIETO PYKOBOICTBA,
JEWCTBYIOIIUX HOPMATHBHO-TIPABOBBIX aKTOB 110 CBOEMY MPODUITIO IeATEILHOCTH;

* pamMoHalbHOe W 3G(EKTUBHOE  HCIOJIB30BaHHE  MAaTePHAIBHBIX,
(bMHAHCOBBIX U KaJIPOBBIX PECYPCOB;

* COCTOSSHHUE TPYIOBOM M HCIOJHUTEIBCKOW JUCIUIUIMHBI B apXWUBE,
BBITIOJTHEHHE CBOMX (DYHKIIMOHAJIbHBIX 00S13aHHOCTEH;

* CcOOIIOaCHHUE paBUII BHYTPEHHETO pacnopsiaka, CaHUTAPHO-
MPOTHUBOAIUAEMUYCCKOTO PEKHMMa, IPOTHBOMNOXKAPHOKW O€30IacHOCTH M TEXHHUKH
0e3011aCHOCTH;

* BEJICHUE JOKYMEHTALUH, MPEIYCMOTPEHHON AEHUCTBYIOIIMMUA HOPMAaTHBHO-
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IIPABOBBIMU JIOKYMEHTAMH;

* MpPEeAOCTaBIICHUE B YCTAHOBJICHHOM IMOPSAKE JOCTOBEPHON CTaTUCTUYECKOU
Y MHOM MH(OpMAIIUU O IESITEIIbHOCTH apXUBa;

* TOTOBHOCTb apXuBa K pabOTe B YCIOBUAX YPE3BbIUAWHBIX CUTYaIUH.

6.2. OTBEeTCTBEHHbIE 3a BEJICHHE JIEJONPOU3BOJICTBA, IOArOTOBKY U
NpEeCTaBICHUE JOKYMEHTOB HAa XpaHEHHE B apXUB, HA3HAYAIOTCS TUPEKTOPOM
IIKOJIBI.

6.3. KOHTpOoJIb A€SATEILHOCTH apXUBa OCYILECTBISECT JUPEKTOP IIKOJIBI.

7. KoMIuleKTOBaHME apXHBa

7.1. TloaroroBka JOKYMEHTOB K Iiepefaue B apXxuB 00pa3oBaTeNIbHOM
OpraHu3allMd BKJIIOYAET JKCIEPTU3y HAYYHOW M MPAKTHYECKOW LEHHOCTH
JOKYMEHTOB, O()OPMIICHHE JIE€], COCTABIIEHUE OIKCH.

7.2. DKcrepTr3a NEHHOCTH JOKYMEHTOB.

7.2.1. DOkcnepmusza yeHnocmu OOKYMEHmMO8 — OIPEACICHUE IIEHHOCTH
JIOKYMEHTOB C LEJIbI0 0TOOpa UX HAa XpPAaHEHHWE U YCTAHOBJIECHHE CPOKOB XpaHEHHUS.
OKcnepTu3y  LEHHOCTH  JIOKYMEHTOB B 00pa30BaTElbHOM  OpraHu3aluu
OCYLIECTBIISIET IOCTOSIHHO ACHCTBYIOIIAS SKCIIEPTHAS KOMUCCHSL.

7.2.2. Dxcnepmuas Komuccus Ha3HAYAETCS MPHUKA30M TUPEKTOpa IIKOJbL. B
COCTaB OJKCHEPTHOM KOMHCCHM BKJIKOYAKOT HE MEHEE TPEX COTPYIHHUKOB, B TOM
yucie B 0043aTEIbHOM MOPSAIKE JIMI0, OTBETCTBEHHOE 32 BEJICHUE apXUBa IIKOJIbI, U
JUPEKTOP MYHULMIIAJBLHOTO apXuBa (1Mo corjacoBaHuio). CekperapeM DKCIEPTHOM
KOMHUCCHM Ha3Ha4aloT ceKkpeTaps o0pa3oBaTelIbHON OpraHu3alu. OKCHEpTHas
KOMHUCCHS Ha 3aCEJaHUsAX pacCMaTpUBAET: HOMEHKJIATYpPy J€J LIKOJbI, OIMUCH JIEJ
IOCTOSIHHOI'O XPaHEHHUs U I10 JINYHOMY COCTaBY, AKThl HA JIOKYMEHTBI, BBIACIISIEMbIC
K YHUYTOXKEHUIO.

7.3. Oopmnenue nen

7.3.1. [lena mOCTOSHHOTO XpaHEHUs TOJIIMBAIOTCS B TBEPAYIO OOJOXKKY

CYpOBBIMH HHTKaMHU. JIMCTBI HYMEpYIOTCSI B TIPaBOM BEpPXHEM YIIIy MPOCTHIM
KapanjamoM. KoanuecTBo JUCTOB B KaXJ0M Jiejie He O KHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OT/AEIILHOM JINCTE COCTABIISICTCS 3aBEPUTEIIbHAS HAIITUCh.

7.3.2. Ha 0010%Ke Je1 MOCTOSITHHOTO XPAaHEHHs JTOJDKHBI ObITh MPOCTAaBJICHBI
CIENYIONME PEKBU3UTHL: TOJIHOE HAMMEHOBAHUE BBIIIECTOSIICH OpraHu3aIny,
HAaUMEHOBaHUE O0Opa30BaTEIbHOW OpraHu3alud, HoMep (MHIAEKC) Jela I
HOMCHKJIAType, 3aroJIOBOK Jeia, KOJUYSCTBO JIUCTOB, CPOK XPAHCHHS WM OTMETKA
«XpaHUTh TIOCTOSTHHO», HOMEP (POH/A, OMHCH, Jena.

7.3.3. [1lo okoHYaHUH IETOTPOU3BOICTBEHHOTO T0/1a B 0POPMIICHHBIE 00JI0KKH
JIeJT TIOCTOSTHHOTO XpaHEHUsI BHOCSATCS HEOOXOIMMbIE YTOUHEHHS: B 3ar0OJIOBKH [,
cozlepKaliX PacHoOPSIUTEIbHBIC JOKYMEHTHI (TPUKa3bl, MPOTOKOJIBI), BHOCSATCS
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HOMEpA; €CII JIEJ0 C MEPENUCKON COCTOUT M3 HECKOJbKUX TOMOB, B KaXKJOM TOME
YKa3bIBA€TCSI KOPPECIOHEHT, aBTOP, TEPPUTOPUS, APYyrUe AaHHbIE. B KaXa0M TOMe
yKa3bIBaeTcs AaTa (4uciio, MecsIl, ToJ) Hayala ¥ OKOHYaHUs JJaHHOTO ToMa. TouyHbIe
JaThl TPOCTABIISIIOTCS Ha OOJIOKKAaX IS OBICTPOro IOMCKa JIOKYMEHTOB B
MOCJEAYIONIEM; W3 3aBEPUTEIBHON HAANMUCH Ha OOJOXKKY Jiefla BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIETIC.

7.3.4. Hapnucn Ha 00J0KKaxX /1€ MOCTOSIHHOTO U JOJTOBPEMEHHOIO XPaHEHUS
CJleAyeT MPOU3BOAUTEH YETKO, CBETOCTOMKMMU YEPHUIAMHU.

7.3.5. Jlng ydeTta KOIMYECTBA JIUCTOB B Jiesie U (DUKCAIIMM OCOOEHHOCTEH HX
HyMEpAIM1 Ha OT/ICJIbHOM JIUCTE COCTABIISIETCA 3aBEPUTEIIbHAS HAAUCh.

7.3.6. B 3aBepuTeabHON HAANMUCH YKa3bIBACTCS KOJIMYECTBO JIMCTOB (LHbpaMu
U TIPOMHUCHI0) B Jiejie. 3aBEpUTENIbHAS HAIIUCh IMOJIUCHIBAETCS COCTABUTEIIEM C
YKa3aHHUEM €T0 JOJLKHOCTU U JIaThl COCTaBJICHUS.

7.3.7. BHyTpeHHsi1 ONHWCh COCTABIAECTCA K Je€JaM TOCTOSSHHOTO H
noJroBpeMeHHoro (cBwiie 10 7eT) cpoka XpaHeHUs, CPOPMHUPOBAHHBIM IO
Pa3HOBUIHOCTAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
cojiep)KaHue TOKYMEHTOB (0c000 IIeHHbIS, IMYHBIC JIeIa U Ip. ).

7.4. Onucanue JOKYMEHTOB MTOCTOSIHHOT'O CPOKa XPaHCHHSL.

7.4.1. OnucKu coCTaBISIIOTCA pa3lesibHO Ha JieJa MOCTOSIHHOTO XPAaHEHHUs II0
OCHOBHOM JIEATEIbHOCTH U Ha JIeNa [0 JIMYHOMY COCTaBY.

7.4.2. Onucu COCTABISIOTCA IEJIONPOU3BOIUTEIIEM.

7.4.3. Onuce BeneTcs B €AMHOM BaJOBOM HyMEpAalHMHM B TEUYEHHE HECKOJIBKHX
JeT.

7.4.4. Ha nena ¢ WCTEKIIUM CPOKOM XpaHEHUS COCTABISIETCS akKT 00
YHUYTOXKEHUHU.

7.4.5. Tlo okoOHYaHWHM JEJIONMPOU3BOACTBEHHOTO TOJa B 00pa3oBaTEIbHOU
OpraHu3alMK MPOU3BOAUTCS OTOOP JOKYMEHTOB MOCTOSSHHOTO CPOKa XpaHEHUs s
BKJIFOUEHUS] UX B OMKCh. OMUCh COCTOUT M3 TOAOBBIX Pa3AesiOB, BHYTPH Tojia Jena
pacrnoJsiararorcsi Mo CTENEHW 3HAYUMOCTH C YYETOM HOMHHAJIBHOIO MpUHLMUIA (B
COOTBETCTBUH C HOMEHKJIATYPOil 00111€00pa30BaTeIbHON OpraHU3aINH ).

7.4.6. Onucu COCTaBIAIOTCA Pa3[ebHO HA Jejia MOCTOSHHOIO XPaHEHWS IO
OCHOBHOM J€ATEIBHOCTH U Ha J€JIA 10 JINYHOMY COCTaBY.

7.4.77. OnMcyu COCTaBJISIOTCS CEKPETapEM.

7.5. Jlena BpeMEHHOro XpaHeHuss OQOPMIIAIOTCS YINPOIICHHO: OHU He

NoAMMWBAIOTCA, JHUCTBI B HHUX HE HYMCPYIOTCA, YTOUHCHHC Ha 00JI0)KKaX HeE
IMPOU3BOAUTCA, OIIMCHU HaA ACJIa HC COCTABJIAIOTCA, YUYET BCACTCA IO HOMCHKIIATYPC
JACII.

8. YciaoBus XxpaHeHusi JOKYMEHTOB apXuBa
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8.1. JIOKyMeHTBI apxuBa XpaHATCcs B apXUBOXPaHWINILIEC
00111600pa30BaTEILHON OpraHu3aIuy.

8.2. He nomyckaercs pa3MelleHHUE apXvWBa B MOABAIbHBIX U YEpIayHbIX
MOMEIEHUSIX LIIKOJIBI.

8.3. ApXMBOXpaHWIHILE JIOJDKHO OBITh yJAIEHO OT J1abOpaTOpHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIIEHHMH HW HE UMETh OOIUX C HUMHU
BEHTWSILUOHHBIX  KAaHAJIOB. ApPXMBOXPAHWIMILE OTHENSETCS OT  COCEOHUX
NOMEIICHUI  HECrOpaeMbIMM CTE€HAMHM M MEPEKPBITHUSMU C  [peAeslaMH
OTHECTOMKOCTM HE MEHEee JBYX YacoB. B apXMBOXpaHWIMILE HE JOIMyCKaeTcs
IPOKJIaJKa TpyO BOJOCHA0KEHUS U KaHAJIU3alUU, TEXHOJIOTUYECKUE WIH OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHWIHUIIE AOKHO UMETh €CTECTBEHHYIO WM HCKYCCTBEHHYIO
BEHTWSILMIO, OOECIEUMBAIONIYI0  PELUPKYJSLHMIO0  BO3AYyXa, CTaOMIBHOCTH
TEMIIEpaTypPHO-BIAXKHOCTHOTO PEKUMA.

8.5. Bce mocrtynaromue B apXuB 00pa30BaTEIBHOW OPTaHU3AMNH JTOKYMEHTHI
pa3MelaloTcs B apXMBOXPAHWIMILAX HA CTAMOHAPHBIX W/WIM TEPEIBUKHBIX
METAIIMYECKHUX CTEJUIaKax, B METANIMYECKUX HIKadax Ui KOHTeHHepax.

8.6. Cremnaxku JOJDKHBI OBITh YCTAHOBJIEHBI MEPHEHIUKYISIPHO CTEHAM C
OKOHHBIMM TIPOE€MaMH, a B IOMEUIEHMH 0€3 OKOH - C YYETOM OCOOEHHOCTEH
nomelieHus: 1 ooopynoBanusa. He nomyckaercs pa3MelleHrue CTeIUIaxed BIUIOTHYIO
K Hapy’>KHbIM CTE€HaM 3/IaHUs U K HICTOYHUKAM TEILIa.

8.7. PaccraHoBka cremiaxeil U mkadoB OCYIIECTBISETCS B COOTBETCTBUU CO

CHEIVIONIMMHU TPEOOBAHUSIMMU:

* pacCTOSIHME MEXIy psSlIaMH CTeutaxken (TJIaBHBIA mpoxona) — He MeHee 120
cM;

* pacctosHHUE (IPOXO0a) MEXKY CTEJUIaXKaMu — HE MeHee 75 cM;

* PpAacCTOSHME MEXIy Hapy>KHOM CTEHOM 3JaHWsl W  CTEJUIAKAMHU,
MapajiyICTIbHBIMU CTEHE — HE MEHEE 75 CM;

* PpacCTOSIHME MEXJY CTCHOW M TOpLOM cTeutaxka uiau mkada (00xom) — He
MeHee 45 cM;

* PpAacCCTOSHHE MEXIYy II0JIOM W HIDKHEH MOJKOW creutaxka (mkada) — He
MeHee 15 cM, B IIOKOJIBHBIX 3Takax — He MeHee 30 cMm.

8.8. [IpoTuBOIOXKAPHBIN PEXKUM B 3AAHUAX, 1€ PA3MEIIACTCA apXUB LIKOJbI, U
B apXMBOXpPAaHWIHUILAX YCTAHABIMBAEeTCS B COOTBeTCTBUU ¢ [IpaBunamu
MPOTUBOMNOXKApHOTO pexkuma B Poccutickoit denepanuu ot 16 centsiops 2020 roaa
No1479.

8.9. ApxuBHbIE TOKYMEHTHI CJIETyeT XpaHUTh B TEMHOTE.

8.10. 3ammTa MTOKYMEHTOB OT JEWUCTBHS CBETa O0ECIIEUMBACTCS XpaHEHUEM
JIOKyMEHTOB B KOPOOKax, Mamkax W Teperietax, B mkadax WIA Ha CTeUIakax

9



3aKpBITOrO THUIA.

8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHHS B KHHUTOXPAHWIMINAX JOJHKEH
coctaBiaTh He MeHee 100 marokc.

8.12. B apxXuMBOXpaHWJIMILE i1 XpaHEHUS JOKYMEHTOB YCTAaHABJIMBAIOTCS

CICAYIOMMNEC IapaMETPhl TCMIICPATYPHO-BJIAXHOCTHOI'O PCKHUMA.

* ISl XpaHEHHsI JOKYMEHTOB Ha OymMaXHOM HocuTelie — Temneparypa 17-19°C,
OTHOCHTEIbHAs BIAXKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxuBa OOpa30BaTEIBHOW OpTaHU3AIUU  JTOJDKHBI
COJEpXKAThCAd B YUCTOTE, B YCJIOBHUSX, MCKIIIOYAIONIMX BO3MOKHOCTH MOSIBICHUS
IUIECEHH, HACEKOMBIX, MBLIH.

9. 3aku0unTeNbHbIE MOJI0KEHUS

9.1. Hacrosmee IlonokeHue SBISETCS JIOKAJBHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcs Ha OOmeM coOpaHuM paOOTHHUKOB IIKOJBI M yTBEp)kaaercs (JInbo
BBOJIUTCS B IEUCTBUE) TUPEKTOPOM IIKOJIBI.

9.2. Bce u3MeHEHHS M JIOTIOJIHEHMs, BHOCUMBbIE B Hacrtosiiiee [lonoxkenue,
opopMIISIIOTCST B NMUCbMEHHOW (opMe B  COOTBETCTBUU  JICUCTBYIOIIUM
3akoHOHaTenbCcTBOM Poccurickon denepanuu.

9.3. [Nonoxxenne 06 apxuBe 001IE00Pa30BATETHLHON OpraHU3AIUN IPUHUMACTCS
Ha HEONPEAEIEHHbIN CpOK. MI3MeHeHus u gonoiHeHus K [lonoxxennio mpuHuMaroTes
B Topsizike, mpeaycMoTpenHom 1.9.1. Hacrosimiero [TonoxeHwus.

9.4. ITocne npunsTus [Tonoxkenus (WM W3MEHEHUN W JOTIOTHCHUN OTIEIBHBIX
MYHKTOB M Pa3eJiOB) B HOBOHM pPENAKIMU MPEIbIAYIIas pelakius aBTOMaTUYECKH
yTpauuBaeT CUILy.
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