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1. O01mue MoJI0KeHu I

1.1. Hacrosmee Ilonoxenue paspabotano B coorBercTBUM ¢ [lpukasom @DenepaibHOro
apxuBHoro arenrctBa Ne 77 ot 31 wurons 2023 roga «OO6 yrBepkaenuu IIpaBun opranuzanuu
XpaHEHUsI, KOMIUJICKTOBAHMS, ydYe€Ta W UCIOJIb30BaHUS JOKYMEHTOB ApXUBHOTO (QoHIa
Poccuiickoii denepanuu U Jpyrux apXuBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, opraHax
MECTHOT'O CaMOYTIPABIICHUs U OPraHU3aLUsIX», HA OCHOBaHUM [IprMepHOTO mosioxkeHus 00 apxuBe
OpraHu3alliy, YTBEpKICHHOro mnpukazom DeaepanbHoro apxuBHoro areHtcrBa Ne 42 ot 11
anpenst 2018 roga, a Takke Ycrabom MAQOY CII Ne 98, ocymectBusitomnieii 00pa3oBaTeIbHYIO
JESITEIIbHOCTD.

1.2. Jlamnoe IloyokeHHe oOmpenensieT COCTaB JOKYMEHTOB apxuBa o00IIeo0pa3oBaTeIbHON
OpraHM3allMl M YCJIOBHUS HMX XpaHEHMs, YCTaHABIMBAeT 3aJayd, Ha3HauyeHue U (yHKUUU
LIKOJIBHOTO apXMBa, PErIaMEHTHUPYET AEATEIbHOCTD JIMIA, OTBETCTBEHHOI'O 3a BEJICHUE apXHBa B
OpraHu3aIiy, OCYLIECTBIIAIONMIENH 00pa30BaTeNbHYO A€ATEIbHOCTb.

1.3. B cBoeil nmesrenbHOCTH apxuB pykoBojactByercs DenepanbHbiM 3akoHoM Ne 125-03 or
22.10.2004 «O06 apxuBHOM Jnene B Poccuiickoit denepanun» ¢ u3meHeHussMH ot 28 aexadps 2022
rojia, HOPMAaTHBHBIMH TIPAaBOBBIMH akTamu Poccuiickoii @eneparnun, cydonekra Poccuiickoit
®enepanuu B chepe apXUBHOTO JIeNa U JEJIONPOU3BOJICTBA, JIOKAJIbHBIMA HOPMAaTUBHBIMHU aKTaMHU
0011e00pa3oBaTeIbHON OpraHu3aluy.

1.4. JIokyMeHTBbl OpraHHU3allM, OCYILIECTBIAIONICH 0Opa30BaTENbHYIO NEATEIBHOCTh, UMEIOIIHIE
UCTOPUYECKOE, KyJIbTYPHOE, HAyUYHOE, COLUAIbHOE, SKOHOMHUYECKOE U MOJIUTUYECKOE 3HAUCHUE,
COCTaBIISIIOT T'OCYAApCTBEHHYIO 4YacTh ApxuBHOro ¢onna Poccuiickoit ®denepanuu, SBISIOTCS
COOCTBEHHOCTbIO TOCYAAapCTBAa U TIOJUIEKAT IIOCTOSHHOMY XPAHEHHI0 B TOCYJapCTBEHHBIX
apxuBax Poccuiickoii ®enepaunuu. [lo nepemaun Ha TOCYJAapCTBEHHOE XpaHEHUE JaHHbBIE
JIOKYMEHTBI BpEMEHHO XPaHATCS B 00111€00pa30BaTEILHON OpraHU3alliu.

1.5. B mkone misa XpaHeHHs JOOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoit ®denepauuu u
3aKOHYEHHBIX JIETONPOU3BOICTBOM JOKYMEHTOB MPAaKTHUUECKOTO Ha3HA4YeHMs, UX OTOOpa, yueTa,
MCIIOJIb30BaHUs U MOJATrOTOBKH K IIepejaue Ha rOCYJapCTBEHHOE XPAHEHUE CO3/1a€TCsl apXUB.

1.6. ApxuB co3maeTcs Kak CaMOCTOSITENIbHOE TOJpa3JelieHne, BO3IJIABIAEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BE/ICHHUE apXUBa COIIACHO MPUKa3y TUPEKTOPA IIKOJIbI.

1.7. Opranuzanusi, OCYIIECTBISIOMIAass 00pa30oBaTENbHYIO AEATEIbHOCTh, OOECIIEUMBACT apXUB
HEO0OXOJUMBIM MTOMEIIEHUEM, 000PYIOBAaHUEM U KaJIpaMH.

1.8. OOmeoOpa3oBarenpHas OpraHuzanus OOeCleunBaeT COXpPaHHOCTh, YdYeT, OTOop,
YHOpSAOYEHHE M HCHOJIb30BaHUE JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu,
00pa3yIoUIMXcs B €ro JesTeabHocTH. ObecreunBaeT CBOEBPEMEHHYIO Iepeiauy 3THX JOKYMEHTOB
Ha rOCYJJapCTBEHHOE XpPAaHEHHUE.

1.9. Bce paGoTbl, CBSi3aHHBIE C MOATOTOBKOM, TPAaHCIOPTUPOBKOW M Tepemayeil apXUBHBIX
JIOKYMEHTOB, IPOU3BOJISTCS CUJIAMHU U 32 CUET IIKOJIBI.

1.10. 3a yrpaty u nopuy qokymMeHTOB ApxuBHoro (onaa Poccuiickoii denepaninu 10KHOCTHBIE
JMIa OpraHU3aliy, OCYIIECTBISAIONIEH 00pa30BaTeNbHYIO AESITENbHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. I[IxonbHBIH apxuB paboTaeT COTJacHO IUIAHy, YTBEPKIAEMOMY JHPEKTOPOM
00111e00pa30BaTEIbHON OpraHnU3aluy, U OTYUTHIBAETCS Mepe]l HUM B CBOEH padoTe.

1.12. KoHTpOb ACSITEITLHOCTH apXHBa OCYIIECTBIISET TUPEKTOP OPTaHHU3AINH, OCYIIESCTBIISIONICH
00pa30BaTeNbHYIO JESITEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B mKOABHBIA apXUB IIOCTYIAIOT:

* 3aKOHYEHHBIE JICIONPOU3BOACTBOM IIKOJBl JIOKYMEHTHI TOCTOSSHHOTO XpaHEHUs,
oOpa3zoBaBIIMeCs] B JACATEIBHOCTH CTPYKTYPHBIX TOJpa3feieHul, JTOKYMEHTHI
BpeMeHHOro (cBeimie 10 15eT) cpoka XpaHEHHs, HEOOXOJUMBIE B MPAKTHYECKON
NEeSATETLHOCTH, TOKYMEHTHI IO KaJpaM U 00y4aromnMcs;

* JIOKYMEHTbl IIOCTOSIHHOTO XpaHEHUS U MO JIMYHOMY COCTaBy OpraHu3aluii-
MPEIIECTBEHHUKOB;




* JmuHble  (OHIBI  BEAyHMX  PAaOOTHUKOB  OpPraHW3alWM,  OCYIIECTBISIOIICH
00pa3oBaTENbHYIO JESITEIbHOCTD, HOCTYIUBIINE B apXUB;
*  CcIyXcOHbIE U BEJOMCTBEHHBIC H3/IaHNUS;
*  CIPaBOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTAaM W YYETHbIE JOKYMEHTHl ApxXuBa
OpraHM3aLH, OCYIIECTBIISIOIEH 00pa30BaTENbHYIO AESATEIBHOCTb.
2.2. Cpoku XpaHEHHsS [IOKYMEHTOB B apXHMBe 0O0pa30BaTEIbHON OpPraHU3aIMH OMPEIEIISIOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHOW HOMEHKIIAType JIell.

3. 3apaum apxuBa

3.1. OCHOBHBIMH 33/1a4aMH APXHUBA SIBIISIOTCS:

3.1.1. Opranuzanusi XpaHeHHUS JIOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pazleaoMm 2
Hacrosero Ilonoxenus.

3.1.2. KommiekTroBaHue apxuBa JIOKYMEHTaMH, OOpa30BaBIIMMUCSI B  JEATEIbHOCTH
OpraHu3aIiK, OCYIIECTBIISAIONICH 00pa30BaTENbHYIO IEATEIBHOCTD.

3.1.3. Vuer, obecrieyeHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOIO anmnapara.

3.1.4. Hcnonp30BaHUs JOKYMEHTOB, HAXOSAIIMXCS HA XPAHCHUU B aPXUBE IIKOJIBL.

3.1.5. TloaroroBka u CBOEBpEMEHHas IMepeaada JOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
®denepaliii Ha MOCTOSSHHOE XpaHEHHUE B TOCYJapCTBEHHBIN (MyHULUIAIBHBIN) apXuUB.

3.1.6. MeToauveckoe PyKOBOJCTBO M KOHTPOJb 3a (OpMHUpOBaAaHHWEM M O(DOPMIICHHUEM JIC] B
JIEIONIPOM3BOJICTBE IIKOJIBI M CBOSBPEMEHHOH Tiepepadeld WX B apXuB oOpa3oBaTeIbHOU
OpraHu3aIlNH.

4. DyHKUMHU apxXuBa

B cooTBeTCcTBUY C BO3T0KEHHBIMHU 33a7[a4aMH aPXUB OCYIIECTBIISIET CACMYIOmune QyHKINH:

4.1. OpraHusyer NpueM JOKYMEHTOB IIOCTOSHHOTO M BpeMEHHbIX (cBbimie 10 1eT) cpokoB
XpaHEeHUs, B TOM 4MCIIe 0 KaJpaM U 00ydaromuMmcs, 00pa30BaBLIMXCS B 1€ATEIbHOCTH MIKOJIBI,
B COOTBETCTBUH C YTBEPKACHHBIM IPAPHKOM.

4.2. OGecrnieunBaeT COXPAHHOCTb M BeJIET y4eT JOKYMEHTOB M (POHIOB, HaXOASIIMXCS Ha
XpaHEHUH B apXHBe 00111e00pa3oBaTEIbHON OpraHU3aIiy.

4.3. IIpencrapisieT B rocyapCTBEHHBIH (MyHULIMIIAIBHBIN) apXUB y4eTHbIE CBEJCHHs 00 00beMe
U COCTaB€ XpAHSIIMXCA B apXWBE IIKOJbl JOKYMEHTOB ApxuBHoro ¢onnga Poccuiickoit
®denepanuy U APYTUX apXHUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAKOM T'OCYAAPCTBEHHOIO
ydeTa JoKyMeHTOB ApxuBHOTo (ponna Poccuiickoit @eneparumu.

4.4, CucremMaTH3upyeT U pa3MellaeT JOKYMEHTbI, NOCTyNarollie Ha XpaHEHHWE B IIKOJbHBIN
apXuB, 00pa30BaBIINECS B XO/I€ OCYLIECTBICHUS JEATEIbHOCTH OPraHU3alllM, OCYLIECTBIISIOMEN
00pa30BaTeNbHYIO JESITEIbHOCTD.

4.5. PazpabarbiBaeT rpaduky MpeCcTaBICHUs OMUCENH Ha paCCMOTPEHHUE AKCIEPTHO-TIPOBEPOUHON
KOMHCCUHU M Tepefauu JTOKyMeHTOB ApxuBHoro ¢onga P® Ha XxpaHeHue B rocynapCTBEHHBIN
(MyHHULIMTTAJIbHBIN) apXUB.

4.6. OcyIiecTBIsSET MOATOTOBKY U MPEJCTABIISET:

* Ha pacCMOTPEHHE U COTJIaCOBAHUE OHKCIEPTHON KOMHCCHUHU IIKOJIBI OMHCH el
MIOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBbimie 10 eT) cpokoB XpaHEHHUs, B TOM YHCIIE
M0 KaJpaM U 00ydarouIuMcs, a TaKKe aKThl O BBIIEJICHUU K YHUUTOXKEHUIO apXHUBHBIX
JOKYMEHTOB, HE€ TMOJUIeKAIIUX XPaHEHHIO0, aKThl 00 yTpaTe OKYMEHTOB, aKThl O
HEHCIIPAaBUMBbIX IMOBPEXKACHHUIX apXUBHBIX IOKYMEHTOB;

* Ha YTBEpPXKACHHE DKCIEPTHO-NIPOBEPOYHON KOMHCCUHM YIOJHOMOUYEHHOIO OpraHa
HCTIOJTHUTENIbHOU BiacTH cyobekTa Poccuiickoit denepanuu B chepe apXuBHOTO jAeia
(nanee - DIIK apXxMBHOTO yUpeKJEHHs) OMMCH JIeJI TOCTOSHHOTO XPAHEHUS;

» Ha cornmacoBanue OIIK apxuBHOro yupexaeHus cyowbekTa Poccuiickoit deneparnu
(MyHMIMIQIBHOTO  apXWBa), B ClIy4a€ HaJACJIEHHUS €ro COOTBETCTBYIOIINMH
MTOJIHOMOYHSIMH, OIKUCH JIe]T 110 JTUYHOMY COCTaBY;

* Ha cornacoBanue JIIK apxuBHOro yupexnaeHus cyobekra Poccuiickoit denepaunu
(MyHUIIMIIAJILHOTO ~ apXWBa), B CJy4ae HaJCIEHUA €ro COOTBETCTBYIOIIUMH




MOJIHOMOYMSIMH, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEMCIIPABUMBIX MOBPEXICHUIX
apXUBHBIX IOKYMEHTOB;

* Ha YTBEPKICHUE [IUPEKTOPY UIKOJIBI ONWCU €] IIOCTOSSHHOTO XPaHCHMS, OIUCHU
BpeMEeHHBIX (cBbllle 10 jIeT) CPOKOB XpaHEHUs, B TOM YMCIIE ONMCH A€ IO KaapaMm U
o0yyarolMMCsi, aKThl O BBIACICHUM K YHUYTOXKCHHMIO APXUBHBIX JOKYMEHTOB, HE
MOJIEKAIIMX XPAaHEHMIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXKACHUAX AapXUBHBIX JIOKYMEHTOB, yTBepxkAcHHble (coryacoBaHHble) DIIK wnn
rocyJapcTBEHHBIM apXuBOoM cyObekTa Poccuiickoit ®Depepanuu (MyHHIMITAILHBIM
apXUBOM) B ClIy4ae HaJeJIEHUs €ro COOTBETCTBYIOLIMMHU ITOJTHOMOUYHUSIMHU.

4.7. Opranmsyer mnepenady AokymMeHTOB ApxuBHoro (onma Poccuiickoii ®enepaunu Ha
IOCTOSTHHOE XpaHEHHE B rOCYAapCTBEHHBIN (MyHUIIUIIAIBHBIN) apXUB.

4.8. Opranu3yet U MPOBOJUT HKCIEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMEHHBIX (cBbime 10 jer)
CPOKOB XpaHEHUs, HaXOASIUXCS HAa XPAaHEHUU B apXMBE IIKOJbI B LIEIIX 0TOOpa JOKYMEHTOB
JUIS BKIIIOYEHHsI B cocTaB ApxuBHOro (onma Poccuiickoit ®dexepanuu, a TakKe BbBISIBICHUS
JOKYMEHTOB, HE MOJUIEKALIUX JaJbHEHIIEMY XPAaHEHHIO.

4.9. VYyacteyer B paboTe OKCHEPTHOW KOMHCCHM OpPTraHM3ALMUH, OCYIIECTBISIOIICH
00pa30BaTeNbHYIO JESITEIbHOCTD.

4.10. ITpoBOAUT MEPOMPUATHS MO OOECICUCHUIO COXPAaHHOCTU JOKYMEHTOB, HAXOJSALIMXCSA HA
XPaHEHUU B apXMBE OPraHU3alMH, OCYLIECTBISAIONIEH 00pa30BaTeNbHYIO IEATEIbHOCTD.

4.11. Opranusyer WH()OPMHUPOBAHHE AAMHHHUCTPAIMA U PaOOTHUKOB INKOJBI O COCTaBE W
COJIEpP)KaHUU JIOKYMEHTOB apXuBa OpraHM3allMd, OCYIIECTBIIONIEH 00pa3oBaTeNbHYIO
JeSITEIIbHOCTD.

4.12. Undopmupyer nosab3oBaTeliell 10 BOIPOCaM MECTOHAXO0XKICHUS apXUBHBIX JOKYMEHTOB.
4.13. Opranusyer BbIayy TOKYMEHTOB W JIeN JUIsl PabOTHl B YYUTEIHCKOW HIJIM BO BPEMEHHOE
II0JIb30BaHUE.

4.14. VicnonHsieT 3ampochl OpraHM3alMid M 3asBICHHUs I'pakJaH 00 YCTAHOBJIEHHMU TPYJOBOIO
CTa)ka U JIpyTMM BOIPOCaM COLIMAJIbHO-IIPAaBOBOI'O XapaKTepa, B YCTAHOBJIEHHOM MOPSAKE BbIIAET
KOIIUY IOKYMEHTOB U apXUBHBIE CITPABKHU.

4.15. Beget ydeT UCTIOIb30BaHMS JOKYMEHTOB apXuBa 00pa3oBaTeIbHON OpraHU3alliH.

4.16. Coznaet GoHJ MOJIH30BAHUS apXHBa IIKOJIBI U OPraHU3YeT €ro UCIOIb30BaHUE.

4.17. OcymiecTBisieT BeJEHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM IIKOJIbHOTO
apxuBa. Co3/1aeT, MOMOJIHIET U COBEPIIEHCTBYET HAyYHO-CIIPABOYHBIN anmnapar K XpaHsIuMcs B
apxuBe JejiaM U JIOKyMEHTaM.

4.18. YdacTByeT B pa3pabOTKe JOKYMEHTOB OpraHH3alMM, OCYLIECTBISIOIIEH 00pa3oBaTeIbHyIO
JeSITENIbHOCTD, 110 BOIIPOCAM apXHUBHOTO JieJia U JeJIONPOU3BOICTBA.

4.19. Oka3bIBaeT METOIMYECKYIO OMOIIb:

e cnyx0e Jelonpou3BOJACTBA IIKOJAbI B  COCTaBJIE€HWHM  HOMEHKJIATyphl  Jied,
¢bopMupOBaHUU U OPOPMIIEHHUHU JeJl, KOHTPOJIUPYET MPaBUIBHOCTh (POPMHUPOBAHUS U
odopmIleHus Je B AeTONPOU3BOCTBE;

* CTPYKTYpHBIM HOJpa3feNeHusM M pabOTHHKAM IIKOJbl B MOATOTOBKE JOKYMEHTOB K
nepeaaye B apXuB OpraHU3aliy, OCYIIECTBIIAIOMENH 00pa30BaTeNbHYIO AEATEIbHOCTb.

4.20. YyacTByeT B MNpPOBEICHUU MEPOIPHUATUN IO MOBBIIICHUIO KBaNIU(UKAUK PaOOTHUKOB
apXuBa U CIIyKObI IEJIONPOU3BO/ICTBA 00pa30BaTEIbHON OpraHU3al|H.

5. IIpaBa apxuBa

s binonHeHUs 60310HCEHHBIX 3a0ay U QYHKYULL TUYO, OMEEnCMEEHHOe 3a apXue, umeem npaso:
5.1. IlpencraBiasT  OUPEKTOPY  OpraHMU3allUM,  OCYIIECTBIIAIONEH  00pa3oBaTENIbHYIO
JESATENIBHOCTh,  NPEMJIOKEHUS [0  COBEPLIEHCTBOBAHWIO  OpraHM3allUd  XpaHEHus,
KOMIIJIEKTOBAHHUSI, Y4eTa U UCIOJIb30BaHUS APXUBHBIX JJOKYMEHTOB B apXUBE LIKOJIBI .

5.2. KoHTponupoBaTh BBIIOJHEHHE YCTAHOBIEHHBIX NpPaBWI pabOThl € JOKYMEHTaMU B
CTPYKTYPHBIX  TOApA3[ENCHUSIX  OpraHu3ally,  OCYHIECTBIISIIOINEH  00pa3oBaTENbHYIO
JESATENBHOCTD.

5.3. 3ampammBaTh OT CTPYKTYpPHBIX MOJApa3f€IeHUd U paOOTHUKOB MIKOJbl CBEIEHUS,



HeoOXOouMBbIe JUIsl pabOThl apXHBa, C Y4eTOM OOECIeueHUs! BHIIOJHEHHS BCEX BO3JIO)KEHHBIX Ha
apxuB 3a/1a4 U PYHKLIUH.

5.4. [laBaTh pa3bsICHEHUS U PEKOMEHJAIMH 110 BOMPOCAM, BXOISALIMM B KOMIIETCHILIUIO apXuBa
OpraHu3aIiK, OCYIIECTBIISAIONICH 00pa30BaTENbHYIO EATEIbHOCTD.

5.5. HndopmupoBaTh CTPYKTYpHBIE MOJPA3JEICHHS IIKOJIbI O HEOOXOAMMOCTH Mepeaayu
JIOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPIKICHHBIM T'parKom.

5.6. IlpuHuMaTh ywacTHe B 3acelaHUAX OKCIEPTHOW KOMHCCHHM o0O0IIeo0pa3oBaTeIbHOM
OpraHu3allii, a TaK)Ke€ B OKCIEPTHO-IPOBEPOYHOW KOMHCCHUH YIOJHOMOYEHHOI'O OpraHa
WCIIOJTHUTENILHOU BiIacTH cyOobekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jiefia.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHPOBAHUE APXHUBA
6.1. HaznaueHHOe MPUKA30M JMPEKTOPA IIKOJIbI JIUIIO0, OTBETCTBEHHOE 32 BEJICHHE apXHBa, HECET
IIEPCOHAIILHYIO OTBETCTBEHHOCTD 3a:

* BBINOJIHEHHE BO3JIOKEHHBIX HA AapXWB 3aJa4 M (QYHKUMH B COOTBETCTBUU C
JEMCTBYIOIUM 3aKOHOAATeNnbcTBOM Poccuiickoi Penepanuy;

* OpraHuzanuio paboThl apXWBa, CBOEBPEMEHHOE W KBATU(HUIIMPOBAHHOE BBITIOJHEHUE
IIPUKA30B, PACHOPSDIKEHHUM, NMOPYYEHUH BBIIIECTOSALIETO PYKOBOJCTBA, JEHCTBYIOIIMX
HOPMAaTHBHO-TIPABOBBIX aKTOB IO CBOEMY MPOMUITIO JEeSITETLHOCTH;

* pauuoHaibHOE U H(PQPEKTHBHOE HCHOJIB30BAHUE MATEPUAIbHBIX, (PUHAHCOBBIX MU
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHE TPYJOBOW M UCIOJHUTEIbCKON JUCLMILIMHBI B apXUBE, BBIIOJHEHUE CBOMX
(GYHKIHOHATBHBIX 0053aHHOCTEH;

* coOutoJieHHe MpaBUJl BHYTPEHHEI'O pPAcHoOpsi/iKa, CaHUTAPHO-IPOTUBOIIUAEMUYECKOTO
peXHUMa, IPOTUBOMOXKAPHON 0€3011aCHOCTU U TEXHUKU O€30M1aCHOCTH;

* BEJEHHUE JOKyMEHTAlUH, NPEAYCMOTPEHHONW IEHCTBYIOIIMMH HOPMATHBHO-TIPABOBBIMU
JOKYMEHTaMU;

* IPENOCTaBICHUE B YCTAHOBJIEHHOM IOPSAIKE JOCTOBEPHOM CTATUCTUYECKOW W WHOU
nH(bOpMaINH O JAESITEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUAX YPE3BBIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIE 3a BEJICHHE JIeONPOU3BO/ICTBA, MOATOTOBKY M MpPEJCTABICHNUE JOKYMEHTOB
Ha XpaHEHWE B apXWB, HA3HAYAKOTCA JUPEKTOPOM OPraHM3alld, OCYILIECTBISAIOIIECH
00pa30BaTeNbHYIO JESITEIbHOCTD.
6.3. KoHTponb NesATeNIbHOCTU apXHUBa OCYIIECTBISET AUPEKTOP OpraHU3allii, OCYIIECTBISIONIEH
00pa30BaTeNbHYIO JESITEIbHOCTD.

7. KommiekToBaHue apxuBa

7.1. IloaroroBka JOKYMEHTOB K TEpeaaue B apXuB 00pa3oBaTEIbHON OpraHU3aIMd BKIIOYACT
HKCHEPTH3y HAYyYHOM M NMPAKTUYECKOM LIEHHOCTH TOKYMEHTOB, O(hopMIIEHHUE /e, COCTaBIECHUE
OTIHCH.

7.2. DxcnepTr3a HEHHOCTH JJOKYMEHTOB.

7.2.1. Dkcnepmusa yenHocmu OOKYMeHMO8 — ONpEACTICHHe IIEHHOCTH JOKYMEHTOB C IIEJIhIO
0TOOpa UX Ha XpaHEHHE U YCTAaHOBJICHUE CPOKOB XpaHEHHsI. DKCIEPTU3Y LICHHOCTH JJOKYMEHTOB B
00pa30BaTeNbHOIN OpraHu3aluy OCYIIECTBISET MOCTOSIHHO AEUCTBYIONIAs SKCIIEPTHAS KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HAYaeTCs IPUKA30M JUPEKTOpa MIKOJbl. B coctaB DkcnepTHOI
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPeX COTPYJIHUKOB, B TOM UHCJE B 0053aTEIHHOM MOPSAIKE JUIIO,
OTBETCTBEHHOE 3a BeJ€HHE apXuBa IIKOJbl, U JUPEKTOP MYHHUIMIIAIBHOTO apxuBa (10
cornacoBanuto). CekperapeM OKCIEPTHOW KOMHCCHM Ha3Ha4yaroT ceKkperaps oOpa3oBaTesIbHOMN
OpraHM3anuy. JKCIEPTHAsE KOMHUCCHS Ha 3aCEJaHUAX pacCMaTpUBAET: HOMEHKJIATYPY J€N IKOJIBI,
OIMUCHU ACIT MOCTOAHHOI'O XpaHCHUA U 110 JIMYHOMY COCTaBy, aKThbl Ha JOKYMCHTBI, BBIJACIISICMBIC K
YHUUYTOXKEHHUIO.

7.3. Odopmitenue nen

7.3.1. [lena moCTOSIHHOTO XpaHEHUs MOJIIMBAIOTCS B TBEPIYIO OOJIOKKY CYpOBBIMH HHTKAMHU.
JIucTel HyMepyrOTCsl B NPaBOM BEPXHEM YINIy HPOCTHIM KapaHjamoMm. KoiudecTBo JIMCTOB B




KaXJO0M Jejie He NOJbKHO mpeBblaTh 250. B koHIE Aena Ha OTAEIBHOM JIMCTE€ COCTaBIISAETCS
3aBepUTEIbHAS HAJITUCH.
7.3.2. Ha 00y0XKe A€ TOCTOSHHOTO XPAaHEHMsI IOJDKHBI OBITh IPOCTABIICHBI CIIEAYIOIINE
PEKBH3UTHI:  TOJIHOE  HAMMCHOBAHWE  BBINICCTOSINICH  OpraHW3alud,  HAaWMEHOBAHHE
o0pa3oBaTeNbHOIl OpraHu3aluu, HoMep (MHIEKC) JAeja MO0 HOMEHKJIAType, 3aroJioBOK [elna,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHHUS WIH OTMETKA «XPAaHUTh MOCTOSIHHO», HOMep (OHJIa, OIHUCH,
nena.
7.3.3. Ilo oKOHYaHUU AETONPON3BOACTBEHHOIO rojia B 0popMIICHHBIE O0JIOKKH JIeJ TIOCTOSHHOTO
XpaHEHUs1 BHOCSTCS] HEOOXO0/IMMbIE YTOUHEHHUSI:
* B 3aroJIOBKU JEJ, COACPX AIIUX PACHOPSAUTEIbHbIC JOKYMEHTHI (IIPHKA3bl, MPOTOKOJIBI),
BHOCSITCSI HOMEPA;
* CJIM JIETIO C TEPEMUCKONH COCTOUT M3 HECKOJIBKUX TOMOB, B Ka)JIOM TOME YKa3bIBacTCS
KOPPECIOHJICHT, aBTOp, TEPPUTOPHS, Apyrue NaHHble. B Kaxaom Tome yka3bplBaeTcs JaTa
(ducio, MecsIl, roj1) Havyajga ¥ OKOHYaHHS JaHHOTO ToMa. TouyHBbIe MaThl MPOCTABISIOTCS Ha
00J105KKax /17151 OBICTPOTO MOKCKA JOKYMEHTOB B MOCIEIYIOIIEM;
* W3 3aBEPUTEIHHON HAAMKMCH HA OOJIOXKKY JIeIa BRIHOCUTCS KOJIMYECTBO JINCTOB B JIENIC.
7.3.4. Haanucu Ha O0OIOXKKaxX Jel TMOCTOSHHOTO W JOJTOBPEMEHHOIO XpPaHEHHUs CJEeAyeT
MIPOU3BOIUTH YETKO, CBETOCTOMKHMH YSPHUIIAMH.
7.3.5. JInsg ydera KonuyecTBa JUCTOB B Jesie U (PUKCAUU OCOOEGHHOCTEH UX HyMepaluu Ha
OTJICITHHOM JIHCTE COCTABIISICTCS 3aBEPUTEIbHAS HA/IITHCH.
7.3.6. B 3aBepuTENnbHON HAJIMUCH YKa3bIBAETCS KOJWYECTBO JHCTOB (LU(PpaMu U MPOMKCHIO) B
nene. 3aBepuTeNbHAS HAANKCH TOJIUCHIBACTCS COCTABUTENEM C YKa3aHHEM €ro JODKHOCTH U
JaThl COCTABJICHUSI.
7.3.7. BHYTpeHHSS1 OMHCh COCTABISIETCS K JeJaM TOCTOSHHOTO M JIOJITOBpeMeHHOro (cBbime 10
JIET) CpPOKa XpaHeHUus, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKA KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE CO/IepKaHKNE JOKYMEHTOB (0C000 LIE€HHBIE, TUYHBIE JIeNIa U Jp.).
7.4. Onucanue JOKYMEHTOB IIOCTOSIHHOTO CPOKA XPaHEHUSI.
7.4.1. Onmucu COCTaBNISIOTCS pa3elbHO Ha Jella MOCTOSHHOTO XpaHEHHUS 10 OCHOBHOM
JESITSIILHOCTH | Ha JIeJia 110 JIMYHOMY COCTaBy.
7.4.2. Onucu coCTaBIsIOTCS 1€TONPOU3BOIUTEIIEM.
7.4.3. Onuch BeseTcs B €1MHOM BaJIOBOM HyMepalluu B TEUEHUE HECKOJIBKUX JIET.
7.4.4. Ha nena ¢ MCTEKIIUM CPOKOM XpAaHEHUS COCTABISIETCS aKT 00 YHHUTOKEHUU.
7.4.5. Ilo oxoHUaHUM JENONPOU3BOJCTBEHHOIO Troja B 0Opa30oBaTeNbHOM OpraHU3alUuu
MIPOU3BOJUTCS OTOOP MOKYMEHTOB TMOCTOSIHHOTO CPOKa XpaHEHHS ISl BKIIOYCHHS UX B OIUCH.
Onuce COCTOMT W3 TOJOBBIX pa3JelioB, BHYTPH ToOJa Jejia pPACIOJIAralOTCs IO CTENeHU
3HQUUMOCTH C Y4Ye€TOM HOMHHAJIBHOTO TPUHIHUINA (B COOTBETCTBHM C HOMEHKIATYpOil
0011e00pa3oBaTeIbHON OpraHU3aIin).
7.4.6. Onmucu COCTaBISIOTCS pa3lelbHO Ha Jella MOCTOSHHOTO XPaHEHHUS 10 OCHOBHOM
JESITSIILHOCTH | Ha JIeJia 110 JIMYHOMY COCTaBY.
7.4.7. OnMcH COCTaBIISAIOTCS CEKPETAPEM.
7.5. [lena BpeMeHHOT0 XpaHeHUs 0(OPMIISIOTCS YIPOIIEHHO: OHU HE TIOIIUBAOTCS, JIUCTHI B HUX
HE HyMEpYyIOTCs, YTOUHEHHE Ha OOJI0KKAaX HE MPOU3BOJMUTCS, OMUCU Ha JIENia HE COCTABIISIOTCS,
ydeT BeAeTCs 10 HOMEHKIIAType JIeI.

8. Ycii0BUS XpaHeHHUsI IOKYMEHTOB apXnBa

8.1. JIokyMeHTBI apXHBa XpaHATCS B apXUBOXpaHWIUIIE 00111e00pa3oBaTebHON OpraHu3aluu.

8.2. He nomyckaercst pa3MeIIeHne apXruBa B MOABATBHBIX W YePIAYHBIX TTOMEIIEHHUSIX IITKOJIBI.

8.3. ApXMBOXpaHMJIMILE JODKHO OBITH yJAJEHO OT JaOOpaTOPHBIX, MPOU3BOJACTBEHHBIX, OBITOBBIX
MOMEIEHUI U HEe UMEeTh OOUIMX C HUMHU BEHTUJISIIUOHHBIX KaHAJIOB. APXUBOXPaHWINIIE OTIENIIETCS
OT COCEJHMX ITOMEIEHUN HECTOPAEMBIMH CTEHAMM WM MEPEKPBITUAMU C MPEAEIaMUd OTHECTOMKOCTU
HE MEHee JBYX uyacoB. B apxuBoxpaHuiMile He JOMyCKaeTcsl MpOKJaaka TpyO BOJOCHAOKEHHS U
KaHAJIN3aLUHU, TEXHOJIOTHYECKUE UITN OBITOBBIE BHIBOJIBI BOJIBI.

8.4. ApXMBOXpaHMJIMILE JODKHO HMETh €CTECTBEHHYIO WM HCKYCCTBEHHYIO BEHTUIIALMIO,



o0ecrevynBaroIlyIo PELUPKYIISIII0 BO3AyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIaKHOCTHOTO PEKUMA.
8.5. Bce mocrynaromme B apxuB 00pa3oBaTeNbHON OpraHu3aldyd JAOKYMEHTBI pPa3MEIIAloTCs B
apXMBOXPAHWINIAX Ha CTAal[MOHAPHBIX W/WIM TMEPEeIBIKHBIX METANIMYECKUX CTeulaXax, B
METATMYECKHX IKadaxX Wik KOHTeHHEpax.
8.6. Cremiaxu JOJKHBI OBITh YCTAHOBIJICHBI IEPIICHIUKYIISIPHO CTEHAM C OKOHHBIMHU MPOEMaMH, a B
MOMEIIEHUU 0€3 OKOH - C y4eTOM OCOOCHHOCTEW momenieHus u obopymoBanus. He momyckaercs
pa3MelIeHNe CTeJIaKel BINIOTHYIO K HApYKHBIM CTEHAM 3/1aHUS U K UCTOYHHKAM Terlia.
8.7. PaccraHoBka cre/takeid M mIKaQOB OCYIIECTBISETCS B COOTBETCTBUU CO CICAYIOIIUMU
TpeOOBAHUSIMU:

*  paccTOsSIHUE MEXIY psAaMu cTeutaxken (TJIaBHbIN poxoxd) — He MeHee 120 cwm;

* paccrosiHue (MpoXo) MEeXy CcTeiaxaMu — He MeHee 75 cMm;

*  paccTosiHUE MEXIY Hapy>KHON CTEHOW 3[IaHUS U CTEJUIaKaMH, MapauIeTbHBIMHA CTCHE — HE

MeHee 75 cm;
*  paccTosiHUE MEX]y CTEHOU M TOPILIOM cTeJuIaxa miu mkada (06xom) — He MeHee 45 cM;
* paccTosiHME MEX]y MOJOM W HUXKHEH monkoil cremnaxa (mkada) — He meHee 15 cm, B
IIOKOJIBHBIX dTaxkaxX — He MeHee 30 cMm.
8.8. IlpoTuBomokapHbId peXKUM B 3JaHHUIX, TJ€ pa3MEIIaeTcs apXuB IIKOJb, U B
ApPXUBOXPAHWINIIAX YCTAaHABIMBACTCS B COOTBETCTBUU ¢ [IpaBUiamMu IPOTHUBOTIOKAPHOTO PEKUMA B
Poccutickoit ®eneparuu ot 16 centsops 2020 romga Nel1479.
8.9. ApxuBHBIE TOKYMEHTHI CJICTyeT XPaHUTh B TEMHOTE.
8.10. 3amuTa JOKYMEHTOB OT ACHCTBHSI CBETa 0OECIIEUNBACTCS XPAaHEHUEM JIOKYMEHTOB B KOPOOKax,
MankKax | repervieTax, B mKadax Wik Ha CTeJUIaKax 3aKPhITOTO THIIA.
8.11. EcrecTBeHHOE OCBeIlleHHWE B apXMBOXPAHUIIUIIE AOMYCKAETCS MPU YCIOBHH MPUMEHEHHs Ha
OKHaxX CBETOPACCEHBATENICH, PEryJATOPOB CBETOBOTO MOTOKA (CHEIHAIBbHBIX CTEKOJ), 3aIlMTHBIX
(bUIBTPOB U MOKPBITUH, JKATIO3H.
8.12. Jlnst MCKYCCTBEHHOT'O OCBEIICHHS IPUMEHSIOTCS JIAMITbl HAKAJIMBAHUS B 3aKPBITHIX MIadOHAX C
IaJKOW MOBEPXHOCTBIO.
8.13. B apxuBOoXpaHWIHUIIE AJId XPAHEHHs JIOKYMEHTOB YCTAaHABIMBAIOTCS CIEAYIOUIME mapaMeTpbl
TEMIIePaTyPHO-BIKHOCTHOTO PEKUMA:
* U1 XpaHEeHHsl IOKyMEHTOB Ha OyMaXHOM Hocutese — Temneparypa 17-19°C, oTHocutenpHas
BJIQXKHOCTH Bo3ayxa — 50-55%.

8.14. TlomemieHnuss apxuBa 0Opa30BATENBHOW OpPraHU3AlMU JOJDKHBI COAEpPXKAThCsl B YUCTOTE, B
YCIIOBUSX, UCKITFOYAIOIIIX BO3MOXKHOCTb IOSIBIICHUS TUISCEHU, HACEKOMBIX, ITHLTH.

9. 3ak/II0uuTEeIbHbIE MOJI0KEHHS

9.1. Hacrosimee Ilonoxkenue sBiseTCs JOKAIbHBIM HOPMATHBHBIM aKTOM, NPUHHUMAETCS Ha
O6meM coOpaHuM pabOTHUKOB HIKOJIBI U yTBEpKAaeTcsa (100 BBOJIUTCS B ACHCTBHE) MPUKA30M
JTUPEKTOpa OpraHu3allii, OCYIIECTBISIIONIECH 00pa30BaTENbHYIO JEATEIbHOCTD.

9.2. Bce uM3MEHEHHs W JIONOJHEHHS, BHOCHMBIC B Hactosiee [loiokenune, opOpMIISIOTCS B
NUCbMEHHOW (opMe B COOTBETCTBMM JICHCTBYIOIIMM 3aKOHOJATENBLCTBOM  Poccuiickoit
denepanuu.

9.3. Tlomoxenue 00 apxuBe 0OmEO0pPA30BATENBFHON OpraHU3allid NPUHUMAETCS Ha
HeOolpeaeaeHHbId CpoK. M3meHeHnss u nomnonHeHust K [loyiokeHHI0 MPUHUMAKOTCS B MOPSIKE,
npexycmoTpeHHoM 1.9.1. Hactosmiero [lomoxeHus.

9.4. Tlocne npuusatus [lonoxeHus (WM W3MEHEHHWH W JIOTIOJTHEHWW OTJICIBHBIX IYHKTOB H
pa3zieJIoB) B HOBOW peAaKlIMU MPEAbIIyIIast peJakiis aBTOMaTHYECKN YTPAuYUBAET CUITY.



