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1. O0mue mos1oKeHus

1.1. Hacrosmee [los0xceHue 06 apxuee wKo/bl pa3paboTaHO Ha OCHOBAHUU
[TpumepHOro TOJOXKEHUST 00 apXuMBe OPraHU3allUM, YTBEP)KICHHOIO IPUKA30M
®denepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpensa 2018 roga, B COOTBETCTBUU
¢ IIpukazom MunkyneTypsl Poccun ot 31.03.2015 Ne 526 "OO6 yTBepXIeHUH TTPaBUIT
OpraHM3alid XPaHEHHUs, KOMIUIEKTOBAHMUS, y4eTa W HCIIOJIb30BAHUS JOKYMEHTOB
ApxuHoro (onga Poccuiickoit ®enepanu U APYrux apXUBHBIX JOKYMEHTOB B
OpraHax TIOCYJapCTBEHHOW BJACTH, OpraHax MECTHOIO CaMOYINPABICHUSA U
opraHuzanusax", YcraBom o011eo6pazoBaTeNbHON OpraHHU3aLuH.
1.2. Jannoe IlonoxeHnue 00 apxuBe MIKOJIbI ONPEAEISIET COCTAaB JOKYMEHTOB apXuBa
o011eo0pa3oBaTebHON OpraHu3alud W YCJIOBHUA HMX XPaHEHHUs, YCTaHABJIMBAET
3a/layy, Ha3HA4YCHHE U (PYHKIMHU IIKOJIBHOTO apXMBa, PETJIaMEHTHUPYET EATeITbHOCTD
JUIa, OTBETCTBEHHOIO 3a BEICHHE apXvBa B OPraHU3AlMH, OCYIIECTBISIOLICH
00pazoBaTeIbHYIO NESTENHHOCTB.
1.3. B cBoeil nesTenbHOCTH apXuB pykoBoacTByeTcst DenepanbHbiM 3akoHOM Ne 125-
@3 ot 22.10.2004 «O06 apxuBHOM fene B Poccuiickoii @eaepanunn» ¢ U3MEHEHUSIMU
Ha 11 wrons 2021 roma, HOPMATUBHBIMH MPABOBBIMU aKkTaMu Pocculickoi
®enepanun, cyowvekra Poccuiickoit ®enepanuu B cdepe apXMBHOIO Jena MU
JIEJIONPON3BO/ICTBA, JIOKAIBHBIMH HOPMATHBHBIMU aKTaMH 00I111e00pa3oBaTeIbHOM
OpraHHu3alnu.

1.4. JIOKyMEHTBI OpraHU3aIlK, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO EATEIHLHOCTD,
MMEIOIIME HUCTOPHYECKOE, KYJIbTYPHOE, HAYy4YHOE, COLMAIbHOE, KOHOMHUYECKOE W
MOJINTUYECKOE 3HAUYCHUE, COCTABISIOT TOCYJIAPCTBEHHYIO 4acTh ApXHBHOrO (oHAA
Poccuiickoit ®enepanuu, SBISIIOTCS COOCTBEHHOCTHIO TOCYJapcTBa W MOMAJIEKAT
ITIOCTOSIHHOMY XPaHEHHUIO B TOCYJapCTBEHHbIX apxuBax Pocculickoit ®enepannu. o
nepesayu Ha rocy/1IapCTBEHHOE XPaHEHUE JaHHBIE IOKYMEHThI BPEMEHHO XPaHATCS B
o011eo0pa3zoBaTeIbHOM OpraHu3alllu.
1.5. B mkone muis xpaneHus: J0KyMeHToB ApxuBHoro ¢onna Poccuiickoit denepannu
Y 3aKOHUYCHHBIX JIEJTONPOU3BOJACTBOM JIOKYMEHTOB MPAKTUYECKOIO0 HA3HAYEHUS, HX
oTOOpa, yuera, WCIOJb30BaHMS W TOATOTOBKM K TIEepenade Ha TOCyJapCTBEHHOE
XpaHEHue co3zaercs apXuB.
1.6. ApxuB co3zaercst Kak CaMOCTOSITEBHOE MOAPA3AEIEHUE, BO3IIIABISIEMOE JIULIOM,



OTBETCTBEHHBIM 33 BEJCHHME apXWBa COMVIACHO MpPUKA3y JAUPEKTOpa IIKOJIBI.
1.7.  Opranuzamnusi,  ocyulecTBisifonass ~ oOpa30oBaTeIbHYIO0  JIESITEIbHOCTD,
o0OecreunBaeT apxuB HEOOXOAMMBIM TOMEIEHHEM, O0OpYyJOBaHHEM U KaJpamu.
1.8. Ob6meoOpa3zoBarenbpHas OpraHU3anys 00eCIeYnBaeT COXPAHHOCTh, YUeT, 0TOOp,
yHOpSiI0UeHHEe U UCMOJb30BaHME JAOKyMEHTOB ApxuBHoro ¢onna Poccuiickoii
®enepaunu, oOpasyroUMXcs B €ro AedareabHocTu. OOecrneuynBacT CBOEBPEMEHHYIO
nepenavy ITUX JOKYMEHTOB Ha rocyJapCTBEHHOE XpaHEHHUE.
1.9. Bce paboThl, CBsI3aHHBIC C MMOATOTOBKON, TPAHCIOPTHPOBKOW M Tepenadeit
aApXMBHBIX  JIOKYMEHTOB, TPOU3BOJAATCS  CWJIaMM M 32  CYET  IIKOJIBIL.
1.10. 3a ytpary u nmopuy nokymeHTtoB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu
JOJDKHOCTHBIE  JIMI[A ~ OpPraHu3alid,  OCYHIECTBIISIIONIEH  00pa3oBaTEbHYIO
NEeSITebHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBHM C  JEHCTBYIOLIUM
3aKOHOJATEIbCTBOM.
1.11. [konpHbI apxuB paboTaer coriacHo naHHoMy [lonokeHuto u maHy,
YTBEPKJIAEMOMY JTUPEKTOPOM 00111€00pa30BaTENIbHON OpraHu3alii, U OTYUTHIBAECTCS
nepen HUM B cBOEH pabore.
1.12. KoHTpoJib JEeATENbHOCTA apXWBa OCYIIECTBISIET IUPEKTOpP OpraHU3aluu,
OCYIIECTBIISIOLIEH 00pa30BaTENbHYIO AECSITEIBHOCTb.
2. CocTaB IOKYMEHTOB apXuBa
| 2.1. B mKoJIbHbBII apXUB HOCTYIIAIOT:

¢ 3aKOHYEHHBIC  JIEJIONPOM3BOJACTBOM  LIKOJBI  JIOKYMEHThl  IIOCTOSIHHOTO
XpaHeHHsI, 00pa30BaBUINECs B JIEATEIBHOCTH CTPYKTYPHBIX IMOJpa3zelieHuil,
JOKYMEHTBI BpeMeHHOTO (cBbilIe 10 JeT) cpoka XpaHeHus, HEOOXOAUMbIE B
MPAaKTHYECKOM IEeATEIbHOCTH, JOKYMEHTHI 10 KaJipaM U 00ydaronumcs;
¢ TOKYMEHTHI TOCTOSTHHOTO XpaHEHUS W MO0 JIMYHOMY COCTaBy OpraHU3allMii-
MPEAIIECTBEHHUKOB;
e TUYHBIC (OHABI BEAYHIMX PaOOTHUKOB OPTaHM3AIUHU, OCYIIECTBISIONIEH
00pa3zoBaTenbHYIO ACSITEILHOCTh, TOCTYUBIINE B apXUB;
o CITy>K€OHBIE Y BEIOMCTBEHHBIE U3JaHUS;
o CIIPABOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM U YYETHbIE JOKYMEHTbI
ApxuBa OpraHu3aluu, OCyIIECTBIISIONIEH 00pa30BaTENbHYIO JEATENbHOCTb.
2.2. Cpoku XpaHEHHsS JIOKYMEHTOB B apXuBe OOpa30BaTEIbHOW OpraHU3ALNU
OTIPEEISAI0TCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHON HOMEHKJIAType Jel.

3. 3amaum apxuBa

| 3.1. OCHOBHBIMH 3aJlauyaMu apxuBa SIBJISTFOTCSL:

3.1.1. Oprasuzanuss XpaHEHUs JTOKYMEHTOB, COCTaB KOTOPBIX HPELYCMOTPEH
pazmenom 2 Hactosmiero llomoxkenuss 00 apxuBe 00meo0pa3oBaTeNbHON
OpraHu3aluu.

3.1.2. KommekroBanue apxuBa JOKYMEHTaMH, 0Opa30BaBIIUMUCS B JI€ATEIHLHOCTH
OpraHu3alui, OCYIIECTBIISIOLIEH 00pa3oBaTeIbHYIO NeSITeNIbHOCTb.



3.1.3. Yuer, obecrnieueHrne COXpaHHOCTH, CO3JaHUE HAYYHO-CIPABOYHOTO ammapara.
3.1.4. Wcnonb30BaHusl JOKYMEHTOB, HaXOJSIIMXCS HAa XPAaHEHUU B aPXMBE IIKOJIBI.
3.1.5. TloaroToBka W CBOEBpEMEHHAas Tepeaada JOKYMEHTOB ApxXWBHOro (oHaa
Poccuiickon @enepanuu  Ha NOCTOSHHOE XPAaHEHHWE B TOCYAApCTBEHHBIN
(MyHUIIUTIATIbHBIN ) apXHuB.
3.1.6. MeTtoanueckoe pyKOBOACTBO U KOHTPOJIb 32 GOPMUPOBAHUEM U OPOPMIICHUEM
Jel B JICJIONPOM3BOJICTBE IIKOJIBI U CBOEBPEMEHHOM Iepeiadell MX B apXUB
00pa3oBaTenbHON OpraHU3aIHH.

4. OyHKIUN APXUBA HIKOJIbI

B CcOOTBETCTBMM C BO3J0KEHHBIMH 3aJadaMy apXWB OCYIISCTBJACT CJIEAVIOIINE

mYHK!!I/II/IZ

4.1. Opranu3yeT mpueM ITOKYMEHTOB IMOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 mer)

CPOKOB XpaHEHHS, B TOM YHKCJE MO KaapaM U OOydaroIuMmcs, oOpa30BaBIIMUXCS B
NESTENbHOCTH  IIKOJIBI, B  COOTBETCTBUM C  YTBEPXKIAEHHBIM  TpauKOM.
4.2. Ob6ecrieynBaeT COXpPaHHOCTb U BEIET y4eT JOKYMEHTOB U (DOHJIOB, HAXOASIIUXCS
Ha XpaHEHUU B apXxuBe o011eo0pazoBaTebHOM Opra”u3aruu.
4.3. IlpencraBisieT B roCyJapCTBEHHBIN (MyHULIUIIATIbHBIN) apXUB YUETHbIE CBEACHMUS
00 o0beMe M COCTaBe XPAHSIIUXCS B apXHUBE HIKOJBI JOKYMEHTOB ApXUBHOTO (OHIIA
Poccuiickon ®enepanum U APYruX AapXMBHBIX JOKYMEHTOB B COOTBETCTBHHU C
MOPSIAKOM TOCYAapCTBEHHOTO y4eTa JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
denepannu.

4.4. CucremaTu3upyeT M pa3MellaeT JOKYMEHTHI, MOCTYNAKIINEe Ha XPAaHCHHE B
HIKOJIBHBIA ~ apXuB, OOpa30BaBIIMECSd B XOJI€ OCYIIECTBICHUS JI€ATEIbHOCTH
OpraHu3aluu, OCYILECTBIISIOLIEH 00pa3oBaTeIbHYIO JEATEIbHOCTb.
4.5. PazpabartbiBaeT rpaduKy MpeAcTaBICHUs ONMKUCEH HAa PACCMOTPEHUE SKCIEPTHO-
IIPOBEPOYHONM KOMHMCCHM U TMepeAauyd JOKyMEHTOB ApxuBHOro ¢ouga PD Ha
XpaHEHUE B roCyAapCTBEHHBIN (MyHUIIUTIATTEHBIH ) apXuB.
4.6. OcylecTBISET NOJTOTOBKY U MPEICTABIISCT:

¢ HA PACCMOTPEHUE U COTJIACOBAHME SKCIEPTHONM KOMHUCCHM IIKOJbI OMUCH Jell
MOCTOSIHHOTO XPaHEHHUs, BpeMEHHbIX (cBbIme 10 7eT) cpoKoB XpaHEHUs, B
TOM 4YHCIIe TIO KaapaM U OOydYaromMMCs, a TaKKe aKThl O BBIACICHUH K
YHUUTOXKEHUIO apPXUBHBIX JOKYMEHTOB, HE TIOJJIEKAIIUX XPAHEHHUIO, aKThl 00
yTpare AOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKJICHUSAX APXUBHBIX
JIOKYMEHTOB;

eHa YTBEPXKJCHHE OSKCIEPTHO-TIPOBEPOUYHON KOMHUCCHUU YIIOJHOMOUYEHHOTO
opraHa HCIIOJIHUTENLHOM BIacTu cyobekTa Poccuiickoit denepamyu B cepe
apxuBHOrO nena (manee - OIIK apXuBHOTO yUpexACHHS) OMHCH MAel
MOCTOSTHHOT'O XPaHCHHS,;

eHa cornacoBanue OIIK apxuBHoro yupexzaeHuss cyobekta Poccuiickoit
@enepanuyn  (MyHMLIMIAIBHOTO apXHWBa), B CJlydae HAJECJICHUS €ro
COOTBETCTBYIOIIUMHU IMOJTHOMOYHSIMH, OIUCHU JIEJI [0 JINYHOMY COCTaBY;



eHa cornacoBanue OIIK apxuBHOrOo yupexaeHus cyobekta Poccuiickoi
@enepanun  (MYHMIMIAIBHOTO apXWBa), B Cly4ae HaJENEHUs €ro
COOTBETCTBYIOIIMMH TMOJTHOMOYHUSMHU, aKThl 00 yTpare JTOKYMEHTOB, aKThl O
HEHCIPABUMBIX MOBPEKICHUSIX APXUBHBIX JOKYMEHTOB;
o Ha YTBEPKJICHUE JTUPEKTOPY LIKOJIbI OMUCH €I IOCTOSIHHOI'O XPAHEHHUS, OITUCH
BpeMeHHBIX (cBblilie 10 J1€T) CPOKOB XpaHEHUs, B TOM YHUCIE OMUCH JIE] 10
KaapaM U oOydaroluMCsi, aKThl O BBLACICHUH K YHHUTOXXCHHIO apXHBHBIX
JOKYMEHTOB, HE MOIJICXKAIIUX XPAaHEHHIO, aKThl 00 yTpare IOKYMEHTOB,
akTbl O  HEHUCNPABUMBIX  IOBPEKACHUSAX  aAPXHUBHBIX  JOKYMEHTOB,
yTBepkeHHble (coriacoBaHHble) OIIK wim rocymaapcTBEHHBIM apXHBOM
cyorekta Poccuiickoit @enepanuu (MyHUIMIIAIBHBIM apXUBOM) B Cliydae
HAJICJIEHUS €r0 COOTBETCTBYIOIIUMH MOJTHOMOYHSIMHU.
4.7. Opranusyert nepenady JOKyMeHTOB ApxuBHOTo Qonaa Poccuiickoit @eneparuu
Ha T[IOCTOSSHHOE€ XpaHEHHWE B TOCYJAapCTBEHHBbIM (MyHUIMNAIbHBIA) apXUB.
4.8. Opranusyer 1 NpOBOAUT SKCHEPTU3Y LIEHHOCTH JOKYMEHTOB BPEMEHHBIX (CBbIIIE
10 neT) cpokOB XpaHEHHMs, HAXOASIIMUXCS HA XPAHEHUM B apXMBE IIKOJbI B LEJAX
oTOOpa JOKYMEHTOB JUIsl BKIIIOUEHHS B cocTaB ApxuBHoro ¢onma Poccuiickoit
denepanuy, a TAaKXKE BBISBICHHS JIOKYMEHTOB, HE MOJUICKAIIUX JajdbHEUIIEMY
XPaHEHUIO.
4.9. YuactByeT B paboTe SKCHEPTHONM KOMHCCHH OPTaHU3AIMH, OCYIIECTBIISIONIEH
00pa3oBaTenbHYI0 NEATEIIbHOCTb.
4.10. IIpoBomutr MmeponpusiTUS MO OOECHEYEHUID COXPAHHOCTU JIOKYMEHTOB,
Haxo/SIIMXCS HAa XPaHEHHWM B  apXMBE OPraHU3alMM, OCYIUECTBIIOLIEH
00pa3oBaTeNbHYI0 NEATEIIbHOCTb.
4.11. Opranuszyer HHPOPMHUPOBAHWE ATMUHHUCTPAIIMM M PAOOTHUKOB IIKOJBI O
COCTaBE M COJEPXKAHWU JIOKYMEHTOB apXuBa OPraHU3alMH, OCYIIECTBIISIIOIEH
00pazoBaTeIbHYIO NESTENHHOCTb.
4.12. UurdopmupyeT MOIB30BaTEIICH MO BOMPOCAM MECTOHAXOXKICHUS apXHUBHBIX
JIOKYMEHTOB.
4.13. OpranusyeT BblIayy JOKYMEHTOB W Jied Ajisi pabOThl B YUUTEIbCKOW WU BO
BPEMEHHOE MIOJIb30BAHUE.
4.14. VcnonHseT 3anpochl OpraHu3alil W 3adBICHUS TPaXKJaH 00 YCTaHOBJICHHUU
TPYJAOBOTO CTa)Xxa W JPYTUM BOMNPOCAM COLMAJIBHO-TIPABOBOTO XapakTepa, B
YCTAHOBJICHHOM TIOPSIIKE BBIAACT KOMUU JIOKYMEHTOB M apXUBHBIE CIPABKH.
4.15. Benmer yder WCHONb30BaHHWS JOKYMEHTOB apXuBa 0Opa3oBaTelbHOU
OpraHMu3alluu.
4.16. Co3znaet ¢oHA MOJIB30BAHUS apXHUBa IIKOJIbl U OPTaHU3YET €r0 HCIOJIb30BaHUE.
4.17. OcyuecTBisieT BEACHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM
IIKOJBHOTO apxuBa. Co37aeT, MOIMOJIHSAET U COBEPIICHCTBYET HAYYHO-CIIPABOUYHBIN
anmapar K XPAHSIIAMCS B apXuBe nenam " JOKYMEHTaM.
4.18. VYyactByeT B pa3pabOTKe [IOKYMEHTOB OpPTaHU3AIMH, OCYIIECTBIISIONIEH



oOpa3zoBaTelbHyI0  JEITEIBHOCTh, IO  BONPOCAaM  apXWBHOTO  Jela |
JIEJIOTIPOU3BOICTBA.
4.19. Oka3pIBaeT METOAUYECKYIO IOMOIIIb:
o CIIy’KO€ JICJIONPOM3BOJICTBA IIKOJIBI B COCTaBJICHWW HOMEHKJIATYphl eI,
dbopmupoBaHUM W OQOPMIICHUU €], KOHTPOJUPYET TPaBHIBHOCTh

dbopmupoBanus 1 0HOPMIICHHS JICNT B JCIOTPOU3BOJICTBE;

e CTPYKTYPHBIM IOJIpA3JICJICHUSIM M paOOTHUKAM IIKOJbI B IOJATOTOBKE
JOKYMEHTOB K TIepeiade B apXHWB OpraHU3alldd, OCYIICCTBIIIONICH
00pa3oBaTEIbHYIO IEATEIBHOCTD.

4.20. YyacTByeT B IPOBEACHHH MEPONPHUATHNA I10 ITOBBIIICHUIO KBaTU(UKAIMH
PabOTHUKOB apX¥Ba U CITYKObI IEIOMPOU3BOICTBA 00PA30BATEIIHFHON OPTraHNU3aIINH.

S. IIpaBa apxuBa

J1J1s BBIIIOJHEHUST BO3JIOKEHHBIX 3a7a4 M (QYHKIMH JIMIO, OTBETCTBEHHOE 3a apXMB,

NUMCCT IIPaBoO.

5.1. TlpeacraBnsaTe AMPEKTOPY OpraHU3AIMHU, OCYIISCTBIISIONICH 00pa30BaTCIbHYIO
JESITEIbHOCTh, MPEAJIOKEHUSI 110 COBEPIICHCTBOBAHUIO OpPTaHU3allMd XPaHEHUS,
KOMILJIEKTOBAHMS, yU€Ta U UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB B apXMUBE IIKOJIBI.
5.2. KOoHTpommpoBaTh BBHIMIOJHEHUE YCTAHOBIICHHBIX MPaBUJI pabOTHI C TOKYMEHTaAMHU
B CTPYKTYPHBIX MOJPA3ACIICHUSX OpPTraHu3aliK, OCYIIECTBIISIONICH 00pa3oBaTEIbHYIO
JIEATENBHOCTb.

5.3. 3ampamuBarh OT CTPYKTYPHBIX MOJpa3eIeHUN U paOOTHUKOB IIKOJIbI CBEACHMUS,
HEOOXOJUMBIE Il pabOTHl apXWBa, C YYETOM OOECIICUCHHs BBITIOJHEHUS BCEX
BO3JI0’KEHHBIX Ha apXuB 3a7a4 u GyHKINHN.
5.4. JlaBaTh pa3bACHEHHUS U PEKOMEHALIMM IO BOMPOCAM, BXOASIIMM B KOMIIETCHIIUIO
apxXvMBa  OpPraHMW3allid, OCYIIECTBISIONMIEH  0Opa30BaTENbHYIO  JI€ATEIHLHOCTD.
5.5. NudopmupoBath CTPYKTypHBIC TMOIPA3ACICHUS IIKOJBI O HEOOXOIUMOCTH
nepeayn JIOKYMEHTOB B apXWB B COOTBETCTBUU C YTBEPKIACHHBIM TpaduKroMm.
5.6. [TIpuanMaTh y4dacTue B 3aceJaHusIX AKCIIEPTHOU KOMHUCCHUU
0011e00pazoBaTeILHON OpPraHU3aIiy, a TAKXKE B IKCIICPTHO-TIPOBEPOYHON KOMHUCCUHU
YIIOJTHOMOYEHHOTO ~ OpraHa HCIOJIHUTENIbHOM BiacTH cyOwbekTa Poccuiickoit
deneparuu B chepe apXUBHOTO JIETIa.

6. OTBeTCTBEHHOCTDH 32 GYHKIMOHMPOBAHUE APXUBA

6.1. HazHaueHHOE IIPUKA30M JIUPEKTOpA IIKOJIBI JMIIO, OTBETCTBEHHOE 3a BEICHHUE

apXHrBd, HCCCT NNCPCOHAJIbHYIO OTBECTCTBCHHOCTD 34.

o BHITIOJTHEHHE BO3JI0KEHHBIX HA apXWB 3a1a4 M (PyHKUUH B COOTBETCTBUH C
JIEMCTBYIOLIUM 3aKOHOAATENLCTBOM Poccurickon denepanuu;

e OPraHu3alMl0 paboOThl apXHMBa, CBOEBPEMEHHOE M KBaJU(PUIMPOBAHHOE
BBIIIOJIHEHUE IIPUKA30B, PACHOPSIKCHUN, IOPYYEHMM  BBIILIECTOSILETO
PYKOBOJACTBA, JCHCTBYIOIIUX HOPMATHBHO-IIPABOBBIX aKTOB II0 CBOEMY
npoQUIIIO 1eATETbHOCTH;



o parioHaIbHOE M 3((PEKTUBHOE MCIOIH30BaHNE MATEPHUATBHBIX, (PHHAHCOBBIX
U KaJPOBBIX PECYpCOB;

¢ COCTOSIHUE TPYIOBOW W  HCIIOJHUTENBCKOW JWCIUIUIMHBI B  apXHBE,
BBITIOJTHEHHE CBOVX (DYHKITMOHAIBHBIX 00SI3aHHOCTEH;

o COOTIO/ICHHE paBuII BHYTPECHHETO pacropsika, CaHUTApPHO-
NPOTHBOAIUACMUYECKOTO PEXKHMa, TPOTHBOIOXAPHOH O€30MacHOCTH U
TEXHUKU 0€3011aCHOCTH;

¢ BEJICHUE JOKYMEHTAILUH, TNPETYCMOTPEHHON JEHCTBYIOIIUMH HOPMATHBHO-
IIPABOBBIMH JIOKYMEHTaMU;

¢ IPEIOCTABIICHUE B YCTAHOBIIEHHOM TIOPSJIKE JOCTOBEPHOW CTATUCTHUYECKOU U
WHOU WHPOPMAITUH O ACITEITLHOCTH apXHBa,;

¢ TOTOBHOCTB apXuBa K PabOTe B yCIOBUSIX YPE3BBIYANHBIX CUTYAIINH.

6.2. OTBETCTBEHHbIE 3a BEJCHHE AEIONMPOU3BOJICTBA, MOATOTOBKY U IPEICTaBICHHE
JOKYMEHTOB Ha XpaHEHHE B apXuB, HA3HAUYAIOTCA JAUPEKTOPOM OpTraHHU3aIUH,
OCYILECTBIISIOLIEH 00pa3oBaTeIbHYIO JeSITENbHOCTb.
6.3. KoHTponb [eATENbHOCTH apXuBa OCYIIECTBISET ITUPEKTOP OpraHU3alNY,
OCYIIECTBIISIONICH 00pa30BaTENbHYIO ACATEIbHOCTb.

7. KomnieKToBaHHMe apXuBa

7.1. IloaroroBka AOKYMEHTOB K Iiepeadye B apXUB OOpa30BaTENbHON OpraHu3aluu
BKJIIOYAET HKCIEPTU3y HAYYHOM U NPAKTUYECKON LIEHHOCTH JIOKYMEHTOB,
odopmiieHne Jen, COCTAaBJICHUE OIKCH.
7.2. DkcnepTusa LIEHHOCTHU JIOKYMEHTOB.
7.2.1. Ikcnepmu3za yeHHOoCMu 00OKYMEHMOo8 — OTpeielieHue IEHHOCTH JOKYMEHTOB
C IeNbI0 0TOOpa WX HAa XPaHEHHE W YCTAHOBJIICHHE CPOKOB XpaHEHUS. DKCIEPTU3Y
[IEHHOCTH JOKYMEHTOB B 00pa30BaTEIIbHONW OpPTaHM3AIMU OCYIIECTBISET MOCTOSHHO
JENCTBYIOMIAs IKCTIepTHAsS KOMUCCHSI.
7.2.2. 3KcnepmHasi KoMuUccusl Ha3HAYAETCsl PUKA30M TUPEKTOpa IMKoJbl. B cocra
OKCHEepTHONM KOMHUCCHUM BKJIOYAIOT HE MEHEE TpEX COTPYJAHHMKOB, B TOM YHCIIE B
00s13aTeTbHOM TIOPSIAKE JIMIIO, OTBETCTBEHHOE 3a BEJIEHHE apXuBa IIKOJbI, U
JUPEKTOP MYyHUIMINAIBHOTO apxuBa (1o coryiacoBanuio). CekperapeM DKCIEPTHOM
KOMHCCHUM Ha3HAYalOT CEKpeTaps oO0pa3oBaTeNbHONW OpraHu3ali. JKCIEpTHAS
KOMHUCCHS Ha 3aCeIaHUAX pPacCMaTpPUBACT: HOMEHKJIATYpPY €7 IIKOJbI, OMUCH e
MOCTOSTHHOT'O XPaHEHHS U 10 JUYHOMY COCTaBY, aKThl HA JOKYMEHTHI, BbIICTsEMbIC K
YHUYTOXEHUIO.

7.3. OgpopmaeHue desa
7.3.1. Jlena moCTOSIHHOTO XpaHEHHUsl MOJUIMBAIOTCA B TBEPIYIO OOJIOKKY CYpPOBBIMU
HUTKaMH. JIMCTBI HyMepylOTCSi B MPaBOM BEPXHEM YIUIy MPOCTBHIM KapaHAAIIOM.
KosmuecTBO THCTOB B KaXkJ0M JieJie HE JOHKHO mpeBbimaTth 250. B koHue nena Ha
OTJIETTLHOM JUCTE COCTaBIIACTCA 3aBepUTEIbHAS HAIHUCh.
7.3.2. Ha oOnoxke Jesl MOCTOSHHOTO XpaHEHWs JIOJDKHBI OBITh IPOCTaBIEHBI



CJICYIONINE PEKBU3UTHI: TIOJHOE HAMMEHOBAHHE BBIIIECTOSIICH OpraHU3aIlNH,
HaUMEHOBaHHWE O0Opa30BaTEIbLHONM OpraHu3aluu, HoMmep (WMHIEKC) Jena 1o
HOMEHKJIAType, 3arojoBOK Jieja, KOJUYECTBO JHUCTOB, CPOK XPAHEHMs] WM OTMETKA
«XpPaHUTh MTOCTOSTHHOY, HOMEp donna, OTHCH, nena.
7.3.3. Ilo okoOHYaHUM AEIOMPOU3BOJICTBEHHOIO rofa B 0(hOpPMIICHHBIE OOJIOKKHU JE
MOCTOSIHHOTO XPaHEHUs BHOCITCS HEOOXOAWMBIC YTOYHECHHS: B 3aroJIOBKU [,
COZIEpXKAIIUX PACTIOPSAUTEIbHBIE JOKYMEHTHI (TMpUKa3bl, MPOTOKOJIBI), BHOCATCS
HOMEPA; €CJIHM JEeJIO C MEPEMUCKON COCTOUT M3 HECKOJBKHUX TOMOB, B KaXXIOM TOME
YKa3bIBACTCsI KOPPECHOHICHT, aBTOP, TEPPUTOPHS, Apyrue JaHHbIE. B KaxmoM Tome
yKa3bIBaeTCs JaTa (9MCIiio, MECHIl, TO/) Hadyajla 1 OKOHYAHUS JAaHHOTO TOMa. TOdYHbBIC
JaThl TPOCTABISIOTCS Ha OOJIOKKAaX i OBICTPOTO TOWCKAa JIOKYMEHTOB B
MOCJICYIONIEM; W3 3aBEPUTEIbHOW HAAMUCH Ha OOJOXKY Jejla BBIHOCHUTCS

KOJINYCCTBO JINCTOB B JCJIC.
7.3.4. Hannncn Ha O00JI0KKaX ACT TIOCTOAHHOIO M JOJIOBPEMCHHOI'O XPAaHCHUS
cjenycerT MMPOU3BOJAUTDH YCTKO, CBETOCTOMKUMHU YCpHUJIAMU.

7.3.5. Jng yuera KOJIMYECTBAa JIMCTOB B Jelie U (UKcAUUU OCOOCHHOCTEH HX
HyMEpalMd Ha OTIEJIbHOM JIUCTE€ COCTABJISIETCS  3aBEPUTEIbHAsT  HAIIUCH.
7.3.6. B 3aBeputenbHON HAAMKMCH YKA3bIBAETCS KOJIWYECTBO JIMCTOB (LuppamMu u
NPOIMUCHI0) B Jiene. 3aBepuTeNibHAsS HAAMKUCHh MOAMHUCHIBACTCS COCTABUTEIIEM C
yKa3aHUEM ero JOJDKHOCTH u JaThI COCTaBJICHUS.
7.3.7. BHYTpeHHsI ONUCHh COCTABIISIETCS K JI€JIaM MOCTOSIHHOTO U JOJITOBPEMEHHOIO
(cBpiie 10 ;er) cpoka XpaHEHUs, CQOPMUPOBAHHBIM [0 PA3HOBUAHOCTSIM
JIOKYMEHTOB, 3aroJOBKH KOTOPBIX HE PACKpPBIBAIOT KOHKPETHOE COJEpIKAHUE

JIOKYMEHTOB (ocobo LICHHBIE, JINYHBIE nena u ap.).
7.4. Onucanue JdoOKyMeHmos NOCMOSIHHO20 CpoKa XpaHeHus
7.4.1. Onucu cOCTaBIIAIOTCA Pa3IeIbHO Ha JIeJa MOCTOSIHHOTO XPaHEHUs 10 OCHOBHOM
NEeSTENHHOCTU u Ha nerna o JTUIHOMY COCTaBY.
7.4.2. Onucu COCTaBJISIFOTCS JEIOTPOU3BOIUTEIIEM.

7.4.3. Onuch BeneTcs B €IMHOM BaJIOBOM Hymepallud B TEYCHUE HECKOJIBKHUX JIET.
7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPAaHECHHSI COCTABIISICTCS aKT 00 YHHUYTOXXCHHH.
7.4.5. Tlo OKOHYaHWW JCJIONMPOM3BOJACTBEHHOIO To0jJa B 0Opa3oBaTeIbHOU
OpraHU3alMHA TIPOU3BOJUTCS OTOOP JOKYMEHTOB IMOCTOSSHHOTO CPOKa XPaHCHHS ISl
BKJIFOYEHHUS UX B ONHUCh. ONMUCh COCTOUT M3 TOJOBBIX Pa3/esioB, BHYTPHU roja nesa
pacrosiararoTcs Mo CTENEeHM 3HAYMMOCTH C YYE€TOM HOMMHAJIBHOTO MNpUHLHNA (B

COOTBETCTBUHU c HOMEHKJIaTYpOM o0OpazoBaTenbHOM OpraHU3aIllH).
7.4.6. Onncu coCTaBIISIFOTCS Pa3JesIbHO Ha JeJla MOCTOSIHHOIO XPAaHEHMsI IO OCHOBHOM
JeSITeIbHOCTH u Ha nena o JUYHOMY COCTaBy.
7.4.7. Onucn COCTaBIISIFOTCS CEKpETapeM.

7.5. lena epemeHH020 XxpaHeHUs1 OPOPMIISIFOTCSL YIIPOLIEHHO: OHU HE MOAIINBAIOTCS,
JUCTBI B HUX HE HYMEPYIOTCSl, yTOUHEHHE Ha 00JI0KKaX HE MPOU3BOJUTCS, ONKUCH Ha
JieJia He COCTaBIISIOTCS, yUeT BeAETCs [0 HOMEHKIIAType Aedl.



8. YcaoBusn XPaHECHUS TOKYMECHTOB apXxuBa MIKOJIbI

8.1. JlokyMeHTbl apxuBa XpaHATCA B apXUBOXpaHWIHUIIE OOIIe00pa3oBaTEIbHOMN
OpraHu3aLu.

8.2. He nomyckaercs pa3MelleHne apXuBa B MOABAJIbHBIX U Y€PJAYHBIX TOMEIICHUSIX
IIKOJIBI.

8.3.  ApXuBOXpaHWIMIIE  JOKHO  OBITh  yJaJeHO OT  JabOpaTOPHBIX,
NPOU3BOJCTBEHHBIX, OBITOBBIX IOMEIIEHUH W HE HMEThb OOHMMX C HHUMHU
BEHTWISIUMOHHBIX ~ KAHAJIOB. ApPXMBOXPAHWIMILE OTACNAETCA OT  COCEOHUX
NOMEIIEHU HECTOPAEMBIMU CTEHAMU U NEPEKPBITUAMHU C MPEAEIaMU OTHECTOMKOCTH
HE MeHee JByX 4acoB. B apxuBoxpaHuiuie He [IOMyCKaeTcss MpoKiaaka Tpyo
BOJOCHA0XKEHUSI W KaHAIU3AIMKU, TEXHOJOTUYECKHE WU OBITOBBIC BBIBOJBI BOJBI.
8.4. ApXUBOXpaHWIHILE JOJDKHO HMETh €CTECTBEHHYI) WJIM HCKYCCTBEHHYIO
BEHTWIALIMIO,  O00ECHEeYMBAIOIIYI0  PELUPKYJSALUI0  BO3AyXa,  CTAa0MJIBHOCTH
TEMIEPATYPHO-BIAKHOCTHOTO pexuma.
8.5. Bce mocrymaromme B apXuB 00pa3oBaTENbHON OpraHu3alud JIOKYMEHTHI
pa3MelaTcs B apXUBOXPAHWIUIIAX HA CTAlMOHAPHBIX W/WIM TEPEIBUKHBIX
METAUIMYECKUX CTeIaXkaX, B METANIMYECKHX IIKajax Wi KOHTEHHepax.
8.6. Ctenaxkul TOJKHBI ObITh YCTAHOBJIEHBI NEPIEHAUKYJIIPHO CTEHAM C OKOHHBIMU
npoeMamMi, a B MOMEIIEHHH 0e3 OKOH - C y4eTOM OCOOEHHOCTEH MOMEUICHHs U
oOopynoBanusi. He pomyckaercs pasMelieHHe CTeUIaXel BIUIOTHYIO K HapyXHbIM
CTEHaM 31aHUs " K HMCTOYHUKAM TeIuIa.
8.7. PacctanoBka cremnaxedi W 1KadoOB OCYIIECTBISETCS B COOTBETCTBUHU CO

CJIETYIOUIMMU TPEOOBaHUSIMU:
¢ PACCTOSIHME MEX]y pAlaMu CTeJIaxel (raaBHbIN npoxos) — He MeHee 120 cM;
o paccTostHUE (MIPOXOMA) MEXKIY CTEIakKaMU — HE MEHee 75 cM;
* PacCTOSIHME MEXIY HapyKHOW CTEHOM 3[aHus U CTEJUIaKaMHU, HapaJlIeIbHbIMU

CTCHE — HEe MeHee 75 cMm;
¢ PACCTOSIHME MEXKIy CTEHOM M TOpLOM cTellaka miaM mkada (006xom) — He
MeHee 45 cwMm;
¢ PACCTOSIHME MEXIy TOJIOM M HUKHEH MOJKOW creyuiaxka (mkada) — He MeHee
15 cM, B IIOKOJIBHBIX ATa)kax — He MeHee 30 cMm.
8.8. IIpoTHBOMOXKAPHBIN PEXUM B 3AaHUAX, TI€ Pa3MEIIAECTCAd apXUB IIKOJbI, U B
apXMBOXpAaHWUJIMIIAX  yCTaHaBIMBaeTcsi B  cooTBerctBMM ¢ llpaBunamu
POTUBOIOXKApHOTO pexuma B Poccuiickoit @eneparun ot 16 centsiops 2020 roxa
No1479.
8.9. ApxuBHBIE JOKYMEHTBI clenyer XPaHUTb B TEMHOTE.
8.10. 3ammra JOKYMEHTOB OT JACWCTBUSA CBeTa OOECHeunBaeTCs XpaHEHUEM
JIOKyMEHTOB B KOpOOKax, Mamkax W TMepervierax, B IMIkadax WIM Ha CTeUIakax
3aKpBITOTO TUIIA.
8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEIICHUSI B KHUTOXPAHWINIIAX JIOJIKEH COCTABIIATh
HE MEHEe 100 JIFOKC.



8.12. B apxwBOXpaHWIMIIE JUII XpaHEHWUS JIOKYMEHTOB YCTAHABJIMBAIOTCS

CJIEAVIOIIME MapaMeTPhl TEMIIEPATYPHO-BIAKHOCTHOI'O PEXKUMA:

o JUISl XpAaHEHHUs IOKYMEHTOB Ha OyMaXxHOM Hocutese — temneparypa 17-19°C,
OTHOCUTEJIbHAS BJIAXXHOCTh BO31yxa — 50-55%.
8.13. Ilomemienust apxuBa 00pa30BaTEIbHON OpPraHU3alU JIOJKHBI COJIEPKATHCS B
YUCTOTe, B YCJOBUAX, MCKIIOYAIOIUX BO3MOXHOCTh TOSIBJICHUSI IIJIECEHHU,
HACEKOMBIX, IbLIH.

9. 3aKJII0uYnTeIbHbIC MOJOKCHUS

9.1. Hacrosmee Ilonoxxenue 06 apXxuBe SIBISETCS JIOKATbHBIM HOPMATUBHBIM aKTOM,
npuHumaeTcss Ha OOmeM coOpaHuM paOOTHUKOB IIKOJIBI U yTBepxaaercs (0o
BBOJIUTCSl B JCHCTBUE) MPHKA30M JUPEKTOpa OOIIeOoOpa30BaTEIbHONW OpTaHMU3aIlUy.
9.2. Bce wu3MeHeHus U JOINOJHEHMs, BHOCHMbIE B Hactoduee Illonoxenue,
opopMIIIIOTCSI B MUCBMEHHOW ¢GopMe B  COOTBETCTBUU  JICHCTBYIOIIUM
3aKOHOJATEIbCTBOM Poccuiickon denepanuu.
9.3. Tlonmoxxenne o0 apxuBe 00IIE0O0PA30BATENILHON OpraHU3AIMU MPUHUMAETCS Ha
HEONPEECICHHbIA CPOK. M3menennss u nononHenus: K [lonoxeHno nMpuHUMArOTCS B
MOPSIAKE, MPEIYyCMOTPEHHOM m9.1. HACTOSIETO [Tonoxenus.
9.4. Tlocne mpunsatus I[lomoxkeHnss (WM W3MEHEHUH W JIOMOJHCHUH OTACIBHBIX
NYHKTOB W Pa3JeioB) B HOBOW pPENAKIMM MpEeAbIayllias pelakius aBTOMATHYECKU
yTpayuBaeT CUIYy.



