[MPUHATO
Ha I1€/1arOTN4eCKOM COBETE
nporokoJ Ne 1 ot 30.08.2022

ITonoxenune 00 apxuse
MAOY «COHLI n. Ayoxum»

1. O01ue mos10:KeHUA

1.1. Hacrosimee Ilonoxenue paspaboraHo Ha ocHOBaHMHU [IpuMepHOro mojoxeHus 00 apxuBe
OpraHu3aIiy, yTBEPXKIEHHOTO mpukazoM dexepanbHOro apxuBHOTO areHTcTBa Ne 42 ot 11
anpena 2018 roxa, B coorBerctBuu C IIpukazom Munkynsrypsl Poccun ot 31.03.2015 Ne 526
«O0 yTBEp)KJIEHUM TPABWJ OpraHU3AIUN XPAaHEHUsS, KOMILJIEKTOBAHUS, y4e€Ta M HCIOJIb30BaHUS
NokyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanii U ApYyruxX apXUBHBIX JTOKYMEHTOB B
OopraHax TOCyJapCTBEHHOM BIACTH, OpraHax MECTHOIO CaMOYIpPAaBJIEHUS M OpraHU3aIlUsaX»,
YcraBom 00111€00pa30BaTEIbHON OpPraHU3alNH.

1.2. Jlannoe IlonokeHwe ompenensieT COCTaB JOKYMEHTOB apxwBa o0Ieo0pa3oBaTeIbHON
OpraHM3allii M YCIOBHUS HMX XpaHEHHWs, YCTaHABJIMBAaeT 3aJaud, Ha3HauyeHHe U (QYHKIUU
IIKOJIBHOTO apXHBa, perjaMeHTUPYET IeATeIbHOCTh JIMIIA, OTBETCTBEHHOTO 32 BEJICHUE apXUBa B
OpraHu3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTEeNbHYIO AEATEIbHOCTb.

1.3. B cBoell nearenbHOCTH apxuB pykoBoAcTByeTcsi DenepanbHbiM 3akoHOM Ne 125-D3 ot
22.10.2004 «O06 apxuBHOM Jnene B Poccuiickoit denepanun» ¢ u3meHeHusMu Ha 14 wrons 2022
roja, HOPMAaTHBHBIMH TIPAaBOBBIMH akTamu Poccuiickoit ®denepanmu, cyowbekra Poccuiickoit
Oenepannu B chepe apXUBHOTO JIeNa U JIeIONPOU3BO/ICTBA, JOKATbHBIMU HOPMATUBHBIMU aKTaMU
o011eo0pa3oBaTeabHOM OpraHu3aluy.

1.4. JIokyMeHTBHI OpraHHU3aliH, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO NEATEIbHOCTh, MUMEIOIINE
UCTOPUYECKOE, KYIbTYpHOE, HAy4YHOE, COIMAIbHOE, SKOHOMHYECKOE U MOJIUTUYECKOE 3HAYCHHE,
COCTaBJISIIOT TOCYIapCTBEHHYIO 4acTh ApxuBHOTO (onma Poccuiickori deneparuu, SBISIOTCS
COOCTBEHHOCTBIO TOCyJapcTBa U TOJUIEKAT IOCTOSHHOMY XPaHEHHIO B TOCYJapPCTBEHHBIX
apxuBax Poccuiickoii ®Penepanuu. [o mnepenaun Ha TOCYJapCTBEHHOE XpaHEHUE JaHHBIC
JOKYMEHTBI BpEMEHHO XpaHsATCS B 0011e00pa3oBaTeIbHOM OpraHu3aliu.

15. B mxone s xpaHeHUs T0oKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanuu u
3aKOHUYEHHBIX JIETIOMPOU3BOICTBOM JOKYMEHTOB MPAaKTUYECKOTO Ha3HA4YeHHs, UX 0TOOpa, ydeTa,
WCII0JIb30BAaHUS U TIOJTOTOBKH K Iiepeiaue Ha TOCYJapCTBEHHOE XPaHEHUE CO3/1aeTCsl apXUB.

1.6. ApxuB co3mgaerca Kak CaMOCTOATEIbHOE IMOJpa3JelieHue, BO3IJIABISEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJCHHUE apXUBa COTJIACHO MPUKA3y AUPEKTOPA IIKOJIBI.

1.7. Opranuzanus, OCYHIECTBISIONIAs OOpPa30BaTENbHYIO JIEATENBHOCTh, OOECIEUMBACT apXUB
HEO0OXO0IMMBIM MOMEIIEHUEM, 000pyIOBaHHEM H KaJIpaMH.

1.8. OoO0meoOpa3oBaTenbHas OpraHu3amus OOeCHeurnBaeT COXPaHHOCTb, Yy4eT, OTOop,
yIOPSI0YEHHEe M HCIOJIb30BaHUE JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii deneparumy,
oOpa3yromuxcs B ero aesreabHocTH. ObecneunBaeT CBOEBPEMEHHYIO Iiepeiady 3TUX IOKyMEHTOB
Ha rocyJapCTBEHHOE XpaHEHUE.

1.9. Bce paboThl, CBS3aHHBIE C MOATOTOBKOW, TPAaHCIOPTUPOBKOW M Tepefaueil apXUBHBIX
JOKYMEHTOB, MPOU3BOAATCS CUJIAMHU U 3a CUET LIKOJIBL.

1.10. 3a yrpary u nmopuy gokymeHTOB ApxuBHOTO (poHaa Poccuiickoii deneparuu 10HKHOCTHBIE
JUIa OpraHu3allii, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO AEATEILHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUHU C JICHCTBYIOIIUM 3aKOHO/IATEIBCTBOM.



1.11. IlIxoyibHBI apxuB paboTaeT COTJIACHO IUIaHY, YyTBEPXKAAEMOMY JIUPEKTOPOM
o011eo0pa3oBaTeNbHOM OpraHu3aluy, U OTYUTHIBAETCS TEpe]l HUM B CBOEH padoTe.

1.12. KoHTpOnb AESITENILHOCTH apXHBa OCYIIECTBISCT TUPEKTOP OpPraHU3alliu, OCYIIECTBISIONICH
00pa30BaTEILHYIO JICATEIBHOCTb.

2. CocTaB 10KYMEHTOB apXHBa
2.1. B mIKOJBHBIN apXUB NOCTYNAIOT:

* 3aKOHYEHHBIE JEJIONPOU3BOACTBOM IIKOJbl JOKYMEHTHl IIOCTOSSHHOIO XpaHEHMs,
oOpa3oBaBimmecss B JCATENBHOCTH CTPYKTYPHBIX TOJpPA3JeNeHH, JTOKYMEHTHI
BpeMeHHOro (cBeimie 10 Jier) cpoka XpaHEHHs, HEOOXOJUMbIE B IPAKTHYECKOMN
JEeSITeIbHOCTH, JOKYMEHTHI 110 KaJpaM U 00ydaroniumcs;

* JIOKYyMEHTbl TNOCTOSHHOTO XpaHEHHWs M 1O JMYHOMY COCTaBy OpraHu3aluii-
MIpeIIECTBEHHUKOB,

* guuHble  (GOHIB  BEAyIIMX  pabOOTHUKOB  OpraHu3allid,  OCYILIECTBIISIOIIECH
00pa30BaTeNIbHYIO JI€ATENbHOCTh, IOCTYNIHUBILINE B apXUB,;

* ciyXeOHbIe U BEeIOMCTBEHHbIE U3IaHUS,

*  CIPaBOYHO-IIOMCKOBBIE CPEJACTBA K JOKYMEHTAaM U YYETHbIE JTOKYMEHThl ApxuBa
OpraHu3aliy, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTb.

2.2. Cpokn XpaHeHHs JOKYMEHTOB B apXvWBe 00pa30BaTEIbHON OpraHU3aIMHd OTPEACIISIOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJIEHHON HOMEHKJIAType Jell.

3. 3agaum apxuBa

3.1. OCHOBHBIMHY 33JI1a9aMH APXUBA SIBJISFOTCS:

3.1.1. OpraHuzanus XpaHEHHUS ITOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasaciioM 2
gactosgmero ITonoxenus.

3.1.2. KowmmiekroBaHue apxuBa JIOKyMEHTaMH, OOpa30BaBIIMMHUCS B  JEATCIBHOCTH
OpraHu3aliu, OCYIIECTBRISAIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTb.

3.1.3. VYuer, obecriedyeHue COXpaHHOCTH, CO3/IaHUE HAYIHO-CIIPABOYHOTO armapara.

3.1.4. Vcnonb3oBaHUs JOKYMEHTOB, HAXOISIINXCS Ha XPAHCHUH B aPXUBE IIKOJIBI.

3.1.5. TloaroToBka W CBOEBpEMEHHas Iepeaada JOKYMEHTOB ApxuBHoro ¢onma Poccuiickoi
Oenepany Ha MOCTOSTHHOE XpaHEHUE B TOCYIapCTBEHHBIN (MyHULIUTIATbHBINA) apXUB.

3.1.6. MeToauyeckoe PYKOBOJCTBO M KOHTPOJb 3a (popMupoBaHHEeM M O(OPMICHHEM el B
JIeJIONPOU3BOACTBE WIKOJBI U CBOEBPEMEHHOM mepenayeili ux B apxuB oOpa3oBaTeIbHOU
OpraHu3aluu.

4. DyHKUMH apXuBa

B cooTBeTcTBHU C BO370KEHHBIMU 3371a4aMy aPXUB OCYLIECTBISACT CleAyonme QyHKIIN:

4.1. OpraHusyer npueM JOKYMEHTOB IIOCTOSHHOTO M BpeMeHHBIX (cBbimie 10 5eT) cpokoB
XpaHEeHUs], B TOM YHUCIIE 110 KaJpaM U 00ydyarouiumcsi, 00pa3oBaBILIUXCS B JESATEIbHOCTH LIKOJIBI,
B COOTBETCTBUH C YTBEPXKICHHBIM IpapUKOM.

4.2. OGecrnieuynBaeT COXPAaHHOCTh M BEJET YYeT JOKYMEHTOB M (POHIOB, HaXOJALIUXCS Ha
XpaHEHUH B apXxuBe 0011e00pa3oBaTeIbHON OpraHu3auy.

4.3. TlpencraBisieT B rocyAapCTBEHHBIN (MYHUIIMIIAIBHBIN) apXUB yueTHbIE CBEJICHUS 00 0ObeMe
U COCTaBe XpaHALIMXCA B apXMBe IIKOJbI JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
denepauuy U IPYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHM C MOPSAKOM IOCYAapCTBEHHOI'O
yueTa JoKyMeHTOB ApxuBHoro (onna Poccuiickoit denepanmu.

4.4, CucremMaTu3upyeT U pa3MellaeT JOKYMEHTBHI, NOCTyNalollue Ha XpaHEHHE B IIKOJIbHBIN
apxuB, 00pa30BaBIINECS B XOJI€ OCYILECTBICHUS AATEIbHOCTH OpraHU3alliu, OCYIIECTBISIOMEH
00pa30oBaTeNbHYIO AEATEIbHOCTD.

4.5. Pa3zpaOatbiBaeT rpaduky NpeACTaBICHUs OMHMCEN HAa PACCMOTPEHHE SKCIEPTHO-IIPOBEPOUHOM
KOMHUCCHU M TepeJadd JOKyMeHTOB ApxuBHOro ¢onga PD Ha XpaHeHue B TOCyIapCTBEHHBIN
(MyHHULIMIIANIBHBIN) apXUB.




4.6. OcyIecTBISIET NOATOTOBKY M MPEJACTABIACT:

* Ha pPacCMOTPEHHUE U COTJACOBAHME OHKCIEPTHOM KOMHUCCHUM IIKOJBI OIMUCH el
IIOCTOSIHHOT'O XpaHEeHUs, BpeMeHHBIX (cBblie 10 jieT) CpOKOB XpaHEHUs, B TOM YHCIIE
10 KaJpaM U OOydYaroIIMMCs, a TAKXKE aKThl O BBIJCICHUN K YHHUYTOXXECHUIO apXHUBHBIX
JOKYMEHTOB, HE MOJJICKAIINX XPAHCHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKTHl O
HEUCIPABUMBIX MOBPSKIACHUAX apXMBHBIX JTOKYMEHTOB;

* Ha YTBEPXKIEHHUE HKCIECPTHO-NPOBEPOYHON KOMHUCCHUU YIIOJTHOMOYEHHOTO OpraHa
HCIIOJHUTEIBHOM BlIacTH cyObekTa Poccuiickoit denepannu B chepe apXUBHOIrO jeiia
(manee — DIIK apXuBHOTO y4pexKI€HUS) ONMKUCH JEJ IOCTOSHHOTO XPaHCHU S,

* mHa corinacopanue OIIK apxuBHOrOo yupexacHus cyonbekta Poccuiickont deneparnun
(MyHUIIMTIAIBHOTO ~ apXWBa), B Cly4yae HAJCJICHUS €ro COOTBETCTBYIOUIUMHU
TMOJITHOMOYHSMH, OTIMCH JIEJT TI0 JINYHOMY COCTaBY;

* nHa cornmacoBanne OIIK apxuBHoro yupexnaenusi cyobekra Poccuiickoit Denepainuu
(MyHUIIUTIAJIBHOTO ~ apXWBa), B Cllydae HaJEJICHUS €ro COOTBETCTBYIOIINMU
MTOJTHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABHUMBIX ITOBPEKICHHUIX
apXHMBHBIX JIOKYMEHTOB;

* Ha YTBEPXKJECHHE JUPEKTOPY IIKOJBl OMUCH JEJI TOCTOSHHOTO XpaHEHWs, OIMHUCH
BpeMeHHBIX (cBBIEe 10 JeT) CpOKOB XpaHEHHUsS, B TOM YHCJIC OIHCH Je 10 KaapaM H
0OydJarommMcs, akThl O BBIJCIICHHH K YHHYTOXCHHIO apXHBHBIX JIOKYMEHTOB, HE
MOJIICKAIMMX XPAHCHHUIO, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHCIPaBUMBIX
MTOBPEXKJICHUSX apXUBHBIX JOKYMEHTOB, yTBepXkJcHHBIC (corimacoBanubie) DIIK wmm
roCydapCTBEHHBIM apXWBoM cyObekTa Poccuiickoir depepanum (MyHUIIHIAILHBIM
apXWBOM) B CTydae HAJCJICHHUS €r0 COOTBETCTBYIOIINMH MTOJTHOMOYUSIMH.

4.7. OpranusyeT Tnepenadyy ITOKyYMEHTOB ApxuBHoro (onma Poccuiickoit ®enepamuu Ha
MMOCTOSIHHOE XpaHEHWE B TOCYAapPCTBEHHBIN (MYHHUIIUTIATBHBIN) apXUB.

4.8. OpranmsyeT U IPOBOIUT IKCIEPTHU3Y LEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbIme 10 mer)
CPOKOB XpaHEHHMsI, HaXO/IAIIMXCS Ha XpPaHCHUH B apXWBE IIKOJBI B I[EJISIX 0TOOpa TOKYMEHTOB
JUIsl BKITIOYEHHST B cocTaB ApxuBHOro (onma Poccuiickoit denepanuu, a Takke BBIABICHUS
JIOKYMEHTOB, HE TIOJICKAITUX JaTbHEHUIIIEMY XpaHEHHUIO.

49. VYyactByer B paboTe DOKCIEPTHOW KOMHCCHU OpTraHU3alMH, OCYIICCTBIISIONIEH
00pa3zoBaTeIbHYIO JIEATEIBLHOCTD.

4.10. ITpoBOAUT MEPOMPUATHS 1O OOECIICUCHHIO COXPAHHOCTH JOKYMEHTOB, HAXOAIIMXCS Ha
XpaHEHUHU B apXHUBE OPraHU3aIlH, OCYIIECTBIAIONIEH 00pa30BaTEeIbHYIO ACSITCIBHOCTD.

4.11. Opranuzyer wWH(OOPMUPOBAHHE AAMUHUCTPAlMKM M PAOOTHHKOB IIKOJIBI O COCTaBE H
COJICp)KaHMM JIOKYMEHTOB apxXWBa OpPraHM3allH, OCYIICSCTBIAIOMENH 00pa3oBaTeIbHYIO
NESATENHHOCTD.

4.12. UudopMupyeT Moab30BaTeICH 10 BOIPOCAM MECTOHAXOXKCHUS apXUBHBIX IOKYMEHTOB.
4.13. Opranusyer BbIIauy AOKYMEHTOB M el AJisi pabOThl B YYUTENbCKON WM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VcnonHsieT 3ampochl OpraHU3aluil W 3asBICHUSA TpaXKIaH 00 YCTAHOBJICHUHU TPYAOBOTO
CTa)ka W IPYTrMM BOTIPOCAM COLIMAIbHO-TIPABOBOTO XapaKTepa, B YCTAHOBICHHOM IMOPSIKE BBIIACT
KOITMH JIOKYMEHTOB U apXHUBHBIC CITPABKH.

4.15. Benet y4eT UCIOJB30BaHMs JOKYMEHTOB apXHuBa 00pa30BaTeIbHON OpraHU3aIlH.

4.16. Co3naet (hoH]I TOTIB30BaHUS apXUBA IIKOJIBI 1 OPTAaHU3YET €ro MCIO0JIb30BaHHME.

4.17. OcymiecTBisieT BeIEHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM MIKOJIbHOTO
apxuBa. Co3faet, MOMOJIHIET U COBEPIICHCTBYET HAYYHO-CIIPABOUHBIN anmapar K XpaHAIUMCS B
apxuBe JeJaM U JIOKyMEHTaM.

4.18. YuacTByeT B pa3paboTKe JOKYMEHTOB OpPTraHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO
JESATENbHOCTh, IO BOIIPOCAM apXUBHOTO J€JIa U JIeJIONPOU3BO/ICTBA.

4.19. Oka3pIBacT METOUYECKYIO TIOMOIIIb:

e cnyxk0e JeTOompoM3BOJACTBA IIKOJABI B  COCTaBICHUHM  HOMEHKJIATYpHl  Jell,
dbopmupoBaHUU U O(GOPMIICHHH €, KOHTPOIUPYET MPaBUIBHOCTH (POPMHUPOBAHUS U




odopmIIeHHS e B JeIOTPOU3BO/ICTBE;
* CTPYKTYpPHBIM TOJpPAa3JeiCHUSIM W PAOOTHUKAM IIKOJBI B MOJATOTOBKE JIOKYMEHTOB K
nepeavye B apXuB OpraHU3aly, OCYIIECTBIISIONEH 00pa30BaTEIbHYIO IS TEIbHOCTb.
4.20. YyacTByeT B MPOBEICHHH MEPONPHUSITUN IO MOBBIIICHUIO KBaTH(pUKauu pabOTHHUKOB
apxuBa M CIY)KOBI JeTOTIPOU3BOICTBA 00pa30BaTEIHHON OpraHU3aIHH.

5. IlpaBa apxuBa

s 8binonHeHus 80310#CeHHbIX 3a0a4 U PYHKYULL TUYO, OMBEMCIMEEHHOE 3d APXUS, UMeen NPABO.
5.1. IlpencraBnsitb  AUPEKTOPY  OpraHU3AIMH, OCYIIECTBISAIOMEH  00pa3oBaTEIbHYIO
NESTeNIbHOCTh,  INPENJIOKEHHUS IO  COBEPUICHCTBOBAHUIO  OpPraHU3allUd  XpaHEHUs,
KOMIUIEKTOBAHMS, yU€Ta U UCIIOJIb30BAHUSI apXUBHBIX JJOKYMEHTOB B apXHUBE IIKOJIBI.

5.2. KoHTponMpoBaTh BHIMOJIHEHHE YCTAHOBJICHHBIX NpPaBUJ pPaOOTBI C JOKyMEHTaMH B
CTPYKTYpPHBIX  TOJpa3fefieHUusIX  OpraHu3alliy,  OCYILECTBISIOUIEH  00pa3oBaTeIbHYIO
NESITENIbHOCTD.

5.3. 3ampamuBaTh OT CTPYKTYpPHBIX MOJApa3ACiICHUN W pPaOOTHUKOB IIKOJIBI CBEICHHS,
HE0OX0oIuMBbIe JUIsl padOThl apXHBa, C YU€TOM OOECIeUeHHUs BBIIIOJHEHHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U (QyHKIIHI.

5.4. JlaBaTh pa3bsICHEHHUSI U PEKOMEHJAIMU 10 BOIPOCAM, BXOJAIIMM B KOMIIETEHIIMIO apXuBa
OpraHu3aliy, OCYIIECTBISAONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. UudopmupoBaTh CTPYKTYpHBIE MOAPA3ICICHUS IIKOJIBI O HEOOXOJAMMOCTH Tepeaadn
JTOKYMEHTOB B apXHUB B COOTBETCTBUU C YTBEPKICHHBIM rpauKoM.

5.6. ITlpuHuMarh yd4acTHe B 3acCEeIaHUSAX OKCIEPTHOW KOMHUCCHH 00Ieo0pa3oBaTebHON
OpraHu3alliyd, a TakXXe B SKCIEPTHO-TIPOBEPOYHOW KOMHUCCHH YHOJHOMOYEHHOI'O OpraHa
WCIIOJTHUTENbHOU BiIacTH cyobekTa Poccuiickoit deneparnuu B chepe apXuBHOTO Jeiia.

6. OTBEeTCTBEHHOCTD 32 (PYHKIMOHUPOBAHUE APXUBA
6.1. HasHadyeHHOE NPUKA30M JUPEKTOPA IIKOJIBI JUII0, OTBETCTBEHHOE 33 BEACHHUE apXHBa, HECET
MEPCOHAIBHYIO OTBETCTBEHHOCTD 34:

* BBINOJIHCHHWE BO3JIOKCHHBIX HAa apXuB 3amad ©U (QYHKIUHA B COOTBETCTBHUH C
JIEMCTBYIOIIMM 3aKOHOAATeNbCTBOM Poccutickoit denepanuu;

* OpraHuzanuio paboOThl apXHWBa, CBOCBPEMEHHOC M KBAIU(DHUIIMPOBAHHOE BBIMOJHEHUE
MPUKA30B, PACIOPSIKEHUN, TOPYYEHUU BBINIESCTOSIIETO PYKOBOJICTBA, JCHCTBYIOIIMX
HOPMaTHUBHO-TIPABOBBIX aKTOB IO CBOEMY MPOHUIIIO ACSITEIBHOCTH;

* panvoHambHOE U A((YEKTUBHOE HCIOJIH30BAHUE MAaTCPHUAIBHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

* COCTOSIHME TPYIOBOM M UCHOJHHUTENHCKON JUCIMILIUHBI B apXUBE, BBHIIIOJHEHUE CBOMX
(YHKIIMOHATBHBIX 00S3aHHOCTEHH;

* CcoOMoJIeHuEe TPaBHJI BHYTPEHHEro pacHopsKa, CAaHHUTAPHO-MPOTHBOAIHAEMUYECKOTO
pexuMa, TPOTUBOIIOKAPHOK OE30TTACHOCTH M TEXHUKH 0€3011aCHOCTH;

* BeJeHHE JOKYMEHTAIUH, MPEAYCMOTPEHHOW NEHCTBYIOIUMU HOPMATHBHO-TPABOBBIMU
JOKyMEHTaMU;

* MPENOCTaBJIE€HUWE B YCTAHOBJIEHHOM IMOPSAKE JIOCTOBEPHOM CTAaTHCTUYECKOM W MHOU
nH(MOpPMALIUU O IESATEILHOCTH apXUBa;

* TOTOBHOCTH apXHBa K paboTe B YCIOBUSX YPE3BBIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 32 BEACHUE JEIONPOU3BOACTBA, MOJTOTOBKY U MPEACTABICHUE JOKYMEHTOB
Ha XpaHEHHWEe B apXWB, HA3HAYAIOTCA JUPEKTOPOM OpTraHHU3alUd, OCYIIECTBIISIOLIEH
00pa30BaTeNbHYIO JIEATEIBHOCTb.
6.3. KoHTpOJIb IeSTENbHOCTH apXHBa OCYIIECTBISET TUPEKTOP OPTaHU3AINH, OCYIIECTBISIONIEH
00pa3oBaTENbHYIO JIEATEIBHOCTb.

7. KomniekToBaHue apxuBa
7.1. TlogrotoBka AOKYMEHTOB K IepeJaue B apXuUB 00pa3oBaTeNbHON OpraHu3allid BKIHOYAET



AKCIEPTHU3y HAYYHOU M MPAKTHYECKOH IIEHHOCTH JOKYMEHTOB, OOPMIICHHE JEJI, COCTABIICHUE
OTIHICH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmuza yennocmu OOKyMeHmMo8 — ONpPEACNCHUE IEHHOCTH JTOKYMEHTOB C IENbI0
oTOOpa WX Ha XpaHEHUE U YCTAHOBJICHHE CPOKOB XPAHCHHS. DKCIEPTU3Y IIEHHOCTH JOKYMEHTOB B
00pa30BaTEIILHON OpPraHu3aliy OCYIIECTBIISCT IIOCTOSIHHO JCHCTBYIOIIAS SKCIICPTHAS KOMHCCHS.
7.2.2. Dxcnepmuas Komuccusi Ha3HAYACTCS MPUKA30M JIUPEKTOPA MIKOJBL. B cocTaB DkcniepTHOM
KOMHCCHH BKJIFOUAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCIIE B 00sA3aTeILHOM TOPSIKE JIHUIIO,
OTBETCTBCHHOE 33 BEJCHHEC apXWBa IIKOJBI, W JUPEKTOP MYHHUIMIAIBHOTO apxuBa (10
cornacoBanuto). CekperapeM OKCIIEPTHOH KOMHCCHU Ha3HAYAIOT CEKpeTaps o0pa3oBaTeIIbHOM
OpraHmu3auu. JKCIePTHAS KOMHUCCHUS Ha 3acelaHUsIX pacCMaTPHUBACT: HOMEHKIIATYPY IS IIKOJIBI,
OTIVICH JIeJT IIOCTOSTHHOTO XPAaHEHUsS M 10 JTUYHOMY COCTaBY, aKThl HA JIOKYMEHTHI, BBIJCIIIEMBIE K
YHUYTOXCHHIO.

7.3. Odopmiienue nen

7.3.1. [lena MOCTOSIHHOTO XpaHEHUs IMOIMIUBAIOTCS B TBEPAYIO OOJIOKKY CYPOBBIMH HHUTKAMH.
JIMCTBI HYMEpYIOTCS B TIPaBOM BEPXHEM YIJIy MPOCTBIM KapaHmamom. KoJH4YecTBO JHCTOB B
KOKIOM JieJie He JOJDKHO mpeBbimarh 250. B KoHIlE Aena Ha OTICIBHOM JIUCTE COCTaBIISETCS
3aBepUTEIbHAS HAJIHUCH.

7.3.2. Ha o00noxke el TOCTOSIHHOTO XpPaHEHHWsS JOJDKHBI OBITh TPOCTABJICHBI CJICIYIOIIHE
PEKBH3UTHI:  TOJHOE  HAWMEHOBAHWE  BBINICCTOSIICH  OpraHW3alyd,  HaWMEHOBAHHE
00pa3zoBaTeNIbHONM OpraHM3alii, HOMep (WMHAEKC) Jella 1O HOMEHKJIAType, 3aroJioBOK JIena,
KOJIMYECTBO JINCTOB, CPOK XPAaHEHUS WM OTMETKA «XPAHHTh IOCTOSTHHO», HOMep (OHJIA, OIHUCH,
nena.

7.3.3. Ilo oxoHYaHHUH JEIOTIPOU3BOACTBEHHOTO ToJia B 0()OPMIICHHBIE 0OJIOKKH /1€ MIOCTOSTHHOTO
XpaHEHUs BHOCATCA  HEOOXOJMMBbIE  yTOYHEHHUS: B  3arojIOBKA  JIed,  COJEpIKallux
pacnopsauTeNnbHble JAOKYMEHTHl (TpUKa3bl, MPOTOKOJBI), BHOCSTCSI HOMEpa; €Clu Jelo C
MEPENHUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaK/I0M TOME YKa3bIBAa€TCsl KOPPECTIOHIEHT, aBTOD,
TEppUTOpUS, JPyrue AaHHbIE. B KaXa0M ToMme yKas3blBaeTcs Aara (4HCio, Mecsll, ToJ)) Hayajla u
OKOHYAHUS JaHHOTO ToMa. TOuYHBbIE JaThl MPOCTABISAIOTCA HA OOJIOKKAX Ui OBICTPOrO MOUCKA
JOKYMEHTOB B IMOCIEAYIOUIEM; W3 3aBEPUTEIbHONW HAAMHUCU Ha OOJOXKKY Jejia BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.

7.3.4. Hagnucu Ha 00JI0)KKaxX [eJ TMOCTOSIHHOTO U JOJTOBPEMEHHOIO XpaHEHHUs CJeayer
MIPOU3BOJIUThH YETKO, CBETOCTOUKUMH YEPHUTIAMHU.

7.3.5. Jlns ydera KOJMYECTBA JIUCTOB B Jeie U (UKCAUU OCOOCHHOCTEH WX HyMepaluu Ha
OTJIEIbHOM JIUCTE COCTABISETCS 3aBEPUTENbHAS HAIITUCh.

7.3.6. B 3aBepuTeNbHOI HAMUCU YKa3bIBAETCS KOJMYECTBO JHUCTOB (IM(paMu U MPOMUCHIO) B
nene. 3aBepuTesbHas HAAMKHCHh MOJIMHCHIBAETCS COCTaBUTENIEM C YKa3aHHUEM €ro JOKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHSsI OMMCh COCTaBISETCS K JejiaM MOCTOSHHOTO U JOJITroBpeMeHHoro (cBbimie 10
JIET) CpoKa XpaHeHUus, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKHM KOTOPBIX
HE PAaCKPBIBAIOT KOHKPETHOE COJiepKaHNe TOKYMEHTOB (0c000 LIEHHBIE, TMYHBIE JIeNa U JIp.).

7.4. Onrcanye JOKYMEHTOB MOCTOSHHOTO CPOKA XPAHEHHUS.

7.4.1. Omucu COCTaBISIOTCS pa3ledbHO Ha Jefla TMOCTOSHHOTO XPaHEHUS 10 OCHOBHOM
JEeSITeNHOCTH U Ha JieJia 10 JTUYHOMY COCTaBYy.

7.4.2. OnucH coCTaBIISIOTCS IEIONPON3BOIUTENIEM.

7.4.3. Onuck BeeTcs B €IMHOM BaJIOBOI HyMepaluy B TEUEHHUE HECKOIbKUX JIET.

7.4.4. Ha nena ¢ UCTEKIINM CPOKOM XpaHEHUS COCTABISAETCS aKT 00 YHHUTOKEHUU.

7.4.5. Tlo oOKOHUaHWUW JEIOMPOU3BOJACTBEHHOTO To0jJa B 00pa30BaTENbLHON OpraHU3aIluu
MIPOU3BOJIUTCS OTOOP JTOKYMEHTOB TMOCTOSHHOTO CPOKAa XpaHEHUs IJisi BKIIOYCHHS UX B OIKUCH.
Onuce COCTOUT W3 TOJIOBBIX pAa3[elioB, BHYTPU ToJa Jella pachojiararoTcsi MO CTENEHH
3HAYUMOCTH C YyYETOM HOMHHAJIBHOTO TpUHIUNA (B COOTBETCTBUM C HOMEHKJIATYPO
0011e00pa30BaTeTbHON OPTaHU3AIUH ).




7.4.6. Onucu COCTaBIAIOTCS pa3l€iIbHO Ha Jejla IOCTOSHHOTO XPAaHEHUs 110 OCHOBHOM
JEATeIbHOCTH U Ha JIeJIa 110 IUYHOMY COCTaBY.

7.4.7. OnucH coCTaBIISIOTCS CEKPETAPEM.

7.5. [lena BpeMEHHOTO XpaHeHHUs 0(hOPMIISIOTCS YIPOIIEHHO: OHU HE MOJIIIUBAIOTCS, JINCTHI B HUX
HE HyMEpYyIOTCs, yTOUYHEHHE Ha OOJIOJKKAX HE NPOU3BOAUTCA, OMHUCH Ha Jiejla HE COCTaBIISIOTCS,
y4eT BeZIeTCs 10 HOMEHKJIAType JIell.

8. YciioBUS XpaHeHUsI TOKYMEHTOB apXHBa
8.1. JIokyMeHTBI apXHBa XPAHATCS B apXUBOXPAHWIHIIE 00Ie00pa30BaTeILHON OpraHU3aIliH.
8.2. He nmomyckaetcst pa3MeleHNe apXuBa B TIOBATBHBIX U YePAAYHBIX TIOMEIIECHUSIX IIKOJIBI.
8.3. ApXMBOXpaHHJIHINE TOJHDKHO OBITH yJAJIEHO OT JIAOOPATOPHBIX, MPOU3BOIACTBEHHBIX, OBITOBBIX
MMOMENIEHUN U HE UMETh OOIIHNX ¢ HUIMHU BEHTWISIIMOHHBIX KaHAJIOB. APXUBOXPAHWINILE OTIACIISICTCS
OT COCEJIHMX MOMEIIEHUH HECTOPAEMBIMH CTE€HAMH W MEPEKPBITUIMU C TpeeaMu OTHECTOMKOCTH
HE MEHee JByX 4acoB. B apXxuBoxpaHWIHIE HE JOMYCKaeTCs MPOKIAIKa TPyO BOJOCHAOKEHUS U
KaHAJIU3AI[M1, TEXHOJIOTUYECKHE UITH OBITOBBIE BHIBOJIBI BOJIBI.
8.4. ApXUBOXpaHWIHIIE JIOJDKHO HWMETh €CTeCTBEHHYIO WM WCKYCCTBEHHYIO BCHTHIISIUIO,
00€eCTIeunBarOIIyI0 PEHUPKYISIUIO0 BO3yXa, CTAOUIBHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO PEXUMA.
8.5. Bce mocrynarormuie B apXMB 00pa30BaTEIbHON OPTraHMU3AMHA JOKYMEHTBHI Pa3MEIIaroTcCs B
APXMBOXPAHWJIMINAX HA CTAallMOHAPHBIX W/WJIM TEPEIBIKHBIX METAUIMUECKUX CTe/UTaKax, B
METAJUTMYECKUX MKadax UM KOHTCHHEpax.
8.6. Cremraxu JOJDKHBI OBITh YCTAHOBJICHBI MEPIICHIUKYIIIPHO CTEHAM C OKOHHBIMH TIPOEMaMH, a B
MOMEIIEHNH 03 OKOH — C y4eTOM OCOOEHHOCTeW momernieHus u obopymoBanus. He momyckaercs
pa3MelIeHe CTeIIaKe BIUIOTHYIO K HAPY>KHBIM CTE€HAM 3/IaHHs K K ICTOYHUKAM TeTlIa.
8.7. PaccraHoBka cremnaxkeil U ImKapoB OCYHIECTBISETCS B COOTBETCTBUU CO CIEAYIOIIUMHU
TpeOOBAHUAMU:

*  pPAacCTOSIHHE MEXIy psAaMU CTeuTaker (TJIaBHBIN poxo) — He MeHee 120 cm;

* paccrosiHHe (ITPOXOa) MEXKIY CTEUIaKaMHi — HE MEeHee 75 cM;

*  paccTOsIHHE MEXIy HapyKHOU CTEHOM 3[aHMs U CTelakaMy, apauleIbHbIMU CTEHE — HE

MeHee 75 cM;
*  paccTOosiHHE MEXJy CTEHOM U TOPLOM cTesuiaxa win mkada (00xonx) — He MeHee 45 cM;
*  pAacCTOSHHE MEXIy TO0JIOM W HIDKHEH TMOJIKOM creimaxka (mkada) — He MeHee 15 cMm, B
LIOKOJIBHBIX ATaxkax — He MeHee 30 cM.
8.8. IlpoTuBomoxkapHblii pexUM B 30aHUSAX, TI/I€ pa3Mellaercs apxuB [IKOJIBL, U B
apXUBOXPAHWIUIIAX YCTaHABIMBAETCS B COOTBETCTBUM ¢ [IpaBuiamMu mpOTHBOMOKAPHOTO PEKUMa B
Poccuiickoit deneparuu ot 16 centsops 2020 romga Ne1479.
8.9. ApxuBHbBIE JOKYMEHTHI CIIeIyeT XpPaHUTh B TEMHOTE.
8.10. 3amura TOKYMEHTOB OT JCHCTBHS CBETa 00ECIIEYNBACTCS XpaHEHUEM JOKYMEHTOB B KOPOOKax,
Mamnkax M rneperierax, B mkadax Wik Ha CTeJUIaKax 3aKpbITOTO THIIA.
8.11. YpoBeHb UCKYCCTBEHHOTO OCBEIIEHUSI B KHUTOXPAaHMIHIIAX JIOJDKEH COCTaBlATh He MeHee 100
JIIOKC.
8.12. B apxuBoXpaHWIHIIE Ul XpaHEHHs JOKYMEHTOB YCTaHABJIMBAIOTCS CIEAYIOUIUE MapaMeTphl
TEMIIePaTYPHO-BIAKHOCTHOTO PeKUMA!
* U1 XpaHEHUs JOKyMEHTOB Ha OyMa)KHOM HocuTesne — temneparypa 17-19°C, otHocuTenpHast
BJI&YKHOCTH Bo3yxa — 50-55%.

8.13. Tlomemenus apxuBa 0Opa3oBaTeNbHON OpraHM3alii JOJDKHBI COJIEPKAaThCS B YHUCTOTE, B
YCIIOBHSIX, UCKITFOUAIOIINX BO3MOKHOCTD MOSIBJIEHUS MIJIECEHU, HACEKOMBIX, MBLIH.

9. 3ak/04uTeNbHbIE MOJI0KEHHUS

9.1. Hacrosmmee IlonoxeHne SBISETCS JOKAIBHBIM HOPMATHUBHBIM aKTOM, NPUHUMAETCS Ha
Oo6mem cobpaHuu pabOTHUKOB IIKOJIBI M yTBepkAaeTcs (MO0 BBOAUTCS B JCHCTBHE) MPUKA30M
TUPEKTOpa OpraHu3allii, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

9.2. Bce u3MeHeHHsS W JOTMOJHEHHS, BHOCHMbIE B Hacrosimee l[lonoxeHue, odopMisioTcs B



NUCHbMEHHOW (opME B COOTBETCTBHM JICHCTBYIOIIMM 33aKOHOJATEIbCTBOM Poccuiickoit
denepauuu.

9.3. Tlonoxenue 00 apxuBe 00OmIC00pa30BaTENbHON OpraHU3allMd NPUHUMAETCS Ha
HEOIIPEACICHHbIN CpoK. M3MeHeHus n pononHeHus K [I0J0KEeHHMIO NMPUHUMAKOTCS B IOPAJIKE,
npenycmorpernoM 11.9.1. Hacrosimero Ilonoxenus.

9.4. Tlocne nmpunstus llonoxenuss (WM M3MEHEHWH W JONOJHEHHH OTACNBHBIX IYHKTOB H
pa3zesioB) B HOBOM peJakLUy IpeblIylias peJaKins aBTOMaTUYECKH YyTPAuYuBaeT CUITY.



