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~ Honoxenne
06 apxuse B MBOY «COII a. Maab1ii 3e1eHIyK HMEHH I'eposi Coserckoro Coro3a
Ymapa XabexoBa»

1. O6mme Mo0KeHHS

1.1. Hacrosmee ITonooicenue 06 apxuse wikons: paspaboTaHo Ha ocHoBaHMH [IpumepHOro
TOJOKEHUs 06 apXUBe OpraHM3ALKHA, YTBEPXKICHHOTO IprKazoM De/iepatbHOro apXuBHOTO
arenrcrea Ne 42 ot 11 anperns 2018 roga, B cooreTcTBHHE ¢ [Iprkasom MunKynbTypsl Poccun
ot 31.03.2015 Ne 526 "O6 yTBEp)KICHUM IPABUII OPraHU3alli XPAHEH S, KOMIIICKTOBAHHUA,
yueTa M MCTIOTB30BAHHS JOKYMEHTOB APXUBHOTO GoHIa Poccuiickoit @enepanuy 1 ApYTrux
apXMBHBIX IOKYMEHTOB B OpraHaX roCy/iapcTBEHHOH BJIaCTH, OpraHax MECTHOr0
caMoyIpaBJIeHUs 1 opraHusauusx”, ¥craBom 06meo6pa3oBaTe/bHOM OpraHA3aliHy.

1.2. Tannoe ITonoxkenue 00 apXUBe MIKOJIBI ONPEENSET COCTaB IOKYMECHTOB apXuBa
0611e06pa3oBaTeIbHON OpraHU3alliy U YCIOBHS X XPAHEHHUs], yCTaHABIMBACT 3a1a1H,
Ha3Ha4YeHMe U (yHKIMH MIKOJIBHOTO apXUBA, PETIAMEHTUPYET AEATENLHOCTE JIHIIA,
OTBETCTBEHHOTO 3a BECHNME apXHBa B OPraHA3alliH, OCYIECTBIIOMEH 06pa3oBaTebHyIO
JEATeNbHOCTb.

1.3. B cBOE# I€STEEHOCTH apXHB PYKOBOJCTBYeTCs DeieparbHbIM 3aKOHOM Ne 125-®3 ot
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit Denepalun» ¢ U3MEHEHUAMH Ha 14 mrons 2022
roJa, HOPMaTHBHEIMH IPaBOBBIMH akTamu Poccuiickoii denepann, cybbexTa Poccuiickoi
®eepanuu B chepe apxHBHOTO JIeNa U JeONPON3BOJICTBA, JIOKAIbHEIMH HOPMATHBHBIMH
aKTaMM 0011e00pa30BaTeIbHOM OpraHu3alym.

1.4. JIoKyMEHTBI OpPTraHU3aI|H, OCYIIECTBIIIOMIEH 06pa3oBaTeIbHYIO JeATEIbHOCTD, IMEIOIINE
ACTOPHYECKOE, Ky/TBTYPHOE, Hay9HOE, COMAIBHOE, SKOHOMHIECKOE i IIOMHTHICCKOE SHACHHC,
COCTABJISIOT TOCYIAPCTBEHHYIO 4acTh ApXHBHOTO (orza Poccuiickoi ®denepanuu, ABIAIOTCI
COBCTBEHHOCTBIO TOCYIapeTBa M MOIEXKAT HOCTOSIHHOMY XPaHEHHIO B FOCY IapCTBEHHBIX
apxuBax Poccniickoit @enepanuu. Jlo nepesadn Ha rocy1apCTBCHHOE XpaHeHAE JlaHHBIE



JOKYMEHTBI BpDEMEHHO XPaHSATCs B 0011e00pa30BaTeIbHON OpraHu3alyy.

1.5. B mkoze i XpaHeHus J0KyMeHToB ApxuBHoro ¢onaa Poccuiickoit @enepannu u
3aKOHUYEHHBIX JIEJIONPOU3BOICTBOM JIOKYMEHTOB IIPAKTUYECKOI0 HA3HAUEHUS, UX 0TOOpa, yuera,
MCII0JIb30BaHUs U MOJATOTOBKH K IIEpejaue Ha rOCYAapCTBEHHOE XPAHEHHUE CO3/1a€TCsl apXUB.
1.6. ApxuB cO3/1a€TCsl KaK CaMOCTOSITENIbHOE MOAPa3/IEIE€HUE, BO3IJIABIAEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEICHUE apXMBa COIJIACHO IPUKa3y JUPEKTOPA LIKOJIBI.

1.7. Opranu3zanus, OCyIIecTBISIoNas 00pa30BaTeIbHYIO NeSTEIBHOCTh, 00SCIICYNBACT APXHUB
HE00XO0IMMBIM TIOMEIIEHUEM, 000PYJOBAHUEM U KaJpaMH.

1.8. Obuieobpa3oBarenbHast OpraHu3alus 00eCIeYnBaeT COXPAHHOCTb, YUET, 0TOOD,
YIIOPSAI0YCHHUE U HCIIONIb30BaHNEe JOKYMEHTOB ApxuBHoro (¢oHna Poccuiickoit deneparnun,
oOpa3yromuxcs B €ro aesrenbHocTu. O0ecnieunBaeT CBOEBPEMEHHYIO IIEpeady 3TUX
JIOKYMEHTOB Ha rOCYapCTBEHHOE XpaHEHHUE.

1.9. Bce paboThl, cBSI3aHHBIE C TIOATOTOBKOM, TPaHCTIOPTUPOBKOM 1 Niepeaayeil apXuBHBIX
JIOKYMEHTOB, IPOU3BOJIATCS CUJIAMHU U 32 CUET LIKOJIBI.

1.10. 3a yrpaty u nopuy AokyMmeHTOB ApxuBHoro (onma Poccuiickoit deaepanuu
JIOJIKHOCTHBIE JIMIIa OpraHU3aliK, OCYLIECTBIIAIONMIENH 00pa30BaTeNbHYIO 1€ATEIbHOCTh, HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C JIEUCTBYIOIIMM 3aKOHOJATEILCTBOM.

1.11. llIkonpHBIHM apxuB paboTaeT coriacHo JaHHOMY [100KeHHIO U TUTaHy, YTBEPKIaEMOMY
JTUPEKTOpOM 00111e00pa30BaTENbHON OPraHNU3allui, U OTYUTHIBACTCS MEPE]] HUM B CBOEH padoTe.
1.12. KoHTpousb NeATENbHOCTH apX1Ba OCYIIECTBIISET AUPEKTOP OpraHU3aliH,

OCYIIECTBIISIOIIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

2. CocTaB 1OKYMEHTOB apXuBa

2.1. B mKOJIbHBIN apXUB MOCTYIIAOT:

3aKOHUYEHHBIE JIEJIONPOU3BOACTBOM IIKOJIbI JOKYMEHTHI IOCTOSIHHOTO XPaHEeHMUSI,
oOpa3oBaBIIMECS B JESITEIBHOCTH CTPYKTYPHBIX MTO/Ipa3IeI€HNH, TOKYMEHTbl BpEMEHHOT O
(cBbite 10 neT) cpoka XxpaHeHusl, HEOOXOAUMbIE B IPAKTUUECKOH J€ATEIbHOCTH, IOKYMEHTHI
10 KaJpam 1 00y4JaroIuMCs;

JIOKYMEHTBI TIOCTOSIHHOTO XPaHEeHUsI U TIO0 IMYHOMY COCTaBY OpraHM3allHii-
MIpeIIECTBEHHUKOB;

JU4YHbIE POH/BI BEAYINX PaOOTHIUKOB OPTaHU3allUU, OCYILIECTBISIONICH
00pa30BaTeNbHYIO 1€ATEIbHOCTD, TOCTYIUBIINE B apXUB;

city>keOHble U BEJOMCTBEHHbIE U3/IaHMUS;

CIIPaBOYHO-TIOMCKOBBIE CPEJICTBA K IOKYMEHTaM U y4eTHbIE JOKYMEHThl ApXHUBa

OopraHusanuu, OCYH_ICCTBJI}IIOH_[Cﬁ 06pa303aTeJleyI0 JACATCIIBHOCTD.

2.2. CpOKI/I XpaHCHUA NOKYMCHTOB B apXHBC O6p8.30BaTCJ'IBHOI71 OopraHu3anvu ONIpCACIAOTCA

COIIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHON HOMEHKJIATYypeE Je.



3. 3apaum apxuBa

3.1. OcHOBHBIMU 3aJadyaMi apXuBa ABJIAIOTCA.

3.1.1. Opranu3zaius xpaHeHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEYCMOTPEH pa3iesioM 2
HacTosero [lonoxxenust 00 apxuBe 00I1e00pa30BaTEIbHON OpraHU3aIHH.

3.1.2. KommiekToBaHue apXuBa JTOKYMEHTaMU, 00Pa30BABIIMMHUCS B JCSATEIILHOCTH
OpraHu3aliK, OCYIIECTBIISIONICH 00pa30BaTENBbHYIO e TEIbHOCTD.

3.1.3. Yuer, obecnieueHre COXpaHHOCTH, CO3aHNE HAyYHO-CIIPABOYHOTO anmapara.

3.1.4. Vicnonb30BaHus T0KYMEHTOB, HAXOASIIMXCS HA XPAaHEHUH B ApXUBE IIKOJIBI.

3.1.5. [ToaroToBka U CBOEBpEeMEHHas repeaada J0KyMeHToB ApxuBHoro ¢ponaa Poccuiickoit
®enepalii Ha OCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB.

3.1.6. Metoanyeckoe pyKOBOACTBO M KOHTPOJIb 32 (hOpMUpOBaHHEM U 0(OPMIICHUEM JIEIT B
JIeITOTIPOU3BOICTBE MIKOJIBI M CBOEBPEMEHHOM Iepeiaueii ux B apXuB 00pa3oBaTeIbHON

OpraHu3alIiy.

4. ®yHKIMHU apXMBa WKOJIbI

B cooTBeTCTBUHU C BO3J0KEHHBIMHU 33Jla4aMy apXHMB OCYIIECTBISET CIASAYIOIINS (bVHKHI/II/I:

4.1. Opranuszyer npreM JOKyMEHTOB MOCTOSIHHOTO U BpeMEHHBIX (cBbiiie 10 1eT) cpokoB
XpaHEeHMs, B TOM YHUCIIE 110 KaJpaM U 00y4yaromuMcsi, 00pa30BaBIINXCS B I€ATEILHOCTH ILIKOJIBI,
B COOTBETCTBHHM C YTBEP>KACHHBIM I'PaUKOM.

4.2. O6ecrieunBaeT COXpaHHOCTb U BEJIET YUET JOKYMEHTOB U (POHJIOB, HAXOAAIINXCS HA
XpaHEHUHU B apXHBe 00111e00pa30BaTEIbHOM OpraHn3aIuy.

4.3. IIpencraBisieT B rOCYJapCTBEHHbIN (MYHUIUIATIBHBIN) apXUB YUETHbIE CBeJIeHHs 00 00beme
U COCTaBE XpaHsIIMXCs B apXHMBE LIKOJIbI JOKYMEHTOB ApXxuBHOro (¢oHa Poccuiickoit
®denepany U JPYTUX apXUBHBIX JTOKYMEHTOB B COOTBETCTBUU C MOPSAKOM IOCYIapCTBEHHOTO
yueTa JoKyMeHTOB ApxuBHoro gonaa Poccuiickoit @eneparnuu.

4.4. CucremMaTu3upyeT U pa3MeIlaeT JOKYMEHTBI, MOCTYNAOIINE Ha XPAaHEHUE B IIKOJIbHBIN
apxuB, 00pa30BaBIINECs B X0O/1€ OCYIIECTBICHUS JEATEIbHOCTH OpraHu3alluy,
OCYILECTBIISAIOIEH 00pa30BaTENbHYIO JESTEILHOCTD.

4.5. Pa3pabatsiBaeT rpaduku MpeacTaBICHHUs OMMCEH Ha PACCMOTPEHHUE IKCIIEPTHO-
IPOBEPOYHON KOMHCCUU U NIepesiau TOKyMeHTOB ApxuBHoro ¢onja PO Ha xpaHenue B
rOCy/IapCTBEHHBIN (MYHULIMIIAIBHBIN) apXUB.

4.6. OcymiecTBiIsieT HOArOTOBKY M MTPECTABIISET:

Ha PacCMOTPEHHUE U COTTIACOBAHME DKCIIEPTHON KOMHUCCHH IIKOJIBI ONUCH AET
MIOCTOSIHHOTO XpaHEHHUs, BpeMEeHHbIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHHUs, B TOM YHCJIE TIO

KajapaMm u 06y‘IaIOH_[I/IMC$I, a TaKK€ aKThI O BEIICJICHUN K YHUUYTOXKCHUIO apXHUBHBIX



JOKYMEHTOB, HE IMOJISKAIINX XPAHEHHUIO, aKThl 00 yTpare TOKyMEHTOB, aKThI O
HEUCIIPABUMBIX [TOBPEKICHUSAX apXUBHBIX JJOKYMEHTOB;

Ha YTBEP)KJIEHUE SKCIEPTHO-TIPOBEPOUYHON KOMUCCHUHU YITOJTHOMOUYEHHOTO OpraHa
WCIIOJIHUTENIBHOH Bi1acTu cyobekTa Poccuiickoit denepaiinu B chepe apXUBHOTO Jena (Janee -
OIIK apXMBHOTO yupeKIeHHs) OIUCH JIe] IOCTOSHHOTO XpaHEHNUS;

Ha cornacoBanue DIIK apxuBHOTO yupexaenus cyonrekra Poccuiickoii enepanumn
(MyHULIMIIAIBHOTO apXUBa), B Cily4dae HAJEJIEHNs €r0 COOTBETCTBYIOLIIMMU IIOJHOMOYMSIMH,
OIIMCH JIeJI 110 JUYHOMY COCTaBY;

Ha cornacoBanue 11K apxuBHoro yupexaenus cyobekra Poccuiickoit @enepanuu
(MyHUIIMIIAIBHOTO apXMBA), B C1y4ae HAJEIEHUs €r0 COOTBETCTBYIOILMMH ITOJIHOMOYUSIMH,
aKThbl 00 yTpaTe J0KyMEHTOB, aKThl O HEUCIIPABUMBIX OBPEXKACHUSIX apXUBHBIX JOKYMEHTOB;

Ha YTBEP)KJEHUE IUPEKTOPY LIKOJIbI OIUCH /1€ OCTOSIHHOI'O XpaHEHUS, OITUCH
BpeMeHHbIX (cBble 10 j1eT) CPOKOB XpaHEHUS], B TOM YKCJIE OIUCH JIe] 110 KaJpaM U
00y4aroImuMcs, aKThl O BBIICTICHUN K YHUYTOKEHUIO apXUBHBIX JIOKYMEHTOB, HE MOJICKAIUX
XpaHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX ITOBPEXKICHUSIX apXHUBHBIX
JIOKYMEHTOB, yTBepKIeHHbIe (cornacoBanHble) DIIK mnu rocynapcTBeHHBIM apXHUBOM
cyobexTa Poccuiickoit denepanny (MyHULIUIIATBHBIM apXUBOM) B CIIy4ae HAJEJICHUS €ro

COOTBCTCTBYIOIIIUMU ITOJTHOMOYUAMH.

4.7. Opranusyer nepenady A0kyMeHToB ApxuBHoro ¢onaa Poccuiickoit @enepanuu Ha
MOCTOSTHHOE XPaHEHUE B TOCYAApCTBEHHBIN (MyHUIIUIATHHBIN) apXHB.

4.8. Opranu3zyet U IPOBOJUT HKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbIIe 10 ser)
CPOKOB XpaHEHHsI, HaXOJIAIIMXCS HA XPaHEHUH B apXUBE IIKOJIbI B LIEJIAX 0TOOpa TOKyMEHTOB
JUIs BKIIIOYEHUs B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepannu, a Takxe BbISIBICHHS
JIOKYMEHTOB, HE OJJIEKAIUX JAIBHEUIIEMY XPaHEHUIO.

4.9. YyactByer B paboTe 3KCIEPTHOM KOMUCCUU OpraHU3alli, OCYIIECTBISIOImEeH
00pa30BaTENbHYIO JESTEIbHOCTD.

4.10. ITpoBoauT MepONpUATHS [0 00ECIIEUSHUIO COXPAHHOCTHU JIOKYMEHTOB, HAXOJIAIINXCS Ha
XpaHEHUHU B apXMBE OPraHU3aIUH, OCYILECTBIISIONIEH 00pa30BaTENbHYIO e TENbHOCTb.

4.11. Opranuzyet nH(GOPMHUPOBAHNE aIMUHUCTPALIUU U PAOOTHUKOB ILIKOJIBI O COCTABE U
COJIepKaHUU JIOKYMEHTOB apXUBa OpraHU3alliiu, OCYIIECTBISIONEH 00pa3oBaTeIbHYIO
JESATEIBHOCTD.

4.12. UadopmupyeT mnosib30BaTeNei Mo BOmpocaM MECTOHAXOXKACHUS apXUBHBIX JJOKYMEHTOB.
4.13. Opranu3zyer Bbl1auy JTOKYMEHTOB U JIeN /Uil pa0OThI B YUUTEIbCKON HIIM BO BPEMEHHOE
I10JIb30BaHUE.

4.14. VictionHseT 3anpockl OpraHnu3aluil 1 3asBIeHUS I'paxaH 00 yCTaHOBJICHUU TPYIOBOTO
CTa)ka U IpyTUM BOIIPOCAM COL[MAJIbHO-TIPABOBOI'0 XapaKTEPa, B yCTAHOBICHHOM MOPSAKE
BBIJIA€T KOMUH JJOKYMEHTOB U apXHUBHBIE CIIPABKHU.

4.15. Bezet y4er UCIOIb30BaHUS IOKYyMEHTOB apXHBa 00pa30BaTEIbHOM OpraHu3aIiy.

4.16. Co3nmaet GoHA MOIB30BaHMS apXUBa LIKOJIBI U OPTaHU3YyeT €ro UCIIONIb30BaHUE.



4.17. Ocyl1ecTBISET BEIEHNE CIPaBOYHO-TIOUCKOBBIX CPENICTB K JOKYMEHTaM ILKOJIbHOTO
apxuBa. Co3aer, MOMOJIHAET M COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN amiapar K XpaHsIIIuMCs B
apxuBe JeJlaM U JJOKYMEHTaM.

4.18. YgacTByeT B pa3pabOTKe JOKyMEHTOB OPTaHHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO
JeSITeIbHOCTb, TI0 BOIIPOCAM apXHUBHOTO JIEJIa M IEJIOTPOU3BO/ICTBA.

4.19. Oka3pIBaeT METOJUYECKYIO TOMOIIIb:

ciyx0e Jeonpon3BOACTBA LIKOJIBI B COCTABICHUH HOMEHKJIATYPHI J1e]1, popMUpoBaHUU
1 0OpMIICHUU /1], KOHTPOJUPYET NMPaBUIBHOCTH (GOPMUPOBAHUS U OPOpPMIICHUS Ael B
JIeJIONPOU3BO/ICTBE;

CTPYKTYPHBIM MOAPA3IEICHUSIM U paOOTHUKAM IIKOJIbI B IOJrOTOBKE JOKYMEHTOB K

nepezaye B apXuB OPTaHU3aAINH, OCYIIECTBISIONICH 00pa30BaTENbHYIO AeSITEILHOCTD.

4.20. YyacTByeT B IPOBEACHUN MEPOIIPHUITHH 110 MOBBIIICHUIO KBATU(PHUKAIIMHA PAOOTHUKOB

apXxMBa U CIIyKObI JIETI0NPOU3BOACTBA 00PA30BATEIbHON OPraHU3AIHH.

5. IIpaBa apxuBa

I[J'ISI BBIITOJIHCHHU S BO3JIOKCHHBIX 3a/1a4 1 d)VHKIIHfI JIMITO0, OTBETCTBCHHOC 34 apXHB, UMCCT

IpaBo:

5.1. [IpencraBasTh AUPEKTOPY OpPraHU3ALINH, OCYIIECTBISAIONIEH 00pa3oBaTeIbHYIO
JeSTeTbHOCTD, MPEIJIOKEHUS 110 COBEPIICHCTBOBAHUIO OpPTraHU3aIliy XPaHEHUS,
KOMILJIEKTOBAHMS, YU€Ta M UCTIOJIb30BAHUS ApXUBHBIX JIOKYMEHTOB B apXHBE IIIKOJIBI.

5.2. KoHTpOIMpOBaTh BHIMOJHEHUE YCTAHOBIEHHBIX MPABUII PAabOTHI C TOKYMEHTAMH B
CTPYKTYPHBIX NOJIpa3ieNIEHUsIX OpraHu3allii, OCYIECTBISAIONIeN 00pa3oBaTelbHYIO
JeSITEIIbHOCTD.

5.3. 3anpammBaTh OT CTPYKTYPHBIX TIOpa3AeiICHUI 1 paOOTHUKOB IIIKOJIBI CBEACHHUS,
HeoOXouMbIe 1Ji pabOThl apXUBa, C yI€TOM OOECIeueHUs BBIMOIHEHNS BCEX BO3JIOKEHHBIX Ha
apxuB 3aJa4 U QyHKIUH.

5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHAIIMH 10 BOTPOCAM, BXOISAIIUM B KOMITIETCHITHIO apXHUBa
OpraHu3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.5. UadopmMupoBaTh CTPYKTYpPHBIE TIOIpa3IeTICHUS ITKOIBI 0 HEOOXOIUMOCTH TIepeIaun
JIOKYMEHTOB B apXHUB B COOTBETCTBHH C YTBEPKICHHBIM Ipa)uKOM.

5.6. IlpuHMMAaTh yyacTHe B 3aCE€IaHUSIX IKCTIEPTHON KOMUCCHUU 0011Ie00pa3oBaTeIbHOM
OpraHM3aIiy, a TAKXKe B 3KCIEPTHO-POBEPOUHOI KOMUCCHHU YITOJIHOMOUYEHHOTO OpraHa

WCITOJTHUTENIbHON BlIacTu cyonekTa Poccuiickoit deneparuu B chepe apXxuBHOTO Jiena.

6. OTBEeTCTBEHHOCTD 32 QYHKIIMOHUPOBAHUE APXUBA

6.1. HaznaueHHOE MpHKa30M JIUPEKTOpA IIKOJIbI U0, OTBETCTBEHHOE 3a BEJIEHUE apXH1Ba, HECET

MEPpCOHAJIbHYIO OTBCTCTBCHHOCTD 3a:



BBINOJIHEHUE BO3JI0KEHHBIX HA apXMB 3a/1a4 U (YHKLIUI B COOTBETCTBUU C
JENCTBYIOIUM 3aKOHOAaTenbcTBOM Pocculickoit @enepanuu;

OpraHu3aIuio paboThl apXHBa, CBOEBPEMEHHOE M KBATM(UIIMPOBAHHOE BHITIOJTHEHUE
IIPUKA30B, PACIIOPSKEHUH, IOPYUYECHUN BBILIECTOSIIETO PYKOBOACTBA, IEUCTBYIOIINX
HOPMAaTHUBHO-TIPABOBBIX aKTOB IO CBOEMY MPODIUITIO JEeSITEIHHOCTH;

parroHanbHOe U 3PPEKTUBHOE UCIIOJIB30BAHUE MATEPUATHHBIX, (PHHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

COCTOSIHME TPYJOBOM U UCIIOJIHUTENIBCKOW TUCHHUIIIIMHBI B ApXUBE, BBIIIOJIHEHUE CBOUX
(GyHKIMOHATBHBIX 0053aHHOCTEHH;

coOIr0IcHHE MTPaBUJI BHYTPEHHET O PACIIOpsIKa, CAHUTAPHO-TIPOTUBOAINIEMUYECKOTO
peXHUMa, IPOTUBOMOXKAPHOM 0€30I1aCHOCTU U TEXHUKU O€30M1aCHOCTH;

BEJICHNE JOKYMEHTALUH, [IPEyCMOTPEHHON JEHCTBYIOIMMH HOPMAaTUBHO-TIPABOBBIMH
JNOKYMEHTaMU;

IIPEOCTABIICHNE B YCTAHOBJICHHOM IOPSAAKE JOCTOBEPHOM CTATUCTUYECKON U MHOU
nHGOPMAIINY O JACITEIBHOCTH apXHBa;

TOTOBHOCTB apXHBa K pa60Te B YCJIOBUSAX HPGSBBIqaﬁHbIX CHTyaHHﬁ.

6.2. OTBETCTBEHHEBIE 3a BCACHUC ACIOIIPOU3BOACTBA, IOATOTOBKY U MPCACTABJICHUC NOKYMCHTOB
Ha XpaHCHHUC B ApXHB, HA3HAYAIOTCA JUPCKTOPOM OpraHu3aluu, OCYIHGCTBHHIOHleﬁ
06paSOBaTeJ'IBHYIO ACATCIIBHOCTD.

6.3. KOHTpOHL ACATCIIbHOCTU apXHBa OCYHICCTBIIACT AUPCKTOP OpraHu3anuu, OCYH_ICCTBJ'ISII-OH_Ieﬁ

06pa3OBaTeany10 ACATCIIbBHOCTD.

7. KoMniekToBanue apxuBa

7.1. [ToaroToBKa TOKyMEHTOB K Mepeiaye B apXUB 00pa3oBaTENbHON OpraHU3aIMK BKIIOYAET
AKCIIEPTU3Y HAYYHON U MPAKTUUYECKON IIEHHOCTH JTOKYMEHTOB, 0()OpMIICHUE JIE], COCTABICHUE
OTIUCH.

7.2. DkcnepTu3a IIEeHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusza yeHnocmu OOKyMeHmMo6 — OTNpeelieHIe IEHHOCTH JJOKYMEHTOB C TIEITBI0
0oTOOpa MX Ha XpPaHEHHE U YCTAHOBJICHHE CPOKOB XPaHEHUS. JKCIEPTU3Y IIEHHOCTH JOKYMEHTOB
B 00pa30BaTeNbHON OpraHu3alu OCYIIECTBISET MOCTOSIHHO AEUCTBYIOIIAs SKCIIEpTHAs
KOMHUCCHSI.

7.2.2. Dxcnepmuas Komuccuss Ha3HAYaeTCsl IPUKA30M JUPEKTOpa IMKOJIBL. B cocTaB DkcnepTHOM
KOMHCCHH BKJTIOUAIOT HE MEHEE TPEX COTPYTHUKOB, B TOM YHCIIE B 00S3aTEIIBHOM MOPSAKE JIHIIO,
OTBETCTBEHHOE 3a BE/ICHHUE apXMBa MIKOJIbI, U JUPEKTOP MYHUILIUIIAJIHLHOTO apXuBa (10
cornacoBanuio). CexkperapeM DKCIEPTHON KOMUCCUM Ha3HAYAIOT CEKpeTapsi o0pa3oBaTeIbHOM
OpraHu3anyy. DKCIepTHas KOMUCCHS Ha 3aceJaHUsIX pacCMAaTPUBAECT: HOMEHKJIATYpy Ael
IIKOJIBI, OITMCHU ACT MOCTOAHHOI'O XpaHCHUA U 110 JIMYHOMY COCTaBy, aKThl HA JOKYMCHTHI,
BbI/IeTISIEMble K YHUUTOKEHUIO.

7.3. Ogpopmnenue oen



7.3.1. Jlena mOCTOSITHHOTO XpaHEHUs MOALINBAIOTCS B TBEPAYIO O0JIOKKY CYPOBBIMUA HUTKAMH.
JIMcThI HyMEPYIOTCS B ITPABOM BEPXHEM YTITy MIPOCTHIM KapaHaanioM. KoiamuecTBo TMCTOB B
Ka)KJ0OM JIeJie He TOJKHO npeBblaTh 250. B KoHIE /1e1a Ha OTeIbHOM JINCTE COCTABIISAETCS
3aBepHUTEIbHAS HA/IIUCH.

7.3.2. Ha 0610Ke /171 MOCTOSTHHOTO XPaHEHUs! TOJDKHBI OBITh IPOCTABJICHBI CIIEYIONIHE
PEKBU3UTHI: TIOJTHOE HAUMEHOBAHHE BBIIIECTOSIIEH OpraHu3aliy, HAMMEHOBaHUE
00pa3oBaTebHON OpraHu3aIi, HoMep (MHAEKC) Jieja 0 HOMEHKIIAType, 3aroJ0BOK Jiena,
KOJINYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKA «XPAHUTh MOCTOSIHHOY», HOMEp (hOoHa, OIHUCH,
Jena.

7.3.3. ITo oKOHYaHUU ETONPOU3BOICTBEHHOTO rojia B 0(OpMIICHHBIE 00I0KKHU eI
MOCTOSTHHOTO XPaHEHHS BHOCATCS HEOOXOJMMbIE YTOUHEHUS: B 3ar0JIOBKH JIEJT, COACPIKAIINX
pacropsIuTeIbHbIE TOKYMEHTHI (ITPUKa3bl, IPOTOKOJIBI), BHOCATCS HOMEPA; €CITH JIENIO0 C
NEPENUCKON COCTOUT U3 HECKOJIBKAX TOMOB, B K&KIOM TOME YKa3bIBACTCSI KOPPECTIOHICHT,
aBTOD, TEPPUTOPUS, IpyTHE JaHHBIE. B Kak7i0M TOME yKa3bIBaeTcs 1ata (4Mcio, MECSI, TO/1)
Hayaia ¥ OKOHYAHUS TAaHHOTO ToMa. TOYHBIE JaThl MPOCTABIAIOTCS Ha 00JI0KKAX It OBICTPOTO
MIOWCKA JJOKYMEHTOB B MOCJICIYIONIEM; U3 3aBEPUTEILHON HAIMUCH HA OOJIOKKY JIeJia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Hannucu Ha 00J105KKax JIeJ1 IOCTOSSHHOTO U JI0JTOBPEMEHHOIO XPaHEHUSI CIIEAYET
MPOM3BOJIUTH YETKO, CBETOCTOMKIMH YEPHUIIAMH.

7.3.5. Jlns yyera KoinuuecTBa JIMCTOB B JIeJ€ U (pUKcalii 0COOEHHOCTEN UX HyMepaluu Ha
OTJEIIEHOM JIUCTE COCTABIISICTCS 3aBEPUTEIbHAS HA ITHUCh.

7.3.6. B 3aBepUTENbHON HaJIUCH YKa3bIBA€TCS KOJIMYECTBO JUCTOB (LIU(PpaMU U IPONUCHIO) B
nene. 3aBepuTenbHas HaIIHCh TIOIICHIBAETCSI COCTABUTENIEM C YKa3aHUEM €0 JOJDKHOCTH U
JIaThl COCTABJICHUSI.

7.3.7. BHyTpeHHsIsl OIUCh COCTABISAETCS K JieJaM MOCTOSIHHOTO U I0JITOBpeMEHHOro (cBbiie 10
JIeT) CpoKa XpaHeHHs, CPOPMHUPOBAHHBIM TI0 Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3aTOJIOBKH KOTOPBIX
HE pacKpbIBalOT KOHKPETHOE CO/IepKaHUE JOKYMEHTOB (0Cc000 LIEHHBIE, TUYHBIE JIeN1a U Jp.).
7.4. Onucanue 00OKyMeHmM08 NOCHMOAHHO20 CPOKA XPAHEHUA

7.4.1. OnmcH COCTaBIIAIOTCS Pa3/IEIbHO HA JIea TOCTOSTHHOTO XPaHEHHS TI0 OCHOBHOM
NeSITeTHHOCTH 1 Ha JIeJia 110 INYHOMY COCTaBY.

7.4.2. OnrcH cOCTaBISIOTCA JETOTPOU3BOIUTEIIEM.

7.4.3. Onuch BeaeTcs B €AUHON BAJIOBOM HYMEPAIMU B TEUEHUE HECKOJIBKUX JIET.

7.4.4. Ha nema ¢ HCTEKIIMM CPOKOM XPaHEHHSI COCTABIIACTCS aKT 00 YHHUTOXEHUH.

7.4.5. Ilo okOHYaHHH JIETOMPOU3BOICTBEHHOTO I'0/1a B 00pa30BaTEIbHOW OpraHu3aIlun
MIPOU3BOIUTCS OTOOP JTOKYMEHTOB MOCTOSTHHOTO CPOKa XPAHEHUS JIJISl BKIIFOUCHHS UX B OIIHCH.
Onuck COCTOUT U3 FOJIOBBIX Pa3JIeioB, BHYTPH rojia Jiejia pacoyiaratoTcs Mo CTENeHH
3HAYMMOCTH C YI€TOM HOMHUHAJILHOTO MIPUHITUIA (B COOTBETCTBHU C HOMEHKIIATYPOI
00pa3oBaTeNbHON OpraHu3alun).

7.4.6. OnicH COCTaBISIOTCSA Pa3AesIbHO Ha JieJIa MOCTOSHHOTO XPaHEHHUS IO OCHOBHOM

ACATCIIBHOCTH U Ha ACJia 110 JINYHOMY COCTaBYy.



7.4.7. OnvcH cOCTaBIISAIOTCS CEKPETAPEM.
7.5. [lena epemennozo xpanenus 0QOPMIISIOTCS YIPOILIEHHO: OHU HE MOIINBAIOTCS, TUCTHI B
HUX HE HyMEPYIOTCS, YTOYHEHHE Ha 00JI0KKaX HE MPOU3BOIUTCS, ONMCH HA JiejIa He

COCTaBJIAKOTCA, YYCT BEACTCA 1O HOMCHKJIATYpE JCJI.

8. Ycii0oBusI XpaHeHHUs TOKYMEHTOB ApXHUBa IIKOJIbI

8.1. JlokyMeHTBI apXMBa XpaHITCSA B apXUBOXPaHUJIMILE 0011€00pa30BaTeIbHON OpraHU3aluH.
8.2. He nomyckaercsi pa3MeIlieHre apXuBa B MOABATIBHBIX U Y€PIAYHbIX TOMEIIEHHUIX HIKOJIBI.
8.3. ApXHMBOXpaHMJIHILE TOJHDKHO OBITH yJalleHO OT JIA00OPATOPHBIX, TPOU3BOICTBEHHBIX,
OBITOBBIX TIOMEIIEHUH U HE UMETh OOLIMX C HUMH BEHTHIIALIMOHHBIX KaHAJIOB.
ApPXUBOXPaHWINIIE OTJEISACTCS OT COCEAHUX MTOMEIICHUH HECTOPAeMBIMH CTEHAMHU U
NEPEKPBITUAMH C TIpeieJIaMi OTHECTOMKOCTH HEe MEHee JIByX 4acoB. B apXxuBoxXpaHuimIie He
JIOITyCKAETCs MPOKIIAAKa TPYO BOAOCHAOKEHHUS M KaHATH3AIUN, TEXHOJIOTUIECKHUE TN OBITOBBIC
BBIBOJIBI BOIBI.

8.4. ApXMBOXpaHHJIHILE JTOJHKHO HMETh €CTECTBEHHYIO MM UCKYCCTBEHHYIO BEHTHIIALHIO,
00€ecCIeunBarONIyI0 PEUPKYIIIHIO BO3LyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO
pexuMa.

8.5. Bce nocrynaromiye B apxuB 00pa3oBaTeIbHON OpraHru3alui JOKYMEHThI pa3MeIaoTcs B
ApXMBOXPAaHWINIIAX HA CTAllMOHAPHBIX W/HIIU IEPEIBUKHBIX METAJUIMYECKUX CTEIUIAXax, B
METAJUIMIECKHX IKadax Wik KOHTeHHEepax.

8.6. Cresutaxu T0JKHBI ObITh YCTaHOBJIEHBI IEPIEHANKYISIPHO CTEHAM C OKOHHBIMU IPOEMAMH,
a B TIOMEUIeHNH 0€3 OKOH - C Y4ETOM 0COOEHHOCTEH nomerienus u odopynoBanus. He
JIOITYCKAETCs pa3MeIIeHUE CTeIIaKEeH BIUNIOTHYIO K HAPYKHBIM CTEHAM 3/IaHUS U K UCTOYHUKAM
TeTIa.

8.7. PaccranoBka cremakei u mKkagoB OCYIIECTBISAETCS B COOTBETCTBHHU CO CIETYIOIINMHI

TpeOOBAHUSIMU:

paccTosiHuEe MEX]y psAaMu cTesuiaxeil (I1aBHbIN npoxoxa) — He MeHee 120 cMm;

paccTostHuE (TPOXO0/T) MEXITY CTeIIaXXaMu — He MeHee 75 cM;

pacCTosIHNE MEXIY HapyKHON CTEHOW 3[JaHUS U CTEJIaKaMHU, TTapalIeIbHBIMUA CTEHE —
HE MeHee 75 cMm;

paccTosiHuEe MEXy CTEHOM U TOPLIOM cTeliaxa UM mkada (00xon) — He MeHee 45 cM;

paccTosiHuEe MEXy MOJIOM M HUXKHEH MoJKoi cremnaxa (mkada) — He MeHee 15 cm, B

IOKOJBHBIX dTaxkaX — He MeHee 30 cM.

8.8. IIpoTHBONOXKAPHBII PEXXUM B 3AAHUSAX, TJI€ Pa3MEIIAeTCs apXUB IIKOJbI, U B
apXMBOXPAaHWIHUIIAX YCTaHABIMBAETCS B COOTBETCTBUU C [IpaBuiamMu mpoOTHBOIOKAPHOTO
pexxuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 rona Nel479.

8.9. ApXUBHBIE IOKYMEHTHI CIEAYET XPaHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JCHCTBUS CBETa 00ECIIEUYNBACTCS XPAaHEHUEM JOKYMEHTOB B



KOpoOKax, Marnkax ¥ reperierax, B mkadax uii Ha CTeJUIakKax 3aKphITOro THIIA.

81 1 . ypOBeHB I/ICKYCCTBGHHOFO OCBCILICHUS B KHI/II‘OXpaHI/IJII/IH_[aX JOJIPDKCH COCTABJIAITh HEC MCHEC
100 mrokc.

8.12. B apxuBOXpaHWIHLIE /Ul XpPAaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOIINE

napaMeTpbl TEMIIEPATYPHO-BIAXKHOCTHOTO PEXUMA:

JUTISL XpaHEHHUs IOKYMEHTOB Ha OyMa)KHOM HocHTele — Temneparypa 17-19°C,

OTHOCHTEJIbHAS BIAYKHOCTH Bo3ayxa — 50-55%.

8.13. TlomermeHus apxuBa 00pa30BaTEIHPHON OPraHU3AIMH JOJIKHBI COJIEPIKATHCS B UUCTOTE, B

YCII0BHUAX, UCKIIIOYAIOINX BO3MOKHOCTD ITOSABJICHUS INICCCHU, HACCKOMBIX, ITBLIIN.

9. Jaka0YNTEeIbHBIC TOJI0KEHUA

9.1. Hacrosiiee Ionoxxenue 06 apxuse siBisieTCs JOKaJIbHBIM HOPMATUBHBIM aKTOM,
npuHuMaercs Ha OOmiemM coOpanuu paOOTHUKOB LIKOJIBI M yTBEpkKAaeTcs (00 BBOJUTCS B
JeiicTBre) MpUKa30M AUPEKTOpa 0011eo0pa3zoBaTenbHON OpraHu3aluy.

9.2. Bce u3MeHeHus U JONOJIHEHUs, BHOCUMBIE B HacTosuiee [lonoxenue, odpopmisiorces B
NUCbMEHHON (hopMe B COOTBETCTBUU JIEHCTBYIOIINM 3aKOHOIATeILCTBOM Poccuiickoit
®enepanuu.

9.3. Ilonoxenue 06 apxuBe 0011e00pa30BaTENbHON OpraHU3aMK IPUHUMAETCS Ha
HeonpeaeseHHbIN cpok. M3MeHenus u nononHenus k [1onoxeHuto NpuHUMalOTCS B IOPSJIKE,
npenaycMotpenHoM 11.9.1. Hacrosmero [lonoxxeHus.

9.4. Ilocne npunsaTus I[lonoxxeHus (W11 U3MEHEHUH U TOMIOJTHEHUH OTJENbHBIX TYHKTOB U

pa3z[eJ10B) B HOBOH peaaknnu MmpeaAbIAymas peaAakuusad aBTOMATHICCKU yTpaunuBacT CUITY.



