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ITpunoxenue 1 x npukazy MAOY
«JIuteit Nel0» r.CoBercka

ot 01.07.2024 No 496
[TPUHATO YTBEPXIAIO
Ha [eIarOTHYE€CKOM COBETE Hupexrop MAOY «JIuneit Nel0»
MAOY «JIuneit Nel0» r.CoBeTrcka
r.CoBeTcka, T.H. Pa3sirpaesa
npotokos oT 28.06.2024 No 12 01 urons 2024 r.
MNOJOXEHHUE

00 apxuBe MAOY «JInneii Nel0» r.CoBercka

1. O0mue noJioKeHus

1.1.  Hacrosmee lHomoxenue 00 apxuBe MAOY  «Jlumeir  NelO»
r.Cosercka pazpaboraHo B cooTBeTcTBUM ¢ lIpukazom denepanbHOro apXuBHOTO
arerarctBa Ne 77 ot 31 uronsa 2023 roga «O06 yrBepxaenuu IIpaBun opranuzauuu
XpaHEHMs, KOMIUIEKTOBaHMUS, y4YeTa M MCHOJb30BAHMS JIOKYMEHTOB APXHBHOTO
¢onna Poccuiickoii @exepauMd W IPYrUX  APXUBHBIX  JOKYMEHTOB B
rOCyJJapCTBEHHBIX OpPraHax, OpraHaXx MECTHOTO CaMOYINPAaBIICHUS U OpTraHU3ALMIXY,
Ha OCHOBaHMM [IprMepHOro MmonoxeHus 00 apXuBE OpraHu3aliH, YTBEPKIAECHHOTO
npukazoM DenepanpHoro apxuBHoro areHrctsa Ne 42 or 11 ampens 2018 rona, a
Tak)Ke Y CTaBOM OpraHM3allM, OCYLIECTBIIAONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTD.
1.2. Nannoe Ilonoocenue 06 apxuse MAOY «Jluyeii Nel(O» 2.Cosemcka onpenensier
COCTaB JIOKYMEHTOB apXuBa oOLIe00pa30BaTEIbHONW OpraHMU3allMd U YCJIOBHUS HUX
XpaHEHUsI, YCTAaHABIMBACT 3aJlayl, Ha3HAYCHUE M (PYHKIMU IIKOJBHOTO apXHBa,
pPErJIAMEHTHUPYET JAEATENIbHOCTh JIMIA, OTBETCTBEHHOI'O 3a BEJICHHE apXuBa B
OpraHu3aliy, OCYIIECTBIISAIONIEH 00pa30BaTEIbHYIO 1€ATEIbHOCTb.

1.3. B cBo€# 1eSITENBHOCTH apXUB PyKOBOACTBYeTCSI DenepanbHbiM 3akOHOM No 125-
®3 ot 22.10.2004 «O6 apxuBHOM jeie B Poccuiickoit denepanuny ¢ U3BMEHEHUSIMU
or 25 npexabpst 2023 roma, HOPMAaTHBHBIMU NPABOBBIMH akTamu Poccuiickoii
®enepauuu, cyobekra Poccuiickoit ®denepauuu B cdepe apXUBHOTO Jena U
JIEJIONPOU3BOCTBA, JOKATbHBIMU HOPMATUBHBIMM aKTaMH 00I1e€00pa3oBaTesIbHON
OpraHu3aluu.

1.4. JlIokyMeHTBI OpraHu3aliu, OCYIECTRIISIIONICH 00pa30BaTEIIbHYIO 1€ TEILHOCTD,
MMEIOIINE UCTOPUYECKOE, KYJIbTYpPHOE, Hay4YHOE, COLMAJIBbHOE, S3KOHOMHYECKOE M
MOJIMTUYECKOE 3HaYCHHE, COCTABIISIOT FOCYAaPCTBEHHYIO YacTh ApXUBHOrO (oOHIa
Poccuiickoit deneparuu, sSBISIOTCS COOCTBEHHOCTBIO TOCYIAapCTBAa W TOJJIEKAT
IIOCTOSIHHOMY XPaHEHHMIO B TOCYIapCTBEHHBIX apxuBax Poccuiickoit @enepaunu. 1o
Nepeavn Ha rOCyJapCTBEHHOE XPAaHEHHE JaHHbIE JOKYMEHTBI BpDEMEHHO XPAHSTCS B
o01reo0pa3oBaTeIbLHON OPraHU3aIUH.

1.5. B mkone i XpaHeHUs JOKyMEHTOB ApxuBHoro ¢onna Poccuiickoi
®denepalid M 3aKOHUYEHHBIX JEJIOMPOU3BOJCTBOM JIOKYMEHTOB MPaKTUYECKOIrO
Ha3HAu€HHUs, MX OTOOpa, yyeTa, MCIOJIb30BAaHUS M TOATOTOBKM K Iepeiade Ha
rocyJapCTBEHHOE XpAHEHHUE CO3/1aeTCs apXUB.

1.6. ApxuB co3naercs Kak CaMOCTOATEIBHOE MOAPA3ACICHUE, BO3TIIABIIIEMOE JTULOM,
OTBETCTBEHHBIM 32 BEJICHUE apXMBa COIIACHO MPUKA3y AUPEKTOPA IIKOJIBI.
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1.7.  Opranusaunus, OCyIIECTBIAIOMAs  OOpa3oBaTENbHYIO  J€ATEIbHOCTD,
o0ecrneunBaeT apxXuB HEOOXOTUMBIM MTOMEIIEHUEM, 000PYIOBAaHUEM U KaJIpaMH.
1.8. O6meoOpa3oBaTebHAS OPraHU3aIdsd 00CCIICUHBACT COXPAHHOCTh, YUET, OTOOD,
yHOPSI0YCHHE M HCIIOJIb30BaHUE JOKYMEHTOB ApxuBHOTO (onma Poccuiickoii
depnepanuu, 00pa3yOMKUXCs B €ro AesITeNbHOCTH. O0ecrneunBaeT CBOEBPEMEHHYIO
nepenayvy 3TUX JOKYMEHTOB Ha FOCyJapCTBEHHOE XPAHEHHE.
1.9. Bce paboThl, cBsi3aHHBIE C MOATOTOBKOW, TPAaHCIOPTUPOBKOW W Tepenadei
aApXUBHBIX  JIOKYMEHTOB, IIPOM3BOAATCS CWIAaMM M 3a CYET  IIKOJIBL.
1.10. 3a ytpaty u nopuy nokyMeHTOB ApxuBHoro gonna Poccuiickoit denepanuu
JOJDKHOCTHBIE — JIMIIa  OpraHM3alM, OCYLIECTBIIIOIIEH  0O0pa30BaTEIbHYIO
NEATEIbHOCTh, HECYT OTBETCTBEHHOCTb B COOTBETCTBUU C JCHCTBYIOIIUM
3aKOHOJIaTEIbCTBOM.
1.11. [lxonpHBI apxuB paboTaeT corjacHo ngaHHoMy [lomoxkeHuio u 1UIaHy,
YTBEPXKIA€MOMY  JUPEKTOPOM  00IIe0Opa3oBaTENbHOM  OpraHu3aluHd, U
OTUYUTBIBAETCS MIEPE]] HUM B CBOEH padoTe.
1.12. KoHTponp neATENBHOCTH apXuBa OCYILIECTBISIET IUPEKTOpP OpraHU3aluH,
OCYUIECTBJISIONIEH 00pa30BaTEIbHYIO AESATEIbHOCTb.
2. CocTaB 10KYMEHTOB apXHUBa
2.1. B IKOJIbHBIN apXUB IMOCTYIAIOT:
¢ 3aKOHYEHHBIE JICJIONPOU3BOJCTBOM IIKOJBI JOKYMEHTHl IOCTOSTHHOTO
XpaHeHus1, 00pa30BaBUIMECS B ACSITEIbHOCTU CTPYKTYPHBIX MOAPA3ICICHUN,
JIOKYMEHTBI BpeMeHHOTO0 (cBbilie 10 j1eT) cpoka XpaHeHus, HeOOXOJUMbIE B
IPAKTUYECKOH JEATEIbHOCTH, TOKYMEHTHI IO KaJipaM U 00y4aroIuMCS;
¢ TOKYMEHTBI IOCTOSIHHOTO XPAHEHUs W I10 JUYHOMY COCTABY OPTraHHU3aLUii-
IIPENIIECTBEHHUKOB;
o IMYHBbIE (OHIBI BEAYIIMX PAOOTHUKOB OpraHMU3alMM, OCYLIECTBIIAIOIIEH
00pa3oBaTeNbHYIO AESATENbHOCTb, TOCTYNHBIINE B APXUB;
o CITy’K€OHBIE M BEJIOMCTBEHHbBIE U3/IaHUS;
o CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM W YYETHbIE JIOKYMEHTHI
ApxuBa opraHu3aliy, OCYLIECTBISAIOIENH 00pa30BATEIbHYIO AEATEIbHOCTD.
2.2. Cpoku XpaHEHHsS [TOKYMEHTOB B apXuWBEe OOpa30BaTEIbHOW OpraHU3aALNH
ONPEEINSIIOTCSA COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIAType Je.
3. 3agaum apxuBa
3.1. OCHOBHBIMHM 3aJ]a4aMH APXUBA SBIISIOTCS:
3.1.1. Opranuzanusi XpaHEHHsS JOKYMEHTOB, COCTaB KOTOPBIX MPETyCMOTPEH
pazmenom 2 Hacrosimero [lomoxenuss 00 apxuBe 0011e00pa3oBaTebHON
OpraHU3alyy.
3.1.2. KoMriekToBaHue apXuBa JOKyMEHTaMHU, 00pPa30BaBIINMHUCS B JEATEILHOCTH
OpraHu3aliy, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.
3.1.3. Yyer, obecrnieueHre COXpaHHOCTH, CO3/IaHHE HAYYHO-CIIPABOYHOTO anmnapara.
3.1.4. Mcnonb30BaHUs JOKYMEHTOB, HAXOASUIMXCS HA XPAHEHUU B apXHUBE IIKOJIBI.
3.1.5. TloaroToBka M CBOEBpEMEHHas Iepefavya JTOKYMEHTOB ApXHMBHOro (oHa
Poccuiickonn @enepanuu  Ha TOCTOSHHOE XpPaHEHUE B TI'OCYAApCTBEHHBIN
(MyHMLIMITAJIHBIN ) apXUB.
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3.1.6. Metoauueckoe pyKOBOJICTBO U KOHTPOJIb 32 (GOpMUPOBAHKUEM U 0(DOPMIICHHEM
Je B JICJIONPOU3BOJICTBE IIKOJIBI M CBOEBPEMEHHOM Tmiepedadyeil X B apxuB
o0Opa3oBaTeILHON OpraHu3aIiy.

4. DyHKIIUM APXUBA HIKOJIbI

B COOTBETCTBUM C BO3JI0KEHHBIMU 3aJa4aMU apXUB OCYIIECTBISET CIEIYIONINE
dbyHKIIMN:

4.1. OpranusyeT npueM JOKYMEHTOB MOCTOSHHOTO M BPeMEHHBIX (cBbImie 10 Jer)
CPOKOB XpaHEHHMsI, B TOM YHUCJE MO KaJpaM U OO0ydaroluMcs, 00pa30BaBIINXCS B
NEeSATETbHOCTH IIKOJIbI, B COOTBETCTBUU C YTBEPKICHHBIM rpaduKOM.

4.2. O0ecrieunBaeT COXPaAaHHOCTh U BEJIET YUYET JOKYMEHTOB U (DOHIOB, HAXOIAIIUXCS
Ha XpaHEHUHU B apXuBe 0011e00pa30BaTeIbHON OpraHu3aliH.

4.3. [IpeacrapisieT B rocy1apCTBEHHBIN (MYHUIIMITAIbHBIN ) apXUB YYETHBIE CBEACHUS
00 00BeMe U COCTaBE XPAHSIIIMXCS B APXUBE MIKOJIbI JOKYMEHTOB APXUBHOTO (OH/IA
Poccuiickonn ®denepanyu M JIpyrux apXUMBHBIX JOKYMEHTOB B COOTBETCTBUHM C
MOPSIAKOM TOCYJIapCTBEHHOTO ydeTa JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
denepalum.

4.4. Cucrematu3upyeT M pa3MelIacT JOKYMEHTBI, MOCTYIAOIINE HA XpPaHCHHUE B
IIKOJBHBIA apXuB, OOpPa30BaBIIMECS B XOJ€ OCYIICCTBICHUS JESITEILHOCTH
OpraHu3alliy, OCYIIECTBISIOMIEH 00pa30BaTEeIbHYIO 1E€ATEIbHOCTb.

4.5. PazpabatbiBaeT rpaduku NpeICcTaBICHUS OMKUCEN Ha paCCMOTPEHHE IKCIIEPTHO-
MIPOBEPOYHON KOMHUCCHUU U Tepenayu JOKyMeHTOB ApxuBHoro ¢onmaa PP Ha
XpaHEHHE B TOCYJIaPCTBEHHBIN (MyHUIIUIIATbHBIN) apXUB.

4.6. OcyIlecTBIISET MOATOTOBKY U MPEJICTABIISET:

¢ HA PACCMOTPEHUE U COTIACOBAHUE HKCIEPTHOW KOMHUCCHUU IIKOJIBI OMKUCH JET
MOCTOSIHHOTO XpaHEeHMs, BpeMeHHBIX (CBbImie 10 JieT) CpOKOB XpaHEHUs, B
TOM YHCJIE MO KaJpaM M OOyYaronIuMcs, a TaKKe aKThl O BBIICIECHUU K
YHUUYTOXXEHUIO apXUBHBIX JOKYMEHTOB, HE MOJICKAIIMX XPAHCHUIO, aKThI
00 yTpaTe JOKYMEHTOB, aKThl O HEMCIIPABUMBIX MOBPEKICHUSIX apXUBHBIX
JIOKYMEHTOB;

eHAa YTBEPXKICHUE DKCIEPTHO-TIPOBEPOUYHON KOMUCCHHU YIIOJTHOMOUYEHHOTO
opraHa UCIIOJIHUTEIBHOU BllacT cyobekTa Poccuiickoit denepanuu B chepe
apxuBHoro jena (manee - OIIK apxuBHOro yupexaceHusi) OMHCH el
MOCTOSTHHOT'O XpaHEHUS;

«Ha comnacoBanue OIIK apxuBHOro yupexnenus cyOwnekra Poccuiickoit
@enepanuy  (MyHULMNAIBHOTO apXWBa), B CIy4ae HAJECICHUS €ro
COOTBETCTBYIOIIMMU MOJTHOMOYHUSMH, OTKUCH AEJ [0 JUYHOMY COCTaBY;

eHa cormacoBanne OIIK apxuBHOrOo yupexaenus cyobekta Poccuiickoii
@enepanun  (MyHULMNAIBHOTO apXWBa), B CIy4ae HAJECICHUS €ro
COOTBETCTBYIOIIUMH TTOJTHOMOUYHUSMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCTIPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

eHa YTBEPXKICHUE IUPEKTOPY IIKOJIbI OMUCH JI€JI TOCTOSIHHOTO XpaHEHWUS,
OMUCHU BpeMEHHBIX (CBbIIIE 10 JI€T) CPOKOB XpaHEHHUsI, B TOM YHUCJIE OMKUCH
Jes Mo KajapaM U OOydYarolMMCSs, aKThl O BBIJICJICHUM K YHUYTOXKECHHIO
apXMUBHBIX JIOKYMEHTOB, HE TMOJICKAIIMX XPaHEHUIO, aKThl 00 yTpare
JIOKYMEHTOB, aKThl O HEHUCIPAaBUMBIX TOBPEKICHUSIX  apXHUBHBIX
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JIOKYMEHTOB, YTBEp>KJIeHHbIe (cornacoBanHbie) DIIK mim rocynapcTBeHHbIM
apxuBoM cyObekTa Poccuiickoit @enepanuu (MyHUIIUNIATBHBIM apXUBOM) B
CJly4dae HaJIeJICHUsI €r0 COOTBETCTBYIOIIUMU MTOTHOMOUYHSIMHU.
4.7. Opranusyer nepeaady 10KyMeHToB ApxuBHoro ¢onma Poccuiickoit deneparuun
Ha MOCTOSIHHOE XPaHEHUE B FOCYIAPCTBEHHBIN (MYyHUIIUMTAJIbHBIN ) apXUB.
4.8. OpranuszyeT U MPOBOJUT 3KCIEPTU3Y UEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBbimie 10 51eT) CpoKOB XpaHEHUs, HAXOASIINXCS HA XPAaHEHUU B apXUBE IIKOJIbI B
1esx 0T0opa JOKYMEHTOB /Ui BKIIIOUEHHSI B cocTaB ApXuBHOTO poHa Poccuiickoit
denepanuu, a TAaKXKE BBISBICHHUS JOKYMEHTOB, HE MOMJICKAIIUX AAIbHEHIIEMY
XPaHEHUIO.
4.9. YuactByeT B paboTe SKCIEPTHON KOMHUCCHM OpraHU3allUU, OCYIIECTBIISIIONICH
00pa3oBaTeIbHYIO ACSITEIbHOCTD.
4.10. IlpoBomuT MepomnpusTHs MO OOECIEUEHUI0 COXPAaHHOCTU JIOKYMEHTOB,
HaxXOJSIIMXCS HAa XpaHEHWM B apXWBE OPraHU3allMM, OCYLIECTBIISIIOLIEH
00pa30BaTEILHYIO ACATCIHHOCTD.
4.11. OpranuzyeT UHPOPMHUPOBAHHE AJIMHHUCTPAIMA W PAOOTHUKOB IIKOJBI O
COCTaB€ W COJACPKAHUM JIOKYMEHTOB apXvBa OpTraHU3alldM, OCYIIECTBIISIONMICH
00pa30BaTEILHYIO ACATECIHHOCTD.
4.12. UadopmupyeT moJyib30BaTeNIed MO BOMPOCaM MECTOHAXOXKICHHUS apXHUBHBIX
JIOKYMEHTOB.
4.13. Opranusyer BbIJIayy JOKYMEHTOB U JIe] JJisi paOOThl B YUUTEIHCKON WIIM BO
BPEMEHHOE MOJIb30BAaHHUE.
4.14. VcnionHsieT 3ampochl OpraHu3aluii U 3asBJICHUS TpaxaaH 00 yCTaHOBJICHHUH
TPYJAOBOIO CTa)¥a W JPYTMM BOIPOCAM COLIMAIBHO-TIPABOBOTO XapakrTepa, B
YCTaHOBJICHHOM TOPSJKE BbIIACT KOMUU JOKYMEHTOB M ApXWUBHbBIE CIIPABKH.
4.15. Beper ydYer WuCHOJIb30BaHUS JIOKYMEHTOB apxuBa 00pa3oBaTelbHOMN
OpraHu3alIuu.
4.16. Co3naet (poH[ MOTB30BAHMS APXHUBA LLIKOJIbI U OPIraHU3YET €ro UCIIOJIb30BAHUE.
4.17. OcyuecTBisieT BEIECHUE CIPaBOYHO-TIOMCKOBBIX CPEACTB K JOKyMEHTam
HIKOJbHOTO apxuBa. Co3/1aeT, MOMOJHIET U COBEPUICHCTBYET HAyUYHO-CIPABOYHBIN
amnrmapar K XpaHsIIUMCS B apXUBe JieJiaM U JJOKYMEHTaM.
4.18. VYuactByeT B pa3pabOTKe JTOKYMEHTOB OpTraHM3alliM, OCYLIECTBIISIFOLIEH
oOpa3oBaTeIbHYI0  JEATENIbHOCTh, IO  BONpOCAaM  apXWMBHOIO  Jela |
JIETIONPOU3BOJICTBA.
4.19. Oka3pIBaeT METOINYECKYIO ITIOMOIIIb:

o CTy’)k0€ JIeTTOTIPOM3BOJICTBA IIIKOJIBI B COCTaBJICHWM HOMEHKIJIATYPBI JIEd,
dbopmupoBaHnd U O(QOPMIICHUH JEJ, KOHTPOJHUPYET TNPABUIHHOCTH
dbopmupoBanus U 0hOPMIICHHUS JIE B IETOTPOU3BO/ICTBE;

¢ CTPYKTYPHBIM TOJPA3ACICHUsIM W pa0OTHUKAM IIKOJbI B TOJTOTOBKE
JOKYMEHTOB K IIepeJlade B apxXuB OpraHu3aliu, OCYIIECTBIISIONMIEH
00pa3oBaTEIbHYIO JICSITEIHHOCTD.

4.20. YyacTByeT B MPOBEJACHUU MEPONPUITUN MO TMOBBINICHUIO KBAIU(pUKAIIUU
pabOTHUKOB apXHBa U CIIY>KOBI I€JIONPOU3BOJICTBA 00OPA30BATEILHON OpraHU3aIUu.




5. IlpaBa apxuBa

[ BBIMOJHEHUS BO3JI0KEHHBIX 33J1a4 M (DYHKIIMM JIMII0, OTBETCTBEHHOE 32 apXUB,
HMMeEET IPaBo:

5.1. IlpeacTaBisTh TUPEKTOPY OpraHM3AIMHU, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO
JESATEIIbHOCTh, MPEIJIOKEHUSI MO COBEPIICHCTBOBAHWIO OpPraHU3alMU XPAHCHMS,
KOMILJIEKTOBAHMS, y4eTa M UCIIOIb30BaHMS apXUBHBIX JOKYMEHTOB B aPXHUBE IIKOJIbI.
5.2. KoHTpommpoBaTh BHITIOJHEHNE YCTAHOBICHHBIX TIPABUII PAOOTHI ¢ JOKYMEHTAMH
B CTPYKTYPHBIX MOJIpa3ICICHUSIX OpraHu3alvu, OCYIIECTBIISIIOIIEH
00pa3oBaTEIbHYIO JICITEIHHOCTD.

5.3. 3ampamumBarh OT CTPYKTYPHBIX MOJIpa3AeICHUN 1 paOOTHUKOB IITKOJIbI CBEICHUS,
HEOOXOJMMBIC ISl pabOThl apXWBa, C Y4ETOM OOECICUCHMs BBIMIOJHEHHUS BCEX
BO3JIO)KEHHBIX Ha apXMB 33J1a4 U (PYHKITHUH.

5.4. JlaBaTh pa3bICHEHHUS W PEKOMEHJAIMK I10 BOIpOCaM, BXOJSIINM B
KOMIICTCHIIMIO apXWBa OpraHuU3alld, OCYIIECTBISIOMIEH 00pa30BaTeIbHYIO
JIeSITEIIbHOCTb.

5.5. UudopmupoBaTh CTPYKTYpHBIC IOJpa3ACiCHUS IIKOJIBI O HEOOXOIUMOCTH
repeadyn JOKyMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKACHHBIM I'Pa(pUKOM.

5.6. [Ipynumare  yyacTue B 3acCe€AaHUSX  OKCIEPTHOM  KOMHMCCHH
00111€00pa30BaTEILHON OpPraHU3aI|H, a TAKXKE B AKCIIEPTHO-IIPOBEPOYHON KOMUCCHUU
YIOJHOMOYEHHOIO OpraHa HWCIOJHUTENIbHOM BiacTu cyObekTa Poccuiickoit
deneparuu B chepe apXUBHOTO Jea.

6. OTBeTCTBEHHOCTH 32 (PYHKIMOHUPOBAHUE APXUBA

6.1. HazHaueHHOE MPUKA30M TUPEKTOPa IKOJIbI JIMIIO, OTBETCTBEHHOE 34 BEIACHUE
apXuBa, HECET MEPCOHATBHYIO OTBETCTBEHHOCTb 34!

« BBIMIOJIHEHHE BO3JI0KCHHBIX Ha apXuB 3a7a4 M (yHKIMH B COOTBETCTBHH C
JIEMCTBYIOIIMM 3aKOHOAaTeIbcTBOM Poccuiickon denepaiuuy;

e OPraHu3aluio padOThl apXWBa, CBOCBPEMEHHOE M KBadu(UIIMPOBAHHOE
BBITIOJTHEHHWE TPUKA30B, PACHOPSKEHUM, TOPYUYEHUN BBIIIECTOSIIETO
PYKOBOJICTBa, JEHCTBYIOIIUX HOPMATHBHO-TIPABOBLIX AKTOB IO CBOEMY
npOQUITIO 1eATENTbHOCTH;

o palioHaNIbHOE U 2((HEKTUBHOE UCIIOIB30BAHNE MaTEePUATbHBIX, PUHAHCOBBIX
Y KaJpOBBIX PECYPCOB;

¢ COCTOSIHME€ TPYJOBOM ¥ UCIOJTHUTEIBCKOM JUCHUIUIMHBI B  apXHBE,
BBITIOJTHEHNE CBOMX (DYHKIIMOHAJILHBIX 00S3aHHOCTEH;

o COOTIOJICHUE MpaBUII BHYTPEHHETO pacnopska, CaHUTAPHO-
MIPOTUBOAIUIEMUYCCKOTO PEKUMa, TPOTUBOMOXKAPHOKW OC30MacHOCTH H
TEXHUKHU 0€30ITaCHOCTH;

¢ BEJICHUE JOKYMEHTAILIMHU, MPETyCMOTPEHHON IEUCTBYIOIIMMH HOPMATUBHO-
MPAaBOBBIMU JIOKYMEHTaMU;

¢ IPEIOCTABIICHUE B YCTAHOBJIEHHOM MOPSJIKE JTOCTOBEPHOM CTATUCTUUECKOU U
WHOM MH(pOpMAIINK O JIeSITEIHHOCTH apXUBa;

¢ TOTOBHOCTH apXHBa K pabOTe B YCIOBUSAX YPE3BbIYAHHBIX CUTYAIIUH.

6.2. OTBETCTBEHHBIE 3a BEJCHUE JICJIONPOU3BOJICTBA, TOATOTOBKY U MPEACTABICHUE
JOKYMEHTOB Ha XpaHEHHE B apXWB, HA3HAYAIOTCA JTUPEKTOPOM OpraHU3allvu,
OCYILIECTRIISIIONIECH 00pa30BaTEIIbHYIO ACSTEILHOCTD.
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6.3. KoHTponb JeATEeIbHOCTH apXuBa OCYHIECTBISET AUPEKTOP OpraHu3allui,
OCYIIECTBISIONIEH 00pa30BaTEIbHYIO EATEIBHOCTD.

7. KoMIuiekToBaHue apxuBa

7.1. TloaroToBKa TOKYMEHTOB K TIepeaue B apXvuB 00pa30BaTEIbHON OpraHU3alud
BKJIFOYAET JKCIEPTU3y HAyYHOW M NPAKTUYECKOM LEHHOCTH JIOKYMEHTOB,
oopmiieHue e, COCTaBICHUE OMHCH.

7.2. JkcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusza yeHHocmu OOKyMeHmo8 — ONpeieNIeHue IEHHOCTH JJOKYMEHTOB
C 1eJbI0 0TOOpa MX HAa XpaHEHUE U YCTAHOBJIEHUE CPOKOB XPAaHEHMS. DKCHEPTU3Y
[IEHHOCTH JOKYMEHTOB B 00pa30BaTeNbHON OpraHu3alii OCYIIECTBIISIET TOCTOSTHHO
JEUCTBYIOIIAs AKCTIEPTHAS KOMUCCHS.

7.2.2. Dxcnepmuas komuccusi HA3HAYACTCS TPUKA30M JUPEKTOpa MIKOJbl. B cocras
DKCIEPTHOM KOMHCCHH BKJIIOYAIOT HE MEHEE TPEX COTPYIHHUKOB, B TOM YHCIIE B
00s3aTENIbHOM TOPSIIKE JIMIO, OTBETCTBEHHOE 3a BEJICEHHWE apXuBa IIKOJbI, H
JTUPEKTOP MYHUIIUITAIIBHOTO apXuBa (1Mo corjiacoBaHuio). CexperapeM DKCIEepTHOU
KOMHUCCHUM HAa3HAYalOT CEKpeTaps 0O0pa3oBaTeIbHOM OpraHu3aluuyd. JKCIEpTHAs
KOMHUCCHS Ha 3aCEIaHMIX PAcCMATPUBAET: HOMEHKJIATYPY JEN IIKOJIbI, OIUCH Je
MOCTOSIHHOT'O XPAHEHUS U 0 JIMYHOMY COCTaBY, aKThl HA JOKYMEHTBI, BbIJIEISIEMbIE
K YHHUYTOKEHHUIO.

7.3. Opopmnenue oen

7.3.1. Jlena MOCTOSIHHOTO XpaHEHUs MOALIMBAIOTCS B TBEPAYIO O0J0KKY CYpOBBIMU
HUTKaMu. JIMCTBI HyMepyIOTCS B IPAaBOM BEPXHEM YTy MPOCTHIM KapaHIalllOM.
KonnuecTBo MMCTOB B KaXKAOM Jieie He JoJKHO mpesbimath 250. B koHue nena Ha
OTJEJIBHOM JIUCTE COCTABJISIETCS 3aBEpUTEIbHAS HAAIUCh.

7.3.2. Ha oOmnoxke jen MOCTOSHHOTO XpaHEHWsS TOJDKHBI OBITh MPOCTABJICHBI
CIIEIyIOIIME PEKBU3UTHL: IIOJIHOE HAWMEHOBAHME BBIIIECTOSALIEH OpraHu3alui,
HaUMEHOBaHHWE OOpa3oBaTEIbLHOM OpraHu3aluu, HoMep (HMHIEKC) Jena 1o
HOMEHKJIAType, 3arojIOBOK JeJia, KOJIMYECTBO JINCTOB, CPOK XPAHEHUS! I OTMETKA
«XpaHUTh MOCTOSIHHO», HOMEP (POH[a, ONHCH, Jena.

7.3.3. Ilo okOHYaHUU JENONPOU3BOACTBEHHOTO ro/ia B 0pOpMIIEHHBIE 00JI0KKHU JE
MOCTOSIHHOT'O XPAHEHUsI BHOCSTCS HEOOXOAMMBbIE YTOYHEHUS: B 3arojOBKU JIET,
COJIepKalllUX PaCHOPSIUTENbHbIE JOKYMEHThI (IMPHUKa3bl, MPOTOKOJbI), BHOCSTCS
HOMEDPA; €CIU JIEJIO C MEPENUCKONM COCTOUT U3 HECKOJbKUX TOMOB, B KaKJIOM TOME
yKa3bIBAa€TCsl KOPPECIIOHJEHT, aBTOP, TEPPUTOPUS, APYrue JaHHbIE. B KaxkaoMm Tome
yKa3bIBaeTCs J1aTa (YUCIio, MECsll, TO/) Hayajla 1 OKOHYaHUs JaHHOTO ToMa. TouHbIe
JaThl TMPOCTABJSIOTCS Ha OOJOXKKax sl OBICTPOro IMOHMCKAa JOKYMEHTOB B
MOCHIEAYIOIIEM; W3 3aBEpUTENbHON HaAMMCH Ha OOJOXKKY Jiela BBIHOCUTCS
KOJIMYECTBO JIMCTOB B JIEJIE.

7.3.4. Hangnucu Ha 00JI0)KKaxX A€l MOCTOSIHHOTO U JIOJITOBPEMEHHOTO XpaHEHHUs
CJIelyeT NPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

7.3.5. Jlnsg yyera KOJMYECTBA JIMCTOB B Jeine U (PUKcauud OCOOCHHOCTEH uX
HYMEpAILMK Ha OT/AEJIbHOM JIMCTE COCTABIISICTCS 3aBEPUTEIIbHAS HAJIITUCh.

7.3.6. B 3aBepuTeNbHON HAJNUCU YKa3bIBAETCS KOJIMYECTBO JUCTOB (udpamu u
NPONUCHIO) B JieNe. 3aBepuTeSibHAas HAAMNUCh MOAMNHCHIBAETCS COCTABUTENEM C
yKa3aHUEM €ro JOJKHOCTU U JaThl COCTaBICHUS.
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7.3.7. BHYTpeHHsIs1 ONUCHh COCTABIISIETCS K JIeJIaM TTOCTOSIHHOTO M JJOJITOBPEMEHHOTO
(cBpmme 10 1eT) cpoka XpaHeHHS, CGHOPMUPOBAHHBIM II0 PA3HOBHIHOCTSIM
JIOKYMEHTOB, 3arojIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIepIKAHHUE
JIOKYMEHTOB (0C000 IIeHHBIE, TIUYHBIC Jea U Jp.).
7.4. Onucanue 00OKymeHmoe noCMOAHHO20 CPOKA XPAHEHUS
7.4.1. Onucu COCTaBJISIIOTCS Pa3[elbHO Ha JieJla IOCTOSSHHOIO XPaHEHHs II0
OCHOBHOM JESTEILHOCTH U Ha Jieja MO0 JIMYHOMY COCTaBy.
7.4.2. Onucy COCTaBIISIFOTCS ISJIONTPOU3BOIUTEIICM.
7.4.3. Onuck BeAeTCs B €IMHOW BajJOBOM HyMeEpallMM B T€UCHHWE HECKOJBKHUX JIET.
7.4.4. Ha nena ¢ MCTEKIIUM CPOKOM XPAHECHHS COCTABISAETCA aKT 00 YHUUTOKCHUHU.
7.4.5. Tlo OKOHYaHMM JIE€JIONPOM3BOJICTBEHHOTO ToOJla B 00pa3oBaTEIHHOM
OpraHu3alliy TPOU3BOIUTCS OTOOP TOKYMEHTOB IMOCTOSSHHOTO CPOKA XpaHEHUS IS
BKJIFOUEHHUS MX B ONMUCh. ONMUCh COCTOUT M3 TOJOBBIX Pa3/iesioB, BHYTPU rojia Jesna
pacrmoJiiararoTcsl Mo CTEMeHH 3HAYMMOCTH C YY€TOM HOMMHAJIBLHOTO MpHHIIMMA (B
COOTBETCTBHH C HOMEHKJIATypOii 00pa30BaTEIbHON OpraHU3aIum).
7.4.6. OnucHu COCTaBIISIIOTCS Pa3AeibHO Ha Jejia IOCTOSIHHOTO XpaHCHUsS I10
OCHOBHOM JESATEILHOCTH U Ha Jieja M0 JIMYHOMY COCTaBy.
7.4."7. Onucu COCTABISIFOTCA CEKPETAPEM.
1.5. Jlena epemennoco xpamernus oPOpMISIOTCS YIIPOIICHHO: OHU HE MOIINBAIOTCS,
JIUCTHI B HUX HE HYMEPYIOTCS, YTOUYHEHUE Ha 00JI0KKaX HE MPOU3BOAUTCS, OITUCH Ha
JieJla HE COCTABIISIIOTCS, YUET BEJIETCS 110 HOMEHKJIATYpe JelI.
8. Yci0BUsI XpaHeHNsI JOKYMEHTOB apXHBa MIKOJIbI
8.1. JIokyMeHTBl apxuBa XpaHATCS B apXUBOXPAHMWIHIINE 00IIe00pa3oBaTeIbHOM
OpraHu3aIuu.
8.2. He nomyckaeTcs pa3MelleHne apXruBa B MOABAJIbHBIX U YEPIaUHBIX TTOMEIICHU X
IITKOJIBI.
8.3. ApXUBOXpaHWUJUIIE JIOJDKHO  OBITh  yAQJ€HO OT  JabOpaTOpPHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEUIEHUH U HE UMETh OONMX C HUMH
BEHTWISIIMOHHBIX ~ KAaHAJIOB. APXUBOXpAHWIMIIE OTIAEISIETCS OT COCEIHHUX
MOMEIIEHUN HeCTOPAEMBbIMHU CTEHAMU U TIEPEKPBITUSIMH C MPeJIeIaMi OTHECTOMKOCTH
HE MEHee JIByX 4acoB. B apXuWBOXpaHUJIUIIE HE JOMYyCKaeTcs MpoKIajka TpyO
BOJIOCHAOKEHUS M KaHAJIU3AIIUH, TEXHOJIOTHYECKHUE MITH OBITOBBIC BHIBOJIBI BOJIBI.
8.4. ApXWBOXpaHWIHUIIE JODKHO HWMETh ECTECTBCHHYIO WM HCKYCCTBEHHYIO
BCHTWIAIMIO, OOCCICUMBAIOIIYI0  PEHUPKYJAIHMI0  BO3AyXa, CTaOMIBHOCTH
TEMIIEPaTyPHO-BIAXKHOCTHOT'O PEKUMA.
8.5. Bce mocrynaromue B apXuMB 00pa30BaTENbHOW OpPraHU3AIMHA JOKYMEHTHI
pa3MemalTcs B apXUBOXPAHWIMINAX HAa CTAllMOHAPHBIX W/WIN TEPEIBHKHBIX
METATMYSCKUX CTeUTakaX, B METAUIMYSCKMX INMKagax WM KOHTCHHEpaXx.
8.6. CTemtaxu T0KHBI OBITh YCTAHOBIICHBI MEPIICHIUKYIISIPHO CTEHAM C OKOHHBIMU
poeMaMH, a B TMOMEIICHUH 0e3 OKOH - C YU4eTOM OCOOCHHOCTEH MOMEIICHUS U
obopynoBanusi. He npomyckaercst pa3MellieHle CTEUTaKeH BIUIOTHYIO K HapYKHBIM
CTEHaM 3/IaHUS M K UICTOYHUKAM TeIlIa.
8.7. PaccranoBka cTeuiake ¥ 1KadoB OCYIIECTBISIETCS B COOTBETCTBUU €O
CICAYIOMMUMHU TPEOOBAHUSIMMU:

o PACCTOSIHME MEXKY PsiIaMH CTeJUTIaXKel (TJaBHbIN mpoxoxa) — He meHee 120 cm;




9

o paccTostHUE (MPOXO) MEXKIY CTEJUIaKaMHu — HE MeHee 75 cM;
¢ DPACCTOSIHUE  MEXKJY  HApy>XHOM CTEHOM 3JaHMSI W  CTEJUIaXKaMHu,
MapajuieIbHBIMUA CTEHE — HE MEHEe 75 CM;
¢ PACCTOSIHME MEXIYy CTEHOW M TOPIIOM cTeiulaka miu mmkada (o0xom) — He
MeHee 45 cm;
e PACCTOSIHME MEXKIY TIOJIOM U HIKHEH MOJIKOM cTeyutaxa (mmkada) — He MeHee
15 cM, B IIOKOJBHBIX ATaxkax — He MeHee 30 cMm.
8.8. [IpoTuBOMOXKAPHBIA PEKUM B 3[IaHUSX, [JI€ PA3MEIACTCsS apXWB IIKOJbI, U B
apXMBOXpAHWIMIIAX  yCTaHABIMBaeTCs B  cooTBercTBUM ¢  [IpaBunamu
MIPOTUBOIIOKApHOTO pexknMa B Poccuiickoit deneparuu ot 16 centsops 2020 roga
Ne1479.
8.9. ApXUBHBIE JIOKYMEHTBI ciemyer XPaHUTD B TEMHOTE.
8.10. 3ammra IOKYMEHTOB OT JIEWCTBHS CBeTa OOECIIEUMBACTCS XpaHEHUEM
JIOKYMEHTOB B KOpOOKax, Mamkax W MeperuieTax, B mkadax WM Ha CTeJUIakax
3aKPBITOrO THUIA.
8.11. EctecTBEeHHOE OCBEIICHUE B APXWBOXPAHWIMIIE JOIYCKAETCS IMPU YCIOBUU
NPUMEHECHUSI Ha OKHAaX CBETOpacceuBaTesieil, peryJaTopoB CBETOBOIO IOTOKa
(cmenuanbHBIX  CTEKOJ), 3allUTHBIX  (PUIBTPOB UM  MOKPBITUM,  KaJTIO3U.
8.12. JIs1 HWCKYCCTBEHHOTO OCBEUIECHUSI MPUMEHSIOTCS JaMIlbl HAKaJWBaHUS B
3aKPBITHIX I1adOHAX C TJIAJIKOW MOBEPXHOCTHIO.
8.13. B apXWBOXpaHWJIMINE JUIl XPAHCHHUS JIOKYMEHTOB YCTaHABJIMBAIOTCS
CJICJIYIONIME TapaMeTPhl TEMIEPATYPHO-BIAKHOCTHOTO PEXKUMA:
o VISl XpaHEHHUS IOKYMEHTOB Ha OyMa)KHOM Hocutesie — Temmeparypa 17-19°C,
OTHOCHTEINIbHAsS BIIAXKHOCTH Bo3ayxa — 50-55%.
8.14. Tlomemienust apxuBa 00pa30BaTEIHLHOM OpTraHU3AIMK JOJDKHBI COACPKATHCS B
YUCTOTE, B YCIOBHUSX, HCKIIOUAIONIMX BO3MOYKHOCTh TIOSIBICHUSI IIJIECEHHU,
HACEKOMBIX, TMBLIH.
9. 3akiII0UNTEIbHBIE MOJI0KESHUS
9.1. Hacrosee ITonoxenue 006 apxuBe sBISETCS JOKAIbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMaeTcss Ha OOmeM coOpaHuu paOOTHMKOB IIKOJBI M yTBepxkaaercs (mbo
BBOJIUTCS B JISUCTBUE) MPUKA30M JUPEKTOPA 0011e00pa30BaTEeIbHON OpraHU3alliH.
9.2. Bce wu3MeHeHHs U JOINOJHEHHUS, BHOCHUMBIe B Hactosuiee Ilonoxenue,
opopMIISIFOTCST B TNHUChbMEHHOM ¢GopMe B  COOTBETCTBUU  JCHCTBYIOIIUM
3aKOHOJATeNLCTBOM Poccuiickon denepanuu.
9.3. Ilonoxxenne 00 apxuBe 00111€00pa30BaATEILHON OpraHU3alMKA MPUHUMAETCS Ha
HEOIPEICIICHHBIN CPOK. M3meHenus u nononHenus K [1010KeHn0 TPUHUMAKOTCS B
nopsizike, mpeaycMoTpeHHom 11.9.1. Hacrosiero IlonoxxeHus.
9.4. Tlocne mpunsatus IlonoxxeHuss (MM W3MEHEHUM W JOMOJIHEHHH OTIEIbHBIX
MYHKTOB M Pa3/IeJIOB) B HOBOM pENAKIUU MPEAbIAyLIas peAakivs aBTOMaTUYECKU
yTpauuBaeT CUIIY.
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