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1. O0mue moJioKeHust
1.1. Hactosee [lonoxenue pazpadborano Ha ocHoBaHUU [IpumMepHOro mosokeHus
00 apXxuBe OpraHu3aluu, YTBEpPXKIACHHOro MpukazoM @deneparbHOr0 apXUBHOTO
arentcTBa Ne 42 ot 11 anpens 2018 rona, B coorBeTcTBuU ¢ DeaepaibHbIM 3aKOHOM
Ne 273-®3 or 29.12.2012 roga «O0 obOpa3oBanuu B Poccuiickoit Penepauuny,
[Tpukazom MunkynsTypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBepk’aACHUH ITPaBUII
OpraHU3allid XpaHEHUs, KOMIUIEKTOBaHUS, y4ye€Ta M MCIOJIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoii denepanuu U IPyrux apXMBHBIX JOKYMEHTOB B
opraHax TroCyJapCTBEHHOM BIJIaCTH, OpraHax MECTHOIO CaMOYMPABJICHUS U
opranuzanusix», YcraBom ['BOY «llentp oOpazoBanusi r.I'yaepmec» (nmaisee —
IKO0J1a, 00111e00pa3oBaTelibHast OpraHu3aIus).

1.2.  Jlamnoe IlomokeHme ompenesnser CcOoCTaB JOKYMEHTOB  apXuBa
o01eo0pa3oBaTeIbHONM OpPraHu3alMd M YCJIOBHS HMX XpAHEHUsS, YCTaHABIIMBAET
3aJlaud, Ha3HaueHWe U (PYHKIUU IIKOJIBHOTO apXuBa, periaMEeHTHUPYET
JEATEIIbHOCTD JIUIla, OTBETCTBEHHOIO 32 BEJICHUE apXUBa.

1.3. JIOKyMEHTBI WIKOJIbI, UMEIOIIUE HCTOPUYECKOE, KYJIbTYpHOE, Hay4dHOE,
COI[MAJIbHOE, HSKOHOMHMYECKOE M  MOJHMTHUYECKOE  3HAYEHHUE, COCTaBISIOT
rocyJapcTBeHHyl0 4dactb ApxuBHOro ¢onma Poccuiickoit denepaiuu, sBISIOTCA
COOCTBEHHOCTBbIO TOCyJapcTBa W  TMOMJIEKAT IOCTOSSHHOMY XPaHEHUIO B
rocyAapCTBeHHbIX apxuBax Poccuiickot @enepanuu. [lo nepemaun Ha
roCyJJapCTBEHHOE XpaHEHHE JaHHbIE JOKYMEHTBl BpPEMEHHO XpaHSTCA B
o011eo0pazoBaTeNbHON OpraHU3aluu.

1.4. B mkone juisi XpaHeHUs JOKyYMeHTOB ApxuBHoro ¢donma Poccuiickoit
denepalui ¥ 3aKOHYEHHBIX JEJIONPOU3BOJCTBOM JTOKYMEHTOB MPAKTHYECKOTO
Ha3HAUYCHHUs, UX OTOOpa, ydera, MCIOJb30BaHHS M TOATOTOBKM K TMepeaadye Ha
rocyJJapCTBEHHOE XPAHEHHUE CO3AAETCS aApXUB.

1.5. ApxuB co3laercs Kak CaMOCTOSITENbHOE MOJAPa3/IeJICHUE, BO3IJIABIIEMOE
JIUIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXUBa COTVIACHO MPUKA3Y JTUPEKTOPA IIKOJIBI.

1.6. [lIxoma  obecreuynBaeT  apXWB  HEOOXOAUMBIM  TIOMEIICHUEM,
00OpyZI0BaHUEM U KaJpamHu.

1.7. O6meoOpa3oBaTeNbHas OpraHu3aIis 00ECIeUnBACT COXPAHHOCTH, yYerT,
oTOOp, VMOPSJOUYCHHE W UCIOJB30BAaHUE JOKYMEHTOB ApXHBHOTO (oHA
Poccuiickoit ®enepanuu, oOpasyrommuxcss B ero naesrenbHoctd. ObecrieunBaer
CBOEBPEMEHHYIO Tepeiauy 3TUX JOKYMEHTOB Ha TOCYAapCTBEHHOE XpaHEHHE.

1.8. Bce paboThl, cBsI3aHHBIE C MOJATOTOBKON, TPAHCIIOPTUPOBKOM U Tiepeaadeit
apPXUBHBIX IOKYMEHTOB, POU3BOISTCSA CUJIAMH U 33 CUET IITKOJIBI.

1.9. 3a yrpary m mopuy H0KyMeHTOB ApxuBHOro (HoHmaa Poccuiickoi
denepanuu AOTKHOCTHBIE JIUIA IKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JEUCTBYIOIIUM 3aKOHOJATEIHCTBOM.



1.11. HIkonpHBIA apxuB paboTaeT COrJacHO TIUIaHY, YTBEPKIAEMOMY
JTUPEKTOPOM 00111e00pa30BaTeIbHON OpraHu3allii, U OTYUTHIBACTCS NEpell HUM B
cBoeil pabore.

1.12. KoHTpoJib AEATEIBHOCTH apXUBa OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

2. CocTaB 10KYMEHTOB apXHBa
2.1. B IKOJILHBIA apXUB MTOCTYIIAIOT:

* 3aKOHUYCHHBIC JEJIONPOU3BOJCTBOM IMIKOJIBI JIOKYMEHTHI TOCTOSTHHOTO
XpaHeHus, oOpa3oBaBIIMECS B JCATEIBHOCTU CTPYKTYPHBIX IOJpPA3ACIICHUN,
JIOKyMEHTBhl BpeMeHHoro (cBbimie 10 JeT) cpoka XpaHEHUs, HEOOXOAHMBbIC B
MPAKTUYECKOMN JACSITEIBHOCTH, JOKYMEHTHI IO KaJpaM U 00yJaroluMcCs;

* JIOKYMEHTBI TTOCTOSIHHOTO XPaHEHHS U MO JIMYHOMY COCTaBy OpraHHU3alluii-
MPEIIECTBEHHUKOB;

* JMYHbIE (DOHJBI BETYIINX PAOOTHUKOB IIKOJIbI, TIOCTYUBIINE B aPXUB,;

* CIIy’)KeOHBIE U BEJIOMCTBEHHBIC U3/IaHUS;

* CHpPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKYMEHTaM M YYETHbIE JOKYMEHTHI
ApXuBa WIKOJIBI.

2.2. Cpoku XpaHEHHUs IOKYMEHTOB B apXHUBE OOpa30BaTEIBHOW OpraHU3aI|U
ONPEENSIOTCA COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIAType JEe.

3. 3agaum apxuBa
3.1. OCHOBHBIMH 33JIaYaMH aPXHBA SIBJISIOTCS:

3.1.1. Opranuzanus XpaHEHUS JOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTPEH
pazzaenom 2 Hactosiero [lonoxenus.
3.1.2. KommnexkroBanue apxmuBa JTOKYMEHTaMH, 00pa3oBaBIIMMHUCS B
JNEATCIIBHOCTHU IIKOJBI.
3.13. VYuer, o0ecrneuyeHre COXPAHHOCTH, CO3JaHUE HAYYHO-CIPABOYHOTO
amnrapara.
3.1.4. Hcnonws3oBaHHS JOKYMEHTOB, HAXOIAIINXCS HA XPAHCHUN B apXUBE IIKOJIBI.
3.15. IloaroroBka u cBOEBpeMEHHas mMepenada JOKYMEHTOB ApXHBHOTO (oHIa
Poccuiickonn ®@enepanun  Ha TOCTOSHHOE XPAaHEHWE B  TOCYAAPCTBEHHBIN
(MyHUIIUMIIAJIBHBINA ) apXUB.
3.1.6. Meroauyeckoe pYKOBOACTBO M KOHTPOJb 3a (OPMHPOBAHUEM U
odopMIIEHUEM JIe] B ISIONPOU3BOACTBE IIKOJIBI U CBOCBPEMEHHOM Tepeiaueii ux B
apXuB 00pa3oBaTEIbHON OpraHU3aIuy.

4. DyHKIIUM apXUBA

B cOoOTBETCTBHYM C BO3JIOKEHHBIMHU 33/1a4aMU apXUB OCYIIECTBISAET CICAYIOLINE

gl)YHKI [1MH.

4.1. Opranusyer npueMm JT0KYMEHTOB IOCTOSIHHOTO M BpeMeHHbIX (cBbiiie 10
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JET) CpOKOB XpaHEHWs, B TOM 4YHCIE MO KaapaM H 0o0ydaroummcs,
00pa3oBaBIIMXCS B JESATEILHOCTU IIKOJbI, B COOTBETCTBUU C YTBEPKICHHBIM
rpaduKoOM.

4.2. OOecnieynBaeT COXPAHHOCTh M BEAET Y4YeT JOKYMEHTOB U (hOHIOB,
HaXOISIIIMXCS HA XPaHCHUH B apXuBe 00111e00pa30BaTeIbHOM OpraHu3aIiy.

4.3. TlpencraBiser B rocyJapCTBEHHBIM (MYHULIUNAIBHBIN) apXUB YUYETHBIC
cBelleHns 00 00BEME M COCTaBE XPAHSIIMXCS B apXHBE IIKOJBI JTOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii denepanuu U IPyrux apXWBHBIX TOKYMEHTOB B
COOTBETCTBUHU C TMOPAIKOM TOCYJAPCTBEHHOIO Yy4Ye€Ta TOKYMEHTOB ApPXUBHOTO
dbonna Poccuiickoit denepamumu.

4.4. CucteMaTU3UpyeT U pa3MellaeT JOKYMEHTHI, TOCTYNAlolMe Ha XpaHEeHHE
B IIKOJbHBIM apxuB, 0Opa30oBaBIIMECS B XOAE OCYIIECTBJICHUS IEATEIBHOCTU
ITKOJIBI.

4.5. PazpabateiBaeT rpadukd MPEJACTABICHHUS OMNUCEH Ha PaCcCCMOTPEHUE
AKCTIEPTHO-MPOBEPOYHON KOMHUCCHUM U TEpelayu JOKYMEHTOB ApXUBHOro (onaa
P® na xpaHeHue B rocyJapCTBEHHBIN (MyHUIIMTIATbHBIN) apXUB.

4.6. OCyIIEeCTBISET MOATOTOBKY U IPEICTABISET:

* Ha PACCMOTPEHHME U COTJIACOBAHHUE SKCIIEPTHON KOMHUCCHUM IIKOIbI OMHUCHU

JieJ1 TOCTOSTHHOTO XpaHEHHUsI, BpEMEHHBIX (CBbIlIEe 10 J€T) CPOKOB XpaHEHUs, B TOM
Yyucye N0 KajgpaMm U oOyYarollUMCs, a TAaK)KE aKThl O BBIAEIECHUU K YHHUTOXEHUIO
apXUBHBIX IOKYMEHTOB, HE MOJUIEKAIIUX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX TTOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKIECHUE DKCIEPTHO-IIPOBEPOYHON KOMHMCCUHU YHOJIHOMOYEHHOTO
opraHa HCHOJIHHTEIbHOW BiacTH cyObekTa Poccmiickoit ®deneparuu B chepe
apxuBHoro aena (maiee - DIIK apXUBHOTro yupeKIeHHs) ONUCH JI€]T TOCTOSTHHOTO
XpaHEHHUS;

« Ha coryacoBanue OIIK apxuBHOro yupexnaenus cyowbekra Poccuiickoi
Oenepauun  (MyHUIMOAIBHOTO  apXuBa), B  Clydae  HAJCJICHUS  €T0
COOTBETCTBYIOIIUMH MOJHOMOYUSIMH, OMTUCH JI€JT TIO JINUHOMY COCTaBY;

« Ha cormacoBanue OJIIK apxuBHOro yupexnaeHus cyonekra Poccuiickoit
Qenepaunn  (MyHULIMOAIBHOTO  apXuBa), B  Cly4a€  HAJCJIECHUS  €T0
COOTBETCTBYIOIIUMH TIOJTHOMOYHSAMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHUCIPABUMBIX MOBPEKICHUIX apXUBHBIX JOKYMEHTOB;

* Ha YyTBEpXKIEHUE TUPEKTOPY IIKOJIbI OMUCU €] MOCTOSIHHOTO XpaHEHWUS,
ONMKCHU BpeMEHHBIX (cBbilie 10 JeT) CPOKOB XpaHEHUs, B TOM YUCIIE€ OMUCH JeJl O
KaZpaM W OO0OydYarouuMcs, akKThl O BBIJEJICHUM K YHUYTOXEHUIO ApPXUBHBIX
JIOKYMEHTOB, HE TMOJUICKAINX XPAaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHUCIPABUMBIX  TMOBPEKICHUSAX  APXUBHBIX  JOKYMEHTOB,  YTBEPXKICHHbIC
(cormacoBannbie) OIIK unm rocygapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit
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®denepanuu  (MyHHLMIATBHBIM ~ apXMBOM) B CJIy4yae  HAJCJICHUS  €ro
COOTBETCTBYIOLIUMU MTOJTHOMOUYHSIMH.

4.7. Opranuszyer mnepenady JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoil
denepanuu Ha IMOCTOSIHHOE XpaHEHHE B TOCYAApCTBEHHBIH (MYHHUIIMMAJIBHBIN)
apXuB.

4.8. OpranusyeT U MPOBOJUT IKCIEPTU3Y LIEHHOCTH JTOKYMEHTOB BPEMEHHBIX
(cBpimze 10 y1eT) CPOKOB XpaHEHUsI, HAXOJAIIMUXCS HA XPAHEHUU B apXHMBE IIKOJIbI B
Heasix oTrbopa JOKYMEHTOB JUIsl BKIIOUYEHHS B cOCTaB ApXUBHOTO (oHaa
Poccuiickoit ®enepannn, a TakkKe BbBISBICHUS JOKYMEHTOB, HE MOMJIEKAIIUX
JanbHENIIEMY XpaHEHUIO.

4.9. YuactByeT B pab0oTe IKCIIEPTHON KOMUCCHUHU.

4.10. TIpoBOAUT MEPONPHUATHSA MO OOECHEYCHUIO COXPAHHOCTH JTOKYMEHTOB,
HAXOJSIINXCS HA XPAaHEHUH B apXHUBE.

4.11. Opranusyetr HHPOPMHUPOBAHUE AJMUHUCTPALIMA U pAOOTHUKOB LIKOJIBI O
COCTaBE U COAEPKAHUU JOKYMEHTOB apXHBa.

4.12. HWudopMupyeT moNb30BATENCH IO BOMPOCAM MECTOHAXOXKIACHUS
ApPXUBHBIX TOKYMEHTOB.

4.13. Opranu3syeTt Bbliauy JOKYMEHTOB U Jie] i1l paOOThl B YUUTEIBCKON MIIH
BO BPEMEHHOE MOJIb30BaHUE.

4.14. MHcnonHser 3ampochl OpraHu3allMid W 3asBICHUS TpaxaaH o0
YCTAaHOBJIICHUH TPYJIOBOTO CTaXa M APYIMM BONPOCAaM COLIMAIBHO-TIPABOBOTO
XapakTepa, B YCTAHOBJICHHOM IMOPSIIKE BBIIA€T KOMHHM JOKYMEHTOB M apXWBHBIC
CHPAaBKH.

4.15. Beger ydeTr uCIHOIB30BaHUS TOKYMEHTOB apXuBa 00pa30BaTEIbHOU
OpraHu3aLuu.

4.16. Cozmaer ¢oHA TMOJB30BAHUS apXWBa IIKOJBI W OPTraHU3yeT €ro
UCIIOJIb30BaHUE.

4.17. OcyuiecTBisieT BEAEHUE CIPAaBOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM
HIKOJIBHOTO apxuBa. Co3/aeT, NOMOJHSAET U COBEPUICHCTBYET HAYyYHO-CIPABOYHBIM
anmapar K XpaHsIIMMCS B apXUBE JieJIaM U JIOKYMEHTaM.

4.18. YuacTByeT B pa3paboTKe TOKYMEHTOB IO BOIpPOCAM apXMBHOIO Jejia U
JEJI0NPOU3BOACTBA.

4.19. Oxa3bIiBaeT METOAMYECKYIO MTOMOIIIb:

* Ciyx0e JeJoNpON3BOJACTBA IIKOJIBI B COCTABJIEHUU HOMEHKIATYphl IE,
dbopmupoBaHuu U 0GOPMIICHUH JI€]I, KOHTPOJIHUPYET MPABUILHOCTh (OPMHUPOBAHUS
1 opopmIIeHUS A€ B AEJIONPOU3BOICTBE;

* CTPYKTYPHBIM TMOJApAa3JeNeHUsIM U paOOTHUKAaM IIKOJIbI B IOATOTOBKE
JIOKYMEHTOB K Tepe/laye B apXuB.

4.20. YuacTByeT B MPOBEACHUN MEPONPHUATUH MO MOBBIILIEHUIO KBATH(PUKAIIUU
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pabOTHUKOB apXWBa U CITYKOBbI JEIOMPOU3BOACTBA 00PA30BATEIHLHON OPTaHU3aIUH.

S. IlpaBa apxuBa

s evinonneHus 803102CeHHbIX 3a0ay U QYHKYUU JUYyo, 0meemcmeeHHoe 3a
apxue, umeem npago:

5.1. llpencraBisiTh OUPEKTOPY, NPEIIOKECHUS MO COBEPIICHCTBOBAHUIO
OpraHu3aluy XpPaHEHUS, KOMIUIEKTOBAHMUS, y4€Ta U MCIOJIb30BAHHS APXUBHBIX
JOKYMEHTOB B apXHBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHWE YCTAHOBJICHHBIX NPaBWI palbOThHl ¢
JIOKyMEHTaMU B CTPYKTYPHBIX MOAPA3/ICIECHUSIX IIKOJIBI.

5.3. 3anpammBarh OT CTPYKTYPHBIX MOJPA3ACICHUA W PaOOTHUKOB IIKOJIbI
CBEJICHUS, HEOOXOUMBIE JIJIsl padOThl apXUBa, C YYETOM O0OECIIEUEHUS BhIIOJHEHUS
BCEX BO3JIOKEHHBIX HA apXUB 33Ja4 U PYHKIUH.

5.4. JlaBatb pa3bsCHEHMS W PEKOMEHIAMU IO BONPOCAM, BXOMSIIUM B
KOMITETEHIIUIO apX1Ba IIKOJIBI.

5.5. HuadopmupoBaTh  CTPYKTYpHBbIE  MOApPA3JEICHUS  IIKOJBI O
HEO0OXOIUMOCTH MEpeIaun JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPIKICHHBIM
rpaguKoOM.

5.6. Ilpunumate yyacTue B  3aCENaHUAX  OKCIIEPTHOM  KOMHUCCUU
o011e00pa30BaTebHONM  OpraHM3alMi, a TakKke B JKCIEPTHO-MPOBEPOUHOU
KOMHCCUHM  YINOJHOMOYEHHOIO OpraHa MCIHOJHUTENbHOM BIAacTU CyObeKTa
Poccuiickoit @enepannu B chepe apxXuBHOTO Jea.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHNE APXUBA
6.1. HasHaueHHOe NPUKA30M AMPEKTOpPA IIKOJIbI JIMIIO, OTBETCTBEHHOE 32

BCIACHHC apXHBa, HCCCT IICPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBITNIOJHEHUE BO3JIOKEHHBIX Ha apXWB 3aJlad U (YHKIIUH B COOTBETCTBHUM C
JIEVCTBYIONIUM 3aKOHOAaTeNbCTBOM Poccuiickon denepanuu;

* oOpraHuzaiuio padOThl apXHWBa, CBOEBPEMEHHOE U KBaTU(DUIIMPOBAHHOE
BBITOJIHEHUE TTPUKA30B, PACHOPSIKEHHM, MOPYYEHUN BBILIECTOSIIETO PYKOBOJCTBA,
JEUCTBYIONTUX HOPMATUBHO-TIPABOBBIX AKTOB MO CBOEMY MPOQIITIO ACSITEIBHOCTH;

* pammoHalbHOe W 3(G(EKTHBHOE  HCIOJB30BAHHE  MAaTCPHAIBHBIX,
(bMHAHCOBBIX U KaJIPOBBIX PECYPCOB;

* COCTOSSHHUE TPYIOBOM M HCIOJHUTEIBCKOW JUCIUIUIMHBI B apXWUBE,
BBITIOJTHEHHE CBOMX (DYHKITMOHAJIBHBIX 00SI3aHHOCTEH;

* CcOOIIOaCHHUE paBUII BHYTPEHHETO pacnopsiaka, CaHUTAPHO-
MIPOTUBOAIUIEMUYECKOTO PEKHUMa, ITPOTHBOMOXKAPHOKW O€30IaCHOCTH M TEXHHUKH
0e3011aCHOCTH;

* BEJICHUE JOKYMEHTALUH, NMPEIYCMOTPEHHON AEHCTBYIOIIMMU HOPMATHBHO-
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IIPABOBBIMU JIOKYMEHTAMU;

* MpPEeAOCTaBIICHUE B YCTAHOBJICHHOM IMOPSAKE JOCTOBEPHOM CTATHUCTUYECKOU
Y MHOUM MH(OpMaIIUU O AESITEIIbHOCTH apXUBa;

* TOTOBHOCTb apXuBa K pabOTe B YCIOBUAX YPE3BbIUAWHBIX CUTYaIUH.

6.2. OTBEeTCTBEHHbIE 3a BEJICHHE JIEJONPOU3BOJICTBA, IOArOTOBKY U
Npe/CTaBICHUE JOKYMEHTOB HAa XpaHEHHWE B apXuB, HA3HAYAIOTCS UPEKTOPOM
IIKOJIBI.

6.3. KOHTpOoJIb A€SATEILHOCTH apXUBa OCYILECTBISECT JUPEKTOP IIKOJIBI.

7. KoMIuleKTOBaHME apXHBa

7.1. TloaroroBka JOKYMEHTOB K Ilepefaue B apxuB 0oOpa3oBaTesbHOM
OpraHu3allid BKJIIOYAET HSKCHEPTU3y HAy4YHOW M MPAKTUYECKOM I[IEHHOCTH
JIOKYMEHTOB, O(hOPMIICHHE 1€, COCTABIIEHUE OMKCH.

7.2. DKcrepTr3a NEHHOCTH JOKYMEHTOB.

7.2.1. DOkcnepmusza yeHnocmu OOKYMEHmMO8 — OIPEACICHUE IIEHHOCTH
JIOKYMEHTOB C LI€JIbI0 0TOOpa UX HAa XpPaHEHHWE U YCTAHOBJIECHHE CPOKOB XpaHEHHUS.
OKcnepTu3y  LIEHHOCTH  JOKYMEHTOB B 00pa30oBaTENIbHON  OpraHu3aluu
OCYULIECTBIISIET IIOCTOSHHO JIEUCTBYIOIAs SKCIIEPTHASI KOMUCCHSL.

7.2.2. Dxcnepmuas Komuccus Ha3HAYAETCS MPHUKA30M TUPEKTOpa IIKOJbL. B
COCTaB OKCIEPTHOW KOMHCCHM BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
yucie B 0043aTeIbHOM MOPSAKE U0, OTBETCTBEHHOE 32 BEJICHUE apXUBa IIKOJIbI, U
JTUPEKTOP MYHUILIMIAIBHOTO apxuBa (1o coryiacoBanuto). CekperapeM DKCIEpTHOM
KOMHUCCHM Ha3HAy4alT CceKpeTapss o0pa3oBaTelNbHON OpraHM3alu. OKCHEpTHas
KOMHUCCHSI Ha 3aCEJaHUsX pacCMaTPUBACT: HOMEHKJATYPY J€J IIKOJIbI, OMKMCH JEI
IIOCTOSIHHOT'O XPAaHEHHU U I10 JINYHOMY COCTaBY, aKThl HA JIOKYMEHTHI, BBIIEIISIEMbIC
K YHUUTOKEHUIO.

7.3. Oopmnenue nen

7.3.1. [lena mOCTOSHHOTO XpaHEHUs TOJIIMBAIOTCS B TBEPAYIO OOJOXKKY

CYpOBBIMH HHUTKaMH. JIUCTBI HYMEpYIOTCS B TIPaBOM BEPXHEM YTy IPOCTHIM
KapanjamoM. KoauuecTBO JUCTOB B KaXJ0M Jiejie He JOJDKHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OT/IEILHOM JINCTE COCTABJISICTCS 3aBEPUTEIIbHAS HAJITUCH.

7.3.2. Ha 000%XKe Je MOCTOSITHHOTO XPAaHEHHS JTOJDKHBI OBITh MPOCTAaBJICHBI
CJICYIONTUE PEKBU3HUTHI: TIOJHOE HAWUMEHOBAHHME BBINIECTOAIICH OpTraHU3alllu,
HAaUMEHOBAaHHUE O0Opa30BaTEIbHOW OpraHu3alud, HOMep (MHIAEKC) Jelia TIo
HOMEHKJIAType, 3aroJIOBOK Jiejia, KOJUYSCTBO JINCTOB, CPOK XPAHCHHS WM OTMETKA
«XpaHUTh TIOCTOSTHHO», HOMEP (POH/a, ONHCH, Jena.

7.3.3. [1o okoHYaHWUH ETOMPOU3BOJICTBEHHOTO r0/1a B 0POPMIICHHBIE 00JIOKKA
JIeJT TIOCTOSTHHOTO XpaHEHUsI BHOCSTCS HEOOXOIUMbIE YTOYHEHHS: B 3ar0JIOBKH JIET,
COZIEp KAIUX PACTIOPSAUTEIbHBIE JOKYMEHTHI (MPUKa3bl, MPOTOKOJBI), BHOCSTCS
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HOMEPA; €CIIN JIeJIO C MEPENUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KaKJIOM TOME
YKa3bIBa€TCSI KOPPECIOHEHT, aBTOP, TEPPUTOPHUS, NIPYyrUe AaHHbIC. B Kak10M ToMe
yKa3bIBaeTcs AaTa (4uciio, MecsIl, ToJ1) Hayala ¥ OKOHYaHUsS JaHHOTO ToMa. TouyHbIe
JaThl TMPOCTABJISIIOTCS Ha OOJIOKKAaX IS OBICTPOro IIOMCKa JIOKYMEHTOB B
MOCJICYIONIEM; U3 3aBEPHUTEIIBHOM HAAMUCH HAa OOJIOKKY Jie7la BBIHOCHTCS
KOJIMYECTBO JINCTOB B JCIIE.

7.3.4. Hapnucn Ha 00J0KKaxX /1€ MOCTOSIHHOTO U JOJTOBPEMEHHOIO XPaHEHUS
CHENYET MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

7.3.5. Jlng ydeTta KOIMYECTBA JIUCTOB B Jiesie U (DUKCAIIMM OCOOEHHOCTEH HX
HyMEpAIMX Ha OT/ICJIbHOM JIUCTE COCTABIISIETCA 3aBEPUTEIbHAS HAIKUCh.

7.3.6. B 3aBepuTeabHON HAAMUCH YKa3bIBA€TCS KOJIMYECTBO JIMCTOB (LMbpaMu
U TIPOMHUCHI0) B jiejie. 3aBEpUTENIbHAS HAIIUCh IOJIUCHIBACTCS COCTABUTEIIEM C
YKA3aHUEM €T0 JIOJHKHOCTU U 1aThl COCTABIICHMUSI.

7.3.7. BHyTpeHHsi1 ONHWCh COCTAaBIAETCA K JellaM IOCTOSHHOTO U
JTOoJroBpeMeHHOro (cBoiiie 10 JeT) cpoka XpaHeHUs, CPOPMHUPOBAHHBIM IO
PA3HOBHUIHOCTSM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHHe TOKYMEHTOB (0CO00 IIeHHBIE, JIMYHBIC JIea U Jp.).

7.4. Onucangue JOKYMEHTOB IIOCTOSHHOT'O CPOKA XPAHCHUS.

7.4.1. OnucHu COCTAaBIAOTCS Pa3feiIbHO HA JI€JIa MOCTOSHHOTO XPAaHEHHWS IO
OCHOBHOM JESATEILHOCTH U Ha Jieja MO0 JIMYHOMY COCTaBy.

7.4.2. Onucu COCTABISIOTCA IE€JIONPOU3BOIUTEIIEM.

7.4.3. Onuce BeneTcs B €AWHOM BaJOBOM HyMEpAlMHM B TEUYEHHE HECKOJIBKUX
JIET.

7.4.4. Ha nena ¢ WCTEKIIMM CPOKOM XpaHEHUsS COCTaBISETCS akT 00
YHUYTOXXEHUHU.

7.4.5. Tlo okoOHYaHWHM JEJIONMPOU3BOACTBEHHOTO TOJa B 00pa3oBaTEIbHOU
OpraHu3aly MPOU3BOJUTCS OTOOP JTOKYMEHTOB IMOCTOSSHHOTO CPOKa XpaHEHUsl IS
BKJIIOUEHHUSI UX B Onuch. OMUCh COCTOUT U3 TOJIOBBIX Pa3JiesioB, BHYTPU roja jaenia
pacrojaratorcsi Mo CTENeHW 3HAYMMOCTH C y4€TOM HOMHUHAJIBHOTO MpUHIMNA (B
COOTBETCTBHH C HOMEHKJIaTypoi 00111e00pa3oBaTebHON OpraHu3allin).

7.4.6. Onucu COCTaBIAIOTCA Pa3/ebHO HA Jejia MOCTOSHHOIO XPaHEHUS IO
OCHOBHOM AESATEILHOCTH U Ha Jieja MO0 JIMYHOMY COCTaBY.

7.4.7. Onucy COCTaBJISIOTCS CEKPETapEM.

7.5. Jlena BpeMEHHOro XpaHeHuss OQOPMIIAIOTCS YINPOIICHHO: OHU He

NoAMMWBAIOTCA, JHUMCTBI B HHUX HE HYMCPYIOTCA, YTOUHCHHC Ha 00JI0)KKaX HeE
IMPOU3BOAUTCA, OIIMCHU HaA ACJIa HC COCTABIIAIOTCA, YUET BCACTCA IO HOMCHKIIATYPE
JACII.

8. YcioBus xpaHeHUs1 JOKYMEHTOB apXuBa
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8.1. JIOKyMeHTBI apxuBa XpaHATCcs B apXUBOXPaHWINILIEC
0011e00pa3oBaTeIbHON OpraHU3alHH.

8.2. He nomyckaercs pa3MelleHHUE apXvWBa B MOABAIbHBIX U YEpIayHbIX
IIOMEIICHUAX IKOJIBI.

8.3. ApXMBOXpaHWIHILE JIOJDKHO OBITh yJAIEHO OT J1abOpaTOpHBIX,
MPOU3BOJCTBEHHBIX, OBITOBBIX TOMEHICHHA W HE HUMETh OOIUX ¢ HUMHU
BEHTWSILUOHHBIX  KaHAJIOB. ApXMBOXPAHWIMILE OTHENISIETCS OT  COCEOHUX
NOMEIICHU  HECrOpaeMbIMH CTE€HAMHU M MEPEKPBITHUSIMU C  MpeAesIlaMH
OTHECTOMKOCTH HE MEHEE JBYX YacOoB. B apXuBOXpaHWIMINE HE JOIYyCKAaeTCs
IpOKJIaJKa TpyO BOJOCHA0XKEHUS U KaHAJIU3alUU, TEXHOJIOTUYECKUE WIN OBITOBBIE
BBIBO/IBI BOJIBI.

8.4. ApXUBOXpaHWIHUIIE JODKHO UMETh ECTECTBEHHYIO WM HCKYCCTBEHHYIO
BEHTWSILMIO, OOECIIEUMBAIONIYI0O  PELUPKYJSALHMIO  BO3AYyXa, CTaOMIBHOCTH
TEMIIEpaTypPHO-BIAXKHOCTHOTO PEKUMA.

8.5. Bce mocrtynaromue B apXuB 00pa30BaTEIBbHONW OpPTraHU3AIMH JOKYMEHTHI
pa3MelaloTcs B apXMBOXPAaHWIMILAX HA CTAUMOHAPHBIX W/WIM TNEpPEABUKHBIX
METANIMYECKHUX CTeJUIaKax, B METAJNIMYECKUX HIKadax Ui KOHTeHHepax.

8.6. Cremnaxku JOJDKHBI OBITh YCTAHOBJIEHBI MEPHEHIUKYISIPHO CTEHAM C
OKOHHBIMH NpPOE€MaM{, a B INOMEUIEHMH 0€3 OKOH - C YYETOM OCOOEHHOCTEH
noMelieHuss 1 0oopynoBanusa. He nonyckaercs pa3MellleHrne CTeIUIaXed BIUIOTHYIO
K Hapy’>KHbIM CTE€HaM 3/1aHUs U K HICTOYHUKAM TETLIa.

8.7. PaccraHoBka cremaxeil U mkadoB OCyIIECTBISETCS B COOTBETCTBUU CO

CJIIEAVIOIIMMH TPEOOBAHUSIMU:

* pacCTOSIHME MEXIy pslIaMH CTeutakel (TJIaBHBIA mpoxona) — He mMeHee 120
CM;

* pacctosHHUE (IPOXO0a) MEXKY CTEJUIaXKaMu — HE MeHee 75 cM;

* PpAacCTOSHME MEXIy Hapy>KHOM CTEHOM 3JaHWsl W  CTEJUIAKAMHU,
MapaJICTbHBIMU CTEHE — HE MEHEE 75 CM;

* PpAacCTOSIHME MEXJY CTCHOW M TOpLOM CTeiuiaka wiu mkada (00xom) — He
MeHee 45 cM;

* pAacCTOSITHUE MEXIYy IMOJIOM W HWKHEH MONKoM cremtaxa (mkada) — He
MeHee 15 cM, B IIOKOJIBHBIX 3Takax — He MeHee 30 cMm.

8.8. [IpoTuBOIOXKAPHBIN PEXKUM B 3AAHUAX, 1€ PA3MEIIACTCA apXUB LIKOJbI, U
B apXMBOXpPAaHWIMILAX YCTAHABIMBAETCSI B COOTBEeTCTBUU C [IpaBunamu
MPOTUBOIOXKApHOTO pexkuma B Poccutickoit denepanuu ot 16 centsiops 2020 roga
No1479.

8.9. ApxuBHbIE TOKYMEHTHI CJIETyeT XpaHUTh B TEMHOTE.

8.10. 3ammTa MTOKYMEHTOB OT JEWUCTBHS CBETa O0ECIIEUMBACTCS XpaHEHUEM
JIOKyMEHTOB B KOpOOKax, Mamkax W TepervieTax, B mkadax WIM Ha CTeUTakax

9



3aKpBITOrO TUIMA.
8.11. YpoBeHb HMCKYCCTBEHHOI'O OCBEIICHWS B KHUTOXPAHWIMIIAX JOJKEH
cocTaByIsATh He MeHee 100 mrokc.
8.12. B apxXuMBOXpaHWJIMILE i1 XpaHEHUS JOKYMEHTOB YCTAaHABJIMBAIOTCS

CICAYIOIMMEC MMapaMETPhl TEMIICPATYPHO-BJIAXKHOCTHOI'O PCXKXHMMA.

* ISl XpaHEHHsI JOKYMEHTOB Ha OymMaXHOM HocuTelie — Temneparypa 17-19°C,
OTHOCHUTEIbHAS BIaXKHOCTH Bo3yxa — 50-55%.

8.13. Ilomemenuss apxuBa OOpa30BaTEIBHOW OpTaHU3AIUU  JTOJDKHBI
COAepKaTbCs B YHCTOTE, B YCIOBHSX, HCKIIOUYAIOUIMX BO3MOXKHOCTH MOSBICHHS
IUIECEHH, HACEKOMBIX, IBLIH.

9. 3aki0unTeNbHbIE MOJIOKEHUS

9.1. Hacrosmee IlonokeHue SBISETCS JIOKAJBHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcss Ha OOmeM coOpaHuM paOOTHHKOB IIKOJBI M yTBEp)kaaercs (JInbo
BBOJIUTCS B JISUCTBHUE) TUPEKTOPOM IIKOJIBI.

9.2. Bce u3MeHeHUs W JIONIOJIHEHMs, BHOCHUMBIE B Hactosulee [lonoxenue,
opopMIIsitOTCST B NUCBMEHHOW ¢GopMe B  COOTBETCTBUHM  JIEHCTBYIOIIUM
3aKOHOIaTeNnbCTBOM Poccuiickon denepanunu.

9.3. [Nonoxxenne 06 apxuBe 001IE00Pa30BATETHLHON OpraHU3AIUN IPUHUMACTCS
Ha HEONPEAEIEHHBIN CpOK. MI3MeHeHus u qononHeHus K [lonoxennio mpuHuMaroTes
B TIopsizike, mpeaycMoTpenHoMm 1.9.1. Hacrosimiero [TonoxenHwus.

9.4. ITocne npunsTus [Tonoxxenus (WM U3MEHEHUN W JOTIOTHCHUH OTIEIBHBIX
MyHKTOB M Pa3/ielioB) B HOBOM peaklMU MPEAbIAyIas peaakiis aBTOMAaTUYECKU
yTpaunBaeT CHUILY.
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