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IHOJIOKEHHUE Ob APXHUBE

1. OBIIME ITOJIOXKEHU A

1.1. Hacrosmee IIOJIOXKEHHUE Ob APXUBE B T'OCYIAAPCTBEHHOM
BIOJDKETHOM  OBHIEOBPA3OBATEJIBHOM  YUYPEXJIEHWU  «IIIKOJIA  Ne 73
'OPOJICKOI'O OKPYI'A T'OPJIOBKA» JIOHEITKOMI HAPOJHOHN PECITYBJIUKH
pa3paboTaHo Ha ocHoBaHHH [IpuMepHOTo moyiokeHHst 00 apXUBE OPraHHU3alUH, YTBEPKIECHHOTO
npukazoMm DenepanbHoro apxupHOro areHTcTBa Ne 42 ot 11 anpens 2018 rona, B COOTBETCTBUU €
[Tpukazom Munkynstypsl Poccuu ot 31.03.2015 Ne 526 "OO6 yTBep:KaeHHH MPaBUJ OpraHU3aALUN
XpaHeHUs, KOMIUIEKTOBAHHUS, YU€Ta U UCII0JIb30BaHUS IOKyMEHTOB ApxuBHOro (onaa Poccuiickoit
@denepalli U JPYrux apXUBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BIJIACTH, OpraHax
MecTHOro camoymnpasienuss u  opranm3auusax", YCTABOM T'OCYJAPCTBEHHOI'O
BIOJDKETHOI'O  OBHIEOBPA3OBATEJIBHOI'O  VYUPEXIEHUA  «IIKOJIA Ne 73
I'OPOJICKOT'O OKPYTA I'OPJIOBKA» JIOHEITKOM HAPOJHOM PECITYBJIVKU,

1.2. Jaunoe IIOJIOXKEHUE Ob APXMBE B I'OCYJJAPCTBEHHOM BIO/DKETHOM
OBIIEOBPA3ZOBATEJIbBHOM VYUYPEXIEHUN «IIIKOJIA Ne 73 TOPOACKOI'O OKPYTA
I'OPJIOBKA» JIOHEIIKOM HAPOJIHOM PECITYBJIMKM (nanee - IlonoxeHue) ompeenser
COCTaB JOKYMEHTOB apXxuBa O00IIe0Opa30BaTEIIbHON OpTraHW3allMd W YCJIOBHS WX XPaHCHUS,
yCTaHABJIMBACT 33J1auM, Ha3HAUCHHUE M (YHKIIMU IIKOJIHHOTO apXUBA, PETIIAMEHTUPYET ACITEIBbHOCTD
JIMIIa, OTBETCTBEHHOTO 3a BEACHWE apXMBa B OPTaHU3AIMH, OCYIIECTBISIONICH 00pa3oBaTEIbHYIO
NEeSITeIIbHOCTD.

1.3. B cBoeil neaTenbHOCTH apXUB pyKoBOACTBYeTcs DenepaiibHbIM 3akoHOM Ne 125-D3 ot
22.10.2004 «O6 apxuBHOM Jene B Poccutickoii @enepanun» ¢ uaMeHeHusAMHU Ha 14 uroms 2022 rona,
HOPMAaTHUBHBIMU NIPAaBOBBIMHU akTamu Poccuiickoii @enepanun, cyonrexTa Poccuiickoit denepannu B
chepe apxMBHOTO Jiela U  JEJIONPOM3BOJACTBA, JIOKAJIbHBIMM  HOPMATHBHBIMHM  aKTaMH
0011e00pa3oBaTeaIbHON OpraHu3aluy.

1.4. JIoKyMeHTbl OpraHU3allu¥, OCYILIECTBIAIOMIEH OOpa30BaTENbHYIO JIE€ATEIbHOCTD,
UMEIOIIME UCTOPUYECKOE, KYIbTYpPHOE, Hay4HOE, COLMAIbHOE, DKOHOMHUYECKOE U IOJIMTHYECKOE
3Hau€HUE, COCTABIIAIOT TOCYJAapCTBEHHYIO 4acTb ApxuBHOro ¢onna Poccuiickoit denepauuu,
SBIISIIOTCSI COOCTBEHHOCTBIO MOCYIapCTBa U MOJUIEKAT OCTOSSHHOMY XPaHEHHIO B TOCYJapCTBEHHBIX
apxuBax Poccuiickoit denepanuu. /1o neperayn Ha rocy1apCTBEHHOE XPaHEHUE TAHHBIE JOKYMEHTBI
BPEMEHHO XpaHsATCs B 00111€00pa30BaTeIbHON OpraHu3aIiHy.

1.5. llIkonbHBIH apxuB paboTaeT coriaacHo faHHoMY [lonoxkeHuro.

1.6. KoHTponbp JesATEIBHOCTH apXuBa OCYHIECTBISIET AHPEKTOP  OpraHHU3allvy,
OCYILECTBIISIOLIEH 00pa30BaTENbHYIO AEATEIbHOCTD.

2. COCTAB IOKYMEHTOB APXHBA
2.1. B IIKOJBHBIN apXUB MTOCTYNAKOT:

2.1.1. 3aKOHYCHHBIC JOCIOIIPONU3BOJACTBOM IIKOJBI JOKYMCHTBI IMOCTOAHHOTO XpaHCHUA,
00pa3oBaBIIKHECs B JICATEIBHOCTU CTPYKTYPHBIX TOPA3ICICHHH, TOKYMEHTBI BPEMEHHOTO (CBBIIIE
10 5eT) cpoka XxpaHeHUs, HEOOXOIMMbIE B MPAKTUUYECKOMN NEATEIbHOCTH, JOKYMEHTHI IO KaapaM U
00y4JarImuMces;

2.1.2. NOKyMEHTBHl TOCTOSHHOTO XpaHEHHss M MO JIMYHOMY COCTaBy OpraHu3aIuii-
MpeIIeCTBEHHUKOB;

2.1.3. nuunble ((OHIBI BEAYHNIMX pPaOOTHUKOB OpraHM3allld, OCYLIECTBIISIOIIEH
00pa3oBaTeNbHYIO IESTETHLHOCTD, MOCTYNUBIINE B APXHB,;



2.1.4. cnyxeOHbIC ¥ BEIOMCTBECHHBIC U3aHUS;

2.1.5. cnpaBOYHO-TIOMCKOBBIE CPE/ICTBA K JOKYMEHTaM W YYeTHbIE JOKYMEHTHl ApXHBa
OpraHu3aliK, OCYIIECTBIISIONICH 00pa30BaTEIBbHYIO AESATEILHOCTD.

2.2. Cpoku XpaHeHHUsI TOKYMEHTOB B apXHBe 00pa30BaTEIbHOM OpraHU3aIMy OIPEACIIIOTCS
COIVIACHO CPOKaM, yKa3aHHBIM B YTBEPKIEHHON HOMEHKIJIAType Jell.

3. 3AJIAYM APXHUBA
3.1. OCHOBHBIMH 3aJla4aMH apXUBa SABISAIOTCSA:

3.1.1. Opranu3zanus XpaHeHusi JOKYMEHTOB, COCTaB KOTOPBIX IPEIYCMOTPEH pa3iesiom 2
Hacrosuero [Tonoxenus 06 apxue 0011e00pa30BaTEIbLHON OpraHU3aIIH.

3.1.2. KowmmiekroBaHWEe apxXxuBa JOKYMEHTaMH, OOpA30BaBIIUMUCS B JEATCIBHOCTH
OpraHu3aIiK, OCYIIECTBIIIONICH 00pPa30BaTEILHYIO NESTEILHOCTD.

3.1.3. quT, obecneyeHne COXpPaHHOCTH, CO3AaHHUC HAYHYHO-CIIPABOYHOI'O allltapara.
3.1.4. Ucnionp30BaHus JOKYMCHTOB, HAXOAAIHNXCA Ha XpPaHCHHUU B APXHUBC IIKOJIbI.

3.1.5. IloaroroBka M CBOEBpeMEHHas Iiepefadya JOKYMEHTOB ApXMBHOIo (oHaa
Poccwuiickoii @enepannu Ha MOCTOSTHHOE XPaHEHUE B TOCYIapPCTBEHHBIN (MyHUIUIIAIBHBIN) apXHB.

3.1.6. Meroaunueckoe pyKOBOJCTBO U KOHTPOJIb 32 (hOpMUPOBaHHEM U O(hOpMIIEHUEM JieT B
JIEJIONPOU3BOJCTBE IIKOJBI M CBOEBPEMEHHOW Iiepefayeld UX B apXuB 00pa3oBaTelbHON
OpraHH3aIiH.

4. DYHKIIUU APXHUBA HIKOJIbI
B cooTBeTcTBUY C BO3I0KEHHBIMHU 337ja4aMH apXUB OCYIIECTBISET CIEeAYyIonue (pyHKIUN:

4.1. Opranusyer npuemM JOKyMEHTOB IMOCTOSIHHOTO M BpeMeHHbIX (cBbIle 10 j1eT) cpokoB
XpaHEeHMs, B TOM YHCIIE MO KajJpaM U 00ydarommMcsi, 00pa30BaBIIMXCS B JESITEIbHOCTH IIKOJbI, B
COOTBETCTBUU C YTBEPKICHHBIM TpaUKOM.

4.2. OGecrneuynBaeT COXPaHHOCTh U BEJAET YUYET JOKYMEHTOB M (DOHIOB, HAXOJSIIMXCA HA
XpaHEHUU B apXUBe 00I1e00pa3oBaTeIbHON OpraHU3aIIH.

4.3. IlpeacrasisieT B TOCyIapCTBEHHbIN (MyHULIMIIAIbHBIN) apXUB yUYETHBIE CBEIEHUS 00
o0beMe U COCTaBe XPaHSIIUXCA B apXUBE IIKOJIBI JOKYMEHTOB ApxHMBHOro ¢onaa Poccuiickoit
®denepalyivl U Ipyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUH C MOPSAKOM I'OCYJapCTBEHHOT'O yUeTa
JoKyMeHTOB ApxuBHOro (ponna Poccuiickoit deneparum.

4.4, CI/ICTeMaTI/BI/IpyeT " pasMeacT JOKYMCHTEI, ITIOCTYIIAOMINC HA XPaHCHUC B IIKOJIbHBIN
ApXuB, O6p330BaBHII/I€C$I B XO04€ OCYHICCTBJICHUSA ACATCIBHOCTU OpraHU3alnu, OCYHICCTBHHIOIHGﬁ
06pa3OBaTeJ'IBHy10 JACATCIIBHOCTD.

4.6. OcymiecTBiseT NOATOTOBKY U IIPEICTABIISET:

- Ha paCCMOTPCHUE U COITTAaCOBAHHUC 3KCHepTHOI>’I KOMUCCHH IIKOJIBI OIITMCH ACJ ITIOCTOAHHOT'O
XpaHCHUS, BPpCMCHHBIX (CBBIIJ_IG 10 J'IeT) CPOKOB XpaHCHH, B TOM YUCJIC 11O KaJpaM U 06yanOH_II/IMC$I,
a TAaK)KC aKThI O BBIJCJICHUH K YHUUTOXCHUIO apXHUBHBIX TOKYMECHTOB, HC IMOJJICKAIINX XPAHCHUIO,
aKThI 00 yTpaTe IOKYMCHTOB, dKThl O HCUCIIPABUMBIX MMOBPCKACHUAX APXHUBHBIX JOKYMCHTOB;

- HA YTBEPXKACHHE DKCIEPTHO-MPOBEPOYHON KOMHUCCHUU YIOTHOMOYEHHOTO OpraHa
WCIIOJTHUTENIbHON BIacTH cyobekTa Poccuiickoit deneparuu B chepe apxuBHoro aena (manee - II1K
APXUBHOTO YUPEKACHUS) OTUCH JIe]l TOCTOSTHHOTO XPaHEHUS;



- Ha cormacoBanue OIIK apxuBHOro yupexaeHus cyownekra Poccuiickonr deneparuun
(MYHI/ILII/IHEUIBHOFO apXI/IBa), B ClIydac HAACJICHUA €ro COOTBCTCTBYIOIIMMU IMOJITHOMOYHAMU, OITHCHU
JIeJT TI0 TIMYHOMY COCTaBY;

- Ha cormacoBanue OIIK apxuBHOro yupexaeHus cyowbekra Poccuiickorn deneparnuu
(MyHMIIMTIAJIBHOTO apXH1Ba), B CIIy4ae HAJCJICHUS €r0 COOTBETCTBYIOIIMMHU MOJTHOMOYHUSMHU, aKThl 00
yTpaTe JOKyMEHTOB, aKThl O HEHCIIPABUMBIX MOBPEXKJACHUIX apXUBHBIX JOKYMEHTOB;

- Ha YTBEpPXACHHUE IUPEKTOPY IIKOJIbI OMUCH JIed1 IOCTOSHHOTO XpaHEHHs, OIUCH
BpeMeHHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHUs, B TOM YHCIIE OITUCH JeJT TI0 KaJpaM U 00yJIaroIIuMCs,
aKThI O BBIJCJIICHUU K YHUUYTOKEHHUIO apXUBHBIX JTIOKYMEHTOB, HE MOAJIEKAIIUX XPAHEHHIO, aKThl 00
yTparte JOKYMEHTOB, aKThl O HEUCIIPABUMBIX TOBPEKICHUSIX APXUBHBIX JOKYMEHTOB, YTBEPKICHHBIC
(cormacoBannbie) OIIK wmmm rocymapcTBEHHBIM apXMBOM cyObekTa Poccuiickoit denepanuu
(MyHULIMTTIAJIBHBIM apXUBOM) B CIIy4ae HaJEJCHUS €ro COOTBETCTBYIOIIUMU MTOJIHOMOYHSIMHU.

4.7. Opranusyer nepeaady JHOKyMeHTOB ApxuBHOTO ¢doHma Poccuiickoit denepanuu Ha
MOCTOSITHHOE XPaHEHHUE B TOCYAAPCTBEHHBIN (MYHHUITUTIATBHBIN) apXUB.

4.8. Opranu3syer U IpOBOJUT IKCIEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMEHHBIX (cBbliiie 10
JIET) CPOKOB XpaHEHUsl, HAXOSAIIUXCS HAa XPAaHEHUU B apXUBE IIKOJBI B IIENAX 0TOOpa IOKYyMEHTOB
JUIs BKJIIOUEHHMsI B cocTtaB ApxuBHOro ¢oumga Poccuiickoit ®Depepannu, a TakKe BBISBICHUS
JIOKYMEHTOB, HE MOJIJICKAIUX JAIbHENIIEMY XPaHEHHUIO.

4.9. VYuactByeT B pabOTe OJKCHEPTHOH KOMHCCHU OpraHHM3allid, OCYIIECTBIISIOMICH
00pa3oBaTeNbHYIO IEATEIbHOCTD.

4.10. ITpoBOIUT MEPOIIPUATHUS IO 0OECIIEUCHUIO COXPAHHOCTU JOKYMEHTOB, HAXOISAIINXCS
Ha XpPaHEHHUH B apXMBE OPraHU3ALUU, OCYIIECTBIIAIONIEH 00pa30BaATENbHYIO 1EATEIbHOCTD.

4.11. Opranusyetr nHGOPMHPOBAHNE aIMUHUCTPALMN ¥ PAOOTHUKOB IIKOJBI O COCTaBE U
COJepKAHUU  JIOKYMEHTOB  apXHMBa  OpraHu3allM, OCYLIECTBIAIOMEH  00pa3oBaTelIbHYIO
JESITEIbHOCTD.

4.12. HWnadopmupyeT Mmoap30BaTelied MO BOMNPOCAM MECTOHAXOXKJICHHUSI apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BbIJa4y JTOKYMEHTOB W JeN JUIsi paOOThl B YYUTEIBCKOM WM BO
BPEMEHHOE M0JIb30BaHUE.

4.14. VcnonHser 3ampockl OpraHM3allMii W 3asiBICHHUS TpaxaaH 00 yCTaHOBIIEHHH
TPYZOBOIO CTa)ka U JPYTUM BOIIPOCAM COLIMAIBHO-TIPABOBOT'0 XapaKTepa, B yCTAHOBICHHOM MOPSJIKE
BBIJIa€T KOIIMH JOKYMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Bezet y4eT UCIOIb30BaHUS JOKYMEHTOB apX1Ba 00pa30BaTEIbHOM OpraHu3aIiy.
4.16. Co3naet GpoHJ MOIH30BAHUS apXHUBa ILIKOJIbl M OPraHU3YeT €ro UCII0JIb30BAHHUE.

4.17. VYyactByeT B pa3pabOTKe JTOKyMEHTOB OpTraHW3aIliH, OCYIIECTBIISIONMEH
00pa3oBaTeNbHYIO AESITEIbHOCTD, IO BOIIPOCAM apXUBHOTO JIeNa U AETOMPOU3BOJICTBA.

4.18. Oka3bIBaeT METOIUICCKYIO ITOMOIIIb:

- CiTyx0€ AeNoNpOn3BOICTBA IKOJIBI B COCTABJICHUH HOMEHKIIATYPHI Je)1, GOPMUPOBAHUU U
oopmieHUH €N, KOHTPOJHUPYET MpPaBUIBHOCTh (OPMHUpPOBaHUS U OQOpPMIIEHHS Jel1 B
JeNIONPOU3BO/ICTBE;

- CTPYKTYPHBIM HOAPA3ACICHUAM U pa60THI/IKaM IIKOJIbI B MOATOTOBKE MOKYMCHTOB K
nepeaadyc B apXmuB OpraHu3aluu, OCYIJ.[CCTBJ'IHIOIJ.IGIZ 06pa3OBaTeJ'IBHy'I0 ACATCIBHOCTD.



4.20. YyacTByeT B MPOBEJECHUN MEPOIIPUATHI 10 TTOBBIIICHUIO KB (DHUKAITUN paOOTHUKOB
apx#Ba U CIIy>KOBI IeJIONPOU3BOJICTBA 00PA30BATEIbHOM OpraHn3aluy.

5. IPABA APXUBA

J1J1s BBITIOJTHEHUS BO3JIOKCHHBIX 33724 U (QYHKIMH JUII0, OTBETCTBEHHOE 33 apXHUB, UMEET
paBo:

5.1. TlpeacraBisTh AMPEKTOPY OpraHU3alM{, OCYLIECTBISIOMEH 00pa3oBaTeIbHYIO
JESITENIbHOCTD, MPEAJIOKEHUS IO COBEPIICHCTBOBAHUIO OPraHU3allMKM XPAHEHUS, KOMIUIEKTOBAHHUS,
y4eTa U UCTIOIb30BAHUS APXUBHBIX IOKYMEHTOB B apXUBE ILIKOJIBI.

5.2. KoHTponupoBaTh BBHIOJHEHHE YCTAHOBIICHHBIX MPaBWI pabOTHl C JOKYMEHTAaMH B
CTPYKTYPHBIX OJpa3Je/IeHUsIX OPraHU3all1, OCYIECTBIAIONIEH 00pa30BaTebHYIO JESITEIbHOCTD.

5.3. 3anpammuBaTh OT CTPYKTYpPHBIX MMOJApa3JesieHui U PaOOTHUKOB IIKOJIBI CBEICHUS,
HEOOXOUMBIC /Il padOThl apXHBa, C y4€TOM OOECIICUCHHMs BBITIOJHEHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U QyHKIUH.

54. I[aBaTb Pa3bACHCHUA W PCKOMCHAAIMKU I10 BOIIpOCaM, BXOAAIIHMM B KOMIICTCHIIHIO
apXrBa OpraHu3aluu, OCYH_[CCTBJ'IHIOH_ICﬁ O6paSOBaTeJ'IBHy1-O ACATCIIBHOCTD.

5.5. UudopmupoBaTh CTPYyKTypHBIE MOAPA3IEICHHS IIKOJIbl 0 HEOOXOAMMOCTH Tepeaadn
JIOKYMEHTOB B apXHUB B COOTBETCTBUU C YTBEPKIACHHBIM rpa)uKOM.

5.6. IlpuHrMaTh yd4acTHe B 3acEJaHUAX HKCHEPTHOW KOMHUCCHH 00IIe00pa3oBaTeIbHON
OpraHu3alii, a TaKkKe B HKCIEPTHO-IPOBEPOYHOM KOMHCCHUU YIIOJHOMOUYEHHOIO OpraHa
WCIIOJTHUTEIILHOM BJIacTH cyObekTa Poccuiickoit eneparinu B chepe apXUBHOTO Jena.

6. OTBETCTBEHHOCTD 3A ®YHKIIMOHUPOBAHUE APXHUBA

6.1. Haznauennoe IMPHUKAa30M AUPCKTOPpaA MKOJbI JIMIO, OTBETCTBCHHOC 3da BCACHUC apXHBa,
HECCT NCPCOHAJIIBHYIO OTBETCTBCHHOCTD 34:

- BBITIOJTHEHUE BO3JIOKCHHBIX Ha apXUB 3a/1a4 U QYHKIUA B COOTBETCTBUHU C JACHCTBYIOITUM
3akoHoaresnbcTBOM Pocceniickont denepanuu;

- OpraHu3aluio paboThl apXHuBa, CBOEBPEMEHHOE U KBAIU(DPUIMPOBAHHOE BBHINOJIHEHHE
IIPUKA30B, PAaCHOPSKEHUN, TIOPYUEHHUH BBIIIECTOSIIErO PYKOBOJACTBA, IEHCTBYIOLIIMX HOPMaTUBHO-
IIPABOBBIX aKTOB MO CBOEMY MPO(UIIIO NeSTEIbHOCTH;

- panioHaJIbHOE U 3P PEKTUBHOE UCTIOIb30BAaHNE MAaTEPUATbHBIX, PUHAHCOBBIX M KaIPOBBIX
pecypcoB;

- COCTOSIHME TPYAOBOM M MCIIOJIHMUTEIBCKOM AUCLMILIMHBI B apXUBE, BBIIIOJIHEHUE CBOUX
(GYHKIIMOHATIBHBIX 00S3aHHOCTENH;

- CcOONoJIeHUe TPaBUI BHYTPEHHETO PACMOPSIKA, CAHHUTAPHO-TIPOTUBOIIHIAEMUYECKOTO
peXrMa, MPOTUBOIIOKAPHON O€30MaCHOCTH M TEXHUKH 0€3011aCHOCTH;

- BCACHUEC JOKYMCHTAIWUH, HpeJIYCMOTpeHHOﬁ ﬂeﬁCTBYIOIHHMH HOPMAaTUBHO-ITPABOBBIMHA
AOKYMCHTaMU;

- IPENOCTaBICHHE B YCTAHOBJIEHHOM IOPSAKE JTOCTOBEPHOW CTATHCTHYECKOM W HMHOU
UH(OPMALINH O AEATEIbHOCTH apXUBa;

- TOTOBHOCTBH apXuBa K pa60Te B YCJIOBUAX quSBLIqaﬁHBIX CHTyaHHﬁ.



6.2. OTBETCTBEHHBIE 3a BEICHHUE JEJIONPOU3BOACTBA, IMOJATOTOBKY W MPEICTABICHUE
JIOKYMEHTOB Ha XpaHECHHE B apXWB, HA3HAYAIOTCA IUPEKTOPOM OPraHM3alMU, OCYIIECTBIAIOIIECH
00pa3oBaTeNbHYIO IeATCILHOCTD.

6.3. KoHTponb JesATENBHOCTH apXHWBa OCYIIECTBISCT JIUPEKTOp OpraHHU3aluH,
OCYILECTBIISIONICH 00pa30BaTENbHYIO AESTEIBHOCTD.

7. KOMIIVIEKTOBAHUE APXUBA

7.1. TloaroroBka AOKYMEHTOB K Mepefaue B apXuB OOpa30BaTEIbHOW OpraHU3aliU
BKJIIOYAET HKCHEPTHU3y HAYYHOM M NPAKTUYECKOH IIEHHOCTH JIOKYMEHTOB, O(opMIeHHE e,
COCTaBJICHUE OIHUCH.

7.2. DxcnepTr3a IEeHHOCTH JOKYMEHTOB.

7.2.1. DkcnepTU3a LEHHOCTH JOKYMEHTOB — OIpeIeJIeHUE IEHHOCTH JIOKYMEHTOB C II€JIbIO
oT0Opa UX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XpaHEHHS. DKCIEPTH3Y IIEHHOCTU IOKYMEHTOB B
00pa3oBaTeNIbHONM OpraHU3alK OCYIIECTBIISET MOCTOSHHO JeHCTBYOIAs SKCIIEPTHAS KOMUCCHS.

7.2.2. DxcnepTHas KOMMCCHUsS Ha3HadyaeTcs NPUKa3oM AUPEKTOpa IIKojibl. B cocras
OKCIEepTHOM KOMHCCHU BKJIIOYAIOT HE MEHEE TPeX COTPYIHUKOB, B TOM 4YHCJIE B 00s3aTeIbHOM
MOPSAJIKE JIMIO, OTBETCTBEHHOE 3a BEJICHUE apXMBa LIKOJIbI, U JUPEKTOP MYHULMIIAIBHOIO apXuBa
(o cornacoBanuto). CekperapeM DKCIEPTHOM KOMHCCUM HAa3HAYaAIOT ceKpeTapsi 00pa3oBaTesIbHOM
OpraHM3anui. DKCIEepTHAs KOMUCCHUS Ha 3aCEaHUsAX pPacCMaTPUBAET: HOMEHKIATYPY A€ IIKOJIBI,
OIUCH /1€ MOCTOSHHOI'O XPaHEHUsl U 10 JIMYHOMY COCTaBy, aKThl Ha JOKYMEHTBI, BbIIEISIEMbIE K
YHUUYTOXKEHHUIO.

7.3. Odopmiienue nen

7.3.1. Jlena NOCTOSSHHOIO XpaHEHMsI MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMU
HUTKaMH. JIMCTBI HyMepyIOTCS B IPaBOM BEPXHEM YIJIy IPOCTHIM KapaHaamoM. KornaecTBo nucToB
B KaX/IOM Jele He JO/bKHO mpeBblmaTh 250. B koHIe gena Ha OTHENBHOM JIHCTE COCTABIISIETCS
3aBepUTeIbHAs HAAIHUCH.

7.3.2. Ha 006nosxke €51 MOCTOSSHHOTO XPaHEHUS JIOJKHBI OBITh MTPOCTABJICHBI CIIECTYIONINE
PEKBU3UTHI: TOTHOC HANMEHOBAHKE BBIIIECTOSIICH OpraHNu3allui, HAMMEHOBaHUE 00pa30BaTeIbHON
OpraHmu3aIyy, HoMep (MHIEKC) Jiejia 0 HOMEHKJIAType, 3ar0JIOBOK JIejia, KOJUIECTBO JIMCTOB, CPOK
XpaHEHUs WM OTMETKa «XPAaHUTh MIOCTOSTHHO», HOMEp (OH[Ia, OTIUCH, JIeNa.

7.3.3. Ilo oxoHYaHMM JAETONMPOU3BOACTBEHHOIO roja B O(OpPMIIEHHBIE OOJIOXKKH el
MIOCTOSIHHOTO XPAaHEHHUs BHOCSITCS HEOOXOIUMBbIE YTOYHEHMsS: B 3aroJIOBKM JI€J, COJEpIKaIINX
pacropsauTeIbHbIE JOKYMEHTHI (IPHUKa3bl, IPOTOKOJIBI), BHOCATCS HOMEPA; €CIIH JIeJI0 C MEePEnUCKON
COCTOMT U3 HECKOJBKHX TOMOB, B Ka)KJJOM TOME YKa3bIBA€TCSl KOPPECIIOHAEHT, aBTOP, TEPPUTOPHUS,
Jpyrue jJaHHble. B kaxJIoM ToMe yka3blBaeTcsl jJara (YMCio, MeECsl, TOJ)) Hadajda U OKOHYAHHUS
JaHHOTO ToMa. ToYyHBIE JaThl MPOCTABISIOTCS HAa 00JIOKKaX AJis OBICTPOTrO MOMCKA IOKYMEHTOB B
MOCJEIYIONIEM; U3 3aBEpUTENIbHON HAIMMCH Ha OOJOXKKY Jieda BBIHOCHUTCS KOJIMYECTBO JIUCTOB B
nene.

7.3.4. Hazumcn Ha O0JIOXKKaX ACI MOCTOSAHHOTIO U AOJITOBPEMEHHOI'O0 XPAaHCHUA CICAYCT
IMPONU3BOJUTH YETKO, CBETOCTOMKHMH YCPpHUTIAMHU.

7.3.5. JIns yueta KoJM4yecTBa JJUCTOB B Jieie U (PUKCAIIUU OCOOCHHOCTEH X HyMepaluu Ha
OTJIEIIbHOM JIMCTE COCTABIISETCS 3aBEPUTEIbHAS HAINCH.

7.3.6. B 3aBepuTeNbHOM HaIINCH YKa3bIBA€TCS KOJIMYECTBO JIUCTOB (LM(BPAMHU U IPOIHCHIO)
B Jiesie. 3aBepuTelibHasl HaIMUCh MOAMKUCHIBAETCS] COCTABUTEJIEM C YKA3aHUEM €To JOJKHOCTH U JaThl
COCTaBJICHUS.



7.3.7. BHyTpeHHSIs ONUCh COCTABIISIETCS K JIeJaM IMMOCTOSTHHOTO U JOJITOBPEMEHHOTO (CBBIIIE
10 neT) cpoka xpaHeHus1, cHOPMUPOBAHHBIM 10 PA3HOBUIHOCTSIM TOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE CO/IepKaHUE JOKYMEHTOB (0Cc000 LIEHHbIE, TUYHBIE JIeNIa U Jp.).

7.4. Onucanue AOKYMEHTOB ITOCTOSHHOI'O CpOKa XpaHCHUA

7.4.1. Onucu COCTaBIAIOTCS pa3/esibHO Ha Jeja MOCTOSHHOTO XPaHEHHS MO OCHOBHOM
JIeATeTLHOCTH U Ha JieJia 110 TUYHOMY COCTaBy.

7.4.2. Onucu coCTaBISIOTCA 1ETOMPOU3BOIUTEIIEM.
7.4.3. Onucek BeeTcsl B €AMHON BAJIOBOM HyMepaluy B TECUEHUE HECKOJIbKUX JIET.
7.4.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHHS COCTABIIACTCS aKT 00 YHUYTOXEHUH.

7.4.5. Tlo OKOHYaHUM MAETIONPOU3BOACTBEHHOIO roja B 00pa30oBaTeIbHON OpraHU3aluu
IIPOM3BOIUTCS OTOOP TOKYMEHTOB ITOCTOSIHHOTO CPOKa XPAHEHUS AJIs BKIIIOYEHHUs UX B onuCh. Onuch
COCTOUT U3 T'OJIOBBIX Pa3/I€NIOB, BHYTPH roJia JeJla PacloaraloTcs Mo CTENEHH 3HaUUMOCTH € y4ETOM
HOMUHAJIBHOTO IIPUHIMINA (B COOTBETCTBUU C HOMEHKJIATYpOil 00pa3oBaTeIbHON OpraHU3aln).

7.4.6. Onucu CcOCTaBIISIOTCS pasaciibHO Ha JCJia INIOCTOAHHOI'O XPaHCHUS I10 OCHOBHOM
ACATCIIBHOCTH U Ha ACJIa IO JINYHOMY COCTaBYy.

7.4.7. OnyicH COCTABIISAIOTCS CEKPETAPEM.

7.5. [[eﬂa BpPECMCHHOI'O XpaHCHU O(i)OpMHHIOTCH YHOPOUICHHO: OHU HC IMOAIINBAKOTCH, JINCTBI
B HUX HC HYMCPYIOTCA, YTOUHCHHC HA 00/10’KKaX HE IMPOU3BOAUTCA, OIIMCHU HA A€JIa HC COCTABJIAIOTCA,
YUEeT BEACTCA 110 HOMCHKIIATYPEC ACII.

8. YCJIOBUSA XPAHEHUSA JOKYMEHTOB APXHNBA HIKOJIbI

8.1. JlokyMeHTBI apxuBa XpaHATCS B apXUBOXpaHWIHILE 0OIIe00pa3oBaTEIbLHOM
OpraHH3aIiHy.

8.2. He AOIYCKACTCA PasMCHICHUC apXHBa B MOABAJIBHBIX U YCPAAYHBIX IMMOMCHICHUAX
IIKOJIBI.

8.3. ApXMBOXpaHWIHILE JIOJKHO OBITh YJAJIEHO OT JJAOOPAaTOPHBIX, IPOU3BOJCTBEHHBIX,
OBITOBBIX NMOMELICHUNA M HE UMETh OOIMX C HUMHM BEHTUISIIMOHHBIX KaHAJOB. APXHWBOXPaHUIIHILE
OTJIeNsIeTCs OT COCEAHMX IOMEIIEHUH HECTOpaeMbIMU CTEHAMU M MEPEKPHITHSAMHU C TpeaeraMu
OTHECTOMKOCTH HE MEHee JBYX 4YacoB. B apXMBOXpaHMJIMILE HE JOIyCKAaeTCs IMpOKJaaka Tpyo
BOJIOCHA0KEHUS M KaHAIM3alUH, TEXHOJIOTMYECKUE WM OBITOBBIE BBIBOJIbI BOIBI.

8.4. ApXI/IBOXpaHI/IIH/IHIC AOJDKHO UMETh €CTCCTBECHHYIO HJIM UCKYCCTBCHHYIO BCHTUJIALIUIO,
O6CCHC“II/IB8.I-OH_IYI-0 PCOUPKYJALNUIO BO3AYXA, CTaOUIILHOCTD TEMIICPATYPHO-BJIAXKHOCTHOI'O pCXKUMaA.

8.5. Bce nocTynatomniue B apXuB 00pa3oBaTeIbHON OpraHU3aliy JOKYMEHThI pa3MelaloTcs
B apXMBOXPAHWIMIIAX HA CTAllMOHAPHBIX W/WIM TEPEBIDKHBIX METAJUIMYECKHX CTeJIakaxX, B
METAJINIMYECKUX IHKa(‘baX NN KOHTeﬁHean.

8.6. Cremnaxku NTOJDKHBI OBITh YCTAHOBJCHBI C y4€TOM OCOOCHHOCTEH IOMEIICHUS W
obopynoBanus. He nomyckaercst pa3menieHue cTe/uiakeil BILIOTHYIO K HapYKHBIM CTeHAM 3/1aHUs U
K UCTOYHHUKAM TEILIA.

8.7. PaccTanoBka creiaxeit u mkadoB OCyIIEeCTBISETCS B COOTBETCTBUU CO CIIEIYOIIHMHU
TpeOOBAHUSIMU:

- paccTosiHuE MEXIY psAAaMH cTesuiaxei (ri1aBHbIN npoxona) — He MeHee 120 cm;

- paccrosiHue (TIPOX0.T) MEXAY CTEUIaKaMU — HE MeHee 75 cM;



- pacCTOSIHME MEKy Hapy>KHOU CTEHOM 3/1aHUS U CTEJIIa)KaMH, TTapaJuIeIbHBIMU CTCHE — HE
MeHee 75 cMm;

- paccTosIHUE MEX]Ty CTEHOH M TOPIIOM cTeJutaxa wiu Imkada (00xom) — He MeHee 45 cM;

- paccTOsIHHE MEXIy IOJIOM W HIDKHEW MOoJIKoW creyuiaxa (mkada) — He MeHee 15 cwm, B
IIOKOJIBHBIX ATa)kax — He MeHee 30 cM.

8.8. IIpoTuBOMOXKApHBI PEKUM B 3HAHHUSIX, TAC PA3MEIIACTCs AapXWB IIKOJBl, U B
apXMBOXPaHWIHIAX YCTAaHABIMBACTCS B COOTBETCTBUU ¢ [IpaBuiiaMu mpoTHBOMOXKAPHOTO peXXrUMa B
Poccuiickoit @enepannu ot 16 centsOpst 2020 roma Nel479.

8.9. ApXUBHBIE IOKYMEHTHI CIIEAYET XPaHUTh B TEMHOTE.

8.10. 3ammra TOKYMEHTOB OT ACWCTBUS CBETa 0OECIIEYMBACTCS XpaHEHHEM TIOKYMEHTOB B
KOpoOKax, Mamnkax ¥ nepersierax, B mkadax min Ha cTeuiakax 3aKpbITOro THIIA.

8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEILICHUSI B KHUTOXPAHUIHUIIAX JOJKEH COCTABIIATH HE
menee 100 mrokc.

8.12. B apxuBOXpaHWIHUILE JUIsI XpaHEHHs JOKYMEHTOB YCTAHABJIMBAIOTCS CIEIyHOIue
apaMeTpsl TEMIEPATYPHO-BIAXKHOCTHOTO peXUMA:

. JUIs  XpaHEHHs JOKYMEHTOB Ha OyMaxxHOM Hocutene — Temneparypa 17-19°C,
OTHOCHUTEIbHAs BIXKHOCTH Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxuBa 00pa30BaTENbHONW OpraHM3aLMM JIOJKHBI COJIEPKAaThCA B
YHCTOTE, B YCIOBUSX, HCKIIFOUAIOIINX BO3MOKHOCTbD MOSIBJICHUS IUIECEHN, HACEKOMBIX, TTBLTH.

9. SAKVIIOYUTEJIBHBIE ITOJIOKEHUA

9.1. Hacrosimee Ilonoxenne o0 apxuBe SBISICTCS JOKAJIbHBIM HOPMATHBHBIM aKTOM H
yTBepkaaercs (00 BBOAUTCS B JIEWCTBHE) NPHKA30M JUPEKTOpa 00111e00pa3oBaTEIbHOM
OpTraHHU3aIIH.

9.2. Bce u3meHeHMs U 1OMOJIHEHMsI, BHOCUMBIE B HacTosee [lonoxenue, opopmiistorces B
MUChMEHHOU (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOaTeNbCTBOM Poccuiickoit denepanuu.

9.3. TlonoxxeHnne 006 apxuBe 00IE00Pa30BATENLHON OpraHMU3alUN NPUHUMAETCS Ha
HEONpPENEIEHHbIN CpoK. M3meHeHus n nonosiHeHHs K [lonokeHHMIO NMPUHUMAIOTCS B MOPSIKE,
npexycMorpenHoM 11.9.1. Hacrosmero [lonoxxeHus.

9.4. llocne npunstus [lonoxxeHus (M1 U3MEHEHUH U AOMOJHEHUHN OTIEIBHBIX MTyHKTOB U
paszenoB) B HOBOM peaKIMK MPEIbIAyIIas pelaKkiiius aBTOMAaTHYECKH yTPAauYUBaeT CUITY.
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