MYHUILHUITAJIBHOE BIO/KETHOE OBIIEOBPA3OBATEJIBHOE YYPEKJIEHUE
YCIHHEHCKASA CPEIHASA OBIIEOBPA3ZOBATEJIBHAS HIIKOJIA
BSA3EMCKOI'O PAMOHA CMOJIEHCKOM OBJIACTH

MMPUHATO YTBEPXKXJIEHO

Ha 3aCEJJaHUU TIeJarOTUIEeCKOro COBETa [Tpuka3om aupekTopa

MBOY VYcnenckoir COLI MBOY VYcnenckoit COLI

[Tporokon Ne 1 ot 28.08.2023 No 114/01-07 ot 28.08.2023
( )

JOOKYMEHT NOAMUCAH
QNIEKTPOHHOW NOAMUCHIO

CepTudukat: 0E7496C77689657A88179E18CASE30B7
Bnapeneu: Myxos Bnagumup Hukonaesny
[ewicteutenen: ¢ 04.05.2023 po 27.07.2024

. J

IoJio:xxeHue 00 apxuse
MBOY Ycnenckoii COLI

CornacoBaHo
YrpaBiastommM COBETOM IIKOJIbI
[TpoTokon Nel ot 28.08.2023



1. O6mue nosnoxxeHUst

1.1. Hacrosmee Ilonoxxenue 00 apxuBe IMIKOJNBI pa3paboTaHO B cOOTBeTCTBUHM C  [Ipukazom
®enepanbHoro apxuBHoro areHtcrBa Ne 77 or 31 wurons 2023 roxa "OO yTBEp)KAEHUM IpaBUII
OpraHMu3ali XpaHEeHUs, KOMIUIEKTOBAaHHUS, YUeTa U UCIOJIb30BaHUs JOKYMEHTOB ApXHUBHOIO (hoHIa
Poccuiickoit @enepauyu U APYrMX apXMBHBIX JOKYMEHTOB B OPraHax IOCYJApCTBEHHOW BIIACTH,
OpraHax MECTHOTO CaMOYIIpaBJIeHHs M opraHu3anusx" Ha ocHoBaHuHU lIpuMepHOro mosjoxxkeHust 06
apXMBE OpPraHHU3allid, YTBEPKIECHHOTO mpukazoM denepaabHOro apXuBHOro areHTcTBa Ne 42 ot 11
armpesst 2018 roga, YcTaBoMm opraHu3aium, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO ACSITEIBHOCTD.

1.2. Jlannoe Ilomoxkenme 00 apxuBe IIKOJIBI ONpEAEIseT COCTaB JIOKyMEHTOB apxXHBa
0011eo0pa3oBaTeIbHOM OpraHU3alliy U YCIOBUS UX XpaHEHMsI, yCTAaHABIIMBAET 3a/1a4l, HA3HAUYCHUE U
(YHKIMU IIKOJBHOTO apXHBa, PETIAMEHTHPYET NESTEIbHOCTh JIMIA, OTBETCTBEHHOTO 3a BEACHUE
apXxuBa B OpraHMU3aIlH, OCYIIECTBISIONIEH 00pa30BaTEeIbHYIO JEATEIbHOCTD.

1.3. B cBoeil jaeATeNbHOCTH apXuB pyKoBojacTByercsi DenepanbHbiM 3akoHOM Ne 125-03 ot
22.10.2004 «O6 apxuBHOM 1ene B Poccuiickoit denepanun» ¢ u3MeHeHUsAIMHU oT 28 nekabps 2022
roja, HOPMAaTHUBHBIMH TpPaBOBBIMH akTamMu Poccuiickoit ®enepammm, cyobexTa Poccuiickoi
Oenepanyu B chepe apXUBHOTO Jeia U JAETONPOU3BOJCTBA, JIOKAIbHBIMA HOPMATHUBHBIMU aKTaMU
0011e00pa3oBaTeaIbHON OpraHU3aluy.

1.4. JlokyMeHTBhl OpraHH3alluu, OCYIIECTBIISIIONICH 00pa30BaTENbHYIO AESITENbHOCTh, HMEIOIINE
UCTOPUYECKOE, KYJIbTYpHOE, HAy4dHOE, COLMAIIbHOE, YKOHOMUYECKOE M IOJIUTUYECKOE 3HAYECHHE,
COCTaBISIIOT TOCYAApCTBEHHYIO uacTh ApxuBHoro ¢onga Poccuiickoit denepanuu, sBIsSIOTCS
COOCTBEHHOCTHIO T'OCYAAPCTBA M IMOAJIEKAT MOCTOSHHOMY XPaHEHHMIO B IOCYAApCTBEHHBIX apXHBax
Poccuiickoit ®epepaunu. Jlo nepemaum Ha TroCyJapCTBEHHOE XpaHEHUE JIaHHbIE JIOKYMEHTHI
BPEMEHHO XpaHATCS B 00111€00pa30BaTeNbHON OpraHU3aliH.

1.5. B mkone s XxpaHeHuss AOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®epepanun u
3aKOHUYEHHBIX JEJIONPOU3BOACTBOM JIOKYMEHTOB IMPAKTHMUECKOTO Ha3HAuYeHHWs, uX oTOopa, yyera,
MCIIOJIb30BaHUs U MOJATOTOBKH K IIEpejaue Ha TOCYAapCTBEHHOE XPAHEHHUE CO3/1a€TCsl apXUB.

1.6. ApxuB co3maeTcsi Kak CaMOCTOSTENBHOE IO/pa3ieiieHne, BO3TJABISIEMOE  JIMIIOM,
OTBETCTBEHHBIM 32 BEICHUE apXUBa COIVIACHO MPUKA3y AUPEKTOPA IIKOJIBI.

1.7. Opranuzamusi, OCYIIECTBIISIONIAs O0OpPa30BATENbHYIO JEATEIbHOCTh, OOCCIEUYMBAET AapXUB
HE00XO0/IMMBIM IIOMEIIEHUEM, 000PYJOBAHUEM U KaJpaMH.

1.8. OOmeoOpa3oBaTelibHass ~ OpraHMW3anms  00ecreYrBaeT  COXPAHHOCTh,  y4eT,  OTOop,
YIOpSOYEHUE M MCIOJIb30BaHME JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®Penepanumy,
o0pa3yromuxcs B ero aedareiabHocTu. ObecreunBaeT CBOEBPEMEHHYIO NIepelady ITUX TOKYMEHTOB Ha
roCy/1apCTBEHHOE XPaHEHUE.

1.9. Bce paboThl, CBsi3aHHBIE C TIOATOTOBKOHM, TPAaHCHOPTHPOBKOW U Tepenavyeld apXUBHBIX
JIOKYMEHTOB, IPOU3BOJATCS CUJIAMHU U 32 CUET LIKOJIBI.

1.10. 3a yrpary m mopuy mAokymeHTOB ApxuBHoOro ¢onma Poccuiickoit dexepanuu TOJKHOCTHBIE
JMIa OpraHu3ally, OCYIIECTBIISIONIEH 00pa3oBaTeNbHYIO EATENbHOCTh, HECYT OTBETCTBEHHOCTH B
COOTBETCTBUU C JEHCTBYIOIINUM 3aKOHOAATEIbCTBOM.

1.11. IlIxonpHBI apxuB paboTaeT COMNIACHO  IUIaHy, YTBEPXKAAEMOMY  JUPEKTOPOM
o0uieo0pa3oBaTeabHON OpraHU3alii, U OTYUTHIBAETCS TIEpe]] HUM B CBOE padore.

1.12. KoHTponb AEATENbHOCTH apXMBa OCYIIECTBIISET AUPEKTOP OpPraHU3alMM, OCYIIECTBIISIOLICH
00pa30BaTEeNbHYIO JESTEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B HIKOJbHBIN apXUB MOCTYMAIOT:
* 3aKOHYCHHbBIE  JEJIONPOU3BOJACTBOM  IIKOJIBI  JOKYMEHTHI ~ IOCTOSIHHOTO  XpaHEHWUs,
00pa30oBaBLIMECS B AEATEIBHOCTU CTPYKTYPHBIX MOApA3JeNeHUH, JOKYMEHTbl BPEMEHHOTO
(cBpime 10 15eT) cpoka XpaHEHHUs, HEOOXOOUMBIE B TPAKTHUYECKOW JESTEIBHOCTH,
JOKYMEHTBI 110 KaJipaM U 00yJaromumcs;




* JOKYMEHTBHl  IOCTOSHHOTO XpaHEHHUs W IO JITYHOMY COCTaBY OpraHM3aINi-
NPE/IIECTBEHHUKOB;
* nu4Hble (QOHBI BEAYIINX PAaOOTHUKOB OPTraHMU3AIMH, OCYLIECTBIIIONICH 00pa30BaTEIbHYIO
JeSITeIbHOCTD, TOCTYUBIIINE B apXUB;
* CIIy)KeOHBIC M BEZIOMCTBEHHbIC U3IaHUS;
* CIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM U YYeTHbIE JOKYMEHThl ApXuBa
OpraHM3aliH, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO AEATEIHLHOCTb.
2.2. Cpoku XpaHEHHS [IOKyMEHTOB B apXHWBe 00pa3oBaTEIbHON OpraHU3allMH OIpPECIITIOTCS
COIJIACHO CPOKaM, YKa3aHHBIM B YTBEP)KJCHHONH HOMEHKJIATYpE JeIl.

3. 3agauu apxuBa

3.1. OCHOBHBIMHM 33la4aMU apXUBa SBISIOTCS:

3.1.1. Opranuzanus XpaHEHHS JOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPEH pazaenom 2
HacTosmero [lomoxeHus.

3.1.2. KomIulekToBaHHE apXuBa JOKYMEHTaMH, 00pa30BaBIIUMHUCS B JCATCILHOCTH OPTaHHU3AIUH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JESTEIbHOCTD.

3.1.3.  Vuer, obecrieueHNEe COXPAaHHOCTH, CO3/IaHNE HAyIHO-CITPABOYHOTO aIlapara.

3.1.4. Vcnonb3oBaHUs JOKYMEHTOB, HAXOSIIUXCS HA XPAaHEHUU B apXUBE IIKOJIBI.

3.1.5. TloaroroBka M CBOEBpPEMEHHAs Iepeaada JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
®Denepalliii Ha MOCTOSIHHOE XpaHEHUE B TOCYJapPCTBEHHBIN (MyHHUIIUITAIBHBIN) apXUB.

3.1.6. Meroauueckoe PYKOBOJCTBO M KOHTPOJIb 3a (GopMupoBaHWUEM H OQOPMIICHHEM el B
JICJIONIPOU3BOJICTBE IIKOJIBI M CBOCBPEMEHHOM TIepeadyeli UX B apXHB 00pa30BaTEIbHON OpraHU3aIIHH.

4. MYHKUMU apXHBa

B cooTBeTcTBHY C BO3JI0KEHHBIMU 3a7lauaMU apXUB OCYIIECTBISET cleayomue QyHKINH:

4.1. OpraHusyeT NpueM JOKYMEHTOB IOCTOSSHHOTO U BpeMeHHbIX (cBbilIe 10 j1eT) CpOKOB XpaHEeHHUs,
B TOM UHCJI€ 110 KaapaM U o0ydaromumcs, 00pa30BaBLINXCS B I€ATEIbHOCTH IIKOJIbI, B COOTBETCTBUU
C YTBEPXKIEHHBIM TpapUKOM.

4.2. ObecrnieunBaeT COXpPaHHOCTh M BEIET YY€T TOKYMEHTOB M (DOHJIOB, HAXOAIINXCS HA XpPAaHEHUU
B apxuBe 00111e00pa30BaTeNbHOM OpraHu3aluy.

4.3. TlpencraBnsier B TOCYJapCTBEHHBIN (MYHUIUITAIBHBIN) apXUB YUYEeTHBIE CBEeleHHUS 00 o0beme u
COCTaBe XPaHAILIUXCSA B apXUBE LIKOJBI JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu u
JPYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAKOM TOCYAapCTBEHHOTO y4yeTa JIOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoii deaeparum.

4.4. CucremMaTtu3upyeT U pa3MelaeT JOKYMEHTHI, TOCTYNAIONIe Ha XpaHEHHE B IIKOJIbHBII apXuB,
oOpa3oBaBIIMECs B XOJI€ OCYUIECTBICHUS JEATEIbHOCTH OpraHU3allMM, OCYLIECTBISIOMIECH
00pa3oBaTeNbHYIO IEATEIBHOCTb.

4.5. PaspabarbiBaeT rpaduku MpeACTaBIECHUS OMHMCEH Ha PacCMOTPEHHE SKCIEPTHO-IIPOBEPOUHOM
KOMHCCUU U Tepelaud JOKyMEHTOB ApxuBHOro ¢onaa PD Ha XxpaHeHHe B rocyaapCTBEHHBIH
(MyHUIIMTIAJIBHBIN ) apXUB.

4.6. OcylIecTBIsSET MOATOTOBKY U MPEACTABIISIET:

* Ha pacCMOTPEHHUE U COTJIACOBAHME SKCIEPTHOM KOMHCCHUHU IIKOJIbI OMUCHU J€JT TOCTOSIHHOTO
XpaHEHUus, BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHHs, B TOM YHUCIE IO KaapaMm M
oOydaromuMcsi, a TaKKe aKThl O BBIJEJIIEHUN K YHUYTOXXEHHUIO apXMBHBIX JOKYMEHTOB, HE
NOJUIeXKAIUX XPAHEHUIO, aKThl 00 YyTpaTe [OKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXACHUSIX apXUBHBIX JTOKYMEHTOB;

* Ha YTBEPXKACHHE OKCIEPTHO-IIPOBEPOYHOM KOMHUCCHUHM  YIOJHOMOYEHHOIO OpraHa
WCIIOJTHUTENIbHON BiacTu cyOwbekTa Poccmiickoit ®enepamuu B cdepe apXWBHOTO enia
(manee - JIIK apXMBHOIO yUpeKIEHMI) OIIMCH JIEN TIOCTOSIHHOTO XPaHEHHUS,

* mnHa comnmacoBanne OIIK apxuBHOro yupexaeHusi cyowbekra Poccuiickoii ®Depepanun
(MyHUIIMIIAJIBHOTO apXHBa), B CIy4ae HAJEJIEHUS €ro COOTBETCTBYIOIMMU TOJIHOMOYUSIMH,
OIMCH J€JI IO IMYHOMY COCTaBY;

* mHa cornacoBanue OIIK apxuBHOrO yupexneHus cyobekra Poccuiickoit ®Peneparuun




(MyHUIIMIIAIBHOTO apXKBa), B CIydae HaJeJIEHUS! €r0 COOTBETCTBYIOLIUMU MOJIHOMOYHUSIMH,
aKTel 00 yTpare JOKYMEHTOB, aKThl O HEUCIPABUMBIX TOBPESKICHUAX aAPXHBHBIX
JIOKYMEHTOB;

* Ha YTBEPXACHUE JUPEKTOPY LIKOJIbI OMUCH €I IOCTOSIHHOIO XPaHEHUs, OIIMCU BPEMEHHBIX
(cBbimie 10 51eT) CpoKOB XpaHEHUs, B TOM YHUCIIE OMUCH JAEN MO KaJpaM U oOydarolumcs,
aKThl O BBIJICJICHUH K YHUUYTOKEHUIO apXMBHBIX JOKYMEHTOB, HE IOJUIEKAIINX XPAHEHMUIO,
akThl 00 yTpare JOKYMEHTOB, aKThl O HEUCIPAaBUMbBIX MOBPEKICHUSIX apXUBHBIX
JIOKYMEHTOB, YTBEpKJeHHbIe (corjacoBanHbie) OIIK uiM rocynapcTBEHHBIM apXUBOM
cyonekTa Poccuiickoit @enepanyu (MyHUIUIAIBHBIM apXHUBOM) B Cllyyae HaJElICHUS €ro
COOTBETCTBYIOIIUMHU IIOJTHOMOYMSIMH.

4.7. Opranusyer nepeaady J0kyMeHToB ApxuBHoro (onna Poccuiickoit deneparuy Ha TOCTOSTHHOE
XpaHEHUE B TOCYJapCTBEHHBIN (MyHULIMIIAJIBHBIN) apXUB.

4.8. OpranuszyeT ¥ HPOBOAMUT 3KCHEPTU3Y IEHHOCTU TOKYMEHTOB BpeMeHHBIX (cBbimie 10 1er)
CPOKOB XpaHEHHMs, HAXOJALIUXCA Ha XpAaHEHUM B apXMBE IIKOJbI B LEISIX O0TOOpa JOKYMEHTOB AJIs
BKJIIOUEHUS B cocTaB ApxuBHOrO ouaa Poccuiickoii denepannu, a TakxKe BBISIBICHHUS JOKYMEHTOB,
HE MOJUIekKAIIUX AaJIbHEHIIEMYy XpaHEHHUIO.

4.9. VYuactByer B paboTe OJKCHEPTHOM  KOMHCCHUM  OpraHU3alud,  OCYLIECTBISIOIIEH
00pa3oBaTeNbHYIO JIEATEIbHOCTb.

4.10. IIpoBogUT MEpONPHUATHS IO OOECIEYEHUI0 COXPAaHHOCTU JOKYMEHTOB, HAXOJSIIMXCS Ha
XPaHEHUU B apXUBE OPraHU3allMU, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

4.11. Opranuzyer uHGOPMUPOBAHHE AaJMUHUCTPAIMM M pPAOOTHUKOB IIKOJBI O COCTaBe U
COJIEp’KaHUU JOKYMEHTOB apXHUBa OpraHu3alluy, OCYLIECTBIISIONIEH 00pa30BaTEebHYIO 1€ATEIbHOCTb.
4.12. NndopmupyeT noiab30BaTeNell 0 BOMIPOCAM MECTOHAXO0XK/ICHUS aPXUBHBIX JOKYMEHTOB.

4.13. Opranusyer BbIJa4y JOKYMEHTOB M el Ui pabOThl B YYHTEIHCKOW WM BO BPEMEHHOE
I10JIb30BaHUE.

4.14. VicomHsieT 3anpochl OpraHU3AIMN U 3asiBICHUS TPaXJIaH 00 YCTAaHOBJICHHH TPYIOBOTO CTaxka
U JIpyTUM BOIIPOCAM COLIMAJIBHO-IIPAaBOBOTO XapaKTepa, B YCTAHOBICHHOM IOPSIKE BBIIAET KONHHU
JIOKYMEHTOB Y apXHUBHbIE CIIPABKH.

4.15. Bener yueT UCIONB30BaHMs JOKYMEHTOB apXHBa 00pa3oBaTeIbHON OpraHU3aliH.

4.16. Cozmaet (OHI MTOTB30BaHUS APXUBA IIKOJIBI U OPraHU3YET ero UCTIOIh30BAHHUE.

4.17. OcyuiecTBisieT BeIEHUE CHPAaBOYHO-MIOUCKOBBIX CPEJCTB K JIOKYMEHTaM IIKOJIbHOTO apXHBa.
CozniaeT, MOMOJHSAET W COBEPIICHCTBYET HAyYHO-CIPABOYHBIN ammapar K XpaHALIUMCS B apXHBe
JIeJIaM U IOKYMEHTaM.

4.18. VuactByeT B pa3pabOTKe JOKYMEHTOB OpraHH3allMH, OCYIIECTBIIIONIEH 00pa3oBaTeIbHYIO
JESATENBHOCTB, 110 BOIIPOCAM apXUBHOTO JIeJa U JEIONPOU3BOICTBA.

4.19. Oxa3bpIBaeT METOJANYECKYIO TOMOIIB:

* ciayx0e 1el1onpon3BOJICTBA IIKOJIBI B COCTABJICHUNM HOMEHKJIATYPHI Jiell, JOPMUPOBAHUU U
Oo(QOpMIIEHUU [1€]1, KOHTPOJHUPYET MPaBUIBLHOCTh (POPMHUpPOBAaHUS U OPOPMIICHUS €1 B
JIEJIONIPOU3BO/ICTBE;

* CTPYKTYPHBIM IMOJApa3JeleHUsIM U paOOTHHKAM MIKOJIBI B TOATOTOBKE JOKYMEHTOB K
nepeaaye B apXuB OPraHU3aIMH, OCYIIECTBISIONIEH 00pa30BaTENbHYIO A TEIbHOCTD.

4.20. YdacTByeT B NMPOBEJICHUU MEPONPHUATHI IO MOBHIIICHUIO KBATH(UKAINN PaOOTHUKOB apXnBa
U CITy>KOBI I€IIONPOU3BOJCTBA 00pa30BaTEIHLHON OpraHU3aIiH.

5. IlpaBa apxuBa

5 8bINONHEHUS 803I0HNCEHHBIX 3A0aY U PYHKYUU JUYO, OMBEMCMBEHHOE 3a APXUS, UMeem NPaego.
5.1. IlpeacraBnasTh IUPEKTOPY OPraHU3AINU, OCYIIECTBIIONIEH 00pa30BaTEIbHYIO AESTEIHHOCTD,
NpEAJIOKEHUSI TI0 COBEPIICHCTBOBAHUIO OpPraHU3allMi XpPaHEHHUsA, KOMIUIEKTOBAHMS, ydeTa U
MCIIOJIb30BAaHUsI ApXUBHBIX JOKYMEHTOB B apXUBE LIKOJIBI.

5.2. KoHTponmupoBaTh BBINIOJHEHHWE YCTAHOBIEHHBIX TpaBWJI pabOTHl C JOKyMEHTAaMU B
CTPYKTYPHBIX MOJIpa3fesIeHUusIX OpraHu3allii, OCYIIECTBISIONIEeH 00pa30BaTENbHYIO ACSITENbHOCTD.
5.3. 3ampammBarh OT CTPYKTYPHBIX MOJpa3AeieHui 1 paOOTHUKOB IITKOJIBI CBEICHUS, HEOOXOIUMbBIC
JUIsl paboThl apXuBa, C Y4eTOM OOecledeHMs BBIOJIHEHHS BCEX BO3JIOKEHHBIX Ha apXuB 3ajad U



G YHKIIHA.

5.4. JlaBaTb pa3bsICHEHHS M PEKOMEHJALMU [0 BOIPOCAM, BXOSAIIMM B KOMIIETEHLHIO apXuBa
OpraHu3aIH, OCYIIECTBIIAIONMIENH 00pa30BaTeNbHYIO 1€ATEIBHOCTD .

5.5. MHdopMupoBaTh CTPYKTypHBIC MOJAPA3ACICHHUA IIKOJBI O HEOOXOAMMOCTH Iepesadn
JIOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKJACHHBIM IpapuKOM.

5.6. Ilpunumare ywacTue B 3aceJaHUAX OKCHEPTHOH KOMHCCHH  001Ie00pa3oBaTeIbHOM
OpraHM3ali, a Takke B OKCIEPTHO-IPOBEPOYHOW KOMHCCHM YIOJIHOMOUYEHHOTO OpraHa
WCITOJTHUTENIbHON BilacTu cyobekTa Poccuiickoit deneparuu B chepe apXHUBHOTO Jeia.

6. OTBeTCTBEHHOCTDH 32 (PYHKIIHOHHUPOBAHHE aPXHBA
6.1. Ha3sHaueHHOe IPHUKA30M TUPEKTOpa IKOJBI JIUIIO0, OTBETCTBEHHOE 32 BEJICHHE apXHBa, HECET
IEPCOHAJILHYIO OTBETCTBEHHOCTD 34!

*  BBINIOJIHEHUE BO3JIOKCHHBIX HA apXWB 3a7a4 U (YHKIMI B COOTBETCTBHH C JCHCTBYIOIIUM
3aKoHOJaTeabCTBOM Poccuiickoit denepanuu;

* OpraHuzanuio padOThl apXHWBa, CBOECBPEMEHHOE U KBAIU(PHUIIMPOBAHHOE BBHITIOJIHEHHE
MPUKA30B, pACHOPSDKEHUH, IMOPYYEHUN BBIINIECTOSAILLEIO PYKOBOJCTBA, JEHCTBYHOLIUX
HOPMAaTUBHO-TIPABOBBIX aKTOB [0 CBOEMY IMPOQPIITIO IEATEITHHOCTH;

* panuoHanbHOE U ((HEKTHUBHOE MCIOIB30BAaHUE MATePUANbHBIX, (PMHAHCOBBIX U KaJIPOBBIX
pecypcos;

* COCTOSIHME TPYAOBOM M HCHOJHUTEIBCKOW IUCUUIUIMHBI B apXUBE, BBINOJIHEHUE CBOUX
(GYHKIMOHATBHBIX 00S3aHHOCTEIH;

e coOmoJileHHue TMpaBWUI BHYTPEHHErO pacropsaka, CAHUTAPHO-NPOTUBOAIHAEMUYECKOTO
pexuMa, TPOTHUBOIIOKAPHOU O€30MACHOCTH M TEXHUKH O€30MMacHOCTH;

* BEJCHUE JIOKYMEHTAllMM, MPEAYCMOTPEHHOM JEHCTBYIOIIMMH HOPMAaTHUBHO-IIPAaBOBBIMHU
JIOKYMEHTaMU;

* QPENOCTaBJICHUE B YCTAHOBJIEHHOM TMOPSAKE JOCTOBEPHOM CTATUCTUYECKOM M HMHOMU
nH(OpMaIUK 0 NeITeTLHOCTH apXH1Ba,

* TOTOBHOCTH apXHBa K pabOTE B YCIOBUSIX YPE3BBIYAMHBIX CUTYALIUN.

6.2. OTBeTCTBEHHBIC 32 BEJICHUE JISIIONMPON3BOJICTBA, TIOJITOTOBKY U MPEACTABICHUE JIOKYMCHTOB Ha
XpaHEHHE B apXHB, Ha3HAUAIOTCSA AUPEKTOPOM OpTaHU3AIMH, OCYIIECTBISIONIEH 00pa3oBaTeIbHYIO
JIeATEIbHOCTD.

6.3. KoHTposb NesSsTenbHOCTH apXWBa OCYHIECTBISIET JUPEKTOP OPTaHU3AIMH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JIEATEIBHOCTb.

7. KoMnjieKToBaHHe apXuBa

7.1. TloaroToBka TOKYMEHTOB K Iepegade B apXuB 00pa30BaTEe/IbHOW OpPraHU3alldU BKJIHOYACT
OKCHEPTH3y HAYYHOH M MPAKTHYECKOW IIEHHOCTH JOKYMEHTOB, O(opMIIeHHE JeJ, COCTaBJICHHE
OIIHCH.

7.2. DKcrepTh3a IeHHOCTH JIOKYMEHTOB.

7.2.1. Dxcnepmuza yennocmu 00KyMeHmMo8 — OTNpeAeNieHue IEHHOCTH JOKYMEHTOB C LIEeTbI0 0TOOpa
HNX Ha XPAaHCHUC W YCTAHOBJICHHUC CPOKOB XpPaHCHUAI. 3KCH€pTH3y OCHHOCTH OOKYMCHTOB B
00pa30BaTeIbHON OPraHU3aIMK OCYIIECTBIISET MOCTOSHHO JACHCTBYIOMIAs SKCIIEPTHAS KOMUCCHSL.
7.2.2. Dxcnepmuas komuccus Ha3Ha4daeTCs MPHUKA30M JWPEKTOpa IIKOJBL. B cocraB DkcmepTHOM
KOMHCCHHU BKJIFOUAIOT HE MEHEE TPEX COTPYIHHKOB, B TOM YHCJIE B 00S3aTEIBLHOM TOPSIKE JIUIIO,
OTBETCTBEHHOE 3a BEJCHHME AapXuBa WIKOJbl, W JUPEKTOp MYHUIMIAILHOrO apxuBa (1O
cornmacoBanuto). CekperapeM OKCIEPTHOW KOMHCCHU Ha3HAYalOT CeKpeTaps oO0pa3oBaTenbHOU
OpraHu3aii. DKCIepTHAs KOMHCCHsSI Ha 3aceJaHMsIX PaccMaTpHBACT: HOMEHKIATYPY JEN IIKOJIBI,
OnmucHu eI NOCTOSAHHOTIO XpaHCHUA U IO JIMYHOMY COCTAaBY, dKTbl Ha HJOKYMCHTBI, BBIACIISICMBIC K
YHAYTOXXCHUIO.

7.3. Odopmitenne gen

7.3.1. [lena mocTOSHHOTO XpaHEHUS MOAMIMBAIOTCS B TBEPIYIO 00JI0KKY CypOBBIMU HUTKAMH. JIMCTHI
HYMEpYIOTCsI B IPABOM BEPXHEM YIUIy IIPOCTHIM KapaHaauoM. KolnnuecTBo JUCTOB B KaXKJIOM JIEJIE€ HE




JIOJbKHO mpeBbImath 250. B koHIIE 1ea Ha OTAEIBbHOM JIMCTE COCTABIISIETCS 3aBEPUTEIIbHASL HAIIKCh.
7.3.2. Ha 0010%Ke Jie]1 TOCTOSTHHOTO XPAHEeHHUS JJOJKHBI OBITH MPOCTABIICHBI CIICIYIOIIHE
PEKBU3UTHI:  MOJIHOE HAUMEHOBAHHE BBIIIECTOSIICH OpraHU3alii, HAMMEHOBAHHE
o0pa3zoBarelbHOM OpraHM3aluu, HOMEp (MHAEKC) Jejia IO HOMEHKIAType, 3arojioBOK Jiena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHHS WM OTMETKA «XPaHUTh MOCTOSIHHO», HOMEp (OHJa, ONHCH,
Jena.

7.3.3. Tlo okoHYaHHUH EIONPOU3BOJCTBEHHOIO rojia B 0(hopMIIeHHbIE 00JI0KKHU €]l TOCTOSTHHOTO
XPaHEHUsI BHOCITCSI HEOOXOIMMbIC YTOYHCHHSI: B 3ar0JIOBKH JIEJI, COJEPIKAIINX
pacnopsiAuTeIbHbIe TOKYMEHTHI (MPUKa3bl, IPOTOKOJIbI), BHOCSATCS HOMEPA; €CIIU JeJI0 C MEePEnucKoit
COCTOUT U3 HECKOJBKUX TOMOB, B KQXKJIOM TOME YKa3bIBa€TCS KOPPECIIOHICHT, aBTOP, TEPPUTOPUS,
Ipyrue naHHble. B KaxaoM ToMe ykasbIBaeTcsl jarta (YMCllo, MecAll, T'OJ[) Havyajla ¥ OKOHYAHUS
JaHHOTO Toma. TOYHBIE JATHI MPOCTABISIOTCS Ha OOJIOKKAX IJii OBICTPOTO TOMCKA JOKYMEHTOB B
MOCNEAYIOLIEM; U3 3aBEPUTENILHON HAAMKMCH Ha OOJOXKKY Jesla BBIHOCUTCA KOJIMYECTBO JIMCTOB B
Jene.

7.3.4. Hagnucu Ha 0O0MOXKKax e TOCTOSHHOTO M JOJITOBPEMEHHOTO XPAaHEHUS ClIeAyeT
MIPOU3BOIUTH YETKO, CBETOCTOMKUMH YCPHUIIAMH.

7.3.5. [Ins ydera koinu4ecTBa JIMCTOB B Jele U (PUKCAMU OCOOCHHOCTEH HX HyMepaluud Ha
OTJICITHHOM JIHCTE COCTaBIISICTCS 3aBEPUTEIbHAS HAIITUCH.

7.3.6. B 3aBepuTenbHON HAMUCH YKA3bIBAETCS KOJIMYECTBO JHUCTOB (LKM(paMu U MPOIMUCHIO) B JEIe.
3aBepuTeNbHAS HAJIUCH MOMANUCHIBACTCS COCTABUTEIIEM C YKa3aHHEM €ro JIOJDKHOCTH W JIaThI
COCTaBIICHUSI.

7.3.7. BHYTpEeHHSSI ONUCH COCTABIISICTCS K JIeaM IOCTOSHHOTO U JTOJTOBpeMeHHoro (cBbiie 10 ser)
CpOKa XpaHeHUus, COPMHUPOBAHHBIM MO PA3HOBUAHOCTSIM JOKYMEHTOB, 3arojlOBKH KOTOPBIX HeE
PacKpBIBAIOT KOHKPETHOE COJIePIKaHUEe JOKYMEHTOB (0CO00 IIEHHBIC, JIMYHBIC Jea U JIp. ).

7.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKA XpaHEHUSI.

7.4.1. Onucu COCTaBIAIOTCS pa3eabHO Ha Jeia MOCTOSTHHOTO XPaHEeHHs TI0 OCHOBHOM JIESTEIbHOCTH
U Ha JIeNa Mo JTUYHOMY COCTaBYy.

7.4.2. Onmcy COCTaBISIOTCS ACIIOTPONU3BOAUTEIIEM.

7.4.3. Omnuck BeaeTcs B €IUHOM BaJOBOM HyMepallui B TEYEHHE HECKOIbKUX JIET.

7.4.4. Ha nena c MCTEKILIUM CPOKOM XPaHEHMSI COCTABIIAETCS aKT 00 YHUUYTOKEHHUH.

7.45. Tlo oKkoOHYaHMH JENOMPOM3BOACTBEHHOTO ToAa B 00pa3oBaTEeNbHON  OpraHu3aluu
MIPOU3BOUTCS OTOOP JOKYMEHTOB ITOCTOSTHHOTO CPOKA XPAHCHHUS JUTSI BKIFOUCHHSI HX B ONUCH. OmHch
COCTOMT M3 TOJIOBBIX Pa3/ie]OB, BHYTPHU rojia JIejia pacrojaraloTcs 1o CTeNeHH 3HAYUMOCTH C Y4eTOM
HOMUHAJIBHOTO NIPUHIIHUMA (B COOTBETCTBUU C HOMEHKJIATYpO# 00111e00pa30BaTeIbHON OpraHu3aIim).
7.4.6. Ormucu COCTaBISAIOTCS pa3AeNbHO Ha Jielia TOCTOSTHHOTO XPAHEHHUs IO OCHOBHOM J€ITeTbHOCTH
U Ha JIeNa 1Mo JIWIHOMY COCTaBY.

7.4.7. OnucH COCTaBIIIOTCS CEKPETapeM.

7.5. Jlena BpeMEHHOTO XpaHEHHS O(QOPMIIIOTCS YIPOIICHHO: OHM HE TOJIIMBAOTCS, JIUCTHI B HUX
HE HyMEpYIOTCS, YTOYHEHHE Ha 00JI0XKKaX HE MPOU3BOJAUTCS, OMUCH Ha JIela He COCTABISAIOTCS, YUET
BEJIETCSI 10 HOMEHKIIAType JIe.

8. YcjoBus XpaHeHUsl TOKYMEHTOB apXuBa

8.1. JlokyMeHTHI apXrBa XpaHsTCs B apXHBOXPAHHUIIHIIE 00Me00pa3oBaTeIbHON OpTraHU3aIHH.

8.2. He momyckaercst pa3MellleHle apXuBa B MOABATIBHBIX U YE€PJaUHbIX MTOMEIIEHHUX IIKOJbI.

8.3. ApXHMBOXpaHMJIHIIE TOJDKHO OBITH YHaJeHO OT JabOpaTOPHBIX, MPOWU3BOACTBEHHBIX, OBITOBBIX
MOMEIIEHUH U HEe UMEeTh OOIIMX C HUMHU BEHTHISLIMOHHBIX KaHAJIOB. APXMBOXpPAaHUIIHUILE OTIENSIETCS
OT COCEaAHUX l'IOMeH_[eHI/Iﬁ HECTOpAaEMbIMU CTCHAMH U IEPCKPBITUAMU C MTPECACTIaMU OTHECTOMKOCTH HE
MEHEe JByX YacoB. B apXuBOXpaHWIHIIE HE JOMYCKaeTcs MpOKIanKa TPyO BOJOCHAOKEHHS M
KaHaJIN3aLUH, TEXHOJIOTUYECKUE UITH OBITOBBIE BBIBOJIbI BOJIBI.

8.4. ApXI/IBOXpaHI/UII/IH_[e JOJDKHO HMCTh CCTCCTBCHHYKO HJIM HCKYCCTBCHHYIO BCHTHUIIAILMIO,
00ecreunBaroIyl0 PELUPKYIIALUI0 BO31yXa, CTAOUIBHOCTh TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mocrymaromue B apXuB 00pa3oBaTeNbHOM OpraHM3alMd JOKYMEHTBHI pa3MemaloTcsl B
apXMBOXPAaHWIMINAX HAa CTALMOHAPHBIX W/MIM TEPEIBMKHBIX METANIMYECKUX CTeUIaXax, B



MeTaJIMYECKHX IKadax Wik KOHTEHHEepax.
8.6. Cremtaxu MOMKHBI OBITh YCTAHOBJICHBI MEPIICHIUKYIISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
MOMEIEHUU 0e3 OKOH - C y4eTOoM OcOOeHHOcTel momelieHus U obopynoBanus. He nomyckaercs
pa3MellleHuEe CTEUIKEH BIVIOTHYIO K HAPYKHBIM CTEHAM 3/IaHMs M K UCTOYHUKAM TeIlIa.
8.7. PaccraHoBka creynaxkeid M 1kadOB OCYIIECTBISETCS B COOTBETCTBUU CO CIEAYIOIIUMU
TpeOOBAHUSIMU:

*  paccTOsHHE MEXAY psAJaMu cTeJuiaxel (TJaBHbBIN poxon) - He MeHee 120 cwm;

* paccrosiHue (IPOX0J1) MEXIY CTEIUIaXaMu - HE MeHee 75 cM;

*  paccTOsSHHUE MEXIy Hapy>KHOM CTEHOU 3[aHUA U CTelUIaKaMH, NapajuleJbHbIMU CTEHE - He

MeHee 75 cum;
*  paccTOosHHE MEXIy CTEHOW U TOPIIOM CTeliaxka win mkada (o0xon) - He meHee 45 cm;
* paccTOsSHUE MEXIy IOJIOM W HWXHEH ToNKoi cremnaxa (mkada) - He MeHee 15 cMm, B
LIOKOJIBHBIX ATaxax - He MeHee 30 cM.
8.8. IlpoTMBOMOXKAPHBI pPEXUM B 3JIaHUAX, TIJI€ pa3MemlacTcs apXWB INKOJIb, W B
aApXMBOXPAHWINIIAX YCTAHABIMBAECTCS B COOTBETCTBUU C [IpaBmiiamMu mpOTHBOMOXKAPHOTO pexHMa B
Poccuiickoit @enepanun ot 16 centsiopst 2020 roma Nel1479.
8.9. ApXuBHBIE IOKYMEHTHI CIIEyeT XpPaHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT JACHCTBHSI CBETa 0OCCIICUNBACTCS XpPAaHEHUEM JOKYMEHTOB B KOPOOKax,
Mankax M rneperJierax, B mkadax Wik Ha CTeJJIaKax 3aKphITOTro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBELICHHS B KHUTOXPAHWIHINAX JOJDKEH COCTaBisATh He MeHee 100
JIFOKC.
8.12. B apXMBOXpaHWIHIIE JUIsI XpPaHEHUS JIOKYMECHTOB YCTAaHABJIMBAIOTCS CICIYIONIME MapaMeTphbl
TEMIEPATYPHO-BIAXKHOCTHOTO PEXUMA:
* JUI XpaHEHUs JOKYMEHTOB Ha OyMakHOM Hocutene - temneparypa 17-19°C, otHocurenbHas
BJIQXKHOCTH Bo3ayxa - 50-55%.

8.13. TlomemieHus apxuBa 00pa30BATEIHLHOW OPTaHHM3AIMH JOJDKHBI COACPKATHCS B YHCTOTE, B
YCIIOBHSIX, UCKIIFOYAIOIINX BO3MOKHOCTD MOSIBJIEHUS IJIECEHU, HACEKOMBIX, MBUIH.
9. 3aka0YHNTeIbHBIE MOJI0KEHUSI
9.1. Hacrosimiee IlomokeHue sABIsSETCS JOKAIbHBIM HOPMATHBHBIM aKTOM, NpPHHUMAETCsS Ha
[TemaroruyeckoM COBETE MIKOJBI U YTBEPKIAETCs (JTMOO BBOAUTCS B ICMCTBUE) IPUKA30M JUPEKTOPA
OpTraHHU3aINH, OCYIIECTBIAIONIEH 00pa30BaTENbHYIO A€ITEIbHOCTb.
9.2. Bce u3MeHEeHHs W JOINOJHEHUWs, BHOCHMBIC B Hacrosimee llomokenue, odopmistoTcs B
MUChMEHHOU (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOaTeNbCcTBOM Poccuiickoit denepanuu.
9.3. Tlonoxxenne 00 apxmBe 00mIEOOpa30BATENBHON ~ OpraHW3allMd  NPUHUMAETCs  Ha
HeomnpeneneHHbIl cpok. M3meHeHnuss u npomonHeHuss K IloyokeHUI0 NpUHUMAIOTCA B MOPSIIKE,
npeaycMoTpeHHoM 11.9.1. Hactosimero [Tomoxenus.
9.4. Tlocne npunstus [Tonoxenus (WM U3MEHEHUN U TOTOTHEHUH OTAETBHBIX MTYHKTOB U Pa3/IeloB)
B HOBOM PENaKIUU MPEAbIAYIIas PeIaKIisi aBTOMAaTUYECKH YTPAUUBaAET CUITY.
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