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1. O0mme noJio:keHUs
1.1. Hacrosimee Ilonoxkenue pa3paborano Ha ocHoBaHuu [IpumepHOro monoxenus o0
apXMBe OpraHU3alli{, YTBEPKACHHOrO npukazoM denepanbHOro apXMBHOIO areHTcTBa Ne
42 ot 11 anpens 2018 ronma, B coorBerctBuu ¢ denepanbHbiM 3aKkoHOM Ne 273-D3 ot
29.12.2012 roma «OO0 o6OpazoBanuu B Poccuiickoii ®Denepanun», I[lpukazom
MunkyneTypbl Poccun ot 31.03.2015 Ne 526 «O0 yTBepxkAeHHH MpPaBUII OpraHU3ALNU
XpaHEeHMsI, KOMIUIEKTOBaHMS, y4eTa M HCIOIb30BaHUSA JOKYMEHTOB ApXuBHOro (oHzaa
Poccuiickoii denepanuu U Apyrux apxXuBHBIX JOKYMEHTOB B OpraHax rocylapCTBEHHOMN
BJIACTH, OpPraHaX MECTHOTO CaMOYIpaBJIEHUsI U opraHuzaiusax», ¥ craom MbOY «COII
c. bepkar — IOprt I'po3HEHCKOro MyHUIIMNAILHOTO pailoHa» YP (nmamee — mikona,
o01eoOpazoBarebHas OpraHu3aIus).

1.2.  Jaunoe  IlosmoxeHue  ompenensier  cocTaB  JOKYMEHTOB  apXHBa
0011e00pa3oBaTeNbHON OpraHu3alil U YCJIOBHUSl MX XpaHEHWs, yCTaHABIMBAET 3aJayd,
Ha3HauY€HWEe W (QYHKIMM IIKOJBbHOTO apXHWBa, PEIVIAMEHTHPYET JAEsTeIbHOCTh JIHIIA,
OTBETCTBEHHOTO 3a BEJICHUE APXUBA.

1.3. JIOKyMEHTBI IIKOJbI, HMEIOIIME HCTOPUYECKOE, KYJIbTYPHOE, HAy4YHOE,
COLIMAJIBHOE, JKOHOMHYECKOE U MOJUTHYECKOE 3HAYEHHUE, COCTABIISIIOT IOCY/1apCTBEHHYIO
yactb ApxuBHoro ¢onga Poccuiickoit denepauuu, SBASIOTCI COOCTBEHHOCTHIO
rocyJlapcTBa M MOJJIEKAT IIOCTOSHHOMY XpPaHEHUIO B TOCYJAapCTBEHHBIX apXUBAX
Poccuitickonn @enepaumu. Jlo mnepenaudn Ha TOCYJApCTBEHHOE XPAaHEHUE JIAHHBIC
JOKYMEHTBI BDEMEHHO XpaHATCS B 00111€00pa30BaTEIbHON OpraHu3aliu.

1.4. B mkone nans XpaHeHUs JOKYMEHTOB ApxuBHOro ¢onaa Pocculickoit
@enepallid W 3aKOHYEHHBIX  JICJIONPOU3BOJCTBOM  JOKYMEHTOB IMPAKTHYECKOIO
Ha3Ha4YeHMs, UX OTOOpa, yuera, HUCHOJb30BaHMS M TOJATOTOBKM K Iepelaye Ha
roCyJapCTBEHHOE XPAaHEHHUE CO3/1a€TCs apXUB.

1.5. ApxuB co3maercs Kak cCaMOCTOSATEIbHOE NOAPA3AEICHHE, BO3IIIABIIEMOE JIUIIOM,
OTBETCTBEHHBIM 32 BEJIEHUE apXKBa COTIACHO MPUKA3y AUPEKTOPA IIKOJIBI.

1.6. Illxona oOecrneunBaeT apXxuB HEOOXOIUMBIM MOMEIICHUEM, 000OpPYAOBAaHUEM U
KaJIpaMu.

1.7. Ob6meobpa3oBaTebHasi OpraHU3alys 00ECIIEYMBAET COXPAHHOCTD, YUET, OTOOD,
YIOPSAIOYCHHE ¢ HCIOJIB30BaHHE JIOKYMEHTOB ApxuBHOTO (GoHAa Poccuiickoit
®enepanyu, oOpa3yrommxcss B ero jaesrenpbHocTd. (OOecrneynBaeT CBOEBPEMEHHYIO
nepeaady 3THX JOKYMEHTOB Ha FOCYJapCTBEHHOE XPaHEHUE.

1.8. Bce paboThl, CBSI3aHHBIE C MOATOTOBKOW, TPAHCIOPTUPOBKOM M Mepenadeit
apXUBHBIX JTOKYMEHTOB, IPOU3BOJSTCS CHJIAMHU U 3a CUET IIKOJIBI.

1.9. 3a yrpaty u nopuy nokyMeHToB ApxuBHoro donaa Poccuiickoit denepanun
JOJDKHOCTHBIE JIMIA IIKOJIBI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C JACHCTBYIOIIUM
3aKOHOJIaTEIbCTBOM.

1.11. UlkonpHBI apxuB pabOTaeT COTJIACHO TUJIaHY, YTBEPKIAEMOMY IUPEKTOPOM
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0011e00pa3oBaTeNbHON OpraHu3alliy, U OTYUTHIBAETCS NIEPEl HUM B CBOEH padoTe.
1.12. KOoHTpoJb AESITENBHOCTH apXHBa OCYIIECTBISECT JUPEKTOP IIKOJIBI.

2. CocraB 10KYMEHTOB apXuBa
2.1. B 11koabHBIN apXUB MOCTYHAIOT:

* 3aKOHYEHHBIE JAEJIONPOU3BOACTBOM IIKOJbI JOKYMEHTHI ITOCTOSSHHOTO XPAaHEHUS,
oOpa3oBaBIIMECS B ICATENBHOCTH CTPYKTYPHBIX MOJAPA3AEIEHUMN, TOKYMEHTbI BPEMEHHOTO
(cBpimie 10 7;eT) cpoka XpaHEHHs, HEOOXOIMMBbIE B IPAKTUYECKOW JIEATEIbHOCTH,
JOKYMEHTHI 10 KaJipaM 1 00y4aronumcs;

* JOKYMEHTBHl TMOCTOSHHOTO XpAaHEHHs M 10 JIMYHOMY COCTaBy OpraHu3aluii-
IIPEALIECTBEHHUKOB;

* JM4HbIe (POHIBI BEAYIUX PAOOTHUKOB IIKOJIbI, TIOCTYHUBILNE B aPXUB;

* CIIy)COHBIE U BEIOMCTBEHHbIC U3JaHMS;

* CIIPaBOYHO-IIOMCKOBBIE CPEICTBA K JOKYMEHTAM U YUYETHbIE JOKYMEHTbI ApXHBa
IIKOJIB.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXuMBe OOpa30BaTEIbHOW OpraHU3aliu
ONPENENSIOTCA COIJIACHO CPOKAM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIATYpE JIE.

3. 3agaum apxuBa
3.1. OCHOBHBIMHU 3aJa4YaMU apXUBA SIBJISIOTCH:

3.1.1. Opranuzanus XpaHEeHHsI JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH Pa3AciioM
2 nacrosuiero [lonoxeHus.

3.1.2. KommuiexkToBaHue apxuBa JOKyMEHTaMH, OOpa30BaBIIMMUCS B JESITEIbHOCTH
IIKOJIBI.

3.1.3.  VYuer, obecriedyeHre COXpPaHHOCTH, CO3/JaHIE HAYYHO-CIPABOYHOIO amnmapara.

3.1.4. Hcnons3oBaHusA JOKYMEHTOB, HAXOIALIMXCS HA XPAHEHUHN B APXUBE LIKOJIBI.

3.1.5. IloaroroBka u CBOEBpPEMEHHas Iepefadya JOKyYMEHTOB ApXUBHOTO (oHaa
Poccuitckon ~ ®epepanii Ha  IOCTOSIHHOE ~ XpPaHEHUME B TOCYJApPCTBEHHBIN
(MyHUIUTTIAJIbHBIN ) apXUB.

3.1.6. MeToauyeckoe PyKOBOJACTBO M KOHTPOJIb 3a (HOPMHUPOBAHHEM U OPOPMIICHUEM
el B JIEJIONPOM3BOACTBE IIKOJBI M CBOEBPEMEHHOM Iiepefadedl HMX B apXuB
00pa3oBaTeIbHON OpraHu3aluu.

4. ®yHKIUM apXUBa
B COOTBETCTBUU C BO3J0KEHHBIMHU 3ajla4aMHU apXUB OCYUIECTBISET CIIEIYIOUIUE

mYHK[!I/II/II

4.1. Opranu3yer OpueM JOKYMEHTOB MOCTOSIHHOTO U BpeMeHHBIX (cBbiiie 10 jer)

CPOKOB XpaHEHHs, B TOM 4YHCJIE IO KaJapaM H OO0ydaroIumcs, oOpa30BaBIIMXCS B
AESITEIHbHOCTH LIKOJIBI, B COOTBETCTBUH C YTBEPKACHHBIM I'papUKOM.
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4.2. OOecneunBaeT COXPAaHHOCTb M BEIET YYeT JOKYMEHTOB M (DOHIOB,
HAXOJAIUXCS HAa XpaHEHUH B apXHBe 00111€00pa30BaTeIbHON OpraHU3alNH.

4.3. IlpeacrtaBisieT B TrOCYAapCTBEHHbIM (MyHULHIIAIbHBIA) apXuB YYETHBIE
cBeZieHus1 00 00BbEME M COCTaBE XPAHALIUXCS B apXHUBE LIKOJBI JOKYMEHTOB APXHBHOTO
¢onna Poccuiickoit denepanuu U APYTUX APXUBHBIX JOKYMEHTOB B COOTBETCTBUU C
HNOPSAJKOM TOCYAapCTBEHHOIO YyuyeTa JAOKYMEHTOB ApxuBHOro ¢onga Poccuiickoil
denepanuu.

4.4. CucremaTusupyeT M pasMelacT JOKYMEHTHI, IIOCTYIAIOIIME HA XPAHCHUE B
IIKOJIbHBIN apXUB, 00Pa30BaBLINECS B X0J1€ OCYIECTBICHUS ACATEILHOCTH LIKOJIBI.

4.5. Pa3pabatbiBaeT rpaduku NpeCTaBICHUs OMHCEH HAa PACCMOTPEHHUE HKCIEPTHO-
MIPOBEPOYHON KOMUCCUH U TIepeaud JOKYMEHTOB ApxuBHOToO ¢oHna PO Ha xpaHeHue B
rocyJAapCTBEHHbIH (MyHUIIMNAIbHBIN) apXUB.

4.6. OcyniecTBaseT NOATOTOBKY U IPEACTABISAECT:

* Ha PAacCMOTPEHHUE U COIJIACOBAHME DKCIEPTHON KOMHCCHUU IIKOJBI OMHUCH JEIN
MOCTOSIHHOTO XpaHEHHUsI, BpeMEHHBIX (CBbIlIe 10 JIeT) CPOKOB XpaHEHUSs, B TOM YHUCIE 110
KagpaM U OOydYarouuMmcsi, a TakKXKe aKThl O BBIICICHUU K YHMUTOXCHHIO apXHUBHBIX
JOKYMEHTOB, HE MOMJEXKAIIUX XPAaHEHUIO0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHUCIPABUMBIX OBPEKICHUSIX aPXUBHBIX IOKYMEHTOB;

* Ha YTBEPXKAEHUE SKCIEPTHO-NPOBEPOYHON KOMUCCHH YIIOJHOMOYEHHOTO OpraHa
UCIIOJIHUTEILHON BJIacTU cyOBekTa Poccuiickoit denepanuu B chepe apXuUBHOro jesa
(manee - DIIK apxuBHOTrO yupekaeHUs) OIUCHU Je] MOCTOSSHHOTO XpPaHEHUS;

 Ha cornacoBanue OIIK apxuBHOrOo yupexiaeHus cyobekTta Poccuiickoit
denepanuu (MyHULUIIAJBHOIO apXUBa), B CIIy4ae HAJEJIEHUS €ro COOTBETCTBYIOIIMMU
MIOJTHOMOYHUSMH, OIKMCH €I [10 TUYHOMY COCTaBYy;

 na cornacoBanue OIIK apxuBHOro yupexnenus cyobekta Poccuiickoi
denepanuu (MyHULUIIAJBHOIO apXUBa), B CIIy4ae HAJEJIEHUS €ro COOTBETCTBYIOIIMMU
MOJIHOMOYHUSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKICHUIX
apXUBHBIX JOKYMEHTOB;

* Ha yTBEPKJICHUE TUPEKTOPY IIKOJbI OMUCH JI€JI MOCTOSSHHOTO XPaHEHHMS, ONUCH
BpeMEHHBIX (CBbIe 10 JI€T) CPOKOB XpaHEHHUs, B TOM YHCJIE OMHUCH JEJ IO Kaapam H
00y4YarouMMcsl, akThl O BBIJICICHUM K YHUUTOXKEHUIO apXHMBHBIX JOKYMEHTOB, HE
NOJJIeKAIIMX XPAHEHUI0, aKThl 00 yTpaTe [OKYMEHTOB, AaKThl O HEHCIPAaBHUMBIX
MOBPEXKICHUAX APXUBHBIX JIOKYMEHTOB, YyTBEpKJeHHbIE (coriacoBanubie) OIIK wunu
roCyJlapCTBEHHBIM apXuBoM cyObekTa Poccuiickoit ®enepauuu (MyHUIUIIATbHBIM
apXMBOM) B CJIyuyae HAJICJICHHs €r0 COOTBETCTBYIOIIMMU MMOTHOMOYHUSIMHU.

4.7. Opra"auszyer mnepegadyy JT0KyMeHTOB ApxuBHoro ¢onma Poccuiickoi
denepanuy Ha MOCTOSIHHOE XPAHEHUE B TOCYAPCTBEHHBIN (MyHULMITAJIbHBIN) apXHB.

4.8. Opranuszyer W NOPOBOAUT HKCHEPTU3Y ILIEHHOCTU JOKYMEHTOB BpPEMEHHBIX
(cBbliie 10 1€T) CPOKOB XpaHEHHUs], HAXOASAIMXCS HA XPAHEHUU B apXHUBE IIKOJIbI B IETAX
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orOopa JOKYMEHTOB /Jid BKIIOYEHUss B coctaB ApxuBHoro ¢onna Poccuiickoi
denepanvi, a TaKXe€ BBISIBICHUS JOKYMEHTOB, HE MOJJIEKAIIUX JajJbHeHeMy
XPaHEHUIO.

4.9. YuactByeT B pab0oTe SKCIIEPTHON KOMHUCCHH.

4.10. IIpoBOaUT MEpONPHUATHS IO OOECIEUEHUI0 COXPAHHOCTH JOKYMEHTOB,
HaXOJSIIMXCS HA XPAaHEHUU B apXUBE.

4.11. Opranuszyer uH(POPMHUPOBAHHE AIMUHUCTPALIMM U PAOOTHUKOB IIKOJBI O
COCTaBe U COJEPKaHUU JJOKYMEHTOB apXHUBa.

4.12. NUudopmupyeT moibp3oBaTeNell MO BOMPOCAM MECTOHAXOXKIACHUS apPXUBHBIX
JOKYMEHTOB.

4.13. OpranusyeT BblIa4y AOKYMEHTOB U A€ sl pabOThl B YUUTEICKON WM BO
BPEMEHHOE TOJIb30BaHUE.

4.14. VcnonHsieT 3ampochl OpraHU3aluid U 3asBICHUS TPaKJaH 00 YyCTaHOBJICHHUU
TPYIOBOTO CTaka M JPYyTUM BOIpPOCaM  COLMAJILHO-IIPABOBOTO  Xapakrepa, B
YCTaHOBJICHHOM MOPSIIKE BbIAAET KOMUK IOKYMEHTOB U apXUBHbBIE CITPABKH.

4.15. Bemer yuer WHCHONB30BaHHUS JOKYMEHTOB apxuBa 00pa3oBaTEIbHON
OpraHU3aLUH.

4.16. Cozpmaer ¢GoHA TONB30BAaHUS apXWBa IIKOJbI W OpPraHU3YET €ro
UCIIOJIb30BaHUE.

4.17. OcyuiecTBiseT BEIEHHUE CIPABOYHO-MOUCKOBBIX CPEIACTB K JOKYMEHTaM
mKoJAbHOTO apxuBa. Co37aeT, MOMOJIHAET M COBEPIIEHCTBYET HAYYHO-CIIPABOYHBIN
anmnapar K XpaHsIIUMCS B apXUBeE JieJIaM U JJOKyMEHTaM.

4.18. YuacTByer B pa3paboTKe AOKYMEHTOB IO BOIPOCaM apXHUBHOIO Jena u
JEJI0NPOU3BOACTBA.

4.19. Oka3bpIBaeT METOIMYECKYIO TOMOIIb:

* Cciayk0e JeNompou3BOACTBA IIKOJBI B COCTaBICHUUM HOMEHKJIATYpPbI e,
dbopmupoBaHun U OGOPMICHHU J€J], KOHTPOJUPYET MPaBUIBHOCTH (POPMUPOBAHUS U
oopmieHus en B 1eIONPOU3BOJICTBE;

* CTPYKTYpHBIM TMOJpa3JeleHUsM W pPaOOTHHKAM IIKOJBI B  TOJATOTOBKE
JOKYMEHTOB K TIepe/iaye B apXUB.

4.20. YyacTByeT B NpPOBEICHUH MEPONPUATUN IO MOBBILICHUIO KBalIU(pUKAIMH
PaOOTHHUKOB apXWBa U CITY>KOBI JIEJIOMPON3BOCTBA 00pA30BATEIHLHON OpraHU3aIlNN.

5. IlpaBa apxuBa

s evinonHenuss 80310H#CEHHbIX 3A0a4 U YHKYUL TUYO, OMEEemCmeeHHoe 3a apxXus,
umeem npaego:

5.1. IlpeacraBisATh  OUPEKTOPY, MNPEATOKEHHS 1O  COBEPIICHCTBOBAHUIO
OpTraHu3alMd XPAaHCHUs, KOMIUIEKTOBAHMUS, YyY€Ta W UCIOJIb30BAaHUSA aAPXUBHBIX
JTOKYMEHTOB B apXHUBE LIKOJIbI.



5.2. KoHTposmpoBaTh BBIIIOJHEHHE YCTAHOBIICHHBIX MPaBUi paboThl ¢ IOKYMEHTaMHU
B CTPYKTYPHBIX MOJIPA3/ICIICHUSX IIIKOJIBI.

5.3. 3anpammBath OT CTPYKTYPHBIX MOJpa3/ieIeHHi 1 paOOTHUKOB IIKOJIbI CBEJICHHS,
HeoOXoauMmble I pabOThI apxWBa, C YYETOM OOECIEYEeHHS BBHITIOJIHEHUS BCEX
BO3JIO’KEHHBIX HA apXUB 337124 U PYHKIUH.

5.4. JlaBaTb pa3bsCHEHHS W PEKOMEHJAMM [0 BOMNpPOCaM, BXOMSIIUM B
KOMIIETEHIIMIO apXMBa IIKOJIBI.

5.5. UHdpopmupoBaTh CTPYKTypHBIE€ NOAPA3ACICHUS IIKOJbI O HEOOXOIWMOCTU
nepeayu JOKyMEHTOB B apXUB B COOTBETCTBHH C YTBEPKICHHBIM TpaduKOM.

5.6. [Ipyaumare  ydacTHe B 3aC€JaHUsAX  JKCHEPTHOM  KOMHUCCHUHU
0011e00pa30BaTEeIbHON OpraHU3aIlii, a TAaKXKEe B JKCIEPTHO-TIPOBEPOUYHONH KOMHUCCUU
YIOJIHOMOYEHHOTO OpTraHa UCTIOJHHUTEIbHON BiacTh cyobekTa Poccuiickoit deneparuu
B c(pepe apXMBHOTO Jena.

6. OTBeTCTBEHHOCTD 32 (DYHKIIMOHMPOBAHUE APXMBA
6.1. HaznaueHHoe MpuKa3oM IWPEKTOpa IIKOJIbI JIMIIO0, OTBETCTBEHHOE 34 BEJICHHE

apXuBad, HCCCT IICPCOHAJIbHYIO OTBCTCTBCHHOCTD 34.

* BBINIOJIHEHUE BO3JIOKCHHBIX HA apXWB 3a1ad W (YHKIMI B COOTBETCTBUU C
JIEUCTBYIOIIMM 3aKOHOAATeNbCTBOM Poccuiickon denepanuuy;

* oOpraHuzanuio paboThl apXWBa, CBOCBPEMEHHOE U  KBATM(UIMPOBAHHOE
BBITIOJIHCHUE MPUKA30B, PACHOPSKEHUH, MOPYYEHUM BBILIECTOSIIETO PYKOBOJICTBA,
JEeUCTBYIOITUX HOPMATUBHO-IIPABOBBIX aKTOB 10 CBOEMY MPODHITIO AEATETLHOCTH;

* panuoHanbHOE W 3(PPEKTHBHOE HMCIOJIB30BAHUE MATEPHAIBHBIX, (PMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

* COCTOSIHME TPYJOBOM M MCHOJHUTEIHCKOW JUCIMIUIMHBI B apXUBE, BBINOJIHECHHE
CBOMX (DYHKIIMOHAJIBHBIX 00S3aHHOCTENH;

* coOmoneHue MpaBUII BHYTPEHHETO pacnopsiaka, CaHUTapHO-
MIPOTUBOAIUEMUUECKOTO PEXKUMa, IPOTUBOIMOKAPHOM O€30MacCHOCTH M TEXHHUKHU
0e30I1aCHOCTH;

* BEJCHUE JIOKYMEHTallMM, MPEAYCMOTPEHHOM AEHCTBYIOIIMMU HOPMATHUBHO-
MPABOBBIMU IOKYMEHTAMHU;

* MpPENOCTAaBICHUE B YCTAHOBJIECHHOM MOPSAKE JOCTOBEPHON CTAaTUCTUYECKON H
MHOW MH(pOPMAITH O IEeSITEIPHOCTH apXHBa;

* TOTOBHOCTb apXHuBa K pabOTe B YCIOBUSIX UPE3BbIUAMHBIX CUTYAIUH.

6.2. OTBETCTBEHHBIE 3a BEACHUE JEIONMPOU3BOACTBA, MOJATOTOBKY W MPEIACTABICHUE
JIOKYMEHTOB Ha XpaHEHHE B apXUB, HA3HAYAKOTCS TUPEKTOPOM IITKOJIBI.

6.3. KoHTpOoIb A€SATEIbHOCTH apXUBa OCYIIECTBISIET JUPEKTOP IIKOJIBI.

7. KoMiiekTroBaHue apxuBa



7.1. IlonroroBka TOKyMEHTOB K IE€pelaye B apXuB 00pa30BaTEIbHONW OpraHu3aluu
BKJIIOYAET HKCIEPTU3Y HAYYHOW U MPAKTUYECKOM IIEHHOCTH IOKYMEHTOB, odopmiieHue
7ieJ1, COCTaBJICHUE OMHUCH.

7.2. DKkcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yenHocmu OOKyMeHmMo8 — ONPEEIICHUE IIEHHOCTH JTOKYMEHTOB
C Leapl0 0TOOpa MX Ha XpaHEHUWE M YCTAaHOBJIEHHE CPOKOB XPAHEHHUA. ODKCIEPTU3Y
LIEHHOCTU JIOKYMEHTOB B 00pa30BaTENIbHOM OpraHu3aluy OCYIIECTBISET IOCTOSHHO
JEMCTBYIOIIAs IKCIIEPTHAsE KOMUCCHSL.

7.2.2. Dxcnepmuas komuccusi Ha3HA4YaeTCs MPUKA30M JUPEKTOpa WIKOJbL. B cocta
OKCHepTHOW KOMHUCCHUHM BKJIIOYAIOT HE MEHEe TpeX COTPYAHUKOB, B TOM YHCIE B
00s13aTeTbHOM TOPSIIKE JIMIIO0, OTBETCTBEHHOE 3a BEICHUE apXMBa IIKOJIbI, U TUPEKTOP
MYHHMIMIIAJIBHOTO apxuBa (1Mo coryiacoBaHuto). CekperapeM OKCHEPTHOW KOMHCCUU
Ha3Ha4yaloT ceKpeTapss oOpa3oBaTEeNbHOM OpraHMu3aliM. OKCIIEpTHAasT KOMHUCCHUS Ha
3acelaHUsAX pPAacCMaTpUBAEeT: HOMEHKIATypy JeJl IIKOJbl, ONUCH JEJI IOCTOSHHOI'O
XpaHEHUs U 10 JIMYHOMY COCTaBY, aKThl Ha IOKyMEHTHI, BBIJICIAEMbIE K YHUITOXCHHIO.

7.3. Odopmienue aen

7.3.1. Jlena noCTOSHHOTO XpaHEHUs MOAMIMBAIOTCS B TBEPAYIO OOJOXKKY CypOBBIMU

HUTKaMH. JIUCTBI HYMEpyIOTCS B TIPaBOM BEPXHEM YIJIy MPOCTHIM KapaHIAIlIoOM.
KonuyecTBO NUCTOB B KaXKIOM jelie HE AOMKHO mpeBbimarh 250. B konie nena Ha
OTJIETILHOM JIUCTE COCTABJISIETCS 3aBEpUTEIbHAS HAIIHUCh.

7.3.2. Ha o00noxke [e1 MOCTOSHHOIO XPAaHEHHsS MAOJKHBI OBITh MPOCTABICHBI
CJIEIyIOIME PEKBU3UTHI: TOJHOE HAMMEHOBAHUE  BBIIIECTOAIIEH  OpraHU3AINM,
HaMMEHOBaHME 00pa30BaTEILHON OpraHu3aIii, HOMep (MHIEKC) Jiena M0 HOMEHKJIATYpeE,
3aroJIOBOK Jejia, KOJHMYECTBO JIUCTOB, CPOK XPaHEHUS WJIA OTMETKAa «XPAHHTh
MTOCTOSTHHO», HOMep (OHa, OMUCH, Jela.

7.3.3. Ilo oKOHYaHUU AETONPOU3BOJACTBEHHOTO Irojia B 0(OpMIICHHbIE OOJOXKKHU eI
MOCTOSIHHOTO XPAaHEHUsSI BHOCATCA HEOOXOJIMMbIE YTOYHEHHMsS: B 3aroJIOBKH Jied,
coJiepKallluX paclopsAUTENbHbIE JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIbI), BHOCITCS HOMEPA;
€CJIM JIeJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKHUX TOMOB, B KaXKJIOM TOME YKa3bIBaeTCs
KOPPECTIOHIEHT, aBTOP, TEPPUTOPHS, IPyrue AaHHBbIC. B KaKI0M TOMe yKa3bIiBaeTcs JaTa
(ducmo, MecsIl, TOJ) Havaja U OKOHYAHMS JTAHHOTO TOMa. TOYHBIE JaThl MPOCTABIISIIOTCS
Ha 00JI0)KKax JJis OBICTPOTO MOMCKAa JOKYMEHTOB B TIOCIIEAYIOIIEM; W3 3aBEPUTEIHHOM
HAJITUCH Ha O0JIOKKY JIeJIa BBIHOCUTCS KOJIMYECTBO JIMCTOB B JIETIE.

7.3.4. Hagnucu Ha 00J0XKKaxX A€l MOCTOSHHOTO W JIOJTOBPEMEHHOTO XpPaHEHUs
CIIeIyeT MPOU3BOIUTh YETKO, CBETOCTOMKHMMH YePHUIAMHU.

7.3.5. Jns ydera KojuuecTBa JIMCTOB B Jeje M (ukcaluu OCOOCHHOCTEM HuX
HyMEpaIy Ha OTACIBHOM JIUCTE COCTABIIACTCS 3aBEPUTEIbHAS HAIIHCh.

7.3.6. B 3aBepuTenbHON HAANMUCH YKA3bIBAETCS KOJIMYECTBO JUCTOB (IU(ppamMu H
MIPOIHKCHIO) B JieTie. 3aBepUTEIbHAS HAAMKUCH MOJIMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM
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€ro JI0JDKHOCTH U 1aThl COCTaBJICHHUS.

7.3.7. BHYTpEHHsISl OIUCh COCTABISIETCA K JiejaM MOCTOSSHHOTO U JOJITOBPEMEHHOTO
(cBbimie 10 ser) cpoka xpaHeHHUs, CPOPMUPOBAHHBIM MO PA3HOBUIHOCTSIM JOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJAEpKaHHE JOKYMEHTOB (0c000
LICHHbIE, JINYHbIE JIe1a U Jp.).

7.4. Onycanue JOKYMEHTOB TOCTOSHHOTO CPOKA XPaHEHMUS.

7.4.1. Onucu COCTaBJISIOTCS pa3lelbHO Ha Jejla IMOCTOSHHOIO XpaHEHUs IIOo
OCHOBHOM JI€ATEIBHOCTH U Ha JIeJIa 110 JINYHOMY COCTaBY.

7.4.2. Onucu coCTaBISIIOTCS AEIONPOU3BOIUTEIEM.

7.4.3. Onuck Benercs B €AMHON BaJOBOW HyMEPALIMU B TEUEHHE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUSI COCTABIISIETCS aKT 00 YHUYTOXEHUH.

7.4.5. Tlo OKOHYaHMM JEJIONIPOM3BOJICTBEHHOIO TojJa B 0oOpa3oBaTeIbHOMN
OpraHu3alMi TPOU3BOAMUTCS OTOOP TOKYMEHTOB IOCTOSSHHOTO CpOKa XpaHEHUs s
BKJIFOUEHHUS] UX B ONuUCh. ONHCh COCTOUT W3 TOJOBBIX pa3/esioB, BHYTPU rojaa Jena
pacnoJiararoTcsi Mo CTENEHM 3HAYUMOCTH C YYE€TOM HOMHUHAJIBHOIO MpuHIMNA (B
COOTBETCTBUH C HOMEHKJIATYPOM 00111€00pa30BaTEIbHON OpTaHU3AIIHH ).

7.4.6. Onucu COCTaBIIFOTCS pa3lelIbHO Ha JeJa IOCTOSTHHOTO XpaHEHUs IO
OCHOBHOM JIEATEIBHOCTH U HA JIeJia 110 JIMYHOMY COCTaBY.

7.4."7. Onucu COCTaBIIAIOTCS CEKPETAPEM.

7.5. dena BpeMEHHOTO XpaHeHUsi 0(hOPMIIIOTCS YIPOIEHHO: OHU HE MOUINBAIOTCS,
JIUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHUE Ha 00JIOKKAX HE MPOU3BOJUTCS, OMUCH Ha Jera
HE COCTAaBJISIFOTCS, YUET BEJIETCS IO HOMEHKJIATYpE JIedl.

8. YciioBus XxpaHeHUs1 JOKYMEHTOB apXuBa

8.1. JIokyMeHThl apxuBa XpaHATCA B ApPXHUBOXPAHWIHILE O0OIIEOO0pa30BATENbHON
OpraHU3aLMH.

8.2. He nomyckaercst pa3mellieHne apxuBa B OABAIBHBIX U YEPJAUYHbBIX IOMEIICHUAX
IIKOJIB.

8.3.  ApxuBoxpaHwiulle JODKHO  OBbITh  yAaleHoO  OT  J1a0OpaTOpHBIX,
MIPOU3BOJCTBEHHBIX, OBITOBBIX MOMEIIEHUH U HE UMETh OOIIKUX ¢ HUMH BEHTUIISILIMOHHBIX
KAHAJIOB. ApPXMBOXpPaHWIHILE OTAEIAECTCA OT COCEIHHX ITOMEIICHUI HECropacMbIMH
CTEHAaMU W MEPEKPBITUSIMU C MpeJeraaMd OTHECTOMKOCTM HE MEHee JBYX 4acoB. B
apXUBOXPAHWIHUIIE HE OMYyCKaeTcs MpOoKiIaaka TpyO BOJAOCHAOXKEHHS M KaHATU3alluu,
TE€XHOJOTMYECKHUE NN OBITOBBIE BHIBO/IBI BOJIBI.

8.4. ApxXuBOXpaHWIMLIE JOJDKHO HUMETh €CTECTBEHHYI0 WJIM MCKYCCTBEHHYIO
BEHTWISLINIO, 00€CIIEUNBAIOIIYO0 PELUPKYIISLMIO BO3/1yXa, CTAOMIBHOCTh TEMIIEPATYPHO-
BJIQYKHOCTHOI'O PEXHUMA.

8.5. Bce moctymaromme B apxXuB 0Opa3OBAaTENbHONW OpraHW3allid JOKYMEHTHI
pa3MelIaloTCsl B ApXMBOXpPAHWIMIAX Ha CTAlMOHAPHBIX W/MIM  TEPEeIBHKHBIX
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METaJUINYECKHUX CTEJUIaXKaxX, B METAIUTMYECKUX IIKadax MM KOHTeHHepax.

8.6. Ctennaxk JOKHBI OBITh YCTAHOBJICHBI TIEPIICHANKYJISPHO CTEHaM C OKOHHBIMU
npoeMaMH, a B IIOMEUIEHHH Oe3 OKOH - € YYeTOM OCOOCHHOCTeH NOMEIICHUs MU
obopynosanus. He nonyckaercs pa3melleHle cTeNIaxel BIUIOTHYIO K Hapy>KHbIM CT€HaM
3aHMsI U K UCTOYHUKAM Terla.

8.7. PaccraHoBka cremnaxkeil M 1mkadoB OCYNIECTBISETCS B COOTBETCTBUU CO

CJIEIYIOIMMU TPEOOBAHUSIMMU:
* paccTosTHUE MEXY psiIaMH cTelliaxkel (raBHbIM npoxoxd) — He MeHee 120 cwm;

* pacctosiHuE (IPOXOMd) MEXKY CTelIakaMu — HE MeHee 75 cM;

* pacCTOsTHUE MEXAY HapyKHOW CTEHOHW 3/IaHWS W CTeIIaKamH, MapaijieIbHBIMU
CTEHE — HE MeHee 75 cM;

* PpAaCCTOSIHUE MEXIy CTCHOM M TOpLIOM cTeilaxka wiM 1mkada (00xom) — HE MeHee
45 cwm;

* pacCTOSIHUE MEX]y IOJIOM M HHXKHEH MoJjKou creinaxa (mkada) — He meHee 15
CM, B IIOKOJBHBIX 3TakaX — HEe MeHee 30 cM.

8.8. IIpoTuBOMOKAPHBIN PEXXUM B 3MaHHSIX, TJC Pa3MENIAETCs apXHB IIKOJbBI, U B
ApPXMBOXPAHWIIMIIAX YCTAHABIMBACTCS B COOTBETCTBUU ¢ [IpaBmiamMu mpoTUBOMIOXKAPHOTO
pexxuma B Poccuiickoit @eneparuu ot 16 centadps 2020 roma Nel479.

8.9. ApXUBHBIE JOKYMEHTHI CIEIYET XPAHUTh B TEMHOTE.

8.10. 3ammra [IOKYMEHTOB OT JCHCTBUS CBeTa OOECIIEUMBACTCA XpaHEHHUEM
JOKYMEHTOB B KOpOOKax, Markax M IeperuieTax, B mkadax Wik Ha cTelllakax 3aKphITOrO
THIIA.

8.11. VYpoBeHb HCKYCCTBEHHOTO OCBEUICHUS B KHUTOXPAHWIHINAX JOJIKEH
coctaBiATh He MeHee 100 mrokc.

8.12. B apxXWBOXpaHWIMIIE JUJIS XPAaHEHUsS JOKYMEHTOB _YCTaHABIMBAIOTCS

CICAVYIOMMNEC MMaApaMETPhbl TCMIICPATYPHO-BJIAXHOCTHOI'O PCKHUMA.

* N1 XpaHEHUs JOKYMEHTOB Ha OyMmakHOM HocuTene — Temmeparypa 17-19°C,
OTHOCHUTEJIbHASA BIaXHOCTh Bo3ayxa — 50-55%.

8.13. Tlomemienus apxvuBa 00pa30BaTENbHON OpraHU3allMu JOJKHBI COACPKATHCA B
YUCTOTE, B YCIOBUSIX, UCKJIIOYAIOIIUX BO3MOXKHOCTh IMOSBJICHUS IJIECEHU, HACEKOMBIX,
MBUTH.

9. 3aK/II0YNTEIbHbIE MMOJI0OKEHUS

9.1. Hacrosimee IlomokeHue SBISIETCS JIOKAJIBHBIM  HOPMATHBHBIM — aKTOM,
npuHuMaeTcst Ha O61ieM coOpanuy paOOTHUKOB IIKOJIBI U yTBEp KaaeTcs (JiInbo BBOAUTCS
B JICHCTBHE) AUPEKTOPOM IIKOJIBI.

9.2. Bce wu3mMeHeHWs W JIOTIOJHEHHWs, BHOCHUMBIE B HacTosmee I[lomoxenue,
o(OpMIISIIOTCSI B MUCHbMEHHOM (hOpME B COOTBETCTBUU JIEHCTBYIOIIMM 3aKOHOIATEIECTBOM
Pocculickon @enepanum.



9.3. Tlonoxxenune 06 apxuBe 00IIE00pa30BATEIBLHON OpraHu3aluy MPUHUMAETCS Ha
HEOIpPENENEeHHbId CpoK. M3MeHeHnss um ponosHeHus K [lonokeHuro NpuHUMAKOTCS B
nopsizike, npexycMorpeHHom 1.9.1. Hacrosimero Ionoxenus.

9.4. Tlocne npunstusa IlonmoxeHuss (WA U3MEHEHUNW W JOMOJHEHHI OTIEIbHBIX
NYHKTOB W pa3lieJIOB) B HOBOM pEeNaKIUU MpeAblaylias peJakius aBTOMaTUYECKU
yTpPauuBaEeT CUITY.
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