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1. O01mue moJ10KeHU S

1.1. Hacrosimee I[lonoxxenue pa3zpaboTaHo Ha ocHoBaHUU lIpuMepHOro monoxeHus 00 apXuBe
OpraHu3aIi, YTBEPKIECHHOro mpukazoM PenepanpbHOoro apxuBHoro arenrcrBa Ne 42 ot 11
ampest 2018 roma, B coorBercTBUM ¢ DeepanbHbiM 3ak0oHOM Ne 273-D3 ot 29.12.2012 roga «O06
obpaszoBanuu B Poccuiickoit @enepanun» ¢ usmMeHeHusiMu ot 24 mapra 2021 rona, Ilpukazom
Munkynetypbl Poccun ot 31.03.2015 Ne 526 "OO0 yTBep>kKIeHUH IPaBUI OpraHU3alud XpaHEHHS,
KOMIUICKTOBAHHSI, Y4Ye€Ta ¥ UCIOJb30BaHUS JIOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit
®denepau M APYTUX ApXHMBHBIX JOKYMEHTOB B OpraHax IOCYAapCTBEHHOM BJIAacTH, OpraHax
MEeCTHOTO camoympasiienus 1 opranuzanusax’”, ¥Ycrasom KOI'OBY CII r. Myparimu.

1.2. Mannoe Ilonoxenue omnpeznenser cocraB JokymeHToB apxuBa KOI'OBY CIII r. Mypamu
(mamee mIKoja) W YCJIOBHUSI MX XpaHEHHS, YCTaHABIMBAET 3aJaud, Ha3HAYCHUE U (PYHKIUHU
IIKOJIBHOTO apXUBa, PETJIaMEHTUPYET AEATENbHOCTh JIMIA, OTBETCTBEHHOI'O 3a BEICHHE apXUBa B
IKOJIE.

1.3. B cBoell nesTenbHOCTH apxuB pykoBoxacTByercs: denepanbHeiM 3akoHOM Ne 125-@3 or
22.10.2004 «O6 apxuBHOM nene B Poccuiickoii @eneparum» ¢ u3meHeHussMu Ha 11 wutons 2021
rojia, HOPMaTHBHBIMHM TIpaBOBBIMH akTamMu Poccuiickoii ®enepauuu, cydowvexta Poccuiickoit
Oenepannn B chepe apXUBHOTO JeNIa U ISTIONPOU3BOICTBA, JJOKAIBHBIMA HOPMATUBHBIMU aKTaMHU
IIKOJIBI.

1.4, JloxyMeHTBHI WIKOJBI, HMEIOIINE WUCTOPUYECKOE, KYJIbTYPHOE, HAy4HOE, COLUAIBHOE,
HSKOHOMHUYECKOE MU TOJUTUYECKOE 3HAYEHHUE, COCTABISIOT TOCYJApPCTBEHHYIO 4acTb APXUBHOIO
donnga Poccuiickoit denepanuu, SBIASIOTCS COOCTBEHHOCTHIO TOCYJapCTBA H  TMOJJIEkKAT
MOCTOSIHHOMY XPaHEHUIO B TOCYAapCTBEHHBIX apxuBax Poccuiickoit ®enepanuu. [lo nepenaun Ha
roCyJapCTBEHHOE XpaHEHNE JaHHBIC IOKYMEHTHI BPEMEHHO XPAHSTCS B MIKOJIE.

1.5. B mkone ans XpaHeHHS TOKyMeHTOB ApxuBHoOro ¢onna Poccuiickoit ®enepanuu u
3aKOHYCHHBIX JIEJIOMPOU3BOACTBOM JOKYMEHTOB MPAKTUUYECKOT0 Ha3HA4YEHUs, UX OTOOpa, yderTa,
WCIIOJIb30BaHUS U MOATOTOBKH K Mepeaye Ha TOCYJapCTBEHHOE XPaHEHUE CO3/IaeTCsl apXUB.

1.6. [Tpuka3zom AUPEKTOpa MIKOJIBI HA3HAYACTCS JIUI0, OTBETCTBEHHOE 32 BEJICHHUE apXHBa IITKOJIBI.
1.7. llkona obecrieynBaeT apXUB HEOOXOAUMBIM TIOMEIICHHEM U 000pyI0BaHUEM.

1.8. IIkona oOecreynBaeT COXPAHHOCTh, Yy4eT, OTOOp, YIOPSJIOYCHHWE U HCIIOJIH30BAHHE
nokyMeHTOB ApxuBHoro ¢onna Poccuiickoit @eneparuu, o0pa3yrommxcs B €ro ASSITEIbHOCTH.
OGecneunBaeT CBOEBPEMEHHYIO TTepeaady 3THX JTOKYMEHTOB Ha TOCYIapCTBEHHOE XpPaHECHHE.

1.9. Bce paOoThl, CBSI3aHHBIE C TOJATOTOBKOHM, TPaHCHOPTUPOBKOW U TMepenayeil apXUBHBIX
JIOKYMEHTOB, TIPOU3BOISTCS CHJIAMU U 32 CUET IITKOJIBI.

1.10. 3a yrpary u nmopuy qJokyMeHTOB ApxuBHOTO (hoHma Poccuiickoit deneparuu JOIKHOCTHBIC
JUIa OpraHU3aliy, OCYIIECTBISIONIEH 00pa3oBaTeIbHYIO AESITEIbHOCTh, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUU C ACHCTBYIOUIUM 3aKOHOIATE€IHCTBOM.

1.11. I[xonbHBIH apxuB paboTaeT COrJacHO IUIaHy, YTBEPKIAeMOMY JIHPEKTOPOM



00111e00pa30BaTEIbHON OpraHnU3aluy, U OTYUTHIBACTCS MEepe]l HUM B CBOEH padoTe.
1.12. KoHTpoJIb NEeATENFHOCTH apXHBa OCYIIECTBISET JUPEKTOP OPraHU3aINH, OCYIIECTBISIOMIEH
00pa3zoBaTesbHYIO JeATEIbHOCTD.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B mIKONbHBIN apXUB MOCTYIAIOT:

* 3aKOHYEHHBIC [EJIOTMPOU3BOACTBOM MIKOJBI JIOKYMEHTBI MOCTOSHHOTO XpaHEHHS,
o0Opa3oBaBIIMECS B  JEATENBHOCTH CTPYKTYPHBIX IOJpPA3JeIeHUH, JOKYMEHTBI
BpemeHHoro (cBpime 10 Jer) cpoka XpaHEHHs, HEOOXOIMMbIE B MPAKTUYECKOM
NesITeIbHOCTH, JOKYMEHTHI 110 KaJpaM 1 00ydaroluMes;

* JOKYMEHThl TOCTOSIHHOTO XpaHEHUS H MO0 JHMYHOMY COCTaBy OpraHU3aIlHii-
IIPEIIECTBEHHUKOB,;

*  JUyHbIE POHABI BEIyLIIMX PAOOTHUKOB IIKOJIBI HOCTYUBIINE B apXUB;

*  Ciy)KeOHbIC U BEJIOMCTBEHHbIEC U3JJaHUS;

*  CIpPaBOYHO-TIOMCKOBBIE CpPEICTBA K JOKYMEHTaM M YUYETHBIE JIOKYMEHTHl ApxXuBa
HIKOJIBL.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXHMBE IIKOJBI OMPEICISIOTCS COTJIACHO CpOKam,
yKa3aHHBIM B YTBEPK/IEHHOW HOMEHKJIAType JIell.

3. 3apaum apxuBa

3.1. OCHOBHBIMH 33JI1a4aMH APXHBA SIBJISTFOTCSL:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH paslieaoMm 2
Hactosero [Tomoxenus.

3.1.2. KommiekToBaHue apXHuBa JOKYMEHTaMH, 00pa30BaBIIMMHUCS B JEATEIbHOCTH IIKOIIBI.
3.1.3. Vuer, obecriedeHre COXpaHHOCTH, CO3/IaHUE HAYIHO-CIIPABOYHOIO arapara.

3.1.4. Hcnonp3oBaHUs JOKYMEHTOB, HAXOSIIUXCS HA XPaHEHUHU B apXUBE IIKOJIBI.

3.1.5. TloaroroBka m CBOCBpPEMEHHas Tepenada TOKYMEHTOB ApxuBHOro (onma Poccuiickoit
®denepalliiil Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHHUIIMITATBHBIN) apXUB.

3.1.6. Meroanueckoe PyKOBOJCTBO M KOHTPOJIH 3a (OpPMHpPOBAHHWEM W OPOpPMIICHUEM JIeN B
J€TTOITPOU3BO/ICTBE LIKOJIBI U CBOEBPEMEHHOM Nepeaadeil uX B apXuB.

4. DyHKUMHU apxXuBa
B cooTBeTcTBHY C BO3I0KEHHBIMU 3a/]auaMi apXUB OCYIIECTBISAET cleAyonne QyHKINH:
4.1. OpraHusyer NpUeM JOKYMEHTOB IIOCTOSHHOTO M BpeMEHHBIX (cBbimie 10 5eT) cpokoB
XpaHEeHMs], B TOM YHUCJIE 10 KaJpaM U 00ydaroummMmcs, 00pa30BaBIINXCS B 1€ATEIbHOCTHU LIKOJIBI,
B COOTBETCTBUH C YTBEPKACHHBIM IPaQUKOM.
4.2. OOGecrnieunBaeT COXpPAHHOCTh M BEIET YYeT JOKYMEHTOB M (POHIOB, HAXOASAIIUXCS Ha
XPaHEHUH B apXUBE IIKOJIBI.
4.3. [IpencraBisieT B rocy1apCTBEHHBIN (MYHUIIMTIAIBHBIN ) apXUB YUETHBIC CBEJCHHS 00 00beMe
U COCTaBe XpaHALIMXCA B apXHMBe IIKOJbI JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
®denepaluy U APYTrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAKOM T'OCYIapCTBEHHOIO
ydera ToKyMeHTOB ApxuBHoro ¢gonna Poccuiickoit @enepanuu.
4.4. CucreMaTu3UpyeT U pa3MellaeT AOKYMEHTHI, MOCTYMAIOIIMe Ha XpaHEHHE B IIKOJbHBIN
apxuB, 00pa30BaBIINECS B XOJ€ OCYIIECTBIECHUS ACSITEIbHOCTH IIKOJIBI.
4.5. PazpabarbiBaeT rpaduky MpecTaBICHUs ONKMCEN Ha paCCMOTPEHHE IKCIEPTHO-TIPOBEPOUHON
KOMHCCUHU M TepeJauu JTOKyMeHTOB ApxuBHOro ¢onga P® Ha XxpaHeHHe B rocynapCTBEHHBIN
(MyHULIMIIAIbHBIN) apXUB.
4.6. Ocy1iecTBAsSET MOATOTOBKY U MPEJICTABIISET:
* Ha pacCMOTPEHHE U COTJIACOBAHUE OHKCIEPTHON KOMHCCHUU IIKOJIBI OMNHCH JIe]
MOCTOSIHHOTO XPaHEHUs, BpeMeHHbIX (cBbilie 10 eT) cpokoB XpaHEHHUs, B TOM YHCIIE
0 KajzpaM U oOydyaroUIMMCsl, a TAaKXKE aKThl O BBIJICJICHUN K YHHUTOXKEHUIO apXUBHBIX
JOKYMEHTOB, HE€ TOJUIeXKAIIUX XPaHEHHIO, aKThl 00 yTpaTe MOKYMEHTOB, aKTBl O




HEHUCIPABUMBIX TOBPEKACHUAX apPXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKIEHHUE DSKCIEPTHO-NPOBEPOYHON KOMMCCHUU YIOJIHOMOYEHHOTO OpraHa
HCIIOJHUTEIIBHOM BiIacTH cyObekTa Poccuiickoii Denepanuu B chepe apXUBHOro jeia
(manee - OIIK apxuBHOrO yupexaeHHsI) OMUCHU JeJ TIOCTOSIHHOTO XPaHEHUS;

* Ha corinacoBanne DIIK apxuBHOrOo yupexaenus cyonrekta Poccuiickoir denepanum
(MyHULIIMIAJIBHOTO ~ apXWBa), B Cly4ae HaJEJeHUs €ro COOTBETCTBYIOLIUMU
MOJTHOMOYHSIMHU, OMUCH JIEJT 110 JIMYHOMY COCTaBY;

* nHa corinacoBanue DIIK apxuBHOro yupexunenus cyobekra Poccmiickonn ®Denepanuu
(MyHUIIMITAJIBHOTO ~ apXWBa), B CIydae HaJEJEHUS €ro COOTBETCTBYIOIIUMHU
MTOJIHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX IMOBPEKACHUIX
apXHUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKJICHUE IMPEKTOPY WIKOJbl ONUCH [l IOCTOSHHOTO XPAaHEHMS, OINHCH
BpeMeHHbIX (cBhIlIe 10 J€T) CPOKOB XpaHEHHUs, B TOM YKCJIE OMMCH JEN MO0 Kaapam U
oOydJaromumMcsi, akThl O BBIJCICHUU K YHHUYTOXKCHHUIO apXUBHBIX JOKYMEHTOB, HE
MOJUICKAIINX XPAaHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPaBUMBIX
MOBPEXKICHUSIX ApXUBHBIX JOKYMEHTOB, yTBepixAeHHbIe (cornacoBanHble) DIIK wnm
roCyIapCTBEHHBIM apXWBOM cyObekTa Poccuiickoit depepanmu (MyHUIUIIAIbHBIM
apXMBOM) B CIy4yae HaJEJICHUs €r0 COOTBETCTBYIOIIMMU MTOJTHOMOYHSIMHU.

4.7. Opranm3yer mnepenady JgokymMeHTOB ApxuBHOro (oHma Poccuiickoit ®Denepanmu Ha
MOCTOSIHHOE XPaHEHHE B TOCYJapCTBEHHBIN (MYHULIUIIATBHBIN) apXUB.

4.8. Opranu3yeT U MPOBOJUT IKCIEPTH3Y IICHHOCTH JOKYMEHTOB BpeMEHHBIX (CBbIIe 10 jeT)
CPOKOB XpaHEHHUsI, HAXOASAIINXCA Ha XPAHEHUU B apXMBE IIKOJbI B LEIAX 0TOOpa JOKYMEHTOB
JUIs. BKJIFOYEHUs B coctaB ApxuBHoro (onma Poccuiickoit denepaiuu, a TakkKe BBISBICHUS
JIOKYMEHTOB, HE NOJICKAIUX JaJbHEUIIEMY XPaHEHHUIO.

4.9. YuacTtByeT B pab0Te KCIEPTHOM KOMHCCHH IIIKOJIBI.

4.10. TIpoBoAUT MEpONPUATUS MO OOECHEYCHUIO COXPAHHOCTU JOKYMEHTOB, HAaXOISIIMXCS Ha
XpaHEHUH B apXHUBE IIKOJIBI.

4.11. Opranuzyetr WHGOOPMHUPOBAHHE ATMUHUCTPAIMU M PAOOTHUKOB IIKOJBI O COCTaBe M
COZIEp’)KaHUU JJOKYMEHTOB apXHBa IIKOJIBI.

4.12. Indopmupyet nojap30BaTeneit Mo BOIpocaM MECTOHAX0XK/ICHUS apXUBHBIX JOKYMEHTOB.
4.13. OpraHusyeT BbIIady TOKYMEHTOB M JIeJd /Uil paboThl B YYHTEIbCKON WM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VicnonHsieT 3ampoChl OpPraHU3allMid W 3asBJICHHS TPaXJAaH 00 YCTaHOBJIEHUU TPYJIOBOTO
CTaXka U JPYruM BOIPOCAM COLMAIbHO-IPABOBOrO XapaKTEePa, B YCTAHOBIEHHOM MOPSIKE BbIJIAET
KOIMUU TOKYMEHTOB ¥ apXUBHBIC CITPABKH.

4.15. Benet y4eT UCHONB30BaHUS JOKYMEHTOB apXHBa LIKOJBI.

4.16. CoznmaeT GOH[ MOIH30BAHUS apXHBa IIKOJIBI K OPTaHU3YET €ro UCIOJIb30BaHUE.

4.17. OcymiecTBiseT BeJEHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM MHIKOJIHHOTO
apxuBa. Co3/1aer, MOMOJTHSAET M COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN armapaT K XpaHsAIUMCS B
apXMBe JIeJlaM U JOKYMEHTaM.

4.18. VYyacTByeT B pa3pabdOTKe IOKYMEHTOB IIKOJIBI, IO BOIpPOCaM AapXUBHOTO Jela |
JIeTIOTTPOU3BO/ICTBA.

4.19. Oka3bIBaeT METOAMYCCKYIO TTOMOIIb:

e cnyx0e JelonmpoM3BOJACTBA INKOJIBI B  COCTAaBIEHUM HOMEHKIATYPHl eI,
¢dbopmupoBaHUd U O(QOPMIIEHUH J€JI, KOHTPOJUPYET MPaBUIBLHOCTh (POPMHUpPOBAHUS U
odopmIleHus JeN B ASTOMPON3BOICTBE;

* CTPYKTYPHBIM TOApA3JEICHUsIM W paOOTHUKAM IIKOJBl B MOATOTOBKE JTOKYMEHTOB K
nepejaye B ApXUB IIKOJIBI.

4.20. YdacTByeT B TPOBEJICHUU MEPONPHUATHH IO TOBBIICHHIO KBaTH(DHKAIMK PaOOTHUKOB
apXuBa U CIY>KOBI IEIONPOU3BOICTBA IIKOJIBL.

5. IlpaBa apxuBa



5 8bINONHEHUS 8030HCEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3d APXUs, umeem npaso:
5.1. IlpencraBnsaTh AUPEKTOPY IIKOJBI MPEAJIONKEHHUS IO COBEPIICHCTBOBAHUIO OpTaHU3AlUU
XpaHEHUsI, KOMIIJIEKTOBAHUSI, YU€Ta U UCIIOJIb30BaHUS apXUBHBIX JOKYMEHTOB B apXHUBE IIKOJIBI.
5.2. JlaBaTh pa3bsSCHEHUS U PEKOMEHJAIMH 10 BOMPOCAM, BXOJAIIUM B KOMIIETEHIIMIO apXHUBa
IIKOJTBI.

5.3. [IpuuMmaTh yyacTue B 3acCe€aHUAX HKCIEPTHON KOMHUCCUU ILKOJBI, a TAKXKE B SKCIEPTHO-
MPOBEPOYHONM KOMHCCHH YIOJIHOMOYEHHOI'O OpraHa WCIOJHHUTEILHONH BIACTH CyOBEKTa
Poccuiickoit @enepanuu B chepe apXUBHOTO Jieiia.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHPOBAHKE APXHUBA
6.1. HaznaucHHOE IpUKA30M AUPEKTOPA IIKOJIbI JIMIIO, OTBETCTBEHHOE 33 BEJICHUE apXuBa, HECET
IEPCOHATBLHYIO OTBETCTBEHHOCTD 34

* BBINIOJIHEHHWE BO3JIOKEHHBIX HA apXWB 3a7ad U (QYHKOHA B COOTBETCTBHH C
JEHCTBYIOLIMM 3aKOHOAAaTeIbcTBOM Poccuiickoit denepaiuu;

* OpraHu3anuio padOThl apXWBa, CBOCBPEMEHHOE W KBATU(HUIIMPOBAHHOC BBIOJHCHUC
MIPUKA30B, PACHOPSIKEHHM, MOPYYEHUN BBIMIECTOALIETO PYKOBOJCTBA, JEHCTBYIOIIUX
HOPMAaTUBHO-TIPABOBBIX aKTOB [0 CBOEMY MPOQIITIO JIEATEIHHOCTH;

* panuoHadbHOe U A(G(EKTUBHOE HCIIONB30BAHUE MATEpUATbHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

* COCTOSIHHME TPYJOBOW M MCIOJIHHUTENHCKON AUCIMILTUHBI B apXUBE, BBHIIOJIHEHHUE CBOUX
(byHKIMOHATBHBIX 0053aHHOCTEIH;

* cOOMIOJIeHUE TPaBUJ BHYTPEHHETO pPAcloOpsiiKa, CAHUTAPHO-MPOTUBOIMUIEMUIECKOTO
pexuMa, MPOTUBOIIOKAPHON OE30MTACHOCTH M TEXHUKH 0€30MaCHOCTH;

* BelEeHUE JOKYMEHTAIMH, NMPEAYCMOTPEHHON NEHCTBYIOIIMMU HOPMATHUBHO-TPABOBBIMHU
JIOKYMEHTaMU;

* MPEAOCTaBJICHHE B YCTAHOBICHHOM TMOPSAKE TOCTOBEPHOM CTATUCTHYECKOW M WHOU
“H(pOpMaIIUU O JAESITEILHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pabOTE B YCIOBUAX YPE3BBIYANHBIX CUTYAIIUH.

6.2. OTBEeTCTBEHHBIC 3a BEJICHUE JCIOMPON3BOICTBA, MTOJATOTOBKY H MPEACTABICHUE JOKYMEHTOB
Ha XpaHEHHE B ApXUB, HA3HAYAIOTCS JUPEKTOPOM IIKOJIBI.
6.3. KOHTpOJIb 1eATeTbHOCTH apXUBa OCYIIECTRBIISET TUPEKTOP IIKOJIBI.

7. KommiekToBaHue apxuBa

7.1. IloaroroBka JOKyMEHTOB K Iepelade B apXMB IIKOJbI BKJIIOYAET 3KCIEPTU3Y HAyYHOH M
NPaKTUYECKON IIEHHOCTH IOKYMEHTOB, 0(hOpPMIICHHUE JIE)T, COCTABIICHUE OTIHCH.

7.2. DKcnepTu3a eHHOCTH JI0OKYMEHTOB.

7.2.1. Dxcnepmusza yenHocmu OOKYMeHmMO8 — ONPEICICHUE IICHHOCTH JOKYMEHTOB C IICNIBIO
0TOOpa UX Ha XpaHEHHE U YCTAaHOBJIEHUE CPOKOB XpaHEHMsI. DKCIEPTU3Y LIEHHOCTU JOKYMEHTOB B
00pa3oBaTeNbHOW OPTaHU3aIH OCYIIECTBIISIET MIOCTOSHHO ACHCTBYIOMIAs SKCIIEPTHAS KOMUACCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HA4YaeTCsl IPUKA30M JUPEKTopa LIKOJbl. B coctaB DkcnepTHOiM
KOMFCCHH BKITIOYAIOT HE MEHEE TPeX COTPYAHUKOB, B TOM YHCIIE B 00S3aTEILHOM IOPSIKE JIHIIO,
OTBETCTBEHHOE 3a BeJ€HHE apXuBa IIKOJIbl, U JUPEKTOpP MYHHIMIIAIBHOTO apxuBa (10
coryacoBanuio). CekperapeM DKCIIEPTHOW KOMHCCHH Ha3HA4alOT CEeKpeTapsi oO0pa3oBaTeIbHOMN
OpraHu3aiy. DKCIepTHas KOMUCCHS Ha 3acelaHUsIX pacCMaTpUBACT: HOMEHKIIATYPY A€ IIKOJIbI,
OIIHCH JIEJT TIOCTOSTHHOTO XPAaHEHHsI U 10 JJMYHOMY COCTaBY, aKThl HA JJOKYMEHTHI, BBIJEIISIEMbIE K
YHUYTOKEHUIO.

7.3. Odopmitenue nen

7.3.1. [lena moCTOSHHOTO XpaHEHUsS MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpPOBBIMH HHUTKAMHU.
JIucTel HYMEpPYIOTCS B TIPAaBOM BEPXHEM YTy MPOCTHIM KapaHgamom. KoJu4ecTBO IIMCTOB B
KaXJIOM Jiesie He JOJDKHO mpeBblmath 250. B koHIe nena Ha OTAENbHOM JIUCTE COCTaBIISIETCS
3aBepUTEIIbHAS HAIINCH.

7.3.2. Ha o00noxke el IMOCTOSIHHOTO XPaHEHHUsS IOJDKHBI OBITh IMPOCTABICHBI CIEIYIOLIHE




PEKBU3UTHI:  TOJHOE  HAWMEHOBAaHUE  BBIIIECTOSAIICH  OpraHU3allil,  HaWMEHOBaHHE
0o0pa3zoBaTenbHONW OpraHW3aldyd, HoMep (WMHIEKC) Jena 10 HOMEHKJAType, 3arojioBOK Jelna,
KOJINYECTBO JIMCTOB, CPOK XPAHEHHUSI MM OTMETKA «XPaHUTh IOCTOSHHO», HOMEp (OH[a, OIHCH,
Jena.

7.3.3. Ilo OKOHYaHUU AETONPOU3BOACTBEHHOIO Toa B 0(hOpMIICHHBIE 0OJI0KKH €71 TOCTOSTHHOTO
XpaHeHHUs  BHOCATCA  HEOOXOAMMBIE  YTOYHEHHUS: B  3aroJIOBKM  [JeJl,  COJEp KalUX
pacrnopsiAMTENbHbIE JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIBI), BHOCSTCS HOMEpA; €CIu JIEeJI0 C
HEPENUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B K&XK/IOM TOME YKa3bIBAa€TCsl KOPPECIIOHAEHT, aBTOpP,
TEeppUTOpUs, APyrue AaHHblE. B KaxaoM ToMe ykas3blBaeTcs Aara (4Mciio, Mecsl, ToJ) Hadajaa u
OKOHYaHHUs JIaHHOTO ToMma. TouHble AaThl MPOCTABISAIOTCS Ha OOJOXKKaxX Ui ObICTPOro MOHCKa
JOKYMEHTOB B TIOCIEIYIOUIEM; M3 3aBEPUTEIHHOM HAANUCH Ha OOJOXKKY Jiela BBIHOCHUTCS
KOJINYECTBO JIMCTOB B JIEJIE.

7.3.4. Haanucu Ha O0ONMOXKKax JeJ IMOCTOSIHHOTO M JOJITOBPEMEHHOTO XPAaHEHUsS CIIEAyeT
HPOU3BOUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. JIns ydera KOJIMYECTBA JIUCTOB B Jiel€ M (PUKCAlMM OCOOCHHOCTEH HMX HyMepaluu Ha
OTJICJIbHOM JIUCTE COCTABIISETCS 3aBEPUTENbHASL HAITUCh.

7.3.6. B 3aBepuTeNbHON HAANKCH YKA3bIBACTCS KOJIUYECTBO JIMCTOB (IM(pamMu W MPOMHUCHIO) B
nene. 3aBepuTeNbHAs HAANUCh MOJIMCHIBAETCS COCTABUTENEM C yKa3aHMEM €ro JOJKHOCTH U
JIaThbl COCTABJICHUSI.

7.3.7. BHyTpeHHSs ONUCh COCTABISETCA K JAejaM IMOCTOSHHOTO U JI0JroBpeMeHHoro (cBbime 10
JIET) CPOKa XpaHEHUs, CPOPMHUPOBAHHBIM 10 PA3HOBUIAHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpbIBaIOT KOHKPETHOE COJIEpKAHUE TIOKYMEHTOB (0c000 LIEHHbIE, TUYHBIE JIeN1a U JIp.).

7.4. Onucanue JOKYMEHTOB IIOCTOSIHHOTO CPOKA XPAHEHHUSL.

7.4.1. Onucu COCTaBIAIOTCA pa3/ielbHO Ha Jeja IOCTOSHHOIO XpaHEHUs 10 OCHOBHOM
JESTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.4.2. OnycH CoCTaBISIOTCA JEIOIPOU3BOIUTEIIEM.

7.4.3. Onuch BeseTcs B €IMHOM BaJIOBOM HyMepalluu B TEUEHNE HECKOJIBKHX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XpaHEHHUs COCTABIIAETCS aKT 00 YHUUTOXKEHUH.

7.4.5. Ilo oKOHYaHUM JI€IONPOU3BOJICTBEHHOTO IoJla B IIKOJIE MPOU3BOAUTCS OTOOpP JOKYMEHTOB
IIOCTOSIHHOTO CPOKa XpaHEHHUs JUIsl BKIFOUEHHS UX B ONUCh. ONMCh COCTOUT U3 TOAOBBIX Pa3feiioB,
BHYTpH TOJia JieJla pacrojararTcs Mo CTENEeHW 3HaAYMMOCTH C YYE€TOM HOMHHAJIBHOTO NMPUHIUIA
(B COOTBETCTBUH C HOMEHKJIATYPOU IIIKOJIbI).

7.4.6. Onmucu COCTaBISIIOTCSL Ppa3/ieIbHO Ha Jefla IOCTOSHHOIO XpaHEHHUsS 110 OCHOBHOM
NeSITeIbHOCTH U Ha Jiefia 110 IMYHOMY COCTaBY.

7.4.7. OnvcH COCTaBIISAIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOTO XpaHeHUs! 0(hOPMIISIFOTCS YIIPOLIEHHO: OHU HE MOJIIINBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCs, YTOUHEHHE Ha 00JI0’KKAaX HE MPOU3BOJUTCS, ONKCU Ha JIeJla HE COCTaBIIAIOTCS,
y4eT BEAETCA 110 HOMEHKIIATYpe Jel.

8. Yci10BUSI XpaHEeHHs JOKYMEHTOB apXuBa

8.1. JIokyMeHTBI apXHBa XPaHATCS B apXUBOXPAHWIUIIE TITIKOJIBI.

8.2. He nomyckaercst pa3MelleHne apXyuBa B MOABAIBHBIX U YePIaYHbIX TOMEIIEHUSIX [IKOJIBL.
8.3. ApXHMBOXpaHHJIHIIE JODKHO OBITh yJAIIEHO OT JIAOOPaTOPHBIX, MPOU3BOJCTBEHHBIX, OBITOBBIX
MOMEIIEHUH U He UMETh OOIIMX C HUMU BEHTHJISILIMOHHBIX KaHAJIOB. APXUBOXPaHUJIUILE OTJEINAETCS
OT COCEIHHUX IOMEIEHUH HECrOopaeMbIMH CTEHAMH WM MEPEKPBITUAMU C MpeiesiaMi OTHECTOMKOCTH
HE MeHee JBYX 4acoB. B apxuBoxXpaHWIHMIIE HE JOMYyCKaeTcs MpOKJIaaka TpyO BOJOCHAOXKEHHS U
KaHaJN3aluH, TEXHOJOTHUYECKHE UIH ObITOBBIE BHIBO/IBI BOJIBI.
8.4. ApXMBOXpaHMJMILE JODKHO HUMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO BEHTHIIALMIO,
o0ecrevynBaroIyI0 PeUPKYISIIHIO BO3AyXa, CTAOUIBHOCTD TEMIIEPATYPHO-BIAKHOCTHOTO pEeXKUMa.
8.5. Bce moctynatromue B apXHMB IMIKOJBl JOKYMEHTHI pa3MELIaloTCs B apXMBOXPAHWIMIIAX Ha
CTALlMOHAPHBIX W/WIH MEPEABMKHBIX METAUIMYECKUX CTEJUIaKaX, B METAJUIMYECKMX MIKadax WIn
KOHTEHHEpax.



8.6. Cremnaxu MOJKHBI OBITh YCTAHOBIICHBI TIEPIICHIUKYISIPHO CTEHAM C OKOHHBIMHU MPOEMaMHU, a B
MOMEIICHUU 03 OKOH - C YY4E€TOM OCOOCHHOCTEH momerneHus U odopynoBaHus. He momyckaercs
pa3MeIIeHne CTeIIaKeH BINIOTHYIO K HAPYKHBIM CTCHAM 3/IaHUS U K UCTOYHHUKAM TEIlIa.
8.7. PaccranHoBka cre/aked M 1IKaQOB OCYHIECTBIAETCS B COOTBETCTBUU CO CIEAYIOUIUMU
TpeOOBAHUSIMU:

*  pacCTOSHUE MEXKIY psAIaMU CTeuTaked (TJaBHBIN poxoxd) — He MeHee 120 cwm;

* paccrosinue (Ipoxo0/1) MEXAy CTeIaKaMU — HE MeHee 75 cM;

* paccTosiHUE MEXIYy Hapy>KHOM CTEHOM 3[1aHUsS U CTeJUIaKaMH, NapauleIbHBIMU CTEeHE — He

MeHee 75 cMm;
*  paccTosiHUE MEX]y CTEHOM U TOPLOM cTesliaxa uiy 1mkada (06xon) — He MeHee 45 cM;
* paccTosiHME MEXIy IMOJOM W HWXKHEHW Moyikoi cremaxa (mkada) — He MeHee 15 cMm, B
LIOKOJIBHBIX ATaxkax — He MeHee 30 cm.
8.8. IlporuBOmOXapHBI pEeKUM B 3JaHHUSIX, TJ€ pa3MEIIaeTcs apXWB IIKOJIb, U B
apXMBOXpaHWINIIAX YCTAaHABIMBAETCA B COOTBETCTBUU ¢ [IpaBuiamMu mpOTUBOMOXKAPHOTO PEKKUMA B
Poccuiickoit @enepanuu ot 16 centsiOpst 2020 roma Nel1479.
8.9. ApxuBHBIE JOKYMEHTBI CIIeIyeT XpPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JICHCTBHS CBETa 00ECIIEYNBACTCS XPAHEHUEM JIOKYMEHTOB B KOPOOKax,
Mankax M neperJierax, B mkadax Wik Ha CTeJJIaKax 3aKphITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBCIICHUS B KHUTOXPAaHWIHINAX JODKEH COCTaBIATh He MeHee 100
JIFOKC.
8.12. B apXWMBOXpaHWIHIIE JJII XPAHCHHS JIOKYMEHTOB YCTaHABIMBAIOTCS CICAYIOIIME HMapaMeTphbl
TEMIEPATYPHO-BIAXKHOCTHOTO PeXKUMA:
* JUIA XpaHEHUs JOKYMEHTOB Ha OyMa)xHOM Hocutelne — temmeparypa 17-19°C, oTHocutenbHas
BIIQXKHOCTH Bo3ayxa — 50-55%.

8.13. TlomemeHusl apXuBa IIKOJBI JOJDKHBI COAEPIKATHCS B YHCTOTE, B YCIOBUSX, MCKIFOYAIOIIHX
BO3MOXXHOCTH MOSIBIICHUS TJIECEHU, HACEKOMBIX, TTBUITH.

9. 3ak/104NTe/IbHBIE M0JI0KEHUS

9.1. Hacrosimee IlonoxkeHne SBISETCS JIOKAIBHBIM HOPMATHBHBIM AaKTOM, NPHHUMAEeTCS Ha
OO6mem coOpaHnu paOOTHUKOB LIKOJBI U yTBEpXkAaeTcs (MO0 BBOAMUTCS B JEHCTBHE) MPUKA30M
JUPEKTOpa IIKOJbI.

9.2. Bce u3MeHeHMsI M JIOTOJIHEHMs, BHOCHMble B Hacrosiiee Ilonoxenue, ohopmisiiorcs B
NUCbMEHHOW (opMe B COOTBETCTBMM JIEHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
®denepanuu.

9.3. IMonoxenne 00 apXwWBe IIKOJIBI MPUHUMAETCS HAa HEONPENEICHHBI CpOK. V3MeHeHus u
nononHeHus K IlonokeHuio MpuUHMMAIOTCS B MOpsAKE, MpeaycMoTpeHHoM 1.9.1. HacTosiero
[TomoxxeHus.

9.4. Tlocne mpunsatus IlonoxeHuss (WM HM3MEHEHUH W JONOJHEHUH OTAENbHBIX ITYHKTOB H
pa3/iesioB) B HOBOM peAaKkuu Npeblaylias peakiyus aBTOMaTUYECKN yTPaunBaeT CUITy.
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