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1. O0mme noJ10KeHust
1.1. Hacrosmee [lonoxenue pazpabotano Ha ocHoBaHUU [IpuMepHOT0 MOI0KEHUS
00 apxuBe OpraHu3aluu, yTBEpXkIAeHHOro mnpukazom DenepanbHOro apXWBHOTO
arenrcTBa Ne 42 ot 11 anpens 2018 rona, B coorBercTBrM ¢ DenepanbHbIM 3aKOHOM
No 273-®3 ot 29.12.2012 roma «O06 ob6pazoBannu B Poccuiickori denepanun»,
[Tpukazom Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep)aeHUN TTPaBUIl
OpraHu3alMyd XPaHEHUs, KOMIUIEKTOBaHUS, y4yeTa M HUCIIOJIb30BaHUSI JOKYMEHTOB
ApxuBHoro (onnma Poccmiickoit denepanuu U APYyrux apXUBHBIX JOKYMEHTOB B
opraHax TOCYJapCTBEHHOM BJIAacTH, OpraHax MECTHOTO CaMOyIpaBJi€HUS U
opranuzamusax», Ycraom MbBOY «Anmarockas COIL um. B.T. ManuHoBcKOro»
(manee — mrkoa, 001Ie00pa3oBaTEIbHAS OPTAaHU3AIINS).

1.2. Jlamnoe IlomokeHme omnpenenser COCTaB JOKYMEHTOB  apXWBa
o01reo0Opa3oBaTeIbHON OpraHu3alid M YCJIOBHMS WX XpaHEHUs, YCTaHaBIIMBAET
3alauyd, Ha3HAyeHWEe MW  (QYHKIUUA MIKOJBHOTO apXWBa, pErVIAMEHTHPYET
JEeATEeNbHOCTD JIMIIA, OTBETCTBEHHOIO 32 BEJICHUE apXHBa.

1.3. JIOKyMEHTBI WIKOJIbI, UMEIOIIUE HCTOPUYECKOE, KYJIbTYpPHOE, Hay4dHOE,
COIIMAJIbHOE, OSKOHOMHMYECKOE M  MOJUTHYECKOE  3HAYEHUE, COCTaBISIOT
rOCyapCTBEHHYIO 4YacTh ApxuBHOTO (GoHma Poccuiickoit deneparuu, SBASIOTCS
COOCTBEHHOCTBIO TOCyJapcTBa W  IMOJJIEKAT TIOCTOSHHOMY  XPaHEHUIO B
rocyJapcTBeHHbIX apxuBax Poccuiickon @enepaunun. Jo nepemaum  Ha
rOCyJJapCTBEHHOE XpAaHEHUE JAHHbIE JOKYMEHTbl BPEMEHHO XpaHATCA B
o011eo0pa3oBaTeNbHON OpraHU3allvu.

1.4. B mxone nns xpaHeHHs JOKyMeHTOB ApxuBHOro ¢ouma Poccuiickoi
denepaui M 3aKOHYEHHBIX JEJOMPOU3BOACTBOM JIOKYMEHTOB IPAKTUYECKOTO
Ha3HAUCHHUS, UX OTOOpa, ydeTa, WCIOJIb30BaHUS M TMOATOTOBKM K Tepeaade Ha
roCyJJapCTBEHHOE XPAHEHHE CO3JAETCS apXUB.

1.5. ApxuB co3gaeTcs Kak CaMOCTOSATENIbHOE MOApa3eieHue, BO3IIABIIEMOE
JIMLIOM, OTBETCTBEHHBIM 3a BEJEHUE apXUBA COMIACHO MPHUKA3y TUPEKTOPA LIKOJIBI.

1.6. Illxoma  oOecrieyuBaeT  apXuMB  HEOOXOJAMMBIM  TOMEIICHHUEM,
000pyIOBaHUEM U KaJ[pamHu.

1.7. O6meoOpa3oBaTenbHasi OpraHu3alus 00eCreYMBaeT COXPAHHOCTb, YYET,
oTOOp, YMHOPSJOUYEHHE W UCIOJIb30BAaHUE JIOKYMEHTOB ApXHBHOTO (oHIa
Poccuiickoit ®eneparuu, o0pa3yromuxcs B ero jAesreabHocTd. (OOecrieunBacT
CBOEBPEMEHHYIO Iepe/lavy 3THUX JJOKYMEHTOB Ha TOCYJJaPCTBEHHOE XPaHEHHE.

1.8. Bce paboThl, cBsI3aHHBIE ¢ MOJATOTOBKOM, TPAaHCIIOPTUPOBKOM U mepenayeit
ApXUBHBIX JIOKYMEHTOB, IIPOU3BOJISTCS CHJIAMH U 32 CUET IITKOJIBI.

1.9. 3a yrpaty um mopuy mgokymeHTOoB ApxuBHOro ¢onma Poccuiickoit
denepaluu T1OTAKHOCTHBIE JIMIA IIKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JICUCTBYIOIIUM 3aKOHOAATEIBCTBOM.



1.11. UIkonpHBIM apxuB pabOTaeT CoOrJacHO IUIaHY, YTBEPKIAeMOMY
JTUPEKTOPOM 00111e00pa30BaTeIbHON OpTraHU3alMK, U OTYUTHIBACTCS TIEpE]l HUM B
CBOEH pabore.

1.12. KoHTpOJIb AEATEIBHOCTH apXHBa OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

2. CocTaB 10KyMEHTOB apXuBa
2.1. B IKOJbHBIN apXUB IMOCTYIIAOT:

* 3aKOHYCHHBIC JEJIONPOU3BOJACTBOM IIKOJIBI JIOKYMEHTHI IMOCTOSHHOI'O
XpaHEeHHs, O00pa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX TMOJApa3/IeIcHuH,
JIOKyMEHTBI BpeMeHHoro (cBeimie 10 JeT) cpoka XpaHEHUs, HEOOXOAWMBbIC B
MPAKTUIECKON JESITEIbHOCTH, TOKYMEHTHI TI0 KaJpaM U 00yJaroIuMcCs;

* JIOKYMEHThI TOCTOSIHHOTO XPaHEHHS U MO JIMYHOMY COCTaBY OpraHHU3allUii-
MPEAIIECTBEHHUKOB;

* Ju4HbIC (POHIBI BEAYIINX PAOOTHUKOB IIKOJIBI, TOCTYNHBIINE B APXUB;

* CchykeOHbIE U BEJIOMCTBEHHbBIC U3/IaHUS,

* COPaBOYHO-IIOMCKOBBIE CPEJCTBA K JIOKYMEHTAM M YUYETHBIE JIOKYMEHTBI
ApxuBa MKOJIBI.

2.2. Cpoku xXpaHEHUs JIOKYMEHTOB B apXuBe 00pa30BaTelbHOW OpraHu3alvu
ONPEIENSIOTCA COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKIACHHOW HOMEHKIIAType Je.

3. 3amayu apxuBa
3.1. OCHOBHBIMH 3aJITa4aMHU aAPXWBaA ABJISTFOTCS:

3.1.1. Opra"uzainus XpaHEHUs JIOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPEH
paznenoM 2 Hacrosiuero [lonoxenus.
3.1.2. KomiuiektoBanme  apxumBa  JOKYMEHTaMH, o0pa3oBaBIIUMHCS B
NEATENBHOCTHU IIKOJIBI.
3.1.3. VYuer, oOecrneuyeHne COXPAHHOCTH, CO3JIJaHHE HAYYHO-CIPABOYHOIO
amnmapara.
3.1.4. Hcnosb30BaHus TOKYMEHTOB, HAXOAIIUXCS HA XPAHCHUU B APXUBE LIKOJIBL.
3.1.5. TloaroroBka M CBOEBpPEMEHHas Iepefada JOKYMEHTOB ApXUBHOTO (hoHAa
Poccuiickoii  @enepanmn  Ha IOCTOSHHOE XpaHEHHWE B T'OCYNAPCTBEHHBIN
(MyHHLIMIIQJIBHBIN) apXUB.
3.1.6. Meroguyeckoe pPYKOBOJACTBO UM KOHTpPOJb 32 (OPMUPOBAHUEM H
o(popMIIEHHEM JIe B JEIONPOU3BOACTBE LIKOJIbI 1 CBOEBPEMEHHOM Mepenauei ux B
apXuB 00pa30BaTeIbHON OpraHU3alMH.

4. DyHKIIUU APXUBA

B COOTBETCTBHH € BO3I0KEHHBIMY 33/1a4aMH APXUB OCYIIECTBIISIET CIEAYIONINE

QIQYHK[[I/II/II

4.1. OpranusyeT npueM JOKYMEHTOB MOCTOSHHOTO U BpeMEHHBIX (cBbIme 10
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JET) CpPOKOB XpaHEHWs, B TOM UHCIE MO KaapaM © OOydYarouuMmcs,
00pa3oBaBIIUXCA B JCATCIBHOCTH IIKOJIBI, B COOTBETCTBUU C YTBEPKICHHBIM
rpadukom.

4.2. ObOecneynBaeT COXPAaHHOCTb W BEAET YYET JOKYMEHTOB U (hOHIOB,
HAXOJSIIMUXCS HAa XPAaHEHUH B apXuBe 00111e00pa30BaTeIbHON OpraHu3aIuu.

4.3. IlpencraBnsier B rOCyJapCTBEHHBIN (MYHUUUINAIbHBINA) apXUB YUYETHBIC
cBelleHHs 00 o0OBeMe M COCTaBe XPAHSIIUXCS B apXMBE IIKOJBI JTOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit denepanuu U APYyrux apXuBHBIX JOKYMEHTOB B
COOTBETCTBUM C MOPSIAKOM TOCYJApCTBEHHOTO YueTa JOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoit @enepanuu.

4.4. CucreMaTtu3upyer U pa3MelaeT JOKYMEHTBI, HOCTYIAIONINE HA XPAHEHUE
B ILKOJIbHBIM apXHWB, OOpa30BaBIIMECS B XOJ€ OCYILIECTBICHHUS JE€ATEIIbHOCTH
IIKOJIBI.

4.5. PaspabateiBacT rpaduKu TPEJCTABICHUS OINMUCEH HA PACCMOTPEHUE
AKCIIEPTHO-MIPOBEPOYHON KOMHUCCHH M TIepeAadud JOKyMEHTOB ApXUBHOTO (oHIa
P® Ha xpaHeHuE B rocyJapCTBEHHbIN (MYHUIIUTIATbHBIN) apXUB.

4.6. OCylIeCTBIISIET TOATOTOBKY M IPEACTABIISIET:

* Ha pacCMOTPEHUE U COIJIACOBAHUE HKCIEPTHOW KOMHUCCHUU LIKOJbI OMUCH
JIe1 TOCTOSIHHOTO XpaHEHHUsI, BpeMEHHBIX (CBbIlIe 10 1eT) CpOKOB XpaHEHHUs], B TOM
YHCe MO KaJpaM M oOydYaroluMCs, a TaKXKe aKThl O BBIJCICHUU K YHUUTOXCHUIO
apXUBHBIX IOKYMEHTOB, HE MOJUISKAIINX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX MTOBPEKICHUSAX aPXUBHBIX IOKYMEHTOB;

* Ha yTBEPXKIEHUE HKCHEPTHO-NPOBEPOYHON KOMHUCCUU YHOJIHOMOYEHHOI'O
opraHa WCIOJHHUTEIbHOW Biactu cyobekta Poccuiickoit denepanuu B chepe
apxuBHoro aena (ganee - OIIK apXuBHOTO yupexJeHHs) ONMUCH JIeJI TIOCTOSIHHOTO
XpaHEHUS;

« Ha cornacoBanue OIIK apxuBHOro yupexnenus cyoOwbekra Poccuiickoi
Oenepaunn  (MyHULIMNAIBHOTO  apxuBa), B  cllydae  HaJEJEHUS  €ro
COOTBETCTBYIOILMMU ITOJTHOMOYHUSAMHU, OIKMCH JEJI I10 TUYHOMY COCTaBY;

« Ha cormacoBanne OIIK apxuBHOro yupexnenus cyOnekra Poccuiickoi
®denepauyn  (MYHULUIIAJBHOIO  apXuBa), B  CIy4ae  HAJAEJIEHHS  €ro
COOTBETCTBYIOIIMMH TOJHOMOYMSIMHU, aKThl 00 yTpare JOKYMEHTOB, AaKThl O
HEUCIPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

* Ha yTBEpXKJEHUE IUPEKTOPY IIKOJbl OMUCU JI€J MOCTOSIHHOTO XpaHEHUS,
ONMCH BpPEMEHHBIX (cBbilIe 10 JI€T) CPOKOB XpaHEHHs, B TOM YUCIIE€ OMHUCH 1] 110
KaJpaM W OOy4YalolmuMMCs, aKThl O BBIJICICHUH K YHUYTOXKCHHUIO apXHBHBIX
JIOKYMEHTOB, HE MOAJIEXKAIINX XPaHEHUIO0, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCIPAaBUMBIX  MOBPEKJICHUSAX  APXMUBHBIX  JIOKYMEHTOB,  yTBEPKJICHHBIC
(cornacoBannbie) DIIK umm rocynapcTBEHHbIM apXMBOM cyObekTa Poccuiickoit
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@enepaunn  (MyHUIUIAIBHBIM ~ apXWBOM) B Cllydae  HaJIeJICHUS  €ro
COOTBETCTBYIOIIMMHU MOJIHOMOYHSIMH.

4.7. Opranusyer mnepefady ITOKyMeHTOB ApxuBHoro ¢ounaa Poccutickoii
denepalu Ha TMOCTOSHHOE XpaHEHHE B TOCYAapCTBEHHBINM (MyHUIIUIIAIbHBIN)
apXHuB.

4.8. Opranu3yer U NPOBOJUT SKCIEPTU3Y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBbie 10 51eT) CpOKOB XpaHEHUS, HAXOASIIUXCS HA XPAaHEHUU B apXUBE IIKOJIbI B
eJasx OTOOpa JOKYMEHTOB [Jisi BKIIOYEHHS B cocTaB ApxuBHOro (Qonmaa
Poccuiickont ®denepanuy, a TakkKe BbISBICHUS JOKYMEHTOB, HE MOJJIEKAIINX
JAJIbHEUIIEMY XPAHEHHIO.

4.9. YyacTtByeT B paboTe SKCHEPTHON KOMUCCHH.

4.10. IIpoBoAUT MEpPOMPUITHS MO OOECICUEHUIO COXPAHHOCTU JIOKYMEHTOB,
HaxXOJALIMXCS HA XpPaHEHUH B apXUBE.

4.11. Opranusyet nuaGOpMUPOBaAHUE AIMUHUCTPAIIUU U PAOOTHUKOB IIKOJIBI O
COCTaBE U COJAEPHKAHUU JOKYMEHTOB apXuBa.

4.12. HWudopMupyeT mONB30BATEICH TO BOMPOCAM MECTOHAXOXKICHHUS
apXUBHBIX JOKYMEHTOB.

4.13. OpranusyeT BblJjauy JOKYMEHTOB U A€ JJisl padOThl B YUUTEIbCKOU WIIN
BO BPEMEHHOE M0JIb30BaHUE.

4.14. HcnonuseT 3ampochl OpraHU3allMii U 3asBICHUS TpaxiaaH o0
YCTAHOBJIEHUH TPYAOBOTO CTa)»a W JPYTMM BOMNPOCaM COLMAIbHO-IIPABOBOTO
XapakTepa, B YCTAHOBJICEHHOM IMOPSJKE BbIIAET KOMUU JOKYMEHTOB M apXHBHBIE
CIIPaBKH.

4.15. Beaer ydeTr uCIONB30BaHUS JTOKYMEHTOB apxXxuBa 00pa30BaTEIbHOU
OpraHu3aluu.

4.16. Co3pmaer ¢GoHJ NOJIB30BaHMS AapXWBa IIKOJIbl M OPraHU3YyeT €ro
UCIIOJIb30BaHUE.

4.17. OcylecTBIsET BEACHUE CIIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM
IKOJIBHOTO apxuBa. Co37aeT, MOMOIHSAET U COBEPIIEHCTBYET HAYYHO-CIIPABOYHBII
anmnapar K XpaHsIIUMCS B apXUBE JIeJlaM U JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB [0 BOMpPOCAM apXMBHOTO Jiejia U
JEJI0NPOU3BOACTBA.

4.19. Oxa3pIBaCT METONYECKYIO HOMOIb:

e cayx0e Ienonpou3BOACTBA LIKOJbI B COCTABICHWU HOMEHKIATYphl eI,
dbopmupoBanuu U 0GOPMIICHUU JEJI, KOHTPOJIUPYET MPABUIBHOCTH (HOPMHUPOBAHUS
U ohopmIleHus A€l B A€TONPOU3BOICTBE;

* CTPYKTYPHBIM MOApAa3AENeHUsIM W paOOTHUKAM IIKOJBI B TOJArOTOBKE
JOKYMEHTOB K Ilepejaue B apXHB.

4.20. YyacTByeT B IPOBEICHUH MEPONPUATHIA 1O MOBBIIICHUIO KBaTU()UKAUU
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PaOOTHUKOB apXWBa U CIY>KOBI JIETOMPON3BOICTBA 00pa30BATEIHLHON OpraHU3aIlNU.

5. IlpaBa apxuBa

s 6binoNHeHUs B03NI0HCEHHBIX 3A0ay U QYHKYUU JTUYO, OMEEMCMEeHHoe 3d
apxus, umeem npaego:

5.1. IlpencraBisiTb HAUPEKTOPY, NPEIIOKEHUS IO COBEPIIEHCTBOBAHUIO
OpraHu3allid XPaHEHWsS, KOMIUIEKTOBAHHUS, Y4€Ta M HCIOJIb30BAaHUS APXUBHBIX
JOKYMEHTOB B apXUBE IIKOJIBI.

5.2. KoHTponIMpoBaTh BBHIMOJHEHHUE YCTAHOBJICHHBIX TPABUI PabOTHI C
JOKYMEHTaMU B CTPYKTYPHBIX NOJIPA3IEIEHUSAX IKOJIbI.

5.3. 3anpammBaTh OT CTPYKTYPHBIX MOAPA3ACICHUA U PaOOTHUKOB IIKOJIBI
CBEJIEHUs1, HEOOXOIUMBbIE NIl pabOThI apXUBA, C YUYETOM O0ECIEUEHHUs BBIIIOJHEHHUS
BCEX BO3JI0’KEHHBIX Ha apXHB 3374 U (PYHKIUH.

5.4. JlaBaTh pa3bsCHEHHUS M PEKOMEHJAIMU IO BOIPOCAM, BXOMSIIUM B
KOMIIETEHIIUIO apX1Ba IIKOJIBI.

5.5. HWadopmupoBaTh  CTPYKTypHBIE  TOApPA3JAEICHUS  IIKOJBI O
HEO0OXOIMMOCTH TMepeaaur TOKyMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM
rpapuKOM.

5.6. IlpuHumaTe yyacTM€ B  3aC€JaHUAX OKCIEPTHOM  KOMHUCCHUHU
00111e00pa30BaTEeIbHON  OpraHu3allii, a TaKXke B JIKCHEPTHO-MPOBEPOUHOM
KOMUCCHUU  YIOJHOMOYEHHOI'O OpraHa HCIHOJHUTEIbHOM BJacTH CyOBeKTa
Poccuiickoit @eneparuu B chepe apXUuBHOTO Jea.

6. OTBeTCTBEHHOCTDH 32 (PYHKIIMOHUPOBAHUE APXUBA
6.1. HasmauyeHHOE MNPHUKA30M JIMPEKTOpPA IIKOJLI JIMIIO, OTBETCTBEHHOE 3a

BCACHUC apXHBa, HCCECT NNCPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBINTOJIHCHHE BO3JIOKCHHBIX HAa apXWB 337a4 U (DYHKIIMH B COOTBETCTBUU C
JEUCTBYIOIIMM 3aKkoHOAaTenbCcTBOM Poccuiickon denepanuu;

e opraHuzanuio padoThl apXWBa, CBOEBPEMEHHOE W KBATH(HUIIMPOBAHHOE
BBITIOJIHEHUE TIPHUKA30B, PACIIOPSHKEHUH, MOPYUYEHUN BBIMIECTOSIIETO PYKOBOJICTBA,
JEHUCTBYIONTUX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQUITIO A TEIBHOCTH;

e pamuoHabHOE ®  A3(P(EKTUBHOE  WCIOIB30BAHUE  MaTEPHAIBHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;

* COCTOSIHME TPYJAOBOW ¥ WCIOJHUTEIHCKOW JUCIUIUIMHBI B apXHUBE,
BBITIOJIHEHHE CBOMX (YHKIIMOHATBHBIX 00S3aHHOCTEH;

* coOmoIeHNe IpaBuUII BHYTPEHHETO pacrnopsika, CaHUTapHO-
MPOTHUBOAUIEMUYECKOTO PEXUMA, MPOTUBOIOKAPHONU OE30MAaCHOCTH U TEXHUKH
0e301acHOCTH;

* BEJCHUEC JOKYMEHTAIMH, MTPEIYCMOTPEHHON NEUCTBYIOIIMMH HOPMATHBHO-
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IIPAaBOBBIMHU JIOKYMEHTAMU;

* MPEIOCTABJICHHE B YCTAHOBJIECHHOM IIOPSIKE JOCTOBEPHON CTaTUCTUYECKOU
¥ MHOM MH(POpPMAIUH O ACSITEIbHOCTH apXUBa;

* TOTOBHOCTb apXvBa K pabOTe B YCIOBUSAX YPE3BbIYANHBIX CUTyaLUH.

6.2. OTBETCTBEHHbIE 3a BEICHUE JIEJIONPOU3BOJICTBA, IMOATOTOBKY U
IIPEJCTABJICHUE JOKYMEHTOB Ha XPAaHEHUE B apXuB, HA3HAYAKOTCA IUPEKTOPOM
LIKOJIBL.

6.3. KOHTpoIb IEATENTBHOCTH apXUBa OCYIIECTBIIAET JUPEKTOP HIKOJIBI.

7. KoMIuieKToBaHHe apXuBa

7.1. TlomroroBka MJOKYMEHTOB K Tiepelade B apXuB 0O0pa3oBaTEIHHOM
OpraHW3allMd BKJIIOYACT OJKCIEPTU3y HAYYHOM U TMPAKTHYECKOW IIEHHOCTH
JOKYMEHTOB, 0(hOPMIICHHE JIE], COCTABIICHUE OIKCH.

7.2. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Oxcnepmusza yeHHOCmMU OOKYMEHMO8 — OIpEAeNieHne IIEHHOCTH
JIOKYMEHTOB C IEJIbI0 OTOOpA MX HA XPAHEHHE M YCTAHOBIIEHHWE CPOKOB XPaHECHHUS.
OKCIepTH3y  IIEHHOCTH  JOKYMEHTOB B  00Opa3oBaTelbHON  OpraHu3amuu
OCYIIECTBJISIET TOCTOSIHHO ACUCTBYIOIIAs IKCIIEPTHAS KOMUCCHSL.

7.2.2. Dxcnepmuas Komuccus Ha3HAYAETCS MPUKA30M JUPEKTOpa IIKOJIbL. B
COCTaB DKCIEPTHOW KOMHCCHHM BKJIIOYAIOT HE MEHEE TpPeX COTPYJHHKOB, B TOM
YHCIIe B 00s3aTEIIBHOM MOPSAKE JTUI0, OTBETCTBEHHOE 32 BEJCHUE apXHBa IIIKOJIbI, U
JUPEKTOp MYHUIIMIIAJBLHOTO apXxuBa (1Mo corjacoBaHuio). CekpetapeM DKCIEPTHOM
KOMUCCHUM Ha3HAYalOT CeKperapsi 00pa30BaTelIbHOW OpraHu3aiuu. OJKCIepTHas
KOMHUCCHS Ha 3aCeJaHUsX pacCMaTpUBACT: HOMEHKJIATYPY JIed IIKOJbI, OIMCH e
MOCTOSIHHOT'O XPAHEHHUS U 10 JINYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJICISIEMbIC
K YHUYTOXEHUIO.

7.3. Opopmienue nen

7.3.1. Jlena TOCTOSIHHOTO XPAaHEHUS TOJIIUBAIOTCS B TBEPAYIO OOJIOXKKY

CypOBbIMM HHUTKaMH. JIUCTBI HyMEpyIOTCS B MpaBOM BEPXHEM YIJIy MPOCTHIM
KapanjamoM. KoauuecTBo JUCTOB B KaXJ0OM JieJie He JOJKHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OTJEIbHOM JIMCTE COCTABISECTCS 3aBEPUTENIbHAS HAJIKCh.

7.3.2. Ha 00i0XKe Jen MOCTOSIHHOTO XPAaHEHHs JOJKHBI ObITh MPOCTABIIEHBI
CJICAYIOIINE PEKBU3UTHI: TOJIHOE HAUMEHOBAHUE BBIIIECCTOSAIICH OpraHU3alllH,
HaUMEHOBaHHUE OOpa30BaTEIbHONM OpraHu3aluv, HOMep (MHACKC) Jena o
HOMEHKJIaType, 3arojoBOK J€ja, KOJIUYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA
«XpaHUTh TIOCTOSIHHO», HOMEp (OH/Ia, OTIHCH, JIea.

7.3.3. [1o okoHYaHHH IETOTPOU3BOJICTBEHHOTO r0/1a B OPOPMIIEHHBIE O0IOKKH
JIEJT TIOCTOSTHHOTO XpaHEHUsI BHOCSTCS HEOOXOIUMbIE YTOUYHEHUS: B 3ar0JIOBKH JIeT,
COJIEpKAIUX PACHOPSIAUTENbHBIE JTOKYMEHTHI (MPUKA3bl, MPOTOKOJIbI), BHOCATCS
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HOMEpA; €CIIU JIEJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXKJJOM TOME
YKa3bIBa€TCsl KOPPECIIOHEHT, aBTOP, TEPPUTOPUS, IpyTHe JaHHbIE. B kaxaoMm Tome
yKa3bIBaeTcs JaTa (4uciio, Mecsil, ToJ) Hayaia ¥ OKOHYaHUs JJaHHOTo ToMa. TouHbIe
JaThl TMPOCTABIAIOTCS Ha OOJOXKKAaX s OBICTPOro IOMCKA JIOKYMEHTOB B
MOCJIEYIONIEM; U3 3aBEPUTENIbHOM HAAMUCH Ha OOJIOKKY Jejla BBIHOCHUTCS
KOJIMYECTBO JMCTOB B JIETIE.

7.3.4. Hapnucu Ha 00J0KKaX €I MOCTOSTHHOTO U JTOJITOBPEMEHHOTO XPaHECHUS
clieyeT NPOU3BOIUTH YETKO, CBETOCTOMKMMU YEPHUIAMMU.

7.3.5. lns y4eTa KOJIMYECTBA JHUCTOB B Jielie M (UKcaMK OCOOCHHOCTEH uX
HyMepallly Ha OTJEIbHOM JIUCTE COCTABIISAETCS 3aBEPUTEIbHAS HAJIIKCh.

7.3.6. B 3aBepuTenbHON HAJMUCU YKA3bIBAETCS KOJUYECTBO JUCTOB (IU(pamu
U TPOMNUCHI0) B Jeiie. 3aBepUTENIbHAsT HAJIUCh MOJAMKUCHIBAETCS COCTABUTEIEM C
yKa3aHUEM €ro JOKHOCTH U JaThl COCTaBICHUS.

7.3.7. BHyTpeHHSI1 ONKHCh COCTaBIsieTCA K JieJaM IOCTOSHHOTO |
nonroBpemeHHoro (ceimie 10 5et) cpoka XpaHeHHs, CHOPMHUPOBAHHBIM IIO
Pa3HOBHUJIHOCTSIM JIOKYMEHTOB, 3aroJOBKHM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE
coJiep)KaHHe JIOKYMEHTOB (0c000 IIeHHbIe, JIMYHBIC JIeIa U Ip. ).

7.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHEHUS.

7.4.1. Onucu cOCTaBIAOTCA PAa3[eiIbHO HA JENa MOCTOSHHOIO XPAaHEHUS I10
OCHOBHOM JEATEIBHOCTH U Ha JIEJIA 110 JIMYHOMY COCTaBY.

7.4.2. Onucy COCTaBJISAIOTCS I€JIONPOU3BOIUTEIIEM.

7.4.3. Onuce BeneTcs B €IUHOM BajJOBOM HyMEpAllMUd B TEUEHUE HECKOJIbKHUX
JIeT.

7.4.4. Ha pnena c HCTEKIIMM CPOKOM XpaHEHUS COCTaBIISIETCS akT 00
YHUUTOXEHUU.

7.4.5. Tlo oOKkOHYaHMHM JEJIONPOU3BOACTBEHHOrO Toja B 0Opa3oBaTEIbHOU
OpraHu3aliy MPOU3BOAUTCS OTOOP AOKYMEHTOB MOCTOSIHHOTO CPOKA XpaHEHUS IS
BKJIFOUEHMS UX B ONMCh. ONUCH COCTOWUT M3 TOJOBBIX Pa3leloB, BHYTPH roja Jena
pacrnoJiararoTcs M0 CTENEHW 3HAaYMMOCTH C YYE€TOM HOMHHAJIBHOIO NpUHOHNA (B
COOTBETCTBUH C HOMEHKJIATYpOi 00111e00pa3oBaTeIbHON OpraHU3aIiH).

7.4.6. Onucu COCTaBIAIOTCA Pa3lelIbHO Ha JieJla MOCTOSTHHOIO XPaHEHHs IO
OCHOBHOM JI€ATEIBHOCTH U Ha JIENIA 110 JIMYHOMY COCTaBY.

7.4.7. Onucy COCTaBIIIOTCA CEKPETAPEM.

7.5. Jlena BpeMEHHOro XpaHeHus OQOPMIIAIOTCS YIPOIIEHHO: OHU He

MNOAIIMBAIOTCA, JHUCTBI B HHX HC HYMCPYIOTCA, YTOUHCHHC Ha 00JI0KKaX He
IIPOU3BOAUTCA, OIIMCH HA ACJIa HC COCTABJIAINOTCA, YUYCT BCACTCA II0 HOMCHKIIATYPC
JACII.

8. YcioBusi XxpaHeHHsl JTOKYMEHTOB apXuBa
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8.1. JIOKyMEHTBI apxuBa XpaHATCS B apXUBOXPaHWIHILE
0011e00pa3oBaTeIbHON OpraHU3aIlNH.

8.2. He pomyckaercs pasMelleHUME apXuBa B IMOABAIBHBIX M YEpIAYHBIX
NOMEIICHUX [IKOJBI.

8.3. ApXMBOXpAaHWJIMILE JOJDKHO OBITh YJAl€HO OT JIabopaTOpHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX TIIOMEIIEHUH M HE HMMEThb OOIUX C HUMHU
BEHTWSILUOHHBIX ~ KaHAJIOB. ApPXMBOXPAaHWIMILE OTHEJSIETCS OT  COCEOHUX
NOMEIICHUI  HECrOpaeMbIMHU CTE€HAMU M MEPEKPBITHUSAMU C  IpEAesIaMH
OTHECTOMKOCTM HE MEHEee JBYX 4YacoB. B apXMBOXpaHWIHILE HE JOIyCKAeTCs
NpOKJIaJKa TPyO BOJOCHAOXKEHUS U KaHATU3aLUU, TEXHOJIOTUYECKUE WU OBITOBBIC
BBIBO/IbI BOIBI.

8.4. ApXMBOXpaHWUIULIE JOJHKHO UMETh €CTECTBEHHYIO WJIM HMCKYCCTBEHHYIO
BEHTWISALIMIO, OOECHEUMBAIOILYI0  PEUUPKYJSLUI0  BO3J1yXa, CTAOMIBHOCTD
TEMIIEPaTyPHO-BIAKHOCTHOTO PEKMMA.

8.5. Bce mocrynaroiue B apXxuB 00pa30BaTEbHONW OpPraHU3AIMH JTOKYMEHTHI
pa3MeIIalnTcsl B apXMBOXPAHWIMIIAX Ha CTAMOHAPHBIX W/WIM TMEepPeABHKHBIX
METANTMYECKHUX CTeJIaKax, B METANINYECKUX MIKadax Wi KOHTeHHepax.

8.6. Cremnaxku NOJKHBI OBITh YCTAHOBJIEHBI NEPHEHAMKYJISIPHO CTEHAM C
OKOHHBIMM TIPOE€MaMH, a B IOMENIEHUH 0€3 OKOH - C YYETOM OCOOEHHOCTEH
nomMenieHuss 1 oobopyaosanusa. He nomyckaercss pa3melieHue cTeuiaked BIUIOTHYIO
K Hapy>KHbIM CTE€HaM 3/1aHHS U K HICTOYHUKAM TeILa.

8.7. PaccraHoBka cremaxkeid M 1ikadoB OCYIIECTBISETCS B COOTBETCTBUU CO

CHENVIOIMMU TPEOOBAHUSIMMU

* pacCTOSHHE MEXIY psAlaMH CTeUIaXKel (rJIaBHbIA Mpoxoj) — He meHee 120
CM;

* paccrosHue (IPOXOa) MEXIY CTe/IakaMu — HE MeHee 75 cM;

* PpAacCTOSHME MEXJIy HapyKHOM CTEHOM 3JaHUs M  CTEJUIAKAMU,
IapajijIeJIbHBIMU CTEHE — HE MEHee 75 CcM;

* PpacCTOSIHME MEXIy CTEHOM W TOPIIOM CTeiUiaxka uiu mkada (006xom) — HE
MeHee 45 cm;

* PpAacCCTOSHHE MEXKJY II0JIOM M HWKHEH TOJIKOW cremtaxka (mkada) — He
MeHee 15 ¢M, B IIOKOJIBHBIX 3Takax — He MeHee 30 cMm.

8.8. IIpoTUBOIOXKAPHBIN PEKUM B 3AAHUSX, T/I€ PA3MEIIACTCA apXUB IIKOJIbI, U
B apXMBOXpPAaHWIHWILAX YCTaHABIMBAETCI B COOTBeTcTBUM ¢ I[lpaBmiamu
IPOTUBOIIOKApHOTO pexknuma B Poccuiickoit deneparuu ot 16 centsaops 2020 roga
Ne1479.

8.9. ApXHBHBIE JOKYMEHTHI CIEAYET XPAaHUTh B TEMHOTE.

8.10. 3ammTa TOKYMEHTOB OT JECUCTBUSI CBETa OOCCIECUYMBACTCS XPAHCHHEM
JIOKyMEHTOB B KOpOOKax, Mamkax W Tepemierax, B mkadax WIM Ha CTeUIakax
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3aKpBITOrO THIIA.

8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHUS B KHUTOXPaHWIUIIAX JOJIKEH
cocTaBlIsTh HEe MeHee 100 mrokc.

8.12. B apxmBOXpaHWIMIIEC JUIsI XpaHCHHS JOKYMEHTOB YCTAHABIMBAIOTCS

CICAYIOMMUEC MMapaMCTpPhbl TCMIICPATYPHO-BJIAXHOCTHOI'O PCKHUMA.

* VISl XpaHEHHs JOKyMEHTOB Ha OyMa)XHOM HocuTene — Temneparypa 17-19°C,
OTHOCHUTENbHAS BIAXKHOCTh Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxuBa 0O0Opa30BaTEIBHOM  OPTraHHU3AIUU  JOJKHBI
COZIEPKAThCS B YHCTOTE, B YCIOBHUAX, MCKIIOYAIONIMX BO3MOXKHOCTH TOSIBIICHUS
TJICCEHU, HACEKOMBIX, TIBLITH.

9. 3ak/Il0UHNTEIbHBbIE MOJI0OKEHUS

9.1. Hacrosimee IlonokeHue SIBISETCA JIOKAJIbHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcss Ha OOmeM coOpaHuU paOOTHHKOB IIKOJBI U yTBEpKIaeTcs (0o
BBOJIUTCS B JICHCTBUE) AUPEKTOPOM IIIKOJIBI.

9.2. Bce u3MeHeHHMsI U JOINOJHEHHUs, BHOCUMbIE B Hacrtosiuee [lonoxkenue,
opopMisitOTCST B TUCBMEHHOW (OpMe B  COOTBETCTBHH  JICHCTBYIOIIUM
3aKOHOJ1aTeNbCTBOM Poccuiickon denepanuu.

9.3. [lonoxenne 06 apxuBe 001IE00pPa30BATENBLHON OpraHNU3aluU TPUHUMACTCS
Ha Heomnpe/eeHHbINH cpok. M3Menenus u nononnenus k [lonoxxeHnto mpuHUMAaIOTCS
B MOpsIZIKE, MpeaycMoTpeHHoM 11.9.1. Hacrosmiero [lonoxenus.

9.4. ITocne npunatus [Tonoxenus (MM U3MEHEHUN U JIOTIOJHEHUN OTACIBHBIX
MYHKTOB U PAa3/eliOB) B HOBOM peNaKIMK MPEIbIIyIIasl peJakius aBTOMATHUYECKH
yTpauuBaeT CUTTY.
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