[IPUHSITO: YTBEPN’
Ha O01eM cobpannu paGoTHHKOR
MBOY COIII Ne 61 um. IL.E.JIanana

[Iporokon Ne 11 ot 14.09.2023r.

[Ipencenarens </ )Jlpaunnckas T.H. 9407 14.09.2023r.

[Tpuxa3z No

[osioxxenne 06 apxuse
MBOY COHI Ne 61 umenn akagemuka Ianreneiivona Edumorunua Jlagana

1. OGmme mosoKenus

I.1. Hacrosuee ITonoxenue paspaGoTano Ha ocHOBaHuK I [pumeproro nonosxenus
00 apXuBe OpraHu3alKy, YTBEPKICHHOrO npukazom denepaqbHOr0 apXUBHOTO areHTeTsa No 42
ot 11 anpens 2018 roxa, B cooTBETCTBHY € [lpukazom Munkyistypst Poccun or 31.03.2015 No
526 "O0 yTBep)KACHWH HpaBUI OpraHU3aliy XPaHCHHUS, KOMIUIEKTOBAHMS, YydeTa MU
HCTIONIL30BARMST IOKYMEHTOB APXHBHOTO (onna Poccuiickoit dexepauu u Apyrux apXUBHBIX
AOKYMCHTOB B OpraHax roOCy[IapCTBCHHOH BJACTH, OpraHaX MECTHOTO CAMOYIPABICHHS U
opranusaiusx”, ¥Yerapom o011eo6pa3oBaTebHol OpraHu3aum.

1.2, Januoe  Ilonmoxenume  ompenensier  cocras JIOKYMEHTOB ~ apXHBa
o0meo6pasoBaTe/IbHON  OpraHu3ali U YCJIOBHS HX XPaHCHHMs, YCTAHABIMBACT 3aJauH,
HasHAueHHEe M (YHKUMH INKOJNBHONO — apXWBA, PErNIAMEHTHPYET — JESTEeNLHOCTD LA,
OTBCTCTBCHHOIO 3a BCIACHME apXHBA B OPraHU3allMM, OCYLIECTRISIONIEH 00pasoBaTensbHyio
JIEATEIIbHOCTb.

1.3. B cBoeil jesrensnoct apxuB pykoBoJcTByeTcs (DejiepaibHbM 3aK0HOM No
125-®3 ot 22.10.2004 «OG apxuBHOM Jeie B Poccuiickoit Meneparmu» ¢ u3MeneHusMy na 14
wionst 2022 roja, HOPMATMBHBIME NpPaBOBBIMH akTamu Poccuiickoif ®dexeparnn, cyGnexra
Poccniickoit  ®exepanuu B cepe apXHBHONO Jiela M JEJONPOM3BOACTBA, JIOKAJIbHBIMU
HOPMATHBHBIMH aKTaMu 00111e00pa3oBaTe/ILHON Opranu3aiiiim.

1.4, JlokymeHTbI OpraHusanuy,  OCYULCCTBIAIOUICH 00pazoBaTe/ILHYIO
NCSTEILHOCTL, HMCIOUIME HCTOPHYECKOE, KYJIbTYPHOE, HAYUHOE, COLUAIBHOE, SKOHOMUUYECKOE U
[TOJINTHYECKOE 3HAYCHHUE, COCTABJIIIOT MOCYAapCTBEHHYIO 4acTh ApXHBHOro (ouma Poccuiickoit
Oenepanuu, ABJISIOTCS COOCTBEHHOCTHIO TOCYAAPCTBA M MOUIEKAT MOCTOSHHOMY XPAHEHHIO B
FOCyNapCTBEHHBIX apxuBax Poccuiickoii ®enepaunn. Jlo nepegadn Ha rocyIapCTBEHHOE
XPaHEHHE JJAHHBIC JIOKYMEHTLI BpEMEHHO XpausTces: B 0011e00pa3oBaTeIbHOM Opranu3amuu.

1.5, B mkosne s Xxpanenus JIOKyMEHTOB ApxusHOro ¢onna Poccuiickoit
OQefiepanyy 1 3aKOHUCHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IPAKTHUECKOrO HA3HAYCHHS, HX
otbopa, yuera, HCIONB30BAHMA M IIOJAIOTOBKH K IEpejade Ha ToCyHapcTBEHHOE XPAHCHHE
CO3JIAETCS apXUB.

1.6. ApxuB co3jiaercs Kak CaMOCTOSATENIBHOE IMOJpa3JeIeHie, BO3IVIABIIEMOE
JIMLIOM, OTBETCTBEHHBIM 3a BEJICHHE apXHUBA COMVIACHO [IPUKA3y JAHPEKTOPA IIKOJILL

1.7. Opranmsanus, — ocymectsisiomas — o0pa3oBaTe/bHyI0  ACSTEIBHOCTB,



obecrieunBaeT apXuB HEOOXOAUMBIM IIOMEIIEHHEeM, 000PYJI0BAHHEM U KaJpaMHu.

1.8. OO6meoOpazoBarespHasi opranuzanus o0ecleuynBaeT COXPaHHOCTb, Yy4eT,
ot0Op, YHOpAJIOYEHHE U HCIOJIB30BaHME JIOKYMEHTOB ApxuBHOro (ouga Poccuiickoid
Deneparyu, o6pasyronmxcs B €ro aesrenpHoctd. ObecreunBaeT CBOEBPEMEHHYIO Mepeaauy dTUX
JIOKYMEHTOB Ha I'OCYIapCTBEHHOE XPaHCHHE.

1.9. Bee paborbl, CBSIZaHHBIC C M10JAMOTOBKOM, TPAHCIIOPTHPOBKON M IepenaveH
APXUBHBIX JIOKYMEHTOB, IIPOU3BOJISITCS CHIIAMM U 3@ CUCT HIKOJIBL.

1.10. 3a yrpary u nopuy gokymentos Apxusnoro (ponja Poccuiickoii dexepanun
JIOJDKHOCTHBIC JIMIA OpPraHH3allii, OCYLICCTBISIONICH 00pa3oBaTeIbHyIO JEATENILHOCTD, HECYT
OTBETCTBECHHOCTh B COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOIATEILCTBOM.

1.11. IIkonpHBIIH apXuB paboTaeT COINIaCHO IUIaHy, YTBEPIKIAAEMOMY JUPEKTOPOM
o6mmeo6pa3zoBarebHON OpraHu3alFi, 1 OTYATHIBACTCS IIepel HUM B cBOei pabore.

1.12. KoHTpoib JESTCILHOCTH apXuBa OCYLIECTBIIAET JUPEKTOP OpraHH3alliy,
OCYIIECTBIISIONIEH 00pazoBaTeIbHyIO AEATCIILHOCTD.

2. CocraB J0OKYMEHTOB apXHBAa
2.1. B mKoJbHLIA apXyB HOCTYHAIOT:
. 3aKOHUYEHHDIE JICJIOIPOU3BOJICTBOM [IKOJIBI JIOKYMEHTBI

[OCTOSHHOTO  XpaHeHusl,  o0OpaszoBaBiuMecss B JIEATECIBHOCTH  CTPYKTYPHBIX
nojpasiesieluii, JIOKyMEHTBl  Bpemennoro (cseimie 10 Jjier) cpoka XpaHeHwus,
HEOOXOIMMBIE B [IPAKTHUECKOMH JICATEIBHOCTH, JIOKYMEHTBI 110 KaJpaM U 00ydaronmmest;

. JOKYMEHTBI [IOCTOSSHHOIO XpaHeHHss W 110 JIMYHOMY COCTaBy
OpraHu3aLyii- npeIecTBEHHUKOB;
. JIMYHbIE donbl BEJLyLIMX pabOTHUKOB oprasu3aliui,
oCyIecTBIIsIONmeH 00pazoBaTesbHyIO AeATe/IbHOCTD, TIOCTYITHBLINE B aPXUB;
. city)keOHBbIC U BEJIOMCTBEHHBIC U3JIaHuUs;
. CIIPABOYHO-IIOMCKOBBIC  CPEJICTBA K JIOKYMCHTaM W yYCTHBIE

JIOKYMEHTBI APXMBa OpPraHu3aliu, OCYLIECTBRIISIONIEH 06pa3oBaTebHyIO JIeSTeIIbHOCTD.
2.2. Cpoku XpaHCHHS JOKyMEHTOB B apXupe 00pasoBare/IbHOM OpraHu3aluu
ONPEIETISIIOTCSE COTIIACHO CPOKAM, YKA3aHHBIM B YTBEPIK/ICHHON HOMEGHKJIATYPE JEII.

A 3ajiaun apxuBa
.1. OCHOBHBIMU 3a7ia4aMy apXUBA SBISIIOTCS:
3.1.1. Opranuzanys XpaHeHus JOKYMEHTOB, COCTaB KOTOPBIX IPEJyCMOTPEH
pasjiesiom 2 Hacrosiuero [onoxenust.

3.1.2. KowmiuiekroBanue  apxuBa  Jlokymenramu, — 00pasoBaBIIMMHCS B
JIeSTeILHOCTH OpraHu3aliiy, OCYIECTRIIAIONIEH 00pa3oBaTe/bHyI0 A1CATE/ILHOCTD.

3.1.3.  VYuer, o0ecredeHre COXPAHHOCTH, CO3JAHMC  HAy4HO-CIIPABOUHOIO

3
1
By
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arrapara.
3.1.4. Mcnosnp3oBanus JIOKYMCHTOB, HaXOUAIIMXCs Ha XpaHCHWH B apxuBe

IIKOJIBL.
3.1.5. TloAroTOBKA U CBOGBPEMEHHAs Iepejada AOKyMEHTOB ApXuBHOro (Qonza

Poccuiickoit Pejepalidi Ha IOCTOSHHOE XPaHCHHC B roCy/IapCTBECHHBIN  (MYHULMITAJILHBIH)
ApXUB.

3.1.6. Meroauyeckoe pPyKOBOJACTBO MW KOHTPOJIb 3a (GopmMupoBaHHEM H
opopmiIeHHEM J€JI B JICJIONPOU3BOACTBE LIKOJIBI H CBOCBPEMEHHOH mepenavucii X B apXHB
o0OpazoBaTeIbHON OpraHu3aluy.

4, ODyHKRIMU AaPXUBA
B COOTBETCTBMH C BO3JIOKEHHLIMH 3a/ladaMK _apXuB OCYUIECTBIACT CJICAYIOUIMC

(QyHKIMH:
4,1. Opranusyer MpueM J0KYyMEHTOB [OCTOSHHOIO ¥ BPCMCHHBIX (cpime 10 1er)



CPOKOB XPaHCHHsI, B TOM YHCJIE 10 KajpaM 1 00ydaromuMes, 00pa3oBaBIIUXCSl B JACSITSILHOCTH
IIKOJIBI, B COOTBETCTBUHU C YTBEPIKJICHHBIM I'PahUKOM.

4.2. OGecrieunBaeT COXPaHHOCTH W BEAET Yy4YeT JOKYMEHTOB M (DOHJIOB,
HaxXo/UAIIMXCSI Ha XpaHCHHUH B apXHBEC 06U.ICO6])&30B&TCHBI'IOI\/‘I OpraHu3amuu.

4.3. TlpexcraBiser B TOCYAapCTBEHHBIH (MYHHIMIAJIBHBIA) apXUB y4YETHBIC
cBeJieHust 00 00beMe M COCTaBE XPAHAIMXCS B apXMBE LIKOJIBI JOKYMEHTOB ApXHBHOIrO (hoHja
Poccuiickoit denepayii ¥ APYyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBMM C TIOPSIIKOM
roCyIapCTBEHHOIO yueTa JOKYMEHTOB ApXuBHOro (pounjaa Poccuiickoi dejepanum.

4.4. CucreMaTU3MpyeT W pa3MenIacT JOKYMEHTBI, ITOCTYNAIONIHE HA XpaHEHUE B
IIKOJILHBIM apxuB, 00pa30BaBIIMECs B XOJE OCYLIECTBICHMs JAEATEILHOCTH OpraHU3allly,
OCYIIECTRIISIONIEH 00pazoBaTeIILHYIO JICSTEILHOCTD.

4.5, PazpabarbiBaeT rpa)uku 1peacTaBieHus ONUcen Ha pacCMOTPEHHE 3KCIIEPTHO-
IPOBEPOUHON KOMHCCHH W Iepejaud JIOKyMeHTOoB ApxupHoro ¢omnga PO na xpanenue B
roCYIapCTBEHHBIN (MYHUIMIIAIBHBII) apXuB.

4.6. OcylIecTBIIsICT NOJIOTOBKY U IIPEJICTABIISACT:

. HA PACCMOTPEHHE U COIIACOBAHUE DKCIEPTHOH KOMHCCHH IIKOJIBI
ONMCHU JIeJI TOCTOSHHOTO XpaHeHus, BpeMeHHbIX (cBpiiie 10 j1eT) cpokoB XpaHeHus, B
TOM YHKCJIE 110 KaJpaM B 00y4arolMesl, a TaKkke aKThl O BBIICJICHHH K YHUYITOKCHHUIO
ApXMBHBIX JIOKYMEHTOB, HE MOJJICKALIMX XPAHEHHIO, aKkThl 00 yTpare JOKyMEHTOB,
aKThl O HEHCIIPABUMbIX [IOBPEIKACHUAX aPXUBHBIX JIOKYMCHTOB;

. Ha YTBEPIKJICHUE HKCIIEPTHO-IIPOBEPOUHOM KOMUCCHUHU
YIOJHOMOYEHHOIO — OpraHa  HCIOIHHTEIBHOH — BiacTh  cyObekra  Poccmiickoit
denepanun B cepe apxusHoro jena (panee - DK apXHBHOrO YUpekKACHHS) ONICH
JIeJ1 IOCTOSIHHOTO XPAaHEH K,

. ma coriacopanne DIIK  apxuBHOro yupexaeHus cyOnekTa
Poccuiickoit  Pejepanny  (MyHHLIMIIAIBHONO apxuBa), B Clydae HaJICJICHUS €ro
COOTBETCTBYIONIMMH ITOJIHOMOYHAMH, ONKCH JICJI 110 JINYHOMY COCTaBY;

. na cornacosanue DIIK  apxuBHoro yupexaenus cyObekra
Poccuiickoit ®@ezepanun  (MyHHLMNAIBHOIO apXuBa), B Cjlydyae HaJCJICHHs €ro
COOTBETCTBYIOUIMMH  [OJIHOMOUMSIMM, aKkThl 00 yTpare JIOKYMEHTOB, aKThl O
HEUCIIPABHMBIX [TOBPEKICHUAX apXUBHBIX JIOKYMECHTOB;

. HA YTBEP)KACHHE IUPEKTOPY IIKOJIbI OMHUCH AN IOCTOSHHOIO
XpaHenus, OIKMCH BpeMeHHBIX (cBbie 10 JIET) CPOKOB XpAaHCHHUS, B TOM YHCJIC OIUCH
JeN 10 Kajapam M 00ydalouMmcs, akThl O BBIJICICHUM K YHMUYTOXKCHHMIO ApXHBHBIX
JIOKYMEHTOB, HE IOUICKAIMX XPAHEHHIO, aKThl 00 yTpare JOKYMEHTOB, aKTBRI O
HEHUCIPABUMBIX [IOBPEIKJICHUSX apXMBHBIX JIOKYMEHTOB, YTBEPIKJACHHBIE
(cormacosannpie) OIIK miam rocynapCTBEHHBIM apXUBOM cybsexta Poccuiickon
Desiepanuy (MyHHITUIAIBHBIM APXUBOM) B CIIydae HAJICICHHUS €ro COOTBETCTBYIONMMU
TIOJTHOMOYHSIMH.

4.7. Oprammsyer repejady JOKyMeHnTos ApxusHOro (oHua Poccuiickoii
Oejiepaltiy Ha MOCTOSHHOE XPAHCHAE B TOCYIAPCTBEHHBIH (MYHUILMITATBHBIH) APXHB.

4.8. OprauusyerT W HPOBOJMT DKCHEPTH3Y LUCHHOCTH JIOKYMCHTOB BPCMEHHBIX
(cBbime 10 JieT) CPOKOB XPAaHEHMs, HAXOJULIMXCS Ha XPaHCHWH B apXMBC LIKOJBL B ILCJIAX
0T60pa JIOKYMEHTOB /ISl BKJIOYEHHUs B COCTAB APXHBHOTO (omnya Poccuiickoii deyepanni, a
TAKKe BBISBJICHUS IOKYMEHTOB, HE I10JUICKAIIMX JallbHEHLIIEMY XPaHCHHIO.

4.9. Yuactyer B paboTe SKCIEPTHOH KOMHUCCHM OpraHu3alliH, OCYIIECTBIIAIONIEH
00pa3oBaTEIILHYIO JESTEIbHOCTD.

4.10. TlposoauT MeporpusTHA 10 00CCHEeYCHHIO COXPAHHOCTH JIOKYMCHTOB,
HAXOJAIMXCSA HA XPAHCHWH B apXHBE OPraHM3aluu, OCYIECTBISIONIEH 00pazoBaTe/bHyIo
JIeSTeJILHOCTD.

4.11. Opranusyer MH(QOPMHPOBAHHE AIMHHHCTPALMH H paGOTHHKOB IIKOJIBI O

COCTABE U COJIEPKAHUU JJOKYMEHTOB apXnuBa opraHusanmi, OC)’LHGCTBHSIIOIHG?I 06p830B8.T€HI)HyIO




JACATCIILHOCTD.

4.12. MudopmupyeT 1osb30BaTelieii o BONPOCaM MECTOHAXOIMKIAEHMS apXHBHBIX
JIOKYMCHTOB.
4.13. Opranusyer Bbiauy A0KYMEHTOB U JieJI JUisl pabOThI B YUHTEILCKONH HIIH BO
BPEMEHHOE MOJIL30BAHHUE.
4.14. Wcnosmsier 3amnpochl oOpranu3alinid u 3aspiieHust rpaxkian o0 yCTaHOBJICHUH
TPYAOBOIO CTakKa M JPYIMM BOIPOCAM COIHUAIBHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM
HOPSIAKE BBIACT KOIIUU JOKYMEHTOB U apXUBHBIE CIIPABKH.
4.15. Bemer yuer WHCIOJL30BAHHUS JOKYMEHTOB apxuBa o0Opa3oBaTeabHOH
OpraHu3aluu.
4.16. Coszmaer (QoHJ TOJB30OBAHUS apXuBa IIKOJLI M OpPraHu3yeT €ero
MCII0JIL30BAHHUE.
4.17. OcyliecTBisIeT BEICHHE CIIPABOYHO-TIOUCKOBLIX CPEJICTB K JOKyMEHTaM
HIKOJIbHOTO apxuBa. Co3jlaer, IONOJIHIACT M COBEPUICHCTBYET HAY4YHO-CIIPABOYHLIA armapar K
XPaHsIIUMCS B apXUBE JelaM U JOKYMEHTaM.
4.18. YuacrByer B pa3paboTke JOKYMEHTOB OpraHM3alldd, OCYIIECTBISIONEH
00pa3oBaTeNbHYIO JICSITE/ILHOCTD, [10 BOIIPOCAM apXUBHOTO Jiejla U JICJIONPOU3BOJICTRA.
4.19. Oka3pIBacT METOJIMUYCCKYIO ITOMOLILD:
. cirysk0e JIesonpor3BOJICTBA IKOJILI B COCTABJICHUH HOMEHKJIATYPEI
e, GOpMUPOBAHUU ¥ OOPMICHHH JIeJT, KOHTPOIHUPYET MPaBUILHOCTE (hOPMUPOBAHHUS
¥ 0(pOpPMIIEHUS JIeJ1 B JICJIONPOU3BOJICTBE;
. CTPYKTYPHBIM  HOJ{pazieieHusiM ¥ paOOTHUKAM  IIKOJBI B
NOArOTOBKE JOKYMEHTOB K Iepejadye B AapXHUB OpraHu3aluu, OCYUIECTBIISIONICH
00pa3zoBaTe/IbHYIO eI TeIbHOCTD.
4.20. VyacTByer B NpPOBEACHHH MEPOIPHSTHH IO NOBBILIEHHIO KBaIM(UKAIUKA
pabOTHUKOB apXuBa U ¢i1yKObl JeJI0POU3BOJICTBA 00pa3oBaTEIbHON OpraHU3aliH.

5. Ilpasa apxuBa

Tl Goinonnenus GO3M0JCCHHbIX 3A0ay U (QYHKYUL JUY0, OMEEMCMEEHHOe 34 UPXUs,
umeem npago:

5.1. IlpeycraBisTh AMPEKTOPY OpraHM3alii, OCYIECTRIIOmEH 00pa3oBaTeNbHyIo
JESTeNLHOCTL,  MPEUIOXKEHHsT [0 COBEPUICHCTBOBAHUIO — OPraHM3alMU  XpaHCHHS,
KOMINICKTOBAHMS, YUCTa U MCIIOJIL30BAMSI APXUBHBIX JIOKYMCHTOB B apXuUBC HIKOJIBI.

5.2.  KOHTpOJAHpOBATH  BBLIIOJHEHME  YCTAHOBJICHHBIX — NpaBui  paboTel ¢
JIOKYMEHTaMH B CTPYKTYPHBIX — HOJPA3JC/ICHUAX — OpraHu3aluu, OCYHIECTBIISAIOIIEH
00pazoBaTesbHyIO eI TeIILHOCTD.

5.3. SampammBaTh OT CTPYKTYPHBIX I[OApasiesieHuii u  pabOTHHKOB LIKOJIBI
cBeJIeHNs, HeoOXouMble Ul paGoThl apxuBa, ¢ y4deToM OOecreveHus BBIIOTHEHHS BCEX
BO3JIOYKEHHBIX Ha APXUB 3a/1a4d U PyHKLHUH.

5.4. JlaBarb pa3bACHEHUS M PEKOMEHIAUH [0 BOIPOCaM, BXOJUILIMM B
KOMITCTEHIMIO APXUBA OpraHu3aliuy, OCYIECTRIISIONIEH 00pa3oBaTe/IbHyIO JICATCILHOCTD.

5.5. WudopmMuposaTh CTPYKTYPHBIC MOJ(pas/Ie/ICHus [IKOJIBL O HEOOXO0AMMOCTH
Tepeiaur JIOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPIKICHHBIM rpauKoM.

5.6. Ilpuammarh  yyacTHe B 3aCE/lalMsAX  OKCNEPTHOH — KOMHCCHH
00meo0pa3oBaTeIbHOM — OpraHuzaluu, a TaKkke B SKCIEPTHO-IIPOBEPOUHON  KOMUCCHH
YIIOJHOMOUYCHHOTO Oprana UCIONHUTEIBHOM BacTu cyOnexra Poccuickol dejiepanun B cdepe
APXHUBHOTIO J1CJIA.

6. OrBeTreTBEHHOCTD 33 PYHKIHOHHPOBAHHIC APXHBA
6.1. Haznauennoe MpHKa30M JIMPEKTOPa IIKOJILI JIKLO, OTBCTCTBEHHOC 33 BC/ICHHUC
apXuBa, HECET IePCOHAIBHYIO OTBECTCTBCHHOCTD 3.
. BBITOJIHEHME BO3JIOKCHHBIX HA apXuB 3axad ¥ (QyHKIud B




COOTBETCTBHHM C JIEHCTBYIONIMM 3aKOHOAATeNILCTBOM Poccuiickoit Menepannu;
. OpraHu3aIuio paboThI apXuBa, CBOEBPEMCHHOC "
KBAIM(DULIMPOBAHHOE  BBITOJHCHHE — TPHKA30B,  PACHOPSDKECHUE,  MOpYYCHUH

BLITICCTOAIICTO PYKOBOJICTBA, HCI;'ICTISYIOIIIHX HOPMATHBHO-IIPABOBLIX aKTOB ITO CBOCMY
l'IpO(l)VIJIIO JACATCIIbHOCTH,

. panMoHaIbHOEe M A(PPEKTHUBHOE HCIOJIL30BAHHE MATEPHANILHBIX,
(pUHAHCOBBIX U KaJIPOBBIX PECYPCOB;

. COCTOSIHME TPY/JOBOH M HCIOJIHUTEILCKON JMUCIUIUIMHBI B apXHBe,
BLITTOJIHCHHUEC CBOUX (1)yHKIJ,I/IOHEUII)H])IX O65[3€1HI'IOCTCI\/’I;

. coOJIFO/IEHME  TpaBMJl  BHYTPEHHErO  PAacropsjKa, CaHHTapHO-
IPOTUBOSITHJIEMHUYECKOr0  PEKMMaA, HPOTUBONOXKAPHOH O€30MACHOCTH W TEXHUKH
0e301acHOCTH;

d BCJICHHUC JIOKyMCHTAaIluH, l'Ip@IlYCMOTpGHHOfI ,Z[CI\/‘ICTBy}OIlII/IMI/I
HOPMATHBHO-ITPABOBBIMU JIOKYMEHTAMH;

. PEJIOCTABJICHHE B YCTAHOBJIGHHOM  IIOPSAAKE  JIOCTOBEPHOU
CTATHCTHYCCKON ¥ MHOM UHPOPMALMHK O JIEATEILHOCTH apXuBa,

. POTOBHOCTD apXHBa K padoTe B yCIOBHAX YPE3BBIYAHHBIX CHUTYaIlUH.

6.2. OTBETCTBEHHBIC 3a BEIACHUE JICJIONPOU3BOACTBA, TOJATOTOBKY H peaACTaBJICHUC
JIOKYMCHTOB Ha XpaHCHHEC B apXHB, HazsHadarOTC: JIUPCKTOPOM Opranusaluu, OC}’IHGCTBJ'ISHOU.IC?I
o6pa3013a'renbnyxo JACATCIIbHOCTD.

6.3. KOHTPOHB JICATEJILHOCTH  apxXuBa OCYIICCTBIISICT JUPEKTOP Opranu3aliiu,
OCYLLICCTBIIHIOUICFI O6pa3013aTCHbllle JICSITCIIBHOCTD.

7. KomjieKToBaHKHe apXuBa

7.1. ToroToBKa JOKYMEHTOB K Iiepe/iade B apXuB o0pa3oBaTe/ibHOW OpraHn3aliu
BKJIIOYACT DKCIICPTU3Y HAYUHOH M IIPAKTHYECKOH HEHHOCTH JIOKYMEHTOB, OQOpMICHHE JICII,
COCTaBJICHUE OIIHCH.

7.2. DKCcepTU3a HEHHOCTH JIOKYMEHTOB.

7.2.1. Dxcnepmusa yennocmu OOKYMeHmoe — ONPEJIC/ICHIE HEeHHOCTH JI0KyMEHTOB
¢ 1esplo 0T6Opa MX HA XPaHEHHE M YCTAHOBJICHME CPOKOB XPAHCHHMS. DKCICPTH3Y IEHHOCTH
JIOKYMEHTOB B 00pa3oBaTe/ibHON OPraHM3alli  OCYLIECTBISCT ITOCTOSHHO JICHCTBYIOLIAs
HKCIEPTHAS KOMUCCHUSI.

7.2.2. DKcnepmuas, KOMUCCUS HA3HAYACTCS IPUKA30M JIPEKTOpa WIKOJBL B cocrap
DKCHEPTHON KOMHCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYJHHKOB, B TOM “HCIC B 00s13aTesIbHOM
IOPSLIKE JUIO, OTBETCTBEHHOE 33 BEJICHHE apXMBa [IKOJIbI, M IMPEKTOP MyHUIHIIAIBLHOTO apXHBa
(mo  cornacosanuio).  CekperapeMm — DKCIEPTHOH — KOMHCCHM — Ha3HAYaloOT — CeKperaps
00pazoBaTesibHONH  OpraHu3alui. DKCIEpTHAs KOMHCCHS Ha  3aCClanmsX —paccMarphBact:
HOMEHKJIATYPY J€J LIKOJIBL, OMHMCH /)l OCTOSHHOIO XPaHCHHUS M 110 JINUHOMY COCTaBy, aKkThl Ha
JIOKYMEHTBI, BLIAEISEMBIE K YHHUTOKEHHUIO.

7.3. Odopmiienne el

7.3.1. Jleya HOCTOSIHHOIO XpaHeH s MOUIHBAIOTCS B TBEP/YIO 00JI0KKY CYPOBLIMH
HpTKaMu. JIMCTHI HyMepyIOTCSL B MPABOM BEPXHEM YUy TPOCTBIM Kapanjamom. KojuiecTso
JMCTOB B KAJXJIOM Jiejie He J0JbkHO mpesbinars 250. B xoHme Jjena Ha OTACIBHOM JIMCTC
COCTABJISIETCS 3aBEPUTEIIbHAS HAJIIUCh.

7.3.2. Ha 06yioXKKe Jiel MOCTOSIHHOIO XpaHCHHs JOJUKHBI OBITh IPOCTABJICHEI

CHELYIOUINE PEKBM3UTHI: MOJIHOC HAMMCHOBAHHE BBILICCTOALICH OpraHM3aliy, HAMMCHOBAHHE
0Gpa3oBaTe/IbHON OpraHu3aIiy, HoMep (MHACKC) JeNia M0 HOMCHKIAType, 3aroJioBoK ACia,
KOJIYECTBO JIMCTOB, CPOK XPAHCHUSI MM OTMETKA «XPAaHHTDL MOCTOSHHOY», HOMEP (ona, onucu,

Jeia.

7.3.3. TTo OKOHYAHUHU JCJIONPOM3BO/ICTBEHHOrO roja B 0OPMICHHbIC 0OJIOKKH JIeII
[MOCTOSIHHOTO XPAaHEHMsl BHOCSATCS HEOOXO/MMBIC YTOUHEHHs: B 3arOJIOBKM JCJ, COACPIKALLIX
pACHOpsIMTENbHBIE  JOKYMEHTbI  (MPHKa3bl, MPOTOKOJIBI), BHOCATCA HOMEpa; ecim JCIo ¢



HEPCIHCKOIT COCTOUT U3 HECKOJILKMX TOMOB, B KauKJIOM TOME YKa3bIBACTCSl KOPPECIIOHJICHT, aBTop,
TEPPUTOPHSL, ApYrue JaHHble. B KaxaoM ToMe yKasbIBaeTcs jara (YHCII0, MECSIl, roJ) Hadaua u
OKOHYAHHS JIAHHOrO TOMA. TOYHBIE JaThl IIPOCTABIAIOTCS HA 00JI0XKKaX Julst OBICTPOro Moucka
JIOKYMCHTOB B IIOCJIEAYIOIEM; M3 3aBEPUTEILHON HAJNMUCH Ha OOJOXKKY Jejla BBIHOCHTCS
KOJIMYECTBO JIMCTOB B JICJIE.

7.3.4, Hapnucu Ha 00JI0KKax Ji€1 [MOCTOAHHOIO M AOJITOBPEMEHHOIO XpaHECHHS
ClIeJlyeT MPOU3BOAUTE YETKO, CBETOCTOMKHUMHU YePHHUIIAMH.

7.3.5. Jlig ydera KOJHYECTBA JIMCTOB B JieJIe M (PUKCALlMH OCOOEHHOCTEH HX
HyMepaliy Ha OT/IeJIBHOM JINCTE COCTABIISICTCS 3aBEPUTEIIbHAS HAJIITHUCh.

7.3.6. B 3aBepuTENbHON HAAMKCH YKa3bIBACTCS KOJIMYECTBO JHMCTOB (LHppamMu U
IIPONUCHIO) B Jieie. 3aBepUTeIbHAS HAIIUCh MOAMMCHIBACTCS COCTABHTENIEM C YKa3aHHEM €ro
JIOJDKHOCTH U JIaThl COCTaBJICHMSI.

7.3.7. BHyTpeHHsIsl OMUCH COCTABJISICTCS! K JIeJIaM IIOCTOSHHOIO M JI0JINOBPEMEHHOI0
(cBeimme 10 ;er) cpoka XpaHeHHs, C(OPMHPOBAHHLIM 110 Pa3HOBUIHOCTSIM JIOKYMEHTOB,
3ar0J0BKH KOTOPBIX HE PacKphIBAIOT KOHKPETHOE COJEprKaHHEe JIOKYMEHTOB (0C000 LEHHBIE,
JIMYHBIC JIea 1 J1p.).

7.4. Onucanne JIOKYMEHTOB IIOCTOSHHOIO CPOKA XPAHECHHUSL.

7.4.1. Omnucu COCTaBIISIIOTCS pa3zaCibHO Ha Jiejia ITOCTOSHHOI'O XPaHCHHS 10
OCHOBHOM JIeSITeJIbHOCTH | Ha JIeJ1a 110 JJMYHOMY COCTaBY.

7.4.2. Onucu cocTaBlIslIOTCs JACJIOIPOU3BOIUTCIICM.

7.4.3. Onuch BeJICTCS B IMHON BAJIOBOM HyMEpAIMH B TCYCHHUE HECKOJIbKHX JICT.

7.4.4. Ha fiena ¢ HCTEKIIHUM CPOKOM XPAaHCHHUs COCTABIISAETCS akT 00 YHUUTOKEHUH.

7.4.5. Ilo OKOHYaHMM JEJIOINPOU3BOJCTBEHHOr0 Troja B 00pa3oBaTesbHOMU
OpPraHu3alKy IPOU3BOJUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CPOKa XPAHCHUS! JUIs BKJIIOUCHHUSI
MX B ONUCh. ONUCH COCTOUT M3 MOJIOBBIX Pa3/iesioB, BHYTPH I0Jia Jiejia pacroiaraloTes Mo CTeIeHN
3HAUMMOCTH C  y4€TOM HOMMHAJIBHOTO IIPUHIMIA (B COOTBETCTBMH ¢ HOMEHKJIATYPOH
0611e00pa3zoBaTeIbHON OpraHu3aium).

7.4.6. Omucu COCTABJISIIOTCS pas3lie/ibHO Ha JieJa IOCTOSHHOIO XpaHEHHs II0
OCHOBHOM JIeATeILHOCTH M Ha JICJIA 110 JJHYHOMY COCTaBy.

7.4.7. Onucu COCTABIAIOTCS CEKPETAPEM.

7.5. Jlema_ BpPEeMEHHOIro  XpaHeHus O(OPMIISIOTCS — YIPOIICHHO: OHM  HE
[TOJILIMBAIOTCS, JIMCTBI B HUX HE HYMEPYIOTCsl, yTOUHEHHE Ha 00JI0)KKaX He NPOM3BOJMTCH, OIUCH
Ha JieJia He COCTABJISIIOTCS, YUeT BeACTCs 110 HOMEHKIIaType JIel.

8. YcaoBus XpaHeHusi JOKyMEHTOB apxmBa

8.1. JIOKYMEHTBI apXuBa XpaHsATCs B apXUBOXpaHuwiuile 00leodpasoBaTebHOM
OpraHu3alKy.

8.2. He jiomyckaercst pa3MelieHHe apxuBa B MOJBAJIBHBIX U YEPAavHbIX IIOMCIICHHSX
ILIKOJIBI.

83.  ApXMBOXpaHWIMIIE  JOJUKHO  ObITh  yJ@leHo — or  J1abopaTopHBIX,
ITPOMU3BOJICTBCHHDBIX, OBITOBBIX I’IOMCLLLCIII/(F[ U HEC UMCTH OGI[{HX C HUMH BCHTHJISIIHMOHHLIX KaHAJIOB.
ApPXMBOXPAHIIMIIE ~ OTACNSCTCS ~OT  COCEJAHMX  [MOMCIICHMH — HECrOPACMBIMM  CTCHAMH M
HePeKPLITHSIME ¢ TIPEJeaMi OPHeCTOMKOCTH He MeHee JBYX HacoB. B apXupoxpaHumimime He
JloycKaeTesl pokiajKka TpyG BOAOCHAGKCHHS M KaHaIM3alllK, TCXHOIOTHUCCKUC HIIH ObITOBBIE
BBIBOJIB! BOJIBL.

8.4.  ApXUBOXpaHWIMIIE JONKHO HMETh CCTCCTBEHHYIO HIHM  HCKYCCTBCHHYIO
BeHTUJIALMIO,  OGECTICUMBAIONIYIO  PELUPKYISIUIO  BO3AyXa, CTaOMJIBHOCTH — TEMIEPATyPHO-

BJIQYKHOCTHOT'O PEIKUMA.
8.5. Bce mocrymaionme B apXHB 00pa3oBaTeILHOM  OpraHusainii  JIOKyMEHTB

PA3MEIIAIOTCS B APXMBOXPAHMIMIIAX HA CTAHOHAPHBIX H/WIM TEPEABMIKHBIX METALTHUCCKUX
cTesuIaXKax, B METAJUIMUECKUX HIKapax Wik KOHTCHHEpaX.
8.6. Cresiaxd JIOJDKHBEI ObIThH YCTAHOBICHDI MEPICHANKYJISIPHO CTEHAM ¢ OKOHHBIMH



IIpoeMamiu, a B MOMEIICHHH 0e3 OKOH - ¢ ydeToM ocobennocTell nomemenus u obopyopanust. He
JOITYCKACTCs pPasMCIICHUC CTesIaKei BINIOTHYIO K HapyXHBLIM CTCHAM 3JaHufd U K HCTOUYHHKAM
TeIa.

8.7. PaccranoBka creiulaxkeil  u I.IIKEI(])OB OCYIICCTBIIICTCSL B COOTBECTCTBHHU CO
CJICYIOIIUMHU TPeOOBAHHUSIMHM

. PacCTOSHUE MEIJLY PSUIAMH CTEIUIAXKEH (IVIaBHBI [IPOXOA) — HE MEHEE
120 cm;

. paccrosiHme (IIPOX0/1) My CTeJUIaXKaMH — He MeHee 75 eM;

¢ paccTossHue MCXKY Hapy)I(HOﬁ CTeHOM 3jJaHusl | creijuraxaMu,
napajjieJibHbIMU CTEHE — He MeHee 75 ¢M;

. paccTOSIHUE MEXK/IY CTEHOM M TOPIOM cTe/ulaka il mkada (06xom) —
He meHee 45 cM;

. PacCTOSIHUE MEIKITY MOJIOM ¥ HIIKHEH MOJIKOi cremtaxa (mKkada) — He

MeHee 15 ¢M, B IIOKOJIBHBIX dTakax — He MeHee 30 cMm.

8.8. TIpoTHBOIIOKAPHBIN PEXUM B 31aHUAX, IJIE Pa3sMELIACTCs apXWB IIKOJBI, ¥ B
ApXUBOXPAHUIIMINAX YCTAHABIUBACTCS B COOTBETCTBUM ¢ [IpaBuiiaMu pOTHBOMOKAPHOIO pekuMa B
Poccuiickoit @eneparuu ot 16 cenrsOps 2020 roma Nel479.

8.9. ApXHUBHBIC JIOKYMEHTBI CJICJIYeT XPaHUTh B TEMHOTE.

8.10. 3amra JOKYMCHTOB OT JiciicTBMs cBeTta 00€CIEeUHBACTCS XPAaHCHHUCM
JIOKYMEHTOB B KOpoOKax, Iankax  Ieperierax, B mkadax uid Ha CTe/Uaxax 3aKpbIToro TUIa.

8.11. YpoBeHb HCKYCCTBEHHOIO OCBEIICHHUS B KHHTOXPaHHIIUILAX JIOJDKeH CoCTaBlsTh He Mernee 100
JTIIOKC.

8.12. B apxXuBOXPaHMJIUIIE JUISI XpPaHEHUS JIOKYMEHTOB YCTAHABJIMBAIOTCS CIICYIONINE
11apaMeTPhI TEMIIEPATYPHO-BIAKHOCTHOIO PEIKUMA.

. JUISl XpaHeHHs JIOKYMEHTOB Ha OyMa)KHOM HOCHTENIE — TeMIieparypa
17-19°C, oTHOCHTENIBHAS BJIAYKHOCTE Bo3ayXa — 50-55%.

8.13. Ilomemenust apxuBa 00pa3oBaTeILHON OpraHu3aliy JIOJKHbBL COJACPIKATLCA B

YUCTOTE, B YCJIOBUSAX, HCKITIOYAIOIIMX BO3ZMOXKHOCTD MMOSIBJICHHS IUICCEHH, HACEKOMBIX, TTHLTH.

9. 3aKII0YUTEIBLHBIC MTOJIOJKEHHSI

9.1. Hacrosiee Ilonokenue sijsieTcst  JOKAJIBHBIM —~ HOPMATHUBHBIM — AKTOM,
npunumaercs na OGiieM coGpanui paGOTHHKOB LIKOJBI M yTBepxKaactest (1100 BBOAUTCA B
jeficTBHE)  TPUKA30M  JIMPEKTOpa  OpraHm3aliiu,  OCYIIECTBISIONEH  00pa3oBaTebHyIo
JIeATEIILHOCTD.

92. Bce wu3MeHEHHs M JIONOJHEHMs, BHOCHMbIC B Hacrosiiee [lonoxkerne,
oOpMIIAIOTCS B NUCHMCHHON (opMe B COOTBETCTBHH JCHCTBYIOUIMM  3aKOHOAATC/IBCTBOM
Poccuiickoit Oeeparium.

9.3. Ilonoxkenne 06 apxuse o0uieobpazoBaTe/IbHOW OpraHU3aluy MPUHAMACTCS Ha
Heonpeenennplii cpok. Mamenenus u jionoynHenust K I10JI0KCHUIO NPUHAMAIOTCS B HOPSJIKS,
npesycMorpentom 11.9.1. pacrosuiero Honoxenus.

9.4. Tlocne npunsatus [looxenus (MM U3MCHCHUH W JIOMOJHCHUH OTACILHBIX
IIYHKTOB M pPa3jiesioB) B HOBOM PENAKIMU IIPEAbIAYLIIAs PEIAKIMA aBTOMATHUCCKH yTPAIHBacT
CHILY.



