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ITporoxon Ne 07 ot 29.08.2023r.

osnoxenue
00 apxuBe 001Ie00pa30BaTEIbLHON OPraHUu3aumn

1. O01mue MoJI0KeHu s

1.1. Hacrosiee [lonoorcenue 06 apxuee wikovl pazpaboTaHo Ha OCHOBaHUM [IprMepHOro monokeHus
00 apXuBe OpraHU3alllH, YTBEPKICHHOTO Npuka3zoMm denepanpHoro apxuBHoro areHTcTBa Ne 42 ot 11
anpesns 2018 rona, B coorBerctBuu ¢ [Ipukazom Munkynstypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEPKACHUM IIPAaBUIJI OPraHU3aluy XpaHEHHs], KOMIJICKTOBAHMSI, y4eTa ¥ UCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanyu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
rocy/1lapCTBEHHOM BJIacTH, OpraHax MECTHOI'O CaMOYIPaBJIE€HUs U OpraHuzanusax”, Y craBom
00111e00pa30BaTeIbHON OpraHU3aIH.

1.2. Nannoe [Tonoxenne 00 apXuBe MIKOJIBI OMPEEIISET COCTaB JOKYMEHTOB apXHBa
00111€00pa30BaTEeNIbHON OpraHU3alMK U YCIOBUS UX XPaHEHUs, yCTaHABJIMBACT 3a/1a4M, Ha3HAUCHHUE U
(YHKINU IKOJIBHOTO apXMBa, PETIaMEHTHPYET JEATEIbHOCTD JIUIA, OTBETCTBEHHOT'O 32 BEJICHHE
apx¥Ba B OpPraHU3alUH, OCYILECTBIIAIONIEH 00pa30BaTENIbHYIO e TEIbHOCTb.

1.3. B cBoeii aesrenpHOCTH apXuB pykoBoactByeTcss DenepanbHpiM 3akoHOM Ne 125-03 ot 22.10.2004
«O06 apxuBHOM zene B Poccutickoit deneparun» ¢ usmenenusmMu Ha 14 urons 2022 rona,
HOPMaTUBHBIMU ITpaBOBbIMU akTaMu Poccuiickoit @enepaiun, cyobekra Poccuiickoit @enepanuu B
cdepe apXUBHOTO JeJ1a U JeJIONPOU3BO/ICTBA, JIOKAIbHBIMU HOPMATUBHBIMU aKTaMU
001eo0pa3oBaTeIbHONM OPTaHU3AIHH.

1.4. JlIokyMeHTBI OpraHu3alluy, OCYILECTBIIAIONIEH 00pa30BaTENbHYIO e TeIbHOCTh, UMEIOIINE
HCTOPUYECKOE, KYJIbTYPHOE, HAyYHOE, COLIUAJIbHOE, SKOHOMHUYECKOE U MOJIUTUYECKOE 3HAUCHUE,
COCTAaBJISAIOT TOCYAAPCTBEHHYIO YyacTh ApxuBHoro ¢ponaa Poccuiickoit @enepanuu, sSBiasoTCS
COOCTBEHHOCTBIO FOCYAAPCTBA U MOJIEKAT TOCTOSHHOMY XPaHEHUIO B TOCYIapCTBEHHBIX apXHUBax
Poccuiickoit @enepanuu. [Jo nepenaun Ha rocy1apCTBEHHOE XPaHEHUE IaHHBIE JOKYMEHTBI BPEMEHHO
XpaHATCs B 00111€00pa30BaTeIbHON OpraHu3aIliy.

1.5. B mkose i XpaHeHus: JOKyMeHToB ApxuBHoro (¢ona Poccuiickoit deaepannn U 3aKOHYEHHBIX
JIeJIONPOU3BOJICTBOM JJOKYMEHTOB IPAKTUYECKOT0 Ha3HAUEHUs, UX 0TOOpa, yueTa, UCIOJIb30BAHUS U
IIOATOTOBKH K II€pEIaye Ha rOCy1apCTBEHHOE XPAaHEHUE CO3/IAeTCs ApXUB.

1.6. ApxuB cOo3/1a€TCsl KaKk CaMOCTOSITENIbHOE MOJpa3/IeJeHIe, BO3IIIABIAEMOE JIUIIOM, OTBETCTBEHHBIM
3a BEJICHUE apXMBa COIJIaCHO IIPUKA3y JUPEKTOPaA IKOJIBI.

1.7. Opranuzaiusi, OCyIIeCTBIIsIOMIas 00pa30BaTEIbHYIO IEITEIbHOCTh, 00€CIIEUNBAET apXUB
HE00XO0AMMBIM TIOMEIIEHUEM, 000PY/JOBAHUEM U KaJpaMH.

1.8. O0meoOpa3oBareabHas OpraHu3alys 00ecreyruBaeT COXPaHHOCTh, YUET, 0TOOp, YIOpPsI0U€HNE U
UCIOJIb30BaHUE TOKYMEHTOB ApxuBHOro Gonaa Poccuiickoii @enepannu, 00pa3yronmxcs B €ro
nesitenbHOCTH. OOecrneuynBaeT CBOEBPEMEHHYIO MTepeIavy ITUX JOKYMEHTOB Ha FOCY/AapCTBEHHOE
XpaHEHHUE.

1.9. Bce paboThl, CBA3aHHbBIE C TOATOTOBKOW, TPAaHCIOPTUPOBKOM U Mepeaayeii apXUBHBIX TOKYMEHTOB,
IIPOU3BOJIATCS CHJIAMU U 32 CUET IIKOJIBI.

1.10. 3a yrpaty u mopuy A0KkyMeHTOB ApxuBHOro (hoHaa Poccuiickoit Deaepannun 10DKHOCTHBIC JTUTIA
OpraHu3aIlH, OCYIIECTBISIONIEH 00pa30BaTEeNbHYIO AEITEIbHOCTh, HECYT OTBETCTBEHHOCTD B
COOTBETCTBHUHU C JEHCTBYIOIINM 3aKOHO/IaTEIbCTBOM.

1.11. IlIxonbHBII apXuB paboTaeT coryiacHo AaHHOMY [lono)keHuIo U MiaHy, yTBepKIaeMoMy
JUPEKTOPOM 00111e00pa30BaTeIbHON OpraHU3alii, U OTYUTHIBAETCS IIEpe]] HUM B CBOEH padore.

1.12. KoHTposb JeATENBHOCTH apXUBa OCYLIECTBIIET AUPEKTOP OpraHU3aliH, OCYLIECTBIISIOIEN
00pa3oBaTeNbHYIO IEATeITbHOCTb.



2. CocTaB JOKYMEHTOB apXHBa
2.1. B IIKOJIbHBIA apXUB MOCTYHAIOT:

e  3aKOHYEHHBIE JIEIONPOU3BOJCTBOM LIKOJIbI JOKYMEHTHI [IOCTOSIHHOI'O XpaHEHMUS,
00pa30BaBIIMECS B JIEATEIILHOCTU CTPYKTYPHBIX [10JIPa3/I€IeHNHN, TOKYMEHTbI BPEMEHHOTO
(cBoime 10 net) cpoka XpaHeHHsI, HEOOXOIUMBIE B IPAKTHYECKOU eI TEIbHOCTH, JOKYMEHTHI 110
KaJpaM 1 00y4aromumcs;

e JIOKYMEHTHI [IOCTOSIHHOI'O XpaHEHUS U 110 JINYHOMY COCTaBy OpraHU3alui-IIpeIIIeCTBEHHUKOB;

e JHMuHbIE (GOH/BI BEAYIIMX PAOOTHUKOB OpraHU3allii, OCYIIECTBISIONEH 00pa3oBaTeIbHYIO
NESITENIbHOCTD, IOCTYIIUBIINE B apXUB;

e CiIy)XeOHbIE U BEZJOMCTBEHHbIC U3/IaHMS;

e  CIIPAaBOYHO-TIOMCKOBBIE CPE/ICTBA K JOKYMEHTAM U YUETHbIE IOKYMEHTbI ApXHBa OpraHU3alii,
OCYLLIECTBIISIOLIEH 00pa30BaTENbHYIO JAESITEIbHOCTD.

2.2. Cpoku XpaHeHus JOKYMEHTOB B apXHUBe 00pa30BaTEIbHON OPraHU3aluy OIPEEIIAIOTCS COTJIaCHO
CpOKaM, yKa3aHHbIM B YTBEP)KJICHHOH HOMEHKJIAType Jell.

3. 3agauu apxuBa

3.1. OcHOBHBIMY 3a/1a4aMH apXUBA SBJISIOTCS:

3.1.1. Opranusanus XpaHeHHs! JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3/ieioM 2 HACTOSILErO
[Tonoxenus 00 apxuBe 0011e00pa30BaTENbHON OpraHU3alnu.

3.1.2. KomrmuiekToBaHue apXuBa JOKYMEHTaMH, 00pa30BaBIIMMUCS B IEATEILHOCTH OpraHU3aIlNY,
OCYLLIECTBIISIONIEH 00pa30BaTENbHYIO JAESTEIbHOCTD.

3.1.3. Yuer, obecrieueHre COXpPaHHOCTH, CO3/IaHNE HAYYHO-CIIPABOYHOIO aIlapara.

3.1.4. Vcnonb30BaHus JOKYMEHTOB, HAXOIALIMXCS HA XPAaHEHUU B apXUBE ILIKOJIBI.

3.1.5. [loxroToBka n CBOEBpeMEHHas Iepeada JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit
denepanyy Ha MOCTOSHHOE XPAHEHUE B FOCYJapCTBEHHbIN (MYHUIMIATIBHBIN) apXUB.

3.1.6. Metoanueckoe pyKOBOJCTBO H KOHTPOIIb 3a (hopMupoBaHreM U 0(hOpMIICHHEM JIE]T B
JIeJIONIPOU3BOICTBE ILIKOJIBI U CBOEBPEMEHHOM Iepeaayeil ux B apXuB 00pazoBaTeIbHON OpraHU3alMH.
4. OyHKIMU apXUBa MIKOJIbI

B cooTBeTcTBUY C BO310KEHHBIMHU 33J[a4aMH aPXUB OCYIIECTBISET cieayonme QyHKIIu:

4.1. Opranusyer npueM JOKYMEHTOB IIOCTOSIHHOT'O U BpeMEHHBIX (cBbilIe 10 j1eT) CpOKOB XpaHEHUs, B
TOM YHCJIE 110 KaJIpaM U 00ydarolumMcs, 00pa30BaBIIUXCs B JESITEIbHOCTH HIKOJIbI, B COOTBETCTBUU C
YTBEPKIACHHBIM I'paUKOM.

4.2. ObecneunBaeT COXpaHHOCTb U BEJIET YUET JOKYMEHTOB U ()OH/IOB, HAXOJIAIIMXCS HA XPAaHEHUH B
apxuBe 0011e00pa3oBaTeIbLHON OpraHU3aIluu.

4.3. IIpencrapnseT B rocyJapCTBEHHbBIN (MyHUIIUNATbHBIN) apXUB YUE€THBIE CBeJIeHUs 00 00bemMe U
COCTaBe XPaHANIMXCS B apXUBE HIKOJIbI TOKyMEHTOB ApxuBHOro Gonaa Poccuiickoit denepannu u
IPYTHUX apXUBHBIX JTOKYMEHTOB B COOTBETCTBUU C IOPSIIKOM IOCYIapCTBEHHOIO y4eTa JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoin @enepariui.

4.4. CucremMaTu3upyeT U pa3MellaeT JOKyMEHThI, IOCTYNAlOIINe Ha XpaHEHHE B IIKOJIbHBIA apXUB,
o0Opa3oBaBIIMECS B XO/I€ OCYIIECTBICHUS IEATEIbHOCTH OPraHN3allu1, OCYILIECTBISIOLIECH
00pa3oBaTeNbHYIO AESITEIbHOCTD.

4.5. PazpaOatpiBaeT rpauKu MpeacTaBIeHUs ONUCEN Ha paCCMOTPEHHE SKCIIEPTHO-ITPOBEPOUHOM
KOMHCCHH U NIepejauu TOKyMeHTOB ApxuBHoro ¢ponja PO Ha XpaHeHHe B rocy1apCTBEHHBIN
(MyHULIMTIAIBHBIIN ) apXUB.

4.6. OcyIIEeCTBIISIET IOANOTOBKY U MIPEJICTABIISIET:

e Ha PacCMOTPEHHUE U COIJIaCOBAaHUE SKCIEPTHOW KOMUCCUH IIKOJIbI OTUCH JIeJT TOCTOSTHHOTO
XpaHeHus, BpeMeHHbIX (cBbIiIe 10 J1eT) CPOKOB XpaHEHHsI, B TOM YHMCIIE TI0 KaJpaM U
00y4aroIuMcs, a Tak)Ke akThl O BBIJICJIEHUN K YHUUTOKEHUIO apXUBHBIX JOKYMEHTOB, HE
MOJUIeXkKAIUX XPAaHEHHUIO, aKThI 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX ITOBPEXKIECHUIX
apXHWBHBIX JOKYMEHTOB;

e Ha YTBEPXkKACHHE IKCIIEPTHO-IIPOBEPOYHON KOMUCCUH YIIOJTHOMOYEHHOI'O OpraHa
WCTIOTHUTENIbHON BiIacTu cyonekTa Poccuiickoit deneparuu B chepe apxuBHOTO jena (janee -
OIIK apXMBHOTO yupeKIEHHS) OIIUCH JIE] TOCTOSSHHOTO XPaHEHNUS;




o Ha cornacoBanue DIIK apxuBHoro yupexnenus cyonrekra Poccuiickoit denepannu
(MyHUIIMTIAIBHOTO apXUBa), B CIIy4ae HaJEJICHUs €ro COOTBETCTBYIOIIMMU OJTHOMOYHSIMH,
OIIMCH JIeJI 110 JUYHOMY COCTaBY;

e Ha coriacoanue DIIK apxuBHOTro yupexaeHus cyobekra Poccuiickoit denepanun
(MyHUIIMIIAIBHOTO apXUBA), B CIy4ae HAJEJIEHUs €r0 COOTBETCTBYIOIIMMH ITOJIHOMOYUSIMH,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIIPABUMBIX MOBPEKICHUIX apXUBHBIX JOKYMEHTOB;

e Ha YTBEPXkACHHE JUPEKTOPY IIKOJIbI OIUCH J€J IOCTOSHHOTO XPAHEHHUS, OIIUCH BPEMEHHBIX
(cBbimie 10 7eT) CPOKOB XpaHEHUsl, B TOM YHCIIE OMUCH JIe] 0 KaapaM U 00ydaroluMcs, aKThl O
BBIICJICHUH K YHUUTOKEHHUIO apXUBHBIX JIOKYMEHTOB, HE MOUIEKAIINX XPAaHEHHIO, aKThl 00
yTpare JOKYMEHTOB, aKThl O HEUCIIPABUMBIX TOBPEKICHUAX apPXUBHBIX JOKYMEHTOB,
yTBepskaeHHbIe (cornacoBanubie) DIIK umm rocynapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit
Oenepannu (MyHULIUNIAIBLHBIM APXUBOM) B CIy4ae HaJIEIEHUS €0 COOTBETCTBYIOIIUMU
IIOJIHOMOYHSIMHU.

4.7. Opranu3yer nepenavdy J0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparuy Ha TOCTOSHHOE
XpaHEHUE B rOCYJapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB.

4.8. Opranusyer u MPOBOAUT IKCIEPTU3Y IIEHHOCTH JTOKYMEHTOB BpeMeHHBIX (CBbIIe 10 j1eT) cpokoB
XpaHEHUs, HaXOAAIUXCS HA XPAaHEHUH B apXMBE LIKOJIBI B IIEJIIX 0TOOpa JOKYMEHTOB JJIsl BKJIIOUEHUS B
coctaB ApxuBHoro ¢onnaa Poccuiickoii @enepaliyu, a TaKKe BbISIBICHUS JOKYMEHTOB, HE MOJUIEKAIINX
JAJbHEUIIEMY XPAHEHUIO.

4.9. YuacTtByeT B pab0Te 9KCIEPTHOM KOMUCCUU OPraHU3alliU, OCYIIECTBIISIONIEH 00pa3oBaTeIbHYIO
NEeSITENIbHOCTbD.

4.10. IIpoBoauT MepOIPUATHS IO 00ECIEUCHUIO COXPAHHOCTU TOKYMEHTOB, HAXOSAIIUXCS HA
XpaHEHUU B apXUBE OPraHU3alll1, OCYILECTBISIONIEH 00pa30BaTeNbHYIO J€ATEIbHOCTD.

4.11. OpranusyeT UHPOPMHUPOBAHUE AIMUHUCTPALIUN U PAOOTHUKOB IIKOJIBI O COCTaBE M COACPKAHUH
JIOKYMEHTOB apXHMBa OpraHU3allii, OCYILECTBIISIIOLIEH 00pa30BaTENbHYIO AESITENbHOCTD.

4.12. Undopmupyet mosp30BaTeseii Mo BOIpocaM MECTOHAXOKACHHS apXUBHBIX JOKYMEHTOB.

4.13. Opranusyer Bbljauy JOKYMEHTOB M JI€J Ui paOOThI B yUYUTEIHCKON UM BO BPEMEHHOE
M0JIb30BAHUE.

4.14. UcnonHsieT 3anipockl OpraHu3aluil 1 3asBI€HUs IPpaKaaH 00 YCTAaHOBJIEHUH TPYJOBOIO CTaXKa U
JPYTUM BOIIPOCaM COLMAIbHO-IIPABOBOI0 XapaKTepa, B YCTAHOBJIEHHOM MOPSAKE BBIAET KOIUU
JIOKYMEHTOB U apXHUBHbIE CIIPABKHU.

4.15. Benet y4er UCIOJIb30BaHUS JOKYMEHTOB apX1Ba 00pa30BaTEIbHOW OpraHU3aIIH.

4.16. Co3niaet poH] MOIB30BAHUS apXHMBa ILIKOJIbI 1 OPraHU3YET €ro UCIOJIb30BAHHUE.

4.17. Ocy1ecTBIIsIET BEIEHUE CIIPABOYHO-TIONCKOBBIX CPEJICTB K JJOKYMEHTaM IIKOJIbHOTO apXUBA.
Co3znaet, MOMOJHSET U COBEPIIEHCTBYET HAYYHO-CIIPABOYHBIN anmnapaT K XpaHSAILIMMCS B apXHUBE JIeIaM
U JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe JOKYMEHTOB OpTraHMU3aIliH, OCYIIECTRIISIONEH 00pa30BaTeIbHYIO
JESTENIBHOCTD, 110 BOIIPOCAaM apXUBHOTO Jieja U JEeJIONPOU3BOICTBA.

4.19. Oka3bIBaeT METOUICCKYIO IOMOIIT:

e ciyx0e 1eNonpon3BOJICTBA LIKOJIBI B COCTABIEHUH HOMEHKIIATYPHI J1e]l, JOPMUPOBAHUU U
o(opMIIeHNH A€, KOHTPOJIUPYET NMPaBUIBHOCTh (POPMUPOBAHUS U OPOPMIIEHNUS JelT B
JIEJIONPOU3BO/ICTBE;

e CTPYKTYPHBIM IOJIpa3AeNeHUusIM U paOOTHHUKAM LIKOJIbI B MOATOTOBKE IOKYMEHTOB K Ilepe/iaye B
apX¥B OpraHU3allly, OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO 1€ATEILHOCTb.

4.20. YyacTByeT B MPOBEACHUH MEPOIIPUATHI 110 MOBBIIIEHUIO KBATH(PUKAIINY pAaOOTHUKOB apX1Ba U
CITY>KOBI 1€JIONPOM3BOJICTBA 00pa30BaTEIbHOM OpraHu3alnu.

5. IIpaBa apxuBa

151 BBINOJHEHUSI BO3JIOKEHHBIX 3a/1a4 U (DYHKIMH JIMI10, OTBETCTBEHHOE 32 ApXUB, UMEET MPaBo:
5.1. IlpenctaBiaTh TUPEKTOPY OpTraHU3AINH, OCYIIECTRIISIONIEH 00pa30BaTEbHYIO IEATETLHOCTD,
IIPEJIOKEHUS TI0 COBEPLUIEHCTBOBAHNIO OPraHU3allii XpaHEHHsI, KOMIUIEKTOBaHUS, yUeTa U
WCIOJIb30BAaHUS aPXUBHBIX JOKYMEHTOB B apXMBE LIKOJIBI.

5.2. KoHTpoaMpoBaTh BBINTOJIHEHHE YCTAHOBICHHBIX MPAaBUII Pa0OTHI C JOKYMEHTAMU B CTPYKTYPHBIX




MOJIPa3/IeIeHUsIX OPTaHU3aIlH, OCYILIECTBISAIONICH 00pa30BaTEIbHYIO NS TEILHOCTD.

5.3. 3anpammBaTh OT CTPYKTYPHBIX HOJpa3AeNeHuil 1 pabOTHUKOB IIKOJIbI CBEACHUSI, HEOOXOIUMBIE
111 pabOTHI apXHBa, C Y4€TOM 00eCTieueHH sl BHITIOTHEHHUS BCEX BO3JIOKEHHBIX HA apXUB 3aj1a4 U
byHKIHA.

5.4. JlaBaTh pa3bsiICHEHUSI M PEKOMEHALINH 110 BOIIPOCAM, BXOASIIUM B KOMIETEHIIUIO apXHBa
OpraHu3alliy, OCYIIeCTBIIAIONMIEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.5. UadopmupoBaTh CTPYKTYPHBIE TOPA3ACICHUS IIKOIBI 0 HEOOXOAUMOCTH Tepeiadn IOKYMEHTOB B
apXuB B COOTBETCTBUU C YTBEPKACHHBIM IpauKOM.

5.6. [IpuauMaTh ydacTue B 3aCe€aHUSIX YKCIIEPTHON KOMHCCHUU 001Ie00pa30BaTeIbHON OpraHu3alliu, a
TaK)Xe B AKCIEPTHO-MPOBEPOUYHON KOMUCCUU YIIOJTHOMOUYEHHOTO OpraHa UCIIOJIHUTEIbHON BIACTH
cyonekTa Poccuiickoit denepanuu B cepe apXUBHOTO JeTa.

6. OTBeTCTBEHHOCTDH 32 QYHKIIMOHUPOBAHHE APXUBA

6.1. HaznaueHHOe MpUKa30M JUPEKTOpA IIKOJIBI JHUII0, OTBETCTBEHHOE 32 BEJICHHE apXH1Ba, HECET
HIEPCOHAILHYIO OTBETCTBEHHOCTD 3a:

e BBINOJIHEHUE BO3JIOKEHHBIX HAa apXUB 33/1a4 U (YHKIUN B COOTBETCTBHH C JICHCTBYIOIINM
3akoHoJiaTeNbcTBOM Poccuiickon denepannu;

e  OpraHM3aLUIO PA0OTHI APXMBA, CBOEBPEMEHHOE U KBATH(DUITUPOBAHHOE BHITIOJTHEHUE ITPHKA30B,
pacrnopsHKeHUI, TOPYYEHUH BBILIECTOSIIETO PYKOBOJICTBA, IEHCTBYIOIIUX HOPMATHBHO-
MIPABOBBIX AKTOB TI0 CBOEMY MPOQIIIIO IS TeTbHOCTH;

e panuoHanbHOE U 3P (HEKTUBHOE HCIIOIb30BAHIE MATEPUATBHBIX, PMHAHCOBBIX U KaJAPOBBIX
pecypcos;

e COCTOSIHME TPYAOBOH M MCIIOJHUTEIbCKOW TUCIUILTUHBI B ApXHUBE, BHITIOJTHEHHE CBOUX
(byHKIMOHATBHBIX 0053aHHOCTEH;

e coOII0/IeHUE TIPAaBUI BHYTPEHHETO PACHIOPSAKA, CAHUTAPHO-TIPOTUBOIUIEMUIECKOTO PEKIMA,
IIPOTUBOIMOYXKAPHOI 0€30I1aCHOCTU U TEXHUKU OE€3011aCHOCTH;

e BEJCHUE JOKYMEHTAIIMH, IPEIYCMOTPEHHON ACHCTBYIONIMMHI HOPMATUBHO-TIPABOBBIMU
JTOKYMEHTaMH,

e MPEAOCTaBJICHHE B YCTAHOBJICHHOM MOPSIKE JOCTOBEPHOM CTATUCTHUECKON M MHOMN
nHGOpPMAIINY O JACSITEIHHOCTH apXHBa,

e TOTOBHOCTH apXHBa K pad0OTe B YCIOBHIX YPE3BBIYAIHBIX CUTYAIIHA.

6.2. OTBETCTBEHHBIE 3a BEJICHUE JIETONPOU3BO/ICTBA, IIOJTOTOBKY U MPEICTaBIEHUE IOKYMEHTOB Ha
XpaHEeHHE B apXUB, HA3HAYAIOTCS JUPEKTOPOM OpTraHU3aIlNH, OCYILECTBIAIONIEH 00pa30BaTEIbHYIO
NEeSITENIbHOCTbD.

6.3. KoHTpOJIb JeATETbHOCTH apXUBa OCYILIECTBISET JUPEKTOP OpraHU3alii, OCYIIECTBISIOMEeH
00pa3oBaTeNbHYIO JeATETbHOCTb.

7. KomIieKkToBaHue apxuBa

7.1. IlogroroBka TOKyMEHTOB K Ilepe/iade B apXUB 00pa30BaTeIbHON OpraHU3alMy BKIIOYAET
HKCHEPTU3y HAYYHOH U MPAKTUYECKON [IEHHOCTH IOKYMEHTOB, 0(hOpMIIEHHUE JIEN, COCTaBICHUE OMHCH.
7.2. DkcnepTu3a IIEHHOCTH IOKYMEHTOB.

7.2.1. Dxcnepmu3za yennocmu 00KyMeHmog — OINpeelieHNe IEHHOCTH JOKYMEHTOB C EJIbI0 0TOopa Ux
Ha XpaHEHHE U YCTAHOBJIEHUE CPOKOB XPaHEHUS. DKCIIEPTH3Y IIECHHOCTH JIOKYMEHTOB B
00pa3zoBaTeNbHON OPraHU3aIMK OCYILIECTBIISAET MOCTOSHHO AEHCTBYIOLIAst SKCIIEPTHAS KOMUCCHSL.
7.2.2. Dxcnepmuas Komuccuss HA3HAYAETCs PUKA30M TUPEKTOpa IMIKOJBL. B cocTaB DxcnepTHOM
KOMHCCHH BKJIIOYAIOT HE MEHEE TPeX COTPYAHHMKOB, B TOM YHUCIIE B 00s13aT€ILHOM MOPSIKE JIUIIO,
OTBETCTBEHHOE 32 BEJICHUE apXHBa MIKOJIbBI, U JUPEKTOP MyHUIIUTIAIILHOTO apX#Ba (TI0 COTJIACOBAHUIO).
CekperapeM DKCIIepTHOM KOMUCCHU Ha3HAYaAIOT CEKpeTapsi 00pa3oBaTeIbHON OpraHu3alty.
DKcnepTHas KOMHCCHS Ha 3aCe€aHMsIX pPacCMaTpUBAET: HOMEHKJIATYpPY A€ IIKOJIbl, OUCH JelT
MOCTOSIHHOTO XPAHEHHUS U TI0 JJMYHOMY COCTaBY, aKThl HA JIOKYMEHTBHI, BBIJIENIIEMbIE K YHUUTOKECHHIO.
7.3. Opopmnenue oen

7.3.1. Jlena MOCTOSIHHOT'O XpaHEHUs MOAIINBAIOTCS B TBEP/YIO O0I0KKY CypOBBIMH HUTKaMH. JINCTHI
HYMEPYIOTCS B TPABOM BEPXHEM YTITy MMPOCTHIM KapaHaanioM. KoarmaecTBo JIMCTOB B KaXKIOM JIeJie He
JOJKHO TpeBbIaTh 250. B KoHIle fena Ha OTAeTbHOM JINCTE COCTABIISIETCS] 3aBEPUTENIbHAS HAIIHCh.




7.3.2. Ha 0650>KKe /1€ TOCTOSTHHOTO XPaHEHUS IOJDKHBI OBITh IPOCTABJICHBI CIIEAYIONINE PEKBU3UTHI:
II0JJHO€ HAMMEHOBAHUE BBIIIECTOSAIIEH OpraHu3aliy, HAUMEHOBaHNE 00pa30BaTeIbHON OpraHu3aluy,
HOMeEp (MHJIEKC) Jiesia IO HOMEHKJIAType, 3aroj0BOK Jiejia, KOJIMYECTBO JMCTOB, CPOK XPAaHEHUS WIIN
OTMETKA «XPaHUThb IIOCTOSHHO», HOMEp (poHMa, onucH, Aena.

7.3.3. I1o oxOHYaHMH AETOMPOU3BOICTBEHHOTO roJ1a B 0(OPMIICHHBIE 0OJIOKKHU A€ ITOCTOSHHOTO
XPaHEHUsI BHOCATCS] HEOOXOJMMbIE YTOUHEHHS: B 3ar0JIOBKH JI€J1, COAEPIKAIMX PACIOPSIUTEIbHbIE
JIOKYMEHTHI (ITPUKa3bl, IPOTOKOJIBI), BHOCATCS HOMEPA; €CJIU JIEJ0 C IEPENUCKONH COCTOUT U3
HECKOJIbKUX TOMOB, B KaX/10M TOM€ yKa3bIBa€TCsl KOPPECIIOHACHT, aBTOP, TEPPUTOPHUSL, APYrHe JaHHBIE.
B kaxom Tome yka3bIBaeTcs jaTa (4McIio, MecsIl, roJ]) Hadyaia ¥ OKOHYaHUs JaHHOTO ToMa. To4HbIe
JaThl IPOCTABIIAIOTCS HAa 00JI0KKaX AJIs1 OBICTPOro MOUCKa JOKYMEHTOB B IOCIIEAYIOIIEM; U3
3aBEpPHUTEIBHON HAAMKUCH HAa OOJI0XKKY JieJa BHIHOCUTCS KOJIMYECTBO JIMCTOB B JIEIIE.

7.3.4. Haanucu Ha 001105KKax J1eJ1 MOCTOSIHHOTO U I0JIFOBPEMEHHOT'O XPaHEHHUs CIIEAYET IPOU3BOAUTh
YETKO, CBETOCTOMKMMHU YEPHHUIIAMH.

7.3.5. Jlns yueTa KOM4ecTBa JIMCTOB B Jiene U (PuKcauu 0COOCHHOCTEH UX HyMepallui Ha OT/ACIbHOM
JIMCTE COCTABIISICTCS 3aBEPUTEIbHASI HAAIHUCH.

7.3.6. B 3aBepuTenbHOI HaANKMCU YKa3bIBAa€TCs KOJIMYECTBO JUCTOB (LU(BPAMU U IIPOIKUCHIO) B AEIE.
3aBepuTeIbHAS HAAMMCH MTOANMCHIBACTCS COCTABUTENIEM C YKAa3aHUEM €ro JTOJDKHOCTH U JIaThI
COCTaBJICHMUSL.

7.3.7. BHyTpeHHSIS ONUCh COCTABISAETCS K JIeJIaM IIOCTOSIHHOTO U 1I0JIrOBpeMeHHOro (cBbiie 10 ser)
CpoKa XpaHeHUsl, COOPMUPOBAHHBIM 10 PA3HOBUAHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE
PacKpBIBaIOT KOHKPETHOE COJIEpKAHNE TOKYMEHTOB (0c000 IIEHHBIE, TMYHBIC JIea U JIp. ).

7.4. Onucanue 00KymMeHmo8 nOCMOAHHO20 CPOKA XPAHEHUA

7.4.1. OnucH COCTaBIAIOTCS Pa3/IebHO Ha JiejIa MOCTOSTHHOTO XPaHEHHsI IO OCHOBHOM JICATEIIEHOCTH H
Ha JieJsa 10 JINYHOMY COCTaBYy.

7.4.2. Onucu coCTaBIISAIOTCS JEIOIPOU3BOIUTENIEM.

7.4.3. Onuch BeaeTcs B €IMHON BAaJIOBOW HyMEpalluu B TEYEHNUE HECKOJIBKUX JIET.

7.4.4. Ha niena ¢ MCTEKIIIMM CPOKOM XPaHEHUS COCTABIISICTCS aKT 00 YHHUYTOKCHHUU.

7.4.5. I1o oxkOHYaHMUHU AETONPOU3BOICTBEHHOI'O rojla B 00pa30BaTeIbHOM OpraHu3aluu NpoU3BOJUTCS
0TOOp TOKYMEHTOB IIOCTOSIHHOTO CPOKa XPaHEHHsI TS BKIIOYECHHUS UX B ONMUCH. OMICHh COCTOUT U3
TOZIOBBIX Pa3/IesioB, BHYTPH rojia Jiejia pacnojiaratoTcs Mo CTENeHN 3HaUUMOCTH C yYETOM
HOMHHAJIBHOTO MTPUHITUIA (B COOTBETCTBHH C HOMEHKJIATYPOH 00pa3oBaTeIbHON OpTaHU3aIHHN).
7.4.6. OnucH coCTaBIAIOTCA Pa3/IebHO Ha Jiejia MOCTOSIHHOTO XPaHEHHsI IO OCHOBHOM /1€ATEIbHOCTH U
Ha JIeJa 10 JINYHOMY COCTaBYy.

7.4.7. OnyicH COCTABIIAIOTCS CEKPETAPEM.

7.5. lena epemenrnozo xparerus opOpMIISIIOTCS YIIPOIIICHHO: OHU HE TIOIINBAIOTCSI, JIUCTHI B HUX HE
HYMEPYIOTCsI, yTOUHEHHUE Ha 00JIOKKAX HE IPOM3BOIUTCS, ONMCH HA Jiea HE COCTABIISIOTCS, yueT
BEJIETCS TI0 HOMEHKJIATYpe JIEIT.

8. Yci10Busl XxpaHeHHs] JOKYMEHTOB apXHBa IIKOJIbI

8.1. JIokyMeHTBI apXuBa XpaHATCS B apXUBOXPaHWIHILE 00111€00pa30BaTEIbHOM OpraHU3aIUH.

8.2. He nomyckaercsi pa3MellleHue apXrBa B MOABAJIBHBIX U Y€PJIAYHbIX TOMEIEHHUX HIKOJIBI.

8.3. ApXHMBOXpaHWJIHILE I0JKHO OBITH y/1aJI€HO OT Ja00paTOPHBIX, IPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIIEHUH ¥ HEe UMETh OOIUX ¢ HUMU BEHTUJISIIMOHHBIX KaHAJIOB. APXUBOXPAHMINIIE OTJCNSAETCS OT
COCE/THUX MTOMEIICHUH HECTOPAEMbIMU CTEHAMH U IEPEKPHITUSMH C TIPEeIaMi OTHECTOHKOCTH He
MeHee JBYX 4acoB. B apXxuBoxpaHuiMIle He JOMyCKaeTcs NpoKiIaaka TpyO BOJOCHAOKEHHS U
KaHAJIN3aluH, TEXHOJIIOTUIECKUE HITH OBITOBBIC BBIBOJIBI BOJIBI.

8.4. ApXMBOXpaHUJIHUILE TOJKHO UMETh €CTECTBEHHYIO UM UCKYCCTBEHHYIO BEHTHIIALUIO,
00ECTIeYNBAOIIYIO PEIUPKYIISIIUIO BO3IyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA.
8.5. Bce moctynaronue B apXxuB 00pa3oBaTeIbHON OpraHU3alMy JOKYMEHTHI Pa3MelaloTcs B
apXMBOXPAHIIIUINAX HA CTAI[MOHAPHBIX H/HJIH MEPEIBIKHBIX METAUTMYECKUX CTEIUIaXKaxX, B
METAJUIMYECKHX IIKa(ax Win KOHTeHHEepax.

8.6. Crenaxku T0JKHBI ObITh YCTaHOBJIEHBI IEPIIEHANKYIISPHO CTEHAM C OKOHHBIMU MPOEMaMH, a B
MOMEIIEHNH 0€3 OKOH - ¢ y4eTOM 0COOCHHOCTEH nmomerieHust 1 odopynosanus. He nonmyckaercs



pa3MelIeHne CTeIUIaXKeH BINTOTHYIO K HAPYKHBIM CTEHAM 3/IaHUS U K UCTOUYHUKAM TEILIA.
8.7. PaccranoBka cTesiasked U mKagoB OCYIIECTBISIETCS B COOTBETCTBUU CO CIEAYIOMUMU
TpeOOBAHUSIMU:
e  PACCTOSHHME MEXK]Y psIaMH CTeJUIaKer (TJIaBHBIN Mpoxoj) — He MeHee 120 cM;
e paccrosiHue (IIPOXO0M) MEKY CTeJUIaKaMH — HEe MeHee 75 cM;
e  pAacCTOSIHHUE MEX]y HAPYKHOM CTEHOM 3aHUA U CTeJUIaKaMu, MapajieIbHbIMU CTEHE — HE
MeHee 75 cm;
e  PACCTOSHHE MEXKYy CTCHOW M TOPIIOM CTesuTaXka WM mkada (00xox) — He MeHee 45 cMm;
e pAacCTOSIHHE MEX]Y IOJIOM U HIDKHEH MOJIKOH creuraxa (mkada) — He meHee 15 cMm, B
LIOKOJIBHBIX ATaxkax — He MeHee 30 cm.
8.8. IIpoTuBONOXKAPHBIN PEKUM B 3[aHUSX, TJ€ pa3MEIIACTCs ApXUB IIKOJIbI, U B apXUBOXPAHMIUIIIAX
YCTaHABIIMBAETCS B COOTBETCTBUU ¢ [IpaBuiiamu npoTruBonokapHoro pexknma B Poccuiickoit
@enepanyn ot 16 centsaops 2020 roga Ne1479.
8.9. ApXuBHbBIEC IOKYMEHTHI CIIEIYET XPaHUTh B TEMHOTE.
8.10. 3ammTa JOKYMEHTOB OT JICHCTBUS CBETa 00ECIIEYNBACTCS XPAaHEHHUEM JIOKYMEHTOB B KOPOOKax,
Mankax | rneperierax, B mkadax Uil Ha CTEJIaXKax 3aKphITOro THIA.
8.11. YpoBeHb UCKYCCTBEHHOT'O OCBEIIIEHUS B KHUTOXPaHWIMINAX JOJKEH COCTaBisATh He Menee 100
JIFOKC.
8.12. B apXuBOXpaHWIHIIE JIUIS XPAHCHUS IOKYMEHTOB YCTAaHABIMBAIOTCS CJICTYIONINE TapaMeTPhl
TEMIEPATYPHO-BIAXXHOCTHOTO PEeXKUMA:
e IS XpaHEHUs JOKYMEHTOB Ha OyMa)XxHOM Hocutene — remneparypa 17-19°C, orHocuTenbHas
BIQXKHOCTH Bo3ayxa — 50-55%.
8.13. [lomenieHus apxuBa 00pa30BaTEIBHON OPraHU3aALUH TOJKHBI COIEPIKATHCS B YHCTOTE, B
YCIIOBUSX, UCKIIFOUYAIOUTNX BO3MOKHOCTh MOSIBIICHUS TJIECEHU, HACEKOMBIX, TTBUTH.
9. 3ak/IH04NTeIbHbIE M0JI0KEHUS
9.1. Hacrosiiee [lonosxenue o0 apxuBe sBIsieTCS JOKAIbHBIM HOPMATUBHBIM aKTOM, TPUHUMAETCS Ha
OO6miem coOpanuu pabOTHUKOB MIKOJIBI M YTBEPKIAETCs (JTMOO BBOJUTCS B ACHCTBUE) IPUKA30M
IUpeKTopa 001eo0pa3zoBaTebHON OpraHu3aluu.
9.2. Bce u3MeHeHus U JOMOJTHEHUs, BHOCUMBIE B HacTosmiee [lonoxenue, opopMIIstOTCs B TUCbMEHHOU
(dbopMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOAATENHCTBOM Poccuiickoit denepanuu.
9.3. Ilonoxxenue 00 apxuBe 00IIE00pa30BaATEIHLHON OpraHU3alluy MPUHUMAETCS Ha HEOTIPeIeTIEHHbII
cpok. M3menenus u nononHeHus kK [lomokeHnIo NpUHUMAIOTCA B TOPAIKE, TPETyCMOTPpEeHHOM 11.9.1.
Hacrosuiero Ionoxenus.
9.4. llocne npunsitust [Tonoxenust (WM USMEHEHUN U JOMOTHEHUHN OTACTBHBIX TYHKTOB U Pa3/iejioB) B
HOBOU peNlaKkIuu MpeabIAyIas peIaKkiys aBTOMaTUYECKH YTPAauuBaeT CHITY.




