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1. O0mme noJiokeHust
1.1. Hactoswmee Ilonoxenue pazpabotaHo Ha ocHOBaHUU [IpumepHOro monoxeHus
00 apxuBe OpraHu3aly, YTBEPXKACHHOro Npukazom @denepasbHOr0 apXUBHOTO
arenTcTBa Ne 42 ot 11 anpens 2018 rona, B coorBeTcTBUM ¢ PeAepaIbHBIM 3aKOHOM
Ne 273-®3 or 29.12.2012 roga «O6 obpazoBanuu B Poccuiickoit denepanum»,
[Tpukazom MunkynbTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:KI€HUM MPABUII
OpraHu3alyy XpaHEHMs, KOMIUIEKTOBAHMS, Y4eTa M MCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro (onga Poccuiickoit ®denepauuu U ApYyrux apXUBHBIX JTOKYMEHTOB B
opraHax TOCYAapCTBEHHOM BIJIaCTH, OpraHax MECTHOTO CaMOYNPABICHUS H
opranuzauusax», Ycrtasom MBOY «COIII c. Xaxu-Osna uMm. Toszaesa P.D.» (nanee
— IIKOJ1a, 001e00pa3oBaTeIbHaAs OPraHU3aIlus).

1.2.  Hannoe [IlomoxeHue omnpenenser cocraB JAOKYMEHTOB — apXuBa
0011e00pa3oBaTeIbHON OpraHuM3alid W YCIOBUS HUX XpaHEHHs, YCTaHABIMBAET
3a/layd, Ha3HayeHWe M  (PYHKIMM IMIKOJBHOTO apXWBa, pPErJIaMEHTUPYET
NEeSTENBHOCTD JINIA, OTBETCTBEHHOTO 32 BEJICHUE apXUBa.

1.3. JIoKyMeHTBI WIKOJIbI, MUMEIOIIME HCTOPUYECKOE, KYJIbTYpPHOE, HAy4dHOE,
COLIMAJIbHOE,  DKOHOMHMYECKOE€ M  TOJUTHYECKOE  3HAu€HHEe,  COCTaBJISIOT
roCy/IapCTBEHHYI0 4YacTh ApxuBHoOro ¢onna Poccuiickoit ®enepanuu, SBISIOTCS
COOCTBEHHOCTBIO TOCYAapCTBa U  MOJJIEXKAT TOCTOSHHOMY  XPAaHEHHIO B
rocygapCcTBeHHbIX apxuBax Poccuiickon ®enepamuu. Jlo nepemaun  Ha
rOCYJapCTBEHHOE XpPAaHEHHE JaHHble JOKYMEHTBl BPEMEHHO XpaHATCA B
o01reo0pazoBaTeIbHON OpraHU3aIuy.

1.4. B mkone s XpaHeHUS ITOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoi
denepaui M 3aKOHYEHHBIX JEJIONPOU3BOJCTBOM JTOKYMEHTOB MMPAKTHYECKOTO
Ha3HA4YeHUs, UX OTOOpa, yuyeTa, WCIOIb30BaHUA W TOJATOTOBKM K Iepefade Ha
roCyJapCTBEHHOE XPaHEHUE CO3/1AETCS apXUB.

1.5. ApxuB cO31a€TCs KaK CaMOCTOSITEIbHOE NOJPa3eiICHUE, BO3IIABIIEMOE
JIMLIOM, OTBETCTBEHHBIM 32 BEJICHHE apXHUBa COIVIACHO MPUKA3y JUPEKTOPA LIKOJIBI.

1.6. Illxoma  oOecmeymBaeT apxuB  HEOOXOJUMBIM  IOMEIICHUEM,
000pyIOBaHUEM U KaJpaMH.

1.7. O6meobpa3oBaTenbHasl OpraHU3aNys OO0ECIEYHBACT COXPAHHOCTH, yUerT,
oTOOp, YHOpSAOYEHHE U HCIOJb30BaHHE JOKYMEHTOB ApxuBHOro ¢oHIa
Poccuiickoit deneparuu, oOpa3yrImuxcs B ero aesaTeabHocTH. OOecreunBaeT
CBOEBPEMEHHYIO NIEpe/lavy 3TUX JJOKYMEHTOB Ha TOCY/IapCTBEHHOE XPAHEHHE.

1.8. Bce paboThl, CBSI3aHHBIC C MOJATOTOBKOM, TPAHCTIOPTUPOBKOW U mepeaaveit
apXUBHBIX JJOKYMEHTOB, IPOU3BOASATCS CUJIAMH U 33 CUET LIKOJIBI.

1.9. 3a yrpary m mopuyy HIOKyMeHTOB ApxuBHOro ¢oHma Poccuiickoit
®denepauny TOHKHOCTHBIE JIMIA IIKOJbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBHUHM C
JEUCTBYIOIIUM 3aKOHOJATEIbCTBOM.



1.11. IlIxonbHBI apxuB paboOTaeT COTJACHO IUIaHY, YTBEPKIaEMOMY
JTUPEKTOPOM 001Ie00pa30BaTEIbHON OpraHU3alMKi, U OTYUTHIBAETCS NEPE]l HUM B
cBoel pabore.

1.12. KOHTpOJIb IEATENBHOCTH ApXMUBa OCYLIECTBISIET TUPEKTOP LIKOJIBI.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B 1IKOJBHBIN apXUB IMOCTYIAIOT:

* 3aKOHYCHHBIC JICJIONPOU3BOJCTBOM IHKOJBI JOKYMEHTBHI IMOCTOSHHOTO
XpaHeHHs, o0Opa3oBaBIIMECS B JEATEIBHOCTU CTPYKTYPHBIX IOIpPA3ACICHUMN,
JOKYMEHTbl BpeMeHHOro (cBbime 10 J5eT) cpoka XpaHEHHs, HEOOXOJUMBbIEe B
NPAKTUYECKON 1eITeNbHOCTH, IOKYMEHTHI MO KaJpaM U 00y4aroIuMCs;

* JIOKYMEHTBI IOCTOSIHHOTO XPAaHEHHUs U MO JIMYHOMY COCTaBy OpraHHM3allnii-
[PEALIECTBEHHNUKOB;

* nu4HbIEe (POHIBI BEAYIINX PAOOTHUKOB IIKOJIbI, TIOCTYHUBIINE B APXUB;

* chyxeOHbIe U BEJIOMCTBEHHbIC U3/IaHNUS;

* CHPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YUYETHBIE JOKYMEHTHI
ApxuBa HIKOJBI.

2.2. Cpoku XpaHEHMsI TOKYMEHTOB B apXHBE 0Opa30BaTEIbHON OpraHu3aluu
OIPEIEIISIIOTCS COTIIACHO CPOKaM, YKa3aHHBIM B YTBEP)KICHHONH HOMEHKJIAType AL

3. 3agaum apxuBa
3.1. OCHOBHBIMH 33JIa4aMH apXUBa SBISIOTCS:

3.1.1. OpraHuzanus XpaHEHUsS JOKYMEHTOB, COCTaB KOTOPBIX IPEIYyCMOTPEH
paznenom 2 Hactosero [lonoxeHus.
3.1.2. KowmIuiekToBaHUE apxuBa JTOKYMEHTaMH, 00pa30BaBITUMHUCS B
NESATEIILHOCTH IIKOJIBI.
3.1.3. VYuer, o0ecleuyeHHEe COXPAaHHOCTH, CO3JaHUE HAYYHO-CIIPABOYHOTO
arrapara.
3.1.4. Hcnosib30BaHUSA JOKYMEHTOB, HAXOISIIIUXCS HA XPAHEHUHU B aPXUBE IIKOJIBI.
3.1.5. IloaroTroBka m CBOEBpeMEHHas mMepegada JOKYMEHTOB ApxXWBHOTO (oHma
Poccuiickonn @enepanuu  Ha IIOCTOSHHOE XpAaHEHHWE B TOCYAapCTBEHHBIN
(MyHUIIUTIATIbHBIN) aPXUB.
3.1.6. Meroauyeckoe PYKOBOJACTBO M KOHTPOJAb 3a (HOPMHPOBAaHHEM U
oopMIIEHHEM JIeIT B ICJIOMPOU3BOJICTBE IIIKOJIBI U CBOCBPEMEHHOM TIepeaaveii ux B
apXuB 00pa30BaTEIbHON OpraHU3aIuy.

4. ®yHKUMH apXUBa

B cOOTBETCTBUH C BO3JIOKEHHBIMU 3aJ1a4aMH aPXHUB OCYIIECTBASET CICAYIOUINE

KIIUU:
4.1. OpranusyeT npueM JIOKYMEHTOB MOCTOSIHHOTO U BpeMeHHBbIX (cBbImie 10
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JeT) CpOKOB XpaHEHUs, B TOM 4YHUCIE MO KaapaM U OO0ydarouumcs,
00pa3oBaBUIMXCS B JAESATEIBHOCTH UIKOJbI, B COOTBETCTBHUU C YTBEPKIACHHBIM
rpadukoM.

4.2. ObecnieynBaeT COXPAHHOCTb M BENET Yy4YeT JAOKYMEHTOB M (DOHIOB,
HaXOJAIIMUXCS HA XPAaHEHUH B apXHuBe 00111e00pa30oBaTeIbHON OpraHu3aluu.

4.3. TlpencraBiseT B TOCYJAapCTBEHHbIM (MYyHUIMIAIbHBINA) apXUB y4YETHbIE
CBelleHHd 00 00beMe M COCTAaBE XPAHAIIMXCA B apXHUBE UIKOIbl JTOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuu U Apyrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBUM C MOPAJKOM TOCYJApCTBEHHOTO ydeTa JOKYMEHTOB ApPXHUBHOTO
donna Poccuiickoiit denepannu.

4.4. CucteMaTH3UpyeT U pa3MeIlaeT JOKYMEHThI, IOCTYyIalolIe Ha XpaHeHue
B IIKOJIbHBIA apXuB, 0Opa3oBaBLIMECS B XOJE OCYIIECTBICHHUS AESITEIbHOCTH
IIKOJIBI.

4.5. PaspabateiBaeT rpaduKu TpEACTaBICHUS ONHCEHM Ha PacCMOTPEHHE
HKCIIEPTHO-NIPOBEPOYHON KOMHCCHUHM M TepeAadyd JOKYMEHTOB ApPXHUBHOTO (oHaa
P® na xpaHeHue B rocyJapCTBEHHBIN (MYHULIMTAIbHBIN) apXUB.

4.6. OcylIecTBISET MOATOTOBKY U IPEICTABIISET:

* Ha pPacCMOTPEHHME U COTJIACOBAHHME SKCIEPTHOM KOMMCCHUU IIKOJBI OMUCHU
JIeJT IOCTOSTHHOTO XpaHEeHHUs, BpeMeHHbIX (cBbilie 10 j1eT) CpOKOB XpaHEHUs, B TOM
qHCe MO KaJpaM M O00ydYarolIuMcs, a TaKKe aKThl O BBIJICJICHUH K YHUYTOXEHUIO
apXUBHBIX TOKYMEHTOB, HE MOJIEKAIIUX XPAHEHUIO, aKThl 00 yTpaTe T0KYMEHTOB,
aKThl O HEUCIIPABUMBIX OBPEKICHUIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPKICHHE SKCIEPTHO-IPOBEPOYHON KOMHUCCHUU YIOJIHOMOYEHHOTO
opraHa HWCIOJHHUTEILHOW BlacTH cyOwnekTa Poccuiickonr ®Denepanuu B cdepe
apxuBHOro naena (nainee - 11K apXUBHOTO yUpexJEHHs) OMUCU J€]l TOCTOSHHOTO
XpaHEHHUS;

* Ha cornacoBanue OIIK apxuBHOro yupexzaenus cyobekra Poccuiickoit
@enepaunn  (MyHULIMOAJIBHOINO  apxuBa), B  Cllyda€  HAJCIEHUS  €To
COOTBETCTBYIOIIMMU IMOJTHOMOYHUSIMU, OMKUCH JI€JI 110 JINYHOMY COCTaBY;

» Ha cormacoBanue OIIK apxuBHOrO yupexnaeHus cyobekta Poccuiickoit
@®enepaunn  (MyHULMOAIBHOTO  apxuBa), B  Cllydyae  HAJCJIEHUA  €ro
COOTBETCTBYIOIIMMHU TMOJHOMOYMSIMH, aKThl 00 yTpaTe HAOKYMEHTOB, AaKThl O
HEHCIPABUMBIX MOBPEKACHUSIX aPXUBHBIX JOKYMEHTOB;

* Ha yTBEpXKJCHHE AUPEKTOPY ILIKOJIBI OMUCH /NI MOCTOSIHHOTO XPaHEHUS,
onucu BpeMeHHbIX (cBbile 10 J1IeT) CPOKOB XpaHEHUs, B TOM YHUCIIE OMUCH JIeJI IO
KaJpaM M OOyYarlIuMCs, aKThl O BBIJACJICHUU K YHHYTOXKECHHUIO apPXUBHBIX
JIOKYMEHTOB, HE€ MOJUJICKAIINX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCHPAaBUMBIX  MOBPEKICHUSX  apXUBHBIX  JOKYMEHTOB,  YTBEPXKICHHbIC
(cornmacoBannbie) OIIK unu rocygapcTBeHHbIM apXuBOM cyObekTa Poccuiickoit
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Qenepanii  (MyHUUUNAIBHBIM ~ apXWBOM) B Cllydae  HAJEJEHUS  €ro
COOTBETCTBYIOIIUMH MOJHOMOYHSIMH.

4.7. Opranuzyer nepenady IOKyMeHTOB ApxuBHoro Qonaa Poccuiickoii
denepalii Ha TOCTOSHHOE XPAaHEHHWE B TOCYJAPCTBEHHBIN (MYHHUIMIAIbHBIN)
apXuB.

4.8. Opranu3yetr u NpOBOJUT SKCIEPTU3Y LIEHHOCTH TOKYMEHTOB BPEMEHHBIX
(cBbiie 10 eT) CpOKOB XpaHEHUsI, HAXOAAIIMXCS HA XPAHEHUU B apXUBE IIKOJIbI B
Henasx oToopa JOKYMEHTOB [UIs BKIIOYEHUST B cocTaB ApXuBHOro (onaa
Poccuiickoit ®enepanuu, a TakKe BbISBICHUS JOKYMEHTOB, HE MOJJIEKAIIUX
JanbHENIeMy XpaHeHHIO.

4.9. YyactByeT B paboTe HKCIEPTHON KOMUCCHUHU.

4.10. IIpoBoaHUT MepONpPHUATUS TO OOECMEUYEHUIO COXPAHHOCTU JOKYMEHTOB,
HaXOJISAIIMXCS Ha XpPaHEHUU B apXUBeE.

4.11. Opranuzyet UHPOPMHUPOBAHUE AAMUHUCTPALIMHI U PAOOTHUKOB IIKOJIBI O
COCTaBE U COJACPKAHUU JTOKYMEHTOB apXHBa.

4.12. Uudopmupyer monb3oBareneil MO BOMPOCAM MECTOHAXOXKIACHUS
apXUBHBIX JOKYMEHTOB.

4.13. OpraHu3zyer Bbl1auy JTOKYMEHTOB U JIe] 711 paOOThl B yUUTEIbCKON MIIH
BO BPEMEHHOE I0JIb30BaHUE.

4,14, VcnonHser 3ampochl OpraHu3aluidl M 3asBIEHUS TpaxaaH o0
YCTaHOBJIIEHUH TPYAOBOTO CTa)Xa M JPYyrdM BONPOCAM COLMAJIBHO-IIPABOBOTO
XapakTepa, B YCTAaHOBJIEHHOM IOPSAJKE BbIIAE€T KONMHUU JOKYMEHTOB U apXHUBHbBIE
CIPaBKH.

4.15. Benmer yd4eT HCHOJB30BaHUS ITOKYMEHTOB apXuBa 00pa3oBaTEIbHOMU
OpraHu3aluu.

4.16. Coszmaer ¢GHOHI TOJB30BAaHUS apXWBa IIKOJIBI M OPraHU3yeT ero
UCIIOJIb30BaHUE.

4.17. OcyuiecTBIAET BEICHUE CIIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM
IIKOJIBHOTO apxuBa. Co31aeT, MOMOJIHAET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIM
anmnapaT K XpaHsIIUMCS B apXUBe JieJIaM U JIOKYMEHTaM.

4.18. YuacTByeT B pa3paboTKe JOKYMEHTOB IO BOMpOCaM apXHWBHOIO Jieja U
J€JIONPOU3BOJICTBA.

4.19. Oxa3bIBaeT METOIMYECKYIO MOMOIIIb:

* cmyx0e Nemonpou3BOACTBAa MIKOJIbI B COCTaBJICHWW HOMEHKIATYPHI e,
dbopmupoBaHNU U OPOPMIICHUH 1€, KOHTPOJIUPYET MPABUILHOCTh (POPMUPOBAHUS
1 oopMIIeHUS JIe] B JEIONPOU3BOJICTBE;

* CTPYKTYPHBIM TMOJpa3AeliCeHUusIM M paOdOTHUKAM IIKOJbl B MOJATOTOBKE
JOKYMEHTOB K IIepeiaye B apXUB.

4.20. YgacTByeT B IPOBEICHUN MEPOIPHUSTHI 1O TIOBBIIICHUIO KBAUTH(DUKAIINH
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pabOTHUKOB apXHBa U CIIYKObI AEJIONPOU3BOICTBA 00PA30BATEIbHON OpraHU3aAINH.

S. IIpaBa apxuBa

s evinonnenus 80310CeHHbIX 3a0ay U QYHKYUL JUY0, OMEEMCmeeHHoe 3a
apxus, umeem npaego:

5.1. IlpenctaBiaaTh IUPEKTOPY, MOPEATOKEHHUS IO COBEPIICHCTBOBAHUIO
OpraHu3aly XpaHECHUs, KOMIUJIEKTOBAHUS, y4€Ta U HCIIOJb30BAHUS APXUBHBIX
JTOKYMEHTOB B apXHMBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHE YCTAHOBJIEHHBIX TMpaBUJl PpabOThI C
JTOKYMEHTaMH B CTPYKTYPHBIX MOJIPA3AETCHUSIX IIKOJIBI.

5.3. 3ampammuBarth OT CTPYKTYPHBIX TOApPA3JeiIeHUNA W PAOOTHUKOB IIKOJIBI
CBEJICHMSI, HEOOXOIUMBIE 11 paOOThI apXUBa, C yUETOM OOECIICUEHUS BBHIMOTHEHUS
BCEX BO3JIOKEHHBIX Ha apXUB 337124 U QYHKIUH.

5.4. JlaBaTh pa3bACHEHHUS U PEKOMEHAAIMA MO BOMpOCaM, BXOASIIMM B
KOMIIETEHIIUIO apXUBa IIKOJIBI.

5.5.  HWudopmupoBaTh  CTpYKTypHBIE  MOAPA3ICICHUS  IIKOJIBI O
HEOOXOJIMMOCTH TepeIayl JOKYMEHTOB B apXUB B COOTBETCTBHUU C YTBEPKICHHBIM
rpaduKoOM.

5.6. IlpuHuMaTh y4acTHe B  3acelaHUAX DKCIEPTHOM  KOMHUCCHU
o011e00pa3oBaTeIbHOM  OpraHM3alMu, a Takke B JKCIEPTHO-NPOBEPOUYHOM
KOMHUCCHHM  YIOJHOMOYEHHOTO OpraHa HCIOJIHUTEIbHOM BIAacTH CyOBEKTa
Poccuiickoit @eaeparnuu B chepe apXuBHOTO Jena.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHMPOBAHUE aAPXMBA
6.1. HasnaueHHOoe NpUKa30M JMPEKTOpa IIKOJIbl JIMIIO, OTBETCTBEHHOE 3a

BCACHHUC apXHBad, HCCCT MCPCOHAJIbHYIO OTBCTCTBCHHOCTD 34.

* BBITNIOJHCHUE BO3JIOKEHHBIX Ha apXWB 3aJ1ad M (YHKIMH B COOTBETCTBHH C
JNEUCTBYIOIIMM 3aKOHOIATENBbCTBOM Poccuiickoit Denepannu;

* opraHuzanuioo paboThl apXWBa, CBOSCBPEMEHHOE W KBaJIHW(PUIMPOBAHHOE
BBIMIOJITHEHUE TPHUKA30B, PACIOPSHKEHHUM, TTOPYUYEHUH BBIIECTOSAIIET0 PYKOBOJICTBA,
NEHCTBYIOIINX HOPMATUBHO-TIPABOBBIX AKTOB IO CBOEMY MPODUITIO ICATEIHHOCTH;

* panvoHalbHOE W A(QPEKTHBHOE  MCIIOIB30BAHUE  MaTCPHATBHBIX,
(MHAHCOBBIX U KQJIPOBBIX PECYPCOB;

* COCTOSIHHE€ TPYJIOBOM M HCHOJHUTEIBCKOW JUCIUIUIMHBI B apXWBE,
BBITTOJIHEHUE CBOMX () YHKIIMOHAIBHBIX 00sI3aHHOCTEH;

* coOmoacHUE MpaBUJI BHYTPEHHETO pacnopsiika, CaHUTApPHO-
MPOTHUBOSMHUAEMHUYECKOTO PEKUMa, MPOTHUBOIMOKAPHOM O€30MaCHOCTH U TEXHUKHU
0e30IMacHOCTH;

* BEJCHHUE JOKYMEHTAIlUHM, IPEIYCMOTPEHHON AEHCTBYIOIIUMU HOPMATHUBHO-
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MIPaBOBBIMH IOKYMEHTaMU;

* MPEJOCTaBJICHUE B YCTAHOBJIECHHOM IOPSIIKE JOCTOBEPHOM CTaTUCTUUYECKON
Y MHOUM MH(OpMaALUU O 1€ATEIbHOCTH apXUBa;

* TOTOBHOCTb apXHBa K paboTe B yCIOBUSAX YPE3BbIYAHHBIX CUTYAIUH.

6.2. OTBETCTBEHHBIE 3a BEACHUE JIEJIONPOU3BOACTBA, NOATOTOBKY U
MpE/ICTaBICHUE JOKYMEHTOB Ha XpaHEHHWE B apXWB, HA3HAYAIOTCA JHUPEKTOPOM
IIKOJIBI.

6.3. KoHTpoOJIb 1€STENBHOCTH apXUBA OCYILECTBISECT JUPEKTOP IIKOJIBI.

7. KoMIieKTOBaHHE apXHUBa

7.1. TlonrotoBka JOKYMEHTOB K TIiepeladye B apXuB 00pa3oBaTesIbHOU
OpraHu3alydyd BKJIOYAET OKCHEPTU3y HAy4YHOM M MPAKTUYECKOH LIEHHOCTH
JOKYMEHTOB, 0(hOpMJIEHUE 1€, COCTABICHUE OIMHUCH.

7.2. DKcnepTr3a HEHHOCTU JOKYMEHTOB.

7.2.1. DOxcnepmusa yennocmu OOKYMeHmMO8 — OIpeJeieHue IEHHOCTH
JIOKYMEHTOB C 1I€JbI0 0TOOpa MX Ha XpaHEHHWE U YCTAaHOBJIEHHE CPOKOB XpPaHEHHUS.
OKkcnepTu3y — LEHHOCTH  JOKYMEHTOB B 00pa3oBaTeNbHOM  OpraHu3aluu
OCYIIECTBIISIET MOCTOSTHHO JIEWCTBYIONIAs SKCTIIEPTHAS. KOMUCCHS.

7.2.2. Dkcnepmuas xomuccusi Ha3HA4YaeTCsl MPUKA30M AUPEKTOpa MIKOJbL. B
COCTaB OJKCIEPTHOM KOMHUCCHMHU BKIIOYAIOT HE MEHEe TpeX COTPYAHUKOB, B TOM
quclie B 00s3aTeIbHOM TMOPSJIKE JIMIIO, OTBETCTBEHHOE 32 BEJICHHE apXUBa LIKOJbI, U
JTUPEKTOP MYHHUIIMTIATBHOTO apxuBa (1o coriacoBanuio). CekperapeM DKCIEpTHOU
KOMHUCCUU Ha3HAYalOT CeKpeTapsi o0pa30BaTEIbHOM OpTraHu3alliu. ODKCIEpPTHAS
KOMHUCCHSI Ha 3aCeJaHUSX PacCMaTPHUBACT: HOMEHKJIATYPY eI IIKOJIbI, OMUCH JIel
MOCTOSIHHOTO XpaHEHUS U M0 JUYHOMY COCTaBY, aKThl HA IOKYMEHTHI, BbIIEIISIEMbIC
K YHUYTOXEHHUIO.

7.3. Odopminenue aen

7.3.1. Jlena TOCTOSHHOTO XpaHEHHUS TMOJIIMBAIOTCS B TBEPAYID OOJOKKY

CypOBBIMH HUTKaMU. JIMCTBI HYMEpYyIOTCS B IPAaBOM BEPXHEM YIIy MPOCTHIM
KapanjamoM. KoluuecTBO JUCTOB B KaXJJAOM Jielie HE JIOKHO npeBbimaTts 250. B
KOHIIE JIeJIa Ha OTAEIbHOM JIUCTE COCTABISAETCS 3aBEpUTENIbHAS HAIIUCH.

7.3.2. Ha 0050%Ke J1e1 TOCTOSIHHOTO XpaHEHUsl JOJIKHBI ObITh MPOCTABICHBI
CIEeAYIOIINE PEKBU3UTHI: TOJIHOE HAWUMEHOBAaHUE BBIIIECTOSIIICH OpraHU3aluu,
HauMEHOBaHUWE oOOpa3oBaTEIbHON OpraHu3aluu, HoMmep (MHIEKC) Jena 1o
HOMEHKJIAType, 3arojoBOK Jeja, KOJIUYECTBO JINCTOB, CPOK XPAHEHUS UIIM OTMETKA
«XpaHUTb MOCTOSIHHOY», HOMEP (OHA, OMKCH, Jea.

7.3.3. [1o okoHYaHUU JAEIONPOU3BOACTBEHHOTO ro/ia B 0OpMIICHHBIE 00JI0XKKHU
Jie] TIOCTOSIHHOTO XPaHEHUsI BHOCSITCA HEOOXOAMMbIE YTOUHEHUS: B 3ar0JIOBKHU JIE,
COJIEpKaIllUX PACHOPAAUTEIIbHBIE JTOKYMEHTHI (IIPUKa3bl, MPOTOKOJIbI), BHOCSATCS
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HOMEpA; €CIIA JIEJI0 C NEPENUCKON COCTOUT M3 HECKOJBKHUX TOMOB, B KaXJIOM TOME
YKa3bIBaETCA KOPPECHOHAEHT, aBTOP, TEPPUTOPHUS], IPYTUE NaHHbIE. B Kaxx1oM Tome
yKa3bIBaeTCs jJaTa (4uciio, Mecsll, Toj) Hayajla 1 OKOHYaHUS JaHHOTO ToMa. TOYHbIE
JaThl TMPOCTABISAIOTCA HA OOJOXKKax JJig OBICTPOro IIOMCKA JIOKYMEHTOB B
MOCJIEAYIONIEM; U3 3aBEPUTENbHOM HaANHMCH Ha OOJIOKKY Jejda BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JEJIE.

7.3.4. Hapnucu Ha 00J105%KKaX J1€7 MOCTOSSHHOTO U JOJITOBPEMEHHOT'O XpaHEHUs
CIEQYET MPOU3BOAUTH YETKO, CBETOCTOMKMMH YEPHUIAMU.

7.3.5. Jlnga ydyeta Konv4ecTBa JUCTOB B Jelie U (DUKCAIMM OCOOEHHOCTEH HX
HYMEPALMU HA OTAEJIBHOM JINCTE COCTABIISIETCS 3aBEPUTEIbHASI HAJIUCH.

7.3.6. B 3aBepuTeIbHON HAAMUCH YKa3bIBACTCS KOJMYECTBO JIUCTOB (Ldpamu
U TPOIMKCHIO) B JieNie. 3aBepuTEeIbHAsS HAANUCH TOJIMCHIBACTCS COCTaBUTEIEM C
yKa3aHUEM €T0 JOJIKHOCTH U JaThl COCTABJIEHUS.

7.3.7. BHyTpeHHsI1 ONWCh COCTaBJIsIETCS K JeJaM TIOCTOSSHHOTO U
noiaroBpeMeHHoro (ceoime 10 jer) cpoka XpaHeHus, C(QOPMUPOBAHHBIM IO
Pa3HOBUJIHOCTSIM JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE
coJiep KaHue TOKYMEHTOB (0C000 LIEHHbIE, IUYHbIC JIea U JIp. ).

7.4. Onncanne JOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHUS.

7.4.1. Onucu COCTaBIAOTCSA PAa3AEIbHO Ha Jeja MOCTOSIHHOTO XPaHEHHUs IO

OCHOBHOM AESTEIbHOCTH U Ha JIeJia M0 JINYHOMY COCTaBY.

7.4.2. Onucu COCTaBIAIOTCS JACIONPOU3BOIUTEIIEM.

7.4.3. Onuce BeeTcs B €JUHON BaJOBOM HyMEpalUH B T€UEHHWE HECKOJIBKHX
JIeT.

7.4.4. Ha pnena ¢ HCTEKIIMM CPOKOM XpaHEHHUS COCTaBJISETCS akT o0
YHUYTOKECHHH.

7.4.5. Tlo okOHYaHWW JEIONMPOM3BOJICTBEHHOTO Troja B 00pa3oBaTEIbHOMN
OpraHu3aluy MTPOU3BOJIUTCS OTOOP JOKYMEHTOB IMOCTOSIHHOTO CPOKA XpaHEHUs s
BKJIIOUEHHUS UX B onuch. ONUCh COCTOUT M3 TOJOBBIX Pa3/leNoB, BHYTPU rojaa Aena
pacroyiaratoTcs Mo CTENEHUM 3HAYMMOCTH C Y4€TOM HOMHUHAJIBHOIO MpUHIMNA (B
COOTBETCTBHH C HOMEHKJIATypO# 001ieo0pa3oBaTeIbHON OpraHu3aIlun).

7.4.6. Onucu COCTaBISIOTCS Pa3feibHO Ha Jeja MOCTOSIHHOTO XPaHEHHUs IO
OCHOBHOM A€SITEIbHOCTH U Ha Jiejia MO JINYHOMY COCTaBYy.

7.4.7. Onucu COCTaBISIIOTCSI CEKPETAPEM.

7.5. Jlena BpeMEHHOTO XpaHEHUS OQOPMISIOTCS YHPOIIEHHO: OHU HE

MNOAIIMUBAIOTCA, JIMCTBI B HHUX HC HYMCPYIOTCA, YTOUHCHHC Ha 00/I0’KKaxX He
MMPOU3BOAUTCA, OIIMCH HAa AC€JIa HC COCTABJIAIOTCA, YUCT BCACTCA IO HOMCHKIIATYPC
ACII.

8. YcaoBus XpaHCHHUSA TOKYMCHTOB apxuBa
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8.1. JIOKyMEHTBI apxuBa XpaHATCA B apXUBOXPaHUJINLLIE
o011eo0pa3oBaTeIbHON OpraHu3aluy.

8.2. He pnomyckaercs pa3MellleHHE apXWBa B MOABAJbHBIX M YEPAAYHBIX
MOMEIIEHUSIX IIKOJIBI.

8.3. ApXUBOXpaHWJIMUIIE JOJDKHO OBITb yJIajJ€HO OT Ja0OpaTOpHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIIEHHMA U HE UMETh OOUMX C HUMHU
BEHTWISIUOHHBIX  KAHAJIOB. ApPXMBOXpPAHWIMILE OTAENAETCS OT COCEIHUX
MOMEIICHU  HEeCropaeMbIMHM CTEHAaMHM M MNEPEKPBITUAMH €  MpeaesaMu
OTHECTOMKOCTH HE MEHee JBYX 4YacoB. B apxuBoXpaHWIMILE HE JIOMyCKaeTcs
NpoKJIaJKka TpyO BOJOCHAOKEHHUS M KaHAIU3alWU, TEXHOJOTUYECKUE UM OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXMBOXpaHWIHILE JTOJDKHO MMETh €CTECTBEHHYIO HJIM UCKYCCTBEHHYIO
BEHTWIALMIO, OOECIEUUBAIOUIYI0  PELUPKYJALMIO  BO3AYyXa, CTaOMWIBHOCTH
TEMIIEPATYPHO-BIAXKHOCTHOTO PEXUMA.

8.5. Bce mocrtynaroniue B apXuB 00pa30BaTeIbHONW OpraHU3allud JOKYMEHTHI
pa3MelalTcs B apXMBOXPAHWIMILIAX Ha CTAIMOHAPHBIX W/WIW TEPEIBUKHBIX
METAJUTMYECKUX CTeJIaXaxX, B METAJUTMYECKUX MIKadax Ui KOHTEHHEepax.

8.6. Cremnaxku JOJKHBI OBITh YCTAHOBJIEHBI HEPIEHIUKYJISPHO CTEHAM C
OKOHHBIMM TPOEMaMM, a B IIOMEUIEHHMM O€3 OKOH - C y4yeTOoM OcCOOEHHOCTeH
noMeuieHust 1 o0opynoBanus. He nomyckaercst pa3MmellieHue cTeuiaxeil BINIOTHYIO
K Hapy’KHbIM CT€HAM 3JaHUS U K HCTOYHHUKAM TEIUIA.

8.7. PaccraHoBKa cresnnaxked M 1mkadoB OCYIIECTBISIETCS B COOTBETCTBUU CO

CJICAVIOIIINMH TDG6OBaHI/I$IMI/II

* pPacCTOSHHUE MEXIY psAllaMu CTeJlIaXkeu (TJIaBHBIN mpoxona) — He MeHee 120
CM;

* paccrosHue (TPOoX0J1) MEXAY CTeIUIaKaMU — HE MEHee 75 cM;

* pPacCTOSHUE MEXIy Hapy)KHOM CTEHOM 3JaHUs W  CTeJUlaXKaMu,
MapajijIeJIbHBIMU CTEHE — HE MEHEE 75 CM;

* paccTosiHME MEXKIy CTCHOW M TOPIIOM cTelaxka WM mkada (o0xomx) — He
MeHee 45 cwM;

* PpACCTOSHHE MEXIY II0JOM W HIDKHEH IMOJKOM cTeiutaxka (mkada) — He
MeHee 15 cM, B IIOKOJIbHBIX ATa)kax — He MeHee 30 cMm.

8.8. IIpoTHBOIOKAPHBINA PEXKUM B 3[IaHUAX, TJI€ PA3MEIIAECTCS APXUB LIKOJIbI, U
B apXMBOXpPAaHWIMIAX YyCTaHaBIMBaeTcss B cooTBeTcTBUM ¢  [IpaBuiiamu
MpoTuBoONOXapHOTO pexkuma B Poccuiickoit ®eneparuu ot 16 centsadps 2020 roaa
Ne1479.

8.9. ApxuBHBIE JOKYMEHTHI CJIETyeT XpPaHUTh B TEMHOTE.

8.10. 3amura OKYMEHTOB OT JEHCTBUS CBeTa OOECIEeUMBAECTCS XpaHEHUEM
JOKYMEHTOB B KOpoOKax, Mamkax M Mepemierax, B Imkadax WM Ha CTeJIaxax
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3aKpBITOrO THUIA.

8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHUS B KHHUTOXPAaHWJIWILIAX JOJDKEH
cocTaBsaTh HEe MeHee 100 mmokc.

8.12. B apxuMBOXpaHWJIHMIIE JUISI XpaHCHUS JOKYMEHTOB YCTaHABJIMBAIOTCS

CICAVIOMMUEC IMMapaMCTPhl TCMIICPATYPHO-BJIIAXKHOCTHOI'O PCXKHMA.

* 1711 XpaHEHUs] TOKyMEHTOB Ha OyMa)KHOM HocuTelnie — Temmneparypa 17-19°C,
OTHOCHUTENbHAs BIaXXHOCTh Bo3ayxa — 50-55%.

8.13. TlomemieHnuss apxuBa o0Opa3oBaTEIbHONW  OpraHU3alUM  JOJKHBI
COJlepKaThCsl B YHUCTOTE, B YCJIOBHSX, HCKIIOYAIOUIUX BO3MOXXHOCTb MOSIBICHHS
IUIECEHH, HACEKOMBIX, TBUIH.

9. 3aKII0YHTEJIbLHBIE MOJT0KEHUS

9.1. Hacrosimee IlonmoxkeHue SBISETCS JIOKAJIBHBIM HOPMATHUBHBIM aKTOM,
npuHuMaetcss Ha OOmeM coOpaHuud pPabOOTHHKOB IIKOJBI U YyTBepkaaercs (JIubo
BBOJIUTCSI B JICHCTBUE) TUPEKTOPOM IITKOJIBI.

9.2. Bce u3MeHeHuss W JOIIOJHEHMS, BHOCHMMBIE B Hactosiee llomoskenue,
opopMIISIFOTCI B~ NUCBMEHHOW (QopMe B  COOTBETCTBUU  JICUCTBYIOIIUM
3aKOHOAATeIbCTBOM Poccuiickon denepanum.

9.3. [Tonoxenue 06 apxuBe o0IIE0OPA30BATEIILHON OPTaHU3AINHI ITPUHUMACTCS
Ha HeoMNpeaeIeHHbIN CpoK. MI3MeHeHus u nonojHeHus K [lonokeHnto npuHuMaroTcs
B Topsake, npeaycMoTpernHoM 11.9.1. Hacrosmero [lomoxeHusl.

9.4. Tlocne npunsaTus [lonoxenus (WM U3MEHEHUN U JOTIOJHEHUHN OTIEIbHBIX
IIyYHKTOB W Pa3/eioB) B HOBOM peaKIMU MpPEeAbIAyIasl peAaKius aBTOMAaTHYECKH
yTpayuBaeT CUITY.
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