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MOJIOKEHHUE
OB APXUBE B I'OCYJJAPCTBEHHOM BIO/XKETHOM
OBILIEOBPABOBATEJIbBHOM YUPEXIEHUH «ILIKOJIA Ne 84
UMEHU MUXAWJIA BEJIMYKO IT'OPOJCKOI'O OKPYT'A TOPJIOBKA»
JTOHELIKOM HAPOJHOM PECITYBJIUKU

1. O01IHe moJ10KeHu s

1.1. Hacrosamee IIOJIOXKEHUE Ob APXMBE B T'OCYJAPCTBEHHOM
BIOJUKETHOM OBHIEOBPA3OBATEJIBHOM YUYPEXJIEHNU «IIKOJIA Ne 84 UMEHU
MUXAMJIA BEJIMYKO I'OPOJICKOT'O OKPYT' A TOPJIOBKA» JIOHELIKOW HAPOJHOM
PECITYBJIMKMU pa3paborano Ha ocHOBaHUU [IpuMepHOTro mosokeHust 00 apXuBe OpraHu3alii,
YTBEPKACHHOTO NpukazoM PenepasibHoro apxuBHoro arenrcrsa Ne 42 ot 11 anpens 2018 rona,
B cooTtBeTrcTBUU C IIpukazom Munkynbtypsl Poccun ot 31.03.2015 Ne 526 "OG6 yTBepkaeHUN
IpaBWJI OpPraHU3alUU XpaHEHMs, KOMIUJICKTOBaHMs, y4e€Ta W HCIOJb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepannu u APYrux apXWBHBIX JOKYMEHTOB B OpraHax
roCy/apCTBEHHOW BJIACTH, OpraHax MECTHOIo camoympasiieHus u opranuzauusx', YCTABOM
I'OCYIJAPCTBEHHOI'O BIOJDKETHOI'O OBIIEOBPA3OBATEJIBHOI'O YUYPEX/IEHUA
«IIKOJIA Ne 84 UMEHU MUXAWJIA BEJIMYKO I'OPOACKOI'O OKPYI'A I'OPJIOBKA»
JIOHELIKOM HAPOJTHOM PECITYBJIMKU.

1.2. Jannoe [IOJIOZKEHME Ob APXVBE B I'OCY IAPCTBEHHOM BIOJDKETHOM
OBUIEOBPA3OBATEJIbBHOM VYUYPEXJEHUN «IIKOJIA Ne 84 UMEHU MUXAWIIA
BEJIMYKO TOPOJICKOI'O OKPYI'A TOPJIOBKA»  JIOHELIKOW HAPOJIHOU
PECITYBJIUKM (manee - IlonoxkeHue) ompenenser COCTaB JOKYMEHTOB  apXuBa
o0mieo0pa3oBaTeIbHOM OpraHu3allid M YCIOBHS UX XpaHEHWs, YCTaHABJIMBAaeT 3aJayd,
Ha3Ha4YeHWE ¢ (PYHKIMHA [IKOJIBHOTO apXWBa, pPErIaMEHTHPYET JACSATENbHOCTh JIWIIA,
OTBETCTBEHHOTO 3a BEJEHHWE apXWBa B OpraHM3alldd, OCYIIECTBISIONIEH 00pa3oBaTEIbHYIO
JIEATENBHOCTb.

1.3. B cBoell neaTenbHOCTH apXUB pyKoBoACTBYeTcs DenepanbHbIM 3aKkoHOM Ne 125-D3
ot 22.10.2004 «O6 apxuBHOM fnene B Poccuiickoit @enepannn» ¢ uaMeHeHussMu Ha 14 urons 2022
rojia, HOPMaTHUBHBIMH TNpaBOBBIMH akTamMu Poccuiickoit @enepanum, cyobekra Poccuiickoit
®enepalnu B cepe apXUBHOTIO Jieja U JeJIONPOU3BOACTBA, IOKATbHBIMU HOPMAaTUBHBIMHU aKTaMU
00111e00pa30BaTeIbHOM OpraHu3aIIH.

1.4. JlokyMeHTbl OpraHM3alld, OCYLIECTBIIOMIENH 00pa30BaTeNbHYIO NESITEIbHOCTD,
UMEIOIUE UCTOPUYECKOE, KYJIbTYPHOE, HAYYHOE, COLIMAIbHOE, JKOHOMUYECKOE U MOJUTHUECKOE
3Ha4YeHHE, COCTABISIOT IOCyNapCTBEHHYIO 4acTh ApxuBHOro (onma Poccuiickoit denepanum,
ABIIIOTCS  COOCTBEHHOCTBHIO TOCyJIapcTBa U MOAJEXKAT IOCTOSHHOMY XpaHEHHIO B
rocy1apcTBEHHBIX apxuBax Poccuiickoii ®enepauuu. [[o mnepemaum Ha TrocyIapCTBEHHOE
XpaHEHUE JTaHHbIe JOKYMEHThI BPEMEHHO XpaHATCA B 0011€00pa30BaTeIbHON OpraHU3auy.

1.5. llIxonbHbI apxuB paboTaeT coraacHo JaHHOMY [lonoxeHuro.

1.6. KoHTponb [JedTeNbHOCTH apXMBa OCYILECTBISET TUPEKTOp OpraHU3alHH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO 1€ TEIbHOCTD.

2. CocTaB 10KYMEHTOB apXHUBa
2.1. B IIKOJBHBIN apXUB MTOCTYNAKOT:

2.1.1. 3aKOHYEHHBIE JETONPOU3BOACTBOM ILIKOJBI JOKYMEHTHI MOCTOSIHHOTO XpaHEHHUs,
oOpa3oBaBIIMecs B JAEATEIbHOCTH CTPYKTYpPHBIX MOJpa3/ieieHHU, AOKYMEHTbl BPEMEHHOTO



(cBpImie 10 JteT) cpoka XpaHeHHUs, HEOOXOUMBIC B IIPAKTUYCCKOM TEATEIbHOCTH, JOKYMEHTHI IO
KaJpaM U 00ydaromuMcs;

2.1.2. NOKyMEHTBHI TOCTOSHHOTO XpaHEHHs W IO JIMYHOMY COCTaBy OpTaHU3aIHii-
[IPEALLIECTBEHHUKOB;

2.1.3. muunble GOHABI BEAYNIMX PAaOOTHUKOB OPraHHW3allUH, OCYIIECTBIISIONICH
00pa30BaTeNbHYIO ACSITEILHOCTD, TOCTYTUBIIINE B APXUB;

2.1.4. cnyxeOHbIC ¥ BEJIOMCTBEHHBIC U3aHUS;

2.1.5. cripaBOYHO-TIOMCKOBBIE CPEJICTBA K IOKYMEHTAM U YYETHbIC JOKYMEHTHI ApXHUBa
OpraHu3aliy, OCYIIECTBIISIONICH 00pa30BaTEIBbHYIO JESATEILHOCTD.

2.2. Cpoku XpaHEHHUS JIOKyMEHTOB B apXuBe OOpa3oBaTEIbHONH OpraHMU3aLUU
OIpENIeNAI0TCS COINIACHO CPOKaM, yKa3aHHBIM B YTBEP)KJICHHONH HOMEHKJIAType Jell.

3. 3agauu apxuBa
3.1. OCHOBHBIMH 3aJla4aMH apXUBA SABJISIOTCS:

3.1.1. Opranuzanusi XxpaHeHusl JOKyMEHTOB, COCTaB KOTOPbIX IPEIYCMOTPEH pa3/ieiioM
2 nacrosuero Ilonoxenus o0 apxuse 0011e00pa3oBaTeNbHON OpraHU3aLuy.

3.1.2. KommiekToBaHnue apxuBa TOKYMEHTaMH, OOpPa30BaBIIMMHUCS B JEATEIbHOCTH
OpraHu3aIiK, OCYIIECTBIIIONICH 00Pa30BaTEIIbHYIO IEATEIbHOCTD.

3.1.3. yqu, obecneyeHne COXpPaHHOCTH, CO3AaHHUC HAYHYHO-CIIPABOYHOI'O allliapara.
3.1.4. Ucnionp30BaHus JAOKYMCHTOB, HAXOJAIINXCA HAa XPAaHCHHUU B aPXHBC IIKOJIBI.

3.1.5. TloaroroBka M CBOEBpEMEHHas TIiepenada JTOKYMEHTOB ApXuBHOro (oHaa
Poccuiickoit denepanuy Ha IMOCTOSIHHOE XpaHEHUE B TOCYJIApCTBEHHBIN (MyHHUIMIIATbHBIN)
apxus.

3.1.6. MeTtoauyeckoe pyKOBOJICTBO U KOHTPOJIb 32 GOpMHUPOBAHHEM U 0OPMIICHUEM JIETT
B JICTIOTMPOM3BOJCTBE IIIKOJIBI M CBOEBPEMEHHOH Iepenadeil WX B apXWB 0Opa3OBaTEIbHOMN
OpraHu3aIuHg.

4. ®yHKIMHU apXMBa IKOJIbI

B cooTBeTcTBUM C BO3J0XEHHBIMU 3aJadyaMHM apXUB OCYLIECTBIIAECT CIEAYIOLIUE
byHKIUY:

4.1. OpranuzyeT npueM T0KyMEHTOB IIOCTOSIHHOTO U BpeMeHHBIX (cBblIie 10 1eT) cpokoB
XpaHEeHUs, B TOM YHUCIIE M0 KajipaM U 00ydarolumMcs, 00pa30BaBUIMXCS B JESATEIbHOCTH IIKOJIBI,
B COOTBETCTBUU C YTBEPKIECHHBIM I'pauKOM.

4.2. ObecnieunBaeT COXPAHHOCTh U BEJIET yUeT JOKYMEHTOB U (DOHI0B, HAXOASAIINXCS Ha
XpaHEHUU B apXUBe 00I1e00pa3oBaTeIbHON OpraHU3aIIH.

4.3. [IpeacraBnsieT B rocyAapCTBEHHBIN (MyHUIIUTIANIbHBII) apXUB YUETHbBIE CBEJIEHUS 00
o0beMe U COCTaBe XpaHSIIMXCA B apXHBE LIKOJBI JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit
®denepanyy U APYruX apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C MOPSAJIKOM T'OCYJIapCTBEHHOTO
yudeTa JoKyMeHTOB ApxuBHoro gonaa Poccuiickoii @eneparu.

4.4. CucreMaTu3upyeT M pa3MEIIAET JOKYMEHTBI, IMOCTYNAIOIME HAa XPAHEHUE B
HIKOJIHBIM apXuB, 00pa3oBaBIIMECS B XOJE OCYLIECTBIICHUS JEATEIbHOCTH OpraHu3aluy,
OCYILECTBIISIONIEH 00pa30BaTENbHYIO AESATEIbHOCTD.

4.6. OcymiecTBIISIET OJATOTOBKY M MPECTaBIISET:



. Ha pacCMOTPEHHE U COIIACOBAHUE DSKCIEPTHOM KOMHCCHM WIKOJBI OIHUCH [l
IIOCTOSIHHOT'O XpaHEHHUs, BpEMEHHBIX (cBbIlIe 10 JI€T) CPOKOB XpaHEHMsI, B TOM YHCIIE IO Kajpam
U 0o0yyaroIuMCs, a TaKK€ aKThl O BBIIEJIEHUU K YHUUYTOXKEHHUIO APXUBHBIX JOKYMEHTOB, HE
MOJUIeKAIUX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIIPABUMBIX MOBPEXKICHHIX
apXUBHBIX JOKYMEHTOB;

. Ha YTBEP)KICHHE OHKCHEPTHO-MPOBEPOYHON KOMHUCCHUU YIOJHOMOYEHHOI'O OpraHa
UCTIOJTHUTENIbHOM BiIacTu cyObekTa Poccuiickoit denepanuu B chepe apXUBHOTO jeina (Ianee -
OIIK apXuBHOTO yUpeKI€HUs) OMUCH JIeJI IOCTOSHHOTO XPaHEeHHUS,

. Ha cormacoBanue OIIK apxuBHOro yupexaeHusi cyobekta Poccuiickonn ®deneparuu
(MyHMIIMIAJIBHOTO apXWBa), B Clly4ae HAJIEJICHUSI €r0 COOTBETCTBYIOIIUMH IMOJHOMOYHSMH,
OIIHCH JIEJI TI0 TUYHOMY COCTaBY;

. Ha cormacoBanue OIIK apxuBHOTO yupexneHusi cyonekra Poccuiickoii Demeparuun
(MyHUIIUTIAILHOTO apXMBa), B CIIy4ae HaJeJIEHUs €r0 COOTBETCTBYIOIIMMHU MOTHOMOYHSIMH, aKThI
00 yTpaTrc 10KYMCHTOB, AKThl O HCUCIIPABUMBIX MMOBPCIKACHUAX aPXUBHLIX JOKYMCHTOB,

. Ha YTBEPXKICHUE ITUPEKTOPY IIKOJBI OMHUCH [ TMOCTOSHHOTO XPaHEHHUs, OIHUCH
BpeMeHHbIX (cBbiie 10 5IeT) CpOKOB XpaHEHHs, B TOM 4YHCJIE OMHUCH Jel MO Kaapam u
00yYaronmMcs, akThl O BBIJICJICHUN K YHUUYTOXKCHUIO apXHMBHBIX JOKYMEHTOB, HE MOJJICKAIINX
XpaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEKICHUSIX apXUBHBIX
JIOKYMEHTOB, yTBepxkaeHHbIC (cornacoBanubie) DK wim rocy1apcTBEeHHBIM apXUBOM CYyOBEKTa
Poccuiickoit  ®enepanuun  (MyHULHMIAIBHBIM ~ apXWMBOM) B  ClIy4ae HAJEI€HHUS  €ro
COOTBETCTBYIOIIUMHU MTOJTHOMOYHSIMHU.

4.7. Opranu3yer nepenady J0KyMeHTOB ApxuBHOTO doHna Poccuiickoii Deneparnuu Ha
MOCTOSIHHOE XPaHCHUE B IOCYIapCTBEHHBIN (MYHHIIUIIATBHBIN) apXHUB.

4.8. OpranuzyeT 1 NpOBOJUT SKCIIEPTU3Y HEHHOCTH TOKYMEHTOB BpeMEHHBIX (cBbiIie 10
JIeT) CPOKOB XPaHEHUs1, HAXOIAIIMXCS HA XPAHEHUH B apXHUBE IMIKOJIBI B LIEISIX 0TOOpa JOKYMEHTOB
JUIsl BKJTIOUEHUs B coctaB ApxuBHOro (onma Poccuiickoit denepanuu, a Takke BBISIBICHUS
JIOKYMEHTOB, HE MTOAJIEKAIUX JAIbHEUIIEMY XPaHEHHUIO.

4.9. YyactByeT B paboTe JKCHEPTHON KOMUCCHUU OPTaHU3AlMU, OCYIIECTBISIOIICH
00pa3oBaTeNbHYIO IEATETEHOCTb.

4.10. TIIpoBomuT MepompHsTHS TIO OOECIEYEHUI0 COXPAHHOCTH JIOKYMEHTOB,
HAXOJSIIUXCS HAa XpaHEHUH B apXHMBE OpraHU3allid, OCYIIECTBISIONIEH 00pa3oBaTeNbHYIO
JeSITEIIbHOCTD.

4.11. Opranusyet UH(HOPMHUPOBAHHUE ATMUHUCTPALIUN U paOOTHUKOB LIKOJIBI O COCTABE U
COJIEp’)KaHUM JOKYMEHTOB apXuWBa OpraHu3allid, OCYULIECTBISIONIEH 00pa3oBaTENIbHYIO
JESATEIBHOCTD.

4.12. VnadopmupyeT MoIb30BaTe]e MO BOMPOCAM MECTOHAXOXKIEHUS apXHUBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BbAaYy JOKYMEHTOB M JeNl JUIsl pabOThl B YUHUTENIBCKOM WM BO
BPEMEHHOE T0JIb30BAHNUE.

4.14. WcnonusieT 3ampochl OpraHM3aliil U 3asBlIE€HUS TpaxJIaH 00 yCTaHOBJIECHUU
TPYIOBOIO CTaxka U JIPYTUM BOIIPOCAaM COLMAJIBHO-IIPABOBOIO XapaKTepa, B YCTAaHOBJICHHOM
MOPSIIKE BBIIAET KOMMH JOKYMEHTOB Y apXWUBHBIE CITPABKH.

4.15. Benet y4er ucIoyb30BaHUs JOKYMEHTOB apX1Ba 00pa30BaTeIbHOM OpraHU3aIiy.

4.16. CO3,Z[8.CT (I)OHI[ MMOJIb30BaHUA apXWBa HIKOJIbI U OPTaHU3YECT €TI0 UCIIOJIb30BAHUC.



4.17. VYwuactByer B pa3pabOTKe [TOKYMEHTOB OpTraHU3aIMH, OCYIIECTBIISIOIICH
06pa30BaTeany10 ACATCIIbHOCTD, 11O BOIIPOCAM apXUBHOI'O JCJIa U ACIIOMPOU3BOACTBA.

4.18. Oka3bIBaeT METOIUYCCKYO ITOMOIIIb:

. CcIry>k0e JIeoNpOr3BOCTBA IIKOJIBI B COCTABICHUN HOMEHKIATYPHI A€, HOpMUPOBAHUU
U OopOpMIICHHU [IeJl, KOHTPOJUPYET MPaBUILHOCTh (opMHUpOBaHUS U OQOpPMIICHHS €1 B
JIEJIONPOU3BO/ICTBE;

. CTPYKTYPHBIM MOJpa3/eieHUsIM U paOOTHUKAM LIKOJIBI B MOJITOTOBKE JOKYMEHTOB K
nepeadye B apXyuB OpraHu3allii, OCYIECTBIISIONIEH 00pa30BaTENbHYIO JESTENbHOCTD.

4.20. YyactByeT B TIPOBEICHHH MEPONPHUATHI MO TOBBILICHHIO KBATU(PUKAIIMH
pPabOTHHUKOB apXuBa U CIIyKOBbI JI€IOIPON3BOICTBAa 00PA30BATEIHLHOM OpraHU3aINH.

5. IlpaBa apxuBa

I[JI?I BBIIIOJIHEHUA BO3JIOKCHHBIX 3aJa4 U (1)yHKIII/II>'I JIMI0, OTBCTCTBCHHOC 3a apXuB,
HMCCT IIpaBo:

5.1. TlpeacraBnaTh IUPEKTOPY OpTaHU3AlMU, OCYUIECTBISIONIEH 00pa30BaTEIbHYIO
JIeSITELHOCTD, MPEeAJIOKEHUS 1o COBEPILICEHCTBOBAHUIO OpraHu3allii  XpaHEHWUS,
KOMIUIEKTOBAHHUSI, y4€Ta U UCIIOJIb30BAHUS ADXUBHBIX TOKYMEHTOB B apXHUBE IIKOJIBI.

5.2. KoHTponupoBaTh BBIIOJIHEHNE YCTAHOBIIEHHBIX MPaBUI PabOThI C JOKYMEHTaMU B
CTPYKTYPHBIX  HOJpPA3JCJICHUSAX  OpPraHu3aliM,  OCYIIECTBILIOLIEH  00pa3oBaTelbHYIO
NeSITebHOCTbD.

5.3. 3anpammBaTh OT CTPYKTYpPHBIX HOJpA3JeeHHH U paOOTHUKOB IIKOJIBI CBEICHHUS,
HEoOXOAUMBIE ISl pabOTHI apXUBa, C YYETOM 00ECIIeUeHHs BBITOJIHEHHS BCEX BO3JIOKCHHBIX HA
apXx¥B 3a/1a4 U PYHKIUH.

54. I{aBaTB Pa3bACHCHUA U PCKOMCHAAIMU 10 BOIPOCaM, BXOJAIIUM B KOMIICTCHIIUIO
apXuBa OpraHH3alny, OCYH_[CCTBJ'ISIIOH_ICI\/'I 06pa3OBaTCJ'IBHy1-O ACATCIIbHOCTD.

5.5. UnopMupoBaTh CTpyKTypHBIE IOJIPA3/1eIEeHUs HIKOJIBI O HEOOXOJUMOCTH Nepeiadun
JIOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPKACHHBIM TpapuKOM.

5.6. [IpyHNMaTh ydacTue B 3aceaHUSX SKCIEPTHOW KOMHCCHH 00I1e00pa3oBaTeIbHON
OpPraHu3ali, a TaKXe B OSKCIEPTHO-NPOBEPOYHON KOMHCCHHM YIOJHOMOYEHHOIO OpraHa
UCIIOTHUTENBbHOM BiacTu cyobekTa Poccuiickoit denepariuu B cdepe apXUBHOTO Jena.

6. OTBEeTCTBEHHOCTD 32 (PYHKIMOHHMPOBAHHE aPXHUBA

6.1. Ha3znaueHnoe MMPpUKA30M JUPCKTOpa MKOJIbI JIMIO, OTBETCTBEHHOC 3a BCJCHUC
apxuBa, HCCET NEPCOHATIbHYIO OTBETCTBEHHOCTD 3a:

. BBINOJIHEHUE BO3JIO’KEHHBIX HA apXMB 33124 M (PYHKIIHUH B COOTBETCTBUU C ACHCTBYIOLIIM
3aKoHO1aTenbCcTBOM Pocculickon @enepanuu;

. OpraHM3anuio paboThl apXuBa, CBOEBPEMEHHOE U KBATU(UIMPOBAHHOE BBHIMOIHEHHE
IIPUKA30B, pACHOPSIKEHHWM, IOPYYEHUH  BBIIIECTOSALIETO PYKOBOJCTBA, JIEHCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX aKTOB I10 CBOEMY MPOPUITIO 1€ATEIbHOCTH;

. panroHaibHOe W 3(PPEKTHBHOE HCIIOIB30BAHUE MATCPHAIbHBIX, (UHAHCOBBIX H
KaJIpOBBIX PECYpPCOB;

. COCTOSIHUE TPYIOBOM M MCIIOJIHUTEIECKOW AUCIUTUIMHBI B apXUBE, BHITIOJHEHNE CBOMX
(YHKIMOHATIBHBIX 0053aHHOCTEHH;



. coOJIIoICHUE TMPaBUJI BHYTPEHHETO PacHopsaKa, CAaHUTAPHO-NPOTHBOAIHIEMUYECKOTO
peKHUMa, TIPOTUBOTIOXKAPHOH 0€30MaCHOCTH U TEXHUKU OE€30MaCHOCTH;

® BCACHUC JOKYMCHTAIIMU, HpeHyCMOTpeHHOﬁ I[CI\/JICTBYIOH_[I/IMI/I HOPMATUBHO-IIPABOBBIMHA
JOKYMCHTaMH,
® npeaoCTaBJICHUC B YCTAaHOBJICHHOM IIOPAOKE I[OCTOBCpHOﬁ CTAaTUCTHYECKOM W HHOHU

UH(OPMALIUH O AEATEIBHOCTH apXUBa;
: TOTOBHOCTb apXHBa K paboTe B YCIOBUAX YPE3BbIYANHBIX CUTYALUH.

6.2. OTBETCTBEHHBIC 3a BCACHUEC OCIOIPOU3BOACTBA, IOAIOTOBKY MW IPCACTAaBICHUC
JOKYMCHTOB Ha XpPAaHCHUC B apXHB, HA3HAYAOTCA JUPCKTOPOM OpraHu3anunu, OC}’IJ.I@CTBHSHOH.[CI\/JI
06p330BaTeJ'IBHy1-O JACATCIIBHOCTBD.

6.3. KoHTponb JAedTEIbHOCTH apXuBa OCYIIECTBISET JIUPEKTOp OpraHHU3aluH,
OCYILECTBIISIOICH 00pa30BaTENbHYIO NESTEIHLHOCTD.

7. KomiuiekToBaHne apxXuBa

7.1. IloaroroBka AOKYMEHTOB K Ilepefaye B apXuB 0Opa3oBaTeIbHOW OpraHu3aluu
BKJTIOYAET SKCIEPTU3Y HAYYHOW M TNPAKTHUECKOW IIEHHOCTH JIOKYMEHTOB, o(opMieHue e,
COCTABJICHUE OIHCH.

7.2. DxcnepTr3a IEHHOCTU JOKYMEHTOB.

7.2.1. DkcniepTH3a LEHHOCTH JOKYMEHTOB — OIIPEJEICHUE LIEHHOCTU JOKYMEHTOB C
LeJIbI0 0TOOpa MX Ha XpaHEHHWE M YCTAaHOBJIEHHE CPOKOB XpaHEHUs. DKCIEPTHU3Y LIEHHOCTH
JOKyMEHTOB B 00pa30BaTelIbHOM OPraHU3allMM OCYIIECTBIAET IIOCTOSHHO JAEHCTBYIOIIAs
9KCIEePTHAs KOMHCCHSL.

7.2.2. DkcrepTHas KOMHCCHsSI Ha3HadyaeTcs MPHKAa30M AMPEKTOpa KONkl B cocras
3KCHCpTHOI\/II KOMHCCHUHM BKIIIOYAOT HEC MCHEC TPEX COTPYAHHUKOB, B TOM YUCIIC B 00s13aTEIbHOM
MOPSIIKE JINIIO0, OTBETCTBEHHOE 32 BEJICHUE apXUBa IIKOJIbI, U TUPEKTOP MYHHUIIUTIATHHOTO apXHBa
(mo  cormacoBanuto). CekperapeM  OKCIEpPTHOW KOMHUCCHM  Ha3HA4YalOT  CeKpeTaps
o0pa3oBaTenbHON OpraHu3ali. OKCIepTHas KOMHUCCHS Ha 3acellaHdsAX paccMaTpHUBAeT:
HOMCHKIJIATYpPY A€ IIKOJbI, OITMCHU ACT IMTOCTOAHHOI'O XpaHCHUA W 110 JINYHOMY COCTaBY, aKThI HA
JIOKYMEHTBI, BBIICTISIEMbIE K YHUUTOXXECHHUIO.

7.3. Odopmiienue aen

7.3.1. [lena mOCTOSIHHOTO XpaHEHHs IMOJAIIMBAIOTCS B TBEPAYIO OOJOXKKY CYypOBBIMU
HUTKaMU. JIMCTBI HyMEpPYyIOTCS B IIPABOM BEPXHEM YIJIy MPOCTHIM KapaHzaamom. KommdecTso
JUCTOB B KaXIOM Jiele He JI0/DKHO npesbimate 250. B koHILE nena Ha OTAEIbHOM JIUCTE
COCTaBJISIETCS 3aBEPUTEIIbHAS HA/IINCh.

7.3.2. Ha o0noxke ACII IOCTOAHHOTO XpAaHCHU A JOJIKHBI OBITh MIPOCTABJICHBI CIICAYIOIIINEC
PEKBU3UTHI: IIOJIHOC HanMCHOBAHUC BBIHI@CTO?IIH@ﬁ OopraHu3alyvu, HanMCHOBAHUEC
06pa3OBaTCHBHOﬁ opranu3anvv, HOMEP (I/IHILCKC) ACJIa IO HOMCHKIJIATYpEC, 3aroJIoBOK HAcCja,
KOJMYCCTBO JIUCTOB, CPOK XPAHCHUA UJIN OTMCTKA «XPAHUTH IMTOCTOAHHO», HOMEP (i)OH}Ia, OITHMCH,
JAcia.

7.3.3. Tlo oxkOHYAaHHH JEIOMPOU3BOJCTBEHHOTO roja B O0()OpMIICHHBIE OOJOXKHU e
MOCTOSTHHOTO XPaHEHHsI BHOCATCS HEOOXOJMMBIE YTOUHEHHUS: B 3aroJjOBKH JEN, COJEpKaIInX
pactopsiIUTEeNbHBIE JTOKYMEHTHI (TIPHKa3bl, MPOTOKOJBI), BHOCSATCS HOMEpa; €CIH JIeJ0 C
MEePENUCKON COCTOUT U3 HECKOJIIBKUX TOMOB, B KQK/10M TOME YKa3bIBA€TCsl KOPPECIIOHAECHT, aBTOP,
TEPPUTOPHS, IpyTrue AaHHbIe. B KakIoM ToMe yKa3pIiBaeTcs AaTa (YHciio, MECsIl, TO/I) Havana u
OKOHYAHUS JAHHOTO TOMa. TOYHBIE JAThl MPOCTABISIOTCS Ha O0JOKKaX Ui OBICTPOTO MOUCKA



JIOKYMEHTOB B TIOCJICAYIONIEM; W3 3aBEPUTEIHHON HAAMKMCH HAa OOJIOXKKY Jejia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIENE.

7.3.4. Hagnucu Ha 00J105KKaX A€ IOCTOSHHOTO U JJOJITOBPEMEHHOTO XPaHEHUs CIIeIyeT
IPOU3BOJUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. JIns ydera KOJIMYeCTBa JIUCTOB B Jiejie U (pUKCalluu OCOOCHHOCTEH UX HyMeparuu
Ha OTJICJIbHOM JIMCTE COCTABIISCTCS 3aBEPUTEIbHAS HAIHUCH.

7.3.6. B 3aBepuTEIbHOM HAIIUCH YKa3bIBACTCS KOJMYECTBO JUCTOB (mudpamu u
MPOMNKCHIO) B Jiesie. 3aBEpUTEIbHASI HAIIUCh MOAMUCHIBACTCS COCTABUTEIEM C YKa3aHUEM €ro
JOJI’KHOCTH M JIaThl COCTABIICHUSI.

7.3.7. BHYTpeHHss ONMCh COCTaBJseTCA K JejJaM IOCTOSHHOTO M JI0JIFOBPEMEHHOIO
(cBpime 10 J5eT) cpoka XpaHEHHs, CPOPMHPOBAHHBIM MO PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEpKAHUE JOKYMEHTOB (0c000 IICHHBIE,
JUYHBIC JIeNa U JIp.).

7.4. Onucanue 10KyMEHTOB [TOCTOSIHHOTO CPOKa XpaHEHHUS

7.4.1. OncH COCTaBIISIIOTCS pasaciibHO Ha JCjia ITOCTOAHHOI'O XpaHCHHA 110 OCHOBHOM
ACATCIIBHOCTH U Ha ACJIa IO JINYHOMY COCTaBYy.

7.4.2. Onucu COCTaBISIOTCS ACTOPOU3BOAUTEIIEM.
7.4.3. Onuch BeseTcs B €IMHOIN BAJIOBOM HyMEpaluy B TEUEHNE HECKOJIBKUX JIET.
7.4.4. Ha nena ¢ UCTEKUIMM CPOKOM XPAaHEHHS COCTABIISETCS aKT 00 YHHUTO)KCHHH.

7.4.5. I1o oKOHYAaHUU J1EIONPOU3BOJICTBEHHOr0 rojia B 00pa30BaTebHON OpraHU3auu
IPOU3BOJIUTCS OTOOpP JOKYMEHTOB MOCTOSIHHOI'O CPOKa XpaHEHMs JUIsl BKIIOUEHHUS UX B OIKUCh.
Onuce COCTOUT U3 FOJJOBBIX PA3/IETI0B, BHYTPH I'OZia JIeja PacloIararoTCs 10 CTENIEHU 3HAYMMOCTHU
C y4eTOM HOMHHAJIBHOIO MpUHIMNA (B COOTBETCTBUHM C HOMEHKIJIATYypoil 00pa3zoBaTeIbHOMN
OpraHU3alVH).

7.4.6. Onmcu cCOCTaBIISIOTCS pa3AcIbHO Ha [CJjIa MOCTOSIHHOIO XpaHCHHUA 110 OCHOBHOH
ACATCIIBHOCTH U Ha ACJIa IO JINYHOMY COCTaBYy.

7.4.7. OnricH COCTABIISAIOTCS CEKPETAPEM.

7.5. Jlena BpeMeHHOI0 XpaHEHHUs 0(GOpPMIIIOTCS YHPOILEHHO: OHU HE IMOALIMBAIOTCS,
JUCTBl B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha OOJIOKKaX HE IMPOU3BOIUTCS, ONUCHU Ha Jella He
COCTABJISIOTCA, y4ET BEAETCS 10 HOMEHKIIAType Jel.

8. YcioBusi XxpaHeHUs1 JOKYMEHTOB aAPXHMBa IIKOJIbI

8.1. JlokyMeHTBl apXWBa XpaHATCS B apXUBOXPAHWIHINE O0O0Ie00pa3oBaTeIbLHON
OpTraHHU3aIIH.

8.2. He AOIYCKACTCA PasMCHICHUC apXWBa B IMOABAJIBHBIX WU YCPAAYHBIX IMOMCHICHUAX
IIKOJIBI.

8.3. ApXHUBOXpaHWIHIIIE TOJDKHO OBITh YAAJIEHO OT 1a00PaTOPHBIX, TPOU3BOJICTBEHHBIX,
OBITOBBIX TOMEIICHHUH U HE UMETh OOIIINX C HUMH BEHTUJISIIIMOHHBIX KaHAJIOB. APXHUBOXPAHIIIHIIE
OTJENSAETCA OT COCEAHUX MOMEUIEHUN HECTOPAEMbIMU CTEHAMH U MEPEKPBITUSIMH C IpeeaaMu
OTHECTOMKOCTH HE MEHEee JIBYyX 4acoB. B apXuMBOXpaHWIHINE HE JOMYCKAEeTCs MPOKIaaka TpyO
BOJIOCHA0KEHUS ¥ KaHAIM3AINH, TEXHOJIOTHYECKUE WIIH OBITOBBIC BBHIBOJIBI BOIBI.



8.4. ApXUBOXpaHWJIMILE JOJDKHO MMETh €CTECTBEHHYI0 WJIM HCKYCCTBEHHYIO
BCHTUJIAIIUIO, OGGCHG‘-II/IBaIOH_IYIO PCHUPKYIIAIHUIO BO34yXa, CTa6I/IJ'H>HOCTL TCMIICPATYPHO-
BJIQXKHOCTHOT'O PEKUMA.

8.5. Bce mocrynatomue B apXuB 00pa3oBaTEIbHOW OpTraHM3allid  JTOKYMEHTHI
pa3MeNIarTCs B apXMBOXPAHWIHIAX HA CTAIMOHAPHBIX W/WIIM TEPEABMKHBIX METALTHYCCKHIX
CTeJlJIaXKax, B METaJUIMYECKUX MIKadax Wiu KOHTeHepax.

8.6. Creaxku JOJDKHBI OBITh YCTAQHOBJICHBI TEPIICHIUKYIISIPHO CTCHAM C OKOHHBIMH
IpOeMaMHu, a B IOMEIIEHUH 0€3 OKOH - C y4eTOM OCOOCHHOCTE! moMetieH s U obopynoBanus. He
JIOIyCKAeTCsl pa3MelIeHHe CTeUIaKel BIUIOTHYIO K HApYXKHBIM CT€HaM 3[aHUsl U K HCTOYHHUKAM
Teruia.

8.7. PaccraHoBka cremaxked W IMKAapOB OCYIIECTBIACTCS B COOTBETCTBHHM CO
CIIETyFOIIMMH TPEOOBAHUSMMU:

. paccTosiHue MEXy psAaMH cTeuiaxei (r1aBHbli npoxoa) — He MeHee 120 cm;
. paccTosiHue (POX0/1) MEXIY CTEUIaKaMu — HE MeHee 75 cM;
. paccTosiHiE MEX/y HapyKHOH CTEHOM 37aHus U CTEUIaXKaMu, apaJljeIbHbIMU CTEHE —

HE MeHee 75 cM;
. paccTosiHue MKy CTEHOM M TOPIIOM CTeJUIaxka Wi ImKkada (00xomx) — He MeHee 45 cM;

. paccTosiHuEe MEXIy TOJIOM M HIDKHEH MOJKo# creiaxka (mkada) — He meHee 15 cm, B
HOKOJILHBIX dTa)kax — He MeHee 30 cM.

8.8. IIpoTHBOMOXKApHBIA PEKUM B 3JaHHUAX, TAC Pa3MEIIACTCd apXWB IIKOJBI, U B
apXMBOXPAaHWIUILAX YCTAHABIMBACTCS B COOTBETCTBUU cC [lpaBMiaMu NpPOTHUBOIIOKAPHOTO
pexuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 rona Nel479.

8.9. ApXUBHbIE IOKYMEHTHI CIIEyeT XpaHUTh B TEMHOTE.

8.10. 3amuTa TOKyMEHTOB OT JEHCTBUS CBETa 00ECIIEUNBAETCS XPAaHEHUEM JIOKYMEHTOB
B KOpOOKax, Mamnkax u rnepernserax, B mkadax UM Ha CTeJUIaXax 3aKpbITOro THIIA.

8.11. YpoBeHb HCKYCCTBEHHOT'O OCBEIIICHHS B KHUTOXPaHWIHINAX JTOJKEH COCTABIIATh HE
menee 100 mrokc.

8.12. B apxuBoxpaHWINIIE I XpaHEHUS IOKyMEHTOB YCTAHABJIMBAIOTCS CIIEIyIOIINe
napaMeTpbl TEMIEPaTypPHO-BIAXKHOCTHOTO peXUMAa:

. JUIS XpaHEHus JOKyMEHTOB Ha OyMaXHOM HocutTene — temmeparypa 17-19°C,
OTHOCHTEJIbHAs BIAXHOCTh Bo3ayxa — 50-55%.

8.13. Tlomemenus apxuBa 00pa30BaTEILHON OpPraHU3AlMHA JOJDKHBI COJIEPIKATHCS B
YUCTOTE, B YCIOBUSIX, UCKIIFOUAIOIINX BO3MOKHOCTh MOSIBJIEHUS TIJIECEHU, HACEKOMBIX, IBLIH.

9. 3akj0uuTeIbHbIE MOJ0KEHHS

9.1. Hacrosimiee [lonmokerne o0 apxuBe SBISETCS JTOKATbHBIM HOPMAaTUBHBIM aKTOM U
yTBepKAaeTcsa (ITub0 BBOOUTCS B JCWCTBHE) MPHUKA30M IUPEKTOpa OOIIe0Opa3oBaTeIbHON
OpraHu3aIiu.

9.2. Bce u3meHeHus U IONOTHEHUs, BHOCHMBIE B HacTosiee [lonoxenue, opopmistores
B THCHbMEHHOW (oOpME B COOTBETCTBUHU JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.



9.3. Tlonoxxenue o0 apxuBe 00IIE00pa30BaTEILHON OpraHU3aIliy MPUHUMACTCS Ha
HEOIpeeNEHHbId CpoK. V3MeHeHuss n nononHeHus K 1100keHno mpuHUMaroTCs: B MOPSIKE,
npeaycMoTpeHHoM 11.9.1. Hactosiero [lomoxenus.

9.4. TTocne mpunstus [lonoxxeHust (UM U3MEHEHHUH M IOMTOJIHEHHH OTIEIbHBIX TyHKTOB
Y pa3/IesioB) B HOBOM pelaKIMu MpeabIayIas peAaKius aBTOMATUUECKH YTPAUMBAET CHUILY.
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