1 MYH/LIVNANBHOE BIOMDKETHOE
YU

MYHULIMMANBHOE

BIO[DKETHOE
OBLEOBPA3OBATEN fin it
bHOE YUPEMIEHUE "fisas BT

CPEAHAS WKONA N93's

COIMNACOBAHO COINACOBAHO COINACOBAHO YTBEPXKOAIO

c CoseTom c CoBeTom ¢ Ynpasnaatowmm Oupektop MBOY "CLL Ne 3"
poauTtenem obyyatowmxcs coBeTom N.A.JIbiceHKO

Mpotokon Nel Mpotokon Nel MpoTtokon Ne 2 Mpwnkas Ne 700

ot 18.10.2023r. ot1 21.09.2023r. or 18.10.2023 r. oT «27» OKTAbpAa 2023 .

ITosi0:xenne 00 apxuse
B MYHUIIUNIAJIbHOM OI0/I’KETHOM 00111€00pa30BaTeIbHOM y4peKACHNH
«Cpennss mkoJia Ne3»

1. O0uue mos10xkeHUs

1.1. Hacrosimee Ilonoxkenne pazpaboraHo Ha ocHOBaHMU [IpUMEpHOTO MOJIOKEHHS 00 apXuBe
OpraHu3aly, yTBEep)KIeHHOro mnpukazom DexepanbHoro apxupHoro areHTcTBa Ne 42 ot 11
anpens 2018 rona, B cootBeTcTBUU ¢ DenepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6
obpazoBanuu B Poccuiickoii @enepanum» ¢ usmMeHeHussMu ot 24 mapra 2021 ronma, Ilpukazom
MunkynsTypbl Poccun ot 31.03.2015 Ne 526 "OO6 yTBepKAeHUU NMPAaBUII OPraHU3aIlluN XpaHEHUS,
KOMIUIEKTOBaHMSI, Y4YeTa M UCIOJIb30BaHUs JIOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
defepan M JAPYTUX aApXMBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHOM BJIAcTH, OpraHax
MECTHOT'O CaMOYIIPaBJIeHUs U opranu3anusx"”, ¥YcraBom o61meo0pa3zoBaTeIbHON OpraHU3alllu.

1.2. Jannoe IlonmokeHuwe ompenenseT COCTaB JTOKYMEHTOB apxuBa 0011e00pa3oBaTeIbHOM
OpraHM3alliil M YCJIOBHUS HX XpaHEHHs, YCTaHABIMBAeT 3a/Jayd, Ha3HaYyeHHe U (YHKIUU
IIKOJIBHOTO apXWBa, PETJIaMEHTUPYET ACSATEIHHOCTh JIMIAa, OTBETCTBEHHOTO 32 BEJICHHUE apXHUBa B
OpTraHH3aIiH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

1.3. B cBoeil nesTenbHOCTH apxuB pykoBojacTByeTcs: denepanbHbiM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @eneparumn» ¢ usMeHnenusmu Ha 11 utons 2021
roja, HOpPMaTUBHBIMM TNpaBOBbIMM akTamMu Poccuiickoit ®enepauun, cydobekra Poccuiickoit
®enepanyu B chepe apXUBHOTO JIeNIa U JeIONPOU3BOCTBA, JIOKaTbHBIMA HOPMAaTHBHBIMHU aKTaMHU
0011eo00pa3oBaTeabHON OpraHu3aluy.

1.4. JIokyMeHTBHl OpraHMU3allH, OCYIIECTBISAIONIIEH 00pa30BaTENbHYIO NEATEIBHOCTh, UMEIOIIHIE
HUCTOPHUYECKOE, KYJIbTYPHOE, HAyYHOE, COIHAIBHOE, SKOHOMHUECKOE M MOJMTHYECKOE 3HAYEHUE,
COCTaBISIIOT TOCYIAapCTBEHHYI0 4YacTh ApxuBHOro ¢onna Poccuiickoii Demeparuu, sBISIOTCS
COOCTBEHHOCTBIO TOCYAApCTBA W TIO/JIEKAT TIOCTOSHHOMY XpaHEHUI0O B TOCYAapCTBEHHBIX
apxuBax Poccuiickoii ®enepanuu. Jlo mnepemau Ha TOCYIapCTBEHHOE XpaHEHUE JaHHBIE
JIOKYMEHTBI BPEMEHHO XPaHATCS B 00111€00pa30BaTEIFHON OpraHU3alIliu.

1.5. B mkone ans XpaHeHUS TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanuu u
3aKOHYCHHBIX JIEJIOMPOU3BOACTBOM JOKYMEHTOB MPAKTUYECKOT0 Ha3HA4YEHUs, UX OTOOpa, ydeTa,
WCIIOJIb30BAaHUS U MOATOTOBKH K Mepeade Ha TOCYJapCTBEHHOE XPaHEHUE CO3/IaeTCsl apXUB.

1.6. ApxuB co3maercs KakK CaMOCTOSTEIbHOE TIOApA3JelieHHe, BO3TIIABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 32 BEJICHHE apXWBa COTJIACHO MPHUKA3y AUPEKTOPA IITKOJBI.

1.7. Opranuzanusi, OCYIIECTBISIONIas 00pa30oBaTENbHYIO NEATEIBHOCTh, OOECIIEUYMBACT apPXUB
HEO0OXOIUMBIM MTOMEIIEHUEM, 000PYJOBaHUEM U KaJpPaMHU.

1.8. OOmeoOpa3oBarenpHas OpraHu3anus OOECIeUMBaeT COXPAHHOCTh, Y4eT, OTOOp,
YIOPSIOYCHUE W HCIOJIb30BaHHE JIOKYMEHTOB ApxuBHOro (onma Poccuiickoit denepanuu,
o0Opa3yrommuxcs B ero AesatenbHocTH. O0eceunBaeT CBOCBPEMEHHYIO Tiepejady 3TUX JOKYMEHTOB
Ha TOCYJapCTBEHHOE XpaHEHHUE.

1.9. Bce paboTel, CBs3aHHBIE C MOJATOTOBKOH, TPaHCIIOPTHUPOBKOM M TMeperaueii apXHBHBIX



JIOKYMEHTOB, POU3BOJSTCS CUJIAMU U 32 CUET IIKOJBI.
1.10. 3a yrpaty u nopuy 1oKyMeHTOB ApxuBHOro ¢onma Poccuiickoit deneparum 10KHOCTHBIC
JUIa OpraHu3alliy, OCYLIECTBIISAIONEH 00pa30BaTENbHYIO ACITEIBHOCTh, HECYT OTBETCTBEHHOCTD
B COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. [lIxonepHBIA apxuB paboOTaeT COrJacHO IUIAHy, YTBEPKIAEMOMY JHUPEKTOPOM
o011eo0pa3oBaTeabHONM OpraHU3alii, U OTYUTHIBAETCS NIEpe]] HUM B CBOEH padorte.

1.12. KoHTpoh ACSITETLHOCTH apXHUBA OCYIIECCTBISIET JUPEKTOP OPTaHHU3AIMH, OCYIIECTRIISIOIICH
00pa30BaTeNIbHYIO IEITEIbHOCTD.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B IKOJbHBIA apXUB MOCTYHAIOT:

* 3aKOHYEHHbIC [EJIONPOU3BOACTBOM UIKOJbl JIOKYMEHTBI IOCTOSIHHOTO XpaHEHus,
oOpa3oBaBIIMeCs B JICATEIBHOCTH CTPYKTYPHBIX MOJpPA3/EICHUN, JTOKYMEHTHI
BpeMeHHoro (cBbime 10 7er) cpoka XpaHEHHs, HEOOXOJUMbIE B HPAKTUYECKOH
NS TeIbHOCTH, JOKYMEHTBI 10 KaJpaM U 00yJyarouumcs;

* JIOKYMEHThl IOCTOSIHHOTO XpaHEHUS M [0 JMYHOMY COCTaBy OpraHU3alHii-
IIpEIIECTBEHHUKOB,

* uyHble  (QoHABl  BeAymMx  paOOTHUKOB  OpraHU3alMM,  OCYIIECTBIISIOIIEH
00pa3oBaTeNbHYIO ACATEIBHOCTD, MOCTYITUBIINE B ApXHB,;

*  Ciy)KeOHbIC U BEIOMCTBEHHbIEC U3/JaHUS;

*  CIIPAaBOYHO-TIOMCKOBBIE CPEJCTBAa K JIOKYMEHTaM M Y4YETHblE JIOKYMEHTbl ApXHBa
OpraHu3alH, OCYLECTBIAIONICH 00pa30BaTENbHYIO AESITEIbHOCTD.

2.2. Cpoku XpaHEHHsS IOKYMEHTOB B apXHWBE 0OOpa30BATEIbHON OpPTaHU3AIMH OMPEICIISIOTCS
COIJIACHO CPOKaM, yKa3aHHbIM B YTBEP)KJICHHOH HOMEHKJIAType Jell.

3. 3agauyu apxuBa

3.1. OCHOBHBIMH 33JIa9aMH APXHBA SIBJISTFOTCSL:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH paslieaoMm 2
Hacroswero Ilonoxenus.

3.1.2. KommiekToBaHWe apxXxuBa JOKyMEHTaMH, OOpa30BaBIIMMUCS B  JEATEIbHOCTH
OpraHM3aIy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

3.1.3. Vuer, obecrieyeHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOIO anmnapara.

3.1.4. Hcnonp30BaHUs JOKYMEHTOB, HAXOSIIUXCS HA XPAHEHUU B apPXUBE IIKOJIBL.

3.1.5. TloaroroBka u CBOEBpEMEHHas Mepeaada MOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
®denepalii Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMITATIBHBIN) apXUB.

3.1.6. Meronuueckoe PyKOBOJCTBO M KOHTPOJH 3a (GOpMHUpPOBAHHWEM U OPOpMIICHUEM JeN B
JIEIONIPOM3BOJICTBE IIKOJIBI M CBOEBPEMEHHOHN Ilepeiadeld WX B apXWB 00pa30BaTEIBHOM
OpraHU3aIlHH.

4. ®yHKIMHU apXUBa

B cooTBeTCTBUY C BO3JIOKEHHBIMU 33JlauaMU apXUB OCYIIECTBISET cleAyonne GyHKIINH:

4.1. Opranu3yeT mpHeM AOKYMEHTOB TOCTOSHHOTO U BpeMeHHBIX (cBbimie 10 51eT) cpokoB
XpaHeHHs], B TOM YHUCJe 0 KaJpaM U 00ydarolmuMcs, 00pa30BaBIINXCS B €SITEIBHOCTH LIKOJbI,
B COOTBETCTBUU C YTBEPKICHHBIM IPaPUKOM.

4.2. OOecrieunBaeT COXPAHHOCTh M BEJCT YYe€T JOKYMEHTOB W (DOHJOB, HAXOASAIIMXCS Ha
XpaHEHUH B apXHBe 00111e00pa30BaTEIbHON OpraHu3aIuy.

4.3. [IpencraBiseT B rocyAapCTBEHHBINH (MyHUIIMTIANBHBIN ) apXUB YUETHBIC CBEJICHHS 00 00beMe
M COCTaBE XpaHAIIMXCA B apXWBe IIKOJBI JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoi
®denepannu U APYrux apXUBHBIX JOKYMEHTOB B COOTBETCTBHUH C MOPSAKOM TOCYAApPCTBEHHOIO
ydera ToKyMeHTOB ApxuBHOTro ¢onna Poccuiickoir denepannn.

4.4. CucreMaTu3upyeT U pa3MellaeT AOKYMEHTHI, MOCTYMAaloIIMe Ha XpaHEHUE B UIKOJIbHBIN
apxuB, 00pa30BaBIINECS B X0JI€ OCYILECTBICHHS AATEILHOCTH OpPraHU3allu, OCYIIECTBISIOMEH




00pa3oBaTeNbHYIO IEITEILHOCTD.

4.5. PazpabarbiBaeT rpaduky mpecTaBiIeHHs ONUCENH Ha paCCMOTPEHHUE IKCIEPTHO-TIPOBEPOUHON
KOMHCCUHU M TIepeJadu JTOKyMeHTOB ApxuBHOro ¢onga P®D Ha xpaHeHue B rocynapCTBEHHBIN
(MYHUMITUTIAJIEHBINA ) apXUB.

4.6. OCyIIeCTBIISCT MOATOTOBKY U IPEJICTABIISCT:

* Ha pacCMOTPEHHE U COTJIaCOBAHHWE OJKCIEPTHON KOMHUCCHUU WIKOJBI OMUCH Jel
MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (CBhIIIEe 10 JeT) CPOKOB XpaHEHHUs, B TOM YHUCIIE
[0 KaJpaM U 00y4arouiuMmcs, a TaK)Ke akThl O BBIICICHUN K YHUUTOXEHUIO apXHUBHBIX
JOKYMEHTOB, HE IMOJJICKANINX XPAHCHHWIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCIIPAaBUMBIX IMOBPEXKIACHHUIX apXUBHBIX TOKYMEHTOB;

* Ha YTBEPXKJIECHHME DSKCIEPTHO-IIPOBEPOYHOM KOMHCCHUM YIOJIHOMOYEHHOTO OpraHa
HCIIOJHUTENIbHOM BiIacTH cyObekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxXUBHOTO YUPEKICHHUS) OIMUCH JIeJI TOCTOSHHOTO XPaHCHUS,

* Ha cornacoBanue JOIIK apxuBHOro yupexnenus cyobekta Poccuiickoit denepanuu
(MyHULIMIAJIBHOTO ~ apXHWBa), B Cly4ae HaJEJIEHUs €ro COOTBETCTBYIOLIUMU
MTOJITHOMOYHSIMH, OMUCH JIe] 110 TUYHOMY COCTaBY;

* mHa corinacoBanne DIIK apxuBHOTO yupexaeHus cyonrekta Poccuiickonr denepanmum
(MyHULIIMIAIBHOTO ~ apXWBa), B CIydae HaJeJeHUs €ro COOTBETCTBYIOIINMU
MTOJITHOMOYHSIMH, aKThI 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIIPABUMBIX ITOBPEKICHUIX
apXUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKJICHHE JUPEKTOPY IIKOJbl OMUCH JAEN IOCTOSHHOTO XPaHEHUs, OIMUCH
BpeMeHHbIX (cBbime 10 JieT) CPOKOB XpaHEHHUs, B TOM YHCIIE OMUCH JIe] MO KaapaMm U
00y4aromMuMCsl, aKThl O BBIJACICHUUW K YHUYTOKEHHUIO APXMBHBIX JIOKYMEHTOB, HE
MOJJIekKAIINX XPAaHEHHUIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O HEUCIPABUMBIX
MOBPEXKICHUSIX APXUBHBIX JIOKYMEHTOB, YTBepKJIeHHBIe (coryiacoBaHHbie) JIIK wmmum
roCyAapCTBEeHHBIM apXuBoM cyOwbekTa Poccuiickoit ®enepanuu (MYHULIUNATBEHBIM
apXMBOM) B CJIy4yae HaJeJICHUs €r0 COOTBETCTBYIOIIMMHU MTOJTHOMOYMSIMHU.

4.7. Opranu3yer mnepenady JTOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYAapCTBEHHBIN (MYHUITUTIATBHBIN) apXHB.

4.8. Opranu3yeT u MPOBOJUT IKCHEPTHU3Y IIEHHOCTH JOKYMEHTOB BpeMEHHBIX (cBbIme 10 ser)
CPOKOB XpaHEHHS, HAXOSAIIUXCS HAa XpPAaHEHUU B apXUBE IIKOJIBI B LEJAX OTOOpa JOKYMEHTOB
JUIS BKJTIOYEHHUS B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepanuu, a Takke BbISIBICHUS
JOKYMEHTOB, HE MOJUIeKALIUX JTaIbHEUILIEMY XPaHEHHUIO.

4.9. VYuactByeT B paboTe OKCIEPTHOH KOMHUCCHUU OpraHU3allid, OCYIIECTBISIONIEH
00pa3zoBaTeNbHYIO JeATeITbHOCTD.

4.10. TIpoBOAUT MEPOMPUATUS MO OOECHEYCHHIO COXPAHHOCTU JOKYMEHTOB, HaXOJAIIUXCS HA
XpaHEHUH B apXUBE OPTraHU3aLMH, OCYIIECTBISIONIEH 00pa30BaTENbHYIO AESTENbHOCTD.

4.11. OpranuzyetT WHGOOPMHUPOBAHHE ATMUHUCTPAIMU U PAOOTHUKOB IIKOJBI O COCTaBe M
COJepKaHUU JOKYMEHTOB apXuBa OpraHU3alluM, OCYIIECTBIsONIEH 00pa3oBaTelbHYIO
JIeATEIbHOCTD.

4.12. UadopmMupyeT MoIb30BaTENCH IO BOIPOCAM MECTOHAX OKICHHS apXUBHBIX JOKYMEHTOB.
4.13. Opranusyer BbIJIayy JOKYMEHTOB H JelN JJisi paOOThl B YUYUTEIHCKON WM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VicniomHsieT 3ampoChl OpraHM3alMil U 3asBIEHUS TPakJaH 00 YCTAaHOBIEHHU TPYIOBOTO
CTa)ka U IpyrUM BONPOCaM COLIMAJIbHO-TIPABOBOIO XapaKTepa, B YCTAHOBJIEHHOM MOPSAKE BbIIAET
KOIMUU IOKYMEHTOB U apXUBHBIC CITPABKHU.

4.15. BeaeT yueT UCMoOb30BaHMs JOKYMEHTOB apXuBa 00pa30BaTEIbHON OpraHU3aIluH.

4.16. Coznaet GhOH/ MOTH30BAHUS APXUBA IIKOJIBI M OPTaHU3YET €r0 UCIOIb30BaHUE.

4.17. OcymecTBaseT BEICHHE CIPABOYHO-TIOMCKOBBIX CPEICTB K JIOKYMEHTaM IIIKOJIHHOTO
apxuBa. Co3/aer, NOMOJIHSAET U COBEPIICHCTBYET HayYHO-CIIPABOYHBIN ammapaT K XpaHsALIUMCs B
apxuBe JejlaM U IOKyMEHTaM.

4.18. YdacTByeT B pa3pabOTKe JOKYMEHTOB OpraHH3alllH, OCYIIECTBIISIONEH 00pa3oBaTeIbHYIO




JESITEIbHOCTb, 110 BOIIPOCAM apXHBHOTO Jielia U AeIONPOU3BOICTBA.
4.19. Oka3bIBaeT METOAMYECKYIO TOMOMUIb:

e cnyx0e JeNOnmpoM3BOJACTBA IIKOJIBI B  COCTAaBICHWW  HOMEHKJIATYphI  Je,
dbopMUpOBaHUU U OPOPMIICHUU eI, KOHTPOJIUPYET MPAaBHIBLHOCTh (POPMHPOBAHUS U
odopmIIeHUs JeT B ACTOMPON3BOICTBE;

* CTPYKTYpPHBIM TOJpa3JelieHusIM U PaOOTHUKAM IIKOJbI B IOATOTOBKE JOKYMEHTOB K
nepeaade B apXuB OpraHU3aIiy, OCYIIECTBISIONIECH 00pa30BaTeNbHYIO 1eATEIHHOCTb.

4.20. YyacTByeT B NPOBEJACHHH MEPONPHUATHH IO TIOBBIIICHUIO KBATH(PUKAINK PaOOTHHKOB
apXuBa U CIY>KOBI JICIIONPOU3BOJICTBA 00Pa30BaTEIHHON OpTaHU3AIIHH.

5. IlpaBa apxuBa

s 8blnONHEHUA 80310JICEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3a ApXUs, umeenm npaso:
5.1. IlpencraBnarh IUPEKTOPY  OpraHU3alUU, OCYIICCTBISIONIEH  00pa3oBaTeIbHYIO
JESATEIIBHOCTh,  IPEMIOKEHMS [0  COBEPLUICHCTBOBAHMUIO  OpPraHM3aluM  XpaHEHus,
KOMILJIEKTOBAHHUSI, YU€Ta U UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB B apXUBE LIKOJIBI .

5.2. KoOHTponupoBaTh BBINOJIHEHHE YCTAHOBJIEHHBIX HpaBWI pabOThl € JOKYMEHTaMU B
CTPYKTYpHBIX  MOJpA3JEJICHUSAX  OpraHM3alM,  OCYUIECTBISIOIEH  00pa3oBaTeNIbHYIO
JEATEIBHOCTD.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX TOJpa3AciieHUd W PAOOTHUKOB IIKOJBI CBEICHUS,
HEo0X0uMBbIe AJIsi pabOThl apXUBa, C YYETOM O0ECIeUEeHUs BBINOJHEHHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a/1a4 U QyHKIUH.

5.4. laBaTh pa3bsACHEHMsS U PEKOMEHJAIMM MO BOMPOCaM, BXOJIALIMM B KOMIIETEHIMIO apXUBa
OpraHM3aly, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. MudopmupoBaTh CTPYKTypHBbIE IOApA3JEIE€HUs MIKOJIbl O HEOOXOIUMOCTH Iepeladu
JIOKYMEHTOB B apXUB B COOTBETCTBHUHM C YTBEPKJI€HHBIM I'papuKoMm.

5.6. IlpuHuMaTh yyacTHE B 3acelaHUSAX OSKCIEPTHOW KOMHCCHUHU 00I1e00pa3oBaTeIbHON
OpraHM3alMM, a TakKKe B DKCIEPTHO-NPOBEPOYHONM KOMHUCCHM YIOJHOMOYEHHOIO OpraHa
UCIIOJTHUTENbHOM BracTH cyobekTa Poccuiickoit @enepanuu B chepe apxMBHOTO Jera.

6. OTBETCTBEHHOCTD 32 (PYHKIIHOHHPOBAHME APXUBA
6.1. HaznaueHHO€ IpUKA30M AUPEKTOPA IIKOJIbI JIMIO0, OTBETCTBEHHOE 3a BEACHUE apXHBa, HECET
IIEPCOHAIBLHYIO OTBETCTBEHHOCTH 34!

* BBIMOJHEHHWE BO3JIOKCHHBIX Ha apxuB 3a7ady W (QYHKIUHA B COOTBETCTBUH C
JEHCTBYIOLMM 3aKOHOAATeNbCTBOM Poccuiickoit denepanuuy;

* Opra"muzanui padboThl apXHWBa, CBOEBPEMEHHOE U KBAIU(DHUIIMPOBAHHOE BBHITIOJHEHUE
MPUKA30B, PACHOPSKEHUN, MOPYYEHHH BBILIECTOSIIETO PYKOBOJCTBA, JACHCTBYIOLIMX
HOPMAaTHBHO-TIPABOBBIX aKTOB MO CBOEMY MTPOQIITIO ACSITEIHHOCTH;

* pamuoHambHOe U A(PQPEKTUBHOE WCIONIB30BAHHE MAaTEepPHANBHBIX, (UHAHCOBBIX U
KaJpOBBIX PECYPCOB;

* COCTOSIHHE TPYIOBOW M MCIIOJHUTEIBCKON NHUCLUIUIMHBI B apXMBE, BBIITOJIHEHUE CBOUX
(YHKIIMOHATBHBIX 00S3aHHOCTEH;

* cOOMIOJIeHNE TPaBHJ BHYTPEHHETO pPACIOpsIKa, CAHUTAPHO-TPOTUBOIMHUIEMUIECKOTO
pexuMa, TPOTHUBOIIOKAPHON OE30MaCHOCTH M TEXHUKH 0€30MMacCHOCTH;

* BEICHHUE JOKYMEHTAlUH, MPEAYCMOTPEHHOU IEHCTBYIOLIMMHU HOPMATHBHO-IIPAaBOBBIMU
JIOKYMEHTaMU;

* IIPEJOCTABICHHE B YCTAHOBJIEHHOM IIOPSAAKE TOCTOBEPHOW CTAaTUCTUYECKOW W HHOMU
nH(pOpMaIIUU O TESITEIBHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pabOTE B YCIOBUSIX YPE3BBIYANHBIX CUTYyAIIUH.

6.2. OTBeTCTBEHHBIC 32 BEACHHUE JCIONPOU3BOACTBA, TOJATOTOBKY M MPECTaBICHNE JOKYMEHTOB
Ha XpaHEHUWE B apXWB, HA3HAYAIOTCA JHUPEKTOPOM  OpPraHM3alMH, OCYILECTBIISIOIICH
00pa3oBaTeNbHYIO NeATeIbHOCTD.

6.3. KoHTponb NesATENbHOCTH apX¥Ba OCYIIECTBISIET AUPEKTOP OpPraHU3allid, OCYIIECTBISIONICH




06pa30BaTeany10 ACATCIIBHOCTD.

7. KomiiekToBaHue apxuBa

7.1. TloaroroBka MOKYMEHTOB K Iepegadye B apXuB 0Opa3oBaTENbHOM OpraHM3alMyd BKJIIOYAET
OKCHEPTH3y HAYYHOH M MPAKTHYECKOW LEHHOCTH JOKYMEHTOB, O()OpMIIEHHE JIed, COCTaBJICHUE
OTIHCH.

7.2. DxcnepTr3a LEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmuza yenHocmu OOKyMeHmo8 — ONpPEIENIeHUE IIEHHOCTH TOKYMEHTOB C IIEJIbIO
0T0Opa UX Ha XpaHEHHE U YCTAHOBJICEHUE CPOKOB XpaHEHHs. DKCIEPTU3Y IIECHHOCTU JOKYMEHTOB B
00pa3oBaTesbHOI OpraHu3aluy OCYIIECTBISET MOCTOSIHHO ACHCTBYIONIAs SKCIePTHAS KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HAYAETCs MPUKA30M JUPEKTOpa KONl B coctaB DkcnepTHOiM
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM UYHUCIIE B 00s13aTEIILHOM MOPSJIKE JIULIO,
OTBETCTBEHHOE 3a BEJIEHHE apXuBa INKOJIBIl, U JUPEKTOP MYHHIMIIAIBHOTO apxuBa (IO
cornacoBanuto). CekperapeM OKCIEPTHOW KOMHCCHM Ha3HA4yarOT ceKperaps 00pa3zoBaTeIbHOMN
OpraHu3aiy. DKCIIEPTHAs KOMUCCHS Ha 3aCeIlaHMUsIX PacCMaTPUBACT: HOMEHKIIATYPY A€ IIKOJbI,
OTHCH JIeJl IIOCTOSTHHOTO XPaHEeHUS U 10 JTUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJCIAEMbIE K
YHUYTO)KECHUIO.

7.3. OdopmiteHue nen

7.3.1. [lena mOCTOSIHHOTO XPaHEHUS MOJIIMBAIOTCS B TBEPIYIO OOJIOKKY CYpOBBIMH HHTKAMHU.
JIucTel HyMepyIOTCS B TIPaBOM BEpXHEM YTy MPOCThIM KapaHpaamoMm. KonmuecTBO JHCTOB B
KaXJIOM JIeJie He JOJDKHO mpeBbimarh 250. B koHIE nena Ha OTAETBHOM JIMCTE COCTAaBIISIETCS
3aBepUTENIbHAS HAIIIHCh.

7.3.2. Ha 00moxke Jell TOCTOSHHOTO XPAaHEHWs JOJDKHBI OBITh IMPOCTABJICHBI CIICIYIOIIHE
PEKBU3UTHI:  MOJIHOE  HAMMEHOBAHWE  BBIINIECTOSIIIEH  OpraHU3alMd,  HAUMEHOBAaHHE
0o0pa3zoBaTenbHONM OpraHu3aliyd, HoMep (WMHIEKC) Jeia 10 HOMEHKJAType, 3arojioBOK Jela,
KOJINYECTBO JIMCTOB, CPOK XPAHEHUsI WIIM OTMETKA «XPAaHUTh IOCTOSHHO», HOMep (OHJa, OMHCH,
nena.

7.3.3. ITo oKOHYaHUU AETONPOU3BOACTBEHHOIO roia B 0(hOpMIICHHBIE 00JI0KKHU JIe]T TOCTOSIHHOTO
XpaHEHHs  BHOCSTCSA  HEOOXOAMMBIE  YTOYHEHHWS: B  3aroJIOBKH  JIeNl,  COJEpIKaIIiX
pacropsuTeNabHble JOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €clid JeNo ¢
MEPENUCKON COCTOUT M3 HECKOJIBKHX TOMOB, B Ka)KJIOM TOME yKa3bIBa€TCsI KOPPECTIOHACHT, aBTOP,
TEppPUTOpHUS, APYrue JaHHble. B Kax1oM ToMme yKka3bIBaeTcs jaaTta (4MCo, Mecsll, Toj) Havaua u
OKOHYaHUs JIaHHOTO ToMa. TOYHBIE AAaThl MPOCTABISIOTCS Ha OOJIOKKAX Ui OBICTPOTO TIOMCKA
JIOKYMEHTOB B TIOCIEIYIOUIEM; M3 3aBEpUTENIbHOM HAANUCH Ha OOJOXKKY Jiela BBIHOCHUTCS
KOJIMYECTBO JICTOB B JIEIIE.

7.3.4. Haanucu Ha O0ONOXKKax Jiel IMOCTOSIHHOTO M JOJTOBPEMEHHOTO XPaHEHUsS CIleAyeT
MPOM3BOJIUTH YETKO, CBETOCTOMKIUMH YSPHHIIIAMH.

7.3.5. JInsg ydera KOJMYECTBAa JIUCTOB B Jiel€ M (PUKCAlMUM OCOOCHHOCTEH HMX HyMepaluu Ha
OTJIEITEHOM JIUCTE COCTABIISICTCS 3aBEPHUTEIIbHAS HAITUCh.

7.3.6. B 3aBepuTEenbHON HAAMUCH YKa3bIBAETCS KOJWYECTBO JHCTOB (HH(paMu U MPOMHCHIO) B
nene. 3aBepuTeNbHAsS HAANKCH MOMIMUCHIBACTCS COCTABUTENIEM C yKa3aHHEM €ro JOJDKHOCTH U
JIaThl COCTABJICHHUS.

7.3.7. BHyTpeHHssI ONMHCh COCTaBISIETCSl K JieJlaM TOCTOSIHHOTO M JTOJITOBpeMeHHoro (cBwie 10
JIeT) cpoKa XpaHeHHs, CPOPMUPOBAHHBIM 1O PA3HOBHIHOCTSAM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE pPacKphIBaIOT KOHKPETHOE CO/IepKaHUE JOKYMEHTOB (0c000 LIEHHbIE, TUYHBIE JIeNa U Jp.).

7.4. Onycanue JOKYMEHTOB OCTOSHHOTO CPOKA XPaHEHHsL.

7.4.1. Onucu COCTaBISIOTCS pa3feibHO Ha JieJla TOCTOSSHHOTO XPAaHEHUsS MO0 OCHOBHOU
NeSITeILHOCTH U Ha Jefia 10 IMYHOMY COCTaBY.

7.4.2. Onicu COCTaBIISIOTCS IETTOTIPOU3BOIUTEIIEM.

7.4.3. Onuch BeeTcs B €IMHOM BAJIOBOM HyMepalluU B TEUEHNUE HECKOJIBKHX JIET.

7.4.4. Ha nema ¢ HCTEKIIMM CPOKOM XPaHEHHSI COCTABIIACTCS aKT 00 YHHUTOXEHUH.

7.4.5. Tlo OKOHYAaHWUHU JAEJONPOU3BOACTBEHHOIO TOAa B 00pa3oBaTeIbHON OpraHU3aluu




MPOU3BOIUTCS OTOOP TOKYMEHTOB IMOCTOSHHOTO CPOKa XpaHEHHs I BKJIIOYEHUS UX B OIHUCH.
Onuce COCTOMT M3 TOJOBBIX pa3JenoB, BHYTPU TOAa Jejla paclojliaraloTcs IO CTEHEeHU
3HAYMMOCTH C YYE€TOM HOMHHAJIBHOTO MpHUHIUNA (B COOTBETCTBHM C HOMEHKIATYPOH
00111e00pa3oBaTEIbHON OpraHu3aIim).

7.4.6. Onmucu CcOCTaBJISIIOTCSL Ppa3/ieIbHO Ha Jejla IOCTOSHHOINO XpaHEHHsS 110 OCHOBHOM
JICATEIIFHOCTH U Ha JIeJIa 110 IMYHOMY COCTaBYy.

7.4.7. OnMcH cOCTaBIISAIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOT0 XpaHeHus 0(hOPMIISIOTCS YIPOIIECHHO: OHH HE MOJIIINBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCS, YTOUHEHHE Ha OOJI0KKaX HE MPOU3BOAUTCS, OMUCH Ha Jiella He COCTaBISIOTCS,
y4eT Be/IeTCs 10 HOMEHKJIaType Jell.

8. Yci10Busl XpaHeHHUs JOKYMEHTOB apXuBa
8.1. JlIokyMeHTBI apXHBa XpaHATCS B apXUBOXPaHWIHIIE 00IIc00pa30BaTeIbHON OpraHU3alliH.
8.2. He nomyckaetcs pa3MelieHle apXxuBa B MOABAIBHBIX U YePAAYHBIX TOMEIICHHUX IIKOJbI.
8.3. ApXMBOXpaHWIHIIE JTOJKHO OBITh YHAJICHO OT JIA0OPATOPHBIX, IMPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIIEHUI U HE UMETh OOIIMX C HUMHU BEHTUJISIIIUOHHBIX KaHAIOB. APXUBOXPaHHUIUIIE OTIENAETCS
OT COCEIHUX IOMEILEHUN HECrOpPaeMbIMU CTEHAMM M MEPEKPBITUSAMU C MPEesiaMi OTHECTOMKOCTU
HE MEHee JBYX 4yacoB. B apXuBOxpaHWJIMILE HE JOMYCKaeTcsl MPOKIaaKa TPYO BOJOCHAOXKEHUS U
KaHaJIM3aI[uH1, TEXHOJOTHYECCKHIE UITH OBITOBHIC BHIBOIBI BOJIBI.
8.4. ApXUBOXpaHWIHILE JIOJDKHO HWMETh €CTECTBEHHYI0 WM MCKYCCTBEHHYIO BEHTHIIALIHUIO,
o0ecneunBaroIlyI0 PELUPKYISILIUIO BO3AYXa, CTAOMIBHOCTD TEMIIEPATYPHO-BIa)KHOCTHOTO PEKUMa.
8.5. Bce mocrynaromme B apxuB 00pa3oBaTENbHON OpraHu3aldd JAOKYMEHTBI pPa3MEIIaloTcs B
ApPXMBOXPAaHWIWIIAX HA CTALMOHAPHBIX W/WIM TEPEABIKHBIX METALIMYECKAX CTeJUIakKaxX, B
METATMYECKHX IKadax Wik KOHTEHHEpax.
8.6. Ctemnaxu JOJDKHBI OBITh YCTAHOBIICHBI MEPIIEHANKYIISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
NOMeIIeHnU 0e3 OKOH - ¢ y4eToM OCOOeHHOCTeW momerieHus u obopynoBanus. He nomyckaercs
pa3MelIeHNe cTeakel BINIOTHYIO K HapyKHBIM CT€HaM 37aHMsI U K HCTOYHUKAM TeIuIa.
8.7. PaccraHoBka cTe/utaxkel W mikadoB OCYIIECTBISIETCS B COOTBETCTBUU CO CIEAYIOIIUMHU
TpeOOBAHUSIMU:

*  paccTosiHUE MEXY pSAAaMH cTesiaxei (T1aBHbIi mpoxoa) — He MeHee 120 cM;

* paccrosiHue (IPOX0/1) MEXIY CTeIaKaMU — HE MeHee 75 cM;

*  pacCTOsSIHUE MEXAY Hapy»XHOUM CTEHOM 3[aHus U CTeJIaKaMu, NapajuieIbHbIMU CTEHE — HE

MeHee 75 cm;
*  paccTosiHUE MEX]y CTEHOM U TOPIIOM cTesiaxa Ui 1mkada (06xom) — He MeHee 45 cM;
* paccTosiHME MEX]y MOJOM M HWXKHEHW monkod cremnaxa (mkada) — He MeHee 15 cm, B
IOKOJBHBIX dTaxkaX — He MeHee 30 cM.
8.8. IIpoTHBONOXKApHBIM pPEKUM B 3JaHHWIX, TJ€ pa3MEIIaeTcs apXWB IIKOJbI, W B
apXMBOXPAHWIMILAX YCTAaHABIMBAETCA B COOTBETCTBUM C [IpaBriiaMu MpOTHUBOIOKAPHOTO PEKUMA B
Poccutickoit ®eneparuu ot 16 centsopst 2020 romga Nel1479.
8.9. ApxuBHBIE JOKYMEHTBI CIIeTyeT XpPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JICHCTBHS CBETa 00OECIIEYNBACTCS XPAHEHUEM IOKYMEHTOB B KOPOOKax,
MankKax | rnepervieTax, B mkadax Wik Ha CTeJJIaKax 3aKphITOTrO THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBCIIECHUS B KHUTOXPAaHWIHINAX JIOJDKEH COCTAaBIATh He MeHee 100
JIIOKC.
8.12. B apXWMBOXpaHWIHIIE JUIsI XPAHEHUSI JTOKYMEHTOB YCTaHABIWBAIOTCS CIEAYIONINE MapaMeTphl
TEMIIepaTyPHO-BAKHOCTHOTO PEKUMA:
* U XpaHEeHMsI IOKYMEHTOB Ha OyMa)kHOM Hocutese — temneparypa 17-19°C, oTHocurenbHas
BIIQXKHOCTh Bo3ayxa — 50-55%.

8.13. Ilomemenuss apxwBa 0Opa30BATEIHPHOM OpraHU3AIMH JOJKHBI CONIEPKAThCS B YHCTOTE, B
YCIIOBHSIX, UCKITFOYAIOIINX BO3MOKHOCTD MOSIBJICHUS TIJIECEHU, HACEKOMBIX, IBLIH.

9. 3akII0unTe/IbHbIE MOJI0KEHHUS



9.1. Hacrosimee Ilonoxkenue SIBISETCS JOKAIBHBIM HOPMATHBHBIM aKTOM, NPHHUMAETCS Ha
OO6mem coOpanuu paOOTHUKOB IIKOJIBI M yTBEpKaaeTcsi (JinO0 BBOJIUTCS B JICUCTBHE) MPUKA30M
JUPEKTOpa OpraHu3allly, OCYIIECTBIIAIONIEH 00pa30BaTeNbHYIO 1S TEIbHOCTb.

9.2. Bce u3MeHeHHUs M JIONOJHEHHs, BHOCHMble B Hactosuiee [lonoxkenue, opopMisioTcs B
NUCbMEHHOW (opME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

9.3. Ilonmoxenue 00 apxuBe 0O0IIEOO0pa30BATENbHON OpraHM3alMU  TNPHUHUMAECTCA Ha
HeomnpeaeNneHHbld cpok. M3meHenuss u gomnonHeHus K [lonoxeHHIo MPUHUMAIOTCS B MOPSAIKE,
npexycmorpenHom 1.9.1. Hacrosmero [lomoxxeHus.

9.4. Tlocne npunstus IlomokeHus (MJIW W3MEHEHWH W JOMOJHEHWUW OTIEIBHBIX ITYHKTOB H
paszenoB) B HOBOW PEJaKIUK MPEIbIIYIIas peaaKius aBTOMAaTUYECKH YyTPAuUBACT CUITY.
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