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1. O0mue moJioKeHust
1.1. Hacrosimee Ilonoxkenne paspaboTaHo Ha ocHOBaHUM [IprMepHOro mosioxeHus
00 apXxuBe OpraHM3alluu, YTBEPXKIECHHOrO NpukazoM PDenepanbHOTO apXHUBHOIO
arentcTBa Ne 42 ot 11 anpensa 2018 rona, B coorBeTcTBuU ¢ DegepaibHbIM 3aKOHOM
Ne 273-®3 or 29.12.2012 roga «O0 obOpa3oBanuu B Poccuiickoit @enepauun»,
[Tpukazom MunkynbsTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBEpX)ACHUM ITpaBUI
OpraHu3allid XpaHEHUs, KOMILJIEKTOBaHUSA, y4€Ta U HUCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoii denepanuu U IPyrux apXMBHBIX JOKYMEHTOB B
opraHax TroCyJapCTBEHHOM BJIAaCTH, OpraHax MECTHOIO CaMOYMPABJICHUS U
opranm3anusax», YcraBom MBOY «Komcomombckas CII» (manee — 1mkoina,
00111e00pa3oBaTebHaAs OPraHu3aIus).

1.2. Jlamnoe IlomoxkeHwe ompenensieT COCTaB JOKYMEHTOB apXuBa
o01eo0pa3oBaTebHOM OpraHu3alid W YCIOBHS WX XpaHEHUs, YCTaHABIMBAET
3aJlaud, Ha3HaueHWe U  (QYHKIUU [IKOJBHOIO  apXWBa, pErjIaMEHTUPYET
NEATEIIbHOCTH JINIla, OTBETCTBEHHOTO 32 BEJICHUE apXUBa.

1.3. JIOKyMEHTBI WIKOJIbI, UMEIOIINE HCTOPUYECKOE, KYJIbTYpHOE, HAay4dHOE,
COI[MAJIbHOE, HSKOHOMHMYECKOE ©  TMOJHUTHYECKOE  3HAYEHHE, COCTaBISIOT
rocyapCcTBeHHYI0 4yacTb ApxuBHOro ¢onma Poccuiickoit denepaiuu, sSBISIOTCS
COOCTBEHHOCTBbIO TOCYJapCTBAa U  TMOJIEKAT TOCTOSHHOMY XPaHEHUIO B
roCcyIapCTBEHHbIX apxuBax Poccuiickot @enepanuu. [o mnepemaun Ha
roCyJJapCTBEHHOE XpaHEHUE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHATCS B
o01ieo0pazoBaTeNbHON OpraHU3aluu.

1.4. B mkone st XpaHeHuUs JOKYMeHTOB ApxuBHOoro ¢onma Poccuiickoi
denepaui ¥ 3aKOHYEHHBIX JEJIOMPOU3BOACTBOM JIOKYMEHTOB IPAKTUYECKOTO
Ha3HAUYCHHUs, UX OTOOpa, ydera, MCIOJb30BaHHS M TOATOTOBKM K TMepeaadye Ha
rocyJJapCTBEHHOE XPAHEHHUE CO3JAETCSA APXUB.

1.5. ApxuB cO3/1a€TCsl KaK CaMOCTOSITEIbHOE MOJIpa3/ielICHUE, BO3IJIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 3a BEJICHHE apX1Ba COIJIACHO MPUKA3y JTUPEKTOPa IIKOJIbI.

1.6. [lIxoma  obecreunBaeT  apXWB  HEOOXOAMMBIM  TIOMEIICHUEM,
000OpyZI0BaHUEM U KaJpamHu.

1.7. O6meoOpa3oBaTebHas OpraHu3aIus 00ECIeYMBACT COXPAHHOCTH, YYET,
oTOOp, YMNOPSJOYCHHWE W UCIIOJB30BAHUE JOKYMEHTOB ApXuBHOTO (GoHAA
Poccuiickori ®epepanun, obOpasyromuxcs B ero aestenpHocTu. OOecrieunBaeT
CBOEBPEMEHHYIO Tepeiauy 3TUX JOKYMEHTOB Ha TOCYJAapCTBEHHOE XpaHEHHUE.

1.8. Bce paboThl, CBsi3aHHBIE C MOJATOTOBKOM, TPAHCIIOPTUPOBKOMN U Mepenayeit
apXUBHBIX JIOKYMEHTOB, IPOU3BOASITCS CHUJIAMH U 32 CUET IIKOJIbI.

1.9. 3a yrpary u mnopuy JI0KyMeHTOB ApxuBHOoro ¢onna Poccuiickoii
denepanuu AOTAKHOCTHBIE JIMIA IKOJIbI, HECYT OTBETCTBEHHOCTh B COOTBETCTBUHU C
JEUCTBYIOIIUM 3aKOHOJATEIBLCTBOM.



1.11. [IlIxompHBI apxwB pabOTaeT COTJIACHO IUIaHy, YTBEPKIACMOMY
JUPEKTOPOM 00111e00pa30BaTeIbHON OpraHu3alii, U OTYUTHIBACTCS TMEpe] HUM B
cBoeil pabore.

1.12. KoHTpoJib AEATEIBHOCTH apXUBa OCYIIECTBIISIET JUPEKTOP IIKOJIBI.

2. CocTaB 0KyMEHTOB apXuBa
2.1. B IKOJIBHBINA apXHUB OOCTYIAIOT:

* 3aKOHUYCHHBIC JCJIONPOU3BOJCTBOM IIKOJIBI JIOKYMEHTHI TOCTOSTHHOTO
XpaHeHus, 00pa3oBaBIIMECS B JEATEILHOCTH CTPYKTYPHBIX TMOJpa3/eieHuM,
JIOKyMEHTBhl BpeMeHHoro (cBbimie 10 JeT) cpoka XpaHEHus, HE0OXOAUMbIE B
MPAKTUYECKOMN JACSITEIBHOCTH, JOKYMEHTHI IO KaJpaM U 00y4arolmuMcs;

* JIOKYMEHTBI TTOCTOSTHHOTO XPaHEHHS U MO JIMYHOMY COCTaBY OpraHHU3allMii-
MPEIIECTBEHHUKOB;

* JM4YHbIE (DOHJIBI BETYIINX PAOOTHUKOB IIKOJIbI, TIOCTYUBIINE B aPXUB,;

* CIIy’)KeOHBIE U BEJIOMCTBEHHBIC U3/IaHUS;

* CHpPaBOYHO-TIOMCKOBBIE CPEJCTBA K JIOKYMEHTAM M YYETHBIE JTOKYMEHTBI
ApXuBa MIKOJIBI.

2.2. Cpoku XpaHEHHsI TOKYMEHTOB B apXHBe 0Opa30BaTEIbHOW OpraHU3aI|U
ONPEIENSIOTCS COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKACHHOW HOMEHKIIAType Je.

3. 3agaum apxuBa
3.1. OCHOBHBIMH 33JIaYaMH aPXUBA SBIISIOTCS:

3.1.1. Opranuzanus XpaHEHHUs JTOKYMEHTOB, COCTaB KOTOPBIX HPEIyCMOTPEH
pazaenom 2 Hacrosmero [lomoxeHus.
3.1.2. KommnexkroBanue apxuBa JTOKYMEHTaMH, 00pa3oBaBIIUMHUCS B
JNESATCIIBHOCTH IIKOJIBI.
3.13. VYuer, o0ecrneuyeHHe COXPAHHOCTH, CO3JaHUE HAYYHO-CIIPABOYHOTO
anrapara.
3.1.4. Hcnonp30BaHUs JOKYMEHTOB, HAXOASAIIMXCSA HA XPAHEHUU B APXUBE IIKOJIBI.
3.15. IlogroroBka m CBOEBpeMEHHas Tepeaada JOKYMEHTOB ApXuBHOTO (oHIa
Poccuiickon ®@enepanmu  Ha IOCTOSHHOE XPAaHEHUE B  TOCYJAapCTBECHHBIN
(MyHUIIUMIIAJIBHBINA ) apXUB.
3.1.6. Meroauyeckoe pYKOBOACTBO M KOHTPOJb 3a (OPMHPOBAHUEM U
odopMIIEHUEM JIe B JISJIONPOM3BOICTBE IITKOJIBI U CBOEBPEMEHHOM Mepegayueii ux B
apXxuB 00pa3oBaTEIbHON OpraHu3aIuy.

4. ODyHKIUM apXUBa

B COOTBETCTBHM C BO3JIOKEHHBIMH 33/1a4aMU aPXUB OCYIIECTBIIAET CAEAYIOUINE

4.1. Opranusyer nprueMm JT0KYMEHTOB INOCTOSIHHOTO M BpeMEHHBIX (cBbIue 10
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JE€T) CPOKOB XpaHEHWs, B TOM YHCJIE€ IO KaapaM U oOydarommmcs,
00pa3oBaBIIMXCS B JACSATEIBHOCTU IIKOJbI, B COOTBETCTBUU C YTBEPKICHHBIM
rpauKoOM.

4.2. OOecneynBaeT COXPAHHOCTh W BEJET y4eT JOKYMEHTOB U (HOHJIOB,
HaXOISIIIMXCS HA XPaHCHUH B apXuBe 00111e00pa30BaTEIbHON OpraHnu3aIiy.

4.3. TlpencraBiser B rocyJapCTBEHHBIN (MyHHUIIMIAIbHBINA) apXUB YYETHBIC
cBeZieHUsT 00 00beMe M COCTaBE XPAHIIMIMXCA B apXUBE IIKOJBI JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu U APYyruX apXUBHBIX JOKYMEHTOB B
COOTBETCTBUU C IMOPAIKOM TOCYAAPCTBEHHOIO Yy4Ye€Ta JIOKYMEHTOB APXHUBHOIO
dbonna Poccuiickoit deneparuu.

4.4. CucteMaTU3UpyeT U pa3MeNacT JOKYMEHTHI, TOCTYNAIOIINe Ha XPaHCHUE
B IIKOJBbHBIM apxuB, 00pa30BaBIIMECS B XOJ€ OCYIIECTBICHHUS AESATEIbHOCTH
ITKOJIBI.

4.5. PazpabateiBaeT rpaduKyd MPEICTABICHHUS OMUCEH HAa PACCMOTPEHHUE
HKCTIEPTHO-MPOBEPOYHOM KOMHUCCUM U TEpefayud JOKYMEHTOB ApXuBHOro ¢oHaa
P® Ha xpaHeHHE B rOCYIapCTBEHHBIN (MYHHUIIUTIAIBHBIIN) apXHUB.

4.6. OcylIecTBISEeT NOJArOTOBKY U MPEJCTABIISICT:

* Ha PACCMOTPEHHME U COTJIACOBAHHUE SKCIIEPTHON KOMHUCCHUM IIKOIbI OMHUCHU

JieJ1 TOCTOSTHHOT'O XpaHEHHMs!, BpeMEHHBIX (CBhIlIe 10 J1eT) CpOKOB XpaHEHUs, B TOM
yucye Mo Kaapam U oOyYarolUMCs, a TAKKE aKThl O BBIAEJIECHUHU K YHHUYTOXEHUIO
apXMUBHBIX TOKYMEHTOB, HE MOJJIEKAIINX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB,
aKThl O HEUCIIPABUMBIX MOBPEXKACHUSAX apXUBHBIX TOKYMEHTOB;

* Ha YTBEPXKIECHUE HKCIEPTHO-IIPOBEPOYHON KOMHUCCUU YHOJIHOMOYEHHOIO
OopraHa HCTOJHUTEIbHOM BiIacTH cyObekTa Poccuiickoit denepanum B chepe
apxuBHOTO Jena (nanee - DIIK apxXMBHOTO y4pexkJIeHUs) OMUCHU JIE TOCTOSTHHOTO
XpaHEHHUS;

* Ha cornacoBanue OIIK apxuBHOro yupexnaenus cyOwbekta Poccuiickoi
Odenepanun  (MyHULIIMOAIBHOTO  apxuBa), B  cllydae  HaJeJeHHs  €ro
COOTBETCTBYIOIIMMU IMOJTHOMOYHSIMH, OIKUCH A€l IO JTUYHOMY COCTaBY;

« Ha cormacoBanue OIIK apxuBHOro yupexnenus cyownekta Poccuiickoi
®enepan  (MYHMIMOAJIBHOIO  apxXwBa), B  CJlIydae  HaJEIEHHS  €ro
COOTBETCTBYIOIIMMHU TOJHOMOYHUSIMU, aKThl 00 yTpaTe ITOKYMEHTOB, aKThl O
HEUCIPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

* Ha YTBEpPXKIEHUE UPEKTOPY IIKOJbl OMUCU JI€J1 MOCTOSHHOTO XpaHEHUs,
ONMKUCHU BpeMEHHbIX (cBbile 10 JeT) CPOKOB XpaHEHUs, B TOM YHCIIE€ OMUCH /eIl 1O
KaZpaM W OOy4YarolMMCs, aKThl O BBIICICHUH K YHUUYTOXXEHHUIO apXUBHBIX
JIOKyMEHTOB, HE MOMAJEKAIINX XPaHEHUIO0, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O
HEUCIPAaBUMBIX  MOBPEXICHUSAX  ApPXHUBHBIX  JIOKYMEHTOB,  YTBEPXKIECHHBIE
(cormacoBannbie) OIIK unm rocygapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit
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®enepanun  (MyHHLIMIAIBHBIM ~ apXWBOM) B CIlydyae  HaJeJeHUS  €ro
COOTBETCTBYIOIIMMU MOJTHOMOYHUSIMH.

4.7. Opranuzyer nepenady JToKyMeHTOB ApxuBHoro ¢ounna Poccuiickoit
®denepalii Ha TOCTOSIHHOE XpPAaHEHHE B TOCYIApPCTBEHHBIM (MYHUIIMIMAIbHBIN)
apXuB.

4.8. OpranusyeT U MPOBOJUT SKCIEPTU3Y LIEHHOCTH TOKYMEHTOB BPEMEHHBIX
(cBbimie 10 yeT) CpPOKOB XpaHEHHUsI, HAXOASIIMXCS Ha XPAHEHUH B apXUBE IIKOJIbI B
Heasix oTrbopa JOKYMEHTOB ISl BKJIIOUEHHS B cocTaB ApXuBHOTO (¢oHa
Poccuiickoit ®enepanuu, a TakKe BBISBICHUS JOKYMEHTOB, HE MOJICKAIIUX
JajJbHEUIIIEMY XpaHEHHUIO.

4.9. YuactByeT B pab0Te IKCIIEPTHON KOMUCCHUHU.

4.10. TIpoBoaut MepompuaTusi Mo 00ECIEeUEHUI0 COXPAHHOCTH JTOKYMEHTOB,
HAXOJAIINXCSI HA XPAaHCHUH B apXHUBE.

4.11. Opranusyetr HHGOPMUPOBAHUE AIMHUHUCTPAIIUU U PAOOTHUKOB IIKOJIBI O
COCTaBE U COAEPIKAHUU JOKYMEHTOB apXHBa.

4.12. HWudopMupyeT moNb30BATEIEH MO BOMPOCAM MECTOHAXOXKICHUS
apXUBHBIX TJOKYMEHTOB.

4.13. Opranu3zyert BblAauy JOKYMEHTOB U JI€J AJi1 paOOThl B YUUTEIbCKOW MU
BO BPEMEHHOE MOJIb30BaHUE.

4.14. MHcnonHsieT 3ampochl OpraHU3alMid W 3asBICHUS TrpaxaaH o0
YCTAaHOBJIICHUH TPYJIOBOTO CTaka M JPYTMM BOMNPOCAM COIMAIbHO-TIPABOBOTO
XapakTepa, B YCTAaHOBJICHHOM TMOPSAKE BBIAACT KOMUM JOKYMEHTOB M apXWBHBIE
CIIPABKH.

4.15. Beger yd4eT UCHOJB30BaHUS JIOKYMEHTOB apxuBa 0Opa3oBaTEIbHOM
OpraHu3aLuu.

4.16. Cozmaer ¢oOHA TMOJB30BAHUS apXWBa IIKOJBI W OPraHU3yeT €ro
UCIIOJIb30BaHUE.

4.17. OcyiecTBIsSET BEJACHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JIOKyMEHTaM
HIKOJIBHOTO apxuBa. Co3/laer, MOMOJHSAET U COBEPLIEHCTBYET HAYUYHO-CIPABOYHBIM
ammapar K XpaHsSIUMCs B apXHBE JIeJIaM U JOKYMEHTaM.

4.18. YuacTByeT B pa3paboTKe TOKYMEHTOB IO BOIPOCAaM apXHUBHOTO Jiejla U
JEJI0NPOU3BOJICTBA.

4.19. Oka3bIBaeT METOIMYECKYIO TOMOTIIIb:

* Ciyx0€ JeJoNpOU3BOJCTBA IIKOJIBI B COCTABICHHM HOMEHKIATYpHI J€d,
dbopmupoBaHuu U 0HOPMIIEHUU €], KOHTPOJIHUPYET MPABUILHOCTh (POPMHUPOBAHUS
1 opopmIieHUs 1€ B AEJIONPOU3BOJICTBE;

* CTPYKTYPHBIM MOJApa3ieleHusM U pPaOOTHUKAM IIKOJBl B TOJTOTOBKE
JIOKyMEHTOB K TIepe/iaye B apXUB.

4.20. YuyacTByeT B MPOBEACHUN MEPONPHUATUH MO MOBBIILICHUIO KBATU(PUKALUN
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pabOTHUKOB apXWBa U CITYKOBI JIEJIOMPOU3BOCTBA 00pa30BaTEILHON OpraHU3aIINH.

S. IlpaBa apxuBa

s vinonneHus 8031024CeHHbIX 3a0ay U QYHKYUU JUYO, OMEEemCmEeHHoe 3a
apxue, umeem npaso:

5.1. IlpencraBisiTb AUPEKTOPY, NPEIJIOKEHUS IO COBEPIICHCTBOBAHUIO
OpraHv3alyy XpAHEHUs, KOMIUIEKTOBAHHUS, y4e€Ta W HCIIOJIb30BaHUS APXHBHBIX
JOKYMEHTOB B apXHBE IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJHEHHWE YCTAHOBJICHHBIX IMpaBUil pPabOThI C
JIOKyMEHTaMU B CTPYKTYPHBIX MOAPA3ACICHUAX IIKOJIbI.

5.3. 3anpammBarth OT CTPYKTYPHBIX MOJpa3feieHuil U PabOTHUKOB IIIKOJIBI
CBEJICHUS, HEOOXOIUMBIE JIJIsl padOThI apXUBA, C YUYETOM 00€CII€UEHHUs BBIIIOJHEHUS
BCEX BO3JIOKEHHBIX HA apXUB 33Ja4 U PYHKIUH.

5.4. JlaBaTb pa3bsCHEHHS W PEKOMEHAAIMU IO BOIPOCAM, BXOMSIIUM B
KOMITETEHIIUIO apXUBA IIKOJIBI.

5.5. HWuadopmupoBaTh  CTPYKTYpHbIE  MOJpa3lelieHUs  IIKOJIbl O
HEO0OXOIMMOCTH Mepeaun JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKACHHBIM
rpaguKoOM.

5.6. Ilpunumath yyacTue B  3aCENAHUSIX  OKCIEPTHOM  KOMHUCCHUHU
o011e00pa30BaTeIbHONM  OpraHM3alMi, a Takke B JKCIEPTHO-MPOBEPOUHOU
KOMHCCUHM  YIOJHOMOYEHHOTO OpraHa HCIOJHUTEIbHONM BIIACTH CyOBEKTa
Poccuiickoit @enepannu B chepe apXuBHOTO Jielia.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHNE APXUBA
6.1. HasHaueHHOe MpPUKA30M AMPEKTOpA IIKOJIbI JIMIIO, OTBETCTBEHHOE 32

BCIACHHC apXHBa, HCCCT IICPCOHAJIBHYIO OTBCTCTBCHHOCTD 34.

* BBITNIOJHEHUE BO3JIOKEHHBIX Ha apXUB 3a/7ad U (PYHKIUHA B COOTBETCTBUU C
JIEUCTBYIOIIMM 3aKOHOAATENIbCTBOM Poccuiickon denepanuu;

e oOpraHuzaiuio padOThl apXHWBa, CBOEBPEMEHHOE U KBAIU(PHUIIMPOBAHHOE
BBITOJIHEHUE TTPUKA30B, PACHOPSIKEHHM, MOPYYEHUN BBILIECTOSIIETO PYKOBOJCTBA,
JEUCTBYIONTUX HOPMATUBHO-TIPABOBBIX AKTOB 110 CBOEMY MPOUITIO ACSTEIHHOCTH;

* pammoHalbHOe W 3((PEKTHBHOE  HCIOJB30BAHHE  MaTCPHAIbHBIX,
(bMHAHCOBBIX U KaJIPOBBIX PECYPCOB,;

* COCTOSSHHUE TPYIOBOM M HCIOJHUTEIBCKOW JUCIUIUIMHBI B apXWUBE,
BBITIOJTHEHHE CBOMX (DYHKITMOHAJIBHBIX 00SI3aHHOCTEH;

* CcOOIOCHHUE IPaBUJI BHYTPEHHETO pacriopsaka, CaHUTAPHO-
MPOTUBOAIUIEMUYECKOTO PEKHUMa, MPOTUBOMOKAPHOU OE30MaCHOCTH M TEXHUKHU
0e30ITacCHOCTH;

* BEJICHUE JOKYMEHTAlHH, MPEAYCMOTPEHHONW AEHUCTBYIOIIMMHA HOPMATUBHO-
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IIPABOBBIMU JIOKYMEHTAMU;

* NPEIOCTABIICHUE B YCTAHOBJIEHHOM IOPSIIKE TOCTOBEPHOW CTATHCTUYECKOM
Y MHOM MH(POpMAIUH O JAESITEIbHOCTH apXUBa;

* TOTOBHOCTb apXuBa K pabOTe B YCIOBHUSAX UpPE3BbIUAWHBIX CUTYalLlUH.

6.2. OTBEeTCTBEHHBIE 32 BEJICHHE JIEJIONPOU3BOJCTBA, MOATOTOBKY H
Npe/CTaBICHUE JOKYMEHTOB Ha XpaHEHHWE B apXuB, HA3HAYAIOTCS TUPEKTOPOM
IIKOJIBI.

6.3. KOHTpOoJIb A€STEILHOCTH apXUBa OCYIIECTBISECT TUPEKTOP IIKOJIBI.

7. KoMIuleKTOBaHME apXuBa

7.1. TloaroroBka JOKYMEHTOB K IIiepeJjau€ B apXuB 00pa3oBaTEIbHOMN
OpraHu3allid BKJIIOYAET HSKCHEPTU3y HAy4YHOW M MPAKTUYECKOM I[IEHHOCTH
JIOKYMEHTOB, 0(hOPMIICHHE 1€, COCTABIICHUE OMHCH.

7.2. DKkcnepTrU3a HEHHOCTH IOKYMEHTOB.

7.2.1. DOkcnepmusza yeHnocmu OOKYMeHmMO8 — OIPEACICHUE IIEHHOCTH
JOKYMEHTOB C LIEJIbI0 0TOOpa UX HAa XpaHEHHWE U YCTAHOBJIEHHE CPOKOB XpaHEHHUS.
OKcnepTu3y  LIEHHOCTH  JOKYMEHTOB B 00pa30oBaTENIbHON  OpraHu3aluu
OCYLIECTBIISIET IIOCTOSIHHO JICVCTBYIOIIAS SKCIIEPTHAST KOMUCCHSL.

7.2.2. Dxcnepmuas Komuccus Ha3HAYACTCS MPHUKA30M TUPEKTOpa IIKOJbL. B
COCTaB ODKCIEPTHOW KOMHCCHM BKJIKOYAIOT HE MEHEE TPEX COTPYIHHUKOB, B TOM
yucie B 003aTeIbHOM MOPSIKE U0, OTBETCTBEHHOE 32 BEJICHUE apXHBa LIKOJIbI, U
JUPEKTOP MYHULMIIAJBLHOTO apxuBa (Mo coriiacoBaHuio). CexkperapemM DKCHEpTHON
KOMHUCCHM Ha3HAy4alT CceKpeTapss o0pa3oBaTelNbHON OpraHM3alu. OKCHEpTHas
KOMHUCCHSI Ha 3aCEJaHUsX pacCMaTPUBACT: HOMEHKJATYPY J€J IIKOJIbI, OMKMCH JEI
IIOCTOSIHHOT'O XPAaHEHU U I10 JINYHOMY COCTaBY, aKThl Ha JOKYMEHTBHI, BBIJEISEMBIE
K YHUUTOKEHUIO.

7.3. Oopmnenue nen

7.3.1. Jlena mNOCTOSHHOTO XpAaHEHMs MOJUIMBAIOTCS B TBEPAYH OOJOXKKY

CYpOBBIMH HHUTKaMHU. JIUCTBI HYMEpYIOTCS B TIPaBOM BEpPXHEM YTy IPOCTHIM
KapanaamoM. KonudecTBO JTUCTOB B KaxkJAOM Jejie He JOJKHO mpeBbimath 250. B
KOHIIE JIeJIa Ha OT/IEJIbHOM JINCTE COCTABIISICTCS 3aBEPUTEIbHAS HAIITUCh.

7.3.2. Ha 000Ke 7€ MOCTOSTHHOTO XPAaHEHHS JTOJDKHBI ObITh MPOCTABJICHBI
CIIEYIOIME PEKBU3UTHL: TIOJHOE€ HAMMEHOBAaHUE BBIIIECTOSIICH OpraHU3allH,
HAaUMEHOBAaHHUE O0OpPa30BaTENIbHOM OpraHu3aluv, HoMep (MHAEKC) Jena 1o
HOMEHKJIaType, 3aroJ0BOK JeJIa, KOJIMYECTBO JHCTOB, CPOK XpAHEHHS WM OTMETKA
«XpaHUTh MOCTOSIHHO», HOMEP (POoH[a, ONHCH, Jea.

7.3.3. Ilo okoHYaHUU AENONPON3BOACTBEHHOTO TO/ia B 0(POPMIIEHHBIE 00JI0KKH
JIeJT IOCTOSTHHOTO XPaHEHUsI BHOCATCA HEOOXOIUMbIE YTOUHEHHUS: B 3ar0JIOBKHU I,
COZEPKAIINX PACIOPATUTENbHbIE JOKYMEHTHI (IPUKa3bl, MPOTOKOJIBI), BHOCATCS
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HOMEPA; €CIIN JIeJIO C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXJOM TOME
YKa3bIBa€TCSI KOPPECIOHEHT, aBTOP, TEPPUTOPHUS, NIPYyrUe AaHHbIC. B Kak10M ToMe
yKa3bIBaeTCs AaTa (4uciio, MecsIl, Ioj) Hayajia ¥ OKOHYaHUs JaHHOTO ToMa. TouyHbIe
JaThl TMPOCTABJISIIOTCS Ha OOJIOKKaX IS OBICTPOro IIOMCKa JIOKYMEHTOB B
MOCJICYIONIEM; U3 3aBEPUTCIBHOW HAAMUCH HAa OOJIOKKY JieJla BBIHOCHTCS
KOJIMYECTBO JINCTOB B JCIIE.

7.3.4. Hagnucn Ha 00J0KKax /1)1 MOCTOSTHHOTO U JOJITOBPEMEHHOTO XPaHEHHUS
CHENYET MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

7.3.5. Jlng ydeTta KOIMYECTBA JIMCTOB B Jiesie U (PUKcaMu OCOOCHHOCTEH X
HyMEpAIMU Ha OT/ICJIbHOM JIUCTE COCTABIISIETCS 3aBEpPUTEIIbHAS HAANHUCH.

7.3.6. B 3aBepuTeabHON HAAIUCH YKA3bIBACTCS KOJIUYECTBO JIMCTOB (IudpamMu
U TPOMUCHI0) B Jeyie. 3aBepUTesibHAas HAIIUCh MOJMKUCHIBAETCS COCTABUTEIEM C
YKA3aHUEM €T0 JIOJDKHOCTH U 1aThl COCTABIICHUA.

7.3.7. BHyTpeHHsi1 ONHWCh COCTAaBIAETCA K JellaM IOCTOSHHOTO U
noiroBpeMeHHoro (cBoiiie 10 7eT) cpoka XpaHeHus, CPOPMHUPOBAHHBIM IO
PA3HOBHUIHOCTSM JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBhIBAIOT KOHKPETHOE
CoJiepKaHue TOKYMEHTOB (0c000 IIEHHBIC, TUYHBIC eja U Ip.).

7.4. Onucangue JOKYMEHTOB IIOCTOSHHOT'O CPOKA XPAHCHUS.

7.4.1. Onucu COCTaBIAKOTCS Pa3feiIbHO Ha Jiejia MOCTOSTHHOTO XPaHEHUs IO
OCHOBHOM J€SATENBHOCTH U HA JIeJIa M0 JINYHOMY COCTaBY.

7.4.2. Onucu COCTAaBISAIOTCS IEIONPOU3BOIUTEIEM.

7.4.3. Onuce BeneTcs B €AUHOM BaJOBOM HYMEDPALMU B TEUEHUE HECKOJIBKHUX
JeT.

7.4.4. Ha nena ¢ WCTEKIIMM CPOKOM XpaHEHUsS COCTaBISETCS akT 00
YHUYTOXKEHUU.

7.4.5. Tlo okoHYaHWM MAEJIONMPOU3BOACTBEHHOTO TOJla B 00pa3oBaTEILHOM
OpraHu3aliy MPOU3BOAUTCS OTOOP TOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHMS TS
BKJIFOYEHHS] UX B onKCh. OMUCH COCTOUT W3 TOAOBBIX PA3AesiOB, BHYTPH Toja jela
pacrojaraloTcsi Mo CTENEeHM 3HAYMMOCTH C Y4€TOM HOMHMHAJIBHOTO MNpHUHIUIA (B
COOTBETCTBHH C HOMEHKJIATYpO 00111€00pa30BaTeIbHON OpTraHU3AIINH ).

7.4.6. Onucu COCTaBIAIOTCA Pa3[eIbHO HA Jejia MOCTOSTHHOIO XPaHEHUs MO
OCHOBHOM AESATEILHOCTH U Ha Jieja MO0 JIMYHOMY COCTaBY.

7.4.7. Onucy COCTaBJISIOTCS CEKPETapEM.

7.5. Jlena BpeMEHHOro XpaHeHus OQOPMIIAIOTCS YINPOIIEHHO: OHU He

NoAMMWBAIOTCA, JHUMCTBI B HHUX HE HYMCPYIOTCA, YTOUHCHHC Ha 00JIOJKKaxX He
IMPOU3BOAUTCA, OIIMCHU HA ACJIa HC COCTABJIAIOTCA, YUCT BEACTCA 110 HOMCHKIIATYpPC
JACII.

8. YcioBus xpaHeHUs1 JOKYMEHTOB apXuBa
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8.1. JIOKyMeHTBI apxuBa XpaHATCcs B apXUBOXPaHWINIIE
00111e00pa30BaTeIbHON OpraHU3aIiHy.

8.2. He nomyckaercs pa3MelleHUE apXvWBa B MOJBAJIbHBIX M YEpIayHbIX
IIOMEIICHUAX [IKOJIBI.

8.3. ApXMBOXpaHWIHILE JIOJDKHO OBITh yJAIEHO OT J1abOpaTOpHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIIEHHMH HW HE UMETh OOIIKUX C HHUMH
BEHTWSILMOHHBIX  KAaHAJIOB. ApXUBOXPAaHWIMIIE OTHENSIETCS OT  COCEOHUX
NOMEIICHU  HECrOpaeMbIMH CTE€HAMHU M IEPEKPBITUSIMU C  MpeAesIaMH
OTHECTOMKOCTH HE MEHee JBYX 4YacoB. B apXuMBOXpaHHUIMIIE HE JOIyCKaeTCs
IpOKJIaaKa TpyO BOJOCHA0KEHUSI U KaHAJIU3ALUU, TEXHOJIOTUUECKUE UIN ObITOBBIE
BBIBO/IBI BOJIBI.

8.4. ApXUBOXpaHWIUIIE JODKHO UMETh €CTECTBEHHYIO MM HCKYCCTBEHHYIO
BEHTWSILMIO, OOECIEUMBAIONIYI0  PEHUPKYJSLHUIO  BO3AyXa, CTaOMIBHOCTD
TEMIIEpaTypPHO-BIAXKHOCTHOTO PEKUMA.

8.5. Bce mocrtynaromue B apXuB 00pa30BaTEIBbHONW OPTraHU3AINH JOKYMEHTHI
pa3MelalTcsl B apXMBOXPAHWIMILAX Ha CTAlMOHAPHBIX W/MIM MEPEIBUKHBIX
METANIMYECKUX CTeJUIaKax, B METaJUINYECKUX HIKadax Ui KOHTeHHepax.

8.6. Cremnaxkn JOJDKHBI OBITh YCTAHOBJICHBI MEPHEHIUKYISIPHO CTEHAM C
OKOHHBIMH NpOEMaMH, a B TNOMEUIEHMH 0€3 OKOH - C YYETOM OCOOEHHOCTEH
nomenieHus 1 ooopynoBanusa. He gomyckaercs pa3mMenieHle CTeuiakeid BILIOTHYIO
K Hapy’>KHbIM CTE€HaM 3/1aHUs U K HICTOYHUKAM TEIIa.

8.7. PaccranoBka cremaxkeil U mkadoB OCYIIECTBIASETCS B COOTBETCTBUU CO

CJIIEAVIOIIMMH TPEOOBAHUSIMU:

* PpacCTOSIHME MEXIy psIaMH CTeuTakel (TJIaBHBINA Mpoxoa) — He mMeHee 120
CM;

* paccTosiHHE (MMPOXO) MEXKIY CTeIUTaKaMH — HE MeHee 75 cM;

* PpAacCTOSHME MEXIy Hapy>KHOM CTEHOM 3JaHWsl W  CTEJUIAKAMHU,
MapajuIeIbHBIMUA CTEHE — HE MEHEE 75 CM;

* pacCTOSIHME MEXIY CTEHOM M TOPILIOM CTejlaxka Wi mkada (o0xom) — He
MeHee 45 cwm;

* pacCTOSTHUE MEXIYy TMOJIOM W HWKHEW MOJKOW creiutaxka (mkada) — He
MeHee 15 cM, B IIOKOJIBHBIX dTakax — He MeHee 30 cMm.

8.8. IIpoTrBOIIOKApHBIN PEXKUM B 3JaHUAX, [I€ PA3MEILAETCS APXUB LIKOJIbI, U
B ApXMBOXpPAaHWJIMIIAX YCTaHAaBIMBaeTcs B cooTBeTcTBUM C I[IpaBuiamu
POTUBOIIOKApHOTO pexkrma B Poccuiickoit deneparuu ot 16 centsiops 2020 roga
Ne1479.

8.9. ApxuBHbIE TOKYMEHTHI CIIEIyeT XpaHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JCHCTBHUSI CBETa OOECIEUMBACTCS XpaHEHHEM
JOKYMEHTOB B KOpoOKax, mamkax W TepervieTax, B IKadax WIM Ha CTeJulaXkax
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3aKpBITOrO THUIA.
8.11. YpoBeHb HMCKYCCTBEHHOI'O OCBEIICHUS B KHUTOXPAHWIMIIAX JOJKEH
cocTaByIsATh HEe MeHee 100 mrokc.
8.12. B apxXuMBOXpaHWJIMILE i1 XpaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS

CICAYIOIMMEC MMapaMETPhl TEMIICPATYPHO-BJIAXKHOCTHOI'O PCXKXHMMA.

* ISl XpaHEHHsI JOKYMEHTOB Ha OyMa)XHOM HocuTene — temneparypa 17-19°C,
OTHOCHUTEIbHAS BIAXKHOCTH Bo3yxa — 50-55%.

8.13. Ilomemenuss apxuBa OOpa30BaTEIBHOW OpTaHU3AIUU  JTOJDKHBI
COAepKaTbCs B YHCTOTE, B YCIOBHSX, UCKIIOUYAIOUIMX BO3MOXKHOCTH MOSIBICHHS
IUIECEHH, HACEKOMBIX, IBLIH.

9. 3akiI0unTEIbHBIE T0JI0KEHUSI

9.1. Hacrosmee IlonokeHue SBISETCS JIOKAIBHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcs Ha OOmeM coOpaHuM paOOTHHMKOB IIKOJBI M yTBEp)kaaercs (JInbo
BBOJIUTCS B JICUCTBHUE) TUPEKTOPOM IIKOJIBI.

9.2. Bce u3MeHeHUs W JIONIOJIHEHMs, BHOCHUMBIE B Hactosulee [lonoxenue,
opopMIISIFOTCST B TNUCbMEHHOW (GOpMEe B  COOTBETCTBHUH  JICUCTBYIOIIUM
3aKOHOIaTenbCcTBOM Poccuiickon Penepanum.

9.3. [Nonoxenne 06 apxuBe 001IE00PA30BATENHFHON OpTraHU3AIMU TPUHUMAETCS
Ha HEONPEAEIEHHbIN CpOoK. MI3MeHeHus u qonoynHeHus K [lonoxxennio mpuHuMaroTes
B TIOpsiZIKe, mpeaycMoTpenHom 1.9.1. Hacrosiero [Tomoxenust.

9.4. ITocne npunsiTus [Tonoxkenus (WM W3MEHEHUN W JTOTIOJTHEHUH OTACITBHBIX
MYHKTOB M Pa3/iesioB) B HOBOM peHaKIMU MPEAbIAYIas PeAaKkivus aBTOMATHUYECKH
yTpaunBaeT CHUILY.
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