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1. O0uue mos10:xxkeHUs

1.1. Hacrosimee [Tonoxxenne 06 apxuBe pa3paboTaHo Ha OCHOBaHUU [IpuMepHOTo MosoxeHus 06
apXMBE OpraHu3aluy, YTBEPKJICHHOro mpukazoMm denepanbHOro apxuBHoro arenrcrsa Ne 42 ot 11
anpens 2018 roga, B coorBerctBuu ¢ Koncruryuuein Poccuiickoit @enepanuu, OenepaibHbIM 3aK0-
HOM Ne 273-@3 ot 29.12.2012 roga «O06 obpazoBanuu B Poccuiickoii @enepanumy ¢ H3MEHEHUSIMU OT
8 nexabps 2020 roxa, YcraBoM 0011e00pa3oBaTeIbHOM OPraHU3aIUH.

1.2. lannoe Ilonoxxenune 06 apXuBe B IIKOJIE OMPEACIAET COCTaB JOKYMEHTOB apXHuBa 00pa3oBa-
TEIbHOW OpraHu3allid, YCTaHABIMBAET 3a/1ayy, HA3HaYeHHe U (PYHKUMHU IIKOJIBHOTO apXuBa, peria-
MEHTHUPYET JeATEIbHOCTH JIMA, OTBETCTBEHHOI'0 3a BEJACHUE apXHBa B OpPraHU3allud, OCYLLECTBIISIO-
1ieit 00pazoBaTENbHYIO ACSITENbHOCTD.

1.3. B cBoeli nesaTeNbHOCTH apXUB pyKoBOJACTByeTca PenepanbHbIM 3akoHOM Ne 125-@3 or
22.10.2004 «O6 apxuBHOM aeine B Poccuiickoit @enepanuny» ¢ u3MeHeHusIMHU Ha 8 nekadps 2020 ropa,
3aKOHAMM, HOPMaTUBHBIMU IIPaBOBbIMU akTamu Poccuiickoit @enepanuu, cyobexra Poccuiickoit de-
nepauuu B cepe apXUBHOTO Jiela U JIENOMPOU3BOJICTBA, IPABUJIAMU OPraHU3allMKd XPaHEHUS, KOM-
IUIEKTOBAHMSI, yuyeTa M MCIOJIb30BaHUS JOKyMEHTOB ApxuBHOro (onga Poccuiickoit denepaunu u
JPYrUX apXUBHBIX JIOKYMEHTOB B FOCYJAapCTBEHHBIX OPraHax, OpraHax MECTHOI'O CaMOYIPABICHUS U
OpraHu3aIusIX, JOKaJbHBIMH HOPMAaTUBHBIMU aKTaMH 00I[e00pa30BaTEIbHON OpraHUu3aliH.

1.4. JlokyMeHTBbl OpraHM3allii, OCYLIECTBISIOIENH 00pa30BaTEeNbHYIO NESATEIbHOCTh, UMEIOIINE
HCTOPUYECKOE, KYJIbTYPHOE, Hay4YHOE, COLUAIbHOE, SKOHOMHUYECKOE U MOJIUTUYECKOEe 3HAYEHHE, CO-
CTaBIISIOT TOCYJJApCTBEHHYIO YacTh ApxuBHoro (gonaa Poccuiickoit denepariu, SBasOTCS COOCTBEH-
HOCTBIO T'OCYJIapCTBA U MOJUIEKAT MOCTOSHHOMY XPaHEHHIO B FOCYJIapCTBEHHBIX apxuBax Poccuiickon
®epnepaunu. Jlo nepenayn Ha rocyAapCTBEHHOE XpaHEHHE JaHHbIE JOKYMEHTbl BPEMEHHO XPAHSTCS B
0011eo0pa3oBaTeabHON OpraHu3aluy.

1.5. B mkone ans XpaHeHus: JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepannu U 3aK0H-
YEHHBIX JIEJIONPON3BOCTBOM JIOKYMEHTOB IPAKTUYECKOTO Ha3HAYEHUs, UX 0TOOpa, y4era, UCIOJIb30-
BaHUs U MOJrOTOBKH K IIepe/jaue Ha TOCYJapCTBEHHOE XpaHEHHE CO3/JaeTcs apXUB.

1.6. ApxuB CO3/1a€TCsI KaK CaMOCTOSITENIBHOE MOJPA3AEIEHUE, BO3INIABIAEMOE JINLOM, OTBETCT-
BEHHBIM 3a BEJICHUE apX1Ba COIJIACHO MPHUKa3y AUPEKTOPA HIKOJIBI.

1.7. Opranu3zanusi, OCyIeCTBIAIONIas 00pa30BaTENbHYIO 1eATEbHOCTh, 00ECIeYnBaeT apXx1B He-
00X0JIMMBIM MTOMEILIEHHEM, 000PYIOBaHUEM U KaJIpaMH.

1.8. ObueobpazoBaTenbHas OpraHu3alus 00ecrednBaeT COXPAHHOCTh, YUeT, 0TOOp, yropsaoye-
HUE Y UCIIOJIb30BaHuEe TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit deneparnm, 06pa3yromuxcs B €ro
nestenbHOCTH. OOecreunBaeT CBOEBPEMEHHYIO Ieperady 3THX JOKYMEHTOB Ha TOCYAapCTBEHHOE
XpaHEHHe.

1.9. Bce paboTsl, CBSI3aHHBIE C TOJATOTOBKOM, TPAHCTIOPTUPOBKOWM U TMEperavyeil apXUBHBIX JTOKY-
MEHTOB, TPOU3BOJIATCS CHJIAMHU U 3 CUET IIKOJIbI.

1.10. 3a yrpaty u mopay qokymeHTOoB ApxuBHOro (houma Poccuiickoit deaepanuu 10IKHOCTHBIC
JUIla OpraHu3alliy, OCYHIECTBISAIONIEH 00pa3oBaTeNbHYIO AESITEIbHOCTb, HECYT OTBETCTBEHHOCTh B
COOTBETCTBUH C JEHCTBYIOIINUM 3aKOHOAATEIbCTBOM.

1.11. konbHBIN apXWB pabOTaeT COTVIACHO IUIaHYy, YTBEPKIAEMOMY AUPEKTOPOM 00IIe00pa3o-
BaTEbHON OpraHM3aIlNH, U OTYUTHIBAETCS TIepe]] HUM B CBOEH padore.

1.12. KoHTpoJIb AEATENBHOCTH apXUBa OCYIIECTBIISIET TUPEKTOP OPTraHU3aLMK, OCYIIECTBISIONIEH
00pa30BaTEeNbHYIO JCSTEIBHOCTD.

2. CocTaB JOKYMEHTOB apXHBa



2.1. B mKoIbHBIN apXUB MOCTYIAOT:

¢ 3aKOHYCHHBIC ACIOMNPOU3BOJACTBOM MIKOJIbBI JOKYMCHTBI IOCTOAHHOI'O XpaHCHUA, 06pa3013a13-
HiMecs B I€ATENbHOCTH CTPYKTYPHBIX MOJpa3AeieHui, JOKyMEHTbl BpeMeHHoro (cBeime 10 ser) cpo-
Ka XpaHCHH, HGO6XOHI/IMLIG B HpﬁKTH'—IGCKOﬁ ACATCIIBHOCTH, JOKYMCHTBI 11O KaJipaM U O6y‘laIOH_[I/IMC$I;

* IOKYMEHTBI IOCTOSITHHOT'O XPaHEHUS U 10 INYHOMY COCTaBYy OpraHU3aluii- Mpe/IIeCTBEHHUKOB;

* TUYHBIC (POH/IBI BEAYIIUX PAOOTHHKOB OPTaHHU3AIMH, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO JIes-
TEIbHOCTH, IOCTYIUBIINE B APXUB;

* cITy)KeOHbBIC ¥ BEIOMCTBEHHBIC U3IaHUS;

* CIIPAaBOYHO-TIOMCKOBBIE CPEJCTBA K JOKYMEHTaM U y4YETHbBIC TOKYMEHTbl ApXUBa OpraHU3allH,
OCYIIECTBIISOIIEH 00pa30BaTEIbHYIO NEATEIbHOCTD.

3. 3apauu apxuBa

3.1. OcHOBHBIMH 33JJa4aMM apXUBa ABISAIOTCA:

3.1.1. Opranuzanusi XpaHeHHUsI JTOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3jaeiioM 2 Ha-
crosero Ilomoxenus.

3.1.2. KommuiekToBaHHE apXHBa IOKYMEHTaMU, 00pa30BaBIIMMUCS B JIEATEIHLHOCTH OpraHU3aIuH,
OCYIIECTBIISIONIEH 00pa30BaTEIBHYIO JIEATEIHHOCTD.

3.1.3. Yuer, obecrieyeHre COXpaHHOCTH, CO3/IaHNE HAYYHO-CIIPABOYHOTO aIlapara.

3.1.4. Vicnonb30BaHUs TOKYMEHTOB, HAXOASILINXCSI HA XPaHEHUU B apXUBE IIKOJIbL.

3.1.5. [loarotoBka u cBOeBpeMeHHasl mepenavya Jo0KyMeHToB ApxuBHoro ¢gouna Poccuiickoii de-
Jiepalii Ha TIOCTOSIHHOE XPaHEHHE B TOCYJapPCTBEHHBIN (MYHUIIUIIAILHBIN) apXUB.

3.1.6. MeTtoanueckoe pyKOBOACTBO U KOHTPOJIb 32 (hopMHUpOBaHHEM U OpopMIIeHHEM el B JIeT0-
MIPOU3BOICTBE IIKOJIBI U CBOEBPEMEHHOM Tepeiaueii uX B apXuB 00pa30BaTEIbHON OpraHu3aliy.

4. ®yHKIMHU apXUBa

B cooTBeTcTBUM € BO3/10)KEHHBIMU 331a4aMU apXUB OCYIIECTBIISIET CIIEAYIOLINe (QYHKIIMU:

4.1 Opranuzyer npueM JOKYMEHTOB IOCTOSSHHOTO U BpeMEHHbIX (cBbIlIe 10 J€T) CPOKOB XpaHe-
HUS, B TOM YHUCIIE M0 KajipaM M 00y4aroIuMcsi, 00pa30BaBIINXCS B JESITEIbHOCTH IIKOJIbI, B COOTBET-
CTBUU C YTBEP)KICHHBIM I'pauKOM.

4.2 OOecrnieunBaeT COXPAHHOCTb U BEAET y4eT JOKYMEHTOB M (DOHJIOB, HAXOMAALIMXCS HAa XpaHe-
HUU B apXuBe 00111e00pa3oBaTeIbHON OpraHnu3aIiy.

4.3 TlpencraBiser B TOCYAapCTBEHHBIN (MYHUIIMNAIBHBIN) apXUB YUETHBIE CBEIEHUS 00 00beMe U
COCTaBE XpaHAIIMXCSA B apXHUBE IIKOJBI JOKYMEHTOB ApxuBHoro (onaa Poccuiickoit @enepanuu u
JPYTHX apXHMBHBIX JOKYMEHTOB B COOTBETCTBHM C IOPSIIKOM T'OCYJapCTBEHHOTO y4eTa JJIOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoii @enepanuu.

4.4 CuctemaTu3upyeT M pa3MeIlaeT JOKYMEHTHI, IIOCTYNAOIINE Ha XPAaHEHUE B LIKOJIBHBIN ap-
XUB, 00pa30BaBIINECS B XOJ€ OCYLIECTBICHUS JAESITENbHOCTH OpraHU3alliy, OCYLIeCTBIIAOMEN o0pa-
30BaTEIIbHYIO IEATEIBHOCTD.

4.5 PazpabarbiBaeT rpaduKu MpeACcTaBIeHUS OMUCEH Ha pacCMOTPEHHE 3KCIEPTHO-TIPOBEPOUHOMN
KOMHCCUH U TIepeslaun T0KyMeHTOB ApxuBHOro (orna P® Ha xpaHeHue B rocyapcTBEHHBIN (MyHH-
LUIIAIbHBIN) apXUB.

4.6 OcyiecTBieT NOATOTOBKY U IPEACTABIIAET:

* Ha paCCMOTPEHME U COTTIACOBAHME IKCIEPTHOW KOMUCCUU IIKOJIBI OIMHUCH JI€JI IIOCTOSTHHOTO Xpa-
HEHMsI, BpeMEHHBIX (cBbIe 10 JeT) CpOKOB XpaHEHHUs, B TOM YHCIIE MO KajJpaM U oOydaromumcs, a
TaK)K€ aKThl O BBIJIEJICHUH K YHUUTOKEHHUIO apXUBHBIX JIOKYMEHTOB, HE MOJIEKAIINX XPAHEHHIO, aKThI
00 yTpaTe TOKyMEHTOB, aKThl O HEMCIIPABUMBIX TTOBPEXKACHUAX apXUBHBIX JOKYMEHTOB,;

* Ha YTBEP)KJECHHUE DKCIIEPTHO-IIPOBEPOYHON KOMUCCHUHN YIIOJHOMOYEHHOTO OpraHa MCIOJHUTENb-
HOU BiacTH cyowsekta Poccuiickoit denepanuu B chepe apxuBHoro jaena (nanee - IIIK apxuBHOro
YUPEXKJIEHUS) ONUCH /1€ IIOCTOSTHHOTO XPaHEHMUS;

» Ha cornacoanue OIIK apxuBHOTO yupexneHus cyobekra Poccuiickoit @enepannu (MyHUIIH-
NaJbHOTO apXKBa), B CIy4yae HaJleJIeHHs €r0 COOTBETCTBYIOIIMMU MOJHOMOYHUSIMH, ONUCH JIEJ 110 JIHY-
HOMY COCTaBY;

» Ha coriacoBanue DIIK apxuBHOTO yupexaeHus cyonekra Poccuiickoit denepanuu (MyHHUIIH-
NaJIbHOTO apXHBa), B CIyyae HAJEICHHUS €ro COOTBETCTBYIOIIMMHU IOJHOMOYMSMH, aKThl 00 yTpare



JIOKYMEHTOB, aKThl O HEUCIIPABUMBIX IMOBPEKIECHUSIX apPXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKJICHUE IUPEKTOPY IIKOJbI OMHCH JAENl MOCTOSHHOTO XPAaHEHHs, OMHCH BPEMEHHBIX
(cBbimie 10 yeT) cpOKOB XpaHEHUs, B TOM YKCJEe OMHUCH Jell MO KaJpaM U 00yJaroluMcs, aKThl O BbI-
JIeNICHUH K YHHUYTOXXCHHMIO apXWUBHBIX JIOKYMEHTOB, HE MOJICKAIINX XPAHEHHUIO, aKThl 00 yTpaTe 10-
KYMEHTOB, aKThl O HEHUCIIPABUMBIX MOBPEXKICHUSX apXUBHBIX JOKYMEHTOB, YTBEPKACHHbIE (COTIaco-
BanHbie) DIIK unm rocymapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit @enepanuu (MyHHIUITATEHBIM
apXMBOM) B CIy4yae HaJeJICHUs €r0 COOTBETCTBYIOIIMMHU MOJIHOMOYHUSIMHU.

4.7 Opranmu3yer nepenauvy JokymMmeHToB ApxuBHOTO (hoHma Poccuiickoii denepanuu Ha TOCTOSH-
HOE XpaHEHHUE B TOCYJapCTBEHHBIN (MyHHUIMIAIBHBIN) apXUB.

4.8 OpranuszyeT W IPOBOJIUT IKCIEPTHU3Y IIEHHOCTH JAOKYMEHTOB BpeMeHHBIX (cBbimie 10 er)
CPOKOB XpaHEHHMs, HAXOJAIIMXCA Ha XPAaHCHWU B apXUBE LIKOJBI B LEISIX OTOOpa JTOKYMEHTOB IS
BKJIIOUEHUs! B cocTtaB ApxuBHoro ¢onna Poccuiickoit denepannu, a TakKe BBISIBICHUS TOKYMEHTOB,
HE MOJUIekKAIINX JaJbHEHIIEMY XPaHEHHUIO.

4.9 YyacTByeT B paboTe SKCIEPTHOW KOMUCCHHM OpTraHU3alliy, OCYIIECTBIISIONIEH 00pa3oBaTesb-
HYIO JI€ATENbHOCTD.

4.10 TIpoBoauT MepompusATUs MO OOECNEYEHHIO COXPAHHOCTU JOKYMEHTOB, HAXOISIIUXCS Ha
XPaHEHUU B apXUBE OPraHU3allMU, OCYIIECTBISAIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

4.11 Opranuzyetr uH(PpOPMHUPOBAHUE AJIMUHUCTPALMU U PAOOTHUKOB IIKOJBI O COCTABE U COJEP-
YKaHUM IOKYMEHTOB apXMBa OPraHU3alllK, OCYIIECTBIIAONIEH 00pa30BaTEIbHYIO 1EATENbHOCTD.

4.12 Nudopmupyet moib3oBaresneii mo BOnpocaM MeCTOHAXOKICHUS apXUBHBIX JIOKYMEHTOB.

4.13 OpranusyeT BbAauy JOKYMEHTOB U JEN IJisi padOThl B YUYHUTEIILCKON WM BO BPEMEHHOE
MOJIb30BaHUE.

4.14 UcnoyHseT 3anpOChl OPTaHU3AIMA U 3asSBICHHS TPaXKIaH 00 YCTAaHOBIICHUU TPYOBOTO CTa-
’Ka U IPYyrUM BOIPOCaM COIHAIbHO-IIPABOBOTO XapaKkTepa, B YCTAHOBICHHOM MOPSAKE BbIAAET KOMHU
JIOKYMEHTOB M apXWBHBIC CITPABKH.

4.15 Bener yueT UCMOIb30BaHMS IOKYMEHTOB apX1uBa 00pa3oBaTeNbHOM OpraHU3aIiu.

4.16 Co3znaet ¢hoHJ MOIB30BAaHMS ApXUBA IIKOJIBI 1 OPTaHU3YET €Tr0 UCIIOJIh30BAHNUE.

4.17 OcyuiecTBas€T BEIEHHE CIPABOYHO-TIOMCKOBBIX CPEJICTB K IOKYMEHTaM IIKOJBbHOT'O apXUBa.
Coznaet, MOMOJHSAET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN alnapar K XpaHSAIIUMCS B apXHBE Jie-
J1aM ¥ JIOKYMEHTaM.

4.18 YuactByeT B pa3pabOTKe JOKYMEHTOB OpraHU3alliH, OCYIIECTBIAIONICH 00pa30BaTeIbHYIO
JIeATEIbHOCTB, 10 BOIIPOCAM apXUBHOTO JEJIa U JEIONPOU3BO/ICTBA.

4.19 Oka3pIBaeT METOIUYECKYIO TTOMOIIIb:

* ciyx0e JeNonmpou3BOJCTBA INKOJIBl B COCTAaBIEHMH HOMEHKIATYpHI Jel, (pOPMUPOBAHUU U
0 OpMIIEHHH €], KOHTPOJIUPYET MPaBUIBHOCTh (GOPMUPOBAHUS U 0QOPMIICHUS 1€ B AEIONPOU3BOI-
CTBE;

* CTPYKTYPHBIM NOApA3/IeICHHUSIM U paOOTHUKAM IIIKOJIbI B OJATOTOBKE IOKYMEHTOB K Iepeaaye B
apXUB OpraHU3aIiH, OCYIIECTBIAIONIEH 00pa30BaTENbHYIO 1€ATEIHHOCTb.

4.20 YyacTByeT B IPOBEJAECHUN MEPONPHUATHUIA 110 MOBBIIIEHUIO KBATHU(PHUKAIIUKA paOOTHUKOB apXHU-
Ba U CIIY>KOBI IEJIONPOU3BOJICTBA 00pa30BaTEIbHON OpraHU3aI|H.

5. IIpaBa apxuBa

J17ist BEIIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (DYHKIIMH JIMII0, OTBETCTBEHHOE 33 apXUB, UMEET MPaBO:

5.1. TlpencraBnsiTh AUPEKTOPY OpraHU3AIMH, OCYIICCTBIIIONIEH 0Opa30BaTEIbHYIO CSITEIb-
HOCTb, MPEMJIOKEHHS 10 COBEPILICHCTBOBAHUIO OPraHU3allMd XPAaHEHUs, KOMIUIEKTOBaHUS, ydyeTa U
HCIIOJIB30BAHUA APXHWBHBIX JOKYMCHTOB B apXUBEC HIKOJIBI.

5.2. KoHTponMpoBaTh BBHIMOJIHEHUE YCTAHOBICHHBIX MPaBUI PabOTHI C TIOKYMEHTaMHU B CTPYKTYP-
HBIX TIOJpa3AeNeHUSIX OpraHu3alii, OCYIIECTBIAIOMIENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.3. 3anpammBarh OT CTPYKTYPHBIX MOJpa3AeIeHU U PaOOTHUKOB HIKOJBI CBEACHHMSI, HEOOXOTH-
MBIC I pa6OTI)I apxuBa, C YUYCTOM o0ecrieueHns BBLIMTOJHEHHUS BCEX BO3JIOKEHHBIX Ha apXuB 3aJia4 U
byHKUIN.

5.4. JlaBaTp pa3psACHEHMS U PEKOMEHIAIMY IO BOIPOCAM, BXOASAIIMM B KOMIIETEHIIUIO apX1Ba Op-
raHMU3allny, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.



5.5. UudopmMupoBath CTpYKTYpHBIE MOApPA3IEICHHS LIKOJIbI 0 HEOOXOJUMOCTH TMEpeaayul JOKY-
MEHTOB B apXHB B COOTBETCTBUHU C YTBEPKIEHHBIM IrpapUKOM.

5.6. [IppuauMaTh ydacTue B 3aCE€IaHUSIX SKCIEPTHOM KOMUCCHUU 00IIe00pa3oBaTeIbHON Oprann3a-
[[MH, a TAKXKE B IKCIIEPTHO-IIPOBEPOYHON KOMUCCUM YITOTHOMOYEHHOTO OpraHa UCIOJHUTEIbHOM Bla-
ctu cyowrekta Poccuiickoit deneparuu B chepe apXuBHOTO Jeia.

6. OTBETCTBEHHOCTDH 32 ()YHKIIMOHMPOBAHNE APXHBA

6.1. HazHaueHHOE NpUKa30M AMPEKTOPA IIKOJIbI JINLIO, OTBETCTBEHHOE 3a BEJCHUE apXHBa, HECET
IIEPCOHAIIBHYIO OTBETCTBEHHOCTD 3a:

* BBIIIOJIHEHME BO3JIOKEHHBIX Ha apXMB 3a7a4 U (YHKIHUHA B COOTBETCTBUHU C JICHCTBYIOIINM 3aKO-
HozarenbecTBOM Poccuiickoit denepanuu;

* OpraHM3aLUI0 pabOTHl APXHBA, CBOEBPEMEHHOE U KBATM(DPULIMPOBAHHOE BBHINOJIHEHUE [IPUKA30B,
pPacCloOpsKEHUM, TOPYYEHUH BBIILECTOSIIET0 PYKOBOACTBA, JEHCTBYIOINX HOPMAaTUBHO-IIPABOBBIX aK-
TOB I10 CBOEMY MPO(UIIIO 1eATEIBHOCTH;

* panroHaNbHOE U 3((EKTUBHOE MCIOIH30BAHNUE MATEPUATIbHBIX, (DMHAHCOBBIX M KaJPOBBIX pe-
CypCOB;

* COCTOSIHME TPYIOBOW M HCIIOJHUTEIHCKOW TUCIMIUIMHBI B apXWBE, BHITIOJIHEHUE CBOMX (DYHK-
[IUOHAJIbHBIX 00513aHHOCTEH;

* cOOJItO/IeHNE TIPAaBUJI BHYTPEHHETO Paclopska, CAaHUTAPHO-TIPOTUBOAINAEMUYECKOTO pexuma,
IPOTHBOIOXKAPHOW OE30MaCHOCTH U TEXHUKH 0€3011aCHOCTH;

* BEJICHHE JOKYMEHTALMH, IIPEAYCMOTPEHHON ACUCTBYIOIIMMHU HOPMATUBHO-IIPABOBBIMHU JIOKY-
MEHTaMU;

* MPEIOCTABICHUE B YCTAHOBICHHOM MOPSIKE TOCTOBEPHON CTATUCTHYECKOW M WHOU MH(OpMa-
LIMU O JESITEIbHOCTH apXUBa;

* TOTOBHOCTb apXHBa K pabOTe B YCIOBUAX YPE3BbIYANHBIX CUTYaLIUH.

6.2. OTBETCTBEHHBIE 3a BEJIEHUE JIEJIONPOU3BOJICTBA, IOJIOTOBKY U MPEACTAaBIECHUE TOKYMEHTOB
Ha XpaHEHUE B apXUB, HA3HAUAIOTCS AUPEKTOPOM OpTraHU3aIUH, OCYIIECTBISIOMmENH 00pa30BaTebHYIO
JeSITeITbHOCTD.

6.3. KOHTpOJIb 1€ATEIbHOCTH apXHMBa OCYIIECTBIISIET AUPEKTOP OpraHU3ally, OCYLIECTBISIONIEH
00pa3oBaTeNbHYIO JIEATEIBHOCTb.

7. KomiekToBaHue apxuBa

7.1. TlogroToBka JOKYMEHTOB K TepeJadye B apXWB OOpa30BaTeIbHOW OpraHU3allid BKIIOYAET
HKCIEPTU3Y HAYYHOU U MPAKTUUECKOHN IIEHHOCTH IOKYMEHTOB, O(hopMIIEHHUE /1], COCTABIIEHUE OMHCH.

7.2. DxcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. DkcniepTr3a EHHOCTH TIOKYMEHTOB — OTPE/EICHUE IIEHHOCTH JJOKYMEHTOB C I1IeJIbI0 0TOO-
pa MX Ha XpaHEHUE U YCTAaHOBJEHHE CPOKOB XpaHEHUs. DKCIEPTU3Y LIEHHOCTH JJOKYMEHTOB B 00pa3o-
BaTeJIbHON OpraHU3allK OCYIIECTBIISET IOCTOSIHHO JEMCTBYIOIIAs SKCIIEPTHAs KOMUCCHSL.

7.2.2. DkcniepTHasi KOMHMCCHSL Ha3HAYaeTCsl IPUKa30M JHUPEKTOpa IMIKOoJbl. B coctaB DkcnepTHON
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPeX COTPYAHHKOB, B TOM UHKCJE B 005S3aTE€IbHOM MOPSAIKE JUIO, OT-
BETCTBEHHOE 3a BEJIEHHE apXWBa IIKOJBI, U JUPEKTOP MYHUIIUIIATHLHOTO apXuBa (IO COTIACOBAHUIO).
CekperapeM OKCHEPTHOW KOMHCCHHM Ha3HAYaIOT CeKpeTapss o0pa3oBaTeIbHOW OpTraHM3aIluu. DKC-
NepTHas KOMUCCUS HA 3aCeIaHMsIX pacCMaTpPUBAET: HOMEHKIIATYPY A€ IIKOJbI, OMUCH A€ MOCTOSIH-
HOT'O XpaHEHHUS U 0 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BBIJEIIEMbIE K YHUUTOXKEHUIO.

7.3 Odopmiienue aen

7.3.1. Jlena mOCTOSSHHOTO XpaHEHHs MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYPOBBIMH HUTKAMHU.
JlucTel HyMEPYIOTCS B PAaBOM BEPXHEM YIUIY MPOCTHIM KapaHjaamoM. KoinuecTBo JIMCTOB B KaKI0M
Jiene He A0DKHO mpeBbimaTh 250. B KOHIE aera Ha OTAENBHOM JIMCTE COCTAaBIISETCS 3aBEPUTEIIbHAS
HaJTUCh.

7.3.2. Ha 005105kKe J1e1 TOCTOSIHHOTO XpaHEHUs TOJIKHBI ObITh MMPOCTaBJICHBI CIEAYIOLIUE PEKBU-
3UTHI: IOJTHOC HANMEHOBAHUE BBILIECTOSAIICH OpraHU3aliy, HANMEHOBaHHE 00pa30BaTEIILHON OpraHu-
3a1uu, HoMep (MHAEKC) Jiea M0 HOMEHKJIAType, 3aroJIoBOK Jejia, KOJIHMYECTBO JINCTOB, CPOK XPAHEHUs
WA OTMETKA «XPaHUTh TIOCTOSIHHOY», HOMep (OH/Ia, OMHCH, JeTa.



7.3.3. Ilo okOHYaHUH AETOTPOU3BOJICTBEHHOTO T0/1a B 0(OPMIICHHBIE 00JIOXKKH 1€ TTOCTOSTHHOTO
XpaHEHHUs BHOCATCS HEOOXOIMMBIC YTOUHEHUS: B 3aroJIOBKH [IEJ, COACPKAIIMX pPaCIOpSIIUTEeIbHbIC
JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIbI), BHOCITCS HOMEPA; €CIIH JEJIO C NMEePEMUCKON COCTOUT U3 HECKOJIb-
KHX TOMOB, B K&KJOM TOME YKa3bIBA€TCSI KOPPECIIOHIEHT, aBTOP, TEPPUTOPUS, Apyrue naHHble. B ka-
JKJOM TOME YKa3bIBaeTcs JaTa (4iciio, Mecsll, T0J) Hayajla U OKOHYaHUs JAHHOTO ToOMa. TOuYHbIe 1aThl
MPOCTABIISIOTCS HAa OOJIOXKKAX /7151 OBICTPOTO MOMCKA TJOKYMEHTOB B TIOCIIECAYIOLIEM; U3 3aBEPUTEIHHOM
HAJMKUCH HA OOJIOXKKY JIejIa BHIHOCUTCS KOJIMUECTBO JIUCTOB B JIEIIE.

7.3.4. Haanucu Ha 007105KKax /1€ MOCTOSTHHOTO M IOJITOBPEMEHHOI'0 XpaHeHHS CIIeyeT IPOU3BO-
JUTh YETKO, CBETOCTOMKMMH YEPHUTIAMH.

7.3.5. JIns ydera xonm4uecTBa JIMCTOB B Jieie U (puKcaliuu 0COOCHHOCTEH MX HyMepallud Ha OT-
JIEIIbHOM JIUCTE COCTAaBJISIETCS 3aBEPUTEIIbHAS HAIIUCK.

7.3.6. B 3aBepuTenbHON HAIUCH YKA3bIBACTCS KOJTMYECTBO JUCTOB (IMdpaMu U MPOIHUCHIO) B Jie-
Je. 3aBepuTenbHasl HaJUCh MOANNUCHIBAETCS COCTABUTENIEM C YKa3aHMEM €ro JIOJKHOCTU U JIaThl CO-
CTaBJICHHUS.

7.3.7. BHYTpEHHsISl OIUCh COCTABJISIETCS K JIeIaM MOCTOSIHHOTO W JIOJrOBpeMeHHOTro (cBbiiie 10
JIET) cpoKa XpaHeHus, cHOPMHUPOBAHHBIM 10 PA3HOBUAHOCTSIM JOKYMEHTOB, 3ar0OJIOBKH KOTOPBIX HE
PacKpbIBaIOT KOHKPETHOE CO/IEp KaHUE JOKYMEHTOB (0CO00 LIEHHBIE, JIMUHBIE JIeN1a U JIp.).

7.8. Onucanue T0KyMEHTOB MTOCTOSSHHOTO CPOKa XPaHEHUS.

7.8.1. Onucu cocTaBIAIOTCS pa3iebHO Ha Jiejia OCTOSIHHOI'O XPaHEHUs 10 OCHOBHOM J1€STEIbHO-
CTH U Ha JieNia TI0 JJUYHOMY COCTaBY.

7.8.2. Onucu coCTaBIAOTCA JEI0IPOU3BOJUTENIEM.

7.8.3. Onuch BeneTcs B €IMHOM BaJIOBOM HyMepaluu B TeUeHHUE HECKOJIBKHX JIET.

7.8.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHHSI COCTABIIACTCA aKT 00 YHHUTOXKCHUH.

7.9. ena BpeMeHHOT0 XpaHeHUs 0(OPMIISIOTCS YIIPOLIEHHO: OHU HE MOAIINBAIOTCSA, JIUCTHI B HUX
HE HyMEpPYIOTCS, YTOUHEHHE Ha 00JI0’)KKaX HE MPOU3BOJUTCS, OIMCU HA JIeJla HE COCTABIIAIOTCS, yUeT
BEJICTCSI 10 HOMEHKJIIAType JIe.

7.10. Onucanurie JOKyMEHTOB IIOCTOSIHHOI'O CPOKA XPAHEHHUSI.

7.10.1. ITo oKOHYaHUU AETONPOU3BOACTBEHHOIO T0/1a B 00pa30BaTeIbHOM OpraHu3aluu Ipou3Bo-
JUTCST OTOOpP TOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUs JUIsl BKIIOYEHHUS UX B OMUCh. ONUCh COCTOUT
13 TOJIOBBIX Pa3ZelioB, BHYTPH TOAA Jiej]a PacloJlaratoTcsl MO CTENEHU 3HAYMMOCTH C yYETOM HOMH-
HaJIbHOT'O IPUHLIMIIA (B COOTBETCTBUU C HOMEHKJIATypoi 00pa30BaTeNIbHON OpraHu3alun).

7.10.2. Onmcu cocTaBIAOTCA Pa3ieiabHO Ha J€N1a IOCTOSIHHOIO XPaHEHMsI IO OCHOBHOM JeSTENb-
HOCTH U Ha JIeJa [0 JIUYHOMY COCTaBY.

7.10.3. Onucu coCcTaBIsIIOTCS CEKPETAPEM.

8. 3aki0ounTeNbHBIC MOJIOKEHHUS

8.1. Hacrosimee IlonokeHne o MIKOJBHOM apXHBE SIBJISETCS JOKAJIbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMaercs Ha O01emM codpaHuy pabOTHUKOB LIKOJIBI U YTBEpXkK1aeTcst (160 BBOAUTCS B JieiiCTBHE)
MIPUKA30M JIMPEKTOpa OPraHM3alll1, OCYILECTBISAIONIEH 00pa30BaTENbHYIO A€ TEIbHOCTD.

8.2. Bce n3MeHeHus U OMOJIHEHUs, BHOCUMBIE B HacTosulee [lonoxenue, ohopMIIsIOTCS B TUCH-
MEHHOMH (popMe B COOTBETCTBUU ACHCTBYIOIINM 3aKOHOIaTeIbcTBOM Poccuiickoit denepannu.

8.3. ITonoxenue 06 apxuBe 0011e00pa30BaTENbHOI OpraHU3aMK IPUHUMAETCS Ha HEOTPEIeIeH-
HBI cpok. V3menenus u gononHeHus K IlonojkeHuio nmpuHUMAIOTCS B MOPSAKE, MPETyCMOTPEHHOM
n.8.1. Hacrosmero Ilonoxenus.

8.4. Ilocne npunsarus [lonoxenus (WiM U3MEHEHUN U JIONOJHEHUI OT/IENbHBIX YHKTOB U pa3jie-
JIOB) B HOBOW PeaKIMK MPEABIAYIIAs PEAAKIINSA aBTOMAaTUYECKH YTPAauUMBaET CUITY.
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