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1. O01mue moJ10KeHUs

1.1. Hacrosimee I[lonoxxenue pa3zpaboTano Ha ocHoBaHUU lIpuMepHOro monoxeHus 00 apXuBe
OpraHu3aliy, YTBEpKIEeHHOro mpukazoMm DenepanpbHOoro apxubHoro arenrcrBa Ne 42 ot 11
ampest 2018 rona, B coorBercTBuM ¢ [Iprkazom MunkynbTypbl Poccun ot 31.03.2015 Ne 526 "O6
YTBEP)KJICHUH TIPaBUJI OPraHU3allMd XpPaHEHHWs, KOMIUICEKTOBaHUS, ydeTa M HCIOJIb30BaHUS
TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit @enepanuu U Jpyrux apXUBHBIX JOKYMEHTOB B
opraHax TOCYJapCTBEHHOW BJIACTH, OpPraHaxX MECTHOTO CaMOYIpPaBIEHUS U OpraHu3arusax',
YcraBom 00111€00pa3oBaTeNIbHOM OpraHu3aluy.

1.2. lannoe Ilonmoxxenue ompenenser coctaB JokyMmMeHTOB apxuBa MOBY COIIl Ne25 umenu
I'eposs Coerckoro Coro3a Boiitenko C.E. m ycnoBus HMX XpaHEHMs, YCTAHABIMBAET 3aJayd,
Ha3HauYeHWEe © (PYHKIMHA [IKOJHHOTO AapXWBa, pErIaMeHTHPYET JACSATENbHOCTh  JIWIA,
OTBETCTBEHHOI'O 3a BEJCHUE apXMBa B IIKOJIE.

1.3. B cBoeii nesTenbHOCTH apxuB pykoBojacTByeTcs: denepanbHbiM 3akoHOM Ne 125-@3 or
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit Denepanun» ¢ u3MmeHeHUsIMU Ha 14 utons 2022
roja, HOpPMaTUBHBIMM TNpaBOBbIMM akTamMu Poccuiickoit ®enepauun, cydowbekra Poccuiickoit
Oenepanyu B chepe apXUBHOTO JIeNa U JEIONPOU3BOICTBA, JIOKATbHBIMA HOPMAaTHBHBIMHU aKTaMHU
o011eo0pa3oBaTeabHON OpraHu3aluy.

1.4. JlokyMeHTBI WIKOJII HMMEIIINE HUCTOPUYECKOe, KYyIbTypHOE, HaydHOE, COIHAlbHOE,
HSKOHOMHUYECKOE U TMOJIUTUYECKOE 3HAYEHHE, COCTABJISIIOT IOCYAapCTBEHHYIO 4acTb APXHUBHOIO
donna Poccuiickoit denepanuu, SBISIOTCS COOCTBEHHOCTHIO TOCYAApCTBA U IOIJIEkKAT
IIOCTOSITHHOMY XPaHEHUIO B TOCyAapCTBEHHBIX apxuBax Pocculickori ®enepanuu. /lo nepenaun Ha
rOCy/IapCTBEHHOE XpaHEHUE JaHHbIE NOKYMEHTHI BPEMEHHO XpaHATCA B 00IIe00pa3oBaTeIbHOM
OpraHu3aIiy.

1.5. B mkone ans XpaHeHHS TOKyMeHTOB ApxuBHoOro ¢onna Poccuiickoit ®enepanuu u
3aKOHYEHHBIX JIEJIONPOU3BOICTBOM JOKYMEHTOB MPAKTHUECKOr0 Ha3Ha4YeHMs, UX 0TOOpa, yuerTa,
WCIIOJIb30BAaHUS U MOATOTOBKH K Mepeaye Ha TOCYJapCTBEHHOE XPaHEHUE CO3/IaeTCsl apXUB.

1.6. ApxuB co3maercs Kak CaMOCTOSITENIbHOE TMOJpa3JielieHne, BO3IJIABISEMOE JIUIOM,
OTBETCTBEHHBIM 32 BEJICHUE apXMBa COIJIACHO MPHUKA3y AUPEKTOPA LIKOJBI.

1.7. llIxona obecneynBaeT apxXxuB HEOOXOIMMBIM TTOMEIIICHHEM, 00OPYIOBAHUEM M KaIpaMH.

1.8. OOmeoOpa3oBarenpHas OpraHu3anus OOECIeUMBaeT COXPAHHOCTh, Y4eT, OTOOp,
YIOPSIOYCHUE W HCIIOJIb30BaHME JOKYMEHTOB ApxuBHoro ¢(ouma Poccuiickoit ®Denepanuw,
o0Opa3yrommuxcs B ero aesatenbHocTH. O0eceunBaeT CBOCBPEMEHHYIO Tiepejady 3TUX JOKYMEHTOB
Ha TOCYJapCTBEHHOE XpaHEHHUE.



1.9. Bce paboThl, CBsI3aHHBIE C TOATOTOBKOW, TPAaHCIOPTUPOBKOW M Tiepenadell apXUBHBIX
JOKYMEHTOB, ITPOU3BOASTCS CHIIAMH U 32 CUET LIKOJIBL.

1.10. 3a yrpaty u nopuy 1oKyMmeHTOB ApxuBHOro ¢onma Poccuiickoit deneparm 10KHOCTHBIC
JIMIIA MIKOJIBI HECYT OTBETCTBEHHOCTh B COOTBETCTBHUH C JACHCTBYIOUINM 3aKOHOIATEILCTBOM.

1.11. [xonpHBI apxuB paboTaeT COrJacHO IUIaHy, YTBEPKIAEMOMY JUPEKTOPOM
00111e00pa30BaTEIbHON OpraHNU3aluy, U OTYUTHIBACTCS MEpe]l HUM B CBOEH padoTe.

1.12. KoHTpoOJIb ACSITENFHOCTH apXUBA OCYIIECTBISET TUPEKTOP HIKOJIBI.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B IKOJIbHBINM apXHMB HOCTYHAIOT:

* 3aKOHYCHHBIC [ICJIONPOU3BOJCTBOM IIKOJBI JIOKYMEHTBI TOCTOSIHHOTO XpaHCHHUS,
oOpa3oBaBIIMEeCS B JACITEILHOCTH CTPYKTYPHBIX TOJPA3ACICHUMN, JTOKYMEHTHI
BpemeHHoro (cBbime 10 JeT) cpoka XpaHEHHs, HEOOXOJUMBIE B MPAKTUYECKON
JESATEIIbHOCTH, JOKYMEHTBI 110 KaJpaM U 00y4Jaroniumcs;

* JIOKYMEHTHI IOCTOSIHHOTO XpaHEHUS H [0 JIMYHOMY COCTaBy OpraHU3aIlHii-
MIPEIIICCTBCHHUKOB,

*  JMuHbIe QOHIBI BEIYIIMX PAOOTHHUKOB IIKOJIBI OCTYIUBIINE B APXHB;

*  CciyXeOHbBIC ¥ BEJIOMCTBEHHBIC U3/IaHUS;

*  CIPaBOYHO-TIOMCKOBBIC CPEICTBAa K JOKYMEHTAaM U YYETHBIC JIOKYMEHTHl ApXHBa
OpraHH3aIliH, OCYIICCTBIIIONICH 00pa30BaTEIbHYIO ICATEITHHOCTb.

2.2. Cpoku XpaHEHUs JOKYMEHTOB B apXHMBE IIKOJIBI OIPEAENSIOTCS COIVIACHO CpOKawm,
YKa3aHHBIM B YTBEPKJICHHOW HOMEHKJIATYPE JICII.

3. 3agauu apxuBa

3.1. OCHOBHBIMHU 33/1a4aMH apXHBA SIBISIOTCS:

3.1.1. Opranumzanusi XpaHeHHUS JTOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasueioM 2
HacTosuero [lonxoxenus.

3.1.2. KomrmuiekToBaHHE apXuBa JOKYMEHTaMH, 00pa30BaBIIMMHUCS B JIEATEIBHOCTH HIKOJIBI.
3.1.3.  VYuer, o0ecnieueHHEe COXpPaHHOCTH, CO3/IaHIE HayYHO-CIIPAaBOYHOI'O anmapara.

3.1.4. Vcnonp3oBaHUs JOKYMEHTOB, HAXOISAIINXCS HA XPAHEHUH B apXUBE IIKOJIBI.

3.1.5. TloaroroBka M CBOEBpPEMEHHas IMepeaada TOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
®denepalii Ha MOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMITAJIBHBIN) apXUB.

3.1.6. Meronnueckoe pyKOBOJCTBO M KOHTPOJb 3a GOpMHUpOBAHHWEM U OPOpPMIICHUEM JeN B
JIEIIONPON3BOCTBE INKOJBl W CBOEBPEMEHHOH Tiepenadyeld WX B apXuB 00pa30BaTeIbHOU
OpraHU3aIlHH.

4. ®DyHKIMH apXUBa

B cooTBeTCTBUY C BO3JIOKEHHBIMU 3aJlauaMU apXUB OCYIIECTBISET cleAyonme GyHKINH:

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

4.2. OOecrieunBaeT COXPAHHOCTh M BEJCT YYeT JOKYMEHTOB W (DOHJOB, HAXOASAIIMXCS Ha
XpaHEHUH B apXHUBE LIKOJIBI.

4.3. [IpencraBisieT B rocy1apCTBEHHBIN (MYHUIIMTIAIBHBIN ) apXUB YUETHBIC CBEJCHHS 00 00beMe
U COCTaBe XpaHIMIMXCA B apXWBe IIKOJIBI JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
®denepanny U APYrux apXUBHBIX JOKYMEHTOB B COOTBETCTBHUH C MOPSAKOM TOCYAAPCTBEHHOIO
ydera JoKyMeHTOB ApxuBHoro gonna Poccuiickoit @enepanuu.

4.4. CucreMaTu3upyeT U pa3MellaeT AOKYMEHTHI, MOCTYMAaloIIMe Ha XpaHEHUE B UIKOJIbHBIN
apxuB, 00pa30BaBIINECS B X0JI€ OCYIIECTBICHHS I€ATEILHOCTH OpPraHU3allu, OCYIIECTBISIOMEH
00pa30BaTeNbHYIO IEITEIbHOCTD.

4.5. PazpabarbiBaeT rpaduKky MpeICTaBICHHS ONKMCEH Ha pACCMOTPEHHE IKCIEPTHO-TIPOBEPOTHON
KOMHCCHH W TIepe/ladl JOKYMEeHTOB ApxuBHOro (onma PD Ha XxpaHeHHWe B rocymapCTBEHHBIN




(MyHUITUTIAIEHBINA ) apXUB.
4.6. OCyIIeCTBIISET MOATOTOBKY U IPEJICTABIISCT:

* Ha pAacCMOTPEHHE U COTJIaCOBAHHWE OHKCIEPTHON KOMHUCCHUU WIKOJBI OIKCH JIeJ
MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (CBhIlIEe 10 JeT) CPOKOB XpaHEHHUs, B TOM YHUCIIE
[0 KaJpaM U 00y4arouuMcs, a TaKKe akThl O BBIICICHUU K YHUUTOXEHHUIO apXUBHBIX
JOKYMEHTOB, HE IMOJJICKANINX XPAHCHHWIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCIIPAaBUMBIX IMOBPEXKACHUSIX ApXUBHBIX JTOKYMEHTOB;

* Ha YTBEPXKICHUE HKCIECPTHO-MPOBEPOYHON KOMHCCHUU YIOJIHOMOYEHHOTO OpraHa
HCIIOJIHUTENIbHOM BiiacTu cyobekTa Poccuiickoii denepanuu B chepe apXHUBHOTO Jielia
(manee - OIIK apxUBHOTO YUpEKICHHUS) OIMUCH JIeJI TOCTOSHHOTO XPaHCHUS,

* nHa cornacoBanue DIIK apxuBHOro yupexuenus cyobekra Poccuiickonn ®enepanun
(MyHUIIMITAJIBHOTO ~ apXWBa), B CJIydae HaJEJEHUS €ro COOTBETCTBYIOIIUMHU
MTOJIHOMOYHSIMH, ONKUCH JIe] 110 TUYHOMY COCTaBY;

* mHa corinacoBanne DIIK apxuBHOTO yupexkaeHus cyonrekta Poccuiickonr denepanmm
(MyHULIIMTAIBHOTO ~ apXWBa), B CiIy4ae HaJENEeHUS €ro COOTBETCTBYIOIIUMU
MOJTHOMOYHMSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCHIPABUMBIX MOBPEKICHUAX
apXUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKICHHE JUPEKTOPY IIKOJBl OMUCH JAEN IOCTOSHHOTO XPAHEHWs, OIUCH
BpeMeHHbIX (cBbile 10 JieT) CPOKOB XpaHEHHUs, B TOM YHCIIe OMHUCH Jel M0 KaapaMm U
00y4aromMuMCsi, aKThl O BBIJACICHUUW K YHUYTOXKEHHUIO ApXMBHBIX JIOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHUIO, aKThl 00 yTpare ITOKYMEHTOB, aKThl O HEHUCIPABHUMBIX
MOBPEXKICHUSIX APXUBHBIX JIOKYMEHTOB, YTBepKIeHHbIe (coryacoBaHHbie) JIIK wmmum
rocyAapCcTBEeHHBIM apXuBoM cyOwbekTa Poccuiickoit ®denepanuu (MyHULUIIATbHBIM
apXWBOM) B ClTydae HaJCJICHUS €r0 COOTBETCTBYIOIIMMHU MTOTHOMOYMSIMH.

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

4.8. OpranusyeT U MPOBOJUT IKCHEPTHU3Y IIEHHOCTH JOKYMEHTOB BpeMEHHBIX (cBbImie 10 jeT)
CPOKOB XpaHEHHS, HAXOISAIIUXCS HAa XPAaHEHUU B apXHBE IIKOJBI B MEJSIX 0TOOpa TOKYMEHTOB
JUIS BKJTIOYEHHUS B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepanuu, a Takke BbISIBICHUS
JIOKYMEHTOB, HE TIOJICKAIINUX JadbHEUIIeMy XpaHEHHUIO.

4.9. YyactByeT B paboTe SKCIIEPTHON KOMUCCHH IIKOJBI.

4.10. TIpoBOAUT MEPOTPHUATHS MO OOECIIEUYEHUIO COXPAaHHOCTH JOKYMEHTOB, HaXOMSAIINXCS HA
XpaHEHUH B apXUBE IIKOJbI.

4.11. Opranuzyer UH(OPMHPOBAHHME AJMUHUCTPALMU M PaOOTHUKOB MIKOJBI O COCTaBe W
COIepKaHUU JOKYMEHTOB apXuBa OpraHU3alluM, OCYIIECTBISIONMIEH 00pa3oBaTeNbHYIO
JeSATEeTLHOCTD.

4.12. lndopmupyeT mojap30BaTeneil mo BOmpocaM MECTOHAX0KICHHS ApXUBHBIX JTOKYMEHTOB.
4.13. Opranu3yeT BbIJIaYy JOKYMEHTOB W JEJ JIUIi pa0OTHl B YYUTEIHCKON MM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VicnonHseT 3ampoChl OpPTraHMU3AIMid W 3asBJICHHS TPaXJAaH 00 YCTAaHOBJIECHWU TPYIOBOTO
CTaXka U JPYruM BOIIPOCAM COLMAJIbHO-IPABOBOTO XapaKTEPa, B YCTAHOBICHHOM MOPSIKE BBIJIAET
KOIMUU TOKYMEHTOB M apXHBHBIC CITPABKH.

4.15. BeneT y4eT UCIONb30BaHUS JOKYMEHTOB apXUBa IIKOJBI.

4.16. CoznmaeT GoH[ MOIH30BAHUS apXHBa IIKOJIBI K OPTaHU3YET €ro UCIOJIb30BaHUE.

4.17. OcymiecTBiseT BeJIEHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JOKYMEHTaM MIKOJIHHOTO
apxuBa. Co3JlaeT, MOMOJIHIET U COBEPILEHCTBYET HAyYHO-CIIPABOYHBIN ammapaTr K XpaHsImuMcs B
apXMBe JIeJlaM U JOKYMEHTaM.

4.18. VYyacTtByeT B pa3pabOTKe MAOKYMEHTOB IIKOJBI IO BOMpPOCAM apXWBHOTO Jella |
JIEJI0NIPOU3BOICTBA.

4.19. Oka3bIBaeT METOAMYECKYIO TOMOUIb:

e cnyx0e JeNonmpouM3BOACTBA IIKOJIBI B  COCTAaBICHWHW  HOMEHKJIATYphHl  Jed,
dbopmupoBaHuM U OQOPMIICHUH JEJI, KOHTPOJUPYET MPABHIBHOCTH (POPMUPOBAHUS H




o(hopMIICHHS IETT B ICIOTIPON3BOJICTBE;
* CTPYKTYpPHBIM TOJpa3felieHUsIM U paOOTHUKAM INKOJBI B TMOJArOTOBKE JOKYMEHTOB K
nepeaaye B apXuB MIKOJIBL.
4.20. YyacTByeT B MPOBEIACHUU MEPOIPHUATUN IO MOBBIIICHUIO KBAIU(UKAUK PaOOTHUKOB
apXMBa M CIIyXKObI JIETIONPOU3BOACTBA 00PAa30BaTEIbHON OPraHU3AIHH.

5. IlpaBa apxuBa

5 8bINOIHEHUS 8030HCEHHBIX 3A0aY U YHKYUL TUYO, OMBEMCMBEHHOE 3a APXUs, umeem npaso:
5.1. IlpencraBnsaTh AUPEKTOPY IIKOJBI MPEAJIOKEHHS MO COBEPIICHCTBOBAHHIO OpraHU3alldu
XPpaHCHU A, KOMIUICKTOBAHUS, YUICTA U UCIIOJIB30BAHUA APpXUBHBIX JOKYMCHTOB B ApXWBC IIKOJIBI.

5.2. KoHTponupoBaTh BBINOJIHEHHE YCTAHOBJIEHHBIX MpaBUi pabOThl C JOKYMEHTaMU B
CTPYKTYPHBIX IMOAPA3AEIECHUAX LIKOJIBL.

5.3. 3ampamuBarth OT CTPYKTYpPHBIX TMoOJpa3felieHuii u pabOTHUKOB IIKOJBI CBEACHUS,
HEOOXOUMBIC ISl paOOThI apXHBa, C YUETOM OOCCIICUCHUS BBHIMIOJTHEHHS BCEX BO3JIOKEHHBIX Ha
apxuB 3aJa4 U QYyHKIUH.

5.4. I[aBaTI) Pa3BACHCHUA W PCKOMCHIAALIMHK I10 BOIIPOCAM, BXOJAAIIHMM B KOMIICTCHIHIO apXHBa
IKOJIBI.

5.5. HudopmupoBaTh CTPYKTYPHBIC IMOAPA3JCICHHUS INKOJIbI O HEOOXOJMMOCTH Tepeaadn
JOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKJICHHBIM I'papuKom.

5.6. HpI/IHI/IMaTI) y4aCTuEC B 3aCCIaHUAX BKCHepTHOﬁ KOMHCCHH HIKOJIbI, @ TAKXXEC B OKCIICPTHO-
MPOBEPOYHOM KOMHCCHM YIOJHOMOYEHHOI'O OpraHa WCIOJHHUTEIbHONH BIACTH CyOBEKTa
Poccuiickoii @enepanun B chepe apXUBHOTO JeIia.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHUPOBAHME APXHUBA
6.1. HazHaueHHOe MPUKA30M JIUPEKTOPA LIKOJIbI JIMIIO0, OTBETCTBEHHOE 32 BEJICHHE apXMBa, HECET
IIEPCOHAJIbHYIO OTBETCTBEHHOCTH 34!

* BBIOJIHEHUE BO3JIOKEHHBIX HA apxWB 337ad M (QYHKIUH B COOTBETCTBUU C
JNENCTBYIOINM 3aKOHOAaTenbcTBOM Poccuiickoit @enepanuy;

* OpraHuzanuio paboThl apXHBa, CBOEBPEMEHHOE U KBAJTU(HUIMPOBAHHOE BBINIOJIHEHUE
MPUKA30B, PACHOPSHKEHUM, MOPYYEHHI BBIIIECTOSIIETO PYKOBOJCTBA, IEHCTBYIOLIUX
HOPMAaTHBHO-TIPABOBBIX aKTOB IO CBOEMY MPODUITIO JEeSTEIBHOCTH;

* pamnuoHaIbHOE U A(PQPEKTUBHOE HCIOIb30BAHUE MaTEepHANbHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHE TPYAOBOW M HCIIOJIHHUTEIBCKON IUCLUILIMHBI B APXUBE, BBIIOJHEHUE CBOMX
(YHKIMOHATIBHBIX 0053aHHOCTEH;

* CcOOJIOJIEeHUE TPaBHJI BHYTPEHHEIO paclopsiika, CaHUTAPHO-NPOTUBOSIHUIEMUUYECKOTO
pexuMa, MPOTHBOIIOKAPHOM 6€30MacCHOCTH U TEXHUKHU 0€30MacHOCTH;

* BEJCHUE JOKYMEHTAIlU, IPETYCMOTPEHHONW IEUCTBYIOIMMH HOPMATHBHO-IIPABOBBIMU
JNOKYMEHTaMU;

* PEIOCTaBICHUE B YCTAHOBJIEHHOM IIOPSAKE JTOCTOBEPHOM CTAaTUCTUYECKOM M HMHOHN
nH(OpMAIINH O JAESITEIbHOCTH apXHBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUAX YPE3BBIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIE 3a BEJICHHE JIeNONPOU3BOCTBA, MOATOTOBKY U MPECTABICHNUE JOKYMEHTOB
Ha XpaHEHHE B APXUB, HA3HAYAIOTCS JUPEKTOPOM IIKOJIBI.
6.3. KoHTpOJIb AesTeTbHOCTH apXUBa OCYIIECTBISET JUPEKTOP IIKOJIBI.

7. KomnekToBaHue apxuBa

7.1. TloarotoBKa MTOKYMEHTOB K MEpeaadye B apXWB IIKOJbl BKJIIOYAET KCIEPTH3Y HAYYHOW M
NPaKTUYECKON LIEHHOCTH JOKYMEHTOB, 0()OPMIIEHHUE JIe]I, COCTABICHHE OTIHCH.

7.2. DKxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. Dxcnepmusa yenHocmu OOKYMEHMO8 — ONPEAETICHUE LIEHHOCTH JOKYMEHTOB C LIEJbIO
0TOOpa UX Ha XpaHEHHE U YCTAaHOBJIEHHWE CPOKOB XPAHEHHUS. DKCIEPTU3Y HEHHOCTU JOKYMEHTOB B



00pa30BaTebHOI OpraHu3alry OCYIIECTBISET MOCTOSIHHO ACMCTBYIONIAs 3KCIIepTHAs KOMHUCCHSL.
7.2.2. Dxcnepmuas Komuccus Ha3HAYACTCS MPUKA30M JUPEKTOpa MIKOJbL. B coctaB DkcnepTHOM
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM UHCJE B 0053aT€ILHOM HOPSAKE JUIIO,
OTBETCTBEHHOE 3a BEJIEHHE apXuBa INKOJIBl, U JUPEKTOP MYHHIMIIAIBHOTO apxuBa (0
cornacoBanuto). CekperapeM OKCIEPTHOM KOMHCCUM Ha3Ha4yarOT cekpeTaps oOpa3zoBaTellbHOI
OpraHu3aiy. DKCIEPTHAs KOMUCCHS Ha 3aCeIaHUsAX pacCMaTPUBACT: HOMEHKIIATYPY JIEN LIKOJIBI,
OIKCH JeJl IIOCTOSIHHOTO XPaHEeHUS U 10 JIUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJCNIAEMbIE K
YHHUYTOKEHUIO.

7.3. Odopmiienue nen

7.3.1. [lena moCTOSIHHOTO XPaHEHUs MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpOBBIMH HHTKAMHU.
JIucTel HyMEpyIOTCS B MPaBOM BEpXHEM YIIy MPOCThIM Kapanpaamom. KonuuecTBo JHCTOB B
KaXJIOM Jiesie He JOJDKHO mpeBbimarh 250. B koHIe nena Ha OTAENBHOM JIMCTE COCTAaBIISETCS
3aBepUTENIbHAS HAIKCh.

7.3.2. Ha 00moxke el TOCTOSHHOTO XPAaHEHWs JOJDKHBI OBITh IPOCTABJICHBI CIICIYIOIIHNE
PEKBU3UTHI:  [OJIHOE  HAMMEHOBAHWE  BBIINIECTOSIIEW  OpraHu3allid,  HAaUMEHOBAaHHE
00pa3oBaTenbHON OpraHu3aluy, HoMep (WMHIEKC) Jeia 10 HOMEHKJAType, 3arojioBOK Jela,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPAaHUTh MOCTOSIHHO», HOMep (OHJIa, OIHUCH,
Jena.

7.3.3. [1o okOHYaHUH AETOMPOU3BOJACTBEHHOTO roJia B 0(OpMIIEHHBIE 00JI0XKKH €]l TOCTOSHHOTO
XpaHEHHs  BHOCSTCA  HEOOXOAMMBIE  YTOYHEHHUS: B  3aroJIOBKM  JIeNl,  COZEpIKaIlIuX
pacrnopsiiuTeNbHble JOKYMEHTHI (IIPUKa3bl, MPOTOKOJIBI), BHOCSTCS HOMEpa; €clu JeJIo C
NEPENUCKON COCTOUT M3 HECKOJIIBKHX TOMOB, B K&K/IOM TOME YKa3bIBA€TCSI KOPPECTIOHACHT, aBTOD,
TEeppUTOpHs, APyrue AaHHbIE. B KaxaoM ToMe yKa3blBaeTcs Aara (4Mcio, Mecsll, ToJ) Havajia u
OKOHYaHHUs JaHHOTO ToMma. TOYHBIE JAaThl MPOCTABISIOTCS HA OOJOXKKaxX Ui OBICTPOTO ITOMCKA
JOKYMEHTOB B IMOCIEAYIONIEM; M3 3aBEPUTEIbHONW HAAMUCH HAa OOJOXKKY Jena BBIHOCUTCS
KOJIMYECTBO JICTOB B JIEJIE.

7.3.4. Haanmucu Ha o0OMOXKKax [ed TOCTOSHHOTO U JOJNTOBPEMEHHOTO XpaHEHUs Cleayer
MPOU3BOJIUTH YETKO, CBETOCTOMKIMH YEPHIIIAMH.

7.3.5. JIns ydera xomuuyecTBa JMCTOB B Jene W (UKCAlUU OCOOEHHOCTEM WX HyMmepaluu Ha
OTJENIEHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAITUCh.

7.3.6. B 3aBepUTENnbHON HAAMUCH YKa3bIBAETCS KOJWYECTBO JHCTOB (LH(paMu U MPOMKCHIO) B
nene. 3aBepuTeNbHAsS HAANWCH MOJIMCHIBACTCS COCTABUTENEM C yKa3aHHEM €ro JOJDKHOCTH U
JaThl COCTABIICHUSI.

7.3.7. BHyTpeHHSSI ONMHCh COCTABISIETCS K JIeJlaM TIOCTOSIHHOTO M JIOJNTOBpeMEHHOro (cBbimie 10
JIET) CpOKa XpaHeHUs, CPOPMHUPOBAHHBIM IO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE pacKphIBaIOT KOHKPETHOE CO/IepKaHUE JOKYMEHTOB (0Cc000 LIEHHbIE, TUYHBIE JIeN1a U Jp.).

7.4. Onucanue JOKYMEHTOB MTOCTOSHHOTO CPOKA XPAHECHHUSI.

7.4.1. Onucu COCTaBISIOTCS pa3feibHO Ha JieJla TOCTOSSHHOIO XpAaHEHUS MO0 OCHOBHOU
NESTENILHOCTH U Ha JieTia 10 JIMYHOMY COCTaBYy.

7.4.2. OnrcH COCTaBISIOTCA JETOTMPOU3BOIUTEIIEM.

7.4.3. Onuch BefieTcs B €IMHON BAIOBOM HyMEpAaIlMU B T€UEHUE HECKOJIBKUX JIET.

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

7.4.5. Ilo OKOHYaHUU JIE€TONPOU3BOJICTBEHHOTO IoJla B IIKOJIE MPOU3BOAUTCS OTOOP JOKYMEHTOB
MIOCTOSTHHOTO CPOKa XpaHEHUS JIJIsl BKITFOUEHHSI UX B OMHCh. OMHCh COCTOUT M3 TOJIOBBIX Pa3JIeNoB,
BHYTPH TOJa JIejla paclojaralTcs Mo CTeNEeHU 3HAYMMOCTH C Y4EeTOM HOMHMHAIBHOTO MPUHIIUIA
(B COOTBETCTBHH C HOMEHKJIATYPOi 0011e00pa3oBaTeIbHON OpraHu3alii).

7.4.6. Onmucu COCTaBJISIIOTCSL Ppa3/ieIbHO Ha Jejla IOCTOSHHOIO XpaHEHHsS I10 OCHOBHOM
NEeSTEIbHOCTH U Ha JIeJia 10 JIMYHOMY COCTaBYy.

7.4.77. Onucu coCTaBJISIOTCS CEKPETAPEM.

7.5. [lena BpeMeHHOT0 XpaHeHUs 0(OPMIISIOTCS YIPOIIEHHO: OHU HE MOIIUBAIOTCS, TUCTHI B HUX
HE HYMEpYIOTCsI, YTOUHEHHE Ha OOJOKKAaX HE MPOU3BOJUTCS, ONMKCH Ha JIelia HE COCTABJISIOTCS,
yueT BeAeTcs [0 HOMEHKJIAType Jel.




8. Yci10BUSl XpaHeHHs IOKYMEHTOB apXuBa
8.1. JIoKyMEHTBI apX1Ba XpaHATCS B ApXUBOXPAHWINIIE HIKOJIBI.
8.2. He nomyckaercst pa3MeIIeHne apXyuBa B MOABAIBHBIX U Y€PIaYHBIX TOMEIIEHUSIX [IKOJIBL.
8.3. ApXMBOXpaHMJIMILE JOKHO OBITh yJaJIEHO OT Ja0OpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIICHUH ¥ He MUMETh OOIIMX C HUMU BEHTHILIMOHHBIX KaHAJIOB. APXHUBOXPAHWIUIIE OTACISACTCS
OT COCEJHMX IMOMEIIEHUI HECrOpaeMbIMU CTEHAMU U MEPEKPBITUSMH C MpEeIaMu OTHECTOMKOCTH
HE MeHee JBYX 4acoB. B apxXxuBOXpaHWIMIIE HE JOMYCKAaeTCs MPOKJIaaka TpyO BOJOCHAOXKEHHS U
KaHaJIN3aLUH, TEXHOJIOTUYECKUE WU ObITOBBIE BBIBOJIbI BOJIBI.
8.4. ApXMBOXpaHMJHILE JODKHO HWMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO BEHTHIIALUIO,
00eCreyrBaoIyI0 PELUPKYIIALUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIEPATYPHO-BIAXKHOCTHOI'O PEKUMA.
8.5. Bce mocrymatonipe B apxXuB 00pa30BaTENbHOW OpTraHU3alMH JOKYMEHTBHI pPa3MENIaloTCs B
apXMBOXPAaHWIMINAX Ha CTALMOHAPHBIX W/WIM TEPEABMKHBIX METAIMUECKUX CTelulaxax, B
METAJUIMYECKHX IKadax Wik KOHTeHHEepax.
8.6. Ctemnaxu AOJKHBI ObITh YCTAHOBJICHBI MEPIIEHAMKYIISIPHO CTEHAM C OKOHHBIMU IIpOEMaMH, a B
MOMEIICHNU 03 OKOH - C YY4eTOM OCOOEHHOCTEH momermieHus u odopynoBaHusi. He momyckaercs
pasMelleHHe CTeJulaXel BIUIOTHYIO K Hapy>KHbIM CT€HaM 31aHUs U K UCTOYHMKAM TeIlIa.
8.7. PaccraHoBka cTe/utaxel W mkadoOB OCYIIECTBISIETCS B COOTBETCTBHM CO CIEAYIOIIUMHU
TpeOOBaHUSIMU:

* paccTosiHuE MEXIY psAaMH cTesuiaxei (ry1aBHbI npoxoxa) — He MeHee 120 cm;

* paccTosiHuE (IIPOXOM) MEXKAY CTeIIa)KaMu — He MeHee 75 cM;

* paccTOsiHUE MEXIYy Hapy>KHOM CTEHOM 3[1aHUs U CTEJUIaKaMH, NapajuleIbHBIMU CTEHE — HE

MeHee 75 cMm;
* paccTOosiHUuE MEX]y CTEHOM U TOPLIOM cTesiaxa Uiy 1mkada (00xon) — He MeHee 45 cM;
*  paccTOsHUE MEXAy IOJIOM M HWXKHEW NoJjkoi creiuaxa (mkada) — He meHee 15 cwm, B
IIOKOJIBHBIX dTaxkax — He MeHee 30 cMm.
8.8. IlpoTuBOomoXapHbli peXUM B 3JaHMIX, T[J€ pa3MellaeTcs apxuB IIKOJbl, H B
apXMBOXpAHWINIIAX YCTaHABIUBAETCA B COOTBETCTBUU ¢ [IpaBuiamMu mpoTHUBOMOXKAPHOTO PEKHUMA B
Poccuiickoii @eneparuu ot 16 centadps 2020 rona Nel479.
8.9. ApxuBHBIE TOKYMEHTEHI CJIeIyeT XPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIeHiCTBUS CBeTa 00eCIeunBaeTCsl XpaHEHUEM JIOKYMEHTOB B KOpOOKax,
nankax M neperierax, B mkagax Wik Ha CTeJIaXax 3aKpbITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOI'O OCBELICHHS B KHUTOXPaHUJIMIAX JODKEH COCTaBiIATh He MeHee 100
JIOKC.
8.12. B apXMBOXpaHWIHIIE JUISI XPAaHEHUsI JJOKYMEHTOB YCTaHABJIUBAIOTCS CIEAYIOIINE MapaMeTphbl
TEMIEPATYPHO-BJIAXKHOCTHOTO peXUMa:
* JUIs XpaHEeHHUs JOKYMEHTOB Ha OyMa)kHOM HocuTese — temneparypa 17-19°C, otHocuTensHas
BJIAXKHOCTH Bo3ayxa — 50-55%.

8.13. IlomemieHus: apxuBa MIKOJBI JOJKHBI COAEPKATHCS B YUCTOTE, B YCIOBHUSAX, MCKITIOYAIOIINX
BO3MOXKHOCTbH MOSIBJICHUS IJIECEHU, HACEKOMBIX, ITBUTH.

9. 3ak/JII04YnTEIbHBIE MOJIOKEHUS

9.1. Hacrosimee IlonoxkeHne SBISETCS JIOKAIbHBIM HOPMATHBHBIM AaKTOM, NPHUHHUMAeTCs Ha
O6mmemM coOpaHuy pabOTHUKOB HIKOJIBI U yTBepxkAaeTcsa (00 BBOJIUTCS B ACHCTBHE) MPUKA30M
JUPEKTOpaA IIKOJIBI.

9.2. Bce u3MmeHeHHsT W JOTOJHEHHUS, BHOCUMBIE B Hactosiiee [lomoxenue, ohopmistoTcs B
NUCbMEHHOW (opME B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM  Poccuiickoit
®denepanuu.

9.3. INonoxenue o0 apxWBe ILIKOJIbI MPUHUMAETCS HAa HEONPEAEICHHBI CpoK. V3MeHeHus u
nononHeHus K [lonokeHuio MPUHMMAIOTCS B MOpSANKe, IpeaycMoTpeHHoM 11.9.1. HacTosiero
ITonoxeHus.

9.4. Tlocne npunstus [lomokeHus (MJIW W3MEHEHWH W JOMOJHEHWUW OTIEIBHBIX ITYHKTOB H



pa3ziesioB) B HOBOM pefaKuy Mpeabplayas peJakiiis aBTOMaTUUeCKH yTpauuBaeT CUILY.



		2023-03-06T18:40:19+0300
	МУНИЦИПАЛЬНОЕ ОБЩЕОБРАЗОВАТЕЛЬНОЕ БЮДЖЕТНОЕ УЧРЕЖДЕНИЕ СРЕДНЯЯ ОБЩЕОБРАЗОВАТЕЛЬНАЯ ШКОЛА № 25 ГОРОДА СОЧИ ИМЕНИ ГЕРОЯ СОВЕТСКОГО СОЮЗА ВОЙТЕНКО С.Е.




