ITPUHSITO: YTBEPXKIEHO:

Ha O61meM cobpannu paGoOTHHKOB IIKOJIBI JupexTop @
MOY ®abpuuno-Beicenkosekas CIII MOY d)a6pnqﬂo-BblcenKquxaa CILI
(HaumeHoBanme 061e06pa3oBaTenbHOMN OpraHH3alnu) (HanmeHOBanue 0611e06PA30BATENBHOM opranu3aumm)

[IpoTokon Ne_3 ot 24.12.2020r. ,%u«gz /Anudanosa H.H./

NOANHCH pacmmdpoBKa noanucH

[Ipencenarens ~ / Mansikuna .M./ IMpuka3s Ne_1-p o7+ 11.01.2021r.

[os10:xeHne 06 apxuBe
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1. O6mue mosoxkenus

1.1. Hacrosiee ITonoxenune 06 apXMBe pa3paboTaHo Ha OCHOBaHHH [IpUMEPHOro MonoKeHNHs 06
apXHBE OPraHH3aliY, YTBEPKICHHOTO NMpHKa3oM PelepaTbHOro apXMBHOrO arentcrsa Ne 42 ot
11 anpens 2018 roxa, B cooTBeTCTBHY ¢ Koncturyumeit Poccuiickoi Denepanun, OeepanbHbIM
3akoHOM No 273-@3 or 29.12.2012 roma «O6 obpasoBanuu B Poccuiickoil Qenepauuny ¢
H3MCHCHMAMH Ha 8 nexabps 2020 roma, YcraBom OpPraHU3aluy, OCYIIECTBISIOIEH
00pa3oBaTeNbHyIO AeSTeTbHOCTS.

1.2, Jlannoe Tlonoxenue ONPEACIACT COCTaB JIOKYMEHTOB apXHBAa 006pa3oBaTE/IbHOIL
OPFaHM3AUMHK, YCTAHABIMBACT 3a/@4d, HA3HAYECHHE M (YHKUMH WIKOJIBHOTO apxuBa,
PCTIAMEHTHPYET JEATEeNIBHOCTh JIMIA, OTBETCTBEHHOTO 3a BeJeHHE apXMBa B OpraHH3allu,
OCYIIECTBJIAIOLIEH 00pa3oBaTebHYIO AESTENBHOCTD.

1.3. B cBoeii nesrensHOCTH apXHB pyKoBoACTByeTCs DenepanbHbIM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM fene B PoccHiickoii Denepanuu» ¢ U3MEHEHHSIMH Ha 8 nexabps 2020
[0Z1a, 3aKOHaMH, HOPMATHBHBIMH [PABOBBIMH aKTaMH PocCHICKOI Qenepaunu, cybbekra
Poccniickoit  ®enepaumn B cdepe ApXHBHOTO Jiela M JeJIONPOM3BOJACTBA, IPABHIAMH
OPraHM3alny XpaHeHHs, KOMIIIEKTOBAHHS, yYeTa W HCIOIb30BAHHS IOKYMEHTOB ApPXHBHOIO
tonna Poccniickoit Genepauuu u apyrux ApXHBHBIX JIOKYMEHTOB B IOCY/1apCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIpaBIE€HHS W OPraHM3alMsX, JOKAIbHBIMH HOPMATHBHBIMH aKTaMH
0011e06pa3oBaTeIbHOM OpraHu3aIuH.

1.4. lokyMeHTBI OpraHmsarmm, OCYIIECTBAIOEH 00pa3oBaTeNbHyIO0 AeSTeTbHOCTD, UMEIONIHE
HCTOpHYECKOe, KyJIbTYPHOE, Hay4YHOE, COLHAIBHOE, S3KOHOMHYECKOE H TOIHTHYECKOE 3HauYCHHUe,
COCTABJIAIOT rOCYNApCTBEHHYIO 4acTh ApPXHBHOrO (omma Poccuiickoii Denepannu, ABIAIOTCS
COOCTBEHHOCTBIO TOCYAapcTBA M TMOJJIEHKAT NIOCTOSSHHOMY  XPaHEHHIO B TOCYIapCTBEHHBIX
apxusax Poccuiickoit ®enepaunn. Jlo nepemaun ma FOCYNApCTBEHHOE XpaHEHHE JaHHBIE
AOKYMEHTBI BPEMCHHO XPAHSTCs B 0011€06pa3oBaTe bHOIM OpraHH3alHy.

1.5. B mkone mis xpanenus AOKYMEHTOB ApxuBHOrO ¢GoHaa Poccuiickoit Qenepauun u
3AKOHYCHHBIX JIE/IONPOU3BOACTBOM J10KYMEHTOB IPAKTHYECKOTO HA3HAYEHHS, HX ot6opa, yyera,
HCTO/Ib3OBAHMA 1 IIOATOTOBKH K II€peiaye Ha roCy1apcTBEHHOE XPAHEHHE CO31aeTes apXHuB.

1.6. ApxHB co3maeTcs Kak CaMOCTOSATEIBHOE [I0ZIpa3ie/ieHne, BO3IJIABISEMOE  JTHILIOM,
OTBETCTBEHHBIM 32 BE/ICHHE apXHBA COTMIACHO NPHKA3y IUPEKTOPA LIKOJIBI.

1.7. Opranusauus, ocymecTsisromas 00pa3oBaTeNbHyIO JeSTeNBHOCTD, 00eCIeYHBaeT apXuB



HEO0XOAMMBIM TIOMEIIEHUEM, 000PYJOBAHUEM U KaJpaMH.

1.8. OOmeoOpa3zoBarenbHas oOpraHu3anus o0OecleuynBaeT COXPaHHOCTh, Yyd4eT, OTOop,
YIOPAIOYCHHE W UCIOJIb30BaHUE JOKyMEHTOB ApxuBHOro (onma Poccuiickoit dexpepanuu,
oOpa3zyromuxcs B ero gestelbHOCTH. O0ecnedrnBaeT CBOEBPEMEHHYIO Niepeiady ATHX JOKYMEHTOB
Ha rOCYJJapCTBEHHOE XpaHEHHUE.

1.9. Bce paGotbl, CBSi3aHHBIE C MOJATOTOBKOM, TPaHCHOPTUPOBKOW U Iepenayeil apXUBHBIX
JIOKYMEHTOB, IIPOU3BOJIATCS CHJIAMHU U 3@ CUET LIKOJIBI.

1.10. 3a yrpaty u nopuy nokymMmeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparnun 10KHOCTHBIE
JUIa OpraHu3aliy, OCYILIECTBISAIONIEH 00pa30BaTENbHYIO AEITEIbHOCTb, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUU C JICHCTBYIOIINM 3aKOHOAATEIbCTBOM.

1.11. [lIxonepHBIA apxuB paboOTaeT COrJacHO IUIAHy, YTBEPKIAEMOMY JHUPEKTOPOM
o011eo0pa3oBaTeabHOM OpraHU3alii, U OTYUTHIBAETCS IIEpe]] HUM B CBOEH padore.

1.12. KoHTpoh ACSITETLHOCTU apXHUBA OCYIICCTBISET JUPEKTOP OPTaHHU3AINH, OCYIIECTBIISIFOIICH
00pa3oBaTeNbHYIO 1€ATEeIbHOCTb.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B mIKOJIBHBIA apXUB IIOCTYHAIOT:

* 3aKOHYCHHBIC  JICJIOMPOU3BOJCTBOM  IIKOJBI  JOKYMEHTBI ~ IOCTOSIHHOTO  XpaHCHUS,
o0pa3oBaBIIKECS B JEATEIHHOCTH CTPYKTYPHBIX TOJpa3iciieHUul, TOKYMEHTHl BPEMEHHOTO
(cBbIme 10 JyieT) cpoka XpaHeHHsI, HECOOXOIUMbIC B IPAKTUYCCKON JIESITEILHOCTH, TOKYMEHTBI
0 KaJpaMm 1 00y4aromumcs;

* JIOKYMEHTHI  IIOCTOSSHHOTO  XpPaHGHUsT W 1O JIMYHOMY COCTaBy  OpraHH3allHii-
MPEIIIICCTBCHHUKOB;

* JuyHble (DOHABI BeAYIIMX PaOOTHUKOB OPTraHU3allMH, OCYIICCTBISIONIEH 00pa30BaTEbHYIO
JeSITEIIbHOCTb, MIOCTYITUBIITNE B APXHB,

* CIyXeOHbIC U BEIOMCTBCHHbBIC U3/IaHHS,

* CIPaBOYHO-TIOMCKOBBIE CpEJCTBAa K JIOKYMEHTAM U YYeTHBIE JOKYMEHTHI ApXuBa
OpTraHHU3aINH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

3. 3agauyu apxuBa

3.1. OCHOBHBIMH 33JIa9aMH APXHBA SIBJISTFOTCSL:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasieaoMm 2
Hacrosero [lonoxenus.

3.1.2. KommiekTtoBaHHE apxXxuBa JIOKyMEHTaMH, OOpa3OBaBIIMMHCS B  JI€ATEIbHOCTH
OpraHM3aIy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

3.1.3. Vuer, obecrieueHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOTO anmnapara.

3.1.4. Hcnonp30BaHUsS JOKYMEHTOB, HAXOSAIINXCS HA XPAHEHUU B apPXUBE IIKOJIBL.

3.1.5. TloaroroBka M CBOEBpEMEHHas mepefada TOKyMEHTOB ApxuBHoro (onma Poccuiickoit
®denepalliii Ha MOCTOSHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMITATIBLHBIN) apXUB.

3.1.6. Meronuueckoe PyKOBOJCTBO M KOHTPOJH 3a (GOpMHUpPOBAHHMEM U OPOpMIICHUEM JeN B
JIEIONIPOM3BOJICTBE IIKOJIBI M CBOEBPEMEHHOH Ilepefadeld WX B apXWB 00pa30BaTEIIbHOM
OpraHU3aIlHH.

4. ®yHKIMH apXUBa

B cooTBeTCTBUM € BO3JI0KEHHBIMU 331a49aMH apXUB OCYIIECTBISIET CIEAYIONTNE QYHKITHH:

4.1 Opra#u3yer mpueM JITOKYMEHTOB MOCTOSHHOTO U BpeMEHHBIX (cBbimie 10 JeT) cpokoB
XpaHEHUs!, B TOM YHCJIE TI0 KaJpaM U 00ydJaromumcs, 00pa30BaBIINXCS B ICATEITHHOCTH HIKOJIBI,
B COOTBETCTBUU C YTBEPKIACHHBIM IPaPUKOM.

4.2 (OOecneynBaeT COXPaHHOCTh M BEIET y4YeT JOKYMEHTOB M (DOHIOB, HAXOIAIIMUXCA Ha
XpaHEHUH B apXHBe 00111e00pa30BaTEIbHON OpraHU3aIiy.

4.3 TlpencraBiaser B TOCYJApCTBEHHBIM (MYHUIIMNATBHBIN) apXuB YYETHBIE CBEJACHUS 00
o0beMe M COCTaBe XPAHALIUXCA B apXUBE HIKOJBI JOKYMEHTOB ApxuBHOro (oHna Poccuiickoit




®denepanvd U APYrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUM C MOPSAKOM TOCYAapCTBEHHOIO
ydeTa JoKyMeHTOB ApxuBHoro (onna Poccuiickoit denepanmm.

4.4 CucremaTu3upyeT M pa3MellaeT JOKYMEHTBI, MOCTYIAOIIMEe Ha XPAHEHUE B IIKOJIbHBIN
apXuB, 00pa30BaBIINECS B XOJ€ OCYILIECTBICHUS ACSITEIIbHOCTH OPraHU3alMH, OCYIIECTBISIONIEH
00pa3oBaTesbHYIO JeATeIbHOCTD.

4.5 Pa3pabarbiBaeT TrpaQuKd OPEACTaBICHUS ONHMCEH HA PACCMOTPEHHE HKCIEPTHO-
POBEPOYHONW KOMHCCHM M TIepelayd JIOKyMeHTOB ApxuBHoro ¢onma P® Ha xpaHneHnue B
rocyAapCTBEHHBIN (MyHUIIUMTIATIbHBIN) apXUB.

4.6 OcyIiecTBaAsSET MOATOTOBKY U MPEJICTABIISET:

* Ha pAacCMOTPEHHME U COTJIaCOBAHHWE OJKCIEPTHON KOMHUCCHUU WIKOJBI OIKMCH JIeJ
MOCTOSIHHOTO XpaHEHUs, BpeMEeHHbIX (CBhIIIe 10 JeT) CPOKOB XpaHEHHUs, B TOM YHUCIE
0 KaJpaM U 00yJarouIuMmcsl, a TaK)Ke akThl O BBIICICHUU K YHUUTOXEHHUIO apXHUBHBIX
JOKYMEHTOB, HE€ TOJUIeKAIIUX XPaHEHHIO, aKThl 00 yTpaTe MOKYMEHTOB, aKTBl O
HEUCIIPABUMBIX MOBPEXKACHUSIX ApXUBHBIX JTOKYMEHTOB;

* Ha YTBEPXKJIECHHME DSKCIEPTHO-IIPOBEPOYHOM KOMHCCHUHU YIOJIHOMOYEHHOI'O OpraHa
HCIIOJHUTENILHOM BJIacTH cyObekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxXUBHOTO YUPEKICHHUS) OIMUCH JIe]T TOCTOSTHHOTO XPaHCHUS,

* Ha cornacoBanue JIIK apxuBHoro yupexnaenus cyobekta Poccuiickoit deneparu
(MyHUIMOQJIBHOIO  apXHWBa), B CiIy4yae HaJEeJEeHUs €ro COOTBETCTBYIOIIMMU
MTOJITHOMOYHSIMH, ONUCH JIe] 110 TUYHOMY COCTaBY;

* Ha corinacoBanne DIIK apxuBHOTO yupexaeHus cyonrekta Poccuiickonr denepanmm
(MyHULIIMIAIBHOTO ~ apXWBa), B CiIy4ae HaJENEeHUS €ro COOTBETCTBYIOIIUMU
MTOJITHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHUCIIPABUMBIX TOBPEKICHUIX
apXUBHBIX JIOKYMEHTOB;

* Ha YTBEpXKJEHUE [HUPEKTOPY IIKOJbl OMUCU JI€J IOCTOSHHOTO XpaHEHWs, OMUCHU
BpeMeHHBIX (cBbime 10 JeT) CPOKOB XpaHEHHUs, B TOM YHCIIe OMHUCH JeN MO KaapaMm U
00yYaromuMCsi, aKThl O BBIACICHUUW K YHHUYTOKECHHUIO apXUBHBIX JTOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHHI0, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEHCIPABUMBIX
MOBPEXKICHUSIX apXUBHBIX JIOKYMEHTOB, YTBepKJIeHHbIe (corsiacoBaHHbie) DIIK wmmum
roCyAapCcTBEHHBIM apXuBoM cyOwbekTa Poccuiickoit ®denepanuu (MyHULUIIATbHBIM
apXMBOM) B CJIy4yae HaJEJICHHS €r0 COOTBETCTBYIOIIMMH OJTHOMOUYHUSIMH.

4.7 OpranuszyeT mnepenayy JAOKyMeHTOB ApxuBHOoro ¢(ouga Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYAapPCTBEHHBIN (MYHUITUTIATBHBIN) apXHB.

4.8 Opra"u3yer U NPOBOJUT HKCIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBhimie 10 mer)
CPOKOB XpaHEHHS, HAXOAIIUXCA HA XpAaHEHWU B apXUBE IIKOJBI B LEJIAX O0TOOpa JOKYMEHTOB
JUIs BKJTIOYEHHUS B cocTaB ApxuBHoro ¢onma Poccuiickoit denepanuu, a Takke BBISIBICHUS
JOKYMEHTOB, HE MOJUIeKAIIUX JTaJbHEHIIIeMy XpaHEHHUIO.

4.9 VYyactByer B paboTe OKCHEPTHOM KOMHCCHM OpTaHU3AlUU, OCYIIECTBISIOMIEH
00pa3oBaTeNbHYIO NeATeITbHOCTD.

4.10 TIpoBoauT MepompuATHS MO O0OECIEUCHUIO COXPAHHOCTU JOKYMEHTOB, HAXOJSIIUXCS Ha
XpaHEHUH B apXUBE OPTraHU3aLMH, OCYIIECTBISIONIEH 00pa30BaTENIbHYIO AESITENbHOCTD.

4.11 Opranm3yer uH(DOPMHUPOBAHHE AIMUHUCTPAMK W PaOOTHUKOB IIKOJIBI O COCTaBE U
COJIepaHUU JOKYMEHTOB apXuBa OpraHM3alluM, OCYIIECTBIsIOLIEH 00pa3oBaTelbHYIO
JIeATEIbHOCTD.

4.12 NuopMupyeT moIb30BaTeNICH 110 BOIIPOCAM MECTOHAXOXKCHUS apXUBHBIX JJOKYMEHTOB.
4.13 Opranu3yer BbIauy JOKYMEHTOB W €N A pabOThl B YUUTEIbCKOW WIM BO BPEMEHHOE
M0JIb30BaHUE.

4.14 VicrionmHsieT 3ampochl OpraHW3alMid W 3asBJICHUS TPaXJaH 00 YCTaHOBIIEHHH TPYAOBOTO
CTa)ka U IpyrMM BOMPOCAM COLIMAIbHO-TIPABOBOIO XapaKTepa, B YCTAHOBIECHHOM IMOPSIIKE BbIIAET
KOIUU JOKYMEHTOB U apXHBHbBIE CITPaBKH.

4.15 Bepmer y4eT UCIOIB30BAaHUS IOKYMEHTOB apXHBa 00pa30BaTeIbHOW OpraHu3aIiu.

4.16 Co3pmaet (hoH MMOJIB30BAHUS APXUBA IIKOJBI U OPTaHU3YET €ro UCIOIb30BAHUE.




4.17 OcymiecTBisleT BEIEHUE CIPAaBOYHO-TIOMCKOBBIX CPEJICTB K JOKYMEHTaM IIKOJIbHOTO
apxuBa. Co3l1aeT, MOMOJIHIET U COBEPILIEHCTBYET HAYYHO-CIIPABOYHBIN anmapaTr K XpaHsImuMcs B
apxuBe JeNlaM U JJOKYMEHTaM.

4.18 VuacTtByeT B pa3paboTKe JOKYMEHTOB OpraHU3aIlMH, OCYIIECTBISIONICH 00pa3oBaTeIbHYIO
JeSITeILHOCTD, IO BOITPOCAM apXUBHOTO JIeJ1a U ACTONPOU3BO/ICTBA.

4.19 Oxka3bIBaeT METOANYECKYIO MOMOMIb:

* ciuyx0e JelIomnpoM3BOJCTBA IIKOJBI B  COCTABICHWH HOMEHKJIATYPHI eI,
dbopmupoBaHUd U ODOPMIICHHH JeJl, KOHTPOJIUPYET MPaBUIBLHOCTh (POPMHUPOBAHUS U
oopmieHus Aen B 1EIONPOU3BOJICTBE;

* CTPYKTYpPHBIM MOJpa3JeleHUsIM U pPabOTHUKAM HIKOJbI B MOJArOTOBKE IJOKYMEHTOB K
neperavye B apXyuB OpraHU3alyi, OCYIIECTBISIONEH 00pa30BaTeIbHYIO IEATEIbHOCTb.

4,20 YdacTtByeT B NPOBEACHUU MEPONPHUATHH I10 TIOBBIICHUIO KBaTU(PHUKAIMA PaOOTHUKOB
apxuBa U CIIY>KOBI IeITONPOU3BOJICTBA 00pA30BATEIBHOIN OpraHU3aluy.

5. IlpaBa apxuBa

s 8blnonHeHUs 803104CEHHbIX 3A0ay U PYHKYUL TUYO, OMBEMCMBEHHOE 3a apXus, umeem npaso:
5.1. IlpencraBnarh IUPEKTOPY  OpraHU3alWU, OCYIICCTBISIONICH  00pa3oBaTEIbHYIO
JEATEIIBHOCTh,  IPEMJIOKEHUS [0  COBEPLICHCTBOBAHMUIO  OpraHM3alMu  XpaHEHMH,
KOMILJIEKTOBAHHUSI, YU€Ta U UCIOIb30BAaHUS APXUBHBIX JJOKYMEHTOB B apXMBE ILIKOJIBI.

5.2. KoHTponupoBaTh BBIOJIHEHHE YCTAHOBJIEHHBIX HpaBWiI paboOThl € JOKYMEHTaMU B
CTPYKTYpHBIX  MOJpa3JEJICHUsAX  OpraHM3allM,  OCYLIECTBISAOIEH  00pa3oBaTeNIbHYIO
JEATEIBHOCTD.

5.3. 3BampamuBaTh OT CTPYKTYPHBIX TOJpa3AcieHUH U PAOOTHUKOB IIKOJBI CBEICHUS,
HEo0X0uMBbIe AJIs1 pabOThl apXUBa, C YYETOM OOECIIEUEeHHUs BBINOJHEHHS BCEX BO3JIOKEHHBIX Ha
apxuB 3aJa4 U QyHKIUH.

5.4. laBaTh pa3bsCHEHMS M PEKOMEHJAIMK IO BOMPOCAM, BXOJAIIMM B KOMIIETCHIIMIO apXUBa
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. MuHdopmupoBaTh CTPYKTYypHbIE MOApA3JENECHUsS WIKOJIbI O HEOOXOIMMOCTH Nepenadu
JIOKYMEHTOB B apXUB B COOTBETCTBHUHM C YTBEPKJIEHHBIM I'papuKoMm.

5.6. IlpuHuMaTh yuyacTHE B 3acelaHUSAX OSKCIEPTHOW KOMHCCHUHU 00I1e00pa3oBaTEIbHOMN
OpraHM3alMM, a TaKKe B OKCIHEPTHO-IPOBEPOYHOM KOMHCCHM YIOJIHOMOYEHHOTO OpraHa
UCIIOJTHUTENbHOM BiacTH cyOobekTa Poccuiickoit @enepannu B chepe apxMBHOIO Jera.

6. OTBETCTBEHHOCTD 32 (PYHKIIHOHHPOBAHHE APXUBA
6.1. Ha3znaueHHOE MPHUKA30M TUPEKTOPA IIKOJIBI IO, OTBETCTBEHHOE 32 BEIACHUE apXHBa, HECET
NEPCOHAIbHYIO OTBETCTBEHHOCTD 34!

e BBHINOJHEHHUE BO3JIOKEHHBIX HA apXUB 33/1a4 U (YHKIIMA B COOTBETCTBUU C JCHCTBYIOIIUM
3aKoHOJaTenbCcTBOM Poccuiickont denepannuy;

e opranHuzanuio paboOThl apXWBa, CBOEBPEMEHHOE M KBAIM(UIIMPOBAHHOE BBITIOTHEHUE
MPUKA30B, PACHOPSIKEHUM, MOPYYEHHI BBIIIECTOSIIET0 PYKOBOACTBA, JACHCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX aKTOB I10 CBOEMY MPOPIITIO 1€ATEIbHOCTH;

e parnuoHanbHOE U YPPEKTUBHOE UCTIOIH30BAHIE MATEPUATBHBIX, PMHAHCOBBIX U KAJAPOBBIX
pECypCoB;

® COCTOSIHME TPYIAOBOM M MCHOJHUTENHCKOM IUCLUMIUIMHBI B apXHMBE, BBIIIOJHEHHE CBOUX
(YHKLIMOHATBHBIX 00S3aHHOCTEH;

e coOmo/ileHHe TMpaBWJI BHYTPEHHETO pacHopsKa, CaHUTAPHO-TIPOTHUBOIIHUIEMHUYECKOIO
peXHUMa, IPOTUBOMOXKAPHOI 0€30MaCHOCTH M TEXHUKU O€3011aCHOCTH;

® BEJCHUE JOKYMEHTAllMU, MPETyCMOTPEHHON JEHCTBYIOLIMMU HOPMATHBHO-TIPABOBBIMU
JIOKYMEHTaMU;

® [IPEJOCTAaBJIICHUE B YCTAHOBJIEHHOM IMOPSAJIKE JAOCTOBEPHOM CTATUCTHUYECKOW W WHOU
uH(pOpMaIIUKU O JEeSTeIbHOCTU apXUBa;

® TOTOBHOCTH apXHBa K pabOTE B YCIOBUSIX YPE3BHIYAMHBIX CUTYALIUN.



6.2. OTBeTCTBEHHbIC 3a BEJCHHUE JEJIONPOU3BOCTBA, TOATOTOBKY U MPEACTaBIECHUE JOKYMEHTOB
Ha XpaHEHME B AapXuB, HA3HAYaOTCd JUPEKTOPOM OpraHM3allM, OCYIIECTBIAIOLIEH
00pa30BaTENbHYIO AESITEIbHOCTD.
6.3. KoHTponb A€ATeNbHOCTH apXHBa OCYHIECTBISET TUPEKTOP OPraHU3allMH, OCYIIECTBIISIOMIECH
00pa30BaTeNbHYIO AESITEIbHOCTD.

7. KoMIuiekTOBaHNEe apXuBa

7.1. TloaroroBka AOKYMEHTOB K Iepefaue B apXWB OOpa30BaTEIbHON OpPraHU3allMM BKIIOYACT
9KCHEPTU3y HAyYHOM U MPAKTUYECKOM LIEHHOCTH JTOKYMEHTOB, O()OpMIIEHUE i€, COCTaBJIECHUE
OIHCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. DKcnepTu3a LIEHHOCTH JIOKYMEHTOB — OIIPEAEICHUE LIEHHOCTH JOKYMEHTOB C IIEJIBIO
0TOOpa UX Ha XpaHEHHE U YCTAaHOBJIEHUE CPOKOB XpaHEHHsI. DKCIEPTU3Y LICHHOCTU JOKYMEHTOB B
00pa30BaTeIbHOI OpraHu3aluy OCYILIECTBISET IOCTOSIHHO AEHCTBYIOIAs SKCIIEPTHAs KOMHUCCHSI.
7.2.2. DKcnepTHas KOMHUCCUSL Ha3HAyaeTcs MPHUKa30oM JUpeKTopa IIKosbl. B cocraB DkcnepTHOM
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM UHUCIIE B 00S13aTEIILHOM MOPSJIKE JIULIO,
OTBETCTBEHHOE 3a BEJEHHE apXuBa IIKOJIbl, U JUPEKTOpP MYHHMLMIIAIBHOTO apxuBa (10
cornacoBanuto). CekperapeM OKCIEPTHOM KOMMCCHM Ha3HadaroT cekpeTaps oOpa3oBaTesbHOM
OpraHu3aiuy. DKCIepTHas KOMUCCHS Ha 3aCe/IaHUsAX pacCMaTpUBAET: HOMEHKIIATYPY el MIKOJIbI,
OIMCH JeJ IOCTOSIHHOTO XPaHEHUs U 110 JJUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJEIIIEMbIE K
YHUYTOKEHUIO.

7.3 Odopmiienue nen

7.3.1. [lena moCTOSIHHOTO XpaHEHUs MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpOBBIMH HHUTKAMHU.
JIuctel HyMepyIOTCS B IPaBOM BEPXHEM YIJy MPOCThIM KapaHjaamoM. KonnyecTBo JHMCTOB B
KaXJIOM JieJie He JOJDKHO mpeBblmarh 250. B koHIe nena Ha OT/AENbHOM JIUCTE COCTaBIISETCS
3aBepUTEIbHAs HAIITUCh.

7.3.2. Ha o00noxke el IOCTOSHHOTO XpaHEHUs JOJDKHBI OBITh IPOCTABIIEHBI CIENYIOIIUE
PEKBU3UTHI:  TOJHOE  HAMMEHOBAHWE  BBIIIECTOSIIEH  OpraHu3allid,  HauMEHOBaHHE
o0pa3oBaTeNbHONW OpraHu3aluy, HOMep (MHIEKC) Jella IO HOMEHKJIAType, 3arojioBOK Jiena,
KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh IOCTOSIHHO», HOMEp (OHJIa, OIHUCH,
Jena.

7.3.3. ITo OKOHYaHWU AETONPON3BOICTBEHHOTO TOa B 0(hOPMIICHHBIE 0OJIOKKH eI TOCTOSTHHOTO
XpaHeHHs  BHOCATCA  HEOOXOAMMBbIE  YTOUYHEHHUS: B  3aroJIOBKM  JIeNl,  COJep Kalux
pacnopsAUTeNbHbIE JOKYMEHTB (TpUKa3bl, MPOTOKOJBI), BHOCSATCS HOMEpA; €ClId Jelo C
HEPEnUCKON COCTOUT U3 HECKOJIIBKMX TOMOB, B KaX/IOM TOME yKa3bIBa€TCsl KOPPECHIOHICHT, aBTOP,
TEeppUTOpUs, APyrue AaHHble. B kaxaom ToMe yKkasblBaeTcs jaara (4uMcio, Mecsl, roj) Havaja u
OKOHYaHHUs JIaHHOTO ToMma. TouHbIe AaThl MPOCTABISAIOTCS HA OOJOXKKaxX Ui ObICTPOro IMOHMCKa
JOKYMEHTOB B IOCIEAYIOIIEM; M3 3aBEPUTEIbHOM HAANUCH Ha OOJOXKKY Jela BBIHOCUTCS
KOJIMYECTBO JIMCTOB B JIEJIE.

7.3.4. Haamucn Ha OONMOXKKax [e TOCTOSIHHOTO W JOJTOBPEMEHHOTO XPAaHEHUS CIIEAyeT
POU3BOJIUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. Jlns ydera KOJHMYECTBA JINCTOB B Jiele M (PpUKcamu OCOOCHHOCTEH WX HyMepaluu Ha
OTJICJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HAITUCh.

7.3.6. B 3aBepuTeNBbHON HAANMCH YKA3bIBACTCS KOJIUYECTBO JIUCTOB (IM(pamMu W TPOIMHUCHIO) B
nene. 3aBepuUTeNbHAs HAANUCH MOJNMCHIBACTCS COCTABUTENEM C yKa3aHMEM €ro JOJDKHOCTH U
JaThl COCTABJICHUSI.

7.3.7. BHyTpeHHss ONUCH COCTABISIETCS K JiejaM IOCTOSHHOTO U JOJATOBpeMeHHOro (cBbime 10
JIeT) CpOKa XpaHEHUs, CPOPMUPOBAHHBIM 110 PA3HOBHIHOCTSAM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpbIBaIOT KOHKPETHOE COJIepKAHNE TOKYMEHTOB (0c000 LIEHHBIE, TMYHBIC JIe1a U JIp.).

7.8. Onucanue JOKYMEHTOB IOCTOSTHHOTO CPOKa XpaHEHUSI.

7.8.1. Onmucu CcOCTaBISIOTCA pa3/leibHO Ha Jejia IOCTOSHHOTO XpaHEHUS IO OCHOBHOM




JESTENILHOCTH U Ha JIeTia 10 JIMYHOMY COCTaBYy.
7.8.2. Onucu cOCTaBJISIOTCS ICTOTPOU3BOIUTEIIEM.

7.8.3. Onch BeneTcs B €IMHOM BAJIOBOYM HyMepallii B TEYCHNE HECKOJIBKHX JICT.

7.8.4. Ha nena ¢ MCTEKIIUM CPOKOM XpaHEHHS COCTAaBIISIETCA aKT 00 YHHUTOKEHUU.

7.9. [ena BpeMeHHOT0 XpaHEeHUs 0(hOPMIISIOTCS YIPOIIEHHO: OHU HE TIOJIIIHBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCs, YTOUHEHHE Ha OOJIOKKAaX HE MPOU3BOJUTCS, OMKMCH HA Jieja He COCTaBJISIOTCH,
y4eT BEeIETCS 110 HOMEHKJIATYpe Jel.

7.10. Onucanue JOKYMEHTOB ITOCTOSTHHOT'O CPOKa XpaHEHUS.

7.10.1. Tlo OKOHYAaHWHU JENONPOU3BOACTBEHHOIO ToJa B 00pa30BaTeIbHON OpraHU3aALUN
MIPOU3BOJUTCS OTOOP JOKYMEHTOB MOCTOSIHHOI'O CpOKa XpaHEHHs MJi BKIIOYEHHUS HX B OIUCH.
Onuce COCTOUT M3 TOJOBBIX pa3JelioB, BHYTPM TIoja Jejla pacloJlaratoTcsl IO CTEHNEHHU
3HAYUMOCTH C Yy4YETOM HOMHUHAJIBHOIO TMpUHIUNA (B COOTBETCTBUM C HOMEHKIATYpPOil
00pa3zoBaTebHON OpraHU3ALINH ).

7.10.2. Omnmcu COCTaBISIOTCA pa3lelbHO Ha JieJa IOCTOSHHOTO XpaHEHUsi IO OCHOBHOMN
JESTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.10.3. Onucu cocTaBIsIIOTCS CEKPETAPEM.

8. 3akiI0unTeIbHbIE M0JI0KEHHUS

8.1. Hacrosimee IlomokeHne 00 apxuBe SBISICTCS JIOKAJBHBIM HOPMATHBHBIM  aKTOM,
npuHuMaercs Ha OOmemM coOpaHuu paOOTHUKOB HIKOJIBI M yTBepxkAaeTrca (MO0 BBOJUTCS B
NEHCTBUE) TPHKA30M  JUPEKTOpa  OpraHu3alnd, OCYIIECTBIIIONICH  00pa3oBaTEIbHYIO
JESITEIIbHOCTD.

8.2. Bce u3MeHEHHUs W JIOTIOJHEHHS, BHOCHMBIC B Hactosiee Ilookenue, opOpMIISIOTCS B
NUCbMEHHOW (opMe B COOTBETCTBMM JICHCTBYIOIIMM 3aKOHOAATENHCTBOM Poccuiickoit
denepanuu.

8.3. Ilomoxenue 00 apxuBe 00IIE00pPa30BATENFHON OpraHU3allid NPUHUMAETCS Ha
HEOolpeaeNaeHHbId CpoK. M3meHenns u nononHeHus K [loI0kEeHUI0 NpUHUMAKOTCA B MOPSJKE,
npexycMoTpeHHoM 1.8.1. Hactosmiero [lomoxeHus.

8.4. Tlocne mpunusaTus [lonoxeHus (MM W3MEHEHHH W JIOTIOJTHCHWW OTICIBHBIX MYHKTOB M
pa3zesioB) B HOBOH pefakIluy Mpeablayias peJakius aBTOMaTHUECKH yTPauuBaeT CUITY.

AnndgaHoB

a Haranbs:

Hwukonaes
Ha




		2021-04-18T22:26:36+0400
	Алифанова Наталья Николаевна
	Я являюсь автором этого документа




