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ITos10:xeHue 00 apxuBe
1. O0mue moJioKeHust

1.1. Hacrosiiee Ilonoowcenue 06 apxuge wikoasl pa3paboTaHO HA OCHOBAHUU
[TIpumepHOrOo TONIOXKEHUSI 00 apXuBE OpraHU3allMU, YTBEPXKICHHOTO IMPUKA30M
®epnepanbHoro apxuBHoro areHtctBa Ne 42 ot 11 ampens 2018 ronma, B
cootBercTBUU ¢ [Ipukazom Munkynstypsl Poccun ot 31.03.2015 Ne 526 "OO6
YTBEP)KJICHUHM IPaBUJl OPraHU3alUMd XPaHEHHs, KOMIUIEKTOBAHMS, ydeTa U
UCIOJIb30BaHUs T0KyMEHTOB ApxuBHOro honaa Poccuiickoit denepauuu u Ipyrux
ApPXUBHBIX JIOKYMEHTOB B OpraHax roCyAapCTBEHHOW BJIACTH, OPraHaX MECTHOTO
camMoymnpaBiieHUss M opraHuzaiusax”,  YcraBom — o0uieoOpas3oBaTeabHON
OpraHU3alyH.

1.2. [Tannoe Ilonoorcenue 06 apxuee 6 uikoie ONpenesieT COCTaB JOKyMEHTOB
apxuBa 0Opa30BaTENbHON OpraHW3allii, YCTAaHABJIMBACT 3aJayd, Ha3HAUCHHUE W
(GYHKIIMM ~ IIKOJBHOTO  apXWBa, pErjJaMeHTHpPYeT  JeATeNIbHOCTh  JIMIIA,
OTBETCTBEHHOI'O 3a BEJIEHUE apxXuMBa B OpPraHU3ALMH, OCYLIECTBISIOIIEH
00pa3oBaTeNbHYIO AESTETHHOCTD.

1.3. B cBoe€il 1eATenpHOCTH apXUB pyKOBOACTBYeTCs DenepanbHbIM 3aKOHOM
Ne 125-@3 ot 22.10.2004 «O6 apxuBHOM nene B Poccuiickoii denepauum» c
u3MeHeHussiMu Ha 11 wurons 2021 roma, HOPMATMBHBIMUA NPAaBOBBIMH AaKTaMU
Poccuiickoit denepannu, cyobekra Poccuiickoit denepaiuu B chepe apXHUBHOTO
Jena W JIeJONPOM3BOJCTBA,  JIOKWIBHBIMM ~ HOPMATUBHBIMH  aKTaMHU
00111600pa30BaTEIHLHOM OpraHu3aIuu

1.4. JloxkyMeHTBl OpraHu3alluy, OCYIIECTBISIOLIEH 00pa30BaTEIbHYIO
NEATEIbHOCTh, HMMEIOIIME HMCTOPUYECKOE, KYJIBTYpPHOE, HAy4dyHOE, COLHUAJIBHOE,
HDKOHOMHYECKOE U MOJUTUYECKOE 3HAYEHUE, COCTABIIOT FOCYAapCTBEHHYIO 4acTh
ApxuBHoro ¢onna Poccuiickoit denepaumn, SBIASIOTCS COOCTBEHHOCTHIO
rocyJapcTBa M MOJUIEKAT MOCTOSHHOMY XPaHEHHMIO B TOCYAApCTBEHHBIX apXHBax
Poccuiickonn @enepanun. 1o nepenaun Ha rocyIapCTBEHHOE XPaHEHHE JTAHHBIC
JIOKYMEHTBI BPEMEHHO XpaHATCs B 00111e00pa30BaTeIbHON OpraHU3aIiy.

1.5. B mkxone anst xpaHneHust JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit
®denepaury M 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB MPAKTUYECKOTO
Ha3Ha4YeHHsI, UX OTOOpa, ydera, MCHOJIb30BAaHUS M IMOATOTOBKM K Mepenadye Ha
rOCyapCTBEHHOE XPAHEHHE CO3/1aeTCs apXUB.



1.6. ApxuB co3maeTcsi Kak CaMOCTOATENIbHOE OAPA3/eICHUE, BO3IIIABISIEMOE
JIMIIOM, OTBETCTBEHHBIM 32 BEJICHHE apXMBa COTJIACHO MPHUKa3y AUPEKTOPA IIKOJIbI.

1.7. Opranuzanus, OCYHIECTBIISIIOLIAs 00Pa30BaTENbHYIO JEATEIbHOCTD,
obecreunBaeT apxuB HEOOXOIUMbIM MTOMEIICHUEM, 000PYI0BAHUEM U KaJPAMH.

1.8. Ob1eobpa3oBaTenbHas OpraHu3alus 00ecreurnBaeT COXPaHHOCTh, YUET,
oTOOp, YNOPSJOYEHHWE M HCIOJIb30BAHUE JOKYMEHTOB ApXHMBHOro (QoHaa
Poccuiickoii ®eneparuu, oOpas3yrooIIuxcss B ero jaesteabHocTd. ObecrieynBaeT
CBOEBPEMEHHYIO MEepe/iauy 3TUX JIOKYMEHTOB Ha FOCY/IapCTBEHHOE XPaHEHHUE.

1.9. Bce pabotbl, cBsi3aHHBIE C MOATOTOBKOM, TPaHCHOPTUPOBKONH U
nepeaayeil apXuBHBIX JIOKYMEHTOB, TPOU3BOIATCS CUJIAMU U 32 CUET LIKOJIBI.

1.10. 3a yrpatry m mopuy aokymeHTOB ApxuBHOro (oHma Poccuiickoii
denepanuu JOJKHOCTHBIE auua OpraHu3alui, OCYILIECTBIISIOIIEH
00pa3oBaTeNbHYI0 JEATeTbHOCTh, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JNENUCTBYIOLIUM 3aKOHOJIaTEIHCTBOM.

1.11. IIxonbHBIA apxuB padOTaeT COrJacHO IUIaHy, YTBEPKIAEMOMY
JUPEKTOPOM 00111€00pa30BaTeIbHON OpraHU3alliK, U OTYUTHIBAECTCS MEpe] HUM B
CBoOeH paborTe.

1.12.  KoHTponb J€ATEIBHOCTH apXWBa  OCYILIECTBISAECT JAUPEKTOP
OpraHu3allK, OCYIIECTBISIONIEH 00pa30BaTENbHYIO IEATEIbHOCTD.

2. CocTaB JOKYMEHTOB apXuBa

2.1. B mIKOBbHBIA apXHUB MOCTYIAOT:

o 3aKOHYEHHBIE JIEJONMPOU3BOJACTBOM IIKOJbl JIOKYMEHTHl IOCTOSIHHOI'O
XpaHeHus, 00pa30BaBIINECs B JEATEIBHOCTH CTPYKTYPHBIX MOJPa3/IeICHUH,
JIOKyMEHTBI BpeMeHHOTO (cBbimie 10 7eT) cpoka xpaHeHUs, HEOOXOANMBIC B
NPAKTUYECKOH JEATEeIbHOCTH, TOKYMEHTHI IO KaJipaM 1 00y4aroIuMCS;

e JIOKYMEHTBI ITOCTOSIHHOI'O XPaHEHUS U MO JIMYHOMY COCTAaBY OpraHHM3allMii-
MPEAIIECTBEHHUKOB;

o JuYHBbIE (DOHIBI BEeAyHIMX PAOOTHUKOB OpraHU3alldd, OCYIIECTBISIOIIEH
00pa3oBaTeNbHYIO A TEIbHOCTD, IOCTYUBIINE B aPXUB;

o CHy>XeOHbIE U BEJJOMCTBEHHbIC U3/IaHMUS;

e CIPABOYHO-TIOMCKOBBIE CPEICTBA K JTOKYMEHTaM M YYETHBIE JOKYMEHTBI
ApxuBa opraHu3aliu, OCYIIECTBISIONIEH 00pa30BaTEeIbHYIO JEATEIbHOCTD.

3. 3apa4m apxuBa

3.1. OCHOBHBIMHM 33Jja4aMH APXHUBA SABISIOTCSL:

3.1.1. Opranu3zanus XpaHeHus: JOKyMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH
paszesnomM 2 Hacrosiuero [lonoxenus.

3.1.2. KommiekToBaHnue apxuBa JOKYMEHTaMH, OOpa30BaBIIMMHCS B
JESTEIbHOCTH OpraHU3alluy, OCYIECTBIISIIOIIEH 00pa30BaTENbHYIO AESTEIBHOCTD.

3.1.3. V4er, obecrnieueHHUE COXPAHHOCTH, CO3/IaHUE HAyYHO-CIIPABOYHOIO
anrmapara.

3.1.4. Ucnonb30BaHMs JOKYMEHTOB, HAXOJSAIIUXCS HA XPAaHEHUM B apXUBE
IIKOJIBI.



3.1.5. TloaroroBka M CBOEBpEMEHHas Iepenaya JOKYMEHTOB APXHUBHOIO
dbonna Poccuiickoit denepanrii Ha MOCTOSHHOE XpaHEHUE B TOCYAapCTBEHHBIN
(MYHUITUITIAJIbHBIN ) apXUB.

3.1.6. Meroguyeckoe pPYKOBOJCTBO U KOHTPOJIb 3a (POPMHUPOBAHUEM H
odopMIIEeHHUEM JIe B JEIOMPOU3BOACTBE IIKOJIBI U CBOEBPEMEHHOM Tiepeiaueii uxX B
apXuB 00pa30BaTEIIbHON OpTraHU3ALMH.

4. DyHKIHMHN apXUBa

B cootBeTCTBUM C BO3JIOKEHHBIMH 33Ja4aMU APXUB OCYLIECTBIISIET CIEAYIOINE
(byHKIIH:

4.1 Opranusyer npreM JOKYMEHTOB IMOCTOSIHHOTO U BpeMeHHBIX (cBbIlIe 10 neT)
CPOKOB XpaHEHUs, B TOM YHUCJE IO KajpaM U oOydaromuMmcs, o0pa3oBaBIINXCS B
JIESITEIbHOCTH LIKOJIbI, B COOTBETCTBUU C YTBEPKJIEHHBIM I'PpahUKOM.

4.2 OOecrnieunBaeT COXPAHHOCTh U BEIET Yy4Ye€T JOKYMEHTOB U (DOHIOB,
HAXOJISAILIMXCS HAa XpaHEHUHU B apXUBe 00111e00pa30BaTEIbLHON OpraHu3aIuu.

4.3 IlpeacraBisieT B rOCyIapCTBEHHbIH (MYHUIIMIAIbHBINA) apXUB YYETHbIE
cBelleHus 00 00beMe M COCTaBe XPAHALIUMXCS B apXUBE NIKOJIbI JIOKYMEHTOB
ApxuBHoro ¢gonna Poccuiickoit denepanun U Ipyrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBUM C TOPSAKOM TOCYJApCTBEHHOIO Yy4YeTa JTOKYMEHTOB APXHBHOIO
dbonna Poccuiickoit denepanumu.

4.4 CucTteMaTU3UpyeET U pa3MeIlaeT JOKYMEHTBI, IOCTYNAKOUIUME HA XPAHEHHUE B
IIKOJIbHBIM apXuB, O0Opa30BaBLIMECS B XOJ€ OCYIIECTBICHUS JAESITEIbHOCTU
OpraHM3aIlK, OCYLIECTBIIAIONIEH 00pa30BaTEbHYIO AESITEIbHOCTb.

4.5 PaspabateiBaeT TpapuKu TPEACTABICHUS OMUCEH HAa PACCMOTPEHHUE
HKCIEPTHO-MPOBEPOYHON KOMUCCUU U Tepefadn JTOKyMEHTOB ApxuBHOro (oHnaa
P® Ha xpaHeHHe B roCcyJapCTBEHHBIN (MYHULIMITAIBHBIN) apXUB.

4.6 OcyuiecTBiIsieT MOATOTOBKY U MPE/ICTABIISAECT:

e Ha pacCMOTPEHME U COTIACOBAHUE IKCIIEPTHON KOMUCCHUH IIKOJIBI OITUCH AEIN

MOCTOSIHHOTO XpaHEHHUs, BpeMeHHBIX (cBbilie 10 J€eT) CpOKOB XpaHEHHUs, B
TOM YHUCJE MO KaJpaM W OOy4yarolMMCs, & TaKXe€ aKThl O BBIJCJICHUH K
YHUUTOXEHHUIO apXUBHBIX TOKYMEHTOB, HE MOJJIKAIIUX XPAHEHHUIO, aKThI 00
yTpaTe IOKYMEHTOB, aKThl O HEHUCIPABUMBIX ITOBPEKICHUAX APXUBHBIX
JIOKYMEHTOB;

e Ha YTBEPXKJIECHHE SKCIEPTHO-IPOBEPOYHON KOMHUCCHHU YIOJIHOMOYEHHOIO
opraHa UCHOJIHUTEIHLHOU BiacTu cyobekTa Poccuiickoit @eneparuu B chepe
apxuBHoro Jnena (manee - OIIK apXuBHOro y4dpexJIeHHs])) OMHUCHU e
MOCTOSIHHOT'O XPaHEHMS;

o Ha corjacoBanune OIIK apxuBHOrO yupexnenusi cyowbekra Poccuiickoii
®enepauny (MyHULMIAIBHOIO apxXuBa), B CJIy4yae HAJEJIEHUs €ro
COOTBETCTBYIOIIMMU MTOJTHOMOYHSIMU, OITUCHU A€ MO JINYHOMY COCTaBY;

o Ha comrmacoBanue OIIK apxuBHOro yupexaeHuss cyowbekta Poccuiickoi
@denepauuy (MyHULMIAIBHOTO apXuBa), B CJydyae HaJEJEHUS €ro
COOTBETCTBYIOIIMMH IMOJTHOMOYHUSIMU, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O
HEHUCIPABUMBIX MOBPEXKICHUAX apXUBHBIX TOKYMEHTOB;



e Ha YTBEPXKJCHHE JIUPEKTOPY IIKOJIbI OMUCH JAEJ MOCTOSHHOTO XpaHEHUs,
OMKCH BpeMeHHBIX (cBbIlIe 10 JeT) CPOKOB XpaHEHHs, B TOM YHCIIE OMUCH
el Mo KaapaMm M OOy4YaroHIMMCS, aKThl O BBIACIICHUU K YHUYTOXKEHUIO
apXMBHBIX JIOKYMEHTOB, HE MOJIEXKAIIMX XPaHEHUIO, aKTbl 00 yTpaTe
JIOKYMEHTOB, aKThl O HEUCTIPABUMBIX ITOBPEKIEHUAX aPXUBHBIX JOKYMEHTOB,
yTBepkJieHHble (corniacoBanHbie) OIIK wmmm rocynapcTBEeHHBIM apXHWBOM
cyobekTa Poccuiickoit ®denepanuu (MyHHUITMIIAIBHBIM apXUBOM) B Cllydae
HAJIEJICHUS €r0 COOTBETCTBYIOIIMMU MTOJTHOMOYHUSMU.

4.7 OpranusyeT mnepenady IOKyMEeHTOB ApxuBHoro (oHma Poccuiickoi
@denepanuu Ha TMOCTOSHHOE XpaHEHUWE B TOCYAApPCTBEHHbBIA (MYHUIMIIAIbHBIN)
apXuB.

4.8 Opranu3yeTr U MPOBOJMUT SKCHEPTHU3Y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBpire 10 y1eT) CpOKOB XpaHEHHUsI, HAXOASAIIMXCA HA XPAHEHUU B apXMBE LIKOJIbI B
Henasix ordopa JOKYMEHTOB i BKJIIOYEHHS B cocTaB ApXuBHOro ¢oHmaa
Poccuiickonn ®denepanum, a TakKe BBIABICHUS JTOKYMEHTOB, HE IOJICKAIIAX
JaJbHEUIIIEMY XPaHEHUIO.

49 VYwyacteyer B paloTe HKCIEPTHOM  KOMHUCCHHU  OpraHM3aluu,
OCYULIECTBIISIIOIIEN 00pa30BaTENIbHYIO NEATeTbHOCTD.

4.10 IIpoBoAUT MEpPOMPUATUS MO OOECHEYEHUID COXPAHHOCTH JIOKYMEHTOB,
HaxXOJSIIMXCS HA XpPaHEHWH B AapXWBE OPraHU3alMH, OCYLIECTBIISIOLIECH
00pa3oBaTeNbHYIO A TETHLHOCTD.

4.11 Opranuzyer nHOOPMUPOBAHKUE ATMUHUCTPAIMH U PAOOTHUKOB IIKOJIBI O
COCTaB€ M COJAEP)KaHUMU JOKYMEHTOB apXMBAa OpPraHU3alMH, OCYLIECTBISIOLIEH
00pa3oBaTeNbHYIO AESTETHHOCTD.

4.12 UndopmupyeT moap30BaTesiell o BOMPOCaM MECTOHAXOXKICHUS apXUBHBIX
JIOKYMEHTOB.

4.13 Opranu3syer Bbljady JOKYMEHTOB U e JJIsl paOOThI B YYUTEILCKOM WA BO
BPEMEHHOE MOJIb30BAaHHUE.

4.14 VicnonHsieT 3anpochl OpraHu3auil 1 3asiBJIeHUs rpak/iad 00 yCTaHOBJIECHUU
TPYIOBOIO CTa)a M JPYTHMM BOIPOCAM COLMAIBHO-IIPABOBOrO XapakTepa, B
YCTaHOBJIEHHOM IOPSJIKE BbIAAET KOMMH JOKYMEHTOB U apXHUBHBIE CIIPaBKHU.

4.15 Bener yd4eT WHCHOJB30BAHMS JIOKYMEHTOB apxuBa 00pa3oBaTelibHON
OpraHHu3alnH.

4.16 Co3maer ¢GoOHI TONB30BAHUS apXWMBa IIKOJbl W OPraHU3yeT €ro
UCITOJIb30BaHUE.

4.17 OcyluecTBIsSIET BEICHUE CIPABOYHO-TOMCKOBBIX CPEACTB K JOKYMEHTaM
HIKOJBHOTO apxuBa. Co3/1aeT, NOMOJIHIET U COBEPILICHCTBYET HAyYHO-CIIPABOYHbBIN
amnmnapar K XpaHsIIUMCS B apXUBE JieJlaM U JOKYMEHTaM.

4.18 YyacTByeT B pa3pabOTKe JOKYMEHTOB OpPTaHU3AIHMH, OCYIIECTBIISIIOIICH
o0pa3oBaTeyibHyl0  JAESTENbHOCTh, IO  BOIpPOCAM  apXMBHOrO  Jieja u
JEJONPON3BOICTBA.

4.19 Oxka3bIBa€T METOJAMYECKYIO TTOMOIIIb:

o cHyxx0e eJOnpou3BOJCTBA HIKOJBl B COCTABICHUM HOMEHKJIATYphI [€,

dbopmupoBaHud U OGOPMIIEHUU JI€J, KOHTPOJUPYET MPABUILHOCTh
dbopmupoBanus U 0hOpMIIEHHUS JIE B I€IONPOU3BOJICTBE;



e CTPYKTYPHBIM TMOAPA3JACICHUSIM ©U PaOOTHUKAM IMIKOJBl B TOATOTOBKE
JOKYMEHTOB K TIepelauye B apXWB OpraHu3alid, OCYIIECTBISIOIIEH
00pa3oBaTeNbHYIO A TEIbHOCTD.

4.20 YyacTByeT B IPOBEJACHUM MEPONMPHUSATUI MO MOBBILIEHUIO KBaTU(DUKALIUU

PaOOTHHUKOB apXHBa U CIIYKObI I€TOMPOU3BOJICTBA 00PA30BATEIHLHON OpraHU3aIiy.

5. IIpaBa apxuBa

JUJi BBITIOTHEHUS BO3JIOKEHHBIX 3a/a4 U (DyHKIUN JIMII0, OTBETCTBEHHOE 32
apXuB, UMEET MPaBO:

5.1. IlpencraBnsith  IUPEKTOPY  OpraHu3allud,  OCYUIECTBISIONIEH
0o0pa3oBaTeNbHYI0  JEATENbHOCTh, NPEIIOKEHHSI MO  COBEPIICHCTBOBAHUIO
OpraHu3allM¥ XPaHEHUs, KOMIUIEKTOBaHMS, ydye€Ta M MCIOJb30BaHUS apXHBHBIX
JIOKYMEHTOB B apXMBE LIKOJIBI.

5.2. KoHTponupoBaTh BBINOJIHEHUE YCTAHOBJIEHHBIX MpaBuUil padOThl ¢
JOKYMEHTaMU B CTPYKTYPHBIX NOJAPA3ACICHUSAX OPTaHU3ALMH, OCYIIECTBIISIOLICH
00pa3oBaTeNbHYIO A TEIbHOCTD.

5.3. 3anpamuBarh OT CTPYKTYPHBIX MOJAPa3JIeICHUN U paOOTHUKOB IIKOJIbI
CBeJIeHUs, HeoOXoAuMble 1Jis1 pabOThl apXHBa, C y4€TOM 00eCredeHus BbINOIHEHUS
BCEX BO3JIO’KEHHBIX HA apXMB 3aJa4 U (PYHKIUH.

5.4. [aBaTh pa3bsICHEHHs U PEKOMEHAAUMU MO BOIPOCAM, BXOASLIUM B
KOMIETCHIIMIO apXHBa OpraHu3allid, OCYIIECTBISAIONIE 00pa3oBaTeIbHYIO
NEeSATEIbHOCTb.

5.5. HudopmupoBaTh  CTPYKTypHbIE  TOJAPA3JCICHUS  IIKOIBI O
HEOOXOMMOCTH NEpeIaul JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM
rpaduxom.

5.6. llpunuMarh ydacTu€ B 3aCENAHUSX DKCIEPTHOM KOMUCCHUU
00111e00pa3oBaTeIbHOM  OpraHu3alMk, a TakkKe B OKCHEPTHO-IPOBEPOUYHOU
KOMUCCHUM  YIOJIHOMOYEHHOIO OpraHa HCIIOJIHUTEJIbHOM BJacTH CyOBbEeKTa
Poccuiickoii @eneparuu B chepe apXUBHOTO Jea.

6. OTBEeTCTBEHHOCTDH 32 PYHKIIHOHUPOBAHUE APXUBA
6.1. Ha3naueHHOe mnpHKa3oM IHUPEKTOpPA WIKOJBI JIMIO, OTBETCTBEHHOE 3a
BEJICHUE apXHBa, HECET IIEPCOHAIBHYIO OTBETCTBEHHOCTb 34:

 BBINIOJHEHHE BO3JIOKCHHBIX HA apXWB 3a7a4 U (PYHKIHMHA B COOTBETCTBHUH C
JNEHUCTBYIOIIUM 3aKOHOAATeNbCTBOM Poccuiickon denepanuu;

o OpraHu3anio padOThl apxXuBa, CBOEBPEMEHHOE MU KBaNU(UIIMPOBAHHOE
BBIIIOJIHEHHE T[PUKA30B, PACHOPSIKEHUH, MOPYYEHHN BBIIIECTOSLIETO
PYKOBOJICTBA, JI€WCTBYIOIIMX HOPMATHBHO-IIPABOBBIX AKTOB IIO CBOEMY
npodUITIO AESITENbHOCTH;

e pauMoHanbHOE U A(Q(EKTHUBHOE  HCIOJIb30BAHME  MaTEpHAJIbHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;

e COCTOSIHUE TPYAOBOM M HCIHOJHUTEIBCKOW JUCLUIUIMHBI B apXHBE,
BBITNIOJIHEHHE CBOMX (DYHKIIMOHAJIBHBIX 00s3aHHOCTEH;



e coOsoJeHNE MpaBUII BHYTPEHHETO pacnopsxa, CaHUTapHO-
IPOTHBOAHIEMHYECKOTO PEXHMa, MPOTHBOIOXKAPHOH O€30macHOCTH U
TEXHUKU 0€30MaCHOCTH;

e BEJCHHUE JOKYMEHTAIlUH, MPEAYCMOTPEHHON NEHCTBYIOUIMMH HOPMAaTUBHO-
IPaBOBBIMU JIOKyMEHTaMH;

¢ TIPEAOCTABIIEHHE B YCTAHOBIEHHOM MOPSIKE JOCTOBEPHON CTATUCTUYECKON
¥ MHOM nH(pOpMAIMH O JeSTETLHOCTH apXUBa;

e TOTOBHOCTbH apXuBa K pabOTe B YCIOBUSAX UpPE3BbIUAWHBIX CUTYaIUH.

6.2. OTBeTCTBEHHbIE 3a BEIAECHUE [EJONPOU3BOJACTBA, IOArOTOBKY H
Ipe/CTaBICHUE JOKYMEHTOB HAa XpaHEHHE B apXUB, HA3HAYAIOTCA JUPEKTOPOM
OpraHu3aluM, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTb.

6.3. KoHTposb IeATeNbHOCTH apXHBa OCYLIECTBISIET JTUPEKTOP OpraHU3allvu,
OCYILECTBIISAIONIEH 00pa30BaTEIbHYIO 1E€ATEIbHOCTb.

7. KoMIuleKTOBaHME apXuBa

7.1. TlogroroBka JOKYMEHTOB K Iepedadye B apXuB 00pa3oBaTeIbHON
OpraHM3alMi BKJIIOYAET SKCIEPTU3y HAYYHOW U MPAKTUYECKOW LIEHHOCTH
JOKYMEHTOB, 0()OpMJICHHUE JI€]1, COCTABJIEHUE OIHCH.

7.2. DKcnepTrU3a LIEHHOCTU IOKYMEHTOB.

7.2.1. DkxcnepTusza LIEHHOCTH JOKYMEHTOB — OIpPEAEICHUE LEHHOCTH
JIOKYMEHTOB C LIETIbI0 0TOOpa MX Ha XpaHEHUE U YCTAHOBJIEHUE CPOKOB XPaHEHHS.
OKcrepTU3y  IIEHHOCTM  JIOKYMEHTOB B 00pa3oBaTeNbHOM  OpraHU3aluu
OCYLIECTBJISIET NOCTOSHHO JACHCTBYIOIIAS SKCIIEPTHAST KOMUCCHSI.

7.2.2. DkcniepTHasi KOMUCCHUSL Ha3HAYAETCs MPUKA30M JIMPEKTOpa IIKOJbL. B
cocTaB DKCIEPTHOW KOMHMCCHUHM BKIIIOYAIOT HE MEHEE TpeX COTPYAHHKOB, B TOM
qHclie B 0053aTeIbHOM MOPSIJIKE JIMLO, OTBETCTBEHHOE 3a BEJICHUE apXUBa LIKOJIbI,
U JUPEKTOp MYyHULMIAIbHOrO apxuBa (1o cornacoBanuto). Cekperapem
OKCHepTHOW KOMMCCHUM Ha3HA4YarT ceKpeTapst oOpa3oBaTeNbHOW OpraHu3allvu.
DKcnepTHas KOMUCCHS Ha 3aCE/IaHUsAX pacCMaTpUBAET: HOMEHKIIATYPY A€l IIKOJIBL,
ONKCHU JEJI IOCTOSTHHOI'O XPAaHEHUs U 110 JIMYHOMY COCTaBy, aKThl Ha JOKYMEHTHI,
BbIJIENISIEMBIE K YHUUTOXKECHHUIO.

7.3 Odopmiienue aen

7.3.1. Jlena NMOCTOSIHHOTO XpaHEHMs MOALIMBAIOTCS B TBEPAYIO OOJIOKKY
CYypOBbIMU HHUTKaMH. JIMCTBI HyMepyIOTCS B IpPAaBOM BEPXHEM YIJy HPOCTHIM
KkapaHgamoM. KonnuecTBo JIMCTOB B KaXIOM JIeie He JOJHKHO npeBbimath 250. B
KOHLIE JIEJIa HAa OT/IEJILHOM JINCTE COCTABJISIETCS 3aBEPUTEIbHASL HAIITUCh.

7.3.2. Ha 0050%Ke J1e]1 OCTOSIHHOT'O XPAHEHUS! JOJDKHBI ObITh POCTABIIEHBI
CJIENYIOIME PEKBU3UTHI: IOJHOE€ HAWMEHOBAHME BBILIECTOSIICH OpraHU3aluu,
HAaUMEHOBAaHME O00pa30BaTENbHONM OpraHu3alui, HOMEp (MHIEKC) Jena IO
HOMEHKJIAType, 3aroJI0BOK Jiej1a, KOJIMYECTBO JINCTOB, CPOK XPaHEHMsI UJIM OTMETKA
«XPaHUTb IOCTOSTHHO», HOMEP (hoHAa, onKcH, Aera.

7.3.3. Ilo OKOHYaHMM JAEJONPOU3BOACTBEHHOTO Troja B O(OpMIICHHbIE
OOJIOKKH J€Jl TOCTOSIHHOI'O XPAHEHUs BHOCATCA HEOOXOJUMblE YTOUYHEHHUS: B
3aroJIOBKM  JIeJI, COJEp)KalllUX pacHopsiAUTENbHbIE JOKYMEHTBI  (IIPHKa3bl,
IPOTOKOJIBI), BHOCSATCSI HOMEPA; €CIIU JIEJ0 C INEPENUCKON COCTOUT U3 HECKOJIBKUX



TOMOB, B KaJKJIOM TOME YKa3bIBA€TCSI KOPPECIOH/IEHT, aBTOP, TEPPUTOPUS, Ipyrue
naHHble. B kaxzmom ToMe ykasplBaeTcs JaTta (4MCIIO, MeECsl, roj) Hadajga U
OKOHYAHUS JAHHOTO TOMa. TOoYHBIE AAaThl MPOCTABIAIOTCS HAa OOJIOKKaX Jis
OBICTPOTO MOKMCKA JOKYMEHTOB B IOCJEIYIOIIEM; U3 3aBEPUTEIbHON HAJIUCU Ha
00JIOKKY J1€71a BBIHOCUTCS KOJIMUYECTBO JIUCTOB B JIEJIE.

7.3.4. Haanucu Ha 0OJ0KKax JeJ IOCTOSHHOTO M JOJITOBPEMEHHOIO
XpaHEHUs ClIeyeT IPOU3BOJUTh YETKO, CBETOCTOMKUMH YEPHUIIAMH.

7.3.5. [Inst yuera KOJMYECTBA JIMCTOB B JeNie U pUKcaluu 0COOCHHOCTEN MX
HYMEPALMH HAa OTAEIBHOM JIMCTE COCTABIISIECTCS 3aBEPUTENbHAS HA/IIIHCH.

7.3.6. B 3aBepuTE€nbHON HAANUCH YKa3bIBAETCS KOJMYECTBO JIMCTOB
(uudppamMu U TPONHUCHIO) B Jene. 3aBepUTENIbHAs HAJAMUCh MOJIUCHIBACTCS
COCTaBUTEJIEM C YKa3aHUEM €0 JOJDKHOCTH M JIaThl COCTABIICHUS.

7.3.7. BHyTpeHHsI1 ONHUCh COCTaBJISIETCS K JielaM TIOCTOSIHHOTO U
noaroppemMeHHoro (cBeimie 10 7er) cpoka XpaHeHus, C(HOPMHUPOBAHHBIM IIO
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE
coJiep’KaHue JOKYMEHTOB (0C000 LIEHHbIE, JINYHBIE Jea U JIp.).

7.8. Onucanue J0KyMEHTOB [TOCTOSIHHOTO CPOKA XPaHEHMS.

7.8.1. Onucy cocTaBIAIOTCS pa3/iebHO Ha J1€/1a NOCTOSSHHOTO XPaHEHUs 110
OCHOBHOI JIeITENBHOCTH U HA JieJia 10 JIUYHOMY COCTaBY.

7.8.2. Onucu coCTaBIAIOTCS AEIONPOU3BOAUTEIIEM.

7.8.3. Onuch BEAETCS B €AMHOM BaJOBOM HyMEpallly B TEUEHUE HECKOJIBKUX
JeT.

7.8.4. Ha nena ¢ HCTEKIIUM CPOKOM XpaHEHHsI COCTaBISIETCS aKT 00
YHUUYTOKEHUH.

7.9. [ena BpeMEHHOro XpaHEHHUs O(GOPMIISIOTCS YHPOUICHHO: OHHU He
NOJIIINBAIOTCS, JIUCTBI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OO0JIOKKax He
IIPOM3BOJUTCS, ONMCU Ha JIEJIa HE COCTABISAIOTCA, YUET BEJETCS 10 HOMEHKIATYpE
hi(S)

7.10. Onucanue JOKyMEHTOB IIOCTOSTHHOI'O CPOKa XPAHEHUS.

7.10.1. Ilo oKOHYaHMM [EJIONPOU3BOJCTBEHHOIO rojia B 00pa3oBaTEIbHON
OpraHM3alH [IPOU3BOIUTCS OTOOP JOKYMEHTOB IIOCTOSIHHOTO CPOKA XpaHEHUS 1J1s
BKJIFOUEHUS UX B ONUCh. OMUCh COCTOUT U3 TOAOBBIX pa3/ieioB, BHYTPH roja aeina
pacrnojararoTcs o CTENEHM 3HaYMMOCTU C yYE€TOM HOMMHAJIBHOIO IMPHUHLMIA (B
COOTBETCTBUH C HOMEHKJIATYPOU 00pa30BaTEIIbHON OpPTaHU3aITIH ).

7.10.2. Onucu coCcTaBIISIIOTCS Pa3/IebHO Ha JIeJ1a TOCTOSSHHOIO XpaHEHUs 10
OCHOBHOM JI€ATEIBbHOCTH U Ha JieNa 110 JIMYHOMY COCTaBy.

7.10.3. Onucu coCTaBIIIOTCS CEKPETAPEM.

8. 3akI0unTEIbHDBIE MOJ0KEHHS
8.1. Hacrosmee [lonodxcenue o wKoabHOM apxuse ABIASETCS JIOKATIbHBIM
HOPMAaTUBHBIM aKTOM, NpuHUMaeTcs Ha OO01eM coOpaHuu paOOTHUKOB IIKOJIBI U
yTBepxkaaercs (1M00 BBOJIUTCS B JIEUCTBUE) MPHUKA30M JUPEKTOpAa OpraHU3alNH,
OCYIIIECTRIISIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTD.



8.2. Bce u3MeHeHus U IONOJHEHUs, BHOCUMbIE B Hacrtosiee [lonoxeHue,
opopMJISIIOTCST B NUCBMEHHOM (opMe B COOTBETCTBUU JEHCTBYIOLIUM
3aKOHOJATENBCTBOM Poccuiickon Penepanuu.

8.3. [Ilonmoxkenue 00 apxuBe 001Ie00pa30BaTEILHON  OpraHU3aIuu
MIPUHUMAETCS Ha HEOIIPEAEIEHHBIN cpoK. M3MeHnenus u nononaHeHus K [lonoxenuto
IIPUHUMAIOTCA B IOpsIKE, TpeaycMoTpeHHoM 1.8.1. HacTosero [onoxeHust.

8.4. Ilocne npunstus IlonoxxeHus (WM HM3MEHEHUW U JOMOJHEHUI
OT/CJIbHBIX TMYHKTOB W Pa3AeiiOoB) B HOBOM peNakUuy NpeAblayllas pelakius
aBTOMATHYECKN YTPAUUBACT CUITY.
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