MKOY «HoBo/iMCHHCKAS IIKOJIa — MHTEPHAT cPeiHero (IoJIHOro) 00uero o0pa3oBaHus»

S How

[IpunsTo o obuecd TBEPIKIEHO
Ha negarornuyeckom coBete _fs;x“i;ﬂ“w' d 230M H.0.1upekropa MKOY
g )
ITporoxon Ne 9 or 22.03.2024r. g »?’gf Ye&imcunckas COILI — nHTEpHATY
2 2% = Eé T, "
8 rf,'% 971°25.03.2024r.
i D7 /
X)) SOV 2107 /M.I1.ITnaromkuna/
V%, S & '
e
e
MHOJIOKEHHUE

o nopsiake xpaHenus B apxuBe MKOY «Hoosucunckas COIL - unTepHATY
Ha OyMasKHBIX M/ WJIM 3JIEKTPOHHBIX HOCHTEJISIX
pe3yJbTATOB OCBOEHUSI 00y4alOUIUMKCH 00pa30BaTeIbHbIX POrpaMM

1. O01mMe moJI0KeHu st

1.1. Hacrosiee [Tonoxxenue o0 apxuBe HIKOJIbI pa3paboTaHo B cOOTBeTCTBUU ¢ [Iprkazom
®enepanbHoro apxuBHoro areHTcTBa Ne 77 ot 31 urons 2023 rona «O0 yTBEpKICHUU
[IpaBun opranu3any XpaHeHus, KOMIUIEKTOBAHUSI, YUeTa U UCIIOIb30BaHUS JOKYMEHTOB
ApxuBHoro @onga Poccuiickoit @epepanuu U JAPYrUX apXUBHBIX JIOKYMEHTOB B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIMpAaBJIEHUS M OpraHU3alUiXx», Ha
ocHoBaHuu [IprMepHOTro MonoxeHus: 06 apXruBe OpraHu3aliy, yTBEP>KICHHOIO TPUKA30M
®enepanpbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018 roga, a Takke YcTraBom
OpraHH3aliy, OCYIIECTBIIAIONIECH 00pa30BaTEIbHYIO IEATEIbHOCTD.

1.2. ,Z[aHHOG ITonoxenue 06 APXHUBC IIKOJIBI OIIPCACIISACT COCTAB JOKYMCHTOB apXHBa
06Hl€06pa30BaTeHBHOﬁ OopraHn3anv U YCJIOBUA UX XpPAaHCHHUA, YCTAHABJIMBACT 3aJla4H,
Ha3HA4YCHHUC U q)YHKHI/II/I IIKOJIBHOI'O apxXuBa, PCTIaMCHTHUPYCT ACATCIBHOCTL JIMIIA,
OTBCTCTBCHHOI'O 3a BCIACHUC apXHUBA B OpraHu3alinu, OCYH_ICCTBJ'I}IIOIIIeﬁ 06p330BaTCJ'II)HYIO
JACATCIIBHOCTD.

1.3. B cBoeil nesiTenbHOCTH apXuB pyKoBoJIcTByeTcs DenepanbHbIM 3akoHOM Ne 125-D3
ot 22.10.2004 «O6 apxuBHOM Jene B Poccuiickoit denepanum» ¢ U3MEHEHUSIMH OT 25
nexabps 2023 roja, HOPMATHBHBIMH TNPaBOBBIMU akTamu Poccuiickoit ®Dexneparuu,
cyonrekta Poccuiickoit ®enepanuu B chepe apXUBHOTO Jela U JEIOMPOU3BOJICTBA,
JIOKaJIbHBIMU HOPMATUBHBIMH aKTaMu 00I11e00pa30BaTeIbHON OpraHU3aIiy.

1.4. JIoKyMeHTHI OpraHW3allid, OCYIIECTBISIONIEH 00pa3oBaTeIbHYIO IESTEIBHOCTD,
MMEIOIIME HCTOPUYECKOE, KYJIbTYPHOE, HAy4YHOE, COLMAIbHOE, DJKOHOMHUYECKOE U
MOJINTUYECKOE 3HAYEHUE, COCTABIISIOT TOCYJApCTBEHHYIO 4YacTh ApXUBHOTO (QoHIa
Poccuiickoit  ®epneparuu, SBISIOTCS COOCTBEHHOCTBIO TOCYJapCcTBa U MOMAJIEXKAT
IIOCTOSSHHOMY XPaHEHUIO B TOCYIapCTBEHHBIX apxuBax Poccuiickonr @enepaunu. 1o
repelayd Ha TOCYJAPCTBEHHOE XPAHEHHUE JAHHBIE JOKYMEHTHI BPEMEHHO XPAHITCA B
001meo0pa3oBaTeTbHON OPraHU3alINN.

1.5. B mkone ans xpaneHus: JokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanmu u
3aKOHYEHHBIX JEJIOMPOU3BOJCTBOM JOKYMEHTOB MPAKTHUECKOT0 Ha3HAYCHHS, UX 0TOOpA,



ydeTa, HWCIIONb30BaHUS W TOJATOTOBKM K TIepeqade Ha TOCYIapCTBEHHOE XpaHCHHE
CO3/1aeTCsl apXUB.

1.6. ApxuB co3gaeTcsd Kak CaMOCTOSITEJIBHOE IOJPa3/ICIICHUE, BO3TJIABISIEMOE JHULIOM,
OTBETCTBEHHBIM 32 BEJICHUE apXUBa COTIACHO MPUKA3y NUPEKTOPA IIKOJIBIL.

1.7. Opranuzanusi, OCyIIECTBISAIONMIAsT 00pa30BaTEIbHYIO ACSITEIBHOCTh, 00€CTICUNBACT
apXuB HEOOXOAUMBIM MOMEIICHHEM, O0OPYOBAHUEM U KaJpamu.

1.8. OOmieobpazoBaTenbHas OpraHU3aIMsS O00ECIEYMBAECT COXPAHHOCTH, YYET, OTOOp,
YHOpSAOYEHUE U HUCIOJIb30BaHHE JIOKyMEHTOB ApxuBHoro ¢Gonaa Poccuiickoit
Oenepanuu, oOpasyromMXcs B ero jAesrenbHocTH. ObecrneynBaeT CBOEBPEMEHHYIO
nepenavyy 3TUX JTOKyMEHTOB Ha FOCyAapCTBEHHOE XpaHEHUE.

1.9. Bce paboTsbl, CBSI3aHHBIE C MOATOTOBKOM, TPAHCTIOPTUPOBKOM U TMepeaueil apXUBHBIX
JOKYMEHTOB, IPOU3BOJIATCS CUIIAMH U 32 CUET IIKOJIBL.

1.10. 3a yrtpary um mopuy AokymeHTOB ApxuBHoro Qonma Poccuiickoit denepanuu
JOJKHOCTHBIE JIMIIa OpPTaHU3allMK, OCYUIECTBIAIONIEH 00pa30BaTebHYIO J1eATEIbHOCTD,
HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C JICUCTBYIOIIUM 3aKOHOIATE€ICTBOM.

1.11. IxonpHBIA apxuB paboTaeT corjacHo JaHHOMY llojokeHuI0 U TMJIaHy,
YTBEPKIAEMOMY JTUPEKTOPOM 00I11e00pa3oBaTeibHON OpraHu3alul, U OTYUTHIBACTCS
nepes HUM B CBOeH pabore.

1.12. KoHTposib JesTEIbHOCTH apXuWBa OCYIIECTBISET JUPEKTOpP OpraHu3alii,
OCYUIECTBIISIFOIIEH 00pa30BaTEIbHYIO AEITEIbHOCTD.

2. CocTaB I0KYMEHTOB apXHBa
2.1. B mIKOJIbHBIN apXUB MOCTYIAOT:

® 3aKOHYEHHBIC JIEIOMPOU3BOJACTBOM ULIKOJBI JOKYMEHTHI IMOCTOSIHHOT'O XpaHEeHWs,
o0Opa3oBaBIIMECS B JEATEIBHOCTU CTPYKTYPHBIX MOAPA3JICICHUM, JOKYMEHTBI
BpemeHHoro (cBeime 10 yieT) cpoka XpaHeHHs, HEOOXOIUMBbIE B MPAKTUYECKOU
NeSITEIIbHOCTH, TOKYMEHTHI 10 KaJpaM U 00ydaroIIuMCs;

® JJOKYMEHTHI TIOCTOSSHHOTO XpaHEHUss W 10 JIMYHOMY COCTaBy OpTaHHU3aIuii-
IPEIIIECTBEHHUKOB;

e JuuHble (OHABI BeayIHUX paOOTHUKOB OpraHU3alllM, OCYIIECTBISIONMIEH
00pa30BaTENbHYIO NEATENBHOCTD, TOCTYITUBIINE B APXUB;

e Ciy)KeOHbIC U BEJOMCTBCHHbBIC U3IaHUS;

® CIPaBOYHO-TIOMCKOBBIE CPEJCTBA K JIOKYMEHTAM M YYETHbIE JOKYMEHThl ApXuBa
OpTraHH3aIiy, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTD.

2.2. Cpoku XpaHEHHS JIOKYMEHTOB B apXuMBe 00pa30BaTEeNbHON OpraHU3aIluu
ONPEJIEISAIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHON HOMEHKIIAType Jell.

3. 3apaum apxuBa

3.1. OcHOBHBIMU 33JJa4aMM apXHBa SBISAIOTCA:



3.1.1. Opranuszanusi XpaHeHHsI JOKYMEHTOB, COCTaB KOTOPBIX NMPEAYCMOTPEH pa3JieioM 2
Hacrosero [lonoxxenus 06 apxuBe 001e00pa3oBaTeIbHON OpraHu3aIuu.

3.1.2. KomIuieKTOoBaHHME apXuWBa JOKYMEHTaMH, OOpa30BaBIIMMHCS B JESITEIbHOCTH
OpraHu3aluy, OCYLIECTBIIAIOMEN 00pa30BaTENbHYIO JEATEIBHOCTb.

3.1.3. Yuer, obecrieyeHre COXPaHHOCTH, CO3[JaHUE HAyYHO-CIIPABOYHOIO allnapara.
3.1.4. Mcnonp30BaHus JOKyMEHTOB, HAXOAAIINXCS HA XPAaHEHUH B APXUBE IIKOJIBI.

3.1.5. TloarotoBka M CBOEBpeMEHHas Iepejadya JOKYMEHTOB ApXHMBHOro QoHIa
Poccuiickoit  @enepanum  Ha  NOCTOSIHHOE  XpPAaHEHUWE B TOCYJApCTBEHHBIN
(MyHULMIIATBHBINA) apXUB.

3.1.6. MeTonuueckoe pyKOBOJICTBO M KOHTPOJIb 32 OPMUPOBAHUEM U OPOPMIICHUEM el
B JIEJIONPOU3BO/ICTBE IIKOJIBI U CBOEBPEMEHHOM Nepeaueil ux B apxuB 00pa3oBaTeIbHOU
OpraHu3aluu.

4. OyHKIMH apXUBa MIKOJIbI

B cooTBeTcTBHM C BO3TI0KEHHBIMH 33/Ja4aMH apXUB OCYLIECTBIISIET ClIeAyIoIIne QyHKIUU:
4.1. OpranusyeT npueM JOKYMEHTOB ITOCTOSIHHOTO U BpeMeHHbIX (cBbie 10 1eT) cpokoB
XpaHEHHUs, B TOM YHUCIIE MO KajJpaM M o0ydarolmumcs, o0pa3oBaBUINXCS B JEATEIbHOCTH
IIKOJIbI, B COOTBETCTBUU C YTBEPHKAECHHBIM I'pauKOM.

4.2. ObecnieurBaeT COXPAaHHOCTh U BEJCT Y4ET JOKYMEHTOB U (DOHIOB, HAXOAAIINXCS Ha
XpaHEHUH B apxXuBe 00111e00pa30oBaTEIbHON OpraHu3aIiy.

4.3. IIpeacraBiseT B rocyJapCTBEHHbIN (MyHUIIMIIANBHBIN) apXUB YUETHbIE CBEJIEHUS 00
o0beME M COCTaBE XPaHALIUXCS B apXUBE MIKOJBl JOKYMEHTOB ApPXWUBHOTrO (oHAa
Poccuiickoit denepannu U APYyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUH C MOPSIKOM
rOCy/ZIapCTBEHHOTO yueTa JoKyMeHToB ApxuBHoro ¢onaa Poccuiickoit deneparum.

4.4. CucreMaTu3upyeT M pa3MellaeT JOKYMEHTBHI, MOCTyMHarollle Ha XpaHEHHE B
HIKOJIbHBIN apX1B, 00pa30BaBIIMECs B X0/I€ OCYIIECTBICHUS JEATEIHHOCTA OpraHU3aIiH,
OCYIIECTBIISIFOIICH 00pa30BaTEeIbHYIO AEITEILHOCTD.

4.5. OcymiecTBIseT MOATOTOBKY U MPECTABIISCT:

® Ha pPacCMOTPEHHE M COIVIACOBAHUE HKCIEPTHOM KOMMCCHM IIKOJBI ONMCH JEI
IIOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBplie 10 JIeT) CPOKOB XpaHEHHs, B TOM
qHCcIIe Mo KaJpaM U 00y4aroIuMCsl, a TAK)KE aKThl O BBIICJICHUU K YHHUUTOXKCHHIO
apXMBHBIX JTOKYMEHTOB, HE MOJUICKAIINX XPaHEHUIO, aKThI 00 yTpaTe JOKyMEHTOB,
aKThl O HEMCIIPABUMBIX MIOBPEXKACHUSIX apXHUBHBIX IOKyMEHTOB;

® HA YTBEPXKICHHUE DKCIEPTHO-IPOBEPOYHOM KOMHMCCHUM YIIOJITHOMOYEHHOI'O OpraHa
UCIIOJTHUTEIbHOW BiacTu cyObekTa Poccmiickoit Deneparuu B chepe apXUBHOTO
nena (nanee - OIIK apXuBHOTrO yupexaeHNs) OMKUCH JIeN] IIOCTOSIHHOTO XPAHEHHS;

e Ha cornacoBanue DIIK apxuBHoro yupexaenus cyorekra Poccuiickoit deneparu
(MyHHLMIIAJIBHOTO apXuBa), B CIy4yae HAJEJIEHUs €ro COOTBETCTBYIOUIUMH
ITOJITHOMOYUSIMH, OIIUCH JIE] 110 INYHOMY COCTaBY;



® Ha YTBEPKJCHHE AUPEKTOPY IIKOIBI OMHCHU JIENI MOCTOSHHOTO XPaHEHHs, OIMHUCH
BpeMeHHBIX (CBbIIIe 10 J€T) CPOKOB XpaHEHUsI, B TOM YHCJIE OMUCH JIe] MO KaJpam
1 00y4aromuMcsi, aKThl O BBIICJICHUH K YHUUYTOKEHUIO apXUBHBIX IOKYMEHTOB, HE
MOJIeXKAIUX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPABUMbIX
MOBPEXKACHUSIX APXUBHBIX JIOKYMEHTOB, yTBEpKIeHHbIE (cornacoBaHHbie) DIIK
WM  TOCYJAapCTBEHHBIM  apxuBoM cyOwbekta  Poccuiickoit ~ ®Dexepanun
(MyHUITUTIAJTBHBIM apXWBOM) B Ciydyae HAJCJICHHUS €ro COOTBETCTBYIOIIUMHU
MMOJTHOMOYUSIMH.

4.7. Opranusyet nepeaady A0kymeHTOB ApxuBHoro (onaa Poccuiickoit @enepanuu Ha
MOCTOSTHHOE XPaHEHHE B TOCYAAPCTBEHHBIN (MYHUIIMTIAIBHBIN) apXUB.

4.8. Opranusyer U NpOBOJUT IKCIEPTU3Y LIEHHOCTU TOKYMEHTOB BpeMEHHbIX (cBblmie 10
JIET) CPOKOB XpaHEHUs, HaXOMASIIMXCS Ha XPAaHEHUH B apXMBE LIKOJIBI B LEISAX OTOOpa
JIOKYMEHTOB JUIsl BKJIIOUEHHS B cocTaB ApxuBHoro ¢onaa Poccuiickori ®denepamuu, a
TaK>Ke BBISIBJICHUS JOKYMEHTOB, HE MOJIEKAIINX JaJbHEHIIIEMY XpaHEHHUIO.

4.9. VYyactByer B paboTe 3KCHEPTHOM KOMHUCCHUU OpPraHU3allMM, OCYIIECTBISIOMIEH
00pa30BaTENbHYIO JESTEIbHOCTb.

4.10. IIpoBomuT MeponpuaTUs 1O OOECHEYEHUID COXPAaHHOCTH JIOKYMEHTOB,
HaXOJIINXCS HA XPAHEHUH B apXMBE OpraHU3allii, OCYIIECTRISONIEH 00pa30BaTebHYIO
NesITeTbHOCTb.

4.11. Opranuzyetr UHQOPMUPOBAHUE AIMUHUCTPALIUU U PAOOTHUKOB IIKOJIBI O COCTAaBE U
COJIEp’)KaHUU JIOKYMEHTOB apXHBa OpPraHM3alluH, OCYLIECTBISIOUIEH 00pa30BaTEIbHYIO
JeSITeIbHOCTD.

4.12. Wudopmupyer mosb3oBaTeneil MO BOMPOCaM MECTOHAXOXKICHHUS apXUBHBIX
JIOKYMEHTOB.

4.13. OpranusyeT BbAauy JAOKYMEHTOB U Jied A paboThl B YUYUTEIHCKOW WU BO
BpPEMEHHOE I0JIb30BaHHE.

4.14. VicnonHsieT 3ampochl OpraHu3aluii W 3asBIEHUS TpakgaH 00 YCTaHOBJICHUU
TPYJIOBOTO CTaka H JIPYTUM BONPOCaM  COIMAIbHO-TIPABOBOTO  XapakTepa, B
YCTaHOBJIEHHOM TOPSAKE BBIIAET KOMHH JTIOKYMEHTOB M apXUBHBIE CITPABKH.

4.15. Benet yuyeT MCHOJIb30BaHMs JOKYMEHTOB apXuBa 00Opa3oBaTEIbHONW OpraHU3aIliH.
4.16. Co3naet (hoH MOTH30BAHUS APXKBA IKOJIBI M OPTaHU3YET €ro UCTIOJIB30BaHMUE.

4.17. Ocy1iecTBisieT BeeHUE CIIPABOYHO-TTOMCKOBBIX CPEJICTB K JIOKYMEHTAM IIKOJIbHOTO
apxuBa. Co3/maer, MOMOJHSET W COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN ammapar K
XPaHAIUMCS B apXHBE JIeJIaM U JIOKyMEHTaM.

4.18. VYwuactByer B pa3pabOTKe JOKyMEHTOB OpTraHHM3aIlid, OCYIIECTBISIOMIECH
00pa30BaTeNbHYIO JESATEIBHOCTh, IO BONPOCAM apXHBHOTO Jiela U JCIOMPOU3BOJICTRA.
4.19. Oka3bIBaeT METOUYECKYIO IOMOIIb:



e cCiyx0e [elonpou3BOACTBA IIKOJABI B COCTaBICHHM HOMEHKIATYphl JEl,
(dhopMupoBaHUU U 0POPMIIEHUH 1€, KOHTPOIUPYET MPaBUIBHOCTD (POPMUPOBAHUS
1 o(hopMIIeHHS €I B JEeIIONPOU3BO/CTBE;

® CTPYKTYPHBIM NOAPA3/IEICHUSAM U paOOTHUKAM ILIKOJIbI B IOArOTOBKE JOKYMEHTOB
K Iepefade B apxuB OpPraHM3alMM, OCYIIECTBIAIONIEH 00pa30BaTEIbHYIO
NeSITEIbHOCTb.

4.20. VYyacTByeT B TMpPOBEACHUM MEPONPUATUN 1O TMOBBIILICHUIO KBaTH(PUKALUN
pabOTHHUKOB apXUBa U CIIyKOBbI 1€I0IMPOU3BOACTBA 00pa30BATEIbHON OPraHU3ALINN.

5. IlpaBa apxuBa

JUJ1s BBITIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (PYHKIUH JIULIO, OTBETCTBEHHOE 3a apXUB, UMEET
paBo:

5.1. IlpencraBisTh AMPEKTOPY OpTraHU3AIMM, OCYLIECTBIISIONICH 00pa3oBaTEIbHYIO
NESTeTLHOCTh, TIPEAJIOKEHUSI TI0 COBEPIICHCTBOBAHWUIO OpTaHHW3allUM  XPaHEHUS,
KOMILUIEKTOBAHUS, y4eTa U UCIO0JIb30BAHUS APXUBHBIX JJOKYMEHTOB B apXUBE IIIKOJIBI.

5.2. KoHTponupoBaTh BBHIMOJHEHUE YCTAaHOBJICHHBIX MPAaBUI pabOThl C JTOKYMEHTAMH B
CTPYKTYPHBIX TMOJpa3eieHUsIX OpraHu3alii, OCYIIECTBIAIONMIEH 00pa3oBaTEIbHYIO
JeSITeIbHOCTD.

5.3. 3ampammuBaTh OT CTPYKTYPHBIX MOApa3JeIeHU U PaOOTHUKOB IIKOJIbI CBEICHUS,
HEOOXOJUMBIE MJisi palbOThl apxXHWBa, C YYETOM OOECIeUeHUs] BBIMOJIHEHHUSI BCEX
BO3JIO’KEHHBIX Ha apXUB 3a/1a4 U QYHKIIHIA.

5.4. HaBaTB Pa3bACHCHUSA W PCKOMCHAAIMU I10 BOIIPOCAM, BXOIAIMHNM B KOMIICTCHIHIO
apXuBa OpraHu3alvu, OcyHleCTBJI}IIOL[Ieﬁ O6paSOBaTeJ'IBHy1-O JCATCIIBHOCTD.

5.5. UndopMupoBaTh CTpyKTypHbIE TIOJIpa3AeJI€HUs KOIbl O HEOOXOIMMOCTH Tepeaun
JIOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEP)KJIEHHBIM IPapuKOM.

5.6. I[IpuHuMaTh y4yacThe B 3aceJaHHsIX IKCIEPTHONW KOMHCCHH 00IIeoOpa3oBaTeIbHON
OpraHu3aliy, a TaKXXe B 3KCIEPTHO-MPOBEPOYHON KOMHUCCHM YIIOJTHOMOYEHHOI'O OpraHa
WCIIOTHUTEIRHOM BIacTu cyonsekTa Poccutickoii deneparuu B cepe apXuBHOTO Jiea.

6. OTBeTCTBEHHOCTH 32 PYHKIIHOHUPOBAHUE APXUBA

6.1. HazHaueHHOE NpHKa30M AUPEKTOPA IIKOJIbI JINIIO, OTBETCTBEHHOE 32 BEJACHUE ApXUBA,
HECET MEePCOHAIbHYIO0 OTBETCTBEHHOCTh 3a:

® BLHINIOJIHEHNWE BO3JIOKCHHBIX HAa apXuB 337ad W (PYHKIHA B COOTBETCTBUH C
JEHUCTBYIOIINM 3aKOHOAaTeNbCTBOM Poccuiickon denepannu;

e opraHuzanuilo pabOThl apXWBa, CBOEBPEMEHHOE M  KBaTU(UIIMPOBAHHOE
BBITIOJTHEHUE TIPUKA30B, PACTIOPSKEHUH, TOPYUYCHHH BBIIIIECTOAIIETO PyKOBOJICTBA,
JEUCTBYIOIINX HOPMAaTUBHO-TIPABOBBIX aKTOB 110 CBOEMY MPO(UITIO JIEATETHHOCTH;

e paruoHanbHOEe M 3(P(HEKTUBHOE HCIIOIB30BAHUE MaTepUATbHBIX, (DMHAHCOBBIX U
KaJIPOBBIX PECYpPCOB;



® COCTOSIHHE TPYJIOBOW M UCHOJHUTEIBCKOW JUCLHUIUIMHBI B aApXUBE, BBHIIOJIHEHUE
CBOMX (DYHKIIMOHAJIbHBIX O0S3aHHOCTEN;

e coOmoacHNe MIPABUIT BHYTPECHHETO pacmopsika, CaHUTApHO-
MPOTHUBOAUACMHYECKOTO PEXMMA, MTPOTUBOIIOKAPHONW OE30MMaCHOCTH U TEXHUKHU
0e30MacHOCTH;

e BEJCHUE JOKYMEHTallUM, IPEAYCMOTPEHHOM JEHCTBYIOIIMMU HOPMAaTHBHO-
IIPaBOBBIMU TOKYMEHTaMHU;

® [PEIOCTAaBJIECHUE B YCTAHOBJICHHOM MOPAJIKE JOCTOBEPHOU CTATUCTUYECKON U HHOU
MH(OPMALIMU O AEATETbHOCTH aApXHBA;

® TOTOBHOCTH apXuBa K paboTe B YCIOBUSAX UYPE3BbIUANHBIX CUTYAIIU.

6.2. OTBETCTBEHHBIE 3a BEJICHHUE JIEJIONPOM3BOJACTBA, INOATOTOBKY M NPEICTABICHUE
JOKYMEHTOB Ha XpaHEHHWE B apXHMB, HA3HAYAIOTCS JUPEKTOPOM OpraHu3aluH,
OCYILECTBIISIONIEN 00pa30BaTENbHYIO AECATEIBHOCTD.

6.3. KoHTponp [eATENbHOCTHM apxXuBa OCYIIECTBISET JUPEKTOP OpraHM3alui,
OCYILECTBIISIOIIENH 00pa30BaTENbHYIO AEATEIbHOCTD.

7. KommiekToBanue apxuBa

7.1. TloaroToBKa TOKYMEHTOB K TMepefadye B apXuUB 0OOpa30BaTeNbHOW OpraHU3aIluu
BKJIFOYAET SKCIEPTU3Yy HAYYHOW M MPAKTHYECKOH IIEHHOCTH JTOKYMEHTOB, O0(OpMIICHHE
JieJ1, COCTaBJICHHUE OITHCH.

7.2. DKcriepTr3a IEHHOCTH IOKYMEHTOB.

7.2.1. 9KCHepTI/ISa HCHHOCTU AOKYMCHTOB — OIIPCACIICHUC LCHHOCTU HOKYMCHTOB C
OCJIBIO 0T6opa X Ha XPaHCHHUC U YCTAHOBJICHUC CPOKOB XPaHCHH. 9KCHepTH3y OCHHOCTHU
JOKYMCHTOB B 06p330BaTeHBHOﬁ oprann3angv OCYHICCTBJIACT IIOCTOAHHO ﬂeﬁCTBy}OHIaH
OKCIICPTHAsA KOMHUCCHA.

7.2.2. DKcrnepTHass KOMHCCHS Ha3HA4aeTCsl MPHKA30M TUPEKTOpa INKOJbl. B cocraB
DKCIIEPTHON KOMHCCHH BKJIIOYAIOT HE MEHEEe TpeX COTPYAHHKOB, B TOM YHCJIE B
00s13aTEILHOM TOPSIKE JIMIIO, OTBETCTBEHHOE 3a BEICHHE apXUBA IIKOIBL, M AUPEKTOP
MYHHIMIAIBHOTO apxuBa (1o coryacoBanuio). CekperapeM ODKCHEPTHOH KOMHCCHUU
HA3HA4YalOT CeKpeTaps oOpa30oBaTEIbHOW OpraHW3alud. OKCIepTHas KOMMCCHS Ha
3aCeaHUsAX pacCMaTPUBACT: HOMEHKIIATYPY M€l INKOJBI, OMMCH el ITOCTOSHHOTO
XpaHCHMS M 110 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIACISCMBIC K YHUYTOKEHUIO.
7.3. Opopmnenue nen

7.3.1. Jlena TOCTOSIHHOTO XpaHEHHs TOJAIMIMBAIOTCS B TBEPAYID OOJIOKKY CYPOBBIMHU
HUTKaMH. JIMCTBI HYMEPYIOTCS B MPaBOM BEPXHEM YTy MPOCTHIM KapaHJAIIOM.
KonnuecTBO JHCTOB B KaXJIOM Jeiie HE NOKHO mpeBbimarhk 250. B KoHIe nena Ha
OTJEJIBHOM JIUCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAIIUCh.

7.3.2. Ha 0610%Ke e MOCTOSHHOTO XPaHEHUs JOJDKHBI OBITh IPOCTABIICHBI CIIETYIOIINE
PEKBU3UTHI: TOJHOE HAMMEHOBAaHHE BBIIIECTOSIIEH OpraHM3alyy, HaNMEHOBAHHE
o0pa3oBaTeNbHON OpraHu3anyy, HoMep (MHACKC) JeNia 10 HOMEHKJIAType, 3aroJoBOK



JieNa, KOJIUYECTBO JUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh MOCTOSHHO», HOMED
dbonma, onucw, nena.

7.3.3. Ilo oxOHYaHUU JIEJIOMPOU3BOJCTBEHHOTO Troja B O()OpPMIICHHBIE OOJOXKH €]
MMOCTOSTHHOTO XPAaHEHHUS BHOCATCS HEOOXOJUMBbIE YTOYHEHHUS: B 3aroJIOBKU eI,
COJIepKAIINX PACTIOPSATUTEIbHBIC JOKYMEHTHI (MIPUKa3bl, TPOTOKOJIbI), BHOCSATCSI HOMEPA;
€CJIM JIENIO C MEPENUCKOW COCTOUT M3 HECKOJBKUX TOMOB, B Ka)KIOM TOME YKa3bIBaeTCs
KOPPECTIOHICHT, aBTOP, TEPPUTOPHUSI, IPyTHUE NaHHbIC. B KakI0M TOME yKa3bIBaeTCs JlaTa
(ancno, MecsI, roa) Hayajla U OKOHYAHMS TAaHHOTO ToMa. TOYHBIE JaThl MIPOCTABISIOTCS
Ha OO0JIOKKaX JUig OBICTPOro MOMCKA JIOKYMEHTOB B MOCIEAYIOLIEM; U3 3aBEPUTEIbHON
HAJMKUCH Ha 00JIOKKY JieJia BBIHOCUTCSI KOJTMYECTBO JIUCTOB B JIEJI€.

7.3.4. Hagnuicu Ha 00J0KKax /€] MOCTOSIHHOTO U JAO0JITOBPEMEHHOTO XPAaHEHHUS CIeAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIAMH.

7.3.5. Jlns yyeta KoJau4ecTBa JUCTOB B Jesie U (pUKcAauu 0COOEHHOCTEH UX HyMepaluu
Ha OTAEJIbHOM JIMCTE COCTABIISIETCS 3aBEpUTEIbHAS HAIIIHCh.

7.3.6. B 3aBepuTenbHOM HAJMUCH YKa3bIBaeTCS KOJIMYECTBO JHUCTOB (mudpamu u
MPOIKCHIO) B JieNie. 3aBepuTebHas HAAMKUCh MOAMUCHIBAETCS] COCTABUTENEM C yKa3aHUEM
€ro JI0JDKHOCTH U JaThl COCTABJICHUSI.

7.3.7. BHyTpeHHsI1 ONUCH COCTaBJISIETCSl K J€JlaM IOCTOSIHHOTO M JOJTOBPEMEHHOTO
(cBpimie 10 et) cpoka xpaHeHHs, CPOPMUPOBAHHBIM IO PA3HOBHUIHOCTSIM JIOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKpBHIBAIOT KOHKPETHOE COJep>KaHue IOKYMEHTOB (0c000
LIEHHbIE, JIMYHBIE JIeNa U Jp.).

7.4. Oncanue JAOKYMCHTOB INOCTOAHHOI'O CPOKa XPAHCHUA

7.4.1. Onucu coCTaBIISIIOTCS Pas3aciibHO Ha Acjia MOCTOAHHOI'O XpPaHCHUA II0 OCHOBHOM
ACATCIIBHOCTU U Ha ACJIa 110 JINYHOMY COCTaBY.

7.4.2. Onucu COCTaBIISIOTCS JIETONPOU3BOAUTEIIEM.
7.4.3. Onuce BeneTcs B €IMHOW BAJIOBOM HyMEpaIliy B TCUCHUE HECKOJIBKUX JIET.
7.4.4. Ha nena ¢ MCTEKIIMM CPOKOM XPaHEHHUS COCTABIISACTCS aKT 00 YHUUTOKCHHH.

7.4.5. Tlo oKOHYAaHUU NIEJONPOU3BOJACTBEHHOIO T0la B 00pa30BaTEIHHON OpraHU3aIlluu
MIPOU3BOJIUTCS OTOOP JOKYMEHTOB MOCTOSHHOTO CPOKa XpaHEHHs Ui BKIIOYEHHUS UX B
onuck. ONUCh COCTOMT W3 TOJOBBIX Pa3[eiOB, BHYTPU roja Jejia pacnojiaralorcs IO
CTENEHU 3HAYMMOCTH C YYETOM HOMHMHAJIBHOTO NpUHIUNA (B COOTBETCTBUH C
HOMEHKJIaTYpOi 00pa30BaTeIbHON OpPraHU3aIim).

7.4.6. Onucu COCTaBIISIIOTCSA Pa3leibHO Ha Jeja MOCTOSHHOIO XPaHEHUs MO OCHOBHOM
NESATEIbHOCTH U Ha JeJa 10 JUYHOMY COCTaBY.

7.4.7. Onucu cocTaBISAIOTCS CEKPETAPEM.

7.5. Jlena BPEeMEHHOTO XpaHEHHs OQOPMIISIOTCS YHPOIIEHHO: OHM HE MOIINBAIOTCA,
JMCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX HE MPOU3BOAUTCS, ONTUCH Ha JIesIa
HE COCTAaBJIAIOTCS, YUET BEIETCS IO HOMEHKJIAType JAedl.



8. YcaoBus XPaHEHUA TOKYMECHTOB apXuBa IIKOJIbI

8.1. JlokymMeHTBl apxuBa XpaHATCS B apXMBOXPAHUJIMIIE OO0IIE00pa30BATEIBHOM
OpraHHu3aluu.

8.2. He pmomyckaercsi pa3MelICHHE apXuBa B MOJBAJIbHBIX UM YEPAAYHBIX MOMEIICHUSIX
IIKOJIBI.

8.3. ApXUBOXpaHWIHIIE TOJDKHO OBITh YAAJIICEHO OT JIa0OpaTOPHBIX, TPOU3BOACTBEHHBIX,
OBITOBBIX IOMEIICHMA M HE HWMETh OOmMMX C HUMH BEHTHISIIMOHHBIX KAaHAJOB.
ApXUBOXpAHUJIUIIE OTIEISAETCA OT COCETHUX IMOMEIIEHUM HECTOPAEMBIMH CTEHAMH H
MIEPEKPBITUSIMU C TIPe/ieslaMHi OTHECTOMKOCTH HE MEHEee BYX 4acoB. B apxuBoxpanunuiie
HE JIOMyCKaeTCsl MPOKIIaIKa TpyO BOJOCHA0KEHUS ¥ KaHATU3AIUH, TEXHOJIOTHIECKUE UITH
OBITOBEIE BBEIBOJIBI BOBI.

8.4. ApXMBOXpaHUJIHUIIE TOJDKHO UMETh €CTECTBEHHYIO UJTM KCKYCCTBEHHYIO BEHTUJIALIMIO,
o0ecreynBaroOulyl0  PEUUPKYJSALUIO  BO3AyXa,  CTaOWJIBHOCTH  TEMIEpaTypHO-
BII&YKHOCTHOTO PEeXHMa.

8.5. Bce nmocrynaroume B apXuB 00pa30BaTeNbHOM OpraHU3aluu  JOKYMEHTHI
pa3MeIIaroTCs B apXMBOXPAHWIMIAX HAa CTAlMOHAPHBIX W/UIW  TEPEIBUIKHBIX
METAJUTMYECKUX CTEJUIaKax, B METAINTMYCCKUX ITKadax Uiiv KOHTEHHEpax.

8.6. Cremnaxu JOJIZKHBI OBITH YCTAHOBJICHBI NICPICHAUKYJISIPHO CTCHAM C OKOHHBIMU
InmpoecMamMn, a B IIOMCIICHUU 0e3 OKOH - ¢ YucTOM 0COOCHHOCTEH IIOMCHICHUA U
060py,Z[OBaHI/I}I. He AOITyCKAaCTCA pasMCUICHUC CTeJIaXen BINIOTHYIO K HAPYKHBIM CTCHAM
3JaHug U K UICTOYHHKaM TCILJIA.

8.7. PaccraHoBka cTeIaxed u IHKa(l)OB OCYHICCTBILICTCA B COOTBCTCTBHU CO
ClIcayromumMu Tpe6OBaHI/IHMI/II

® pAacCCTOSHHME MEXIY PsiIaMH CTeJUTakel (TJIaBHBIN mpoxo) — He MeHee 120 cM;

® paccTosiHHE (IMPOXOJ) MEXTY CTEUIaKaMHi — He MEHee 75 cM;

® pACCTOSIHME MEXJy Hapy>KHOM CTEHOW 3/IaHMs U CTeUlaKaMH, HapajuiesibHbIMU
CTEHE — HE MeHee 75 cM;

® pAaCCTOSHHE MEXKy CTCHOM M TOPIIOM CTeJUTaka WM mkada (00xo) — He MeHee 45
CM;

® pacCTOSHHE MEXKTY ITOJIOM M HIKHEH MOJTKO# cremtaxka (mkada) — He meHee 15 cm,
B ITOKOJIBHBIX ATa)kaXx — He MeHee 30 cMm.

8.8. IIpoTHBOMOXKApPHBIN pPEXUM B 3[IaHUAX, TIE€ pPa3MENIAeTCs apXUB ILIKOJbl, U B
apXMUBOXpaHUJIUIIAX YCTAHABIMBAECTCS B COOTBETCTBUM ¢ [IpaBuiaMu mpoTUBOMNOKAPHOTO
pexxnma B Poccuiickoii @eaepanuu ot 16 centsaopst 2020 romga Ne1479.

8.9. ApXuBHBIE IOKYMEHTHI CJI€yET XPAHUTh B TEMHOTE.

8.10. 3amuTa TOKyMEHTOB OT JICUCTBHSI CBETa 00ECIICYMBACTCS XPAaHECHUEM JIOKYMEHTOB B
KOpoOKax, mamnkax u rnepervieTax, B mkadax Wik Ha CTeUIaXkaxX 3aKpbITOTO THIIA.



8.11. EcrecTBeHHOE OCBELIEHHE B apPXMBOXPAHWIHILE JOIYCKAeTCA IPU YCIOBUHU
NPUMEHEHUs] Ha OKHaX CBETOpAcCeUBaTeNIel, pPEryJSITOPOB CBETOBOTO IOTOKA
(cmenManbHbBIX CTEKOI), 3AIUTHBIX (PUIBTPOB U MOKPHITHI, JKaJIO3H.

8.12. JI7st MCKyCCTBEHHOTO OCBEIICHUS PUMEHSIOTCS JaMIThl HaKaJHMBaHUS B 3aKPBITHIX
wiaoHax ¢ riaaskoil MOBEPXHOCTHIO.

8.13. B apxmBoxpaHWiIuIIe I XpPAHEHUS JOKYMEHTOB YCTAHABIMBAIOTCS CIEAYIOIIHE
IapaMeTphl TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA:

e Ui XpaHEHMs JIOKyMEHTOB Ha OyMaXxHOM HocuTeie — temmepaTtypa 17-19°C,
OTHOCHUTEJbHAs BIaXKHOCTh Bo3ayxa — 90-55%.

8.14. Ilomemenust apxuBa 0Opa3oBaTENbHON OpraHU3alMU JOJKHBI COJEPKAaThCA B
YUCTOTE, B YCIOBUSX, UCKIIIOYAIOUIUX BO3MOXHOCTH TOSIBJICHUSI TJIECEHH, HACEKOMBIX,
MBUIN.

9. 3aKII0YUTEIbHBIC TOJI0MKEeHUS

9.1. Hacrosimee Ilonoxenue o0 apxuBe SBISETCA JOKAIbHBIM HOPMATHUBHBIM aKTOM,
npuHuMaetcs Ha OO1ieM coopaHun paOOTHUKOB IITKOJIBI U YTBEpKIaeTCs (JTMO0 BBOIUTCS
B JICWCTBUE) MPHUKA30M JTUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3aIiy.

9.2. Bce u3meHeHus U AONOTHEHUs, BHOCHUMBIC B HacTosee [lonoxenne, opopMistoTcs
B MUChbMEHHOHN (hOpME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
®denepanuu.

9.3. Tlonoxenue o0 apxuBe OO0IIEO00pPa30BATENBHON OpraHU3alMy MPUHUMAETCs Ha
HeomnpeAeneHHbl cpok. M3menenuss u pononHeHus K [lonoxeHuro npuHUMAIOTCS B
nopsiake, mpexycMorpeHHoM 11.9. 1. nactosiero [lonoxenus.

9.4. Tlocne nmpunsTus [lonoxxenus (MM U3MEHEHUN U TOTIOTHEHUH OT/IE€IbHBIX MMYHKTOB U
pa3aesioB) B HOBOM peakiiny MpeIblayas peaakius aBTOMaTHIECKH YTpauuBaeT CUy.



