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IHonoxenue 00 apxuse

1. O01mme noJ1o:KeHUst

1.1. Hacrosimee Ilomoxenue pa3zpaboTaHO B COOTBETCTBHM ¢ DenepaibHbIM
3akOHOM OT 22 okTs10ps 2004 roma Ne 125-03 «O06 apxuBHOM fene B Poccuiickoit
®denepauun» ¢ u3MeHeHusMHu oT 13 nexadps 2024 ropa, IIpaBunamu opranuzanuu
XpaHEHUs!, KOMIUIEKTOBaHUS, Y4€Ta U UCIOJIb30BaHUs JOKYMEHTOB ApXUBHOIO (poHaa
Poccuiickon ®enepaun U OPYyrHMX apXUBHBIX JOKYMEHTOB B TOCYJApPCTBEHHBIX
OpraHax, OpraHax MECTHOTO CaMOYIpPaBJICHUS W OPraHU3alUsX, YTBEPKICHHBIMHU
npukazoM @PenepanbHOro apxuBHOro areHrcrBa ot 31 wuronms 2023 roma Ne 77,
[IpumMepHBIM MOJOKEHHEM 00 apXWBE OpraHU3alyd, YTBEP>KICHHBIM MPUKA30M
®enepanbHOro apxuBHoro areHTcTBa ot 11 ampens 2018 roma Ne 42 ¢ uzmeHeHussMu
or 10 Hos10ps 2023 roga, IlpumepHbIM mMOJOXKEHHEM OO SKCIEPTHOM KOMHCCHH
OpraHu3alliy, YTBEPKIAECHHBIM Npuka3zoM denepanbHOro apXuBHOTO areHTcTBa ot 11
anpens 2018 roma Ne 43 ¢ usmenenusimu oT 10 HOs0ps 2023 roma, Ilepeunem
TUIIOBBIX YIPABICHYECKUX aPXMBHBIX JOKYMEHTOB, OOpa3yloLIUXcs B Ipolecce
JEATEIbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHHS M
OpraHu3alliii, C YKa3aHHEM CpPOKOB MX XpaHEHUs, YTBEPXKICHHBIM MPUKA30M
®denepanbHOro apxuBHoro arenrcrsa ot 20 nekadps 2019 roga Ne 236, MucTpykuueit
[0 IpuMeHeHHto0 ykaszaHHoro Ilepeunsi, yrBepxkaeHHoM npukaszom DenepanbHOro
apxuBHOTO areHTcTBa OT 20 nexadbps 2019 roga Ne 237, denepaabHbIM 3aKOHOM OT 27
utoiist 2006 roga Ne 152-D3 «O nepcoHaNbHBIX JAHHBIX» C U3MEHEHUSIMU OT 26 UIOJIs
2026 roga, THBIMU HOPMAaTUBHBIMU MPaBOBBIMU akTamu Poccuiickoit denepannu u
cyonrekta Poccuiickoit @eneparuu B cepe apXuBHOTO Jelia U ACIONPOU3BOICTBA, a
takke YcrtaBoM MBOY «COIIl Ne 2 cr. I'opsuencrouneHckas» (najnee — IIKOJa,
o011eo0pa3oBaTesibHasi OpraHU3aInsl).

1.2. Tannoe [lonoxxeHue onpenensier cCocTaB JOKYMEHTOB apXyUBa U YCIOBUS UX
XpaHEHUs, YCTaHABJIMBACeT 3aJayd, Ha3HaueHHEe W (YHKUMU IIKOJHLHOTO apXHBa,
pErJIaMEHTUPYET JESATENbHOCTh JIMIA, OTBETCTBEHHOI'O 3a BEJIEHUE apXuBa B



00111e00pa3oBaTeIbHON OpraHU3aIliH.

1.3. B cBo€l 1eATENbHOCTH apXuB pyKOoBOACTBYeTCS DeepanbHbIM 3aKOHOM OT
22 oxts0psa 2004 roga Ne 125-®d3 «O06 apxuBHOM nesne B Poccuiickoit @eneparym ¢
u3MeHeHusiMu ot 13 nexabpsi 2024 rojga, HOPMATMBHBIMU TIPABOBBIMH aKTaMH
Poccuiickoit @enepanuu, cyobekta Poccutickoit denepainu B chepe apxuBHOTO Jieria
U JeJIONPOU3BOJICTBA, JIOKAJIbHBIMU HOPMAaTUBHBIMH aKTaMu 00111e00pa3oBaTebHON
OpraHu3alyu.

1.4. ApxuBHBIE JTOKYMEHTHI BKJIIOYAIOTCS B cocTaB ApxuBHOro ¢oHa
Poccuiickonn ®enepanii Ha OCHOBAHMM JOKCHEPTU3bl IIEHHOCTHM JIOKYMEHTOB B
MOPSIAKE, YCTAaHOBIEHHOM 3akoHoaaTenbCTBOM Poccuiickon @Penepanuu. Ilpaso
COOCTBEHHOCTH Ha apXWBHbIE JOKYMEHTBHI OIPEAEIseTCs B COOTBETCTBUU C
®denepanbHbIM 3aKOHOM OT 22 okTsi0ps 2004 roga Ne 125-03 «O06 apXxuBHOM Jiejie B
Poccuiickoit @eaepanuny». Jlokymentsl ApxusHoro ¢onna Poccutickoii ®enepanuu u
WHBIE apXMBHBIE JOKYMEHTHI JI0 UX IE€peAadyd Ha IOCTOSHHOE XPAHEHUE XPaHSITCSH
00111e00pa30BaTEIbHON OpraHu3alieil ¢ 00eCeueHHeM X COXPAHHOCTH B TEUCHHUE
YCTaHOBJICHHBIX CPOKOB XPAaHEHHS.

1.5. Jlns opraHuzanuu XpaHEHHs, KOMIUIEKTOBaHUS, y4eTa M HCHOJIb30BAHMS
apXUBHBIX  JIOKYMEHTOB  oOuleoOpa3oBarenbHas  OpraHuzanus oOecredyuBacT
(GYHKIIMOHUPOBAaHME apXuBa B TOPSAKE, YCTAHOBJICHHOM 3aKOHOJATEIbCTBOM
Pocculickon ®@enepanumu.

1.6. ApxuB MOXKET CO3[JaBaTbCi KakK CTPYKTYpHOE TMOJApa3ACICHUE
o01ieo0pa3oBaTeNbHON OpraHu3alMi WM KaK MOApa3/ielieHne B COCTaBE HHOIO
CTPYKTYpHOTO TozpazzeneHus. JlomyckaeTcsi BO3JIOKEHHE MPUKA30M JIHPEKTOpa
00111e00pa30BaTEIIbHON OpraHu3aluu TPYJAOBBIX (JOTKHOCTHBIX) OO0SI3aHHOCTEH IO
OpraHu3alMd XpPaHEHUs, KOMIUIEKTOBAHMS, Y4Y€Ta W HCIOJIb30BaHUA apXUBHBIX
JIOKYMEHTOB U OO€CIEYEHHIO ACSITEIbHOCTH apXHMBa Ha KOHKPETHOrO pabOTHHKA —
JIMI0, OTBETCTBEHHOE 32 apXMB.

1.7. OOmeoOpa3oBarebHas OpraHU3aMsA OOCCIICUYNBACT apXHB HEOOXOIUMBIM
MOMEIICHHEM, 000PYI0BAHUEM U KaJPaMHU.

1.8. OOweobpazoBarenbHas OpraHu3aius 00eCleYMBaeT COXPAHHOCTb, YYET,
AKCIIEPTU3Y LIEHHOCTH, YHOPSIOYEHHE M MCIOJIb30BAHME APXMBHBIX JOKYMEHTOB B
TEUEHUE YCTAHOBIIEHHBIX CpPOKOB MX xpaHeHus. Eciu ob6mieoOpa3zoBaTenbHas
OpraHu3anys SBISETCS MCTOYHUKOM KOMIUIEKTOBAaHHUS TOCYAApPCTBEHHOIO WIIH
MYHHUITUTIATFHOTO apXuBa, JOKyMeHThl ApxuBHOro (onma Poccuiickoit deneparmn
NEPENAOTCS Ha MOCTOSIHHOE XPAaHEHHWE B COOTBETCTBYIOLIMI TOCYJAapCTBEHHBIN WU
MYHULUNAIbHBIN ApXWUB B MOPAIKE U CPOKH, YCTAHOBJIIEHHBIE 3aKOHOJATEIbCTBOM
Poccuiickon @enepanum.

1.9. PabGoTel, cBs3aHHBIE C OTOOPOM, MOJATOTOBKOW W mMepenadyeil apXUBHBIX
JOKYMEHTOB Ha ITOCTOSIHHOE XpPaHEHHE, B TOM YHCIE C HUX YHOPSINAOYEHHUEM U
TPAHCTIOPTUPOBKOM, OCYILECTBISIOTCA 3a CYET CPEICTB 00I1e00pa3oBaTeIbHON



OpraHu3allid B CIy4asX MW MOPSAAKE, YCTAHOBJEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickonn @epepanuu. Jlisi HETOCYAapCTBEHHOW OPraHU3alM IPUMEHSIOTCS
IPEeIyCMOTPEHHBIE 3aKOHOJATEIbCTBOM OCOOCHHOCTH BO3MEILIEHUSI PACXOJ0B Ha
nepefadyy  apXuBHBIX JOKYMEHTOB, OTHOCSIIMXCA K TOCYIJAapCTBEHHOM WJIU
MYHUIIUTIATBHOU COOCTBEHHOCTH.

1.10. 3a yrpatry u mnopuy JOKyMeHTOB ApxuBHOTO (onna Poccuiickoii
®denepan  TOJDKHOCTHBIE JIMIIA  OOIIEOO0pa30BAaTEIbHOW OpraHU3allud  HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JIEHCTBYIOIIMM 3aKOHOIATEIBCTBOM.

1.11. I[IxompHBII apXWB paboOTaeT COMIACHO TIUIaHY, YTBEPKIAaEMOMY
JTUPEKTOPOM 00I1e00pa30BaTeIbHON OpraHU3allui, U OTYUTHIBACTCS IMEped HUM B
CBOEil pabore.

1.12. KoHTpoJIb IESITENBHOCTH apXUBa OCYILIECTBIISIET AUPEKTOP LIKOJbL, & B €70
OTCYTCTBHE — JIULO, UCIIOJIHSIOLIEE 00S3aHHOCTH JUPEKTOPA.

2. CocTaB I0OKYMEHTOB apXuBa
2.1. ApxuB 00111€00pa30BaATENLHON OPraHU3aAIMH KOMIUIEKTYETCS

¢ TOKYMEHTAMU MOCTOSSHHOTO XpaHEHUsI U BpEeMEHHBIX (CBbIe 10 JeT) cpoKoB
XpaHEHUsI, B TOM YHCIIE JOKYMEHTaMHU IO JUYHOMY COCTaBy, 0Opa30BaBIIMMHUCS B
JeSTeTLHOCTH 00111€00pa30BaTEIbHON OpraHu3aIlHH;

o TOKYMEHTAMU IOCTOSIHHOI'O XPAHEHUSI U JOKYMEHTaMH II0 JUYHOMY COCTaBY
OpraHu3alMU-NPEAIIECTBEHHUKOB — IIPY UX HAIUYUH;

¢ APXUBHBIMU (HOHIAMU JIMYHOTO MPOUCXOKACHUS — IIPU UX HAIMYUU U HATTUIUU
3aKOHHBIX OCHOBAaHMM JJIs1 UX XPAHEHUS;

o (DOH]IOM TOJTB30BaHUS — TP €TI0 HAJTUYUH;

o CIIPABOYHO-TIOMCKOBBIMU CPEACTBAMU K aPXUBHBIM JOKYMEHTAM U YUYETHBIMU
JIOKYMEHTAMU apXUBa;

¢ DJICKTPOHHBIMH  apPXWBHBIMM JOKYMEHTaMH, IOJJIEKAIIUMHU apXUBHOMY
XPAHEHUIO B COOTBETCTBHUH C 3aKOHOJIATEILCTBOM Poccuiickon Denepanumu.

2.2. Cpoku XxpaHeHUsI JOKYMEHTOB OMpeneistoTcs (enepanbHbIMU 3aKOHAMM,
MEPEUHSIMHU TUTIOBBIX APXUBHBIX JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHECHUS, HHBIMU
HOPMATUBHBIMM  NPaBOBbIMU  akTtamu  Poccuiickon  @Denmepanumn, a  Takke
HOMEHKJIaTypoH jen oOiieodpa3oBaTebHON opranu3anuu. HomeHkIaTypoil nen He
JIOITYCKAETCsl YCTAHABJIMBATH CPOKH XPAHEHUsS MEHBIIE CPOKOB, YCTAHOBJIEHHBIX
HOPMATUBHBIMU ITPAaBOBbIMHU akTamu Poccuiickon @enepamnumu.

2.3. JlokymeHThl BpeMeHHbIX (10 10 JeT BKIIOUUTENIBHO) CPOKOB XPAHEHHUS IO
o01IeMy MpaBUITy XPaHSITCS B CTPYKTYPHBIX MOApa3aesieHusax o0ieo0pa3oBaTeIbHOM
OpraHM3ally U TIOCJIE UCTEUEHHUS] YCTAHOBJICHHBIX CPOKOB XPAHEHHS M MPOBEICHUS
DKCHEPTU3bl LIEHHOCTH YHUYTOXKAIOTCA B YCTAHOBIEHHOM mnopsake. [lo pemenuro
IupekTopa  0011eo0pa3oBaTeibHONM  OpraHu3aldyd  Takhe JAOKYMEHTbl  MOTYT



NepeIaBaThCs B ApXUB, €CIU B CTPYKTYPHBIX MOAPA3AETICHUSIX OTCYTCTBYIOT YCIOBHS,
00ecreunBaoIIre UX COXPAaHHOCTb.

2.4. OpraHuzanus XpaHEHUS  JJCKTPOHHBIX  APXMBHBIX  JOKYMEHTOB
OCYUIIECTBJISIETCSI B COOTBETCTBMM C TpeOoBaHusiMu [IpaBui, yTBEp:KICHHBIX
npukazoM PocapxuBa ot 31 wmrons 2023 roma Ne 77. DneKkTpOHHBIE apXUBHBIC
JIOKYMEHTBI XPaHSATCS B CUCTEME XPAHEHMs JIEKTPOHHBIX JIOKYMEHTOB W (WMJIM) Ha
¢usznyeckn 000COOJEHHBIX HOCUTEISIX C OOECIeUeHHEM UX COXPaHHOCTH,
IOPUIMYECKON 3HAUMMOCTH, Pa3TpaHUYEHHUs] MpaB JOCTYyMa, 3alUThl MH(POpMAIUH,
pPE3epBHOTO KOMMMPOBAHUS U BO3MOKHOCTH BOCCTAHOBIICHHUS.

3. 3agaum apxuBa

3.1. OcHOBHBIMH 33JJa4aMM apXHBa SIBJISIOTCS:

3.1.1. Opranuzamus XpaHEHHUS JTOKYMEHTOB, COCTaB KOTOPBIX IPEIyCMOTpPEH
pazaenoM 2 Hacrosmero [lonoxenus.

3.1.2. KowmmiekTtoBaHue apxwBa JOKYMEHTaMH, OOpa3oBaBIIMMHCS B
JeATEIbHOCTH 00111e00pa30BaTEIbHON OPraHU3aluu.

3.1.3. VYuer, obecrneueHHE COXPAHHOCTH, CO3/IaHWE HAyYHO-CIPABOYHOTO
amnrapara.

3.1.4. Wcnonb3oBaHWE [TOKYMEHTOB, HAXOMSIIMXCA HAa XPAaHCHUH B apXHUBE
IIKOJIBI.

3.1.5. Ecnu o6meoOpa3oBaTenbHas OpraHu3ais SBISIETCS HMCTOYHHUKOM
KOMILJIEKTOBAHUSI TOCYAAPCTBEHHOrO (MYHHMIMIAIBHOIO) apXWBa, — MOArOTOBKA M
CBOEBpPEMEHHAsl nepenada AOKYMEeHTOB ApxuBHOro ¢onaa Poccuiickoit deneparmu
Ha MOCTOSTHHOE XPAaHEHHUE B COOTBETCTBYIOUIMI rOCYJapCTBEHHBIN (MYHUIIMITAIBHBIN)
apXuB B IIOPSAJKE U CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATEIILCTBOM Poccuiickon
denepanum.

3.1.6. Meroauueckoe pPyKOBOJACTBO U KOHTPOJIb 3a (HOPMUPOBAHHEM U
oopmiieHHEeM e B JeNONPOU3BOACTBE IIKOJIBl M CBOEBPEMEHHON mepenaueil ux B
apXxuB 00111e00pa30BaTEIbHON OpraHu3aIuy.

4. DyHKIIUM apXUBA
B cOOTBETCTBUY ¢ BO3JIOKCHHBIMM 33Ja4aMH aPXUB OCYHIECTBISAET CIEAYIOUINE

gl)YHI(I M.

4.1. Opranusyer npueM JOKYMEHTOB IMOCTOSIHHOTO M BpeMEHHBIX (cBblilie 10

JIeT) CPOKOB XpaHEHHsI, B TOM YHKCJE MO KajJpaM U 00ydaromuMcs, 00pa30BaBIINXCS B
NEeSATEIbHOCTH IIKOJIbl, B COOTBETCTBUU C YTBEPKACHHBIM IPauKOM.

4.2. OOecneynBaeT COXpPaHHOCTb M BEAET Y4YE€T JOKYMEHTOB M (DOHJOB,
HaXOJIAIIUXCS HAa XpaHEHUU B apXKBe 00111€00pa30BaTEIbHON OpraHu3alii.

4.3. Tlpencrapisier B rocyIapCTBEHHBIN (MYHUIIUITAIBHBIN) apXUB CBEICHHUS 00
o0beMEe M COCTaBe XpaHAUIMXCA JOKyMeHTOB ApxuBHOro ¢ouaa Poccuiickoii



denepani U MHBbIE MPEAYCMOTPEHHBIE 3aKOHOAATEIHCTBOM CBEJCHHS B CIy4asX,
ecliu Takas 0053aHHOCTh YCTaHOBJIEHA 3aKOHO/ATeNbcTBOM Poccuiickoit deneparuy,
B TOM 4YMCJI€ B CBSI3U C BKJIIOUEHHEM 00I€00pa30BaTEbHOM OpraHU3alld B YUCIIO
UCTOYHHUKOB KOMILJICKTOBAHHUSI COOTBETCTBYIOIIETO apXUBa.

4.4. CucremMaTu3upyeT U pa3MelaeT JOKYMEHTHI, OCTYMaloIe Ha XpaHeHHE B
IIKOJIBHBIN  apXWB, 00pa3oBaBIIMECS B XOJAE OCYIIECTBICHUS JESITEIBHOCTH
o011e00pa3oBaTeIbHON OpraHU3aIiH.

4.5. Ecmu o6meoOpazoBarenbHass —OpraHu3alusi  SBISETCS  MCTOYHHKOM
KOMIUIEKTOBAHUS TOCYJAapPCTBEHHOTO (MYHHUIIMIAIBHOTO) apXuBa, apXHB OpraHU3yeT
MOJITOTOBKY JOKYMEHTOB K PAacCMOTPEHHIO SKCIEPTHOM KOMHUCCHEH, IKCHEPTHO-
IPOBEPOYHON KOMHCCHEH M Mepefaye JOKYMEHTOB Ha IOCTOSHHOE XpAaHEHUE B
HOPSZIKE U CPOKH, YCTAaHOBJIEHHBIE 3aKOHOAaTeNbCTBOM Poccuiickoit denepanuu.

4.6. ApXMB OCYIIECTBISET MOATOTOBKY U MPEICTABISET:

e Ha paccMOTpeHHe u COIJIaCOBaHUE HKCIEPTHOM KOMHUCCHH

o01eo0pa3oBaTeNbHON OpPraHU3alUy MPOEKTHl HOMEHKIATYphl AEN, OMHCEH Nen U
JIOKYMEHTOB IOCTOSIHHOTO U BpeMeHHbIX (cBbIe 10 j1eT) CpoKOoB XpaHEHUs, B TOM
YUCJ€ MO JIMYHOMY COCTaBY, IPOEKThl aKTOB O BBIAEICHHMH K YHUYTOKECHHUIO
JOKYMEHTOB, HE IOJUICKAIUX XPAaHEHHUIO, aKTOB O HEUCIIPABUMBIX IOBPEKICHUSAX
aApXUBHBIX JIOKYMEHTOB U aKTOB O HEOOHApYyXEHHHM apXUBHBIX JIOKYMEHTOB, IyTH
PO3BICKA KOTOPBIX HCUEPIAHBL;

eccii  o0OmeoOpa3zoBaTesibHAasl ~ OpraHu3alus  SBJISETCSA  HWCTOYHUKOM
KOMILJIEKTOBAHHUS rocyAapCTBEHHOTO (MyHHULIMITAJIBHOTO) apxuBa 160
3aKOHOJATEIBCTBOM MPEAYCMOTPEHO MPECTABIEHNE COOTBETCTBYIOLIUX JOKYMEHTOB
B JKCIIEPTHO-MPOBEPOUHYI0 KOMUCCHIO, — JOKYMEHTBI, MPEAYCMOTPEHHbIE TYHKTOM
29 IIpaBun, yTBepx)aeHHbIX pukazoM Pocapxua ot 31 wutons 2023 roga Ne 77, Ha
PacCMOTPEHHE COOTBETCTBYIOIIEH SKCIIEPTHO-IIPOBEPOYHON KOMUCCHH;

o IUPEKTOPY 00I11€00pa30BaTEIbHON OpPraHU3alMU — JOKYMEHTHI, MOJUIeXkKaIIne
YTBEPKJICHUIO PYKOBOIUTENIEM, IOCIE HMX COTJIACOBAHUS HSKCIEPTHOM KOMHUCCHEH
OpraHu3allid MW, B TMPEIYCMOTPEHHBIX 3aKOHOJATEIhCTBOM ClydasiX, IOCIHe
YTBEPKJICHUSI U COTIIACOBAHUS IKCIIEPTHO-TIPOBEPOUYHON KOMUCCHUEN.

Ecaiu  obGmieoOpa3oBaTenbHasi OpraHM3alids HE  SIBJISAETCS  MCTOYHUKOM
KOMILJIEKTOBAHUSI TOCYJAapCTBEHHOIO (MYHUUMIIAJIBLHOTO) apXuBa U HWHOE He
YCTAHOBJICHO 3aKOHOAATENbCTBOM Poccuiickon @enepanuu, COOTBETCTBYIOLINE
JOKYMEHTBI YTBEPKIAIOTCS JUPEKTOPOM HJIM YIIOJIHOMOYEHHBIM UM JIMLIOM IOCIE UX
COTJIACOBaHUS IKCIEPTHON KOMHUCCHeEl 00111e00pa3oBaTeIbHON OPraHU3alHH.

4.7. Ecmm o6meoOpa3oBareibHas OpraHu3anus —SBISETCS  MCTOYHHKOM
KOMIUIEKTOBAHUS T'OCYJAapPCTBEHHOIO (MYHHUIMIAIBHOIO) apXuBa, apXUB OpraHU3yeT
nepenady I0KyMeHTOB ApxuBHoro ¢gonna Poccuiickoil @enepanuu Ha MOCTOSHHOE
XpaHEHUE B COOTBETCTBYIOIIMM TIOCYAAPCTBEHHBIM (MYHULMIANbHBINA) apXWB B
IIOPSIAKE M CPOKH, YCTAaHOBJIEHHBIE 3aKOHOAATenbCcTBOM Poccuiickon Penepanuun. B



WHBIX ClIy4yasix Mepefadya apXUBHBIX JOKYMEHTOB OCYIIECTBIISICTCS MPU HaJIUYUU
OCHOBAHMMW W B MOPSAKE, NPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM Poccuiickon
denepanum.

4.8. ApXWB COBMECTHO C OKCIEPTHOM KOMHUCCHEH 0011e00pa3zoBaTeIbHON
OpraHM3allid YYacTBYEeT B OpPraHM3allid M IPOBEACHUU DSKCIEPTU3bl LEHHOCTH
JIOKYMEHTOB, 00pa3yIoLUXCs B EATEILHOCTH IIKOJIbI, B LIEISAX YCTAHOBIECHUS CPOKOB
X XpaHEHHWs, OTOOpa JOKYMEHTOB JJIA BKJIIOUEHHUS B COCTaB ApXwBHOTO (oHAA
Poccuiickoit denepanuu, 0TOOpa JOKYMEHTOB ISl ApXUBHOIO XPaHEHUS, a TAKKE
BBISIBJICHUSI TOKYMEHTOB, CPOKU XPAHEHUS KOTOPBIX UCTEKIIM U KOTOPhIE HE MOJIJIEHKAT
JAJbHEUIIIEMY XPaHEHUIO.

4.9. VYyactByer B paboTe OKCHEPTHOM KOMHCCHH 00IIe00pa30BaTeIbHOM
OpraHu3aluu.

4.10. IlpoBoauT MEpOMPUATUS MO OOECHEYEHUIO COXPAHHOCTH JOKYMEHTOB,
HAXOJISAIIUXCS Ha XpaHEHUU B apXUBe 0011e00pa30BaTeILHON OpraHU3aIUu.

4.11. Opranusyer UHGOPMHUPOBAHUE ATMUHHUCTPAIIMU U PAOOTHUKOB IIKOJBI O
COCTaB€ U COJEPKaHUU JOKYMEHTOB apXuBa 00I1€00pa30BaTEeIbHON OpraHu3aluu.

4.12. UadopmupyeT moab30BaTeIeH Mo BOIPOCAM MECTOHAXOKACHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Brigaet paboTHHUKaM 00Ie00pa30BaTEIbHON OpraHU3ali BO BPEMEHHOE
MOJIb30BAHUE APXMBHBIC JOKYMEHTHI JIJIsl BHITIOJHEHUS UMU TPYJIOBBIX 00sI3aHHOCTEH
Ha OCHOBAaHWU NUCBMEHHOTO PAa3pelIeHUs AUPEKTOpa WA YHOJHOMOYEHHOTO UM
JUIAa U CIIYKEOHOM 3amuCKH, 3agBKU JIMOO MHOTO YCTAHOBJICHHOTO B OpraHu3alluu
nokyMeHTa. Cpok BbIIaud paOOTHUKY HE JOJDKEH MPEBBIINIATh OJHOTO MeEcsIla, ecliu
WHOE HE YCTAaHOBJIEHO 3aKoHOAAaTeNhCTBOM. DakT BbIAAUM M BO3BpaTa apXMBHBIX
JIOKYMEHTOB TOJJICKUT 00s13aTenbHOMYy yueTy. [lepen Bbymauedd u mocliie BO3BpaTa
MIPOBEPSIOTCS HAJTMYUE U COCTOSTHUE JOKYMEHTOB.

4.14. UcnionHseT 3apoChl OpraHU3alvil U TpaKJaH 1o apXUBHBIM JOKYMEHTaM B
MOPSJIKE, YCTAHOBJIEHHOM 3akoHoAaTenbCcTBOM Poccuiickonn ®enepanuu. [lpu
HaJUYUU  COOTBETCTBYIOIIMX AapXMBHBIX JOKYMEHTOB  00IIeo0pa3oBaTebHas
opraHuzaiuys OecruiaTHO mpenocTaBisieT 0hOPMIICHHBIE B YCTAHOBJIICHHOM TMOPSIJIKE
apXWUBHBIE CIPABKU WM KOMHUHU APXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE C COIMATILHOMN
3alUTON TpakaaH, MpeaycMaTpUBAIOIIEH TEHCHOHHOE OOeCleUYeHHUe, MOJydYeHUE
JBTOT U KommeHcarui. OTBEThl Ha 3ampochl OPOPMIISIOTCS B MPEAYCMOTPEHHBIX
3aKOHOJIATEIHCTBOM (popMax, B TOM UHCIE B BUAC APXUBHOUM CIPABKH, apXUBHOMI
BBITTUCKH, aPXUBHOW KOMMH WM WH(HOPMAITMOHHOTO MTHUCHMA.

4.15. Bener ydeT MCMOJIB30BAHUS JOKYMEHTOB apXuBa 0011€00pa3oBaTeIbHON
OpraHU3aluu.

4.16. Cozmaer (oHI TONB30BAHUS apXWBa IIKOJBI M OPTaHU3yeT €ro
HCIIOJIb30BaHUE.

4.17. OcyliecTBIsE€T BEACHUE CIPABOYHO-TIOMCKOBBIX CPENICTB K JOKYMEHTaM



mIKOJIbHOTO apxuBa. Co3daeT, MOTOJHSAET W COBEPIICHCTBYET HAyYHO-CITPABOYHBIN
ammapart K XpaHsAIUMCs B apXHBE JeJIaM U JOKyMEHTaM.

4.18. VYyactByer B pa3pabOTKe JOKyMEHTOB  00IIe00pa3oBaTEIbHON
OpraHU3alliy 110 BOTIPOCaM apXHUBHOTO Jiejla M JISJIOMPOU3BO/ICTBA.

4.19. Oka3bIBaeT METOJANMYESCKYIO IIOMOIIIb:

o CTYKOC JICTIONPOM3BOJICTBA INKOJBI B COCTABJICHHM HOMCHKJIATYPBI JIE,

dbopmupoBaHUr U 0OPOPMIICHUH ACI, KOHTPOJIUPYET MPABUIHLHOCTh (DOPMUPOBAHUS H
odopMIICHUS ACIT B JEIONPOU3BOICTBE;

e CTPYKTYPHBIM TIOJPA3JCICHUSIM U paOOTHUKAM IIKOJBI B TOJATOTOBKE
JTIOKYMEHTOB K TIEpe/iaue B apXuB 00IIe00pa30BaTeILHON OPTaHU3aIiH.

4.20. YyacTByeT B HMPOBEACHUN MEPONPHUATHN IO MOBBIMICHUIO KBaTU(DUKAIIUH
pabOTHUKOB apxMBa H  CIOYyKOBI  JCIONPOU3BOJACTBA  00IIc00pa3oBaTEIHLHOMN
OpraHu3aIlvu.

4.21. JIOKyMEeHTBI, CPOKH XpaHEHHUS KOTOPBIX UCTEKIIU, MOTYT OBITh YHUYTOKCHBI
TOJIBKO TIOCJIC TPOBEACHUS SKCIEPTH3bI IIEHHOCTH, 3aBEPIICHHS MPETyCMOTPEHHOTO
3aKOHOJIATEILCTBOM TIOPSAJIKA PACCMOTPEHUS W YTBEPXKICHHUS COOTBETCTBYIOIINX
OTHMCEH e W YTBEePKACHHS aKTa O BBIACICHUM K YHUYTOKCHHUIO JOKYMEHTOB, HE
MOUICKAIMMMX ~XpaHeHHI0. JIOKYMEHTBI, CoOJepiKalllue IepCOHANbHBIC JaHHBIC,
CBEJICHHS C TIOMETKOW «/Jljs ciy)keOHOro mOoNIb30BaHUS» W HHYI HHGOPMAIIUIO
OTPaHUYCHHOTO JOCTYIIa, YHUUTOXKAIOTCS HEIIOCPEACTBEHHO B 00I1Ic00pa3oBaTeIbHOM
OpraHu3allid IMyTeM MEXaHWYECKOro H3MeNb4YeHUs (IIPeAUPOBaHUSA) JTUOO HHBIM
CIIOCOOOM, HCKITFOYAIOIIMM  BO3MOKHOCTH BOCCTAHOBJICHHS — COJEpXKAIlCHCs B
TOKyMeHTaX WHpopMaruu. byMakHbIe OTXOABI TOCIE YHHUYTOXXCHHS IEepPEaaroTCs
OpraHW3allid, OCYIICCTBIIIONIEH MepepaboTKy BTOPUYHOTO CHIpbs. JIOKyMEHT,
MOATBEPKAAIOMUKA  (DAKT yTHIM3AlMM, TpUJaracTcs K akTy O BBUICICHUU K
YHUYTOXXCHHUIO IOKYMEHTOB, HE TIO/IC)KAIIUX XPAHCHUIO.

S. IIpaBa apxuBa

s evinonneHus 60310JCEHHbIX 3a0a4 U (QYHKYUL TUYO, OMEEmCmMEEHHoe 3d
apxus, umeem npaso:

5.1. IlpeacrtaBnatre  aupekTopy  0O0IIE0O0pa30BaTEIbHOM  OpraHu3aluu
MPEJIOKCHHSI 110 COBEPIICHCTBOBAHHWIO OPTaHW3allMd XPaHCHHs, KOMIUICKTOBAHMS,
ydeTa U UCTIOJIh30BAHUS apPXUBHBIX JJOKYMEHTOB B apXUBE IITKOJIBI.

5.2. KoHTpomupoBaTh BBITIOJIHEHHE YCTAHOBIEHHBIX TPaBWI PabOTBI C
JIOKyMEHTaMH B CTPYKTYPHBIX MOApa3IeNIieHUsIX 001meo0pa3oBaTebHON OpraHUu3aIlHH.

5.3. 3anpammBarth OT CTPYKTYPHBIX MOJPA3feieHU M pPaOOTHUKOB IIKOJIBI
CBEJICHUS, HEOOXO0UMBbIe JUIsl pabOThl apXMBa, C YUYETOM OOECHEUECHHs BBITOJIHEHUS
BCEX BO3JIO’KEHHBIX HA apXHB 33Ja4 U PYHKIUH.

5.4. JlaBatb pa3bACHEHHMS M PEKOMEHJAIMU IO BONPOCAM, BXOJSIIUM B
KOMIIETEHIIMIO apXHUBa 00111e00pa30BaTEIbHON OPraHU3alINH.



5.5. MadopMupoBaTh CTPYKTYpPHBIE MOAPA3ACICHUS IIKOIBI O HEOOXOIUMOCTH
nepeayu JOKyMEHTOB B ApXUB B COOTBETCTBUM C YTBEPKJICHHBIM IpadUKOM.

5.6. IlpuHumaTh y4acTu€ B  3acC€laHUSX  HKCHEPTHOM  KOMHCCHUHU
oOmieoOpazoBarenbHOil  opraHu3anuu. B ciydae ecnu  001meodpa3oBaTesibHas
OpraHu3anus  SIBISIETCS ~ MUCTOYHMKOM  KOMIUIEKTOBAaHUS  T'OCYJapCTBEHHOIO
(MyHULIMITAILHOTO) ~ apXWBa, JIMIIO, OTBETCTBEHHOE 3a apXWB, BIpaBe B
YCTAaHOBJIEHHOM TOPSIKE  y4YacTBOBAaTb B  PACCMOTPEHUH  OTHOCSIIUXCA K
JESATENBHOCTH LIKOJIBI BOIIPOCOB AKCIIEPTHO-MIPOBEPOUHOMN KOMUCCHEHN
COOTBETCTBYIOIIETO APXUBHOTO YUPEKICHUS.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHMPOBAHHE APXHUBA

6.1. JIuo, OTBETCTBEHHOE 3a apXWB, HECET OTBETCTBEHHOCTh B IIpEAeiIax
BO3JI0’KEHHBIX HAa HETO TPYAOBBIX (JOHKHOCTHBIX) 00sI3aHHOCTEH U MPEAOCTaBICHHbBIX
IIOJIHOMOYH 32 OpraHU3alHI0 XPaHEHUs, y4eTa, KOMIUIEKTOBAHUS U HCIIOJIb30BAHMUS
apXUBHBIX JIOKYMEHTOB, 00€CIIEUEHHE UX COXPAHHOCTH, COOIIOEHUE YCTAHOBIIEHHBIX
TpeOOBaHMI K paboTe C apXMBHBIMH JTOKYMEHTAMU W BEJIEHUE NPEIyCMOTPEHHOMN
3aKOHOJATEIbCTBOM apXMBHOW YYETHOM JOKyMeHTaluu. KOHKpeTHbIi 00bem
OOs3aHHOCTEM U  OTBETCTBEHHOCTH  OIPENESeTCS  TPYIOBBIM  JOTOBOPOM,
JNOJDKHOCTHOW ~ MHCTPYKLMEH, MPUKA30M JHUPEKTOpa M HHBIMU JIOKAJIBHBIMU
HOPMaTUBHBIMU  aKTaMHd  oOHIe00pa30BaTEIbHOW  OpraHM3ali € y4eTOM
3aKoHoarenbcTBa Poccniickont Penepannu.

6.2. OTBETCTBEHHBIE 3a BEJCHUE JIEJIONPOU3BOJCTBA, IOATOTOBKY H
NPEACTABICHUE JOKYMEHTOB Ha XpaHEHHE B apXuB, HA3HAYAIOTCS JUPEKTOPOM
o011eo0pazoBaTeNbHON OpraHu3aluu.

6.3. KoHTpons  AeATeNbHOCTH  apXuBa  OCYLIECTBISIET  JUPEKTOP
o011eo0pazoBaTeNbHON OpraHU3allvy.

7. KoMiuiekroBanue apxuBa

7.1. TlogroroBka MOKYMEHTOB K Iepeade Ha apXMBHOE XPAaHCHHE BKIIOYACT
MIPOBEJICHHUE DKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB, opMUpOBaHUE U 0(DOPMIICHHE JIET,
COCTABJICHHE OIMCEH e M JOKYMECHTOB M BBIIMOJHECHUE WHBIX MEPOIPHSTHH,
peayCMOTPEeHHBIX [IpaBuiamu, yTBepKACHHBIMH Tpuka3oM PocapxuBa ot 31 wromns
2023 roma Ne 77.

7.2. IKkcnepmu3a ueHHOCMU OOKYMEHM08.

7.2.1. Oxcnepmusza yewHOCmMu OOKYMeHMO8 — OIPEACICHUE IEHHOCTH
JIOKYMEHTOB C II€JIbI0 OTOOpa MX HAa XpaHEHUE M YCTAHOBJIEHHE CPOKOB XPAHEHMS.
DKCnepTu3y LEHHOCTH JIOKYMEHTOB B  00IIeo0pa3oBaTeNbHON — OpraHu3aluu
OCYUIECTBJISIET OCTOSIHHO ICUCTBYIOIIAS SKCIIEPTHAS KOMUCCHUSAL.

71.2.2. Dxcnepmuas xomuccusi o0O1E00pa3oBaTEeIbHOW OpraHU3allud CO3/1aeTCs
MPUKA30M JUPEKTOpa U SBISETCS COBEMIATEILHBIM OPraHOM IIPH PYKOBOJUTENE



opraHnszauuu. llepcoHanbHBIM COCTaB JKCHEPTHOM KOMMCCUH  ONPEIEIAETCS
NPUKa30M JHPEKTOpa MKOJbl. B cocTaB KOMHCCHM BKIIIOYAKOTCS MPEACENATEb,
CEKpeTapb, NPEICTABUTENN CIIYy>KObI JEIOMPOU3BOACTBA, APXUBA U COOTBETCTBYIOLIUX
CTPYKTYpHBIX  noxapaszaeneHui.  lIIpexcraBurens — rocyJapCTBEHHOTO WM
MYHUIMIAIBHOTO ApXWBA, HWCTOYHUKOM KOMIUIEKTOBAaHUS KOTOPOIO  SIBJISIETCS
o01ieoOpa3oBareibHasl OpraHU3alMsi, MOXET BKJIIOYATbCS B COCTaB KOMHCCHHM IIO
COrJIaCOBaHUIO. OKCIIEPTHAsE KOMHUCCHUSL JIEWCTBYET Ha OCHOBAaHUM OTAEIBHOIO
MOJIOKEHUS, Pa3pabOTaHHOTO C ydeToMm [IpuMepHOro moyiokeHus 00 SKCHEPTHOM
KOMMCCUM OpPTaHH3allld, YTBEPKACHHOTO npukazoM Pocapxusa ot 11 ampensa 2018
roza Ne 43.

7.3. Ogpopmnenue oen

7.3.1. IlomHomy oQOpMIICHHIO MOAJEKAT Jela IMOCTOSIHHOTO XpaHEHU,
BpeMeHHbIX (cBbllIe 10 JIeT) CpOKOB XpaHEHMsI, a TaKXKe JeJla M0 JINYHOMY COCTaBy.
[TonHoe odopmienne pen Ha OyMaXHOM HOCHUTENIE BKIIIOYAET yJlaJeHHE
METAUIMYECKUX  CKPEIUIEHMM WM HMHBIX  3JIEMEHTOB,  MPENATCTBYIOIINUX
JOJITOBPEMEHHOMY XPAHEHHIO, HyMEPALIMIO JUCTOB, COCTABICHUE JINCTA-3aBEPUTEIIS,
B HEOOXOJMMBIX CIy4asX BHYTPEHHEH ONUCHU JTOKYMEHTOB, O(OpMIIEHHE OOJIOKKH
Jiena, a TaKKe IMOJAIIMBKY WM IEPEIUIeT Jela B COOTBETCTBUU C YCTAHOBIICHHBIMU
TpeOOBaHUSIMU.

7.3.2. OdopmneHue o0OJOXKEK Jed OCYIISCTBIACTCS B COOTBETCTBUH C
TpeOOBaHUSIMU U PEKOMEHAYEeMBbIMU O0pa3lamMH, YycTaHOBIEHHbIMU IlpaBunamu,
YTBEPXKAECHHBIMHU ITprKa3oM PocapxuBa ot 31 urons 2023 roma Ne 77.

7.3.3. ®opmupoBaHue, odopmieHHE, ONHUCAHUE U Tepedadya Ha apXUBHOE
XpaHEHHE DJJIEKTPOHHBIX Jel M JOKYMEHTOB OCYIIECTBISIIOTCA B  MOPSJKE,
npenycMoTpeHHOM [IpaBuiiamMu, yTBEp:KIEHHBIMU Ipuka3zoM Pocapxmua ot 31 uromns
2023 roma Ne 77.

7.3.4. Haanucu Ha 00J0KKax el MOCTOSHHOTO M JOJTOBPEMEHHOTO XpaHEHHUs
CJIEyET MPOU3BOJIUTh YETKO, CBETOCTOMKHMH YEPHUIIAMH.

7.3.5. Ins yuyera KOJWYECTBA JUCTOB B jeie U (PUKcaMU OCOOCHHOCTEH HX
HyMEpallMK Ha OT/AEJIbHOM JIUCTE COCTABIISICTCS 3aBEPUTEINIbHAS HAIITUCh.

7.3.6. B 3aBepuTEIbHON HAAMUCH YKa3bIBAETCS KOJUYECTBO JUCTOB (udpamMu u
NPONUCHhIO) B Jeie. 3aBepuTelibHAas HAJNUCh TOJIUCHIBAETCS COCTABUTENIEM C
yYKa3aHUEM €ro JOJUKHOCTH U JaThl COCTaBICHUS.

7.3.7. BHyTpeHHsAsI ONHCh COCTaBIAE€TCS K JielaM T[IOCTOSHHOTO |
nonroBpeMeHHoro (cBeime 10 7eT) cpoka XpaHeHHs, C(HOPMHPOBAHHBIM IIO
Pa3HOBUJIHOCTSAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PaCKpbIBAIOT KOHKPETHOE
COJepKaHuE TOKyMEHTOB (0c000 LIEHHbIE, IMYHbIE JIeTIa U Jp.).

7.4. Onucanue apxugHvix 0OKyMeHM 08



7.4.1. OnucHu COCTaBIIAIOTCSA OTAEJIBHO Ha JieJa MOCTOSHHOIO XpaHEHus, Jena
BpeMEHHbIX (cBbllIe 10 JI€T) CPOKOB XpaHEHUs, Jeja IO JUYHOMY COCTaBy M
AIIEKTPOHHBIE JI€JIa COOTBETCTBYIOIIUX CPOKOB XPaHEHUSI.

7.4.2. Ha ocHOBaHMM oONHUCEH MO CTPYKTYPHBIX MOJPA3ACICHUN JHIIO,
OTBETCTBEHHOE 32 apXUB, POPMHUPYET MPOEKTHI COOTBETCTBYIOIINX T'OJIOBBIX Pa3/eioB
Oomucel JAen U TIOKYMEHTOB.

7.4.3. IIpoekThl onucel e U TOKYMEHTOB MOCTOSIHHOTO XPaHEHHUs, BpEMEHHBIX
(cBpimie 10 51eT) CpOKOB XpaHEHHs, B TOM YHUCJE IO JIMYHOMY COCTaBy, IMPOEKTHI
OMHCEN COOTBETCTBYIOIIMX AJIEKTPOHHBIX JOKYMEHTOB, @ TAaKXKE IMPOEKThl aKTOB O
BBIJICJICHUH K YHHUYTOXEHHUIO JOKYMEHTOB, HE IMOJICKANIMX XPAHECHUIO, MOJJIEKAT
PAacCCMOTPEHHMIO M COTJIACOBAHMIO HKCIEPTHOM KOMHCCHEHW 0011e00pa3oBaTeIbHON
OpraHu3alMyd B MOPSAKE, yCTaHOBIEHHOM [IpaBunamu, yTBEpKICHHBIMH IPUKA30M
Pocapxusa ot 31 urons 2023 roga Ne 77.

7.4.4. JlanbHeilliee yTBEpKIEHUE U, NMPU HEOOXOAMMOCTH, IPEACTaBICHUE
ONMHCE M AaKTOB B JKCIEPTHO-NPOBEPOUYHYIO KOMMCCHIO OCYUIECTBISIOTCS B
3aBUCUMOCTH OT TOT'O, ABJISIETCS JIM 001Ie00pa3oBaTeabHas OpraHu3anusl HCTOYHUKOM
KOMILJIEKTOBAHUSI TOCYIAPCTBEHHOTO (MYHHIIMIIAIIBHOTO) apXUBa, U B COOTBETCTBUU C
nyHkramu 29 u 30 I[IpaBui, yrBepKIeHHbIX npuka3zoM Pocapxusa ot 31 utonsa 2023
roaa Ne 77.

7.4.5. Ilo okoHYaHUM JEJIOMPOU3BOACTBEHHOTO TojJa B 0011e00pa3oBaTebHOM
OpraHu3alMyd MPOU3BOJUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CpOKa XpaHEHHUs AJis
BKJIFOYEHHUS] X B onuch. ONMHUCh COCTOMT M3 TOJOBBIX pa3/esioB, BHYTPU roja Jeia
pacrnoJyiaratorcs MO CTENEHU 3HAYMMOCTH C Y4Y€TOM HOMMHAJIBHOIO MNpHHIMNA (B
COOTBETCTBHH C HOMEHKJIATYPOUl 00111€00pa30BaTeIbHON OPTaHU3AIINH ).

7.5. llena BpemeHHbIX (10 10 JIeT BKIIOYUTENHHO) CPOKOB XPAHEHHS TMOJICKAT
YaCTUYHOMY O(DOPMIICHHIO M, 1O OOIIeMy MpaBUily, XPAHATCS B CTPYKTYPHBIX
nojipa3ziesieHusix 001eoopazoBaTenbHON opranuzanuu. OHU TEpeNaloTcs B apXUB
TOJIBKO IO PEIICHUIO JUPEKTOpa WM YIIOJIHOMOYEHHOIO UM JIMLA, €CIIU CTPYKTYPHOE
No/ipa3/ieJIeHue HE MOKET 00ECTIeUNUTh YCTAHOBJICHHBIE YCIOBUS UX COXPAHHOCTH.

7.6. Ilopaook u cpoku nepedauu oen 6 apxue

7.6.1. ApXHBHBIE TOKYMEHTBHI TMOCTOSSHHOTO M BpeMeHHbIX (cBbime 10 1er)
CPOKOB XpaHEHHs, B TOM YHUCJE JOKYMEHTHI MO JUYHOMY COCTaBy, MEpeNaroTcs Ha
XpaHEHUE B apXuB 00111e00pa30BaTEIbHON OpraHu3allid HEe paHee YeM uepe3 OJUH
rOJl ¥ HE MO3/IHEE YEM Yepe3 TPHU I'oJa NOCIIE 3aBEPILIECHNUS €1 B 1€JIONPOU3BOJICTBE.

7.6.2. Ilepenaua apXWBHBIX JOKYMEHTOB OCYIIECTBISETCS MO OMHUCAM Jied,
JOKYMEHTOB M OIHUCSM DJEKTPOHHBIX JOKYMEHTOB, COCTaBJIECHHBIM B CTPYKTYPHBIX
nojpaszieNieHusix oOuieoOpa3oBarenbHO opranuzanuu. Onucu Aen U JOKYMEHTOB
CTPYKTYPHBIX MOAPA3AEIECHUN COCTABISAIOTCS B IBYX SK3EMIUISIPAX U IPEACTABISIOTCS
JMIly, OTBETCTBEHHOMY 3a ApXMUB, HE MO3/IHEE YEM YEpE3 OJUH T'OJl IOCIE 3aBEPLICHUS



Jen B Aenonpon3BoacTse. Omucu 3JeKTPOHHBIX JOKYMEHTOB (POPMHUPYIOTCS B TOT XKe
CPOK U IepeatoTcs JMIly, OTBETCTBEHHOMY 32 apXUB, B AJIEKTPOHHOM (hopme.

7.6.3. Ilpu otcyTcTBHM B 00II€00pa30BaTEIbHON OpPraHU3alMi CTPYKTYPHBIX
noJpasieneHuil 00s3aHHOCTH T10 MOJTOTOBKE COOTBETCTBYIOIINX OMHUCEH U mepenade
JOKYMEHTOB B apXWB BBITIOJNHSIOTCS PaOOTHUKAMH, OTBETCTBEHHBIMU 3a BEJICHUE
COOTBETCTBYIOIIMX YYaCTKOB JEJIONPOU3BOJACTBA, B TOPSAKE, YCTaHOBICHHOM
JIOKaJIbHBIMH HOPMATHUBHBIMHU aKTaMH IIKOJBI.

8. YcioBus XxpaHeHUsl JOKYMEHTOB apXuBa

8.1. XpaHeHHne apXWBHBIX JOKYMEHTOB OO0Ie0Opa30BaTEILHON OpPraHW3allid B
3aBUCUMOCTH OT HMX O0OBE€Ma OCYIIECTBISETCS C MCIOIb30BAHUEM OJHOIO WU
HECKOJIbKHX CHENYIOINX BAPUAHTOB PAa3MEIICHHUS:

e B 37lJaHUU, COOTBETCTBYIOIIEM yCTAHOBJIICHHBIM HOPMATHUBHBIM TPEOOBAHUIM K
XPaHEHUIO apXUBHBIX JIOKYMEHTOB;

e B CITCIIMATILHO OOOPYAOBAHHOM [JISi XpaHEHUS JOKYMEHTOB HM30JIMPOBAHHOM
MTOMEIICHUH — aPXUBOXPAHIIIUIIIE;

e B 3amuparomuxcs mradax uiu cedax.

[Ipu orcyrctBuu B 00mieoOpa3oBaTEIbHOM  OpraHu3alMi  CIECIHAIBHO
00OpYZIOBAaHHOTO apXMBOXPAHWJIMINA APXWBHBIC JIOKYMEHTHI pa3MeEIIalTcs B
3anuparoImuxcs mkadax wim ceidax ¢ odecrnedyeHneM UX COXPaHHOCTH, 3aIUTHI OT
MOBPEXKJICHUS, YyTPAThl 1 HECAHKITMOHUPOBAHHOTO JIOCTYIIA.

8.2. ApXMBOXpaHWIHILE HE JODKHO pacIoyiaraThCs B TOABANAX W HHBIX
MTOMEIICHHUSAX HIKE YPOBHS TOBEPXHOCTH 3E€MJIM, 32 WCKIIOUYCHHEM TOMEIICHUH, B
KOTOPBIX OOecredeHa 3anuTa OT MPOHUKHOBEHHSI TPYHTOBBIX, TAJIbIX M MTaBOJIKOBBIX
BOJ.

8.3. ApXUBOXpaHWIMIIE JOJDKHO OTIENAThCS OT COCEIHMX TOMEICHUMN
OTHEYTNOPHBIMU CTEHAMHU, UMETh €CTECTBEHHYIO WJIM HMCKYCCTBEHHYIO BEHTWIAIIUIO,
00eCIEeUNBAONIYI0 PEHUPKYISIIIUI0O BO3AyXa H HCKIIOYAIONIyl0 00pa3oBaHUe
HEIMPOBETPUBACMBIX 30H, 00ECIIEYMBATh CTAOMIIBHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO
peXrMa, HMETh BBIXOJbl K JICCTHUYHBIM KjieTkamM © (unu) judrtam. Yepes
ApXWBOXPAHWIIMIIE HE JIOMyCKaeTCs TMPOKIaJKa TpyO0 BOJOCHAOKCHHS M
KaHAJIM3aIlMH, HAJIMYUEe TEXHOJIOTMYECKUX WM OBITOBBIX BBIBOJIOB BOJBI, a TaKXKe
pa3MeIeHrne paclpeAeUTeIbHBIX IIUTOB, TMPEJOXPAHUTENCH U OTKIIOYAOIINX
pPYOMIIBHUKOB.

8.4. Ilpu HAMIMUWU crieUaTbHO 000PYJOBAaHHOTO APXUBOXPAHHUIIUIIA APXUBHBIC
JIOKYMEHTBhl pa3MeIal0TCsi B HEM Ha CTAlMOHAPHBIX, MEPEABMAKHBIX U (WIH)
MOOMJIBHBIX METANIMYECKUX CTeJUIaKax, B MeTaUIM4yeckux Imkadax, ceddax wumm
KoHTelHepax. Ilpu  orcyrctBUM B 00mI€00pa3oBaTENbHOM  OpraHU3ALMU
apXMBOXPAHUIIMIIA apXUBHBIE JOKYMEHTHI pa3MENIaloTCs B 3alUparoluxcs mkadax
WM ceiidax ¢ oOecreueHrneM UX COXPaHHOCTH, 3alTUThI OT TMOBPEKICHUS, yTPATHI U



HECaHKIIMOHUPOBAHHOTO JocTyna. He nonmyckaercs XpaHeHUE apXUBHBIX JOKYMEHTOB
B TPAHCHOPTHOM Tape, mTadesax, Ha Moy, NOJOKOHHUKAX, JIECTHUYHBIX IJIOIAIKax
Y B UHBIX MECTax, HE NMPEJHA3HAYEHHBIX JUIsI XpAaHEHUS! apXUBHBIX JTOKYMEHTOB.

8.5. Crennaxu JOJKHBI OBITh YCTaHOBJIEHBl MEPHEHAMUKYJSIPHO CTEHaM C
OKOHHBIMM IpPOE€MaMH, a B IIOMEUIEHMH 0€3 OKOH — C Y4YeTOM OCOOEHHOCTEM
noMeleHus: U obopynoBanus. He nomyckaercs pa3mellieHue CTeiaxeil BINIOTHYIO K
HapY’KHbIM CTE€HaM 3JaHUS U K HCTOYHHKAM TeIuia.

8.6. PaccTaHoBKa CTallMOHApHBIX cTengaked M 1KadoB OCYLIECTBISETCS C

CO6J'IIOI[€HI/ICM CIICYIOIIUX PACCTOSHUIA:

e MEXK]y psilaMu cTeuIaxkel (TyIaBHbIN npoxo ) — He MeHee 120 cwm;

e MEXy CTEJUIaKaMH — HE MeHee 75 cMm;

e MEXJY HAapYyXXHOM CTEHOW 3JaHHWd M CTEUIa)KaMH, PaCIOJIOXKEHHBIMU
MapajuieIbHO CTEHE, — HE MEHEE 75 CM;

« MEXJly CTEHOM U TOPLIOM cTeJIaXa UM 1Kada — He MeHee 45 cm;

e MEXy BEPXHEW MOJKON cTeiulaxa, mKada uin ceiipa U NOTOJIKOM — HE MEHEe
50 cm;

e MEXY MOJIOM M HW)KHEH MOJIKOW cTeiiaka wiM 1mkagda — He meHee 15 cm, B
IIOMEIICHMIX HUKE YPOBHS ITIOBEPXHOCTH 3eMJI — HE MeHee 30 cm;

e OT HarpeBaTEIbHBIX U (MJIM) OTOMUTEIBHBIX YCTPOUCTB — HE MeHee 100 cMm.

8.7. IlpoTUBOIOXAPHBIA PEXKUM B 3JaHUSX, IJI€ PA3MEILIACTCs apXUB LIKOJbI, U B
apXUBOXpAaHWJIMIIAX  yCTaHaBIMBaeTcss B  cooTBeTcTBUM ¢ [lpaBunamu
npoTUBOIOkapHOro pexuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 roga Ne
1479.

8.8. ApxuBHBIE TOKYMEHTHI ClIeJIyeT XpaHUTh B TEMHOTE.

8.9. 3ammTa JOKYMEHTOB OT JCHCTBHS CBeTa OOECICUMBACTCS XpaHCHHEM
JOKYMEHTOB B KOpOOKax, Hamkax M Ieperuierax, B IIKagax WIM Ha CTellaxkax
3aKpBITOTO TUIIA.

8.10. EcTecTBeHHOE OCBEIllEHUE B apXHUBOXPAHUINILE AOMYCKACTCS MPU YCIOBUU
NpPUMEHEHUsI Ha OKHAaX CBETOpacceuBaTeseil, peryjasiTopoB CBETOBOI'O MOTOKa
(cenanbHbIX CTEKOJT), 3aUUTHBIX (DUIBTPOB U MOKPBITHI, KaTIO3H.

8.11. JIns HCKYCCTBEHHOTO OCBEIICHMS APXUBOXPAHWIMINA MPUMEHSIOTCS
MCTOYHHUKU CBETA, COOTBETCTBYIOIIME TpPEOOBaHUSIM 3aKoHoaTesnbcTBa U [lpaBun
XpaHEHUsl apXUBHBIX TOKYMEHTOB. J{OMyCKarOTCs jJaMIbl HaKadUBaHHUS B 3aKPBITHIX
wiadoHax ¢ IriIaJKoH MOBEPXHOCTBIO, @ TAKKE MPETyCMOTPEHHbIE HOPMAaTHBHBIMU
TpeOOBAaHUSIMU JIIOMUHECLIEHTHBIE U CBETOIUOIHBIE CBETUIIHLHUKH.

8.12. OnTuMalbHBIMU YCIOBUIMU XPAaHEHUS! apXHUBHbBIX JIOKYMEHTOB SIBJISIFOTCSI:

o JUII JIOKYMEHTOB Ha OyMakHOM Hocutelne — TeMmmeparypa 17-19 °C,
OTHOCHUTEJIbHAsS BIAXKHOCTH Bo3ayxa 50-55%);

o NIA JOKYMEHTOB HA MAarHUTHBIX JUCKaX M JHUCKOBBIX HAKOMHUTEISIX —
temriepatypa 8—18 °C, oTHOocUTeNbHAS BIAXXHOCTH Bo3ayxa 45—65%);



o JUII JIOKYMEHTOB Ha ONTHYECKUX JuUcKax — Ttemmepartypa 10-23 °C,
OTHOCHUTENbHAS BIAXKHOCTH Bo3yxa 20—50%.

YcnoBus XpaHEHHsI apXWBHBIX JOKYMEHTOB HWHBIX BHJIOB OOCCIECYMBAIOTCS B
COOTBETCTBUM C TpeOOBaHMSIMHU 3aKoHojarenscTBa Poccuiickoit @Pepepanuu u
[IpaBui, yTBepx’AeHHBIX NpruKa3oM Pocapxusa ot 31 uroinsa 2023 roma Ne 77.

8.13. Ilomemenuss apxuBa o0O0IIE00pa30BaTEIbHON OpraHU3allid JOJKHBI
COZIEPKaThCSl B YHCTOTE, B YCIOBHUAX, HCKIIOYAIOIIMX BO3MOXXHOCTH TOSBIICHHUS
TJICCEHU, HACEKOMBIX, TTHLIH.

8.14. KoHTpOnah TeMIEepaTypHO-BIAKHOCTHOTO PEKHMa  OCYIICCTBIISICTCS
PETYISPHBIM H3MEPEHUEM TTapaMETPOB BO3AYIITHOM CPEIbI C TOMOIIBIO TEPMOMETpa U
TUTPOMETpPa JUOO TEPMOTUIPOMETPA, Pa3MENICHHBIX B OJHOW WM HECKOJIBKUX
KOHTPOJIbHBIX TOYKAX apXUBOXPAHWJIHINA C YYETOM €ro IUIOMIAJN U KOHCTPYKTUBHBIX
O0COOEHHOCTEM, BJaIM OT OTONMTENbHBIX U BEHTWISIIMOHHBIX CHCTEM Ha BBICOTE HE
MeHee 1 meTpa oT nosa. M3MepeHus: oCyIecTBISIOTCS:

« B CIICIIMATTU3UPOBAHHOM 3/IaHUU apXHUBa — HE PEKE OJHOTO pasza B HENEIIO;

¢ B CITCIIMAJILHO OOOPYJAOBAHHOM [JISi XpaHEHUS JOKYMEHTOB H30JIMPOBAHHOM

MIOMEIIEHUH — HE PeXe JIBYX pa3 B HEAEIIO;

o TP HECOOTBETCTBUU MapamMeTpOB HOPMATHUBHBIM TPEOOBAHUSM — OJIUH pa3 B
CYTKH JI0 UX HOpMaJIM3all1H.

TemmnepaTypHO-BIOKHOCTHBIE XapaKTEPUCTUKU BO3AYIIHOM Cpelbl U MEpHI,
NPUHATHIE JJI1 HOPMAJIM3AIlMU PEXKHUMa, TMOJUIeKaT (PUKCAMM B YCTaHOBICHHOM
TOPSIZIKE.

8.15. JlocTym K apXWBHBIM JOKYMEHTaM, COJEPKAIIUM MEePCOHAIBHBIC TaHHEBIE,
CBEJICHUSI OTPAHWYCHHOTO JIOCTYNAa W HWHYI OXPAaHIEMYH 3aKOHOM HH(OpPMAIIHIO,
MPENOCTABIISECTCA TOJIBKO JIMIIAM, UMEIOIIMM 3aKOHHBIE OCHOBAaHHUSA JJIA JOCTyHa K
cooTBeTcTBYIOMIEH HMHPopManmu. OO6mieoOpa3zoBaTeabHasi OpraHU3alMs MPUHUMACT
OpPraHW3allMOHHBIE U TEXHUYECKHUE MEPHI, HCKIIOYAIONINE HECAaHKIIMOHWPOBAHHBIN
JOCTYTI K TAKUM JTOKYMEHTAM.

8.16. B apxuBOoXpaHUJIUIIE HE JIOMYCKAIOTCSI CE30HHBIC U CYTOUYHBIE KOJIeOaHUs
TeMriepaTypbl 6osee yeMm Ha 5 °C U OTHOCHTENIbHOM BIIAXXHOCTHU BO3Ayxa Oojee yem
Ha 10 mpoueHTOoB.

8.17. Hapnexaiee CaHUTapHO-TUTHEHUYECKOE COCTOSHHE apXHWBOXPaHUJIHUIIA
oOecrieunBaeTcs TPOBEICHUEM HE PEXe OJHOTO pa3a B MeCAIl BIAKHOW YOOpPKH
MOJIOB, OOECIBUTMBAHMS O0OPYIOBAaHUSA M TEPBUUYHBIX CPEACTB XPAHEHHS, a TAKXKE
o0pabOTKM  I[OKOJIBHBIX YacTedl  CTeUlaxed, IUIMHTYCOB ¥ IOJOKOHHUKOB
COOTBETCTBYIOIIUMH  CpPEACTBAMU.  ApPXUBHbIE  JOKYMEHTBI,  IMOJIBEpPIIIHECS
OMOJIOTUYECKOMY  MOPAXKEHUIO, TMOAJekKaT He3aMEUIMTENIbHOM — M30JSIUU |
CaHUTapHO-TUTHeHnYecKor oOpadoTke. [Ipu BbIsiBIEHNN OUONIOTrHYECKUX BpeauTeneH
MPUHUMAIOTCS MEphl 10 Ae3UHGEKIUMU, JEe3UHCEeKIMU MU (Ipu HEeOoOXOIUMOCTH)
JepaTH3aIuy apXUBOXPAHWIIUIIA.



9. 3ak/II04YUTeNbHbIE M0JI0KEHUS

9.1. Hacrosmee IlonoxxeHue SBIETCA JOKaJIbHBIM HOPMAaTUBHBIM AaKTOM,
npuHuMaeTcss Ha OOmieM coOpaHuu pabOTHUKOB WIKOJIBI M yTBEpKIaercs (JInbo
BBOJMTCS B ICHCTBUE) IPUKA30M JUPEKTOPa 00LI€00pa30BaTEIbHON OpraHU3aluy.

9.2. Bce u3MeHeHMs M JIONOJHEHMs, BHOCUMBIE B Hacrosiuee IlonoxxeHue,
opopmiitOTCST B TUCBMEHHOW ¢GopMe B COOTBETCTBUM C JICWCTBYIOIIMM
3aKoHoAaTenbCcTBOM Poccuiickon denepannu.

9.3. llonoxxeHne NPHUHUMAETCA HA HEONPEAECIEHHBIM CpoK. V3MeHeHus u
nononHeHus K llomokeHuio MpUHUMAIOTCS B TOpsAKe, MpeaycMoTpeHHoM 1. 9.1
HacTosuero [lonoxenus.

9.4. Ilocne npunsatus [lonoxeHust (UM U3MEHEHUN U JOMOJIHEHUN OTAEIBHBIX
INYHKTOB W pa3/ieJoB) B HOBOM pEeAaKIMM Mpeablaylias pelakius aBTOMaTHYECKU
yTpauuBaeT CUITY.
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