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1. O6uime NoNOXeHNS

1.1. HacTosiuiee onoxeHne pa3paboTaHO Ha OCHOBaHWMKM [MPUMEPHOro MonoXeHus 06 apxuse
opraHusaunun, yTBepXAeHHOro npukasom ®PefepanbHOro apxmMBHoro areHTcTsa Ne 42 ot 11
anpensa 2018 roga, B cooTBeTcTBMY C PefsepanbHbiM 3akoHOM Ne 273-$3 o1 29.12.2012 roga «O6
obpasoBaHun B Poccuiickoin depepaunn» ¢ nsmeHeHmsamun ot 24 mapta 2021 roga, lMpukasom
MwuHKynbTYpbl Poccum oT 31.03.2015 Ne 526 "O6 yTBep>XAeHUN NpaBua OpraHu3aLun XpaHeHus,
KOMMN/IEKTOBaHWA, Yy4yeTa W WCNONb30BaHWUA [OKYMEHTOB ApPXMBHOro QoHga Poccuiickoii
degepaymn 1 ApYyrux apxmMBHbIX AOKYMEHTOB B OpraHax rocyfapCTBeHHO BnacTu, opraHax
MECTHOro camoynpaBfieHMs 1 opraHusauusax”, YctaBoM 061 eobpa3oBaTe/ibHON OpraHusaunu.

1.2. [aHHoe [lonoxeHune onpegenseT cocTaB AOKYMEHTOB apxua 006Lweobpa3oBaTe/ibHOM
opraHmsauunm u YCNnoBuUA WX XpaHeHud, ycCTaHaB/MBAaeT 3afjayu, HasHauyeHue un QPYHKLUM
LWKOMBHOTO apxuea, pernameHTMpyeT AeATeNbHOCTb /ihla, OTBETCTBEHHOIO 3a BeJeHue apxusa B
opraHu3auuu, ocyliecTsnstoLeli 06pasoBaTe/ibHY0 LeATeNbHOCTb.

1.3. B cBoeli [eATeNbHOCTU apxuB PYyKOBOACTBYeTcA degepasbHbIM 3akoHOM Ne 125-P3 ot
22.10.2004 «O6 apxuBHOM fene B Poccuiickoil degepaumm» ¢ n3MeHeHMaMU Ha 11 uioHsa 2021
roga, HOpPMaTMBHbIMW MPaBOBbIMM aKTamy Poccuiickoit depepaumn, cyobekTa Poccuitckoi
®epfepayunmn B cthepe apxXMBHOIO fena v AeNonpon3BoACTBa, TOKANbHbIMU HOPMaTUBHLIMU aKTamu
06L1leobpa3oBaTelbHOM OpraHun3almu.

1.4. NOoKyMeHTbl OpraHusauum, ocyuiecTBastowein obpasoBaTe/ibHYIHO AeATENbHOCTb, MMeloLne
NCTOPUYECKOe, KY/NbTYpHOE, HayuyHOe, coumasibHOoe, 3KOHOMMYECKOEe U MOAUTUYECKOe 3HauvyeHwue,
COCTaBNAKT rOCYAapCTBEHHYH 4acTb ApPXUBHOro oHaa Poccuiickon deaepauun, ABAAOTCS
COOCTBEHHOCTbIO rocyfapcTBa M nognexaT MOCTOAHHOMY XpPaHeHW B rOCYAapCTBEHHbIX
apxmBax Poccuitickorn Pepepaumn. [0 nepefaynm Ha rocyfapCTBeHHOe XpaHeHWe [aHHble
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[LOKYMEHTbl BDEMEHHO XpaHATCA B 06l e06pa3oBaTe/IbHOM OpraHu3auuu.

15. B wkKone Ans XxpaHeHWs [JOKYMeHTOB ApXuBHOro ¢oHga Poccuitckoin depepauum wu
3aKOHYEHHbIX Aen0npon3BOACTBOM [OKYMEHTOB MPaKTUYECKOro HasHayeHus, UX oTbopa, ydyeTa,
MCNonb30BaHWA M NOATOTOBKU K Mepefaye Ha rocyfapcTBeHHOE XpaHeHue cOo3aeTcs apXuB.

16. ApxuvB cO3[aeTcqd KaK CamOCTOATeNbHOe MojpasfefieHne, BO3rfaBngemMoe NLOM,
OTBETCTBEHHbLIM 3a BeJleHNe apXuBa COrfiacHO NpuKasy AMpPeKTopa LWKOMbI.

1.7. OpraHuzauus, ocyllecTBafoLWas 06pa3oBaTe/ibHYHO [AeATe/IbHOCTb, 06ecrneynBaeT apxus
HEe06X0AMMbIM MOMELLEHNEM, 060PYAOBAHNEM U KadpaMu.

1.8. O6ueobpasoBaTenbHas opraHusaums obecrneyMBaeT  COXPaHHOCTb, Yy4eT, 0T6Op,
ynopsigoyeHne W WUCMNONMb30BaHWE [AOKYMEHTOB ApPXMBHOro (oHaa Poccuiickoin Pegepaunn,
obpasyrowmnxca B ero geatensHoctn. ObecneynBaeT CBOEBPEMEHHYIO Mepefavy 3TUX JOKYMEHTOB
Ha rocyfapcTBeHHOe XpaHeHue.

1.9. Bce paboTbl, CBfi3aHHble C MOAFOTOBKO, TPaHCMOPTUPOBKOW W Mepejayein apXMBHbIX
LOKYMEHTOB, NMPOM3BOAATCA CU/IaMU U 3a CYET LUKOSbI.

1.10. 3a yTpaty v nopyy JOKYMeHTOB ApPXMBHOro oHaa Poccuiickoli ®egepaunut JOMKHOCTHbIE
nmua opraHusaumm, ocyLecTBastowen obpasoBaTenbHy0 LeAaTeNIbHOCTb, HECYT OTBETCTBEHHOCTb
B COOTBETCTBMM C Le/CTBYHOLWMNM 3aKOHO4ATENbCTBOM.

1.11. LKoNbHbIA apxumB paboTaeT COrNacHO MnaHy, YTBEPXAAEMOMY  AMPEKTOPOM
obuwieobpa3oBaTe/ibHOM OpraHun3aynn, n OTYNTLIBAETCS Nepes HUM B CBOeid paboTe.

1.12. KOHTpO/b AeATEeNIbHOCTU apXuBa OCYLLeCTBASET AUPEKTOP OpraHunsaunmn, ocyLLecTBAAIOL el
obpa3oBaTe/ibHYH0 4eATe/IbHOCTb.

2. CocTaB JOKYMEHTOB apxumBa
2.1. B WKONbHbIA apxmB NOCTynNawT:
3aKOHYEeHHble [enonpouM3BOLCTBOM LUKO/bl AOKYMEHTbl MOCTOAHHOIO XpaHeHus,
obpasoBaBlUMeCH B [AeATeNIbHOCTU  CTPYKTYPHbIX  NOAPAa3LeNeHui, [LOKYMEHTbI
BpemeHHOro (csbilwe 10 feT) cpoka XpaHeHus, HeobxoAuMMble B MNPaKTUYECKOM
[eATeNbHOCTU, AOKYMEHTbI MO Kagpam u oby4vatoLumces;
* [JOKYMEHTbl MOCTOSAHHOIO XpPaHeHMs W N0 JINYHOMY COCTaBy OpraHu3alui-
npefLwecTBEHHNKOB;
*  JINYHbIE (hoHAbI Be4yLLNX paboTHMKOB opraHusauun, OCYLLLeCTBNAOLLEV
06pa3oBaTeNbHY0 AeATe/IbHOCTb, MOCTYMNMUBLUME B apXMUB;
* C/yXeb6Hble 1 BeJOMCTBEHHbIE U3[aHNS;
* CMpaBOYHO-MOWCKOBbIE CPeACcTBa K [OKYMeHTaM W YuyeTHble [OKYMeHTbl Apxusa
opraHusaumm, oCyLLecTBAOLW e 06pa3oBaTenbHY AeATeNIbHOCTb.
2.2. CpoKM XpaHeHWA [OKYMEHTOB B apxuBe 06pa3oBaTeflbHOW oOpraHu3auum onpeaenstTcs
COrlaCHO CpPOKaM, YKa3aHHbIM B YTBEPXAEHHOW HOMeHKnaType en.

3. 3afayun apxusa

3.1. OCHOBHbIMW 3afa4aMun apxmBa ABNAIOTCA:

3.1.1. OpraHunsaumsa xpaHeHMs [LOKYMEHTOB, COCTaB KOTOPbIX MpeayCMOTPeH pasgenom 2
HacToawero MonoxeHus.

3.1.2. KowmnnektoBaHue apxuea [OOKyMeHTamu, 00pa3oBaBLIMMUCA B  [OeATe/IbHOCTH
opraHu3auuu, ocyliecTsastoLell 06pa3oBaTe/lbHY0 AeATeNbHOCTb.

3.1.3.  Yyert, obecneyeHre COXpaHHOCTH, CO3[jaHME HAYUYHO-CNPaBOYHOro annapara.

3.1.4. WNcnonb3oBaHUA JOKYMEHTOB, HaX0AAWMXCA Ha XpaHEeHUW B apX1Be LUKOSbI.

3.1.5. TlMoarotoBKa U CBOEBpeMeHHas nepefavya AOKYMEHTOB ApPXMBHOro (oHaa Poccuitckoit
defepaunn Ha NOCTOAHHOE XPaHEHWEe B rOCYAapCTBEHHbIN (MyHUUMNANbHBIN) apXuB.

3.1.6. MeToamyeckoe PYKOBOACTBO WM KOHTPO/b 3a (POpMUpOBaHMeM W oopMaeHWEM [en B
[enonpon3BOACTBE LWKOAbI U CBOEBPEMEHHON nepefaveil X B apxuB 00pas3oBaTe/ibHOM
opraHusaumu.



4, ®dYyHKUMKM apxumBa

B cOOTBETCTBMM C BO3/IOXKEHHbIMU 3ala4amMun apXuB OCYLLECTBAAET cnefytouine yHKUnm:

4.1. OpraHusyeTr npueMm AOKYMEHTOB MOCTOSSHHOrO W BpPeMeHHbIX (cBbilwe 10 neT) CpoKoB
XpaHeHus, B TOM 4YuCne no Kagpam n obyyarowmmcs, 06pa3oBaBLUNXCA B AEATENIbHOCTY LUKO/bI,
B COOTBETCTBUW C YTBEPXAEHHBLIM rpauKomMm.

4.2. Ob6ecneymBaeT COXPAHHOCTb W BefeT y4yeT [LOKYMEHTOB W (OHLOB, HaxOoAALWMXCA Ha
XpaHeHMn B apxuBe 06L,e06pa3oBaTe/ibHON OpraHM3aLmm.

4.3. MpeAcTaBnseT B rocyfapCTBeHHbIN (MYHULUNANbHBIR) apXnB yUYeTHble CBefleHNs 06 o6beme
M cocTaBe XpaHAWWXCA B apxuBe LWKO/Mbl [OKYMEHTOB ApPXUBHOro QoHAa Poccuiickoi
defepauun n GpYyrux apxXmBHbIX AOKYMEHTOB B COOTBETCTBUM C MOPALKOM roCyLapCTBEHHOIO
yyeTa JOKYMeHTOB ApXMBHOTO (hoHAa Poccuiickoin desepayuu.

4.4. CuctematusmpyeT U pa3meLiaeT AOKYMEHTbl, NMOCTynawlinme Ha XpaHeHUe B LUKO/IbHbIN
apxuB, obpasoBaBLUMeCs B XO4e OCYLLECTBNEHNA AeATeNIbHOCTM OpraHu3auunm, ocyLLecTBASAOLW e
o6pa3oBaTenbHY0 AeATeNbHOCTb.

4.5. PaspabatbiBaeT rpauky npeacTaBneHUS OMUCEN Ha pacCMOTPeHMEe 3KCNEePTHO-NPOBEPOYHONA
KOMUCCUM 1 nepefayn JOKYMEeHTOB ApPXMBHOro (oHAa PP Ha xpaHeHMe B rocyfapCTBeHHbIV
(MyHMLMNANbHbIA) apXuB.

4.6. OcyluecTBngeT NOATOTOBKY U MpeAcTaB/seT:

* Ha paccMOTpeHMEe U cornacoBaHWe 3KCNEPTHOW KOMMUCCUMM LUKO/bI OMUCK  fen
MOCTOSAHHOTO XpaHeHus, BPpeMeHHbIX (CBbiwe 10 /IeT) CPOKOB XPaHeHUd, B TOM 4ucne
no Kagpam n obyyarowmmcs, a TakKe akTbl O BblJe/IEHUN K YHUUYTOXEHUIO apXUBHbIX
OOKYMEHTOB, He MOAMexalnx XpaHeHWto, akTbl 06 yTpaTe [AOKYMEHTOB, aKTbl O
HEencrnpaBMMbIX MNOBPEXAEHMAX apXUBHbIX LJOKYMEHTOB;

* Ha YTBEpPXAEHUEe 3KCMepTHO-NMPOBEPOYHON KOMMUCCUM YMNOSHOMOYEHHOrO0 OpraHa
MCNONHUTENbHON BNactTu cybbekTa Poccuiickoin depepauun B chepe apXmBHOIO gena
(nanee - MK apxXMBHOro yupexaeHns) onucu gen NoCTOAHHOIO XpaHeHus;

e Ha cornacosaHme 3OIlMK apxuBHOro yupexpgeHus cybvekTta Poccuitckon depepaunu
(MyHULMNANbHOTO  apxuBa), B C/lyyae Hafe/leHUs ero COOTBETCTBYHLWMUMHU
MOTHOMOYNAMM, OMUCK fen no IMYHOMY COCTaBy;

Ha cornacoBaHue JMK apxuBHOro yupexpgeHusa cybbvekta Poccuitckon Pepepaunn
(MyHMUMNAnbLHOrO  apxuea), B C/y4yae Hafe/leHUs ero COOTBETCTBYHOLWMUMU
MOSIHOMOYMNAMU, aKTbl 06 yTpaTe JOKYMEHTOB, aKTbl O HEWUCMPABMMbIX MOBPEXAEHUAX
apPXMBHbIX LOKYMEHTOB;
Ha YTBepX[eHWe [OUPEeKTOpPY LWKO/bl OMUCU [en MOCTOAHHOTO XPaHEHWs, OMnucK
BpeMeHHbIX (CBbiwe 10 neT) CPOKOB XPaHeHUd, B TOM YMCNEe ONMUCK [efl No Kagpam U
obyvarolMmMcs, akTbl O BbIAENEHUU K YHUYTOXXEHUIKD apXMBHbIX [LOKYMEHTOB, He
noAnexawnux XpaHeHUo, akTbl 06 yTpaTe [OKYMEHTOB, aKTbl O HeUcrnpaBUMbIX
MOBPEXAEHUAX apXWBHbIX AOKYMEHTOB, YTBEPXAEHHble (cornacoBaHHblie) MK wam
rocyflapCTBeHHbIM apxuMBOoM cyb6bekTa Poccuitickoii dPegepaunn (MyHULUNANbHBIM
apXuBOM) B C/lyyae Hafe/leHUs ero COOTBETCTBYOLW UMW MOTHOMOYNAMMN.

4.7. OpraHusyeT nepegavyy AOKYMeHTOB ApPXMBHOro QoHaa Poccuitickoil depepaunn Ha

MOCTOSHHOE XPaHeHWe B roCYyAapCTBEHHbIN (MYHULMNANbHbINA) apXuB.

4.8. OpraHu3yeTt 1 NPOBOAUT 3KCMepPTU3y LEHHOCTU LOKYMEHTOB BpeMeHHbIX (cBbiwe 10 neT)

CPOKOB XpaHeHus, HaxoAAWMNXCA Ha XpaHeHUN B apxuBe LWKO/bl B Lefax otbopa LOKYMEHTOB

AN BKAKOYEHMA B cocTaB ApXMBHOro (oHaa Poccuiickoii defepaynn, a TakXe BblgBAEHUSA

JOKYMEHTOB, He NOANeXalnX fanbHelleMy XpaHeH 0.

4.9. YyactByeT B paboTe 3KCNEPTHOW KOMMUCCUM  OpraHuM3auumn,  OCYLLECTBAAIOLLEN

obpa3oBaTe/ibHYH [eATeNlbHOCTb.

4.10. MpoBOAMT MeponpuATMA MO 06ecrneyYeHN0 COXPaAHHOCTWU [JOKYMEHTOB, HaxoAsLMXCSA Ha

XpaHeHWn B apXuBe opraHu3aluu, ocyLecTBAAlOL el 06pa3oBaTe/lbHYO AeATeNbHOCTb.

4.11. OpraHu3yeT WHMOOPMUPOBaHME afMUHUCTPaUMM W pPabOTHMKOB LKO/MbI O COCTaBe U

coflepXXaHUM  JOKYMEHTOB  apXxuBa oOpraHusauuu, OCYLLecTBAsAlOLWEed 06pa3oBaTeNbHYHO



[0eATEeNIbHOCTb.

4.12. NHopmupyeT nonb3oBaTeneil no BoONpocaM MeCTOHaXOXAEHUSA apXUBHbIX JOKYMEHTOB.
4.13. OpraHusyeT Bbljayy [OKYMEHTOB W fen Ans paboTbl B YYMTENbCKOW WNM BO BPEMEHHOE
no/sib30BaHue.
4.14. VcnonHseT 3anpocbl OpraHuM3auuini u 3asBneHus rpaxpaH 06 yCTaHOBMEHUW TPYA0BOro
CTaXka U ApyrvmM BOMpocaMm COLManbHO-NPaBoOBOro xapakrepa, B yCTaHOBNEHHOM MOPSAAKE BblAaeT
KOMUN AOKYMEHTOB N apPXUBHbIE CMPaBKMW.
4.15. BefileT y4yeT UCMNONb30BaHNA LOKYMEHTOB apxuBa o6pa3oBaTesibHON opraHm3awunu.
4.16. Co3pgaet poHA N0Nb30BaHMA apXnBa LWKOJbl M OpraHN3yeT ero MCcnosb3oBaHue.
4.17. OcyLecTBfiseT BefeHWe CNPaBOYHO-MOUCKOBbLIX CPeACTB K AOKYMeHTaM LKOAbHOro
apxuBa. Co3jaeT, MOMOMHAET U COBEPLUEHCTBYET HaYyYHO-CMPaBOYHbIM annapar K XpaHawmMes B
apxuse genam v JOKYMEHTaM.
4.18. YuacTByeT B pa3paboTke JOKYMEHTOB OpraHu3aLuun, ocyLiecTBAAOLWEN 06pa3oBaTebHy0
[eATenbHOCTL, MO BOMPOCaM apXWBHOrO fefa 1 Aenonpon3BoLCcTBa.
4.19. OKa3blBaeT METOAMYECKY MOMOLb:
cnyxb6e  [enonpou3BOACTBA  LWIKO/MbI B COCTaBNEHWW  HOMEHKNATypbl  [Aen,
(hopMUpoBaHUM N OPOPMSIEHUN fefl, KOHTPOAMPYeT NpPaBUbHOCTb (DOPMUPOBAHUA K
odhopmneHuns fen B Ae/I0NPON3BOACTBE;
* CTPYKTYPHbIM MojpasfeneHvam n paboTHWKAM LWKOMbl B NOArOTOBKE AOKYMEHTOB K
nepefaye B apxuB OpraHu3saLmmn, oCyLLecTBAAIOLLEN 06pa30BaTe/IbHYO [AeATeNbHOCTb.
4.20. YyacTByeT B MNpOBefeHUW MEPOMPUATUIA MO MNOBLIWEHUIO KBaMpuUKaumm paboTHUKOB
apxmBa v cnyX6bl enonpon3BoAcTBa 06pa3oBaTeNbHON opraHu3almm.

5. MNpaBa apxmBa

[Ansa BbINOJHEHNSA BO3/I0>KEHHbIX 3a4ay ¥ (YHKUWUIA MU0, 0TBETCTBEHHOE 3a apxuBs, MeeT Mpaso:
5.1. MpeactaBnaTb  AWPEKTOPY  OpraHu3auuu,  OCYLLECTBASAKOLWEA  06pa3oBaTe/ibHYIO
LeATeNIbHOCTb, npeanoXeHns no COBEPLUEHCTBOBAHMIO opraHusaumm XpaHeHus,
KOMM/IEKTOBaHUA, y4YeTa U UCNO/b30BaHNA apXMUBHbIX LJOKYMEHTOB B apXMBe LUKO/IbI.

5.2. KOHTponupoBaTb BbIMO/IHEHWE YCTaHOB/IEHHbIX MpaBua paboTbl € [AOKYMeHTaMu B
CTPYKTYPHbIX nogpasgeneHmax opraHusauun, ocyliecTBnatoLWw e obpa3oBaTe/ibHYy0
[eATeNbHOCTb.

5.3. 3anpawuBaTb OT CTPYKTYPHbIX MojpasgefieHnii 1 pabOTHUKOB LUKO/MbI  CBEAEHWUS,
HeobxoAumble A8 paboTbl apxmBa, C y4eTOM 06ecrneyeHns BbIMOSHEHUA BCEX BO3/TOXEHHbIX Ha
apxmB 3ajay n QyHKUWA.

5.4. [aBaTb pasbsiCHEHUS U pPeKOMeHAauuu no BOMpocaM, BXOASLLMM B KOMMNETEHUWMIO apXuBa
opraHm3auumn, ocyLlecTensoLW el 06pa3oBaTenbHYy0 AeATeNbHOCTb.

5.5. VH(popMupoBaTb CTPYKTYpHble MOApPa3feneHnus LWKoAbl 0 Heob6XOAUMOCTM Mepefaymn
LOKYMEHTOB B apXVB B COOTBETCTBUM C YTBEPXKAEHHbIM rpauKoOM.

5.6. TlpuHMmaTh Yy4yacTue B 3aceflaHUSX ISKCMNEPTHOW KOMUcCUKM 0bLeo6pa3oBaTenbHOM
opraHuMsaummn, a TakxXe B 3KCMepTHO-NPOBEPOYHOW KOMWUCCUMM YMOSIHOMOYEHHOrO oOpraHa
MCNONHUTENbHOW BNacTn cy6bekTa Poccuiickoin depepauun B chepe apxXMBHOro gena.

6. OTBETCTBEHHOCTb 3a (PYHKLIMOHMPOBaHWe apxmsBa
6.1. Ha3HayeHHOe NMPUKasom AMpPeKTopa LWKOSbl L0, OTBETCTBEHHOE 3a BefeHWe apxmBa, HeceT
NnepcoHanbHYH OTBETCTBEHHOCTb 3a:
* BbINOJSIHEHME BO3/IOXKEHHbIX HAa apxuMB 3afa4 W QYHKUMA B COOTBETCTBUU C
[eNCTBYIOLIMM 3aKOHOAATeNLCTBOM Poccuiickoin defepanmu;
e opraHusauuto paboTbl apxuBa, CBOEBPEMEHHOE W KBaNU(ULMPOBAHHOE BbIMOJHEHNE
NPYKa3oB, Pacnops>XXeHWi, NOpPYyYEeHWI BbILIECTOSLLEr0 PYKOBOACTBA, [AEWCTBYHOLLMX
HOPMaTMBHO-NPAaBOBbLIX aKTOB M0 CBOEMY NMPOQPUIIIO AeATe/IbHOCTH;

* pauumoHanbHoe 1 3(p(PEKTUBHOE WCMNO/b30BaHUE MaTepuasbHbIX, (WUHAHCOBLIX U
KaApoBbIX PeCypcos;



COCTOSIHWE TPYLOBON M WUCMONHUTENbCKOW AUCLUNAUHBLI B apXMBE, BbINO/IHEHWNE CBOUX
(DYHKLMOHaNbHbIX 0053aHHOCTEIA;
cobntofeHve npaBWn BHYTPEHHEro pacnopsifka, CaHUTapHO-MPOTUMBO3MUAEMUYECKOTO
pexuma, NpoTUBOMNOXKapPHO 6€30NacHOCTU M TEXHUKK 6e30MacHOCTMY;
* BefeHVe [OKYMeHTauuu, npeaycMoTpeHHOW AeiACTBYHOLWMMU HOPMATUBHO-MPABOBLIMU
LOKYMeHTamu;
e MpejocTaB/ieHWe B YCTAHOBNEHHOM MOPSAKe AOCTOBEPHOW CTAaTUCTUYECKOW U WHOMN
NH(OopMaL MK 0 JesATeNbHOCTH apXuBa,;
* TOTOBHOCTb apxuBa K paboTe B YCOBUAX YPe3BbIYANHbIX CUTYaLUIA.
6.2. OTBeTCTBEHHbIe 3a BeeHWe [eNonpon3BOACTBa, NOATOTOBKY W NpeAcTaB/ieHVe LOKYMEHTOB
Ha XpaHeHWe B apxuB, Ha3HayalTCA [AWPEKTOPOM  OpraHu3auuv, OCYLLEeCTBASIOLLEN
o6pa3oBaTeslbHYyH AeATeNbHOCTb.
6.3. KOHTpO/Ib AeATeNIbHOCTU apXuBa OCYLLEeCTBAAET AUPEKTOP OpraHM3auuun, ocyLecTBAAIOLLei
o6pa3oBaTesibHyH0 AeaTeNbHOCTb.

7. KomnnekToBaHne apxmBea

7.1. MoproToBka AOKYMEHTOB K repejade B apxvB 06pa3oBaTesibHON oOpraHusauuy BKAKOYaeT
3KCMepTMU3Y Hay4YHOW WM NPaKTUYeCKOW LEeHHOCTWM [OKYMEHTOB, O(OpM/eHUe fes, cocTaBfieHue
onucu.

7.2. JKCNepTmsa LEeHHOCTN LOKYMEHTOB.

7.2.1. OKcnepTu3a LUEHHOCTMW [OKYMEHTOB — OMpejefieHne LEHHOCTM [LOKYMEHTOB C Lefbio
oTbopa Ux Ha XpaHeHVe 1 yCTaHOB/IEHNE CPOKOB XPaHeHUs. DKCMNepTu3y LEHHOCTM AOKYMEHTOB B
ob6pa3oBaTesibHON OpraHu3aLumn ocyLLecTBiseT NOCTOAHHO AeNCTBYOLLAA IKCMepTHas KOMUCCHUA.

7.2.2. JKcnepTHas KOMUCCUS Ha3Ha4vyaeTCs NPMKA3OM AMPEKTOopa LWKONbl. B cocTtaB JKcnepTHONA
KOMWUCCUM BK/IKOYAKOT HE MeHee Tpex COTPYAHMKOB, B TOM 4ucne B 06a3aTebHOM NOpsjKe NKLO,
OTBETCTBEHHOE 33 BEfEHMWe apxvBa LWKOMbl, W [AUPEKTOP MYyHULMManbHOro apxmsa (no
cornacosaHuio). Cekpetapem OKCMEpPTHOW KOMUCCUWM Ha3Ha4yalT cekpeTaps o06pa3oBaTenbHOWA
opraHusaumn. KcnepTHas KOMUCCUA Ha 3acefaHMAX pacCMaTpPUBaEeT: HOMEHKNATypy Aen LWKONbl,
OMnuncK Aen MOCTOAHHOMO XpPaHeHUsd W No IMYHOMY COCTaBY, aKTbl Ha AOKYMEHTbI, Bbliefisemble K
YHUUTOXEHUIO.

7.3. OopmneHune gen

7.3.1. [ena NOCTOSAHHOIO XpaHeHWs MOALIMBAIOTCA B TBEPAYH 06/I0XKY CYPOBbIMU HUTKaMMU.
JIuCcTbl HYMepyloTCA B MpaBOM BepXHEM YIay NpoCTbiM KapaHjawom. KonmyectBo NUCTOB B
KaXXOM [efle He JO/MKHO npeBbiwats 250. B KOHUe fJena Ha OTAENbHOM JINCTE COCTaB/seTcs
3aBepuTenibHaa Haganuch.

7.3.2. Ha 006noXKe [en MNOCTOSHHOr0 XpaHeHWUs [A0/MKHbI ObiThb MPOCTaBMAEHbI CregytoLlne
PEKBU3UTBI: nosiHoe HauMeHOBaHue BbILLECTOALLEN opraHusauuu, HaMMeHOoBaHue
obpa3oBaTefnlbHOW oOpraHusaumu, Homep (UHAEKC) fena No HOMEHKNaType, 3arofioBOK [ena,
KOMIMYECTBO JINCTOB, CPOK XPaHEHUSA MM OTMETKA «XPaHWUTb MOCTOAHHO», HOMep (POHAa, OMnucH,
Jena.

7.3.3. 0 OKOHYaHWW Lenonpon3BOLCTBEHHOIO roAa B 0(hOpPM/IEHHbIE 00/10XKKM Aen MOCTOAHHOIO
XpaHeHWss  BHOCATCA  HE06XOAMMble  YTOYHEHMA: B 3ar0/ioBKUM  [Jef,  COAepXalinx
pacnopaaunTesibHble LOKYMeHTbl (NpuKasbl, MNPOTOKOJbI), BHOCATCA HOMepa; ecnu f[efno ¢
MepenmncKon COCTOUT M3 HECKO/IbKMX TOMOB, B K&XXAOM TOMe yKa3blBaeTCsi KOPPEeCNOHAEHT, aBTop,
TeppuTOopusa, Apyrue faHHble. B KaX[omM TOMe yKas3biBaeTcs gaTa (4Mcno, Mecsu, rof) Hayana u
OKOHYaHMUA [JaHHOro Toma. TO4YHble AaThl MPOCTABMAAKTCA Ha 06/10XKKaX A8 ObICTPOro noucka
[JOKYMEHTOB B MOCNeAYIOLWEM; W3 3aBEPUTENIbHON Hagnucu Ha O06/10XKy fefla BbIHOCKTCS
KO/IMYECTBO INCTOB B Jene.

7.3.4. Hagnucy Ha 06n0XKax [fen MOCTOAHHOrO W [ONTOBPEMEHHOrO XpaHeHus cnefyet
NPON3BOANTb YETKO, CBETOCTOMKUMM YepHUNaMMU.

7.3.5. na yueTa Ko/imMyecTBa NUCTOB B fefie U (PUKcauum OCOBGEHHOCTEN WX Hymepauuu Ha
OTAe/IbHOM fINCTe COCTAB/IAETCA 3aBepuUTENbHAA HAAMUCh.



7.3.6. B 3aBepuTenbHOMW HagnucK ykasblBaeTCcsi KOMMYeCTBO SINCTOB (UMgpaMym U NpPONuUcbio) B
fene. 3aBepuTefibHag HagnuCb MOAMWUCHLIBAETCA COCTABUTENEM C YyKasaHWMEM ero LO/DKHOCTU K
[laTbl COCTaBNEHUA.

7.3.7. BHYTpeHHAS ONUCb COCTaBNsAeTCA K fenam MOCTOAHHOro W gonrospemeHHoro (cebiwe 10
NeT) CpoKa XpaHeHus, cHOPMMPOBaHHbLIM MO Pa3HOBUAHOCTAM [LOKYMEHTOB, 3aro/l0BKU KOTOPbIX
He pacKpbIBalOT KOHKPETHOe Coep>KaHne JOKYMeHTOB (0C060 LeHHbIe, IMYHbIE Aena u ap.).

7.4. OnuncaHne JOKYMEHTOB MOCTOAHHOIO CPOKa XpaHeHUs.

7.4.1. Onucu cocTaBnAKTCA pa3fenbHO Ha jAena MOCTOSHHOIO XPaHEHWS MO  OCHOBHOWA
LeaTeNnbHOCTN U Ha fena no TMYHOMY COoCTaBy.

7.4.2. OnucKn cocTasfATCA AENIONPOUN3BOANTENEM.

7.4.3. Onuch BeAEeTCA B eAMHON BasioBO HyMepaLmnu B TeUEHNE HECKONbKMX NET.

7.4.4. Ha gena ¢ UCTEKLIMM CPOKOM XpaHeHMs COCTaBNSAETCS aKT 06 YHUUTOXEHWMN.

7.45. Tlo OKOHYaHMM Oenonpou3BOACTBEHHOrO roJa B 00pa3oBaTeNbHOM OpraHuM3aLuun
NPoOn3BOANTCS OTOOP LOKYMEHTOB MOCTOSAAHHOIO CPOKa XpPaHeHWUs ANS BK/IKOYEHUS UX B OMUCH.
Onncb cocTOMT U3 TOAOBbIX pasfefioB, BHYTPWU roja Aena pacnonaramTca M0 CTereHu
3HAYMMOCTM C YYETOM HOMWHaNbHOro npuHuMna (B COOTBETCTBMM C HOMEHKNATYpOW
0611e06pa30BaTENbHON OpraHu3aLnn).

7.4.6. Onucym cCcoCTaBAsOTCA pasfleNlbHO Ha [JeNna MOCTOSAHHOIO XPaHEeHUs MO0 OCHOBHO
[lesTe/IbHOCTU 1 Ha Aefa no JIMYHOMY COCTaBy.

7.4.7. ONXcK COCTaBNIAKOTCA CEKpPeTapeM.

7.5. [lena BpEMeHHOro xpaHeHUa oOPMAAIOTCA YNPOLEHHO: OHM He MOALWNBAKOTCA, UCTbl B HUX
He HYMepyloTCs, YTOUHEHNEe Ha 0610XKax He MPOM3BOAWUTCH, OMUCK Ha fena He COCTaBNAKTCA,
YUeT BefleTC N0 HOMeHKNaType Jen.

8. Ycnosusa xpaHeHUsa JOKYMEHTOB apXuBa
8.1. [JOKyMeHTbl apXmnBa XpaHSATCA B apXuBOXpaHunuile obuieobpasoBaTesibHOW OpraHu3aLuu.
8.2. He ponyckaetca pa3MelleHne apxusa B NofBanbHbIX U YepAadyHbiX NOMeLLeHMAX LIKOSbI.
8.3. ApXUBOXpaHUNULLe AO/MKHO OblTb yAaneHO OT NabopaTopHbIX, MPOM3BOACTBEHHbIX, ObITOBbLIX
NMOMeLLEHNA N He UMETb 0OWMX C HAMWU BEHTUNALUOHHbLIX KaHanoB. ApXUBOXPaHUINLLE OTAenseTcs
OT COCeAHUX NMOMELLEeHUA HecropaemMbiMy CTEHAMU WU NEPeKPbITUAMU C NpejenaMmu OrHeCTONKOCTH
He MeHee ABYX 4acoB. B apxmBoxpaHunuuie He [OMYCKaeTcs Npoknagka Tpyo BOAOCHAGXeHUs u
KaHanmsauum, TeXHONornyeckme nnm 6oliToBble BbIBOALI BOAbI.
8.4. ApXuBOXpaHWUIWLWE [O/MKHO WMETb ECTECTBEHHYID WAM  WCKYCCTBEHHYH BeHTUNALUIO,
obecneynBaroLLy0 peLupKynaumio Bo3ayxa, CTabnibHOCTb TeMMepaTypHO-BAAXHOCTHOIO peXxuma.
8.5. Bce nocTtynatowmne B apxuB o6pa3oBaTesibHON oOpraHmsayum [JOKYMEHTbl pasMeLialTcs B
apXMBOXPaHWUNLLAX HA CTauMOHapHbIX W/WAW  MepefiBUXHbIX MeTal/IMYeCcKUX CcTennaxax, B
MeTa//INYeCKnX LWKagax UM KoOHTeinHepax.
8.6. CTennaxu [Jo/MKHbI 6biTb YCTAHOBNEHbI NEPNEHANKYNAPHO CTEHAM C OKOHHbIMW NpoeMamu, a B
nomMmewieHnn 6e3 OKOH - C y4eTOM OCOBGeHHOCTel MomeleHns n obopyfoBaHus. He gonyckaeTcs
pasMeLLeHune cTennaxe BNAOTHYH K HApPYXXHbIM CTeHaM 34aHUS U K UCTOYHUKaM Ternna.
8.7. PacctaHOBKa cTenfaxeil ¥ WKahoB OCYLECTBNAETCA B COOTBETCTBMW CO CheaylowumMu
TpeboBaHUAMM:
* paccTosHUe MeXay psfamMmu ctennaxeit (rnaBHblil Npoxos) - He MeHee 120 cwm;
* pacctosHue (MPOXOA) Mexay CTeniaxamu - He MeHee 75 CM;
* paccTosHMe MeX[Ay Hapy>XHOW CTEHOWN 3[4aHuA U CTennaxamu, napasnesibHbIMWU CTEHE - He
MeHee 75 cMm,
paccTosHUE MeX/y CTEHOM 1 TOPLOM cTennaxa unm wkadga (o6xon) - He meHee 45 cwM;
* paccTosiHMe MexXAy NoJIoM W HWKHEW MNONKOM ctennaxa (wkada) - He meHee 15 cm, B
LOKOJIbHbIX 3Taxax - He meHee 30 cm.
8.8. [lNpoTMBONOXAapHbIA pexum B  3AaHMAX, e pasMellaeTcs apxuMB WKOAbl, W B
apXMBOXpaHUULLax ycTaHaB/NBaeTCA B COOTBETCTBUM C [1paBmnamMu NpoTMBOMOXAPHOIO pexunuma B
Poccuiickoii ®egepaumm oT 16 ceHTa6ps 2020 roga Nel1479.



8.9. ApXuBHble JOKYMEHTbI Cnefyet XpaHUTbL B TEMHOTE.
8.10. 3awmTa JOKYMEHTOB OT AeiNCTBMA cBeTa 06ecrneyvmBaeTcad XpaHeHMEM AOKYMEHTOB B KOpoOKax,
nankax v rnepennetax, B LWKadax UaN Ha CTennaxax 3akpblToro Tuna.
8.11. YpoBeHb UCKYCCTBEHHOI0 OCBELLEHUSA B KHUTOXPaHUAULLLAX LONXKEH COCTaBNATL He meHee 100
NIOKC.
8.12. B apxuBoxpaHunuiie And XpaHeHUA AOKYMEHTOB YCTaHaBMMBAKOTCA Clefyloline napamerpbl
TemnepaTypHO-B/I&XKHOCTHOIO pexxunma:

e [/19 XpaHeHMsa LOKYMEHTOB Ha 6YyMa)KHOM HocuTene - Temnepatypa 17-19°C, oTHoCcUTeNbHas

BN&XXHOCTb BOo3ayxa - 50-55%.

8.13. lMomeuleHnss apxmBa 06pa3oBaTeNbHOM OpraHM3aUUM AO/MKHbI COAEpPXaTbCA B 4YMCTOTE, B
YCNOBUAX, UCKMKOYAKOLLIMX BO3MOXHOCTb MOABAEHUSA MJIECEHN, HACEKOMbIX, MbINN.

9. 3ak/ruuTeNbHbIE MOJIOXKEHUSA

9.1. Hactodwee TllonoxeHue fABNAETCA /0Ka/bHbIM HOPMaTUBHbLIM aKTOM, MNPUHUMAETCA Ha
O6wem cobpaHnn pabOTHUKOB LWKO/bI U yTBepXAaeTca (6o BBOAMTCA B [AEMCTBUE) MPUKA30M
AVPEKTOpa opraHusaumnn, ocyuecTsnstoLlet obpasoBaTesibHYI0 LeATe/IbHOCTb.

9.2. Bce M3MEHEHUAs W [AONOSHEHWUS, BHOCUMble B HacToswiee [lonoXxeHue, oopmnsTCcA B
NMUCbMEHHOW (opMe B COOTBETCTBMM  AENCTBYHOLWMM 3aKOHOAaTeNbCTBOM  PocCuiicKoi
defepaymn.

9.3. TonoxeHne 06 apxmBe 006LIe06PA30BATENIbHON  OpraHM3aUUMM  MNPUHUMAETCS  Ha
HeonpegeneHHbI CPoK. 3MeHeHUs WM JONOMHEeHUS K TMONOXEHUID NPUHMMAKOTCA B MOPSAKE,
npegycmoTpeHHoM n.9.1, HacToAwero MNMonoxeHus.

9.4. Mocne npuHATMA [lonoXeHus (MNUM W3MEHEHWIA W [JOMOMHEHWIA OTAENbHbIX MYHKTOB K
pa3fenioB) B HOBOW pejakumm npeablayuias pegakumns aBToMaTUYeCKN yTpaunsaeT cuny.



