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00 ApXUB€ THMHa3nuNn

1. O01Me MoJioKeHu s

1.1. Hacrosimee Ilonoxxenue paszpaboTraHo Ha ocHOBaHUM I[IpumepHOro mnosiokeHus o0
apXMBE OpraHU3aluu, YTBEPKACHHOTO MpuKa3zoM DenepaibHOro apXuBHOTO areHTcTBa Ne 42
or 11 ampens 2018 roma, B coorBerctBUH ¢ DenepanbHbiM 3aKkOHOM Ne 273-03 ot
29.12.2012 roma «O6 obOpa3zoBanuu B Poccuiickoit deneparuny» ¢ u3MEHEHUsIMU OT 24 mapTa
2021 roma, Ilpukazom MunkynsTypsl Poccum ot 31.03.2015 Ne 526 "OO yTBepkIeHUU
IpaBUJ OpraHU3allMM XPAaHEHUs, KOMIUIEKTOBAHUSA, y4eTa M HCIIOJIb30BAaHMS JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu U APYrUX apXUBHBIX JTOKYMEHTOB B OpraHax
rOCYJapCTBEHHOM BIJIACTH, OpraHaX MECTHOI'O CaMOYIIPABJICHMS M OpraHu3anusx’, Y craBoMm
TUMHa3HUH.

1.2. Mannoe IlonoxkeHue omnpenensieT COCTaB JOKYMEHTOB apxuBa oOIIeo0pa3oBaTesIbHON
OpraHM3allMyd U YCJIOBUS WX XpPAHEHUS, yCTAHABIMBAET 3a/layd, Ha3HadeHHe U (PYHKIUU
IIKOJIBHOTO apXWBa, PErIaMEHTUPYET MAESITENbHOCTh JHUIA, OTBETCTBEHHOTO 3a BEJICHHE
apXuBa B TUMHAa3HH.

1. 1.3. B cBoelt nesrenpHOCTH apxuB pykoBoacTByeTcsa denepanbHbiM 3akoHOM Ne 125-D3
ot 22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @eneparum» ¢ n3MeHeHUsIMU Ha 11 uroHs
2021 roma, HOpPMAaTUBHBIMU TPaBOBBIMH akTaMu Poccuiickoit @enepanuu, cyOnekra
Poccuiickoit ®enepanuu B cdepe apXWBHOTO Jeia M JCJIONPOU3BOJICTBA, JIOKATIBHBIMU
HOPMaTUBHBIMU aKTaMU TUMHA3HUH.

1.4. JlokyMeHTBl OpraHM3alliy, OCYIIECTBIAIOMEH 00pa30BaTENbHYIO JESTEIBHOCTD,
MMEIOIIME HUCTOPUYECKOE, KYJIBTYPHOE, HAY4YHOE, COLMUAIbHOE, JKOHOMHYECKOE W
MOJINTUYECKOE 3HAYCHHE, COCTABIISIIOT TOCYIAapCTBEHHYIO YacThb ApxuBHOro (QoHaa
Poccuiickoit  ®enepanuu, SABIAIOTCS COOCTBEHHOCTBHIO TOCyJapcTBa M MOJIEKAT
IIOCTOSIHHOMY XPaHEHHIO B TOCYJAapCTBEHHBIX apxuBax Poccuiickon Penepanuu. /o
nepefayd Ha TOCYJapCTBEHHOE XpaHEHUE JaHHbIE JOKYMEHThl BpPEMEHHO XpaHSTCS B
TUMHa3UH.

2. 1.5. B rumHa3uu ans XpaHeHus: JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu
Y 3aKOHYEHHBIX JICIOMPOU3BOJICTBOM JOKYMEHTOB MPAKTHUYECKOTO0 Ha3HA4YeHUs, UX 0TOOpa,
y4eTa, UCIOIb30BAHUS U MOJATOTOBKHU K I€pejaye Ha roCyl1apCTBEHHOE XPAaHEHUE CO3/aeTCs
apXuB.

1.6. ApxuB co3gaeTcsi Kak CaMOCTOSITEIbHOE MOApa3/ielieHHe, BO3IJIaBISIEMOE JIULIOM,
OTBETCTBEHHBIM 32 BEJICHUE apXUBa COTJIACHO MTPUKA3y IUPEKTOPA TMMHA3HUU.

1.7. Opraau3anusi, OCyIIeCTBIAOIIas 00pa3oBaTENbHYIO AEATEILHOCTh, 00CCTICYMBACT APXUB



HEOOXOIMMBIM MOMEIIEHHUEM, 000PYIOBAHUEM U KaJPaMHU.

1.8. 'mmHa3um obOecniednBaeT COXPAHHOCTh, Y4€T, OTOOp, YIOPSIOUYEHHE U HCIOIb30BAHUE
nokyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepauuu, oO0pa3ylIIMXcsi B €ro
nesitenbHOCcTH.  OOecreynMBaeT CBOEBPEMEHHYIO TMepeladyy d3TUX  JIOKYMEHTOB  Ha
rOCy/IapCTBEHHOE XpaHEHHE.

1.9. Bce pabotbl, CBsi3aHHBIE C MOJArOTOBKOM, TPAaHCIOPTUPOBKOM M mepefadeid apXHUBHBIX
JOKYMEHTOB, IPOU3BOIATCS CUJIAMHU U 34 CUET TMMHA3UU.

1.10. 3a yrpaty u mopuy JHaokyMeHTOoB ApxuBHOro (onma Poccuiickoit deneparuu
JOJDKHOCTHBIE JIMIIA TMMHA3UM, HECYT OTBETCTBEHHOCTh B COOTBETCTBHM C JEHCTBYIOIIUM
3aKOHO/IaTEJIbCTBOM.

1.11. ApxuB paboTaeT corjacHO IUIaHy, YTBEPXKJAAEMOMY JUPEKTOPOM THUMHA3UH, U
OTUYUTHIBAETCS MEpE] HUM B CBOEH paboTe.

1.12. KOHTpOJb IEATENPHOCTH apXUBa OCYIIECTBIIAECT TUPEKTOP TUMHA3HH.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B IKOJBHBIN apXHUB MOCTYIAOT:

* 3aKOHYEHHBIE [EJONPOU3BOACTBOM THMMHA3UUA JOKYMEHTBHl IIOCTOSIHHOTO XpaHEHUs,
o0pa3oBaBIINECS B JCATEIBHOCTH CTPYKTYPHBIX TOJpa3felieHud, TOKYMEHTBHl BPEMEHHOTO
(cBbie 10 neT) cpoka XxpaHeHUs, HEOOXOAUMBIE B IPAKTHUECKON NeATEIbHOCTH, JOKYMEHTHI
0 KaJpaM U 00yJarouuMcs;

* JIOKYMEHTBl [OCTOSSHHOTO XpaHEHHWs M 10 JIMYHOMY COCTaBy OpraHHU3aluii-
MPEAIIECTBEHHUKOB;

* guuHble  (OHABI  BEAyIIMX  PaOOTHUKOB  OpraHU3allUM,  OCYIIECTBISIOLIEH
00pa30BaTENbHYIO IEATEIHHOCTD, TOCTYIUBIIUE B apXUB;

* CyXeOHbIE U BEJJOMCTBCHHbBIC U3/IAaHUS;

* CIpPaBOYHO-TIOMCKOBBIE CpPEACTBA K JOKYMEHTaM M Y4Y€THbIE JOKYMEHThl ApXuBa
TUMHa3HUH.

2.2. Cpoku XpaHEHHUsI JOKYMEHTOB B apXMBE€ T'MMHA3UHM OMNPENEIAIOTCS COIVIACHO CpPOKawm,
yKa3aHHBIM B YTBEPK/ICHHOW HOMEHKIAType Jel.

3. 3apayum apxuBa

3.1. OCHOBHBIMU 33/1a4aMH ApPXUBA ABJISIOTCS:

3.1.1. Opranuzanus XpaHeHUs JOKYMEHTOB, COCTaB KOTOPBIX NMPEIYCMOTPEH pa3ziesioM 2
Hacrosero [lonoxenus.

3.1.2. KowmmiekToBaHue apxwBa JOKyMEHTaMH, OOpPa30BaBIIUMHCS B JI€ATEIbHOCTU
TMMHa3UH.

3.1.3.  Vuer, o0ecrieyeHre COXpPaHHOCTH, CO3JJaHUE HAyYHO-CIIPAaBOYHOI'0O anmnapara.

3.1.4. Hcnonb30BaHUs JOKYMEHTOB, HAXOISIIUXCS HA XPAHEHUU B ApXMBE TMMHA3HH.

3.1.5. TlogroTroBka © CBOEBpEeMEHHas TIepeAada JOKYMEHTOB ApxuBHOro (oHga
Poccuiickoit @enepanuy Ha MOCTOSSHHOE XpaHEHUE B TOCYNAPCTBEHHBIN (MYHUIIMTIATbHBIN)
apXWuB.

3.1.6. Meroaudeckoe pyKOBOJICTBO U KOHTPOJIb 32 (OPMHUPOBAHUEM H ODOPMIICHUEM eI
B JIEJIONPOU3BOJACTBE TMMHA3UU U CBOEBPEMEHHOM NEPENAYEH UX B ApXHUB TMMHA3HUU.

4. DyHKIMH apXuBa

B cooTBeTCTBUY ¢ BO3JIOKCHHBIMU 33]1a4aMH aPXHUB OCYIIECTBISCT CISAYIONNE (PYHKITUU:
4.1. Opranusyet NpueM JTOKYMEHTOB MOCTOSSHHOTO W BpPeMEHHBIX (cBhimie 10 jeT) cCpokoB
XpaHeHHs, B TOM YHUCJe MO0 KajapaMm U oOydarouumcs, oOpa3oBaBIIUXCS B JESITEIbHOCTU
TUMHA3WH, B COOTBETCTBUU C YTBEPKICHHBIM rpa)uKOM.




4.2. ObecneynBaeT COXpPaHHOCTh M BEIET y4eT AOKYMEHTOB M (DOHIOB, HAXOASIIMXCS Ha
XpaHEHUH B apXUBE TMMHA3UHU.

4.3. TlpencraBisieT B ToCyJapCTBEHHBIN (MyHHUIIMIIATIbHBIN) apXUB y4eTHbIE CBEACHHUS 00
o0beMe M COCTaBe XpAHAINIMXCS B apXMBE TMMHA3UM JOKYMEHTOB ApXWMBHOTO (HoHIa
Poccuiickoit @enepanuu M Ipyrux apXUBHBIX JOKYMEHTOB B COOTBETCTBUHM C IOPSJIKOM
roCyIapCTBEHHOTO y4yeTa JOKyMeHTOB ApxuBHoro ¢honma Poccutickoit denepanmmy.

4.4. CuctemMaTU3upyeT W pa3MellaeT JOKYMEHTHI, IOCTYIAIOUIMEe HAa XpPaHEHHE B apXuB
TUMHA31H, 00pa30BaBIIMECS B X0OJI€ OCYIIECTBICHUS IE€SITEIbHOCTA THMHA3UH.

4.5. PazpabatbiBaeT rpaduKu TMPEACTaBICHUS OMNHCEH Ha PAacCMOTPEHUE HSKCIEPTHO-
IPOBEPOYHON KOMHUCCUHM M Tepeqaun JT0KyMeHTOB ApxuBHoro ¢onaa PD na xpaHenue B
roCyJapCTBEHHBIN (MYHHUIIUTIATBHBIN) apXUB.

4.6. OCyIleCTBISET MOATOTOBKY U MPEJACTABISCT:

* Ha pPAcCMOTPEHHE M COIVIACOBAHUE DSKCHEPTHOW KOMHCCHUHM THMHA3UM ONUCH JAEN
MOCTOSIHHOTO XpaHEeHUs, BpeMeHHBIX (cBhilIe 10 JIeT) CpOKOB XpaHEHHS, B TOM YHUCIE IO
KagpaM M OOydYalolMMCs, a TaKXe aKThl O BBIJACICHHUM K YHUYTOXKEHUIO apXHUBHBIX
JOKYMEHTOB, HE TMOJUICKAIIUX XPaHEHHIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEHCIPAaBUMBIX MMOBPEXKICHUSIX APXUBHBIX IOKYMEHTOB;

* Ha YTBEPXKJIEHUE SKCIEPTHO-NPOBEPOYHONM KOMHUCCHUM YINOJHOMOYEHHOTO OpraHa
WCIIOJIHUTENILHON BiacTu cyObekTa Poccuiickoit denepanun B cdepe apXUBHOTO jena
(manee - DIIK apXxuBHOTO yUpeKI€HHS) OMTUCH JIe] TOCTOSSHHOTO XPaHECHUS,

* Ha coriacoBanue OJIIK apxuBHOrOo yupexaeHus cyowbekta Poccuiickoit ®enepamnmu
(MYyHMIIMTIATBHOTO apXWBa), B cllydyae HAJEICHHUS €r0 COOTBETCTBYIOIIMMHU MOJTHOMOYHUSMU,
ONKCH JEJ MO0 JUYHOMY COCTaBY;

* Ha coriacoBanue OIIK apxuBHOro yupexiaeHus cyowbekTa Poccuiickoit deneparun
(MyHMIIMTIATBHOTO apXWBa), B CJIy4ae HaJleJICHUS €ro COOTBETCTBYIOIIMMU IMOJTHOMOUYHUSIMH,
akTel 00 yTpaTe JTOKYMEHTOB, aKThl O HEUCIPABUMBIX TOBPEKICHUSIX apXUBHBIX
JIOKYMEHTOB;

* Ha YTBEpXKJCHUE AUPEKTOPY TMMHA3UU OINHCHU [Ie]l MOCTOSSHHOTO XpaHEHUs, OIHUCH
BpeMeHHbIX (cBbile 10 JIeT) CPOKOB XpaHEHMs, B TOM UUCJIE OMUCU AN MO Kaapam H
00y4alomMMCs, aKThl O BBIJICICHUM K YHUYTOXXEHUIO apXMBHBIX JIOKYMEHTOB, HE
MOJICKAIUX XPAHEHHUIO, aKThl 00 yTpare JJAOKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXKJICHUSAX apXUBHBIX JOKYMEHTOB, YyTBepKJeHHble (corsmacoBaHHbie) OIIK wmm
rOCyJIapCTBEHHBIM apXuUBOoM cyObekTa Poccuiickoii ®enepanuu (MyHUIHUIATBHBIM
apXWBOM) B Clly4yae HaJICJICHUSI €r0 COOTBETCTBYIOIIUMHU MOTHOMOYHUSIMHU.

4.7. Opranm3yetr mepenady IOKyMeHTOB ApxuBHOro ¢onma Poccuiickoit denepanuu Ha
MIOCTOSIHHOE XPaHEHHUE B TOCYAapCTBEHHBIN (MYHUIIUMIIAIbHBIN) apXUB.

4.8. Opranu3yetr W MPOBOJIUT DKCIEPTU3Y LIEHHOCTH TOKYMEHTOB BpeMeHHbIX (cBbImie 10
JIET) CPOKOB XPAaHEHMS, HAXOASAIIMXCS HAa XPAaHCHUH B apXWBE TMMHA3WH B IENsAX O0TOOpa
JIOKYMEHTOB JUIsl BKJIIOUeHUs B coctaB ApxuBHOro (onma Poccuiickoit deneparnuu, a
TaKKe BBISABJICHUSA IOKYMEHTOB, HE MOJIJISKAIINX JTaIbHEHIIIEMY XpaHEHHUIO.

4.9. YuacTByeT B paboTe SKCIIEPTHOW KOMUCCUU TUMHA3UU.

4.10. ITpoBoIUT MepOTPUSITHS TIO OOECIIEUEHUIO COXPAHHOCTH JIOKYMEHTOB, HAXOSIIUXCS
Ha XpaHEHUH B apXMBE OpraHU3alliy, OCYIIECTBRIAIONICH 00pa30BaTEIbHYIO IESITEIbHOCTD.
4.11. OpranuzyeT UHOOPMUPOBAHUE ATMUHHUCTPAIIMA U PAOOTHUKOB IIKOJBI O COCTaBe M
Co/iep>)KaHUU TOKYMEHTOB apX1Ba TMMHA3UH.

4.12. HWnadopmupyeT mONb30BaTEICH IO BOMPOCAM MECTOHAXOXKJICHHS apPXUBHBIX
JIOKYMEHTOB.

4.13. OpranusyeT BbIJa4y JOKYMEHTOB U Jed [Jsg pabdoThl B YUYUTEJIHCKOW WU BO
BPEMEHHOE I0JIb30BAHUE.




4.14. cnonHsieT 3anpochkl OpraHu3aluil U 3asBIICHUs TPaXk1aH 00 YCTaHOBJIEHUHU TPYIOBOTO
CTa)ka M JIPyrUM BOIPOCaM COLMAJIBHO-IIPABOBOIO XapaKTEpa, B YCTAHOBJIEHHOM IOPSIJIKE
BbI/Ia€T KOIUU JIOKYMEHTOB U apXUBHBIE CITPABKH.

4.15. Bener y4eTt UCMOIB30BaHUs IOKYMEHTOB apX1Ba TUMHA3UU.

4.16. Co3naet GpoHJ MOJIH30BAHUS apXHMBa TUMHA3UU U OPTaHU3YET €ro UCIOIb30BaHUE.
4.17. OcyiecTBIsSeT BEACHUE CHPABOYHO-IIOMCKOBBIX CPEACTB K JOKYMEHTaM apXHBa.
Coznaet, MOMOJHSAET W COBEPUICHCTBYET HAYYHO-CHPABOYHBIN ammapaTr K XpaHSIIMMCS B
apxuBe JieJlaM U JOKYMEHTaM.

4.18. VYuactByeT B pa3paOOTKe JOKYMEHTOB OpraHU3allid, OCYIIECTBISIONICH
00pa30BaTeNbHYIO JEATEIBHOCTD, IO BOIPOCAM apXUBHOTO Jieja U JIeJTOMPOU3BOICTBA.

4.19. Oka3pIBaeT METOINYECKYIO MIOMOIIb:

e ciyx0e JeJompou3BOJACTBA TMMHA3MM B  COCTABJICHUMM HOMEHKJIATyphl 1€,
dbopmupoBaHUM U OQOPMIIEHHM eI, KOHTPOJHUPYET MPABUIBHOCTh (OPMUPOBAHUSI U
odopmIIeHHS 1€ B 1€TOTPON3BOICTBE;

* CTPYKTYPHBIM MOJApAa3ACICHUSIM U paOOTHUKAM TMMHAa3UM B MOJATOTOBKE JTOKYMEHTOB K
nepeaaye B apXvMB TMMHA3UU.

4.20. YyacTByeT B IPOBEIECHUN MEPOIPUSTUIN MO MOBBIIICHUIO KBAIU(PHUKAIIUN PAaOOTHUKOB
apXuBa U CIIYKObI IeTTOTPON3BOJICTBA THUMHA3UH.

5. IlpaBa apxuBa

151 861NONHEHUS BO3/I0JHCEHHBIX 3A0aY U QYHKYUL TUYO, OMBEMCMEEHHOE 34 APpXU8, umeem
npaeso:

5.1. IlpeAcTaBisiTh AUPEKTOPY TUMHA3UW MNPEIJIOKEHUS IO COBEPIICHCTBOBAHUIO
OpraHu3alMy XpaHEHUsI, KOMIJICKTOBaHUS, Y4€Ta U UCIIOJIb30BaHUS apXUBHBIX IOKYMEHTOB
B apXWBE TMMHA3MU.

5.2. KoHTpoJaupoBaTh BBINOJIHEHNUE YCTAHOBJCHHBIX MPaBWI PabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX MOJpa3IeICHUAX TUMHA3HUH.

5.3. 3ampammBaTh OT CTPYKTYPHBIX TMOJpa3ielieHuii W pPaOOTHUKOB IIKOJBl CBEIACHHS,
He0oOX0IMMBbIe I pabOThl apXHBa, C YUETOM 00€CIIeUeHUs BBITIOJIHEHUS BCEX BO3TOKEHHBIX
Ha apXuB 33J1a4 U (PYHKIIHII.

5.4. JlaBaTh pa3bsiCHEHHMs] M PEKOMEHJAIMU 10 BOIpPOCAM, BXOISIIUM B KOMIIETEHIIHUIO
apXuBa TMMHa3MH.

5.5. UadopmupoBaTh CTPpYKTYPHBIE MOIpa3IeICHUs THMHA3UU O HEOOXOIUMOCTHU TIepeaadn
JIOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEPKJACHHBIM I'padUKOM.

5.6. IlpuHuMaTh y4acTHe B 3acCE€IaHUSX SKCIEPTHOM KOMHUCCHUH THMHA3UH, a TaKXe B
AKCHEPTHO-IIPOBEPOUYHON KOMHUCCHUU YINOJHOMOYEHHOTO OpraHa HUCIOJHUTEIbHON BJIACTU
cyobekTa Poccutickoit @enepanun B chepe apXuBHOTO Jena.

6. OTBEeTCTBEHHOCTD 32 QYHKIIMOHUPOBAHME APXUBA

6.1. HasnaueHHoe npuKka3oM AMPEKTOPA TMMHA3UM_JIUI0, OTBETCTBEHHOE 3a BEJICHUE apXMUBa,
HECET NEPCOHAIbHYIO OTBETCTBEHHOCTD 3a:

* BBINIOJIHEHUE BO3JIOKECHHBIX HAa apXMB 3a7a4 M (YHKIMHA B COOTBETCTBHUH C JCHCTBYIOIINM
3aKOHOJaTeNIbcTBOM Poccuiickon denepanuu;

* opraHuzanuio padoThl apXuMBa, CBOEBPEMEHHOE M KBAIM(HUIIMPOBAHHOE BBIOJIHEHHE
IIPUKA30B, PACHOPSKCHUHM, MOPYYEHUM BBIIECTOSALIETO PYKOBOACTBA, JEUCTBYIOLIUX
HOPMaTHBHO-TIPABOBBIX aKTOB MO0 CBOEMY POQUITIO IS TEIbHOCTH;

* panMoHanbHOE U 3PPEKTUBHOE HCIOIB30BAHUE MATEPUATIbHBIX, (PUHAHCOBBIX M KaJPOBbIX
peCypcCoB;

* COCTOSIHME TPYAOBOM M HMCIOJIHUTEJIBCKOM IUCLMIUIMHBI B APXUBE, BBIIOJHEHHE CBOUX




(hYHKIIMOHAIBHBIX 00S13aHHOCTEHH;

* CcoOMoJieHNEe TPaBWJI BHYTPEHHETO pAaclopsiKa, CAHUTAPHO-IPOTHUBOIIUIECMHYECKOTO
peXrMa, IPOTUBOMNOKAPHON O€30MaCHOCTH ¥ TEXHUKHU 0€30I1aCHOCTH;

* BEJCHUE JOKYMEHTAallUW, IPENYyCMOTPEHHON AEUCTBYIOIIMMH HOPMAaTHUBHO-IIPABOBBIMHU
JOKYMEHTaMU;

* IPEAOCTABJICHUE B YCTAaHOBJICHHOM IOPAJNKE JOCTOBEPHOM CTAaTUCTUYECKOW W HHOU
MHPOPMALIUU O JESTEIbHOCTH apX1Ba;

* TOTOBHOCTb apXUBa K padoTe B YCIOBUAX YPE3BbIYANHBIX CUTYaAIUI.

6.2. OTBETCTBEHHbIE 3a BEJIEHUE [EJONPOU3BOJACTBA, MOJATOTOBKY M IIPEICTaBICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, HA3HAYAIOTCS JUPEKTOPOM T'MMHA3HH.

6.3. KoHTpOJIb AEATENBHOCTH apXUBa OCYLIECTBIISIET JUPEKTOP TMMHA3UU.

7. KomiiekToBaHUE apXuBa

7.1. IloaroroBka JOKyMEHTOB K II€peadye B apXUB T’MMHA3UU BKIIFOYAET dKCIIEPTU3Y HAYYHON
Y IPaKTUYECKOHN LIEHHOCTH JOKYMEHTOB, 0(hOpMIICHHE JIeJl, COCTaBJICHUE OIUCH.

7.2. DKcnepTu3a HEHHOCTH TOKYMEHTOB.

7.2.1. Dxcnepmu3za yerHocmu 0OKyMeHmos — ONpeieNIieHHe IICHHOCTH JOKYMEHTOB C IIENTbI0
orOopa MX Ha XpaHEHHWE U YCTAaHOBJCHHE CPOKOB XpaHEHHUs. OKCHEPTU3Y IIEHHOCTH
JOKYMEHTOB B 0Opa30BaTENbHOM OpraHU3allMyd OCYIIECTBISET IMOCTOSHHO JEWCTBYIOLIAs
AKCIIEPTHAs] KOMHUCCHSL.

7.2.2. Dxcnepmnas xomuccusi Ha3HAYAETCA IPUKA30M JUPEKTOpa TMMHa3uu. B cocras
OKCIEpTHOM KOMHUCCUM BKJIIOYAIOT HE MEHEe TpeX COTPYAHUKOB, B TOM 4YHUCIE B
00s3aTeIbHOM TOPAJIKE JIMILIO, OTBETCTBEHHOE 32 BEJCHUE apXWBa T'MMHA3UU, U JUPEKTOP
MYHHULUOAIBHOTO apxuBa (1Mo cornacoBanuio). CekperapeM OKCHEPTHOM KOMHCCUU
HA3HAYalOT CeKperapss 00pa3oBaTeIbHONW OpraHu3aluu. OKCIEepTHAas KOMHCCHUA Ha
3acelaHusAX paccMaTPUBACT: HOMEHKIATypy JeJd THUMHAa3UHM, OMHUCH JIeJd IOCTOSHHOIO
XpaHEHUs U 110 TUYHOMY COCTaBY, aKThl HA JOKYMEHTBI, BBIJENIIEMbIE K YHUUTOXXECHHUIO.

7.3. OdbopmieHue aen

7.3.1. [lena noCTOSIHHOTO XpaHEHHUS MOIUIMBAIOTCS B TBEPAYIO 00JI0KKY CYpOBBIMH HUTKAMHU.
JIucTbl HyMEpyIOTCSl B TPaBOM BEPXHEM YTy MPOCTHIM KapaHziamoM. KogudyecTBo 1MCTOB B
Ka)KJIOM JieJie He JOJDKHO npeBblmaTh 250. B KOHIIE 1e1a Ha OTAEIBbHOM JINCTE COCTaBIISAETCS
3aBepUTEIIbHAS HA/IIUCH.

7.3.2. Ha 00n0Ke /€Nl MOCTOSSHHOTO XpPaHEHHUs JTOJIKHBI ObITh MPOCTABJIEHbI CIEIYIOLIUE
PEKBHU3UTHI: TOJHOE€ HAMMEHOBAaHUE  BBIIIECTOSIIEH  OpraHu3alii, HaUMEHOBaHUE
o0pa3oBaTeNbHON OpraHu3aliy, HOMEp (MHIEKC) Jejia M0 HOMEHKJIAType, 3aroJIoBOK Jela,
KOJINYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKAa «XPaHWUTh IOCTOSHHO», HOMep (OHIA,
OIMCH, JIeTIa.

7.3.3. Ilo OKOHYAaHUHU JEIONPOM3BOJCTBEHHOrO0 Troja B O(OpMIICHHBIE OOJOXKU el
MOCTOSIHHOTO XPaHEHHs! BHOCITCS HEOOXOIMMBIE YTOUHEHHSI: B 3ar0JIOBKH JI€JI, COJIEPIKALINX
pacnopsiiuTeNIbHbIe JOKYMEHTHI (IIPUKa3bl, MPOTOKOJIbI), BHOCATCS HOMEpA; €cld JEN0 C
MEPENUCKON COCTOUT M3 HECKOJIBKHUX TOMOB, B KaXKIOM TOME YKa3bIBA€TCS KOPPECIOH/EHT,
aBTOp, TEPPUTOPUS, Ipyrue JaHHble. B Kak0M TOME yKa3bpIBaeTCs Aara (4MCio, Mecsll, roj)
Hayajla ¥ OKOHYAaHHs JaHHOrOo Toma. TouyHBIE AaThl MPOCTABIIAIOTCS HAa OOJOXKKAaX s
OBICTPOrO TMOUCKA JTOKYMEHTOB B MOCHEAYIOIIEM; U3 3aBEPUTEIBHON HAAMHCH HA OOJIOKKY
JieJ1a BBIHOCUTCS KOJIMYECTBO JIMCTOB B JIEJIE.

7.3.4. Hagnucu Ha 0OJIOKKAax €1 MOCTOSHHOIO M JIOJTOBPEMEHHOTO XPAaHEHUsS CIEAyeT
MPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIAMH.

7.3.5. Jlng ydera KOJIMYeCTBa JIMCTOB B Jelie U (pukcanuym ocOOEHHOCTEH UX HyMepaluu Ha
OTJIEJIbHOM JIMCTE COCTABIISIETCS 3aBEPUTENIbHASL HAIITUCh.




7.3.6. B 3aBepuTenbHON HANMUCU YKA3bIBAETCS KOJIWYECTBO JHUCTOB (IIMPpPaMH U MPOMUCHIO)
B Jienie. 3aBepuTebHas HAAMKUCh MOANMKUCHIBAETCS COCTABUTENIEM C YKA3aHUEM €ro JIOJDKHOCTH
U J1aThl COCTaBJICHHUSI.

7.3.7. BHyTpeHHs ONUCH COCTABISETCS K JesiaM MOCTOSSHHOTO M JIOJITOBPEMEHHOTO (CBBIIIE
10 net) cpoka xpaHeHUs, CHOPMUPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKU
KOTOPBIX HE PACKpPHIBAIOT KOHKPETHOE COJEp>KaHHE JOKYMEHTOB (0CO0O0 IIEHHBIE, JTUYHbBIC
nena u Jip.).

7.4. Onucanye TOKYMEHTOB MOCTOSHHOTO CPOKA XPAHECHHUS.

7.4.1. OnucH cOCTaBISIOTCA pPa3Ae]bHO Ha Jejla NOCTOSHHOTO XpaHEHUs MO OCHOBHOM
JeSITEIbHOCTH M Ha JIeJia 10 JINYHOMY COCTaBYy.

7.4.2. Onucu coCTaBIISIIOTCS JEIOTPOU3BOIUTEIIEM.

7.4.3. Onuck BeeTcsa B €IMHONW BAJIOBOM HyMEpalluy B TEUEHHUE HECKOJIBKUX JIET.

7.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPAHEHUSI COCTABISAETCA aKT 00 YHUUTOXKECHUH.

7.4.5. Tlo oxkoOHYaHMM JEIONPOU3BOJCTBEHHOTO Trojla B 00pa3oBaTelIbHOW OpraHU3aluu
IPOU3BOJUTCS OTOOP JOKYMEHTOB IOCTOSIHHOTO CpOKa XpaHEHHWs [JIsl BKJIIOUYEHUS MX B
onuch. ONHUCh COCTOUT U3 FOJIOBBIX Pa3/esioB, BHYTPHU rojia Jieia pacloyiaraloTcs 1o CTeneHu
3HAYUMOCTH C YY€TOM HOMHUHAJIBHOTO MPHUHIHUINA (B COOTBETCTBUHM C HOMEHKIATYpPOU
TUMHA3UM ).

7.4.6. Onucu COCTaBISIIOTCA Pa3leibHO Ha Jejla IOCTOSIHHOTO XPaHEHMsI MO OCHOBHOM
NeSTeTLHOCTH U Ha JIeJia 10 JJMYHOMY COCTaBy.

7.4.7. OnKCH COCTABIISIIOTCS CEKPETAPEM.

7.5. lena BpeMEHHOTO XpaHeHus 0GhOPMIISIOTCS YIPOIICHHO: OHU HE MOIIIUBAIOTCS, JIUCTHI B
HUX HE HYMEPYIOTCS, YyTOYHEHHE Ha OO0JIO)KKax HE MPOU3BOAMUTCS, OMHCH Ha Jelia He
COCTaBIISIIOTCS, YUET BEJIETCS IO HOMEHKIIAType JIedl.

8. YcioBusi XxpaHeHusi JOKYMEHTOB apXHBa

8.1. JIokyMeHTBI apXHUBa XpaHATCS B ApXUBOXPAHWIMIIE TUMHA3UH.

8.2. He nomyckaeTcsi pa3MellleHUE apXUBa B MOJBAJIbHBIX M Y€PJAYHBIX TOMEUIEHUAX IIKOIBL.
8.3. ApXUBOXpaHWIHIIE JOJKHO OBITh YJAJIEHO OT JIaDOpaTOPHBIX, IMPOU3BOJICTBEHHBIX,
OBITOBBIX TOMENICHUH ¥ HE HMETh OOMMUX ¢ HUMU BEHTWISIMOHHBIX KaHAJOB.
ApXUBOXpaHWIIMILE OTAENSIETCS OT COCEIHMX IOMELIEHU HEeCrOpaeMbIMU CTE€HAMH H
MEPEKPBITUSAMU C IIPEJEIaMi OTHECTOMKOCTH HE MEHEE JBYX 4acOB. B apXUMBOXpaHWIIMILE HE
JOTMYCKaeTCs TMpOKJIaaka TpyO0 BOJOCHAOKEHUS M KaHAIW3allMd, TEXHOJIOTHYECKUE WIH
OBITOBBIE BHIBOJIbI BOJIBI.

8.4. ApXUBOXpaHWIHIIE JOJDKHO HMETh E€CTECTBEHHYI) WM HCKYCCTBEHHYIO BEHTWIALMIO,
00eCreynBaloNyl0 PEIUPKYISINI0 BO3yXa, CTa0WIBHOCTh TEMIEPaTypHO-BIAKHOCTHOTO
pexuma.

8.5. Bce moctymnaromue B apXuB 00pa3oBaTENbHONW OpraHU3alluyd JOKYMEHTHI pa3MelIaloTcs B
ApXUBOXPAHWIHINAX HAa CTAIMOHAPHBIX W/WIM TEPEABIKHBIX METAJUTMUECKHX CTeJUlakaX, B
MEeTAJUTMYECKUX IKadax Wi KOHTeHHepax.

8.6. CTemnaxxul TOJKHBI OBITh YCTAHOBIICHBI TIEPIIEHIUKYIISIPHO CTEHAM C OKOHHBIMH MPOEMaMH,
a B NOMeUIeHHH Oe3 OKOH - C Y4YeTOM OCOOCHHOCTeW mnomemnieHuss W obopynoBanusi. He
JOMYCKAETCs pa3MEUIEHUE CTeNIaKeH BIUNIOTHYIO K HAPY>KHBIM CTE€HAM 3J]aHUS U K UCTOUHHKAM
TeIIa.

8.7. PaccTaHoBKa cretaxkedl M MKa(QOB OCVIIECTBISAETCS B COOTBETCTBHHU CO CJEIVIOIIMMH
TpeOOBaHUSIMH:

* paccTosTHHUE MEXIY psAJlaMH CcTelIaxel (TJaBHbINA Mpoxosa) — He MeHee 120 cwm;

* paccTtosiHue (TIPOX0JT) MEXKIY CTEIJIaXXKaMu — He MeHee 75 cM;

* pacCTOSIHUE MEXIY HAPYKHOW CTEHOMW 3[aHHS M CTEJUIaKaMH, MapajiyleIbHbIMA CTEHE — HE
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MeHee 75 cMm;

* pacCTOsSHUE MEXY CTCHOW M TOPIIOM cTejutaxa wim mkada (00xom) — He MeHee 45 cwm;

* paccTosTHUE MEXAy TOJIOM W HUXHEH TOJIKOW creiaxka (mkada) — He MeHee 15 cMm, B
IIOKOJIBHBIX ATa)kaX — He MeHee 30 cM.

8.8. IlpoTHBOmOXapHBIA pEXKUM B 3IaHUSAX, TAE€ PaA3MEUNIACTCS apXuB IIKOJb, U B
apXUBOXpAHWIMIIAX YCTAaHABIMBACTCS B COOTBETCTBUU C [IpaBuUilaMH MPOTHBOMOKAPHOTO
pexuma B Poccuiickoit @eneparuu ot 16 cenTsa6ps 2020 romga Nel1479.

8.9. ApxuBHBIEC TOKYMEHTHI CIEIYET XPaHUTh B TEMHOTE.

8.10. 3amura JTOKYMEHTOB OT JCUCTBUS CBETa OOECIEYMBAETCS XPAaHCHHEM JTOKYMEHTOB B
KopoOKax, IMamKkax U TepervieTax, B ImKadax WIM Ha CTe/ulakaX 3aKphITOro THIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIIECHUSI B KHUTOXPAaHUJIUIIAX JOJDKEH COCTABIISITh HE MEHEE
100 mrokc.

8.12. B apXuBOXpaHWIHWINEC JUId XpPaHCHUS JOKYMEHTOB VYCTAaHABIMBAIOTCS CICAYIOIINE
apaMeTphbl TEMNEPATYPHO-BIAKHOCTHOT'O PEIKMMA.:

 JUIsI XpaHEGHHWS JOKYMEHTOB Ha OyMaXHOM HocuTene — Temmepatypa 17-19°C,
OTHOCHUTEJIbHAs BIAXXHOCTh Bo3yxa — 50-55%.

8.13. ITomemenus: apxuBa 00Opa30BaTEIbHOM OpraHU3alMM JOJKHBI COACPKATHCS B YHUCTOTE, B
YCJIOBUSX, UCKITIOYAIOIIUX BO3MOXKHOCTh MOSIBJICHUS TIJIECEHU, HACEKOMBIX, MBLIH.

9. 3akyI0YUTEIbHBbIC M0JI0KEHUS

9.1. Hacrosiuee IlonoxkeHue siBiseTcsl JOKaJbHBIM HOPMAaTUBHBIM aKTOM, IPUHUMAETCS Ha
OO6meM coOpaHuM paOOTHUKOB TMMHA3UM W YTBep)kKaaercs (MO0 BBOOUTCS B JIEHCTBHE)
MIPUKA30M JUPEKTOpa TMMHA3UH.

9.2. Bce u3MeHeHHs U JOMOJHEHMsI, BHOCUMbIE B Hactoslee [lonoxkenue, ohopMisitoTcs B
MMACBbMEHHOW (opMe B COOTBETCTBUHM JEHCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoii
denepanuu.

9.3. Tlonoxenue o0 apxuBe 0011€00pa30BaTEILHON OpraHU3allMM [PUHUMAETCS Ha
HEOIpPEIENICHHBIN CpoK. M3MeHenns n nononHenus k [1og0KeHn0 MpUHUMAKOTCS B MOPSJIKE,
npeaycMoTpeHHoMm 1.9.1. Hactosiiero [lonoxenus.

9.4. llocne npunarus [lonoxenus: (MM U3MEHEHUH U JOMOJIHEHUH OTAEIBHBIX MYHKTOB U
pa3zenoB) B HOBOM pelakuu MpeAblaylias peIakius aBTOMAaTUHYECKU YTPAUUBAET CUILY.
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