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MBOY «HUoparumosckas COIL»



1. O0mue moJ10KeHus1

1.1. TMonoxenue o6 apxumBe MBOY «U6Gparumosckass COIL»  (mamee —
[Tonoxxenue), pazpaboraHo B coorBercTBUU ¢ DepepanbHbIM 3akoHOM «OO0
apxuBHoM nene B Poccmiickon ®Penepanmm» ot 22.10.2004 Ne 125-@3,
MeTonuueckuMM ~ pEKOMEHJauusMH [0  pabore ¢  JOKYMEHTaMH B
0011e00pa30BaTENbHBIX YUPEKICHUSIX.

1.2. Hacrosimee [TonoxxeHue pazpaboTaHo B IENAX:

- COBEpIIEHCTBOBAaHUS JEATEIBHOCTU B cdepe OpraHu3alMu XpaHECHHUS,
KOMIUIEKTOBaHMSI, YU€Ta U UCIOJIb30BaHUS apXUBHBIX JIOKyMeHTOB MBOY
«H6parumosckas COLLD»

- panuoOHaJIbHOM OpraHM3allud JOKYMEHTAllMOHHOTro oOecneuenuss B MBOY
«Moparumosckas COLL»

1.3. ApxuB MBOY «Uo6parumosckas COILl» co3naercs B 1eisx XpaHeHUS,
KOMIUJIEKTOBAHUS, Y4Y€Ta M MCIOJb30BAHUS JOKYMEHTOB, OOpa3yIolIUXCs B
nporecce aesrenbHocty MBOVY «MoOparumosckass COIl» u 3aKOHYEHHBIX
JIEJIONPOU3BOICTBOM JIOKYMEHTOB TMPAKTUYECKOrO0 Ha3HA4YeHHs, MX OTOOpa u
NOATOTOBKH K ME€pelaye HAa XpAaHEHUE B MYHHIIUIIAIbHbBINA apXUB.

1.4. B cBoeit pabore apxuB MbBOY «Mb6parumonckas  COILL»
PYKOBOJICTBYETCS 3aKOHOJIATEILCTBOM 00 apxuBHOM jeine B Poccuiickoii
Qdenepanuy, WHBIMM  HOPMATHBHBIMH  INPABOBBIMM  akTamMu Poccuiickoun
denepanuu, nokanbHbIMH  akTamMu MBOY  «M6parmmoBckas COII» u
HactosiuM [lonoxxeHnueM.

1.5. Kontpons 3a nesarenbHocThio apxuBa MBOY «UM6parumosckas COI»
OCYUIECTBIISIET IUPEKTOP, & B €€ OTCYTCTBUU 3aMECTUTENb AUPEKTOPA MO y4eOHO-
BOCIIUTATENILHOM paboTe, KOTOphble OOECIEYMBAIOT apXUB HEOOXOIUMBIM
MOMEIICHHEM U 000pYI0BAHUEM.

1.6. HemocpenctBennoe pykoBojicTBo apxuBoM MBOY «6parumoBckas
COIlll» Bo3znaraeTcsi IPUKA30M JUPEKTOPA HA CEKpeTaps yueOHOM yacTu.

2. CocTaB 1OKYMEHTOB apXuBa
2.1. ApxuBHbBIE€ TIOKYMEHTHI, IOCTYIAIOIIME HA XpaHeHHne B apxuB MbOY
«MoparumoBckas COILl»  oTHOCATCS K MYHUIMIAIBHONW COOCTBEHHOCTH, HE
MOJIJIekKAT MPUBATH3AIMN, HE MOTYT OBITh OOBEKTOM TPOJAXKH, MEHBI, JapEHUs, a
TaKKe UHBIX CJIENIOK, MOTYIIIMX MMPUBECTH K UX OTUYKICHUIO.
2.2. B apxuB MBOY «M6parumosckas COIL» noctynaror:
2.2.1. ApxuBHbBIE TOKYMEHTBI, 00pa30BaBIIHNECS B MIPOIIECCE AEATETbHOCTU
MBOY «Moparumosckas COILl», BpeMeHHOro XpaHeHHs (HEOOXOOuMbIE B
MPaKTUYECKOH AESITEIIbHOCTH).
2.2.2. ApxuBHBIE TOKYMEHTBI, 00pa30BaBIIHECS B MPOLIECCE NEATCIbHOCTH
MBOY «U6parumosckas COLI»
2.2.3. JIokyMEeHTbl 1O JMUYHOMY COCTaBy, OTPAXKAIOUIUE TPYAOBBIC
OTHOIIEHUS pabOTHUKA ¢ paboToaTeseM.
2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSIHHOTO XPAHEHUSI.
3. 3agaum u GyHKUUM apxXuBa.
3.1.  OcnoBubiMu 3a1auamu apxuBa MBOY «U6parumockas COII»



3.1.1. KommiekToBaHnue TOKyMEHTaMH, COCTaB KOTOPBIX MPELYCMOTPEH
pazzenom 2 nacroswmero [lonoxeHus.

3.1.2. OGecneueHue eOUHBIX MPHUHIMIIOB OPTraHU3aldd XpaHEHHS,
KOMILJIEKTOBAaHUS, Yy4y€Ta M MCHOJb30BaHUE apPXMBHBIX JIOKYMEHTOB, UX
COXPaHHOCTH.

3.1.3. OcyuectBieHue KOHTpods 3a (HOpMHUPOBAHHEM U O(OpMIIEHHEM
nen B aenonpousojactee MbBOVY «M6parumorckas COI»

3.2. B COOTBETCTBHM C BO3JIOKEHHBIMHU Ha HEro 3ajadamu apxuB MbOY
«Moparumosckas COIL» ocymiecTBiseT clieaytonue GyHKIUu:

3.2.1. IIpuHuMaeT mociie 3aBepIICHHs JIeTONPOU3BOJICTBOM, YUUTHIBAET U
xpanut JokymeHTel MBOY «Mo6parumonckas COILLDy, oOpaboTaHHbIE B
COOTBETCTBHUM C TpeOOBAaHUSMH, YCTaHOBJIEHHBIMU 3aKOHOJATEIBCTBOM 00
apxuBHOM Jzene B Poccutickon @enepanumu.

3.2.2. OcymiecTBisieT y4deT M 0O€CHEeUYMBAET TMOJHYI0 COXPAHHOCTH
MPUHATBHIX APXHUBHBIX TOKYMEHTOB, B TOM YHKCJIE 110 JUYHOMY COCTaBY.

3.2.3. IIpoBOOUT CBOEBPEMEHHOE YIIOPSAOYECHHE APXUBHBIX JOKYMEHTOB
(3KCnepTH3y LIEHHOCTH, HAay4YHO-TEXHUYECKYI0 00pabOTKY, COCTaBICHUE OMKUCEN U
T.1.).

3.2.4. Opranu3yer UCIOJIb30BAaHUE TOKYMEHTOB:

- uHdopmupyeT aaMUHUCTpaluio U paboTHUKOB MBOY «Moparumosckas COLI»
0 COCTaBE U COJICPKAHUU TOKYMEHTOB apXUBa;

- OecilaTHO TPEAOCTaBISET  IOJB30BATEISIM  APXMBHBIMH  JOKYMEHTAMHU
OoQOpMJICHHBIE B YCTAaHOBJICHHOM TOPSIIKE ApXUBHBIE CIPABKA WM KOIHH
apXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHUEM TPYAOBOIO CTaxa,
COLUMAJIBHOM  3allMTOM TpaXKJaH, NOpPeAyCMaTpUBAOLIEH MX IIEHCUOHHOE
o0ecrieyeHne, a TaKXkKe IMOJIy4eHHE JIbFOT M KOMIIEHCAIlMil B COOTBETCTBUU C
3aKkoHoAaTenbCcTBOM Poccniickon denepanny;

- BBIJJAET B YCTAHOBJIICHHOM NOPAJIKE Jieia, JOKYMEHTbI WM KOIHUU JOKYMEHTOB B
LESAX CIIYKEOHOI0 M MPAaKTUYECKOr0 MCIOJIb30BaHUs ISl paOOThl B MOMEIICHUH
apXuBa;

- BEJIET y4YeT UCIOJIb30BaHUs JOKYMEHTOB, XPAHIIIMXCS B apXUBE.

4. IlpaBa ¥ 0OTBETCTBEHHOCThH

4.1. Jlna BBINOJHEHUS BO3JOXKEHHBIX 3a7ad U (PYHKIUN JHIIO,
OoTBeTCTBEHHOE 3a BeieHue apxuBa MBOY «UoOparumosckas COLI» , umeer
paBo:

4.1.1. KoHTponupoBaTh BBINOJIHEHUE YCTAHOBJICHHBIX MPaBHII PabOTHI C
nokyMentamu B MBOY «M6parumosckas COLL»

4.2. Jlumo, oTBeTcTBeHHOE 3a BeneHue apxuBa MBOY «UOparumoBckas
COIlIl» , HeceT OTBETCTBEHHOCTH 3a BBINIOJHEHUE BO3JIOKEHHBIX HA apXUB 3a7a4 U
(GyHKUIUH.

4.3. 3a yTpary W mop4dy JOKYMEHTOB JOJDKHOCTHBIE JIMIA YUYPEKICHUS
(pyKOBOAMTEINb YUPEKACHUS U JIUIO, OTBETCTBEHHOE 3a BEJEHUE apXMBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBHHM C JIEHCTBYIOIIMM 3aKOHOIaTEIbCTBOM.

5. KoMiuiekroBanue apxuBa



5.1. TlogrotoBka MJOKyMEHTOB K mepemade B apxuB MbBOY
«Uo6parumoBckass COILL»  BkiItoyaeT SKCIEPTH3y HAYYHOM W MPAKTUYECKOM
[IEHHOCTHU JOKYMEHTOB, O(pOpMIICHHE JIeJ, COCTABJICHHE OIHCH.

5.2. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

5.2.1. Dkcneptusza UEHHOCTH JOKYMEHTOB - OIPEICICHUE LEHHOCTH
JOKYMEHTOB C LIETIBbI0 0TOOpA UX HAa XpAHEHHE U YCTAHOBJIIEHHE CPOKOB XPaHEHHUS.

Okcneptudy 1eHHocTu JokymeHToB B MBOY «MoOparumosckas COLLDy
OCYUIECTBIISIET OCTOSIHHO JIEUCTBYIOIIAS SKCIIEPTHASI KOMUCCHSI.

5.2.2. DkcnepTHas KOMHUCCHUS Ha3HaydaeTcsi mpukazoM aupekropa MBOY
«Moparumosckas COII». B cocrtaB DkcnepTHON KOMUCCUU BKIIOUYAIOT HE MEHEe
TpPEX COTPYJIHUKOB, B TOM UYHCJIE B 005S3aT€IBLHOM MOPSIJIKE JIMIIO, OTBETCTBEHHOE
3a Benenue apxuBa MbOY «M6parumonckas COIL»

DKcrepTHass KOMHUCCHUS Ha 3aCelaHUsIX PACCMaTpPUBAET: HOMEHKIIATYPY Je
MBOY «Ub6parumoBckass COIlLl», omwmcu 1en MOCTOSTHHOTO XpaHEHUS €TI0
JUYHOMY COCTaBY, aKThI HA JJOKYMEHTHI, BBIACISIEMbIE K YHUUTOKEHUIO.

5.3. Odbopmnenue nen.

5.3.1. lena moCTOSTHHOrO XpaHEHHs MOJUIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMM HUTKaMH. JIUCTBI HYMEpPYIOTCS B MPABOM BEPXHEM YTy MPOCTHIM
KapaHjamoM. KoJnuecTBo JIMCTOB B KAXKJIAOM JIelie HE JOJKHO mpeBbimarh 250. B
KOHIIE JieJia Ha OTJIEJIbHOM JIUCTE COCTABIISIETCS 3aBEpUTEIbHAS HAIIUCH.

53.2. Ha o00m0Xke nen TOCTOSSHHOTO XpaHEHWs JIOJDKHBI  OBITh

POCTaBJIEHbl  CJEAYIOIIME PEKBU3UTHI: HAWMEHOBAaHHE O0pPa30BATEIBHOTO
yupexaeHusi, Homep (MHIEKC) Jena 10 HOMEHKJIAType, 3aroJioBOK Jiena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPAHUTh MOCTOSHHO», HOMEP
dhonma, onucH, JIena.
5.3.3. Ilo oxoHYaHWM AEIOMPOU3BOACTBEHHOTO TOJa B O(POPMIICHHBIC OOIOKKH
Jie] TIOCTOSIHHOTO XPaHEHUs BHOCSATCS HEOOXOAMMBIE YTOUHEHHS: B 3aroJIOBKU
JeJI, COJAEpXAIIUX pacHopsaUTENbHbIE TOKYMEHTHI (IIPUKa3bl, IPOTOKOJIbI),
BHOCSITCS HOMEpA; €CIM JIeJ0 C MEPENHCKON COCTOUT U3 HECKOJIbKHX TOMOB, B
Ka)XJIOM TOME YKa3bIBA€TCSI KOPPECTOHICHT, aBTOp, TEPPUTOPUSI, IPYTUe JTaHHbIC.
B kaxmom ToMe ykasbiBaeTcs AaTta (4HMCIIO, MECSI], T'0Jl) Hadajga U OKOHYAHHUS
naHHOro ToMa. ToYHBIE 1aThl TPOCTABIISAIOTCS HA 00JI0KKAX AJi OBICTPOro MoucKa
JOKYMEHTOB B MOCJEAYIOIIEM; M3 3aBEPUTEIbHOW HAANMUCH Ha OOJOXKY nena
BBIHOCUTCSI KOJINYECTBO JIUCTOB B JIEIIE.

5.3.4. Hagnucu Ha 00OJOKKaxX eI IOCTOSIHHOTO M JIOJITOBPEMEHHOTO
XpaHEHUs CIETyEeT IPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. Jlng y4eTa KoJIM4ecTBa JUCTOB B Jiesie U (PUKcaruu 0COOEHHOCTEN nX
HyMepaluy Ha OTJEIbHOM JIMCTE COCTABIISACTCS 3aBEPUTEIIbHAS HAMIMKCH.

B 3aBepuTenbHON HAANMUCH YKA3bIBACTCS KOJWYECTBO JIUCTOB (IudpamMu 1
MPOINHKCHIO) B Jeiie. 3aBepUTeNbHAs HAIMUCh MOJIMUCHIBAETCS COCTABUTENIEM C
YKa3aHUEM €ro JOJHKHOCTU U JaThl COCTaBICHUS.

5.3.6. BHyTpeHHsiI ONUCHh COCTaBJISIETCS K JIeJlaM TMOCTOSIHHOTO U
nonaroBpeMeHHoro (cBbimie 10 7eT) cpoka xpaHeHHUs, CHOPMHPOBAHHBIM IIO
Pa3HOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep>kKaHue IOKYMEHTOB (0c000 LIEHHBIE, IMYHBIE JIeia U JIp. ).



5.3.7. Jlena BpeMEHHOTO XpaHEeHUs O(DOPMIISIFOTCS YIIPOIIEHHO:
OHH HE TIO/IMINBAIOTCS, TUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHNE Ha 00JI0KKaX HE
MIPOU3BOJIUTCS, ONMCH HAa JieJIa HE COCTAaBIISIOTCS, YUET BEJETCS 10 HOMEHKIIAType
JEN.

5.4. Onncanne JOKyMEHTOB ITOCTOSTHHOI'O CPOKA XPaHEHHS.

5.4.1. Onucu coCTaBIsAOTCS pa3/iesIbHO HA J€J1a MOCTOSIHHOTO XPAHEHHUS IO
OCHOBHOMU JESATEILHOCTH U Ha Jieja M0 JIUYHOMY COCTaBy.

5.4.3. Onucu coCTaBIsIIOTCA JI€JIONPOU3BOIUTEIIEM.

54.4. Onuce Bemercs B €AUHOM BajJOBOM HyMEpalUd B TEUYEHUE
HECKOJIBKHUX JIET .

54.5. Ha gena ¢ WCTEKIIMM CPOKOM XpaHEHHUs COCTaBJISETCS akT 00
YHUUYTOXEHUHU.



	5. Комплектование архива

