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Hounoxkenue 00 apxuse MbOY «laprunckas COIL Nel»

1. O0uMe MoI0KeHUs

1.1. [Tonoxxenue 00 apxuBe MyHUIIMTIATBLHOTO OIOJIKETHOTO 00I11€00pa30BaTEIBLHOIO
yupexaeHus «Jlaprunckas cpeanss oOmeoOpaszoBarenbHad mkona Nel (manee — MBOY
«daprunckas COL Nely), pazpaborano B coorBeTcTBUM ¢ DenepanbHbiM 3aKoHOM «O0
apxuBHOM zene B Poccuiickoir @enepauun» ot 22.10.2004 Ne 125-03, Metoauueckumu
PEKOMEHAAIUAMU 0 pabOTe C JOKYMEHTAMHU B 0011€00pa30BaATEIbHBIX YUPEKICHUSIX.

1.2. Hacrosmee IlonoxxeHue pazpaboTaHO B IEIAX:

— COBEpIIECHCTBOBAaHUSA  JICATENBHOCTH B  cepe  opraHmzanuud  XpaHEHUS,
KOMIUICKTOBAaHMS, ydeTa W WCHOJIb30BAHHUS AapPXUBHBIX JOKyMeHTOB MBOY
«aprunckas COILL Nel»

— palnMoOHAJIBHOM OpraHu3alMu JOKYMEHTallMOHHOTO oOecrieuenuss B MBOY
«laprunckas COL Nely

1.3. ApxuB MBOY «/laprunckas COII Nel» co3maercs B LENSIX XpaHEHHS,
KOMIUICKTOBAaHMS, yuy€Ta U MCHOJIb30BaHUS JIOKYMEHTOB, OOpa3yroIIUXCsi B MPOIECcce
nearensHocTh MBOY  «/laprunckass COLLl Nel» u 3aKOHYEHHBIX [EJIOMPOU3BOICTBOM
JOKYMEHTOB TMPAaKTHYECKOTO Ha3HA4YeHHUs, MX OTOOpa W TOJArOTOBKM K Iepejade Ha
XpaHEHUE B MYHHIIUIIATIbHbBINA apXUB.

1.4. B coeii pabore apxuB MBOY «/laprunckas COII Nely» pykoBoacTByeTCs
3aKOHOJIaTEILCTBOM 00 apxuBHOM Jiene B Poccuiickoit denepariiu, THBIMA HOPMAaTUBHBIMU
npaBoBbIMU akTamu Poccuiickoit denepanunn, nokanbHbiMU akTaMu MBOY «Jlaprunckas
COMI Nel» u nactosimum [lonoxenuem.

1.5.  Koutpons 3a pestenbHocThio apxuBa MBOY «Jlaprunckas COII Nely
OCYILIECTBIISIET JUPEKTOP, a B €€ OTCYTCTBMU 3aMECTUTENb ITUpEKTopa Mo Yy4eOHOo-
BOCIUTATEIBLHON paboTe, KOTOPhIE 00ECIECUNBAIOT apXUB HEOOXOJAUMBIM MOMEIICHUEM U
000py1I0BaHUEM.



1.6. Hemocpencteernnoe pykoBoacTBo apxuBoM MBOVY «Jlaprunckass COILI Nely
BO3JIaraeTcsl MpUKa30M JTUPEKTOpa Ha ceKpeTaps yueOHOM YacTH.

2. CocTaB 1OKYMEHTOB apXuBa

2.1. ApxuBHBIE AOKYMEHTBHI, MOCTyHarollMe Ha XpaHeHue B apxuB MbBOY
«dapruackas COLLL Nel» oTHOCATCA K MyHUUMIIAIBbHOW COOCTBEHHOCTH, HE IMOJIEKAT
IPUBATU3ALMH, HE MOTYT OBITh OOBEKTOM IPOAAKU, MEHBI, TAPEHMUS],  TAKXKE UHBIX CHEIIOK,
MOTYIIMX IIPUBECTU K UX OTUYKJICHUIO.

2.2. B apxus MBOY «/laprunckas COL Nel» nocTymnarot:

2.2.1. ApxuBHBIE TOKYMEHTbI, 00pa30BaBIIKeEcs B mpoiiecce aedareabnoct MbOY
«Jdaprunckas COLI Nel», BpeMeHHOro XpaHeHHs (HEOOXOAMMBbIE B NPAKTHYECKON
JESATEeIIbHOCTH).

2.2.2. ApxuBHbIE TOKyMEHTBI, 00pa30BaBIIKeEcs B mpolecce aesarenbHoctd MbOY
«daprunckas COL Nel»

2.2.3. JIOKyMEHTBI MO JINYHOMY COCTaBY, OTPAXKAIOIIUE TPYIOBBIE OTHOLICHUS
paboTHUKA ¢ pabOTOIaTEIIEM.

2.2.4. ApxuBHBIE JOKYMEHTBI IOCTOSIHHOTO XPAHEHUS.

3. 3agauu u GyHKIUH apXuBa.

3.1. OcunoBubiMu 3a1auamu apxuBa MBOYVY «/laprunckas COII Nely:
3.1.1. KoMIekroBanue JOKyMEHTaMH, COCTaB KOTOPBIX IPEAYCMOTPEH Pa3IeIoM
2 nacrosmero Ilonoxenus.

3.1.2. ObGecneyeHue  €AUMHBIX  MPUHIUIOB  OpPraHU3allUd  XPaHCHUS,
KOMIIJIEKTOBAHMS, YUE€TA U UCIIOIb30BAaHUE APXUBHBIX JOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcyiectBieHue KOHTposisi 3a (opMupoBaHUEM M O(POpMIICHHEM JENl B
nenonpounsBoactse MbOY «/laprunckas COLL Nely.

3.2. B cooTBEeTCTBMM C BO3JOKEHHBIMM Ha HEro 3aaadamu apxuB MbBOY
«daprunckas COLI Nel» ocyuiecTBisieT cnenytoume GyHKIUN:

3.2.1. IlpuauMaeT nocne 3aBepuIeHUsl IeTONPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymeHTsl MBOY  «Jlaprunckas COILl Nely», oOpaboTaHHblE B COOTBETCTBHM C
TpeOOBaHUSIMH, YCTAHOBJIEHHBIMHU 3aKOHOAATEILCTBOM 00 apXuUBHOM jeine B Poccuiickoii
denepanum.

3.2.2. OcymiecTBisieT y4eT U OOeCHeuMBaeT TMOJHYI COXPAHHOCTb MPUHSTHIX
apXMBHBIX JIOKYMEHTOB, B TOM YHCJIE TI0 JUYHOMY COCTABY.

3.2.3. IlpoBomgut CBOEBPEMEHHOE YIOPSJOUYECHUE APXUBHBIX JIOKYMEHTOB
(aKCcmiepTH3y IEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKy, COCTABIIEHUE OMUCEH U T.1.).

3.2.4. Opranu3yeTr UCTIO0JIb30BaHUE TOKYMEHTOB:

- u"HpopmupyeTr aaMuHHUCTpauuio U padotHukoB MBOY «/laprunckas COILL Nely» o
COCTaBE U COJEPKAHUM JOKYMEHTOB apXH1Ba;

- OecIIaTHO MPENOCTABISIET MOJb30BATENSIM apXUBHBIMU TJOKYMEHTaMU O(OPMIICHHBIE B
YCTAaHOBJICHHOM TMOPSIIKE AapXUBHbBIE CHPABKM WM KOMHMH apXUBHBIX JOKYMEHTOB,
CBA3aHHBIE C YCTAaHOBJIEHHEM TPYIAOBOTO CTa)a, COLMAIbHOW 3alIUTOM Tpa)aaH,
MpeayCMaTpUBAIOIIEed HMX IEHCHOHHOE OO0ecledyeHre, a TakKe MOJy4yeHUue JbroT U
KOMIIEHCAIIUM B COOTBETCTBUH C 3aKOHOAATENbCTBOM Poccuiickon denepanuuy;



- BbIJIACT B YCTAHOBJICHHOM HOPAAKC JCJId, JOKYMCHTBI MJIM KOIIMKU JOKYMCHTOB B HCJIAX
CHy>K€6HOFO " IPAKTUYICCKOI'O UCIIOJIb30BAHMSA JJIA pa6OTBI B IIOMCHICHUH apXHBa,
- BCACT YUCT UCIIOJIb30BaAHUA JOKYMCHTOB, XPaHAIINXCA B apXUBC.

4, HpaBa H OTBETCTBCHHOCTD

4.1. Jlna BBIMOJHEHHUS BO3JIOKEHHBIX 3a7ad M (YHKIUI JHUI0, OTBETCTBEHHOE 3a
Benenne apxuBa MBOY «/laprunckas COLLL Nel», umeer npaBo:

4.1.1. KoHTponupoBaTh BBHINOJHEHUE YCTAHOBJIEHHBIX TMPaBWI pabOThHl ¢
nokymentamu B MBOYVY «/laprunckas COILL Nel»y.

4.2. JIuuo, otBeTcTBeHHOE 3a BeneHue apxuBa MBOY «/laprunckas COII Nely,
HECET OTBETCTBEHHOCTh 32 BBIMIOJHEHNE BO3JIOKEHHBIX HAa apXUB 33]1a4 U PYHKIUH.

43. 3a yrpary W TOpuyy JOKYMEHTOB JOJDKHOCTHBIC JIMIA YYPEKICHUS
(pyKOBOIMTENb YUPEKICHUS U JIUIO, OTBETCTBEHHOE 3a BEJCHHE AapXWBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUU C JACHCTBYIOIINM 3aKOHOAATEIILCTBOM.

5. KommiekroBanue apxmBa

5.1. IloaroroBka nokymMeHTOB K nepenade B apxuB MbOYVY «/laprunckas COLLL Nely
BKJIFOYAET IKCIIEPTU3Y HAYYHOU U IPAKTUUECKOM IIEHHOCTH JJOKYMEHTOB, OpOpMIICHHE eI,
COCTABJICHHE OIUCH.

5.2. DkcrepTr3a HEHHOCTH JOKYMEHTOB.

5.2.1. DKkcnepTu3a HEHHOCTH JOKYMEHTOB - ONIPEAECICHUE HEHHOCTH JOKYMEHTOB C
LEJIbI0 0TOOpA UX HA XPAHEHHE U YCTAHOBJIIEHHE CPOKOB XPaHEHHS.

DJkcnepTudy UeHHOCTH JOoKyMeHTOB B MbBOY «/laprunckas COILL  Nely
OCYUIECTBJISIET IOCTOSIHHO JICHCTBYIOIIAS SKCIIEPTHAST KOMUCCHSI.

5.2.2. DOkcnepTHas KOMHUCCHS Ha3Ha4aeTcs MpukKazoM gupekropa MBOY
«aprunckas COLI Nel» Nel4. B coctaB DKCepTHOW KOMHUCCHHM BKJIHOYAIOT HE MEHEE
TpeX COTPYIHUKOB, B TOM YHCJIE B 00513aTEIbHOM MOPSAIKE U0, OTBETCTBEHHOE 32 BE/ICHNE
apxuBa MBOY «Jlaprunckas COI Nel».

DKcIepTHasi KOMHUCCHS Ha 3aCEIaHUsIX PacCMaTpUBAaET: HOMEHKIATypy nen MBOY
«laprunckas COLI Nel»y, onucu e MOCTOSTHHOTO XPaHEHUS U TTO IMYHOMY COCTaBY, aKThI
Ha JOKYMEHTBI, BBIJEISIEMbIE K YHUUTOXEHUIO.

5.3. Oopmnenue nen.

5.3.1. Jlesia nOCTOSHHOTO XpaHEHMSI MOIINUBAIOTCS B TBEPIYIO O0JI0KKY CYpPOBBIMU
HUTKaMHu. JIMCTBI HYMepyloTcs B NIPaBOM BEPXHEM YIUIy MPOCTHIM KapaHJIalloM.
KonnyecTtBO MHUCTOB B KaXAOM JAeji€ HE NOKHO mpeBbimate 250. B koHue nema Ha
OTJIEJILHOM JIUCTE COCTABJISIETCS 3aBEpUTEIbHAS HAJIUCH.

5.3.2. Ha o06noxke Aen MOCTOSHHOIO XPaHEHHsI JTOJKHBI OBbITh MPOCTABJICHBI
CJIEyIOIIMEe PEKBU3UTHI: HAUMEHOBAaHNE 00pa30BaTEIbHOTO YUPEKICHHS, HOMEp (MHIEKC)
JieJ1a o HOMEHKIIATYpPE, 3ar0JIOBOK Jej1a, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS UM OTMETKA
«XpaHUTh TIOCTOSIHHO», HOMEP (POH/Ia, OTIHCH, Jea.

5.3.3. Tlo okoHYaHWU JAEIOMPOU3BOJCTBEHHOTO Troja B OGOPMIICHHBIE OOJIOKKH el
MOCTOSTHHOTO XPAaHEHUS BHOCSATCS HEOOXOJMMbIE YTOYHEHHS: B 3aroJIOBKU [,
coJiepKaluX PacToOPSAUTENbHBIC JOKYMEHTHI (IIPUKA3bl, MPOTOKOJIBI), BHOCATCS HOMEPA,;
€CJIM JEJI0 C NEPENUCKON COCTOUT M3 HECKOJIBKHX TOMOB, B KaXKJIOM TOME YKa3bIBAaETCS



KOPPECIIOHAEHT, aBTOP, TEPPUTOPHUs, APYTUe JaHHBIE. B KaKIOM TOME yKa3bIBaeTCs JaTa
(4uncmo, Mecsll, TOJ) Hayajaa 1 OKOHYAHMS TaHHOTO ToOMa. TOYHBIE 1aThl MPOCTABJISIOTCS Ha

00JI0KKaX JiJisi OBICTPOTO MOMCKAa JOKYMEHTOB B MOCIEIYIOIIEM; W3 3aBEPUTEIbHOMN
HaJIMHUCH Ha OOJIOXKKY JieJIa BBIHOCUTCS] KOJTMYECTBO JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 0OJOKKAaxX €l MOCTOSHHOTO W JOJITOBPEMEHHOTO XPaHEHUs
CIEeAYET MPOU3BOAUTH YETKO, CBETOCTOMKHUMU YEPHUIAMM.

5.3.5. lna ydera KOJMYECTBA JIMCTOB B Jieie U (DUKCAIMM OCOOCHHOCTEH HX
HyMEpaluu Ha OTAEIbHOM JIMCTE COCTABIISIETCS 3aBEPUTEbHAS HAIIKCH.

B 3aBeputenbHONM HAINUCH YKa3bIBACTCS KOJUYECTBO JIMCTOB (1udpamMu U
IPOIKCHIO) B Jieie. 3aBepUTeNIbHASL HAJIIUCh MOANMKUCHIBACTCS COCTABUTEIIEM C YKa3aHUEM
€ro JIOJXKHOCTH U 1aThl COCTABIICHHUS.

5.3.6. BHyTpeHHs OUCh COCTABIIACTCS K JejaM OCTOSIHHOTO U I0JTOBPEMEHHOTO
(cpie 10 set) cpoka xpaHeHHs, CPOPMUPOBAHHBIM MO PA3HOBHJIHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEpKaHUE JOKYMEHTOB (0c000
LICHHbIC, TUYHBIC JIeNIa U JIp.).

5.3.7. lena BpeMeHHOTO XpaHeHUs: 0hOPMIISIOTCS YIIPOUIEHHO:

OHU HE TMOJIIMBAIOTCSA, JIUCTHl B HUX HE HYMEPYIOTCA, YTOUYHEHHE Ha OOJIOKKaxX He
MIPOU3BOJIUTCS, ONKMCH Ha JieJia HE COCTABJISIIOTCS, YUET BEJIETCS IO HOMEHKJIAType JIell.

5.4. Onucanue JOKYMEHTOB MTOCTOSIHHOTO CPOKa XPaHEHHUS.

5.4.1. Onucu CcOCTaBIAIOTCA Pa3leiabHO HA Jejia IMOCTOSSHHOIO XpaHEHWs MO
OCHOBHOM AEATEIBbHOCTH U Ha JIeJIa 10 JINYHOMY COCTaBy.

5.4.3. Onucu coCTaBIAIOTCA IETONPOU3BOIUTEIIEM.

5.4.4. Onuce BeneTcst B €AMHOM BAJIOBOM HyMEpallUK B TEYEHUE HECKOJIBKUX JIET .

5.4.5. Ha gena ¢ UCTEKIIMM CPOKOM XpaHEHUSI COCTABIISIETCS aKT 00 YHUUTOXEHUHU.



