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Honoxenne 06 apxuse MBOY «Mapsoii-Moxkckas: COIy

1. O6wmue noJiokeHus

1,1 [Honoxenue 00 apxuBe Mynumunanssoro Or0KETHOTO
001eo0pazoBaTensHOro YUPEKIACHHUSI «Map3oit-Moxkckas CpEIHSIsI
001e00pasoBarensuas  mkosa (nanee - MBOY «Map3oit-Moxkckas COlll»),

pa3paboTaHO B COOTBETCTBUH ¢ DenepanbHbiM - 3ak0HOM  «O6 ApPXHMBHOM JieJie B
Poceuiickoit ®eneparmmy ot 22.10.2004 Ne 125-@3, Metonnueckumu PEKOMEHIaLUsIMHU
10 paboTe ¢ TOKyMEHTaMH B 0011e006pa3oBaTebHbBIX YUPEKICHUX.

1.2. Hacrosiee Iosoxenne paspaboTaHo B 1eNngx:

— COBCPIICHCTBOBAHMSI  NEATENHLHOCTH B cepe  opraHmzanun XpaHeHwusI,
KOMIUVICKTOBAHMSI, y4eTa M MCIOJb30BAHMS APXUBHBIX JTOKYMEHTOB MBOY
«Mapsoit-Moxkckast COLLI

~ PAlMOHAIBHOH  OpraHu3alMW  10KYMEHTALHOHHOIO obecrieyerns B MBOY
«Mapsoi-Moxkckast COLLLy '

1.3. Apxus MBOY «Mapsoit-Moxkckas COILy CO3MACTCA B LECIAX XpaHEHUs,
KOMIUICKTOBAHHUS, y4eTa U HCIOJb30BAHUS /IOKYMEHTOB, 00pasylomuxcs B mporecce
AcaTenbHOCTH MBOY «Mapsoit-Moxkekas COILLy u 34KOHYCHHBIX IEJIONPOU3BOICTBOM
JIOKYMEHTOB MPaKTHYECKOTO HA3HAUCHHUS, MX 0TOOpa M MOAOTOBKH K nepegave Ha
XPAHCHHE B MyHUILMIIANbHBIN apXUB.

1.4, B cBoeii pabore apxuB MBOY «Mapsoii-Moxkckas COILLLy PYKOBOJACTBYETCS
3aKOHOZNATENLCTBOM 00  apXMBHOM jefie B Poccniickoi @enepaliii, HWHBIMH
HOPMATHBHBIMM TIPABOBBIMH aKTaMH POCCHECKOM Denepan,  JTOKAIBHBIME aKTAMK
MBOY «Mapsoii-Moxkckas COILy i HacTosiuM [onoxenuem,

1.5, KoHTposb 3a mesrenbHOCTLIO apxuBa MBOY «Mapsoit-Moxkckass COILLLy
OCYLUCCTBIISICT [UPEKTOp, a B ef OTCYTCTBMM 3aMECTHTE/b JMPEKTOpa Mo yueGHO-
BOCIHTATE/IbHOH paboTe, KOTOpble 06ecHeynBatoT apXMB HEOOXONMMBIM MOMEIEHHEM H
000pynoBaHKeM.



1.6. Henocpencreennoe pykoBoactso apxusom MBOY «Map3zoi-Moxkckass COIL»
BO3JIaracues MpUKa3oM IMPEKTOpa Ha ceKpeTaps yueOHOM yacTH.
>

2. CocraB 10KYMeHTOB apxuBa

2.1. ApxuBHBIE JIOKYMEHTHI, MOCTYNAOIINE Ha XpaHeHue B apxuB MBOY
«Mapsoii-Moxkckas COIL» 0THOCATCS K MyHHLMIATBHOM COOCTBEHHOCTH, HE MOJIEKAT
MPUBATH3ALMM, HE MOTYT ObITh OOBEKTOM MPOIAKH, MEHbI, JAPEHMS, A TAKKE HHBIX
CICJIOK, MOTYILIMX [IPUBECTH K UX OTUYIKAEHHIO.

2.2. B apxuB MBOY «Mapsoii-Moxkckas ‘COILLI MTOCTYIIAIOT:

2.2.1. ApxuBHbIE TOKYMEHTBI, 00pa30BAaBILHECS B npouecce gesarenbHoctd MbOY
«Mapsoii-Moxkcekas COIIl», BpeMEHHOro XpaHeHHs (HEOOXOmUMblE B MIPAKTUYECKOU
HESATENBHOCTH ).

2.2.2. ApxuBHbIE IOKYMEHTbI, 06pa3oBaBIuKecs B PoLecce AesTebHocTH MBOY
«Map3son-Moxkckast COLL»

2.2.3. JIOKyMEHTBI 1O JUYHOMY COCTABY, OTPAXKAIOLIHE TPYZOBBIE OTHOIICHHUS
paboTHHKA ¢ paboTOgATEIEM.

2.2.4. ApXUBHBIE JOKYMEHTBI [IOCTOSIHHOTO XPAHEHMS.,

3. 3agauu u pyHKUMM apXuBa.

3.1. OcHosHbiMu 3a1auamu apxia MBOY «Map3oit-Moxkckas COLLIy:
3.1.1.  KomiuieKkToBaHHE [JOKYMEHTAMH, COCTAB KOTOPBIX  MPELYCMOTPEH
pasznesnoMm 2 Hactosiero ITonokeHus.
3.1.2. ObGecrneyeéHne  €AWHBIX  MPUHIIUIIOB OpraHU3allUh  XpaHEHHUS,

KOMILICKTOBAHUS, y4CTa ¥ MCIIO/IB30BAHUE ADXUBHBIX JOKYMEHTOB, MX COXPAHHOCTH.

3.1.3. OcymiecTBienyue KOHTPOIsS 3a (POPMHPOBAHUEM K odopmiieHHeM 1€l B
aenonipousBoictse MbOY «Map3zoii-Moxkcekast COLLy.

3.2. B COOTBETCTBHH ¢ BO3JIOKEHHBIMU HA HErO 3aa4aMu apxusB MbOVY «Mapzoii-
Moxkckast COIL ocymiecTBisIeT cieayromue QYHKLIHH:

3.2.1. IlpuHKMMaeT 110CiIe 3aBepIICHHs 1eI0NPOU3BOACTBOM, YUHUTBIBAET U XPAHUT
nokymentel MBOY  «Mapsoii-Moxkcekass COIll»,  06paGoTaHHbIE B COOTBETCTBHU C
TPeOOBAHKUAMH, YCTAHOBICHHBIMH 3aKOHOIATENBCTBOM 00 apXuBHOM Jese B Poccuiickoit
Denepanuuu. ‘

3.2.2. OcyuecTBiasieT yder W obecreynpaer OJIHYXO COXPAHHOCTH MPHHSTHIX
APXUBHBIX JIOKYMEHTOB, B TOM YHCJIE [0 JTUYHOMY COCTABY.

3.2.3. TlpoBogut CBOCBPEMCHHOE  yNOPSNOYCHHE apXUBHBIX JTOKYMEHTOB
(9KCEPTU3Y LEHHOCTH, Hay4HO-TEXHUIECKYIO0 00pabOTKY, COCTABNEHHE OMKCEH 1 T.]1.).

3.2.4. Opranusyer HCHOJb30BAHUE NOKYMEHTOB:

- MHOOPMUPYET aJIMUHHCTPALMIO U paGoTHHKOB MBOY «Mapsoi-Moxkckass COLL» o
COCTaBE U COACPIKAHMU JIOKYMEHTOB apXHBa;

- OeCryIaTHO MPEIOCTaBISET MONB30BATENAM ApPXUBHBIMH JIOKYMEHTAMH O(OpPMIICHHBIE B
YCTAHOBICHHOM MOPSIIKE ApXMBHBIC CIPABKM WM KOMWH ApXMBHBIX JOKYMEHTOB,
CBASAHHBIC C  yCTAQHOBJICHUEM TPYINOBOIO CT&Ka, COLMATLHONW 3alIMTOM IpakaH,
NpeyCMaTpUBAIOIEH HX MEHCHOHHOE O0ecredeHne, a Takke TMOTYYCHHE IJLIOT K
KOMIICHCAIMH B COOTBETCTBHH C 3aKOHOIATENLCTBOM Poccuiickoi Denepauuy;



- BhIJ{AET B_YCTAHOBJICHHOM MOPAAKE ACJa, JOKYMEHTEI WU KOIIMH HOKYMCHTOB B LIEJIIX

CIyKeOHOTO M [IPAKTUIECKOTO UCTIOMB30BAHKS A7l PaGOTHI B OMEIIEHHH apxuBa,
- BEJICT YUeT UCIIOIb30BaHMs JOKYMEHTOB, XPAHSIIUXCS B APXHBE.

4. IIpaBa u OTBETCTBEHHOCTD

4.1. Jlnst BBINOJHEHHs BO3JIOXKEHHBIX 381a4 U (YHKLMI JHLO, OTBETCTBEHHOE 34
BeaeHne apxuea MbOVY «Mapsoii-Moxkckast COLL», umeeT npaso:

4.1.1.  KOHTPOJNMPOBaTh BBINOJHEHHE YCTAHOBJIEHHBIX IPABHI paboThl ¢
nokymentamu B MBbOVY «Mapszoii-Moxxkcekast COLLIy.

4.2. Jluumo, orseTcTBEHHOE 3a BemeHue apxuBa MBOY  «Mapsoii-Moxkckas
COLL», HeceT OTBETCTBEHHOCTH 3a BBINOJHEHHE BO3JIOKEHHBIX HA apXuUB 3a1ad W
QYHKLMH.

43. 3a yrtparty W TOpYy JOKYMEHTOB [OJDKHOCTHBIE JIMLA YUPEHICHHUS
(DyKOBOIMTENL YUPEKIEHHs M JIHLO, OTBETCTBEHHOE 33 BENECHHE apXHBa) HECYT
OTBETCTBEHHOCTH B COOTBETCTBUHU C JEHUCTBYIOIIUM 3aKOHOIATEIHCTBOM.

S. KomniiektoBaHue apxusa

5.1. IlogroroBka nokymeHToB Kk mnepenade B apxuB MBOY «Map3oi-Moxkckast
COI»  BKkmOYAET DKCMEPTH3Y HAYYHON K MPAKTMYECKOH LIEHHOCTH JOKYMEHTOB,
0(OPMIIEHHE JIeJ1, COCTABJICHHE OIUCH.

5.2. DKenepTusa HeHHOCTH JOKYMEHTOB.

5.2.1. DKernepTy3a HEHHOCTH JOKYMEHTOB - OIPEJE/ICHHE HEHHOCTH JOKYMEHTOB ¢
LIeJIbI0 0TOOpA X HAa XPAaHEHUE U YCTAHOBIEHUE CPOKOB XPaHEHHS.

OKCIepTH3y LEHHOCTH JOoKyMeHTOB B MBOY «Mapsoii-Moxkckas COLL»
OCYILECTBIISICT MOCTOSHHO JEHCTBYIOIIAS OKCTIEPTHAS KOMUCCHSL.

5.2.2. DKerepTHas KOMUCCHS HA3HAUAETCs TPUKa3oM Jupextopa MBOY «Map3oii-
Moxkcekas COL» Nel4. B cocraB DKCepTHON KOMHCCHM BKJIIOYAIOT HE MEHEEe Tpex
COTPY/IHUKOB, B TOM YHCJIe B 0043aTEILHOM MOPSIIKE JIMLO, OTBETCTBEHHOE 3a BEJICHHE
apxuBa MbOY «Mapzoii-Moxkckass COIL».

OKCIIepTHAsT KOMUCCHUS Ha 3aCelaHUAX PACCMATPHBACT: HOMEHKIATYpY Aeil MBOY
«Mapsoii-Moxkekas COLLl», onucy aes NOCTOSHHONO XpaHeH!sl U MO JTHYHOMY COCTaBy,
aKTbl HA JIOKYMEHTBI, BBIAEISEMbBIC K YHUUTOKEHHIO.

5.3. Odopmienue nei.

5.3.1. Jlena MOCTOAHHOTO XPaHEHHs MOALIMBAIOTCS B TBEPLYIO 00JIOXKKY
CYPOBbIMHU ~ HMTKaMHU. JIMCTBI HyMmepyroTCs B IIpaBOM BEpPXHEM yIJy [POCTBIM
KapanjaloM. KojnyecTso JUCTOB B KaXKIOM Jelie He J0/KHO MpeBbimath 250. B kowHIe
A€JIa Ha OTIEJIbHOM JIUCTE COCTABIIACTCS 3aBEPUTEIIbHAS HAITUCh.

5.3.2. Ha o0noxke men MOCTOSHHOrO XPaHEHHMs JIOJDKHBI OBITh MPOCTABICHBI
CICAYIOLIME PEKBU3UTBL: HAMMEHOBAHHE 00PA30BATENLHOIO YUPEXKACHMSI, HOMEp (MHIEKC)
A€JTa TIO HOMEHKJIATYpe, 3aroJOBOK JieNa, KOJMYECTBO JIHCTOB, CPOK XPAHEHHs I
OTMETKa «XPaHUTD ITOCTOSTHHO», HOMEDP (POHJIA, OMKCH, HeIIA.

5.3.3. Tlo OKOHYAHUM JENONPOU3BOACTBEHHOTO Tofa B OMOPMIICHHBIC OOIOKKH el
MOCTOSIHHOIO ~ XPaHEHMsl BHOCSTCS HECOOXOAMMBIC YTOYHEHMS: B 3arojOBKH Jiell,
CONEPIKAILMX PACTIOPSIAUTEIBHBIC TOKYMEHTHI (MPUKA3bl, TPOTOKOIBL), BHOCSTCS HOMEDA,;



CCIIA IGJIO C MEPENUCKONH COCTOUT W3 HECKONBKMX TOMOB, B Ka’KIOM TOME YKa3bIBaeTCsI
KOPPECIIQHIIEHT, aBTOp, TePPUTOPHS, APYTHe NaHHble. B KaxJ0M TOMe ykas3blBaeTcs jara

(‘H/ICHO, MCCHILI, FO,Z[) Havalla ¥ OKOHYaHUsI JaHHOro ToMa. TouHple HAAaThl IIPOCTABJISIIOTCSI
Ha

00J103KKax Juisl OBICTPOrO TOMCKA JTOKYMEHTOB B NIOCJICAYIOIIEM; M3 3aBEPUTEILHOM
HaIMCH Ha O0JIOKKY JieJ1a BBIHOCHTCS KOJIMUECTBO JIMCTOB B JieJe.

5.3.4. Hagnuen Ha 0610%KKaxX fHed MOCTOSHHOTO H JOJTOBPEMEHHOTO XPaHEHHUSI
CJICAYET NPOU3BOANTD YETKO, CBETOCTOMKUMHU YEPHUIAMH.

5.3.5. Jlig ydera KOJIMYECTBA JIUCTOB B Jene u Qukcanuu 0coOEHHOCTENH MX
HYMCpALKH Ha OTACTBLHOM JINCTE COCTABIACTCS 3aBEPUTEIILHAS HAMIIIHCH.

B 3aBepuTenbHONM HAANMCH  yKa3bIBACTCS KOMMYECTBO JIHCTOR (muppamu  u
POTHKCDLIO) B Jienie. 3aBepUTENbHAS HAMMNCH MTOAMUCHIBACTCS COCTABUTENIEM C yKa3zaHuem
€ro 0JDKHOCTH M JAThl COCTABIICHMUS, ,

5.3.6. BHyTpeHHAS OImHCh  COCTABNSIETCS K  JedaM  [OCTOSHHOIO 1
foarospeMeHHoro  (cBeime 10 geT) cpoka  XpaHeHws, cOPMUPOBAHHBIM 110
PASHOBH/IHOCTAM  TOKYMEHTOB, 3aroJOBKM KOTOPBIX HE pPaCKpBIBAIOT KOHKPETHOE
COIEp7KaHHE NOKYMEHTOB (0C000 LIEHHbIE, JIMYHbIE AeNa U Jp. ).

5.3.7. Jlena BpeMeHHOro XpaHeHwsI O0hOPMIISIOTCS! YITPOLIEHHO!

OHH HE NOAIIMBAIOTCS, JIMCTBI B HUX HE HYMEDYIOTCSA, YTOUHEHHME HA OOJOKKAX He
TPOU3BOLMTCS, OTTUCH HA JIeJIa HE COCTABIISIOTCSI, YUET BEACTCS 1O HOMEHKJIATYpe Aell.

5.4. Onucanne T0KYMEHTOB MOCTOSIHHOTO CpOKa XpaHEHHUs.

5.4.1. Onucu coCTaBISIOTCA Pa3sfeNbHO HA Jlea TOCTOSHHOIO XpaHEHUs 110
OCHOBHOH NEATEILHOCTH M Ha Jie/1a 110 JIMUHOMY COCTaBy.

5.4.3. OnucK coCTaBIISIIOTCS AEN0NPOU3BOIUTENEM,

5.4.4. Onuck BeieTes B €AMHOM BAJIOBOM HYMEpalru B TEYEHUE HECKOJILKUX JIET .

5.4.5. Ha nena ¢ HCTeKIIMM CpoKom XPaHCHHUS COCTABISICTCS aKT 00 YHUUYTOKEHNH,



