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IToJsio:kenue 00 apxuBe

MKOY COI c. Puaunmoso
OO01uue 1moJ10KeHust
1.1. [Nonoxxenue 00 apxMBe MyHUIIMTIAIBHOTO Ka3eHHOTO 00I1€00pa30BaTeIbHOTO
yUpexXJIeHusl cpeiHel 001eo0pazoBaTebHOM 1Kokl cena Oununmnoo Kuposo-
Yenenkoro paitona Kuposckoit obmactu  (manee — Ilonoxxenue), pazpaboTaHo B
cootBeTcTBUM ¢ DenepanpupiM 3akoHOM «OO0 apxuBHOM jene B Poccuiickoit
Oenepanyu» ot 22.10.2004 Ne 125-03, MeToAMYECKUMHU PEKOMEHIAUSAMH 110
paboTe ¢ TOKyMEHTaMu B 0011€00pa30BaTEIbHBIX YUPEKACHUSIX.
1.2. Hacrosiiee Ilonoxxenue pa3paboTaHo B LESX:
COBEpIICHCTBOBAHUS  JEATEJIBHOCTM B  cepe  OpraHu3alud  XpaHEHus,
KOMIIJIEKTOBAaHHUS, Y4€Ta U MCIOJB30BAHMS apXUBHBIX ToKyMeHToB MKOY COII
c. ®UIunIoBo;
palMoHANIBHON OpTraHM3aluu ToOKyMeHTalmoHHoro obecrneuenus 8 MKOY COIII
c. Gununioso;
1.3. Apxus MKOY COII c. ®ummnmoBo co3maercs B LENAX XpaHEHUS,
KOMILJIEKTOBAHUSI, y4€Ta M MCHOJb30BaHUS JIOKYMEHTOB, OOpa3yloIIuxcs B
npolecce JeATeIbHOCTH M 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JIOKYMEHTOB
MPaKTUYECKOr0 Ha3HAYEHUsI, X 0TOOpa U MOATOTOBKHU K Mepeade Ha XpaHEHUE B
MYHULIUTATBHBIN apXUB.

B cBoeit pabore apxup MKOY COII c¢. ®OummnmoBo pyKOBOJCTBYETCS
3aKOHOJIATEILCTBOM 00 apxuBHOM Jene B Poccuiickoit ®Denepanuu, WHBIMU
HOPMATUBHBIMU IIPAaBOBBIMU akTamu Poccuiickori @enepanuu, JIOKaJIbHBIMU
akramu MKOY COII c. ®ununmnoBo u HacTosmuM [lonoxxennem.
Kontpons 3a nesarenbHocThio apxuBa MKOY COIII ¢. ®ununmnoBo OCyIIeCTBISET
JTUPEKTOP, a B €€ OTCYTCTBUM 3aMECTUTENh JUPEKTOPA MO0 Y4eOHO-BOCIIUTATEIHLHOM
paboTe, KOTOpbIe OOECIEUMBAIOT AapXUB HEOOXOJUMBIM TOMEIICHUEM U
000py1I0BaHUEM.

1.6. Henocpencteennoe pykoBoactBo apxusoM MKOVY COIII ¢. ®ununmnoBo
BO3JIaraeTcsi MPUKa30M JUPEKTOPa Ha CEKpeTaps IIKOJIBI.

CocTaB 10KYMEHTOB apXuBa

2.1. ApxuBHBIE TOKYMEHTHI, IOCcTynaromue Ha xpaienue B apxus MKOY COLI c.
OUIUNNoOBO OTHOCATCA K MYHHMIMIAILHOW COOCTBEHHOCTH, HE TMOJJIeKaT
IpUBaTU3AIMH, HE MOTYT OBITh OOBEKTOM MPOAAXKH, MEHBI, JapeHUs, a TaKkKe
WHBIX CIEJIO0K, MOTYIIMX MPUBECTH K UX OTHYXACHUIO.

B apxus MKOY COLI ¢. ®uaunmoBo MocTynarT:



=

- apXWBHBIE JOKYMEHTBI, oOpa3zoBaBIIHecs B mporecce nesreabHoctd MKOY
COII c. ®unmMnmnoBo, BPEeMEHHOIO XpaHEeHUs (HEOOXOAUMble B MPAKTUYECKOM
NeSATEIbHOCTH);

- apXMBHBIE JOKYMEHTHI, oOpa3oBaBIlMecs B Ipoiecce aesreabHoctt MKOY
COMI ¢. PumunIoso;

- JOKYMEHTBhl MO JIMYHOMY COCTaBy, OTpa)kalolllu€ TPYAOBbIE OTHOIICHUS
paboTHHKaA ¢ paboTOAaTENIEM;

- apXUBHBIC IOKYMEHTHI IIOCTOSTHHOTO XPaHEHUSI.

3anaum u PyHKIIUM apXUBa
OcHoBHbIMM 3a7auamu apxua MKOY COILI c¢. ®ununmnoso
- KOMIUIEKTOBAHHE JOKYMEHTAaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3lieioMm 2
HacTosero Ilonoxenus;
- oOecrieueHHe €IWHBIX MPUHIUIIOB OpPraHU3allid XPaHEHUS, KOMILIEKTOBAHMS,
y4eTa U UCIIOJIb30BaHUE aPXUBHBIX JIOKYMEHTOB, UX COXPAHHOCTH;
- OCYUIIECTBJICHUE KOHTpOJIA 3a ¢opMHUpOBaHWEM U OQGOpMIIECHUEM JieNl B
nenonpousBoacTee MKOY COIII ¢. ®ununmnoBo

3.2. B COOTBETCTBUU C BO3JI0KEHHBIMU Ha HEro 3agadamu apxuB MKOY
COIII c. ®ununmoBo OCYIIECTBISIET CAEAYIONINE PYHKITUU:
- NPUHUMAET IMOCJE 3aBEPILICHUS JCIONPOU3BOACTBOM, YUYUTHIBAET U XPAHUT
nokymentel MKOY COII c. ®ununmnoBo, oOpaboTaHHbIE B COOTBETCTBHH C
TpeOOBAHMSMU, YCTAHOBJIEHHBIMU 3aKOHOJATEIbCTBOM 00 apXWBHOM JI€Jie B
Pocculickon ®@enepanuy;
- OCYILECTBIISIET YYET U 00€CIIEUMBAET MOJHYIO COXPAHHOCTh MPUHATHIX ApXUBHBIX
JIOKYMEHTOB, B TOM YHCJIE 110 JIMYHOMY COCTaBY;
- MPOBOJUT CBOEBPEMEHHOE YIOPSIAOYEHUE APXUBHBIX JIOKYMEHTOB (IKCHEPTHU3Y
[IEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKy, COCTaBJICHUE OMUCEH U T.1.);
- OpraHu3yeT UCMOJIb30BAHUE IOKYMEHTOB:
- uadopmupyer aamuHucTpanuio u padborankoB MKOY COIII c¢. ®unumnmnoso o
COCTaB€ U COAEPKaHUU JOKYMEHTOB apXUBA;
- OecrilaTHO TIPEAOCTaBISCT TOJH30BATENSIM  APXUBHBIMU  JOKyMEHTaMHU
oQOopMJICHHBIE B YCTAaHOBJICHHOM TIOPSIIKE AapXUBHBIE CIPABKA WM KOIHH
apXMBHBIX JIOKYMEHTOB, CBS3aHHBIE C YCTAaHOBJEHUEM TPYAOBOIO CTaxka,
COL[MAJIBHOM  3alMTOW TpaxaaH, NPEeAyCMATPUBAIOIMIEM WX TMEHCUOHHOE
oOecrieyeHue, a TaKKe IMOJyYeHUE JIbrOT W KOMIIEHCAllUd B COOTBETCTBUU C
3akoHOAaTenbCTBOM Poccuiickon denepainuu;
- BBIJIA€T B YCTAHOBJICHHOM MOPSIKE Jea, TOKYMEHThI UM KOMUU JOKYMEHTOB B
HESAX CIY>KEOHOT0 M MPAKTUYECKOTO MCIOJIb30BaHUA JJIs1 pabOThl B MOMELIEHUU
apXuBa,;
- BEJIET y4€T UCMOJIb30BaHUS JOKYMEHTOB, XPAHSIIIUXCS B apXUBE.

IIpaBa 1 OTBETCTBEHHOCTH
4.1. Jlns BBIMOJTHEHUS BO3JIOXKECHHBIX 3amad W (QYHKIUNA  JUIO,
orBeTcTBeHHOE 3a BeneHue apxusa MKOY COIII c. ®ununnoBo, UMEET MPaBo:



- KOHTPOJIMPOBAThH BHITIOJIHEHUE YCTAHOBJICHHBIX MPABWII PAOOTHI C JOKYMEHTAMH
B MKOY COILI ¢. ®uaunmnoso;

4.2. Jluuo, oTBeTCTBEHHOE 3a BeaeHwe apxuBa MKOY COII c.
OuIMNIOBO HECEeT OTBETCTBEHHOCTh 3a BBHIMOJHCHUE BO3JIOKECHHBIX Ha apXHB
3a/1a4 U PYHKIIUH.

4.3. 3a yTpaTy U MOpYy JOKYMEHTOB JOJDKHOCTHBIC JIMIA YUPEIKICHUS
(PYKOBOJIUTENh YUPESKIACHUS W JIMII0, OTBETCTBEHHOE 3a BEJEHHE apXuBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUU C JCHCTBYIOIINM 3aKOHOAATEIHCTBOM.

5. KomnnexkroBanue apxusa

5.1. TloarotoBka AOKyMEHTOB K mnepegade B apxup MKOY CONLI c.
@OuUIMNIIOBO BKIIOYAET DJKCHEPTU3y HAYYHOM M IPAKTUYECKOW ILIEHHOCTH
JTOKyMEHTOB, 0(DOPMIICHHE JIeJI, COCTABIICHUE OTIHCH.

5.2. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

5.2.1. DxcnepTuza UEHHOCTH JOKYMEHTOB - ONPEACIEHUE LIEHHOCTH
JIOKYMEHTOB C II€JIbI0 0TOOpa UX HA XpPAaHEHUE U YCTAaHOBJICEHUE CPOKOB XPaHCHHUS.

Oxcneptuzy uUeHHocTu naokymeHtoB B MKOY COIIl c¢. ®ununmoso
OCYILECTBIISIET TOCTOSIHHO JICMCTBYIOIIAS SKCIIEPTHASI KOMUCCHSL.

5.2.2. DkcrniepTHass KOMHCCHSI Ha3zHayaeTcs mpukazom gupekropa MKOY
COLI c. ®ununmoso. B coctaB DKcnepTHOW KOMUCCUM BKJIIOYAIOT HE MEHEE TPEX
COTPYIHHUKOB, B TOM YHCJIE B 0053aTE€IbHOM MOPSAKE JIUIIO, OTBETCTBEHHOE 3a
BejaeHue apxusa MKOY COIII ¢c. @uaumnmnoBo

DKcIepTHass KOMUCCHUS Ha 3aCEaHUsIX PACCMaTpPUBAET: HOMEHKIIATYPY A€
MKOY COUI c. ®uiaummoBo ONKUCHU JIe] MOCTOSHHOTO XPAaHEHUS U MO JIMYHOMY
COCTaBY, aKThl Ha JOKYMEHTHI, BBIJICISIEMbIC K YHUUTOXEHUIO.

5.3. Opopmnenue nen.

5.3.1. [lena mOCTOSIHHOTO XpaHEHHs MOJIIMBAIOTCA B TBEPAYIO OOJIOKKY
CYpOBBIMM HHUTKaMH. JIUCTBI HYMEpPYIOTCSI B TIPaBOM BEpPXHEM YIIy MNPOCTHIM
KapanjamoM. KoJlnuecTBO JIMCTOB B KaXKAOM JI€Jie HE JOJLKHO npeBbimath 250. B
KOHIIE JIeJIa Ha OTAEIbHOM JIMCTE COCTABIISICTCS 3aBEPUTEIIbHAS HAJIIUCH.

5.3.2. Ha o00noxke g€l TOCTOSHHOTO XpaHEHUs JIODKHBI OBITh

MPOCTABJICHBI  CJEAYIONIME PEKBU3UTHI: HAWUMEHOBAHHME 00pa30BaTEIHLHOTO
yupexaeHusi, HoMmep (MHIEKC) JHella 10 HOMEHKIAType, 3arojoBOK Jela,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUSI WJIM OTMETKA «XPaHUTh IMOCTOSHHO», HOMEpP
dboHma, onmcH, aena.
5.3.3. Tlo okoHYaHUU JEIONMPOU3BOACTBEHHOTO T0Jla B OPOPMIICHHBIE OOJIOKKH
JIeJT TIOCTOSTHHOTO XpaHEHUsI BHOCATCS HEOOXOAMMBbIE YTOUHEHHMS: B 3aroJIOBKU
JeJ, COJEpIKaIllUX pPacHopsiAUTEIbHbIE JOKYMEHTHI (TIPUKa3bl, MNPOTOKOJIBI),
BHOCSITCSL HOMEpA; €CJU JIeJI0 ¢ MEPENUCKOM COCTOUT W3 HECKOJIbKUX TOMOB, B
KaXJIOM TOME YKa3bIBa€TCS KOPPECHOHICHT, aBTOP, TEPPUTOPUS, IPyTHUE JTaHHBIC.
B kaxgom ToMe ykasbIiBaeTcs aara (4UCI0, MECSIl, T'0J]) Hadajlla U OKOHYAHUS
JTAHHOTO ToMa. TOYHBIC TaThl MPOCTABJISIIOTCS HA 00JIOKKaX JJIsi OBICTPOTO MOKCKA
JIOKYMEHTOB B TIOCJICIYIOIIEM; W3 3aBEPUTEIILHOW HAAMUCH Ha OOJIOKKY Jela
BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEJIE.



5.3.4. Hagnucu Ha 0OJOXKKax Jell TMOCTOSHHOTO U JIOJITOBPEMEHHOTO
XPAHEHUS CIEAYET IPOU3BOIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. Jlng yyeTta KoJM4uecTBa JIMCTOB B Jieje U (PUKCcAIIMK OCOOCHHOCTEH X
HyMEpalry Ha OTAEIbHOM JIMCTE COCTABIIAECTCS 3aBEPUTEIbHAS HAMIIKCH.

B 3aBepuTenbHON HAANMUCH YKa3bIBAETCS KOJMYECTBO JIUCTOB (IudpamMu u
NPOINUCHIO) B Jelie. 3aBepuTeIbHAsl HAAMUCh MOMANUCHIBAETCS COCTABUTEIEM C
YKa3aHHUEM €r0 JOJKHOCTU U IaThl COCTABJICHUS.

5.3.6. BHyTpeHHsIi ONUCHh COCTaBISIETCS K JieJlaM TIOCTOSIHHOTO U
nosroBpeMeHHoro (ceime 10 meT) cpoka XpaHeHUs, C(HOPMUPOBAHHBIM I10
Pa3HOBUIHOCTSIM JOKYMEHTOB, 3arOJOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep KaHue TOKYMEHTOB (0C000 IIEHHBIE, TUYHBIC JIea | JIp. ).

5.3.7. Jlena BpeMEHHOTO XpaHEHHS O(DOPMIISIIOTCS YIPOIIEHHO:

OHH HE TIO/IMINBAIOTCS, JTUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX HE
MIPOU3BOJIUTCS, ONMCH Ha JeJia HE COCTABIIAIOTCA, YUET BEIETCS 0 HOMEHKJIAType
JelL.

5.4. Onucanue JOKyMEHTOB MTOCTOSIHHOT'O CPOKa XPaHEHHS.

5.4.1. Onucu coCTaBNISIOTCS pa3/IebHO Ha JIeJla MOCTOSIHHOTO XPAaHEHHUS 10
OCHOBHOM AEATEIbHOCTU U Ha JIeJa MO0 JINYHOMY COCTaBY.

5.4.3. Onucu cOCTaBIAIOTCS I€IONPOU3BOIUTEIIEM.

5.4.4. Onuce Bemercss B €OUHOM BaJOBOM HyMeEpalud B TEUCHHE
HECKOJIBKHUX JIET .

5.4.5. Ha pgena ¢ UCTEKIIMM CPOKOM XpaHEHHUS COCTABJISETCA aKT 00
YHUYTOXXCHUHU.



