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INOJOXEHHE
00 apxuBe
MYHHIIUNIAJIBHOT0 OI0IKETHOT0 0011e00PAa30BaATEIbHOI0 YUpPeKICHUN
«Iomroxkckas cpeansisi mKoJa umenu B.A. AOpamosay»

1. O0uue mos10KeHus
1.1.Ilonoxenne o0 apXxvBEe MYHHUIIMNAIBLHOTO OIOIKETHOTO 00111€00pa30BaTEIBLHOTO
yupexxnenus «llomrokckas cpennsisi mkoina umenun B.A. AOpamoBa» (nmaiee —
[Tonoxxenue), pazpaboTaHo B coorBeTcTBUH ¢ DenepanbHbIM 3aKOHOM «O0 apXUBHOM
nene B Poccuiickoit ®@epepanun» ot 22.10.2004 Ne 125-®3, MetoanueckumMu
PEKOMEHAALMSIMHU 110 pabOTe ¢ JOKYMEHTAMH B 00I11€00pa30BaTENbHbIX YUPEXKICHUSIX.
1.2.Hacrosmee Ilonoxenue pa3paboTaHo B MESIX:
- COBEPIIICHCTBOBAHUS JICATEILHOCTH B cpepe OpraHu3alNi XpaHEeHHs], KOMIUICKTOBAHHUS,
ydeTa 1 UCTIOJIb30BaHUS apXUBHBIX JIOKYMEHTOB 00pPa30BaTEIbHOTO YUPEKACHUS;
- paIMoOHANILHOM OpraHu3aIiy TOKYMEHTAIIHOHHOTO 00eCreYeHUs
1.3.ApxuB co3maercs B LENSAX XpaHEHUs, KOMIUJICKTOBAHUS, y4e€Ta M HUCIOJIb30BAHUS
JIOKYMEHTOB, o0Opa3zyromuxcs B nporecce AestenbHocTd MBOY «llomtoxkckas CHI um.
B.A. AGpamoBay .
1.4.B cBoeii paboTe apXUB PYKOBOJICTBYETCS 3aKOHOJATEIHLCTBOM 00 apXWBHOM Jelie B
Poccuiickoit ®enepanuy, WHBIMM HOPMAaTMBHBIMH IIpaBOBBIMU akTamu Poccuiickoit
Oenepanun, nokanbHeIME akTamMu MBOYVY «llomtoxckas CHI um. B.A. AGpamoBa» u
HactosmmM [lonoxeHunem.
1.5.KoHTpoJib 3a IeATEeNbHOCTBIO apXUBa OCYLIECTBISIET JUPEKTOP, & B €r0 OTCYTCTBUU
3aMEeCTUTEh JUPEKTOpa MO y4eOHO-BOCIHUTATEIBLHON paboTe, KOTOphle 00€CTIECUNBAIOT
apXyB HEOOXOIUMBIM IMOMEIIIEHUEM B 000PYI0OBAHUEM.
1.6.HenocpencTBeHHOE PYKOBOACTBO apXMBOM BO3Jaraercss MPHKa3oM JUPEKTopa Ha
JIOKyMEHTOBE/1a.

2. CocTaB 10KYMEHTOB apXuBa
2.1.ApxuBHBIE TOKYMEHTHI, MOCTynatonire Ha xpaHeHue B apxuB MBOY «llontoxckas
CHI um. B.A. AGpamoBa» He MOJIekKAaT MPUBATU3ALMUU, HE MOTYT OBITh OOBEKTOM
OpOJaXH, MEHbI, JapeHHs, a TaKXKE HHBIX CIEJIO0K, MOTIYUIUX IMPUBECTH K UX

OTYYXJICHUIO.
2.2.B apxuB MBOY «Ilontosxckas CII um. B.A. A6pamoBa»niocTynaror:
2.2.1. ApxuBHbIE JOKYMEHTHI, o0Opa3oBaBIIKECS B nporecce

nestenbHocTd MBOVY «dlomroxkckas CHI um. B.A. AGpamoBa», BpEMEHHOI'O XpaHEHUs
(HEe0OX0IMMBIE B MPAKTUYECKON JEATETLHOCTH).

2.2.2. ApxXvBHBIC JIOKYMEHTHI, obOpa3oBaBIuecs B
nporecce aesreabHocTd MBOY «llomroxkckast CII um. B.A. AGpamoBay

2.2.3. JIoKyMeHTBl 1O JHYHOMY COCTaBy, OTpaXkarolle TPYAOBbIE OTHOLICHUS
paboTHHKa ¢ paboToaaTeneM.



2.2.4. ApxuBHbIE JOKYMEHTbI IOCTOSIHHOT'O XPAHEHHUS.

3. 3agaum u pyHKUMHU apxXuBa.
3.1.0cHoBHbIMEu 3amadamu  apxuBa MBOY «llomroxckas CII wum. B.A. AGpamoBay»
SIBJISIFOTCS.
3.1.1.KomIiekToBaHHE JOKYMEHTaMH, COCTaB KOTOPHIX MIPEIYCMOTPEH pa3ieioM
2 Hacrosniero IlonoxeHus.
3.1.2.006ecticueHre eAUHBIX TIPUHIUIIOB OpTraHW3allid XpaHEHUs, KOMIUICKTOBAHWUS,
ydeTa 1 UCTOJIb30BaHNE aPXUBHBIX TOKYMEHTOB, UX COXPAaHHOCTH.
3.1.3.0cymecTBieHre KOHTpoJdsS 3a ¢GopMHpOBaHHMEM H  O(QOpMIICHHEM Jel B
nenonpousBojactee MBOVY «llomroxkckas CII um. B.A. Ab6pamoBa»l.
3.2. B COOTBETCTBMM C BO3JIO)KCHHBIMA Ha HETO 3aJadyaMH apXUB OCYIIECTBISECT
cienyromue QyHKIUN:
3.2.1. IlpuHumaetr moOCJIE€ 3aBEpIICHUS JICJIONPOU3BOJACTBOM, YUYMTHIBAET M XPaHUT
nokymenTel MBOVY «llomtoxkckas CII um. B.A. AGpamoBa», 00paOoTaHHBIE B
COOTBETCTBUU C TPEOOBAHUSIMHU, YCTAHOBJICHHBIMH 3aKOHOJATEIHLCTBOM 00 apXMBHOM
neine B Poccuiickoit @enepanuu.
3.2.2. OcymiecTBaseT y4eT U 00ecreunBacT MOJHYI0 COXPAaHHOCTh MPUHSATHIX apXUBHBIX
JIOKYMEHTOB, B TOM YHCJIE 110 JTUYHOMY COCTaBY.
3.2.3. IIpoBOAUT CBOEBPEMEHHOE YIOPSIOYCHHE APXUBHBIX JOKYMEHTOB (IKCIEPTHU3Y
[IEHHOCTH, HAYIHO-TEXHUIECKYIO0 00pabOTKy, COCTaBIEHNE ONTUCEH U T.1.).
3.2.4. OpranusyeT UCIOJIb30BaHUE JOKYMEHTOB:
- uHpopmupyer aamuHUcTpauuto u padotHukoB MBOVY «llomtoxckas CII um. B.A.
AOpaMoBa» 0 cOCTaBe M COJIEP)KaHUHU JOKYMEHTOB apXHBa;
- OeCIUIaTHO TPEIOCTABIISICT MOJIB30BATEISIM apXUBHBIMH JOKYMEHTaMH O(OPMIICHHBIC B
YCTAHOBJICHHOM TIOPSIAKE apXUBHBIE CIPAaBKH WM KOMHUHM AapXWUBHBIX JTOKYMEHTOB,
CBSI3aHHBIE C YCTAaHOBJICHHMEM TPYJAOBOTO CTa)Ka, COLMAIBHOM 3alIMTON Tpa)kaaH,
MpeaycMaTpUBaroONield MX IIEHCHOHHOE OOecCIleYeHHe, a TakKe IOJYYeHHE JbIOoT |
KOMIIEHCAIIM{ B COOTBETCTBUU C 3aKOHOJIaTeNILCTBOM Poccuiickoi denepanuu;
- BBIJIA€T B YCTAHOBJICHHOM MOPSJIKE Jieja, JOKYMEHTHI UM KOMUU JOKYMEHTOB B IEJISX
CITY’KeOHOTO U MPAKTHYECKOTO MCIIOJIH30BaHMS I paOOTHI B IOMEIIEHUH apXHUBa;
- BEJET y4eT UCIOJIb30BaHUS JOKYMEHTOB, XPAHAIIUXCS B apXUBE.

4. IIpaBa 1 0TBETCTBEHHOCThH
4.1. J1nst BBITOTHEHMS BO3JIOKEHHBIX 3aj71a4 M (DYHKIIMIA JIMII0, OTBETCTBEHHOE 32 BEJCHHE
apxuBa MBOY «Iloatoxckas CII um. B.A. A6pamoBay, UMeeT MpaBo:
4.1.1. KoHTponupoBaTb  BBINOJIHEHHE  YCTAHOBJICHHBIX MpaBuil  paboThl ¢
nokymentamu B MBOVY «llomroxkckast CILI um. B.A. AGpamoBay.
4.2. JIuno, OTBETCTBEHHOE 3a BEJICHHME apXMBa , HECET OTBETCTBEHHOCTH 3a BBHIIIOJIHEHHE
BO3JIO’KEHHBIX Ha apXUB 3aJ1a4 U (PYHKIIHA.
4.3. 3a yTparty U nopuy IOKYMEHTOB JOJKHOCTHBIE JIMLA YUpEXKACHUS (PYKOBOIUTEIH
YUPEXKJIECHUS U JIMIO, OTBETCTBEHHOE 3a BEJCHUE apXHBa) HECYT OTBETCTBEHHOCTh B
COOTBETCTBUU C ACUCTBYIOIIUM 3aKOHOJATEIbCTBOM.

5. KommiiekroBanue apxuBa



5.1. IloaroroBka JDOKYMEHTOB K IE€peJade B apXHB BKIIOYAET IKCIEPTU3Y HAYyYHOU U
MPAKTUYECKOM IEHHOCTH IOKYMEHTOB, 0(OpMIICHHUE /Ie], COCTABJICHUE OIUCH.

5.2. DkcnepTH3a EHHOCTH JJOKYMEHTOB.

5.2.1. DkcrepTu3a IEHHOCTH JOKYMEHTOB - ONPEICICHHE IEHHOCTH JTOKYMEHTOB C
1eJIbI0 0TOOpa UX Ha XpaHEHUE U YCTaHOBJICHUE CPOKOB XPaHEHUSI.

OKCHepTu3y  LEHHOCTH  JOKYMEHTOB OCYIIECTBIISIET  MOCTOSIHHO  JIEWCTBYIOLIAs
AKCIEPTHASI KOMHCCHS.

5.2.2. DkcnepTHasi KOMUCCHUS Ha3HAuaeTCsl MPUKa3oM AupekTopa . B cocraB DxcnepTHOM
KOMHUCCHUU BKJIIOYAIOT HE MEHEe TpeX COTPYIHUKOB, B TOM 4YHUCJIE B 005S3aTEIbHOM
MOpsIIKE JIMIIO, OTBETCTBEHHOE 3a BeaeHue apxuBa MBOY «Iloaroxckas CII um. B.A.
AGpamoBay.

OKcrnepTHas ~ KOMHCCHS ~ Ha  3acellaHusiX  paccMaTpHBaeT: HOMEHKJIATYpy
Jiest 00pa3oBaTEIbHOTO YUPEKICHUS, OTUCH JIEN MOCTOSIHHOTO XPAHEHUS U 110 JIMYHOMY
COCTaBY, aKThl HA JOKYMEHTBHI, BBIJIEISIEMbIE K YHUUTOXKEHUIO.

5.3. Odopmienue nen.

5.3.1. [lena mOCTOSSHHOTO XpaHEHWs MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY CYpPOBBIMHU
HUTKaMd. JIUCTBI HyMepyroTCsi B IIPaBOM BEpPXHEM YIUNIy IMPOCTBIM KapaHIaIIOM.
KonnuecTBO JIMCTOB B KaXKJIOM JEj€ HE TOJKHO mpeBblmarth 250. B koHIe nema Ha
OTJIEJIHOM JIUCTE COCTABJISIETCS 3aBEPUTENIbHAS HAIITUCH.

5.3.2. Ha 0010%Ke J1eJ1 OCTOSTHHOT'O XPAHEeHUsI IOJKHBI ObITh MPOCTABJICHBI CIIEYIOIIHE
PEKBU3UTHI: HAUMEHOBAaHHWE 00pA30BATEIBHOIO YUPEKIACHHsS, HOMEp (MHIAEKC) Jena 1o
HOMEHKJIAType, 3arojIOBOK Jiejla, KOJMYECTBO JIMCTOB, CPOK XPAHEHHSI WM OTMETKa
«XpaHUTh MMOCTOSIHHO», HOMEpP (QOH[Ia, OUCH, JeTa.

5.3.3. Tlo okOHYaHMH MAEIOMPOU3BOJCTBEHHOTO To/a B OGOPMIICHHBIC OOJOXKKHU e
MOCTOSIHHOTO XpaHEHUs BHOCATCS HEOOXOJIMMbIE YTOUHEHHUS: B 3arojloBKU Jell,
COJZIEpKalUX PACTIOPSAIUTEIbHBIE JOKYMEHTHI (MPUKa3bl, TPOTOKOJIbI), BHOCSITCS HOMEPA;
€CJIM JIEJI0 C MEPENHUCKON COCTOUT M3 HECKOJBKUX TOMOB, B KaXJOM TOME YKa3bIBaeTCs
KOPPECIOH/IEHT, aBTOP, TEPPUTOPHUS, Ipyrue AaHHbIE. B KaXkJIoM TOME yKa3bIBaeTcs J1aTa
(uucno, Mecs1l, roj1) Hayajla 1 OKOHYaHMs TaHHOTO ToMa. TOYHbIe JaThl MPOCTABISAIOTCS
HAa  OONOXKax  JUIsi  OBICTpPOrO  TMOWCKA  JIOKYMEHTOB B TOCJEIYIOIIEM;
U3 3aBEPUTEILHOM HAMMCH Ha O0JIOXKKY JieJia BBIHOCUTCS! KOJIMYECTBO JINCTOB B JIEIIE.
5.3.4. Hapnucu Ha 00JI0KKax Jied MOCTOSIHHOTO U JIOJITOBPEMEHHOI'O0 XPaHEHUs CIeyeT
MPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. JIns ydyera KoJaM4ecTBa JHCTOB B jesie U (PUKcau 0COOCHHOCTEH UX HyMeparuu
Ha OTJEJIbHOM JIMCTE COCTaBJISICTCS 3aBEPUTENbHASI HAIIUCh.

B 3aBepuTensHOM HaMUCH YKA3bIBAETCS KOJIMYECTBO JIMCTOB (II(paMH U MPOMHKCHIO) B
nene. 3aBepUTenbHas HaAMUCh MOJIUCBHIBAETCS COCTABUTEIEM C  yKa3aHUEM  €ro
JOJKHOCTH U 1aThl COCTABIICHUSI.

5.3.6. BHyTpeHHsIsI OMHMCh COCTaBIsAETCA K JelaM TOCTOSHHOTO W JOJITOBPEMEHHOTO
(cBoimie 10 ser) cpoka XpaHeHHUs, CHOPMUPOBAHHBIM IO PA3HOBUIHOCTSAM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEpKaHHE OKYMEHTOB (0c000
IIEHHBIE, JIMYHBIE JeNIa U JIp.).

5.3.7. lena BpeMEHHOTO XpaHeHUs 0()OPMIISIOTCS YIPOIIEHHO:

OHM HE MOAINIMBAIOTCS, JIUCTHI B HMUX HE HYMEPYIOTCA, YTOUHEHHE Ha OOJIO)KKax He
MIPOU3BOJIUTCS, ONKCH Ha JIeJia HE COCTABISIOTCS, YUeT BEJETCs 110 HOMEHKJIAType JIedl.
5.4. Onucanue JOKYMEHTOB MTOCTOSIHHOTO CPOKa XPAHEHHUS.

5.4.1. Onucu cocTaBISIOTCS pa3/ieldbHO Ha Jieja MOCTOSHHOI'O XPaHEHUs MO0 OCHOBHOM
JESATENBHOCTHU M Ha JieNa 110 JINYHOMY COCTaBY.



5.4.3. OnucH cCoCTaBISIOTCS 1€TONPOU3BOIUTEIEM.
5.4.4. Onucek BeAeTcs B €IMHOM BaJIOBOM HyMepalluu B TeUEHHUE HECKOIbKUX JIET .
5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPAaHEHUSI COCTABISAETCS aKT 00 YHUUTOXKCHUH.



