MNOJOKEHHUE
06 apxuse MBOY COIII Ne5

1. Odmue nonoxenus
1.1. ITonoxenue 06 apxuse MBOY COIII NeS, moBeOMCTBEHHOTO YIPaBIeHHio 00pasoBaHus
amqMuEHCTpanuK ropojga Topkka, paspaGorano B cootBercTBHH ¢ DemepanbHeM 3axoHOM «O6
. apxuBHOM jgene B Poccumiickoii ®emepaumu» ot 22.10.2004 Nel235-D3, MeToauyecKuMH
pexoMeHJalusMu o paboTe ¢ IOKYMEHTaMH B 001eo0pazoBaTeIbHbIX YYPEKICHHAX.
1.2. Hacrosmee [lTonoxenue paspaborano B nensax:
- COBEpIICHCTBOBAHHSA JeATeILHOCTH B cepe OpraHn3alMy XpaHeHHs, KOMILICKTOBAHKA, YYeTa 1
HCIIONIB30BAHMSA aPXUBHBIX JOKYMEHTOB 00pa30BaTeIbHOTO YIPEKICHHA:
- pANMOHATEHONH OpraHM3AMK JIOKYMCHTAIHOHHOTO oOfecriedeHHs B  O0Dpa3oBaTesbHOM
YUPEKICHHY. J
1.3. Apxus MBOV COIII Ne5 co3nmaercs B LEMAX XpaHEHMA, KOMIUICKTOBaHHSA, y4deTa W
HCIOB30BAHMUSA JOKYMEHTOB, 00pasylolmixcs B Tpolecce ASATENBHOCTH 00pa3oBaTelbHOrO
YUPEKICHHA, H 32KOHYEHHBIX JEJIONPOX3BOACTBOM JOKYMEHTOB NPaKTHYECKOIO Ha3HAYeHHs, HX
o1GOpa i MOArOTOBKE Nepeiade Ha XpaHeHHe B MYHHIMIAILHBI apXHUB.
1.4. B cBoeit pabore apxus MBOY COIII Ne5 pyKOBOACTBYSTCH 3aKOHO/IATE/ILCTBOM 00 apXHBHOM
nene B Poccmiickoii emepaumu, HMHLIMM HOPMATHBHBIMH TPABOBEIMH aKkTamMi PoccuitCkoi
denepaly, HOPMATHBHBIMH IIPaBOBBIMH AKTAMH 10 A@pPXHBHOMY Iy OPIaHOB MECTHOTO
CaMOYTIPABJICHHS MYHHIHITIATEHOrO obpazoBanua roposl TOpKOK, METOAHYECKOH AOKYMEHTallHeH
MYHHIMNAIBHOrO OO/DKETHOro yupexaeHns ropoxa Topika «llenTpammsosanHas cucTema
OuOIHOTEYHOr0 ¥ APXHBHOIO Jie/iay, JIOKANBHRIMH akTaMH 00pazoBaTe/IbHOr0 YYpeKICHHS H
Hacrosmm [TonokenneM.
1.5. Kontpons 3a aestensrocteio apxusa MBOY COIII Ne5 ocymecTsaser AHPEKTOpP, KOTOPBIH
ofecneynBaeT apxHB HeoOXOTHMEIM MOMEIEHHEM H 000PYIOBAHHEM.
1.6. Apxus MBOY COIIl NeS paGotaeT mo mnjaHaM, YTBEPKIAEMBIM AIMHHHCTpaUHed H
OTYHTHIBACTCH Ilepes Heil B cBoeii paboTe.
1.7. Henocpencreennoe pykosozcteo apxusoM MBOY COIII Ne5 soznaraercs IMpHKa3oM
JMPEKTOpa Ha JMII0, OTBETCTBEHHOE 32 Bejlenue apxusa. O043aHHOCTH pabOTHHKA BKIIOHAIOTCH B
€ro JI0/KHOCTHYIO HHCTPYKITHIO.
1.8. Oprasu3anuoHHO-METOAMYECKYIO NoMoums B jesrtenbHoctH apxusa MBOV COII NeS
ocymecteaser MBOY ropopa Topxka «llenrpammsosandas cucrema OubimmoredHoro
ApXHBHOIO Jiena.

2. Cocras gokymenrtos apxuea MBOY COLII Ne5

2.1.ApXHBHBIE JOKyMEHTEL, TOCTynaiomme Ha Xpanenue B apxus MBOY COIII Ne3, orHOCATCH K
MYHHIMNAILHOH COOCTBEHHOCTH, HE TOAIEKAT NPHBATH3ALMH, HE MOryr ObITe OOBEKTOM

TPOIAXKH, MEHEL, JAPEHNS, & TAKKE HHBIX CIEJIOK, KOTOPEIE MOTYT IPHBECTH K HX OTHYHACHHIO.
2.2. B apxus MBOY COII NeS nocrynaror:



2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa3oBaBIIHECS B IpOLECCE NEATENbHOCTH YUYPEXKIEHUS, €ro
CTPYKTYPHBIX IOJApa3AeiIeHUN, BPEMEHHOTO XpaHEHHs (HEOOXOAUMblE B MPAKTHYECKOU
JIeATEIIbHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTBI, 00pa30BaBILMECS B IPOLECCE IEATEIbHOCTH YUYPEXKIEHUs, €ro
CTPYKTYPHBIX IOJpa3AeieHul, IOCTOSHHOIO XPAaHEHHUs, NepeJaBacMble 110 UCTEUEHUH 5 JIET Ha
MIOCTOSIHHOE XpPaHEHHE B MyHHILIMIIATIbHbIN apXUB.

2.2.3. JIOKyMEHTBHI TIO JINYHOMY COCTaBY, OTpaKalolIMe TPYJIOBHIE OTHOIIEHUS pabOTHUKA C
paboToaaTenem.

2.2.4. ApxuBHbBIE JOKYMEHTBl MOCTOSIHHOI'O XPAaHEHHUsSI U 10 JIMYHOMY COCTaBY YUPEKACHHUS,
IIPABONPEEMHUKOM KOTOPBIX SIBJIAETCSI 00pa30BaTENbHOE YUPEKACHUE.

2.2.5. CripaBouHBIii anmnapar K JOKyMEHTaM apXuBa.

1. 3agauu u pynknuu apxusa MBOY COII Ne5
3.1. OcnoBubiMu 3agadamu apxuBa MbOY COI Ne5 sBistrores:
3.1.1. KommuiekToBaHWEe JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3lesioM 2 HACTOSIIETO
[Tonoxenus.
3.1.2. ObGecneueHue €AMHBIX NPUHLMIIOB OPraHU3alMU XPAHEHHUS, KOMIUJIEKTOBaHMsS, y4eTa U
UCIOJIb30BaHNE apXUBHBIX JTOKYMEHTOB, UX COXPAaHHOCTH.
3.1.3. TlogroroBka M CBOEBpPEMEHHAas Iepeladya JOKYMEHTOB HAa XPaHEHUE B MYHMIMIIAJIbHBIN
apxuB C COOJIIOJIGHHEM CPOKOB M TpeOOBaHMI, YCTaHABIMBAEMBIX 3aKOHOJATEIBCTBOM 00
apxuBHOM Jene B Poccuiickont @enepanyu.
3.1.4. OcymiecTBieHue KOHTPOIs, 32 GopMUpOBaHUEM U O(HOPMIICHHEM JIeN B ACTONMPOU3BOICTBE
00pa30BaTENBFHOTO YUPEKICHUS, €r0 CTPYKTYPHBIX TTOAPA3ACTICHHA.
3.2. B cooTBeTCcTBHM € BO3TIOKEHHBIMU Ha Hero 3aaadamu apxuB MBOY COILI Ne5 ocymecTBisier
cienyromue ¢ yHKIUH:
3.2.1. TlpunuMaeT mocie 3aBepIICHUs JEIONPOU3BOJCTBOM, YYUTHIBAET M XPAHUT JOKYMEHTHI
00pa30BaTENBbHOTO  YUPEXKICHHs, €ro CTPYKTYPHBIX THOJpa3JelieHuil, oO0paboTaHHBIE B
COOTBETCTBUHM C TpPeOOBAaHUSIMH, YCTAHOBJIEHHBIMH 3aKOHOJATEIbCTBOM OO0 apXHMBHOM Jelie B
Poccuiickoit @enepanuu.
3.2.2. OcymiecTtBisger ydeT U OOECHeuMBaeT IMOJHYI0 COXPAHHOCTh TMPUHATHIX aPXUBHBIX
JIOKYMEHTOB, B TOM UYHCJI€ 110 JINYHOMY COCTaBYy.
3.2.3. Coznaer, MOMOJHAET U COBEPILIEHCTBYET CIPABOYHBIM ammapar K XpaHSAIIUMCS B apXHBe
JenaM U JIOKyMEHTaMm, O0ecleuyuMBaeT €ro IpPEeeMCTBEHHOCTh CO CIPAaBOYHBIM ammapaToM
MYHUIIUNIATBHOTO apXxuBa, HoOMeHknaTypoit 1e1 MBOY COIL Neb
3.2.4. IIpoBOAUT CBOEBPEMEHHOE YNOPSAJOUYEHUE APXUBHBIX TOKYMEHTOB (SKCIIEPTH3Y LIEHHOCTH,
HAy4YHO-TEXHMUYECKYI0 00pabOTKy, COCTaBJIE€HHE OMUCEH M T. A.) U Mepefady UX Ha MOCTOSHHOE
rOCYJapCTBEHHOE XpaHEHHE B MyHUIIUITATILHBIN apXUB.
3.2.5.IlpencraBnser  opraHaM  MECTHOT'O  CaMOYINpPAaBJICHUS, MYHHUIMIAIbHOMY  apXHUBY
HEOOXOIMMYIO0 apXUBHYIO HH(POPMALIMIO M KONMH apXHBHBIX JOKYMEHTOB, a TaKXKe WH(POPMAIIHIO
0 COCTaBe, COJIEPKAaHUU U 00beMe XPAHALINXCS B apXUBE IOKYMEHTOB.
3.2.6. Opranmu3yeT UCIOIB30BaHUE JOKYMEHTOB:
- nH(GOPMUPYET aIMUHUCTPALIMIO U pAOOTHUKOB O COCTaBE U COJEPKAHUU JTOKYMEHTOB apXHUBa;
- OecrjaTHO TMpPEeAOCTaBIsET IOJb30BATENSIM apPXUBHBIMH JOKYMEHTaMH O(QOpPMIICHHBIE B
YCTAHOBJICHHOM TOPS/IKE apXMBHbIE CIIPaBKU WJIM KHONKU apXUBHBIX JIOKYMEHTOB, CBS3aHHBIE C
YCTaHOBJIEHUEM TPYAOBOIO CTa)Xa, COLUMAIBHOM 3alllMTOM Tpa)KJAaH, MPEeTyCMaTpUBAIOIIEH HX
NEHCUOHHOE oO0ecreyeHne, a TakKe IMOJNydeHHe JIbroT M KOMIIGHCAIMii B COOTBETCTBUU C
3aKoHoJaTenbcTBOM Poccuniickont denepanuu;
- BBIAAET B YCTAHOBJIGHHOM IOpSAKE Jeda, JOKYMEHTbl HJIM KOMHHM JOKYMEHTOB B LEJSIX
CIIy>ke0HOT0 M MPAKTUYECKOTO UCIIOJIb30BAaHUA /Ul pabOThl B TOMEILIEHUH apXHBa;
- BEJIeT y4eT UCIOIb30BaHUs JOKYMEHTOB, XpaHsIIIUXCS B apXHUBE
3.2.7. Oka3plBaeT METOAUYECKYIO TOMOIb chyx0e nenonpousBoactea MbOY COII No5 B
COCTaBJICHMM HOMEHKJIATYpbl J€Jl yUPEXIEHUsS, KOHTPOIUPYET MPaBUIBHOCTh (POPMUPOBAHMS U
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opopmileHHs 1€ B JIEJONPOU3BOJICTBE, a TakkKe IOATOTOBKY Jiel K Tepeladye B apXuB
YUpEXKICHUS.

2. IIpaBa u orBercTBeHHOCTH MBOY COII Ne5 no BeeHuio apxusa
4.1. lns BHINOJTHEHUSI BO3JIOKEHHBIX 3371ad M (DYHKIMHN JIMIIO, OTBETCTBEHHOE 32 BEJICHHE apXHBa
MBOY COIII No5, umeeT npaBo:
4.1.1. KoHTponupoBaTh BBHINOJHEHHE YCTAHOBJICHHBIX MpaBMJI pabOTHl C JOKYMEHTAaMH B
00pa30BaTENbHOM YUPEXKJAEHUH, €0 CTPYKTYPHBIX M10Apa3AeICHUX.
4.1.2. 3anpamuBaTh OT CTPYKTYPHBIX MOApa3eNeHU 00pa30BaTEIbHOTO YUPEXKACHUS CBEIICHUS,
HeoO0XoAuMBbIe Ul paboThl apXuBa, C yUeTOM O0ECHEUEHUs BBIIOJHEHHsI BCEX BO3JI0KEHHBIX Ha
apXx¥B 3a/1a4 U PYHKIHUH.
4.2. JIuno, Ha KOTOpPOE BO3JIOKEHO BEAECHUE apXuMBa 00pPa30BATEIbHOIO YUPEKICHUS, HECET
OTBETCTBEHHOCTD 32 BBIITOJHEHHUE BO3JIOKEHHBIX HA apXMB 3a]1a4 U PYHKIIUH.
43. 3a yrpary W nopdy JJAOKYMEHTOB JOJDKHOCTHBIE JIMIA YUYPEKACHUSA (PyKOBOAUTEINb
YUpEXKJIEHUS U JIUL0, OTBETCTBEHHOE 3a BEICHUE apXMBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUU
C JIeICTBYIOIINM 3aKOHOAATEIbCTBOM.

5. KommiekroBanue apxusa MBOY COII Ne5
5.1.IlogroroBka AOKYMEHTOB K I€pelade B apXWB OOpa3oBaTEIbHOIO YUPEKICHHS BKIIOYAECT
SKCIIEPTU3y HAYYHOW U MPAKTUUYECKOM IEHHOCTH TOKYMEHTOB, OQOpPMIICHHE Jied, COCTABICHUE
OITHCH.
5.2. DKcnepTu3a HeHHOCTH JOKYMEHTOB.
5.2.1. DkcnepTU3a MEHHOCTH IOKYMEHTOB — OTIPE/ICIICHNE [IEHHOCTH IOKYMEHTOB C IEJIbI0 0TOOpa
UX Ha XpaHEHUE U YCTAHOBJICHHE CPOKOB XPAHEHUS.
DKCIepTu3y IEeHHOCTH JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKIECHUH OCYHIECTBIISIET MOCTOSHHO
JeICTBYIOIAs SKCIIEPTHAS KOMUCCHSL.
5.2.2. DKcnepTHAs KOMHCCHSI Ha3HA4aeTCs MPHUKA30M JIUPEKTOpa MIKOJBI. B cocTaB DKcrmepTHOM
KOMMCCHH BKJIIOUAIOT HE MEHEe TpeX COTPYAHMKOB, B TOM UHUCIIE B 0053aTEIbHOM MOPSAAKE JHIIO,
OTBETCTBEHHOE 3a BEJEHHE apXuWBa MIKOJIBl M JUPEKTOpa MYHHUIUMIAIBHOTO apxuBa (10
cornacoBanuio). CekperapeM OKCHEPTHOM KOMHCCHUM Ha3HAYalOT CeKpeTapsi o0pa3oBaTebHOIO
YUPEKICHUS.
DKcrnepTHas KOMUCCHS Ha 3aCEaHUsAX paccMaTpHUBAeT: HOMEHKIATYpY Jell IIKOJbI, OMUCH el
MOCTOSTHHOTO XpaHEHHs W 10 JIMYHOMY COCTaBy, aKkThl Ha JOKYMEHTHI, BBIIEIIEMbIE K
YHUYTOXXEHHUIO.
5.3. Odopmiienue ner.
5.3.1. Jlena mOCTOSHHOTO XpaHEHWs MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH HUTKaMH.
JIucTel HyMEpYIOTCS B NPaBOM BEPXHEM YIIIy MPOCTBIM KapaHaamoM. KoJnmdecTBo JHCTOB B
KaX/I0M Jiele He JOJDKHO mpeBblmarh 250. B koHIe gena Ha OTAEIBHOM JIUCTE COCTABISAETCA
3aBepHUTEIbHAS HA/IHUCH.
5.3.2. Ha o00noxke Jen IOCTOSHHOIO XpaHEHHs MJOJDKHBI OBITh MPOCTAaBJIEHBI CIEAYIOIINE
PEKBU3UTHI:  TOJIHOE  HAWMEHOBAaHWE  BBHIMIECTOSINEH  OpraHM3aldd,  HaWMEHOBAaHWE
00pa30BaTEeNbHOIO YUPEXKACHUS, HOMEp (MHAEKC) Jela MO HOMEHKJAType, 3aroJioBOK jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUSI WIIM OTMETKA «XPaHHUTh IMOCTOSHHO», HOMep (oHma, omucH,
nena.
5.3.3. 1o okOHYaHWU NIETOMPOU3BOICTBEHHOTO T0/1a B 0POPMIICHHBIE 00JIOKKHU JEJT TTOCTOSTHHOTO
XpaHeHHUsT  BHOCSATCS ~ HEOOXOAWMBIE  YTOYHEHHUS: B  3aroJOBKM  JIeJ,  COJEpIKaIlIUX
pacropsIuTeIbHbIE JTOKYMEHTHI (IIPHUKa3bl, TPOTOKOJBI), BHOCITCS HOMEpa; €CIU JIelN0 C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B Ka)KJIOM TOME YKa3bIBa€TCsl KOPPECIIOHICHT, aBTOpP,
TeppUTOpHs, APyrue AaHHble. B KakaoM ToMe ykas3bIBaeTcs JaTa (YUCIIO, MECsIl, roj) OBICTPOro
MOMUCKA JOKYMEHTOB B MOCJEAYIOLIEM; U3 3aBEpUTEIbLHON HAANHCH Ha OOJOXKKY Jesia BHIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.



5.3.4. Hagnucu Ha 0OJOXKaxX Je1 TOCTOSHHOTO W JOJTOBPEMEHHOTO XpaHEHHs CIeIyeT
IIPOU3BOIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. na y4yera KOJMYECTBA JIMCTOB B Jelie M (PUKCAIMM OCOOCHHOCTEH HMX HyMepaluu Ha
OT/EJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJIIIHCh.

B 3aBepuTenbHON HAANMMCH YKa3bIBAaeTCS KOJIMYECTBO JIUCTOB (IU(paMu U MPOMUCHIO) B JETE.
3aBepuTeIbHAS HAAIUCh IOANUCHIBACTCA COCTaBUTEIEM C YKa3aHHEM €ro JODKHOCTU M JAThl
COCTaBJICHMSL.

5.3.6. BHyTpeHHSS OMKUCh COCTABIISAETCA K JiejaM MOCTOSHHOTO W JIOJATOBpeMeHHOTo (cBhime 10
JIeT) CpoKa XpaHeHHs, c(HOPMUPOBAHHBIX 1O PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKpbIBalOT KOHKPETHOE COJEpKAHUE JOKYMEHTOB (0c000 LIeHHbIE, IMUHBIE /Iea U JIP),

5.3.7. Jlena BpeMEHHOTO XpaHEHUs OOPMIISIFOTCS YIIPOIICHHO:

OHM He NMOJIIMBAIOTCS, JIMCTHI B HUX HE HYMEPYIOTCSl, yTOUHEHHE Ha 00JI0KKaX HE IPOM3BOIUTCS,
OIMCH Ha JieJla HE COCTABIIAIOTCA, yUET BEAETCS 10 HOMEHKIIATYpeE Je.

5.4. Onucanue JOKYMEHTOB IIOCTOSSHHOI'O CPOKa XPaHEHMsL.

54.1. Ilo OKOHYaHWM [€JONPOU3BOJICTBEHHOIO0 T0jJa B OOpPa30BATEIbHBIX YUPEKICHHUIX
IIPOU3BOUTCS OTOOP JOKYMEHTOB IOCTOSSHHOI'O CPOKa XPaHEHUs sl BKJIIOUEHHUS UX B OIUCh.
Onuce COCTOUT U3 TOAOBBIX pa3/IesioB, BHYTPH T'0/a Jieja paclojaralorcs 1o CTeNeHu 3HaYUMMOCTH
C Y4eTOM HOMHMHAJIBHOIO HNpPUHIMNA (B COOTBETCTBUM C HOMEHKJIATYpod 00pa30BaTebHOTO
yupexaeHus). ['onoBoil pa3aen onucu Ha Jeja NOCTOSHHOTO XPaHEHUs, NMpeAHa3HAYEeHHbIE JUIs
nocjenyomeil nepefjaud B MYHULUIANBHBIM apXWB, MOJJICKHUT YTBEPKACHHUIO JAUPEKTOPOM
MYHMIMIIAJILHOTO apXKBa U COIJIACOBAHMIO 3KCIEPTHO-IIPOBEPOYHOIN KOMUCCUEN HE MO3AHEE YEM
yepes JIBa I'o/la 0Cje 3aBepILeHus JIe1 B AEJI0IPOU3BO/ICTRE.

5.4.2. Onucu coOCTaBIAIOTCA pa3/ieIbHO Ha JieJa IOCTOSIHHOIO XpaHEHWs 10 OCHOBHOM
JeSITeIbHOCTH U Ha JieJia 110 IUYHOMY COCTaBY.

5.4.3. OnucH coCTaBIIAIOTCS CEKPETAPEM.

5.4.4. Onuck BeseTcsl B €AMHOM BaJIOBOM HyMepalluu B TEUEHHE HECKOJIBKHX JIET U 3aKaHYMBAETCS
10 COIVIACOBAaHUIO ¢ MYHHUIIMIAJIbHBIM apXUBOM, KyJa MOCTYNAOT JOKYMEHThl 00pa30BaTelbHbIX
YUPEKACHUM.

5.4.5. Ha nena BpeMEHHOTO CpOKa XpaHEHUsI COCTABIISIETCS aKT 00 YHUUTOXKEHUH.



