IIpunsito YT1Bepxaaro

Ha 3aCEJaHuU NIeAaroruueckoro COBETa Hupextop MBOY COII Ne 3

ITpoTokon Ne 1 ot «30 » aBrycra 2019 r. reHepain-geapamapiiaia
M.C.BoponnoBa r.Eiicka MO
Elickuii paiton
[Tpuka3 Ne377 ot 30.08.2019 r.

Mosrosas EneHa
XakUMsHOBHa

MO3FOBaF| A asnstock aBTOPoOM

3TOro JOKyMeHTa

EneHa KpacHogapckui kpan,
Encknin paioH, r. Enck,

XaKUMSAHOBH yn. Bepastckas, 4.
113-115, yron yn. K.
a Mapkca, . 21
2021.04.14 16:33;
10+03'00'
IHos0:xeHue
00 apxuse MBOY COII Ne 3 um. renepai-peasamapmana M. C.

Boponnosa r. Eiicka MO Eilicknii paiion

l. OO01mue moJI0KeHu .

1.1.1Tonoxxenue 00 apxXuBe MYHUIUAIAIBHOTO OIOHKETHOTO
00111e00pa30BaTEIbHOIO YUPEXKACHUS CpeaHss oOmeoOpa3oBarenbHas mkona Ne 3
uMeHHU reHepai-Qenpamapinana Muxanna CeménoBuua Boponnosa ropoaa Eficka
MyHUIMOAIBHOTO oOpa3oBaHusi FEiickuii paifon (mamee — Ilonoxenue),
pa3paboTaHO B COOTBETCTBUU ¢ DeaepaibHBIM 3aKOHOM «O0 apXWBHOM Jelie B
Poccuiickoit ®Denepanmm» ot 22.10.2004 Ne 125 -®3, B COOTBETCTBUU C
[IpumMepHBbIM TOJIOKEHUEM OO0 apXMBE OpraHU3alH, YTBEPKACHHBIM MPUKA30M
denepanbHoro apxwBHOoro areHtctBa ot 11.04.2018 . No 42,
METOJAMYECKUMHU  PEKOMEHJauusMH 1o  paboTe ¢  JOKyMEHTaMu B
00111e00pa30BaTEIbHBIX YUPEKICHUSAX.
1.2. Hacrosiee [lonoxxenue pazpaboTaHo B LENAX:
- COBEpIICHCTBOBAHMS JACATENBHOCTU B cdepe OpraHu3aluu XpaHEeHWUs,
KOMIUIEKTOBAHMS, y4e€Ta M UCIIOJb30BAHUS APXUBHBIX JOKyMeHTOB MBOY
COHI Ne 3 um. renepan-penpamapiana M. C. Boponnosa 1. Eiicka MO Elickuii
paiion (nanee Illkona);
- palMOHAIBHOIN OpraHu3aluy JOKyMEHTAIIMOHHOTO 00ECTIeYeH s B IIKOJIE.
1.3. ApXHB IIKOJbI CO3/JaeTCS B LENAX XPAHEHHs, KOMIUIEKTOBAaHHUS, Yy4yeTa W
UCIIOJIb30BAaHUsL JIOKYMEHTOB, OOpa3ylolluxcs B Ipolecce e TEeNbHOCTU
IIKOJIBI M 3aKOHYEHHBIX JEJONPOU3BOACTBOM JIOKYMEHTOB MPaKTUYECKOIO
Ha3HA4YeHHs, HMX OTOOpa M TOArOTOBKM K TiepeJaye Ha XpaHEHHE B
MYHULIUNAIbHBIN apXUB.
1.4. B cBoeil paboTe apXuB ILIKOJBI PYKOBOACTBYETCS 3aKOHOAATEIHCTBOM 00
apxuBHOM aene B Poccuiickon denepanyu, WHBIMU HOPMATUBHBIMU



nmpaBoBbIMH akTamu Poccuiickoin denepanuu, JOKAIBHBIMA aKTaMHW ILIKOJbI U
HactosiuM [losoxxenuem.

1.5. KoHTposib 3a AESTENbHOCTHIO apXuBa IIKOJbI OCYIIECTBISIET AUPEKTOp, a
B €ro OTCYTCTBUM 3aMECTUTENh JTUPEKTOpPa, KOTOpbIe OOECHEYMBAIOT apXUB
HEO0OXOUMBIM MTOMEIICHUEM.

2. CocTaB I0KYMEHTOB apXHUBa

2.1. ApxuWBHBIC JOKYMEHTBHI, IIOCTyMAIONIME HAa XpaHEHWE B apPXHWB IIKOJbBI
OTHOCSITCSI K MYHHUIIUIAIbHON COOCTBEHHOCTH, HE TMOJJIEKAT MPUBATU3ALIMHU, HE
MOTYT OBITh OOBEKTOM TIPOJAXH, MEHBI, NapeHUs, a TaKKEe HWHBIX CHCINOK,
MOTYIIIMX MMPUBECTU K UX OTUYKJICHUIO.

2.2. B apXuB HIKOJIbI TOCTYNAIOT:

2.2.1. ApxuBHbIE JOKYMEHTHI, O0Opa3oBaBIIMECS B IMpOLECCE ACSITEIbHOCTU
IIKOJIBI BpEMEHHOTO XpaHeHus (HE0OX0IUMbIE B IPAKTUYECKOM J1€ITEILHOCTH).
2.2.2. ApxuBHbIE JOKYMEHTBHI, OOpa30BaBIIMECS B TIPOIIECCE JIESITEIBHOCTU
IIKOJTBI.

2.2.3. JIoKyMEeHTBHI TO JMYHOMY COCTaBYy, OTpa)alollue TPYJOBbIE OTHOIICHUS
paboTHHKA C pabOTOIATEIIEM.

2.2.4. ApxuBHBIC JOKYMEHTHI IOCTOSTHHOTO XpaHEHUSI.

3. 3aga4yu U pyHKUMHU apXuBa.

3.1. OcHOBHBIE 33]a4M APXMBA HIKOJIBI:

3.1.1. KowmrmiekToBaHue JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTpPEH
paznesnom 2 HacTosmero [lomoxxeHus.

3.1.2. OobecrneueHne  €AWHBIX  TMPUHIWAIOB  OpPTaHW3allUd  XPaHCHUS,
KOMITJICKTOBAaHMsI, ydeTa H HCIIONB30BAHUE AapPXUBHBIX JOKYMEHTOB, WX
COXPAaHHOCTH.

3.1.3. OcymecTBienne KOHTpods 3a (opmMupoBaHueM U oQopMiICHHEM el B
JIEJIONPOU3BOCTBE LIKOJIBI.

3.2. B COOTBETCTBHM C BO3JIOKEHHBIMM Ha HEr0 3aJlayaMd apXUB IIKOJIbI
OCYIIECTBIISIET CICAYIONINE (DYHKITUH:

3.2.1. TlpunumaeTr moOCiIe 3aBEpPIICHUS JIETOMPOU3BOJICTBA, YUYHUTHIBACT U
XpPaHUT  JOKYMEHTBHI  IIIKOJIBI, oOpaboTaHHBIE B COOTBETCTBHH  C
TpeOOBAaHUSIMHU, YCTAHOBJICHHBIMH 3aKOHOJATEIHCTBOM 00 apXWBHOM €€ B
Poccuiickon @eneparumu.

3.2.2. OcyiecTBiseT ydyeT W OO€ClEeUMBAET MOJHYIO COXPAHHOCTh HPHUHSTHIX
apXUBHBIX JIOKYMEHTOB, B TOM YHCJIC 10 TUYHOMY COCTaBY.

3.2.3. TIpoBoAWT CBOEBPEMEHHOE YMOPSJOUYECHHUE APXMBHBIX JOKYMEHTOB
(PKCmepTH3y IIEHHOCTH, HAyYHO-TEXHHUYECKYIO 00paboTKYy, COCTaBJICHHE
OMHUCEH U T.1.).

3.2.4. OpranusyeT UCIOIb30BaHUE JJOKYMEHTOB:

-  uHPOPMHUPYET AJIMUHHUCTPAIMIO U PAOOTHUKOB IIKOJBI O COCTaBe U
COJIep>KaHNH IOKYMEHTOB apXH1Ba,

- OecrulaTHO TPEAOCTaBIsCT TMOJB30BATENSIM APXUBHBIMUA  JIOKYMEHTaMU
oOopMJICHHBIE B YCTAHOBJICHHOM TMOPSAKE apXWBHBIC CIPABKH WJIA KOIUU
aApXUBHBIX JIOKYMEHTOB, CBSI3aHHbIE C YCTAHOBJIEHMEM TpPYIOBOTO CTaxa,
COLIMAJIBHOM  3alllMTOM  rpaxkJaH, MpeayCMaTpUBAIONIE HX  TEHCHOHHOE
oOecrieyeHue, a TakKe IMOJIyYeHUE JIbIOT M KOMIIEHCAIllMii B COOTBETCTBUM C
3akoHOAaTenbCTBOM Poccuiickon denepanuuy;



- BBIJIACT B YCTAHOBICHHOM TIOPSAJKE Jeia, JOKYMEHTBHl WA  KOIUHU
JIOKyMEHTOB B IMESAX CIY)KEOHOTO W TMPAKTUYECKOTO WCIOIB30BAHUS IS
paboThl B MOMEIIEHUHU apXUBa;

- BEJIET yUYeT UCIOJIb30BaHUS JOKYMEHTOB, XPAHSIIIUXCS B apXHUBE.

4. TIpaBa v OTBETCTBEHHOCTh

4.1. JIns BBIMOJHEHHS BO3JIOKEHHBIX 3a/7a4 M (YHKIMHA JIMII0, OTBETCTBEHHOE 3a
BEJICHUE apXUBa IIKOJIbI, UMEET MPaBo:

4.1.1. KoHTponupoBaTh BBHIMOJIHEHUE YCTAaHOBIEHHBIX TMpaBHJI pabOThl ¢
JIOKyMEHTaMH B IIIKOJIE.

4.2. JIumio, OTBETCTBEHHOE 3a BEJICHUE apXMBa IIKOJIbI, HECET OTBETCTBEHHOCTh

3a BBITIOJTHCHHE BO3JIOKEHHBIX HA apXUB 331249 U (QyHKITHHA.

4.3. 3a yTpaTy M TIOpYy JOKYMEHTOB JIOJDKHOCTHBIE JIMIIA YUYPEXKICHUS
(PYKOBOAMTEINb YUPEXKIACHUSI, 3aMECTUTENIN PYKOBOAUTEINS U JIUIIO, OTBETCTBEHHOE
3a BEJICHHE apXHWBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C JICUCTBYIOIIUM
3aKOHOJIATEIHCTBOM.

5. KomiuiekToBanue apxuBa

5.1. TlomroroBka JOKYMEHTOB K TIiepefaye B apXWB IIKOJBI  BKIIFOYAET
OKCIIEPTU3Y HAYYHOHW M TMPAKTHUYCCKOW I[EHHOCTH JOKYMEHTOB, oOdopmieHHEe
eI, COCTABIICHUE OTHICH.

5.2. DkcnepTH3a IeHHOCTH JOKYMEHTOB.

5.2.1. Dkcneptuza IIEHHOCTH JOKYMEHTOB -  ONpEJEJICHUE IIEHHOCTH
JIOKYMEHTOB C II€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XPaHECHHUS.
OKcnepTu3y IEHHOCTH JOKYMEHTOB B IIKOJIBI  OCYIIECTBISIET MOCTOSIHHO
JIEHCTBYIONIAS DKCTIEPTHAS. KOMUCCHSI.

5.2.2. DkcmepTHash KOMHUCCHS Ha3HA4aeTcs MPUKA30M JUPEKTopa IIKOJIbl. B
COCTaB IKCIEPTHON KOMWCCHHM BKJIIOYAIOT HE MEHEE TPEX COTPYIHHUKOB, B TOM
YHclie B 0053aTeILHOM MOPSIIKE JIUII0, OTBETCTBEHHOE 32 BEJICHUE apXHBa IIKOJbI.
DKcrepTHasT KOMHCCHS Ha 3aceJaHusX paccMaTpUBAcT: HOMEHKJIATYpy Jenl
IIIKOJIBI, OMHMCH JIeJ TOCTOSHHOTO XPaHEHUS W TI0 JIMYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIJICISIEMbIC K YHUUTOKEHUIO.

5.3. Odopmenue aen.

5.3.1. Jlena TmMOCTOSSHHOTO XpaHEHUS TMOJIIMBAIOTCS B TBEPAYIO OOJIOKKY
CYpOBBIMU HHUTKaMHU. JIMCTBI HyMEpYyIOTCS B TMPAaBOM BEPXHEM YTy MPOCTHIM
kapangamomM. Koau4ecTBO JTUCTOB B KaXKIOM JieJie HE JOJDKHO TPEBBINIATH
250. B xoHIie fiena Ha OTACIBHOM JICTE COCTABIISCTCS 3aBEPUTEIIbHASI HA/IITUCH.
5.3.2. Ha 0010%XKe Jen MOCTOSIHHOTO XPAaHEHHS OJDKHBI OBITh MPOCTAaBJICHBI
CIIEYIONTNE PEKBU3UTHI: HAMMEHOBAaHUE OO0pPa30BATEIHLHOTO yapexICHUS,
HOMEp (WMHACKC) Jefla MO HOMEHKJIAType, 3arojoBOK Jiefla,  KOJMYECTBO
JUCTOB, CPOK XpaHCHUS WIIM OTMETKAa «XPaHHUTh IOCTOSHHO», HOMep (oHa,
OTIWCH, JIeTIa.

5.3.3. [lo oKOHYaHMM JEJIOMPOU3BOACTBEHHOTO Tojia B O(POpMIICHHBIE OOJOXKH
JIe TTOCTOSITHHOTO XPAaHCHHS BHOCSTCS HEOOXOIMMBbIC YTOUYHEHHUS: B 3aroJIOBKH
Jen, COACpIKAIUX PAaCIOPSAUTEIbHBIE JOKYMEHTBI (IIPUKa3bl, IMPOTOKOJIBI),
BHOCSITCS HOMEPA; €CIU [0 C MEpPENnuCKOM COCTOMT W3 HECKOJIbKHUX TOMOB,
B KaXJIOM TOME YKAa3bIBAa€TCS KOPPECTIOHIEHT, aBTOP, TEPPUTOPHS, JpYTHE
naHHbie. B KaxgoMm ToMe ykaswiBaeTcsl ngara (4HCio, MECSIl, TOJ) Hadajia |
OKOHYAHHUS JAHHOTO TOMa. TOYHBIC JAThl MPOCTABISIOTCS HA OOJOKKAX IS



OBICTPOTO TOWCKA JOKYMEHTOB B TOCIEAYIOIIEM; W3 3aBEPHUTEIILHON HAITUCH
Ha OOJIOKKY JieJla BBIHOCUTCS KOJMYECTBO JINCTOB B JIEIE.

5.34. Hanmmucu Ha 00JI0KKaX €1 TOCTOSSHHOTO U JIOJTOBPEMEHHOTO
XpaHEHHUs CIEAYeT MPOU3BOAUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMHU.

5.35. lng ydera KOJMYECTBA JIMCTOB B Jeje U (PUKCAUM OCOOCHHOCTEH HX
HyMepallMk Ha OTACJIBHOM JIUCTE€ COCTaBIIACTCS 3aBepUTENbHAs HaANUCh.B
3aBEpUTENIbHON HAJMUCHU YyKa3bIBaeTCSd KOJIMYECTBO JHUCTOB (UudpamMu U
MPOIMUCHIO) B Jese. 3aBepuTesibHas HAAMNKUCh MOANUCHIBACTCS COCTABUTEIEM C
yKa3aHUEM €ro JOJKHOCTH U JaThl COCTaBICHUS.

5.3.6. BHyTpeHHss omuch COCTaBIsETCSs K  JellaM  TOCTOSHHOTO U
nonroBpemeHHoro (ceime 10 7er) cpoka xpaHeHus, cHOPMHUPOBAHHBIM IO
Pa3HOBHUIHOCTSM  JIOKYMEHTOB,  3arojOBKM  KOTOPHIX  HE  PacKphIBAIOT
KOHKPETHOE COJIEp>KaHUe TOKYMEHTOB (0c000 LIEHHBIE, TUYHBIE AeJa U Ap.).

5.3.7. [lena BpeMEHHOTO XpaHECHHs 0()OPMIISIFOTCS YIIPOIICHHO:

OHM HE€ TMOAIIMUBAIOTCSA, JHUCTHI B HUX HE HYMEpPYIOTCA, YTOYHEHHWE Ha
00JIO’)KKaX HE MPOU3BOJUTCS, ONMUCU Ha JieJla HE COCTABJISIIOTCSI, Y4YET BEICTCS
0 HOMEHKJIAType Je.

5.4. Onucanue J0OKYMEHTOB ITOCTOSTHHOT'O CPOKa XPaHEHUSI.

5.4.1. Onucu COCTaBISIIOTCS pa3lebHO Ha JeJia TOCTOSHHOTO XPaHEHHS I10
OCHOBHOU JICSTEIHPHOCTH U Ha JIeJIa 110 JINTYHOMY COCTaBYy.

54.3. Omucu 1o OCHOBHOMU IEITEIbHOCTH BBIIOJIHIIOTCS
nenonpom3BoguTenieM. Ommcuw MO JIMYHOMY ~ COCTaBY  BBITTOJHSIOTCS
CHEIUATICTOM IO KaJpaM.

5.4.4. Onuch BeneTcs B €IMHOM BaJOBOW HyMEpallud B TEYEHUE HECKOJIBKUX JIET .
545. Ha pnena C HCTEKIIMM CpPOKOM XpaHEHUs COCTaBJISIETCS akKT 00
YHUYTOXKEHUHU.
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