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YTBEPXIEH
npukazoM MBOYVY «Jlenckas CILL»
ot 10 anpens 2019 r. N 20-O/]

IMoanoxkenue 00 apxuse MbOY «Jlenckas CII»

1. OO0I1HMe MOJ0KEeHUS

1.1.ITonoxenne 00 apxwBe MYHHUIUIATHHOTO OIOHKETHOTO 00I1e00pa30BaTEIILHOTO
yupexnenus «JIeHckas cpemuss mkoja» (nmanee — [lomoskeHue), pa3paboTaHO B COOTBETCTBHH C
®enepanbubiM 3akoHOM «O0 apxuBHOM zene B Poccuiickoit denepannny» ot 22.10.2004 Ne 125-D3,
MeTroaudecKuMH PEKOMEHIAIMAMU 1O padoTe ¢ JOKyMEHTaMH B 00I1e00pa3oBaTebHBIX
YUPEKICHUSX.

1.2. Hactosimee [Tonokenne pa3paboTaHo B HEIAX:

— COBEpIICHCTBOBaHUS ACITEILHOCTH B c(hepe OpraHu3aluu XpaHeHus, KOMIUIEKTOBAHUS, yUeTa U
HCI0JIb30BaHus apXuBHbIX JokyMeHTOB MBOY «Jlenckas Cly;
— palMoOHAJIPHOW OpraHu3aIiy JoKyMeHTanrnoHHoro oobecnieuenust B MbOY «Jlenckas CII».

1.3. ApxuB MBOYVY «Jlenckaa CIlI» co3aercs B LesIX XpaHEHUs, KOMIUIEKTOBAHHUS, y4eTa U
WCIIOIB30BaHUsI IOKYMEHTOB, oOpasyromuxcs B mporecce nesareabHoctd MbOY «Jlenckas ClI» u
3aKOHUYEHHBIX JICJIONMPON3BOACTBOM JOKYMEHTOB IMPAKTUYECKOTO0 Ha3HAYeHUs, WX oOoTOopa U
MOJITOTOBKH K Iepeiaue Ha XpaHEeHHE B MyHULIUTIAIbHBIA apXUB.

1.4. B cBoeii pabore apxuB MBOY «Jlenckas CIL» pykoBOACTByeTCS 3aKOHOAATEIHCTBOM
00 apxuBHOM nene B Poccuiickoit denepanuv, WHBIMH HOPMATHBHBIMH IPABOBBIMH aKTaMH
Poccuiickoit ®enepauuu, nokanbHbiMu akTtamu MbBOVY  «Jlenckas CI» wu HacTosmmm
[Tonoxennem.

1.5. Kontpons 3a nesrensHocThio apxuBa MBOY «Jlenckas CIL» ocyiecTBiseT AUPEKTOp,
a B €€ OTCYTCTBMM 3aMECTUTEINIb TUPEKTOpa Mo y4eOHO paloTe, KOTOpble 00ECIEUUBAIOT apXUB
HEOOXOMMBIM MOMEIIIEHUEM U 000PY/TI0BAHUEM.

1.6. HemnocpeactBennoe pykoBoactBo apxuBom MBOY «Jlenckas CII» Bosznaraercs
MIPUKA30M JUPEKTOpa Ha CeKpeTapst LIKOJIbI.

2. CocTaB 10KYMEHTOB apXuBa

2.1. ApxuBHBIE IOKYMEHTHI, TOCTynaromue Ha xpaHeHue B apxuB MbOY «Jlenckas CIl»,
OTHOCSTCS K MYHHUIIUIIAIBHON COOCTBEHHOCTH, HE MOMAJEKAT IMPUBATU3ALWU, HE MOTYT OBITh
00BEKTOM TMPOJIaXKH, MEHBI, JAPEHUS, a TAK)KE UHBIX CAEJIOK, MOTYIIMX MPUBECTU K UX OTUYXKICHUIO.

B apxuB MBOVY «Jlenckas CllI» noctynaror:

2.2.1. ApxuBHBIC TOKYMEHTHI, 00Opa3oBaBIIMecs B Ipoiiecce aesrenbHocty MBOY
«Jlenckas CLL», BpeMeHHOT0 XpaHeHHsI (HEOOXOIUMBIE B IPAKTHUECKON AEATEIbHOCTH).

2.2.2. ApxuBHBIE JIOKYMEHTBHI, OOpa3oBaBIIHECs B Tporecce neareabHocTH  MBOY
«Jlenckas CIII».

2.2.3. JIoKyMeHTHI 1O JUYHOMY COCTaBY, OTPAKAIOIINE TPYAOBbIE OTHOIICHUS PAOOTHHKA C
paboTtonarenem.

2.2.4. ApxuBHbBIE€ IOKYMEHTBI IOCTOSIHHOTO XPaHEHHUS.
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3. 3agauyu u GyHKUMM apxXuBa

3.1. OcnoBHbIMU 3agauamu apxuBa MBOVY «Jlenckas CILI»:

3.1.1. KomIuleKkTOoBaHHE JOKYMEHTaMH, COCTaB KOTOPBIX HPEAYCMOTPEH pa3AeioM 2
HacToswmero Ilomoxenus.

3.1.2. OGecnieueHne eTUHBIX TPUHIMIIOB OPraHU3aLUU XPAaHEHHsI, KOMIUIEKTOBAHHSI, y4eTa
U UCIOJIb30BaHUE APXUBHBIX JTOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymiectBieHue KOHTpossi 3a (opMupoBaHueM U oQopmieHHEeM Jen B
nenonpousBosctee MBOVY «Jlenckas CILI».

3.2. B cOOTBETCTBUM C BO3JIOKEHHBIMU Ha Hero 3agadyamu apxuB MBOY «Jlenckas CILI»
OCYILLECTBIISET CIeyIomue PyHKIUN:

3.2.1. Ilpunumaer mnocie 3aBEpUIEHMs] JEJIONPOM3BOACTBOM, YUHUTHIBAET U XPaHUT
nokymeHTel MBOVY  «Jlenckas ClIll», oOpabGoTaHHble B COOTBETCTBHHM C TpeOOBaHUAMH,
YCTaHOBJICHHBIMH 3aKOHO/IATENILCTBOM 00 apXMBHOM Jiene B Poccuiickoit deneparui.

3.2.2. OcyIiecTBaseT y4eT U 00ecrneyrnBaeT MOJTHYI0 COXPAaHHOCTh MPHUHATHIX apXHBHBIX
JOKYMEHTOB, B TOM UYHUCJIE 110 JINYHOMY COCTaBY.

3.2.3. TIpoBOOUT CBOEBPEMEHHOE YIOPSIOYCHHE APXHBHBIX JOKYMEHTOB (DKCIEPTHU3Y
LEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKy, COCTAaBICHHE ONUCEH U T.1.).

3.2.4. Opraausyer UCMNOJIb30BAHUE JOKYMEHTOB:

uHpopmupyeT anMuHUcTpanuio u pabotHukoB MBOY «Jlenckas CILI» o coctaBe u

COJIEp’)KaHUU JOKYMEHTOB apXMBa,

— OecrylaTHO MPEJOCTaBIsSIET I0Jb30BATENsAM apXUBHBIMU JOKYMEHTaMH O(OPMIICHHbIE B
YCTaHOBJIEHHOM NOPSAKE apXUBHbBIE CIIPABKU WJIM KOIIMHM apXHUBHBIX JOKYMEHTOB, CBS3aHHBIE C
YCTAHOBJICHUEM TPYAOBOTO CTa)Ka, COUUAIBHOM 3alUTON TpaxkaaH, MpeAyCMaTPUBAIOLIECH HUX
NEHCUOHHOE OOECIeYeHNne, a TaKXKe IOJIyY€HHE JIbIOT M KOMIICHCAIMd B COOTBETCTBUH C
3aKoHoJaTenbcTBOM Poccuiickoit denepanmy;

— BBIJAET B YCTAHOBJIEHHOM IMOPSAKE JA€Na, JOKYMEHTbl WM KONUM JOKYMEHTOB B LENSIX
CIIy>K€OHOTO U MIPAKTUYECKOTO MCIIOJIb30BAHMS Il Pa0OTHI B IOMEIIEHUH apXUBa;

— BeZACT y4YeT UCIOJb30BaHus JOKYMEHTOB, XPAHAIUXCS B apXUBE.

4. TlpaBa U OTBETCTBEHHOCTh

4.1. JIng BBINOJHEHUS BO3JIOKEHHBIX 331a4 M (PYHKIMI JUII0, OTBETCTBEHHOE 3a BEIICHHE
apxuBa MBOY «Jlenckas CIL», umeet npaso:

4.1.1. KoHTposmpoBaTh BBHIMOJIHEHUE YCTAHOBJICHHBIX MpPaBUI pabOTHI ¢ JOKYMEHTaMH B
MBOY «JIenckas CII».

4.2. Jlumo, otBercTBeHHOEe 3a BeneHue apxuBa MDbBOVY «Jlenckas ClI», Hecer
OTBETCTBEHHOCTD 3 BBIIIOJHEHHUE BO3JIOKEHHBIX HA apXMB 3a]1a4 U QYHKIUI.

4.3. 3a yrpary U mop4y JOKYMEHTOB JOJDKHOCTHBIC JIMIA YUYPEKACHHS (PYKOBOAUTEIH
YUPEKACHUS U JIML0, OTBETCTBEHHOE 32 BEJICHUE apXUBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C
JEMCTBYIOIUM 3aKOHO1aTEIbCTBOM.

5. KommiekToBanue apxmBa

5.1. IloaroroBka nokymeHtoB K nepenade B apxuB MBOVY «Jlenckas CII» Bxkiatouaer
SKCHEPTU3y HAyYHOW M IMPAKTHUUECKOW LEHHOCTH JOKYMEHTOB, O(QOpPMIIEHHE J€]I, COCTaBIECHUE
OIIUCH.

5.2. DkcnepTu3a IEeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTH3a LIEHHOCTH JOKYMEHTOB - ONPEIEIIEHUE [IEHHOCTH JOKYMEHTOB C LIEJIBIO
0TOOpa UX Ha XPAHEHHUE U YCTAHOBJIIEHUE CPOKOB XPaHEHHUS.

OkcnepTusy LEeHHOCTH 10KyMeHTOB B MBOVY «Jlenckaa CIII» ocymiecTBiseT: AUPEKTOP
IIKOJIBI, ITIaBHBIN OyXxranrep.

5.2.2.  OTBeTCTBEHHBIE 3a DOKCIEPTU3y LEHHOCTH JOKYMEHTOB pacCMaTpHUBAET:
HOMeHKJatypy aea MBbOY, onucu nen mocTOSHHOTO XpaHEHHsS W MO JUYHOMY COCTaBy, aKThl HA
JIOKYMEHTBI, BBIIEISEMbIE K YHUUTOXKEHUIO.

5.3. Odopmiienue aen.



5.3.1. Jlema MOCTOSHHOTO XpaHEHUS MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMHU
HUTKaMu. JIUCTBI HYMEPYIOTCS B TPaBOM BEPXHEM YIITy IIPOCTHIM KapaHjamom. KonnuecTBo JUcToB
B KaXJIOM JieJie He JOJDKHO mpeBbimarh 250. B KoHIE nena Ha OTIETbHOM JIMCTE COCTaBIISIETCA
3aBepUTENIbHAS HAAMKCH.

5.3.2. Ha o0m0Ke JeJT MOCTOSSHHOTO XpaHEHHUsI JOJDKHBI OBITh MPOCTABICHBI CIICTYIOITHE
PEKBH3UTHI: HAaWMEHOBaHHE OO0pPa30BATEIBHOTO YYpPEXKACHUA, HOMEp (MHIEKC) Jena TIo
HOMEHKJIAType, 3aroJIOBOK Jejia, KOJIMYECTBO JIMCTOB, CPOK XPAaHEHUS WM OTMETKAa «XPaHUTh
MOCTOSIHHOY, HOMEP (poHa, OTHCH, Jerna.

5.3.3. Tlo OKOHYaHWHU JEIOMPOU3BOJCTBEHHOTO TojJa B O(OpPMIIECHHBIE OOJIOKKHA MICI
MOCTOSIHHOTO XPAHEHHUS BHOCSTCS HEOOXOIMMBbIE YTOYHCHHs: B 3arOJIOBKH JEJ, COJEpKaIix
pacnopsAMTENbHbIE JOKYMEHTHl (IIPHUKa3bl, TMPOTOKOJIBI), BHOCSATCS HOMEpa; €clu Jelo ¢
MEePENUCKON COCTOUT M3 HECKOJBKUX TOMOB, B KaXKJIOM TOME YKa3bIBA€TCS KOPPECHOHACHT, aBTOp,
TeppUTOpUs, APyrue AaHHble. B KaxIoM Tome ykas3bIBaeTcs Aara (4HMClo, Mecsl, roj) Haudaiaa u
OKOHYAHUSI JaHHOTO TOMa. TOYHBIC AAThl MPOCTABISIOTCS Ha OOJOXKKax IJsi OBICTPOro IMOMCKA
JOKYMEHTOB B IIOCIEYIOIIEM; W3 3aBEPUTENbHON HAJIMUCU Ha OOJOXKKY Jeia BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Hagnucu Ha 00JI0KKax €N MOCTOSHHOTO M JIOJTOBPEMEHHOT'O XpaHEHUs CJIEAyeT
MIPOU3BOUTH YETKO, CBETOCTOMKHUMU YEPHUIIAMHU.

5.3.5. Jlns ydeTa KOJUYECTBA JIUCTOB B Jiesie U (puKcanuu 0COOEHHOCTEH UX HyMepaliuy Ha
OTJIETIbHOM JICTE COCTABJISICTCS 3aBEPUTENIbHAS HAAMKCh.

B 3aBepuTenpbHOM HAAMMCH YKAa3bIBAETCS KOJUYECTBO JIUCTOB (IMdpaMu U MPOMHUCHIO) B
nene. 3aBepuTeNbHas HAIUCh MOAMUCHIBACTCS COCTABUTENIEM C YKAa3aHUEM €ro JOHKHOCTU U J1aThl
COCTaBJICHHUSI.

5.3.6. BHyTpeHHSI1 OMNHCh COCTaBIsIETCA K JelaM IOCTOSHHOTO M JIOJITOBPEMEHHOTO
(cBbime 10 ;eT) cpoka xpaHeHus, cHOPMUPOBAHHBIM MO PA3HOBHUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIepKaHHEe JTOKYMEHTOB (0c000 IIEHHBIC, JIMYHBIC JeNa U
ap.).

5.3.7. lena BpEMEHHOT0 XpaHeHHsI 0(OPMIISIOTCS YIPOILEHHO:

— OHUM HE TMOALIMBAIOTCA, JIUCTHI B HHUX HE HYMEpPYIOTCS, YTOUYHEHHE Ha OOJOXKKax He
MIPOM3BOJIUTCS, OMTUCH Ha JieJla HE COCTABIISIIOTCS, YU€T BEJETCs 10 HOMEHKJIaType JIedl.

5.4. Onucanue 10KyMEHTOB [TOCTOSSHHOTO CPOKA XPaHEHHUS.

5.4.1. Onucu COCTaBISIIOTCA Pa3AeibHO Ha Jejia MOCTOSIHHOIO XPaHEHHS MO OCHOBHOM
NEeSATEILHOCTH U Ha JIeJia M0 JUYHOMY COCTaBY.

5.4.3. OnucH coCTaBISAIOTCA JETONPOU3BOIUTEIIEM.

5.4.4. Onuce BeneTcs B €1MHOM BAJIOBOM HyMEpAaLUK B TEYEHNE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ uCTEKIIMM CPOKOM XPAaHEHHS COCTABIIETCS aKT 00 YHHYTOXEHHUH.





