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|. O6wme nonoxeHus

1.1. MonoxeHue 06 apxnBe MyHULMNanbHOro BromkeTHOro 061Le0bpa3oBaTeNbHOTO YUPEKAEHNS
«MumHasuns Ne41» (ganee — MonoxeHue), paspaboTtaHo B cooTBeTCTBMM ¢ PepepanbHbiM 3akoHoM « 06
apxueHoM fene B Poccuitckon ®epepauumy» o1 22.10.2004 Ne 125-03, MeTognyeckumm pekoMeHaaumnsamu
no pabote c fokymeHTamn B 06LLe06pa3oBaTenbHbIX YUPEXAEHNSIX.

1.2. Hacrosiiee MonoxeHne pa3paboTtaHo B LENsX:

—  COBEPLUEHCTBOBaHUS AEATENBHOCTU B Chepe OpraHn3aLmmn XpaHeH!s, KOMNIEKTOBaHMS, yyeTa 1
MCMOSb30BAHNS apXUBHbIX [JOKYMEHTOB MyHULMNanbHOro 6omkeTHOro 0bLyeobpasoBaTenisHoro
yupexaeHus «ImmHasna Ne4 1y (nanee - YupexgeHuve);

—  pauMOoHanbHO opraHu3aLyi OKYMEHTALMOHHOrO obecneyeHunst B YupexaeHum.

1.3. ApxuB YupexzeHns co3faetcs B Lensx XpaHeHus, KOMMIEKTOBaHNS, y4eTa 1 UCNoSb30BaHNS
[OKYMEHTOB, 06pasyoLLmMXcs B npoLecce AATENbHOCTU YUpeXaeHUs 1 3aKOHYEeHHbIX
[Eenonpon3BOACTBOM AOKYMEHTOB NPAKTUYECKOTO Ha3HAYEHMS.

1.4. B cBoen pabote apxus MBOY «'mmHa3ns Ne41» pykoBOACTBYETCA 3aKOHO4ATENLCTBOM 06 apXBHOM
nene B Poccuickon ®efepauuu, MHbIMU HOPMaTUBHBIMI NpaBoBbIMU akTamu Poccuickoin Gegepauum,
nokaneHbIMu aktam MBOY «mHasns Ned1» u HacToswmM [NonoxeHnem.

1.5. KoHTponb 3a gestensHocTbio apxmea MBOY «mHasus Ned1» ocyllecTBnseT AnpekTop, a B €é
OTCYTCTBWM - 3aMeCTUTENb AMpekTopa no y4yebHo-BocnUTaTenbHo paboTe, koTopble obecneynsaroT
apXxvB HeobX0AMMbIM NOMELLEHNEM N 0BOPYA0BAHMEM.

1.6. HenocpeacTteeHHoe pykoBoacTBo apxmBoM MBOY «[MmHa3us Ne 41» BoanaraeTcsi npukasom
LVPEKTOpa Ha MHCMEeKTopa oTaerNa Kaapos.

Il. CocTaB fOKyMEHTOB apxuBa

2.1. ApXvBHbIE JOKYMEHTbI, NOCTYynatoLme Ha xpaHeHue B apxuB MBOY «umHa3nsa Ned1» oTHocATeS K
MyHULMNanbHOM COBCTBEHHOCTW, HE NOANEXaT NpuBaTU3aLmMm, He MOryT ObiTb 0BBLEKTOM NPOLAXMW, MEHbI,
[apeHns, a Takke WHbIX CAEMOK, MOTYLLMX MPUBECTU K UX OTYYXKAEHWHO.

2.2. B apxus MBOY «I'mmHa3nst Ne41» noctynator:

2.2.1. ApxuBHble JOKYMeHTHI, 06pa3oBaBLuMecs B npouecce aestensHocTn MBOY «ImmHasuns Ned 1y,
BPEMEHHOr0 XpaHeHust (He0BX0AMMbIE B MPAKTUYECKON AEATENBHOCTH).

2.2.2. ApxuBHble OOKYMeHTbI, 06pa3oBaBLumecs B npouecce aesatensHocT MBOY «MmmHasus Ned1y.
2.2.3. [1oKyMeHTbI N0 NIMYHOMY COCTaBy PabOTHWUKOB, OTPaXaloLLME TPYAOBbIE OTHOLIEHUS pabOTHMKA C
paborogarenem.

2.2.4. [1o0KyMeHTbI N0 IMYHOMY COCTaBY Y4aLLMXCS.

2.2.5. ApxuBHble JOKYMEHTbI MOCTOSAHHOTO XPaHEHUS.

lIl. 3apaum v chyHKUMM apxuBa.

3.1. OcHoBHbIMM 3aaa4amu apxmea MBOY «mHa3sns Ned1»:

3.1.1. KomnnekToBaHue 4OKyMEHTaMM, COCTaB KOTOPbIX MPefyCMOTPEH Pa3gefioM 2 HacTosLero
[MonoxeHus.

3.1.2. ObecneyeHne eanHbIX MPUHLMMNOB OpraHn3aLIMn XpaHeH!s!, KOMNIEKTOBaHMS, y4eTa U
NCNONb30BaHNE apXMBHbIX JOKYMEHTOB, UX COXPAHHOCTY.

3.1.3. OcyuiecTBneHne KOHTPOIS 3a hopMMpOBaHUEM W 0chopMIeHneM aen B aenonponssoactse MBOY
«M'mHasma Ned1».



3.2. B COOTBETCTBUM C BO3NOXEHHBIMW Ha HErO 3afia4amu apxuB OCYLLECTBNSET creaytowmne yHKLmK:
3.2.1. TpvH1MaeT nocne 3aBepLUEHNs AenNONPON3BOACTBOM, YUUTLIBAET U XpaHUT AoKyMeHTbl MBOY
«MumHa3uns Ne41», obpaboTaHHble B COOTBETCTBIN C TPEOOBAHMAMM, YCTAHOBIEHHBIMY
3akoHoaaTenbcTBOM 06 apxuBHOM Aene B Poccuickon deaepauuu.

3.2.2. OcyulectBnseT yyeT 1 obecneymBaeT NONHYK COXPAHHOCTb MPUHSATBIX apXWUBHBIX AOKYMEHTOB, B
TOM Yucrie MO JIMYHOMY COCTaBy.

3.2.3. [poBoauT CBOEBPEMEHHOE YNOPSA0YEHINE apXMBHBIX JOKYMEHTOB (SKCNEPTU3Y LLEHHOCTH, HaY4HO-
TeXHU4eckyto 06paboTky, COCTaBnEHMe ONUCen U T.4.).

3.2.4. OpraHuayeT 1cnonb30BaHne JOKYMEHTOB:

—  WHopmupyeT agMuHucTpaumto 1 pabotHnkos MBOY «ImHasus Ned1» o cocTaBe 1 cogepaHum
[OKYMEHTOB apXuBa;

— becnnaTtHo NpeAoCTaBNsAeT N0Nb30BATENAM aPXMBHBIMM LOKyMEHTaMW OCDOPMIIEHHbIE B
YCTaHOBIIEHHOM MOPSAKE apXMBHblE CrPaBKY MW KOMWUM apXMBHBIX JOKYMEHTOB, CBA3AHHbIE C
YCTaHOBIIEHMEM TPYAOBOrO CTaxa, CoLuanbHON 3aLLMTON rpaxaaH, npeaycmaTpuBatoLen nx
NEeHCUOHHOe 0becneyeHue, a Takke nosy4eHne NbroT U KOMMNeHcaLuin B COOTBETCTBUM C
3akoHogaTenscteoM Poccuitckon deaepavum;

— BblJAET B YCTAHOBMIEHHOM NOpSAKE Aena, JOKYMEHTbI Ui KOMUK JOKYMEHTOB B LiensX
cnyeBHOro 1 NPaKTUYECKOro UCnomnb30BaHNs Ans paboTbl B NOMELLEHUW apXuMBa;

—  Be[eT YYeT UCMONb30BaHMS JOKYMEHTOB, XPaHALLMXCA B apXuBe.

IV. MpaBa 1 0TBETCTBEHHOCTb

4.1. [1ns BLINOMHEHMS BO3MOXEHHbIX 3a4a4 U (YHKLMIA N0, OTBETCTBEHHOE 3a BeaeHne apxmea MBOY
«'mHa3ma Ne 41», nmeeT npaBo:

4.1.1. KoHTponMpoBaTb BbINOMHEHWE YCTAHOBNEHHBIX NpaBun paboTel ¢ gokymeHTamu B MBOY
«'MMHa3mna Ned1y.

4.2. Jnyo, 0TBETCTBEHHOE 3@ BELEHWE apXu1Ba, HECET OTBETCTBEHHOCTb 3a BbINOSIHEHWE BO3MOXEHHbIX Ha
apxviB 3agay 1 OYHKLMA.

4.3. 3a yTpaty 1 nopyy AOKYMEHTOB AOMKHOCTHbIE NULA YYPEXAEHUS (PYKOBOANTENb YYPEXAEHUS 1 NULO,
OTBETCTBEHHOE 3a BEIEHNE apXMBa) HECYT OTBETCTBEHHOCTb B COOTBETCTBUM C AENCTBYHOLMM
3aKOHOAATENbCTBOM.

V. KomnnekroBaHue apxuBa

5.1. MogroToBka fokyMeHTOB K nepegaye B apxms MBOY «[MMHa3us Ned1» BknovaeT akcnepTuay
NPaKTUYECKON LIEHHOCTN JOKYMEHTOB, OPOPMMNEHWe Aer, COCTaBNeHNe Onucu.

5.2. 3kcnepTi3a LeHHOCTU JOKYMEHTOB.

5.2.1. BKcnepTun3a LIEHHOCTW JOKYMEHTOB - ONpeaeneHne LIEHHOCTW JOKYMEHTOB C LieNbio 0Thopa ux Ha
XpaHeHne 1 yCTaHOBIIEHNE CPOKOB XPaHEHMS.

JKenepTnay LeHHocTn okymeHToB B MBOY «[MMHa3us Ned1» ocyLlecTBnSET NOCTOSHHO AENCTBYOLAs
JKCnepTHas KoMUCCus.

5.2.2. BkcnepTHas komucens HasHavaetcs npukasom aupekropa MBOY «I'mmHasns Ne41». B coctas
OKCMEePTHON KOMUCCUM BKIKOYAIOT HE MEHee TpeX COTPYAHUKOB, B TOM YMCe B 06513aTeNIlbHOM Nopsiake
NnUO, OTBETCTBEHHOE 3a BEAEHWE apXu1Ba B YUpexaeHuu.



OKCNepTHas KOMUCCUS Ha 3acefaHusx paccmaTpusaeT: HoMeHknaTypy aen MBOY «'mmHasns Ne4 1y,
OnuCK en NOCTOSHHOMO XPaHEeHWs 1 MO JIMYHOMY COCTaBY, aKTbl HA JOKYMEHTbI, BblAenseMble K
YHUYTOXEHUIO.

5.3. OchopmneHue gen.

5.3.1. [lena NnOCTOSAHHOTO XpaHeHMs NOALUMBAOTCA B TBEPAYI0 0BM0XKY CypOBbIMU HUTKaMU. JTNCTbI
HYMEpYIOTCS B NPaBOM BEpPXHEM Yrily NPpOCTbIM KapaH4alwoM. Konn4ecTBo NIMCTOB B KaXOOM [ere He
LOMXKHO npeBbIlwath 250. B koHLE Aena Ha 0TAesbHOM NUCTE COCTaBNAETCS 3aBepuTeribHas Hagnuchb.
5.3.2. Ha obrnoxke aen noCTosiHHOTO XpaHeHUst AOMKHbI ObITb NPOCTaBMEHbI CNEAYIOLLE PEKBU3UTDI:
HaMMeHoBaHWe 06pa3oBaTENBbHOrO yYpexaeHUs, HoMep (MHAEKC) Aena no HOMEHKNAType, 3arofnoBoK
[ena, KonM4ecTBO NIUCTOB, CPOK XPAHEHWS UM OTMETKA «XPaHUTb MOCTOSIHHOY, HOMep (hoHAa, OnucK,
nena.

5.3.3. Mo okoHYaHWK 4enonpoOn3BOACTBEHHOMO roAa B 0GhOpMEHHbIE 06MOXKM AN NOCTOSHHOTO
XpaHeHsi BHOCATCS HEODX0AMMbIEe YTOYHEHMS: B 3arorioBKW LeS, COAepXallMX pacnopsauTenbHble
LOKYMEHTbI (MpuKa3bl, NPOTOKOSbI), BHOCATCS HOMEPA; eCAW AEN0 C NepenmcKkoi COCTOUT U3 HECKOBbKMX
TOMOB, B KaXX4OM TOME YKa3blBaeTCs KOPPECMOHAEHT, aBTop, TEPPUTOPUS, ApYrine AaHHbIE. B Kaxaom
TOMe yKa3blBaeTcs gata (Y1cno, Mecsl, roa) Havana u OKOHYaHUs 4aHHOMo ToMa. TOYHble AaThl
NPOCTaBNAOTCA Ha 0Bnoxkax Ans BeICTPOro noucka AOKYMEHTOB B NOCIEAYIOLLEM; U3 3aBEPUTENBHON
HaZnMcK Ha obnoXKY Aena BbIHOCUTCS KOMUYECTBO NIUCTOB B Aene.

5.3.4. Hapgnucy Ha obnoxkax fen NOCTOSHHOM M ONTOBPEMEHHOTO XpaHeHUs crieayeT NpoM3BOAUTb
4eTKO, CBETOCTOMKUMM YepHUMNaMK.

5.3.5. [Ins yyeTa konuyecTsa NUCTOB B Jere W ukcauum 0CoBeHHOCTEN UX HyMepaLmun Ha OTAENbHOM
NNCTE COCTaBNSAETCA 3aBepUTESIbHAs HAaAMKCh.

B 3aBepuTenbHON HAANUCK YKasbIBAETCS KOMUYECTBO NIMCTOB (LMpamMn 1 Nponuceio) B Aene.
3aBepuTenbHas HaanuCb NOAMMUCHIBAETCSA COCTABUTENEM C YKa3aHUEM €ro JOSMKHOCTM U AaTbl
COCTaBMEHMS.

5.3.6. BHyTpeHHsIst on1cb COCTaBNAETCS K Aenam NoCTOSHHOMO U AONroBpeMeHHoro (cebiwe 10 neT) cpoka
XpaHeHusi, ChoOpMUPOBAHHBIM MO PA3HOBUAHOCTSM AOKYMEHTOB, 3arofioBKM KOTOPbIX HE PacKpbIBatoT
KOHKPETHOE COAepXaHne JOKYMEHTOB (0c000 LieHHbIe, NMYHble Aena u ap.).

5.3.7. [lena BpeMeHHOro XpaHeHWs OPOPMAAKTCS YNPOLLEHHO:

OHW He NOALUMBAITCA, NIUCTbI B HUX HE HYMEPYIOTCS, YTOUHEHWE Ha 0BMOXKKax He NPOM3BOAMUTCS, ONUCK Ha
[iena He COCTaBNAOTCS, y4eT Be4eTCs No HOMEHKNaType aen.

5.4. OnucaHne SOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHEHWS.

5.4.1. Onncm cocTaBnAKTCA pa3aenbHO Ha Aena NOCTOSHHOMO XPaHEeHNs N0 OCHOBHOM AEATENbHOCTM U Ha
[iena no NIYHOMY COCTaBy.

5.4.3. Onucu cocTaBnstOTCS ENONPOU3BOANTENEM.

5.4.4. Onucb BeJeTCS B 4MHON BarioBOW HyMepaLuy B TEYEHNE HECKOMbKMX NET.

5.4.5. Ha gena ¢ UCTEKLUMM CPOKOM XPaHEHWS COCTABMSETCS aKT 06 YHUYTOXEHMM.



