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IIOAOXKEHHE

OB APXHBE
OBPA3OBATEABHOI'O YYPEXKIEHHS



1. O0mume MOJI0KEHUSA

1.1. Tlonmoxxenne 00  apxuBe  MyHUIIUNAIBHOTO OIO>KETHOTO
o01ieo0pa3zoBaTenbHOTO yupexaenus «OcHOBHast 0011eo0pa3oBaTesibHas mKkoja Ne
46» (nanee — [lonoxenue), pazpadoTaHo B COOTBETCTBUU ¢ DeiepaabHbIM 3aKOHOM
«O6 apxuBHOM jene B Poccuiickoit ®depeparuu» ot 22.10.2004 Ne 125-D3,
MeTonuueckuMi  pEeKOMEHJAlMsAMH 1O  paboTe € JOKYMEHTaMH B
00111e00pa30BaTEIbHBIX YUPEKICHUAX.

1.2. Hacrosee [lonoxxenue pa3paboTaHO B LEIAX:

— COBEpIICHCTBOBAHUSA JEATEILHOCTH B cdepe opraHu3aiiy XpaHCHUS,
KOMILJIEKTOBAHHUSI, y4y€Ta M MCIHOJb30BaHUS apXHBHBIX JTO0KyMeHTOB MBOY
«OOII Ne 46x;

— palMOHAJIBHOW OpraHu3allud JIOKyMEHTallMoHHOro obecneuenus B MBOY
«OOLL Ne 46.

1.3. Apxup MBOY «OOII Ne 46» co3maercs B LEIIX XpaHEHHUS,
KOMIUIEKTOBaHMS, YUETA U UCTIOJIB30BaHUS JOKYMEHTOB, 00pa3yroIIUXCs B MpoLiecce
nestenpHocTh MBOY «OOII Ne 46» u 3aKOHYEHHBIX JAEJIONPOU3BOJICTBOM
JIOKYMEHTOB MPaKTUYECKOr0 Ha3HAYEHUs, UX OTOOpa M MOATOTOBKHU K Ieperaye Ha
XpaHEHUE B MYHUIUTIAJIbHBIA apXUB.

1.4. B cBoeit pabore apxuB MBOY «OOHI Ne 46» pykoBOACTBYeTCS
3aKOHOAATEILCTBOM 00 apxuBHOM Jeine B Poccuiickoit ®enepanuu, HWHBIMU
HOPMaTUBHBIMH MPABOBBIMH akTaMu Poccuiickoit denepannn, JOKaJIbHBIMUA aKTaMHU
MBOY «OOIII Ne 46» u HacTositiuM [TonoxxeHueM.

1.5. Kontpons 3a pgesarenbHOCThIO apxuBa MBOY  «OOII No 46y
OCYHIIECTBIISIET AUPEKTOP, @ B €€ OTCYTCTBHHM 3aMECTUTENh JUPEKTOpa MO ydeOHO-
BOCIIUTATENbHOM  paboTe, KOTOpble OOECIEeYMBAIOT AapXUB  HEOOXOJAMMBIM
MTOMEIIEHUEM B 000PYI0BAHHEM.

1.6. Henocpencrtsennoe pykoBoacTBO apxuBoMm MBOY «OOII Ne 46y
BO3JIAraeTcsi MPUKa30M JUPEKTOpa Ha CEKpeTapsl.

2. CocTaB 10KyMEHTOB apXuBa

2.1. ApxuBHBIE JTOKYMEHTBI, MOCTYyNAIIUE Ha XpaHeHue B apxuB MbBOY
«OOIII No 46» oTHOCATCS K MYHUIMNAIBHOM COOCTBEHHOCTH, HE TOIJIEKAT
MIPUBATU3AINH, HE MOTYT OBITh OOBEKTOM MPOJIAXKH, MEHBI, JAPEHUS, & TAaK)KE WHBIX
CHEJIOK, MOTYIIUX NPUBECTU K UX OTUYKJICHHUIO.

2.2. B apxuB MBOY «OOIII Ne 46» mocrtynator:

2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa30BaBIINECS B MPOIECCE NEATCIBHOCTU
MBOY «OOII Ne 46», BpeMEHHOTO XpaHEHHUs (HEOOXOAMMBbIC B TMPAKTHUCCKOU
JESITETLHOCTH).

2.2.2. ApxuBHBIC JTOKYMEHTHI, 0Opa30BaBIIHECS B MPOIECCE IEATECITLHOCTH
MBOY «OOII Ne 46

2.2.3. IOKyMEHTHI IO JIMYHOMY COCTaBY, OTpa)Karolue TPyAOBble OTHOLLICHHUS
paboTHHUKa ¢ paboToaaTenem.

2.2.4. ApXUBHBIE JTJOKYMEHTHI IOCTOSTHHOTO XPaHCHUS.



3. 3agaum u GyHKUMHU apXUBAa.

3.1.  OcnoBubiMU 3a1auamu apxuBa MBOY «OOIII Ne 46 sBnsroTcs:
3.1.1. KomriekToBaHuE HJOKYMEHTaMHM, COCTaB KOTOPBIX IPEIyCMOTPEH
paznenom 2 Hactosimero [lonoxxenus.

3.1.2. OGecneyeHue €AMHBIX MPUHIMIIOB OpraHU3allUud  XpPaHEHUS,
KOMIUICKTOBAHMS, YU€Ta U UCTOJIb30BAHUE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymiecTBiaeHne KOHTPOJsA 3a (hopmupoBaHueM U 0hOpMIICHUEM JIeTT B
nenonpousBoactse MBOY «OOII Ne 46».

3.2. B COOTBETCTBHM C BO3JIOKEHHBIMM Ha HEro 3aaadamu apxuB MBOY
«OOMI Ne 46y ocymiecTBIseT caeayomue GyHKITN:

3.2.1. IlpuHAMaeT mocie 3aBEpPLICHHs IEIONPOU3BOACTBOM, YUYUTHIBAET W
xpanut nokyMeHThl MBOY «OOIIl Ne 46», o00paboTaHHbIE B COOTBETCTBUHU C
TpeOOBAHUSIMHU, YCTAHOBICHHBIMU 3aKOHOJATEIHCTBOM 00 apXUBHOM JI€Ji€ B
Poccuiickon ®@enepanuu.

3.2.2. OcyiecTBisieT y4eT U 00ecIeurnBaeT MOJHYI0 COXPAaHHOCTh MPUHSITHIX
apXHUBHBIX IOKYMEHTOB, B TOM YHCJIE I10 JUYHOMY COCTAaBY.

3.2.3. IIpoBOOUT CBOEBPEMEHHOE YIOPSJAOYECHHE APXUBHBIX JIOKYMEHTOB
(9KCnepTH3y LIEHHOCTH, HAy4YHO-TEXHUYECKYI0 00paboTKy, COCTaBIIEHHE OMHCE U
T.J1.).

3.2.4. Opranu3yer UCIOJIb30BaHUE TOKYMEHTOB:

- uHopmupyer aamMuHUCTpauuio U padboTHukoB MBOY «OOII Ne 46» o cocrase u
COJIEp>KaHUM IOKYMEHTOB apXUBa;

- OecIUIaTHO  TPEAOCTABISCT  MOJI30BATENISIM  apPXUBHBIMU  JIOKYMEHTaMHU
0o(OpMJICHHBIC B YCTAHOBJICHHOM TOPSAKE apXUBHBIE CIIPABKU WJIM KOTIUU apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHUEM TPYAOBOTO CTa)a, COLMAIBHON 3alIUTOM
rpakaaH, MpeaycCMaTpUBAIOIICH MX TMEHCHOHHOE O0ecriedeHre, a TakKe TMOJydeHHe
JpFOT W KOMIIGHCAlMM B COOTBETCTBUM C 3aKOHOAATEIBCTBOM PoccuiicKon
denepanuu;

- BBIJIACT B YCTAHOBJICHHOM TMOpSIIKE JeNa, TOKYMEHThl WA KOMHUHU JTOKYMEHTOB B
HEsAX CIY)KEOHOTO M MPAKTUYECKOTO HMCIOJIb30BaHUS NJisi paOOThl B MOMEIICHUU
apXuBa,

- BEJET yUYeT MCIOJIb30BaHUs IOKYMEHTOB, XPaHSIIINXCS B apXUBE.

4. TlpaBa U OTBETCTBEHHOCTh

4.1. JIns BBITIOTHEHUS BO3JIOKEHHBIX 33/1a4 ¥ (DYHKIIUN JIMIIO, OTBETCTBEHHOE
3a BegeHue apxusa MbOY «OOI Ne 46, umeet npaso:

4.1.1. KoHTponvpoBaTh BBINOTHEHUE YCTAHOBJICHHBIX MPaBUI PabOTHI C
nokymentamu B MBOY «OOILL Ne 465.

4.2. JIuno, orBeTcTBeHHOE 3a BejeHue apxuBa MBOY «OOIIl Ne 46y, Hecet
OTBETCTBEHHOCTH 32 BBITIOJIHEHNE BO3JIOKCHHBIX HAa apXUB 3a/1a4 U QyHKIIUH.



4.3. 3a yTpary W NOpYYy JAOKYMEHTOB JOJKHOCTHBIE JIMIA YYPEKICHUS
(PyKOBOIUTENb YYPEXKACHUS W JUIO, OTBETCTBEHHOE 3a BEJCHUEC apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUH C JICHCTBYIOIINM 3aKOHOJATEIILCTBOM.

5. KommiekroBanue apxuBa

5.1. TlogroroBka nokyMeHTOB K mnepenade B apxuB MBOY «OOII Ne 46y
BKJIIOYAET OJKCIEPTU3y HAyYHOM U NPAKTUUYECKOM IEHHOCTH JOKYMEHTOB,
oopMIIEHHE JIe], COCTABIICHUE OIUCH.

5.2. DkcriepTr3a HEHHOCTU JOKYMEHTOB.

5.2.1. Dxkcmeptu3za UEHHOCTH JOKYMEHTOB - OIpPEIEICHUE LEHHOCTU
JIOKYMEHTOB C II€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XPaHECHHUS.

OxkcnepTusy neHHocT JokyMeHTOB B MBOY «OOIIl Ne 46» ocymiecTBisier
MOCTOSTHHO JAEHCTBYIONIAs SKCIEPTHAS KOMHUCCHSL.

5.2.2. DkcnepTHas KOMHCCHS Ha3Hadaercs IpukazoM aupekropa MbOY
«OOII Ne 46». B cocraB DKCHEPTHOW KOMHCCHUH BKJIIOYAIOT HE MEHEE TpPEX
COTPYJHUKOB, B TOM UYHCJI€ B 0053aTEJIbHOM MOPSJKE JHIIO0, OTBETCTBEHHOE 3a
BeaeHue apxuBa MbOY «OOI Ne 46».

DKCIepTHas KOMUCCUS Ha 3acelaHMUsIX pacCMaTpUBacT: HOMEHKJIATYpPy JHel
MBOVY «OOII Ne 46», onucu gen NOCTOSSHHOTO XPAHEHUS U M0 JUYHOMY COCTAaBY,
aKThl Ha JOKYMEHTBI, BBIJICISIEMbIEC K YHUUTOXKEHUIO.

5.3. Opopmnenue nern.

5.3.1. Jlena MOCTOSIHHOTO XpaHEHWs TOIIIMBAIOTCA B TBEPAYIO OOJIOKKY
CypOBBIMH HHUTKamu. JIMCTBI HYMEpYIOTCS B NPaBOM BEPXHEM YIiy HPOCTHIM
KapanjamoM. KoJIM4ecTBO JUCTOB B KaXKJOM JieJie HE JOJLKHO mpeBbliath 250. B
KOHIIE JIeJIa Ha OTAEIbHOM JIMCTE COCTABIISIETCS 3aBEPUTENbHAS HAJIIKCH.

5.3.2. Ha o0m03Ke J1eJ1 MOCTOSSHHOTO XPaHEHHUS JOJKHBI ObITh MPOCTABIICHBI

CICAYIONINE PEKBU3UTHI: HAUMEHOBAHHWE OOPA30BATEIBLHOTO YUYPEXKIACHUS, HOMEP
(MHAEKC) Jena MO HOMEHKJAType, 3arojoBOK Jejla, KOJMYECTBO JIUCTOB, CPOK
XpaHEHUs WX OTMETKA «XPaHUTh MOCTOSTHHO», HOMep (hOH/Ia, OTHUCH, Jea.
5.3.3. Ilo okOHYaHUU AEIOMPOU3BOJACTBEHHOIO T0/la B OPOPMIICHHBIE OOJO0KKHU e
MOCTOSTHHOTO XPAHEHHUS BHOCSTCS HEOOXOJAMMBbIE YTOUHEHMS: B 3arojlOBKU e,
COJIEpIKaIlUX PACTOPSAIUTEIIbHBIC JOKYMEHTHI (MpPUKa3bl, MPOTOKOJIBI), BHOCSTCS
HOMEpa; €CJIM JEJO C MEPENUCKON COCTOUT U3 HECKOJIbKUX TOMOB, B KaXKJIOM TOME
YKa3bIBA€TCsI KOPPECHOHICHT, aBTOP, TEPPUTOPUS, IPYyTrUe aHHble. B Kaxaom TOMe
yKa3bIBaeTcs Jara (YMciio, Mecsll, To/1) Hadyalla 1 OKOHYaHHs JAaHHOTO ToMa. TOYHbIE
JaThl TPOCTABIISIIOTCS Ha OOJOXKKaxX [t OBICTPOrO TOWCKA JIOKYMEHTOB B
MOCJICYIOIEM; W3 3aBEPHUTEIIbHOM HAIMMCA Ha OOJOXKY Jieia BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIETIE.

5.3.4. Hagmucu Ha 00JIOKKax Jdel MOCTOSHHOTO H  JIOJITOBPEMEHHOTO
XpaHEeHUs CJIeTyeT MPOU3BOIUTh YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. Jlns yuera KOJIMYECTBA JIUCTOB B JIeJie U (pUKCAIUU OCOOCHHOCTEH MX
HyMEpaluy Ha OTAEIbHOM JIMCTE COCTABIIAETCS 3aBEPUTEIbHAS HAMIIKCH.



B 3aBepuTenbHOl HAAMMCHU YKa3bIBA€TCS KOJIMYECTBO JHMCTOB (LuppamMu U
NPOMUCHhIO) B Jiesie. 3aBepuTelbHAas HAANUCH TMOJAMKUCHIBACTCS COCTABUTENIEM C
yKa3aHUEM €ro JOJKHOCTU U JaThl COCTaBICHUSI.

5.3.6. BHyTpeHHssi ONHWCh COCTaBISIETCA K JieJdaM IOCTOSHHOTO H
noyiroBpeMeHHoro (cBeime 10 7eT) cpoka XpaHeHUs, CGHOPMHUPOBAHHBIM TIO
PA3HOBHUJIHOCTSIM JIOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PaCKpBIBAIOT KOHKPETHOE
coJiep>kKaHue IOKYMEHTOB (0C000 LIEHHBIE, TMYHBIC JIeia U JIp. ).

5.3.7. Jlena BpeMEHHOTO XpaHEHHS O(POPMIISIOTCS YIIPOIIEHHO:

OHU HE€ TOAIIMBAIOTCS, JUCTHl B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha OOJOKKAX He
IIPOU3BOJIMTCS, ONMCU HA JIeJla HE COCTABIAIOTCS, YYET BEAETCS MO HOMEHKIIAType
Jen.

5.4. Onucanue T0KYMEHTOB TOCTOSTHHOT'O CPOKA XPAaHEHHS.

5.4.1. Onucu CcOCTaBISIIOTCS Pa3IebHO Ha JI€JIa TOCTOSIHHOTO XPAaHEHUS I10
OCHOBHOH JIATENBHOCTH U Ha JIeJIa 110 JINYHOMY COCTaBYy.

5.4.3. Onucu cOCTaBIIOTCS I€IONPOU3BOIUTEIIEM.

5.4.4. Onuce BeneTcs B €AMHONW BAJIOBOM HyMEpalMu B TEUEHHE HECKOJIBKHUX
JIET .

54.5. Ha nena ¢ MCTEKIIMM CpPOKOM XpPAaHEHHUS COCTABIAETCA akT 00
YHUYTOXKEHUU.



