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MMOJOXXEHHUE
00 apxuBe MYHUIIUNIAJIBHOTO 0K0/?KETHOT0 00111€00Pa30BaTEJIbLHOI0 YYpeKIeHUs
OCHOBHOI1 00111€00pa3oBaTeabHOi MKO0JbI Ne 18 mocesnka 3aBoackoi
MYHUIIUNIAJBHOTO 00pa3oBanus Eiickuii paiion

1.001ume moJ1oxKeHus

1.1.I1onoxenue 06 apXuBe MyHUIUIIATILHOTO OFOHKETHOTO
0011e00pa30BaTENHHOTO YUPEIKACHUS OCHOBHOM 00111e00pazoBaTenbHOM 1Ikobl Nel8
nmocenka 3aBOJACKONM MYHHMIIMNAIBLHOTO oOpa3zoBaHusi Eiickuii pailon (manee -
[Tonoxenne) pazpaboTaHo B coOoTBeTCTBUU ¢ DemepanbHbIM 3aKOHOM «O0 apXHBHOM
nene B Poccuiickoit ®enepammm» ot 22 okTab6ps 2004 roma Ne 125-03,
MeroguyeckuMu ~ peKOMEHAalMsIMU 1o  paboTe ¢ JOKyMEHTaMH B
00111€00pa30BaTENbHbBIX YUPEKIACHUAX.

1.2.Hactosiee Ilonoxenue pa3paboTaHo B IEAX:

-COBEpILICHCTBOBAHUS JIEATEIbHOCTU B cdepe opraHuM3anuu XpaHEHHs,
KOMIUICKTOBAHUS, yueTa U UCTIOIb30BaHMS ApXUBHBIX JOKYMEHTOB 00pa30BaTEILHOTO
YUPEKICHNUS,

-pallMOHAILHOM OpraHu3anuu JOKYMEHTAMOHHOT'O obecrnieueHus
00pa3oBaTeIbHOTO YUPEKICHUS.

1.3.ApxuB MBOY OOII Nel8 m.3aBoackoit MO Elickuil paiioH co3gaeTcsi B
LUEeNsX XpaHEeHMs, KOMIUIEKTOBAaHUSA, Y4ye€Ta U HCMOJb30BaHUA JOKYMEHTOB,



oOpa3yrommuxcsi B IpoIecce NSATCIbHOCTH M 3aKOHYCHHBIX JCIIONPOU3BOJICTBOM
JOKYMEHTOB ITPAaKTHYECKOTO Ha3HAUCHUSI.

B cBoeit pabore apxup MBOY OOIIl Nel8 mn.3aBoackoit MO Eiickuii paiion
PYKOBOJCTBYETCSI 3aKOHOIaTEILCTBOM 00 apXuBHOM jeie B Poccuiickoit deneparuu,
WHBIMA HOPMAaTHBHBIMHU MPaBOBBIMU akTaMH Poccuiickoit denmepariuu, JTOKaIbHBIMU
aktamu MBOY COII Nel4 u nactosium [lonoxxennem.

Kontponb 3a gesarenpHocThio apxuBa MBOY COIII Nel4 ocymectBisieT
TUPEKTOP, a B €€ OTCYTCTBUHU 3aMECTHUTENIh JUPEKTOpA IO Y4eOHO-BOCIUTATEILHOU
paboTe, KOTOpble OO€CHEeYUBAIOT apXHUB HEOOXOJUMBIM  TIOMEIIEHHEM U
000pyI0BaHUEM.

1.4. HenocpeacTBeHHOE PYKOBOJACTBO apXWBOM BO3JIaracTcs MPHUKa30M
JTUPEKTOPA Ha JACIIOMPOU3BOIUTEIIS.

2. CocTaB 10OKYMEHTOB apXuBa

2.1. ApxuBHBIE IOKYMEHTBI, IOCTYMAarOLME Ha XpaHeHue B apxus MbOY OOIII
Nel8 m.3aBoackoit MO Eiickuii paiioH, He MOTYT OBITh OOBEKTOM MPOJAXKH, MEHBI,
JapeHusl, a TAK)Ke UHBIX CAEJIOK. B apXuB MOCTyMmaroT:

2.2.1. ApxuBHble JOKYMEHTBHI, O0Opa30BaBIIMECS B IMPOILECCE AEITEIbHOCTH
00pa30BaTENBPHOTO  YUYPEKICHHUS, BPEMEHHOTO XpaHeHUs (HEOoOXOIMMBIE B
MPAKTUYECKOMN ACSITEIHbHOCTH);

2.2.2. ApxuBHBIE JOKYMEHTbI, 00Opa30BaBIIMECS B MPOLECCE ACSITEILHOCTU
00pa3oBaTeIbHOTO YUPEKIACHNUS,

2.2.3. JIoKyMEHTBI MO JINYHOMY COCTaBY, OTpakalollue TPYIOBbIE€ OTHOILICHUS
paboTHUKa ¢ paboTOAATEIEM.

2.2.4. ApXxuBHBIE TOKYMEHTHI IOCTOSSHHOT'O XPaHEHHUS.

3. 3agaun U pyHKIUM apXuBa

OCHOBHBIMH 33/1a4aMH apXUBA SBIISIOTCS:

3.1.1. KommiekroBaHue JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH
paznenom 2 Hactosero [lonoxenus.

3.1.2. ObecrnieueHre eMHBIX TPUHIIUIIOB OpraHU3AINH XPAHCHHSI,
KOMIUICKTOBAHUS, yueTa U UCIOJIb30BaHUE apPXUBHBIX JOKYMEHTOB, MX COXPAHHOCTH.

3.1.3. OcymecTBiaeHne KOHTPOJISA 32 POpMHUPOBaHKEM U 0POPMIICHHEM JICIT B
JIEIIONPOU3BOJICTBE 00Pa30BATEIHLHOTO YUPEIKICHUS.

3.2. B cooTBETCTBUY C BO3JI0’KEHHBIMHU Ha HETO 3a7a4aMU apXUB OCYIIECTBIISCT
cneayromue QyHKIUN:

3.2.1. [IpuaumaeT mocne 3aBeplIeHHUS ACTOMPOU3BOJCTBOM, YYUTHIBACT H
XPaHUT TOKYMEHTBI 00pa30BaTEIHHOTO YUPEKACHHSI, 00paOOTaHHBIE B COOTBETCTBUU C
TpeOOBaHUAMH, YCTAaHOBJICHHBIMH 3aKOHOJATEIILCTBOM OO apXWBHOM [Iel€ B
Poccuiickont @enepanun.

3.2.2. OcymiecTBas€T y4e€T U 0OECIEUYNBAET MOJHYIO COXPAHHOCTh MPUHSITHIX
aApXUBHBIX IOKYMEHTOB, B TOM YHCJIC TI0 TUIHOMY COCTaBY.

3.2.3. TIpoBOAUT CBOEBPEMEHHOE YHOPSAOYEHHUE APXUBHBIX JIOKYMEHTOB
(3KCTepTH3y LIEHHOCTH, HAayYHO-TEXHHUYECKYI0 00pabOTKy, COCTaBJICHHE OMUCEH U
T.J.).



3.2.4. Opranu3yeT UCTHOJIb30BaHNE IOKYMEHTOB:

- WHQOPMUPYET aJAMUHUCTPAIMIO W PpabOTHHUKOB 0O0pa3oBaTeIIBHOTO
VUPEKISHUS O COCTABE U COJACPIKAaHUHU JOKYMEHTOB apXHBa;

- OCCIUTATHO TMPEIOCTABIISICT IOJIB30BATEISAM apPXUBHBIMH JTOKYMEHTAMH
o(OopMIICHHBIC B YCTAaHOBJICHHOM TIOPSJIKE apXUBHBIC CITPABKU WUIM KOITMH apXUBHBIX
JTOKYMEHTOB, CBSI3aHHBIC C YCTAHOBJICHHUEM TPYIOBOIO CTa)ka, COIMAIBHOM 3alluTON
IpakJiaH, IPeAyCMaTPHUBAIOIICH MX NEHCHOHHOE OOECIICUCHHE, a TaKKe IMOJTyUYCHHE
JFOT W KOMIICHCAIIM B COOTBETCTBHHM C 3aKOHOJATEILCTBOM Poccuiickoit
®denepanuu;

- BBIJACT B YCTAHOBJICHHOM TIOPSAKE Jejia, JOKYMCHTBHl WM KOIUHU
JOKYMEHTOB B IIEJIAX CIY’)KCOHOTO M MPAKTHYCCKOTO HCITONB30BaHUS I PaOOTH B
MTOMEIICHUN apXHUBa;

- BEJICT YYET MCIOJIb30BaHMSI JIOKYMEHTOB, XPaHSIIINXCS B apXUBE.

4. IIpaBa ¥ 0TBETCTBEHHOCTh

4.1. Jlis BBITIOJHEHHSI BO3JIOKEHHBIX 3a7a4 M (QYHKIMH JINIIO, OTBETCTBEHHOE
3a BEJIEHWE apXHBa, UMEET IPAaBO KOHTPOJIUPOBATH BBIIOJIHECHHUE YCTAaHOBIICHHBIX
paBUJI PabOTHI C JOKYMEHTaMHU.

4.2. Jlumo, OTBETCTBEHHOE 3a BEJCHHE apXHWBa, HECET OTBETCTBEHHOCTH 3a
BBITIOJTHCHUE BO3JIOKCHHBIX HAa apXUB 3a7a4 ¥ (yHKIIHH.

4.3. 3a yrpaTy W MOpYy JIOKYMEHTOB JIOJDKHOCTHBIC JIMIA YUYPEKICHUS
(PYKOBOJIUTEb YUPEKIACHUS W JIUIO, OTBETCTBEHHOE 3a BEJCHHEC apXuBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JICHCTBYIONTUM 3aKOHOAATCIIHCTBOM.

5. KommiekroBanue apxuBa

5.1. TloarotoBka JOOKYMEHTOB K TIi€peladye B apXuB 00Opa30BaTEIbHOIO
YUPEKJICHUS BKIIOUAET SKCIEPTU3Y HAYUYHOM U MPAKTUYECKOW IEHHOCTH TJOKYMEHTOB,
oopmieHue fen, CoOCTaBICHUE OMHCH.

5.2. DkcnepTu3a IEHHOCTH JIOKYMEHTOB.

5.2.1. OkcnepTh3a LEHHOCTH JOKYMEHTOB - OIpEIEIeHUE LEHHOCTH
JOKYMEHTOB C LIEbI0 0TOOpa UX HAa XpAaHEHUE U YCTAHOBJIECHUE CPOKOB XPAHECHUSI.

DKCnepTU3y LHEHHOCTH JOKYMEHTOB OCYIIECTBIISAET MOCTOSHHO ACHCTBYIOIIAS
AKCHEPTHAs] KOMUCCHS.

5.2.2. DkcnepTHash KOMHUCCUS Ha3HayaeTcsl MPUKA30M JUPEKTopa MIKoJbl. B
COCTaB DKCIEPTHOM KOMHCCUU BKIIIOUAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHUCJIE B
00s3aTEILHOM MOPSIAKE JIUI0, OTBETCTBEHHOE 3a BEJACHUE apXHBa.

DKcrnepTHasi KOMHCCHS Ha 3aceJaHUsAX pPACCMAaTpPUBAET HOMEHKIATYpy JHed,
OMHUCHU €1 MOCTOSIHHOTO XpaHEHUs M MO JIUYHOMY COCTaBY, aKThl Ha JOKYMEHTHI,
BBIJICJISIEMbIE K YHUUYTOKEHHUIO.

5.3. OdopmiteHne aei.

5.3.1. Jlema mOCTOSTHHOTO XpaHEHUs MOMAMIMBAIOTCS B TBEPAYID OOJIOKKY
CypOBbIMH HUTKamH. JIUCTBI HyMepyroTCsi B IpaBOM BEPXHEM YIJIy MPOCTHIM
KapangamoM. Koau4ecTBO JMCTOB B KXKJAOM Jeje He AOKHO mpeBbimarh 250. B
KOHIIE JIeJla Ha OT/AEJIbHOM JIMCTE COCTABIICTCS 3aBEPUTENIbHASL HAIIUCh.



5.3.2. Ha 00610%Ke 1ea MOCTOSHHOTO XPAaHEHHs JOJHKHBI OBITH MPOCTABICHBI
CIIEIYIONINEe PEKBU3UTHI: HAUMEHOBAHHE OOpa30BAaTEIBLHOTO YUYPEKICHHUSA, HOMEp
(MHIEKC) nena MO HOMEHKIAType, 3arojIoOBOK Jeia, KOJWYECTBO JIMCTOB, CPOK
XpaHEHHUS WU OTMETKA «XPaHUTh MMOCTOSTHHOY», HOMEp (OH/Ia, OTHCH, JIena.

5.3.3. Ilo okoHYaHMH IETOTPOU3BOACTBEHHOIO I'0/1a B 0()OPMIICHHBIE 00JI0KKH
JIe]T TIOCTOSTHHOTO XPAaHEHHsI BHOCATCS HEOOXOAMMBIE YTOYHECHHUS: B 3arOJIOBKH e,
COZIEPIKAIUX PACTIOPSAUTENbHBIE JOKYMEHTHI (TpUKa3bl, MPOTOKOJBI), BHOCSATCSA
HOMEpA; €CJIM JENI0 C MEPENUCKON COCTOUT U3 HECKOJBKUX TOMOB, B KaXXIOM TOME
YKa3bIBa€TCA KOPPECTIOHNIEHT, aBTOP, TEPPUTOPHS, APyTrue NaHHBIE. B Kaxkaom Tome
yKa3bIBaeTcsa JaTa (4cIiio, MECsIl, TOJ) Hayajda U OKOHYaHUS JaHHOTO ToMma. TouHbIe
JaThl TPOCTABIAIOTCS Ha OOJNIOKKaxX s OBICTPOrO TMOWCKAa JOKYMEHTOB B
MOCJICYIOIIEM; U3 3aBEPUTEIILHON HAATIUCH Ha OOJIOXKKY JIeia BRIHOCUTCS KOTUYECTBO
JUCTOB B JIETIE.

5.3.4. Hagnucu Ha 00J10KKaX JIeJ HOCTOSIHHOTO U JOJTOBPEMEHHOTO XPaHEHU S
CJIeIyeT MPOU3BOAUTH YETKO, CBETOCTOMKIUMH YEPHUITAMH.

5.3.5. lns ydeta KOJIWYECTBA JIMCTOB B JieNie U (PUKCAMA OCOOCHHOCTEH X
HyMepalliy Ha OTJIEJIHLHOM JIUCTE COCTABIIACTCS 3aBEPUTEIbHAS HAIIUCH.

B 3aBeputenpHONM HAAMHCH YKa3blBa€TCS KOJMYECTBO JUCTOB (muppamMu u
MPOIKChI0) B Jejie. 3aBepuTeNbHAs HAANKWCHh IMOMANUCHIBAETCS COCTABUTEIEM C
YKa3aHHEM €T0 JOJDKHOCTH M IaThl COCTABIICHUS.

5.3.6. BHyTpeHHss ONHWCh COCTaBIAETCA K JejdaM IIOCTOSSHHOTO |
nonroBpeMeHHOTO (cBhime 10 1eT) cpoka xpaHeHHs, CHOPMUPOBAHHBIM IO
Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3arojOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE
coJiep’kaHue TOKYMEHTOB (0c000 IIEHHBIS, JIMUHBIC J1ej1a U JIp. ).

5.3.7. Jlena BpeMEHHOTO XpaHCHHUS 0POPMIISIOTCS YIIPOIICHHO:

OHH HE TOIINBAIOTCS, JTUCTHl B HUX HE HYMEPYIOTCS, YTOYHEHUE Ha 00JI0KKaX
HE TMPOU3BOAMUTCS, OMKCH Ha JieJla He COCTaBIIAIOTCS, YUeT BEACTCS M0 HOMEHKIIATYpe
Jell.

5.4. Onucanue TOKYMEHTOB MOCTOSIHHOTO CPOKa XPaHEHUS.

5.4.1. Onucu coCTaBISAIOTCA pa3AeNbHO Ha Jiela TOCTOSHHOTO XPaHEHHUs IO
OCHOBHOM JI€ITENLHOCTH M Ha JIeNa 10 JIMYHOMY COCTaBY.

5.4.3. Onucu cOCTaBISAIOTCS ACJIONPOU3BOIUTEIIEM.

5.4.4. Onucek BeAeTCs B €IMHOW BaJOBOM HyMepallMM B TEUEHUE HECKOJIbKHX
JeT .

54.5. Ha pgena ¢ HUCTEKIIMM CpPOKOM XpaHEHHUsI COCTaBIAETCS akT 00
YHUYTOXXCHHH.
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