MyHuuMnasbHoe 610/)KeTHOE 061e06pa3oBaTe/IbHOE ydpek/aeHue
«/lapruHcKas cpeHss 061 e06pa3oBaTeaAbHast IKOJAa N2 »

PaccMoTpeHo u NpUHSATO Ha 3acejaHUU
[legarornyeckoro cosera
[IpoTokos oT 30.08.2018 r. Ne1

[onoxenne 06 apxuse MBOY «Jlaprunckast COLL Ne2»

1. O0mue nosioxKeHus

1.1. [Tonoxenue 00 apxuBe MyHununansHoro OIO7KETHOTO
00111e00pa30BaTENIBHOTO  YUPEKICHHUSI «Hlaprunckas cpenssisi  00l1eo0pazoBaresbHas
wkona Ne2  (nanee — MBOY «Jlaprunckas COILLI Ne2y), pa3paboTaHO B COOTBETCTBUU C
DenepanbHbM 3ak0HOM «O6 apXMBHOM jieie B PoccHitcKoidl Denepaunn» ot 22.10.2004
Ne 125-®3, MeToanuecKMMH peKOMEHIALUAMH 1O pabore ¢ JOKYMEHTaMH B
00111e00pa30BaTE/IbHBIX YUPEKICHHUSIX.

1.2. Hacrosmee ITosioskenue pa3spabotaHo B rensx:

— COBEDIICHCTBOBAHHs ~ NEATENBHOCTH B cdepe  OpraHu3alUud  XpaHeHHs,
KOMILICKTOBaHM, YydeTa M MCIOJIb30BAHMS ApPXMUBHbBIX JIOKyMEHTOB MBOVY
«Japrunckast COLL Ne2y

— PalMOHAJbHOM OpraHM3allMd JIOKYMEHTAaUMOHHOro obGecredenus B MBOY
«Japrunckasi COL Ne2y
1.3. Apxus MBOV «Jlaprunckas COILl Ne2» cos3naercss B welsiX XpaHeHwusl,

KOMILIEKTOBAHUS, y4€Ta W MCIONB30BAHUS [OKYMEHTOB, 00OpasylolIMXcss B Mpoliecce
AearensHocTd MBOY  «/laprunckas COLL Ne2» u 3akOHYEHHBIX JEJIONTPOU3BOCTBOM
AOKYMEHTOB MNPAKTHYECKOTO Ha3HAYeHMs, MX OTOOpa W MOATOTOBKM K Mepejaue Ha
XPpaHEHHE B MyHULUIAIbHBIN apXHB.

1.4. B csoeit paGore apxus MBOY «/laprunckas COLL No2y PYKOBOACTBYETCS
3aKOHOAATEJBCTBOM 00 apXMBHOM Jeje B  Poccuiickoii Denepaunu, HHBIMH
HOPMaTHBHBIMH MpaBOBBIMH akTtamu Poccuiickoit ®ejiepanuu, I0KaIbHBIMH aKTaMU
MBOY «/laprutckast COLL Ne2» u HacTosimm [lonoskeHnem.

.5. Konrtpons 3a nesitenbHocThio apxusa MBOY «/laprunckas COLI Ne2»
OCYLICCTBIACT AMPEKTOP, a B €€ OTCYTCTBMM 3aMECTHTE]b JMpeKTopa N0 y4yeGHO-
BOCIUTATEILHOH paboTe, KOTOPble 00eCeYnBaOT apXuB HEOOXOMMMbBIM TOMELICHHEM U
o0opy10BaHHEM.



1.6. HenocpencreenHoe pykoBoacTBo apxuBom MBOY «laprunckas COL Ne2)
BO3JIaraeTcs IpUKa3oM JMPEKTOpa Ha ceKpeTapsi y4eOHOM YacTH.

2. CocTaB JOKYMEHTOB apXuBa

2.1. ApXuBHBIE IOKYMEHTBI, MOCTYMAIOLHe Ha XpaHeHue B apxuB MBOVY
«[aprunckas COLLL Ne2» OTHOCATCS K MYyHMLMIAIbHON COOCTBEHHOCTH, HE MOIEKAT
NPUBATH3ALMU, HE MOTYT OBITh OOBEKTOM MPOMAKH, MEHbI, JAPEHUs, A TAKKE HHBIX
CZ€JIOK, MOTYLIMX MIPUBECTH K X OTUYIKIEHUIO.

2.2. B apxus MBOVY «Jlaprusckas COLL Ne2» nocrymnaior:

2.2.1. ApxuBHBIe TOKyMEHTbI, 06pa3oBaBIIMecs: B rpoLecce AeaTensHoctd MBOY
«[aprunckas COIIl Ne2», BpemeHHOro XpaHeHWs (HeoOXonUMbIe B MPAaKTHYECKOM
JIeATEeNIbBHOCTH ).

2.2.2. ApxXuBHbIE IOKyMEHTbI, 06pa3oBaBILIMecs B IpoLecce aeaTenpHocty MBOY
«daprunckass COILI No2»

2.2.3. JIOKyMeHTBI MO JIMYHOMY COCTAaBY, OTPaKAIOLLKE TPY/1OBble OTHOIIIEHHUS
paboTHHKA ¢ paboTonaTeeM.

2.2.4. ApxuBHbBI€ JJOKyMEHTbI IOCTOSHHOTO XPaHEeHHMS.

3. 3agaun u pyHKUKMH apxuBa.

3.1, OcHosHbIMu 3anauamu apxuBa MBOY «/laprusckas COLL Ne2y:
3.1.1.  KommiekroBaHHe JOKyMEHTaMu, COCTaB KOTOPBIX  [PeayCMOTPEH
paszenom 2 nacrosuiero [Tonoxenus.

3.1.2. OGecneveHne  emMHBIX  NPUHLHIIOB OpraHusaldd  XpaHeHHs,
KOMIUIEKTOBAHMS, yHeTa ¥ UCIOJIB30BAHHE apXUBHBIX JOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcymecTBieHne KOHTpOIs 3a GopmupoBanrem u odopmiaeHHeM el B
Aenonpousoactse MBOY «/laprunckas COLLL No2y.

3.2. B COOTBETCTBHH C BO3JOXKEHHBIMH HAa HEro 3amadyaMi apxus  MbOY
«aprunckas COLL No2» ocymectisier claeayroLne QyHKIHN:

3.2.1. IlpuHuMaeT nocie 3aBeplueHus JACJIONPOU3BOICTBOM, YUUTBIBAET U XPAHUT
nokymentsl MbOVY  «/laprunckass COLLL No2y,  oGpaGoTaHHble B COOTBETCTBHU ¢
TPeOOBaHUAMM, YCTAHOBIEHHBIMH 3aKOHOAATELCTBOM 00 apXUBHOM Jene B Poccuiickoit
Denepanuu.

3.2.2. OcyuiecTBisieT y4yeT M obecrieunBaer MOJIHYK) COXPAHHOCTh MPUHATHIX
APXMBHBIX TOKYMEHTOB, B TOM YHCJIE MO JTMYHOMY COCTABY.

3.2.3. Tlposomut CBOCBPEMEHHOE  YIOPSJIOYEHHE APXHUBHBIX JOKYMEHTOB
(9KCIepTH3y LeHHOCTH, Hay4HO-TEXHUUYECKYIO 00paboTKy, cocTaBleHHE ONUCER U T.1.).

3.2.4. OpranusyeT UCIOIb30BaHUe JOKYMEHTOB:

- HHOOPMHUDYET aAMHHHCTPaUMIO U paboTHHKOB MBOY «daprunckas COIL Ne2» o
COCTaBe U COACPKAHMM JTOKYMEHTOB apXHBa;

- OecILIaTHO MpenoCTaBIIseT MOJb30BATENAM apXHBHbIMHU JOKyMeHTamMu o(hopMIIeHHbIE B
YCTAHOBIICHHOM TIOPSIIKE apXMBHbBIC CIPABKM WM KOMMH ApXMBHBIX JOKYMEHTOB,
CBASAHHBIC € YCTAHOBICHWEM TPYIOBOrO CTa)ka, COLMANBHON 3alMTON rpaskiaH,
pefycMaTpUBalOlIeH UX IEHCHOHHOe ofecredeHe, a Takke [ONyYeHHe JBFOT M
KOMIICHCALIUH B COOTBETCTBUM C 3aKOHOAATENILCTBOM POCCHIICKO Denepanuu;



- BbLAA€T B YCTAHOBJIEHHOM NOpsAAKe aejia, JIOKYMEHTbI MW KOITUH HOKYMEHTOB B LeJIAX
CJ'Iy>K€6HOFO U MMPaKTUYECKOIr0 UCIIOJIL30BaAHUS 1JIs] pa60'rb[ B [IOMCIICHUH apXKBa,
- BCICT YYET UCIIOJIb30BaAHUS HOKYMEHTOB, XpaHsALIKNXCs B apXHBe.

4. IlpaBa n 0OTBETCTBEHHOCTH

4.1. Jlnsa BBINOJIHEHHS BO3JIOXKEHHBIX 33134 M (DYHKLUHA JIMLO, OTBETCTBEHHOE 3a
Benenue apxuBa MbOVY «Jlaprunckas COLLL No2», umeeT npaso:

4.1.1.  KoHTponupoBaTh BBINOIHEHHE YCTAHOBIEHHBIX npaBuwil  paboThl ¢
AokyMeHTamMu B MBOY «Jlaprunckast COLL No2y.

4.2. Jluuo, oTBETCTBEHHOE 3a BeldeHue apxusa MBOY «daprunckass COIL Ne2y,
HECET OTBETCTBEHHOCTD 3a BBITNIOJIHEHHE BO3JI0KEHHBIX Ha apXUB 3a1a4 U (yHKIHIL.

4.3. 3a yTpary © nOpYy JOKYMEHTOB JO/UKHOCTHBIE JHLA yUpexKAeHUS
(PYKOBOIMTENb YUPEKACHHsST W JIMLO, OTBETCTBEHHOE 32 BeICHUE apXyMBa) HeCyT
OTBETCTBEHHOCTb B COOTBETCTBUHU C JI€HCTBYIOLIMM 3aKOHO1ATEIbCTBOM.

5. KomniekroBanue apxuba

5.1. IloaroroBka mokymeHTOB K mepejaue B apxus MBOY «laprunckas COILI
No2»  BKIIOYaeT 9IKCHEPTH3y HAyuyHOH M MPaKTHYECKON [EeHHOCTH JIOKYMEHTOB,
o opMIIeHHEe N, COCTaBIEHHE OIHCH.

5.2. DkcnepTusa LeHHOCTH JOKYMEHTOB.

5.2.1. DkenepTH3a HEHHOCTH JOKYMEHTOB - OMpeeeHHe LeHHOCTH JIOKYMEHTOB ¢
LeJIBI0 0TOOpA MX HAa XpaHeHHe U YCTAHOBJIEHHE CPOKOB XPAHEHHS.

OKCIepTU3y LEeHHOCTH J0KyMeHToB B MBOY «aprunckas COIL  No2y
OCYIIECTBIIACT MIOCTOSIHHO AEMCTBYIOLLAS YKCTIEPTHAS KOMUCCHSI.

5.2.2. DKCnepTHas KOMHCCHS —HA3HA4Yaercsl [pUKa3oM aupekropa MbOYVY
«[aprunckas COLI Ne2». B cocTaB DKCIepTHON KOMHUCCHM BKIIOUAIOT He MeHee Tpex
COTPYIHHKOB, B TOM YHCJIe B 005A3aTe/IbHOM MOPSAKE JIMIO, OTBETCTBEHHOE 34 BEACHUE
apxusa MBOY «/laprunckas COLL Ne2y.

ODKCIepTHas KOMUCCHUS Ha 3aceIaHusIX paccMarpuBaeT: HOMeHKIATypy aea1 MbBOY
«laprunckast COL Ne2y», onuc jen mocTOSHHOIo XpaHeHHUs: U I10 JIMYHOMY COCTaBYy,
aKThbl Ha JOKYMEHTBI, BBIAEJSIEMbIE K YHHUTOKEHHIO.

5.3. Odopmrenue ner.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHUs MOMIIUBAIOTCS B TBEPAYIO  OOJIOKKY
CYPOBBIMH HHUTKaMM. JIUCTBI HyMepylOTCs B IIPAaBOM BEpXHEM YLy [POCTHIM
Kapanzaamom. Koln4ecTBO IHCTOB B KaXKIOM Jielle He J0JKHO npeBbimats 250. B koHLe
AleJ1a Ha OTJCJIBHOM JIUCTE COCTAaBJISCTCS 3aBepUTEIbHAS HAAIHUCh.

5.3.2. Ha oOnoxke Iea MOCTOSHHOrO XpaHeHUs [OJIKHBI OBITh [IPOCTABJIEHbI
CJACAYIOLINE PEKBU3NTDI: HAMMEHOBAaHHE 00Pa30BaTEIbHOIO YUpeKAeHUs, HoMep (MHIeKC)
Acla IO HOMEHKIAType, 3arojloBOK [ejla, KOJMYeCTBO JIMCTOB, CPOK XPAHEHUs WM
OTMETKA «XPaHUTh MOCTOSIHHO», HOMeP (OH/1a, OIMCH, Je1a.

5.3.3. Ilo OKOHYaHWH MENONMPOU3BOACTBEHHOIO I0OMA B oopmIIeHHbIe OOJIOKKH JieJ]
HOCTOAHHOrO  XpaHCHHs BHOCATCS HEOOXOAMMbIE YTOYHEHHs: B 3aroJIOBKM Jel,
COACPIKALIMX PACTIOPSANTE/bHBIE TOKYMEHTBI (MIPUKa3bl, IPOTOKOIIbI), BHOCSTCS HOMEpa;
€CJIM JIeNIO € MEPENUCKOH COCTOUT U3 HECKOJBKHX TOMOB, B KaKIOM TOME yKa3bIBAeTCS



KOPPECIOHACHT, aBTOP, TEPPUTOPHSL, IpyTHe AaHHble. B Kaxc1oMm ToMme ykasbiBaeTcs aata
(4HCII0, MecAL, roJl) HavYana ¥ OKOHYaHWS JAAHHOrO Toma. TouHble ATl [IPOCTABJISIOTCS
Ha

O0JIOXKKAX JUlsl OBICTPOro MOMCKAa NOKYMEHTOB B MOCJIENYIOIIEM; U3 3aBEPUTENILHOM
HaJIKCH Ha OOJIOKKY Jies1a BBIHOCUTCS KOJIMYECTBO JTUCTOB B Jlee.

5.3.4. Hagnucu Ha 06J0KKaX A€l MOCTOSIHHOIO U JIOJITOBPEMEHHOI0 XpaHeHUs
CJICTYET MPOU3BOJAUTE YETKO, CBETOCTONKUMHK YE€PHUIIAMM.

5.3.5. Jlna yuera xosnuyecTBa JMCTOB B jelie W Gukcaunn ocobGeHHOCTEH HX
HyMEpalliK Ha OTACIBHOM JIUCTE COCTABNIACTCS 3aBEPUTEIbHAS HA/IITHCD.

B 3aBeputensHOM HaAnMcH yKa3bIBaeTCSs KOJMYECTBO JIMCTOB (uuppamu  u
NPONKCBIO) B Aene. 3aBepuTelibHast HAAMUCh MONUCHIBACTCS COCTABUTENEM C yKa3aHueM
€ro I0JDKHOCTH U AaThl COCTABIICHHUSI.

5.3.6. BHyTpeHHsss omuch cocTaBmsileTcss K JedaM  [OCTOSHHONO U
AONrOBpeMEHHOro  (cBbiiie 10 ;et) cpoka XpaHeHws, C(OPMHUPOBAHHBIM 10
PA3HOBUIHOCTAM ~ IOKYMEHTOB, 3arOlOBKM KOTOPBIX HE DACKPBIBAIOT ~KOHKPETHOE
COACPAKAHUC IOKYMEHTOB (0CO00 LEHHBIE, IMUHbIE Jie/ia 1 JIp.).

5.3.7. Jlena BpeMeHHOro XpaHeHus 0QOPMIISIOTCS YIHPOLIEHHO:

OHW HE TIOALIMBAIOTCA, JIMCTBI B HHUX HE HYMEPYIOTCS, YTOYHEHME Ha O00J0KKAX He
POU3BOAMTCA, OTIMCH Ha J€J1a HE COCTABISIOTCS, YUET BeIeTCsl [10 HOMEHKIIAType Jell.

5.4. OnucaHue TOKYMEHTOB IOCTOSHHOIO CPOKa XpaHEeHHUs.

5.4.1. Onucu COCTAaBISIIOTCA pa3fefbHO Ha Jeia MOCTOSHHOIO XpaHEeHHUs 10
OCHOBHOM NEAITENIbHOCTH M Ha JIeJIa 110 TMYHOMY COCTaBY.

5.4.3. OnucH cOCTaBISIIOTCS J€I0MPON3BOLHTENEM.

5.4.4. Onuck BeeTcs B eIMHOMN BalOBOM HyMepaluHuH B TEYEHUE HECKOJbKHUX JIeT .

5.4.5. Ha jien1a ¢ HCTeKIMM CPOKOM XPaHEHHs COCTABIIACTCS akT 06 YHUUYTOXKEHUHU.



