[Npunoxenue
K npukasy ot 16.12.2019
IMMOJIOXKEHHE
OBb APXUBE I'BOY PX «<YEPHOI'OPCKAS LHKOJIA-MHTEPHAT»

1.06mue nonoxenus

1.1. Tlonoxenue 06 apxuse [BOY PX «UepHOoropckas mkoja-uHTEpHAT (najee —
[Tonosxxenne), paspaboTaHo B coOTBeTCTBUM ¢ DeieparbHBIM 3aK0HOM «O6 apXHBHOM J€le B
Poccuiickoii ®enepanuny ot 22.10.2004 Ne 125-03, QenepanbHbM 3aKOHOM 0T 29 fekalps
2012r., Ne 273-®3 «O6 obpazosanun B Poccuiickoit ®epeparmm» 1. 114. 3 cr. 28; -
DenepanpHbM 3aK0HOM 0T 27.07.2006r. Ne 152-03 «O nepcoHaNbHBIX JAHHBIXY; =
PenepanbubM 3aKk0HOM 0T 27.07.2006r. Ne 149 -03 «O6 undpopmanyu, HHOOPMALHOHHEIX
TEXHOJIOTHSX U 3alIUTe HHGOPMALIHI.
1.2. Hacrosmee ITonoxenue pazpaGoTano B Lesx:

COBEPLICHCTBOBAHHKA NCATEIPHOCTH B chepe OpraHu3aliy XPaHEHHs], KOMIUIEKTOBaHHUS,
y4€Ta ¥ HCIOJIb30BaHU apXUBHEIX JOKYMEHTOB;

PaI[HOHATBEHON OpraHU3alUy JOKYMEHTAIlHOHHOTO 00eceyeHus..
1.3. ApxuB co3/1aeTcs B LEILIX XPAHEHHS, KOMIUIEKTOBAHHSI, y4€Ta M UCIIOJIE30BAHMS
JOKyMEHTOB, 06pa3yroluxcs B MPOLIEcce AESTENbHOCTH 00pa30BATENLHOTO YUPEKIECHUS U
3aKOHYEHHBIX IEJIONPOU3BOACTBOM NOKYMEHTOB IPAKTHYECKOr0 HA3HAYEHHMS, HX 0TOOpa U
IOJArOTOBKH K II€PE/IaYe Ha XPaHCHAE B MYHHLIUIIAIBHBIH apXHUB.
1. 4.B cBoeii paboTe apxuB pyKOBOACTBYETCS 3aKOHOAATENBCTBOM 00 apXUBHOM JIEJIE B
Poccuiickoit ®eaepaiiny, HHEIMH HOPMaTHBHBIME IIPaBOBEIMA aktamu Poccuiickoit ®enepanuy,
JIOKAJIbHBIMM aKTaMH ¥ HactosmmuM [Tonoxennem.
1.5. KoHTpOIIb 32 AeATENBHOCTHIO APXHBA OCYINECTBISET AUPEKTOP, @ B €€ OTCYTCTBHH

UCTIONHSIOLIMH 0OS3aHHOCTH AMPEKTOpa.
1.6. HenocpencTsenHOe pyKOBOJACTBO apXHBOM BO3JIAraeTcs IPHKA30M AUPEKTOpa Ha
CeKpeTaps WIKOJIbL.

2.CocTaB HOKYMEHTOB apXHBa
2.1. JlokyMeHTBI, MOCTYNAIOIIME HA XPAHECHHE B ApXHB, OTHOCATCS K IOCY/IApCTBEHHOM
COOCTBEHHOCTH, HE MOJIEXKAT IPHBATH3AIIMH, HE MOTYT OHITH OGBEKTOM IIPOJANKH, MEHEI,
AapeHus], & TAKXKe HHEBIX CIEJIOK, MOTYIIUX PUBECTH K HX OTYYXIECHHIO.

2.3. B apxuB mocrymaror:

- JAOKYMEHTHI, 00pa3oBaBIINeECs B MPOLECCE AEATENFHOCTH 06pa30BaTENLHOTO YUPEIKICHHS,
BPEMEHHOIO XpaHEeHH (HEOOXOUMBIE B IPAKTHYECKON NEATENLHOCTH);
- HOKYMEHTEI, 00pa30BaBILHECS B [IPOLIECCE AEATENFHOCTH 06Pa30BaTEIBHOIO YUPEIK/ICHHS,
HOJUIEXAIHE ITATEIBHOMY XPaHEHHIO; :
- JOKYMEHTEI I10 JITYHOMY COCTaBY, OTpakalolye TPYAOBbIe OTHOIIEHHS pabOTHHKA C
paboronarenem;
- JOKYMEHTEI HOCTOSTHHOTO XPaHEeHH.

3.3anaun U QpyHKLUMH apxuBa

3.1.0cHOBHEIE 3a/1a4¥ apXuBa :
- KOMILICKTOBAHUE OKYMEHTOB, COCTaB KOTOPBIX NIPEAYCMOTPEH Pa3iesioM 2 HaCTOAIIErO
[onoxenns;
- obecrieyeHne eIMHBIX IPUHIMIIOB OPraHU3aAlMH XPAHEHUS, KOMIIEKTOBAHMUS, y4eTa H
HCIOJIb30BaHNE APXUBHBIX JOKYMEHTOB, HX COXPaHHOCTH;
- OCYLIECTBJIEHHE KOHTPOJIA 32 GOPMHPOBAHHEM H 0QOPMIICHHEM Je B IENONPOM3BOACTRE
00pa3oBaTeNBHOrO yYpeKICHHUS.



3.2. B COOTBETCTBHY C BO3JI0XXCHHBIMH Ha HETO 33/]a4aMH apXHUB OCYIIECTBIISIET CIEAYIOLINE
dyrxupu:

- IPAHMMAET IOCJIE 3aBepINCHHS ACIONPOH3BOACTBOM, YUHTHIBACT H XPAHUT JOKYMCHTEI,
00paboTaHHbIE B COOTBETCTBHH C TpeDOBaHHAMM, YCTaHOBICHHBIMH 3aKOHOAATEILCTBOM 00
apxuBHOM zene B Poccuiickoi ®enepanuy,

- OCYILECTBJIAET Y4ET H 00eCnednBacT MOJHYIO COXPAHHOCTh NPUHATBIX apPXUBHBIX JOKYMEHTOB,
B TOM YHCJI€ IO IMYHOMY COCTaBY;

- POBOJMT CBOEBPEMEHHOE YIIOPSJOYCHNE apXUBHBIX JJOKYMEHTOB (3KCHEPTH3Y LIEHHOCTH,
HaY4HO-TEXHHYECKYI0 00paboTKy, cocTaBleHHE ONUCEH 1 T.1.);

- OpraHM3yeT HCHONB30BaHHe JOKYMEHTOB:

- vHGOPMHpYeET aIMHHHUCTPALXIO U pabOTHUKOB O COCTABE U COXEPIKAHUHN JOKYMEHTOB apXHBa,
- 6becnaTHO NMPEIOCTABIAET NONBL30BATESIM ADXUBHBIMH JOKYMEHTaMH O(QOPMIICHHEIE B
YCTaHOB/ICHHOM IIOPSALIKE apXHUBHBIE CIIPABKU HJIM KOIIMH apXUBHBIX JOKYMEHTOB, CBA3aHHEIE C
YCTaHOBJIEHHEM TPYAOBOTO CTa)a, CONHANBHOM 3alUTOM rpaXiaH, PeAyCMaTpUBAIOMEeH uX
NICHCHOHHOE 00ecIeueH e, a TaKkKe MOTYYSHHUE JbIOT U KOMITEHCAlUH B COOTBETCTBHH C
3aKoHOZaTenbCcTBOM Poccuiickoit @enepanuy; -

- BHIIAeT B YCTAHOBJICHHOM IIOPSJIKE JeNa, JOKYMEHTH! HIIH KOIIUH JOKYMEHTOB B LENAX
CIIyeOHOro ¥ MPaKTHYECKOTO UCIIOIb30BaHUs i paboThl B IOMENIEHHH apXUBa;

- BEJIET y4YeT UCNOIb30BaHNs JOKYMEHTOB, XPAHSAIIUXCS B apXHUBE.

4.]1lpaBa # OTBETCTBEHHOCTH
4.1. JIns BBIONHEHUs BO3JOXKEHHBIX 33039 U (DyHKIUH JTHI0, OTBETCTBCHHEIH 33 BEACHHE
apxuBa MMEET IPaBo:
- KOHTPOJIMPOBATH BHIIOJHEHHE YCTAHOBJICHHEIX NPaBHJI pabOTEI C JOKYMEHTaMH,
4.2. JIunio, OTBETCTBEHHOE 3a BeICHHE apXHBa, HECET OTBETCTBEHHOCTH 32 BBIMOJIHEHHE
BO3JIOXKEHHBIX Ha apXHB 3a/1a4 U (PyHKIHHA.
4.3. 3a yTpaty ¥ nNOp4y JOKYMEHTOB HODKHOCTHBIE JIALA yIpexaeHus (PyKOBOAUTEND
YUYpEeXAECHHSA U JIUI0, OTBETCTBEHHOE 3a BECHUE apXUBA) HECYT OTBETCTBEHHOCTE B
COOTBETCTBHH C JACHCTBYIOIHAM 3aKOHOIATENECTBOM.

5. KommiekroBanue apxusa

5.1. [loAroToBKa JOKYMEHTOB K N€peaie B apXUB BKJIIOYAET IKCIEPTU3Y HAy4HOH U
NPaKTHYECKOH LIEHHOCTH IOKYMEHTOB, 0(OPMIIECHHE JeNl, COCTABICHUE OIHMCH.

5.2. JKCIepTH3a LIEHHOCTH JOKYMEHTOB.

5.2.1. OxcnepTu3a IEHHOCTH JOKYMEHTOB ~ ONPE/Ie/ICHHE IEHHOCTH JOKYMEHTOB C LEbI0
orfopa HX Ha XpaHEHHE U YCTAHOBICHHE CPOKOB XpaHEHHS.

OKcnepTH3y HEHHOCTH JOKYMEHTOB OCYIIECTBIISET MOCTOSIHHO JeHCTBYIOMIAs S3KCepTHAs
KOMHCCHA.

5.2.2. OxcniepTHAas KOMHCCHS Ha3Ha4aeTcs IPUKa30M JUPEKTOpa.

B cocraB DkcnepTHONW KOMHCCHH BKJTFOYAIOT HE MEHEE TPEX COTPYAHHKOB, B TOM YHCJIE B
obs3aTeNnbHOM NOPSIKE JIUI0, OTBETCTBEHHOE 3a BeIcHHE apXUBa.

OKCnepTHas KOMHCCHS Ha 3aCeJaHUAX pacCMaTpHBaeT: HOMEHKIATYPY, OMMCH JIeJI IIOCTOSIHHOTO
XpaHEeHHUs M 110 JIHYHOMY COCTaBY, aKThI HA JOKYMEHTBI, BHIIEISEMBIE K YHHITOKEHHUIO.

5.3. Odopmnenue gen.

5.3.1. Jlena DOCTOSHHOIO XpaHEHHS NOALIMBAIOTCS B TBEPAYIO 00I0KKY CYPOBBIMH HHTKAMH.
JIMCTBI HyMEPYIOTCS B IPABOM BEPXHEM YIJIY IIPOCTHIM KapanaamoM. KoauyecTBo THCTOB B
KaXOM JieJie He JIO/DKHO npeBbimath 250. B xoHue Jena Ha OTACIBHOM JIICTE COCTaBIIAETCS
3aBepUTENbHAA HAITUCh.

5.3.2. Ha o6noxxe aen mocTOSHHOIO XpaHeHUs JOJDKHBI OBITh IPOCTABIICHE] CICAYIOIINE
PEKBH3HTEI: HANMEHOBaHHE 00pa30BaTEIbHOr0 YUPEXKICHHs, HOMEp (HHACKC) Jela 1o
HOMEHKIIAType, 3aroJIOBOK J€J1a, KOMMYECTBO JIHCTOB, CPOK XPAHEHHS MIIH OTMETKA «XPaHUTh
NOCTOAHHO», HOMep (OHIa, ONUCH, Jena.



5.3.3. Ilo oxoHYaHHHM JIENONPOA3BOACTBEHHOIO ro/ia B 0GopMIIeHHbIE 06I0KKH e
MOCTOSHHOI'O XPaHEHHsl BHOCATCH HEOOXOfMMEIE yTOYHEHHUS: B 3aTOJIOBKH €1, COJEPKALIUX
PacnopsAAUTEIbHbIE JOKYMEHTH (TIPHKA3bl, IPOTOKOJBI), BHOCATCS HOMEPA; €C/H JIEJI0 ¢
HEePeNHCKOH COCTOMT H3 HECKOJIBKHX TOMOB, B K2XKIOM TOME YKa3bIBAa€TCsl KOPPECTIOH/IEHT,
aBTOp, TEPPHUTOPHS, APYTHE JAHHLIE. B kaXI0M TOMe yKa3bIBaeTcs fara (qMCII0, MECSAIL, TOJT)
HavaJia ¥ OKOHYaHWs JAHHOIO TOMA. TOYHEIE AaThl MPOCTABIAIOTCS HA 0OIOXKKAX IS GBICTPOTO
HOHWCKA IOKYMEHTOB B IOCIIENYIOMIEM; M3 3aBEPUTENHHOM HAAMKCH Ha O6JIOXKKY Jieia BBIHOCUTCS
KOJIHYECTBO JIHCTOB B JIEJiE.

5.3.4. Hammace Ha 06710)KKax €N OCTOSHHOTO M IOJITOBPEMEHHOTO XPaHEHHUS CIIEYET
NPOH3BOJIHTE YE€TKO, CBETOCTONKHMH YePHUIIAMH.

5.3.5. Jlns y9eTa KOJMYECTBA JIACTOB B AcNe U QHKcaluK 0COGEHHOCTEH X HyMEpaliK Ha
OT/AETLHOM JIHCTE COCTABIIAETCS 3aBEPUTEbHAS HAIIHCE.

B 3aBepuTeNbHON HANMUCH YKA3BIBACTCS KONMYECTRO JIMCTOB (LM(bpaMy | IPOIHICHIO) B JEIE.
3aBepHTENEHAA HAAMHCH IONUCHIBAETCS COCTABHTENIEM C YKA3aHHEM €r0 JIOKHOCTH U JIATHI
COCTaRJICHHS.

5.3.6. BayTpeHHss ONUCH COCTABIAETCS K ie/IaM IIOCTOAHHOIO ¥ JIOJIrOBpeEMEHHOTO (cBbime 10
Ji€T) CPOKa XpaHeHHs!, CHOPMUPOBAHHEIM II0 PA3HOBHAHOCTIM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE pacKphbIBAIOT KOHKPETHOE COAEPXKaHHE JOKYMEHTOB (0c000 IICHHBIE, IHYHEIE eia U Ap.).
5.3.7. lena BpeMEHHOr0 XpaHEeHUA 0POPMIISIOTCS YIIPOLIEHHO:

OHH He MOAIIMBAIOTCS, JHUCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha 00JI0KKAX He
NPOH3BOJIUTCS, ONTMCH Ha JIE/1a HEe COCTABMSAIOTCS, y4eT BEIeTCs [0 HOMEHKIIAType Jell.

5.4. Onucanye JOKYMEHTOB OCTOSHHOIO CPOKA XPaHEHHS.

5.4.1. OnmcH cOCTaBIAIOTCA PasJEIBHO Ha JIeNa IIOCTOSHHOTO XPAHEHH s 110 OCHOBHOM
AESTENBHOCTH M Ha JieJia [0 JINYHOMY COCTaBy.

5.4.3. OnucH COCTaBIAIOTCS CHEHAIMCTOM 110 KaJlpam.

5.4.4. Onuch BeAeTCs B €AHHOM BANOBOH HyMEPAIMH B TEYEHHE HECKOIBKHX JIET .

5.4.5. Ha nena ¢ HCTEKIIMM CPOKOM XPaHEHHSA COCTABIAETCS aKT 00 YHHUTOKEHHUH.

6.JloxanbHbIH KT CIATAETCS YTPATHBINHM CHITY TOCJIE H3AHUS HOBOTO JIOKAIBHOTO AKTa.
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