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[Tono:keHune 06 apxuse
1. O6umne noJiozkeHusi

1.1.  Tlonoxenue 00  apxuBe  MyHHMIMIAIBLHOIO O10KETHOTO
0011e00pa30BaTENILHOTO YUPEKACHHUS «/lpiHe-Benenckas cpeaHsis
obmeobpazoBaTenbHast mkoina umeHd [epos Poccum 3araeBa A.A»  (nanee —
[Tonoxxenue), paspaborano B cooTBeTCTBHU ¢ PejiepalibHbiM 3aK0HOM «O6 apXHBHOM
nene B Poccuiickoii Penepaumu» ot 22.10.2004 Ne 125-®3, Merogu4yecKumu
peKoMeHIauusMu 1Mo pabore ¢ JOKyMEHTaMH B  00IIeoOpa3oBaTelbHBIX
YUPEeXKIEHHUSIX.

1.2. Hacrosiee' [Tonoxxerne pa3paboTaHo B Hesx:

— COBEpUICHCTBOBAHMS  JESITEIBHOCTH B chepe OpraHu3aldd XpaHCHHs,
KOMIUICKTOBAHMs, Y4Ye€Ta M HCIIOIb30BaHMs apXuUBHBIX HoKymeHTOoB MBOY
«Jlprine-Benenckast COILI um. 3araesa A.A.»;

— paulMOHAJIbHOM OpraHuM3aluu JOKyMEHTalHoHHOro obecrnevenuss B MbOVY
«Ipiine-Benenckast COILL um. 3araeBa A.A.».

1.3. ApxuB MBOVY «/Ipine-Benenckas COIIl uMm. 3araeBa A.A.» co3naercsi B
HesiX XpaHeHHUs, ~KOMIUIEKTOBAHHS, Yyd4eTa M  HMCIOJNb30BAHMS JTOKYMEHTOB,
obpasyroumuxcst B mporecce aearensHoctd MBOY «/lpimne-Benenckas COLL um.
3araeBa A.A.» M 3aKOHYEHHBIX IENONPOU3BOJACTBOM JOKYMEHTOB MPaKTUYECKOIO
Ha3HAvYeHMsI, UX O0TOOpa M IMOJrOTOBKU K Iepefaye Ha XpaHEeHHe B MyHHUI[UIAIbHBIMN
apXuB.

1.4. B cBoeii paGoTe apxXHB IIKOJBI PYKOBOACTBYETCS 3aKOHOJATEILCTBOM 00
apxuBHOM Jiene B Poccuiickoil @enepauu, WHbIMM HOPMATHUBHBIMM [PABOBBIMH
aktamu Poccuiickoit ®enepauny, JOKAJIBHBIMM AKTaMH IIKOJBI M HACTOSALLUM
[Tonoxenuem.

1.5. Kontponp 3a nesrtenbHocTbio apxuBa MBOVY «/lpune-Benenckas COI
uM. 3araeBa A.A.» OCYIIECTBISIET AMPEKTOP, a B €€ OTCYTCTBHM 3aMECTHUTEINb
AMPEeKTOpa Mo Yy4eOHO-BOCIMTATEeNbHOW paboTe, KOTOpble O0eCneYuBalOT apXuB
HEOOXOAMMBIM [OMEIEHUEM U 000pYI0BAHHEM.

1.6. Henocpe,uci;B_eHuoe pykoBoJcTBO apxuBom MBOY «Jlpine-Beaenckas
COII unm. 3araea A.A.» Boznaraetcs MPHKa3oM AMpPEKTOpa Ha ceKpeTaps y4eGHOI
YacTH.
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2. CocTaB 1OKYMEHTOB apXuBa
2.1. ApxuBHBIE TOKYMEHTHI, ITOCTYNAKOIME Ha XpaHeHHe B apxuB MbOY
«/Ipmmae-Benenckas COIl um. 3araeBa A.A.» OTHOCATCS K MYHHUIMITAIBHOU
COOCTBEHHOCTH, HE TOJJIeKAT MPUBATU3AIMU, HE MOTYT OBITh OOBEKTOM MPOJIAXKH,
MEHBI, JAPEHUS, a TAK)KE MHBIX CJIEJI0K, MOTYIIIUX MPUBECTH K UX OTUYXKJECHUIO.
2.2. B apxuB MbBOVY «/lpimae-Benenckas COILL wum. 3araeBa A.A.»
MOCTYIAKOT:
2.2.1. ApxuBHBIE JTOKYMEHTHI, 0Opa30OBaBIIMECS B MpoIlecce NEATeIbHOCTU
IITIKOJIBI, BP€MEHHOT'0 XpaHEeHUs (HEOOXOIUMBIE B IPAKTUIECKOUN IEATEITLHOCTH).
2.2.2. ApxuBHBIE JOKYMEHTHI, OOpa30BaBIIMECS B TMPOIECCE NEATCTLHOCTH
IIKOJIBI.
2.2.3. JIOKYMEHTHI 110 JUYHOMY COCTaBY, OTPAXKaOUIUE TPYIOBbIE OTHOLIEHUS
paboTHHUKA ¢ pabOTOIaTeIIeM.
2.2.4. ApXvBHBIE JOKYMEHTBI TOCTOSTHHOTO XPaHECHMUSI.

3.3agaum u GyHKUMH apxXuBa.
3.1. OcnoBubiMHu 3amadamu apxuBa MBOVY «/lpimne-Benenckas COII um.
3araeBa A.A.»:

3.1.1. KoMriuiekToBaHuE JTOKYMEHTaMH, COCTaB KOTOPBIX MPEAyCMOTPEH
paznenom 2 Hacrosmero [lonoxenus.

3.1.2. OOecneueHne eAUHBIX TPUHLUUIOB OpraHU3alUMyd  XpaHEHUS,
KOMILUIEKTOBAHUS, YYETA U UCIIOIb30BAHUE aPXUBHBIX JIOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymiecTBiieHHE KOHTPOJIST 3a GopMUpOBaHUEM U O(POPMIICHHEM NI B
JIEJIOTIPOU3BOICTBE HIKOJIBI.

3.2. B COOTBETCTBHM C BO3JIOKEHHBIMM Ha HETO 3aJadaMd apXUB IIKOJIbI
OCYIIECTBIISICT ClIeYIOUE (PYyHKIIMU:

3.2.1. llpuHumaer mnocie 3aBEpIICHHS EIONPOU3BOICTBOM, YUUTHIBAET U
XpaHUT JOKYMEHTBI IIKOJIbI, 00paboTaHHBIE B COOTBETCTBHU C TPEOOBAHHSIMH,
YCTaHOBJIEHHBIMU 3aKOHOJATENLCTBOM 00 apXuBHOM Jiene B Poccuiickoit deneparuu.

3.2.2. OcymiecTBasieT y4eT U 00ecreynBaeT MOJHYI0 COXPAaHHOCTb MPUHSATHIX
apXMBHBIX JOKYMEHTOB, B TOM YHUCJIE 110 JIMTYHOMY COCTaBY.

3.2.3. TIpoBOOUT CBOEBPEMEHHOE YIOPAJIOUYCHHE AapXUBHBIX JOKYMEHTOB
(3KCTepTH3y MEHHOCTH, HAYYHO-TEXHUYECKYI0 0OpabOTKY, COCTABIICHHE OIUCEH H
T.J.).

3.2.4. OpranusyeTt UCHOJIb30BaHNUE TOKYMEHTOB:

- UHOOPMUPYET AIAMUHUCTPALIMIO U PAOOTHUKOB IIKOJBI O COCTABE U COACPKAHUU
JIOKYMEHTOB apXUBa;

- OecrlaTHO  TPENOCTABISIET  MOJIb30BATENIIM  APXUBHBIMM  JJOKYMEHTaMu
o OpMJICHHBIC B YCTAHOBJICHHOM IMOPSKE apXUBHBIE CIIPABKU WJIM KOMUU apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJICHUEM TPYIOBOr'O CTa)a, COLMAIBHOW 3alIUTON
rpakJaH, MpeaycMaTpUBarolIell WX MEHCUOHHOE O0ecreueHue, a TaKKe MOJy4yeHUE
JBIOT MW KOMIIEHCAIlMd B COOTBETCTBHM C 3aKOHOIATEeIbLCTBOM Poccuiickon
denepanuu;

- BBIJIACT B YCTAHOBJICHHOM IMOPSIAKE JeNia, JTOKYMEHThl WJIM KOIMWU JOKYMEHTOB B
HESIX CIYy)KEOHOTO W TMPaKTUYECKOTO HCIONb30BaHUS Il pabOThl B MOMEIICHHUH
apXuBa;



- BCIACT YUCT UCIIOJIb30BAHUA JOKYMCHTOB, XPAHAIINXCA B apXUBC.

4. IlpaBa ¥ OTBETCTBEHHOCThH

4.1. Jlna BBINIOJIHEHUS BO3JIOKEHHBIX 33/1a4 U (DYHKUUHU JIMIIO, OTBETCTBEHHOE
3a BEJICHUE apXMBa IIKOJIbI, UMEET MPABO:

4.1.1. KoHTponupoBaTh BBHIMOJHEHUE YCTAHOBJICHHBIX MpaBUil PadOTHI C
JOKYMEHTaMH B IIKOJIBI.

4.2. JIu1o, OTBETCTBEHHOE 3a BEACHHUE apXMBa IIKOJIbl, HECET OTBETCTBEHHOCTh
3a BBINIOJIHEHHE BO3JIOXKEHHBIX Ha apXUB 3a/1a4 U (PYHKIUH.

4.3. 3a yrpaTy ¥ MNOpYy AOKYMEHTOB [IOJDKHOCTHBIC JIAIA YUPEKICHUS
(pyKOBOIMTENL YUYPEKIEHUS W JIMIO, OTBETCTBEHHOE 3a BEIAEHUE apXuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C ACHCTBYIOIIUM 3aKOHOATEIHCTBOM.

5. KomIuieKkTOBaHHEe apXuBa

5.1. TloaroroBka IOKYMEHTOB K IN€peladye B apXUB IIKOJbl  BKJIKOYAET
HKCIEPTHU3Y HAYYHOM M MPAKTUYECKOM LIEHHOCTU JIOKyMEHTOB, OQOpPMIICHHE [,
COCTaBJICHUE OIHCH.

5.2. DKcneprr3a HEHHOCTH JOKYMEHTOB.

5.2.1. Okcnepru3a IIEHHOCTH JOKYMEHTOB - ONpEAEIICEHUE LEHHOCTU
JIOKYMEHTOB C LEIbI0 0TOOpa UX HA XPaHEHUE U YCTAHOBJIEHUE CPOKOB XPaHEHUSI.

DKCnepTu3y LEHHOCTH JOKYMEHTOB B IIKOJIE OCYIIECTBISAET IOCTOSHHO
JENCTBYIOLIAs YKCIIEPTHAsT KOMUCCHSL.

5.2.2. DkcnepTHas KOMUCCHS HA3HAYAETCs MPUKA30M JUPEKTOpa WIKOJbL. B
COCTaB DKCIMEPTHOM KOMHUCCUU BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHUCIE
B 00513aT€IbHOM MOPSAKE JIULI0, OTBETCTBEHHOE 32 BEJICHUE apXUBA IIKOJIbI.

DKCnepTHas KOMHUCCHUSI Ha 3aCeJaHUsAX PACCMATPUBAET: HOMEHKIATYpPY Ml
IIKOJIbI, OMHCH Ji€J TOCTOSHHOT'O XpaHEHHs M 1O JMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BBIACIIIEMbIE K YHUUTOKEHUIO.

5.3. Opopmnenue nemn.

5.3.1. Jlena TOCTOSIHHOTO XpaHEHUS MOJUIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMH HUTKaMH. JIUCTBI HyMepylOTCSI B MpaBOM BEPXHEM YTy MPOCTHIM
KapanjaamoM. KonnyecTBo JIMCTOB B KaXAOM Jelie He JNO/DKHO mpeBblmarsk 250. B
KOHIIE JIeJ1a HA OTJEJILHOM JIMCTE COCTABIIIETCS 3aBEPUTENIbHASL HAIIUCh.

5.3.2. Ha 00n0Ke 1€l MOCTOSHHOTO XPaHEHHUs JIOJDKHBI ObITh IPOCTaBIICHBI

CIICAYIOLIUE PEKBU3UTHI: HAaUMEHOBAHHE OOpa30BAaTEJILHOTO YUPEXKIECHUsS, HOMEP
(MHIEKC) Jema IO HOMEHKIATYpe, 3arojiOBOK JIeld, KOJIMYECTBO JIUCTOB, CPOK
XpaHEHMsI UJIM OTMETKA «XPAHUTh [TOCTOSTHHO», HOMEP (hOHAA, OMKCH, JeNa.
5.3.3. Ilo oKOHYaHMM JAETONPOU3BOACTBEHHOIO Iojla B OPOPMIICHHBIE OOJIOKKU J1ENd
MOCTOSIHHOTO XPaHEHUS BHOCATCA HEOOXOAMMBIE YTOYHEHHS: B 3arojoBKH Jell,
CoZiepXKallluX pPacIoOpIUTEIbHbIE JOKYMEHTBl (IIPHUKa3bl, MPOTOKOJIbI), BHOCATCS
HOMEpPA; €CJIH JEJI0 C MEPENUCKOM COCTOUT M3 HECKOJBKHUX TOMOB, B KaXJOM TOME
YKa3bIBA€TCSd KOPPECIOHACHT, aBTOp, TEPPUTOPHS, Ipyrue AaHHble. B Kaxmom Tome
yKa3bIBaeTcs gaTta (4Mcio, Mecsl, rojl) Hayaiaa U OKOHYAaHMs JaHHOTO Toma. TOYHbIe
JaThl TPOCTABJISIOTCS Ha OOJIOKKax JUisi OBICTPOrO IMOMCKAa JOKYMEHTOB B
MOCJEAYIOIIEM; M3 3aBEpUTENIbHOM HaANMCH Ha OOJOXKY Jelda BBIHOCUTCSA
KOJIMYECTBO JIMCTOB B JIEJIE.



5.3.4. Hagnucu Ha O00JOXKKax JeNl TMOCTOSHHOTO M JOJTOBPEMEHHOIO
XpaHEHUs CIeAYET MPOU3BOAUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

5.3.5. lnsg ydyera KOJIMYECTBA JIMCTOB B Jieie U (PUKcAIMU OCOOCHHOCTEH HX
HyMEpallui Ha OTAEILHOM JINCTE COCTABIISIETCS 3aBEpUTEIbHAS HA/IUCh.

B 3aBeputenbHOM HAANMMCHU YKa3bIBA€TCS KOJMYECTBO JUCTOB (Iudpamu u
MPOIKChI0) B Jele. 3aBepuTesbHAs HAAMUCh TOJIMUCHIBAETCS COCTABUTEIEM C
YKa3aHUEM €r0 JOHKHOCTH U JaThl COCTABJICHUSI.

5.3.6. BHyTpeHHsiI ONUCh COCTABISICTCS K Je€jJaM IOCTOSHHOTO |
nonroBpeMeHHoro (cseime 10 5et) cpoka XpaHeHus, CHOPMHUPOBAHHBIM IO
Pa3HOBUAHOCTSIM JTIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PaCKpPhIBAIOT KOHKPETHOE
coJiepKaHre TOKYMEHTOB (0C000 IIEHHBIE, IMYHbIC Jea U JIp.).

5.3.7. lena BpeMeHHOTO XpaHeHUs 0(OPMIISIOTCS YIPOIIEHHO:

OHM HE TOJIIMUBAIOTCSA, JUCThI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha O0JIOXKKAX He
MPOU3BOJIUTCS, OMHUCU HA JIeJla HE COCTAaBIISIFOTCS, YYET BEIETCS 10 HOMEHKJIATYpe
JEI.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOT'O CPOKa XpaHEHUSI.

5.4.1. Onucu cOCTaBISIOTCS Pa3lesIbHO Ha JieJla NOCTOSHHOIO XPaHEHHs MO
OCHOBHOM JICSITEILHOCTH U Ha Jieja MO JUYHOMY COCTaRBYy.

5.4.3. Onucu COCTaBIAIOTCS J1€JIONPOU3BOIUTEIIEM.

5.4.4. Onuce BeAeTcs B €UHON BAJIOBOM HyMEpalMU B T€UEHUE HECKOJIbKHX
JIeT .

5.4.5. Ha pnena ¢ UCTEKIIUM CpPOKOM XpaHEHHUS COCTaBIISIETCS aKT 00
YHUYTOXKECHUHU.
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