MYHUIIUIAJBHOE BIO/UKETHOE OBILLIEOBPA3OBATEJ/IBHOE YYPEXKJIEHHUE
«MAXKETHUHCKAS CPEHAA OBIIE OBPA3OBATEJIBHAS LIKOJIA»

COI'JTACOBAHO
[Tenaroru4ecKHM COBETOM YTBEPKI
MBOY «Maxkerunckas COLL» JupexTop ]
nporokos Nel ot 28.08.2018r. Baxnnos J1
ITos10:keHE € 00 apXHBe
1. O0mue Noa0KEHHUS

1.1. Tlonoxkenue 06  apxuBe  MyHHIMIIAIBHOIO O10/IKETHOIO

00111e00pa30BaTEILHOTO y4peKAEHHUS «MaxKeTHHCKas cpeaHss

001e06pa3oBaTeIbHas IIKOJIA) (nanee — [TonoxeHue), pa3pabOTaHO B COOTBETCTBUH
¢ DenepalibHBIM 3aKOHOM «O6 apxWBHOM JeJie B Poccuiickoni @enepauuu» OT
72102004 Ne 125-®3, MeToAnYECKUMI PEKOMEHJAIMAMA  HO pabore C
IOKyMeHTaMH B 00111e00pa3oBaTe/IbHbIX yPCeHICHUAX.

1.2. Hactosmee ITonokeHue pa3paboOTaHO B LEAX:

— COBEpILUEHCTBOBaHMs JACATEJIBHOCTH B chepe OpraHusalMud  XpaHCHHI,
KOMILIEKTOBAHMs, y4eTa W WCIIONBb30BaHUs ApXUBHBIX IOKyMEHTOB MbOVY
«Maxxetunckas COILL»; |

— pallMOHAJBHON OpraHu3alKMy JOKYMEHTALHOHHOTO o6ecnedyenuss B MbOVY
«Maxxkerunckas COILLD.

1.3. Apxus MBOY «MaxkeTHHCKas COILl» co3xgaercsi B LEJIX XpaHEHUs,
KOMIUIEKTOBAHMS, y4eTa U MCIIONb30BaHUs NOKyMEHTOB, o6pasyroIuxcs B rpouecce
nesitennbHOocTH MBOY «MaxkeTHHCKas COIll» ¥ 3aKOHYEHHBIX JEJIONPOU3BOACTBOM
JIOKYMEHTOB NPaKTHYECKOro HasHaICHHMS, 1X orGopa ¥ MOATOTOBKH K Iepejate Ha
XpaHEeHHE B MyHHLUIATBHbIA apXHB.

1.4. B cBoeii paGore apXwB LIKOJBI PYKOBOACTBYCTCHA 3aKOHO/IaTeNbCTBOM 00
apxHBHOM Jelie B Poccuiickoii Deneparyii, MHbIMM HOPMAaTHBHBIMU IIPABOBBLIMH
axtamyu Poccuiickoit @ejepaly, JIOKalbHBIMM aKTaMH LIKOJBL 1 HACTOS LM
[TonoxeHHueM.

1.5. KonTponp 3a JIesATe/IbHOCTBIO “pXHBA MBOY «Maxxkerunckas COLL
OCYILLECTBISIET AUPEKTOp, @ B €€ OTCYTCTBUH 3aMeCTUTENb JUpeKTopa Mo y4eOHO-
BOCIIMTATeNbHOM  paboTe, KOTOpble — oOecrevynBaioT — apXub He00XO0/IMMBIM
rroMelleHueM 1 000pyAI0BaHHEM.

1.6. HernocpeacTBEHHOE PYKOBOJACTBO apXHBOM MBOY «Maxketurckas COLL»
BO3JIaraeTcs MPUKa30M JUPEKTOpa Ha CeKpeTaps yuyeOHON YacCTH.

2. CocTaB IOKYVIEHTOB apXHBa
2.1. ApXHBHbIE JOKYMEHTbI, MOCTYMNAOLHe HA XPAHCHHUC B apxus MbOY
«Maxxetunckas COILLD» OTHOCATCA K MYHMLHIIaNBHOM COOCTBEHHOCTH, HE MOICKAT



[MPUBATH3ALUH, HE MOTYT OBITh O0OBEKTOM ITPOJIAXKH, MEHBI, JAPEHHUs, a TAKKE HHBIX
C/ICJIOK, MOT'YIIIUX MPUBECTH K UX OTYYIKIEHHIO.
2.2. B apxus MBOV «Maxxerunckass COILl» nocrynaror:

2.2.1. ApxXuBHBIE JOKyMEHTBI, 00pa30BaBIIMeCs B MNpOIECCe ACATEIHHOCTH
LIKOJIbI, BPEMEHHOI'0 XpaHeHus (He00X0AuMbIe B IPAKTHUECKON JeATeILHOCTH ).

2.2.2. ApxuBHBIE JOKYMEHTBI, 00pa30BaBLIMECS B IPOLIECCE JAEATENbHOCTH
LIKOJIBI.

2.2.3. JIOKyMEHTHI 10 JINYHOMY COCTaBY, OTPaXKaIOIIHe TPYAOBbIe OTHOLICHHS
paboTHHKa ¢ paboTomaresnem.

2.2.4. ApXuBHBIE IOKYMEHTBI IIOCTOSHHOIO XpaHEeHHS.

3. 3apaun u pyHKuMH apxuBa.

3.1.  OcHoBHBIMH 3amauamu apxuBa MBOY «Maxkerunckast COLLy:

3.1.1. KomIuieKroBaHne JOKyMEETaMH, COCTaB KOTOPBIX [peayCMOTpeH
paszgesiom 2 HacTtosiero [lonoxeHus.

3.1.2. OGecneyeHue eNMHBIX [PHHLUMIOB OpPraHU3allAd  XpaHeHws,
KOMIUIEKTOBAHUS, Y4€Ta U UCIOIb30BaHHE apXUBHBIX TIOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcyiuiectBiieHre KOHTPONs 32 GOpMHUPOBaHUEM M ODOPMIICHHEM e B
JI€JIONPOU3BO/ICTBE IIIKOJIBI. .

3.2. B COOTBETCTBHH C BO3JIOKEHEBIMH HA HEro 3alavyaMH apXHB LIKOJIbI
OCYILIECTBIISET Cleaylolue QYHKIUHU:

3.2.1. IlpuHuMaeT mocie 3aBepLIeHHs ACNONPOM3BOACTBOM, YYUTHIBAET M
XPaHUT JIOKYMEHTBI ILIKOJbI, 0OpaboTaHHBIE B COOTBETCTBHH C TpeOGOBAHHSIMH,
YCTaHOBJIEHHBIMH 3aKOHOJATEIbCTBOM 00 apxuBHOM Jene B Poccuiickoit ®enepanmu.

3.2.2. OcymecTBiseT y4eT U 00eCIeunBaeT MOMHYIO COXPAHHOCTh MPHHSITHIX
apXUBHBIX JOKYMEHTOB, B TOM YHUCJIE 10 JINYHOMY COCTaBY.

3.2.3. TIpoBOXHT CBOEBpEMEHHOE YIIOPSOYEHHE APXHMBHBIX JOKYMEHTOB
(OKCIepTH3y LEHHOCTH, HayYHO-TEXHHYECKYI0 00paboTKy, COCTaBleHHE ONMMceil 1
T.1.).

3.2.4. Opranusyer UCII0JIb30BaHHE JOKYMEHTOB:

- MH(QOPMHUPYET aJAMHMHHCTPALMIO U PabOTHHKOB IIKOJBI O COCTaBE M COMEpPIKaHUHM
JTIOKYMEHTOB apXUBa; )

- OecrlaTHO ~ NPEAOCTaBIAET  MONB30BATENSAM  apPXHUBHBIMH  JIOKYMEHTaMM
O()OPMJIEHHEBIE B yCTAaHOBJIEHHOM IIOPSi/IKE @PXHBHBIE CIIPABKH HJIM KOMHMH apXHBHBIX
JOKYMEHTOB, CBSI3aHHbBI€ C YCTAHOBJIEHHEM TPYJIOBOI0 CTaXKa, COLMAILHON 3alUTO
rpaxkaiaH, NpelycMaTpUBAIOLICH MX IEHCHOHHOE o0ecCredeHHe, a TakKe IOJydeHHe
JbrOT W KOMIIEHCAllMH B COOTBETCTBHM C 3aKOHOMJATEILCTBOM PoccHitcKoi
Denepaumu;

- BbIIA€T B YCTAHOBJICHHOM IIOpsIIKE Zela. JOKYMEHTbl WJIM KOMHH JOKYMEHTOB B
LeJIssX CIy)KEOHOro M INpakTHYeCKOro MCIONb30BaHUS A paboThl B IIOMELICHHH
apXuBa;

- BEJICT Y4€T HCII0JIb30BaHUsl JOKYMEHTOB, X PaHSIIIUXCS B apXUBE.

4. IlpaBa M 0OTBETCTBEHHOCTh
4.1. Iy BBINOJHEHHS BO3JIOKEHHBIX 3aJlad U QYHKLMH U0, OTBETCTBEHHOE
3a BEJIEHWE apXuBa ILKOJIbl, UMEEeT IPaBo:



4.1.1. KourponupoBaTh BbIMOJIHCHHC yCTAQHOBJIEHHBIX TPaBHII paboThl C
JOKyMEHTaMH B IIKOJBbI.

4.2. JIu1o, OTBETCTBEHHOE 3a BEJICHHE apX1Bd [IKOJIbl, HECET OTBETCTBEHHOCTD
12 BLIOJIHEHYE BO3JIO)KSHHBIX Ha apXuB 3ajat 1 (hyHKLHH.

43. 3a yrpary M Topuy AOKyMEHTIOB JOJDKHOCTHBIE JIMI@ YIpeAACHHA
(pyKOBOAMTENb YUPEKACHHA H IMI1I0, OTBETCTBEHHOE 32 BEJICHHC apXuBa) HecyT
OTBETCTBEHHOCTH B COOTBETCTBHH C JIEHCTBYIOLLMM 3aKOHOIATEIECTBOM.

5. Komnuiekropanne apxmnBa

5 1. TloAroToBKAa IOKYMEHTOB K mepejade B apXHUB IIKOJBI  BKIIOYACT
JKCIIepTH3y HAy4HOH U MPaKTHIECKOM LEHHOCTH JIOKyMEHTOB, O(QOpMJICHHC CH,
COCTABJICHUE OIUCH.

5.2. DKcrepTH3a LIEHHOCTH AOKYMEHTOB.

52.1. Dkcrepru3a LEHHOCTH JIOKYyMEHTOB = onpejeneHyue [EHHOCTH
[IOKYMEHTOB C 11€JIBIO oTGOpa X Ha XpaHeHHe U yCTaHOBJICHHL CPOKOB XPaHEHMUS.

JKcrepTu3y LEHHOCTH [OKYMEHTOS B IKOJIE OCYILECTBJsAeT MMOCTOAHHO
nefCcTBYIOLIAs IKCIIEPTHA KOMMCCHS.

5.2.2. DKcriepTHAs KOMUCCHS Ha3HATacTCs MPUKA30M JMPEKTOpa LIKOJIbI. B
cocTaB DKCIEPTHOM KOMHUCCHHU BKIIIOHAIOT FE MeHee TpeX COTPYIHHUKOB, B TOM HHMCIIC
5 06s3aTeIbHOM MOPSZIKE JIULO, OTBETCTBEHHOE 34 peJieHue apXuBa IKOJIbI.

JKcriepTHAs KOMHCCHs Ha 3ace/laniix paccMaTpuBaeT: HOMCHKIATYPY aed
[IIKOJIBI, OMMCH Jiell TMOCTOSHHOTO XpaHeHuss ¥ MO JIHIHOMY cocraBy, aKkTbhl Ha
JIOKYMEHTBI, BBIICJIACMBIC K YHUYTOIKEHHUIO.

5.3. ObopmiieHHE ACI.

53.1. Jlena TOCTOSHHOIO XPaHCHHA [OAIIUBAIOTCS B TBEPIAYIO 00J0KKY
CypOBBIMM HHUTKaMH. JlicThl HyMepyloTcs B IPaBOM BEPXHEM yray [pOCThIM
KapaHIalloM. KoIuuecTBO JIMCTOB B KaXJIOM neje He JOJKHO MPEeBhIIATH 250. B
KOHIIE JIeNa Ha OTEIbHOM JINCTE COCTABIIACTCS 3apepuTeIbHask HaAMUCh.

5 32. Ha ob10%Ke JeJl MOCTOSHHOrO XpaneHH: JIOJKHBI OBITH MPOCTABIICHD!

cleylolye PeKBUSUTEL HAMEHOBaHHe O00pa30BaTENIBHOTO yUPEKACHHA, HOMEP
(uHaexc) Jena 1o HOMEHKJIaType, 3aroJioBox Acia, KOJTWYeCTBO JIMCTOB, CPOK
XpaHEHHS UM OTMETKA «XPaHHTh OCTOAHHO», HoMep GOHA], OMKUCH, AC]Id.
5.3.3. [lo oxoH4YaHHH J1eJI0NIPOU3BO/ICTBEHHOIO rojid B odopmiIeHHbIE 00JIOKKH A
[IOCTOSIHHOTO XpaHEHHsi BHOCATCH HeoGXOMMMBIE YTOUHEHHMs: B 3aroJIOBKH L,
cozlepKalliiX PacropsHTE/IbHBIC JOKYMEHTBI (TpHKas3bl, [IPOTOKOJIbI), BHOCSTCS
HoMepa; eclid e C [IepenuCcKON COCTOUT M3 HeCKOJIbKHX TOMOB, B KQKIAOM TOME
yKa3bIBaeTCsi KOPPECHOHICHT, aBTOD, TEpPHUTOPWsI, APyrue AaHHBIC. B kaxjoM TOME
yKa3plBaeTCs JaTa (4mcno, Mecsll, roll) Hadana 1 OKOHYAHMS JaHHOTO ToMa. TOo4YHbIC
[aThl TPOCTABJIAIOTCS Ha o6IIOKKaX JuUIsi  OBICTPOro  IMOMCKd JIOKYMEHTOB B
[ocienytomem; H13 3aBEPUTENILHON  HAAMKCH  Ha OGJIOXKKY Jlela BBIHOCHTCH
KOJIMYeCTBO JUCTOB B JICJIEC.

53.4. Hamgmucu Ha OOJOXKKax JI€ OCTOSIHHOTO M JOJIrOBPEMEHHOTO
XpaHeHHs ClielyeT MPOU3BOAUTD 4eTKO, C3ETOCTOMKMMH YEpHHUIIAMHU.

5.3.5, Jlns y4era Koiu4ecTsa JMCTOB B nene ¥ UKcauuu 0coOeHHOCTEN X
HyMepaLyy Ha OTAeIbHOM JIHCTE cocTaBnseTcd 3aBepuTesibHas HaAINUCh.



B 3aBepUTEIbHOM HAANMKMCH YKA3bIBAcTCS KOJNMYECTBO JIMCTOB (UH(ppamMu H
MpONKUChIO) B Jelie. 3aBepuTesibHas HaAMKCh MOANMCHIBAETCS COCTaBUTENIEM C
yKa3aHHEM ero JO/DKHOCTH M JaThl COCTaBIICH M.

5.3.6. BuyTpeHHss OMNHCh COCTAEJIAETCS K JellaM  IIOCTOSHHOTO U
nonroppemMenHoro (ceimie 10 Jier) cpoxa XpaHeHHs, C()OPMHUPOBAHHBIM [0
Pa3HOBHAHOCTSM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKPBIBAOT KOHKPETHOE
colepyKaHue JOKyMeHTOB (0c000 IeHHBIE, IMUHBIE Jeja | Ip. ).

5.3.7. Jlena BpeMEHHOT'0 XpaHEeHHsI OQOPMIISIOTCS YIIPOLIECHHO:

OHM He IMOJIIMBAIOTCS, JUCTHI B HUX HE HYMEpYIOTCs, YTOUHEHHE Ha 00JIOKKaX He
MPOU3BOJUTCS, ONUCU HA Jiejla He COCTaBJIsIOTCS, Yy4eT BEIACTCA 10 HOMEHKIATYpe
nel.

5.4. OnucaHue JOKYMEHTOB ITIOCTOSIHHOI'O CpOKa XpaHEHMS.

5.4.1. OnucH COCTaBJAIOTCS pa3felibHO Ha Jeljia MOCTOAHHOTO XpaHEHHs I10
OCHOBHOM JIeSITEJIbHOCTH U Ha JieJia 110 IMYHOMY COCTaBy.

5.4.3. OnucH COCTaBIISIIOTCS JE/IONPOK3BOAUTEIIEM.

5.4.4. Onuck BeleTcs B €IUHOM BaJlO30H HyYMEpalHuHd B TEUYCHHE HECKOJIBKHX
JeT .

5.4.5. Ha mena ¢ HCTEKIIMM CpOKOM XpaHEHMsl COCTaBjsercst akt o0
YHUYTOXKEHHH. .



	Page 1
	Page 2
	Page 3
	Page 4

