«’KapukoBckasi cpexHsisi 061eo6pa3oBaTebHast IIKOIA
IIorpaHM4HOro MYHHIHNIANLHOrO paiioHa»

Ilonoxkenne 06 apxuBe

1. O0mue nosioKeHUst

1.1. Tlonoxenne 06 apxuse MBOY «XKapukosckas COLLl [IMP» (sanee — Ilonoxenue),
pa3paboTaHo B cootBeTcTBHM ¢ DenepansHbiM 3akoHOM «O6 apxuBHOM fene B Poccuiickoii
Denepaunny o1 22.10.2004 Ne 125-P3, MeTomuyecKMMH pEKOMEHIAIMAMH 1O paboTe c
JNOKYMEHTaMH B 0011€00pa30BaTENbHBIX YUPSKIACHHUSIX.

1.2. Hacrosimee [Tonoxenue pa3paboTaHo B LENsX:

- COBEPLICHCTBOBAHHS JEATENBHOCTH B c)epe OpraHU3aLMi XPaHCHWUA, KOMILIEKTOBAHHSI, y4eTa
W UCNOJB30BaHUA apXuBHbIX NOokymMeHToB MBOVY «Kapukosckas COILl TIMP» (manee no
TEKCTY — YUpexaeHue),

- PAUMOHANIBHOH OPraHU3alyM N0KYMEHTALHOHHOr0 00€eCTieYeHHs B YUPEXKACHHH.

1.3, ApxuB VYupexJeHMs CO3Ma€TCs B LEJASX XPAaHEHWs, KOMIUIEKTOBaHHsA, yueTa H
MCTIONB30BaHKMsT OKYMEHTOB, 00pa3ylolMXCsi B TPOLECCE NEATENLHOCTH YUpexaeHHs |
33aKOHYEHHBIX [IEJIONPOU3BOACTBOM [OKYMEHTOB NpPAaKTHYECKOTO HA3HAUeHMs, MX OoTOopa H
MOJArOTOBKH K MEPEaye Ha XPaHEHHE B MYHULMNATIbHBIA APXUB.

1.4. B cBoeii paboTe apxuB YupexneHHs PyKOBOACTBYETCS 3aKOHONATENLCTBOM 00 apXMBHOM
nene B Poccuiickoii @enepauiy, HHBIMM HOPMATHBHBIMM TIPaBOBBIMH aKTaMM Poccuiickoii
Denepanuy, JOKATbHBIMA aKTAMH YUPEKACHHSA U HACTOALINM [10/10)KEHHEM.

1.5. KoHTpons 3a nesATEeNbHOCTBIO apXMBa YUPEXAECHHS OCYLUIECTBIAET AUPEKTOP, a B €6
OTCYTCTBMM  3aMECTUTENh IUpeKTOpa 10 YyueOHO-BocnMTaTenbHOW pabore, KOTOpbIE
00ecneunBaloT apxHB HEOOXOAMMBIM [IOMEILEHHEM M 060PY10BaHUEM.

1.6. HemocpecTBEHHOE PYKOBOJCTBO apXMBOM YUPEXKIEHHS BO3NAraeTCs MPHKA30M JHPEKTOpa
Ha CTIELMaIKCTA 110 KajipaMm.

2. CocraB JOKYMEHTOB apxuBa
2.1. ApxuBHbIE TOKYMEHTHI, TIOCTYNAIOIIHE HA XPAHEHHE B apXHMB YUPEKICHHS, OTHOCATCH K
MYHMLMNATbHOH COOCTBEHHOCTH, HE MOMIEXAT NPUBATH3ALMH, HE MOrYT OBITH OOBEKTOM
[PONXXH, MEHBI, IAPEHHUS, & TAKXKE MHBIX CHEJIOK, MOTYIIMX MPHBECTH K UX OTYYXKICHHMIO.

2.2. B apxuB YupexaeHus NOCTYNAKOT:

- QPXMBHbIE JOKYMEHTBI, 00pa30BaBLIHECS B MPOLIECCE AEATENBHOCTH YUPEKIEHUS, BDEMEHHOIO
XpaHeHHUs (HEOOXOIMMBIE B MPAKTUYECKOM AEATEIBHOCTH ),




- APXUBHBIC TOKYMCHTHI, 06pa30BaBI_HI/ICC$I B IIpOLECCC NACATCIIbBHOCTU yqpe)KI[CHI/IH;

- JOKYMEHTBI TI0 JIMYHOMY COCTaBY, OTpPa)KaroOIUE TPYJIOBbIC OTHOIICHUS pPaOOTHUKA C
paboToaarenem,

- APXUBHBIC TOKYMCHTLI ITIOCTOAHHOI'O XPAaHCHUA.

3. 3agaum u PyHKIMHU apXuBa

4,
3.1. OCHOBHBIMHM 3a7ja4aMU apXuUBa Y UPESHKICHHUS

- KOMIUIEKTOBaHUE JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3iesioM 2 HACTOSIIETO
ITonoxenus;

- obecrieueHHe CAWHLIX TMPUHOUIIOB OpraHu3allui XpaHCHHUA, KOMIUICKTOBAHHA, Y4Y€Ta U
HCIIOJIb30BAHUC APXUBHBIX JOKYMCHTOB, HX COXPAHHOCTHU;

- OCYUIECTBJIEHUE KOHTPOJS 3a (OPMUPOBAHHMEM U OPOPMIICHHEM JeNl B JIEIONPOU3BOJICTBE
YupexaeHus.

3.2. B COOTBETCTBMU C BO3JIO)KCHHBIMH HA HETO 33Ja4aMH apXHUB YUPEXKICHHS OCYIIECTBIIAET
cnenyroomue GyHKIUU:

- MNPUHHUMACT TIO0CJIC 3aBCPHICHHSA ACJIONPOU3BOJACTBOM, YUUTBIBACT W XpPAHUT HAOKYMCHTHI
VYupexxaenus, o0paboTaHHblE B COOTBETCTBUM C  TpPEeOOBAHUSAMH, YCTAHOBJICHHBIMU
3aKOHOAATENLCTBOM 00 apxuBHOM jene B Poccuiickoit denepanuu;

- OCYIIECTBIISIET YYeT U 00eCcTieunBaeT MOJHYI0 COXPAHHOCTh MPUHSATHIX aPXUBHBIX IOKYMEHTOB,
B TOM YHCJI€ TI0 JITYHOMY COCTaBY;

- TPOBOJMUT CBOEBPEMEHHOE YIOPSAOYEHUE APXHUBHBIX JOKYMEHTOB (IKCIEPTHU3Y LEHHOCTH,
Hay4YHO-TEXHUUYECKYI0 00pabOTKy, COCTaBIIEHHE ONUCEN U T.11.);

- OpraHu3yCT UCIIOJIB30BAHUC TOKYMCHTOB:

- UHGOPMUPYET AJMUHHUCTPALMI0O U PAOOTHUKOB YUpPEXKIEHUS O COCTaBe M COJEp)KaHUU
JIOKYMEHTOB apXHBa;

- OecIUIaTHO NPEIOCTaBISET IOJB30BATENSIM APXUBHBIMU JOKYMEHTaMH O(OpPMIICHHbIE B
YCTAHOBJICHHOM HOPAAKE APpXUBHBIC CIIPABKU WJIM KOIIHMKU aPXUBHBIX JOKYMCHTOB, CBA3aHHBIC C
YCTAHOBJICHUEM TPYIOBOTO CTa)a, COLMAIBHOM 3alUTON TpakaaH, MPeayCMaTPUBAIOIICH UX
MIEHCUOHHOE O0ecreueHne, a TakkKe TMOJTYYeHHE JIbFOT W KOMIICGHCAllMd B COOTBETCTBUU C
3aKOHOJaTesIbcTBOM Poccuiickoit denepannu;

- BbIJACT B YCTAHOBJICHHOM HOPSAAKC [OC€Jia, JOKYMCHTBHI HJIM KOIIMHU AJOKYMCHTOB B LCJIAX
CJ'Iy}KC6HOFO " IPaKTUYCCKOT'O MCITIOJIB30BaAHUA JJIA pa6OTBI B IIOMCHICHUHN apXHWBa,

- BCACT YUCT UCIIOJIb30BaHUA JOKYMCHTOB, XPAHAIIUXCA B ApXUBC.

4. TIpaBa 1 OTBETCTBEHHOCTh

4.1. 15151 BBITTOJTHEHHUS BO3JIOKEHHBIX 3a/1a4 U (PYHKIUH JTUI0, OTBETCTBEHHOE 32 BEJICHUE apXHBa
VYupexxaeHus, UIMEeT MpaBO KOHTPOJUPOBATH BBINOJHEHHE YCTAHOBJICHHBIX IPaBUI pabOThHI ¢
JOKYMEHTaMU B YUpPEKICHUN;

4.2. JIuno, OTBETCTBEHHOE 3a BEJCHHE apXuBa YUPEKICHUS, HECET OTBETCTBEHHOCThb 3a
BBITTOJTHCHUE BO3JIOKEHHBIX HA apXUB 33/1a4 M (PYHKIIUH.



4.3. 3a yrpary U MOpYy JOKYMEHTOB JOJDKHOCTHBIE JIMLA YUpEkKIACHUs (PyKOBOJIMUTEIb
YUpeXJACHUS ¥ JIMIO, OTBETCTBEHHOE 3a BEJIEHHWE apXWBa) HECYT OTBETCTBEHHOCTh B
COOTBETCTBHUHU C JICUCTBYIOIIUM 3aKOHOAATEIILCTBOM.

5. KomniekroBanue apxuBa

5.1. [TogroroBka 1OKyMEHTOB K IE€peaye B apxXuB YUPEeKACHUS BKIIOYAET SKCIIEPTU3Y HAYUHOU
Y IPAKTHUYECKOHN IIEHHOCTH IOKYMEHTOB, O(hOpMIIEHHUE JIeT, COCTABIICHUE OIHCH.

5.2. DxcnepTr3a IEeHHOCTH JOKYMEHTOB.

5.2.1. Dxcneptusa LIEHHOCTH JIOKYMEHTOB - OIpPEJIEICHHE IIEHHOCTH JOKYMEHTOB C LEJbIO
0TOOpa MX HA XPaHEHHE U YCTAHOBJICHNE CPOKOB XPaHEHHUS.

DKCHepTu3y LIEHHOCTH JIOKYMEHTOB B YUpPEXKIEHUU OCYILECTBISET MOCTOSHHO JEHCTBYOLIAS
JKCIEPTHAsE KOMUCCHSL.

5.2.2. DxcnepTHas KOMMCCHS Ha3HayaeTcsl IPUKa30M JupeKTopa YupexaeHus. B coctas
DKCIepTHOM KOMHMCCUU BKJIIOYAIOT HE MEHEEe TPeX COTPYJHHKOB, B TOM YHCIE B 00s3aTE€IbHOM
MOPSAJIKE JIUI0, OTBETCTBEHHOE 3a BEJICHUE apXUBa Y UpeKICHUS.

SKCHCpTHaﬂ KOMHUCCHA Ha 3aCCHaHUAX PACCMATPUBACT: HOMCHKIIATYPY ACJI yIIpe)KI[eHI/Iﬂ, OIINCH
ACJI IOCTOSIHHOI'O XpaHCHUA KW IO JIMYHOMY COCTaBYy, aKTbl Ha AOKYMCHTBI, BBIACIISACMBIC K
YHUUTOKCHUIO.

5.3. OdopmieHue ae.

5.3.1. Jlena mMOCTOSSHHOI'O XpaHEHMs MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY CYpOBBIMH HUTKaMHU.
JIuctel HyMepyroTCS B MPAaBOM BEPXHEM YINIy HPOCTHIM KapaHpaamom. KomndecTBo JHMCTOB B
Ka)KJ0M JIeJi€ He NOJDKHO mpesbimath 250. B koHIE Aena Ha OTAENBHOM JIMCTE COCTaBIISETCS
3aBepUTEeIbHASI HAIUCH.

5.3.2. Ha 00moxKke aea TOCTOSHHOTO XPaHEHHs OJDKHBI OBITh MPOCTABICHBI CIICIYIOIIHE
PCKBU3UTHI: HAWMMEHOBAaHHE O00pa30BATEIIBHOTO YUPEXKICHUS, HOMEep (MHICKC) Jela o
HOMECHKJIATypE, 3aroJIOBOK [Ie/la, KOJHUYECTBO JIMCTOB, CPOK XPAHEHHS WM OTMETKA «XPaHHUTh
MTOCTOSTHHOY, HOMEp (poHIa, OTHCH, Jea.

5.3.3. Ilo okxoH4YaHHH ACJIIOIIPOU3BOJACTBCHHOI'O TroJa B O(bOpMJ'IeHHBIC 00JIOKKH ACII
MMOCTOAHHOI'O XpPaHCHUA BHOCATCHA H€06XOI[I/IMI)IC YTOUHCHHA: B 3arojIOBKU J€J, COACPIKAIINUX
pacniopsAAUTCIbHBIC JTOKYMCHTLI (npmcasm, HpOTOKOJIBI), BHOCATCA HOMEpa;, cCJIr A€o0 C
HCpGHI/ICKOI\/II COCTOUT M3 HCCKOJBKUX TOMOB, B KaXXJIOM TOMC YKa3bIBACTCSA KOPPCCIIOHJCHT,
ABTOp, TCppUTOPUSA, APYTUC NAHHBIC. B KaXXZIOM TOMC YKa3bIBACTCA AaTa (LII/ICJ'IO, MECHIT, FO,Z[)
Haydajia 1 OKOHYaHUsA JaHHOI'O TOMaA. Tounbie JAaThI ITPOCTABJIAIOTCA HA 0010KKaX JIA 6BICTp0F0
MOHCKa JOKYMCHTOB B IMOCJICAYIOLICM; U3 SaBepHTCHBHOﬁ HaAIIMCHU Ha O6J10)I(Ky J€Jia BBIHOCHUTCA
KOJIMYECTBO JIUCTOB B ACJIIC.

5.3.4. Hagnucu Ha 0O0JOXKKaxX Jesl TMOCTOSIHHOTO M JOJTOBPEMEHHOTO XpaHEHUs CJeayeT
IIPOU3BOJUTH YETKO, CBETOCTOMKMMH YEPHUIIAMHU.

5.3.5. Jlna yuyeta KOJIMYECTBA JIUCTOB B Jesie M (PUKCAIMM OCOOCHHOCTEH MX HyMEpaluu Ha
OTAETBHOM JIMCTE COCTABIISICTCS 3aBEpUTEIbHAS HAANHUCh. B 3aBepuTeNbHONW HAIIHCH
yKa3bIBAETCSl KOJIMYECTBO JHCTOB (LU(PpaMu MU MPOINHUCHIO) B Jeje. 3aBepUTEIbHAs HAIIHChH
MOJIIACBIBACTCS COCTABUTEIIEM C YKa3aHUEM €r0 JJOJDKHOCTH M JaThl COCTABIICHUSL.

5.3.6. BHYTpeHHSsI OUCH COCTABISCTCA K JieJlaM MOCTOSTHHOTO M JJOJITOBpeMeHHOro (cBbiiie 10
JIeT) CpoKa XpaHeHUsI, C(HOPMUPOBAHHBIM 10 PA3HOBHIHOCTSIM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PAaCKpBIBAIOT KOHKPETHOE COJICpIKaHUE TOKYMEHTOB (0CO00 IIEHHBIC, TUYHBIC JIea U Jp.).



5.3.7. Jlena BpeMeHHOro XpaHeHHus 0()OpMIIIOTCS YIPOILEHHO: OHU HE MOJLIMBAIOTCS, JIUCTHI B
HUX HE HYMEpPYIOTCS, YTOYHEHHE Ha OOJIO)KKaX He MPOWU3BOJUTCS, ONHCH Ha Jela He
COCTaBJIAIIOTCS, YUET BEIETCS 10 HOMEHKIIATYPE Al

5.4. Onucanue TOKYMEHTOB ITOCTOSIHHOT'O CPOKa XpaHEHHS.

5.4.1. Onucu cocTaBIsAOTCA pa3[elbHO Ha Jejla IOCTOSHHOIO XPaHEHUs 110 OCHOBHOM
JeSTEIbHOCTH U Ha JieJIa 110 INYHOMY COCTaBY.

5.4.3. Onucu cocTaBIAOTCS JEI0IPOU3BOAUTEIIEM.
5.4.4. Onuch BefeTcsd B €JMHOM BAJIOBOM HyYMEpaIlMKM B TEYEHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHHSI COCTABIISIETCS aKT 00 YHHUYTOXKCHHH.



