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1. OO6umme monoxeHus
[Tonoxenne o6 apxuBe MBOY «COIII Ne7» r. CocHoBblli bop, m1OABEIOMCTBEHHOTO
yhpaBieHUI0 oOpa3oBaHus agMuHucTpauuu r. CocHoBelii bop, pa3paboTaHO B COOTBETCTBUHU C
®denepanbHbIM 3akoHOM «O0 apxuBHOM jene B Poccmiickoit deneparun» ot 22.10.2004 Nel25-
@3, METOAMYECKUMH DPEKOMEHIAIMSIMH 10 paboTe C JOKyMEHTaMH B 00IIeo0pa30BaTebHBIX
YUPEKICHUSAX.
Hacrosimee [onoxenue pazpaboTaHo B HEIsIX:

- COBEPILIEHCTBOBAHMS JICATEIBHOCTH B cpepe opraHu3aluy XpaHeHUs, KOMIJICKTOBaHHUs, yueTa U
WCTIOJIb30BAHMUS APXUBHBIX JIOKYMEHTOB 00pa30BaTEIbHOTO YUPEKIACHUS;
-  palMOHANIBbHOM OpraHu3aluu JTOKyMEHTAllMOHHOTO o0ecreueHuss B  00pa3oBaTelbHOM
YUpEXKICHUU.
1.3. Apxus MBOY «COIII Ne7» r. CocHoBblli bop co3naercs B LensaxX XpaHeHHs!, KOMIUIEKTOBAHUS,
ydyera U  HCIOJb30BaHUS  JIOKYMEHTOB, OOpasyloIIMXCs B  Mpolecce  AESITEIbHOCTH
00pa3oBaTeNpHOTO  YUYPEKACHHUS, U  3aKOHUEHHBIX  JENOMPOM3BOACTBOM  JOKYMEHTOB
MIPaKTUYECKOr0 Ha3HAYEHMsI, UX O0TOOpa M MOArOTOBKE Iepejauye Ha XpaHEHWE B MYHULIUIAIbHBIN
apXuB.
14. B cBoeii pabore apxuB MBOY «COUI Ne7» r. CocHoBbiii bop pykoBomcTByercs
3aKOHOJATEIbCTBOM 00 apxuBHOM jeine B Poccuiickoit denepainyuy, WHBIMH HOPMATUBHBIMHU
IpaBoOBbIMU akTaMu Pocculickoi @enepanny, HOPMaTUBHBIMU ITPABOBBIMU AKTaMU 10 apXUBHOMY
Jiely OpraHoB MECTHOTO CaMOYIpaBJIEHUS MYHHIMIAIBHOTO oOpa3oBaHus «ropoa COCHOBBIN
bop», wMeroauueckol AOKyMEHTAalMell MyHUIMOAIbHOTO YyupexaeHus «CocHOBOOOPCKUit
MYHUIUTATBHBIA apXHB», JOKaJIbHBIMH aKTaMH 00pa30BaTEIbHOIO YUPEXKICHHS U HACTOSIIUM
[Tonoxennem.
1.5. Konutpons 3a gesrenbHocTbio apxuBa MBOY «COII Ne7» r. CocHoBblit bop ocymiectBisieT
JTUPEKTOP, KOTOPBIM 00ecreuynBaeT apXuB HEOOXOAUMBIM IIOMEIIEHUEM U 000pyI0BaHUEM.
1.6. ApxuB MBOVY «COII Ne7» r. CocHoBblii bop pabGotaer mo miaHam, yTBEpXkIaeMbIM
aMUHUCTpAIUEN U OTYUTHIBACTCS TIEpe]l HEel B CBOe paboTe.
1.7. HenocpencreenHoe pykoBoacTBo apxuBoM MBOY «COILl Ne7» r. CocHoBblil bop Bo3naraercs
MIPUKa30M JUPEKTOpa Ha JIMIO0, OTBETCTBEHHOE 3a BeleHHe apxuBa. OOsi3aHHOCTH pabOTHHKA
BKJIFOYAOTCA B €r0 JOJDKHOCTHYIO HHCTPYKLIHIO.
1.8.0prann3ailnOHHO-METOMYECKYI0 TOMOIIb B JAesTenbHocTH apxuBa MDBOY «COII Ne7y
r.CocHoBblif  bop  ocymectBiaser — MyHMIMnanbHoe — yupexxaeHue — «CoCHOBOOOPCKHIA
MYHHUIIUTIAJIbHBIA apXUBY.



2. CocraB noxymentoB apxuBa MBOY «COI Ne7» r. CocHoBblii Bop.

2.1.ApxuBHBIE JOKYMEHTHI, NTocTynaromnme Ha xpanenue B apxuB MBOY «COIL Ne7» r. CocHOBbIN
Bop, oTHOCATCS K MYHUIIMIAIBHONH COOCTBEHHOCTH, HE TOJJICKAT IMPUBATH3AIMU, HE MOTYT OBITh
O00BEKTOM TMPOJAXKH, MEHBI, JapeHHs, a TaKKe HHBIX CHIEJIOK, KOTOpble MOTYT MPHUBECTH K HX
OTUYXKICHHUIO.

2.2. B apxuB MBOY «COII Ne7» r.CocHoBblii bop mocTymnarot:

2.2.1. ApxuBHbIE JOKYMEHTbI, 0Opa30BaBLIMECS B IPOLECCE ACATEIBHOCTU YUPEKIACHUS, €ro
CTPYKTYpPHBIX MOJApA3JEICHU, BpPEMEHHOrO0 XpaHEeHHs (HEOOXOJWMble B MPAKTHUECKOH
JeATEIIbHOCTH).

2.2.2. ApxuBHblE JOKYMEHTbI, 00pa3oBaBIIMECs B MpoOILEcCe ACATEIbHOCTU YUYPEKIACHHS, €ro
CTPYKTYPHBIX IOJpa3JeJIeHuii, IOCTOSSHHOIO XPAaHEHUs, NEepelaBaeMble 110 MCTEUYEHUHU 5 JIeT Ha
MIOCTOSIHHOE XpaHEeHHE B MYHUIIUTIATbHBIN apXUB.

2.2.3. JIOKyMEHTBl IO JIMYHOMY COCTaBy, OTpa)kalollMe TPYJOBbIE€ OTHOLIEHMsI paOOTHUKA C
paboToaaTenem.

2.2.4. ApxXuBHbIE JOKYMEHTbHl IOCTOSHHOI'O XpaHEHHs M M0 JIMYHOMY COCTaBy Y4YpEXKJIEHUS,
MIPABONPEEMHUKOM KOTOPBIX SIBIISIETCS 00pa30BaTeIbHOE YUPEKICHUE.

2.2.5. CripaBouHBIi anmapar K JOKyMEHTaM apXuBa.

3. 3agaum u pynkuun apxusa MBOY «COII Ne7» r. CocHoBblii bop
3.1. OcnoBHbiMH 3a1auamu apxuBa MBOY «COILL Ne7» r. CocHoBslit bop sBnstitoTes:
3.1.1. KomIjiekToBaHUE JTOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pa3/iesioM 2 HAaCTOSIIEro
[Tonoxenus.
3.1.2. OOecneueHne €IWHBIX MPUHIUIIOB OPraHU3allMd XPAaHEHUS, KOMILUICKTOBAHUS, ydeTa |
HCIOJIb30BAHUE APXUBHBIX JIOKYMEHTOB, UX COXPAaHHOCTH.
3.1.3. IloaroroBka M CBOEBpEMEHHas Iepejgadya JOKYMEHTOB Ha XpAaHEHHE B MYHUIMIAIbHbBIN
apxuB C COOJIOJIGHUEM CpPOKOB U TpeOOBaHUI, YCTaHABIMBAEMbIX 3aKOHOAATENBCTBOM 00
apxuBHOM Jiene B Poccuiickoit @enepanuu.
3.1.4. OcymecTBiieHHEe KOHTPOJIS 3a (hOpMUPOBAaHUEM U OGOPMIIEHHEM Jiell B AEJIONPOU3BOICTBE
00pa30BaTEeNbHOr0 YUPEXKIACHUS, €r0 CTPYKTYPHBIX MOJAPA3AEICHUM.
3.2. B cooTBeTCTBMM € BO3JIOKEHHBIMH Ha Hero 3anadamu apxuB MbOVY «COI Ne7» r. CocHOBBIN
Bop ocymecTrasier cnenyronue GyHKINH:
3.2.1. IlpuHuMaeT mocie 3aBEpIICHUs JEIONPOU3BOJICTBOM, YUYHUTHIBAET M XPAHUT JOKYMEHTBI
00pa30BaTeNbHOTO  YUPEKICHHS, €ro CTPYKTYpHBIX MOApa3/eleHuil, o0paboTaHHbIE B
COOTBETCTBUHM C TpPeOOBaHHUSIMH, YCTAHOBJIIEHHBIMH 3aKOHOJATEIbCTBOM OO0 apXWBHOM [elie B
Poccuiickoit @enepanuu.
3.2.2. OcymecTBiseT y4eT M 00eCHeunMBaeT TOJHYI0 COXPAaHHOCTb HPUHATBIX apXHUBHBIX
JIOKYMEHTOB, B TOM UHUCJI€ 110 JINYHOMY COCTaBYy.
3.2.3. Co3zaet, NOMNONHAET U COBEPIICHCTBYET CIPABOYHBIN ammapar K XpaHAIUMCS B apXUBe
JenaM U JIOKyMEHTaM, OO0ECleYMBaeT €ro IpeeMCTBEHHOCTh CO CIPABOYHBIM aIapaToM
MYHHUIMIIAIBHOTO apXxuBa, HoMeHknatypoil 1ei1 MbOY «COILL Ne7» r. CocHoBblll bop.
3.2.4. IIpoBOAMUT CBOEBPEMEHHOE YINOPSIOUEHUE aPXUBHBIX JOKYMEHTOB (IKCIEPTU3Y LIEHHOCTH,
HAyYHO-TEXHUUYECKYI0 00pabOTKy, COCTaBJIEHUE OMHMCEH M T. 1.) M Nepeadyy UX Ha MOCTOSHHOE
roCy/IapCTBEHHOE XpaHEHNE B MyHHUIIUTIAIbHBIN apXUB.
3.2.5.IlpeacraBisier  opraHaM ~ MECTHOTO  CaMOYINpPAaBIEHUS, MYHULUNAIBHOMY  apXUBY
HE0OXO0IMMYIO apXUBHYIO HH(GOPMAIUIO U KOITUU apXUBHBIX JOKYMEHTOB, a Tak:ke HH(OpMALIHIO O
COCTaBe, COJIePKAHUU U 00bEMe XPAHSIINXCS B ApXUBE JOKYMEHTOB.
3.2.6. Opranusyer UCNO0JIb30BAHUE JOKYMEHTOB:
- nH(GOPMUPYET aIMUHUCTPALIMIO U pAOOTHUKOB O COCTaBE U COJEPKAHUU JTOKYMEHTOB apXHUBa;
- OecrulaTHO TMPEAOCTAaBISIET MOJIb30BATEISIM AapXUBHBIMU JOKYMEHTaMH O(QOpMJICHHbIE B
YCTaHOBJIEHHOM IOPSIAKE apXHUBHbBIE CIIPABKU WJIM KHOIKHM apXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE C



YCTaHOBJICHUEM TPYAOBOIO CTa)Ka, COLMAIBHOM 3allUTOM TIpa)kAaH, INpeNyCMAaTPUBAIOLIEH HUX
NIEHCUOHHOE 00ecreueHue, a TakKe IIOJydyeHHE JBroT M KOMIIEHCAlMil B COOTBETCTBUM C
3aKoHoarenscTBoM Pocculickoit denepanuy;

- BBJIACT B YCTAHOBICHHOM IIOPSAKE Jeha, NOKYMEHTbl WM KOIMH JOKYMEHTOB B IEIAX
CITy’>K€OHOTO M MPAKTUYECKOTO MCIIOJIb30BAHMS Il PA0OTHI B TOMEIICHUH apXUBa;

- BEJIET y4YET UCIIOJIb30BaHMs JOKYMEHTOB, XPAHSIINUXCS B ApXUBE

3.2.7. Oka3bIBaeT METOJWYECKYIO MOMOIIL ciyx0e aenomnpousBoactBa MBOY «COIIl Ne7» r.
CocHoBblll bop B coCTaBiieHMM HOMEHKJIATYPBI A€] YYPEKIEHUS, KOHTPOJHUPYET NPaBUIBHOCTh
¢dbopmupoBanus U 0OpMIICHUS JIeN B JEIONPOU3BOJICTBE, & TAKXKE MOATOTOBKY el K Iepeaaye B
apXUB yUPEKICHUS.

4. TIIpaBa u orBercTBeHHOCTH MBOY «COII Ne7» r. CocHoBblii Bop mo BeeHuio apxusa
4.1. JIns BBIMOTHEHUS BO3JIOKEHHBIX 331a4 U (PYyHKIUN JUI0, OTBETCTBEHHOE 3a BEACHHE apXHUBa
MBOY «COII Ne7» r. CocHoBblii bop, nmeeT npaBo:

4.1.1. KoHTponupoBaTh BBHIMOJTHCHHE YCTAHOBICHHBIX NPaBHI pPabOTBl C JOKYMEHTaMH B
00pa30BaTeNbHOM YUPEXKACHUU, €r0 CTPYKTYPHBIX MOAPa3ICICHUSIX.

4.1.2. 3anpamuBarh OT CTPYKTYPHBIX MOJIpa3/iejeHUN 00pa30BaTEIILHOTO YUPEKICHHUS CBEICHUS,
HeoOXoIuMBbIe A7l pabOThl apXMBa, C yYETOM OOECIeUeHHUsl BBIOJIHEHUS BCEX BO3JIOKEHHBIX Ha
apXx¥B 3a/1a4 U PYHKIUH.

4.2. Jluio, Ha KOTOpOE BO3JOXKEHO BEICHHE apXuBa 00pa30BATENBLHOTO YUYPEKICHHS, HECET
OTBETCTBEHHOCTH 32 BBIITOJIHEHUE BO3JIOKCHHBIX HA apXUB 33714 U (YHKITHH.

4.3. 3a yTpaTy u nop4y JOKYMEHTOB JOJKHOCTHBIE JIMIIA YUPEXKICHUS (PYKOBOIUTEND YUPEKICHUS
U JIMLO, OTBETCTBEHHOE 3a BEJEHUE apXHUBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
JEHCTBYIONIUM 3aKOHO/IaTEIbCTBOM.

5. KomniekroBanue apxusa MBOY «COL Ne7» r. CocnoBblii bop.
5.1.IlogroToBka JOKYMEHTOB K I€pelaye B apXuB O00pa30BATEIbHOIO YUPEKACHUS BKIIOUAET
HKCHEPTU3y HAY4YHOM M NPaKTHYECKOW IIEHHOCTU JIOKYMEHTOB, O(GOpMIIEHHE IeJl, COCTaBJIECHUE
OIIHCH.

5.2. DkcnepTu3a IeHHOCTH JI0KYMEHTOB.

5.2.1. DkcnepTH3a [EHHOCTU JOKYMEHTOB — OIpeIeNIeHne IIEHHOCTH JOKYMEHTOB C IIeJIbI0 0TOOpa
UX Ha XpaHEHHE U YCTAaHOBJIEHUE CPOKOB XPaHEHHUSI.

DKCIepTu3y HEeHHOCTH AOKYMEHTOB B 00Pa30BaTENIbHOM YUPEXKIECHHH OCYIIECTBIISIET MOCTOSHHO
JeUCTBYIONIAs SKCIIEPTHAS KOMUCCHS.

5.2.2. DkcnepTHas KOMHUCCHSI Ha3HA4yaeTcsl MPUKA30M JIMpeKTopa MIKojdbl. B coctaB DxcnepTHOM
KOMHCCHHU BKJIIOYAIOT HE MEHEe TpeX COTPYAHMKOB, B TOM YHCIE B 0043aTeIbHOM MOPSAIKE JIUIIO,
OTBETCTBEHHOE 3a BEACHHWE apxuBa IIKOJBl W JUPEKTOpa MYHUIMIIAIBHOTO apxuBa (110
cornacoBanuio). CekperapeM OKCIEPTHOM KOMHCCHM Ha3HAuyalOT CeKpeTapst oOpa3oBaTelbHOTO
YUPEKICHUS.

DKcrepTHas KOMHCCHSI Ha 3aCelaHUsAX pPacCMAaTpPUBAET: HOMEHKIATYpy el IIKOJbI, ONMUCH el
MOCTOSTHHOTO XpaHEHWs M 10 JIMYHOMY COCTaBy, aKThl Ha JOKYMEHTHI, BBIIEISIEMbIE K
YHUYTOXKEHHUIO.

5.3. Odopmiienue nen.

5.3.1. Jlena MOCTOSHHOTO XpPaHEHUs IOJAIIMBAIOTCA B TBEPAYIO OOJIOKKY CYpPOBBIMH HHUTKAMHU.
JIucTel HyMEpYIOTCSI B TIPaBOM BEPXHEM YIIIy MPOCTHIM KapaHaamom. KomudecTBO JHCTOB B
KaX/I0M JieJie He JOJDKHO mpeBblmath 250. B KoHIe fnena Ha OTAENbHOM JIMCTE COCTaBIseTCS
3aBepHUTEIbHAS HA/IIHUCH.

5.3.2. Ha o0no)xke naen TMOCTOSHHOTO XpaHEHUS [OJDKHBI OBITh MPOCTABJIEHBI CIETYIOIINE
PEKBU3UTBHI:  TIOJHOE  HAaWMEHOBAaHWE  BBINIECTOSIICH  OpraHW3allii,  HAMMEHOBAHHE
00pa30BaTEeNBbHOIO YUPEXKICHHUs, HOMEp (MHAEKC) Jefla [0 HOMEHKJAaType, 3arojJoBOK [ena,
KOJIMYECTBO JINCTOB, CPOK XPAHEHUS] WM OTMETKA «XPAHHUThH MOCTOSIHHO», HOMEp (OHIA, OIHCH,
nena.



5.3.3. Ilo oxOHYaHMUU AETONPOU3BOJICTBEHHOTO rojia B 0pOpMIICHHBIE 0OJIOKKH A€ MOCTOSHHOTO
XpaHEHUs! BHOCSTCS HEOOXOAMMbIE YTOUHEHHUS: B 3aTOJIOBKH JIEJI, COJAEPKAIIUX PACTIOPSAUTEIbHBIE
JOKYMEHTBI (IIPUKa3bl, MPOTOKOJbI), BHOCATCS HOMEpA; €CIMU [0 C INEPENUCKONW COCTOUT U3
HECKOJIbKUX TOMOB, B KaKJOM TOME YKa3bIBA€TCS KOPPECHOHJIEHT, aBTOp, TEPPUTOPHS, APYrue
naHHble. B kaxx/10M ToMe ykasbIBaeTcs Aata (4ucio, MecsI, roj) OBICTPOro MOUcKa JOKYMEHTOB B
MOCIIEAYIOIIEM; U3 3aBEPUTEIILHON HAAMKUCH Ha OOJIOXKKY JeNia BBIHOCUTCS KOJIMYECTBO JIUCTOB B
nene.

5.3.4. Hagnucu Ha o0O0NOXKKax Je1 IOCTOSHHOTO U JOJTOBPEMEHHOTO XpaHEHUS CIeIyeT
IIPOU3BOJIUTH YETKO, CBETOCTOMKMMHU YEPHUIIAMH.

5.3.5. Jlna ydera xonmdyecTBa JIMCTOB B Jielie U (UKCAMM OCOOEHHOCTEH WX HyMepaluHu Ha
OTJIEJIbHOM JINCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAIITUCH.

B 3aBeputenbHON HaAMKMCH yKa3bIBaeTCs KOJIMYECTBO JIMCTOB (LuppamMu U MPOIUCHIO) B JEIeE.
3aBepuTenbHasl HAAIUCh IOJIMUCBHIBAETCS COCTABUTENEM C YKAa3aHHUEM €ro JOJDKHOCTH W JIaThl
COCTaBJICHHUS.

5.3.6. BHyTpeHHssI ONKUCh COCTaBISAETCA K JeJiaM MOCTOSHHOTO W J0JroBpeMeHHOro (cBbiiie 10
JIET) CpOKa XpaHEeHUs, CHOPMUPOBAHHBIX 110 PA3HOBUIHOCTSAM JOKYMEHTOB, 3aT0JIOBKH KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEpPKaHNEe JOKYMEHTOB (0CO00 LIEHHBIE, JIMUHBIE JIeN1a U JIp),

5.3.7. Jlena BpeMeHHOT0 XpaHeHus: 0POPMIIIIOTCS YIPOIICHHO:

OHU He MOAIIMBAIOTCSA, JUCTHl B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0’KKaxX HE MPOU3BOJIUTCH,
OIMCH Ha JieJla He COCTaBISAIOTCA, yUET BEIETCSl IO HOMEHKJIAType Jell.

5.4. Onucanue 10KyMEHTOB [TOCTOSIHHOTO CPOKa XPaHEHMUSI.

54.1. Tlo oxoHYaHWUU [ENOMPOU3BOJICTBEHHOIO0 TOAa B O00pa30BATEIbHBIX YUPEHKICHUSIX
IIPOU3BOJUTCS OTOOpP JTOKYMEHTOB IOCTOSIHHOTO CPOKa XpaHEHMs JJIsl BKJIIOYEHHS MX B OIUCh.
Onucek COCTOUT U3 TOJIOBBIX Pa3AesioB, BHYTPH Tojia Jelia PacloiaraloTcs Mo CTENeHU 3HAYUMOCTH
C y4eTOM HOMHHAIBHOTO NPUHIMNA (B COOTBETCTBHM C HOMEHKJIATYpOW 00pa3oBaTeIbHOTO
yupexaeHus). ['010Boii pa3faen onmucu Ha Jejia MOCTOSIHHOTO XPaHEHUs, NMpeaHa3HaYeHHbIE IS
MocJeAyolel nepefayd B MYHULMINAIbHBIA apXuB, MOMJIEKUT YTBEPKICHUIO JUPEKTOPOM
MYHHIIMIIAIIEHOTO apXHBa M COTJIACOBAHMIO IKCIEPTHO-MPOBEPOUYHON KOMHUCCHEH HE MO3HEE YeM
yepes J1Ba Iojia 10CJIe 3aBEPIICHHUS J1EN B IEII0IPOU3BO/ICTBE.

5.4.2. Omnucu COCTaBISIFOTCS pa3fesibHO Ha Jiefa IOCTOSHHOTO XPaHEHHS 10 OCHOBHOM
NeSTeIbHOCTH U Ha JieJa 110 JINYHOMY COCTaBYy.

5.4.3. OnucH coCTaBISIOTCS CEKPETAPEM.

5.4.4. Onuce Benercs B €MHON BaJIOBOM HyMepallK B TE€YEHHE HECKOJIbKHX JIET U 3aKaHYMBAETCs
[0 COTJIACOBAaHUIO ¢ MYHMIMIAIBHBIM apXHWBOM, KyJa MOCTYIMAIOT JOKYMEHTHI 00pa30BaTEebHBIX
YUPEKIACHUN.

5.4.5. Ha nena BpeMEHHOI'O CpOKa XpaHEHUs COCTABIISIETCS aKT 00 YHUUYTOXKEHUN
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