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1. O0umue nmosnoxxeHUs

[Tonoxxenne 06 apxuBe MBOY «COII Ne 6» 1. CocHoBbii bop,
M0JIBEIOMCTBEHHOI'O YIpaBiieHHWI0 oOpa3zoBanusi agmMuHuctpanuu r. CocHoBwiil bop,
pazpabotaHo B cooTBeTcTBUU ¢ DenepanbHbIM 3aKOHOM «(OO0 apXuMBHOM Jejle B
Poccuiickoi denepannmn» oT 22.10.2004 Nel25-D3, METOANYECKUMU
PEKOMEHJAIMSAMH 10 paboTe C TOKYMEHTaMU B 00111€00pa30BaTeNIbHbIX YUPEIKICHUSX.

Hacrosmee [lonoxxenne pa3paboTaHo B TEIX:
- COBEpILECHCTBOBAHMS  JEATEIBHOCTM B  cepe  OpraHu3aluh  XpaHEHUS,
KOMIUIEKTOBAHMS, y4€Ta U MCIOJIb30BaHUSI apXUBHBIX JTOKYMEHTOB 00pa30BaTEILHOIO
YUPEIKICHUS;
- palMOHANILHOM OpraHu3aIy JOKYMEHTAIIMOHHOTO o0ecreueHrs B 00pa3oBaTeIbHOM
YUPEIKICHUHU.
1.3. Apxus MBOY «COII Ne 6» r. CocHoBbiii bop co3maercs B 1ensix XpaHEHUS,
KOMIUJIEKTOBAaHHUSI, y4€Ta U HMCIOJIb30BaHUS JIOKYMEHTOB, 00pa3yroIIUXcsl B MpOIlecce
NEATEeIbHOCTU 00pa30BaTEIIbHOTO YUPEXKACHUS, U 3aKOHYEHHBIX JEI0NPOU3BOICTBOM
JIOKYyMEHTOB TMPaKTHYECKOTO Ha3HA4YeHHs, UX OTOOpa W TOJATOTOBKE Iepenaye Ha
XpaHEHWE B MYHUITUTIATbHBINA apXUB.
1.4. B cBoeii pabore apxuB MBOY «COII Ne 6» r. CocHoBbiit bop pykoBoacTByeTcs
3aKOHOJIATEILCTBOM 00 apxuBHOM jene B Poccuiickoit ®enepanuu, HWHBIMU
HOPMAaTMBHBIMM TIPaBOBBIMU akTamu Poccuiickoii Penepanuy, HOPMATHUBHBIMU
IPaBOBBIMH aKTaMU 110 apXUBHOMY J€JIy OpPraHOB MECTHOTO CaMOYIPaBICHUS
MYHULIUMAIBHOTO  oOpa3zoBanusi  «ropoj  CocHoBbeiii  bop», MeToanueckoi
JTOKYMEHTAIMed MyHUIIMIAILHOTO yupexaeHus: «COCHOBOOOPCKUM MYHUITUTIATbHBIN
apXvB», JIOKAIBHBIMA aKTaMH O0pa30BaTEIbHOTO YUPEKICHUS W HACTOSIIUM
[Tonmoxenuem.
1.5. Kontpons 3a aestenpHOCThIO apxuBa MBOY «COII Ne 6» 1. CocHoBbiéi bop
OCYIIECTBIISIET TUPEKTOP, KOTOPHIH 00eCrednBaeT apXuB HEOOXOAUMBIM MTOMEIICHUEM
1 000py1I0BaHUEM.
1.6. Apxus MBOY «COII Ne 6» 1. CocHoBbiii bop paboraer mo mnaHam,

YTBEPKJIa€MbIM aJIMUHUCTpPALIEN U OTYUTHIBACTCS Mepe]] HEl B CBOEH paboTe.



1.7. Henocpenctennoe pykoBoacTBo apxuBoM MBOY «COII Ne 6» 1. CocHoBblii bop
BO3JIAraeTcsl MPUKA30M JHPEKTOpa Ha JMIO, OTBETCTBEHHOE 32 BEJICHHE AapXUBa.
O06s13aHHOCTH PaOOTHUKA BKIIIOYAIOTCS B €70 JIOHDKHOCTHYIO HHCTPYKITHIO.

1.8.0OpranuzanuoHHO-METOANYECKYIO0 TOMOIIL B AesaTenbHocTH apxuBa MbOY «COII
Ne 6» 1. CocHOoBbii bop oOCylIecTBISET MYyHULHUNAIBHOE  YUPEKICHUE

«CoCHOBOOOPCKUN MyHUITUTIATBHBIA apXUBY.

2. Cocras gokymenToB apxuBa MBOY «COL Ne 6» r. CocHoBblii bop.
2.1.ApxuBHBIE TOKyMEHTHI, TOCTyMamue Ha xpanenue B apxus MbOY «COIL Ne 6
r. CocHoBbii bBop, OTHOCATCS K MYHHMIMNAJIbHOM COOCTBEHHOCTH, HE MOMJIEKAT
OpUBaTU3ALMH, HE MOTYT OBITb OOBEKTOM IMPOJAXHU, MEHBI, TapEHUS, a TAKKE MHBIX
CEJIOK, KOTOPbIE MOTYT MPUBECTH K UX OTUYX ACHUIO.

2.2. B apxuB MBOY «COIII Ne 6» r. CocHoBslif bop nmoctymnator:

2.2.1. ApxuBHBIE JOKYMEHTbHI, OOpa3oBaBIIMECS B IMpoLecce JEATEIbHOCTH
VUpPEXKIEHUSI, €ro  CTPYKTYpHBIX  MOAPA3/CIEHUN, BPEMEHHOTO  XpaHEHUs
(HEO0OXO0IMMBIE B IPAKTUYECKOM 1€ TEIIHHOCTH).

2.2.2. ApxuBHBIE JIOKYMEHTHI, O0Opa3oBaBIIMECS B TIpolecce MACSATEILHOCTU
YUPEXKACHUS, €ro CTPYKTYpHBIX  NOJPA3JEICHUN, IOCTOSHHOIO  XpaHEHUS,
nepenaBacMble 10 MCTEYEHHHM 5 JIET Ha NOCTOSHHOE XPAaHEHHWE B MYHULMIMAIbHBIN
apXuB.

2.2.3. JIOKyMEHTBl 10 JUYHOMY COCTaBYy, OTPa)KalOIIME€ TPYJIOBbIE OTHOIIEHUS
paboTHUKA ¢ pabOTOaTEIIEM.

2.2.4. ApxuBHBIE JOOKYMEHTBI ITOCTOSSHHOTO XpAaHEHUS M IO JHUYHOMY COCTaBY
YUpEXKJIEHUs, MPABONPEEMHUKOM KOTOPBIX SIBJISIETCS 00pa30BaTEIbHOE YUPEKACHHUE.

2.2.5. CripaBOYHBIi amnmapaT K JOKyMEHTaM apXuBa.

3. 3apgauu u pynkuuu apxusa MbOY «COII Ne 6» r. CocHoBblii bop
3.1. OcunoBubiMH 3aauaMu apxuBa MBbOY «COIII Ne 6» r. CocHoBbI# bop siBisiroTCS:
3.1.1. KomrmuiekToBaHHE AOKYMEHTOB, COCTaB KOTOPBIX IPELYCMOTPEH pas3iesiom 2

HacTtosmero IonoxxeHus.



3.1.2. ObecrnieyeHre €IWHBIX MPUHLIUIIOB OPraHU3AIMH XPAHEHUS, KOMIUIEKTOBAHUSA,
y4€Ta U UCIIOIb30BAHUE apPXUBHBIX JOKYMEHTOB, UX COXPAaHHOCTH.

3.1.3. IloarotoBka ¥ CBOEBpPEMEHHas IepeAadya JOKYMEHTOB Ha XpaHEHHUE B
MYHULMIAIBHBIA apXUB € COOJIOJEHUEM CPOKOB M TPEOOBaHUM, YCTaHABIMBAEMBIX
3aKOHOJATEILCTBOM 00 apXUBHOM Jeie B Poccutickoit deneparium.

3.1.4. OcymectBienre KOHTpoyis 3a (GOpMHUpPOBAaHMEM U OQOpPMIICHHUEM el B
JEJIOMPOU3BOICTBE 00pa3oBaTEIbHOTO YUpEKICHUS, ero CTPYKTYPHBIX
IIOJIPa3ICIICHUN.

3.2. B cooTBeTCTBUU C BO3JIOKEHHBIMH Ha Hero 3anadamu apxuB MBOY «COIIl Ne 6»
r. CocHoBbI bop ocyiiecTBiser cneayomue QyHKIUu:

3.2.1. IlpuHuMaer mocjie 3aBEPIICHUS ACJIONPOU3BOJCTBOM, YUYUTHIBAET M XPAHUT
JOKYMEHTBI 00pa30BaTENbHOTO YUPEXKIEHHUSA, €ro CTPYKTYPHBIX MOJApa3/IeiICHUM,
oOpaOoTaHHbIE B COOTBETCTBUU c TpeOOBaHUAMH, YCTaHOBJIEHHBIMU
3aKOHOJIaTEILCTBOM 00 apXUBHOM Jiene B Poccuiickoit deneparum.

3.2.2. OcymecTBisieT y4yeT M O00€CHeuHMBaeT IMOJHYI0 COXPAaHHOCTh TPUHATHIX
ApXMBHBIX JIOKYMEHTOB, B TOM YHUCJIE MO JIMYHOMY COCTaBY.

3.2.3. Co3pnaer, MOMOJHAET U COBEPIICHCTBYET CIPABOYHBIN AIIapaT K XPaHIIIUMCS B
apxuBe JeJaM U JOKyMEeHTaMm, 00ecCleYrBaeT €ro MPeeMCTBEHHOCTh CO CIPAaBOYHBIM
anmapaToM MYHUIMIIAIBHOTO apxuBa, HOMeHkiatypoi nen MBOY «COII Ne 6» r.
CocHoBsili bop.

3.2.4. TIpoBOAMUT CBOEBPEMEHHOE YIOPSAIOUYCHUE APXUBHBIX IOKYMEHTOB (IKCIEPTHU3Y
[IEHHOCTH, HAYYHO-TEXHUYECKYIO 00pa0OTKyY, COCTABJICHUE OMUCEN U T. J1.) U TIepeaady
UX Ha MOCTOSIHHOE rOCYAapCTBEHHOE XPaHEHUE B MyHHUIIUTIAIbHBIA apXUB.
3.2.5.1IpeacTaBnsier opraHaM MECTHOTO CaMOYIpPAaBJICHUS, MyHUIIUIIAIIbBHOMY apXUBY
HEOOXOUMYIO apXMBHYIO MH(POPMALMIO U KOMUU apXUBHBIX JOKYMEHTOB, a TaKXe
MH(GOPMALIMIO O COCTaBE, COACPNKAHUU U 00BEME XPAHSIIINUXCS B ApXUBE IOKYMEHTOB.
3.2.6. Opranu3syer HCIOJIb30BAHUE JOKYMEHTOB:

- ”HPOPMHUPYET AJIMUHHUCTPALIMIO U pAOOTHUKOB O COCTABE M COJAEPKAHUM IOKYMEHTOB

apXuBa;



- OecIUIaTHO MPEIOCTABIISIET MOIH30BATEIISIM aPXUBHBIMHU JOKYMEHTaAMH O(OPMIICHHBIC
B YCTAHOBJICHHOM MOPSJIKE apXWUBHBIE CIPABKH WMJIM KHONKHU APXHUBHBIX JTOKYMEHTOB,
CBSI3aHHBIC C YCTAHOBJICHHMEM TPYJIOBOIO CTa)a, COIMAIbHOM 3alllUTOM TpakaaH,
MIPEIyCMaTPUBAIONICH WX IMEHCHOHHOE OOeCleueHne, a TaKXKe MOJIYYCHHE JIbTOT U
KOMIIEHCAIMI B COOTBETCTBUU € 3aKOHOIATENLCTBOM Poccuiickoint denepannu;

- BBIJIAET B YCTAHOBJIEHHOM MOPSAKE J1€J1a, JOKYMEHTbl WM KOMUU JOKYMEHTOB B
LENAX CIYXKEOHOr0 M MPAKTUYECKOIO HCIOJb30BaHUS [JIsi pabOThl B MOMEIIECHUU
apXxuBa;

- BEJICT YUYET UCTIOJIb30BAaHUS JOKYMEHTOB, XPAHSIINXCS B apXUBE

3.2.7. Oka3pIBaeT METOAMYECKYIO MTOMOIIL Ciry»)0e aenonpousBojactsa MBOY «COIII
Ne 6» 1. CocHoBelii bop B cocTaBIeHMHM HOMEHKJIATYphl [N YUPEKIACHUS,
KOHTPOJUPYET  MOPaBUIBLHOCTH  (QopMmHpoBaHuss U opopmiieHHS 1€l B

ACITOIIPON3BOJACTBC, a TAKIKC IIOAT'OTOBKY JACII K IICPCAaYC B APpXUB YUPCIKICHUA.

4. Ipasa u orBeTcTBeHHOCTH MBOY «COLI Ne 6» r. CocHoBblii bop no
Be/JCHUIO ApXUBa

4.1. Jlns BBIMOJHEHUS BO3JIOKEHHBIX 3a7a4 W (YHKIUH JIMII0, OTBETCTBEHHOE 3a

Benenne apxupa MBOY «COIII Ne 6» r. CocHoBeiii bop, umeer npaBo:

4.1.1. KoHTpOoaupoBaTh BHITIOJHEHUE YCTAHOBIECHHBIX MPABUII pabOTHI C JOKYMEHTAMHU

B 00pa30BaTEIbHOM YUPEXKICHUH, €T0 CTPYKTYPHBIX MOAPa3ICICHUSIX.

4.1.2. 3anpamuBarh OT CTPYKTYPHBIX TOJIpa3ieleHIl 00pa30BaTEIbHOTO YUPEKICHHUS

CBEJICHUS, HEOOXOUMbIC NJi pabOThl apXuBa, ¢ Y4E€TOM OOECIeUeHUs BBITTOJTHEHUS

BCEX BO3JIO’KCHHBIX Ha apXWB 3a/1a4 U (PYHKITHUA.

4.2. Jlutio, Ha KOTOpPOE BO3JIOKEHO BEJICHHUE apXvBa 00pa30BaTEIBLHOTO YUPEKICHUS,

HECET OTBETCTBEHHOCTD 3a BBHITIOJIHEHUE BO3JIOKEHHBIX HA apXUB 3aJ1a4d U (QYHKIUH.

4.3. 3a yTpaTy u nopuyy JOKYMEHTOB JIOJKHOCTHBIE JIMIA YUPEXKACHUS (PYKOBOJIUTEIb

YUPEKICHUS U JIMI0, OTBETCTBEHHOE 3a BEJCHUE apXMBA) HECYT OTBETCTBEHHOCTbH B

COOTBCTCTBUHU C )ICI‘/’ICTBYIOHII/IM 3aKOHOAAaTCIbCTBOM.

5. KommiiekroBanue apxusa MbOY «COII Ne 6» r. CocHoBbliii bop.



5.1.IlonrotroBka AOKYMEHTOB K I€peAadye B apXWMB OOPa30BaTEIbHOIO YUYPEXKICHHUS
BKJIIOUAET HKCIIEPTU3Y HAYYHON U MPAKTUUYECKON IIEHHOCTH JOKYMEHTOB, 0()OpMIICHHIE
1eJ1, COCTABJICHUE OIHUCH.

5.2. DKcrepTr3a IIEHHOCTU JOKYMEHTOB.

5.2.1. DkcnepTu3a LEHHOCTU JOKYMEHTOB — ONPEIECIICHHUE LIEHHOCTH JIOKYMEHTOB C
LIEJIbIO 0TOOPA UX HA XpPaHEHUE U YCTAaHOBJIEHUE CPOKOB XPAHEHUS.

DKcnepTu3y LEHHOCTH JIOKYMEHTOB B 0Opa30BaTEIbHOM YUPEKIECHUU OCYIIECTBIISIET
IOCTOSTHHO JE€MCTBYIOIIAs SKCIIEPTHAS KOMHUCCHSL.

5.2.2. DKcnepTHasE KOMUCCHs Ha3HA4aeTcs IMPUKA30M JUPEKTOpa IIKOJbl. B cocras
OKCHEpTHOM KOMHUCCHUHM BKJIIOYAIOT HE MEHEE TpPEX COTPYAHUKOB, B TOM 4YHUCJIE B
00s13aTeIbHOM MOPSIZIKE JINIIO0, OTBETCTBEHHOE 32 BEJICHUE apXUBa LIKOJIbI U JUPEKTOPA
MYHUIMIIATBHOTO apxuBa (1Mo coriacoBaHuto). CekperapeM DKCIEPTHOM KOMHCCHH
Ha3HA4yaroT CeKpeTapsi 00pa30BaATEIbLHOTO YUPEKICHUSI.

OKcnepTHasi KOMHCCHSI Ha 3aCeJaHUsX pPacCMaTpUBAET: HOMEHKIATYPY JAeJ ILKOJIBI,
OMKCH JIeJ MOCTOSSHHOTO XPaHEHUsS U MO JIMYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI,
BBIICIISIEMBIE K YHUUTOKEHUIO.

5.3. Oopmrenue nen.

5.3.1. [lena MOCTOSIHHOTO XpaHEHHS MOMAIIMBAIOTCS B TBEPAYIO OOJOXKKY CYPOBBIMH
HUTKaMH. JIMCTBI HyMepyrOTCs B IPAaBOM BEPXHEM YIUNIy IPOCTBIM KapaHIAlIOM.
KonnyecTtBo nucTOB B KakaoMm Aene HE AOJDKHO npesbimath 250. B koHie aena Ha
OTZIEJIBHOM JINCTE COCTABJISIETCS 3aBEPUTEIbHAS HAIIUCH.

5.3.2. Ha o005n0xKe nei1 MNOCTOSHHOTO XpaHEHWs MJOJKHBI OBbITh IPOCTABIICHBI
CIENYIOIME PEKBU3UTHI: TIOJHOE HAMMEHOBAHUE BBIIIECTOSAIICH OpraHu3allui,
HAaUMEHOBAaHME O00pa30BaTEIbHOIO  YUpEeXKIEHHUs, HOMep (MHIEKC) Jena 1o
HOMEHKJIaType, 3arojoBOK Jeja, KOJIMYECTBO JIMCTOB, CPOK XpaHEHUS WM OTMETKa
«XpaHUTb IOCTOSTHHO», HOMEP (POHIa, OITUCH, Jea.

5.3.3. [lo oxoHYaHMH JETOMPOU3BOJCTBEHHOTO T'o/ila B O(hOpPMIICHHBIC OOJIOKKHU e
NOCTOSIHHOTO XPAHEHUsI BHOCSTCS HEOOXOAMMbBbIE YTOYHEHHS: B 3aroJIOBKH Jel,
COZIepKAIMX PACHOPSIUTEIbHbIE JOKYMEHTHl (IIPUKa3bl, IMPOTOKOJbI), BHOCSTCS

HOMCpa, €Clin OCJI0 C HCpCHHCKOﬁ COCTOHUT M3 HCCKOJBKHX TOMOB, B KaXXJOM TOMC
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YKa3bIBa€TCsl KOPPECIIOHACHT, aBTOP, TEPPUTOPUS, APYyrue JaHHble. B kaxaoMm Ttome
yKa3bIBaeTcsi Jfarta (YMCiIo, MecAl, ToJ) OBICTPOro TMOUCKAa JIOKyMEHTOB B
MOCJIEYIOIIEM; U3 3aBEPUTEIIbHON HAJIUCU HA OOJIOXKKY JIeJa BBIHOCUTCS KOJIMYECTBO
JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha o0ONOXKaxX Jed IMOCTOSIHHOTO W JOJTOBPEMEHHOIO XpaHEHUs
CJIelyeT NPOU3BOJIUTh YETKO, CBETOCTOMKUMH YEPHUIAMH.

5.3.5. JIns ydera konuuecTBa JHCTOB B JieJ€ W (PUKCALMH OCOOEHHOCTEM UX
HyMEpallluy Ha OT/AEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTENIbHASI HAMIIUCH.

B 3aBepuTtenbHONM HAMKUCH YKa3bIBACTCS KOJIUYECTBO JIMCTOB (LM(ppaMu U MPOIMUCHIO)
B Jelie. 3aBepuTeNbHAs HAJANUCHh MOJNUCHIBAETCA COCTABUTENIEM C YKa3aHUEM €ro
JOJKHOCTH U J1aThl COCTABIICHHUS.

5.3.6. BHyTpeHHss ONKUCh COCTABIIAETCA K JI€JIaM MOCTOSIHHOTO W JIOJTOBPEMEHHOTO
(cBeimre 10 net) cpoka xpaHeHus1, CHOPMUPOBAHHBIX IO PA3HOBUIHOCTSIM JJOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp’KaHUE JOKYMEHTOB (0C000
LICHHbIC, JTUYHBIC JIeIa U Jp),

5.3.7. Jlena BpeMEHHOTO XpaHEeHUs O(POPMIISIIOTCS YIPOIIEHHO:

OHU He NOJIIMBAIOTCS, JIUCTBI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OOJIOKKax He
IPOU3BOJUTCS, ONIMCH Ha JIeJIa HE COCTABIIAIOTCS, YUET BEJETCS IO HOMEHKIIAType Je.
5.4. Onucanue JOKYMEHTOB MTOCTOSIHHOT'O CPOKa XPaHEHHUS.

54.1. Tlo oOKOHYaHMM JEJIONPOU3BOJICTBEHHOIO TroJa B  00pa30BaTENIbHBIX
YUPEXKIEHUSAX MPOU3BOJIUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUs s
BKJIFOUEHHSI UX B ONUCh. OMUCHh COCTOMT M3 TOJOBBIX Pa3esioB, BHYTPU Toja Jena
pacrnoJiararoTcs Mo CTENEeHU 3HAYMMOCTH C Y4Y€TOM HOMHUHAJIBHOTO MpUHIMNA (B
COOTBETCTBHUHM C HOMEHKJIATYpoil 00pa3oBaTenbHOTO ydpexaeHus). ['omoBoit paznen
OMKMCH Ha JieJla TIOCTOSHHOTO XpaHEHWs, MNpeJHa3HAuYCHHbIE [JIs MOCIEAYIOIIeH
nepejayd B MYHUUUNAIBHBIA apXWB, TMOMJICKUT YTBEPKIACHUIO JTUPEKTOPOM
MYHULMIIAJIBHOIO apXvBa M COIJIACOBAHUIO 3KCIEPTHO-NPOBEPOYHON KOMHCCHEN HE
NO3JHEE YeM Yepe3 JBa rojia Mocie 3aBeplIeHus e B IeJI0NPOU3BOICTBE.

5.4.2. Onucu cocTaBiIsAIOTCS pa3/IeIbHO Ha Jiejla OCTOSSHHOTO XPAaHEHUsl IO OCHOBHOM

ACATCIIBHOCTHU M Ha JCJia I10 JTUYHOMY COCTaBYy.



5.4.3. Onucu coCTaBISIIOTCA CEKPETAPEM.
5.4.4. Onucek Benercd B €IMHOM BAJIOBOM HYMEpalUd B TEUEHUE HECKOJBKHX JIET W
3aKaHYMBAETCS IO COTJIACOBAHUIO C MYHHMUMIAIBHBIM apXHBOM, KyJa IOCTYMAIOT
JOKYMEHTBI 00pa30BaTEIbHBIX YUPEKICHUH.

5.4.5. Ha nena BpeMEHHOTO CpOKa XpaHEHUsI COCTABJISETCS aKT 00 YHUUTOKEHUHU.



