MYHUIIMIAJBHOE BHO/ZKETHOE OBIHIEOBPA3OBATEJ/IBHOE YUPE/K/JIEHHE
«HOBOTEPCKAS HAYAJ/IbHAS OBHIEOBPA3OBATEJIbHAS IHKOJIA HMEHE
MAXMYJA AMAEBA»

TTPHUHATO: : YTB’EP}KI[EHO :
Ha [lemarorn4eckom COBeTE Mmpemp LLIKOJIBI
Tpotoxon Nef ot «3(0» [§  2018r. 3.M,Ymaposa

ﬂpm(as NMT<@> [}f 2018r.
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1. Obmue mooxKeHHst

1.1. Tlonoxkenue o6 apxuBe MyHHIMIAIBHOrO OHOIKETHOrO 001e0Opa3oBaTENbHOIO
yupexnenust «Hosorepckas HadanbHasi o0ueoOpasoBaTesbHas LIKOTa MMeHHM Maxmyna AmaeBa»
(nanee — Iososxenue), pa3paboTaHO B COOTBETCTBUM ¢ DenepanbHbIM 3akoHOM «O0 apXHBHOM Jelte
B Poccuiickoii ®enepauuu» ot 22.10.2004 Ne 125-@3, MertoauyeckiMH peKOMEHOALMSIMH T10
paboTe ¢ OKyMeHTaMH B 00L1€00Pa30BaATENbHBIX YUPEKICHHAX.

1.2. Hacrosiee [onoxeHne pazpadoTaHo B LesX:

—  COBEPIIEHCTBOBaHHsA JeATEILHOCTH B C(epe OpPraHu3alMu XPAHEHHs, KOMILJIEKTOBAHUS,
yyeTa M WCMOJNb30BaHMs apxuBHbIX AokymentoB MBOVY «Hosorepckas HOIIL umenu
M. AmaeBan

— pauuoHANbHOH OpraHu3alMi AOKyMEHTaLHOHHOTO obecneuenus B MBOY «Hosotepckas
HOII umenn M. AmaeBa»

— 1.3, Apxus MbOV «Hosotepckas HOL umenn M.AmaeBa» co3maercs B LENAX XPAHEHUS,
KOMIUIEKTOBAHMs, Y4Y€Ta M MCIOJb30BaHHMA NOKYMEHTOB, 0OpasyIOLIMXCS B TMPOLECCE
nestensnoct MBOVY  «Hosotepckass HOIL wumenn M AmaeBa» M 3aKOHYEHHBIX
ZIEJIONMPOU3BOACTBOM JOKYMEHTOB [PAKTHYECKOrO Ha3HaueHus, X oTrhopa ¥ MOArOTOBKH K
riepesiadye Ha XpaHeHHe B MYHHMLIUITAJIbHbIH apXHB.

1.4 B cBoeit pabore apxue MBOVY «Hosorepckas HOIII wumenu M Amaesa»
PYKOBOACTBYETCA 3aKOHOAATeNnbCTBOM 00 apxuBHOM fene B Poccuiickoit Denepaiuu, HHBIMH
HOPMAaTHBHBIMM MpPaBOBbIMU akTamu Poccuiickoit Pepnepauun, nokanbHbiMM aktamu MBOY
«Hoeorepckas HOLI umenu M. Amaesa»» u Hactosum [lonoxeHuem.

1.5. Kowurpons 3a aestenbHoCcTbiO apxusa MBOY «Hosorepckas HOII umenun M. Amaesa»»
OCYLIECTBJISET AUPEKTOP, & B €€ OTCYTCTBUH 3aMECTHUTEJb AUPEKTOPa 10 y4eOHO-BOCTIUTATENLHOMH
paboTe, KOTOphIe 00ECIEeYUBAIOT APXHB HEOOXOIMMBIM MOMELIEHHEM U 060PYI0BaHUEM.

1.6. HenocpencreenHoe pykosouactso apxusoM MbBOY  «Hosotepckas HOI umenu
M.AmaeBa» Bo3araercs pUKa3oM JHPEKTOpA HA cekpeTaps y4eOHON 4acTH.

2. CocTaB 10KYMEHTOB apXHBA
2.1. ApxXuBHBIE NOKYMEHTHI, MOCTyNaOWMe Ha XpaHeHue B apxue MBOY «Hosortepckas

HOII wumenn M. AmaeBa» OTHOCATCS K MYHHUIMIIANbHONH COOCTBEHHOCTH, He MOJIENKAT
NPUBATU3ALMK, HE MOTYT ObITh OOBEKTOM NPONAKH, MEHbI, NAPEHWs, a TAKKE HHBIX CHEJOK,
MOTYIOHX MPUBECTH K UX OTHYKIEHHIO.

2.2.B apxus MBOVY «Hosotrepckas HOIL nmenn M. Amaesa» nocrynaor:

2.2.1. ApxuBHBIE [AOKYMEHTHI, 00pa3oBaBLIMECs B mpolecce aesTensHocTH MBOY
«Hosorepckas HOLI umenn M.Amaesa», BpeMeHHOTrO XpaHeHHst (HEOOXOAMMBIE B TIPAKTHUECKOIT
NEATENbHOCTH).

222, ApxuBHpie NOKyMeHTbl, oOpasoBaBlIMecs B mpolecce aesatensHocTy MBOY
«Hosotepckas HOL umenn M. Amaesa»

2.3. JIoKyMeHTBI 110 JIMYHOMY COCTABY, OTPAKAIOLINE TPYAOBIE OTHOIIEHUS pabOTHHKA C
paboTonarenem.

2.2.4. ApxuBHBIE JOKYMEHTb! [IOCTOSIHHOTO XPaHEH S,



3. 3apaun u GyHKUHH aPXHBA.
3.1.0cnHosubiMu 3anauamu apxua MbOY «Hosorepckast HOII umenu M. AmaeBay:

3.1.1. KomnjexroBaHue [AOKYMEHTAMM, COCTaB KOTOPBIX MPENYCMOTPEH pasaeiioM 2
Hactosuero [TonoxeHus.

3.1.2. ObecnieueHune eIMHbIX TPUHLIUIIOB OPraHU3aLMK XpaHEHUs, KOMIUIEKTOBAHUSA, y4eTa
1 HCTIOJIB30BAHUE APXMBHbBIX JOKYMEHTOB, MX COXPAHHOCTH.

3.1.3. Ocyumectsiedne KoHTpois 3a (opmuposaHneM u odopmileHHEM el B
nenonpoussoactse MBOY «Hosotepckas HOIIL nmenun M. Amaesa.

3.2. B cOOTBETCTBUM ¢ BO3JIOKEHHBIMH Ha Hero 3agadamu apxuB MBOVY «Hosortepckas
HOII umenn M. AMaesa» OCYLIECTB/ISAET CleayIOmKe QYHKIHH:

3.2.1. TlpuHumaeT mocjie 3aBePLIEHUS OEeNONPOW3BOACTBOM, VHYMTBIBAET W XPaHMT
nokymentel MBOY «Hosorepckas HOILI nmenu M.Amaesa», oOpaboTaHHble B COOTBETCTBHM C
TpeDOBaHMsAMM, YCTAHOBIECHHBIMH 3aKOHOOATENLCTBOM 00 apxuBHOM pene B Poccuiickoit
Denepaumu.

3.2.2. Ocyuwecrasier y4eT u odecrieuuBaeT MOJHYK COXPAHHOCTb MPUHSATHIX apXHBHBIX
NOKYMEHTOR, B TOM YHCII€ 110 JINYHOMY COCTaBY.

3.2.3. TIpoBOAMT CBOEBPEMEHHOE YMOPANOYEHHME apXHBHBIX HOKYMEHTOB (JKCIEpPTH3Y
IIEHHOCTH, HAy4yHO-TEXHHYECKyI0 00paboTKy, COCTaBIeHHe OMUCEH H T.4.).

3.2.4. Opranusyer UCNoJIb30BaHHWE NTOKYMEHTOB:

- uHopmupyer aamunnctpauuto 1 padotankos MbOY «Hoeotepckast HOII umenu M. Amaesa» o
COCTaBe M COIePIKaHUU TIOKYMEHTOB apXHBa,

- OecrulaTHO NpPENOCTaBNsieT I0/B30BATENAM  aPXMBHBIMM  JIOKyMeHTaMu OQOpMIIEHHbIE B
YCTAHOBJICHHOM MOPSNKE apPXUBHbIC CIPABKM WIM KOMHUH APXMBHBIX IOKYMEHTOB, CBSI3aHHBIE C
YCTaHOBIEHHEM TPYAOBOIO CTaka, COLUMANbHON 3allMTOH TpakAaH, NpPeIyCMaTpUBAIOMEd UX
NMeHCcHoHHOe olecrneueHHe, a TakkKe T[IOJYYEHME JIbIOT M KOMIIEHCALIHH B COOTBETCTBHHM C
3akoHoAaTenbcTBOM Poccuiickon Penepaunu;

- BBIAAET B YCTAHOBIEHHOM TMOPSAKE Aeja, AOKYMEHTbl WJIM KOMHH OOKYMEHTOB B LIESX
Clyk€0HOTO U TIPAKTHUECKOTO MCTOJIB30BAHUS U padOThI B IOMELIEHUH apXUBa,

- BEJET yuYeT UCMOJb30BaHMUs JOKYMEHTOB, XPAHSIIHMXCS B apXUBE.

4. IllpaBa H OTBETCTBEHHOCTDb

4.1. JIns BBIMIOJAHEHHS BO3JIOKEHHBIX 3a7a4 M QYHKUUH JIMI0, OTBETCTBEHHOE 34 BEICHHUE
apxusa MbOY «Hogotepckas HOLI nmenu M. Amaesa», HMeeT 1paso:

4.1.1. KoHTpOnHpOBATh BBIMOJHEHUE YCTAHOBIEHHBIX MPaBUA pabOThl ¢ HOKYMEHTAMH B
MBOVY «Hosotepckas HOLL nmenn M. AmaeBa».

4.2, Jlumo, oteercTBenHoe 3a Benenue apxusa MbOVY «Hosotepckas HOIIl umenu
M. Amaesa», HeCeT OTBETCTBEHHOCTD 33 BBIMOJHEHHE BO3JIOKEHHBIX HA apXHB 3a/1a4 U PYHKLUH.

4.3, 3a yrpary M nopdy AOKYMEHTOB JOJIKHOCTHBIE JHU@ Y4pexnaeHus (PyKOBOAHTENb
YUPEIKIOEHUs U JIMLO, OTBETCTBEHHOE 32 BEJAEHHE apXHUBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C
NEeACTBYIOIMM 3aKOHOAATEIBCTBOM.

5. KomnaekroBanue apxusa

5.1. Ilogrotoska nokymenToB K nepenade B apxus MBOY «Hosotepckas HOIL umenu
M. AmaeBa» BKIIIOYAET SKCMEPTH3Y HAYMHON M MPAaKTUYECKON LIEHHOCTH JOKYMEHTOB, oopMieHHe
AeJ1, COCTAaBIEHUE OMHCH.

5.2. DKcnepTH3a LeHHOCTH JOKYMEHTOB.

5.2.1. DKenepTusa HEHHOCTH NOKYMEHTOB - ONpENeNeHHe 1€HHOCTH JOKYMEHTOB C LETbI0
0TOOpa UX HA XPAHEHHE W YCTAHOBJICHHE CPOKOB XPAHEHMS.

Okcneprusy nexHnoctu aoxkymentos B MbBOVY «Hosotepckas HOIL umenu M.Amaesa»
OCYLIECTBJIAET NMOCTOAHHO AEICTBYIOIIAsA IKCNEPTHAST KOMHCCHS,

5.2.2. DKcrepTHas KOMHCCHS HA3HA4YaeTes Tphka3oM aupextopa MBOY «Hosorepckas
HOLI umenn M. Amaesa». B cocra DKCnepTHOH KOMHMCCHHM BKIIOYAOT HE MeHee Tpex
COTPY/AAHHKOB, B TOM 4MCJ€ B 00A3aTeNbHOM TMOPAIKE JMLO, OTBETCTBEHHOE 3a BeNeHHEe apXHBa
MbOY «Hosotepckas HOL umenu M. AmaeBay.

OJKCnepTHas KOMMCCHS HAa 3aCelaHMsX paccMaTpuBaeT. HoMeHkmaTypy aen MBOVY
«Hosotepckass HOUI nvenn M AmaeBa», ONKCH 1€l MOCTOSHHOTO XPAHEHUS M MO JMYHOMY
COCTaBY, aKTbl HA JOKYMEHTbI, BbIIEAAEMbIE K YHUUTOKEHHIO.

5.3. Odopmuenue men.



53.1. Jena mnOCTOSHHOIO XpaHEHHs MOMINHBAKITCA B TBEPAYHY OONOXKKY CYPOBBIMH
HUTKaMH. JIMCTBI HyMEPYIOTCS B IIPABOM BEPXHEM Y1y NpOCThIM kapaHaawmom. Konnyectro nuctos
B KaXIOM eNe He NOKHO npesbimath 250. B koHLE sena Ha NTAEALHOM JIMCTE COCTABISAETCS
3aBepUTEbHAA HANIUCD.

5.3.2. Ha o0noskke /€71 MOCTOSIHHOIO XpaHeHHs! NOJKHBI ObITh MPOCTABJIEHbI CIHEAYIOLIHE

PEKBHU3UTBHI, HAaHMEHOBaHHE OOPa30BATENBHOTO  yupeKaeHus, Homep (MHIEKC) mena 1o
HOMEHKJIAType, 3arojOBOK JleNa, KOJUYECTBO JIMCTOB, CPOK XPaHEHHs WIM OTMETKa «XPaHHTh
MOCTOSIHHOY, HOMep (hoHIa, OMUCH, Aea.
5.3.3. Ilo OKOH4YaHHH AENONPON3BOICTBEHHOIO rofa B ogopmieHHbie 00J0KKH A€ MOCTOSHHOIO
XPAHEHHs BHOCATCS HEOOXOAMMBIE YTOUHEHHs: B 3arOJIOBKH €], COAePKaUX PaCHOpsAUTE/IbHbIE
AOKYMeHTBI ([IPMKa3bl, MPOTOKOJBI), BHOCATCS HOMEpA; €Cid Hel0 ¢ TNEPErnucKol COCTOUT H3
HECKOJBKUX TOMOB, B KaXJOM TOME YKa3blBAETCA KOPPECMNOHAEHT, aBTOP, TEPPHUTOPHUSA, APYrHe
nanHele. B kaxaoMm ToMme ykasbiBaeTcsi garta (4HC/O, MEeCsl, T'OA) Hayajlla W OKOHYAHHs JaHHOrO
toma. ToO4HBIE [aThl TMPOCTABISKOTCA Ha OOJOXKKAX I OBICTPOro MOUCKA JOKYMEHTOB B
MOCJIENYIOLIEM; H3 3aBePUTENbHOIT Ha/MUCH HA O0JIOKKY Aena BBIHOCHUTCH KOJMYECTBO JIHCTOB B
zene.

53.4. Hagnucu Ha 0OJ0XKKax Aesl NOCTOSHHOIO M JIOJIFOBPEMEHHOrO XpaHEeHUs Clenyer
MPON3BOAUTb YETKO, CBETOCTOMKMMH YEPHHIIAMMU.

5.3.5. Jlna ydeTa KoJM4ecTBa JMCTOB B aee U Pukcauun ocoOeHHOCTEH UX HyMepaluu Ha
OTZEJBbHOM JIUCTE COCTABJIAETCS 3aBEPUTE/IbHAS HAANUCE.

B 3aBepurenbHON HaANMCH YKA3bIBAETCS KOJAMYECTBO JIMCTOB (uMdpamMu W IPONUCHIO) B
Aene. 3aBepuUTeIbHAS HAMKUCh MOAMNNCHIBAETCS COCTABUTENIEM C YKA3aHUEM €ro JOJDKHOCTH W AaThl
COCTaBJICHHS.

5.3.6. BHyTpeHHss ONMUCh COCTAB/IAETCS K [I€1aM MOCTOSHHOTO U J0JATOBPEMEHHOTO (CBBILIE
10 ner) cpoka xpaHeHus, chOPMUPOBAHHBIM MO PA3HOBHIHOCTSM JOKYMEHTOB, 3aT0JIOBKH KOTOPBIX
HE PaCKPbLIBAIOT KOHKPETHOE COAEPKaHHE JIOKYMEHTOB (0CO00 LIEHHBIE, IMYHBIE Iea U Ap.).

5.3.7. llena BpeMeHHOr0 XpaHeHUs 0(OPMIIAIOTCS YIIPOLIEHHO:

OHHM HE TOIIMBAKOTCS, JTUCThl B HUX HE HYMEPYIOTCs, YTOYHEHHE Ha OOJIOKKAX HE MPOM3BOIUTCH,
OMKCH Ha JIeJ1a HE COCTABJIIOTCS, YUeT BEAETCs N0 HOMEHKIIATYpe Jel,

5.4, Onucanue J1OKYMEHTOB MOCTOSAHHOIO CPOKA XPAaHEHHSI,

5.4.1. OnucH COCTABNAKOTCS PA3/E/IbHO HA Jlefla MOCTOSHHOTO XPaHEHUs M0 OCHOBHOI
NESTENLHOCTH U Ha Jlef1a MO JIMYHOMY COCTaBYy.

5.4.3. Onucy COCTaBISIOTCA JENIOTIPOM3BOIUTENIEM.

5.4 4. Onuck Benercs B €AMHOI BAJOBOM HyMEPaLMH B TEUPHUE HECKOJIBKHX JIET.

5.4.5. Ha nena ¢ MCTEKIIMM CPOKOM XPAaHEHHs COCTABJISAETCS aKT 00 YHHUTOMKEHHH.





