MyHULMITATEHOE aBTOHOMHOE 00111e00pa30BaTeIbHOE YUPEKICHUE
«Cpennsisi o61eoOpa3oBaTenbHas mKoua No 5»

ITpuHATO pemeHHeM NeAarornIecKoro coBera V1B
nporoxosx Ne 5 ot 11.01.2021 Jqupextop MAQYALS

npukas ot 1
C yueroM MHEHHA POAMTENIEH B 00yJarONIXCcs

MNOJOKEHHUE

00 apxuBe
MYHHIIHNIAJILHOT0 AaBTOHOMHOI0 0011€00pa3oBaTe/IbHOIO y4pe
«Cpennsis oomeo6pa3oBaTesbHas mKoJaa Ne 5» r. Uycosoro

1. O61ue no10KeHHs

1.1. Hacrosimee ITonoxenwe 06 apxmBe MAOVY «COII Ne 5» (nanee mo TeKCTy
[TonoxeHne) pa3paboTaHO Ha OCHOBaHMH [IpHMepHOro IIONOXeHHs 00 apxuse
OpraHu3anuy, yTBepxkaeHHoro @DefepansbHOro apxXuMBHOro areHrctsa Ne 32 oT
11.04.2018 roxa, B coorBeTcTBuH ¢ KoHcturyiueii PO, ®exepansabiM 3akoHOM «O6
obpazoBanuu B PD» No 273-03 ot 29.12.2012r. B pemakuuu ot 06.03.2019 rona,
Ycrasom MAOY «COI Ne 5»

1.2. Hacrosmee ITonoxenue paspaboTaHo B LemsIX:

— COBEpIICHCTBOBaHUA  JEATSIIBHOCTH B  c(epe  OpraHM3allMM  XPaHCHHS,
KOMIUIEKTOBAHHS, y4eTa M MCII0JIE30BaHMs apXUBHEIX A0KyMeHToB MAOVY «COIIl Ne
; o
— paIUMOHANBHON OpraHM3alMy JOKyMeHTalHoHHOTOo obecneueHuss B MAOY «COIII
Ne 5».

1.3. Apxus MAOY «COIIl Ne 5» co3maercs B LelIX XpaHEHHS, KOMIUIEKTOBaHMS,
y4eTa W HCIOIB30BaHMS MOKYMEHTOB, 00pa3yloImuxcs B IpoLecce AeITeIbHOCTH
MAOY «COHII Ne 5» ® 3aKOHYEHHBIX JEJOMPOU3BOJCTBOM JIOKYMEHTOB
NPaKTHYIECKOr0 Ha3Ha4YeHHA, HX OTOOpa M MOATOTOBKM K IepeAade Ha XpaHEHHE B
MYHHLIUIAIBHbIN apXUB.

1.4. B cBoell pgedATensHOCTH apXWB pYKOBOJACTByeTcs MJaHHbIM [lojoxenuem,
DenepalbHbIM 3aKOHOM 0T 22.10.2004 Ne 125-03 «O06 apxuBHOM geie B Poccuiickoit
{enepanyu», MHBIMA HOPMAaTHBHBIMH NMpPaBOBBIMH akTamMu Poccuiickoit Deneparmi,
HOPMAaTHBHBIMU  [PAaBOBBIMH aKTaMH M  METOAMYECKMMH  PEKOMEHIALMSIMM
DenepallbHOTO APXUBHOTO areHTCTBA, JOKAIBHBIMH HOPMATHBHBIMH akTaMu MAQOY
«COLL Ne 5», npuka3amu ¥ yKa3aHUSIMU BBIIECTOSIIMX OPTaHU3ALMH.

1.5. Koutpons 3a pesrenpHocThio apxuBa MAOY «COI Ne 5» ocymecTBiser
IUPEKTOp, 2 B €€ OTCYTCTBHHM 3aMECTHTENb AUPEKTOpa M0 y4eGHO-BOCIIUTATEIBHOM
pabote, KOTOpEle 00eCHEYMBAalOT apXUB  HEOOXOAMMBIM  IIOMENIEHWEM W
000pyI0BaHHEM.

1.6. HenocpencteenHoe pykoBojcTBo apxuBoM MAOVY «COIL Ne 5» Bosnaraercs
[IPUKAa30M JUPEKTOpa Ha CEKpeTaps IIKOJBI.



2. CocTaB 1OKYMEHTOB apXuBa

2.1. ApxuBHBIE NOKYMEHTHI, IOCTyNAKOIIME Ha XpaHeHHe B apxuB MAOVY
«COII Ne 5» oTHOCATCA K MYHUIMIAIBHOW COOCTBEHHOCTH, HE TMOJJIEkKaT
MPUBATU3ALIUM, HE MOTYT OBITh OOBEKTOM MPOJAXKH, MEHBI, TaPCHHs, a TaKKE HHBIX
C/EJIOK, MOTYIIUX MPUBECTH K UX OTUYKJICHHUIO.

2.2. B apxuB MAOY «COIII Ne 5» noctynaror:

— apXUBHBIE JJOKYMEHTHI, 00pa3oBaBImecs B npouecce neareabHoctd MAOY «COI
Ne 5», BpemenHOr0 XpaHneHus (HE0OX0IUMbIE B TPAKTUYECKOMN JCSITEIIbHOCTH);

— apXUBHBIE JOKYMEHTHI, 00pa3oBaBimecs B npoiecce nesreabnoctd MAOY «COII
No 5y;

— JIOKYMEHTHI T10 JITYHOMY COCTaBY, OTPaKAIOIINE TPYAOBBIE OTHOIICHHS paOOTHHUKA
c paboTonaTenem;

—  apXMBHBIE JOKYMEHTHI TOCTOSIHHOTO XpaHEHUS.

3.3axaun u GpyHKUMHU apXUBa

5.1. OcHoBHbiMU 3agauamMu apxuBa MAOY «COLI Ne 5»:
— KOMIUIEKTOBaHUE JOKYMEHTaMH, COCTaB KOTOPBIX MPEIyCMOTPEH pasieioM 2
HacTtosmero Ilonoxenus;
— o0ecrnieyeHre €IUHBIX MPUHIMIIOB OpPraHU3allMd XPaHEHUS, KOMIUIEKTOBAHUSA,
y4eTa U UCIOJIb30BAaHUE apXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH;
— OCYIIECTBIICHHE KOHTPOJs 3a (opmupoBanreM U odOpMIICHHEM Jel B
nenonpousBoactse MAOY «COIII Ne 5.
5.2. B cooTBEeTCTBHM C BO3J0KEHHBIMU Ha Hero 3afgayamu apxuB MAQOY «COII Ne 5
OCYUIIECTBIISIET clieytonue GyHKIIUN:
— TOPUHUMAET TIOCJI€ 3aBEpIICHHS JEIONPOU3BOACTBOM, VYUUTHIBAET U XPAHHUT
nokymeHTel MAOY «COIIl Ne 5», o6paboTaHHble B COOTBETCTBUM C TPeOOBaHUSIMH,
YCTaHOBJICHHBIMU 3aKOHOJIATEILCTBOM 00 apXUBHOM Jiene B Poccuiickoit denepariy;
— OCYHIECTBIJISIET Y4YeT M OOECIeUMBACT MOJHYI0 COXPAHHOCTb MPHUHSATHIX apXHBHBIX
JIOKYMEHTOB, B TOM YHCJIE 10 JINYHOMY COCTaBY;
— TMPOBOAMT CBOEBPEMEHHOE YNOPSAAOYEHUE AapPXHUBHBIX JIOKYMEHTOB (3KCIEpPTH3a
LEHHOCTEN JOKYMEHTOB, HAay4YHO-TEXHHUYECKYI0 OOpabOTKy, COCTaBJIEHUE OINUCEH U
T.J.);
— OpraHM3yeT UCMOJIb30BAHUE TOKYMEHTOB:
— uHpopmupyet agmMuHUCTparuio u pabotHukoB MAOY «COLI Ne 5» o cocrase u
COJIEp>KaHUM TOKYMEHTOB apXUBa;
— OecmyjaTHO  NPENOCTAaBISET  MOJI30BATENSIM  APXUBHBIMH  JIOKYMEHTaMH,
o(OpMJICHHBIE B YCTAHOBJICHHOM IOPSJIKE apXWBHBIC CIPABKU WU KOIMUU APXUBHBIX
JIOKYMEHTOB, CBS3aHHBIE C YCTAHOBJIEHHEM TPYAOBOIO CTaXka, COLMAIBHON 3alllUTON
rpaxiaH, npeaycMaTpuUBarOUIell UX TMEHCHOHHOE OOecleyeHue, a TakkKe MOJIyYeHHE
JBIOT ¥ KOMIIEHCAIlU B COOTBETCTBUU C 3aKOHOIATENILCTBOM Poccuiickoit denepannu;
— BBIJIA€T B YCTAHOBJICHHOM TOpPSIKE JieNa, JOKYMEHThl WM KONMUU JOKYMEHTOB B
HEesIX CIYy>)KEeOHOro M MPaKTUYECKOrO HCIMOJIb30BaHUs [Js1 pabOThl B MOMEIICHHUH
apXxuBa;
— BEJET YYeT UCMOJIb30BaHUS IOKYMEHTOB, XPAHSIIUXCS B apXUBE.



4. IlpaBa ¥ 0TBETCTBEHHOCTh

4.1. Jlns BBIOJIHEHUS BO3JI0OKEHHBIX 3a7a4 W (DYHKIMNA JIMIIO, OTBETCTBEHHOE 3a
BeaeHue apxua MAOY «COI Ne 5», umeeT npaBo

—  KOHTPOJHUPOBATH BHINIOJTHEHNE YCTAHOBJICHHBIX MPAaBUJI pabOThI C IOKYMEHTaMU B
MAOQOY «COII Ne 5x»;

4.2. Jluno, otBercTBeHHOE 3a BeaeHue apxuBa MAOY «COIII Ne 5y, Hecer
OTBETCTBEHHOCTh 32 BBHIMOJHEHHUE BO3JIOKEHHBIX HAa apXUB 3a7a4 U (QyHKIIUH.

4.3. 3a yTpaTy W NOp4y JOKYMEHTOB JOJKHOCTHBIC JIUIA YUPEKIACHUS (PYKOBOIUTEIb
YUPEKJICHUS] W JIMIIO, OTBETCTBEHHOE 3a BEJCHHE apXHBa) HECYT OTBETCTBEHHOCTHh B
COOTBETCTBUM C JACHCTBYIOIINM 3aKOHOJIaTEILCTBOM.

5. KoMIulieKTOBaHMe apXuBa

5.1. TlogroroBka nokymeHtoB K mnepegade B apxuB MAQOY «COI Ne 5» Bkirouaer
HKCHEPTHU3Y HAYYHOM U MPAKTUYECKOW IIEHHOCTH JOKYMEHTOB, O(OpMIIeHHE [el,
COCTAaBJICHUE OIUCH.

5.2. Dkcneprusa HEHHOCTH TOKYMEHTOB.

5.1.1. DkcnepTHu3a LUEHHOCTH JOKYMEHTOB - OIpPEACIICHHE LIEHHOCTH JOKYMEHTOB C
LEJIbI0 0TOOpa UX HAa XpaHEHUE U YCTAaHOBJIEHHE CPOKOB XPAHEHHUS.

5.1.2. Dkcneptu3y neHHoctd JIOKYyMEHTOB B MAOY «COIII Ne 5» ocymectBasier
MOCTOSIHHO J€MCTBYIOLIAs SKCIIEPTHAST KOMUCCHSL.

5.1.3. DkcneprHass komuccus Ha3Hadaercs npukazoM aupekropa MAOY «COLI Ne 5».
B cocraB DkcnepTHON KOMUCCHU BKJIIOYAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM YHUCIIE
B 00s13aTENILHOM MOPSAKE JIMIIO, OTBETCTBEHHOE 3a BeneHue apxuBa MAOY «COII Ne
5».

OKcrnepTHas KOMHCCHS Ha 3aceJaHHusX pacCMaTpUBAET: HOMEHKIATYpy Hel
MAQOY «COII Ne 5», onrcu et NOCTOSHHOTO XPAHEHUS U 110 JIMYHOMY COCTaBY, aKThI
Ha JIOKYMEHTBI, BbIIETISIEMbIE K YHUUTOXEHHUIO.

5.3. Odopmiienue ner.

5.3.1. Jlena MOCTOSIHHOTO XpaHEHWs MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMU
HUTKaMH. JIMCTBI HYMepyloTCSd B MPaBOM BEPXHEM YINIy HPOCTHIM KapaHJalIOM.
KonndecTBo IUCTOB B KaKIOM JieJ€ HE JOJDKHO npeswlmath 250. B koHue aena Ha
OTJICJILHOM JIUCTE COCTABIISIETCS 3aBEpUTEIbHAS HAIKUCH.

5.3.2. Ha o00noXxke [Jen TOCTOSHHOIO XpaHEHUs JOJDKHBI OBITh IPOCTaBJICHbI
CIIEYIOIIME PEKBU3UTHI: HAUMEHOBaHUE OOpa30BaTEIBHOIO YUPEXKIEHUS, HOMEp
(MHIEKC) ena 10 HOMEHKJIAType, 3aroJIoBOK Jieja, KOJIMYECTBO JUCTOB, CPOK XPAaHEHUS
WIH OTMETKA «XPaHUTh MIOCTOSIHHO», HOMep (OH/1a, OIUCH, JIea.

5.3.3. [lo okoHYaHUU MAEIOMPOU3BOJCTBEHHOTO To/Ja B O(GOPMIICHHBIE OOJIOKKU eI
IIOCTOSTHHOT'O XpaHEHUs] BHOCATCA HEOOXOIMMbIE YTOUHEHHUS: B 3aroJOBKH JIel,
COJIEpPXKAIMX PACIOPSAUTENbHBIE JOKYMEHTHl (MpUKa3bl, IPOTOKOJIbI), BHOCATCS
HOMEPA; €CJIM JAEJIO C IMEPENUCKOW COCTOMT W3 HECKOJIBKHX TOMOB, B Ka)JIOM TOME
YKa3bIBa€TCsl KOPPECIOHJEHT, aBTOpP, TEPPUTOPHs, ApPYrHe HaHHblE. B Kaxaom Tome
yKa3bIBaeTcs JaTa (4UCio, MECSI, TOJ) Hadala U OKOHYaHUS JaHHOro ToMa. TouHbIe
JaThl TPOCTABISIOTCS HA OO0JIOKKax Juisl OBICTpOrO IOMCKAa JIOKYMEHTOB B
MOCJIEYIOLIEM; U3 3aBEPUTEIBHON HAAIMCU HA OOJIOKKY JIeJIa BBIHOCUTCSA KOJIUYECTBO
JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 00JI0KKaX JIe1 MOCTOSHHOTO U IOJITOBPEMEHHOTO XpaHEeHHsI CIIEAyeT



IPOU3BOJUTH YETKO, CBETOCTOMKMMU YEPHUIIAMHU.
5.3.5. JIns yuera KoJu4ecTBa JIMCTOB B Jieie U (pukcanum 0COOEHHOCTEN UX HyMepaluu
Ha OTJIEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAIKCH.
B 3aBepuTenbHON HAMMCH YKa3bIBAETCS KOJIMYECTBO JUCTOB (LU(PpaMu U MPOMUCHIO) B
nene. 3aBepuTeSibHAas HAJIUCh MOJINUCHIBAETCS COCTABUTENIEM C YKAa3aHUEM €ro
JOJIKHOCTH U JIaThl COCTABIICHUS.
5.3.6. BHyTpeHHSAsSI ONMUCH COCTABIISIETCS K JeJlaM IMOCTOSIHHOIO W JOJTOBPEMEHHOIO
(cBoire 10 set) cpoka xpaHeHus, CHOPMHUPOBAHHBIM 10 PA3HOBUIHOCTSIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp:KaHHE JIOKYMEHTOB (0C000
LEHHBIE, TUYHBIC JIea U JIp.).
5.3.7. Jlena BpeMEHHOT0 XpaHeHUsI O(POPMIISIIOTCS YIPOILICHHO:
OHU HE€ MOJIIMBAIOTCS, JIUCThl B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha OOJIOXKKax He
MIPOU3BOJIUTCS, ONMCH Ha JIEJIa HE COCTABIISIIOTCS, YUET BEIETCS IO HOMEHKIIATYPE JEIL.
5.4. Onucanue JOKyMEHTOB IMOCTOSIHHOT'O CPOKa XPaHEHHSI.

5.4.1. Onucu CcoCTaBISAOTCSA pa3lelbHO Ha Jejla MOCTOSHHOTO XPaHEHUS IO
OCHOBHOH J€STEIIBHOCTU U Ha JIeJIa [0 INYHOMY COCTaBYy.

5.4.2. Onucu cOCTaBISAIOTCS ACJIONPOU3BOIUTEIIEM.
5.4.3. Onuce BeAeTcs B €AMHOM BAJIOBOM HyMEpaluu B TEUEHUE HECKOJIBKUX JIET.
5.4.4. Ha nena ¢ UCTEKUIMM CPOKOM XPAaHEHHUSI COCTABISAETCS aKT 00 YHUUTONKECHUH
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