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MyHuuunajabHoe 010/1:KeTHOe T0IIKO0JIbHOEe 00pa30oBaTe/ibHOE YUpeKIeHne

AEeTCKHUI caJil KOMOMHUPOBAHHOIO BUa NeS
MYHHIIUNIAJIBHOT0 00pa3oBaHus TeMpIOKCKHUil paiioH

«11» sauBaps 2021 Ne 16
r. Temprok

«00 yrBep:knenuu Ilosoxkenus 06 apxuse MBJIOY JIC KB Ne5»

C neab1o co0/1101eHUsA eIUHbIX TPEOOBAHUI OTHOCUTEJIbHO BeIeHUS
JAeJIOBOH TOKYMEHTAILMHU, B COOTBETCTBHHU ¢ npuMepHbIM IloJ10:xeHnem 00
apxuBe 00pa3oBaTe/JIbHOM OPraHU3ALUH, YTBEPKACHHBIM IPUKA30M
(peaepaibHOro apxuBHOro areHcrsa ot 11 anpesas 2028roxa Ne42,
HOMeHKJaType Aea no JOY: nmpu ka3 bl B a o
1. YrBepauts npuiaraemoe [onoxenue 00 apxuse MBJIOY JIC B Ne5.

2. Co31aTh NOCTOSTHHYIO 1eHCTBYIONIYI0 SKcnepTHYI0 komuccuio (IK) B
cocrase:
npeacenaresb komuccuu — 3apeaywomuii MBJIOY JICKB NeS SIposas
O.M.,

YWieHbl KOMUCCHHU: — cTapiunid Bocnurartesb baciosak T.A
- BocnuTaTteib, npeacenarenas K Opaosa U.C.

2.1. Bo03710XKUTH HA IKCNIEPTHYI0 KOMUCCHIO QYHKIMU TO:
- €XKEeroJHOMY PACCMOTPEHHS NPOECKTA HOMEHKJIATYPbI A€l
00pa30BaTEJbHOI0 YUPEKACHUS
- OPraHM3ALHUI0 €KEr0AHOr0 0TOOPa JOKYMEHTOB HA XPaHEHHE H
YHUYTOKEHUE
- PACCMOTPEHHIO OIMCH /IeJ1 HA IOCTOSIHHOE XPAaHEeHHe, OIUCH JeJI 110
JIMYHOMY COCTABY
-PACCMOTPEHMIO AKTOB O BbIACJCHUN K YHHUYTOKECHUIO JeJ1, He MOAJIeKAUUX
AAJIbHEHIeMYy XPaHECHUIO.
3. OTBEeTCTBEHHOCTH 32 XPaHEHHE JOKYMEHTOB M KOHTOJIb 32 HCIIOJTHEHHE
AAHHOT'0 MPUKA3a OCTABJISIO 32 COOOM.

3aseayromuit MBIOY JIC KB NeS O.M. fApoBas



CoriacoBaHo YT1Bepxaarw

IIpencenarens IIK 3aenyromuii MBJIOY JIC KB NeS
N.C. OpJjoBa O.M. SpoBasi
« » BBeneHo B AeiicTBHE MPUKA30M

3aBeaymomiero ot 11.01.2021 Nel6

ITonoxenue
006 apxuBe MyHUITUITAIBHOTO OFOKETHOTO JIOMITKOJIBHOTO
00pa30BaTEIHLHOTO YUPEIKACHHUS IETCKOTO caja KOMOMHUPOBAHHOTO
Busia Ne 5 MyHHUITUTIAILHOTO 00pa3oBaHus TeMproKCKUii paiioH

r. Temprok



1.0011ee moJioxkeHus.
1. [Tonoxenue o0 apxuBe MyHULIUNATLHOTO OIOKETHOTO JTOMIKOJIBHOTO
00pa3oBaTeNbHOTO YUPEKACHHS JIETCKOro cajia KOMOMHUPOBAHHOTO Buja Ne 5
MyHULIMIIATBHOTO 00pa3oBanus Temprokckuil paiion ( nanee — [lomoxenue
MBJIOYIC KB Ne 5), pazpabotano B cootBeTcTBUU ¢ DeepaabHbIM 3aKOHOM
«O6 apxuBHoM Jene B Poccuiickoit @denepanun» ot 22.10.2004 Ne 125D3.
MeToauueckuMi peKoOMeHAAUIMHU [0 paboTe C TOKyMEHTaMHU B
o011e00pa3oBaTeabHbIX YUpexkaeHusx. Ha ocHOBe MPUMEPHOTO MOJI0XKEHUS 00
apXHWBE OPraHU3alluH YTBEPKICHHBIM NpHUKa3zoM denepanbHOro apXuBHOTO
aredrcTBa oT 11.04.2018 roma Ne 42.

1.2. Hactosee [lonoxenue pazpaboTaHo B LIEJISIX COBEPIICHCTBOBAHUS
NEATEIIbHOCTH B chepe OpraHu3aliy XpaHeHHs, KOMIIEKTOBAHUS, y4eTa U
MCIMOJIb30BaHUs APXUBHBIX JOKYMEHTOB U PALIMOHAJIBHOW OpraHu3aiuu
nokyMeHtarmoHHoro ooecnedenus MBJIOY JIC KB Ne5.

1.3. ApxuB MBJIOY JIC KB Ne5 co3naercs B Liensix XpaHEHUs!, KOMIUIEKTOBAHHUS,
ydeTa ¥ UCIOJIb30BaHUs JOKYMEHTOB, 00pa3yIomuXcs B Ipoiiecce AesATeIbHOCTU
MBAOY JC KB Ne5 1 3akOHYEHHBIX JEJIONPOU3BOICTBOM JOKYMEHTOB
MPAKTUYECKOTO HA3HAUCHHUS, UX OTOOpA ¥ MOATOTOBKY K Mepeade Ha XpaHECHUS B
MYHUITUTIATBHBIA apXuB (MPU HEOOXOAMMOCTH).

1.4. B cBoeii padote apxuB MBJIOVY JIC KB No5 pykoBoacTByeTcs
3aKOHOJIaTEILCTBOM 00 apXuBHOM Jiejie B Poccuiickoit denepariuu, MHBIMH
HOpPMAaTHUBHBIMU MPAaBOBbIMH akTamu Poccuiickon denepanuu, J0KaIbHBIMA
aktamu MBJIOY JIC KB Ne5 u nactosimum [lonoxxeHuem.

1.5. Kontpons 3a aestenbHocThio apxuBa MBJIOY JIC KB Ne 5 ocymectBisier
3aBEYIOUIUIA, a B €€ OTCYTCTBHE JIUII0, HA KOTOPOE BO3JIOKEHBI 00S3aHHOCTU
3aBeYIONIEro. 3aBeayIOININil 00ecTieurBaeT apXuB HEOOXOIUMBIM MTOMEIICHUEM U
00opyaoBaHueM (110 BO3MOKHOCTH).

1.6. HenocpencrBennoe pykoBoactBo apxusoM MBJIOY JIC KB Ne 5 Bo3znaraercs
MPUKA30M 3aBEYIOIIEro Ha JIUIIO, OTBETCTBEHHOE 3a BEACHUE apXUBa.

2. CocTaB 10KyYMEHTOB apxXuBa.

2.1.ApxuBHbIE TOKYMEHTHI, NTOcTynaromue Ha xpanenue B apxus MBJIOY JIC KB
No5, oTHOCSTCS K MYHHITUTIAILHON COOCTBEHHOCTH, HE TOJICKAT IIPUBATHU3AIINH,
HE MOTYT ObITh 00OBEKTOM MPOAAKH, MEHBI, TAPECHHUS, a TAK)KE UHBIX CICIOK,
MOTYIIIUX MIPUBECTH K UX OTUYKIACHUIO.

2.2.B apxuB Z10Y noctynaror.



2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa30BaBIIKECS B MPOIIECCE ACSITETbHOCTU
MBAOY JC KB Ne5, BpeMeHHOTO XpaHeHUs (HEOOXOIUMbIE B MPAKTUYECKOM
JEATEIIbHOCTH ).

2.2.2. JIoKyMeHTBI TIO TMYHOMY COCTaBY, OTPAKAIOIIUE TPYIOBBIC OTHOIIICHHUSI
paboTHHKa ¢ paboToaaTeNIeM.

2.2.3. ApXHUBHBIE JJOKYMEHTHI MIOCTOSIHHOT'O XPAHEHUSI.
3.3agauu M QYHKUMH apXuUBa.
3.1. OcHoBHbiMU 3as1auamu apxuBa MBJIOY JIC KB Ne5:

3.1.1. KoMriekToBaHHE TOKYMEHTaMH, COCTaB KOTOPBIX MPEyCMOTPEH pa3ieiomM
2 "acrosiero [lomoxenus.

3.1.2. Obecneuenre eTUHBIX TPUHITUIIOB OPTaHU3AIMN XPAHECHMUS,
KOMILUIEKTOBAHMS, yU€Ta U UCTOJIb30BAHUE APXUBHBIX JOKYMEHTOB, UX
COXPaHHOCTb.

3.1.3.0cymmecTBiaeHre KOHTPOJIs 3a opMupoBaHue U 0opMIICHUE JeT B
nenonpousBoactse MBJIOY JIC KB Nes.

3.2. B cOOTBETCTBHMM C BO3JI0’KEHHBIMM Ha Hero 3agadyamu apxuB MB/IOVY JIC KB
Ne5 ocymecTBisieT cneayromnme QGyHKITUN:

3.2.1. [IppuauMaet mociie 3aBepIICHUS JCIONPOU3BOICTBOM, YIUTHIBACT M XPAHUT
nokymeHTsl MBJIOVY JIC KB No5, 06paboTaHHBIE B COOTBETCTBUU C
TpeOOBAHMIMU, YCTAHOBJICHHBIMH 3aKOHOIATEIILCTBOM 00 apXHUBHOM JIEJIe
Poccuiickon ®@enepanumn.

3.2.2. OcyllecTBIISIET YYET U 00ECIEUMBAET MOJHYI0 COXPAHHOCTh MPHUHSTHIX
ApXUBHBIX JOKYMEHTOB, B TOM YHUCJIE MO0 TUYHOMY COCTAaBY.

3.2.3. [IpoBOIUT CBOEBPEMEHHOE YIIOPSIOYEHUE APXUBHBIX JIOKYMEHTOB
(PKCcTIepTH3Y IEHHOCTH, HAYYHO-TEXHUYECKYI0 00pa00TKy, COCTABICHUE OMTUCEH U
T.J.).

3.2.4. Opranu3yeT UCMOIb30BaHUE JOKYMEHTOB:

- “HQOpMHUpYET aAMUHUCTpaluio U paboTHUKOB JJOY 0 coctaBe u copepkaHuu
JIOKYMEHTOB;

-0OecmaTHO MMpcaoCTaBJIACT I10JIb30BATCIIAIM dAPXUBHBIMU JOKYMCHTAMU
0(1)0pMJIeHHBIe B YCTAHOBJICHHOM ITOPAJAKC apXHWUBHBIC CITIPABKU HUJIA KOIINH



aAPXUBHBIX IOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHUE TPYJOBOT'O CTaXa,
COLMAJILHOM 3alIUTHOW Ipak/iaH, NpeAyCMaTPUBAIOIIUX UX IEHCUOHHOE
obecrnieyeHune, a Tak)Ke MOJy4eHHUe JIbIOT U KOMIIEHCAIIMU B COOTBETCTBHH C
3aKOHOJIaTE€IbCTBOM PD;

- BEIAACT B YCTAHOBJICHHOM IOPAAKE A€J1a, JOKYMCHTBI HJIN KOITMKU JOKYMCHTOB B
1ICJIX CJ'Iy}KC6HOFO H IIPAKTUYCCKOI'0 MCITIOJIb30BaHUA TJIA pa6OTBI B IIOMCUICHUH
HOY;

-BEJIET yUET MCIIOIh30BAHUS IOKYMEHTOB, XPAHSIIUXCS B apXHBE.
4. TlpaBa 1 OTBETCTBEHHOCTb.

4.1. J1ns1 BBIMONHEHUS BO3JIOKEHHBIX 331a4 M (DYHKIIMM JTUI0, OTBETCTBEHHOE 32
BeaeHue apxusa MB/IOVY JIC KB Ne 5, umeer npaso:

- KOHTpOJ'IPIpOBaTB BBIITOJIHCHUC YCTaHOBHeHHBIX HpaBI/IH paGOTBI C I[OKYMGHTaMI/I
B MBJIOV JIC KB Ne5.

4.2. JIuuo, orBercTBeHHOE 32 BeaeHue apxuBa MBJIOY JIC KB No5, necer
OTBETCTBEHHOCTH 32 BBITIOJIHEHNE BO3JIOKCHHBIX HAa apXUB 3a/1a4 ¥ QyHKITUH.

4.3.3a yTpaTy 1 noOp4y JOKYMEHTOB JOJKHOCTHBIE JIMIA YUPEKICHUS
(PYKOBOAMTEND YIPEIKICHUS U JINIIO, OTBETCTBEHHOE 32 BEJICHUE apXUBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUU C JICUCTBYIOIINM 3aKOHOIATEITLCTBOM.

5. KomniekroBanue apxusa.

5.1.IToaroroBka JOKYMEHTOB K nepenaye B apxus OV Bkirouaer skcnepTusy
HAyYHOU ¥ TIPAKTUIECKOUN IIECHHOCTU JOKYMEHTOB, 0(DOPMIICHHE /1], COCTABIICHUE
OIIMCH.

5.2.0KkcnepTrsa HEHHOCTH JOKYMEHTOB.

5.2.1..OkcnepTr3a UEHHOCTH IOKYMEHTOB: - ONPEAEIICHUE LIEHHOCTSAM JOKYMEHTOB
C LIeTbI0 0TOOpa UX Ha XpAaHEHUE U YCTAHOBJICHHE CPOKOB XPAHEHHUS. DKCIIEPTUIY
EHHOCTH IOKYMEHTOB B JIOY ocyIiecTBisieT MOCTOSHHO JEeHCTBYIONIAs
DKCIIEPTHASI KOMHUCCHSI.

5.2.2.OkcnepTHas KOMUCCHS Ha3HavaeTcs npruka3oM 3asenyromero J0OY. B
COCTaB 3KCIEPTHONM KOMHCCHH BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
quclie B 0053aTeIbHOM NOPSJIKE JIMIO, OTBETCTBEHHOE 3a BeAeHue apxusa JIOVY.
DKcrnepTHasi KOMUCCHS Ha 3aCEJaHUM paccMaTpuBaeT: HOMEHKIatypy aen J10Y,



OIIMCH ACJI IIOCTOSHHOT'O XPpAHCHUS U 110 JINYHOMY COCTABY, dKThI HA JJOKYMCHTHI,
BBIACTIEMBIC K YHUYTOXKCHUTIO.

5.3. Odopmiienue aen.

5.3.1. Jlena mOCTOSIHHOTO XpaHEHHUSI TIOIIIUBAIOTCS] CYPOBBIMU HUTKAMHU. JIUCTBI
HYMEPYIOTCS B TPAaBOM BEpXHEM YIi1y. Bce TMCThI MpOouInMBarOTCs, CKPEIUISIOTCS
neyvarsto ¥ noanuceo 3apeayromero MbI0Y JIC KB Nes.

5.3.2.Ha 065105kKe /1€ MOCTOSTHHOTO XPaHEeHUSI TOJIKHBI OBITh TIPOCTABIICHBI
CJIEyIOIINE PEKBU3UTHI: HANMEHOBAHNE 00PAa30BaTEIbHOTO YUPEKACHUS, HHACKC
7ienia 0 HOMEHKIIaType, 3arojIoBOK Jelia, KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS UITH
OTMETKa «XpaHUTh MMOCTOSIHHOY», OMUCH, Aena. K nemy nmpukmaasiBaeTcst TeTpab
pErucTpaIyy Jena, B KOTOpOl OMUCHIBAETCS HOMED, J1aTa, CoJIepyKaHHe
nokyMeHTa. TeTpaab MPOLUIMBAETCS U CKPEIUISIETCS MOAMUCHIO 3aBEAYIOIETO.

5.3.3.11o okoHYaHUU JETONPOU3BOIACTBEHHOTO TOJIa B 0pOPMIICHHBIE OOJIOKKH JET
MOCTOSIHHOTO XPaHEHHSI BHOCSTCSI HEOOXOIUMbIE€ YTOUYHEHUS: B 3ar0JI0BKE Jell,
COZIEPIKAIIUX PACTIOPSAAUTEIbHBIE JOKYMEHTHI (ITPUKAa3bl, MPOTOKOJIbI), BHOCSITCS
HOMEPA, €CJIU AEJ0 C NEPEMUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXJOM TOME
YKa3bIBA€TCSI KOPPECIIOHAECHT, aBTOP, TEPPUTOPHUS], IPYrUe TaHHbIE. B Kaxx10M
TOME yKa3bIBaeTcs JaTa (4ucio, Mecsil, roj1) Hayajla i OKOHYaHHS TAaHHOTO TOMa.
TouHbIe 1aThl IPOCTABISAIOTCS HA 00JI0KKE JIsl OBICTPOTO MOUCKA TOKYMEHTOB B
MOCJIETYIOIIEM, U3 3aBEPIIMTEILHON HAAMKUCH Ha 00JIOXKKY J1eJ1a BBIHOCUTCS
KOJIMYECTBO JIMCTOB B JIETIE.

5.3.4. Haanucu Ha 00J105KKaX JIeJ1 TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XpaHEHUS
CJeAyeT MPOU3BOAUThH YETKO, CBETOCTOMKUMHU YEPHUIIAMHU.

5.3.5.1714 y4eTa KOJMYEeCTBa JIUCTOB B Jiesie U (PUKcAIlui 0COOCHHOCTEN X
HyMEpAaIM1 Ha OT/ICJIbHOM JIUCTE COCTABIISIETCA 3aBEpPUTEIbHAS HAANMKUCh. B
3aBEPUTEILHON HAJIMHUCH YKA3bIBACTCS KOJUUYECTBO JUCTOB (UudppamMu uiu
MPONUCHIO) B Jiesie. 3aBepUTEIbHAS HAJIUCH MMOJIUCHIBAETCS COCTABUTEIIEM C
YKa3aHUEM €T0 JIOJDKHOCTH U 1aThl COCTABIICHUS.

5.3.6. BHyTpeHHSS ONKUCH COCTABISAETCS K JeaM MOCTOSIHHOTO U
noyroBpeMeHHoro (cBoitie 10 jet) cpok xpaHeHus, cHOPMHUPOBAHHBIM TIO
Pa3HOBUIHOCTSIM JJOKYMEHTOB, 3aI0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepaHue JOKYMEHTOB (0CO00 IICHHbBIC, JIMYHbIC JeJia U T/).

5.3.7. Jlena BpeMEHHOTO XpaHeHHs O(POPMIISIIOTCS YIPOIIEHHO: OHU HE
MOJIIIIMBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha O0JIOKKaX He



MPOU3BOJIUTCS, OMKCH Ha JIEJI€ HE COCTABJISIOTCS, YUET BEACTCS IO HOMEHKIIATYPE
Jed.

5.4. Onucanue JOKYMEHTOB ITOCTOSIHHOTO CPOKA XPAHEHMUS.

5.4.1. Onrcu cocTaBisIOTCA Pa3IeabHO HA JIeja NOCTOSHHOTO XpPaHEHHUS 110
OCHOBHOM JI€ATEJIbHOCTH U Ha Jieja [0 JUYHOMY COCTaBY.

5.4.2.0nucu cocrasisitores 3aseayroniem MBJIOY JIC KB Ne 5.

5.4.3. Onuch Benercs B €IMHOM BaJOBOW HyMEpPAIIMU B TEUEHHE HECKOJIBKUX JIET.

5.4.4.Ha nena ¢ UCTEKIIIMM CPOKOM XPaHEHHSI COCTABIISIETCS aKT 00 YHUUTOKCHHH.
6.Cpox 1eiiCTBHS MOJI0KEHUS.

6.1. Cpok neiicTBUS NOJIOKEHUS HE orpaHuyeH. [lonoxenue aeicTByeT 10
HPUHSATHS HOBOTO.
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