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MonoxeHune 06 apxuBe
1. O6Lwme nonoxeHus
1.1. TllonoxeHne o006 apxmBe TaWMbIPCKOrO  MyHMLMNASIbHOMO Ka3€HHOro
o6weobpasoBaTenbHOro ydpexaeHus «Katblpblkckas HadanbHasi Wkona — eTCKUn cagy
(nanee — TllonoxeHue), paspaboTaHo B cooTBeTCTBMM C PegeparnbHbiM 3akoHOM «O6
apxuBHom gene B Poccurickon ®egepaummny» ot 22.10.2004 Ne 125-d3, Metogmyeckumm
pekomMeHgaumsiMmn no paboTte ¢ JOKyMeHTaMu B 0b6Leobpa3oBaTenbHbIX YYPEXOEHUSIX.
1.2. Hactosiwee MNMonoxeHne paspaboTaHo B Lensx:
- COBEpLUEHCTBOBaHUS  AeATenbHOCTM B cdepe  opraHu3aumm  XpaHeHus,
KOMMNMEKTOBaHMA, YyyeTa M  WUCMNOMb30BaHMS apXuBHbIX AokymeHtoB TMK OY
«KaTblpblKCKad HayanbHas wkona — 4eTCKUK caa»
- pauMoHanbHOW opraHu3aumm JoKyMeHTaunoHHoro obecneyenus B8 TMK OY
«KaTtblpblKkCkasi Ha4anbHas LWKona — AeTCKUn cag»
1.3. Apxus TMK OY «HoBopbIGMHCKas cpeaHas WKona» co3aaeTcs B Lenax XpaHeHus,
KOMMEKTOBaHMS, y4eTa U UCMNOMb30BaHMs AOKYMEHTOB, 06pasyoLLmxcs B npoLecce
peatenbHocTn TMK OY «KaTblpblkckas HavanbHas Lwkona — 4ETCKAA cag» U
3aKOHYEHHbIX A4eNoNPOM3BOACTBOM AOKYMEHTOB MPAKTUYECKOro HasHa4vyeHus1, ux otbopa u
NnoaroTOBKU K Nepefaye Ha XpaHeHne B MyHULMNanbHbIA apXuB.
1.4. B cBoen pabote apxmB TMK OY «KaTtblpblkckasi Ha4anbHas LKona — 4ETCKUN caa»
PYKOBOACTBYETCH 3aKOHOA4ATENbCTBOM 00 apxnBHOM aerne B Poccuiickon degepaumm,
WHbIMWU HOPMaTUBHBLIMU NPaBOBbIMU akTamu Poccurckon deneparmm, nokanbHbIMA
aktamm TMK OY «KaTblpblkckasi HayanbHasi LWKosia — eTCKUA cag» U HacToALWMUM
lNonoxeHnem.
1.5. KoHTponb 3a geatenbHocTbto apxuea TMK OY «KaTbipbikckas HavdanbHasa Lwkona —
AETCKUI cag» OCYLLECTBISAET ANPEKTOP, a B €€ OTCYTCTBMM 3aMECTUTENb AMPEKTOpPA MO
y4yebHo-BoCcnuTaTensHon paboTe, KOTopble 0becneymBatoT apxmB HEOBXOAUMbIM
nomeLeHnem n obopyaoBaHneEM.
1.6. HenocpegctBeHHoe pykoBoacTBo apxmBom TMK OVY «KaTtbipbikckass HadvanbHasi
LLUKONa — AeTCKUM cagy Bo3naraeTcd Npukasom AnpeKTopa Ha genonpoussoauTenst.

2. CocTtaB AOKYMEHTOB apx1Ba

2.1. ApxuBHble [OKYMEHTbl, MOCTynawwme Ha XpaHeHune B apxuB TMKOY
«HoBoOpbIBUHCKas cpefHAsa LKoMna» OTHOCATCA K MyHWUMManbHOW COOCTBEHHOCTU, He
noanexaT npueaTtmsaumm, He MOryT BbiTb 0OBHEKTOM NpoAaXun, MEHbI, JAPEeHUs, a Takke
WHbIX COENMOK, MOryLLMX NPUBECTU K UX OTHYXKOEHUIO.

2.2. B apxus TMK OY «KaTblpblkckaa HavanbHag LwKona — 4eTCKUA ca» NoCTynaroT:



- ApxvBHble [OOKYMeEHTbl, obpasoBaBwmeca B npouecce pestensHoctn TMK OY
«KaTblpbiKCKas HavanbHas WkKona — [AeTCKMA  cafy», BPEMEHHOro  XpaHeHus
(Heobxoanmble B NpakTUYECKOW AEATENbHOCTI).

- ApxvBHble [OOKYMEHTbl, obpasoBaBlMecsas B npouecce pgedarenbHoctn TMK OY
«KaTblpbiKCKasa HavanbHas LWKona — 4EeTCKUI cag»

- [JOKyMEHTbI MO NIMYHOMY COCTaBy, OTpaxawlimMe TpyaoBble OTHOLWEHMS paboTHMKa C
pabotogaTenem.

- ApXMBHbIE AOKYMEHTbI MOCTOSIHHOIO XPaHEHWS.

3. 3apaum n cpyHKUMM apxuBa.

3.1. OcHoBHbiMM 3agadvamu apxmBa TMK OY «KaTblpblKCcKkas HadanbHas Lwkona —
JeTCKun cagy:

3.1.1. KomnnekrtoBaHuMe [JOKYMEHTaMW, COCTaB KOTOPbIX MNpeaycMOTpeH pa3genom
2 HacToswero lNonoxeHus.

3.1.2. ObecnevyeHne eavHbIX MPUHUMMNOB OpraHM3auum XpaHeHusi, KOMMIIEKTOBaHUS,
yyeTa 1 UCrnonb30BaHME apXUBHbLIX JOKYMEHTOB, NX COXPAHHOCTW.

3.1.3. OcywecTBrneHne KOHTponss  3a (opMupoBaHMEM W OQOpPMIEeHMEM [en B
aenonpounssoactee TMK OY «KaTbipblkckas HayanbHas WKona — AeTCKUA cany.

3.2. B coOOTBETCTBMM C BO3MOXEHHbIMM Ha Hero 3agadamu apxume TMKOY
«HoBOpbIGUHCKas cpeaHsas LWKona» OCyLWwecTBNAeT cnegyowme dyHKLUN:

3.2.1. TlpuvHMMaeT nocne 3aBeplleHus Oenonpou3BOACTBOM, YYUTbHIBAET U XpPaHUT
AokyMeHTbl TMK QY «KaTblpblkckaa HavanbHas Wwkona — AeTckuni cag», obpaboTaHHble
B COOTBETCTBMM C TpeboBaHUAMMU, YCTAHOBMEHHBIMW 3aKOHOOATENBbCTBOM 06 apXMBHOM
pene B Poccunckon degepaumn.

3.2.2. OcywiecTtBnsieT yd4eT n obecneynBaeT MOSHYK COXPAHHOCTb MPUHATBLIX apXUBHbIX
AOKYMEHTOB, B TOM YUCIE NO JIMYHOMY COCTaBYy.

3.2.3. lpoBoanT CBOEBPEMEHHOE YNOPAOOYEHNE APXMBHbLIX AOKYMEHTOB (3KCMepTuay
LEHHOCTWN, Hay4HO-TeXHM4YecKyro 06paboTKy, COCTaBneHne onnucem n T.4.).

3.2.4. OpraHu3syeT Ucnonb3oBaHMe JOKYMEHTOB:

- MHopmupyeT agMmHucTpaumio u pabotHnkoB TMK OY «KaTtbipbikckasi HavanbHas
LLUKOMa — OEeTCKNA cady» O COCTaBe U coaep)aHum OOKYMEHTOB apX1Ba;

- becnnaTHO NpeaocTaBnseT NONb30BaTENAM apPXMBHBIMU JOKYMEHTaMU 0POPMIIEHHbIE B
YCT@HOBSIEHHOM TMOPSIAKE apXvMBHblE€ CHPaBKA WAW  KOMUU  apXMBHbBIX [JOKYMEHTOB,
CBsi3aHHble C YCTAHOBMEHWMEM TPYAOBOrO CTaxa, CcouuanbHOM 3alnTOn rpaxaaH,
npegycMmaTtpuBarollen MX MNEHCUOHHOe obecrnevyeHne, a Takke MnosiyyeHue IbroT U
KoMneHcaumi B COOTBETCTBUN C 3akoHoAaTeNnbCcTBOM Poccurckon ®epepaunu;

- BblJaeT B YCTAHOBIIEHHOM Mopsake Aena, AOKYMEHTbl UMM KOMUM OOKYMEHTOB B LIENsAX
CNnyXebHOoro 1 NpakTMYecKoro NCNosib3oBaHusA Anst paboTbl B NOMELLEHNM apXMBa;

- BeeT y4eT UCMNOoSb30BaHUSA JOKYMEHTOB, XPaHSLLMXCS B apXmBe.

4. NpaBa 1 OTBETCTBEHHOCTb

4.1. [Ang BbINOSIHEHNSA BO3NOXEHHbIX 3a4a4 U OYHKLMIA NNLO, OTBETCTBEHHOE 3a BeleHne
apxmBa TMK OY «KaTblpblkckasa Ha4anbHas LuKona — 4eTCKUA cag», UMEET npaeo:

4.1.1. KoHTponupoBaTb BbIMOSIHEHNE YCTAHOBIEHHbIX NpaBusl paboTbl C JOKYMEHTaMu B
TMK OV «KaTbipbikckasi HayanbHas LWKona — AeTCKUIA cany.

4.2. Jlnyo, otBetcTBeHHOe 3a BegeHme TMK OY «KaTbipbikckasi HauanbHas wkona —
AETCKUI cagy», HeceT OTBETCTBEHHOCTb 3a BbIMOSIHEHME BO3NTOXEHHbIX HA apXuB 3adad u
dYHKUMIA.

4.3. 3a yTpaTy n nopyy OOKYMEHTOB AOJDKHOCTHbIE NuUA ydpexaeHus (pykoBoauTenb
yupexaeHuss U nuuo, OTBETCTBEHHOE 3a BeJeHWe apxuBa) HEeCyT OTBETCTBEHHOCTb B
COOTBETCTBUM C AENCTBYHOLLNM 3aKOHOAATENTbCTBOM.

5. KomnnektoBaHue apxuBa

5.1. MNMoparoTtoBka AOKymMeHTOB K nepegaye B apxuB TMK OY «KaTblpblkckasi HavanbHas
LWKOMa — [OEeTCKMA caf» BKIYaeT SKCNepTudy HayyHOM W MpPakTUYeCKOW LEeHHOCTU
AOKYMEHTOB, OPOPMIEeHNe aern, cocTaBrneHne Onucu.

5.2. DkcnepTm3a LLEHHOCTM JOKYMEHTOB.



5.2.1. OkcnepTun3a LEeHHOCTU AOKYMEHTOB - onpejerieHne LeHHOCTU JOKYMEHTOB C Lerlbio
oTOOpa X Ha XpaHeHne 1 YCTaHOBIIEHME CPOKOB XPaHEHWS.

okeneptnsy ueHHocTn aokymeHToB B TMK OY «KaTtblpblkckasi HadvanbHas Lwkona —
AEeTCKUI caf» OCYLLECTBIISIET NOCTOAHHO AENCTBYHOLLAs SKCNepTHas KOMUCCUSI.

5.2.2. JkcnepTHasa komuccus HasHadaeTca npukasom aupektopa TMK OY «KaTblpbikckas
HavanbHas wWkona — AeTckun cag». B cocTtaB 3KCNepTHOM KOMUCCUM BKIKOYAKOT He
MeHee Tpex COTPYAHWKOB, B TOM 4Yuncre B 0b6a3aTenbHOM Nopsake Nnuo, OTBETCTBEHHOE
3a BegeHue apxmea TMKOY «HoBopbIbMHCKas cpefHss wkona»

JKcnepTHasi KOMUCCUA Ha 3acedaHusix paccmaTtpuBaeTt: HoMmeHknatypy gen TMK OY
«KaTblpbIKCKas HavYanbHasa WKona — OEeTCKUn cag», OnncK Aen NOoCTOSIHHOrO XpaHeHus U
no SINYHOMY COCTaBY, akTbl HA AOKYMEHTbI, BblAeNAeMble K YHUHTOXEHUIO.

5.3. OchopmneHune gen.

5.3.1. [Jena NOCTOSAHHOrO XpaHeHUs MNOALUMBAKOTCA B TBEpAyl OOMOXKY CypOBbIMU
HUTKaMU. JIUCTbl HYMepylTCcs B NpPaBOM BEpxXHEM Yriy MpoCTbIM KapaH4alluoMm.
KonnyectBo NMCTOB B KaXgoM gene He AofmkHo npeBbiwatb 250. B koHue gena Ha
OTAENbHOM NINCTE COCTaBMSETCS 3aBepuTenbHas Haanuch.

5.3.2. Ha obnoxke gen noCTOAHHOrO XpaHeHnsa AOSMKHbI BbITb NPOCTaBMEeHbI crieayrouime
PEeKBU3NTLI: HaMMeHoBaHWe obpasoBaTeNbHOIO y4ypexaeHusi, Homep (MHOEKC) gena no
HOMeHKNaType, 3arosfioBOK Aefia, KOMMYeCcTBO JIUCTOB, CPOK XPaHEHUd unmM oTMeTka
«XpPaHUTb NOCTOAHHO», HOMep boHAa, onucu, aena.

5.3.3. Tlo OKOHYaHUM [enonpou3BOLCTBEHHOrO roga B OMOPMIEHHblE OBGMOXKM Aen
NMOCTOSIHHOIO XpPaHEeHUs1 BHOCATCA Heobxoaumble YTOYHEHUS: B 3arofioBkM Aen,
cogepxawmx pacnopsigntesibHble JOKYMEHTbI (MpuKasbl, MPOTOKOSbI), BHOCATCA HOMEPA;
€eCnun Jeno ¢ nepernmckom COCTOMT U3 HECKOSTbKMX TOMOB, B KaXXAOM TOME yKa3blBaeTcs
KOppecnoHOEeHT, aBTop, TeppuTopus, Apyrme gaHHble. B kaxgom Tome ykasbiBaeTcs gaTa
(4ncno, mecsu, roa) Havana U OKOHYaHUS JaHHOro TomMa. TOYHble AaTbl MPOCTaABNATCA
Ha obrnoxkax Ana 6bICTPOro nomcka OOKYMEHTOB B NocreayloLlleM; U3 3aBeputenbHOn
Hagnucu Ha oBroXKy Aena BbIHOCUTCA KONMYECTBO SIMCTOB B Aere.

5.3.4. Hagnucm Ha obnoxkax gen NocTOSAHHOrO U AOSNITOBPEMEHHOIO XpaHeHus cnegyet
NPOn3BOANTb YETKO, CBETOCTOMKUMU YEePHUNaMU.

5.3.5. [Ina yyeTa konn4yecTBa NMUCTOB B Aene n ukcaumm ocobeHHOCTEN UX Hymepauum
Ha OTOEeNIbHOM JIUCTE COCTaBNAeTCs 3aBepuTenbHas Haanuchb.

B 3aBeputenbHon Haanucy ykasblBaeTCs KONUMYECTBO NUCTOB (UmMdpammn 1 Nponuceio) B
pene. 3aBepuTenbHad HaAnMCb NOANUCHIBAETCA COCTaBUTENEM C YKa3aHUWeM ero
AOIMKHOCTU M AaTbl COCTaBMNEHNS.

5.3.6. BHYTpEHHAS OnuUCb COCTaBNsSeTCA K AenaMm MNOCTOAHHOrO W [A0SITOBPEMEHHOro
(cBbiwe 10 neT) cpoka xpaHeHusi, cOPMUPOBAHHBIM MO Pa3HOBUAHOCTAM [LOKYMEHTOB,
3arofloBKM KOTOPbIX HE pacKpbiBalOT KOHKPETHOe codepxaHue [OOKyMeHToB (0cobo
LEeHHble, Nn4YHble aena u ap.).

5.3.7. [lena BpeMeHHOro xpaHeHnsa ooopMAATCS YNPOLLLEHHO:

OHW He NOALMBATCA, JIMCTbl B HUX HE HYMEPYHTCS, YTOYHEHWEe Ha OOnoXkax He
NpOun3BOANTCA, ONMUCU Ha AeNa He COCTaBATCS, y4eT BeAeTCs N0 HOMEHKNaType gen.
5.4. OnucaHne JOKYMEHTOB NMOCTOSIHHOIO CpOKa XpaHEeHMUs.

5.4.1. Onucn coctaBnAlTCA pasgefnibHO Ha Aena MNOCTOSHHOrO XpaHEeHUsi N0 OCHOBHOM
AEeATeNnbHOCTM U Ha Aena no fMYHOMY COCTaBy.

5.4.3. Onucun coctaBnATCS AENONPOM3BOANTENEM.

5.4.4. Onucb BegeTcsa B e4MHON BanoBOW HyMepaLmm B TEYEHNE HECKOMNbKUX NET .

5.4.5. Ha gena c UCTekwmnmM CpOKOM XpaHEHUS1 COCTaBIIAETCA akKT 00 YHUUTOXEHUN.



