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MOJNOXEHHUE

00 apXxuBe MYHHIHUIIAILHOIO 610/PKeTHOTO 0011e00pa30BATEILHOr0 YUPeKACHHH
«umuazusa Ne 7»

1. O6mue noJIoKeHH
1.1. Hacrosmee Ilonoxerne 06 apxuBe MYHHLMIAILHOTO OFODKCTHOIO 0611e06PA30BATENLHOTO
yupexaenns -« uMuasus Ne 7» (manee T'uMuasus) paspaGoTaHo Ha OCHOBaHMM lIpHMepHOro
[ONOKEHHs 00 apXMBe TOCYJAPCTBEHHOrO — YUPEHKNCHHA, OPraHM3alMH, TPEAUPUATUA,
YTBEPIKIEHHOrO [pHKa3oM Pockomapxusa OT 18.08.1992r Ne 176, B COOTBETCTBHH ¢
Korcruryuueii P®, ®enepansHbiM 3ak0HOM "O6 obpasopanuu B PO" Ne 273-03 ot 29.12.2012 1.
B penakuun ot 07.03.2018 r, Veragom [MMHA3HH.
1.2. PafoTa apXxuBa OPraHH3YeTCsl B COOTBETCTBHM C JAHHBIM TlonoxeHueM 06 apXHBE IUKOJIBL,
denepansusM  3aKoHOM 0T 22.10.2004° Ne 125-03 "O6 apxusHoM nede B Poccuiickoi
®egeparmu”, PernamMeHTOM FOCYJAapCTBEHHOTO y4era JOKyMEHTOB ApxusHoro Qonjia
Poccutickoil @enepannd, YTBEPXKASCHHBIM IIPHKA30M TocyapCTBEHHOH apXWBHOH cIry OBl
Poceru or 11 mapra 1997 roma Ne 11, HOpMATHRHBEIMH IIDaBOBBIMH AKTAMH K MCTOAMYECKHMU
pexomeriamsaMi DeJepanbHOr0 apXMBHOTO AreHTCTBA, JIOKAILHBIMH HOpDMATHBHBIMH aKTaMH
uMHa3MH, IPHKA3aMK H YKa3aHHUAMH BBILICCTOSLIMX OpraHu3alui.
1.3. Jlannoe Ionoxenne o6 apxuse TuMHa3HK pa3paboTano B, LEIX!
e COBEDIICHCTBOBAHHA JEATENIBHOCTH B Cepe OpraHU3ainy XPaHCHI, KOMILJIEKTOBaHHA,
YUETA ¥ HCIHIONE30BAHAS aPXHBHBIX JOKYMECHTOB MBOY «I umnuasus Ne 7»; '
* pPALMOHAIBHON OPraHu3allHi JOKYMCHTAIHOHHOTO obecrieuenus B MBOY «"umnazug Ne 7»;
e XpaHEHMs, KOMIUIEKTOBAHMA, Y4eTa M MCIONL30BAHUL JOKYMCHTOB, obpasylonMxcsa B
Iporecce NeATeNbHOCTH MBOVY «[umuazns Ne 7» H 3aKOHUECHHBIX IEIOIPOU3BOACTBOM
JIOKYMEHTOB IPAKTHUECKOro HA3HAUCHHU . ‘
1.4 YTonoxenue of apxupe |'MMHA3MH YCTAHABIMBACT 3a4a9H U (QyHKIUE MIKOJBHOTO ApXHBA,
pPErNaMeHTHPYET AeATEIbHOCTD JTHLA, OTBETCTBEHHOIO 33 BEJCHUE apXUBa B T'uMHa3Hu.



1.5. ApxuB B LIKOJIe CO3MACTCHA KaK CaMOCTOATENBHOE IMOAPa3AeNICHHE, BO3IVIABIIACMOE JIHIIOM,

OTBETCTBEHHBIM 3a BEJIEHHE apXHBa COMIACHO MPHKA3y JUPCKTOPA LIKOJIBI.

1.6. O6meobpasoBaTelbHOE YUYpeKIeHHE O0DECIICUHBAET apXHB HCOOXOIMMBIM IIOMEINEHHEM,

000pyJOBAHUEM H KaJpaMH.

1.7. IllxonsHbelf apxus  pa0oTaeT COTJAacHO  IUIAHY, YTBEPXKAACMOMY  JUPEKTOPOM

06111606 a30BATENHHOTO YIPEKACHHU, H OTUHTLIBACTCSA IIEPE]l HUM B CBOCH paboTe.

1.8. KOHTpONL AESTENHHOCTH apXUBa OCYLIECTBISET 'AMPEKTOP IIKOJEL, & B ro OTCYTCTBHE
3aMecTUTes [UPEKTOpa 10  yueOHO-BOCIMTATENbHON paboTe, MCHONHAIOMMH 0GA3aHHOCTH
IMPEKTOpa.

1.6. HenocpejicrBerHoe pykoBoacTBo apxusoM MBOY «I'mMuasia Ne 7» BO3JIaracTcs NpUKAsoM

IKMpEeKTOpa Ha cekpeTaps yueOHoi JacTu. :

2. CocTaB JOKYMEHTOB apXdBa

2.1. ApXHBHBIE JOKYMEHTHI, IOCTYNAIOIIME HA XPaHEHME B ApXHB I'MMHA3HH, OTHOCATCA K
MYHHAITHIANBHON COGCTBEHHOCTH, HE IMOMIEXKAT TPHBATH3alMHM, HE MOIYT OBITh 00BEKTOM
TIPOJIA)KH, MEHBL, AAPCHMUS], 8 TAKOKE HHBIX CICIOK, MOTYIIHX PHBECTH K HX OTHYXKJISHHIO.

2.2. B apX¥B OCTYa0T:

3AKOHUYEHHBIE JEJONPOM3BOACTBOM LIKOJBI JOKYMEHTHI IOCTOSHHOTO XpaHeHus, 00pa3oBaBIMecs
B feaTepHocTH [MMHA3HHR M CTPYKTYPHBIX ITOAPA3Ne/IeHAR; TOKYMEHTE BpeMeHHOro (cBbime 10
JIeT) CpoKa XpaHeHus, HeoOXOAMMBIE B IPaKTHYECKOH AEATENBHOCTH, MOKYMEHTBl TI0
00y4aromumMes, JOKYMEHTEl MOCTOSAHHOTO "XPAaHCHHS M [0 JHYHOMY COCTaBy YUPEHAEHUHA — -
NPeALIECTBEHHAKOB, OTPAKAIOIINE TPYAOBbIE OTHOLIEHHA paGoTHHKA ¢ paboToAaTeNneM, JIMIHBIC
(oHIBI BeAyIIHX paboTHEKOB 001e00pa30BaTeNLHOTO YUPEKICHU.

3. 3apayu v GyHKLUHH APpXHBA

3.1. OcHOBHBIMY 3aja4aMy apxuBa [ MMHA3HH ABJIAIOTCS:

3.1.1. KoMmiaexToBanue JOKYMEHTAMH, COCTAB KOTOPBIX IPEXyCMOTPEH pasfiesloM 2 HAaCTOAINETro
Ionoxenus o6 apxupe I AIMHA3HH.

3.1.2. VYwuer, o0ecCneueHHe COXPaHHOCTH, CO3JaHHE HAy4HO-CIIpaBOYHOrO  anmnapara,
HCIIONE30BAHME JOKYMEHTOB; XPaHALIMXCA B PXHBE LIKOJIBL.

3.1.3. OcyluecTBieBHe KOHTPOJAS (OpMHPOBaHHA H OGQOpPMIICHMA NeJl B JAENONpOM3BOJACTBE
06paz0BaTEIBHOIO YIPEXKACHHUS,

3.2. B COOTBETCTBHH ¢ BO3JIOKGHHBIMM Ha HEro 3ajadaMi apXMB OCYLICCTBNACT CJICHYHOIIUC
(hyHKITIH:

3.2.1. TlpuaumaeT He TO3AHEE 4YeM uepe3 3 roja Imocse 3aBepmch IOEJNONPOU3BOJCTBOM,
YUUTHIBACT H XPAHUT TOKyMEHTbI CTPYKTYPHBIX IOAPA3ENEHUH IIKOJEL.

3.2.2. CocraBifieT W TpeACTaBiseT He IO3AHCE HeM 4Yepes 2 Tojla [oCie 3aBEpUICHHA
AENOIPOU3BOJICTBOM [OJOBBIE PA3feNbl ONHCEH A€l IOCTOSHHOIO XPaHEHHs W I10 JIKIHOMY
COCTaBY H4 PACCMOTPEHHE DKCIEPTHOH KOMHCCHH IUKOJIBI.

3.2.3. OcymecTBisieT y4eT ¥ 00ecreuuBacT NOIHYI0 COXPAHHOCTE IIPUHATEIX JCTI.

3.2.4. Co3qaer, mOMOMHAET U COBEPIICHCTBYET Hay4YHO-CIIPABOYHBIM anmapar K XpaHAIHUMcd B
apXUBe JeNaM M JOKYMEHTaM,

3.2.5. Opranu3yer UCll0Nb30BaHHE JOKYMEHTOB:

WHQOPMHpPYET HUpeKTopa M PabOTHUKOB 00Ie00pa3oBaTeNLHOrO YUPEXICHHS O COCTABE H
COlEPIKaHUN JOKYMEHTOB apXHBa; -
- PH(pOPMHAPYET 8IMHHHCTPALMIO ¥ PAGOTHUKOB ['MMHA3HH O COCTABE M CONCPIKAHUK ,uoxymen*roa '
apXMBa;



- .GecIUIaTHO TNPENOCTABIAET I[OJIL30BATENAM APXUBHBEIMH JOKYMEHTAMH ohopMIIEHHEIE B
YCTAHOBJNCHHOM TOPAAKE apPXWBHBIE -CIPABKH MW KONUK APXWBHBIX JOKYMEHTOB, CBSI3@HHBIE C -
YCTAHOBJICHMEM TPYAOBOLO CTaXKa, COUMABLHOM 3aIIMTOH IpajniaH, npeAycMaTpHBalOIEd KX
[IEHCHOHHOE OOECIeueHre, a TAKoKe TOJIydYeHUe JIbroT M KOMIIEHCAUuuil B COOTBETCTBHH ¢
3aKoHOJATENRCTBOM Poccuiickoit Peaepauny;

- BBIIAET B YCTAHOBJICHHOM TIOPAAKE JENa, NOKYMCHTHl MM KOMHH JIOKYMEHTOB B IICHAX
ClTyXe6GHOTO M MPAKTHYECKOTO UCIIOB30BaHMs 11 paOOThl B IOMEIIEHUH apXHBa; ‘
- BEJIET y4YeT UCIIOIb30BAHHA JOKYMEHTOB, XPaHAUIMXCSA B apXHBE.

3.2.6. TIpoBOANT 3KCIEPTH3Y IEHHOCTH JOKYMEHTOB, XPaHAIMXCH B apXUBE, y4acTByCT B pabote
HKCIIEPTHOH KOMHCCHH IIIKOJIBL.

3.2.7. OkxasbiBaeT METOAMYECKYIO TIOMOWS CHyXXOe JeIOMPOM3BOJNCTBA B COCTABICHMH
HOMEHKIATypsl Jen  0611eo0pa3oBaTeNpHOr0  YYPEXKACHUS, KOHTPOJMPYCT —IHPABHIILHOCTD
dopMupoBanus ¥ 0DOPMICHHS LN B ASIONPOU3BOACTBE, 4 TAKKE IMOArOTOBKY ST K [IEPCAAtcC B
IIKOTLHEIA apXHB.

3.2.8. Y4acTBYeT B IPOBCACHHM MEPONPHATHH IO NOBBIIICHHIO KBAJM(HKAIHMH pabOTHHKOR
apXuBa M CyxObI JEJIONPOU3BOACTBA 00pa3oBATEbHON OPraHU3alUuH.

4. TIpasa 1 0GSI3aHHOCTH OTBETCTBEHHOI0 32 APXHB

JI5is1 BRINIOJIHEHHMS BO3TIOXKEHHBIX 32124 M (QyHKIUH JIMITI0, OTBETCTBEHHOE 38 apXHB, UMEET IIPARO:!
4.1. KOHTpOJIHpOBATL BHINIONHEHHE YCTAHOBNIGHHLIX Npasuil paGoThi ¢ JOKyMCHTAMH B
CTPYKTYDPHBIX IOJpa3aeiIeHuIX ' MMHA3HH, :

42. 3ampamMBaTe OT CTPYKTYPHBIX IONPASNENEHMH ¥ DAbOTHHKOB IIKOJNBI CBCACHUAL,
HeoGXoNUMEBIe JUTS paBoTHl apxHBa, ¢ yUeToM OOECHeueHHs BHINOIHEHHA BCEX BOIJOMEHHBIX HA
apxuB 3aa4 4 QyHKIHH. :

4.3, JlaBaTh pa3bACHEHHA U PSKOMECHAAIMH [10 BOIIPOCAM, BXOAAIIHM B KOMIICTCHLUIO apXHBA.

5. OTBeTCTBEHHOCTD 32 PYHKUHOHHPOBAHHE APXHBA

5.1. HasHayeHHOE NpPHKA30M JMPEKTOpa IIKOJALL JIKIO, OTBETCTBEHHOE 34 BCICHHC d4pXHBa,
OTBeYaAST 33 BHIIOJHCHUE BO3NOMEHHBIX HA apXMB 32134 M (QYHKIMI B COOTBETCTBHH ©
JeHCTBYIOIIAM 3aKOHOJaTENbCTBOM Poccuiickon depepaniy.

5.2. OTBETCTBEHHBIC 3a BeEHHE ACJIONPON3BOJCTBA, TOAFOTOBKY M NPEACTABJIICHHC AOKYMCHTOB '
Ha XPaHEHHE B apXMB, HA3HAYAIOTCH JMPEKTOPOM LIKOJILL.

5.3. 3a ytpaTy ¥ Dnopuy JOKYMEHTOB JODKHOCTHBIC JIHIA YYPCOKICHHA (PYKOBOZHUTEID
YUPENJICHHS H JIMIIO, OTBCTCTBEHHOE 32 BEJIEHHE apX¥Bsa) HECYT OTBETCTBCHHOCTh B COOTBETCTBUH
C JISHCTBYIOIHM 3aKOHOJATEIHCTBOM.

6. KomniekToBaHHe apXHBa

6.1. [ToaroroBka NOKyMeHTOB K nepenaye B apxus MBOY «'umuasus Ne 7» BKITIOYaeT
9KCIIEPTH3Y HAy4HOMN M [PAKTHYECKOH LIEHHOCTH IOKYMEHTOB, O()OPMIICHHE JIe]], COCTABIICHHUE
OMHCH.

6.2. DKCIepTH3a LEHHOCTH JOKYMEHTOB.

6.2.1. DKcnepTH3a IEHHOCTH NOKYMEHTOB - ONpe/IelleHHe [EHHOCTH NOKYMEHTOB C NETBIO otbopa
UX Ha XpaHeH!e H YCTAHOBJIEHHE CPOKOB XpaHeHMs.

DKCIEpTH3y NIGHHOCTH MOKYMEHTOB B ['MMHA3MH OCYHIECTBISET NOCTOSHHO JISHCTBYHOMAs
SKCIIEPTHAA KOMHCCHA.

6.2.2. DKCIEPTHAS KOMUCCHS Ha3HAYAETCs NPHKa3oM aupextopa ['uMuasun. B cocTas DKcerepTHOH
KOMYCCHE BKJTIOUAIOT HE MEHEE TPEX COTPYIHHKOB, B TOM UMC/IE B 00A3aTE/IBHOM MOPAAKE JIHNO,
OTBETCTBEHHOE 3a BEIESHHE apXHBa. JKCHEpTHAd KOMHMCCHS Ha 3acelaHMAX pacCMaTpUBacT:



HoMeHKIaTYpy el MBOY, onucu Aen NOCTOAHHOTO XpaHeHMd U 10 JTUYHOMY COCTaBY, 8KTBI HA
JIOKYMEHTHI, BEIIEIIAEMBIE K YHHYTOXCHHIO.
6.3. OdopmMneHne A&l
6.3.1. Jleja TIOCTOSHHOTO XPAaHEHMA MOAIIMBAIOTCA B TBEPIYIO OGJIOKKY CYpOBLIMH HHTKAMM. .
JIMCTH HyMepylTCs B IPaBOM BEPXHEM YLy IIPOCTHIM kapangamoM. KomH4ecTso JMCTOB B
KaXKIoM JieJi¢ He JO/DKHO MpeBLIaTh 250. B xoHne [Oena Ha OTHEIHHOM JIACTE COCTaBJIACTCH
3aBepUTENIbHAS HAAIIHCE. .
63.2. Ha obnoxke JeNl [OCTOAHHOrO XpaHCHHd INOJDKHBI GBITH [IPOCTABJICHBl CIEAYIONIHS
PCKBHU3HTHL: HAWMEHOBAHUE 06pa3oBaTeNbHOrO  yUpeNACHHS, HOMED (unpekc) Jxena 110
HOMEHK/IAType, 3arojOBOK ZENa, KONMYECTBO JHMCTOB, CPOK XDAHCHHA WIM OTMETKa «XPaHHTh
IOCTOSHHO», HOMep (OH/Ia, OTTHCH, AEJIa.
6.3.3. Tlo OKOHUAHMH JENONPOM3BOICTBEHHOTO Tojia B 0QOPMIICHHBIC 06GJI0HKKH Je] TIOCTOSHHOI'0
XpaHEHHs BHOCATCA HEOOXOIMMEIC YTOUHCHUA: B 3T OJIOBKH IEN, COAEPIKALLMX PACHOPAANTENBHIC
JOKYMCHTBI (TIPHKA3BI, TIPOTOKOJIEI), BHOCATCS HOMEpA, CCId Ieno ¢ Mepenuckod COCTOHT H3
HECKONBLKHX TOMOB, B KAJKAOM TOME YKasblBaeTCs KOPPECIIOHACHT, aBTop, TEPPUTOPHA, NPYrue
jaHHble. B KKIOM ToMme yKassiBaeTcs Jara (MCI0, Mecsl, roix) Hayansa H OKOHYAHHMA JAHHOTO
roma. TouHBlE AaTHl MPOCTABILIIOTCA Ha OONONKKaX A GBICTPOrO TOHMCKA HOKYMEHTOB B
[IOCIENYIOMEM;, U3 3aBEPUTEIBHON HAANMCH Ha 060Ky fe/1a BEIHOCHTCA KOJHYECTBO JHCTOB B
Jene.
6.34. Hanmicu Ha OGNOXKAaX MEN TOCTOSHHOTO M MOJrOBPEMEHHOIO XpaHeHHs clenyeT
NPOU3BOUTE YETKO, CBETOCTOMKMMHU EPHHIIAMH. '
6.3.5. Jlns ydyera KONMYECTBa JHCTOB B NCIC H duxcanun 0coOeHHOCTEH MX HyMepalund Ha
OTAEHLHOM JIMCTE COCTABIAETCS 3aBEPUTENbHAA HAMIHCD. ‘ '
B 3apepuTelHHOH HAIMMCH YKa3blBA€TCs KOIMHECTBO JIMCTOB (upppaMy U MPOIHCHI) B
Jene. 3aBepUTENbHAs HAJIMUCh MO/IMHUCHBACTCA COCTABATENIEM C yKasaHHCM ero NO/DKHOCTH M HaThl
COCTABIICHHSL.
6.3.6. BHyTpeHHss ONHCE COCTABISETCA K A€NaM IMOCTOAHHOTO H ponrospemennoro (capmue 10
JIET) CPOKa XpaHeHHMs, CHOPMHPOBAHHBIM 110 PASHOBHAHOCTIM JOKYMEHTOB, 3arONOBKYM KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOE CONEPIKAHNE OKYMCHTOB (ocofo IEHHbIE, TMYHBIC ACTA 1 ap.).
6.3.7. Jlena BpeMEHHOTO XpaHEeHHs 0GOPMIITIOTCS YIPOLICHHO:
OHHM He HOMIIMBAIOTCS, JMCTH B HAIX HE HyMEpYIOTCH, YTOUHCHHE Ha 06N0KKaX HEe MPOM3BOJUTCA,
OTIVICH HA Jefa He COCTABIAIOTCA, YIET BEAETCA 110 HOMEHKJIATYPe AC.
6.4. Onucanye JOKYMEHTOB TIOCTOAHHOTO CPOKA XPAaHCHNUA. .
6.4.1. OmucH COCTaBIIOTCA Pa3sfeNcHO Ha JIena [IOCTOSHHOCO XPAHEHHMs II0 OCHOBHOH
JeATePHOCTH | Ha JIeJIa 110 JINYHOMY COCTasBy.
6.4.2. OIHCH COCTABIIAKTCA AENOIPOU3BOAUTEIICM.
6.4.3. Omuch BeAeTCA B SAKMHOM BaJOBOI HyMEpally B TCUCHHS HECKOIBKIX JICT.
6.4.4, Ha fgena ¢ ACTEKIIKM CPOKOM XPaHEHHA COCTABIIACTCA aKT 00 YHHYTOXKCHUH.

7. 3aKII0YMTeIbHbIe IM0105KeHHS

7 1. HacTosmee [Tonoxenue o6 apxuse ['HMHasHM ABAIETCS JOKANBHBIM HOPMATHBHEIM 2KTOM
0611606PA30BATENLHOTO YUPENCAEHHUS, PErIAMEHTUPYIOUIHM ACATCILHOCTE apXWBa, IPHHEMALETCA
Ha IIeATOTMYECKOM COBETE M yTBepxaaeTcs (b0 BBOIATCA B neHCcTBHE) IPUKA30M JUPEKTOpa
TTIKOJIBL.

7.2. TlonokeHHe IPHHEMAETCA Ha HEOIpEAENEHHBIH CpOK. WsMeHeHHs H JAOIONHEHHS K
[TomnosKeHHIO MPHHIUMAIOTCA B MOPSAKE, MPEily CMOTPSHEOM n.7.1. gauHoro Ilomoxenus.

7.3. Tlocne npunatus [Tonoxkenus 00 apxuse 06pazoBaTeNbHOI opranusanuy (MM U3MEHEHUH U
JOTIONHEHHH OTAETBHLIX IfyHKTOB M DasiesioB) B HOBOM PCAAKUMM NPEABLAyIIAA penaxiug
ABTOMATHYCCKH Y TPATHBALT CHITY.
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NMPUKA3

01.09.2017r. Ne 01-05- 215

06 yteepxkaenun [lonoxenus 06 apxupe
0611e00pa30BaTeNIbHOrO YUPSWACHUS.

B coorBercTun ¢ Koncruryuueit PO, GenepalbHEIM 3aKOHOM "O6 obpasosanud B PO"
Ne 273-®3 or 29.12.2012r. B penaxuuu ot 07.03.2018r, Verasom MBOY «luvmasus Ne 7,
0611e06pa3oBATENBHOr0  YUPENKICHH, ¢ Y4ETOM MHEHHA poauTesiell, YIpPaBIAIOMEro CoBETa,
IeJarorIecKoro CoBeTa

[TPUKA3BIBAIO:
1. YVreepnuts npunaraemoe Iosoxerue 06 apxuse. 06pa30BaTENEHOIO0 YUPEKACHHA.

2.  Cwmexamugy B.B. pasmecTHTh HacTOAIICE [Tonoxkenns 06 apxuBe OOPA3OBATEIHHOIO
yupeskaeHus Ha OQUIMANLHOM CAHTe WKOJIBL.

3 . KoHTpOJs MCTIONHEHNS HACTOALErO NPAKA3a OCTABIAI0 34 coboil.

Jupexrop MBOY «'umuasus Ne ™ ; ' JIL.M.3anpynaeBa
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