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1. OBIIME ITOJIOKEHHA

1.1. B IensX CBOEBPEMEHHOTO TpHEMa apXHBHBIX JOKyMCHTOB OT CTPYKTYPHBIX
MOJpaseNenui WM JIPYTHX HCTOYHHMKOB, KOMILICKTOBAHIA, obecrieueHHsT HX y4eTa,
COXPAHHOCTH, YTOPSIOUEHUS ¥ HCIOJB30BAHMS B COOTBETCTBMM C nactosmuM [lomoxkeHHeM H
[IOJTOTOBKH K Tepefadye TOKYMEHTOB Ha IIOCTOSHHOC XpaHCHHE B TocyIapCTBEHHOM Ka3eHHOM
yupEeXKIEHHH VTSl JIETEH-CUPOT U JIETEH, OCTaBIIMXCS 6e3 momeueHus pojuTeneii «Jlerckuit qom Ne
35y (manee - OpraHu3ais) CO3/1aeTCs Apxus.

1.2. Opranmsanus obecneuuBacT ApPXHB HEOOXOIMMBIM MOMEIeHHeM, 000pyI0BaHHEM H
KaJIpaMH.

1.3. PaGorauku ApxuBa JeficTBYIOT Ha OCHOBAHWHM HACTOAMICTO [lono)KeH¥si, YCIOBHH
TPY/IOBBIX IOTOBOPOB M JIOJDKHOCTHBIX HHCTPYKITHH.

1.4. ApXHB CO3/1a€TCS JUIs BBIIOIHCHHS CIIC/TYIOLIHX (yHKIHOHANBHBIX 3a1a4:

- OCYIIECTBIEHHME NPHEMa, y4eTa M XPaHCHHs NOKyMCHTOB, obpasylomuxcs B IpoIecce

vy

JesTenbHOCTH OpraHu3aliy, B COOTBETCTBUHM C TCHCTBYIOMIMM 3aKoHOAaTenbCTBOM PoccHiCKOM
Oeneparuu,

- ocymecTsieHHe o0TOOpa, MOATOTOBKA M Iepejatin JOKYMEHTOB Ha XpaHCHHE B
rOCyJapCTBCHHBIE apXUBEI B COOTBETCTBHH C NEeHCTBYIOIAM 3aKOHO/ATEIbCTBOM Poccuiickoi
denepariiy;

- OCyUIECTBICHHE OpraHH3alMOHHO-METOAUIECKOTO PYKOBOJICTBA  JICATEJIBHOCTBIO
CTPYKTYpHBIX I10fipa3aenenuit Opranusaiiy B 0061aCTH [€JIOMPOXU3BOACTBA H aPXUBHOIO JIejIa;

. oBecleyeHHe COXPAHHOCTH JIOKYMEHTOB, CO3J@HHME HAay4HO-CIPaBOTHOTO amnmnapara,
oBecedeH e HCIOJb30BaHMs JOKYMEHTOB, XPAHSIIHXCA B APXHBE;

- MOATOTOBKA M MPEACTaBICHHE PYKOBOACTBY uHGOPMAIIHOHHO-aHAIMTHIECKHX MATCPHATIOB
O COCTOSIHHH M IIEPCIEeKTHBaX Pa3BUTHsA apXHBHOTO €14 B OprasHuzanuu;

- yuacTHe B IpefieiaX CBOSH KOMIICTEHIMH B IIOJrOTOBKE M WUCIIOJHEHHH YIPABIEHYCCKUX
pemenuii pykoBozacTa Opranu3aiim;

- [OBBIIEHHE YpOBHA [PaMOTHOCTH  PabOTHHKOB Opranusaimu =~ B 00JacTH
JIETONPOU3BO/ICTBA U APXUBHOTO JIENA.

1.5. -3aBemyiommit ApxWBa Ha3HAYaeTCs B  YCTAHOBICHHOM  3aKOHOM TOPsIJIKE
PykoroauTesieM OpraHu3alii i MOTIHHAETCS HEIOCPEICTBEHHO PykoBoauTemo Opranu3anii.

1.6. B cBoeli mesTelbHOCTH pabOTHMKH ApXHBA PYKOBOJACTBYIOTCH JIEHCTBYIOIIHM
3aKOHOJATENTHCTBOM  Poccmiickoii  Dejeparyi, HOPMATHBHBIME  IPABOBHIMA - aKTaMU "
METOJMUYECKAMH MaTepHallaMi [0 OpraHH3allii apXHBHOro Jjema M JIENTOTIPON3BOJICTBY,
OpraHU3alHOHHO-PACTIOPSIUTEIbHBIMA  10KYMCHTaMH camoii OpraHm3alMi H HACTOAIINM
[TosioxxenuEM.

1.7. Ksamdukanmonssie TpeGoBaHUS, dyHKIMOHATBHEIE — O0S3aHHOCTH,  IPaBa,
OTBETCTBEHHOCTE ~DYKOBOJHMTENS M APYIHX  PabOTHUKOB ApxuBa  periaMeHTHPYIOTCA
OTKHOCTHBIME MHCTPYKIMSAME, YTBEPXK/IaeMBIMH PyKoBoHTEIEM OpraHu3anyq.

1.8. ApxuB BO3[VIaBIeT 3aBElyIOLIMH, HA JOIKHOCTH KOTOPOTO HazHaJaercs JHMILO,
UMeromee cpeHee MpodecCHOHATBHOe 00Pa3OBAHAE U CTAK paboTHI 1O JENONpPOU3BOJCTBY HE
MeHee 2 JIeT.

1.9. 3aBeyromuii Apxusa:

- PYKOBOJMT BCEH JEATENBbHOCTHIO ApPXHBA, HeECeT TIEPCOHABHYIO OTBETCTBEHHOCThL 32
CBOEBPEMEHHOE U KAYeCTBEHHOE BBIOIHCHAE BO3MOKCHHBIX Ha ApxuB 327124 1 QyHKIHH;

- OCYIIECTBISIET B IpeJieNiax CBOEH KOMIICTEHIHH dynkmmE yrnpapieHus (IIaHAPOBAHMS,

OpraHm3allii, MOTHBAIIHH, KOHTPOJISL), IPHHUMAET PEINCHHS, 06s3aTeNbHBIE /U1 BceX paOOTHHKOB
Apxusa,



- pacmpenensieT (QyHKIHOHATbHbIE 06A3aHHOCTH M OTHEIbHBIE IOPYHCHUS MEKIY
COTPYIHHKaMH ApXHBA, YCTAHABIMBACT CTCNEHb HX OTBETCTBEHHOCTH, npH HeoOXOIUMOCTH
BHOCHT npenoxenns Pykopomurento Opranusalii 06 M3MEHEHHH IODKHOCTHBIX MHCTPYKITHI
[OTYHHEHHBIX €My PaOOTHHKOB;

- BHOCHT pyKOBOjCTBY OpraHusaiuy IpeUIOKEeHUS IO COBEPUIEHCTBOBAHMIO PabOTEI
ApxuBa, ONTHMM3AIMH €r0 CTPYKTYPHI ! [ITATHOH YMCIICHHOCTH;

- y4acTBYeT B [EPCIEKTHBHOM U TEKYIIEM IIAHHPOBAHUM JIEATE/BHOCTH ApxwBa, a TaKKe
IIO/IFOTOBKE NPHKA30B, PACTIOPSKCHHH H HHBIX JOKYMEHTOB, KACAOMIMXCH BO3JIOKEHHBIX Ha
ApxuB 327129 ¥ QyHKIIHHA;

- mNpUHEMaeT HeoOXOAWMBle Mephl Ul yJIyHIICHHSA MaTepHaIbHO-TEXHHYECKOrO H
MHAOPMAIMOHHOr0 00eCTIeYeH s, YCIOBHH TPY/a, MOBBIICHNAS npodeccHoHaNbHON MOATOTOBKH
paboTHUKOB ApXHBa,

- yuacTByeT B o00pe B PacCTaHOBKE KaapoB ApxuBa, BHOCHT PyKoBO/IcTBY OpraHu3aniu
TIPE/UIOKEHHS O TOOMPEHHUH U HAIOKCHAH JICIAIIMHAPHBIX B3bICKAaHMil HA paOOTHHKOB APXHBA,
HaIIpaBJICHHUH HX Ha MEPENOATOTOBKY M IOBBIICHUC KBaTH (UKL,

- COBEPIIEHCTBYET CHCTEMY TPY/OBOH MOTHBALIHH pabOTHHKOB APXHBA;

- OCYIIECTB/ISIET KOHTPOJb HCIONHEHHS TOAYHHCHHBIMA  EMY pabOTHHKaMH CBOHX
JOJDKHOCTHBIX OOS3aHHOCTEH, COOIIONIEHHs TPYAOBOH JUCIMILIMHEL M JESTELHOCTH ApxuBa B
IEJIOM.

1.10. B mepuoj OTCYTCTBHS 3aBe/yIOIIEro ApXHBA €ro 00s3aHHOCTH MCIIOJIHAET JTHIO,
Ha3HAueHHOe NpuKa3oM PykopomuTens OpraHu3aliy.

1.11. 3aBemyronmit ApxuBa (JIALO, HCTIOIHSIOMICE €ro 00sI3aHHOCTH) UMEET IIPaBO NOAIHCH
JOKYMEHTOB, HAIPABJISEMBIX OT IMEHH APXHBA IO BONPOCaM, BXOSIIAM B Cro KOMIIETEHITHIO.

1.12. ApxuB B CBOEH [EATCIBHOCTH B3aUMOJIEHCTBYeT C JPYIHMH CTPYKTYPHBIMH
mojpasenenusmMy OpraHusaiyy, a TakKe, B Npenenax cBOeli KOMIIETEHIIUH, CO CTOPOHHUMH
OpraHu3aIMAMH.

1.13. 3a HeHaIeKAMEe HCTIONHEHHE JOIDKHOCTHEIX 00S3aHHOCTEH ¥ HapylICHIHE TPYHOBOM
JMCIUIUTHHGI PaOOTHUKH ApXHBA HECYT OTBETCTBEHHOCTE B IIOPAJIKE, IIPe1yCMOTPEHHOM
JEHCTBYIONIMM 3aKOHO/IATEIECTBOM Poccriickoi denepanui.

1.14. ApxwWB OCYILIECTBIAET MPHUEM IIEKTPOHHBIX NOKYMEHTOB (D[1), obecrieunBaeT HX
COXPAaHHOCTh, ydYeT, OTOOp H HCIOJIL30BAHME, @ TaKiKe TMONArOTOBKYy H neperady Ha
rocyaapcrseHHoe xpaHeHne. Ha XpaHeHHE Iepelarorcs D] B cocraBe (HOHIOB OPraHW3ANUH -
HCTOYHHKOB KOMIUIEKTOBaHHUs APXHBA.

2. OCHOBHBIE ®YHKIIMM APXUBA

2.1. TlnaHmpoBaHHWe, OPraHM3alMs ¥ KOHTPOIb JCATEIPHOCTH OpraHu3angd H €€
CTPYKTYPHBIX I10/{pa3/IeIeHni B 061aCTH apXUBHOIO Jieia.

2.2. TIpueM, perHCTpalys, CHCTCMATH3AIMs H XPAaHEHHE JOKYMEHTOB B COOTBCICTBHH c
YCTAHOBIEHHBIM HOPAIKOM.

2.3, OfeciieyeHre HCIIOIB30BAHAs JOKYMEHTOB, XPaHAIEXCA B APXHBE (urbOpPMHEpOBaHHE
PYKOBOJCTBA U COTPYAHMKOB OpraHm3allii O COCTaBe M CONEPIKAHMH JIOKyMEHTOB ApXHBa,
BhIaUa B YCTAHOBJCHHOM IIOpSAZAKE JeN, JOKyMEHTOB HIH HX KOIIMH, apXWBHBIX CIIPABOK,
JMICTIOJTHEHME 3aIPOCOB IOPHMYECKHX ¥ (QU3MYECKHX JMIL, y4eT HCIOIL30BAHHI JIOKYMEHTOB,
XPaHAIEXCS B APXHBE).

2.4, opMHEpOBaHWE CIPABOYHOTO alliapara, OOJNErvaromero yd4er H HCIIOJIH30BaHUE
ApXWBHBIX JOKYMEHTOB.

2.5. UHcTpyKTaxk pabOTHHKOB CTPYKTYPHBIX nofpassieNienuii 0 mopsnake HopMHPOBAHUS,
MOITOTOBKH M C/Ia4H JIEN B APXUB.

2.6. Koutpons 3a CBOEBPEMEHHBIM  MOCTYIUICHHEM B ApxWB  3aKOHYEHHBIX
JIe/IOIPOU3BOICTBOM JIOKYMEHTOB.

~2.7. Cocrapnenne ¥ IpEACTaBIEHHE TOMOBBIX OImUCeil Jea IMOCTOSHHOIO XPaHeHHs H 110

JIAYHOMY COCTaBy Ha PacCMOTPEHHE 3KCIEPTHBIX xomuccuii Opranu3ali B COOTBETCTBYIOLICTO
rOCyIapCTBEHHOTO APXHBA.



7.8, CocTariieHHE OIMCel e s Iepeaads JOKYMEHTOB Ha XpaHCHHE B TOCY/IapCTBEHHBIC
ApXUBBL, AKTOB 00 YHHYTOXKEHHH JIOKYMEHTOB, CPOKM XPAHECHHS KOTOPBIX HCTEKIIH.

2.9. Kourpomb 3a (QH3MYECKAM COCTOSHMEM JOKYMEHTOB, CBOCBPEMCHHOCTHIO HX
BOCCTAHOBJICHHS, COONIOJIEHHEM B IIOMEIIEHHSX ApXWBA YCIIOBHI, HEOOXOMUMBIX IS
obecredeHus COXPAaHHOCTH JIOKYMEHTOB.

2.10. YuacTue B pa3paboTKe MOJIOXKEHHH W MHCTPYKIMH IIO BE/ICHUIO JIC/IONPOM3BOACTEA H
OpraHu3aliy apXUBHOTO Jela.

2.11. OcymiecTrieHue B Npefenax CBOeH KOMIIETEHIMH HHBIX (yHKIUI B COOTBETCTBHU C
nemsaMu | 3agagaMu OpraHu3aiii.

2.12. Tlepemaua nen B ApXHB OCYINECTBIAETCS 110 rpaduKy, COCTABIEHHOMY 3aBEAYIOIIMM
ApxHBa, COIIACOBAHHOMY C PYKOBOJMTENSMH CTPYKTYPHBIX Hojpas/ielieHui, NepenaroImx
JIOKYMEHTHI B APXWB, H YTBEPKJICHHOMY PyKoBOHTEIEM OpraHu3anmy.

3. [IPABA 1 OTBETCTBEHHOCTH PABOTHHKOB APXUBA

3.1. PaGoTHHKH ApXHBa B IIPOIECCE CBOSH ASATCIPHOCTH HMEIOT IIPaBo:

- moniydyars mocTymaromue B OpraHH3alMio AOKYMCHTBI M HHBIC uH(GOpMaIHOHHEIE
MaTepuaisl 10 CBOEMY IPOGHIO ACATENBHOCTH [Vl O3HAKOMIICHIL, CHCTEMATH3HPOBAHHOTO
y4yera ¥ HCIoJb30BaHus B paboTe;

- 3ampamMBaTh M IOMyYaTh OT PYKOBOAWTENEH Opranuzaiii M €€ CTPYKTYPHBIX
THoJpas/iee i HHPOPMAIIHIO, HEOOXOMUMYIO UL BBIIONHCHHS BO3NIOKECHHLIX Ha HHUX 3a7a4 M
byHKImit;

- OCYIIECTBIIATH B IpeJieNax CBoell KOMIETEHIHM POBEPKY U KOOPIUHALMIO ACATCIBHOCTH
CTPYKTYPHBIX TIOfipa3ienenuli Opranu3alyy no BOMpocam [enonpou3BOICTEa 1 apXHBHOTO €A,
0 pe3yIbTaTax MPOBEPOK JOKIANBIBATE PYKOBOJICTBY Opranuzanui,

- BHOCHTPH IPEUIOKEHHMS IO COBEPIICHCTBOBAHHIO (OPM M METOIOB pabotel ApxuBa H
Oprasu3anyy B IEJIOM;

- y4acTBOBATh B I0I00PE M PACCTAHOBKE KaJIpOB TIO CBOEMY npodrio AeITeIbHOCTH;

- BHOCHTH HpeIOXKeHHs pykoBofcTBY OpraHu3alid IO TOBBIMICHUIO KBaTHUKaAIH,
MOONIPEHHI0 ¥ HATOXKCHHIO B3BICKAHHH Ha pabOTHUKOB ApXHMBA M IPYIHX CTPYKTYPHBIX
nojpasaeneHuit Opraau3aiiy 110 CBOEMY PO IO AeATEIEHOCTH;

- y4acTBOBATH B COBEIIAHHSAX IPH PACCMOTPCHHH BOIPOCOB, OTHECEHHBIX K KOMIIETEHITHH
Apxuga;

- KOHTPOJIMpOBaTh TpaBmia PabOThI ¢ JOKYMEHTAMH B CTPYKTYPHBIX TONPASACICHHAX H
OpTaHM3aIMsAX - HCTOYHHKAX KOMIUIEKTOBAHHS APXHBA.

3.2. 3aBe/yIONKii apXUBOM HECET IEPCOHATBHYIO OTBETCTBEHHOCTD 34.

- BBIIOJIHEHHE BO3JIOKEHHBIX Ha ApXUB QyHKIHi 1 337129,

- opranmzamuio paboThl ApXHBA, CBOEBPEMEHHOE H KBAJIM(HUITMPOBAHHOE BBINOTHEHHE
IPUKA30B, DPACIOPIKEHHH, IOPYYCHWH  BBINECTOAIIEIO PYKOBOJICTBA,  JEHCTBYIOMX
HOPMAaTHBHO-IIPABOBBIX AKTOB II0 CBOCMY poQHITIO IEATETBHOCTH;

- pamEoHANBEHOE U A(PPEKTUBHOE HCIONB30BAHAE MATCPHATILHBIX, (HHAHCOBBIX M KaJPOBBIX
pecypcoB;

- COCTOSHHE TPYIOBOH M HCIOJHUTEIBCKOH JUCIUILIIMHEL B ApxuBe, BBIIOJIHEHHE €ro
pabOTHHKAME CBOMX (PyHKI[HOHATIBHBIX 00A3aHHOCTEH,

- cobmopmenne paboTHUKAMH ApXWBa IMpaBH]l BHYTPEHHEIO paclopsiKa, CaHUTapHO-
MPOTHBOAIIHAEMHUIECKOTO PEXUMA, IPOTHBOIOXKAPHOH 0€30II1aCHOCTH H TEXHUKH 0e301acHOCTH;

- BeJleHWE JOKYMEHTAIMH, MPETyCMOTPEHHOH JEHCTBYIOWINMH HOPMaTHBHO-IIPABOBBIMH
JOKYMEHTaMH;

- IIpe/IOCTABIEHHE B YCTAHOBJICHHOM TOPS/KE JIOCTOBEPHOM CTATHCTHYECKOH ¥ HHOH
HHGOPMAIHH O JeITETLHOCTH APXHBA;

- FOTOBHOCTH ApPXHBa K paboTe B yCIOBHAX UPE3BEIAHHEIX CHUTYyAaIHIA;

- HecoBIIIoIeHHE yCloBHit oOecneueH s COXPaHHOCTH I0KYMEHTOB;

- yTpaTy ¥ HECAHKIMOHUPOBAHHOE YHHYTOKEHHE OKYMEHTOB,

- He0OOCHOBAHHBIHA OTKA3 B IMpHEMe Ha XpaHeHue JJOKyMCHTOB,



- HapylleHWe [PABHI HCHOIB30BAHHS JOKYMEHTOB H JIOCTYyIIA IOJIB30BATENIEH K
JOKyMEHTaM, YCTaHOBICHHBIX 3aKOHOATCIIECTBOM Poccuiickoit @enepaliii.

3.3. TIpEeM KaIoro jea NpOU3BOUTCs 3aBelyioliM ApX¥Ba B IPHCYTCTBHH pabOTHHKA
CTPYKTYPHOTO TO/Ipa3/IeICHHS.

3.4. B mepuoj TOATOTOBKH el CTPYKTYPHBIM IOIPA3[CICHHEM K MEpeAade B ApxuB
COTpYIHHKOM ApXHBa TpeJBAPUTENHHO HPOBEPAETCS NPABHIBHOCTH X (dopMHpOBaHUS,
o(hOpMIIEHHS ¥ COOTBETCTBHE KOJIMYECTBA [N, BKIIOUCHHBIX B OINCEH JICI (CTpYKTypHOIO
TIOfipa3/ieNienns), KONHYECTBY JIEN, 3aBENCHHBIX B COOTBETCTBHH C HOMEHKIaTypoH Jen
OpraHH3alyH.

3.5. Jlena, yBS3aHHBIE B CBSI3KH, JOCTABISIOTCS B ApPXHB COTPY[AHHKaMM CTPYKTYDHBIX
noapasjenenuii. Bmecte ¢ JAemaMH B ApPXHB NEpENarOTCs PETHCTPALUOHHBIC KApTOTEKH Ha
JIOKYMEHTBL



