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1. OBIIUE ITOJIOXKEHUA

1.1. B umenax CBOEBPEMEHHOrO IMpHUEMA APXUBHBIX JOKYMEHTOB OT CTPYKTYpPHBIX
MoApa3AeICHUNA WU APYTHMX HUCTOYHUKOB, KOMIUIEKTOBAaHUS, OOECIIEUEHUS] UX yuyeTa,
COXPAaHHOCTH, YHOPSAOYECHUS W MCIOJIb30BAHUS B COOTBETCTBUU C HACTOSAIIUM
[TonoxeHnem W TMOATOTOBKM K MEpedaye JOKYMEHTOB Ha IMOCTOSHHOE XpPAaHEHUE B
MAJIOY No234 "Jlerckuii cajg koMOuHHpoBaHHOro Buaa" (mamee - OpraHuzaius)
co3naercsa ApXuB.

1.2. Opranuzamnus o0OecrnieunBaeT ApxuB HEO0OXOIUMBIM MIOMEIIICHUEM,
000pyI0BaHUEM U KaJpaMHu.

1.3. PaboTtHuku ApxuBa JeHCTBYIOT HA OCHOBaHMU HacTosulero [lonoxenus, ycinoBuit
TPYAOBBIX IOTOBOPOB U IOJIKHOCTHBIX MHCTPYKIIHIA.

1.4. ApxuB co3gaeTcs JJIsl BHIIOJTHEHUS CISAYIOMUX (QYHKIIMOHATBHBIX 3a1a4:
-OCYIIIECTBJICHUE TMpUEMa, yUeTa U XpaHEHHUs IOKYMEHTOB, 00pa3yomuxcs B Ipoliecce
nedarenbHocT OpraHu3alu, B COOTBETCTBUU C JACHCTBYIOIIMM 3aKOHOJATEIHLCTBOM
Poccuiickoit @enepanuu;

-OCYyIIIECTBJIEHHUE OTOOpa, MOATOTOBKM M TEpeaadyd JOKYMEHTOB Ha XpaHEHUE B
rOCY/IapCTBEHHBIE apPXUBBI B COOTBETCTBUM C JICHCTBYIOIIUM 3aKOHOJIATEILCTBOM
Poccuiickoit @enepannu;

OCYILIECTBIICHUE  OPraHU3aIMOHHO-METOAUYECKOTO  PYKOBOJCTBA  JESATEIbHOCTHIO
CTPYKTYPHBIX MopazaeneHuit OpraHusaiuu B 00JaCTH ISIONPOU3BOICTBA U ApXHUBHOTO
nena;

-o0ecreueHne COXpaHHOCTU JOKYMEHTOB, CO3/IaHie HaydYHO-CITPAaBOYHOTO anmnapara,
obOecrieueHre UCIIOIH30BaHUS JOKYMEHTOB, XpaHSIIUXCS B APXUBE;

MOJATOTOBKA W  TIPEACTABICHHE PYKOBOJACTBY HH(POPMAIIMOHHO-aHATUTHYECKUX
MaTepHuajoB O COCTOSIHUM M NIEPCIEKTUBAX PA3BUTHS apXUBHOTO Aena B OpraHuzaiuu;

- ydyacTM€ B Ipefejax CBOE€M KOMIETCHIMM B IIOAIOTOBKE U HCIOJHEHUU
yIPaBIEHYECKUX PEMICHUN pyKoBoJAcTBa OpraHu3anny;

NOBBIIEHUE  yPOBHSA TI'PAaMOTHOCTH  paboTHUkoB OpraHuzanuu B 0o0yiacTu
JEJIONPOU3BOJICTBA U apPXUBHOIO €A,

15. ApxuB  ABISIETCS  CAaMOCTOSITEBHBIM  CTPYKTYPHBIM  MOJIpa3/ieJICHHEM
Opranuzanuu (BXOJIUT B COCTAB OTJieNIa JOKYMEHTAIIMOHHOTO 00eCTICUeHUS ).
3aBenyoonuii ApxuBa (JI€IONPOU3BOINUTENb) HA3HAYAETCA B YCTAHOBJICHHOM 3aKOHOM
nopsiake  PykoBogutenem — Opranuzani M HOAYMHSIETCS  HEMOCPEACTBEHHO
PykoBonurento Opranuzanuy Wik €ro 3aMECTUTENIO.

16. B cBoeil  neATENBHOCTH  JACJIONPOM3BOAMTENHh  (paboTHHKH  ApxXuBa)
PYKOBOJICTBYIOTCSI ICMCTBYIOIIMM  3aKOHOAATENbCTBOM Pocculickorn ®enepauuu,
HOPMAaTUBHBIMH MPABOBBIMU AKTAMHU U METOJUYECKHUMHU MaTepHaaMU 110 OpraHu3aluu
apXMBHOTO JieJla W  JIeJIONPOU3BOJICTBY, OPraHU3allMOHHO-PACTIOPSAIUTEIbHBIMU
noKkymeHTamu camoil Opranuzanuu u HactosmuM [lonoxeHuem.

1.7. Ksanuduxanuonnele TpeOOBaHUS, (YHKIIMOHAIBbHBIE OOS3aHHOCTH, TIPaBa,
OTBETCTBEHHOCTh PYKOBOJUTENS W APYTUX PaOOTHUKOB ApXHUBAa PErIAMEHTHPYIOTCA
JTOJKHOCTHBIMU MHCTPYKIIMSIMH, YTBEpKIaeMbIMH PykoBoauTenem OpraHuzaiuu.

1.8.  ApxuB Bo3riasisieT 3aBeAYIOIIHH (1eT0NPOU3BOIUTEND)

1.9. 3aBeayromuii ApxuBa (AeJIONPOU3BOAUTEIND):

-PYKOBOJUT BCEHl AESATEIbHOCTHIO APXHBA, HECET MEPCOHATIBLHYIO OTBETCTBEHHOCTD
3a CBOEBPEMEHHOE M KAYE€CTBEHHOE BBIMIOJIHEHUE BO3JIOKEHHBIX Ha ApPXHMB 33a1ad U
b yHKIHI;

-OCYIIECTBIISIET B TMpeaelax CBOeH KOMIETCHIMU (QYHKIUW  YIPaBICHUS
(ruTaHUpOBaHMS, OpraHU3alli¥, MOTHBAIlUU, KOHTPOJSA), TPUHUMAET pPEIICHUS,
oOsi3aTenbHbIe ISl BceX paOOTHUKOB APXUBA;

-pacnpenensier (pyHKIIMOHAIbHbIE OOS3aHHOCTU W OT/CJIbHBIC MOPYUCHUS] MEXKIY
COTpYAHUKaMU ApXHBa, YCTAaHABIMBAET CTENEHb WX OTBETCTBEHHOCTH, IpHU
HEOOXOJUMOCTH BHOCUT Mpejioxkenus PykoBoautento Opranuzanuu o0 U3MEHEHUU



JOJKHOCTHBIX MHCTPYKUUN MOJTYNHEHHBIX €My PaOOTHUKOB;

- -BHOCUT PYKOBOACTBY OpraHuzaluy MPEeAJIOKEHUs] M0 COBEPIIEHCTBOBAHUIO
paboThl ApxuBa, ONTUMHU3ALUU €0 CTPYKTYPhI U IITATHOM YHUCIEHHOCTH;

- -y4acTBYET B MEPCHEKTUBHOM M TEKYIIEM IIaHUPOBAHUU JIESITEILHOCTH ApXHBa,
a TakXe MOJATOTOBKE MPUKA30B, PACHOPSIKEHUHM M HHBIX JOKYMEHTOB, KacaloUIUXCs
BO3JIO’KEHHBIX HA ApXUB 3a]1a4 U QyHKIUH;

-IPUHUMAET HEOOXOJUMBbIE MEPhI AJI YIYUYIIEHUs MaTepUabHO-TEXHHUYECKOr0 U
MH(OPMAIIMOHHOTO O0OecrneueHus, yCIOBUU TpyAa, MOBBIILIEHUS NpodeccHoHaIbHON
MOATOTOBKU PaOOTHUKOB ApXUBA;

-y4acTByeT B MOAOOpPE M pacCTaHOBKE KaJIpoB ApXuBa, BHOCUT PYKOBOJACTBY
Opranuzaiuu NpejioKeHus 0 NOOUIPEHUH U HAJIOKEHUH JTUCUUTUTMHAPHBIX B3bICKAHUIM
Ha paOOTHUKOB ApXuBa, HaNpaBJIE€HUWUM HX HA NEPENOArOTOBKY U TOBBIIICHUE
KBTI (UKAIUY;

- -COBEPIICHCTBYET CUCTEMY TPYAOBOM MOTHUBALIMUA PAOOTHUKOB ApXUBA;

OCYIIECTBIISIET KOHTPOJIb HCIOJHEHUS MOJAYMHEHHBIMU €My pPaOOTHHKAMH CBOMX
JOJIKHOCTHBIX OOSI3aHHOCTEH, COONIIOACHUS] TPYJOBOM TUCUUIUIMHBI U JI€ITEIbHOCTH
ApxuBa B LIEJIOM.

1.10. B mepuon otcyrcTBus 3aBeayromiero ApxuBa (JIeTONPOU3BOIUTENS) €ro
00SI3aHHOCTH  WCTOJHAET paOOTHUK, HA3HAUYCHHBIM TMpUKa3oM PykoBoauTess
Opranuzanuu,

1.11. 3aBegyroommii ApxuBa (IeTONpPOU3BOAUTENH) (JIULO, HCIOJHSIONIEE €ro
00s13aHHOCTH ) UMEET MPABO MOAMKUCH JOKYMEHTOB, HAIIPABJISIEMbIX OT UMEHU ApXHBa M0
BOIIPOCaM, BXOASIIMM B €r0 KOMIIETEHIIUIO.

1.12. ApxuB B CBOEH JEATEIBHOCTA B3aUMOJCUCTBYET C JPYTMMU CTPYKTYPHBIMHU
noapasneneHussMu OpraHuzanui, a TakXkKe, B IMpelesiax CBO€M KOMIETEHIIMH, CO
CTOPOHHUMM OPTaHU3AIUSIMHU.

1.13. 3a HeHajJexaliee HCIOITHEHHUE OJKHOCTHBIX OOSI3aHHOCTEM W HapyIICHHE
TPYJIOBOM JHUCIUIUTMHBI PaOOTHUKKM ApXHBa HECYT OTBETCTBEHHOCTh B IOPSAKE,
MPEYCMOTPEHHOM JIEMCTBYIOIIUM 3aKOHOAATENIbCTBOM Poccuiickoint denepanumu.

1.14. ApXuB OCYHIECTBJISICT IPUEM DJICKTPOHHBIX JTOoKyMeHTOB (D/]1), obecnieunBaeT ux
COXpPaHHOCTb, YY€T, OTOOp M HCIOJB30BaHWE, a TaKXKe IMOJTOTOBKY M Tepeaady Ha
rocyJapcTBeHHoe xpaHeHue. Ha xpanenuwe mnepepatorcs DJ[ B coctaBe (HOHIOB
OpraHu3aluii - ICTOYHUKOB KOMIJIEKTOBAaHUSI ApXUBa.

2. OCHOBHBIE ®YHKIINU APXNBA

2.1. IlnanupoBaHue, OpraHHU3alds U KOHTPOJIb AesATeabHOCTH OpraHnuzanvu U ee
CTPYKTYPHBIX MOJPA3CICHUIA B 001aCTH apXUBHOTO Jea.

2.2. Ilpuewm, perucrpanus, CUCTEMAaTU3ALNI U XPAHEHUE JOKYMEHTOB B COOTBETCTBUHU
C YCTAHOBJICHHBIM IOPSIKOM.

2.3.  OOGecrnieuenue VCIIOJIb30BAHUSL  JIOKYMEHTOB,XPAHSAIINXCS B ApxuBe

(mH(pOpMUpOBAHUE PYKOBOACTBA U COTPYAHUKOB OpraHu3aIiuu 0 COCTaBe U COJICPKaAHIHU
JOKYMEHTOB ApXHBa, BblJlaua B YCTAHOBJICHHOM TMOPSJKE 1€, JOKYMEHTOB WJIM HX
KOIUH, apXWBHBIX CIPABOK, UCIIOJTHEHHUE 3aMPOCOB IOPUINICCKUX U (PUBNUECKUX JIHII,
YUYeT UCTIOIh30BaHUS JIOKYMCHTOB, XpaHSIINXCS B APXHUBE).

2.4.  ®opMmupoBaHUE CIPABOYHOTO ammapaTa, 0OJETJaromero y4eT U HUCIOIb30BaHUE
ApXMBHBIX JOKYMEHTOB.

25. WHcTpykTa)k  pabOTHUKOB  CTPYKTYPHBIX  TOApA3ACICHUNM O  TOpSAKE
dbopmupoBaHusi, MOATOTOBKHU U CAA4M Jiesl B ApXUB.

KoHTpoJsib 3a CBOEBpEMEHHBIM ~ MOCTYIUIEHUEM B APXUB 3aKOHYEHHBIX
JETONPOU3BOICTBOM IOKYMEHTOB.



2.6. CocraBiieHME U IPEICTABICHUE T'OAOBBIX OMMCEN J1EJ IOCTOSHHOIO XPAHEHUS U 110
JUYHOMY COCTaBy Ha pACCMOTPEHHME OKCHEPTHBIX KoMuccuil OpraHusanuu U
COOTBETCTBYIOILETO TOCYAAPCTBEHHOI0 ApXHBa.

2.7. CocraBieHue onucew Jgen Ui Iepeladyd JOKYMEHTOB Ha XpaHEHHE B
rOCYy/IapCTBEHHbIE APXUBBI, aKTOB 00 YHHUYTOXXEHUH JOKYMEHTOB, CPOKH XPAHECHUS
KOTOPBIX UCTEKIIHU.

2.8. KoHTponb 3a (PU3NYECKUM COCTOSHHEM JOKYMEHTOB, CBOEBPEMEHHOCTBHIO HX
BOCCTAHOBJICHHS, COOJIIOJICHUEM B MOMEIICHUAX ApPXWBA YCIOBUH, HEOOXOAUMBIX IS
oOecreyeHus: COXpaHHOCTH IOKYMEHTOB.

2.9. Yuactue B pa3zpaboTKe MOJ0KEHUN U HHCTPYKIIUNA HO BEJICHHUIO JAETONPOU3BOICTBRA
Y OpraHu3allii apXMBHOIO Jea.

2.10. OcymiecTBieHUE B IIpeiesiaX CBOSH KOMIIETCHIIMN UHBIX (PYHKIIUN B COOTBETCTBUU
C uensaMHU U 3agadamu OpraHuzamuu.

2.11. Tlepemaua gen B ApXWB OCYHIECTBISICTCS 1O TrpaduKy, COCTaBICHHOMY
3aBenyomuM  ApXHBa, COIJIJACOBAHHOMY C  PYKOBOAUTEIAMHU  CTPYKTYPHBIX
noApa3/ieJICHUuM, IepeIarolInuX IOKYMEHTHI B APXUB, U YTBEPKAECHHOMY PykoBoauTEnemM
Opranuzanumu.

3. IPABA U OTBETCTBEHHOCTb PABOTHUKOB APXMBA
(IEJIONPOU3BOIUTEJIb)

3.1. Jlenonpou3BOIUTEINb B IPOIIECCE CBOEH JEATETbHOCTH UMEET MPABO:

noJiy4aTh TocTymnaronue B OpraHuzaiuioo JTOKYMEHTBhl U WHBbIE MH(GOPMAIMOHHBIE
MaTepuagbl 1O  CBOEMY  MNpOQWII0  JEATENbHOCTH  JJIS  O3HAKOMIICHHS,
CUCTEMATU3UPOBAHHOTO yUueTa U UCIOJIb30BaHus B paboTe;

3ampammBaTh W MOJNy4YaTh OT pykoBoautened OpraHuzanuu U €€ CTPYKTYPHBIX
nojipasfiejeHuil HHGOpMaIINI0, HEOOXOAUMYIO IS BBHIIIOJHEHHS BO3JIOKEHHBIX HA HUX
3a/1a4 U PyHKIINH;

OCYHIECTBJISITh B TMpeJenax CBOEH KOMIETEHIIMH TPOBEPKY M KOOPAMHAIIMIO
NESTENBbHOCTH  CTPYKTYPHBIX  TojpasneneHudt  OpraHmzanud 1O BOIpOcaM
JIEJIONPOU3BOJICTBA W apXMBHOTO JI€Ja, O pe3yjibTaTax IMPOBEPOK TOKJIAJbIBATH
pykoBoAcTBY Opranuzaiuu;

BHOCHTH MPEJIOKEHUS TI0O COBEPIICHCTBOBAHUIO ()OPM U METOJIOB pabOThl ApXuBa U
OpraHuzanuu B LI€JIOM;

- Y4acTBOBATh B MOJI00PE U PACCTAHOBKE KaJIPOB MO CBOEMY MPODUITIO NeATEIHLHOCTH;

BHOCHTH MPEJIOKEHHS pyKOBOACTBY OpraHu3aliiu 1o MoBbIIIEHUIO KBATU(UKAIIIH,
MOOIIPEHHUIO U HAJOKEHHUIO B3bICKAHW Ha paOOTHUKOB APXHBA U JPYTUX CTPYKTYPHBIX
noapasneneHuit Opranusaiyy mo cBoeMy mpohuiTio AesiTeIbHOCTH;

- y4acTBOBAaTh B COBEIIAHUSX IPU PACCMOTPEHUU BOMPOCOB, OTHECEHHBIX K
KOMIIETEHIIUU APXUBA;

KOHTPOJIMPOBATh IIpaBuja pabOThl C JOKYMEHTaMH B CTPYKTYPHBIX

MOAPA3AEICHUAX U OPraHU3alUAX - UCTOYHUKAX KOMIUIEKTOBAHUSI ApXUBA.

3.2. 3aBegyrouuid  apXuBoM  (IE€TONPOU3BOJUTENL)  HECET  MNEPCOHAIbHYIO
OTBETCTBEHHOCTH 3a:

- BBINIOJIHEHUE BO3JIOKEHHBIX HA ApXuUB (DyHKIUHI U 3a/ad;

- OpraHu3anuilo paboThl ApXHBa, CBOEBPEMEHHOE U KBATH(DHUIIMPOBAHHOE
BBITIOJIHEHUE TIPUKA30B, PACHOPSHKEHUM, MOPYYEHUN BBIIIECTOSIIETO PYKOBOJACTBA,
NEUCTBYIONINX JIOKAJIbHO-HOPMATUBHBIX aKTOB IO CBOEMY MPO(PIITIO NeATENTbHOCTH;

- panroHangbHoe U 3(QPEKTUBHOE UCIIONIB30BAaHUE MAaTEPUATIbHBIX, (PUHAHCOBBIX U

KaJIPOBBIX PECYPCOB;
- COCTOSIHHE TPYJOBOMW M MCIIOJTHUTEIBCKOM TUCIUILUIMHBI B APXHUBE, BBITIOJTHCHHUE €T0



pabOTHUKAMH CBOMX (DYHKIIMOHAJIBHBIX 00s13aHHOCTEH;

- coOmoaeHne pabOTHUKaMU ApXuBa IpaBUJl BHYTPEHHETO PaclopsiKa, CAHUTAPHO-
MPOTUBOANUAEMUYECKOTO pEXUMA, MPOTHUBOMOXKAPHOW O€30MACHOCTH M TEXHUKHU
0e301acHOCTH;

- BEJICHUE JIOKYMEHTALUH, IPEAYCMOTPEHHOM JEeHCTBYIOIIMMU HOPMATUBHO -IIPAaBOBbIMU
JOKYMEHTAMH;

- IPEIOCTABICHNUE B YCTAHOBJIECHHOM IIOPSAKE JOCTOBEPHOM CTATUCTUYECKON U UHOMN
uH(pOpMAaIUH O JeATEeIbHOCTH APXUBA;

- TOTOBHOCTh ApXHBa K paboTe B YCIOBHUSAX YpPE3BbIYANHBIX CUTYAIIHI;

- HECOOJTI0IeHNE YCIOBUHM 00eCTICeYUeHUsI COXPAHHOCTH IOKYMEHTOB;

yTpaTy U HECAHKIIMOHUPOBAHHOE YHUUTOKEHUE JOKYMEHTOB;

- HE0OOCHOBaHHBIN OTKa3 B IPUEME Ha XpaHEHUE JOKYMEHTOB;

- HapyILIEHWE MPAaBHJI UCIIOIB30BAHUS JOKYMEHTOB M JOCTyNa MOJb30BaTENEH K
JIOKYMEHTaM, YCTAaHOBJIEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoit denepanumu.

3.3. [Ilpuem kaxgoro jaena MPOU3BOAMUTCA 3aBeayIOMM ApXWBa B NPUCYTCTBUU
pabOTHHKA CTPYKTYPHOTO MOAPA3ICIEHUS.

3.4. B nmepuon moAroToBKH /€N CTPYKTYPHBIM MOJpa3eieHHeM K repeaadye B ApXuB
COTPYIHUKOM ApXHBa MPEBAPUTEIIHLHO MPOBEPSAETCS MPABUIBHOCTD UX (HOPMHUPOBAHUS,
o OopMIIEHUS U COOTBETCTBUE KOJMYECTBA JIEJ, BKIIFOUEHHBIX B OITUCH JIeJ (CTPYKTYPHOTO
noJipa3ieJeHus1), KOJUYECTBY JeJl, 3aBEICHHBIX B COOTBETCTBUHM C HOMEHKJIATYPOU Je
OpraHU3aluu.

3.5. [ena, yBa3aHHBIC B CBSI3KH, IOCTaBJISAIOTCA B APXUB COTPYAHUKAMU CTPYKTYPHBIX
nojapaszaeneHuii. Bmecre ¢ genamu B ApXuB NEPENAIOTCA PETUCTPALIMOHHBIE KAPTOTEKH
Ha JIOKYMEHTHI.
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