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1, OBIIUE TTOJIOKEHWSA

1.1. B uensx cBOEBpEMEHHOrO TIPHEMA APXHBHLIX [OKYMEHTOB OT CTPYKTYPHBIX
nofpazieneHuit  WiM  ApYrdX HCTOYHMKOB, KOMIUICKTOBRHHS, ofecrneyeHHs HX yuera,
COXPaHHOCTH, YNIOPANOYEHHS W MCNIONB3OBAHHA B COOTBETCTBHM ¢ HACTOATIMM TonoxeHueMm H
NOArOTORKH K Mepelade JOKYMCHTOB Ha MOCTOAHHOE XPAHCHHUS B MBJJ0OY Ne 11 "derckuit can
ofmepasBuBaomero By (nanee - OprasH3zalng) coanaeTes Apxus.

1.2. Oprasusauns ofecneunsaer ApPXUB HEOOXOMMBIM NOMELUCHHEM, ofopyaoBanieM H
KapaMH.

1.3. JlenonponssoanTtens  ACHCTBYIOT HA OCHOBAHHH HACTOAILETO TMonoMkeHsA, YOIOBHR
TPYZAOBEIX JONOBOPOB H JOMKHOCTHEIX HHCTPYKIHH,

1.4. ApXHB CO3JI2ETCH /LIS BHINQIHSHAA CACAYIONIAX (YHKUHOHAIBHEIX 3a184:

- OCYIUIECTBIICHME MPHEMA, YYeTa W XPAHCHUS JOKYMEHTOB, OOPa3ylONMXCa B npolecce
pestenbHOCTH Oprammsaumy, B COOTBETCTBHH ¢  ACHCTBYIOWMM  3aKOHOJATENBCTBOM

Poccuiicxolt ®enepatini;

- OCyWweCTBICHHe OTOOpA, NOArOTOBKM M Mepenayy IOKYMEHTOB Ha XpaneHWe B
rOCYApCTREHHEIE APXHBBI B COOTBETCTBHH C JIEHCTBYIOLUIHM 3aKOHOAATENECTBOM Poceulicko

Denepauuis;

- OCYWICCTBICHHE OPraHMIAUMOHHO-METOAWYECKOTO  PYKOBOACTBA  JICATEABLHOCTLIO
CTPYKTYPHEIX nofpasfenennii OpraHu3aiiH B 0671aCTH 1€10NPOH3IBOACTEA H APXHBHOIO ACAA;

- ofecriedeHHe COXPAHHOCTH JOKYMEHTOB, CO3JaHHe HAY4YHO-CTIPABOMHOIO ANmapata,
obecrieverie HCMQIb3OBAHAR IOKYMEHTOB, XPAHALAXCA B APXHBE;

- [OArOTOBKA M NPEACTABNEHHE PYKOBOACTBY  HMHMOPMAUMOHHO-AHATHTHUECKHX
MATEPHATIOB O COCTOSHHN H MEPCIeKTHBAX PA3BHTAS APXHBHOTO Aesa B Opranusais;

- y4acTHE B Npeaenax cpoeli KOMNETEHIHH B NOArOTOBKE H HCMOTHEHHH YIPAB/ICHYCCKHX
peurennit pyrosoacTsa OpraHu3aimm;

1.5. ApxuB ABIAETCA CAMOCTOATENbLHLIM CTPYKTYPHBIM MOpaIfeneHieM Oprasniansm.
1.6. B cBoel HEHTEIBHOCTH ACNONPOMIBOAMTENh DPYKOBOACTBYKTCA JeHCTBYIOLMM

JaKOHONATeNECTBOM Poccmfickoif  dezepaiiy, HOPMATHBHEIME NPABOBLIMH  aKTaMH  H
METONHUECKHMH MATEPHA/IAMH 10 OPraHM3alMH APXMBHOTO Jiena H AENONPOH3BOACTRY,
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I[TOJIOXKEHUE
00 apxuBe MBJIOVY Ne 11 «Jletrckuii can oOIiepa3BUBAIOICTO BUIA»

1. OBILME ITOJIOXKEHUA

1.1. B mensix CBOEBPEMEHHOIO MpUEMa AapXUBHBIX JOKYMEHTOB OT CTPYKTYpPHBIX
MoApa3eIecHUd WM JPYTUX HCTOYHHMKOB, KOMIUICKTOBAaHHWsA, OOECIIEUeHUs WX yYeTa,
COXPAHHOCTH, YIOPSA0OYEHUs U MCIOJIB30BaHUs B COOTBETCTBUU ¢ HacTosuM [lonoxenueM u
MOATOTOBKHU K Mepeaye JOKyMEHTOB Ha noctosHHoe XxpaHeHue B MBJIOY Ne 11 "Jlerckuii can
oO1epa3BuBatoiero Buaa» (manee - Opranuzaius) co3aaeTcst ApXuB.

1.2. Opranuzanus obecrieunBaeT ApXuB HEOOXOIUMBIM MTOMEIIEHHEM, 000PYIOBaHUEM U
KaJipaMHu.

1.3. HGHOHpOI/ISBOI[I/ITeJ'IB I[eI;'ICTBYIOT Ha OCHOBAHHMHM HACTOALICTO HOJ'IO)KGHI/IH, YCHOBHI;'I
TPYAOBBIX JOI'OBOPOB U JOJDKHOCTHBIX HHCTPYKHHﬁ.

1.4. ApxuB co3aeTcst Il BBITOJIHEHUS CIEAYIOMUX (PYHKIIMOHATBHBIX 3a/1a4:

- OCYIIECTBJICHHE IpPHEMa, Y4eTa M XpaHEHHs JOKYMEHTOB, 0Opa3yolIuXcs B IPOIEcce
gestenpHOCTH  OpraHuzaluv, B  COOTBETCTBMM C  JICWCTBYIOIIMM  3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu;

- OCyUIeCTBIIEHHE OTOOpa, MOATOTOBKM M Tiepeqadyd JOKYMEHTOB Ha XpaHEHHE B
rOCYIapCTBEHHBIE apXUBbI B COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOJATEIbCTBOM Poccuiickoit
denepauny;

- OCYHIECTBJICHUC  OPraHu3allMOHHO-MCTOAUYCCKOIr0  PYKOBOJACTBA  JACATCIbHOCTBIO
CTPYKTYPHBIX nonpaweneHHﬁ OpFaHI/ISaHI/II/I B o0acTu ACJIOIIPOU3BOJACTBA U APpXUBHOI'O JCJIa;

- obecrneueHHE COXPAHHOCTH AOOKYMCHTOB, CO3JJaHUC HAYYHO-CIIPAaBOYHOI'O aIllrapara,
obOecrneueHre HCII0JIb30BAHUS JOKYMCHTOB, XpaHsAIIUXCA B ApXI/IBe;

- HOATOTOBKAa MW  MPCACTABJICHHUEC PYKOBOACTBY I/IHq)OpMaIII/IOHHO-aHaJ'II/ITI/I‘IeCKI/IX
MaTCepHraJIOB O COCTOAHUU U IIECPCIICKTUBAX PA3BUTUA APXHUBHOTO ACJIa B OpFaHI/BaHI/II/I;

- ydacTue B Mpejenax CBOSH KOMIETEHIIUU B TTOATOTOBKE M MCIIOJTHEHUH YIIPABICHYECKUX
pemieHuit pykoBoacTBa Opranu3zainy;

1.5. ApxuB sIBJISIETCS CAMOCTOSITENIBHBIM CTPYKTYPHBIM To/ipa3fesienneM OpraHu3aiuu.

1.6. B cBoell JeATENBHOCTH [JEIONPOU3BOJUTENL PYKOBOACTBYIOTCA JEHCTBYIOLIUM
3aKOHOJATenbCcTBOM Poccuiickoii  @enepanny, HOPMATHBHBIMM IPAaBOBBIMM aKTaMH U
METOAMYECKUMHU MaTrepuajamMd [0 OPraHM3alud apXWBHOTO Jejla U JEJIONPOU3BOJCTBY,
OpraHU3al[MIOHHO-PACHIOPSAUTENbHBIMU TOKyMEHTaMu camMoi OpraHuzalud W HACTOSALIUM



ITonoxxenuem.

1.7. KBammdukanronnele TpeOoBaHUs, (DYHKIIMOHAIBHBIE OOS3aHHOCTH, IIPaBa,
OTBETCTBEHHOCTb PYKOBOJAWUTENSI M JPYrUX pPaOOTHUKOB ApXUBa pPErIaMEHTHPYIOTCS
JOJDKHOCTHBIMU MHCTPYKIUSIMU, YTBEpKIaeMbIiMu PykoBoautenem OpraHusanuy.

1.8. ApxuB BO3rJIaBiseT 3aBenyloluid (WKW JIEJIONMPOU3BOJIUTENH), HA JOJKHOCTH
KOTOpOr0 Ha3HayaeTcs JIMILO, UMEIolee cpenHee MpodeccrnoHalbHOE 00pa3oBaHUE U CTaXK
paboThI IO JIETONPOU3BOJICTBY HE MEHEeE 2 JIeT.

1.9. 3aBenyromuii uau AeI0MPOU3BOIUTEND -

- PYKOBOAMT BCEH JEATENbHOCTBIO ApPXHBa, HECET NEPCOHAIbHYIO OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE U KaUE€CTBEHHOE BBIIIOJIHEHUE BO3JIOKEHHBIX HA APXUB 3a7a4 U (DYHKIIMIA;

- OCYUIECTBJISIET B IpEJeNiaX CBOCH KOMIIETEHIMH (YHKIUU yIpaBieHHs (IUTAHUPOBAHUS,
OpraHM3aliy, MOTHBALUH, KOHTPOJS), NPHHUMAET pelIeHus, o0s3aTenbHbIE IS BCEX
pabOTHUKOB ApXUBa;

- IpPUHUMAeT HEeoOXOIUMBbIE Mepbl JUIs YIYULIEHHS MAaTepHaJbHO-TEXHHUUYECKOTO U
UH(POPMALIMOHHOTO 00ecneueH s, YCIOBUI TPY/1a, MOBBIIIEHUS TPOPECCHOHATHLHON OATOTOBKU
pabOTHUKOB ApXHBa;

1.10. B mepuwox otcyTcTBUS 3aBEeayIOLIEH (IETONPOM3BOMUTENS) €ro OO0SM3aHHOCTH
UCIIOJIHAET CTapIIUil BOCIMTATElNb, HA3HAYEHHBIHN Ipuka3oM PykoBonuTens OpraHuszanuu.

1.11. 3aBeayromuii (I€TONMPOU3BOAUTEN) WU (JIUI0, UCIIOJTHSIONIEE €ro O00SI3aHHOCTH)
UMEET NPABO MOAINUCH TJOKYMEHTOB, HAIIPABIISIEMbIX OT UMEHH APXHUBA 110 BOIIPOCAM, BXOISIIUM
B €r0 KOMIICTCHIIHIO.

1.12. ApxuB B CBOEH [€ATEIbHOCTH B3aUMOJECHCTBYET C JAPYTMMHU CTPYKTYPHBIMU
nonpaszaeneHusMu OpraHuzanuy, a Takxke, B Ipeiesiax CBOeH KOMIIETEHIMH, CO CTOPOHHUMU
OpraHHu3alUsIMU.

1.13. ApxX®B OCYIICCTBIISICT MPUEM dJICKTPOHHBIX NOKyMeHTOB (D]]), obecreunmBaeTr mx
COXPaHHOCTh, Y4Y€T, OTOOp W WHCIONb30BaHHE, a TakKe TMOATOTOBKY M TIepefady Ha
rocynapcTBeHHoe Xpanenue. Ha xpanenne nepenarorcs O/ B coctaBe (POHIOB OpraHu3anui -
HMCTOYHMKOB KOMILJIEKTOBaHUSI ApXUBA.

2. OCHOBHBLIE ®YHKIINN APXNBA

2.1. IlmanupoBaHue, OpraHu3alyss W KOHTPOJIb JesATeNbHOCTM OpraHuzalyu U ee
CTPYKTYPHBIX IOJIpa3ziesieHui B 001aCTH apXUBHOIO Jiena.

2.2. HpI/IeM, peructpanus, CUCTEMaTu3alugd U XpaHCHHUEC NOKYMCEHTOB B COOTBETCTBUH C
YCTAHOBJICHHBIM ITOPAJIKOM.

2.3. OO0ecriedyeHHe  HCIOJB30BAaHUS  JIOKYMEHTOB,  XpaHsmuxcs B ApxuBe
(uHpOpMHUpOBaHUE PYKOBOJACTBA M COTPYAHMKOB OpraHuzaluud O COCTaBE U COJAEPKAHUU
JOKYMEHTOB ApXHBa, BblJlada B YCTAHOBJIIECHHOM IOPSIKE €I, JTOKYMEHTOB WM HMX KOIHH,
apXUBHBIX CIIPAaBOK, HCIOJHEHHE 3allpOCOB IOPUAMYECKUX U (PU3MUECKHX JUL, Y4eT
MCIIOJIb30BaHUs JOKYMEHTOB, XpaHALIMXCs B ApXuBe).

2.4. ®opmupoBaHUE CIPABOYHOrO armapaTa, OOJIETYAIOIIEr0 YYeT M HCIHOJIb30BaHUE



apXMUBHBIX JOKYMEHTOB.

2.5. KoHTponb 3a CBOEBPEMEHHBIM TOCTyIUIEHHEM B ApPXHUB  3aKOHUEHHBIX
JIEJIONPOU3BOJCTBOM JJOKYMEHTOB.

2.7. CocraBieHue U MPEJCTaBICHUE TOJOBBIX OMUCEH J1ed MOCTOSHHOTO XPAaHEHHUs U IO
JUYHOMY COCTaBY Ha paCCMOTPEHHUE IKCMEPTHHIX KoMUccuii OpraHu3aiu U COOTBETCTBYIOLIETO
rocy1apCTBEHHOI0 ApXHUBA.

2.8. CocraBneHue onuced Jnaen i Nepefadyd  JOKYMEHTOB Ha XpaHEHUE B
TOCY/IapCTBCHHBIE APXUBBI, aKTOB 00 YHHYTOXXCHHWU JOKYMEHTOB, CPOKHM XPaHEHHUS KOTOPBIX
UCTEKIIH.

2.9. Kourponb 3a (GU3MYECKUM COCTOSIHUEM JOKYMEHTOB, CBOEBPEMEHHOCTBIO UX
BOCCTAaHOBJICHHS, COOJIOZCHHEM B IIOMEHICHUSAX ApXUBa YCIOBHH, HEOOXOTUMBIX IS
o0ecreyeHns: COXPaHHOCTH JOKYMEHTOB.

2.10. Yyactue B pa3pabOTKe IMOJIOKEHUH W MHCTPYKIIMHA 110 BEJICHUIO JISIIONPOU3BOJICTBA U
OpraHu3aly apXUBHOIO Jea.

2.11. OcymiecTBieHne B peenax CBOSH KOMIETEHIIMH HHBIX (QYHKIIUI B COOTBETCTBUU C
HessiMu U 3aauamMu OpraHuzaiui.

2.12. Ilepenaya nen B ApXUB OCYIIECTBIISICTCS IO IpaduKy, COCTABICHHOMY 3aBeIyIOIIUM
ApXuBa, COIJIACOBAaHHOMY C PYKOBOJHTEISMHU CTPYKTYPHBIX IOApAa3/CICHHH, Mepeaatonnx
JIOKYMEHTBI B ApXUB, U yTBEpkKIeHHOMY PykoBoauTtenem Opranuzanuu.

3. [IPABA 1 OTBETCTBEHHOCTb PABOTHUKOB APXVBA

3.1. 3aBenyromas (Ie10MPON3BOIUTEND) B MPOIECCE CBOCH ACSITEIIBHOCTA UMEIOT MPABO:

- MOJIy4aTb IMOCTyHaroumue B OpFaHI/BaHI/IIO JAOKYMCHTBI M HWHBIC I/IHq)OpMaI_II/IOHHBIe
MaTcepHralibl 110 CBOCMY HpO(bI/IJ'IIO ACATCIIBHOCTU OJId O3HAKOMIICHHA, CUCTEMATU3HPOBAHHOI'O
y4€Ta U UCII0JIb30BAHUS B pa60Te;

- 3ampalivMBaTth M TOJIy4YaTb OT pyKoBoauTened OpraHuzaluu U €€ CTPYKTYPHBIX
nojapasJiesieHuil nHpopMalnoo, He0OX0IUMYIO /7Sl BHIIOJHEHHS BO3JIOKEHHBIX HA HUX 3a]ad U

byHKIIHI;

- OCYUIECTBJISATH B TMpelaenax CBOEH KOMIIETEHIIMM MIPOBEPKY U KOOPJIMHALHUIO
JeATeTFHOCTH CTPYKTYPHBIX Tofpa3zaeieHnii Opranu3aii o BOMpPocaM JIeTOMPOU3BOICTBA U
apXMBHOTO JIeJIa, O pe3yibTaTax MPOBEPOK JIOKIIAIbIBaTh pYKOBOACTBY Opranusanuu;

- BHOCHUTH HPCIIOKCHHUA PYKOBOACTBY OpFaHI/ISaHI/II/I 110 MOBBIIICHUIO KBaJ'II/I(l)I/IKaIII/II/I,
MOOMIIPEHUI0 M HAIOKEHUIO B3bICKAaHUN Ha paOOTHUKOB ApXWBa M JPYTUX CTPYKTYPHBIX
noapazaenennii OpraHu3aiuu 1Mo CBOeMy MpouiTio NeITeTbHOCTH;

- y4acTBOBaTh B COBEIAHUAX NP PACCMOTPEHUH BOIPOCOB, OTHECEHHBIX K KOMIIETEHIIUU
ApxuBa;

- KOHTPOJIMPOBATh IpaBuJia pa6OTBI C NOKYMCHTAaMH B CTPYKTYPHBLIX MOAPA3ACICHUAX U
OopraHu3aluiax - ICTOYHHKAaX KOMIIJICKTOBAHU A ApprBa.

3.2. 3aBenyromnuii (1€I0MPOU3BOIUTENH) APXHUBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh



3a:
- BBITIOJIHEHUE BO3JIOKEHHBIX Ha ApXuB (QYHKIUH U 3a/1a4;

- OpraHu3anuio paboThl ApXHBa, CBOEBPEMEHHOE M KBAJIM(UIIMPOBAHHOE BBHINOJIHEHHE
MIPUKA30B, pACIOPSDKEHUM, TOPYYEHHM  BBIIIECTOSLIETO  PYKOBOJCTBA, JIEHCTBYIOIIHUX
HOPMAaTHUBHO-IIPABOBBIX aKTOB TI0 CBOEMY IPOQHIIIO ACATEIbHOCTH;

- panuoHasbHOe H 3((EKTUBHOE HCIOIB30BAHUE MAaTCPUAIBHBIX, (HHAHCOBBIX U
KaJIpOBBIX PECYpPCOB;

- COCTOSIHWE TPYJOBOM M HCIIOJHHUTEILCKOW NUCHUIUIMHBI B ApPXHBE, BBIIIOJHEHHE €T0
paboTHHUKaMU CBOMX (DYHKIIMOHAJIBHBIX 00s3aHHOCTEH;

- cobOmoeHne pabOTHUKaMM ApXUBa NPaBWJI BHYTPEHHETO pAaCIOpsliKa, CAaHUTapHO-
MIPOTUBOAIHIEMUIECKOTO PEKUMA, TIPOTHBOMOKAPHON 0€30MaCHOCTH M TEXHUKHU 0€30M1aCHOCTH;

- BEJCHUE JTOKYMEHTAllMM, MPEIyCMOTPEHHON NEHCTBYIOIMMHU HOPMAaTHUBHO-IPABOBBIMU
JIOKYMEHTaMU;

- IPEIOCTABIEHUE B YCTAHOBJICHHOM IOPSAKE IOCTOBEPHOM CTATUCTHYECKOM W WHOMN
UH(POPMALIUH O AEATEIBHOCTH APXHBA;

- FTOTOBHOCTb ApXuBa K paboTe B yCIOBUAX UPE3BbIYAHHBIX CUTYALIHIA;
- HEecOOJTI0/ICHHE YCIIOBUN 00ECIIeUeHNsI COXPAHHOCTH JOKYMEHTOB,;

- YTpaTy U HECaHKLIMOHUPOBAHHOE YHUUTOKEHUE IOKYMEHTOB;

- He0OOOCHOBAHHBIN OTKa3 B MPHEME Ha XpaHEHHE JJOKYMEHTOB;

- HapylleHME IpPaBUJ HCIOJIB30BaHMUS JOKYMEHTOB U JIOCTyla IIOJIb30BaTeNled K
JIOKYMEHTaM, YCTaHOBJICHHBIX 3aKOHOAaTeNbcTBOM Poccniickoit denepanun.

3.3. Ilpuem Kkaxmoro nena MPOU3BOAUTCS 3aBeAyOIIMM ApxuBa B TNPUCYTCTBUU
paboTHUKA CTPYKTYPHOTO MOJpPA3AeICHUS.

3.4. [lena, yBsi3aHHbIE B CBSI3KH, JIOCTaBJSIOTCS B ApPXHMB COTPYAHUKAMHU CTPYKTYPHBIX
nonpaszzieneHuii. Bmecte ¢ nenamu B ApXUB IEpelaloTCs pPErucTpallMOHHbIE KapTOTEKU Ha
JIOKYMEHTHI.



