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ITOJIOKEHUE
00 apxuBe
MBJIOY Ne 111 "Jlerckuii caji KOMOMHUPOBAHHOTO BUaA"

1. OBIIUE ITOJIOXEHNA

1.1. B nensx cBOEBPEMEHHOTO ITpUEeMa apXUBHBIX IOKYMEHTOB OT CTPYKTYPHBIX MOJpa3ieieHui
WIA JPYIHX HCTOYHHKOB, KOMILJICKTOBAaHUS, OOECIEYeHHs UX Yy4yeTa, COXPaHHOCTH,
YIOPSAOYCHHSI U UCIIOJIb30BaHUS B COOTBETCTBUU C HAcToAIUM [lojokeHneM U MOATOTOBKH K
nepegadye JOKyYMEHTOB Ha mocTtosHHoe XxpaHeHue B MBJIOY Ne 111 "Jlerckuii can
KOMOMHHMpOBaHHOTO Buja" (nanee - Opranusamus) co3aacTcst ApXuB.

1.2. Opranusamnus obecnieunBaeT ApXuB HEOOXOIUMBIM MOMEIIEHUEM, 000pYIOBaHUEM U
KaJpaMH.

1.3. PaboTtHuku ApxuBa ACHCTBYIOT Ha OCHOBaHMU HacTosimero [lomoskeHus, ycloBuii
TPYAOBBIX TOTOBOPOB U JIOJIKHOCTHBIX UHCTPYKLIUM.

1.4. ApxuB co3maeTcst 1Jisi BEIOJHEHUSI CISAYIOMNX (DYHKITMOHAIBHBIX 3a7a4:

- OCYILECTBJIEHHE IMpHEMa, y4eTa M XpaHEHHs JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
nesitennbHOCTH — OpraHuzaliuyd, B COOTBETCTBHUM €  JICHCTBYIOIIMM  3aKOHOJIATEIbCTBOM
Poccuiickoit denepanuu;

- OCYHIECTBJICHHE OTOOpa, MOATOTOBKM U Tepedadyd JOKYMEHTOB Ha XpaHCHHE B
rOCYJapCTBEHHBIE apXMBbI B COOTBETCTBUU C JIEWCTBYIOIIMM 3aKOHOJATENHCTBOM Poccuiickoi
denepannu;

- OCYILECTBJICHHE OPraHU3allMOHHO-METOJIUYECKOTO PYKOBOJCTBA  JESATEIBHOCTBIO
CTPYKTYPHBIX nojipa3aeneHuit Opranuzanuu B 00J1IacTy AETONPOU3BOACTBA U ApXUBHOTO JI€Na;

- obecreyeHHue COXPAaHHOCTH JIOKYMEHTOB, CO3/laHHE Hay4yHO-CIPAaBOYHOI'O arapara,
o0ecrnevyeHre UCII0Ib30BaHus JOKYMEHTOB, XpaHAINXCI B ApXUBE;

- TOATOTOBKA M  MpPEACTABICHHE PYKOBOJCTBY HH(POPMALMOHHO-AaHATUTUYECKUX
MaTepHaJIOB O COCTOSHUM U MEPCIIEKTUBAX Pa3BUTHUS apXUBHOTO jesia B Opranu3aiuy;

- y4aCTHuC B IpCaciiax cBoen KOMIICTCHIIMU B IIOATOTOBKE W MCIIOJIHCHUUN YITPABJIICHYCCKUX
peueHnii pykoBoactBa OpraHnu3ainy;



- TOBBIIIEHWE YPOBHS TIPAMOTHOCTH paboTHUKOB OpraHuzanmuu B 00JIACTH
JIeI0NPOU3BOJICTBA U ApXUBHOTO J€EIIA.

1.5. ApxuB SBISIETCA CaMOCTOSITENIBHBIM CTPYKTYPHBIM HojpaszzaeineHueM OpraHuzanuu
(BXOIUT B COCTaB OT/eJa JOKYMEHTALMOHHOTO 00ecrieueH s).

3aBenayronuii ApxuBa (ZI€JIONMPOU3BOJUTENL) HA3HAYAETCS B YCTAHOBJICHHOM 3aKOHOM
nopsake PykoBogutenem OpraHuzanud W HOTYUHSIETCS HEMOCPEACTBEHHO PyKoBOAMTENIO
Opranuzanuy Win ero 3aMeCTUTEIIO.

1.6. B cBoeii IeATEIBHOCTH ICIONPOU3BOIUTEID (PAOOTHUKN ApPXHMBA) PYKOBOICTBYIOTCS
JICHCTBYIOIUM 3aKOHOAATeNbCTBOM Pocculickoii denepanuy, HOPMAaTUBHBIMU IIPAaBOBBIMU
aKTaMM W METOAMYECKMMH MaTepuajlaMd 1O OpraHu3aldd apXUBHOIO JieJa H
JIEJIONPOU3BOJICTBY, OPraHNU3allMOHHO-PACIOPSIAUTENbHBIMU JJOKYMEHTaMU camoil Opranuzanuu
u HacTosiuM [lonmoxxenuem.

1.7. KBamuduxaumonnele TpeOoBaHMsA, (QYHKIMOHAIBHbIE OOS3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTh PYKOBOJHTENS U JPYruX paOOTHHKOB ApXUBa pPErJIAMEHTUPYIOTCS
JOJKHOCTHBIMU MHCTPYKLMSIMU, YTBEpKaaeMbIiMu PykoBoauTenem Opranusanuu.

1.8. ApxuB BO3TrJIaBIsieT 3aBeIYIOMIHMA (eIONPOU3BOAUTEND)
1.9. 3aBenyromuii ApxuBa (AeIOMPOU3BOIUTEIND):

- PYKOBOAMT BCEH IEATEIbHOCTBIO ApPXHBA, HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 32
CBOEBPEMEHHOE U KaueCTBEHHOE BBHITIOJHEHHE BO3JIOKEHHBIX HAa ApXUB 33734 U (QYHKIIHIA;

- OCYUIECTBJISIET B IpeJiesiax CBOEH KOMITETeHIMH (YHKLIMHU yIpaBieHHs (IUITaHUPOBAHUS,
OpraHM3ali, MOTHUBALlMM, KOHTPOJIS), NPUHUMAET pELIeHMs, O0O0s3aTeNbHbIE s BCEX
pabOTHUKOB ApXHBa;

- pacmpenensieT (YHKIUOHAJIbHbIE OOS3aHHOCTU U OTAEIbHBIE TOPYYEHHS] MEXITY
COTPYAHHKaMU ApXMBa, YCTaHABJIMBAET CTENEHb MX OTBETCTBEHHOCTH, NMpPH HEOOXOIUMOCTH
BHOCHT pejyioxkeHus: PykoBonurento Opranuzanny 00 U3MEHEHHUN JTOJKHOCTHBIX MHCTPYKIIUIMA
HNOJYUHEHHBIX €My PaOOTHHUKOB;

- BHOCUT pPYKOBOACTBY OpraHuzanuy MpeajoKeHUs MO COBEPIICHCTBOBAHUIO PabOTHI
ApxuBa, ONTUMH3ALMH €r0 CTPYKTYPhI U IITATHOM YNCIIEHHOCTH;

- y4acTBYeT B MEPCIEKTUBHOM M TEKYIIEM TJIAHUPOBAHUH JEATEILHOCTH APXHBA, 4 TAKKE
MOATOTOBKE MPHKA30B, PACIOPSIKEHUA M HMHBIX JOKYMEHTOB, KacalOLIMXCS BO3JI0KEHHBIX Ha
ApxuB 3a1a4 1 QyHKIINIH;

- TNpUHUMAeT HEeoOXOIUMBbIE Mepbl JUIs YIYULIEHHS MAaTepUaIbHO-TEXHHUUYECKOTO U
MH(OPMaLIMOHHOTO 00ecTIeYeHUsl, YCIOBHUI Tpy/ia, HOBBIIIEHUS TPO(PECCHOHATBHON MOATOTOBKU
pabOTHUKOB ApXHBa;

- ydacTByeT B THOA0OpE M pacCTaHOBKE KaJpoB ApxuBa, BHOCUT PYKOBOJCTBY
Opra"u3anuy OpeIoKEHHUsT O TOOLIPEHUN M HAIOXKEHUHM IUCIMIIMHAPHBIX B3BICKAHWHA Ha
paboTHUKOB ApXUBa, HAIIPABJICHUU UX Ha MEPETIOATOTOBKY U MOBBIIIEHNE KBaTU(UKALIUY;

- COBEPIICHCTBYET CUCTEMY TPYJOBOH MOTHBALIUN PAaOOTHUKOB APXUBA;

- OCYHWCCTBJIACT KOHTPOJIb MCIIOJIHEHUA T[MOAYMHCHHBIMU CEMY pa6OTHI/IKaMI/I CBOHUX



JIOJDKHOCTHBIX O0sI3aHHOCTEH, COOIOACHUS TPYAOBOM JAUCIUILIUHBI M ESTEILHOCTH ApXHBa B
LEJIOM.

1.10. B mepuoa otcyrcTtBus 3aBenyromero ApxuBa (IETOMPOU3BOAUTENSI) €ro
00513aHHOCTH HCIIOJHSAECT PAOOTHUK, HA3HAYCHHBIH MTpHUKa3oM PykoBomutens OpraHusanuu.

1.11. 3aBenyromuit  ApxuBa  (I€IONPOU3BOAUTENH) (U0, HUCHOJHSIONIEE  €ro
00513aHHOCTH) WMEET NPaBO IMOJANUCH JIOKYMEHTOB, HAIPABISEMbIX OT WMEHH ApXHUBa IO
BOIIpOCaM, BXOJAIIUM B €0 KOMIICTCHIIHIO.

1.12. ApxuB B CBOEH JEATEIBHOCTH B3aUMOACHCTBYET C IPYTMMH CTPYKTYpHBIMH
noapazaeneHusMu OpraHu3alu, a Takke, B Ipelesax CBOCH KOMIETEHIIMH, CO CTOPOHHUMU
OpraHHu3aIUsIMU.

1.13. 3a HeHamnexaiee HCHOJHEHUE JOJDKHOCTHBIX OO0S3aHHOCTEM M HapylIeHUE
TPYAOBOW  JUCUMIUIMHBI PAaOOTHUKM ApXMBa HECYT OTBETCTBEHHOCTb B  IOpSKeE,
IIPEAYCMOTPEHHOM JIEHCTBYIOIINUM 3aKOHOAATeNbcTBOM Poccuniickoit denepanun.

1.14. ApxuB OCYUIIECTBIIIET MpPUEM S3JEKTPOHHBIX TOKyMeHTOB (D/]), obecreunBaeTr ux
COXPaHHOCTh, Y4Y€T, OTOOp W WCIONb30BaHWE, a TakKe IOATOTOBKY U Iepenady Ha
rocyznapcTBeHHoe xpaHeHue. Ha xpanenue nepenatorcs D/] B coctaBe (GoHAOB opraHuzanui -
HMCTOYHHKOB KOMILJIEKTOBaHMS ApXHUBa.

2. OCHOBHBIE ®YHKIIN APXUBA

2.1. TlnanupoBaHue, OpraHu3alnys W KOHTPOJIb JesTenbHOCTH OpraHuzaluu U ee
CTPYKTYPHBIX MOJpa3esieH!il B 0071acTH apXUBHOTO Jena.

2.2. Tlpuem, peructpaiusi, CUCTEMaTH3alMs U XpaHEHUE JOKYMEHTOB B COOTBETCTBHH C
YCTaHOBJICHHBIM IIOPSIKOM.

2.3. ObecrieueHue  UCHOJB30BAaHUS  JOKYMEHTOB,  XpaHAUmMXci B  ApxuBe
(uH(OpMUpPOBaHHE PYKOBOJCTBA M COTPYIHMKOB OpraHuzaluy O COCTaBe M COAEpP)KaHUU
JOKYMEHTOB ApPXWBa, BbIJJaya B YCTAHOBJICHHOM MOpPSAKE e, JOKYMEHTOB WJIM HX KOTIHIA,
apXMBHBIX CIIPABOK, HCIIOJIHEHUE 3alPOCOB IOPUAMYECKMX U (QHU3UYECKUX JIUI, Y4YeT
UCTIOJIB30BaHUS IOKYyMEHTOB, XPAHAIINXCS B APXUBE).

2.4, (I)OpMI/IpOBaHI/IC CIIpaBOYHOTO alliapara, 06.1161"112[}01]_[61“0 YUE€T U HUCHOJB30BAHUC
APXUBHBIX TOKYMCHTOB.

2.5. UHCTpyKTaX pabOTHUKOB CTPYKTYPHBIX IMOJpPA3JeNeHUu 0 mopsake (pOpMUPOBaHMS,
MOJTOTOBKU U C/Ia4yM Jie]d B ApXUB.

2.6. KOHTpOHL 3a CBOCBPCMCHHBIM MOCTYIUICHUCM B ApXI/IB 3aKOHYCHHBIX
ACJIOIMPONU3BOJCTBOM JOKYMCHTOB.

2.7. CocraBieHue U NPEICTABIEHUE TOJOBBIX ONUCEH JI€] MOCTOSHHOTO XPAHEHUs U IO
JMYHOMY COCTaBY Ha pacCMOTPEHHE IKCIEPTHBIX KoMuccuii OpraHu3aiuu U COOTBETCTBYIOIIETO
roCy1apCTBEHHOIO0 ApXHUBa.

2.8. CocraBineHue onvced Jnen s MOepeaayd  JOKYMEHTOB Ha XpaHEHUE B
I OCYI[apCTBeHHI:IG apXI/IBBI, aAKTOB 06 YHI/I‘ITO)KGHI/II/I ,Z[OKyMeHTOB, CpOKI/I XpaHeHI/IH KOTOprX
HUCTEKJIH.



2.9. KoHTponb 3a (U3NYECKUM COCTOSHHEM JIOKYMEHTOB, CBOEBPEMEHHOCTBIO HX
BOCCTaHOBJIEHHs, COOJIOZCHHEM B IIOMELICHUAX ApXuBa YCIOBHH, HEOOXOOUMBIX MJIs
o0ecrnevyeHns COXpPaHHOCTH JIOKYMEHTOB.

2.10. Yyactre B pa3pabOTKe MOJOKEHUH U MHCTPYKITUN 110 BEJICHHIO JISTIONPOU3BOJICTBA U
OpraHM3ali apXUBHOIO JENa.

2.11. OcymiecTBiaeHUE B Mpeeiax CBOCH KOMIETCHIIMN UHBIX (DYHKIIMI B COOTBETCTBHUU C
HeasiMu U 3aiadamu Opranusanuu.

2.12. Ilepenaua nen B ApXHUB OCYIIECTBIISETCS MO rpaduKy, COCTABICHHOMY 3aBEIYIOIINUM
ApxuBa, COTJJaCOBAaHHOMY C PYKOBOAMTEIIIMH CTPYKTYPHBIX MOJApA3JCICHUN, Iepeaaomux
JTOKYMEHTHI B ApXUB, U yTBepkIAeHHOMY PykoBoauTenem Opranuzanuu.

3. IIPABA U OTBETCTBEHHOCTb PABOTHHUKOB APXUBA (JAEJIOITPOU3BOAMUTEJIb)

3.1. I[eJ'IOHpOI/IBBOI[I/ITCJ'Ib B IIponecce cBOCH ACATCIIbHOCTH UMCCT IIPAaBO:

- MOJIy4daTb IIOCTYIArOIIHWEC B OpraHmaumo JOKYMCHTBI MW HWHBIC I/IH(bOpMaHI/IOHHBIe
MaTepualibl M0 CBOEMY MPO(UIIO JESATEIFHOCTH Ul O3HAKOMIICHHS, CHCTEMaTH3HPOBAHHOTO
yudeTa U MCIOJIb30BaHus B padboTe;

- 3anpaluBarh W MOJy4YaTh OT pykKoBoautTenaed OpraHuzall U €€ CTPYKTYPHBIX
noJipa3iesiecHnit MHPOPMAITIIO, HEOOXOUMYIO JIJIsI BHITIOJTHEHHS BO3JIOKCHHBIX HAa HUX 33J1a4 U

byHKIH;

- OCYWIECTBJISATH B TMpeJesax CBOEH KOMIIETEHIMH TIPOBEPKY U  KOOPIUHAIMIO
JEATENIIBHOCTH CTPYKTYPHBIX MoApa3aenceHuii Opranusanuy Mo BOIpocaM AEJIONPOU3BOACTBA U
apXMBHOTO JI€JIa, O pe3yNbTaTax MpoBEPOK AOKJIAIbIBaTh PyKOBOACTBY OpraHu3anuu;

- BHOCUTBH MPEAJIOKEHUSI MO COBEPIICHCTBOBAHUIO (POPM M METOAOB pabOThl ApxuBa U
Opranu3aiuu B 1EJI0M;

- Y4aCTBOBAThH B n0ﬂ60pe " paCCTaHOBKEC KaJIpOB 11O CBOEMY HpO(I)I/IHIO ACATCIIBHOCTH,

- BHOCUTbH MpENJIOKEHUs] PyKoBOACTBY OpraHuzaluy IO MOBBIIICHHUIO KBaIH(pUKALUH,
MOOMIIPEHUI0 W HAIOKEHUIO B3BICKAaHUN Ha paOOTHUKOB ApXWBa M JPYTrUX CTPYKTYPHBIX
noapazaenennii OpraHu3aiuy 1Mo CBOeMy MpouITo NeATeTbHOCTH;

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

- KOHTPOJIMPOBATh IpaBuJia pa6OTBI C OOKYMCHTAMHU B CTPYKTYPHBIX MOAPA3ACIICHUAX U
opraHu3aluiax - ICTOYHHUKAaX KOMIIJICKTOBAHUSA ApXI/IBa.

3.2. 3&BCI[yIOH.IHﬁ ApXUBOM (,[[CJ'IOHpOI/BBOIII/ITCJ'IB) HECCT NCPCOHAIIbHYIO OTBETCTBCHHOCTD
3a:

- BBITMOJIHEHUE BO3JIOKEHHBIX HA ApXUB QYHKIUH U 3a7a4;

- OpraHu3anuio paboTel ApXHBa, CBOEBPEMEHHOE M KBAIM(UIUPOBAHHOE BBINOJIHEHUE
IIPUKA30B, PpACHOPSDKCHUM, TIOPYYEHHM  BBILIECTOSIIETO  PYKOBOJCTBA,  JAEHCTBYIOLIUX
HOPMAaTHUBHO-IIPABOBBIX AKTOB I10 CBOEMY IPOQHIIIO ACATEINbHOCTH;



- panuoHaibHOe M 3((EKTUBHOE HCIOIH30BAHUE MAaTepUAIBHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

- COCTOSIHUE TPYAOBOM M HMCHOJHUTEIHCKOW AUCIHUIUIMHBI B ApPXHBE, BBIIIOJIHEHHUE €T0
paboTHUKaMU CBOMX (YHKIIMOHAJIBHBIX 0053aHHOCTEH;

- coOmronenue paboTHMKaMKU ApXUBa TMpaBWJI BHYTPEHHETO pacoOpsKa, CAaHUTApHO-
IPOTUBOANUIEMHUYECKOTO PEKUMA, IPOTUBOIIOKAPHONU OE30aCHOCTH U TEXHUKHU 0€3011aCHOCTH;

- BCACHUC NOKYMCHTAllWHU, HpeILYCMOTpeHHOﬁ IICI\/JICTBYIOH_II/IMI/I HOPMAaTUBHO-IIPAaBOBbLIMU
JOKYMECHTAMMU,;

- IPEAOCTABICHUE B YCTAHOBJICHHOM IIOPSAJKE JOCTOBEPHOM CTAaTUCTUYECKOM W HHOU
UHGOPMALIUK O AEATEIbHOCTH APXUBA;

- TOTOBHOCTbh ApXHBa K paboTe B YCIOBUSX YPE3BbIYANHBIX CUTYALIN;
- HecOoOJII0/ICHHUE YCIOBUI 00eCTIedeHUsl COXPAaHHOCTH JJOKYMEHTOB;

- yTpaTy U HECaHKIIMOHUPOBAHHOE YHUYTOXKEHUE JOKYMEHTOB;

- He0OOOCHOBAHHBIN 0TKa3 B IPHEME Ha XpaHEHHUE JIOKYMEHTOB;

- HAapymeHHuE IpaBHJI MCIIOJIb30BaHUA HOOKYMCHTOB MW JOCTYyIId IMOJIb30BAaTCICH K
AOKYMCHTaM, YCTAHOBJICHHBIX 3aKOHOAATCILCTBOM Poccuiickoit CDez[epauI/H/I.

3.3. IlpueM Kaxaoro jaena NPOU3BOAUTCS 3aBeqylOlIMM ApxuBa B MPHUCYTCTBUU
pabOTHUKA CTPYKTYPHOTO MOIpa3/ieIeHHUs.

3.4. B mepuoj MOATOTOBKHM Ji€J CTPYKTYPHBIM MOJpa3fefieHueM K Iepenaye B ApXUB
COTPYAHUKOM ApXHBa MpPEIBApUTEILHO IPOBEPSETCS MPaBWIBHOCTE HUX (HOPMUPOBAHMA,
Oo(QOpMIIEHHS U COOTBETCTBHUE KOJIMYECTBA J€JI, BKIIOYEHHBIX B OINUCH Jied (CTPYKTYpHOTO
NOZpa3JCIICHUs), KOJMYECTBY JI€J, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOW J€ei
OpraHu3aIuu.

3.5. Jlena, yBsi3aHHBIE B CBSI3KM, JIOCTABJIAIOTCSI B ApXMB COTPYJHUKAMU CTPYKTYPHBIX
nonpaszzaeneHuil. Bmecte ¢ nenamu B ApXUB IEpenaloTcs PErucTpalliOHHbIE KapTOTEKU Ha
JIOKYMEHTHI.



