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1. OBIIUE ITOJIOKEHUA

1.1. B nemnsix cBOEBpEMEHHOTO IIpHEMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IOJIpa3AeIeHUI
WIKM JIPYTMX HUCTOYHUKOB, KOMIUIEKTOBaHUS, OOecleyeHusi HuX y4eTa, COXPaHHOCTH,
YHOPSIIOYEHUST U UCIIOJIB30BAHUS B COOTBETCTBUM € HacTosnuMm llosoxkeHnemM u moAroToBKY K
nepenaye JOKYMEHTOB Ha mnocTossHHOe Xpanenue B MBJIOY Ne 111 "Jlerckuit cag
KOMOMHHMpPOBaHHOTO BUja" (mayee - OpraHu3aiiusi) Co31aeTcss ApXuB.

1.2. Opranuzamus o0ecrieurBaeT ApXUB HEOOXOIUMBIM MOMEIIEHHEM, 000pyI0OBaHUEM U

KaJIpaMHu.

1.3. PaGoTHukn ApxuBa ACUCTBYIOT Ha OCHOBAaHMM Hactosmiero llojoskeHus, ycIoBUMA
TPYIOBBIX IOTOBOPOB M JIOJDKHOCTHBIX MHCTPYKIIHH.

1.4. ApxuB co3maercs sl BHITIOJIHEHHS CIICIYIONINX (DYHKITMOHAIBHBIX 3a/1a4:

- OCYILECTBJICHHE TPHUEMa, Y4e€Ta U XPAHCHHUS JOKYMEHTOB, 0Opa3yrOIIUXCs B IpOIEcce
nesitenbHOCTH  OpraHu3amue, B  COOTBETCTBHM C  JISHCTBYIONIMM  3aKOHOJATEICTBOM
Poccuiickoit dexnepanuy;

- OCYIIECTBJICHHE OTOOpa, MOATOTOBKM W TIEpeladyd JIOKYMEHTOB Ha XpaHCHHE B
rOCyJIapCTBEHHBIE apXHUBbI B COOTBETCTBUHU C JICHCTBYIOIIMM 3aKOHOAATEIbCTBOM Poccuiickoit
®enepanuu;

- OCYIICCTBJICHUC  OPraHU3allMOHHO-MCTOJUYCCKOTO PYKOBOACTBA  ACATCIIBHOCTHIO
CTPYKTYPHBIX HOI[pa?»I[eJ'IeHHﬁ OpFaHI/ISaHI/II/I B o0nacTu ACJIOIIPOU3BOACTBA U ApXUBHOI'O [ICJIa,

- oO0ecrieueHue COXpPaHHOCTU JOKYMCHTOB, CO3JdaHHWC HAYYHO-CIIpAaBOYHOI'O alllapara,
oOecrneueHre HCI0JIb30BAHUS JAOKYMCHTOB, XpaHAIIUXCAI B ApXI/IBe;

- HIOATrOTOBKa W  HOPCACTABJICHUC PYKOBOIACTBY I/IH(I)OpMaLH/IO HHO-aHaJIMTUYCCKUX
MaTepruajlIoB O COCTOSAHHUU U MEPCIICKTUBAX PA3BUTHA ApXUBHOI'O JI€JIa B OpFaHI/I?»aI_II/II/I;

- ydacTue B MpeJenax CBOeH KOMIETEHIIMU B MOATOTOBKE M MCIIOJHEHUH YIPABIEHYECKUX
peuieHuit pykoBojictBa OpraHuszanuy;

- TIOBBIIICHUC YPOBHA T'paMOTHOCTHU pa6OTHI/IKOB Opr aHU3alnun B o0iactu

ACJIOMMPOU3BOACTBA U apXUBHOI'O JCJIa.

1.5. ApxuB sBIseTCS CaMOCTOSITENIBHBIM CTPYKTYpHBIM HoapasfeneHueM OpraHuzanuu



(BXOOMT B COCTAB OT/AENA JOKYMEHTAIIMOHHOTO 00ECTICUCHNS).

3aBenyromuii ApxuBa (I1€JI0MPOU3BOJIMTENb) HA3HAYAETCS B YCTAHOBJICHHOM 3aKOHOM
nopsiike PykoBomuteneM OpraHuzaliuu W TIOJYUHSETCS HEMOCPEICTBEHHO PyKOBOIHUTEI O
Opranu3anuu WiM ero 3aMeCTHTEIIO.

1.6. B cBoeil nesaTebHOCTH JIENONPOU3BOAUTENL (PAOOTHIKH ApPXUBA) PYKOBOJCTBYIOTCS
JNEUCTBYIOLIUM 3aKOHOJATeNbCcTBOM Pocculickoii ®denepanuy, HOPMATUBHBIMHU IIPABOBBIMU
aKkTaMM M METOAMYECKMMH  MaTepuajaMy [0 OpraHM3allud  apXUBHOTO Jena |
JIEJIONIPOU3BOJICTBY, OPTaHU3AllMOHHO-PACHIOPSAUTENbHBIMU JOKYMEHTaMU caMoil Opranuzauuu
n HacrossuM Ilonoxenuem.

1.7. Kamuduxaumonneie TpeOOBaHMs, (QYHKIUOHAIBbHbIE OOSM3aHHOCTH, TIIpaBa,
OTBETCTBEHHOCTh ~PYKOBOJUTENS M JPYIMX paOOTHUKOB ApXHBa periiaMeHTHPYIOTCS
JOJKHOCTHBIMU MHCTPYKIMSIME, YTBEpKIaeMbiMu PykoBoauTenem Oprann3anu.

1.8. ApxuB BO3riaBisieT 3aBeAYIOLIHI (J1€710MPOU3BOIUTEIND)
1.9. 3aBeayromuii ApxuBa (JIeI0MPON3BOTUTEND):

- PYKOBOJHT BCEH MEATENbHOCTHIO ApXHBA, HECET NMEPCOHAIBHYIO OTBETCTBEHHOCThH 3a
CBOEBPEMEHHOE M KaueCTBEHHOE BBITIOJHEHHE BO3JIOKEHHBIX HA ApXUB 3a/1a4 U PYHKLHUH;

- OCYIIECTBJISIET B MpeNeNax CBOeH KOMIeTeHINN (QYHKIWUU yIpaBleHHs (ITAaHUPOBAHMUS,
OpraHu3allii, MOTHBAIlUHM, KOHTPOJS), NPUHUMAET pEUIeHUs, O00sI3aTeNbHBIE IS BCEX
paboTHUKOB ApXHBa;

- pacnpenenseT (YHKIMOHAJIbHbIE OOS3aHHOCTH M OTAENbHBIE TOPYYEHUS MEXITY
COTpYOHHKAaMU ApXHBa, YCTAHABIMBAET CTENEHb WX OTBETCTBEHHOCTH, NMPU HEOOXOAUMOCTH
BHOCHT mipeioxeHus: PykoBoaurento Opranuzanuu 00 U3MEHEHUH JOJKHOCTHBIX MHCTPYKIIMMA
MOAYMHEHHBIX €My paOOTHUKOB;

- BHOCUT pYyKOBOACTBY OpraHu3zaluu NpEJIOKEHUsS IO COBEPIICHCTBOBAHUIO PAOOTHI
ApxuBa, ONTUMHU3ALMH €T0 CTPYKTYPHI U IITATHON YHUCICHHOCTH;

- y4acTBYyeT B MEPCIEKTUBHOM U TEKYIIEM IUIAaHUPOBAHUU JIEATEIBHOCTH APXHUBA, a TAKKe
MOATOTOBKE MPHUKA30B, PACIOPSDKEHUH M MHBIX JOKYMEHTOB, KAacaloOIIMXCS BO3JIOKEHHBIX Ha
ApxuB 3a51a4 ¥ QyHKITUH;

- TMpPUHUMAET HEOOXOIUMBbIE Mepbl UIA YIAY4YUIEHUS MAaTepUabHO-TEXHUYECKOTO H
nH(OPMALIMOHHOTO 00ecIIeYeHHsl, YCIOBUH Tpy/la, HOBBIIICHHS MPOPECCUOHATBHON MOATOTOBKU
paboTHUKOB ApXHBa;

- Y4aCTBYCT B n0ﬂ6ope H PpacCTaHOBKC KaApOB ApXI/IBa, BHOCHUT PYKOBOICTBY
OpraHI/ISaI_II/II/I NpCIOKCHUA O IMOOIIPCHHH WM HAJIOXKCHUU IUCHUIINIMHAPHBIX B3BICKAHMN Ha
pa6OTHI/IKOB ApXI/IBa, HAIlpaBJICHUU HUX Ha IIEPECTIOATOTOBKY U IOBBIIICHUC KBaJ'II/I(I)I/IKaLII/II/I;

- COBCPIICHCTBYCT CUCTEMY pr,HOBOﬁ MOTHUBaAIIUH pa6OTHI/IKOB ApXI/IBa;

- OCYIICCTBJIAACT KOHTPOJIb MCIIOJIHCHUSA TMOAYNMHCHHBIMU CEMY pa6OTHI/IKaMI/I CBOHUX
JAOJIXKHOCTHBIX 06H3aHHOCTeﬁ, CO6J'IIOI[€HI/I$I pr,Z[OBOfI JUCHUIINIMHBI U ACATCIbHOCTH ApXI/IBa B
OCJIIOM.

1.10. B mepuon otcyrcTBus 3aBeayrouiero ApxuBa  (I€TOTPOU3BOJUTENSL) €r0
00s13aHHOCTH HCTIONHET paOOTHHUK, HA3HAYCHHBIN MpHKa3oM PykoBoautens Opranuzaiuu.



1.11. 3aBenyrommii ApxuBa (IETONPOU3BOAMUTENH)  (JIMLO, HCHOJHSIIOMIEE  €ro
0053aHHOCTH) MMEET MpPaBO MOANUCH JIOKYMEHTOB, HAIPABISEMBIX OT HUMEHH ApXHBa IO
BOIIPOCaM, BXOJSIINUM B €r0 KOMIIETEHIUIO.

1.12. ApxuB B CBOEH JA€ATEIBHOCTH B3aUMOJEHCTBYET C JAPYTUMHU CTPYKTYPHBIMU
noapasaeneHusasMu OpraHuzaluy, a TakXkKe, B Ipeesiax CBOEH KOMIIETEHILIMH, CO CTOPOHHUMH
OpraHu3anusaIMu.

1.13. 3a HeHaanexallee HCIOJHEHUE JODKHOCTHBIX OOS3aHHOCTEH U HapylIeHHE
TPYJOBOM  JUCHMIIMHBI paOOTHUKM ApxHBa HECYT OTBETCTBEHHOCTb B  IMOPSIKE,
IIPEAYCMOTPEHHOM JICUCTBYIOIIHUM 3aKOHOAATeNbCTBOM Poccuniickoit denepanun.

1.14. ApxuB OCYIIECTBJISIET MPUEM 3JIEKTPOHHBIX NOKyMeHTOB (D]I), obecrieunBaer ux
COXpPaHHOCTh, Y4Y€T, OTOOp M WCIOJB30BaHHE, a TakXKe TOATOTOBKY W Tiepenadyy Ha
rocyfaapcTBeHHoe XxpaHeHue. Ha xpanenue mepenarorcs O/ B coctaBe (OHIOB OpraHU3alui -
HMCTOYHUKOB KOMILJIEKTOBaHUSI ApXHUBa.

2. OCHOBHBIE ®YHKIINN APXUBA

2.1. IlmaHupoBaHuWe, OpraHu3anuss W KOHTPOJb JAedaTelbHOCTH OpraHu3aluu U ee
CTPYKTYPHBIX MOJpa3AeiIeHH B 00IaCTH apXUBHOTO JIENa.

2.2. IlpueM, perucrpanus, CUCTEMATH3ALMSA U XPAHEHUE JIOKYMEHTOB B COOTBETCTBHH C
YCTaHOBJIEHHBIM MOPSIKOM.

2.3.  OO0ecrieueHne  UCHOJB30BAaHUS  JIOKYMEHTOB,  XpaHSMMXCS B  ApxuBe
(uHopMHUpOBaHNE PYKOBOJACTBA U COTPYyIHMKOB OpraHusanuy O COCTaB€ U COJEPKAHUU
JOKYMEHTOB ApXHBa, BblJlaua B YCTAHOBJICHHOM IOPSJKE JieJ, TOKYMEHTOB MM UX KOIMH,
apXMBHBIX CIpPaBOK, HCIIOJIHEHUE 3alpPOCOB IOPUIMYECKUX M  (U3UYECKUX JIUIL, Y4eT
UCIOJIb30BAHUS JOKYMEHTOB, XpaHALIUXCs B ApXuBe).

2.4, ®opMupoBaHHE CIPABOYHOTO armmapara, OOJErdarpIero y4eT M HCIOJIb30BaHHE
apXUBHBIX JTOKYMEHTOB.

2.5. NHcrpykTax paOOTHHUKOB CTPYKTYPHBIX MOJpa3AefieHuil o mopsake (popMHpOBaHMUS,
MOATOTOBKU U CAAYU €7 B ApXUB.

2.6. KoHTposb 32 CBOEBpPEMEHHBIM TIOCTYIUICHHEM B  ApXHMB 3aKOHYEHHBIX
JIeIOTIPOU3BOJACTBOM JJOKYMEHTOB.

2.7. CocTaBieHuEe U npeaACTaBJICHHUC T'OJOBBLIX omucel Jiesl MOCTOSHHOTIO XpaHCHHUA U 110
JIMYHOMY COCTaBY Ha paCCMOTPCHHUEC SKCIICPTHBIX KOMUCCHUN OpraHI/ISaHI/II/I H COOTBETCTBYIOLICTO
roCcyaapCTBCHHOI'O ApXI/IBa.

2.8. CocraBneHue omnuced nen JUid NepeJayd  JOKYMEHTOB Ha XpaHEHUE B
rOCy/IapCTBEHHbIE APXUBBI, aKTOB 00 YHUYTOXKEHHH IOKYMEHTOB, CPOKH XPaHEHHsI KOTOPBIX
HUCTEKIH.

2.9. KOHTpOJIB 3a CI)I/I3I/I‘leCKI/IM COCTOSAHUCM JOKYMCHTOB, CBOCBPCMCHHOCTBIKO UX
BOCCTAHOBJICHHUA, CO6J'IIOI[€HI/IeM B IIOMCIHICHUAX ApXI/IBa YCHOBHﬁ, HCO6XOI[I/IMBIX JJIA
oOecreueHust COXpPaHHOCTU NOKYMCHTOB.

2.10. YuacTue B pa3paOOTKe MMOJIOKEHUM U MHCTPYKIUN [0 BEAECHUIO AETIONPOU3BOICTBA U
OpraHM3aluyi ApXUBHOTO JENa.

2.11. OCYH_ICCTBJICHI/IC B npeaciiax CBOEH KOMIIETCHIIMH UHBIX (byHKI_[I/Iﬁ B COOTBETCTBHH C



OeiIaAMU U 3aJa4yaMu OpFaHI/I3aI_II/II/I.

2.12. Tlepenaya nen B ApXHB OCYHIECTBISIETCA 10 TpauKy, COCTaBICHHOMY 3aBEAYIOIINM
ApxuBa, COIJaCOBaHHOMY C PYKOBOAMTEIIAMU CTPYKTYPHBIX IOJpa3JeeHUH, Iepefaronux
JOKYMEHTBI B ApXUB, U yTBEpKJIeHHOMY PykoBoauTeneM Opranuzanuy.

3. [IPABA 1 OTBETCTBEHHOCTb PABOTHHUKOB APXMBA (AEJIOIIPOU3BOJUTEJIb)

3.1. Jlenonpoun3BoauTelNb B IPOLIECCE CBOEH AESATEIbHOCTH UMEET MPaBo:

- moJsiyyaTh mnoctynaroue B OpraHu3alnuio JOKYMEHTbl M HHblE HH(OpMalMOHHbIE
MaTcepuajbl IO CBOCMY Hpoqn/m}o ACATCIIBHOCTH JIs1 O3HAKOMIJICHHSA, CUCTCMATHU3UPOBAHHOI'O
ydeTa ¥ MCIOJIb30BaHus B padoTe;

- 3ampamiuMBaTh M TOJy4aTb OT pyKoBojauTened OpraHuzaluu U €€ CTPYKTYPHBIX
nojapasziesieHnit nH(popMaluio, He0OXOAUMYIO JJIsl BBIIIOJHEHHS BO3JI0KEHHBIX HAa HUX 3aJad U

GbyHKIIHI;

- OCYWIECTBJISATH B IIpeleNax CBOEM KOMIIETEHIIMM TNPOBEPKY U  KOOPIMHAIMIO
NEeSITeIbHOCTH CTPYKTYPHBIX Mojpasnenennii Opranuszaiuy 1o BoIpocam JAeJONpOU3BOJICTBA U
apXUBHOTO JIeNa, O pe3yJbTaTax MPOBEPOK JAOKIAIAbIBATh PYKOBOICTBY Opranusamuu;

- BHOCHUTH TPEJUIONKEHHUS 10 COBEPIICHCTBOBAHUIO (JOPM M METOJOB pabOThl ApXHWBa U
Opranuzanuu B 1EJIOM;

- Y4acTBOBATh B [10JI00pE U pACCTAHOBKE KaJIPOB 110 CBOEMY NMPOQIITIO IS TEIBHOCTH;

- BHOCHUTH MPEMJIOKEHUSI PYKOBOACTBY OpraHusaluy IO TOBBIIICHUIO KBaTU(pHUKAIUY,
MOOUIPEHUI0O M HAJNOKEHHUIO B3bICKAHWN Ha pabOTHUKOB ApXUBa U JPYrHMX CTPYKTYPHBIX
noapazaeneHnit OpraHu3aluy Mo cBoeMy NpouiIio 1esTeNbHOCTH;

- Yy4acTBOBAaTh B COBEIIAHMSIX MPU PACCMOTPEHUH BOMPOCOB, OTHECEHHBIX K KOMIIETEHIIUU
ApxuBa;

- KOHTPOJHUPOBATh IMpaBuia pabOThl C JOKYMEHTaMHU B CTPYKTYpPHBIX HOJpa3fefieHUsIX U
OpraHM3aIusaX - HCTOYHUKAX KOMIUIEKTOBaHUS ApXUBa.

3.2. 3aBeayromuii apXuBOM (JE€TOMPOU3BOAUTENH) HECET EPCOHAIbHYIO OTBETCTBEHHOCTh
3a:

= BBIIIOJIHCHHUEC BO3JIOKCHHBIX HA ApXI/IB (I)YHKLIPII;'I H 3a71a4,

- OpraHu3aluro pa6OTH ApXI/IBa, CBOCBPEMCHHOC H KBaHI/I(I)I/ILII/IpOBaHHOC BBIITOJIHCHHEC
IIPpHUKA30B, paCHOpHDKCHHﬁ, nopyquI/Iﬁ BBIIICCTOAIICTO PYKOBOACTBA, HeﬁCTBYIOIHHX
HOPMATUBHO-IIPABOBBIX AKTOB II0 CBOCMY HpO(i)I/IJ'II-O JACATCIIBHOCTH,

- pauuoHanbHOe M 3((eKTUBHOE HCIOJIB30BAaHUE MAaTEPUANbHBIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

- COCTOSIHHE TPYIOBOM M HCHOJIHUTENIBCKOM IMCHUIUIMHBI B ApXMBE, BBIIIOJHEHHUE €rO
pabOTHUKAMHU CBOUX (DYHKIIMOHAJIBHBIX 00S3aHHOCTEH;

- cobmofeHue paboOTHUKaMHM ApXHBa NPaBWJI BHYTPEHHEIO pAaclopsiaka, CaHUTApHO-
MIPOTHBOAIHIEMHUYECKOTO PeKUMa, MPOTUBOMOKAPHON 6€30MaCHOCTH M TEXHUKH 0€3011aCHOCTH;

- BCICHUC NOKYMCHTAIHU, HpCIlYCMOTpeHHOﬁ ﬂCﬁCTBYIOHlHMH HOPMAaTHUBHO-IIPAaBOBbIMHA



JOKYMEHTaMu;

- IIPEJOCTABJICHUE B YCTAHOBJIICHHOM IIOPSJKE JOCTOBEPHOM CTAaTUCTHUYECKOM M HMHOU
nH(OpMAIINH O ACATEIbHOCTH APXUBA;

- TOTOBHOCTH ApXHBa K paboTe B yCIOBHUAX YPE3BBIYANHBIX CUTYAIH;
- HEeCOOJII0/ICHNE YCIOBHI 00ECIICUCHNSI COXPAHHOCTH JOKYMEHTOB;

- YIpaTy U HECaHKIMOHUPOBAHHOE YHUUYTOKEHUE JOKYMEHTOB;

- He0OOOCHOBAHHBIN OTKA3 B IPHEME Ha XpaHEHUE IOKyMEHTOB;

- HapylleHHE TpPaBWJ MCIOJIb30BaHUS JOKYMEHTOB M JOCTyNa I0Jb30BaTeled K
JOKYMEHTaM, YCTaHOBJIEHHBIX 3aKOHOAAaTenbCcTBOM Pocculickoi @enepanuu.

3.3. Ilpuem Kaxgoro jena HpPOU3BOAUTCS 3aBedylollUM ApxuBa B TPUCYTCTBUU
pabOTHHKA CTPYKTYPHOTO MOPA3ICTICHUS.

3.4. B mepuoJ MOArOTOBKHU J€d CTPYKTYPHBIM MOJpa3/eieHHEM K Iepenade B ApXUB
COTPYOHUKOM ApxXHBa NpPEIBAPUTEIBLHO TNPOBEPSETCS MPaBUIBHOCTL HUX (POPMHUpPOBaHUS,
opOpMIIEHHSI U COOTBETCTBHE KOJIMYECTBA JI€JI, BKJIIOYEHHBIX B OMHUCH Jied (CTPYKTYpHOTO
MOJpa3JeNIeHNs]), KOJMYECTBY JI€J, 3aBEJEHHBIX B COOTBETCTBUM C HOMEHKJIATYpoW Jien
OpraHu3aIuy.

3.5. Jlena, yBsi3aHHBIE B CBSA3KH, JIOCTaBIIIOTCS B APXWB COTPYAHMKAMH CTPYKTYPHBIX
nonpasneneHuii. Bmecre ¢ ngenamu B ApXuB TNEpeAaroTCsl PEruCTpPallMOHHBbIE KAPTOTEKH Ha
JOKYMEHTBI.
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