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1.1. Hacrosmee ITonoxeHrue MOArOTOBIEHO HA OCHOBE IOCYIAPCTBEHHOH CHCTEMBI
JOKYMEHTALIMOHHOTO 00ECIIEYEHUS] B COOTBETCTBHH C:

- ®eqiepanbHbIM 3aKOHOM 0T 29.12.2012 Ne 273-®3 «O6 o6pasoBanuu B Poccuiickoit
@enepauun» (pea. ot 01.03.2020);

- OenepanbHeM 3akoHOM OT 22.10.2004 Ne 125-®3 «OG apxuBHOM jene B
Poccuiickoit @eneparmm» (pen. ot 28. 12.2017);

- 3akoHom XabGapoBckoro kpas ot 29.09.2005 Ne 299 «O peanu3auy MOTHOMOYHIA
XabapoBckoro kpasi B 06/1aCT! apxUBHOTO Jiefia» (pel. ot 28.03.2018);

- PacnopsKeHHEM MHHUCTEpPCTBAa OOpa3soBaHMs M Hayku XabapOBCKOTO Kpas OT
09.02.2012 Ne 221 «O6 yrBepkneHnu IIpiMepHOH HHCTPYKIMHK MO JETONPOU3BOACTBY B
KPa€BBIX YYPEKICHUAX, TIOJBEIOMCTBEHHBIX MMHHUCTEPCTBY OOpa3OBaHUS M HAyKH
XabapoBCKOTro Kpasi»;

- YcTaBoM KoJLIeIKa;

- UHBIMM HOPMATUBHBIMH aKTaMM JJIS OCYIIECTBICHUS XpaHEHHs, KOMIIJIEKTOBAHH,
y4eTa ¥ UCIIOJIb30BaHUS apXUBHBIX TOKYMEHTOB.

1. O6mue moioxKeHHus

1.1. B mensx CBOEBPEMEHHOTO MpHUEMa apXHBHBIX JTOKYMEHTOB OT CTPYKTYPHBIX
TOJpa3fIeIeHUH WU JPYTrHX HMCTOYHHMKOB, KOMILIEKTOBAaHHs, OOECHEYeHHs HMX ydeTa,
COXpPaHHOCTH, YINOPSIOYCHHS U HCIOJIB30BAaHUS B COOTBETCTBHU C HACTOSIINM
[TosnoxeHneM B KoJUIeIKe CO3/1aH apxuB (1ajnee — ApXuB).

1.2. Komtex obecnieunBaeT ApXHB HEOOXOAMNMBIM HIOMEIEHHEM, 060PY I0BaHHEM 1
KaJpaMy, U8 ero (QYHKIMOHMPOBAaHMS CO3JAIOTCS HEOOXOAMMBIE (DHMHAHCOBHIE,
MaTepHaIbHO-TEXHUYECKUE U UHBIE YCIIOBHS.

1.3. PabGotHuku ApxuBa [EWCTBYIOT Ha OCHOBAHMM HACTOSILETro IloNoKeHws,
YCJIOBHIA TPYIOBBIX JOIOBOPOB M JJOJDKHOCTHBIX HHCTPYKIIMHA.

1.4. ApxuB co31aeTcs /1 BBIIIOIHEHUS CIIEAYIOMUX GyHKIMOHAIBHBIX 3a1ad:

- OCYILECTBJIEHHE IIpUeMa, y4eTa M XPaHEHHA [OKYMEHTOB, 00pa3yrOIMUXCH B
NPOLIECCE NEATEIBHOCTU KOJUIEKA, B COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOJATEIBCTBOM
Poccuiickoii Oenepanuu, B TOM 9HCIe ZOKYMEHTOB 110 IMYHOMY COCTaBY, B TEUCHHE
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YCTaHOBJICHHBIX CPOKOB UX XPaHEHUS;

- OCYINECTBJEHHE OTOOpA, MOATOTOBKU M MEpeiayd TOKYMEHTOB Ha XpaHEHHUe B
TOCYNIapCTBCHHEIC apXMBBI B COOTBETCTBMH C [IEHCTBYIOINMM 3aKOHONATEIHCTBOM
Poccuiickoii ®enepannmy;

- OCYHIECTBICHHE OPraHM3allHOHHO-METOAUYECKOr0 PYKOBOACTBA AEATEIBHOCTHIO
CTPYKTYPHBIX IOJpa3/IeNIeHA KoJlIeka B 0671aCTH Je/IONPOM3BOCTRBA U ADXMBHOTO nena;

- obecreyeHre COXpaHHOCTH JOKYMEHTOB, CO3aHHe Hay4YHO-CIIPaBOYHOIO ammapara,
o0ecrieYeHre UCTIONb30BaHHUS JOKYMEHTOB, XPaHAIIMXCS B apXUBE;

- TOArOTOBKAa ¥ MPENCTAaBICHHE PYKOBOACTBY HH(M)OPMAIMOHHO-aHAIUTHIECKUX
MATEpHANIOB O COCTOSHUM M MEPCIEKTHBAX PA3BUTHS apXUBHOTO Je/1a B KOIUIEKE;

- Y4aCTHE€ B TIpeJejaX CBOCH KOMIIETEHIIMM B IIOATOTOBKE M WCHIOTHEHHH
YIPaBJICHYECKUX PEUICHUH PyKOBOACTBA KOJIIEIKA;

- TIOBBIIIEHHE NMPO(YECCHOHATBHOM IPaMOTHOCTH PaGOTHUKOB KOJNIEIKA B OGIACTH
A€JIONIPOU3BOJICTBA U ApXHUBHOIO JIEJa.

1.5. ApxMB SBIS€TCS CAMOCTOSTEIBHEIM CTPYKTYPHBIM IOIpa3aeICHUEM KOJIJIEIkKa.

3aBenyronumii apxuBoM (OTBETCTBEHHEIH 3a apX¥B) Ha3HAYAETCS B YCTAHOBIECHHOM
3aKOHOM TIOPANKE TMPEKTOPOM KOJLIEKa M MOAYHHAETCS HETOCPEICTBEHHO 3aMECTHTENTIO
AUPEKTOPA 10 aIMMHICTPATUBHO-X03SCTBEHHOI paboTe.

1.6. B cBoeit nesrensHocTH paGOTHMKH apxXuBa PYKOBOJCTBYIOTCS AEUCTBYIOIIMM
3aKoHoZIaTensCTBOM Poccuiickoli ®enepaimu, HOpPMAaTHBHEIMH MIPaBOBBIMU aKTaMH U
MCTOAMYCCKIMHM MaTe€phalaMi M0 KOUISIKY apXMBHOTO Jejla H JEeJIOIPOU3BOICTBY,
OPraHU3alMOHHO-PAaCIOPSAUTEIBHEIMA  JIOKYMEHTAMH  KOUIEKA U HACTOSIIUM
[Tonmoxenuem.

1.7. ApxuB Bo3rnaBisier 3aBeqyromuii, Ha JOMBKHOCTS KOTOPOro Ha3HA4aeTcs JIUIIO,
MMEoLIee CpeiHee MPOdECCHOHATEHOE 06Pa30BaHKE U CTaX paGOTHI MO JEJIOTIPOU3BOICTRY
HE MEHee 2 JIeT.

1.8. 3aBenyrommuit apxuBoM:

- PYKOBOIMT BCE# N€ATETbHOCTBIO apXMBa, HECET NIEPCOHATIBHYIO OTBETCTBEHHOCTH
32 CBOCBPCMCHHOE M KaYeCTBEHHOE BHINOJIHEHHUE BO3JIOKEHHBIX HA apxXuB 3aJad
GbyHKIHIA;

- OCYHICCTBIACT B INpelenax CBOEH KOMIICTEHIMH (hyHKIIHH yIpaBlleHUs
(MITaHMPOBaHKS, MOTHBALIMH, KOHTPOJIsSl), TIPHHUMAET PElLIEHHs, O0s3aTebHBIE IS BCEX
pabOTHHUKOB apXHBa;

- pacrnpenieniieT GyHKUMOHANbHEIE OOS3aHHOCTH U OT/EIbHbIE TIOPYYEHUS MEXITy
COTPYIHHKAaMH apXuBa, YCTaHABIMBAET CTENIEHb UX OTBETCTBEHHOCTH, IIpY HEOOXOTUMOCTH
BHOCHT TIPEVIOKCHUS IUPEKTOpY Ko/ulemka 00 H3MEHEHHH IOJIKHOCTHEIX HHCTPYKIU i
TIOAYMHCHHBIX €My pabOTHHKOB;

- BHOCHT DYKOBOZACTBY KOJUIEZKA MPEMIOKEHUS [O COBEPIICHCTBOBAHHMIO paboThI
apXHMBa, ONITHMHU3AINHK €T0 CTPYKTYPBI U INTATHON YHCIEHHOCTH;

- YHaCIBYCT B NCPCIEKTUBHOM M TEKYIIEM IUIAHMPOBAHUH AEATEIbHOCTH apxuBa, a
TaKAKe  TIOArOTOBKE IMpPHMKA30B, DACHOPSIKEHMH M MHBIX JOKYMEHTOB, KACAIOIIMXCS
BO3JIOKEHHBIX Ha apXMB 3a/1a4 U (DyHKIIHIA;
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- NPUHUMAET HEOOXOAMMBIE MEPH! VIS YJIyYIICHHS MaTepPUANbHO-TEXHUYECKOrO H
MH(pOPMALMOHHOTO  00ECTIeUEHHs, YCIOBHH TpyAa, MOBHIIEHHA IPOMECCHOHAIBHOMN
IIOJATOTOBKY paOOTHUKOB apXUBa;

- OCYIIECTBIJIICT KOHTPO/Ib MCIIOJHEHUS MOAYMHEHHBIMH €My pabOTHHMKAMHU CBOMX
AOJDKHOCTHBIX 00A3aHHOCTEH, COOMIONCHHS TPYAOBOM [UMCLUIUIMHEI U EATENbHOCTH
apxuBa B LI€JIOM;

- HECET MePCOHATBHYI0 OTBETCTBEHHOCTh 3a HapylleHWe MPaBMJI XpaHEHUd,
KOMIUICKTOBaHMs, y4YeTa M HCIIOJIB30BaHUSA APXMBHBIX JOKYMEHTOB B COOTBETCTBHM C
JEHCTBYIOIIUM 3aKOHOIaTETbCTBOM.

1.9. B nepuon oTcyTcTBHS 3aBemyrOINEro apXMBOM €ro OGS3aHHOCTH WCIONHSET
JIULO, HA3HAYEHHOE IIPUKA30M JUPEKTOpa KOJIIEMKA.

1.10. 3aBenyromuii apxuBoM (JIMIO, HCTIOMHAIOLIEE €T0 0GA3aHHOCTH) MMEET IIPAaBO
TIOATTUCH TOKYMEHTOB, HalpaBIsiEeMbIX OT MMEHH apXuBa IO BOMPOCAM, BXOMSIIUM B €ro0
KOMIIETEHITHIO.

1.8. PaGoTa apxuBa OpraHM3yeTcs B COOTBETCTBHHM C TOJOBBIM ILIAHOM PabGOTH H
TIaHOB-TPahUKOB MPUEMa JIE B aPXUB OT CTPYKTYPHBIX MOJIpa3/IeeHuil i TIpeICTaBICHHS
OIIHCEM JIeJT, KOTOPEIE YTBEPKIAIOTCS AUPEKTOPOM KOJIIEIKA.

1.9. Ilo uroram paboOTEl apXWBOM COCTAaBJIAETCS OTYET O BBINOJHEHHH TOIOBOTO
N71aHa, IUIAHOB-IPaQWKOB, a TaKKe CBEICHWs O BHIIOJHEHMH MEPONpPHATHH, He
BKJIFOYEHHBIX B FOJJOBOM ILIaH.

10. [Tns npuema-nepeiaun e pacropsiAMTebHBIM aKTOM JUPEKTOPOM Ha3HAYAETCS
KOMHUCCHS B COCTaBE HE MEHEE TPEX YeIOBEK.

1.11. ApxuB B CBOEH JEATEIBHOCTH B3aMMOJEWCTBYET C IPYTHMH CTPYKTYPHBIMH
TI0Npa3ICICHUAMU KOJIEIDKA, a TaKkXkKe, B IpeeaX CBOeH KOMIIETEHIIHH, CO CTOPOHHUMHU
OpraHU3ALUSIMHU.

1.12. 3a HeHa/nexalnee HCTOTHEHHE IOKHOCTHBIX OGS3aHHOCTEHM M HapylIeHHE
TPYMOBOH JMCIMIUIMHBI pabOTHMKM apXWBa HECYT OTBETCTBEHHOCTh B IIOPSIKE,
TIPETyCMOTPEHHOM JEHCTBYIOIIMM 3aKOHOaTeNbeTBOM Poccuiickoii ®eneparnmu.

1.13. ApxXuB OCYIIECTBIAET MPHUEM SIEKTPOHHBIX T0KYMeHTOB (D]I) TOKYMEHTOB Ha
OyMaXHOM HOCHTeNE, 06ECIeUnBaeT UX COXPAHHOCTh, Y4eT, OTOOP M HCIOJIb30BaHHE, a
TaKKe IIOATOTOBKY U Mepellady Ha FOCyIapCTBEHHOE XPaHEHHE.

2. CocTaB J0KYMEHTOB apXuBa

B cocraB 10KyMeHTOB apxuBa BXOJIAT:

a) 3aKOHYCHHBIE JICJIONPOU3BOACTBOM JIOKYMEHTHI IOCTOSHHOTO, BPEMEHHOIO
(cBeime 10 JieT) XpaHeHWs, [0 JIMYHOMY COCTaBy, oOpa3OBABIIHECH B pe3ynbraTe
AEATEIbHOCTH CTPYKTYPHBIX MOApa3AeIeHUN KOIEMKA;

6) MOKYMEHTBI MOCTOSHHOTO XPAaHEHHWs, BpeMeHHOro (cBeime 10 Jer) XpaHEeHUs,
CPOKM XpaHCHUA KOTOPBIX HE WCTEKIM, M 1O JMYHOMY COCTaBy OpraHU3allui-
[IpEeIIECTBEHHHUKA,

6) NICYaTHBIE MAaTepHalibl, B TOM YHCJIE BEJOMCTBEHHBIE M3JAaHUS, a TaKKe
HEOOXONMMBIE JUI Hay4HO-MCCIIEN0BATEIBCKON, HMH(bOPMAITHOHHO-CIIPABOYHON M Ipyroi
paboTHI apxKBa;




MunncrepctBo 06pasoBanus i Hayku Xab6apoBCKOTO Kpas
KpaeBO€e roCyAapCTBEHHOE OI0KETHOE
IpodeCCHOHATBHOE 06Pa30BaTENBHOE YUpEKICHHE
«XABAPOBCKUH ABTOMEXAHUYECKUH KOJUTEIIK»

(KI'B IIOY XAMK)
Perakmis | Jiuer 4
HaumenoBauue noxymeHTa: Moaozxenne 06 apxupe Nel H39
VYcnoBHOE 0603HaUEHHE: H3menenue
i) k3. Ne
B) HayqHO-CIIDABOYHBIM  ammapar, pacKphIBAIOIIMM COCTAB M COJEpKaHHEe

JIOKYMEHTOB apXuBa (OIHCH, ICTOPUYECKHE CIIPABKH, KATAIIOTH, yKA3aTeIH, 0030p5I U T.11.).
B cocraB apxuBa MOTYT Takke BXOAWTH JTM4HblE DOHIBI JesTENCH HayKH, TEXHHUKH,
KyJIBTYpBI, pabOTaIOIKMX B KOJIIEKE.

3. ®yHKIHH H 3212494 aPXHBa

ApPXUB OCYILECTBIIAET CIIEAYIOIINE (yHKIHH:

3.1. IlnanupoBaHHe, OpraHM3allMs M KOHTPONb IEATENBHOCTH KOMIEMKA H €ro
CTPYKTYpPHBIX NOJpa3ieJeH!i B 0671aCTH apXMBHOIO JIelIa.

3.2. Ilpuem, perucTpanus, CUCTEMATH3AIKS ¥ XPaHEHHE JOKYMEHTOB B COOTBETCTBHIL C
YCTaHOBJIEHHBIM HOPSAKOM.

3.3.  OOCecneueHHe  HCNONB30OBAaHMS  JOKYMEHTOB, XpaHAIIMXCA B  apXxuBe
(MHGOPMHUpPOBaHUE DPYKOBOACTBA M COTPYIHHKOB KOIUIEMKA O COCTABE M COJEPIKAHUH
AOKyMEHTOB apXuBa, BblJa4ya B yCTaHOBJICHHOM IIOpAIKE e, JOKYMEHTOB MM UX KOIIHI,
APXMBHBIX CIIPABOK, HCIIONHEHME 3aIPOCOB FOPUAMYECKMX H (DH3HYECKHX ML, Y4eT
HCII0/IE30BaHUS IOKYMEHTOB, XpAHSAIINXCS B apXMBE).

3.4. ®opmMupoBaHHE CIIPABOYHOIO aNmapara, O6JIEryaroIero YY€T M HUCIIOJIb30BaHHE
apXWBHBIX TOKYMEHTOB.

3.5. WHcTpyKTax paGOTHHKOB  CTPYKTYPHBIX NOJpa3feieHui O  MOopsIKe
(hOpMHPOBaHHUS, TOATOTOBKH M C/IaYM JIEN B APXHB.

3.6. KoHTpone 3a CBOEBpDEMEHHBIM IOCTYIUICHHEM B apxXvB  3aKOHYEHHBIX
JETONPOU3BOACTBOM TOKYMEHTOB.

3.7. CocraBnenue U NpeacTaBlIeHNe TOJOBBIX OMUCEH M€ MOCTOSHHOIO XpaHEHHUs U 10
IMIHOMY COCTaBY Ha paCCMOTPEHHE SKCIIEPTHBIX KOMHUCCHI KOJIEKA M COOTBETCTBYIOLIETO
rOCYIapCTBEHHOTO apXHBa.

3.8. CocraBiieHne omnucedl Jen A Tepeauyd  JOKYMEHTOB Ha XpaHEHHE B
TOCYIapCTBCHHBIC APXMBBI, aKTOB 00 YHHYTOKEHUH JTOKYMEHTOB, CPOKH XPaHEHHS KOTODBIX
UCTEKIIH.

3.9. KoHTtponk 3a (H3MYECKHM COCTOSHMEM IOKYMEHTOB, CBOEBPEMEHHOCTHIO HX
BOCCTaHOBIICHHUS, COO/IONEHMEM B IIOMCIICHUSX apXWMBa YCIOBHM, HEOOXOMUMBIX IIS
obecrieueH s COXpaHHOCTH JOKYMEHTOB.

3.10. VYuactme B paspaboTKe TIONOKEHHH U HHCTPYKLMI 1O  BeICHHUIO
J€710NPOU3BOICTBA M OPraHU3AINK apXUBHOIO JeIa.

3.11. OcymecTBIeHHe B Tpenenax CBOEH KOMIIETEHIMM HHBIX byHKIUR B
COOTBETCTBHH C LIEJAMU U 3aJa4aMU KOJUIEIKA.

3.12. Tlepemaya ne1 B apxXWB OCYIIECTBISETCS IO rpaduKy, COCTaBICHHOMY
3aBEIVIOUIMM apXHBa, COITACOBAHHOMY C PYKOBOIUTENSIMH CTPYKTYPHBIX IOJpa3e/ICHHH,
[IepeIaroInX T0KYMEHTEI B apXUB, M YTBEPKICHHOMY AUPEKTOPOM KOJLIEIKA.

3.13. IlpuHMMaeT, YuYMTHIBAET M XPAaHHT 3aKOHYEHHBIE JIETIOIPOU3BOICTBOM
JOKYMEHTATbHBIE MaTepuasibl, 0bpaGoTaHHbIe B cooTBeTCTBUH ¢ «IloNOMNKEHMEM 06 ApPXHUBHOM
donze Poccuiickoit ®eneparmmy.

3.14. CoBMecTHO ¢ KaHIenIpHei KOHTPOJIMPYET COXPAHHOCTh M MPAaBHUILHOCTD
O(hOPMIICHHS [IEN B CTPYKTYPHBIX TIOAPA3AENEHUAX yIeGHOTO 3aBENICHHMS, IPUHUMAET YUacTHE
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B COCTaBJICHUH HOMEHKJIATyphbl KOJIEKA.

3.15. YuacTByeT B IIpPOBEPKE COCTOAHHS ApXMBOB U JEIONPOM3BOACTBA B (umManax
(ecJIi TAKOBBIE IMEIOTCH ).

3.16. OpraHu3yeT SKCIEpTU3y HAy4YHOH M TNPAKTHYECKOW IIEHHOCTU [OKYMEHTOB,
HAXOJIINXCS B apXUBE.

3.17.Ilepenaet JOKyMEHTHI B TOCYJapCTBEHHBIE aDXUBEI B yCTAHOBJICHHBIE CPOKH.

3.18. Opranmsyer HCIONb30BaHHE TOKYMEHTOB M BBIIACT B YCTaHOBJICHHOM IOPSAIKE
CIIPaBKH, KOITHH, BBIMCKH IO JOKyMEHTaM, KaK 3aMHTCPECOBAHHBIM YUPEXKICHUAM, TaK W
OTAETbHBIM (PU3NYECKUM JIULIAM.

3.19. OCHOBHBIMH 3a/1a4aMU apXuBa SBIISAIOTCA:

- KOMIUIEKTOBaHHE apXuBa JOKYMEHTaMH, COCTaB KOTOPBIX IPEXyCMOTPEH
HactosaumM [TonoxxeHueMm;

- yuér, obecreuyeHne COXPaHHOCTH, HCIOB30BAHHE JIOKYMCEHTOB, XpaHAIIUXCS B
apXuBe;

- CO3JaHie HAyYHO-CIIPaBOYHOTO amnmnapara K JOKyMEHTaM apXuBa;

- HCITIOJIB30BaHME XPAHSAIIUXCS B apXUBE JOKYMEHTOB,

- OCyLIECTBIEHME KOHTpoJds ¢GopMupoBaHus #  oQOpMIIEHHS  Jed B
JIETOTIPOM3BOICTBE KOJIIEKA.

ApXUB BeJIET CIIEIYIOIIYIO METOUIECKYIO paboTy:

a) u3y4aeT U 060011aeT ONbIT pabOTH ApXUBOB IPYTHX Y4€OHBIX 3aBEICHUM;

0) NpUHMMAET y4acThe B pa3paboTKe METOIMYECKUX MOCOOMH MO IETOMPOM3BOACTBY
¥ apXMBHOMY ey (MHCTPYKUIHMH M TAMATOK IO JEJONpPOM3BOACTBY M paboTe apXMBOB,
K1accu(UKaTOpOB, HOMEHKJIATYp [ej, NEepPEedyHel MaTepuajoB C YKa3aHHEM CpOKOB HX
XpaHCHUS | T.I1.) 11 y4eOHOro 3aBEICHUS;

B) KOHCYIBTHPYET pabOTHMKOB CTPYKTYypHBIX IOApasjeieHud ((puinanos) 1o
BOIIPOCAM JIEJIOTIPOM3BOJICTBA U apXMBHOIO JIE€NI1a;

I') y4acTBYET B MIPOBEJIEHUM MEPOIPHATHI MO MOBBIMIECHUIO I€I0BOH KBATU(HUKAIUH
ceKpeTapel, eNONpPOU3BOAMTENEH, a Taioke pabOTHMKOB apXHBOB JPYIHX Y4eOHBIX
3aBEJICHUMN.

ApXHUB €XKEroJHO BBICBUIAET B COOTBETCTBYIOIIEE ApXMBHOE YUYPEKACHHE MACIOpPT
apXMBa COTJIACHO YCTAaHOBICHHOM GopMe, KapTOUKH U CBEAEHUs 00 M3MEHEHHSIX B COCTaBE.

4. TIpaBa ¥ OTBETCTBEHHOCTh 3aBeAYIOLIEr0 APXHBOM

4.1. 3aBeayIOIIMii apXUBOM B MPOLIECCE CBOEH IEATENBHOCTH MMEIOT TPaBO:
- [10JIy4aTh IMOCTYIIarOINuE B KOJUICK JOKYMCHTHI U UHBIC I/IH(l)OpMaHI/IOHHBIC MaTepHrualibl 110
CBOCMY HpO(I)I/IJ'IIO OEATEIbHOCTH MJId O3HAKOMJICHUS, CHUCTECMATU3UPOBAHHOTO Y4Y€Ta H
HUCIIOJIB30BAaHHUA B pa60Te;
- 3ampamMBaTh MW TIONy4aTh OT pPYKOBOAUTENEH KOJWIEMKAa M €ro CTPYKTYPHBIX
HOI[paBlIeJICHI/Iﬁ I/IH(l)OpMaI_II/IIO, HCO6XOI[I/IMYIO JIJISL BBEITIOJITHEHHKS BO3JIOXKEHHBIX Ha HUX 3aJad
u QyHKUMH;
- OCYIIECTBJIATH B IIpE€ACIax cBOEH KOMIICTCHIIUU IIPOBCPKY U KOOpAuHAaIuo JCATCIBbHOCTU
CTPYKTYpPHBIX NOJpa3AeieHUuil KoJulelka IO BOIPOCaM [EIONPOU3BOJICTBA M apXHUBHOIO
aemna, o pe3yjabTaTax IMpOBEPOK JOKJIaAbIBaTh TUPEKTOPY KOJICIXKA,
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- BHOCHTH TIPEVIOKEHHSA IO COBEPUICHCTBOBAaHMIO GOPM M METONOB paGoTHl apxXHBa
KOJUTIEI)KA B LIEJIOM;
- Y4acTBOBATh B MOA00OPE U PACCTAHOBKE KaJPOB I10 CBOEMY IPOGUIIIO JEATETHHOCTH;
- BHOCHUTh MPEJIOKEHHS PYKOBOACTBY KOJIE[KA II0 IIOBBIMIEHUIO KBATH(HKALMY,
TOOMIPEHUIO ¥ HAJOXKEHHIO B3bICKAHWW Ha PabOTHUKOB apXWBa W IPYIMX CTPYKTYPHBIX
IOZIpa3/IeNIeHHi KOJIIEKa T10 CBOEMY MPOMUITIO AEATENEHOCTH;
- Y4JacTBOBaTb B COBEMIAHHUAX NPH PACCMOTPEHHH BOIMPOCOB, OTHECEHHBIX K KOMITETCHIIUH
apxuBa;
- KOHTPOIHMpPOBATh IpaBHIa pabOTBl C JOKYMEHTaMH B CTPYKTYPHBIX IIOAPa3JeleHHAX U
OpraHM3aNusX - ICTOYHMKAX KOMIUIEKTOBAHHUS apXHBa;
- TpeboBaTh OT PpYKOBOAHMTENEH CTPYKTYPHBIX IOJpa3/IeieHui y4eOHOro 3aBeleHUS
COOJTFO/ICHUS yCTaHOB/IEHHBIX MIPABUJI, HHCTPYKIMM J€I0IPOM3BOACTBA;
- 3ampamuBaTh OT CTPYKTYPHBIX IOIpa3feieHuil Y4eOHOrO 3aBENEHHS CBEICHHUS
HeoOXOIMMEBIE IS pabOTHI apXUBa ¢ Y4ETOM OOECTICUESHHS BBITIONHEHMS BCEX BO3NIOKEHHBIX
Ha apXuB QYHKIIUHI U 3a71a4;
- TpHBJIEKaTh B HEOOXOJMMBIX CJIy4asX B KauyecTBE OKCIEPTOB H KOHCYJIbTaHTOB
CIICLMAIMCTOB, pabOTAOINX B Y4eOHOM 3aBEICHHU;
- TpeOOBaTh OT CTPYKTYPHBIX MOApa3IelNeHHil KoJuIemKa CBOEBPEMEHHOI Iepeiaud B apXuB
AIOKYMEHTOB B YIIOPAJOYEHHOM COCTOSHHU B COOTBETCTBHU C YTBEP:KACHHBIM IPadUKOM;
4.2. 3aBenyromuit apxXUBOM HECET NEPCOHANBHYIO OTBETCTBEHHOCTD 32

- BBITIOJTHCHHUE BO3JI0KEHHBIX Ha apxXWB (QYHKLMH U 3a1a4;
- OpraHM3aluio paboThl apXWBa, CBOEBPEMEHHOC W KBATM(HUIIMPOBAHHOE BBINOIHEHHE
NpUKa3oB, pAClOPKEHUH, IOPYYCHHA BBINIECTOANIETO PYKOBOACTBA, EHCTBYIOIIHX
HOPMaTHUBHO-IIPAaBOBEIX aKTOB 110 CBOEMY TPOMUIIIO NEATENBHOCTH,
- pallOHAIIbHOE U 3(Q(EKTUBHOE MCIIOIB30BaHHE MATEPUATBHEIX, (DMHAHCOBBIX U KaJpOBBIX
pecypcos;
- COCTOSHME TPYJIOBOW M WCIONHMTENBCKOM MUCHUIUIAHEI B apXWBE, BHIOIHEHHE €ro
paboTHUKaMH CBOUX (GYHKIMOHAIBHEIX 06S3aHHOCTEI;
- coOmozeHne paGOTHHKAMH apXMBa MPABUI BHYTPEHHErO pacropsiika, CaHHUTapHO-
NPOTHBOSIIMAEMHUYECKOIO  PEKMMA, IPOTHUBONOKAPHOW  OE30MAaCHOCTM M TEXHUKH
6€301acHOCTH;
- BCICHHC NOKYMEHTAlMM, NPEAYyCMOTPEHHOH JeHCTBYIOIMMH HOPMAaTMBHO-IPAaBOBBIMU
JOKYMEHTaMH;
- TNPENOCTaBJICHUE B YCTAHOBJIEHHOM IOPSIKE JOCTOBEPHOM CTATHCTUYECKONW W HWHOM
MH(OPMALHH O [eSTEeNbHOCTH apXUBa;
- TOTOBHOCTh apXHBa K paboTe B YCIOBUIX UPE3BBIYAMHBIX CUTYalIHiA;
- HeCOO IO IeHHE yCI0BHH 00€eCeueHns: COXPaHHOCTH JOKYMEHTOB;
- YTpaTy ¥ HECaHKIMOHMPOBAHHOE YHUUTOKEHHE JOKYMEHTOB;
- HeOOOCHOBaHHBIH 0TKa3 B IPUEME HA XPaHEHHE JOKYMEHTOB;
- HApYIICHKE NPABUIT UCIIONB30BAHMUS IOKYMEHTOB U JIOCTYIIa II0JIb30BATENEH K JOKYMEHTaM,
VCTaHOBIICHHBIX 3aKOHOZATENLCTBOM Poccuiickoit ®eneparmu.

4.3. IlpueM Kakaoro jena IPOM3BOAWTCA 3aBEAYIOLINM apXMBOM B TIPUCYTCTBUH
pabOTHHMKa CTPYKTYPHOTO MOApa3aeIeHus.
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4.4. B nepuoa MOATOTOBKY €N CTPYKTYPHBIM NOJpa3feiCHUEM K IIepefiaye B apXuB
COTPYAHHKOM apXuBa MPEIBAPUTEIBHO MPOBEPAETCA NPABUIBHOCTH HMX (OPMHUPOBaAHHMS,
0(OPMIIEHHS ¥ COOTBETCTBHE KONHMYECTBA M€, BKIIOYEHHBIX B OITHCH IEIT (CTpyKTYpHOTO
NoJpa3JeieHus1), KOIUYECTBY €N, 3aBEICHHBIX B COOTBETCTBHUH C HOMEHKJIATypou mael
OpraHM3aluu.

4.5. Jlena, yBsi3aHHbIE B CBA3KH, JOCTaBJISIOTCS B apX¥B COTPYAHHMKAMH CTPYKTYpPHBIX
IoApa3IeJIEHUH.

Bwmecte ¢ nenamu B apxuB mepenaroTcs perucTpaLMOHHbIE KapTOTEKH Ha JOKYMEHTHI.

S. IToaroroBka H mepe/aya ae B apXHB

5.1. IloaroroBka MOKYMEHTOB K Ilepejade B apXvB BKJTIOYAcT pabOTy MO MPOBEIEHUIO
SKCIICPTU3bI LEHHOCTH JOKYMEHTOB, (DOPMHUPOBAHHMIO M ODOPMIIEHMIO e, COCTAaBJIECHHUIO
OMMCEH M€l M aKTOB O BHIAENCHHH K YHHYTOXEHHIO IOKYMEHTOB, HE MOJUIEKALIHX
XPaHEHHIO.

5.2. ExeromHo, Ha BCe 3aBepIICHHBIE B JENOMPON3BOJICTBE JeNa MOCTOSHHOIO,
BPEMEHHOTO (cBbIIe 10 JI€T) XpaHEeHHUST U 110 JTMYHOMY COCTaBy, MNPOIIEIIIAE IKCIIEPTUIY
[ICHHOCTH, CTPYKTYPHBIMU IOJpA3NEICHUAMU KOJUIeIKa (DOPMHPYIOTCS CIIHCKH e,
00pa30BaBUINXCS B CTPYKTYPHOM HOAPA3IeNeHHN B COOTBETCTBHH C HOMEHKJIaTypOH Jell.

5.3. 3aBepuIeHHBIE B [ENONPOM3BOACTBE Jeja MOCTOSHHOIO U BPEMEHHOT0
(cBeime 10 ;eT) xpaHeHus, a TaKKe Ieia 10 JHYHOMY COCTaBY HAaxOIATCS 1O MECTYy WX
(hopMHpPOBaHUS B TEUEHHE IBYX JIET, @ 3aTEM CHAKOTCA B apXxmB.

Ilepenaya fien B apXuB OT CTPYKTYPHBIX HOAPA3IEICHHIA OCYIIECTBIAETCA 110 TpaduKy,
COCTaBJICHHOMY  apXMBOM MO  COINIACOBAHUIO C  PYKOBOAMTEISMH  CTPYKTYPHBIX
NONpa3/Ie/IeHuH, MepeNaloluX NOKYMEHTH B apXWB, M YTBEPKICHHOMY JUPEKTOPOM
KOJIIIEKa.

6. Y4eT J0KyMeHTOB B apXHBe, Hay4YHO-CHPABOYHBIHA aNNapaTt K JOKYMeHTAM apXHBa

6.1. Yuer NOKyMEHTOB B apXWBe BEIETCS 1O OCHOBHEIM U BCIIOMOraTeIbHEIM
YYETHBIM JOKYMEHTaM.

OCHOBHBIMU YYETHBIMH JOKYMEHTaM SIBIISIOTCS:

- KHHI'a y4eTa MOCTYILIEHHS U BEIOBITHS TOKYMEHTOB,

- CIIUCOK (POHIOB,

- 1UCT GoHa,

- OIIUCH eI,

- peecTp onucei;

- neno poHma,

- JINCT-3aBEPUTEIIb JeIIa.

6.2. Jlnd OnepaTHBHOTO MOMCKAa JOKYMEHTOB B apxXuB€ OpraHU3allik CO34AETCA
Hay4HO-CIIPaBOYHBIH anmapar K JOKyMEHTaM apXuBa:

- OIUCH JIET;

- IPCIMETHBIE, IPEIMETHO-TEMATHYECKUE KaPTOTEKH;

- KapTOTEKH I10 INYHOMY COCTaBY;

- KaTaJIOru;
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- yKa3areu;
- ICTOPUYECKHE CIPABKH;
- 0030pBI JOKYMEHTOB.

7. Acnojib30BaHHE JOKYMEHTOB apXHBa

7.1. OcHOBHBIMU ()OpPMaMH HCIIOIB30BAHMS JOKYMEHTOB apXUBa ABISIOTCS:

- HMHGOPMHPOBaHHME PYKOBOJCTBA M CTPYKTYPHBIX IOApa3[eNeHUN KOIemKa, a
TAKXKE [PYrHX OpraHW3alMid O HaJW4YMU B apXWBe TEX WIM WHBIX IOKYMEHTOB M HX
COZIEp KAHNH;

- UCIIOJIHEHHUE 3aTIPOCOB IPaXKIaH ¥ OPraHU3alii COLUATbHO-TIPABOBOTO XapaKTepa;

- UCTIOJIB30BaHME TOKYMECHTOB B CPEJICTBAX MAaCCOBOU MH(MOPMAIIHH;

- MOITOTOBKA HH()OPMAILIMOHHBIX MEPOIIPUSITHIA: BHICTABOK, KOHMEPEHIHUH U JIp.;

- BBlJJaYa JOKyMEHTOB [IjIs pabOTHl B YUTAJILHOM 3ajie apXuBa;

- BbIJIauya JJOKYMEHTOB BO BPEMEHHOE IT0JIb30BaHUE.

7.2. VHdopmamus coIMaIbHO-IPaBOBOrO XapakTepa II0 3alpocaM TPaKIaH U
OpraHM3alMii BBIIACTCS B (OPME apXMBHOH CHpaBKH, apXMBHOW KONWM M apXWUBHOM
BBITITUCKH.

7.3. Boigaua zien u3 apxmBa BO BPEMEHHOE IMOJIb30BaHHE MPOM3BOIMICS KaK Ui
paboThI B apxXuBE, TaK M BHE apXMBa, U PETHCTPUPYETCA B JKypHAJIe BRIIAYM HeIT.

Jlena  BBIJAIOTCS BO BPEMEHHOE IIONB30BAHME COTPYJHMKAM CTPYKTYPHBIX
nmoJpas3ieJIeHU Ha CPOK He Oollee OHOI0 MecsLa.

CTOpoHHMM OpraHM3alyAM BBIIaYa Je BO BPEMEHHOE TI0Nb30BaHHE MPOU3BOLUTCH
Ha OCHOBaHMHU MX IMMCBMEHHBIX 3alPOCOB C Pa3pelleHUs TUPEKTOpa WM €ro 3aMeCTHUTENs,
110 aKTaM BBHIZAY¥ apXMBHBIX JIOKYMEHTOB BO BPEMEHHOE IIOJH30BaHHE Ha CPOK He Goliee
TPEX MECSIIEB.

8. B3anMooTHOIIEHHS ¢ MOAPA3JeIeHHAMH KOJLIeIXKa

8.1. ApxuB B3aMMOIEHCTBYeT CO BCEMH CTPYKTYPHBIMH NoJpa3IeIeHUIMHU
KOJUIE[DKA 110 BOIIPOCaM:

- TNepenayd NOKYMEHTOB, MX KONMM JUIA IOJNB30BAHMSA Ha MeCTe W B Mpeleax
apxuBa;

- C IPaBOM BBEIHOCA U3 apXUBA B TCYEHHH YCTAHOBJIEHHBIX CPOKOB ISl PA3MHOKEHH
(M3rOTOBJIEHHUS KOIIHIA);

- IOMCKa HEOOXOIUMBIX TOKYMEHTOB, MH(POPMAIIHY;

- BO3BpAILEHUS JOKYMEHTOB B apXUB.

9. TpeGoBaHHs K MOMeIIEHHIO ADXHBA, 0feceYeHHe COXPAHHOCTH JOKYMEHTOB
9.1. ApxuB pasMmemiaercsi B OTHEILHOM IIOMENICHWH 3IaHUS IS XpaHEHHUs
JOKYMEHTOB.
9.2. J1ns oGecrieyeHns COXPaHHOCTH JOKYMEHTOB B apXHBE OCYIIECTBIISIOTCS:
- KOMILIEKC MEp II0 OpraHW3alM¥ XpaHEHWs, NpeayCMaTPUBAIOIIMI CO3IaHKe
MAaTepUATBHO-TEXHUYECKOH 6a3bl XpaHEHUs JOKYMEHTOB (31aHKe W MOMENIEH S XPaHHITHII,
CpEACTBa XpaHEHHUS JOKYMEHTOB, CPE/ICTBA OXPaHbl ¥ O€30I1aCHOCTH XpaHEHHUs, CPEICTBA
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KJIUMaTHYECKOIO0 KOHTPOJIS, CPEACTBAa KOIMMPOBAHUA U BOCCTAHOBIIEHUS IMOBPEKIECHHBIX
JIOKYMEHTOB H T.I1.);

- KOMIUIEKC MEp IO CO3JaHUI0 U COOJIIONEHUI0O HOPMATUBHBIX YCIIOBUM XpaHEHUS
JOKyMEHTOB  (TeMIIEpaTypHO-BIaXXHOCTHBIM, CBETOBOM, CaHUTAPHO-TUTHECHHYECKHIA,
OXpaHHBIN PEXXUMBI XPaHEHHUS ).

9.3. JIOKyMEHTBI JOJKHBI pa3MeIaTbcs B COOTBETCTBUU C YUETHBIMH JOKyMEHTaMHU
B TIOpsJIKE, 00E€CTIEUNBAIOIIEM UX OTIEPATUBHEIN MTOMCK.

JIOKyMEHTBI TIOCTOSHHOTO XpaHEHUS pPa3MENIAloTCS OTHECIBHO OT JIOKYMEHTOB
BpeMEHHOT0 (cBbIe 10 JIeT) XpaHEHHU U JOKyMEHTOB T10 JINYHOMY COCTaBYy.

9.4. IlpoBepka HalmMuyusi M COCTOSHHUS JOKYMEHTOB IIPOBOAUTCS KOMMCCHEH,
00pa30BaHHOI IpPHUKa30M AMPEKTOpa, HE pEXKe YeM OJMH pa3 B 5 JIeT, a TakkKe IMepen
nepenayeil X Ha IMOCTOSHHOE XpaHEHHE.

BHenna"oBbIE IPOBEPKU HAJTMYUS U COCTOSHUS JIE]1 B apXUBE MPOBOIATCS:

- TI0CJIE MIEPEMEILEHHUS €] B APYroe IIOMEILEHHUE;

- T10CJI€ YPE3BBIYaWHBIX IPOUCIIECTBHIH, BEI3BAaBLINX NIepeMelIeHre (3BaKyalluio) Ael
WJIH JOCTYII B XpaHUJIMINA [IOCTOPOHHUX JIULL;

- IIpH CMEHE JINIa, OTBETCTBEHHOI'O 32 ApPXHUB;

- IIPY pEOPraHU3alliy WU JIMKBUIALMU KOJLIEKA.

IIpy MHTEHCUBHOM HCIO/IB30BAHUU €T €KETOMHO MPOBOJAATCS MPOBEPKU HATHYHS H
COCTOSIHUS J€J1, BBIIAHHBIX B TEYEHHE TOJa.

ITo oxOHYaHUH IPOBEPKH COCTABIISETCS AKT MPOBEPKH HAUYUSA M COCTOSHHUS el

B cimyyae HefocTauu Aen opraHu3yeTcs MX PO3BICK B TeUEHHE OJHOTO Ioja Iocje
o0HapyXeHUs HeIOCTauu.

10.3ax1104HTe/IbHbIE MOJI0KEHUS
10.1. Bompocsl, He yperyJivpoBaHHbIE HacTOSIUM [loiokeHueM, peryiupyrTcs
3aKOHOJATeIbCTBOM, IEACTBYIONIMM Ha Tepputopuu Poccuiickoi @enepanuu.
10.2. HM3meHeHMss u [JONONHEHHUs B Hacrosmee [lomokeHWe BHOCUTCA B
YCTaHOBJICHHOM 3aKOHOM IOpSIJIKE.

COI'JTACOBAHO: Y/

3aMecTHTENh TUpeKTOpa 110 YP et O.I1. YepHBIIEHKO
HayanbHUK OTZeTa KaJpoB QL) : M.U. JleBKkOBCKas
FOpuckoncyasT J Pt AT T.A. I'HaTtoBCcKas

ZQiﬁrona.
A.JL. Kok
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