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1. OBIIUE ITOJIOXEHUS

L.1. B mnensx cBoespemensoro TIpUEMa  apXMBHBIX JIOKYMEHTOB OT CTPYKTYPHBIX
MONPa3sACNCHUH MIH JPYTHX HCTOYHHKOB, KOMILICKTOBaHMS, OOecreyeHus: X yuera,
COXPaHHOCTH, YNOPSOYEHHUS M HCIIONB30BAHHS B COOTBETCTBHM C HactosiumM Tlonoxkennem u
[IOArOTOBKH K Mepenadye NOKYMEHTOB HA MOCTOSHHOE XpaHEeHHEe B # !
(nanee - Oprauusanms) co3maercs Apxus.

1.2. Opranusaumus obecrieunsaer ApPXHB HEOOXONMMBIM MOMEIIEHHEM, obopynoBanueM u
KaJpamMH.

1.3. PabotHuku Apxusa ASHCTBYIOT Ha OCHOBAHHMH HACTOSIIETO [lonoxenus, ycnopuii
TPYAOBBIX IOTOBOPOB M AOMKHOCTHBIX MHCTPYKLIMIA.

1.4. ApxuB cospaeTcst uist BHITIOMHEHHS CICAYIOIHMX (yHKIHOHANBHBIX 33134

- OCYUICCTBIICHHE NpPHEMA, y4€Ta W XPAaHEHHS JOKYMEHTOB, obpasyloumxcs B npouecce
ACATENLHOCTH  OpraHM3allMi¥, B COOTBETCTBHH C ACHCTBYIOLIMM  3aKOHONATEBCTBOM
Poccuiickoit ®eneparm;

- OCYWICCTBJICHWE O0TOOpA, MOArOTOBKM M Mepenaun JIOKyMEHTOB Ha XpaHEHUE B
FOCYyIapCTBEHHBIE apPXUBBI B COOTBETCTBHU C ACHCTBYIOLIMM 3aKOHOAATENLCTBOM POCCHIiCKOl
Oenepanmu;

~  OCYLICCTBICHHE  OPraHM3aLMOHHO-METOAMYECKOr0  PyKOBOJCTBA JEATENbHOCTBIO
CTPYKTYpPHBIX noapasaenexuii Opranusaimn B 061acTH AENONPOU3BOICTBA U APXUBHOI'O JIEIa;

- obecneyeHue COXpaHHOCTH AOKYMEHTOB, CO3JaHME HAyYHO-CTIPABOYHOIO ammapara,
obecrneyeHne Uenob30BaHus AOKYMEHTOB, XPaHALIMXCS B ApPXHBE;

- [TIOATOTOBKA M  MNPENCTABICHHE PYKOBOACTBY  MH(OPMALHMOHHO-AHATHTHUECKHX
MaTepHaIoB O COCTOSHHH H NEPCTIEKTHBAX PAa3BHTHS APXMBHOTO 1A B Opranusaimu;

- YHacTHe B MpefieniaX CBOCH KOMIETEHILMH B MOATOTOBKE M MCTIONHEHUH YIPaBIEHYECKUX
peweHuii pykoBoacTsa OpraHusammu;

- TOBBINICHHE  YPOBHA TIPaMOTHOCTH  pabGOTHHUKOB Opranmsaipn B obnactu
ACNIONIPOM3BOACTBA M APXUBHOTO JiENa,

1.5. ApxuB siBisercs camocTosTebHBIM CTPYKTYPHbIM noapaszaenenineM OpraHu3arum
(BXOZMT B COCTAB 0TA€NA JOKYMEHTAIMOHHOTO obecneyeHus).




3aBenyiowmii ApX1Ba Ha3HAYyaeTCs B YCTAHOBJICHHOM 3aKOHOM Mopsiike PykoBoauTesnem
Opranusalii M TOAYMHAETCS  HENOCPEICTBEHHO 28403 (PyxoBoaurento
Opranu3zaiuy, ero 3aMeCTUTENIO, Ha4ajlbHUKY OTeNa noxyﬁemam%lmoro obecrieyeHus ).

1.6. B cBoeii nmestenbHOCTH paGOTHHKM ApXHMBa PYKOBOACTBYIOTCS JEHCTBYIOLIHM
3aKOHOMATeNbCTBOM  Poccuiickoii  Denepali, HOPMAaTHBHBIMH TPABOBBIMH aKTaMH M
METOIMYECKMMH MaTepHajiaMi TI0 OpraHM3aliM apXMBHOTO Jela W JEeJONpOM3BOJCTBY,
OpraHM3alMOHHO-PACNIOPSAAMTEILHBIMH  TOKYMEHTaMH camoii OpraHu3auMd ¥ HACTOSIIMM
INonoxxenuem.

1.7.  Ksanupukaumonnsie TpeGoBaHus, (yHKUMOHAbHBIE O0S3aHHOCTHM, mpaBa,
OTBETCTBEHHOCTh ~ PYKOBOIMTENS M JPYrMX paOOTHMKOB ApXHMBA pErJaMEHTHPYHOTCS
JOJDKHOCTHBIMU WHCTPYKLIMAMMU, YTBEPKAaeMbIMH PykoBoauTenem Opranusaium.

1.8. ApxuB Bo3rnasnser 3aBelylouii, Ha JO/DKHOCTh KOTOPOrO HA3HAYAETCA JIHLIO,
uMeloLLee CpeiHee NpodeccuonanbHoe 06pa3oBaHHe M CTaX PaboTHI MO AETONPOM3BOACTBY HE
MeEHee 2 JIeT.

1.9. 3aBenyroumii Apxusa:

- PYKOBOIMT BCEH NEATENLHOCTBIO ADXMBA, HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE ¥ KAYECTBEHHOE BBINOJHEHHE BO3JIOXKEHHBIX HA APXHUB 337124 ¥ (yHKIIHIA;

- OCYIIECTBJISICT B Mpeleax CBOeH KOMNETEHIMH (yHKLMH yrpasieHus (MIaHMPOBAHHS,
OpraHu3aly, MOTHBALMHK, KOHTPOJISI), NPHUHAMAET pelieHus, o00s3aTelbHbIe /Ui BCEX
paboOTHHKOB ApXHBa;

- pacnpenenser (yHKIMOHANbHbIE OOS3aHHOCTH W OTHENbHBIE TOPYYEHMS MEXIY
COTpYAHMKaMH ApXHMBa, yCTAaHABJIMBAET CTEMEHb MX OTBETCTBEHHOCTH, NMPH HEOOXOAMMOCTH
BHOCHT Tpe/uioxenus Pykosoautemo Opranu3anuu 06 H3MEHEHHH TO/DKHOCTHBIX MHCTPYKLMIA
MOJIYMHEHHBIX €My Pa0OTHHKOB;

- BHOCHT pPyKOBOACTBY OpraHusalvy NpPETOXKEHHS MO COBEPLICHCTBOBAHMIO PabOTHI
ApXHBa, ONTUMHU3ALIAN €r0 CTPYKTYPBI U LITATHON YHCIEHHOCTH,

- Y4acCTBYET B MEPCINEKTUBHOM M TEKYLIEM TUIAHMPOBAHUH NEATEILHOCTH APXHBA, A TAKKE
TIOATOTOBKE TMPHMKA30B, PACMOPSDKEHUH M MHBIX NOKYMEHTOB, KAaCAKOIIMXCS BO3JIOKEHHBIX HA
ApxuB 3a1a4 U QyHKLUIHA;

- TPUHUMAET HEOOXOAMMBIE MEpbl Ul YIYYIIEHHS MaTePHAIbHO-TEXHMYECKOTO U
HH(POPMALMOHHOTO 00ECTIeYeH s, YCIIOBHH TPY/a, MOBBILICHHS NPOPECCHOHATBHOMN MOATOTOBKM
pabOTHHUKOB ApXHBa;

- ydacTByeT B noabope M pacCTaHOBKE KaJApoB ApXuBa, BHOCHT PYKOBOJCTBY
Opranusaluiy NpeuIoKeHHs O MOOUIPEHWH W HAJOKEHWM IMCLMILIMHAPHBIX B3BICKAHMH Ha
paboTHUKOB ApXHBa, HANPABJICHUH WX HA MEPENOATOTOBKY M NOBBILICHHE KBATH(DHUKALIAK;

- COBEPILIEHCTBYET CUCTEMY TPYIOBOI MOTHBALIMK PaOOTHUKOB ApXHBA,

- OCYUIECTBJISICT KOHTPOJb HCIOJHEHHS] TOJYMHEHHBIMH €My pabOTHMKaMHM CBOMX
HOJDKHOCTHBIX 00A3aHHOCTEH, COOIONCHNS TPYIOBOM JMCLUMIUIMHBL M AEATENLHOCTH ApXUBa B
LIETIOM.

1.10. B nepuon orcyrctBust 3aBemyrouiero ApxuBa €ro 00S3aHHOCTH HCIIONHSAET



&7 - MIJ Ha3HaueHHbIH Mpuka3zoMm PykoBoautens OpraHu3aimm.

1.11. 3asenyromuii ApxuBa (IMLO, HCHOJHSAIOMEE €ro O0S3aHHOCTH) WMEET INpaBo
MOANMCH JOKYMEHTOB, HAlpaBIEMBIX OT UMEHM ApXHBa [0 BOMPOCaM, BXOASLIMM B €ro
KOMIIETEHLIUIO.

1.12. ApxuB B CBOEH [ESTEIHHOCTH B3aHMOACHCTBYET C JAPYTMMH CTPYKTYPHBIMH
noapasneneHuamMy OpraHusaluM, a Taloke, B Npeleax CBOeH KOMIETEHLMH, CO CTOPOHHUMMU
OpraHM3aLUsMu.

1.13. 3a HeHamiexaliee WCIOJIHEHHE MODKHOCTHBIX OOS3aHHOCTEH M  HApylIEHUE
TPYAOBOM  JMCLMILIMHBI  pabOTHUKM ApXMBa HECYT OTBETCTBEHHOCTh B  MOPSJIKE,
NPEAyCMOTPEHHOM JICHCTBYIOLMM 3aKOHOAaTeNbCTBOM Poccuiickoit @enepaumu.

1.14. ApxuB OCYIIECTBJISICT NMPHEM 3JIEKTPOHHBIX JOKyMeHTOB (D]]), obecrieunBaeT ux
COXPaHHOCTb, Y4Y€T, OTOOp M HCHOJb30BaHHE, a TaKKe MOArOTOBKY W Tepenady Ha
rocyiapcTBeHHoe xpaHenue. Ha xpanenue nepenatorcs )] B coctaBe (OHIOB OpraHM3aImii -
MCTOYHHKOB KOMIUIEKTOBaHUSI ApXHBA.

2. OCHOBHBIE ®YHKIIMH APXHMBA

2.1. TlnanupoBaHMe, OpraHu3alMs ¥ KOHTPOJb jaesTeabHOCTH OpraHuzaluu M ee
CTPYKTYPHBIX NOAPA3/AEICHUI B 00J1aCTH apXHBHOTO A€a.

2.2; HpueM, peructpanus, CACTEMaTHU3alKus U XPAaHCHUE NOKYMCHTOB B COOTBETCTBHUHU C
YCTAaHOBJICHHBIM MOPAAKOM.

2.3. OOecrieueHue  WCMOJB30BaHUS  JOKYMEHTOB,  XpaHslmuxcs B  Apxuse
(uHdopMUpOBaHHE PYKOBOACTBA M COTPYAHMKOB OpraHM3alid O COCTAaBE M COAEPIKAHUM
JIOKYMEHTOB ApXHBa, BbIJlaua B YCTAHOBJIICHHOM IOPSZKE NEJ, JOKYMEHTOB WMJIM HMX KOIIHiA,
apXMBHBIX CIPAaBOK, WCIOJHEHHE 3alpOCOB IOPHUIMYECKHX ¢ (HU3MYECKHX JIML, Y4YeT
MCIOJIb30BAHMS NOKYMEHTOB, XPaHSIIUXCS B APXHUBE).

2.4. @opMupoBaHME CIPAaBOYHOrO armapara, O0JIErYarolero yd4eT W HCIMOJIb30BAHHE
APXMUBHBIX JOKYMEHTOB.

2.5. UHCcTpyKTaXk pabOTHMKOB CTPYKTYPHbIX TOAPA3IEICHHI O MOPsSAKE (OPMHUPOBAHHMS,
NOATOTOBKH U CA4YM JEN B APXHUB.

2.6. KoHTponb 3a CBOCBPEMEHHbIM TOCTYIUICHHEM B ApXHMB  3aKOHYEHHBIX
NENOMPOU3BOACTBOM JIOKYMEHTOB.

2.7. CocTaBlieHHE U TPEACTABICHHE T'OJOBBIX OMHCEH [N MOCTOSHHOrO XPaHEHHs W 110
JIMYHOMY COCTaBY Ha PACCMOTPEHUE IKCIEPTHBIX KOMUCCHIT OpraHu3aliii ¥ COOTBETCTBYIOLIETO
rocylapCTBEHHOro Apxusa.

2.8. CocraBieHue omucel Jen ISl NEpefayd  JIOKYMEHTOB HAa XpPaHGHHE B
rOCYy/IapCTBEHHBIE APXHUBbI, aKTOB 00 YHHUYTOXKCHHM IOKYMEHTOB, CPOKHM XPaHEHHsS KOTODPBIX
HCTEKITH.

2.9. KouTpomb 3a (U3MYECKUM COCTOSHHEM [JOKYMEHTOB, CBOEBPEMEHHOCTBIO HX
BOCCTaHOBJICHHs, COOJIIONEHMEM B IIOMELICHHAX ApXHMBa YCIOBUM, HEOOXOMAMMBIX s
obecrneueHnst COXPaHHOCTH JTOKYMEHTOB.



2.10. Yyactue B pa3paboTke MOJIOKEHUH U UHCTPYKLMI 110 BEACHUIO JEIOITPOM3BOICTBA U
OpraHM3ali apXHBHOTO JENa.

2.11. OcyiuecTBiieHre B Mpenesiax CBOSi KOMIETEHIIMM UHBIX (DYHKIMI B COOTBETCTBUH C
HensiMu ¥ 3anauamu OpraHu3aiyy.

2.12. Ilepenaua e B ApXMB OCYLIECTBISIETCS MO pad)uKy, COCTABICHHOMY 3aBeyIOLIUM
ApxuBa, COrJaCOBAaHHOMY C PYKOBOAMTENISIMH CTPYKTYPHBIX [OJApa3/ACICHUH, Mepenarommux
JIOKYMEHTHI B ApXHUB, H yTBEpXIeHHOMY PykoBoautenem Opranusaiyy.

3. [TIPABA U OTBETCTBEHHOCTb PABOTHHUKOB APXHUBA

3.1. PaboTHuku ApxuBa B NpOLIECCE CBOEH AESATEILHOCTH UMEIOT NPaBo:

- mony4ath mnoctynawoue B OpraHu3anyio JOKYMEHTbl M HHbIE HH(OOPMALMOHHbIE
MaTepualbl 10 CBOEMY MPOQMII0 AEATESHOCTH Uil O3HAKOMIICHHUS, CHCTEMAaTU3UPOBAHHOTO
y4eTa U UCTIONIb30BaHus B paboTe;

- 3ampaliMBaTh M MOJydYaTh OT pykoBoputeneii OpraHu3aluMl M €€ CTPYKTYPHbIX
MojpasaeneHuit HH(popMaIHio, HeOOXOIUMYIO Ul BHINOIHEHHS BO3JIOJKEHHBIX HAa HMX 3a/1a4 U
hyHKLMiA,

- OCYUIECTBIATH B MpeAeiNax CBOGH KOMIETEHLHM TPOBEPKY M  KOOPAHHALIMIO
JesITeIbHOCTH CTPYKTYPHBIX NozapaszeneHuit OpraHu3aiuy 1o BOmpocam AeJ0NpPOU3BOACTBA U
apXMBHOTO JIeNa, O Pe3ysibTaTax MPOBEPOK JOKIAbIBaTh PykoBoACTBY OpraHu3anmm,

- BHOCHUTPH MPEAJIOKEHUsS 10 COBEPIICHCTBOBaHHIO (OpPM M MeTon0B paboTsl Apxusa U
OpraHu3anuy B LEIOM,

- y4acTBOBaTh B MM0AOOpPE ¥ PACCTAHOBKE KaAPOB MO CBOEMY MPOMHIIIO NEATEIBHOCTH;
- BHOCHTH MpPEIOKEHHsS PyKOBOACTBY OpraHus3aluu M0 MOBBILICHUIO KBaTU(pUKaIMH,
MOOLIPEHNIO W HANOKCHUIO B3bICKAHMI Ha pPabOTHWKOB ApXHBa M APYTMX CTPYKTYPHBIX

nioapaszenernii OpraHu3aliuy o cBOeMy MpOQHIIIO IEATEILHOCTH;

- y4acTBOBATh B COBEILIAHUAX IPU PACCMOTPEHUH BOIPOCOB, OTHECEHHBIX K KOMMETEHIIMH
Apxusa;

- KOHTPOJIMPOBAThH MpaBuia paboThl ¢ JOKYMEHTAMU B CTPYKTYPHBIX MOAPA3NEICHUAX W
OpraHM3alMsx - MCTOYHUKAX KOMILIEKTOBaHUsI ApXHUBa.

3.2. BaBeayroLuii apXUBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:
- BBITIOJIHEHHE BO3JIOXKEHHBIX HA ApXUB (hyHKUMI 1 337124,

- opraHuzaiEil paboTel ApXHBa, CBOCBPEMEHHOE W KBaJIU(HLMPOBAHHOE BBINOJIHEHHE
NpPUKA30B, PpACIOPSDKEHMI, TOPYYEHHH  BBIIECTOSAIIEr0  PYKOBOJACTBA, JEHCTBYHOLIMX
HOPMATHBHO-TIPABOBBIX AKTOB [0 CBOEMY MPODHIIIO AEATETBHOCTH;

- pauroHanbHOe M I(QPEKTHBHOEC HCIOIb30BAaHHE MAaTEPUANbHBIX, (UHAHCOBBIX U
KaJPOBBIX PECYPCOB;

- COCTOSIHWE TPYIOBOM M HCIOJHUTENBCKONW IUCLMIUIMHBI B ApXHBE, BBITOJIHEHUE €ro
paboTHUKaMH CBOMX (YHKIMOHATIBHBIX 00S3aHHOCTEH;



ﬂOKyMCHTaMH;

- NPEAoCTaBIeHne B ycTanOBeHHOM Topsizike  10CTOBEpHOi CTATHCTHYECKOH W WHOIH
HH(OpManum o ACATCABHOCTH ApxuBa;

- TOTOBHOCTL ApxuBa k pabote B ycrosusix YPE3BBIYANHBIX CHUTYaLIHif;
- Hecobmonenue yenosuii obecneucHus COXPaHHOCTH 10KyMeHTOB:

- yTpary u HECAaHKUIMOHUPOBaHHOE YHHUTOXEHHE TI0KYMEHTOB;

- HE00OCHOBaHHBII 0TKa3 B NIpHEME Ha XpaHeHue JIOKYMEHTOB;

- Hapymenue npagu HUCTIOJIb30BaAHKS MIOKYMEHTOB u A0CTyna momb3oBateneli x
JOKYMEHTaM, YCTaHOBJIEHHBIX 3aKOHO/IATE/ILCTBOM Poccuiickoii Deneparn,

3.3. Tlpuem K&KIoro nena mnpoussomures 3aBenyronmm ApxuBa B TIPUCYTCTBUU
paboTHuka CTPYKTYPHOro noapaszaenenus.

3.4. B nepuon TIOATOTOBKM €N CTPYKTYpHBIM T0Npasaenennem k nepenave s Apxus
COTpynHuKOM Apxusa TPEABAPUTENLHO  MpoBepsieTcs NPaBUJIBHOCTL  MX $opmuposanus,
ojopmienus u COOTBETCTBHE KOMHMYECTBa ACIL, BKIIOYEHHBIX B OmHChH e (cTpykTypHOrO
nojipasnenexHus), KOJMYECTBY nen, 3aBeneHmbix B COOTBETCTBHU ¢ HOMEHKIAaTypoii nen
OpraHu3arum.

AOKYMEHTBI.

C nmaun Nonoxkenue O3Hak ey (a) :
S sote )]
( MCB ) (MN.0.)



