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IHoJsi0:xeHue 00 apxuBe

1. OBIIME ITOJIOXKEHMA

1.1.B 1uensax CBOEBPEMEHHOTO IMpHUE€Ma apXMBHBIX JOKYMEHTOB OT
CTPYKTYPHBIX TMOJAPA3JACICHUN WIM JAPYTUX MCTOYHUKOB, KOMIUIEKTOBAHMS,
oOecrieueHUs] WX Yyd4eTa, COXPAHHOCTH, YIOPSAOYEHUS W UCIOJB30BAaHUS B
COOTBETCTBUH C HacToAMM [lonokeHrneM U MOATOTOBKY K Mepenade JOKYMEHTOB
Ha noctosiHHOe XpaHeHue B MAJIOY Ne 131 "Jlerckuii can oOliepa3BUBAIOIIETO
Buja" (nanee - Opranuzanus) co3naercsi ApXus.

1.2.0pranm3anus  obecreunBaeT ApXHB HEOOXOJMMBIM  TOMEIICHUEM,
000pyIOBaHUEM U KaJPAMH.
1.3. PaGotHrKHM ApxuBa JIEUCTBYIOT Ha OCHOBAaHHMH HacTosiero [lomoxeHus,

YCJIOBI/Iﬁ TPYAOBBIX JOI'OBOPOB U JOJKHOCTHBIX HHCTPYKHHﬁ.



-OCYyIIIECTBIECHHE 0TOOpa, MOATOTOBKY U MEepeIaun JOKYMEHTOB Ha XpaHECHUE B
rOCYJapCTBEHHbIC apXUBbI B COOTBETCTBUM C JIEUCTBYIOIIUM 3aKOHOJIATEIbCTBOM
Poccuiickoit @enepaunu;

OCYILIECTBIICHUE OpPraHu3aIMOHHO-METOIMYECKOT O PYKOBOJICTBA
NEATeNIbHOCTBIO  CTPYKTYPHBIX —mojapasfaefeHuit Opranuzauuu B 00JIaCTH
JETONPOU3BOJICTBA U APXUBHOTO €A,

-00ecreueHne COXPAHHOCTU JOKYMEHTOB, CO3JaHUE Hay4YHO-CIPABOYHOTO
amnmapara, ooecriedeHue UCIOIb30BaHUs JOKYMEHTOB, XPaHSIIUXCSA B ApXUBE;

MOATOTOBKA u MpeCTaBICHUE PYKOBOJICTBY uH(OpMaIIMOHHO-
AQHAJTUTUYECKUX MATEPUAIOB O COCTOSIHUM U TIEPCIIEKTUBAX PAa3BUTHUSI APXUBHOTO
nena B Opranuzanuu;

-y4acTue B Mpejiesiax CBOCM KOMIIETEHIIMU B TIOJATOTOBKE W HMCIIOJHCHUU
yIpaBICHYECKUX PEIICHUN pyKOBOACTBa OpraHu3aliuu;

MOBBILIIEHUE YPOBHS TPAMOTHOCTU pPabOTHUKOB Opranuzanuu B 001acTH
JEJIOMPOU3BOICTBA U APXUBHOTIO JIENA.

1.5.ApxuB SBISIETCS CAMOCTOATENBbHBIM CTPYKTYPHBIM MOJIPa3/IeICHUEM
Opranuzaiuu (BXOJAUT B COCTaB OTAENa JOKYMEHTAIIMOHHOTO oOOecreyeHus).
3aBenyonuii  ApxuBa (I€TONPOU3BOAUTENb) HAa3HAYACTCS B YCTAaHOBJICHHOM
3akoHOM  mnopsake — PykoBoautenem — OpraHu3auud W MOJYUHSAETCS
HernocpeACcTBeHHO PykoBoauTtento OpraHu3aiuu Wik €ro 3aMeCTUTEITIO.

1.6.B cBoeii AEATENbHOCTH JI€JOMPOU3BOAUTEND (paOOTHHKK ApXHUBa)
PYKOBOJICTBYIOTCSI JEHUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickonn denepanmu,
HOPMATUBHBIMM MPABOBbIMM AaKTaMH W METOAUYECKHMMHU MaTephalamMu IO
OpraHu3alMid apXWBHOTO Jeja M  JIeJIONPOU3BOJCTBY, OpPraHU3alMOHHO-
pacnopsiAuTebHBIMU  TOKYMEHTaMu camoil  Opranusanii W HacTOSAILIUM
[Tonoxennem.

1.7. KBanudukanuonuele TpeOoBaHUsA, (YHKIIMOHAIbHBIE OOS3aHHOCTH,
MpaBa, OTBETCTBEHHOCTb PYKOBOJAMTENS W JPYyrux pabOTHUKOB ApXuBa
pErIaMEeHTUPYIOTCS JOJKHOCTHBIMU UHCTPYKLHUSIMU, YTBEPKIAEMbIMU

PykoBogurenem Opranuzannu.



1.8. ApxuB BO3riaBIseT 3aBeAyONIUHN (IETONPOU3BOAUTEIND)

1.9.3aBenyromuii ApxuBa (1eI10IPOU3BOIUTEND):

-pYKOBOJIUT BCEH  JAEATENBHOCTBIO ApXHMBa, HECET MEPCOHAIBHYIO
OTBETCTBEHHOCTb 332 CBOEBPEMEHHOE M Ka4€CTBEHHOE BBIMOJIHEHHE BO3JI0KEHHBIX
Ha ApXuB 3a7a4 U QyHKIIHIA;

-OCYILLIECTBIISIET B TMpeJenax CBOEH KOMIETEHIMH (PYHKIUU yHOpaBICHHUS
(TUTaHUpPOBaHUS, OpraHU3aIlMy, MOTHBAIIMH, KOHTPOJS), MPUHUMAET PEIICHHUS,
oOs3aTeNnbHbIe J1 BceX paOOTHUKOB ApXUBA;

-pacnpenensier (GyHKIMOHAIbHBIE OOS3aHHOCTH M OT/AENIbHBIE MOPYYEHUs
MEXy COTPYAHUKaMH APXHBa, YCTAaHABJIMBAET CTCTICHh UX OTBETCTBEHHOCTH, TIPU
HEOOXOJMMOCTH BHOCHUT mpeioxkeHus PykoBoautento Opranuzanuu 00
U3MEHEHUU
JOJDKHOCTHBIX ~ WHCTPYKIMM  TOAYMHEHHBIX €My  PaOOTHUKOB;--BHOCUT
pykoBoncTBY OpraHuzalu TpeJIoKEHHUsT 10 COBEPIICHCTBOBAHUIO pPaOOTHI
ApxuBa, ONTUMHU3AIMHI €T0 CTPYKTYPbI U IITATHON YHCIIEHHOCTH;

--y4acTBYeT B MEPCHEKTUBHOM M TEKYIIEM IUIAHUPOBAHUU NESITEIbHOCTU
ApxuBa, a Takke IMOJrOTOBKE IMPHUKA30B, PACHOPSIKEHUH M HUHBIX TOKYMEHTOB,
KaCaroIIMUXCsl BO3JIOKEHHBIX HA APXUB 3a/1a4 U (QYHKIUK;

-IIPUHUMAET  HEOOXOAUMBbIE MEphl I YJIY4IIeHHs  MaTepuajbHO-
TEXHHUYECKOTO M MH(POPMAIIMOHHOTO 00ECTeUeHHUs, YCIOBUM TPY/a, MOBBIIICHHUS
npodeccruoHanbHOM MOArOTOBKH PAOOTHUKOB APXHUBA;

-y4acTBYET B MOJI00PE U PACCTAHOBKE KaJIpOB ApPXHBA, BHOCUT PYKOBOJICTBY
Opranuzanuu MpeIOKEHHUs]T O TMOOLIPEHUH M HaJO0KEHUU JUCHUILUIMHAPHBIX
B3bICKAaHHII Ha paOOTHUKOB ApXHBa, HAMpaBICHUM HMX Ha MEPENOArOTOBKY U
MOBBIIIEHUE KBATU(UKAIIUH;

--COBEPUIEHCTBYET CUCTEMY TPYAOBO MOTHUBALIMK pabOOTHUKOB ApPXUBA;

OCYILIECTBIIIET KOHTPOJb MCIHOJHEHUS MNOAYMHEHHBIMHU €My paOOTHUKaMHU
CBOMX JOJKHOCTHBIX OOS3aHHOCTEH, COONIOAEHUS TPYAOBOM IUCIHUIUIMHBI U

ACATCIIBHOCTHU ApXI/IBa B CJIOM.



1.10.B nepuon orcyTcTBUs 3aBeayromero Apxusa (J1eJI0NPOU3BOIUTENSA) €TI0
00S3aHHOCTH MCHOJHSAET paOOTHUK, Ha3HAYEHHBIM mnpukazoM PykoBoguTens
Opranuzanuu,

1.11. 3aBenyromumii ApxuBa (J1€I0NPOU3BOIUTEIND) (JULO, UCIIOIHSIOIIEE €r0
00s3aHHOCTH) MMEET MNpaBO MOANUCH JOKYMEHTOB, HAIpaBIsIEMbIX OT HMMEHH
ApxuBa 1Mo BOIPOCaM, BXOASIIUM B €r0 KOMIETEHIHUIO.

1.12.ApxuB B CBOEH JAEATEIBHOCTH B3aUMOJACHCTBYET C JAPYTUMHU
CTPYKTYPHBIMU TOJpazfeieHusiMu OpraHuzanuu, a Takxke, B Mpeaerax CBOeH
KOMIIETEHI[MHU, CO CTOPOHHUMU OpraHU3aALMSIMHU.

1.13.3a HeHagexaliee WCIOIHEHUE IOJDKHOCTHBIX OOS3aHHOCTEH U
HapylIeHUE TPYAOBOM AUCIHUIUIMHBI paOOTHUKH ApXHBa HECYT OTBETCTBEHHOCTH B
NOpsAJIKE, TPETyCMOTPEHHOM JIEHCTBYIOIIMM 3aKOHOJATEIhCTBOM Poccuiickoit
denepanum.

1.14.ApxuB OCYIIECTBJISIET TpHEM JJCKTPOHHBIX JOKyMeHTOB (D/I),
o0OecreynBaeT HX COXPAHHOCTh, Yy4Y€T, OTOOP W MHCIOJB30BaHHE, a TaKKe
NOATOTOBKY M TIepeAady Ha TOCyJapCcTBEHHOe xpaHeHue. Ha XpaHeHue
nepenatotcs ]I B coctaBe POHIOB OpraHU3aInii

-MCTOYHHUKOB KOMIIJICKTOBaAHHA ApXI/IBa.

2. OCHOBHBIE ®YHKIINU APXNBA

2.1.IlnanupoBaHue, opraHu3anus U KOHTPOJIb AesiTeabHOCTH OpraHuzanuu
U €€ CTPYKTYPHBIX IMOJpa3eIeHU B 001aCTH apXUBHOTO JIela.
2.2.IlpueM, peructpamusi, CHUCTEMaTH3ALMS W XpaHEHUE JOKYMEHTOB B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIKOM.
2.3.006ecneueHUenCIIONb30BAHUAIOKYMEHTOB, XPAHSIITUXCSIB
ApxuBe(MHPOPMUPOBAHUE PYKOBOJCTBA U COTPYAHUKOB OpraHm3aiud O COCTaBe
U COAepKaHUU JOKYMEHTOB ApXHBa, BblJadya B YCTAHOBJICHHOM MOPSAKE e,

AJOKYMCHTOB WM HX KOHHP'I, APXHUBHLBIX CIIPABOK, HCIIOJJHCHHUC 3alpoCOB



IOpUJIMYECKUX W (U3WYECKUX JIMI[, Y4YeT HCIOJb30BaHUA JIOKYMEHTOB,
XpaHAIIUXCS B ApXHBeE).
2.4.@opMupoBaHUE CIPABOYHOIO ammapara, oOJerdyaromero yyer u
WCIIOJIb30BaHUE aPXUBHBIX IOKYMEHTOB.
2.5.ncTpyKTask paOOTHUKOB CTPYKTYPHBIX MOJAPA3JEIECHUN O TMOpPSAKe
dbopmupoBaHusi, MOATOTOBKHU U CAa4H Jiesl B ApXUB.
Kontpons 3a CBOEBPEMEHHBIM TOCTYIUICHUEM B ApPXUB 3aKOHUYCHHBIX
JIEJOMPOU3BOJICTBOM JOKYMEHTOB.
2.6.CocraBiieHMe W TPEACTABICHUE TOJOBBIX OMUCEW 1€l MOCTOSHHOIO
XpaHEHUsT W TO0 JMYHOMY COCTaBy Ha PaCCMOTPEHUE SKCIEPTHBIX KOMHUCCHI
Opra"uzanuu ¥ COOTBETCTBYIOIIETO TOCYJapPCTBEHHOTO ApXHBa.
2.7.CocraBieHue omuceu Aen sl mepelaud JOKYMEHTOB Ha XpaHEHUE B
rOCYJJapCTBEHHBIC apPXUBBI, aKTOB 00 YHUUTOKEHUHU IOKYMEHTOB, CPOKU XPaHCHMUSI
KOTOPBIX UCTEKIIU.
2.8.KoHTpOIIb 3a bu3nYecKuM COCTOSIHUEM JIOKYMEHTOB,
CBOEBPEMEHHOCTBhIO X BOCCTAHOBJIEHUS, COOJIIOJICHUEM B MOMEIIECHUAX ApXHBa
yCIIOBUM, HEOOXOIUMBIX JIJIsi 00€CTIeUeHNs COXPAaHHOCTH TOKYMEHTOB.
2.9.Yuactue B pa3paboOTKe TOJOXKEHHMHA W WHCTPYKIHH HO BEJACHHIO
JEJIOMPOU3BOICTBA U OPraHU3aLUH APXUBHOIO JEa.
2.10.OcymecTBieHne B mpenesiax CBOCH KOMIIETCHIIMM HWHBIX (YHKIUH B
COOTBETCTBHH C LEJISIMU U 3aaa4amMu OpraHu3aiui.
2.11.ITepenava aen B ApXuB OCYIIECTBISIETCS MO TpadUKy, COCTaBICHHOMY
3aBenyromuM ApXHWBa, COTJIACOBAHHOMY C PYKOBOJIUTEISAMH CTPYKTYPHBIX
NOApPA3AEICHUN, MEepefaroluX JOKYMEHTbl B ApXUB, M YTBEPKICHHOMY

PykoBonurenem Opranuzanuu.

3. TIPABA 1 OTBETCTBEHHOCTDH PABOTHUKOB APXHBA
(IEJIOTTIPOU3BOIUTEJID)



3.1.Jlenonpou3BoauTENb B MPOLECCE CBOEH NEATEIbHOCTH HMEET IPaBO:
MoJyyaTh nocrtynaroiue B OpraHuzaiuio J0KYMEHThI U UHbIE WH()OPMAIIMOHHbBIE
Marepuajlbl MO CBOEMY MNPOPWII0  JEATENbHOCTH Uil  O3HAKOMJICHUS,
CUCTEMATU3MPOBAHHOTO yUYeTa U UCIOJIb30BaHMs B padoTe;

3ampamuBaTh M MOJy4yaTh OT pykoBogutTenedl OpraHuzauuu U ee
CTPYKTYPHBIX TOJpa3JeiaeHuil MHPOpMALNIO, HEOOXOAUMYIO [JIsl BBINOJIHEHUS
BO3JIO)KEHHBIX Ha HUX 3a71a4 U (YHKIIH;

OCYLIECTBJIATH B MpeJenax CBOCH KOMIIETEHIIMU MPOBEPKY U KOOPAMHALIMIO
JESATENbHOCTH CTPYKTYPHBIX mojapazfeneHuit OpraHuzaludd 1O  BOIPOCAM
JICJIONPOU3BOJICTBA M ApXMBHOTO J€Na, O Pe3yJibTaTaXx MPOBEPOK TOKJIAJbIBATH
pykoBozicTBY Opranusanuu;

BHOCHUTH MPEIJIOKEHHSI MO0 COBEPILIEHCTBOBAHUIO (POPM M METOJIOB pabOThHI
ApxuBa u OpraHu3aluu B IIEJIOM;

-y4acTBOBAaTh B MOAOOpPE M PACCTAHOBKE KaJapoB IO CBOEMY MpOoduiio
NEeATEIbHOCTH;

BHOCUTh TPEMJIOKEHUS] PYKOBOACTBY Opranuzamum 10 MOBBILIEHUIO
KBaJIM(UKAIIMH, TIOOIIPEHUIO U HAJIOKEHUIO B3bICKAaHUN Ha pabOTHUKOB ApxXuBa U
IpYTUX CTPYKTYpHBIX TmojapasneneHuit OpraHuzanud 10 CBOeMy Tpoduiio
NEeATEIbHOCTH;

-y4aCTBOBAaTh B COBELIAHUSX MPU PACCMOTPEHUU BOIIPOCOB, OTHECEHHBIX K
KOMIIETCHIIUU APXUBA;

KOHTPOJIMPOBATh TMpaBwia paboThl C JOKYMEHTaMH B CTPYKTYPHBIX
MOAPA3AEICHUAX u OpraHu3aIusax -MCTOYHUKAX KOMILIEKTOBAHHMS
ApxuBa.3.2.3aBeyOMMil apXUBOM (JEJIONPOU3BOJUTENb) HECET MEPCOHAIBHYIO
OTBETCTBEHHOCTH 34!

-BBITIOJITHCHHUE BO3JIOKEHHBIX HA ApXuB QYyHKIIUN U 3a]1a4;

-opranm3anuio padboTel ApXHBa, CBOEBPEMEHHOE M KBATU(UIIMPOBAHHOE
BBITIOJIHEHUE MPUKA30B, PACTIOPSIKEHUM, TOPYUYEHUHN BBIIIECTOAIIETO PYKOBOJICTBA,
JNEUCTBYIOIIUX  JIOKAJbHO-HOPMATUBHBIX  aKTOB IO  CBOEMY  HIpoduiiro

ACATCIIBHOCTH,



-pauioHanbHOe M 3(P(EKTUBHOE  HCMHOJb30BaHWE  MaTepUAbHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;

-COCTOSIHUE TPYAOBOM M HCIOJHHUTENBCKOM JUCHUIUIMHBI B ApXUBE,
BBITIOJTHEHUE €T0
paboTHUKAMH CBOMX (DYHKIIMOHAJIBHBIX 00s13aHHOCTEH;

-coOmoieHre pabOTHUKAMU ApXHBa MpaBWi BHYTPEHHETO paclopsiaka,
CaHUTAPHO-TIPOTUBOIMUAEMUYECKOTO PEXUMA, MPOTUBOIOKAPHON OE30MaCHOCTH
Y TEXHUKHU 0€30ITaCHOCTH;

-BeJICHUE JOKYMEHTAIlUU, MPETyCMOTPEHHOM JEUCTBYIONIMMHA HOPMATUBHO -
PaBOBBIMU JJOKYMEHTAMU;

-peI0CTaBICHUE B YCTaHOBJIEHHOM MOPSIJIKE JTOCTOBEPHOM
CTATUCTUYECKOW M MHOUW MH(GOPMAIIUU O JAEATeTbHOCTH APXUBA;

-TOTOBHOCTh ApXHBa K pa00Te B YCIOBUSAX YPE3BBIYANHBIX CUTYAIIH;

-HEeCOOJTI0/ICHHE YCIIOBU 00eCTIeUeH s COXPAaHHOCTHU JJOKYMEHTOB;

-yTpaTy U HECAHKLIMIOHUPOBAHHOE YHUUTOKEHHE TOKYMEHTOB;

-HeO0OOCHOBAHHBIN OTKa3 B IpUEME Ha XpaHEHUE JOKYMEHTOB;

-HApyLIEHUE MPaBUJI UCIIOIB30BAHUS JOKYMEHTOB M JIOCTyNa I0JIb30BaTeNEH
K JOKYMEHTaM, YCTAHOBJICHHBIX 3aKOHOJATENLCTBOM Poccutickoit denepanuu.

3.3.1Ipuem Kaxaoro Jena MPOU3BOJUTCS 3aBEAYIOIIMM ApXuBa B
NPUCYTCTBUU PAOOTHUKA CTPYKTYPHOTO MOAPA3/IeTICHUS.

3.4.B nepuoa noAroOTOBKU €N CTPYKTYPHBIM MOJIpa3/IeICHHEM K Iepeaye B
ApXUB COTPYIHHUKOM ApXHBa MPEIBAPUTEIIHBHO MPOBEPSAETCS MPABUIBHOCTH HX
dbopmupoBanusi, 0oOpMIIEHUS U COOTBETCTBHE KOJIHMYECTBA JIEJ, BKIIOYCHHBIX B
onuch Jel (CTPYKTYpHOIO MOApa3[eNieHus), KOJUYECTBY [€Jl, 3aBEACHHBIX B
COOTBETCTBHM C HOMEHKJIATYPOU JIeJl OpraHu3alnH.

3.5./lena, yBA3aHHBIE B CBSI3KH, JIOCTaBISIOTCA B ApPXHUB COTPYAHUKAMH
CTPYKTYPHBIX TnoApasneieHuid. Bmecte ¢ genamu B ApXMB  HEPEHAIOTCS

PETUCTPAIMOHHBIC KAPTOTCKU HA JOKYMCHTEI
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