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1. O6mue nosoxeHus.

I.1. Apxus MBOVY «COII Ne35» (mamee — VupexmeHue) co3maH Il XpaHEeHHs
JOKYMEHTOB, OOpasylouuxcs B e AeATENbHOCTH, & TakKKe 3aKOHYEHHBIX
ACIONPOU3BOACTBOM JOKYMEHTOB IMPAaKTHYECKOrO Ha3HAuYeHWs, UX oTOopa u
ydera.

1.2. B cBoell meATenbHOCTH YHUpPEeKIEHHE DYKOBOICTBYETCS DenepanbHBIM
3akoHOM oT 29.12.2012 Ne273-®3 «0O6 obpasosanum B Poccuiickoit
®enepamm», DPemepanbHeiM  3akoHOM 0T 22.10.2004 Nol25-®3 «O6
apxuBHoM Jene B Poccuiickoit Dejepaunny», HOPMATHBHLIMH IIPABOBBIMH
aKTaMyi ¥ METOAMYECCKMMH peKoMeHZauusmMu DenepalbHOr0 apXHBHOIO
areHTcTBa (aanee — PocapxuB), HOPMATHBHBIMH [PaBOBBIMHM AaKTaMH U
METO[MYECKUMH pekoMeHuauusMu cyObekta P®, YcraBom u 1oKambHBIMU
HOpMaTUBHBIMH aktam# [llkomnsl, HacTosmm Ilonoxennem 06 apxuse (nanee
— Ilonoxenue).

1.3. Ilonoxetne paspabotano Ha ocHoBaHuK [IpHMepHOTO TIONOKEHHS 06 apXuBe
YUPEKICHHSA, OpraHU3alud, [PeANpHATHI, YTBEPKICHHOIO I[PHUKa3oM
Komutera no nenam apxusos npu Ilpasutenscrse PO 18.08.1992 Nol76, u
yTBepxaaercs QupekropoM llikomsr.

1.4, Yupexxnenue  ofecnedmBaeT  apXWB  HeOOXOZMMBIM  TOMELIEHHEM,
000pyI0BaHHEM U KaZpaMH.

1.5. Ilpukasom aupexropa Yu4peikAeHHs BO3JIAralorTcs OOA3aHHOCTH MO BENEHHMIO
apXMBa Ha MHCIIEKTOpa M0 KaJapam.

1.6. ApxuB paboTaeT 1o MIaHy, yTBEPKLACHHOMY HHPEKTOPOM YHUPeKICHHH, H
OTYHTBIBAETCs MIEPE/I HUM B CBOE# padore.

2. 3anaum 1 QyHKIHH apxuBa,

2.1. OCHOBHBIMH 3a1a4aMH apXUBa SBJISIOTCH:

2.1.1. Kommiekrosauue apXWBa 3aKOHYEHHBIMH JI€JIONPOU3BOACTBOM
YHapexIeHUs AOKYMEHTaMH, COCTaB KOTOPhIX HPELYCMOTPEH Pa3ieioM
3 Hacrosiuero ITosoxeHus. :

: 2.1.2. Vuer, obecriedeHHe COXPaHHOCTH, CO3JAHME HAayYHO-CIPABOYHOIO

| anmapara, UCro/b30BaHie JOKYMEHTOB, XPAHSIIIHXCSA B ApXHUBE.

2.1.3. OcymecTBieHne KOHTPO/sE (GOPMUPOBAHMS H O(DOPMICHHS el B
ACTIOTIPOM3BOACTBE Y UpeKIeHHS.

2.2.B COOTBETCTBHH C BO3IOXEHHBIMH HA HETO 337a4aMH apXUB OCYILECTBIIAET
craeayomme QyHKLHT:

2.2.1. IlpuHKMaeT, He TO3JHEE 4YeM uepe3 [Ba roja [ocCIe 3aBepIICHUA
JIeIOTIPOU3BOACTRA, YUYHTBIBAET u XpaHuT JIOKYMEHTBI
JONTOBPEMEHHOIO XpaHeHHs | 10 JIMYHOMY COCTaBy, oOpaboTaHHble B
COOTBETCTBHH C TPeOOBAHUAMM, YCTAHOBIRHHEIMU PocapxuBom.

2.2.2. CocraBasieT 1 NpeAOCTABIISIET, HE MO3/HEE YeM Yepe3 [Ba TOJd noce
3aBepUICHHS Je/TONPOU3BOACTBOM TOJOBbIE pasiesbl ONHCEH aen 1o



JTMYHOMY COCTABY Ha PAacCMOTpPEHHE 3KCIIePTHOW KOMHUCCHM (aanee —
OK) Vupexaenus.

2.2.3. OcyuiecTBasieT y4eT M oOecrneddBaeT [ONHYI0 COXPaHHOCTB
TIPUHSTHIX Ha XpPaHEHHE JIe.

2.2.4. Co3naer, TMONOJHAET W COBEPIIEHCTBYET HAYYHO-CIPaBOYHBIH
anmnapar K XpaHsIUMCs: B apXHBe JOKYMEHTaM.

2.2.5. OpranusyeT HCroIb30BaHKHe JOKYMEHTOB:

—  WHOOpPMHpYeT aIMHHUCTpALMIO YUpeIeHWus O CcocTaBe H
COJZIepyKaHHK IOKYMEHTOB apXHBa;

—  BBIaeT B YCTAHOBJIEHHOM MOPsAJKe Jena, NJOKYMEHThl MJIH KONUHU
JIOKYMEHTOB B 1IeJISIX CITykeOHOro M Hay4HOTO UCIIO/Ib30BaHMs, IS
paboThI B MOMEILIEHHH apXHBa; ,

—  HUCIOJIHAET 3alpoChl OpraHM3alyii ¥ rpaxaaH 00 YCTaHOBJIEHUHU
TPYJOBOIO CTa)a M JAPYTHM BOIPOCAM COLIMAIBLHO-IIPABOBOIO
XapaxKTepa, B YCTaHOBJICHHOM INOPS/IKE BBIJAET KOMUU JOKYMEHTOB
U apXUBHbBIE CIIPABKH;

—  BEJeT Y4eT HCHO/B30BaHHsA JOKYMEHTOB, XPaHAIIHMXCsl B apXHUBe.

2.2.6. IIpoBOIUT SKCHEPTH3Y MLEHHOCTH [IOKYMEHTOB, XpaHSIIMXCS B
apxmuBe, yaactByeT B pabore DK Illkosbl.

2.2.7. Oka3bIBaeT METOAMYECKYIO NIOMOIIs paOOTHMKAM, OTBETCTBEHHBIM 38
JIeTIOTIPOM3BO/ICTBO B COCTABICHHH HOMEHKIATYphl Hell, KOHTPOIHPYEeT
NPaBHJIBHOCTE  (OPMHPOBaHHS  H obopmiieHHsT  gen B
Ne/IONPOU3BOACTBE, @ TaKKe IOATOTOBKY Jei K Iepefade B apXuB
YupexaeHus.

2.2.8. YyacTByeT B [pPOBEIEHUWH  MEPOINPHATHH [0  [MOBBIIIEHHIO
KBajupuKkaluyd  paboTHUKOB  (OTBETCTBEHHBIX 32 AapXWB H
NeNOMPOU3BOJICTBO B Y UPEXKISHHUH).

3. CocrtaB 10KYMEHTOB apxHuBa.
3.1.B apxuB nocrymnaror:

3.1.1, 3aKOHYEHHBIE JENOMPOU3BOJCTBOM JOKYMEHTE BPEMEHHOro (CBBILIE
10 ner) cpoka XpaHeHus, He0OXOAMMBIE B IPAKTHYECKOH
NesiTelbHOCTH, JOKYMEHTHI 10 JIMHHOMY COCTaBy, 0Opa3oBaBIIMECS B
pesyabTaTe AesTeNbHOCTH Y UperKIeHus.

3.1.2. JIOKyMEHTbl [OCTOSIHHOTO  XpaHEeHHUs (ecllM  ydpexIeHue —
NpeALIeCTBEHHUK o110 HUCTOYHHKOM KOMILIEKTOBaHHS
rocyJapCTBEHHOINO0 WM MYHHLMMNAJIbHOTO apXWBa) M IO JIHYHOMY
COCTaBY YYpEeKASHUH — NpeIlIeCTBeHHUKOB.

3.1.3. Hay4yHo-cripaBo4HBIN anmnapaT K JOKyMEHTaM apXuBa.

3.1.4. JInunsie GoHzEl pabOTHHKOB YUpexIeHHS.

4, IlpaBa u 06513aHHOCTH OTBETCTBEHHOI0 32 APXHB.




4.1.]1ns BBIMOTHEHUS BO3IOKEHHBIX HA HEro 3a/1a4 U (PYHKUHNH OTBETCTBEHHBIH
3@ apXMB UMEEeT IIPaBo ¥ 00s3aH;
4.1.1. KoHTponMpoBaTh BBIOMHEHHE YCTAHOBIEHHBIX npaBuil paboThl ¢
JOKYMEHTaMH B YUpeKJICHHH.
4.1.2. 3anpawmsare OT paGOTHHKOB YUpPexKIeHHsS CBEICHHS, HEOOXOMUMbIE
1715 paboTHI apXuBa.
4.1.3. laBaTh pa3bsiCHeHUsS M PEKOMEHIALMH IO BOIIPOCAaM, BXOISAIIIHM B
KOMITETEHIIUIO apXHBA.
5. OrBeTCTBEHHOCTD 32 DYHKIMOHUPOBAHHE APXUBA.
5.1.0TBeTCTBEHHOCTE 3a HajUIeKALIEe U CBOEBPEMEHHOE BHITONHEHHE apXHBOM
3a/a4 1 (QYHKUMH, NPelyCMOTPEHHBIX HACTOALIMM TIOJOKEHHEM, HeceT
JI1I0, OTBETCTBEHHOE 3a apXUB.
5.2.0TBeTCTBEHHbIE 3a  BeJEHHE JCJIONPOM3BOACTBA, IMOANOTOBKY W
OPENOCTaBACHUE JOKyMEHTOB Ha XpaHeHHe B apXuB, Ha3HAYaAKOTCS
TIPUKa30M JUpEKTOpa YUpeKaeHuU .

5.3.KoHTponb 32  JeATeNBHOCTBIO  apXHBa OCYIIECTBISET  JUPEKTOp
YupexaeHus.
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