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LOBIIHE MOJTOKEHWS

1.LI. B uenax ceoeBpeMEHHOrO NpHEMA APXHBHRIX JOKYMEHTOB OT CTPYKTYPHBIX
NOAPa3IeIeHHI HAH APYTHX HCTOMHHKOB, KOMIUIEKTOBAHHA, 0OECIICUCHHA HX YYCTA, COXPAHHOCTH,
VOOPANOUCHHA M HCNMIB30BAHHA B COOTBETCTBHH ¢ HacToawuM [lonoweHneM W NOAroToRKM K
nepenade JOKYMEHTOB Ha nocrosHHoe xpanenne B MBOY "lNonesowenrtaxoeckas cpemamas
obmeodpajopare/bias Kona» Komcomonsckoro pafiona Yysamckofl PeenyOnukn (nanee -
Opranusanus) coanaetcas ApXus,

1.2, Opranmsanusg obecneqdHBaeT APXHE HEoDXOAHMBIM NOMEleHHeM, 000OpYIOBAHHEM H
KAJIpaMH.

1.3, Pabornukn ApxuBa AeficTBYIOT Ha OCHOBaHWM Hactosmero [lonowenus, ycnoemii
TPYAOBBIX AOFOBOPOE W AOIHKHOCTHBIX HHCTPYEIRI.

1.4. ApxuB co3faeTca A8 BRIMOMTHEHHA cleIyIouHX GyAKIHOHANLHEIX 347144

- OCVIIECTBIEHHE NpPHEMd, VYeTa W XpaHeHHs JA0KYMEHTOB, 0Dpa3vIOUIMXcA B TPOLNecce
AearenbHocTH OpraHu3aium, 8 COOTBETCTBHH ¢ JeHCTBYIOMNM JaKoHoaaTeabeTBOM PO,

- ocyuiectsienne orfopa, NOATOTOBKH W NEpesaud  JOKYMEHTOB Ha XpaHeHHe B
rocy/lapcTBEHHEBIE APXHBE] B COOTBETCTBHH ¢ JeHCTBYIOMHM 3aKoHOIaTenscTBOM PO,

- DOCYLIECTBIEHHE  OPraHHIAIMHOHHO-METOAMYMECKOTD  PYKOBOJCTBA  JIEHTENEHOCTLI)
CTPYKTYPHBIX noapazienennil Opranusauun B ofnacTi 1e10NpoH3E0ICTEA M apXHBHOTO JeNa;

- obecneueHne COXPaHHOCTH JIOKYMEHTOB, CO3JAHME HAYYHO-CIPABOMHOTO ANmnapara,
ofecrneyeHne HCIONb30BAHNA TOKYMEHTOB, XPaHAIUIHXCA B APXHBE;

- MOArOTOBKA W NPEACTABNIEHHE PYKOBOJICTBY HHPOPMAIHMOHHO-AHATHTHYECCKHX MaTepHAIOB O
COCTOSHHH H NepCleKTHBAX PAIBHTHA APXHEHOTO Aena B Opraniiaii;

- YHACTHE B Npefenax cBocH KOMMETEHIHH B MOIATOTOBKE H MCIOMHEHHH VIPABIEHYECKHX
pewennii pykosoacTea Oprasusanum;

- NOBLIEHHE YPOBHA rpaMoTHOCTH paboTHnkos Oprannianuy B 00MacTH 1eN0NpPOHIBOJACTEL
H apxHBHOTO Jena.

1.5, ApxHB SBASETCH CAMOCTOATENBHBIM CTPYKTYPHBIM NoapasgencineM Oprasdsaiui.

Japenyomuil ApXHEA HATHAYACTCH B YCTAHOBRICHHOM 3aK0oHOM nopsixe PykopoamTenem
Oprasusaiul o NOIMHHACTCA HeMocpeacTeeHHo PykoronnTemo Opranuiatnm.

1.6 B cpoeil jgestensHoCcTH  pabOTHHEH  ApPXHBA PYKOBOACTBYIOTCH  JeiCTBYHOLIHM
sakoHoaTenscTEOM PD, HOPMATHBHO-NPABOBEIMH AKTAMH H METOIHHECKHMH MATEPHATAMH [0
OpraH3lalue  APXHBHOMO [ENa W JICNONpoH3IBOACTBY, OPraHHIaLHOHHO-PACNOPAIHTETEHBIMH
JOKYMEHTaMH caMoil Opranuiaimuy # HacToAHM [Tolomennes.




1.7. Ksamuduxaumouuwe tpefoBaHms,  (QyHKUMOHATBHBEIE — OOA3aHHOCTH,  TpaBa,
OTBETCTBEHHOCTE  PYKOBOJAHMTENS H  Apyrux  paboTHHKOB  ApXuBa  PerJaMEHTHPYIOTCA
NOMKHOCTHEIMH HHCTPYKIHAMH, YTBepKIaeMbiMi PykosoauTtenem Opranusaiiny.

1.8. Apxus po3rnasnseT 3apeayiouinii, Ha JONKHOCTE KOTOPOI'O HATHAYACTCH THIIO, HMEOIIEe
cpeanee npodeccHonanbroe 00pasoBanne u cTaxk paboTsl 10 AETONPOHIBOACTRY He MeHee 2 JieT.

1.9, 3apeayromuii Apxusa:

- PYKOBOZHT BCell [ESTe/lbHOCTHI0 ApPXHBA, HECET MNEPCOHANBHYI0 OTBETCTBEHHOCTH 34
CBOEBPEMEHHOE H KAYECTREHHOE BHITIONHEHHE BOYIOKCHHBIX HA APXHB 3a1a4 0 (yHKumii;

- OCYIIECTRAAET B Npefenax cBOeH KOMIETEHHMH (YHKUMM YUPaBIeHHS (NIAHHPOBAHHA,
OpraHM3aALMH, MOTHBALHH, KOHTPOA), NPHHUMAET PElIeHHA, 00A3aTe/IbHEIC 114 BeeX paboTHHKOB
ApxHba,

- pacnpefenser (YHKUHOHANLHBIC OOH3AHHOCTH M OTACILHBIC TNOPYHCHHA  MEKIY
COTPYAHHKAMH APXHBA, YCTAHARNHBAET CTENEHL HX OTBETCTBEHHOCTH, NPH HEOOXOIHMOCTH BHOCHT
npenowenus  Pyxopoauremo Opranusauun 00 H3MEHEHHHM  JOMKHOCTHBIX  WHCTPYKIMH
MOIYHHEHHBIX EMY PADOTHHKOR,

- BHOCHT pykoBoacTBY OpraHH3aling Npe/10MKenns 110 COBEPUICHCTROBAHKIO paboThl ApxiBa,
ONTHMH3AIHA €ro CTPYKTYPhI H IITATHOH YHCICHHOCTH,

- Y4acTBYET B MEPCNIEKTHBHOM H TEKYUIEM IUIAHHPOBAHHH JCATEILHOCTH ApPXHBA, a Takke
NOAFCTOBKE MPHKA30E, PACTIOPMKCHHI H HHBIX JOKYMEHTOB, KACAIDIIHXCA BO3NOKEHHBIX Ha APXHB
387184 H PYHKIMH;

- OpHHEMaeT HeoOXOIHMbBIE Mepsl U VAYHMIIEHHS MarepHibHO-TEXHHYECKOTO |
nH(opManHonHoro ofecreyenns, YeIoBuil Tpyaa, NOBBIIEHHA NPOQECCHOHATEHON MOATOTOBKH
paboTHHKOB ApXHBa;

- yuacteyeT 8 noaSope W PaccTAHOBKE KANPOB APXHBA, BHOCHT pyKoBo/cTBY OpraHusaiiu
APEIOAKEHHA O OOUIPEHHH H HANOKCHHH JHCUHNIIHHAPHBIX B3BICKAHMA Ha PaGOTHHKOB Apxusa,
HANPABIEHHH HX HA NEPENOATOTOBKY M MOBKILEHNE KBATHpHKALHN;

- COBEPIICHCTBYET CHCTEMY TPY/A0BOH MOTHBAIMH paboTHHKOR ApXuBa;

- OCYNIECTEBNAET KOHTPOAb HCHOMHEHHA NOJYHHEHHBIMM €My palOTHHKAMH CBOMX
AOKHOCTHBIX oO3anHocTel, cobmoaeHHs TPYAOBOH JHCUHNIMHE H ASATENLHOCTH Apxusa B
HEIoM.

1.10. B nmepuon oTcyTcTeMs 3aBeaylomero ApXusa ero 00A3AHHOCTH HCMONHACT JIHILD,
HazHaYeHHEI npHkaloM PykopoauTens Oprannsalinm,

1.11, 3apenyiomuii ApxHea (AHLO, HCNONHAOWEE ero 00A3AHHOCTH) HMEET TMPABD HONTHCH
JIOKYMEHTOB, HAMPABIAEMBIX OT HMeHH APXHEA 110 BONPOCAM, BXO/IALILUM B €0 KOMIETEHIHIO.

.12, Apxue B ceRoeil [eATENBHOCTH BIAUMOICHCTBYET € JPYTHMH CTPYKTYPHBIMH
noapasfenennamu OpraHmanun, 4 Takike, B npelenax cBOeH KOMISTEHIHM, CO CTOPOHHMMM
OpTaHH3aIHAMHE,

1.13. 3a HeHamIeKallee HCMOMHEHHE A0AHOCTHRIX 00A3aHHOCTEH H HAPYUIEHHE TPYAOBOH
JMCUMIIHAE  pafoTHHKH ApPXMBA HECyT OTBETCTBCHHOCTE B MOPAIKE, [NPELyCMOTPEHHOM
AeHCTRYIOUINM 3aK0HOAaTeILCTBOM Pd.

1.14. ApXHB OCYINECTEIET NpPHEM O3NEKTPOHHEIX nokymeHTOB (I]1), obecneunsact HX
COXPAHHOCTh, YHET, OTGOP H HCMO/IL3OBAHKE, 4 TAKKE NOATOTOBKY H NEPENady Ha rocy apcTecHHOS
xpanenve. Ha xpamenne nepenatorca 3J] B coctape donzon opraguianuil - HCTOYHHKOB
KOMILICKTORBAHHA ApXHBA.

2. OCHOBHBIE ®YHKLIHH APXHBA

2.1. [Inanupopanue. OPradu3alig i KOHTPOIL ASATCIEHOCTH Oprasi3aiy H e CTPYKTYPHRIX
noapasjenenduii B obnacTi apXHBHOTO Jefa.

2.2. Tlpuem, perdcTpalMs, CHCTEMaTHIAUNA W XPaHEHHE JIOKYMEHTOB B COOTBETCTBHH C
YCTAHOBIEHHLIM MOPAIKOM.




1.3. OGecneyenne HCMONL3OBAHMA JOKYMEHTOB, XpaHsiluxcs B Apxube (nEpOpMHpOBaHHE
PYKOBOJICTEA H COTPYIHHKOB OpraHM3alii 0 COCTABE H COACPAANHH J0KYMEHTOB ApPXHBa, Bbia4a
B YCTAHOBJICHHOM MOPANKE e, MOKYMEHTOE WAH MX KONHI, apXHBHLIX CNPAaBOK, HCNOMHEHHE
JANPOCOB IOPHIMYECKHX W (PUIHYECKHX JIHIL, YHET MCNOAL30BAHHA AOKYMEHTOB, XPAHAIMXCA B
Apxuee),

2.4. DopmupoBaHKe CIIPABOMHOID AllNapaTa, o6aeryaiero Y4eT H HCNOBIOBAHHE APXHBHEIX
HDOKYMEHTOB,

2.5. Mucrpykram pabGoTHHEOB CTPYKTYPHBIX noapaitencHuil o Nopsake opMHpOBAHHA,
MOArOTOBKH 0 CHAMM 20 B ApXHB,

2.6. KoHTpoiib 3a CBOEBPEMEHHBIM OCTYILIEHHEM B APXHE 1AKOHUSHHBIX JEM0TIPOHIBOACTBOM
NOKYMEHTOB.

2.7. CoctapieMe H TpelcTaBieHHe roJOBBIX ONHCEH AEN NOCTOSHHOIO XPAHEHHA H 10
THHHOMY COCTaBY HA PACCMOTPEHHE JKCHEPTHHIX KoMmuccuii OpraHH3aliK H COOTBETCTBYIONIETO
roCy IapCTREHHOTD APXHBA.

2.8, Cocrasnende onmucedi gen s nepenain JOKYMEHTOB Ha XpaHeHHe B rocylapCcTREHHEIE
APXHBEL AKTOB 00 YHHYTOXCHHH JJOKYMEHTOB, CPOKH XPARHEHHA KOTOPBIX HCTEKIN,

29, Kontpoar 3a Qu3MYeCKHM COCTOSHHMEM IOKVMEHTOR, CBOEBPEMEHHOCTRIO  MX
BOCCTAHOBJACHHA, COOIMIOACHHEM B TOMEUICHHAX ADXHBA YCAOBHI, HEOOXOIHMBIX U ODCCe e HHA
COXPAHHOCTH A0KYMEHTOB.

2.10. Ywactne B paspadorke nonoxeHnii u HHCTPYKUHIL N0 BEJCHHIO NIENONPOHIBOACTEA H
OpraHMsalMy apxXHBHOTO Jeja.

211, OcyumecTaienne B npeaenax croefl KOMNETeHIHH HHEIX QYHKIHI B COOTRETCTBUM C
LeTAMH M 3anadaMy OpradH3ammm.

2.12. Tlepenaua jen 8 ApXHB OCYNIECTRIACTCA MO TpadMky, COCTARIEHHOMY Jasenvioumm
ApXHBA, COIJACOBAHHOMY C PYKOBOAMTENAMH CTPYKTYPHBIX NOApa3ie/ieHHil, Nepeialouinx
ADKYMEHTHI B ADXUB, ¥ yTBep#acHnomMy Pykosonurenem Opranmusamun.

3. MPABA H OTBETCTBEHHOCTb PABOTHHKOB APXHBA

3.1. PaGoTHHKH ApXHBa B npolecce cBOEi 1eATe/IbHOCTH HMEHT npaso:

- MOJYHaTh NOCTYNaoIIHe B OPraHH3aiiio JOKYMEHTE M HHble HEQOPMALIHOHHEIE MATEPHAIH
mo CBOEMY MNPOPHIID AEATCNBHOCTH 1A O03HAKOMICHHA, CHCTEMATHIMPOBAHHOTO Y9era M
HCIOMB30BAHKA B padoTe;

- 3anpamMBaTe M 00Ay4aTe OT pykosoauTened OpraHmsaums M €€ CTPYKTYPHBIX
nojpasaenciuii nrGopMalmo, HeoOXOAMMYIO AN BHINOMHEHHA BOWIOKEHHBIX HA HHX 3a7a4
(byHKHiL;

- OCYINECTBIIATE B Npejenax cBoeH KOMNETCHUMHA NMPOBEPKY W KOODIAHHALHID JACATElbHOCTH
CTPYKTYpHBIX noapaiiencanii Oprasnsainy no BONpocaM AeloNnpoHIBOACTE H APXHBHOTO J€ia, 0
pelyILTATAX NPOBSPOK JOKIANLIBATE PYKOBOACTBY OpraHnsaniy;

- BHOCHTE NPEIOKEHHA M0 COBEPIICHCTBOBAHHIO dopM W Mertonos paloTsl Apxusa H
Opraumsaussn B uenom;

- Y4acTBOBaTH B N0A00OPE M PACCTAHOBKE KAIPOB 110 CBOEMY NPOodHII0 JAesTebHOCTH,

= BHOCHTL MNPELTOREHHA PYKOBOACTBY OUpPraHuzaiuy 110 NOBBINEHHID KBamHdUKaimm,
NOOLIPEHHID W HANOKCHHIO BIBICKAHHH Ha palOTHHKOR ApPXHBA W JPYIHX CTPYKTYPHBIX
nogpazenesuil Opranuiaiuu No croeMy Npodmo AeTensHOCTH:

- YHacCTBOBATE B COBCLIAHHAX MPH PACCMOTPEHHH BONPOCOB, OTHECEHHBIX K KOMIETEHIHH
Apxusa;

- KOHTPONHPOBaThL MNpasuiia paboTel ¢ JOKYMEHTAMH B CTPYKTYPHBIX TOAPA3Ie/NEHHSX H
OpraHH3aLMAX - HCTOYHHKAX KOMIUICKTOBAHHA APXHBa,

3.2. 3apenyioumii apXHBOM HECET NEPCOHATEHYIO OTBETCTREHHOCTE 3a:

= BHINIOJIHEHHE BOXNOMEHHLIX Ha ApxuB QyHKuuii 1 3agaq;



- opraHu3anMio paboThl ApPXHBA, CBOEBPEMEHHOE W KBANH(QHIHPOBAHHOC BhITIONHEHHE
NPHKEI0R, PACTIOPAIKEHHIE, MOPYYEHHIT BRIUECTOAIIETO PYKOBOICTEA, NEHCTRYIOMMX HOPMATHBHO-
NPaBOBLIX AKTOB [0 CBOEMY NPOQRIIO JeSTENbHOCTH;

- paunosansHoe # peKTHBHOE HCNONBIOBAHHE MATECPHANBHLIX, (HHAHCOBBIX H KAIPOBBIX
pecypcon;

- COCTOAHHE TPYAOBOH M HCHONHMTENbCKOH AHCUHIUIHHBI B ApPXHBE, BRIOITHEHHE €0
paboTHHKAaME CBOHX DYHKIHOHAIBHBIX 00M3aHHOCTEI;

- co0monenue paboTHWKAMH ApPXHBA NpaBlll BHYTPEHHETD Ppacnopaika, CaHHTApHO-
NPOTHBOMIHAEMIMECKOTO PERIMA, IIPOTHBONOKAPHON GE30MACHOCTH M TEXHHKH 0e30MacHoCTH;

- BeJICHHE IOKYMEHTALIHH, TIPEIYCMOTPEHHOH IeHCTRYIOUHMHE HOPMATHBHO-NPABOBBIMH

JNOKYMEHTaMH;

- NPEJOCTABNCHUE B YCTAHOBIEHHOM MOPAIAKE [IOCTOBEPHOH CTATHCTHHECKOH H HHOM
HHOPMAITHH O AEATENBHOCTH APXHBA;

- TOTOBHOCTH ApXHBA K pa0oTe B YCIOBHAX YPE3BLMAHBIX CHTYALHA!

- gecoOmoaeHne yenoniil obecnedeHns COXPAHHOCTH J0KYMCHTOR,

= yTpaTy H HeCAHKIHOHHPOBAHHOC YHHUTOREHHE NOKYMEHTOR:

- HeoBOCHOBAHHBI OTKA3 B PHEME HA XPaAHEHHE JOKYMEHTOB,

- HApYIIEHHE MPAaBH/ HCMOIBI0OBAHKA JOKYMEHTOB H JOCTYNA NOAb30BATENCH K HOKYMEHTAM,
YCTAHOBNEHHBIX 3aKoHOaTENbCTBOM P,

3.3. [lpieM Kaxkzoro nena MPOH3IBOIMTCA 3aBEIYIOUMM APXHBA B NMPUCYTCTBHH PabOTHHKA
CTPYKTYPHOTO NOApasIeneHns,

34, B nepuoa NOATOTOBKH fiel CTPYKTYPHEIM MOIpasziencHHeM K Nepeaade B ApxXus
COTPYIHHKOM ApXHBA NpeIBapHTENLHO TPOBEPAETCH NPABWILHOCTE  HX  (hOpMHpOBaNHHS,
ohOPMAEHHA M COOTBETCTBHE KONMYECTEA [€l, BKAIOMCHHBIX B OMHCH el (CTPYKTYPHOTO
NoApasjeNieHns), KOMMYMECTBY e, 3aBeNEHHBIX B COOTBETCTBHM ¢ HOMEHKIATYpoR fen
OPraHH3anuH,

3.5. [lena, yRA3aHHBIE B CBA3IKH, JOCTABIAIOTCA B ApPXHB COTPYIHHKAMH CTPYKTYPHBIX
nonpasaencuuii. Bmecte ¢ jenaMu B APXHB NEPElaloTCA PErHCTPALHOHHLIC KApTOTEKH HA
OOKYMEHTHI,




