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1. O0mme moJiokennss

1.1. JlokyMeHTanbHBIE MaTepUAaIFI, obpasyromuecs B MpoIecce AesTeNbHOCTH
OpraHu3alid, HMEIONIME HMCTOPUYECKOe, HAyYHOE, COIHATbHOE, 3KOHOMUYECKOe,
IIOJTATHYCCKOC WK KyJBTypHOE 3HA4YeHWe, BXOAAT B COCTaB ApPXHMBHOrO (OHA
Poccuiickoit dpenepanun (AD® PD).

1.2. Jlnsn xpanenus JokymeHTOB AP P® ¥ [OKYMEHTOB UIHTENBHOTO
IPaKTHHECKOTO 3HAYCHHS (B TOM YHUCIIe JOKYMEHTOB 110 JIMYHOMY COCTABY) HX YI&Ta,
UCIIONIB30BaHMs, OTOOpa M IIOATOTOBKM JOKyMeHToB AP Pd x repenade Ha
TOCXpaHeHHE KOJUIEIK 00pa3yeT BeIOMCTBEHHBIA apXUB.

1.3. IIpaBoBOH OCHOBOM I CO3JaHUS BEJOMCTBEHHOIO apxuBa SBISIETCS
DenepanbHbIi 3axk0H «O06 apxuBHOM gene Poccuiickoit @enepanuu» Ne 125-®3 or
22.10.2004r.

1.4. B cBoedl pabore apXWB pyKOBOACTBYeTCS NpPHKA3aMH U YKa3aHUSIMHU
BE/OMCTBA W CBO€H OpraHU3al(WH, NPAaBUIAMH U HHCTPYKUMSAMH 1 0CyIZapCTBEHHOM
apXUBHOW CIyObl Poccuu, MeCTHBIX apXWBHBIX YUPeXIEHHH W HACTOSLINM
IIOJOKEHUEM.

1.5. OTBeTCTBEHHBIM 32 apXUB SBISETCS APXUBAPUYC KOJUIEIKA COTIACHO
LITaTHOMY

1.6. Kpyr ob6s3aHHOCTell paGOTHHKOB apXWBa OIPENENSIeTCS MOJKHOCTHBIMIL
UHCTPYKUHUAMH, YTBEPKICHHBIMU TUPEKTOPOM.

2. CocTas I0KyMEHTAJIBHBIX MATEPHAJIOB APXHBA

2.1.  3aKoHYEHHBIE  JENONPOM3BOACTBEHHBIM TOJOM  JOKyMEHTAIBHEBIE
MaTepuajbl, O00pa3oBaBIIMECS B  pPe3ylbTaTe AeSTEIBHOCTH CTPYKTYPHBIX
MOJIpa3IeeHUM KOJUIeIKa.

2.2. Hay4Ho-cpaBOYHBIH ammapar, pacKphIBAIOIIUH COCTAB H colepKaHue
AOKYMEHTAJIPHBIX MaTepHaliOB apxuBa COCTOHUT M3 ONUCEH A€l TMOCTOSHHOIO
XpaHEHHs, ONHCEH JeN IO JIMYHOMY COCTaBy, IIACIOPTA apXWBa, HCTOPHUECKHE
CIIPaBKH. '

2.3. JIvunble fena YBONCHHBIX COTPY THAKOB.

2.4. HeBocTpeOoBaHHbIE TPYHOBbIE KHIDKKL.

2.5. JIudHble nena BBIYCKHUKOB

3. 3apauu apxuBa

K 3agagam apxuBa Kojuie[ka OTHOCSTCS:

3.1 OpraEmszanus  XpaHeHMs  JOKYMEHTOB, BXONAIMX B  COCTaB
IOKYMEHTAJIbHBIX

MaTePUAIIOB apXHUBa;

3.2.KommexroBanye apxuBa KOMUIEIKA JOKYMEHTaMH, OOPA30BABIIMMUCS B
JEATENBHOCTH KOJUIEKA;

3.3.Y4er HOKyMeHTOB, HaXOIIIUXCS HA XPAHEHUH B apXHBE KOJUIEKA,

3.4. Hcnons30BaHue TOKYMEHTOB, HAXOMSIIUXCH HA XPAHCHHH B apXuBe
OpraHU3aIliH;

3.5. Meromudeckoe pYKOBOACTBO M KOHTPONb 3a ¢dopMupOBaHEEM U
O(QOpMIIEHHEM el B CTPYKTYPHBIX MOAPA3NEICHHUSX KOJUIEKA W CBOEBPEMEHHOM
Iepejader ux B apXUB KOJUIEKA.



4. ®yHKNNH apXUBa

4.1. ApxuB TpHHHMAeT, CHCTEMAaTH3UPyeT U pasMellaeT JIOKYMEHTEL,
IOCTyNalolye Ha XpaHeHHWe B ApXUB KOJJIe[Ka, OOpa3oBaBIIMECS B XOIE
OCYIIECTBICHUA JESITENbHOCTH KOJUIEMKA. YYHTBHIBAET W XPaHUT 3aKOHYEHHBIC
ACIONPOU3BOJICTBOM JOKYMEHTAJIBHBIE MaTepHallbl, 00pabOTaHHbBIE B COOTBETCTBUH
¢ «OCHOBHBIMH NPaBHJIAMH PaOOTHI BEIOMCTBEHHBIX apXHBOBY.

4.2. COBMECTHO C CeKpeTapeM KOHTPOIMPYET COXPAaHHOCTh, Y4T W
NPaBUIBHOCTE  OQOPMIIEHHS JOKYMEHTOB B CTPYKTYPHBIX IIOZpa3IeleHusX,
NPUHUMACT y9acTUe B COCTABIEHHM HOMEHKIATYPBI JIe]l ¥ IPOBEPSET NPAaBUILHOCTS
¢ opMHpOBaHue [IEN B COOTBETCTBHE C YTBEPKIECHHOH HOMEHKIATYPOIA.

4.3. OcymecTBISIET MOATOTOBKY M IPEACTABISET HA PAacCMOTPEHHE U
COI7IaCOBaHUE IKCIEPTHOH KOMUCCUM KOJUIEHXKA OMUCH [N MTOCTOSIHHOTO XPaHEeHHs,
BPEMEHHBIX (CBBIE 10 JIET) CPOKOB XpaHEHMS, B TOM YHUCIIE N0 JTMYHOMY COCTaBY, a
TAKX€ aKThl O BBIICICHUU K YHUYTOXEHHUIO aPXUBHBIX TOKYMEHTOB, He HOIEXKAIIHX
XpaHEHHUIO, aKTBl 00 yTpaTe NOKYMEHTOB, akKThl O HEHCIIPABHMBIX ITOBPEXICHUSX
apXWBHBIX JOKYMEHTOB.

4.4. OcyImecTBisileT MOATOTOBKY M NpPENCTABISICT Ha YTBEPXKACHHE JUPEKTODPY
KOJUIEIKa OIMCH JeJl MOCTOSIHHOTO XPaHEeHHMs, OIMCH BpeMeHHbIX (cBbime 10 met)
CPOKOB XpaHEHUsI, B TOM YHCJI€ OIUCH eIl 110 JUIHOMY COCTaBY, aKTEI O BBIIEICHUN
K YHHYTOXXCHUIO apXWBHBIX NOKYMEHTOB, HE IOJUICKAIUX XPaHEHHIO, aKTHl 00
yTpare JOKyMEHTOB, aKThl O HEHCIIPABUMBIX IIOBPEXICHUSIX apXUBHBIX JOKYMEHTOB.

4.5. OpraHusyeTr HCIONB30BaHHE JOKYMEHTAIBHBIX MATEPHATOB M BBLIACT B
YCTaHOBJICHHOM IIOPSJIKE CHOPaBKH, KONWH, BBIIUCKHA IO JOKyMEHTAILHBIM
MaTepuanaM KaK 3aHHTEPECOBAHHBIM YUPEKICHUSIM, TaK M OTAEIILHBIM JIUIIAM.

4.6. ApxuB 1O HEOOXOMMMOCTH BEICBLIAET B COOTBETCTBYIONIHE APXUBHBIE
YUpexIeHus MNacnopT apXuBa COIVIACHO YCTaHOBICHHOH (opMme, cBereHHI 00
HU3MEHEHHUIX B COCTaBe U 00heMe (HOHIOB.

4.7. IIpoBOIMT MEpONPHATHS IO OOGECIEYEHHIO COXPAHHOCTH IOKYMEHTOB,
HaXOMSINUXCS Ha XpPAaHEHUU B apXUBe KOJIJIEIKA.

4.8. Opranusyer mHQOPMHUpPOBaHHE PYKOBOJCTBA M PAGOTHMKOB KOJUIEHKA O
COCTaBe M COJEPKaHUU JOKYMEHTOB apXuBa KOJUIEIKA.

S. IIpaBa apxuBa

5.1. ApxuBy mpemocTaBifercs mpaBo TpeGOBaTh OT pPyKOBOIMTENEH
CTPYKTYPHBIX TIOJpa3sieNCHAN KOJUIE[PKAa CBOEBPEMEHHOH Ileperadd B apXUB
JOKYMEHTOB B YIIOPSAAOYEHHOM COCTOSHUH.

5.2. KoHTponupoBaTh COOIIONEHHE YCTAHOBJIEHHBIX IIPAaBHUJ IIOCTAHOBKH
paboThI C TOKYMEHTAMH.

5.3. 3ampamuBath OT CTPYKTYPHBIX MMOApa3[eleHuil CBEIeHMS, HEOOXOMMUMBIE
I paboThI apXHBa.

5.4. IlpuBiekarh B HEOOXOOWMEIX CIydasX B KadecTBe OKCIIEPTOB H
KOHCYJBTaHTOB CIENHATINCTOB, padOTAIOMINX B OpraHU3aliy.

6. OTBETCTBEHHOCTH apXHBA

6.1. Beimady mocToBepHOH HMH(OPMALME 1O XPaHMMBIM JOKYMEHTaM IIpHU
HaIMYIUK OQUIHATIBHOIO 3alPOca U PELICHUS JUPEKTOPA KOLISIKA.

3



6.2. KadecTBeHHBI W CBOEBPEMCHHBIH IpHEM K XpaHeHHEe JOKYMEHTOB
HIPHUHATEIX OT CTPYKTYPHBIX OApa3ielIeHuii.

6.3. CoOTBeTCTBHE BCEX BHAOB BBINONHAEMBIX pabor, IloioxenusiM,
uaCcTpyKiusM, I'OCTawm.

6.4. CobmroieHre IPaBUIT MPOTHBOIIOKAPHON 630I1aCHOCTH.

6.5. Cobmoznenue nonoxenuit TK PO, mpasun BHYTpeHHEro pacropska i
TPYZOBOM AUCIUILIHHEL

ApxuBapuyc KoJuleKa T.C. Jlackuna



