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1. O6mmue nonoxkenuss

1.1. JloxymeHTanbHEIE MaTepUaisl, 00pasyromuecs B MPOLECCe NeATENBHOCTH
OpraHM3alliy, HMMEIOIUEe HCTOPUYECKOE, HAy4YHOE, COLHMATBHOE, 3KOHOMHYECKOe,
TIOJIUTUYIECKOE MU KyJIbTypHOC 3HA4€HHE, BXONAT B COCTaB ApXHUBHOro (HoHJIA
Poccuiickoit dpenepariu (AD PO).

1.2. Jlna xpamenus nokyMeHTOB AP P® u JOKYMEHTOB JUIHTEIHHOIO
IPAaKTHIECKOTO 3HAYEHHS (B TOM YHCIIe JOKYMEHTOB II0 JTUIHOMY COCTABY) HX y4&Ta,
HCIIONB30BaHMsI, OTOOpa M IIOATOTOBKH nokymeHToB AP P® k mnepemage Ha
TOCXpaHEeHUE KOJUIEK 06pa3yeT BeIOMCTBEHHEIN apXUB.

1.3. IIpaBoBOH OCHOBOH I CO3JAHHS BEJOMCTBEHHOTO apXHBa SBISETCS
®enepanbHblil 3ak0H «O6 apxuBHOM nenie Poccuiickoit Oeneparum» Ne 125-D3 or
22.10.2004r.

1.4. B cBoelt paboTe apxXumB pyKOBOJACTBYETCS NPUKA3AMH M YKA3aHHUSIMH
BEZIOMCTBA M CBOCH OpraHM3alliM, MPaBUIaMU M HHCTPYKUmsME | 0CyqapcTBEHHOI
apXUBHOHM CIyObl Poccuy, MECTHBIX ApXWBHBIX YUPEXICHHH M HACTOSIIAM
IIOJIOKEHUEM.

1.5. OTBeTCTBEHHBIM 3a apXWB SBISIETCS apXUBAPUYC KOJUIEMKA COTNACHO
HITaTHOMY

1.6. Kpyr obs3anHOCTEll pabOTHHKOB apxXWBa OHPENENIAETCS MOIKHOCTHBIME
UHCTPYKIWSMH, YTBEPKACHHBIMU THUPEKTOPOM.

2. CocTaB JOKyMEHTAJIBHBIX MATEPHAJIOB apXHBA

2.1.  3aKOHYEHHBIE JIENONPOU3BOJACTBEHHBIM TONOM  JOKYMEHTaIbHBIE
MaTepualnbl, O00pa3oBaBIIMECS B  pe3ylbTaTe  AEATENBHOCTH  CTPYKTYDHBIX
noJIpasAeeHUu i KOJUIeIKa.

2.2. Hay4HO-ClIpaBOYHBIH allapar, PacKpHIBAIOLMHA COCTAB M CONEPIKAHHE
JAOKYMEHTAJIbHBIX MAaTEPHallOB apXWBa COCTOHT M3 ONHUCEH el TOCTOSHHOIO
XpaHEeHHs, ONMCeH Jel IO JMYHOMY COCTaBY, IIaCIOpTa apXHBa, MCTOPHUECKHE
CIIPaBKH.

2.3. JInunble fena yBOJICHHbBIX COTPYIHUKOB.

2.4. HeBocTpeOOBaHHEBIE TPYJOBbIE KHIKKH.

2.5. JIu4Hble 1eja BRIy CKHUKOB

3. 3apaum apxuBa

K 3agauam apxuBa KoJUIEIKa OTHOCATCS:

3.1 Oprammsanus  XpaHeHWsS  JOKYMEHTOB, BXOASINMX B  COCTAB
JOKYMEHTATbHBIX

MaTeprajIoB apXuBa;

3.2.KomIutekToBaHMe apxuBa KOMIEMKa NOKYMEHTaMH, OODPA30BaBIIMMUCS B
JIEeATENBHOCTH KOJUIEIKA;

3.3.Y4er 10KyMeHTOB, HAXOISIIMAXCS HA XPAHEHHH B apXUBE KOJUIEKA;

3.4. Hcnons30BaHHE JOKyMEHTOB, HAXONAMMXCA HA XPAaHCHHH B apxuBe
OpraHU3aIlNH;

3.5. Meroanveckoe pPyKOBOIACTBO X KOHTPONb 32 (DOPMHPOBAHHEM U
OQOpMIIEHHEM Jell B CTPYKTYPHBIX IOAPA3IEIEHHUSX KOUIEIKA H CBOEBpEMEHHOU
repefavyel UxX B apXuB KOJUIEKA.



4. Dyaxunu apxuBa

4.1. ApxvwB NpuUHMMAaeT, CHCTEMAaTH3HpyeT M pasMeIaeT JIOKYMEHTSI,
NOCTYNAIOIMEe Ha XpaHeHWe B ApxXxuB KoiUlemxa, o0pa3oBaBIIHecS B XOJe
OCYIIECTBICHUSA [JCATENPHOCTH KOJUIEDKA. YYHWTHIBACT W XPaHUT 3aKOHYECHHBIE
ACIIONPOU3BOJACTBOM JOKYMEHTAIBHEIE MaTepHUalIbl, 00pabOTaHHBIE B COOTBETCTBHUU
¢ «OCHOBHBIMH IIPaBHJIaMH PaOOTHI BEAOMCTBEHHBIX apXHBOBY.

4.2. CoBMECTHO C CeKpeTapeM KOHTPONHMPYET COXPaHHOCTh, Y4&T WU
IPaBAJIBHOCTh OQOPMIIEHHS JOKYMEHTOB B CTPYKTYPHBIX IIOJpa3MelICHHSX,
IPUHUMAET yJaCTUE B COCTABICHHUH HOMEHKIIATYpPhI A€ M IMPOBEPSIET IPaBUILHOCTE
(hopMHpOBaHKE JIe]T B COOTBETCTBUM C YTBEPKACHHON HOMEHKIIATYPOiL.

4.3. OcyliecTBIs€T INOATOTOBKY M IpPEACTAaBISET HA PAcCMOTPEHHE U
COTJIaCOBAHUE SKCIEPTHOW KOMUCCUM KOIUIEIKA OIUCH JIEN MOCTOSHHOTO XPaHEeHHs,
BPEeMEHHBIX (CBBILIE 10 JIET) CPOKOB XpaHEHNUs, B TOM YHUCIIE IO JUYHOMY COCTaBY, a
TaK)K€ aKThl O BBICJICHUN K YHUYTOKEHHIO apXUBHBIX JOKYMEHTOB, HE IOIEXKAIIAX
XpaHEHHUIO, aKThl 00 yTpaTe NOKYMEHTOB, aKThl O HEWCIIPABUMBIX IIOBPEXICHHUIX
apXUBHBIX JOKYMEHTOB.

4.4. OcyIIecTBISIET TIOATOTOBKY ¥ IPEICTaBISIeT HA yTBEPKICHUE IUPEKTOPY
KOJUIEI[Ka OIMCH JeJI MOCTOSHHOTO XPaHEHMs!, OIMCH BpeMeHHBIX (cBbime 10 jer)
CPOKOB XpaHEHUs, B TOM YHCIIE€ OIKMCHU JE]l IO INYHOMY COCTaBY, aKTHI O BBIIEICHUN
K YHHUYTOXEHHUIO apXWBHBIX NOKYMEHTOB, HE IIOJUIeXKAI[UX XPaHEHHIO, aKThl 00
yTpare JOKYMEHTOB, aKThl O HEMCIIPABUMEIX IIOBPEXICHHUIX aPXUBHBIX JOKYMEHTOB.

4.5. OpraHusyeT HCIONB30BaHHE JOKYMEHTAJIbHBIX MaTe€pHATOB H BBINAET B
YCTaHOBIICHHOM IIOPSAAKE CHPaBKH, KOIWH, BBIIUCKHA TIO JIOKYMEHTAJIbEHBIM
MartepuanaM Kak 3auHTEPECOBAHHBIM YUPEXACHHUIM, TaK ¥ OTAECIbHBIM JHUIaM.

4.6. ApxuB 1o HEOOXOOMMOCTH BEHICHLIAeT B COOTBETCTBYIOIME apXUBHEIE
YUpEeXIEHUA IacIopT apXuWBa COITIACHO YCTaHOBJIEHHOW (opMme, cBeleHHus 0O
HM3MEHEHHIX B COCTaBe U 00bheMe GOHIOB.

4.7. IIpoBOAMT MepONpHATHA IO OOGECIEYEHHUIO COXPAHHOCTH JOKYMEHTOB,
HaXOAAIIMXCs HAa XPAHEHUHU B apXuBe KOJLIeIKa.

4.8. Opranmsyer HHQOPMHPOBAHHE PYKOBOACTBA U PabOTHHKOB KOJLIEIKA O
COCTaBe U COJIEP)KaHUU TOKYMEHTOB apXHBa KOJIJIEIKA.

3. IIpaBa apxuBa

5.1. ApxuBy mnpemocraBifercs IpaBo TpeGOBaTh OT pPyKOBOTHUTEINCH
CTPYKTypHBIX IOJpa3Ne/ICHUH KOJUIEIKa CBOEBPEMEHHOH Iepefjauyd B AapXHB
JIOKYMEHTOB B YIIOPSIIOYEHHOM COCTOSHUM.

5.2. KoHTponupoBaTh COONIOJECHHE YCTAHOBIEHHBIX IPABHJI ITOCTAHOBKH
paboThI ¢ JOKYMEHTAMH.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX MOJpas[eleHHi CBENCHUS, HEOOXOMMUMBIE
IU1s pabOThI apXHUBa.

5.4. llpuBiekaTs B HEOOXONWMBIX CIydasX B Ka4eCTBE OKCIEPTOB U
KOHCYJIbTaHTOB CIIENUAIMCTOB, paOOTAIOIMINX B OpraHU3aIiy.

6. OTBETCTBEHHOCTh apXHBA

6.1. Beimady mocTOBepHOH WMH(OPMAIUK [0 XPAHMMBIM JOKYMEHTAM IIPH
HaJIM9IAK OQUIHATBEHOIO 3aIPOca U PELICHHUs TUPEKTOPa KOIeIKA.
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6.2. Ka4yeCTBeHHBI M CBOEBPEMEHHBIHl MNpWEM ¥ XpaHEHHE JOKYMEHTOB
IPUHATEIX OT CTPYKTYPHBIX MTOAPA3IeICHUN.

6.3. CooTBercTBHE BCeX BHAOB BBHINOJHAEMBEIX paboT, IlomoxeHHsM,
uHCcTpyKumsim, 'OCTawm.

6.4. CobmroieHre MpaBuIl IIPOTHBOIIOKAPHOM 6€30aCHOCTH.

6.5. Cobmonenne monoxenuiit TK P®, mpaBun BHyTpeHHero pacmopsaka H
TPYZOBOM OUCLUILINHEL.

ApxuBapuyc KoJIemKa T.C. Jlackuna



