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1.00mue nooxenus

[onoxkenue 06 apxuse Cankr-Ilerepbyprekoro rOCY/IapCTBEHHOI0 OHOIKETHOTO
NPO(ECCHOHATLHOTO  00pa3oBaTEALHOIO  yupeskaeHHs « Ko1K BOAHbIX pecypcoB» (najee
~llosoenne) paspaborano B cootsetcTBHH ¢ DejIepaiibHBIM 3aKOHOM OT 22 okTsi0pst 2004 r. N 125-
D3 "O06 apxusHOM zeie B Poceuiickoii Denepaunny, (penakuus Ne 19 OT 13.12.2024) r., [Tpukazom
Pocapxusa ot 11.04.2018 N 42 "O6 yrBepskicHuu NPUMEPHOTO TOJI0KEHUS 00 apXuBe opraHu3anun’,
YCTaBOM KOJLJI€/1’KAa U MHBIX JIOKAJIbHBIX aKTOB.

L.1. Hacrosiee nosoxkenue onpenensieT Ha3HaueHHe, 1IN, 3a1a4H. (GyHkumu, npasa,
OTBETCTBCHHOCTh M OCHOBbI JICATE/IbHOCTH apXHBA yUPCIKICHHUS.

1.2, ApxuB KoJlIe/iKa OCYILECTBISET MPHEM. YUeT H XpaHeHHE JIOKYMEHTOB,
00pasyoMXCsl B IIPOLIECCe €€ JAeSTeIbHOCTH, B COOTBETCTBHH C JCHCTBYIOLIHM
3aKOHO/IaTE/ILCTBOM MPOM3BOIHT OTOOP, COCTABJICHHE OMHCENi 1€/, aKTOB 00 YHHYTOKEHHH
JOKYMCHTOB, CPOKH XPaHEHHSI KOTOPbIX, HCTEKITH.

1.3, OcHOBHBIMH 3a1a4aMH apXHBa SABJISIOTCS:

- NPHEM, YYET U XpaHEHHE JJOKYMEHTOB;

- olecneyeHHe COXPAHHOCTH JOKYMEHTOB, CO3IaHUE HAayYHO-CIIPaBOYHOI'O ammnapara,
obecrieyeHHE HCTIOIIBb30BAHMS I0OKYMEHTOB, XPAHSLIMXCS B apxHBe;

- OpraHH3alHOHHO-METOANYECKOE PYKOBO/ICTBO, KOOPAHHALUS U KOHTPOJIb €S TebHOCTH
CTPYKTYPHbIX MOJIpa3sje/ICHHMii 110 BOIIPOCAM OPraHH3aliii apXHBHOTO J1e/1a;

- [OArOTOBKA M MpPEJCTABICHHE PYKOBOJCTBY HMH(OPMALIMOHHO-  aHAJIHTHYECKHX
MAaTEepHAIOB O COCTOAHHH M NIEPCHEKTHBAX PA3BUTHS APXHBHOIO J1€/1a B KOJLIE/IKE:

- TOBBILICHHE YPOBHS IPAMOTHOCTH pabOTHUKOB KOJLIE/ KA B 00/1aCTH
JIeJIOTIPOM3BOACTBA H apXHBHOTO JIe]14;

- PpelLICHHE HHBIX 3a/1a4 B COOTBETCTBHH € LIEISIMH KOJLJIE/ KA.

1.4, OcHoBHBIE QYHKILHH JESTEILHOCTH ApXHBA:

- [UIAHHPOBAHHE, OPraHU3alks H KOHTPOJIb JAeSTeIbHOCTH KOJIJIC/DKA B 00J1aCTH
aApXUBHOTO Jiea;

- IPHEM, PEIHCTPALHs, CHCTEMATH3alMs U XPAaHEHHE JIOKYMEHTOB B COOTBETCTBHH ¢
YCTaHOBJICHHBIM NOPSIJIKOM;

- obecreueHHe HCNOIb30BaHMsA J0KYMCHTOB, XPAHSLIMXCS B apXHBE (uH(popMHUpOBaHHE
PYKOBOJCTBA H COTPYAHHKOB YUPEAICHHS O COCTABE M COEPKAHNH JIOKYMEHTOB apXMBa, Bbl1aua B
YCTAHOBJICHHOM NOPS/IKE /€1, JOKYMCHTOB MJIH HX KOIHii, apXHBHBIX CIIPABOK, HCIIOIHEHHE
3aIPOCOB FOPU/IMYCCKHX H (PH3HUYECKHX JIHIL, YUET HCIIOIB30BaHHS IOKYMEHTOB, XPAHSIIIHXCS B
apXHBe);

- (opmupoBarme CnpaBoOYHOIo armapara, 06/1er4alolIero y4eT  HCIoIb30BaHHe
ApPXHMBHBIX JJOKYMEHTOB;

- MHCTPYKT&K pabOTHHKOB O MOPsi/Ike POPMHPOBAHMSL, [IOATOTOBKH M CJauH €] B APXHB:

- KOHTPOJIb 3a CBOCBPEMEHHBIM MOCTYTUICHHEM B apXHB 3aKOHUYCHHBIX
JICTTONPOU3BOJACTBOM TIOKYMEHTOB;

- COCTABJICHHC H NPE/ICTABICHUE I'OJI0BBIX OIUCEH JIe/l IOCTOSHHOIO XPAHEHHS M 110
JTHYHOMY COCTaBY Ha PaCCMOTPEHHE IKCIEPTHBIX KOMHCCHIA;

- ydacTue B paboTe SKCIEPTHOH KOMHCCHH KOJLIE/UKA, IKCIIEPTH3A IEHHOCTH apXUBHbIX
JOKYMEHTOB, (JOPMHPOBAHKE JTOKYMEHTOB B J1€/1a MOCTOSHHOTO H BPEMEHHOI'O XpaHEHHS.

- COCTABJICHHE ONHMCCH Jiel, aKTOB 00 YHHUYTOKEHHHU JOKYMEHTOB, CPOKH XPAHEHHUS
KOTOPbIX, HCTEKJIH;

- KOHTPOIJIb 3a (buxuqecmm COCTOSTHHEM JOKYMEHTOB, CBOCBPEMEHHOCTBIO HX
BOCCTAHOBJICHHS, COOIIIO/IEHHEM B IIOMEIIEHHAX apXHBA YCIOBHI, HEOOXOAMMBIX JUIS 00eCIeueH s
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COXPaHHOCTH JJOKYMCHTOR:

- COCTAaBIICHHC YCTAHOBJICHHOH OTYETHOCTH, Y4eT BbIaul apXUBHBIX CTIPABOK H JIEJI;

- ydacTue B pa3paboTKe M0JI0KEHUH 1 HHCTPYKLMIT 10 BEACHHIO JICJIONPOU3BO/ICTBA H
OpraHu3alHH apXHUBHOIO Je1a;

- MCTOHHUCECKAA MOMOLLE 110/1pas3/Ie/ICHUAM KOJLIE/KA B COCTABICHHH HOMEHKIATYP,
(opmupoBaHHK 1 OGOPMICHHH J1CI1, TOATOTOBKE HX K nepelaye B apXMB;

- OCYHICCTBJICHHC B IIPCIC/IAX CBOCH KOMIETCHLMH HHbIX (DYHKIIMIT B COOTBETCTBHH €
HCIIAMH H 3a/1a4aMH YUPEIKICHHUS.

1.5. OtBeTcTBEHHOE JINLIO 3a COZlepKaHNEe apXHBA HA3HAYACTCS IIPHKA30M JIMpPEKTOpa
YAPCHKACHUSA B COOTBETCTBUH C JICHCTBYIOLIMM 3aK0HO1aTebeTBOM Poccniickoit Deeparnn Ge3
OCBODOIKIACHHS OT CBOMX OCHOBHBIX 00S3aHHOCTEH, OH HECeT OTBETCTBEHHOCTS 34 HapylIeHHe
HOPM. YCTAHOBJICHHBIX HACTOSLIMM HOJI0KEHHEM. B epHo1 0TCyTCTBHSI OTBETCTBEHHOIO 3a
COJZICpKaHNE apXHBa €ro 00sI3aHHOCTH HCTIONIHSCT HA3HAYEHHBIH TTPHKA30M JIMPEKTOpa YUpeK/IeHHUs
apyroit pabotauk. Kosutek obecrieunBaeT apxuB HEOOXOMHMBIM MTOMEILCHHCM.

1.6. OTBeTCTBEHHBIH 3a COep/KAaHHE APXHBA:

- PYKOBOJHMT BeeH JCSTE/IbHOCTBIO apXHMBa, HECET MEPCOHANBHYIO OTBETCTBEHHOCTH 3a
CBOCBPEMEHHOC H KQ4YCCTBEHHOE BBIMOJIHCHHE BO3JIOKEHHBIX HA apXHUB 3a/1a4 ¥ (DYHKLHII;

- BHOCHT PYKOBOJCTBY OPraHH3allii 11PEUIOKEHHS M0 COBEPIIEHCTBOBAHUIO PabOThI
apxuBa;

- YHacTBYET B IIOJIFOTOBKC MPHKA30B, PACIOPSKEHUH H MHBIX JIOKYMEHTOB, KaCAIOIIHXCS
BO3JI0KCHHbBIX Ha apXHMB 3a/1a4 ¥ ()YHKILHIi;

1.8. Craya B apxuB Hajuiexkaie opOpPMICHHBIX IOKYMEHTOB BO3JAraeTcs  Ha 3aMecTHTElel
AHUPEKTOPA, IIaBHOTO OyXraiTepa KoJuleuka, APYrHX JHIL U3 YHC/Ia COTPYIHHKOB, HA3HAYEHHBIX
[IPHKA30M JIMPEKTOpA.

1.9, ApXHB OCYLIECTBIISET CBOIO JAEATEILHOCTD BO B3aHMOICHCTBHH ¢ JPYTHMH
CayKOaMH 1 [0/1pas/ie/ieHUAMH KOJLIEe/IKa, a TaKKe B IIPe/ielax CBOeH KOMIETEHIIHH CO
CTOPOHHUMH OpraHH3aIMsIMH.

2. CocTaB 10KyMEHTOB apxXHBa

2.1 ApXHB KOJlIe/IKa IIPHHEMAET Ha XpaHEHHe TOJIBKO 3aKOHUCHHbIE
AC/IONPOH3BO/ICTBOM  J1€/1a BPEMEHHOTO0, IOCTOSHHOTO XPAHEHHS | 110 JIHYHOMY COCTaBY.
OTBETCTBEHHOCTD 3a KAYECTBEHHYIO MOATOTOBKY 1€/ /ISl C/IauH B apXHB HECYT PYKOBOJIHTEIIH
N0/Ipa3Ie/ICHHH (110 HANIPaBJICHUSAM ) KOJIJIe/1Ka

2.2. Craasaembie j1e/1a 101KHBI ObITE OGOPMIIEHBI B COOTBETCTBHH ¢ OCHOBHBIMH
[paBHjIaMu paboThl apXHBOB Opranu3auii 1 [TosokeHHeM 0 1eT0MPOH3BOACTEE.

2.3, Jlnunbie siena oGy4alOMMXCS CIAIOTCS MOAMTHIMH B OT/e/IbHbIE MAKH Ha Ka’K10ro
HC/I0BEKA HJIH TICPEITICTCHHbIC B OT/IC/IbHbIC TOMA, I71€ OHH COCPE0TAYMBAIOTCA 10 TPYIIIAM, B
CTporom aiipaBuTHOM nopsiike. B Kax10M ToMe 10mKHA OBITH COCTABICHA BHYTPEHHSIS1 OITUCh.
Jlnunble ae1a 0GOPMISIOTCS B BHE OTACIBHBIX NANOK H COCPE10TAYHBAIOTCS B KopoOkax. B
KaK/10# KOpPOOKe J10J1KHA ObITh BHYTPEHHSIS OMKCH e B CTPOTOM aihaBHTHOM HopsiJIKe.

2.4, Bbinyckuble kBaHUKAUHOHHbIE paGOTHI 00y4aloLnXCesl C1Al0TCs B apXUB COIVIACHO
OIIMCH, B TPEX/IHEBHBIH CPOK 10CIIE MX 3ALUMTHI 110 yueOHbIM rpymnnam. Omuch cOCTaBIACTCS B 2- X
JK3EMILIAPAX, O/IHH U3 KOTOPBIX 110C/IC MPHEMA ¢ PACIIMCKOi OTBETCTBEHHOTO JIMIA 3a COJlepiKaH e
dpXHBa BO3BPALLIACTCS CAATUHKY. A NICPBbII IK3EMILISAP XPAHUTCS B JIe/IaX 110 BEEHHIO apXHBA.

3.IlpaBa u 0TBETCTBEHHOCTH PAGOTHHKOB apXHBa

3.1. PaGoTHHKH apxHBa MMEET NpaBo:

- NOJIYHaTk MOCTYNAIOUIKE B OPraHN3aLMIO JIOKYMEHTBI U HHblE HH(OPMAIHOHHbIE
MatepHalbl 110 CBOEMY NPOQGHIIIO ACATCILHOCTH 18 O3HAKOMJICHHSL. CHUCTEMATH3MPOBAHHOIO yyeTa
H HCII0JIb30BaHKs B padoTe:;

- 3alpallluBaThk W MOJy4aTh OT PYKOBOAWTEIEH 01pasaeneHnii (1o HalpaBIeHHsM)
HH(OPMALHIO, HEOOXOMMMYIO JUIs BBITIONHEHHS BOIOKEHHBIX Ha HEro 3a1a4 | (byHKIMIA:
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OCYHICCTBIATE B [IpeAC/iaX CBOCH KOMIETEHIIMH POBEPKY H KOOPAMHALIHIO
ACHTCALHOCTH MOAPA3ACICHHIT yUPEKIEHHS 110 BOIPOCAM JIe/I0NPOH3BOICTRA H apXHBHOTO jies1a, 0
PE3yJIbTaTax NpoBEPOK AOKIA/IbIBATE AHPEKTOPY KOJLJIC KA:

- BHOCHTb NIPCIUIOKCHHSA 110 COBEPILEHCTBOBAHUIO (DOPM H METO10B padOThl apXUBaA U
VUPEKICHHUS B LIE/IOM:

T YHACTBOBATL B COBCLIAHHMSAX IIPH PACCMOTPEHHH BOIIPOCOB, OTHECEHHBIX K KOMITCTCHLIHH
apxusa.

2. OTBeTCTBEHHBIN 3a Co/epKaHIe apXHBa HeceT MEPCOHAJILHYIO OTBETCTBEHHOCTD 34:
BBIMOJIHCHHE BO3JIOKEHHBIX HA apXUB (PYHKIMIT 1 3a/1au;

- OPranu3auuio padoThl ApXHBA, CBOCBPEMEHHOE H KBATH(HLHPOBAHHOE BHITONHEHHE
[IPHKA30B. paCHOPSKCHHI, IIOPYYeHHIT BBILICCTOALIErO PYKOBO/ICTBA. JCHCTBYIOUIHX HOPMATHBHO-
IIPABOBBIX AKTOB 10 CBOEMY TPO(GUIIIO JIeSTEIBHOCTH:

- COOIIOCHHE IPABHII BHYTPEHHETO PACTIOPSIKA. CaHUTAPHO- NPOTHBOMHAEMHYECKOTO
PEANUMA, TPOTHBONOKAPHOH OE30MACHOCTH H TEXHUKH H€30M1aCHOCTH:

- BCICHHE JIOKYMCHTALMH, [PE/lyCMOTPEHHOI 1eHCTBYIOUIMMH HOPMATHBHO-IIPABOBbIMH
JOKYMEHTAaMH;

- HPCAOCTABICHHUE B YCTAHOBICHHOM IMOPsi/IKE JIOCTOBEPHOI CTATHCTHYECKOI M HHOIH
HH(OPMaLIHH O JIeSTeIbHOCTH apXHBa;

- TOTOBHOCTDL apXHBA K paboTe B YCI0BUSAX UPE3BbIYAHHBIX CHTYAILHII.

(%)
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