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1. O0mue moJioKeHust
1.1 B wmensx CBOEBPEMEHHOIO NpHEMA OT CTPYKTYPHBIX MOAPA3ACIICHUI
KOJUIE/DKA ~ APXMBHBIX JOKYMEHTOB, OOECIICUEHUSI WX Y4Y€Ta, COXPAHHOCTH,
YHOPSAOUYECHHSI M MCMONBb30BAHUS B COOTBETCTBHM C¢ «OCHOBHBIMH MpaBUJIAMHA
paboTBl ApXMBOB OpraHM3alK» M MOATOTOBKE K TNepeaadye JOKYMEHTOB Ha
NOCTOSTHHOE XPAHEHUE, B KOJUIE/HKE CO3[aH apXHUB.
1.2 Paloty B apxuBe KOJUIE)KA, B COOTBETCTBUU C BO3JIOKCHHBIMH 3a/la4amH,
OCYILECTBISIET OTBETCTBEHHBIA 3a apXWB, HA3HAYEHHBIA NPHUKA30M IUPEKTOpa
KOJUIEIDKA.
1.3 Komnemx  obecrieumBacT  apXxMB  HEOOXOIMMBIM  MOMELICHUEM,
000pyI0OBAaHUEM.
1.4  ApxuBapuyC KOJUIEIDKA HECET OTBETCTBEHHOCTh 34 HAPYLICHHE HOPM,
YCTaHOBJICHHBIX HACTOSIIIIAM TOJIOKEHUEM.
1.5 ApxuB SBASETCS CTPYKTYPHBIM MOAPA3JCICHAEM W HENOCPEACTBEHHO
NOTUYUHSIETCS TUPEKTOPY.

2. 3apaum apxuBa

OCHOBHBIMY 331a4aM¥ apX1Ba KOJIJIEIKA SIBIISIFOTCS

2.1 KoMmIekToBaHHe apxvBa JOKYMEHTaMH, COCTAaB KOTOPBIX MPEAYCMOTPEH
MOJIOKEHUEM 00 apXHUBE;

2.2 Vet u o0ecneyeHne COXPAaHHOCTH TOKYMEHTOB;

2.3 Co3panue HayvYHO-CIPABOYHOIO armapara K JOKYMEHTaM apxuBa,

2.4 Hcnoyib30BaHUE XPAHSAILMXCS B APXUBE TOKYMEHTOB;

3. @PyHKUMHU apXUBa

B nensx BBIMOJIHEHUS OCHOBHBIX 3a/1a4, APXUB BBIMOJIHACT CACAYOMUE PyHKINK:
3.1 Beaer coucKkM  CTPYKTYPHBIX MNOAPA3ACICHUN KOIEIKA — HMCTOYHUKOB
KOMIUICKTOBAHHUS apXUBa,

3.2 llpuHHMMaeT YMOPSIOYECHHBbIE JOKYMEHTBHI CTPYKTYPHBIX MOIpa3AciICHUI
OpPraHM3allA KOJIEHKA — MCTOYHUKOB KOMITJIEKTOBAHMSI ApXHBA,

3.3 VuutelBacT U 00€CNEUYMBACT COXPAHHOCTh MPUHATHIX B APXHUB JOKYMEHTOB,
3.4 Co3maer ¥ NMOAACPKMBACT B AKTYAIBHOM COCTOSIHMM HAy4HO-CIIPABOYHBIN
anmnapar K JOKyMEHTaM apXHBa,

3.5 Opranuzyer uH(PopManOHHOE 00CTY>)KUBAHUE PYKOBOAMTENS U CTPYKTYPHBIX
NOJPA3AEICHUN KOJUIE/DKA, OCYIIECTBIISET HCIOIB30BAHUE JOKYMEHTOB IO
3ampocaM OpraHM3alvii W YaCTHBIX JIML, B TOM YHMCJIE COLMAIBHO-IPABOBBIM
3armpocam rpakAaaH, BEAET YUET U aHAIN3 UCTIOJIb30BAHNS,

3.6 [IpoBoauT  3KCHEPTH3Y LEHHOCTH W OCYILECTBISET  KOMILIEKC
OPraHM3ALMOHHBIX WU METOJMYECKUX MEPONPHUITHN MO mepeaadye AOKYMEHTOB Ha
NOCTOSTHHOE XPAHEHUE,

3.7 OcCyllEeCTBISET NPOBEPKY MPABUIIBHOCTH (POPMHUPOBAHUS 1 O(POPMIIEHHS IET B
CTPYKTYPHBIX NOAPA3ACIECHUSIX OPraHU3alui — UCTOYHUKAX KOMILJIEKTOBAHUS,



3.8 VYwuactByer B opranm3zanu paboThl MO COCTABJICHUIO HOMEHKJIATYPbI JEN
KOJUIECIDKA,

3.9  Okxa3plBacT METOAMYECKYK) W MPAKTHUYECKYH) TMOMOLIb CTPYKTYPHBIM
NOIpa3AciICHUsIM B Pa0OTE ¢ JOKYMEHTAMH,

3.10 VYuyacTtByeT B pa3pabOTKE HOPMATUBHBIX M METOJUYECKUX JAOKYMEHTOB IO
APXUBHOMY JETY W JOKYMEHTALMOHHOMY OO€CIICUEHHIO YITPABIICHUS,

3.11 VYwyactByeT B MPOBEACHHH MEPOINPHUSATHI MO MOBBIICHUIO KBAaTU(UKALUU
apxuBapuyca M CIIy>KObl JTOKYMEHTALMOHHOTO OOECIECUEHHs YIPABJICHUS, B TOM
YHUCJIE B OPraHUA3aLUsAX — UCTOYHUKAX KOMIUIEKTOBAHUS apXUBA.

4. IlpaBa u 00SI3aHHOCTH

4.1 TpeboBaTh OT CTPYKTYPHBIX MOAPA3ICICHUNA CBOCBPEMEHHON Mepenayn B
apXuB JOKYMEHTOB B YIOPSAOYEHHOM COCTOSIHUM COTJIACHO HOMEHKIIATYPE M,
4.2 KouTponupoBaTe npaBuia padoOTel € JOKYMEHTAMH B CTPYKTYPHBIX
MOAPA3AETICHUSAX U OPTaHU3ALMAX — KCTOYHMKAX KOMIUIEKTOBAHUS APXUBA,

4.3 3anpammBark OT CTPYKTYPHBIX MTOAPA3ACTIEHUI U OPraHUu3alyii - HCTOYHUKOB
KOMIUIEKTOBAHUS HEOOX0UMBIE [T paOOThl apXUBa CBEACHHS,

4.4  VY4yacTBOBaTb B MEPONPUATHAX, MPOBOAUMBIX DenepanbHOi apXUBHOMA
ciny:x00ii  Poccum, opraHamMu  ynpaBlICHUST ApPXMBHBIM — JIEJIOM  CYOBEKTOB
Poccuiickoii denepanvu, peaepanbHbiMu apxuBaMu Poccuiickoii denepaiuu, mno
BOMPOCAM apXMBHOTO J€JIa U TOKYMEHTALIMOHHOTO 00ECIICYEHMS YIIPABIICHUS.

4.5 Y4uuThIBaTh BCE XPAHALIMECS B apXHMBE KOJUIEIKA JOKYMEHTHI, B TOM YHCIIE
HEOMUCAHHBIE W HENpO(WIBHBIE Ui apXWBa, a4 TAaKXKE CTPAXOBBIE KONWHU
JOKYMEHTOB, KOMHMHM ()OHIA MOJIb30BAaHWS (MPU HAIMYMM) M OMHCHA JE1 U
JIOKYMEHTOB.

4.6 OCyLIECTBIIATh YYET TOKYMEHTOB ApXuBHOTO (poHma Poccuiickoiit denepanum,
BPEMEHHO XPAHALIMXCA B AapXMBE KOJUIEIKA, B TMOPAIKE, ONPEACICHHOM
PermaMeHTOM TOCYyJIapCTBEHHOTO yuYeTa JOKYMEHTOB ApXHMBHOro (hoHza
Poccuiickoi denepanuu, 1 NPEACTABIATh YUETHBIE CBEACHUS B COOTBETCTBYIOILEE
APXUBHOE YUPEKICHHE.

4.7. Y4eTr npou3BOAMTH MyTEM MPUCBOCHHUS APXUBHBIM JOKYMEHTaM (EIUHHULAM
yueTa, €AMHHUIIAM XPAHEHUS) YUETHBIX HOMEPOB, SBIISFOIIMAXCS YACThI) apXHUBHOIO
mrdpa ¢ BEACHAEM YUETHBIX JTOKYMEHTOB:

- QKTOB yue€Ta MOCTYIUJICHHS W BBIOBITHS JOKYMEHTOB ([UIsl YY€Ta B APXHBE
KQKIOrO MOCTYIJIEHUS W BBIOBITUS JOKYMEHTOB, a4 TAK)KE KOJTMYECTBA M COCTaBa
JOKYMEHTOB, TOCTYNMBIIMX HA XPAaHCHHE M BBIOBIBUIMX 34 OMPEACICHHBIN
XPOHOJIOTUYECKHI MEPUOT BPEMEHH, COCTOSTHUS KX OTHCAHUSA ),

- cnucka (POHAOB (ISl PETUCTPALlK MPUHSTHIX HA XPAHEHUE apXUBHBIX (POHIOB U
APXMBHBIX KOJUICKLMI, TPUCBOCHUS MM HOMEPOB, yde€Ta KOJIMYECTBA U COCTaBa
apXUBHBIX (POHIOB W APXMBHBIX KOJUICKIMHA, HAXOAAIIMXCS HA XPAHCHUU H
BbIOBIBIINX ),

- omucu nen (Aas MOSAMHWYHOTO M CYMMAapHOTO y4deTa CIWHML, XPaHEHUS,
3aKPEIUICHAS TIOPsJKA CUCTEMATU3ALMKA CAVHML XPAHCHHUS, YYeTa U3MECHEHUI B
cocTaBe U 00bEME TOKYMEHTOB, BKJIFOUCHHBIX B JAHHYIO OMHKCH ),



- peecTpa omMced — Ui PErucTpali ONMUCEd Jen M JAOKYMEHTOB, y4eTa WX
KOJIMYECTBA M COCTABA,

- TUCTA-3aBEPUTEIIS IENA — JJISl yUETa KOJTMYECTBA JIUCTOB B ACTIE.

4.8. BecTn BCIOMOTATEIbHBIC YUETHBIC TOKYMEHThI: KHUTH Y4eTa €] MO JUYHOMY
COCTaBYy, BHyTPCHHHE OMMCH JENT U T. 1.

S. CocTraB JOKYMEHTOB apXHBa H CPOKH HX XPAHEHUA

B apxuB noctymnaror:

5.1 3akoHYcHHBIE JEJOMPOA3BOACTBOM JIOKYMEHTBI ITOCTOSIHHOTO
XPaHEHHS], oOpa3oBaBIIMECS B CTPYKTYPHBIX MOAPA3ACIECHUSAX KOJUIEIKA,
JOKYMEHTBI ACATEIbHOCTH BPEMEHHOro (cBeime 10 JeT) cpoka XpaHEHwus,
HEOOXOMMBIC B TPAKTUYECKON ACITENbHOCTH, JOKYMEHTBI MO JTUYHOMY COCTABY.
Jlesia BpEMEHHOIO XPaHEHUsl CO CpOKaMu xpaHeHus A0 10 jer nepenade B apxuB
KoJule/pka He mnojiekar. OHM XpaHATCS B CTPYKTYPHBIX MOAPA3ACICHUAX
KOJUIEIDKA W 110 UCTEYEHUHU CPOKOB XPAHEHHSI MMOIEKAT YHUUTOKEHUIO.

6. OTBeTCTBeHHOCTDH

ApPXHB COBMECTHO C PYKOBOJUTEIEM OPraHU3alii HECET OTBETCTBEHHOCTD:

6.1 3a HecoOMmoIEHUE YCIOBHA 00ECTIEYEHHSI COXPAHHOCTH JOKYMEHTOB,

6.2 3a yTpary U HECAHKUMOHUPOBAHHOE YHUYTOKEHUE TOKYMEHTOB,

6.3 3a He0OOCHOBAHHBIH OTKA3 B MPUEME HA XPAHCHUE TOKYMEHTOB MOCTOSIHHOTO
XPaHEHUs U MO JMYHOMY COCTaBy OPraHu3aluu, MpH JUKBHJAUUN OPraHu3aluu
WJIA U3MEHEHUHU (POPMbI COOCTBEHHOCTH,

6.4 3a HapylIeHUE MPABWIT UCMOJIB30BAHUS JOKYMEHTOB U JOCTYNA MOJIb30BATENEH
K JOKYMEHTaM, YCTAHOBJIEHHBIX 3aKOHOJATEIBCTBOM.

7. B3auMOOTHOIIIEHUSA U CBA3H

Jlns BEIMOMHEHNS PYHKIMNA W peann3anuu npas, ApXuB B3aUMOACHCTBYET:

7.1 C  nompa3meneHHMssMM  KOJUIEIDKA, IO  BONpPOCaM  OpraHv3arnuu
LEHTPAIM30BAHHON COTTIACHO rpaduKy crayv padoyeil JOKyMEHTALMM B apXUB C
0(pOPMJIEHUEM COOTBETCTBYIOIIMX AKTOB.

8. Opranmsanust paGéoThI

8.1 ApxuBapryc Ha3HA4acTCs HA JOJDKHOCTb M OCBOOOXKIAETCS OT AOKHOCTH
IPUKA30M JUPEKTOpa KOUIEDKA MO IPEACTABICHHUIO  COOTBETCTBYIOLIUX
JOJDKHOCTHBIX JIMLL.

8.2 ApxuBapuyC OpraHumzyer padoTy apxuBa W HECET MEPCOHATBHYIO
OTBETCTBEHHOCTH 34 BBINOJHEHUE BO3JIO)KEHHBIX HA APXUB 33/1a4.



