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1. O6mue moa0xKeHUs

1.1. Apxus obpasoBarenpHoi opranmsanuu (nanee — OO) co3naH i XpaHEHHUS JOKYMEHTOB,
o6pasylomuxcs B e¢ NeATeNbHOCTH, & TAKKe 3aKOHYCHHBIX NETONPOH3BOACTBOM IOKYMEHTOB
IIPAKTHYECKOrO Ha3HAYEHUs, UX 0TOOpa U y4eTa.
1.2. B cBoeit gestensHOCTH apxuB OO pykoBoacTByeTcs DenepaabHBIM 3aKOHOM OT 29.12.2012
Ne 273-®3 «O6 o6pasoBanuu B Poccuiickod Oexepanum, OenepaIbHEIM  3aKOHOM OT
22.10.2004 Ne 125-®3 «OG apxuBHOM nene B Poccumiickoit Peznepanuny», HOPMATHBHBIMH
IIPaBOBBIME aKTAMH M METOIMYECKHMH peKoMeHIauusmMu DeeparbHoro apxuBHOro areHTCTBa
(manee — PocapxuB), HOpMaTHBHEIMU NPABOBBIMA aKTaMH M METOAUIECKUMHU PEKOMCHIAIMAMH
cyObekTa PO, YcTaBOM U JIOKAIBHBIMYE HOPMATUBHBIMU aKTaMH 00, macrosmuM [Tonoxenuem.
1.3. Hactosmee ITonoxenue pa3paboTaHO Ha OCHOBAaHHH [IPHMEPHOTO MOJOXKEHHS 00 apXuBe
YUpEXIEHHUS, OPTaHM3AlMY, IPSANPHUATHS, YTB. npukasoM KomureTa 1o jenaM apXuBOB IPH
[IpaBuTensCTBE P® ot 18.08.1992 Ne 176, yreepxnaercs pykoBoguTenem OO.
1.4. OG6pasoBaTenbHAs OpraHU3alMs OOECIEYMBACT AapXMB HEOOXOMMMBIM TMOMEIICHUCM,
000pyIOBaHUEM U KaJpaMH.
1.5. Apxus OO BO3IVIaBIAET OTBETCTBEHHBIM 33 apXUB, KOTOPBIM HA3HAYAETCs IIPHKA30M
pykooxuTens OO ¥ MOZYAHSETCS HEIoCpeacTBeRHO pykosoauTeo OO.
1.6. ApxuB paboTaeT IO IIaHy, YTBEPXXICHHOMY PYKOBOIUTEIICM OO, ¥ oTYHTHIBACTCA IEPEN
HKM B cBoeit pabore.

2. 3agauu U GyHKIHMH apXuBa
2.1. OCHOBHEBIMH 3a/IadyaMU apXHBa SIBJIAIOTCA: |
2.1.1. KOMIUIEKTOBaHHE apXHBa 3aKOHYCHHBIMH Aenonpou3BoacTBOM OO JOKYMEHTaMH, COCTaB
KOTOPBIX PEIYCMOTPEH pa3zieNioM 3 HacTosmero 11070KeH .
2.1.2. Vuer, obecle4eHHE COXPaHHOCTH, CO3JaHMEC HAy4HO-CIPABOYHOrO  ammnaparta,
HCTIOB30BaHHe HOKYMEHTOB, XPAHAIIXCS B apane.'
2.1.3. OcyIIecTBIEHUE KOHTPOJIS 33 POpMEpPOBaHUEM H OQOPMICHHEM JIEI B IENONPOU3BOACTBE
00.

2.2. B COOTBETCTBHH C BO3JIOXKCHHBIMH Ha HEro 3ajadyaMy apx#B OCYIICCTBIACT CICAYIOIHC
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byHKIMN:
2.2.1. TlpuHEMaeT He MO3JHEe, YeM HYepe3 JBa rofa MOC/Ie 3aBEPLICHHS NENONPOM3BOICTBOM,

VUIHTHIBAET M XPAHUT NOKYMEHTHI NOJTOBPEMEHHOTO XPaHEHHMS W TO JIMIHOMY COCTaBY,
0GpaGoTaHHBIE B COOTBETCTBHH C TPEOOBAHHAMH, YCTAHOBICHHBIME POCapXHBOM.

2.2.2. CocraBisfeT M MpENCTaBiseT He INO3JHEE, YeM uepe3 [Ba roja IIOCIC 3aBEpLICHHUA
JJIOIPOU3BOJICTBOM TOJJOBBIC PA3/eNbl OMMCEH JeN IO JMYHOMY COCTaBy Ha PacCMOTPEHHC

skcrepTHON KomucenH (qanee — OK) OO.




2.2.3. OcyIIecTBIIsIET y4eT i 00ECIEUHBAET MOIHYI0 COXPaHHOCTh IIPHHATEIX HA XPaHCHHE AL
2.2.4. Co3aaer, MOIOJIHSAET ¥ COBEPIICHCTBYET HAay4HO-CIIPABOYHbIN annapar K XpaHAIMMCS B
apxuBe Jie7laM U JOKyMEHTaM.
2.2.5. Opraau3yeT UCIOJIL30BAHKIE JJOKYMEHTOB!
- urdopmupyet pykoBozacTBo OO o cocTaBe u conepKaHUH JOKYMEHTOB apXHBa,
- BBUIACT B YCTAHOBIICHHOM IOPSIIKE J€Na, NOKYMEHTHI WM KOIUH JIOKYMEHTOB B IICISX
CITy’KeBHOTO ¥ HayYHOTO UCIOIb30BaHHs, Vs pabOTH! B IOMEIICHHUH apXHUBa;
- JCIIOJIHSAET 3aIpOCHl OpPraHU3alil U IpakaaH 00 yCTaHOBJICHUM TPYAOBOIO CTaXa M JAPYIHM
BOIIPOCAM COLMAIBLHO-TIPABOBOTO XapakTepa, B YCTAHOBICHHOM IMOPSAKE BBIIACT KOIHH
JIOKYMEHTOB ¥ apXUBHBIE CIIPABKH,
- BeJIeT yUeT UCIIONIb30BaHuUs JOKYMEHTOB, XpaHIIMUXCS B apXHBE.
2.2.6. TIpoBomUT SKCIEPTH3y IIEHHOCTH IOKYMEHTOB, XPAaHAIIMXCA B apXWBe, Y4acCTBYCT B
pabote OK OO.
2.2.7. Oxa3plBacT METOAMYECKYI0 IIOMOIIb OTBETCTBEHHBIM 32 JCJIOIPOM3BOJICTBO B
COCTABJIEHHH HOMEHKJIATYDHI e, KOHTPOIUpPYeT [IPaBUIbHOCT GOpMUpPOBAHKS U OQOPMICHHS
JIe1 B AEJOIPOM3BOICTBE, & TAK)Ke IOArOTOBKY 161 K nepenade B apxus OO.
2.2.8. YuacTByeT B NPOBEIEHHH MEPONPHATHI IO NOBHINIEHHIO KBATH(HUKAIIH pabOTHHUKOB
(OTBETCTBEHHBIX 3@ aPXHB H AeI0Npou3BoacTBo B O0).
3. CocTaB J0KYMEHTOB apXuBa
B apxuB nocTynarorT:
3.1. 3aKoHYeHHbBIC [EIOIIPOM3BOACTBOM ITOKYMEHTEI BpeMeHHoro (cBpmme 10 1er) cpoka
XpaHeHus, HeOOXO[UMBbIE B IIPAKTHYECKOH ACATENHHOCTH, NOKYMEHTBI IO JIMYHOMY COCTaBy,
obpazoBasiirecs B pesyinbrate aesarenbrocta OO.
3.2. JIOKyME€HTHl IIOCTOSHHOTO XpaHeHHs (€CM YHYPEXICHHUC-TIPEAMECCTBEHHUK OBLIO
HCTOYHHKOM KOMILTEKTOBAHHS TOCYIAPCTBEHHOTO MM MyHULUIIATEHOTO apXHBa) U 10 THIHOMY
COCTaBY YUPEKICHUM-IPEIIIECTBEHHUKOB.
3.3. Hay4Ho-cIipaBO4HBIH anmapar K JOKyMEHTaM apXuBa.
3.4. Jlnugsie Gorasr pabotaEKOB OO.
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4. IlpaBa u 0613aHHOCTH OTBETCTBEHHOI0 32 APXHB
Jist BEIIONHEHMS BO3JIOKEHHBIX Ha HEro 3a1ad M (yHKIMH OTBETCTBEHHBIA 32 apXHB HMECT
IpaBo U 00s3aH:
4.1. KOHTpOIHpPOBATh BHIIOJIHEHHE YCTAHOBIEHHBIX PABU/ pAGOTHI C JOKYMEHTaMH B 0OO0.
4.2. 3anparmmBath ot coTpyaHuKoB OO cBeneHus, HEOOXOMUMBIC UL paboThI apxuBa.

4.3. JlaBaTh pa3bACHEHHUs U PEKOMEH/IAIMH [I0 BONPOCAM, BXOASIIIIM B KOMIICTCHIIMIO apPXUBA.




5. OTBETCTBEHHOCTDH 32 GYHKIMOHHUPOBAHHE APXHBA
5.1. OTBETCTBEHHOCTh 3a HAJJIEXalllee U CBOCBPEMEHHOE BBIIOJIHEHHME apXHUBOM 33134y U
dyHKIWMi, IpeIycCMOTPEHHBIX HacToAmuM [lonoxeHneM, HeCeT U0, OTBETCTBEHHOE 32 apXUB.
5.2. OTBETCTBEHHEIE 3a BEICHHE JEIONPON3BOACTBA, IIOATOTOBKY U IIPEICTABICHIE JOKYMEHTOB
Ha XpaHeHHe B apXuB, HasHayaroTcs pykoBoauteeM OO.

5.3. KoHTpOIb 32 JIEATENLHOCTHIO apXiBa OCYIIECTRseT pykoBoautens OO.
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