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[Touoxkenue 06 apxuBe

1. O0mpe nonoKeHHst

1.1.Apxus JIOY ocymiectsiser HpHeM. Y4Yel M XpaHeHHEe [JOKYMEHTOB, 0Opa3ylollUxcs B
NpoLECCe ee JACATEILHOCTH, B COOTBETCTBHH ¢ YTBEPKACHHOH HOMEHKIIATYpOH Je.

1.2. ApXMB BXOAMT B COCTAB O1/cid 10KYMEHTalMOHHOro obecne4eHus, HENnoCpPEJCTBEHHO
MNOJYMHACTCH COOTBETCTBEHHO pykopoauTe 0 JJOY (M 0IHOMY U3 €ro 3aMecTUTeNeH ).

13. B cBoeli fesite/lbHOCTH apXHUB DPYKOBO/JCTBYETCH, HOPMATHBHO-IMPABOBBIMM aKTaMH H
METOJMYECKHMH MaTCpHalaMi [0 OpraHH3allly apxXUMBHOIO Jejla M Je/ONpPOU3BOICTBY,
OpPraHU3alUuOHHO-PACIOPSAMTEILEBIMK  JIOKYMEHTaMHd  CaMOH  OpraHu3alldd W HacTOSAIIMM
NIOJIOKEHHEM .

1.4. JlestenbHOCTbL  apxuBa  ocvilecTBIgercd  Ha OCHOBE TEKYLIero M IMepCHeKTHBHOIO
IUIAHUPOBAHMS, COUETAHMA ©/1H1I0Ia%Id B PCLUICHHY BOMPOCOB CilyKeOHOH AEATE/IbHOCTH H
KOJIJIETHAIILHOCTH 1IPH MX COCY#UICHHN,. NEPCOHAILHON OTBETCTBEHHOCTH YJICHOB 3KCIEPTHOH
KOMHCCHH, 34 HQUIC/KALICe HCIOMICHME BOWIOKCHHBIX HA HUX 00A3aHHOCTEH M OTAEIBHBIX
NOPYYEHHI NpeaceaTenst KOMHCCHHM.

1.5. lpeacearens JKCHEPTHON “OMHCCHH U JIPYTHE €€ YIEHBl Ha3HA4YaloTCA U ocBoboXKaaloTCA
OT BO3JIOKEHHBIX 00s3aHHOCT ¢!t 11pirkasom sapedytomero JJOY.

1.6. Kpannpukaunonunsle  1pehopaiing,  dyuxunosaisibie  00A3aHHOCTH,  [paBa,
OTBETCTBEHHOCTh Npejcearels KOMUCCHH M JIPYTHX €€ 4YICHOB pEerilaMeHTHPYIOTCS
JOKHOCTHLIMH HHCTPYKIHAME. VTREDAIACMLIMH PYKOBOMTEIEM OpraHH3alluy.

1.7. ApXHMB BO3IIaBIISICT IPE/ICC/AATEIb IKCOEPTHOH KOMHCCHH.

1.8. Ilpexcenarenb 9KCNEPTHCH KOMHCCHH:

- PYKOBOJAMT BCEH JICATENLHOCTLIO  apxXiBid. HECeT MEPCOHANbHYI0 OTBETCTBEHHOCTh 3@
CBOEBPEMEHHOE M KAHECTBEHHI0E BLIITOIHEHHS BOVIOKCHHBIX Ha apXHB 3ajia4 ¥ QyHKUM;

- OCYLIECTBIIHET B IPCACiar Choeit koMnelciiiinl (yHKIUHA ynpaBineHus  (IUIaHHPOBAHHA,
OpraHu3alMy. MOTHBAIMI. KOITPOIA ). IPHHIMACT peilieHus. oba3aTenbHble 1JIs BCEX Y/ICHOB
KOMMCCHH.

- pacnipesiensiet (pyHKUMOHAILHLIEC 008 aHilocTH W OTAE/bHbIE MOPYYEHUS MEXY 4ICHaMH
3KCIEPTHOR KOMUCCHH. VUTaHas MBaCT CIellcih MxX OTBETCTBEHHOCTH;

-y4acTBYET B MEPCHEKTHBHOM i TCKVIIEM [1aHHPOBAHHH JICATCJIBHOCTH apXHBa, a TaKXKe B
NOArOTOBKE [IPUKAI0B. PACTIOPIACIIHIT i HHLIX JI0KYMEITOB, KaCAIOUIMXCs BO3JIOKEHHBIX Ha
apxMB 3a/1a4 1 QyHKUHH:



1.9. Ilpencenarens sxenepT ol KOMUCCHM WITH JIMLO, HCHONHSIOLIEE ero 00A3aHHOCTH, HMEIOT
AHMBO MOANHCH AOKYMEHTOR. HallpPaB/IMeMbIX OT HMEHH apxHBa 110 BONPOCAM, BXOJSIIUM B €ro
KOMIIETEHIIHIO.

1.10. ApxUB OCYLIECTBISAET CBOIO ACATC/IBHOCTL BO B3aMMOJCHCTBMM C IPYTHMH clyxk0amMu M
CTPYKTYPHBIMH MOJpasIe/eHHaMy Opradn3alii. a TakKe B Ipejenax CBOeH KOMIETEHUHUH CO
CTOPOHHHMM OpTaHU3alUAMI,

1.11. Hacroduee mnonokende. CoCTaB IKCICPTHOH KOMHCCHMM apXHBa  YTBEpKAalOTCH
pykoBoauteiem J10VY.

2. OCcHoBHBIC 32/1a4H APXHBA

2.1. [puem, yuer 1 XpaHeHHe JIOKVMCHTOR,

2.2, OOecrieyeHre COXPAHIIOCTI JIOKYMEHTOB, 0DCCTIEYEHHE HCMOJIb30BAHUA JIOKYMEHTOB,
XPaHSALIMXCs B apXHBE,

2.3. IMoaroToska 1 8 COOTBETCTBIK C JCUCTRYIOUIHM 3aK0OHO/IATEILCTBOM M€pelaya J0OKYMEHTOB
Ha XpaHEHHWE B rocy/1apCTBEHHbIE APXUBLL.

2.4. [loaroToBka ¥ npeicrasicHe pyKoBoACTBY HH(OPMALIHOHHO-aHATHTHYECKHX MAaTEPUAIIOB
O COCTOSIHMHM M MEPCHCKTHBAX DAIBHTHA APXHEHOIO J/1e71a B OpraHH3alluy.

2.5. CoBepllCHCTROBANKE H RITC/IPCHII? HOBLIX METOLOB OpraHu3alMM paGoThl, B TOM YHCIIE Ha
OCHOBE MCI10JIb30BaH sl COBpEMEHbIX HIlDOpMalOHHBIX TEXHOMOTHH.

2.6. Yyacrue B npejesax cpoci KOMNETEHUHE B [0/IOTOBKE U UCIOJHEHHWH YNPABIEHYECKHX
peleHuit pykosoicrsa JJOY.

2.7. Pemenune MHBIX 33/1a4 B COOTBETCTRUH C LCIAMH OPraHU3aliuy,

1.Ocnonubie yHKIHH apXHBA

3.1. Mnanuposanue, Opramusaiiis 1 KoHTPolh JCATEILHOCTH OPraHH3allid U €€ CTPYKTYPHbIX

NOApa3AeneHuil B 061acTH apXunHol o Jena.

3.2. TlpuemM, peructpaliis. CHCTEMATH3ALMS 1 XPAHEHHE JOKYMEHTOB B COOTBETCTBHH C

YCTAHOBJIEHHbIM MTOPAIKOM.

3.3. Obecneuenue MCHOMBAOBANNS JOKYMEHTOB. XPaHSIUXCA B apxuBe (MH(POPMHUPOBAHHE

PYKOBOJCTBA M COTPYAHHKOB OPIAHM3OIHH O COCTABE M COJEpP/KAHHH JOKYMEHTOB apXMBa,

BblZ@Ya B YCTAHOB/JICHHOM [ODSIKC el JOKYMEHTOB WM HX KONHMM, HCHOJIHEHHE 3alpoCcoB

IOPHAMYECKHX M (DH3HHECKH T 1L VHCT HCIOT L30BAHIS JOKYMEHTOB, XPAHSLIMXCH B aDXHBE).

3.4. ®opmupopaiiie  cnpapotproro  annaparta,  ofIeryaiomero y4yer M HCMONb30BaHUE

apXHBHLIX JOKYMEITORB.

3.5. Koutponb  3a  cBoespeMcililbIM  [IOCTYIUJIGHHEM B apXMB  3aKOHYEHHBIX

AENOMPOU3BOACTBOM JIDKYMCHT 0%,

3.6. Coctapienne 4 HPeicianieinic [OJ0RLY ONMCei Jiesl MOCTOAHHOrO XpaHeHHd W I10
JAUYHOMY — COCTABY 1 DaCCeMOIpenie  SKCNepTHBIY  KOMHUCCHH — OpraHu3alldd |
COOTBETCTBYIOLIErO rOCY IapCTREHHO O apX Hia

3.7.  VYwuacrue B paboTe OKCUCPTHOH  KOMHCCHH OpraHd3ailHM, 3KCMNEPTH3a LEHHOCTH

apXMBHbLIX JIOKYMEHTOB, (QOpMUpORAHie JAOKYMEHTOB B Jejia MOCTOSHHOTO H BPEMEHHOIrO

XpaHEHH .

3.8.  Cocrapiaenue onuceil jen /Uist repe/iadn JOKYMEHTOB Ha XpaHEHHE B rOCY1apCTBEHHbBIE

apXHBbl, aKTOB 00 YHHUTOKC MY 01V HCHTOR. CPOKH. XPAHEHHS KOTOPBIX UCTEKJIH.

3.9. Konrponar 3a  dwspucciing  coer wnyent  JOKYMEHTOB, CBOEBPEMEHHOCTBIO  HX
BOCCTAHOBJCHUA. COOMIOAC T 0 DONCIICEIIY  APXHBA  YCJIOBHH, HEOOXOAMMBIX IS
obecneyeHus COXPAHHOCTH (101 YMEH T Ol

3.12.  Cocrapaenue ycranopiciini STUETHOCTH. yHeT BblIayd apXMBHBIX CHpPaBOK W e,

€KErOAHOE MPCJACTABTCHME & CONTROTCTRVIONIMI TOCY/1APCTBEHHbIH apXHB CBEJIEHUH O COCTaBE
1 00BbeMe JOKYMEHTOB M0 ycranopiennoi dopme



3.13. VYuacrue B paspalorie ronowc il 1 MHCTPYKIMHA 110 BEJEHHIO JENONPOU3BOACTBA H
OpraHu3alii apXuBHOro Jiena

3.14. VYuaciue B OpOBEACHIH MEDCTIDHATIE 110 [OBBIIEHHIO KBalH(pHKALMK pabOTHUKOB
CaysObl J1eN0IPOUIBOJICT BA.

3.15. OcyuiecTBicHHe B npejaenax CBoel KOMIIETEHUHH WHBIX (DYHKIMH B COOTBETCTBHH C
HENAMH H 3a/ilauaMi OpraHu3alimuy.

d.Tpaga v oTneTeTrREeHHOCT

4.1. ApXuB HMEET 11paBo:
- mojyyath [OCTYNAIOMIHG B OPraHH3aiiio  JOKYMEHTbl W HMHBIE HMH(pOPMALHMOHHbIE
MaTepHaibl 110 CBOEMY PO DIIC e Teibioc 4 Ul 03HaKOMIICHHS, CHCTEeMaTH3MPOBaHHOIO
YUeTa U HCITONL30BAHMS B DAOCTI
- 3anpalmiBaTh W 1osyunth o1 pyveoBojutetd JIOY W oee CTPYKTYpHBIX MOApa3AeNieHH#H
MH(POPMALIMIO. HEOOXO MMy JUIH BLITOHEHI BOSTOKEHHBIX HA HEro 3a1a4 i QyHKLHAH;
-BHOCHTb [PEUIOKCHHS 110 COBEPLICHCTBOBANIO (opM M MeToAoB pabOThI apxWBa H
OpraHM3alliy B HEJIOM:
- Yy4acTBOBATL B COREIIANMIN (IpM DACCMOTDEHHH  BONPOCOB., OTHECEHHBIX K KOMINETEHLMH

apxuea.
4.2. OTBETCTREHHbIH 38 apxik 11CCET NCP OHATR YIO OTBETCTBCHHOCTD 34!
= BBIIOJIHEHHEC BOBIOMKEHIILIX 114 Apx1R (pyrkIirii o 3ajau;

1

- OpraHu3ailifio patoTh! apxiti, CnoespCeoe i KM HUHPOBAHHOE BbIIIOJIHEHHE IPUKA30B,
paclopsKeHHH. TOPYUeHMil BLIUECTOALEr0 PYKOBOZICTBA, AECHCTBYIOLIMX HOPMATHBHO-
NPaBOBbLIX @KTOB [0 CBOEMY 1POGHIIIO JIeATEIIbHOCTH,;

- BEAEHHE JIOKYMCHTQMM,  ieiycuoIpennoil  AeliCTBYIOIHME  HOPMATHBHO-N1PAaBOBLIMH
JOKYMEHTAMM!

- IPEIAOCTABICHHE B  YCTalowICHHoM  [IOPd e JIOCTOBEPHOR CTATHCTHYECKOH M HMHOH
HHPOPMAIIUHU O TEATENLIOCTH APX MBI

- TOTOBHOCTL apXHBa & padoie i VeI0nHyX UPCABLIYAiHLIX CHTYallHH,

- IpelocTaBiieHe B YCTanOBICHIOM  [OPAIKC  JIOCTOBEPHOH CTATHCTHYECKOM U HHOH

HHPOPMALIHH O JCs TCIBLHOCTH AP 1

- FOTOBHOCTh apXMBi K pato1e & VeIonusx upcinuidaiiibIX CHTYalHi.

- |

LA RIIINUETENB I LIE IT0JI0KeHHS,
5.1. HacTosiiee nonoxenune BCTViiaer i cpjly ¢ MOMEHTA €ro yTBEPKAECHHA PYKOBOJIHTENIEM.

5.2. MameHenus i JCodie iy i HacTOs e MoloKeHHe BHOCATCA B COOTBETCTBHH C
H3MEHEHHEM TpebonaHuil aeic nytollere 3aKk0H01aTeILCTBA.

5.3. Ionoxenue 06 apxupe pcitctnyer ao npuidtis nosoro ITonoxenus.

5.4. Cpok JeHCTBHS MO0 us (e or panuvert, TonoxeHue 1eHCTBYET A0 [IPHHATHSA HOBOTO.



