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ITOJIOXEHUE
00 apxuBe MYHHIMIIAILHOTO GI0/DKETHOTO JOIIKOIBHOrO 00pa30BaTeIbHOTO yapexaeHus Ne37
«PomHru0K»

1. OBIIUE ITOJIOXEHU A

I.I. B nessix CBOCBPEMEHHOr0O NpHEMa apXMBHBIX JOKYMEHTOB OT CTPYKTYDHBIX IIOJPa3/eIeHH i
WIH JIPyTHX MCTOYHHMKOB, KOMIUICKTOBaHHUs, OOECIIEYEeHHs UX ydeTa, COXPAHHOCTH, YIOPSHAOYECHHs U
HCIIOJIb30BAHMA B COOTBETCTBHH C HacTosumM [losioxkenneM u noAroToBKM K nepejiade JOKYMEHTOB Ha
nocrosuHoe xpaenue B MBJIOY Ne 37 «Poxundok» (nanee - Opranusauus) cosraercs ApXuB.

1.2. Opranusauus obecnieanBaer ApXHB HEOOXOMMBIM OMEIIEHHEM, 06OPY/IOBAHHEM H KaJ[paMi.

1.3. PaGoTHukn ApxuBa JeHCTBYIOT Ha OCHOBAHMHM HACTOSIIEro I10JOKEHUs, YCIOBHIl TPYIOBEIX
JIOTOBOPOB U JIOJDKHOCTHBIX MHCTPYKIIMA.

1.4. ApxuB co3/1a€TCsl JUIsl BBIOJIHEHHS CIIEAYIONMX (YHKIIHOHAIBHBIX 3a/1a4:

- OCYNIECTBJICHHE IIpUEMA, y4Y€Ta M XPaHEHHS JOKYMEHTOB, OOpa3ylOIMXCsi B IPOLECCE
AesrenbHOCTH  OpraHu3allid, B COOTBETCTBHH C JIEUCTBYIOIIMM 3aKOHOJATEILCTBOM POCCHICKOIM
denepaluy;

- OCYLIECTBJICHHE 0TOOPA, MOArOTOBKH M NEPEIavH JOKYMEHTOB Ha XPAaHEHHE B TOCY/IapCTBEHHBIE
apXMBBI B COOTBETCTBHH C JICHCTBYIOIINM 3aKOHOIaTeIbCTBOM Poccuiickoii Mejiepanuu;

- OCYIIECTBJICHHE OPraHU3alMOHHO-METOMYECKOI0 PYKOBOJCTBA JIEATEIBHOCTBIO CTPYKTYPHBIX
nojipaszyiesicHnii Opranusanuu B 061aCTH JISTONPON3BOJCTBA U APXMBHOI'O JIEJIA;

- o0ecreyeHne COXPaHHOCTH JIOKYMEHTOB, CO3/laHHe HAayYHO-CIIPABOYHOTO armnapaTa, obecrieueHne
MCII0JIb30BAHMs JIOKYMEHTOB, XPaHSIIMXCSI B APXUBE;

- NOArOTOBKA M IPEJICTABICHHE PYKOBOACTBY MH()OPMAIMOHHO-aHAINTHYECKHX MAaTEPHAIOB O
COCTOSIHUH U MEPCHEKTUBAX Pa3sBUTUs apXUBHOTO Jiesia B OpraHu3anum;

- YUaCTHE B IIpeJie/iaX CBOCH KOMIIETEHIIMH B IIOArOTOBKE M UCTIOJHEHUH YIIPABICHYECKUX PEIICHHUN
pykoBojictBa OpraHu3almm,

- TIOBBIIICHHE YPOBHS IPaMOTHOCTH paboTHMKOB OpraHuM3aluy B 00JACTH JEIONPOU3BOJICTBA U
apXUBHOTO JIeJIa;

- MBJIOY Ne 37 «PoJTHUYOKY .

1.5. ApxuB sABIISI€TCS CAaMOCTOSATENIBHBIM CTPYKTYPHBIM mojpaszieienreM Oprasusanuu (BXOIHUT B
coCTaB OT/IeJI1a JIOKYMEHTAHOHHOTO 00eCIIeYeHus).

3aBenyromuii  ApXMBa Ha3HAYaeTCs B YCTAHOBJIEHHOM 3aKOHOM IOpsAKe PyKoBoauTeneM
Opranusanuu ¥ NoUMHAETCA HEMOCPEACTBEHHO PykoBoauTe 0 Opranu3anyu.

1.6. B cBoeit jmearenpHOCTH  pabOTHHKH ApXHBa PYKOBOJACTBYIOTCS  JIEHCTBYIOIIMM
3aKoHOJATeNIbCTBOM Poccuiickoit dejepalini, HOPMAaTHBHBIMU TIPABOBBIMH aKTAMH M METOHYECKHMHU
MaTepHaJaMi 10  OpraHU3allid  apXMBHOIO JleJla W JIeJONPOHU3BOACTBY, OPraHU3allHOHHO-
Pacnops/INTE/ILHBIMU JIOKYMEHTaMu caMoit Opranuzaiuu 1 HacTosuM ITonoxeHueM.

1.7. Kpaymdukannonusle TpeboBanus, HyHKIUHOHAIbHbIE OOS3aHHOCTH, [IPaBa, OTBETCTBEHHOCTh
PYKOBOJMTENS M JPYrMX pPabOTHHKOB ApXHMBa PErJIaMEHTUPYIOTCS JOJDKHOCTHBIMH HMHCTPYKLHAMH,
yTBepxkIaeMeiMu PykoBoaurenem Opranusanu.

1.8. Apxus Bo3rjamisier 3aBeJyrOLINi, HA JOJUKHOCTH KOTOPOrO HAa3HAYaeTcs JIMIO, MMeEIoIlee
cpeznee npodpeccuonanbHoe 00pa3oBaHue U CTaXK pabOTHI 10 JEIONPOU3BOJICTBY HE MEHEE 2 JIeT.

1.9. 3aBenyromuii Apxusa:

- PYKOBOJMT BCEH JIEATEIBHOCTBIO ApXHMBa, HECET IE€PCOHATBHYIO OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE U Ka4eCTBEHHOE BBIIIOJHEHHE BO3JIOKCHHBIX Ha APXHUB 3314 U ()YHKI[HIA;

- OCYILECTBJIACT B IpEeJesiaX CBOEH KOMIIETEHUMH (GYHKIMH yIpaBieHUs (IUIaHUPOBAHUS,




- PYKOBOJAMT BCEHl AESITEIbHOCTbIO APXUBA, HECET IIEPCOHAIILHYIO OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE U
Ka4eCTBEHHOE BBIMOJHEHHE BO3JIOKEHHBIX HA APXUB 3a1a4 U (PyHKIHIA;

- OCYIIECTBJISIET B IpejesiaX CBOeH KoOMMIeTeHIMH (PyHKIMU yrpaBiieHUs (IJIaHUPOBAHUS, OpraHU3alluy,
MOTHBALMH, KOHTPOJIS ), IPUHUMAET PEIICHUs, 00s3aTebHbIe Ul BCeX paOOTHUKOB APXHBa;

- pacmpenenser (YHKIMOHAJIbHbIE OOS3aHHOCTH M OTHCIbHBIC TOPYYEHHUS MEXAY COTPYIHHKAMH
ApxuBa, yCTaHaBIMBAeT CTENEHb HUX OTBETCTBEHHOCTH, IIPU HEOOXOJUMOCTU BHOCHUT IPEJIOKEHUS
PykoBoaurento Opranuzanuu 00 U3MEHEHUH JIOJDKHOCTHBIX MHCTPYKIMM MOAYMHEHHBIX €My paOOTHHKOB;

- BHOCHUT pyKOBOJACTBY OpraHuszanuu NpeUIOKEHHUs 10 COBEPLICHCTBOBaHHIO pPAadOThI ApXUBa,
ONTUMHU3ALMU €TI0 CTPYKTYPBI U IITATHON YHCIEHHOCTH;

- y4acTBYeT B MEPCHEKTUBHOM M TEKYIIEM IUIAHUPOBAHUM JIEATEIBHOCTH ApXMBa, a TAKKE MOATOTOBKE
MPHUKA30B, PACTIOPSDKEHUH U MHBIX JOKYMEHTOB, KaCaroIIMUXCsl BO3JIOKCHHBIX HA APXHB 3a/1a4 U (PYHKIINH;

- IPUHUMaET HEOOXOAMMBIE MEpbl JJs YIy4IIEHHs MaTepUalbHO-TEXHUYECKOTO M MH(POPMAIMOHHOTO
obecrnieueHus, ycIoBUI Tpy/a, MOBBIIIEHUS TPO(ECcCHOHAIBHON MOArOTOBKH paOOTHUKOB ApXUBA;

- ydJacTByeT B HOJ0Ope U pacCTaHOBKE KaJpoB ApXuBa, BHOCUT pPYKOBOACTBY Opranuzauuu
NpPEVIOKEHUsT O TOOHIPEHUH U HAJOXKEHUHM JUCUUIUIMHAPHBIX B3bICKAHWH Ha pabOTHUKOB ApXuUBa,
HaIpaBJIEHUU UX Ha MEPENOArOTOBKY U MOBBIIIEHUE KBAIM(DUKALINY;

- COBEpILEHCTBYET CUCTEMY TPYAOBON MOTHUBALIUM PaOOTHUKOB APXUBA;

- OCYHIECTBJISIET KOHTPOJb MCIOJHEHUS MOJYMHEHHBIMH €My pPaOOTHMKaMH CBOUX JIOJDKHOCTHBIX
00s13aHHOCTEH, COOIOICHHS TPYIOBOM TUCIUIUIMHBI U AESITETbHOCTH APXUBa B LIEJIOM.

1.10. B mepuon oTcyrcTBUs 3aBenyroniero ApxuBa ero 00s3aHHOCTH MCTIOJNHSET CTapIINi BOCITUTATENb,
Ha3Ha4YeHHBIN NTpuKa3oM PykoBoaurens OpraHu3anui.

1.11. 3aBeayromuii ApxuBa (JIM10, UCTIONHSOLIEE €ro 00A3aHHOCTH) UMEET IIPAaBO MOANUCH JOKYMEHTOB,
HaIpaBJIIEMbIX OT UIMEHU ApXHBa 10 BOIIPOCaM, BXOASIIUM B €r0 KOMIETEHIIUIO.

1.12. ApxuB B CBOEH NEATEIHHOCTH B3aUMOJIECHCTBYET C APYTUMH CTPYKTYPHBIMH MOJpa3Ae/ICHUSIMU
Opranuszanuy, a Takxke, B Ipeesaax CBOe KOMIETEHIIMN, CO CTOPOHHUMHU OpraHU3alusaIMu.

1.13. 3a HeHaaeKaIIee UCTIOJHEHNE JTOJDKHOCTHBIX 00sI3aHHOCTEH W HAPYIICHUE TPYAOBOU TUCITATIIIUHBI
paboTHUKM  ApXuBa  HECyT OTBETCTBEHHOCTh B  TMOpSAOKE, MPEIyCMOTPEHHOM  JACWUCTBYIOIIUM
3aKoHoJIaTenbcTBOM Poccuiickoit denepanni.

1.14. ApxuB OCYIIECTBIACT MPHEM 3JICKTPOHHBIX NOoKyMeHTOB (D]I), oOecneunBaeT MX COXPaHHOCTb,
y4deT, 0TOOp U HCIIOJIb30BaHKE, a TAKXKE MOATOTOBKY U Iepeauy Ha rocyapcTBeHHOe xpaHeHue. Ha xpanenue
nepenatorcs J/1 B cocraBe (hOHIOB OpraHU3alMii - ICTOYHUKOB KOMILIEKTOBAaHUS ApXUBa.

2. OCHOBHBIE ®YHKIINN APXNBA

2.1. IlnanupoBaHMe, OpraHu3anMs M KOHTPOJIb JesATeabHOCTH OpraHum3alud U €€ CTPYKTYPHBIX
10JIpa3/ieieHuil B 006JacTH apXUBHOTO JIeNia.

2.2. Ilpuem, peructpanus, cucTeMaTH3alMs U XpaHEHUE TOKYMEHTOB B COOTBETCTBUU C YCTAaHOBJICHHBIM
HOPSAIKOM.

2.3. O0ecnieueHne UCIOIb30BAHUS JOKYMEHTOB, XpaHALIUXCS B ApxuBe (MH(GOpMUPOBaHHE PYKOBOJICTBA
U coTpyaHHKOB OpraHus3anuu O COCTaBE U COJECPKAHUU OKYMEHTOB ApXHBa, BblJada B YCTaHOBIECHHOM
HopsZKe JeJ, AOKYMEHTOB WJIM WX KOIMH, apXUBHBIX CIPABOK, HCIIOJIHEHUE 3alPOCOB HOPUIANYECKUX U
(bU3MYeCKUX JMILI, yIeT UCTIOIb30BaHUs JOKYMEHTOB, XpaHILIUXCS B ApXUBE).

2.4. ®opmHpoBaHHE CIPAaBOYHOIO ammapara, OOJIErJaromiero y4eT M MCIOJb30BaHME apXUBHBIX
JOKYMEHTOB.

2.5. MHCTpyKTaX paOOTHUKOB CTPYKTYPHBIX MOApa3AeieHuid o mopsjike (GopMUpOBaHUS, TOATOTOBKU U
clauu zen B ApxuB.

2.6. KoHTpoib 3a CBOEBPEMEHHBIM IIOCTYIUIECHHEM B ApPXUB 3aKOHYEHHBIX JEJIONPOU3BOACTBOM
JOKYMEHTOB.

2.7. CocraBiieHHE U NPEACTABIEHUE TOAOBBIX OMMCEN JIENT OCTOSIHHOIO XPAHEHNUs U 10 INYHOMY COCTaBY
Ha PacCMOTPEHHUE IKCIEPTHBIX KOMUCCHI OpraHnu3aluy U COOTBETCTBYIOLIETO TOCYJapCTBEHHOTO ApXHBa.

2.8. CocraBiieHue onuced Aen A Nepefadyd JOKYMEHTOB Ha XpaHEHHE B IOCYIapCTBEHHBIE apXUBBHI,
aKTOB 00 YHHUTOKEHUH JOKYMEHTOB, CPOKU XPAHEHUSI KOTOPBIX HCTEKIIH.

2.9. KoHTponb 3a (M3NYECKUM COCTOSIHHEM JIOKYMEHTOB, CBOEBPEMEHHOCTBIO HX BOCCTaHOBJICHUS,
COOJIIOJICHHEM B TIOMEIIEHUSIX APXHBa YCIOBUN, HEOOXOAMMBIX JJIs1 00€CIICUeHUS] COXPAHHOCTU JOKYMEHTOB.

2.10. Yyactue B pa3pabOTKe MOJIOKEHUH M MHCTPYKIMHA 10 BEICHHUIO AEJOMPOU3BOJICTBA U OPraHU3AINH



apXMBHOTO JeTa.

2.11. OcymecTBieHue B MpeAeiax CBOCH KOMIIETCHIIMH MHBIX (YHKIUH B COOTBETCTBUH C LIEISIMU U
3amayamu OpraHu3aiui.

2.12. Ilepenaua nmen B ApXuB OCYHIECTBISICTCA O TpaduKy, COCTaBICHHOMY 3aBenyroImuM ApXuBa,
COTJIACOBAHHOMY C PYKOBOJHUTEISIMH CTPYKTYPHBIX IOJApA3ICICHUN, MEepelalomnX JOKYMEHTHl B ApXUB, U
yTBepKJIeHHOMY PykoBoaurenem Opranuszanuu.

3. IPABA 1 OTBETCTBEHHOCTb PABOTHUKOB APXIBA

3.1. PaboTHHKHM ApXHBa B MPOLIECCE CBOCH ACATEIBHOCTA UMEIOT MIPABO:

- mojy4arh mnoctynarone B OpraHu3anuio JOKYMEHTbl M WHbIE HH(POPMAIMOHHBIE MaTEPHAIIBI IO
cBOEMYy MpOUII0 JAEITEIbHOCTH I O3HAKOMIJICHHUS, CHUCTEMATH3MPOBAHHOTO y4yeTa U HCIIOJIb30BAHUS B
pabore;

- 3ampamuBaTh MU TOJy4YaTh OT pyKoBoautenedl OpraHu3alnud U €€ CTPYKTYPHBIX TOJpa3/ieieHui
nH(pOopMaIro, HEOOXOTUMYIO JIJIsI BHITIOJTHEHUS BO3JIOKCHHBIX HA HUX 3a/1a4 U (PYHKIIHI;

- OCYIIECTBJISTH B Mpeiesiax CBOEH KOMIIETCHIIUU MPOBEPKY M KOOPIUHAIUIO IEATETLHOCTH CTPYKTYPHBIX
noapazaenennii Opranu3aiy Mo BOMpocaM JEIOMPOU3BOJICTBA U APXUBHOTO JENIa, O PE3YJIbTaTaX MPOBEPOK
JIOKJIaJIbIBaTh PYKOBOACTBY Opranusanuu;

- BHOCHUTH TPEJUIOKEHHUS 10 COBEPIIICHCTBOBAHUIO ()OPM M METOJI0B paboThl ApxuBa n OpraHuzamnuu B
LIEJIOM;

- Y4aCTBOBATH B IMOJ00PE M PACCTAHOBKE KAIPOB 10 CBOEMY MPOGUITIO e TETHHOCTH;

- BHOCHUTH TPEUIONKEHUS PYKOBOACTBY OpraHu3aiiu MO TMOBBIMICHUIO KBATU(UKAINHN, TOOIIPEHUIO U
HaJIO)KCHHIO B3BICKAHWW Ha PaOOTHUKOB ApXHBa M JPYrUX CTPYKTYPHBIX TojapasneiacHui OpraHu3anuu 1o
CBOEMY IPODUITIO AEATEIbHOCTH;

- Y4aCTBOBATh B COBEILAHUAX IIPU PACCMOTPEHUH BOIIPOCOB, OTHECEHHBIX K KOMIIETEHIIMM ApPXHBa;

- KOHTPOJHMPOBATh MpaBmiia paboThl C JOKYMEHTAMU B CTPYKTYPHBIX MOJPa3/IeICHUSIX U OpraHu3alusX -
HMCTOYHUKAX KOMIUJIEKTOBaHUS ApXHBa.

3.2. 3aBeayrolnii apXuBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a:

- BBITIOJIHEHUE BO3JIOKEHHBIX Ha ApXUB (QYHKIHH U 3a/1a4;

- OpraHuzanuio paboThl ApXUBA, CBOEBPEMEHHOE W KBATM(PHUIIMPOBAHHOE BBINOJIHEHUE IPUKA30B,
pacnopsKeHU, MOPYYEHUM BBINIECTOSILIET0 PYKOBOJICTBA, JEUCTBYIOIIUX HOPMATHUBHO-NPABOBBIX AKTOB IO
CBOEMY IPODUITIO ACATEIBbHOCTH;

- pauuoHanbHOE U Y3PPEKTUBHOE UCTIOIH30BAHNE MAaTEPUATLHBIX, (PMHAHCOBBIX U KaJPOBBIX PECYPCOB;

- COCTOSIHUE TPYAOBOM M HCHIOJIHUTEIHCKON AMCUMUIUIMHBI B ApXHBE, BBINOJIHEHHE €ro pabOTHUKAMHU
CBOUX (DYHKIIMOHAJIBHBIX 00S3aHHOCTENH;

- cobmogenne  paOOTHHKaMH ~ ApxXWBa  [paBWI  BHYTPEHHErO  paclopsjaka, CaHUTapHO-
MIPOTUBOAMHIEMUYECKOTO PEKUMA, TPOTHUBOMOKAPHOM 0€30MACHOCTH U TEXHUKH 0€30MacHOCTH;

- B€JICHUE JOKYMEHTAlUU, IPEyCMOTPEHHOH IEUCTBYIOIIMMHU HOPMATUBHO-IIPABOBBIMU JOKYMEHTaMHU;

- TPEIOCTaBIICHUE B YCTAHOBJICHHOM MOPSAIKE ITOCTOBEPHOW CTATUCTHUECKONW W MHOW HH(POpPMAIMH O
NEeSATENbHOCTH ApXUBA;

- TOTOBHOCTh ApXHBa K paboTe B YCIOBHIX YPE3BHIYAMHBIX CUTYAIUH;

- HECOOII0JICHHE YCIIOBUI 00eCTIeYeHHsI COXPAaHHOCTH JIOKYMEHTOB;

- YTpaTy U HECaHKIIMOHUPOBAHHOE YHUUTOKEHUE TOKYMEHTOB;

- HeOOOCHOBaHHBIN OTKA3 B MpHUeMe Ha XpaHEeHHE TOKYMEHTOB;

- HapyluleHue TMpaBWJ HCHOJIb30BaHUS JOKYMEHTOB M JOCTYyNa TMOJIb30BaTelNel K JIOKYMEHTaM,
YCTaHOBJIEHHBIX 3aKOHO1aTesbecTBOM Poccuiickoit denepanuu.

3.3. IlpueM Kaxaoro [ena MPOU3BOJAUTCSA 3aBenyrOIIMM ApxuBa B TPHUCYTCTBUH pabOTHUKA
CTPYKTYPHOTO IOJpa3/IeJICHHUS.

3.4. B mepuoJ MOArOTOBKHU i€ CTPYKTYPHBIM TMOJpa3/eleHueM K mepenaye B ApPXUB COTPYAHUKOM
ApxuBa mpeABapUTEIbHO MPOBEPSETCS MPABWILHOCTh HMX (OPMUPOBAaHUSA, OPOPMIECHHS M COOTBETCTBUE
KOJIMYECTBA JIeJ, BKIIOYEHHBIX B OMHCH €N (CTPYKTYPHOTO MOJPa3JeseHHMs), KOJUYECTBY JIEN, 3aBEJICHHBIX B
COOTBETCTBUHU C HOMEHKJIATYpPOU J1e71 OpraHu3altu.

3.5. [ena, yBs3aHHbIE B CBSI3KH, JOCTABISIOTCS B APXHUB COTPYJIHUKAMU CTPYKTYPHBIX IMOJIpa3IeICHUI.
Bwmecte ¢ nenamu B ApXuB NepeiatoTCsl pErucTpalliOHHbIE KAPTOTEKHU HA IOKYMEHTHI.



