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1. OBIIME ITOJIO’KEHU A

I.1. B mnmemax CBOEBPEMEHHOIO IIPUEMA APXMBHBIX JIOKYMEHTOB OT
COTPYIHHKOB MYHHUIMIAIBHOIO OIO/UKETHOTO OIIKOJBHOIO 00pa3oBaTEIbHOIO
yupexaenuss No 40 «Jlerckuii cajg KOMOMHHpOBAaHHOTO BHJa» (manee-
YupexnaeHnue), oOecreueHus] HX y4yeTa, COXpPAHHOCTH, YIOPSIOYEHUS U
MCITOJIb30BAaHUS B COOTBETCTBUU C HacToAmmMM [lonoxenueM co3znaercss ApXuB.

1.2. Opranmzanus obOecnieunBacT ApPXUB HEOOXOAWMBIM ITOMEIICHUEM,
000pyZOBaHUEM U KaJPaAMH.

1.3. ApxuB co3naercsa sl BBINOJHEHUS CICAYIOMUX (YHKIIMOHAIBHBIX
3a/1a4:

- OCYUIIECTBJICHUE MpUEMa, YUeTa U XPaHEHUs JOKYMEHTOB, 00pa3yIoluXcs B
nporuecce JEATENbHOCTH YUPEXKIEHHsS, B COOTBETCTBUM C JEHCTBYIOIIUM
3aKkoHozAaTenbcTBOM Poccuiickon denepanny;

- OCYILIECTBJIEHHE 0TOOPA, MOArOTOBKH U MEPEAAUn TOKYMEHTOB Ha XpaHEHUE
B FOCYJJapCTBEHHBIE APXUBBI B COOTBETCTBHUHU C JIEUCTBYIOIIUM 3aKOHOIATEILCTBOM
Poccuiickon ®@enepanuy;

- OCYULIECTBJIIEHUE OpraHU3aALMOHHO-METOIUYECKOTO PYKOBOJZICTBA
JEATEIbHOCTBI0 COTPYAHUKOB YUpEXKIEHUsT B 00JacTH JIEJIONPOM3BOJCTBA U
apXUBHOTO JIENa;

- obecneyeHre COXPAaHHOCTU JOKYMEHTOB, CO3JaHHE HAyYHO-CIPABOYHOIO
arnmapara, 00ecreyeHle UCI0JIb30BAHUS JOKYMEHTOB, XPAHSIIUXCS B APXUBE;

- TOArOTOBKAa M  MpPEACTaBICHHE  PYKOBOJACTBY  HMH(DOpPMAIMOHHO-
AHAIMTHYECKUX MATEPUAIIOB O COCTOSHHUM M IEPCIEKTHBAX Pa3BUTHs apXHBHOIO
Jielia B YUpexKICHUH;

- y4acTH€ B IpeJeNax CBOEH KOMIETEHUMH B MOJATOTOBKE M HCIOJIHEHUU
YIIPABJICHYECKUX PELIEHUN PYKOBOJCTBA Y UPEKIACHUEM;

- MOBBILIEHUE YPOBHS TPAMOTHOCTH PAa0OTHUKOB YUpexXJeHUs B 00JacTu
JIEJI0NPOU3BOCTBA U ApXMBHOIO Jea.

1.4. OyHkuuum paOOTHUKOB ApXHBa BBINOJHSIOT YJIEHBl HKCIEPTHOM
KOMHUCCHUH, KOTOpbIE JEWCTBYIOT Ha OCHOBaHMM Hactosmero IlonoxeHus,
[Tonoxenuss 00 SKCHEPTHOM KOMHMCCHM, YCIOBHM TpPYIOBBIX JIOTOBOPOB U
JOJKHOCTHBIX 00S13aHHOCTEH .

1.5. PabGoty ApxuBa BO3MNIABISIET MpeAcCenaTrelb 3KCHEPTHOW KOMUCCHH,
Ha3HAYaeMbli B YCTAHOBJIEHHOM 3aKOHOM IOPAJIKE 3aBEAYIOIIUM Y UPEKIACHUEM U
MO/TYMHSETCS HEMTOCPEICTBEHHO 3aBEAYIOLIEMY Y UPEKICHUEM.

1.6. B cBoeil gesTenbHOCTH pPAaOOTHUKU ApXUBa PYKOBOJCTBYIOTCS
JEUCTBYIOIIMM 3aKOHOJAaTesbCcTBOM Poccuiickon denepanuu, HOPMAaTUBHBIMU
IIPaBOBBIMHM aKTaMH U METOJNYECKHUMH MaTE€pUaIAMH IO OpPraHU3alui apXHUBHOTO
Jiena v JAeJIONPOU3BOICTBY, OPraHU3allMOHHO-PACIOPAAUTENBHBIMUA TOKYMEHTAMU
camoro YupexzaeHus 1 HactosimuM [lonoxxeHnuem.

1.7. Ksamudukauuonueie TpeOoBaHUsA, (YHKIMOHAIbHBIE OO0S3aHHOCTH,
npasa, OTBETCTBEHHOCTh pPabOTHUKOB ApxuBa pErIaMeHTUPYIOTCS
JOJDKHOCTHBIMU O0SI3aHHOCTSIMU, YTBEPK/Ia€MbIMHU 3aBEAYIOIIUM Y UPEKICHUEM.

1.8. 3aBeayronuit ApXUBOM:



-  PYKOBOOUT BCEW JEATENBbHOCTbIO ApXHBA, HECET IEPCOHAIBHYIO
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M Kau€CTBEHHOE BBITTOJIHEHUE BO3JIOKEHHBIX
Ha ApXUB 3a7a4 U QYHKIIHIA;

- OCYUIIECTBIIIET B TMpeAeiaX CBOCH KOMIIETEHIMM (DYHKIUU YIpaBICHUS
(TUTaHUpOBaHUsA, OpraHU3allMd, MOTHUBAIMH, KOHTPOJS), MPUHUMAET pPEUICHUS,
o0s13aTeNbHBIC TSI BCEX PAOOTHUKOB APXHBA;

- pacnpenensieT (yHKIIMOHAIbHBIE OOS3aHHOCTH M OTACIBHBIC MOPYYCHUS
ME¥XK]ly COTPYAHUKaMU ApXHWBa, YCTAHABIMBAET CTENEHb NX OTBETCTBEHHOCTH, MPU
HEOOXOJMMOCTA BHOCHUT TPENJIOKEHUS] 3aBeAylolleMy YupexkIeHuem o0
WU3MEHEHHUH JI0JKHOCTHBIX 00513aHHOCTEN TTOTYMHEHHBIX eMy paOOTHUKOB;

- BHOCHUT 3aBEAYIOLIEMY YupexnenueM MIPEAJIOAKEHHUS 1o
COBEPIIIEHCTBOBAHUIO paOOThl APXHBA;

- YY4acTBYET B IMEPCIEKTUBHOM M TEKYIIEM IJIAHUPOBAHUM JEATEIIBHOCTH
ApxuBa, a TaKkXKe IOJrOTOBKE IMPHUKA30B, PACHOPSLKEHUN M MHBIX JTOKYMEHTOB,
KACAIOIINXCS BO3JIOKEHHBIX HA APXUB 3a7a4 U (DyHKIIHIA;

- TPUHUMAET HEOOXOAMMBIE MEpbl [Jisg YJIY4YIICHUS MaTepUaIbHO-
TEXHUYECKOTO W HH(POPMAIMOHHOTO OOECIEUEHHUs, YCIOBUNU TpyAa, MOBBIIICHUS
podecCUOHaNBbHON NOATOTOBKH paOOTHUKOB APXUBa;

- y4acTByeT B TMOJ0Ope U pacCTaHOBKE KajapoB ApXuBa, BHOCHUT
3aBeyIOUIeMY YUpexJIEeHUEeM TNPEAJIOKEHUST O TOOMPEHUH U HAJIOXKEHUU
JUCHUTUIMHAPHBIX B3bICKAaHUN Ha paOOTHUKOB ApXuBa, HaIlpaBlIEHUU HX Ha
MEPEnoIrOTOBKY Y MOBBIIICHUE KBATU(PUKAIINH;

- COBEPIICHCTBYET CUCTEMY TPYJOBOM MOTHUBAIIMKA PAOOTHUKOB APXUBa;

- OCYHIECTBJISIET KOHTPOJb WCIIOTHEHHUS MOMAYMHEHHBIMU €My pabOTHHUKaMU
CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH, COOJIIOIEHUS TPYIOBOM JUCIMIUIMHBI H
NEeATeIbHOCTH ApXHBa B LIEJIOM.

1.9. B mepuwox otcyTrcTBHs 3aBeayromiero ApxuBa €ro 00s3aHHOCTH
UCIIOJHSET COTPYIHUK, HA3HAYEHHBIN TPUKA30M 3aBEAYIONIETO Y UPEIKICHUEM.

1.10. ApxuB B CcBOeH ACITCIBHOCTH B3aMMOJICHCTBYET, B Tpeaeiax CBOSH
KOMIETEHIIUH, CO CTOPOHHUMU OpTraHU3aISIMHU.

1.11. 3a HeHamjiexailee WCIOJHEHUE JOJDKHOCTHBIX OOS3aHHOCTEH W
HapylIeHUE TPYAOBOU AUCIUILIMHBI PAaOOTHUKUA ApXHUBA HECYT OTBETCTBEHHOCTH B
MOPSAKE, MNPEAYCMOTPEHHOM JEHUCTBYIOIIMM 3aKOHOJATENBCTBOM Poccuiickon
denepanum.

1.12. ApxuB OCyIIECTBJISET TPHUEM DIIIEKTPOHHBIX JIOKyMeHTOB (D]]),
o0ecreuynBaeT X COXPAaHHOCTh, yUeT, 0TOOP U UCIIOTH30BAHNE.

2. OCHOBHBIE ®YHKIINU APXHUBA

2.1. [InanupoBanue, opraHu3anus U KOHTPOJIb JACATEIbHOCTH YUPEKACHUS B
00J1acTH apXUBHOTO JIeTIa.

2.2. Ilpuem, peructpaiusi, CUCTEMaTH3allUsl M XpaHEHHUE JTOKYMEHTOB B
COOTBETCTBHH C YCTAHOBJICHHBIM TOPSJIKOM.

2.3. OOecrieueHre HCIOJIB30BAHUS JIOKYMEHTOB, XpaHSIIUXCS B ApXHUBE
(uHpOpMHUpOBaHHE PYKOBOJCTBA M COTPYIHUKOB YUpPEKIEHUS O COCTaBe U
COJIEp)KaHUM JTOKYMEHTOB ApXHUBa, BblJlaya B YCTAaHOBJICHHOM TMOPSIKE [,



JOKYMEHTOB WJIM HUX KOIMWH, apXWBHBIX CIIPABOK, WCIIOJHEHUE 3alpoCoB
IOPUANYECKAX U (U3MYECKUX JIUI, Yy4YeT HCIOJIb30BaHUS JIOKyMEHTOB,
XpaHAIKUXCA B ApXUBE).

2.4, @opmupoBaHHE CIPABOYHOIO ammapara, OOJIETYAIOIIET0 YYeT |
MCITOJIb30BAHUE aPXUBHBIX JTOKYMEHTOB.

2.5. UHcTpykTax pabOOTHUKOB YUpexKIEHUS O Topsake (OopMHUpOBaHUS,
NOJATOTOBKY U CIauu Jel B ApXUB.

2.6. KOHTpOIb 3a CBOCBPEMEHHBIM IIOCTYIUIEHHEM B ApXHUB 3aKOHYEHHBIX
JEJIONPOU3BOCTBOM TOKYMEHTOB.

2.7. CocraBiieHHE W MPEICTABICHUE TOJOBBIX OIMCEH Jel MOCTOSHHOTO
XpaHEHHsT W II0 JMYHOMY COCTaBy Ha PAacCMOTPEHHE 3SKCIEPTHOW KOMHCCUU
YupexaeHus.

2.8. KoHTpoJb 32 PU3NYECKUM COCTOSTHUEM JIOKYMEHTOB, CBOEBPEMEHHOCTBIO
WX BOCCTAHOBJICHHS, COOJIIOJICHHEM B TIOMEIICHUSX ApXWBa YCJIOBUH,
HEOOXOAUMBIX JJIs1 00€CIIEUeHHsI COXPAHHOCTU JOKYMEHTOB.

2.9. VYyactue B pa3paboTKe TMOJIOKEHUH W WMHCTPYKIMH IO BEICHUIO
JIEJIONPOU3BOACTBA U OPraHU3alMK apPXUBHOTO JIETA.

2.10. OcymecTBneHne B Mpeaenax CBOEH KOMIETEHIIMM HMHBIX (YHKIUH B
COOTBETCTBHH C LIETSIMU U 33Jla4aMu Y UpExKICHUS.

2.11. Ilepenaya aen B ApXuB OCYIIECTBIISIETCS IO MEpe HEOOXOIMMOCTH.

3.IPABA U OTBETCTBEHHOCTb PABOTHHUKOB APXHNBA

3.1. PaGoTHUKM ApXHBa B MPOIECCE CBOCH NESITEIHHOCTH UMEIOT MPaBo:

- TOJy4yaTh TOCTYMAloIMe B  YUPEKICHHE JOKYMEHTBI M  HWHBIE
uH(OPMAITMOHHBIE MaTepUalibl IO CBOEMY MNPOQUII0 AESITEIbHOCTH IS
O3HAKOMJICHUSI, CUCTEMATU3UPOBAHHOTO yUeTa U UCIOJIb30BaHUs B paboTe;

- 3ampanmBaTh U MOJy4aTh OT PYKOBOJIUTENS YUpexKIeHUEM HWH(OOpMAIHUIO,
HEOOXOIMMYIO JIJI BBITIOJIHEHUS BO3JIOKEHHBIX Ha HUX 3a71a4 U (YHKIUH;

- OCYIIECTBIISITh B MpeJiesiax CBOEH KOMIETEHIIMU MTPOBEPKY U KOOPAUHAIUIO
JEATEIIBHOCTH COTPYAHUKOB YUPEKIECHHS IO BOIpPOCaM JEJIONPOU3BOJCTBA U
apXMBHOIO JieJla, O pe3yJbTaTax MPOBEPOK JOKIAJbIBATh 3aBEAYIOLIEMY
YupexaeHuem;

- BHOCUTbH TIPEJIOKEHUS TI0 COBEPIICHCTBOBAHUIO (POPM M METOJI0B PaOOThI
ApxuBa 1 YUpeKIEHHUs B LEIIOM;

- y4acTBOBaTh B MOJAOOpPE M PACCTAHOBKE KaJApPOB MO CBOEMY IPOQIIIIO
JEATEIIbHOCTH;

- BHOCHUTH TNPEIJIOKEHUS PYKOBOJACTBY YUPEKICHUEM MO TMOBBIIICHUIO
KBATM(PUKAIINH, TTOOIIPEHUIO M HAJIO)KCHHUIO B3BICKAHWN HAa PaOOTHUKOB ApXHUBa
0 CBOEMY MTPO(IITIO NESITEIILHOCTH;

- Y4aCTBOBATh B COBEIIAHUSAX MPHU PACCMOTPEHUM BOIMPOCOB, OTHECEHHBIX K
KOMIIETEHIIMH APXUBA;

- KOHTPOJMPOBATH MpaBmiia padOThI C IOKYMEHTAMU B YUPEKICHUH.

3.2. 3aBeayromuii ApXUBOM HECET NEPCOHAIBHYIO OTBETCTBEHHOCTH 34!

- BBITIOJTHEHUE BO3JI0KEHHBIX Ha ApXUB GYyHKIUN U 3a]1a4;

- opraHuzanuio padoThl ApXHBa, CBOEBPEMEHHOE U KBAIM(DHUIIMPOBAHHOE



BBIIIOJIHEHHE IIPUKA30B, PACIIOPSKEHUH, IOPYYEHUH BBIIIECTOSIETO0 PyKOBOACTBA,
JEHCTBYIOIUX HOPMATUBHO-TIPABOBBIX aKTOB IO CBOEMY MTPODUIIIO ACSITENbHOCTH;

- pamuoHambHOe ®  A((PEKTUBHOE  WCMOJIB30BAHWE  MAaTCPUATBHBIX,
(UHAHCOBBIX U KaJPOBBIX PECYPCOB;

- COCTOSIHUE TPYJOBOM M HCHOJHUTEIBCKOW JUCHUIUIMHBL B ApXUBE,
BBITIOJTHEHHE €r0 Pa0OTHUKAMH CBOUX (PYHKIIMOHATBHBIX 00sI3aHHOCTEH;

- coOmofeHne pabOTHUKaMU ApxXuBa IPaBWI BHYTPEHHEIO pacropsiika,
CaHUTAPHO-TIPOTUBOSIHUIEMUYECKOTO pPEXHUMa, IPOTUBOIOKAPHONH O€30IacHOCTH
Y TEXHUKU O€30M1aCHOCTH;

- BEJCHUE JOKYMEHTAIMH, IPEIYCMOTPEHHOM JIEHCTBYIOIMMHA HOPMAaTUBHO-
IIPaBOBBIMM JIOKYMEHTaMHU;

- IPEAOCTABIICHUE B YCTAHOBJIICHHOM IOPSIIKE JTOCTOBEPHOU CTaTUCTUYECKON
Y MHOM MH(pOpMAIUH O ACSITEIbHOCTU APXUBA;

- FOTOBHOCTh ApXHBa K paboTe B yCIOBUAX YPE3BbIUANHBIX CUTYALlUN;

- HECOOJTIO/IEHHE YCIOBHUI 00ecredeHns] COXpPaHHOCTH TOKYMEHTOB;

- YTpaTy U HECAaHKLIMOHUPOBAHHOE YHUUTOXEHUE JOKYMEHTOB;

- HEOOOCHOBAHHBIN OTKa3 B IPUEME HA XPAaHEHHUE TOKYMEHTOB;

- HapyUIE€HUE MPABUJI UCIIOJIb30BAaHUA JOKYMEHTOB M JOCTYIIA MOJIb30BaTENEH
K JIOKYMEHTaM, YCTaHOBJIEHHBIX 3aKOHOIATENbCTBOM Poccuniickon denepanuu.

3.3. Ilpmem Kaxaoro neina TMPOU3BOAMUTCA 3aBEAyKOIIMM ApXHBOM B
IPUCYTCTBUM paOOTHUKA YUpEeKICHUS.

3.4. B nepuop MOATOTOBKM JIeN K nepefaye B ApXHUB COTPYJIHUKOM ApXuBa
peBapUTEIbHO MPOBEPSIETCS MPABUIBLHOCTh UX (HOpMUPOBaHUS, OGOPMIICHUS U
COOTBETCTBHE KOJIMYECTBA JEJI, BKIIOYEHHBIX B OIHCH J€J, KOJUYECTBY [€J,
3aBEJICHHBIX B COOTBETCTBHM C HOMEHKJIATYpOH A€NI Y UpEKICHNU.



Jlucr o3nakomiieHusi ¢ «Ilosoxxennem 00 ApxuBe MBJIOY Ne 40 «J/lerckmii can
KOMOMHHPOBAHHOTO BH/12», YTBEP:KIEHHOI0 MPUKa30M 0T «__ » ¢eBpaist 2019r. Ne
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MYHUIHNNAJIBHOE BIO/UKETHOE TOINKOJIBHOE OBPA3OBATEJIbHOE
YUYPEXJIEHHUE Ne 40 « IETCKUU CAJ KOMBUHUPOBAHHOI'O BUJIA»
(MBOY Ne 40 «/lerckuii cag KOMOMHUPOBAHHOTO BHJIA»)

INPUKA3

Kemeposo

006 yrBepxaenuu Ilonoxenus 06 Apxuse
MBJIOY Ne 40 «/leTckuii cajy KOMOMHUPOBAHHOTO BUIAY

B cootBerctBun ¢ denepanbupiM 3akoHOM OT 22.10.2004 Ne 125-03 «O06
apxuBHOM nene B Poccuiicko @Penepanun», 3aKOHaAMH, HOPMATHUBHBIMU
npaBoBeIMM  akTamMu  Poccuiickoit  ®enepanuu, cyObektoB Poccuiickoi
@enepaunn B cdepe AapxXUBHOTO Jella W JIEJONpPOU3BOJICTBA, IIpaBUIAMHU
OpraHu3alvy XpaHEHUs, KOMIUIEKTOBAHUsI, yU4€Ta U HUCIOJIb30BAaHUS JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepaunu U Jpyrux apXuMBHBIX JOKYMEHTOB B
FOCYJIapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYyNpPaBJEHUA W
OpraHu3alusX, JOKaIbHBIMU HOpMAaTUBHBIMU akTamMu MBJIOY Ne 40 «Jlerckuit

caJl KOMOMHUPOBAHHOTO BUJIa»
[TPMKA3BIBAIO:

1. YrBepauth Ilonoxenne 06 ApxuBe MBJAOY Ne 40 «Jlerckmii can
KOMOWHHPOBAHHOTO BUJa» (TPUIIOKEHHUE K HacTosmeMy npukasy) ¢ 25.02.2019
roja.

2. KoHTpOJIb 32 BBITIOJTHEHNEM HACTOSIIETO MPUKAa3a OCTABIISIO 32 COOOH.

3aBeayroluii C.A.bepe3ukoBa

[TpunoxxeHue K MpUKazy
oT «__» deBpans 2019r. Ne.


http://rulaws.ru/laws/Federalnyy-zakon-ot-22.10.2004-N-125-FZ/
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