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Cocrasn JOKYMCHTOB apXHBa

3anaun U QYHKIUH apXuBa

IIpaBa apxuBa

OTBETCTBEHHOCTD

[Tpunoxenue 1 Jluct cornacoBaHusi U 03HAKOMJIEHUS
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[Tpunoxenue 3 JIuct paccbuiku paboynx SK3EMILISIPOB
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1. O01mue moJI0KeHUA

1.1.JIns obecneyenusi coxpaHHocTu gokymMeHToB B ['AIIOY MO «['ybepHckuit
KoJutek» (nanee - Komnemk) co3maercs apxus.

1.2.JlokyMeHTbI, o0Opa3yrliuecss B TMpoIecce NeAaTeNbHOCTH ['ocyaapCTBEHHOrO
aBTOHOMHOTO MPO(ECCUOHATBHOTO 00pa30BaTENBHOTO YUpekaAeHUsE MOCKOBCKOI 00s1acTh
«['yOepHCKHI KOJIJIEIK» UMEIOT UCTOPUYECKOE, KYJIbTYpHOE, HAyYHOE, IKOHOMHYECKOE,
COLIMAJIBHOE, ¥ TIOJIUTUYECKOE 3HAUEHUE COCTABJISIOT FOCYJAPCTBEHHYIO 4acTh APXHUBHOIO
donna Poccuiickort @enepanuu, SBISIOTCA TOCYJAPCTBEHHONM COOCTBEHHOCTBIO U
IIOJUIE)KAT IOCTOSIHHOMY  XPAaHEHHWIO B TOCYAApCTBEHHBIX apxuBax Poccuiickon
denepanun.

1.3./lo nepenaun Ha rocyAapCTBEHHOE XpaHEHHE 3TH TOKYMEHTBI BPEMEHHO XPaHSITCS
B apxuBe Komremxka.

1.4.Konnemx obecrieunBaeT COXpPaHHOCTh, YYeT, OTOOp, YHOpPSAJOYEHUE H
UCIIOJIb30BAaHUE JIOKYMEHTOB ApXuBHOro (oHaa, o0pasylommxcs B ACATEIbHOCTU
Komnemxka B COOTBETCTBHM C MpaBWIAMH, YCTaHABIMBACMBIMU I'ocynapcTBeHHOM
apXMBHOM  CiIyxO00ii, oOecreunBaeT CBOCBPEMEHHYIO Mepeayy dTUX JOKYMEHTOB Ha
roCyJ1JapCTBEHHOE XPaHEHHUE.

1.5.Bce paboThl, CBsi3aHHBIE C TMOATOTOBKOM, TPAaHCHOPTUPOBKOW U TMepenayeit
apXMBHBIX JOKYMEHTOB IIOCTOSIHHOTO XpaHeHusi B ['oCymapCTBEHHBIN  apXuB
OCYULIECTBJISIETCS cuilamu U 3a cueT Koemxka.

1.6.3a yrpary u mnop4yy JOKYMEHTOB ApXuBHOTO (OHIA JODKHOCTHBIC JIHIIA
Komnenka HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C ACHCTBYIOIIMM 3aKOHOAATEIBCTBOM.

1.7.B Komnemxke st XpaHEeHUS ITOKyMEHTOB ApXWBHOTO (OHIA, 3aKOHUYCHHBIX
JENIONPON3BOACTBOM  JIOKYMEHTOB  TNPAaKTHMYECKOTO  Ha3HAauYeHus, ux  otoopa,
WCIIOJIb30BaHUS U MOATOTOBKH K IEepeAadye Ha rOCy1apCTBEHHOE XPaHEHUE CO3/1aH apXUB.
Konnemx obecrieunBaeT apxuB HEOOXOAUMBIM MOMEIICHUEM, 000PYI0BaHUEM U KaJpaMHu.

1.8.ApxuB Komnemxa HaxonuTcs B BeneHun aupekTopa Kosemka v Bo3riaBisieTcs
3aBE/IYIOLIIM apXHUBOM (apXUBApUyCOM).

19.B cBoeit pabore apxuB Komiemxa pyKOBOACTBYETCS 3aKOHOJATEIbLCTBOM
Poccniickoii @enepanuu, 3aKOHOAATENBHBIMU aKTAMH 0 apXUBHOMY JI€Nly, IPUKa3aMU U
yKazaHusMU  pykoBoiacTtBa Komtemxka, mnpaBuinamMm M JpYTMMH  HOPMAaTHBHO-
METOAUYECKUMU JOKYMEHTAMH.

1.10. Ilonoxenue 06 apxuse Komnemxa pazpadaTeiBaercs Ha ocHOBaHuU [IpumepHOTro
MOJIOKEHUS, YTBEepKaaeTcst AupekTopom Komempxka.

1.11.KoHTposib 3a AeATEIbHOCTHIO apXUBa OCYIIECTBIsIET pyKoBoACTBO Konemxa

2. CocTaB 10KYMEHTOB apXuBa

B apxwuB mocTymnator:

2.1.  3akoHUYEHHBIC JENOMPOU3BOACTBOM Koiemka TOKYMEHTHI TOCTOSIHHOTO
XpaHeHus, 00pa30BaBIIMECs B JIEATEIHPHOCTH CTPYKTYPHBIX TMOApPA3ICICHUH, TOKYMEHTHI
BpemeHHoro (cBeimie 10 7eT) cpoka XpaHeHHs, HEOOXOIUMBbIE B IPAKTHUCSCKOH
NEeSATETLHOCTH, JOKYMEHTHI 110 JINTYHOMY COCTaBY.

2.2. JIokyMeHTBI TTIOCTOSIHHOTO XPaHEHUS | 10 JIMYHOMY cocTaBy Koimemxka, a Takxke
JTUYHBIC JieTa 00yJaroInuXCsl.
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2.3. JIOKyMEHTBl YUpEeKIEHUN NPEALIECTBEHHUKOB, a TakXe€ JOKYMEHTHI
JMKBUIUPOBAHHBIX, JINOO MPe0OPa30BaHHbIN Y UpeKICHHI.
2.4. HayuyHo-CIipaBOYHBIN anmapar K JOKYMEHTaM apXuBa.

3.3aga4u u GyHKIMHU apXUBa

3.1. OCHOBHBIMHM 33J]a4aMH APXUBA SBJIAIOTCS:

3.1.1. KoMmiekToBaHHE apXuBa JOKYMEHTaMH, COCTaB KOTOPBIX MPEIyCMOTPEH
pasnenoM 2 HaCTOSIIETO MOJI0KEHNUS;

3.1.2. Vet u obecnieueHrne COXpaHHOCTH IOKyMEHTOB,;

3.1.3. Co3nanue HayYHO-CIPABOYHOTO amnmapara K JOKyMEHTaM apXHBa,

3.1.4. Ucnonb30BaHKE XPAHSIIMXCS B QpXUBE TOKYMEHTOB;

3.1.5. [loaroroBka u nepegavya JOKyMEHTOB, OTHOCSIIUXCS K ApxuBHOMY (oHny PO,
HAa TOCTOSHHOE XpaHEHHe ¢ coOmojeHueM TpeOOoBaHUM, yCTaHABIMBAEMBIX
[N'ocynapcTBeHHOM apXUBHOM City»)00i1 PD;

3.1.6. OcymiecTBieHre KOHTPOJsA 3a (opMupoBanueM ©u odopmiaeHHeM el B
nenornpousBoacTBe Komenxa.

3.2. B COOTBETCTBHM C BO3JIO)KEHHBIMH Ha HETO 3a/ladyaMH apXWB OCYIIECTBISET
caeayomye QyHKIum:

3.2.1. OcymecTBIsIeT yu4eT U 00eCIeurnBaeT MOJHYIO COXPaHHOCTb MPUHSATHIX JIET;

3.2.2. [lpuanmaer He TmTO3AHEE, dYeM uYepe3 3 Toja IMOCe 3aBEPIICHUS
J€JIONPON3BOACTBOM, YUYUTBHIBAET U XPAHUT JOKYMEHTHI CTPYKTYPHBIX MOJpa3fiesieHui
Konnemka, oOpaboTaHHble B COOTBETCTBUU C TpeOOBAHUSIMH, YCTAaHOBJICHHBIMU
["ocynapcTBeHHOM apXUBHOM ciyx)06oi PO;

3.2.3. Co3naet, MOMONHSAET U MONJEPKUBAET B AKTyaJbHOM COCTOSHUU HAY4HO -
CIPaBOYHBIHN anmapaT K XpaHsIIIUMCS JOKyMEHTaM apXuBa, a TAK)Ke COBEPILICHCTBYET €T0;

3.2.4. OcyniecTBIsET MPOBEPKY MPABUILHOCTH (PopMHUpOBaHUs U 0hOPMIICHUS JIe] B
JIEJIOTIPON3BOICTBE CTPYKTYPHBIX Topa3aeneHusx Komnemka, a Takke MOArOTOBKY J1eJ K
nepenave B apxuB Komiemxka;

3.2.5. [IpoBoauT  SKCHEpTU3y  IEHHOCTH U OCYIIECTBISIET  KOMILUICKC
OpPraHM3AIMOHHBIX W METOAMYECKHX MEPONPHUATUH M0 Tepenade JOKYMEHTOB Ha
MIOCTOSTHHOE XpaHEHHUE,

3.2.6. Opranusyet paboTy MO COCTaBICHUIO HOMEHKJIATYPHI JIeJl OpTraHU3aIlNH;

3.2.7. Oka3pIBa€T METOAMYECKYI0O M TPAKTHUECKYI0 TIOMOIb CTPYKTYPHBIM
nonpaszaenenusMm Komnemxka B paboTe ¢ JOKyMEHTaMU,

3.2.8. YuactByeT B pa3pabOTKE HOPMATHUBHBIX W METOJUYECKHX JOKYMEHTOB IIO
apXUBHOMY JIeNTy U JJOKYMEHTAllMOHHOMY O0€CII€UeHUIO YIIPaBICHHUS;

3.2.9. Opranusyer ucroyib30BaHNEe JOKYMEHTOB!

* uH(pOpMHUPYET PYKOBOACTBO U paboTHHKOB Koiemka o coctaBe M cofepKaHUH
JOKYMEHTOB apXWBa,

* BBIJIACT B YCTAHOBJICHHOM TIOPSJIKE Jiea, JOKYMEHTHI UM KOMHUU JOKYMEHTOB B
LEJSIX CIIy>KeOHOT0 HAy4HOT'O UCIIOJIb30BaHUs, 711 pabOThI B IOMEIICHUN apXUBa,
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* WCIOJHSET 3alpoChl OpPraHM3alMi M 3asBICHHUS] TpakJaH o0 YCTaHOBJICHHUH
TPYAOBOIO CTa)ka M JPYrUM BOIPOCaM COLMAIBHO-IIPABOBOIO  Xapakrepa, B
YCTaHOBJICHHOM IOPSIIKE BbLAAET KOMUH JOKYMEHTOB, apXUBHbBIE CIIPABKH;

* BEJIET yY€T UCIOIb30BaHUS JOKYMEHTOB, XPaHIIIMNXCS B APXUBE.

4. IlpaBa apxuBa

J11s BEIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (PYHKIUN apXUB UMEET MPaBo:
4.1. KoHTpOoIMpOBaTh BHINIOJHEHUE YCTAHOBIEHHBIX IPABHII PabOTHI C JOKYMEHTaMH B
CTPYKTYpPHBIX nozpazaenenusx Komnemxka.
4.2. 3anpamuBaTh OT CTPYKTYpHBIX mnonapasneneHuit Komnemka cBeneHus,
HeoOxXonuMble JUIsi paOOThl apxuBa, C Yy4eTOM OOecrneueHusl BBIMOJHEHUS BCeX
BO3JIO’KEHHBIX Ha apXUB 3aJ1a4 U PYHKIUH.

5.0TBeTCTBEHHOCTH

5.1. 3aBenyrommii apxuBOM (apXMBapHyC) HECET OTBETCTBEHHOCTH 32 BBITIOJHEHUE
BO3JIO’KEHHBIX Ha apXuB 3a/1a4 U (PyHKLINH, a TaKxKe 3a:

5.1.1. Hecobmonenue yciaoBuii ooecreueHus: COXpaHHOCTH JJOKYMEHTOB,

5.1.2. YTpaTy 1 HECAaHKLIMOHUPOBAHHOE YHUUTOKEHHUE JOKYMEHTOB;

5.1.3. HapyuieHue nmpaBul UCIIOJIB30BAHUS TIOKYMEHTOB U JJOCTyIa IOJb30BaTENe K
JOKYMEHTaM, YCTaHOBJIEHHBIX 3aKOHOJIaTEIbCTBOM.
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Ilpunoxenne 1 JIucr 03HAKOMJICHUS

Ionpa3znenenue, 10JKHOCTH

davuiauna U.0.

Jara

IMoanucek
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Ipuioxenne 2 Jlucr perucrpanuy usMeHeHHMH
Homepa jmcToB
H3menenune (cTpanum) Homep noxkymenta — | Ilognmuch Jara Cpoxk
HOBLIX | AHHYTHPO- OCHOBaHMHSI BBeJIeHHSI
BaHHBIX W3MEHeHHsI
Hszmenenue Ne Aama
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Ipuioxkenne 3 JIuct paccbliiku padoyux IK3eMILIAPOB

IHoapa3nenenune

Noyks.

Jlara

®.N.0.

JloskHOCTD

Pocnuce B
MoJIy4YeHun
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