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1. OBIIUE [TOJIOXKEHH S
1.1. B MyHuUuMnansHomM GHOIKETHOM IOIIKOIBHOM oOpasoBaTelbHOM yupeskaeHun «JleTckuii can
obmepasgusaromero  puga  Ne25 r.  JleHuHoropckay MYHULHMIAIEHOTO  0Opa3zoBaHUA
«JlennHoropckuit MyHMIMManbHbIA paifon» Pecny6nukn Tartaperan (nanee — YupexieHue) ans
XPaHCHHs 3aKOHYEHHBIX JEJONPOU3BOACTBOM JIOKYMCHTOB CO3/1a€TCs apXMB.
1.2. VupeskaeHne BblenseT NoJ apXuB IKadhbl, CEKLHH KOTOPHIX 3aKpBIBAIOTCA  HA 3aMKH,
OTBEHarole TpeboBaHUsAM oOecnedeHus: COXPAHHOCTH AOKYMEHTOB. KoM OT 3THX 3aMKOB
XPAHATCS Y JIMLA, OTBETCTBEHHOIO 33 APXMB.
1.3. OTBeTCcTBEHHBIM 32 apXUB Yupesk/eHUs ABIAETCS JIHI0, HA3HAUAEMOE IPHKa30M PYKOBOJUTENS
VupexaeHus.
1.4. B cBoeli paGote apxue VYupexaenus PYKOBOACTBYETCS 3aKOHOAATEIbHBIMH aKTaMu
Poccuiickoit  @ejiepann no  apxuBHOMY Jlelly. HOPMATHBHO-METOIMYECKHMH JOKYMEHTaMH
Munxyistypel Poceun u ®@enepansHoro apxusHoro areHtcTsa Poccu, NPUKA3aMH U YKa3aHUSIMH
PYKOBO/JCTBA OpraHu3aluu 1 HacTtosiuM Ionoxenuem.
1.5. KOHTpo:1b 32 NIeATebHOCTDIO apXHBA OCYIICCTBIAET PYKOBOMTEh YupexaeHus.
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2. COCTAB JIOKYMEHTOB APXVBA
B apxuB nepenarorcs:
2.1. 3aKoHYEHHBIE J1e0NPOU3BOACTEOM TOKYMEHTHI, 06pa30BaBIIHecs B AeATeIbHOCTH
YupexaeHus:
— Je71a TOCTOSSHHOTO XPaHEHHS:;
— Je71a BpeMeHHOro (¢cBbie 10 ner) cpoka xpaHeHus;
— JOKYMEHTBI 110 JUIHOMY COCTaBY;
— CHPaBOYHBI annapar K 10KyMeHTaM apXiBa (OMHCH, HOMEHKIATYPHI JIefl, KAPTOTEKH U T. 11.).

3. 3AJJAYN U ©YHKIIMH APXUBA

3.1. OCHOBHBIMH 3a1a4aMM apXUBA ABIAIOTCS:
— KOMILICKTOBaHHE apXMBa JOKYMEHTAMH, COCTAB KOTOPBIX MPEIYCMOTPEH pa3aeioM 2 HACTOSMIIETO
MOI0KeHHS;

ofecrieyeHHe COXPAHHOCTH U YUET PUHSATBIX HA XpaHEeHHe J0KYMEHTOB:
— OPraHH3alia NPaKTHYECKOH paboThl, CBA3AHHON C MCTIONB30BAHHEM JOKYMEHTOB, XPAHAUIAXCA B
apxHBe;
— KOHTPO1b 32 NPaBHIbHBIM (pOPMHUPOBAHHEM 1 O(GOPMIICHHEM JOKYMEHTOB B AE/OMPOH3BOJICTBE,
0TOOPOM H MOATOTOBKOM X K MepeJade Ha apXMBHOE XpaHEHHE.
3.2. B COOTBETCTBHH C BBIMNOMHAEMBIMH 3a1a9aMH APXHB OCYIIECTBIISET crenyromue GyHKIUH:
— TpUHAMACT TIOC/IE 3aBEPUICHHA JEIONPOM3BO/ICTBA, YYHTHIBACT M XPaHWT 0Opa3zoBaBIIMecs B
ACATENLHOCTH  YUPEKIACHUA JOKYMEHTHI, 00palOTaHHblE B COOTBETCTBMHM C AeHCTBYIOLIMMH
MpaBUIaMH;
— OpraHmsyeT padoTy M0 MOArOTOBKE OMHCEH 3aBeplIEHHBIX IeNOTPOU3BOICTBOM JOKYME@HTOB
MOCTOSAHHOIO XPAHEHHS U MO TUYHOMY COCTABY:;
— OCYLIECTBIIAET YYET MO0 HOMEHKIATYpaMm 1€/l JOKYMEHTOB BPEMEHHOIO XpaHEHHS;
— 0DecIieuHBaET MOJHYIO COXPAHHOCTh MPUHATHIX HA XpaHEHHE 16T,
— CO3/1aeT, NONOTHACT U COBEPIICHCTBYET YYETHO-CIIPABOYHBIN anmapar K XpaHAlmMMcs B apXHBE
J€1aM M TIOKYMEHTaMm;
— OpraHM3yeT UCII0Ib30BaHie XPaHAIMXCA B APXUBE TOKYMEHTOB;
— HHPOPMHUPYET PYKOBOACTBO W PaGOTHUKOB YupesIeHHs O COCTARe M COJIEPKAHHUHU JTOKYMEHTOB
apxuBa;
— BBIIACT B YCTAHOBJICHHOM MOPAAKE XPaHAILIMECS B apXUBe Je1a U JOKYMEHTHI /15 MCTIONB30BAHNS B
MPAKTHYECKHX U APYIHX LENAX;
— HMCTOTHACT 3aMPOCHl yUPEKICHHA M rpakiaH o0 yCTaHOBJIGHMH TPYAOBOTO CTak)a M MO APYrHM
80MpocaM COLMAILHO-NPaBOBOTO XapaKTepa;
— BEACT YHCT BblAa4H apXUBHBIX JIe)l M JOKYMEHTOB, OCYIIECTBIACT KOHTPOIIb 38 CBOEBPEMEHHBIM HX
BO3BPALIEHHEM B XPAHUJIHIIIE;
~ TIPOBOIHT SKCIEPTH3Y LEHHOCTH JIOKYMEHTOB, XPAHSLIMXCS B apXHBE, CBOCBPEMEHHO OTOHpAET K
YHHYTOKEHHUIO IENla ¢ MCTEKLIMMH CPOKAMH XPaHCHHUA;
— OKa3bIBACT METOAMYECKYIO NMOMOIIb CyxOe IenonpousBoacTea YupekaeHUs B COCTABIEHMU
HOMCHKIATYPBI €11, KOHTPOJMPYET TMpaBHIbHOCTE (opMupoBaHus u 0QOpPMIEHUS e B
ACTONPOM3BOICTBE, MOArOTOBKY JOKYMEHTOB K Mepe/aye B apXHB YupeskIeHus.

4. TIPABA APXHMBA
4.1. B 1ensax BBINOJIHEHNS BO3NOKEHHBIX 33184 U GYHKIUMI apXHB HMeeT NpaBo:
— KOHTPOJIMPOBATH COO/MO/IEHHE B YUpPEXIEHHH YCTAHOBIEHHBIX MPABHUI pabOTH ¢ JOKYMEHTAMH,
oecrieveHUs UX COXPAHHOCTH, KayecTBa 0T6Opa M NMOATOTOBKH Jen K nepejave Ha apXUBHOE
XpaHeHHe:;




— MPEICTABNSATL B YCTAHOBIECHHOM IMOPSJKE 3asBKM Ha oOecreueHue apXuBa HEOOXOIHUMBIM
000pyI0BAHHEM U MaTepHAIAMH. TPOBEJICHUE PEMOHTHBIX paboT M T. IL.;

— VY4acTBOBaTh B OpraHM3yeMbIX yupexaeHuamu DelepalbHOro apXMBHOTO arcHTcTBa Poccuu
MEPOTIPUATHAX 10 MOBBIICHHIO KBanupuKauuu pabOTHHKOB BEJOMCTBEHHBIX apXWMBOB U
Ae0TNPOU3BOACTBEHHBIX CIYIKO. YUPEKACHHI U MpeINPUATHIA.

5. OTBETCTBEHHOCTD 3A APXHWB
5.1. JIonKHOCTHOE JIMLIO. KOTOPOMY MOPYYEHO 3aBEA0OBAHME APXMBOM, HECET OTBETCTBEHHOCTH 34
COCTOsiHME paboThl apXHBa U BBINOTHEHHE BO3IOKEHHBIX HA HETO 3a/a4 U GYHKIM.
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