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1. O01ue moJ10KeHus

ApxuB MyHUIIMIIANBHOTO aBTOHOMHOTrO o001ieo0pa3oBarenbHOro yupexxaeHus «CtyaeHdeckas
cpennss odmeodpaszoBatenbHas mkona Nel2y» (nanee — Illkona) co3nan uist XpaHEHUs JOKYMEHTOB,
o0pasylommxcs B €€ NECATENBHOCTH, a Takoke 3aKOHYCHHBIX [EJIONPOU3BOJCTBOM IOKYMEHTOB
MPAaKTU4ECKOr0 Ha3HAuYeHUs, UX 0TOOpa U yueTa.

B cBoeii pestensHocTH apxuB [IIkonsl pykoBonctByercs DenepanbHbiM 3akoHOM OT 29.12.2012 Ne
273-®3 "O6 obpaszopanuu B Poccuiickoit @enepaunn”, ®enepanbasiM 3akoHOM 0T 22.10.2004 Ne
125-®3 "O6 apxuBHOM nene B Poccuiickoit @enepaumu”, HOPpMATUBHBIMH TPABOBBIMH aKTaMU U
METOJMYCCKHUMH peKoMeHaammamMi DenepaibHOr0 apXUBHOro areHrcrea (manee — Pocapxus),
HOPMAaTHBHBIMH IIPABOBBIMH aKTaMH U METOAWYECKUMH pEKOMEHIaLUsAMH cyObekTa PD, ycTtaBoMm u
JIOKaJgbHbIMM HOpMaTHBHbIMM akTamu [llkonbl, Hacrosuum [lonoxxeHuem 00 apxuBe (manee —
[Tonoxxenue).

[lonoxenue paspaborano Ha ocHoBaHuu [IpUMEpPHOrO mONOXKEHHS 00 apXuBe YUPEKICHUS,
OpraHM3alliM, TpPEANPHUATHS, YTBEPKICHHbIM npukazoM Komurera mo pAenaM apxwBOB MpH
IIpaBurtensctee PO ot 18.08.1992 Ne 176, u yrBeprknaercs aupextopoM LlIkossr.

[ITkona obecrieunBaeT apXxuB HEOOXOIMMbIM TIOMELIEHHEM, 000PYI0BAHHEM U KaJlPaMH.

ApxuB [1Ikonbl BO3rnaBisieT OTBETCTBEHHBIN 3a apXUB, KOTOPbIA Ha3HA4YaeTCs MPUKa30M AUPEKTOpa
[IIKoibI ¥ MOAYUHSETCS HEMOCPEACTBEHHO AUPEKTOPY LIIKOMbI.

ApxuB paboTaeT Mo TUiaHy, YTBEPKACHHOMY IUpekTopoM [IIKONmbl, ¥ OTYMTHIBAETCS NEpPEN HUM B
cBoeii pabore.

2. 3apaun v QyHKIHH apXHBa

OCHOBHBIMH 3a/la4aMH apXHBa ABJISIOTCS:

2.1.1. KomruiekroBaHHE apXHBa 3aKOHUYEHHBIMHU JEIONPOU3BOACTBOM IIIK0/IbI JOKyMEHTaMH, COCTaB
KOTOPBIX NIPEAYCMOTPEH Pa3fiesioM 3 HACTOALIETO NMOJIOXKEHHS.

2.1.2. Yuer, obecneueHne COXpaHHOCTH, CO3JaHUE HAyYHO-CIPAaBOYHOIO ammapara, UCIIOJb30BAHHE
JOKYMEHTOB, XPaHALIUXCS B apXUBE.

2.1.3. OcymecTBienue KOHTposis GopMupoBaHus U 0(popMIICHHEM Nl B Aenonpou3Boactse kol

B cooTBETCTBHHE C BO3JI0)KEHHBIMH Ha HETO 337la4aMH apXUB OCYILECTBISET Cleayoume QyHKIUN:
2.2.1. IlpyauMaeT HE NO3MHEE, YEM uEpe3 IBa ToOAa TOCNE 3aBEPIICHUs EIONPOU3BOACTBOM,
VYATHIBAET M XPAHUT JOKYMEHTHl MHOJTOBPEMEHHOTO0 XpaHEHHUS M 10 JIMYHOMY COCTaBy,
00paboTaHHbIE B COOTBETCTBHU C TPEOOBAHUSAMH, YCTAaHOBICHHBIMU PocapxuBom.

2.2.2. CoctaBnsieT W NPEACTaBISET HE TMO3[HEE, 4YE€M uepe3 JBa roja IMOCIE 3aBEPLICHHUS
NENOTIPOU3BOICTBOM TONOBBIE Ppa3leiibl OMWCEH el 10 JMUYHOMY COCTaBy Ha : PaCCMOTPEHHE
aKkcnepTHO# komuccnu (ranee — IK) kosnsr.

2.2.3. OcywecTBISET YUeT U 00€CIeUMBACT MOJHYIO COXPaHHOCTb MPHHATHIX HA xpaHeHHe i) 8

2.2.4. Co3paet, MOMoJIHAET ¥ COBEPLICHCTBYET HAYYHO-CIIPABOYHBIN anmnapaT K XpaHsILHMCs B apXUBE
JeNaM M JJOKYMEHTaM.

2.2.5. Opranu3yeT HCNOJIb30BaHHE JOKYMEHTOB:

- unpopmupyet agmunucTpanuio [lkons 0 coctaBe U conepKaHuM JOKYMEHTOB apXHBa,

- BBIJACT B YCTAHOBJICHHOM TMOPSAIKE JA€Na, NOKyMEHTbl WM KOMHUU NOKYMEHTOB B LENAX
ciy>keOHOTO M HAYYHOT'0 MCTIONIb30BaHUS, /ISl padOThI B TOMEIEHUN apXUBa,

- WCTIOJIHSET 3aMpoChl OPraHU3alfii ¥ TpakaaH 00 yCTAHOBIECHUW TPYAOBOTO CTaXa U APYTUM
BOTIPOCAM COLIMAJIbHO-TIPABOBOTO XapaKTepa, B YCTAHOBICHHOM MOPAAKE BBINACT KOMUU JTOKYMEHTOB
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Y apXHUBHBIE CIPABKH,

- BEZIET YUET UCTIOb30BaHUS IOKYMEHTOB, XPAHAIIMXCS B apXUBE.

2.2.6. IlpoBoaMT 3KCTIEPTH3Y LEHHOCTH JOKYMEHTOB, XPaHSALIUXCS B apXUBE, yuyacTByeT B padbore OK
[IIxombL

2.2.7. Oxa3bIBaeT METONMYECKYI0 NOMOIIb PabOTHMKAM, OTBETCTBEHHBIM 3a JENIONPOU3BOACTBO B
COCTABJICHUH HOMEHKJIATYPBI €)1, KOHTPOJIUPYET MPaBMIBHOCTD (popMupoBanus U oopmiieHus nein B
JIeJIONIPOM3BOICTBE, a TakXKe MOATOTOBKY Jel K rnepenaye B apxus I1Ikomsl.

2.2.8. YyacTByeT B NPpOBEICHMM MEPONPHATHI MO TOBBILIEHUID KBaIM(pUKAIMH pPaOOTHHKOB
(OTBETCTBEHHBIX 3a APXUB U AETONPOU3BOACTBO B [LIK0IBI).

3. CocTaB 1OKYMEHTOB apXHBa
B apxuB noctynaror:
3aKOHYEHHBIE JIENIONPOU3BOICTBOM JOKYMEHThI BpeMeHHOro (cBeimie 10 yeT) cpoka XpaHEHus,
HEOOXOMMbIE B MPAKTHYECKON NEATENBHOCTH, JOKYMEHTHI 0 TMYHOMY COCTaBy, 00pa3oBaBIIMECs B
pe3ynbTaTe AesTenbHOCTH [1Kombl.

JIOKyMEHTbI TOCTOSHHOTO XpaHEHUs (€CIM YUpEKACHHE-NPEALIECTBEHHUK ObLI0O HCTOYHHKOM
KOMIUIEKTOBAHUS TOCYJAapCTBEHHOI'O WM MYHULMIAIBHOTO apXvBa) W MO JIMYHOMY COCTaBy
YUPEXACHUI-ITPEIIIIECTBEHHUKOB.
Hay4no-cnipaBo4HBIi anmapaT K JOKyMEHTaM apXuBa.
JInuneie ¢pouabl paboTHUKOB [1IKOMBL

4. IlpaBa u 00S13aHHOCTH OTBETCTBEHHOI0 32 APXHB
Jlyis BBITIOJTHEHMS BO3JIOXKEHHBIX HA HETO 3a/1a4 ¥ (PyHK1MI OTBETCTBEHHBIH 32 apXUB UMEET NPaBO U
00s13aH:
4.1.1. KOHTpONMpOBaTh BHIMOJHEHHE YCTAHOBJIEHHBIX MPaBUI paboThl ¢ oKyMeHTaMu B [11kosie.
4.1.2. 3anpammBath 0T paboTHHuKOB [LIK0JBI CBEIEHNUS, HEOOXO0AUMBIE Al pabOTHI apXUBa.

4.1.3. JlaBaTh pa3bsICHEHHUS U PEKOMEHALIMU TIO BOTIPOCAM, BXOJSAIIMM B KOMIIETEHLIMIO apXUBA.

5. OTBeTCTBEHHOCTH 32 (PYHKIHOHHPOBAHHE APXHBA

.OTBETCTBEHHOCTh 3a HAAJIEXKAIIEe M CBOCBPEMEHHOE BBIMIOJIHEHUE ApXWUBOM 3amad M (QYHKLMMH,

NPENYyCMOTPEHHBIX HACTOALIMM IMOJI0XKEHUEM, HECET JIMLIO, OTBETCTBEHHOE 34 apXMB.
OTBETCTBEHHbIE 3a BEIEHHWE IENONMPOM3BOACTBA, TMOATOTOBKY W MNPEACTaBICHHUE JOKYMEHTOB Ha
XpaHCHHE B apXHB, HA3HAYAIOTCA NTpHKa3om nupekropa [Hxons:.

KonTtpons nesrensHOCTH apxyBa ocyuecTiaseT aupekrop ko



