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1. O6mue moJ10KeHHus
1.1. Apxus MBOY Jluneii «IIpectmx» r.o. Camapa (najee — Juiei) co3gaH I XpaHEHHS
JIOKYMEHTOB, 00pa3yIonuxcsa B €ro JesITeNbHOCTH, a Tak)Ke 3aKOHYEHHBIX JEIONPOH3BOACTBOM
JIOKYMEHTOB IIPAaKTHYECKOT0 Ha3HA4YeHus, UX oTOOpa 1 yuera.

1.2. B cBoe#i jesATeNBHOCTH apXWB JMIes pyKoBojacTByercsi DeiepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 "O6 obpazosanuu B Poccuiickoit @enepanun”, OenepanbHeM 3aKOHOM
or 22.10.2004 Ne 125-®3 "O6 apxusHoM jene B Poccuiickoit ®enepanun", HOpMaTHBHBIME
NPaBOBBIMH aKTaMH M METOJMYECKUMH peKOMeHIanusMu PenepanbHOro apXuBHOIO areHTCTBA
(manee — PocapxuB), HOpMaTUBHBIMH IPABOBBIMH aKTAMH M METOJHYECKMMH PEKOMEHIAUIMHI
cybrexkta P®, ycraBoM H JIOKQIbHBIMH HOPMATHBHBIMH aKTaMH JIMIEs, HACTOSIIHM
[Tonoxenuem o6 apxuse (nanee — [lonoxenue).

1.3. Ilonoxxenune paspaborano Ha ocHoBaHUH [IpHMepHOTro MoOKeHUs 00 apXuBe yUpeKICHHS,
OpraHM3aliy, NPEeANpHATHS, YTBEpKAEHHBIM Npukazom KomHTeTa mo jenam apXuBOB IIPH
ITpaButensetBe PO ot 18.08.1992 Ne 176, 1 yTBepXKAaeTCst JUPEKTOPOM JIHIIES.

1.4. Jluneii obecneunBaeT apXuB HEOOXOMMBIM NTOMEIIEHHEM, 000PYIOBaAHHEM H KaJpaMH.

1.5. ApxuB jHIes BO3IJIABISE€T OTBETCTBEHHBIM 3a apXWB, KOTOPBIH HAa3HAYaeTCs MPHKA30M

AHPEKTOpa JHIEA H MMOAUYAHACTCA HEITOCPEACTBEHHO JUPEKTOPY JIHIIE.

2. 3apaun 1 GyHKUMH apXHBA

2.1. OCHOBHBIMH 3aJ1a4aMH apXHUBa SBJIAIOTCS:

2.1.1. KoMIuiekToBaHHe apXuBa 3aKOHYEHHBIMH JEJIONPOU3BOJCTBOM JHUES JIOKYMEHTAMH,
COCTaB KOTOPBIX MPELYCMOTPEH pa3/ieioM 3 HAaCTOSILETO ITOI0KEHUS.

2.1.2. Vuer, obecrniedenne COXpaHHOCTH, HCIIOIB30BAHUE JJOKYMEHTOB, XPaHAIMXCS B apXHUBE.
2.2. B cooTBeTCTBHM C BO3JIOXKEHHBIMHM Ha HETO 3a3/layaMH apXHB OCYILECTBJSET CJEAYIOIIHE
(byHKIHH:

2.2.1. IlpuHuMaeT He Mo3JHee, YeM Yepe3 JBa Iojia MocJe 3aBepIIeHHs JeIONPOU3BOICTBOM,
YYUTBIBAET H XPaHUT JOKYMEHTHI JOJINOBPEMEHHOIO XpaHEHHS H [0 JIMYHOMY COCTaBy,
obpaboTaHHbIE B COOTBETCTBHHU C TpeOOBaHUAMH, YCTaHOBIEHHBIME PocapXxuBoMm.




2.2.2. OcymecTBisieT yueT u o0ecreynBaeT MOMHYI0 COXPAHHOCT IPHHATHIX HA XPAHEHHE JIell.
2.2.3. OpranusyeT HCIIOIb30BaHHE noxyMeHTbB:

- HH(OPMHPYET aIMUHHCTPALHIO JIMILIEsS O COCTaBe U COAEPIKaHUH JJOKYMEHTOB apXUBa;

- BBIZIaeT B YCTAHOBJICHHOM IOPSIIKE JeNa, JOKYMEHTHI WM KOIHH JOKYMEHTOB B LENSAX
CIy’)ke0HOr0 ¥ HayYHOT0 HCIOIBE30BAHHS, /IS pabOTHI B IOMEIIEHHH apXHBa;

- HCIOJHAET 3allpoChl OpPraHM3alMii ¥ IpakaaH o0 YCTAHOBICHHH TPYIOBOIO CTaXa H
JOPYTEM BOIPOCaM COIMATbHO-IIPABOBOIO XapaKTepa, B YCTAHOBIEHHOM IOPSIKE BhIIAET KOIIHA
JOKYMEHTOB M apXHBHEIE CIIPABKH;

- BeJIET y4eT MCIOJIb30BaHMS JJOKYMEHTOB, XPAHAIIUXCSl B APXUBE;

- IPOBOJIUT SKCIIEPTU3Y HEHHOCTH JOKYMEHTOB, XpaHSIIUXCS B apXHBE.

2.2.4. Oka3piBaeT METOMYECKYIO TIOMOIIb PAOOTHUKAM, OTBETCTBEHHBIM 3a JEJIONPOM3BOJICTBO
B COCTAaBICHMHM HOMEHKJIATYphl Jej, KOHTPOJHpYET TMpPaBHIBHOCTE (OPMHPOBAHUS W
odopmieHHS €N B AIONMPOU3BOICTBE, @ TAKXKE MOATOTOBKY JEJ K Iepeiadye B apXHUB JIHIES.

3. CocTaB 10KYMEHTOB apXuBa

B apxuB noctymnaior:

3.1. 3aKkOHYEHHBIE MACJIONPOU3BOJCTBOM JOKYMEHTHI BpemeHHOro (ceime 10 mer) cpoka
XpaHEeHUsl, HeOOXOUMbIe B MPAKTHYECKOH IEATENBHOCTH, JAOKYMEHTHI [0 JMYHOMY COCTaBY,
o6pa3zoBaBIIHECS B Pe3YNIbTATE AEATEITbHOCTH JIHIIES.

3.2. JIokyMEeHTBl IOCTOSIHHOTO XpaHeHHs (eClii  y4peskJeHHe-IpeAlIeCTBEHHHK  OBUIO
HUCTOYHHKOM KOMIUIEKTOBaHHS rOCYJapCTBEHHOTO MIIM MYHHITHITAJIBEHOIO apXHBa) H M0 JIMYHOMY
COCTaBY yqpemeuuﬁ—ﬁpenmemneﬁunxon.

4. IIpaBa 1 00S3aHHOCTH OTBETCTBEHHOI0 32 APXHUB

Jlnst BBIIOJIHEHMS BO3JIOKEHHBIX Ha HEro 3a7ad ¥ (yHKIWI OTBETCTBEHHBINH 32 apXUB MMeEeT
MpaBo u 00s13aH:

4.1.1. KonTpommpoBaTh BBIIOJIHEHHE YCTAHOBJIEHHBIX IPaBUII paboThI C JOKYMEHTAMH B JIALIEE.
4.1.2. 3anpammBath OT pabOTHHKOB JHLest CBE/ICHHS, HEOBXOMUMBIE /It paboThl apxuBa.

4.1.3. JlaBaTh pa3psCHEHHS H PEKOMEH/IAIHH 110 BOIIPOCAM, BXOJIAIINUM B KOMIICTEHIIHIO apXHBa.

5. OTBeTCTBEHHOCTD 32 PYHKIIHOHHPOBAHHE APXHBA

5.1. OTBeTCTBEHHOCTh 3a HajAJeXallee H CBOEBPEMEHHOE BBIOJHEHHE apXHBOM 331a4 H
(byHKIMH, TPeAyCMOTPEHHBIX HACTOSIIUM MOJIOKEHHEM, HECET JIMI0, OTBETCTBEHHOE 33 apXUB.
5.2. OTBeTCTBEHHBIE 32 BEICHHE JITIONPOM3BO/ICTBA, IIOATOTOBKY H IPECTABIEHHE JOKYMEHTOB
Ha XpaHEHHE B apXHB, Ha3HAYAIOTCS IPHUKA30M JUPEKTOPA JIHIIES.

5.3. KoHTpOJIb IeATEIbHOCTH apX#Ba OCYIIECTBIIAET AUPEKTOP JIHIIES.
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