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1. O6mue nos1oKeHHUs1

1.1. Hacrositee mnoyioxkeHHWe yCTaHABJIMBAET OPraHU3aLMOHHO-TIPABOBOE
MOJIOYKEHHWe, LeNd, 3adaud, (YHKUHWH, OTBETCTBEHHOCTb apXuMBa ABTOHOMHOH
HEKOMMEpPYEeCKOW opraHu3aluu MpodeccuoHalbHOro oopasoBanus «MOCKOBCKHH
00JIaCTHON I'yMaHUTapHO-COLMaIbHBINA KoJutek» (fanee — Kostenk).

1.2. Hacrosimiee  nosoxeHue — pa3palOTaHO B COOTBETCTBUH €
denepanbHbiM 3akoHOM OT 29.12.2012 r. Ne 273 — ®3 «O06 obOpa3oBaHUU B
Poccuiickoit ®enepaunn», PenepanbHbiM 3akoHOM OT 22.10.2004 1. Ne 125 — @3
«O0 apxuBHom Jnene B Poccuiickoit denepauuu», HHBIMH HOPMAaTHBHBIMU
PaBOBbIMM aKTaMHM OpraHoB rocyJapcTBeHHOM BiacT, YcraBoM Kosutemxa u
HOPMAaTHBHBIMH, JIOKAJIbHBIMU akTamu Kosiepka.

1.3. ApxuB Komremxka sBaseTcs  CTPYKTYPHBIM  [0Jipa3jie/ieHHeM
Komnemxa,  Bo3ruaBisiercss  3aBeNYyIOLMM — apxuBa,  KOTOPbIA  Hecer
OTBETCTBEHHOCTb 3a pabOTy apXuBa.

1.4. ApxuB Komnemka TMNOJYMHSETCS HENOCPEACTBEHHO JAUPEKTOPY
Konnenka u orunteiBaeTcs nepej HUM B CBOEH J1€TeIbHOCTH.

2. Heawn, 3aqa4u 1 PyHKUHH apXUBa

2.1. Llenbro aesTenbHOCTH apXUBa SIBJIsIETCsl OOecredeHne XpaHeHus, yuera,
a TAK)K€ Hay4YHOI0 U MPAaKTUUYECKOI0 UCIOJIb30BAHHUS JOKYMEHTOB.

2.2. Jlns pocTkeHUs yKa3aHHOM LM apXWB peliaeT Cleayroliue
OCHOBHbIE 3a/1auH:

2.2.1. coBepuieHCTBOBaHHE (POPM U METOJI0B pabOThI C JIOKYMEHTAMH;

2.2.2. obecnieyeHue eIMHOrO MOpsJIKa JTOKYMEHTHPOBaHHMs, OpraHH3alnu
paboTbl ¢ JOKyMEHTaMH, HH()OPMAIMOHHO-TIOUCKOBBIX CHCTEM, KOHTPOJIs
MCIIOJIHEHUS. U MOATOTOBKM JIOKYMEHTOB K Iepejlaue B BEJOMCTBEHHBIM apXWB B
COOTBETCTBUH C FOCYIapCTBEHHBIMH CTaHAApPTAMM;

2.2.3. opraHu3auus METOJMYECKOH MOMOLIU CTPYKTYPHbBIM MOApPa3Ae/IeHUsIM
B paboTe C I0KyMEHTaMHu;

2.2.4. npuém, yuer, cucTemMaTu3alus J0KyMEHTOB;

2.2.5. KOMIUIEKTOBAaHUE AapXMBHBIX [eJl JOKYMEHTaMH, COCTaB KOTOPBIX
pealycMOTpeH HoMeHKiarypoi aen Komiemxka,

2.2.6. Begenue HMHGOPMALMOHHO-CIIPABOYHOW pPabOThl 1O JOKYMEHTaM
OpraHM3aluu;

2.2.7. BHepeHue HOBbIX HWH(POPMALMOHHBIX TEXHOJIOTHH B pabdoTe c
JIOKYMEHTaMH U apXUBOXPAHEHHH.

2.3. B COOTBETCTBHM C BO3JIOXKEHHBIMM Ha HEro 3ajayaMH apxuB
OCYLLECTBISAETCA cleaytouue QyHKUNU:

2.3.1. npuHUMaEeT AOKYMEHTBl CTPYKTYPHbIX MojapaszaeneHuii Kosemka ¢
YYETOM YCTAaHOBJIEHHBIX CPOKOB 3aBEpLUCHHS JIeJIONPOM3BOJCTBA U MX Clladd B
apXUB;

2.3.2. obecneuynBaeT COXPAaHHOCTh MPHUHSATHIX JIOKYMEHTOB;

2.3.3. co3aer, NOMOJHAET U COBEPILICHCTBYET HayuHO-CIIPABOYHBIH armnapar
K XpaHALLMMCS B apXHUBe IOKYMEHTaM;



2.3.4. opraHusyeT HCIIOJb30BaHHE JIOKYMEHTOB apXuBHOro (oHxa,
uHpopmupyeT pykoBoacTBo Konemka o cocTaBe, KOMIUIEKTALUK U COAEPKAHUH
JIOKYMEHTOB apXHBa;

2.3.5. B YyCTAaHOBJIEHHOM I[OpsiIKE€ BbLAAeT JeJa, JOKYMEHTbl HJIH KOIHH
JIOKYMEHTOB M apXHUBHbIE CIIPABKU B LEJIsIX C1YKeOHOro UCI0JIb30BAHUS;

2.3.6. NpOBOJUT IKCHEPTU3Y LIEHHOCTHU JOKYMEHTOB, XPAHSILUMXCs B apXUBe,
ydacTByeT B paboTe MO ONpeJeseHUI0 CPOKOB XpaHEeHHs! OT/eJbHBbIX KaTeropui
J1eJ1, BBIJEJIEHUS! K YHUUYTOKEHHUIO IOKYMEHTOB C HCTEKIIMMHU CPOKaMU XpaHEHHUSI;

2.3.7. ocylIecTBIIsIET COCTaBI€HHUE CBOAHOM HOMeHKJIaTypbl Jaen Kosemka,
KOHTPOJIb 3a MPaBUJIbHBIM (POpMHUpPOBAHHEM U ODOPMIICHHEM JIeJl B CTPYKTYPHBIX
nonpaszaenenusix Komemka;

2.3.8. yuacTByeT B MPOBEIECHHH MEpPONPUITHH 110 COBEPLICHCTBOBAHUIO
JIeJIONPOU3BOJACTBA U IMOBBILICHUIO 3()PPEKTUBHOCTH Clly)KObl apXMBOXpaHEHHs B
Konnemxe.

3. IIpaBa u OTBeTCTBEHHOCThb

3.1.  Jlns BBINOJIHEHUS! BO3JIOKEHHBIX 3a/1a4 U GyHkuui apxus Koiemka
MMEET IMPaBO KOHTPOJIMPOBATH BBINOJIHEHWE YCTAHOBJIEHHBIX MPaBUJ pabOThl C
JIOKYMEHTaMH B CTPYKTYPHBIX nojapa3zaeienusix Kosemka.

3.2. ApxuB BIpaBe 3alpallidBaTb OT CTPYKTYPHBIX [0Jpa3/esieHnH
OpraHW3ally CBeIeHUs, HeOOXOAUMbIe /1JIsi pabOThI apXHBa.

3.3. ApxuB BIpaBe BO3BpallaTb B CTPYKTYypHbIE I[OApa3jejeHus Ha
J10pabOTKy JAeja U TOKYMEHTbI, OArOTOBJICHHBIE C HAPYLIEHHEM YCTAHOBJIEHHBIX
MHCTPYKLHMEH 10 JeJONPOU3BOJACTBY MpaBUJl OQOpPMIICHHS MpeaapXUBHOM
MOJArOTOBKH JIOKYMEHTOB (Ileperuier Jelsl, HyMepauus JHCTOB, odopmieHne
O0JIOXKKHM JleJla, COCTaBJICHHE OIMCH, [EPeYHsi TeM KYPCOBBIX M BBIMYCKHBIX
KBaJU(UKALUOHHBIX paboT U T.1.)

3.4. llpu cnaye 27€KTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE apXUB HMeEeT
npaBo  TpeOoBaTh OT CTPYKTYPHBIX  TMOApAa3/ejeHH  COMPOBOAUTENLHOM
JIOKYMEHTALKH, B KOTOPOH OTPaXKatoTCsl CBEACHUS 00 UX TEXHUYECKOM COCTOSIHHH,
Jata CO3JaHMs, KpaTkas XapaKTepUCTHKa COJEpKaHHs JTOKYMEHTOB, O0ObEM H
3JIEKTPOHHBIN (hopmar.

3.5. B uensax coszgaHusi OJaronpusITHBIX YCIOBHH Ui pabOThl apXHBa
pykoBoJcTBO Kosenka ocyulecTBisieT MaTepHalbHO-TEXHHYECKOe OOecrieueHue
€ro JesTeJIbHOCTH CPEICTBAMH OPITEXHMKH, KaHLTOBapamMH, TrapaHTHpyeT
coOyoileHHe  OXpaHbl  TpyJa,  TeXHHKH  0€30aCHOCTH,  NpPOBeJeHHE
NPpOQUIAKTHYECKUX  MEPOINpPUSTHH POU3BOACTBEHHOMN CaHUTaApUU u
MPOTUBONOKAPHOM 3aLLIUTHI.

3.6. OTBeTCTBEHHOCTh 3a HaJyleXKalllee W CBOEBPEMEHHOE BBINOJHEHHUE
(GyHKUMH, NpeayCMOTPEHHBIX HACTOSILMM [10JOKEHHEM, HECET 3aBeyIOIIHii
apXHBOM.

3.7.  OpraHuzaiuio paboThI apxuBa, CBOEBPEMEHHOE U
KBIM(DUIMPOBAHHOE  BBIMOJHEHHE [PUKA30B, pACIOPsKEHUH, MOpydYeHHit
aupekropa Kosemka AeHCTBYIOLIMX HOPMATHBHO-TIPABOBBIX AKTOB 10 CBOEMY



npouiIl0  JIeATEJIBHOCTH, paludoHaibHoe U J()(EeKTUBHOE HCIIOJIb30BAHUE
MaTepHaIbHBIX (PUHAHCOBBIX M KaJIPOBBIX PECYPCOB.

3.8. Ha 3aBeyIOLIero apX1MBOM BO3JIaraeTcst nepcoHaybHasi
OTBETCTBEHHOCTb 3a:

3.8.1. opraHu3aluIo AEsTEIbHOCTH apXUBa IO BBINOJHEHUIO BO3JI0KEHHBIX
Ha Hero 3aja4 ¥ QyHKUHUH;

3.8.2. co3maHMe HaaJeXalUMX YCJIOBUHM JUIsl UCIOJIb30BAHHUSl JOKYMEHTOB,
HaXOAALIMXCSd B apxXxuBe (ONepaTUBHbIM MOWUCK, MOAOTOBKA MMOMELIEHHUH s
paboTbI C TOKyMEHTaMH, U3TOTOBJIEHHE KOIHH, Ip.);

3.8.3. COXpaHHOCTb MpPHUHATHIX JOKYMEHTOB W  BblJaBaeMbIX  JJIs
MCITIOJIb30BAHUS JOKYMEHTOB;

3.8.4. cobuoneHue pabOTHUKAMKM apxXuBa TPYJAOBOH M MPOU3BOACTBEHHOM
JIMCLIMTUIMHBI,

3.8.5. obecrieueHre COXPAHHOCTH HMYIIECTBA, HAXOMSIIEr0 B apXHBe H
coOutoieHHe MoKapHOH 0e30MacHOCTH;

3.8.6. mpenocTraBieHHE B  YCTaHOBJIEHHOM [OpSIKE  JIOCTOBEPHOM
CTATUCTUYECKON ¥ MHOM MH(POPMALIMU O JeATEebHOCTH apXUBa;

3.8.7. OTBETCTBEHHOCTb COTPYJAHMKOB apXuBa YCTAaHaBIMBAETCS HX
JIOJDKHOCTHBIMU MHCTPYKIUSIMU;

3.8.8. rOTOBHOCTb apXKBa K padoTe B yCIOBHSIX Upe3BbIYaHbBIX CUTYALHH.

4. BzaumoaelcTBre €O CTPYKTYPHBIMH NOAPa3e/IeHUSIMH
4.1.  ApXuB B3aMMOJAEHCTBYET C HHBIMU CTPYKTYPHBIMH MO/Ipa3/ieIeHUsIMH
Kosuteka B paMkax peanan3alli BO3JIOKEHHbBIX Ha HEro 3a1a4 U (hyHKIHH.

5. 3ak/04HTe/IbHBIE NOJI0KEeH U]

5.1. Hacrosmee [lonoxenue yrBepkaaercs nupekropom Kostemxka.

5.2. Hacrosmee [lonoxeHue BCTynaer B CHIIy ¢ MOMEHTA €r0 YTBEPKIAEHHs
1 JIECTBYET 10 €r0 OTMEHBI B YCTAHOBJIEHHOM TOPSIJIKE.

5.3. I3smeHeHus 1 10MONIHEeHUs B HacTosee [lojiokeHue BHOCSTCS 110 Mepe
HEeOOXOAMMOCTH. BHeceHHble M3MEHEHHs BCTYNalT B CHJIYy C y4eOHOro roja,
CJICIYIOLIErO 3a roJIOM IPUHATHS PELUEHUS] O BHECEHUHU U3MEHEHHUH, €CJIM MHOE He
perjaMeHTHPYeTCs HOPMAaTHBHO-IIPABOBBIMHU aKTaMM OpPraHoOB TOCYAapCTBEHHON
BjacTu PO.



6. Jluct perncTpauuy H3MeHeHHH

H3M.

JlaTa
H3MeHEeHHsI

CymHocTh H3MEeHeHHH

[Moanucek

Mpum.




