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1. OBIIME NOJOKEHUSA

1.1. Hacrosmee mnojoxxkeHue pa3pabOTaHO B  COOTBETCTBUU  C
OepepanbapiM  3ak0HOM 0T 22.10.2004 Ne 125-03 «O0 apXuBHOM Jeie B
Poccuiickonn @enepanum», 3aKOHAMH, HOPMATUBHBIMH IPAaBOBBIMM aKTaMH
Poccuiickoit  ®eneparuu, cyowbekToB Poccuiickoir ®enepamuu B cdepe
apXMBHOTO JieJa M JICJIIONPOU3BOJACTBA, MpaBWIAMH OpraHu3allud XpaHEHUs,
KOMIUIEKTOBaHHUSA, Y4YeTa M UCIIOJIb30BaHUS JIOKYMEHTOB ApXHUBHOTO (oHaa
Poccuiickoit deaepanuy U APpyrux apXuBHBIX JOKYMEHTOB B T'OCYIapCTBEHHBIX
OpraHax, OpraHax MECTHOTO CaMOYMPABJIEHUS W OpraHU3alUsAX, JIOKAIbHBIMHU
HopMmaTuBHbIMH akTamMu MAJIOY Ne 157 «Jlerckuit cag KOMOMHHPOBAHHOTO
BUJIa»

1.1. B unemsix CBOEBPEMEHHOrO IIpUEMA APXUBHBIX JOKYMEHTOB OT
COTPYAHUKOB MYHHUIIMIATBHOTO aBTOHOMHOI'O JOUIKOJBHOIO 00pa3oBaTEIbHOIO
yupexaeruss Ne 157 «Jlerckuii cag KOMOMHUPOBAaHHOTO BHUAA» (nanee-
VYupexaenue), oOecriedeHusi HUX y4dera, COXPAHHOCTH, YIHOPSJAOYEHUS U
UCIIOJIb30BaHUSI B COOTBETCTBUU € HacTosAUM [lonoxenuem co3gaercss ApXuB.

1.2. Opranuzamus obecneunBaer ApXUB HEOOXOAUMBIM ITOMEIICHHUEM,
000Opy/I0BaHUEM U KajJpamHu.

1.3. ApxuB co3maercs ISl BBIIIOJHEHUS CICAYIOMNUX (DYHKIIMOHAIBHBIX
3a1au:

- OCYIIECTBJIEHUE MPUEMa, ydeTa U XPaHECHHS JOKYMEHTOB, 00pa3yIOIUXCs B
npolecce AEITEIbHOCTH YUpEeXIEHUs, B COOTBETCTBUU C JEHCTBYIOIIUM
3akoHoAaTenscTBOM Poccuiickon denepanny;

- OCYIIECTBJICHHE 0TOOpA, MOJATOTOBKH U TIepeiaun TOKYMEHTOB Ha XpaHEHUE
B FOCYJIapCTBEHHBIE apXUBBI B COOTBETCTBUHU C JICHCTBYIOIINM 3aKOHOIATEIbCTBOM
Poccuiickon ®enepanuu;

- OCYILECTBIICHUE OpraHM3alMOHHO-METOANYECKOTO PYKOBOJCTBa
JEATETbHOCTbIO COTPYJHHUKOB YUpexkJAeHUs B 00JIaCTH JEJONPOU3BOJCTBA U
apXHUBHOTO JIENA;

- o0ecreueHre COXPAaHHOCTH JTOKYMEHTOB, CO3/IaHHE HaydHO-CIPABOYHOTO
amnmapara, 00ecrieueHrue NCII0Ib30BaHUS JJOKYMEHTOB, XPaHIIINXCS B APXUBE;

- NOATOTOBKa W  TNPEJCTaBICHUE  PYKOBOJCTBY  HH(GOPMAIIMOHHO-
AQHAJTUTUYECKUX MATEpUaJIOB O COCTOSIHUM W TEPCIEKTUBAX PA3BUTHUS apXHUBHOTO
Jielia B Y UpEexKICHUH;

- y4acTue B Mpejenax CBOEH KOMIETEHIMU B TMOJTOTOBKE U HCIOJHEHUU
YIPABIEHYECKUX PELIEHUN PYKOBOACTBA Y UPEKICHUEM;

- TIOBBIIIEHUE YPOBHS TPAMOTHOCTH PAaOOTHHKOB YUpeXIEeHHUs B 00JIacTH
JIEIONPOU3BO/ICTBA U apXUBHOTIO JIEIa.

1.4. ®OyHkuuu paOOTHUKOB ApXHBAa BBIMIOJHAIOT YICHBl JKCIEPTHON
KOMHCCHH, KOTOpbIE€ JEHCTBYIOT Ha OCHOBaHMM Hactosmero Ilonoxenus,
[Tonoxenuss 00 OKCHEPTHOW KOMHCCHH, YCJIOBHH TPYJIOBBIX JIOTOBOPOB U
JOJIKHOCTHBIX 00S3aHHOCTEH.

1.5. PaGoty ApxuBa BO3IJIAaBISET MpeacedaTeNh SKCIEPTHOW KOMHCCHUH,
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Ha3HAYaeMbIi B YCTAHOBJIEHHOM 3aKOHOM TOPSJIKE 3aBEAYIOIUM Y UpPEkKICHUEM U
NOTYMHSETCS HEITOCPEICTBEHHO 3aBEAYIOIIEMY Y UPEKICHUEM.

1.6. B cBoeii pgesTenbHOCTH pPAOOTHUKM ApXUBa PYKOBOJICTBYIOTCS
JNEHCTBYIOIIUM 3aKOHOAATeNbCTBOM Poccuiickon ®Penepannn, HOPMATHBHBIMU
NPaBOBbIMHM aKTaMU U METOJUYECKHUMH MaTepuaiaMu [0 OpraHU3alul apXUBHOTO
JieNia U J1eJIONPOU3BOJICTBY, OPraHU3AlMOHHO-PACTIOPSIUTEIbHBIMA IOKYMEHTaMU
camoro YupexaeHus u HactoamuM [lonoxxeHneM.

1.7. Ksanudukanronnsle TpeOOBaHMs, (YHKIIMOHAIbHBIE OO0S3aHHOCTH,
npasa, OTBETCTBEHHOCTb pabOTHUKOB ApxuBa perjiaMeHTUPYIOTCS
JO>KHOCTHBIMU O0SI3aHHOCTSIMH, YTBEPKIAEMbIMU 3aBEIYIOIINM Y UpEKICHUEM.

1.8. 3aBenyromuii ApXuBoM:

- PYKOBOOUT BCEM JeATENbHOCTbIO ApXHBA, HECET NEPCOHAIBHYIO
OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE M KAUECTBEHHOE BBHIMOJIHEHUE BO3JI0’KEHHBIX
Ha ApXuUB 337a4 U (PyHKLIHIA;

- OCYUIECTBJIAET B Npelesiax CBOECH KOMIETEHUMH (YHKUUHU YIpaBICHUS
(MIaHUpOBaHUs, OpraHM3alid, MOTHBALMU, KOHTPOJIS), NPUHUMAET pEIIeHMUS,
o0s13aTeNbHbBIE ISl BCEX paOOTHUKOB APXNBa;

- pacnpeznensier (yHKIMOHAIbHBIE OOS3aHHOCTH U OT/AENbHbIE MOPYYEHUS
MEXIY COTPYAHUKaMH ApXHUBA, YCTAHABIMBAET CTENEHb UX OTBETCTBEHHOCTH, ITPU
HEOOXOAMMOCTH BHOCHUT MPEMJIOKEHUS 3aBEAYyIOIIEeMy YupexJIeHueM 00
U3MEHEHHH JIOJKHOCTHBIX 00s13aHHOCTEN MOJYMHEHHBIX €My PaOOTHHUKOB;

- BHOCUT 3aBEAYIOLIEMY VYupexaenuem NIPENTIOKEHUS 1o
COBEPIIIEHCTBOBAHUIO PAa0OThl ApXUBA;

- y4acTBYeT B MEPCHEKTHBHOM W TEKYIIEM IUIAHHUPOBAHUU JESITEIbHOCTU
ApxuBa, a TakKe IMOJATOTOBKE MPHUKA30B, PACHOPSDKEHUH M WHBIX JIOKYMEHTOB,
KaCaloIIMXCS BO3JIOKEHHBIX HA APXUB 3a7a4 U (PyHKIIHIA;

- TNPUHUMAET HEOOXOAMMBIE MeEpbl Ui YIYYIIEHUS MaTepHalbHO-
TEXHUYECKOTr0 M MHGOPMAIIMOHHOI'O OOECIEUeHHUsI, YCIOBUN TpyAa, MOBBIIICHUS
npodeccuoHaIbHON NOArOTOBKY paOOTHUKOB APXHUBa;

- y4JacTByeT B TMOAOOpe M pacCTaHOBKE KaJIpoB ApxXuBa, BHOCHUT
3aBeAYIOIIEMY YUpPEKICHUEM TMPEIVIOKEHUSI O TOOUPEHUH U HAJIOXKEHUU
JTUCIUTUTMHAPHBIX B3bICKAHWKA Ha paOOTHUKOB ApXHBa, HANpaBlICHWHW WX Ha
NEePernoAroTOBKY U MOBBIIIEHNUE KBATU(PUKALINH;

- COBEPIIEHCTBYET CUCTEMY TPYAOBOM MOTHUBALIMK pAaOOTHUKOB APXHBA;

- OCYILIECTBJISIET KOHTPOJIb WCIOJHEHUS MOJYMHEHHBIMH €My paOOTHUKaMU
CBOMX JOJDKHOCTHBIX OOS3aHHOCTEH, COOJIIO/IEHHUST TPYIOBOM AMCLUIUIMHBI M
NEeSATENbHOCTH APXUBA B LIETOM.

1.9. B mnepuom orcyrcTBus 3aBenyromiero ApxuBa €ro 00s3aHHOCTH
UCIIOJIHAET COTPYAHUK, HA3HAUYECHHBIN IPUKA30M 3aBEAYIOIIETO YUpeKACHUEM.

1.10. ApxuB B cBOel NEATENHLHOCTH B3aMMOJICHCTBYET, B Mpeienax CBOEH
KOMITIETEHIIUU, CO CTOPOHHUMHU OpraHU3alUsIMH.

1.11. 3a HeHajgmexaliee HCIOJHEHUE MOODKHOCTHBIX OOS3aHHOCTEH WU
HapyIIeHUE TPYAOBOM NUCIUIUIUHBI PaOOTHUKH ApXHBA HECYT OTBETCTBEHHOCTH B
NOpsAJIKEe, NPEIyCMOTPEHHOM JEHCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickoit
Odenepanuu.



1.12. ApxuB OCYIIECTBISIET TMPUEM DJIEKTPOHHBIX JIOKyMeHTOB (D/1),
00ecreurnBaeT uX COXPaHHOCTh, YUET, OTOOpP U UCTIOIb30BaHHE.

2. OCHOBHBIE ® YHKIINU APXUBA

2.1. IlmannpoBaHue, OPraHU3anMsl U KOHTPOJIb AEATEIBHOCTH Y UPEKICHUS B
00J1acTH apXUBHOIO JIeTa.

2.2. Ilpuem, perucrtpainusi, CHUCTEeMAaTH3alUsi U XpaHEHUE JIOKYMEHTOB B
COOTBETCTBHUH C YCTAHOBJICHHBIM MTOPSIAKOM.

2.3. OOecrieueHre HCTONB30BAHUS JIOKYMEHTOB, XpaHAIIUXCS B ApXuBe
(uHpOpMHUpOBaHUE PYKOBOJCTBA M COTPYJHUKOB YUpPEKIEHUS O COCTaBE U
COJIEP)KAHUM JTOKYMEHTOB ApXuBa, Bbla4a B YCTAHOBJIEHHOM IIOPSAKE JIEd,
JOKYMEHTOB WJIM UX KONUN, apXHBHBIX CIPABOK, HCIOJHEHUE 3aIlPOCOB
IOPUINYECKUX W (U3WYECKUX JIMI, Yy4YeT HCIOJIb30BAHUS JOKYMEHTOB,
XPpaHSIIUXCS B APXUBE).

2.4, ®opMmupoBaHUE CHOPaBOYHOrO anmapara, oOOJErdarouero ydyer u
UCIIOJIb30BAaHUE aPXUBHBIX JIOKYMEHTOB.

2.5. WHcTpyKTax paOOTHUKOB YUpekIeHus O mnopsake (OopMHpPOBAHUSA,
NOJTOTOBKH U C/Iauu A€l B ApXUB.

2.6. KoHTposb 3a CBOEBPEMEHHBIM IMOCTYIJIECHUEM B APXHUB 3aKOHYEHHBIX
JIEJIONPOU3BOICTBOM JIOKYMEHTOB.

2.7. CocraBiieHUE U TPEACTABICHUE TOJOBBIX ONHUCEH e IMOCTOSHHOIO
XpaHEHHs] M 10 JMYHOMY COCTaBy Ha PAcCMOTPEHHE 3KCIEPTHOM KOMHUCCUU
YupexaeHus.

2.8. KoHTpo:ab 3a (pU3HUYECKUM COCTOSTHUEM JOKYMEHTOB, CBOEBPEMEHHOCTHIO
UX BOCCTAHOBJIEHHUS, COOJIIOJIGHUEM B TMOMEIIEHUAX ApXuWBa YCJIOBUH,
HEOOXOAMMBIX JIJIsl 00ecTieYeHUs] COXPaHHOCTU JOKYMEHTOB.

2.9. VYyactue B pa3paboTKe TMOJIOKEHUH W WHCTPYKIMH 10 BEACHUIO
JIEJIONPOU3BOICTBA M OPTaHM3ALMU aPXHUBHOIO JIENa.

2.10. OcymecTBieHUE B Tpenaesiax CBOEH KOMIIETEHIIMM WHBIX (DYHKIMHA B
COOTBETCTBHH C LIETSIMU U 33Jla4aMu Y UpexKICHUSI.

2.11. Ilepenaua nen B ApXuB OCYIIECTBIISETCS M0 MEPEe HEOOXOAUMOCTH.

3. ITIPABA 1 OTBETCTBEHHOCTb PABOTHUKOB APXHNBA

3.1. PaGoTHukHu ApxuBa B MPOIECCE CBOCH NEATEILHOCTH UMEIOT TIPABO:

- IOJIyyaTh TIOCTYMAKOLIME B  YUYPEKICHHUE JOKYMEHTBI M  HUHBIE
MH()OpPMAIIMOHHBIE MaTepualibl MO CBOeMYy MNPOQUII0 JEATCIbHOCTH ISt
O3HAKOMJICHUSI, CUCTEMATU3UPOBAHHOTO yUeTa U UCIIOJIb30BaHUS B padOTE;

- 3ampallvBaTh U MOJy4aTh OT PYKOBOJUTENS YupexkjaeHueM uH(opMaluio,
HEOOXOIMMYIO JIJIs1 BBITIOJTHEHUS BO3JIOKEHHBIX HA HUX 3a71a4 U (DyHKITUH;

- OCYIIECTBJISATh B MPEJENaX CBOECH KOMIETEHIUN MPOBEPKY U KOOPAMHALUIO
JESATEbHOCTU COTPYAHUKOB YUPEXKJECHUS] O BOIpOcaM JeIONpPOU3BOACTBA U
apXMBHOTO Jena, O pe3ylbraTax MpPOBEPOK JOKIAAbIBaTh 3aBEAYIOLIEMY
YupexaeHuem;

- BHOCHUTH TIPEJIOKECHHS TI0 COBEPIICHCTBOBAHUIO (DOPM U METOJOB PabOTHI
ApxuBa 1 YUpexAeHus B LIEJIOM;



- y4acTBOBaTh B MMOAOOpE M PACCTAHOBKE KaJpOB MO CBOEMY MPOQUIIO
NEeSTENbHOCTH;

- BHOCUTH TNPEIJIOKEHHUSI PYKOBOJACTBY YUPEKICHUEM IO TOBBILICHHUIO
KBIM(PHKALMH, TOOUIPEHUIO M HAJIOKEHHUIO B3bICKAHMII Ha paOOTHUKOB ApxuBa
110 CBOEMY IPO(HITIO JeATeTbHOCTH,

- y4acTBOBaTh B COBELIAHUSAX MPU PACCMOTPEHUH BOIIPOCOB, OTHECEHHBIX K
KOMIIETCHIIUN APXUBA;

- KOHTPOJIUPOBATh MIPABUIIA PA0OTHI C JOKYMEHTAMU B Y UPEKICHHH.

3.2. 3aBenyromuii ApXMBOM HECET IEPCOHAIBHYIO OTBETCTBEHHOCTH 34!

- BBITIOJIHEHHUE BO3JIOKEHHBIX HA ApXUB (PYHKIIUH U 3a]1a4;

- opraHuzaiuio paboTel ApXHBa, CBOCBPEMEHHOE U KBAJTU(DUIIMPOBAHHOE
BBINIOJIHEHUE [TPUKA30B, PACIOPSLKEHU, TOPYUYEHNUH BBIIIECTOSILETO PYKOBOCTBA,
JEHUCTBYIONIUX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY NPODUITIO IEATEIbHOCTH;

- pauuoHambHOe U 3((EKTHBHOE HCIOIB30BAHHE  MAaTepUaJIbHBIX,
(PMHAHCOBBIX U KaJPOBBIX PECYPCOB;

- COCTOSIHUE TPYAOBOM M MCHOJHUTEIBCKON JUCHUUIUIMHBI B ApXUBE,
BBITMOJTHEHUE €r0 paOOTHUKAMH CBOMX (DYHKIIMOHAIBHBIX 00S3aHHOCTEH;

- coOmrojieHne pabOTHUKaMU ApXUBa MPaBUI BHYTPEHHErO paclopsjika,
CaHUTAPHO-TIPOTHUBOAMUIEMUYECKOIO PEKUMA, MPOTHBOIMOXKAPHOU O€30MaCHOCTH
Y TEXHUKU 0€30IMacHOCTH;

- BEJEHUE JOKYMEHTAIMU, MPEIYCMOTPEHHON JIEUCTBYIOIIMMHA HOPMATHUBHO-
IPaBOBBIMU JIOKYMEHTaMU;

- MPEIOCTABICHUE B YCTAHOBIEHHOM MOPSIAKE JOCTOBEPHON CTATUCTHUYECKOMN
¥ MHOW MH(OpMaLUU O IeATEIbHOCTH APXUBa;

- FOTOBHOCTh APXHBa K paboOTe B YCIOBUSAX YpPE3BbIUaWHBIX CUTYaLIUH;

- HECOOJII0/IEHNE YCIOBUI 00ecriedeHns] COXPAaHHOCTH IOKYMEHTOB;

- YTpaTy ¥ HECAaHKIIMOHUPOBAHHOE YHUUTOKEHUE JOKYMEHTOB;

- HEOOOCHOBAHHBIN OTKA3 B MPUEME Ha XpPAHEHHUE IOKYMEHTOB;

- HapylLIEHUE MPaBUJI UCTIONB30BAHUS JOKYMEHTOB U JOCTYIIA MOIb30BATENEH
K JIOKyMEHTaM, YCTaHOBJIEHHBIX 3aKOHOAATENbCTBOM Poccuiickont denepaunu.

3.3. IlpueM Kaxagoro [neia MOPOU3BOAMUTCA 3aBEAYIOIIMM ApPXHBOM B
IPUCYTCTBUH PAOOTHHKA Y UPEKIACHUS.

3.4. B nepuoa NMOATOTOBKHU JIeNl K mepeaye B ApXHUB COTPYIHUKOM ApXHBa
NpeIBaAPUTEIHLHO MPOBEPSETCS MPaBUIBHOCTh WX (HOpMUPOBaHUA, OGOPMICHHUS H
COOTBETCTBUE KOJMYECTBA JEJI, BKJIIOYECHHBIX B OIMCh JI€J, KOJIWYECTBY J€ll,
3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYPOU JeNT Y UpexXICHHUS.
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MYHUIUIIAJIBHOE ABTOHOMHOE JOIKOJIbHOE OBPA3OBATEJ/IbBHOE
YUYPEXJIAEHHUE Ne 157 « IETCKUU CAJl KOMBUHUPOBAHHOTI'O BUJA»
(MAZIOY Ne 157 «Jletckuit cajy KOMOMHUPOBAHHOTO BH/IA))

IHPUKA3

r.KemepoBo

06 yrBepxneanu [lonoxenust 06 Apxue
MAJIOY Ne 157 «JleTckmii caji KOMOMHUPOBAHHOTO BHIa»

B coorBerctBuM ¢ ®@enepanbHbiM 3ak0oHOM OT 22.10.2004 No 125-03 «O06
apxuBHOM Jnene B Poccuiickoit ®enepauun», 3aKOHaAMU, HOPMATUBHBIMU
npaBoBbiIMU  akTamMu  Poccuiickoit  ®denepammu, cyonekToB Poccuiickoi
Qenepaunu B cdepe apxXUBHOIO Jella W JIeJONpPOM3BOJICTBA, IpaBUIaMU
OpraHu3allii XpaHEHUs, KOMIUIEKTOBAHUSI, y4e€Ta U UCTOJIb30BAaHUS JOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoil @enepanny U Ipyrux apXuBHbIX JOKYMEHTOB B
FOCY/IApCTBEHHBIX  OpraHax, OpraHax MECTHOrO  CaMOYNpABJICHHUS U
OpraHU3alusX, JIOKATbHBIMU HOpMaTUBHBIMU akTamMu MAJIOY Ne 157 «Jlerckuit

caJy KOMOMHHPOBAHHOTO BUJIa)
[TPUKA3BIBAIO:

1. YrBepauth Ilonoxxkenne 06 ApxuBe MAJIOY Ne 157 «Jlerckuii can
KOMOWHHMPOBAHHOTO BUAa» (MpHIOKeHHe K HacTosmemy npukasy) ¢ 01.01.2019
roja.

2. Jlo 31.01.2019 ropa omeparopy caiita M.A. IlnakcuHa pa3MeCTHUTh:
JOKAIbHBIA  aKT  MYHHUIMOAJIBHONO  AaBTOHOMHOI'O  JOIIKOJBHOI'O
00pa3oBaTeIbHOTO YUPEKICHUSA No 157 «/Jlerckunit can
KOMOMHUPOBAHHOrO BUAa» Ha odummanbHoM caite MAJIOY No 157
«JleTckwii caji KOMOMHUPOBAHHOTO BUIA.

3. KoHTponb 3a BBINOIHEHHEM HACTOAILIETO MPUKa3a OCTABIISIIO 32 COOOM.
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3aBenyrouui I'.B.MuxainoBa



