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I'TIOY 510 SpocaaBckuii rpaxocTpoUTeIbHBIN KOJLTE/UK

: KIIAIO
+*" JlupexTop Kouiemka
CHIIbIHA
207%r.
INOJIOKEHUE
Ob APXUBE KOJUIEIXA

1. OBIIUE MOJJOXEHUS
1.1. ApxuB KoJUIe)ka BXOAHUT B CTPYKTYPY OTZeNa KaJpoB, BO3IJIABIISETCS apXHBAPUYCOM.
1.2. ApxuB co3/1aH C LeTbIO XPaHEHHS JOKYMEHTOB KOJLIE/Ka.
1.3. ApxuB B CBOEH J€ATEITHLHOCTH PYKOBOACTBYETCS:
- IpaBHJIaMH, YCTaHABJIMBAaEMBIMH [ 0Cy1apCTBEHHOI apXUBHO# CITyXO00ii;
- IIEPEYHEM JIOKYMEHTOB I'OCYIapCTBEHHOT0 00pa3iia co CpOKaMH XpaHEeHHS;
- YcTaBoM KoJutemka;
- HactosmuM [lonoxenuem;
- KOPIIOPaTHBHBIMM IIPABHJIAMH U CTaHJapTaMH, yCTaHOBICHHBIMH JIOKAJIbHBIMA HOPMATUBHBIMHU aK-
TaMH.

2. 3AIAYHN

2.1. OBGecneyenue COXpaHHOCTH, Y4eT, 0TOOp, YIOPSIOYEHHE B HCIIOb30BaH)E JOKYMEHTOB, XPaHSIIIHX-
Cs B apXHBe.
2.2. Opranusanus MoAroTOBKY U Iepeadn JOKYMEHTOB Ha rOCYIapCTBEHHOE XpaHEHHE.

3. DYHKIIUHN

3.1. [Ipuem 3aKOHYEHHBIX ETOMPOM3BOACTBOM U O(OPMIIEHHBIX JOKYMEHTOB IIOCTOSHHOTO XPAHEHHS,
BPEMEHHOI'0 CPOKA XpaHEHHs (CBBILIE 5 JIET), JOKYMEHTOB II0 IUYHOMY COCTABY H JPYTHE.

3.2. CornmacoBanus ¢ SIpociaaBcKiM 001aCTHBIM I'OC.apXHBOM Ilepeiady J0KyMEHTOB APXHBHOTO (HOHIA
Ha roCyZIapCTBEHHOE XpPaHEHHUE, COTJIACHO OMUCSM.

3.3. OcymecTBieHHs y4eTa i 00eCcreueH s OJTHOW COXPaHHOCTH IIPUHATHIX Ha XpaHEHHE el

3.4. Opranu3anus UCIOJIb30BaHMs JOKyMEHTOB (BblIa4a KOIHii, CIPAaBOK, OTBETHI Ha 3aIIPOCHI H T.11.).

3.5. Yyactre B cOCTaBJIEHHH HOMEHKIIATYPBI 16T KOJUIE/DKA 110 ONPEe/e/IeHHIO CPOKOB XpaHEeHHs, COrJIac-
Ho [lepeunio 1OKyMEHTOB rocy1apCTBEHHOr0 00pasiia.

3.6. IIpoBenenne cnyucaHus JOKYMEHTOB C HCTEKIIMM CPOKOM XPaHEHHSL.

3.7. ExeronHo npeacTasiser B SpociaBckuii 001acTHO# roc.apXUB CBEICHHS O COCTaBe U 00BEME JI0KY-
MEHTOB I10 YCTaHOBJIEHHOH (opMe;

4. OPTAHM3ALIUSA PABOTbI

4.1.]JleATeNbHOCTD apXUBa OPraHU3yeTCs B COOTBETCTBIU C HOPMaTHBHBIMA JOKYMEHTAMHU BBIIIECTOSIINX

OpraHOB, KacarolKecs XpaHEH s U UCII0JIb30BAHUS apXUBHBIX MaTEPHAJIOB.

4.2.CtpyKTypa H IITaTHas YUCICHHOCTh apXHUBa yTBEPXKAACTCS TUPEKTOPOM KOJIIEKA.

4.3.0Opranu3anuio paboTsl apXHBa OCYIIECTBILSIET apXHBAPHYC, Ha3HAYAEeMBbIi IIPUKA30M JHPEKTOpa KO-
JIe[Ka M3 YKClIa JIML, MMEIOIIMX HadaJlbHOE HIIM cpeHee npodeccuoHatbHoe o0pa3oBaHue O3 npeas
ABJIEHUS TpeOOBaHHUM K CTa)Ky paboThI MK cpelHee (I0oJHOe) 0bIee 0Opa3oBaHKe U CleNHaTIbHAS
IIOJIrOTOBKA 110 YCTAHOBJIEHHOM IporpamMe 6e3 npeabsBiIeHus TpeOOBaHUM K CTaXKy paboThl, Hermoc-

ABTop pa3paborku: 3aBbsuioBa O.A. IIpoxonTposmposan: Jlucunsua JILIL.
Ha4YaJIbHUK OTJIeIa KaJpoB - JIMPEKTOP KOJLIemKa ;
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PEOCTBEHHO NOTYMHACTCS Ha4aJIbHUKY OT/IENA KaJpoB.
4.4.B 0TCYTCTBHH apXHBapuyca apXUBHYIO paboTy BBIIOIHAET HHCIIEKTOD OT/E/a KaJpoB MK Havaslb-
HHUK OT/IeJ1a KaJIpoB.
4.5 KpanudukannoHnsusie TpeGoBaHusl, GyHKIHOHATbHBIE 00S3aHHOCTH, IIPaBa, OTBETCTBCHHOCTh apXUBa-
pHyca perjIaMeHTHPYIOTCS JODKHOCTHBIME MHCTPYKIMAMH, yTBEPKIAEMBIMH IHPEKTOPOM KOJUIE/KA
4.6.]17151 OCYIIECTBIICHHUS BO3IOKEHHBIX Ha HETO 3a/1a4 ¥ QyHKIMH apXHBapHyC HMEET IpaBo:
- Tpe6OBaTh BBINOJIHEHHE YCTAHOBICHHBIX IPABHJI PaOOTHI C JOKYMEHTaMH B CTPYKTYPHBIX [O/pa3-
JeNeHUAX KOJUIeIKa,;
- 3aIpAIIMBATh OT CTPYKTYPHBIX [O/pa3/IeeH i CBeIeHUs, He0OX0MMBIE st pabOTHI apXHBa.

5. CTPYKTYPA U COCTAB
CTpyKTypa M YHCICHHOCTb apXHBa ONpPENENAETCS IMPEKTOPOM KOJUIE[DKA C y4eTOM MOCTaBICHHBIX
3a71a4 ¥ BO3MOXKHOCTel. BHyTperHue cBsi3u o apxuBHOU pabote B cxeme (IIpunoxenue 1)

6. JEJOIIPOU3BOACTBO
6.1.B apxuBe BezeTcs yueT i 00eCIeunBaeTCs COXPAHHOCT APXUBHBIX JOKYMEHTOB COITIACHO HOMEHKIIA-
Type HelL.
6.2.Bcs uexondias U3 apXxuBa JOKYMEHTAIUs [TOUCHIBAETCS Ha4aIbHUKOM OT/IeIa KaipoB.
6.3.KoHTpOJIb 32 1€I0NPOM3BOICTBOM B aDXHBE OCYIIECTBIISIET HAYAIbHUK OT/IENIa KaJpOB.

7. B3BAUMOJAENCTBHUE C IPYTUMHU NNOJAPA3AEJTEHUSIMHA
PaGoTHHK apXKBa HEMOCPEACTBEHHO peIaeT BO3JI0KEHHbIE Ha HETo 3a1a4i. KoopuHUpYeT CBOIO
paboTy 10 ClIeayIOIHM BOIIPOCAM:
7.1.c npenoaaBaTesIMH H CTPYKTYPHBIMH NOJApa3/eJeHHsIMA:
- IpHEM JIOKYMEHTOB Ha XPaHEHHE;
- BbljIa4a JIOKYMEHTOB I CITy)K€OHOTO HCIIONb30BaHHUS,
7.2.c SIpocaiaBcKHM 00JaCTHBIM APXHBOM:
- mepeaya JOKYMEHTOB Ha FOCy1apCTBEHHOE XpaHEHHE.
7.3.CTpyKTypa B3auMO/IeHCTBHS apXuBapuyca ocylecTisercs cormacHo cxeme (IIpunoxenue 1)

COTJIACOBAHO A
CoBeTOM KOJIIEKa IPOTOKOT Ne A5
CexpeTapy/coBeTa KOJUTeKa

Zﬁj Cxuba E.H.
Ty _2ROHL 2075 .
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[Tpunoxenue 1

B3AMMO/JIEMCTBUS CTPYKTYPHOI'O ITOJAPA3AEJEHUS

PaGoTHukH
CTPYKTYPHBIX
NoApa3aeIeHHH,
NpenoaaBaTesu

VYcnoBHbIE 0003HAYEHHSA:
— MOIYMHEHNE
..... B3aUMOJIEHCTBUE

APXHUB

HavanbHuk otnena
KaJpoB

ApxuBapHyc

CoTpyaHUKH 001aCTHOTO

apxuBa




