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1. O6mme mosoxKeHH.

B cootBercTBuH ¢ 3akoHoM Pecry6muku Kpeim ot 14.08.2014 Ne50-3PK «O6
apxuBHoM gene B PecmyGmuke Kpeiv» B I'BIIOY PK  «Cumdeponomsckoe
My3bIKanbHOe yuunuine umenu [1.1.YalikoBckoro» (nanee - YYAIMILE) CO3/1aH apXHUB
JUII XpaHeHWs, KOMIUIEKTOBAaHHWs, ydYeTa M MHCIOJIb30BaHMs OOpa3oBaBIIMXCS B
polecce  NeATENBHOCTH apXMBHBIX [OKYMEHTOB, HCIIOJIb30BaHMs —CBEJCHHUH,
COJIEPIKALIMXCS B 3THX JOKYMEHTaX JUIS CITy)KeOHBIX, TPOU3BOJCTBEHHBIX, HAYIHBIX U
OPYTUX LENEH.

ApXMB SBIISIETCS CAMOCTOSTENBHBIM CTPYKTYPHBIM MOJpa3fieleHreM Y IHITHIIA
¥ UCTOYHUKOM KOMIUIEKTOBaHMs ApxuBHOTro ¢onzaa Poccuiickoit Denepanum.

Jlo mepemayu Oell Ha TOCYJapCTBeHHOE XpaHEHHE, apXUBHbBIC JOKYMEHTBI
BpeMEeHHO, B TIpefieNiaX, YCTaHOBIEHHBIX I['OCYIapCTBEHHOW apXMBHOW CiIyx00i
PecmyGnuku KpbiM, XpaHsaTcs B apxuBe Y UdIIUINA.

Bce pa6oThl, CBA3aHHBIE C IIOJTOTOBKOM, TPAHCIIOPTMPOBKOW M Ieperavei
IOKyMEHTOB apXUBa, IPOBOJATCS 32 CUET Y YMIIUIIIA.

B cBoeli eATENBHOCTH apXWB PyKOBOACTBYETCsS 3aKOHOIATEIbHBIMUA AKTaMU
Poccuiickoii ®@enepaunu u PecrmyOnuku KpbIM 1o apxXMBHOMY Jejly, NpPUKa3aMH,
yKa3aHUAMH BBIIIECTOSIINX OPraHU3alUil U IPYTMMH HOPMAaTHBHO-METOIUYECKUMU
noxyMeHTaMu DeiepalIbHOr0 apXMBHOIO areHTCTBA, METOAMYECKUMU JTOKYMEHTaMH
ocynapcTBEHHOUW apXUBHOW  CITy OB PecriyOnmuku KpsiIM ¥ HacTOSIIUM
[Tonoxxenuem. : '

Hacrosimee ITonoxenne o6 apxuBe (manee -Ilono)xeHne) COIrIacoBBIBAETCS C
ApXUBHBIM yIIpaBIECHUEM (MyHHMLIMITATTBHBIN apxuB) AIMUHHCTpaLUU
r. Cumbeporois ¥ yTBep)KIaeTcs IIPUKa3oM AUPEKTopa Y YrIHIIa.

2. CocTaB IOKYMEHTOB apXHuBa.

B cocTaB TOKyMEHTOB apXuBa BXOIAT U IIOCTYIIAIOT:

- WCIIOJIHEHHBIE, OTpabOTaHHbIE B TEKYyIEM JeJIONPOU3BOJACTBE YUMIIKINA
JIOKyMEHTHl Ha OyMaXHOW OCHOBe, OTHeceHHble K ApxuBHoMy Qonny PK,
IIOCTOSIHHOTO, M uuTedpHoro (cBeime 10 JieT) cpoka XpaHEHHs, HOKYMEHTHI IIO
JUYHOMY COCTaBY;

- JIOKYMEHTBHI IIOCTOSIHHOTO XpaHEHHd U II0 JUYHOMY COCTaBy, XpaHAIIUECH
Yunnuiewm, KaK IIPaBONPEEMHUKOM yUpeKIEeHUN-TIPeAIECTBEHHUKOB,
JUKBUIAPOBAHHBIX B YCTAHOBJIEHHOM IIOPSAIKE;

- Hay4HO - CIIpaBOYHBIN anmapar K JOKyMEHTaM apXuBa.



JlokymeHTEl Ha OyMaXXHBIX HOCHUTENsSX HH(QOpMAalMM IepefaloTcs U3
CTPYKTYPHBIX IOApa3fAeNieHui YUuiuila B apXuB depes3 J1Ba rojia ociae OKOHYaHUs UX
B JIeIONPOU3BOACTBE, B COOTBETCTBUHM C TpeOOBaHMSIMH YCTaHOBJICHHBIMH
«OCHOBHBIMY IpaBUJIaMU PabOTHI ApXUBOB Opranu3auuit» (nanee - [lpasuna).

3.3apayu u GyHKUHHN apXHUBa.

OCHOBHBIMU 3aJJauaMy apXUBa SBISIOTCS:

- KOMIUIEKTOBaHUE JOKYMEHTOB, COCTaB KOTOPBIX NPELYyCMOTpPEH pa3feiioM 2
Hacrosero [TomoxeHus;

- BeICHWE TOCYJapCTBEHHOIO ydera, oOecredeHre COXPaHHOCTH JOKYMEHTOB
ApxusHoro ¢ponza PK, co3nanue u UCIob30BaHuE HAYIHO - CIIPaBOYHOTO anmnapara K
JOKyMEHTaM apXuBa,

- IOATOTOBKA M CBOEBpPEMEHHas mepeaadya AOKyMeHTOB ApxuBHoro ¢onma PK
Ha rOCyJapCTBEHHOE XpaHeHHe ¢ coOrofieHneM TpeOOBaHUI 3aKOHOJATENLCTBA B
ApxuBHoe ynpaieHue (MyHUIUIaIbHBIN apXxuB) AnMuHUCTpamu . CuMbepomnons;

- OCYyIIECTBICHHE KOHTpOJS 3a (QOpMHUpPOBaHHEM U O(GOpPMIIEHHEM el B
JETIONPOU3BOACTBE Y YUJIUIIIA.

B cooTBeTcTBHH C BO3IOXEHHBIMH 33ladaMU apXUB OCYILECTBIISET CIIEIYIOLIHe
GbyHKIUH:

- IpPUHMMAeT He I[03JHee, 4YeM uepe3 3 TroAa IIOCie 3aBepIICHHS
JIEJIONIPOU3BO/ICTBA, YYUTHIBAET U XPAaHUT AOKYMEHTBI CTPYKTYPHBIX IOJpa3ieeHHi
Vuunuma, odopMmieHHBIE B COOTBETCTBHM C TpeOOBaHHWSIMM, YCTAaHOBJIEHHBIMU
@DenepanbHbIM apXUBHEIM areHTCTBOM;

- COCTaBlIf€T M IIPelOCTAaBIIET HE IIO3[HEe, 4YeM uYepe3 2 roja Iocie
3aBEpIICHUs] JENIONPOU3BOJCTBA, TONOBBIE pa3feNbl OMHCEH e IOCTOSHHOIO
XpaHEHHs U 10 JINYHOMY COCTaBy Ha PacCMOTpEHHE 3KCIIEPTHOM KOMHCCHH YUMITHINA
U OKCIEPTHO-IPOBEPOYHOM KoMuCCUU ApXHMBHOro ympanieHus (MyHULIMNATbHBIN
apxuB) Anmunuctpamuu r. Cumdepomons u JOIIK TocymapcTBeHHOH apXWBHOM
ciryx0s1 PK;

- OCYIIECTBJISIET y4eT U 00ecleurBaeT IMONHY0 COXPaHHOCTh IPUHSATHIX A€,

- CO3/1aeT, IIONOJHSET ¥ COBEPILICHCTBYET HAy4YHO-CIIPABOYHBIA ammapar K
XpaHALIMMCS B apXHBe JieJlaM U JOKyMEHTaM, 00eCIeunBaeT ero mpeeMCTBEHHOCTh C
Hay4YHO-CIIPaBOYHBIM allllapaToOM COOTBETCTBYIOILIETO I'OCYIapCTBEHHOI'O apXUBa;

- OpraHM3yeT WCIIOIb30BaHHE AOKYMEHTOB: HH(OPMHUPYET PYKOBOICTBO H
pabOTHHUKOB YYHIIUINA O COCTaBe U COEPKAHUHU JOKYMEHTOB apXuBa;

- BBIJIa€T apXWBHEIE CIIPaBKM, MCIIONHSET 3alpOChl OpPraHU3alMi U 3asBICHUS
rpax/aH o0 ydebe, KOIMU JOKYMEHTOB, BHITUCKH IOPUANIECKUM JIALAM U FpaXKaaHaM,
cornacHo [Ipasui;

- BEZIET y4eT UCIOJIE30BaHus JOKYMEHTOB, XPAHSIIUXCS B ApXUBE;

- TPOBOJUT OJKCIEPTU3y LEHHOCTH JAOKYMEHTOB, XpaHSIIUXCS B apXuBe,
y4acTByeT B paboTe 3KCIEPTHON KOMUCCHM Y UMIIHING;

- OKasblBaeT METOAMYECKYI0 IIOMOINb CIyXX0e JelOonmpoOu3BOACTBA B
COCTaBJICHMM HOMEHKJIATYPhl J€J, KOHTPOJIUPYET IPaBUIBHOCTh (OPMHUPOBaHUSI U
ohopMIIeHHS JieN B IeONPOU3BOACTBE, a TAKXKe MOATOTOBKY el K Iepeaade B apXuB
Yuunuina;

- Y4acTByeT B NPOBEACHUM MEPOIPHUATHH IO MOBBIIIEHUIO MTPOdhecCHoHaTBHON
KBaIM(HKaIuy pabOTHUKOB, OTBEYAIOLINX 32 paboTy ¢ JOKYMEHTaMH apXuBa,



- eXEroJHo IpejcTaBiseT B ApxuBHoe yrpasienue (MyHUIUNATBHBIN apXyB)
Anmunuctpammu . CuMQeponons CBeIeHHUS O COCTaBe U 00BeMe JOKYMEHTOB IIO
yCTaHOBJIEHHO# (popMe, cocTaBiIsIeT NaclopT apXuBa;

- IOATOTaBIMBAET X B YCTAHOBJIIEHHOM IIOpSIKE IIepefaeT Ha XpaHEHHE B
COOTBETCTBYIOIIEE aPXUBHOE YUPEXIAECHHE JOKYMEeHThl ApxuBHoro ¢onna PO .

4. IIpaBa apxuBa.

JI1s BBITOJTHEHUS BO3JIOXKEHHBIX 33724 U QyHKIUHM apXyUB UMEET IIPpaBo:

- KOHTPOJIMPOBaTh, COBMECTHO CO CIIy>XOO# Ielolnpou3BOACTBA, COCTOSHHS
XpaHeHWss W I[PaBWIBHOCTH OQopMIIeHHS JOKyMEHTOB B  CTPYKTYPHBIX
IOApa3/ie/ieHUsIX YYWIHINA, BBHIOJHEHHE YCTAHOBJIEHHBIX TIIpaBUI paboTHI ¢
IOKyMeHTaMH, o0ecliedeHrne WX COXPaHHOCTH, KadyecTBa 0TOOpa U MOATOTOBKH e K
nepefadye Ha apXUBHOE XPaHEHUE;

- 3ampammBaTh OT CTPYKTYPHBIX TIOZpasfeleHui YYWIMIAa CBEICHMUS,
HeoOXomuMBle Ui pabOTBl apXWBa, C yd4eToM oOecredeHHs BBIIOJIHEHHS BCEX
BO3JIOKEHHBIX Ha apXWB 33124 U QyHKIIHIA;

- TpeGoBaTh OT CTPYKTYpHBIX IIOZApa3feNeHUi Iiepefady Ha XpaHEHHe
JOKyMEHTOB, O()OPMIIEHHBIX B COOTBETCTBHH C JEHCTBYIOLIIM 3aKOHOAATEIECTBOM;

- BO3BpalllaTh CTPYKTYPHBIM MOApa3feNIeHUsIM Ha A0paboTKy MOKYMEHTEI,
odopMIIEeHHBIE C HAPYLIEHHEM yCTaHOBIEHHBIX TpeOOBaHUM;

- JaBaTh CTPYKTYpHBIM TIOApa3feNeHUsM pPEeKOMEHJAMKd [0 BOIIpOcaM,
BXOISIIUM B KOMIIETEHLIUIO apXUBa;

- NPUHUMATh OT CTPYKTYPHBIX IIOApa3felieHuii Ha XpaHCHHE AapXWBHBIE
JNOKyMEHTHI Ha pa3IMYHBIX HOCUTEISIX HH(OpMaluy;

- y4acTBOBAaTh B COCTaBJICHHMHM U COIVIACOBAaHMHM CBOJHON HOMEHKIATYPHI €I,
IIPOBEPKM  COOTBETCTBUS (OPMUPOBaHHS JOKYMEHTOB B JlelaX COIVIacHO
YTBEpP)KICHHON HOMEHKIIATyphI; '

- TPOBOOUTH INPEOBAPUTENBHYIO JKCIEPTH3Yy LEHHOCTH JOKYMEHTOB,
HaXOMAIIMXCSl HAa XpaHEHWH, COCTaBISATh M IIPEJOCTAaBIATH Ha pPAacCMOTpEHHE
OKCIIEPTHON KOMHCCHM IIPOEKTBI OIHUCel el IMOCTOSHHOTO XpaHeHWs, ONHCced Iel
BpeMeHHOTrO (cBEImIe 10 jreT) XpaHeHus, OKCceil Aey 1Mo JUIHOMY COCTaBy pabOTHUKOB
OpraHu3alyy U aKTOB 00 M3BSTUH AJIS YHUYTOXXEHUS JOKYMEHTOB, HE OTHOCSIIUXCS K
ApxuBHomy bougy PK;

- IPeIOCTaBIATh Ha COIVIACOBAHWE OIMCH el IIOCTOSHHOTO XpPaHEHHs IIO
JTUYHOMY COCTaBy Ha OKCHEPTHYI0 KOMHCCHIO ApPXUBHOTO  YIpaBIEHUS
(Mysaununanessiii  apxuB) Aavmueuctpanmumu r. Cumbepomons u  OIIK
I"'ocynapcTBeHHO#M ApxuBHOM ciyx051 Pecrry6muiku KpsiM.

- uHGOPMHUPOBaTh PYKOBOACTBO O COCTOSHUH pabOTHI ¢ JOKyMEHTaMH M
BHOCHUTH IIPEIOKESHHUS II0 €€ YITY4IIECHHIO;

[Topsimox  B3auMONEHCTBHS  apXuBa C  JPYTHMH  CTPYKTypHBIMHU
HOpa3IeICHUSIMH OTPENEIIAETCS PYKOBOAUTEIEM.

S. OTBeTCTBEHHOCTh COTPYAHHKOB apXHBa.
3a BEINOJNIHEHHE BO3JIOXKEHHBIX Ha apXWB 3aa4 W (QYHKIUH, yTpaTy H IOpIy
JOKYMEHTOB OTBETCTBEHHOCTH BO3JIaraeTcss Ha apxXuBapuhyca, B COOTBETCTBUH C
INEeHCTBYIOIINM 3aKOHOIaTEIbCTBOM.
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[Iporokon DK ApxuBHOTO
ynpasneHus (MyHULIUTATBHBINA apXUB)
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