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IMonoxenue 00 apxuse
I'ocyaapcTBEHHOr0 aBTOHOMHOTO NPo(heccHOHaNLHOr0 06pa3oBaTelbHOr0
yupexaenusi CpepaoBckoit 061acTu

«YpajibCKHii palHOTEeXHHYECKHH KOJJIEIK M. A.C. [Tonosa»
1. O6umMe NoJIoKeHHs

1.1. Hacrosiiee ToJ0OKEHHE periaMeHTUPYeT COCTaB [JOKYMEHTOB apXuBa
roCyaapCTBEHHOTO0 aBTOHOMHOTO MpodeccHoHanbHOro 06pa3zoBaTebHOIo Y4YpeKAeHHs
CaepanoBckoi obnactu «Ypanbckuit paguorexHudeckuid komnenx uM. A.C. Tlonosa»
— (nanee — Konnemk), moTHOMOYHS apX1Ba.

1.2. ApXuB sBIs€TCS CTPYKTYPHBIM IIOJpa3Aei€eHHEM KaapOBO-IOPUAMYECKOIO
ornena Komnemka W BO3IIABIsSETCs HAYaJbHUKOM KaJpOBO-IOPUAMYECKOro OTAeNa,
KOTOpPBIN noauuHsieTcst aupekTopy Konnepxa.

1.3. JlokymenTtsl Konnemxka, MMerolMe UCTOPUUECKOE, KYJIbTYpHOE, Hay4dHOE,
COLlMaJIbHOE, JKOHOMMYECKOe M  MOJMUTHUYECKOEe  3HAaYe€HHe W COCTaBISIOT
rocyaapCTBeHHYK 4acTh ApxuBHoro ¢onaa Poccuiickoit denepanuu, ABAAIOTCH
COOCTBEHHOCTbIO TOCYJapcTBa M MNOMAJEKAT Mepefadye Ha [OCTOAHHOE XpaHeHHe
B ["ocynapcTBeHHOE Ka3eHHoe yupexaeHue CBepnoBCKOM obnacTu
«"ocynapctBeHHblii apxuB CaepanioBckoit obnactu» (manee — 'KYCO «I"ACO»)
B YCTQHOBJIEHHOM 3aKOHOM TOPSIZIKE.

1.4, Komnemx obecneynBaeTr COXpaHHOCTb, Y4YeT, OTOOp, YNOpALOYEHHE
M MCMOJb30BaHWEe JOKyMeHTOB ApxuBHoro ¢oHaa Poccuiickoii ®Denepauuu,
ofOpasyroumuxcs B €ro  JesATeJbHOCTH. B COOTBETCTBMM C  NpaBUJaMH,
ycTaHaBiuBaeMbiMH DeniepanbHbIM apXUMBHBIM areHTCTBOM, obecrneyuBaeT nepeaady
3TUX JOKYMEHTOB Ha rOCy/1apCTBEHHOE XpaHeHHUE.

Bce paboThl, cCBsi3aHHBIE C TOArOTOBKOM, TPAHCIIOPTUPOBKOMW, TNepenayei
apXMBHBIX JOKYMEHTOB, IPOM3BOSATCS CUNaMU U 3a cyeT cpeacTB Konnemxka.

3a mop4y M yTpaTy JOKymMeHTOB ApxuBHOro ¢ouma Poccuiickoit denepatiuu
nookHocTHeIe  Juua  Kossemka  HecyT  OTBETCTBEHHOCTH B COOTBETCTBHM
C IEHCTBYIOUIMM 3aKOHO/IaTEIbCTBOM.

[.5. OTBEeTCTBEHHBIM 3a OpraHU3alMi0 apPXMBHOIO XpAHEHMs JOKYMEHTOB
ApxusHoro ¢ounga Poccuiickoit ®enepauun B Komnemke sBnsercs AMPEKTOp
Konnemxa.

Opranusauus —XpaHeHHs JOKyMeHTOB ApxuBHoro (onma Poccuiickoii

d)eﬂepauml OCYHIECTBJIICTCST B OTAEJIBHOM, CII€LMaJIbHO O60pyILOBaHHOM JJT5
XPaHEHHWUs JOKYMEHTOB ITOMEILEHUH.
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1.6. B cBoeit pabore apxuB Kosemka pyKOBOACTBYETCS 3aKOHOATelbHBIMH
aKTaMH, HODMAaTHBHO-METOAMYECKHUMM W  DaclopsiAUTENIbHBIMHA  JIOKYMEHTaMH
B 00/1aCTH apXUBHOI'O flef1a:

- ®ezlepa/ibHBIM 3aKOHOM 0T 22 OoKT6pst 2004 roga Ne 125-®3 «O6 apxuBHOM
aene B Poccuiickon @eneparpin»;

- OezepanbHeiM  3aKOHOM 0T 02 mas 2006 roga  Ne 59-®3 «O mopsixe
paccmoTpeHus obpamenuii rpaxiaH Poccuiickoii ®eseparym»;

- ®eflepasibHbIM 3aKOHOM OT 27 mtonst 2006 roga Ne 152-®3 «O mepcoHanbHbIX
JIaHHBIX»;

- [Ipukazom dejjepanpbHOro apxXMBHOrO areHTcTBa oT 22 mas 2019 roza Ne 71
«IIpaBuna [enonpousBoACTBa B TOCYJApCTBEHHBIX OpraHax, OpradaXx MeCTHOIO
CaMOYyTIpaB/IeHUsI»;

- Ilprikazom MunucrepcTBa KyneTypsl Poccutickoit ®eaeparmu ot 31 urons 2007
roga Ne 1182 «OG6 yreepxjenuu IlepeuHsi THIOBBIX APXMBHBIX JOKyMEHTOB,
obpasyromuxcss B HAay4YHO-TEXHMYECKOM U  TMPOM3BOJCTBEHHON  /lesTe/bHOCTH
OpraHM3ali, C yKa3aHlieM CPOKOB XpaHEHHMsI»;

- IIpukasom MunucrepctBa KynbTypel Poccuiickoit ®epepanmu or 31 Mapra
2015 roma Ne 526 «O6 yTBepKIeHWHM TIIpaBHI OpraHW3alMd  XpaHeHWs,
KOMIIIEKTOBaHHs], y4eTa U HCIO0/Jb30BaHUA JIOKYMEHTOB ApXHBHOro (hoHza
Poccuiickoi @efiepaliyy ¥ Jpyrux apXUBHBIX JOKYMEHTOB B OpraHax rocy/iapCTBeHHOH
B/IaCTH, OpraHax MeCTHOI'O CaMOYTIpaB/IeHUsI U OpPraHU3alusax»;

- IIprikasom ®PezepanpHOro apxusHoro areHrcrBa ot 20 zekabps 2019 roaa
Ne 236 «O6 yrBepkaeHun «IlepeyHsi THIIOBBIX yIIPaBleHYECKUX apXUBHBIX
AIOKyMEHTOB, 06pasyoIuXcs B IpOLieCCe AeSTeNbHOCTH IOCYJapCTBEHHBIX OPTaHOB,
OpraHoB MeCTHOI'O CaMOYTIDABJIEHHS U OpPraHM3aLiH, C yKa3aHHEM CPOKOB XpaHEHHUS»;

- 3akonom CsepgyoBckoii obmacth or 25 wmapra 2005 roga Ne 5-O3
«O6 apxuBHOM Jiesie B CBep//I0BCKO 06/1aCTHY;

Hapsany ¢ HOpMaTHMBHBIMM TIDaBOBBIMH aKTaMH B cdepe apXMBHOIO Jiena,
repeyrcIeHHbIMU BBIIIIE, apxuBHas  pabora B  Komnemke  Begercs
B COOTBETCTBMH C METOAMYECKHMM DPEKOMEHJalMsMH YTIpaBJeHUs apXUBaMH
Ceepanosckoit obnact, TACO U MHBIMM JOKYMEHTaMH.

1.7. Tlomoxkenue 06 apxuBe Kosnemka paspabaTeiBaeTcd Ha OCHOBAaHHH
«IIpumepHOro mosokeHuss 06 apxuBe OpraHM3alLUW», YTBEPKASHHOM IPHKA30M
®De/iepasbHOrO apXMBHOrO areHTcTBa oT 11 ampens 2018 rozga Ne 42 u yTBepKzaaeTcs
aupekTopom Kostepxa.

1.8. OreercTBeHHbli 3a apxuB Komtempka — apxuBapuyc (ganee —
OTBeTCTBEHHBIA 3@ apXMB), KOTODhIH Ha3HayaeTcss U OCBOOOXKJAeTCS OT JO/KHOCTH
npukasoM aupekropa Kosnemxka.

1.9. OTBeTCTBEHHBI! 3a apXMB BXOZUT B COCTAaB KCIIEPTHOM KOMUCCHH (fanee —
9K) Konnepxa.

1.10. KonTposs 3a fleaTebHOCTBIO apxyBa Kosemka ocyjecTB/iseT HayalbHUK
Ka/|pOBO-I0pHAMYecKoro otaena Komnemxka.

1.11. Meroguueckoe DYKOBOZACTBO JeATeNbHOCTBIO apxuBa Kosemka
ocymectsisier ['KYCO «I"ACO».



2. CocraB noxymeHToB apxuBa Kosuiempka

B apxuse Kosiempka nocrymnaror:

2.1. 3akOHUYeHHBIe [e/I0TIPOM3BOJCTBOM JAOKYMeHThl Kojuiegka IOCTOSHHOTO
XpaHeHus, oOpa3soBaBlIMecs B JIeATENBHOCTH CTPYKTYPHBIX  IIOApa3feeHuH,
AOKYMEHTBbI [OATrOBPeMeHHOro (cepmnue 10 jeT) cpoka XpaHeHWsi, HeoOXOAMMEbIe
B NIPaKTUUECKOM J1eITe/TbHOCTH.

2.2. [NoKyMeHTHl 1O JM4YHOMYy cocTaBy Kosiemka W IO JIMUHOMY COCTaBy
JTMKBHIMDOBAHHBIX M10/ipa3/e/IeHH.

2.3. HayuHo-CripaBOYHBIH anmapar K JokyMeHTam apxuBa Koempka.

2.4. YueTHbIe JOKYMeHTbI apXyBa (OINMCH, IACIIOPT apXKBa U T.J1.).

3. Sa,qatm apxuBa

OcnoBHBIMU 3a7iauaMu apxuBa Kostemka sB/sioTCs:

3.1. KomruiekroBanue apxuBa Konnemka JOKyMeHTaMH, COCTaB KOTOPBIX
npeaycmoTtpeH ITonoxxennem 06 apxuee.

3.2. OGecrieuenve COXpaHHOCTH, ydYeTa, KauyecTBa 06paboTku, oTt6opa
Y UCTI0/Ib30BaHKE JOKYMEHTOB, XpaHALUXCcsA B apxuBe Kosiemka, a Takke IMOArOTOBKA
U Iepefiaya AOKYMEHTOB Ha rOCyJapCTBEHHOe XpaHeHHe ¢ cobiofieHnid TpeboBaHMi,
ycraHaB/MBaeMbIx PefiepanbHbIM apXUBHBIM areHTCTBOM.

3.3. IloaroroBka ¥ CBOeBpeMeHHas Ilepefiada AOKYMEHTOB APXMBHOro (oHza
Poccutickoii ®@eaepanyu Ha nocrosinHoe xpaHenue B '[KYCO «"ACO».

3.4. KoHrtpons 3a (opMupoBaHHEM M O(ODMIEHHEM [e/l B CTPYKTYPHBIX
nozpaszeneHusx Kosiepka ¥ cBoeBpeMeHHOM Iepeziaueii ux B apxus Kojiemka.

4. OyHKI[MM apXuBa

B CoOoTBeTCTBHMM C BO3/IO)KEHHBIMM Ha Hero 3afadyaMH apXWB OCYILECTBJISET
cnenyromye QyHKIHUN:

4.1. [IpuauMaeT Ha XpaHeHHe He I103/Hee, YeM Yepe3 3 roja rocje 3aBepuieHus
AeJI0NIPOM3BO/ICTBA, JOKYMeHThl, 06paboTaHHBIE B COOTBETCTBMH C TpeGOBaHMAMH,
yCTaHOBJ/IEHHBIMU Pefiepa/lbHbIM apXUBHOM areHTCTBOM.

4.2. OpraHusyeT Ipy¥eM JOKYMEHTOB IOCTOSIHHOTO U BpeMeHHOro (cebime 10
JIeT) CPOKOB XpaHeHWsi, B TOM UMCJIe IO JIMYHOMY COCTaBy, 00pa30BaBILMXCH
B JlesiTe/IbHOCTH KoJute/pka, B COOTBETCTBHH C YTBEP KA€HHBIM IpadHKOM.

4.3. BezieT yuer nOKyMeHTOB M (POHZIOB, HaXOZSIIMXCS HAa XPAaHEHHUHM B apXUBe
Konnemxa.

4.4. ITpepcraeisier B 'KYCO «"ACO» yueTHbIe cBefeHHs: 06 o0beMe U cocTaBe
XpaHsumxcss B apxuBe Kojulemka JoKyMeHTOB ApxuBHOro ¢Gonzga Poccuiickoit
denepalyd YU JIPYTUX apXMBHBIX [JOKYMEHTOB B COOTBETCTBHM C TIOPSJKOM
I'OCy/lapCTBEHHOTO yueTa JOKyMeHTOB ApXHUBHOro ¢oHzaa Poccutickoii dezeparum.

4.5. CucremaTH3MpyeT U pa3MelljaeT JOKYMEHTBI, TIOCTYMAlOI[{e Ha XpaHeHHe B
apxuB Kosnezpka, o6pa3oBaBiyecs B X0/ie OCYILLECTB/IEHUS JeaTebHOCTH Kotepka.

4.6. Ocy1ecTBisieT NOATOTOBKY U IIPE/ICTAB/ISET:
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a) Ha pacCMOTpeHHe U COIJIaCOBaHWe SKCIepTHON Komwuccuu Kosutemka oricu
Aen TIOCTOSHHOIO XpaHeHMs, BpeMeHHbIX (cBbille 10 /1eT) CPOKOB XpaHEeHHUsi, B TOM
9HCIe TI0 IMYHOMY COCTaBY, a TakKKe aKThl O BbIIeJIeHUH K YHUUTOXKEHHIO apXUBHBIX
JOKYMEHTOB, He TMOJJeXallluX XpaHeHHI0, aKThl 00 yTpare [JOKYMEHTOB, aKThI
O HEHCIIPAaBHUMBIX [TOBPEXX/|€HUAX apXMBHBIX [JOKYMEHTOB;

0) Ha yTBepKJeHHe SKCIEpPTHO-TIPOBEpOYHO Komuccuu (manee - OIIK)
Ynpasnenus apxyuBaMu CBep/I/IOBCKOM 00/1aCTU OITUCH [1e/1 TOCTOSTHHOT'O XPaHEeHMS;

B) Ha coryiacoBaHue DIIK YnpasneHus apxuBamu CBep/I0BCKOM 06/1aCTH OMKMCH
ZieJ1 110 JIMYHOMY COCTaBy;

r) Ha cornacoBanue JIIK YnpasneHus apxuBamu CBep/jIoBCKOM 00/1aCTH aKThHI
00 yTpaTe JJOKYMEHTOB, aKThl O HEUCTIPABUMBIX TOBPEXEHUSIX aPXUBHBIX JIOKYMEHTOB;

J) Ha yTBep)KJeHue aupekTopy Kosuiemka ommcy Je IOCTOSIHHOTO XpaHeHWs,
omMcH BpeMeHHBIX (cBblmle 10 71€T) CDOKOB XpaHeHHs, B TOM YMC/e OIMCH [e
0 JHMYHOMY COCTaBy, KTl O BBIZIEJICHHMH K YHUUTOXXEHHIO apXHBHBIX JIOKYMEHTOB,
He TOAJIeXXallluX XpPaHeHWI0, akThl 00 yTpare JOKYMEHTOB, aKThl O HEMCITPaBUMBIX
MOBDEXEHUAX apXMBHBIX JOKYMEHTOB, YTBep)KJAeHHble (coryacoBaHHbele) OIIIK
Yrnpasnenus apxuBamu CBep/I/IOBCKOM 06/1aCTH.

4.7. Opranusyer nepefady [AOKYMeHTOB ApxuBHOro ¢oHza Poccuiickoit
®egepanuu Ha nnoctosiHHoe XpaHeHue B 'KYCO «["TACO».

4.8. OpranusyeT U NPOBOJUT 3KCIEPTH3y L|EHHOCTH AOKYMEHTOB BpPEMEHHBIX
(ceeie 10 JjieT) CPOKOB XpaHeHMs, HaXOASAILIMXCS Ha XpaHeHUM B apxuBe Kosiemka
B 1jeJIsiX 0TOOpa JOKYMEHTOB JJIsl BK/IIOUeHHs B cocTaB ApXHUBHOrO (oHza Poccuiickoii
@eznepaliy, a TakKkKe BbIBIEHHUs [OKYMEHTOB, He IIOJJIeXallUuX [Ja/JbHeHrIemMy
XPpaHeHHUI0.

4.9. TIpoBOAUT MeponpuATHSI IO O0OeCreyeHHI0 COXPAaHHOCTH [JOKYMEHTOB,
HaXOZALIMXCSA Ha XpaHeHU! B apxuBe Kosnemxka.

4.10. Opranusyer uH(pOpPMUpOBaHME PYKOBOJACTBAa M paboTHHMKOB Kostemka
0 COCTaBe U COJiep>KaHuM JOKYMeHTOB apxuBa Komiemxa.

4.11. V'upopmupyeT INoab30BaTe/el 10 BONPOCaM MeCTOHAXOKAEHUS apXUBHBIX
JIOKYMEHTOB.

4.12. OpraHusyeT BblAayy [JOKYMEHTOB W Je/n Ay paboTkl BO BPEMEHHOE
I10/Ib30BaHUe.

4.13. HWcnosHsleT 3ampochkl I10/Ib30BaTe/lel, BbIJAaeT apXWUBHbIE KOITHUH
JIOKYMEHTOB, apXUBHbIE BBINIMCKU U apXHUBHbIE CIIPDAaBKH.

4.14. BepeT yueT UCIIO/Nb30BaHUs JOKYMeHTOB apxuBa Konemxka.

4.15. Co3paer ¢oHa mnonb3oBaHus apxuBa Kosiemka M OpraHusyeT ero
VICTI0J/Ib30BaHUe.

4.16. OcyuiecTBisieT BeJeHHe CIIPaBOYHO-TIOWCKOBBIX CPEACTB K JOKYMEHTaM
apxusa Komnemxka.

4.17. YvactByeT B paspaboTke fjoKymeHTOB Kosutemka mo BonmpocaM apXHUBHOIO
Jlefia U [1e/IorpoOM3BO/CTBA.

4.18. Oka3biBaeT MeTOJUUYECKYIO ITIOMOIIlb:

a) CTPYKTYPHBbIM IojpasfeneHusM Kosegka B COCTaB/IeHUHM HOMEHK/IATYPhI
Jen, GOpMUPOBaHUU U 0(OPMIIEHHUH JEJT;
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0) CTPYKTYypHBIM TOZpa3je/ieHusMH U paboTHukam Komneaka B 1OATrOTOBKe
JOKYMEHTOB K Nepejiaye B apxuB Kosnegka.

5. IIpaBa apxuBa

J11s BBITMIOJIHEHUST BO3JIO’KEHHBIX 3a7ay ¥ (QyHKIMK OTBeTCTBEHHbIN 3a apXuB
Konnepka umeet 1pago:

5.1. [lpeacraBnsiTe HayaJAbHUKY KaJpOBO-FOPHAWUUYECKOr0 OTZesa Ipe/IoKeHUs
0 COBepUIEHCTBOBAHMIO  OpraHu3allid  XpaHeHWs, KOMIUIeKTOBaHHUsA, YyueTa
¥ MCTI0/B30BaHUS apXMBHBIX IOKYMEHTOB B apxuBe Kosutempka.

5.2. 3ampammBaTh B CTPYKTYPHBIX mnofpasjeneHusx Kosiemka cBefeHus,
=eobxoaumele 11t paboTel apxuBa Konnempxka.

5.3. /laBaTb peKOMeHJallud CTPYKTYpPHBIM mofpa3feneHussM Kosnemka
O BOMPOCaM, OTHOCSILIMMCS K KOMITeTeHI[uM apxuBa Konnemxka.

5.4. WndopmupoBaTth CTPYKTYpHEIE 110 paszeneHus Konnemxka
0 HeoOX0AMMOCTH Nepe/jaui JOKYMeHTOB B apxuB Kosuiezka.

5.5. B ycTaHOB/IIEHHOM TIIOpsJKe TIIpeAoCcTaB/sieT [JOKyMeHThl Kosnemka
B Ynipasnenuu apxuBaMu CBepA/IOBCKOM 06/1acTy.



