JOJIKHOCTHASA UHCTPYKLUA
BEYIIETO CIEIHATNCTa OT/Ea apXuBa
agmunucTpauuu MP «Ku3umopToBckuii paion»
1.006mue noj10keHust
Hacrosimas 10/KHOCTHAs WHCTPYKLMS pa3spaboTaHa U yTBEPKIEHA B COOTBETCTBHH C IO-
noxenusmu Tpynosoro kogekca Poccuiickoi deaepanyy U HHBIX HOPMATHBHBIX AKTOB, peryJiu-
PYIOIIMX TPYIOBBIE TIpaBooTHOLIEHHs B Poccuiickoii Penepanuu.
B cBoeit 1eATeNbHOCTH BEAYLIMI CIIELHATHCT PYKOBOACTBYETCS OCHOBHBIMM 00s3aHHOCTS-

MH MYHHLMNAIBHOTO CJIyXkKalero, npeaycmorpenasivu ®enepanbabiM 3akonom ot 02.03.2007r.
Ne 25-®3 «O wmysuuunansHoi ciyxbe B Poccuiickoit ®enepaumn» u 3akoHom PJ[ ot
11.03.2008r. Ne 9 «O myunuuunansHoit ciayx0e B PJ1», HENnocpeaCTBEHHO MOUYUHAETCS HavYa/lb-
HUKY OTJIeJla apXMBa, BHITMOIHSIET €ro Mopy4eHHUs.

1.1. Beaymuii crienqmanueT OTAela apXuBa OTHOCUTCS K KATErOPHM CTapulieH JIOJKHOCTH
MYHHIMIIAIbHOM CTyKOBI.

1.2. Ha 10/mKHOCTh BEIYIIEro ClielMalucTa OT/e/1a apXyMBa HA3HAYAETCs JIMII0, HMEIoIee
BhICLIEE MpodeccuoHabHOe 00pa3oBaHue.

1.3. Beaymmii crienManucT oTe1a apxuBa Ha3Ha4yaeTcsi U OCBOOOKAAETCS OT JOJKHOCTH
pacropsiKEHUEM TJIaBbl a/IMUHUCTPALIHUH.

1.4. Beayumii cieliMaiueT OT/Ael1a apXuBa J0JKEH 3HATh:

- HOPMATHBHBIE H METOINYECKHE JIOKYMEHTBI, KacalolMecs JesSTe/IbHOCTH apXUBa;

- Eaunyro rocy1apCcTBEHHYIO CUCTEMY JIEJIONPOH3BOJICTBA;

- OPAI0K OOPMIIEHHS JOKYMEHTOB, MOCTYNAIOUMX B apXHUB, U JEHCTBYIOILYI CHCTEMY
MX Ki1accuuKauu;

- HOPMaTHBBI YCIIOBHM U PEKUMOB XPAHEHHS JIOKYMEHTOB;

- IpaBuJIa XpaHeHus 6JIaHKOB CTPOroi OTYETHOCTH

- OCHOBBI OpraHM3aliK MPOU3BOJACTBA, TPYA U YIIPABIICHHS,

- OCHOBBI TPYA0BOI0 3aKOHO/IaTE/ILCTBA;

- IpaBW/Ia BHYTPEHHETO TPYAOBOIO pacnopsiKa;

- OCHOBBI MPUMEHEHUSI KOMIIBIOTEPHOH TEXHHUKH;

- IpaBHJIa OXPaHbl TPY/1a M NMOKApHON Oe30MacHOCTH.

1.5. B cBoeii neaTebHOCTH 3aMECTUTE/b HaYaIbHUKA OT/e/Ia apXHUBa PYKOBOJACTBYETCS !

- IoJI0JKeHHeM 00 apXuBe aIMUHHUCTPALIUH;

- HACTOSIIEH JOHKHOCTHON UHCTPYKLIMEN;

1.6. Beaymumii crnenuaiucT OTJena apXxuBa MOJUMHSAETCS HENOCPEACTBEHHO HAYalbHHUKY
oraena.

2. J10/ZKHOCTHBIE 00SI3aAHHOCTH

Beyumii cnenuanuct OTAena apxusa:

2.1. OGecrnieunBaeT B COOTBETCTBUU C YCTAHOBJIEHHBIM TMOPSAKOM IPHEM, PETUCTPALIMIO,
CHCTEMATH3alluIO, XPAHEHUE U UCTIOIB30BAHUE JOKYMEHTOB.

2.2. OcyecTBasgeT paboTy COCTABJICHHUS HAYYHO-CIIPABOYHOrO amnmnapara, 001erdaionero
VUYET W MCIOJIb30BAHHE apPXMBHBIX JOKYMEHTOB, @ UMEHHO: OMMCH, KAPTOTEKH, KaTaJory, yKasa-
TEIH, IyTEeBOAUTETH, 0030Pbl, HCTOPHUYECKHE CTIPABKU M JP., a TAKXKE COOTBETCTBYIOLIME y4eT-
Hble JIOKYMEHTHI (KHUTH y4eTa MOCTYIUIEHHS M BBIOBITHS e, cruckd (GOHIOB, TUCTHI (HOHI0B,
nena GoH10B).

2.3. Oka3biBaeT METOJUHUECKYIO ITOMOILb B MOMCKE HEOOXOAMMBIX JOKYMEHTOB.

2.4. [1puem 3anpocoB M 3asBICHHI OT IOPUAMYECKHX H PU3HUECKHUX JIULL

2.5. Peructpauus 3asBJI€HHH M 3aPOCOB C MPHUJIOKEHHUEM KCEPOKOINMH NMpaBOyCTaHaBIIH-



BAIOIMX JOKYMEHTOB (TIaCTOPT, TPYAOBask KHUKKA, 10rOBOP U T.JL.).

2.6. McronHeHue 3anpocoB B YCTAHOBJIEHHbIE NPABHIAMH M HHCTPYKLMAMH 110 JIE/I0NpPO-
M3BOJICTBY CPOKH M COTJIACHO MHCTPYKIIMM N0 BbIJJa4€ apXHUBHBIX BHITTMCOK.

2.7. YyactByer B paboTe MO COCTABJICHUIO OMUCEH JelT /Ul Nepeadu J0KYMEHTOB B rocy-
JIapCTBEHHBIE APXUBBI, COCTABICHHUIO AKTOB 00 YHHUYTOKEHHWH JOKYMEHTOB, CPOKM XPaHEHUs KO-
TOPBIX UCTEKIIH.

2.8. OcymecTBisieT KOHTPOJIb 38 COCTOSIHMEM JIOKYMEHTOB, CBOEBPEMEHHOCTBIO MX BOC-
CTAHOBJICHHUS, COOMIOJIEHHEM B TIOMEIIEHHUIX apXHBa YCIOBHH, HEOOXOAMMBIX /Ul oOecredeHus
COXPaHHOCTH JOKYMEHTOB.

2.9. Opranusyet paboTy 10 BeICHUIO yueTa JOKyMEHT0000pOTa U KOJIIMYECTBA JIeJ, Bbljla-
ye apXMBHBIX CIIPABOK HA OCHOBE JIaHHBIX, HMEIOLIMXCA B JIOKyMEHTaX apXuBa.

2.10. CocraBnsieT yCTaHOBIIEHHYIO OTYETHOCT.

2.11. Ipunumaer y4yactue B pa3paboTKe MONOKEHUI ¥ MHCTPYKLHUH 110 BEACHHUIO AEIO-
MPOU3BOACTBA U OPraHU3ALIMKA aPXHUBHOIO /€A,

2.12.ITpoBepseT NpaBUIILHOCTD y4eTa U XpaHeHHs O1aHKOB CTPOroil OTYETHOCTH.

2.13.Heponyuienus cliy4yaeB PerucTpallik ¥ HCIIOJHEHUS 3alPOCOB M 3asBJICHMH COLIM-
aIbHO-TIPABOBOIO XapaKTepa, KacatoUMXCs BbIJICICHHS 3€ME/IbHBIX YYACTKOB, MEPeIavn KUIoro
donna B cOGCTBEHHOCTD TPaKIAaH, HE UMEIOIIUX JOBEPEHHOCTH Ha MOJYYEHHE KaKHX-THOO0 10~
KYMEHTOB, 3aTParMBalOIIMX COOCTBEHHOCTh MPa/1aH.

2.14. Tlpu npoBeaeHUU NPOLEAYPbl NPHUEMa-CAa4M JIeJl Ha MOCTOSHHOE XpaHEHHWEe, HX
GoHAMpPOBAHMH M KOMIUIEKTOBAHHH (NPOIIMBKA, HyMEpallMs, KONMPOBAHHWE) COONIIOAATh HH-
CTPYKLHH 110 0GOopMIIEHHUIO Aen B cooTBeTcTBHM ¢ [Ipapunamu, yreepikaenusivu [Ipukasom Mu-
HUCTEPCTBA KYJIBTYPhl H MacCOBBIX KoMMyHHKaumit P® Ne 310 ot 03.03.2020 r

3. Ilpasa

Beaymuii cienuanucT OT/ie/1a apXuBa BIIpaBe:

3.1. BampamuBarh JUYHO WIH 110 MOPYYEHUIO HAYaIbHHUKA OT/IC/Ia apXUBa y PYKOBOJMUTE-
el CTPYKTYPHBIX MOAPA3Ie/IeHUH U CIeHATHCTOB HEOOX0AMMbIE HH(DOPMALIMIO M IOKYMEHTHI.

4. OTBETCTBEHHOCTD

Beyumii crieriuanyucT OTAea apXiuBa HECET OTBETCTBEHHOCTh!

4.1. 3a HeHajUIEeKALIEE MCTIOJHEHHE MJTH HEMCIIOJHEHHUE CBOMX JOKHOCTHBIX 00S3aHHO-
CTel, NpelyCMOTPEHHBIX HACTOSIIEH MOKHOCTHON MHCTPYKLMEH, - B IIPEeax, ONpeaeeHHbIX
TPY/IOBBIM 3aKOHOAaTebcTBOM Poccuiickoi Menepauuy.

4.2. 3a nmpaBoHApyIIEHUS, COBEPIIEHHBIE B MPOLIECCE OCYLIECTBIEHUSI CBOEH JEATEILHO-
CTH, - B MpEJEax, ONnpeAe/eHHBIX aIMUHACTPATUBHBIM, YIOJIOBHBIM U IPaK/IaHCKMM 3aKOHO/1a-
tenscTBOM Poccuiickoi @enepanuu.

4.3. 3a mpuuMHEHHE MATEPHAIBHOro yiepda - B mpejenax, OnpeaesiCHHbIX TPYAOBBIM,
YIOJIOBHBIM ¥ IPaKJAHCKUM 3aKoHOAaTenbeTBoM Poccuiickoit ®enepauu.

5. YcaoBusi paboTsl
5.1.Pesxum paboTel BeylUero crenyalucra OT/e/ia apXuBa Onpeie/sieTcss B COOTBETCTBHM C
[IpaBuiamyu BHYTPEHHETO TPY/IOBOTO pacropsika.

C MHCTPYKIIHEH 03HAKOMJIEH, O/JTMH DK3EMILISIP MOIYYHII HA PYKH U 0053yI0Ch XPaHUTh Ha
pabouem mecTe.

(moamuce) (®HO)
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