JOJIKHOCTHAS UHCTPYKIIUA
3aMECTUTEI HAuYalIbHUKA OT/IeN1a apXMBa B YIIPABICHUH JIEJIaMH
anmunuctpaunu MP «Kuszumoprosckuii paiion»

L.LOOmHe noJ10:KeHH

Hacrosinas 10/KHOCTHAs WHCTPYKLMs pazpaboraHa U yTBEpIKIEHAa B COOTBETCTBHM C IO-
noxenusmu Tpynosoro koaekca Poccutickoit @eaepaliny M MHbIX HOPMATUBHBIX aKTOB, PETYJIH-
PYIOLIMX TPYAOBbIE MpaBooTHOIIEeHHs B Poccuiickoi @eneparuu.

B cBoeii 1eATeNbHOCTH 3aMECTHTETh HaYaJlbHUKA OT/IE/1a apXUBa PYyKOBOJCTBYETCS OCHOB-
HBIMH 00SI3aHHOCTSAMH MYHHIIMIIAILHOTO CITY’KaLIEro, npeaycMoTpeHHbIMU PeiepaibHbIM 3aKo0-
rom ot 02.03.2007r. Ne 25-®3 «O mynununanbHoi ciyxbe B Poccuiickoit @enepauun» U 3ako-
HoM P/1 ot 11.03.2008r. Ne 9 «O myHuumnanbHo# ciayx6e B PJI», HEnmocpeACTBEHHO MOAYHHSIET-
Csl HAYaJIbHUKY OT/IeJIa apXUBA, BBINIOJIHSAET €ro NOPYUEHHUS.

1.1. 3amecTuTe H HAYAJIBHUKA OT/E]A APXHUBA OTHOCUTCS K KaTErOpPHH BeAyIleH J0JKHO-
CTH MYHULMIAIBHOM CITykKOBI.

1.2. Ha 1o/mKHOCTE 3aMeCTHUTENSl HavYalbHHUKA OT/AE/Ia apXMBa HA3HAYAETCs JIMLO, UMEIO-
mee BeiciIee npodeccuoHanbHOe 00pa30BaHKUEe MO HANPABIEHUIO MOArOTOBKH (CNEIHaIbHOCTH)
«HMcropuko-apxuBoBeieHne», «JlOKyMeHTOBeJEHHE» M JOKYMEHTALlMOHHOe obecneyeHue
yTpaBieHusn», «/JoKyMeHTOOTBeIcHHE U apXHBOBeAeHUE», «cTOpHsI».

1.3. 3amecTuTeNb HAYAILHUKA OT/IE/Ia ADXKUBA Ha3HAYaeTCs U OCBOOOXK/1aeTCs OT JOIKHO-
CTH pacrnopsiyKeHUeM TJIaBbl 4/ IMUHUCTPALIUY.

1.4. 3amecTuTelib HA4YAILHMKA OT/Ie/Ia aDXUBA JIOJKEH 3HATH!

- 3aKOHBI U MHBIE HOPMAaTHBHBIEC MpaBoBble akThl Poccuiickoit Denepauuu, periaMmeHTu-
pyIolKe OTHOIEHUS B cepe apXUBHOTO Jena;

- HOpMaTUBHBIE U METOMYECKHE JTOKYMEHTHI, Kacalolmuecs AesSTeIbHOCTH apX1Ba;

- Enunyro rocy1apcTBEHHYI0 CUCTEMY AE/10NPOU3BO/ICTBA;

- TIOpAI0K OOPMICHHS AOKYMEHTOB, MOCTYNAIOWIKUX B ApXUB, U JACHCTBYIOLLYIO CHCTEMY
UX Knaccuukaiuu;

- HOPMATHBBI YCIIOBHI M PEKUMOB XPAHEHHS JTOKYMEHTOB;

- IpaBuJia XpaHeHus OJIaHKOB CTPOroil OTYETHOCTH;

- OCHOBBI OpraHW3aI¥ MPOU3BOJCTBA, TPYAA U YIIPABIICHUS;

- OCHOBBI TPY/I0OBOI'0 3aKOHO/1aTEJIbCTBA;

- MpaBHJIa BHYTPEHHErO TPY/A0BOTO pacnopsika;

- OCHOBBI MPUMEHEHUSI KOMIBIOTEPHOM TEXHUKH;

- IpaBHJIa OXpaHbl TPYJa U NOYkKAPHO# 0€30MacHOCTH.

1.5. B cBoeii aeATeNbHOCTH 3aMECTUTE b HaYaIbHUKA OT/Ie/1a apXHUBa PyKOBOACTBYETCS:

- IOJIOKEHUEM 00 apXuBe aJAMUHUCTPALIMY;

- HACTOSIIEH JO/DKHOCTHON MHCTPYKIIMEH;

1.6. 3amecTUTE b HAYAJBHUKA OT/JE/1a aPXHUBA MOJIYMHACTCS HEMOCPEACTBEHHO HAYalbHH-
Ky oTzena.

2. lo/KHOCTHBIE 00F13AHHOCTH

3amecTuTENbh HAYAIBHUKA OT/IE)Ia apXHUBAa:

2.1. OGecneunBaer B COOTBETCTBHH C YCTAHOBICHHBIM TOPSAIKOM TPUEM, PETUCTPALIMIO,
CHCTEMAaTH3alluIO, XPAaHEHUE U UCTIOIb30BaHHUE JIOKYMEHTOB.

2.2. PykoBoaut paboToii 10 COCTaBICHUIO HAYYHO-CIIPABOYHOTrO amnmnapara, o0jeryarone-
ro y4eT ¥ MCIMOJIb30BaHUE aPXUBHBIX JOKYMEHTOB, @ UMEHHO: OIMCH, KAPTOTEKH, KaTaloru, yka-
3aTelu, MMyTEBOAUTENIN, 0030Pbl, HCTOPUYECKHE CIIPABKH U JIP., @ TAKIKE COOTBETCTBYIOLIME yUeT-



HbIE JIOKYMEHTHI (KHMI'M y4eTa MOCTYIJIEHHsI ¥ BBIOBITHS 1€, CIIUCKU ()OHIOB, JIMCTHI (POH/IOB,
nena (hoHI0B).

2.3. Oka3pIBaeT METOJAMUYECKYIO MOMOIb B MOUCKE HEOOXOAUMBIX JOKYMEHTOB.

2.4. [IpueM 3anpocoB | 3asBICHAN OT IOPUANYECKUX U (PU3HUECKHUX JTHLL

2.5. Perucrpanus 3asBJICHUI W 3aPOCOB € MPHIOKEHUEM KCEPOKOIIUi ITPaBOyCTaHABIIN-
BAIOIIMX JOKYMEHTOB (TIaCTIOPT, TPYyA0Basi KHWXKKA, 0T0BOP U T.J1.).

2.6. McnonHenue 3anpocoB B YCTAHOBIIEHHBIE NIPABUIIAMH U MHCTPYKLMAMU 110 J€J10MPO-
M3BOJCTBY CPOKHM M COTJIACHO MHCTPYKIIMHU MO BbIJIaye apXUBHBIX BBIMHCOK.

2.7. OcymectBager paboTy MO COCTaBICHHUIO OMUCEH A€ I Nepejadu JOKYMEHTOB B
rocy/J1apCTBEHHBIC apXMBBI, COCTABICHHUIO AKTOB 00 YHMUTOKEHUH JOKYMEHTOB, CPOKH XPaHEHUS
KOTOPBIX MUCTEKIIH.

2.8. OcyuiecTBasieT KOHTPOIIb 3@ COCTOSIHUEM J0KYMEHTOB, CBOEBPEMEHHOCTBIO MX BOC-
CTaHOBJIEHUS, COOJIFOJICHUEM B TMOMEIIECHUSAX apXWBa YCIOBHH, HEOOXOAMMBIX s oOecrneyeHus
COXPaHHOCTH JJOKYMEHTOB.

2.9. Opranusyet paboTy no BeAEHHUIO yyeTa JOKYMEHTO000pOTa U KOJIMYECTBA JIe]1, BhIa-
4ye aPXUBHBIX CIPABOK HA OCHOBE JAHHBIX, UMEIOIIMXCS B JOKYMEHTAX apXuBa.

2.10. CocraBisieT yCTaAHOBJIEHHYIO OTYETHOCTb.

2.11. Ilpunumaer yyactue B pazpaboTke NMOJIOKEHHH W MHCTPYKLMH M0 BEICHHIO JIEIO0-
MPOM3BOJCTBA U OPraHM3allMk apPXUBHOTO €A,

2.12.I1poBepsieT MpaBUIBHOCTH Y4E€Ta U XpaHeHHUs 01aHKOB CTPOroH OTYETHOCTH.

2.13.HeponyiueHus cny4aeB perMcTpallid U MUCIOJHEHUS 3arpoCcoB U 3asiBIIEHUMH COLU-
aJIbHO-TIPABOBOTO XapaKTepa, KacalolUXCs BbIJICJICHUS 3€ME/IbHBIX YYaCTKOB, NEpeIavyn KHUI0ro
(GoHaa B cOOCTBEHHOCTH IpaiJaH, HE UMEIOIINX JOBEPEHHOCTH HA MOJYYEHHE Kakux-1ubo 1o-
KYMEHTOB, 3aTParuBalOLIMX cOOCTBEHHOCTD IPay1aH.

2.14. Ilpn npoBeaeHUH npoLEIYPbl NPUEMA-CAA4YM /EJ1 Ha TMOCTOSAHHOE XPaHEHHE, HX
(OHAMPOBAHMKM W KOMILIEKTOBaHMM (TPOILIMBKA, HyMepauus, KONMpoBaHHe) co01101aTh HH-
CTpyKUMK 1o odopmiieHHio Jien B cooTBeTcTBUM ¢ [IpaBunamu, yreepxkaenusiMu [lpukasom Mu-
HMCTEPCTBA KYJIbTYPBI U MaccOBBIX kKommyHuKkaiuii PO Ne 310 ot 03.03.2020 r.

k. IIpasa

3amecTUTEIb HAYAIBHUKA OT/IE/1a apXUBA BIIPABE:

3.1.3anpamuBarh JUYHO WK 0 MOPYYEHHIO HA4YalbHHUKA OTIE/IA apXuBa Y PyKOBOAMUTE-
Jiel CTPYKTYPHBIX NOIpa3eNieHnii ¥ CrIeLUaJIuCTOB HEOOX0AUMbIE MH(POPMALIMIO U JIOKYMEHTBI.

3.2. [lopnuceiBaTh ¥ BU3UPOBATH JOKYMEHTBI B IIPE/eIax CBOEH KOMIETEHLIHH.

3.4.B3auMo/1eicTBOBATh CO BCEMH CTPYKTYPHBIMH TIOpa3/IeICHUsIMU 110 BonpocaM pado-
ThI APXUBA.

4. OTBeTCTBEHHOCTH

3aMecTUTE/Ib HAYaJIbHUKA OT/E/1a apXUBA HECET OTBETCTBEHHOCTh!

4.1. 3a HeHajiekalnee MUCIOJIHEHHE WIM HEUCIIOIHEHHE CBOMX JOJKHOCTHBIX 00S3aHHO-
CTEH, NpeyCMOTPEHHbBIX HACTOSIICH AOHDKHOCTHOM MHCTPYKLMEH, - B npejenax, onpeaesieHHbIX
TPYJOBBIM 3akoHOAaTebcTBOM Poccuiickoit @enepariuu.

4.2. 3a nmpaBoHapylIEHHs, COBEPIICHHBIE B MPOLECCE OCYLIECTBICHHS CBOCH JeATEBHO-
CTH, - B IIpeJieNax, ONpPeICIeHHBIX aJIMUHACTPATUBHBIM, YTOJIOBHBIM M IPAXK/JAHCKHUM 3aKOHO/A-
TenbcTBOM Poccuiickoi @eneparyu.

4.3. 3a npUYMHEHHE MaTepUAILHOrO yuepba - B mpejaenax, ONpe/eiEHHbIX TPYAOBLIM,
YIOJIOBHBIM UM IPAXKJAHCKUM 3aKOHOAaTenbCTBOM Poccuiickoit @enepaunu.



5.YcaoBus pabornl
5.1.Pexum paGoThl 3aMECTHTENS HAYAJIbHUKA OT/IE/1a apXKMBa ONPEAENIAETCS B COOTBETCTBHU
¢ [lpaBuinaMu BHYTPEHHErO TPY/A0BOIO pacmopsika.

C MHCTpYKIMEH O3HAKOMJIEH, OJJMH SK3eMILLSIP MOTy4YH/ HA PYKH M 003yI0Ch XPaHHUTh Ha
paboueM mecTe.

(noammcs) (PHO)
« _» 20 r.

Ynpasasiomuii 1e1aMu (M A.T'. T'ocenos



