JOJKHOCTHAS UHCTPYKIUSA
HaYaJlbHUKA OT/Ie/Ia apXMBa B YIIPABICHUH J€/1aMHU
aamunucTpauru MP «Kuszumoprosekuii pailon»

1.O6mue nonoKeHns

Hacrosimas g0/1KHOCTHAsS MHCTPYKIUS paspaboraHa ¥ yTBep:K/eHa B COOTBETCTBHH C I0-
noxenusmMu Tpynosoro koaekca Poccuiickoit ®@enepani ¥ HHBIX HOPMATHBHBIX aKTOB, PEryJjiu-
PYIOIIUX TPYAOBBIE NpaBooTHOLIeHUS B Poccuiickon @eaepanuy.

B cBOEH €ATENBbHOCTH HAYaJbHUK OTJIENIa PYKOBOJCTBYETCS OCHOBHBIMHM OOSI3aHHOCTSIMH
MYHHUIHNAILHOTO CIysKaliero, npeaycmorpenusivu ®enepansusiv 3akonom ot 02.03.2007r. Ne
25-®3 «O mynununanbHoi ciykbe B Poccuiickoit @enepaunu» u 3akonom PJ1 or 11.03.2008r.
Ne 9 «O mynuuunansHo# ciyxbe B P/1», HenocpeACTBEHHO MOAYMHSIETCS YIPaB/IsAIOLIEMYy Jelia-
MH, BBITIOJTHSIET €0 MOPYYEHHUSL.

1.1. HauyanbHMK OT/I€/Ia apXHBa OTHOCHTCSI K KaTerOpMM BeAYIIEH AOKHOCTH MYHHIH-
najabHON CIyKOBI.

1.2. Ha mo/mkHOCTH HaYalbHMKA OT/IENla apXMBa HA3HA4YAeTCs JIMLO, UMEIOIIEe BBICIIEE
npogeccroHanibHOe 00pa3oBaHKe MO HANMPaBIECHHUIO MMOArOTOBKH (cnernuansHoctr) «HMeropuko-
apxuMBoBeJeHHE», «JIOKYMEHTOBEJeHHE» W JOKYMEHTAllMOHHOE oOecrneyeHHue YNpaBJICHHs,
«JIOKyMEHTOOTBEICHUE U apXUBOBeeHue», «McTopus» 6e3 npeabaBienus TpedOBaHUi K cTaKy.

1.3. HauanbHuK OT/I€/Ia apXMBa HAa3HAYaeTcs U OCBOOOKIAETCS OT JIOJKHOCTH pacrops-
YKEHUEM IJIaBbl a/IMMHUCTPALIMH.

1.4. HayanbHUK OTAE/1a apXHUBa JI0JKEH 3HATh:

- 3aKOHBI ¥ WHBIE HOpPMATHBHBIC MpaBoBbie akThl Poccuiickoit Penepaunu, periiaMmeHTH-
PYIOIIIME OTHOIIEHHMS B chepe apXUBHOIO J1€/1a;

- HOPMATHBHBIE ¥ METOAMYECKUE JIOKYMEHTBI, KACAIOLIMECs JeATeIbHOCTH apXHBa;

- Enunyio rocy1apcTBeHHYIO CHCTEMY JICIONPOU3BO/ICTBA;

- nopsiIoK 0opMIIEHHUs! JIOKYMEHTOB, MOCTYNAIOIIMX B apXUB, U JEHCTBYIOLLYI) CHCTEMY
MX Kraccupukanmu;

- HOPMATHUBbI YCJIOBUM U PEKUMOB XPAHEHHUS JOKYMEHTOB;

- IpaBWJia XpaHeHHs OJIAHKOB CTPOrOH OTYETHOCTH;

- OCHOBBI OpraHU3alli| NMPOU3BOACTBA, TPY/A U YIIPABJIECHHUS;

- OCHOBBI TPYJIOBOI'0 3aKOHO/1aTEbCTBA;

- IpaBWJia BHYTPEHHETO TPYAOBOTO PacnopsaKa;

- OCHOBBI MPUMEHEHHUS KOMITBIOTEPHOM TEXHUKH;

- IpaBWJIa OXPaHbl TPyJa U MOKapHO# 6€3011aCHOCTH.

1.5. B cBoeii neATebHOCTH HAYaJIbHUK OT/IEjIa apXHUBa PYKOBO/ICTBYETCS:

- OJIOYKEHHEM 00 apXHBe a]MUHUCTPALIUY;

- HACTOAIIEH JOJIKHOCTHONH HHCTPYKIIUEH;

1.6. Ha Bpemst OTCYTCTBHSI HaYaJIbHUKA OT/I€/1a apXUBa (KOMaHAUPOBKA, OTIYCK, 00JIE3Hb,
U 1p.) ero 00A3aHHOCTH U ITpaBa MepexoasT K ero 3aMeCTUTENIO, a MPU OTCYTCTBUM TAKOBOTO - K
JIMILY, HA3HAYEHHOMY pacropsikKeHHeM a/IMMHHUCTpallMK paioHa.

2. 10/12KHOCTHDBIE 00S3AHHOCTH

HawanbHuk otnena apxusa:

2.1. Bosrnasnsier paboTy 1o opraHu3aliiy U BEJCHUIO apXUBHOTO Jiea.

2.2. OGecnieunBaeT B COOTBETCTBHHM C YCTAHOBJICHHBIM TMOPSJKOM MPHEM, PETHCTPALIUIO,
CHCTEMaTH3alMI0, XPaHEHHE U UCTIONb30BaHHE JJOKYMEHTOB.

2.3. PyxoBoauT paGoToii 1o COCTABICHUIO HAy4HO-CIIPABOYHOIO amnmnapara, objeryarorie-
IO YY€T M MCIOJIb30BAHHE ApPXUBHBIX JIOKYMEHTOB, @ UMEHHO: OMMCH, KAPTOTEKH, KaTalord, yKa-



34TC/IH, IMYTCBOAHUTECIIH, 0630pbl, HUCTOPHUYECKHE CIIPABKH H [IpP., 4 TAKIKE COOTBETCTBYHOLIHUE YHCT-
HBIE JOKYMEHTBI (KHUTH y4eTa IMOCTYIUIeHUs U BBIOBITHS Je, CUCKK (DOHIOB, JUCTHI (DOH/IOB,
jena (poHI0B).

2.4. Oka3pIBa€T METOAMUYECKYIO MIOMOIIb B TIOUCKE HEOOXOAMMBIX JOKYMEHTOB.

2.5. Unerpykrupyer pabOTHUKOB CTPYKTYPHBIX NMOApa3jeieHui o nopsake GpopMuposa-
HHSI, IOJATOTOBKH U C/1a4¥ IOKYMEHTOB B apXMB.

2.6. KonTponupyer cBOEBPEMEHHOCTD MOCTYTUICHHS B apXMB JOKYMEHTOB, 3aKOHUYEHHBIX
JEJI0TIPOU3BOICTBOM.

2.7. ObecneunBaer npopejeHre paboT M0 IKCNEPTU3E LIEHHOCTH apXMBHBIX JOKYMEHTOB,
(OpMHPOBaHMIO TOKYMEHTOB H JIeJ1a MOCTOSHHOTO W BPEMEHHOTO XPaHEHHSL.

2.8. PykoBoauT paboToii Mo COCTABICHUIO ONHCEH e s nepeaady JOKyMeHTOB B rocy-
NAPCTBEHHBIE APXMBbI, COCTABJIEHUIO AKTOB 00 YHHYTOKEHUH JOKYMEHTOB, CPOKH XPaHEHHS KO-
TOPBIX UCTEKIIH.

2.9. OcyuiecTBiaseT KOHTPOJIb 32 COCTOSIHUEM JIOKYMEHTOB, CBOEBPEMEHHOCTHIO HMX BOC-
CTaHOBJIECHMS, COOTIOJCHHEM B MOMEILEHUSAX apXUBa yCJIOBUH, HEOOXOAUMBIX /Uls o0ecrieueHus
COXPaHHOCTH JJOKYMEHTOB.

2.10. Opranusyet paboTy 1o BEACHHUIO y4YeTa JOKyMEHT0000pOTa U KOJIMYECTBA JeJl, Bbl-
Jlaue apXMUBHBIX CIMPABOK HA OCHOBE JJAHHBIX, UMEIOIIHUXCA B JIOKYMEHTaX apXuBa.

2.11. CocraBnsieT yCTaHOBIEHHYIO OTYETHOCTb.

2.12. Ilpunumaer ygactue B pa3paboTKe MONOKEHHH W MHCTPYKLUMH MO BEJEHHIO Jelo-
MPOU3BOJICTBA U OPraHU3aLMH APXUBHOTO JIeIa.

2.13. Tlposoaur paborty no 3awmure HHOOPMALMM, COCTABIAIOUIEH TOCYIapCTBEHHYIO,
KOMMEPUECKYIO U CITyKeOHYyIO TaiiHy.

2.14. OGecnieunBaeT HaIM4YKHE B apXuBe HEOOXOAMMOTO MHBEHTaps, OJAHKOB, KaHIIEIApP-
CKHX TOBapOB, UHCTPYKTHBHO-METOAMYECKOMN JIMTEPATYPHI [0 KPYry 00sS3aHHOCTEA.

2.15. IlpoBepsieT npaBUIBLHOCTL Y4€Ta U XpaHEeHUs! OJJAHKOB CTPOTO# OTYETHOCTH.

2.16. Kourponupyer npaBWIbHOCTb JKCIUTyaTallkd ¥ MCMPAaBHOCTH TMPOU3BOJCTBEHHBIX
MOMEIIEHHH, HATMYHE U UCTIPABHOCTH MPOTHBOMOKAPHBIX CPEACTB.

3. Ilpasa

HavanbHuk oT/1€71a apXuBa Brpase:

3.1. BHOCUTH Ha paccMOTPEHHE PYKOBOJACTBA M PYKOBOJMTENEH CTPYKTYPHBIX MOapase-
JIEHUH NPeTOKEHUS 110 YIYUIIEHUIO JeSITeIbHOCTH apXUBa.

3.2. 3anpamMBarh JUYHO WM MO MOPYYEHHUIO TIJIaBbl aMHUHHUCTPALMH Y PYKOBOAMTEINEH
CTPYKTYPHBIX MOAPA3/ACICHHHI U CIIELIMATUCTOB HEOOXOAMMBbIE HH(OPMALIUIO U JIOKYMEHTBHI.

3.3. YcranaBnuBats ciyxeOHble 005S3aHHOCTH U1 TOAYHMHEHHBIX €My pabOTHHKOB.

3.4. IloanuceiBaTh ¥ BU3HPOBATH JJOKYMEHTHI B IIPE/Ie/Iax CBOSH KOMIIETEHIIUH.

3.5. BHOCHTB Ha paccMOTpPEHHUE PYKOBOAUTENS MPEIOKEHUS:

- 0 HAJIO)KEHUH MaTepUaIbHBIX M JUCLMIUIMHAPHBIX B3bICKAHUN HA MMOJAYMHEHHBIX EMY pa-
GOTHHKOB, He COOMIOAAIOLIMX MK HEHAUIeKAINUM 00pa3oM coOMIOAAI0NIMX CBOH JOKHOCTHBIE
00s3aHHOCTH;

- O MPUMEHEHUH MOOLIPEHUH 3a 00pa3LOBOE BHINOIHEHUE TPYI0BBIX 00s3aHHOCTEH, MPo-
JOJDKUTEbHYIO U Oe3ynpednyto paboTy NMOAYUHEHHBIX eMy paOOTHUKOB.

3.6.B3aumojeiicTBOBaTH CO BCEMHM CTPYKTYPHBIMHU MOAPA3/ICNICHUAMHU MO BonpocaM pabo-
Thl APXHBA.

4. OTBEeTCTBEHHOCTD

HauvaneHuk otena apxuBa HECET OTBETCTBEHHOCTB:
4.1. 3a HeHaUIEKAIIEE UCIOJHEHHE MM HEHUCIIOJIHEHUE CBOMX JAOJIKHOCTHBIX 00f3aHHO-



CTEH, NMPeayCMOTPEHHBIX HACTOSAIIEH JOIKHOCTHOM HHCTPYKLIMEH, - B NIPE/EIIax, ONpe/Ie/IeHHbIX
TPYJAOBBIM 3aK0oHOAaTeNbCTBOM Poccuiickoil Menepauuu.

4.2. 3a npaBoHAapylIeHHs, COBEPIIEHHBIE B ITPOLIECCE OCYLUECTBIIEHUs CBOEH JIeATEIbHO-
CTH, - B Mpejesax, ONnpeieIeHHbIX aIMUHUCTPATHBHBIM, YTOJIOBHBIM U I'PakK/JIaHCKUM 3aKOHO/a-
TeiscTBOM Poccuiickoit denepanmu.

4.3. 3a npUYMHEHHE MaTEPHATBLHOrO yiepda - B mnpejeax, OnpeAeIeHHbIX TPY/I0BBIM,
YTOJIOBHBIM M TPak/IaHCKUM 3aKoHoaTes1beTBOM Poccuiickoit ®enepauuy.

5.YcnoBus pabdorsl

5.1.PesxxumM paboThl HAYaIbHUKA OT/IENIa apXUBa ONpeaesieTcst B cooTBeTcTBUM ¢ [IpaBunamu
BHYTPEHHEr0 TPY0BOI'0 pacropsiaka.

C MHCTpYKUHMEH 03HAKOMIIEH, OJUH DK3EMIUIAP MOTYUYHI HA PYKH U 00S3YIOCh XPAHUTD Ha
pabouem mecre:

(noanuce) (PHO)
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