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1. O01mue noJ10KeHUA

1.1. ITonoxenue 06 apxuse UIIOY «MOKCY», pa3paboTaHo B COOTBETCTBHH C:

-OenepanpHpiM 3akoHOM Poccuiickoit @enepanuu ot 22.10.2004 Ne 125-03 «O0 apxuBHOM
nene B Poccuiickon @enepannn»;,

-Vkazom Ilpesunenta Poccuiickoit ®eneparuu ot 22.06.2016 1. Ne 293 «Bompockl
@enepanbHOr0 apXUBHOTO areHTCTBa.

1.2. Apxus UYIIOY «MOKCY» (manee- Kommemk) co3maH Ha MpaBaX CTPYKTYPHOTO
MOAPa3/IEJIEHNUs], OCYILECTBISIONIETO XpaHEHHE, KOMIIJIEKTOBAaHHUE, YUET U UCIOJIb30BaHUE TOKYMEHTOB
ApxusHoro ¢onna Komnemxka.

1.3 Pabdory B ApxuBe Koiemka, B COOTBETCTBUM C BO3JIOKCHHBIMH 3aJIa4aMH,
OCYILIECTBJISIET OTBETCTBEHHBIN 3a apXuB, HA3HAYEHHBIN MPUKA30M JTUPEKTOpa KOJUIeKa.

1.4. Tlonoxxenne o0 ApxXxuUBE OpraHU3aAIMU TOIJIEKHUT corjlacoBanuto ¢ Ilemarormyeckum
COBETOM Ha IpeIMET COOTBETCTBUS ero IIpuMepHOMY MOJIOKEHHIO C YUETOM COCTaBa JTOKyMEHTOB,
HaXOJAIIMXCS Ha XpaHEHHM W mojiexamux xpaHeHuto B ApxuBe Kosnemxa. [locne cormacoBanus
noJiokeHue 00 ApxuBe yTBepkaaercs: pykopoaurenem Kosemxka.

2.CocrtaB nokymenToB ApxuBa Kosnexxa

2.1. Apxus Koiemka XpaHHT:

a) JOKYMEHTBHI MOCTOSTHHOTO M BPEMEHHBIX (CBBIIIE S JIET) CPOKOB XPAHEHHUS, B TOM 4YHCIIE
JOKYMEHTHI 110 JINYHOMY COCTaBy, oOpa3oBaBIIrecs B aesTenbHocTH Komnemka,

0) apxuBHBIE ()OH/IBI TUIHOTO MPOUCXOKICHUS;

B) GoHJ m0JIb30BaHUs (apX1Ba)

I') CHpPaBOYHO-TIOMCKOBBIE CpPEACTBA K JOKYMEHTaM M Yy4YeTHble JOKYMEHThl ApXuBa
Komnemxka.

1) 1e1a BPEMEHHOI'0 XpaHEHUs CO CPOKAMU XpaHEHHUs JI0 5 JIET Iepeaaye B apXuB KOJUIEDKA
HE MOAJIeXKaT.

3. 3agaun ApxuBa Kosiemxa

K 3amauam ApxuBa Kosutemxka oTHOCATCS:

3.1. Xpanenue, kommuiekToBanue ApxuBa Koiemka JOKyMEHTaMH, 0Opa30oBaBIIUMHUCS B
JESATETHHOCTH OPTaHU3aIlUH.

3.2. Y4eT 10KyMEHTOB, HaX0AAIuXcs Ha XpaHeHnH B Apxupe Koinemka.

3.3. ObecnieueHrne COXpaHHOCTH, KauecTBa 00pabOTKH, 0TOOPA U UCHOJIB30BaHUs JOKYMEHTOB
U JIeNT, XPAHSIINXCS B apXUBE;

3.4. Mcnonb3oBaHue JOKYMEHTOB, HAXOISAIINXCS Ha XpaHeHuu B Apxuse Komemxka.

3.5. Meroauueckoe pyKOBOJCTBO U KOHTPOJb 3a (hopmupoBaHueM U 0GOpMIICHUEM el B
CTPYKTYPHBIX MOJIpa3AeTICHUSIX OpraHU3allii U CBOEBpEeMEHHOH niepenaueit ux B ApxuB Komnemka.

4. ®ynxuuu Apxusa Kounenka

ApxuB Komemka ocyiiecTBiseT cienyromue QyHKInuu:

4.1. OpraHusyeTr mpHeM JTOKYMEHTOB MOCTOSHHOTO M BpPEMEHHBIX (CBBINIE S5 JIET) CPOKOB
XpaHEHHUs, B TOM YHCIE IO JMYHOMY COCTaBy, OOpa3oBaBIIUXCS B jeareidbHocTH Komnmemka, B
COOTBETCTBHUU C YTBEPKIACHHBIM TpadruKOM.

4.2. Bexer yueT JOKYMEHTOB H (DOHIOB, HAXOAAIIUXCs HA XpaHeHnH B ApxuBe Komnemka.



4.3. CucremaTH3MpyeT ¥ pa3MeliaeT JOKYMEHTHI, IMOCTYMAloIUe Ha XpaHEHHEe B ApPXHUB
Komnemxa, o6pa3oBaBiiriecs B X0/1€ OCYLIECTBICHUS JEITEIHHOCTH OPraHU3aIIH.

4.4. OcymiecTBiseT NOATOTOBKY U IIPEACTABIISAET:

a) Ha pPacCMOTPEHHE M COIJIACOBAHME OHKCIEPTHON KOMHUCCHM OpraHU3alM OIHCU e
MMOCTOSIHHOTO XPAaHEHHsSI, BPEMEHHBIX (CBBIIIE 5 JIET) CPOKOB XPAHECHHS, B TOM YHCIE MO JUYHOMY
COCTaBy, a TAaK)Ke aKThl O BBIICICHUHM K YHHYTOXKCHHUIO apXHBHBIX JOKYMEHTOB, HE IIOJJICKAIIUX
XpaHEHWIO, aKThl 00 yTpare JIOKYMEHTOB, aKThl O HEWUCIPABHMBIX TOBPEKICHUAX aAPXUBHBIX
JOKYMEHTOB;

0) Ha yTrBepXKIeHHE pykoBoauTento Koiemka ommcu Aed MOCTOSHHOTO XpaHEHUS, OMHCH
BPEMEHHBIX (CBBIIIE 5 JIET) CPOKOB XpaHEHHsI, B TOM YHCIIE OIHCH JIEN TI0 JINYHOMY COCTaBY, aKTHI O
BBIZICJICHUN K YHHUYTOXXCHUIO apXUBHBIX JIOKYMEHTOB, HE IOJJICKANTUX XPAHCHHIO, aKThl 00 yTpare
JOKYMEHTOB, aKThI O HEUCITPABUMBIX IMOBPEKICHUSIX aPXUBHBIX JOKYMEHTOR.

4.5. [IpoBOUT MEPONPHUATHS 110 0OECIIEYECHUIO COXPAHHOCTH JOKYMEHTOB, HAXOISAIIUXCS Ha
xpaHeHuu B Apxuse Kosnemxa.

4.6. Opranusyer mH(POpPMHUpPOBAHUE PYKOBOJCTBA M paboTHHKOB Kosuiemka o cocraBe u
COJIepKaHNUHU JIOKyMEHTOB APXHBA OpraHU3aInH.

4.7. Inpopmupyet nosb3oBaTesiell o BOIPOCaM MECTOHAXO0XKIEHUS! apXUBHBIX JTOKYMEHTOB.

4.8. Opranu3zyer BbIIady JOKYMEHTOB U J€J JJIsl padOTHl B YUTATBHOM (IIPOCMOTPOBOM) 3aje
WA BO BPEMEHHOE T0JIb30BaHHUE.

4.9. VcnomHseT 3ampockl OJIh30BaTeNNe, BBIACT apXUBHbBIE KOMTUH JIOKYMEHTOB, apXUBHBIC
BBITIUCKY Y apXUBHBIC CIIPABKH.

4.10. Benet yueT ucnosib30BaHus ToKyMeHTOB ApxuBa Kosutemxa.

4.11. Coznaer donn noms3oBanust Apxusa Komtemka u opraHu3yeT ero UCIoJib30BaHuUE.

4.12. OcymecTBIs€T BEACHHE CIPABOYHO-TIOMCKOBBIX CPEACTB K JTOKyMEHTaM ApXuBa
Komnemxka.

4.13. YuactByeT B paszpaboTke AOKyMeHTOB Koiemka mo BompocaM apXWBHOTO Jejia U
JIeIOTIPOU3BOCTBA.

4.14. Oka3bIBa€T METOIUYECKYIO IOMOIIIb:

a) cuyxbe pgemompousBojcTBa Kosuiemka B COCTaBIEHMM HOMEHKIIATyphl e,
dhopmMupoBaHUH B 0(POPMIICHUH JIET;

0) CTPYKTYpHBIM MOApa3JeneHusaM U pabotHukam Koiiemxka B MOArOTOBKE TOKYMEHTOB K
nepenavye B ApXUB OpraHu3alyu.

5. IIpaBa Apxusa Kosiexxka

Apxus Komiemaka umeer npao:

a) TMpeACTaBlsATh pYKOBOACTBY Komemka TmpennokeHus MO  COBEPIICHCTBOBAHHUIO
OpraHu3aluy XpaHeHHsI, KOMIUIEKTOBaHUS, y4eTa U UCIOJIb30BaHMS apXUBHBIX JOKYMEHTOB B ApXUBe
OpraHu3aluy;

0) 3ampammuBaTh B CTPYKTYPHBIX MOAPA3IEIICHUSX OPraHu3allui CBEeICHUS, HEOOXOAUMBIE TS
paboTel ApxuBa OpraHU3aIny;

B) JaBaTb pPEKOMEHJAIMH CTPYKTYpHBIM TojapazaencHusM Komnemka 1o Bompocam,
OTHOCSIIIUMCS K KOMIIETEHIIMU ApXHBa OpraHU3allH;

r) HHOOPMHUPOBATH CTPYKTYPHBIEC TIOIpa3eNieHUs] OPraHU3aluyd O HEOOXOAUMOCTH Mepeaadn
ToKyMeHTOB B ApxuB Kouemka B COOTBETCTBUY C YTBEPKIACHHBIM TPadUKOM;

1) IPUHUMATh Y4acTHE B 3aCEJIaHUAX IKCIEPTHO-TIPOBEPOYHON KOMHUCCHH.



6. Opranusanust padboTbl

6.1. ApxuBapuyc Ha3HadaeTCs Ha JOJDKHOCTb U OCBOOOXKJAETCS OT JOJDKHOCTU IPHKA30M
JIUPEKTOpa KOJUIEIXKA 10 MPEACTABICHUIO COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMII.

6.2. ApxuBapuyc opraHusyer paboTy apxXuBa W HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 32
BBITIOJTHEHUE BO3JI0KEHHBIX Ha apXHB 3a/1a4.

6.3. ApxuB Komnmemka MpoBOAWT IMPOBEPKY COCTOSHUS OpraHM3alud U (OPMHPOBAHUHU
JTOKYMEHTOB B JIEJIONIPOM3BOJCTBE KOJUIE/KA HE PEXE OJHOTO pa3a B Toj, Kak IPaBHIIO, IEpen
nepefayeil TOKYMEHTOB W Jed B apXuB Koiuiemka. [lo mroram KakaoW HpPOBEPKH COCTABISIETCS
CripaBKa WM JOKJIajgHas 3alucka Ha UM JUPEKTopa KOJuIemXa, B KOTOPOH OTpayKaercs
CYIIECTBYIOIIEE IOJOKEHUE W HAMEUaroTCs MEpbl 10 JMKBUAALWU HEJOCTAaTKOB W JalbHEHIIEMY
yinydmieHuto paboTsl. C BBIBOJIAMHU TPOBEPKU JIOJDKHBI OBITHh O3HAKOMIIEHBI HETIOCPEICTBEHHO BCE
WCTIOJTHUTEIIH.

7. OTBETCTBEHHOCTH

ApXHB COBMECTHO C PYKOBOJMUTEIIEM OPraHU3aLUN HECET OTBETCTBEHHOCTD!

7.1. 3a HecoOoieHNE YCIOBUM 00€CTIeueHNs COXPAHHOCTH JOKYMEHTOB;

7.2. 3a yTpaTy ¥ HECAaHKIIMOHHUPOBAHHOE YHUYTOKEHUE TOKYMEHTOB;

7.3. 3a HeOOOCHOBAHHBIM OTKa3 B MPHEME HAa XpaHEHHE JOKYMEHTOB IMOCTOSHHOTO XpaHECHUS
U II0 JMYHOMY COCTaBy OpraHu3anuv, IMIpH JUKBUIALOWHW OpraHvu3aiuu HWIW HN3MCHCHHU CbOpMI)I
COOCTBEHHOCTH;

7.4. 3a HapylleHHe NpaBUJI HCIOJIb30BaHUSA JIOKYMEHTOB W JOCTYyNa TMOJb30BaTeNed K
JOKYMEHTaM, YCTaHOBJIEHHBIX 3aKOHOIaTEIbCTBOM.

8.3ak/ouuTeIbHOE MOJIOKEHHE
8.1. Ilpum ocCyIecTBIEHUH CBOCH JEATEIBHOCTH apXWB KOJUIEIKA PYKOBOJCTBYETCS
JNEHUCTBYIOIUM 3aKOHOJATEILCTBOM 00 apxuBHOM Jene B Poccuiickoit ®enepanuivi, WMEIOIIMM
MIPUOPUTETHOE 3HAUYCHUE U HACTOSIIINM TOJIOKCHHEM.



