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1. O6mMe noa0KeHHs

1.1. Tlonoxkenue 00 apxuBe roCy1apCTBEHHOIO O1OIVKETHOIO
npo)eCCUOHANBHOT0  00pa30BaTeNbHOr0  yupexaeHus KpacHomapekoro kpas
«KpacHOZApCKHil TOProBO-3KOHOMHYECKHM Komemxk» (nanee — Kosuienx)
SBISETCS METOAMYECKMM I10COOMEM UM OCHOBOM ATt paboOThl ¢ apXHBOM
cotpyaHukam Kostemka.

JoxymenTsl Komepka, UMeloLIMe UCTOPUUYECKOE, KyTbTYPHOE, COLMAIbHOE
M TpaKTHUYecKoe 3HAYEHHe, COCTABISIOT TOCYJApCTBEHHYK COOCTBEHHOCTh
KpacHomapckoro xpas ¥ MoJuiexar rocTOSHHOMY XPaHeHHIO B COOTBETCTBYIOLIMX
apXuBax.

Jlo nepeaadyu Ha MOCTOSIHHOE XpaHeHHE TH JIOKYMEHTBI BPEMEHHO XpaHATCA
B apxuBe Kosnemxa.
1.2. PyxosozctBom Komtemka obecredunBaeTcsi COXPaHHOCTh, y4eT, 0TOOp,
YIIOPSiIOUEHHEe M MCIO/Ib30BaHME  JOKYMEHTOB, 00pasylouMxcs B €ro
NeSTEbHOCTH. B COOTBETCTBHH € OTPAC/eBbIMH HOPMATUBHBIMU TPEOOBAHUAMHU U
HOPMATUBHBIMM JIOKyMEHTaMH, oOecneurBaeT CBOCBPEMEHHYIO Iepenady STHX
JIOKYMEHTOB Ha TOCTOSIHHOE XPaHeHHe B COOTBETCTBYIOLIMM apXHB. 3a HapyLICHHEe
MpaBUJl XpaHeHWs, KOMIUIEKTOBaHMsA, y4yeTa WM HCIOIb30BAHUS apXUBHBIX
JIOKYMEHTOB JOJIKHOCTHbIe Juua Komemka B cootBeTcTBrM c0 ¢T.13.20 Koznexca
Poccuiickoii Pepepaurn 00 aJAMHUHMCTPATUBHBIX I[IPaBOHApYIICHUsS HECYT
aJIMHHHUCTPATUBHYIO U UHYIO OTBETCTBEHHOCTb.
1.3. B Kounemxke i XpaHeHHS 3aKOHYEHHBIX J1€JI0ITPOU3BOJCTBOM JOKYMEHTOB
IPAKTHYECKOro Ha3HaueHus, MX OTOOpa, HCIONB30BaHUA M TOATOTOBKH K
repezade Ha MOCTOSIHHOE XpaHeHHe co3/an apxus Kosiewka.
1.4. TIlpukazom aupektopa Kosulemka HazHa4aeTcsi JMLO, OTBETCTBCHHOE 3a
BeJleHHe apXiBa — 3aBeAyIOLIMH apXUBOM.
1.5. B cBoeii pabGore apxuB Konmemka pyKOBOACTBYETCsS [IE€HCTBYIOLIUM
3akoHomarenbcTBOM Poccuiickoit Menepannu no apxusHomy aeiy ot 22.10.2004r.
Nel125-@3, pacrnopsiiuTe/bHbIMK HOPMATMBHO-MCTOAWYECKUMHU  JIOKYMEHTAMH
MuHucrepcTBa 00pa3zoBaHuss M Hayku Poccuiickoit ®Denepaunu, HaCTOALMM
IlonoxxeHuem.
1.6. ApxuB Kosemka paGoTaeT no IulaHy, YTBEPXKICHHOMY IHPEKTOPOM
Kosneka M OTYUTHIBAETCS TIepe/l HUM B CBOEH padore.
1.7.  KoOHTpo/b 3a [IeATelbHOCTBI0 apXuBa ocyllecTBseT aupekTop Konnemrxa.
1.8. OpraHu3aLMOHHO-METOAHUYECKOe PYKOBOJACTBO JeATENbHOCTHIO Kosuterka
OCYIIECTBJISIeT COOTBETCTBYIOLIMI rOCY 1apCTBEHHbBIM apXUB.

2. CocTraB 10KYMEHTOB apXHBa
B apxuB noctymnaror:



2.1. 3axkoHYeHHBIE CJIONPOU3BOACTBOM [JOKYMEHTHI ITOCTOSHHOTO XpaHEHHS,
oOpazoBasuinecs B jiesTenbHocTH Kouieka.

2.2. JlokymeHTbl BpemeHHOTO (cBbitlie 10 71eT) cpoka XpaHeHHs, HEOOXO0AHMbIE B
NPakTHYECKOH AeATe/IbHOCTH.

2.3.  JloKyMeHTHI 10 JIMYHOMY COCTaBY.

2.4, CnyxeOHble U BeJIOMCTBEHHbBIE U3IaHMUSI.

2.5. Hay4Ho-cripaBo4uHbIH amnmapar K JOKYMEHTaM apxuBa (OMHCH, Macropr,
UCTOpUUECKAs CITPaBKa U JIp.).

3. 3anayu apxuBa

OCHOBHBIMH 3aJa4aMH apXUBa ABJIAIOTCH:
3.1. KommiekroBaHue [TOKYMEHTAMH, COCTaB KOTOPBIX MPEAYCMOTPEH pasiesiom
2 Hacrosiwero [lonoxenus.
3.2. Vwuer, oOecrnieyeHue COXPAHHOCTH, CO3JaHHE  HAYYHO-CIIPABOYHOIO
arrapara, UCIoJ1b30BaHHue JOKYMEHTOB, XpaHAULINXCS B apxUBE.
3.3. [IloaroroBka u cBOeBpeMeHHas rnepeaaya 10KyMEHTOB U3 apxuBa Kosemaka
Ha [IOCTOSHHOE XpaHeHWe B COOTBETCTBYHOLIMH TrOCYIapCTBEHHBIH apXHB
KpacHoapckoro kpast ¢ co0I0JeHHeM 0TpaciIeBblX HOPMaTUBHBIX TPeOOBaHHUH.
3.4. OcyliecTBIEHHEe KOHTPONSA 3a (opMupoBaHueM M o(opMIEHHEM €] B
nenonpousBoacTee Konnemxa.

4. OyHKUHH AapXHBA

B COOTBETCTBMHM C BO3JIOKEHHBIMH Ha HETO 3aJavyaMH apXHB OCYIIECTBIISACT
ClleAyroLIre PYyHKLMHU:
4.1. TlpuHumaeT gena He TO3/7HEE 4YeM uepe3 OJMH IO I0Cje 3aBEpLICHUS
NEJIONPOU3BOJICTBA,  YYWUTbIBAET M  XPAHHT  AOKYMEHTbl MO  OCHOBHbIM
HanpasjeHusiM  aesitenbHocTd  Konneaxa, oOpaboTaHHbie B COOTBETCTBUH €
TpeGOBaHUIMHU, YCTaHOBIEHHBIMU (DejiepaibHbIM apXMBHBIM YIIPABJICHUEM.
4.2. CocraBnseT W TpENCTaBIfeT He MO3AHEE YeM uepe3 ABa rojaa rmocie
3aBepILUEeHHUs] [eJIONMPOU3BOACTBOM TOJOBbI€ pa3fesibl OMNMCEH Jiesl MOCTOSIHHOrO
XpaHeHHs M [0 JMYHOMY coctaBy Ha paccmorpenue OIIK agmuHucTpanuu
COOTBETCTBYIOIIEr0 MYHHLHUNAIBHOrO 00pa3oBaHMs U1 COrNIACOBaHHsA U
YTBEPKACHHUS.
4.3. OcyuiecTBisieT yuyeT U obecrneyuBaeT MOIHYIO COXPAHHOCTb MPUHATHIX Ha
XpaHeHHe Jell.
4.4. Co3gaer, INOMNOJHIET W COBEPLICHCTBYET HAy4dHO-CIIDABOYHBIM ammapar K
XPpaHSLIMMCS B apXUBe JleJ1aM U JJOKYMEHTaM.
4.5. Oprasusyer UCroab30BaHue JOKYMEHTOB:



- MHPOPMHUPYET PyKOBOACTBO H paboTHHKOB Koniemxka o coctaBe U CoAepKaHuu
TIOKYMEHTOB apXU1Ba;

- BBIZAET B YCTAHOBJICHHOM MOPSAKe Jea, JOKYMEHTHI WJIM KOIUU JOKYMEHTOB B
LeNAX CIy)KeOHOro U Hay4YHOTO UCII0JIB30BaHMUS;

- B YCTAHOBJCHHOM MOPSAAKE BbIAAET KOINHH JOKYMEHTOB H apXHBHbBIE CIIPABKH,;

- BEJIeT y4eT UCIO0JIb30BAHUS JOKYMEHTOB, XpaHALUMXCS B apXMBE.

4.6. IlpoBOomuT 3KCcrepTU3y LEHHOCTH [OKYMEHTOB, XDPaHALIUXCS B apxHBE,
yuacTBYeT B paboTe sxcnepTHON koMuccun Komepxa.

4.7. Oxa3blBaeT METOJHYECKYIO IIOMOLIL B COCTABICHUH HOMEHKJIATYphl el
Konnemka, KOHTPOJIMPYET MPaBUIbHOCTE (GOPMUPOBAHUS M OGOpMIIEHUs el B
NeJIONIPOM3BOACTBE, @ TaKKe IMOArOTOBKY JIe/I K repejjadye Ha apXUBHOE XpaHeHHe.,
4.8. ExxeromHO mpencTaBiIsieT B COOTBETCTBYIOLIMM apXHB CBEICHHUS O COCTaBe U
00beMe JOKYMEHTOB 110 YCTaHOBIEHHOH hopme (macnopT apxuBa).

4.9. TloaroraBiMBaeT WM B YCTAHOBJEHHOM MOpsAAKE IepeaaeT MAOKYMEHTbl Ha
[IOCTOSIHHOE XpaHEeHHe B COOTBETCTBYIOLIMHA MyHULIMITAIbHBIA apXUB.

5. Ilpasa apxuBa

J171s1 BBITIOSTHEHUS BO3/IOJKEHHBIX 3a/1a4 U (QYHKLMI apXUB UMEET MpaBo:
5.1. KoHTponupoBaTh BBINOJHEHHE YCTAHOBJICHHBIX IpaBuUl  padOThl ¢
nokymeHTamu B Komtemxe.
5.2. BampawwmBaTh oT pabotHukoB Kosnemxa cBeneHHs, HeoOXoAUMbIE IS
paboTbl apxuBa, C y4eToM OOecCIedyeHHs] BBIMOJHEHUS BCEX BO3JIOKEHHBIX Ha
apXuB 3a1a4 ¥ QyHKUUH.

6. OTBETCTBEHHOCTDb

OTBETCTBEHHBIM 3a BEJCHUE apXWBa HECET OTBETCTBEHHOCTH 3a BBINOJIHEHHE
BO3JIOKEHHBIX Ha Hero o0043aHHOCTEM B COOTBETCTBUM C JEHCTBYIOLIUM
3aKOHO/1aTEJIbCTBOM U JI0JZKHOCTHOH MHCTPYKLHUEH.



