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1.OBIIME ITOJOXEHUSA

1.1. B penurno3Hoii opraHuM3aliy — yXOBHOH o00pa3oBaTeNbHOU
opraHu3anuy BeIciIero obOpasoBaHus «TobGonbckas [yxosHas CemuHapus
Tob6onbcko-Tromenckoit Emapxwm Pycckoit [IpaBocnasnoit LlepkBu» (namee —
CeMuHapusi), AJI1 XpaHEHHUS 3aKOHYEHHBIX AEJIONPOU3BOJACTBOM IOKYMEHTOB
CO31aeTCsl apXuB.

1.2. CemuHapusi BbIAENSET MO apXWB IIOMEIICHHUE, OTBEYAIOIINM
TpeGoBaHUSAM  OOECIIEMEHUsT  COXPAaHHOCTH  JOKYMEHTOB, @  TaKXKe
COOTBETCTBYIOIIEE OOOPYAOBAaHUE.

1.3. 3aBenoBaHUE apXUBOM MOPYYAETCST OTBETCTBEHHOMY 3a apXHUB JIUILLY,
HazHayaeMoMmy pacmopsbkenueM Pekropa.

14. B cBoeii pabore apxuB CeMHHapUM pyKOBOACTBYETC
3aKOHOJATeNIbHBIMU akTaMu Poccuiickoit Penepanuy MO apXUBHOMY Jeiy,
HOPMATHBHO-METOINYECKUMU  JOKyMeHTamMu MuHkyiaeTypel Poccun  u
@PenepanbHOr0 apxUBHOro areHrcrBa Poccuy, IpukasaMH U YKa3aHUSIMU
pykxoBoacTBa CeMUHapUU ¥ HACTOSIIMM MOJIOKEHUEM.

1.5. KoHTponb 3a IeATeNbHOCTBIO apXWBa OCYILECTBIAET PYKOBOICTBO
CeMuHapuy WM CTPYKTYPHOIO IOApPa3feeHUs, B COCTaB KOTOPOro BXOIUT
apXWB.

2. COCTAB IOKYMEHTOB APXHNBA

B apxuB nepegarorcs:

2.1. 3akoHYEHHBIE EIOMPOU3BOJCTBOM IOKYMEHTHI, 00pa3oBaBIIMECS
B AessTeNbHOCTH CeMUHApUy U €€ CTPYKTYPHBIX [TOApa3AeIIeHUNH:

- leJia TIOCTOSIHHOI'O XpaHeHMs;

- nena BpeMeHHoro (cBblire 10 neT) cpoka XpaHeHHS;

- TOKYMEHTHI 10 TUYHOMY COCTaBY;

- CIIPaBOYHEIH ammmapaT K JOKyMEeHTaM apXyBa (OIMHUCH JieNl U T.IL.).

3.3AJAYN U OPYHKIIUU APXHUBA

3.1. OCHOBHBIMU 3aJlauaM¥ apXuBa SIBISFOTCS:

-  KOMIUICKTOBaHWE  apXxuBa JOKYMEHTaMH, COCTaB  KOTOPBIX
IIpeayCMOTPEH pa3fieNIoM 2 HACTOSIIIErO TOJIOKEHUS;

- ofecreyeHWe COXPAaHHOCTH W Yy4YeT MPUHATBIX Ha XpaHEHUe
JIOKYMEHTOB;

- OpraHM3aiisl MpakTUYeckoi paboThl, CBA3AHHON C HCIOJIb30BAHHEM
JIOKYMEHTOB, XPaHSIINXCA B apXUBE;

- KOHTpPOJIb 3a TMpaBWIbHBIM (OPMUPOBAaHHEM U OQOPMIICHUEM
JIOKYMEHTOB B JI€JIONIPOU3BOACTBE, OTOOPOM M MOATOTOBKOM MX K Iepejade Ha
apXUBHOE XpaHECHUE.

3.2. B COOTBETCTBHU C BHITIOIHAEMBIMU 33J]a4aMU apXUB OCYILIECTBIISIET
cnenyroue GyHKIHN:

- TOpPUHHUMAET MOCJE 3aBEPIICHHS JAEeIONPOU3BOACTBA, YUYMUTHIBACT U
XpaHUT oOpa3oBaBiivecss B  nesTesbHOCTH  (CeMHUHapuW  JOKYMEHTEL,
0o0paboTaHHBIE B COOTBETCTBUY C EHCTBYIOLIMMH [TPaBUIIAMH;




- opraHum3yer paboTy IO IOArOTOBKE OMUCEH  3aBEpPIICHHBIX
JIENONPON3BOACTBOM JTOKYMEHTOB IIOCTOSHHOTO XpaHEHUs W IO JIMYHOMY
COCTaBY; ;

- OCYIIECTBJISIET y4YeT IO HOMEHKJIATypaM Jiel, HaxOAAMuXcsa B
CTPYKTYPHBIX TOApa3fefeHusX (y HCIOIHHUTENIeH) MOKYMCHTOB BPEMEHHOIO
XpaHeHHUs,

- obecreunBaeT IIOJIHYI0 COXPaHHOCTh IIPUHATHIX Ha XpaHEeHUe /e,

- co3aeT, MOMOIHAET U COBEPIIEHCTBYET yUeTHO-CIPAaBOYHBIN alapat
K XpaHsIIUMCS B apXUBE JellaM U JOKyMEeHTaMm;

- uHQOPMHPYET PYKOBOACTBO U PabOTHUKOB CeMHHapHH O COCTaBe U
CoJepXKaHUH JOKyMEHTOB apXUBa,

- BBIJ@€T B YCTAHOBJICHHOM IOpAJKE XpaHAIIHEeCs B apXrBe JAena U
JOKYMEHTEHI JIsl UCTIONIB30BaHMS B IPAKTUIECKUX U IPYTHUX LEeNIX;

- BeJeT yd4eT BBIAaYM ApXHUBHBIX J€l1 U JOKYMEHTOB, OCYIIECTBIIACT
KOHTPOJIb 3@ CBOEBPEMEHHBIM MX BO3BPAILICHHEM B XPaHMIIHIIE;

- OKa3plBaeT METOAMYECKYIO IIOMOIIb CIy)k0e [eJIOIpOM3BOJCTBA
OpTaHU3alMi B COCTABICHUN HOMEHKJIATYPhI [I€]1, KOHTPOJIHUPYET NPaBUILHOCTh
dopmupoBarus M OQOpMIEHHS M€l B ICIONPOU3BOJCTBE, IOATOTOBKY
JIOKYMEHTOB K repenade B apxuB CeMUHapHH.

4. TIPABA APXUBA

4.1. B 1emnsx BBIIOJHEHMS BO3JI0XKEHHBIX 3329 ¥ (DyHKIMI apXUB HMeeT
TIPaBo:

- KOHTpoIupoBaTh cobOmoneHne B CeMHMHApHU W B €€ CTPYKTYPHbIX
noApas/JeleHusaX  YCTAHOBIEHHBIX IpaBmil  paboTel ¢  JOKyMEHTaMH,
obecrieueHys] UX COXPaHHOCTH, KauecTBa 0T00pa M MOArOTOBKH JIeJ K Iepenade
Ha apXUBHOE XpaHEHUE,;

- BHOCHUTH Ha paccMoTpeHHe pykoBoacTBa CeMMHapuy MpeAIOKEHUs,
HanpaBJIeHHblE HA YIy4lIeHHe B CTPYKTYPHBIX MOAPAa3AENCHHAX padOoThl 1O
OGOPMIIEHUIO JOKyMEHTOB, (OPMHUpPOBaHMIO HX B Jeiia, IOArOTOBKE
JOKYMEHTOB K Tepe/iade Ha apXMBHOE XPaHCHHE;

- NpeiCTaBIATh B YCTAQHOBJIEHHOM IOPSJKE 3asBKH Ha oOecledeHue
apxuBa HEOOXOIUMBIM O00OpyIOBaHHEM M MaTepuanaMmy, HPOBEJCHHE
PEMOHTHBIX paboT ¥ T.II.;

- y4acTBOBaTh B OPraHMW3yeMBIX YydpexaeHusmu DereparbHOTO
APXMBHOTO areHTCTBa POCCHH MEPOIPHATHIX MO IOBBIIIEHHUIO KBAIM(HUKALNA
pa0OTHHKOB BEJOMCTBEHHBIX apXWBOB M JIEJIONPOU3BONCTBEHHBIX cIIy %0,
YUPEXICHUH U IIpeANPUATHH.

5. OTBETCTBEHHOCTD 3ABEAYIOIIEI'O APXUBOM

5.1. JJoMKHOCTHOE JIUIIO0, KOTOPOMY IIOPYyY€HO 3aBEOBaHHE apXUBOM,
HECeT OTBETCTBEHHOCThL 3a COCTOSHUWE paboTBl apXuBa M BBIIOJIHEHUE
BO3JI0KEHHEIX Ha HETO 3a71a4 U (yHKIUH.




