AJIMUHUCTPALIAS
MYHHLMIIAIBHOrO paioHa
beszeHuyKckuit
Camapckoii obnactu

PACHOPAXKEHUE
ot 3.04- 24758 Ne 6

rnrr. beseHuyk

r 1

OO yTBepIK/IeHUH JOHKHOCTHBIX HHCTPYKIUH
COTPYJHMKOB apXUBHOIO OT/iesa AJIMMHUACTPALIH
MYHUUHUIIAJILHOIO paiioHa be3eHuyKCKHi
Camapckoit obnactu

PykoBoactysice @enepanbibiM 3akoHOM 0T 06.10.2003 r. Nel31-d3 «O6
o0IIMX TPUHUMIIAX OpraHu3aluy MECTHOrO caMoyrnpasiieHuss B Poccuiickoi
denepaunn», Ilomoxkenuem 00  apXuBHOM  oTjene  AJMUHHUCTPALUU
MyHULIMIIANILHOTO paiioHa besenuykckuit Camapekoii obmacTu:

1. YTBepAnTH JOJKHOCTHBIE MHCTPYKIIMU COTPYAHUKOB apXHMBHOIO OTAeNa
AJMUHHUCTPALMKA MYHHLIMINANLHOro paiona besenuykckuii Camapckoit obmactu
(cornacuo npuitokenusim Ne 1, 2).

2. Ilpusnare yTpaTuBIUMM CHIIy paclnopsbkeHue AIMHHHUCTPALHHU
MyHHMLHIAIBHOro paiona besenuykckuii Camapcekoif obnactu Ne 14 or 17 sHBaps
2020 roma «O6 yTBepXKOEGHHM JOJUKHOCTHBIX WHCTPYKUHH COTPYAHHKOB
ApXMBHOIO OTAeNa AJMHHHCTpALMM MYHHMLHMIAILHOrO paiioHa be3eHuyyKcKuid
Camapckoit obnacTu».

3.  KoHTpoisib 3a HCIOJHEHUEM HACTOSIIEr0 PACHOPSIKEHHUS BO3TOXKHTh
Ha pYKOBOJMTEINs anmapara [JiaBbl MyHHLIMIIAILHOrO pailoHa beseHdyKcKuii

['naBa paiiona / B.B. Anuxun

JLA. IlITansko
8(84676)23187

Camapckoii obnactu Yerseprosy JI.B.
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I Ipunoxxenue Nel
K pacrnopsKeHUo A IMUHUCTPALUA
MYHMIUIIAJIBHOIO palioHa
Bezenuykckuit
Camapckoii obnactu

or 03.04. 2023 1. Ne Z£

JOJOKHOCTHAS UHCTPYKL U
HaYaJlbHUKa apXUBHOTO OT/e/ia A IMUHUCTPALIMA MYHHULMIAIBHOIO paiioHa
besenuykckuit Camapcekoit obnactu

1. OBIIUE INOJIOKEHU ST

HauanbHuk apxuBHOro otjena AJMHUHUCTpPALMM MYHUUHMIIAIBHOTO paifoHa
besenuykckuit Camapckoil 00JacTH OTHOCHTCS K KATETOPHUM CIYXKAllKMX, He
OTHOCSILIASACS K JOKHOCTH MYHHULMNATBHOH CITyKOBI.

HavanbHUK apXUMBHOTO OT/Ie/1a Ha3HAYaeTCcs i 0OCBOOOKIACTCS OT JOIKHOCTH
I'maBoii MyHuuMnanbHoro paiiona besenuykckuii Camapckoii o0iiactH B
COOTBETCTBHM ¢  TpeDOBaHHMSIMH  JEHCTBYIOILEr0  3aKOHOIATENIbCTBA 10
COIIACOBAHMIO ¢ YIpaBJIeHUEM IrocyJapCTBEHHON apXUBHOM ciiyx0b1 Camapckoit
obnacTu.

Bricmiee npodeccuonansHoe obpa3oBaHHE M0 HAMPABIEHUIO MOATOTOBKH
(cenuansHOCTH)  «MCTOpPHKO-apXHBOBEICHHEY, «/lokymMeHTOBeieHHEe U
JIOKyMEHTaluoHHoe — obecrieuenne  ympaBneHus», «JloKymeHTOBeneHHEe U
apxuBoseneHuey, «Meropus n crax paboThl 110 HarPaBIEHUIO TTPOGECCHOHATLHOT
JeATENbHOCTH TPH KBaNM(UKALMK (CTENEeHH) KMATHCTP» M «CHELUAUCT) - He
MeHee 2 jiet, npyu KBanuQuxanuu (crenenu) «bakanasp» - He MeHee 3 JeT Jubo
BBICILIEE TIpO(heccHoHanbHoe 00pa3oBaHue, JO0NOJIHHTENBHOE NPO(ECCHOHATIBHOR
obpasoBaHue 10 HANpaBleHuIo MOAroToBKM (crenuanbHoctu) «McToprko-
apxuBoBefieHHe», «JloKymeHTOBeneHHe M JIOKYMEHTALMOHHOEe obecrneueHue
ynpasieHus», «/lokymenroBesienne u apxuBoBeneHue», «Mcropus» M crax
pabOThI MO HAINPAB/IEHHIO TTPO(ECCHOHANBHON €SI TENBHOCTH TPH KBATH(UKALHHA
(CTeNEHN) «MArkcTp» M «CHELUATMCT» - HE MeHee 3 JieT, Npu KBantu(puKaluuu
(crernenn) «bakanaBpy - He MeHee 4 Jier.

HavanbHuk apxuBHOTO OT/IeN1a JOIDKEH 3HATE: 3aKOHBI M MHBIE HOPMATHBHbIE
npasoBble akThl Poceniickoit Pejiepatiu, periiaMeHTHPYIOLIHE OTHOIIEHUS B chepe
ApPXHBHOTO JIeJla; HOPMATHBHBIE M METOAMYECKHE JOKYMEHTBI, KaCaloLIHecs
JIeATEIbHOCTH apXMBa; COCTAB M COAEPIKAHNE KOMILIEKCA JJOKYMEHTOB, XPaHIHXCS
B apXHMBE; HOPMATHUBBI YCJIOBUH M PpEXMMOB XpAHEHHs [IOKYMEHTOB; BHIEI
CIIPaBOYHO-TIOMCKOBBIX CPEJCTB apXHBa; OCHOBEI TPYJOBOI0 3aKOHOAATEIBCTBA,
OCHOBBI OpraHM3alldd TpyJa H YIPaBJICHHUS; MOPSA0K COCTABIECHHS IUIAHOBO-
OTYETHOH JOKYMEHTALMH, OTEYEeCTBEHHbIH M 3apyOekHbIfi omelT B ob6jacT
apXUBOBEACHUS U JIOKYMEHTOBE/IEHHS; OCHOBBI JIOKYMEHTALMOHHOTO 00ecneyenus



yIpaBIIeHHs; OCHOBBI IPUMEHEHHS KOMITBIOTEPHOH TeXHUKH; IIPAaBUIIa BHYTPEHHETO
TPYI0BOTO PACIOPSIKa; IPABUIIA [0 OXPaHe TPY/a U MOKAPHOM Oe30MacHOCTH,

HauanpHMK ~ QpXHBHOTO  OTAena  JIOJDKEH — HMMEThb  CIEJIYIOIIHe
npodeccHoHaNbHble HABLIKH: OPTaHW3alMH H 0OeCcreyeHys BBINOJHEHHS 3a/ad,
KBaIH(UIIPOBAHHOIO UIAHUPOBAHMS PabOThI, HOPMOTBOPYECKOH EATEIBHOCTH,
nyOJMYHOrO0 BBICTYIUICHHS, aHaNM3a M IPOrHO3MPOBAHMS, IPAMOTHOIO ydyera
MHEHHUSI KOJUIer, OpraHusaiu paboTsl 1Mo 3¢ QeKTHBHOMY B3aMMOAEHCTBHIO C
rocyaapCTBE€HHbIMH oprafmamMu 151 OpranamMmu MECTHOTO CaMOYIIpaBJIEHH A,
5((eKTHBHOrO TIAHHPOBAHUA paboyero BpeMeHM, BialleHHs KOMIIBIOTEPHOH u
IPYrod OprTeXHUKOM, BIAZEHUS HEOOXOAMMBIM IPOrpPaMMHBIM OOecredeHHEM,
CUCTEMATHYeCKOro  IOBbllleHuss  cBoedl  kBanupukauuu, 3ddexTuBHOro
COTPYIHHYECTBA C KOJUICraMu, cucTeMaThzauuu uHopMauun, paboTel co
ClyxeOHBIMU JIOKYMEHTAMH, aJlanTaldid K HOBOHM CHUTyallMd W NPHHSTHS HOBBIX
MOAXONOB B PpeLIeHMH IIOCTABJIEHHBIX 3a/a4, KBaMU(DUIUPOBAaHHON paboTEl ¢
JIOJIBMH TI0 HEJOMYLIEHUIO IHYHOCTHBIX KOHMIUKTOB.

HavyanpHHK  apXMBHOrO  OT/eNia  HEMOCPEJCTBEHHO  IO[4YHHIETCH
JIOJDKHOCTHOMY JIMLY, B TOAYMHEHUH KOTOPOro HaXOAWTCs AapXHBHBIM OTAEIH
AJZMHHUCTpaLMU MyHHLMIAIbHOro paiioHa besenuykcxuit Camapcekoii obmacTy.

B nmepros BpeMEHHOro OTCYTCTBHSI HAUaJILHUKA apXUBHOTO OTAeNa (OTIYCK,
OonesHb, KOMaHJMPOBKA) €ro 00f3aHHOCTH MCIOJIHSET CIEIHANUCT ApXUBHOIO
oTzena.

HauansuuKy apxMBHOTO OT/ie/1a HEeNOCPEACTBEHHO MOAYHHSETCS CIIELHATHCT
apXHUBHOTO OT/EIIA.

B cBoeil JiearenbHOCTH HadalbHUK apXUBHOTO OTJETa PYKOBOJCTBYETCH
JEHCTBYIOIMM 3aKoHoAaTenscTBOM P®, Camapckoit 061acTd, HOPMaTHBHO-
MPaBOBBIMH aKTAMH OPraHoOB MECTHOI'O CaMOYIIPaBIECHHS My HULIUITAIBHOTO paiioHa
besenuykckuit Camapcekoii o6nacTtu.

2. JOJIZKHOCTHBIE OBSI3AHHOCTH

HauanbsHuk apXuBHOrO oTAENA:

2.1 PyxoBomur  pabortoii  apxMBHOrO  oTAena  AJMHHHCTpALUH
MYHHUIMIIATBHOTO paiona besenuykckuit Camapckoit oOnacTu.

2.2 PaspabatbiBaeT miaHbl paboThl apXuBa.

2.3 PyKOBOIMT TNOJArOTOBKOH IIPOEKTOB HOPMATHBHBIX JIOKYMEHTOB,
perjaMeHTHPYIOLUUX AesITeIbHOCTh apX1Ba.

2.4 Opranusyer pa3paboTky METOAMYECKHX HIOKYMEHTOB C LEJbIO
COBEPLLICHCTBOBAHMUS PabOTHI apXHBa, KOHTPOIUPYET UX BHEAPEHHE B MPAKTHUKY.

2.5 Beger oCHOBHbIE yUeTHbIE JOKYMEHTHI apXUBa.

2.6 Opranusyer U KOOPAMHUPYET paboTy Mo 0OeCreYeHnIo COXPAHHOCTH
JIOKYMEHTOB apXHBa U UX pallMOHAIILHOMY pa3sMeLIEHHIO.

2.7 OcyluecTBIsIeT KOHTPONb COOTIOACHHS HOPMATHBHBIX YCIOBHI H
PEXKUMOB XpaHEHUS JIOKYMEHTOB.

2.8 Tlposoaut paboTy no nposepke HAIHYHA H (PU3MYECKOTO COCTOSHHS
JIOKYMEHTOB, OTOOpY MX [/ PECTaBPaLMH, Je3WH(EKUUH, Je3MHCEKIHH,



CTpaxOBOrO KOTNMPOBAHHS W NMeperUleTHBIX paboT, KOHTPONHPYET KauecTBO HX
IIPOBEJICHMS.

2.9 OcywecTBaseT y4eT H PpO3BICK HeoOHapyXKEHHBIX JeNl apXuBa,
BHIABIICHUE H Y4ET 0c000 LIEHHBIX JOKYMEHTOB.

2.10 CocTaBnseT CINCKH IOPHAWYECKUX W (U3MUECKUX JIHI], SBIAIOIAXCS
HCTOYHHKAMHM KOMILIEKTOBAHHMA apXUBa.

2.11 OkasbiBaeT MeTOAMYECKYl0 W  NPAKTHYECKYH0  NOMOUIL B
IOeNONPOH3BOJCTBE CTPYKTYPHBIM ToApasfeeH M AJMMHUCTpaUMHU
MyHHUMNansHOro paiioHa bezeHuykckuii Camapckoii o6nacTH, opraHM3alsaM —
HCTOUHMKAM KOMIIIEKTOBaHHS apXuBa.

2.12 IIpoBOIMT npUeM JOKYMEHTOB Ha INIOCTOSIHHOE XpaHeHHUe.

2.13 OpranusyeT paboTy 3KCNEPTHOH KOMHCCHH.

2.14 Opranusyet ot6op U Nepefady KOKYMEHTOB Ha MIOCTOSHHOE XpaHEeHMe.

2.15 Bezer yuyer OOKyMEHTOB, BPEMEHHO XPaHAILUMXCSI B OPraHH3alusx —
MCTOYMHUKAX KOMIUIEKTOBAHWS apXHBA.

2.16 OpraHu3yeT ¥ IPOBOAUT pabOTy N0 HAYYHOMY OMHCAHHUIO JJOKYMEHTOB
apXHBa, YCOBEPIUEHCTBOBAHHIO U MMepepaboTKe ONMHCeH, CO3NAHWIO W BEACHUIO
KATAIOroB U 6a3 NaHHBIX.

2.17 OcymectBnseT TeMaTHYeCKyl0 pa3paboTKy JOKYMEHTOB (OHIOB
apXuBa.

2.18 OpraHuzyeTr M OCYLUECTBASET HOACOTOBKY  CHPaBOYHO-
HHQOPMAaLHOHHBIX H3JJaHMH O cocTaBe H COAEPXKAaHUM JOKYMEHTOB APXHEA.

2.19 CrnocoberByer BHEApeHHIO B paloTy apXdBa aBTOMATH3HPOBAHHEIX
ApPXHUBHBIX TEXHOJIOIHH.

2.20 OcymecrBiser aHanu3, y4eT COCTOSHHA H  3(EKTHBHOCTD
UCTIONb30BAHUA CIIPABOYHO-TIOUCKOBBIX CPEICTB apXUBa.

2.21 O6ecneunBaer gocTyn noTpebuteneit NOKyMeHTHONH WHQOPMALHMH K
CIIPaBOYHO-IICUCKOBEIM CPEACTBAM apXyBa.

2.22 O6ecne4ynBaeT UCHONB30BaHHE JOKYMEHTOB apXHBa, B TOM YHCIE
MCTIONHAET MMOCTYIAIONIHE B APXUB 3alIPOCH! Pa3iIMYHOIO XapaKTepa.

2.23 Opranusyer BHICTaBKH JOKYMEHTOB,

2.24 ToroBuT Marepmanbl J[Id COCTaBJICHMA COOPHHKOB JOKYMEHTOB,
HCNONIb30BAHUA HX B INEPHOJMYECKMX H3JAHHAX M CPeldCcTBaX MacCOBOH
WHOOPMAaIHH.

2.25 Opranusyer paboTy YHTaNLHOTO 3418 apXHBa.

2.26 BzauMOIEHCTBYET ¢ My3€AMY MyHHLIUTIAIBHOTO PalioHa B [IPOBENCHHH
MH(OPMALMOHHBIX MEPONPHATUH KpaeBea4eCKOro XapakTepa.

2.27 CnocofcTByeT BHE[pEHHIO B NPAKTHKy paGoTH COBpPEMEHHBIX
Hay4YHBIX U METOJUYECKHX paspaboTok.

3. IIPABA

HauansHEK apXMBHOTO OT/€Na UMEET MpaBo:
- B YCTaHOBJIEHHOM IOPSAKE TMOIYy4aTh OT CTPYKTYPHBIX IIOApasieleHuUil
AIMHHUCTpallMy MyHHLMIANnbHOro padoHa besenuykckuit Camapckoit obnacti u



TIONBEIOMCTBEHHEIX OPraHM3aldii HeoOXOOMMBlE NSl OCYIIECTBIAGHHSA CBOEH
JeATENBHOCTH CIIpaBKM, pacyeThl M HWHBIC JOKYMEHTBl U CBEGICHHSA, a TaKKe
3HAKOMHTBCA C  COOTBETCTBYIOIMMHM  JOKyMEHTaMH M  MaTepuanamu,
HaXOJAUIMMUCS B UX MOJIb30BaHKU U HA XPAHCHUH;

- xoaaraicTBoBaTh [7aBe MyHHUHUINANBHOTO paiioHa beseHsykckuit
Camapckoil obnacTi 0 co3JaHHH HOPMaJIBHEIX YCIOBHI Afs obecrneueHus CBOEro
paboyero Mecta H 3(¢QexkTHUBHOro BBIMONHEHHUA CBOHX JO/DKHOCTHBIX
obs3aHHOCTEI;

- Ha MpOJBIKEHHEe No ciyxbe, YBeNHYeHHE NEHEXKHOTO CONEpKaHus ¢
YUYETOM PEe3yJIbTATOB U CTaxa ero paboTel, ypOBHS KBaTH(pHKaLNH;

- 3HAKOMUTBCA C AOKYMEHTaMH, YCT2HaBIWBAIOLNMH €ro mnpasa 4
0BA3aHHOCTH MO 3aMelaeMON JOIDKHOCTH, KPHTCPHSAMH OLIEHKH KauecTBa
MCIIONHEHHA JOMKHOCTHBIX 00S3aHHOCTeH H YCNOBHAMH NPOABHKEHUA 1O CITYXkKOE;

- Ha MePenoAroToBKy (nepekBaau(pHUKaLUIO) H MOBHILCHHE KBAUTH(DHUKAIINH,
¥ IpYTHE TpaBa B COOTBETCTBUY C ACHCTBYIOINM 3aKOHOAATENLCTBOM;

- onnaty TpyAa U Jpyrue BBIUIATEI B COOTBETCTBMHM C TPYAOBBIM
3aKOHOJATENECTBOM M TPYAOBEIM JOTOBOPOM (KOHTPAKTOM);

- 3HAKOMUTECSI CO BCEMH MaTepHalaMH CBOEr0 JHYHOrO Jena, ¢
OT3bIBaMH O npodeccHoHaNbHON JEeATeNbHOCTH M APYTHMH JOKYMEHTaMH 0
BHECEHHS MX B ero JIMYHOE JEN0, a TakkKe Ha NpHoOlleHre K TUYHOMY AEeNy €ro
NHCBEMEHHBIX O0BICHEHHI,;

- Ha 3allUTY CBOUX MEPCOHAIBHBIX JAHHEIX;

- Ha TOMY4YEHHE OT YUYPEKACHUH -~ HCTOYHHMKOB KOMILIEKTOBRHHA,
He3aBUCHMO OT BETOMCTBEHHOH NOAYUHEHHOCTH, HeobxonuMsIe cBeieHus o paboTe
W COCTOSHHH BE[OMCTBEHHBIX AapXHBOB M OpraHHM3allid JOKyMEHTOB B
AENONPOH3BOICTEE;

- Yy4acTBOBaTb B COBELIaHUSX, CEMHHAapaxX, MNPOBEpKaX H APYIUX
MEPOTIPHATHAX, TPOBOAMMBEIX AJMWHACTpauMed MYHUIMIIANBHOTO palioHa
beseHuykckuit Camapckoil obnactv, €€ CTPYKTYpHBIMU IOApasAeleHUAMH, TI0
BONPOCAM  BENOMCTBCHHBIX apXMBOB M  OpTaHH3allUd  AOKYMEHTOB B
JAENONpPOM3BOACTEE; YYacTHe B pa3paboTKE 3KCNEPTHHIX KOMHCCHH ydpexaeHui,
opraHu3auyi ¥ NpeanpusTH;

- YYacTBOBATh B COCTaBe JIMKBHIALMOHHBIX KOMHCCHU YUpeXACHHA,
OpraHU3alNY M NPEeNpUATHS JJIs PellleHHs BONPOCOB COXPAHHOCTH AOKYMEHTOB
Apxusnoro gonga CaMapckoii obnacru;

- BHOCHMTE Ha PACCMOTpeHMEe ATMUHUCTPALMH MyHHIIMIIZNEHOTO paiioHa
NPEIVIOKEHUA 110 Pa3sBUTHIO apXWBHOTO JieNa, YIYYIIEHHI0 obecneveHus
COXPAHHOCTH, KOMIUIEKTOBAHHS M HCIONB30BAHMA AOKYMEHTOB, XpaHALUHMXCH B
apX{ABHOM OTAEINC; COBEPLIEHCTBOBAHMIO DPAbOTEI BEAOMCTBEHHBIX APXHUBOB M
OpraHu3alli¥ HOKYMEHTOB B JENONPOU3BOACTBE YUPENACHMII, OopraHuszaiuii u
NPEATIPUATHIA, Y4ACTBOBATE B IIOANOTOBKE M PACCMOTPEHUH BOIPOCOB APXHBHOIO
ZeJa U AeJIONPOU3BOACTBa;

- CTaBUTh BONPOCH IIepell OpraHaMH TIoCyJapCTBEHHOH BiacTH,
MECTHOTO CaMOYMpPAaBIeHus M NPAaBOOXPAHUTENLHBIMH OPraHaMH O INpUBIEYEeHHUU
PYKOBOZHTENECH, JpYrHX JOMKHOCTHBIX JIML YYpeXAeHHM, OpraHM3aLuii H



IpeAlpUATHI HEe3aBUCUMO OT MX BEJOMCTBEHHOW MOAUYMHEHHOCTH WU hopmer
COOCTBEHHOCTH K OTBETCTBEHHOCTH 34 HapyLIEHHE 3aKOHONATEeNlbCTBA 00
ApxusHoM zeie B Camapckoii obnactu.

4. OTBETCTBEHHOCTH

HavanbHuk apXMBHOrO OTZHeNa HECeT YCTaHOBIEHHYIO IelCTBYIOIMM
3aKOHO/IaTeJICTBOM OTBETCTBEHHOCTh 3a HEMCIIOJHEHHWE WIIM HeHajiexaliee
WCIIOJITHEHHWE  BO3JIOKEHHBIX HAa HEro JOJUKHOCTHBIX — oOs3aHHOCTeH, 3a
MpaBOHAPYLIEHHUsI, COBEPLICHHBIE B IIPOIIECCE CBOEH JIeATENIbHOCTH, 3a PHYHHEHHE
MaTepHaJbHOro ymiepba, a Takke 3a HECOOJIONCHHE [paBHJl BHYTPEHHEro
TPYIOBOTO pacropsiaka.

CornacosaHo:

PyxoBonaurens anmnapata

[ aBBI MyHULIMIIATIBHOTO paiioHa

besenuykckuit Camapckoit obnactu Vs

03. 0 A 2023r. q\ JI.B. Yerseproaa

Benyuwii cnenuanuct A IMUHUCTPATHBHO-TIPABOBOIO
oraena AIMHHUCTPAIMK MYHHUIMIAILHOTO paiioHa
besenuykckuii Camapckoii obnactu

03, OA- 2023r. //.{/""f‘f"/‘//(ﬁé/ JI.A. TutoBa

O3HaKoOMIIEH:

(naTa u nojanuck paboTHHKA)



MHITELIEYE ‘UWBIHOWANOY HINITHQNKALD 09 19100ed ‘nrrewdo)Hu HMITREHLBNALOHD
‘UWNRIOUIOY O BELOSRMHIAdLOD  oloHgMLNO(DE  ‘mumeNHdHIrREN KO0
KUHIMMIIEO0I  OJOMOOhMIBWOLOMD ‘WOMHORAIOQ0 WidHWWedIod WITWHIIOXQO9H
EuHOwRId  ‘UOMMHXALIdo HoJAdY u  woHdorolUWON  KMHOWRLE ‘WUHOWAdE
olehoged kuHegOdMHRII OJOHEULMO((E “IOUIrOM KHHOHW BLOhA OJOHLOWRI
‘suHRgOdNeOHIOd M eemireHe ‘191oged kuHegodMHRIT  OJoHHREOdMIMUIREN
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erugedu ‘exrgdonoed oJogorAdi oronHadLAHg virkgedl UMMHXL HOHADLOITLINON
BUHOHOWHAI  1980H00  ‘kuHOUgRdUA  EMHOROUODIQO  OJOHHOMITBLHIWAMNOY
I9E0HO0  BMHOTOHOIHOWAMOY M  EHHOYedoguxde  HMIOBIIQO € 11910
HISHXI0AdRE ¥ MITHHIE1I9hALO (MUIBLHOWANOY HOHLORLO-OHOHRIL KHHAIERIO0D
yorgdon ‘suHorgedud u erAdi wmnesuHeldo 19E0HO0  ‘RELOYIALBITOHONBE
oJogorAdi 19gono0 ‘eamxde a1owado X19g0MNOHOL-OHROgRAID 197HE ‘HOLHOWANOY
suHoHRdX gommod U pugoroA maurewdon ‘oguxde g soXUIMBHRAX ‘GOLHINANOY
BONOIMLINOM  oMHEM 20D M €81000 ‘eauxde HMIOOHIIALEJY  KOQMITIORIR)
‘I9LHONANOY SUMOIRUIOLOW U S19HEULEWdOH ‘erralr otoHguxde adad)o g KUHIMIOHLO
oumoiAduinonweriad ‘uunedowady HOMOHMOOO] I91ME omggogedn oMHEHLBNAOH
OI9HM M ITHONBE :9IBHE HOXIOY BIAWLO OJOHEMXAE LOMIBHIIOND UUMIATIE
‘1[9100ed
Axero ¥ uuHed0Qddl uHOUgKITadU €oq ‘BHHANgRdIAOWED OJOHLOSW goHEIdO
yuHarareedron XIHAAINAdLO MLOOHYIALERY EMHOIgRdUBH 1O HMLIOOWHOUERE
g ounedosedgo  ooHdreHOMOOd(odu  oomolE  MuM  OJOHIIrEHOMOd(odI
OJOHIad0 DKHH OH OMHEBHOERdQO GIOWH HONIOU LOMIBHIIOND HHINMATOE
"HILOBIIQO HOoNOdeWE)) HMMOMARHOE0] BHOMEd OJOHIIBLUHITMHAN HOLRI | HLOOHIIOY
L0 KOLOBINKOQOEJ0 U KOLIBhBHERH BIFATLO 0JOHAMXdR LOMIFRHUTISND HHITIATSg
"MULOBIQ0 HoNddewe)) UHNONARHAEA] eHONR
OJOHIIBUUIMHAN HMUITBdLOMHUWNTY HIOOHIIALEDY QMHOKILIAQ0 0MIOhHHXAL
XHITIOIKIFELOAMADO  “OJMBXALD OJOHIUBIMITHHAW HLOOHMIOY M KOKBRIIEOOHLO
OH ‘XMIMIBXAID MLOOHXIOY M EJLMOOHLO LOULIBHUIIILD UHUIMAYE 9LO0OHXIO]]
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ULOBIrgo Hododewe)) UMMONAhHAES] BHOWER
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BUIMAJLOHU BVHLOOHXIOX

95 WHIEWT Hosj L0
ULOBIrQO yododenwe)
HIIOMARHIEQ]
eHOWERd OJOHIIBUMITHHAN
nunedLonHUWIT Yy otmHaxsdooed X

7 N uHXKOIUd] |



K HOBOH CUTYalIMH ¥ NPUHATHA HOBBIX [TOJIXCAOB B PellleHHH NOCTAB/IEHHBIX 33134,
KBAIM(UUMPOBaHHOH paloTel ¢ JHOABMH 10 HEJONYIUEHUIO JHYHOCTHEIX
KOH(MIMKTOB,

B cBoell [medATeNnbHOCTM BenyIUWH CHELHANUCT apXHBHOIO OTHENA
PYKOBOICTBYETCS HNeHCTBYIOIMM 3aKoHojaTenbcTBoM P®, Camapckoii oGmacti
HOPMAaTUBHO-IIPABOBEIMH ~ 4KTAMH  OPraHOB ~ MECTHOIO  CaMOYHPaBJICHHA
MyHHMUMNANsHOTO pailiona bezenuykckuit Camapckoit obnacrh.

Beaymwii coemyamdcT apXMBHOIO OTHENa TOAYMHAETCS HAYalbHHKY
apXMBHOI'O OTAeNa AJMHHACTpAalM¥ MyHHLUTATBHOIO paiioHa Besenuyxckwuii
Camapckoii obnacTH.

2. JOTXKHOCTHBIE OBSI3AHHOCTH

Benymuii criequanict apXMBHOTO OTeNa:

2.1 YyacTByeT B NOATOTOBKE IMpeANOKeHUH K IPOEKTaM ILIAHOB paboThi
CTPYKTYpPHOTO OAPAa3IeNiCHKA apXUBa, B HX peald3al(iu.

2.2 CocraBaseT oTYETH O NPOJieNaHHO padoTe.

2.3 KoHcynbTUpyeT IO BOMPOCaM, BXOAALINM B €r0 KOMIIETEHIHUIO.

2.4 YyactByeT B paboTe N0 NpoBepKe HANHYHA M (PUIUUECKOTO COCTOAHNAA
JOKYMEHTOB, o0TOOpYy MX [If pecTaBpauid, Jde3UH(EKUMH, NOE3HHCEKIHH,
IEpEIUTIETHRIX paboT, a TaKXKe JOKYMEHTOB C YIACAFQIUUMH TEKCTAMU AM1A CO3AaHUS
cTpaxoBoro GoHaa.

2.5 VYvyacTByeT B y4eTe U po3bicke HEOOHAPYKEHHBIX Ael.

2.6  Y4acCTBYET B BEJISHHH OCHOBHBIX YUETHBIX JOKYMEHTOB apXHBa.

2.7 Bener BCIOMOraTeNbHbIE YYETHBIE AOKYMEHTHI apXHBa.

2.8 Bommonuder paGoTsI MO KOHTPONK COOMIOASHHS HOPMATHBHBIX
YCIIOBHI U PEXUMOB XpaHEHHS AOKYMEHTOB.

2.9 VY4acTByeT B COCTaBIEHHH CIUCKOB OpPraHW3aLMil H QU3UYECKHX JIMLI,
ABJIAIOIIUXCS] HCTOYHUKAMH KOMIUIEKTOBaHHS ApXHBA.

2.10 Vyacteyer B paboTax mo NpHeMy AOKYMEHTOB Ha HOCTOSHHOE W
BpEeMEHHOE XpaHeHUe.

2.11 Oxa3biBaeT METORMUYECKYIO ¥ NPAKTHYECKYIO [OMOLLb CIICHHAIHCTAM
apxMBOoB M  ChOyx0  ZelonpoM3BOACTBA  OpraHM3aldifi —  HCTOYHMKOB
KOMILUTEKTOBaHHS.

2.12 VYwactByer B BeJleHHH IOCYJapCTBEHHOTO Y4eTa JOKYMEHTOB IpO(HILT
apX¥Ba, BPEMEHHO XPaHAIIUXCS B OPraHU3aLUIX — UCTOYHMKAX KOMIUIEKTOBAHUA,
B Tiepeaye NOKYMEHTOB HA MOCTOAHHOE XpaHeHHue, B paboTe M0 MaclopTH3AMH
apXHMBOB OPraHU3alHi — UCTOMHUKOB KOMILIEKTOBAHUS.

2.13 Bemer pafoTy 10 YNOpPAHOYEHMIO JOKYMEHTOB OpraHW3alui H
OKa3aHMIO UM IPYTHX YCIIYT.

2,14 YwuactByer: B paboTe IO HAYYHOMY OITMCAHHMIO NOKYMEHTOB apXHBa,
YCOBepHICHCTBOBAHUIO ¥ NepepaboTKe onucel; B paboTe MO CO3TaHMIO U BENCHHUIO
KaTanoroB ¥ $a3s AaHHbIX MO JOKYMEHTaM apXhBa, B TEMAaTH4eCKOM paspaGoTie
¢oHIOB, IOArOTOBKE CHPaBOUHO-MHPOPMALUMOHHEIX H3NAHMH O cocTaBe H
CONepXXKaHWM JOKYMEHTOB apXupa, BO BHEJpeHMM B paboTy apxusa



ABTOMATH3HPOBAHHBIX APXUBHBIX TEXHONOTHH, B paboTe 1O aHANM3y M y4ery
COCTOSIHMSL CIIPABOYHO-TIOMCKOBBIX CPEJCTB apXWBa; B OPraHH3allMK BRICTABOK
NOKYMEHTOB, IIOATOTOBKE MATepHaloB A NEPUOAMYECKUX H3JaHMA U CPEACTB
MaccoBo#t UH(OpMaLKH.

2.15 ToToBUT B INENAX HHULHMATHBHOTO WH(POPMHUPOBaHMA NHCbMa 06
HMEIONHXCA B apXyBe JOKYMEHTaX II0 onpeleleHHON TeMaTHKe.

2.16 VIcnoNHsAET MOCTYMAKILME B ApXUB 3aMPOCH] Pa3IHYHOrO XapaKTepa.

2.17 OfecneuuBaer 0OCTy)KHBaHHE MONB30BATENEH B YWUTANBHOM 3aie
apXHBa, OCYILECTBIAET KOMUPORAHUE AOKYMEHTOB I10 UX 3aIIpocaM.

2.18 VYwuactByer B ofecmeueHHH paboThl 53KCIEPTHOH, METOAUYECKOH
(3KCIEepTHO-TIPOBEPOYHOM, 3KCHEPTHO-METOOUYECKOH) KOMHCCHH, KOHTpONe
BBIIOJIHEHUA UX peHICHUH.

3. 1IPABA

Benyuuii cnenuanuct apxuBHOTO OT/eNa UMeeT NpaBo:

- XOJATalCTBOBAaTh HAYAJILHHUKY apXWBHOTO OTAENa O CO3[aHUH
HOPMAJIBHBIX YCIOBHUH A7 obecrieuenus csoero pabouero Mecra U 3¢ QexTuBROro
BBITIOJIHEHHS CBOMX JOJKHOCTHBIX O0A3aHHOCTEN;

- Ha MPOABIXEHHE N0 CIyXx0e, yBeluyeHHe AEHEKHOTO COMCPIKAHUS C
YUYETOM Pe3yJIBTATOB U CTaxa ero paboThl, YPOBHA KBanuhHKaluy;

- 3HAKOMHUTBCA C JOKYMEHTaMM, YCTAHaBIUBAIOIUMH €ro TNpaBa U
00A3aHHOCTH MO 3aMEINAcMOH JOMKHOCTH, KPUTEPUSAMH OIEHKH KayecTBa
VCIIONIHEHNS ACDKHOCTHBIX 00A3aHHOCTEH H YCIIOBUAMM IPOABIIKEHHS I10 CITykGe;

- HAa  TepernoArortoBky  (nepekBanu¢uKaupio) W NOBBINICHUE
KBaTHHUKALIUH;

- omaTy TpyHda M JApYr#e BBIIUIATEL B COOTBEICTBMH C TPYHOBBIM
32KOHOAATENBCTBOM;

- 3HAKOMHTBECA CO BCEMH MaTepHallaMH CBOEr0 JHYHOTO JEna, ¢
OT3BIBAMH O MpOo(eCCHOHANBHOR RESTENBHOCTH W APYTHMH NOKYMEHTAMH IO
BHECCHMs MX B €ro JMYHOE JENO, & TAloke Ha NPHOOIIEHHE K JIHYHOMY ANy ero
NHUCEMEHHEBIX OOBICHEHHIH;

- Ha 3aLUTY CBOUX MEPCOHANIBHBIX JAHHBIX;

- NONy4aTb OT YUPEXKACHHH — HMCTOYHUKOB KOMILIEKTOBAHHS,
HE3aBHCHMO OT BEROMCTBEHHON MOAYHHEHHOCTH, HeOOXOAHMEIE CBefieHH 0 paboTe
H COCTOAHHH BEJOMCTBCHHBIX apXMBOB M OpPraHM3alldd JOKyMEHTOB B
JENOTIPON3BOCTBE;

- MPUHMMATD yYacTHEe B COBEIAHUAX, CEMHHAPAX, IPOBEPKAaX U NPyTHX
MEpONPHATHAX, NPOBOAMMBIX AJIMHHHMCTpalMe#i MYHUIMIIAIBHOTO —paitoHa
Besenuykckuit Camapckol o6nacTh, €€ CTPYKTYPHBIMH NOApa3feNCHHSMH, IO
BONIIpOCAM ~ BEAOMCTBEHHBIX  apXMBOB W OpPTraHM3aldM  AOKyMEHTOB B
ICIONIPpOM3BOACTBE;  Y4YacTBOBaTk B  paspaboTKe IKCMEPTHBIX  KOMMCCHIA
YUYpEXIEHHI, OpraHU3aLuil ¥ NpeanpHITHiA.



4, OTBETCTBEHHOCTDb

Benyuuii  crnendalMcT  apXMBHOIO — OT/IeNa HECeT  yCTaHOBIEHHYIO
JIEHCTBYIOILMM 3aKOHONATEJIbCTBOM OTBETCTBEHHOCTH 3a HEHCIIOJHEHHE HIIH
HeHa IIeKallee UCIoJIHeHHE BO3JIOXKEHHBIX Ha HEro JO/DKHOCTHBIX 00sI3aHHOCTEH,
a TakKe 3a HecoOI0IeHHE TPAaBHIl BHY TPEHHET 0 TPYJ0BOIO pacropsika.

CornacoBaHo:

PykoBoguTens anmnapara

['naBel MyHHULMITAIILHOIO paiioHa
besenuykckuit Camapckoii obnactu

03 . 0A- 2023r. JL.B. Yerseprosa

Benymmnii cnetuanyict AJAMHUHUCTPATHBHO-IIPABOBOTO
oTaena AJMHHACTPALUK MyHHIMNATEHOTO paiioHa
besenuykckuit Camapckoit odnactu

)

03. 04~ 2023r. / o JILA. Turosa

O3HaKOMIIEH:

(faTa ¥ moAmyUch paboTHHKA)



