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1 OoOmue moJIoKeHus

1.1 Apxus ®I'BOY BO «bI'TIY» (nanee - apxus BI'TIY) sBaseTcst caMoCTOSATENbHBIM
CTPYKTYpPHBIM MOJpa3JeieHueM, 00eCIeUYuBaIOLIUM COXPAaHHOCTb, Y4YeT, KOMIUIEKTOBAHUE, HC-
MOJIb30BAHKE, a TaK)XE€ CBOEBPEMEHHBIM OTOOp M MOATOTOBKY JOKYMEHTOB, 00pa3yIOUIMXCS B
npouecce aestenbHocTd BI'TIY u nMmeronmx ncropuueckoe, KyJIbTypHOE, HAYYHOE U MPaKTH4e-
CKO€ 3HaueHHue (HEe3aBHCHMO OT BPEMEHH MX CO3JaHMs, TEXHUKH U crioco0a BOCTIPOU3BEICHUS),
K Iepefadye Ha roCyIapCTBEHHOE XpaHeHue. J[aHHbIe JOKYMEHTHI SBIISIIOTCS TOKYMEHTaMHu Ap-
xuBHOTO Qonaa Poccuiickoit @enepanuu 1 HaXOIATCS B FOCYIAPCTBEHHON COOCTBEHHOCTH.

1.2 Apxus BI'TIY co3nman npukazom pexkropa Ne 101 ot 27 mekabps 1996 r. (n.7. «O6
YTBEPXKJICHUH yIpaBieH4Yeckor cTpyKTypbl BITIY »).

1.3 Apxus BI'TIY peopranuzyercs U JTUKBHAMPYETCS MPUKA30M PEKTOpa HA OCHOBAHUU
peuenus yuenoro cosera bI'TIY.

1.4 HemnocpenctBenHoe pykoBoactBo apxuBoMm BITIY ocymectBnsieTr apxuBapuyc, KO-
TOPBII HenocpeAcTBeHHO noauuHsercs pekropy BI'TIY. OprannzannoHHO-METOIUYECKOE PYKO-
BOJICTBO JesiTeNibHOCThIO apxuBa BI'TIY ocymectBisier ['ocyaapcTBeHHBINM apXxuB AMypCKOit 00-
JIACTH

1.5 ApxwuBapuyc Ha3HA4aeTCs Ha JIOJDKHOCTh M OCBOOOXKIAETCs OT 3aHUMAaeMOU JOJIK-
HOCTH npuka3zoM pexropa bI'TIY.

1.6 ApxuB BI'TIY umeer 3akperiieHHoe 3a HUM pykoBojcTBoM BI'TIY mmymectBo, mo-
MeIeHus, 000pyIOBaHHE M HECET OTBETCTBEHHOCTh 332 MX COXPAHHOCTb U A(PPEKTHUBHOE HC-
M0JIb30BaHUE.

1.7 B cBoeii pabote apxuB BI'TIY pykoBonctByercst 3akoHoM «O0 obpazoBanuu B Poc-
culickoil @enepaunun», ycraom BI'TIY, aeiicTBytomuM 3akoHogaTenbcTBoM Poccuiickoit @ene-
palury ¥ HOPMAaTUBHOW JOKYMEHTALMEN, paCIPOCTPAHAIOIIMMUCS HA NEATENbHOCTh apXUBa, JIO-
KaJIbHBIMA HOpMaTuBHBIMU akTamMu BI'TIY, cBsizaHHbIME C nesrenbHOCTBIO apxuBa BITIY, u
HAaCTOSIIIUM TI0JIOKEHUEM.

1.8 B cBoeii pabore apxuB BITIY pykoBoactByercs PenepaibHbIM 3aKOHOM OT
22.10.2004 Ne 125-®3 «O06 apxuBHoM Jnene B Poccuiickoit denepannny», UHBIMA HOPMaTUBHBI-
MU INIpaBOBbIMU akTamu Poccuiickoil denepanyy, HOpMaTUBHO-METOINYECKUMHU JTOKYMEHTAMU
['ocapxuBa 1 MUHHUCTEPCTBA KYJIBTYPHl U apXUBHOTO jesia AMypckoit obnactu, ycraBom BI'TIY,
JOKYMEHTaMU CUCTEMbI MEHEP)KMEHTA KayeCTBa, HacToAIMM [lonoxxenuem.

1.9 Apxwus BI'TTY nomkeH UMeTh TOKYMEHTAIHIO COTJIACHO HOMEHKJIATYpe JeJT apXHUBa.

2 CTpykKTypa M IITATHASI YUCJIEHHOCTH

2.1 B cocras apxuBa BI'TIY BXomuT apxuBapuyc, Kypbep.

2.2 CtpykTypa W 1TaTHas yucieHHocTs apxuBa BI'TIY ompenensiercs mTaTHBIM pacnu-
CaHUEM, YTBEPKIAEMBIM €XerogHo pekropom bBI'TIY.

2.3 OpranuzanuoHHas cTpykrypa apxusa BI'TIY npezcrasiena B npuiioxeHuu A.

3 3apaum u pyHKIHH

3.1 OCHOBHBIMHU 3a/1a4aMU SBIISIOTCS KOMIUIEKTOBaHUE, y4eT, 00ecleueHue COXpaHHO-
CTH W UCIIOJIb30BaHUs JOKYMEHTOB, XpaHamuxcs B apxuse bI'TIY, a Taxxke nmoaroroeka m cBoe-
BpeMEeHHasl nepeqayda JoKyMeHToB ApxuBHOro (onna P® Ha rocynapcTBeHHOE XpaHEHHE C CO-
0JIr0/IeHNEM TIPEIBIBISIEMBIX TPEOOBAHUH.

3.2 Apxus BI'TIY ocymiectBnser cienyomue ¢ yHKIUH:

3.2.1 OcymiecTBiaeHHE CUCTEMATHYECKOTO KOHTPOJIA 3a (popmMupoBaHueM u odopmiie-
HUEM el B aenonpousBoactse bI'TIY.

3.2.2 IlpunsTHe Ha XpaHEHUE TOKYMEHTOB CTPYKTYpPHBIX noapasaeneHuiit BITIY.
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3.2.3 OcymiecTBiaeHUE yueTa U 00EeCTICUeHNE MMOJTHOM COXPAHHOCTU MPHUHATHIX HA Xpa-
HEHHE JIeT1.

3.2.4 OcyuiecTBlIeHUE CUCTEMAaTUYECKOI0 KOHTPOJISL 32 (PU3NYECKUM COCTOSHUEM JI0-
KYMEHTOB, CBOEBPEMEHHBIM BOCCTaHOBIICHHEM, 3aMEHOI 1 00ECTIBUIMBAHUEM.

3.2.5 Opranuzanus npoBepku (He pexe 1 pasa B 5 yiet) Hamuums aen B apxuse bITIY.

3.2.6 CocraBieHue U MPEACTaBICHUE HE MO3AHEE, YUeM Yepe3 2 T0/1a OCIe 3aBEePIICHUS
JIeJ1 1eI0IPOM3BOJICTBOM, CBOAHBIX T'O/IOBBIX Pa3/eioB ONUCEH JeJ1 IOCTOSHHOIO CpPOKa XpaHe-
HUA M II0 JIMYHOMY COCTaBy Ha paccMOTpeHue 3KcreptHod komuccuu BITIY, skcneprtHO-
IPOBEPOYHON METOIUYECKON KOMUCCUM MUHUCTEPCTBA KYJIbTYPBl U @PXUBHOIO Jiej1a AMYypCKOH
o0nacTH.

3.2.7 Co3naHue, COBEpIICHCTBOBAHUE U MONOJIHEHHE HAYYHO-CIIPABOYHOTO ammapara K
xpanammmces B apxuse BI'TIY nenam u qokyMeHTam (Onucu, HCTOpUYECKasl CIipaBKa U JIOIOJIHE-
HUE K Hell, yka3aTenu, 0030pbl, KAPTOTEKU U T.J1.).

3.2.8 TloaroroBka M CBOEBpeMEHHas Tiepeaada qokyMeHToB apxuBa BI'TIY Ha rocynap-
CTBEHHOE XpaHEHHE ¢ COOJII0ICHUEM IIPaBUJI, yCTaHABIMBAEMbIX ['0CapXUBOM U MUHUCTEPCTBOM
KYJBTYPBI M apXUBHOTO Aie7ia AMYpCKOM 001aCTH.

3.2.9 Belnaua B yCTaHOBJIEHHOM MOPSAKE J€J1, JOKYMEHTOB WM KOIMH JOKYMEHTOB B
HENAX CIY)KEOHOT0 M HAyYHOT'O TIOJIh30BaHUs (I pabOTHI B TOMEIICHUN apXHBa).

3.2.10 VcnonHenue 3ampocoB OpraHU3alMii U 3asBICHUN TpakaaH 00 YCTaHOBIICHUU
TPYZOBOTO CTa)Ka M JJPYTUM BOIIPOCAM COLMATBHO-TIPABOBOTO XapaKTepa.

3.2.11 B ycTaHOBIEHHOM NOPSAJKE Bblaya KOIUHU JJOKYMEHTOB U apXUBHBIX CIIPABOK.

3.2.12 BepneHue y4era UCIOIb30BaHUS TOKYMEHTOB, XpaHamuxcs B apxuse bI'TIY.

3.2.13 OxazaHue MEeTOAMYECKON IMOMOIIM B OPraHU3allMd U NPOBEICHHUU SKCIEPTHU3BI
LIEHHOCTHU JJOKYMEHTOB B CTPYKTYpPHBIX nojpasnaeneHusx bI'TIY.

3.2.14 EsxeropHoe mpejacTaBlIeHUE B MUHUCTEPCTBO KYJIbTYPbl M apXUBHOTO Jieina AMyp-
CKOH 00J1acTu CBEICHUN 0 COCTaBe U 00beME JOKYMEHTOB 10 YCTaHOBJIEHHOU (popme.

4 TlpaBa

4.1 IlpaBa corpyanukoB apxuBa bI'TIY ompenensitorcss TpynoOBbIM 3aKOHOJIATEIHCTBOM
Poccuiickoit ®@enepauun, ycrasom bI'TIY, IlpaBuiiamu BHYTPEHHEro TPyAOBOIO pacHopsaka
BI'TIY, TpyaoBBIM TOTOBOPOM M JTOJZKHOCTHBIMU MHCTPYKIMSIMHU.

4.2 Corpynuuku apxuBa BI'TIY umerot npaso:

4.2.1 Ilonw3oBatbess MartepuanbHbiMU pecypcamu BI'TIY s addextuBHOrO yHKIIMO-
HUPOBAHUs NOJPa3AcIICHUs.

4.2.2 Obpamatscs B apyrue noapasnenenuss BI'TIY 3a mpemocraBneHreM TOKYMEHTOB,
MaTepHajoB U Jip. MH(popMaIu, HeOOXOAMMBIX I OCYIIECTBIECHUS PadOThI, BXOAALIEH B KOM-
METEHLHUIO ApXUBA.

4.2.3 IlpuHuMaTh y4acTHe B COBEILAHUAX MPH 00CYXIEHUU BOMPOCOB, KACAIOIIUXCS Je-
arenpHOCTH BI'TIY.

4.2.4 BeiHOCUTh Ha paccMoTpeHue pykoBojactBa BITIY mpeanoxeHus mo coBeplIeH-
CTBOBaHMIO pabOTHI MOAPA3IEICHUS], B3AUMOJICHCTBUS C IPYTUMH TOJIpa3esieHUusIMH, 10 o0yue-
HUIO U MOBBIIICHUIO KBATH(DUKALIMY TIEpCOHAI.

5 OTBEeTCTBEHHOCTDH

5.1 Bcro noaHOTY OTBETCTBEHHOCTH 33 KaYE€CTBO M CBOEBPEMEHHOCTH BBIIIOJIHEHUS BO3-
JoKeHHBIX HacTosmuM [lonoxxenneM 3a1ad v GyHKLIUN HECET apXUBapuUyc.

5.2 IlepcoHanbHast OTBETCTBEHHOCTh COTpyIHUKOB apxuBa bI'TIY ycranaBnuBaercs Tpy-
JIOBBIM 3aKOHOJIaTeNIbCTBOM Poccuiickoit @enepanun, ycrasom BI'TIY, nmpaBunaMu BHyTpeHHETO
TpyaoBoro pacnopsiaka BI'TIY, Tpy1oBsIM 10rOBOPOM M AOJKHOCTHBIMH HHCTPYKIHASIMHU.
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5.3 PacnpeneneHne OTBETCTBEHHOCTH COTPYAHHMKOB 32 BBIIIOJIHEHUE BBIIICH3JI0KEHHBIX
(yHKIUI TpeCTaBICHO B MAaTPUIIE OTBETCTBEHHOCTH (IpuiiokeHue b).

IMOAT'OTOBJIEHO:

ApxuBapuyc O.I1. JIununa
HOAINCH
COTI'JIACOBAHO:
IOpuckoHcynbT /W H.A. bpexunesa
ll(),fmu:l)
HavansHuk otnena kaapon /% E.H. UBaxHenko

Jupexrop LIKO % A.IL. Kysnenosa

noanuce 2~
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puioxkenune b

Marpuiia OTBETCTBEHHOCTH COTPYIHUKOB apxuBa BI'TTY

CoTpyIHUKH apXuBa

)
O yHKIUU = o
5] 2
<
1. OcymiecTBieHHE CUCTEMATHYECKOTO KOHTPOJIS 32 (POPMUPOBAHUEM U OopMIICHH-
eM nien B aenomnpoussoactee BITIY. oy u
2. Ilpunsarue Ha XpaHEHHE JOKYMEHTOB CTPYKTYpHbIX noapasneneuuii BI'TIY. oy oy
3. OcyuecTBieHre yyera 1 oOecriedeHre MOJHOW COXPaHHOCTH NPUHSATBHIX HA XpaHe- oy n
HHE JIeI.
4. OcymecTBIeHNE CHCTEMAaTHIECKOTO KOHTPOJIS 32 (PU3NYECKUM COCTOSIHUEM JIOKY- oy 41
MEHTOB, CBOEBPEMEHHBIM BOCCTAHOBJICHHEM, 3aMEHON M 00ECIIBUINBAaHHUEM.
5. Opranmszanms npoBepku (He pexe 1 pa3a B 5 nmet) Hanmmuaus nen B apxuse bITIY. oy )41
6. CocraBiieHue U TIpeICTaBICHHE HE TIO3HEE, YeM depe3 2 TOoJIa MOCTe 3aBepIICHHS oy u
JIETT ICJIOTIPOU3BOJICTBOM, CBOAHBIX TOJJOBBIX Pa3eioOB OIHCEH AEN MOCTOSHHOTO CPOKa
XpaHEHHUs U 10 JUYHOMY COCTaBy Ha pacCMOTpeHHe 3kcnepTHo komuccuu BITIY, skc-
MEPTHO-TIPOBEPOYHON METOJMYECKO KOMHUCCHM MHHUCTEPCTBA KYJIBTYPBHI M apXUBHOTO
nena AMypCKoit 001acTu.
7. Co3znaHue, COBEPIICHCTBOBaHHE U IOMOJIHEHHE HAayYHO-CIIPABOYHOI'O amlmapara K oy n
xpansmumcst B apxuse BITIY nemam u nokymeHTam (ONMHCH, HCTOpHUYECKas CIIpaBKa U
JIOTIOJTHEHHE K HEH, yKa3aTenu, 0030pbl, KAPTOTEKH U T.1I.).
8. TloaroroBka u cBOeBpeMeHHas Iepenadya 1oKkymeHToB apxuBa BITIY Ha rocynap- oy oy
CTBEHHOE XpaHEHHE C COOJIIOICHUEM MpaBWJI, YCTAaHABIMBAEMBIX ['0capXuMBOM M MUHH-
CTEpPCTBOM KYJBTYPBI U apXMBHOTO Jiesia AMypCKOi 001acTH.
9. Bpiaua B yCTaHOBJIEHHOM MOPSIKE JIeJl, JOKYMEHTOB WIIM KOIWH JIOKYMEHTOB B oy Y/
EeNIAX CTyKeOHOT0 M HAyYHOTO IOJIb30BaHUs (17151 paboTHI B MOMELICHUH apXHBa).
10. VcrionHeHne 3ampocoB OpraHM3aliii M 3asBJICHUH TIpakaaH o0 yCTaHOBJICHUU oy N
TPYJIOBOTO CTa)a M APYTMM BOIPOCAM COLMAIBbHO-TIPAaBOBOTO XapakTepa.
11. B ycTaHOBICHHOM MOPSAKE BBIIa4a KOIIMU JTOKYMEHTOB M apXHUBHBIX CIIPABOK. oy Y/N
12. Benenue y4era HCIONIb30BaHAS JOKYMEHTOB, XpaHsmuxcs B apxuse BITIY. oy Y/N
13. OkazaHue METOTUYECKOW IMOMOINM B OPTaHHW3alMd M TPOBEICHUU 3KCIIEPTHU3EI oy u
LEHHOCTU JOKYMEHTOB B CTPYKTYpPHBIX nojapazaenenusx bI'TIY.
14. EsxerogHoe MpeaCcTaBICHUE B MUHICTEPCTBO KYJIBTYPHl M apXUBHOTO Jiesia AMyp- ory v
CKOH 00J1acTH CBEJICHHH 0 cocTaBe M 00beMe JOKYMEHTOB I10 yCTaHOBJICHHOH (hopme.

YcioBHBIE 0003HAYECHNS B TAOIAILIE:

O - HeceT OTBETCTBEHHOCTh, Y — Y4acTBYET, HETIOCPEICTBEHHO BhINOHSET, 1 - nHdopmupyercs.
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