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1. O6mue mososkenust
1.1. TTocTostHHO NeHcTByIOIas SKCIIEpTHAS KOMUCCHS (anee — OK) coznaercs s
OpraHM3alliy U IPOBEJCHHS METOANYECKON U MPAKTHYECKON paboThI 110
IKCIIEPTH3C LEHHOCTH JOKYMEHTOB, OTGOPY U IOATOTOBKE K Iepe/iate B apXHB
MBY n/c Ne 53 «Yaiika» (nanee — Yupexnenue) OOKYMEHTAIUH, 00pa3yrolieics
B [IPOIIECCe AeSTeTbHOCTH.
1.2. OK sBnsercs copemarensHbIM OpraHom IPH 3aBEYIOLIEM.
1.3. B cBoeit pabote DK pykoBoacTByercs 3akoHoM «O6 apXWBHOM JieJie B
Poccniickoit ®emepaumm» ot 22.10.2004 Ne 125-@3, ITonoxxernem 06 ApXUBHOM
dbonzne PO, OcHosamu 3akoHOnaTEIHCTBA PD 06 ApxusBHOM oHze PD u apxupax,
[Tonoxennem o MesepaabHOM apXUBHOM areHTCTBRE, pacnopsuTeTbHBIMH
JIOKYM@HTaMH (eliepalbHbIX OPraHOB OCYAapPCTBEHHOI BiacTH, OCHOBHBIMU
MpaBUIaMU paboThl apXMBOB OpraHusauuii, [lepedreM THITOBBIX yIpaBleHYeCKUX
AOKYMEHTOB, 00pa3yIoluXCsl B AeATEIbHOCTH OPraHU3aliii ¢ yKasaHueM CPOKOB
XPaHeHWHs, HHCTPYKIHEH 110 JenonpousBoactsy MBY n/c Ne 53 «Yalikay,
Homenknatypoit gen Vapexenus.
1.4. Ilepconanbuerii cocras K HasHauaeTcst mpHKazoM 3aBefyrouero. B ee cocras
BXOIAT: IpeJiceiaTeNb (OTBETCTBEHHBIN 32 aPXKB) , CEKPETaph ,LICHbl KOMHUCCHH —
HanboIee KBATH(UIMPOBAHHEIE COTPYTHHKH YuUpeskIeHus.
1.5. ITonoxenue 06 DK JIOY npunHMaeTcs Ha obueM COOpaHMHU TPYHOBOIO
KOJIIEKTHBA U YTBEPIKIAETCs NPUKAa30M 3aBeIyIOLIero.
2. OcHoBHbIe 3a1a9n DK
OcroBHbIMHE 3a1auamu DK sBastoTCS:
2.1. Opranunsanys 1 IpOBeJieH)e SKCIePTH3BI LIeHHOCTH JNOKYMEHTOB Ha CTaJiuu
ACJIONPOU3BOACTBA NPH COCTaBICHHH HOMEHKIATYPhI el H (JOPMUPOBAHHUS JEl.
2.2. Opranuzauys ¥ NpoBeJIeHHe SKCIIEPTH3BI IIEHHOCTH JOKYMEHTOB Ha CTa/IuH
MOATOTOBKH HX K apXUBHOMY XPaHEHHIO.
2.3. Opranusauys 1 poBesieHke 0T60pa i MOATOTOBKH J0KYMEHTOB K nepeaayde
Ha roCynlapCTBEHHOE XpaHEHHE B Cily4ae JUKBUAANK YupexaeHus. K Takum
AOKyMEHTaM OTHOCATCS JOKYMEHTBI IOCTOSIHHOTO CPOKa XpaHeHus, GHUHAHCOBas U
OyxranTepckasi OTYETHOCTH, AOKYMEHTALHS MO JTHIHOMY COCTaBy.
3. OcuoBuble pynkuun DK
B cooTBeTcTBIM € BO3NOKEHHBIMHU Ha Hee 3agadamu, DK BHINOTHIET ClIeIyIOLIHe
GYHKITHH:
3.1. OpranusyeT u NPOBOAUT PaBOTy 110 EXKeroaHOMY 0TOOpY HOKYMEHTOB JIsl
JAaJIbHEHIIIEr0 XPaHEHUS U K YHUYTOXKEHHIO.
3.2. Ocy11ecTBIsIET METONUIECKOE PYKOBOJCTBO PaboTOi 110 3KCIIepTH3E
LICHHOCTH JIOKYMEHTOB YUPEKAEHUS M I10 MOJATOTOBKE MX K ApXUBHOMY
XPaHEHHIO , IO Pa3paboTKe HOMEHKIATYPHI Jell, HaeT SKCIEPTHYIO OLIEHKY
IPOEKTaM HOPMAaTHBHO-METOINYECKAX TOKYMEHTOB YCTAHABIMBAIOIINX npaBuia
AOKYMEHTUPOBAHMS, OPraHU3aluK paboThl C JOKYMEHTaMH U WX XpaHEHUs
YHUYTOKEHHS. '
3.3. PaccmarpuBaet, NpHHUMAeT peleHns 06 000peHHH 1 [IPENCTABISET Ha
YTBEPKIAECHHUE 3aBEAYIOLIETO:
* OIKCH JIe]I IIOCTOSIHHOTO XpaHEeHH!S




* aKThI O BBIJIEICHUH K YHUUTOKESHHUIO JOKYMEHTOB C MCTEKIIMMH CPOKaMH
XpaHEeHHs],;
* CBOIHYIO HOMEHKJIATypy el ;
* OTTUCH JIeJ1 110 JIMYHOMY COCTaBy,
* aKThl 00 yTpaTe WK HEUCIIPAaBUMOM MOBPEKIAEHUH JOKYMEHTOB IIOCTOSHHOTO
XpaHeHMUs.
3.4. TIpOBOMIUT sl COTPYJHMKOB KOHCYJIBTAIMHM MO BOPOCaM paboThI ¢
JIOKyMEHTaMH$, y4acTByeT B IPOBEACHUM MEPONPHUATHH 110 MOBBILIEHHIO JeTOBONU
KBaTA(pUKaLIUH.
4. Ilpasa DK

9K umeeT npaso:
4.1. B npenenax cBoel KOMIETEHIMH aBaTh PEKOMEHIAMK T10 BOIPOCaM
pa3paboTKH HOMEHKJIATYPBI 1N ¥ ((OPMHUPOBaHHs /Ie]l B 1eNIONPOU3BOJICTEE,
SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB, PO3bICKa HEAOCTAOIIMX Jiell TTOCTOSHHOTO
CpOKa XpaHEeHHs U Ml [0 JINYHOMY COCTaBY, YIOPANI04eHHs U 0POPMIICHHS
JIOKYMEHTOB.
4.2. 3anpanuBars:
* IACEMEHHBIE OOBSICHEHHUS O MPUYUHAX YTPAThI, MOPYH HJIH HE3aKOHHOI'O
VHUYTOXEHHUS JOKYMEHTOB IOCTOSHHOIO MM I0JTOBPEMEHHOI0 XPaHEHHMs CPOKOB
XpaHeHus, B T. Y. JOKYMEHTOB 110 THYHOMY cocTaBy. OObscHeHHUs
TIPEJICTABNISAIOTCS B opMe 00BACHUTENBHOM 3aMHCKHU;
* IpeUTOXKEH NS ¥ 3aKIIFOUSHHUS, HEOOXO0AMMBIE JUils OTNpeIeNIeH s IH IIPOATICHUS
CPOKOB XpaHeHHs TOKYMeHTOB. [Ipeioxkenys NpeaACTaBIsoTCs B popme
JOKJIaHBIX 3aIIHCOK. A
4.3. 3acaylIMBaTh Ha CBOHMX 3acelaHMsAX PYKOBOMHTENCH CTPYKTYPHBIX
nozipas/ielleHuii YUpeXkKIeHUs O X0JIe MOArOTOBKH A0KYMEHTOB K apXUBHOMY
XpaHEHHIO, 00 YCIOBHUAX XpaHEeHUS U 00eCredeHNs: COXPAaHHOCTH JIOKYMEHTOB, O
pAYAHAX UX yTPaThI.
4.4, TTpurnamate Ha 3acefanus DK B Ka4ecTBE KOHCYJIBTAHTOB U SKCIIEPTOB
Mpe/ICTaBUTelel TOCy 1apCTBEHHBIX aPXHBOB, CTOPOHHUX OPraHU3aLUH.
4.5. DK B nuIe ee mpeacenaTens, ero 3aMeCTUTENS U CeKpeTapst KOMUCCHH UMeeT
[paBo He IPHHMAMATE K PACCMOTPEHHIO M BO3BPAIIaTh 1Jis 10PabOTKH
HEKaueCTBEHHO M HeOPEXKHO TOArOTOBJIEHHBIE IOKYMEHTHI.
4.6. InpopMUpOBaTh PyKOBOACTBO YYPEKAECHHUS 11O BONPOCAM, OTHOCAMIUMCS K
KOMITETEHIIUH KOMHUCCHH.
4.7. Ilpr HeOOXOIMMOCTH MPEJICTABIIATE YUPEKIACHHEe B OpraHax
['ocymapcTBeHHOU cityx061 PO 1o qemam apXuBoB.

5. Opranusauus padorsl DK
5.1. 3acemanus DK npoBoasaTCs MO Mepe HeOOXOAMMOCTH, HO HE pexke IBYX pas B
roz. ITocrynaromue Ha paccMoTpeHre DK TOKyMEHTbI pacCMaTPHUBAIOTCS Ha €¢
3acelaHiK He mo3aHee yeM depes 10 aueit. Bee 3acenanus OK dukcupyrores
npoToKoiamu. [TpoTOKONB! MOMKCEIBAIOT IIPEACeIaTellb U CEKPETAPEh oK.
Pemrenns DK BCTYNaroT B CUITY TOJIBKO IOCTE YTBEPIKICHHUS UX 3aBEYIOLLMM.
5.2. 3acenanue DK ¥ NpUHSITHIE HA HEM PELISHUS CUUTAIOTCS NIPaBOMOYHBIMHU,
eclIi B FOJIOCOBAHUM IIPUHSIN y4acTHe He MEeHee IMOJIOBUHEI NPUCYTCTBYIOMINX Ha



3aceganuu uineHoB DK. [IpaBo pemiaromiero roioca AMer0oT TONBKO 4ieHs! DK.
[IpurnaieHHble KOHCYJIBTaHTBI U SKCIEPTHl HMEIOT NPaBO COBENIATEIbHOTO
rojoca U B rOJIOCOBaHUU HE YYaCTBYIOT.

PeliieHre MpUHUMAETCS MPOCTHIM OOJIBIIMHCTBOM IOJI0COB IIPHCYTCTBYIOUIUX HA
sacenannu wieHoB OK. [Ipu pazaenenny ronocos NOPOBHY pellieHUue TPUHUMAeT
npeacenatesb K U pyKOBOACTBO YUpPEKIEHHS.

5.4. Benenue genonpouszBoacTsa DK, XpaHeHHE H HCIIOIb30BaHNE €€ JOKYMEHTOB,
OTBETCTBEHHOCTH 33 X COXPAHHOCTH, & TAKXKE KOHTPOJIb 38 HCIIOTHEHHEM
npuEaTeX DK peliennii Bosnaratorest Ha cexperaps DK.
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