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1. O0mue moJ10KeHUA
1.1. ApxuB mpodeccuoHanbHON  00pa3oBaTEIbHOM  OpraHu3alMd  aBTOHOMHOMN
HEeKOMMepueckor opranuzanuu "Kosempk KyiabTypbl W crnopTa" (fanee — KOJUICIK)
CO3JaeTCsl KaK CaMOCTOSITEIIbHOE MOJpa3/ieiieHrue, 00ecneunBaronee COXpPaHHOCTh, YUET,
0TOOp, YIOPSAOYEHUE U UCTIOJIB30BaHUE JOKYMEHTOB ApXUBHOrO (hoHIa, 00pa3yoIUXCs
B JIEATEIBLHOCTH KOJIJIEIKA.
1.2. ApxuB KoJUTEe[I>KA CO3JAETCS M TUKBUINPYETCS IIPUKA30M JUPEKTOPA KOJIIEIKA.
1.3. ApxuB BO3IIaBIsET COTPYAHUK, HA3HAYEHHBIM OTBETCTBEHHBIM 34 APXUB 110 NPUKA3Y
JUPEKTOpa KOJUIEKA.
1.4. B coorBercTBuM ¢ denepaibHbIM 3aKOHOM OT 22 okTsi0ps 2004 roga Ne 125-03 «O6
apxuBHOM fene B Poccuiickoit deneparumny (¢ m3amenenusimu ot 4 nexabps 2006 r., 1
nexadpst 2007 r., 13 mas 2008 r.), OCHOBHBIMU TpaBUJIAMHU PaOOTHl BEIOMCTBEHHBIX
apxuBoB (M., 1986), OcHOBHbIMU TIpaBUJIaMHu pabOTHl apXxuBOB opranuzamuii (M., 2002)
KOJUIE/DK 00ECIeunBaeT CBOEBPEMEHHYIO Iepelady JOKYMEHTOB IIOCTOSIHHOTO CpoOKa
XpaHEHUs Ha TOCYJapCTBEHHOE XPAHEHHE B apXWB C KOTOPBHIM y KOJUIEIXKA 3aKIIOYEH
JOTOBOD.
1.5. ApxuB KoJUIe[I)Ka, HApSy C 3aKOHOJATEeIbHBIMA U HOPMATUBHBIMU aKTaMH B 00J1aCcTU
apXMBHOTO JeJia, TEPEUYHUCICHHBIMU B 1. 1.4., PYKOBOJICTBYETCS COOTBETCTBYIOIIUMU
METOJUYECKUMH  JIOKYMEHTaMu  YTpaBjieHUs  apXuBamMu  ropoja  MOCKBHI,
pacnopsIMTEeIbHBIMU TOKYMEHTAMH KoJUleaka HacTosuM [lonoxxenuem o0 apxuse.
1.6. ApxuB koiuteka paboTaeT Mo IjIaHaM, YTBEPXKIACHHBIMHU JTUPEKTOPOM KOJUIEIKA U
OTUUTBIBAETCS MEPE] HUM B CBOEH padore.
1.8. KoHTposib 3a [€SITENbHOCTBIO apXWBa YUPEKICHUS OCYIIECTBISCT TUPEKTOP
KOJUIEKa.
1.9. Opraau3aiiioOHHO-METOJUYECKOE PYKOBOACTBO JEATEIHLHOCTHIO apXWBa KOJUIECIKA
OCYILIECTBIISIET apXUB ¢ KOTOphIM y Kosuteka 3akiitoueH I0roBOp, a TaKkKe YIpaBlIeHUs
apxuBamu ropojia Mockssl.



2. CocTaB I0KYMEHTOB apXuBa

B apxuB xosiemka nocTynaror:

2.1. 3aKkoHYEHHBIC JIE€JOMPOU3BOJICTBOM  JIOKYMEHTBHI  IOCTOSHHOTO  XpaHEHUs,
oOpa3oBaBIIMECS B  JIEATEIBHOCTH  CTPYKTYPHBIX  MOJpa3felieHuid, JOKYMEHTHI
nosroBpeMeHHoro (cBeime 10 jet) u BpeMeHHOro (1o 10 jeT BKIIIOYMTENBHO) CpOKa
XpaHeHus, HEOOXOAUMBIE B MPAKTUYECKON 1A TEIBHOCTH,

2.2. JIoOKyMEHThl 1O JHMYHOMY COCTaBy KOJUIE[)Ka U IO JIMYHOMY COCTaBy
JUKBUAMPOBAHHBIX MOPA3/ICIICHUN.

2.3. JIOKyMEHTBI IOCTOSIHHOTO XPaHEHUsI KOJIJIEKA.

2.4. Cny»eOHble U BEIOMCTBEHHbIE U3/IaHUS KOJUISIKA.

2.5. HayuHo-cripaBo4HbIii anmapat K JOKyMEHTaM apXuBa KOJIJISIKA.

3.3amaumn U GyHKIUU apXuBa

3.1. OCHOBHBIMM 3aJa4aMU APXUBA KOJUIEIKA SBIISIIOTCS:

3.1.1. KOMIUIEKTOBaHHE JOKYMEHTaMH, COCTaB KOTOPBIX MPEIYCMOTPEH pa3ieiaoM 2
Hacrosiero ganHoro Ilonoxenus;

3.1.2. yder, o0ecriedeHHe COXPAHHOCTH, CO3JaHHE HAyYHO-CIPABOYHOIO amrmapara,
HCIIOJIb30BaHUE JOKYMEHTOB, XPAHAIIUXCS B APXHUBE;

3.1.3. moAroTroBka M CBOEBpPEMEHHas TMepenada JOKyMEHTOB ApPXUBHOro (QoHa
Poccuiickoii @enepanin Ha MOCTOSTHHOE XPAHEHUE B apXMB C KOTOPBIM Yy KOJUIEIXKa
3aKJIF0YEH JI0TOBOp;

3.1.4. ocymecTBiieHUs] KOHTPOJds 3a QopMuUpoBaHHEM U OGOPMIICHHEM el B
TIEJIOITPOU3BOICTBE;

3.2. B coOTBEeTCTBMHM C BO3JOXEHHBIMM Ha HEro 3aJadyaMu apXHWB OCYIIECTBIISIET
cneayronme GyHKuuu:

3.2.1. mnpuHMMaeT He TMO3JHEE, YEeM uepe3 3 Troaa TMOocie 3aBEepLICHUs
JIEJONPOU3BOACTBOM, YUUTHIBAET M XPAHUT JOKYMEHTHI CTPYKTYPHBIX TOApA3CICHUM,
o0paboTaHHbIE B COOTBETCTBMM C TpeOoBaHUsAMH «OCHOBHBIX NpaBuid pabOTHI
BEJIOMCTBEHHBIX apXxuBOB» (M., 1986).

3.2.2. cormacyeTr ¢ apXuBOM C KOTOPBIM y KOJUIEIKa 3aKJIIOUYEH JOTOBOP TpaduKu
MIPEJCTABICHUI OIMUCEN HAa PACCMOTPEHUE AKCIEPTHO-MPOBEPOYHON KOMUCCHUU (Hanee —
OIIK) YmpaBnenus apxuBamu ropona MOCKBBI U Tiepelayu JIOKYMEHTOB APXUBHOTO
donna Poccuiickoit denepanuu  Ha TOCTOSHHOE XpaHEHHWE B apXHMB C KOTOPBIM Y
KOJUIEKA 3aKJIFOUYEH JOTOBOD.

3.2.3. cOCTaBIIET U MPEJCTABISIET HE TO3JHEE, YEM Yepe3 2 roa Mocje 3aBepllCHUs
JEJOMPOU3BOACTBOM, TOJIOBBIE pa3/ielibl ONUCEW JeN IMOCTOSHHOTO XpaHEHUs U MO
JIMYHOMY COCTaBy Ha pAaCCMOTPEHHME OKCIepTHOM Komuccun komiemka u OIIK
YnpaneHus apxuBamu ropoga MOCKBBI.

3.2.4. ocylecTBISIET YUeT U 00ECIeYnBaET MOJIHYI0 COXPAHHOCTh IPUHSATHIX AEIT;

3.2.5. opraHuzyeT HCHOJb30BAHUE JIOKYMEHTOB: HH()OPMHUPYET PYKOBOJACTBO U
PaOOTHUKOB YUPEXKJIEHUS O COCTaBE U COACP>KaHUU JOKYMEHTOB apXUBa;

3.2.6. BbIAET B YCTAHOBJIEHHOM MOPSJIKE Ji€jia, TOKYMEHTBI UM KOMHUU IOKYMEHTOB
B IIETISIX CITY’KEOHOTO M HAYYHOTO MUCIIOJIh30BAHUSA, IS pa0OTHI B TIOMEIICHUH apXUBa;



3.2.7. ucnomHSET 3alpochl OpraHMU3alMi U 3asABICHUS TpaKJaH 00 YCTaHOBIIEHUU
TPYAOBOTO CTa)ka M JIPYTUM BOIIPOCaM  COLMAJIBHO-TIPABOBOTO  XapakTepa, B
YCTaHOBJICHHOM MOPSIKE BbIIAeT KOMUH JOKYMEHTOB U apXUBHBIE CIIPABKU;

3.2.8. BeZIeT y4UeT UCIOIb30BaHUS JOKYMEHTOB, XPaHALIUXCS B APXUBE KOJUIEIKA.

3.2.9. mpOBOIUT SKCHEPTU3Y LEHHOCTH JOKYMEHTOB, XpPAHSIIUXCS B apXWuBE,
y4acTBYyeT B paboTe 3KCIEPTHOW KOMHCCUU KOJUIEKA.

3.2.10. oka3plBa€T METOAMYECKYIO IIOMOIIb CIyX0e JeJIOoNpou3BOACTBA B
COCTaBJICHUH HOMEHKJIATYpHl  JIe1  YUYPEXKIEHHS, KOHTPOJIHUPYET NPaBUIBHOCTD
dbopmupoBanus u 0hOPMIICHUS JENI B JEIONPOU3BOJCTBE, a TAaKKe IMOATOTOBKY Jed K
nepeaaye B apXuB KOJUIEKA.

3.2.11. exerogHo MpeICTaBIsSeT B apXUB ¢ KOTOPBIM Y KOJIJIeXa 3aKIF0UEH JJOTOBOP
CBEJICHUS O COCTaBe U 00bEeMe JOKYMEHTOB 110 YCTaHOBJICHHOU (hopme;

4. IlpaBa

4.1. J1ns1 BBITIOJTHEHUS BO3JIOKEHHBIX 33/1a4 M (PYHKIIMI apXUB UMEET MPaBo:

4.1.1. KOHTPOJUPOBATH BBIIIOJIHEHUE YCTAHOBICHHBIX MpaBUJ  padOThl ¢
JOKYMEHTAMU B CTPYKTYPHBIX MOAPA3AEIECHUAX KOJIIEIKA.

4.1.2. 3anpamuBaTh OT CTPYKTYPHBIX NOJPA3JIEICHUN YUpPEKIACHUS CBEIACHUS,
HeoOXoauMble [JIsi paOOThl apXuBa, C YYE€TOM OOECIEUEHHs BBINOJHEHUS BCEX
BO3JIO)KECHHBIX Ha apXUB 3a/1a4 U (QyHKLIHNH;

4.1.3. HE TpUHUMATH TOKYMEHTBI, IOATOTOBJICHHBIE C HAPYIIEHUEM YCTAHOBIJICHHBIX
IIpaBuIl.

4.2. CoTpyIHUK, Ha3HAYECHHBI OTBETCTBEHHBIM 34 apXUB, UIMEET IIPABO:

4.2.1. naBaTh pa3bACHEHMS W PEKOMEHJALMM TII0 BONPOCaM, BXOIALIMM B
KOMIIETEHLIUIO apXUBa;

4.2.2. noanuceIBaTh U BUBUPOBATh JOKYMEHTHI, CBA3aHHBIE C JAEATEIBHOCTHIO apXUBaA.

5. OTBEeTCTBeHHOCTH

5.1. CoTpynHUK, Ha3HAYEHHBI OTBETCTBEHHBIM 32 ApPXHMB, HECET OTBETCTBEHHOCThH 3a
BBIITOJIHEHHE BO3JIOKEHHBIX HA apXUWB 33/1a4 U (QYHKIIHM.

5.2. IlepcoHasnbHasi OTBETCTBEHHOCTh HA COTPYIHUKA, HA3HAYEHHOTO OTBETCTBEHHBIM 32
apXuB, BO3JIaraeTcs 3a:

5.2.1. opranu3anuio AeSTEIbHOCTH apXUBa IO BBHINOJHEHHUIO BO3JIOKEHHBIX HA HETO
3a7a4 U PyHKIIHIA,

5.2.2. co3maHMe HaIeXKaAlIMX YCIOBUW Uil  MCIOJB30BAaHUS  JOKYMEHTOB,
HaXOJSIIMXCS B apXuBe (ONepaTHBHBIA MOMCK, MOATOTOBKA MOMEUICHUM Il paboThI C
JOKYMEHTaMH, U3rOTOBJIEHUE KOIIUI U TIp.);

5.2.3. COXpaHHOCTb NPHUHATBHIX JOKYMEHTOB M BBIJIABAEMBIX I HMCIOJb30BaHUS
JOKYMEHTOB;

5.2.4. oOecrieyeHre COXPAaHHOCTH HMYILECTBA, HAXOMAILIETOCS B apXWBE U
coOJTI0/IeHrEe TIPaBUJI MOXKAPHOM 0€30MTaCHOCTH.

5.3. OTBeTCTBEHHOCTh  pa0OTHMKA AapXWBa  YCTAHABJIMBAECTCS  JOHDKHOCTHBIMHU
WHCTPYKIUSMHU.



