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1. OOmue mosoxkeHust

1.1.  Cyx0a qoKyMeHTaImOHHOTO obecriedeHus (COKpaleHHOSe HAMMEHOBAaHUE —
CHAO) sBusercs CTIPYKTYpHBIM TOpa3jielieHueM [ oCyIapCTBEHHOrO  GHOKETHOrO
HETHUIIOBOrO 0Opa3oBaTesipHOr0 yupexaenus «Cankr-IletepOyprekuit ropojickoii JIBoperr
TBOPYECTBA FOHBIX» (Jlajiee - YUpexIeHue).

1.2. B cBoeit pesrensnoctn CIIO pykoBoactByercs Koncrurynumeit Poccmiickoit
Oenepannu, ['paxmpanckuMm Kojekcom P®, bromkerHeiM kogexcomM P®, HanorossiMm
kogexkcoM PO, Tpynoseim kojiekcom PD, denepanbupiM 3akoHOM OT 29.12.2012 Ne 273-
D3 «O06 obpazoBanum B Poccuiickoit ®eneparumy», @enepanpapiv 3akoHoM o1 05.04.2013
Ne 44-®3 «O xoHTpakTHO# cucTteMe B chepe 3aKylloK TOBapoB, pabOT, yCIyr JyIs
oOecrieueHns: TOCyAapCTBEHHBIX W MYHUIMIIAIBHBIX HYXI» W Apyrumu dDejepanibHEIMHI
3akoHaMy, ykazamu IIpesupmenta P®, 1DOCTaHOBIEHUSMU W PaACHOPSKEHHUSIMHU
IIpaButenscTBa PO, 3akoHOIATEIHPHBIME U HOPMATUBHEIME akTamMu Cankt-IlerepOypra u
JIenuHrpaackoil 06sacTH, OPraHoOB YMPaBJICHUS BCEX YPOBHEH, MHBIMU JCHCTBYIOIMMHU
HOPMATUBHBIMU [IPAaBOBBIMM aKTaMH, MpaBWIaMH, HWHCTPYKIUSIMHU, METOJUUCCKHUMHU
pEKOMEHJIallMAMU 110 BOIIpOCaM JIOKYMEHTAI[MOHHOTO OOECIICUCHHUs YIIPaBICHUS U B
o0acTu apxXMBHOTO JIENa, YCTaBOM YUpPEXICHUS, TpaBHIaMH BHYTPEHHErO TPYIOBOIO
pacnopsaka YUpexAeHus, U JPYTUMH JIOKQJIBHBIMA HOPMATHBHBIMU  aKTaMH,
PETIaMEHTHUPYIOIIAMH  JEATEIIBHOCTh CTPYKTYPHOTO TMOJpA3eiCHUsT YUpexKIACHUs, a
Taroke faHHbIM [lomoxenuem.

1.3. C1O co3naHa ¢ 1esblo0 OpraHu3alliy, KOOPAUHAIIMK, KOHTPOJIS U peaTu3aiun
paboT 1o JOKYMEHTAIMOHHOMY OOCCIICUYCHHIO JEATEIBHOCTH Y UPEXKICHHUS, OpraHru3aluu
XpaHEHUs, KOMILUICKTOBAHHS, ydeTa ¥ HCIONB30BAHMS ApPXHBHBIX - JOKYMEHTOB
YupexaeHus.

1.4. B coctra CJIO BXOIuT apXuB Y UpexICHUS,.

2. PyHKUHH CJIYKObI JOKYMEHTALMOHHOIO 00eceYeHusl

CJ10 ocyiiecTBIsIET cieayronye QyHKIIN:

2.1.  CosepiieHcTBOBaHHE (POPM U METOJIOB pabOTHI C JIOKyMEHTaMHU:

2.1.1. pa3spaboTka W BHEJpEHHE JIOKAIHHBIX HOPMATHBHBIX U METOJUYCCKUX
JIOKYMEHTOB 110 JJOKYMEHTAIIMOHHOMY OOECIICUCHUIO Y UPEXKJICHUS;

2.1.2. cocraBieHUE CBOJIHOM HOMEHKJIATYphl Jell YUpeXJEeHUS Ha OCHOBE
HOMEHKJIATyp JieJl CTPYKTYPHBIX T10JIpa3/IeIICHHIA,

2.1.3. cucremaruzanus yHU(PHUIIMPOBAHHBIX (OPM TOKYMEHTOB YUpeXJCHHUS, 3a
UCKJIIOYEHHEM (POPM IEPBUYHBIX YYETHBIX JOKYMEHTOB M PETHUCTPOB OYXTaJITepCKOIo
yyera.

2.1.4. ynopsjpoueHue coctaBa JJOKYMEHTOB U ONTHMH3AIHS JOKYMEHTOIIOTOKOB;

2.1.5. obecnedyeHne €JMHOTO MOPSIKA JOKYMEHTHPOBAHUS;

2.1.6. o6o0menne JaHHBIX 00 o00BeMe JAOKYMEHTOO0OpOoTa YUPCOKIACHUSA WU
IIOATOTOBKA IIPEIUIOKEHUH 110 €r0 YCOBEPIICHCTBOBAHHUIO.

2.2.  OOecneyeHue JOKYMEHTAIIMOHHOTO OOCTYKUBAHUS:

2.2.1. obecnieyeHne  AOCTaBKM, IpuemMa U OOpabOTKM  IMOCTYIArOIIEi
KOPPECIIOHICHITUH;

2.2.2. oCylIeCTBIEHHE KOHTpoJiL 3a O(OpMIIEHHEM, OTIpaBka M JOCTaBKa

WL




UCXOAIIEH KOPPECIIOHICHIINN;

2.2.3. peructpanys IOCTYNAIONNX, OTIPABISIEMBIX ¥ BHYTPCHHUX JIOKYMCHTOB B
PETUCTPALIMOHHO-YYETHBIX (hopMaXx;

2.2.4. pacchulKa JIOKYMEHTOB B COOTBETCTBUH C pE3OJIOIHEH TI'e€HEepaJIbHOTO
JUPEKTOPA U CIIUCKAMU PACCHIJIKH,

2.2.5. ocyliecTBIEHUE KOHTPOJS 32 MCIIOJIHEHUEM JOKYMECHTOB B YCTaHOBJICHHBIE
CPOKHU;

2.2.6. cucreMaru3anusi M 0OECIEYEHUE COXPAaHHOCTH JIOKYMEHTOB I10 OCHOBHOM
JEATENLHOCTH YUPEXKIEHUS B COOTBETCTBUM ¢ HOMeHKIaTypoit nen CJ10;

2.2.]. BelleHNE YYETHO-CIIPABOYHOM PabOTHI IO JOKYMEHTaM U IPEIOCTABIICHHE
KOIIUI JOKYMEHTOB I10 3apocam;

2.2.8. opranusanys JeJONpPOU3BOICTBA MO0 OOpAIICHUAM IpaXkIaH,

2.2.9. obecrniedyeHue y4era U COXpaHHOCTH IeUaTeii, TaMIIOB U 0JIaHKOB;

2.2.10. mpoBeieHUE 3KCIEPTH3B HAYYHON U MPAKTHIECKOMN IIECHHOCTH TOKYMEHTOB
opy uX OTOOpe Ha TOCYIApCTBEHHOE XpaHeHWe, cocrtaBieHue omwmcedl men CIHO wu
nepeaya JOKyMEHTOB B apXHB Y UPEXKIACHUS B YCTAHOBICHHOM ITOPSIIKE;

2.2.11. orb0p K yHHUTOXECHHIO JOKYMEHTOB C HMCTCKIIUMH CPOKAMM XpPaHCHHS B
COOTBETCTBUU ¢ HOMeHKIIaTypoil nen CJ1O;

2.3.  Meroguueckoe pyKOBOJCTBO U KOHTPOJIb 328 COOJIOJICHUEM YCTaHOBIEHHOTO
nopsKa paboTsI C JOKYMEHTaMH B CTPYKTYPHBIX ITOAPA3ICICHUSIX Y UPCHKICHIMS:

2.3.1. oxazaHue KOHCYJIbTATUBHO-METOAMYECKON IIOMOIIY paboTHHUKaM
CTPYKTYPHBEIX IIOAPA3JEICHU 110 COCTABICHUIO U OGOPMIICHHIO JIOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSMHU MHCTPYKIMH 10 JEIOMPOU3BOJCTBY, HOMECHKIATYPHI JCIT
CTPYKTYPHOTO MOApa3eaeHus ¥ (POPMUPOBAHMIO JIEN B COOTBETCTBUU C HOMEHKJIIATYPOU;

2.3.2. npoBellcHHE IIPOBEPOK OpraHU3alMU JEJONPOU3BOJCTBA B CTPYKTYPHBIX
IIOJpa3/ICIICHUAX Y UpexICHUS;

2.3.3. opraHM3anys M MpPOBEJEHHE CEMHHAPOB, COBCIIAHHN C DPYKOBOIUTEIAMH
CTPYKTYPHBIX IIOApasfeJICHU II0 BOIpOCaM OpraHU3alvy JIEJIONPOU3BOJICTBA B
YupexeHun.

2.4. OpraHusallMOHHOE ¥  JIOKYMEHTAlIMOHHO-TEXHHUYECKOE  OOecCIeueHHe
aIMUHACTPATUBHO-PACIIOPAUTEIBHON ~ JNEATCIBHOCTH  TEHEpPAIbHOTO  JUPEKTOpa
(3aMecTUTeNIs TEHEPATBHOTO JUPEKTOPa):

2.4.1. obecnieueHWe TMONTOTOBKH COBEIAHWIA, TMPOBOJUMBIX TIEHEPAILHEIM
JUPEKTOPOM (3aMECTUTENIEM TEHEPAIEHOTO JIUPEKTOPa);

2.4.2. ocyLIeCTBJIEHHE OINEPATHBHOM CBSI3M CO CTOPOHHUMH OpPTraHHM3aIUsIMHU,
NOJDKHOCTHBIMH  JIMIAMH  YUpeXJEHUsT 10 BOIpocaM TeKyIleH JesATeIbHOCTH
Yupexaenus;

2.5. Opranusanusa paOoThl  apxuBa  YUPEKJCHUS B  COOTBETCTBHH  C
3aKOHOAATEILCTBOM 00 apxuBHOM Jiesie B Poccuiickoit deneparuu:

2.5.1. mpueM HOKYMEHTOB CTPYKTYpPHBIX IIO/Ipa3/ieIeHUuil B apXxuB YUpeXACHUS,
obecrieueHne ux y4era u COXpaHHOCTH;

2.5.2. cozaHue W MOJUIEp)KaHUE B aKTyaJlbHOM COCTOSHHMH HayYHO-CIPaBOYHOTO
alrapara K apXuBHBIM JIOKYMEHTaM;

2.5.3. opraHusanus HMCIIOJIB30BaHHUS apXHUBHBIX JIOKYMEHTOB I10 3alpocaM, B TOM




YHCJIE€  3aIPOCOB TIpaXkJaH COLMAJBHO-IIPABOBOIO  XapakTepa, Y4YeT U aHaJu3
UCIIOJIb30BaHUs apXUBHBIX JIOKYMEHTOB;

2.5.4. opraHuzauus IpOBEICHUS SKCIIEPTU3HI IICHHOCTH JIOKYMEHTOB;

2.5.5. IOArOTOBKA M CBOEBpPEMEHHAs Iepelada JOKyMEHTOB ApPXUBHOIO (oHma
Poccuiickoit  ®epepanun, 00pa3yrOmmxcs B JCATSIBHOCTH  YUpEXJICHUS, Ha
roCy1apCTBEHHOE XpaHEHUE C COOIOJIEHUEM YCTaHOBJIEHHBIX TPeOOBaHUIA;

2.5.6. opraHmzanys OTOOpa W YHUYTOXKECHHS JIOKYMEHTOB, HE IOJUICIKAIIUX
XPaHEHHIO.

3. Opranmsanus 1eiTeJIbHOCTH CJIYKObl JOKYMEHTAIIMOHHOT0 00ecIeYeH sl

3.1. PyxoBojactBo gearensHocThio CJO ocymmecTBiIseT HauaabHUK CITY>KOBI.

3.2. HavanpHuK CiIy>)kObl  HETOCPEJCTBEHHO TIOAUUHSACTCS TEHEPAIHLHOMY
JIIAPEKTOPY.

3.3. HavanpHuUK City>XOBI:

3.3.1. PykoBomut nearenpHocThi0 CJIO HA IPUHIMIIAX €AMHOHAYAIHS.

3.3.2. OcyuiecTBIseT TEKyLIEee U MepCreKTUBHOE taHupoBanue paborsr CIIO.

3.3.3. Ob6ecneunBaer BoimosiHeHne CJIO dyHKIUH, TpeayCMOTPEHHBIX JaHHBIM
ITonoxxenuem.

3.3.4. JlaeT nopy4yeHus u Ha3HayaeT U3 yucia paboTHukoB CJ[O 0TBETCTBEHHBIX 32
VICIIOJIHEHHE JIOKYMEHTOB.

3.3.5. BHOCHT IpEIOKEHUS 0 ‘M3MEHEHUIO INTATHOTO PACIUCAHUS YUPEeKICHHUS
B yacti C/IO B yCTaHOBJIEHHOM TIOPSIKE. ' ‘

3.3.6. PazpaOarbiBaeT, oOecrieuMBaeT  CBOEBPEMEHHOE  COIJIACOBAHHE U
* IIPEJIOCTABIISIET HA YTBEP)KJEHUE TE€HEPATILHOMY JUPEKTOPY -

— 1npoekT nonoxenus o CJ10;

— IPOEKTHI JOJLDKHOCTHBIX MHCTPYKIHE padoTHUukoB CJ[O);

— TEPCHEKTUBHBIM IUIaH U oTYeT 0 fAeareabHoctu CJO;

— IIPOEKTHI JIOKAJIBHBIX HOPMATUBHBIX aKTOB, PACHOPSIUTENBHBIX U JIp. TOKYMEHTOB

I10 BoIpocam, Bxo siiuM B komnereniuo CJ1O.

3.3.7. Hecer oTBETCTBEHHOCTH 32 obecrieucHre OE30MACHOCTH JKU3HU M 3J0POBbS
pabotnukos CJIO, coOiroficHue caHUTapHBIX HOPM, HOPM M TNpPaBWI IO OXpaHe TPyIa,
II0XKapHOH 6€30MaCHOCTH.

3.3.8. ®opmupyet 3asBky C/IO k mpoexry OrojpkeTta YUupexJaeHUs Ha TEKyIIHii
U IIJIAHOBBIH [1EPUOJI B YCTAHOBIIEHHOM B MOPSIJIKE.

3.3.9. VHunuupyer OocCylIeCTBIICHHE YUPEeXKJIECHHEM 3aKyIoK Ui obecreueHus
HyxJ{ CJIO B COOTBETCTBUU C JIOKAJILHBIMH HOPMATUBHBIMH aKTaMU 00 OCYIIECTBIICHUU
3aKYTIOK.

3.3.10. Ompejenser MecTa XpaHEHHs IIEPCOHANBHBIX JAHHBIX (MX MaTepUATbHBIX
HOCHUTEJIEH), BBOJUT JOIOJHUTENbHBIE MEPHI 3aIUTH MaTEPUAILHBIX HOCUTEIICH B CiIydae
HEOOXOJIUMOCTH.

3.3.11. O6ecneunBaer  paborukoB CJIO  wHeoOxomumoid  wHpOpManmeit
HOPMAaTUBHO-TIPaBOBOTO  XapakTepa, B TOM 4HCIE JOBOJUT JIO HUX CBEIACHUS
UHIAUBUYaJIbHBIE 1 HOPMATUBHBIE JIOKAJIBHBIE aKThl Y UPEXACHUS.
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3.3.12. IIpoBoaUT MpOU3BOICTBEHHBIC COBCINAHMS.

3.3.13. Anammsupyet pesrenbHocTh CJIO ¢ HENBIO TOCHEAYIONIEr0 YCTPaHCHUS
BBISIBJIEHHBIX HEJJOCTATKOB U COBEPIIIEHCTBOBAHUS PaOOTHI.

3.3.14. Kontponupyer wucrnonHenne paborHukamu CJIO wux o00sg3aHHOCTEH,
COOJIIOZICHHE BHYTPEHHETO TPYIOBOTO pACIIOpsiKa, MPaBUIl IOKApHOU 6e30M1aCHOCTH
U OXpaHsbl TpyJa.

3.3.15. IlpencraBiseT B YCTAaHOBICHHOM IOPS/IKE JOKYMEHTBI JUIS ITOOIIPEHUS
UJIY TIPUBJICYEHHS K JUCLUIUIMHAPHON O0TBEeTCTBEHHOCTH paboTHukoB CJ1O.

3.3.16. Opraunusyet oxkymentoo6opot CJ1O:

— oOecneunBaeTr pa3paboTKy U BeleHre HoMeHKIATypsl aen CIIO B cOOTBETCTBUU
C MHCTPYKLMEH 10 IEJIOIPOU3BOICTBY YUPEKICHUS;

— 00ecIeynBacT CBOEBPEMEHHOE U INPABIIFHOE HCIIOJHEHUE PACTIOPSIUTEIBHBIX
JIOKYMEHTOB pyKOBOJICTBA Y UPEKJICHUS,;

— 00€eCIeYnBaeT COXPAaHHOCTh, HMEIOIMIUXCA B TEKYINEM JEIOIPOM3BOJICTBE
JIOKYMEHTOB JI0 [Iepe/layll UX B apXUB Y UPEXKICHUS;

— o0ecrieunBaeT  MpaBWIIbHOE  O(QOPMIICHHE  JOKYMEHTOB,  H3JI0XKEHHOE
B MHCTPYKIUH TI0 JIEJIOIPOU3BOJICTBY;

— HH(GOPMUPYET PYKOBOJCTBO YUPEKICHHS O XOJC BBIIOJHEHHUS MaHHLIX UM
3aJlaHAN U MIOPYUYCHHUH;

— OTBEYAET 3a CMBICIOBOE COJIEPKAHUE COCTABISIEMBIX JIOKYMEHTOB, TOYHOCTH
U3JIara€MbIX B HUX CBEJCHUN, CBOEBPEMEHHOCTD MOJIIOTOBKH MPOEKTOB JOKYMEHTOB.

3.3.17. HeceT AUCHMIUIMHAPHYIO W HMHYIO IIPENYCMOTPEHHYIO JIEHCTBYIOLIHM
3aKOHOZATEIbCTBOM OTBETCTBEHHOCTD 3a:

— HEWUCIIOJHEHWE WIA HEHaJyIe)Kallee MCIOJHEHHE CBOMX JIOJDKHOCTHBIX
06s13aHHOCTEIA; ' ' :

— HEBBINOJIHEHUE WM HEHaUIeKallee BollojHeHue padoraukamu CJ1O byHKImA,
[IPelyCMOTPEHHBIX JIaHHBIM [lotoxxeHueM.

3.4. B mepuon BpemeHHOro otcytcTBus HawanbHuka CJIO ero o6s3aHHOCTH
uctomHser gokymentosen CJO, HasHayaeMbIi NPUKA30M TE€HEPANBHOTO JIMPEKTOPa, B
COOTBETCTBUH ¢ TpeOOBaHUSIMHU TPYIOBOTO 3aKOHOIATEIHCTBA.

4. MartepuajJibHO-TeXHHYeckas 6a3a u pUHAHCMPOBaHHE

4.1. na peamusanuu ¢yakuuid CIO Hazmessiercss HEOOXOAUMBIM HMYIIECTBOM,
o0opyioBaHKeM, ITOMEIeHUsIMU. He pexxke 0JHOro pasa B roji Ha OCHOBAHUM IIPHUKA3a I10
YypexaeHuro MpoBOAUTCS HHBEHTapU3alns 00heKTOB, 3aKkperuieHHsx 3a CJ1O.

4.2. ®Ounancuposanue aesTesbHOCTH CJIO OCYIIECTBISIETCS B COOTBETCTBUHU C
OrOJDKETHBIM 3aKOHOJIATENILCTBOM 3a CYET CYOCHIMM Ha BBIMOJIHEHHE TOCYIapCTBEHHOIO
3aJlaHus, CyOCHAMM Ha WHBIE IIEJM, a TaKXKe JOXOJO0B YUPEKICHHS OT HCIIONL30BAHUS
UMYIICCTBA, MUIATHBIX YCIIYT, CPEACTB O€3BO3ME3HBIX NOCTYIUIEHUN (IT0KEPTBOBAHMIM) U
HMHOU IIPUHOCAILEH T0XO0J AEATEIHLHOCTH.

HavansHuk ciryx061 / ’
JIOKYMEHTAIIMOHHOTO 00eCIICUCHHS WL // ———M.B. I'puroprena
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