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O0wmee noJiokenune

1.1.  JIOKyMEHTBI VUpPEKIEHMS, MMEIOIIHe MCTOPUYECKOE, KYJIbTYPHOE, Hay4HOe,
COIMA/IBHO-IKOHOMUYECKOE M TMOJMTUYECKOE 3HAYEHHME. COCTABIAKT NOCYAapCTBEHHYIO
yacth HaumonaneHoro apxuBHoro ¢ouaa PecrnyOnukn Kasaxcran, sBiasiorcs
cOOCTBEHHOCTBIO TOCYIApCTBA M MOUIEKAT MOCTOSHHOMY XPaHEHHUIO B IOCY1apCTBEHHBLIX
apXHuBax CTPaHbI.

Jlo mepeaaun Ha TrOCYAApCTBEHHOE XPAaHCHHME YKa3aHHBIE JIOKYMEHTbI BPEMEHHO, B
npejeiax. YCTaHOBIEHHBIX JACHCTBYIOIIMMH IIpaBHJIaMM ¥ HOPMaMH ., XpaHATCs B
YUPEKACHHH.

1.2.  Opranmsauus  o0ecriedMBaeT COXPAHHOCTh, Y4Y€T, OTOOp., YHOpAJAOYEHHE U
MCII0/Ib30BaHue JI0KYMeHTOB HatmonansHoro apxusHoro ¢onja Pecrybinku Kaszaxcran,
obpasyiomimecss B MX AEATEIbHOCTH. B COOTBETCTBMM ¢ JEHCTBYIOIIMMH [IpaBHIaMH
obecneynBaeT CBOEBPEMEHHYIO T[eperadyy ITHUX JOKYMEHTOB Ha TroOCyJapCTBEHHOE
XpaHeHHe.

Bce paborel, cBfi3aHHBIC ¢ [OATOTOBKOM, TPaHCIIOPTHPOBKOW M Mepejadeii apXUBHBIX
JIOKYMEHTOB, [MPOU3BO/IATCS CHJIaMH W (HJIH) 3a CYET OpraHu3alium.

3a yTpary u mopuy JokymeHToB HauumonaibHoro apxusHoro Gouaa PK, nomkHOCTHBIE
JMIa OpraHu3allii HeCyT OTBETCTBEHHOCTh B COOTBETCTBMM C JICHCTBYIOLIMM
3aKOHO/IaTEeILCTBOM.

1.3. B opraausaumu /Uis XpaHeHHs J0KyMeHToB HaumonanbHoro apxusHoro ¢onjaa PK n
3aKOHYEHHBIX JIEJIONPONU3BOACTBOM JIOKYMEHTOB MPAKTHYECKOTO Ha3HauyeHus, UX orbopa,
yueTa, UCTIOJIHEHHA U MOATOTOBKH K TI€pe/laye Ha rocylapcTBEHHOE XPaHEHHE CO3/1al0TCsl
ApXMBBI.

PykoBojcTBO OpraHusaumu  o0ecreyuBaeT BEAOMCTBEHHBIH apXuUB  HEOOXOIAMMBIMH




MOMELICHUAMH, 000PY10BAHHEM M KaJpamMH.

1.4. ApxuB OpraHM3allMM  CO3Jaercd KaKk  CaMOCTOATEJIbHOC  MOJpa3/e/icHHE,
BO3IVIAB/IAEMOE 3aBEAYIOIIMM apXuBoM, JuO0 ero QyHKIHH BO3/JArarTcs Ha JMILO,
OTBETCTBEHHOE 3a BE/ICHHE apXUBa.

1.5. B cBoeii paGore apxuB OpraHu3allMd pPYKOBOACTBYyeTCS 3aKoHozarenbcTBoM PK.
3aKOHOJATE/IBHBIMH  @KTaMK 110 apXMBHOMY  JIely, [IpUMKa3aMM, YKasaHUusIMH
BBIIIECTOSIIMX OPraHoB, PYKOBOACTBA OpPraHM3alliM. HOPMATHBHO-METOAMYECKHMH
nokymentamu  LlentpansHoro  rocyaapcrBeHHoro apxuBa  PK,  meroamueckumu
JIOKYMEHTaMH COOTBETCTBEHHOTO TOCy/apcTBEHHOTo yupewaeHns u llonoxkenus 00
apXuBe OpraHu3alyH.

1.6. Tlonoxenue o6 apxuBe opranusanmu paspabarbiBaeTcss Ha ocHoBaHuK [IpumepHoro
MOJIOKEHHS W YTBEPIKAACTCs PYKOBOJACTBOM OpraHM3alMu [0 COINIACOBAHHIO €
COOTBETCTBYIOLIMM IOCY/IAPCTBEHHBIM APXHUBHBIM YUPEKICHHEM.

1.7. ApxuB opranusanuu paGoTaer o IUIaHaM, YTBEPKIaeMbIM PYKOBOACTBOM
OpraHM3aliiy ¥ OTYUTBHIBAETCA Mepel HUM 0 cBoeif padorTe.

1.8. Kourtpoab 3a  JEATENBHOCTBIO  BEJAOMCTBEHHOIO  apXMBa  OCYIIECTBIIAET
PykoBoautemo Ciyxba ynpapieHUs MepCOHAIOM.

1.9. Cnyxba ynpasiaeHus TepcOHAIOM JIEATEBHOCTBIO  ApXHBA  OpraHu3alvu
OCYLIECTB/ISACT COOTBETCTBY IO1IIEE TOCY/1aPCTBEHHOE apPXHBHOE YUPEK/ICHHE.

2. CocTaB 10KYMEHTOB BEIOMCTBEHHOT0 ApXHBA
B apxuB nocrynator:
2.1. 3aKoHuYeHHbIE JeJONPOH3BOACTBOM OPraHU3aliy IOKYMEHTHI TIOCTOAHHOIO XpaHEeHHs,
00pa30BaHHbIE B JAEATEILHOCTH CTPYKTYPHBIX MOJAPA3/IE/IEHHIT; JTOKYMEHThI BPEMEHHOTO
(cpite 10 s1eT) cpoka XpaHeHus, HCOOXOAUMbIE B IPAKTUYECKOMN AEATEIBHOCTH,
JIOKYMEHTBI 110 JIHYHOMY COCTaBy.
2.2. JIOKyMEHTBI MOCTOSHHOIO XpaHEHUS U 110 JIMYHOMY COCTaBY OpraHu3aluu-
NPE/ILUIECTBEHHUKOB.
2.3.J10KyMeHTBI NOCTOSHHOIO XpaHeHHs U JIOKYMEHTBI 110 JIMYHOMY COCTaBy
JVKBHINPOBAHHBIX CTPYKTYP. HENOCPEJACTBEHHO MOYMHEHHBIX JJAHHOH OpraHH3aiiy.
2.4. JInunsie poHabl BeAYIMX paOOTHHUKOB OpPraHH3aluy, NMOCTYTUBIIINHE B APXUB.
2.5. Nnas uadopmauns, odpazoBaHHas B J1€ATE€IbHOCTH OPraHn3aliny, B TOM YHCJIe HayYHO-
TeXHUYeCKast, ay/IuBH3Y./IbHAs H MallIMHOYHTAaeMas.
2.6. CiykeOHbIE€ M BEJIOMCTBEHHBIE U3/IaHMSL.
2.7. HayuHo-cripaBOuHBIii annapar K JOKyMEHTaM apXHBa.

3. Llean u 3aaa4H BeJOMCTBEHHOIO apXHBa
3.1. OcHOBHBIMH 3a/1a4aMH BEIOMCTBEHHOI'O apXHUBa ABJIAIOTCA:
3.1.1. KomruiekroBaHHue JOKYMEHTaMH.
3.1.2. YVuer, obecnieueHne COXpaHHOCTH, CO3/IaHHE HAYUHO-CIIPABOYHOIO anmnapara,
MCIIO/IB30BAHME JJOKYMEHTOB, XPaHSIIMXCS B apXUBe.
3.1.3. CroeBpemenHas rnepejaya J0KymMeHToB HanmonaisHoro apxusHoro ¢onia PK Ha
rocy/1apcTBEHHOE XpaHEHHE ¢ COOMIONEHHEM YCTAaHOBIIEHHBIX TPeOOBaHMIA.
3.1.4. OcymecTrienue nomoi JJoKkyMeHTalHoHHOI ¢i1y0e opraHu3aluy B KOHTPOJIE 3a
dbopMupoBaHreM U 0OPMIICHHEM J1e]1 B JIeJI0NPOU3BO/ICTBE OpraHU3alluy.



3.2. B cooTBeTCTBHH C BO3JI0KEHHBIMH Ha HETO 3a/a4aMH apXHB JUCIIAHCEPa OCY LIECTBIAET
CACAVIOUINE (PYHKIIHH:

3.2.1. llpuHumaeT JOKYMEHTBI HE [103/Hee, YeM Yyepes 3 roja nocjie sapepLieHus
JICJIONPOU3BOACTBOM, YUUTBIBACT U XPAHUT JOKYMEHTHI CTPYKTYPHBIX IMOApasIe/eHuii,
o0paboTaHHbIe B COOTBETCTBUU € YCTAHOBICHHBIMU TPEOOBAHUAMH.

3.2.2. Pa3pabarsiBaeT U COINIACOBLIBACT C COOTBETCTBYIOIIMM IOCY/1apCTBEHHBIM apXHBHBIM
YUPEKIACHUEM IpauKH NPEA0CTaBICHHS OMUCEH /181, AKTOB O BbIJARICHUN K YHUUTOKEHHIO
JIOKYMEHTOB M niepejiaue JlokymMenToB Haumonansnomy apxusHomy douay PK Ha
MOCTOSHHOE IOCY1IapCTBEHHOE XPAHEHHE.

3.2.3. CocraBaser ¥ npeAcTaBIseT HE MO3/HEE , YeM Yepes 2 roja nocie 3apepuieHus
JEJI0NIPOU3BOICTBOM, TO/I0BBIE pa3lelibl OMHUCEH /1€l MOCTOAHHOTO XpPaHEHHs H 10 JIHYHOMY
COCTaBy Ha pacCMOTPEHHE HEHTPAIBHON YKCIIEPTHOM KOMHCCHU COOTBETCTBYHOLIETO
roCy1apCTBEHHOIO apXMBHOI'O YUPEIKICHHS.

3.2.4. OcyuiecTB/aseT yyeT U o0ecrneunBaeT MoJHyI0 COXPAaHHOCTh HPHHATHIX HA XpaHEHHE
ael.

3.2.5. Co3jaet, MOMOMHAET U COBEPLICHCTBYET HAYYHO-CIIPABOYHBIIT arnapar K XpaHsmumMes
B apXHBE J0KYyMEHTaM, 00€CIIeuHBaeT €ro MpPeeMCcTBEHHOCTh (COBMECTUMOCTD) ¢ HayYHO-
CMPaBOYHBIM annaparoM COOTBETCTBYIOIIETO rOCY1apCTBEHHOTO apXMBHOTO YUPEIK/ICHHS.
3.2.6. Opranmusyer UCI0/b30BaHHE 0KYMEHTOB:

HH(POPMUPYET PYKOBOICTBO O COCTABE U COACPKAHHH JJOKYMEHTOB apXHBa:

BBIZIAET B YCTAHOBJICHHOM TOPS/IKE JI€J1a, JOKYMEHTBI HIIN KOTTIHU JIOKYMEHTOB B LIe/IsX
CJ1y:KeOHOro M HayYHOTO MCTONbL30BaHUS 11 paboThI;

MCIIOHACT 3aMPOChl CTOPOHHUX OpraHu3alHii U 3asBIeHUi rpaxkaan 00 yCTaHOBICHHUH
TPYJ0BOI0 CTaxa M Mo JApyruM BONpOcaM COLMaIbHO-MPABOBOIO XapaKkTepa Kacalomuecs
ACATENBHOCTb OPraHM3alMK, B YCTAHOBIEHHOM TOPSA/IKE BbIAAET KOMUH JOKYMEHTOB
apXMBHBIE CIIPABKU:

BEJICT YYET HCII0Ib30BaHUA TOKYMEHTOB, XPaHALIHUXCS B apXUBE.

3.2.7. IlpOBOAHUT HKCIEPTH3Y LHEHHOCTH JAOKYMEHTOB, XPAHAIINXCS B apXMBE, YUaCTBYET B
paboTe HKCNepTHONH KOMUCCHH OpraHU3aLHH.

3.2.8. Oka3bIBa€T METOAMYECKYIO [TOMOILIb CIIyk0€e JAe0MNPOU3BOICTBA B COCTABICHHH
HOMEHKJIATY bl J1€J1 OPraHH3alinK, KOHTPOJIUPYET NPABUILHOCTE (POPMUPOBAHHS U
oopMmIIeHNs 11 B 1€10MPOU3BO/ICTBE. A TAK ke MOArOTOBKH M T1epe/iauu el B apXHB
OpraHu3almnu.

3.2.9. YuacTsyer B IPOBEICHMH MEPONPHATHI 110 NOBBIIEHUIO KBATH(HKALMH paBOTHHKOB
JICJIONPOU3BOACTBEHHOI M apXMBHOI CITy/KO opraHu3aiinm.,

3.2.10. Pa3 B 3 rosia npejcTaBiIseT B COOTBETCTRYIOIIEE rOCYAaPCTBEHHOE APXHBHOE
YUpeKIeHHE CBECHHA 0 cocTaBe H 00beMe 10KYMEHTOB 110 yCTaHOBICHHOI (hopme.

3.2.11. lloaroTaBiuBaeT U B yCTAHOBICHHOM MOPS/IKE MEpe/IaeT Ha XPAHEHHE B
COOTBETCTBYIOIIIEE IOCY/IAPCTBEHHOE aPXUBHOE YUpekK/1eHue 10KyMeHThl Halmonansnoe
apxuBHOro ¢onzaa PK.

4. PyHKUHH

4.1.BetomMcTBeHHBIN apXHB B 1I€ISX BBINOJIHEHHS CBOMX [JIABHBIX 3a/a4 OCYLIECTB/IACT
CAeyIOLINe OCHOBHBIE (Y HKIIMK:



4.1.1. npMHUMAET HA XpaHEHNE B COOTBETCTBUH C IMOPAAKOM. YcTaHOBAeHHbIM [IpaBniamu
JIOKYMEHTHPOBaHHUS Jaena  CTPYKTypHbBIX mnojpasjaenenuii  [SAMuO  gpiastommxcs
MCTOYHUKAMH KOMILJICKTOBAHUS apXHBa.

4.2. YuuteiBaeT 1 00eCreunuBaeT COXPAHHOCTD IIPHHATHIX B apXUB JI€]1 U JIOKYMEHTOB.

4.3.0cyuiecTiaser GOHAMPOBAHUE MPUHATHIX B APXUB /€] U JIOKYMEHTOB.

4.4. CocraBasier HAy4HO - CIIPABOYHBII anmapar K XpaHsaummmes B apXuBe JOKYMEHTaM ¢
YYETOM €ro MPEeMCTBEHHOCTH € HAyYHO - CIIPABOYHBIM annaparoM K JAOKyMEHTaM,
MepeIaHHbIM B rOCY/IapCTBEHHBIH apXuB.

4.5.YuyBCTBYET B TIPOBEJACHHUH  IKCHEPTH3bl LIEHHOCTH JOKYMEHTOB, XpaHSIIHUXCS B
apxMBe. eKerojaHo npejcrapiaser Ha pacemorpenne DK - I[SIMuO rojoseie pasjesns
CBOJIHBIX OINKCEN e, NOUIeKallMX XpaHeHMI0, M aKThl Ha JieJla, BBIJICJICHHBIE K
VHHUYTOKEHHIO B CBSI3M C MCTEUEHMEM CPOKOB MX XpaHeHus: yuyacTByer B pabore DK
LIAMuUO

4.6. OKa3bIBACT METOAMUYECKYIO TOMOIIL B MPOBEJACHUN B JICTONPOU3BOACTBE OpraHU3aLuu
IKCMEPTU3BI LIEHHOCTH JTOKYMEHTOB.

4.7. lloaroraBiMBaeT U B yCTAHOBJIEHHOM HacTosiuMu [lpaBuiamu nopsake mnepeaaer
Ha rocy/1lapCTBEHHOE XPAHEHHUE JIOKYMEHTHI

4.8.0Ka3biBacT METOJAMYECKYIO M TPAKTHYECKYIO MOMOLIbL CIyKOe J1e710MpoM3BOICTBA
OpraHu3auun (KaHUeIsIpus, CEKpeTapuar) B PO3bICKE €/, 3aBEICHHBIX B COOTBETCTBHU C
HOMEHKJIaTY pO# J1e]1, HO CBOEBPEMEHHO HE MOCTYMUBLIUX B BEOMCTBEHHbI apXuB.

4.9. Bpuzaet B YCTAHOBJICHHOM T[OPSAJKE JOKYMEHTbl WM KOIMH JOKYMEHTOB
3aMHTEPECOBAHHBIM OPraHU3aLMsAM BO BPEMEHHOE M0/b30BaHHE

4.10. Hcnoanser 3ampochl opraHusaumii no sassieHuio rpaxjaad PK no Bompocam
COILIHAIBHO - TIPABOBOIO XapakTepa, B YCTAHOBICHHOM IOPSJIKE BBIJACT KOMHH JOKYMEHTOB
M apXMBHBIE CIPABKH. KOHCYJLTHPYET OpraHu3alMy W OTAEIbHBIX JIMIL 110 BOINpOCaM
MECTOHAXOKACHUSA JTOKY MEHTOB, HEOOXOAMMBIX I HABEACHUSA apXHUBHBIX CIIPABOK;

4.11.Bezner y4er UCIOIBL30BAHUS JOKYMEHTOB, XPAHAIIMXCS B apXUBE.

4.12.0cyiecTBaseT  MPOBEPKY  COXPAHHOCTH, MPaBHJALHOCTH  (QOPMHPOBAHUA U
ohopMIEHUSA A€ B ACTONPOU3BO/ICTBE OPraHu3alllu

5. IlpaBa apxuBa

JIn5 BBINOZIHEHUS BO3JI0/KEHHBIX (DY HKIMIH BEIOMCTBEHHOTO apXUB UMEET IPaBo:
5.1.  KoHTpoinpoBarh BHIIOJIHEHHE YCTAHOBICHHBIX NPaBui1 paboThl ¢
JIOKYMEHTaMH B CTPYKTYPHBIX MOPa3/1e/IeHUAX OpraHu3aiinu
5.2.  3ampaimmarh OT CTPYKTYPHBIX M0/Ipa3/ie/ieHHi OpraHu3allii CBeICHNUS,
HeoOXoMMBbIe /U1 paboThl apXxMBa, ¢ yueToM o0ecreyeHus BbIMOTHEHHS BCeX
BO3/I0’KEHHBIX Ha apXMB 3a/1a4 1 (yHKIHA.

6.0TBETCTBEHHOCTH APXHBHCTA BEJOMCTBEHHOI0 APXHBA

6.1.  ApPXMBHCT BEJIOMCTBEHHOI'O apX1Ba HECET OTBETCTBEHHOCTH 3a BhIMOJIHEHHE
BO3JIOJKEHHbBIX Ha apXuB 3a/1a4 U GyHKIMIA.



