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Binnin inopmanii Ta
BHKOPHCTAHHA DOKYMEHTIR
Ta JOKYMEHTaNLHOTD 3a0e3nedeHHn

HOCAJOBA IHCTPYKIIA
BLLF Jpey Ne 237
M. XapKis

[Mocanosa iveTpyRNin

FONOBHOTO cneuianicTa Biaginy
inopaanii, BUKOPHCTAHHS JOKYMEHTIR
T4 JOKYMEHTAIEHOTD 3abe3nedeHHA
Hleptunn Ipunn [NeTpiean

1. 3arajabHi noJoxenHA

1.1.Tonosanil cnemianict siaminy iHopmaril, BUROPHCTAHHA JOKVMEHTIB Ta
JOKYMEHTANBHOro 3abesnedeHns (Jani — ronoBHMil cnemianict sinainy) JepxasHoro
apxisy Xapxiecerol oGnacti (nani — Jepmasauit apxis) signosinac 3a sxicHe i
CBOEYACHE BHKOHAHHA PobOTH ¥ HaNpPAMI BUROPHCTAHHA iHQOPMALIT JOKYMEHTIB, 1110
sbepiratotees v JlepwasHoMy apxisi.

1.2, lonosuuit cnemanicT BiALITY NMPHIHAYAETHCHA | 3BIABHAETHLCA 3 NOCAIH
HaKa3oM AupexTopa HepwasHoro apxisy.

1.3. Tonosrwil cremiaticT BiNINY Y noBcaxaeHHid poboti GeznocepenHso
MiANOPATKOBYETHCA HAYANBHHKY BiAinyiH(opMalil Ta BHKOPHCTAHHS JOKYMEHTIB,

1.4, Y ceoili pgianeHOCTI TOMOBHMA  CHEWIANICT BIANITY KEPYETHCH
Koncturyuiero VYxpainm, 3sakowamu Yxpaind, nocraHosamu Bepxoswoi Pamn
VEpalHH, ykazamH Ta poanopamkeHsHsaMi [Ipesunenta Vipaiumw, nocraHoBaMu Ta
posnopamxennamy  Kabinery Minictpis  Vkpaiun, posnopamseHHSMH TOJOBH
Xapkiscerol ofnacHol aepwasHol aamimictpauii, IMosowennam npo Jepwasauii
apxis Xapkiscekol ofnacTi, 3aTBep/UKEHHM PO3NOPAIUKeHHAM rogoBH Xapkischkol
obnacHol nepaaeHol anminicTpauii sin 27 rpyaxs 2016 poxy Ne 637, nakazamu
anpexropa JlepwasHoro apxiBy Ta IHIMHMH HOPMATHBHO-TIPABOBHMH aKTaAMH |
JAOKVMEHTAMH.

3 NHTaHL OpraHizaull Ta METOIMKH apxiEHOI cnpaBW kepyerscs [lpasunamu
poboTy apXiBHMX yeranoB YrpaiHn, 3aTBepIeHHMH HakaszoMm MidicTepeTsa rocTHil
¥ipaimn sin 08.04.2013 Ne 656/5 1a 3apeectposanmnmu B Midictepersi woermuii



Vepainn 10 ksitus 2013 poky 3a Ne 584/23116, ta pexomenmauiamu JepwasHol
apxisxol eyl Yipainm.

2. 3apIaaHHAa Ta oDoB'HIKN
Tonosnuii cnewiamicT:

2.1. BHroHYE 3anuTH COLIANEHO-NPABOBOTD, TEMATHYHOMD, MreHeANOriNHOTD T4
biorpadiusoro XapakTepy, 3anUTH iHOIEMHHX TPOMATIAH.

2.2, Hanae nnatsi mocnyry lopuunyHum i disndauM ocofaM 3 NHTaHb, 1O
HANEKATE 10 KOMTIETEHIIT BITIY,

2.3. Opranizosye poboTy no 3abe3ne4eHHI0 KOPHCTYBaYiB, v ToMy 4Hcmi i
iHOIEMHHEX, AKi NPaIlonTh ¥ YWTansHOMY 3ami [lepmasuoro apximy, neobxinHow
iHhopMauieo, '

2.4. Hanae xopHCTyBadaM ONMHCH Ta COPABH i3 apXiBOCXOBHIIL

2.5, llepepipac HanBHICTE JOKYMEHTIE Y chpaBax nicas poboTH 3 HHMH
KOPHCTYBa4iB ¥ YHTansHomy 3ami JepaasHoro apxisy.

1.6. Buxonye pobory i3 BcebiyHOro BHKODHCTAHHA  JOKYMEHTIE
Hanionanenoro apxissoro GoHAY MICHEBOrO NOXONKEHHS WITAXOM NiAMOTOBKH
BHCTABOK NOKYMEHTIB, NpOBSNEHHN Jekuiff, NiAroToBKH TeMaTWyHmx noGipok,
Nepenikie JOKYMEHTIB, onpHmonHeHHs indopMaiii y 3acobax Macosoi iHopmaii.

2.7. Indopmye opraHM JepxaBHoi RNaAM, YCTaHOBHM, oprasizamii Ta
NiANPHEMCTEA NP0 HAasBHICTE B JlepmaBHOMY apXiBi JOKYMEHTIE 3 GKTYaNEHO!
TEeMATHKH LUIAXOM HanaHHs IM ignosinHol indopMauii.

28. bepe yuacte y nyOnixkauii B yCTaHOBNEHOMY NOPAAKY IOKYMEHTIB
Hamionansroro apxisworo ¢ommy, BHMYcKy IoBinkoso-indopmaniifimx Buiass i
nociOHMKIB 3 apXiBHOI CIPaBH Ta JiN0BOICTEA.

2.9. Bepe yuyacts y nmigroToBui crareil mns nybmikamii y sacofax Macosoi
IH(OpMALIT, OpoBeleHHA pafio- Ta Telenepenay, y po3pobui  METONHYHHX
peKroMeHaatlif, maM'aTOK TOWO 3 MHTAHE, NI0 HATEXKATh 00 KOMIeTeHLUIT Biainy.

2.10. Bepe yqacts ¥ pofori YHTAUEKHX KOHDepeHLIii, BHCTYNAE 3 JONORLATMH,
NSKIIAMH | NOBIIOMIEHHAMH.

2.11. 3pificHioe pinosl 38'A3KH 3 OpraHizauiaMM, HaYKOBHMH YCTAHOBAMH,
sacolaMH  macosol imdopmauil Tomo 3 mnMTaHR Opramizadii  BHKOPHCTAHHA
noryMmentis HaumionansHoro apxissoro dorIy MicHeBoro noxomxeHHA,

2,12, 3abesnewye JoTpHMaHHA NPaBHI  BHYTpillHbOro  caywbosoro
PO3MOPAAKY Td BHKOHABCHKOT AHCLHIUTIHK, BHMOT 3aKOHOJABCTRA 3 OXOPOHH Tpall Ta
NOEENKHOT Deanexy.

2.13, 3abesneqye 3aXHCT NEPCOHANBHUX JAHHX,

3. llpasa

lNonosrui coemianict BiAginy Ma€ Npaso:

3.1. Omepxysaru Bin kepisEnuTBa [lepwasnoro apximy, crispofitHHKiB i
APXIBHHX ycTanoB HeoOXizHy iHpopMmauiio, JokyMesTH i Marepianu, Heobxiaui ana



BHKOHAHHA MOKIANEHHX HA HLOTO 3aBldHb, KPIM THX, LIO MICTATH iHdopmManino 3
oOMEMEHHM JOCTYIIOM.

3.2. KopucTyeaTHck B YCTAHOBIEHOMY MNOPAIKY iH(opMauifinamu GasaMmu
OpPraHiB BHKOHABYOI BAANH, CHCTEMaMH 3B'S3KY | KOMVHiKauiil, mepexamu
CHEHIANBHOTO 3B A3KY Ta IHIIHMH TeXHITHHMHE 3acobamMu.

3.3. 3nificHIOBATH B YCTAHORNEHOMY MOPAIKY MiNOBI CTOCYHKH 3 apXiBHHMH,
HAVKOBHMH T4 {HIIHMH YCTAHOBAMH 3 NMHTaHA, 110 BXOASTE 0 KOMIETEHIIT BiAmimy.

3.4. bpatn y4acTh ¥ ceMiHapax Ta KOH(EpeHlliax 3 NUTaHs, WD HATEKATE 10
KOMOETEHLIT Bimminy.

3.5. Bpati y4acTs ¥ Hapagax Biomimy.

3.6. Bxomgume no ckmamy THMYACOBHX paj, KoMiciil 3 IMTAHR BHKOHAHHA
HaykoBo-iHGopMatiiinux pobit, JoxyMerTaneHuy nydnikaniil JepxasHoro apxisy, B
TOMY HHCII 1 TIO3ANTaHOBHX, 38 pilleHasM abo 3 Zo3BoNY KepisnuirTea JepwasHoro
apxinsy.

3.7. Hanapatn wkoncynsTanil KOPHCTYB&HAM, BiABiNyBauaM, nNpaliBHHKAM
HepaaBHOTO apXiBy 3 MATAHE TiSALHOCTI BNy i APXIBHHX YCTaHOB.

3.8. [llpufimarH piledHs B MeKaX CBOEl KOMIETEHOI], MAMHCYBATH
JOKYMEHTH, MAroToBReH] 0cobHCTO, BIAMOBIAHO 10 NocagoBux oboB A3KiB.

4. Binnoeigansnicrs
['onopswmit cnemiamicT BiATLTY HECE BIANOBIJANEHICTE 34

- Ha/lgiKHe BHKOHAHHA MOKNAIEHHX Ha BIAOIA 3aBRaHb, Mpasrn i ofoB A3KiB,
nependadeHny 1i0YHMHE HOPMaTHBHHMH JOKYMEHTAMH | L€ IHCTPYKILIED, A TAKOW
34 CBOEYACHE | AKICHEe BHKOHAHHA TUTAHOBHX 3aBIAaHL | TOPYYeHE;

- TIOPYIIGHHA HOPM eTHKH MOBENIHKH JepHaBHore cayxOoBla Ta ofMeKeHs,
MOB A38HMX 13 OpHIHATTAM Ha JepkaBHy cayxly Ta i npoxouKeHHAM;

- POSrONIOMEHHA ¥ Oynb-axui cnocif nepcoHankHMX faHux, Axi oMy Gymo
Aosipeno abo AKI cTanH BLAOMI ¥ 3B'A3KY 3 BHKOHaHHAM MOCAJ0BHX abo cryikGoRHX
oboB'R3KIB.

5. Hoeunen anarn
lNonosuuit cnemianicT BiATINY NOBHHEH IHATH:

- 3aKOHOAGBCTBO 3 ApXIBHOI CIIpasH;

- KepiBHi Ta HOpmaTtusHl noxymentH Hepwasnol apxissol cnyxlu Vipainm i
MICLIEBHX OpraHiB BNAIH, WO BHIHAYAIOTE HANpAME dianeHocT JepxasHoro apxisy;

- 3aKOHONABYl AKTH Ta KepiBHI JOKYMEHTH 1040 AepkaBHOl cmyvxDOH Ta
maisneHocTi Jepxasroro apxisy;

- cknan, diswynni cTaH | 3MICT KOMIUIERCY NOKYMEHTIB, IO 3DepiraloThcs B
JepiwapHoMYy apxisi;

- CHCTeMY NOBIAKOBOTO anapaty i cxknan JosiakoBo-iHbopMmauifinoro doHny
JepaaBHOro apxisy;



- NPABH/IA OXOPOHH Npaili, TEXHIKH De3nekn Ta MPOTHNOWEKHOTO 3aXHCTY;
- DepiKaABHY MOBY.
lofosumit cnewiamicT BIAAITY NOBHHEH BMITH KOPHCTYBATHCH KoM IOTEPHOIO
TEXHIKDH.
6. Keaaigikauiiisi sumorn

Ha nocagy ronosHoro cneuianicta NpH3HAYAETECR ocoda, AKa Mae BHIY OCBITY
CTYTIEHA MOJoAIIOro Dakanaspa abo DAKanaEpa, BUIEHO BOJAGIE JepiKaBHOK MOBOH).
Hoceiay poboTh He notTpebyve.

7. BaaemoBianocHHu (38 A3KH) 32 N0OCAT010
Ana sukoHaHHA 0DOBAIKIE TA peamsanli Npas ToNOBHHI cheulanicT Bioaimy
B3AEMOZIE 13:
- cniBpoBITHHKAMHI CTPYKTYPHEX migpozainie Jepwastoro apxisy;
- ChiBpo0ITHHKAMH (HIDHX APXIiBHHX YCTAHOB, NIINMPHEMCTB, VCTAHOB Ta
opragizauiit ycix Qops BAACHOCTI 3 NHTAHE MICUEIHAXOKEHHA AOKVMEHTIB TA
MIArOTOBKH AOBIIOK Ha sanuTi JepaasHoro apxisy.
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