YTBEPXJIEH
npukaszom pykosoauteist KYBO

«"0CylapCTBEHHEIH apXuB BopoHexcKo#i 00macTH»
ot 12 susaps 2023 r. Ne 7-O

KOJEKC IIPABHJI CJIYKEBHOI'O ITIOBEJAEHUS U 3THKHU
PABOTHUKOB KA3EHHOTI'O YUPEX/JJEHUSI BOPOHEKCKOW
OBJACTH «'OCYJAPCTBEHHBIA APXUB BOPOHEKCKOM
OBJIACTHN»

1. O6mue NoJIoKeHust

1.1. Komexc mpaBui ciy)keOHOro MOBeJeHUS X OTUKH paborHukoB KYBO
«I"ocymapcTBeHnbIi apxuB Boponexckoi obuactiy (nanee - Kogekc) pazpaboran
B cooTBeTcTBUU ¢ Ykazom [Ipesunenrta Poccuiickoit ®enepauuu ot 02.04.2013r.
No 309 «O Mepax 1o peajuzalidy OTHAEJBHBIX 110J0KeHni DeepanbHOro 3aK0Ha
«O TPOTHBOAEHCTBHH KOPpyIHn», PdexepansHeM 3aKkoHOM OT 25.12.2008 r. Ne
273-D3 «O 11poOTUBOAECHCTBUM KOPPYIILUM» ¥ MHBIMWA HOPMATUBHBIMH ITPABOBBIMH
axTamMu Poccuiickoit Meneparnwu 1 BopoHexkckol 00nacTy, a Tak)Ke OCHOBAaH Ha
0GLICIPU3NANHBIX HPABCTBEHHBIX PUHIMIIAX K HOPMAX POCCUHCKOro 00uIecTBa 1
rocy1apcTaa.

1.2. Komekc mpencrasisier co6oil ¢BOA OOIIMX IMPHUHIMIIOB MPO(ECCHOHATBHOM
c1y’)KeOHOM 3THKM W OCHOBHBIX MPaBMII CIIY)KEOHOro IOBEICHMS, KOTOPBIMH
JOIDKHBI  pyKoBoacTBoBaThest pabotHukn KYBO  «locynapcTBeHHBI  apXuB
BopoHexxckol  obnactu»  (manee — pabOOTHHUKM —apXuBa) HE3aBUCHUMO OT
3aMelaeMoi UMHU NOJDKHOCTH.

1.3. ['paxpaanu, noctynarommii Ha paboTy B KYBO «l"ocynapcTBeHHbBIH apXuB
Boponexckoit obnactuy (mamee — KYBO «I"ABO»), 00s13an 03HAaKOMHTBCs C
nonoxkenusmu  Kojiekca W cobirogath WX B IIpolecce CBOEH  TpyaOBOH
JESITENBHOCTH.

1.4. Kasxplit paOOTHUK apXuBa JOJDKEH [IPHHUMATE BCE HEOOXOIMMbIE MEPbI 1S
cobuonenus nonoxenui Kojekca, a Kax/bIH TpaJIaHUH TpU oOpalleHun B
yupeskJ(eHre BIIpaBe OXKHUAATh OT PabOTHMKA apXuBa [TOBEJCHUS B OTHOIIEHHUAX C
HHM B COOTBETCTBHH C ToJjioxkeHUuAMHU Kosekca.

1.5. Lleasro Komekca sBsieTCS YCTAHOBJIEHHME ITHYECKUX HOPM U IIpaBul
CITyKeOHOro MoBeJeHus paOOTHUKOB apXMBa JUIsl JIOCTOWHOIO BBITIOJIHEHNS MMU
cBoei npodecCHOHANbHON IeATeILHOCTH.

1.6. Komexc Tpu3BaH TOBBICHTE d((OEKTUBHOCTD BEINONHEHMs PabOTHUKAMHE
apXUBa CBOUX JTOJKHOCTHBIX 00S3aHHOCTEH.
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1.7. Komexc cy»uT OCHOBOH st (GOpMHpOBaHMS AOIKHOM Mopain B cdepe
APXMBHOTO ~ JleJla, YB&KHTEJILHOIO OTHOIIEHMS K paboOTHUKAM apxusa B
0OIIeCTBEHHOM CO3HAHMH, & TAK)KE BBICTYIIA€T KaK HMHCTUTYT HPaBCTBEHHOCTH
pabOTHHKOB U UX CAMOKOHTPOJIS.

1.8. 3uanue U cobmoaenre paboTHHKaMK apXuBa rnojsoxenuin Kogexca spisercs

OJIHUM M3 KPHUTEPHEB OICHKH KadecTBa WX MPO(eCcCHOHATBHON JesTeIbHOCTH U
CIyKeOHOTO ITOBCHCHHS.

2. OcHoBHbIe NPHHOHUIBI K IpaBMJIa cnymeﬁuoro nmoBCJACHUS
p86OTHHKOB apxXuBa

2.1. OCHOBHBIE PUHIUIIBI CIIY)KEOHOTO ITOBENEHNs PAOOTHUKOB apXHBa SBJISIOTCS
OCHOBOH IIOBEJEHUS TI'PKIAH B CB3M C TPYNOBOH IESITCIBHOCTBIO B cdepe
apXUBHOTO JIerna.

2.2. PabOTHHUKM apxuBa, CO3HaBass OTBETCTBEHHOCTHL IIepell [OCYAapCTBOM,
0OIICCTBOM M IpakjlaHaMu, NPU3BaHbI:

a) MCIOJIHSTL  JIOJDKHOCTHbIE 00S3aHHOCTHM J0OPOCOBECTHO, HA  BBICOKOM
npodeCcCHOHATEHOM ypPOBHE, HeoOXoauMoM JUIsi oOecriedeHust 3G QPeKTUBHON
paboTel KYBO «"TABO»;

0) wHe coBepmiaTh JEHCTBUN, CBSI3AHHBIX C BIHSHHEM KaKUX-JIHOO JIMYHBIX,
UMYIIECTBEeHHBIX  ((UHAHCOBBIX) M  HHBIX HHTEPECOB, IPENATCTBYIOIIMX
J006pOCOBECTHOMY HCITOITHEHUIO JOJKHOCTHBIX 00s13aHHOCTENH;

B) COOJIFOIATH HOPMBI CIIYKE€OHOH, TpodeccCHoHaIbHON 3TUKU U IIpaBUiIa AJIOBOIO
MIOBEJICHHUS;

F) [POSABJIATE KOPPEKTHOCTL M BHUMATCIIBHOCTL B OGp&UI@HI/H/I C rpaxigaHaMnu M
JOJDKHOCTHBIMHM JIMIIaMU

1) BO3JCPXKUBATHCS OT ITOBEIEHUS, KOTOPOE MOTJIO OBl BBI3BATh COMHEHHE B
00BEKTHBHOM HCITONHENHH PpaOOTHHKOM apXHBa JOJKHOCTHBIX 00A3aHHOCTEH, a
TaKyKe He HOIYyCKaTh KOH(JIHMKTHBIX CHTYAL[Hi, CIIOCOOHBIX HAHECTH yuIepO ero
peniyraupn  wim - aproputety  KYBO «['ABO», He coepmaTe NOCTYIIKH,
MOpoYAIlKe ero YeCTh U JIOCTOUHCTBO;

C) YBOXHUTCIBHO OTHOCHTBLCS K JIEATCILHOCTH MPEACTABUTENICH CPEICTB MACCOBOU
nHdopmanmu rno nHbpopmuposanuto odmectra o padote KYBO «I"'ABO», a Takxe
OKa3bIBATh WM B YCTAHOBICHHBIX 3aKOHAMM Cllydasix M IOpsJIKE COJECHCTBHE B
NOJYyYeHUH JOCTOBEPHON MH(MOPMALINH;

X) ITOCTOSIHHO CTPEMHUTBHCSI K OOECIeYeHHUIO KaKk MOXHO Oojiee 3¢hheKTHBHOro
PacropsUKEHHWsST  pecypcaMy, HaxolsiuMmucss B cdepe €ero OTBETCTBEHHOCTH.
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2.3. Pabormukm apxuBa o00s3aHBl cobmonate Koxctutyumro Poccuickon
denepauny, QeacpanbHble KOHCTHTYIIMOHHBIC 3aKOHBI, ()e/CpajibHbIe 3aKOHBI,
WHbIE HOpPMATHMBHBIE IPaBOBBIE aKThl Poccuiickoi — dexepauny, Vecras
BopoHexckoil 0BJNACTH, 3aKOHbl W WHbIC HOPMATHUBHBLIC IIPABOBBIC AKTLI
Boponexckoi 00macT 1 00ecreunBaTh UX UCIIOTHEHHUE.

2.4. PaboTHUKM apXyBa B CBOEH EATENBHOCTH HE JOJDKHBI JOITYyCKATh HapylIeHne
3aKOHOB M HMHBIX HOPMAaTUBHBIX IPABOBBIX aKTOB, HMCXOMs H3 ITOJUTHYECKOH,
KOHOMMYECKOH 11eJ1ec000pa3sHOCTH JINOO IO HHBIM MOTHBAM.

2.5. PaboTHUKM apxuBa 00si3aHbl IIPOTUBOJIEHCTBOBATH IIPOSIBIIGHUSIM KOPPYILIMU
M I[pPeANpPUHUMATL MeEpPbl 110 €€ IPOQHMIAKTHKE B IOPSAKE, YCTAaHOBIEHHOM
3akoHoarenscTBoM Poccuiickoit denepaunu.

2.6. PabOTHHKY apxXHBa 3alpeniaeTcs IIOJIy4YaTh B CBS3H C HCIIOJTHEHHEM UM
JIOJDKHOCTHBIX 00SI3aHHOCTEH BO3ZHATPAKICHUS OT (PU3HYCCKHUX U FOPHUIMUECKHX
avn (OAapKH, ICHEKHOE BO3HAIPaKIACHHE, CCY/IbI, YCIYTH, OIUIATy Pa3BlICUCHUM,
OTJ/IbIXA, TPAHCIIOPTHBIX PACXOIOB U HHBIE BOZHATPAXKICHHS ).

2.7. PabotHux apxuBa o00s3aH TPUHHUMATL COOTBETCTBYIOIIUE MEphbl 10
obecrieyeHnro  OE€30MaCHOCTH ¥ KOHQUAGHIMaNbHOCTH  HWHpOpMaluu, 3a
HEeCAaHKLUMOHUPOBAHHOE Pa3rialllecHNe KOTOPOH OH HECET OTBETCTBEHHOCTD MITH (M)
KOTOpasi CTajlla M3BEeCTHAa €My B CBSA3M C WCIIOJJHEHHEM WM JOJDKHOCTHBIX
00sI3aHHOCTEN.

2.8. PaboTHUK apxuBa, HaAJEJIEHHbIM OpraHU3allMOHHO-PACIIOPS U TEILHBIMK
[IOJTHOMOYHMSIMU TI0 OTHOILICHHIO K IPYTHM pabOTHHKAM apXHUBa, JOJDKEH OBITh JJIs
Hux obpasiom npodeccruoHanu3ma, Oe3ylpedHON peryTainuu, CrocoOCTBOBATHL
QOPMHUPOBAHHUIO B apXMBe OJArornpUsTHOro I 9PPEKTUBHON pabdoThl MOpabHO-
[ICUXOJIOTHYECKOI0 KIMMara.

2.9. PaboTHUK apxuBa, HAIEJCHHBIM OPraHU3alMOHHO-PACIOPAIUTEIILHLIMU
MOJHOMOYUSIMH IT0 OTHOILIEHHUIO K IPYTUM pabOTHUKAM apXUBa, IPU3BAH:

a) IPUHUMATE MEPBI TT0 HEeJIONYIIEHHIO CO3/IaHus KOH(DIINKTHBIX CUTYALINH;
0) MPUHUMATEL MEPEI 110 MTPEAYIIPEXIEHUIO KOPPYITLHH.

2.10. PaboTHUK apxuBa, HaJCICHHBIH OPraHU3aLMOHHO-PACIIOPAIUTEILHEIMHU
[IOJJHOMOYHSIMH 10 OTHOLICHHIO K APYIUM pPAabOTHHKAM YUYpPeXKJEeHHs, JOJDKEH
IPUHUMATD MCPBI K TOMY, YTOOBI NOJYMHECHHBIC MY COTPYIHHUKH He JOITyCKalln
KOPPYIUIHUOHHOOTIACHOTO IIOBEJICHUS, CBOMUM JIMUHBIM [IOBEAEHHEM II0[aBaTh
[PUMEP YECTHOCTH, OECIIPUCTPACTHOCTH U CIIPABEAINBOCTH.

2.11. PaboTHWK apxuBa, HaJIETEHHBIH OpPraHHu3allMOHHO-PACIOPAANTENLHLIMU
[IOJIHOMOYHMSIMH TI0 OTHOLICHHUIO K JAPYrMM PaOOTHUKAM YYpeXKIEeHUs, HeceT
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OTBETCTBEHHOCTh B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickoi Mejepalnu
33 JIGWCTBUSA WM Oe3/leHCTBHE MOAYMHEHHBIX €My COTPYAHHKOB, HapyIIAIOLIUX
NPUHIMTBI STUKK U TIPaBHIa CIyKEOHOTO MOBEACHHS, €CJIM OH HE NPUHSIT MEpLI
MO HEJOMYIIEHUIO TAKUX JeHCTBIH WK Oe3/1eCTBU.

3. DTHyeckHe MPABUIIA CYKeOHOro MOoBeJeHHSs
pabOTHHKOB apXHBa

3.1. B cayxeOHOM TMOBeAeHUH pabOTHHKY apXHBa HEOOXOAUMO HCXOAUTb M3
KOHCTUTYLUMOHHBIX IIOJIOXKEHUM O TOM, YTO 4YeJIOBEK, €ro ImpaBa W CBOOOJIBI
SBJISIFOTCS  BBICIIEH IIEHHOCTBIO M KaXJblM TpaKJaHWH HMeeT IIpaBo Ha
HENPUKOCHOBEHHOCTh YAaCTHOW >KM3HHM, JIMYHYIO M CEMEHHyIo TalHy, 3aluTy
9YeCTH, JIOCTOMHCTBA CBOEro JJOOPOro UMEHH. '

3.2. B ciyxeOHOM TOBeleHHH pPabOTHUK apXuBa BO3AEPKUBAETCH  OT:
a) rpy0oCTH, ITPOSIBICHUH NMPeHeOPEeKUTEILHOTO TOHA, 3aHOCUHBOCTH, IIPEAB3ATHIX
saMe4aHni, TPeAbsBICHUs HEIPABOMEPHBIX, HE3aCTYKEHHBIX OOBHHCHHMH,
0) yrpo3, 0CKOpOUTENBHBIX BBIPAXKEHUH WK PEIUIUK, AeHCTBUH, IPENSTCTBYIONIMX
HOPMaJIbHOMY OOIIEHMIO WM ITPOBOLMPYIOLIUX IPOTUBOIPABHOE [OBEJEHUE,;
B) KypeHHs BO BpeMs CIY)XeOHBIX COBeIIaHu#, Oecel, HMHOro CiIyXebHOro
00MmeHust ¢ rpak1aHamMu.
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3.3. PaGoTrHuKH apxuBa TMPU3BAHBl CIIOCOOCTBOBATH CBOMM  CIIY)KE€OHLIM
TIOBEJIEHMEeM YCTAHOBJICHWIO B KOJJIEKTUBE JIEJIOBBIX B3aMMOOTHOIIEHHH U
KOHCTPYKTHBHOTO COTpYIHUYECTBA IpyT C APYTOM.
PaGorHUKM ~ apXWBa  JOIKHEL  OBITH  BEXIMBBIMH, JIOOpOKeTaTeNbHBIMH,
KOPPEKTHBIMM, BHHMATENBHBLIMH ¥ MPOSBIATE TEPIUMOCTH B OOIICHUH C
rpakIaHaMy 1 KOJIEraMHu.

3.4. PaGoTHUK apxuBa I[P MCIIOJHEHUH OJDKHOCTHBIX OOsi3aHHOCTEH 00s3an
[OJUIEP)KUBATh BHEUIHHM BUJ, CIOCOOCTBYIONIMN YBaXXUTEJILHOMY OTHOIICHHUIO
rpaX/aaH M COOTBETCTBYIOLIMN OOIIENPUHSATOMY J€JIOBOMY CTWIIIO, KOTOPbIM
OTJINYAIOT OQUIIHANBHOCTE, CAEPKAHHOCTh, AKKYPATHOCTE.

4, OTrBeTCTBEHHOCTE 3a napymenue noaoxenuil Kogexca

4.1. Hapyuienne paOOTHHKOM apxuBa Mosoxenui Kopgexca Bieder NpuMeHEHHE K
pabOTHUKY MEp TUCIUIUIMHAPHON, aJIMUHUCTPATUBHOH, HHOH OTBETCTBEHHOCTH.

4.2. Cobimonerue paOOTHUKOM apxuBa moyoxeHud Koxpexca y4uThiBaeTcs Ipu
pelLIeHH U BOIIPOCa JIOJPKHOCTHOIO POCTA. ’



