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00 apxHuBe OpraHH3alHuu

I. O6mue nostoxenus

1. IlpumepHoe monoxenwe 00 apxupe opraHuzauuu (manee — Ilpumepnoe
MMOJIOKEHUE) pa3paboTaHO B COOTBETCTBHH C MOAMYHKTOM 8 IyHKTa 6
[Monoxenus o PenepalbHOM apXMBHOM areHTCTBE, YTBEPKACHHOIO YKa3oM
[Tpesunenra Poccuiickoii @eneparyu ot 22 utons 2016 r. Ne 293 «Bornpocsl
®denepanpHoro apxuHoro areHtcrBa» (CoOpaHume 3aKoHOAATeNTbCTBA
Poccwuiickoit ®eneparuu, 2016, Ne 26, c1. 4034).

2. TlpuMepHOe TIOJIOKEHHE pPAcIpOCTpaHsieTcss Ha apXUBbl OpraHU3allii,
BBICTYNAIOIIMX ~ MCTOYHMKAMU  KOMIUIEKTOBAaHMs  IOCYJapCTBEHHBIX,
MYHHUIMITATBHBIX apXUBOB (1aee — ApXUB OpraHU3aluH).

3. ApXWB OpraHM3allMy cO3jaeTcsi Ha [paBaX CTPYKTYPHOIO MOoJpa3/ieieHus,
OCYULIECTBJIAIOLIEr0 XpaHeHHe, KOMIUIEKTOBAHHE, y4YeT M HCII0JIb30BaHHE
nokymeHToB ApxuBHOro (onna Poccuiickoin ®Penepannu, NOKYMEHTOB
BpeMeHHBIX (cBhile 10 jeT) CpOKOB XpaHEHHs, B TOM YHCJIE 10 JIHYHOMY
cocTaBy, 00pa30BaBIIMXCS B JEATEIILHOCTH OpraHu3anuu, a TaKxke
MMOJITOTOBKY JOKYMEHTOB K Iiepefadye Ha IOCTOSHHOE XpaHeHHE B
rocyJIapcTBEHHBIH (MYHULIMTIATIBHBIN ) apXUB, HCTOUHHUKOM KOMILIEKTOBAHUS
KOTOPOT'O BBICTYMAET OpraHU3aLHs.

4. Opranuszauus paspadaTbiBaeT MoJioKeHHe 00 ApxuBe OpraHu3ally.
[Tonoxenue 00 ApXxuBe OpraHU3alUy MOMJIEKHUT COIIACOBAHUIO Ha MpeMeT
coOoTBeTCTBUS ero [[puMepHOMY ITOJIOKEHHIO C yYeTOM COCTaBa JOKYMEHTOB,
HAXOMALIMXCS Ha XpaHeHHWH W [OJUISKALIUX XpaHeHHI0 B ApXuBe
OpraHu3aluu.

Opranusaiyu, BBICTYNAIOUIME HCTOYHMKAMH KOMIUIEKTOBaHUS (eaepanbHbIX
roCy/JIapCTBEHHBIX apXHBOB, COTJIACOBBIBAIOT MOJIOKEHNE 00 apXHBE OpPraHU3aIuH ¢
denepanbHBIM  rOCYJapCTBEHHBIM — apXUMBOM; OpraHd3alldd, BBICTyNAlolIKe
MCTOYHHKAMM  KOMIUIEKTOBAHMs ~ TOCYIApCTBEHHBIX  apXMBOB  CYOBEKTOB
Poccuiickoii Penepanu, MYHHIMIAIBHBIX apXMBOB, — C YMNOJTHOMOYEHHBIM
OpraHoM HCHOJHHUTENbHON BiacTu cyowbekra Poccuiickoit ®enepaunu B chepe



apXHBHOTO Jlela WM C TOCYAapCTBEHHBIM apxuUBOM cyObekTa Poccuiickoi
denepauny, MYHHIMIAILHBIM  apXWBOM B ClIy4yae  HaJeleHHs  HX
COOTBETCTBYIOIIUMH MOJIHOMOYHSIMH.

[Tocne corjlacoBaHus I0JIOKEHHE 00 ApXHBe opraHusalnu YTBEPXKIACTCH
PYKOBOIHUTECJIEM OpraHr3alnu.

5. ApxXuB opraHu3alliy B CBOEH J1eaTeIbHOCTH pyKoBoAcTBYeTCs DeiepabHbIM
3akoHOM oT 22.10.2004 No 125-®3 «O06 apxuBHoM aene B Poccuiickoit
Denepannn» (Cobpanue 3akoHonatenberBa Poccuiickoit ®@enepaunn, 2004,
Ne 43, cr. 4169; 2006, Ne 50, cr. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cr. 2253; 2010, Ne 19, ct. 2291, Ne 31, cT.4196; 2013, Ne 7, cT. 611; 2014,
Ne 40, ct. 5320; 2015, Ne 48, c1. 6723; 2016, Ne 10, ct. 1317, Ne 22, cT. 3097,
2017, Ne 25, cr1.3596; 2018, Nel, ct.19), 3akoHamMH, HOpPMaTHBHBLIMH
npaBoBbIMM axkTamu Poccuiickoit ®egepauuu, cydbekToB Poccuiickon
@enepannu B chepe apXWBHOrO jella U JAENONPOU3BOJACTBA, MPaBUIAMH
OpraHu3allMd XpaHEeHWs, KOMIUJIEKTOBAHHS, Yy4deTa W HCIOIb30BaHUs
noKyMeHToB ApxuBHoro ¢onna Poccuiickoil @Penepauvn W Ipyrux
apXMBHBIX JOKYMEHTOB B TOCYJIapCTBEHHBIX OpraHax, opraHax MECTHOI'O
caMoyIpaBlieHus ¥ OpraHu3alusax-, ToKaIbHBIMM HOPMATHBHBIMH aKTaMH
roCy/1apCTBEHHOTO oprasa.

II. CocTraB nOKYMEeHTOB ApXHBa OpPraHU3alUH
6. ApXHUB OpraHu3alHl¥ XPaHUT:

a) TOKYMEHTBI TTOCTOSTHHOT® U BpeMeHHBIX (cBbille 10 j1eT) cpoKoB XpaHEHHs, B TOM
YyHClie JOKYMEHThI [0 JIMYHOMY COCTaBy, OOpa3oBaBLIMECS B J€ATEIBHOCTH °
OpraHu3alui;

0) JOKYMEHTBI OCTOSIHHOIO XpPaHEHUs U JIOKYMEHTBI 110 JINYHOMY COCTaBy (oH/a
(OB) opraHu3alyii — NpeaecTBEHHUKOB (MPH UX HAIUYKHH);

B) apXHBHbIe (HOH/IbI JINYHOT'O IPOUCXONKIEHHUS (TTPU UX HATHYHH ),
r) ¢oH/1 nMoJb30BaHUs (apXuBa) (IpH HATUYNH);

Il) CIpaBOYHO-IIOMCKOBBIE CpeACTBA K JOKYMEHTaM U YUETHBIE JOKYMEHTHI ApXHBa
OpraHu3aluu.

I1I. 3agaun ApxuBa OpraHH3alUHH
7. K 3agauam ApxuBa opraHu3alid OTHOCSITCS:

7.1. Opranuszauus XpaHeHUs AOKYMEHTOB, COCTaB KOTOPBIX [PeIyCMOTpPEeH
rnasoii II [Tpumeproro nonoxenus.



7.2. KomriektoBaHie ApXHBa OpraHM3ally JOKyMEHTaMH, 00pa30BaBLIMMUCS B
JesITeIbHOCTH OpraHu3alum.

7.3. YueT 10OKyMEHTOB, HaXOIAIINXCs Ha XpaHeHUH B ApXHBE OpraHu3allyH.

7.4. Wcnonb3oBaHWe JOKYMEHTOB, HaXOISAIIMXCS Ha XpaHeHUH B ApXHBE
OpraHM3aluH.

7.5. TloaroToBka W CBOEBpEMEHHas Iepeaada JOKyMEHTOB ApPXHBHOro (omja
Poccuiickoit  ®enepauuu Ha TMOCTOSHHOE XpaHEHHE B TOCYIapCTBEHHbIN
(MyHHLMIIATBHBIN ) apXUB.

7.6. MeToinyeckoe pyKOBOJCTBO H KOHTPOJIb 38 JOPMHUPOBAHUEM H O(OPMIIEHHEM
7ieJl B CTPYKTYPHBIX MOJIpa3esieHUs X OpraHu3allii U CBOEBPEMEHHOH nepeaayei
MX B ApxuB OpraHu3aluH.

IV. ®ynkuun ApxuBa opraHH3aluH
8. ApXuB OpraHu3aliy OCyLIECTBISET cie/lytoume GyHKIHHu:

8.1. Opranusyer npuem JOKYMEHTOB IOCTOSHHOIO W BpeMeHHbIX (cBbile 10 ser)
CPOKOB XpaHeHHs, B TOM YHCIE IO JHYHOMY COCTaBy, 0Opa30BaBIIMXCHA B
NeSITETbHOCTH OPraHH3alliH, B COOTBETCTBUHU C YTBEPXKIACHHBIM IpadUKoM.

8.2. Bener yver NOKyMeHTOB ¥ (DOHIOB, HAXOMSIIMXCS HA XPaHEHHHM B ApPXHBE
OpraHHu3aLyHy.

8.3. IlpencraBiasieT B TroeydapCTBEHHBIH (MYHMUMNAIbHBIA) apXUB Y4YETHbIE
cBeeHus 00 oObeMe W cocTaBe XpaHsAIIUXCs B apXHBe OpraHu3allii J0KYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepaunu U Ipyrux apXMBHBIX HOKYMEHTOB B
COOTBETCTBMHM C MOPSAKOM TOCYIapCTBEHHOrO ydera JOKYMEHTOB ApPXHBHOTO
donna Poccuiickoit Genepannu.

8.4. CHCTeMaTHBpreT A pasMelaeT JOKYMEHTHI, MOCTYIaroluiue Ha XpaHEHHC B
ApXHB OpraHuv3alluu, 06p8.3013a8mnecn B XO0Jl€ OCYHIECTBJICHHUA JNCATECIIBHOCTH
OpraHu3anmnu.

8.5. Ocy1iecTBiseT NOATOTOBKY U MPEICTaBIIACT:

a) Ha pacCMOTpPEHHE U COTJIaCcOBaHHEC 3Kcnepmoﬁ KOMHCCHH OpraHu3allii OITHCH
AeJI TTIOCTOAHHOTO XpaHEHHU s, BDEMEHHBIX (CBI:IH.IE 10 J'[eT) CPOKOB XpaHEHUS, B TOM
YyHUCJIe 110 JHYHOMY COCTaBy, a TakKXe aKThl O BBIOCICHHH K YHHUYTOXCHHIO
APXHUBHBIX JOKYMCHTOB, HC IOJIC)KalllUX XPaHEHHWIO, aKThl 00 yTpare 10KYMEHTOB,
AKTBI O HEUCIIPABUMBIX IMMOBPEKACHHUAX APXHBHBLIX TOKYMCHTOB,

©6) Ha yTBepXKAEHHE OJKCIEPTHO-NIPOBEPOUHONH KOMHUCCUHM  (DellepanbHOro
rocy1apCTBEHHOIO0 apXMBa HJIM YINOJHOMOYEHHOIO OpraHa HCIOJHUTEIbHON



BracTH cyonekra Poceniickoii Menepaiuu B cdhepe apxusHoro jaena (aanee — DK
ApPXHBHOTO YUYPEXKJACHHUs) OITMCH /1€ TIOCTOSIHHOIO XpaHEeHHU I,

B) Ha coriacoBanue DK apXuUBHOro yupexaeHus UM TOCYAapCTBEHHOTO apXuBa
cybbekta Poccuiickoii @emepanuu (MyHHLMIAILHONO apxuBa), B Ciydae
HaJeJIeHUsI €ro COOTBETCTBYIOIIMMH I1OJHOMOYUSAMH, OIMUCH J€J 110 JIMYHOMY
COCTaBY;

r) Ha cornacoBanue DIIK apxuBHOro yupexkaeHus WK rocy1apCcTBEHHOIO apXuBa
cybbekta Poccuiickoii @emepauud (MyHHIMIATBLHOTO apxXuBa), B Ciydae
HaJleJIEHHsI €r0 COOTBETCTBYIOIIMMHM MTOJTHOMOYHUSMHU, aKThl 00 yTpare 10KYMEHTOB,
aKThl O HEMCIIPABUMBIX MTOBPEKICHUAX APXUBHBIX JJOKYMEHTOB;

1) Ha YTBEpXkACHHE PYKOBOAMTEIIO OpraHMU3allM¥ OIKUCH JeNl MOCTOSHHOIO
XpaHeHHUs, ONMUCH BpeMeHHbIX (cBbille 10 1eT) CpoKOB XpaHEeHHs, B TOM YHCIIEe
OIMUCH JeJ 10 JUUYHOMY COCTaBy, aKThl O BBIJCJIEHUH K YHHYTOXKEHHUIO apXHUBHBIX
JIOKYMEHTOB, He MOAJIeKAIINX XpaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCIPaBUMBIX  IOBPEXKJICHMUSIX  apXMBHBIX  JOKYMEHTOB,  YTBEPiKJICHHbIE
(cormacoBannbie) DIIK mnmm rocynapcTBeHHBIM apxuBoM cyObekra Poccuiickoit
@denepanuu  (MyHUIMITAJIbHBIM  apXMBOM) B Clydae  HaJelieHus  €ro
COOTBETCTBYIOIUMHU MTOTHOMOYHSMH.

8.6. Opranmsyer mnepenadyy [IOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
dejepallii Ha TMOCTOSHHOE XpaHeHHe B TOCYIapCTBEHHBIH (MYHHIHIIAJIBHBIN)
apXMB.

8.7. OpraHusyer W TNPOBOAMUT IKCIEPTU3Y LEHHOCTH HOKYMEHTOB BPEMEHHBIX
(cBpire 10 7€T) CPOKOBs* XpaHEHWsI, HAXOISIIMXCA Ha XpaHEHHMH B ApXHBe
OpraHu3alui B IeIsX 0TOOpa JOKYMEHTOB /IS BKJIIOUEHHS B COCTaB APXHUBHOIO
¢Gouna Poccuiickoit Menepaiiny, a Tak)Ke BISIBJIEHHUS JJOKYMEHTOB, HE ITOIEkKaIHX
nanbHellleMy XpaHeHHIO.

8.8. TlpoBomuT MeponpusTHs 10 OOeClHeYeHHID COXPaHHOCTH JTOKYMEHTOB,
HAXOIAUIMXCS Ha XpaHEeHUH B ApXMBe OpraHu3allkH.

8.9. Opranusyer nHpOPMHpPOBAHHE PYKOBOJACTBA M PabOTHHKOB OpraHu3alud O
COCTaBe U COJICPIKaHUH JIOKYMEHTOB ApXHUBa OpraHu3alyH.

8.10. Mudopmupyer nosnbzoparesneil mo BonpocaM MeCTOHAXOKIECHHS apXHBHBIX
JNOKYMEHTOB.

8.11. Opranusyer Bblga4yy JIOKYMEHTOB W Jeil s padoTel B YHTAIbHOM
(MpoCcMOTPOBOM) 3aJie MJIM BO BPEMEHHOE I10J1b30BaHHE.

8.12. cnionHsieT 3anmpockl MoJb30BaTeliei, Bbl1aeT apXUBHBIE KOITMH JIOKYMEHTOB,
apXHBHbIE BBIMUCKU U apXHUBHBIE CITPABKH.

8.13. Bener yuer ucrnosib30BaHUs JOKYMEHTOB ApXHBa OpraHU3allHy.



8.14. Co3naer ¢oHa mnonab3oBaHUsA ApxUBa OpraHM3allid W OpPraHH3yeT ero
HCIIOJIb30BaHUE.

8.15. OcymecTBisieT BeleHHE CIPABOYHO-TIOMCKOBLIX CPEICTB K JIOKYMEHTam
ApxuBa oOpraHu3alu.

8.16. YuactByeT B pa3paboTKe JOKYMEHTOB OpraHM3alry 110 BOIIPOCaM apXHBHOIO
nesa v Aes101por3BOACTBA.

8.17. Oka3bIBaeT METOAUYECKYIO [TOMOLIb:

a) ciayx0e JeNoNnporu3BOJCTBA OPraHU3allMi B COCTaBIEHHH HOMEHKJIATyphbl JIel,
hopMupoOBaHUM U 0OPMIICHHH JIET;

6) CTPYKTYPHBIM TTOAPA3CIICHHAM H pHGOTHHKaM opraHu3anuHi B TIOATOTOBKE
HTOKYMEHTOB K nepegade B ApXHB OpraHHU3alHH.

V. IIpaBa ApxuBa opraHu3auuu
9. ApxuB opraHusaluy UMeeT IpaBo:

a) NPeaACTaABJIATD PYKOBOACTBY OopraHusaliiu IMPEAIOKEHUA 110
COBEPIICHCTBOBAHUIKD OpraHu3allMd  XpaHEHWA, KOMIIJICKTOBaHHA, Y4Y€Ta H
HCTIOJIb30BAHUA apXUBHBIX JOKYMEHTOB B ApXHBC OpraHM3alru;

©) 3anpamuBaTh B CTPYKTYPHBIX MOApa3IeiCHUAX OpraHU3alluyd CBEICHHS,
HeoOxoiuMble /Ui paboThl ApxHBa OpraHU3alii;

B) JaBaTb PEKOMCHAALMWH CTPYKTYPHBIM TMOApa3ejieHusAM OpraHu3aludd II0
BoIllpocaM, OTHOCALIUMCSH K KOMIIETEHIIHH ApXHBa opraHusalnu;

r) HHGOPMHUPOBATH CTPYKTYPHBIE MOJIpa3/IeNe sl OpraHu3alul 0 He0OXOAUMOCTH
repeaavd TOKYMEHTOB B ApXUB OpraHM3allMd B COOTBETCTBHH C YTBEPIKIACHHBIM
rpauKkom;

1) NpUHMMATh ydyacThe B 3acelaHusix LleHTpanbHOH 3KCNEpPTHO-NPOBEPOYHOM
komuccuu npu Genepansuom apxuBHoM arenterse, DITK apxuBHOrO yupexaeHus.



