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IIpumepHoe moJio:keHne
00 apxuBe OpraHu3annuu

I. O61Ine mosto:KeHNA

1. [IpumepHoe monoxxkeHue o0 apxuBe opranu3anuu (mamee — I[IpuMepHoe MOJIOXKEHHE)
pa3paboTaHO B COOTBETCTBHH C MOAMYHKTOM 8 myHKTa 6 [lonoxenus o denepaabHOM apXUBHOM
areHTCTBe, yTBepKAeHHOro Yka3zom Ilpesunenta Poccuiickoit ®enepanun ot 22 urons 2016 r.
Ne 293  «Bomnpocel ®DenepasnibHoro apxuBHoro areHTcTBa» (CoOpaHHMe 3aKOHOAATENbCTBA
Poccuiickoit @enepanuu, 2016, Ne 26, ct. 4034).

2. [IpuMepHOE TOJIOKEHUE PACHPOCTPAHACTCS Ha apXMBBl OpPraHU3alMK, BBICTYIAIOIIMX
HMCTOYHUKAMU KOMILIEKTOBAHUSI TOCYAAPCTBEHHBIX, MYHHUIIMMAIbHBIX apXUBOB (Hanee — ApXuB
OpraHU3aIlHH).

3. ApXHUB  OpraHM3allii  CO3/1aeTCsi Ha  NpaBax  CTPYKTYPHOTO  TMOJpa3jeicHHUs,

OCYIIECTBIISIOIIEr0 XpaHEHUE, KOMIUIEKTOBAaHUE, YUET U HCIOJIb30BAHUE JJOKYMEHTOB ApPXUBHOTO
donna Poccuiickoii @enepaliu, TOKyMEHTOB BpeMEeHHbIX (cBbIie 10 jeT) CpOKOB XpaHEHUs, B TOM
YHCJIe 110 JUYHOMY COCTaBy, 0Opa30BaBIINXCS B JAEATEILHOCTH OPraHU3alliH, @ TAK)Ke MOATOTOBKY
JIOKYMEHTOB K Iepe/aye Ha TOCTOSHHOE XpaHeHHE B TOCYAapCTBEHHBIN (MYHUIIUTIATBHBIN) apXUB,
HMCTOYHHKOM KOMIIJIEKTOBAHUSI KOTOPOTO BBICTYIIAE€T OpraHu3aIlusl.

4. Opranuzanus pa3zpadaTbeiBaeT nojoxkeHue 00 Apxuse opranusanuu. [Tonoxxenune o0 Apxuse
OpraHMu3aIiy MOJIEKUT COrJIaCOBAHMIO Ha MPEAMET COOTBETCTBUS ero IIpuMepHOMY MOJI0KEHUIO C
Y4E€TOM COCTaBa JOKYMEHTOB, HAaXOJSIIUXCA HA XPAHEHUU U MOMJIEKAIIMX XPAHEHUI0 B ApXHBE
OpraHH3aIiHy.

Opranuzanuy, BBICTYHAIOUINE HCTOYHHKAMHU KOMIUIEKTOBaHHUS (elepalbHbIX TOCYAapCTBEHHBIX
apXMBOB, COTJIACOBBIBAIOT MOJIOKEHHUE 00 apXUBE OpraHu3aluu ¢ (perepasbHbIM TOCYJapCTBEHHBIM
apXMBOM; OpraHW3alli{, BBICTYMAIONIME HNCTOYHUKAMU KOMILUIEKTOBAHHUS TOCYJIAapPCTBEHHBIX
apxuBoB cyObekToB Poccuiickoit denepanuu, MyHUIIUIAIbHBIX apXUBOB, — C YIOJHOMOYEHHBIM
OpraHOM UCTHOJTHUTENBHOM BacTH cyobekTa Poccuiickoit deneparuu B cepe apXuBHOTO Jiea Uiu
C TOCYJapCTBEHHBIM apXUBOM cyObekTa Poccuiickoit ®deneparui, MyHUIIUITAIBHBIM apXHUBOM B
cily4ae HaJeJIeHUs] UX COOTBETCTBYIOIIMMU MOJHOMOYHSIMHU.

[Tocne cornmacoBaHusl MOJIOKEHHE OO0 ApXHBE OpraHU3allUU YTBEP)KIACTCSI PYKOBOAMUTEIEM
OpraHu3aIu.

S. ApXUB OpPraHM3alMy B CBOEH NIEATEIBHOCTH PYKOBOACTBYeTCs DefepanbHBIM 3aKOHOM OT
22.10.2004 No 125-®3 «O6 apxuBHom pnene B Poccuiickoit ®Depepamun» (Cobpanue
3akoHoaarenbcTBa Poccuiickoit @eneparuu, 2004, Ne 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007,
Ne 49, cr. 6079; 2008, Ne 20, ct. 2253; 2010, Ne 19, c1. 2291, Ne 31, ct. 4196; 2013, Ne 7, cr. 611;
2014, Ne 40, ct. 5320; 2015, Ne 48, ct. 6723; 2016, Ne 10, ct. 1317, Ne 22, c1. 3097; 2017, Ne 25,
cT. 3596; 2018, Nel, cr.19), 3akoHamMu, HOPMATHBHBIMH IPABOBBIMU aKTamMu Poccuiickoit
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Oeneparun, cyorekToB Poccuiickoit @enepanuu B chepe apXUBHOTO JieNia U JeTONPOU3BOICTBA,
IIPABWJIaMU OPraHU3allid XPAHCHUS, KOMIUICKTOBAHMs, Y4€Ta M HCIOJIb30BaHUSA JTOKYMEHTOB
ApxusHoro (onna Poccuiickoit @enepanuu 1 APYrux apXUBHBIX JTOKYMEHTOB B TOCYAAPCTBEHHBIX
OpraHax, OpraHax MECTHOI'O CaMOYIpAaBICHUS W OPraHMU3alMsX, JIOKAJIbHBIMH HOPMATHBHBIMU
aKTamMu rOCyAapCTBEHHOI'O oprasa.

I1. CocTaB 10KyMEHTOB ApXHBa OpraHu3anuu

6. ApXUB OpraHu3aluy XpaHur:

a) JIOKYMEHTBI IIOCTOSSHHOTO M BpPEMEHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHHUs, B TOM 4HCIE
JOKYMEHTBI 110 IMYHOMY COCTaBYy, 00pa30BaBIIUECs B AEATEIbHOCTH OpraHU3alHY;

0) MOKyMEHTBl IOCTOSHHOTO XpaHEHHs W JOKYMEHTHl 10 JIMYHOMY cocTaBy (oHaa (oB)
OpraHu3alyil — NpeIecTBEHHUKOB (MIPU UX HATUYUH);

B) apXUBHBIE (DOH]IBI IMYHOTO MPOUCXOXKICHHS (TIPU MX HAJIMYUH);

r) ¢oHa Mob30BaHus (apXxuBa) (MIPU HATHYUH);

J1) CIIpaBOYHO-IIOMCKOBBIE CPEJICTBA K JOKYMEHTaM M YUYETHbIE TOKYMEHTbI ApXHBa OpraHU3alUHU.

I11. 3axaum ApxuBa opranu3aumu

7. K 3amagam ApxuBa opraHu3anuy OTHOCSITCS:

7.1. Opranuzanus XpaHeHHUs] JOKYMEHTOB, COCTaB KOTOpbIX NpeaycMoTpeH riasoi 11 [Ipumepnoro
IIOJIO’KEHUS.

7.2. KommiektoBaHue ApXuBa OpraHu3aldd JOKYMEHTaMH, 0Opa30BaBLIMMUCS B JIE€ATEIbHOCTH
OpraHM3alyHy.

7.3. Y4er JOKyMEHTOB, HAXOAAIUXCSA Ha XpaHEHUH B ApXHUBE OpraHU3aluy.

7.4. Ucnionip30BaHKEe JOKYMEHTOB, HAXOJAIIMXCS HA XPAaHEHUH B ApXUBE OpraHU3aliHy.

7.5. TlogrotroBka W CBOEBpEMEHHasl Iepenada JOKyMEeHTOB ApxuBHoro (onna Poccuiickoi
denepanuy Ha IOCTOSHHOE XPaHEHUE B FOCYIapCTBEHHBIN (MyHUIIMIATbHBIN) apXUB.

7.6. Meroauueckoe pPYKOBOJACTBO M KOHTpOJIb 3a (hopMHupoBaHMEM U odopmiieHHEM el B
CTPYKTYPHBIX MOJPAa3AEICHUSIX OPraHU3allid M CBOEBPEMEHHOW Iepenadell MX B ApPXHUB
OpraHu3anuy.

IV. ®yukuuun ApxuBa opraHu3anuu

8. ApXUB OpraHu3alMy OCYIIECTBISET CIEAYIONe (PYHKIMH:

8.1. Opranusyer npueM JOKYMEHTOB IIOCTOSIHHOTO U BpeMeHHbIX (cBbimie 10 jieT) cpokoB
XpaHeHHs, B TOM 4HCJIE [0 JHMYHOMY COCTaBy, OOpPAa30BaBIIMXCS B JAEATEIbHOCTH
OpraHM3aliH, B COOTBETCTBUHU C YTBEPKIECHHBIM I'pa)UKOM.

8.2. Benet yuer JOKyMEHTOB U (DOHJIOB, HAXOIAIIMXCS HA XPAaHEHUU B ApXUBE OpraHU3alHu.

8.3. Ilpeacrasinser B ToCy1apCTBEHHBIN (MYHULIUIIAIbHBIN) apXUB YUETHbIE CBEACHUS 00 00beMe U
COCTaBe XPaHAIIMXCS B apXMBE OpraHu3alMy JOKYMEHTOB ApxuBHOro (gonaa Poccuiickoii
Qenepallii W JAPYTUX APXUBHBIX JOKYMEHTOB B COOTBETCTBUM C  IOPSIKOM
roCyJapCTBEHHOT'O yueTa J0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepannu.

8.4. CucremaruzupyeT U pa3MellaeT JAOKYMEHThI, IOCTyMarolllMe Ha XpaHeHue B ApXuB
opraHu3zaium, 00pa3oBaBIIMecs B X0/1€ OCYIECTBICHUS JIEATEIbHOCTH OpraHU3aluy.

8.5. Ocy1ecTBIsIeT MOATOTOBKY U MPECTABIISET:

a) Ha pacCCMOTPEHME U COTJIACOBAHUE IKCIIEPTHON KOMUCCUM OPTaHU3aLMN OMMCH J€N IOCTOSHHOTO
XpaHeHHusl, BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHs, B TOM YHUCIE MO JMYHOMY
COCTaBY, a TaK)X€ AaKTbl O BBIIEICHMM K YHUYTOXEHHIO apXMUBHBIX JOKYMEHTOB, HE
NOJJISKAIINX XPaHEHWI0, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEUCIPaBUMBbIX
MOBPEXACHUSAX apXUBHBIX JTOKYMEHTOB;

0) Ha yTBEpXKIEHUE IKCIEPTHO-MPOBEPOUHON KOMHCCHH (PeIepaTIbHOTO rOCYIapCTBEHHOTO apXHUBa
WM YIIOJTHOMOYEHHOT'0 OpraHa MCIIOJHUTEIbHON BiacTH cyObekTa Poccuiickoit denepannn
B cdepe apxuBHOro aena (nainee — IIIK apxuBHOrO yupekIeHHs) OMMUCH /1€ MOCTOSHHOTO
XpaHEeHHUS;



B) Ha cornacoBanue OIIK apXuBHOro ydpexIeHHs WIM TOCYyIapCTBEHHOIO apXHuBa CyObeKTa
Poccuiickoit  ®enepanuu  (MyHHIIMIAJIBHOTO apxXuBa), B CJydae HaJEICHHUS €ro
COOTBETCTBYIOIIMMHU IIOJHOMOYMSIMH, OIIMCH JIE 110 INYHOMY COCTaBY;

r) Ha coryacoBanue OIIK apXxuBHOro yupexaeHusi WM TOCYJapCTBEHHOTO apxuBa CyObeKTa
Poccuiickoit ®enepanuun  (MyHHIIMOAIBHOTO apXuBa), B Cllydae HAJENEHUS €ro
COOTBETCTBYIOIIMMU IOJTHOMOYHUSAMH, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEMCIIPABUMBbIX
MOBPEXICHUSIX apXUBHBIX JOKYMEHTOB;

) Ha YTBEPXKICHHE DPYKOBOAMTEIIO OPraHU3alldd OIMUCH e MOCTOSHHOIO XpaHEeHWsI, ONUCU
BpeMeHHbIX (cBbllle 10 J1€T) CpPOKOB XpaHEHHUs, B TOM YHUCJE OIUCU JAEN IO JINYHOMY
COCTaBY, aKThl O BBIJICJICHUU K YHUYTOXXEHHUIO apXUBHBIX JIOKYMEHTOB, HE MOAJIEKAIIUX
XPaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUSX apXUBHBIX
JIOKYMEHTOB, yTBepxkAeHHble (cormacoBaHHble) OIIK wim rocygapcTBEHHBIM apXHBOM
cyonekTta Poccuiickoit @enepanuy (MyHUIIUIATGHBIM apXHUBOM) B CIIy4ae HAJCICHUS €T
COOTBETCTBYIOIIMMHU OTHOMOYHSIMHU.

8.6. Opranm3yer mnepemady JTOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii ®enepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYAapCTBEHHBIN (MyHUIIMITATILHBIN) apXUB.

8.7. Opranusyer ¥ TPOBOJUT AIKCIEPTU3Y IEHHOCTH ITOKYMEHTOB BpeMEHHBIX (cBbImie 10 jer)
CPOKOB XpaHEHHUs, HaXOISAIIMXCS HAa XpaHEHUH B ApXMBE OpraHu3alldd B ILIENsAX oTOOpa
JIOKYMEHTOB JJIs1 BKJIIOUeHUs B coctaB ApxuBHoro ¢ponnaa Poccuiickoit @enepanuu, a Takxke
BBISIBJICHUSI JOKYMEHTOB, HE MOJIEKAIIUX JalbHEUIIIEMY XpaHEHHUIO.

8.8. IlpoBoguT MepompusATHsS MO OOCCIICUYCHUIO COXPAHHOCTH JIOKYMCHTOB, HAXOSIIUXCS Ha
XpaHEHUU B ApXUBE OpraHU3aIliH.

8.9. Opranusyer WHGOPMUPOBAHHE PYKOBOJICTBA M PAOOTHUKOB OPraHU3alMd O COCTaBe H
CoJIep’KaHUU JOKYMEHTOB ApXHBa OpraHU3alllu.

8.10. MadopmupyeT monp3oBareiieii o BOIpocaM MECTOHAX 0JK/ICHUS apXUBHBIX JIOKYMEHTOB.

8.11. Opranu3syer BblJa4y JOKYMEHTOB U J€JI JJIsl pa0OTHI B YUTAILHOM (IIPOCMOTPOBOM) 3ajie WU
BO BPEMEHHOE 10JIb30BaHUE.

8.12. HcmonHseT 3ampochl MOJb30BaTeNiel, BBIJACT apXUBHbIE KOMUU JOKYMEHTOB, apXHUBHBIE
BBITIMCKHU M ADXUBHBIE CIIPABKU.

8.13. Bener yder UCNOIb30BaHMS TOKYMEHTOB ApXUBa OpraHU3aliHy.

8.14. Cozmaet oH OJIb30BaHUsI APXHBA OpPraHU3AIMKA U OPTaHU3YyEeT €ro UCTIOIb30BAHHE.

8.15. OcyiecTBisieT BEACHUE CIPABOYHO-TIOUCKOBBIX CPEACTB K JIOKYMEHTaM ApXuBa
OpraHH3aIiHy.

8.16. YuacTByeT B pa3pa0OTKe JOKYMEHTOB OpraHM3allid IO BOMPOCAM AapXHBHOTO Jeia |
JIeJIONPOU3BO/ICTBA.

8.17. Oka3pIBa€T METOIUUYECKYIO IIOMOIIb!

a) ciyx0e J1eJ0Mpon3BO/ICTBa OPraHU3alll B COCTABJICHUN HOMEHKIATYPHI A€, (OpMUPOBaHUU U
o(OpMIIEHUH JEIT;

0) CTPYKTYPHBIM TMOJAPA3JCICHUSIM W pPAOOTHHKAM OPTaHHW3allMd B TOJTOTOBKE JOKYMEHTOB K

nepepaye B ApxuB OpraHu3alyy.

V. IlpaBa ApxuBa opranu3anuu

9. ApXHB OpraHu3aliy UMeEeT MpaBo:

a) IPEJCTaBIATh PYKOBOJCTBY OpraHU3alMK MPEASIOKEHHSI IO COBEPIICHCTBOBAHUIO OpPraHU3aIMU
XpaHeHHs, KOMIUIEKTOBAHHUs, y4eTa W WCIOJh30BAHUSI apXUBHBIX JIOKYMEHTOB B ApXHBE
OpraHu3aIuy;

0) 3ampammBaTh B CTPYKTYPHBIX IOAPA3ACICHUSX OPTaHU3aIlMHd CBEACHUS, HEOOXOIUMBIE IS
paboThl ApXHBa OpraHU3ally;

B) JaBaTh pPEKOMEHJANWW CTPYKTYPHBIM TIOJPA3JEICHUsIM OpTraHW3allii TI0  BOIPOCAM,
OTHOCSIIMMCS K KOMIIETEHIIMY ApXUBa OpraHu3alluy;

r) uHGOPMHUPOBATh CTPYKTYpHBIC MOJPA3/IEICHUs] OpPraHM3allMd O HEOOXOIMMOCTH Iepeadn
JIOKYMEHTOB B APXUB OpraHU3allMH B COOTBETCTBUU C YTBEP)KICHHBIM I'pauKOM;



J) NpUHUMATh ydacTHE B 3acelaHusx LleHTpanbHOW SKCIEpPTHO-IIPOBEPOYHOW KOMHUCCHM IIPH
®denepaabHOM ApXUBHOM areHTCTBE, OIIK apXUBHOTO YUPEKICHUS.



