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OO0 yTBepxKIeHHH
NpPUMEPHOro MOJIOKeHHs 00 apXHBe OPraHu3auHH

B COOTBETCTBHH C YacTBIO 2 CTaThd 13 ®ejepaibHOro 3aKoHa OT 22 OKTAGDA
2004 r. Ne 125-03 «O6 apxuBaoM gaene B Poccuiickoii ®emepanum» (Cobpanue
3akoHOmaTenbcTBa Poccuiickoit @enepamuu, 2004, Ne 43, ct. 4169; 2006, Ne 50,
cT. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253; 2010, Ne 19, c1. 2291, Ne 31,
c1.4196; 2013, Ne 7, cr. 611; 2014, Ne 40, ct. 5320; 2015, Ne 48, ct. 6723; 2016,
Ne 10, cr. 1317, Ne 22, cr. 3097; 2017, Ne 25, cr. 3596; 2018, Ne 1, cr. 19),
noamyukroM 8 myHkta 6 Ilonoxenus o enepalbHOM apXHBHOM areHTCTBE,
yTBepxaeHHOro YkasoM IIpesunenta Poccuiickoii @enepauu OT 22 HIOHA 2016 r.
Ne 293 «Bompocsl @enepansHoro apxusHoro aredrctsa»  (CobGpaHue
3aKoHOaaTeNbcTBa Poccuiickoit ®eneparm, 2016, Ne 26, c1. 4034),
NPHUKa3bIBalo:

VY TBepIUTH IpAIAraeMoe IpIMepHOe HOJIOKeHHEe 00 apXHBe OpraHU3alliy.

PyxoBonutens A.H. Aptusos
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or S/ 0% 2018T.Ne 4Z

IIpuMepHOe NoJ103KeHAe 00 apXuBe OPraHH3aAlHH

I. OO611He TOJI0KEHUS

1. TlpumepHoe ToJoXeHHe 00 apXuBe opraHMsalud (Jaee — IIpumepHOE
ToNOKeHre) paspaGoTaHo B COOTBETCTBHM C NOANMyHKTOM 8 myHKTa 6 Ilonoxenns
0 DexepaibHOM apXWBHOM areHTCTBE, YTBEPXKICHHOTO YKa3oM [Ipe3upneHTa
Poccuiickoii @exepamuu ot 22 mioHs 2016 T. Ne 293 «Bompock! QesepallbHOro
apxupHoro areHtctBa» (CoOpaHre 3aKOHOJATENbCTBA Poccwuiickoit Penepainu,
2016, Ne 26, ct. 4034).

2. TlpuMepHOe MONOXEHHE PACIPOCTPAHAETCA HA APXHMBBI opraHu3alyi,
BBICTYTIAIOIINX UCTOYHHKAMH KOMILIEKTOBAHHS TOCY1apCTBEHHBIX, MYHHIIHITAIBHBIX
apXHBOB (anee — APXUB OPTaHHU3ALNHY).

3. ApXMB OpraHM3allii CO3JAcTCs Ha MpaBax CTPYKTYPHOIO IHOAPAa3[C/ICHAS,
OCYIIECTBISIOMETO ~ XpaHeHWe, KOMIUIEKTOBaHME, y4eT M HCIIOJIb30BAHHC
nokyMeHTOB ApxuBHoro ¢onna Poccuiickoii denepanuy, JOKyMEHTOB BpEMEHHBIX
(cBpmme 10 5ieT) CPOKOB XpaHEHHs, B TOM HYHCIE IO JIHIHOMY COCTaBy,
06pa3oBaBIIKXCS B ACSATENHHOCTH OpraHU3alliy, a TaKXke IOArOTOBKY JOKYMEHTOB K
nepefade Ha MOCTOSHHOE XPaHEHHE B TroCyJapCTBEHHbI (MYyHHUIMIIATBHBINA) apXHB,
MCTOYHHKOM KOMILJIEKTOBAHUS KOTOPOI'O BBHICTYIIa€T OpraHu3alus.

4. Opranusanuss paspabaThiBaeT TOJNOXeHHe 00 ApXuBe OpraHH3ALMH.
[Tonoxerne 06 ApxwBe OpraHM3alMH MOJIEXHT COINACOBAHMIO Ha MPEAMET
COOTBETCTBHS ero IIpuMepHOMY IIOJOXEHHIO C YYeTOM CocTaBa JOKYMEHTOB,
HAXOJAIIMXCS HA XPaHEHWH U TOJIeXKAITIX XPaHEHHIO B APXMBE OpraHH3alyH.

OpraHu3alyy, BHICTYNAIOIME MCTOYHHKAMH KOMIUICKTOBAHHA benepanbHBIX
rOCyJapCTBEHHBIX apXHMBOB, COITIACOBBIBAIOT IOJIOXCHHE 00 apxuBe OpraHu3aluy ¢
deflepalbHBEIM  FOCYJJADCTBEHHBIM ~ apXMBOM;  OpraHM3allH, BBICTYIIAIOIIHE
HCTOYHHKAMH KOMILIEKTOBAHMS TOCYapCTBEHHBIX apXUBOB CyOBEKTOB Poccutickoi
®enepanyy, MyHHLIMIAIGHBIX apXUBOB, - C YIIOJTHOMOYEHHBIM ~ OPTaHOM
CTIOJIHUTEIBHOM BIacTH Cybnekta Poccuiickoit ®enepauuu B cdepe apXHBHOTO
nela WIM ¢ TOCYJapCTBEHHBIM apXHBOM CyOBeKTa Poccuiickoii Penepanu,



MYHHUIUNAIGHBEIM ~ apXHBOM B Cllyyae HaleleHHs MX COOTBETCTBYIOIMMH
ITOJITHOMOYHSIMH.

[ociie coryiacoBaHus IoJoXeHHe 00 ApxuBe OpraHHM3aluHi YTBEPXKAACTCS
PYKOBOAUTEIEM OpraHH3aLHH.

5. ApxuB OpraHM3allil B CBOEH JICATENBHOCTH PYKOBOACTBYETCH
®ezmepalbHBIM  3aKOHOM 0T 22.10.2004  Ne 125-@3 «O6 apxuBHOM Jiele B
Poccuiickoit ®enepanum» (CobpaHue 3aKOHOIATENBCTBA Poccuiickoit ®exnepaliiuy,
2004, Ne 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cr. 2253; 2010, Ne 19, ct. 2291, Ne 31, cr.4196; 2013, Ne 7, ct. 611; 2014, Ne 40,
cr. 5320; 2015, Ne 48, cr. 6723; 2016, Ne 10, cr. 1317, Ne 22, ct. 3097; 2017, Ne 25,
cr. 3596; 2018, Ne 1, cr. 19), 3axoHamH, HOpPMAaTHBHBIMM IPAaBOBBIMH aKTaMU
Poccuiickoii @enepanum, cyosexroB Poccmiickoit Denepanuv B cthepe apXUBHOIO
fefa ¥ AeIONPOU3BOCTBa, IPaBHIaMU OpraHu3alliy XPaHEeHHs, KOMIUICKTOBaHH,
ydeTa W MCIOJB30BaHUs JOKYMEHTOB APXMBHOTO donma Poccuiickoit @enepaliiu 1
IPYTHX apXMBHEIX IOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, opraHax MeECTHOTO
CaMOYIpaBleHHss W OpTraHM3alMsAX', JIOKaJIbHRIMM HODMATHBHBIMM  aKTaMH

rocyIapCTBEHHOI'O OpraHa.
II. CocrtaB JOKYMEHTOB ApXuBa OpraHu3aluH

6. ApxuB OpraHM3al(i¥ XpaHHT:
a)  JOKyMEHTHI IOCTOSHHOrO H BPEMEHHBIX (CBBIIE 10 ner) CpoOKoOB
XpaHEHHs, B TOM YMCJE€ [OKYMEHTHl IO JIMYHOMY COCTaBy, obpa3oBaBLIMECS B

IEATEeIbHOCTH OpraHu3alu,
6) JOKYMCHTBI ITOCTOAHHOI'O XpaHE€HUsI U JOKYMCHTBI 10 JIUYHOMY COCTaBY

donna (0B) Opranu3alui — NpeJIIeCTBEHHUKOB (TIpy UX HAIUYHUH),
B)  apXWBHbIC (POHMIBI IMIHOTO npoxcXoxIeHws * (P UX HAIHYAH);
r)  donz nons30BaHusA (apxuBa)’ (IpH HAJIMYHH);
I)  CIIPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKYMEHTaM M yHETHBIC IOKYMEHTRI

ApxwuBa OpraHu3anu.
III. 3amauu ApxuBa OpraHM3aLHH

7. K 3amagam ApxuBa OpraHH3alliy OTHOCATCS:

! Mommynkr 2 mynkra 6 ITonoxenus o DeneparbHOM apXMBHOM AareHTCTBE, YTBEPXKACHHOTO YKa3oM
Tpesunenra Poccuiickoit Penepauuu OT 22.062016 Ne 293 «Bompocsl PenepaibHOrO apxXMBHOIO
arenTcTBa» (CobpaHHe 3aKOHOAATENbCTBA Poccuiickoit @enepauuu, 2016, Ne 26, ct. 4034).

2 ynkr 112 TOCTa P 7.0.8-2013 «CHBU/I. Jlenonpou3BOACTBO H apXUBHOE /IEIIO. TepMHHBI B OTIPEACTCHUAY. —

M.:Crannaprundopm, 2014
3 Mynkr 125 TOCTa P 7.0.8-2013 «CUBHUJL. [lenonpou3BoACTBO U apXUBHOE Aen0. TepMHHbI ¥ OTIPeICICHI. —

M.:Craupaptutadopm, 2014



7.1. Oprasusanysi XpaHeHHs NOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPCH
rnasoii II [IpuMepHOTo MOJIOXKEHUS.

7.2. KoMIIeKTOBaHHE Apxusa OpraHu3aluu JIOKYMEHTaMH,
06pa30BaBIIVIMHCS B I€ATEIBHOCTH OPraHH3aIlAH.

7.3. YdeT ZOKyMEHTOB, HAXOAAIMXCS Ha XPaHEHHH B APXHBE OpraHU3aLHH.

7.4. Vicionp30BaHWE MOKYMEHTOB, HaxXOJSIIUXCs Ha XpaHCHUU B Apxuse
OpraHu3alyy.

7.5. TIOArOTOBKA U CBOEBpeMeHHas Iepeiaya JOKYMEHTOB APXHBHOTIO ¢donna
Poccuitickoii Denepaliuyi Ha IIOCTOSHHOE XpaHCHHE B roCyAapCTBEHHBIN
(MyHHLUMAIBHEIN) apXuB.

7.6. MeToqugeckoe PYKOBOACTBO M KOHTpONb 32 (GOpPMHpOBaHHEM U
odopmiIeHHEM fieNT B CTPYKTYPHBIX MOJPA3IENIeHIAX OpraHu3aliii 1 CBOEBpPEMEHHOM
nepenadeit uX B ApXuB OpraHH3aLH.

IV. ®yskiun Apxusa OpraHu3alyu

8. ApXuB OpraHH3allMH OCYILIECTBIACT CIIENYIOINe GYHKLIMH:

8.1. OpranusyeT IpHeM JOKYMEHTOB IOCTOSHHOTO ¥ BPEMEHHBIX (cBoime 10
JieT) CpOKOB XpaHeHHs, B TOM 4HCIe IO JIMYHOMY COCTaBy, 00pa30BaBIINXCH B
NesTelIbHOCTH OPraHU3alliy, B COOTBETCTBHH C yTBEPKICHHBIM rpaduKoM.

8.2. Bemer yder JOKyMeHTOB M (OH/IOB, HAXONAIMXCSH HA XpaHEHHH B
ApxuBe OpraHu3alyi.

8.3. IlpencTasiseT B rocyAapCTBEHHBIA (MyHHLMIQNbHBIN) apXHB yIETHBIC
cBefieHHs 00 06BEME M COCTaBe XPaHAIUXCS B apXUBe OpraHusalyy HOKyMEHTOB
Apxusroro ¢onna Poccuiickoit denepanuu ¥ APYTHX apXHUBHBIX JIOKYMEHTOB B
COOTBETCTBUH C TIOPAIKOM IOCYJapCTBEHHOTO yueTa JOKyMEHTOB ApxuBHoro GoHza
Poccuiickon (Denepaum/f‘.

8.4. CucreMaTusupyeT M pa3Mell[aeT JOKYMEHTBI, MOCTyNaromue Ha
XpaHeHHe B ApXMB OpraHH3alldH, o6pa3oBaBIIMECS B XOAE OCYMIECTBICHU
NEeSITeILHOCTH OpPTaHU3aluH.

8.5. OcyiuecTBiseT NOArOTOBKY U IPENCTaBIsACT:

a)  Ha pacCMOTPEHHE W COIIaCOBAHUEC SKCIIEPTHON KOMHCCHH OpraHH3alliu
OIIMICH JIeJT IOCTOSIHHOTO XpaHeHw s, BpeMeHHbIX (cbiie 10 JIeT) CPOKOB XpaHEHHUs, B
TOM uMcle IO JUYHOMY COCTaBy, @ TaKKe aKThl O BBIICNCHHM K YHHITOXEHHIO
apXMBHBIX JOKYMEHTOB, HE IOJUIEXKAIIMX XPAHEHHIO, aKTbI 06 yTpare AOKYMEHTOB,
aKTHI O HEMCIIPABUMBIX [TOBPEXICHUSIX apXMBHBIX JOKYMCHTOB,;

* Topmynkr 11 mynkra 6 IlonoxeHus o denepaibHOM apXHBHOM areHTCTBE, YTBEpPXKICHHOIO VYkazom
Tpesupenta Poccubickoii Denepauud 0T 22.062016 Ne 293 «Bompocsl DeaepanbHOro apXMBHOIO
arentcTea» (CoOpaHue 3aKOHOAATENILCTBA Poccuiickoii denepaunn, 2016, Ne 26, cT. 4034).
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6) Ha yTBEpPXKACHHE 3KCIIEPTHO-IIPOBEPOYHOM KOMHCCHH
(heZIepaTbHOTO FOCYJapCTBEHHOTO ~ apXWBa WM YIIONHOMOHYEHHOTO oprasa
HCIIONHUTENbHOM BiIacTH cyonekra Poccuiickont Qeznepaluy B chepe apXMBHOTO
nena (nanee — TTK apXUBHOTO YUpEXAESHHs) OIKCH JEN MOCTOSHHOTO XpaHeH!H,

B)  Ha cornacoBanue OIIK apxuBHOro y4pexIeHHs WIH roCyapCTBEHHOTO
apxuBa cybpexra Poccumiickoil Qenepaiuu (MyHHLMIIATBHOTO apXHBa), B Clydae
HaZieJIeHUs €ro COOTBETCTBYIOIIMMH MOJHOMOYHSMHU, ONHUCH el MO JHYHOMY
COCTaBY;

r)  Ha cornacoBaHue OIIK apXMBHOIO yd4pexIEHUs WA rocylapCTBEHHOTO
apxuBa cybOsekra Poccuiickoit Penepanyn (MyHHLIMITIAIBHOTO apXWBa), B CIllydae
HazeJIeHHs. er0 COOTBETCTBYIOIMMHU MOJTHOMOYHSAMM, aKThI 00 yTpaTe TOKYMEHTOB,
AKTHI O HEMCIIPABMMBIX ITOBPEXIEHUIX apXUBHBIX NOKYMCHTOB;

I)  Ha yTBEpXJeHHE PyKOBOIUTENIO OPTaHM3AIMH OIUCH JEIl MOCTOSHHOTO
XpaHeHHsd, OMMCH BpeMeHHBIX (cBbme 10 JIeT) CPOKOB XpaHEHHWs, B TOM 4YHCIE
OIVCH A€M TI0 JIMYHOMY COCTaBYy, aKThl O BBIJENICHHM K YHHYTOXCHHIO apXWBHBIX
JIOKYMEHTOB, HE MOIEXKAIINX XPaHCHWIO, aKThI 00 yTpare JOKYyMEHTOB, aKTBI O
HEWUCIIPAaBUMBIX ~ MOBPEXJICHHAX  apXMBHBIX  JIOKyMEHTOB,  yTBEPXKICHHBLIC
(cormacosannsie) OIIK wid rocyfapCTBEHHBIM apXMBOM cybpekta Poccuiickoi
depmepauun  (MyHHUIMITATEHBIM apXMBOM) B  Clyyae  HajeleHus  ero
COOTBETCTBYIOIIUMH IOJTHOMOYHUSAMH.

8.6. OpraHmsyeT Inepefady IOKYMEHTOB ApPXHBHOIO donma Poccuiickor
denepany Ha IOCTOSHHOE XpaHEHME B TOCYJAapCTBEHHBIA (MYHHIUNATBHBIA)
apXuB.

8.7. OpraHu3yeT W IPOBOJMT KCHEPTH3Y HEHHOCTH IOKYMEHTOB BPEMEHHBIX
(cBeme 10 seT) CPOKOB XpaHEHHd, HAXOUIIMXCA HA XpaHCHHH B Apxuse
OpraHM3aUKMM B LEIAX O0TOOpa NOKYMEHTOB [Vl BKIOYCHHT B COCTAB ApXUBHOIO
domna Poccuiickoit ®emepaliuy, a TaKkKe BHIABICHUA TOKyMEHTOB, HE O IJIEXKAIMX
JapHeHIeMy XpaHEeHHIO.

8.8. IlpoBoauT MepompHATHs IIO obecreye 0 COXPaHHOCTH JTOKyMEHTOB,
HaXOMAIIMXCS Ha XpaHeHWH B APXHBE OpraHM3aluy.

8.9. OpranuzyeT HHOOPMHUPOBaHHE PYKOBOACTBA M paGOTHUKOB OpraHU3aluH
0 COCTaBe ¥ COJIep>KaHuM JOKYMEHTOB APXHBA OpraHA3allUH.

8.10. MiHpopMupyeT IOJNB30BaTeNied IO  BOIPOCaM MECTOHAXOXICHUS
ApXUBHBIX JJOKYMEHTOB.

8.11. Opranusyer Bblady JOKYMEHTOB U Jel AJA paboTHl B YHTAIBHOM
(IIpOCMOTPOBOM) 3aJl€ WJIA BO BPEMEHHOE NOJIb30BAHUE.

8.12. VicTIONHSET 3ampochkl MOJB30BATENEH, BBINACT APXUBHBIC —KOMHH
JIOKyMEHTOB, apXHBHBIE BBIIUCKH M aDXUBHBIC CIIPABKH.

8.13. Bezer ydeT HCIONb30BAHMA TOKyMEHTOB APXHBA OpraHH3alUH.



8.14. Cosmaer (GOHJ MONB30BaHHS ApXHMBa OpraHM3alli¥ W OPraHu3yeT €ro
UCIIOJH30BaHHME.

8.15. OcymecTBIseT BeeHHE CIPaBOYHO-NONCKOBEIX CPEACTB K NOKyMEHTaM
ApxuBa OpraHu3aniy.

8.16. YuactByeT B pa3paboTke AOKYMEHTOB OpraHM3alii IO BONPOCaM
apXUBHOTO JIeJa U IENIONPOU3BOJICTBA.

8.17. Oka3pIBacT METOANYECKYIO IIOMOIIb:

a) cayx6e IeNONPOU3BOACTBA OPraHU3alM¥ B COCTABICHMM HOMCHKIATYPEI
nen, GopMUpOBaHUE ¥ 0GOPMIIEHHH JET;

6) CTpYKTYpHBEIM NOZApA3/eNleHHsIM U PaOOTHNKAM OpraHH3alli B MOATOTOBKE
JIOKYMEHTOB K nepefiade B ApX¥UB OpraHH3aluy.

V. TIlpaBa ApxuBa OpraHu3aluu

9. ApXHB OpraHM3alli¥ UMeeT NPpaBo:

a)  OpeiCTaBIATh  PYKOBOACTBY  OpraHusaly — MPEJUIOKCHHUA 1o
COBEPIICHCTBOBAHUIO ~ OPTaHM3alMH XPAaHEHWd, KOMILIEKTOBAHIA, yueta H
ACTIONB30BaHM ApXUBHBIX JOKYMEHTOB B APXUBE OpraHU3alyHy;

6)  3ampaluBaTh B CTPYKTYPHBIX NOJpPa3sIENeHUAX OpraHu3aliH CBEICHU,
HeobxoAuMBle Ui paboTel ApXHBa OpraHU3allky;

B)  JaBaTh PeKOMEHJAIHMH CTPYKTYPHBIM IOApPa3/ICIeHUAM OpraHu3alii II0
BOIPOCAM, OTHOCSLUMMCS K KOMIETEHIMMA APXUBA OpraHH3alluy;

r)  uHEpOPMHpOBaTH CTPYKTypHblE TOAPA3[ENCHHA  OpraHu3allii 0
HeOOXOUMOCTH Tlepeiad JOKYMEHTOB B ADXHB OpPraHM3allM¥l B COOTBETCTBHMH C
yTBEPKAECHHBIM rpaduKoM; '

&) T[pHHMMaTh y4YacTHe B 3acelaHMiAX IleHTpanbHOH  3KCHEPTHO-
TPOBEpOYHOH KoMuccuu Mpy PesiepalbHOM apXHBHOM areHTCTBS, OIIK apXuBHOTO
YUpEXAECHH.




