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1. O01He mMoJI0KeHu st

1.1. Hacrosiee [lonoxxenue 06 apxue pazpadboTaHo Ha ocHoBaHuU [IpuMepHOro monoxxkeHus oo
apXuB€ OpraHU3aliH, YTBEPKICHHOrO MpuKa3zoM denepajbHOr0 apXMBHOTO areHTcTBa Ne 42 oT
11 anpens 2018 roga, B coorBerctBuu ¢ Koncrtutyuueit Poccuiickoit ®@enepanuu, OenepaibHbiM
3akoHoM Ne 273-®@3 ot 29.12.2012 roma «OO6 obpa3oBanuu B Poccuiickoit deneparnum» B
pemakiuu ot 1 ceutsOps 2020 roma, VYcraBoM — OpraHu3alud, — OCYIIECTBIISAIOIIEH
00pa3oBaTeNbHYIO NeATeIbHOCTD.

1.2. Nannoe IlonoxkeHue 00 apxuBe B YUpEeXKICHHUE OIMpEAeNsieT COCTaB JOKYMEHTOB apXHBa
00pa30BaTeNbHOI OpraHM3alMy, YCTAHABIMBAET 3a/adyd, Ha3HAuY€HUWE W (PYHKUIUU LIKOJIBHOIO
apXuBa, periiaMEeHTUPYET JeSATEIbHOCTh JUIla, OTBETCTBEHHOTO 3a BEICHHME apxuBa B
OpraHu3aIiy, OCYIIECTBIIIONIEH 00pa30BaTEIbHYIO NESTEIHLHOCTD.

1.3. B cBoel neATenbHOCTH apXUB pykoBojcTByeTcs PenepanbHbiM 3akoHOM Ne 125-03 or
22.10.2004 «O6 apxuBHOM nene B Poccuiickoii Deneparumy ¢ n3MeHeHUsIMEA Ha 28 nexadpst 2017
roja, 3aKkOHAMH, HOPMATHBHBIMU MPAaBOBBIMU akTamu Poccuiickoit ®enepanuu, cyObekTa
Poccuiickoit denepanmn B cdepe apxXuMBHOTO Jena U JACJIONPOU3BOJICTBA, IPaBHIAMHU
OpraHu3alMi XPaHEHHUs, KOMIUIEKTOBAHUS, Y4€Ta M HCIOJIb30BaHUS JOKYMEHTOB ApPXUBHOIO
¢donna Poccuiickoit @eaepanuy U APYruX apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIPABJIEHUS M OpPraHU3alUsIX, JOKaJIbHbIMM HOPMATHBHBIMHU AKTaMU
0011eo00pa3oBaTeabHON OpraHU3aluy.

1.4. JIokyMeHTBHI OpraHMU3allH, OCYIIECTBIAIONMIEH 0Opa30BaTENbHYIO NEATEIBHOCTh, UMEIOIIHIE
UCTOPUYECKOE, KYIbTYPHOE, Hay4YHOE, COLUAIbHOE, SJKOHOMUUYECKOE U MOJUTUYECKOE 3HAYECHUE,
COCTaBISIIOT TOCYAAapCTBEHHYI0 4yacTh ApxuBHOro ¢onna Poccuiickoii ®eneparuu, sBISIFOTCS
COOCTBEHHOCTBIO TOCY/IapCTBa U TOJUIEKAT IOCTOSHHOMY XPAHEHUI0 B TOCYAapCTBEHHBIX
apxuBax Poccuiickoii ®enepanuu. Jlo mnepemau Ha TOCYIapCTBEHHOE XpaHEHUE JaHHBIE
JIOKYMEHTBI BPEMEHHO XpaHATCs B 0011€00pa30BaTeIbHON OpraHu3aluy.

1.5. B yupexxaenue ans XpaHeHus: TOKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit ®enepanuun u
3aKOHYEHHBIX JIEJONPOU3BOJICTBOM JOKYMEHTOB MPAKTHMUECKOTO Ha3HAa4deHUs, X OTOOpa, ydera,
WCIIOJIb30BaHUS U MOATOTOBKHU K Mepe/laye Ha TOCYIapCTBEHHOE XPaHEHHUE CO3/IaeTCsl apXUB.

1.6. ApxuB co3maercsi KaK CaMOCTOSTEIbHOE TIOApa3ZelicHHe, BO3TJABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 32 BEJICHHE APXUBA COTJIACHO MPHUKA3Y AUPEKTOPA YUPEKICHUS.

1.7. Opranuzanusi, OCyLIECTBIISIOMIAs 00pa3oBaTENbHYIO JEATEIbHOCTh, OOECIIEYMBAET apXUB
HEOOXOUMBIM MTOMEIIEHUEM, 000PYIOBAaHHEM U KaIpaMHU.

1.8. OOmeoOpazoBaTenbHasi OpraHU3alyst O0ECIeYnBaeT COXPaHHOCTh, Yy4YeT, OTOOp,
VIOPSAOYCHHE M HKCIONb30BaHUE JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu,
oOpa3zyromuxcs B ero gestenbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO IIepejady 3TUX JOKYMEHTOB
Ha TOCy/1apCTBEHHOE XpPaHEHHUE.

1.9. Bce paboThl, CBsI3aHHBIE C TOATOTOBKOW, TPAaHCIOPTUPOBKOW M Tiepenadeil apXHBHBIX
JIOKYMEHTOB, POU3BOSITCS CUJIAMU U 34 CUET YUPEKICHUS.

1.10. 3a yrpaty u nopuy mokymeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparun 10KHOCTHBIE



JiMia opraHu3anuu, OCymGCTBHSIIOH.[GFI 06pa3013aTeany10 ACATCIIBHOCTD, HECYT OTBCTCTBCHHOCTD
B COOTBETCTBUU C JEHCTBYIOIINM 3aKOHOAATEIHCTBOM.

1.11. [lIxonepHBIA apxuB paboTaeT COrJacHO IUIAHy, YTBEPKIAEMOMY JHUPEKTOPOM
o011eo0pa3oBaTeIbHON OpraHU3alii, U OTYUTHIBAETCS IIEpE]] HUM B CBOEH padore.

1.12. KoHTpob ACSITETLHOCTH apXHBA OCYIICCTBISIET JUPEKTOP OPTaHHU3AINH, OCYIECTBIISIFOIICH
00pa3oBaTeNbHYIO 1€ATEeIbHOCTb.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B mIKObHBIN apXUB MOCTYIIAIOT:

* 3aKOHYCHHBIC JICJIONPOM3BOJCTBOM YYPESKICHHS JOKYMEHTHI TIOCTOSSHHOTO XpaHCHUs,
oOpa3oBaBIIKEeCS B JIEATEIHHOCTH CTPYKTYPHBIX TOJpa3fciieHUul, TOKYMEHTHl BPEMEHHOTO
(cBbrme 10 yiet) cpoka xpaHeHHsI, HEOOXOIUMbIC B IPAKTUICCKON NESATEILHOCTH, TOKYMECHTHI
0 KaJpaMm 1 00y4arolumcs;

* JIOKYMEHTHl  IIOCTOSSHHOTO  XpaHEGHWsT W [0 JIMYHOMY COCTaBy  OpraHH3allHii-
MPEIIICCTBCHHUKOB;

* JuyHble (DOHABI BEAYIIUX PaOOTHHKOB OpPTaHU3aIMH, OCYIICCTBIISIONIEH 00pa30BaTEIbHYIO
JESITEIIbHOCTb, IIOCTYITUBIINE B APXHB,;

*  CiIy)XeOHbIE M BEJJOMCTBCHHBIC U3JIaHUS;

* CIPaBOYHO-TIOMCKOBBIC CPEACTBA K JIOKYMEHTaM W Y4YeTHBIE JIOKYMEHTHI ApXuBa
OpraHu3aIK, OCYIIECTBIIIONICH 00pPa30BaTEIbHYIO S TEIBHOCTD.

3. 3apaum apxuBa

3.1. OCHOBHBIMH 33JI1a9aMH APXHBA SIBJISTFOTCSL:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasleaoMm 2
Hacroswero [lonoxenus.

3.1.2. KommiekTroBaHue apxuBa JOKyMEHTaMH, OOpa30BaBIIMMHCSI B  JEATEIbHOCTH
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

3.1.3. Vuer, obecrieyeHre COXpaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOIO anmnapara.

3.1.4. Hcnonws3oBaHUs JOKYMEHTOB, HAXO SIIMXCS HA XPAHCHUU B apXUBE YUPEIKICHUS.

3.1.5. TloaroroBka u CBOEBpEMEHHas Tmepefada NOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®denepalii Ha MOCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMITATIBHBIN) apXUB.

3.1.6. Meronuueckoe PyKOBOJCTBO M KOHTPOJb 3a (GOpMHUpPOBAHHEM U OPOpMIICHHEM el B
JIETTOTIPOU3BOJICTBE YUPEKJICHUSI U CBOEBPEMEHHOM Iepenaueld uX B apXUB 00pa30oBaTEIIbHOM
OpraHU3aIlHH.

4. DyHKUMHU apxXuBa

B cooTBeTcTBHY C BO3JI0KEHHBIMU 3a7lauaMU apXUB OCYIIECTBISAET clAeAyonne GyHKIINH:

4.1 OpraHusyer OpHeM JOKYMEHTOB IOCTOSIHHOTO M BpeMEHHBIX (cBbime 10 jeT) cpokoB
XpaHeHHs, B TOM 4HCIe IO KaJpaM U OO0ydarmuMmcs, oOpa30BaBIIMUXCS B JAESITEIbHOCTU
YUPEXKJIEHUS, B COOTBETCTBUHU C YTBEP)KJIEHHBIM I'pa)UKOM.

4.2 OOecneynBaeT COXPAHHOCTh M BEACT y4YeT JOKYMEHTOB W (DOHIOB, HAXOIAIIMXCS Ha
XpaHEHUH B apxuBe 00111e00pa3oBaTeIbHON OPraHNu3allu.

4.3 TlpencraBinseT B TOCYJAapCTBEHHBIH (MYHUIIMNIAIBHBIN) apXWB y4YeTHBIE CBEACHHS 00
o0beMe M COCTaBe XpaHAMIMXCS B apXMBE YUPEXKICHUS IOKYMEHTOB ApPXHMBHOro ¢oHaa
Poccuiickoit ®@exepanuu W IpPYyrUX apXHWBHBIX JOKYMEHTOB B COOTBETCTBHUM C IOPSIKOM
roCy/1lapCTBEHHOI0 yueTa JJ0OKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparuu.

4.4 CucremaTu3upyeT M pa3MellaeT AOKYMEHTHI, OCTYNAIollMe Ha XpaHEHUE B IIKOJIbHBIM
apxuB, 00pa30BaBIINECS B X0JI€ OCYILECTBICHHS I€ATEILHOCTH OpraHU3allu, OCYIIECTBISIOMEH
00pa3zoBaTeNbHYIO IeATeITbHOCTD.

4.5 PaszpabarbiBaeT TrpaduKu OpEACTaBICHHUS ONUCEH HAa PAaCCMOTPEHHUE HKCHEPTHO-
MIPOBEPOYHOM KOMHCCHM W TIepeladd JTOKyMEHTOB ApxuBHOro ¢onma P® Ha xpaHeHue B
roCyAapCTBEHHBIN (MyHULIMIIATIbHBIN) apXUB.




4.6 OcCyIIECTBJSET MOATOTOBKY U IPEJICTABIISCT:

* Ha pPacCMOTPEHHUE U COTJacOBaHUE HKCIEPTHON KOMHUCCUU YUPEXKICHHS OMUCH el
MOCTOSIHHOTO XpaHEHUs, BpeMEeHHbIX (CBbIlIe 10 JeT) CPOKOB XpaHEHUs, B TOM YHCIIE
M0 KaJpaM U 00y4arouiuMmcs, a TaK)Ke akThl O BBIICICHUN K YHUYTOXEHHUIO apXUBHBIX
JOKYMEHTOB, HE IMOJJICKANINX XPAHCHHWIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCIIPABUMBbIX MOBPEKACHUSIX ApXUBHBIX TOKYMEHTOB;

* Ha YTBEPXKICHUE HKCIECPTHO-NPOBEPOYHON KOMHCCUU YIOJHOMOYEHHOIO OpraHa
HCIIOJHUTENIbHOM BiIacTH cyObekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxUBHOTO YUpEKICHHUS) OIMUCH JIeJ]I TOCTOSHHOTO XPaHCHUS,

* Ha corjacoBanue JIIK apxuBHOro yupexuaeHusi cyobekra Poccuiickoii ®Denepanun
(MyHUIIMITAJIBHOTO ~ apXWBa), B Ccllydae HAaJEJNEHUS €ro COOTBETCTBYIOIIMMU
MTOJIHOMOYHSIMH, OIUCH JIe] 110 TUYHOMY COCTaBY;

* Ha corinacoBanne DIIK apxuBHOrO yupexaenus cyonrekta Poccuiickoit denepanum
(MyHULIIMIAIBHOTO ~ apXHWBa), B CilIy4ae HAJACJIIEHUS €ro COOTBETCTBYIOIIUMHU
MTOJITHOMOYHSIMH, aKThI 00 yTpaTre JOKYMEHTOB, aKThl O HEHCIIPABUMBIX TOBPEKICHUIX
apXUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKICHHE TUPEKTOPY YUPEKICHUS OMHUCH JIeJI TOCTOSTHHOTO XPAaHEHUs, OIMHCH
BpeMeHHbIX (cBbilne 10 J1eT) CPOKOB XpaHEHHUsI, B TOM YHCIE OMUCHU e M0 KaapaMm U
OoOyJarommMMcs, aKThl O BBIJCICHUM K YHHYTOXKCHUIO apXHBHBIX JIOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHHUIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEHCIPABUMBIX
MOBPESKICHUSIX ApXUBHBIX JOKYMEHTOB, yTBepiKAcHHBIC (cornmacoBanHble) DIIK wmm
rocyAapcTBEHHBIM apXuBoM cyOwbekTta Poccuiickoiri ®denepanuu (MyHULUIIATbHBIM
apXWBOM) B Cllydae HaJECICHUS €T0 COOTBETCTBYIOUIMMHU IMTOJTHOMOYHUSMH.

4.7 OpranuszyeT nepenayy JAOKyMeHTOB ApxuBHOoro ¢ouga Poccuiickoit ®enepauuu Ha
MOCTOSITHHOE XPAHCHHE B TOCYIaPCTBEHHBIN (MYHUIIUITAILHEIN) apXUB.

4.8 Opranu3yer U NPOBOJUT HKCIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 ser)
CPOKOB XpaHEHHMs, HaXOJAIMXCS Ha XPaHCHUU B apXuBE YUpPEXKICHUS B LEIIX OTOOpa
JOKYMEHTOB JJisi BKJIIOYEHHUsS B cocTaB ApxuBHoro ¢onna Poccuiickoii ®denepannu, a Takxke
BBISIBJICHUSI TOKYMEHTOB, HE TTOJICKAIIUX JaJbHEUIIIEMY XPaHEHUIO.

4.9 VYyactByer B paboTe OKCHEPTHOM KOMHCCHM  OpTaHU3AllUM, OCYIIECTBISIONIEH
00pa3zoBaTeNbHYIO JeATeTbHOCTD.

4.10 TIpoBoauT MepompuUATHS MO 0OECIEUCHUIO COXPAHHOCTU JOKYMEHTOB, HAXOMSIIUXCS Ha
XpaHEHUH B apXHMBE OpPraHU3aIuH, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO NeSATEIbHOCTb.

4.11 Opranuzyer uHGOPMHUPOBAHHE AAMHUHHUCTPALUUA U PAOOTHUKOB YUPEKICHUS O COCTaBE U
COJCp)KaHUU  JIOKYMEHTOB apXWBa OpraHMU3alldd, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO
JESITENIbHOCTD.

4.12 NudopmMupyeT moib30BaTeNICH 110 BOIPOCAM MECTOHAXOKICHUS apPXUBHBIX IOKYMEHTOB.
4.13 Opranu3yer Bbiauy JOKYMEHTOB M JeN A paboThl B YUMTEIbCKOW WM BO BPEMEHHOE
MOJIb30BaHUE.

4.14 VicnionmHsieT 3ampochl OpraHM3alMii W 3asABICHHS TpakJaH 00 YCTaHOBJICHHH TPYIOBOTO
CTaXka ¥ JPYTUM BOIIPOCAM COIMATBHO-TIPABOBOTO XapaKTepa, B YCTAHOBICHHOM MOPSIKE BBIIAET
KOIMUU IOKYMEHTOB U apXUBHBIC CITPABKHU.

4.15 Bepner y4eT UCIOIB30BaHUA IOKYMEHTOB apXHBa 00pa30BaTEIIbHON OpPTaHU3AIIHH.

4.16 Cozpmaet GoHI MOIB30BAHUS apXUBA YUPEIKICHUS U OPTAaHU3YET €ro UCIOIb30BAHUE.

4.17 OcymecTBisieT BEICHHE CIPABOYHO-TIOMCKOBBIX CPEJACTB K JOKYMEHTaM IIKOJIHHOTO
apxuBa. Co3J1aeT, MOMOJHIET U COBEPIIEHCTBYET HAyYHO-CIIPABOYHBIN ammapaTr K XpaHsIUMCs B
apXMBe JIeJIaM U JOKyMEHTaM.

4.18 VYyacTtByeT B pa3paboTKe JOKYMEHTOB OpPTaHH3AIMH, OCYIIECTBISIONIEH 00pa30oBaTeIbHYIO
NeATeTLHOCTD, TI0 BOIIPOCAM apXHUBHOTO JIeJia U JEIOMPOU3BOCTBA.

4.19 Oxka3bIBaeT METOAMYECKYIO MTOMOIIIb:

* cnyx0e J[emonpou3BOACTBA YUPEKIEHUS B COCTaBICHUM HOMEHKJIATYphl e,
¢dbopMupoBaHUU U OPOPMIIEHUHU JeJI, KOHTPOJIUPYET MPaBUIBLHOCTH (OPMHUPOBAHUS U




odopmIIeHuUs JeN B ACTOMPON3BOICTBE;
*  CTPYKTYpPHBIM TOJpa3AciCHUsIM U paOOTHUKAM YUPEKICHUS B IMOATOTOBKE JOKYMEHTOB
K Iepesiaye B apXuB OpPraHU3alMH, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO AEITEIbHOCTD.
4,20 YdacTtByeT B NPOBEACHUW MEPONPHUATHH I10 TIOBBIICHUIO KBATW(PHUKAIMA pPaOOTHUKOB
apxuBa U CIIY>KOBI IeTONPOU3BOJICTBA 00pA30BATEIBHOIN OpraHU3alny.

5. IlpaBa apxuBa

15 8binonHeHUs 803/102CEHHBIX 3A0aY U OYHKYUL TULYO, OMBEMCMEEHHOE 3a APXU8, UMeen Npaso:
5.1. IlpencraBnarh AUPEKTOPY  OpraHU3alUU, OCYIICCTBISIONIEH  00pa3oBaTEIbHYIO
NEeSATENIbHOCTh,  MPEMJIOKEHHS [0  COBEPUICHCTBOBAHWIO  OpraHu3alld  XpaHEeHHs,
KOMIIJIEKTOBAHHUSI, YUE€Ta U UCIIOJIb30BaHUS APXUBHBIX JOKYMEHTOB B apXHUBE YUPEKICHHUS.

5.2. KoHTponupoBaTh BBHINOJIHEHHE YCTAHOBIEHHBIX TMpaBuUi pPabOThl C JOKYMEHTaMHU B
CTPYKTYPHBIX  TOApA3[CNCHHUsIX  OpraHu3alMM,  OCYHIECTBISIOMEH  00pa3oBaTelIbHYIO
JESITEIIbHOCTD.

5.3. 3ampammBarth OT CTPYKTYPHBIX IOJAPa3/leiICHUN U PAaOOTHHKOB YUPEKICHUS CBEICHUS,
HeoOXOouMBbIE ISl pabOThl apXHBa, C YUETOM OOECTeueHUs! BHIMOJHEHHS BCEX BO3JIOKEHHBIX Ha
apx¥B 3a/1a4 U QyHKIUH.

5.4. JlaBaTh pa3bsICHEHHS U PEKOMEHJAIMU MO0 BOMPOCAM, BXOMASAIIMM B KOMIIETCHIIMIO apXHUBa
OpraHM3aly, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.5. UudopMupoBaTh CTPYKTYpHBIE MOAPA3ACICHUs YUYPEXKACHHUS O HEOOXOAMMOCTU Mepenadu
JIOKYMEHTOB B apXUB B COOTBETCTBUHM C YTBEPKJIEHHBIM I'papuKoMm.

5.6. IlpuHuMarp y4yacTMe B 3acelaHUSIX OSKCHEPTHOW KOMHCCHHU o0O0IIeo0pa3oBaTeabHON
OpraHu3allii, a TaKKXe B OSKCIEPTHO-IIPOBEPOYHOW KOMHUCCUHU YIOJHOMOYEHHOIO OpraHa
UCIIOJIHUTENBHOM BiacTu cyobekTa Poccuiickoit denepanuu B chepe apXuBHOTO Jena.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHUPOBAHME APXUBA
6.1. HaznaueHHOE MPHUKAa30M AMPEKTOpa YUPEKICHHS JIUI0, OTBETCTBEHHOE 32 BElICHHE apXWBa,
HECET NEPCOHAIBHYIO OTBETCTBEHHOCTH 34:

® BBLINOJHEHHUE BO3JIOKEHHBIX HA apXUWB 33/1a4 U (YHKIMA B COOTBETCTBUU C JACHCTBYIOIIUM
3aKoHoAarenbcTBOM Pocculickoit denepanumy;

e opranHuzanvio paboThl apXHBa, CBOEBPEMEHHOE M KBAIW(UIIMPOBAHHOE BBITIOTHEHUE
MPUKA30B, pAaCIOPSIKEHUN, MOPYYEHUW BBIIIECTOSAIIETO PYKOBOACTBA, JIEHCTBYIOIIHNX
HOPMAaTHUBHO-TIPABOBBIX aKTOB 10 CBOEMY MPOQUIIIO NeSTEINbHOCTH;

® panuoHaNbHOE U d(PPEKTUBHOE UCTIOJIB30BAHUE MAaTEPUATBHBIX, (PMHAHCOBBIX U KaIPOBBIX
pecypcos;

® COCTOSIHME TPYAOBOM MU HCIIOJHUTENIBCKOM AUCLUMUIUIMHBI B apXWUBE, BBIIOJHEHUE CBOUX
(GYHKIIMOHATIBHBIX 0053aHHOCTEHH;

e CcoOmoJleHHe TMpaBWJI BHYTPEHHETO pacHopsaKa, CaHUTAPHO-TPOTHUBOIIUIEMHUYECKOTO
peXHUMa, IPOTUBOMOXKAPHOI 0€30MaCHOCTU U TEXHUKU O€3011acCHOCTH;

® BCICHUE JIOKYMEHTALMH, MPEAYCMOTPEHHOM JIEUCTBYIOIIMMU HOPMAaTUBHO-IIPaBOBBIMU
JIOKYMEHTaMU;

® [IPEJOCTAaBJIICHHUE B YCTAHOBJIEHHOM TMOPSAJKE JOCTOBEPHOM CTAaTUCTHUECKOM W WHOU
uH(pOpMaIUU O NeSTEIILHOCTH apX1Ba;

® TOTOBHOCTH apXHBa K pabOTE B YCIOBUSIX YPE3BHIYAMHBIX CUTYAIIUN.

6.2. OTBEeTCTBEHHBIC 3a BEJICHUE JCIOMPON3BOICTBA, TIOJITOTOBKY M MPEIACTABICHUE JIOKYMCHTOB
HA XpaHEHHEe B AapXWB, HA3HAYAIOTCS JTUPEKTOPOM OpTraHM3aIlH, OCYIIECTBISIONIEH
00pa3zoBaTeNbHYIO JeATeITbHOCTb.
6.3. KoHTponb NesSTeNbHOCTH apXHBa OCYIIECTBISIET AUPEKTOP OpPraHU3allid, OCYIIECTBISIONICH
00pa30BaTeNbHYIO ACSITEIBHOCTD.

7. KomnjiekToBaHHMe apXuBa



7.1. TloaroToBKa MOKYMEHTOB K TEpenadye B apXwB OOpa30BaTEIIbHON OpraHHW3aIlMd BKIIOYACT
9KCIIEPTU3y HAy4YHON M NPAaKTHUECKON IIEHHOCTH JOKYMEHTOB, OOpMIIEHHE [€JI, COCTAaBIICHUE
OIHCH.

7.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB.

7.2.1. DKcnepTu3a LIEHHOCTH JIOKYMEHTOB — OIIPEAEICHUE LIEHHOCTH JOKYMEHTOB C IIEJIbIO
0oTOOpa MX Ha XpaHEHUE U YCTAaHOBJICHHE CPOKOB XPAHEHHUS. DKCIEPTU3Y LIEHHOCTU JOKYMEHTOB B
00pa30BaTebHOI OpraHu3alii OCYIIECTBISET IOCTOSIHHO AEUCTBYIONIAs SKCIIEPTHAS KOMHUCCHSL.
7.2.2. DKcnepTHas KOMHCCHS Ha3HA4yaeTcs IMPUKA30M JHUPEKTOpa ydpexkaeHus. B cocras
OKCHEPTHOM KOMHCCHM BKJIIOYAIOT HE MEHEE TPEX COTPYAHHKOB, B TOM YHUCIIE B 00s53aTEIbHOM
MOPSAJKE JIMIIO, OTBETCTBEHHOE 3a BEJCHHE apXWBa YUPEKICHHS, U JTUPEKTOP MYHHUIUIAIBHOTO
apxuBa (1o cortacoBanuio). CekperapeM OKCHEPTHOM KOMHUCCHMU HA3HAYAIOT CeKpeTaps
o0pa3oBaTeNbHOIl OpraHu3anuu. OKCHEepTHas KOMHCCHsS Ha 3acellaHusX paccMaTpUBaeT:
HOMEHKJIATYpy JA€N YYpEXKJIEHUs, OMMCH JI€J MOCTOSHHOIO XpPaHEHMsI M IO JIMYHOMY COCTaBy,
aKThl Ha JJOKYMEHTBI, BbIJIETIsiEMble K YHUUTOKEHUIO.

7.3 Odopmienue e

7.3.1. Jlena mOCTOSIHHOTO XpaHEHHS MOAIIUBAIOTCA B TBEPIAYIO OOJOKKY CYpPOBBIMH HUTKaMHU.
Jluctel HyMepyIOTCS B IIPaBOM BEpXHEM YTy MPOCThIM KapanjamioMm. KoguyecTBO JTMCTOB B
KaXKIOM Jiesie He JO/bKHO mpeBblnath 250. B koHIle Aena Ha OTOENBHOM JIMCTE COCTaBISIETCS
3aBepUTEIbHAsI HAIITUCh.

7.3.2. Ha 00moxkke Jell TOCTOSHHOTO XPAaHEHWs JOJDKHBI ObITh IMPOCTaBICHBI CIEAYIOLIUE
PEKBU3HUTHI:  TIOJIHOE  HAUMEHOBAHHE  BBIMIECTOSIIEH  OpraHW3ald,  HAaUMEHOBaHHUE
o0pa3oBaTenbHOl OpraHu3aluu, HoMep (MHIEKC) Jeja MO0 HOMEHKJIAType, 3arojioBOK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WIA OTMETKA «XPaHUTh IIOCTOSTHHO», HOMEp (OHJIA, OIHUCH,
nena.

7.3.3. Ilo OKOHYaHUU AETOMPON3BOACTBEHHOTO roJja B 0POPMIICHHBIE O0JIOKKH JIEN TIOCTOSTHHOTO
XpaHEHUsT BHOCATCA  HEOOXOJMMBbIE  yTOYHEHHUS: B  3arojiOBKM  JIed,  COJEpIKaIlux
pacnopsAUTeNbHbIE JOKYMEHTH (TpPUKa3bl, MPOTOKOJBI), BHOCSATCS HOMEpA; €ClId JeNo ¢
MEPENUCKON COCTOUT U3 HECKOJIBKHX TOMOB, B Ka)KJJOM TOME YKa3bIBA€TCSI KOPPECIIOHIEHT, aBTOD,
TEPPUTOPHS, APYTHe JaHHbIC. B Kaxa0M TOMe yka3bIBaeTCs AaTa (YHUCIo, MECSI, TOJ) Hadajla u
OKOHYAHUS JaHHOTO ToMa. TOYHBIE AAThl MPOCTABISAIOTCS HA OOJIOKKAX JUIsi OBICTPOrO MOMCKA
JOKYMEHTOB B IIOCIEAYIOIIEM; M3 3aBEPUTEIbHOM HAANMUCH Ha OOJOXKKY Jena BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

7.3.4. Hammucu Ha O0OJOKKAX JeJ1 IOCTOSHHOTO U JOJTOBPEMEHHOTO XPAaHEHUS CIeIyeT
MPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIAMM.

7.3.5. Jlns ydera KOJIHMYECTBA JINCTOB B Jieie M (PUKcamu OCOOCHHOCTEH HMX HyMepaluu Ha
OT/IENIbHOM JIUCTE COCTABIISIETCA 3aBEPUTENbHAS HAAMKCh.

7.3.6. B 3aBepuTENBbHON HAANMCH YKA3bIBACTCS KOJIUYECTBO JIUCTOB (IM(pamMu W MPOIMKUCHIO) B
Jiene. 3aBepUTeNIbHAsT HAJNUCh MOJMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOJIKHOCTH W
JaThl COCTABJICHUSI.

7.3.7. BHyTpeHHs ONHUCH COCTABISIETCS K JieJaM MOCTOSHHOTO M JONTOBpeMEeHHOro (cBbimre 10
JIET) CpOKa XpaHEeHUs, CPOPMUPOBAHHBIM TI0 PA3HOBHIHOCTSAM TOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKpBIBAIOT KOHKPETHOE CO/IePKAHNE TOKYMEHTOB (0c000 IIEHHbIE, TUYHBIC JIeNa U Ap.).

7.8. Onrcanue TOKYMEHTOB TIOCTOSTHHOTO CPOKA XPAaHEHHSL.

7.8.1. Ommcu COCTaBISIFOTCS pa3/ieIbHO Ha Jiefla MOCTOSHHOTO XPAaHEHHS IO OCHOBHOM
NeSTENIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.8.2. Onricu cOCTaBISAIOTCS JEIOTPOU3BOIUTEIEM.

7.8.3. Onmch BeneTcs B €IMHOM BAJIOBOM HyMepalliy B TSUCHNUE HECKOJIBKHX JICT.

7.8.4. Ha nena ¢ MCTEKIIMM CPOKOM XpaHEHHS COCTABISIETCS aKT 00 YHHUTOKEHUU.

7.9. [dena BpeMeHHOT0 XpaHeHUs 0(hOPMIISIOTCS YIIPOIIEHHO: OHU HE TIOJIIIHBAIOTCS, JINCTHI B HUX
HE HYMEpYIOTCs, yTOUHEHHE Ha OOJIOKKAaX HE MPOU3BOJUTCS, OMKCH Ha JieJa He COCTaBJISIOTCS,
yueT BeAeTcs [0 HOMEHKJIaType Jel.

7.10. Onucanyre JOKyMEHTOB IIOCTOSIHHOI'O CPOKA XPAHEHUSI.




7.10.1. Ilo OKOHYAaHWUHU JENONPOU3BOACTBEHHOIO Toja B 00pa30BaTeIbHOM OpraHU3aALUN
MIPOU3BOJUTCS OTOOP JOKYMEHTOB MOCTOSIHHOT'O CpOKa XpaHEHHs MJis BKIIOYEHHUS MX B OIUCH.
Onuch COCTOMT W3 TOJOBBIX pa3liesioB, BHYTPU Toja Jieja pacrojaralTcs IO CTENeHU
3HAYUMOCTH C Yy4YETOM HOMHUHAJIBHOIO TMpUHIUNA (B COOTBETCTBUM C HOMEHKIATYpPOil
00pa3oBaTebHON OpraHU3AIINH ).

7.10.2. Onucu COCTaBIAIOTCS pa3AeibHO Ha JleJla TOCTOSHHOTO XpPaHEHUsT IO OCHOBHOM
JIEeATEeILHOCTH U Ha JieJia TI0 IUYHOMY COCTaBYy.

7.10.3. Onucu cOCTaBIISIOTCS CEKpETapeM.

8. 3akim0unTeIbHbIE MOJI0KEHUS

8.1. Hacrosimee ITonoxenune 06 apxuBe B MOV «Slurenbckas COILL mmenn ®@umnaroBa A.K.»
SIBJISIETCSI JIOKAIbHBIM HOPMAaTHBHBIM aKTOM, IpUHHMaercss Ha OOmeM coOpaHuu paOOTHUKOB
YUpEKACHUS U yTBepKIaeTcs (JInOo BBOIUTCS B ACWCTBUE) IPUKA30M JAUPEKTOPA OPTaHU3AIHH .
8.2. Bce m3MeHEeHHMS M JIONOJHEHUS, BHOCHMBIE B HacTosiee [lomoxeHue, opopMiIsioTcss B
NUCHbMEHHOW (OpME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
®enepanuu.

8.3. Ilomoxenume 00 apxuBe 0O0mIE0O0pa30BATENBHON OpraHM3alMU  TNPHHAMAETCA Ha
HeoNpeeNieHHbIH cpok. V3meHenust u nornonHeHus K [1oMoXeHUIO TPUHMMAIOTCS B TOPSIKE,
npexycmorpenHom 11.8.1. Hacrosmero [lomoxxeHwus.

8.4. Ilocne mpunstus I[lomoxkeHus (WM WU3MEHEHHH M JIONOJHEHUH OTAENBHBIX MYHKTOB MU
pa3aenoB) B HOBOW pelaKLUy MPEAbIIyIast pelaKusi aBTOMATHUECKH YTPAuUBaET CUITY.



