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YTBEPKAEHO
npukasom ®enepasibHOro apxmBHOro
areHtctea ot 11.04.2018 r. Ne 42

3apeructpupoaH B MuHiocte Poccmmn 15.08.2018.
PernctpaunoHHbiii Ne 51895.

MpumepHoOe NonoxeHue
06 apxuBe opraHu3auum

I. O6bwme nonoxeHus

1. MpumepHoe nonoxeHve o6 apxmBe opraHusaumm (panee — [pumepHoe NONOXKEHME)

pa3paboTaHO B COOTBETCTBMM C NOAMNYHKTOM 8 NyHKTa 6 MonoxeHns o PesepaibHOM apXMBHOM
areHTCTBe, yTBEPKAEHHOro YKasom [lpesnaeHta Poccuitckonn Pegepaumn ot 22 utoHa 2016 .
Ne 293 «Bonpocbl ®PepepanbHoro apxuBHoro areHtctBa» (CobpaHue 3aKoOHOAATeNbCTBa
Poccuinckoit ®epgepaunm, 2016, Ne 26, cT. 4034).

MNpumepHOe MONOXKEeHME PaACNPOCTPAHAETCA Ha apxXMBbl  OpPraHM3auui, BbICTYMAKOLWMX
WUCTOYHMKAMM KOMMNEKTOBAHUA TOCYAapPCTBEHHbIX, MYHULMNANbHbIX apXWMBOB (Aanee — Apxus
opraHusauum).

ApxuB OpraHusaLMM CO34aeTca Ha NpaBax CTPYKTYPHOro noapasfeneHus, OCyLLecTBAAOLWLEro
XpaHeHne, KOMMNJIEKTOBaHME, YYeT U UCNONb30BaHWe AOKYMeHTOB ApxuBHoro ¢poHaa Poccuitckoi
depepaumm, 4LOKYMEHTOB BpeMeHHbIX (CBbile 10 neT) CPOKOB XpaHEHUs, B TOM YUCAE MO IMYHOMY
cocTaBy, 06pa30BaBLUMXCA B AEATENbHOCTM OPraHM3aLMu, a TaKKe MOArOTOBKY [AOKYMEHTOB K
nepegaye Ha NOCTOAHHOE XPaHEHWE B roCyAapCTBEHHbIN (MyHULMMNANAbHbIN) apXUB, UCTOYHUKOM
KOMM/IEKTOBaHMA KOTOPOro BbICTyNaeT opraH13aums.

OpraHusauma paspabatbiBaeT MnosioeHne o6 ApxuBe opraHusaumu. MonoxeHne o6 Apxuse
opraHM3aumnmn NOAEXUT COrNAacoBaHMIO HA NPeAMET COOTBETCTBUA ero MpumepHOMY NOJTOXKEHUIO
C YYETOM COCTaBa AOKYMEHTOB, HAXOAALLMXCA HA XPAaHEHUN U NOSNENKALLMX XPAaHEHUIO B ApxuBe
opraHu3auuu.

OpraHusaumu, BbICTyMalowWmMe UCTOYHMKAMN KOMMNEKTOBAHUA denepanbHbIX roCyAapCTBEHHbIX
apXxvMBOB, COr/acoBbLIBAIOT  MNOMOXeHMe 06 apxuBe opraHuM3aumm ¢ deaepanbHbIM
rocy4apcTBEHHbIM apPXMBOM; OPraHM3auUuu, BbICTYNalOLWME MCTOMHUKAMMU KOMMJIEKTOBaHMUA
rocyAapCcTBeHHbIX apxMBoB cybbekToB Poccuitickoin deaepaummn, MyHUUUNANAbHBIX apXUBOB, — C
YNOJTHOMOYEHHbIM OPraHOM UCMNOJIHUTENbHOM BRacTu cybbekTa Poccuiickoit Pegepaumm B chepe
apXMBHOTO Aefa WAW C TOCYAapCTBEHHbIM apxMBomM cybbeKkTa Poccuiickoirt deaepauyuuy,
MYHULMUNANbHbIM apPXMBOM B Cly4ae HaZeNeHUs UX COOTBETCTBYIOLLMMM MNOTHOMOYUAMMU.

Mocne cornacoBaHMA NONOMKeHMe 06 ApxvMBe OpraHuM3auuK YTBEP)KAAETCA PyKoBOAUTENEM
opraHu3auuu.
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5. ApxuB opraHusauMm B CBOel AeATeNbHOCTU pykKoBoAcTByeTca ®PenepanbHbiM 3aKOHOM OT
22.10.2004 No 125-®3 «06 apxusHom pgene B Poccuitckon Pepepauun» (CobpaHue
3aKoHogaTenbcTBa Poccuiickoin Pepepaumnm, 2004, Ne 43, c1. 4169; 2006, Ne 50, ct. 5280; 2007,
Ne 49, ct. 6079; 2008, Ne 20, cT. 2253; 2010, N2 19, cT1. 2291, Ne 31, cT1. 4196; 2013, Ne 7, cT. 611;
2014, Ne 40, c1. 5320; 2015, Ne 48, cT. 6723; 2016, N2 10, ct. 1317, N2 22, c1. 3097; 2017, Ne 25,
cT.3596; 2018, No 1, c1.19), 3aKOHamMW, HOPMATMBHbIMM MNPaBOBbIMM aKTamu Poccuinckomn
Pepepauymmn, cybvektos Poccuiickoint Pepepaumnm B chepe apxmMBHOro Aena v 4eNonpon3BoACTBa,
npaBUiaMn OpraHU3aunM XpaHeHMA, KOMMJIEKTOBAHUA, yyeTa M MCNONb30BaHUA AOKYMEHTOB
ApxmnsHoro ¢oHaa Poccuitckon ®epepaunm n gpyrux apXmMBHbIX AOKYMEHTOB B FOCYAapCTBEHHbIX
opraHax, opraHax MecTHOro camoynpasnerua un opraHusaumaxtl nokanbHbIMM HOpMaTUBHbIMMK
aKTaMM rocyaapCTBEHHOrO OpraHa.

Il. CoctaB AOKYyMeHTOB ApXxusa opraHusauum
6. ApxuB OpraHM3aumu XpPaHUT:

a) AOKYMEHTbl MOCTOAHHOrO U BpeMeHHbIX (cBbie 10 neT) CPOKOB XpaHEHUsA, B TOM uyucne
[OKYMEHTbI N0 IMYHOMY COCTaBy, 0bpa3oBaBLIMECA B AeATENIbHOCTU OpraHusaumm;

6) OOKYMEHTbl MOCTOAHHOIrO XPaHEHMA U OOKYMEHTbl Mo JnYyHOomy coctaBy ¢oHaa (os)
OpraHu3aumnii — NpeaLecTBeHHUKOB (NPY UX HANYUK);

B) apxmBHble GOHAbI AnYHOro npoucxoskaeHunalZl (npu ux Hannumm);
r) doHp nonb3osaHua (apxmea)l (npu Hannumn);

A1) CNpaBOYHO-NOUCKOBbIE CPEACTBA K AOKYMEHTAM U YUYETHbIE AOKYMEHTbI APX1MBa OpraHu3auuu.

Ill. 3apaun Apxusa opraHmusauum
7. K3apadyam ApxmBa opraHusaumm OTHOCATCA:

7.1. OpraHu3auma xpaHeHUA AOKYMEHTOB, COCTaB KOTOPbIX NpeAycMoTpeH rnasoi |l MpumepHoro
NONOXKEHMUA.

7.2. KomnnektoBaHne ApxmBa OpraHM3auum AOKyMeHTaMu, 06pa3oBaBLIMMUCA B AeATENbHOCTH
opraHusauum.

7.3. YyeT AOKYMEHTOB, HAXOAALLMXCA Ha XPaHEeHMN B ApXmnBe opraHmsaLmnm.
7.4. icnonb3oBaHWe AOKYMEHTOB, HaXOAALWMXCA HAa XpaHEeHUM B ApXnBe opraHmM3aLuu.

7.5. MoarotoBKa M CBOEBPeMeHHasas nepegadva AOKymeHToB ApxuBHoro ¢oHaa Poccuiickon
PepepaLuMm Ha NOCTOAHHOE XPaHEHWE B FOCYAaPCTBEHHbIM (MYHULMMNANbHbBIN) apXUB.
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7.6. MeTogmyeckoe PYKOBOACTBO M KOHTPO/b 3a dopmupoBaHMemM M odOpMIeHMEM Aen B
CTPYKTYPHbIX MNOApa3feneHnAX OpraHM3auMm W CBOEBPEMEHHOW nepegayvyerd Mx B Apxus
OopraHusauuu.

IV. ®dyHKuun Apxusa opraH1Msaummn
ApXxu1B OpraHM3aLMn OCyLWEeCcTBAAET caeaytowme GyHKUNK:

8.1. OpraHu3yeT npuMemM [OOKYMEHTOB MOCTOAHHOTO W BpeMeHHbIX (cBbiwe 10 neT) cpokoBs
XPaHeHMsA, B TOM YuMcC/ae Mo IMYHOMY coCTaBy, 06pa3oBaBLUMXCA B AeATE/NIbHOCTU OpraHM3auuu, B
COOTBETCTBMU C YTBEPKAEHHbIM rpaduKom.

8.2. Beget yyeT 4OKYMEHTOB 1 GOHA0B, HAXOASALWMXCA HA XPaHEHUM B ApXMBE OpraHM3aLuu.

8.3. MpeacTaBnseT B rocyA4apCcTBEHHbIN (MyHULUMMNANbHbIN) apXnB yYeTHble cBegeHns 06 obbeme
M COCTaBe XPaHALWMXCA B apxvMBe OpraHusauMm OOKYMeHTOB ApxmBHoro ¢oHaa Poccuiickoin
depepaumm M APYrux apxvMBHbLIX LOKYMEHTOB B COOTBETCTBMM C MOPALKOM rocyaapCTBEHHOro
y4yeTa AoKymeHTOB ApxmBHoro poHaa Poccuiickoit Pegepaumu.

8.4. CuctemaTusupyeT M pasmellaeT AOKYMEHTbl, MOCTynawuwme Ha XpaHeHue B ApxuBs
opraHusauum, obpasoBaBLUMECA B XO4€e OCYLLEeCTBAEHUA AeATeIbHOCTU OpraHn3aLmu.

8.5. OcywectenaeT NOAroTOBKY M NpeACcTaBasAeT:

a) Ha pacCMOTPEHME W COrNACOBaHME 3SKCMEePTHOM KOMMCCUWM OpraHusauMuM Onucu aen
NMOCTOAHHOrO XpPaHeHUs, BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XPaHEHMUA, B TOM YMUCaE MO TNYHOMY
COCTaBY, a TaKXe aKTbl O BblAENEHUN K YHUUTOXKEHUIO aPXMBHBIX LOKYMEHTOB, HE MOA/EXKALMX
XPaHEeHWO, aKTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEUCNPABUMbIX NOBPEXKAEHUAX APXMBHbIX
[ OKYMEHTOB;

6) Ha yTBEP)KAEHME 3SKCNEepTHO-NMPOBEPOYHOM KomuccuM deaepanbHOro rocyaapCcTBEHHOro
apxvBa WAW YMNOAHOMOYEHHOrO OpraHa WCNOJIHUTENIbHOM BAAcTU cybbekTa Poccuickom
depepaumn B chepe apxuBHoro gena (ganee — IMK apxXMBHOro yyperkAeHMA) onucu aen
NOCTOAHHOrO XpaHeHus;

B) Ha cornacoBaHue IMK apXMBHOrO YyYpEeKAEHUS MAU TOCYAAPCTBEHHOrO apxmBa CybbeKTa
Poccuiickot  depepaumm  (MyHUMUMNANbHOrO  apxuBa), B  C/ly4ae HaJeNeHus  ero
COOTBETCTBYOLWMUMM NOTHOMOYMUAMMU, ONUCKU AeN MO NTMYHOMY COCTaBY;

r) Ha cornacosaHue IMK apXMBHOMO yYpeXKAeHWUA WAM FOCy[apCTBEHHOrO apxuBa CybbeKTa
Poccuiickoit  depepaumm  (MyHMUMNANbHOrO  apxuBa), B  C/Ay4ae HadeneHua  ero
COOTBETCTBYIOLMMM MONHOMOUYMAMM, aKTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEeWCnpaBUMbIX
NOBPEXKAEHUAX aPXUBHbIX LOKYMEHTOB;

[l) Ha yTBEpP)KAEHMEe PYKOBOAWUTE/NO OpraHM3auuMn ONUCU AeN NMOCTOAHHOrO XPaHEeHUA, OnMucU
BpeMeHHbIX (cBbilwe 10 NeT) CPOKOB XPaHEHMS, B TOM YMC/IE ONUCU AN NO TIMYHOMY COCTaByY, aKTbl
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O BbIAENIEHUN K YHUUTOXKEHUIO APXMBHbIX AOKYMEHTOB, HE MOAAeXKalux XPaHeHWUHo, aKTbl 06
yTpaTe [AOKYMEHTOB, aKTbl O HEUCNPaBUMbIX MOBPEXKAEHUAX APXMBHbLIX [AOKYMEHTOB,
yTBEPKAEHHble (cornacoBaHHbie) MK MAKM rocyaapcTBEHHbIM apXMBOM cybbekTa Poccuiickoi
Pepepaumm  (MyHMUMMANBbHBIM apXMBOM) B CAyvyae HaAeNEeHUA ero COOTBETCTBYHOLLMMMU
NOJIHOMOYMAMM.

8.6. OpraHusyeT nepegadyy [AOKyYMeHToB ApxuBHOro ¢oHaa Poccuitickon Peaepaumm Ha
NOCTOAHHOE XPaHEeHME B rOCYyAapPCTBEHHbIN (MYHUUMNANbHbINA) apXUB.

8.7. OpraHu3yeT M NPOBOAUT 3KCNEPTU3Y LEHHOCTM JOKYMEHTOB BpemMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHMA, HaxoAAWMXCA Ha XpaHeHUW B ApxuBe opraHusauum B Uenax oTbopa
[OKYMEHTOB A/ BKAKOYEHUA B cocTaB ApxmBHoro ¢oHaa Poccuitickoit depepaumm, a Takwke
BbIAB/IEHMA AOKYMEHTOB, HEe NoA/iexalmnx AabHelemMy XpaHeHMIO.

8.8. MpoBoauT meponpuatTMa No obecneyeHMto COXPAHHOCTUM AOKYMEHTOB, HaxoAAlMXCA Ha
XpPaHeHUn B Apxmee opraHmsaumn.

8.9. OpraHusyeT MHGOPMUPOBAHME PYKOBOACTBA M PabOTHMKOB OpraHM3auUMM O cocTaBe M
coAeprKaHUnM OKYMEHTOB ApXmMBa OpraHU3aLum.

8.10. NHpopmmpyeT nosib3oBaTenei No BONPocam MECTOHaAXOXKAEHMA apPXMBHbBIX AOKYMEHTOB.

8.11. OpraHusyeT Bblgayy AOKYMEHTOB M Aen ANA paboTbl B YATaNbHOM (MPOCMOTPOBOM) 3a/1€ UK
BO BpeMeHHOoe Mo/b30BaHue.

8.12. UcnonHsaet 3anpochbl I'IOI'Ib3OBaTEI'IEl‘;l, BblAa€T apXMBHble KONUN OOKYMEHTOB, apXWMBHbIE
BbIMNCKN N apPXUBHbIE CNPaBKU.

8.13. Beget yueT Mcnosb3oBaHMUA AOKYMEHTOB ApXMBa OpraHmM3aunm.
8.14. Co3paeTt $oHA NONb30BaHMA APXMBA OPraHM3aLMM U OPraHU3YEeT ero UCMno/ib30BaHUE.

8.15. OcyuiectBnseT BeAeHMEe CNPaBOYHO-MOMCKOBLIX CPEACTB K AOKyMeHTam ApxuBa
opraHu3auuu.

8.16. YuactByeT B pa3paboTKe AOKYMEHTOB OpraHuM3auMyM Mo BOMNPOCamM apxMBHOro Aena wu
[EeNonponsBoACTBa.

8.17. OKa3biBaeT METOANYECKYIO MOMOLLb:

a) cnyxbe fenonponsBoaCTBa OpraHM3aLMmM B COCTaBAEHUN HOMEHKNATYPbI aen, popmnpoBaHUm
n opopmneHuun gen;

6) CTPYKTYpPHbIM NoApasgeneHnsm M paboTHMKam opraHusauMm B NOATOTOBKE AOKYMEHTOB K
nepegaye B ApX1B opraHmnsaLum.

V. NpaBa ApxuBa opraHusauum
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9. Apxus opraHusaumu meeT Npaso:

a) nNpeAacTaBNATb PYKOBOACTBY OpPraHM3auum nNpegjiokeHua Mo COBEPLUEHCTBOBAHUIO
OpraHM3aumMmn XpaHeHusa, KOMMNEKTOBaHMA, YYeTa U MUCNONb30BaHUA apPXMBHbIX AOKYMEHTOB B
ApxuBe opraHusaumu;

6) 3anpawmBaTb B CTPYKTYPHbIX MNOAPA3AENEHMAX OpraHM3aUnn CBeAeHMUA, Heobxoaumble Ans
paboTbl Apx1MBa OpraHu3aLmu;

B) [f4aBaTb pPEKOMEeHAAUMWM CTPYKTYPHbIM MNOAPa3LeNeHMAM OpraHuMs3auuuM Mo  BOMpPOCaMm,
OTHOCALLMMCA K KOMMNETeHLUN ApxmBa OpraHm3aLmu;

r) MHGOPMMPOBATL CTPYKTYpHble NOAPA3AEeNeHMA OpraHuM3aumMm o HeobxogMMOCTM nepenaym
AOKYMEHTOB B ApXMB OpraHmn3auum B COOTBETCTBUM C YTBEPKAEHHbBIM rpadUKoOMm;

A) NPUHUMATL yyacTue B 3acedaHuAx LLeHTpanbHOW 3KCNepPTHO-MPOBEPOYHON KOMMUCCUM MpU
depepancHOM apxmBHOM areHTcTBe, IMK apXMBHOrO yupexaeHus.
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