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MockBa

OO0 yTBepxKICHUH
NpPUMEPHOro MOJIoKeHHs 00 apXHBe OpraHu3aluu

B COOTBETCTBHH C YacThIO 2 CTaThd 13 MejiepajbHOro 3aKoHa OT 22 OKTAGDA
2004 r. Ne 125-03 «O6 apxusHOM gnene B Poccuiickoii deneparum» (Cobpanue
3akoHOmaTenbcTBa Poccuiickoit @emepamun, 2004, Ne 43, ct. 4169; 2006, Ne 50,
cT. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253; 2010, Ne 19, ct. 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 Ilomoxenus o QPefepanbHOM apXHBHOM areHICTBE,
yTBepxaeHHOro YkasoM Ilpesunenta Poccuiickodt ®enepaiuu 0T 22 HIOHA 2016 r.
Ne 293 «Bompocsl @enepansHoro apxusHoro aredrctsa»  (CobGpaHue
3axoHOAaTeNbcTBa Poccuiickoit ®eneparuu, 2016, Ne 26, ct. 4034),
NPHUKAa3bIBalo:

VTBepIMTH IpAIAracMoe IpHUMEpPHOe HOJIOKeHHEe 00 apXHBe OpraHHU3alluy.

PyxoBonutens A.H. Aptusos

MHHHCTEPCTDO INCTHUNM POCCHACKON GXERRNIH
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VTBEPXEHO

npuka3zoM DenepabHOrOo
apXWBHOTI'O areHTCTBa

or S/ 0% 2018T.Ne 4Z

IIpuMepHOe NoJI0KeHAe 00 apXuBe OPraHu3anHH

I. OO11He ITOJI0KEHUS

1. TIpuMepHOe MONOXeHME 00 apXuBe OpraHU3aLMH (manee — IlpumepHoe
NoJIOXKeHHe) pa3paGoTaHO B COOTBETCTBHH C TOANMYHKTOM 8 IyHKTa 6 Ilonoxenus
o ®enepanbHOM apXWBHOM areHTCTBE, YTBEPKACHHOI'O Vka3zom Ilpesunenra
Poccuiickoii ®exepamuu ot 22 mioHs 2016 1. Ne 293 «Bompock! @esepallbHOro
apxupHoro areHtctBa» (CobpaHHe 3aKOHOJATENbCTBA Poccuiickoit ®Pexnepaiuy,
2016, Ne 26, ct. 4034).

2. TlpuMepHOe TOJOXKEHHE PACMpOCTPAHAETCA Ha ApXUBBI OpraHu3allyi,
BEICTYTIAIONIMX MCTOYHHKAMH KOMIUIEKTOBaHMs IOCyapCTBCHHbIX, MyHHIAMATBHBIX
apXHBOB (anee — APXUB OPTaHU3ALNY).

3. ApXWB OpraHM3allid CO3/IacTCs Ha NpaBax CTPYKTYypHOTO IOJPA3NCICHNL,
OCYIIECTBISIOMET0 ~ XpaHeHWe, KOMIUIEKTOBaHME, y4eT M HCIOIb30BAHHC
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoii denepanuy, JOKyMEHTOB BpEMEHHBIX
(cBpmmre 10 JieT) CPOKOB XpaHeHWs, B TOM WYHCIe IO JHIHOMY COCTaBy,
06pa3oBaBIIKXCS B ACSATENHHOCTH OPraHU3alliy, a TaKXke IOArOTOBKY JOKYMEHTOB K
nepefade Ha MOCTOSHHOE XPaHEHHE B roCyJapCTBEHHbIN (MyHUIMNATBHbIA) apXHUB,
HACTOYHHKOM KOMILIEKTOBAHHS KOTOPOT'O BBICTYIIACT OpraHU3alks.

4. Opranuzanus  paspabaThiBaeT IOJIOXKEHHE 06 ApxuBe OpraHU3aIVH.
[Tonoxenne 06 ApxuBe OpraHM3alMM MOUIEKHUT COITIACOBAHMIO HA TPEIMCT
COOTBETCTBHS ero IIpMMepHOMY IIOJOXEHHIO C Y4eTOM CocTaBa HOKYMEHTOB,
HAXOJIAIMXCS HA XPAHEHHH U TIOJICXKAIIIX XPAHEHHIO B APXHBE OpraHU3alliH.

OpraHu3alyy, BHICTYNAIOIIME MCTOYHHKAMH KOMILIEKTOBAHMA GbenepalbHBIX
roCyJapCTBEHHBIX apXHBOB, COIIaCOBBIBAIOT IOJIOXKEHHE 06 apxuBe OpraHu3aluu C
demepaNbHBIM  FOCYapPCTBEHHBIM  apXWBOM;  OpraHH3aluH, BBICTyIIAIOIIIKE
HCTOUHMKAMY KOMILIEKTOBAHHS TOCYapCTBEHHBIX apXHBOB CYOBEKTOB Poccuiickon
denepanyy, MyHULIMIIAIBHBIX apXHBOB, - C YIIOTHOMOYEHHBIM ~ OpPTraHOM
WCIIONHUTENBHOM BiIacTH cybpekta Poccuiickoit Penepavu B chepe apXuBHOTO
Jela WIH C TOCYJapCTBEHHBIM apXMBOM CyOBeKTa Poccuiickoii Pepnepanuu,



MYHHIMNAIGHBIM ~ apXHBOM B Cly4ae HaJeleHHs HX COOTBETCTBYIOLUMMH
ITOJITHOMOYHSIMH.

[lociie coryiacoBaHus IHojoXxeHHe 00 ApxXuBe OpraHH3alu¥ YTBEPXKAACTCS
PYKOBOAUTEIEM OpraHH3aLHH.

5. ApxuB OpraHuM3allil B CBOeH JIEATENBHOCTH PYKOBOACTBYETCH
®ezepalbHBIM  3aKOHOM OT 22.10.2004  Ne 125-@3 «O6 apxuBHOM Jiele B
Poccuiickoit ®enepanum» (CobpaHue 3aKOHOIATENBCTBA Poccuiickoit ®exnepaiiuy,
2004, Ne 43, ct1. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cr. 2253; 2010, Ne 19, cr. 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, cr. 3097; 2017, Ne 25,
cr. 3596; 2018, Ne 1, ct. 19), 3axoHam#, HOpPMaTHBHBIMH IIPaBOBBIMH AaKTaMH
Poccuiickoii ®enepanum, cyosexroB Poccmiickoit denepanuu B cdepe apXUBHOIO
fefa ¥ AeJIONPOU3BOACTBa, IPaBHIaMU OpraHu3alliy XPaHEHHs, KOMIUICKTOBaHH:,
ydeTa W MCIOJB30BaHUs JTOKYMEHTOB APXMBHOIO donma Poccuiickoit @enepau 1
IPYTEX apXMBHEIX IOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, Oprafax MeECTHOIO
CaMOYIpaBleHHss W OpraHM3alMsX’, JIOKAJIbHRIMM HOPMAaTHBHBIMH  aKTaMu
rocyapCTBEHHOIO OpraHa.

II. CocrtaB JOKyMeHTOB ApXHBa OpraHU3aluu

6. Apx¥B OpraHM3al(H XpaHHUT:

a)  JOKyMEHTH MOCTOSHHOIO M BPEMEHHBIX (CBBIIIE 10 mer) cpoxoB
XpaHEHHs, B TOM YHCJ€ IOKYMCHTHl IO JIMYHOMY COCTaBY, o0pa3oBaBIIKECS B
JeATeIbHOCTH OpraHu3allvH;

6)  JOKYMEHTBHI [IOCTOSHHOIO XpaHeHUs ¥ JOKYMEHTBI IO JIMHOMY COCTaBY
donza (0B) OpraHu3alyi — NpeIIeCTBEHHAKOB (TIpY UX HaIUYHH);

B)  apxWBHbIC (QOHMIBI IMIHOTO MpoMCXOXIeH s * (IPH MX HATMYUHK);

r)  doHz nons30BaHusA (apxuBa)’ (IpH HAJIMYHUH);

I)  CIPaBOYHO-TIOMCKOBBIE CPENCTBA K JOKYMEHTaM M yHETHBIC OKYMEHTEI
ApxuBa OpraHu3aniy.

III. 3anmauu ApxuBa OpraHu3aniu

7. K 3amauam ApxuBa OpraHH3alldyd OTHOCATCS:

! Moanynkr 2 mynkrta 6 Ilonoxenus o DenepajbHOM apXHBHOM areHICIBE, YTBEPKACHHOTO YKa3oM
pesunenra Poccuiickoit Penepaurn OT 22.062016 Ne 293 «Bompockl PepepalibHOrO apxXHBHOTO
arenTcTBa» (CobpaHHe 3aKOHOAATENbCTBA Poccuiickoii @enepauun, 2016, Ne 26, CT. 4034).

2[Iynxr 112 TOCTa P 7.0.8-2013 «CUBHJ, JleIoTpOM3BOACTBO U apXUBHOE 1esi0. TepMMHBI ¥ OTIPEICJICHAD. —

M.:Crangaptundopm, 2014
* Mynkr 125 TOCTa P 7.0.8-2013 «CUBHUJL. [enonpou3BoACTBO H apXUBHOE AeN0. TepMHHbL ¥ OTIpEACIICHID. —
M.:Cranpaptundopm, 2014



7.1. Opranusanysi XpaHEeHHs TOKYMEHTOB, COCTaB KOTOPBIX NPEeryCMOTPCH
riasoii 11 [IpuMepHOro MOJIOXKEHU.

7.2. KoMIIeKTOBaHHE Apxusa opraHu3anuu JIOKYMEHTaMH,
06pa30BaBIIIMUCS B JEATEIBHOCTH OPraHH3allUH.

7.3. YdeT ZIOKyMEHTOB, HAXOMAIIMXCS HA XPAHEHUH B APXHBE OpraHu3aluy.

7.4. Vicmonp3oBaHWE NOKYMEHTOB, HaXOJSIUXCS] Ha XpaHCHUU B Apxuse
OpraHu3alyy.

7.5. TIOArOTOBKA U CBOeBpeMeHHas Iepejada JOKyMEHTOB APXMBHOTO ¢donza
Poccuitickoit Pemepanuyi Ha IIOCTOSIHHOE XpaHCHHE B roCyAapCTBEHHBIN
(MyHHLHAMAIBHEIN) apXuB.

7.6. MeTomudeckoe PYKOBOACTBO M KOHTponb 32 (OPMHpOBaHHEM M
odopmiIeHHEM fie B CTPYKTYPHBIX MOJPA3Ne/ICHHAX OpraHu3aliiy 1 CBOEBpPEMEHHOM
nepenadeit ux B ApXuB OpraHH3alUH.

IV. ®yukuun Apxusa OpraHu3alyH

8. ApXuB OpraHH3allMH OCYLIECTBIACT CIENYIOIINC GYHKLIKMU:

8.1. OpranusyeT HpHUeM JTOKYMEHTOB MOCTOSHHOTO W BPEMEHHBIX (cBoime 10
JleT) CpOKOB XpaHeHHs, B TOM 4HCIe IO JHYHOMY COCTaBY, 00pa30BaBIINXCS B
NesTelIbHOCTH OPraHU3aliy, B COOTBETCTBUH C yTBEPKICHHBIM rpaduKoM.

8.2. BemeT yd4eT JOKyMEHTOB H ()OHIOB, HAXONAIMXCS Ha XPaHEHHA B
ApxuBe OpraHH3aIyH.

8.3. IlpeacTaBiseT B rocylapCTBEHHBIA (MyHHLIHIQIBHBIN) apXHB yJETHBIC
cBefieHHs 06 06BEME M COCTaBe XPaHAINMXCS B apXUBe OpraHu3alii NOKyMEHTOB
Apxusroro ¢onna Poccuiickoit denepanuu ¥ APYrHX apXHBHBIX JIOKYMEHTOB B
COOTBETCTBUH C IIOPAIKOM IOCYJapCTBEHHOIO yueTa JOKyMEHTOB ApxuBHoro GoHzua
Poccuiickon (Denepaum/f‘.

8.4. CucreMaTmsupyeT ¥ pa3Mell[aeT JOKYMEHTBI, MOCTyNalomue Ha
XpaHeHWe B ApXMB OpraHH3alldH, ob6pa3oBaBIIMEeCs B XOAE OCYLIECTBICHUA
IeSTEeILHOCTH OpTaHUu3alHH.

8.5. OcyiecTBiseT NOArOTOBKY U MPENCTaBIsCT:

a)  Ha pacCMOTPEHHE W COIIacOBAHUE 3KCIEPTHON KOMUCCHH OpraHH3alluu
OIIMCH [eJT IOCTOSHHOTO XpaHeH s, BpeMeHHBIX (cBbie 10 jleT) CpOKOB XpaHEHHUs, B
TOM uMCIe IO JIMYHOMY COCTaBy, @ TaKe aKThl O BBIACICHHH K yHHYTOXCHHIO
apXWBHBIX JTOKYMEHTOB, HE TOJUIEXANIIX XPaHEHHIO, aKThl 06 yTpaTre NOKYyMEHTOB,
aKThI O HEHCIIPABUMBIX TIOBPEXKICHUIX apXUBHBIX JOKYMEHTOB;

* Mopmyskr 11 mynkra 6 Tlonoxenns o PenepatbHOM apXMBHOM areHICTRE, yTBEPXKIEHHOTO YKa30oM
TMpesupenta Poccubickoli Denepauyd 0T 22.062016 Ne 293 «Bompocsl PenepalbHOro apXMBHOIO
arenrctea» (CoOpaHue 3aKOHOAATE/IBCTBA Poccuiickoii ®enepaunn, 2016, Ne 26, cT. 4034).
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6) Ha yTBEpXKAECHHE 3KCIIEPTHO-IIPOBEPOYHOMH KOMHCCHH
(heZlepaTbHOrO FOCYJapCTBEHHOTO ~ apXHWBa WM yIOIHOMOHYEHHOTO oprasa
HCIIONHHUTENbHOM BiIacTH cyOnekra Poccuiickoit Qepepalny B chepe apXMBHOTO
nena (nanee — SITK apXUBHOTO yUpEXAEHH) OIKCH JEN NOCTOSHHOIO XpaHeHHH,

B)  Ha cornacoBanue OIIK apXxuBHOro y4pexJIeHHs WIH roCy apCTBEHHOTO
apxuBa cyOpexra Poccmiickoil Qenepaluu (MyHHLIMIATBHOTO apXHBa), B Clydae
HaZieJIeHUs €ro COOTBETCTBYIOIIMMH MOJHOMOYHSMH, OIMCH [el IO JAYHOMY
COCTaBY,

r)  Ha cornacoaHue OIIK apXMBHOIO y4pexIeHHUs WIH rocylapCTBEHHOTO
apxuBa cyOsekra Poccuiickoit Penepanyn (MyHHLIMIIAIBHOTO apXMBa), B CIy4ae
HaJeJIeHHs. er0 COOTBETCTBYIOLMMHU MOTHOMOYHAMHM, aKThI 00 yTpaTe IOKYMEHTOB,
aKTHI O HEHCIIPABMMBIX TOBPEXKICHUIX apXUBHBIX NOKYMEHTOB;

1)  Ha yTBepXJeHHE PyKOBOJMTEIO OPraHM3alli OIHUCH e NOCTOAHHOTO
XpaHeHHs, OMMCH BpeMeHHBIX (cBbime 10 1eT) CPOKOB XpaHEHHWs, B TOM 4HCIE
OICH €N IO JMYHOMY COCTaBY, aKTHl O BBIEJNCHUHM K YHUYTOXCHHIO apXHBHbIX
JIOKYMEHTOB, HE IMOIEXAIINX XPaHCHWIO, aKThl 00 yTpaTe AOKYMEHTOB, aKThl O
HEWUCIIPAaBUMBIX ~ MOBPEXJCHHAX  apXMBHBIX  JIOKyMEHTOB,  yTBEPXKACHHLIC
(cormacosannsie) OIIK wim rocynapCTBEHHBIM apXHBOM cybbekra Poccuiickoin
depmepanuy  (MyHHUIMITATEHBIM apx¥BOM) B  Ciyyae  HaJeleHHs  ero
COOTBETCTBYIOIIUMH IIOJTHOMOYHUSIMH.

8.6. OpraHmsyeT mnepefady IOKYMEHTOB ApPXHMBHOIO donma Poccuiickoit
denepani Ha MOCTOSHHOC XPAHEHHE B FOCYJAapCTBEHHBIA (MYHHIUNIATBHBIA)
apXuB.

8.7. OpraHm3yeT W NPOBOJMT SKCHEPTH3Y LEHHOCTH JIOKYMEHTOB BPEMEHHBIX
(cBemme 10 7eT) CPOKOB XpaHEHHS, HAXOMIMXCS Ha XpaHCHHH B Apxuse
OpraHM3aUMM B LeNAX 0TOOpa NOKYMEHTOB [l BKIOYCHHST B COCTAB ApXUBHOTIO
dorna Poccuiickoit ®eepaliny, a TakKe BHIABICHUA NOKYMEHTOB, HE MTOITIEXKAIIHX
JanbHeHeMy XpaHeHHUIO.

8.8. TIpOBOMMT MepONPHATHS MO OOECHEeYeHHIO COXPaHHOCTH JIOKyMEHTOB,
HaxOMAIINXCSA Ha XpaHEeHUH B ApXHBe OpraHU3alui.

8.9. OpranusyeT HHOOPMHUPOBaHUE PYKOBOACTBA U pabOTHUKOB OpraHU3alHy
0 COCTaBe U COIEPKaHKH JOKYMEHTOB ApXUBa OPraHU3ALUH.

8.10. MndopmupyeT MOJIB30BaTeed IO  BOIPOCaM MECTOHAXOXKICHHS
ApXUBHBIX JOKYMEHTOB.

8.11. Opranusyer Bblady HOKYMEHTOB M Jel AJA paboTEl B YHUTATBHOM
(IIPOCMOTPOBOM) 3aJI€ HIIM BO BPEMEHHOE [TOJIb30BAHHE.

8.12. VIcronHseT 3alpochl IMOJb30BaTeNed, BBIACT AapXMBHBIC KOMHHU
JIOKyMEHTOB, apXHBHBIE BBIIIUCKH ¥ apXUBHbIC CIIPABKY.

8.13. Bezer ydeT HCIONb30BaHMS JOKyMEHTOB APXHBa OpraHH3alliy.



8.14. Cosnaer (OHJ MONB30BaHMS ApXMBa OpraHH3allM¥i M OPraHH3yeT Cro
HCIIOIH30BaHHKE.

8.15. OcymecTBiseT BeeHHE CIIPaBOYHO-NOMCKOBBIX CPEACTB K NOKyMCHTAM
ApxuBa OpraHu3aniy.

8.16. YuactByeT B pa3paboTke AOKYMEHTOB OpraHu3alH II0 BOTPOCAM
apXUBHOTO JIeNa ¥ IENIONPOU3BOJCTEA.

8.17. Oxka3pIBacT METOANYECKYIO ITIOMOIIb:

a) cayxGe IENONPOM3BOJCTBA OPTaHU3AlMU B COCTABICHMM HOMEHKIATYpPhI
nen, GopMUpOBaHUN ¥ 0GOPMIIEHUH JCT;

6) CTpYKTYpHEIM NOZApas/eNleHHsIM U PaOOTHNKaM OpraHH3alli B MOATOTOBKE
JTOKYMEHTOB K Iepefiade B ApXvB OpraHu3alyH.

V. TlpaBa ApxuBa OpraHu3alyu

9. ApXHUB OpraHM3alli¥ UMeeT NpaBo:

a)  OpeiCTaBiTh  PYKOBOACTBY  OpraHM3alliM  IpPEJIIOKCHHA 1o
COBEepIICHCTBOBAHUIO ~OpPraHM3allMH  XPaHEHHUs, KOMILICKTOBaHMA, yueta H
HCTIONB30BaHMs ApXUBHBIX JOKYMEHTOB B APXUBE OpraHU3alyH;

6)  3ampaliMBaTh B CTPYKTYPHBIX IIOJPAasNENECHHIIX OpraHu3ali CBEICHU,
HeobOXoAuMBIe I paboTel ApXHBa OpraHU3allMH,

B)  JaBaTh PeKOMEHJAIHMH CTPYKTYPHBIM IOAPa3/IC/IeHHUAM OpraHu3alii II0
BOIPOCAM, OTHOCSILUMMCS K KOMIIETEHIUHA APXUBa OpraHi3aluH;

r)  uHEGOPMHpOBaTh CTPYKTYPHBIE IIOAPasf€NICHHs  OpraHu3ali 0
HeOBXOUMOCTH Ilepeiadd JOKYMEHTOB B ADXUB OpraHM3alv{ B COOTBETCTBHH C
yTBEPKACHHBIM rpaduKoM; |

&) T[puHMMaTh y4YacTHe B  3acelaHMAX LlenTpanbHOH  3KCHEPTHO-
pOBEpOYHOi KoMuccur npy PefiepalbHOM apXUBHOM areHTCTBE, OIIK apxuBHOIO
YUpexAECHU.




