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1. O01mue moJ10KeHUS

1.1. Hacrosmiee [lonoxxenue 06 apxue pazpabotaHo Ha ocHoBaHuU [IpumepHOro monoxxkeHus oo
apXuBE OpraHU3allMH, YTBEPKIECHHOro Mpuka3oM PenepanbHOro apxuBHOro areHTcTBa Ne 42 ot
11 anpens 2018 roga, B coorBerctBuu ¢ Koncrtutyuueit Poccuiickoit ®@enepanuu, OenepaibHbiM
3akoHoM Ne 273-®@3 ot 29.12.2012 roma «OO6 oOpa3oBanuu B Poccuiickoit Denepamum» c
u3MeHeHussMu ot 24 mapra 2021 romga, a Takke YCTaBOM OpraHM3allld, OCYIIECTBIISIOLIEH
00pa30BaTeNbHYIO JEATEIbHOCTh, U JPYIMMH HOPMATHBHBIMU IIPABOBBIMHU akTamu Poccuiickoit
Qenepanvy,  PEerIAMEHTUPYIOIIMMH  JI€SATEBHOCTh  OpPraHM3alui,  OCYIIECTBIISIOIINX
00pa3oBaTeNbHYIO JIEATEIBHOCTb.

1.2. Jlannoe IlonoxxeHue omnpeaensier cocTaB JIOKYMEHTOB apxuBa 0Opa30BaTebHOU
OpraHM3aliy, YCTaHaBJIMBAaeT 3a/Jayd, Ha3HAU€HWE U (YHKUHUM apxuBa, PpPErIaMEHTUPYET
JEATENIBHOCTD JIMIIA, OTBETCTBEHHOI'O 3a BEACHHME apXWBa B OPraHU3alMM, OCYLIECTBIIAIOIIEH
00pa3oBaTeNbHYIO JEATeITbHOCTD.

1.3. B cBoell AesATeNbHOCTH apXWB PyKOBojacTByeTcs: DemepanbHbiM 3akoHOM Ne 125-D3 or
22.10.2004 «O6 apxuBHOM aene B Poccuiickoil @enepanun» ¢ n3MeHeHUsAMHU Ha 8 nexabps 2020
roja, 3aKOHaMH, HOPMATHUBHBIMU TIpaBOBbIMH akTamu Poccuiickoit ®enepanuu, cyObekTa
Poccuiickoit ®enepanun B cdepe apXUBHOrO Jeia M JAEJIONPOU3BOJCTBA, IMPaBUIIAMHU
OpraHM3alMi XpaHEHMs, KOMILJIEKTOBaHMsS, Y4€Ta U HCIOJIb30BAHUS JIOKYMEHTOB ApPXHBHOTO
donma Poccuiickoit @eaepanuu u APYrux apxXUBHBIX JTOKYMEHTOB B TOCY/IapCTBEHHBIX OpraHax,
opraHax MECTHOTO CaMOYIIpaBJIEHUS M OPraHM3alUsAX, JOKAJbHBIMM HOPMATHBHBIMH aKTaMU
00111e00pa30BaTeIbHOM OpraHn3aluy.

1.4. JTokyMeHTbl OpraHu3alMM, OCYLIECTBIAIONIEH 00pa30BaTENbHYIO NEATENbHOCTh, MMEIOLINE
UCTOPUYECKOE, KYIbTYPHOE, HAYYHOE, COLMAIIBHOE, IKOHOMUYECKOE U TMOJUTUYECKOE 3HAUCHHUE,
COCTaBJISIIOT TOCYJApCTBEHHYIO 4YacTh ApxuBHOro (onma Poccuiickoit deneparuu, sSBISIOTCA
COOCTBEHHOCTBIO TOCYZAapCTBa M TOJJIEKAT TOCTOSSHHOMY XPaHEHHI0 B TOCYAAapCTBEHHBIX
apxuBax Poccuiickoii ®enepanuu. Jlo mnepemaum Ha TOCYIApCTBEHHOE XPAaHEHHE JaHHBIE
JIOKYMEHTBI BpPEMEHHO XpaHATCs B 00pa30BaTeIbHON OpraHu3alluu.

1.5. B opranuzanuu asis XpaHeHHs] JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepauuu u
3aKOHYEHHBIX JIEJIOMPOU3BOJICTBOM JOKYMEHTOB MPAaKTUYECKOTO Ha3HauYeHMs, UX OTOOpa, ydera,
HCIIOJIb30BaHUs U MOJATOTOBKH K IIepejaue Ha TOCYyJapCTBEHHOE XPaHEHHE CO3aeTCs apXUB.

1.6. ApxuB co3gaercs Kak CaMOCTOSATENbHOE IOApa3JelieHHe, BO3IJIABISIEMOE JIHIIOM,



OTBETCTBEHHBIM 32 BEJICHHUE apXHBa COTIACHO MPHUKA3y TUPEKTOPA OPraHU3aIINH.
1.7. Opranuzanms, OCYIIECTBISAIONIAsT 00pa30BaTENbHYIO NEATEILHOCTh, 00ECIIEUNBACT apXHB
HEO0XOIMMBIM TIOMEIIEHUEM, 000PYJOBAHUEM U KaJpaMH.

1.8. O6pa3oBaTenpHas opraHu3als 00ECIEYNBACT COXPAHHOCTh, YUET, OTOOp, YIOPSAAO0UYCHUE H
UCTIOJIb30BaHUE TOKyMEHTOB ApxuBHOro (onna Poccuiickoit @enepanum, 00pa3yronxcs B €ro
nesitenibHOCTH. O0ecreynBaeT CBOEBPEMEHHYIO Mepeavy 3THX JIOKYMEHTOB Ha TOCYJapCTBEHHOE
XpaHEHUE.

1.9. Bce paGoTbl, CBSi3aHHBIE C MOATOTOBKOM, TPaHCIOPTUPOBKOW U TMepeaayeil apXUBHBIX
JIOKYMEHTOB, MPOU3BOSTCS CUJIAMU U 32 CUET OpraHu3aliu.

1.10. 3a yrpaty u nopuy mokymeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanun 10KHOCTHBIE
JMIa OpraHu3aliy, OCYLIECTBISIONIEN 00pa30BaTENbHYIO AESITENBHOCTb, HECYT OTBETCTBEHHOCTh
B COOTBETCTBUHU C JICHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

1.11. ApxuB paboTaer corjiacHO IUIaHy, YTBEPKIAEMOMY JHPEKTOPOM 00pa3oBaTeIbHOMI
OpraHu3aIy, U OTYUTHIBAETCS IIEPE]] HUM B CBOEH pabore.

1.12. KoHTpoh ACSITETLHOCTH apXHBA OCYIIECCTBISET JUPEKTOP OPTaHHU3AINH, OCYIIECTBIISIFOIICH
00pa30BaTeNbHYIO 1€ATEIbHOCTb.

2. CocTaB 10KYMEHTOB apXuBa

2.1. B apxuB mocrymaror:

* 3aKOHYCHHBIC JICJONPOU3BOACTBOM OpraHW3allMd JOKYMEHTHI IIOCTOSHHOTO XpaHCHUS,
o0Opa3oBaBIIMECS B JIEATEIbHOCTU CTPYKTYPHBIX IOJpa3AelieHuil, JTOKYMEHTbl BPEMEHHOIO
(cBbime 10 JyieT) cpoka XpaHeHHsI, HEOOXOIUMbIE B TIPAKTUYCCKOM JESITEIbHOCTH, TOKYMECHTBI
10 KaJpaMm 1 00y4aromumMcs;

* JIOKYMEHTHI  IIOCTOSSHHOTO  XpaHGHUsT W 1O JIMYHOMY COCTaBy  OpraHH3allHii-
HpeI{IHGCTBeHHI/IKOB ;

* JuuHble (DOHABI BEAYIIMX PaOOTHHKOB OpTaHU3aIMH, OCYIICCTBISIONIEH 00pa3oBaTEIbHYIO
JACATCIIbHOCTD, HOCTYT[I/IBHII/IC B apXI/IB;

*  ChOy)KeOHbBIC ¥ BEJIOMCTBCHHBIC U3/IaHUS;

d CHpaBO‘IHO'HOI/ICKOBBIe CpGHCTBa K I[OKYMGHTaM nu y‘ICTHI)Ie JIOKYMGHTI)I ApXI/IBa
OpTraHHU3aIlH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

3. 3agauyu apxuBa

3.1. OCHOBHBIMH 33JIaYaMH aAPXHUBA SIBISIFOTCS:

3.1.1. Opranuzanusi XpaHeHHUS TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH paslieaoMm 2
Hacrosero [lonoxenus.

3.1.2. KommiekToBaHHE apxXxuBa JIOKYMEHTaMH, OOpa30BaBIIMMHCS B  JI€ITEIbHOCTH
OpraHM3aIiy, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTD.

3.1.3. Vuer, obecriedyeHre COXpaHHOCTH, CO3/IaHNE HAYYHO-CIIPABOYHOIO anmnapara.

3.1.4. Hcnonwp3oBaHUS JOKYMEHTOB, HAXOSIIUXCS HA XPAHEHUU B apXUBE OPTaHHU3AIHH.

3.1.5. TloaroroBka M CBOEBpEMEHHas mepefada TOKyMEHTOB ApxuBHoro (onma Poccuiickoit
®denepalii Ha MOCTOSIHHOE XpaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMIAIbHBIN) apXUB.

3.1.6. Meronuueckoe PyKOBOJCTBO M KOHTPOJH 3a (GOpMHUpPOBAHHWEM U OPOpMIICHUEM JeN B
JIEJIONIPOM3BOJICTBE IIKOJIBI M CBOEBPEMEHHOH Ilepeiadeld WX B apXWB 00pa3oBaTEIbHOM
OpraHU3aIlHH.

4. ®yHKIMHU apXUBa

B COOTBETCTBUH ¢ BO3JIOKEHHBIMH 3aa4aMU apXUB OCYIIECTBIAET CIEAVIOMHME (PYHKITUHN:

4.1 OpraHu3yeT NpUeM JOKYMEHTOB IMOCTOSHHOTO W BpeMeHHBIX (cBbimie 10 jeT) cpokoB
XpaHEHUsl, B TOM YHCJIE MO0 KaJpaM W OO0ydJaronuMmcs, 0Opa3oBaBIIMXCS B JEATEIbHOCTH
OpTraHHU3aIfH, B COOTBETCTBUH C YTBEPKIAECHHBIM TPaUKOM.

4.2 OOecneynBaeT COXPAHHOCTh M BEACT ydYeT JOKYMEHTOB W (DOHIOB, HAXOIAIIMXCS Ha
XpaHEHUH B apXHBe 00111e00pa30BaTENbHON OpraHU3aIuy.




4.3 TlpexacraBnsieT B TOCYAapCTBEHHBIH (MYHUIMIIATBHBIN) apXWB y4YeTHBIE CBEICHUS 00
o0beMe U COCTaBe XpAaHSIIUXCA B apXUBE OpraHU3alluu JIOKYMEHTOB ApXuBHOro ¢GoHaa
Poccuiickoii ®depepauun U JIpyrux apXHBHBIX JOKYMEHTOB B COOTBETCTBHUM C MOPSIAKOM
roCyJIapCTBEHHOI'0 y4eTa JOKyMeHTOB ApxuBHoro (ponma Poccutickoit denepanuu.

4.4 CucremaTu3upyeT U pa3MellaeT JAOKYMEHTBI, MOCTYMNalollhue Ha XPaHEHUE B AapXUB,
o0pa3oBaBIIMECS] B XOJI€ OCYIICCTBICHHUS JEATENbHOCTH OpraHU3aliy, OCYIIECTBISIONIEH
00pa3zoBaTebHYIO JeATEIbHOCTD.

4.5 OcyliecTBIsSIeT NOATOTOBKY U NPEACTABIIIET:

* Ha PacCMOTPEHUE M COIJIACOBAHUE HKCIEPTHOM KOMUCCHM OPraHU3alliU ONHCH JEl
MIOCTOSIHHOTO XpaHEeHUs, BpeMeHHbIX (cBbllie 10 JieT) CpOKOB XpaHEHHs, B TOM 4YUCIIE
0 KaJpaM U OOYyJaronIuMcs, a TAaKXKe aKThl O BBIICICHUN K YHUYTOXCHUIO apXUBHBIX
JOKYMEHTOB, HE IMOJUIeKAIINX XPaHEHHWIO, aKkThl 00 yTpaTe AOKYMEHTOB, aKThl O
HEHUCIPABUMBIX TOBPEKACHUAX apPXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKICHUE HSKCIEPTHO-NPOBEPOYHON KOMMCCUU YIOJIHOMOYEHHOI'O OpraHa
HCIIOJHUTEIILHOM BIIaCTH CyObekTa Poccuiickoii denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxuBHOTO yupeKIAeHHs) OMUCH eI TIOCTOSIHHOTO XPaHEHUS;

* mHa corinacoBanne DIIK apxuBHOTO yupexaeHus cyonrekta Poccuiickonr denepanmum
(MyHULIIMIAIBHOTO ~ apX#WBa), B CJy4yae HaJEIeHUsT €ero COOTBETCTBYIOIIMMU
ITOJIHOMOYMSIMH, OIKUCH JI€] 110 TUYHOMY COCTaBY;

* Ha cornacoBanue JIIK apxuBHOro yupexnenus cyobekta Poccuiickoit deneparu
(MyHULIMIAJIBHOTO ~ apXHWBa), B Cly4a€ HaJEJEHUs €ro COOTBETCTBYIOLIUMU
MOJIHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHMCIPABUMBIX MOBPEXKICHUIX
ApXHUBHBIX JIOKYMEHTOB;

* Ha YTBEPXKIEHUE JAUPEKTOPY OpPraHU3ALMHN OMUCH JIe] IMOCTOSHHOTO XPaHEHUs, OIHCH
BpeMeHHBIX (CBhIIIEe 10 JI€T) CPOKOB XpaHEHHUs, B TOM YHCJIE OMMCH JEN MO Kaapam U
oOydJaromumMcsi, akThl O BBIJCICHUU K YHHUYTOXKCHUIO APXUBHBIX JTOKYMEHTOB, HE
MOJUICKAIINX XPAaHEHHUIO, aKThl 00 yTpaTe IJOKYMEHTOB, aKThl O HEHCIPABHUMBIX
MOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB, yTBepiKIeHHbIe (coriacoBanHble) DIIK wnm
roCyJlapCTBEHHBIM apXuBOoM cyOwbekTa Poccuiickoit denepannu (MyHUIIMTIATBHBIM
apXMBOM) B CTy4yae HaJEeJICHUS €ro COOTBETCTBYIOIIMMU MOTHOMOYUSIMH.

4.6 Opranuszyer mnepenady JOKyMeHTOB ApxuBHOTO (oHma Poccuiickoit denmeparuu Ha
MOCTOSTHHOE XPaHEeHHE B TOCYJapCTBEHHBIN (MYHUIIMITAILHBIN) apXUB.

4.7 Opra"usyer U NPOBOJIUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 ser)
CPOKOB XpaHEHHs, HAXOMSIIMXCA Ha XpPaHEHWH B apXUBE OpraHW3alMy B LENAX OTOOpa
JOKYMEHTOB JJisl BKJIIOYEHHUS B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepanuu, a Takxke
BBISIBIICHUSI JOKYMEHTOB, HE TIOJICKAIUX JalbHEHIIEMY XPAHEHUIO.

4.8 VYyactByer B pabOoTe OJKCHEPTHOM KOMHCCHHM OPTaHU3AIWH, OCYIICCTBISIONICH
00pa30BaTeNbHYIO IEITEIbHOCTD.

4.9 TIpoBOIUT MEpONPUATHS TIO OOECMEYCHHIO COXPAHHOCTH JOKYMEHTOB, HAaXOJSIIMXCS Ha
XpaHEHUH B apXWBE OpPraHU3alliH, OCYIIECTBIISIONICH 00pa30BaTENIbHYIO ACSITENbHOCTD.

4.10 Opranmsyer WHGOOPMUPOBAHNE AIMUHHUCTPAIIMA U PAOOTHUKOB OPraHU3allid O COCTaBe U
COoepKaHUU JOKYMEHTOB apXuWBa OpTraHU3allMM, OCYIIECTBISIONEH 00pa3oBaTeNbHYIO
JeSITEIIbHOCTD.

4.11 NudopmupyeT moibp30BaTeNeH M0 BOMIPOCaM MECTOHAXOKCHUSI apPXUBHBIX TOKYMEHTOB.
4.12 OpraHu3yeT BbI1aqy JOKYMEHTOB H J€J U paboThl BO BPEMEHHOE TT0JIh30BaHHE.

4.13 VcnonmHsieT 3ampochl OpraHM3allii M 3asBICHUS TpakaaH 00 YCTaHOBIEHUU TPYAOBOTO
CTa)ka U IpyrMM BOMPOCAM COLIMAIbHO-IIPAaBOBOIO XapaKTepa, B YCTAHOBIECHHOM IMOPSIIKE BBIIAET
KOIMUU JOKYMEHTOB U apXHBHbBIE CITPaBKH.

4.14 Bepner y4eT UCIOIB30BaHUS IOKYMEHTOB apXHBa 00pa30BaTEIIbHON OpPTaHU3AIIHH.

4.15 Cozpmaet GoH MOJIB30BaHUS apXHUBa OPTaHU3AIMU U OPTaHU3YET €ro UCIOIb30BaHHUE.

4.16 OcymiecTBIISICT BEICHHE CITPABOYHO-TTOMCKOBBIX CPEACTB K JOKyMeHTaM apxuBa. Co3mjaer,
MOMOJIHAET ¥ COBEPIIEHCTBYET HAYYHO-CIIPABOYHBIN ammnapaT K XpaHAIIMMCS B apXuBe JeiaMm U




JIOKyMEHTaM.
4.17 VYdacTtByeT B pa3paboTKe JOKYMEHTOB OpraHU3aIlMH, OCYIIECTBISIONICH 00pa3oBaTeIbHYIO
JESTEIIbHOCTb, 110 BOIIPOCAM apXHUBHOTO JieJia U JICTOTPOU3BOJICTBA.

4.18 Oxka3bIBaeT METOJAMYECKYIO TOMOIIIb:

* cnyx0e [eIompOu3BOJICTBA OpPraHHW3allMM B COCTABJICHHH HOMEHKJIATYPHI eI,
dbopMUPOBaHUU U OPOPMIICHUHU [eJI, KOHTPOIUPYET MPABUIBLHOCTh (POPMHPOBAHUS U
odopmIIeHUs JeT B ACTOMPON3BOICTBE;

*  CTPYKTYPHBIM TOJpAa3/ICiICHUSIM U paOOTHHKAM OpraHHU3alliu B MOJATOTOBKE JOKYMEHTOB
K Mepeadye B apXuB OpraHU3alliu, OCYIIECTBISIFOIICH 00pa30BaTEIbHYIO IS TEILHOCTD.

4.19 VyactByeT B NPOBEACHUU MEPOIPHUATHUH I10 TIOBBIIICHUIO KBaIW(PHUKAMK PAaOOTHUKOB
apXuBa U CIY>KOBI JICIIONPOU3BOJICTBA 00pa30BaTEIHHON OpTaHU3AIIHH.

5. IlpaBa apxuBa

51 6bINOIHEHUS 803/I0NCEHHBIX 3A0aY U PYHKYUL TUYO, OMBEMCMBEHHOE 3d APXUB, UMeenm Npaso.
5.1. TIlpencraBisiTb  AUPEKTOPY  OpraHU3aIMH, OCYIIECTBISAIOMIEH  00pa3oBaTEIbHYIO
JNEATeIbHOCTh,  NPEMIOKEHHUS] 1O  COBEPIICHCTBOBAHHWIO  OPTraHW3allMM  XPaHCHMS,
KOMIUIEKTOBAHMS, yU€Ta U UCIOJIH30BaHUs apXUBHBIX JOKYMEHTOB B apXHUBE OpraHU3alINH.

5.2. KoHTpoiupoBaTh BBHINOJHEHHE YCTAHOBJICHHBIX TNpaBUI pabOThl C JOKyMEHTaMU B
CTPYKTYPHBIX  TIOJpa3JEJICHUSX  OpraHu3alud,  OCYIIECTBISIOMIEH  00pa3oBaTENbHYIO
JIEATEIbHOCTD.

5.3. 3ampammBaTh OT CTPYKTYPHBIX MOJpA3JEICHUd M pPaOOTHUKOB OpPTraHHU3AIMH CBEICHUS,
HEOoOXOUMBbIE ISl pabOThl apXHBa, C YUETOM OOECIeueHUs BHIMOJHEHHS BCEX BO3JIOKEHHBIX Ha
apx¥B 3a/1a4 U QyHKIUH.

5.4. JlaBaTh pa3bsACHEHHS M PEKOMEHIAIMH TI0 BOIMPOCAM, BXOJSAIIMM B KOMIIETCHIIUIO apXHBa
OpraHu3aIiH, OCYIIECTBIISIIONIEH 00pa30BaATEIbHYIO AESTEIHHOCTD.

5.5. UadopMupoBaTh CTPYKTYpHBIC MMOJPA3JACIICHUS OpraHU3allMi O HEOOXOAMMOCTH Iepeiadn
JIOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKACHHBIM rpad)uKOM.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHHPOBAHME APXHUBA
6.1. HaznaueHHOE MPHKA30M IUPEKTOpPA OPTaHU3AIMH JTUII0, OTBETCTBEHHOE 32 BEJICHUE apXUBa,
HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:

® BBINOJIHEHNE BO3JIOKEHHBIX HA apXUB 33/1a4 U (PYHKIIMI B COOTBETCTBHH C JCHCTBYIOIIUM
3akoHoarenbeTBOM Pocceuniickoit denepanuy;

e opraHuzanuio padOThl apXHWBa, CBOECBPEMEHHOE U KBATH(HUIIMPOBAHHOE BBITTOJTHECHUE
IIPUKA30B, pACIOPSKEHUN, MOPYYEHUU BBILIECTOSIIETO PYKOBOJACTBA, JIEHCTBYIOLIUX
HOPMAaTHBHO-TIPABOBBIX aKTOB MO CBOEMY MTPOQPUITIO ACATEIHHOCTH;

e parnuoHanbHOE U YPPEKTUBHOE UCTIOIH30BaHNE MATEPUATBHBIX, (PUHAHCOBBIX M KaJIPOBBIX
pecypcoB;

® COCTOSIHHE TPYAOBOM M HCIOJHUTEIIBCKOM AUCUWIUIMHBI B apXHWBE, BBIIOJIHEHUE CBOUX
(GyHKIIMOHAJIBHBIX 0053aHHOCTEH;

e coOmoJieHHe TpaBWJI BHYTPEHHETO pACIOPANKA, CAHUTAPHO-TIPOTHUBOIIMUIEMHUIECKOTO
peXHUMa, IPOTUBOMOXKAPHOI 0€30MaCHOCTH U TEXHUKU O€30MaCHOCTH;

® BEICHUE [IOKYMEHTAlMH, MPEIyCMOTPEHHOM IEMCTBYIOIIMMU HOPMATHUBHO-MPABOBBIMU
JIOKYMEHTaMHU;

® [IPEIOCTABJICHUE B YCTAHOBIECHHOM IIOPSAKE JIOCTOBEPHOW CTATUCTUYECKOM W HWHOU
uH(pOpPMAIIUHU O JeSTeIbHOCTU apXUBa;

® TOTOBHOCTH apXHBa K pabOTe B YCIOBHUAX YPE3BBIUANHBIX CUTYaAIIUN.

6.2. OTBeTCTBEHHBIEC 3a BEJCHHE JEIONPOU3BOACTBA, MOATOTOBKY U MPEACTaBICHUE IOKYMEHTOB
HAa XpaHeHME B AapXuB, HA3HAYAIOTCS JUPEKTOPOM OpraHHu3aliH, OCYIIECTBIAIONIEH
00pa30oBaTeNbHYIO ACSATEIbHOCTD.

6.3. KoHTponb AeaTenbHOCTH apXuBa OCYHIECTBISET ITUPEKTOP OPraHU3aIluH, OCYIIECTBIISIOIIEH



06pa30BaTeany10 ACATCIIbHOCTD.

7. KomiiekToBaHue apxuBa

7.1. TloaroroBka AOKYMEHTOB K Iepefjaye B apXWUB 00pa30BATENbHOM OpraHu3allMy BKIIFOYAET
OKCHEPTH3y HAYYHOH M MPAKTHUYECKOW HEHHOCTH JOKYMEHTOB, O(hopMieHHE AeJ, COCTaBJICHUE
OIUCH.

7.2. DxcnepTr3a LEHHOCTH JOKYMEHTOB.

7.2.1. DxcnepTu3a LIEHHOCTH JOKYMEHTOB — OIIPEJCNIEHHE LIEHHOCTH JIOKYMEHTOB C LEJbIO
0TOOpa UX Ha XpaHEHHE U YCTAHOBJICHUE CPOKOB XpaHEHUs. DKCIEPTH3y HEHHOCTH JOKYMEHTOB B
00pa30BaTeIbHONW OpraHU3alK OCYIIECTBIISIET OCTOSHHO JeHCTBYOMIAs 3KCIIEPTHAs KOMUCCHS.
7.3. Odopmiienue nen

7.3.1. [lena mocTOSIHHOTO XpaHEHUsS MOJIIMBAIOTCS B TBEPIAYIO OOJIOKKY CYpOBBIMH HHMTKAMHU.
JIucTel HyMEpyIOTCS B IPaBOM BEPXHEM YINIy HPOCThIM KapanpaamoM. KonnuecTBo JHMCTOB B
KaXJIOM JieJie He JO0JDKHO mpeBbliath 250. B KoHIE nena Ha OTAEIbHOM JIMCTE COCTaBIISIETCS
3aBepUTEIbHAsI HAIIIUCh.

7.3.2. Ha o00moxkke el TMOCTOSHHOTO XPAaHEHHUs [OJDKHBI OBITh MPOCTABJICHBI CIEIYIOIINE
PEKBU3UTHI:  IIOJIHO€  HAUMEHOBAHME  BBILIECTOSIIIEW  OpraHu3alud,  HauMEHOBaHME
o0pa3oBaTe/NbHONW OpraHu3aluy, HOMep (MHIEKC) Jejla IO HOMEHKJIAaType, 3arojioBOK Jiena,
KOJIMYECTBO JIMCTOB, CPOK XPAHEHUSI MM OTMETKA «XPaHUTh IMOCTOSHHO», HOMEp (OH[A, OIHCH,
Jena.

7.3.3. Ilo OKOHYaHWU AETONPOU3BOACTBEHHOIO rojia B 0pOpMIICHHBIE 00JIOKKH JIENT TIOCTOSTHHOTO
XpaHeHHUs  BHOCATCA  HEOOXOAMMBbIE  YTOYHEHHUS: B  3arojOBKM  JIeJl,  COJEp Kallux
pacnopsAUTeNbHbIE JOKYMEHTBl (TpUKa3bl, MPOTOKOJbI), BHOCSTCS HOMEpA; €ClId JeNo C
HEePEenUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KaXK/IOM TOME YKa3bIBA€TCsl KOPPECIIOHJEHT, aBTOD,
TEeppUTOpUs, Apyrue AaHHble. B kaxaoM ToMe ykas3blBaeTcs Aara (4Mciio, Mecsl, ToJ) Havajaa u
OKOHYaHHUs JIaHHOTO ToMma. TouHble AaThl MPOCTABISAIOTCS Ha OOJOXKKaxX i ObICTPOro IoHcKa
JOKYMEHTOB B TIOCJIEIYIOUIEM; M3 3aBEpUTEIBHON HAANMKUCH Ha OOJIOKKY Jenla BBIHOCHTCS
KOJINYECTBO JIMCTOB B JIEJIE.

7.3.4. Hagnmucu Ha O0OJIOKKAX JIeJ TOCTOSIHHOTO W JIOJTOBPEMEHHOTO XPAHCHUS CIEAYeT
HIPOU3BOJIUTH YETKO, CBETOCTOMKMMHM YEPHHUIIAMH.

7.3.5. JIns ydera KOJHMYECTBA JINCTOB B Jiele€ M (PUKCAMUM OCOOCHHOCTEH WX HyMepaluu Ha
OTJICJIbHOM JIUCTE COCTABIISETCS 3aBEPUTENbHAS HAITHUCh.

7.3.6. B 3aBepuTeNBbHON HAANMMCH YKa3bIBA€TCS KOJIUYECTBO JIMCTOB (IH(paMH U TPOMHCHIO) B
nene. 3aBepuUTeNbHAs HAANUCh MOJINMCHIBACTCS COCTABUTENEM C yKa3aHMEM €ro JOJDKHOCTH U
JIaThbl COCTABJICHUSI.

7.3.7. BHyTpeHHSS ONHCh COCTaBISETCA K JejaM MOCTOSHHOTO M JIOJITOBpeMeHHoro (cBbime 10
JIET) CpOKa XpaHEHUs, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKpbIBalOT KOHKPETHOE COJIEpKAHUE TOKYMEHTOB (0c000 LIEHHbIE, TUYHBIE JIeNa U JIp.).

7.8. Onmcanue JOKYMEHTOB MIOCTOSIHHOTO CPOKa XPaHEHHS.

7.8.1. Onucu cocTaBiIsIOTCA pas3felbHO Ha Jiefla TOCTOSHHOTO XpaHEeHHs IO OCHOBHOM
JEeSTEIbHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy.

7.8.2. Onricu COCTaBISAIOTCS JEIOTPOU3BOIUTEIEM.

7.8.3. Onmch BeneTcst B €IMHON BAIOBOW HYMEpAIUH B TEYCHUE HECKOJIBKHX JIET.

7.8.4. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHHUsI COCTABIAETCS aKT 00 YHUUTOXKEHUH.

7.9. Jlena BpeMEHHOTO XpaHeHUs 0O(GOPMIISFOTCS YIIPOIIICHHO: OHU HE MOJIIIMBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCS, YTOUHEHHE Ha 00JI0’KKaX HE MPOU3BOAUTCS, OMMCH Ha Jiella He COCTaBISIOTCS,
yueT BeeTcs 110 HOMEHKJIAType Jel.

7.10. Onncanne JOKYMEHTOB IIOCTOSIHHOT'O CPOKA XPAHEHHUSI.

7.10.1. Tlo oxoH4YaHWW JAEIONMPOM3BOJACTBEHHOTO TOJa B O0pa30BaTEIBHOW OpTraHU3AIUU
IPOU3BOJIUTCS OTOOP JIOKYMEHTOB IOCTOSIHHOT'O CPOKa XpaHEHMs Ui BKIIOUEHHS UX B OIKUCH.
Onuce COCTOMT M3 TOJOBBIX pa3JesioB, BHYTPU Tofa Jejla pacrojlaratoTcsi IO CTENeHU
3HAYUMOCTH C YYE€TOM HOMHHAJIBHOTO MpHUHIUNA (B COOTBETCTBMM C HOMEHKJIATYpOH




00pa3oBaTenbHON OpraHu3aIumn).

7.10.2. Onmucu COCTaBIAIOTCS pa3AeibHO Ha JeJa MOCTOSHHOIO XpaHEHHS MO OCHOBHOM
JIeATEILHOCTH U Ha JIeJia 110 TUYHOMY COCTaBYy.

7.10.3. Onucu cOCTaBIISAIOTCS CEKpETapeEM.

8. 3akiI0unTeIbHbIE M0JI0KEHUS

8.1. Hacrosmee Ilonoxxenne 00 apxuBe SBIAETCS JOKAJIbHBIM HOPMATHBHBIM aKTOM,
NPUHUMAETCS HA COBELIAHUM OpraHu3alMl W yTBEpXKAaercs (JIub0 BBOJIUTCS B JACHCTBHE)
NPUKA30M JAUPEKTOPA OPraHU3aAIMH, OCYLIECTBISIONIEH 00pa30BaTENbHYIO NESTEIbHOCTD.

8.2. Bce u3MeHeHHUs M JIOMOJHEHHs, BHOCHMble B Hactosiiee [lonoxkenue, opopMisioTcs B
NUCHbMEHHOW (opME B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

8.3. Iomoxxenue 06 apxuBe 00pa30BATEIHHONW OpPraHU3AlUU MPUHUMACTCS HA HEOMPECICHHBII
cpok. M3menenus u pononHeHus K llojokeHUI0 MpUHUMAIOTCA B MOPSAIKE, MPEIyCMOTPEHHOM
n.8.1. Hacrosmero [lonoxxeHus.

8.4. Ilocne npuusitus I[lonoxeHus (WM WU3MEHEHUH M JOMOJHEHUN OTACNBHBIX MYHKTOB H
pa3aenoB) B HOBOM pelaKlMy MPEAbIIyIas pelakius aBTOMAaTHUECKH YTPAauuBaeT CHITY.



