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[HoJ10:xenre 00 apxuBe

1. O0mue MOJIOKEHHS

| 1. Hacrosuuee ITonoxenue paspaboraHo Ha ocHoBaHMM [IpUMEpHOro noJIoKeHHs 06 apxuBe
OPraHH3alii, YTBEPKICHHOTO npnkasom PDeiepajibHOr0 apXMBHOIO areHTCTBa Ne 42 ot 11
anpenst 2018 rona, B cooTBercTBHH ¢ PenepaibHbIM 3aKOHOM Ne 273-®3 or 29.12.2012 roga «O6
oOpasosanni B Poccuiickoil dexepaunn» B pelaKuun Ot 25 urons 2022 ropa, Ilpukazom
Munkyastypsl Pocenn or 31.03.2015 Ne 526 "O0 yrBepiieHHH NpaBui OpraHu3aliy XpaHEHW,
KOMILICKTOBAHHS, ydeTa 1 HCHOJBb30BaHHS JOKYMEHTOB ApXMBHOIO (oH1a Poccuiickon
Qenepauyi W APYPHX APXHBHBIX JIOKYMEHTOB B OpraHax roCyZIapCTBEHHOH BJAaCTH, OpraHax
MECTHOTO CaMOVIIpaBIeHis 1 opranusaiisix”, YcraBom 001meo0pa3oBaTebHOH OpraHu3aLiy.

1.2 Jlannoe IlonoxxeHue omnpenenser COCTaB JIOKYMEHTOB apXHBa 0611e06pa3oBaTeIbHOM
OpraHM3alMH M YCJIOBHS HMX XPaHEHHs, YCTaHABJIHMBAeT 3aja4d, Ha3HAuYCHHE H ¢$yHKLUUH
LIKOJILHOTO apXHBa, PErJlaMeHTHPYET AesTeIbHOCTD JIML@A, OTBETCTBEHHOIO 32 BeeHHE apXHBa B

OpraHH3alui, OCyLIecTBIsomell 00pa3oBaTeIbHYIO IESITeIbHOCTD.
1 3. B cBOeii eSTeIbHOCTH apxuB PykoBoAcTByeTcs: PenepanbHbiM 3akoHOM Ne 125-@3 ot

22.10.2004 «O6 apxuBHOM nene B Poccuiickoit @enepauun» ¢ U3MEHEHHSIMHU Ha 11 urons 2021
roja, HOPMaTHBHbIMH TpaBOBbIMH akTaMu Poccuiickoli ®enepauuu, cyobekta Poccuiickoii
Denepaunu B chepe apXUBHOTO Jie1a U 1eJ0NPOU3BOACTBA, JOKAJIbHBIMH HOPMAaTUBHBIMU aKTaMH

001eodbpa3oBaTeabHON OpraHu3alHH.
1 4 JlokyMeHTbl ~OpraHM3allM{, OCYIIECTBIIAIOILEH
MMEKLIHE HCTOPHYECKOE, KYJIbTYPHOE, Hay4YHOE, COLMAJbHOE, IKOHOMHYECKOE U MOJUTHYECKOE

3HauyeHHe, COCTABJAIT IOCYAapCTBeHHYK 4acTh ApxuBHOro ¢onma Poccuiickoit @enepauuy,
ABJIAIOTCA  COOCTBEHHOCTBK) TOCYJApcTBA M MOJUIEXKAT IIOCTOSIHHOMY XPaHEHHUIO B
rocynapcrsenHbixapxusax Poccuiickoii @enepanun. o nepenadu Ha rocy1apCTBEHHOE XpaHEHHE

JlaHHbI€ IOKYMEHTBI BPEMEHHO XPaHSATCs B 0011€00pa30BaTeIbHOM OpPraHU3aLHH.
1.5 B wmkone nns xpaHenuss nokymeHTOB ApxuBHOro ¢onma Poccuiickoii Penepauuu u

3aKOHYEHHbIX JIeIONPOU3BOCTBOM JIOKYMEHTOB INMPAKTHYECKOrOo Ha3Ha4eHMs, UX orbopa, ydyera, -
HCIOJIb30BAHMS W MOArOTOBKH K Iepeaye Ha roCyaapCTBEHHOE XpaHEHHE CO3AETCS apXUB. »
1.6, ApxuB co3maercs kak CaMOCTOSITEbHOE roApa3iejIeHue, BO3IJIABIISIEMOE JIMLIOM,

OTBETCTBEHHBIM 32 BE[IEHHE apXMBA COIJIACHO MPHKA3y AMPEKTOPA LIKOJIBL.
1.7 Opranusauus, ocymectsisiomas 06pa3oBaTebHyI0 IESTEIbHOCTb, 00eCeurBaeT apxuB

HeOOX0AMMBIM NOMeleHHeM, 060pyI0BaHHEM H KapPamH.

I.8. Obweobpa3oBaTenbHas opranmsauusi  obecrieunBaer COXpPaHHOCTb, y4er, oTOop,
YHMOp#104€HHE M HCIOJIB30BaHUE JIOKyMEeHTOB ApxusHoro ¢(ouna Poccuiickoii ®enepaumm,
obpasyrouuxcs B ero aestensHocty. Obecreunpaer CBOEBPEMEHHYIO Mepenayvy 3THX AOKYMEHTOB 4

00pa3oBaTeNbHYI0  €ATENbHOCTD,

Ha rocy1apCTBEHHOE XPaHEHHUE,
1.9, Bce paboThi, cBS3aHHBIE C TOATOTOBKOW, TPAHCIIOPTUPOBKOM M nepenayei ap

AI0KYMEHTOB, MPOM3BOAATCS CUJIAMH U 34 CUET LIKOJIBI.
1. fickoi :
10.3a yrpaty u nopuy nokymeHToB ApxusHoro ¢onna Poccuiickoit ®Denepanuu |

on -
AOJUKHOCTHbIE JIHLA OPraHM3aLMH, OCYLIECTBISIOWIEH O6Pa3OBATENbHYIO NEATENbHOCTD, HECYT

OTBGT CIT?e;i[lIiocn B COOTBETCTBHH C AEHCTBYIOIIUM 3aKOHOATEILCTBOM,
11 LLIKONbHBIM ~ apXuB  paboTaer  corjaacHo TIaHy,  YTBEPXKIAEMOMY  IQMPEKTOPOM

061meobpazoBaTenbHOIM OpraHM3aLyy, W OTYMTBIBAETCS MEPENl HUM B CBOEH padoTe.

XHBHBIX
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1.12. KOHTpO/NIb  AEATENbHOCTH  apxXuBa  OCYIIECTBIACT  JAHMPEKTOP Opra”maunh‘
OCyLIECTBJIsAIOMIEH 00pa3oBaTebHYyIO JICATCIEHOCTD.

2.  CoctaB IOKYMEHTOB ADXHBA

2. 1. B KoJibHbI aPXHB ITOCTYNAIOT:

. 3aKOHUYEHHbIE  JICJIONPOM3BOACTBOM  LIKOJIbI  JIOKYMEHThI  TIOCTOSHHOTO  XpaHeHwus,
00paszoBaBIINECst B €ATEIbHOCTH CTPYKTYPHBIX noJipa3/iesieHuii, TOKYMEHThI BPEMEHHOTO (CBbimre
10 net) cpoka XpaHeHusi, HeoOXoaumbIe B NPAKTHYECKON JeATEIbHOCTH, JIOKYMEHTBI 10 Kaapam u
00yu4aKInMcs;

. JMOKYMEHTbI TMOCTOSIHHOTO ~ XpaHEHMsi M [0 JUYHOMY COCTaBy OpraHu3auuii-
NpeALIeCTBEHHHKOB,

. nuudble  Gouabl  Beaymmux  pabOTHMKOB — OpraHM3aluM,  OCYIIECTBIAKOLIEH
00pa30BaTeNbHYIO NeATENIbHOCTD, MOCTYIHUBIINE B APXUB,

. cykeOHbIe M BEIOMCTBEHHbIE H3/1aHUs,

. CIIPaBOYHO-TIONCKOBBIE CPENCTBA K JIOKyMEHTaM M Y4YeTHbIE JIOKYMEHTbl ApxinBa

OpraHM3alnH, OCYLIECTBIAOMEH 00pa30BaTebHYIO AEATETbHOCTD.
2.2. CpokM XpaHeHHusl JOKYMEHTOB B apXuBe 00pa30BaTeIbHOW OPraHM3aLU ONpPEeaeNAOTCS

COTJIACHO CPOKaM, YKa3aHHbIM B YTBEPXK/IEHHON HOMEHKIIAType el

3. 3amauym apxuBa %
3.1. OCHOBHBIMHU 33JIaYaMH apPXHUBA SABJSIFOTES

*

3.1.1 Opranuszauus XpaHeHHs NOKYMEHTOB, COCTaB KOTOPBLIX INPENYCMOTPEH pa3nenom
2Hacrosero IonoxxeHus. '

3.1.2. KomnnexkroBanue apxuBa JIOKyMEHTamy,

00pa3oBaBIIMMUCS B NEATENbHOCTH OpraHM3aluy, OCYILECTBJIAIOLIEH

00pa3oBaTeNbHYIO NeSITEIbHOCTb. '

3.1.3. Yuer, obecrieuenne COXpaHHOCTH, CO3/1laHHE HAyYHO-CIIPABOYHOTO aMIapara.

3.14 Hcnonb3oBanus TOKyMEHTOB, HAXQASALIMXCS HA XPAHEHUH B aPXMBE MIKOJIbL.

3.15. [lonrotoBka u  cBOeBpeMeHHass Tmepegaya HOKYMEHTOB ApXMBHOTO (oHIa
Poccuiickoi®enepanyn Ha MOCTOSIHHOE XPaHEHHE B FOCYJapPCTBEHHbII (MyHHLIMTIANTbHBIN) apPXUB.

3.1.6. Meronudeckoe pyKOBOJICTBO M KOHTPOJIb 38 (JOPMHUPOBaHHEM M ODOPMIICHHEM He

B JIEJIONIPOM3BOZICTBE IUKOJBI U CBOEBPEMEHHOW mepenadeii MX B apXuUB 0OPa30BaTENbHOI
OpraHH3aLuH.

4. DyHKumMM apxuBa

B cootBercTBIM ¢ BO3I0MKEHHBIMY 33/1a9aMY ADXHB OCYLIECTBISIET CIEAYIONIHE bYHKIIHH

4.1. Opranusyer npuem NOKYMEHTOB MOCTOSIHHOTO H BpeMeHHbIX (cBbine 10 ner) cpokos
XPaHeHUs, B TOM YHCJIE 10 KaApaM o6yqa}om1iMcsx, 00pa30BaBLINXCS B AEATENBHOCTH MIKOJbL B
COOTBETCTBUH C YTBEPKAEHHBIM IpahuKoM. ‘

4.2. ObecneunBaer COXpaHHOCTL U BEACT YT NOKYMEHTOB H donnoB, Haxomsmuxcs Ha
XpaHeHUH B apxuBe 0011e06pa30BaTeNbHON OpraHu3aLni,

4.3. Ilpencrasnser B rocynapcrseHHbIi (MyHHLIMMANbHBIA) apXMB y4ETHblE CBENEHUsS 00

00beMe M COCTaBe XPaHSIIUXCH B apXuBe€ IIKOJbI NOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
Depepaunn u gpyrux dPXUBHBIX JIOKyMEHTOB B COOTBETCTBUM C TNOPSAKOM TOCYJapCTBEHHOTO
yHera nokymentos ApxusHoro donna Poccuiickoii Deneparyu.

4.4 CMCTemaTmnpyeT M PasMeLIaeT NOKYMEHTbI, NMOCTYNAIMe HA XPAHEHHE B INKOJbHbIN
apxuB, 0Opa3oBaBLIKECS B XOjie OCYIIECTBJIEHHS N€SATEJIbHOCTH OPraHU3aLuy, OCYLIECTBISIOLIECH
00pa30BaTeNbHYIO eATENbHOCTD, |

4.5. Pa3pabarbiBaer rpabuKy  TNPENCTaBIEHUS ONUCEH Ha PacCMOTPEHHE DKCIEPTHO-

'POBEPOUHON  KOMMCCHM M nepeniadn NOKyMeHTOB ApXMBHOrO (oHza P® Ha XpaHeHue B
I'OCYAapCTBEHHbIN (MyHHLMNIANLHBII) apXuB.

4.6. OCyILIECTBIIsIET NOIrOTOBKY M MpeaCTaBISET"
°  Ha paccmMoTpeHMe M COrNIacOBaHME DKCIEPTHONH KOMHMCCMM IIKONBI ONHCH e




[IOCTOSHHOTO XPAHEHUS, BPEMCHHDBIX (cebime 10 jier) CpokoB XpaHEHHMs, B TOM YUCJIe 110
\KThi O BbIACIEHIHN K YHUUTOKEHMIO apXUBHBIX IOKYMEHTOB, HE

Kajapam " 06)"!1\}0“\“MC& a TAKXKC ¢
JIOKYMEHTOB, aKTbl O HEUCITpaBUMBIX noapemaennﬂx

NOANKALINX \p'dHL‘\HHO, aKTbhl 00 yTpaTe

ap\\\BHN\ NOKYMEHTOB,
KOMHWCCHUHN _yll()le()MO‘{eHHOFO opraHa

HKCTIEPTHO-TIPOBEPOUHOI]

. HA  YTBCPXKICHHC
HCTIONHUTENBHOI BlacTH cyObeKTa Poccniickoif Mesepatnn B cepe apxMBHOTO Jie1a (nanee -
IITK apXHUBHOTO YUPEKCHHS) OTTHCH J1e)1 HOCTOFHHOTO XpaHCHU, o i

. na cornacosanie DK apXuBHOro Yupex/ieHns cybwexra Poccuiickoii depepaunu
(MYHHLITIANBHOTO apXiBa), B Ciyvae IIZUICJICIIIM%CI‘() COOTBETCTBYIOLIMMHU MOJHOMOYUAMHU, OTIUCH
nen no JIHYHOMY COCTaBY, i

na cornacopanue DIIK apXuBHOro Y4pexaCHUA cybnexra Poccuiickoii Denepaunu

.

(MYHHUIHTIIAJIBHOTO HPXHBH), B cly4vac HHJICJICIIMA ero CoOTBETCTBYIHOIIMMHU [MOJJHOMOYUSAMH, AKThI

00 yTpaTe NOKYMEHTOB, aKThl O HEeUCIpaBUMbIX npspemneumx APXUBHBIX JOKYMEHTOB,
OnucK Jiejl TOCTOSHHOI'O XpPaHEHUA, OIucHu

. Ha YTBEPXKAEHHE JUPEKTOPY HIKOJIbI
BpeMeHHbIX (cBbime 10 ner) cpokos XpaHeHusi, B TOM 4YMCJIE€ OMUCH JIeJl N0 Kaapam ¢
OGYHAIOIMMCS,, AKThI O BbIAENCHHH K YHHUYTOXKEHHIO apXMBHBIX JIOKYMEHTOB, HE MOIIEKALINX
XPaHEHHI0, aKThl 00 yTpare [AOKYMEHTOB, aKThl O HEMCIPABMMBbIX TMOBPEKACHUAX apXMBHBIX
JOKYMEHTOB, yTBepkaeHHbie (cormacoBannbie) DIIK miu rocyapCTBEHHbIM apXUBOM cyObexTa
Poccuiickoii ~ Penepaunu  (MyHHUMIAJBHBIM  apxMBOM) B ClIy4ae  HajfieleHus  €ro
COOTBETCTBYIOIHMH MOJTHOMOYHUSMH.

47 Oprasusyer nepenady noKymeHToB ApxuBHoro ¢onna Poccuiickoin ®enepaunu Ha
MOCTOSIHHOE XpaHeHHe B TOCYAApPCTBEHHBIH (MyHUIUIAJIbHBIM) apXUB.

48 OprasnusyeT U NPOBOAMT JKCNEPTHU3Y LEHHOCTH NOKYMEHTOB BPEMEHHBIX (cBbime 10
7€T) CPOKOB XpaHeHHs, HAXOMIAIIMXCS Ha XPaHEHHH B apXMBE MLIKOJbI B LEIAX otbopa
OKYMEHTOB I BKJIIOYeHHst B cocraB ApxuBHOro ¢onaa Poccumiickoit Denepauuy, a T2KKe
BbISIBJIEHHs JOKYMEHTOB, He MOAJIEXKAIUX JalbHEeHIIEeMy XPaHCHHUIO.

49 VuacrByer B paboTe OSKCHEPTHOHM KOMHCCUHM OpraHM3aluH, OCYIIECTBIIAIOLIEH
00pa3oBaTenpHYIO OESTENbHOCTD.

4.10. TIpoBOAMT MEPOIIPHUSITHS 10 0OECTIEUEHUI0 COXPAHHOCTH JOKYMEHTOB, HaXO[IINXCA Ha
XpaHEHMHU B apXMBe OPraHU3aLHH, OCYLIECTBIIAOMEN 00Pa30BATENbHYIO NEATENbHOCTD.

4.11. Opranusyer uHGOPMUPOBaHHE AAMUHMCTPAlMM M PAaOOTHUKOB IIKONbI O COCTaBe M

ComepaHMi  JOKYMEHTOB apXMBa OpraHM3allMH, OCYIIECTBJIAIOWEH  0Opa3soBaTeNbHYIO

JEATEIbHOCTD.
4.12. Uapopmupyer nosib30BaTeNeil o BONpocaM MECTOHAXOXKACHHS apXUBHBIX NOKYMEHTOB.

4.13. Oprauusyer Bbiiauy JOKYMEHTOB M Z1eJ [Uist pabOThl B y4UTENbCKOH WM BO BPEMEHHOE

N0JIb30BaHUE.
4.14. icnonHseT 3anpockl OpPraHu3aluii U 3asiBJIEHUs: TPaXJIaH 00 yCTaHOBJIEHMH TPYAOBOrO

CTaxa ¥ JpyruM BOIIPOCAM COLMAJIbHO-IIPABOBOTO XapakTepa, B YCTAaHOBJICHHOM NOPAOKE BbINACT

KOMUY JOKYMEHTOB U apXUBHbIE CIIPABKU.
4.15. BeaieT y4eT MCMOJb30BaHUs TOKYMEHTOB apXxiBa 00pa3s0BaTE/bHOM OpraHU3aLMH.

4.16. Cospnaer HoHJ NOJb30BAHMs ApXHMBA LIKOJIbI U OPraHU3yeT ero UCHoJIb30BaHNE.

4.17. OcyiecTBisieT BeAEHHE CIPABOYHO-TMIOMCKOBBIX CPEACTB K JNOKYMEHTaM LIKOJIbHOTrO
apxuBa. CoO3/1a€T, MOMOJHAET U COBEPIIEHCTBYET Hay4HO-CIPABOYHbII anmnapaTr K XpaHAmuMCs B
apxMBe J1eJlaM ¥ JIOKYMEHTaM.

4.18. YuyactByer B pa3paboTke  JIOKyMEHTOB  OpraHu3auuy,
00pa3oBaTesibHYIO0 AEATENLHOCTD, N0 BOMPOCAM apPXMBHOTIO Ji€)a ¥ AeJIONPOU3BOJICTEA.

4.19. Oka3bIBa€T METOAMYECKYI) MMOMOLb:.
. cnyx0e  [enompoM3BOACTBA  LIKOJBI B COCTABJICHUH HOMEHKJIATypbl A€,

(hopmupoBaHHU ¥ OOPMIIEHHH JIE], KOHTPOJIHUPYET NPaBUIILHOCTD popmupoBaHus U OGOPMIEHHS
e B 1JIONPOU3BOACTBE,

OCYILIECTBJIAIOEN

aw
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u paboTHMKAM WIKOJbI B MOArOTOBKE JIOKyMenrq,
k

. CTPYKTYPHBIM noipas/iesieHusIm
nepenave B apXHB OpraHu3alii, OCyILLeCTBIISIOIIEN o6pa3oBaTeNbHYHO ACATEIHHOCTD.

420. VyacTByeT B MPOBE/ICHHH MEpOTIPUATHH TIO [OBBIIEHNIO KBATN(UKALINH pa6OTH“K()B
apxuBa n ciyx0bl AENONPOH3BOACTBA o6GpasoBaTeNbHOMH OpraHn3aiy.

5.  Ilpasaapxmusa
'List 661NOJIHCHUSA BOIONCCHHBIX
5.1. IlpenacraBisitb  AHPEKTOPY
npeUIoKEeHUS no COBEPLIEHCTBOBAHMIO OpraHu3alnu XPaHEHUs,
KOMITJIEKTOBAHHS, Y4eTa 1 UCIOJIb30BaHUA apXUBHBIX JIOKYMEHTOB B apXMUBE LIKOJIbI

5.2 KOHTpONMPOBaTh BHINOJHEHNE YCTAHOBJICHHBIX npaBua paboTBl C JIOKyMEHTaMu B
CTPYKTYPHBIX MOPA3AENEHUAX OpraHn3aLni, ocyLIeCTBIsOLIEH 00pa3’0BaTENIbHYIO ACATENLHOCTD

5.3, 3anpammBath OT CTPYKTYPHbBIX nojapasaeseHuin 1 pabOTHUKOB IUKOJIbI CBENCHUS,
HeoOXOaMMBbIe st paboThl apxuBa, ¢ y4eTOM obecriedeHns1 BBIMOJHEHHs BCEX BO3JIOKEHHBIX Ha
apXuB 3a1a4 1 QYHKLHIL.

5.4, JlaBaTh pa3bsCHEHMs M PEKOMEHJIALMH 0 BOMPOCaM, BXOIAILIMM B KOMIETEHLHIO
apXxuBa OpraHM3aIHH, OCyIIeCTBIIsoIIel 00pa3oBaTeNIbHYIO ACATECILHOCTD.

5.5. MudopmMupoBaTh CTPYKTYPHBIC NOJAPA3AENCHUS IIKOJBL O HEOOXOIMMOCTH Tepena4u
JIOKYMEHTOB B apXHB B COOTBETCTBUH C yTBEPIKACHHbIM rpad koM.

5.6. IlpuHuMaTh y4acTHe B 3aCeNaHUAX JKCIIEPTHOM KOMMCCHH 0011eo0pa3oBaTenbHOM
opraHusalMu, a TaKXe B 5KCIIEPTHO-NIPOBEPOYHON  KOMHCCHM  YIIOJHOMOUYEHHOIO — OpraHa

JCTIOIHATEIbHOM BIacTH cybbexTa Poccuiickoii @enepanuu B cepe apXMBHOTO 1ea.

3a0ay 1 (pyHKYUis 1Yo, OMEEMCMEENHOE 30 APXUE, UMEEM Npag,
Oprasu3alivm, ocymecTsisAomed  0bpasoBatenbhyio

NeITCNbHOCTD,

6. OTBercrBeHHOCTb 32 (PYHKIMOHHPOBAHHE APXHUBA
61 Ha3HaueHHOE MPWKA30M IMPEKTOPA IIKOJIbI JINLO, OTBETCTBEHHOE 32 BEACHWE apXHBA,

HeceTnepPCOHAJbHYH) OTBETCTBEHHOCTD 34.
- BBITTIOJIHEHHE BO3JIOKCHHBLIX Ha AapxuB 3ada4d H d")YHKI_II/Iﬁ B COOTBETCTBHHU C

JefiCTBYIOLINM 3aKOHOAaTeIbcTBOM Poccuiickoii Penepanny,

. OpraHM3anuio paboThl apXuBa, CBOEBPEMEHHOE U KBAJIU(HULIUPOBAHHOE BBITIOJHEHHE
NPUKa30B, PACIIOPSKEHUH, MOPYUYEHHH BBIIIECTOAIIEro PyKOBOACTEA, NEHWCTBYIOLINX HOPMATHBHO-
NPaBOBbIX aKTOB I10 CBOEMY TPO(HIIIO AEATEIHHOCTH,

. pauuoHaibHOe ¥ 3(QPEKTHBHOE HCMONb30BAHME MATEPHATILHBIX, (HHAHCOBBIX H

KaJJPOBbBIX PECYPCOB,;
. COCTOSIHME TPYJOBOH U MCIIOIHUTENIbCKOH JMCLMILTMHEL B APXMBE, BHINOIHEHHE CBOHX

(GyHKIMOHAIBLHBIX 00sA3aHHOCTEH,

«  cobiroeHue npaBuj BHYTPEHHErO pPacropsska, CaHUTAPHO-TIPOTHBOMHAEMHUYECKOTO
pex)uMa, MPOTUBOIIOXKAPHON OE30I1aCHOCTH U TEXHNKH 6€30MacHOCTH;

. BeieHue TOKYMEHTAlMH, TPe1yCMOTPEHHOI NeHCTBYIOIHMA HOPMATHBHO-TIPABOBBIMH

JOKYMEHTaMH,
. NpeJoCTaBlieHHe B YCTAHOBJICHHOM TIOPAIKE JOCTOBEPHON CTATHCTHYECKOH W HMHOH

uHPOPMALIMH O JIEATEIHHOCTU apXUBA,

. rOTOBHOCTb apXHBa K paboTe B yCIOBUSX Ype3BBIMAITHBIX CHTYALHiL.

62 OTBeTCTBEHHbIE 32 BEJEHUE JEJOMPOM3BOACTBA, TMOATOTOBKY H npeacTaBleHue
JIOKYMEHTOB Ha XpaHeHWe B apXuB, Ha3HA4AIOTCHA JIMPEKTOPOM OPraHU3ALHH, OCYLIECTBJIAIOLIEH

00pa3oBaTesbHYI I€ATEIbHOCTD.
6.3. Kourponb  AEATEIbHOCTH
ocylecTBasIOLLEl 00pazoBaTEIbHYIO ACATEILHOCT.

apxuBa OCYIIECTBJIACT IHUPEKTOP opraﬂusauuu,

7. KommnjekToBaHHe apXHBa
i i raHu3aluH
71 TlomrotoBka JOKYMEHTOB K Tepenaie B apxuB obpa3oBaTebHOH  OP SR

BKJIKOYAET DKCNEPTU3Y HayllHOﬁ 44 npammecxoﬁ LIEHHOCTH
COCTaBJICHUE

JIOKyMEHTOB, 0(OpMIIe
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7.2. DKCTEPTU3a HEHHOCTH OKYMeHTOR

2 o , 1KOJb
72.1. Okenepmusa yennocmu ooxymenmon
qenpto 0TOOpa MX Ha Xpanenue n VCTRHORMS: ONpeesieHne IEHHOCTH JIOKYMEHTOB C

, ycre e CPOKOB Xpame -
JIOKYMEHTOB B oOpasosare . } paneuust. DxcnepTus H

‘ ) I CIIBHON  Oprauusaimm — ocyuecrsisie " i M i e
3KCHCW Has KOMHUCCHS ) J 19€7 NMOCTOAHHO  JACUCTBYIOLLAA

7.2.2 Ikcnepm
2.2 . HASL KOMUCCUSI HA3HAYAETC
A Ha3Havaercs npukazom jaupekTopa kol B cocras (W

IKCMEPTHOH KOMUCCHH BKJ
; , THOYAI0T HE MeHee Tpex coT ’
nopﬂnKC S e R ik pex COTPYAHUKOB, B TOM yuciae B 0Ha3aTeIbHOM
(N0 COrNacoBanHIo). C 4 3d BEACHUC apXUBA LIKOJIbL, M JAUPEKTOP MYHULMINAILHOTO apXyUBa
Jld & - . i
Sl - Cexperapem DkcnepTHOi KOMUCCHM Ha3HAUAKOT cekpeTaps 0OpazopaTebHOM
PraHu3e . JKCTIEPTHAA KOMUCCHS HA 3aCEJIAHUSAX pacCMaTpUBaAeT. HOMEHKIIATYPY €T HIKOJbL,

OTHCH J1e yae
NeN TIOCTOSIHHOTO XPAHEHMs M 10 JIMYHOMY COCTABY, aKThl Ha JOKYMEHTbI, BbIIEIAEMBIC K yA
YHUUMTOXEHHUIO.

7.3. Odopmnenne nen
73.1.

Jlena MOCTOSHHOTO XpAHEHMsi NOJUIMBAKOTCH B TBEPAYIO OOJOKKY CypOBLIMH —
nuTkaMi. JIMCTBHI HYMEpYIOTCSi B MPABOM BEPXHEM yIily NPOCTbIM KapaHiauloM. Kosin4yecTBo r
JUCTOB B KAXIOM fejie He N0KHO mnpesblmarh 250. B koHue aena H

a OT[AEJIbHOM JIUCTE 10:
COCTABJIIETCS 3aBEPUTEIbHAS HANIHUCD.

KV
5 v 4 Ha 0610KKe 1e NOCTOSIHHOTO XPaHeHHs! HOJKHBI ObiTh MPOCTABICHbI CNEQyIOLIHE o
PEeKBU3UTBI [ONHOE  HAMMEHOBAHME  BBILECTOALIEH — OpraHu3aliH, HaWMEHOBaHUE %
oOpa3oBaTebHONW OpPraHU3aluK, HOMEp (MHOeKc) fena IO HOMEHKIATYPE, 3aroJIOBOK Mena, 1C
KOJMMYECTBO JIMCTOB, CPOK XPAHEHHs MM OTMETKA «XpaHWUTh [OCTOsHHO», HOMep (GoHza, OMUCH,
nena.
7.3.3. Ilo OKOHYAaHMM [ENONMPOM3BOACTBEHHOro roaa B odopmiieHHbBIE 00JIOKKHM [ieJT
[IOCTOSIHHOIO XpPaHEHHUs BHOCATCSH HEOOXOMMMble YTOYHEHHs: B 3aroJIOBKM M€, comepxKalux €

pacrnopsAaUTeNbHbIE  OKYMEHTBI (mpuKasbl, rIpOTOKOJ'Ibl), BHOCATCSL HOMepa, eciau aeno €
[EpPENUCKOii COCTOMT U3 HECKOJIbKUX TOMOB, B KOKIOM TOME YKa3bIBa€TCs KOPPECTIOHICHT, aBTop,
TeppUTOpHUs, Apyrue JaHHbIC. B KkaX[I0M TOME yKa3bIBaeTCs NaTad (umcno, Mecsll, rof) Havana u
OKOHYaHWs JaHHOTO ToMa. TOUHBIE NaThl MPOCTABJIAOTCS Ha 06n0XKKaxX Ul OBICTPOro MOUCKA
JIOKYMEHTOB B TIOCIEIyroleM; U3 3aBepUTENbHON HAJNMCH  Ha 00NOXKKY fena BbIHOCHTCA
KOJIMYECTBO JIMCTOB B A€JIC.

73.4. Hannucu Ha 00JI0KKaX 7Nl MOCTOSHHOTO M JOJITOBPEMEHHOTO XPaHEHUs CIERYET
NPOM3BOIUTE YETKO, CBETOCTOMKNMH HYepHHUTIAMH.

7.3.5. JL1s1 yueTa KOJIMYeCcTBa JIMCTOB B ICJIE 1 ukcanun 0cOOEHHOCTEH HX HYMEpaliH Ha
OT/IeJILHOM JIMCTE COCTABIISIETCS 3aBEPUTEIIbHAA HATITHCD.

7.3.6. B 3aBepuTeJbHON HAAMUCH  YKa3bIBACTCAH xonuuecTBo JmcToB (umdpamn H
Nponuchi0) B eje. 3aBepuTeNbHas HaAMMCH TIOJITMCHIBAETCS COCTABUTENEM C YKa3aHWUEM ero
JIOJIKHOCTH U J1aThl COCTABJICHUA.

13.7 BHyTpeHHssh ONMCh COCTABNIAETCSA K JeIaM MOCTOSSHHOIO MW JIOJTrOBPEMEHHOTO
(cebimre 10 ner) cpoka xpaHeHns, cGOpMUPOBAHHBIM 110 Pa3HOBU/IHOCTSIM IOKYMEHTOB, 3aroJIOBKH
KOTOPBIX HE PACKPhIBAXOT KOHKPETHOE COACPKAHME JIOKyMeHTOB (0CO00 LIEHHBIE, JTMHbIE oena v
ap.).

7.4 OnucaHue JOKYMEHTOB MOCTOSHHOTO CPOKA XPAHCHMA.

74.1. Onucy COCTABIAIOTCS pa3fiesibHO Ha Jena MOCTOSHHOTO XpaHeHus 1o OCHOBHOM
JIeSTEeIbHOCTH U Ha JieJia 10 JINYHOMY COCTaBy.

7.4.2. Onucy COCTaBJISAKOTCA A€JIOTPOU3BOAUTENIEM.

743 Onuck BEETCA B €MHOI BAJOBOI HyMEPAlUK B TEYEHHUE HECKONBKUX JICT.
7.4.4.  Ha pena ¢ MCTEKIIMM CPOKOM XPaHEHUs COCTABIIACTCA aKT 00 YHUUTOXEHHH.
74.5.

[To OKOHYaHMM JEJOTNPOU3BOJACTBEHHONO roja B oOpa3oBaTenbHOW OpraHusaliu
MPON3BOAMTCA OTGOP HOKYMEHTOB TMOCTOSHHOTO CPOKA XPAHEHWSl JUIA BKIIOUEHWA WX B OTUCh.
OnuCh COCTOMT U3 FOZIOBBIX PA3/ENIOB, BHYTPH rOfia Aejia PacroiaratoTes no CTETIeHU3HAYUMOCTH
C y4eTOM HOMHHAJBHOTO MPHHUMNA (B COOTBETCTBUM C HOMeHKaTypoil 00meodpa3oBaTeNnbHOM
OpraHM3aLuy).

746, Onmcu COCTAaBISIOTCS ~ Pa3NeNbHO HA  Jena  TIOCTOHHOTO  XPAHCHWA TiC
OCHOBHOH



nesiTeJIbHOCTHU H Ha neJja rno JIMYHOMY CcOCTaBYy.

: TCs CeKpeTapem.
7.4.7. Onucu cocTapsItOTC .
7.5. Jlena BpeMEHHOIO XpaHCHHA o(OpMIISIFOTCS yNPOIIEHHO: OHN HE TIOIIHMBAIOTCS, JucTy,

HHUX HE HYMEPYHOTCH YTOUHCHHE HA oOI0KKaX HE [POU3BOAMTCA, OINMCH Ha 1ena pe
B X HE HyMeEp) A,

COCTABJIAKOTCS, yyeT Benercs 1o HOMCHKIIATYpPE JIeJ

8.  VciaoBHS XPAHCHHS IOKYMECHTOB APXMBA )
JIOKYMEHTBI APXHBA XPAHATCS B apXUBOXpaHminiie o61eobpasoparesibHON OpraHu3aumy.

8.1

8 2. He nonyckaercs pasmerienne apxusa B NOBAILHbIX U Y€P/IAYHBIX TOMEIIEHUAX LIKOJIbI,

83 ApXHBOXpaHMJIMIIE JAOJDKHO ObiTh ynageHo o1 J1abOpaTopHbIX, MPOU3BOACTBEHHbIX,
OBITOBBIX MOMEINEHHIT 1 He UMeTh OOIIMX C HUMM BEHTUJSILIMOHHBIX KaHAJIO0B. APXMBOXpAHUIIUIIE

OTJENSETCS OT COCEAHHX TOMELIEHHI HECropaeMbIiMH CT€HAMHU U TEPEKPLITUAMHK C MpeaesaMu
OTHECTOMKOCTH HE MeHee IBYX 4acoB. B apxuBoxpanwiuiie He JONYCKaeTcs NpOKiaaka Tpyod
BOJIOCHA0KEHHS U KaHAJIM3ALMH, TEXHOJOTHYECKHe WJIN ObITOBbIE BLIBObI BOJIbI.
8.4, ApXMBOXpaHMJMIIE JIOJDKHO HMMETh €CTeCTBEHHYIO HJIM HMCKYCCTBEHHYIO BEHTHJALIMUIO,
00ecrneYHBaOIYIO PELUPKYJIALMIO BO3/YXa, CTAOMILHOCTh TEMIIEPATyPHO-BIAKHOCTHOTO PEKAMA.
8.5. Bce moctynaromue B apxuB 00pa3oBaTeNbHON OPraHU3alMK JOKYMEHTHI Pa3MEILarTcs B
APXMBOXPAHMIMINAX HA CTALMOHAPHBIX W/MJIM TEPEIBUKHBIX METAUIMYECKHX CTelIakax, B

MEeTAJUIMYECKUX IKadax WM KOHTEHHepax.
8.6. TlpoTuBONOXapHbIl pexnM B 3[aHMSX, TIe pa3MeInaeTrcs apXMB IOKOJIBL, W B

dPXMBOXPAHHIIHILAX yCTAHABIIMBAETCA B COOTBETCTBUHU C [IpaBMIaMyu IPOTHBOMOXAPHOTO pekKUMa B
Poccuiickoit @enepauuu ot 16 ceHTsi0pst 2020 roma Ne1479.

8.7. ApXMBHbIE TOKyMEHTbI CIIE/IyeT XPAaHUTb B TEMHOTE.

8.8. 3ammuTa NOKYMEHTOB OT neifcTBHs CBeTa OGecreYnBaeTcs XpaHEHHEM JIOKYMEHTOB B
KOpOOKax,nankax u neperuierax, B mkadax Win Ha CTeNNaxax 3aKpBITOrO TUIA.

8.9. Ilomelenns apxusa oGpa3soBaTeNbHON OPraHM3aLMK OJKHBI COOEPKATLCS B YUCTOTE, B
YCJIOBHAX, HCKJIFOYAIOINMX BO3MOXKHOCTD MOSIBJICHHSI TUIECEHH, HACEKOMBIX, MbLITH.

9.  3aKIIYHTE/bHbIE M0JI0KEHHUS
9.1. Hacrosmee IonoxeHue SBISETCS JTOKAIbHBIM HOPMAaTUBHbIM aKTOM, NMPUHUMAETCS Ha

Obmem cobpanun paGOTHMKOB LIKOJBI U YTBEPXKAAETCS (JIMOO BBOTUTCS B NEHCTBUE) MPHKA30M
AMPEKTOpa OPraHM3alyHy, OCYIIECTBIAIOLEN 00pa30BaTEIbHYIO NEATENbHOCTD.

9.2, Bce u3MeHeHMs M JIONOJHEHHUs, BHOCUMbIE B HACTOSIIEE ITonoxenue, opopmisioTcs B
NUCbMEHHON JOpME B COOTBETCTBHMH JI€CTBYIOMIUM 3aKOHONATENbCTBOM Poccuiickoit Deneparmn.

9.3. Ilonoxenne 06 apxuBe 06ME0OPA3OBATENLHON OpraHu3alMy TNPUHUMAETCS Ha
HEONpE/IEIEHHbI CPOK. M3mMeHeHns U J0MoJHeHUs K IIONOKEHUI0 NPUHUMAKOTCA B MOPSIKE,
npeaycmorpeHHoMm 11.9.1. Hacrosimero ITonoxenus.

9.4. Ilocne npunsatus Ionoxkenus (MM U3BMEHEHHH U NOTOIHEHHMH OTNENbHBIX MYHKTOB U
Pa3/1€/10B) B HOBOM PEIaKLIMU TIPEebIIyIas peakiusi aBTOMATUYECKH YTPAYUBAET CHITY.



