MpumepHoe NonoxeHue 06 apxmse opraHM3auum

YTBEPXAEHO
npukasoM PenepanbHOro apxmBHOroO
arenTcTBa ot 11.04.2018 r. N9 42

3apeructpuposaH B MuHiocte Poccun 15.08.2018.
PernctpaumoHHbii N2 51895,

NMpumMmepHoe nonoxxeHme
06 apxuBe opraHusauum

I. O6wme nonoXkeHus

MpuMepHoe nonoxeHue 06 apxuBe opraHusauuu (aanee — MNpuMepHoe NonoXeHne) paspaboTaHo B
COOTBETCTBMM C NOAMYHKTOM 8 nyHkTa 6 MonoxeHus o PegepanbHOM apXMBHOM areHTCTBe,
yTBEpPXXAEHHOro YkasoM lNpesunaeHTa Poccuiickoin ®eaepaumm ot 22 mtoHa 2016 r. N2 293 «Bonpochl
depnepanbHOro apxmMBHOro areHTcTea» (CobpaHue 3akoHoaaTeNnbLCTBa Poccuiickon deaepaumum,
2016, N2 26, cT. 4034).

MpyUMepHOEe NOJIOXKEHNE PacrpPOCTPAHAETCS Ha apXMBbl OpraHM3aLmniA, BbICTYNAOLWMX UCTOYHMKAMK
KOMMNJIEKTOBAHMSI FOCYAApCTBEHHbIX, MyHULMMA/bHLIX apXMBOB (Aanee — ApX1B OpraHusaumm).

Apx1B OpraH13aLmn CO3AaETCS Ha NpaBax CTPYKTYPHOrO NoApasAesieHns, oCyLLecTBSOLEro
XpaHEeHWe, KOMM/IEKTOBAHNE, YYET U UCMONb30BaHNE JOKYMEHTOB ApXMBHOIo oHAa Poccuiickon
denepaunm, JOKYMEHTOB BpeMEHHbIX (CBbile 10 NeT) CPOKOB XpaHEHMS, B TOM YKC/IE NO JIMYHOMY
COCTaBy, 06Pa30BaBLUMXCSA B AEATENBHOCTU OPraHn3aLUmMn, a Takke NoAroToBKY AOKYMEHTOB K
nepeaaye Ha NOCTOSIHHOE XPaHEeHWE B rOCYAAPCTBEHHbIA (MyHUUMMNANbHBIN) apXmB, UCTOYHMKOM
KOMMNJIEKTOBAHMSI KOTOPOrO BbICTYMAET OpraHM3aums.

OpraHusauus paspabaTtbiBaeT nonoxeHne o6 Apxuee opraHusaumu. MonoxxeHne o6 Apxuse
OpraHv3aumm NoANEXUT COrnacoBaHMIO Ha NpeaMeT COOTBETCTBUSA ero MNpuMepHOMY NOMNOXKEHUIO C
Y4YETOM COCTaBa AOKYMEHTOB, HAaXOASLUMXCS Ha XpaHEHUM U NOANEXALUMX XpaHEHUIO B ApxuBe
opraHu3aumu.

OpraHusaumu, BbICTynatoLme NCTOYHUKAMM KOMMMIEKTOBaHMS (peaepanbHbIX roCyAapCTBEHHbIX
apXMBOB, COTIAacOBbIBAOT MOMOXeEHME 06 apx1Be opraHu3aummn ¢ peaepanbHbIM FoCyAapCTBEHHbIM
apXMBOM; OpraHM3aLum, BbICTYNaoLME NCTOYHMKAMU KOMIMIEKTOBAHMS rOCy1apCTBEHHbIX apXMBOB
cybbekToB Poccuiickolt deaepaumnm, MyHUUMNANbHBIX apXUBOB, — C YNOTHOMOYEHHbLIM OpraHoM
UCMONHUTENbHOW BnacTu cybbekTa Poccuiickon deaepaummn B cpepe apxMBHOIO Aena uim ¢
rocyZlapCTBeHHbIM apxMBOM cybbekTa Poccuiickoin deaepaumm, MyHMUMNANbHBIM apXMBOM B Cllyyae
HaZieneHns Ux COOTBETCTBYIOWMMMN MNOTHOMOYUSIMU.

Mocne cornacoBaHusi NnosioXkeHne 06 ApxvBe OpraHM3aUuM YTBEPXKAAETCS PYKOBOAUTENEM
opraHusauum.

ApXvB OpraH13aumMn B CBOEN AeSTeNbHOCTM pyKOBOACTBYETCA deaepasibHbIM 3aKOHOM OT
22.10.2004 N2 125-®3 «06 apxvBHOM aene B Poccuickon degepaumnmn» (CobpaHune
3akoHopaTenbcTBa Poccuiickon depepaunn, 2004, NQ 43, cT. 4169; 2006, N2 50, cT. 5280; 2007,
N2 49, cT. 6079; 2008, N2 20, cT. 2253; 2010, N2 19, cT. 2291, N2 31, cT. 4196; 2013, N2 7,

CT. 611; 2014, N2 40, cT. 5320; 2015, N2 48, cT. 6723; 2016, N2 10, cT. 1317, N2 22, cT1. 3097;
2017, N2 25, cT. 3596; 2018, N9 1, cT. 19), 3aKOHaM1, HOPMATUBHbLIMW NPABOBbLIMW aKTaMu
Poccuickon ®epepaunn, cybbekToB Poccuickon ®epepaumm B cchepe apxMBHOMO aena u
AEenornpon3BOACTBa, NPaBUIaMU OpraHN3aumMmn XpaHeH s, KOMMIEKTOBaHMS, y4eTa U UCNoNb30BaHMUS
[AOKYMeHTOB ApxmBHOro ¢oHaa Poccuiickon deaepaummn n Apyrmx apXmBHbIX JOKYMEHTOB B
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roCyAapCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpasneHus n OpI'aHM3aLI,MF|Xm, JIOKa/bHbIMU
HOPMAaTUBHbLIMU aKTaMWU roCyaapCTBEHHOIo opraHa.

I1. CocTtaB AOKYMeHTOB ApXxuBa OpraH1u3sayum
ApxvB OpraHnsauun XpaHuT:

Q) AOKYMEHTbI MOCTOSIHHOrO 1 BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHus, B TOM uucne
AOKYMEHTbI MO IMYHOMY COCTaBy, 06pa30oBaBLUMECS B AeATENIbHOCTU OpraH13aumm;

6) NOKYMEHTbI MOCTOSAHHOrO XpaHEeHUs U IOKYMEHTbI MO IMYHOMY cocTaBy ¢oHaa (0B) opraHM3aumi
— NPeALECTBEHHMKOB (NMPU NX HaNMMUnn);

B) apXuBHble (hOHABI IMYHOrO NpOUCXOXAEHUSZ (NMpK X HanUuMK);
r) doHz nonb3osaHus (apxvea)! (Mpu Hanuumm);

ﬂ) CNpaBoO4HO-NONCKOBbIE CpeaACTBa K AOKYMEHTaM U YYETHbIE JOKYMEHTbI ApXVIBa opraHusaumu.

ITI. 3apgaun ApxuBa opraHMsauyum
K 3agadaM ApxuBa opraHmsaumm OTHOCATCSA:

7.1. OpraHu3aumsi XxpaHeHUs JOKYMEHTOB, COCTaB KOTOPbIX NpeaycMoTpeH rnasoi II NMpuMepHoro
NoSIOXeHUS.

7.2. KoMnnekToBaHne ApxuBa opraHu3aumm AoKyMeHTaMK1, 06pa3oBaBLUMMUCA B AEATENBHOCTY
OpraHusauuu.

7.3. Y4yeT OOKYMEHTOB, HaxoAsLWMXCS Ha XpaHeHUN B ApX1Be opraHu3aumn.
7.4. Vicnonb3oBaHWe JOKYMEHTOB, HAaXOAALWMXCA Ha XpaHeHUN B ApXnBe opraHu3auuu.

7.5. MoaroToBka M CBOEBPEMEHHas Nepeaaya A0KYMeHTOB ApxmBHoro ¢oHaa Poccuiickoi
denepaumm Ha NOCTOSAHHOE XPaHEHWE B rOCYAAPCTBEHHbIV (MyHULMMANbHBIN) apXMB.

7.6. MeToanyeckoe pyKOBOACTBO M KOHTPOSb 3a (hOPMUPOBAHMEM M OPOPMIIEHMEM AeN B
CTPYKTYPHbIX NOAPa3AeNeHNsX OpraHM3aumm U CBOEBPEMEHHOW nepeaayen nx B Apxms
opraHu3auum.

IV. ®yHkuuun ApxuBa opraHu3sauum
ApXu1B OpraHn3auun oCyLLECTBNSIET cneayowme GyHKUnUn:

8.1. OpraHu3yeT npueM [JOKYMEHTOB NOCTOSIHHOIO M BPEMeHHbIX (CBbiwe 10 SIeT) CPOKOB XpPaHEHUS,
B TOM YMC/e MO JIMYHOMY COCTaBY, 06pPa30BaBLUMXCS B AESTENbHOCTM OpraHM3aLum, B COOTBETCTBUM
C YTBEPXAEHHbIM rPachnKoM.

8.2. Bepget YYET AOKYMEHTOB U CbOHLI,OB, HaxoaALWmnXca Ha XpaHEHUN B ApXVIBe OpraHun3auuu.

8.3. MNpeacTaBnsieT B rocyAapCTBEHHBIN (MyHULMNANbHbLIN) apXUB yYETHbIE CBeAeHUs1 06 06beMe U
COCTaBe XPaHSILLMXCSA B apXMBE OpraHM3aumnmn AOKYMeHTOB ApXMBHOMO (oHaa Poccuinckom
depepaunm n Apyrmx apxmBHbIX AOKYMEHTOB B COOTBETCTBUM C NMOPSAKOM roCyAapCTBEHHOrO y4yeTa
[IOKyMeHTOB ApX1BHOrO doHza Poccuiickoii depepaumnt,
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8.4. CucteMatuaMpyeT M pasMeLLaeT JOKYMEHTbI, MOCTYMNaloLWMe Ha XpaHeHne B ApXuB
opraHu3aLmm, 06pasoBaBLUMECS B XOAE OCYLLECTBNEHUS AEATENbHOCTY OpraHu3aLmu.

8.5. OcyLecTBnsieT NOAroTOBKY M NpeacTaBnseT:

a) Ha pacCMOTPEHUE M COrNacoBaHNe 3KCNEPTHOM KOMUCCUM OpraHM3aLmmn OnmcK Aes NoCTOSIHHOro
XpaHeHwsl, BpeMeHHbIX (CBblilwe 10 NeT) CPOKOB XpaHEHMS], B TOM YMC/IE NO JIMYHOMY COCTaBy, a
TaKXKe aKTbl O BbIAENEHUM K YHUUTOXEHMIO apXMBHbIX JOKYMEHTOB, HE NOANEXALUMX XPAHEHMIO,
aKkTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEUCMPABUMbIX MOBPEXAEHNSX apXMBHbIX [JOKYMEHTOB;

6) Ha yTBEPXXAEHNE SKCMEPTHO-MPOBEPOYHON KOMUCCUM heaepanbHOro rocy4apCTBEHHOro apXuBa
WM YNOTHOMOYEHHOMO OpraHa UCMOIHUTENbHOM BNacTu cybbekTa Poccuiickon ®eaepaumm B chepe
apxmBHoro aena (aanee — MK apxMBHOMO y4peXXAeHUs1) ONUCK AN MOCTOSIHHOIO XpaHEeHUS;

B) Ha cornacosaHue JIMK apXnBHOro yupexaeHns unum rocylapCTBEHHOro apxusa cybbekTa
Poccuiickoin depepaumn (MyHALMNANbLHOMO apxmBa), B Cllyvae HaAeneH sl ero COOTBETCTBYOLMMM
NOSIHOMOYMSAMK, ONUCK AeN MO JIMYHOMY COCTaBY;

r) Ha cornacoBaHue MK apXMBHOMO YYPEXAEHUS! UM FOCYAAPCTBEHHOrO apxmBa CybbekTa
Poccuiickoin deaepaumn (MyHULMNANBLHOMO apxmBa), B CllyYae HaZleNieHnst ero COOTBETCTBYHOLMMM
MOSTHOMOYMSIMM, aKTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEUCMPABMUMBbIX MOBPEXAEHMSIX aPXUBHbIX
LOKYMEHTOB;

A) Ha YTBEPXXAEHME PYKOBOAMTENIO OpraHM3aummn onucK Aen nocTosIHHOrO XpaHeHus, onucu
BpeMeHHbIX (cBblwe 10 NeT) CpoKOB XPaHEHUS, B TOM YMC/Ie ONUCKU Aen MO JIMYHOMY COCTaBy, aKTbl
0 BblAeNEHNM K YHUYTOXEHWNIO apXMBHbIX AOKYMEHTOB, HE MoAnexXallmnx XpaHeHuo, akTbl 06 yTpate
LAOKYMEHTOB, aKTbl O HEUCMPABUMbIX NMOBPEXAEHMSX apPXMBHBIX AOKYMEHTOB, YTBEPXKAEHHbIE
(cornacoBaHHble) MK 1M rocyaapCTBEHHLIM apXMBOM cybbekTa Poccuiickort deaepaumm
(MyHVMUMNANbHBLIM ApXMBOM) B Cllyvae HafeneHusl ero COOTBETCTBYHOLWMMM NMOSTHOMOYUSMM.

8.6. OpraHu3yeT nepeaayy AokyMeHTOB ApxmBHOro doHaa Poccuiickon ®efepaummn Ha NOCTOSIHHOe
XpaHeHWe B rocyAapCTBEHHbIN (MyHULMMANbHbIN) apXuB.

8.7. OpraHu3yeT 1 NpoBOAMT 3KCNEePTU3Y LIEHHOCTM AOKYMEHTOB BpeMeHHbIX (CBbile 10 ner)
CPOKOB XpaHEHWs, HaXOAALWMXCSl Ha XpaHeHUM B ApX1Be OpraHu3aummn B Lensix oTéopa A0KYMEHTOB
ANS1 BKNOYEHUs B cocTaB ApXuBHOro doHaa Poccuiickornt Geaepaumm, a Takxke BbiSiBNEHUS
AOKYMEHTOB, He noaneXxallumx AanbHeNLWeMy XpaHEHUIO.

8.8. npOBO,El,VIT MeponpuaTunga no obecneyeHuto COXPaHHOCTKN AOKYMEHTOB, HaXoAsAaLWNXCAa Ha
XpaHEHNUN B ApXVIBe OpraHn3auunn.

8.9. OpraHu3syeT UHhOPMMPOBaHNE PyKOBOACTBA U pabOTHMKOB OpraHM3aLmnm 0 COCTaBe U
coaepXaHuK JOKYMeHTOB ApX1Ba OpraHu3auum.

8.10. NHdopMuMpyeT nonb3oBaTenel No BONpocaM MeCTOHAX0XAEHMSI apXMBHbIX OKYMEHTOB.

8.11. OpraHu3yeT Bblfayy [OKYMEHTOB U1 Aen Ans paboTbl B YMTanbHOM (MPOCMOTPOBOM) 3ane Unu
BO BPEMEHHOE MO/b30BaHME.

8.12. UcnonHsieT 3anpochbl I'IOJ'Ib3OB8T€J'I€I?1, BblAAET apXnBHbIE KOMN AOKYMEHTOB, apXUBHbIE
BbIMUCKN N apXUBHbIE CIpaBKW.

8.13. BegeT yyeT MCnonb30BaHUS AOKYMEHTOB ApXMBa OpraHv3aumu.
8.14. Co3paeT hoHA Nonb3oBaHUs ApxvMBa OpraHu3aumm 1 opraHM3yeT ero UCrosib30BaHue.

8.15. OCYLLI,eCTB}'IﬂeT BeAEHNE CpaBO4YHO-NMOUCKOBBLIX CPEACTB K AOKYMEHTAM ApXMBa OpraHmn3auuu.



8.16. YuacTByeT B pa3paboTke [AOKYMEHTOB OpraHu13aLum no BOnNpocaM apXvuBHOO fena u
AENonpon3BOACTBa.

8.17. Oka3blBaeT MeETOANYECKYHO MOMOLLb:

a) cnyxbe Aenonpon3BOACTBa OpraHM3auumn B COCTaBNEHUN HOMEHKNATYPbI Aen, (POPMUPOBaHNA U
ocopmMneHun gen;

6) CTPYKTYPHbIM noapasaeneHnsM U paboTHMKaM OpraHu3aLmun B NOArOTOBKE AOKYMEHTOB K
nepegaye B ApxvB OpraH13aLum.

V. lNpaBa ApxuBa opraHu3avuuu
ApxvB opraHusauun MMeeT npaso:

a) npeacTaBndaTb PyKOBOACTBY OpraHMn3aunn npeanoXeHud no cosepLleHCTBOBaHUIO OpraHn3aumnm
XpPaHEHNA, KOMMJIEKTOBAHMSA, Y4ETA U UCNO/1b30BaHNA apXUBHbIX JOKYMEHTOB B ApXVIBe
opraHun3auunu,

6) 3anpalwmnBaTh B CTPYKTYPHbIX NOAPA3AENEHNAX OpraHM3aLmMn CBEAEHNS, He0bX0ANMblE ANs
paboTbl ApXvMBa OpraH13aLuu;

B) AaBaTb peKoMeHAaunn CTPYKTYPHbIM noapasaeneHnaMm opraHn3aumm no sonpocam, OTHOCALWMMCA
K KOMNeTeHunn ApXVIBa opraHmn3sauunu,;

) MHOPMUPOBATL CTPYKTYPHbIE NOAPA3AENEHNS] OpraHM3aumMM 0 Heo6X0AMMOCTM Nepeaaym
LAOKYMEHTOB B ApXVB OpraHv3auny B COOTBETCTBUM C YTBEPXAEHHbLIM rpaduKkoMm;

A) NPMHMMATL y4YacTue B 3acefiaHusix LieHTpanbHOM 3KCNepTHO-NPOBEPOYHOM KOMMUCCUM NpH
denepanbHOM apXMBHOM areHTCTBe, MK apXMBHOMO YUpeXaeHUs..
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