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k npukasy MbOVY J10
MyHununaibHOe 0I0)KeTHOEe 00pa3oBaTeIbHOe «Ycrb-Ummmceknii JIJIT»
yUpEeXKJICHHE JOTIOJHUTETLHOTO 00pa30BaHMs Ne 47 01 02.08.2021

«Ycrp-MmmmMcknii JIoM 1€TCKOro TBOPYECTBA»

MHOJIO)KEHUE
00 apxue MBOY J10 «Y crb-Ummmcknii IJT»

1. O01me moJ10KeHus

[Tonoxxenne 00 apxuBe pa3zpaboTaHO HAa OCHOBaHUM [IpuMepHOro MojoXKeHus 00 apXvBe OpraHHU3aluH,
yIBEpXKACHHOTrO npukazoM PenepanbHoro apxuBHoro areHTcTBa Ne 42 or 11 ampens 2018 roga, B
cootBercTBUM ¢ Koncrutymmeit Poccuiickoit ®@enepaunn, PenepanbHbiM 3akoHOM Ne 273-03 ot
29.12.2012 roga «O6 obpazoBanuu B Poccuiickoit @eneparumy» ¢ uaMeHeHusMu ot 24 mapta 2021 rona,
YcraBoM 00111€00pazoBaTeIbHON OpraHU3alHH.

1.2. HMannoe Ilonoxxenue o0 apxuBe B JloMe IETCKOTO TBOPYECTBA OMPENENIAET COCTaB JOKYMEHTOB
apxyMBa YyCTaHABJIMBAeT 3a/aud, Ha3HayeHHe M (QyHKIUM 00pa30BaTENbHON OpraHM3aluy apxHBa,
pErIaMeHTHpPyeT JIEeATEIbHOCTh JIMIA, OTBETCTBEHHOTO 3a BEJEGHUE apXuBa B OpraHU3alLuM,
OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO ACATEIBHOCTD.

1.3. B cBoeli nesaTenbHOCTH apXuB pyKoBoAcTByeTcss DenepanbHbiM 3akoHOM Ne 125-@3 ot 22.10.2004
«O6 apxuBHOM xene B Poccuiickoit denepanumn» ¢ u3meHeHussMu Ha 8 aexaOps 2020 rona, 3akoHaMmu,
HOPMAaTUBHBIMM TPaBOBbIMU akTamMu Poccuiickoit @enepanun, cyobekta Poccuiickoir @enepanuu B
cepe apXMBHOTO JieJla U JEIONPOU3BOJICTBA, NMPaBUIIAMU OPraHU3ALMU XPAHEHUs, KOMIUIEKTOBAHUS,
yueTa M HCIOJIb30BaHMs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepanuu 1 Ipyrux apXuBHBIX
JIOKyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpaBJIE€HHUs W OpraHu3alusix,
JIOKaJIbHBIMU HOPMAaTHUBHBIMHU aKTaMU 00pa30BaTeIbHON OpraHu3alyu JOTOIHUTEIBHOTO 00pa3oBaHusl.
1.4. JlokyMeHTBhl 00pa30BaTeNbHON OpraHU3alMKU, OCYIIECTBIISIONIEH 00pa30BaTeIbHYIO JEATEIbHOCTD,
UMEIOLUE HMCTOPUUYECKOE, KYIbTYPHOE, HAy4yHOE, COLMAIBHOE, SKOHOMMUYECKOE M IOJIMTUYECKOE
3HAa4YeHUe, COCTABJISIOT TOCYAApCTBEHHYIO YacTh ApxuBHOTO (poHAa Poccuiickoit denepanuu, sBISIOTCS
COOCTBEHHOCTBIO TOCYAAapCTBa M MOJAJIEKAT IOCTOSHHOMY XPaHEHUIO B TOCYIApPCTBEHHBIX apXUBax
Poccuiickoit @enepaunu. o nepenaun Ha rocyJapCTBEHHOE XpAaHEHUE JAHHbBIE JOKYMEHTBHI BPEMEHHO
XpaHATcs B 00pa30BaTeIbHONM OpraHU3aIiK JOTOJTHUTEIHLHOIO 00pa30BaHMsL.

1.5. B Jlome pnerckoro TBOpuecTBa JJIsi XpaHEHHs JOKyMEHTOB ApxuBHoro (onna Poccuiickoit
denepai U 3aKOHYEHHBIX JEIOMPOU3BOJCTBOM JIOKYMEHTOB MPAKTHYECKOTO Ha3HaueHUs, X 0TOOpa,
yudeTa, UCIIOJIb30BaHus U MOATOTOBKH K MepeAayue Ha rOCYAApCTBEHHOE XPAHEHUE CO3/1a€TCs apXUB.

1.6. ApxuB co31aeTCsl KaK CaMOCTOSTENIHOE MOAPa3IeJIEHUE, BO3IIIABIIAEMOE JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHUE apXMBa COIJIACHO MPHKa3y JUpeKTOopa JJoma 1eTckoro TBOp4ecTBa.

1.7. Obpa3zoBarenbHas OpraHu3anus, OCyIECTBIISAONIasE 00Pa30BaTENbHYIO AEATEIBHOCTD, 00ECIIeUnBaeT
apXxvB HEOOXOAMMBIM MTOMEILIEHHEM, 000PYIOBAaHUEM U KaJIpaMHU.

1.8. OOpa3oBaTenpHas opraHu3alnus O0O0ECHEUMBACT COXPAHHOCTb, Y4YeT, OTOOp, YHNOpSAOYCHUE U
UCIOJIb30BaHUE JIOKyMEHTOB ApxuBHOro (onna Poccuiickoit ®Penepanuu, o0pa3ylomuXcs B €ro
nestenbHOCTH. OOecneunBaeT CBOEBPEMEHHYIO Iepefady 3THX JOKYMEHTOB Ha TOCYJapCTBEHHOE
XpaHEHHE.
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%1.9. Bee paboThl, CBA3aHHBIE C HOATOTOBKOM, TPAHCIIOPTHPOBKOH U Iepeadeii apXHBHEIX JOKYM.
IIPOU3BOJIATCS CHJIAMU U 3a cueT J[oma 1eTCKOro TBOpYeCTBa.

1.10. 3a yrpaty u mopuy nokymeHToB ApxuBHOro ¢onmaa Poccuiickoit denepannu IOIKHOCTHBIC JTHIIA
OpraHu3alliy, OCYLIECTBIAIOMEH 00pa3oBaTEeIbHYIO JESATENbHOCTh, HECYT OTBETCTBEHHOCTh B
COOTBETCTBUU C JIEHCTBYIOLIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB [loma AETCKOrO TBOpYECTBAa pPadOTAET COTJIACHO IUIAHY, YTBEPKIAEMOMY IUPEKTOPOM
00pa3oBaTeNbHONW OpraHu3alMy JOMOJIHUTEIFHOTO 00pa30BaHusl, U OTUYUTHIBACTCS NEepea HUM B CBOEH
padore.

1.12. KOHTpoib [A€ATENBHOCTH apxXuBa OCYILECTBISAET AMPEKTOP OpraHU3alUH, OCYLIECTBIISIOIIEH
00pa30BaTENbHYIO AEATEIbHOCTD.

2. CocTaB JOKYMEHTOB apXuBa

2.1. B apxuB 00pa3oBaTeIbHOM OpraHU3aliy JONOIHUTEIHHOTO 00pa30BaHMUs MOCTYNAIOT 3aKOHYCHHbIE
JeTOTIPOU3BOACTBOM JloMa JIETCKOro TBOPUYECTBA JOKYMEHTHI ITOCTOSIHHOTO XpaHEHMs, 00pa30BaBIINECs
B JICATEIIBHOCTH, JOKYMEHTHl BpeMmeHHoro (cBeimie 10 JieT) cpoka XpaHeHus, HEO0OXOAWMBIE B
NPAaKTUYECKOH JEATEIIbHOCTH, IOKYMEHTBHI 110 KaJipaM U 00ydaroumMcs;

- JIOKyMEHTbI IOCTOSIHHOT'O XpaHEHMS U 10 IMYHOMY COCTaBy OpraHU3aluii- IPEAIIECTBEHHUKOB;
-muuHble  (GoHIBI  BeAymMx paOOTHMKOB OpraHU3allMd, OCYILECTBIAIOUICH 00pa3oBaTelIbHYIO
JESITEIbHOCTb, IOCTYIUBIINE B APXUB;

- CIy’KeOHbIE U BEJJOMCTBCHHbIE U3/IaHMHS;

- CIPaBOYHO-IIOMCKOBBIE CPEACTBA K JOKYMEHTAaM M YYETHBIE JOKYMEHThl ApXuBa OpraHu3aluy,
OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO AEATEIbHOCTD.

3.3apa4yu apxuBa

3.1. OCHOBHBIMHM 3a/1a4aMM apXUBa SABJIAIOTCS:

3.1.1.  Opranusanus XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX MIPENYCMOTPEH Pa3/iejoM 2 HAaCTOSILErO
ITonoxxenus.

3.1.2.  KowmruiekToBaHHe apXuBa IOKYMEHTaMH, OOpa30BaBIIMMHUCS B JESITEIHHOCTH OpraHHU3allMy,
OCYILIECTBIIAIONIEH 00pa30BaTENbHYIO AEATEIbHOCTD.

3.1.3. VYuert, obecrieueHre COXpaHHOCTH, CO3aHNE HAYYHO-CIPABOYHOTO amnmapaTta.

3.1.4.  Hcnonb3oBaHMs JOKYMEHTOB, HAXOAAIIMXCS Ha XpaHEHUH B apxuBe/loma 1eTCKOro TBOpYECTBa.
3.1.5. TIloaroroBka M CBOEBpEMEHHas Ieperadya JIOKyYMEHTOB ApxuBHOro ¢onga Poccuiickoit
denepaiiy Ha NOCTOSIHHOE XpPAaHEHUE B MYHULMTIIAJIBHBIN apXUB.

3.1.6.  Metoauueckoe PyKOBOJCTBO M KOHTPOJb 3a (POPMUPOBAHHMEM U OQGOpPMIICHHEM JeJl B
JIeNIOTIPOU3BOICTBE U CBOEBPEMEHHOM Ilepeiauell X B apXUB 00pa30BaTENbHOM OpraHu3aluy.

4. DyHKIUM apXuBa

B cooTBeTcTBUY € BO3/I0KEHHBIMHU 337]a4aMU apXHUB OCYIIECTBIISIET CIEAYIOMINE (QYHKINHU:

4.1 OpranuszyeT mpueM JOKYMEHTOB MOCTOSHHOTO M BpeMeHHBIX (cBbimie 10 JeT) CpoKOB XpaHEHUs, B
TOM YHCJIE 110 KajpaM 1 00ydaromuMces, 00pa30BaBIIMXCs B IEATEILHOCTH JloMa IETCKOTO TBOPUYECTBA, B
COOTBETCTBUH C YTBEPKICHHBIM IpauKOM.

4.2 OOecneynBaeT COXPAaHHOCTb M BEAET y4YeT AOKYMEHTOB M (DOHIOB, HAXOSIIUXCS HA XPAaHEHUU B
apxuBe 00pa30BaTEbHOM OpraHU3aIiH.

4.3 TlpencrapisieT B MyHUIMIAJIbHBIA apXUB y4eTHbIE CBEJCHHUA 00 00bEMe M COCTaBe XPaHALIUXCS B
apxuBe Jloma JIeTCKOro TBOpYecTBa TOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit denepaunu u apyrux
apXMBHBIX IOKYMEHTOB B COOTBETCTBHMHU C MOPSAKOM I'OCYIAapCTBEHHOIO ydeTa JOKYMEHTOB ApPXMBHOIO
donna Poccuiickoit denepanuu.

4.4 CuctemMatusupyeT U pa3MellaeT JOKYMEHThI, IOCTYNAIOIMe Ha XpaHEHUE B apXUB, 00pa30BaBILUECs
B XOJ€ OCYIIECTBICHHUS JEATEIbHOCTH OpPraHM3allid, OCYILECTBIAIOLICH  00pa30BaTelIbHYIO
JIESTEIIbHOCTD.

4.5 PazpaOaTbiBaeT rpaduku TpeACTaBICHUS ONUCEH Ha PAaCCMOTPEHHE HKCIEPTHO-IPOBEPOUHOM
KOMHCCHH U Ilepeau J0KyMeHTOB ApxuBHOro ¢onaa PO Ha xpaHeHHEe B MyHULIUIIAIbHBIN apXUB.

4.6 Ocy1iecTBIIs€T NOATOTOBKY U IIPEICTABIISIET:
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”. Ha PACCMOTPEHHME M COTIACOBAHHE JKCIEPTHONH KOMHCCHH JIOMa JETCKOrO TBOPHUECTBA OIMUC,
IIOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBbllie 10 JI€T) CPOKOB XpaHEHHUs, B TOM 4YHUCJIE IO KagpaM U
00y4aromuMcs, a TaKXKe aKThl O BBIJIEJICHUU K YHUYTOKEHUIO apXUBHBIX TOKYMEHTOB, HE TOJUICKAIINX
XpPaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKACHUSAX apXUBHBIX JOKYMEHTOB;
- Ha YTBEPXKJIEHUE DKCIIEPTHO-IIPOBEPOUYHOM KOMMCCHM YINOJHOMOYEHHOI'O OpraHa MHCIIOJIHUTEIBHON
Biractu cyoObekTa Poccuiickoit ®enepaunu B chepe apxuBHoro nena (mamee - OIIK apxuBHOrO
YUPEXKICHUS) OMUCH JIeTl TTOCTOSSHHOTO XPaHEHUS;

- Ha cornacoBanue DIIK apxuBHoro yupexaenus cyowbekra Poccuiickoit @enepanui MyHHIIMIIAIBHOTO
apxuBa, B CJIy4ae HaJIeJI€HHUs €r0 COOTBETCTBYIOLIMMHU ITOJTHOMOUYHSAMH, OIMCHU JI€JI IO JUYHOMY COCTaBY;
- Ha cornacoBanue DIIK apxuBHoOro yupexzaenus cyowbekra Poccuiickoit @enepanui MyHHIUIIAIBHOTO
apxvBa, B Cllydae HAJEJCHUS €ro COOTBETCTBYIOIIMMHU HMOJHOMOYMIMM, aKThl 00 yTpare JOKYMEHTOB,
aKThl O HEUCIPABUMBIX IIOBPEXKIACHUSIX apXUBHBIX JIOKYMEHTOB;

- Ha YTBEp)KJEHHE TUPEKTOpYy JloMa IeTCKOro TBOpYECTBA ONMMCHU A€ IOCTOSHHOTO XPAHEHHUs, ONHUCH
BpeMeHHBIX (cBbiIe 10 J1eT) CPOKOB XpaHEHHs, B TOM YHMCIIE OMHCHU JIeJ 10 KaapaM U 0Oydaromumcs,
aKThl O BBIJACTICHUM K YHMUYTOXKCHHIO ApPXHMBHBIX JIOKYMEHTOB, HE MOJUISKALINX XPAHEHHIO, aKThl 00
yTpaTe JOKYMEHTOB, aKThl O HEMCIPABUMBIX MOBPEXICHUSAX APXUBHBIX JOKYMEHTOB, YTBEPXKICHHBIE
(cormacoBannble) OIIK wnam rocynapcTBeHHbIM apxuBoM cyOwbekTa Poccuiickoit ®eneparuu
MYHHUIMIIAJIBHBIM apXUBOM B CIIy4ae HaJEJIEHHS €T0 COOTBETCTBYIOLIMMHU ITOJTHOMOUYHUSMH.

4.7 Opranusyer mnepegady IOKYMEHTOB ApxuBHoOro (onga Poccuiickoil ®enepanuu Ha MOCTOSHHOE
XpaHEHUE B MyHUIIMTIIAIbHBIN apXUB.

4.8. OpraHusyeT 1 HNPOBOJIUT IKCIEPTH3Y LIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbilie 10 jer) cpokoB
XpaHEHUs, HAXOJIIMXCA Ha XpaHeHMM B apxuBe Jloma pgerckoro TBopyecTBa B IEIsIX oOTOOpa
JIOKYMEHTOB JUIs BKJIIOUEHHs B cocTaB ApxuBHOro ¢onna Poccuiickoii denepannu, a Takke BbISIBICHUS
JIOKyMEHTOB, HE MOAJIEKAIUX JAIbHEUIIEMY XpaHEHUIO.

4.9. YuactByer B paboTe SKCIEPTHOM KOMHMCCHUHM OpraHU3aIllMH, OCYLIECTBISAIOMIEH 00pa3oBaTelbHYIO
JIESTENBHOCTD.

4.10. IIpoBOAUT MEPONPUATHS [0 OOECTIEYEHNUIO COXPAHHOCTH JIOKYMEHTOB, HAXOAIINXCA Ha XpaHEHUHU
B apXMBE OPraHU3aLMH, OCYIIECTBIIAIONIEH 00pa30BaTeNbHYIO 1S TEIbHOCTb.

4.11. Opranusyer HHPOPMHPOBAHHE AJMHHUCTPAMM M PAOOTHUKOB O COCTaBe M COAEP)KaHUU
JIOKYMEHTOB apXMBa OpraHU3aIMH, OCYILECTBISIONIEH 00pa30BaTENbHYIO JeSITeIbHOCTD.

4.12. IadopmupyeT moJib30BaTeNei o BOIpocaM MECTOHAXO0XACHUS apXUBHBIX JIOKyMEHTOB.

4.13. Opranusyer BblJauy JOKYMEHTOB M JieJl [uid paboThl B MPUEMHON JUPEKTOpa WM BO BPEMEHHOE
I10JIb30BAHHUE.

4.14. VicionHsieT 3ampochl OpraHu3aluid U 3asBJICHUS TpakJaH 00 YCTAHOBJIEHHM TPYIOBOIO CTaXa U
JpYTMM BONPOCAM COLMAJIbHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM IIOPSIKE BBIIAET KOIHUU
JIOKYyMEHTOB U apXUBHBIE CIIPABKHU.

4.15. Bezet y4eT UCIOJIb30BaHUS IOKYMEHTOB apXuBa 00pa30BaTEeIbHOM OpraHu3auy.

4.16. Co3naet GoHA MOJIH30BAHUS apXUBA U OPTaHU3YET €ro UCHOJIb30BAHHUE.

4.17. OcymecTBiseT BEIEHUE CIPAaBOYHO-IIOMCKOBBIX CPEACTB K JOKyMeHTaMm apxuBa. Cosznaer,
IIOTIOJHAET ¥ COBEPILIEHCTBYET HAy4HO-CIIPABOYHBIM ammapar K XpaHALUMMCSA B apXuBe JelaM u
JIOKyMEHTaM.

4.18. VYuyactByer B pa3paloTKe JOKYMEHTOB OpraHM3allid, OCYILECTBIIAIOLIEH 00pa30BaTEeNbHYIO
JIESATENIbHOCTB, 110 BOIIPOCAM apXUBHOTO JI€jia U JIEJ0IPOU3BOICTBA.

4.19. Oka3bIBacT METOJUYECKYIO TIOMOILIb:

- ciyx0e JIeIONpOU3BOJCTBA B COCTABICHUM HOMEHKJIATYpPHI Jel, GOpMUPOBAaHUM U O(QOpPMIICHUH Je,
KOHTPOJUPYET MPaBUIBHOCTH (POPMUPOBAHUS U O(OPMIICHUS JIEN B JAETIONPOU3BOICTBE;

- CTPYKTYPHBIM THOJpa3/eIeHUusIM U pabOTHMKaM B IOJATOTOBKE JOKYMEHTOB K Iepefaye B apXuB
OpraHu3aluM, OCYILECTBIISAIONICH 00pa30BaTENbHYIO IEATEIbHOCTb.

4.20. YyacTByeT B NMPOBEIECHUH MEPONPUATHI MO MOBBIIEHUIO KBAIM(UKAIUU paOOTHUKOB apXuBa M
CILY>KOBI J1eI0NTPOU3BOICTBA 00pa30BaTEIbHON OpraHU3altu.

5. IlpaBa apxuBa
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,lml BBINOJIHEHUS BO3JIOKEHHBIX 33724 U (DYHKIMH JIMII0, OTBETCTBEHHOE 3a apXHB, UMEET MPaBo:
5.1. TlpencraBmsiTh AMPEKTOPY OPTraHHU3AINM, OCYIIECTBIISIONICH 00pa3oBaTeNbHYIO AESITEIBbHOCTD,
IIPEJIOKEHUST IO COBEPIIEHCTBOBAHUIO OPraHU3allMM XpaHEHUs, KOMIUIEKTOBAHMs, Yy4yeTa H
HCII0JIb30BAHUS apXUBHBIX JOKYMEHTOB B apXMBE.

5.2. KoHTponupoBaTh BBIIOJHEHHE YCTAHOBJICHHBIX MPAaBUJI PabOTHl ¢ JOKYMEHTaMHU B CTPYKTYPHBIX
MOJIpa3/IeIEHUsIX OPraHNu3alUH, OCYILECTBISIONIEH 00pa30BaTEIbHYIO NESITEIbHOCTD.

5.3. 3anpamuBath OT CTPYKTYPHBIX HOJpa3/ieleHuil 1 paOOTHUKOB CBEJCHUS, HEOOXOAUMBIE I pabOThI
apxMBa, C y4eTOM 00ecrieueHHsI BHITIOJTHEHHUS BCEX BO3JIOKEHHBIX HA apXUB 33734 U (HyHKLHUH.

5.4. JlaBaTb pa3bsACHEHUS W PEKOMEHJALMU II0 BOINPOCAM, BXOJALIMM B KOMIIETEHIMIO apXuBa
OpraHu3aIH, OCYIIECTBISIONICH 00pa30BaTENbHYIO JIESITEIbHOCTD.

5.5. UHdopmupoBaTh CTPYKTYypHBIC MOAPA3JCICHUS OpraHU3alMd O HEOoOXOJUMOCTH Tepeaayu
JOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPKACHHBIM I'PAUKOM.

5.6. IlppuHuMaTh yyacTue B 3acelaHUSAX SKCIIEPTHON KOMHCCHUU 00pa30BaTEIbHONW OpraHU3alluy, a TAaKKe
B DKCIEPTHO-IIPOBEPOYHON KOMMCCUM YIIOJIHOMOYEHHOTO OpraHa HCIOJHUTEIBHOW BIIACTH CYyOBEKTa
Poccuiickoit @enepanuu B chepe apxXUBHOTO Jeia.

6. OTBeTCTBEHHOCTD 32 (PyHKIIMOHUPOBAHHE APXUBA

6.1. HazHaueHHOE NpHKa30M JUPEKTOPA JINLO, OTBETCTBEHHOE 3a BEJIEHUE apXMBa, HECET NEPCOHAIBHYIO
OTBETCTBEHHOCTD 34!

- BBIMOJIHEHHE BO3JIOXKEHHBIX HA apXUB 3a7ad U (QYHKUUHA B COOTBETCTBUU C JACHCTBYIOLIMM
3aKOHOJaTenbCcTBOM Poccniickont denepannu;

- OpraHM3auuio paboThl apxuWBa, CBOEBPEMEHHOE M KBaJM(HUIMPOBAHHOE BBIOJHEHHE IPUKA30B,
pacnopsKEHH, TOPYYEHUH BBIIIECTOSIIETO PYKOBOJICTBA, AEHCTBYIOIUX HOPMAaTHBHO-IIPABOBBIX AKTOB
M0 CBOEMY ITPO(UITIO IEATETbHOCTH;

- pauMoHanbHOE U 3¢ (HEKTUBHOE HCIIOJIb30BAHUE MAaTEpUANIbHBIX, (PMHAHCOBBIX M KaJJPOBBIX PECYPCOB;

- COCTOSHME TpPYNOBOM W MCHOJIHUTEIBCKONM JOUCHUIUIMHBI B apXUBE, BBINOJIHEHHE CBOMX
(YHKIMOHATBHBIX 00S3aHHOCTEH;

- CcoOJIIoJiIeHHe TMpaBHJI BHYTPEHHEIO paclopsiKka, CAaHUTapHO-NPOTHBOIIUAEMUYECKOTO PpPEeXHUMA,
MIPOTUBOIIOKAPHOM O€30MACHOCTH U TEXHUKHU 0€30MacHOCTH;

- BEJIEHUE JOKYMEHTalUH, IPELyCMOTPEHHOH IEHCTBYIOIIMMHA HOPMATUBHO-IIPAaBOBBIMH JJOKYMEHTaMU;
-IIPEIOCTAaBJICHUE B YCTAHOBJIEHHOM IOPSIKE IOCTOBEPHOM CTATMCTUYECKOM M MHOM MHQpOpMaLuH O
JIESTEIbHOCTH apXUBa;

- TOTOBHOCTb apXHBa K paboTe B YCIOBUSAX YPE3BbIYAHBIX CUTYAIHH.

6.2. OTBETCTBEHHBIE 3a BEACHUE JACIONPOM3BOJACTBA, MOATOTOBKY M IPEACTABIECHUE JTOKYMEHTOB Ha
XpaHEHUE B apXHB, HA3HAYAIOTCA JUPEKTOPOM OpraHU3allMM, OCYILIECTBISIONIEH 00pa3oBaTelIbHYIO
JIESITENIbHOCTD.

6.3. KoHTponb neATEeNbHOCTH apXWBa OCYLIECTBIISIET AUPEKTOP OpraHU3alud, OCYLIECTBIIAIOIIEH
00pa30BaTENbHYIO AEATEINbHOCTD.

7. KomnieKkToBaHHe apXHBa

7.1. [loaAroToBKa JOKYMEHTOB K Ilepe/iaue B apXUB 00pa30BaTeIbHOM OpraHu3alyu BKIIOYAeT SIKCIEPTURY
HAy4YHOH M MPaKTHUYECKON [IEHHOCTU JIOKYMEHTOB, 0(pOpMIICHHE JIE]1, COCTABICHHUE OITUCH.

7.2. JKcnepTH3a HEHHOCTH J0KYMEHTOB.

7.2.1. DkcniepTU3a IIEHHOCTH TOKYMEHTOB — OTPEAeNICHUE IICHHOCTH JTOKYMEHTOB C IENbI0 0TOOpa WX Ha
XpaHEHUE U YCTAHOBJICHHUE CPOKOB XpaHEHUs. DKCIEPTHU3y LIEHHOCTH JOKYMEHTOB B 00pa3oBaTeibHOM
OpPraHM3alMK OCYIIECTBIISAET IOCTOSHHO JEHCTBYIONIAs DKCIIEPTHAs KOMUCCHS.

7.2.2. DKxcriepTHas KOMHUCCHUSI Ha3HA4aeTCsl MPUKA30M AMPEKTOpa opraHu3anuu. B cocraB DxcneprHON
KOMHMCCHU BKJIIOUAIOT HE MEHEee TpeX COTPYIHHKOB, B TOM YHCIE B 005S3aTENbHOM IMOPSIKE JHIIO,
OTBETCTBEHHOE 3a BEJECHUE apxXHWBa, U JUPEKTOpP MYHHMIMIAIBHOTO apxuBa (IO COIJIACOBAHMIO).
CekperapeM DKCIIEpTHON KOMHCCUM Ha3HAYarOT ceKpeTapsi 00pa30BaTeNbHON OpraHu3aluu. JKCIepTHas
KOMHUCCHSI Ha 3aCElaHUAX pacCMaTpUBAET: HOMEHKIATYPY J€1 OPraHHU3allMM, ONHMCH JEeJ MOCTOSHHOTO
XpaHEHUS U 110 JIMYHOMY COCTaBY, aKThl Ha JIOKYMEHTBHI, BBIIEISIEMbIE K YHUUTOXKEHUIO.

7.3 OdopmiieHue e
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7.3.1. Jlena MOCTOSHHOTO XpaHEHHs IOIIMBAIOTCA B TBEPAYIO OOIOXKKY CYPOBBIMH HHTKAMH. .
HYMEPYIOTCSI B IIPAaBOM BEPXHEM YIIIy MPOCTHIM KapaHjaamoM. KoJIM4ecTBO JIMCTOB B KaXKJIOM Jielie HE
JOJDKHO TpeBbimath 250. B koHIlE nena Ha OTASIbHOM JIMCTE COCTABIISIETCS 3aBEPUTENbHAS HAIHCh.
7.3.2. Ha 0010XKe JeJ1 TOCTOSHHOTO XpaHEHHs JIOJDKHBI ObITh MPOCTABJIEHBI CIEAYIOIINE PEKBU3UTHI:
MIOJTHO€ HAaWMEHOBAaHHWE BBIIIECTOSIICH OpraHU3allly, HaMMEHOBaHUE OOpa30BaTEbHOW OpraHU3alMH,
HOMep (MHJIEKC) Jena MO HOMEHKIAType, 3arojIoBOK JieNa, KOJIMYECTBO JIMCTOB, CPOK XPAaHEHHUS HIU
OTMETKa «XPaHHUTh MOCTOSHHO», HOMep (OHIA, OMUCH, JeTa.

7.3.3. Ilo OKOHYaHHMM JAEIONMPOM3BOJCTBEHHOTO roja B O(GOpPMIICHHbIE OOJOXKU /el IMOCTOSHHOTO
XpaHEHUs BHOCATCS HEOOXOJUMbIE YTOUHEHHS: B 3aroJIOBKU JIEN, COJEPKAIIUX PaCHOPSAUTEIbHbIC
JOKYMEHTHI (IIpUKa3bl, IPOTOKOJIBI), BHOCSATCS HOMEpA; €CIIH JIENIO C IMEePETHUCKOI COCTOUT U3 HECKOIBKUX
TOMOB, B K&XJOM TOME YKa3bIBa€TCSl KOPPECIIOHJIEHT, aBTOP, TEPPUTOPUs, APyrue NaHHbIE. B Kaxxaom
TOME YKa3bIBaeTcs JaTa (YUCIO, Mecdll, rojJ) Hayaja M OKOHYAHHsS JAHHOTO ToMma. TodHBIE IaThl
MPOCTABIISAIOTCS HAa 00JIOKKAX JUIsl OBICTPOTO MOUCKA JOKYMEHTOB B IOCIEAYIOLIEM; U3 3aBEPUTEIHHOMN
HA/IMUCH Ha O0JIOKKY JIeJ1a BBIHOCUTCS KOJIMYECTBO JIMCTOB B JIETE.

7.3.4. Haanucu Ha 00J70XKaX /1€ HOCTOSIHHOTO M JIOJTOBPEMEHHOTO XpPaHEHUs CIIEAYeT MPOU3BOIUTH
YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

7.3.5. [lng y4yera KOJIMYECTBA JIMCTOB B Jelie M (PUKCALUU OCOOCHHOCTEH MX HyMEpaluu Ha OTIEIbHOM
JIICTE COCTABIISICTCS 3aBepUTEIbHASI HAATUCH.

7.3.6. B 3aBepuTeNbHON HAIMKUCH YKAa3bIBAETCS KOJMYECTBO JHCTOB (LM(ppaMHU W MPOMHCHIO) B Jee.
3aBepUTeNIbHAS HAANUCH TOJMMCHIBAETCS COCTaBUTEIEM C YKa3aHHEM €ro JOJDKHOCTH M JaThl
COCTaBJICHUSI.

7.3.7. BHYTpeHHsIsI ONUCH COCTABJIETCS K JejaM MOCTOSHHOIO U JoiroBpeMeHHoro (csbime 10 yer)
CpOKa XpaHeHHs, C(HOPMHPOBAHHBIM I10 PA3HOBUIHOCTSM JOKYMEHTOB, 3arojIOBKM KOTOPBIX He
PacKpbIBalOT KOHKPETHOE COJIEpyKaHUE JOKYMEHTOB (0c000 LIeHHbIE, TUYHBIE JeTa U JIp.).

7.8. Onucanue J10KYMEHTOB NOCTOSTHHOIO CPOKA XPAHECHHS.

7.8.1. OnucH COCTaBIAIOTCS pa3ebHO Ha Jejia MOCTOSHHOTO XPAaHEHHs M0 OCHOBHOM JEATENILHOCTH U
Ha Jiesa 0 JIMYHOMY COCTaBYy.

7.8.2. Onmcu coCTaBIIAIOTCS 1EIOIPOU3BOJUTEIEM.

7.8.3. Onuck BeaeTcs B €IMHON BAJIOBOM HyMepalluu B TEYEHHUE HECKOJIbKHX JIET.

7.8.4. Ha nena ¢ MCTEKIIMM CPOKOM XpaHEHHUS COCTABISAETCS aKT 00 YHHUTOKEHUH.

7.9. Jlena BpeMEHHOTO XpaHEHHs O(DOPMIISIOTCS YHPOIIEHHO: OHM HE MOIUIMBAIOTCS, JIMCTHI B HUX HE
HYMEpYIOTCS, YTOYHEHHE Ha OOJI0KKax He MPOMU3BOJIUTCSA, OMHMCH Ha Jeja HE COCTaBISIOTCS, ydeT
BEJIECTCS TI0 HOMEHKJIaType Jell.

7.10. Onucanue NOKYMEHTOB IOCTOSIHHOTO CPOKA XPAHEHMS.

7.10.1. ITo okOHYAaHUM AETONPOU3BOJICTBEHHOIO ToZia B 00pa30BaTeIbHON OPraHMU3alUU MPOU3BOIUTCS
0TOOp JTOKYMEHTOB IOCTOSHHOTO CpOKa XpaHEHHUs JUIsl BKIIOYEHUS MX B omuch. ONUCh COCTOMT M3
rOJIOBBIX Pa3JesIOB, BHYTPH T'0Jia Jiesla PacloJIaraloTes Mo CTENEeHU 3HaUMMOCTU C Y4€TOM HOMHHAJIBHOTO
npUHLUNA (B COOTBETCTBUH C HOMEHKIIATypOoi 00pa30BaTeIbHON OpraHu3alim).

7.10.2. OnucH coCTaBIISAIOTCS pa3esbHO Ha Jieja MOCTOSHHOIO XpaHEHHs IO OCHOBHOM J€STEeNbHOCTU U
Ha Jiesa 10 JIMYHOMY COCTaBYy.

7.10.3. Onucu cocTaBIsIOTCS CEKPETAPEM.

8. 3ak/II04nTeIbHbIC M10JI0KECHHSA

8.1. Hacrosimee Ilonoxenue o0 apxuBe SBISETCS JIOKAIbHBIM HOPMATHBHBIM aKTOM, IPUHUMAETCS Ha
OOmmem cobpanuu pabOTHUKOB OpPraHU3alMM M yTBepkKAaercss (JInO0 BBOIUTCA B JCWCTBUE) MPUKA30M
JUPEKTOpa OpraHu3allu, OCYyIIECTBIISIOMEH 00pa30BaTeIbHYIO 1€ATEIbHOCTb.

8.2. Bce u3MeHeHus U JIONOJIHEHMsI, BHOCUMBIE B HacTosulee [lonoxenue, opopMiIstoTcs B MUCbMEHHOM
¢dbopme B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOaTeIbcTBOM Poccuiickoit denepannu.

8.3. IlonoxeHue 06 apxuBe 00pa30BaTENbHON OpraHU3allMd MPUHUMAETCS Ha HEOIpE/eNIEHHBIH CpOK.
W3menenuss u jomnosiHeHUss K IlojoXkeHHI0 NpUHMMAIOTCS B MOpAAKe, MpeaycMoTpeHHoM 11.8.1.
Hacrosero [lonoxenus.

8.4. ITocne npunatus IlonoxeHus (MM U3MEHEHUH U JOMOJHEHUH OTIENBHBIX MYHKTOB U Pa3/esioB) B
HOBOH peAaKIMy NpeAbIAyLas peAaKkiys aBTOMAaTHUECKH YTPAauuBaeT CUITY.
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