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1.1 Tlonowesue 00 apXire MYyHHIMIAILHOTO JOLWKOIBHOND 00pa3oBaTebHoro OrH/IKETHOTO
yupeskaenns Bypeiickoro aerckoro cama Ne 50 «Tepemok» (nanee - Yupesnenue), paspaboTaHo B
cooreercTen ¢ PenepansibiM 3aKoHOM «OD apxUBHOM fee B Poccuiickoii @egepanun» ot 22.10.2004
Ne 125-03, szakoHamy, HOPMATHBHBIMM NPABOBRIME AKTaMH Poccuiickoll @enepauuy, CyOBCKTOB
Poccuiickoii ®egepaumu B chepe apXuBHOIO Jena M IENONPOM3BONCTEA, MPABHIAMH OpraHA3aiHu
XpaHeHus, KOMILUIEKTOBaHUsA, YUETa H HCTIOJB30BAHHA AOKYMCHTOB Apxusnoro donna Poccuickoi
Oenepauud H APYrHX APXHBHRIX JOKYMEHTOB B IOCYTAPCTBEHHBIX OpraHax, Opramax MECTHOTO
caMoynpaBsneHys W opranusauusx. MeroanueckuMH PeKOMEHIANMAME M0 paboTe ¢ AOKYMEHTaMmi B
obueobpasoBaTelbHBIN YUPEIKIEHHAX.

] 2 Hactosmee [Tonoxenue pazpaboTaHO B Hensx:

L C{}BE]}LHCHC-TEL]BEHHH AeATEe/IEHOCTH B C{bﬁpt‘ OpPraHyusatHK EPaHCHHSA. KOMMIeKTOBaHHA,

yueTa i HCNOJIL30BaHHA aPXHBHBIX IOKYMEHTOB YUPEKASHI,

e pauMOHATHHON OPraHM3aUHH JOKYMEHTAIIHOHHOID oDecnedeHns B y4pesKIeHHH.

13, Apxus yupeszenus CO34aeTcs B LQIAX XPAHEHHS, KOMIUICKTOBAHMA, yueTla ¥
MCHIOMB30BANMA TOKYMEHTOR ApxusHOTO (onga Poccuiickoi denepanin, JOKYMEHTOB BPEMEHHBIX
(cpime 10 eT) CPOKOB XpaHeHus, B TOM YHCIE NO JIMYHOMY COCTaBy, oDpasyrommxcs B npouecce
NCATENBHOCTH  YYPEXAICHHS M 3AKOHHEHHLIX JENONPOM3BOACTEOM JOKYMEHTOB  [PAKTHHECKOTO
HainaueHHs, ux ordopa W NOArOTORKH K NEpenayve Ha NOCTOSHHOE XPAHCHHE B MYHHLUMIATBHEIH aPXHE,
HCTOUHHKOM KOMILIEKTOBAHHMA KOTOPOTO BLICTYIIAET AETCKHI can.

| 4 B cpoeii paoTe apxuB yupexneHus PYKOBOLCTBYETCH 3AKOHOAATEIBCTEOM 00 apxHBHOM
nene s Poccriickoii Megepauny, HHBIMH HOPMATHEHBIME [IPABOBEIMH AKTAMH Poccuiickoil Penepatinm,
NOKATBHEIMH AKTAMH yapeskIeHns 0 Hacrosunm [MonokeHnem.

|.5. KoHTpoab 3a OEATENBHOCTBE) apXuBa YUPEwAeHHs OCYLECTBIACT 3aBeOyHOMIMi, a B e€



OTCYTCTBMH CTAPLIKil BOCTHTATENL, KOTOPRIE 0DECnevMBAaKOT apXxHB HeOOXOIMMBIM TOMEINEHHEM H
ofopy qoBaHHEM.

1.6, HenocpencTeenHoe  PYKOBOACTBO — APXHBOM  YUPEMICHHA  BO3NAIAETCA  MPHKA3OM
3aBelyioLIeii Ha THUD, OTBETCTBEHHOE 33 BEICHHE APXHBA.
2. CocraB JOKYMEHTOB APXHBA

2.1. ApxuBHble JOKYMEHThI, NMOCTYNAIOIINE HA XPAHCHHE B 4pPXWB VUPEIKACHHA, OTHOCATCH K
MYHHITHNANEHOH cOOCTBEHHOCTH, HE MO/UNEKAT [PHBATHIALUMM, HE MOTYT ObiTh OOBEKTOM NPOLANH,
MEHEI, JAPEHHS, a TAKKE HHBIX CAEN0K, MOTYII[HX NMPHBECTH K HX OTHYKACHHIO.

2.2 B apXHB yupexKaeHHs IIOCTYTAKT,

2.2 1. ApxuBHBIC MOKYMeHTLL, 00pa3oBaBlivecs B MPONECce AGATCARHOCTH  YHPEAICHHA,
BPEMEHHOTO XpaHeHnA (HeoOXOMNMEIE B NPAKTHUECKOT TEATENLHOCTIL).

2.2.2. ApXHUBHBIE TOKYMEHTLI, 00pa30BaRLIHECS B MPOLIECCE IEATENBHOCTH YHPEHISHHA.

223  JIoKyMeHTLl 110 JIHYHOMY COCTaBY, OTpamaroumue TPYNOBHIE OTHOLLEHHA paboTHHMEKA C
padoTonaTenem.

2.2.4 ApXMEHBIE JJOKYMCHTBI NOCTOAHHOTO XPAHEHHA.

3. 3apaun B pYHKIHH APXHBEA.
3.1, OcHOBHRIMH 3a1a4aMH apXHBa yHPeXISHHA
3.1.1. KomnnekropaHHe AOKYMEHTAMH, COCTAB  KOTOPBHIX  NPEIyCMOTpEH  paz[enoMm
2 nacroswero [Monowenns.

3.1.2. ObecnedyeHHe eAMHBIX [IPUHLHMOB OPraHU3alHH XpPaHEHHA, KOMIIEKTOBAHMA, YUETa H
HCNOLIOBAHNE APXMBHBLIX JOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. Ocymectrienne KoHTpons 3a  (opmuporanwem u odopmnensem  aen B
AENONPOHIBOACTBE YHPEHASHH.

312, B cooOTBETCTBHH € BO3NOWEHHLIMH Ha HEro 3ajadyaMH apxHe yuUDEKICHHS OCYLUeCTBIICT
crenyouiue GyHKIMH:

3.2.1. TlpuHumaeT MOCTe 3aBeplleHHs IeI0MpPOM3BOACTBOM, YYHTHIBAET H XpaHUT AOKYMCHTRI
yupeskaenns, 06paboTalHbe B COOTBETCTBHH C TPEOOBAHMAMI, YCTAHOBJIEHHLIMH 32KOHOMATENLCTEOM
ob apxurHOM fene 8 Poccuiickoii @enepanmn

322  OcywecrBafeT yueT u ODECHCYNBACT NOAHYI0 COXPAHHOCTL [IPHHATHIX APXHBHLIX
TOKYMEHTOB, B TOM YHCIE NO JINYHOMY COCTaRYy.

323 llpoBoauT CBOEBPEMEHHOE YNOPALOYEHHE ApPXHBHBIX  JOKYMCHTOR (aKCnepTH3Y
LEHHOCTH, HaYYHO-TEXHHYECKYI0 00paboTKy, cOCTaBIeHHe OMHCER 1 T /1),

3.2.4. OprasusyeT HCnoib3osanie I0KYMEHTOB,

e HHQOPMHPYET AJAMMHHCTPALIMID H PabOTHHKOB YUPEKIAECHWE O COCTABE W COAEPHKAHHH

AOKYMEHTOE apXHBE,

¢ (eCINaTHO NpenoCcTapiseT MO0Th3OBATENAM APXHBHBIMH JIOKYMEHTAMH O(QOpMIeHHLIE B



YCTAHOBJIEHHOM TIOPA/IKE apXMBHBIC CNPABKH HITH KOMHH apXHBHLIX JIOKYMEHTOB, CBA3AHHBIE
C yCTAHORJEHHEM TPYLOBOID CTaNa, COIMANILHOH 3aMUTON TpaxIaH, ﬂpﬂﬂyCManHBamM{:ﬁ
X TIEHCHOHHOE ODecreveHHe, 4 TAKAE NOJTyHeHHe IbroT 4 KOMIEHCALHH B COOTBETCTRBHH C
sakoHonarenscTeoMm Poceniickoit @eneparny;
& EBHIOAET B YCTAHOBICHHOM nopaake QCid, OOKYMCHTEL HIIH KOMHH JOKYyMEHTOE B Lenax
CTy#eBHOTO U MPAKTHHECKOrO HENOIb30BaHus 1A paloTEl B MOMELICHNH aPXHBA,
e  BEICT YHET HCTIONL3IOBAHHA TOKYMCHTOE, XPAHAIHUXCS B dPXHBE,
4. llpaea # OTBCTCTBEHHOCTE
4.1. Jlns BbIIOIHEHHA BOIMOWEHHBIN 337134 H yukuHil MU0, OTBETCTBEHHOE 334 BEEHHE
ApXHUBA YUPEeRACHHA, HMEET MPaBo.
4.1.1. KowrponupoeaTh BhINOJIHEHHE YCTAHOBACHHBIX MNPABHI paboOTEL € AOKYMECHTAMH B
YUPEHICHHH,
472 Jluuo, OTBETCTBEHHOE 34 BEMEHHE apXuBa y4YpPEeAKAEHMA, HECET OTBETCTBEHHOCTE 3a
BBIMOTHENHE BOZI0WEHHBIX HA APXHE 33134 W PYHKLUHH.
43 3a yrpary 4 DOpYy MOKYMEHTOB JOKHOCTHBIE JIHIA YHPEHACHNA (pyKOBOAHTETR
YUpPEKIEHHA W MU0, OTBETCTBEHHOE 33 BEOCHNE ApXMBa) HECYT OTBETCTBEHHOCTE B COOTBETCTRHM C

AeHCTRYRLLHUM 3aKOHOLATETBCTBOM.

5. KomnaexkrosaHue apxusa

5.1. TloArOTORKA TOKYMEHTOB K Mepejiayc B apXHB YHPexICHHA BKIIIOYACT IKCICPTHIY HAYYHOH
1 MPaKTHYECKOil IEHHOCTH IOKYMEHTOB, 0OPMICHUE IeIl, COCTARICHHE OTHCH.

5.2. DkcneprHsa UEHHOCTH AOKYMEHTOB.

5.2.1. DKCneprd3a IEHHOCTH MOKYMEHTOR - OHPENENeHHE NEHHOCTH JOKYyMTHTOB C LEIBH)
oTOopa X HA XpaHeHHe ¥ YCTAHOBIEHHE CPOKOR XPaHCHHA

JKCNEepTH3Y HEHHOCTH NOKYMEHTOR B YUPSKNEHHH OCYECTBIACT MOCTOAHHO HeifcTryIOWasA
IKCTEPTHAS KOMHCCHA

522 DKCHEPTHAR  KOMMCCHS — HA3HAYACTCA  MPHKAIOM  3aBEYIOLIETO YVUpe#IeHHA.
B cocras DKCNepPTHON KOMHCCHH BK/IQUAKT HE MCHEE TPEX COTPYAHHKOR, B TOM yucne B 0083aTelbHOM
MOPSLIKE MU0, OTBETCTBEHHOE 34 BEACHHE apPXIUBA YHPeHACHHA,

DxcreprHas KOMHCCUS Ha 3acelaHnax pacCMaTpUBACT. HOMEHIUIATYPY el yupewieHa, onuc
ael TIOCTOMHHOTO XPAHGHHA M [0 JHHHOMY COCTaBy, akThl HA JAOKYMCHTBI, BBIICTACMLIC K
YHHUTOKEHHIO,

5.3 Odopmnenne aen.

531 Jlena noCTOAHHOIO XpaHeHMHA MOAITHBAIOTCA B TBEPAYIO 0ONOKKY CYPOBBIMH HHTHMH.
JIMCTLL HYMEpYIOTCA B MPABOM BEPXHEM YIUIY MPOCTEIM KapaHAalloM. KoJAH4eCTRO JIMCTOR B KAMIOM
aene He momkHO npeebimars 250, B koHLe Aena Ha OTACTBHOM JHCTE cocTaBnsAeTcs 3aRepuTellbHafA
HA1HCh.

Ha ofnoike nel MOCTOSHHOIO XpaHeHust A0MHHLE OBITh MPOCTABICHB! CASAYIOTIME PEKBI3HTLL



HAHMEHOBAHHE 00Pa’j0BATEALHOIO yYpEeKAeHus, HOMep (HHICKC) Aeia MO HOMEHKIATYpe, 3aronoRoK
nena. KOJNWHMECTBO JIMCTOB, CPOK XPAaHEHHA MM OTMETKA «XPaHHTh MOCTOAHHO®, HOMED thoHaa, OINCH,
aena.

533 [lo OKOHYAHHM AENOMPOM3BOACTBEHHOO TOAa B O(QOPMICHHBIE obmoskkn  gen
[IOCTORHHOTO XPAUEHMA BHOCATCH HEoOXOMMMBbIE YTOWHEHHA! B 32r0JOBKM Ael,  COASPHKALINX
PACTIOPAAMTENbHBIE NOKYMEHTB (IpHKa3bl, [POTOKOIEL), BHOCATCH HOMEpAE, eClTH Aeno © NEepPenHCKOH
COCTOMT M3 HECKONbKMX TOMOB, B K&KIOM TOME YKA3hIBA€TCH KOPPECIIOHICHT, aBTOP, TEPPHTOPHA,
Apyrue AaHHble. B kamIoM TOME YKa3piBaeTea 1atd (4Kco, MecsLl, ro/1) Ha4anda v OKOHYaHNA JaHHOro
roma, TouHble naThl TPOCTABIAOTCH Ha OOmowkax ans ObICTPOrO MOHCKA [OKYMEHTOB B
NMOC/IEIVIOLIEM, H3 3aBEPHTENBHOIN HANTHCH HA OOIOKKY Ae/ia BRIHOCHTCH KOJH4ECTBO THCTOB B IEne,

534 HamnucH Ha obnokkax el MOCTOAHHONO M [IONTOBPEMEHHOrO XpPaHeHWs CICOyeT
MIPOM3IBOAHTE YETKO, CBETOCTOHKHMH HEpHHIAMN.

5.3.5 Jlusf yuera kOJHUECTBA JUCTOB B jene W (uxcauuu ocobDeHHOCTeH MX HyMepauHH Ha
OTMENLHOM THCTE COCTABMAETCH 3ABCPHTENLHAA HANIMHCD.

B 3asepHTCTRHON HANMMCH YKA3BIBAETCHA KONMYECTBO JIHCTOB (uupamMy 1 NPOTTHCBIO) B NIENE.
3amepuTebHas HALMNCH NOLIHCHIBAETCA COCTABUTENEM C YKa3aHHEM ero AOKHOCTH W JaThl
COCTABIEHUA.

5.3.6. BuyTpeHHsAs OIHCh COCTABILICTCA K A€JaM MOCTOAHHOTO H AOITOBPEMEHHOTO (coeime 10
J1eT) cpoKa XpaHeHHs, ChOPMUPOBAHHBIM NO Pa3HOBHAHOCTAM NOKYMEHTOB, 3ar0NOBKH KOTOPLIX HE
PACKPHIBAIOT KOHKPETHOE COAEPHAHHE TOKYMEHTOR (0cofo LeHHbIE, JIHUHKE 1ela H ap.).

53.7. Jlena speMeHHOrO XpaHeHNa OHOPMISIOTCA YIIPOILEHHO!

OHH HE TOMIMBAIOTCA, JNMCTEI B HMX HE HYMEPYIOTCH, YTOUHeHMe Ha O0JI0KKaX He
MPOM3BOMTCH, ONMKCH HA /IENA HE COCTABJIAIOTCS, YHeT BEACTCA 110 HOMEHKIATYPE Ae1.

5.4, OnucaHKe NOKYMEHTOB NOCTOSHHOTO CPOKA XPaAHEHHA

541 OnWcH COCTABIAKITCR PA3IENLHO Ha Jend [OCTOAHHOND XpaHeHHsd 1o OCHOBHOM
nesTebHOCTH M Ha JIENA 110 JIMYHOMY COCTABY.

543 Onucu COCTARNAKTCA 3aBENYIOLIIM.

544 Omick BeIeTca B eaMHOH BATOBOH HyMepaUHH B TE4EHHE HECKOJILKHX JIET.

545 Ha nena c MCTEKLIMM CPOKOM XPAHEHHS COCTABIALTCH AKT 00 YHHUTOKEHUH,
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