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MNOJOXEHHE
Ob APXUBE JETCKOI'O CAJA
MAJIOY MO r.Haranb «JI/C Ne2 Ckazka»
1. O0mue moJ0KeHus
1. Ilonoxenme 06 apxuBe opranmzamuu (manee - Ilonmoxenue) paspaboTaHo B

COOTBETCTBHH C IOANyHKTOM & myHkTa 6 Ilomoxenus o dDenepalbHOM apXHBHOM
are’TCcTBe, yTBepxKIeHHOro Ykazom [lIpesunenrta Poccuiickoit @enepanuu oT 22 HIOHS
2016 r Ne293 «Bompocel @enepalbHOrO apXMBHOIO areHTCTBa» W IMPUMEPHBIM
MoJIokeHHeM 00 apxuBe opraHuzanuy, yTBepxkAeHHbIM [Ipukasom PocapxmBa oT
11.04.2018 No42.

2. Jlannoe IlomokeHHEe pacHpOCTpaHSEeTCs Ha apXMBbl OpPraHM3alldi, BBICTYMAIOLIMX
MCTOYHUKAMH KOMIUIEKTOBAHMS I'OCYJAPCTBEHHBIX, MyHHLUIIATPHBIX apXHBOB (Janee —
ApXUB IETCKOTO cajia).

3. ApxWMB JETCKOTO caja CO3/aeTcsi Ha MpaBax CTPYKTypHOTO IOJpa3leleHHus,
OCYIIECTBISIIOIIEr0 XpaHeHHe, KOMIUIEKTOBaHWE, y4YeT M HCIIONB30BaHHE JOKYMECHTOB
ApxusHoro honga - Poccuiickoit Denepanyy, T0KyMEHTOB BpeMeHHBIX (cBbIie 10 JIeT)
CPOKOB XpaHEHWsl, B TOM YHCIIe TI0 JMYHOMY COCTaBy, 00pa3soBaBIUMXCS B [AEATEIbHOCTH
yUpexJIeHNs, a TakXKe MOATOTOBKY JOKYMEHTOB K Ilepe/iaue Ha ITOCTOSHHO® XPaHEHHE B
roCyJapCTBEHHBIN (MYHUIIMIIAIBHBIA) apXvB, HCTOYHUKOM KOMIUIEKTOBAHHUA KOTOPOIO
BBICTYIIa€T OpraHU3alysl.

4. Tlonoxxenne 00 ApXHBe J[AETCKOTO caja IMOMJICKHT COTNIACOBAHHIO Ha npeaMeT
COOTBETCTBHS €ro C YYeTOM COCTaBa JOKYMEHTOB, HaXOMSIIMXCA HAa XPaHEHHH U
MOIVIEKAIINX XPaHEHUIO B APXHBE YUPEXIeHU.

VupexaeHusi, BBICTYIAIONME HCTOYHHKAMH KOMIUIEKTOBaHHS cbenepanbﬂblx
rOCYIapPCTBEHHBIX apXHMBOB, COINIACOBBIBAIOT IIOJIOXKCHHE 00 apXuBe YUPeXOEHHA C
henepanbHBIM FOCYaPCTBEHHBIM apXHBOM; YUPEXK/CHHUS, BBICTYNAMOLIME UCTOYHHKAMU
KOMIUIEKTOBAHHSI TOCY/JApPCTBEHHLIX apXHBOB CyObexToB Poccuiickort Denepanuy,
MYHHIMIATHBIX apXUBOB, - ¢ YIOJHOMOYEHHBIM OPraHOM HCITOJIHUTEJBHOM BIIACTH
cyonexra Poccuiickoit ®Penepanuu B cepe apXUBHOTO JAejla HIM C roCy[apCTBeHHBIM
apxuBoM cybbekta Poccuiickoif ®enepanuu, MyHUIUNAIbHBIM apXHBOM B Clydae
HaJleNleHHsl UX COOTBETCTBYIOIIMMH TOTHOMOYHSAMH. TTociie cormacoBanus MonokeHue 00
ApXuBe yIpexeHUsl yTBEPKAaeTCs PyKOBOJUTEIIEM
5. ApXMB JIETCKOTO cajia B CBOeil IesTeIbHOCTH PyKOBOACTBYeTCs DesiepalbHbIM 3aKOHOM
or 22.10.2004 Ne 125-®3 «O6 apxuBHOM zeie B Poccuiickoit @enepaiiuiy», 3aKOHaMH,



HOPMaTHBHBIMM IIPaBOBBIMHU akTaMu Poccuiickoit @eneparuu, cy6nexkToB Poccuiickoii
OQegnepauuyn B cdepe apXHBHOIO Jena M JeNONPOM3BOACTBA, IPaBHIAMH YUPEXKICHUS
XpaHCHNs, KOMIUICKTOBAHHS, Y4eTa M HCIIOJb30BaHUS JOKYMEHTOB ApXUBHOro (hoHIA
Poccuiickoii @enepauny U IpYTHX apXUBHBIX JOKYMEHTOB B TOCY/[aPCTBEHHBIX opraHax,
OpraHax MECTHOTO CaMOYNpPAaBIICHHS M OPraHU3allUAX, JIOKAIbHBIMH HOPMATHBHBIMH
aKTaMH roCyapCTBEHHOT'O OpraHa.

2. CocTaB J0KYMEHTOB ApPXHBA AeTCKOr0 cajia

6. ApXHB IETCKOTO cajla XPaHHuT:

a) NOKYMEHTBI [OCTOSHHOTO ¥ BpPEMEHHBIX (CBbllte 10 IeT) cpoKoB XpaHeHUs, B TOM
HHCIIC TOKYMEHTBI II0 IMYHOMY COCTaBY, 00pa30BaBIIMECS B IEATENBHOCTH yUPEKISHHS;
0) JOKYMEHTBI MOCTOSHHOIO XPaHEHHs H IOKyMEHTEHI II0 JIHYHOMY cocTtaBy (oHna(oB)
OpTaHH3aLUK-TIPEIICCTBEHHUKOB (IIPH UX HAINYHK);

B) apXUBHbIE (DOH/IBI IMIHOTO MPOUCXOXKIEHHS (TIPH MX HATMYHH);

r) Gony monp3oBanus (apxvsa) (IpU HATHYKH);

Jl) CHIPaBOYHO-TIOMCKOBBIE CPEACTBA K AOKYMEHTAM H YUYeTHBIE JOKYMEHTBI ApxuBa
YUpeXKIEeHHUS,

3. 3apayu ApXHBa Je€TCKOro caja

7. K 3aiauaM ApxuBa JETCKOrO cafa OTHOCSATCS:

7.1. Opranusauust XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX IPEdyCMOTpeH riaBoii Il
IIprMepHOTro MOIOXKEHHS.

7.2. KommjekroBaHHe ApxWBa [IeTCKOTO €afa JIOKYMEHTAaMH, 00pa30BaBIINMHUCS B
nesrensHocTH OV,

7.3. Y4eT NOKyMEHTOB, HAXO/SILIUXCS Ha XpPaHEHUH B ApXMBe JIeTCKOro caja.

7.4. Mcnionp3oBaHKe JJOKYMEHTOB, HAXO/SIINXCS HA XPAHEHUH B APXHUBE JIETCKOr0 caja.
7.5. TlomroroBka u CcBOeBpeMeHHas Iiepefada JOKYMEHTOB ApxuBHOro (hoHza
Poccutickoii Oenepanyu Ha IIOCTOAHHOE XpaHEHHE B TOCYIAPCTBEHHBIH (MyHHIMIIAIBHBIHA
apXuB).

7.6. MeTonuyeckoe pyKOBOJICTBO H KOHTPOJIB 38 HOpPMUPOBaHHEM U 0QOPMIICHHEM e B
CTPYKTYPHBIX IOJpA3JeNIeHUSX YYpeXIeHHs U CBOCBPEMEHHOH Iepelaueit ux B ApXuB
NETCKOro caja.

4. ODyHKUHH ApXHBa AeTCKOro caaa

8.ApXHB JIETCKOTO CaJia OCYIIECTRISAET CIAEAYIONHE QYHKIHH:

8.1. Opranusyer npuem JOKYMEHTOB ITOCTOSHHOT'O U BpeMeHHbIX (cBEime 10 J1eT) cpokoB
XpaHeHHs, B TOM YHCIE IO JHUYHOMY COCTaBy, 00Opa3oBaBIIMXCS B [EATEILHOCTH
YUYPEKIEHHS, B COOTBETCTBUHU C YTBEPXKICHHBIM IpadUKOM.

8.2. Bener yuer JOKYMEHTOB M (POHIIOB, HAXOJSIIHXCs Ha XPaHEHHH B APXHBE JIETCKOIO
caja.

8.3. IlpencraBnser B rocyapCTBEHHBIH (MyHHUUIIATBHBIN) apXUB yUETHEIE CBEIEHUS 00
00beMe U COCTaBe XPaHAIIMXCSA B apXUBe IETCKOTO caga JOKyMEHTOB ApXMBHOTO (hoHIa



Poccuiickoii @enepanuy U APYrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHUHU C IMOPSIKOM
roCyZIapCTBEHHOI0 yueTa JOKyMeHTOB ApxuBHoro gonna Poccuiickoit enepanuu.

8.4. CucremaTH3upyeT U pa3MellaeT JOKYMEHTHI, OCTYIAoIIe Ha XpaHeHHe B ApXUB
JIETCKOro cajia, 00pa3oBaBIIHecs B X0/ OCYLIECTBIICHHUS JESTEIIbHOCTH YUpekKASHHU.

8.5. OcymiecTBisieT IOATOTOBKY U IPE/ICTABISET:

a) Ha pacCMOTpEHHe U COIJIaCOBAHUE DKCIEPTHOH KOMUCCUH YYPEKICHHs OIUCH el
MIOCTOSIHHOTO XpaHEeHMsI, BpeMeHHbIX (cBble 10 J1eT) CpoKoB XpaHEeHHs, B TOM YHCIE TI0
JTUYHOMY COCTaBY, a TaK)K€ aKThl O BBIIEJIEHUU K YHHUYTOXXEHUIO apXHBHBIX JOKYMEHTOB,
He MOJNeXallluX XpaHeHHWIo, aKThl 00 yTpaTe OKYMEHTOB, aKThl O HEHCIIPaBHMBIX
IIOBPEXKJEHUAX apXHUBHBIX JOKYMEHTOB;

0) Ha  yTBEpP)KIEGHHE  DKCIIEPTHO-IPOBEPOYHOM  KOMHUCCHH  (elepabHOTO
TOCYJapCTBEHHOIO apXWBa WM YIOJIHOMOYEHHOIO OpraHa MCIIOJIHUTEIbHONW BIIACTH
cybbexTa Poccuiickoit ®@enepanun B chepe apxuBHoro nena (manee - JIIK apxuBHOro
YUPEKIECHHS) OMUCH JeJI TIOCTOSHHOTO XPaHEeHNUS;

B) Ha cornacoBaHue OIIK apXHBHOTO YYpeXIEHHUS MM TOCYIapCTBEHHOTO apXuBa
cyosekra Poccuiickoil @enepanyu (MyHULMITAIBHOIO apXHBa), B Cllydae HaIelIeHUsI ero
COOTBETCTBYIOIIMMH IOJTHOMOYHSIMHU, OITUCH JeJI [0 INYHOMY COCTaBY;

r) Ha cornacoBanne OIIK apxuBHOro ydpexaeHus WIH T[OCYyIapCTBEHHOTO apXWBa
cyobekra Poccuitckoit @enepanyu (MyHULIUIIAIEHOTO apXUBa), B Cllydae HAIeJIEHHS €ro
COOTBETCTBYIOIIMMH IIOJIHOMOYHSIMH, aKThl 00 yTpaTe [JOKyMEHTOB, AakTBl O
HEHCIIPaBHUMBIX ITOBPEXKIEHUAX apXUBHBIX JJOKYMEHTOB;

J1) Ha YTBEpPXACHHE PYKOBOIUTEIIO YYPEXKACHHUS OIMMCH JeN IOCTOSHHOTO XpaHeHWs,
ONKCH BpeMeHHBbIX (cBbimie 10 JeT) CpoKOB XpaHEHWs, B TOM YMCIEe OIKUCHU el IO
JIMYHOMY COCTaBY, aKThl O BBIJEJIEHHHM K YHHUYTOKEHHUIO ApXUBHBIX JIOKYMEHTOB, He
IOUIeKAIMUX XpaHeHWI0, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHCIIPAaBUMBIX
IIOBPEXKICHUAX apXUBHBIX IOKYMEHTOB, YTBEepXJIeHHble (cornacoBaHHble) OIIK wmn
rocy/lapcTBeHHBIM apxuBoM cyObekta Poccuiickolt ®Penepanuy (MyHHUIUIAIBHEIM
apXMBOM) B Cllydae HaJleJIeHUs ero COOTBETCTBYIOIIMMH TOJHOMOYUSIMM.

8.6. Opranusyer nepenady nokymeHToB ApxuBHoro ¢onna Poccuiickoit @enepanyu Ha
MIOCTOSIHHOE XpaHeHHe B rOCyAapCTBeHHBIN (MyHHUIIMIIAIBHBIN) apXUB.

8.7. Opra"usyer U NPOBOIUT SKCIIEPTH3Y LIEHHOCTU JOKYMEHTOB BpeMeHHBIX (cBbime 10
JIeT) CPOKOB XpaHEHWs], HaxXOJSAIINXCA Ha XpaHEHHH B ApXHBE YUYPEKIEHHSI B LEIAX
orbopa [IOKYMEHTOB Ui BKIIOYEHHs B cocTaB ApxuBHoro ¢ouzma Poccuiickoit
denepainy, a Tak)Ke BBISIBICHUS JOKYMEHTOB, He IOJIeXKALUX JalbHeHIIeMy XpaHEeHHIO.
8.8. [IpoBOIUT MepOIPUATHS 110 00eCIIeueHHI0 COXPAHHOCTU TOKYMEHTOB, HaXOIAIIHUXCS
Ha XpaHeHHH B ApXUBE JIETCKOTO caja.

8.9. Opranmusyer uH(OOPMHUPOBaHKE PYKOBOJCTBA U pa0OTHUKOB OpPraHU3alliy O COCTaBe U
CONIEpXKaHUH JOKYMEHTOB ApXHBa AETCKOIO caja.

8.10. Hudopmupyer mnomp30oBaTeneil MO BONPOCAM MECTOHAXOXKIECHUSA apXHBHBIX
JIOKYMEHTOB.

8.11. Opranusyet BbIa4Yy JOKYMEHTOB U el Ui paboThl B YUTAIBHOM (TIPOCMOTPOBOM)
3aJIe WIK BO BPEMEHHOE MOJIb30BaHUeE.

8.12. McnonHseT 3ampockl Mojib30BaTeseil, Bbl1aeT apXUBHbBIE KOMUH TIOKYMEHTOB, apXUB-
HBI€ BEINMCKHU K apXHUBHBIE CIIPABKH.

8.13. BeneT y4eT UCIONB30BaHMs JOKYMEHTOB ApXHBa AETCKOIO caza.



8.14. Cospmaer ¢ona mnonap30BaHUs ApXHUBa [ETCKOTO caJa M OpPraHU3yeT ero
HCIIONTb30BaHHUE.

8.15. OcyuecTBisieT BeeHHE CIIPaBOYHO-IIOMCKOBBIX CPEACTB K JOKyMeHTaM ApxuBa
OpraHu3alyy.

8.16. YuacTByeT B pa3paboTKe JOKYMEHTOB OpraHH3al{y 110 BOIIPOCaM apXHUBHOTO Jeja |
IeJIONPON3BOICTRA.

8.17. Oka3plBaeT METOAMYECKYIO IOMOIIIb:

a) ciuyx0e [meIONmpoOM3BOACTBA OpraHM3allMl B COCTABICHHM HOMEHKIIATYpPBI [ell,
(GopMHEpOBaHIH U OQOPMIIEHHUH JIElT;

0) CTPYyKTYpHBIM TOfpa3fiefieHussM M paboTHMKAM OpraHM3alldd B TOATOTOBKE
JOKyMEHTOB K Ilepefaye B ApXHB JETCKOro caja.

5. IIpaBa ApxuBa JeTCKOro caja

9. ApxuB [I€TCKOTI0 cajia UIMeeT IpaBso:

a) MpeACTaBIATh PYKOBOACTBY OPraHU3aLlUM IPEIJIOKEHUS [0 COBEPLICHCTBOBAHUIO
OpraHW3allid XpaHEeHWs, KOMIUIEKTOBAHUS, YydeTa W HCIOJb30BAaHUS apXUBHBIX
JOKYMEHTOB B ApXHBe JETCKOro Cajia;

0) 3ampaluMBaTh B CTPYKTYPHBIX IOJpa3/ielleHHsIX OpraHu3aluy CBeIeHHs, He0OXO0IiMEbIe
IS paboThl ApXHBa IETCKOIo caja;

B) JaBaTh PEKOMEHIALIMH CTPYKTYpPHBIM IMOApa3lelIeHHsM OpraHM3alldy I10 BOIPOCaM,
OTHOCSIIUMCS K KOMITETEHIIMHM ApPXHUBa IETCKOTO Caja;

r) HHOOPMHUPOBATH CTPYKTYpHBIE MOIpA3NeNIeHUs OpraHM3alud O HEOOXOAHUMOCTH
nepenayd JOKYMEHTOB B ApXUB JETCKOI'O cala B COOTBETCTBUU C YTBEP)KICHHBIM
rpaukoM;

1) IPUHUMATH ydacTHe B 3aceflaHusaX LleHTpanpHOM SKCIIepTHO-IPOBEPOYHON KOMUCCHH
npu QenepanbHOM apXUBHOM areHTcTBe, JIIK apXuBHOTO YUpEIKACHHS.



