3apeructpmnpoBaHo B MuHiocte Poccum 15 asrycta 2018 r. N 51895

®EAEPA/IbHOE APXUBHOE ATEHTCTBO

NPUKA3
ot 11 anpens 2018 r. N 42

OB YTBEPXAEHUN NPUMEPHOIO NOJIOXKEHUA Ob APXUBE OPTAHU3ALINA

B cooTBeTcTBUM C YacTbio 2 cTaTbk 13 deaepanbHOro 3akoHa ot 22 oktabpa 2004 r. N 125-d3 "06
apxuBHom gene B Poccuiickoit Pegepauumn” (CobpaHue 3akoHopatenbcTBa Poccuiickon ®depepauumu,
2004, N 43, ct. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291,
N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40, cT. 5320; 2015, N 48, c1. 6723; 2016, N 10, cT. 1317, N 22,
cT. 3097; 2017, N 25, c1. 3596; 2018, N 1, cT1. 19), nognyHKTom 8 nyHKTa 6 MonoxkeHua o PegepanbHOM
APXMBHOM areHTCTBE, YTBEPKAEHHOTO YKa3zom lNpe3naeHTa Poccuiickon ®egepaunm ot 22 nioHa 2016 r.
N 293 "Bonpocbl ®epepanbHoro apxmHoro areHtcTBa" (CobpaHue 3akoHogaTenbcTBa Poccuiickoit
depepaunn, 2016, N 26, cT. 4034), npMKasbiBato:

yTBep[],MTb npunaraemoe npmnmepHoe noaoxXeHune 0b apxuee opraHn3auunu.

Pykosoautenb
A.H.APTU30B


consultantplus://offline/ref=4D1D5D666BCFDA6CA30AB2D0F4267F1E6B853446970C6C4CBDE4421204B8D2D86C793DF303421D43XDhBG
consultantplus://offline/ref=4D1D5D666BCFDA6CA30AB2D0F4267F1E68843B4A94086C4CBDE4421204B8D2D86C793DF303421C41XDh4G

YTBepKaeHOo

npukasom dPegepanbHOro
APXMBHOIO areHTCTBa

01 11.04.2018 N 42

NMPUMEPHOE NOJIOXXEHUE Ob APXUBE OPTAHU3AL NN
I. O6bwue nonoxeHns

1. MpumepHoe nonoxeHve o6 apxuBe opraHusaumm (ganee - [pumepHOe NoNOXKEHME)
pa3paboTaHO B COOTBETCTBUM C MNOAMNYHKTOM 8 nyHKTa 6 MonoxeHuna o PenepaNbHOM APXMBHOM
areHTCTBe, yTBEpPKAEHHOro YKasom lpesungeHTta Poccuinckoit ®epepaumm ot 22 umioHa 2016 r. N 293
"Bonpocbl PegepanbHoro apxmsHoro areHtcrea" (CobpaHue 3akoHoaaTenbcTBa Poccunitickoit deaepauum,
2016, N 26, cT. 4034).

2. [lpuvmepHOe MNOJIOXKEHME PACNPOCTPAHAETCA Ha apXMBbl OpPraHM3auMii, BbICTYNAOLWMX
MCTOYHMKAMM KOMMJEKTOBAHWA TOCYAAPCTBEHHbIX, MYHWULMNANbHbIX apxXMBOB (manee - Apxus
opraHusaumm).

3. Apx1B OpraHusauum Co34aeTcs Ha MnpaBax CTPYKTYPHOro nogpasfeneHus, OCyLLeCTBAAOLWEro
XpaHeHWe, KOMIJIEKTOBAHME, Y4eT U MCMOJ/Ib30BaHUE [AOKYMeHTOB ApxuBHoro ¢oHaa Poccuinckomn
depepaumnn, OOKYMEHTOB BpemeHHbIX (cBbilwe 10 /1IeT) CPOKOB XpPaHEHMUS, B TOM YMC/E NO JINYHOMY
cocTtaBy, 06pa30BaBLINXCA B AeATENIbHOCTU OpraHU3aLMm, a TakKe NoAroTOBKY AOKYMEHTOB K nepeaave
Ha NOCTOSAIHHOE XpaHeHUe B rocyAapCTBEHHbIN (MYHULMNAAbHbIN) apX1B, UCTOYHUKOM KOMMIEKTOBaHUA
KOTOPOro BbICTyNaeT opraHn3aums.

4, OpraHusauus paspabatbiBaeT nonoxeHne o6 Apxuse opraHusaumu. MonoxkeHue ob Apxuse
OpraHu3aumMM NOANENKUT COrNAacoOBaHMIO Ha NpeameT COOTBETCTBMA ero [pumepHOMY MONOMKEHUIO C
YYEeTOM COCTaBa AOKYMEHTOB, HaXOAAWMXCA Ha XPaHEHUM W MOANEeXKalMX XpaHeHutio B Apxuse
opraHusaumu.

OpraHu3auuu, BbICTynalowWwme UCTOYHMKAMW KOMMNEKTOBAHUA deaepasibHbIX rocyAapCTBEHHbIX
apXMBOB, COr/IACOBBIBAOT MOJIOKEHUEe 06 apxuBe OpraHuMsaumu c ¢deaepanbHbIM rOCYyAapPCTBEHHbIM
dpPXnBOM; OpraHusauummn, BbICTyNnawouwme UCTOYHUKAMU KOMMNNEKTOBAHUA TOCYyOapCTBEHHbLIX apXMBOB
cybbekToB Poccuiickolt depepaumv, MyHUUMMANbHbLIX APXMBOB, - C YMNOJIHOMOYEHHbIM OPraHoOMm
NCNoSHUTENbHON BnacTn cybbekta Poccuiickon Pepepaunmn B chepe apxXMBHOFO Aena UAUM €
rocyZapCTBeHHbIM apxuBoM cybbekTa Poccuiickon Penepaunm, MyHULMNANbHLIM apPXMBOM B C/yyae
HagdeneHunAa nx CooTBeTCTByOWMMU NOJTHOMOYNAMN.

Mocne cornacoBaHua nosoxeHne o6 ApXMBe OpraHuMsauunun yTBepXKOaeTCA pPyKoOBOOAUTENEM
OopraHusauunu.

5. ApxuB opraHuMsaumm B CBOEN AeAaTeNbHOCTM pyKoBoacTeyeTcs PepepanbHbiM 3aKOHOM OT
22.10.2004 N 125-d3 "0O6 apxusHOM aene B Poccuiickon depepaumn” (CobpaHne 3akoHoaaTeNbLCTBA
Poccuiickoin @epepaunm, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, CT.
2253; 2010, N 19, cT. 2291, N 31, 1. 4196; 2013, N 7, cT. 611; 2014, N 40, cT1. 5320; 2015, N 48, cT. 6723;
2016, N 10, cT. 1317, N 22, cT. 3097; 2017, N 25, cT. 3596; 2018, N 1, cT. 19), 3aKOHamMu, HOPMaTUBHbIMMU
npaBoBbIMK akTamu Poccuiickon deaepauunm, cybbektoB Poccuitickont Pepepaunm B chepe apxmMBHOMoO
Aena v  [enonpouvsBoACTBa, MPaBUAaMM  OPraHU3aLMM  XPaHEHWs, KOMMNEKTOBaHWA, y4vyeTa W
MCNONb30BaHUA [AOKYMeHTOB ApxuBHOro ¢oHaa Poccuitickoit Pepepaumm U opyrux  apxmBHbIX
OOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro CamoynpaBAeHWA U opraHM3aumax <1>,
NIOKaNIbHbIMW HOPMATUBHbIMM aKTaMM roCyAapCTBEHHOO OpraHa.
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<1> MoanyHKT 2 nyHKTa 6 MonoxeHus o PegepasbHOM apXMBHOM areHTCTBE, YTBEPKAEHHOro
Ykasom MpesngeHTta Poccnitckon ®egepaumm ot 22.06.2016 N 293 "Bonpocbkl PegepanbHOro apxmsHoOro
areHTcTBa" (CobpaHue 3akoHoaaTenbcTea Poccuiickoit Pepepaumn, 2016, N 26, cT. 4034).

Il. CoctraB AOKYMeHTOB Apx1Ba opraHusauum

6. ApxmB OpraHM3aLnm XPaHUT:

a) OOKYMEHTbl MOCTOSSHHOTO W BpeMeHHbIX (cBbilwe 10 neT) CPOKOB XpaHeHus, B TOM 4uc/e
AOKYMEHTbI MO IMYHOMY COCTaBy, 06pa30BaBLUMECA B AeATe/IbHOCTM OpraHM3aLmy;

6) LOKYMEHTbI NOCTOAHHOIO XPaHEHUSA U AOKYMEHTbI N0 IMYHOMY cocTaBy GoHAa(0B) opraHu3aumii
- NpPeALWecTBEHHMKOB (NpU UX HaM4YmK);

B) apXuBHble GOHAbI IMYHOTO NPOUCXOKAEHNA <2> (MPU UX HANNYUN);

<2> MMyHKT 112 FOCTa P 7.0.8-2013 "CUBU/. Aenonpon3BoacTBO U apxmMBHOE Aeno. TepMUHbI U
onpeaenenuns”. - M.: CtangaptuHdopm, 2014.

r) doHA nonb3oBaHus (apxusa) <3> (Npu HanUuMK);

<3> MyHKT 125 NOCTa P 7.0.8-2013 "CUBUA. Aenonpon3BoacTBO M apXMBHOE AeNo. TepMUHbI U
onpegenenns”. - M.: CtangaptuHdopm, 2014.

[1) CNPaBOYHO-NOWNCKOBbIE CPEACTBA K JOKYMEHTAM U YYETHbIE JOKYMEHTbI APXMBa OpraHn3aumu.
1l. 3apaum Apxmusa opraHuMsauum

7. K 3apayam ApxmBa opraHmM3aLmnmn OTHOCATCA:

7.1. OpraHu13auma XpaHeHMA AOKYMEHTOB, COCTaB KOTOPbIX NpeaycMoTpeH rnasoii |l NMpumepHoro
NONOXEHUA.

7.2. KomnneKkrtoBaHue ApxmBa OpraHu3aumMn AOKYMeHTamMMm, O6pa3OBaBLLIMMMCFI B OEATE/IbHOCTU
OopraHusauunu.

7.3. Yyet AOKYMEHTOB, Haxo4AWNMXCA Ha XPaHEHUN B ApXVIBe OopraHnsauunu.
7.4. icnonb3oBaHue AOKYMEHTOB, HaXxo4AWNXCA Ha XPaHEHUN B ApXMBe OopraHnsauun.

7.5. MoarotoBKka W cBoeBpeMeHHas nepegava AOKYMeHTOB ApxuBHoro ¢oHaa Poccuinckoit
denepaunn Ha NOCTOAHHOE XPAaHEHME B rOCYAAPCTBEHHbIN (MyHUUMNAbHbBIN) apXMB.

7.6. MeToamuyeckoe PYyKOBOACTBO M KOHTPO/b 3a ¢opmupoBaHMEeM M odopmaeHMem aen B
CTPYKTYPHbIX NOApa3AeNeHUAX OpraHM3aummn 1 CBOeBPeMEHHOMN Nepeaayen ux B ApXmB opraHM3aLmu.

IV. dyHKuUM Apxu1Ba opraHusaumm

8. Apx1B OpraHM3aLuumn ocyLecTBAAET cneaytowme GyHKLUM:

8.1. OpraHusyeT npuem JOKYMEHTOB NOCTOAHHOIO M BpeMeHHbIX (cBbiwe 10 1eT) CPOKOB XpaHeHUs,
B TOM 4ucae NO JIMYHOMY COCTaBy, 06pa30BaBLUMXCA B AEATE/IbHOCTM OPraHU3aumnn, B COOTBETCTBUM C
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YTBEPXKAEHHbIM rpadUKOM.
8.2. BegetT yyeT OKYMEHTOB 1 POHA0B, HAXOAALLMXCA Ha XpaHEHUN B ApXMBe opraHM3aLmu.

8.3. MNpeacTaBaseT B rocygapCTBEHHbIN (MyHUUMMNANbHbIN) apXUB yYeTHble cBeaeHUs 06 obbeme U
COCTaBe XPaHALWMXCA B apXMBe OpraHn3aummn 4oKymeHToB ApxmnsHoro ¢poHaa Poccuiickoi degepaumm um
APYrMX apXMBHbIX AOKYMEHTOB B COOTBETCTBMM C MOPALAKOM TOCYAAPCTBEHHOrO y4yeTa AOKYMEHTOB
ApxuBHoro ¢poHaa Poccuiickon deaepaymm <4>,

<4> MognyHKT 11 nyHKTa 6 MonoxeHus o PegepasbHOM apXMBHOM areHTCTBE, YTBEPKAEHHOIO
Ykasom Mpe3ngeHTta Poccninickon Pepepauymm ot 22.06.2016 N 293 "Bonpockl PeaepanbHOro apxmMBHoOro
areHTcTBa" (CobpaHue 3akoHoaaTenbcTea Poccuiickoit Pepepaumn, 2016, N 26, cT. 4034).

8.4. Cuctematmsmpyetr M pasmelaeT LOKYMEHTbl, MOCTynawwue Ha XpaHeHue B Apxus
opraHusaummn, obpasoBaBLUMECA B XO4€ OCYLLECTBIEHMA AeATE/IbHOCTU OpraHM3auunn.

8.5. OcyuiecTBasaeT NOAroTOBKY M NpeacTaBAAET:

a) Ha paCCMOTpeHUE U cornacoBaHue 3KCI'IepTHO[;I KOMUCCUUN OpraHn3aunm onmcm gen noCtoAHHOro
XpaHeHuA, BpEMEHHDbIX (CBbILLle 10 I'IET) CPOKOB XpaHeHUA, B TOM YMcae No TMYHOMY COCTaBy, a TaKXKe aKTbl
O BblAeNEHUN K YHUUTOXKEHUIO apPXUBHbLIX OOKYMEHTOB, HE noanexawunx XpaHeHUIo, aKTbl 06 yTparte
AOKYMEHTOB, aKTbl O HENCNPABUMbIX NOBpeXAEHNAX aPXUBHbLIX AOKYMEHTOB,

6) Ha yTBepKaeHMe 3KCNEPTHO-NPOBEPOYHON KoMmUccun deaepasibHOro rocy4apCcTBEHHOro apxmBa
WM YNOJTHOMOYEHHOrO OpraHa WUCMONHUTE/NIbHOW BacTU cybbekTa Poccuitickonn Pegepauum B chepe
apxuBHoro gena (ganee - MK apxMBHOTO yYpeKAeHUSA) ONUCK AN NMOCTOAHHOIO XpaHeHus;

B) Ha cornacoBaHue IMK apXMBHOrO y4ypeKAeHWs WAM TOoCyAapCTBEHHOrO apxmea CybbeKTa
Poccuitickolt depepaumm (MyHUUMNANLHOMO apxXMBa), B CAyd4ae Hage/eHUs ero COOTBETCTBYIOLLMMM
NONHOMOYUAMM, OMMUCKU AEN NO INYHOMY COCTaBY;

r) Ha cornacosaHve IMK apXMBHOMO y4YpexAeHWUs MAW TOoCYyAapCTBEHHOrO apxuBa cybbekTa
Poccuiickolt depepaumm (MyHUMUMNANBHOTO apxvBa), B CAyyae HaAeNeHWA ero COOTBETCTBYHOLMMU
NONHOMOYMAMW, aKTbl 06 yTpaTe [AOKYMEHTOB, aKTbl O HEUCMPaBMMbIX MOBPEKAEHUAX APXMBHbIX
OOKYMEHTOB;

[) Ha yTBEPXKAEHME PYKOBOAMTENIO OPraHM3auMuM OMUCK Aen NOCTOAHHOro XpaHeHWsA, onucu
BpeMeHHbIX (cBbie 10 seT) CPOKOB XPaHEHUs, B TOM YUCAE OMUCK AeN NO IMYHOMY COCTaBy, aKTbl O
BbIAE/IEHUN K YHUUTOMEHUIO aPXMBHbIX AOKYMEHTOB, He MOoAJ/exKallMxX XpPaHeHWIo, aKTbl 06 yTpate
AOKYMEHTOB, aKTbl O HEUCNPaBUMbIX TMOBPEXKAEHMAX APXMBHbLIX [OKYMEHTOB, YTBEpPKAEHHble
(cornacoBaHHble) 3MK wWAM  rocypsapcTBeHHbIM  apxMBomM  cybbekTa Poccuitickoit  depepauumn
(MYyHMLMNANbHBIM aPXMBOM) B C/ly4ae Hage/leHWUsA ero COOTBETCTBYIOLLMMM NOJTHOMOYUAMM,

8.6. OpraHusyeT nepegayvy LOKYMeHTOB ApxmMBHOTo poHaa Poccuiickoit depepaumm Ha NOCTOAHHOE
XpaHeHWe B rocy4apCTBeHHbIM (MyHMLMNANAbHbIN) apXuB.

8.7. OpraHusyeT M NPOBOAMUT IKCMNEPTM3Y LEHHOCTU OAOKYMEHTOB BpemeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHMWA, HaXoAALMXCA Ha XpaHeHUM B ApX1Be OpraH13aumnm B Lenax otbopa AOKYMEHTOB ANA
BKAOYEHMA B cocTaB ApxusHoro ¢oHaa Poccuiickoit ®egepaumn, a TakKe BblABAEHUA AOKYMEHTOB, He
noAanexalmx ganbHenemy XpaHeHuo.

8.8. MpoBoauT MeponpuaTUAa No obecrneyeHUtd COXPAHHOCTM AOKYMEHTOB, HaXoAAWMXCA Ha
XpaHeHWUu B ApXMBe OpraHMsaLuu.
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8.9. OpraHusyeT MHPOPMMPOBAHME PYKOBOACTBA WM PABOTHMKOB OPraHuM3aLMM O COCTaBe WU
CoAepKaHUM AOKYMEHTOB ApXMBa OpraHM3aummn.

8.10. NHpopmupyeT nonb3osaTenen No BONPOCam MECTOHAXOXKAEHMA apPXMBHbIX JOKYMEHTOB.

8.11. OpraHuM3yeT BblAauy IOKYMEHTOB U ien Ans paboTbl B UNTabHOM (MPOCMOTPOBOM) 3a/1€e UK
BO BpemMeHHOe Noab30BaHue.

8.12. UcnonHaer 3anpocobl ﬂOﬂb3OBaTEHEﬁ, BblAAET apPXUBHblE€ KOMUU AOOKYMEHTOB, apXUBHbIE
BbIMNUCKN N apXUBHbIE CMPaBKU.

8.13. Bepet y4yeT UCNONb30BaHUA AOKYMEHTOB ApXMBa OpraHM3auunm.
8.14. Co3paet ¢oHA Nosib30BaHMA APXMBa OpraHM3aLMn U OPraHU3yeT ero UCrnoJsib3oBaHue.

8.15. OcywecTtBnaer BegeHWe CNpPaBOYHO-MOMCKOBLIX CPeACTB K  AOKyMeHTam  ApxuBa
opraHmMsauuu.

8.16. YuacTByeT B pa3paboTKe AOKYMEHTOB OpraHusaumMm no BOMPOCAM apXMBHOTO gena W
AenonponsBoacTBa.

8.17. OKa3blBaeT METOANYECKYIO NOMOLLb:

a) cnyxbe AenonponsBoAcTBa OpraHM3aL MM B COCTaBIeHUM HOMEHKIATYpbl gesl, GOpMUPOBAHUN U
odopmneHuun gen;

6) CTPYKTYpHbIM nogpasgeneHusam U paboTHMKaM OpraHM3auMm B MOATOTOBKE AOKYMEHTOB K
nepeaaye B ApxmB opraHusaumu.

V. MNpaBa ApxuBa opraHusaumm

9. ApxuB OpraH13aummn MMeeT NPaBo:

a) npeacrtaBnATb PyKOBOACTBY OpraHU3auunn npeanoxXeHma no coBepLlleHCTBOBAaHUIO OpraHn3auunmn
XpaHeHnA, KOMNNIEKTOBaHWUA, y4eTa 1 UCMOJIb3OBaHNA aPXUBHbIX JOKYMEHTOB B ApXVIBe OopraHunsauunu,

6) 3anpawmBaTb B CTPYKTYPHbIX MOAPA3AE/NEeHUAX OpraHM3aumu CBeLeHus, Heobxoaumble ANS
paboTbl ApxnBa opraHM3aumm;

B) [aBaTb PEKOMEHAAUMM CTPYKTYPHbIM NOAPasAe/eHUMAM OpraHuM3auuMum Mo BOMpocam,
OTHOCALMMCA K KOMNeTeHUUN ApXnBa opraHm3aumm;

r) MHbOPMMPOBATb CTPYKTYpPHble MOApa3AefieHna opraHMs3auuMuM O HeobXxoAMMOCTM nepepayu
AOKYMEHTOB B ApXMB OpraH13aummn B COOTBETCTBUM C YTBEPIKAEHHbLIM rpaduKom;

A) NpMHMMaTb ydyacTve B 3acefaHuaAx LleHTpasbHOM 3KCMEepTHO-NPOBEPOYHOM KOMMCCUU MNpU
denepasbHOM apXMBHOM areHTcTBe, MK apXMBHOIO yUpeRAeHUs.




