[okymeHT npepoctasneH KoHcynbTaHTIN0C

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

PEAEPA/IbHOE APXMBHOE ATEHTCTBO

MNPUKA3
ot 11 anpensa 2018 r. N 42

OB YTBEPKAEHUN NPUMEPHOIO NOJTOXEHUA Ob APXUBE OPTAHU3ALINAU

B cooTBeTcTBUM C YacTbio 2 cTaTbk 13 desepanbHOro 3akoHa ot 22 oktabpa 2004 r. N 125-d3 "06
apxuBHom gene B Poccuiickoit deaepauumn” (CobpaHue 3akoHopatenbctBa Poccuiickon depepauumu,
2004, N 43, ct1. 4169; 2006, N 50, cT. 5280; 2007, N 49, cTt. 6079; 2008, N 20, ct. 2253; 2010, N 19, cT.
2291, N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40, c1. 5320; 2015, N 48, c1. 6723; 2016, N 10, cT. 1317,
N 22, cr1. 3097; 2017, N 25, ct. 3596; 2018, N 1, ct. 19), noanyHKTOM 8 nyHKTa 6 [os0XKeHUA O
depepanbHOM apXMBHOM areHTCTBe, yTBepAeHHoro Ykasom lMpesnaeHTta Poccuiickon depepaummn ot
22 vioHna 2016 r. N 293 "Bonpocbkl ®eaepanbHoro apxmeHoro areHtcTea" (CobpaHune 3akoHoaaTeNbCTBa
Poccuitckoit ®epepaummn, 2016, N 26, cT. 4034), npuKasbiBalo:

YTBEpPAUTb NPUAaraeMmoe NPUMepHoE NoJioXKeHne 06 apxmse opraHn3aumu.

Pykosogutenob
A.H.APTU30B

YTBEpKAEHO

npukasom depepanbHOro
APXMBHOrO areHTCcTBa

oT 11.04.2018 N 42

NMPUMEPHOE NOJIOXXEHUE Ob APXUBE OPTAHU3AL NN
|. O6wme nonoxkeHma

1. NpumepHoe nonoxeHue o6 apxuBe opraHusauuun (ganee - [pumepHOe NONOXKeEHME)
pa3paboTaHO B COOTBETCTBUM C MOAMNYHKTOM 8 nyHKTa 6 lonoxeHua o PenepaibHOM APXMBHOM
areHTCTBe, yTBEpPKAEHHOro YKasom [pesmaeHTta Poccuitickoit ®egepaumm ot 22 mioHs 2016 r. N 293
"Bonpocbl ®degepanbHoro apxuBHoro areHTctBa' (CobpaHue 3akoHogatenbcTBa Poccuitckol
depepaunn, 2016, N 26, cT. 4034).

2. [lpvmepHoe NOJIOKEHME PACTMPOCTPAHAETCA Ha apXMBbl OPraHWM3aLMi, BbICTyMNatOLMX
MCTOYHMKAMM KOMMJEKTOBAHUA rOCYAaPCTBEHHbIX, MYHWUMMNANbHbIX apxuBoB (danee - Apxus
opraHusauuu).

3. ApxvB opraHM3aLMmM CO34aeTca Ha MnpaBax CTPYKTYPHOro noApasfefieHunsn, OCyLLecTBAALWEro
XpaHeHWe, KOMMNEKTOBaHME, y4eT M WUCMOAb30BaHWE AO0KYMeHToB ApxuBHoro ¢oHaa Poccuitckol
depepaumnn, 4OKYMEHTOB BpemeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHWA, B TOM 4YMCae MO JANYHOMY
cocTtaBy, 06pa30BaBLUNXCA B AeATe/IbHOCTM OpraHn3aumm, a TakKe NoAroToBKY AOKYMEHTOB K nepegaye
Ha NOCTOAAHHOE XPaHEeHWe B roCyAapCTBEHHbIN (MYHUUMNANbHbIN) apXMB, MCTOYHMKOM KOMM/IEKTOBaHMA



KOTOPOTro BbICTYyNaeT opraHn3auua.

4, OpraHu3aums paspabatbiBaeT nonoxeHne o6 Apxmse opraHusaumu. MonoxkeHue o6 Apxuse
OpraHusauuM MoANEeXKMUT COrMacoBaHUIO Ha MpPeaMeT COOTBEeTCTBMA ero [pUMepHOMY MONOMKEHUIO C
yY4eTOM cOCTaBa AOKYMEHTOB, HaXOAALWMXCA Ha XPaHEHUM W MNoAneskalmx XpaHeHuio B Apxuse
opraHusauum.

OpraHu3auuu, BbICTynalowWwme UCTOYHMKAMKM KOMMAEKTOBaHUA ¢eaepanbHbIX rocyaapCTBeHHbIX
apXMBOB, COT/IACOBbIBAOT MOJIOXKEHWE 06 apxuBe opraHusaumm c deaepanbHbIM FOCYAaPCTBEHHbIM
apXMBOM; OpPraHM3aLMK, BbICTyNaloWwMe WCTOYHWKAMM KOMIMIEKTOBAHWUA TOCYyAapCTBEHHbIX apXWMBOB
cybbekToB Poccuiickoii degepaumn, MyHULMNANbHLIX aPXMBOB, - C YMNOJHOMOYEHHbLIM OPraHOM
UCNoNHWUTENbHOW Bnact cybbekTa Poccuiickolt depepaumn B cdepe apxvMBHOrO genfa MauM c
rocyfapCTBeHHbIM apxMBOM cybbekTa Poccuiickoii Pesepaunn, MyHULMNANbHLIM apXMBOM B C/yyae
HageNleHNsa UX COOTBETCTBYHOLLMMM NOSTHOMOUYUAMMU.

MNocne cornacoBaHua nosoxeHne o6 ApXVIBe OpraHn3aunn yTBeEPXKOAETCA pPYyROBOOAUTENEM
OopraHnsauunun.

5. ApxuB opraHuMsauum B CBOEN AeATeNbHOCTM pyKoBoacTeyeTcs PegepasbHbiM 3aKOHOM OT
22.10.2004 N 125-®3 "06 apxusHOom aene B Poccuiickon ®epepaumn” (CobpaHue 3akoHoaaTeNbCTBA
Poccuiickoin Pepepaunu, 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, cT1. 4196; 2013, N 7, cT. 611; 2014, N 40, c1. 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), 3aKOHamM, HOPMATUBHbIMM
npaBoBbIMK aKTamu Poccuiickon deaepaumm, cybbektoB Poccuiickon deaepaumm B chepe apxMBHOro
Aena wu  AenonpousBoAcCTBa, MPaBUMAAMKM  OpraHU3aLMM  XpaHEHWs, KOMMJIEKTOBaHMA, YydyeTa W
MCNONb30BaHUA [AOKYMeHTOB ApxuBHoro ¢oHaa Poccuitickoit Pepepauum U ApYyrux  apxmBHbIX
OOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro CamoynpaB/ieHUs U opraHM3aumax <1>,
JIOKaNIbHbIMW HOPMATUBHbIMM aKTaMM rOCYAapPCTBEHHOMO OpraHa.

<1> MoanyHKT 2 nyHKTa 6 lNonoxeHna o PegepanbHOM apXMBHOM areHTCTBE, YTBEPXKAEHHOIO
Ykasom [lpesngeHta Poccuitckon @Pepgepaumm ot 22.06.2016 N 293 "Bonpocbl PepepanbHoro
apxmsHoro areHTcTBa" (CobpaHue 3akoHoaaTenbcTBa Poccuiickonn Pepepaunn, 2016, N 26, cT. 4034).

Il. CocTaB AOKYMeHTOB ApXx1Ba opraHusauum

6. ApXxmB OpraHM3aLnm XpPaHUT:

a) AOKYMEHTbl NMOCTOAHHOIO U BPEMEHHbIX (CBbILLIe 10 J'IeT) CpOKOB XpaHeHuUA, B TOM 4Yucne
AOKYMEHTbI N0 IMYHOMY COCTaBy, O6pa3OBaBLIJVIECFI B AEATENIbHOCTUN OpraHn3auuu;

6) [OOKYMEHTbl MOCTOSSHHOTO XPaHEeHWss W  OOKYMEHTbl NO JINYHOMY cocTaBy ¢oHaa(os)
OpraHusaunn-npeaLIecTBEHHUKOB (NPU UX HaNNYUK);

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

<2> MyHKT 112 OCTa P 7.0.8-2013 "CUBUNA. Aenonpon3BoaCcTBO U apxmMBHOE AeNo. TepMUHbI U
onpegenenus”. - M.: CtaHgapTuHdopm, 2014.

r) doHA nonb3oBaHus (apxuea) <3> (Npu HaAnuMKn);




<3> MMyHKT 125 NOCTa P 7.0.8-2013 "CUBUNA. Aenonpon3BoaCcTBO U apxmMBHOE Aefo. TepMUHbI U
onpegenenuna". - M.: CtangaptuHdopm, 2014.

[) cNpaBOYHO-MOWCKOBbIE CPEACTBA K JOKYMEHTAM U yYeTHble JOKYMEHTbl ApXMBa OpraHu3aLuum.
11l. 3apaumn Apxusa opraHusaLmm

7. K 3agayam ApxuvBa opraHmM3aLmm OTHOCATCA:

7.1. OpraHu3aums XxpaHeHUsa A4OKYMEHTOB, COCTaB KOTOPbIX NpeaycmoTpeH rnasoii |l NMpumepHoro
NONOXKEHMUA.

7.2. KomnneKkrtoBaHue ApXMBa OpraHnsaunnm OOKyYMeHTamu, 06pa3OBaBLLIVIMMCFI B OEATE/IbHOCTU
opraHnsauuun.

7.3. YUyeT AOKYMEHTOB, Hax0AALMXCA Ha XpaHeHUN B ApxmBe opraHusaLumu.
7.4. Ucnonb30BaHUeE AOKYMEHTOB, HaxoAALWMXCA Ha XpaHeHUM B ApX1Be opraHmnsauuu.

7.5. NoaroToBKa W cBOEBpeMeHHas nepegada AOKymMeHToB ApxuBHoro ¢oHaa Poccuiickoi
depepaunn Ha NOCTOAHHOE XPAHEHME B FOCYAAPCTBEHHbIN (MYHUUMNANbHbIN) apXuB.

7.6. MeToamuyeckoe pPyKOBOACTBO M KOHTPOAb 3a ¢$opmupoBaHMem U odopmaeHMem Jen B
CTPYKTYPHbIX NOAPa3aeieHUAX OpraHM3aL My 1 CBOEBPEMEHHOM Nepegayeit ux B ApXMB OpraHU3aumu.

IV. ®yHKuUM Apx1Ba opraHusaumm

8. Apx1B OpraHM3aLmn OCyLLEeCTBAAET cneayowme GyHKUNN:

8.1. OpraHusyeT npuem AOKYMEHTOB MOCTOSHHOTO W BpeMeHHbIX (cBbiwe 10 ner) cpokos
XpaHeHWA, B TOM 4Yucae NO /ANYHOMY cocTaBy, 06pa30oBaBLUMXCA B AEATENbHOCTM OpraHusauuu, B
COOTBETCTBUU C YTBEPKAEHHBIM rpadUKoOM.

8.2. BeeT yyeT JOKYMEHTOB U GpOHA0B, HAXOAALIMXCA HA XPaHEHUN B ApX1Be opraHM3aLmu.

8.3. MpeAacTtaBaseT B rocy4apCTBEHHbIN (MyHULMNANbHBIN) apXMB YY4eTHble cBeaeHust 06 obbeme U
COCTaBe XPaHALMXCA B apXMBE OpraHM3aLmm OKyMeHToB ApxuBHoro ¢poHaa Poccuiickon deaepaummn u
APYrMX apXMBHbIX AOKYMEHTOB B COOTBETCTBMM C MOPSAAKOM FOCYAapCTBEHHOTO yYyeTa [OKYMEHTOB
ApxuBHoro ¢poHaa Poccuiickon deaepaumnm <4>.

<4> MopgnyHKT 11 nyHKTa 6 MonoxeHna o PegepanbHOM APXMBHOM areHTCTBE, YTBEPKAEHHOIO
Ykasom [lpesngeHta Poccuitckon @Pepgepaumm ot 22.06.2016 N 293 "Bonpocbl PepepanbHoro
apxmBHoro areHTcTBa" (CobpaHue 3akoHogaTenbcTBa Poccuiickon Pegepaunn, 2016, N 26, cT. 4034).

8.4. CuctematusMpyeT M pasmellaeT JAOKYMEHTbl, MOCTynalwowue Ha XpaHeHne B Apxus
opraHusaunm, o6pasoBaBLINECA B XO4E OCYLLECTBAEHMUSA 4eATe/lbHOCTU OpraHn3aumu.

8.5. OcyuiecTBnaeT No4roTOBKY M NpeacTaBaaeT:

a) Ha paccMOTPeHWEe W COrMacoBaHME 3SKCMepTHOM KOMWUCCMM OpraHusauumn onucu gen
MOCTOAAHHOIO XpaHeHWus, BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHMs, B TOM 4YMCAe MO MYHOMY
COCTaBY, a TaKMKe aKTbl O BbIAEGNEHUM K YHUUTONKEHWUIO apXMBHbIX AOKYMEHTOB, He MoANeXalimx
XpaHEeHWI0, aKTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEMCMPABUMbIX MOBPEKAEHUAX aPXMBHbIX 4OKYMEHTOB;



6) Ha yTBep)KAEHWEe 3KCMepTHO-MPOBEPOYHON KOMMUCCUM deaepanbHOro rocyfapcTBEHHOroO
apxuBa WAM YNOJIHOMOYEHHOrO OpraHa MCMOIHUTENbHOM BAacTM cybbekta Poccuiticko degepaumm B
chepe apxnsHoro gena (aanee - MK apxXMBHOTO yUpeKAEHUA) ONUCK AN NOCTOAHHOIO XPaHEHUs;

B) Ha cornacosaHue JIK apXMBHOrO y4YpexaeHUs WAM roCyAapCTBEHHOro apxvBa CybbekTa
Poccuiickoit depepaumn (MyHUMUMNANbLHOMO apxvBa), B CAyvyae HageNeHWA ero COOTBETCTBYHOLMMMU
NONHOMOYMUAMM, OMMUCU AeN NO ANYHOMY COCTaBY;

r) Ha cornacosaHue IMK apXMBHOrO Y4YpesKAEHMA MAM rOCYAapCTBEHHOrO apxmBa cybbekTta
Poccuiickolt depepaunn (MyHUMUMNANbLHOrO apxuBa), B C/Ay4ae HafeNeHWA ero COOTBETCTBYHOLLMMMU
NOSIHOMOUYUAMM, aKTbl 06 yTpaTe AOKYMEHTOB, aKTbl O HEUCMNPaBUMbIX MNOBPENKAEHUAX aPXUBHbIX
OOKYMEHTOB;

) Ha yTBepXAeHWe PYKOBOAMTE/N0 OpraHusaumMmM onucu AeN NOCTOSHHOTO XPaHeHUs, Onucu
BpEMEHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEeHUs, B TOM YMUCae ONUCK Aen NO IMYHOMY COCTaBy, aKTbl O
BbIAENEHUN K YHUUTOXKEHUIO aPXMBHbIX AOKYMEHTOB, HE NOAJeXallMx XpaHeHUIo, aKTbl 06 yTpaTe
AOKYMEHTOB, aKTbl O HEMCNPaBUMbIX MNOBPEXAEHMUAX aPXMBHbIX AOKYMEHTOB, YTBEpPNKAEHHble
(cornacoBaHHble) 3MK wAM  rocydapcTBeHHbIM apxMBoM cybbekTa Poccuiickon deaepauuu
(MyHUUMNANbHBIM apPXMBOM) B C/lyYae HaA4eleHNA ero COOTBETCTBYOWMMM MOAHOMOUNAMMU.

8.6. OpraHusyeT nepegavyy [AOKyYMeHTOB ApxuBHoro ¢oHaa Poccuiickon ®Pepepaumm Ha
NOCTOAHHOE XPaHEHWEe B FOCYAapPCTBEHHbIN (MYHULMNANbHbIN) apXMB.

8.7. OpraHusyeT M NPOBOAMUT 3KCNEPTU3Y LEHHOCTU AOKYMEHTOB BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XPaHEHWs, HAXOAALLMXCA Ha XPaHEHUN B ApXMBE OpraHM3aLmmn B Leasx oTbopa AOKYMEHTOB g/
BK/IOYEHMSA B cocTaB ApxuBHoro ¢poHaa Poccuiickoit Pesepaumn, a TakKe BbISBNEHUA LOKYMEHTOB, He
NoANENKALLNX SaNbHENLLEMY XPaHEHMIO.

8.8. MpoBoAUT MeponpuATUA NO obecneyeHUtd COXPAHHOCTU AOKYMEHTOB, HaXoAALWMXCA Ha
XpaHeHnn B Apxunee opraHu3aLmm.

8.9. OpraHusyeT MHPOpMUPOBaHME PYKOBOACTBA M pPabOTHMKOB OpraHMsauMm O cocTaBe U
cogepXaHUM AOKYMeHTOB Apx1Ba opraHu3aLmu.

8.10. MHpopmMpyeT nonb3osaTesiei No BONPOCaM MECTOHAXOXKAEHUA apXUBHbIX OKYMEHTOB.

8.11. OpraHusyeT BblAauy AOKYMEHTOB U Aen Ans paboTbl B YMTasibHOM (MPOCMOTPOBOM) 3a/1€ UK
BO BPEMeHHOe MoJ/1b30BaHue.

8.12. UcnonHsaet 3anpocobl I'IOJ'Ib3OBaTeJ'Iel7I, BblOAE€T apXMBHbIE KOMUN OOKYMEHTOB, apXWMBHbIE
BbIMUCKN U apXMUBHble CMPaBKU.

8.13. BeaerT y4eT MCNOAb30BaHUA AOKYMEHTOB ApXMBa OpraHn3aumu.
8.14. Co3paeT ¢oHA Nob30BaHMA ApXMBa OpraHM3aLMmn U OpraHn3yeT ero UCnosib30BaHue.

8.15. OcywecTtBnaer BegeHMe CNPaBOYHO-MOUCKOBLIX CpeacT8 K  AOoKymeHTam  Apxmsa
opraHusauum.

8.16. YuacTByeT B pa3paboTKe AOKYMEHTOB OpraHM3auMm NO BONPOCAM apXMBHOTO Aefla U
AenonponsBoacTsa.

8.17. OKasbIBaeT METOANYECKYHO MOMOLLb:

a) cnyxbe AenonponsBoACTBa OpraHM3aLUmMM B COCTaBAEHUN HOMEHKAATYPbI Aen, GOpMUPOBaHUK
1 obopmaeHUn aen;



6) CTPYKTYpHbIM MoAgpasgeneHnam M paboTHMKaM opraHvM3auMu B NOATOTOBKE AOKYMEHTOB K
nepegave B ApXvB OopraHun3aLmu.

V. MNpaBa ApxuBa opraH1sauuu

9. Apx1B opraH13auumn MMeeT Npaso:

a) NpeAcTaBNATb PYKOBOACTBY OpraHM3auum NpeanosKeHns no CoBepLIeHCTBOBAHMIO OpraHM3aLnmm
XpPaHeHWs, KOMIJIEKTOBAHWA, y4eTa U UCMO/1b30BaHUA apPXMBHbIX OKYMEHTOB B ApX1MBe OpraHusaunm;

6) 3anpalwmnBaTb B CTPYKTYPHbIX NOAPA3Ae/eHUsX OpraHM3auMu CBeAeHUs, Heobxoaumble ann
paboTbl ApxmBa opraHusaumu;

B) AaBaTb pPeKoOMeHOdauunn CTPYKTYPHbIM nogpasgeneHnam opraHnsaunn no BOMPOCaMm,
OTHOCALLMMCA K KOoMneTeHunn Apxmsea opraHu3aumu;

r) MHbopMMPOBaTb CTPYKTYPHble MoApa3desnieHna opraHuM3auMm O HeobXxoAMMOCTM nepegayu
AOKYMEHTOB B ApXMB OpraH13aummn B COOTBETCTBUN C YTBEPKAEHHbIM rpaduUKom;

A) NpvHMMaTb yyacTme B 3acefaHuax LleHTpanbHOW 3KCNepTHO-MPOBEPOYHON KOMMUCCUM Npu
denepanbHOM apxXMBHOM areHTcTBe, MK apXMBHOIO yupeRaeHus.




