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1. O0urue MoJ10KeHH s

1.1. Ilonoxenue 00 apxuBe rocy4apCTBEHHOIO OIOI)KETHOTO
npodeccHoHaNBbHOTO  00pa3oBaTelbHOTO  yupekaeHus  PocroBckoi  obsactu
«PocroBckuii-Ha-/loHy  KOUTEK ~ pAAMO3JEKTPOHHUKH,  HH(MOPMAIMOHHBIX  H
npoMbiiieHHbIX TexHosnorui» (I'BIIOY PO «PKPUIIT»), (manee — Kojulemxka)
pa3paboTaHo B COOTBETCTBUU C mnpukazoM PocapxuBa or 11.04.2018 Ne 42 «O06
YTBEP)KIACHUU MPUMEPHOTO MOJIOKEeHHUSI 00 apXHBe OpraHru3alun» (3aperucTpupoBaHo B
Muntocte Poccun 15.08.2018 Ne 51895).

1.2. ApxuB KOJJIEeIKa CO3/laeTcs KaK 4YacTb CTPYKTYPHOTO MOAPA3JAEIEHUS —
oTzena KaJpoB, U OCYIIECTBIISIET XpaHEHHEe, KOMIUIEKTOBAHHUE, Y4eT U UCIIONb30BaHUE
nokymeHToB ApxuBHoro ¢Gonaa Pocculickoii @enepaluy, NOKYMEHTOB BPEMEHHBIX
(cBoimie 10 J1eT) CpOKOB XpaHeHUsI, B TOM YHUCJIE 0 JINYHOMY COCTaBy, 00pa30BaBIINXCS
B JIeATeIbHOCTH KOJUIeJKa, a TakKe IOJAMOTOBKY JOKYMEHTOB K Iepefade Ha
MOCTOsSIHHOE XpaHeHue B ['ocynapcTBeHHbIN apxuB PocToBckoi 061acTu.

1.3. Tlonoxxenue o0 apxuBe Kojleqka pazpadaTeiBaeTcs Ha ocHOBe [IpumepHoro
MOJIOKEHHUST W YTBEPIKAAeTCs] NUPEKTOPOM KOJIJIe[Ka MO COINIACOBAHUIO C 3KCIEPTHO-
npoBepouHot komuccuert (DIIK) Komutera no ymnpaBieHUIO apXWUBHBIM JE€JI0M
PocToBckoii obnacty.

1.4. ApxuB KOJJIe[)Ka B CBOEH JEATEIIbHOCTA PYKOBOACTBYeTcs DenepanbHbIM
3akoHOM oT 22.10.2004 No 125-@3 «O06 apxuBHoM nerne B Poccuiickoit Penepauun»
(Cobpanue 3akoHoparenbcTBa Poccuiickoit ®enepauuu, 2004, Ne 43, crt. 4169; 2006,
Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253; 2010, Ne 19, ct. 2291,
Ne 31, c1. 4196; 2013, Ne 7, c1. 611; 2014, Ne 40, ct. 5320; 2015, Ne 48, c1. 6723; 2016,
No 10, ct. 1317, Ne 22, ct. 3097; 2017, Ne 25, ct1. 3596; 2018, Ne 1, cT. 19), 3akoHamu,
HOPMaTUBHBIMU IIpaBOBBIMHU akTamu Poccuiickoit @enepannu, PoctoBckoii obnactu B
cepe apXWMBHOro 1ena W JIENONMPOU3BOACTBA, MPABUIAMH OpTaHH3AIMM XpaHEHHs,
KOMIUIEKTOBaHMS, YydeTa M WCIIONb30BaHUSl JOKYMEHTOB ApxuBHOro (oHaa
Pocculickoii ®@enepauuu U JAPYTMMH HOPMAaTUBHO-METOAUYECKUMH HOKYMEHTaAMHU
PocapxuBa, MeTonu4YecKMMH JOKymMeHTaMu ['ocynapcTBeHHoro apxuba PocroBckoit
00J1aCTH ¥ HACTOSIIIIUM TOJIOKEHHEM.

2. CocTaB 1OKYMEHTOB apXHUBa

2.1. ApxwuB KoJUIe)Ka XPaHUT:

a) IOKYMEHTBI [IOCTOSHHOIO M BPEMEHHBIX (CBBILIE 10 JIeT) CpOKOB XpaHEeHHs, B
TOM YHCJIE€ AOKYMEHTBI II0 JIMYHOMY COCTaBy, OOpa3OBaBLIMECS B NESITENbHOCTH
KOJUIEJDKa;

0) CcIpaBOYHO-NOMCKOBBIE CpPEACTBA K JOKYMEHTaM M YYETHbIE IOKYMEHTHI
ApxuBa OpraHu3allH,

3. 3agauu apxuBa

K 3agauam apxuBa OTHOCSTCS: :
3.1. Opranusauus XpaHeHHUs NOKYMEHTOB, COCTaB KOTOPBIX IIPEAYCMOTPEH
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[JIaBOM 2 HACTOSLLETO ITOJI0XKEHHS.

3.2. KommiekroBanue apxuBa  JIOKYMEHTaMH, 00pa3oBaBILIUMUCS B
JeATeIbHOCTU KOJIIEeKa.

3.3. Yd4eT NOKyMEHTOB, HaXOSIIUXCsl HA XPAaHEHUH B apXUBE KOJLIEIKa.

3.4. Wcnonp3oBaHUWE JOKYMEHTOB, HaXOMSLUMXCS Ha XpaHEHUH B apxuBe
KOJLIE KA.

3.5. IlogroroBka ¥ CBOEBpeMeHHas repenayda JAOKYMEHTOB ApPXHUBHOro (oHzaa
Poccutickoii @enepauuu Ha TMOCTOSIHHOE XpaHeHHe B [ ocynapcTBeHHBIH apxuB
Pocrosckoii 061acTu.

3.6. Metoguyeckoe pPYKOBOACTBO W KOHTPOJb 3a (OPMHUPOBAHUEM H
ohopMmiieHHeM Jiel B CTPYKTYPHBIX MOJAPa3Ae/IeHUsIX KOJUIe[Ka U CBOEBPEMEHHOM
nepenayen ux B apXus.

4. DyHKUHH apXUBa

ApXUB OCYILECTBISIET CleAYIOINe QYHKIUU:

4.1. Opranusyer npueM IOKYMEHTOB IOCTOSHHOTO W BpeMEHHBIX (cBbime 10
JIeT) CPOKOB XpaHEeHHs, B TOM YHCIe IO JUYHOMY COCTaBy, OOpa30BaBLIMXCS B
HeSITeTbHOCTH KOJIIeKa, B COOTBETCTBUHU C YTBEPKACHHBIM I'PaUKOM.

4.2. Benet y4yeT JOKYMEHTOB, HAXOSLIUXCS HA XPAHEHUU B apXUBe.

4.3. IlpencraBaser B ['ocynapcTBeHHbI apXuB PocToBCKON 00jacTH ydeTHbIe
cBelieHUss 00 oObeMe M CcocTaBe XpaHSALIMXCS B apxuBe KOJUIEIKa IJOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit Denepaniuu U APYrUX apXUBHBIX JOKYMEHTOB B
COOTBETCTBUHU C MOPSAKOM TOCYIapCTBEHHOTO y4deTa JIOKYMEHTOB ApPXHMBHOrO (hoHIa
Poccuiickoii @enepannu.

4.4, CucreMaTU3UpPyeT U pa3MellaeT JIOKyYMEHThI, TOCTYIal0IIe Ha XpaHeHUe B
apXxuB KoJIe/ka, 00pa3oBaBILINECs B X0JIe OCYLIECTBICHHS €T0 AesITeIbHOCTH.

4.5. OcymiecTBisieT NOATOTOBKY U MPEACTABIISET: .

a) Ha pacCMOTPEHUE U COIJIaCOBAHME JKCIEPTHOM KOMMCCHHM KOJIIe[Ka OIUCH
JIel MOCTOSIHHOTO XpaHeHWs, BpeMeHHbIX (cBbille 10 jeT) cCpokoB XpaHEHHUs, B TOM
YHCIIE 110 JIMYHOMY COCTaBy, @& TaKyKe aKThl O BBIJAEJIEHUM K YHHUYTOXKEHHUIO apXHUBHBIX
JOKYMEHTOB, HE IMONJIEKAIIUX XPaHEHHIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O
HEUCTIPaBUMBIX NIOBPEXKAECHUSAX apXUBHBIX IOKYMEHTOB;

0) Ha yTBepXAeHHe SKCIepTHO-MPOBEpOYHOW Komuccuu Komwurera 10
YIPaBIEHHUIO apxXUBHBIM JenoM PocToBckoit obnactu (ganee - DIIK Komurera) onvcu
JIeJ1 [IOCTOSIHHOT'O XpaHeHHUS;

B) Ha corytacoBanue DITK Komurera onucu e mo TUYHOMY COCTaBY;

r) Ha cornacoBanue JIIK Komwurera akTel 00 yTpare AOKYMEHTOB, aKThl O
HEUCITPaBUMBIX IIOBPEXKAEHUSIX apXUBHBIX TOKYMEHTOB;

J) Ha YTBEpXKIEHUE NUPEKTOpPYy KOJUIeAKa OMUCH JeJl MOCTOSHHOTO XpaHEeHHS,
ONMHUCHU BpeMEHHBIX (CBbIle 10 JIeT) CPOKOB XpaHEHUs, B TOM YHUCIE OMHMCH I 110
JIMYHOMY COCTaBY, aKThl O BBIAENEHHHM K YHMYTOXKEHMIO apXUBHBIX JOKYMEHTOB, He
MOJUIEKAUX XPAaHEHHUIO, aKThl 00 yTpare JIOKYMEHTOB, aKThl O HEHCIIPaBUMBIX
MOBPEXKIECHUAX apXUBHBIX JOKYMEHTOB, YTBEpXKIeHHble (corjiacoBaHHble) DIIK
Komurera.



4,6. OpraHusyeT mepefady ITOKyMeHTOB ApxuBHoro ¢oHzna Pocculickoi
denepani Ha TMOCTOSIHHOe XxpaHeHue B ['ocynapcTBeHHBIM apxuB PocroBckon
obnactu.

4.7. OpraHuszyeT U TPOBOJUT 3KCIEPTHU3Y LEHHOCTH NOKYMEHTOB BPEMEHHBIX
(cBbimre 10 JeT) CpOKOB XpaHEeHUs, HAXOIAIIMNXCS HAa XPaHEHUU B ApXUBe KOJIICKA B
Hessx oToopa JOKYMEHTOB JUIs BKJIIOYEHUs B cocTaB ApxuBHOro ¢onna Poccuiickoi
denepanin, a TaKKe BBISIBIEHUS [JAOKYMEHTOB, HE MOMJIEKAIUX JajbHEUIIeMy
XPaHEHUIO.

4.8. IlpoBOOUT MEpPOTPUSTHS MO OOECIeUeHUIO0 COXPaHHOCTH JIOKYMEHTOB,
HaXOMSIIMXCSl HA XPAaHEHUHN B apXUBE KOJUIEKA.

4.9. Opranuszyer UH(QOPMHUPOBaHME PYKOBOACTBA M PaOOTHHUKOB KOJIJIEIKa O
COCTaBe U COMEep/KaHUU TOKYMEHTOB apXUBa.

4.10.UucdopmupyeT moas30BaTeNiell M0 BOMPOCAaM MECTOHAXOKICHHS apXUBHBIX
JOKYMEHTOB.

4.11.0Opranusyer BblIadyy AOKYMEHTOB U Jedl sl paboThl BO BpEeMEHHOE
M0JIB30BaHUE.

4.12.McnonHsieTr  3ampochl  IOJIb30BATEsIEH, BbINAET  APXUBHBIE  KOIIMM
JOKYMEHTOB, apXUBHbBIE BBIITUCKU U apXUBHbIE CIIPABKH.

4.13.Benet y4eT UCroJIb30BAHUsA TOKYMEHTOB apXuBa KOJUIEIXKA.

4.14.Co3nmaer (OHI MOJB30BAHUSA apxuBa KOJJIEI)Ka UM OpraHuszyeT ero
UCIIOJIb30BAHUE.

4.15.0cyuiecTBisieT BeleHUE CIPaBOYHO-TIOMCKOBBIX CPEACTB K [IOKyMEHTaMm
apxuBa.

4.16.YuacTByeT B pa3padOTKe NOKYMEHTOB KOJUIeIKa MO BOIPOCAM apXUBHOIO
Jesa U AeJOMpPOU3BOICTBA.

4.17.0xa3bIBaeT METOIUYECKYIO TOMOIIIb:

a) ciyx0Oe HETONpPOU3BOACTBA KOJUIE)Ka B COCTaBJICHWH HOMEHKJIATYpPBI Jel,
(hopMUpOBaHUU U OPOPMIICHUH LT,

0) CTPYKTYpHBIM MOApa3[eNieHUsM U pabOTHUKAM KOJUIeIKa B MOATOTOBKE
JOKYMEHTOB K [lepefjaye B apXUB.

S. IlpaBa apxuBa

5.1. ApxuB KoJjemka uMeeT Mpaso:

a) IPEJCTaBJIATE PyKOBOACTBY KOJIE/DKa MPEIJIOKEHUS IO COBEPILICHCTBOBAHMUIO
OpraHu3alUy XPaHEHMs], KOMIUIEKTOBAHUS, Yyd4deTa U HCIIOJNB30BaHUS APXHUBHBIX
NOKYMEHTOB B apXUBe;

0) 3ampaliMBaTh B CTPYKTYPHBIX [OApPA3AeNeHUIX KOJUIEIKA CBEIEHMUs,
HeoOxoauMBble 17151 pabOThI apXUBa; .

B) [aBaTb pEKOMEHAALMH CTPYKTYPHBIM TIONpa3NeICHUAM KOJUIEIKa II0
BOIIPOCaM, OTHOCSILIUMCS K KOMIIETEHLIUU apXUBa;

) UH()OPMHUPOBATh CTPYKTYpHBIE TOJpa3ieeH s Koulemka O HeoOXOAUMOCTH
nepeadyy JOKyMEHTOB B apPXUB B COOTBETCTBUH C YTBEPIKIACHHBIM I'paduKOM;

1) TPUHHMAaTL ydacTue B 3acefaHusax LleHTparbHON IKCHepPTHO-TIPOBEPOYHOM
komuccuu npu GenepanvHom apxuBHoM areHTcTBe, DIIK Komurera.



COTI'JIACOBAHO
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