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«Poccuiickue xene3Hbie J0POrm»



1. Oomme moJI0KeHus

1. IMonoxxenue 00 apxuBe YacTHOro JONIKOJBHOTO 00pPa30BaTEIHLHOTO
yupexaenus «Jlerckuii cag Ne 161 OTKphITOro akiuoHEepHOro oOIecTBa
«Poccuiickue JKele3Hble JIOpOTrW» pa3pabOTaHO B COOTBETCTBHHM C
MPUMEPHBIM TIOJIOKEHHEM 00 apXWUBE OpraHu3aliu, YTBEPKICHHBIM
npuka3om Pocapxusa ot 11.04.2018 Ne 42.

2. ApxuB YOV «Jletckuit cax Ne 161 OAO «PXX]» BbIicTynaeT HCTOYHUKOM
KOMIIJIEKTOBAHUSI TOCY/IAPCTBEHHBIX, MYHUIIUITAIBHBIX, >KEJIE3HOJOPOKHBIX
apXHUBOB ( 1asiee — ApXHUB JETCKOTO caja).

3. ApXHB JETCKOTO caaa co3MaéTcsl Ha MpaBax CTPYKTYPHOTO MOIPA3ICICHHSI,
OCYIIECTBIISIFOIIETO XpaHEHUE, KOMIUIEKTOBAHHME, YYET M HCIOJIb30BaHUE
TOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu, IT0KYMEHTOB
BpeMeHHBIX (CBbIIIe 10 JIeT) CpOKOB XpaHEHHUs, B TOM YHCIIC IO JTUIYHOMY
COCTaBy, OOpa30BaBIIMXCA B JICITEIBHOCTH OpraHU3alldd, a TaKXKe
MOATOTOBKY JOKYMEHTOB K IIepeJjadye Ha IIOCTOSIHHOE XpaHCHHUE B
rOCYJIapCTBEHHBIN  (MYHMUIIMIAIBHBIN) WU >KEJIE3HOJOPOXKHBIM apXWuB,
HMCTOYHMKOM KOMILUIEKTOBaHHUS KOTOPOTO BBICTYNAET JETCKUM Cajl.

4. ApxuB JETCKOTO caja B CBOEH JCSATEIBHOCTU PYKOBOJCTBYETCA
denepaibHbIM 3aKOHOM OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM Jelie B
Poccuiickoit denepanuny», 3aKOHAMH, HOPMATHUBHBIMU MPABOBBIMHU aKTAMU
Poccuiickoit ®denepannu, cyobektoB Poccuiickoit dexnepannu B chepe
apXMBHOIO Jiejia U JIeJIONPOM3BOJICTBA, TPaBWJIaMU OpPTaHU3allud XPaHCHUS,
KOMIUICKTOBaHHMS, yU4€Ta M UCIOIb30BAHUSA JOKYMEHTOB ApXHBHOIO (poHAA
Poccniickont ~ ®denepaumu W OPYrUX  ApXUBHBIX  JOKYMEHTOB B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS U
OpraHu3aIusX.

2. O01IuMe moJI0KEeHu s

5. ApXUB JAETCKOTO caja XpaHUT:
a) JOKYMEHTBl TOCTOSHHOTO M BpeMeHHBIX (cBbimie 10 JeT) CpokoB
XpaHEHHs], B TOM YUCJIE JOKYMEHTHI 10 JINYHOMY COCTaBy, 00pa30BaBIIUECS
B aesaTtenbHOCTH JleTckoro caga Ne 161 OAO «PXK»;
0) IOKYMEHTBI IIOCTOSIHHOTO XPAaHEHUS U JOKYMEHTHI 0 JIMYHOMY COCTaBY
dbonma (0B) OpraHu3anuii-MpeAneCTBEHHUKOB (TIPU UX HAJIMYWN);
B) apXUBHBIC (DOHIBI TUYHOTO MPOUCXOXKACHHUS (IPU UX HATTUYHH ),
r) ona mosb30BaHus (apxuBa) (MPU HATUYHH );
1) CIIPaBOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTaM U YYE€THBIC JOKYMEHTHI
ApxuBa IETCKOTO caja.



3. 3agauun ApxuBa JeTCKOro cajaa

6. K 3amagam ApxuBa JETCKOTO cajia OTHOCSTCS:

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

Opranuzanus XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX
MPEAYCMOTPEH MMYHKTOM 5 HacTosiuiero [lonoxeHusl.
KommiekroBanne  ApxumBa  JIE€TCKOTO  caja  JIOKYMEHTaMHU,
oOpazoBaBmmMuCs B aesrenbHOoCcTH [letckoro caga Ne 161 OAO
«PXK]».

VYyer TOKyMEHTOB, HAaXOMSIIMXCS HA XPAaHEHWH B apXUBE JIETCKOTO
caza.

Hcnonb30oBaHre NOKYMEHTOB, HAXOSIIUXCS HA XpaHEHUU B ApXUBE
JETCKOTO0 caja.

[logroroBka M CBOEBpEMEHHas mepefadya JTOKYMEHTOB APXHUBHOTO
dbonna Poccuiickoit dexepanmuu Ha TOCTOSHHOE XpaHECHHE B
roCyapCTBEHHBINA (MYHHUIIUTIAIBHBIN) I KEJIE3HOAOPOKHBIN apXUB.
MeTtonuueckoe PpyKOBOJACTBO M KOHTPOJb (OPMHpPOBAaHUA U
odopmIIeHUST 1€ B CTPYKTYPHBIX MOJpa3JCICHUSIX OpraHu3alud U
CBOEBPEMEHHOM Nepeaavye ux B ApXuB AETCKOIO caja.

3. ®yHKUIHMH APXHBAa AeTCKOro caja

1. ApXI/IB ACTCKOTI'O Caaa OCYHICCTBIIACT CICAYIOIINC (I)YHKHI/II/II

7.1.

7.2.

7.3.

7.4.

7.5.

Opranusyer npueM JOKYMEHTOB IOCTOSIHHOTO W BPEMEHHBIX (CBBIIIE
10 netr) cpokoB XpaHEHHUsS, B TOM YHCIE IO JUYHOMY COCTaBy,
oOpazoBaBmuxcsa B aesatenbHocTH Jlerckoro caga Ne 161 OAO
«PXI», B COOTBETCTBUM C YTBEPKACHHBIM IPaAPUKOM.

Bener yder moxkymMeHTOB W (POHIIOB, HAXOMSIIUXCS HA XPaHEHUU B
ApXuBe IETCKOTO caja.

[IpencraBnsier B TrOCYNapCTBEHHBINM  (MyHUIIMNAIBHBINA) WU
YKEJIE3HOJIOPOKHBIA apXUB YUYETHBIE CBEJCHUS 00 00beMe M COCTaBe
XpaHsAUMXCcd B ApXUBE JETCKOTO cajia JIOKYMEHTOB ApPXHUBHOIO
donma Poccuiickoit denepanuu U Ipyrux apXUBHBIX JTOKYMEHTOB B
COOTBETCTBHM C MOPSAKOM TOCYAApCTBEHHOIO ydeTa JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit deneparumu.

CucreMaTu3upyer W pasMmeniaeT JOKYMEHTBHI, IOCTYMAaIIUe Ha
XpaHeHHe B ApXHUB JETCKOro caja, OOpa3oBaBIIMECS B XOJ€
OCYILECTBJICHUS JEATEIbHOCTU JIETCKOTO CaJa.

Ocy1iecTBsieT MOJATOTOBKY U IPEACTABIISECT:

a) Ha pacCCMOTPEHHE U COTJIACOBAHUE IKCIEPTHON KOMUCCUU JETCKOTO
cajia OIMKCH JIeJI 10 JIMYHOMY COCTaBY, a TaK)K€ aKThl O BBIJACICHUU K



YHUYTOKEHUIO apXUBHBIX JTOKYMEHTOB, HE MOJJIEKAIINX XPAHEHUIO,
aKkThl 00 yTpaTe IOKYMEHTOB, aKThl O HEMCIPABUMBIX MOBPEKICHUIX
apXHUBHBIX IOKYMEHTOB;

0) Ha  YTBEpKIEHUE  HKCIEPTHO-NIPOBEPOYHOM  KOMHCCHHU
denepanbHOrO TOCYJAPCTBEHHOTO apXHBa WM YHOJTHOMOYEHHOTO
opraHa MCIOJIHUTEJIbHOM BiacTu cyobekTa Poccuiickoit denepannn B
chepe apxuBHoro naena (manee — OIIK apxuBHOrO yupexxaeHus)
OMUCH A€ MOCTOSHHOTO XPAHECHUS;

B) Ha cormacoBanuu e OIIK apXMBHOrO YyYpEKICHHUS WIH
roCyJlapCTBEHHOTO apxuBa cyObekTta Poccuiickoit ®enepanuu
(MyHULIMITAJILBHOTO ~ apXWBa) B Cllydae  HAJCJIEHHUS  €ro
COOTBETCTBYIOIIMMHU  MOJHOMOYMSIMU ONHUCH A€ IO JIMYHOMY
COCTaBY;

r) Ha cornacoBanue OIIK apxuBHOro yupexacHus 1581051
roCyJlapCTBEHHOTO apxuBa CcyObekTta Poccuiickoit ®enepanuu
(MyHULIMITAJILHOTO ~ apXWBa) B  CJIy4yae HAJCICHHUM S €ro
COOTBETCTBYIOIIMMHU MOJHOMOYUSMH aKThl 00 yTpaTe JTOKyMEHTOB,
aKThl O HEUCIIPABUMBIX MOBPEXKACHUSAX APXUBHBIX JTOKYMEHTOB;

) Ha YTBEPXKJICHHUE 3aBEIYIOUIEMY JETCKUM CaJlOM OINUCH Je
MIOCTOSTHHOTO XpaHEeHHsI, onruch BpeMeHHBIX (cBbime 10 set) cpokoB
XpaHEHHs, B TOM YHCJIE OIHCH JAEJ IO JIMYHOMY COCTaBy, aKThl O
BBIJICJICHUA K  YHUYTOKEHUIO  apXUBHBIX  JIOKYMEHTOB, HE
NOJJIeKAIIMX XPAaHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCITPaBUMBIX MTOBPEKICHUSIX apXUBHBIX JIOKYMEHTOB,
yTBepxAcHHble (corymacoBanHble) OIIK wmm  rocynapcTBeHHBIM
apxuBoM cyoObekTa Poccuiickoit deneparuu  (MyHULIUTATBEHBIM
apXuBOM) B  Cllyyae HAJEJEHHUs €ro  COOTBETCTBYIOLIUMU
MOJIHOMOYHSIMH.

7.6. Opranusyer 1mepemadyy JOKYMEHTOB ApxuBHOTO ¢oHIA
Poccuiickon ~ depepauun  Ha  NOCTOSSHHOE ~ XpPaHEHHE B
roCyapCTBEHHBIN (MyHHUIIUTIAIBHBIN) apXUB.

7.7. OpraHu3zyeT M MPOBOJUT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB
BpeMeHHbIX (cBbiie 10 neT) cpokoB XpaHeHUs, HaXOASIIUXCS Ha
XpaHEHUH B ApXHMBE JETCKOro caja, B LENsAX O0TOoOpa JOKYMEHTOB
I8 BKJIIOUYEHHsT B cocTaB ApxuBHoro Poccuiickoit deneparuu, a
TaKK€ BBISIBIICHUS JIOKYMEHTOB, HE MOJJIEXKAIUX JaJbHEeNIemMy
XPaHEHHUIO.

7.8. IlpoBomur MeponpusTHS MO OOECHEUYCHUIO COXPAaHHOCTH
JIOKYMEHTOB, HAXOSIIMUXCS HA XpaHEHUH B ApXUBE JETCKOTO Caja.
7.9. Opranusyetr wuHGOPMHUPOBAHWE PYKOBOJCTBA U PaOOTHUKOB
YUPEXKAECHUS O COCTABE U COJIEPKAHUM JOKYMEHTOB ApXHUBa JIETCKOIO
caja.



7.10. UadopmupyeTt mosb30BaTeIei 10 BOMPOCaM MECTOHAXOXKACHUS
apXMBHBIX JIOKYMEHTOB.

7.11. OpranusyeT BblIayy JOKYMEHTOB M Jel Mg paboThl B
NearorndyeckoM KabuHeTe WM BO BPEMEHHOE MOJIb30BAHHUE.

7.12. VcnomHsieT 3ampochl MOJIb30BaTeNeH, BBIJAET apXUBHBIE KOMTUU
JIOKYMEHTOB, ApXUBHBIE BHIMUCKUA U apXUBHBIE CIIPABKH.

7.13. Bexper yd4eT HCHOJB30BaHHS JOKYMEHTOB ApXHBa JIETCKOTO
caja.

7.14. Co3maer ¢QoHa mnosb30BaHUS ApXHBa JIE€TCKOrO cajla |
OpPraHU3yeT €ro UCIOIb30BaHHE.

7.15. OcyiecTBisieT BEACHHE CIPABOYHO-TIOMCKOBBIX CPEACTB K
JIOKyMeHTaM ApXuBa JIETCKOTO cajia.

7.16. VYyactByeT B pa3pabOTKe IOKyMEHTOB JETCKOTO caja IO
BOIIPOCAM apXHBHOTO JIEJIa U ETOMPOU3BOJICTBA.

7.17. Oxa3bpIBaeT METOJUYECKYIO TOMOIIIb:

a) cmoyx0e [enonpou3BOJCTBAa JETCKOTO cajJa B COCTaBJICHUU
HOMEHKJIATYpHI J1e]1, HOPMHUPOBAHUH U OPOPMIIEHUH JEIT;

0) pabOTHHMKAM JIETCKOIO Cajia B MOATOTOBKE IOKYMEHTOB K Iepeiaye
B ApXMB JIETCKOTO CaJa.

5. [IpaBa ApxuBa AeTCKOro caaa

8. ApXHB JETCKOTO cajia MMEET MPaBo:
a)  TPEACTaBIATH 3aBEIYIOIIEMY JETCKUM CaJoM MPEIJIOKEHUs II0
COBEpUICHCTBOBAHUIO OpPraHU3allMU XPAaHEHUS, KOMIUICKTOBAaHUS, y4eTa M
WCIIOJIb30BaHUs APXUBHBIX JOKYMEHTOB B ApXHBE JETCKOTO caja;
0) 3ampammBaTh y paOOTHHUKOB JETCKOI'O caja CBEIACHHUS, HEOOXOJIMMBIC
JUTsl paboThl ApXHBa IE€TCKOTO Cajia;
B) JlaBaTh PEKOMEHJAlUM pPaOOTHUKAM JIETCKOTO caja MO BOIpOCaM,
OTHOCSIIIIUMCS K KOMIIETEHIIMM ApPXUBA JIETCKOTO CaJa;
r)  uHopmMupoBaTh PAOOTHHUKOB JETCKOTO caja O HeoOXOAUMOCTH
nepesayum  JIOKYMEHTOB B ApXHUB JETCKOTO cajla B COOTBETCTBUHM C
YTBEPKIECHHBIM IrpaduKoMm;
1)  NOpUHMMATh Yy4yacTue B 3acedaHud  LleHTpalibHOM »KCHepTHO-
NpoBepoUYHO Komuccuu npu DenepanbHOM apXuBHOM areHtcTBe, JIIK
apXUBHOTO YUPEIKICHHUS.
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