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(TBYK JIO «MMK «Jlopora sKu3Hmu»)
I. OGIIIME ITOJIOXKEHUA

1.1 Tlonoxkenue o6 apxuBe ['0CYZapCTBEHHOrO OFOIDKETHOTO YHUPEKICHHST
KyIbTyphl JIEHHHrpajckoi obnacTu «My3eiHO-MEMOPHAIbHEIA  KOMIUIEKC
«Jlopora sxusHm» (mamee - IlomoxkeHwe) pa3paboTaHO B COOTBETCTBHH C
[IpuMepHBIM TIOJIOXEHNEeM 00 apXwBe OpraHU3alMM, YTBEPKACHHBIM IPUKA3OM
®denepanbHOro apxuBHoro arenTcta oT 11.04.2018 Ne 42 (B pemaxmuu IIpukasza
®deepanbHOro apxuBHOro areurcrsa ot 10.11.2023 Ne 121).

1.2 ApxuB [ocymapcTBEHHOrO OHODKETHOTO  YIPEXKNCHUS —KyJbTyphl
JlenuHrpazickoil obnacti «My3elHO-MeMOPHAIBHBIN KOMILTEKC «Jlopora >XHU3HI»
(mamee — ApXWB) CO3[aeTcsa B COCTaBe OTZAENa KaIpOBOTO U JOKyMCHTAIMOHHOI'O
obecrieyeHus, OCYIIECTBIISIONIETO XpaHeHHWe, KOMIUIEKTOBaHHEe, YYET H
HCIIOJB30BAHME JOKYMEHTOB ApPXHBHOTO donma Poccuiickon ®denepanu,
JIOKyMEHTOB BpeMeHHBIX (cBBINIEe 10 JieT) CPOKOB XpaHEHWsd, B TOM HHCIC IIO
JIAYHOMY COCTaBy, 0OOpasOBaBIIMECS B IESTEIBHOCTH YUPSXKICHMUS, a TakKe
TIOATOTOBKY JOKyMEHTOB™ K IlepeJlaye Ha TOCYJAPCTBEHHOC XpaHCHHE B
rOCyJapCTBEHHOE  Ka3€HHOe  yUpeXIeHHUe «JleguHrpagckuii  0OIACTHOM
rocyapCcTBEeHHBIH apxuB B I. BeiGoprey (naee - 'KY JIOI'AB).

DyHKIMA BEACHUSA apXWBa BO3JIAratoTCA IPUKa30M VupexneHus Ha JIHIO,
OTBETCTBEHHOE 3a BeleHMe ApxuBa — HaJalbHHKa OTAEIa KaapoBOIO H
JOKYMEHTAIIMOHHOTO 00eCIIeYeHus.

1.3 TocymapCTBeHHOE OIOJKETHOE YUPSKACHHE KYyIBTYPBI JIeHUHTpaICKOA
obmactu «My3elHO-MeMOPHATBHBIN KOMILIEKC «Jlopora XKU3HI» (mamee - I'BYK
JIO «MMK «Jlopora >xm3HW», YUpexueHHe) pa3pabaTbIBacT [Monoxenue
COTJIACOBBIBAET €ro ¢ DKCIEPTHO-TIPOBEPOYHON METOANYECKOU KoMHcCcHer (naiee

_ 3TIMK) TKY JIOT'AB.

IMocite corjacoBaHus MOJoOXKeHHe 00 ApXHBE YTBEPXKAACTCA IHPEKTOPOM
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I'BYK JIO «MMK «/lopora »)u3Hm».

1.4. JIokyMeHTBl YUpeXIeHUsA, OTHECEHHbIC B YCTAHOBJIICHHOM IODAIKE K
cocraBy ApxwsHoro ¢onma Poccuiickonn @Delepanuu, MOMJISKAT Nepelade Ha
rocynapctBenHoe xpaneHne B ['KY JIOI'AB, HWCTOYHHKOM KOMILICKTOBAHUA
KOTOPOT'O BBICTYHIAET YUpEeKIECHHE.

Jlo mepenadu Ha TOCYJapCTBEHHOE XPaHEHHWE 3TH JOKYMEHTHI BPEMEHHO, B
teuenue 10 net, ycraHoBieHHBIX DenepaibHbIM 3akoHOM OoT 22.10.2004 Ne 125-
®3 «O6 apxuBHOM Jienie B Poccutickoit @enepaliimy» XpaHsTcs B Y UPEIKICHUM.

Bce paboThl, CBSI3aHHBIE C MOITOTOBKOW, TPAHCIOPTUPOBKOM M Iepenaven
apxXMBHBIX JIOKYMEHTOB IpaBolpeeMHuKy H Ha xpanenume B I'KY JIOI'AB,
IPOU3BOISTCS CUJIAMU U 32 CUeT Y UpEKICHUS.

3a yTpaTy W mopuy IOKyMEHTOB, a TaKKe HapyIlleHHWEe TPaBUIl XPaHCHUS
KOMIIJIEKTOBAHMS, yUeTa U UCIIOIh30BaHUS apXUBHBIX JOKYMEHTOB, OTHECEHHBIX K
cocraBy ApxumBHOro ¢onma Poccuiickori @enepaivy, IODKHOCTHBIE JIMIA
YUpEkKIEHUS] HECYT OTBETCTBEHHOCTh B COOTBETCTBUM CO CT. 27 (MDesepalbHOIO
3akoHa oT 22 okTsa6ps 2004 roma Ne 125-®3 «O6 apxuBHOM gene B Poccuitckoit
Denepaniimy.

1.5. Jlas opraHu3aiyy ¥ IpOBefeHus paboThl IO SKCIEepPTH3e IEHHOCTH
JIOKyMEHTOB apXMBa CO3/IAeTCs KCIepTHAst Komuccus Yupexaenus (nanee — 9K).

1.6. ApxuB VYupexIeHHs pyKOBOACTBYETCS B CBOCH JCATEIBHOCTH
3aKOHOAATENLCTBOM Poccuiickoit dDenepanuv, HOPMATUBHEIMU IIPaBOBBIMU
aKkTaMd [0 apXWBHOMY Jielly, IpUKa3aMH, YKasaHUsSMU  BBILICCTOSIINUX
OpraHu3anuii, NpuKa3aMd PyKOBOIMTENS YUPEXKICHUsI, NMpaBUIaMU U IPYyTUMU
HOPMaTUBHO-METOJIMYECKUMHU  JIOKyMEHTaMHU ®denepanibHOIO apXUBHOTO
areHTCTBa, METOANYECKUMU TOKyMEHTaMH APXUBHOTO yIIpaBIeHUs
JleruHrpacKoi 0651acTh U HACTOSIIUM II0JI0KEHHEM.

1.7. B cnydae peopraHu3allii YUpeXKIEHHUS apXUBHbBIE JOKYMEHTBI, CPOKHU
XpaHeHHUsl KOTOPBIX HE WCTEKIH, IepellaloTCs Ha XpaHeHWe OpraHu3aluu -
IIPABOIIPEEMHUKY. B cilydae JUKBUIALUMK YUYPEXKICHUs apXUBHBIC TOKYMEHTBI B
YIIOPSIOYEHHOM COCTOSIHUH OCTyTatoT Ha xpanenue B 'KV JIOI'AB.

1.8. Apxus paboTaeT 1O IUIAHAM YTBEPKIAEMBIM  PyKOBOJICTBOM
VupexaeHnus, U OTYUTHIBAETCS IIepel] HUM O CBOeH padore.

1.9. KouTpoib 3a MAesTeIbHOCTHIO ApXHBa OCYIIECTBISIET PYKOBOJICTBO
YupexaeHus.

1.10. OpraHu3allMOHHO-METOANYECKYI0 IIOMOIIb YUPEXKIECHHIO OKa3bIBaeT
I'KY JIOI' AB, ApxuBHoe yrpaBieHue JICHHHIpaacKkoll 001acTy.

II. COCTAB JTOKYMEHTOB APXHMBA

ApxuB YupexIeHUs XPaHUT:

2.1 JOKyMeHTHI IIOCTOSIHHOTO W BpeMeHHBIX (cBeime 10 5eT) Ccpokxos
XpaHEeHHUs, B TOM YHCIE JOKyMEHTHI IO JIMTYHOMY COCTaBy, 00Opa3oBaBIIMECS B
JEATEIIBHOCTU Y UPEKICHUS;

2.2 apxuBHBIE (OH/IBI IAYHOI'O IIPOUCXOKICHHS,

2.3 Hay4YHO-CIIPaBOYHEIN anmapat K JoKyMeHTaM ApXuBa.
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I11. 3AJIAYU APXHUBA

K 3amagam ApxuBa OTHOCSTCS:

3.1 oprammzaius XpaHEHHUs JOKYMEHTOB, COCTaB KOTOPBIX IPEAyCMOTPEH
pasgenom 11 HacTosmero Ionoxenus;

3.2 koMIUleKTOoBaHuMe ApxuBa JOKYMEHTaMHu, OOpa30BaBIIUMHUCSH B
JEeITEIIBHOCTH Y UpEeXKICHUS;

3.3 yueT JOKyMEHTOB, HaXOIAIIUXCS Ha XpaHCHUHU B Apxuse;

3.4 UCTIONB30BAHUE JOKYMEHTOB, HAXOJIIIUXCSA Ha XPAHEHUH B APXUBE;

3.5 OAroTOBKA M CBOEBPEMEHHas Iiepeada TOKyMEHTOB IIOCTOSHHOIO CpoKa
XpaHeHus, OOpa30BaBILIUXCS B [EITEIBHOCTH VupexxneHuss Ha IIOCTOSHHOE
xpanenue B ' KY JIOI'AB;

3.6 MeToaMdYecKoe pPYKOBOICTBO W KOHTPOIb 3a (OPMHUPOBAHHEM U
opopMieHreM Jel B  CTPYKTYPHBIX  TOJPa3NCICHHAX YupexneHus H
CBOEBpPEMEHHOI Iepeadeil ux B ApXuB.

IV. DYHKIIUU APXUBA

ApXUB OCYIIECTBILSIET Cleyomue QyHKINUK:

4.1 OpraHu3yeT IpUeM JTOKYMEHTOB IIOCTOSHHOTO U BpeMeHHbIX (cBbiure 10
JleT) CPOKOB XpaHEHWs, B TOM 4HCJE II0 JUYHOMY COCTaBy, 00pa3OBABIIMXCS B
IeSTeIbHOCTH YUpeXXIeHus, He paHee 4eM 4epe3 IO/l M He MMO3Hee YeM 4epe3 TpH
roja IIOCIE 3aBepIleHds WX [AeJIONPOM3BOACTBOM, B COOTBETCTBHM C
YTBEPIKICHHBIM I'Pa(QUKOM.

4.2 Benmer ydyeT IOKYMEHTOB X (OHJIIOB, HaxOJAIIMXCS Ha XPaHCHWU B
Apxuse;

4.3 TTonrorapmusaeT u npejacraBiseT B [ KY JIOI'AB ydeTHble cBeCHU 00
06beMe ¥ COCTaBe XpAHAIIUXCS B apXWBe JOKYMEHTOB ApXHBHOro (oHa
Poccuiickoit @enepaliui U APYTUX apXMBHBIX TOKYMEHTOB, 00Opa30BaBIIUXCS B
NeSITeTbHOCTH Y UPEKIEHHsST B COOTBETCTBUU IIOPSAIKOM TOCYApPCTBEHHOIO y4eTa
IOKyMeHTOB ApxuBHoro ponna Poccuiickoit Penepaiuu (acopT apxuBa);

4.4 CucteMaTusupyeT U pa3MeliaeT JOKyMEHTEI, IIOCTYaloNie Ha XpaHCHUEe
B ApXuB, 00Pa30BABIINECS B X0/ OCYIIECTBICHUS NEATENLHOCTH Y UPEKICHN;

4.5 Ocy1iecTBiseT MOATOTOBKY U IIPEACTABIISCT!

a) Ha paccMoTpeHue u coriacoBanne DK YupexneHus IpoeKThl Onucei 1ed,
JIOKyMEHTOB ITOCTOSIHHOTO ¥ BpeMeHHBIX (CBbIIEe 10 J€T) CPOKOB XpaHEHUS, B TOM
ypciae IO JIMYHOMY COCTaBy, IPOEKTHI aKTOB O BBLIIEIEHWH K yHHYTOXCHHIO
apXMBHBIX JIOKYMEHTOB, He IOIEXKAINNX XPAHEHHMIO, aKTOB O HEOOHApPYKeHUH
ApXUBHBIX JOKYMEHTOB, IIyTH PO3bICKA KOTOPBIX HCYepIaHBl, aKTOB O
HEWCIIPABUMbIX IIOBPEKIEHUSIX apXUBHBIX JOKYMEHTOB, MPOEKTHl I[IePeYHeH
IPOEKTOB/0OBEKTOB, MpoOIeM/TeM, Hay4YHO-TEXHWYECKas JOKyMEHTalHs IIO
KOTODPBIM ITOJICKUT TIepelaue Ha OCTOSHHOE XpaHCHHUE;

6) B 'KV JIOTAB Ha yTBep)XIEeHHE SKCIEPTHO-IIPOBEPOYHON KOMHCCUM
(mamee — DIIK) ApxuBHOro ympapiaeHHS JIEHWHIPajCKOH OOIAaCTH IPOCKTEI
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ommuceil jies, JOKyMEHTOB (IOZOBBIE Paslelibl); MPOCKTBI aKTOB O BBIASICHHH K
VHUYTOXKEHHIO apXMBHBIX JOKYMEHTOB, HE IOJNEeKAIUX XPaHCHUIO, aKThl O
HeoGHApYKEHUH JTOKyMeHTOB ApxuBHOro ¢onzaa Pocculickorn Deneparui, IyTd
pO3BICKA KOTOPBIX HCYEpPIAHBI, AaKThl O HEHCIPABUMBIX IIOBPEKICHHIX
nokymeHnToB ApxuBHoro Qonzpa Poccuiickoii Denepalyd, MPOEKTEI nepeyHent
IPOEKTOB/OOBEKTOB, IpOOIeM/TeM, HayYHO-TEXHHYECKas NOKyMEHTalus IIO
KOTOPBIM TIOJISKUT IIepeiade Ha IOCTOSHHOE XpaHeHHE.

B) Ha YTBEPXKICHHE IHUPEKTOPY YUPEKIeHHs IOKYMEHTBI, YKa3aHHBIC B
nozTyHKTe "6" HACTOAIIETo TOAINYHKTa, ocie uX yTeepxaenus JIIK ApXuBHOTO
ynpasierus JIeHMHTpaicKoi 00macTH;

4.6 opraHm3yeT Tepenady JAOKyMeHTOB ApxuBHOro Qonpa Poccuiicko#
denepanyy, 0Opa3sOBABIIMXCS B JEATENBHOCTH YUYPEXKICHUS, HA IOCTOSHHOS
xpanenne B ' KY JIOT'AB;

4.7 opraHusyeT W ITPOBOJUT KCIEPTU3Y LIEHHOCTH HOKYMEHTOB BPEMEHHbIX
(cBbimre 10 J1eT) CPOKOB XpaHEHHs, HAXOMAIIUXCs Ha XPaHEHNH B APXUBE B IEISX
oT6opa JOKyMEHTOB sl BKIIOUEHHUs] B cocTaB ApxusHOro ¢omma Poccuiickon
Depepallii, a TaKKe BBISBICHHS MOKYMEHTOB, HE MOJUIEXKAIIUX JallbHEHIIEMY
XpaHEeHUIO;

4.8 TPOBOJUT MEPOIPHATHS MO OOECHEYEHUIO COXPAHHOCTH IOKYMEHTOB,
HAXOSIINXCS HA XpaHeHUU B APXUBE;

4.9 opraHU3yeT UCIONb30BaHNE TOKYMEHTOB, HaXO/SIIUXCS B APXUBe!

- rHpOPMHUpYET MOJIb30BaTeNell Mo BOIPOCaM MECTOHAXOXKJCHUS apXUBHBIX
JIOKyMEHTOB;

- uH(GOPMHUPYET PYKOBOJACTBO U PAOOTHHKOB YUPESIKACHHUS O COCTaBE U
COJIEPKaHUU JOKYMEHTOB APXUBA;

- BBIJAET B YCTAHOBIEHHOM MOpSAKE Jejla, MTOKyMEHTBI HIH KOIHMHU
JOKYMEHTOB B IEJAX CIy)KeOHOrO ¥ HAaydHOrO HCIIONb30BAaHMs sl paboThl B
HOMeIleHHH ApXUBa UM BO BpEMEHHOE I10JIb30BaHUC;

- BeJIeT y4eT UCIIONIL30BaHusI JOKYMEHTOB, XPaHAIIUXCS B APXUBE;

- OCYILIECTBISET BEIEHWE CIIPABOYHO-IIOUCKOBBIX CPEACTB K IOKYyMEHTaM
ApxuBa;

4.10. ygacTByeT B pa3pabOTKe JOKYMEHTOB YUYPEKICHHs IO BOIPOCaM
ApXUBHOTO JIeJla U JeIONPOU3BOJICTRA.

4.11 Oxa3pIBa€T METOJUYECKYIO IIOMOIII:

a) B COCTAaBJIEHMH HOMEHKIIATYPBI e, GOPMUPOBAHUK U O)OPMIICHUH JETT;

6) CTPYKTYpHBIM TIOApa3AeIeHUsIM U PAOOTHUKAM YUPEeKACHUS B IOJrOTOBKE
JIOKYMEHTOB K Iiepefiade B APXHUB.

5. TPABA APXUBA

ApXuB UMeET IPaBo:.

5.1 3ampammBaTh B CTPYKTYPHBIX HOAPA3JENEHHUSIX YUPEKICHUS CBEICHUS,
HeoOXOIUMBIe TS paOoThl ApXUBA;

5.2 71aBaTh PEKOMEHJAIMH CTPYKTYPHBIM IIOJpa3IENeHHsIM YUpEKICHUS 110
BOIIPOCAM, OTHOCSIIUMCS K KOMIIETEHIIMH APXUBa;
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5.3 uuHdopMUpPOBATHE CTIPYKTYpHBIE IOAPA3ACICHUA VYupexneHuss O
HEOOXOMMMOCTH —Iepefadyd JOKyMEHTOB B ApPXWB B  COOTBETCTBHH C
YTBEPKICHHBIM I'Pa(UKOM;

5.4. OpencTaBIsATh ~ PYKOBOACTBY — YUPEKIACHHWs — TPSATOXKCHHUS IO
COBEPINIEHCTBOBAHMIO OpraHW3alliy XpaHEHWsI, KOMIIJICKTOBAHHUA, Yy4eTa U
MCITOJIb30BaHUsI ApPXUBHBIX JIOKYMEHTOB,

5.5. mpuHMMaTh ydacthe B 3acemaHuax OIIK ApXUBHOTO yNpaBlIeHUS
JlenmHTpaCKOM 00JIACTH.
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