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['KY PX «HauuonanbHBIH apxuB»
ot « £7» A4 20 47 1. No SF-+

ITPABUJIA
padoTel NOJIb30BaTECH B YHTAJILHOM 3aJ1e
[locyraperBennoro kaseHnoro yupesaenusi Pecnyoaukn Xakacus
«HaunoHanbHbII apxXuB»

I. O6mmue nonoxkenus

1.1. Hacrosiune npasuia (nanee - [Ipasuna) paspaboratsl B cooTBeTCTBHH ¢ DeepalbHbIM
3akoHoM 0T 22.10.2004 Ne 125-®3 «O6 apxusHom sene B Poccuiickoii ®enepanun» (Cobpanne
3akoHoAatebCTBa Poccniickoit @enepaunn 2004, Ne 43, ¢1.4169; 2006, Ne 50, ¢1.5280; 2007, No
49, ¢1.6079; 2008, Ne 20, ¢1.2253; 2010, Ne 19, ¢1.2291, Ne 31, ¢1.4196; 2013, No 7, c1.611; 2014,
Ne 40, ¢1.5320: 2015, Ne 48, ¢1.6723; 2016, Ne 10, ¢1.1317, Ne 22, ¢1.3097; 2017, Ne 25, ¢T1.3596),
[lpaBuraMy OpraHu3audy XpaHEeHHs, KOMIUICKTOBAHMS, Y4eTa W MCIOb30BAHHS JOKYMEHTOB
ApxusHoro ¢onzaa Poccuiickoit Geaepauin i ApYruxX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX
H MYHHLMIATLHBIX apXHBaX, My3eaX U Oubimorekax, opranusanusx Poccuiickoit akaneMun Hayk,
YTBEPIKACHHBIMH MpPHKa30M MHHHCTEpCTBA KyIbTYPBl H MAacCOBBIX KOMMYHHKaimii Poccuiickoit
OGenepauuu ot 18.01.2007 Ne 19  (3apermctpuposan  Munroctom Pocemu  06.03.2007,
peructpannonnsiid Ne 9059), npuxazom PenepansHoro apxusnoro aredrersa ot 01.09.2017 Ne 143
«O6 yreepikaenun [lopsaka MCmonb30Banus apXHBHBIX JOKYMEHTOB B rOCYJapCTBEHHBIX H
MYHHIHNATbHBIX apXxuBax Poccuiickoit @Penepaunu» W peryidpyeT OTHOLIEHHS B YaCTH
OopraHuv3aluvy paﬁOTbI [OJIL30BATENIEH B YMTAJBLHBIX 3a/1aX I'OCY/IapCTBEHHEIX H MYHHIHITAIBHBIX
ApXHBOB,

1.2. TlpaBuna periamMeHTHPYIOT OpraHu3aUmio paGoThl MMOJB30BaTENel ¢ JOKYMEHTaMH
ApxuBrHoro ¢ouna Poccuiickoii Dejiepaitid M JPYrUMHM  APXHBHBIMHM  JOKYMEHTAMH, He
COCPXKAIMMH CBCACHHS, COCTABINSIOIIME TOCYIapCTBEHHYIO TallHY (Aajiee - mena, JOKYMEHTEI),
CIPABOYHO-MOMCKOBBIMH  CPEACTBAMH K HHM M HaXOJAIIMMHCS Ha XpaHEHHH B Hay4HO-
CTIPaBOYHOM OHO/IMOTEKe apXuBa INEYATHBIMH W3JAHHAMH (Jajee - NeuyaTHble W3JaHHS) B
untaabHoM 3ane I'KY PX «Haunonaneneiit apxusy (nanee — Apxus).

1.3. Tlone3oBarenn o00nazal0T paBHBIMH [paBAMH HAa H3ydeHHe Jejl, JOKYMEHTOB,
HAXO/IIMXCS HA XPaHEHHH B APXMBE, CIIPABOYHO-IIOUCKOBBIX CPEJICTB K HUM, [1€YATHBIX H3/1aHHi
B COOTBETCTBHH € 3aKoHoOAaTeIbeTBOM Poccniickoit @eneparuy,

1.4. Pacriopsiziok paboThl 4MTATBHOrO 3a/1a APXHBa YCTAHABIMBAETCS MPHKA30M AHPEKTOPA |
B CHJIy IIPOH3BOJICTBEHHO HeoOXoaumocTi MoxkeT ObITh n3meneH ([Tpunoxenne Ne 1).

I1. Topsinok oopmiaennst nponycka MoIb30BaATENSI B YUHTAIbHBII 32,1

2.1. Tonb3osarens jomyckaercst s paboThl B YMTAJIbHbIH 3a] HA OCHOBAHHH JIMYHOIO
3asdBJICHUA MJIM MMCbMa HANpPABHBILCTO €O OPraHa WM OPraHH3alMH, B KOTOPBIX YKa3bIBAIOTCS
(hamuiMs, UMs, OTYECTBO MOJB30BATENs, MeCTO paboThl (Y4eObl) M HOIKHOCT (MpH HAIHYHH),
YUCHOC 3BaHHE M y4eHas CTENeHb (IIPH HAIMYMHK), TeMa, XPOHOJOIHYECKHE PAMKH M Lelh
HCCIIEI0BAHUS.

2.2. lna odopmieHns I0MycKa W BbLAAUM MPOIycKa IUls paboTel B YMTAIBLHOM 3ae
[10/1b30BATEC/Ib 3AI10JIHAET aHKeTy pekomeH10BanHoro obpasua (IIpunoxenue Ne 2). ITonb3oBaress
snakomutes ¢ llpaBunammu, OpeABABIAET  COTPYAHHMKY UMTANBLHOTO 3aJa  JOKYMEHT,
YIAOCTOBEPAIOIIMH JIMYHOCTB, U JIa€T NUCbMEHHOE coriiacie Ha 06paGoTKY MepCOHANBHBIX JAHHBIX
(ITpunoxenne Ne 3). ITonb3oBaTenb, HE JIOCTHIIINN COBEPIIEHHOJIETHS, JoycKaercs Juist paboThl



B YMTQIbHBIH 32/l ¢ OJHAM W3 POJAMTENEH HIM JIPYrHM 3aKOHHBIM IPEICTABHTENEM, HECYIHM
OTBETCTBCHHOCTb  3a  coOmosenue  [IpaBui  HECOBEPUIEHHONETHHM  [0JIB30BATE/ICM.
ConpoBoskaaiolue 1nua (B TOM 4YHCIE 3aAKOHHbIE MPEJCTABUTENH, NEPEBONYHKH H apyrue
IIOMOIIHHKH, JIMIA, COIPOBOX/IAIOIIME [10/b30BaTENsi C OrPaHMYEHHBIMH BO3MOXKHOCTSIMH
3710POBbS) JOMYCKAIOTCA B YHTAIBHBIN 3a1 ApXMBa Ha OCHOBAHHMM 3aNoMHEHHOH AHKeTHl H
MIHCbMEHHOTO COracHs Ha 06paboTKy MepcoHaTbHBIX JaHHBIX.

2.3. INonb30Bareio Ha OCHOBAHWH 3asIBJCHHS WM THCHMA HANPABMBLIEH ero OpraHu3aiuu
H 3aMOTHCHHOH aHKETBI 0QOPMIISETCS MPOMYCK JUI paboTE B YHTATEHOM 3ane, NeHCTBYIOLIHI B
TeYCHHE KaJI€HIapHOIO roja co JHs BBLIAYH.

2.4. Cpok paboThl B UHTATEHOM 3alle POJUIEBACTCH aPXMBOM 110 3aSBIEHHUIO TOTh30BATEIS
WM MHCBMY HamnpaBuBLICH ero opranusauuu. [lpomnenue cpoka paGoTel nosb30BaTeNs B
HHTAIPHOM 3471 OCYLISCTBISETCS B OPSKe, NPeAyCMOTPEHHOM MyHKTOM 2.3 [Tpasuu.

I loetyn mosib3oBaTesi K j1e1am, 10KyMeHTaM, CIPABOYHO-IIOHCKOBBIM Cpe/ACTBAM K HHM,
NeYATHBIM H3AAHUAM

3.1. llomb3oBaTemo npegocTaBIsIeTCs MOCTYN K JAemaM, JIOKYMEHTaM, CIIPaBOYHO-
IIOMCKOBBIM CPEJICTBAM K HHM, NEYaTHbIM M3/[@HHAM C YY4ETOM OIpPaHMYEHHil, YCTAHOBIEHHBIX
3akoHoaareabCcTBOM Poceuiickoii Menepauun.

3.2. llonb3oBarenio npenocTaBisercs AOCTYN K Je7aM, JOKYMEHTaM, CIIPaBOYHO-
[TOMCKOBBIM CPEJICTBAM K HUM, I1€YaTHBIM H3/IaHUAM OIPAHHYEHHOIO JI0CTYIA:

3.2.1.  comepkaliiM CBENEHHS, COCTAB/ISIOLIHE OXpaHACMYIO0  3aKOHOJATe/IbCTBOM
Poccuiickoit ®enepaunn TaliHy, npH yCTOBHM COOMIONEHMS TMOMb30BATENEM TpedoBaHuil u
OIpaHUYEHHH, YCTAHOBJIEHHBIX 3aKOHO/1aTeILCTBOM Poccuiickoit Denepanun;

3.2.2. AMEIOUIMM MOMETY «IIs CIYKEGHOTO MOJIb30BAHMS NpH HAJIMYHUH MHCBMEHHOTO
paspeluenns oT ponmoodpasosaress (npaBonpeeMHHKA);

3.2.3. coxeprkaiuM CBeGHMS O JMMHOH M CeMelHOi TaiiHe rpakIaHHHA, €r0 YAaCTHOM
KU3HH, a TAKIKC CBCACHHUS, CO3JAIOLIME Yrpo3y A ero 0e30MmacHOCTH, 10 HCTeueHus 75 JeT co
AHs CO3/IaHUsT TOKYMEHTA, €CJIH M0/Ib30BaTelb:

- SBIAETCS  CYOBEKTOM YKa3aHHBIX CBEJCHHMI] - HA OCHOBAHHH COOTBETCTBYIOLIETO
3asB/ICHHS [IPH MPEABABICHUH JTOKYMEHTOB, YIOCTOBEPAIOMIMX JTUYHOCTD;

- ABJACTCA HACICAHHKOM I10 3aKOHY - HA OCHOBAaHHHM COOTBETCTBYIOIUETO 3asABIEHHS MPH
IPCABABICHHHN JIOKYMEHTOB, y/I0CTOBEPSIOIIMX JIHYHOCTE U MOITBEPIKIAIONIHX POJICTBO;

- ABIACTCA HACJICIHUKOM M0 3aBCLIAHHMIO - HA OCHOBAHUH COOTBETCTBYIOLIETO 3asBICHHS
pi NPEABABICHUM  [IOKYMEHTOB.,  yIOCTOBEPSIOLIHX JHYHOCTh, @ TaKkke JOKYMEHTOB,
HOATBEPHKAQIONIMX  TIpaBO  HAC/IE/I0BAHMS, C YKA3aHHEM HA COOTBETCTBYIOIMI 1OCTYN K
YKd3aHHBIM JI€J1aM, JIOKYMEHTaM;

- HMECT COIIacHe rpakIaHuHa UK ero HacleIHHKOB Ha J0CTYI K YKa3aHHBIM CBEICHHUSIM -
Ha OCHOBAHHH COOTBETCTBYIOUIEIO 3asB/ICHNMS TIPH [IPE/IbABIECHUH JIOKYMEHTOB, Y10CTOBEPSIONIHX
IHYHOCTD, @ TAKKC JOBCPCHHOCTH OT TpakIAaHWHA MM €ro HACIeIHHKOB, YIOCTOBEPEHHOH B
HOPAAKE, yCTAHOBICHHOM 3aKOHOaTebCTBOM Poccuiickoii Menepannu, moaTsepkaaromeii mpaso
[IPEJICTABIIATE MHTEPECH] JOBEPUTEITS.

3.3. Jloctyn monb3oBatenst K AelaMm, AOKYMEHTaM, CIIPABOYHO-MIOMCKOBBIM CpeaACTBaM K
HAM, [I€YaTHBIM H3JaHHUSAM, [EPeJaHHBIM [0 JOTOBOPY B AapXHB COOCTBEHHHKAMH HIIH
BIQNCJbIAMH,  YCTAHOBWBIIMUMH OIPAHWYCHHs HA JOCTYN K HHMM, OCYILIECTBISETCS IIpH
[PCABABACHHH ITHCBMCHHOTO pa3penIeHus 0T COOCTBEHHHKA UIIH BIIAIeIbIIA.

3.4. Jloctyn moap3oBaTenst K AelaM. I0OKyMEHTAM, CIPABOYHO-TOUCKOBBIM CpeacTBaM K
HAM,  TICHATHBIM  H3J/IaHUSAM, HA KOTOpBIE pPAClpOCTPAHSETCS JEHCTBHE 3aKOHOJATEIbCTBA
Poccuiickoit ®eepauin 06 HHTEAIEKTYaTbHON COGCTBEHHOCTH. OCYUICCTBIIAETCS C YUYETOM
TpeboBanmil 3aK0HOAaTeNbCTBA Poccuiickoit Dezepaunn 00 HHTEIIEKTYaTbHOH COGCTBEHHOCTH.

3.5. Tloap3osatesnio, sSBAAIOLIEMYCS [IpECTABHTE/IEM (ponnoobpaszosarenss uiam ero
HpaBONPECMHUKA, OPraHOB rOCYAapCTBEHHOMH BAACTH H HHBIX FOCYIAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO camoynpaB/ieHus, 10CTYN K JieaM, J0KyMEHTaM, CIPaBOYHO-MOUCKOBBIM CPEACTBaM K



HHM, [€YaTHbIM HM3/laHUSIM OIPAHHYEHHOTO JIOCTYIIA MPEJAOCTABISETCS B IIpeaelax MCIOIHEHUS
CIY)KEOHBIX ~ 00S3aHHOCTEH 10 MOTHBHPOBAHHOMY [HCHMEHHOMY OOpAleHHIO opraHa,
OpraHu3aliH, YbHUM MPEACTABUTEIEM OH SBIIAETCS.

3.6. TloMHHMKKM apXMBHBIX JleJl, JOKYMEHTOB, II€YaTHBlEe H3JaHHS HE BBUIAIOTCS B
cayyasx:

- BLIMOJTHEHHS  CAY)KeOHBIX  3alaHMil  COTPYAHMKAMH apXMBa C HCIOIB30BAHHEM
3aTpeQOBaHHBIX [10/1b30BaTE/IEM JIeJl, IOKYMEHTOB, [e4aTHBIX H3/IaHUii, IPH 3TOM CPOK, B TEYEHHE
KOTOpOro Takue Je/1a, JOKYMEHTBI, eYaTHbIC U3aHUs He BBLIAIOTCS, HE MOXKET MpeBbiars 120
pabounX QHedH co JHs 3aKa3a X [0Jb30BaTeleM;

- BblIA4H  JIeJ, JIOKYMEHTOB, [I€YaTHhIX HM3JaHHil BO BPEMEHHOE I[10Jb30BaHHE
IOPHAMYCCKHM M (U3MYECKHM JulaM - (onaoobpazoBaTesM, HX NPaBONPEeMHHKAM MIH [0
3anpocaM OpraHoB roCyJapCTBEHHOH BIACTH M HHBIX TOCYJapCTBEHHBIX OPraHOB, OPraHoB
MECTHOI'0 CaMOylpaBjeHHs, MPH 3TOM CPOK, B TEYEHHE KOTOPOIO TaKue Jieja, MOKYMEHTE,
NeYaTHbIC U3aHUS HE BBLAAIOTCS. HE MOXKET MPEeBLIIATH CPOKA, YKA3aHHOrO B aKTe O BbIJAUe BO
BPEMEHHOE [10JIb30BaAHUE TAKHX [, 10KYMEHTOB, [IeYaTHBIX U31aHUH;

- OKCIIOHMPOBAHUS JIe]l, JIOKYMEHTOB, MeYaTHbIX M3/1aHuil Ha BBICTABKE, [IPH 3TOM CpPOK, B
TCUYCHHUEC KOTOPOro TaKHE JeNa, NOKYMEHTBI, IeYaTHbIC H3JaHWsS HE BBIIAIOTCS, HE MOMKET
NpeBLILIATE CPOKA MX BBLAAYM M3 apXHBOXPAHHJIMILA, ONpPEAENeHHOr0 PaclopsAUTEIbHBIM
JIOKYMEHTOM Ha NMPOBEJIEHUE BHICTABKHU;

- BBIIAYH JIe], JOKYMCHTOB, MEYATHRIX H3AaHUH APYroMy IMoJb30BaTeIi0 B YHTAILHBIH 347,
[IPH 3TOM CPOK, B TE€YEHHUE KOTOPOTrO TAKHe [ena, J0KYMEHTHI, eYaTHbIE H3JaHus He BbIJAIOTCH,
HE MOJKET IPEBLINIATH 40 paﬁoq}{x JIHEH CO JIHs 3aKa3a UX I0JIL30BATEeIEM.

3.7. B cnyuae napymenus nomb3osateneM noanyukros 4.2.5, 4.2.6, 4.2.9, 4.2.12, 4.2.19
[IpaBnn MOMMHHMKH ApXMBHBIX JIel, JOKYMEHTOB, CIPABOYHO-TIOMCKOBBIX CPEICTB K HHM,
MEYaTHBIX M3/IaHWH T0JIb30BATENII0 HE BLIIAIOTCA C JaThl I110JIda4d apXHBOM 3asiBIeHHS 00
aIMHHHCTPATHBHOM MPABOHAPYIICHHH THOO 3asBICHHA O MPECTYIICHHH 110 (aKTy COBEpIISHHS
T0/IB30BATE/IEM YKA3aHHBIX B HACTOSILIEM MYHKTE HAPYIEHHUH U 0 JaThl BCTYIUIEHUS B 3aKOHHYIO
CHJIy TOCTAHOBICHHS M0 Jei1y 00 aJMHHHCTPATHBHOM I[1PaBOHAPYIIEHHH JMO0 BBIHECEHHS
petienus 00 oTKase B Bo30ykKAcHMM Jena 00 aIMHHHCTPATHBHOM [PABOHAPYWICHHH MO (BakKTy
COBCPLICHHS M0/1b30BATE/IEM YKAa3aHHBIX B HACTOSILEM YHKTE HAapyLIEHHH WM JaThl BCTYIJIEHUS
B 3aKOHHYIO CHIly IIPHTOBOpa Cy/a 110 YrOJOBHOMY Jleiry MO0 BbIHECEHHs pelleHus 00 oTkase B
BO30YXKACHHH YrOJIOBHOTO Aefa Mo (aKTy COBEpILICHHS M0Jb30BATENEM YKA3aHHBIX B HACTOSLIEM
ITYHKTE HapyLIEeHHUH.

IV. [IpaBa u 06s13aHHOCTH N0JIL30BATEIS

4.1. Ilonb3oBaTens Brpase:

4.1.1. Tlocemars w4uTanbHblii 3am ApXHBA, H3y4aTb Jejid, AOKYMEHTbI, CIPABOMHO-
[IOUCKOBBIE CPE/ICTBA K HUM, lIeHaTHbIE U3/1aHus Ha Oe3B03Me3/IHON OCHOBE.

4.1.2. llonyuats ycayru Ha BO3ME3IHOI OCHOBE ¢ O(GOPMICHHEM AKTOB CAAYH-TIPHEMKH
OKa3aHHBIX YCIIYT.

4.1.3. Ilosy4aTh HENOCPEJCTBEHHO B APXHBE HJH C HCIOJIb30BAHHEM MH(pOPMaIMOHHO-
TCJICKOMMYHHKALMOHHBIX CeTeH MHMOPMALHIO 0 nopsake opOpMICHHS IPONycKa B YHTAIbHbII
3a]1, rpadpuke paboThl YHTANBHOTO 3a1a, MOPSIAKE U YCIOBUAX NPEI0CTABICHHS YCIYT apXHBOM.

4.1.4. Tomyyars ju1s M3yueHus B BHe MOUIMHHUKOB M (uin) Komuil QOH/IA 10/1b30BaHMS
Aclid, JOKYMCHTBI, MPOLICAIINE HAYYHOE ONUCAHHE, TeXHHUECKOe 0QOPMIICHHE U He MPH3HAHHBIC
HAXOMAIIMMHCS B HEYOBIETBOPHTEIBHOM (U3HYECKOM COCTOSHHM B COOTBETCTBHH C MOPAIKOM
NIpU3HAHHS  JIOKYMEHTOB ApxusHoro Qonna Poccuiickoit ®ejepaunn HaxXO[SMIAMUCH B
HCYZIOBICTBOPHTEILHOM  (DH3HYECKOM COCTOSIHMM, CMPAaBOYHO-TIOHCKOBBIE CPENCTBA K HHM,
NeyaTHble U3JAHUS.

4.1.5. Tlonyyars B jienb oOpallieHHs CHPABOYHO-IIOMCKOBBIE CpejicTBa K Jeiawm,
AOKYMCHTAM. @ TAKIKC MMETh J0CTYI K ABTOMATH3HPOBAHHBIM CIPABOYHO-MIOMCKOBBLIM CPEICTBAM,
HaXOSLIMMCS B YHTAITBHOM 3aJ1e,



4.1.6. 3akasblBaThb B YMTAJIbHOM 3alieé WIKH C HCIIOJIb30BAaHUEM HWHPOPMAIIMOHHO-
TCICKOMMYHHKALMOHHBIX CeTeH 7eqa, JOKYMEHTBI, CIpPaBOYHO-IOMCKOBBIE CpPEACTBA K HHUM,
neyaTHble U3JaHus 110 Teme uceneaoBanus (ITpunoxenne Ne 4).

4.1.7. 3aka3eiBaTh €JMHOBPEMEHHO B TedyeHHe pabouero JHA W [OJy4aTh Ha
Oe3B03Me3/IHOM OCHOBE He Mo3aHee yeM uepes 2 pabouux aHs (Ae1a, J0KYMEHTH OrpaHHYEHHOrO
JOCTYIa, YaCTHYHO pPAaCCEeKpevYeHHBble, Ha HMHOCTPAHHBLIX fA3bIKAX - He Mo3aHee 4eM yepe3 10
pabounx AHeH) co aHs odopMIiIeHHs 3aKasa:

- 10 20 gen obmuM obbemom He Goxee 1500 nucros (nmubo omHo meno oonemom Golnee
1500 nucToB) ynpaBiaeHueckoit 1 HayYHO-TeXHHYECKOH JoKyMeHTaunu win He 6oaee 500 nucros
(;mbo oaHO jieno oowemom Oosiee SO0 IHCTOB) AOKYMEHTOB JIMYHOTO MTPOUCXOIKIAEHHS,

- 10 10 eauHUI XpaHeHns ayIHOBH3YAIbHBIX H YTCKTPOHHBIX JOKYMEHTOB.

4.1.8. U3yuaTe noayueHHble aena, JOKYMEHThI, le4aTHble W3aaHus B Tedenue 20 paGounx
JHEH, NOUIMHHUKH 0C000 LIEHHBIX Jle]1, JOKYMEHTOB B TeueHne 10 pabouunx jiHei.

4.1.9. UmeTe B MOaB30BAaHUN OIHOBpeMEHHO 10 20 des, ZOKYMEHTOB, MEeYaTHLIX M3JaHui,
odumM obvemom He Oozee 1500 nueroB (mbo ogHo meno obwemom Oonee 1500 mucTOB)
YIPaBJIEHYECKOH U HAyYHO-TEXHUYECKON JIokyMeHTaunn uind He Oonee 500 ymcros (imbo ojHO
neno odvemom 6onee 500 THCTOB) JOKYMEHTOB JTHUHOTO MPOHCXO0KACHHUS,

4.1.10. 3axaswiBaTh M I0Jy4YaTh JAeNa, JOKYMEHTbI, MeyaTHble H3JaHHsl paHee CPOKOB
BbIIAYM M (MJIM) CBepX OOLEMOB BbIJAYM, YCTAHOBIEHHBIX MOANyHKTOM 4.1.7 [lpaBmi, Ha
BO3ME3/IHOH OCHOBE.

4.1.11. IIposepaATe npu moxydyeHHH ael, TOKYMEHTOB, CIIPABOYHO-TIOMCKOBBIX CPECTB K
HHUM, NTEYaTHBIX H3aHUH HX LEJIOCTHOCTh H COXPAHHOCTD.

4.1.12. Ilonb3oBatecst 060pyA0BaHHEM YHTAILHOIO 3a1a, NpeAHa3HAYCHHBIM IS H3yYEHUS
JeI1, TOKYMEHTOB. CIIPABOYHO-MIONCKOBBIX CPEACTB K HHM, NeYaTHLIX W31aHHIH.

4.1.13. Mcnonb3oBarh 11pH U3Y4EHUH Jiel, IOKYMEHTOB, CIIPABOYHO-IIOMCKOBBIX CPEJICTB K
HUM, TMEYATHBIX H3JaHMN [ OCYLIECTBJICHUS BBIIUCOK M Habopa Tekcra COOCTBEHHEBIE
TEXHHYECKHe cpeacTBa 0e3 3BYKOBBIX CHIHAJOB M 0e3 MOAKIOYEHHS K WHPOpMalHOHHO-
TEJIEKOMMYHHUKAIIMOHHBIM CETSIM apXHMBa WM aPEeH/I0BATh TEXHUYECKHE CPEJICTBA apXUBa.

4.1.14. 3axaspiBaTh JM00 M3rOTABIMBATL CAMOCTOATENIBLHO COOCTBEHHBIM TEXHHYCCKUM
CpEICTBOM KOMWHHM apXMBHBIX J€/. JOKYMEHTOB, Me4YaTHbIX H3JaHuii B oOseMe He Oomee 100
JIMCTOB (KAJPOB, IEKTPOHHLIX 00pa3oB) B TedeHHe paboyero JiHS Ha BO3ME3IHOH OCHOBE IpH
cobmoaenuu TpeboBanuii noanynkros 4.2.21-4.2.25 Ilpasun (ITpunoxenue Ne 5).

4.1.15. 3akaspiBaTh KONMH €], JOKYMEHTOB, MEYATHBIX HM3JaHHN THOO HM3roTAaBIHBATDH
CaMOCTOSITE/IbHO KOITHM JIEJI, JOKYMEHTOB, I1€YaTHBIX U3/IaHUil BO BHEOYEpeTHOM NOopsijiKe U (KHiiH)
CBepX 00beMa, yCTaHOBIEHHOro B nnoanyHkre 4.1.14 [Mopsaka, Ha BO3Me31HOI OCHOBE.

4.1.16. BHOCHTb B YHTaIbHbIH 3a]1 U BBIHOCHTH MHChbMEHHBIE MPHHAIIEKHOCTH, BBITHCKH
M3 JIe, JIOKYMEHTOB, CIIPaBOYHO-IIOMCKOBBIX CPEACTB K HHUM, II€YaTHBIX M3JIaHHi, KOIHUHU
APXMBHBIX JOKYMEHTOB, NEYaTHLIX HM3aHUM, JMCTHl ¢ MAUIMHOMHCHBIM TEKCTOM, PYKOMHCHBIH
MarepHal, rpaHkd Hay4HOH paboTbl, COOCTBEHHBIE TEXHHYECKHE CPEICTBA, HCIONB3yeMble IPH
H3YYCHHH JI€JI, JIOKYMEHTOB, CIPABOYHO-IIOMCKOBBIX CpPEJCTB K HHUM, MEYaTHBIX H3IaHHI,
KOMMMPOBAHHUH JIeJ1, IOKYMEHTOB, NICYaTHBIX H31aHUi HA OCHOBAHHMH 3asBIICHHUS.

4.1.17. llpuBnexkars B cayyae HeoOXOAMMOCTH K paboTe B UHTAILHOM 3ai1e
COIPOBOKAAIOIINX JIMIL B [1OPsi/IKE, yCTAHOBIEHHOM ITYHKTOM 2.2 [TpaBui.

4.1.18. llpenoctaBasaTh ApXHBY K3eMIUISAP U3AaHUS, TOATOTOBICHHOTO ¢ HCIOIL30BAHUEM
Aell, JI0KYMEHTOB, CIPaBOYHO-MOMCKOBBIX CPEACTB K HUM. MEYATHLIX M3TaHHH, HaXOAALIHXCSA Ha
XPaHeHHH B ApXHBE.

4.1.19. OOpamarecst K pyKOBOACTBY APXHBA ¢ NMPEUTOKCHUAMHE, 3aMeUaHUAMH, Ka100aMu
0 BOMPOCaM opranu3auuu paboThl HHTAIBHOTO 34514,

4.1.20. O6xanoBaTe 0TKa3 B BbIAa4e J€l, JOKYMEHTOB, CIIPABOYHO-TIOMCKOBbIX CPEJICTB K
HHM, MEYATHBIX H31aHUH B COOTBETCTBHHM € 3aKOHOAATEILCTBOM Poccuiickoit @enepaun.



4.2. lMoap3oBare/b 00513aH:

4.2.1. Cobmonats Hactositue [IpaBuia paboTbl NoNb30BaTeNel B YHTATLHOM 3aI€.

4.2.2. CnaBarh Ha XpaHEHHE IIPH BXOJle B UMTAIbLHBIH 3]l BEPXHIOK ONEKIY, CYMKH
pazmepoM Oosiee 200x300 MM, 30HTBI, MAaKeTbl B UHbIC PEAMEThI, KPOME YKa3aHHBIX B MOAMYHKTE
4.1.16 Ilpasu.

4.2.3. BHoCcHTb B YMTalbHBIH 3a1 NpeaMeThl, yKa3zaHHble B noxanyskre 4.1.16 Ilpasui, B
IIPO3pavyHOM NakeTe u (Mau) cymke pazmepoM He Oonee 200x300 mm.

4.2.4. PeructpupoBaTbcs NpH KaXKIOM T[OCEIIEHHH B JKypHale yd4eTa MOCEIIeHuUi
YUTAJILHOI'O 3ana.

4.2.5. Cobmonare rpadguk paGoThl YHTATLHOIO 3aj1a U apXuBa, OOIIECTBEHHEIH TMOPAIOK,
THIIMHY M YUCTOTY B YHMTAJIbHOM 3ajle, a TakKe [paBa M 3aKOHHbIE HMHTEPECHl OPYTHX
noib3oparesneil ¥ paboTHMKOB apxupa. He NpoHOCHTH MNPOAYKTBl NMHTAHHS H HANWTKH B
YHTAIbHBIH 3a1.

4.2.6. OObecrieyuBarh LEJIOCTHOCTE W COXPAHHOCTb IOJIYYEHHBIX I8 M3YYeHHS [l
JIOKYMEHTOB, CIIPABOYHO-IIOMCKOBEIX CPE/ICTB K HUM, IIeUaTHBIX U3/IaHUi.

4.2.7. CraBuTb noAnMch B 3akase (TpeOoBaHMM) 3@ MOJYUYCHHE €. AOKYMCHTOB,
CNPaBOYHO-TIONCKOBBIX CPEJICTB K HUM, MEYaTHBIX H3aHHI.

4.2.8. Hezame utuTesibHO coo0larte pabOTHUKY YMTAIBHOTO 3a/1a ApxuBa 00 00HapyKEeHUH
MOBPEKIAEHUH MK 1e(PEKTOB e/, JOKYMEHTOB, CIPABOYHO-ITOMCKOBBIX CPEACTB K HHM, IIEYaTHBIX
M3/IaHUH, OTCYTCTBHUH JIMCTOB, HENPABHIbHOH HyMepauud, HATHUYUU BIOXKEHHil, He YKa3aHHBIX B
JIMCTAX-3aBEPUTEISX MTOJIYUEHHBIX JIeJL.

4.2.9. He moBpesknath MojyueHHbIE Aena, J0OKYMEHTBI, CIIPABOYHO-OUCKOBBIE CPEICTBA K
HHM, MeYaTHbIE U3/IaHHS, B TOM YHCIIE:

- HE MucaTh Ha JIMCTAX [IeJl, JIOKYMEHTOB, He Na4ykarh, HE pBaTh, HE Pe3aTh JHMCTHI eI,
JNOKYMEHTOB, HE 3aru0aTh MX YIUIbl, HE BBIPBIBATH JUCTHI U3 Je], He MepeKIajiblBaTh JTHCTEI B
Aenax;

- HE BHOCHTb W3MEHEHMS B TEKCThl JIOKYMEHTOB, He jejaTh Ha JIOKYMEHTax M 00J0XKKax
eI, YIAKOBKaX ayJAHOBH3YaIbHbIX JOKYMEHTOB MIOMETbI, HCIIPABICHHS, MOIYCPKHBAHNUS,

- HE MHCaTh HA IMCcTax OyMard, NnojokKeHHbIX MOBepX e, JOKYMEHTOB, He KallbKHPOBaTh
JIOKYME@HTBI;

- HC BKIaJbIBaTh B Jeja, [JOKYMEHTBI, YNAaKOBKH ayJHOBH3YalIbHBIX JOKYMEHTOB
MOCTOPOHHHE MPEAMEThl, HE OCTABIATH B Jle/1aX 3aK/IaAKu;

- HE OCTABJIATH JIesa, JOKYMEHTbl OTKPHITBIMH Ha BpeMs OTCYTCTBHS I0JIb30BaTels B
HYHTATLHOM 3aJ1e;

- HE T0JIb30BATLCSl  K/JE€E€M, CKOTYEM, MapKepoM, TIepbeBOH pYUKOil, CTHKEpOM,
KOPPEKTHPYIOIIEH JKHIKOCTBIO (LITPUXOM), KOMUPOBAILHOH OyMaroi, HOXKHHIIAMH, JPYTUMH
PEXKYLIUMH MPeAMETaMH:

- He TmepeaaBaTh Jeja, JOKYMEHTBI JIpYTMM [OIB30BaTelsiM (32 HCKIIOYEHHEM
COIPOBOXKIAIOIINX JIHLL, YKa3aHHBIX B nyHKTe 2.2 [1pasun);

-He OpaTb Jema, JOKYMEHTBl y JApPYTHX [OJb30Bareleil (3@  HCKIIOUEHHEM
COMPOBOKAAKOUINX JIMII, yKa3aHHbIX B nyHkTe 2.2 [IpaBun);

- HE JIeJ1aTh [IOMEThI Ha KapTOUYKax IPH MCIMOIE30BAHHH KATAJIOIOB;

- HC MEPECTABIATh U HE BRIHUMATh KAPTOUKH W3 KAPTOTCYHBIX ALUIMKOB IIPU HCIOJIb30BAHUH
KaTaaoros;

- He [IPUMEHATh (PHU3MYECKHe yCHIMS, KOTOpble MOIYT I[IPHBECTH K HapyIIEHHIO
LIeJIOCTHOCTH TepernieTa Jel., J0KYMEHTOB,

4.2.10. 3anonHSTL JMCTBI MCIOJB30BAHHS MOMYYEHHBIX JIE], JOKYMEHTOB, CIIPaBOYHO-
[IOMCKOBBIX CPE/ICTB K HHM (IIPH HAIM4YWM Yy HUX JIMCTOB HCIOJIB30BAHMS), YKa3blBas 14ty
HCIOMB30BAHKSA. (aMUIIHIO, MHUIHATEI (Pa300PUHBO), XapaKTep NPOU3BEAEHHOI paboThL.



4.2.11. CnaBarb COTPY/HHKY YHMTAJIBHOTO 3aja I0Cjie OKOHYaHus paboThl IPH KakJI0M
MOCEIICHHH YHTAJILHOIO 3a1a JAena, JOKYMCHTBI, CIPABOYHO-TIOMCKOBLIE CpPEACTBA K HHM,
neyaTHble W31aHusl.

4.2.12. He BBIHOCHMTL M3 YMTAJILHOIO 3aja Jeja, JAOKYMEHTBI, CIIPABOYHO-IIOMCKOBhBIE
CPEICTBA K HHM, IIeYaTHbIC H3/1aHus, KOTTHH (oH/a M0JIb30BaHHUS.

4.2.13. Cobmonars TpeboBanust paboTbl ¢ 000pYI0BaHHEM, YCTAHOBICHHBIM B YHTAILHOM
3ale.

4.2.14. He mpoM3BOAMTHL HA KOMIBLIOTEpaX HUTAILHOrO 3ada ApPXHBAa KOMHPOBAHWE H
MOJAH(HUKALHIO 5IEKTPOHHBIX PECYpCOB. HE 3arpy’kaTh M HE YCTAHABIMBATh MPOrpaMMbI, He
BHOCHTb M3MEHEHMs B (DailyloBYIO CTPYKTYPY M HE MEHSTH CTPYKTYPY PACIOJIOKEHHS [aloK, He
HCIIOJIL30BAaTh KOMIBIOTEPBl HYHUTAILHOTO 3ala ApXHBa A8 nepenaud HHPOpMALMH depes
HH(POPMALHMOHHO-TEIEKOMMYHHKALIMOHHbIE CETH, HE BEITPYXKATh C HUX HH(POPMALHIO Ha CheMHBIE
HOCHTEJIN.

4.2.15. He 3axoauTh B ciyxeOHble NOMELICHHS ApPXHBA, HE TOJB30BATECA CIYKeOHBIMH
KaproTeKaMHu, ciayxKeOHbIMH TesneoHAMH, a TaKKe TEXHHYECKHMM CpeACTBaMH ApXHBa,
Haxo/SIIMMHCS BHE IIPEJIEIOB YHTA/ILHOIO 3a/1a.

4.2.16. He nepenaBath npomyck B UHTAABLHLIA 3a1 ApyromMy JHIY (3a HCKIIOUCHHEM
CONPOBOKAAIOUINX JHIL, YKa3aHHBIX B nyHKTe 2.2 [IpaBui).

4.2.17. Ilpx HEBO3MOKHOCTH MOCEIIEHHS YUTAIBHOIO 3aj1a B TeUeHHEe CPOKa, Ha KOTOPbI
BbIAAHBI J1€j1a, JOKYMEHTBI, MeYaTHbIC M3AaHMd. coo0lwarh B ApXUB JUIS NPOATICHHS CpOKa HX
HaXOXKICHUSI B YnTalnbHOM 3ane (He Oosnee yeM Ha 10 pabGoumx aneit). Ecnm Takas nmpoceba ot
[10JIb30BATE/Isl HE 10CTYyNAla, 110/100paHHbIe Jle/1a, JOKYMEHTBI, Ie4aTHbIe H3/IaHUs BO3BPALIATCS
B apXHBOXpaHUIKLIe Oe3 YBEAOMICHHS [01b30BATE S,

4.2.18. Coobware B ApxuB 00 U3MeHEHHH CBeleHHH, 00s13aTe/IbHBIX K YKa3aHUIO B aHKeTe
nojib3oBarelis, padoTarolero B YMTAJIbHOM 3ajie, [IPH I[EPBOM [0OCIIE TAKOr0 H3MEHEHHS
MOCEIEHHH YUTAILHOTO 3a/1a ApXHBa.

4.2.19. BemonsaTh 3aKoHHble TpeOoBaHHs pabOTHUKOB ApXHBA, OXPAHHON H MOKapHOI
ciryxb apxuBa.

4.2.20. IlpenwaBaste COTPYAHHKY OXpaHHOM CHoyKObl ApXuBa 10 ero TpeGoBaHHIO
HMEIOLIMECS Y MOMIb30BaTeNIsl MATEPUAIbl U IPeJIMEThI, YKa3aHHbIe B OANyHKTe 4.1.16 [Ipasuu.

4221, Ilpn KONMpPOBaHMHM i€, JIOKYMEHTOB, [E€YaTHBIX H3JAaHUH TeXHHYECKHUMH
CpeacTBaMu APXHBA YKa3bIBaTh MPH O(OPMIICHHH 3aKa3a Ha KOMMPOBAHUE TepeueHb KOMUPYEMBIX
Jel, IOKYMEHTOB, NeYaTHbIX U3JaHHA ¢ yKa3aHHeM X apXHBHBIX LIH(POB, 00beMa KOMHUPOBAHUS,
KOJIMYECTBA IK3EMILIAPOB, BU/1a KOMUN, TEXHUYECKHX [1apaMeTPOB KOITHPOBaHHS.

4.2.22. llpu camMOCTOATENILHOM KOMUPOBAHMM €N, JOKYMEHTOB, MEUYATHBIX H3IaHHM
3aK/II0YaTh JI0TOBOP ¢ APXHBOM Ha OpPraHM3alMio KOMHPOBAHHS €1, JOKYMEHTOB, Me4aTHBIX
M3JIaHHH COOCTBEHHBIM TEXHHYECKHM CPE/IACTBOM HJIM apeH/yeMbIM TeXHHYECKHM CpejCTBOM
apXxHBa.

4.2.23. Tlpou3BoauTb CaMOCTOATEIbHOE KOMMPOBAHHE COOCTBEHHBIM TEXHHYECKHM
CPeJICTBOM JIell, JIOKYMEHTOB, [I€YaTHBIX H3/1aHHil B CHEIMAIBLHO OTBEJACHHOM(-BIX) APXHBOM JUis
ITHUX LEICH MeCTe(-ax). B MPUCYTCTBHH paboTHHKA ApPXHBA, KOTOPbIH 00ecrneYnBaeT MOArOTOBKY
Aen, JOKYMEHTOB, [MeYaTHbIX M3JaHHH /IS KOMUPOBAHMS M HX COXPAaHHOCTb B Ipolecce
KOIMPOBAHMS, KOHTPOJIb 3a COOIIO/ICHHEM YCIIOBHI KOIMPOBAHHSL.

4.2.24. VMicnonb30BaTh NpH CaMOCTOATEILHOM KOINHPOBAHHK COOCTBEHHOE GECKOHTAKTHOE
MOOHIIBHOE KOMHMPYIOIIEe TEeXHHYECKOe CpeACTBO 0e3 IUTATHBOB, ChEMHBIX OOBEKTHBOB M
OCBETHTEIILHOTrO 000py/10Banus (Hanpumep, TejedoH, GoToannapar, IIAHIIETHBIH KOMIIBIOTED) C
BLIK/TIOYCHHBIMH (DYHKIMAMM BCIBIIKA U MOJa4H 3BYKOBBIX CHTHAJIOB. 3anperaeTcs mpuMeHeH e
COOCTBEHHBIX KOHTAaKTHBIX TEXHHYECKHX CpeICTB (B TOM 4YHcje, py4Hble, [JIaHLICTHBIE,
MPOTSANHbBIC CKAHEPBI, KOMUPbI), GUKCHPYIOUINX W TPUKHUMHBIX YCTPOHCTB, MOAPYUHBIX CPEJICTB U
(bM3HUCCKHX YCHIMH, KOTOpPBIC OKa3bIBAIOT HEraTHBHOC BIMSAHME Ha (PU3HUECKOE COCTOSHHE JE,
JOKYMEHTOB, NeYaTHbIX W3/IaHHil.



4.2.25. He ocylecTBAsTh CAMOCTOSTEILHOE KOITHPOBAHKE ITOLTMHHUKOB JIeJl, JIOKYMEHTOB,
IIeYATHBIX H3IaHH:

- IMEIOIIMX KOoMuH (OH/1a M0JIb30BaAHMUS;

- OTHECEHHBIX K KaTeropuu 0codo HEeHHBIX:

- IPU3HAHHBIX HaXOAALIMMHCS B HEYIOBICTBOPUTEIBHOM (H3MYECKOM COCTOSHHH B
COOTBETCTBHH C MOPAAKOM MpH3HAHHSA JOKYMeHTOB ApxuBHoro ¢onma Poccuiickoit ®eneparuu
HAXOASALIMMUCS B HEY/IOBICTBOPUTEILHOM (DH3HYECKOM COCTOSHHH;

- C yracaiouiuM TeKCTOM, NPH HAlIWYUH MHTMEHTHBIX MATEH, KOPPO3HH JKeJe30-Ta/UIOBBIX
YEPHHJI, HapYLIEHUS CBSI3M KPAcOYHOIo Cl0si ¢ OCHOBOM (pacTpecKuBaHHe, OCHITH, MOPOIICHHUE),
Ha JIoMKOil Oymare, Ha KajbKe, MMEIOIMX CYprydHble M BOCKOBBIE II€YaTH, ITOBPEKICHHE
nepensera (packon Onoka. HapylleHHe WIHTbS, BLINAJACHHE JUCTOB), KOPCIIOK, KOTOPHIA HE
MO3BOJISET PACKPHITH J€J0 Ha POBHOH MOBEPXHOCTH. HE NPHUMHAS MPH 3TOM MOBPEKICHHIT
[eperieTy 1 caMmoMy Jiely.

4.2.26. Yka3bIBaTh NpH MyOIHKALMK e/, JOKYMEHTOB HX apXHBHbBIE IH(PEL

4.2.27. llpenoctaBnats ApxuBy Oubnnorpadpuueckue paHHble nyGaMKauuii, agpeca
MHTEPHET-PECYPCOB, IIOJIFOTOBJICHHBIX C HCHOJIB30BAaHHEM JIeJl, JIOKYMEHTOB, CIIPABOYHO-
MOUCKOBLIX CPEACTB K HUM, NME4YaTHBIX H3IaHUi, HAXOIAINXCS HA XpaHeHUH B ApXHBE,



[Tpunoxenne No 1

Pacnopsiiok padoThl YHTAJBLHOIO 3212
I'ocynaperBennoro kasennoro yupemxaenus Pecnyoankn Xakacns «Haumonaasubrii apXHB»

l'ocynapcrBennoe kasennoe yupesxaenue PecrnyGmukn Xakacus «HaunmoHanbHbI apXusy.
Anpec: r. Abakan, yn. llletunkuna, 32; ten. 24-16-01; 22-24-09;

UuraibHblil 3271 HAXOAUTCS HA 3 JTaKe 3/@Hus apXUBa U OTKPHIT JUIS 110J1b30BaTelIeH: s
paboTbl ¢ apXHBHBIMH JOKYMEHTaMH — C MOHexeldbHHKA 1o uyetBepr — ¢ 10.00 1o 17.00 u., ¢
nepepelBoM Ha 00ea ¢ 13.00 go 14.00, natHuIa — ynTalbHbII 321 He paGoTaeT;

[Tpu HesiBKe nOB30BaTEIs B HA3HAYCHHOE BpeMsi 0e3 yBaKMTEILHOMH NPUUMHBI, 3aKa3aHHbIE
HM MaTCpHaJIbl BO3BPALLAIOTCS B apXMBOXPAHHIIHIIA W MOTYT ObITh 3aKa3aHbl MOBTOPHO HE paHee,
4eM Yepe3 Mecsl CO JIHS BO3Bpara.

Bonpoc  konupoBaHWs  TeXHMYECKHMMH  CpEACTBAMH  I1OJIb30BaTelelf  JIOKYMEHTOB,
xpansumxes B I'KY PX «Hauuonansnelii apxus», pemraetcss pyKOBOACTBO apXHBa B KakKIOM
KOHKPETHOM clly4ae.



