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Ilopsiaoxk HcmoIb30BAHUS APXUBHBIX JOKYMEHTOB
B Hay4yHoM apxuse

1. OBIIME TTOJIOXXEHU S

1.1. Hacrosimii Ilopsgok ucnoib30BaHus apXMBHBIX JIOKYMEHTOB B HayunoMm apxuse MHCTUTYTA
5THOJIOTUMH U aHTponojorud uM. H.H. Muknyxo-Makias POCCUHCKON akaieMHU HayK (Jajiee —
ApxuBe) pazpaboTaH B COOTBETCTBHU C [lopsaKOM HMCIIOJIB30BAaHUSA apXUBHBIX JIOKYMEHTOB B
FOCYJIApPCTBEHHBIX M MYHUUMNAIBHBIX apxuBax Poccuiickon ODenepanuu, YTBEPKICHHBIM
npukazoM OenepaiibHoro apxuBHoro areHrcrea Ne 143 01.09.2017 r.

1.2. Tlopsnox periaaMeHTHpPYeT OpraHu3anyio padoThl MOJIB30BATEJIEH C JJOKYMEHTaMU ApXHBa,
HE COAECPXKallUMH CBEICHHUS, COCTaBJISIIOIIME TIOCYJIApCTBCHHYIO TauWHy (Jajiee — Jela,
JIOKYMEHTBI), CIIPABOYHO-IIOMCKOBBIMU CPEACTBAMM K HUM M HAaXOJSAIIMMHUCS Ha XPAHECHUU B
- HAY4YHO-CIIPAaBOYHOU OMOJIMOTEKE apXUBa MeYaTHHIMHU U3JaHUSIMHU B YATAJIbHBIX 3aJ1aX apXHBa UJIH
WHBIX CIICHMAJIBHO OMPEACIICHHBIX IIOMEIICHUX 101 KOHTPOJIEM paOOTHHUKA apXHUBa.

1.3. llonp30Barenu o6n1amar0T paBHBIMHU IIPaBaMU Ha U3Y4YEHHUE JIe), JJOKYMEHTOB, HAXOISIIHUXCS
Ha XpaHEHUU B ApPXHUBE, CIPABOYHO-IIOMCKOBBIX CPEACTB K HHM, II€YATHBIX H3JaHUN B
COOTBETCTBHUH C 3aKOHOJ1IaTEJILCTBOM Poccurickon deaepanuu.

2. TIOPSIJIOK O®OPMIIEHUSI TTPOITY CKA TTOJIb30BATEJIS
B UMTAJIBHBIN 3AJI

2.1. llomp3oBarens gomyckaercs Uil paboThl B YMTAJIBHBIM 3aJ1 Ha OCHOBAHWM 3asBJICHMS B
IPOCTOM IMMCHBMEHHON (hOpME WJIM NIHCbMa HAIIPABMBLIECIO €ro OpraHa WM OpraHu3aldu, B
KOTOPBIX YKa3bIBAKOTCS (haMUJIMS, UM, OTUYECTBO (IIPHM HAJIMYMH) I0JIb30BATENIsI, MECTO PAOOTEI

(yueObl) U JOJDKHOCTD (IIpH HAJIMYHM), YIEHOE 3BaHHME U y4deHas CTEIECHD (IIpH HAJIWYHUH), TEMA,
XPOHOJIOTHYECCKUE PAMKU HCCJICIOBAHUI.

2.2. Ilpu opopmitennu npomnycka st padoThl B YUTAIHHOM 3aJI€ II0JIb30BATEIIh 3aI0JIHICT aHKETY,
B KOTOPOM YKa3bIBACT:

pamMuIINIo, UMS, OTUYECTBO;

aTy pPOXKIACHHS,

IpakJaHCTBO;

MECTO paboTHI (yueOnl) U JOJDKHOCTE (IPHU HAJIUYKH );

o0pa3oBaHuE, YUCHOE 3BaHUE U YUEHYIO CTEIICHD (IIpH HAJIMYHH);

TEMY, XPOHOJIOTHUYECKHE PAMKH MCCIIEIOBAHMSI;

aJIpEC PETUCTPALIUHU 10 MECTY JKUTEJIHLCTBA (ITPEOBIBAHUS);

anpec GaKkTUYECKOro MPOKUBAHUS,

KOHTAKTHBIC JaHHEIE;

[ACIIOPTHBIC JaHHBIE.

llonp3oBarens 3HakoMuTCs ¢ Llopsigkom, NpeabIBISET COTPYAHUKY YMTAIBHOTO 3ajla JJOKYMEHT,
YIOCTOBEPSIOIINUUA JIMUHOCTh, W JIA€T TMChbMEHHOE corjlacue Ha 00paldOTKy MNepCOHAIBHBIX

JTAHHDBIX.



7 3. Tlonp30BaTENIO HA OCHOBAHMM 3asBJICHHUS WM IIMCbMa HAIpaBUBIICH €ro OpraHu3alld U
3ATTOTHEHHOH aHKeTHl 0hOopMIIIETCS TIPOMYCK JUId padoThl B YATAIIBHOM 3aJIC, JIECTBYIOIUH B
TeUCHHUE KAJICHIAPHOTr0 I'oJia CO JAHS BbIJIAYH.

2.4. Cpok paboThl B YUATATHHOM 3aJI€ IIPOJUICBACTCA apXUBOM I10 3a5ABJICHHUIO IIOJIB3OBATCILA KIIK
MAICHMY HaIpaBHUBIIEH ero opranusanui. [lpojuieHne cpoxa paboTHI MOJIL30BATENS B YATAIBHOM

3aJI€ OCYIIECTBIISICTCS B OPALKE, TPETYCMOTPEHHOM ITYHKTOM 2.3. llopsiaka.

3. IOCTVYII ITOJIb30OBATEJIA K JIEJIAM, JIOKYMEHTAM,
CIIPABOYHO-ITOMCKOBBIM CPEJICTBAM K HUM, [TEYATHBIM U3JTAHWAM

3.1. TToap30BaTe0 MPEIOCTABIACTCA AOCTYII K J€JIaM, AOKYMCEHTaM, CIIpaBOYHO-IIOMCKOBLIM
CPEJICTBAM, [I€YATHHIM H3/IaHUSIM C YYETOM OIpaHUYCHUH, YCTAHOBJICHHBIX 3aKOHOAATCIECTBOM
Poccuiickon Deepanuu.

3.2. TTonp30BaTelio MpeaocTaBiIseTcsl JOCTYII K JejlaM, JTOKYMEHTaM, CIIPaBOYHO-IIOUCKOBBRIM
cpelcTBaM, IeYaTHbIM U3JaHHUAM OrPaHUYCHHOr0 I0CTYyIA:

3.2.1. cojeprKalM CBEJEHHUS, COCTAB/IAIOIIME OXPaHIEeMYIO 3aKOHOJATelbCTBOM POCCHHCKOHU
denepani TaifHy, IPH YCJIOBHH COOJIFOJEHUS IT10JIb30BaTENEM TPEOOBaHUU W OTpaHUYEHHUH,
yCTaHOBJICHHBIX 3aKOHOAATEIHCTBOM Poccuiickoit deaepalnu;

3.2.2. WMEIIIUM IIOMETY «JJIS CIy>KEOHOro II0jJIb30BaHMA» IIPAU HAJIHYHH I[MHCHbMCHHOTO
paspelieHns oT GoHx000pazoBaress (IpaBOIPEEMHNKA);

3.2.3. coiepKallM CBEJIECHHMs O JMYHOM U CEMEWHOHN TaliHe IpaKJIaHHHA, €r0 YaCTHOM XHU3HH, a
TAaK)Ke CBEICHHUS, CO3/AOIIME Yrpo3y s ero 0e30MacHOCTH, 10 MCTCYCHHS /5 JIeT CO JHA
CO3JIaHUs JJOKYMEHTA, €CJIN MMOJIE30BaTEIIb:

o gBiIMETCS CYOBLEKTOM VKa3aHHBIX CBEACHUM — Ha OCHOBAaHMHM COOTBETCTBYIOIICTO
3asIBJICHUS IIPH TIPEIBSABIICHUH JOKYMEHTOB, YAOCTOBEPSIONUX JINYHOCTE;

® JBJIICTCAd HACICAHHUKOM II0 3aKOHY — Ha OCHOBAHHUHU COOTBCTCTBYIOLICTO 3a4BJICHUA IIPHU
IIPEABABICHUU JOKYMEHTOB, YIOCTOBECPAOIIHNX JINTHOCTD A ITOATBCPKAAOIIUX POUACTBO,

e SBJISETCSA HACJIECIHUKOM IO 3aBCIAHHUI0 — HAa OCHOBAHUHU COOTBETCTBYIOIICTO 3asABJICHUA
MPU TIPEIBSBICHUN JOKYMEHTOB, YIOCTOBEPSIOIIUX JMYHOCTh, & TaKXkKe JTOKYMEHTOB,
MOATBEPKAAIONIMX [IPABO HACICJOBaHUS, C YKa3aHMEM Ha COOTBETCTBYIOIINH JOCTYII K
yKa3aHHBIM JI€JIaM, TOKYMEHTaM;

e UMEET corjlacue rpakJaHMHa WM €ro HacJIeJHUKOB Ha JIOCTYII K YKa3aHHbIM CBCACHUAM

— Ha OCHOBAHWHM COOTBETCTBYIOLIErO 3asBICHUS NPH IMPEILIBICHHH JTOKYMEHTOB,
yIOCTOBEPSIOINUX JIMYHOCTh, a TaKXe JOBCPCHHOCTH OT TIpaXAaHWHA HIH CTo
HACJICJITHUKOB, VJIOCTOBEPEHHOHM B IIOPsJAKE, YCTAaHOBJICHHOM 3aKOHOAATEIHCTBOM
Poccuiickoit deepanuu, MoATBEPXKAAIOIEY IIPABO IIPEACTABIATE HHTEPECChI TOBCPUTCIIA.

3.3. JlocTym MOJIB30BATE/Is K JiejaM, JOKYMEHTaM, CIIPaBOYHO-IIOUCKOBBIM CPEACTBAM K HHM,
MeYyaTHBIM M3JAHUSAM, IIEPEJAHHBIM 10 JOrOBOPY B apXuB COOCTBCHHHKAMHU WJIM BIaZICJIbLIAMH,

YCTAHOBMBIIUMH OTpPaHUUYCHHS HaA JIOCTYIl K HHM, OCYIIECTBIACTCA ITIPH TPCIbABICHUN
MACHEMEHHOIO pa3pelieHus 0T COOCTBEHHUKA HJIH BJIaAeJIbLA.

3.4. JlocTyml IOJIb30BAaTENs K Jeinam, JOKYMEHTaM, CIPaBOYHO-IIOMCKOBBIM CPCACTBaM K HUM,
[IeYaTHBIM U3JaHMUSIM, Ha KOTOPBIE PACIIPOCTPAHSETCs JeMCTBUE 3aKOHOJATENRCTBA PoCCHCKON
Denepaiii 00 HWHTEIUICKTYaJIbHOM COOCTBEHHOCTH, OCYILIECTBIISAETCS C Y4E€TOM TpeOOBaHUN
3aKoHOMaTebcTBa Poccuiickoit @enepany 00 HHTE/UIEKTYaIbHOM COOCTBCHHOCTH.

3.5. Tlomp3oBarenmio, SBISIOLIEMYCS IpejacTaBuTeeM  (oHaooOpasoBareasi WA €TI0
IpaBOIIPEEMHNKA, OPraHOB TOCYIApCTBEHHOW BJIACTH M HMHBIX T'OCYIapCTBCHHBIX OPTaHOB,
OPraHoOB MECTHOIO CaMOYIMpPaBJCHHS, AOCTYNI K J¢jIaM, JTOKYMEHTaM, CIPaBOYHO-IIOMCKOBLIM
CpelICTBaM K HHUM, II€YATHBIM W3JIaHUAM OIPAaHMYCHHOTO JA0CTYyNad IPEAOCTAB/ICTCA B IIPEACIaX
WCIIOJMHEHHsT CIYKEOHBIX 005S3aHHOCTEH 110 MOTHBHPOBAHHOMY IIMCHMEHHOMY OOpPAIEHMIO
opraHa, OpraHu3allii, YbUM [PEACTABUTEIICM OH SIBJIACTC.

3.6. [ToNIMHHUKH apXUBHBIX JIE], JIOKYMEHTOB, II€YaTHBIC M3/[aHUs HE BBIIAIOTCA B CITydasiX:

® BBHIIOJHEHUS CIY)KEOHBIX OOS3aHHOCTEW COTPYJHHKAaMHU apxuBa C HCIIOJIb30BaHUEM
3aTpeOOBaHHBIX I10JIL30BATENIEM JIe], IOKYMEHTOB, II€YaTHBIX U3aHUH, IIPH 3TOM CPOK, B



TeyeHHue KOTOPOTo TaKHe Jefia, JOKYMEHTHI, IeYyaTHbIC U3[IaHus HE BbINAIOTCH, HE MOIKEL
npeBbImarh 120 pabounx JHEH ¢ MOMEHTA 3aKa3a UX MOJIb30BATCIICM,

e BLIJAYH JEJI, JOKYMEHTOB, IIEUaTHBIX W3JIaHUU APYIOMY II0JIb30BATEIIIO B YUTAJIBHBIN 341,
[IpPH 3TOM CPOK, B TE€UYCHHE KOTOPOro TaKue Aesa, JTOKYMCHTBI, NNEYaTHBIC M3/aHHIA HC
BBIIAIOTCS, He MOKeT npesbimarh 40 pabouux JHCH ¢ MOMEHTA 3aKa3a UX I10JIb30BaTC/ICM.

3.7. B ciayuyae HapylIeHUs I10JIb30BaTEIIEM ITOAITYHKTOB 42.5.42.6,42.9,4.2.12,4.2.19 llopsanka
MOJUTMHHAKA apXUBHBIX J€J, JOKYMEHTOB, CIIPABOYHO-IIOUCKOBBIX CPEIACTB K HHM, IMCHATHBIX
W31aHUM [10J1Ib30BATENI0 HE BRIJJAIOTCS € JaThl I0Ja4y apXUBOM 3a5BJICHHUA 00 aJIMUHUCTPATUBHOM
IpaBOHApPYIICHUH JINOO 3adBJIEHHS O MPECTYIJICHUU TIO (baxTy COBEpIIEHHS I10JIb30BATEIIEM
yKa3aHHBIX B HACTOSIIEM IYHKTE HapylIeHHH H JI0 JaThl BCTYIUICHHS B 3aKOHHYIO CHILY
[IOCTAHOBJIEHUS 110 €Iy 00 aAIMUHUCTPATUBHOM IPABOHAPYICHHUH 160 BhIHECEHUS PELIEHHS 00
0TKa3e B BO3OYXKICHHUHU Jea 00 aJMUHUCTPATUBHOM IIPABOHAPYIICHUH 10 (PaKTy COBEPIICHHS
[T0JIb30BATEIEM YKA3aHHBIX B HACTOSIILEM ITYHKTE HAPYIICHUU WK 1aThl BCTYIJICHUS B 3aKOHHYIO
CHUTY IIPUTOBOPA CY/Ia IO YTOJIOBHOMY €Ty JIMOO BEIHECCHH S PEIICHHUS 00 OTKa3e B BO30OYXKJICHUHU
YTOJIOBHOTO JigJia 10 (hakTy COBEpIUEHMs I10JIb30BATENIeM YKa3aHHBIX B HACTOAIIEM ITyHKTC
HApPYIICHUH. '

4. [IPABA 11 OBA3AHHOCTHU ITOJIb3OBATEJIA

4.1. ITonp30Bareiip UMEECT MPABO:

4.1.1. Tlocemars YATAIBHBIN 3a1 ApXUBa, U3y4yarh [€a, JOKYMCHTBI, CIIPaBOYHO-IIOMCKOBBIC
Cpe/ICTBA K HUM, TIeUaTHbIe U3[aHus Ha O€3B03ME3/[HON OCHOBE.

4.1.2. Tlomy4aTh yCIyrH Ha BO3ME3IHOH OCHOBE C O(QOPMJICHHEM AaKTOB CHAa4YH-TIPHCMKHU
OKa3aHHBIX YCIIVT.

4.1.3. IlomydaTe HEIOCPEIACTBEHHO B apXHBC WA C HCIIOJIB30BAHNECM NH(MOPMAIUOHHO-
TeJIeKOMMYHHKAIIMOHHBIX ceTelt MH(GOpMAIHIO O mopsaKe 0pOpMIICHHS POIYCKa B YHTAIBHBIN
3aJ1, rpaduKe padOThl YUTATBHOTO 3a1a, ITOPSAIKE U YCIOBUAX NIPEAOCTABICHUS yCIIyT apXUBOM.
4.1.4. TlomydaThb Ul U3y4eHUs B BHJE MOUTMHHUKOB U (WJIM) KOTIMA (pOHJIA TOJIL30BAHHMS JIEIa,
TOKYMEHTBI, MPOIIE/IIINE HAyYHOE OMKMCAHHE, TEXHUYECKOEC O(QOPMIICHHE M HE MPH3HAHHBIC
HAXOISAIMMHUCS B HEYIOBICTBOPUTENLHOM (PH3MYECKOM COCTOSIHUU B COOTBETCTBHH C IIOPSIKOM
MpU3HAaHUS JOKYMEHTOB ApxuBHOrO (onma Poccuiickoit @enepanyu HaXOMAIIUMUCT B
HEYyIOBJIETBOPUTEIILHOM (DU3UUECKOM COCTOSHHH, CIIPaBOYHO-TIOMCKOBBIC CPEACTBA K HHM,
[Ie4aTHbIC U3JAHUS.

[To[UITMHHUKHY JeJI, JOKYMEHTOB, HWMEIOIIHe KOIMK (POHJA II0JIB30BaHUS, SABJIAIOIIHCCS
YHUKAQJIbHBIMH, UMCIOIIHE B OQOPMIICHUH WIIM B MPUJIOKCHUH K HUM JIpAroucHHbIC METAJIJIBI U
KaMHA M COCTOSIIME HAa OcOoOOM peXuMe y4yera M XpaHCHMs, a TaKKe HaXOIAIIHUCCAd B
HEYIOBJIETBOPUTEIFHOM (HU3UYECKOM COCTOSIHHMH, BBIAAIOTCHS B TIOPSAAKE, YCTAaHOBJICHHOM
[IpaBHJIAMH OPTaHW3AIlMU XPAaHEHMs, KOMIIJICKTOBAHHMs, y4€Ta ¥ HCIOJIb30BaHHA NOKYMCHTOB
ApxusHoro (honaa Poccuiickon @enepanuu U ApyruX apXUBHBIX JTOKYMCHTOB.

4.1.5. Tlonmy4aTh B JIeHb OOpalleHHsl CIIPaBOYHO-IIOMCKOBBIC CPEJCTBA K JCiIaM, TOKyMCHTaM, a
TaKKE UMETH JIOCTYII K aBTOMATH3UPOBAHHBIM CIIPABOYHO-TIOMCKOBBIM CPEACTBAM, HAXOAAINMCS]

B YUTAJIBHOM 3alJI€.
4.1.6. B3aka3zplBaTh B UYMTAJIBPHOM 3ajleé WIH C HCIOJb30BaHWEM HMH(OOPMAIIOHHO-

TEJIEKOMMYHHUKAIIMOHHBIX CETCH Jiejla, JTOKYMCHTBI, CIPaBOYHO-IIOMCKOBBIC CPEACTBA K HHM,
[evyaTHBIC M3JaHUs 10 TEME UCCICI0BaHUA.

4.1.7. 3aka3piBaTh €IWHOBPEMEHHO B TedeHHe pabodero IHS M I0JIy4aTh Ha Oe3BO3ME3IHOH
OCHOBE HE IO3JHee 4eM yepe3 2 padoumx JHs (J1€1a, JOKYMEHTbl OrpaHHYICHHOro A0CTYylla, Ha
MHOCTPAHHBIX S3bIKax — He mo3aHee ueM yepe3 10 paboumx aHEH) CO JHA o(hOpMJIICHHS 3aKa3a:

o 1020 nen o6uwM o6semom He Honee 1500 nmuctoB (160 oHO A€o0 00bemoM dosee 1500
JIACTOB) YIPaBJIIEHYSCKOH M HAYYHO-TEXHHYCCKOM JOKYMEHTAllMH WM HC oojiee 500

mactoB (6o omHOo neno  obbemom Oosee 500 JMHCTOB) JOKYMEHTOB JIMYHOTO
MPOUCX 0K ICHHS;

e 0 10 equHHUI] XpaHCHUS Ay IMOBU3YAIBHBIX U 3JICKTPOHHBIX TOKYMCHTOB.



4.1.8. 3y4ars 1ojydeHHbIe Jelia, JOKYMEHTBI, IeYaTHbIC U3JaHUs B TCUCHHC 20 pabouux JHEH,
MOJUTHHHUKH 0000 TIEHHBIX JIe), JOKyMeHToB B TeyeHue 10 paboiux AHen.

4.1.9. iMeThb B OJI30BAHUHA OTHOBPEMEHHO 10 20 e, JOKYMEHTOB, ICYaTHBIX U3JaHUuH, O0OLIHUM
o6BeMoM He 6ostee 1500 mueroB (6o oaHO aeno oobemom 6osee 1500 nucros) yIIPaBJIC€HYECKOU
1 HAYIHO-TEXHUYECKOM JOKYMCHTAIlUM WA HE 6oinee 500 muctoB (MO0 OJHO JI€JI0 0OBEMOM
cosiee 500 JTUCTOB) JOKYMEHTOB JIMYHOTO MPOUCXOKACHHA.

4.1.10. IIpoBepsATh IpH MOJYYCHUU €], JOKYMCHTOB, CIIPABOYHO-IIOMCKOBBIX CPEACTB K HUM,
[I€YaTHBIX U3JaHUH UX EJIOCTHOCTh U COXPAaHHOCTD.

4.1.11. TTonp30oBaTbCs 0OOPYAOBAHHEM YATAIIBHOIO 3aJ1a, IPSAHA3HAYCHHBIM JUI U3YICHUS JC,
JIOKYMEHTOB, CIIPABOYHO-IIOMCKOBBIX CPEJICTB K HUM, [I€YaTHbIX U3aHUU.

4.1.12. Ucroap30BaTh IPU U3YUECHUH JIEN, JOKYMEHTOB, CIIPABOYHO-TIOMCKOBBIX CPEACTB K HUM,
MeuaTHBIX W3JaHMIH [UTS OCYIIIECTRIICHHUS BBITMCOK M HaOopa TeKCTa Ha COOCTBEHHBIC TEXHMUYCCKHE
cpezcTBa 0€3 3ByKOBBIX CUTHAJIOB U MJIM apeHJI0BaTh TEXHMYECKUE CPC/ACTBA apXUBa.

4.1.13. Baka3pBaTh JMOO M3rOTABIWBAThL CAMOCTOATEILHO apeHAYECMBIMH TCXHHYCCKUMHU
CPEICTBAMM apXHWBa WX COOCTBEHHBIM TCXHHYCCKMM CPEJICTBOM KOTHM apXHBHBIX [T,
TOKYMEHTOB, II€YATHBIX H3JaHWK B TedeHHe padoyero MHS HA BO3ME3JHOM OCHOBE IIpH
coOmroiennu Tpedosanmii moanyHkToB 4.2.19-4.2.23 llopsaka.

4.1.14. 3aka3piBaTh KONMHM JIEJ, JOKYMEHTOB, II€YaTHBIX H3JaHUK JMOO H3rOTaBIMBaTh
CaMOCTOSTEIPHO KOIMHU JEJ, JOKYMEHTOB, MEYaTHbIX HM3JaHMK BO BHEOUYEPEIHOM IIOPSIKE HA
BO3ME3HON OCHOBE.

4.1.15. BHOCHUTP B UMTAJIbHBIN 31 U BBIHOCUTH MUCbMEHHBIC IIPHUHAJIC)KHOCTH, BBIITUCKH U3 JICII,
IOKYMEHTOB, CIPaBOYHO-IIOMCKOBBIX CPEJCTB K HUM, [EYaTHBIX M3/IaHUM, KOIMH apXHUBHBIX
IOKYMEHTOB, [I€UaTHBIX M3JaHuM, JUCTHl C MAITMHONMCHBIM TEKCTOM, PYKOIMCHBIM MaTepHal,
COOCTBEHHBIE TEXHHYECKHE CPEJICTBA, HCIIOJB3YEMbIC MpU H3YUYCHHH [CJI, AOKYMCHTOB,
CIPaBOYHO-IIOMCKOBBIX CPEJCTB K HMM, I€YaTHBIX M3/IaHWM, KOIMPOBAHHHU NEJ, NOKYMEHTOB,
[Ie4aTHBIX U3IaHUH HAa OCHOBAHUU 3asIBJICHUS.

4.1.16. ITpuBnekars B ciy4ae HEOOXOJAUMOCTH K padOTe B YMUTAJIBHOM 3aJI€ COMPOBOXKIAFOIINX
JIALL B IIOPSIAKE, YCTAHOBJIEHHOM IMyHKTOM 2.2. Ilopsiaka.

4.1.17. IlpenocTaBiaTh APXUBY SK3EMIUIAP W3TaHUs, TTOATOTOBJICHHOIO C HCII0JIb30BaHUEM JIC]I,
TOKYMEHTOB, CIIPABOYHO-TIOMCKOBBIX CPEACTB K HUM, IE€YATHBIX W3JIaHWH, HAXOIAMIMXCS Ha
XPaHECHUHU B apXUBE.

4.1.18. OOpamaTthcst K pyKOBOJICTBY ApXHBa C MPCUIOKCHUAMH, 3aMCUaHUAMU, kajto0aMu 110
BOIIPOCAM OpraHU3aluU padOThl YUTAJIBHOIO 3aJ1a. _
4.1.19. O06xajioBaTh OTKA3 B BhIJaue JieJl, JOKYMEHTOB, CIIPABOYHO-IIOUCKOBBIX CPCACTB K HHUM,
[IeYaTHLIX W3JaHNH B COOTBETCTBUHM C 3aKOHOAaTeICTBOM Poccuiickon denepanum.

4.2. ITonwp3oBaresb 00s13aH:

42.1. Coomonars Ilopsmoxk u paspaboraHHble Ha €ro OCHOBC JIOKaJIbHBIC aKThI,
perjaMeHTHpYIoHe paboTy MOIb30BaTENCH ¢ JIeIaMy, IOKYMEHTaMH, CIIpaBOYHO-ITOMCKOBRIMH
CpeJICTBAMHU K HUM, [I€YaTHBIMHU M3JaHUSIMU B YUTAJILHOM 3aJI¢ ApXHUBA.

4.2.2. CnaBaTh Ha XpaHEHHE NPHU BXOJI€ B YUTAIbHBIA 3aJ1 BEPXHIOK OACKIY, CYMKH, 30HTHL
[TaKeThl ¥ WHBIM TIPEAMETEI, KpoMe yKa3aHHbIX B moanyHkre 4.1.16 llopsnka.

4.2.3. PerucTpupoBaThCs MPH KaXIOM MOCEUICHHH B JKyPHAJIC y4eTa MOCCIIECHMH YHTAIBHOIO
3aJia.

4.2.4. Cobmonars rpaguk paboThl YHTATBHOTO 3aj1a U ApXHBa, O0IIECTBEHHBIN IOPSAIOK, THIITHHY
M 4MCTOTY B YHTATHHOM 3aJIe, a TAKKE NPaBa M 3aKOHHbIE MHTEPECHI JAPYTHX IOJI30BATENICH U
pabOTHUKOB ApxuBa. He MpoHOCHTH MPO/IYKTH! IMTAHUS U HAUTKA B YU TAJIbHBIA 3aIL.

4.2.5. ObecneynBaTh IEJIOCTHOCTL ¥ COXPAHHOCTH IMOJIYYCHHBIX JUIA U3YUCHUS IS, JOKYMCHTOB,
CIIPABOYHO-IIOMCKOBBIX CPEJICTB K HUM, II€YaTHBIX U3/IAHUM.

4.2.6. CtaBuTh MOMIKUCH B 3aKa3e (TpeOOBaHMK) HA IIOJyYCHHE JI€J, JOKYMCHTOB, CIIPABOYHO-
[IOMCKOBBIX CPEJICTB K HUM, IIEYaTHLIX U3JIaHUH.

4.2.7. HesamemaTebHO co00maTh pabOTHUKY YMTAJbHOrO 3ajda ApxuBa 00 OOHapyXCHHH
[MOBPEXIACHUNH Wik JAeheKTOB JeJ, JOKYMEHTOB, CIPaBOYHO-IIOMCKOBBIX CpPCACTB K HHUM,



[MeyaTHBIX W3JaHUU, OTCYTCTBHUM JIMCTOB, HEIPABUILHOM HyMepaluH, HAJIHYHH BJIOJKECHUH, HE
YKa3aHHBIX B JINCTAX-3aBEPUTEINAX ITOJTYYCHHBIX JIEI.

4.2.8. He nmoBpexaaTh MOJYyYEHHbIE JI€J1a, JOKYMEHTBI, CIIPABOYHO-IIOUCKOBBIC CPCACTBA K HUM,
[I€YaTHEIC U3JIaHUS, B TOM YHCIJIC:

e He IUcaTh HA JIMCTAX M€, JOKYMEHTOB, HE IauKaTh, HE PBaTh, HE Pe3aTh, HE 3aruOath
yIJIbI, HE BBIPBIBATH JIMCTHI U3 JIEJI, HE TIEPEKIIaAbIBATh JIUCTHI B JIEJIaX;

¢ He BHOCHUTH H3MEHEHHS B TEKCTHI IOKYMEHTOB, HE JeJIaTh Ha JIOKYMEHTaX U 00JI0KKaxX JIell,
YIIAKOBKaX ayI{HOBH3yaIbHBIX JOKYMEHTOB IIOMETHI, UCIIPABJICHHUS, IOTICPKUBAHN;

e He BKJIaAbIBAThL B Jeja, JOKYMEHTHI, YIAKOBKH ayJIHMOBHU3YAJIBHBIX JOKYMCHTOB
[TIOCTOPOHHHUE IIPEAMETHI, HE OCTABJIATE B J€JIaX 3aKJIA[AKH;

e e TI0JNIb30BAaTHCS KJIEEM, CKOTYEM, MapKepoM, I[E€pheBOH PYYKOH, CTHKEPOM,
KOPPEKTUPYIOIEN JKHMIAKOCTBIO (IITPUXOM), KONHMPOBAIBHOW OyMarou, HOXHHUIAMH,

IPYTUMHU PSKYIIUMU MIPEIMETAMU;
e He 1mepedaBaTh Jela, JOKYMEHTBI JIDYTMM TIOJb30BaTellsIM (32 HMCKJIHOYCHUEM
COIPOBOKIAIOIIUX JIMII, YKa3aHHEIX B MyHKTE 2.2 [lopsaka);

e He Oparp Je€jla, JOKYMEHTHI Yy JPYTruX IIOJb30BaTeiaed (3a UCKIIIOUECHHUEM
COIPOBOKAAIOIINX JIMI, YKa3aHHBIX B MyHKTE 2.2 [lopsaxa).

4.2.9. 3an0aHATh JIUCTHI UCIIOIB30BaHM MTOJYYEHHBIX €I, IOKYMEHTOB, CIIPAaBOYHO-IIOMCKOBBIX
CPEACTB K HUM (IIPY HAJIMYUHU Y HUX JIMCTOB MCIOJIb30BAHM), YKa3biBas AaTy UCIIOJIb30BaHN,
(haMUITHIO, MHULIHAIE! (Pa300PUYHBO), XapaKTep MPOU3BEACHHON padOTHI.
4.2.10. CnaBaTh COTPYAHHMKY 4YHMTJIBHOIO 3ajla IIOCIE OKOHYaHUs pabOThl MPH KaXKIOM
MOCEIIEHUN YUTAJIBHOTO 3aja Jieja, JOKYMEHTBI, CIPaBOYHO-IIOMCKOBBIE CPEACTBA K HUM,
[IEYaTHBIC U3JIAHUS.
4.2.11. He BBIHOCUTH U3 YHUTAJIHLHOIO 3aJia J€jia, JOKYMEHTEI, CIIPaBOYHO-IIOMCKOBBIE CPEACTBA K
HUM, TIeYaTHBIC U3JIaHus, KOIUM (DOH/1A I10JIb30BAHUS.
4.2.12. CobOmoath TpeboBaHMs pabOTHI ¢ 000PYA0OBAHUEM, YCTAHOBJICHHBIM B YUTAJILHOM 3aJIC.
4.2.13. He 3arpyxatb M HE yCTaHaBJIUBATh NPOIrpamMMbl Ha KOMIIBIOTEPHI YHTAJIBHOTO 3alla
Apx¥Ba, HE BHOCUTH WM3MCHEHUsS B (PalJIOBYIO CTPYKTYpY, HE HCIIOJIb30BaTh KOMIIBIOTEPHI
qUTAIRHOIO 3aj1a I nepenayd uHGopMaIui, HE BBIFPYXKAaTh ¢ HUX MH(POPMAIMIO HA ChEMHBIC
HOCHUTEIIH.
42.14. He 3axoauTh B CIyXeOHBIE NOMEIEHHs ApXHWBa, HE IOJIb30BaThCA CIYKEOHBIMH
resieOHAMH M TEXHHUYECCKUMH CpeICTBaMU ApPXHBa, HAXOALUIMMHUCS BHE MPEICIIOB YHTATBHOIO
3aJ1a.
4.2.15. He nepenaBarh NPOIYCK B UMTAILHBEIN 3a] ApXHWBa JpYroMy JIMIY (3@ HCKIIOYCHHEM
CONPOBOXKIAIOIINX JIMI, YKa3aHHBIX B MyHKTE 2.2 llopsaka).
4.2.16. IIpy HEBO3MOXKHOCTH IOCEIIEHHS YATAILHOTO 3aJl1a B TEYEHHE CPOKaA, Ha KOTOPBIX BBIJIAHBL
jiena, JOKYMEHTEI, Ie9aTHRIC U3aHus, COO0IIaTs B apXuB JUIS PO UICHUS CPOKa UX HaXOXIACHHUS

B yuTaJIbHOM 3aJie (He Oosiee yem Ha 10 pabounx auei). Eciau Takas nmpock0a OT M0oJIb30BaTENIs HE
nocrynana, noaoOpaHHbIe [ena, JOKYMEHTBI, I[I€4aTHbIC H3JaHHsA BO3BpallalOTCA B
APXUBOXPAHWIIHIIE O€3 YBEIOMIICHUS TTOJIE30BaTEIIS.

4.2.17. CooOmare B apxuB 00 W3MCHCHHUU CBEICHUM, OOSI3aTCJIBHBIX K YKa3aHWIO B QHKETC
[10JIb30BaTE)Is, padOTAOIIETO B YATAJILHOM 3alJl€.

4.2.18. BBITONHATD 3aKOHHBIE TpeOOBaHMs PaOOTHUKOB apXWUBa, OXPAHHON M I0XKapHOHU CITykKO
apXHUBa.

4.2.19. Ilpu KonmupoBaHUM [Ie]I, JOKYMEHTOB, II€YaTHbIX HM3JaHMH TCXHUYCCKUMHU CPEACTBAMH
apX¥WBa YyKa3bIBaTh NpH OQOPMIICHWH 3aKa3a Ha KOIHMPOBAHUE IIEPEUYCHb KOIMPYEMBIX HCII,
JIOKYMEHTOB, II€YaTHBIX W3JIaHWKM ¢ YKa3aHMEM KX apXMBHBIX HIM(POB, 00beMa KOMHUPOBAHU,
KOJIMYECTBA IK3EMILISIPOB, BHU/1Aa KON, TCXHUUCCKHUX I1ApaMETPOB KONMUPOBAHHUAL.

4.2.20. TTpx caMOCTOSITEILHOM KOIHUPOBAHUU €], JOKYMEHTOB, II€YaTHBIX W3J[aHUH 3aKII0YaTh

JJOTOBOP € apXWMBOM HA OPraHM3alldi0 KONUPOBAHUS HEJ, JOKYMCHTOB, NCUATHBIX H3JaHWH
cOOCTBEHHBIM TEXHHYECKHUM CPEJICTBOM MM apEH/lyEMbIM TEXHHYCCKUM CPC/ICTBOM apXHBa.



4.2.21. 1Ipou3BOAUTE CaMOCTOSITEILHOE KOMMPOBAHHUE COOCTBEHHBIM TEXHHYECKHM CPEICTBOM
UM apeHYeMBIM TEXHUYECKHM CpeICTBOM apXuBa /I, JOKYMEHTOB, II€UATHBIX WU3JaHUU B
MPUCYTCTBUU pPaOOTHHUKA apXHWBa, KOTOPBIM 00€CIEYMBAECT MOATOTOBKY J€JI, JOKYMEHTOB,
[I€YaTHBIX U3JaHUM Ul KOIIMPOBAHMUS M MX COXPAHHOCTH B IIPOIIECCE KOIIUPOBAHUS, KOHTPOJIb 34
COOJIFOICHUEM YCIIOBHH KOITUPOBAHUS.

4.2.22. Ficrionp30BaTh MPU CaMOCTOSITEIFHOM KOIMMMPOBAaHUM COOCTBEHHOE TEXHHYECKOE CPEJICTBO
C BBIKIIOYEHHBIMU (YHKUMUSIMA BCIBIIIKH M I10JIa4d 3BYKOBBIX CHTHAJIOB. 3alperiaercs
MPUMECHEHHE COOCTBEHHBIX KOHTAKTHBIX TEXHWUYECKHX CPeACTB (B TOM 4YHCIIE, DYYHBIE,
[UIAHIICTHBIC, MPOTSDKHBIE CKAaHEPHI, KONUPBI), (PUKCHPYIOIIMX H IPHKHUMHBIX YCTPOMCTB,
MOJIPYYHBIX CPEACTB U (PUBUYECKHX YCHJIHMH, KOTOPBIE OKAa3bIBAIOT HEraTUBHOE BIIMAHUE HA
(hU3MIECKOE COCTOSTHUE JIE]I, JOKYMEHTOB, II€YaTHbIX W3 IaHHIA.

4.2.23. He oCyWECTBIATL CaMOCTOSTENIFHOEC KONHPOBAHHE IIOMJIMHHUKOB €N, JOKYMEHTOB,
[IeYaTHBIX U3JaHUH: '

® OTHECEHHBIX K KaTErOpuu 0CO000 [EHHBIX;
® I[IPU3HAHHBIX HAXOMISMIIUMUCI B HEYJOBJIETBOPUTEIBHOM (HU3UUYECKOM COCTOSHUUA B

COOTBETCTBUU C IOPSAAKOM IIPU3HAHUSA JIOKYMEHTOB ApxuBHOro ¢onuaa Poccuiickoii
Deniepaliu HAXOAALUIUMUCS B HEYIOBJIETBOPUTEIEHOM (DU3HYECKOM COCTOSTHHH:

® C yracarmIlUM TCKCTOM, IPH HAJIMYUU MUTMEHTHBIX IIST€H, KOPPO3HH JKEJIE30-TALIOBBIX
YCPHUJI, HAPYUICHUS CBSA3HM KPACOYHOTO CJIOSI C OCHOBOM, HAa JIOMKOM Oymare, Ha KaJibKe,
AMCIOILIMX CYPTYYHBIE U BOCKOBBIC I1I€4ATH, IOBPEKACHUE MIEPEIIETA, KOPEIIOK, KOTOPBIH
HC IIO3BOJIICT PACKPBITH JECJI0 Ha POBHOM MOBEPXHOCTH, HE NPUYMHSS IIPU 5TOM
MOBPEXKJICHUH IIEPEIIIETY U CAaMOMY JICITY.
4.2.24. YKa3bpIBaTh NpU MyOJTUKAIIMHU H€JI, JOKYMEHTOB UX APXHUBHbBIC LU (PBHI.
4.2.25. IlpenocraBnare apxuBy OGubnuorpaduueckue maHHble NyOIMKAIMi, agpeca UHTEPHET-
pECYpCOB, TIOATOTOBJICHHBIX C HCIIOJB30BAaHUEM [I€JI, JIOKYMEHTOB, CIIPaBOYHO-ITIOUCKOBBIX
CPECACTB K HUM, IEYATHBIX U3JaHUH, HAXOSAIUXCA Ha XPAHCHUHU B apXHUBE.

Jaseayromas Hayyusim

apxusom MDA PAH B.B. Ciuckona




