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1. O0mme moJ1osKeHUus

1.1. Hacrostiuii ITopsiiok UCIoib30BaHusl apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX U MyHUIIMNIATBHBIX apxuBax Poccuiickoit
Deneparuu (nanee — [lopsok) pazpadoTtad B coorBeTcTBHU ¢ DenepanbHbiM 3akoHOM 0T 22.10.2004 Ne 125-03 «O6 apxuBHOM
nene B Poccuiickoit deaepanun» (Cobpanue 3akoHomareabcrsa Poccuiickoit deneparu 2004, Ne 43, ct. 4169; 2006, Ne 50,

cT. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253; 2010, Ne 19, ct. 2291, Ne 31, ct. 4196; 2013, Ne 7, c1. 611), [IpaBunmamu
OpraHU3aINH XPaHEHHUs, KOMIDICKTOBAHNUS, YI€Ta U NCIIONB30BaHUA JOKyMEHTOB ApxuBHOTO (hoHAa Poccuiickoit denepannu u
JPYTUX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX U MYHHUIIMITATBEHBIX apXHABaX, My3esX W OHOIHMOTEKaX, OpraHU3aIUsIX
Poccuiickoit akagemMuu HayK, yTBEpKAECHHBIMU PUKA30M MUHUCTEPCTBA KYJABTYPhl U MaCCOBBIX KOMMYHUKalui Poccuiickoit
Oeneparuu ot 18.01.2007 Ne 19 (3apeructpupoBan Muntocrom Poccuu 06.03.2007, peructpanronusiii Ne 9059) u perynaupyer
OTHOIIICHUS B YaCTH OPTaHU3AIMH PAOOTHI OIB30BATEICH B YNTANBHBIX 3aJIaX TOCYIAPCTBCHHBIX M MyHUIUITATBHBIX apXHBOB.

1.2. Ilopsimok pernmaMeHTHPYeT OpraHU3aIiio paboThl MOIB30BaTeNeH ¢ JoKyMeHTaMu ApxuBHOTO (oHaa Poccuiickoit
®Deneparyy, APYTUMH apXUBHBIMU JOKYMEHTAMH, HE COIEPKAIMMHU CBEACHHUS, COCTABIIAIOIINE TOCYAaPCTBEHHYIO TailHy (Hanee —
JieTia, TOKYMEHTHI ), ¥ CIIPABOYHO-TTOMCKOBBIMH CPECTBAMH K HUM B YHTAJBHBIX 3aJ1aX TOCYIapPCTBEHHBIX M MYHHIIUITATBHBIX
apXMBOB (J1ajiee — YUTATBHBIC 3aJIBI).

1.3. TTonmp30Baresn 001 AaI0T PaBHBIMY ITPaBaMU Ha JIOCTYI K JieJlaM, JIOKYMEHTaM roCyJapCTBEHHBIX ¥ MYHHIUIAIBEHBIX
apxuBoB Poccuiickoit ®enepaunu (fajgee — apxUBOB) U CIIPABOYHO-TIOUCKOBBIM CPEICTBAM K HUM B COOTBETCTBHUH C
3aKoHozaTenbcTBOM Poccuiickoil @eneparyu.

1.4. Ilnara 3a MOCCIICHNUE YNTAJIbHBIX 3aJ10B, MMOJIL30BAHUC J€JIaMU, JTOKYMCHTAMU U CIIPABOYHO-IIOMCKOBBIMHA CPCACTBAMU K HUM
HC B3UMACTCA.

1.5. TInaTHbBIE YCIYTH MOJIB30BATENSM MIPENOCTABISIFOTCS] ApXUBAMH B COOTBETCTBUU C 3aKOHOJATENBLCTBOM Poccuiickoit
denepanui.

1.6. Ha ocHoBanunm Hacrosimero ITopsaka apxuBsl BIipaBe pa3padarTsBaTh JOKYMEHTHI, PETTIAMEHTHPYIOIINE IT0JIb30BAHUE
JieTlaMu, TOKyMEHTaMH M CIIPaBOYHO-TIOMCKOBBIMH CPE/ICTBAMH K HUM B YHTAIBHBIX 3aJ1aX, C yYETOM CIEIN(HKHI JOKYMEHTOB
apxuBa, 0COOCHHOCTEH ero paboThl. YKa3aHHbIE JOKYMEHTHI HE MOTYT ITPOTHBOPEUNTH HacTosmeMy [lopsky.

I1. TTopsiok gomycKa MOJIL30BaTe/ sl B YUTAJBHBII 321

2.1. Tlonwp3oBarens HomycKaeTcs it paboThl B YMTABHBIN 3871 HA OCHOBAaHUH JIMYHOTO 3asBJICHUSI UM MMHUChbMa HaIpaBUBIIEH €To
OpraHU3aI[|K, B KOTOPBIX YKa3bIBAIOTCS (haMHJIKsL, UMsI, OTYECTBO MOJIH30BATEIIs, TOJDKHOCTD, YICHOS 3BAHUE, yUCHAs! CTCIICHb,
TE€Ma, XPOHOJIOTHYECKHUE PAMKH U IIEJIb UCCIICIOBAHUS.

2.2. Ilonp30BaTeNh 3aMOMHIET aHKETY PEKOMEHIOBAaHHOTO 00pa3ma (IpuiiokeHne K HacrosaneMy [1opsanKy) u mpeabsBiseT
MIACTIOPT COTPYAHHUKY YMTAIBHOTO 3ai1a U UACHTU(HUKAIINH JINIHOCTH.

2.3. Paspeienue Ha pabOTy B YMTAIILHOM 3aJIe IACTCs PYKOBOAUTENIEM apXHBa MM YIIOJTHOMOYSHHBIM MM JIMLIOM (Jajiee —
PYKOBOJICTBO apXHBa) Ha CPOK He Oosiee 0OTHOro rofia ¢ 0(hOpMIICHHEM HPOITYCKa B YNTANBHEII 3aJ1 B YCTAaHOBICHHOM MOPSIIIKE.

CpOK pa6OTLI B YHTAJILHOM 3aJI€ MOKET OBLITh MMPOAJIEH PYKOBOACTBOM apXHBa I10 3asBJICHUIO ITOJIb30BATECJIA. OO0 U3MEHEHHH TEMBI
N XPOHOJIOT'MYECKUX paMOK HCCJICIOBAHUA ITOJIB30BaTC/Ib I/IH(I)OpMI/IpyeT B MUCBMCHHOM BUI€ COTPYIHHWKA YUTAJIBHOT'O 3aJ1a.

I11. [IpaBa u 00A3aHHOCTH MOJIH30BATEJIS

3.1. Ilomp30BaTens BIpase:

3.1.1. HonyanL JJIA U3y4CHUA [1€J1a, JOKYMCHTBI B BUJIC ITOJJIMHHHUKOB Y/ AU KO (1)OHL[a MOJIb30BaHUsA, NPOMICAIINEC HAYIHOC
OIIMCaHUEC, TCXHUYCCKOC O(i)OpMJ'IeHI/Ie " HaxoAdAluecsa B Y10BJICTBOPUTCIbHOM (1)I/IBI/I‘ICCKOM COCTOsSITHHH.

Jena, TOKyMEHTBI, COfiepKalllie CBEICHUS O TUYHON U ceMEWHOM TallHe TpaXklaHuHa, €T0 YaCTHOM JKM3HM, BBIIAIOTCS MIPU
HaJIMYUU TUCbMEHHOT0 pa3pelleHus FPaKIaH1Ha, a MOCJIE eT0 CMEPTH — C MUCBbMEHHOTO pa3pellIeH s HACTIEIHUKOB IaHHOTO
TpaKIaHWHA IO UCTEUEHUs 75 JIeT Co THS CO3/IaHus JOKYMEHTOB. J{ena, TOKyMEeHThI, IPUHATHIE B apXUB OT COOCTBEHHUKOB I
HX BJIaJCIbLIECB, BEITAIOTCA, €CJIN 9TO HE IPOTUBOPECUUT YCIOBUAM HUX MEPEaAain Ha XPAaHCHUC.


http://archives.ru/documents/ministry-orders/prik_635_2013.shtml
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TlopnuuHMKH ACJ, JOKYMCHTOB IIpHU HAJIUYNU KOITHI (I)OH)Ia NOJIb30BaHUA BbIAAIOTCA TOJBKO B CIy4ac MPOBCACHUA CICIIUAJIbHBIX
Hay4YHBIX pa60T 10 TCKCTOJIOTUH, KOAUKOJIOTUH, naneorpa(blxm, M3Yy4YCHU BOAAHBIX 3HAKOB U APYI'UX BHCHIHUX 0COOEHHOCTEHN
JOKYMCHTOB M OpraHu3alnu ux (l)OTOTI/Il'II/I‘ICCKOFO H3JaHus ¢ MUCBMCHHOTO paspCUICHUSA PYKOBOACTBA apXHBa.

3.1.2. [Tonp30BaThCSI CIIPABOYHO-TIOMCKOBBIMHU CPEIICTBAMU K J€TaM, JOKYMEHTaM, IIEYaTHBIMU U3aHUAMH U APYTHUMU
MarepHuajJaMH HayqHO-CIIPAaBOYHOW OMOIMOTEKN U CIIPaBOYHO-HH()OPMATMOHHOTO (YOH/IAa apXUBa IT0 TEME UCCIICTOBAHHUS.

3.1.3. ITomy4aTp HEMOCPEACTBEHHO B apXMBE MU C UCIIOIb30BAHUEM HH()OPMAIIIOHHO-TEIEKOMMYHHUKAIIIOHHBIX TEXHOIOTHI
MHPOPMALIUIO O pacropsiaKe paboThl YUTAIBHOTO 3aJ1a, MOPSIKE U YCIIOBHUSX IPEJOCTABICHUS apPXUBOM TOCYIAPCTBEHHBIX U
MYHHUIUIAIBHBIX YCIIYT.

3.1.4. 3aka3bIBaTh HEOCPCACTBCHHO B apXUBEC UJIU C MCIIOJIB30BAHUEM I/IH(bOpMaHI/IOHHO-TeHeKOMMyHI/IKaHI/IOHHLIX TEXHOJIOTHI1
Acja, JOKYMEHTBI, CIIPAaBOYHO-IIOUCKOBLIC CPEACTBA K HUM 11O TEMEC UCCIICAOBAHUS TJIA pa60T},1 B YNTAJIBHOM 3aJIC.

3.1.5. 3aka3bIBaTh €IMHOBPEMEHHO B TEUCHHE pabOUero JHs U MONydaTh HE MO3AHee YeM yepes 2 pabounx AHS CO AHA
odopMIICHHUS 3aKa3a:

10 20 mex o6mmM o6beMoM He Oonee 1500 nrcToB M3 apXUBHBIX (POHIOB TOCYIAPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO
CaMOYIIpaBJICHUS M opraHu3anuil nim He 6oinee 500 IMCTOB U3 apXUBHBIX (POHIOB JIMIHOTO MPOUCXOKICHUS;

0 10 CAWHUIL XpAaHCHUS ayANOBU3YaJIbHBIX U DJICKTPOHHBIX JTOKYMCHTOB.

KonmuecTBo e, TOKyMeHTOB, Konuii (pOHIA NOIB30BaHMS, HAXOAAIINXCS OHOBPEMEHHO Y ITOJIb30BATEIIs, HE MOXET IPEBBIIIATH
20 enuHUI XpaHEHHUS.

Jena, MOKyMeHTSI, Koruu (OH/Ia MOJIb30BAHMUS BBIJAIOTCS Ha CPOK JIO OJHOTO MECSIIIA, MOUTMHHUKU 0C000 IEHHBIX JIe,
JIOKYMEHTOB — Ha CPOK He OoJiee IBYX HENeNb.

3.1.6. [Tony4arp onucu jien, TOKYMEHTOB, TIe4aTHbIC U3[JaHUS U IPYTHe MaTepralibl HayYHO-CIIPaBOYHON OMONINOTEKH U
CIIPaBOYHO-HH(OPMALIMOHHOTO (hOHIA APXUBA, a TAKKE UMETh JOCTYI K aBTOMaTH3HPOBAaHHBIM CIIPABOYHO-TTONCKOBBIM
CpeICTBaM, HAXOMSAIIUMCS B YUTAIBLHOM 3aJie, B I€Hb 3aKa3a.

3.1.7. HonyanL KOHCYJIbTAllU CIICIIUATIMCTOB apXHUBa MO COCTAaBy U COACPIKAHUIO ACJI, JOKYMCHTOB U CIPABOYHO-IIOMCKOBBIX
CpCACTB K HUM I10 TEME UCCIICAOBAHUSA.

3.1.8. [Nomy4ars MH(POPMAIIHIO O CYHICCTBYIOIINX OTPAHUYCHUSIX Ha JJOCTYI K OTACIBHBIM KaTETOPHUSM JIei, JOKYMEHTOB TI0 TEME
UCCIICIOBAHUS, 0 HEOOXOAMMBIX MPOLEAYPaX IS MOTYICHHUS pa3pelicHUs Ha JOCTYI K HUM, a TAKXKE O CPOKAX 3aBEPIICHHUS
HAyYHOT'O OMHCAHMUS, TEXHUIECKOTO O(hOPMIICHUS W/HJIH CICHUATBHON 00pabOTKH e, JOKYMCHTOR.

3.1.9. [lenath BBINMKMCKU U3 MPEIOCTABICHHBIX JIe]I, JOKYMEHTOB, CIIPABOYHO-TIOMCKOBBIX CPEJCTB K HUM.

3.1.10. ITomy4ars TUTaTHBIE YCIYTH B COOTBETCTBUH C 3aKOHOAATENHECTBOM Poccuiickoit deneparnmn.

3.1.11. Tlomp30BaTHCSI 000PYIOBAHNEM YUTATHHOTO 3aJIa, TPeTHA3HAYEHHBIM 71 pabOTHI ITOJIB30BATENEH.

3.1.12. Ucronp30Bars npu padore ¢ es1aMu, TOKYMEHTaMH, CIIPaBOYHO-TTONCKOBBIMH CPEJICTBAMH K HUM, 33 HCKIIIOYCHHEM
KOITMPOBAHHMSI, COOCTBEHHbIE TEXHUUECKHUE CPe/ICTBA O€3 3BYKOBBIX CHI'HAJIOB M 0€3 MOIKITIOUYEHHS K JIOKAIbHON CETH apXHBa WIN
apeH/10BaTh TEXHUUECKHE CPENICTBA apXHBa. Vcronb30BaHre COOCTBEHHBIX TEXHUUECKUX CPEJCTB JIOMYCKAETCsl, €CJIN 9TO HE
BIIMSIET Ha PaboTy APYIUX MOJIb30BaTENIEH.

3.1.13. BHocuTh B YUTaIBHEIH 3aJ1 ¥ BEIHOCHTH MMpEeaAMETHI IMMUCbMaA, JTUYHBIC BEUIH, BBIITUCKH, CACITAHHBIC ITOJIB30BaTCIEM U3 €1,
JOKYMCHTOB, CIIPABOYHO-IIOMCKOBBIX CPEJCTB K HUM, KOITMH apXHUBHBIX JOKYMCHTOB, II€YAaTHBIX I/ISJIaHI/Iﬁ Ha BCCX BUIAAX
HOCHUTETEH, MAITMHONIMCHBIN, PYKOIIMCHBII TEKCT, TPaHKH HayYHOH pab0Thl. BHOCHTE M BBIHOCHTB KOTIMM apXMBHBIX JOKYMECHTOB,

TIeYaTHbIE W3AaHNS, MAIIMHOUCHBIH, PyKOIMCHBIN TEKCT, TPAaHKH HAyYHOW PaOOThI PY HAMYNH CHENHATBLHOTO IPOITyCKa.

3.1.14. HpI/IBJ'ICKaTB, B ClIy4ac H€06XOI[I/IMOCTI/I, K pa60Te B YUTAJIbHOM 3aJIC TIOMOIIHUKOB HUJIKM IEPEBOAYNKOB. O(l)OpMJ'IGHI/IG
COIMPOBOXKAAIOMINX TTOJIB30BATCIIA JIUL AJIs pa6OTLI B YMTAJIbHOM 3aJIC OCYLICCTBIIACTCA HA 06H.[I/IX OCHOBAHHMIX.

3.1.15. OOparmarbes ¢ NpeIIoKEHUSIMU, 3aMEYaHUsIMH, KaJI00aMH 110 BOITpOcaM O0OCTYKUBAaHUS B YUTAIBHOM 3aJIe K
COTPYIHHKAM YHTAJIBHOTO 3ajia, PyKOBOACTBY apXHBa.

3.1.16. IlpenocTaBisaTh apxuBy OMOIHOrPaPUUCSCKYIO CIIPABKY M/WIHM DK3EMILTAP U3aHHUs, IIOATOTOBICHHOTO HA OCHOBE
apXMBHBIX ()OHJIOB, JJIs yUeTa apXUBHBIX JIOKYMEHTOB, BBEJJICHHBIX B HaYy4YHBIH 000POT.

3.1.17. OOxanoBarh OTKa3 B BEIJAYE /IEJ, JOKYMEHTOB M CIIPaBOYHO-TIOMCKOBBIX CPEACTB K HUM IO TEME UCCIICOBAHNUS B
COOTBETCTBUHM C 3aKOHOAaTenbCTBOM Poccuiickoil denepanuu.

3.2. ITonb30oBareib 00s3aH:



3.2.1. Cobmnronarp Hactosinwmi [Topsiaox.
3.2.2. Cobironarh pacropsioK paboThl YUTAIBHOTO 3ajla, TUIIMHY M YHCTOTY B UUTAJIBHOM 3alie BO BpeMs paboTHlI.
3.2.3. PeructpupoBarbcs MPHU KaXKIOM MOCEIICHUN B XKypHAJIe yueTa NMOCeIeHUH YuTaaIbHOoro 3aja.

3.2.4. CnaBarb Ha XpaHEHHE IIPH BXOJIC B UUTAJIbHBIN 3aJ1 BEPXHIOIO 0Ky, CyMKH pazmepom Oosee 200 x 300 MM, 30HTHI,
TTaKeTHl U APyTHE MPEeIMEThI, KpOMe YKa3aHHBIX B myHKTax 3.1.12, 3.1.13.

3.2.5. BHOCUTD B UATANBHBIN 3aJ1 MPEIMETHI MUChMa U IMYHBIC BEIIN B IPO3PAYHOM ITaKeTe W/ W CYMKE pazMepoM He Ooree
200 x 300 MMm.

3.2.6. HpOBepHTL IIpU NOJTYUCHHHA 3daKa3aHHBIX OHHCGﬁ, ACJ1, JOKYMCHTOB, KOITHiA (1)0H,I[a I10JIb30BaHUs UX IECJIOCTHOCTb U
COXPAaHHOCTDb U PACIIUCBHIBATLCA B 3aKa3e (Tpe6OBaHI/II/I) 3a NOJIyUYCHHUC Ka)K)IOﬁ (Ka)KZ[OFO) W3 HUX.

3.2.7. HezameummtenbsHO cOOOIATh COTPYAHUKY YUTAIBHOTO 3a1a 00 0OHApYKEHHH TIOBPEXICHUH WM 1e(eKTOB Oonucei, e,
JOKYMCHTOB, KO (bomla IMOJIb30BaHUA, OTCYTCTBUHU JIUCTOB, HeraBHJ’[BHOﬁ HyMEpaluu, HAJIUYUH ITOCTOPOHHUX BHOX{GHHﬁ, HC
YKa3aHHBIX B JIMCTAX-3aBEPUTCIIAX MOTYUCHHBIX OCII.

3.2.8. ObecrieunBaTh MPHY MOIB30BAaHAN COXPAHHOCTH JIEJl, TOKYMEHTOB, CIIPAaBOYHO-ITOMCKOBEBIX CPEICTB K HIM, Konwii (oHIa
IOJIE30BaHUSL.

3.2.9. 3am0IHATh INCTHI HCIIOJIH30BAHUS MPOCMOTPEHHBIX JCJI, JOKYMCHTOB.
3.2.10. C,IlaBaTL COTPYAHUKY YHUTAJIBHOI'O 3aJ1a IOCJIC OKOHYAaHUs pa6OTLI I[Py KAXKAO0M NOCCHICHUH YN TAJIbHOIO 3aJa,
MMpEaAOCTABJICHHBIC EMY €J1a, TOKYMCHTBI, CIIPABOYHO-ITIOMCKOBBLIC CPCACTBA K HUM, KOITUH (l)OHZ[a IIOJIb30BaHUA, IICUATHHIC

U3JaHuAg U APYTUC MaTepuaibl Haquo-cnpaBquoﬁ OHOINOTEKU U Cl'[paBO‘-IHO—I/IH(bOpMaI_[I/IOHHOFO (l)OH}_'la apXxuBa.

3.2.11. Cobmronars TeXHUYECKHE TpeOOBaHMS 0OpalieHus ¢ 000pyI0BaHHEM, KOMMUAMHU (OHIA MOIH30BAHUS, ayIHOBU3yaTbHBIMU
U 2JIEKTPOHHBIMHU JIOKYMEHTaMH, aBTOMaTH3MPOBAHHBIMHU CIIPABOYHO-TIOMCKOBBIMH CPEICTBAMHU.

3.2.12. Cobmronath 00IIeCTBEHHBIH MOPSAIOK, a TAKXKE MPaBa M 3aKOHHBIE MHTEPECHI COTPYTHUKOB apXHBa M JPYTHX
TMIOJIb30BATEINEH.

3.2.13. BHITIONHATH TpeOOBAHUS COTPYIHHKOB apXHBa, OXPAHHOHN CIY>KOBI M CITY>KOBI MOKapHON OXpaHBbI apXHBa B YPE3BbIYAHBIX
cuTyanusx (rmoxap, aBapusi, yrpo3a TeppOpUCTHIECKOTO aKTa).

3.2.14. IlpenbsSBIsATh COTPYAHUKY OXPAaHHOI CITyKOBI, B Cllydyae HEOOXOIMMOCTH, UMEIOLIMECS] MaTepUaIIbl U IIPEJMETHI,
yKa3aHHbIE B TyHKTax 3.1.12, 3.1.13.

3.2.15. Ilpu HEBO3MOXKHOCTH TIOCEIICHUS YUTAIIBHOTO 3aj1a B TEUCHNE CPOKa, Ha KOTOPBIM BBIIAHHBI Jeja, JOKyMEHTHI, CO00IIaTh
00 3TOM COTPYIHHUKY YHTAIBHOTO 3aJa JIJIsl HPOAJICHHUS CPOKA NX HAXOXKJICHUSI B YUTAILHOM 3aJIe.

3.2.16. Yka3pIBaTh IpH MCIIOIB30BAHNH JOKYMEHTOB B OITyOJIIMKOBaHHOH paboTe MCTOYHUK HH(OPMALIUU — MECTO XpaHEeHHUS JeT,
JOKYMEHTOB, HX IIOMCKOBBIE IaHHBIE.

3.2.17. Hect OTBETCTBEHHOCTSH 3a XHIIEHHUE U IOPUY JIEJ, JOKYyMEHTOB, IPUYNHEHNE MaTepUaIbHOTO yIiepOa NMYIECTBY
apXxvBa B COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickoii deneparun.
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