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NMpasuna paboTbl nonb3oBaTesien B YMTaJIbHbIX 3asiax
rocynapcTrBeHHbIX apxuBoB Poccunckom depepauum

JOKYMEHT yTpaTua CuJly B CBA3MU € NPpuKasoM MuUHKyIbTypbl Poccum oT 3 nioHa 2013 r. Ne 635
«06 yTBepXaeHUK MopsaaKa NCNOAb30BaHNA apPXUBHbBIX JOKYMEHTOB B FOCYAAPCTBEHHbIX U MyHULIMOAAbHbIX

apxuBax» [1].

YTBEP>XOEHbI
npukasom degepanbHOM apXnUBHOM Cnyx6bbl Poccun
oT 6 nonga 1998 r. Ne 51

1. OO Me nosnoXXeHus

1.1. HacTtoswwue MNpaBuna paspaboTaHbl B cooTBETCTBUN C KOHCTUTYuUMen Poccuinckon ®denepaumnn,
OcHoBaMu 3akoHopaTenbcTBa Poccuiickom ®depepaunmn o6 ApxmBHoM doHOe Poccuiickon
depepaumm n apxmax ot 7 uwonga 1993 r. Ne 5341-1, depepanbHbiM 3akKoHOM oT 20 ¢espans
1995 r. Ne 24-®3 «O6 nHpopmaumn, nHpopMaTM3aLUM 1 3aLLmMTe MHpopmauum», NonoxxeHmnem ob
ApxuBHOM oHAe Poccunckon degepaumn n MNonoxxeHmnem o FocyfapCTBEHHOW apXMBHOW cnyxbe
Poccun, yTBepxaeHHbIMU YKa3oM lMpe3ngeHTa Poccuinckon ®epepaumm ot 17 mapta 1994 r. Ne 552.

1.2 lMpaBnna ycTaHaB/AMBAOT MOPALOK pa60Tb| nonb3oBaTenien c OTKPbITbIMMN OOKYMEHTaMWN B
YNTaNIbHbIX 3aJlaX (l'lpOCMOTpOBbIX 3a/1laX, KOMHaTax npochywmsaHna POHOOLOKYMEHTOB U T.M.)
roCcygapCTBeHHbIX apXNBOB N LLEHTPOB XpPaHeEHUNA OOKYMEHTaLUnn Poccunckon depnepaunn.

1.3. MNMopsaok paboTbl, 06583aHHOCTM COTPYOAHMKOB apXMBOB MO 0BCNY)XMBaHMIO MOJib30BaTesIeEN B
YnUTanbHbIX 3anax, WX OTBETCTBEHHOCTb OMPeAeNstoTCA 3akoHoAaTeNbCTBOM Poccuinckon
depepauymn, HOpMATUBHBLIMU NMPaBOBLIMU akTaMu degepasibHON apXUBHOM CNy»x6bl Poccum.

1.4. Bce nonb3oBaTtenn obnagatoT paBHbIMUK NMpaBamMy Ha [OCTYN K JOKYMEHTaM apXuUBOB.
1.5. MnaTa 3a noceuwleHne YnTaslbHbIX 3a/10B apXMBOB 1 NOJIb30BaHWE AOKYMEHTaMn He B3MMaeTCH.

1.6. TlnaTHble ycnyrm noJsib3oBatendamMm npenoctaBaAaArdTCaA apXmBaMm B COOTBETCTBUU C
YCTaHOBJIEHHbLIM NMOPAAKOM.

1.7. Ha ocHoBaHMM HacToAwmMx [paBun apxmBbl MOryT pa3pabaTbiBaTb [OOKYMEHTHI,
pernamMeHTupylowme 1UCnosib30BaHNE apXUBHbIX MaTepuasioB 4Yepes YuTasibHble 3abl, C y4eToM
cneundnkn mnx coctaBa M ocobeHHocTen paboTbl apXxMBOB. YKa3aHHble AOKYMEHTbl HE MOryT
MPOTUBOPEYNTb HacToAwMM lNMpaBunam.

1.8. Pacnopsapok paboTbl YNTasbHbIX 3a/10B YCTaHAB/MBAETCS PYKOBOACTBOM apXMBOB.

2. Mopsapok ponycka nosnb30BaTesIen B YUTaJIbHble 3anbl apXuBOB

2.1. lMonb3oBaTenn [OOMYCKAlOTCA B 4YWTasibHble 3aJibl Ha OCHOBAHWUM JIMYHbLIX 3asBJIEHUN.
Monb3oBaTenu, Beayline Hay4Hyto paboTy B COOTBETCTBMU C MJIAHOM HAy4YHbIX yYpeXxaeHuin nam
BbIMOJIHAOLLNE CNy>XKebHble 3aaHuns, MOryT NpefCcTaB/IasTb NMMCbMa HanNpaBMBLUNX UX OpraHu3aLuii.

2.2. B INYHBIX 3a89BNEHUNAX UIN NUNCbMaXx yKa3blBalOTCA paMuans, nMsa, 0oT4eCTBO nosb3oBaTenen,
OOJIDKHOCTb, Yy4eHO€e 3BaHWNe, Y4eHad CTEeNneHb, TeéMa N XPOHOJIOrM4eCKMe paMKm nccnenoBaHmA.

2.3. Pa3spewleHuve Ha pa60Ty B HNTaJIbHbIX 3aJlaX OaeTCAa PYKOBOACTBOM apPXUBOB Ha HeobxoanMbIN
rnoJib30BaTesIAM CPOK, KaK npasusio, Ha 1 rog co aHa odpopmneHus. Mpu HeobxoaAnMMoCTH npoaneHmaA
CpOKa BOMpOC CcorJlacoBblBaeTCd C pyKOBOAOCTBOM apXmnBOB UJIN COTPYOHNKaMWN YNTaJibHbIX 3a/10B.

Page 1 of 7


http://archives.ru/documents/ministry-orders/prik_635_2013.shtml
http://archives.ru/documents/ministry-orders/prik_635_2013.shtml
http://archives.ru/documents/ministry-orders/prik_635_2013.shtml

MpaBuna paboTbl Nonb3oBaTeNnen B HUTAJIbHbIX 3aJ1aX rocyaapCcTBeHHbIX apxuBoB Poccuic
OnybankoBaHo Ha canTte PepepanbHoe apxmBHoe areHTcTBO (http://archives.ru)

2.4. Bce nonb3oBaTenMm 3HAKOMATCA C HacToAwMMM [lpaBuiaMm U 3anofIHAIOT aHKeTy
yCTaHoBsieHHOro obpasua (npuaoxkeHme Ne 1).

2.5. OCpOpMJ'IeHI/Ie nponyckoB B YWUTalJlbHble 3aJlbl OCYLLECTBAAETCA NMpun npeabsaBieHNN
noJsib3oBaTeNAMN JOKYMEHTOB, yAOCTOBEPAKOLWNX JINHHOCTD.

3. MpaBa, 0693aHHOCTN U OTBETCTBEHHOCTb NoOJib30OBaTesNen

3.1. MNonb3oBaTenam npeaoCTaBnATCA MMeWneca B apxXmBe CrpaBOYHUKN (onncun, kaTanorwy,
O630pbl), hena n LOKYMEHTbl, B TOM 4Yu/cC/e NMO3UTUBHbIE KOMUU KUHOLOKYMEHTOB, (POTOLOKYMEHThI
(B BMOE MO3UTUBHLIX OTMEYaTKOB WU KOHTPOJIbHbIX OTNEeYaTKOB Ha KapTo4dKax (poToKaTasora
apXI/IBa), POHOOOKYMEHTbI MO TeMe UCCefoBaHusA, a TakXe TexHuU4yeckoe o6opyp,0|3aH|/|e aona
paGOTbI C MUKpoOKOnnamMn, ayanosmsyasjibHbIMn N MalLUHOYNTaeMbIMUN OOKYMEHTaMMN.

3.2. Monb3oBaTenu, paboTalwume B YATaNbHbIX 3aJlax apXMBOB, UMEKT MNpPaBo:

3.2.1. NMony4aTb MHGOPMaLUO 0 pacrnopagke paboTbl YNTasNbHbLIX 3a/10B, YCJ/yrax, OKa3blBaeMbIX
apXxuBamMm Yyepes YMmTasibHble 3aJbl, NOPAAKE N YCIOBUSAX UX MPefoCcTaBleHns.

3.2.2. Mony4aTb KOHCYy/bTaUUU CNeunasncToB apXmMBOB O COCTaBe U COAepP>XaHUN OOKYMEHTOB B
COOTBETCTBUN C TEMOWN UCCNEeA0BaHUN, UMEIOLLMXCA B apXuUBax CripaBoYHMKAX.

3.2.3. Mony4aTb MHMOPMALINIO, B TOM YUCJSIE B MUCbMEHHOW (hopMe, 0 MpUYnHe 0TKa3a (0TCPOYKN) B
BblAaye nen (IOKyMeHTOB), CYLIEeCTBYIOLLMX OFrPaHNYEHNSX Ha BblAa4vy 1 KOMMPOBaHME JOKYMEHTOB
Nno TeMe NCCNelOBaHNs, a TakXXe 0 CPOKax, B TeYEHNE KOTOPLIX OHU ByayT NelcTBOBaTh.

3.2.4. O6xanoBaTb OTKa3 B BblAavye apPXWMBHbIX [OOKYMEHTOB WM CMPABOYHMKOB MO TeMe
nccnenoBaHns B COOTBETCTBUN C AEACTBYIOLNM 3aKOHO4ATEebCTBOM.

IOna pewweHna cCnopHbIX BOMPOCOB MoJib30BaTeNM MOryT obpallaTbCA K PYKOBOLCTBY apxvBOB, B
OopraHbl yrnpas/ieHns apxuBHbIM AenoM cybbekTa Poccuninckon depepaunun, PefepasibHy0 apXUBHYIO
cnyxby Poccun, a Takxe B yCTaHOBJIEHHOM nopsagke B cyaebHble opraHbl Poccuinckon degepaunn.

3.2.5. Monb3oBaTbCsa NMevyaTHbIMU U3OAHUAMU U PYKOMUCHbLIMU MaTepuasaMmm n3 POHAO0B Hay4HO-
CNpaBOYHbIX bnbnunoTex, CMNpaBoOYHO-UHPOPMALIMOHHBLIX (POHAOB.

3.2.6. 3aKa3biBaTb WM CaMOCTOATE/NIbHO M3roTaBAMBATb KOMUM apXUBHbIX OOKYMEHTOB MO TeMe
nccnenoBaHus, OenaTb BbIMUCKU W3 MPefoCTaBfIEHHbIX UM Aefl, [OOKYMEHTOB, apXMBHbIX
CNpPaBOYHNKOB.

3.2.7. Mpn Hann4nm TEXHUYECKUX BO3MOXXHOCTEN MO CrneymajibHOMY pa3peLleHUuto pyKoBOACTBa
ApXMBOB WCMOJIb30BaTb COBCTBEHHbLIE TeXHUYECKME CpeacTBa (MepCoHaNbHbIA KOMMbIOTEP,
MarHMToOoH, AWKTOMOH) wmAn apeHfoBaTb TeXHMYecKue cpencrtesa apxmeoB. Mcnonb3oBaHue
TEeXHNYECKNX CPencTB OOMNYyCKaeTCs, eCam 3TO He MewaeT paboTe Apyrux nosb3oBaTenen.

3.2.8. MpoHOCUTbL B YMTasbHbLIA 3as MO COrJjacoBaHMIO C ero 3asegywwmm (COTPYOAHUKOM)
MaLMHOMUCHLIA N MeYaTHbIN TEeKCT, FPaHKM Hay4YHon paboTbl. BHOC M BbIHOC 3TMX MaTepuasioB
othopmnseTca crneymanbHbIM NPOMNYCKOM.

PykonucHble MaTepunasbl MoJsib30BaTeNEN BbIHOCATCA 6€3 nponycka.

3.3. MNonb3oBaTenen MOryT CONpoBOXXAaTb MEPEBOAYNKN NN MOMOLLHUNKN.

3.4. Monb3oBaTenn o06g3aHbI:

3.4.1. Cobnopgate HacToawwme [pasBumna paboTbl B 4YMTasbHbIX 3asaX apxmBoB Poccuinckom
depepaumn.
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3.4.2. PernctpmpoBaTbCs NPU Ka>kA0M MOCELLEHNN B XXYPHaJie NoCELEHN YATaIbHOro 3asa.

3.4.3. 3anoNHATb JINCTbl UCMNOJIb30BaHUA MPOCMOTPEHHbIX Aes, yKa3blBad AaTy WUCMOJib30BaHUS,
hamnnnio n nHuumansl (pasbopymeo), xapakTep npovssefeHHON paboTbl (MPOCMOTP, BbINUCKU Y
T.M.).

3.4.4. lNocne oKOHYaHMnA pa60Tb| npun Ka>XgoMm rnoceweHnn caaBaTb npegoctaBJieHHbleE eMYy OMNMncuy,
nena (eanHuMubl xpaHeva), nevyaTHble N34aHNA COTPYOAHUKY HNTaJIbHOIo 3aJia.

3.4.5. CobnogaTtb TexHn4Yeckne TpeboBaHmna obpalweHns c obopygoBaHNEM 1 NJEHKON Npn paboTe
C MUKPOKOMUSIMU 1 AOKYMEHTaMMN Ha cheunasnbHbIX N 3NIEKTPOHHbBIX HOCUTENSX.

3.4.6. CobntogaTb pacnopsaok paboTbl YNTANbHOrO 3aaa, TULIWMHY 1 NOPSAO0K BO BpeMs paboThl.

3.4.7. B cooTBeTCTBMN C PefepanibHbIM 3aKOHOM «O6 MHpopMauum, nHGopMaTU3aLUM N 3amTe
nHopMaummn» (cT. 12, 0. 2) NCNOSb30BaTb N NYHBANKOBATb NOYHEHHYIO apXUBHYIO MHhOopMaLMio C
0653aTeNbHON CChIJIKON Ha MCTOYHUK MHGOPMaLKUK, T.e. YKa3biBaTb Ha3BaHME apxmBa, XpPaHsLWeEro
OOKYMEHThbI, UX MOUCKOBbIe AaHHble (HoMep (hoHaa, onucK, aena (e AMHULLLI XpaHeHUs) n nucTa).

3.5. Monb3oBaTeNn MOryT NpenocTaBUTb apxmMBam bubanorpaduryeckyto CnpaBky WKW SK3eMNaap
n34aHusa, NOAroTOB/AEHHOr0 Ha OCHOBE apXMBHbIX JOKYMEHTOB.

3.6. Bonpochl, CBfi3aHHble C XMWLIEHUEM WKW MOPYEN APXUBHLIX OOKYMEHTOB MOJIb30BATENSAMU,
peLLaTCs B COOTBETCTBUN C AENCTBYOLLNM 3aKOHOAATE/IbCTBOM.

3.7. Monb3oBaTeNn, COBEPLUMBLUME LAEWCTBUS, HaHeCcWMe MaTepuasibHbin yuiepb apxumBy, HecyT
OTBETCTBEHHOCTb B YCTAHOBJIEHHOM AENCTBYIOLLMM 3aKOHO4ATENLCTBOM NOpsiAKe.

4. MNMopanok Bblaavum ae’s, AOKYMEHTOB, MUKPOKOMNUH, Ne4YaTHbIX U3OaHUK,
npepocTaB/iIeHUA Hay4YHO-CNPaBO4YHOro annapara

4.1. Oena v gpyrve matepuanbl NpeaoCcTaBNslOTCS MOJb30BaTeNssM Ha OCHOBAHMWM 3aMOJIHEHHbIX
61aHKOB 3aKa30B.

Dena v gpyrve maTtepuanbl BblLAOTCA NOJIb30BaTeNSAM NO4 PACMUCKY B 6naHKe 3aka3a 3a Ka>xayto
egnHunuy npenoCrtaB/ieHHOro MmaTtepnmalia.

4.2. EQNHOBpPEMEHHO pANa NOoJIb30BaHUA MOXeT ObiTb BblgaHo 5 onwucen, 10-20 pen wnm
10-20 eanHuL, XpaHeHNs KUHOOOKYMEHTOB, (DOHOOOKYMEHTOB BpeMEHeM 3By4YaHus He 6Gonee 3
yacoB. C y4yeToM CcreundmnKn cocTaBa AOKYMEHTOB PYKOBOACTBOM apXuBa MOryT BbITb YCTaHOBJIEHDI
Apyrvue HOpMbl Bblaadu gen n OKyMeHTOB.

4.3. Cpoku BblOain onucen, n[es, [OKYMEHTOB W APYrUX MaTepuasnoB YCTaHABJIMBAOTCS
PYKOBOZCTBOM apXMBOB, HO HE LOJKHbI MPeBbIWaTb 3 paboynx AHen co AHS opopMsIeHMs 3aKasa.

CI'IpaBO‘-lHO-VIHCpOpMaLI,I/IOHHbIe n gpyrme rnevaTtHble N3aaHNA, 3K3eMNAAapbl onucen, XpaHAawnecs B
YNTallbHbIX 3aJ1aX, BblAalOTCA MNMOJIb30BaTEJIAM B OE€Hb 3aKa3a.

4.4. Onwucwu, n[pyrne apxmMBHble CMAPaBOYHMKK MPEefoCTaBAAIOTCA Ha CPoK A0 5 nHen,
HecbpoLlopoBaHHble M 0CO0B0 LIEHHble OOKYMEHTbl - A0 5 AHEel, yHWKajibHble AOKYMEHTbl Mo
pa3pelleHnto pyKoBoACTBa apXxMBa - Ha OAWH A€Hb, Aiefla U1 MUKPOKOMUN, NevyaTHble N34aHus - Ha
OAVH MecsiL,.

MpoaseHne CPOKOB XPaHEHMS U UCMOSIb30BAaHUSA B YMTajbHbIX 3adax OMNUCeNn, Aesl, LOKYMEHTOB,
APYrMx MaTepuasioB COrJlacyeTcsi C COTPYAHUKAMU YUTaNIbHbIX 3aJI0B (KPOME YHUKaJIbHbIX
[OKYMEHTOB), MpPOAJZIEHNE CPOKOB MCMOJIb30BaHUS YHUKaJIbHbIX U 0COB0 LIEHHbIX [OKYMEHTOB
coryflacyeTcs C pyKOBOACTBOM apxWBOB, Npu HeobXoAMMoCTU OhOopMAseTCsi HOBbIA 3aka3. Cpokwu
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NMOBTOPHOW BblAayX yCTaHABNBAIOTCSA PYKOBOACTBOM apXUBOB.

4.5. Mpwn Hann4mm poHJa Mosib30BaHUSA NOLJIMHHbIE OOKYMEHThl B YMTaJibHbIE 3aibl, KakK rnpasuio,
He BblJaloTCA.

Moo/IMHHbIE [OKYMEHTbl MOryT BblAaBaTbCA MNOJIb30BaTeNAM B WCK/OYUTENbHbLIX Clydasax C
pa3peLwieHnd pykoBoACTBa apxXxmBa C Y4eTOM KOHKPETHbIX obcTosATenbCTB (HaanlMep,
Heobxo4MMOCTb n3yvHyeHmnsa BHeLWHUX ocobeHHoOCTEN ANOKYMEHTOB, HEWCrnpaBHOCTb TeXHWUYeCKOoro
O60py,D,OBaHI/IF| aonsa pa6OTbI C MMKpoKonmnamMmm, HekKka4eCTBeHHble KON, Haan4dme y rnosib3oBaTesien
MeaONUNHCKNX I'IpOTI/IBOI'IOKa3aHI/IVI ana pa60Tb| C MUKpPOKOMMNAMU, NHblE obcTosaTenbCcTBa).

4.6. KNHO(poTOMOHOOOKYMEHTLI MPEeAoCTaBAAOTCA MNOJb30BaTENSAM B BUAE KOMUN.
4.7. B uenax obecneyeHnss COXpaHHOCTU apXMBHbIX JOKYMEHTOB He pa3pellaeTcs:

4.7.1. BxoAuTb B 4YuTalibHbIA 3a7 B BepxHen ofexiae, BHOCUTb MopTdenu, CNOpTUBHbLIE W
XO3ANCTBEHHbIE CyMKKU (pa3mepoM bonee 200 x 300 MM), NNacTMKOBbLIE MAaKeTbl, 30HTbl. KypuTb,
ynoTpebnAaTb NPOAYKTLlI MUTaHUSA, HaNUTKN chefyeT B CneumanbHO OTBeAEHHbIX MeCcTax.

4.7.2. BbIHOCUTb [iefla U3 YATaNbHOro 3aJ1a, nepeaaBaTh UX TPETbLUM JIMLLAM, OCTaBAATL OTKPbIThIE
Jena He 3alUULLEHHbIMU OT COJIHEYHOrO WM 3NEKTPUYECKOro CBeTa MPOLOJIKUTESIbHOE BpeMs,
MMCaTb Ha JINCTaX 6yMar|/|, MOJNNIOXKEHHbLIX MNOoBepX MOOKYMEHTOB, 3arnbaTb yrnbl JNNCTOB,
KaJIbKNPOBaTb AOKYMEHTbI, BK/1aAblBaTb B Ae/la NOCTOPOHHME NpeaMeThl, NepekiaibiBaTb JINCTbI B
HecbpOoLLOPOBaHHLIX Aenax, a TakXe U3 0[IHOro Aena B Apyroe.

4.7.3. MNonb30oBaTbCA NMPU HeMocpeacTBeHHOM paboTe C apXUBHLIMU OOKYMEHTaMUN KJI€EM, CKOTYEM,
MapKepoM, LWTPUXOM OJ18 NULyLen MalWmnHKN, KOoNnpoBasibHOM ByMaron, Y4epHUIbLHON aBTOPYUKONR,
HOXHULAMUN, APYTUMN peXYLLUUMU NpeaMeTaMu.

4.8. 3anpeu_|,aeTCH BHOCUTb U3MEHEHWNA B TEKCTbl AOKYMEHTOB, A€JlaTb Ha AOKYMEeHTaxX " obnoxxkax
nesl NoMeThl, CrnpaBsieHnd, nog4epkKnBaHmMA.

4.9. Mpwn nofyyYyeHnn onucen, aen, ApPyrux MaTeprasoB Nosib30BaTeIN NPOBEPSIOT UX COCTOAHME U
COXPAHHOCTb B MPUCYTCTBUN COTPYAHUKA YATAJSIbHOIO 3asa.

Mpn oBHapy>XeHUN MNOBPEeXAEHUS WU OedeKTOoB Aes, AOKYMEHTOB, MUKPOKOMWA, OTCYTCTBUSA
JINCTOB B [iefie, HEMPaBUJIbHOW HyMepaLun NMoJib30BaTen A0JKHbI CO0OWMTL 06 3TOM COTPYAHUKY
4YnuTasNbHOro 3ana.

4.10. OTka3 wn OTCpPO4Ka B BblAa4de en n 4OKyMeHTOB AO0MYyCKaeTCHd B CJlyHandX:

® MX MJIOXOro n3n4eCcKoro COCTOAHUS;

-orpaqueHvuh Ha WCMNoJib30BaHMe [OOKYMEeHTOB, YCTAaHOBJIEHHbIX B COOTBETCTBUMN C
3akoHoOaTenbCcTBOM Poccuinckon depepaumm wnm cdoHooobpasoBaTeneMm npu nepepave
OOKYMEHTOB Ha NOCTOAHHOE XpaHeHue;

* HeoH6XOONMMOCTWN BbIMOJHEHUSA CAYXEeOHbIX 3afaHui COTpyAHMKaMK apxuBa (CrpaBOYHas
paboTa, TeMaTuyeckas paspaboTka oHAOB, NOAMOTOBKa MH(OPMALIMOHHBIX MaTepuasios Nno
3anpocaM OpraHoB roCyAapCTBEHHOW BflacTW, COOPHUMKOB [OOKYMEHTOB, W3roTOBAEHUE
CTpaxoBoro ¢oHAa nan GoHAa Nob30BaHUS, NPOBeAeHNE NMPOBEPKN HANNYNA OKYMEHTOB,
pecTaBpaLuns UM KonmpoBaHme AOKYMEHTOB, ohopMIIeHNe pacCeKpeYeHHbIX Aen u ap.);

* BblAa4n Aesl N LOKYMEHTOB BO BDEMEHHOE MOJIb30BaHME APYIrUM yYpexaeHUSM;

Page 4 of 7



MpaBuna paboTbl Nonb3oBaTeNnen B HUTAJIbHbIX 3aJ1aX rocyaapCcTBeHHbIX apxuBoB Poccuic
OnybankoBaHo Ha canTte PepepanbHoe apxmBHoe areHTcTBO (http://archives.ru)

® 3KCMNOHNPOBaHMA 3aKa3aHHbIX MaTepnaJioB Ha BbICTaBKeE,

® Bbloa4dn X APYromMy nosab30BaTesito.

B 4uTanbHbIM 3an He BblOAKTCA Aena (,EI,OKyMeHTbI), He npouwealine HaydHoro onuncCaHma um
TexXHNn4YeCcKoro opopmneHus.

5. KonupoBaHue 1 Bbiga4ya KONUNA apXUBHbIX JOKYMEHTOB,
M3roToBJIEHHbIX MO 3aKa3aM noJsib3oBaTesneu

5.1. Mo 3aka3aM nosib3oBaTesien B 3aBUCUMOCTWU, OT TEXHUYECKMX BO3MOXKHOCTEN apXMBOB U
pun3nyeckoro COCTOSAHUA OOKYMEHTOB N3roTaB/INBAOTCA Kcepokonuu, MUKPOKOMNM,
oTooTNEYaTKN, MO3UTUBbI  KUHOMPOTOAOKYMEHTOB. KayeCcTBO W3roTaB/IMBaeMbIX  KOMUN
obecne4ymBaeTCcs apxmuBamu.

5.2. 3aka3bl Ha KonuMpoBaHWe odgopMISIOTCA MOoJSb30BaTENAMUM Ha cneunasbHOM 6naHke un
nepenarTCsa COTPYOHUKAM YMTasibHbIX 3a/10B. Mpn ohopMneHnmn 3akasa ob6a3aTesIbHO YKa3bIBAOTCS
MONCKOBbIE AaHHble OOKYMEHTOB.

Mpn KomuMpoBaHMW 6GOJNLLUOrO KOJIMYECTBa [HOKYMEHTOB K 6naHKy 3akasa no TpeboBaHUlo
PYKOBOACTBA apXMBa MOXET AOMNO/HUTENIbHO NPpUiaraTbCs NX NEpPeYEeHb.

5.3. KonupoBaHue [OKYMEHTOB HerocygapCTBEHHOW 4YacTu ApXxuBHOro d¢oHaa Poccunckon
depepaumm, a TakKe LOKYMEHTOB JIMYHbIX (POHO0B NPOU3BOOUTCHA B COOTBETCTBUW C MOPALKOM,
YCTaHOBJIEHHbIM  ¢oHAaoobpa3oBaTeNaMU WANM  UX  NpaBorNpeeMHUKamMu  (HacnegHukKamm),
rnepenaswmMMn OKYMEHTblI Ha NOCTOAHHOE WK OeMn0o3nTapHOe XpaHeHune.

Mpn OTCYTCTBUM OrPaHMYEHUNA HA KOMUPOBAHUE, YCTAHOBJIEHHbIX NMpX Nepenaye OOKYMEHTOB, OHO
OCYLLECTBASETCA Ha 06X OCHOBAHUSIX.

5.4. KonupoBaHue [OOKYMEHTOB, COCTaBAAlOWMUX 0O6BLEKT aBTOPCKOro rmnpasa, B TOM 4ucne
JOOKYMEHTOB TBOPYECKOro XapaKTepa, ayAuoBU3yalsibHbIX [OKYMEHTOB OCYLLeCTBASeTCS B
COOTBETCTBUM C 3aKOHOM Poccuinckon depepaumm O6 aBTOPCKOM NpaBe U CMEXHbIX NpaBax.

5.5. O6bem, CPOKN " BUAbl N3rotTaBjiMnBaeMbIX Konun YCTaHaBJZINBalOTCA PyKOBOACTBOM apXmMBOB C
y4yeToM TeXHN4YeCKnx BO3MO>XXHOCTEN U PUN3N4eCKOro COCTOAHNA OOKYMEHTOB.

5.6. KonupoBaHue ¢GOHAOOB, KOANEKUUA B MOJHOM ob6bemMe NpPou3BOOUTCH C pa3pelleHuns
PYKOBOACTBa apXUBOB.

He npuHMMaloTCA 3aKa3bl Ha KOMMPOBaHME OOKYMEHTOB, MPX UCMOJIHEHNM KOTOPbIX MOXET ObiTb
HaHeceH yuwepb nx PU3NYECKOMY COCTOSIHMIO, a TakKXXe [OOKYMEHTOB, HaXOASLMWXCS B MJIOXON
(PU3M4ECKON COXPaHHOCTWN.

Bonpoc 0 KOMUpoBaHUW YHWUKANbHbIX OOKYMEHTOB, a TakK>Xe [OOKYMEeHTOB w3 fen, Tpe6yr0|_|_|,|/|x
pacllnBKnM Ninm pectaBpaunn, pelaeTcqa pykoBoaAoCTBOM apXmMBOB B Ka>XO0OM KOHKPETHOM CJiy4vae.

5.7. KonupoBaHne HeomnybaMKOBaHHbIX OMWCEN, KaTanoroB, KapToTek, a Takxe 6a3 n 6aHKoOB
OaHHbIX M OPYrUX apXUBHbIX CMPaBOYHMKOB B MOJIHOM obbeme Mo 3aka3aM MoJsib3oBaTesiell He
nponssBoanTcsA. JonycTuMble 06beMbl KOMMPOBAHMSA COrnacyloTCAa C PYKOBOACTBOM apxuBa B
Ka>X[10M KOHKPETHOM cry4ae.

5.8. B WCKNOYMUTENbHbLIX Cy4asax Mpu OTCYTCTBMU TEXHUYECKMX BO3MOXKHOCTEN Yy apXuBOB
lONyCcKaeTCst KOMMPOBaHMe OOKYMEHTOB TEXHUYECKUMM CpeaCcTBaMM NoJib30BaTeNeN.
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KonupoBaHue TexXHUYeCcKMMM CpeacTBamMu Mosib3oBaTesnel, B TOM 4YUC/e CKaHepamu,
¢poToannapaTtamMu, BuageoKamepamum U Ap., NMPOM3BOAUTCSA TOJNIbKO C pa3peLleHUss PyKOBOACTBA
apPXMBOB B UX MOMELLEHNSAX U NOA KOHTPOJIEM COTPYAHUKOB YMTasIbHbIX 3aJ10B.

OTBETCTBEHHOCTb 3a KayecTBO KONMmMpoBaHMA OOKYMEHTOB, TMpoBeaeHHOE TEeXHU4YeCKnMun
cpeanocrteamMmm rnonb3oBaTenen, apXumBbl HE HECYT.

5.9. Mo cornacoBaHWUto C PyKOBOACTBOM apXUBOB MOJIb30BAaTE/IN MOIYyT CaMOCTOSATENIbHO KONWUPOBaTb
n3obpasnTenbHble U rpaduyeckme MaTepuanbl, KapTbhl, MJaHbl U YepTeXxn WUAN npuriawaTtb Ans
3TON paboThl CNeLUnannCcToB (YepTeXHuKa, oTorpada, XynoXXHUKa). B 3Tux cnydasx KonnpoBaHue
NPON3BOANTCA B MOMELLEHNAX apPXUBOB MOM KOHTPOJSIEM UX COTPYAHMKOB C cobsofeHneM npasus
obecneyeHnNss COXPAaHHOCTM OOKYMEHTOB.

5.10. Konnn goOKYMEHTOB BblAAalTCA NOJIb30BATENAM WUIN UX OOBEPEHHbIM NuUaM nog pacruncky, a
Tak>Xe nepecbisIaloTCa NO yKa3aHHbIM agpecam.

5.11. Konuwu 4acCTUYHO pacceKkpe4yeHHbIX OOKYMEeHTOB, W3roTOBJIEHHble apXMBOM MO 3aKa3aM
nonb3oBaTeNlen C U3bATMEM U3 TeKCTa npm KOMMpoBaHUMN HepacceKpedYeHHbIX YacTen TekcCTa,
BblAAOTCS UM Ha 06 MNX OCHOBAHMSAX.

5.12. BblHOC KOMWI OOKYMEHTOB 3a Nnpepesibl apxvBa 0MOPMJISETCA crneunanbHbIM NpPOonyCcKomM,
NOAMNNCAHHBLIM OTBETCTBEHHbIM JINLLOM.

MpunoxxeHue Ne 1
K MpaBunam paboThl
nosb3oBaTesien B YATAJIbHbIX 3as1ax
rocyapCTBEHHbIX apXMBOB
Poccurckon ®epepaunm

Ha3BaHMe rocygapCcTBeHHOro apxmBa
AHKETA NOJIb3OBATEJNA

damunung

Nms OT4yecTBO

MecTo paboThl (y4ebbl) n 4ONXKHOCTb

OpraHu3auus, HanpaeuMBLUas NoJib30BaTesNs, ee agpec

O6pas3oBaHue

Y4yeHasa cTeneHb, 3BaHue

Tema un XpoHoJ1orn4eckme paMkKm nccinegoBaHus

MecTo XuTenbCcTBa
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TenedoH (ooMallHNR) (cny>xebHbIn)

Cepl/lf-l M Ne IOKYMeHTa, y4OCTOBepsAoLLero JIMYHOCTb

C MpaBnnamu paboTbl NOsb30BaTENEN B YNTAJIbHbIX 3aJlaX rOCYAapCTBEHHbIX apXMBOB
Poccuiickon ®epepaunm o3HakoMuncs(ace), 0683yoCb UX BbIMONHATD.

HaTa (Mopnwuce)

OnybnaukosaHo: 26.12.2009, nocnegHee nameHeHme: 19.03.2016

MNcTouHuk: http://archives.ru/documents/pravila.shtml

CcbinKu:
[1] http://archives.ru/documents/ministry-orders/prik_ 635 2013.shtml
[2] http://archives.ru/taxonomy/term/56

Page 7 of 7


http://archives.ru/documents/pravila.shtml

