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flHpeKTOpa OFKY
«rOCyAapCTBCHHbIH apXHB HOBeHUICH

HCTOpHH CMOJICHCKOH o6.nacTH»
OT 07.12.2017 r.X<> 35

Ilopfl/lOK HCnOJ1b3OBaHHH apXHBIlblX , | i iK> M i - l l M i l t B

OFKV «rocyaapcTBeHHbiit apxue HOBeiiiiieii
CMOJICHCKOH o6;iacTH»

I. O6mne

1.1. FlopaflOK HcnoJib30BaHHJi apxHBHbix AOKyMCHTOB B OFKY «Focy,uapCTBeHHbiH apXHB HO-
HCTOPHH CMOJieHCKOH o6jiacTH» (flajiee - IIopsiAOK) pa3pa6oxaH B COOTBCTCTBHH c Oe,aepajib-

3aKOHOM or 22.10.2004 JSTe 125-O3 «O6 apxHBHOM ^ejie B POCCHHCKOH <DeaepauHH» (CoGpaHHe 3a-
KOHOAarejibCTBa POCCHHCKOH Oe^epauHH 2004, X? 43, CT, 4169; 2006, >fo 50, CT. 5280; 2007, JV? 49, CT.
6079; 2008, >fe 20, CT. 2253; 2010, X<> 19, CT. 2291, Xe 31, CT. 4196; 2013, Xe 7, CT. 611; 2014, N<> 40, CT.
5320; 2015, X« 48, CT. 6723; 2016, .N° 10, CT. 1317, X? 22, CT. 3097; 2017, Xe 25, CT. 3596), npnicasoM
Oe^epaiibHoro apxHBHoro arenTCTBa OT 01.09.2017 X» 143 «O6 yTBepac^CHHH FIopiiAKa ncnojibSOBaHHa
apxHBHbix ^OKyMCHTOB B rocy^apCTBCKHbix H MyHHUHnajibHbix apxHeax POCCHHCKOH Oe/iepauHH».

1.2. FIopjmoK peniaMCHTHpyeT opraHH3auHK) paGoTbi nojibioBaTeneH c AOKyMCHTaMH ApxHBHoro
POCCHHCKOH OeaepauHH H jipyrHMH apxHBHbiMH AOKyMeHTaMH, He co^ep)KamHMH CBe^CHHH, co-

rocyaapcTBCHHyio TaHHy (flaiiee - ^eiia, flOKyMeHTbi), cnpaBOHHO-noncKOBbiMH
MH K HHM H HaXOflfllltHMHCSJ Ha XpaH6HHH B HayHHO-CHpaBOHHOH 6H6jTHOTCKe nCMaTHBIMH

(^anee - nenaTHbie H3AaHHa) B HHTanbHOM 3a;ie apxHsa no^ KOHTPOJICM coTpy^HHKa apxHBa.
1.3. riojib3OBaTejiH o6jia^aK)T paBHbiMH npasaMH Ha H3yHCHHe ACJI, flOKyMCHTOB,

na xpaHCHHH B OrKY «rocyAapcTBenHbiH apxHB HOBCHineH HCTOPHH CMOJTCHCKOH o6jiacTH», cnpaBOM-
HO-nOHCKOBbIX CpC^CTB K HHM, OCHaTHblX HSflaHHH B COOTBCTCTBHH C 3aKOHOflaTC^bCTBOM POCCHHCKOH

II. l lopiMoiv ( n j j o p M . u ' l i i i i i nponycKa no. I I . I O K I I i c . ivi B - in i a . i i , i i i , i i i t;i. i

2.1. rioab3OBaTejib AonycKacTCH ^jia pa6oTbi B MHTanbHbin saji Ha ocHOBaHHH 3aflBJieHHn B npo-
CTOH nHCbMCHHOH (j)opMe HJIH HHCbMa HanpaBHBUiero ero oprana HJIH opraHH3auHH, B KOTOpbix yKasu-
BaiOTCH 4>aMHJlHfl, HMfl, OTMCCTBO (iTpH HaJIHMHH) nOJIb30BaTCJlJI, MCCTO pa6OTbI (yHCGbl) H AOJDKHOCTb

(npH HanHHHH), yneHoe 3B3HHC H yneHaji cTenenb (npH HajiHHHH), TCMa, xpoHOJiornnecKHe paMKH HC-

2.2. FIpH o(})opMJieHHH nponycKa ^JTSI pa6oTbi B MHTajibHOM 3ajie nojib3OBaTCJib 3anojiHsieT
K FIOpSaKy), B KOTOpOH yKa3b!BaCT:

, HM», OTHCCTBO (npH

- MCCTO pa6OTbI (yHC6bl),

- oGpaaoBaHHe, yneHoe 3BaHne, yneHyio cTeneHb (npH
- OCHOBaHHC /Ulfl IIpOBCflCHHa HCCJie^OBaHHJl (JIHHHOC SaflBJlCHHC nOJIb3OBaTeJUI HJIH RHCbMO

iianpaBHBineH ero opraHH3aunH;
- TCMy, XpOHOJIOrHMCCKHC p3MKH

pa6oTbi;



- aApec perncTpauHH no Mccry jKHTCJibCTea (npeSbi sauna);

- a/ipec (JjaKTHHecKoro nponcnBannfl;

- HOMep KOHxaKTHoro Te.ne4)OHa, aapec aneKTpQHHon IIOHTU (npn

- BHA, cepHio, HOMep H AaTy BbiAanH AOKyMCHTa, yAOCTOBepfliomero JiHHHOCTb, a Taione op-

ran, BblAaBIIIHH AOKyMCHT;

- 4>3MHJIHfl, HMfl, OTHCCTBO (llpH H3JIHHHH) COnpOBO5KAaK>IUerO JIHU3. (O6fl33TeJTbHO AJIJI 33-

B cjiyMse nocemenna HHTSJibHoro 33Jia c conpOBO>KAaiomHM JIHU.OM).

3H3KOMHTcs c HOPHAKOM, npe,aT>aBJiJ!eT corpy^nHKy HHtajibHoro 3ana AOKyMenr,

^HHHOCTB, H aaeT nHCbMCHHoe coniacHe na o6pa6oTKy nepcoHanbHbix Aaimux.

nojib3OBaTCJib, HC flocTHrujHH coBCpmeHHOJieTHsi, aonycKaercfl .ons pa6orbi B HHTanbHOM sane c

O.UHHM H3 pOAHTCJICM HJ1H ApyrHM laKOHHbIM npCACTaBHTeJICM, HCCyiUHM OTBeTCTBCHHOCTb 33 CO6jIK)/ie-

HHC riopaAKa HecoBepiueHiiojieTHHM nojib3OBarejieM.
ConpoBOKHaiomHe JiHua (B TOM HHCJIC saKOHHbie npeAcrasHTenH, nepeBOAHMKH H Apyrne no-

M01UHHKM, AHUa, COHpOBO>KAaiOlHMe nOJlb3OBaTCJlfl C OrpaHHHCHHblMH BO3MO>KHOCTflMH 3AOpOBbil) AO-

nycKaioTCfl B MHTajibHbiH saji apxHBa na ocHoeaHHH 3ano^HCHHOH aHKerbi, B KoxopoH yKasbiBaioTca: 4>a-
MHJ1HS, HMfl, OTHCCTBO (npH HaJlHHHH), A3T3 pOKACHHil, Ppa^KAaHCTBO, MCCTO paSoTbl (yHe6bl) H AOJ15K-

iiocTb (npH najiHMHH), aApec perHcrpauHH no Mecry >KHTe;ibCTBa (npeGbmaHHfl), aApec (J>aKTHHecKoro
npo»(HBaHHfl, HOMep KOHTaKTHoro TeJie(J)OHa, a^pec DJICKTPOHHOH noHTbi (npH HajiHMHH), BHA,
HOMep H Aara BbiAann AOKyMCHra, yAOCTOBepjnomero jiHMHocrb, a raK>Ke opran, BbiAaBiiiHH
4)aMHJiHfl, HMJI, OTMCCTBO (npH najiHHHH) conpoBoacAaeMoro JiHua.

2.3. no^b3OBaTCJiio na ocHOBanHH 3aflBJieHH» HJIH nMCbMa HanpaBHBUieH ero opraHHsauHH H 33-
nOJIHCHHOH aHKCTbl O(j)OpMJlJieTCfl npOnyCK AJlfl paSOTbl B HHTaJlbHOM 3aJlC, ACHCTByWUlMM B TCMeHHC K3-

^CHAapHoro roAa co AHH BbiAanH.

JlHuy, conpOBOJK/iaiomeMy nojib3OBaTejifl, Ha ocHOBaHHH 3anojmeHHOM HM aHKexbi o^opMjmeT-
CH nponycK B HHTajibHbiH 3an, ACHCTByiomHH B TeHCHMe KajieHAapnoro roAa co AH» BbmanH.

2.4. CpOK pa6oTbi B MHTa^bHOM 3ajie npoAJieBaeTca apxMBOM no saHBJienMK) noJib3OBaTe;m HJIH
nHCbMy HanpaBMBUJCH ero opranH3auHH. npoAJienne cpoKa pa6oTu nojib3OBaTena B HHTajibHOM 3ajie
ocymecTBJiflercfl B nopjiAKe, npeAycMOTpennoM nynicroM 2.3.

III. /tocxyn iio.ibiois;! KMii K^ejiaM, /lOKyMCHTaM, cnpaBOHHO-noHCKOBbiM cpe/icreaM
K HUM, [IC'ia II11 . IM

3.1. riojib3OBaTejiK> npeAOCTaBJiMCTca Aocjyn K AeiiaM, AOKyMCHiaM, cnpaBOHHO-noHCKOBbiM
CpCACTBaM K HHM, neHBTHblM H3AaHH«M C yHCTOM OrpaHHHCHHH, yCTaHOBJieHHblX 3aKOHOA3TeJIbCTBOM

POCCHHCKOH OeAepauHH (cT3TbH 25 <J>eAepajibHoro 3aKona OT 22.10.2004 X« 125-d)3 «O6 apxHBHOM AC-
jie B POCCHHCKOH <I>eAepau,HH»).

3.2. nojib3OB3Tejno npeAOCTaBJiflCTCH AOCTyn K ACJiaM, AOKyMeniaM, cnpaBOHHO-noHCKOBbiM
K HHM, neHaTHbiM H3A3HHJTM orpaHH^eHHoro AOCTyna:

3.2.1. coAep5icamHM CBCACHHSI, cocTaBJiJiiomHe oxpaHflCMyio 3aKOHOAajejibCTBOM POCCHHCKOH
Tafiny, npH ycnOBHH co6jiK)AeHH>i no^b30BaTCJieM Tpe6oBaHHH H orpaHHHeHHH, ycxaHOB-

jiennbix 3aKOHOAarejibCTBOM POCCHHCKOH OeAepaunn;
3.2.2. HMejoutHM noMexy «AJIJI c;iy>Ke6Horo nojib3OBaHHn» upH HannnnH nncbMCHHoro paspe-

meHHfl OT (|)OHAoo6pa3OBaTejia (npaBonpeeMHHKa);
3.2.3. coAepwamHM CBeAeHHfl o JIHHHOH H CCMCHHOH Tafine rpa>KAaHHHa, ero nacTHOH 5KH3HH, a

TaK3Ke CBCACHHH, co3AaK>mHC yrposy AJia ero 6e3onacHocTH, AO HCTeneHHH 75 ACT co AHJI co3AaHH« AO-
, eciiH nojib3OBaTe;ib:



- flBJIflCTOI Cy6"beKTOM yKaSaHHblX CBeACHHH - H3 OCHOB3HHH COOTBCTCTByK>merO

npH npeAT>HBJieHHH AOKyMCHTOB, yaocTOBepJiioiuHx JIMHHOCTB;
- flBJlflCTCH HaCJICflHHKOM HO 33KOHy - H3 OCHOB3HHH COOTBCTCTByiOmerO 3aflBJlCHHfl

HBJICHHH AOKyMCHTOB, y^OCTOBCpSUOlUHX JIHHHOCTb H IIOATBep>KAaK>mHX pOACTBO;

HacjieAHHKOM no 3asemanMK) - na ocHOBanHM cooTBCTCTByioiuero 3aaBJieHHH npH
AOKyMeHTOB, yAOCTOBepaioiuHx JTHMHOCTB, a xaioKe AOKyMeHTOB, noATBepacAaioinHx npa-

BO nacjieAOBanHs, c yKa3anHCM Ha cooTBCTCTByiomHH AOCTyn K yKaaanHbiM ACJiaM, AOKyMCHTaM;
- HMCCT corjiacHe rpaxcaaHMHa HJIH ero HacjieAHHKOB na AOCTyn K yKasaiinbiM CBCACHHflM - Ha

OCHOB3HHH COOTBCTCTByiOmerO SaflBJlCHHfl npH npe/lT.JIBJieHHH aOKyMCHTOB, y,aOCTOBepflK>mHX JIHH-

HOCTb, a T3K5KC .HOBCpeHHOCTH OT FpaMCAaHHUa HJ1H CPO HaCJlCAHHKOB, yjlOCTOBepCHHOH B IIOpJIAKC, yCT3-

HOBJICHHOM 3aKOHOAaTCJlbCTBOM POCCHHCKOH OcACpaUHH, nO^TBepJKAaiOmeH npaBO npe^CTaBJIJITb HH-

TCpCCbl AOBCpHTCJIH.

3.3. #ocTyn no^bsOBaTe^H K AejiaM, AOKyMeHiaM, cnpaBOMHO-noHCKOBbiM cpe^crBaM K HHM,
nenaTHbiM H3^aHHHM, nepenaHHbiM no Aorosopy B apxHB co6cTBCHHHKaMH HJIH BJia/iejibuaMH, ytrraHO-
BHBUIHMH orpaHHMCHHfl Ha Aocryii K HHM, ocymecTBJiseTCH npH npeAT»»BJieHHH iiHCbMCHHoro pa3peme-
HH8 OT Co6CTBCHHHKa HJIH BJiaACJlbUa.

3.4. JlocTyn nojib3OBaTejia K AeJiaM, AOKyMCHTaM, cnpaeoMHO-noHCKOBbiM cpeACTBaM K HHM,
nenarHbiM H3aaHHHM, na KOTOpbie pacnpocTpaujreTCH AencTBHe 3aKOHOAaTCJibCTBa POCCHHCKOH Oeaepa-
UHH 06 HHTCJlJieKTyaJlbHOH CO6CTBCHHOCTH, OCymCCTBJlfleTCJI C yMCTOM TpeGOBailHH 33KOHOAaTeJIbCTBa

POCCHHCKOH OeAepauHH 06 HHTejuieicryajibHOH COGCTBCHHOCTH.
3.5. riojib3OBaTejTK>, flBJiHromcMycfl npeACTaBHTCjreM (}JOHAOo6pa3OBaTeJiJi HJTH ero npasonpe-

eMHHKa, opraiioe rocyAapcTBennOH BJiacTH H HHWX rocyAapcTBCHHbix opraHOB, opraHOB MCCTHOFO ca-
MoynpaBJieHHJi, aocTyn K ACJiaM, AOKyMCHTaM, cnpasoMHO-noHCKOBbiM cpeACTBaM K HHM, nenaTHbiM H3-
AaHHSM orpaHHHCHHoro Aocryna npeAOCTasjuieTCJi B npeACJiax HcnoJiHCHHa cjiyweGnbix o6«3aHHOCTeH
no MOTHBHpOB3HHOMy nHCbMCHHOMy oGpamCHHK) OpraHa, OpraHH3aUHH, HbHM npeACTaBHTCJICM OH »B-

3.6. rioAJiHHHHKH apxHBHbix ACJi, AOKyMCHTOB, neMaTHbie H3AaHHsi He Bbi^aioTCfl B
- BbinOJlHCHHH CJiy5KC6HbIX 3aA3HHH COTpyjJHHKaMH apXHB3 C HCnOJIb3OB3HHeM

nOJIb30B3TeJlCM ACJI, AOKyMCHTOB, HCHaTHblX H3A3HHH, HpH 3TOM CpOK, B TeHCHHC KOTOpOFO T3KHC ACJI3,

AOKyMCHTbl, nCH3THbie H3AaHHJI HC BbIA3K)TCa, HC MO5KCT IIpCBbimaTb 1 20 P36OHHX AHCH CO AHJI 33K333

HX nojibsosaTCJieM;
- BblAaHH ACJ1, AOKyMCHTOB, HCHaTHblX H3A3HHH BO BpCMCHHOe nOJIb3OB3HHe iOpHAHMCCKHM H

<J)H3HHecKHM JTHuaM - (J)OHAOo6pa3OBaTejiHM, HX npsBonpeeMHHKaM HJIH no 3anpocaM opranofl rocyAsp-
CTBCHHOH BJ13CTH H HHblX rOCyAapCTBCHHblX OpraHOB, OpraHOB MCCTHOFO C3MOynpaBJieHHH, npH 3TOM

cpOK, B Tenenne KOTOporo TaKHe ACJia, AOKyMCHTbi, nenaTHbie H3A3HHH HC BbmaK)TC», He MOJKCT npeBbi-
marb cpona, ynaaaHHoro B aicre o BbiAane BO speMCHHoe nojibsosaHHe TaKHx ACJI, AQKyMCHTOB, nenar-
HblX H3A3HHH;

- 3KCnOHHpOBaHHH flCJl, AOKyMCHTOB, IICHaTHblX H3AaHHH H3 BblCTaBKC, npH 3TOM CpOK, B TCHC-

HHC KOTOpOrO T3KHC ACJI3, AOKyMCHTbl, nCMaTHblC H3A3HHJI HC BblAaiOTCM, HC MO5KCT npCBbHIiaTb CpOK3

HX BbmaMH HS apxHBOxpaHHjinma, onpeAejieHHoro pacnopflAHTCJibHbiM AOKyMCHTOM Ha npoBCAeHHe BM-

ACJT, AOKyMCHTOB, neqaTHblX H3A3HHH ApyrOMy HOJlb3OBaTeJTK) B HHTaJTbHblH 33J1,

3TOM CpOK, B TCHCHHC KOTOpOFO T3KHC ACJ13, AOKyMCHTbl, HCMaTHbie H3A3HHH HC BblAaiOTCH, HC MO5K6T

npeebiuiaTb 40 pa6oHHX AHCH co AH« 3aKaia HX nojibiosaTe^eM.
3.7. B cjiynae napymeHHa nojibsoBaTejieM noAnynKTOB 4.2.5, 4.2.6, 4.2.9, 4.2.12, 4.2.19 riop»A-

K3 HOAJIHHHHKH apXHBHblX ACJI, AOKyMCHTOB, CnpaBOHHO-IIOHCKOBblX CpCACTB K HHM, HCHaTHblX H3A&HHH

nojib3OBarejiK) He BbiAaiQTCH c Aaibi noAaHH apxHBOM 3aaBJieHHH 06 aAMHHHCTpaTHBHOM npaBOHapyme-
HHH jrnGo 3a«BJieHHH o npecTynjieHHH no 4>aKTy coBepmeHHH nojib30BaTeJieM yKasannbix B HacToamcM
nyHKre HapymeHHH H AO AaTbi BCTyiuienna B saKOHnyto cnjiy nocTaHOBJieHHH no ACJiy 06 ajiMHHHCTpa-
THBHOM HpaBOHapyilieHHH, JIH6o BblHCCeHHH peilieHHH 06 OTKaae B BO36y)KAeHHH ACJia 06 aAMHHHCTpa-

THBHOM npaBOHapymeHHH no (j)aKTy cosepmeHHa nojibsoBaTejieM yKasaHHbix B nacToameM nynKTe Ha-
pymeHHH HJIH AaTbi BCTynjieHHs B 3aKOHHyio CHjiy npnroBopa cyaa no yrojiOBHOMy ACJiy, jinSo Bbinece-



pemenHfl 06 OTKase B BO36y>K,aeHHH yrojiOBnoro Aejia no (Jmtcry coBepmenHH nojibsoBaxejieM yica-
3aiiHbix B HacTOflmeM nynicre HapymenHH.

I I I . Flpaea H ootuaniiocrii nojibioBarcjin

4.1. Oojib30BaTejib Bnpase:
4.1.1. FIocemaTb HHTajibHbiH 3an apxnsa, H3ynaTb ACJia, flOKyMCHTbi, cnpaBOHHO-nowcKOBbie

cpe/jCTBa K HHM, nenaTHbie H3/xaHHH na 6e3BO3MC3.aHOH OCHOBC.
4.1.2. nojiynaTb ycjiyrH Ha BOSMCSAHOH OCHOBC c ocJiopMJieHHeM aicroB cflaHH-npneMKH onasaH-

HWX ycjiyr.
4.1.3. FIojiynaTb nenocpe^CTBeHHo B apxHBe HJIH c HcnojibsosaHHeM HH(})opMauHOHHo-

TCJieKOMMyHHKaHHOHHblX CCTCH HH(|)OpMaUHIO 0 HOpJI^KC O(j)OpMJieHHfl IIpOIiyCKa B HHTaJIbHblH 33J1,

rpac}>HKe pa6oxbi HHTanbHoro 3ana, nopjuuce H ycjiOBHax npe/aocraBJieHHfl ycjiyr apxHBOM.
4. 1 .4. riojiynaTb ^JIH HiynenHsc B BH^C noanHHHHKOB H (HJIH) KOHHH (J)OHAa nojib3OBaHH5i aejia H

aoKyMCHTbi, npouieiiiiiHe nayMHoe onncaHHe, rexHHMecKoe o(j)OpMjieHHe H HC npH3H3HHbie HaxoA«iUH-
MHCJI B Hey^OBJieTBOpHTCJIbHOM (J)H3HMeCKOM COCTOflHHH B COOTBCTCTBHH C HOpJUlKOM HpH3HaHHfl ^OKy-

M6HTOB ApXHBHOFO (|>OHAa POCCHHCKOH Oe^epaUHH HaXO^HlUHMHCH B HeyAOBJICTBOpHTCJIbHOM (J)H3HHe-

CKOM COCTOflHHH, CnpaBOHHO-nOHCKOBbie CpCJlCTBa K HHM, nCHaTHbie H3AaHHfl.

OoaJlHHHHKH flCJI, AOKyMCHTOB, HMCtOIUHe KOHHH (J)OH^a nOJIb3OBaHHfl, HBJlfltOlUHeCH yHHKaJIb-

HblMH, H COCTOflmHC H3 OCOGOM pOKHMC yMCTa H XpaHeHHH, a T3K)Ke HaXO4«mHeCfl B HeyflOBJICTBOpH-

TCJIbHOM (()H3HHeCKOM COCTOflHHH, BbmaiOTCH B nOpJIAKC, yCTaHOBJICHHOM IIpaBHJiaMH OpraHH3aU,HH

HCHHfl, KOMnJICKTOBaHHH, yMCTa H HCnOJIb3OBaHHM ^OKyMCHTOB ApXHBHOFO 4>OH^a POCCHHCKOH

UHH H jipyrnx apXHBHbix joKyMCHTOB B rocyj^apcTBeHHbix H MyHHUHnajibHbix apXHBax, My3eax H 6n6-
jiHOTCKax, nayMHbix opranHsannflx (n.5.1 FIpaBHji).

4.1.5. IlojiynaTb B ^eHb o6paiueHH« cnpaBOMHO-noMCKOBbie cpe,acTBa K AC-naw, ^OKyMenraM, a
TaiOKC HMCTb aOCTyn K aBTOMaTH3HpOBaHHbIM CnpaBOHHO-nOHCKOBbIM CpCflCTBaM, HaXOA»IHHMCfl B MH-

3ane.
4.1 .6. 3aKa3bIB3Tb B HHTaJIbHOM 33JIC HJIH C HCnOJIb3OBaHHCM HH(J)OpMaUHOHHO-

ceTeH #cjia, AOKyMCHTbi, cnpasoHHO-noHCKOBbie cpe^CTBa K HHM, neHaTHbie
no TeMe HccjiejjOBaHHH.
4.1.7. 3sKa3biBaTb e^HHOBpeMCHHo B rencHHe pa6onero ^HX H nojiynaTb Ha 6e3BO3Me3/moH oc-

HOBC HC no3.miee HCM nepes 2 pa6oHHX ^HJI (aena, ^OKyMCHTbi orpsHHHeHHoro aonycKa, HacrmHo pac-
ceKpeneHHbie, na HHocrpanHbix n3biKax - He nos^nee HCM nepe3 10 pa6o4nx AHCH) co AHJI o(J)opMJieHHfl

- flo 20 aeji o6oiHM oGteMOM 1500 JIHCTOB (jiH6o O^HO ACJTO o6teMOM 6ojiee 1500 JIHCTOB)
ynpaBJieHHCCKOH H HayMHo-TexHHHecKoii aoKyMCHTauHH HJIH lie 6ojiee 500 JIHCTOB (jiH6o OJ^HO
o6teMOM 6ojiee 500 JIHCTOB) AOKyMCHTOB JIHHHOFO npOHcxoacAeHHa;

- JIO 10 CJ^HHHU XpaHCHHH 3yAHOBH3y3JIbHbIX H 3JieKTpOHHbIX JIOKyMCHTOB.

4.1.8. MsynaTb nojiyneHHbie Aejia, ^oKyMCHTbi, nenaTHbie H3,aaHHfl B TCHCHHC 20 pa6oHHx
nOJJJlHHHHKH OCO6O UCHHblX flCJI, flOKyMCHTOB B TCHeHHC 10 pa6O4HX AHCH.

4.1.9. MMCTb B nOJIb3OBaHHH O/THOBpeMCHHO ^O 20 JJCJI, JJOKyMCHTOB, HCHaTHblX H3^aHHH, 06-

IUHM oGteMOM HC Gojiee 1500 JIHCTOB (jiw6o OJJHO ACJIO oGteMOM 6onee 1500 JIHCTOB) ynpaBJieHHCCKOH
H HayMHO-TCXHHMeCKOH flOKyMCHTSUHH HJIH HC 6OJICC 500 JIHCTOB (jlH6o OflHO flCJIO oGtCMOM 6OJ1CC 500

JIHCTOB) jjoKyMCHTOB JiHHHoro npoHcxoacjjeHHfl.
4.1.10. 3aK33biBaTb H nojiynaTb Jjejia, /lOKyMCHTbi, nenaTHbie H3JjaHHJi paHee cpoKoe BbmanH H

csepx oGteMOB BHAanH, yCTaHOBJiennbix noAnyHKTOM 4.1.7 IIopflj^Ka, na BO3MC3.zniOH ocuoee.
4 .1 .11 . npOBCpflTb npH nOJiyMCHHH JICJI, flOKyMCHTOB, CnpaBOHHO-HOHCKOBblX CpCJJCTB K HHM,

nenaTHbix H3AaiiHft HX uejiocTHocTb H coxpaHHocTb.
4.1.12. riojib3OBaTbCfl o6opy.aoBaHHeM HHTanbuoro 3ana,

AOKyMCHTOB, CIIpaBOHHO-nOHCKOBblX CpC^CTB K HHM, HCHaTHblX H3A3HHH.



4.1.13. Hcnojib30BaTb npH H3yHCHHH ACJI, AOKyweHTOB, cnpaeoHHO-noHCKOBbix cpe^cTB K HHM,
nenarHbix H3AaHHH AJIH ocymecTBJieHHJi BbinHCOK H HaGopa TCKCTa coScTBCHHbie TexuHnecKHe cpeACTBa
6C3 3ByKOBbIX CHPIiaJlOB H 6C3 IIOAKJIK>HeHH» K MH^OpMaUHOHHO-TCJieKOMMyHHKaUHOHHblM CCTHM apXH-

Ba.
4.1.14. 3aKa3bieaTb H3roTOBJieHHe KOHHH apXHBHbix ACJI, AOKyMCHTOB, nenaTHtix m^aHHH HJIH

H3rOTaBJIHBaTb CaMOCTOflTCJlbHO Co6cTBCHHbIMH TCXHHHCCKHMH CpCflCTBaMH KOHHH apXHBHblX ACH, flO

KyMCHTOB, nenarHbix H3/iaHHH B o6"bCMc HC 6ojiee 100 JIHCTOB (Kaapoe, 3JieKTpoHHbix o6pa3OB) B rene-
HHC pa6onero AHH Ha B03MC3^HOH OCHOBC npH coGjuo^euHH rpeSoBanHH no^nyHKTOB 4.2.21 - 4.2.25
Flopa/iKa.

4.1.15. 3aKa3biBaTb KOOHH ,neji, ^OKyMCHTOB, nenarHbix H3,aaHHH TCXHHHCCKHMH cpe^ciBaMH
apxHsa ^H6o mroraBJiHBarb caMocTOHTe^bHO KORHH ^e^, ^oKyMCHTOB, nenaTHbix H3^aHHM BO BHeone-
pe^HOM nopfl/iKe H (HJIH) csepx o6i.eMa, ycTanoBJieHHoro B no^nyHKre 4.1.14 OopjijiKa na BOSMCSAHOH
OCHOBC.

4.1.16. BHOCHTb B HHTaJlbHblH 3OJI H BblHOCHTb nHCbMCHHblC npHHajUie5KHOCTH, BbinHCKH H3

A6JI, ^OKyMCHTOB, cnpaBOHHO-HOHCKOBblX CpC^CTB K HHM, HCHaTHblX H3flaHHH, KOHHH apXHBHblX ^OKy-

MeHTOB, nenarHbix H3^anHH, JIHCTW c ManiHHoriHCHbiM TCKCTOM, pyKonncHbiH MaiepHan, rpanKH Hayn-
HOH pa6oTbI, Co6cTBCHHbie TCXHHHCCKHC CpCflCTBa, HCHOJIb3yeMbie npH H3yHCHHH H KOHHpOBaHHH

AOKyMeHTOB, CnpaBOHHO-HOHCKOBblX Cpe^CTB K HHM, nCHaTHbTX HSAaHHH.

4.1.17. FIpHBJieKaTb B cjiynae HCOSXO^HMOCTH K pa6ore B MHra^bHOM 3ajie
JIHU B riopsmKC, ycTaHOBJieHHOM nyHKTOM 2.2 IlopjiAKa.

4.1.18. npeaocTasjiHTb apxHBy 3K3eMHjiflp H3^aHHfl, noaroroB^eHHoro
flOKyMCHTOB, CnpaBOHHO-HOMCKOBblX CpC^CTB K HHM, ITCHaTHblX H3flaHHH, HaXOAflUJHXCfl H3 XpaHCHHH B

apxHBe.
4.1.19. O6pamaTbc« K pyKoso^cTBy apxnsa c npe^JioiKeHHflMH, saMenaHHsiMH, )Kajio6aMH no

praHH3auHH pa6orbi HHrajibHoro 3ajia.
4.1.20. O6>KanoBaTb OTK33 B Bbmane aeji, 40KyMeHTOB, cnpaBOHHO-noHCKOBbix cpe/iCTB K HHM,

3^aHHH B COOTBCTCTBHH c 3aKOHO^aTejibCTBOM POCCHHCKOH <De^epauHH.
4.2. nojib3OBarejib o6x33H:
4.2.1. Co6jiK),aaTb FlopjmoK, perjiaMeHTHpyiomHft pa6oxy nojib3OBaTejieii c ^ejiaMH, ^QKyMeH-

T3MH, CnpaBOHHO-nOHCKOBblMH CpC^CTBaMH K HHM, HCMaTHblMH HSJjaHHSMH B MHTaJlbHOM 30116 apXHBa.

4.2.2. Caasarb na xpaHenne npH BXO^C B MHTanbiibiH 3an Bepxnioio oAe^cay, cyMKH pa3MepoM
6o^ee 200x300 MM, 3OHTH, naKexbi H HHHC npe,OMeTbi, KpoMe yKasaHHbix B noflnyHKxe 4.1.16 riopaAKa.

4.2.3. BnocHTb B HHTajibHbiH 3aji npe^MCTbi, yKasaHHbie B noflnyHKTe 4.1.16 FlopJijiKa, B npo-
3paHHOM naKCTe HJIH cyMKe pa3MepOM HC Sojiee 200x300 MM.

4.2.4. PerHCTpHposaTbca npH Ka^K^oM nocemenHH B acypnajie ynera noceiueHHH 4HTajibHoro
3ajia.

4.2.5. Co6jno,uaTb rpa(J)HK pa6oibi HHiajibHoro 3ajia H apxwsa, oGmecTBCHHbiH nopsi/iOK, THIIIH-
Hy H HHCTOTy B HHTajibHOM 3ajie, a TaioKe iipasa H 3aKOHHbie HHiepecbi apyrHX noJibSOBarejieH H co-
TpyflHHKOB apXHBa. He npOHOCHTb B HHTaJlbHblH 33J1 IIpOAyKTbl HHTailH» H HaHHTKH.

4.2.6. O6ecneMHB3Tb ueJiocTHocxb H coxpaHHOCTb noJiyneHMbix AJIH H3yneHHfl /ieji, AOKyMCH-
TOB, CnpaBOHHO-nOHCKOBblX Cpe^CTB K HHM, HCHaTHblX H3flaHHH.

4.2.7. CraBHTb nojjnHCb B 3aK33e (rpeSoBanHH) 33 nojiyneHHe ^eji, ^OKyMCHTOB, cnpaBOHHO-
nOHCKOBblX CpC/lCTB K HHM, MCHSTHblX H3AaHHH.

4.2.8. He33MeaJiHTejibHO cooGmsTb coxpyflHHKy HHiajibHoro 3ana 06 o6Hap>OKeHHH noBpe)KAe-
HHH HJIH AC^CKTOB RCJl, AOKyMCHTOB, CnpaBOHHO-HOHCKOBblX Cpe^CTB K HHM, HCMaTHblX H3/iaHHH, OTCyT-

CTBHH JIHCTOB, HeilpaBHJlbHOH HyMCpaUHH, IiaJIHHHH BJI05KeHHH, HC yK33aHHbIX B JIHCT3X-3aBepHTCJlJIX

nojiyneniibix ACJI.
4.2.9. He noepejKAaTb nojiy^eHHbie flejia, AOKyMeHTbi, cnpaBOHno-noHCKOBbie cpe^cTBa K HHM,

IICMSTHbie H3A3HHJI, B TOM MHCJIC!

- HC HHCSTb Ha JIHCT3X ACJ1, JlOKyMCHTOB, He na4K3Tb, HC pB3Tb, HC pC33Tb

TOB, HC 3arn6aTb HX yrjibi, He BbipbisaTb JIHCTW H3 jjeji, He nepeKjiaabisaTb JIHCTU B



- HC BHOCHTb HSMCHCHHfl B TCKCTbl AOKyMCHTOB, HC ZieJiaTb H3 .UOKyMCHTaX H o6jIO)KKaX flCJI,

ynaKOBKax ayflHOBfoyajibHbix AOKyMCHTOB noMCTbi, HcnpaBJieHHS, noAHepKHBaHHJi;
- HC HHcatb Ha jincrax 6yMarn, nojioaceHHbix nosepx ACJI, jioKyMCHTOB, He KajibKHpoeaxb .uoicy-

MCHTbi;

- HC BKJiaflbiBarb B ^ejia, AOKyMCHTbi, ynaKOBKH ay,aHOBH3yajibHbix AOKyMCHTOB nocTOpOHHHe
npcflMeTbi, HC ocraBJiJiTb B aejiax 3aKJiaAKH;

- HC OCTaBJIHTb .AeJia, AOKyMCHTbl OTKpblTbIMM 113 BpCMfl OTCyTCTBHfl nOJIbSOBaTCJlfl B MHTaJIbHOM

3ane;
- He nojib30BaTbcfl KJICCM, CKorqeM, MapKepOM, nepbesoH pyMKOH, cTHKepOM, KOppeKTHpyiomeH

HCHflKOCTbK) (iHTpHXOM), KORHpOBaJIbHOH 6ywarOH, HOWHHU3MH, ApyFHMH pC5KyinHMH npC^MCTaMH;

- HC nepe/iaBaTb aeiia, ^oKyMCHTbi npyrHM HOJib3OBaTejuiM (33 HCKJuoneHHeM conpOBO5icaaio-
IIJHX JIHU, yKasaHHbrx B nyHKTe 2.2 FIopsi^Ka);

- HC 6paxb Aena, /joKyMeiiTbi y ^pyrnx nojib3OBaTCJieH (3a HCKJHOHeHHCM conpOB05KAaiomHx
JIMU, yicasaHHbix B nynKTe 2.2 Oopa^Ka);

- He Aejiaxb noMCTbi Ha KapronKax npH Hcno^b3OBaHHH KaranoroB;
- HC HepeCTaBJlflTb H He BblHHMaTb KapTOHKH H3 KapTOTCMHblX JimHKOB IIpH HCHOJlb3OBaHHH Ka-

TanoroB;
- HC HpHMCHHTb 4>H3HHCCKHe yCHJIHfl, KOTOpblC MOFyT npHBCCTH K HapyillCHHIO UCJ1OCTHOCTH

nepen^exa ACJI, aoKyMCHTOB.
4.2.10. 3ano^H»Tb JIHCTBI HcnojibsoeaHMfl noJiyHCHHbix ACJI, flOKyMCHTOB, cnpaBOHHO-

nOHCKOBblX Cpe^CTB K HHM (npH HaJIHHHH y HHX JIHCTOB HCnOJIb3OBaHHil), yKa3bIBafl /lajy HCHOJlb30Ba-

HHH, (J)aMHJlHK), HHHLJHaJlbl (pa36opHHBO), XapaKTCp npOH3BC^eHHOH pa6OTbI.

4.2.11. Cflasaib corpy^HHKy HHTajibHoro 3ajia nocjie oKOHnaHHa pa6otbi npH KasitaoM noceme-
HHH iniTajibHoro 3ana aejia, flOKyMeHTbi, cnpaBOHHO-noHCKOBbie cpe^cTBa K HHM, nenarHbie H3^aHHJi.

4.2.12. He BbmocHTb H3 HHTajibHoro sana aejia, AOKyMCHTbi, cnpaBOHHO-noHCKOBbie cpeacrea K
HHM, nenaTHbie H3jiaHHfl, KOHHH 4)OH^a no^b3OBaHMJi.

4.2.13. Co6jiK>^aTb Tpe6oBaHH« pa6oTti c oSopyAOBaHHCM, ycTanoBJienHbiM B MHTanbHOM sane.
4.2.14. He npoH3BOAHTb Ha KOMnbEorepax MHTanbHoro sana apxHsa KonHposaHHe H Mo^H^HKa-

UHK) 3JieicrpoHHbix pecypcoB, He 3arpy5K3Tb H HC yciaHaBjiMBaxb nporpaMMbi, HC BHOCHTb H3MeHeHHH B
4>aH^oByK) cTpyicrypy H He MCHflTb crpyKTypy pacnojioxceHHH nanoK, ne Hcno;ib30BaTb KOMHbiOTepbi
HHTajibHoro sajia apxHsa AJUI nepe^a^H HH(J)opMauHH nepe3 HH(J)opManHOHHO-TejieKOMMyHHKauHOHHbie
CCTH, HC Bbirpy5K3Tb C HHX HH(})OpMaUHIO H3 CbCMHblC HOCHTCJ1H.

4.2.15. He 3axoAHTb B cny5Ke6Hbie noMeujeHHJi apxnsa, ne nojib3OBaTbcn c^)OKe6HbiMH Kapxo-
cjiy>Ke6HbiMH Te^ei}>OHaMH, a raK>Ke TCXHWHCCKHMH cpeacTsaMH apxwsa, Haxo^siuHMHca BHC

HTajibHoro 3ana.
4.2.16. He nepenasaTb nponycK B HHxaJibHbiH 3an apyroMy jiHuy (33 HCKjnoneHHeM conpoBo>K-
JIHU, yicaaaHHbix B nyHicre 2.2 HopsiflKa).
4.2.17. HpH neBOSMo^KHocTH nocemeHHH HMTanbHoro sajia B TeneHHC cpOKa, na KoropbiH Bbma-

Hbi ^ejia, ^oKyMCHTbi, nenaTHbie H3/iaHH«, cooGmarb B apxHB .ana npo^enHJi cpOKa HX Haxo^KflCHHa B
MHTanbHOM 3ajie (He 6ojiee MCM Ha 10 pa6oMHX ^Hefl). ECJIH TaKaji npocb6a OT nojib30Barejifl HC nocry-
najia, noao6paHHbie Ae^a, ^OKyMCHTbi, nenaTHbie H3^anHa BO3BpamaK>TCH B apxHBOXpaHHJiHme 6e3 yee-
AOMJICHHfl HOJIb3OBaTe^fl.

4.2.18. CooGiuaTb B apxHB 06 ^MCHCHHH cBe^eHHH, oGasaTejibHbix K ynasaHMK) B aHKCTe HOJIB-
30B3Tejia, pa6oT3iomero B HHxajibHOM 3ajie, npH nepBOM nocjie TaKoro H3MeneHHJi nocemeHHH
HOFO 33Jia apXHB3.

4.2.19. BbinojiHflTb saKOHHbie TpeGosaHHsi coxpyaHHKOB apxnsa, oxpaHHOH H no>KapHOH
apxHBa.

4.2.20. Hpe/TLflBJiHTb corpyjiHHKy oxpaHHOH cji>OK6bi apxHBa no ero Tpe6oB3HHK> HMeromHeca y
nojib3OBaTejiJi MarepHajibi H npe^MCTbi, yKasaHHbie B no^nyHKre 4.1.16 HopH^Ka.

4.2.21. FIpH KOIIHpOBaHHH ^CJl, flOKyMCHTOB, HCHSTHblX H3aaHHH TCXKHHCCKHMH

apxHBa yKa3bisaTb npH o^opMneHHH 3aKa3a Ha KonnpoBaHHe nepeneHb KOHHpyeMbix



nenaTHbix H3,aaHHH c ynasaHHeM HX apXHBHbix uiH(J)poB, oGtCMa KonHposaHHH, KOJinnecTBa 3K3CMnjia-
pOB, BH^a KOIIHH, TCXHHHCCKHX IJapaMClpOB KOIIHpOBaHHfl.

4.2.22. FIpH CaMOCTOSTeJIbHOM KOnHpOBaHHH flCJI, aOKyMCHTOB, nCHaTHblX H3,UaHHH 3aKJIIOHaTb

AOPOBOp C apXHBOM Ha OpraHH3aUHIO KOIIMpOBaHHS flCJI, aOKyMCHTOB, nCHaTHblX H3/iaHHH CO6CTBCHHbIM

TCXHHHeCKHM Cpe^CTBOM.

4.2.23. npOH3BO^HTb CaMOCTOHTC^bHOe KOnHpOBaHHC Co6CTBCHHbIM TCXHHHeCKHM Cpe^CTBOM

flCJI, ^OKyMCHTOB, HCHaTHblX H343HHH B npHCyTCTBHH COTpyAHHK3 apXHBa, KOTOpblH o6ecnCHHBaeT HOfl-

roxoBKy aeji, ^OKyMCHTOB, nenaTHbix H3^aHHH ju\x KOnHpOBaHHfl H HX coxpaHnocTb B npouecce xonHpo-
BaHHH, KOIITpOJlb 33 CoSjUOfleHHCM yC^OBHH KOnHpOBaHHfl.

4.2.24. Mcnojib3OBaTb npn caMOCTOflrejibHOM KormpoBanHH coGcTBCHHoe 6ecKOHTaKTHoe MO-
6iuibHoe KonHpyromee TexiiHHecKoe CPC^CTBO 6e3 mraTHBOB, cteMHbix oGteKTMBOB H ocBCTHTCJibHoro
oSopy/ioBaHHH (nanpHMep, Tejie(J)OH, (|)OToannapaT, njianuieTHbiH KOMnbiorep) c BbiKJiioHeHHbiMH (J)yHK-
UHSIMH BcnbiiiiKM H ncxaaHH 3ByKOBbix CHrHajioB. 3anpemaeTCfl npHMeneHHC co6cTseHHbix KoiiraKTHbix
TCXHHHCCKHX CpC^CTB (B TOM HHCJ1C, pyHHWC, nJiaHlIICTHbie, npOTfl)KHbie CKailCpbl, KOHMpbl), (})HKCH-

pyiOIUHX H npHJKHMHblX yCTpOHCTB, nO^pyHHblX CpCZlCTB H (|)H3HHeCKHX yCHJTHH, KOTOpblC OKa3bIBaK)T

HeraTHBHoe BJIMSHHC na (|)H3HHecKoe cocrojiHHe aeji, ^OKyMCHTOB, neMaTHwx H3A3HHH.
4.2.25. He ocymecTBJiflTb caMOCTOHrejibHoe KonHposaHHe noAJiHHHHKOB ACJI, ^oKyMCHTOB, ne-

- OTHCCCHHblX K KaTCFOpHH OCO6o

- npH3naHHbix Haxo^jimHMHca B HeyaoBjieTBopHTejibHOM (J)H3HHecKoM COCTOSIHHH;
- c yracaiomHM TCKCTOM, npH HaiiHHHH nnrMeHTHbix nsreH, KoppO3HH >Kejie30-ranjiOBbix Hep-

, HapyuiCHHa CBH3H KpacoHHOro cjios c ocHOBOH (pacTpecKHBaHHe, ocbinH, nopomeHHe), Ha JIOMKOH
6yMare, na KanbKe, HMeiomHX cyprynnbie H BOCKOBbie nenarH, noBpoK^eHHe nepenjiera (pacKOJi 6;ioKa,
HapyiueHHe uiHTbs, Bbina,aeHHe ^HCTOB), KopemoK, KOTOpbifi ne no3BOjmeT pacKpbirb jiejio na POBHOH
nosepxHOCTH, He npHHHHflfl npn 3TOM noBpe5icaeHHH nepenJiery H caMOMy aejiy.

4.2.26. YKasbmaTb npH ny6;iHKauHH ^CJT, AOKyMCHTOB HX apxHBHbie iiiH^pu.
4.2.27. npeflocTaBJiJiTb apxHBy 6H6iiHorpa(J)HHecKHe ^aHHbie nyGiiHKauHH, a/ipeca HHTepHex-

pecypcoB, noAroTOB^eHHbix c HcnoJibsosaHHeM ACJI, ^OKyMCHTOB, cnpaBOHHO-noHCKOBbix cpe^CTB K
HHM, nenaTHbix H3^aHHH, naxo^HiUHxcsi na xpaneHHH B apxHBe.



OFKV ><] C K - \i l u ' i i i i i . i u apxHB i H n u ' i i i i i r i i HcropHH CMOJICHCKOH o6jiacTH»

AHKera I K K I I , mita I I M H , pantiraromcro B M H i a j i b H O M 33JIC
1. OaMHJIHS

2. HMH
3. OTHCCTBO (npn
4.
5.
6. MCCTO pa6oTbi (yne6bi) H .ziojDKHOCTb (npH

(nojwoe HCtteanue yvpezKdenux, eeo novmosbiit adpec u adpec 3JieKmponnou nonmbi,
1. O6pa3OBaHHe, yneHoe 3B3HHC, yMenas crenenb (npH

8. OcHOBaHHC JUIX npOBeACHHH HCCJie/lOBaHHfl

(nanpaejienue op^aHlt3a^uu wiu no JiiwnoM
9. TCMa, XpOHOJIOrMMCCKHC paMKH

10. Lej ib aGo'ibi
11. Aapec perHCTpauHH no MecTy >KHTejibCTBa (npeGbmaHHJi)

12. Aapec (JjaKTHHecKoro npo>KMBaHHJi
13. HoMep KOHTaKTuoro Tejie(|)OHa
14. Ajipec 3jieKTpoHHOH noHTbi (npn
1 5. BH^, cepHfl, HOMep H ̂ ara jioKyMCHTa, yjiocroBepjiiomero jiHMHocrb, a raiOKe opran,

16. OaMHJIHH, HMH, OTHCCTBO (npH Ha^HHHH) COHpOBOJKJiaiOUierO

' 1 . 1 , 1 taicMi>ciBo-

, UMH, onwecmeo (npu HOXUHUU)
c IIopH^KOM Hcnojib3OBaHHJi apxHBHbix .aoKyMeHTOB B OfKY «Focy/iapcTBeHHbiH ap-

XHB HOBCHUieH HCTOpHH CMOJ1CHCKOH o6jiaCTH», yTBCpMCfleHHblM HpHKa3OM OT 07.12.2017 K« 35,

o6fl3yiocb ero BbinoJinaTb.
%. corjiacen Ha o6pa6oTKy MOMX nepcoHanbHbix ^anHbix, ynasaHKbix B aHKCTe, nocpe^CTBOM BHC-

CCHHH B HH(J)opMauHOHnyio 6a3y aannbix, B COOTBCTCTBHH c Oe^epajibHbiM saKOHOM OT 27.07.2006
X? 152-O3 «O nepcoHajibHbix4aHHbix».

O6H3yK)Cb CoSjUO^aTb peM(HM KOH(})M^eHUHaJlbHOCTH B OTHOUICHHH CTaBlllCH MHC H3BCCTHOH HH-

(J)OpMaUHH, HCIIOJlb30BaHHe H pacnpOCTpaHCHHC KOTOpOH OrpaHHM6HO 3aKOHO^aTeJlbCTBOM POCCHH-

CKOH

« » 20 r.
nodnucb

compydiiuKd apxuea nodnucb paciuiKppoeKa nodnucu

« » 20 r.


