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OG yTBepxIeHHH NOJI0OKEHHU I
o cpaBouHo-uHdopmaunonnom poune MKY «Apxus»
B HOBOW pelaKUHH

B nemqsx opraHu3anyi paboThl CO CHPaBOYHO-MH(OPMAIHOHHOM horIOM
B MKY «ApxwWB» ¥ B COOTBETCTBHM C METOAWIECKMMM pPEKOMEHIANUIMH
yIIpaBleHus JelaMy aIMUHHCTpaluu KpacHoaapekoro kpasi, mp 1K a 3 bl B a 10

1. VTIBEpIUTh TONOKEHHE O  CIIPaBOYHO-MHGOPMALMOHHOM  (oHJE
MKY «ApxuB» B HOBOY pefakiuy (IIpunaraercs).

2. PaGoruukam MKY  «ApxuB» mpu pabore €O  CIIPaBOYHO-
HHGOPMAIMOHHBIM (HOHIIOM PYKOBOJCTBOBATHCS HACTOSIINM TTOJIOKEHUEM.

3. PasMeCTWTb I[ONIOXEHWe O CIPaBOYHO-WH(OPMAIMOHHOM  GoHIe

MKY «ApxmB» Ha web-ctpanune MKY  «ApxwB» Ha O(QUIMATEHOM
caifTe MyHULMIIANEHOTO 0Opa3oBanus Efickuit paioH.

4, TIpukas mupektop MKY «Apxus» ot 20 mapra 2020 r. Ne 11 «O6
YTBEpXKIEHWH TOJIOXKEHHMs O CIIpaBodHO-HH(bopManmonHoM Gorne MKY «ApXuB»
TPU3HATh YTPATHUBIINAM CHILY. ’

5. KOHTpOITH 32 BBIMONHEHHUEM HACTOSLIErO PUKA3a OCTABIISIO 3@ COOOM.

Hupextop MKV «Apxus» %\ FO.JI. [lynarosa



YTBEPXJIEHO
npukasoM aupexkropa MKY «Apxusy

or /E 70 2624 N ZF

IHOJOKEHHUE
0 cipaBo4YHo-HH(popmManuonHoMm ponge MKY «Apxusy»

Pazpen 1. O0uiue mosioxeHust

1.1.  CopaBo4HO-UHGOPMAIIMOHHEIH (GOHI MYHUIIUIAIBHOTO Ka3&HHOTO
YUpeXAEeHUd MyHHIUIAIBHOTO obpasoBanus Eiickuii paifioH «ApxuB» (maree -
CHU®) mnpencraBnser cob00ff COBOKYIHOCTh HAYYHO-METOAUYECKHX U OPYTHX
JIOKYMEHTOB 10 apXUBOBEICHHUIO, Ky0OaHOBEIEHHUIO, reHeaJIoTUH,
JNOKyMEHTOBEHACHUIO, JKYPHAJIOB M Ta3eT, a Takke CIPAaBOYHOW K WMCTOPHKO-
KpaeBeI9eCKOH JINTepaTyphl, HEOOXOAUMON IS NeATeIFHOCTH apXuBa U CIIPaBOYHO-
IIOMCKOBEIH armapar K HUM.

1.2. Bee noxkymenTel, oTHeceHHble K CHU® momiexar MOCTOSHHOMY
XpaHEHUIO.

1.3, Xpanenwme, y4€T KOMIIIEKTOBAHHE M UCIIONB30BaHUe MaTepuanos CHD
IPOBOAATCS B COOTBETCTBMM ¢  IIpaBunaMu  opraHuzaiiyi  XpaHeHHd,
KOMITJICKTOBAaHHUs, y4€Ta M HCIOJIB30BaHMUS JOKyMeHTOB ApxuBHoro ®donna
Poccuiickoit @enepanyu U IPyTrUX apXMBHBIX IOKYMEHTOB B TOCYJAapCTBEHHBIX U
MYHHMIMIIANbHBIX apXwWBaX, My3esdx M OHONMOTeKaX, HAYYHBIX OpraHM3allysix,
YTBEPXKIECHHBIMHY Iprka3oM DeslepabHOr0 apXUBHOTO areHTcTBa ot 2 mapra 2020 T.
Ne 24.

1.4, Opranmzanus pabotsl ¢ moxkymeHtamu CH®, a Takke coCTaBlieHHe
IVIAHOBO-OTYETHONW  [JOKYMEHTAIlMM  BO3JIOKEHBI HAa  HAyagbHHKA  OTIeNa
KOMIUTEKTOBaHH:A, yIETa U UCIIOIB30BaHUA OKyMeHTOB MKY «ApxuB».

1.5.3a coxpaHHOCTB, KOMILIEKTOBaHHE, y4éT, 00pabOTKy, CHCTeMaTH3allHIo,
palMOHalIPHOE  pasMeIlleHHe, CO3JaHHE  CIPaBOYHO-IIOMCKOBOTO  allllapaTa,
OpraHu3aluio HcHnojb30oBaHus MarepuaroB CHUD® B MKY «ApxuB» 0TBEUaroT
TMaBHBIM M BeNyIIMM CHENMATMCTBl OTHeNa KOMIUIEKTOBAHHs, y4éTa o
ucTonb3oBaHusa foKkyMeHToB MKV «Apxwusy.

1.6. PaGoTHukm, orBeTcTBeHHBIE 3a paGory CH®, mpeqocTaBisioT
MH(pOPMANMIO 0 paboTe YUTaNbHOTO 3aja W WCIONB30BAHMM NOKyMeHToB CH® B
KOHIle | IOMyroiwis ¥ B KOHIlE Ka)kIOTO OTYETHOrO IOja HadaubHHMKY OTHela
KOMITIEKTOBAHKA, y4ETa U UCIIONB30BaHMSA JOKYMEHTOB, KOTOPEIA B CBOIO OYEPEMb
IPeOCTaBJIAIOT IIOIYyroJoBble ¥ romoBble OT4éTEl 0 CHM® mupekropy MKY
«ApxXuB».

1.1. B cBoe#l neATeNPHOCTH CIIENHMATNCTHI, OTBETCTBEHHBIE 33 COXPAHHOCTE
marepuanoB CU®, pykosoncteyercs DenepansHeiM 3akoHOM P® or 22 okTa6ps



2004 r. Ne 125-@3 «O6 apxuBHOM feinie B Poccuiickoit @enepanuny»; [IpaBumamu
OpraHu3alyy XpaHEeHH:H, KOMIUIEKTOBaHMS, y4é€Ta M HCIIOJB30BaHUS TOKYMEHTOB
Apxusnoro ®onga Poccuiickoit @emepaiyii W OPyrHX apXWBHBIX JTOKYMEHTOB B
rOCYIapCTBEHHBIX M MYHULHMINAIBHBIX apXUBaxX, My3esx U OUOIMOTeKax, Hay9IHBIX
OpraHM3alygX, YTBEpXKAEHHBIMU NpuKka3zoM DenepalbHOrO apXUBHOTO areHTCTBa OT
2 mapra 2020 r. Ne 24, monoxxeHmeM o0 OTHele KOMIUIEKTOBaHMs, ydeTa M
UCTIOIB30BaHusl HOKyMeHTOB MKV «ApxuB», NOIKHOCTHBIMU HHCTPYKIMSIMH H
HacTosumM [Tonmoxxenuem.

Pazgea II. CoctaB CUD

CnpaBouyHo-uH(popMarmonserii  pounx MKY  «ApxuB» BKIO4aeT B cebs
CIIeAyIOLYe BUbI HH()OPMAIIMOHHBIX MaTepUaJloB:

1. oxyMeHTanbHbIe IIyONUKAUU U COOPHUKHU TOKYMEHTOB, [IOATOTOBICHHBIE
Ha OCHOBE apXUBHBIX UCTOYHUKOB, Kuuru [Tamsru.

2. Jlurepatypa 1o  OOIIECTBEHHO-NOJIUTHYECKON JKW3HU Kpas U
MYHHULIANIAIEHOTO 00pa30BaHusl.

3. ApxvBOBemUecKas JIUTepaTypa:

3.1. OdunuansHble U3NAHUS 110 BOIIPOCAM apXUBHOTO Aelia, HHGHOpMaITHOHHBIE
cOOpHUKY;

3.2. Ilpukassl, NpaBuia, WHCTPYKIUH, TEPEYHU U MAPYTHE METOIUUECKUE
1I0cOOMS IO apXUBHOMY JIENY U JEJIOMPOU3BOICTBY;

3.3. IIyreBoguTeny, TeMaTudecKue 0630psl GOHIOB,;

3.4. Meronn4eckue IHUCbMa yIpaBIeHMs IO NlellaM apXWBOB B YIIpaBICHHM
nenamMu agMuHuCTpanuu KpacHomapckoro kpas ¢ METOIUYECKUMHU PEKOMEHIAITUIMU
I10 IJTAHWPOBAHUIO U OTYETHOCTH M OTHENIbHBIM BUIaM apXUBHOU paboTEL;

3.5. PemeHus 5KCHEPTHO-IIPOBEPOYHOM KOMHCCHM IIPU aIMUHHCTPALMN
Kpacnonmapckoro kpas ¥ Hay4HO-METOIUYECKOTO COBETA.

4. CpaBo4Has IuTepaTypa:

4.1. DOHIMKIONEOWH, CJOBapH, CHPaBOYHUKH 110 aAIMHHHCTPATHBHO-
TEPPUTOPUAIBHOMY MHENIEHUI0 W T.J., CIPaBOYHHUKM II0 JOKYMEHTaM I10 JHYHOMY
COCTaBYy BEJIOMCTB U YUPEXKICHUI;

4.2. JluTepaTypa 1O HCTOPMM OpraHM3alwii, (OHIbI KOTOPHIX XPaHATCS B
apXuBe;

4.3. AnpecHBle KHUTHY U CIIPaBOYHUKHU TeJie(OHHBIX aOOHEHTOB;

4.4. Kpaependeckas IuTepaTypa II0 UCTOPUY Kpas, MyHUIIUITATLHEIX PAiOHOB,
rOpPOJI0B, HACEJIEHHBIX ITYHKTOB;

4.5. Kanennapu 3HaMeHATeNbHBIX U TAMSTHBIX IaT.

5. Ilepmonudeckue BeNOMCTBEHHBIE H3[aHUA: JXypHalbl «OTedecTBEHHEIE
apxuBeD), «BecTHuk apxusncra Kybaumy», «Ponnas Kybaus», «BeCTHHK apXUBUCTaY,
UHQOpPMAIMOHHEIE OFOJUIETEHH YIPABJIEHHUs [0 IejlaM apXWBOB B YIPaBIEHUU
nenaMu aaMuHHMCTpanuu KpacHomapckoro kpas M JIp. MECTHBIe IEPHOIMYECKHE
usnanus: «Elickas npasna», «IIpuasosckue cremm», «Cosetr Ilpuasosbsy, «Ilyisc
Henenw», «Kookoi mpasocnasusy, «Jlenosoit E#tck» u ap.



TemaTrdeckuii nepeyeHs JTUTEPATYPEI,
Bxopsamiel B coctaB CU® MKV «Apxusy»

O6 uctopuu Ky6aHCKOro Ka3adecTBa.

06 ucropun Ky6anmu.

O6 ucropuu MyHHITAIIAIBEHEIX 00pa3oBanuii KpacHomapckoro kpas.
O ropoze Eiicke. _

O Benukoit OTeyecTBeHHOH BOliHE.

O6 ucropuu Eiickoro [Ipuazosss.

ApXUBOBEUECKas TUTEPATypa.

Meronudeckas tuteparypa.

ERAERW b PR =

CripaBounas nmureparypa (3HIUKIONEINH, CIIPABOYHUKH, KaleHapH).

Paszngen III. OcuoBubie 3agauun CUD

OcnosupivMm 3agagamu CHI® sSBIAIOTCSA: KOMIUIEKTOBaHKE, XpaHEHMe, YUET,
ucronb3oBanue nokymeHToB CH® u co3maHue cIipaBOYHO-IIOMCKOBOTO afmmapara K
HUM.

3.1. KommiexroBanne CHUD.

3.1.1. MHcTouyHMKaMU KOMITJIEKTOBAHHUS SBIIAIOTCS:

Pocapxus, BHUMJIAJI, YripaBienue 1o jiejiaM apxuBOB B YIPaBIeHUU IENaMU
anmuHuECTparvu KpacHonapckoro kpas, TpoduiIbHbIE apXUBHBIE YUPEXKIEHUS;

W3/1aTeIbCTRA,;

OpraHbl MECTHOT'O CaMOYIIpaBJIeHNMS,;

MECTHBIE [TIeYaTHBIC OpraHbl;

MecTHbIe ucropuyeckue obmecrsa (EO POMA, EO PBHO);

pormoobpazoBarent MKY «Apxusy;

JEPXKATENN JINIHBIX apXUBOB;

WHBIE UCTOYHUKH.

3.1.2.  CriocoObI KOMIIIEKTOBAHUS:

TIOCTYIUIEHHEe HOPMATHBHBIX INOKyMeHTOB PocapxuBa, Hay4HO-METOIUYECKUX
paspaborox BHUMJIAL, pa3paboTox NpOQUIBHBIX apXMBHBIX YIpexkIeHUH (B TOM
HCIIE Yepe3 HHPOPMALUOHHBIE CUCTEMBI);

nepenava crenuanuctaMm MKY  «ApxuB» MeTomwdeckux paspaboToOK IO
OCHOBHBIM HaIlpaBJIEHUSIM AeSITEIbHOCTH;

nepefada CreluanucTaMy aIMUHUCTPAlMd MyHHIWIaTbHOrO 00pa3oBaHus
Efickuit paiion;

Tepeiada MCcleoBaTe My, paboTaloluMe ¢ gokyMeHTaMd MKV «Apxusy,
SK3EMIIIIPOB HAYYHO-UCCIIE0BATENECKUX Pa3paboToK;

IIOCTYIUICHUE XKYPHAJIOB ¥ ra3eT OT M3aTeNbCTB U PeNaKIIni;

IpHOOpeTeHNE OT W3/IaTeNBCTB ropofa Elicka 06A3aTeNbHBIX SK3eMIILSIPOB
JUTEPaTyphl KPACBEAYECKOT0 XapaKTepa U IepUoIHIeCKOM I1eUaTH;

IIOCTYIUIEHHE ITOaPOYHBIX 3K3EMIUIIPOB JKYPHAJIOB U KHHT OT OpPraHM3aIldil u
YaCTHBIX JIHII,



IIOCTYIUICHME KHIDKHOIO (DOH/Ia Yepe3 MHEIE UCTOYHUKH.

3.2. Xpanenue u yuét marepuanos CUO.

3.2.1. Marepuansl CU® xpaHstcs B 060CO6IEHHOM 9acTH apXHBOXPAHHIIAIIA
Ne 7, B KOTOpO} cO3maHBI yCIOBHSA, MCKIIOUAIOIINE WX XUINEHWE WM yTpary,
pasMEIaoTCsd B METAUIMYECKUX MmKadaX, CHUCTEMAaTHU3UPYIOTCS IO BHUAAM U
TEMaTHUKE, & TAKKE B 3aMbIKAIONIMXCS METAJUIMYECKUX IMKadaxX B YATAILHOM 3ajie
MKY «Apxusy.

3.2.2.B wmemax obecredeHus coxpadHHocTd MaTepuanoB CH®  seisercs
‘00s13aTeIBbHEIM cobmonenve OXPaHHOTO, CaHUTapHO-TUTHEHUYECKOTO,
TEMIIEPATYyPHO- BI2)KHOCTHOI'O, CBETOBOT'O ¥ IIPOTHBOIIOKAPHOTO PEKKUMOB.

3.2.3. Hoctyn B nomemenue CU® orpanuyes.

3.2.4. OnevatpiBaHe W paclevaTblBaHWE OMENICHHH  IIPOH3BOIUTCS
OTBETCTBEHHBIM crenuannctoM MKY «Apxusy.

3.2.5. Coxpannocts MatepuanoB CU® ocyuiecTBiseTcs IIyTéM IIPOBEPKH
HaJIM4Us U (QU3UIECKOTO COCTOSHUS.

3.2.6. Oco00 1eHHbIE U3NaHNS U KHIDKHBIE TaMSITHUKH [TOIEKAT BBISIBIICHHIO,
OITKUCaHHIO U OTAEIBHOMY YUETY.

3.2.7. llepsuuneri yuér marepmanoB CU® ocyliecTBIseTcs B 3MeKTPOHHOM
XKypHaje y4€ra [OCTyIUICHUI MaTepranos dhorma (xypHan yuéra CUD).

3.2.8. llenrpanu3oBaHHEBI y4éT MaTepuanoB (OHAA OCYILECTBISETCS B
I1aCIIOpPTE apXHBa. '

3.3.  Hcnons3oBanue marepranos CH®.

3.3.1. Matepuans: CU® 1 CripaBOYHO-IIOMCKOBEIH anmapat K HEM (KapToTeka)
HAXOJUITCS B OTKPBITOM JOCTYIIC B YUTAIBHOM 3aj1e apxuBa. OTpaHHYeHHUs B TOCTYIIE
YCTaHaBIIMBAIOTCS B CIIydasx:

Tepeavy MaTepPUaoB Ha PECTaBPallyIo;

HEYJTOBJIIETBOPUTENBHOTO (YU3UUECKOIO COCTOSHUS.

3.3.2. TlomnuHHMKHU IIOKYMEHTOB CHUD, HaXOIAIIHECS B
HEYJIOBJIETBOPUTENBHOM (DH3MUECKOM COCTOSIHAY B UATAILHBIH 3aJT HE BBIIAIOTCS.

3.3.3. TlompsoBatemssmu CU® sensiorcs: paGothuku MKY «ApxuBy,
KpaeBelbl, HCTOpUKH-apXUBUCTEI, wieHsl EO POMA u EO PBUO, wuccnenosarey,
IIOCETUTENN YUTaTbHOTO 3alla MKV « Apxusy.

3.3.4. Bemoc matepuanos CU® 3a mpemenst MKY «Apxusy» KaTeropu4ecku
3aIperéx.

3.3.5. Tlonp3oBaTend, MONYYMBINKNE B YCTAHOBICHHOM IIOPAZIKE paspelleHne
Ha paboTy B YMTANIBHOM 3ajle apXuBa, MOTYT MOJb30BaThcs MaTepuanamu CH® 1o
' TEME CBOETO HCCIIEeOBAHMS.

3.3.6. HoxymenTsr CH® MKV «ApxwB» MOTYT GBITH HCIONB30BAHBI JUIS
TIONTOTOBKH HCTOPUKO-TEMAaTHYECKUX JOKYMEHTABHEIX H (OTOHOKYMEHTAIbHBIX
BBICTABOK, BUPTYaIbHBIX (J€KTPOHHBIX) BEICTABOK, HAIIUCAHUS cTaTeif, pedepaTos,
Hay4HBIX pabot. B ciyuae maxoxaenust noxymentos CI® Ha BEICTaBKe, MO 3asBKe
MOJB30BATENA MOTYT OBITh TIPEAOCTABIEHBI eMy Juis paGoOTHl C BBICTABKH,
HaXOJAIIEHCs B IOMEIIEHNH apXUBa, 38 UCKIIIOUEHHEM TIepeIBIKHBIX BBICTABOK.



3.3.7. Kwuurwu, xypHaiusl, rasetsl u apyrue Martepuansl CU®, BeimaroTcs B
UATabHOM 3aJl€ Ha OCHOBaHWM INHCBMEHHOrO 3aKasa. PaspeineHue Ha BhIgady
Busupyet qupekTop MKY «Apxusy.

3.3.8. Marepuansr CU® BbImaoTcs B YUTAIBHBIN 3271 B IEHb oopMITeHHSI
3aKasa CpOKOM Ha OIWH JieHb. HopmMel Belaun He Oosee 5 exn. xp. u 1-2 MOAIIMBOK
raseT OZHOMY IIOJIb30BATEIIO.

3.3.9. JoxymenTsl «PeBu3ckue ckasku (Iepemuch HaceleHwst r. Eifcka 3a
1857-1858 romer)» u mp. HOKyMeHTHI, mnaTHpoBaHHBle XIX-Had. XX BeKkoB MOTYT
TIPEOCTABIIIOTCS B 3JIEKTPOHHOM BHIE WM BBIIAIOTCS IS PAGOTHI TI0Ib30BATENSIM
YMTAIBHOTO 3aJIa Ha CPOK B IIPUCYTCTBUY COTPYIHUKA apXUBA.

3.3.10. PerucTtpanust Beimauu MaTepuanoB CU® Bemétes B YUYETHBIX
IokymeHntax CH® ¥ YMTATHHOTO 32714,

3.3.11. KonTpons obecreueHust coxpannoctu marepruanos CU® B uuramsHOM
3ajI€ OCYIIECTBIIIET CIENMAIKCT OTHeNa KOMIUIEKTOBAHUS, YYETa U UCIIOIB30BAHMUS
nokyMeHTOB MKY «Apxuny.

3.3.12. OTBETCTBEHHOCTh 3a oOOecrIeyeHue coxpa"HHocTH MatepuaioB CUD,
BBINAHHBIX PabOTHUKAM apXuBa, HECYT CIIEHHANUCTHl OTAeNa KOMILIEKTOBAaHWS,
ydeTa 1 UCIOIb30BaHus JoKkyMeHToB MKV «Apxusy.

3.3.13. Kontpons 3a obecriedeHHeM COXpaHHOCTH MarepuanoB CU®,
BBIJAHHBIX DPabOTHMKAM U HCCIIeNOBaTelssM OOECIeudBaTh HAYaJbHUK OTIENA
KOMIIJIEKTOBAaHUS, Y9€Ta ¥ UCIONIE30BaHUsA JOKyMeHTOB MKV «Apxusy.

3.3.14. OTBETCTBEHHOCTh 33 IPHYMHEHWE MaTepHATbHOTO yiepba wiIu
xumenne  MarepuagoB  CH®  HecéT monb30BaTeNh B COOTBETCTBHM — C
3aKOHOzaTeNsCTBOM Poccuiickoit @enepanyn.

3.3.15. Bosspar matepuanoB CU® ¢ukcupyeTcs MorameHuem pocnucu
HCCIIENIOBATENl B €ro MpUcyTCTBUM B «KHure yuéra mocemeHuit moib30BaTEISIMU
IUTAIBHOTO 3ajla, BBITAYU U BO3BpATa apXWBHBIX JOKYMEHTOB B YHTAILHOM 3alIe)
POCIIUCEBIO CIIEIHAINCTA apXUBa, OTBETCTBEHHOTO 32 CUD.

3.3.16. Ilpu BeITave m Bo3Bpare HoxkymeHTOB CHI® MpOM3BOLKTCS MOIHCTHAS
IIpOBEpKa COXPAHHOCTH KaXKAOW EIWHWIIEI XPAHEHUS CIIEHHUAIMCTOM apXUBa,
oTBeTCTBeHHEIM 32 CUD 1 paboTy uuTansHOTO 3aa.

3.4.  Cosnanue cIpaBOYHO-TIOMCKOBOTO allllapaTa.

3.4.1. K marepuanam CU® crienuanictaMy oT/iella KOMILIEKTOBAHMS, ydeTa u
HCIIOJIB30BAHMA JIOKYMEHTOB paspabaTelBaeTCs M BENETCSA CIIPABOYHO-IIOUCKOBEIHM
ammapar - kaproreka CH®.

3.4.2. OGzop HOBEIX MOCTyIUIeHWH MaTepuanos CU® pasMelnaercs Ha
web-ctpanuiie MKV  «Apxus» Ha odumpansHOM — caiiTe MYHUILATIATEHOTO
o6pazoBanus Efickuii paiioH.

v
Hupextop MKY «Apxus» FO.JL. Ilynatosa



