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AAPEKTOPA MYHUIIUIIAJIBHOI' O KA3EHHQI"O YUPEXKIEHUSA
MYHUIIUITAJIBHOT'O OBPA30BAHUS EMCKHWI PATIOH

D s «APXUB» . >

r.Eiick

06 yTBepsxaennn npaBus paGoThl MOJIb30BATENEl B YHTANLHOM 3aJ1e
MKY «ApxuB» B HOBO# pegaKIHK

B coorsercTBum ¢ ®DenepanbHbiM 3akoHOM 0T 27 urous 2006 r. Ne 149-®3
«O6 undopManuy, HHOOPMAIMOHHBIX TEXHOJOTHSIX M O 3allUTe HHbOpMaImy,
IIpaBunamy OpraHW3alMM XpaHEHWs, KOMIUIEKTOBAHHMS, y4eTa W HCIOJB30BAHMUA
AOKyMeHTOB ApxuBHOro Qompa Poccuiickoit ®enmepauvst W ApyrHX apXHBHBIX
AOKyMEHTOB B TOCYNapCTBEHHBIX W MYHWIMIIAIBHBIX apXWBax, Mys3eiX H
bubmmorexax, oprammsamuax Poccmiickoit akameMun Hayk, Y TBEPXKI€HHBIMU
npukasom desiepalbHOr0 apXUBHOTO areHTCTBa oT 2 MapTa 2020 r. Ne 24, [Topsioxom
MCTIONIE30BaHMUsT apXMBHBIX NOKYMEHTOB B TOCYJapCTBEHHBIX M MYyHHLIHIATbHBIX
apxuBax Poccuiickoii ®esepaluu, YTBEPXKIEHHBIM [PHKA30M DenepanbHOroO
aPXMBHOTO areHTcTBa OT 1 ceHTsiOps 2017 r. Ne 143 u B Lessax opraHusaum paboTHI
4nTaTeabCcKoro 3ana MKY «Apxus», mpu ka3 v B a io:

1. YrBepmuts IlpaBuna paGoTEl mMONB30BaTeNell B YHUTATBHOM 3aie
MKY «ApxuB» B HOBOM penaKIiu (mpunararorcs).

2. CrenmanucraM OTZHeNa KOMIUIEKTOBAHWS, ydqeTa M UCIOJIb30BaHUS

noxymeHToB MKY «Apxusy (3aiiresa, lananwuH):

1) pasmectuts IlpaBuina paGoTHl MOTB30BATENEH B UMTATBHOM 3afe MKY
«Apxub» (nanee - IlpaBuna) B doite apxuBa U B YMTATHHOM 3aje;

2) obecnieunts pasmemenue IIpasun paboTEI ITOJIB30BATENEH B YHUTAIBHOM
sate MKY «ApxuB» Ha cTpanume MKY «ApPXUB» O(QHUIMAIBHOIO caiiTa
MYHHLUNATBHOTO obpazoBanus E#icknit panoH B UH(pOPMAIMOHHO-
TEIICKOMMYHHUKalHOHHOM ceTH «HTepHETY;

' 3) OpraHU30BaTk MCIIOMHEHHE HACTOSIIErO npukasa u IlpaBun nocerurensmu
MKY «Apxusy. -

3. IOpuckoHcynsTy (TronukoBa) o3uakoMuTh paGoTHHKOB MKY «ApXxuBy»
¢ IlpaBunamu, yTBEp>K IEHHBIMH HACTOSIIIIM TIPUKA30M TTOJT POCIIHCE.

4. IlpusHate yTpatuBmuM cuiy npukas nupekropa MKV «Apxus» ot
24 nmexabps 2019 r. Ne 34 «O6 YTBEPXAEHWN TpaBun paboTel MOJIB30BaTeleli B
auTanbHOM 3ajie MKY «Apxusy.

5. KoHTpons 3a BEIMOMHEHHEM HACTOSIIIErO MP1TKa3a OCTaBIISIO 332 COOOIA.

Hupektop %\ IO.JI. TTynaroBa



Ipunoxenue k npukasy

O/ F 77 LGN FS

ITPABUJIA PABOTHI IOJIB30OBATEJIEI B YUTAJIBHOM 3AJIE
MKY «APXWB»

1. OOwue noyoKeHHsI

1.1. IlpaBuna paGoTe! monb30BaTeNell B unTaipHOM 3ae MKY «ApxuBy» (mamee —
IlpaBuna) pa3paboTaHEl B COOTBETCTBHH C Koncrurynmeit Poccuiickoii ®enepamum,
OQenepanbhbiM  3akoHOM 0T 27 miomst 2006 . Ne 149-@3 «O6 UH(OpMAITHH,
HUHQOPMAIOHHBIX TEXHOJOTHAX M O 3allUTe vHGopMaruu», PemepantbHbIM 3aKOHIM
or 22 oxts6ps 2004 r. Ne 125-®3 «O6 apxuBHOM gmene B Poccuiickoi Oenepanuu» u
npukasoM @DeneparbHOr0 apxXWBHOTO AreHTCTBA OT 2 mapra 2020 r. Ne 24 «O6
yrBepxkpenuy  IlpaBui — opraHM3anuMM  XpaHeHMs,  KOMIIICKTOBAaHHS, ydeta u
HCIIONb30BaHMs JOKYMEHTOB ApxuBHOro ¢(onna Poccuiickoit @enepaniiu u Opyrux
APXMBHBIX JIOKYMEHTOB B IOCYNAPCTBEHHBIX W MYHWIWMNATBHBIX apXuBax, My3esX W
6uONMHOTEKaX, HAYYHBIX OPraHU3AIHIX).

1.2, Pacmopsmok paGoTel uHTamBHOrO 3aja YCTaHaBIIUBAETCA  OUPEKTOPOM
MKY «Apxusy.

2. Ilopsinok moeTyna moJib3oBaTesieii B YHTANBHbIN 32.1

2.1. Tlomp3oBaTenut HOMycKAaIOTCS B uYMTaNbHBIA 341 Ha OCHOBaHHWH JIMYHOI'O
3a4BNCHUs (aHKETBl II0JIB30BATENs ) WM IHCHMA OT OpraHu3alW{, HalpaBUBILIEH
II0JIB30BATEI.

ITone30BaTenb, He MOCTHUIIIMIA COBEpPIICHHOJIETHS, HOIyCKaeTCs A paboTh
B YWTAJbHBIA 3&J1 C ONHHM U3 POIWTENEH WIH APYTUM 3aKOHHBIM IIPEICTABUTENEM,
HECYIIMM  OTBETCTBEHHOCT  3a  coburogenne  IIpaBmn HECOBEPILIEHHOJETHUM
II0Tb30BAaTEJIEM B apXHUBe.

ComnpoBoxxparomye uia AOIyCKAIOTCsS B YUTANBHBIA 3all apxXWBa Ha OCHOBAHUH
3aIIONHEHHOM aHKEThl, B KOTOPOH YKa3bIBAIOTCS: dbamunus, wuMms, oTdectBo, naTa
POXIEHUS, TPAXAAHCTBO, MECTO PaGOTHI (y4e6hl) W MOIKHOCTD (py  Hanu4ww), anpec
PETHCTpallii 110 MECTy JKUTeNbCTBA (TpeGbiBaHus), ampec (haxTHIecKkoro mpoxxuBaHus,
HOMEp KOHTAKTHOTO TeslepOHa, aJpec MEeKTPOHHON MOYTEI (npn Hanmuwmwm), BuA, cepus,
HOMEp M NiaTa BBIIAYH [OKYMEHTA, YIOCTOBEPSIOLIETO JTMYHOCTB, & TaKXXe OpraH,
BBINABIINH TOKyMEHT, DaMHUIIHSA, HMS, OTYECTBO COITPOBOXIAIOIIETO JIULA (TIPH HAIHYIKH).

2.2. B nvMHBIX 3asBIEHHAX (aHKeTax TI0JTE30BATENS]) WM IIHCHMaX YKa3bIBAeTCS
(hamMuIIsL, UMS, OTHeCTBO, AOJDKHOCTD, Yy4EHOE 3BAHHE, TeMa M XPOHOIOIHYECKHUE pamMKu
HCCIIeIoBaHus, 000CHOBAaHHE PAGOTHI C APXUBHBIMU MOKYMEHTaMH.

2.3. Bce monb30BaTeNN 3HAKOMSITCS C HacTtositiiMu [IpaBuiaaMu u cTaBsT OTMETKY
B aHKETE moJe3oBatestss: «C npaBuiIaMu paGOTEL B UHTATHITOM 3416 — OsHakomiieny.
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2.4. AHKeThl TIONb30OBaTelieli XpaHATCA B OTHOeNe KOMIUIEKTOBaHMA, yHdeTa
1% UCITONB30BaHUsA NoKyMeHTOB MKY «Apxusy.

2.5. Jlns paboThl B YUTAIBHOM 3alle MOJIb30BATENIO BBITUCHIBACTCA MPOITYCK Ha CPOK
CO JHS €ro BBIJAYH 0 3aBEpILECHUs KaJCHAapHOro roja.

JIuiy, conmpoBOXAroIeMy IOJb30BaTells, HA OCHOBaHUU 3aII0JITHEHHON MM aHKETEI
taoke odopMIISeTCsl MPOMYCK B YMTANbHBIH 3all, IEWCTBYIOMMM CO JHA BBIIAYU
10 3aBepIleHUs KaJeHIapHoro roja.

2.6. Kaxxmplii moib30BaTeNb MPU KaKAOM MOCELICHUH YMTAJIBHOTO 3aja OCTaB/LICT
3aIUCh B XKypHAJe PETHCTPAIMH TTOCETHTENEH.

3. HpaBa, 005132aHHOCTH U OTBETCTBEHHOCTh nmoJib3oBateJiei

3.1. Tloip30BaTENAM MPEJOCTABISIOTCA: MMEIOMMICA B MYyHULMIATEHOM apXHBe
HAYYHO-CTIPABOYHBIM amrmapaT B OJEKTPOHHOM U [OKyMEHTUPOBAHHOM BHIE —
CIIPABOYHMKHM, OIKMCH, KaTallory, 0630pBI, @ TaKxKe Jena M JOKYyMEHTBl IO TEME
uccienoBanusd (Ha OyMaXKHBIX M 3JIEKTPOHHBIX HOCHTEJIIX), B Cilydae HeoOXOMMMOCTH,
YBETMYATEIBHOE YCTPOMCTBO [ YTEHUS IOKyMEHTOB (;myma).

3.2. [lonp3oBaTeny UMEIOT IIPaBo:

- monydaTh HHGOPMALHUIO O pacrlopAaKe paboTBl UMTAJBHOIO 3aja, yCIyrax,
OKa3bIBAEMBIX aPXHBOM, MOPSIKE M YCIOBHAX WX NPEIOCTABICHHA, O IpHYMHAX OTKas3a
(OTCpOUKH) B BbIa4e JACI (IOKYyMEHTOB);

- TOJlyyaTh KOHCYJIBTALMH CIELUAIICTOB apXyBa O COCTaBe U cofiep)kaHuu (POH/IOB
B COOTBETCTBUH C TEMOM HCCIIEIOBAHMS;

 3HAKOMWTHCS C TEMATHYECKHMH NOKYMEHTATBHBIMH BBICTABKAMH apXHMBHBIX
JOKYMEHTOB, [IPE/ICTABJICHHBIMU B UMTAIBHOM 32II€,

- [OJIB30BATHCS, MMEIOIIMMCS B YUTANBHOM 3a/i¢ Hay4HO-CIIpaBOIHbIM anmapaToM —
KapTOTEKOMH; ,

- 3aKa3BIBaTh KOMMM apXMBHBIX JOKYMEHTOB IO TEME HCCICNOBaHH, ZeNaTh
BBITIACKH 3 TIPEIOCTABIIEMBIX JIell, JOKyMEHTOB, apXUBHbIX CIIPaBOYHHUKOB;

- paGoTaTh C HOKYMEHTaM{ Ha aBTOMATH3MPOBAHHOM MecTe (MepCOHAIBEHOM
KOMIIBIOTEpE) B MOPSAIKE OUEPSTHOCTH, C paspeIlCHUA pabOTHUKOB apXuBa.

3.3. [lonp30BaTeay 003aHbL: '

- cobronath Hactosmue ITpasua;

- PEeTMCTPUPOBATECSA TIPH KaXIOM IOCELICHUH B JKypHAIC MOCEIIeHHH YUTAIBHOTO
sana. 3amONHATH JIMCTHl HCIIONB30BaHMSA MPOCMOTPEHHBIX eI, yKaspiBasg ATy
HCIIONB30BaHMs, (GaMIIMIO ¥ WHUIUAIIEL, XapaKTep pa6oTH! (POCMOTP, BBIMUCKH 1 0. )s
OCTIEe OKOHUAHKS pabOTHI CAATH COTPYIHHKY apXHBa IPEAOCTABICHHEIC eMy OITHCH, Jiena,
rieyaTHble U3JaHuI;

- cOBMOIaTh PACTOpsANOK PaGoThl YUTATBHOTO 3ana, THIINHY H HOPSAZIOK BO BpeM:
paboTbl, COTOBOH CBSI3BIO MONB30BATHCA BHE [TOMEILIEHHUS YUTAIBHOTO 3aJ1a;

- BO3BPATHTH HA MECTO NOKYMEHTHI, PEACTABICHHBIC Ha TeMaTH4YeCKO! BEICTaBKE,
rocJie 03HaKOMJIEHHS, ‘

- HeCTH TOJHYIO OTBETCTBEHHOCTb 32 HCKAKEHWs, TOTYIICHHBIC npu IIyOIKEKalUuH
JIOKYMEHTOB.

34. B cooTBercTBHH C I 3 cT. 7 DesepanbHOro 3axona or 27 wromst 2006 r.
No 149-®3 «O6 wuHbopManuy, HHOOPMAMOHHBIX TEXHOJOTHUAX U O 3alluTe




o)

o)

vHpopMarMn»  coTpyaHukn  MKY «ApxuB»  BIpaBe TpeboOBaTh  OT  JIMI,
PACIIPOCTPAHAIOLIMX [ONTYYEeHHYI0 HHGOpMAIHIO, YKasbBaTh YHPEXICHHUE B Ka4yecTBe
MCTOYHMKA Takod MH(OpMaIWu, T.e. Ha3BaHWE apXWBa, XPaHAIICTO HOKyMEHTBI, HX
[TOMCKOBBIE NaHHbIe (HoMep (GOH/Ia, OIUCH, Jela ! JIKCTA).

3.5. TTonp30BaTENM OOJKHBI IPEIOCTABUTh apXUBY 6H6nnorpa¢mqéc1cy}o CIIpPaBKYy
VT 9K3eMILISIP M3/1aHusl, [IOATOTOBIEHHOrO Ha OCHOBAHMU apXHUBHBIX IOKYMEHTOB.

3.6. Tlonp30BaTEN HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTDH 32 XHUINCHHE M IOPHY
ApXMBHBIX ~JOKyMEHTOB M MYHHIMIANBHOrO MMYyINECTEa, B COOTBETCTBUU C
IelCTBYIOLIIM 3aKOHOATeNECTBOM Poccuiickol Ddenepallvu.

4. llopsanok BbIIAYH [IOKYMEeHTHpPOBaHHOI HuHGopMaLHH

4.1. ins nony4eHus Aell, TOKYMEHTOB, MedaTHbIX HM3MaHUN U CIPaBOYHO-IIOMCKOBBIX
CpEJICTB K HAUM B COOTBETCTBUM C TeMoii MCCIIeI0BaHus [IONb30BaTeNb 0popMisieT OIaHK
3aKasa.

B oquH 6IaHK 3aKa3a MOXKET OBITh BKJIFOUEHO:

no 20 gen o61muM 00bEMOM He oomee 1500 nucTOB;

70 10 eqUHUI] XpaHEeHHs ay IMOBU3YyalbHBIX UIH SNEKTPOHHBIX JIOKYMEHTOB.

KoqudyecTBO IeN, MOKYMEHTOB, HaXOJSIIMXCA ONHOBPEMEHHO ¥ T10J1h30BaTEN,
He MOJDKHO IpeBbIIaTh 20 eAUHUI XPaHCHHA.

C yueToM crienuGUKH COCTaBa JIOKYMEHTOB HMPEKTOPOM MKY «ApxuB» MOIyT
6BITH YCTAHOBIIEHb! IPYTHe HOPMBI BBIIA4H NeJ U IOKyMEHTOB.

4.2. Tlpu nanuuuu (oHIA MONB30BAHUS IOMIHHHBIC IOKYMEHTBl HE BBITAIOTCH.
[MoguHHBIEe JOKYMEHTHI MOTYT BBIABaThCA MOJIB30BATEISIM B UCKJIIOYUTENBHBIX CITydasx
C paspelieHysl pyKOBOIUTEIIS apXHBa C y4eTOM KOHKPETHEIX 00CTOSTENBCTB.

4.3. MyHALUIAIBHBIA apXUB OTPAHUYUBACT AOCTYII moJb30Barelied K JOKyMEHTaM,
comepKanuM HHGOpPMAIK0 00 00CTOATENBCTBAX YaCTHON >KM3HH KOHKPETHOTO JIMIA,
B COOTBETCTBUU C JEMCTBYIOLIMM 3aKOHOJATEIHCTBOM 06 apxuBHOM [eie Poccuiickon
depepanuu v KpacHomapckoro Kpas.

4.4. B nensx obecrieyeHns COXPAHHOCTH apXMBHBIX TOKYMEHTOB, 3aNpEIacTeA.

- HaXOMUTCH 32 pPabO4YMM MECTOM YHTATIBHOrO 3aja, B BepXHEH ofex/Ie, pasMellaTh
Ha pabodyeM MecTe YUTAJbHOIO 3aia nopTdeny, CIOPTUBHBIE U XO3AHCTBEHHBIE CyMKH,
LTaCTUKOBEIE TIAKETHI U 30HTBI,

- KypWTh, YHOTpeONATh TNPOAYKTHl MHUTAHMA, CIHPTHBIC H poYMe HAMUTKA
B UHMTAJIEHOM 3aJI€;

. BLIHOCHUTB JeNa, IepelaBaTh MX TPEThUM JIHIAM, OCTaBIATH OTKPBITHIC nena
He3alMIIeHHbIMA OT CBeTa, MucaTb Ha JIACTaX Gymard, MOJIOXKEHHBIX TIOBEPX
JOKyMEHTOB, 3ar0aTh yIJbl JHCTOB, KalbKyIHPOBATH JIOKYMEHTBI, BKIaplBaTh B J€Na
IOCTOPOHHME MIPEeIMETHI, 1eGOPMUPOBATH JOKYMEHTRL,

- [OJH30BATHCS TIPH HETIOCPELCTBEHHOH paboTe ¢ apXUBHBIMA JOKyMEHTaMH KJIeeM,
CKOTYeM, MapKepoM, KOIMpPOBAIbHOU Gymaroi, HOXHMIAMH M JPYTAMH PEKYyIHM:
peAMETaMH,

- 3aXOJUTh B MOMEIIEHWs apXHBOXPAHHIHI ¥ CaMOCTOATENBHO Oparh JOKyMEHTBI
IU1s pabOTHL.

4.5. Kateropuiecky 3anperacTcs.

- BHOCHTH U3MEHEHUS B TEKCTHI JOKYMEHTOB,
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- lenaTth Ha JOKyMEHTaX ¥ OOJIOXKKAX JeJl IOMETKH, UCIIPABICHHUS, IOAIEPKUBAHII,

- U3BIMAaTh KAPTOUYKH U3 KaTaJlOTOB.

[Tpu obHapyKeHHH B C/aBacMbIX Jelax He[0CTadH U HOBPEXISHUH COCTaBIIAETCA
aKT.

IIpu He0OHOKPAMHOM HAPYUIEHUU HOPM HACHOAULUX NPAGLT, PabomHUKU apxuea
ocmaenalom 3a coboii Hpago yoanums nONb306amenet u3 nOMeuleHUa HUmanIbHo0
3ana, npu 2py6om u azpeccusHoM nogeoeHuu, HAX0X4#COeHUU NOCemumens 8 COCMoAHUU
WIKO20/IbHO20 ONbAHEHUSA — U3 6CeX NOMeUjeH Ul MKY «Apxueé». PabomHuKu apxuea 6
npaee 60CnoJ1b306aMmMbCA «MpPeeoAHCHO Il KHORKOW) U yCilyzamu YOII, obcayscusarouieco
MKY «Apxus».

46. OTka3 WIA _OTCpOYKAa B BpUlade JIen JOUYCKAETCH B clydyae eciu

9TH JOKYMEHTEI:

- He OTHOCATCS K TEME UCCIIeIOBaHH;

- coziepXkaT IIepCOHANIBHYIO HH(OPMALIUIO OTPaHUYEHHOT0 JOCTYTIa,

- BpeMeHHO BBIJaHbl APYTUM IOIB30BATENAM,

- HCTIONB3YIOTCS COTPYIHUKAMHU apXyBa i BRINOJHCHHA CITyKeOHBIX 3a/IaH¥H;

- HAXOMmITCS B IUIOXOM (QU3MYECKOM COCTOSHHH,

- eclIM 3asBIIEHHE 3al0IHEHO Hepa30oPIHUBO U HETIOHO;

- IPEBBILIEHB! yCTAHOBICHHBIC 00BEMBI 3aKa3a.

He moie)xaT pacCMOTPEHUIO 3asBJICHUA [TONB30BATENe] ¥ OpraHu3aLIN:

- B KOTOpBIX HE YyKa3aHBI HeoOXOIMMbIe CBEIEHHS, TIEPEUUCIICHHBIC B IIyHKTC P
gacrosumx [IpaBui, ‘

- IMIaM, HaXOIAIIAMCS B COCTOSTHUH OTIbAHEHHA, HApYIIAIOIIMX TPaBUIIa TIOBEICHA
B apXMBE, CO3/IAI0IIIX CBOUMHU e CTBUSIMU YTPO3Y I COXPaHHOCTH HOKyMEHTOB.

He nomyckaroTcs K paboTe ¢ MOAIUHHAKAMA apXHUBHBIX IOKYMEHTOB ITOJIb30BATE! (M,
KOTOpBIE B CHJy CBOErO BO3pacra HIH BMeHseMOoCTH (eciu 3TO H3BECTHO pabOTHUKY
MKV «Apxus») He TOAJIEKAT MNPUBICICHAIO K aIMAHMCTPATHBHON H YTOJNOBHOK
OTBETCTBEHHOCTH 3@ COXPAHHOCTD JOKYMEHTOB B IIPOLECCE UX HCTIONIE30BaHUS.

5. Mopsaaok caa4u NOJIb30BaTENAMH A€, [IOKyMEHTOB, onucei,
He4aTHbIX H3TAHUMH

5.1. Jlena, JOKyMEHTBI, OIKCH, NEUATHBIC M3/[AHIS TIPUHUMAIOTCS COTPYAHUKOM
YHTANBHOrO 3a7a y IoJb30Bareleil B COOTBETCTBUM C 3aMMCAMU B )KypHalle BblIA4H
C IPOBEPKOH UX QU3UIECKOTO COCTOSHUA.

52. COTpyIHWMK YHTAIBHOTO 3aja MPOBEpAeT MPABHIBHOCTH 3afOJHEHUsS JINCTOB
HCIIONB30BAHMS B JMeax U PacIHChIBAETCA B JKYpHANE BBIIAHH 33 KAXIOC IPUHATOE UM
OT IOJIB30BATENS JEN0, OMUCh, IIeYaTHOE U3faHue U Ip. I[Tpu GONBIIOM KOJIMYECTBE HEN
onroro douna (Gonee 10 nei) COTPYAHUK TUTAIBHOTO 3aj1a yKa3bIBaeT ¥ PacIUChIBACTCA
32 ofLIee KONMYECTBO BBIJAHHBIX M BO3BPAIIEHHBIX C].

6. Iopsaok BbIAa4Yu HH(pOPMALHH HA 3/1eKTPOHHBIX HOCHTEJAX

Cosnanye UA(POBBIX KOMMIl TOKYMEHTOB Ha OMNTHHYECKHX nuckax (kaccerax) H
NpeIOCTABIEHHE MX TI0JIb30BATEIAM B THTAIIBHBIX 3a71aX, OCHALIEHHBIX COOTBETCTBYOLICH
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KOMIIBIOTEPHOH TEXHUKOM, obecrednBaeT MpocTOd W ymoOHBIM HOCTYm K TpeGyemoii
UHbOpMAITHH.

ENMHOBpEMEHHO MOJIB30BaTeNM0 MOXET OBbITh BeaH | jauck (xaccera). C ydeTom
crielHKU cocTaBa HHPpopManuu aupektopoM MKY «ApxuB» MOTYT GhITh yCTAHOBIIEHBI
JApYTHe HOPMBI BbIIAa4u TUCKOB (Kaccer).

Ilpu oOpameHuu c guckamu (KacceTamm) IIOJIb30BaTelh o00s3aH  COGIIOMATE
CllelyrolIue IIpaBuia:

1. Ilpu BeleMKe Oucka W3 KOPOOKH TNpHIAEPKHBAWTE €ro yKasaTelbHBIM H
OonplUIMM ManbllaMM PyKM 3a BHEIIHee pebpo IWCKa, a yKasaTeNbHBIM MalbleM IpYToi
PYKH Ha)XUMaiTe Ha (PUKCUPYIOIee KOJIbLO B YIIAKOBKE.

2, bepexHo obparmaiitech ¢ quCKoM (KacceToi):

- He U3rubaiiTe ero u He Mapanamre;

- HE MCIONb3yHTe pyuKy, KapaHAall Ui MapKep IJIsl OTMETOK Ha JHCKE;

- HE OCTaBJIIMTE OTIEYaTKHU NaiblleB Ha pabouell MOBEPXHOCTH JIUCKa,

- He IIPUKJIEUBalTe SIPJILIKU Ha JHCK.

3.  BosBpamaiite nuck (kacceTy) B KOpoOKy cpasy IOCiie HCIIOJIb30BaHHUsl.

4. Ecnu BBl ypOHUIM KOPOOKYy C ITHUCKOM, TO HEOOXOIUMO OTKpBITH €€ U
TIIATENIBHO OCMOTpeTh. OuUeHbp YacTo IpH 3TOM JOMaeTcs (QUKCHPYIOILIee KOJIE (0
BKJIQZIpllIa ¥ OCTpBIE OCKOJKM MOTYT Iollapanath AWCK. B 3ToM ciiydae oOpatuTech K
COTPYAHUKY MyHULIUIIAJIbHOTO apXUBa, ISl 3aMEHbI IIOBPEXICHHON KOPOOKH.

5. 3beraiiTe nonanaHus IbUIH, BIATH U IPS3H HA TIOBEPXHOCTD IHCKA.

6. Obeperaiite nuck (kaccetry) OT HarpeBa, BO3IEHUCTBUS MPSIMOTO COJHEYHOIO
CBETa U APYI'UX UCTOYHUKOB ONTUYECKOTO U YIbTPa(HUOIETOBOTO U3ITYyUEHHUS.

Yu KOﬂHpOBaHHe H Bbla4a apXHBHBbIX KOMui HOKYMEHTOB

7.1. Ilo 3aka3am mosib30BaTeNeil B 3aBUCHMOCTH OT TEXHUYECKHX BO3MOXXHOCTEH
apxuBa M (HU3UUECKOTO COCTOSHUS JOKYMEHTOB H3TOTOBISIOTCS ApXHBHBIE KOTIH,
o(hopMIIEHHbIE B YCTAaHOBJICHHOM TOpsizKe, HO He Gojiee 10 % oT 0b1iero oobema sena.

7.2. Tlpu HEOOXOAMMOCTH KONHPOBAHHUS ApPXHUBHBIX JIOKYMEHTOB B 3asBIICHHU
TI0JIb30BATENIEM yKa3bIBaeTCs UX IepeyeHb.

7.3. KonupoBaHue [NOKYMEHTOB JUYHBIX (OHIOB IPOBOIUTCS B COOTBETCTBHUHU
C MOPAIKOM, YCTaHOBJIEHHBIM (DOHI000pa30BaTENSIMU MIIA UX MTPABOIIPEEMHUKAMY.

7.4. KonmpoBaHHe OIHUCeH, KaTalloroB, KAPTOYEeK U OPYTUX apXHUBHBIX HCTOYHHKOB
He [IPOU3BOIUTCS. '

7.5. B HCKIIOYMTENBHBIX CIIy4asX [OITyCKaeTCsi KOMHMPOBaHUE JIOKYMEHTOB
TEXHUYECKMMH CpEACTBAaMHU IIOJb30BaTeNell — ckaHepaMmy, ¢oToannaparamu (Ges
BCIIBILIKK) U JIp., B IOMEILIEHUH YUTAIBHOTO 3aJla U 110 KOHTPOJIEM COTPYAHUKOR apXFsa.

7.6. OTBETCTBEHHOCTh 3a KauyeCTBO KOMHPOBAHHS TOKYMEHTOB, IPOBEICHHOIO
TEXHUYECKUMHU CPENCTBAMMU I10JIb30BaTeNel, apXUB HE HECET.

Hupextop MKY «Apxus» [O.JI. ITynaTtoBa



