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NMopsanoK UCNOJIb30OBAaHUA apPXUBHbIX NOKYMEHTOB B
rocyfaapCcTBEeHHbIX U MYHULLMNAJIbHbIX apXUuBax
Poccunckoun depepauum

Mpuno>xeHune

K NpuKasy MUHKyNbTYpbl Poccunm

oT 3 moHa 2013 r. Ne 635 [2]
3apeructpupoBaH B MuHiocte P® 14.11.2013
PernctpaunoHHbin Ne 30386.

I. OO Me nosno>xxeHus

1.1. Hactoawwmn TlOpAAOK WCMONb30BaHUSA apPXMBHbLIX [OOKYMEHTOB B r[OCYAapCTBEHHbLIX W
MYHULMNANbHbLIX apxmBax Poccumnckon depepauunm (ganee - Nopanok) paspaboTaH B COOTBETCTBUN
c PepgepasibHbIM 3aKOHOM OT 22.10.2004 Ne 125-93 «O6 apxmBHOM gene B Poccuinckon degepaunmn»
(CobpaHue 3akoHogaTenbcTBa Poccuimnckon ®epnepaunm 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, No 31, cT. 4196; 2013, Ne 7,
CT. 611), MpaBunaMmm oOpraHMsauUnUM XpaHEHUS, KOMMJEKTOBaHWUA, y4eTa U WNCNOJb30BaHUSA
OOKYMeHTOB ApXuBHOro ¢oHaa Poccuinckon Pepepaumm M APYrux apxXvBHbIX OOKYMEHTOB B
roCy4apCTBEHHbLIX N MYHULUMaNbHbIX apXuBax, My3esx 1 bubnmoTekax, opraHnzaumsax Poccmnckon
aKaZeMun Hayk, YTBEPXKAEHHbIMN NPUKa3oM MUHNCTEPCTBA KYJbTYpPbl 1 MAaCCOBbIX KOMMYHUKaLWNN
Poccunckon ®epepauunnm ot 18.01.2007 Ne 19 (3apeructpupoBaH MuHioctom Poccum 06.03.2007,
perncTtpaunoHHbii Ne 9059) ©n perynmpyeT OTHOLUEHUS B 4YacTW oOpraHm3auum paboThbl
Mosib30BaTeNieN B YNTAJIbHbIX 3aJlax FOCYAAPCTBEHHbIX N MYHULIMNANbHbIX apXVBOB.

1.2. Mopsaok pernaMeHTUpyeT opraHusauunio paboTbl Nonb3oBaTeNen ¢ AOKyMeHTaMun APXMBHOMO
¢oHaa Poccuinckorn degepaunm, opyruMn apxXmBHbIMU NOKYMEHTAMU, HE COAEpP KaLlUMM CBeaeHus,
COCTaBAsAOLWME FOCYyAapCTBEHHYIO TalHy (Oanee - Aena, AOKYMEHTbI), U CNPaBOYHO-MOMCKOBbLIMU
CpencTBaMU K HUM B YUTajlbHbIX 3asax roCydapCTBEHHLIX U MYHULUNAJbHbIX apXMBOB (manee -
YyuTasbHble 3anbl).

1.3. Monb3oBaTenn ob6nafalT paBHLIMW MpaBaMM Ha OOCTYNM K AenaM, [OOKyMeHTaMm
rocygapcTBEHHbIX U MyHULUMUNaNbHbLIX apxmBoB Poccuiickon ®Pepepauynn (gasnee - apxuBoB) W
CMpaBO4YHO-MOMNCKOBbIM CpefcTBaM K HMM B COOTBETCTBMM C 3aKOHOAATesNIbCTBOM Poccumickom
depepaumnn.

1.4. MNnaTa 3a nocelweHne 4YnTasibHbIX 3aJ10B, MOJIb30BaHME Aenamu, OOKYMEHTaMn n CripaBo4HO-
NMONCKOBbIMU CpeaCcTBaMnN K HNUM HE B3UMaeTCA.

1.5. TlnaTHble ycnyrn nosb3oBaTensM NpPefoCTaBfsATCA apxuBaMm B COOTBETCTBUM  C
3aKoHoJaTeNnbCTBOM Poccumnckon denepaunn.

1.6. Ha ocHoBaHuM HacTosauwero [lopsAaka apxuBbl BrpaBe pa3pabaTbiBaTb [OOKYMEHTHI,
pernamMeHTMpylowme nosib3oBaHue genamMmm, LOKyMeHTaMu N CrpaBoOYHO-NMONCKOBbLIMU CpefcTBamMun K
HUM B YMTajbHbIX 3ajlaX, C y4eTOM crneundukn LOKYMEHTOB apxmBa, 0cobeHHOCTeN ero paboThl.
YKa3aHHble JOKYMEHTbl HE MOryT NMPOTUBOPEYUTb HacTosweMy MNopsaaky.

Il. Mopapok ponycka nosib3oBaTena B YUTaNbHbLIA 3an

2.1. Monb3oBaTesNb AONYyCcKaeTcs Ana paboThbl B YNTaNbHbIA 3a/1 Ha OCHOBAHUM JINYHOT O 3aABeHNS
WIN NMUCbMa HanpaBUBLUEN ero opraHmM3aLnmn, B KOTOPbIX YKa3bliBAOTCA haMuansa, UMs, oTYECTBO
noJsib30BaTenNs, OOJIKHOCTb, YYeHOe 3BaHWe, yYeHas CTerneHb, TeMa, XPOHOJIornyeckme pamMku u
Leb nccnenoBaHus.
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2.2. NMonb3oBaTeNb 3aMoOJIHAET aHKETY pPeKoOMeHOoBaHHOro obpa3ua (MpUIOXKEHNE K HaCTOSALEMY
Mopafnky) n NnpeabaBnaeT NacnopT COTPYOAHUKY YMTasIbHOroO 3asa A9 uaeHTUUKaunm An4HOCTK.

2.3. PaspeweHne Ha paboTy B 4YMTaNbHOM 3ajie [aeTCs PYKOBOAUTENEM apxuBa WU
YNOJIHOMOYEHHbIM UM NINLOM (Lanee - PyKOBOACTBO apxuBa) Ha Cpok He 6Gosiee ogHOro ropga c
ochopMJSIeHMEM NponycKa B YNTasbHbLIA 3a0 B YCTAaHOBJIEHHOM MOpsiAKe.

Cpok paboThbl B YNTANILHOM 3ane MOXXeT ObiTb MNpPoasieH PYKOBOACTBOM apxvBa MO 3afABAEHUIO
nosb3oBaTtens. O6 M3MEeHEHUU TeMbl U XPOHOJIOTMYECKUX PaMOK MWCC/eaoBaHUs Mosib30BaTesb
NHGOPMUPYET B MNCbMEHHOM BMAE COTPYAHUKA YATANIbHOIO 3aa.

I1l. MpaBa n 06A3aHHOCTM Nosb30OBaTENSA

3.1. Monb3oBaTesb Brpase:

3.1.1. MNony4yaTb AN WU3yvYeHUA Oena, OOKYMEHTbl B BMAE MOOJIMHHUKOB W/ Wanm Konun doHda
MoNb30BaHUSA, MNpowejlmne HaydHoe onumcaHume, TexHu4eckoe odopmieHne n Haxogswmecs B
yOOBNETBOPUTESIBHOM (PU3NYECKOM COCTOAHUMN.

[ena, LOKYMeHTbI, coaep>Xaline cBeaeHns 0 JIMYHOMN U CEMENHON TalHe rpakAaHnHa, ero YacTHoOwn
XKN3HW, BblOAOTCA MPU HAJNYNXA MUCbMEHHOIr0 pa3pelleHns rpakaaHuHa, a nocse ero cMepTu - ¢
MNCbMEHHOr0 pa3pelleHns HacJegHWKOB OaHHOro rpakgaHumHa [O uncTeveHus 75 neT co AHSA
Co3faHNA OOKYMeHTOB. [lena, LOKYMEHTbl, MPUHATblIE B apxmMB OT COBCTBEHHUMKOB WM WUX
BNlafesibLEeB, BblOAOTCA, €C/IN 3TO HE MPOTMBOPEYUT YCI0BMAM UX Nepenavyn Ha XpaHeHMe.

MOONMHHUKN [en, NOKYMEHTOB MpW Hanyumm Konuii hoHAa MNOJIb30BaHUS BbIAAOTCA TOJIbKO B
c/lyvyae npoBefleHns cneunasbHbiX Hay4YHbiX paboT Mo TeKCTONIornn, KOAMKOJIornK, naneorpadun,
n3yyYyeHNs BOAAHbIX 3HAaKOB M APYrMX BHELWHUX O0COBEeHHOCTen AOKYMEHTOB M OpraHm3aummn umx
hOTOTMMANYECKOro N3JaHns C MMCbMEHHOr0 pa3peLleHns pyKoBOACTBa apXuea.

3.1.2. lMonb3oBaTbCA CNPaABOYHO-MOUCKOBbIMU CpencTBaMW K AenaM, LOKYMeHTaM, nevaTHbIMU
U3gaHuaMmM 1 OpyruMm  MaTepuanaMmum  Hay4yHocCrnpaBoyHoW OBubnuoTekm w©  crnpaBOYHO-
MHOPMaLMOHHOIo hoHOa apxmBa Nno TeMe NnccienoBaHus.

3.1.3. Mony4yaTb HenmnocpencTBEHHO B apxmBe WKW C WUCMOJSb30BaHMEM WHGPOPMALMNOHHO-
TENEKOMMYHUKaAUMNOHHbIX TexHonorumn MH(opMauuio o0 pacrnopagke pa6OTbI HYNTa/IbHOIro 3ala,
nopagke n ycnosmnax npegoctaBsieHUA apXnMBOM roCcygapCTBeEHHbIX N MyHNUWNAJIbHbIX YCIYT.

3.1.4. 3aka3blBaTb HeNnocpeaCTBEHHO B apxueBe WIM C WNCNOJb30BaHWEM WHGPOPMaLNOHHO-
TEeNeKOMMYHUKALMOHHBIX TEXHONOM N Aena, AOKYMEHTbl, CNPaBOYHO-MOUCKOBbIE CpeACcTBa K HUM MO
TeMe nccnepoBaHns ana paboTel B YNTASIbHOM 3arle.

3.1.5. 3aka3biBaTb €AMHOBPEMEHHO B TeyeHmne paboyero gHS U Noayy4aTb He NO3OHee 4eM 4yepes

2 paboyunx oHA co aHA ohopMaeHmns 3aKasa:

0o 20 pen obwimm o6emoM He 6onee 1500 ANCTOB U3 apXMBHbLIX POHAO0B rOCYAAPCTBEHHbIX
OpraHoB, OpraHOB MeCTHOro caMoynpaBfieHna 1 opraHusaunm nnm He 6onee 500 nnucToB n3
APXUBHbIX (POHO0B JINYHOIO MPOUCXOXKAEHUS;
ao 10 eOnHNL XpaHeHNa ayanoBun3yaJibHbIX N 3JIEKTPOHHBLIX JOKYMEHTOB.

KonnyecTBo pfen, OOKYMEHTOB, KOMUA oHAa rMOsb30BaHUA, HaxXoAAWWUXCA OAHOBPEMEHHO Y

nosib3oBaTens, He MoOXeT npeBbiwaTh 20 eAnHUL, XpaHeHUS.

ODena, OOKYMEHTbI, KOMnn q’.)OH)J,a NMoJ1Ib30BaHUA BblAalOTCA Ha CPOK A0 OOHOIro Mmecsdua, NOOJIMHHNKN
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0c060 LIEHHbIX OeJs, [OKYMEHTOB - Ha CPOK He 6osiee ABYyX HeOesb.

3.1.6. MonyyaTb onucu pes, OOKYMEHTOB, Me4yaTHble U3JaHUA N Jpyrue martepualibl Hay4dHo-
cnpaBo4yHOM 6BubnNMoTekn 1 CNpaBoYHO-MHOPMALLMOHHOIO (hOoHAa apXMBa, @ TakXXe UMeTb A0CTYynN K
aBTOMaTU3NPOBAHHbLIM CNPaBOYHO-NMONCKOBbLIM CpeACcTBaM, HaxXo4AWNMMCSA B YATaJIbHOM 3ase, B AeHb
3aKasa.

3.1.7. Mony4vaTb KOHCY/IbTaLUWM CNELMaNNCTOB apXmMBa NO COCTaBY N COOAEPXKXAaHMUIO Aesl, LOKYMEHTOB
N CrnpaBoO4YHO-NMONCKOBbIX CPeaCTB K HUM MO TeMe UccienoBaHuA.

3.1.8. Tllony4aTb WHGpOpPMaLUMIO O CYLWECTBYIOWMUX OrpaHUYeHUsAX Ha [OoCTyn K OTAefbHbIM
KaTeropusaMm pgen, OOKYMEHTOB MO TeMe WCCIenoBaHusA, O HeobxoAuMbIX npouenypax Aans
MONy4YeHNsa paspeleHnsa Ha AOCTYN K HUM, a TakXe O CPOKaX 3aBepLUeHUs Hay4YHOro onmcaHus,
TexHn4eckoro ocopmaeHnsa n/mnu cneunanbHom obpaboTkm gen, LOKYMEHTOB.

3.1.9. lenaTb BbIMUCKN U3 npeanocCTaB/ieHHbIX €71, OOKYMEHTOB, CMpPaBO4YHO-NMONCKOBbLIX CpencTB K
HNM.

3.1.10. Mony4aTb NNaTHbIE YC/IYIY B COOTBETCTBUN C 3aKOHOOATEeNbCTBOM Poccuiickoln denepaLuum.

3.1.11. Monb3oBaTbCs o060OpyAOBaHMEM 4YUTaJIbHOrO 3ajla, MpefHa3Ha4YeHHbIM Ana paboTol
rnosib3oBaTesen.

3.1.12. Ucnonb3oBaTb Npu paboTe c aenamun, LOKyMeHTaMn, CNPaBOYHO-NONCKOBbLIMU CPeACTBAMM K
HUM, 3a UCKJIIOYEHNEM KOMMPOBaHWUS, COBCTBEHHbIE TEXHNYECKNE CpencTBa 6e3 3ByKOBbLIX CUTHAJIOB
n 6e3 NnogkKN4YeHNsa K IOKasbHON CeTU apxmMBa WM apeHAoBaTb TeXHUYeCKme cpencrea apxumBsa.
Ncnonb3oBaHmMe COBCTBEHHbLIX TEXHUYECKUX CPEACTB AOMYCKAeTCH, ecan 3TO He BAMseT Ha paboTy
OpYyrux nosb3oBaTenen.

3.1.13. BHOCUTb B YUTallbHbIA 3an WU BbIHOCUTb MpenMeTbl MUCbMa, JIMYHbIE BELLW, BbIMUCKMU,
choenaHHble nonb3oBaTesieM U3 AeNl, LOKYMEHTOB, CNPAaBOYHO-MOMCKOBbLIX CPEeACTB K HUM, KOMun
APXMBHbIX [OOKYMEHTOB, MeYaTHbIX W3OaHWA Ha BCEX BMAAX HOCUTENEn, MaLWHOMMUCHbIN,
PYKOMUCHbIA TEKCT, FPaHKN Hay4yHoW paboTbl. BHOCUTbL 1 BIHOCUTL KOMUU apXUBHbLIX OOKYMEHTOB,
nevyaTHble N3JaHNSA, MalUHOMUCHbLIN, PYKOMUCHBIA TEKCT, FPaHKM Hay4yHoW paboTbl MpU Haan4ymnu
cneunanbHOro Nponycka.

3.1.14. MNpuenekaTb, B ciyyYyae HeobxoammocTu, K paboTe B 4YMTasibHOM 3asie NMOMOLLHUKOB WU
nepesoa4nkoB. OhopmeHne CONPOBOXKAAOLLMX NMONb30BaTENA L, 418 paboThbl B YATa/IbHOM 3ase
OoCyLLecTBNAEeTCA Ha 0bLWKMX OCHOBaHUSAX.

3.1.15. ObpalwaTbCs C NpensioKeHNsaMn, 3aMedaHnsMn, xanobamm no Bonpocam obCnyxmMBaHus B
4YUTaNIbHOM 3asie K COTPYAHMKAM YMTanbHOro 3asa, PyKOBOACTBY apXuBa.

3.1.16. MpepnocTaBnATb apxuBy 6ubnmorpaguyeckyro CcnpaBky W/MAnM 3K3eMnasap wusgaHus,
MoAroToB/IEHHOrO Ha OCHOBE apXUBHbIX POHAOOB, 019 y4eTa apXUBHbIX AOKYMEHTOB, BBEAEHHbLIX B
Hay4HbIn 060poT.

3.1.17. ObxanoBaTb OTKa3 B Bblgaye aes, LOKYMEHTOB U CMPaBOYHO-NMONCKOBbLIX CPeACTB K HUM MO
TemMe uccnenoBaHuUsa B COOTBETCTBUN C 3aKOHOLaTeNbCTBOM Poccuinckon degepauun.

3.2. NMonb3oBaTesb 0653aH:
3.2.1. CobnogaTb HacToAwmMn MNMopanok.

3.2.2. CobnoaaTtb pacnopsanok paboTbl YNTANBHOrO 3aja, TULWLMHY M YACTOTY B YMTAJSIbHOM 3ane BO
BpeMs paboThl.

3.2.3. PernctpupoBaTbCsa NpU Ka>KA0M NOCeLLeHUN B XKypHaJe y4yeTa noceweHnn YuTasabHOro 3ana.
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3.2.4. CoaBaTb Ha XpaHeHue Mpu BXOOE B YUTasIbHbIM 3a/1 BEPXHIOW OAEXAY, CYMKU pa3Mepom
bonee 200 x 300 MM, 30HTbI, MaKeTbl U Apyrve npeaMeThbl, KPOMe yKa3aHHbIX B MyHKTax 3.1.12,
3.1.13.

3.2.5. BHOCUTb B YNTajibHbIN 3an NpegMeTbl NUCbMa U JINYHbIE BELLM B NPO3pPavyHOM nakeTe n/ nam
CyMKe pa3mepoM He bosniee 200 x 300 MmMm.

3.2.6. TlpoBepaTb MNpu MOJYYEHUU 3aKasaHHbIX ONWCen, pnes, L[OKYMEeHTOB, Konuih doHaa
MOJSIb30BaHUA MX LENOCTHOCTb M COXPaHHOCTb W pacnucbiBaTbCs B 3aka3e (TpeboBaHuu) 3a
noslydeHmne Kaxxaon (Ka)Kgoro) n3 Hux.

3.2.7. HesamegnutenbHo coobuaTb COTPYOHUKY YNTaNbHOro 3asia 06 0O6Hapy>XeHUn noBpexaeHuin
wnn pecdekToB onucen, Aes, AOKYMEHTOB, KOMUMW (OHAA MOJIb30BaHWSA, OTCYTCTBUM JINCTOB,
HEeMpaBWbHON HyMepauuu, HaaNn4Mnm TMNOCTOPOHHUX BJIOXXEHUW, HEe YKa3aHHbIX B JINCTax-
3aBepuTenax Nosy4eHHbIX gesl.

3.2.8. Obecne4ynBaTb npm nonb3oBaHUN COXPaHHOCTb A€J1, OOKYMEHTOB, CrNpaBO4YHO-NMONCKOBbIX
cpeacTB K HUM, Konumn doHAa NoNb30BaHUA.

3.2.9. 3an0nHATb INCTbl NCMNOJIb30BaHUS MPOCMOTPEHHDbIX Oes, LOKYMEHTOB.

3.2.10. CoaBaTb COTPYOHUKY YATANILHOIO 3as1a Mocsie OKOHYaHMA paboTbl NPy Ka)kA0oM NoCeLLeHnmn
YuTasIbHOro 3afa, NpefocTaB/iIeHHble eMy fAena, OOKYMEHTbl, CMpPaBO4YHO-MONUCKOBbIE CpeacTBa K
HMUM, KOnNuW POHAa MOJIb30BaHUA, MevyaTHble U3[JaHua U Opyrve mMaTtepuasibl Hay4HO-CPaBOYHON
bnbnmoTekn n cnpaBoYHO-MHPOPMALIMOHHOIO hoHOa apXnBa.

3.2.11. CobnogaTb TexHu4yeckue TpeboBaHuma obpaweHus c obopypoBaHuem, Konmamu dgoHaa
NnoJib30BaHUsA, ayauoOBU3YaNibHbIMU W  3NEKTPOHHbIMW [OKYMEHTaMu, aBTOMaTU3NPOBAHHbLIMU
CNpPaBOY4YHO-MONCKOBbLIMUK CpeaCcTBaMU.

3.2.12. CobniopaTb 06LLECTBEHHbIN NOPALOK, @ TakXKe NpaBa U 3aKOHHble MHTEepPeChl COTPYAHNKOB
apxuBa 1 Apyrux nosib3oBaTenen.

3.2.13. BbinonHATL TpeboBaHUA COTPYOAHUKOB apxuBa, OXPaHHOM CAy>X6bl uU cnyxbbl no>KapHomn
OXpPaHbl apXuBa B Ype3BblYalHbIX CUTYaUKUsax (NoxXkap, aBapus, yrpo3a TEpPOPUCTUYECKOr0 aKTa).

3.2.14. MpenbsaBnaTb COTPYAHMKY OXpaHHOW cnyxbbl, B cnydyae HeobxogumMocTu, MMetloLmecs
MaTepuanbl U NpegMeThbl, YKa3aHHble B NyHKTax 3.1.12, 3.1.13.

3.2.15. anI HEBO3MO>XXHOCTU NnoceweHna 4YnTabHOIro 3aJla B Te4eHmne Cpoka, Ha KOTOprI7I BblOaHbl
nesna, OOKYMEHTHI, coobwaTtb 06 3TOM COTPYAHUKY HYUTaJIbHOro 3ajla And nponsieHna Cpoka ux
HaxXoXOeHuna B YNTaJIbHOM 3aJie.

3.2.16. YKa3blBaTb MNpW WCMOJIb30BaHUM [OOKYMEHTOB B onybankoBaHHOW paboTe WCTOYHUK
NHGOPMaLMM - MECTO XPaHEHUS Aes, LOKYMEHTOB, UX MOUCKOBbIE AaHHbIE.

3.2.17. HecTn OTBETCTBEHHOCTb 3a XuUWEeHMe Wn nop4vyy nAes, [OOKYMEHTOB, Mpu4YnHeHune
MaTepuasbHOro yuiepba MMywecTBy apxvmBa B COOTBETCTBMWU C 3aKOHOAATENbCTBOM PoCCMMCKON
depepaumnn.

OnybaukosaHo: 26.11.2013, nocnenHee nameHeHmne: 26.11.2013

UcTouHuk: http://archives.ru/documents/order-use-archival-documents-russian-federation.shtml

CcbinKu:
[1] http://archives.ru/taxonomy/term/52
[2] http://archives.ru/documents/ministry-orders/prik_ 635 2013.shtml
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