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l. O6rque rtoro]KeHuq

1. .{nr xpaHeHr4q AoKyr\4eHTOB, HX yqeTa, ynopqAoqeHl4s I4 I{CIIOJIb3OBaHr4fl, a TaKXe Ant

rroAroToBKr4 K nepeAar{e Ha focyAapcTBeHHoe xpaHeHIIe B focyAapcTBeHHbIX OpfaHax' opfaHax

MeCTHO|O CaMOynpaBJIeHI'Ig u rcpI'rAur{eCKI{X nuUax He3aBI{CI'IMO OT oopMrt co6CrseHHOCTII

(aaree - yqpexAeHl'Ie) co3Aaercs apxl4B'

BXOAIIT B COcTaB CnyX6bI AenOlpOI{3BOAcTBa. Yupex4enue O6qSaHO O6eCile'{}ITL apXHB

creuuaJrbHblM IIoMeIrIeHlIeM u Heo6xo4LI MbIM o6opy.uonaHaeM'

3. B :aerTcLrMOCTr.r OT COCTaBa AOKyMeHTOB, KOTOpbIMII KOMIIJIeKTyeTct apxIIB yqpexAeHus'

QyHrUufi u cueqprrbuKu AeqTenbHocTI'I 1n{pex.qeHuq co3AaloTcq cneAyloq?Ie BI4'4II apxI4BoB:

apxl4B yqpe)IqeHl.I s. LrM cTpyKTypHoe IIOApa3AeJIeHLIe OpraHu3aql{u' ocyilIecTBIltrcuee

XpaHeHIIeAoKyMeHToBToJIbKoAaHHo|oyqpeXAeHI4'14e|oilpeAuecTBeHHI4KoB;

rleHTpanbHrrfi apxran ya{pexAeHuq, xpaHslul4fi AOXylrenTbl IleHTpanbHofo anlapaTa, a TaKx(e

AoKyMeHrbI yqpexAeHuft HenocpeAcrBeHHoro [oAqI4HeHuq;

qeurpalrustfroTpacneBofiapxllByl{pex(AeHI4f,'xpaH-rIrlufiAoKyMeHTbIyvpeN4eulrfi
oTpacnu (cracreurr) scex ypoanefi noArII4HeHHOcTI,I He3aBIICI{MO OT I{x TeppI',ITOpI{aJIbHOfO

pacnonoxeHl4t;

o6reAnseuntrft apxHB yr{pexAeHr.rfi, xpaHrrqr4fi AOKWeHTbI HecKoJIbKlIX r{pe)KAeunit,

CBt3aHHbIX CrlCrevOfi COIIOAqilH9HHOCTH' I4nI'I OIHOTIIITHF'IX nO npOrpU:rIO AeqTenbHOCTI'I'

4. Apxun yqpexqeHr{q B CBOeft AesTenbHOCTH pyKoBOACrByeTctl3aroson'l Ksrprur:cxofi

Pecny6nlarcra "O 
-HaquoHaJIbHoM 

apxl{BHoM $oH.qe Kstprlt:crofi Pecny6ruxu" tr IIHbIMTI

HopMaTI4BHIIMLI npaBoBLIMIa aKTaMI4 Krtprrtsct<Ofi Pecuy6:iI{KH B cQepe apxI4BHofO Aena u

AenonpoLI3BOACTBa.

5. Apxun yqpexAeHr4tr OCyqecrBIqeT cBolo AeqrelbHocTb B TecHoM KOHTaKTe c

focyAapcTBeHHbIM apxplBoM, pICTOIIHIIKOM KOMIIJIeKTOBaHVfl Koroporo flBnfleTcfl AaHHOe

yqpe)KAeHI4e.

6. Ha ocHoBe Hacrof,tuefo flpuvepnoro no]ToxeHvf yqpex(AeHl4e pa:pa6arE'IBaeT

}IHAI,IBI4AyanbHoenoJlo)IteH?IeocBoeMapXIIBe,KoTopoellocneco|IacoBaHl4-'c
focyAapcTBeHHbIM apx[BoM yTBepxAaeTcq BHyTpI4BeAOMCTBeHHbIM aKTOM yqpexAeHut'

7. flpu peopraFi:[{3ar\w vnu nI4KBI4AaUuu yqpe)KAeHIIq AoK)"N4eHrbI apxrlBa' a TaKXe

AOKyMeHTbI, HaxoAqlllr4ecs B AenonpoII3BOACTBe' B ynoptAoseHHoM cocTotHl4lI nepeAaloTcq

yqpexAeHllrc-npaBollpeeMHl4Ky VlIrr4B apxl4B BbIIIIecToqIqefo yr{pe)KAeHIIfl' np}I HX OTCyTCTBI{I4 -

B CooTBercrnyroulufi f ocyAapcrBessrtfi apxlrB'

Ypauruoe M



2. 3agauu apxuBa yqpelxAeHlrs

8. Opranrzsa\Lrfl u $ynxquonvpoBaHr4e apxrrBa yr{pexreHur Heo6xo4t4Mbr.4nr BErrorHeHr.r.s
cne.4yrouux 3aAarr:

- KoMnJIeKToBaHLIe AoKlMeHToB, cocraB Koropbrx npeAycMorpeH ilonoxeHr.reM o6 apxune;

- yqer u o6ecneqeHr..re coxpaHHocrr.r AoKyMeHToB;

- co3AaHr4e HayqHo-clpaBoqHofo annapaTa K AoKyMeHTaM apxr.rBa;

- ucnonb3oBaHl.Ie AoKyMeHTOB ;

- rloAforoBKa 14 rlepeAaqa AoKyMeHToB, orHocqquxcs x HaquoHanbHoMy apxr.rBHoMy (bonay
Krtpruscrofi Pecny6rtrKtr, Ha rocyAapcrBeHHoe xpaHeHr{e B coorBercrBr.rur co cpoKaMn u
rpe6onannrlrrz, ycraHoBneHHbrMrT 3axononl Kuprsr:crcofi ,Pecny6nurz "O Hauzonalurou
apxI4BHoM Qonae Krrpruscxoft Pecny6nvrKu" .

3. (Dyarcquu apxr{Ba yqpertAeuuq
9. Apxur f{pexAeHu{ ocyqecrBJr{er cneAyroque $ynrquu:
- [pI,IHI4MaeT Ha XpaHeHI,Ie 3aKOHr{eHHbre AenOlpOr.r3BoAcTBoM ynoprlorreHHbre IoKyMeHTbr

crpyKTypHblx noApa3AeneHrlfi f{pe)r(.qeH}Tr, a raoKe lpyrlrx yvpeN4euzfi, qBrrrouvxct
14cToqHuKaMr4 KoMIIJIeKTOBaH14f, apxI4Ba;

- IleHrpanLnrrft (qenrpalrurtft orpacreeoft) u o6re4zneHusrfi apxr.iBbr cocraBJrrror r{ BeAyr
crr,rcKlr frp exAeHr{ft - zcro.{HrrKo B KoMrIneKTo B aHr4q ;

- yqLITbIBaer u o6ecuer{I4Baer coxpaHHocrb rrpr{Hrrbrx B apxrrB roKyMeHToB;

- cocraBnter I4 IIorIoJIH.ser HayrrHo-cnpaBoqHbrfi antapar K AoKy4eHTaM apxrzBa;

- TIpoBoILIT SKCneprI43y nay.rHofi r4 npaKTur{ecxofi ueHHocrr,r AoKyr\ireHToB, xpaHqrrluxcq B

apxl{Be, o6pa6arrraaer AoKyMeHTbM npeAcraBnqer Ha paccMorpeHrre [enrpamHofi
sKcneprHoft rovuccuu (Aanee - IISK) uJIIr oKcrreprnoft KoMprccr4r4 (Aanee - 3K) yqpelxAeHtrt
foAoBble pa3AenBI onvceft ,qeJI, Ilo.unexaruux xpaHeHuro, a rapr(e aKTbT o BbrAeJreHr4r,r Aen K
yHr,rr{ToxeHn}o B cBr3r4 c r4cTer{eHr4eM cpoKoB I{x xpaHeHr4r;

- yqacrByer e pa6ore I-{3K ulu 3K yupeNaetvs

- noAroraBJllrBaer u nepe.{aer Ha rrocroqHHoe xpaHeHue B coorBercrnyrouluil
rocyAapcrBesnstft apxLIB AoKyMeHTbr B cpoKr,r, ycraHoBneHHbre 3aronou Krrprurscrofi
Pecry6nuxz " O HaquoHanbHoM apxrzBHoM Qo"ae Kuprrr:crcofi Pecuy6n LIK:z" ;

- npercraBJlter B coorBercrBylouufi rocyAapcrBessufi apxlrB cBeAeHu.s o cocraBe r.r

o6telre Qou4on, xpaHqrrluxcs B apxr4Be;

- KoHTpoJrl{pyer coxpaHHocrb, npaBunbHocrb Sopuuponanux v o$opruenuq Aen B

crpyKTypHbrx noAp a3,4eJreHrz.r{x r{pexAeHuq ;

- BHOCLIT npeInOX(eHIrs pyKOBOACTBy yr{pex(IeHr.,rr o coBeprleHcTBoBaHlru apxvBHoro .qeJra
Lr Aenonpou3BoAcTBa;

- BbI.qaeT B ycTaHoBneHHoM IIOptAKe CrrpaBKr,r, KOfrrlU, Bbrnr4CKH r43 AOKyMeHTOB, BeAeT yqeT
r.Iclonb3oBaHLr{ AoK}MeHToB ;

- yqacrByer n pa:pa6orKe HopMarrrBHo-MeroAr4qecKr4x roKlMeHToB no BorrpocaM apxrrBa v
Aenonpor{3BoAcTBa;

- oKa3bIBaeT MeTo.{uqecKyro ?r npaKTr,rqecKy}o noMorrlb cTpyKTypHbrM noApa3AereHr.rqM
yqpe)r(AeHr4n r pa6ore c AoKyMeHTaMLr;

- yqacrByer B npoBeAeHLIu ueponpurrnfi ro rroBbrlreHr4ro xealzSuxaqzu lr
leperroAroroBKe pa6ornnxoB apxrrBa u clyN6rr Aenonpor.r3BoAcrBa.

4. Ilpana
10. Apxznapuyc rrMeer npaBo:



- TpeooBaTb
KOMTIJIEKTOBAHVIfl

or crpyKrypHbrx
cBoeBpeMeHHOft

loApa3AeneHHftvy.rpe)K.{eHr.rfi_r4cror{HtrKoB
lepelaqu IOKyMeHTOB B IIopflAKe,

Pecny6nuxu "O Haquoualruorra apxrrBHoM Oo"ae
ycraHoBneHnonr 3aroHolr Krrprurscxofi
Krrpruscxoft Pecny6n LrKLr', ;

- KOHTpOnupoBarb co6lroleHue [paBr{n pa60rrr c AOKyMeHTaMr.r B CTpyKTypHbrx
NOAPA3.4ENEHIZ'X I{ YqP EXAE HUflX - IZCTOTIHI{KAX KOMIIJIEKTO B AHI4.S APXLIBAi

- 3arlpalxzBarb or crpyKTypHbrx IlolpasAereHzft v y.{pexleHzft _ ncrorrHzKoB
KOM'JTeKTOBaHUS. cBe.{eHr.rq, neo6xoAzl,rbre .qJrr synrquonupoBaH'' apxvrBa;

- npl'IBneKarb B Kar{ecrBe 3KcneproB r,r KoHCynETaHTOB orreq}raJlr4croB r{pex.4eHr,Ir.

5. OreercrBeHHocrb
1 1' Apxunapzyc vIIru pa6ornzr, orsercrseHHrrfi 3a apxrrB r{pex{reHz{, Hecer

OTBETCTBEHHOCTb 3A:

- neco6ruo.4eHr,re ycnoBui o6ecueqeHr.rr coxpaHHocrt4 AOKyMeHTOB ;

- YTPATY IZNU HCCAHKIIIIOHAPOBAHHOC 
YHI4 

TITO)I(EHI,IE AOKYMEHTOB ;

- seco6lroAeHue cpoKoB yrropsAoqeHr4, AoKla{eHToB rocro.sHHoro
xpaHeHlrfi;

a BpeMeHHOfO cpoKoB

- HecBoeBpeMeHHyro [epe.4ar{y AoKyMeHTOB Ha f ocyAapcrBeHHoe XpaHeHr4c ;
- ueo6ocnosaHHrrfi orKa3 B Bblraqe rpaxAaHaM apxr4Bubrx clpaBoK, BlrrrLrcoK, xonzfi

IOKyMeHToB npH Lrx HaJrLrqvrr.r B r{pexleHilu
- HapyureHl{e rlpaBl'{n l4crlonb3oBaHutr AoKyMeHToB rd Aocryna no6gosarereft K

AOKyMeHraM, ycraHoBJreHHbx 3aKoHoAarenbcrBoM Krrprrrscxoft pecuy6lrzxu;

- neo6ocnosaHHrrft orKa3 B nprzeMe AoKyMeHToB no,{BeAoMcrBeHHbrx lqpexlenzfi;
- HenpI'IHtrI'Ie Mep no nepe.{aqe apxzBHbrx ,qoKyMeHTOB npaBonpeeMHr4Ky Unv npkr efoorcyrcrBlll'I - B coorBercrByroulufi rocyAapcrBesHrtft apxrrB B cnyqae nLrKB.11Aa\vLr vrLrpeopfaHr{sauv Lr yqpex AeHus;

- HerIpeAcraBJIeHI'Ie ceeAelruft o6 ycnoBl'lsx xpaHeHr4r Lr KorlrqecrBe xpaHquuxcq
.qoKyMeHToB B coorBercrnyroqnfi ro cyAapcrBensrrfi apxr.rB ;

- HE3AKOHHYIO KYTTNIO-NPOAAXY T4 I{H'IE NPOTLIBO3AKOHH'IE CAEJIKII C AOKYMEH TAMT4,
orHocfllut4Ml'Ict K rocyAapcrBeHHofi .{acrzr Haquona,rrHoro apx[BHoro @on4a Kuprrr:cxoft
Pecny6nzrcz;

- HeAOnycK npeAcraBl'ITent focyIapcrBeHHOrO apxvBHofo rrpexleHz' B apxr.rB
yr{pe)K.{eH14{.

6. Cocrae AoKyMeHToB apxuBa yqpe)ffAeHnn
12' Coctae .uoKyMeHroB apxllBa yr{pe}(AeHr.r s 3aBucr4r or r}yuxqafi u cnequ6nru

AerTenbHocTr{ rrpex AelF.nfl..

13. B sasucrrMocrv or Br4.qa apxr.rBa B HeM xpaHqrcr:

- AOKyMeHTbT AaHHOTO yqpexAeHr4.f, ;

- .qoKyMeHTbr yr{pexleuufi _npe4uecrBeHHuKoB;

- A o KyM e HTbr rru KBLI Avrp o B aH H brx lqp e x.q e n rz i,t otp ac tu ;

- AOKyMeHTbT rro.{BeAOMCTBeHHbTx r{p exAeHrr it u t eppuropv aJrbHbx opf aHoB.

14. B cocras AoKyMeHToB apxr.rBa yr{pe)KAeH[, Bxo.qrr:

- 3aBeplrreHHble AenonpoIr3BOICTBOM.qoKyMeHTbr nocro.qHHoro cpoKa xpaHeHr4s;

- roKyMeHTbr ronfoBpeMeHHoro (Cer'ue 10 .rer) cpoKa xpaleHLrfl;
- AOKyMeHTbT rlo Jlr]rrHoMy cocTaBy;

- AOKyMeHTbI BpeMeHHOTO Cp oKa xpaHeHlrr nr4KBt4.4t4 pO BaHHbrx yqp exAenrzft .



B apxzne yqpexAeHr,rfl, xpatsrcfl TarcKe
AoKyMeHTbr, Hayr{Ho-cnpaBoqHbrfi annapar
yr{eTHbre IoKyMeHTbr.

ay,qpioBr.r3yaJ'rbH6re (runo-, Soro-, $ouo-, Br4Aeo_)
K AoKyMeHranr (onacrr AeJr, KaproreKr.r u Ip.),

7. Tpe6onaHnq K rloMeureHruo ll o6opyAoBaHrrro apx[Ba yqper(AeHurr

15. Apxua yqpexAeHl4t AoJrxeH paclonararbcq B orAeJrbHoM noMerrleHrTz, o6opyAoBaHHoM
unlr lpucloco 6lesuoM .4ns xpaHeHr4r AoKyMeHToB.

16. lloueureHlre apxl4Ba Aon)KHo 6rnr z:olapoBaHo or pa6o.rux KoMHar corpyAHvrKoB,
la6oparopnrx, [poIz3BoAcrBeHHbIX, cKna.qcK]rx n 6srroerx nolreulennfr, cBf,3aHHbrx c
xpaHeHLIeM I4nU npIrMeHeHI4eM nlIqeBbIX rrpoAyKTOB Lrrul xuMprrrecKr4x Be[uecrB, r4 He r.rMerr)
o6ulux c Hr.rMr4 BeHTr4n{rII4oHHbx KaHaJroB.

17. llon'retqeuue apxl'IBa AonxHo 6rnr 6esofiacHrha B noxapHoM orHoureHr{r4,
f ap aHTLrpoB aHo or 3 arorlJreHr.r s, vr vM erb g an acssrft Bbrx oI.

18. B nolteueHl4ld apxlrBa He.4on)KHo 6rnr ra:oebrx, BoAorrpoBoAHsrx, xaHitnr43aur.roHHbrx pI

ApyrHX MarrlcrpaJlbHblx rpy6onpoeoAoB. flpono4xa rpy6 HeMarucrpaJrbHoro xapaKrepa
.qolycKaercf rrpv ycnoBLIIZ nX Ll.3}nflr\vtv B CneqlraJrbHbrx 3ar{r.rrH6x upucnoco6JreHvsx,
r.rcKnloqaloqux [poHrrKHOBeHrZe err6pocoe H3 Ht{x B noMeueHpre apxvBa.

19. HapyxHble rBepz rloMer{eHl,tfl apxr4Ba Aonx(Hbr 6rnr o6urbr MeraJrJutqecKr.rM JTrrcroM }T
I'IMerb [por{Hble 3aMKI4. B Hepa6ovee BpeMt ABepr4 o[esarbrBarorcs. uru uonr6zpyrorcl.
fleqars ulu llotr't6a BMecre c KJIloqaMv xpaHf,Tcq B ycraHoBneHHoM npaBznaMu BHyrpeHHefo
rpyloBofo pacloprlKa MecTe.

20. llouerueHl{e apxuua o6opyayercq oxpannoft crrrHaJTu3a\uefi., Ha oKHa [oMeureHprq,
paclonoxeHHofo Ha nepBoM 3TaXe, ycraEaBn4Barorcq Merarrr.rqecKlTe pe[rerKrr.

21. Ceeronoe o6opyAoBaHne (lavuovru, cBervJrbHzxu) n noMeueHnv apxuBa ron)rgo6rnr :axpslToro rlrrla; He AonycKaerct ycraHoBKa B noMelrleHr4u apxuBa pacnperenlrrerr.,Hbrx
rrlprroB, npeAoxpaHurelefi u py6unurlrKoB.

22' Ilonaeqenue apxl4Ba Aon)IGo 6rnr o6opy4onano noxapuofi utruar1uzaqueit 14

lporr.rBonoxapHbrM o6opy4onanzelr.

23. He rolycKaercs ocBeureHlre AoKyMeHToB [pqM6rM corHer{HbrM cBeroM. llr sarquru
AoKyMeHToB or pil3pylxarculefo sosAeftcreutl npsMbIX coJlHeqHbrx nyvefi oKHa 3auropvBarorcs
vnu 3aKp arrr,rB arorcs rcp acrofi .

24. TexrneparypHo-BnaNnocrnrtft pexr4M xpaHeHr.ir AoKyMeHToB ,{onxeH coorBercrBoBarb
cneAyrounM napaMerpaM :

B uoueueuvflx c HeperynrrpyeMbrM KJrr{MaroM
ycTaHoBKy AO[OnHr,rTeJrbHF,rx cpeAcTB yBnaxGeH]rt

peKoMeHAyeTCs npoBolt4Tb rrpoBeTpuBaHtre,
r4nv ocylxeHHr Bo3AyXa.

25. B IIoMeIIIeHzIT [nfl xpaHeHl{t roKyN{eHToB Ha BrrAHoM Mecre BbrBelruBarorct
IrHcrpyKulrt o Mepax uoNapuoft 6e:onaurocrv, rrrraH 3BaKyarlr4r4 AoKyMeHTon na clyvafi
rro)Kapa unu rpyrofo 6eAcrsuq.

26. flonlerqeune apxuBa AonxHo coAepxarbcq e o6pa3uoeor{ noprAKe v rrprcrore,
acKJlroqalolllplx BO3MO)I(HOCTb rosBreHl{g rlJreceHu, HaceKoMbIX, fpbl3yHoB I{ HaKOIIJIeHITe rIbIJIh.

Bugsr IoKyMeHroB Tennepary
pa

BraNuo
cTb

[oxyrr,reHrrr na 6yuaNHofi ocHose +17-lg.c 50-55%

[oryvreHru Ha rrJreHorrHbrx Hoclrrer.sx:

- uepno-6em,x;

- uBeTHbrx

+15 "C

+2-5.C

40-55%

40-55%

.{oryuenru Ha MarHurHbx JreHTax v rrrcKoBbrx
HOCI4TEJI'X

+15-20 "c 50-65%



27. Ins xpaHeHI,Iq AoKyt!(eHToB B rroMerrleHr4r{ apxvBa AonxHbr ycraHaBlrLrBarbcq
cralluoHapHble MeraJIJIuqecKI4e crenJraxu, ,{onycxaercr ycraHoBKa .(epeBrHHbx crerlaxefi
IIpI4 ycnoBI'II{ ux llepl4oAu'recxoft o6pa6otru cneqvanbHbrMr,r ofHe3arrlr,rrHbrMu cocraBaMpr.

28. [nx xpaneHllt ceKperHblx, oco6o rIeHHbD( Aen r.r rrerHbrx AoKyMeHToB apxnBa
uclroJrrsyrorcr ceft (prr lrJrrr MeraJrJrr{rrecKr{e ruxa(lrr.

29. [ttr- BbIAaqI'I, yKnaAKH LI nepeMerqeHr..rs AoKyMeHToB pa6oruzru apxr4Ba 4orxurr 6rnr
o 6ecne-reHbl crp gMrHKaMr,I rI cleul4anbHbrMl,I TeJIe)KKaMI,I.


