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1. OBLIHE NOJIOKEHUA

locynapcTBeHHOE OIODKETHOE YUPEKICHUE JOTOJHUTENBHOTO oOpa3oBaHus «CHIOpTHBHAS —MIKOJA
«borateipp T. I'po3HOTO» (mAyee MO TEKCTy- YUpexAeHrne) Oo0ecleyruBaeT COXpPaHHOCTh, YYeT, OTOop,
YIOPSAAOYEHUE U UCIIONb30BAHNE APXUBHBIX JOKYMEHTOB, 00pa3yIOIIKXCS B €T0 AEATEIBHOCTH.

JlokyMeHTBI XpaHATCS B yupexJaeHuu. Ha xpaHeHue cparoTcs B apXHUB MOCTE HCTEYEHHs YCTaHOBJIECHHOTO
CpOKa XpaHCHHUS.

3a yTpaTy ¥ HOpYy IOKYMEHTOB apXHMBa IOJDKHOCTHBIE JIMIA YYPEKICHUS HECYT OTBETCTBEHHOCTH B
COOTBETCTBHH C ACUCTBYIOIUM 3aKOHOJATEIBCTBOM.

B cBoeit paboTe OTBETCTBEHHBIN 3a apXHB PYKOBOJACTBYETCS 3aKOHOJATENbCTBOM Poccuiickori deneparumy,
®enepanbHbIM 3aKOHOM OT 22 okTsiOpst 2004 roma Nel25-03 «O6 apxuBHOM fene B Poccuiickoit Deneparmmy,
3aKOHOJATENbHBIMH aKTaMU II0 apXUBHOMY JA€y, NPHKa3aMM, yKa3aHUSAMH BBILIECTOSIINX OpraHU3alui,
PYKOBOACTBA YUPEXKACHUS U HACTOSILIUM ITOJI0KEHUEM.

KoHTpoib 3a AeATEIHOCTBIO apXUBa YUPEKIEHHUS OCYHIECTBIIET TUPEKTOP Y UPEXKICHUS.

2. COCTAB JIOKYMEHTOB APXHBA
B apxuB MoCTymarmoT: 3aKOHUYEHHBIEC NEJIONPOU3BOACTBOM YUPEKICHUS TOKYMEHTHl MOCTOSHHOTO
XpaHeHHs, 00pa30BaBIIHECS B TPOIECCE ACITEIBHOCTH, NOKYMEHTH BpeMeHHoro (cmeime 10 7meT) cpoka
XpaHeHUs, HEOOXOAUMBIC B MTPAKTUYECKOM AEITEILHOCTH, JOKYMEHTHI 110 INYHOMY COCTaBY.

3. 3AJIAYY M ®YHKIUHU APXUBA.

OCHOBHBIMH 33Ja4aMH apXHUBa SBISIOTCS:

KoMmrmuiekToBaHNE JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH Pa3iesioM 2 HACTOSIIETO MOJT0KEHHUSI.

VYuer, obecrieueHre COXpaHHOCTH, UCTIOJIL30BaHHE IOKYMEHTOB, XPAHSIIIXCS B apXHBE.

B cooTBeTcTBHM € BO3JI0KEHHBIMH Ha HETO 33/1a4aMH apXUB OCYIIECTBIISET CIEIYIOMNe (OyHKIIH:

Y4YUTBIBa€T W XPAaHUT JOKYMEHTBHI, 0OOpaOOTaHHBIE B COOTBETCTBHU C TPEOOBaHMSMH, YCTAaHOBJICHHBIMH
®DenepalbHONM apXUBHOM CITY>KOO.

OcyuiecTBIISIET yUET U 00eCIeunBaeT MOJTHYIO COXPAHHOCTh MIPHHATHIX HA XPaHEHHUE JIET.

OpraHuzyeT UCTONIb30BaHNE TOKYMEHTOB!

- BBIJACT B YCTAHOBJICHHOM IIOPSAKE JeJia, TOKYMEHTHI WJIM KOIMMHA JAOKYMEHTOB B IICNIAX CIIYKEOHOTO
WCTIONB30BaHMsI JUTsl paOOTHI B TIOMEIICHUN apXHBa,

- HUCTIOJHSET 3alpOChl OpPraHU3aINN, U 3asBICHUS TPaXK/IaH 10 BOIPOCAM COILMATBHO-TIPABOBOTO XapaKTepa
B YCTAaHOBJIEHHOM TOPSJKE BBIAACT KOMUH JOKYMEHTOB.

4. TPEBOBAHUS K IOMEIIEHUIO APXHUBA
ApXUB pa3zMelaeTcs B CHEHHAIbHO I[OCTPOSHHOM WJIM TNPHUCIOCOOJICHHOM Uil XpaHEHUs] apXHUBHBIX
JIOKyMEHTOB B OT/IEIHHOM MOMENICHUU 3[aHHs, YIaJCHHOM OT OMAacHBIX B MOKAPHOM OTHOIIEHHWU OOBHEKTOB U
MIPOMBIIIUIEHHBIX 00BEKTOB, 3aTrPSA3HSAIONINX BO3AYX.



He nomyckaercst pa3MelieHre apXxuBa B BETXUX CTPOEHUSX, JIE€PEBAHHBIX MIOCTPOMKAX, 3MaHUSIX C ChIPBIMHU
OCHOBHBIMH, [10/1BaJIbHBIMU, YEPAAYHBIMU IOMEIIEHUSIMH, IE€YHBIM OTOIIJICHUEM.

He pomyckaercst pasMelieHHe apXWBHBIX JOKYMEHTOB B MOMEINEHHSX 3JaHHs, 3aHATOrO CIyXOamu
OOIIECTBEHHOTO MUTAHUS, MUILEBBIMHU CKIIAIaMH, OPTaHU3ALMIMH, XPAaHIIIUMH 0OKapOOIACHBIE M arPECCUBHBIE
BEIIIECTBA WX IPUMEHSIOIIYMH [105KapPOONAacHbIE M XUMUYECKNE TEXHOJIOTHH.

B apxuBoxpaHunuiie He JOMycKaeTcsl MPoKiIaaKa TpyO BOAOCHAOKEHUS U KaHAIN3ALNH, TEXHOJIOTHUECKHIE
WK OBITOBBIE BHIBOBI BOJBIL.

Martepuainbsl TOKPBITHS CTEH, I1OJIOB, ITOTOJIKOB, BHYTPEHHEH apMaTypbl apXUBOXPAaHWIHILA, IPUMEHIEMbIE
IpU U3rOTOBJICHUU OOOPYAOBAaHMSA U CPEICTB XPAHCHMS apXUBHBIX IOKYMEHTOB, HE JOJDKHBI COOMpPATh IbUIb,
OBITH €€ NCTOYHUKOM WIJIH BBIJEISTH arpeCCUBHBIC XUMUYECCKHE BEIIECTBA.

ApPXUBOXpaHWIHILE JOPKHO UMETh €CTECTBEHHYIO HJIM UCKYCCTBEHHYIO BEHTHIIILIMIO.

B apxuBoxpaHwnuie 3ampernaercs INPUMEHEHHWE OrHs, HarpeBaTeNbHBIX NPHOOPOB, pa3MeEIIECHUE
MOCTOPOHHHUX OOBEKTOB.

OxpaHHBIN pexUM

ApXUBOXpaHWINIIA U APYTHEe MOMEIIEHHs], TI¢ TIOCTOSHHO WM BPEMEHHO XPaHSTCS apXUBHbBIE JTOKYMEHTHI,
00OpYAYIOTCSl JBEpSMH C TIOBBILICHHOW TEXHHYECKOH YKPYHMHEHHOCTHIO IPOTHB BO3MOXHOTO B3JIOMA,
OCHAIIICHHBIMH 3aMKaMH MTOBBIIIEHHON CEKPETHOCTH.

Bce sk3eMIUISIpbl KIIIOUEH YUUTBHIBAIOTCS B KypHAle PErUCTpaly KIOYed K 3aMKaM MOMEIICHUN apXuBa,
BEJICHUE KOTOPOrO NPHKA30M PYKOBOAMTENS apXHBa BO3JIaracTcsi Ha OTBETCTBEHHOE NOJDKHOCTHOE juuo. B
YKa3aHHOM JKypHaje OTMEYaeTcs, y KOr0 U3 paOOTHUKOB apXHBa UMEIOTCS KIFOUM OT KKAOTO U3 MOMEIEHHH, C
pacruckoi pabOTHHKA B ITOyYEHNUH 3K3EMIUISIpa KIII0Ya.

ApXUBOXpaHUIIHIIE B pabouee BpeMs, €CJIU B HEM He pabO0Tal0T COTPYIHUKH, TOJDKHO OBITh 3aKPBITO Ha KITFOY.
Kiroun ot apxuBoxpaHuiuia B pabodee BpeMs HaXOIATCs Y 3aBEAYIOMIET0 apXHUBOXPAHMINIICM WJIH JIUIA, €T0
3aMelLaloIIEro.

TeMmnepaTypHO-BIaKHOCTHBIN pEeXUM

B apxuBoxpaHuiMiie apXUBHBIX JOKYMEHTOB Ha OyMaKHOM OCHOBE, OOOPYZOBaHHOM CHUCTEMaMH
KOHAMIIMOHMPOBAHMUA BO3AyXa, MOAJEPKUBAETCA HOPMATHBHBIA TEMIEPATypHO-BIAKHOCTHBIA  PEXUM:
temneparypa 17 - 19 °C, oTHocuTenpHAas BIAXKHOCTH Bo3ayxa 50 - 55%.

B apxuBoxpaHWIHIE C HEpPEryIUpyeMbIM KIMMAaTOM JOJDKHBI OCYIIECTBISATHCSA MEPONPUSATHSA IO
ONTHMHU3ALUN TEMIEPaTypHO-BIAKHOCTHOTO pEXUMa C MPUMEHEHHEM ONTHMAJbHOTO OTOIUIEHUS U
MIPOBETPUBAHUS MOMEUICHUH, a TaKK€ MEXaHHYECKHX CPEJACTB YBIAXHEHHS WIM OCyLIeHHs Bo3ayxa. Peskue
KoJicOaHus (CE30HHBIE U B TEYCHUE OJJHUX CYTOK) Temreparypsl (+/- 5 °C) u OTHOCHTEIIBHOM BIQXKHOCTH BO3/IyXa
(+/- 10%) HE mOIyCKarOTCH.

CBeToBOI pexuM

XpaHeHHe apXUBHBIX JOKYMEHTOB OCYIIECTBIIIETCA B TEMHOTE. DTO 00ECIICUNBACTCS XPAaHEHUEM apXUBHBIX
JOKYMEHTOB B Il€peruieTax, namkax, KopoOkax, mkadax, Ha cTeniakax 3akpbITOro THIIA, a TAKXKE COOMI0ACHUEM
YCTAHOBJIEHHOI'O CBETOBOI'O PEXUMA.

OcgelieHne B apXMBOXPAHMWINILE MOKET ObITh €CTECTBEHHBIM WJIM HCKYCCTBEHHBIM; apXUBHBIE JJOKYMEHTHI
MOTYT pa3MeLIaThCs B IOMELICHUSIX C OKHAMH MK 0e3 OKOH. Pa3zmelieHre apxMBOXpaHWINIIA B TOMEIIEHUSIX 0e3
OKOH JIOITYCKaeTCsI IPY HAIMYMH B HEM HCKYCCTBEHHOM MJIM €CTECTBEHHON BEHTHIIALINY BO3AyXa C YCTAaHOBJICHHOMN
KpPaTHOCTBIO BO3/1yX0OOMEHa.

EctecTBeHHOE OCBEIIEHHE B apXUBOXPAHUIIUILE JOITYCKAETCS PACCESHHBIM CBETOM IIPH YCIIOBUU
MIPUMEHEHUS Ha OKHAX CBETOpacCceuBaTeNei,

ABTOMATHYECKHX PETYJSTOPOB CBETOBOTO MOTOKA (CHENUAIBHBIX CTEKON), 3AIIUTHBIX (DUIILTPOB, KAaJIO3H, IITOP,
HaHECEHHBIX Ha CTEKJIO NOKPBITHH U T.I1.

i1 MCKYCCTBEHHOTO OCBELICHUS! B apXMBOXPAHWIMIIE MPUMEHSIOTCS JaMIlbl HAaKaJIMBAaHHUA B 3aKPBITHIX
wiadhoHaX C TIAJAKOW HapyKHOW IOBEPXHOCTHIO. JlomyckaeTcsi NMpUMEHEHUE JIFOMHHECIIEHTHBIX JIAMIT C
ype3aHHbIM ynbTpaduoneToBeM yuacTkoM cnektpa tuna JIb, JIXB, JITB. YpoBeHb OCBEIIEHHOCTH B AHAania3oHe
BUJIMMOTI'O CIIEKTPa HE JTOJDKEH MPEBBIIIATH: HA BEPTUKAIBHON IIOBEPXHOCTH CTeJUIaXka Ha BeicoTe 1 M oT rona 20
- 50 5k, Ha paboumnx cromax - 100 yk.

CaHNTapHO-TUTHEHUYECKUN PEXUM

ApXVMBOXpaHWINIIA U JPyTHe IMOMELIEHUS apXHBa COAEPHKATCA B YHCTOTE M TMOPAJIKE, HCKIIOYAIOLIEM
BO3MOKHOCTb IOSIBJIIEHUSI HACEKOMBIX, IPBI3YHOB, TNIECEHU U TBIIH.

B apxuBOxpaHWNHIE NPOBOIATCS CHCTeMaTHUYecKas BIakHas yOOpka, HE peXe OJHOrOo pa3a B TOJ
o0ecTbUTUBaHKE TBIJIECOCAMU CTeJUIaXel, KadoB, CpeacTB XpaHeHHs (KOpoOOK, Marnok, yrnakoBok). Ilpu sTom
LIOKOJIbHBIE YaCTH CTENIIAXKEH, MOJIBL, IIIMHTYCHI, IOJOKOHHUKHU TPOTUPAIOT BOJHBIMU PACTBOPAMU aHTHUCETITHKOB.

B apxuBoxpaHunmie 3anpeniaercs NpeObIBaHNE B BEPXHEH Ojexk/ie, MOKPOH U I'psA3HON 00yBH, XpaHEHHE



THOOBIX MIOCTOPOHHUX TIPEJIMETOB, HCIIOJIH30BAHUE MTUINEBBIX MIPOJIYKTOB, a TAKKE KypeHHUE.

B apxuBoxpaHunuie obOecrieuuBaeTcss CBOOOJHAS MUPKYISIIUS BO3IyXa, HCKIIOYArOIas oOpa3oBaHUE
HENPOBETPUBAEMBIX 30H YCTOMYMBOTO MHKpOKIMMaTa. He momyckaercs: pa3MeieHiue apXUBHBIX IOKYMEHTOB Ha
TOJTy, TIOJTOKOHHUKAX, B HEPa300PaHHBIX KUTIaX.

OxHa B MOMEIICHUSAX apXHUBa, OTKPBIBAIOIINECS B TEIUIOEC BPEMS I'0Jia, 3alUIIAIOTCS CETKAMHU C TUAMETPOM
sueek He Oosee 0,5 MM. 3alIMTHBIMH CETKaMU OOOPYIYIOTCS TaK)KE BEHTHIIAIMOHHBIC OTBEPCTUS B CTCHAX,
MOTOJIKAX, TOJIAX APXUBOXPAHUIIUIIA, HAPYKHBIC OTBEPCTHS BEHTUIISILIMOHHBIX CUCTEM.

C nenpro 00HapYKEHUST HACEKOMBIX U TUIECHEBBIX TPHOOB apXUBHBIE JOKYMEHTHI (BEIOOPOYHO) U IIOMETIIEHUS
apXMBOXPAHWIHI JBa pa3a B Tox (B Hadalle W 10 OKOHYAHWUHM OTOIMHUTEIBHOTO CE30Ha) TMOJBEPratoTCs
00513aTeTbHOMY SHTOMOJIOTUYECKOMY W MHKOJOTHYECKOMY OCMOTpy. llpu oOHapyxeHUu OHOJOTHYECKHUX
BpequTeel MPUHUMAIOTCS HEMEIJICHHBIE MEphl M0 00pa0OTKe apXUBHBIX JIOKYMEHTOB, CPEICTB XPaHCHHS,
ApXUBOXPAHHJIHII.

Jlist mpoBeIcHHS CAHUTAPHO-TUTHCHHYSCKUX Pa0O0T IUIAHUPYIOTCS CAaHUTAPHbBIC JTHU.

O06opyI0BaHNE apXUBOXPAHWIHIIA CPEICTBAMU XPAHCHUS

ApPXUBOXpaHHIHIIE OOOPYIyeTCs] CTAllMOHAPHBIMH WM TEPEABIKHBIMA METANTHYCCKUMH CTEIUIAKAMHU.
JlommyckaeTcsl 3KCIUTyaTalus CYIISCTBYIONIMX CTAl[MOHAPHBIX JCPEBSHHBIX CTEIUTAXKEH, HAXOIAIIMXCS B
HOPMAJIBHOM CaHUTApPHOOMOJIOTUYECKOM COCTOSSHUM H 00paOOTaHHBIX OrHE3aIUTHBIMUA COCTaBamu. B
ApXMBOXPAHWIMIIE C HOPMATHBHBIM TEMIICPATYPHO-BIAXHOCTHBIM PEXKHUMOM JIOMTyCKAETCS MPHUMEHEHHE
MEePEBIKHBIX METAJUTMYECKUX CTeIUTaxel. B kauecTBe BCIOMOTaTeNnbHOTO WM CHEIHATBHOTO 000pYyI0BAHUS
MOTYT HCIOJIb30BaThCSI METAJUINYEeCKUe MKagbl, cel(pl, MKadbI-CTEIUIAKH, a TAK)KE CTAMOHAPHBIE OTCEKH-
OOKCBI C METAIUTMISCKUMU MTEPETOPOIKAMU H TIOJTKAMHU.

ApXUBHBIC JOKYMEHTBI Ha OYMa)KHOW OCHOBE pa3MEIaloTCs Ha CTeJUTaXax, B METATHUECKUX IKadax
TOPH30HTAIBHO HIIM BEPTUKAILHO B KOPOOKAX HIIM JPYTHX MEPBUYHBIX CPEACTBAX XPAHECHUS
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