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1. O6uue rloJrolr(enl{fl

'.c.
1.Airs xpaHeHr,rr AoKlMeHToB, r4x yqera, yuopflAoqeuux $ lrcnoJlb3oBalus,]L TaKxe Anfl

rroAforoBKu K [epeAaqe Ha rocyAapcrBeHHoe xpaneHae B rocyAapcrBeHHblx opraHix e ToxMK
co3AaH apxLIB.

2. TorMK o6.sgaH o6ecnequrb apxr4B cnerrnaJrbHbrM rroMerueHl{eM v neo6xoApruuv
o6opyAonauueu.

3. Apxran ToxMK n cnoeft AerreJrbHocrr.r pyKoBoAcrByercr 3aronolr Krrprurscroft
Pecny6nrarur "O Haquoualtnou apxrlBuoM $oH4e Krrprrrscxofi Pecny6laxu" 14 LIHIIMI4

HopMaruBHbrMra [paBoBbrMr.r aKTaMr4 Kupruscroft Pecuy6rurKl{ B c$epe apxl{BHoro rena vr

AenoIIpoI,I3BoAcrBa.

4. Apxun TorcMK ocyqecrBffer cBoro Ae.f,TeJrbHocrb B TecHoM KoHTaKTe c

TOCyAapCTBeHHbIM apXI4BOM, LICTOqHI4KOM KOMIJIeKTOBAHUI KOTOpOIO flBJtfleTgfl' AaHHOe

yqpexAeHr.{e.

5. flpu peopraHr{3ar\uLturtr nr4KBaAarlsra TorMK AoKyMeHTbI apx:aaa, a raKxe IoKyMeHTbI,
HaxoAgrrl?recr B AeJro[por43BoAcTBe, B ynopsAoqeHHoM cocToqHl,Iu nepe.4aloTc-f, yqpexAeHlllo-
rrpaBonpeeMHr4Ky Lriln B apxr{B BbrrrrecTo.f,rrlefo r{pexAeHl{t, IIpu I,Ix oTcyTcTBpII4 - B

coorBercrByroulnfi rocyAapcrBennufi apxI,IB.

2. 3ata,ru apxrrBa TorMK

6. Opranusapfl u $ltxqnoHr4poBaHne apxr{Ba ToxMK neo6xoAulrbl rnt BbInoJIHeHIdt

cneAlrorqlrx 3aAaq:

- KOMnJreKTOBaHr.re AoKIMeHTOB, COCTaB KoTOpbX npeAycMoTpeH IloJroxenaeu o6 apxl{Be;

- y.rer n o6ecneqeglle coxpaHHocrll AoKyMeHToB;

- co3AaHLIe HarrHo-clpaBorrHol'o annapaTa K AoKyMeHTaM apxl4Ba;

- r4crroJlb3oBaHrre AoKyMeHToB;

- rroAroroBKa r4 nepeAaqa AoKyMeHToB, orHocrrrlr4xcs r HaqnoHanbHoMy apxl{BuoMy Souay
Krrprsrscrofi Pecuy6nLrnvr, Ha focyAapcrBeHHoe xpaHeHlde B coorBercrBuLr co cpoKaMI'I H

rpe6onanuxuu, ycraHoBneHubrMr43arcououKrrpruscxofi Pecny6rutxu "O Haquonalruolrl
apxr,rBHoM (pon4e Kriprrrscrofi Pecny6nI,IKLI ".

3. (Dynnqlrn apxlrBa TorMK

7 . Apxus yqpexrAeHl,It ocyulecrBnser cneAyroque Syuxquu :

- npr.rHlrMaeT Ha xpaHeHr{e 3aKoHrreHHbre AenolpoI43BOACTBOM ynoptAoqeHHble AoKyMeHTbr

crpyKTypHbIX floApa3Aelenrafi KonneAx{a;

- yrrtrrbrBaer r.r o6ecnequBaer coxpaHHocrb rlpllHsrbrx B apxuB AoKIMeHTOB;

- cocraBrqer pr rrorroJrHqer HayqHo-clpaBoqHblfi, arnapar K AoKyMeHTaM apxl4Ba;

- rrpoBoAr.rr gKcneprr{3y nayuuoi H [paKTutlecrofi IIeHHocrIr AoKyMeHToB, xpaHsIIIHxcr B

apxr.rBe, o6pa6armaer AoKyMeHTbr Lr flpeAcraBn-fler Ha paccMorpeHl4e I-{eurpalrnofi

excnepnrofi KoMr4ccun (aalee - IISK) IzJILI 3Kcrlepruofi KoMLIccIILI (4alee - 3K) TorcMK

roAoBbre pgAenhr onzceft AeJI, rroAJlexarqux xpaHeHl,Irc, a raKxe aKTbI o BbIAeneHuI'I Aen K

yHuarroxeHr,rlo B cBg3I{ c I4CTerIeH}IeM cpoKoB I{x xpaHeHLIt;

- ytlacrByer n pa6ore L{3K unu 3K roue.qxa;



- rroAroTaBJrr{BaeT u rrepeAaeT Ha rrocTotHHoe xpaHeH}Ie B cooTBeTcTByIouI4H

rocyAapcrBeHHbrft apxr{B AoKyMeHTbr B cpoKl4, ycraHoBreHHble 3aronou Kupruscxofi
Pecny6nnr<n " O HaquoHaJIbHoM apxI,IBHoM (p on4e Krrprrrscrofif ecny6InKLI " ;

- rrpeAcraBrqer B coorBercrByroquft rocyAapcrBennrrfi 
tup""" cBeAeH[t6 cocra"e n

o6reue (foH4on, xpaHtlqfixct B apxplBe;

- KoHTponupyer coxpaHHocrb, npaBrurbnocrb (popuuponauur v o(popunenur Aen B

crpyKTypHbD( rroApa3AeneHutx r{pexleHl4t;

- BHOCI{T rrpeAnOXeHHs pyKoBoAcTBy KOJTJTeAXa O COBepUSHCTBOBaTTI{U apXLIBHOTO Aena }I

IeJronpor{3BoAcrBa;

- BeAeT rreT I4C[Onb3OBaHI,Ls AOKyMeHTOB;

- rracrByer n parpa6orKe HopMarr.rBHo-MeroAprqecKl4x AoKyMeHToB no nonpd@rnr apxuBa u

AenoIIpoH3BoAcrBa;

. - oKa3brBaeT MeToAr{qecKyro u npaKTr.rtrecKyro noMolrlb cTpyKTypHbIM rIoApa3AeiIeH}IflM

KOnneA)Ka n pa6ote c AoKyMeHTaMil;

- fracrByer B [poBeAeHr,r[ ueponpuxrufi no noBbIIrIeHI4ro xnaru$uraqun lr
[epenoAroroBKe pa6orHuItoB apxplBa z clyN6rt Aeno[poll3BoAcrBa.

4. Ilpana

8. Apxunapuyc uMeer rlpaBo:

- rpe6onam or crpyKTypHbx rroApa3Aeneuufi csoenpeuennofi [epeAaqr AoKy\,{eHToB B

lopsAKe, ycraHoBJreHHoM 3aronou Krrpruscrofi Pecuy6nLIK[ "O Ha{zona-uruoM apxLIBHoM

$oHge Krrprrracxoft Pecny6ruK[" ;

- KouTpoJrr,rpoBarb co6lroAenue trpaBfiJr pa6orbr c AoKWeHTaMI,I B crpyKTypHbIX

lOApZBAeneHlItX I1I yqpexAeH.vIflx - LICTOIIHHKaX KOMIIJIeKTOBAHVIfi' apXI4Ba;

- 3a[pauuBarb or crpyKTypHbD( no4pa-:4ereHrafi cBe,4eHLIt, neo6xoAlalrlue nnfl.
(p ynxqu o uupo B aHus apxurBa;

- nplrBneKaTb B KaqecTBe SKcnepToB r{ KoHcynbTaHToB cllequanucToB KoJIJIeAXa.

5. OrnercrBeHHocrb

9. Apxr,rnap[yc Hecer orBercrBenHocrb 3a:

- seco6nroAeHue ycJloBrafi o6ecue.reul,It coxpaHHocrl{ AoKyMeHToB ;

- yrpary prJrr4 HecaHKIIlIoHlIpoBaHHoe yHHqroxeHLIe AoKyMeHToB ;

- neco6nroAeHr,re cpoKoB ynop.rrAorreHr4s AoKyMeHToB rlocro.f,HHoro lI BpeMeHHoro cpoKoB

xpaHeHI,It;

- HecBoeBpeMeHHyIo fiepeAaqy AoKyMeHToB Ha rocyAapcrBeHHoe xpaHeHHe;

- ueo6ocuosaHHrrfi orKa3 B BbrAatre rpaxAaHaM apxirBHblx cflpaBox, BbIIIpIcoK, xonufi

AOKyMeHTOB IIpfi Iitx HtUII{qHI{ B fIpeXAeHvrI;

- HapyureHr4e rrpaBlrJr trcrroJrb3oBaHl4.f, AoKyMeHTOB U AOCTyna nOlrgonarenefi K

AoKyMeHTaM, ycranoBJreHnbrx 3aKoHoAarenbcrBoM Krrprsl:cxoft Pecny6lrunr4i

- neo6ocnosauusfr orKa3 B rlplaeMe AoKWeHToB;



- HenpuHtTI,Ie Mep IIo nepeAaqe apxuBHbrx IoKyMeHToB rrpaBorrpeeMH[rKy r4nr.r [pu ero
oTcyTcTBI'IH - B COOTBeTCTByTOIIII,Ift rOCyAapCTBeHHbrft apxr.rB B clyrrae nr{KBprAarl[rr krJru
peopraHl'I3allHu ytlpexAeEvfl; ',-q,

- He[peAcraBJIeHHe cBeAeHI{ft 06 ycnoBl,Itx xpaHeHr.rfr kr Konr{qecrBe-xpaHrrquxct
AOKyMeHTOB B COOTBeTCTByTOqUfi rOCyAapcTBeHHbrfi apxr4B;

- He3aKOHHyIO Kynnro-[poAaxy H ]rHbre nporr.rBo3aKoHHbre cAenKr4 c AoKyMeHTaMrr,
orHocslrlHMncs. K rocyAapcrBeHHofi qacrH Harluoua-nrHoro apxr4BHoro Qon4a Kupruscroft
Pecny6nr,rxu;

- HeAOnycK rlpeAcTaBl{rens focyAapcTBeHHoro apxr.rBHofo yqpexAeHns B apxr,rB KoJrJreAxa.

6. Cocrae AoKyMeHToB apxr.rBa yrrpexAeHrrs

10. B cocraB.[oKyt!{eHToB apxr{Ba 1',rpexleHpr;r BXoArr:

, - 3aBepIIreHHbIe AenolpoLI3BO.{CTBOM AOKyMeHTbT TTOCTOSHHOTO CpOKa xpaHeHr{r;

- AoKyMeHTbr AonroBpeMeHHoro (cnrnue 10 ler) cpoKa xpaHeHr,rq;

- AOKyMeHTbT rIO rr4qHOMy COCTaBy;

- rr{rrHbre Aena cTyAeHToB 14 CoTpyAH[KOB;

- xrypHanbr, 3ar{eTHbre KHr{xKr4, cBoAHbre BeAoMocTLI nporrrJrbrx JreT.

B apxune frpexAeHl,Ifl,xpalfrrcfl TaKXe ayAuroBu3yaJrbHbre (rrzuo-, $oro-, (fouo-, nn4eo-)
AoKyMeHTbI, HayqHo-cnpanouuufi anlapar K AoKyMeHrarra (onuctr Ileria KaproreKr{ r{ Ap.),
yqeTHbre AoKyMeHTbr.

7. Tpe6onanus K rroMerrleHrrro u o6opyaoBanurc apxuBa yqpexAeHns

11. Apxun frpexreHla.a AonxeH pacflonafarbcs B orAeJrbHoM noMerrleHr{rz, o6opy4oBaHHoM
r{nr{ np[cloco6leHnoM Arrq xpaHeHr4fi AoKyN{eHToB.

12. llorraeIqeHlle apxklBa AoJIntHO 6bITb usonlrpoBaHo or pa6o'rux KoMHar corpyAHptKoB,
la6oparopuux, npol{3BoAcrBeHHbrx, cKnaAcKHX u 6rrrosrx noueuleuurl, cB.f,3aHHbrx c
xpaHeHlleM HnI4 npzMeHeHI{eM nI4IrIeBbrX npOAyKTOB r4nlr XI4MVqeCKI4X BeIIIeCTB, Ir He HMeTb
o6uux c Hr.{Mr{ BeHTr{JrrrIr4oHHbrx KaHanoB.

13. flouerqenze apxlrBa AonxHo 6rrm 6egonacnrru B rroxapHoM orHorrreHr4r,r,
rapaHTr,rpoBauo or 3arorrJreHr,rr u r,rMerb gauacnlrfi BbrxoA.

14. B rorr,rerleHllll apxlrBa He AonlKHo 6rrru ragoebrx, BoAorlpoBoAHbrx, KaHanI43aIIrroHHbrx I,I

Apyrux Marl4crpanbHblx rpy6onponoAoB. llpono4xa rpy6 HeMafr.rcrpaJrbHoro xapaKrepa
AorlycKaerc{ rrpv ycnoBI4}I I{x rr3onrquu B cneqrraJrbHbrx 3aulr4THbrx npncuoco6JreHr{.flx,
ucrrloqarorqrzx nponr4KHoBeHr{e nu6pocon r{3 Htrx B rroMeruenne apxr{Ba.

15. Ceeronoe o6opy4oBanlle (raltnovrz, cBerr,rJrbHnrrE) n rroMerrleHrrx apxtrBa AonxHo
6rtrr saxpuroro rllna; He AonycKaere . ycrauoBKa B noMerrieHrrur apxlrBa pacnpeAetrr4TeJrbHbrx

rrlrrroB, npeloxpaHurelefi u py6utrcuraKoB.

16. flouerqenue apxIEnd. AonxHo 6nm o6opyloeaHo noNapHofi curua-nzsaqaeft vr

nporr-rBorroxapHbrM o6opyaoeaHr4eM.

17. He AonycKaerct ocBeIrIeHLIe AoKyMeHToB rrpflMbrM coJruerrHbrM cBeroM. firx saqursr
AoKyMeHToB or pa3pylrlaroqero no:4eftcrnz.f, nprMbx coJrHeqHbrx lyueft oKHa 3arrrropr4Barorc{
lrnrr 3 aKpa[r,rBarorcf, xpacroft .



BuAu AoKyMeHToB Ten4neparypa

loryuenru Ha 6yuaxHofi ocHoee +17-lg "c 50-ss%

,{oxyueHru Ha rrJreHoqnbrx Hocr,ITeJI{x:

- uepno-6emx;

- IIBETHbIX
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,{oryvrenrrr Ha MafHr,rrHbrx JreHTax LI AI{cKoBbx
HOCI4TEJUTX

+15-20 "C

18. TeuneparypHo-BJroruocrHbrft peNuna xpaHeHr{r AoKyMeHToB AonxeH coorBercrBoBarb
cJreAyroq[M [apaMeTpaM :

B noueurenvflx c Heperynr{pyeMbrM KJrr4MaroM peKoMeHAyercr rrpoBoAr,rrb flpoBerpr.rBanr.re,

ycTaHoBKy AonoJrHHTeJrbHbrx cpeAcTB yBnaxHeHr.rfl, lrlrvr ocyrxeHr.rr Bo3Ayxa.

' 19. B rIoMeIrIeHLIu Anfl xpaHeHr4r AoKyr[eHToB Ha BLTAHoM Mecre BbrBerrnrBarorc{

I{HcrpyKIIr4r o Mepax noxapnoft 6esonacHocrr4, rrJraH gBaKyaquu AoKyMeHTon ua clyraft
fioxapa ]rnr.r Apyroro 6e4crnux.

20. floueqeuue apxr.rBa AonxHo coAepxarbcfi n o6pasqonorr.r noprAre n rrr.rcrore,

flcKflroqarolulrx Bo3MoxHocTb rosBJIeHI{_s nJleceHr{, HaceKoMbx, rpbl3yHoB r4 HaKorrneHr.re rrblJrr4.

21. [ns xpaneurr.s AoKyMeHToB B rroMerueHrrr{ apxr.rBa AoJrxHbr ycraHaBnr{Barrcfl
crarlrloHapHbre MeraJrJrr{rrecKlre creJrJra}cu. .{onycraercfl ycraHoBKa AepeBrHHhrx crernaxeft
flplr ycJroBr4r.r Hx [epxogu.recroft o6pa6omn cnerluaJrbHbrMu ofHe3arrlrdrHbrMrr cocraBaMr{.

22. [nx Bbr4aq:a, yKJraAK]r ]r nepeMerrlennr AoKyMeHToB pa6orHuxrz apxr4Ba Aonxnu 6rns
o6ecne.reubl crpeMfi HKaMI{ r,r clellnaJrbHbrMrr reJIexKaMI4.


