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06 apxuse I'BY J10 «CIII «Bonbuas 6opsda r.I'poznoro»

1.  OBIIME IOJIOXKEHWA

I'BY J10 «CIII «Bonsnas 60psda r.I'pozHoro» obecnieunBaeT COXPaHHOCTh, YUYET,
0TOOp, yIOpsIOYeHHEe W HUCIIONb30BaHUE apXUBHBIX JIOKYMEHTOB, 00pa3ylomuxcs B
ero JIesiTeJIbHOCTH.

Jokymentst I'BY JIO «CII «BonsHass Oopsba r.I'posHoro» xpaHsarcs B
yupexaeHnd. Ha XpaHeHWe claloTcsi B apXuB IMOCIE HUCTEUEHHUS! yCTAHOBJIEHHOTO
CpoKa XpaHeHUsl.

3a yTpaTy ¥ nop4y JAOKYMEHTOB apXuBa JIOJUKHOCTHBIE JIMLA YUPEKIAECHUS HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JIEUCTBYIOIIMM 3aKOHOAATEIbCTBOM.

B cBoeii paboTe OTBETCTBEHHBIH 3a apXUB PYKOBOJICTBYETCS! 3aKOHO/ATEIbCTBOM
Poccuiickoit ®esiepanuu, @enepansibiM 3akoHoM 0T 22 okTs16pst 2004 rona Nel25-
®3 «O06 apxuBHOM Jiene B Poccuiickoit @Penepalinny», 3aKOHOAATEIBHBIMU aKTaMHu 110
apXMBHOMY JIely, TIpWKa3aMy, YyKa3aHWsAMM  BBIIIECTOAINMX  OpraHW3allMy,
pykosojctBa I'BY JIO «CIll «Bonbuas OGopsba r. I'po3Horo» u HacTOSIIMM
TOJIOYKEHUEM.

KoHTpOJIb 3a AeSATENBHOCTBIO apXHBa YUpexkAeHUs ocylecTsiseT aupekrop ['bY
J1O «CIII «Bosnpnas 6opsda r.I'poznoro».

2. COCTAB JOKYMEHTOB APXUBA
B apxuB nocrynaioT: 3akoHueHHble JenonpousBoactBoM ['BY JIO «CIII
«Bonbnass  Oopeba  r.I'po3Horo» NOKYMEHTBI  IIOCTOSIHHOTO  XpaHeHwus,
oOpaszoBaBIiHecss B Tpolecce JesTeNbHOCTH, JOKYMEHThl BpeMeHHoro (csbime 10
JIET) CpOKa XpaHeHus, HeOOXO0AUMbIe B NMPAKTUYECKON JeATENbHOCTH, JOKYMEHTHI 11O
JUYHOMY COCTaBy.

3. 3AJIAYU U ®YHKIINU APXUBA.
OCHOBHBIMH 3aJla4aMH apXHBa SBJISIOTCS:
KomruiekToBaHMe JOKYMEHTaMH, COCTaB KOTOPBIX IIPEAYCMOTPEH pa3aelioM
2 HACTOSILEro MOJOKEHHS.

Yuer, obecrneyeHne COXpaHHOCTH, MCIOJIB30BAaHUE JOKYMEHTOB, XPAaHAUIMXCS B
apXuBe.




B coorBercTBMM ¢ BO3J0KEHHBIMM Ha HEro 3aJayaMHU apXWUB OCYLIECTBISAET
cienyromue ¢yHKIUU:

YuuTeiBa€T M XpaHUT JOKYMEHTH, OOpaOOTaHHBIE B COOTBETCTBUU C
TpeOOBaHUAMHU, YCTAHOBICHHBIMU DeiepaIbHON apXUBHOU CIYKOOM.

OcymecTBisieT y4eT U OOECHEeYMBAeT MOJHYI) COXPAaHHOCTh MPHUHATHIX Ha
XpaHeHue aed.

Opranuzyer ucroiab30BaHUuE JOKYMEHTOB:

- BBIJIA€T B YCTAHOBJICHHOM IOPSAKE A€ja, JOKYMEHTBI UM KOIIMU JOKYMEHTOB B
LEJSIX CIY>KeOHOT0 UCTIONb30BaHus AJi1 padOThl B IOMEILIEHUN apXUBa;

- HACHOJIHSET 3aIlpoChbl OpraHU3alMi, M 3asBICHUA TpaXJaH [0 BOIpoOcaM
COLMAJIBHO-IIPABOBOI0  XapaKTepa B YCTAHOBICHHOM MOPSAKE BbLAACT KOIUHU
JOKYMEHTOB.

4. TPEBOBAHUSA K IOMEIIEHHUIO APXUBA

ApXHB pa3Mellaercs B CHEIUAJIbHO MOCTPOCHHOM WM MPHUCHOCOOJIEHHOM st
XpaHEHUSI apXUBHBIX JJOKYMEHTOB B OT/IEJIbHOM MOMEIICHUU 3/IaHUs, YaJ€HHOM OT
OMAacCHBIX B TMOXAapHOM OTHOIIEHUH OOBEKTOB U MPOMBINLICHHBIX OOBEKTOB,
3arpsI3HSAIOMINX BO3TYX.

He nomyckaercss pa3MmeleHue apxuBa B BETXUX CTPOCHUSX, JIEPEBSIHHBIX
MOCTPOMKAX, 3JaHUAX C CBIPBIMAU OCHOBHBIMHU, TIOABAJIbHBIMH, YepAaYHBIMU
MOMEIIEHUSMH, TIEYHBIM OTOTIJICHUEM.

He nomyckaercss pa3menieHue apXuBHBIX JOKYMEHTOB B TOMEIICHUSIX 3aHUS,
3aHATOrO0  Cciay)k0amMu  OOIIECTBEHHOTO  MUTaHUs, MHUIIEBBIMU  CKJIAJaMH,
OpraHM3alUsMH, XpaHAIIMMHU I0XKapOOIaCHblE M AarpecCUBHBIE BEUIECTBA WIH
IPUMEHSAIONIUMU MT0KAPOOIMACHBIE U XUMHYECKHAE TEXHOJIOTHU.

B apxuBoxpaHunuiie He [IOMycKaeTcs MpoKiIaaka TpyO BOIOCHAOXKEHUS U
KaHaJTU3alu1, TEXHOJIOTUYECKHUE UITU OBITOBBIE BHIBOJIBI BOJIBI.

Marepuanbel MOKpPBITAS CTEH, IIOJIOB, IIOTOJIKOB, BHYTPEHHEH apmaTypbl
apXUBOXPAHUIIUIIA, TPUMEHSAEMbIE TPHU H3TOTOBJICHUH OOOPYIOBAaHUS U CPEICTB
XpaHEHUS apXUBHBIX TOKYMEHTOB, HE JOJHKHBI COOMPATH MbLIb, OBITH €€ UCTOYHUKOM
VI BBIICIISITh arPECCUBHBIE XUMUYECKHE BELIECTBA.

ApXUBOXpAaHWIHILE JOJDKHO HWMETh €CTECTBEHHYIO WJIM HMCKYCCTBEHHYIO
BEHTWIALIUIO.

B apxuBoxpaHwiuile 3amnpemaercs NPUMEHEHUE OrHs, HarpeBaTelIbHbIX
puOOpPOB, pa3MeIIeHNEe TOCTOPOHHUX 0OBEKTOB.

OxpaHHBIN pexuM

ApXMBOXpAaHWIHILIA W JAPYrHe€ TOMEIIEHUsl, T€ IOCTOSIHHO WA BPEMEHHO
XpaHIATCS AapXUBHBIE JIOKYMEHTBI, OOOPYIYIOTCSI JIBEpPSIMH C  TOBBIIICHHON
TEXHUYECKOW YKPEIUJIEHHOCTbIO MPOTHB BO3MOKHOTO B3JIOMa, OCHAIIEHHBIMU
3aMKaMU MOBBIIIEHHOW CEKPETHOCTH.

Bce sk3eMIusippl KJIIOYEW YUYWTBIBAIOTCSA B JKypHAJ€ PETUCTPAlMM KIHOYEH K
3aMKaM TOMEIIEHUI apXuBa, BEJEHHE KOTOPOro MPHUKA30M PYKOBOJMTEIS apXuBa
BO3JIaraeTcsi Ha OTBETCTBEHHOE JOJDKHOCTHOE IJIMIO. B yKa3aHHOM JKypHaje
OTMEYaeTcsi, Y KOTro M3 paOOTHUKOB apXuMBa HMEIOTCS KIIOUM OT KaXIAOro u3
MOMEIIEHUM, C paCIUCKON paOOTHHUKA B MOTYUYSHUH IK3EMIUISIpa KIII0Ya.

ApXuBOXpaHWIHILIE B pabouee Bpems, €CiMi B HEM HE pabdOTalOT COTPYAHUKH,
JOJKHO OBITh 3aKphITO Ha KoY. KillouM OT apXuMBOXpaHWIMINA B padbouee Bpems



HaXOJATCS y 3aBEYIOLIEr0 apXUBOXPAHWIHILEM WJIH JIULA, €r0 3aMEIAIOIIEro.

TemneparypHO-BIaKHOCTHBINA PEXUM

B apxuBoxXpaHWiuIIE apXMBHBIX JOKYMEHTOB Ha OyMaXHOW OCHOBE,
000pyZOBaHHOM CHCTEMaMHM KOHJIWMLMOHUPOBAHMS BO3AyXa, MOJAJAECPKUBACTCS
HOPMATHUBHBIA TEMIEPATYPHO-BIAXKHOCTHBIA pexkuM: Temneparypa 17 - 19 °C,
OTHOCHUTENbHAS BIAXKHOCTh Bo3ayxa 50 - 55%.

B apxuBoxpaHuUIUIIE C HEPETYIMPYEMBIM KIMMATOM JOJIKHBI OCYIIECTBIISITHCS
MEpOMNpUATUS 1O  ONTHUMM3ALUUU  TEMIEPATYPHO-BIAXKHOCTHOIO  PEXHUMA  C
MPUMEHEHUEM ONTUMAIBHOTO OTOIUIEHUS U MPOBETPUBAHUS MOMEIIEHUH, a TaKXKe
MEXaHUYECKUX CPEACTB YBJIAXHEHUS WIM OCYyIIeHHUS Bo3ayxa. Peskue koneOaHus
(ce30HHBIC W B TEUEHHE OJHHX CYTOK) TemmepaTypsl (+/- 5 °C) M OTHOCHUTEIBHOM
BIIQYKHOCTH Bo3ayxa (+/- 10%) He qomyckaroTcs.

CBeTOBOM peXUM

XpaHeHUEe AapXUBHBIX JIOKYMEHTOB OCYIIECTBISIETCS B  TEMHOTE. OTO
o0OecreynBaeTcss XpaHEHUEM apXMBHBIX JIOKYMEHTOB B IepervieTax, Mamnkax,
KOpoOKax, MmiKadax, Ha CTella)kaX 3aKpbITOr0 THUIA, a TaKXke COOMI0AeHUEM
YCTAaHOBJIEHHOTO CBETOBOT'O PEKMMA.

OcselieHue B apXUBOXPAHWIMILNE MOXET OBITh  €CTECTBEHHBIM  WJIU
UCKYCCTBEHHBIM; apXWBHBIE JIOKYMEHTbI MOTYT pa3MelIaThCsi B TOMEIICHUAX C
OKHaMU WU 0e3 okoH. Pa3menieHne apXuBOXpaHWIMINA B MOMEIMICHHUSIX 0€3 OKOH
JIOTyCKaeTCsl MPU HATMYUM B HEM HCKYCCTBEHHOM WM €CTECTBEHHOW BEHTHJISALIMH
BO3/lyXa C YCTAHOBJIEHHON KPaTHOCTHIO BO3TyXOOOMEHA.

EctecTBeHHOE OCBellleHHE B apXMBOXPAHWIMILE JOMYCKAETCS PACCESHHBIM
CBETOM TIpU yCIIOBUHU MTPUMEHEHUS Ha OKHAX CBETOpAcCceuBaTeneH,
aBTOMATHUYECKUX PETyJISITOPOB CBETOBOT'O MOTOKA (CIEUATBHBIX CTEKOI), 3alIUTHBIX
(GuUIBTPOB, KAIIO3H, IITOP, HAHECEHHBIX HA CTEKJIO TOKPBITUN U T.II.

JIJisi MCKYCCTBEHHOT'O OCBEUICHUS B apXWBOXPAHWIUIIE MPUMEHSIOTCS JIAMIIbI
HaKaJWBaHUA B 3aKpbITBIX IIadoHAX C TIAAKOW HApYKHOM MOBEPXHOCTHIO.
Homyckaercs pUMEHEHUE JTIOMUHECIICHTHBIX JamI C ype3aHHBIM
ynbTpaduoneroBeiM  ydactkom cnektpa Tuma JIb, JIXb, JITh. VYposens
OCBEIIIEHHOCTH B JIMala30HE BUJIUMOIO CIIEKTpa HE JOJDKEH TMPEBbIIIAaTh: Ha
BEPTUKAJIBHOM TOBEPXHOCTH CTeJIaxka Ha Bbicore 1 M or moma 20 - 50 71k, Ha
pabouux cromax - 100 k.

CaHuTapHO-TUTUEHUYECKUHN PEKUM

ApXMBOXpaHWINILIA W JAPYTHe TOMEIIECHUS apXuBa COJAEpKaTcsi B UYUCTOTE U
MOPSAJIKE, UCKIIFOYAIOIIEM BO3MOKHOCTD MOSIBICHHSI HACEKOMBIX, IPBI3YHOB, IUIECEHU
Y TIBUIH.

B apxuBoxpaHwmnmiie MpoBOAATCS CHCTEMaTHUecKas BiakHas yOopka, HE pexe
OJHOTO pa3a B Toj O0OeCHbUIMBAHUE IMBUIECOCAMH CTeJUTaKeH, mKadoB, CpencTB
XpaHeHus: (KOpoOOK, Mamok, YrnakoBOK). [Ipu 3TOM 1OKOJIbHBIE YacTH CTeJIaxeH,
TOJIbI, IJIUHTYCHI, MOJJOKOHHUKHU MTPOTUPAIOT BOJHBIMU PACTBOPAMH AHTUCENTUKOB.

B apxuBoxpanumnmine 3ampeniaercs npeObIBaHWE B BEpXHEH OEKIE, MOKPOU H
IpA3HON 00yBH, XpaHEHHE JIOOBIX MOCTOPOHHUX IIPEIMETOB, HCIOJb30BAHUE
MUIIEBBIX TPOJIYKTOB, a TAK:KE KypeHHUE.

B apxuBoxpanunumie oOecneyuBaeTCs CBOOOJHAS IUPKYJSIUMA  BO3AyXa,
HCKIII0Yarolasi 00pa3oBaHUE HEMPOBETPUBAEMBIX 30H YCTOMYMBOIO MUKPOKJIMMATA.
He nomyckaercss pa3MellieHHE apXUBHBIX JOKYMEHTOB Ha TOJy, MOJOKOHHUKaX, B



Hepa3o0paHHBIX KUIIAX.

OkHa B TOMEIICHUSAX apXHWBa, OTKPHIBAIOIIMECS B TEIUIOE BpeMs Tofa,
3aIMIIAIOTCA CETKaMU C AUaMeTpoM siueek He Oosiee 0,5 MM. 3alllUTHBIMU CETKAMHU
00OpYyIYIOTCSl TaKKe BEHTWIAIIMOHHBIE OTBEPCTUS B CTEHAX, MOTOJKAaX, MOJaX
apXUBOXPAHWIIUINA, HAPYKHBIE OTBEPCTHUS BEHTUJISIIUOHHBIX CUCTEM.

C uenpio 0OHApYKEHUSI HACEKOMBIX U TUIECHEBBIX I'PUOOB apXUBHBIE TOKYMEHTHI
(BBIOOPOYHO) M TIOMEILEHUS apXUBOXPAHWUJIUIL JBa paza B roja (B Hayale W IO
OKOHYaHUU OTOIUTEIHLHOTO Ce30Ha) MO/IBEPraroTCs 00s13aTeTbHOMY
HPHTOMOJIOTUYECKOMY ¥  MHKOJOTHYEeCKOMYy ocMmoTpy. Ilpu  oOHapyxkeHHH
OMONOrMUYECKUX BpEAUTENCH NPUHUMAIOTCS HEMENJCHHBIE Mepbl Mo 00paboTke
apXUBHBIX TOKYMEHTOB, CPEJICTB XPAaHECHHsI, apXUBOXPAHIIIUIII.

Jliss mpoBefieHHsI CaHWTApHO-TUTHEHUUECKUX paboT TIAHUPYIOTCS CaHUTapHBIC
JTHHU.

O6opyioBaHre apXUBOXPAHUIINILA CPEICTBAMU XPAHEHUS

ApXUBOXpaHWIUIE OOOpYyAyeTCs CTAlMOHAPHBIMU WU TEPEIBHIKHBIMHU
METaJNIMYeCKUMU  cTesmaxkamu. JlomyckaeTcss SKciulyaTalusi  CyIIECTBYIOIIUX
CTallMOHAPHBIX JCPEBSHHBIX CTENJIaKel, HaXOIAIUXCSI B HOPMAJILHOM CaHUTapHO-
OMOJIOTMYECKOM COCTOSIHUM M 00pabOTaHHBIX OTHE3alIUTHBIMH COCTaBaMu. B
ApPXWBOXPAHWIIUIIE C HOPMATUBHBIM TEMIIEPATYPHO-BIAKHOCTHBIM  PEKUMOM
JOITyCKaeTCsl TPUMEHEHHE TMEPEIBIKHBIX METaUNIMYeCKUuX creiutakedl. B kadectse
BCIIOMOTATEILHOTO WJIM CHEHUAIbHOTrO O00OPYIOBaHUS MOTYT HCIOIb30BaTHCS
MeTaJuTmueckue mkadpl, cei(bl, MKapbI-CTEIAXH, a TAK)KE CTAIIMOHAPHBIC OTCEKH-
OOKCBHI ¢ METANIMYECKUMHU TEPErOpPOIKAMHU U TIOJIKAMH.

ApXUBHBIE JOKYMEHTHl Ha OyMa)XHOM OCHOBE pa3MENIAlOTCs Ha CTellaXkax, B
METaJUTMYECKUX IKadax TOPU30HTAIIBHO UM BEPTHKAIBHO B KOPOOKaX WA JPYTUX
NEPBUYHBIX CPEJCTBAX XpaHEeHUs (Mankax, QyTiaspax u T.IL.).



