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BBeaeHue

MexayHapoaHbIA 3TUYECKUI KOAEKC apXUBUCTOB AOJIXXEH yCTaHaB/MBaTh BbICOKME CTaHAApPTbl NoBeaeHus
Ans apxueHoi npodeccun. OH AO/MKEH 3HAKOMUTb HOBbIX YJIEHOB NMpodeccnm ¢ 3TMMKU CTaHZapTamu,
HanoMWHaTb OMbITHbIM apxMBMUCTaM 06 Mx NpodeccruoHanbHOM OTBETCTBEHHOCTM M BHYLLATb
06LLeCcTBEHHOCTN YBEPEHHOCTb B Npodeccuu.

TepMUH «apXmMBUCTbI», MCI'IOﬂbBYEMbIVI B 3TOM KOAEKCE, AOJ/DKEH OXBaTblBaTb BCEX TEX, KTO 3aHMMaAETCA
KOHTPOJIEM, YXO40M 3a apXuBaMin, X XpaHeEHNEM, obecneyeHnem COXPaHHOCTKN U ynpaBneHNEM.

Heobxoanmo ybexxaaTb yupexaeHus, oCcyLecTBAsoWwmMe TpyA0yCTPONCTBO, N apXUBHbIE ClyX6bl
NpoBOAUTb MONUTUKY U MPAKTUKY, KOTOPble CMOCOBCTBYHOT BbIMOIHEHUIO 3TOrO KoAeKca.

KoZeKc MMeeT Lienblo YCTaHOBUTb STUYECKNE PaMKU, KOTOPbIMU JOKHbI PYKOBOACTBOBATLCS Y/EHbI
npodeccun, n He npeanaraeT cneundrUyeckmx pelleHuii No KOHKPETHbIM npobieMam.

|_|pI/IHLI,l/II'IbI ConpoBOXAakTCA KOMMEHTapUaMn,; NpuHUUNbl 1 KOMMEHTapun, BMeCTe B34Tble, NpeacTaBida0T
cobol DTUYecKkun Koaekc.

Koaekc 3aBMCUT OT FOTOBHOCTU apXUBHbIX yUYpexaeHuii n npodeccmoHanbHbiX accounauunii ero
BbIMOJIHATb. DTO MOXET NPOUCXOANTb B (hOPMe MOBbIEHUSA KBaNNbUKaLUN U CO3a4aHMs MexaHusMa ANs
PYKOBOZCTBA, B C/lyyasiX COMHEHUS — A/ pacc/iefoBaHus HE3TUYHOIO NoBeAeHUsl 1, ecnu byaet
NPW3HaHO LenecoobpasHbIM, A1 NMPUHSATUS CaHKLMWIA.

MpuHUMNBI ® KOMMEHTaApPUMN 3TUYECKOro Koaekca

1.

APXUBUCTbI AOIKHbI 3aMLLATL LEeOCTHOCTb apXMBHbLIX MatepuanoB 1 rapaHTUpoBaTb MX COXPAHHOCTb
TaKuUM o6pa30M, 4YTO OHU 6YLI.YT npoAaoJiKaTb OCTaBaTbCA AOCTOBEPHbLIM CBUAETENLCTBOM MPOLLJIOro.
I'IepBeﬁLueVl 06513aHHOCTbIO apXnBUCTOB ABJIAETCA obecneyeHne LLEeNOCTHOCTU U COXPaHHOCTUN OOKYMEHTOB,
nepegaHHbIX Ha XpaHeEHMe.

[ns BbINOMHEHWS 3TON 0653aHHOCTM OHUM JOKHbI YBaXaTb 3aKOHHbIE, MOPOM NPOTMBOPEYMBLIE NpaBa
N nHTepechl paboToaaTtenei, BnaaenbleB-co6CTBEHHMKOB U MOJib30BaTe e, NpoLUioe, HacTosLLee

n 6yayuiee. O6bEKTUBHOCTb U BECMPUCTPACTHOCTb apXMBUCTOB SIBASILOTCS MEPUSIOM

nx npodeccrmoHannama. OHM AOMKHbI OKa3blBaTb COMPOTUB/EHME NI060MY AAB/IEHUIO, HaNpaBJEHHOMY

Ha MaHuUnynmnpoBaHME C AOKYMEHTOM, C LIENBbIO COKPbITUA NN UCKaXXEHUSA CbaKTOB.

APXUBUCTbI AOJIKHbI OCYLLLECTBNATL 3KCMNEPTU3Y LEHHOCTU, OT60p APXUBHbIX AOKYMEHTOB U pa60Ty C HUMU
B X UCTOPUYECKOM, NpaBOBOM N aAMNHUCTPATUBHOM KOHTEKCTE, COXpPaHAA NPUHLKWN NPONCXOXAEHNA
AOKYMEHTOB.

APXUBUCTbI AOJIXKHbI OCYLLECTBNSATL CBOU 0653aHHOCTM 1” CbYHKLLVIVI B COOTBETCTBUUN C apXUBHbLIMU
npuHUnnamm v npasunamu, peryampyrowmnmmMmm cosgaHme n XxpaHeHme JOKYMEHTOB B Ae€S1I0ONpOon3BOACTBE,
BKJ/1lOYaA 2/71IEKTPOHHbIE AOKYMEHTbI U MyNbTUMeaAna, Ux 0T60p M KOMMNJeKToBaHNe MU apXNUBOB,
obecneyeHune COXPAHHOCTUN N KOHCepBAUMN BBEPEHHbLIX UM AOKYMEHTOB, @ TaKXXe CMcteMaTtmsauuto,
onncaHue, r|y6nm<au,mo W npefocTaBneHune A58 UCMosib30BaHUS apXUBHbIX LOKYMEHTOB. APXUBUCTDI
AOJDKHbI MPOBOAUTbL 3KCNEPTU3Y LEHHOCTU JOKYMEHTOB 6€CI'IDVICTpaCTHO, onupadacb Npn NPpUHATUN



pELUEHUIT Ha AOCKOHANIbHOE 3HAHUE aAAMUHUCTPATUBHBIX TPE6OBaAHUIA U NMOJIUTUKM KOMMJIEKTOBAHUSA CBOErO
yupexaeHusa. OHM AOSKHbI CUCTEMATU3UPOBATL M OMUCHIBATb AOKYMEHTbI, 0TO6paHHbIE Ha XpaHeHue,

B COOTBETCTBUM C apXMBHbIMU MPUHLMNAMU (3 UMEHHO, MPUHLMMNOM MPOUCXOXKAEHMSA U MPUHLMMOM
NoAJSIMHHOIO MopaAKa) U NPUHATBIMU CTaHAAPTaMKn Tak 6bICTPO, Kak MO3BONSAOT UX PECYpPCbl. APXMUBUCTbI
[OJ/KHbI NpUobpeTaTh OKYMEHTbI B COOTBETCTBUM C LENISIMA U pecypcaMm CBOUX yupexaeHuit. OHu

He AO0/KHblI CTPEMUTLCS K MPUOBPETEHUIO AOKYMEHTOB MM NPUHUMATb UX, €C/IU 3TO MOXET Co3AaTb
Yyrpo3y LenoCTHOCTU UM 6e30MacHOCTU JOKYMEHTOB; OHM [O/KHbI COTPYAHUYATL B Lensx obecnevyeHns
XPaHEeHUs1 3TUX AOKYMEHTOB B Haubonee noAxoAsleM XpaHuauie. ApXUBUCTbI AOKHbI COTPYAHUYATb

B BO3BpALLEHNN NEepeMELLEHHbIX apXMBOB.

ApPXMBUCTbI JO/KHbI 3alMLLATb NOASIMHHOCTL AOKYMEHTOB BO BPEMSI apXMBHOM 06paboTKK, XpaHEHMUS

N UCMOMb30BaHUSA. APXUBUCTbI HE AOKHbI AOMYCKATb CHUXEHUS apXMBHOM LLEHHOCTM [JOKYMEHTOB,
BKJ/THOUAS 3/1EKTPOHHbIE AOKYMEHTbI UM AOKYMEHTbI, CO3[aHHble Ha OCHOBE CPE/ACTB My/bTUMeAua,

B MpoLecce apXnBHOM paboTbl MO 3KCMEepTMU3e LLEeHHOCTU, CUCTEMATU3auUnK U ONMCaHMIO, a TaKxXe npu
KOHCEpBaLWM U UCMONb30BaHUK. Jllobas BbIGOpKa A0/XKHA OCYLLECTB/IATLCA HAa OCHOBE TLIATeNbHO
pa3paboTaHHbIX METOAOB U KpUTEPUEB. 3aMeHa NOA/IMHHUKOB APYrMMU HOCUTENAMU AOMXKHA
NPON3BOAUTLCS C YUETOM OPUAMYECKON U MHDOPMALIMOHHOM LEHHOCTM AOKYMEHTOB. [py BpEMEHHOM
N3bSATUM U3 Aena AOKYMEHTOB OrpaHMUYeHHOro Nosib30BaHMsa Heo6XoaMMO MHMOPMUPOBaTL 06 3TOM dhakTe
rnosib3oBaTens.

APXUBUCTbI AOSKHbI obecneunTtb OOCTYMHOCTb U MOHATHOCTb apXUBHbIX MaTepunasnioB. ApXMBUCTbI LOJIXKHbI
OT6MpaTb AOKYMEHTbI AN1A XpPaHEHUA UTN YHUUTOXEHNUA TaKUM o6pa30M, l-IT06bI, npexae Bcero, COXpaHuTb
OCHOBHOE CBUAETENDBCTBO AEATENBHOCTU LA NN yuYpexaeHnsa, KOTopble co3aann 1 co6panM AOKYMEHTHI,
HO y4uUTbiBad Npu 3TOM U3MEHAKOWMNECA nccnenoBaTesibCKmne I'IOTpE6HOCTI/I. ApPXUBUCTbI AO/KHbI 3HATb, YTO
an06peTeHme AOOKYMEHTOB COMHUTENIbHOIO NMPOUCXOXAEHUA, XOTA U NpeacTaBadArWnNX UHTEPEC, MOXET
NnoowpATb pa3BUTUE HEe3aKOHHOM KOMMEPHECKOVI neatenbHOoCTU. OHWM AO/KHbI CoTpyaHM4YaTb C Apyrmmun
apxXmBUCTaMn U NpaBOOXPaHUTENbHbIMW OpraHaM1, 3aHMMaWNMNCA 3a4EPXaHNEM U Cy.Cle6HbIM
npecnegosaHMeM nunl, Nogo3peBaeMbliX B BOPOBCTBE aPXUBHbIX JOKYMEHTOB.

ApPXMBUCTbI AO/KHbI JOKYMEHTUPOBATb U BbITb CMOCO6HLIMM ONMpaBAaTb CBOW AENCTBUS C apXMBHbLIMU
MaTtepuanamu. ApXMBUCTbI AOJIKHbI OTCTanBaTb HOPMaTMBHbIE NMpaBuia XpaHEHUS AOKYMEHTOB B TeYeHue
BCEro MX XXM3HEHHOI0 LMWK/a U COTpYAHMYaTb ¢ hoHA006pa3oBaTesiMM B BONPOCaxX MPUHSATUS HOBbIX
dopmMaToB (HOCUTENEN) N HOBOW NPaKTUKWM ynpaBneHns nHgopmaumen. OHM A0NKHbI 6bITb HE TONTBKO
03abo4yeHbl KOMMIEKTOBaHMEM CYLLECTBYOLWMMM OKYMEHTAMM, HO U obecneuynBaTb, YTOObI TeKyLlas
MHbOPMaLns U apXMBHble CUCTEMbI C CaMOro Hayasna BKYanu npoueaypbl, noaxoaswime ans XpaHeHus
LLEHHbIX AOKYMEHTOB. APXMBUCTbI NPU MPOBEAEHUN NEPErOBOPOB C AO/HKHOCTHBIMU NMLLAMK,
OCYLLEeCTBASIOWMMN Nepeaady A4OKYMEHTOB, UK C BNaesblaMy AOKYMEHTOB AOKHbI CTPEMUTLCS

K MPUHSATUIO CNpaBeAIMBbIX PELleHWn, OCHOBAHHbIX Ha MOIHOM MOHMMaHuK (ecsin 3TO NPUMEHNMO)
cnepyrowmx hakTopoB: NMOHOMOYMS Ha nepeaadvy, AapeHue nan npoaaxy; GUHaHCOBble 4OTOBOPEHHOCTH
M BbIrofa; nsaHbl Ha 06paboTKy AOKYMEHTOB; aBTOPCKOE NMpaBO W YCNOBUS AOCTyna. ApXMBUCTbI AONXKHbI
XpaHWUTb NOCTOSIHHOE A€es10, AOKYMEHTUPYOLLEE NMOCTYMIEHMS, KOHCEPBALMIO U BCIO NPOBEAEHHYO
apxuBHYto paboTy.

ApPXMBUCTbI AOMKHbI COAENCTBOBATb MaKCMMasbHO WMPOKOMY [OCTYMYy K apXMBHbLIM MaTepuanam

1 obecneumnBaTb 6ecnpucTpacTHoe 06CyKMBaHNE BCEX MOJib30BaTeNen. APXUBUCTbI AO/KHbI CO3/1aBaTh
KaK 06LWNiA, TaK U crieumanbHblii HayUYHO-CMPaBOYHbIM annapaTt Ha BCe [0KYMEHTbI, HaXoAsLWMECs Y HUX
Ha xpaHeHun. OHU A0JXKHbI BCEM MpeanaraTb 6e€CnpUCTPacTHOE KOHCY/IbTUPOBAHUE M UCMOMb30BaThb
MMetoLLIMECs pecypcbl A5t NPeaoCcTaB/ieHust cbanaHCMpOBaHHOIO acCoOpTUMEHTA YCIYr. APXUBUCTbI
[OJIKHbI OTBEYATb BEX/IMBO Ha BCE 06OCHOBAHHLIE 3aMpochl 0 CBOMX (DOHAAX U COAENCTBOBATL

nX Hanbosee LWMPOKOMY MCMOMb30BaHUIO B COOTBETCTBMM C MOSIMTUKOMN yUpexaeHus, obecrneyeHnem



10.

COXPAHHOCTM (hOHAOB, NMPaBOBbIMU COOBPAXEHUAMU, UHANBUAYANbHBIMW NPaBaMn U COralLEHUSMU

0 AapeHun. OHU AOKHbI O6BACHATL NMOTEHLMAbHbBIM MO/Ib30BATENAM YMECTHbIE OrpaHNUYEHns

W CrpaBeasvBoO NPUMEHSTb UX. APXUBUCTbI HE A0/KHbI A0MNYCKaTb HEOBOCHOBAHHbIX OrpaHUUeHWI
[OCTyMna M UCMOoMb30BaHNA, HO MOTYT NpeanaraTb UKW MPUHUMATb KaK YCNI0BME KOMMIEKTOBAHMSA YETKO
YCTaHOBJIEHHbIE OrPaHUYEHUS Ha IMMUTUPOBAHHbIN nepuod. OHM AO/KHbI YeCTHO cobntoaathb

1 6ecnpucTpacTHO BbIMOSIHATL BCE COMNalleHnsl, 3aK/toUeHHble BO BpeMs NpuobpeTeHns MaTepuarnos,
HO B MHTepecax nnéepanmsaumnm 4ocTyna A0S KHbl 3aHOBO MPOBECTH NeperoBopbl 06 yCnoBMaX

B COOTBETCTBUMN C U3MEHEHUSAMMU O0BCTOATENBLCTB.

ApPXMBUCTbI AOJKHbI YBa)aTb MHTEPEChl KaK A0CTyna, Tak M 3alnTbl TalHbl YaCTHOW XXU3HW U AENCTBOBaTb
B rpaHMLax COOTBETCTBYIOLLEro 3akoHoAaTeNbCTBa. APXMBUCTbI A0XKHbI 3a60TUTbLCS O 3awumTe
KOPMOPaTUBHbIX M JINYHBIX MHTEPECOB TakXe, KakK U yYuUTbiBaTb COOBPaKeHUst HaLunoHaIbHOMN
6e30nacHoOCTM, He yHUYTOXas nHdopMaunm, oCobeHHO B Crlyvyae 3/1eKTPOHHbIX AOKYMEHTOB, rae
06HOB/IEHNE N YHUUTOXEHME SABNAKOTCS 0OLLENPUHATON NPaKTUKOM. OHU AOMKHbI YBa)kaTb NMPaBO YaCTHOM
CO6CTBEHHOCTM OTAE/bHbIX 1L, CO34aBLUNX AOKYMEHTbI MU CBEAEHWUS, KOTOPbIE 3T LOKYMEHTbI
cofepxaT, B 0COBEHHOCTM TeX, KTO HE MMEeEeT NnpaBa rosoca B Aefie UCMOoMb30BaHNs U XpaHeHUs
MaTepuasnos.

ApPXMBUCTbI AO/KHbI UCMOAb30BaTh OKa3aHHOE UM AoBepue B 06Wwmx nHTepecax n nsberatb
MCMNO/SIb30BaHNS CBOEro MoJIOXeHUs AN HEYECTHOro yA0BAETBOPEHMS CBOUX UM YYXUX NHTEPECOB.
APXUBUCTbI AO/HKHbI BO34EPXXMBATLCSA OT AENCTBUIN, HAHOCALWMX yLlepb nx npodeccrnoHanbHOM YNCTOTE,
06BbeKTUBHOCTU N BecnpncTpacTHOCTU. OHM He AOJIKHbI n3BiekaTb ANns cebs hdUHaHCOBYO UM KaKyto-
nnbo apyryto Bbirody B ywepb yupexaeHusM, nccnegosaTtensaM uam Konneram. ApXmMBUCTbI HE AOSIKHbI
NMYHO cobupaTtb OpuUrMHanbl AJOKYMEHTOB WM Y4aCcTBOBaTb B /106bIX KOMMEPYECKNX caenkax

c pokymeHTamu. OHM AOMKHbI n3beraTb AENCTBUIM, KOTOpble MOraun 6bl cnpoBouMpoBaTh B obLiecTse
CTOJIKHOBEHME MHTEPECOB. APXMBUCTbI MOTYT UCMOAb30BaTh POHAbI X YUYpEXAEHUN ANS JINYHbIX
ncenenoBaHuii v nybnankaunmin, Nposoas 3Ty paboTy Ha Tex Xe yCNOoBUAX, YTO U Apyrue nccnegosartenu
3TuUX HoHA0B. OHM He AO/MKHbI packpbiBaTb MW MCMOb30BaTb MH(OPMaLMIO, MOAYYEHHYIO B pe3y/bTaTe
paboTbl C AOKYMEHTaMU, AOCTYM K KOTOPbIM orpaHunyeH. OHW He AOS/IKHbI NyTaTb CBOW JINYHbIE
nccnefoBaTenbCckne nnu nybnnkaTtopckme MHTepechl C NOpyYeHHbIMU UM NpodeccnoHanbHbIMU UK
aAMUHUCTPATMBHbIMK 065A3aHHOCTAMU. Mpu paboTe ¢ GoOHAAMU CBOUX YUpEeXAEHUN apXUBUCTbl HE AOSKHbI
MCMNOMb30BaTb B CBOMX LieN1X UMEIOLWNECS Y HUX CBeAeHMs 0 HeonybnMKOBaHHbIX HaxoaKax
nccneposatenen 6e3 npegBapuTenbHOro MHPOPMUPOBAHUA UCCNeoBaTeNe O HaMEPEHNM apXMBUCTa
BOCMOJ/1b30BaTbCs 3TUMUK cBeAeHusiMu. OHM MOryT fenaTtb 0630pbl M AaBaTb KOMMeHTapum K paboTtam
APYrux No ux TemaTuke, BkAOYas paboTbl, OCHOBaHHblE Ha AOKYMEHTaxX UX COBCTBEHHbIX YUpexaeHUN.
ApPXMBUCTbI HE AO/HKHbBI MO3BONATL NPeACTaBUTENSAM APYrMX NMpodeccuii MewaTb UM BbIMOJTHATH CBOKO
paboTy n o693aHHOCTK.

ApPXMBUCTbI LONXHbI NMOBbILATL CBOE NPOdeccMoHaibHOe MacTepCTBO, CUCTEMATUYECKU U MOCTOSIHHO
COBEPLUEHCTBYS CBOW apXMBHbI€ 3HAHUSA N AENACb pe3ynbTaTaMu CBOMX UCCNeA0BaHUI 1 ONbITOM paboTbl.
ApPXMBUCTbI LLONXHbI CTPEMUTBLCS K AOCTMXXEHUIO B3aUMOMOHMMaHMWA C KosileraMmn rno npodeccum,
COBEPLUEHCTBOBATb HaBbIKN OLLEHKWM CBOEro U Yy>XXOro TpyAa, BHOCUTb CBOMMM 3HAHUSAMU BKNan

B noBbileHne 3hdDeKTUBHOCTN paboTbl KONEKTUBA U obecneymBaTb NOAYMHEHHBIM COOTBETCTBYOLLME
ycnoBus paboTbl n 06yyeHus.

ApPXMBUCTbI A0/MKHbI CNOCO6CTBOBATL 06eCneyeHnto COXPaHHOCTU U UCMOJIb30BaHUIO MUPOBOTO
[OKYMEHTaNIbHOIO HacieaAnst B COTPYAHMUECTBE APYr C APYrOM U C MPeACTaBUTENSMU APYTrUX npodeccuit.
APXMBUCTbI AO/KHbI CTPEMUTLCA K PACLUMPEHNIO COTPYAHMUYECTBA, M3beratb KOHMIMKTOB C KoJi1eraMu
no npodeccun 1 paspeLlaTe BO3HMKatoWMe NpobeMbl, NOOLWPSS NpU 3TOM CTporoe cobntogeHune



APXMBHbIX CTaHAAPTOB N STUYECKUX HOPM. APXMBUCTbI AOSIKHbI COTPYAHMYATbL C NPeACTaBUTENAMM
POACTBEHHbIX MPodeccHii Ha 0OCHOBE 060IHOr0 YBAXEHUS U B3aMMOMOHMMaHUS.



