CYJEBHBIN JENAPTAMEHT ITPU BEPXOBHOM CY/IE
POCCHUICKOI ®EJEPALIUM

IMPUKA3
ot 2 nroas 2026 r. N 185

OB YTBEPKJIEHUM MHCTPYKLIUA
O IOPSI/IKE OPTAHU3ALIMN PABOTBI APXBOB ®E/IEPAJIBHBIX CY/I0B
OBIIE IOPUCIMKIIAU

B cootBercTBUu ¢ ®DenepanbHbiM 3aK0oHOM OT 8 sHBaps 1998 r. N 7-®3 "O CynebHoMm
nenapramente npu BepxosHom Cyne Poccuiickoit denepannn’ npuka3piBaio:

1. YtBepauth mnpunaraemyro MHCTPYKIMIO O TOpSJKE OpTraHu3ali padoThl apXHWBOB
benepanbHBIX Cy0B 001IeH ropucaukmu (ganee - MHCTpyKuus).

2. llpencenarensM KacCallMOHHBIX CYIOB OOIIEW HOPUCIMKIINM, aNeUIILUOHHBIX CYAOB
o0miel IOpPUCIUKLIUU, BEPXOBHBIX CYIOB pECHyOJMK, KpaeBbIX M OOJACTHBIX CYJIIOB, CYIOB
ropofioB (efepanbHOro 3HAYEHUs, CYAOB ABTOHOMHOM OO0JIACTM M ABTOHOMHBIX OKPYIOB,
PaliOHHBIX, TOPOJCKUX U MEKPAaHOHHBIX CyJIOB OPraHU30BaTh U3yYeHNE Ha3BaHHOU MHCTpyKImun
U 00ecreynTh ee IpUMEHEHHUE B JeSTeIbHOCTHU Cy/a.

3. IlpusHate yrpatuBmuMu cuiy npukas CynebHoro nenapramenTta mpu BepxosHom Cyge
Poccuiickoit ®enepaunn ot 19 mapra 2019 r. N 56 "O0 yrBepxkaeHun MHCTpyKIUU O MOpsiiKe
OpraHu3alMy KOMIUICKTOBAHUS, XPAaHEHHUS, YUeTa U MCIIOJIb30BaHUs JOKYMEHTOB (3JICKTPOHHBIX
JIOKYMEHTOB) B apxuBax (denepaabHbIX CyI0B 0Omel ropucauknuu" u mnpukazpl CymneOHOro
JIeTIapTaMEeHTa O BHECEHUH B Hero u3mMeHeHnuu ot 16 urong 2019 r. N 147; ot 14 uronsa 2022 r. N
97; ot 9 auBaps 2024 r. N 1; ot 29 mas 2024 r. N 124.

4. HacTostmuii nprka3 BCTyHaeT B CUIIY CO AHS €ro MOAIUCAHUS.

['enepanbHbIil TUPEKTOP
I'.B.JIOITATUH

YT1BepxkaeHa

npukazoM CyneOHOro genapraMenTa
pu Bepxosrom Cyze

Poccuiickoit @enepanun

ot 2 uroiist 2026 . N 185

UHCTPYKLUS
O NNOPSJAKE OPTAHU3AILIUU PABOTBI APXUBOB ®EJEPAJILHBIX CYJIOB
OBLIEHN IOPUCAUKIIUN



1. O01IMe MoJI0KeHu s

1.1. UHCTpYKIIMS O MOPSAKE OpraHHu3aluu paboThl apXUBOB (helepalibHbIX CYAO0B 0OIIEH
opucaukiuu (naisee - WHCTpyKius) sBIS€TCS HOPMATHBHBIM aKTOM, pa3pa0OTaHHBIM Ha
OCHOBaHUHU (eJepalbHBIX KOHCTUTYIIMOHHBIX 3aKOHOB oT 31 nekabps 1996 r. N 1-®K3 "O
cyneonoi cucrteme Poccuiickoit @enepanuu”, ot 7 pepans 2011 r. N 1-OK3 "O cygax obueit
ropucaukiuu B Poccuiickoit deneparnun”, denepaibHbIX 3aKOHOB OT 8 sHBaps 1998 r. N 7-03
"O Cynebnom nemnapramente mpu BepxoBHom Cyne Poccuiickoit ®denepamun', or 22 OKTAOps
2004 r. N 125-®3 "O06 apxuBHoM jnene B Poccuiickoii ®@enepauun”, IlpaBun opranuzanuu
XpaHEeHUsl, KOMIUIEKTOBAaHUsS, y4deTa M UCIOJb30BAHUS JIOKYMEHTOB ApXuBHOro ¢oHAa
Poccuiickoit ®enepauuui U JAPYrUX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYIIPaBJICHHs U OPTaHMU3AIUAX, YTBEPKACHHBIX NMpuka3oM DenepaibHOro
apxuBHoOro areHTcTBa OT 31 mrons 2023 r. N 77 (nanee - [IpaBuna N 77), npyrux HOpMaTUBHBIX
MIPABOBBIX aKTOB B chepe apXUBHOTO JIea U JEIOMPOU3BOJICTBA, Cy1IeOHOTO JIEIONPOU3BOICTBA.

1.2. Hacrosimas WHcTpykius pa3paboTaHa B IHeNsX OOECHEUYECHHS] €IUHOTO MOpsAKa
OpraHu3aIliy KOMIUICKTOBAHUS, XPAHCHUS, yU€Ta U UCIOJIb30BaHUSA IOKYMEHTOB (3JIEKTPOHHBIX
JOKYMEHTOB) KAaCCAallMOHHBIX CYAOB OOIIEeH OPUCAMKIINYU, AaNeJUIAIUOHHBIX CYAOB OOIIeiH
IOPUCAMKIINY, BEPXOBHBIX CYJOB pEecnyOJMK, KpaeBbIX M OOJIACTHBIX CY/AOB, CYJOB TOPOJOB
dbenepanbHOTO 3HAYEHHUS, CYJOB aBTOHOMHOM 00JIaCTM W aBTOHOMHBIX OKPYI'OB, PalOHHBIX,
TOPOJCKUX U MEXKPaHOHHBIX CYJIOB (Hajnee - Cybl, Cyl, palOHHBIC CYyJbl), a TAaKXKe OMpEeAesieT
MpaBuUiIa:

COCTaBJICHHS HOMEHKJIATYpHI JEN Cy/Aa, OMUCEW e, TOKYMEHTOB (OMHCEH 3IeKTPOHHBIX
JOKYMEHTOB <1>) cyna;

<1> DneKTpoHHOE €0 - DJIEKTPOHHBIM JOKYMEHT WJIM COBOKYITHOCTH 3JIEKTPOHHBIX
JOKYMEHTOB ¥ METaJJaHHBIX K HUM, C(DOPMHUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOIl JIel.

MPOBEJICHUS FKCIIEPTU3bI LICHHOCTH IOKYMEHTOB;
o opMIIEHHMS I€]T U UHBIX IOKYMEHTOB K MOCJEAYIOIEMY XPAHEHHUIO B apXUBE CY/1a;
nepeaaydu e (3JMEKTPOHHBIX JIe1) B apXUB CYy/a;

0oTOOpa JOKYMEHTOB Ha YHUUYTOKEHUE;

BEJICHUS yueTa Jie] <|>, HaXoA[IUXCs B apXUBE Cy/1a, IPOBEPKU UX HAIMYMS U COCTOSIHUS;

<1> Jleno - opopmiIEHHOE B COOTBETCTBHHU C TpeOOBaHUSAMHU HacTosAme MHCTpyKIu aemo
(cynebHOE Aeno, MpOM3BOACTBO, MaTepuai, Haps, J€i10 OOIIEero AeIONpOU3BOJCTBA, JEJIO IO
JUYHOMY COCTaBY M IpYTUe TOKYMEHTHI Cy/ia), B TOM YHUCIIE B 3JIEKTPOHHOH Qopme.

OpraHu3alluy HCTOJB30BaHUSA JeJI, HAXOASAIIMXCS B apXWBE Cyaa, W OOECIEUCHHS HUX
COXPaHHOCTH;



nepeayu J1eJ Ha XpaHEeHHE B TOCYapCTBEHHbBIN apXUB.

1.3. 3amaun U QyHKIMU apXuBa CyJa OMpPENESIOTCA TOJ0KEHHEM, pa3pabaTbiBaéMbIM Ha
ocHoBe [IpuMepHOro mojoXeHHs OO0 apXuBe OpraHu3aliy, YTBEPKAECHHOTO NPUKA30M
denepanbHOTO APXUBHOIO areHTCTBA.

[Tonoxxenue o pabote apxuBa cyAa YTBEpKIaeTCsl MPUKA30M TpeiceaaTes cya.

1.4. Ilpuka3zom (pacnopspkeHHEM) TpeAcedaTeNiss Ccyaa Ha3HAdalTcs pabOTHUKH,
OTBETCTBEHHBIE 32 pa0dOTy apXuBa Cy/a.

1.5. CornacoBanue (yTBEpXkACHHE) HOMEHKIATYphl JEJ CyAa, OMHCEH 1ed, JOKYMEHTOB
cyna (nmamee - ONKMCh JI€d), ONUCEH DSJIEKTPOHHBIX JOKYMEHTOB M JPYIMX JOKYMEHTOB C
HKCIEPTHO-IIPOBEPOYHON  KOMHUCCHEH  (elepanbHOro  TrOCyAapCTBEHHOIO  apXHMBa  WIH
YIOJHOMOYEHHOTO OpraHa HWCIOJHUTENbHON Biactu cyobekta Poccuiickoit ®enepanuu B
o0nacTi apxWBHOTO Jena u jAenonpous3BojctBa (nmamee - OIIK apxuBHOTO ydpexaeHuUs)
OCYIIECTBIIAETCA CyIaMHM, BBICTYNAIOIIMMHA HMCTOYHUKAMHM KOMIUIEKTOBAaHUS T'OCYAAPCTBEHHBIX
apXHBOB, JIMOO MPHU HAJTUYUHU COOTBETCTBYIOIIETO JOIOBOPA C APXUBHBIM YUPEKICHUEM.

Cyzlbl, HC BBICTYMAIOIMMEC UCTOYHUKAMHN KOMIIJICKTOBAHUSA TOCYAAPCTBCHHOI'O apXMBa, 00
IIpun OTCYTCTBHH COOTBCTCTBYIOHICTO JOTOBOpa € AQAPXHBHBIM YUYPCKICHUCM YTBCPIKIAAIOT
HOMCHKIIATYpPY ACJI Cyda, OIIMCHU ACI U APYTUC JOKYMCHTLI Cyda CaMOCTOATCIIbHO.

1.6. Tlpu HaIMYMK TEXHUYECKOW BO3MOXKHOCTU (OPMHUPYIOTCS SJIEKTPOHHBIE Jeja.
Opranuzanys KOMIUIEKTOBAHMS, XpaHEHMS, yde€Ta M HCIOJb30BAaHUSA DSIEKTPOHHBIX Jel U
JIOKYMEHTOB CYJIOB OCYIIECTBIISIETCS] B COOTBETCTBUU C TPEOOBaHMUSIMU HacTosel MHCTpyKuuu.

1.7. Tloctyninenue B denepanbHbie CyAbl O0IEH IOPUCIUKIIMN JOKYMEHTOB B 3JICKTPOHHOM
BHJIC B COOTBETCTBUHM C TpeOoBanmsimMu Ilopsnka momaum B (denepaiabHbIe CyAbl OOIICH
IOPUCAMKIIMM JIOKYMEHTOB B DJIIGKTPOHHOM BHJE, B TOM YHuCIe B (OpME DIIEKTPOHHOTO
JOKYMEHTa, YyTBepkJaeHHoro mnpukazoM Cyne6Horo paenapramenta mnpu BepxosHom Cyne
Poccuiickoit @enepanum.

1.8. eiictBue Hactosimieil WHCTpyKUMM HE pacOpoCTpaHSETCsl Ha OpraHu3aluio
KOMIUIEKTOBAHHUS, XPAHECHUS, y4e€Ta WU HCIOJb30BAHUS JOKYMEHTOB, COJIEp)KAIMX CBEICHUS,
COCTaBJISIOLINE TOCYJAPCTBEHHYIO TANHY.

1.9. Tlopsimok opraHu3alvi KOMIUIEKTOBAHMS, XPAHEHHUs, Yy4eTa M MCHOJb30BaHUA
JIOKYMEHTOB OKPYXKHBIX ((PIIOTCKMX) BOEHHBIX CYAOB, TapHU30HHBIX BOCHHBIX CYJOB
ONPEAENSETCS B COOTBETCTBUM C HMHCTPYKIMEH IIO JEJIONPOU3BOACTBY B BOEHHBIX CyJax,
yTBep)kaeHHO mpukazoM CyneOHoro nenapramenta npu BepxosHom Cyae Poccuiickoit
®denepanuu.

1.10. KommuekroBaHue, XpaHEHUE, yde€T W HCIIOJIb30BAaHME pEUICHUH W MaTepuaos,
MOCTYNHUBIIUX W3 TPETEHCKUX CYJIOB, OCYIIECTBISETCS B COOTBETCTBHUU C TpPEOOBAHUAMU
Hacrosmen MHCTpyKkuuu.

1.11. [Topsimok mepeaauu apXUBHBIX JOKYMEHTOB Cy/Jia B 00beIUHEHHBIN CyZeOHbIN apXuB U
MOPSIAOK MX XPAaHEHUS B TAKMX apXHMBaxX YCTAHABIMBACTCS IIPUMEPHBIM IOJOKEHUEM O MOPSAIKE
OpraHu3anuu padoThl 00bETUHEHHBIX CY/IE€OHBIX apXUBOB, YTBEPKACHHBIM MprKazoM CyneOHoro



nenapramenta rpu Bepxosuom Cyne Poccutickoit denepanuu.

2. CocTaBiieHHE CBOTHOM HOMEHKJIATYPHI /1eJI, HAPSIJI0B
U MPOU3BOJICTB Cya

2.1. JlokyMeHThI, 0Opa3oBaBIIMECs B MpoIlecce ACSITENbHOCTH cyla (y4TEeHHBIE B CyJe
BXOJISIIINE, UCXOSIIUE, BHYTPEHHUE JOKYMEHTHI), COCTaBISAIOT JOKYMEHTAIbHBIN GOHA Cy/a.

Enununeit kimaccupukanuu M CUCTEMAaTU3allMU  JIOKYMEHTOB ([0 CTPYKTYpHOMY,
(GYHKIMOHAJIBHOMY, TEMaTHYECKOMY NPU3HAKaM U CpPOKaM XpaHEHHs, BHE 3aBUCUMOCTH OT BHJIA
HOCHTENS MH(OPMALIMK) B JOKYMEHTAILHOM (POHJIE SBIISETCS AEIIO.

Jlnst yuera nen, coiepikalux JOKYMEHTHI JOKYMEHTalabHOro (hoHAA CyJa, COCTABIISIETCS
HOMEHKJIaTypa JieJ cyna (lajgee - HOMEHKJIAaTypa, HOMEHKIaTypa jen) (mpuioxkeHue N 2 k
Hacrosien MacTpykuumn).

Homenknatypa aen - opOpMIICHHBIM B YCTAaHOBJICHHOM MOPSJIKE TOKYMEHT, COJEp KaIlui
CUCTEMAaTU3UPOBAHHBIN MEpEUYEeHb 3aroJIOBKOB (HAMMEHOBAHUN) CYIEOHBIX J€JI, HAPSAIOB, KHUT U
KYpPHAJIOB perucTpanuu (ydyera) JOKyMEHTOB, PEECTpOB, KapTouek, 0a3 JaHHBIX, B TOM YHUCIE
JOKYMEHTBI, COJIEpKalllie CBEIEHUS OTPaHHMYEHHOI0 JIOCTyIa, 3aBOJAMMBIX B CyIEOHBIX
KOJIJIETUSIX, CYJNEOHBIX COCTaBaxX, IIOCTOSIHHBIX CYJIEOHBIX MPHUCYTCTBUAX, CTPYKTYPHBIX
NOJPA3AEICHUAX CyJa, JIMOO IO ONPEJCIIEHHbIM HAIpPABICHHUAM JEATENBHOCTH cyaa (ecin
ammapar CyJa COCTOUT M3 pabOTHHMKOB, 3aMEHIAIOIIMX OTAEIbHBIE TOJDKHOCTH) C YKa3aHHEM
CPOKOB UX XpaHEHUs, OTPAXKAIOIIMIA COCTaB U OPraHU3aLUIO JOKYMEHTAJIbHOTO (POHJIA Cyaa.

He BkIt0UaroTcs B HOMEHKIIATYpY J1€1 IEPUOANYECKHUE U3/1aHUs, KHUTH, OPOILIOPHI.

2.2. Homenknatypa nen mpegHa3HadyeHa Uil OpraHM3alMy  ydeTa JOKYMEHTOB B
NEJIONPOU3BOJICTBE CyJa, TPYNIHUPOBKM HCIHOJHEHHBIX JOKYMEHTOB B Jiela, Hapsabsl U
MIPOU3BOJICTBA, UX CUCTEMATU3ALINH, UHACKCALIUU U ONPEAEIIEHUsI CPOKOB XpPAHEHHUS.

Homenkiatypa nen sIBIsi€TCS OCHOBOM ISl COCTaBJICHUS OINKCEH el IMOCTOSHHOTO M
BpeMeHHbIX (cBbliie 10 JeT) CpOoKOB XpaHEHHUs, a TakxKe sl ydera Jiel BpeMeHHbIX (10 10 ner
BKJTFOYUTEIHHO) CPOKOB XpaHEHUS.

2.3. Ilpu cocTaBIeHUM HOMEHKIATYPHI JIEN CIEAyeT PYKOBOJCTBOBATHCS IMPOIIECCYATbHBIM
3aKOHOJATEIbCTBOM, HOPMATHBHBIMH TMPABOBBIMU aKTaMHU M METOJMYECKUMH JOKYMEHTAaMHU B
cdepe opraHU3aIMK JEIONPOU3BOJCTBA M apXWBHOTO Jela, MOJOXKEHHEeM 00 ammaparte cyna,
MOJIOKEHUSIMU O CTPYKTYPHBIX MOJAPA3JIEICHUSIX Cy/Ja, IITATHBIM PACMUCAaHUEM, JICHCTBYIOIINM
MepevyHeM JOKYMEHTOB, 00pa3yIoluxcsi B polecce ACSITENbHOCTH (efepalbHbIX CyI0B 00mIeit
IOPUCAMKIINN, C YKa3aHHEM CPOKOB XpaHeHHs (nmajee - IlepedeHb JOKYMEHTOB), a TakKKe
HOMEHKJIATypaMH JIeJT 3a TIPEIIECTBYIOIINE TOIbI.

2.4. B nmensx cocTaBlieHUss HOMEHKIIATYPBI JIeNl HAa O4YepeaHON roJ 10 1 HOSOps TeKyIero
roja paOOTHUKOM, OTBETCTBEHHBIM 3a BEJCHHE JCJIONPOM3BOJICTBA B CYICOHON KOJUICTHH,
CyZieOHOM COCTaBe, MOCTOSSHHOM CyA€OHOM MPUCYTCTBHHM WM CTPYKTYPHOM MOJpa3eieHUun
Cyla B OTHEN JeNONpOU3BOJACTBAa  (OOIMMIA  OTHEN) TPEACTABISIOTCS  MOJIUCAHHBIC
COOTBETCTBYIOLIUM TMpejceaaTeseM CyAcOHOM KOJIeruu, CyaeOHOro cocTaBa, HaYaJIbHUKOM
CTPYKTYpHOTO TIOApA3CICHUS, WHBIM YIOJTHOMOYEHHBIM TIpeJaceaaresieM cyaa JuioM (B



MOCTOSIHHOM ~ CyA€OHOM TPHUCYTCTBHM) M  COTJIACOBAaHHBIE C  HAYaJIbHUKOM  OTJelna
JeJIONPOU3BOJCTBA (00LIEro oTnaena) U pabOTHUKOM, OTBETCTBEHHBIM 3a PabOTy apXuBa Cy[a,
NpEeNJoKEHUsT JJi1 BKIIOYEHHS B HOMEHKIATypy Jaen (mpuioxenue N 1 Kk Hacrosmien
WNucTpykumm).

2.5. Ha ocHOBe mpeioKeHui CyneOHBIX KOJUIETHH, CyIeOHBIX COCTaBOB, IMOCTOSHHBIX
CyleOHBIX MPUCYTCTBUN M CTPYKTYPHBIX MOApa3JeieHUN CyAa OTIEIOM JeIOMPOU3BOJCTBA
(oOmuM  otmenoM) wWiIM  PaOOTHHKOM, OTBETCTBEHHBIM 3a BEJCHHUE JIEJIONPOU3BOCTBA,
COCTaBJISIETCS HOMEHKJIATypa JeJl Ha 0YepeTHON KaJICHIapHBI TOJI.

Homenknatypa 1ei1 COCTOUT M3 pa3AesioB, HAMMEHOBAHUS KOTOPBIX COOTBETCTBYIOT
HAaWMEHOBAHUSM TOAPA3CICHUIN Cy/a, PACIONIOKEHHBIX B COOTBETCTBHHM CO CTPYKTYpOM cyja,
100 U3 pa3liesoB COTJacHO HaMNpaBlIEHUSIM ACSITENILHOCTH Cy/a (ecly ammapaT cyAa COCTOUT U3
pabOTHUKOB, 3aMEIIAIOIIUX OTAEIbHBIC JTOJDKHOCTH), PACIONOKEHHBIX C YYETOM JIEUCTBYIOIIEH
cXeMbl moctpoeHus [lepeyns: JOKyMEHTOB.

2.6. HomenkiaTypa JieJ BU3UPYyeTcsi paOOTHUKOM, OTBETCTBEHHBIM 3a padOTy apXHBa Cyja,
MOAMMUCHIBAETCS HAYATbHUKOM OTJEJNa JEJI0NpPOr3BOACTBA (OOIIEro OT/eNa), COTJIacOBBIBACTCS C
AKCIIEPTHON KOMHUCCHEH CyJla U YTBEPXKAACTCS MPEACeIaTeIeM Cya.

Onun pa3 B 5 n€T cyA, BBICTYNAOINNA UCTOYHUKOM KOMIUIEKTOBAHMS TOCYJapCTBEHHOIO
apxuBa, 00 MPHU HAJIMYUK COOTBETCTBYIOLIErO OTOBOPA COITIACOBBIBAET HOMEHKIIATYPY €I C
cootBercTBYytomen JIIK apXxuBHOTO yupexaeHus.

2.7. HoMeHKIaTypa 1ieJ1 BBOOUTCS B AeUCTBHE € | sTHBapsl CIEAYIOIIEro KaJleHIapHoro roja.
2.8. HomeHKI1aTypa el COCTaBIsAETCS B IBYX DK3EMILIApaXx:

NEPBBIA AK3EMIUISIP YTBEPKICHHOW HOMEHKIATYPHI SIBISIETCS JIOKYMEHTOM IOCTOSTHHOTO
XpaHEHUs, TOMENIaeTCcsl B OTACIBHOE JIEJI0 W BKJIIOYAEeTCS B HOMEHKIATYpy B paslien oTneia
JIENONPOU3BOICTBA (OOIIIETO OT/ACINA);

BTOPOI 3K3EMILISIp NEPEJAETCS B apXUB CyJa B KAU€CTBE YUETHOTO JJOKYMEHTA.

B cynax, BBICTYyNamOIMX MCTOYHMKOM KOMILUIEKTOBAaHUS T'OCYIapCTBEHHOIO apXWBa, WIH
IpU HAJIUYUU COOTBETCTBYIOLIEIO JIOTOBOPA C ApXUBHBIM YUpEKJIECHHEM HOMEHKIATypa Jenl
COCTaBIISIETCS B TpeX DHK3EMIULIpax; TPETHUH DHK3EMIULIP NEPEJaeTCss B COOTBETCTBYIOILMN
rOCY/IapCTBEHHBIN apXUB, APXUBHOE YUPEKACHHE.

B kauectBe pabouero »sK3eMIuisipa B OTAENE JCJIONPOU3BOJCTBA (00IIEM OTIENe)
WCIIOJIb3YeTCsl KOS YTBEPKACHHOW HOMEHKIIATYPHI JIE.

HomeHknaTypa nesn Ha o4yepedHOM Toj pacchbulaeTcsi B CyAeOHbIE KOJUIETHUHU, CyAeOHbIe
COCTaBbl, TOCTOSIHHBbIE CyAeOHble TPUCYTCTBUs, CTPYKTYpHBIE TMOApa3eieHUus cyna B
JIEKTPOHHOM BH/JIE€ WU B BUJE KOMHUIM COOTBETCTBYIOIIMX Pa3/iejoB HA OyMa)KHOM HOCHTEJIE.

2.9. YTouHeHusT B 3aroJIOBKM [J€J1 W HOBBIE 3arojOBKHM JI€JI, HE IPEeAyCMOTPEHHBIE
YTBEPKACHHOM HOMEHKJIATYPOU €I, BHOCATCSA B COOTBETCTBYIOLIME pa3leiibl HOMEHKIATYPBI.
HoBble 3arooBku e BKIIOYAOTCS B IPEAYCMOTPEHHBIE ISl 3TOTO PE3EPBHBIE HOMEPA.



[To 3aBepmieHuu roma JaHHBIE 00 M3MEHEHUSX W JOMOJHEHHSX, BHECEHHBIX B Pa3Jleibl
HOMCHKJIATYPBI JIeJ, BMECT€ C MTOTOBBIMH 3allMCSIMH O KaTeropusX W KOJUYECTBE JIel,
3aBEJICHHBIX B CY/J€OHOHN KOJUIETHUH, CyJeOHOM COCTaBe, MOCTOSIHHOM CYA€OHOM IMPUCYTCTBHH,
CTPYKTYPHOM TOJIpa3/ICJICHUH CyJa B TE€UCHHE TOfa, MEPEAAIOTCS B OTACH JEIOMPOU3BOJICTBA
(oOmuit oTmen).

OtnenoM Jenompou3BOACTBa (OOIIMM OTAEIOM) Ha OCHOBE ITOJYYEHHBIX JaHHBIX 00
M3MEHEHUSX U JOMOJHEHUSX, BHECEHHBIX B Pa3/iesibl HOMEHKJIATYPHI A€, TOTOBUTCS JAOMOJIHEHNE
K HOMEHKJIAType, B KOTOPOM IIOCJIEOBATEIFHO B COOTBETCTBHM C pa3jellaMH HOMEHKIIATYPHI
YKa3bIBAIOTCSI  3aroJIOBKM 7, HE TMPEIyCMOTPECHHBIC YTBEPXKIACHHBIM  JK3EMILIIPOM
HOMEHKJIATYPBI.

JlomonHeHne K yTBEP>KICHHOW HOMEHKJIAType JeN MOIMUCHIBACTCS HAYaIbHUKOM OTJeina
JIeJIONPOU3BOJICTBA (00IIero oTaena), BU3UPYeTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a paboTy
apXuBa CyJia, COTJIACOBBIBAETCSl IKCIIEPTHOM KOMHUCCHEH cyla M yTBEpXKAaeTcs MpejicenareneM
CyJa, TOoCJe Yero BMECTE€ C UTOTOBOM 3aMHChI0 O KATETOPUSIX U KOJIMYECTBE JIEJ, 3aBEJICHHBIX B
CyJle B TEUECHHUE T'0JIa, MPUOOIIAETCS K YTBEPKACHHOMY AK3EMILIAPY HOMEHKIIATYPHI.

PaGouwnii 3K3eMIIsip HOMEHKIIATYPBI JIeJ XPAaHUTCS B OTJIENE JEJIONPOU3BOJCTBA (00IIeM
oTzernie) 10 TeX Top, MoKa Ha Jena, ChOpMUPOBaHHBIE B COOTBETCTBUU C HOMEHKJIATYpOH e, He
OyIyT COCTABJICHBI OITUCH JIEI.

2.10. B cnydyae u3aMeHeHUs1 CTPYKTYpbI cyaa (yrnpa3aHeHUE, peopraHu3aius CTPyKTYpPHOTO
no/ipa3/ieIeHusl CyJia, CO3/IaHue HOBOTO CTPYKTYPHOTO MOApa3/ieJeHHs Cy/la) HOMEHKIIATypa /el
COCTaBIISIETCSI 3aHOBO U MOJUICKUT COTJIACOBAHUIO M YTBEPKIECHUIO B YCTAHOBIEHHOM TOPSIIKE.

Homenkmarypa el BHOBb  CO3JAaHHOTO  CTPYKTYPHOTO  MOJApA3JECICHUS  CyAa
paspabaTbiBaeTCsI W MPEACTaBIsAeTCS  PaOOTHMKOM,  OTBETCTBEHHBIM 32  BEACHHUE
JIETIONIPOU3BOJICTBA B CTPYKTYPHOM IOAPA3CICHUH, B OTACH JEIOMPON3BOICTBA (OO OTIEN)
W paOOTHHUKY, OTBETCTBEHHOMY 3a BEJICHHE JCJIONPOM3BOJICTBA Cyna (€cid ammapar cyja
COCTOUT U3 paOOTHUKOB, 3aMEIIAIOIINX OTACIIbHBIC TOJKHOCTH ), B MECSUHBIN CPOK.

B unbIX cnydasx (Hampumep, U3MEHEHHE CPOKOB XpaHEHHs IOKYMEHTOB HOBbIM llepeunem
JIOKYMEHTOB U JIpyroe) MOBTOPHOE COIJIacoBaHUE MpoekTa HoMeHkIaTypel ¢ DIIK apxuBHOTO
yapexaeHus He TpedyeTcs.

2.11. I'pacdb1 HOMEHKIJIATYPBI JI€TT 3aMOIHSIOTCS CICTYIOIIHM 00pa3oM.

2.11.1. B rpade 1 (uHIekc nena) HOMEHKJIATYPbI JIeJd MPOCTABIAIOTCS MHIEKCHl KaXJ0ro
JieNla, BKJIIFOYEHHOTO B HOMEHKJIATypy. MHIekc [ena COCTOMT M3 YCTaHOBJIEHHOTO B CYAE
nudpoBoro wim OYKBEHHOro 00O3HA4YCHHUS CyACOHOM KOJUIETHH, CYIeOHOTO COCTaBa,
MOCTOSIHHOTO ~ Cy1Ie0HOTO  NPUCYTCTBUS, CTPYKTYPHOTO  TOJpPAa3AeNieHUs, HaIlpaBJICHUS
JESITeTbHOCTH cyAa (ecnu ammapar cyda COCTOMT M3 PaOOTHUKOB, 3aMEIIAIOUINX OTAEIbHBIC
JOJDKHOCTH) M TOPSIAKOBOTO HOMEpPA 3arojloBKa Jiejia 110 HOMEHKJIAType B Ipejaenax cyneOHoM
KOJUIETHH, CYAeOHOrO COCTaBa, IMOCTOSHHOTO CYyJIE€OHOTO TMPHUCYTCTBHS, CTPYKTYPHOTO
No/ipa3/IeIeHHs WM HAMPaBJICHUS ACSTeNIbHOCTH cyaa. MHaeKchl 1en 0603HavarTes apadCKUMU
mudppamu. Hampumep: 02-03, rae 02 - unaekc cTpyKTypHOro noapasnaenenus, 03 - mopsiiKoBbIif
HOMeEp 3aroJioBKa Jiejia o HOMEHKIaType.



2.11.2. B rpady 2 HOMEHKIATYpHI JeJI BKIIOYAIOTCS 3arojIOBKU el (TOMOB), KOTOpBIE
OTPa)KalOT OCHOBHOE COJEpXKaHHE U COCTaB JAOKYMEHTOB jena. [Ipu cocraBieHHM 3arojloBKOB
JeN JUIsi HOMEHKJIATYphl CJIEeNyeT HMCIOJb30BaTh HAMMEHOBAHUS JIOKYMEHTOB, UMEIOLIUXCS B
[lepeune NOKYMEHTOB, C JOMOJIHEHHEM 3aroJIOBKOB KOHKPETHBIM COJEPKaHUEM M APYTHMMH
HEOOXOAMMBIMHM 3JIEMEHTAMU 3aroJIoBKa, IPEeIyCMOTPEHHBIMH HOPMATUBHBIMHU MPAaBOBBIMU
aKTaMH, B TOM YHCJI€ pErJlaMeHTUPYIOLMMH BOIIPOCHI JIEJIONPOU3BOJICTBA U APXUBHOTO JIEIA.

[Topsaiok pacroyioKeHus 3ar0JI0BKOB JIEJ1 BHYTPH PA3AesioB U MOAPA3/I€JI0B HOMEHKIATYPHI
JIeJT OTPEIENSIeTCS CTETIEHbIO BAXKHOCTH JIOKYMEHTOB, COCTABIISIONINX JIeIa, U UX B3aUMOCBS3BIO.

BHawane  pacmomaraloTcsi ~ 3arojIoOBKM  JIed,  COJCpXKallue — OpraHU3aI[OHHO-
pacropsINTeNIbHYI0 JTIOKyMeHTauio. Jlanee pacroyiaralotcsi 3arojJioBKM JIel, COJepiKaliue
TUTAHOBBIC ¥ OTYETHBIC TOKYMEHTHI.

3arojoBOK jena JOJDKEH OTpakaTh TpU3HaK (TPU3HAKH), IO KOTOpOMY(BIM) OHO
chopMHUpPOBaHO:

HOMUHAJBHBIN - Ha3BaHUE BUJa Jeja (Mepemnucka, sKypHal, J1eJ10) WIA BUJa JOKYMEHTOB,
BKJIFOUEHHBIX B J1€J10 (IPOTOKOJIBI, TPUKA3bl);

ABTOPCKMU - HAWMEHOBAHME IMIOCTOSHHO JCHCTBYIOLIETO WA BPEMEHHOTO OpraHa,
JOJHKHOCTHOTO MJIM MHOTO JIMIIA, CO3/IaBIIUX JOKYMEHT(bI);

KOppGCHOHI{GHTCKI/Iﬁ - HAMMCHOBAHWC OpraHuU3alu, Jula, KOTOpOMY aApCCOBAHBI WJIN OT
KOTOPOTI'O IIOJYUCHBI JOKYMCHTBI;

IPEIMETHO-BOIIPOCHBIN - KPaTKOE COAepKaHNEe JOKYMEHTOB JIeNIa;
XPOHOJIOTUYECKUH - 1aTa (TIepruoa), K KOTOpOH(OMY) OTHOCSTCS TOKYMEHTHI J€la;

reorpapuueckuii - Ha3BaHWE MECTHOCTU (TEPPUTOPUU), C KOTOPOU CBSI3aHO COJIECpKAHHE
JIOKYMEHTOB JI€JIa;

YKa3aHUC Ha KOIMMUMHOCTD JOKYMCHTOB ACJIa.

He nomyckaetcst ucronb30BaHUE HAMMEHOBAHMUM 3arojIOBKOB JI€Jl, KOTOPbIE HE OTPaXKaroT
COJIEp’)KaHWE U COCTaB JIOKYMEHTOB Jied (HallpuMep: pa3Hble MaTepuaibl, oOuias nepenucka u
TOMY MOJ00HOE), @ TAKXKe BBOJHBIX CJIOB U CIIOKHBIX CHHTaKCUYECKUX 000POTOB.

B 3aronoBkax nen, coaepikKaliux JAOKYMEHTHI MO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCIIEJIOBATENILHOCTBIO JCNIONPOU3BOJICTBA, B KadecTBE BHJA Jella YHNOTpeOsseTcs TEepPMHUH
"MOKyMEHTHI", @ B KOHIIE 3aroJioBKa B CKOOKax YKa3bIBaIOTCS OCHOBHBIC Pa3HOBUIHOCTHU
JIOKYMEHTOB, KOTOPHIE TOJKHBI OBITH B JIETIC.

Tepmun "HOKyMEHTHI" NPUMEHSETCS TAaKXXE B 3arojoOBKAaX J€J, COAEPKAIIUX JOKYMEHTHI
(cripaBKM, OTYETHI, MEPENUCKYy M TpoUee), SBIAIOMMECT NPUIOKEHUSIMH K KaKOMY-JIHOO
JOKYMEHTY.

Ecan neno cocToMT M3 HECKOIBKHX TOMOB, TO COCTaBJIACTCA O6HII/II71 3arojJoOBOK Acja, a
34TCM IIpH HGO6XOI[I/IMOCTI/I COCTABJIAIOTCA 3aroJIOBKU KaXXJ0I'0 TOMdA, YTOYHAIOIINEC COACPKAHUC



3aroJioBkKa Jcja.

3aroyioBKM /e MO BOMNpOcCaM, HE pa3pelieHHbBIM B TEYEHHE OJIHOTO T0Ja, SBISIOTCS
"mepexoasamuMu” U BHOCSTCS B HOMEHKJIATYPy CyAa CIAEAYIOIIEro rojia ¢ TeM K€ MHACKCOM C
MIPOCTABJICHUEM COOTBETCTBYIOIIECH OTMETKH B rpade "l[Ipumedanue".

HpI/I BKIIIOUYCHHUH 3arO0JIOBKOB 3JICKTPOHHLIX JCJI B HOMCHKIIATYPY HMHICKCHI 3JICKTPOHHOI'O
ACJIa W 3aroJIOBKH JJICKTPOHHBIX JCJI COCTABJIAIOTCA IIO TEM KC IpaBWjIaM, 4YTO W HHIACKCHI U
34roJIOBKH JCJI ¢ JOKYMCHTAMH Ha 6YM3)KHOM HOCHTCIIC.

B 3aromoBkax e, coiep)kKaliux JOKYMEHTHl OIpaHHMYEHHOTO JOCTYIA, B HOMEHKIATYpe
IpocTaBisieTcsl cooTBeTcTBYtomas orMerka ("l ciyxebnoro nons3oBanus", "JICII").

2.11.3. B rpade 3 HOMEHKJIATYpHl J€]I MO OKOHYAHUHU KaJICHAAPHOTO TojJia yKa3bIBaeTCs
KOJIMYECTBO 3aBEJICHHBIX JIeJ (TOMOB).

2.11.4. B rpade 4 HOMEHKIATYpHI JeN yKa3bIBAIOTCA CPOK XpaHEHHS JeJ, HOMEpa CTaTel,
yCcTaHOBJIEHHBIX [lepeuyHeM JOKyMEHTOB.

CokpanieHusi CpOKOB XpaHEHUs, YCTAHOBICHHBIX AeHCTByOIUM llepedyHemM NOKyMEHTOB,
HE JIOITYCKaeTCs.

2.11.5. B rpade 5 B TeueHHe BCEro Cpoka JEHUCTBUS HOMEHKJIATYpPhl MPOCTABISIOTCS
OTMETKA O BEJICHHMH el B AJIEKTPOHHOM BHJIE, O MEPEXOAIIUX JeJaX, O BBIACICHUU NN K
YHUUTOKEHUIO U IPYTOE.

2.11.6. Cynebuble nena moanexar o0s3aTeIbHOMY yUY€Ty U BKIIOYEHHIO B HOMEHKJIATYPY
hi(Sh)

3anonHeHue rpad HOMEHKIATYPHI JENd MO CyAeOHBIM JelaM OCYIIECTBIISIETCS MO OOIIUM
TIPaBUIIAM.

['pada 2 3amonHsAETCS B COOTBETCTBHM C 3arojiOBKaMH, MpeaycMOTpeHHbIMU [lepeunem
JOKYMEHTOB, 0€3 BKIIOUYCHHS B HOMEHKJIATypy PpErHCTPAIMOHHBIX HOMEPOB KOHKPETHBIX
CyneOHBIX JIeTl.

Hamnpumep, kK mOACYAHOCTH PallOHHOTO CyAa OTHOCSTCS TPaXXJAHCKHUE JIeJa O pacTOPKECHUU
Opaka, COOTBETCTBEHHO, B HOMEHKJIATyPy MO COOTBETCTBYIOIIUM MHJEKCOM OJUH Pa3 BHOCUTCS
He0OX0IMMBIH 3arojoBok U3 IlepeuHst JOKYMEHTOB.

2.12. Tlo 3aBepiieHuu kaneHaapHoro roga (mo 1 deBpans cieayroniero roaa) cyiacOHbIC
KOJUIETHHM, CYACOHBICE COCTaBBl, TIOCTOSHHBICE CYACOHBIC TPUCYTCTBUS, CTPYKTYpHBIC
noApasaeieHuss oGOpPMIISIOT UTOTOBYIO 3aMHCh K HOMEHKJIAType Jell, B KOTOPYIO BHOCSATCS
CBEJICHUS O KOJIMYECTBE 3aBEJICHHBIX JIEJI C YUYETOM KOJIMUeCTBa TOMOB (Tpada 3 HOMEHKIATYpPhI
7IeIT), OTACIIBHO TIOCTOSTHHOTO U BPEMEHHOTO CPOKOB XpPaHEHUS, BPEMEHHBIX CPOKOB XPaHEHUS C
ormetkoi "JIIK" u "mepexonsiiux". VToropast 3anuch AOMNOIHAETCA NaHHBIMU O KOJUYECTBE
ANIEKTPOHHBIX JIEJT COOTBETCTBYIOIINX CPOKOB XPaHEHHUS.

Janee 3Tu cBeAeHUS MepeNalOTCs B OTAEN JEJIONpPOM3BOACTBA (00U oOTHen) it
COCTaBJICHUSI UTOIOBOM 3alIMCH K HOMEHKJIATYpE.



CeeneHusi, coiepralivecss B UTONOBOM 3alMCH HOMEHKJIATYphl, MEPENatoTcs paOOTHHUKY,
OTBETCTBEHHOMY 3a paboTy apXxuBa, O UeM B HOMEHKJIAType MPOCTABJIAETCS OTMETKA C YKa3aHUEM
JOJDKHOCTH Y TIOAIIMCH JIMIIA, IIEPEJABIIETO CBEACHUS.

3. CocraBJieHue onuceii e (onucei 3J1eKTPOHHBIX
JOKYMEHTOB) cy/ia

3.1. Omnuce pen (omuch DJIEKTPOHHBIX JOKYMEHTOB) - 3TO AapXMBHBIM CIpPaBOYHUK,
IPEICTABIISAIONINI cOO0N CHCTEMAaTU3UPOBAaHHBIN MTEpEeUeHb 3ar0JIOBKOB JIeJ U IpeHa3HaYE€HHbIN
JUIS PACKPBITHS COCTaBa M COJEp)KaHUA JeJ, 3aKpeIUIeHWs HMX CHUCTeMaTH3alud BHYTPH
JOKYMEHTaJIbHOr0 (JOHJIa U UX y4eTa.

Omnuchk aen (OMMCh AJAESKTPOHHBIX JOKYMEHTOB) COCTAaBIIACTCS Ha OCHOBE HOMEHKIJIATYPHI
ZEN.

OOBeKTOM oOmHcaHusi B OMUCHU JAei (OMUCH BJICKTPOHHBIX JOKYMEHTOB) SIBJISIETCS €TI0
(2JIEKTPOHHOE JIETI0).

3.2. Onucu pen, ONMCH JAed CyAEOHBIX KOJUIETHUH, CYIEeOHBIX COCTABOB, IMOCTOSIHHBIX
CyIneOHBIX TPHUCYTCTBUN, CTPYKTYPHBIX Tojnpasnenenuii (mpuioxenus N 3, 4, 5, 6, 7, 8 k
HacTosield MHCTPpYKIMK) COCTABIISIOTCS OTJEIbHO Ha!

TpaXXaaHCKUC [CjIa ITIOCTOAHHOTO XPAaHCHUA,
AIMHUHUCTPATUBHLBIC ACJIa IIOCTOAHHOTO XPAaHCHU A,
YTOJIOBHBIC ACJIda TOCTOAHHOTO XPAHCHU,

Jcjaa C Cy,[[e6HBIMI/I aKTaMM, U3BATBIMHA U3 I'PAXKIAHCKUX JCIT U MAaTCPHUATIOB, pa3pCllaCMbIX B
IMOPAOKE TI'PAXKAAHCKOTO CYIOIIPOMU3BOJACTBA, B CBA3M C HCTCUCHHCM CpPOKa HX XPaHCHUA,
IMOCTOSAHHOTO XpAaHCHUS,

Jgciaa C Cy,HC6HBIMI/I aKTaMH, HU3BATBIMU H3 aAJMHUHHUCTPATUBHLIX MACJI, MATCPHUAIIOB,
pas3pfiiacMbIX B IMOPAAKEC aAMUHHUCTPATUBHOI'O CYAOIIPOHU3BOACTBA, B CBA3H C HCTCUYCHUCM CpPOKa
X XpaHCHUS, TOCTOAHHOTI'O XPaHCHUA,

Jena ¢ CyaeOHbIMM aKTaMH, H3BATBIMH M3 YTOJOBHBIX [, MaTepHalioB CyAeOHOTO
KOHTPOJISI, MaTepHaloB, pa3peuiacMbIX B TMOPSAAKE HCIOJHEHUS MPUTOBOpPA, B CBS3U C
HCTEYEHUEM CPOKA UX XPAHEHMS, IOCTOSHHOTO XPAHEHHS;

Jienia o0IIero AeIONPOU3BOJICTBA IIOCTOSHHOTO XPaHEHUS;

rpa)xJaHCKue Jiesia BpeMeHHbIX (cBbllie 10 1eT) cpoKoB XpaHEHUS;

aJMUHHUCTpPATUBHBIE JieJia BpeMEeHHbIX (cBbIlIe 10 JeT) CpoKOB XpaHEeHHUS;

YTOJIOBHBIE Jiefia BpeMEeHHBIX (CBbIIIe 10 JIeT) CpOKOB XpaHEHUS;

Jena ¢ CcyneOHbIMM aKTaMM, HM3BSATBIMU M3 JIeJ, MaTepHalioB 00 aJIMUHUCTPATUBHBIX
IIPABOHAPYILIEHUSAX B CBSA3M C HUCTEYEHHEM CPOKA MX XpaHEHMs, BpeMEeHHbIX (cBbime 10 jer)



CPOKOB XpaHEHHS;
Jiena o011ero AeI0Npor3Bo/ICTBa BpeMeHHBIX (cBhIiIe 10 JIeT) CpOKOB XpaHEHUS;
JIeNIa 1o JINYHOMY COCTaBY;

Jiena co cpokoM xpaHeHus "Jlo nukBuaanuu cyna" (B ciayyae, IpeyCMOTPEHHOM ITYHKTOM
3.2.1 nacroseid UHCTpyKIMHM).

3.2.1. Jlena co cpokom xpaHeHus "Jlo nukBumauumu cyna"' B Cylax, BBICTYNAIOIIUX
HCTOYHUKAMH KOMIUICKTOBAHUS TOCYJAapPCTBEHHOTO apXWBa, BKIIOYAIOTCS B OTIACIBHYIO OIHCH
7eN; B Cy/Aax, HE BBICTYMAIONMX HCTOYHMKAMH KOMIUIEKTOBAHHS TOCYAapCTBEHHOTO apXHBa,
BKJTIOYAIOTCS B OIKCH JIEJ MOCTOSTHHOTO CPOKA XPaHCHHUS.

3.2.2. AHajIOTUYHBIE OMIMCH COCTABJISIOTCA Ha AJICKTPOHHBIC JIETa.

3.3. Ha cyneOnbie nena BpemeHHBIX (0 10 €T BKIIOYUTEIHHO) CPOKOB XPAaHEHHUS OMHCH
Jen BEIyTCS B TPOM3BONIBHOM (hopMe B 3JEKTPOHHOM BHJE PaOOTHUKOM, OTBETCTBEHHBIM 32
BEJICHHE JICIONIPOM3BOJICTBA B CyACOHON KOJIIETHH, CYJI€OHOM COCTaBe, IIOCTOSSHHOM Cy/eOHOM
MPUCYTCTBUU, CTPYKTYPHOM TOAPA3ACICHHUH.

B crmyuae mepemaum Ha XpaHEHHE B apXWB Cyna Jied BpeMeHHbIX (1o 10 yer) cpokos
XpaHeHHs (B COOTBETCTBUU C MMyHKTOM 7.5 HacTosme MHCTpykimn), onucu Jel B 3JeKTPOHHOM
BUJIE BEIyTCs TAaKKe Ha Apyrue Jena BpeMeHHbIX (10 10 jeT) cpokoB XpaHeHus (1enna oOIiero
JETIONPON3BOICTBA: HAPS/bI, KHUTH, )KYPHAIIbI U T.11.).

[Ipu yHuutoxkeHuu Takux pAen B rpade "l[lpumeuanume" omnucu Aen MPOCTABIAETCA
COOTBETCTBYIOIIAsl OTMETKA CO CCBUIKOM Ha aKT 00 YHUUYTOXCHUU Jelia.

3.4. Onucu gen CyneOHBIX KOJUIETHH, CyAE€OHBIX COCTaBOB, ITOCTOSIHHBIX CYJEOHBIX
MPUCYTCTBUM, CTPYKTYPHBIX MOJApA3JIEICHUI Cyla COCTaBIISIIOTCSA IO YCTaHOBIEHHOW (opme
(npunoxenuss N 3, 4 x Hacrosmied MHCTpykuuu) B IBYX 3K3EMIUIApax M MNPEJICTaBISIOTCS B
apXMB CyJla HE ITO3/IHEE YEM YEePEe3 LIECTh MECALICB IIOCIIE 3aBEPLICHUS 1€ B ACJIONIPOU3BOICTBE.

[lepenaua aen NOCTOSSHHOTO U BpEMEHHOTO (CBbIIe 10 J€T) CPOKOB XpaHEHUS B apXUB Cya
OCYIIECTBIIACTCSI MO OMHUCSAM [l CYOeOHBIX KOJUIETHM, CYIAEOHBIX COCTAaBOB, IMOCTOSHHBIX
CylneOHBIX TPHUCYTCTBUN, CTPYKTYPHBIX mojapasneneHuil (mpunoxkenus N 3, 4 k Hacrosmiei
Nuctpykuun).

3.5. Ilpu cocTaBiaeHUU OMUCH Jed CyIeOHBIX KOJUIETUH, CyIeOHBIX COCTaBOB, MTOCTOSTHHBIX
CyleOHBIX MPUCYTCTBHM, CTPYKTYPHBIX TOJpa3JelieHU Cyaa COOMIOJAI0TCS  CIICAYIONINe
TpeOOBaHUS:

3aroJJOBKH A€ BHOCATCS B OIIMCH ITIOJJHOCTBIO,
KaX10€ AC€J10, TOM BHOCUTCA B OIMUCH MO CAMOCTOATCIbHBIM ITOPAAKOBBIM HOMCPOM;

rpadpbl OMHCH 3aMOJIHAIOTCS B COOTBETCTBHU CO CBEACHHUSMH, KOTOpBIC BBIHECEHBI Ha
O0JIOXKKY Aena;



rpada ommcu "llpumedanue" wucmonp3yeTcs AN OTMETOK O mpueMe (mepenade) e,
0COOEHHOCTAX (PU3UYECKOTO COCTOSIHHSA, O HATUYUHU KOHH.

3.5.1. OCHOBHBIM 3JIEMEHTOM OIIMCU JE€J SBJSETCS OINUCaTelIbHAasl CTAaThs, B KOTOPYIO
BXO/JISIT: HOMEP JieJia 1O MOPSAJIKY, MHJIEKC JeJla 10 HOMEHKJIAType /1€, 3ar0JIOBOK Jejia, KpaHue
JaThl JieNa, KOJIMYECTBO JIMCTOB, IPUMEYAHUS.

3.5.2. IlopsaKOBbIM HOMEp JieJIa MNPHUCBAUBAECTCSA IIOCIE €ro BKIIOYEHUS B OINUCh U
PacroJIOKEeHHUS B OITUCU B COOTBETCTBUU C MPUHSITON CXEMOMN CUCTeMaTH3aIUH.

B ciyuae oOHapyeHHs HOBBIX /€], HE BHECEHHBIX B ONMCU Ji€d CyIeOHOH KOJIerHuu,
CyZeOHOro cocCTaBa, MOCTOSHHOIO CYJAEOHOr0 MPHUCYTCTBHS WIH CTPYKTYPHOTO IOAPAa3eIICHUS
CyJia UM OIIMCH JIeJI, TAKUE JIeJIa BHOCSTCS B yKa3aHHBIE ONUCHU MO/ IUTEPHBIMU HOMEPaMH.

Jlena, BHECEHHBIC B OIMKCH IOJI TUTCPHBIMA HOMEpaMH, BHOCATCS B Hee C J00aBJIICHUEM K
HOMepY nena OykB andasuta (k mpumepy: 4, 5, S5a, 50, 6).

3.5.3. UHpekc nena npeaHasHadyeH Ui MPOCTAHOBKM HOMEHKJIATYpHBIX HOMepoB aeil. [lo
pemiennto  coorBercTByrome OIIK  apxuBHOro yupexnaeHus ngaHHas rpada  MOXKET
WCIIOJIb30BATHCS 1JI1 HHBIX OTMETOK.

3.5.4. 3aronoBOK JAeina COACPKUT MH(POPMAIIMIO O BKIIOUEHHBIX B JIeJIO BHAAX JOKYMEHTOB
WJIU PeIllaeMbIX UMHU BOIMIPOCAX.

B rpade 3aronoBka nena ¢ HOBOM CTPOKM MOKET OBITh NHpUBEACHA JOMOJIHHUTENbHAS
uHpopMmaIys 06 0COOEHHOCTSIX JOKYMEHTOB, BKJIIOUEHHBIX B JIETIO.

Kax b1l 3aroinoBoK MUIIETCS MOJTHOCTHIO, COKpatieHue "To xxe" He JomyckKaeTcsl.

[Tpu BKIIFOUEHUHW JTUYHBIX JIEJT TUMOBast 4acTh 3arojioBka ("Jluunoe geno pabortHuka...") u
WMHAUBUAYaJbHAs OTIEISIOTCS APYr OT Jpyra JABOETOYMEM, MPOoOEeIoM Iociie Hero u absaiem.
Hanpuwmep:

N | HWupekc 3aroioBoOK Aena Kpaitaue nater | Komnuec | [Ipumeua
n/m | nena TBO HUS
JMCTOB
1 2 3 4 5 6
1. JInuHoe neno paboTHUKA 01 urons 2015 - 54

MockoBckoro obnactHoro |05 gexabps 2015
cyaa, yBosieHHoro B 2015
roay:

NBanoB MBan lBanoBHY

2. JInuroe neno paboTHUKA 03 aBrycrta 2015 76
MockoBckoro obnactHoro |- 06 HosiOpst 2015
cyna, ysosieHHoro B 2015
rofay:

MatBeeB MatBeit




‘ ‘ MatBeeBnuu ‘ ‘ ‘

AHaOTHYHBIM 06p330M 0(1)0pMJI}II-OTC}I N HHBIC 3aroJIOBKH JICJI, MMCIOIIMC THUIIOBYIO H
IICPCMCHHLBIC YaCTH 3ar0JIOBKOB.

[Ipu BHECEHHUM B OMUCH 3ar0JIOBKOB CY/IEOHBIX JI€] CIEAYET YKa3bIlBaTh B 3aroJIOBKE HOMED
nena (YWUJI), Homep mpou3BoACTBaA MO JIETy.

3.5.5. I'padpa "KpaitHue natel" COACPKHUT KpaliHHUE OaThl (HAYAJIbHYIO M KOHEUYHYIO)
JIOKYMEHTOB JIeJia WJIK COOBITHM, KOTOPBIE OCBEIIAIOTCA STUMH IOKYMEHTAMHU.

Kpaiinue 1aTel B OMUCH MOTYT OBITh MPEICTABIICHBI CICAYIOIINM 00pa3oM:
MMEIOTCS HayajbHas U KoHeuHas natel: 08 ssuBaps 2025 - 07 asrycra 2025;
HavyajibHas U KOHEYHas JaThl coBnagarot: 15 suBaps 2025;

B OJTHOM M3 JaT OTCYTCTBYET YHCJIO W/1in Mecdll: ssuBapb 2025 - 03 mapta 2025, 01 anpens
2025 - 2026;

HayajibHasl WM KOHEYHAas JlaTa OMpeIeIsieTCs M0 KOCBEHHBIM JaHHbIM: [2025];
KpaliHue 1aThl yCTAHOBUTH HE yAaJlock: [0/1].
Coxkpamats gaTsl (K mpumepy, 15 - 23 mapta 2025, mapr - anpens 2025) He qomycKaeTcs.

K uncnam Mecsiiia oT mepBoro A0 AEBITOro A00aBIseTCs BIiepeau cTosmuii Houb (03 mapra,
06 cents0ps); ciaoBo "roxa" (cokpamenus "r.", "IT.") HE HCTIOIB3yeTCS.

3.5.6. B onucsx nen BpeMEHHBIX CPOKOB XPaHEHHUs CPOK XpaHEHUs Jeja yKa3bIBaeTCs B
COOTBETCTBHUU C JICUCTBYIOIIMM Ha MOMEHT COCTaBJIeHUs onucu [lepedHemM qOKYMEHTOB.

3.5.7. B rpade "KonuuecTBO JHUCTOB" BHOCUTCS KOJIMYECTBO MPOHYMEPOBAHHBIX JIUCTOB B
nene (6e3 KoMM4ecTBa JINCTOB BHYTpeHHEH onucH). Koan4ecTBO TUCTOB B ONMUCATENIBHONW CTaThe
JIOJKHO COBIAAATh C KOJMYECTBOM JIMCTOB, YKa3aHHBIX B JIUCTE-3aBEPUTEIIE JEIa.

3.6. Ilepen BHeceHHWEM 3aroJIOBKOB JIel B ONHKCH JIeN CYACOHBIX KOJUICTHH, CyIeOHBIX
COCTaBOB, TIIOCTOSHHBIX CYACOHBIX TPUCYTCTBUH, CTPYKTYPHBIX TMOJApA3JICICHUN Cyna
pabOTHUKAMH, OTBETCTBCHHBIMH 3a BEJICHHEC JICJIONMPOM3BOICTBA, IPOBEPSIOTCS KadueCTBO
dbopmupoBanus ¥ oQOpMIICHUS JCN, COOTBETCTBHE KOJIMYECTBA JEJI, BHOCUMBIX B OIUCH,
KOJIMYECTBY 3aBEJACHHBIX JIEJ] IO HOMEHKIAType Je.

[Ipyu mnpocMmoTpe nen NpOBEPSIIOTCA: COOTBETCTBHE 3aroJIoBKa JieJda  COACPIKAHUIO
JOKYMEHTOB B JIeJI€; MPAaBUWIBHOCTh O(DOPMIICHHS M TPYINIUPOBKU TOKYMEHTOB, BKIIOYEHHBIX B
JIeJI0; KAa4eCTBO IOAIIMBKM WM IIEpeIieTa Jeja; NPaBHIBHOCTh HyMEpaluu JIMCTOB JIENa;
HaJu4yue B JieJIe BHYTPEHHEN OMNMCHU Jela W IMPAaBWIBHOCTh €€ COCTaBJICHUs; NPaBUIBHOCTH
oopmieHust 006JI05KKH JieNa; HATMYKMe U MPAaBUIBLHOCTH JIUCTA-3aBEPUTEIIS.

[Ipu oOHapy>keHUH HapyIIEHUS YCTAaHOBJICHHBIX MpaBWI (OPMHUPOBAHUSI U OGOPMIICHUS



ACTI OHHM  JOJIXKHBI OBITH YCTPaHCHBI pa6OTHI/IKaMI/I, OTBCTCTBCHHBIMHM 3a  BCACHHC
ACJIOIIPOU3BOACTBA.

3.7. B cnydae oOHapyXeHHs OTCYTCTBHUSI J€J, 3aBEJCHHBIX B COOTBETCTBUU C
HOMEHKJIATYpOu e, paOOTHUKOM, OTBETCTBEHHBIM 3a BEJCHUE ACIONPOU3BOJICTBA B CyAeOHOM
KOJJIETHH, CyAeOHOM COCTaBe, IOCTOSIHHOM CyAeOHOM TMPHUCYTCTBHUM WM CTPYKTYPHOM
MOAPAa3ACICHUH Cy/1a, IPUHUMAIOTCSI MEPBI 1O UX PO3bICKY. OOHAPYKEHHBIE JieNia BKIIOYAIOTCS B
OIHCH JIEN.

Ecnu nmpuHATBIE MEepBI HE Jaji pe3y/IbTaToOB, TO Ha HEOOHAPY)KEHHBIC Jieja COCTAaBIISCTCS
akKT 00 yTpare MOKYMEHTOB B IMPOM3BOJBHON (hOpMe, KOTOPBIN MOMMUCHIBAETCS HAYAIBHHUKOM
oTzeNa JeNONpon3BoIcTBa (00IIEro oTaena) u mpejacenareneM CyAeOHOM KOJIETuu, Cy1e0HOro
COCTaBa, YMOJHOMOYEHHBIM JIMIIOM IIOCTOSIHHOTO CYyIEOHOTO TIPUCYTCTBUS, HAYaIbHUKOM
CTPYKTYpPHOTO Tonmpa3aeneHust cyna. [lamee akt 00 yTpaTe AOKYMEHTOB YTBEPXKIAeTCs
mpeacenaTeNieM Cyla U TepefaeTcss BMECTe C OMUCBHI0 JeNl CyAeOHON KOJUIeTHH, CyAeOHOTO
COCTaBa, MOCTOSIHHOTO CYACOHOTO MPUCYTCTBUS, CTPYKTYPHOTO TIOJpa3ICiCHUS Cyia paOOTHHKY,
OTBETCTBEHHOMY 3a paboTy apXHBa Cy/a.

3.8. Onucu nien, ONKMCH AMEKTPOHHBIX TOKYMEHTOB (IOJOBBIE pa3/ielibl OMKUCEN e, onucen
ANIEKTPOHHBIX JOKYMEHTOB) (Tipuiioxkenus N 5, 6, 7, 8 k Hactosmieit MTHCTpyKIIMM) COCTABIISIFOTCS
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apxuBa cyla, HA OCHOBAaHWU OIUCEH JeN, omnucen
AJIEKTPOHHBIX JOKYMEHTOB CYJIEOHBIX KOJIJIETHH, CyleOHBIX COCTaBOB, MOCTOSHHBIX CYIEOHBIX
MPUCYTCTBUM U CTPYKTYPHBIX MOJPA3ICIICHUN Cya.

3.9. IlepBoMy ro1oBOMY pa3zieny OMUCH JeJ IPUCBAUBAETCS HOMEP OIKCH 10 JIUCTY (OHIa,
BCE MOCJIEAYIOIINE FOJIOBBIE pa3ieibl YUCIATCA 3a JaHHBIM HOMEPOM JI0 3aBEPILEHUS OMKCH.

He momyckaeTcsi MPUCBOCHHE OIMHUCSIM JIeJI OJMHAKOBBIX YYETHBIX HOMEPOB B Mpeaeiax
onHOTO (hOHIA.

3.10. 3akoH4eHHasi OMUCH Jie7T Ha OyMa)KHOM HOCHUTEJIE JOJDKHA BKIIIOYATh He Oosiee 9999
€AUHULL XpaHECHMUS.

[Tpu MOCTHKEHUH MAaKCUMAJIBHOTO KOJMYECTBA CTATEH WM MPUOIMIKEHUU K ATOMY YHUCTY,
KOIZla KOJIMYECTBO JIEJ B CJIEYIOIEM I'OJJ0BOM pa3iesie MOXKET ITPEBBICUTh JAaHHOE OTPAaHUYECHHUE,
OIHCH 3aKPHIBACTCA U HAUYMHAETCSI HOBAsI OMHUCH CO CIIEIYIOITUM CBOOOIHBIM HOMEPOM.

Taxoke omuch Jes 3aKpbIBAeTCs, €CIM HOBBbIE Jejla B Hee MOoCTymarh Ooiiblie He OyayT
(HampuMep B CBSI3M C YIPA3AHEHUEM CYAQ).

3aKOHYCHHAs OIHCH A€ BMCCTC C THUTYJIBHBIM JIMCTOM M CIIPABOYHBIM aIllllapaToM K HEH
3aKJII049acTCA B TBEPAYIO O6J'IO)KKy, HYMCPYCTCA U MOAIINBACTCA WJIN IICPCIIIICTACTCH.

Kamnaﬂ 3aKOHYCHHAas OIIMCh I, Ka)K]IBIfI TOM OIIKCH A€ NOJIKHBI UMEThH JIMCT-3aBCPUTCIIb.

3.11. Ecnu onuck aei COCTOUT U3 HECKOIBKUX FOJAOBBIX Pa3/iesoB, TOMOB, UTOrOBasi 3alIUCh
COCTaBJISIETCA K Ka)XXOMy TOJOBOMY pazneny, ToMy. K KakJoMy MNOCIEIYIOIEeMy T0JI0BOMY
paszeny, TOMy B HapacTaloIlEeM MOPSIKE COCTABIISIETCSl CBOJHASI UTOrOBasl 3aIKCh.

[Tpu 3akpeiTn onucu o(oOpMIIsieTCsl eIuHas UTOroBas 3alKch, B KOTOPOW YKa3bIBAIOTCS



(mudpamMu 1 MPONHCHIO) 000OMIAIONUE CBEJACHHUS IO BCEM TOAOBBIM pa3jeiiaM, BOIISAIINM B
JTAaHHYIO OIHUCh.

Hamnpumep: IlepBeiii rooBon paszaen: B JaHHyro onuchk BHeceHO 130 men ¢ N 1 mo N 130, B
TOM YHCJIe: JINTEPHbIE HOMEpA - HEeT, poIyleHHble HoMepa - N 113.

Btopoi#i rogoBoit pasnen: B gaHHyto onuchk BHeceHo 100 men ¢ N 131 mo N 230, B Tom
4yucJe: TUTEpHbIE HOMeEpa - 138a, mponyIeHHBIX HOMEPOB - HET.

3aKIIOYUTENBHBIN TOOBOW pa3/iell, OMKUCh 3aKPhIBACTCA: B JaHHYIO ONMUCh BHeceHo 500 men
¢ N 1 mo N 500, B Tom uncne: nurepHbie HOMepa - 138a, nponymenHbie Homepa - N 113.

JI71s1 KaXK10TO TOJIOBOTO pasjiesia OMUCH Jel HEOOX0IUMO YKa3bIBaTh I'0Jl OMUCH, 32 KOTOPBIH
MpeACTaBICHBI IOKYMCHTHI.

FOI[OBBIG pasacibl, €CJIM OHU HC ABJISAIOTCSA 3aKOHYCHHOM OIIMCBhIO, HEC IIOAIINBAIOTCA U HE
MEPCIICTarOTCH.

3.12. B cnopaBouHBI ammapaT K ONKWCH JEJM BXONIAT: THUTYJBHBIA JIMCT; IEPCUCHb
MIEPEeMMEHOBaHNN cyaa (eciim mHPOpMAIUS O NMEPCHMEHOBAHUHM HE COJEPKUTCS B THUTYJIHLHOM
JUCTE OIHKCH), COIepkaHue (OTJaBJICHUE); MPEAUCIOBHE; CIHCOK COKpPAICHHHA; yKa3aTelnu K
onucH (MpeIMETHBIA, UMEHHOU, TeorpaduuecKoit).

3.13. Ha TuTylbHOM JHMCTE€ ONHUCH JAE€d YKa3bIBAKOTCA: TOJHOE HAWMEHOBAHHUE
rOCYJapCTBEHHOT'O apXuBa (€CIM CyJ BBICTYNAET €ro MCTOYHHMKOM KOMIUIEKTOBAHHMS); IOJIHOE
HaUMCHOBaHUE CyJla; HOMEp apxXuBHOro (oHIA; HOMEpP M Ha3BaHWE ONHUCH; KpalHHUE IaThl
BHECEHHBIX B OMUCH €IUHUI] XPAHEHUS.

HamMenoBanme Cyda YKa3bIBACTCA IO MOCICIHEMY IOy BKIIIOUCHUS JOKYMCHTOB B OITUCH
ACII.

3.14. B nmpeauciaoBUM K OMHCH JEJ YKa3bIBAIOTCSA CBEACHHSA B XPOHOJIOTHYCCKHX paMKax
KpaiHHUX JaT eJIMHUI XpPaHCHHUS, BKITIOUCHHBIX B OMKCH: 00 N3MEHEHUSIX B HAMMCHOBAaHUU CY/Ia; O
CTpyKType cyna; o0 ocoOeHHOCTAX odopmieHus U (QOPMUPOBAHMS [€J, OMHCAHUS U
CHCTEMAaTHU3aIlK 3arojIOBKOB JIEN; O COACPIKAHUHM M TOJIHOTE JIeN; O HAJTMYUH U OCOOCHHOCTSX
UHGOPMAIIMOHHBIX CHCTEM, 0a3 JaHHBIX, HCIONB3YyEeMbIX JJIsi pabOThl C 3JIECKTPOHHBIMU
JOKYMEHTaMHU, PETUCTPAIMOHHO-YYCTHBIMA (JOPMAaMH JIeNT ¥ JIOKYMEHTOB U 00pa3aMu (CKaHAMM)
7T U IOKyMEHTOB.

3.15. BHecenue U3MEHEHHI B TOJIOBBIE pa3Jielibl OMUCH Je nociie ux yreepxkacHus 11K
ApXMBHOTO YUPEXKJCHUS WM TOCYJApCTBEHHOT'O apXHBa JOMYCKAETCS TOJIBKO HAa OCHOBAHUU
COOTBETCTBYIOIIUX PEIICHUN HJKcrepTHOM kKomuccuu cyna u OIIK apxuBHOrO yupexaeHus
(rocy1apCcTBEHHOTO apXUBa).

3.16. Onucu nen (rogoBbI€ pa3ienbl ONMUCEN) TOCTOSHHOTO XPaHEHHUsI, BPEMEHHBIX (CBBIILIE
10 5eT) CpoKOB XpaHEHUs, OMHUCEH el MO JIMYHOMY COCTaBY COTJIACOBBIBAIOTCSI C DKCIIEPTHOM
KOMHUCCHEH Cyaa, TMOoclieé 4Yero ecild CyA BBICTyMaeT HWCTOYHUKOM KOMILUICKTOBAHUS
rOCYJapCTBEHHOI'O0 apxuBa, JMOO Ha OCHOBAHUM JOrOBOpa C apXMBHBIM YUPEKICHUEM,
IIPECTABIAIOTCA Ha yTBEpKAeHue cooTBeTcTBYoIei DIIK apxuBHOro yupexaeHus.



Onucu nen (ronoBble pasnensl onuceil) HanpasistoTess Ha OIIK apXuBHOro yupexjeHus B
YeThIpex JK3eMIUIIpax Ha OyMa)KHOM HOCUTENIE U OJHOM 3K3eMIUIIpE B JJIEKTPOHHOM BHUJE B
penaktupyeMoM (Qopmare He IO3JHee 4YeM dYepe3 3 roja IoclIe 3aBEpIICHUs [Jell B
IEIONPOU3BOJCTBE.

Hepe)l HaIIpaBJICHUCM onmucerd Ael Ha YTBCPIKACHUC IIPOBCPACTCA HAJIUYINUC [JOCII,
BKJIIFOUCHHBIX B 3TH OIIMCH.

3.17. Tlocne yrtBepxaeHus omuced nen (romoBbix pazzaenoB ommcei) DIIK apxuBHOrO
YUPEXKJICHUS OHU YTBEPIKAAIOTCS MpejiceiaTeNieM Cy/Ia.

4. JKkcnepTH3a IEHHOCTH JOKYMEHTOB. 3a1aun U pyHKIUH
IKCHEPTHOI KOMUCCHH CyAa

4.1. DkcnepTu3a LEHHOCTH JOKYMEHTOB (Jajee - SKCIepTh3a LIEHHOCTH) - ACSITEIbHOCTH 10
YCTAaHOBJICHUIO CPOKOB XpaHEHUs TOKYMEHTOB, OTOOpPY HX IS apXUBHOTO XpaHEHUS WU
YHUUTOXXEHUS, BBISIBJICHHIO OCO0O IIEHHBIX W YHUKAIbHBIX JIOKYMEHTOB Ha OCHOBaHUU
TpeOOBaHUN HOPMATHUBHBIX MPABOBBIX AKTOB M KPUTEPHUEB IKCIIEPTU3BI IICHHOCTH IOKYMEHTOB.

[IpenmMeTOM BKCIEpTHU3bl LIEHHOCTH SIBIAETCS OINPEACIICHUE COOTBETCTBUS JIOKYMEHTA W
(W) TOKYMEHTOB KPHUTEPHSIM €ro (MxX) IEHHOCTH B IEJSX OMNPEACIICHUS CpPOKa XpaHSHHs U
orObopa JOKyMeHTa MW (WJM) JOKYMEHTOB i BKJIIOYEHHUS B COCTaB ApxXxuBHOTO (hoHIa
Poccuiickoit @enepanni Wiv BBIICICHUS K YHUUTOKEHHUIO 110 HCTEYEHUH YCTAHOBJIEHHOTO CPOKa
XpaHEHHS.

DKcnepTu3a HEHHOCTH MPOBOJUTCS HA OCHOBAHUU MPUHLUIIOB UCTOPU3MA, CUCTEMHOCTH U
LEJIOCTHOCTH MyTEM KOMIUIEKCHOTO IPUMEHEHUS CIETYIOIINX KPUTEPHEB:

MPOUCXOXKICHUS (3HAYMMOCTh  BBIMOJIHSIEMBIX CyIOM (YHKIMA, BpemMs H MeCTO
o0pa3zoBaHus JOKYMEHTA);

colepkaHMsl (3HaUE€HHWE UMEIoLIEHCcs B JOKyMEHTEe HWH(OpMaluu, MOBTOPEHHUE JTOU
uH(pOpMAIMY B JPYTUX TOKYMEHTaX, MOJIMHHOCTh JOKYMEHTA);

BHEUIHUX OCOOEHHOCTEW JOKYMEHTOB (BUJ IOKyMEHTa, (popmMa pUKCUPOBAHUS U Mepeaadu
COJIEp’KaHHUs, IOpUANYECKasl TOCTOBEPHOCTh (HAIM4YME MOJINUCEH, 1aT, evaTeil) TOKyMeHTa, ero
(bu3nuecKoe COCTOSIHUE), a TaKKe MPUTOAHOCTHU JIJIsi UCTIOJIb30BaHUs (BOCTIPOM3BOAMMOCTH (TIpU
AKCIEPTU3E LEHHOCTHU NEKTPOHHBIX U ayTMOBU3YAIbHBIX JIOKYMEHTOB).

4.2. DxcnepTu3a IECHHOCTH JOKYMEHTOB CyJ1a POBOAUTCS:
MIPH COCTABJICHHH HOMEHKJIIATYPHI JIeJI, B poriecce GopMupoBaHus Jem;
P TIOJITOTOBKE JIEN, SJIEKTPOHHBIX JIe] K Mepeade B apXuB Cy/1a;

IIPM TIOArOTOBKE K Iepefade Jeil, DJIEKTPOHHBIX JeJl Ha XPaHEHHE B TOCYNAPCTBEHHBIN
apXWB;

IMPU BBIACJICHUN K YHUYTOXCHUIO ACII, SJICKTPOHHBIX ACJI, HC IMOJIC)KAINX XPAHCHUIO.



4.3. 3agauamMu 3KCIIEPTU3bI LIEHHOCTHU SABJISIIOTCS:
OIpe/IeIICHHe CPOKOB XPAHCHHMSI JIOKYMEHTOB IPHU Pa3paboTKe HOMEHKIATYPHI JCIT;

0oTOOp TOKYMEHTOB JJIsl BKJIKOYEHHs B cocTaB ApxuBHoro ¢gonna Poccuiickoit denepanmu
<1> (manee - AD PD), a Taroke njs nepeayd B apXuB;

<1> Hoxymentbl ApxuBHoro ¢onaa Poccuiickoii ®denepauuu - apXUBHbIE JOKYMEHTHI,
IIPOLIEAIINE JKCIIEPTU3Y LEHHOCTU JOKYMEHTOB, ITOCTABJICHHBIE HA T'OCYJAapCTBEHHBIM YYET U
MOAJIEKAIIKE TOCTOSHHOMY XPAHECHHUIO.

BBIABJICHUC OOKYMCHTOB C HCTCKIIMMH CPOKaMHU XPAaHCHUSA JIA BKIIIOUYCHHUSA HX B 4dKT O
BBIJICJICHUY K YHUYTOXCHUIO JOKYMCHTOB, HC ITOJJICKAIIUX XPAHCHHIO.

4.4, DxcnepTu3e ILEHHOCTH IMOJIEKAT BCE JOKYMEHTHI CyJla HE3aBHUCUMO OT BHUJOB
HOCHUTEIEH U CIOCOOOB 3alHCH.

Pemenne o BximodyeHun nokymeHTOB B coctaB AD PP mpurumaercs OIIK apxuBHOrO
YUPEXKICHUS.

4.5. Cpoku XpaHEHHsS JOKYMEHTOB TIpM TMPOBEIEHUU MX OKCIEPTH3bl IEHHOCTH
YCTaHABIIMBAIOTCSI B COOTBETCTBUU C (enepaabHbIMU 3aKOHAMH W HHBIMH HOPMATHBHBIMU
mpaBoBbIMU akTamMu Poccuiickoit @enepainuu, NepeyHsIMUA TUIIOBBIX APXUBHBIX JOKYMEHTOB C
yKa3aHHEM CPOKOB MX XpaHeHus u [lepeuneM JOKYMEHTOB.

4.6. B mensx opraHuzaiiu U TPOBEACHUS METOJUYECKOW MU MPAKTUYECKOHW pabOTHI MO
IKCIIEPTH3E IIEHHOCTH JOKYMEHTOB, OOpa30BaBIIMXCS B JACATEILHOCTH CyJa, CO3/aeTCs
JKCIIEpTHAsE KOMHUCCHUS Cy/a, KOTOpas SBJISETCA COBEIIATEIbHBIM OpPraHOM M JIEMCTBYET Ha
MMOCTOSTHHOM OCHOBE.

DKcrepTHasE KOMHUCCHS Cyla CO3/JaeTcs MPUKa3oM TMpeacenarens cyda M JeUCTByeT Ha
OCHOBaHUU TOJIOKEHHS, pa3pabOTAHHOTO HAa OCHOBE NMPUMEPHOTO TMOJIOKEHHSI 00 IKCIEPTHOU
KOMHUCCHUH  OpraHW3allid, YTBEP)KJCHHOW  YIOJTHOMOYEHHBIM  (pefepadbHbBIM  OpraHoM
WCIIOJIHUTEIBHON BJIACTH B cepe apXUBHOTO Jieja U JeIOMPOU3BOICTBA.

Cynpl, BBICTYNAIOLIME HCTOYHUKOM  KOMIUIEKTOBaHMS TOCYJAapCTBEHHOIO  apXHBa,
COTJIACOBBIBAIOT TOJIOKEHHE 00 OHKCIEpPTHOW KOMHUCCHMM cyaa ¢ cooTBercTBytomeil OIIK
ApXHUBHOT'O YUPEKIACHUS.

4.7. B cocTaB SKCHEPTHOW KOMMCCHU CyJ/la, Ha3HAYaeMbIil MPUKA30M MpeAceaaTess cy/a,
BXOJIAT: TpeJceaaTeslb KOMUCCUU (OJMH W3 3aMecTUTeNell mpejacenarens cyaa WiM cyabs (B
cllydae OTCYTCTBUS 3aMeCTUTENsl TMpejceaarens cyaa), cekperapb (paboTHHK cyna,
OTBETCTBEHHBIN 3a paboTy apxuBa), paOOTHHUKM OTAENa AEJIONMPOHM3BOJACTBA (0OIIEro OTAena),
CylneOHBIX KOJUIETHi, CyJeOHBIX COCTAaBOB, MOCTOSIHHOIO CYAEOHOrO MPUCYTCTBHUS U JIPYTHX
CTPYKTYPHBIX MOJpa3iefieHul cya.

Taxke B cocTaB ASKCHNEPTHOM KOMHCCHH CyJa MOXET OBbITh BKIIOYEH IPEACTABUTEINb
rOCY/IapCTBEHHOTO apXWBa W/WIM YIOJHOMOYEHHOTO OpTraHa UCIOJHUTEIbHON BJIACTH CyObeKTa



Poccuiickoit denepauun B cepe apXUBHOTO Jielia (10 COrIacoBaHUIO).
4.8. DkcriepTHas KOMUCCHS CyJla OCYIIECTBIISIET caeayroue ¢ yHKINNU:
4.8.1. Opranusyer exXeroaHblii 0TO0p JEJ JUIsl XpaHEHUS] U YHUUTOXKEHUSI.
4.8.2. PaccMaTpuBaeT U NpUHUMAET PEIICHUE O COTJIACOBAaHUU:

IPOEKTOB OMNMCEHN /1€ MOCTOSHHOTO M BpPEeMEHHBIX (cBbllle 10 JIeT) CPOKOB XpaHEHHS,
OIIMCEN JEJI 10 INYHOMY COCTaBY;

IMPOCKTOB HOMCHKJIATYP ACII;
IMPOCKTOB AKTOB O BBIACJICHUH K YHUYTOKCHUIO ACJI, HC IMOJIC)KAINNX XPAHCHUILO,

IPOEKTOB aKTOB O HEOOHAPYKEHHM AapXHBHBIX JOKYMEHTOB, IYTH PO3BICKA KOTOPBIX
HCYEpIIaHbl;

IIPOCKTOB aKTOB O HCUCIIPABHUMBIX ITOBPCKIACHUAX aPpXUBHBIX JOKYMCHTOB,

MPOEKTOB JIOKAJIbHBIX HOPMATUBHBIX AKTOB W METOIAMYECKHX JOKYMEHTOB CyJa IO
JI€JIONPOU3BOJICTBY U apXUBHOMY JETY.

4.8.3. ToroBuT mpenaokeHHs 00 YCTaHOBICHHMH (M3MCHECHHH) CpPOKOB XpaHCHHS
JOKYMEHTOB M BHECEHUHM COOTBETCTBYIOIIMX W3MEHEHUHW B IlepedyeHb [TOKyMEHTOB, ¢
JaTbHEHIITNM UX TIpeacTaBieHueM Ha paccMoTpenue CyaeOHoro aenapramenTta npu BepxoBHoMm
Cyne Poccuiickoit @enepaiuu.

4.8.4. CoBMECTHO C apXWMBOM Cyja, OTACJIOM JEJONPOU3BOJICTBA (OOIIUM OTACIOM) M
KaJIpOBOM CIIY»KOOM OpraHu3yeT ajii paOOTHHKOB CyAa KOHCYJbTAIMH MO BOIMpocaM palbOThI €
JOKYMEHTaMHU, OKa3bIBA€T UM METOJUYECKYIO TIOMOIIb, YYaCTBYET B MOATOTOBKE M MPOBEACHUU
MEPOIIPHUATHH TI0 MOBBIIICHUIO UX KBATU(DUKAIUH.

4.8.5. Brmmonnser uHbIE (YHKIMH, YCTaHOBJICHHBIE 3aKOHOJIATENbCTBOM Poccuiickoit
Oenepanuu B chepe apXUBHOTO Jelia W JEJOMPOU3BOJICTBA U TOJIOKEHHEM 00 HKCIEPTHOU
KOMHCCHH CYJIa.

4.9. 3acenanus 3KCHEPTHOM KOMUCCHUHU CyZa MPOBOJATCS MO Mepe He0OXOJIMMOCTH, HO HE
MeHee JBYX pa3 B rojl, 0GOpMIISIFOTCS] TPOTOKOJIOM, KOTOPBII MOAMUCHIBAETCS MpeaceaaTeNieM U
CeKpeTapeM KOMHUCCHH.

3acegaHue dKCIEPTHOM KOMHUCCUU CyJla ¥ MPUHSATHIE PEIICHUS CUUTAKOTCA TPAaBOMOYHBIMH,
€CIIM Ha 3ace/laHuy MPHUCYTCTBYET OoJiee MOJOBHHBI €€ COCTaBa; PEIICHHS MO KaXJI0My BOIPOCY
(IOKyMEHTY) NPUHUMAIOTCA OOJIBIIMHCTBOM To0Jj0coB. CHOpHBIE BOMPOCHI MPH pa3iesieHuu
rOJIOCOB TIOPOBHY pa3peuiatoTcs MpeaceaTeaeM dKCIepTHOM KOMUCCUH CY/1a.

4.10. Benenue 1enonpou3BOACTBA IKCIEPTHOW KOMUCCUU CY/1a, XPaHEHUE U UCIIOIb30BAHUE
e¢ JIOKYMEHTOB, OTBETCTBEHHOCTh 332 UX COXPAHHOCTh, @ TAKXKE KOHTPOJIb HCIIOJTHCHHSI TIPUHSTHIX
AKCIIEPTHOW KOMHUCCHEH CyJla PEIICHUI BO3JIararoTCs Ha CeKpeTapsi SIKCIIEPTHONH KOMUCCHUH Cy/Ia.



4.11. Ilo pe3yapTaTaM 3KCHEPTU3bl LIEHHOCTU JOKYMEHTOB B CYJIEOHBIX KOJUICTHUSX,
CylIeOHBIX COCTaBax, MOCTOSIHHBIX CYIEOHBIX TMPUCYTCTBUSX, CTPYKTYPHBIX MOApa3IeICHUSIX
CyJla COCTaBIISIOTCS:

HOMEHKJIATYphl /NI CyIeOHBIX KOJUIETHM, CylAeOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX
MPUCYTCTBUHM, CTPYKTYPHBIX MOApa3IeICHUH cya;

OMHUCH JIEJ, OINHUCH DIEKTPOHHBIX JeNl CYIAEOHBIX KOJUJIETHM, CYyIeOHbIX COCTaBOB,
MOCTOSIHHBIX CYAE€OHBIX MPHUCYTCTBUN, CTPYKTYPHBIX MOJApa3JeJeHUl cyJa: MOCTOSHHOTO,
BpeMeHHBIX (cBbie 10 J1eT) CpOKOB XpaHEHHs, IO TUYHOMY COCTaBY;

MNPCAJIOKCHHA K aKTy O BbBIACIICHHMU K YHHUYTOXCHHIO AJOKYMCHTOB, HC IMMOAJICIKAIIUX
XPaHCHHUIO.

5. O¢dopmiienne 1es1 1 HHBIX IOKYMEHTOB K XPaHEHHUIO B apXUBe cya

5.1. 3akoHYEeHHBIE JEIOMPOU3BOJICTBOM Jiejia TMOCTOSTHHOTO (B TOM YHCIE CO CPOKOM
XpaHeHus "0 TUKBUAANMU cyaa") U BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHHs, B TOM YHCIIEe
[0 JUYHOMY COCTaBy, MOATOTABJIMBAIOTCS K NEpPEJaye B apXWB CyAa W MOJJIEKAT MOJTHOMY
0(OPMIICHHIO ¥ OTTMCAHUIO (BKIIFOUEHUIO B OIHUCH JIE).

Odopmiienne U omucaHue Jed 10 Iepeladyd B apXUB OCYIIECTBISETCS pPabOTHUKAMU,
OTBETCTBEHHBIMU 3a BEJIECHHE JEJIONPOU3BOJICTBA B CYAEOHOM KOJJIETHMH, CyAeOHOM COCTaBe,
MIOCTOSIHHOM CY/1I€0HOM MPHUCYTCTBUHU UM CTPYKTYPHOM IMOJPA3ACIEHUN Cy/ia, B COOTBETCTBHUH C
TpeboBanusamu [IpaBun N 77, WHCTpyKUMH 1O CyAeOHOMY JMEJIONPOU3BOACTBY M HACTOAIICH
WNHcTpyKnnu.

5.2. Ilpu popmupoBaHUH €] HEOOXOIUMO COOI0IATh CIEAYIONUE TPEOOBAHUS:
JIOKYMEHTHI TIOCTOSTHHOTO ¥ BPEMEHHOTO XpaHEHUs TPYIIUPYIOTCS B OT/ICIBHBIC JIENa;

B JIEJI0 BKJIIOYAKOTCA JOKYMEHTBI, KOTOPBIE IO CBOEMY COJIEPKAHUIO COOTBETCTBYIOT
3arojioBKy Jiefla, MPeayCMOTPEHHOMY HOMEHKJIATypol. 3arojioBOK JieJa YTOYHSETCS B
COOTBETCTBHUU C (DAKTUYECKUM COCTABOM M COJIEPKaHUEM JJOKYMEHTOB;

B JICJIO BKIIIOYACTCA OAWH SK3CMINIIAP KAXKAOTO0 JOKYMCHTA,

B JeJla TPYNOUPYIOTCA JIOKYMEHTBl OJHOTO KaJeHJAapHOro rojaa (MCKIIIOYEHHUE:
"mepexonsmue" nena; cyaeOHbIe Jea; TUYHBIC Jesia, KOTOpbhie (OPMHUPYIOTCS B TEUEHHUE BCETO
neproja padoThl);

MPUJIOKEHUS], JTIUCThl O3HAKOMJICHHUSI, COTJIACOBAHUS U PE30JIIOIUU K JIOKYMEHTAM SIBJISIIOTCA
WX HEOTHEMJIEMOW YacThl0 U BKIIOYAIOTCSA B JEJIO BMECTE C JIOKYMEHTaMH, K KOTOPHIM OHH
OTHOCSTCS,

NpHKa3bl (pacoOpPsKEHUs) TPYNIUPYIOTCS B JI€Jla B COOTBETCTBHM C YCTAHOBJIEHHBIMU IS
HUX CPOKaMU XpaHEHUS;

JIMYHBIC AfCJIa (I)OpMI/Ip}IIOTCH OTACJIBHO Ha KaXXJO0Io pa6OTHI/IKa, AOKYMCHTBI B JIMYHBIX
ACJIax pacmnojararoTCa B XpOHOJIOTHUYCCKOM MOPAAKE IO MEPE MOCTYIIICHUSA



JULEBbIE CcUeTa IO OIUlaTe TpyAda pPaOOTHUKOB TPYNIUPYIOTCA B OTHEIbHBIE Jella U
pacnojararoTcs B HUX 1o ajndaButy haMuinii, MMEH U OT4eCTB (IIPU HAJTUYHHN);

HC OOIMYCKACTCA IpylIInupoOBaTh B CJIa YCPHOBLIC U I[}I6J'ICTHBIG OK3CMILUIAPBI JOKYMCHTOB, a
TAaKXKXC TOKYMCHTHI, IIOIJIC)KAIIIUC BO3BpAaTYy.

5.3. [TonHoe odopmieHue ei Ha OyMa)kHOM HOCUTEJIE MPeyCMaTPUBAET:
u3bsATHE (HaNlIOB-BKIAIBIIIECH, CKPEMOK, METAITMYECKUX CKOO, CTUKEPOB;

HNOJIIMBKY WIH TepeIuieT JOKYMEHTOB Jena (HeopMaTHbIE OKYMEHTHl XpaHSTCS B
3aKpPBITHIX TBEPJBIX MAINKAX WK KOPOOKaAX);

HYMEpaLUIO JUCTOB JIENA;
CoCTaBIIeHUE JIMCcTa-3aBeputes aena (npusioxenue N 10 k Hactosmeid MucTpykumn);

COCTaBJICHWE BHYTPEHHEH OMHCH MOKYMEHTOB Jnena (mpuiioxkeHue N 11 k HacTosmiei
WNHcTpykuum);

odopmiienne 0010xkku Aena (npuioxkenne N 12 k Hacrosmend UHcTpykimm);
JIMCT UCTIOBh30BaHUs (TP HEOOXOAUMOCTH).

5.4. lleno Ha OymMaXHOM HOCHUTENE HE JOJDKHO COAepKaTh Oosiee 250 TUCTOB MpU TOJIIIUHE
Kopelka He 6osee 4 cMm. B cnyuae, eciu JOKYMEHT ¢ NPUIIOKEHUEM(SIMH ), TOMEILIEHHBIE B JIEIO,
comepkar Oonee 250 mucToB, momyckaeTcss (OpMHpPOBATH €0 C HE3HAYUTEIHHBIM
MPEBBILLIEHUEM HOPMAaTUBHOTO 00bEMA.

Ecnu xonnyecTBO IMCTOB B JieNie 3HAYUTENbHO MpeBbimaeT 250, JOKyMEHTbI (OpMHUPYIOTCS
B TOMa B XPOHOJIOTHYECKOM IOpsaKke. ToM 2 MOXET ObITh HayaT JIUIIh ITOCJIE OKOHYAaHHS ToMma 1.
JlaTa OTKpBITHSI TOMA 2 HE JOJDKHA OBITh paHee AaThl OKOHYaHus ToMa 1. Ha Tomax momkeH ObITh
o011 3ar0JI0BOK TT0 HOMEHKJIATYpe Je.

5.5. JIoKyMeHTBhl TOJIIMBAIOTCS Ha 4YEThIpE TMPOKOJa B TBEPAYH OOJOXKKY WU
MEPEIUIETAIOTCS C YYETOM BO3MOYKHOCTH UTEHHUS BCEX JIOKYMEHTOB, JIaT, BU3 U PE30OJIONUNA HA
HHUX.

[Ipu HeoOXoaMMOCTH JOKyMEHThI MeHee (opmara AS (4ekH, KBUTAHIMM, CIPABKH,
dotorpaduu u npyrue) B Hensx yaoOcTBa MOJMUIMBAHUS HAaKJIEHBAIOTCA Ha JUCT (opmara A4.
[Ipy oTcyTcTBUM MO A7 MOAIIMBKH JOKYMEHT HEOOXOAMMO HAKJIEUTh 0e3 MOBPEkKICHUS
TEKCTa Ha BCIIOMOTaTENbHBIN JIUCT.

I[OKYMCHTBI MMoAMMBAOTCA B ACJIO B XPOHOJOTMYCCKOM IIOPSAIKE, BCC HpI/IO6H_[eHHI>Ie B
mpouecce paCCMOTPCHUA Cy,ZI€6HOFO JcJIa TOKYMCHTEBI - B IIOPAAKE UX IMOCTYILJICHUS.

B cnyuae wucnonp3oBaHuMs 1 (UKCHPOBaHHS XOAa CyAeOHOro 3acedaHus CpEACTB
ayMo3alucyl M MHBIX TEXHUYECKUX CPEJCTB DJIEKTPOHHbIE HOCUTENM WHGOpMAalUU (JIHUCKH,
JTUCKETHI, (priem-kapThl) XpaHITCs BMeCTe C CyAeOHbIM nenoM. Ilpu 3ToM OHM HOJXKHBI OBITH
BIIUTHI B CyAeOHOE J1e)10 (MMPUOOIIEHBI K MPOTOKOJIY CYAeOHOr0 3ace/laHusl) B YIAaKOBAHHOM BHJIE



(KOHBEPT) C yKa3aHUEM Ha yIIAKOBKE HOMEpA JeNa, JaThl, a TAKXKE MOJIUCaHbl YIIOJTHOMOYEHHBIM
paOOTHMKOM ammapaTa cyjga. YIakoBKa JOJDKHA 00ecledMBaTh COXPAHHOCTb 3JIEKTPOHHOTO
HOCUTEJNS OT IOBPEKACHUN U ITOPYH.

5.6. Ilpu Hymepanuu JUCTOB B JieJIaX COOJIOIAI0TCS CIeAYIONIHe TpeOOBaHMUS:

HyMepalusl MPOU3BOAUTCA apabCKUMU IUdpaMu MPOCTHIM T'paUTHBIM KapaHAAIIOM WA
HYMEpPATOPOM C BOJIOCTOMKOM IITEMIETLHON KPaCKOU;

HOMCpa JIMCTOB IIPOCTABJIAKOTCA B IIPABOM BCPXHCM YIUIY JIMCTA JOKYMCHTA,

¢dororpapum, yeprexku, JaUArpaMMbl W JpYTHE€  WUIOCTPAaTHBHBIE  JTIOKYMEHTHI,
MIPEICTABISIONINE CAMOCTOSITENIbHBII JHUCT B JIeJ]€, HyMEPYIOTCS Ha 0OOPOTHOM CTOPOHE B JIEBOM
BEpXHEM YTIIY;

JUCT C HAKJIECEHHbIMU JIOKyMEHTaMH (BbIpE€3KaMH, BbIIUCKaMH, (GoTOorpadusmMmn)
HyMepyeTcsl KaKk OJIMH JIUCT;

JUCTHI (BBIPE3KH, BCTAaBKM TEKCTa, MEPEBOJIbI), MOIKICCHHBIE OJHUM KpaeM K JIpyromy
JUCTY, HyMEPYIOTCS OTJIENBHO;

KOHBCPTHI C BJIOXKCHHUAMH, IIOAIIHUTBIC B JCJIIO, HYMCPYIOTCA B CICAYIOHICM IIOPAAKE -
BHAYaJIC HYMCPYCTCA KOHBCPT, a4 3aTCM OUCPCAHBIM HOMCPOM - KaKJIO0C€ BJIOXKCHHUC B KOHBCPTC.
Ecau Bnoxenus HYMCPOBATh HCJIB3s, NX HAJTUYHUEC OroBapuBaACTCA B SaBepHTCHBHOﬁ HaAIIuCH,

MOJIIUTBIC B JIEJNO JOKYMEHTHI ¢ COOCTBEHHOW HyMmepaluel JUCTOB (BKIIOUas IedyaTHBIC
W3JIaHus1) HyMEPYIOTCS B OOIIEM MOPSIIKE UM COXPAHSIOT COOCTBEHHYIO HyMEpAaIuIo, €CJIM OHa
COOTBETCTBYET MOPSAKOBOMY PACIIONIOXKEHHUIO JUCTOB B JIEIIE;

JUCTBI OOJBIIMX (POPMATOB MOAIIUBAIOTCS 32 OJIUH Kpail © HyMEpYIOTCs KaK OJIUH JIHCT;

BCE€ JINCTHI Jiefia (ToOMa, YacTH) Ha OyMa)KHOM HOcHTelle (KpoMe JINCTa-3aBepUTeNis Jelia U
BHYTPCHHEH OMHCH JIOKYMEHTOB JIejIa) HyMEPYIOTCS B BAJIOBOM TIOPSIIKE;

JIMCTBI ACJI, COCTOAINNX U3 HECCKOJBKUX TOMOB, HYMCPYIOTCA 110 KaXKIOMY TOMY OTACIBHO.

B cnydasx obHapyxeHus omMOOK B HyMepalluu JUCTOB JieJia TPOBOJUTCS MEpEeHyMepalus
WJIY WCTIOJIb30BAHUE JIUTEPHBIX HOMEPOB JIMCTOB.

5.7. JIuct-3aBepurens aena (npunoxkenue N 10 k Hacrosimedt MHCTpyKIIMU) coCTaBisieTcs
Ha OTJEJbHOM JIMCTE, MOAMMUCHIBAETCS €r0 COCTABUTENEM, MOIIMBAETCS (BKJIECHUBAETCS) B JIETIO.

3ampemiaeTcsi BEIHOCHTH JIMCT-3aBEPUTENb HAa OOJIOKKY Jiela MM YHCTBIM 00OpOT JHCTa
HoCJeIHero JoKyMeHTa. Eciu aeno moammro win neperuiereHo 6e3 OiaHKa JIMCTa-3aBepUTes,
OH JIOJKEH OBITh HAKJIEEH 3a BEPXHIOIO YaCTh JIMCTA HA BHYTPEHHIOI CTOPOHY OOJIOKKH B KOHIIE
nena.

[Tpn 3HaYUTENBHOM KOJMYECTBE OIMIMOOK B HyMEpalUU JIMCTOB €AUMHUIBI XPAaHEHUS JIUCT-
3aBepUTenb IHepecocraBisiercd. Crapblil JHMCT-3aBEPUTENb AKKYpaTHO IE€peuepKUBaeTcs U
OCTaeTcs B Jele.



Bce nocnenyrommue M3MEHEHUS B COCTaBE M COCTOSHUM Jena (IOBPEXKIEHUS, 3aMEHa
HOJUIMHHBIX JOKYMEHTOB, IPUOOIIEHNE HOBBIX JOKYMEHTOB) OTMEUAIOTCS B JIUCTE-3aBEPUTEIIE CO
CCBUIKOM Ha COOTBETCTBYIOIINH aKT.

5.8. Ha obnoxke nena (npuioxenue N 12 k HacTosieid MTHCTpyKIMM) yKa3bIBatOTCS:
HaMMEHOBaHME Cy/a (OJHOCTHIO, B MMEHUTEIHHOM Ma/IeKe);

HAaMMEHOBAHUE CYJEOHOM KOJUIETHH, CYAeOHOro COCTaBa, IOCTOSHHOTO CYAEOHOro
MPUCYTCTBHUS WIH CTPYKTYPHOTO TOIpa3AeicHus cyaa (TIpy HAJTUIHN );

HOMEp ToMa (4acTu);
WHJIEKC JieNla IO HOMEHKJIAType JET;
3aroJIoBOK Jiernia (Toma, 9acTH);

dbamMuus, UMs, OTIYECTBO OCYKJICHHOTO JIMIA U TIOJITHOE HAMMEHOBAHUE CTaThU Y TOJIOBHOTO
kojaekca Poccuiickoit @enepanuu, o KOTOPOU JIUIIO OCYXKJICHO;

dbamMunvs, WHUIUMANBl WCTIA, OTBETYMKAa (HAMMCHOBAaHWE OpTaHM3alliH), CYTh HKCKa
(3asBIICHUSN);

dbamMunusi, uUMs, OTYECTBO OIpPABAAHHOTO JIMIIA WJIM JIMIA, B OTHOUIEHHMH KOTOPOTO
MIPOU3BOJICTBO MPEKPALLEHO;

HOMED IIPOM3BOJICTBA IO JIeY, YHUKAIbHBINA HACHTH()HUKATOD Jeia;

KpaliHHe J1aThl Jena (ToMa, 4acTH);

KOJIMYECTBO JINCTOB B Jiesie (TOME, YacTH);

CPOK XpaHEHHS JieJla ¢ yKa3aHUEM T'oJia, 10 KOTOPOTO OCYIIECTBIISICTCS XpaHCHHE;

Ha CyneOHBIX Jenax - TMOJNUCH CYAbH, PAaCCMOTPEBIIEro Jeio, Ha Jejax oOIero
JIEJIOTIPOU3BOJICTBA - MOJANUCH HaYaJIbHUKA COOTBETCTBYIOIIETO CTPYKTYPHOTO MOJIpa3ICIICHNUS;

apXUBHBIN MUQp Aena (IpU HATUUYHUN);
nomeTtka "Jliist cimy>ke0HOTro moap30BaHus" win rpud orpaHudeHus 10CTyma (IPU HATTUYHH).

5.9. Ha o6noxkax el THOCTOSHHOTO CpOKa XpaHEHHUs NpeaycMaTpuBaeTcs MECTO s
HAaMMEHOBAHUSl TOCYJApCTBEHHOTO apXWBa, B KOTOPBIA MepenaroTcs Aefla Cyla - MCTOYHHMKA
KOMIUIEKTOBaHUS.

[Ipy mM3MeHeHWHM HaMMEHOBaHUA cyJa (CTPYKTYpPHOIO MOApAa3JeieHUsi CyAa) B TEUYCHHE
NEepHOJa, OXBAaTHIBAEMOI0 JOKYMEHTAMM Jejla, Ha OOJIOKKE Jela YKa3blBaeTCs IOCIEIHEE
HalMEHOBAaHHUE.

5.10. 3arosjoBOK Jena JOJKEH COOTBETCTBOBATH (PAKTUYECKOMY COCTaBY COJAEpKAHUS
JOKYMEHTOB JIeJIa.



Ecnn neno cocTouT M3 HECKOJbKUX TOMOB (YacTeil), Ha OOJOXKKY KaxJ0oro Toma (4acTu)
BBIHOCUTCS OOILMH 3ar0JIOBOK, a TAK)KE 3ar0JIOBOK M HOMEP Ka)XI0To ToMa (Y4acTH).

IIpumep:

"JlokyMeHTBI OmnepaTUBHBIX coBellanuii cyaed B 2 Tomax. Tom N 1 - coBemanus cyaeu
cy/1eOHOM KOJUIETHUH T10 YTOJOBHBIM JefiaM'";

"JIOKyMEHTBI OIlEpaTUBHBIX COBEIaHUU cyneid B 2 Tomax. Tom N 2 - coBewmanusi cyneu
CyZeOHOM KOJUIErny Mo rpa)<1aHCKUM jaenam".

B 3arosmoBkax nein, coaep:Kalux KOMUM JOKYMEHTOB, JIE€NIA€TCSl yKa3aHWE Ha HaJIu4yue
Konui. [IoqMMHHOCTh JOKYMEHTOB JI€NIa B 3ar0JIOBKE HE OrOBAPUBAETCA.

5.11. Ha o610Ke jiena yKa3bpIBaloTCs KpaltHUE JIaThl JOKYMEHTOB, ITOMEIIICHHBIX B JEJO.

Ecnu B nmeno BKIIOYEHBI JTOKYMEHTHI, JlaTa KOTOPHIX HE COBIAJAET C JaTOW Jelia, TO MOJ
JaTOW ¢ HOBOW CTPOKH JieiaeTcsi 00 3TOM 3amuch: "B fene uMeroTcst JOKyMEHTHI 3a... To(bl)".

Jlatramu nien, cofieprKalux paclopsAaUTEIbHYI0 U HHYIO JOKYMEHTAIUIO (JI0K/Iabl, MMChMa,
CTEHOTPAMMBbl) SBJSIOTCA JaThl (YHCIIO, MECSILI, T0J1) PETUCTPalUU (COCTABIIEHUS, TOCTYILIICHHS)
CaMOro PaHHEro M CaMoro IMO3JAHEr0 JOKYMEHTOB, BKJIIOUEHHBIX B €0 (KpailHMe JaThl Jel,
JIOKYMEHTOB).

Haroi nena, comeprKaiero NpoTOKOJIbl 3aCEJaHNM, SIBISAIOTCS 1aThl IEPBOTO M MOCIEIHETO
MIPOTOKOJIA, BKIIFOYCHHBIX B JIETI0.

I[aTOﬁ JIMYHOTI'O OCJIa ABJIAIOTCA AAThI ITIOAIINCAHUA IIPUKA30B O IIPUEME U YBOJILHCHUHU JIMIIA,
Ha KOTOPOC OHO 3aBCACHO.

JlaToii JIMYHOro Jejla roCyJapCTBEHHOI'O TPAXKIAAHCKOTO CIIYXKAILIEro SIBJISIOTCA JAaThl €r0
MOCTYIJICHHUS] HA TOCYAapPCTBEHHYIO JOJLKHOCTD U YBOJIBHEHUS C HEE.

Ecnu nenmom siBisieTcst KypHam, NaTod jaena OyIyT TOYHBIE KaJCHAAapHbIEC JAaThl MEPBOM U
MOCJICAHEN 3aUCEN B )KypHAJIE.

[Ipu oOo3HaueHWM naTHl JTOKYMEHTa CHayala yKa3bIBaC€TCS UYMCIO, 3aT€M MECSI] W TOI.
Yucno u rox o603HavyaroTcs apabCckuMu udpamMu, Ha3BaHUE MecsIa - MPOIUCHIO.

Ecnu mara mokymMeHTa WM OTACNbHBIE €€ DJIEMEHTHI OMPEEISIIOTCS MPUOIM3UTENBHO, Ha
OCHOBAaHMHU aHalM3a COJEpP)KaHMsSI JOKYMEHTa, TO JlaTa WU OTACNIbHbIE €€ D3JEMEHThI, He
SBIIAIOIIHMECS a0COIIOTHO TOCTOBEPHBIMH, 3aKIIOYAIOTCS B KBaJpaTHBIE CKOOKH (Hampumep, [He
panee 2026 r.]; [He paHee utoHs - He mo3aHee utoist 2026 r.], 11 [urons] 2026 r., [11 utons 2026

r.]).

JaTta nena He ykas3bpIBaeTcs Ha OOJIOKKAxX JeJl, COAEpM AIIUX TOJOBbIC IJIaHBI, OTYETHI U
JIpYTHUe TOKYMEHTHI, JAaThl KOTOPBIX OTPAyKAOTCS B 3ar0JOBKax JE.

5.12. KoanudecTBO JIMCTOB Ha 00JI0KKE JcCJIa YKa3bIBACTCA Ha OCHOBAHHWH JIMCTA-3aBCPUTECIIA.



5.13. Cpoxk xpaHeH#us Ha 00JI0KKE JieJla yKa3bIBA€TCS B COOTBETCTBUU CO CPOKOM XPaHCHUS,
YCTaHOBJICHHBIM HOPMATHBHBIMH TPAaBOBBIMH akTamMu Poccuiickoit ®enepanuu, THIIOBBIMU
MEePEYHsIMH JJOKYMEHTOB, [lepeuneM JOKyMEHTOB.

5.14. ApxuBHBIA mU(pp MPUCBAUBAETCS TOCYJAPCTBEHHBIM apXWBOM M BKJIIOYAET B ceOs
HOMeEpa: apXHUBHOTO (OHJa, OMMUCHU JAEJ, TOKYMEHTOB, €MHULIbI XpaHeHus - faena. Ha eqununax
XpaHEHUs1, COAEPKAIINX JTOKYMEHThl Ha OyMa)kKHOM HOCHUTEINE, apXUBHBIN MIU(pP HAHOCUTCS Ha
00JOKKY B JIEBOM HI)KHEM M IpaBOM BEpPXHEM YIJIax B LEIsIX OOecleueHus ydera u
uaeHtuukanuu. Ilpy  3TOM 00O03HaueHHWe, HAHOCMMOE B TPABOM BEpPXHEM  YIIy,
nepeBopaunBaercs Ha 180 rpasycoB 10 OTHOLIEHHIO K 0003HAYEHUIO B JIEBOM HIDKHEM YTITy.

Ha nena, BHeceHHble B omuCh Jea (FOJAOBOWM pasjiesl OMUCH JIel) Cyla - HCTOYHHKA
KOMIUIEKTOBaHUSI TOCYJAapCTBEHHOIO apXWMBa AapXUBHBIM muUdp MpOCTaBIseTCS TMOCTe
yTBEpXKIACHUS OMUcH Jen (romoBoro pasnaena omucu naen) DIIK apXuBHOrO yupexaeHus u
YTBEpKACHUS TIpeceaaTesIeM Cy/a.

5.15. Bo Bcex cyneOHBIX Jnenax, MOAJSKAIMX Iepeladye B apXUB Ha IOCTOSHHOE U
BpEMEHHOE XpaHeHue (cBbime 10 yeT), a Takke B JAenax IO JMYHOMY COCTaBY, COCTaBIISIETCA
BHYTPEHHSSI ONTUCh JOKYMEHTOB jena (npuioxkenue N 11 k Hactosielt MHcTpyKium).

BHyTpeHHSST ONMUCH JOKYMEHTOB Jeja IOAIIMBAeTCS (IOJKICHBACTCS K BHYTPEHHEH
CTOPOHE JIMIIEBOI 00JIOKKH Jieia) B Hayaje Jena.

JIucThl BHYTpEHHEHN ONMKMCH TOKYMEHTOB JeJla HyMEPYIOTCSI OTJIEIbHO OT 00Ilel HyMepaluu
JOKYMEHTOB jena. MHpopmanus o KOJW4ecTBE JMCTOB BHYTPEHHEM ONMMCH JOKYMEHTOB Jieia
BKJIIOYAETCS B JTMCT-3aBEPUTEIID.

W3menenue coctaBa JOKYMEHTOB Jena oTpaxkaercs B rpade "llpumedanue" BHYTpeHHEH
OMMHCH JIOKYMEHTOB JIeJIa CO CChUIKAMH Ha COOTBETCTBYIOIIHE akThl. [Ipu mpuolOiieHun K nemy
HOBBIX JIOKYMEHTOB BHYTPEHHSSI OIHUCH JOMOJHSAETCS, K HEH COCTAaBIAECTCS HOBAas WTOrOBas
3aIUCh.

5.16. B yyeTHO-perucTpalmoOHHbIX KypHajlax MOCTOSHHOTO U BpeMeHHOro (cBbiie 10 ser)
XpaHEeHUsl TIepe] UX Tepeaadei B apXuB pabOTHUKAMHU OT/EJIOB, OTBETCTBEHHBIMH 3a BEJCHUE
JAHHBIX JOKYMEHTOB, OCYILECTBIISICTCS HYMEpaIlus JHMCTOB M IMPOU3BOAMUTCS 3aBEpUTEIIbHAS
HaJIIUCh.

Ha o00noxke perucTpaliMOHHOTO >KypHalla WM KHUTH COTJIAaCHO HOMEHKIJIAType
MIPOCTABJISIETCSI CPOK XPAHEHUS U YKA3bIBACTCSI KOJTUYECTBO JINCTOB.

[lepen mepemauelt B apXWB YYETHO-CTATUCTHUECKHX KapTOUYEK pabOTHUK OT/ena
JIETIONIPOU3BO/ICTBA MPOBEPSET UX HATUYHUE U 3aMOJTHEHUE BCEX MPEAYCMOTPEHHBIX PEKBU3UTOB.

ITocne mepenaum Aen B apXWUB YYETHO-CTATUCTUUECKUE KapTOUKW JOJLKHBI XPAHUTHCS B
KapToTeKax (SIIHUKaX, KapTOTEYHBIX IMIKadax) OTAETbHO 110 YTrOJOBHBIM, TPaKIaHCKHUM,
aIMUHUCTPATUBHBIM JeaM, JeidaM 00 aJIMHUHUCTPATHUBHBIX MPaBOHAPYIICHUSIX B TOPSJKE HMX
HOMEpOB M0 TojaM. B kaxaoM ToMe MOKHO ObITh He Oosiee 150 ydeTHO-CTaTHUCTHYECKUX
KapTo4ek, HO He Oosee 250 TUCTOB.

Y4eTHO-CTaTUCTUYECKHE KapTO4YKH TICpCHar0oTCad B apXHB BMCECTC C aJ'I(i)aBI/ITHbIM



yKazareJeM.
6. [lopsiI0K YHHUYTOKEHHS APXUBHBIX JOKYMEHTOB

6.1. Haxopsmuecs B apxuBe Jena, IO KOTOPBIM HCTEK CPOK XPAHEHHUsI, YCTAHOBJICHHBIN
neiictByromum [lepeuneM JOKYMEHTOB, OTOMPAIOTCS K YHUUTOXKEeHUI0. PaboTta mo or6opy nen k
YHUYTOXKEHHUIO OCYIIECTBIACTCS pPaOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apxuBa cCyja,
€XKETr0IHO.

Jlena ¥ DOKyMEHTBHI BKJIKOYAIOTCS B aKT O BBIJACICHUM K YHUUYTOXKCHUIO JTOKYMEHTOB, HE
IIOJICIKAINX XPAHEHHUIO, €CIIM MPEAYCMOTPEHHBIN Ui HUX CPOK XpaHEHHs MCTEK K | sHBaps
rojia, B KOTOPOM COCTAaBJICH aKT.

YHMUYTOXEHUE AOKYMCHTOB JO IIPOBCACHHUA OKCIICPTHU3bI MNCHHOCTHU MW YTBCPIKIACHUA
npeacecaarciicMm Cyaa OIHCeM ACJI TIOCTOSIHHOT'O XPaHCHUA U COIJIAaCOBAHUA omnuceu ACI IIO
JINYHOMY COCTaBY 3a aHAJIOTUYHBIN XpOHOJ'IOI‘I/I‘IeCKI/Iﬁ IICpHuOoJ 3arpeacTcA.

6.2. Ha ocHOBe IpemyIOKEHUN K aKTy O BBIJICJICHUU K YHUUTOXXEHUIO JIOKYMEHTOB, HE
MOJICXKAIIMX XPAHEHUIO, COCTABIIEHHBIX IO pe3yJbTaTaM JSKCHEPTH3bl IIEHHOCTH B CyAeOHOMU
KOJUIETHH, CyAeOHOM cOCTaBe, TIOCTOSSHHOM CyAeOHOM TPUCYTCTBUH, CTPYKTYPHOM
noJpa3fie]IecHu Cyna, paOOTHUK, OTBETCTBEHHBIM 3a pabOTy apxuBa CyJa, COCTaBJISET
COOTBETCTBYIOLIMN MpoeKT akTa (mpmioxkenue N 13 k Hactosmeidt MHcTpykiuu). YKa3zaHHBIN
MIPOEKT MOAMUCHIBAETCS HAYaIbHUKOM OT/IeNa AeIONPOU3BOACTBA (0011Iero oTaena).

[IpoekT akTa O BBIACICHUHM K YHMUYTOKECHUIO TOKYMEHTOB, HE IOJUICKAIINX XPAaHEHUIO,
MPEICTABIsETCS Ha COIVIACOBAHME OJKCIEPTHOM KOMHMCCHM CyJa, 3aTeéM HalpaBlsAeTcsd Ha
paccMotpenue OIIK  apxuBHOro  yupexaeHus (€ciu Cyd BBICTYNAeT HCTOYHUKOM
KOMIUIEKTOBaHUS TOCYIapCTBEHHOTO apXHBa WJIM Ha OCHOBAHUM COOTBETCTBYIOIIETO JOTOBOPA),
MoCJIe Yero yTBepKIaeTcs MpeceaTesieM cyaa.

6.3. [Ipu cocTaBlieHMU aKTa O BBIICJIICHUU K YHUUTOXKEHUIO TOKYMEHTOB, HE MOJICKAIUX
XPaHEHUIO, JTOJDKHBI COOJII0IaThCS CIICTYIONINE ITPABUIIA:

AcJIa pacnojararoTcda B aKTC 110 roJaM MX paCcCMOTPCHUA B MOPAAKE BO3paCTaHHA HOMCPOB
I

B KOHIC aKTa ACJIaCTCsA 3allluCb O TOM, UTO HU3 ACI (CYI[G6HBIX ,Z[CJI) HU3BATHI IOAJIMHHUKHU
CYJIG6HBIX AKTOB, JIMYHBIC TOKYMCHTEI.

6.4. AKTBl O BBIJEICHUU K YHUUYTOXEHUIO JOKYMEHTOB, HE IMOJUICKAIIUX XPAHEHUIO,
paccMaTpuBalOTCA W COIJIACOBBIBAIOTCS HA 3aCEIaHMM  DKCIEPTHOM KOMHUCCHMU CyjAa
OJTHOBPEMEHHO C OMUCSAMHM Ha JieJia TOCTOSIHHOTO XPaHEeHUS, ¥ TI0 INYHOMY COCTaBY.

[locne yTBepkaeHHS MpeacenaTeleM cyla ONUCEeH Jen MOCTOSIHHOTO CpOKa XpaHEHWs,
OmMHCEN NeNl MO JUYHOMY COCTaBy, aKTOB O BBIJICICHUM K YHMUYTOXEHHUIO JTOKYMEHTOB, HE
MOJICKAIMX XPAHCHMIO, JeNia, BBIACICHHBIE TO aKTy K YHHYTOXEHHI0, MOTYT OBITh
YHUYTOXKCHBI.

6.5. Jena ¢ ormerkoit "JOIIK" moanexar moaucTHOMY (s AJMEKTPOHHBIX JOKYMEHTOB -
MOJIOKYMEHTHOMY) MPOCMOTPY B LEJISAX BBIABICHUS apPXUMBHBIX JOKYMEHTOB, MOJJIEKAIINX



MIOCTOSIHHOMY XpaHEHHUI0. BbIsBI€HHbIE B TakuX Jejax JOKYMEHTHI IMOCTOSHHOTO CpOKa
XpaHEHUs BBIIEISAIOTCS U PUCOSIUHSIOTCS K OAHOPOIHBIM JieJlaM COOTBETCTBYIOIIETO I'OJJOBOTO
pazzena uiam GopMHUPYIOTCS B OTJENbHBIE AeTa.

OcraBuirecs: TOKyMEHTbl BDEMEHHOI'O CPOKa XPAaHEHUS BKIIOYAIOTCA B aKT O BBIJCJICHUU K
YHUUYTOXKEHHIO JOKYMEHTOB, HE MOJJIEKAIMX XpaHeHuto. [Ipu BKIIOYEHHH B akT JOKYMEHTOB,
BBISIBJIEHHBIX IIPH MPOCMOTpPE JI€7 cO cpokoM xpaHeHust ¢ otmetrkoil "DIIK", otmerka "JIIK" B
aKTe HE YKa3bIBaeTCsl.

6.6. 113 0TOOpaHHBIX K YHUUTOXKEHHIO IPAXXTAHCKUX, aAMUHUCTPATUBHBIX, YTOJIOBHBIX eI,
nen 00 agMUHUCTPATUBHBIX NPABOHAPYUIEHUSX M3BIMAIOTCS MOJUIMHHUKU CYJIEOHBIX aKTOB,
BBIHECEHHBIX 110 CYILECTBY J€JIa, a TAKXKE CYJCOHbIE aKThl CYJIOB ale/IIHUOHHON, KaCCallMOHHON
U HAJ30pHONW HMHCTAHIUI, BBIHECEHHBIE 10 Pe3yJabTaTaM PACCMOTPEHMs aleUBIIMOHHBIX WIN
KacCal[MOHHBIX JKano0 (IpeacTaBiieHuil) 1100 nepecMoTpa peleHH cy1a B OpsiiKe Haa30pa.

W3 mpekpamieHHbIX [el, Jed MO HCKaM, OCTAaBJICHHBIM 0€3 pacCMOTPEHUS, HU3BIMAIOTCS
MONJTUHHUKN OIpeAesieHnid (IMMOCTAaHOBIIEHUsI) O TMpeKpalleHuH MPOU3BOACTBA MO JAeny, 00
OCTaBJICHUU UCKa 0€3 paCCMOTPEHUS.

[Tpy HEOOXOAMMOCTH TAKXKE MOTYT M3bIMAThCS MPUOOIIEHHBIE K €Ny MHbIE JTOKYMEHTHI
(MHpOBOE cOrJIallIEeHUE, MEIUATUBHOE COIVIAILIEHUE . T.1.).

[Tpro6GuieHHbIe K Cy1Ie0HOMY JIeny 3JE€KTPOHHbBIE HOCUTENU HH(OpMAIK (IUCKH, TUCKETHI,
(rem-kapTel) YHUUTOXKAIOTCS OAHOBPEMEHHO C JEJIOM MyTeM UX (PU3NYECKOTO YHUUTOXKEHHS
WIA YHUYTOXKEHUS TPOrPaMMHO-TEXHUYECKHUMH CPEJICTBAMH.

6.7. IIpn oTOOpEe K YHHUUTOKEHUIO MAaTE€pPHAJIOB, PACCMOTPEHHBIX B MOPSAKE IPaKJIaHCKOIO,
aJIMUHUCTPATUBHOI'O, YTOJIOBHOTO CYJOIPOU3BOJCTBA, a TAaKKe MPOMU3BOJCTBA MO JeiaaM 00
aJIMUHUCTPATUBHBIX MPABOHAPYLICHUSX, U3 HUX U3bIMAIOTCA IMOJJIMHHUKH CyIEOHBIX aKTOB, B
TOM YHCJI€ BBIIIECTOSIIUX CY/OB.

6.8. Ha Bcex cyaeOHBIX aKTax TMPOCTABISAIOTCS PETUCTPAIMOHHBIE HOMEpa Jela
(Marepuana), HOMEp NPOU3BOJICTBA, YHHKAJIbHBIA HIEHTU(UKATOP Jelia, U3 KOTOPOTO OHH
U3BATHL. 3aTeM JIOKYMEHTBI TOJIIMBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMH HACTOSIICH
NHcTpykumu B OTJEIbHBIC JIefla B 3aBUCMMOCTH OT KaTeropuu cyaeOHoro aena (Marepuana), u3
KOTOPOTO OHU OBLITU U3BSTHI, U CPOKA XPAHEHHSI BHOBb CHOPMUPOBAHHOTO JIEIIa.

Cpok xpaHeHus e, cCHOPMUPOBAHHBIX M3 CY/IEOHBIX aKTOB, M3BSATHIX U3 CYACOHBIX eI
(MaTepualioB) B CBSI3M C HCTEUYCHHEM CPOKA WX XPaHEHUS, OMPEACNISICTCS B COOTBETCTBUH C
[IepeuneM NOKYMEHTOB.

Takue nmena mojIekar BKIIOYEHHIO B COOTBETCTBYIOIIUE OMKCH JAEN 3a TOJ, B KOTOPOM
cyneOHoe Aeno (MaTepuai) Mmojiekalo YHUITOKESHHUIO.

6.9. V3 apXuBHBIX JOKYMEHTOB, MOJUICKAIIUX YHHUYTOKEHHUIO, OCTAIOTCSI HAa XpaHEHUE
JUYHbIE JTIOKYMEHTHI (MacrmopTa, BOCHHbIE OWJIETBHI, TPYAOBbIE KHUXKA M JPYrue JIUYHbIE
JOKYMEHTBI), KOTOpbIE€ MOMEIIAIOTCS B OTACJIbHYIO MAalKy, COACPKaIlyl0 BHYTPEHHIOI OIKCH
IOKyMEeHTOB. B omuce BHOcsTCS: ¢ammwinsg, WMsA, OTYECTBO BIAJeNbla JOKYMEHTA,
HaMMEHOBaHUE JOKYMEHTa W HoMmep jena (MpOM3BOJCTBA), M3 KOTOPOTO OH W3BAT, TOA
paccMOTpeHus Jenia, HOMep M JaTa akta o0 yHMUTOKeHUU jena. HeBocTpeOoBaHHBIE JTUYHBIE



JOKYMEHTBI XpaHATCs B apXUBE CyJ1a 75 JIET, ITOCJIE YEr0 YHUUYTOKAKOTCS.

6.10. ApXuBHbIE JOKYMEHTHI, MOJIeKAIIME YHUUYTOKEHUIO, IEPEIAI0TCs Ha YTUIU3ALUIO B
OpraHM3al1y, 3aHUMAIOLIUECS IEPEPAOOTKON BTOPCHIPHSL.

B clIydac OTCYTCTBHUA OpFaHHSaHHﬁ, IIPpOU3BOAAIINUX YTHIIM3AllUIO B JdHHOM PCTHOHC,
JOKYMCHTBI YHUYTOXAIOTCA CIICHUAIIBHO CO3JIJaHHOM Ha OCHOBaHUH PACIOPAXKCHUA IIPCACCAATCIIA
cyaa KOMUCCHEH MMYTEM COXKIKCHHA U MEXaHHYECKOMN nepepa60TKI/I, O 4CM COCTaBJIACTCA aKT.

6.11. Ilepen nepenadeii Ha YHUYTOXKEHHE JTOKYMEHTHI YIAKOBHIBAIOTCS, 2 B HEOOXOJUMBIX
cinyyasix omeuaTeiBatoTcs. [lepenaua odopmisiercs mpueMo-CIATOYHOM HaKIaJAHOU (aKTOM), B
KOTOpPOM YyKa3bIBalOTCA JaTa TMepeAadyd, KOJIUYECTBO BKJIIOUEHHBIX B aKkT JIel U JAPYTrHX
JOKYMEHTOB, BeC OyMa)KHOM MaKyJaTyphl.

6.12. JlokyMeHTBI, HMeroue moMeTky "Ilms ciyxeOHOTO TMoab30BaHuA", a TakkKe
cojaepxaniue UHOOPMALUI0 OTPAHUYEHHOTO JOCTYIA, JOJDKHBI YHUYTOXATHCS B CYylE IMyTeM
MEXaHHYECKOr0 H3MeJbUeHUs (LIPeIUpPOBAHUS) WJIM HMHBIM CIIOCOOOM, HCKITIOYAOIINM
BO3MOXHOCTh BOCCTAHOBUTH COJIEpPKaHHUE JOKYMEHTOB. ByMakHble OTXOHBI TEpelaroTcs B
OpraHu3aInio, 3aHUMAIOIIYIOCS IEPePaOOTKONM BTOPCHIPHS (MPU HAIUYUHN).

6.13. Ilorpy3ka, BIBO3 Ha YTWJIM3ALHIO U YTWIA3ALUHUS OCYIIECTBIAIOTCS MOJ KOHTPOJIEM
YIOJIHOMOYEHHOT0 pabOTHHUKA Cy/Ia.

6.14. AKTBI O BBIIECICHHH K YHUYTOXKCHHUIO JIOKYMEHTOB, a TaKXKe JOKYMEHTHI,
HNoJATBEpKAAoImUEe (PAaKT yTUIM3AIMH, MOAIIMBAIOTCS B OTJCNIBbHBIM HapsJ B XPOHOJIOTMYECKOM
HIOpSJIKE.

B peructpammonnsix KypHanax (Tpada - mnpumedaHwe) WIH YYETHO-CTATHCTHUYECKUX
KapTouKax (CIelnuaIbHBIi MyHKT WM CBOOOJHOE IOJIE) JIeJaeTcsi OTMETKAa 00 YHUYTOXCHHUH
Jiea ¢ YKa3aHUEM HOMEPA, 1aThl aKTa U MPOTOKOJIA 3aCE€JaHNs DKCIIEPTHOM KOMUCCHH CYAa.

OtMeTka 00 YHUUYTOKECHHH JieJia TPOCTABIISETCS TAKKE B COOTBETCTBYIOIIEH OMUCH JICII.

6.15. 3ampeniaercs UCMOIb30BaHUE OTOOPAHHBIX K YHHUTOXKEHUIO JIEN JUIS XO3SHCTBEHHBIX
HYX]I.

6.16. Ilocne ¢u3MUECKOrO0 YHUYTOXXEHHSI JTOKYMEHTOB B YYETHbIE JOKYMEHTHI apXxuBa
JOJKHBI OBITh BHECEHBI M3MeHeHHs. CBeeHHsI O BBIOBITMH JIOKYMEHTOB OTPa)XKaroTCsl B KHUTE
ydeTa BBIOBITUS U MOCTYIUJICHHS JOKYMEHTOB, a TaKXe B JIUCTe (DOHAA CO CCHUIKOM Ha akT O
BBIICJIEHUU K YHUYTOKEHUIO (apXMBHBIX) JOKYMEHTOB, HE MOJIEKAIUX XpaHEeHUI0. PaboTHUK,
OTBETCTBEHHBIN 3a apXUB CyJa, MOCJIE BHECEHUS MU3MEHEHUH B Y4YETHbIE JOKYMEHTBHI CTaBUT B
aKTe COOTBETCTBYIOIIYIO OTMETKY, COCTOAIIYI0 U3 (ppasbl "M3MeHeHUs B y4eTHbIE TOKYMEHTHI
BHECEHbI", COOCTBEHHOPYYHOU MOANUCH, PacIn(PPOBKU MOANUCH U JAThl.

6.17. PalloHHBIMU cyJaMu KONMHM AKTOB O BBIJEJICHUM K YHUYTOXEHHUIO JOKYMEHTOB, 2
TaK)Xe JIOKYMEHTBI, MOATBepKaatonme pakt yrunuszanuu, B TedeHue 10 pabouux gHeil co aHS
VHUYTOXXCHHSI JTOKYMEHTOB HAINpaBIISIIOTCS B COOTBETCTBYMollee ympasieHue CyneGHOro
AenapTaMenTa B cyobekre Poccuiickoit deneparum.

7. Ilepenaya nena (31EKTPOHHBIX /1eJ1) B ApXUB CYy/Aa, NOPAAOK



X XpaHCHUHA

7.1. ApxuB cyna koMIiuiekTyercst JokyMeHTaMu A® PO, nokyMmeHTaMu MOCTOSHHOTO CpOKa
XpaHeHus1, He BoweAmnMHU B cocTaB AD P®D, nokymeHnTamu BpeMeHHbIX (cBbile 10 jieT) cpokoB
XpaHEeHMsI, B TOM YHCJIE 110 JINYHOMY COCTaBY, KOTOPbIE BKIIOYAIOTCS B €r0 apXUBHBIN (HOHI.

Jlena MOCTOSIHHOTO XpaHEeHHUsI, BpeMEHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHUs TIEpealoTCs B
apXuB CyJa HE MO3/IHEE YEM Yepe3 IIECTh MECALEB MOCIE 3aBEPILEHHUS e B JEIONPOU3BOJICTBE
MO OMHCSIM JeJl CyJIeOHBIX KOJUIETUH, CYI€0HBIX COCTABOB, MOCTOSHHBIX CY/I€OHBIX MPUCYTCTBUMN
U CTPYKTYpPHBIX TMojpasaeneHuil cyna (mpuioxenuss N 3, 4 k Hacrosimed WHcTpykuum).
OkoHUaHUE TPOM3BOJCTBA MO CYIECOHBIM JellaM OMNpEAeNAeTCsl B MOPSAJKE, YCTAHOBJICHHOM
COOTBETCTBYIOIIEH HHCTPYKIUEH IO CyAeOHOMY JEIOMPOU3BOICTRY.

JIOKyMEHTBI TI0 JMYHOMY COCTaBYy CYJEH KacCallMOHHBIX CYJIOB OOIICH IOPHUCIUKIINH,
aneJUISIIIUOHHBIX CYJIOB OOIIEH IOPUCAUKIIMM, BEPXOBHBIX CYAOB pPECHyOJIUK, KpaeBbIX U
00JIaCTHBIX CYJZIOB, CYIOB TOpOJOB (eaepalibHOrO 3HAUYCHHS, CYJIOB aBTOHOMHOM OO0JacTH H
ABTOHOMHBIX OKPYT'OB TepeAaloTcs B apXuB cyza mo ucreueHur 10 jgeT co aJHS 0CBOOOKIECHUS OT
JOJDKHOCTH CYJbU (OTUMCIICHUS U3 IITaTa cy/aa); peaepalbHbIX TOCYIapCTBEHHBIX IPaXIaHCKUX
CIY’KaIllUX - 1O uctedeHuu 10 JeT co THS yBOJIbHEHHUS.

JIOKyMEHTbl MO JMYHOMY COCTaBY - apXHUBHBIE JIOKYMEHTBHI, OTPAXaloIIUE TPYIOBbIE
OTHOIIEHUs paboTHHKA ¢ paboTonareneM. K yucity JOKYMEHTOB IO JIMYHOMY COCTaBY OTHOCATCS
HE BCE€ JIOKYMEHTBI CUCTEMbI KaJpOBOM JOKYMEHTAIIUH, a TOJIBKO JUTUTENbHBIX (CcBbImIE 10 1eT) u
MIOCTOSIHHOTO CPOKOB XPaHEHHS.

7.2. Pemienue Ha miepeady B apXvB Cy/I€OHBIX J€Jl, MPOU3BOJICTB U MAaTePUATIOB IPUHUMAET
CyIbsl, UX PACCMOTPEBIIUH, a MPU €ro OTCYTCTBUM - MpejaceaTeNb cyna (CyaeOHOM KoJlerud,
CyIeOHOT0 COCTaBa), €ro 3aMEeCTUTENh WM UHOE YIIOJIHOMOYEHHOE Tpe/iceaTeNieM Cyia JUIo (B
MOCTOSTHHOM CyZeOHOM TpUCyTCTBUHU). [Ipu 3TOM Cyabsi NPOBEPSET COCTOSHHUE KaxKJIOTO
cyaneOHOro Jiena, Mporu3BOICTBA WM MaTepuaa.

7.3. Pemenue Ha mepemady B apXWB Cyda HOMEHKIATYpBI, JKYpPHAaJlOB M YYETHO-
CTATUCTUYECKUX KapTOUCK MPUHUMAET Tpejacenareib cynaa (CyaeOHON KoJIernu, CyneOHOro
cCOCTaBa), €ro 3aMECTHTENb WIM WHOE YIOJHOMOUYEHHOE TpejcenaTesieM cyaa aumno (B
MOCTOSIHHOM CYJI€OHOM MIPUCYTCTBUN).

7.4. Pemienne Ha miepeiadyy B apXvB HHBIX JOKYMEHTOB CyJa IPUHUMAET HadyaJbHUK OT/ela
JIeONPON3BOIcTBa (00IIEro oT/ena) cyaa, MHOE YIOJIHOMOYEHHOE TIpejiceiaTeNieM Cy ia JIUIo (B
MOCTOSIHHOM CYJI€OHOM MPUCYTCTBUN).

7.5. HoxymeHTtsl BpemeHHbIX (A0 10 5eT) cpokoB XpaHeHUs WU "IO MHHOBAHUS
HagO0O0HOCTU" B apXHB Cy/1a MO 00IIEeMY MTPaBHITy HE TIEPEIAOTCA.

B cooTBeTCTBMM € pACHOPSDKEHHEM IIPEACENATeNss Cyla B HCKIIOYUTEIBHBIX CIIydasx
(oTcyTCcTBHE BO3MOXKHOCTH 00€CIeYeHHUs] COXPAaHHOCTH, COOTBETCTBYIOIIMX MOMEIIEHUHN IS MX
XpaHEHUs U WHBIX) JOKYMEHTHI BpeMeHHbIX (0 10 51eT) cCpoKoB XpaHEHHUs WU "10 MHUHOBAHMUS
HaI00HOCTH" 1e71a MOTYT OBITh IEPEaHbl B APXHB CY/1a IO COOTBETCTBYIOIIUM OIUCSM.

[TogrotoBka nen BpeMmeHHBIX (10 10 7eT) CpokoB XpaHEHUS WIM "TO MHUHOBaHUS



HagoOHOCTU" I mepeladyd B apxXuB, a TakKkKe Iepeladya TakuxX Jell B apxXuB cyjla
OCYILIECTBIIETCS B COOTBETCTBUHU CO CPOKAMH, YCTAHOBJIECHHBIMM MyHKTaMu 5.1, 7.1 HacTosien
HNucTpykumu.

Takue pemna odopMisAOTCS paOOTHUKAMH, OTBETCTBEHHBIMH 3a JIEJIIONPOU3BOJICTBO B
CyneOHON KOJIJIETHH, CYJeOHOM COCTaBe, MOCTOSIHHOM CYNE€OHOM NPUCYTCTBUH, CTPYKTYPHOM
MO/Ipa3JIelIeHUH Cy/a, CIEAYIOIUM 00pa3oM.

Jlena mopammMBaroTCs, Ha OOJIOXKKE YKa3bIBAIOTCS: HAaMMEHOBAHHWE CyJa; 3aroJIoBOK Jeia
(Toma, yacTH); UHJEKC Jiesa [0 HOMEHKIAType Ael; (haMuIns, UMsi, OTYECTBO OCYKIEHHOTO JIMLA
U TIOJJHOE HAaMMEHOBAHME CTAaTbH YTOJOBHOrO Konekca Poccuiickon denepanuu, no KOTOPOU
JUIO OCYXAEHO; (pamMuivs, MHULMAJIBI MCTIA, OTBETYMKA (HAMMEHOBAaHUE OpPraHM3alUH); CYTh
ucKa (3asBlEHMs); KpailHMe [aThl Jeda; HOMEp NPOU3BOACTBA MO JeNy, YHHUKAJIbHBIN
uACHTU(UKATOp JeNla; HOMEpP TOMA; CPOK XpPaHEHHUs Jejla C yKa3aHHeM rojia, 10 KOTOPOro
OCYIIECTBJIIETCA XpaHEHUE; MOANKUCH CYAbH, paccMOTpPEBUIEr0 €0 (¢ pacmmrppoBKOM
TIOJIITUACH ).

[To ucTedeHun cpoka XpaHEHHUS WU [0 MUHOBAaHUU HAJTOOHOCTH JOKYMEHTHI BPEMEHHBIX
(mo 10 nmer) cpokoB XpaHEHUs] WIH "0 MUHOBAHHUS HAJOOHOCTH" YHUUYTOXKAIOTCA B TOPSIIKE,
YCTaHOBJIEHHOM Hactosmerd MHcTpykuuend, o 4yem cocrtaBisercs akT (mpuioxenue N 13 k
Hacrosimed Muctpykuun). [Ipeasoxkenus K akTy O BbIICJIIEHUH K YHUUTOXEHUIO JOKYMEHTOB, HE
MOJISKAIMX XPAaHEHUI0, TPEAYyCMOTpPEHHBbIE al3aleM ueTBepThIM myHkTa 4.11 HacTosmiei
NHcTpyKkumu, coCcTaBsOTCS paOOTHUKAMH, OTBETCTBEHHBIMH 3a JIETOMPOU3BOICTBO B CyAeOHOM
KOJUIETHH, CyAeOHOM cOCTaBe, TIOCTOSSHHOM CyAeOHOM TPUCYTCTBHUH, CTPYKTYPHOM
ITOAPA3ACIICHUH CyJ1a COOTBETCTBEHHO.

7.6. DNEKTpOHHBIE JOKYMEHTHI BPEMEHHBIX CPOKOB XpaHeHus A0 10 JeT BKIOYUTEIBHO
XpaHATCA B TEUEHHWE YCTAHOBJICHHOT'O CpOKa B WH(GOPMAIMOHHON cHcTeMe (XpaHWIIUIIE
ANIEKTPOHHBIX JOKYMEHTOB) B (popmare, B KOTOPOM OHHM OBUIA CO3JaHbl WJM BKJIIOYEHBI B
nH(popMalMoOHHYIO cucTeMy. B apXuB cyna Takue TOKYMEHTBI HE MepeIatoTCsl.

7.7. llepenaua nen, B TOM 4yucie 1€l BpeMeHHbIX (10 10 jeT) cpokoB XpaHeHus Wi Ao
MUHOBaHHUS HaJAOOHOCTH'", B apXWB Cy/Aa OCYIIECTBJISETCA MO TrpaduKy, COIrIaCOBAaHHOMY C
Cy/leOHBIMU COCTaBaMH, CYJCOHBIMHU KOJUICTUSIMH, MOCTOSSHHBIMU CYACOHBIMH MPUCYTCTBUSIMU,
CTPYKTYPHBIMU TOJAPA3ACICHUSAMU, NEPEAAOUMMUA JOKYMEHTHl B apXWUB, U YTBEPKIACHHOMY
IpeiceaTeNIeEM CyAa.

7.7.1. Tlpu mepenaue AOKYMEHTOB Ha OyMa)XHOM HOCHUTENIE B apXWB CyJa paOOTHUKOM,
OTBETCTBEHHBIM 32 PabOTy apXuBa cyja, IPOBEPSIFOTCS:

COOTBETCTBUE 3aroJIOBKa JieJia MO OMHMCH JIeJ CTPYKTYPHOTO MOJpa3/eieHUsl COIECPHKAHUIO
JIOKYMEHTOB B JIEJI€;

NPaBUIBHOCTH O()OPMIICHHSI ¥ TPYNITUPOBKH JOKYMEHTOB, BKIIFOUCHHBIX B JIEJIO;
KaueCTBO MOJIIMBKY WIH MEpeIlieTa Aena;
IIPaBUJILHOCTb HyMEpaLUH JIUCTOB JIEJ1a;

MPaBUWJIBHOCTh COCTABIICHUS BHYTPEHHEW OMUCH TOKYMEHTOB Jiefia (Ipu HAJIUYUK);



NPaBUIBHOCTH O)OPMIICHHS OOJIOKKHU JeTa;
HaJIU4Me U NPAaBWIbHOCTH 3alI0OJTHCHUS JTUCTa-3aBEPUTEIIS €I,

Bce BbIgBIEHHBIE TPU NPOBEPKE HEAOCTATKU B (OPMUPOBAHMU U OQPOPMIIEHHM JEI
paboTHUKU CyneOHOTO COCTaBa, CyNeOHOW KOJUIETHH, MOCTOSHHOTO CyA€OHOTO MPUCYTCTBUS,
CTPYKTYPHOTO TIOJIpa3IeieHHs 00s13aHbl YCTPAHUTh.

7.7.2. llpuem-nepenavya JOKYMEHTOB B apXHMB CyJda MPOU3BOAUTCA PAOOTHUKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa Cyla, B NPUCYTCTBUU pPaOOTHHKA CYJeOHOro COCTaBa,
Cy1eOHOW KOJUIETHUH, IMOCTOSHHOIO CyAE€OHOTO MPHUCYTCTBUSA, CTPYKTYPHOIO MOJpa3iesICHUs
cyga. B orMerke o mpueme 1en B KOHIE KaXJOrO 3K3EMIUIIpa ONMCH el YKa3bIBAIOTCS
KOJINYECTBO (DAKTHUYECKU NMPHUHSITHIX B apXUB JIeJl, HOMEpa OTCYTCTBYIOIIUX J€J, Aara Mpuema-
nepeaayn, a Takke MOANUCH U paciin(pOBKHU MOANKUCEN YKa3aHHBIX PaOOTHHUKOB.

7.8. Ilepenava 3JIEKTPOHHBIX JOKYMEHTOB B apXHWB MPOU3BOAUTCS HA OCHOBAHUHU OIHCEHN
3JIEKTPOHHBIX JIeJ1 Cy1e0HOr0 cOCTaBa, CyZeOHOM KOJUIETHH, CTPYKTYPHOTO MO/Ipa3aesieH s cyaa
no UHGPOPMAIIMOHHO-TEJIEKOMMYHUKAIIUOHHOW ceTH (IpM HaJIM4ud B  apxuBe cCyjaa
MH(OPMALIMOHHON CUCTEMBI) MM Ha (PU3NYECKH OOOCOOJIEHHBIX MaTepUajbHBIX HOCHUTEISX,
KOTOpBIE MPEACTABIISIIOTCS B ABYX UACHTHUYHBIX AK3EMILIApaX.

TexHuueckoe COMPOBOXKICHHE MO OOECIEUEHHIO IMepeJauyd 3JIEKTPOHHBIX JOKYMEHTOB B
apXuB, CBSI3aHHOE C HACTPOMKOM MPOTrpaMMHBIX KOMIUIEKCOB W MX (PYHKIIMOHHMPOBAHHEM, a
TaK)X€ YJOCTOBEPEHHME KadecTBa INEPEaBAEMbIX €IWHUIl XPAHEHHS 3JIEKTPOHHBIX JOKYMEHTOB
obecrieynBaeTcsl paOOTHUKAMH, OTBEYAIOIIMMHU 33 (PYHKIMOHMpPOBAHHE HH(MOPMAIIMOHHBIX
TEXHOJIOTUH B CyJie, a Takke pabotHukamu primanos @I'bY MALl Cyaebnoro genapraMeHTa.

7.8.1. Ilpu nmepenaye 3JIEKTPOHHBIX JOKYMEHTOB B APXWB CYZa BBIMOJHSIOTCS CIECAYIOIIUE
OCHOBHBIE MPOIIEAYPHI PAOOTHI C TOKYMEHTaAMHU:

dbopmupoBanre B WH(POPMAIIMOHHON CHUCTEME CyAa SJICKTPOHHBIX JIEJ, SBIISIOMIUXCS
COBOKYITHOCTHIO KOHTEWHEPOB JIJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM DSJIEKTPOHHOTO
JOKYMEHTa, COJIepKalliM KOHTEHT H METaJaHHBIE »JJIEKTPOHHOTO JIOKYMEHTa, (ailyibl
JIEKTPOHHBIX MOAMKUCEH U BU3YAIN3UPOBAHHYIO KOIHIO TEKCTOBOTO 3JICKTPOHHOTO JIOKYMEHTA B
dbopmate PDF/A;

dbopMUpOBaHUE OINMUCH AJIEKTPOHHBIX JEJ, JOKYMEHTOB CYAEOHOro cocTaBa, CyIeOHOU
KOJUIETUH, CTPYKTYPHOTO MOJIpa3IeJICHUs CYya;

MMPOBEpKa ApXUBOM Cyda OJCKTPOHHBIX AOKYMCHTOB Ha HAJIWYUC BPCAOHOCHBIX
KOMIIBOTCPHBIX ITPOIrpaMM M BOCIIPOHU3BOAUMMOCTH 3JICKTPOHHBIX JOKYMCHTOB,

mpoBepka (U3UYECKOTO U TEXHUYECKOTO COCTOSHUS HOCUTENeH (mpu Tmepeaade
JIEKTPOHHBIX JIOKYMEHTOB B apXWB cCyaa Ha ¢uznuecku O0OOCOOJICHHBIX MaTepPHATBHBIX
HOCHUTEIISIX).

7.8.2. Ilpuem DIEKTPOHHBIX JIOKYMEHTOB B apxuB cyda M0 HWHGOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CeTH (MPH HAIWYHH B apXUBE Cyla WHPOPMAIIMOHHOW CHCTEMBI) WU
Ha (u3nuecku 00O0COOIEHHBIX HOCHTENSX O(OPMIISETCS COCTAaBICHHEM HMTOTOBOW 3alUCH B
KOHIIC ONKCH DJICKTPOHHBIX JeNl, B KOTOPOH IH(paMu M MPOIHUCHI0 YKA3bIBACTCS KOJIMYECTBO



(aKkTU4YEeCKH TMPHUHATHIX B apXHMB 3JEKTPOHHBIX J€1 M 3JEKTPOHHBIX JOKYMEHTOB. MToroas
3allUCh IMOATBEPXKIACTCS MOJANMCSIMM paOOTHUKA, OTBETCTBEHHOrO 3a paboOTy apxuBa cyna, U
pabOTHUKA, IEpPEIaBILEro AIEKTPOHHBIE Jie]a U T0KyMeHTHL. [Ipu npueMe Ha apXMBHOE XpaHEHUE
JJIEKTPOHHBIE  JIeJIa  3aBEPSIOTCA  WIEKTPOHHOM MOANMCHIO  INpeAcelaTeNs Ccyaa HWiH
YIIOJIHOMOYEHHOT'O MM JIUIIA.

7.8.3. Tlocne mpuema B apXHB AJIEKTPOHHBIX JOKYMEHTOB Ha (pu3muecku 000COOIECHHBIX
MaTepuaIbHbIX HOCUTENSAX BKIAJBIINIM, TMOMEIICHHbIE B (QYTIAp E€IUHULIBI XPAaHCHUS B
CTPYKTYPHOM TOJIpa3IeIeHUH, 3aMEHSIOTCS] Ha BKJIAABIIIH, 0()OpMIICHHBIE B apXUBE.

Ha Bxnanmeime, momMerniaeMoM B QyTIsSp CIUHHIBI XpaHCHUs, OPOPMIISIEMOM B apXHBE,
YKa3bIBAIOTCS: HAaMMEHOBaHHUE cyna (MOJHOE, COKpalleHHoe), HoMmep (OoHAa, HOMEpP OMHCH
DJIEKTPOHHBIX JIeJl, HOMEp Jejla 10 ONKCH, OTMETKAa O CTaTyce JK3eMIUISpa 3JICKTPOHHBIX
nokymeHToB: "OcH." (ocHoBHOW) wmm "PaG." (pabGoumit), KpaifHHME JaThl JOKYMEHTOB
AIIEKTPOHHOTO Jiela, MPH HEOOXOAUMOCTH O(GOPMIIIOTCS JIOTIOJHUTENBHBIE OTMETKH 00
OTPaHUYCHUU JIOCTYIA K JIOKYMECHTaM.

Bxnaneim nomemiaetcss B pymisip ¢uznueckn 000COOICHHOTO MATEPUATBLHOTO HOCUTEIS
TakuM 00pa3oMm, 4TOOBI HAMUCH HA HEM OBUITH BUIHBI MIPU 3aKPHITOM QYTIIspE.

Hannucu Ha BKIagpllIax II€4aTarOTCS WM HAHOCSATCS OT PYKH p3360p‘{HBBIM IMOYCPKOM
CIiICaJIbHbIMN BOﬂOCTOﬁKHMH YCpHUTIAMMU. Bo3M0XHO HMCHOJIB30BaHHME INTAMIIOB U APyrux
AHAJIOTMYIHBIX CPCACTB.

7.9. Ilpu npuemMe 31eKTPOHHBIX IOKYMEHTOB Ha XpaHEHUE B apXUB YUUTHIBAIOTCS (AKTOPHI:
OTpaHWYEHHUST HA TPUEM DIIEKTPOHHBIX JOKYMEHTOB; 3aBEpIICHHOCTb IpoIlecca CO3JaHus
AJIEKTPOHHOTO JOKYMEHTA; HaJIM4Khe 3aKOHOJATEIbHBIX aKTOB, MPEMSITCTBYIOUIMX TIEepeaaue
AJNIEKTPOHHOTO JIOKYMEHTa; Halu4yhe HeoOXOAMMOW COMPOBOAUTEIHLHON OKYMEHTAIIHH,
COOTBETCTBHUE THUIIA AIEKTPOHHOTO 000OPYAOBAHHUS PANIMUYHBIM PEKUMAM XPaHEHUS dJIEKTPOHHBIX
JIOKYMEHTOB.

7.10. Jlena, mo KOTOpBIM CyAcOHBIC pEIICHHUs] HE OOpallleHbl K HCIOJHEHUIO B TOPSJIKE,
MPEeTyCMOTPEHHOM HWHCTPYKIIMEH TIO CyneOHOMY JIeJONpOM3BOJACTBY, B apXWB CyAa He
NepeatTCs.

Ha y‘-IGTHO-CTElTHCTH‘-IGCKOfI KapTO4YKE ACIIACTCA OTMCTKA O IICpcaadc aCjia B apXuB.

7.11. TloctynuBiire B apXuB CyJa Jiela W Jpyrue JOKYMEHTBI XpaHSATCS 1Mo (oHIaM B
XPOHOJIOTUYECKOM MOPSIIKE.

7.12. Jlena B apXvB€ CUCTEMATU3UPYIOTCS COTIACHO OMHCSIM JIe] ¥ TIOMEIIAIOTCsl B KOPOOKH.

Ha kopemke OOJMOXKM KaXIOW KOPOOKM YKa3bIBAIOTCSI HAdallbHbIE W KOHEYHbIE
PETUCTPAIIMOHHBIE HOMEpA J1e]1, TOMEIICHHBIX B KOPOOKY.

8. CipaBo4YHO-NIOMCKOBBIE CPEICTBA K APXUBHBIM JOKYMEHTaM
8.1. Cucrema cHpaBOYHO-IIOMCKOBBIX CPEACTB BKJIKOYAET ApPXHWBHBIE CIPABOYHUKU Ha

OyMaxHOM HocutTenae W (WJIM) B DJIEKTPOHHOM BHZE: 0OsA3aTeNIbHbIE - OMUCH JeN, OIMUCH
ANIEKTPOHHBIX JIeJ; BCTIOMOraTeldbHbIe (HeoOsi3aTenbHbIE) - UCTOpPHYECKas cripaBka K (oHIy,



KaTaJoTH, yKa3zaTelu u 0030pbl, CIy>KEOHbIE KapTOTEKH, PEecTpbl, 0a3bl JaHHBIX W JPYTHE
CIIPAaBOYHMKHU.

CocTaB BcmoMoraTejIbHBIX APXUBHBIX CIIPABOYHHUKOB OIPCACIIACTCA CaMOCTOATCIIBHO.

8.2. Hcropuueckass cmpaBka K (OHAY COCTOMT U3 TpeX pa3leloB. HCTOPHS
dboHIO00pa3zoBaTeNsl, OTpaXkarollas WCTOPUI0 Cylda CO CChUIKAMH Ha COOTBETCTBYIOIIHE
3aKOHOJATENIbHBIE 1 HOPMATUBHBIC aKThI (JIaThl 00pa30BaHMs, IEPEUMEHOBAHUS, PEOPTAaHU3AINH,
JUKBUAAINN, CTPYKTYPY U QYHKIIUU, UX U3MECHEHUS, IPS)KHNE HAMMEHOBAHUs), UCTOPHs (poHIa
(oObeM, kpaliHuE NaThl JOKYMEHTOB, CTEIIEHb MX COXPAaHHOCTH, NAThl TIepeaadu TOKyMEHTOB Ha
MOCTOSIHHOE XPaHEHWE) W XapaKTEePHCTHKA JOKYMEHTOB (oHIa (Pa3HOBUIHOCTU JIOKYMEHTOB,
0COOCHHOCTH (POPMHUPOBAHKS STUHUI] XPAHCHHSI U MX CHCTEMAaTH3alliH, HATHNYNE JTOKYMEHTOB,
BBIXOMANIMX 332 XPOHOJIOTUYECKHE TPAHMIBI JCATEIBbHOCTH (OHI000pa30BaTENs, COCTaB
CIIPaBOYHOTO anmaparta K GoHAY).

HcTtopuyeckas cupaBka K (pOHIY COCTaBISIETCS B ABYX 3K3eMIUIspax (€CIU Cy[ BBICTYMAET
UCTOYHUKOM KOMIIJIEKTOBAHUS TOCYAAPCTBEHHOI'O apXKBa), OJIMH XPAaHUTCS B Jieje Cyia, BTOPOn
nepenaercs B TOCYAApCTBEHHbINM apxuB. Vcropuueckas crpaBka K (OHIY MOJMUCHIBAETCS
COCTaBHUTEIIEM.

9. YueT 10KYyMEHTOB B apXHuBe Cy/Aa

9.1. Yuery nomiexxar Bce HaxOASAIIMECS HA apXMUBHOM XPaHEHHH JTOKYMEHTBHI, B TOM YHUCJIE
JOKYMEHTHI 110 JIAYHOMY COCTaBY, KOIMHM JOKYMEHTOB, BKIIFOUCHHBIC B (JOH]I MOIH30BaHMS (IIpH
HaJUYMH) U OTUCH JIEJI, OTIUCH SJIEKTPOHHBIX JIE]I.

OCHOBHBIMH €AMHMIIAMHM Yy4Y€Ta AapXUBHBIX JOKYMEHTOB SBIJIAIOTCS apXWUBHBIA (OHI,
CIVHULIA XPAHCHMUS.

9.2. CBenenust 06 00bEME U COCTABE €AMHUIL XPAHEHUS YKA3bIBAIOTCS B APXHUBHBIX YUETHBIX
nokyMmeHTtax. O0si3aTenbHbIe U BCIIOMOTAaTeIbHbIE apXUBHBIE YUETHbIE JOKYMEHTBI BEAYTCS IS
oOecrieueHHs] ydeTa MOCTYIUICHUS, BBIOBITHS, KOJMYECTBA, COCTaBa M COCTOSIHHSI apXUBHBIX
JOKYMEHTOB.

9.3. K 00s13aTenbHBIM YYETHBIM JOKYMEHTAM apXMBa Cy/1a OTHOCATCS:
nacnopt apxuBa (npuioxenue N 14 k Hacrosiein MHcTpykuun);

YYEeTHBIC CBEACHUS O JTOKYMEHTax, XpaHsIuxcs B apxuBe cyna (mpuioxkenue N 15 k
Hacrosimed MucTpykunm);

KHUTA y4yeTa MOCTYIUICHHS U BBIOBITHS JIeN, JOKYMEHTOB (mpmiiokenne N 16 k HacTosmiei
WNuctpykumn);

muct ¢ponna (nmpunoxkenue N 18 k Hactosmeit MucTpykuun);
onucu aen (mpuioxkenus N 5, 6, 7 k Hactosuedt MHcTpykuun);

OIKCH IJIEKTPOHHBIX JOKYMEHTOB (puiiokeHune N 8 k Hacrosuieit MHcTpykuun);



neno GoHma.
K BcriomMorarenbHbIM y4ETHBIM JOKYMEHTAM OTHOCSTCSI:

cnucok GoHnoB (npuioxxenue N 17 k Hacrosdmed WMHCTpyKuun), KOTOPbIA COCTaBISETCS
IPU OCYLIECTBIEHUM XpaHEHMs AapXMBHBIX JIOKYMEHTOB, OTHECEHHBIX Ooyiee 4eM K OJHOMY

bonmy;

KHWTa BBIJIAYM €JIMHUIl XpaHEHUs BO BPEMEHHOE INOJb30BaHuEe (mpuioxkeHne N 27 k
Hacrosmeld MHcTpyKumm);

peectp onuceit nen (mpunoxenue N 9 k nacrosieit UucTpykiuun);

tToniorpaduueckre ykasateaud (HocTeuIaxkHbll (mpunoxenue N 36 K Hacrosmien
Nuctpykumn) u modonmoBeiii (mpunoxkenue N 37 k HacTtosmed WMHCTpykiu) (Ipu HATUYIHH
apXUBOXPAHUJIMILL).

9.3.1. Ilacmopt apxuBa (mpuinokeHue N 14 k Hactosimet MHCTpyKuuM) cocTaBisieTcs
€XKEro/IHO, OTPaKaeT COCTaB, COCTOSIHUE, OOBEM U YCIOBUS XpaHEHHS JOKYMEHTOB U XPaHUTCS
MTOCTOSIHHO.

HacnopT dpXuBa COCTABJIACTCA 11O COCTOAHNIO HA 1 z[eKa6p;I OTYCTHOI'O Irroaa.

Ecnu Cya BBICTYIIACT HMCTOYHHMKOM KOMINIICKTOBAHUSA I'OCYAAPCTBCHHOI'O apXHWBa WM IIPpHU
HaJIM4YUHU COOTBCTCTBYIOIICIO AOroBOpa IMAaCIOPT apXHBa COCTABIIACTCA B ABYX I3K3CMILIApaAx:
OIMH OJ3K3CMIUIAPp  HAIPaBIIKICTCA B FOCYZ[apCTBeHHBIﬁ apXuB, BTOpOI\/'I XPaHUTCA B
COOTBCTCTBYIOIIICM HApAAC apXHBa Cyla.

OObeMHBIE TIOKa3aTeNW JAlOTCA B YKa3aHHBIX €IUHMUIIAX HM3MEpPEHHUs corjiacHo ¢opme
racrnopra apxusa. McnpaBieHusi, BKIEUKH HE JOMyCKAKOTCS.

B aapecHoil yacTu OnaHKa macmopTa apxuBa, PaclojOK€HHOH B JIEBOM BEpXHEM YIIy, B
ctpoke "Komy mnpencraBnsiercs”" yKa3blBaeTCsi Ha3BaHUE TIOCYJAapCTBEHHOrO apxuBa (Ipu
HaJu4un).

B ctpoke "KeMm mpencraBnsercs" yka3bpIBalOTCS: MOJTHOE HAWUMEHOBAHUE CYZAa, MOYTOBBIN
aZipec ¢ ykazaHHeM MHJEKCa, Koja ropojia u Homepa Tenedona (¢akc, e-mail).

B paznene "O6mmue cBenenus" 3anonHsercs crpoka 101, KoTopas COCTOUT U3 CIAEAYIOMINUX
rpad:

KouecTBO GoHoB (Tpada 1);
IUIOIIAJb APXUBOXPAHMIIMIIA B KBaIPaTHRIX MeTpax (KB. M) (rpada 2);
3arpy>KeHHOCTh apXHUBOXpaHWIHIIa B potieHTax (%) (rpada 3).

B rpade 1 ctpoxu 101 yka3piBaeTcsi KOIM4ecTBO (DOHIIOB, XPAHAIIMXCA B apXHUBE CyJa.
Ecnu B apxuBe cyaa XpaHATCs TOKYMEHThI TOJBKO OAHOTO CyJa, TO yKa3biBaeTcs 1udpa 1; eciu
XpaHATCs Jena, JOKYMEHTBhl OPYTHX CYJOB, YKa3bIBaeTCs IHM(pa MO KOJMYECTBY XPAHALIUXCS



(GOHIIOB B apXuBe.

Ka;mmﬁ q)OHII, HC3aBHUCUMO OT TOIro, COCTOHUT JIM OH H3 JOKYMCHTOB OIHOI'O HJIH
HCCKOJIBKUX BUJIO0B, YAIUTLIBACTCA B ITACIIOPTC apXHWBa TOJIBKO OAWH pPas.

B rpade 2 crpoxkm 101 ykaswiBaeTCs IJIOIIAAb OTAEIBHOTO IOMEIICHHS, B TOM YHCJIE
MMOCTOSTHHOTO CYy/A€OHOTO TPHUCYTCTBHsI, apxuBa (apXMBOXpAaHWUJHWIA) B KB. M WIH CymMMa
IUTOIAJIEN BCEX MOMEIEHUN.

[Tnomanp n3MepsAeTcs TOYHO M YKA3bIBAETCSI ¢ TOYHOCTBIO IO AECATBIX I0JIEH KBAaIPATHOIO
MeTpa - He MEHee OJHOTO 3HaKa nocie 3ansatoi. Hanpumep: 25,4 kB. M.

[Inomane pabounx KOMHAT WK MOACOOHBIX TOMEIICHUI HE YUYUTHIBAETCS.

[Tpu oTcyTCTBUU OTAEIBHOTO MOMEUICHUS AJIs XPAaHEHUsI apXUBHBIX JOKYMEHTOB B JIaHHOU
rpade craBUTCA MPOUYEPK.

I'padpa 3 crpoku 101 3amonHsieTcs TpU HAIMYUKM OTACIHHOTO MOMEIICHUS ISl XpaHCHUS
aApXUBHBIX JOKYMEHTOB B Cy/i€ (ApXHWBOXPAaHUJIUINA) U TIPU YCIIOBUU 3aMOHEHUS Tpadbl 2.

[lokazarens 3arpyK€HHOCTHM  apXMBOXPAHWIMINA  SIBISIETCA  CTPOTO  BBIYMCIAEMOM
BEJIMYMHOM, IPUMEPHOE €T0 ONPEIEIEHNUE HE JOIYCKAETC.

Crenenb 3arpy>K€HHOCTH apXUBOXPAHUJIUIIA PACCUUTHIBACTCS B MIPOLIEHTaX MyTEM JEIEHUs
KOJTMYECTBA XPAHSIIUXCS B HEM JIel Ha pacueTHYI0 BMECTHMOCTb apXMBOXpaHWIUIIA (B
eIMHUIIAX XpaHEeHUs1) U YMHOkeHus Ha 100.

PacyeTHass BMECTUMOCTb apXHWBOXPAHWIIUIIA OIPEAETSeTCS CIEIYIONIMM  00pa3oM:
U3MeEpsieTCsT B MeTpax o0mias MPOTSHKEHHOCTh JUIMHBI — CTEIJIAKHBIX —TMOJOK, 3aHSTHIX
JOKYMEHTAaMH; PAaCCUUTBHIBACTCS KOJIMYECTBO E€IMHUL XPAHEHUs, HAXOIALIMXCA HAa OJHOM
MTOTOHHOM METPE MOJIOK, JJIS 4ero o0lee KOJTUYECTBO SUHUIl XPAaHEHHUS ISTTUTCS Ha KOJTUYECTBO
MOTOHHBIX METPOB; KOJUYECTBO €IWHMI] XPAHCHUS, HAXOJSAUIMXCA HAa OJHOM IMOTOHHOM METpE,
YMHOKHUTh Ha OOMIYIO MPOTSHKEHHOCTh CTEIIAXKHBIX MOJIOK (B TOM YHCIIE CBOOOIHBIX).

dopwmyia:

O6I_HCC KOJIHNYCCTBO XPpaHAIINXCA ACII 100
X

CTEIEeHb 3arpykeHHoCTH (%) =
pacyeTHasi BMECTUMOCTD

Ecnu apxuBOXpaHWIHII HECKOJIbKO, TO CyMMa BCEX XPaHSIIUXCS B HUX €] JEJIUTCS Ha
CyMMY pacue€THOW BMECTUMOCTHU KaKJ10ro U yMHokaeTcs Ha 100.

B paznene "CBeaeHuss o JokyMeHTax'" BHOCATCS CBEICHHUS O JOKYMEHTAaX MOCTOSHHOTO
XpaHEHHUs], JaHHBIE O JJOKYMEHTAaX I10 JINYHOMY COCTaBY M YKa3bIBA€TCS CIEAYIOLIEE:

B Tpade 1 - KOJIMYECTBO €IMHUI] XPAHEHUS JOKYMEHTOB IOCTOSHHOTO XPAaHEHHS MU IO
JMYHOMY COCTaBY, HaXOJSIINXCS HA XPAaHEHUHU B apXUBE CyAa;

B rpade 2 - 1aTa caMoro paHHEro U3 XPaHSIIUXCS B apXUBE CyJa JTOKyMEHTOB;



B rpade 3 - KOHEUHbIE JaThl XPAHSIIUXCA B apXUBE Cy/a TIOKyMEHTOB;

B rpade 4 - oluiee KOIMYECTBO /1€, KOTOPbIE BHECEHBI B YTBEPKACHHBIE (COITIACOBAHHBIE)
OIIK apXuBHOro yUpeKIeHHS OINUCH;

B rpa(be 5 - cambie PaHHHUC TOAbl, 3a KOTOPBLIC NOKYMCHTBI, BHCCCHHBLIC B OIIMCH JCJI,
XPaHATCA B apXUBC CYyJa,

B rpade 6 - camble MO3JIHUE T'OJbl, 32 KOTOPHIE JOKYMEHTbI, BHECEHHBIE B YTBEPKICHHbBIC
(cornacoBanubie) DIIK apXuUBHOTO yUpeKI€HUS OTUCH, XPAHITCS B apXHUBE CY/a;

B rpage 7 - KOJUYECTBO JI€T MOCTOSHHOIO XpaHEHUs!, HAaXOAIINXCA Ha XPaHEHUHU B apXUBE
CyJla MOCJIe HCTEUYECHHs YCTAaHOBJICHHOTO 3aKOHOAATENBCTBOM CPOKA MX IPEAEIBHOIO XPAaHEHHUS B
cyne.

['pada 8 3amonHsieTcs mMyTeM MOACYETa KOJIMYECTBA €KETOAHO 00pa3yIOMUXCs eI TaHHOTO
BHJIa B COOTBETCTBUU C HOMEHKJIATYpOU JE.

B crpoke 201 menecoobpa3sHo BHOCHTH JIaHHBIC O JieJIaX MOCTOSHHOTO XPaHEHUs OTICITBHO
0 TPaXJAaHCKUM, aIMUHUCTPATUBHBIM, YTOJIOBHBIM JieJiaM, JieJIaM OOIIEro JeI0MpOn3BOICTRA.

B pasnene "Kanpsr" B ctpoke 301 yka3biBaeTcsl KOJIMUECTBO IITATHBIX PaOOTHUKOB apXHBa
CyJa, OIlpe/ieIeHHOE B IITATHOM PacIUCaHUM Cy/a.

Ecnu B miTaTHOM pacnucaHuy HE MPEAYCMOTPEHA JIODKHOCTh IITATHOTO PAaOOTHHKA apXUBa
cyla, pu 3TOM TIpejceaaTesieM Cy/a Ha3HadyeH paOOTHUK, OTBETCTBEHHBIN 3a paboOTy apXuBa, B
3TOM rpade cTaBUTCS MTPOUYEPK.

B paznmene "YcnoBus XpaHeHUs JOKYMEHTOB' MMOJUEPKUBAIOTCS TE€ CBEICHHS, KOTOpBIC
COOTBETCTBYIOT YCIIOBHSIM XPAaHEHHUsI apXUBHBIX IOKYMEHTOB B cyze. [Ipu Hanuuuu B cyae AByX
u OoJiee MOMEIICHUI apXuBa, CBEJICHUS] 00 YCIOBUSX XpaHEHHUS JOKYMEHTOB YKa3bIBalOTCS Ha
Ka)KJ]0€ MMOMEIIEHHUE OTAEIBHO.

B cinydyae xpaHeHHS JOKYMEHTOB cyla B OOBEIMHEHHOM Cy/IeOHOM apXuBe, B IMMACIOPTE
apXuBa JIENACTCS COOTBETCTBYIOINIAS MOMETKA O KOJIMYECTBE JIEJ, HAXOAAIINXCS Ha XpAaHCHUU B
TakoMm apxuBe. [[nomane momemnieHus: oObEIUMHEHHOTO CyneOHOTO apxuBa B paszaene "OOmue
CBeJIeHHUs" MacrnopTa apXyuBa HE YKa3bIBAETCsI.

B macniopre apxuBa yka3siBaroTcst haMuius U TefeOH UCTIOTHUTENS (COCTaBUTEIs).

HacnopT apxXuBa IOAMNMUCBIBACTCA TMpeACCAaTC]iCM Ccyaa C TIPOCTABIICHUEM JAThI
IIOoAINMHUCaHusA, IOCJIC 3aIll0OJIHCHUA BCCX PAa3aCIOB 3aBCPACTCA IICUAThIO Cyaa.

HpI/I HaIlpaBJICHUU B FOCY)IapCTBGHHBIfI ApXUB K IMAaCIOPTY apXHuBa IMIPUKIAAbBIBACTCA
IIOAACHUTCIIbHAsA 3aII1MCKa, B KOTOpOi/’I YKa3bIBAKOTCA CICAYIOIIUC CBECACHUS:

00 M3MEHEHMAX B HAUMECHOBAHHH cyaa,

0 HAJIMYUU B CYJI€ HOMEHKJIATypPbl A€ U MHCTPYKIMH IO EJIONPOU3BOACTBY;



OPUYMHBI W3MEHEHHsS KOJIMYECTBAa JIeJd [0 CPAaBHEHUID C JIAaHHBIMU Iaclopra
IPEIIECTBYIOIIEro roJ1a (KOJIUYECTBO OIMCAHHBIX J1€], IepEelaHHbIX Ha MIOCTOSHHOE XPAHEHUE B
apXUMBHOE YUYPEKIEHUE, CHATBIX C Y4eTa B CBSI3M C yTpaTOM WM HEUCHPAaBHBIMU
MOBPEKICHUSIMU );

HaJINYME B apXuBe cya (pOHAO0B APYTUX CYNOB;
0 KaJIpOBOM COCTaBE - HAJIMYME IITATHBIX paOOTHUKOB apxuBa cyna, @.M.0. paboTHUKOB;

0 MCCTC XpaHCHUA HOKYMCHTOB IIPpH OTCYTCTBHUH OTACIIbBHOTO IIOMCHICHUA U O0COOCHHOCTSX
pasMCIICHUA JOKYMCHTOB.

KOHKpeTHBI CNHCOK NPUIIOKEHUS K MaclopTy apXuBa MOXET OBITh COIVIACOBAH C
rOCYJapCTBEHHBIM apXUBOM, KyZa OH IIPEACTaBIIACTCS.

B cnydae ecnm apxuB CyJda pacHojOXKEH B HECKOJBKHX IOMELICHHAX, MAcHOpT apXHBa
COCTaBIISIETCS COUHBIA Ha BCE TOMENICHHWA. PalilOHHBIMH CymaMH KOMHS TaclopTa apXuBa
HampaBJsieTcss A CBEICHHMS B COOTBETCTBYyMolee ympanieHue CyneOHOro jemnapramMeHra B
cyonekre Poccuiickoit denepanyu.

9.3.2. JIonoJHUTENBHO K MacopTy apXuBa paOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa,
€XKErOoJIHO 3alOJIHAIOTCS Y4YETHBIE CBEJEHUS O JOKYMEHTax, XpaHSIIMXCS B apXuBe Ccyaa
(npunoxenue N 15 x Hacrosmed MuHcTpykuuun) (mo coctosHuio Ha 1 nekadbpsi), B KOTOPBIX
MIOMUMO KOJHMYECTBA J€JI MOCTOSHHOTO XpaHEHUs, HAXOMAIIUXCS B apXUBE CyJa, YKa3bIBaeTCs
KOJIMYECTBO JieJ1 BpeMeHHbIX (cBbimie 10 jeT) cpokoB XpaHeHus1, BpeMeHHbIX (10 10 jeT) cpokoB
XpaHeHUs U "'10 MUHOBaHMS HagoOHOCTH" (P HAJTUYHWH).

VyeTHbie CBCIACHHUA O HOKYMCHTAX, XpaHAIIUXCA B apXHUBC CyJa, COCTABJIAIOTCA B OOJHOM
OK3CMILIAPEC U XPAHATCA B COOTBETCTBYIOIICM HOMCHKIIATYPHOM HapsAAC Cyaa.

PalioHHBIMM CyaMM KOIHSI YUETHBIX CBEICHUH O IOKYMEHTaX, XpaHSIIMXCS B apXUBE Cy/a,
HAIpaBJIsCTCS JUIS CBEJCHHS B COOTBETCTBYMOIee ympasieHue CyneOHOro jaenapTramMeHTa B
cyonekre Poccuiickoit denepanmm.

9.3.3. B kHHUry yuyeTa MOCTYIUICHHUS W BBIOBITHUS JieJ, TOKyMeHTOB (mpuioxeHue N 16 k
Hactosie MHCTpYKIMK) MOCIeoBaTEIbHO BHOCATCS BCE TMEPBUYHBIE U TOBTOPHBIC
MOCTyIUIeHHs (BBIOBITHSI) e, JNOKymMeHTOB. Kaxkmoe moctyruieHwe (BBIOBITHE) B Mpeiaeniax
OTYETHOTO r0Jia MOJIy4aeT MOPSIKOBBI HOMEP B BaJIOBOW MOCJIEIOBATEIBHOCTH.

E)KCI‘OZ[HO Ha 1 SHBapA MOABOAUTCA HUTOI KOJIUYCCTBA IMOCTYIIUBIINX U BBIOBIBIIINX 34 Iron
AcJ1, IOKYMCHTOB.

9.3.4. Jluct ponpa (mpunoxenue N 18 k Hacrosmeidl MHCTpykuuu) cocTaBisieTcsl Ha
KKl apXUBHBIM (oHI. B HeM yuyuThIBalOTCS BCE MOCTYIUIEHHS M BBIOBITHS ONMMCAHHBIX U
HEOIMCaHHBIX TOKYMEHTOB (poHa.

Jluctel QOHIOB XpaHATCA B TOPSAKE BO3pACTaHUS HOMEPOB apXUBHBIX (HOHIOB. JIMCTHI
boHI0B HOPMHUPYIOTCS B €0, K KOTOPOMY COCTABJISIETCS JTUCT-3aBEPUTEINb.

B JINCTC-3aBCPUTCIIC YKA3ZBIBAOTCA 061_[[66 KOJMYCCTBO JIMCTOB NOKYMCHTOB, BKIIFOYCHHLIX B



ACJI0, HaA4YaJIbHBIC W KOHCYHBLIC HOMCpA APXUBHBIX (1)OHI[OB, 06u1ee KOJIMYCCTBO APXUBHBIX
(1)OHIIOB, JIMCTBI KOTOPBIX BKIIKOUYCHBI B ICJIO.

9.3.5. B neno ¢onga BKItOYAETCS KOMILIEKC JOKYMEHTOB (MCTOPUYECKHUE U TEMaTUYECKUE
CIPaBKH, JOTOBOPHI O NIepeiaue JOKYMEHTOB Ha MIOCTOSSHHOE XPaHEHUE, aKThl IPOBEPKU HATHYUS
U COCTOSHUSI JJOKYMEHTOB, aKThl O TE€XHHYECKUX OLIMOKaX, akThl IpHEMa U IMepelayd, akKThl
BBIJICJICHUS /1€l U JOKYMEHTOB K YHHUYTOXEHHUIO, aKThl 00 YTpaTe M aKThl O HEHCHPAaBHUMBIX
MOBPEKICHUAX, AKThl 00 OOHApy)XEHHM JOKYMEHTOB, aKThl pAacCEeKpeuyMBaHUS M Jpyrue
JOKYMEHTBI, OTpakarouiie padboTy ¢ (oHIOM, a Takke NepecoCTaBlICHHbIE JIUCTHI (poHAa) 1O
UCTOPHH CyJla U apXUBHOTO OH/A, 00BEANHEHHOT0 apXUBHOTO (POHA.

Bce nokyMmeHTs! B aene (pOHIA pacloyararoTcsi B XpOHOJIOTHYECKON MOCIEA0BATEIEHOCTH
ux coctaBieHuss. Ha pokymeHTbl (oHIA COCTaBisieTCs BHYTPEHHSAS OIUCh, JIUCTHI Jiena
HyMepytores. [1o mepe nonosiHeHus nena GoHaa BHYTPEHHSISI ONUCH TOOIHSIETCS.

9.3.6. JliA mMOEAMHUYHOTO M CYMMAapHOTO Yy4yeTa apXWBHBIX JTOKYMEHTOB, 3aKpEIUICHUS
nopsiJika X CHUCTeMaTH3alluy, yueTa U3MEHEHHH B cocTaBe U 00beME apXUBHBIX JOKYMEHTOB
COCTaBJIISIETCS OMKCH JIET, ONUCH AJIEKTPOHHBIX el (pa3aen 3 Hactosmed NHcTpyKimm).

9.3.7. Cunucok ¢onnoB (mpunoxenue N 17 k Hacrosimed MHCTpyKuuu) BeneTcss B apXuBe
CyZa, XpaHsIleM JOKYMEHTHI Oosee yeM onHoro ¢onaa. Kaxaplii apxuBHBIN (OHI BKIIOYAETCS B
CIHCOK (DOHIOB TOIBKO OJUH pa3 MPHU MEPBOM MOCTYIJICHUH apXUBHBIX JOKYMEHTOB YKa3aHHOTO
donma. Kaxknomy QoHmy mprcBamBaeTcs WHAUBUAYAIBHBIA HOMEpP, KOTOPBIA COXpaHSIETCS 3a
HHUM BO BCEX YUETHBIX JOKyMeHTax. Homepa hoHIaM mprcBauBaroTCs B BAJIOBOM HOPSIIKE.

B cnywsae mepemaum apxuBHOro (oHAa B APYrod apxwiB, BKIIOYEHHS €r0 B COCTaB
00BEIMHEHHOTO0 apXWBHOTO (OHAA WIM BBIJCICHUS BCEX JOKYMEHTOB K YHHUUYTOXXCHHIO
OCBOOOIMBIIUICS HOMED APYTOMYy apXUBHOMY (DOHIY HE IPUCBANBAETCS.

OO0benuHeHHbIe apXuBHBIC (DOH/IBI YIUTHIBAIOTCS HAa 00X OCHOBaHMIX. OObETUHEHHOMY
apXuBHOMY (HOHIY, 00Opa30BaHHOMY M3 apXHMBHBIX (JOHJIOB, paHEE YYTCHHBIX CAMOCTOSTEILHO,
MIPUCBAUBAETCSl HOMEP OJIHOTO M3 apXUBHBIX (DOHIOB, BKIIOYCHHBIX B €70 COCTAB.

Homep apxuBHOTrO oHAA Cyla - UCTOUYHHMKA KOMIUIEKTOBAHUSI TOCYJApPCTBEHHOTO apXHBa
BHOCHUTCSI B CTUCOK (DOHJIOB MO HOMEPOM, KOTOPBIN MPUCBOEH €MY B TOCYJJAPCTBEHHOM apXHBE.

Hazpanue apxuBHOTO (pOHIAa BHOCUTCS B CIHMCOK (POHIOB Ha OCHOBAaHMH HCTOPHUYECKOM
CIpaBKH K (OHAY WM TUTYJIBHOTO JUCTA OMUCH JIeJI, OTIMCH 3IEKTPOHHBIX JIEI.

Ha3BaHue apXxuBHOro (poHJa COCTOUT M3 IOJIHOTO HAUMEHOBAaHUSA CyJa C yKa3aHHEM €ro
MECTOHAXO0KICHHUs], 1aT CO3AaHuUs U JIMKBUJALKUU. Eciin HaMMEHOBaHUE U3MEHSIIOCH, TO B CIIMCKE
(GOHIOB yKa3bIBaeTCs €ro IocliefHee Ha3BaHME B paMKax IEpHoJia, 32 KOTOPbIA NPUHATHI
JIOKYMEeHThI. Bce npenpinyiiye n3MeHeHusl B HANMEHOBAHUM OTMEYaroTcsl B Jiucte GoH/A.

Hasanne o00bequHEHHOTO apXWBHOTO (HOHAA COCTOMT M3 OOOOIIEHHOTO Ha3BaHUS
BKJIFOUCHHBIX B HETO apXWUBHBIX (DOHAOB. B McT QoHIA BKIIOYAIOTCS BCE HAMMEHOBAHUS CYIOB,
JOKYMEHTBI KOTOPBIX BKJIFOUCHBI B 00BbEIMHEHHBIN (OH/T.

E)KCFOI[HO K CIIMCKY (I)OHZ[OB COCTABJILICTCA HTOroBast 3allMCb O KOJMYCCTBC APXHMBHBIX
(1)OHJIOB, MOCTYIIUBIINX U BBLIOBIBIIIMX B T€UCHUE roga, u O6III€M KOJIMYCCTBC apXUBHBIX (1)OH210B,



HaxOoJSIINXCAd HA XPAaHEHUHM B apXMBE IO COCTOSHHIO Ha | sTHBaps, CJIEAYIOIIETO 3a OTYETHBIM
TOJIOM.

Crncok (QOHIOB MOAIIMBAETCS B TBEPAYIO OOJOXKKY, JUCTHI HYMEPYIOTCS, COCTaBISETCS
JIMCT-3aBEPUTEIb.

9.3.8. B nensx yuera onucelt fen B apXuBe cya BeieTcs peecTp onuceit (mpuioxenue N 9
K HacTosAwed MHCTpyKuuu), 1o KOTOPOMY BEAETCS MOEAUMHUYHBIA U CyMMapHbId Y4eT OmHcel
hi(Sh)

Omnuck ACJI, COCTOAIIAsA M3 HCCKOJIbBKMX TOMOB, YUUTBIBACTCA B PCCCTPC OIMCEH KaK oJHa
OIIHCh. HOMepa OIMMUCAM NPUCBANBAIOTCA B COOTBECTCTBHHU C JINCTOM (I)OHI[a.

Onucu gen cyaeOHBIX KOJUIETMM, CyJeOHBIX COCTaBOB, IIOCTOSIHHBIX —CYJEOHBIX
MPUCYTCTBUM, CTPYKTYPHBIX MOAPA3IEICHUN CyJa HE MOJIEkKAT YUETY B PEECTPE OMUCEM.

B peectpe omnuceit GUKCUPYIOTCS OCHOBHBIE JTAHHBIC 110 COCTABY KaX O OMKCH JEJI, OMUCH
ANIEKTPOHHBIX JIed: HoMmep (GOHAa, HOMEp OMUCH, BHUJl JIOKYMEHTOB, BKIIOUEHHBIX B OIHUCH,
KOJIMYECTBO CAMHUI] XPAHECHUS, KOJIMYECTBO JIUCTOB B OMMCHU U €€ IK3EMILIAPOB.

ExeroaHo mo coctosiHuio Ha | stHBapst B peecTpe OMHUCEN COCTABIISIETCS UTOrOBasl 3aIKCh O
KOJINYECTBE OIMCEH JeJ, XpaHSAUIMXCSI B apXuBE Cy/Aa, a TaKKe JaHHbIE O MOCTYHUBIIMX H
BBIOBIBIIINX 3a IO ONUCIX AEII.

9.4. YuerHble 6a3bl JaHHBIX BEAYTCSA MPU HATMYHUM B CyA€ TEXHUUYECKUX U MPOTrpaMMHBIX
CpEZCTB HapaBHE ¢ 005A3aTeIbHBIMU APXUBHBIMHU YYETHBIMU JOKYMEHTAMH.

9.5. ApXuUBHBIE yYETHBIE JTOKYMEHTHI, B TOM YHCJIE [0 OJHOMY DK3EMIUIIPY OIMUCH e,
pa3MelaTcs B MOMELIEHUH ISl XPAHEHHs] YYETHBIX JOKYMEHTOB WJIM Ha OTAEIbHOM CTEJUIaXe
B paboueli koMHaTe paboTHHKA, OTBETCTBEHHOI'O 32 pabOTy apXxuBa cya.

BTopoii sk3eMIuisip onucu Jien pa3MeliaeTcs B apXuBOXpaHUIIUIEe 000COOIEHHO OT €IMHHIL
XpaHEHHUSI.

9.6. ApxuBHBIE Yy4Y€THBIE JOKYMEHTBI, KPOME OMNHCEH Jes, ONUCEH SJIEKTPOHHBIX el
MpeAHa3HAYAIOTCS JIsl CIY)KEOHOTO TMOJb30BaHUS U MOJB30BATENISIM apXUBHBIMU JOKYMEHTaAMU
HE BBIJAIOTCS.

9.7. Yder mocTyIuieHus: U BBIOBITHS e, TOKYMEHTOB B apXHBE CyJa OCYIIECTBISETCS Ha
OCHOBaHUMU:

ONKCU JIed, ONHUCU DIIEKTPOHHBIX JIeN CYyJIEOHBIX KOJUIETUH, CYAEOHBIX COCTAaBOB,
MOCTOSIHHBIX CYAE€OHBIX MPUCYTCTBUM, CTPYKTYPHBIX TMOJpa3AelieHuid W TOJOBOrO pasjesa
CBOJHOM OIHCH JIeJI, OTIMCH JIEKTPOHHBIX TOKYMEHTOB;

HOMEHKJIATYphl e MPU OTCYTCTBUM OINMUCEH JeN, OMUCEH 3JIEKTPOHHBIX /el CyAeOHBIX
KOJUIETUM, CyAEOHBIX COCTaBOB, TIIOCTOSIHHBIX CYACOHBIX MPHUCYTCTBUH, CTPYKTYPHBIX
MOJIpa3ICIICHUN;

aKTa 0 TEXHHYECKHX OIIMOKaX B YUYETHBIX JOKyMeHTax (mpmiokenue N 19 k Hacrosmen



WNucTpykuun);

akTa 00 OOHapy)XeHHU JOKYMEHTOB, HE€ OTHOCAIIUXCA K JaHHOMY (OHIY, HEYUYTEHHBIX
(npunoxenue N 20 k HacTosawmed UacTpykuun);

aKTa O HEOOHApYXEHUU apXUBHBIX JOKYMEHTOB, IYTH PO3bICKA KOTOPBIX HCUEpIaHbI
(mpunoxenue N 21 k HacTosmedt MHCTpyKInn);

aKkTa MpUeMa-Iiepelayd apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxkeHue N 22
Hacrosmeld MHcTpyKumm);

aKTa O HEUCIPABUMBIX TOBPEKICHUSX apXUBHBIX JOKYMEHTOB (mpuioxkeHue N 23 k
Hacrosiel MucTpykuun);

aKTa O BBIJICJICHUM K YHUUYTOXKEHHUIO apXUBHBIX JOKYMEHTOB, HE MOMAJIEKAIIUX XPAHEHHUIO
(mpunoxxenue N 13 k HacTosimet MHCTpyKIun).

9.8. Ha ocHOBaHMH JIOKYMEHTOB, YKa3aHHbIX B IyHKTe 9.7 Hacrosmen HWMHcTpykuuw,
BHOCSTCSA HEOOXOAMMbIE U3MEHEHHUS B 00513aTeIbHbIC APXUBHBIC YUETHBIE JOKYMEHTHI:

B KHUTY Y4C€Ta MOCTYIIJICHUSA U BBIOBITHS ACJI, JOKYMCHTOB U B JIUCT (1)OHI[3. - IIpHU KaXXJI0M
M3MEHEHHUHU B COCTaBe H 00bEME APXHUBHBIX TOKYMCHTOB,

B CIMCOK (DOHIOB - MpHU MOCTYIJICHUH HOBOTO apXMBHOTO ()OHJA WJIM BBIOBITHH BCEX €T,
JOKYMEHTOB HAXOJMBIIETOCS Ha XpaHEHUH apXuBHOro ¢onnaa. B rpage "OTmeTka 0 BBIOBITUH
¢donma" cnucka (GOHIOB YKa3bIBAETCSI MECTO (apec) BHIOBITUS apXUBHOTO (DOH/IA, a TAKKE JAaTa U
HOMEp JIOKyMEHTa, Ha OCHOBAaHMH KOTOPOT'O OH BBIOBLI,

B PEECTp OMHUCEH el - MPU MOCTYIJICHUH HOBOW OMUCH JE WU BBIOBITUHU BCEX €IMHHIL
XpaHEHUsl HaXOJUBIIEHCS HA XpaHEeHWU omnucu. HoMep BBIOBIBIIEH OMUCH JPYTUM OMUCAM e,
OTHCSIM AJICKTPOHHBIX JIEJ HE MPUCBAUBAETCS M OCTAETCSI CBOOOTHBIM;

B OIIMCH ACJI, OIIMCH DJICKTPOHHBIX JCI - P KaXJIOM IMOCTYIUICHUN U (I/IJII/I) BBIOBITHH A€,
JOKYMCHTOB, JJICKTPOHHBIX ACJI, YUTCHHBIX B ,Z[&HHOIZ OIINCH.

COOTBGTCTBYIOHII/IG HN3MCHCHHUA BHOCATCA BO BCIIOMOT'AaTCIbHBIC AapPXHWBHBIC YYCTHBLIC
JAOKYMCHTBEI.

10. IIpoBepka HAJIUYHUA U COCTOSHUS JOKYMEHTOB
(3/1eKTPOHHBIX J1eJ1) B apXHBe, NOPSI0K Nepeaay apXuBHBIX
JOKYMEHTOB IIPH CMeHe MpejceaaTesisl cyia

10.1. ApxuBHbBIE JOKYMEHTHI TMPOBEPSIIOTCS HA NpeIMET HUX (PAKTUYECKOTO HaJUu4Ms U
(bu3nUecKoro cocTosiHuA (Aajiee - MpoBEpKa HAIUYUS) B TJIAHOBOM MOPSIIKE.

[IpoBepka HamMuusg AapXUBHBIX JOKYMEHTOB IIPOBOAMTCS KOMMCCHEH, Ha3Ha4yacMoun
IpeacenaTesieM CyJla, B COCTaB KOMHCCUU 0053aTeNbHO BKIOYAETCS PA0OTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyna.

IIpoBepka Hanu4us apXMWBHBIX JOKYMEHTOB PAallOHHBIX, TOPOACKHUX, MEXPANOHHBIX CYIOB



MIPOBOJIUTCS C y4acTUEM pabOTHUKOB COOTBETCTBYIONIETO ypasieHus: Cyne0Horo aenapraMeHTa
B cyobekTe Poccuiickoit denepanun.

10.2. IIpoBepka HAIMYMS IPOBOAUTCS:

B CPOKH, YCTAaHOBJICHHBIE TpejcenaTeseM CyAa, HO He peke OJIHOTO pasza B 5 neT (B TOM
gucie ¢ moMeTkou "l cimyke6HOTO MoIh30BaHu");

npyu CMEHE Tpelnceaaressl Cyaa, pyKOBOAUTENs apxuBa (paOOTHHKA, OTBETCTBEHHOIO 3a
paboTy apXxuBa);

IMPU MMOATOTOBKE apXUBHLBIX TOKYMCHTOB K IICPCaAadc B FOCYI[apCTBCHHBIfI apXuB (I[J'IS[ cylaa,
BBICTYITAIOMICTO NCTOYHUKOM KOMHJ’IGKTOB&HI/IH);

MOCJIe MacCOBOTO MepeMENICHUSI apXUBHBIX IOKYMEHTOB, YpE3BbIYAaWHON CUTyalluu U (UIJIH)
IPYTUX OOCTOSITENBCTB, B PE3YJIHTATE KOTOPHIX OHU MOIJIA OBl OBITH YTpau€Hbl WU MOBPEKIACHBI;

IIPY PEOpraHu3aliy Cyaa.

10.3. TIpoBepka Hamu4us JOKYMEHTOB IMPOBOJUTCS IMOCPEICTBOM BHU3YaJIbHOTO OCMOTpa
€MHMI] XPAHEHUS. U CBEPKU OMMCATEIBHOM CTAaThU OMMCHU JIEJ C 3arojIOBKOM (ONMCaHUEM) Ha
00JI0KKE €TUHUIIBI XPAHECHHUSI.

10.4. IIpoBepka HaIU4UUs JOKYMEHTOB BKJIFOUAET:
BBIBEPKY apXUBHBIX YUETHBIX JOKYMEHTOB U YCTPaHEHHUE BBISBJICHHBIX B HUX HETOYHOCTEH;

YCTAHOBJICHHC (1)aKTI/I"IeCKOFO HalIn4dusad CSIUHUI XPpaHCHHUA B COOTBCTCTBHH C ApXHBHBIMH
YUCTHBIMU JOKYMCHTAMM;

BBISIBJICHUE HEMPABUIHLHO O(hOPMIICHHBIX €AUHUI] XpaHESHHUS (7€)

BBISIBJICHUE U TIOCTAHOBKY Ha y4YeT JJOKYMEHTOB M €AWHHI] XpaHCHHUS, TPEOYIOIINX (PU3HKO-
XUMHYECKOU, TPOQUTAKTUYECKON H/WIIH PECTaBPAIMOHHO-TIPOPUIAKTHIECKONH 00paboTKH;

OpraHU3alUI0 PO3bICKA OTCYTCTBYIOIIUX JOKYMEHTOB.
10.5. IIpu npoBepke HaNU4YUs JOKYMEHTOB HEOOX0IMMO:

COXpaHATh TOPSAJOK PACIOJOXKCHHS CIUHUI] XPAHCHUS COTJACHO TOMOTPapUUEeCKUM
yKa3aTessim;

NoMeIlaTh Ha MecTa HaJIekKallero XpaHeHWs OOHAapY)KEHHbIEe BO BpeMs MPOBEPKU
HEINPAaBWJIBHO Pa3MEILCHHBIE CIUHULIBI XPAHCHUS;

U3bIMaTh C TIOCIICAYIOIICH W30JSAIUEH JIOKYMEHTBI, CJMHHIIBI XPaHCHHS, 3apa)KCHHBIC
TJIECEHBIO U (WJIM) APYTUMH OMOJIOTMYECKUMH BPEIUTENISIMH (11 JOKYMEHTOB Ha OyMa)KHOM
HOCUTENE);

npoctaBiaTe otMeTky "TIPOBEPEHO" ¢ yka3anmeM HOMepa M JaTbl akTa NPOBEPKH B
KOHIIE IIPOBEPEHHOM OIUCH JEII.



10.6. Ilo pesynbraTamMm TPOBEPKH HAIUYHS JOKYMEHTOB JOJDKHBI OBITh COCTaBIIEHBI WU
MOJIACAHBI KOMUCCHUEH, a 3aTE€M YTBEPKACHBI IIPECEaTeNIeM Cy1a:

aKT TPOBEPKU HAIUYUS U COCTOSHHS APXUBHBIX JOKYMEHTOB (mpuwioxkeHue N 24 k
Hacrosmeld MHcTpyKunm);

aKT O TeXHUYECKUX OMMOKaxX B YYETHBIX JNOKyMeHTax (mpuiokenne N 19 k Hactosmiei
NHcTpyKkumMM), KOTOPBIA COCTaBISIETCS B CIlydae BBIABJICHUS HECOOTBETCTBUS 3amucedl B
aApXUBHBIX YUYETHBIX JOKYMEHTaX (haKTUUeCKON MHPOpMaInu;

akT 00 OOHapyXEHHM AapXUBHBIX IOKYMEHTOB, HE OTHOCALIMXCS K JaHHOMY (oHAy,
HeyuTeHHBIX (mpuiiokeHne N 20 k HacTtosimed MHCTpyKIuu), KOTOPBI COCTABIISIETCS B CiIydae
OOHapy>KEeHUsI HEYUTEHHBIX apXUBHBIX JJOKYMEHTOB, HE OTHOCSAILIMXCS K JaHHOMY (OHY.

HpOBepKa HaJIU9usaA OJOKYMCHTOB CUHUTACTCA 3aBeleIeHHOﬁ IIOCJIC YTBCPIKIACHHUSA aKTa
IMPOBCPKU HAIWUYIUA H COCTOSAHHUS APXHMBHBIX IOOKYMCHTOB, ITOCJIC BHCCCHUS II0 PC3yJIbTaTaM
IIPOBCPKU H606X0,Z[I/IMBIX U3MEHCHUM B APXHUBHBIC YUYCTHBIC NOKYMCHTEI.

10.7. Ecnu mpoBepkoil HamWuus JOKYMEHTOB YCTAaHOBIEHO OTCYTCTBHE JTOKYMEHTOB,
JIOJDKEH OBITh OPTaHU30BaH MX PO3BICK, IPOBOJUMBIN B TEUYCHUE OJHOTO TOJIa C AAaThl BHISIBICHUS
uX OoTCyTcTBHUs. [lomyckaercs mpoiieHre cpoka po3bICKa TOKYMEHTOB Ha | roj.

B cnyuae oTpumarenbHBIX pPE3yIbTaTOB PO3BICKA COCTABISETCS AaKT O HEOOHapyKEHHUU
apXUBHBIX JIOKYMEHTOB, IyTH PO3bICKAa KOTOPBIX McUepraHbl (mpuioxkenue N 21 k HacTosien
WHCTpyKIMK), yTBEPXKIAEMbIi IIpe/celaTesIeM Cyla IO COTIACOBAHUIO C SKCIIEPTHON KOMHUCCHEN
cyna. K akty nmpuiaraercst cupaBka o0 MpoBeJeHUU po3bIicka. Cyl - HCTOYHUK KOMIUIEKTOBAHMS
rOCYy/IapCTBEHHOTO apXuBa B ClIydae HEOOHApYXEHHsSI JOKYMEHTOB, OTHECEHHBIX K COCTaBY
ApxuBHoro ¢onma Poccuiickoit @enepauuu, AOKEH NPEACTaBUTH aKT O HEOOHapyKEHUU
apXUBHBIX JIOKYMEHTOB, IIyTM PO3bICKA KOTOpPBIX MCUEpHaHbl, B COOTBETCTBYIOIIUN
TOCY/IapCTBEHHBIM apXWB MM YIOJIHOMOYEHHBIH OpraH HCIOJHUTEIbHOM BIIACTU CyObEeKTa
Poccuiickoit @eneparuu B chepe apXUBHOTO Jiea U ACTONPOU3BOCTBA Jisl MPUHITHUS PEIICHUS
O CHATHHU YTPAYEHHBIX €IMHHULl XPaHEHUS C y4yeTa.

10.8. ApxuBHBI  JOKYMEHT, COCTOSIHUE€ KOTOPOIO  HCKIIIOYA€T  BO3MOXKHOCTb
BOCCTAHOBJICHUSI €Tr0 MaTepPHAIBLHOTO HOCHUTENISI M HCIOJb30BaHUS (BOCIPOU3BEIICHMS)
coJieprkaileicst B HeM HH(GOpMaIliy, TPU3HAETCS HEUCIPABUMO TOBPEKICHHBIM.

10.9. ITpu BbISIBIIEHUM HEMCHIPABUMO MOBPEXIECHHOIO apXUBHOI'O JOKYMEHTA COCTaBIISAETCS
aKT O HEHCIPABUMBIX MOBPEXKIACHUIX apXUBHBIX JOKYMEHTOB (mpuioxkeHue N 23 k HacrosIiei
WNHcTpyKMK), KOTOPBIN YTBEpXKAAETCA NMpPEACENaTeIeM CyJa IO COIIACOBAHUIO C 3KCIIEPTHOM
KOMUCCHEN Cyaa.

B cnydae BbISIBICHHMS HEUCHPABUMO IOBPEXKACHHOTO JIOKyMEHTa ApXHMBHOro QoHa
Poccuiickoit ®enepauuu akT O HEUCIPABUMOM IOBPEKICHUM AapXUBHBIX JOKYMEHTOB
Hampasisgercs Ha paccmorpeHue OIIK  apXMBHOro yuypekIeHus IOCIE€ COIVIACOBAHMS C
JKCNepTHONM Komuccuel. Ilocie BbpIHECEHMs pEIIeHUs O NPU3HAHUM apXUBHOIO JOKYMEHTA
HEHCIIPAaBUMO TMOBPEKIACHHBIM aKT YTBEPXKIACTCS IpeACeaTeIeM CyAa U COOTBETCTBYIOLIUE
WU3MEHEHUs BHOCSTCS B ADXUBHBIE YUETHBIE JOKYMEHTHI.

10.10. ITpu cmene npencenarens cyaa NpueM-nepeaadya apXuBHbIX JOKYMEHTOB, AapXUBHBIX



YYETHBIX JIOKYMEHTOB U CIPABOYHO-IIOMCKOBBIX CPEACTB K HUM (Jajee - IpueM-nepenaya Jei)
OCYLIECTBIIACTCS KOMUCCHUEH, Ha3HAYaeMOH IIpeIcenaTeieM Cya.

[Tpu npueme-nepenaye i1 NPOBOAUTCS CIUIOIIHAS WM BBIOOpOYHAs MPOBEPKA HATUYMS U
COCTOSIHUS JOKYMEHTOB, apXUBHBIX YUYETHBIX JOKYMEHTOB U CIIPABOYHO-IIOMCKOBBIX CPEICTB.

[Tpuem-nepenaua aen opopmisiercs: aktoM (npuioxenue N 38 k Hactosmeit MHcTpyKkuun).
11. Opranu3anus UCNOJb30BAHUSA JOKYMEHTOB apXUBa

11.1. Hcnosp3oBaHHE IOKYMEHTOB AapXuBa CyJda IPOBOAMUTCSA TOJIBKO C pa3peuieHus
npeacenarelts cyna (ynoJIHOMOYEHHOTO UM 3aMECTUTENS peAceaaTells Cyaa).

PaGoTHUK, OTBETCTBEHHBIH 3a pabOTy apXuBa cyja:
BbIIAET JJOKYMEHTAJIbHbIE MaTEPHAJIbI B CTPYKTYPHBIE IIOJIpa3IEICHHUS;

HANpaBJIIET HAa OCHOBAaHWUU MHCHMEHHOrO 3alpoca MaTephallbl B JpYrue OpraHbl,
OpraHM3alUu U YUPEKICHUS 10 YKA3aHUIO NpeceaaTens Cyna;

UH(POPMUPYET MPECEAATENS CYa O COCTABE U COACPHKAHUM JOKYMEHTAIBHBIX MATEPHAJIOB;
BBIJIA€T CIIPABKU M BBIITUCKU U3 apXUBHBIX TOKYMEHTOB.

11.2. Beigaya equHUIL XpaHEHUs U3 apXUBOXPAHIIINILA TTOJICKHUT 00s13aTeIbHON (DUKCauu
B KHUT€ BBIJIa4M €AUHUI] XPAaHEHUS BO BPEMEHHOE T0JIb30BaHue (MpuiiokeHue N 27 K HaCTOsIIeH
HNHcTpyKINm).

11.3. Borgauy aen Ha OyMa)XHOM HOCHTENE M3 apXMBOXpPAaHWIMILA U MPUEM MX 0OpaTHO, B
TOM 4YHCJIE€ TOJUCTHYIO MHPOBEPKY HAIWYUS M COCTOSHUS JOKYMEHTOB Nepe] BblJaued u3
apXMBOXpaHWIMILA U TIPU BO3BpaTe, MPOU3BOIUT PaOOTHUK, OTBETCTBEHHBIN 3a paboTy apxuBa
cyJa, B MPUCYTCTBUH JIUIIA, TTOTYYaIOIIero (BO3BPAIAlOIIero) Aea.

B ciygae ecim mociie Bo3BpalieHus Jiejia paOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa
Cylla, BBISBICHO W3BATHE, TIOBPEKICHWE MaTepHANIOB JieJla, a TakKKe BHECEHHE B HHX
WCIIPABJICHUM U JIOMUCOK, 00 3TOM He3aMeIUTEIHFHO COOOIIAeTCs MPEACEAATeN0 Cy/la U €ro
3aMECTHUTEITIO.

11.3.1. Eaununbsl XpaHEHUs, BblIaBa€Mble BO BPEMEHHOE I0Jb30BAaHMUE, JOJKHBI HMETh
apXUBHBIM MHUQP, MPOHYMEPOBAHHBIE JHMCTHI, JUCT-3aBEPUTENH Jejia U JIUCT HCIOJb30BaAHUS
nokymMeHTOB (nmpuiioxenue N 28 k HacTosiielt MHCTpyKuun).

BBIZ[a‘-Ia CAVMHUIl XPAHCHUA, HAXOAAIINUXCA B HCYAOBJICTBOPUTCIBHOM (1)I/I3I/I‘-ICCKOM
COCTOSAHHUHU U HC MPOIICAINNX TEXHUICCKOTO O(l)OpMJ'IeHI/IH " OIIMCaHuA, MOXKET OBITH OorpaHuycHa.

11.3.2. TlogroroBka apXuMBHBIX JOKYMEHTOB K BbIau€ M3 apXMBOXPAHWIMILA BKIIIOYAET
BBIEMKY AapXHUBHBIX JOKYMEHTOB, CBEPKY apXHMBHOIO IIM(pa U 3arojoBKOB C OMHCHIO €T,
IPOBEPKY (PU3MUYECKOTO COCTOSTHUS JIea.

11.3.3. DneKTpoHHbIE TOKYMEHTHI BBIAIOTCS M3 apXMBOXPAHUJIMINA B BUJAE AIEKTPOHHBIX



KOIMUA WM KOMMM Ha OyMaXHOM HOCHUTENE, KOTOpbIe CO3Jal0TCsi Ha OCHOBE pabouero
AK3EMIUIsIpAa KOHTEWHEpa 3JEKTPOHHOTO JOKyMeHTa. Ha apXMBHBIX KOMUSX, BKIIIOYAsl apXUBHbBIE
KOIMUKM Ha OyMa)KHOM HOCHUTEJIE 3JIECKTPOHHBIX JOKYMEHTOB, apXHUBHBIC MUGPHI MTPOCTABIISIIOTCS
Ha 000pOTE KaXKIOTO JUCTAa apXMBHOM KOIHWHU, a 3aBEpUTEIbHAA HAAMKUCh U OTTUCK IE€YaTH - Ha
000pOTE MOCIEAHETO JTUCTA KOTTHH.

[To 3ampocy nuI, UMEIOIUX MPAaBO HA TOJyYEeHHE KOMWM JTOKYMEHTOB, U IMPH HAIHYUU
TEXHUYECKOW BO3MOKHOCTH apXHUBHBIE CIPABKHU (BBIMUCKHA) MOTYT BbIIABATHCA B AJIEKTPOHHOM
dbopMe Ha  DIEKTPOHHOM  HOCHTele  JMOO  MepechuiaThCs M0  MHGOPMAIMOHHO-
TEJIEKOMMYHHUKAITUOHHBIM CETSIM.

DJNIEKTPOHHBIE apXWUBHBIE CHPAaBKU (BBIMUCKH) 3aBEPSAIOTCS DJIEKTPOHHOW MOAMHUCHIO
npejceaaTelNs Cyaa Uiu ero 3aMeCTUTENs.

@dakT BBJAYM KOMUN DSJIEKTPOHHBIX JOKYMEHTOB (UKCHPYETCS B JKypHalle BbIIayu
AJIEKTPOHHBIX JOKYMEHTOB.

Hoctyn cyneil u paGOTHHKOB cyAa K AJIEKTPOHHBIM JTOKYMEHTaM apXuBa IMPU HATUYHH
MH(OPMALIMOHHON CHCTEMBI MOXET OCYIIECTBIATHCS HEMOCPEACTBEHHO € pabdoyux MECT B
COOTBETCTBUU C YCTAHOBJICHHBIMH TIPUKA30M MpeAceAaTenss cyaa IpaBaMH JOCTyNa K
JOKYMEHTaM.

[To pemenuto nmpeacenaTens cyja apXuB Cy/1a MOXKET MPEJOCTABIATh CYAbsIM U paOOTHUKAM
CyJia 3JEKTPOHHbIE JOKYMEHTHI 10 JIOKAJIbHOM ceTH cyaa. B 3ToMm ciyuyae BeaeTcs 3JIeKTPOHHBIN
KYpHaJl ydera BBIJaud 3JEKTPOHHBIX JOKYMEHTOB U3 apXHBa, B KOTOPOM (UKCHUPYIOTCS: Jara
Bblaud, (amuinsg, HWHUIMAJIbl  3alpOCUBLIETO  JOKYMEHT, Ha3BaHUE CTPYKTYPHOTO
Mo/Ipa3/IeleHHMs], 3ar0JIOBOK U YUETHBIM HOMEp BBIJJAHHOTO IOKYMEHTA.

11.3.4. JlIokyMEeHTbI BBIIAIOTCS U3 apXHWBOXPaHUIIUIIA HA CPOK, HE MPEBBIIAOLINN:
OJIHOTO MECSIIa - IJIs UCTIOIB30BaHUS CYyAbsIMU, PAOOTHUKAMU CY/Ia;
IIECTH MECAILIEB - Cy/IeOHBIM, TPABOOXPAHUTEIHLHBIM U UHBIM YITOJIHOMOYEHHBIM OpTaHaM.

[IpomyieHne yYCTaHOBJIEHHBIX CPOKOB BBIJAYM JOKYMEHTOB JIOMYCKAeTCS C pa3pelieHUs
npejceaaTeNis cyJa Ha OCHOBAaHUHU JOKyMeHTa (MHUChMa, CIY>KEOHOM 3aMMCKU) TOJb30BATENS O
MTOATBEPIKICHUH 00SCIICUCHUSI COXPAHHOCTH JIOKYMEHTOB.

11.3.5. Bpimaua apXWBHBIX JOKYMEHTOB BO BpPEMEHHOE TIOJIb30BAaHUE CYIACOHBIM,
MPABOOXPAHUTEIILHBIM U MHBIM YIIOJITHOMOYEHHBIM OpraHaM MPOU3BOJIUTCS HA OCHOBAHUHU aKTa O
BbIJIau€ apXUBHBIX JIOKYMEHTOB BO BPEMEHHOE ToJib3oBaHuE (mpuiokeHrne N 25 k Hactosmiel
Nuctpykuun). [Ipy HanpaBieHUH 3ampaiimBaeMbIX apXUBHBIX JOKYMEHTOB MOYTON WU APYTUMU
BujaMu cBsisu B Trpade "llpumeuanus" akTa yKa3bIBalOTCS PEKBU3UTHI JOKYMEHTa-3ampoca U
CONIPOBOAUTEILHOTO MUCHhMA Cy/a, a TAKKE PEKBU3HUTHI BXOIAIIETO JOKYMEHTA, KOTOPBIM OHU
ObUTM BO3BpalieHbl. B 3TOM ciydae mMpocCTaBieHWE TMOJANUCH pPabOTHUKA OpraHu3aIiu-
MoJTy4yaTessl B akTe He TpeOyeTcsl.

Bbljaya apXMBHBIX JOKYMEHTOB CYIbSM, PYKOBOOUTEISM CTPYKTYPHBIX IMOAPA3IACICHUIN
Cyda B LEISIX peanu3alud HX CIYXKeOHBIX O0OS3aHHOCTEH NPOM3BOMUTCS MPHU COTJIACHH
npexacenaTens cyaa (3aMecTuTens Mmpejceaaress CyJa) Ha OCHOBAHHMM CIY>KEOHOW 3alMCKU Ha



BbIJIaYy €AUHHUL] XPAHECHUS.
JInio, mony4duBIee J€JI0 U3 apXUBa Cy/1a, OTBEYAET 3a €r0 COXPAHHOCTb.

11.4. Ha mecTo BbLAABAEMBIX €JAWHUL XPAHCHUS W ONHCEH Il JOJDKHA MOMENIATHCS
(TmoKJIaIbIBaThCs) KapTa-3aMeCTUTENb CAMHUIIEI XpaHeHus (mpuiiokeHue N 29 k HacTosmien
WNuctpykuum). [lpu BO3BpallleHWH €IUHMIIBI XpaHEHUsS KapTa-3aMECTHTENIb H3bIMaeTCs M
XPaHUTCS 10 MUHOBAaHUS HaJIOOHOCTH.

11.5. Bplmaua HaxomsImMXcs B apxXuBe CYIeOHBIX Jel (MHBIX MaTepHaioB) IS
O3HAKOMJICHHS JINI[AMH, YYACTBYIOIIUMH B J€JI€, UX MPEICTABUTEIAMU, a TAKKE UHBIMH JIULIAMU
OCYILIECTBIIAETCS B TOPSAKE, YCTAHOBJICHHOM NPEACENATENIEM CyJa, Ha OCHOBAHWUU HX
MMUCHbMEHHOTO 3asBJICHUS U TPH MNPEAbSIBICHUM JTOKYMEHTOB COIJIacHO MpuioxkeHuro N 39 k
Hacrosmen MHCTpykuu.

11.6. O3HakomiieHHME C CyAE€OHBIM JI€JIOM JIOJDKHO TPOM3BOAMUTHCS B CHEHUAIBHO
00OpyIOBaHHOM JJIsi ATOM IIeM NOMEUIEHWH CyJa B NPUCYTCTBUM paOOTHHMKAa apXuBa cyna
(MHOTO YNOJHOMOYEHHOr0 pabOTHUKA ammapara cyAa) B YCIOBHSX, KOTOpBIE HCKIIIOYAIOT
U3bATHE, TIOBPEXKACHUE, YHUUTOKEHUE MAaTEPHUAJIOB JIE], & TAK)KE BHECEHHE B HUX HCIIPaBICHUM
U JIONIUCOK, TIepeady ux Apyromy Juily.

OO0 03HAaKOMJIEHMH C JI€JOM JeJaeTcs OTMETKa B JIUCTE MCIIOJIb30BaHUS JOKYMEHTOB
(npunoxenue N 28 k Hacrosmed Uuctpykiun). [Ipu oTkaze auia, 03HaKOMUBILIETOCS € JETIOM,
OT IOJINCH, 3alIUCh 00 03HAKOMJIEHUU C JIEJIOM IPOU3BOIUTCS paOOTHUKOM apXuBa Cyza.

11.7. O3HakoMmJIeHHE IIMIIAMH, YYaCTBYIOUIUMHU B JieJe, WX IMPEACTaBUTEISIMU, a TaKKe
WHBIMU JIUIIAMU C ayJIUO03alHChl0 CYACOHOrO 3acelnaHusi, MPUOOIICHHOW K CyAeOHOMY [emy,
MIPOU3BOJIUTCS 110 UX MUCEMEHHOMY 3asIBJICHUIO B MOPAJIKE, MPEAyCMOTPEHHOM NyHKTamu 11.5 u
11.6 nacrosimieit UHCTpyKIIUH.

O3HakoMJIEeHHE C ayJIHO3aluChi0 CYAEOHOTO 3acelaHusi MPOU3BOJUTCS B CHEIHATBHO
000pyIOBaHHOM JIJISI TOM 1IeTTM TOMEIIIEHUH CyJla B IPUCYTCTBUM PAOOTHUKA apXHBa CyJa MyTeM
MPEOCTABICHUS  BO3MOXHOCTH  IPOCHYIIMBAHUS  COOTBETCTBYIOLEW  ayauO3alluCH €
HCII0JIb30BaHNEM HEOOXOAMMBIX TEXHUYECKUX CPEJICTB.

11.8. IIpaBo Ha cHATHE KONUI TOKYMEHTOB C MAaTEPHAJIOB JI€JIa 32 CBOM CUET, B TOM YHCIIE C
HCIIOJIb30BAHUEM TEXHUYECKUX CPEICTB, IPEIOCTABIACTCS CICAYIOLUM JIULAM:

0OBUHSEMBIM, OCYKJICHHBIM, OTIPABAaHHBIM, UX 3aIIUTHUKAM U MPEICTABUTEISIM;
MOTEPIEBIINM;

rpaXXaaHCKOMY HCTHY, €T0 MPEACTABUTCIIIO B YaCTH KOIUM mponecCyalabHBIX pemeHHﬁ,
OTHOCAIIUXCA K IPECABABICHHOMY UM I'paXXJIaHCKOMY HUCKY,

IPAXKIaHCKOMY OTBETUMKY M €ro IMPEACTaBUTENI0 B YAaCTH MAaTE€pUaiOB YrOJIOBHOIO €A,
KOTOpBIE KacaroTCs IPaXXAaHCKOTO UCKa;

CTOpOHaM MW HWHBIM JIMOAM, YY4aCTBYIOIIMM B TpPaXJaHCKOM [CJIIC, a TaKXE HUX
npeACTaBUTCIISIM,



JiMiaM, y49aCTBYIOINHUM B a/IMUHUCTPATUBHOM [CJIC,
JunaM, ydacTBYIOIIUMM B JICTIC 00 AJIMUHUCTPATUBHOM IIPABOHAPYIICHHH,

PEadMIMTUPOBAHHBIM JIUIIAM, a C UX COIJIACHUS WJIM B CIydyae UX CMEpPTHU - POJACTBEHHUKAM
(WKOuMBEHIIaM) B YacTH O3HAKOMJIGHHMSI C MaTepHallaMH MPEKpAllleHHbIX YTOJOBHBIX U
aJIMUHHCTPATUBHBIX JIeNl U TIofyueHus: ¢ Hux konui (crathsa 11 3akona Poccuiickoit deneparyu
ot 18 okTs16pst 1991 r. N 1761-1"O peabunuranuu kepTB MOJTUTUUECKUX perpeccuit”).

VYkazaHHble JUI]a CHUMAIOT KOMHMHM 1O THCbMEHHOMY 3asBJIICHUIO B  TOPSJIKE,
YCTaHOBJIEHHOM TIpeJCeNaTeIeM Cyla WU CYAbEH, MpeacenaTenbCTBYIOMMUM o neny. JlanHoe
MUCBMEHHOE 3asBIICHUE C pa3peliaronieil pe3oionueld mpejicenarens Ccyaa WId CYAbH,
MpeiceIaTeNIbCTBYIOIIETO 10 JIeTy, MOANIIMBAETCA B CyieOHOE /1e710, HaXxos1Ieecs: Ha XpaHEHUH B
apXuBe CyJla, U BHOCUTCSI BO BHYTPEHHIOIO OMUCH JieNia. B citydae npeabsBieHus TOBEPEHHOCTH K
JIeITy TIPUOOIIAETCS TAKKE €€ KOTIHS.

CHsTBIE 32 CBOM CUET KOMHUHU C MAaTEpUANIOB CYIEOHOTO Jeia, B TOM YHCJE C MOMOIIbIO
TEXHUYECKHUX CPEJICTB, CYJIOM HE 3aBEPSAIOTCS.

11.9. Brijaua xonuii AOKYMEHTOB M3 CyA€OHOro Jena, HaxoJfIIErocs B apXuBe Cyaa,
JUIaM, Y4acTBYIOIIMM B JI€Ji€, IPOU3BOAMUTCS O UX NMHCbMEHHOMY 3asBJICHHUIO C pa3pelICHMS
CyIbH, B IPOU3BOJICTBE KOTOPOTO HAXOAWIOCH AEJI0, MU Ipelcenareis cyaa (YIoJIHOMOYEHHOTO
UM Juna). Bepmava Takux komMid M3 cyAeOHOro Jefna MHBIM JUIAM M OpraHu3alusm
MPOU3BOJIUTCA PAaOOTHUKOM apxuBa CyAa MO MUCBMEHHOMY 3alpocy WJIM 3asBICHHUIO Ha
OCHOBAaHMHU PE30JIOLNH IpecenaTelis Cyla WIA yINOJTHOMOYEHHOIO UM JIMIA, O YeM JeJIaeTcs
COOTBETCTBYIOIAsl OTMETKA B JKypHaJ€ PETHCTPALMM BBIAAHHBIX KOMWM, BBIIUCOK, JTOKYMEHTOB
(mpunoxxenue N 35 k HacTosimet MHCTpyKIun).

11.10. BeimaBaeMble CyloM KOTHHU CYACOHBIX aKTOB (IMPUTOBOP, pelIeHHe, ONpeIeiICHHE,
MOCTAHOBJICHUE, CyAEOHbI MpUKa3) JOJDKHBI OBITh 3aBEpEHbl  MOAMHUCIMH  CYAbH,
MpeCceaTeNIbCTBYIONIEr0 MO Jely, a B cllydae ero OTCYTCTBUSA - TMpejacenarens cyna
(3amecTuTens npejacenaress cyaa) WK UHOTO YIIOJTHOMOYEHHOTO UM JIUIA, CEKpeTaps cyaa JInbo
WHOTO YIOJTHOMOYEHHOT0 pa0OTHHKA ammapara Cyjaa, a Takxke repooBoi medarpio cyna. [lpu
3aBEPEHUU COOTBETCTBUS KOMHUM CYI€OHOr0 aKTa MOJJIMHHUKY Ha JIMLEBOM CTOPOHE MOCIIEIHErO
JUCTA TOJ TEKCTOM KOMUU cyaeOHoro akra (Hmwke pekBusurta "[loamuch") mpocTaBisIFOTCS
mramn "Komnust BepHa" (mpuoskenne N 30 k Hacrositieit MHCTpykiun) u repOoBasi ievarth cyja.

N3rotoBieHue 3aBEpeHHBIX KOMHUM CYAEOHBIX aKTOB M HMHBIX JOKYMEHTOB Cyja
OCYIIECTBJIIETCS YIOJIHOMOUYEHHBIM pa0OOTHUKOM apXuBa cyja. B mpaBoM BepXHEM YIi1y IEpBOTO
JucTa JOKyMeHTa mpocTtasisiercs mramn "Komnus".

11.11. Ecnu xomust AOKYMEHTa COCTOUT M3 HECKOJIBKUX JIUCTOB, TO BCE JHCTHI JOJIKHBI
OBITh MPOHYMEPOBAHBI, MPOIIUTHI MPOYHONW HUTHIO, KOHIIBI KOTOPOW BBIBOJSATCS Ha OOOPOTHYIO
CTOPOHY TIOCJIETHETO JIUCTAa KOMHHM JOKYMEHTa WIHM CKPEIUIIOTCS CKOOOHM C HMCIOIb30BaHUEM
cTemsepa; Ha OOOPOTHON CTOPOHE IMOCIEIHEro JHCTa B MECTaX CKpPEIJICHHsI HaKJIeuBaeTcs
OymMa)kHasi HakjIeWKa C 3aBEpPUTEIbHOM HAJNUCBhIO "IIPOHYMEPOBAHO U CKPEIJIEHO MEeYaThio

JIMCTOB, TIOJAIHUCH " (mpunoxenue N 31 k Hacrosuieil UHCTpyKIMK) ¢ yKa3aHUEM
Cyla, KOTOpPBIM BbLAAaeTCs Komusa JokyMmeHTa. [loamuch ckperuisiercss repOOBOM meuaTbio cyaa.
'epboBasi meuyaTh CTaBUTCS TakKUM OO0pa3oM, YTOObI YAaCTHUYHO 3aXBaTUTh OTPE30K Oymarw,



3aKJICHBAIOIINIA KOHIIBI HUTH JINOO MECTO CKPETUICHUSI.

11.12. B cimyuae ecnm BBIMIECTOSIIMNA CYJ] U3MEHWJ PEIICHHUE CyNa, Ha KOMUHU CYAeOHOTro
akTta (IMpUroBOpa, pEUICHUs, OINpEICICHUs, MOCTAHOBIEHUS, CYyAEOHOro IMpHUKa3a) 00 3TOM
aenaeTcs oTMeTka. Ha BbaBaeMoil kKomuu Cy/neOHOTO akTa paOOTHHUKOM apXHBa CyAa TaKKe
JeNaeTcss OTMETKA O JaTe BCTYIUICHHS €r0 B 3aKOHHYIO CHITY M YKa3bIBaeTCs, B KaKOM JIeie
MIO/IIITUT TIOJUTMHHBIN JOKYMEHT U B TIPOU3BOJICTBE KAKOTO CyAa HaXOIUIIOCh JIEO.

11.13. Kommum 3ampammBaemMbIX CyA€OHBIX aKTOB, KONHUHU AayJUO3aIUCH CyJIeOHBIX
3acelaHui, a TakKe apXuBHble crpaBku (nmpuioxenue N 34 k Hacrosed MWHcTpykium)
M3rOTABIIMBAIOTCS PpaOOTHUKOM, OTBETCTBEHHBIM 3a paboOTy apxuBa cyJa, B CpOK, HE
IIPEBBIIAIOIMN IIATHAALATH KaJCHOAPHBIX IHEH, CO JHS IOCTYIUIEHHS COOTBETCTBYIOILIEIO
3asIBJIICHUS

11.14. HSI‘OTOBJ’ICHHBI@, HO HC IIOJNYUYCHHBIC 3ajABUTCIICM KOIIUHU Cy,I[e6HBIX aKTOB,
IMMCbMCHHBIX CIIPAaBOK NCPCAAIOTCS JIA OTIIPABKH 110 IMOYTE.

Jlumo, mony4yuBIlee KOMHIO CYAEOHOrO akTa, MOJDKHO HAIMUCaTh COOTBETCTBYIOIIYIO
pacnucky. B ciaydae HampaBieHHs KONWH AOKYMEHTa IO MOYTE B JIEJIO MOJAIIMBACTCS KOMUSA
CONPOBOAUTEIBHOTO TIMChbMA € HCXOIAIIMM HOMEpOM M gaTod. Takxke JenaroTcs
COOTBETCTBYIOLIME OTMETKH B JINCTE UCIOJb30BAHUS IOKYMEHTOB.

11.15. Konuu cyneOHbIX aKTOB MOTYT OBbITh BblJaHbl (HampaBli€Hbl) MHBIM JIUIAM, YbU
MHTEPECHl  HEMOCPEICTBEHHO  3aTparuBaloTCsd  CyJeOHbIM  aKTOM, C  pa3pelieHus
IpeCeIaTeNIbCTBYIOIIETO CYAbH WM Ipejaceaaress cyna (B ciydyae OTCYTCTBUS - 3aMECTHUTEINS
npeAceaareNs cyaa) MO0 MUCbMEHHOMY 3asBiieHHio (mpwioxkenne N 32 K HacTosIen
WNHcTpykumu), B KOTOPOM JOHKHO OBITh YKa3aHO, KAKHE MpaBa MM 3aKOHHBIE MHTEPECHI 3TOTr0
JIMIIa HApYIIEHbI STUMH Cy/1€OHBIMU aKTaMH.

11.16. TloBTOpHas BbhIIaua KON CYJEOHBIX aKTOB (PEIICHUA, OMPEIEICHHM, TPUTOBOPOB,
MMOCTAHOBJICHUHM, CYJAEOHBIX MPHUKA30B) JIMIAM, YYaCTBYIOIIUM B Jielie, UX MPEICTABUTEISAM, a
TaKKe APYTMM JUIIaM, YbM HWHTEPECHl HEMOCPEJCTBEHHO 3aTpParuBarOTCs CYAEOHBIM aKTOM,
OCYLIECTBIIACTCSI TO HMX MHUCbMEHHOMY MOTHBUPOBAaHHOMY 3asIBJICHHI0 B YCTAHOBJIECHHOM
npejceaaTesieM cy1a Mopsiike.

11.17. W3roTtoBlieHWE W BblJa4a KOIHUH AayJWO3aMMKMCH  CyJeOHOro  3acelaHus
OCYILIECTBIIAECTCS IO MUCbMEHHOMY 3asiBJICHUIO JIMI], YYAaCTBYIOIIUX B Jielie, UX MpeAcTaBUTENEH
(CTOpOH, HHBIX YYAaCTHHKOB CyA€OHOro pa3OuparenbCcTBa) U 3a HMX CUYET B TOPSJIKE,
YCTaHOBJIEHHOM IIpe/iceIaTesieM Cy/a.

11.17.1. Ha nuceMenHoMm 3asiBnieHun (npuioxkenne N 33 k Hactosier MHCTpyKIun)
npeacenaTeNb cyna (ero 3aMecTUTENIb) JENaeT COOTBETCTBYIOUIYIO OTMETKY O MOPYYCHHH
pabOTHUKY apXuBa CyJa M3TOTOBUTh W BBIAATh KOMHIO ayAHWO3alUCU CYACOHOTO 3aceIaHus.
JlanHoe 3asiBI€HHE NOJIIUBAECTCS B JIEJ0, a B ClIy4yae NPEAbSBICHUS TOBEPEHHOCTH K €Iy
MpHOOIIAETCA TAaKKE €€ KOMHS.

11.17.2. JIsis n3roToBICHUS KOIMU ayAUO3aMUCH JIUIIO, TOJIaBIIEE 3asBICHUE, TPEICTABISET
B CylI MaTepHalpHBIH HocuTenb uHpopmanuu (¢paem-kapra, auck CD-R, DVD u npyrue
HOCUTENU MH(POpMALlUM, TEXHUYECKas BO3MOXXHOCTh 3allUCM Ha KOTOpble HMeEeTcsl B



COOTBETCTBYIOIIEM CYJIE).

11.17.3. TlpencraBneHHBIE B CyA MaTepHajdbHbIE HOCHTEIH HH(DOpPMAIMU HE JOJDKHBI
coJiepxaTh Kakyro-nmu0o undopmaiuio. B nensx 6e30macHOCTH Mepe] 3anuchio PeICTaBICHHBIH
B CyJl MAaTePUAIBHBI HOCUTEIh MOXKET ObITh OTHOPMATHPOBAH YIOJTHOMOYECHHBIM PaOOTHHKOM
ammapaTta CyJa, OTBETCTBEHHBIM 3a HW3TOTOBJICHHE W BBIJAYy KOMHMH ayJUO3alHCH, IOCIe
MIPEIBAPUTEIHHOTO YBEIOMIICHHS JIUIA, TTOIaBIIETO COOTBETCTBYIOIIEE 3asBIICHHE.

11.17.4. 3anuce ayauodaiina Ha MaTepHAIbHBIM HOCHUTENb JIMIIA, MOJABIIETO 3asBIICHUE,
MIPOU3BOJIUTCS YIIOJIHOMOYEHHBIM PAOOTHHUKOM ammapara cyJa Ha JIOKaJIbHOM KOMITbIOTEPE, He
MIPUCOECAMHEHHOM K JIOKAJIBHOM CETH CyJla U HEe UMEIOIIEM J0CTYIa B ceTh VIHTEpHET.

11.17.5. Konust aynuo3amnucu cy1e0HOro 3acejaHusi CyJ0OM HE 3aBEPSIETCS.

Ilocne BbpIgauM KONUHU ayano3alincu cyz[e6Hor0 3accaaHus Ha IMMCBbMCHHOM 3asABJICHHUU 00
HU3TOTOBJICHHUU M BBIAAYC pa6OTHI/IKOM apxmBa Cyada ACIAaCTCAd OTMCTKA 00 WM3rOTOBJICHUH H
BbIAAQ4YC, a JIMIOM, IIOJIYUYHMBIIMM KOIIMIO ayJAHO3aIIMCH, ACJIACTCA COOTBCTCTBYIOIIAA 3allUCh O
IIOJIYYCHHU. I[aﬂﬂoe 3asBJICHUC HpI/I06IJ_IaeTC5I K Cy,Z[e6HOMy Aciny, IIpu 3TOM JOCJIaCTCA
COOTBCTCTBYIOIIAA OTMCTKA B JIMCTC MCIIOJIB30BaHHUA TOKYMCHTOB.

HGHOqueHHaH 3aABUTCIICM KOIIUA ayauo3alrcu Cy;[€6HOl"0 3aCCIaHuA II0 ITOYTC HE
HaIIPpaBJIACTCA.

DNEeKTPOHHBIN HOCUTENb HH(OpMALINK, ¢ KOTOPOTO0 M3TOTaBIUBANIACH KOMUS, JOJKEH OBITh
BIIUT B JIe7I0 (IpUOOIIEH K MPOTOKOIY CyJAeOHOr0 3acejaHus) B YIIaKOBAHHOM BHjI€ (KOHBEPT) C
yKa3aHHEM Ha yIaKkoOBKe HOMepa Jiefia, 1aThl, a TaK)Ke MOANNUCaH pabOTHUKOM, OTBETCTBEHHBIM 3a
paboTy apxuBa cyaa. YaKkoBKa J0JKHA 00ecredrBaTh COXPAHHOCTD 3JIEKTPOHHOTO HOCUTENS OT
MOBPEXKACHUHN U TIOPYH.

11.18. TTonmuHHBIE TOKYMEHTHI U3 CyJNEOHBIX A€l (MHBIX MaTEepPHAJIOB) U UX HAJJCKAIIUM
o0pa3oM 3aBepeHHbIE KOIWHU, MPEJACTaBICHHbIE YYAaCTHUKAMM CYAOINPOU3BOJACTBA (JIUIIAMH,
YYacTBYIOIIMMU B JIENI€), @ TAKXKe CIPABKH 1O JeJIaM BBIJAIOTCS UM pabOTHUKAMU apXuBa cyza
Ha OCHOBAHMM MX MUCbMEHHOTO 3asIBJICHUS; IPYTUM CyAaM, OpraHaM JIO3HAHUS U CIEJCTBUS - Ha
OCHOBAaHMM MOTHUBHPOBAHHOTO 3ampoca M (WIM) UWHBIX HEOOXOAUMBIX JIOKYMEHTOB,
MIPEAYCMOTPEHHBIX 3aKoHOAATeNbCTBOM Poccuiickoit denepannu. Ha 3asBnennn nnum 3amnpoce o
BbIJ1adye MOJUIMHHBIX JTOKYMEHTOB M3 Cy/le0HOr0 Jiea MpOCTaBIAeTCs pa3peliaonas pe3otonus
npezaceaarens cyaa (3aMecTUTeNs IpeicelaTelNs Cyaa).

11.18.1. B3ameH BBIITaHHOTO TOJJIMHHHMKA K JIeNy MPUOOIIAETCS €ro KOIMUs, 3aBepeHHas
CyJIbe¥ ¥ repOOBOM IeYaThio Cy/1a.

11.18.2. Ilpu BeIaye MOUIMHHUKOB JIOKYMEHTOB M3 CyJIe0HOro Jiejga Ha MX 3aBEPEHHBIX
KOMUSX JOJIKHBI yKa3bIBaThCAd (aMUIMsI, UMs, OTYECTBO JIMIIA, MOJYYUBIIErO JOKYMEHT, €ro
IIpOLIECCYAIbHOE TIOJIOKEHHUE M0 JIeNy, JaHHbBIE JOKYMEHTA, YAOCTOBEPSIOLIErO JIMYHOCTh. B
MOJIYYEHUH JTOKYMEHTA 3TO JIMIO JIOJDKHO pachucaThesl U MPOCTaBUThH JaTy HoiydeHus. Jluno,
BbIIABIIIEE IOKYMEHT, JOJKHO yKa3aTh CBOIO (DaMUIIUIO, TOJKHOCTh U MOCTaBUTH MoAnuck. [Ipu
IIPENBSBIECHUN JOBEPEHHOCTH HEOOXOIUMO CHSATH C HEE KOIUIO U MOAIINTH B JIENO.

11.18.3. JIokyMeHTbI, HA OCHOBAaHUU KOTOPBIX W3 CyIE€OHOTO Jieja BBIIAHBI MOMJIMHHUKH, a
TaK)Ke€ WX 3aBEPCHHBIC KONMWHU IOAIIMBAIOTCA B Jei0o. B ciyyae HampaBiICHHS IOMIAHHOTO



JOKYMEHTA 3aKa3HOW MOYTON B JIEJ0 TAKXKE MOJIIMBAETCS KOMUS COMPOBOIUTEIBLHOTO MUCHMA C
HCXOSIIIIMM HOMEPOM U JaTOM.

11.18.4. Tlopsimok ¥ CpOKM BbIJa4W MOJJIMHHBIX JIOKYMEHTOB, MX 3aBEPEHHBIX KOIHMI
YCTaHABJIMBAIOTCS MPECENATENIEM CyIa.

Bbigaua nmuchbMEeHHBIX JOKa3aTeNbCTB, HE BO3BPAILEHHBIX MPEIACTABUBIIMM HX JIHIAM 0
nepeiayu Jieja B apXuB CyJia, 0 MPoch0e ITUX JUI] OCYIIECTBIISIETCS B TAKOM K€ MOPSAKE.

11.19. [1o nmucekMeHHBIM TpPeOOBAHUSM OPraHOB, KOTOPHIM 3aKOHOM IPEAOCTaBICHO MPaBO
ucTpeOOBaHUs JI€Nla, U Ha OCHOBAHHMM PACIOPSKEHUsS MpeAcenaTens cyJa WK €ro 3aMeCTUTEIs
cyleOHbI€e JieJla HAIIPABJISIFOTCS UM B TPEXIHEBHBIN CPOK.

11.20. PaboTHuk apxuBa cyaa 00si3aH KOHTPOJHMPOBATH BO3BpAT JieJ B apXHB M HE pexe
OJIHOTO pasa B MeCSIl JOKIaAbIBaTh MPEACEeAaTeINIo Cy/a.

Jlo Bo3BpaleHus Jena B CyA TpeOOBaHHME O €ro BBICBUIKE, KOMHMH COMPOBOAUTEIHHOTO
MMChMa, MPUTOBOPA WIIH PEIICHUS XPAHATCSA B KOHTPOJIBHOM TaIKe.

B kHure BBIIAYM €IUHMI] XpaHEHUsS BO BPEMEHHOE MOJb30BaHuE (mpuiiokeHue N 27 k
Hacrosmeld MHCTpYKIIMKM) U3 apXHuBa CyJa OTMEYaeTCs, KOrja, KOMy U M0 KaKOMY 3aIpocy Jeio
HaIlpaBJICHO, KOT/1a U KEM OHO BO3BpAIICHO.

11.21. B cnydae moctymiieHus: B Cyl 3asiBJCHUS B3bICKaTels (MO0 €ro mpeicTaBUTENS) O
BbIJaue (HANpaBJICHUH) WCIOJIHUTENBHBIX JOKYMEHTOB IO CYAEOHBIM JeflaM, HaXOISLIMMCS B
apxuBe cyaa, ux ohopmiieHHe, HarpaBieHHEe (BbIAada) OCYLIECTBISIIOTCS B TOPAIKE M CPOKH,
YCTaHOBJICHHBIE COOTBETCTBYIOIIEH HHCTPYKIMEH 1O CyZeOHOMY JETIONPOU3BOJICTBY.

11.22. O3HakOMIIEHHE C MaTepuaiaMy yrOJOBHOTO Jiela, CHATHUE KO C yrOJIOBHOIO €A,
K KOTOpOMY NpPHUOOIIEH OIeYaTaHHbIi KOHBEPT C TIIOCTAHOBJICHHUEM CIIEOBATENsl WU
JI03HaBaTENsl O COXPAaHEHUH B TailHE JaHHBIX O JIMYHOCTU YYACTHHKA CJEICTBEHHOIO JeHCTBUS,
OCYILIECTBIIAIOTCS C YYETOM TIOJIO)KEHUH NyHKTa 9 cratbu 166 YTOJIOBHO-POLIECCYATBHOTO
konekca Poccuiickon @enepanuu.

11.23. Wuble, He ycTaHOBIEHHbIE HacTosuled MHCTpykiuel npaBuia O3HAKOMIICHHUS C
MarepuajgaMyd CyneOHOro Jena, BbIa4Yd TMOJJIMHHBIX JIOKYMEHTOB, 3aBEPEHHBIX KOMUU
MaTepuaioB JieNla, THUCHbMEHHBIX CHPAaBOK, KOMUWA CyAeOHBIX aKTOB, OINPEACISIIOTCS
npejacenaTeNIeM Cyaa.

12. O0ecnieyeHHe COXPAHHOCTH APXMBHBIX JOKYMEHTOB

12.1. XpaHeHue apXMBHBIX JOKYMEHTOB B cyje oOecleyrBaeTcsi peanusaiueil KoMruiekca
MEpONPHUATUI, HANPABICHHBIX HA MOJAJAEpKAaHUE AapXMBHBIX JOKYMEHTOB B OINTHUMAJIBHOM
($U3NYIECKOM COCTOSIHMM, MUHIUMM3AIMIO PUCKOB MX MOPYM U (UJIM) yTpaThl, B COCTaB KOTOPOTO
BXOJIAT:

MPEOCTABICHUE U30JIUPOBAHHBIX MOMENIEHUN ISl Pa3MELICHHUSI apXUBHBIX JOKYMEHTOB U
mpoBelleHUsT paboT, CBS3aHHBIX C AapXWBHBIM XPAaHEHHWEM, OCHAIEHHBIX CpEICTBAMHU
MOKApOTYIICHHUSI, OXPAaHHONW M TOXXKapHOW CUTHAIM3aAlMel, O00OpYyIOBaHHEM IS XpaHEHUS
JIOKYMEHTOB;



opraHuszanus u odecrieyeHue coOI0AEHUS IPOTUBOIIOKAPHOT0, OXPAHHOT'0, TEMIIEPATypPHO-
BJIQ)KHOCTHOT'O, CBETOBOI'O U CAHUTAPHO-TUTMEHNYECKOIO PEKUMOB;

BBIITOJIHCHHUEC TpC6OBaHI/Iﬁ K pasMCHICHUIO JOKYMCHTOB B apXHWBOXPAHUIIUIIIC,

IMPOBCACHUC IIPOBCPKU HAINYUA H COCTOAHHUA COXPAHHOCTH APXHUBHBIX IJOKYMCHTOB B
COOTBCTCTBUU C ITOPAIKOM, YCTAHOBJICHHBIM PAa3JCJIOM 10 HaCTOsIICH I/IHCTPYKI_II/II/I;

oOecriedyeHre BO3MOXHOCTU TPOBEAECHUS NMPOPUIAKTUYECKOW M TEXHUYECKOW 00paboTKu
apXMBHBIX JOKYMEHTOB;

ONKCaHKE (COCTABIIEHUE OMMCEH J1€7) U CBOEBPEMEHHAs IOCTAHOBKA aPXUBHBIX IOKYMEHTOB
Ha y4eT B COOTBETCTBUU C MOJOKEHUAMHU HacTosed NHCTpyKIuy.

12.2. ApxuB pa3meniaercs B 3JaHUU U (UJIH) OTACIBHBIX MOMEIICHUAX 371aHus. OCHOBHBIC
MOMEIIEHUs, TpPeIHa3HAYeHHbIE [JI1 XpPaHCHMs, y4eTa, KOMIUICKTOBAaHUS U HCIOJb30BaAHUSA
apXUBHBIX JIOKYMEHTOB, " BCIIOMOTaTeIbHEIC (aAMUHUCTPATUBHO-X03UCTBEHHOTO,
TEXHUYECKOr0 W  OBITOBOTO  HAa3HAYCHHUsS), JOJDKHBI COOTBETCTBOBATh  TPEOOBAHUSM,
YCTaHOBJIEHHBIM INyHKTOM 12.1 HacTtosmed WHcTpykumu, a Takke oOLMMHU TpeOOBaHUSIMHU
0€30MacHOCTH K OOLIECTBEHHBIM 3aHUSIM U COOPYKEHUSIM <1>.

<1> ®enpepanpubiii 3akoH oT 30.12.2009 N 384-®O3 "TexHUYECKHMI pErIaMEHT O
0e301acHOCTH 3/IaHUi 1 coopykeHui'"; ['pamocTpontenbHblid Kojeke Poccutickoit denepanum.

XpaHeHHEe apXMUBHBIX JTOKYMEHTOB B 3aBHCHUMOCTH OT HMX OOBEMOB OCYILECTBISETCS C
WCIIOJIb30BAHUEM OJIHOTO WJIM HECKOJIBKUX BAPUAHTOB PA3MEILCHHUS:

B 3JaHMH, OTBEYAIOLIEM TPEOOBAHMSAM, YCTAHOBJICHHBIM YIOJIHOMOUYEHHBIM (ellepabHbIM
OpPTraHOM HCIIOJHUTEIBLHON BIACTU B c(epe apXUBHOIO J€1a U JIEIOIPOU3BOACTBA <2>;

<2> IlpaBwia OpraHu3aluy XpaHEHMs, KOMILJICKTOBAaHUSA, Y4YeTa W MCIOJIb30BaHUsA
JOKYMEeHTOB ApxuBHOro ¢onna Poccuiickoit ®@enepanuu U Jpyrux apXxvBHBIX JOKYMEHTOB B
TrOCYyJapCTBEHHBIX M MYHHUUUNAJIBHBIX apXWBaX, My3esiXx U OulOinorekax, Hay4HBIX
OpraHu3alusix, yTBepKaeHHble puka3zom dDenepanbHoro apxuBHoro areHrcrsa ot 02.03.2020 N
24.

B CHEIHAIBFHO 000PYZI0BAaHHOM JUI XpaHEHUS JOKYMEHTOB U30JIMPOBAHHOM IOMEIIECHUH -
apxuBoxpaHuiuine (myHkT 12.3 nactosmeit Muctpykuun);

B 3anuparonuxcs mkadax unu cerdax.

Pa3menienne apxuBa B NPHUCHOCOOJIEHHOM 3/1aHMM (MOMEIIEHHH) JOMYCKAETCS TOJBKO
mocie ero oOcinegoBaHuss (B TOM YHCIAE TIOABAIBHBIX W YEPAAYHBIX TMOMEIICHHH,
paboTOCTIOCOOHOCTH JJIEKTPOCETEH, OTONMUTEIBHBIX W BEHTWISIIIMOHHBIX CHUCTEM, MPOYHOCTH
MEXKITaXHBIX MEPEKPHITUN C YUETOM MOTEHIHUAIBHBIX HATPY30K).



He nonyckaercs pa3melnieHue apxuBa B rapaxax.
12.3. ApXuBOXpaHWIHIIIE TOJKHO:
OTJENATHCS OT COCETHUX TTOMEIICHUN OTHEYITOPHBIMU CTCHAMU;

UMETh  €CTECTBEHHYI0 WM  HUCKYCCTBEHHYIO  BEHTWJISIMIO,  OOECIEeUMBAIONIYIO
PELUPKYJISALHUIO BO3/1yXa, UCKIIOYAIOLIYI0 00pa30BaHUE HEMPOBETPUBAEMBIX 30H;

COXpaHITh CTAOMIBHOCTH TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA;
UMETb BBIXO/bI K JIN(TaM U (WIN) JIECTHUYHBIM KIIETKaM;

HC HWMCTb TIPOJOKCHHBIX YCPE3  HCEro Tp}/'6 BOI[OCHa6)KeHI/I$I N KaHaJIM3alluu,
TEXHOJIOTHYECKUX MJIA OBITOBBIX BBIBOJAOB BOJEBI,

HE WMETh BHYTPH paCHpEICIUTEIbHBIX IMUTOB, MPEIOXPAHUTEIICH M OTKIIOYAOITUXCS
PYOHIIEHHKOB;

HE pacroJiaraTbCs B IOJBANaX U MOMEIIEHUSX, PACTIOIOKEHHBIX HIKE YPOBHS MTOBEPXHOCTH
3eMJIM, 3a HUCKIIOYEHHEM XpaHWuI] (MIOMEHIEHUH), OO0EeCMeYnBalONIUX 3allUTy OT
MIPOHUKHOBEHHMS B HUX TPYHTOBBIX, TAJIBIX U MABOJKOBBIX BOJI, B BETXHX CTPOCHUSX, JCPEBIHHBIX
MMOCTPOMKAX, MOMEIIEHUIX C OTHOCHUTEIBHON BIIAXKHOCTHIO BO3ayxa Oojiee 55% W C MEeYHBIM
OTOILICHHUEM;

MMETh MPOTUBOMOKApHBIEC (METAUTMYECKUE) IBEPH;

HMCTDb 3allparomuecsa pCIICTKH Ha OKHax (HpI/I PasMCIICHUHN apXHUBOXPaHMUJIMIIA Ha
IMOKOJIbHOM, IICPBOM HMJIX BTOPOM IOTAXKEC 3I[aHI/I$I).

Pacuer HeoOX0qMMOH IO APXUBOXPAHUIIUILA PEKOMEHAYETCS] IPOU3BOIUTH C YUYETOM
PACIIOJIOKEHHUSI CTEJUIAKEM M MX HAINOJHEHWS B COOTBETCTBUM C NYHKTOM 12.7 HacTosmiein
NHcTpyknnm, a Takke ¢ y4eTOM BO3MOKHOCTH pasmenieHus 400 enuHui XpaHeHus Ha | kB. M
IJIOIIAIM apXUBOXPAHUIIUIIA.

KaxxnoMy  apXvMBOXpaHWIMILY IIPUCBAMBACTCA HOMEpP, KOTOPBIM  OTPAXKaeTcsi B
TONOrpagUUECcKNX yKas3aTelsix B COOTBETCTBUU ¢ MyHKTOM 12.19 Hacrosimeit UHcTpykium.

12.4. Jns obecniedeHusi AEATETLHOCTH apxuBa (MpU HEOOXOJAUMOCTH) BBIJIEISIIOTCS
MOMEIlIEHHEe JUIsl TpHeMa JOKYMEHTOB, MX BPEMEHHOIO XPAaHEHMs M aJanTallud K HOBBIM
YCIIOBUAM (aKKJIMMaTHU3aluK), pabodas KoMHaTa pabOTHUKA, OTBETCTBEHHOI'O 3a pabOTy apXuBa
CyJia, MIOMELIEHUE 711 IPEIOCTABICHUS JOCTYIIA K ADXUBHBIM JOKYMEHTaM.

12.5. ApxuBHBIE JOKYMEHTHl pa3MEIIAIOTCS B APXMBOXPAHWIMILE HAa CTAallMOHAPHBIX,
MEPEeIBKHBIX U (WJIM) MOOWJIBHBIX METAIMYECKUX CTeJUIakax, B METaNIMYecKuxX miKadax,
ceiiax mim KOHTEHHEpax.

B kaudecTtBe CIICHHUAJIBHOIO O60py,Z[OBaHI/I$I BO3MOKHO HCIIOJIb30BAHUC CTAITMOHAPHBIX
OTCEKOB-O00KCOB C METAJNIMYECKUMHU NepEropoaKkaMu M MmoJIKaMH.



He paspemaercs xpaneHne apXuBHBIX JOKYMEHTOB B TPAHCIIOPTHOW Tape, B mTabemsx, Ha
[IOJIy, TOJOKOHHMKAX, JIECTHUYHBIX IUIOLIAAKAaX M JPYyIruX, HE IPEAHA3HAYEHHBIX I HUX
XPaHEHUS MECTax.

12.6. Ilpm paccTaHOBKE CTEIUIAXKEW B apPXUBOXPAHWIMILE MPEANOYTEHHE JIOJKHO
OTJaBaThbCAd WX TMEPHEHIUKYISIPHON OpHEHTAlMM [0 OTHOIICHHWIO K CTEHaM C OKOHHBIMHU
MpoeMaMu U Pa3MEIICHHIO Ha yIaJIeHUU HE MeHee | M OT UCTOYHHMKOB TEILIA.

12.7. Ilpu paccraHoBke cTeuiaxken (mkados, ceii(hoB) B apXUBOXPAHWINILE PEKOMEHIYETCA
MPeyCMaTPUBATh CIICIYIONIUE PACCTOSHUSI MEKIY:

TOpLIAMU CTeJUIaXKel (TJIaBHBIN npoxon) - He meHee 120 cm;

psAlaMHu cTeIaxel (MeXKCTEIUTIaXHBIN IPOX0/) - HE MeHee 75 cMm;

CTEIJIaXKaMH, MapajieIbHBIMU CTEHE, U HAPY>KHOU CTEHOU 3J]aHUsl - HE MEHee 75 cMm;
TOPLIOM CTEJIJIaXKa U CTEHOM - HE MeHee 45 cm;

BEPXHEU MOJIKOM CTeJIa)ka U MOTOJIKOM - 50 cM;

HIDKHEH MTOJIKOM CTeJIIaXka M MOJIoM - He MeHee 15 cM (B IMOKOJBHBIX dTaxax - He meHee 30
CM).

Pa3mernienne MOOMIBHBIX CTEIIAXEN MPOU3BOIUTCA C YYETOM OCOOCHHOCTEH MOMEIICHUN 1
pasmerniaeMoro o0opy10BaHHMS.

12.8. ApxuBHBIE JOKYMEHTHI pa3MEIIalOTCs B IEPBUUHBIX CPEICTBAX XPAHEHUSI:
Ha OyMa)XHOM HOCHUTENIE - B KOpoOKax, Mankax, KOHBepTax;

AIIEKTPOHHBIC Ha (PU3UYECKH 000COOIEHHBIX HOCHUTENSX - B YIAKOBKE, PEKOMEHIOBAHHOU
IIPOU3BOJUTENSIMU HOCUTEIIEH.

Jns  XpaHeHMs KapTOUYE€K M  CIPABOYHBIX MaTEepUajoB B IIOMEIIEHUM apXuBa
YCTaHABJIMBAIOTCS KAPTOTEUHBIE ITKA(DHI.

12.9. Ha nepBUYHOM CpEACTBE XPAHECHMSI apXHUBHBIX JOKYMEHTOB YKa3bIBalOTCS HOMEP U
Ha3BaHue (OHJa, HOMEP OIUCH JIeN, KpailHiue HoMepa eIMHUI] XPaHEHUS!, PAa3MEIICHHBIX B HEM.

12.10. ITpoTuBONOXKapHBIN PEXUM B 3JaHUU WA NOMEIICHUH apXWBA yCTAaHABIMBAETCS B
COOTBETCTBHUU C 3aKOHOAATENbCTBOM Poccuiickoit denepannu o noxkapHoi 6ezonacHocTu <1>.

<1> ®@enepanbubiii 3akoH oT 21.12.1994 N 69-®3 "O noxapHoit Oe3omacHOCTH";
nocranoBneHue IlpaButensctBa Poccuiickori ®epepanmu ot 16.09.2020 N 1479 "O6
yrBepxkaeHuu Ipasui nporrueonoxapHoro pexuma B Poccuiickoit ®denepanun’.

PaGoTHUK, OTBETCTBEHHBIN 3a pabOTy apXuBa cCyAa, JOJDKEH MPONUTH HHCTPYKTaX IO



BOIIpOCaM MPOTUBOMOXKAPHOMU OE€30MAaCHOCTH, O3HAKOMUTHCS C TMPaBWIAMHU TOJb30BAHUSA
MPOTUBONOKAPHBIM HMHBEHTapeM. HWHCTpyKTa)k pabOOTHUKOB apxXxuBa IO MPOTHUBOIOKAPHOM
0€30MacHOCTH JOJIKEH MPOBOAUTHCS HE PEXKE OJHOrO pa3a B roji OTBETCTBEHHBIM PAOOTHHUKOM,
Ha3HAYCHHBIM MPUKA30M TpeCceaTeNs Cyaa.

12.11. Ecnu apxuB cyna pa3MellleH B OTICIbHOM OT Cyla 3/JaHUM, OXPAaHHBIM pexuM
oOecrieunBaeTcsl MyTeM OO0OpYJOBaHUS 3JaHUS WIM MOMEIICHUIN apXuBa CpPEACTBAMU OXpPaHbI,
o0OecreunBaroMMA KOHTPOJIb JOCTYIAa B HUX, & TaKKe COOIIOJIEHUEM MOpPSIKA CIavyu/CHITHUS
OXpaHbl OMEUICHUS APXUBOXPAHWIUIIA U TIOPSIKA JOCTYIMA B HETO, YCTAHOBJIEHHOTO NMPUKA30M
npenacenaTens cyaa.

12.12. ApxuBHBIE JOKYMEHTHI HEOOXOIUMO XPaHUTh B TEMHOTE. ECTECTBEHHOE OCBEIIEHNE
B apXMBOXPAHWIMLIE JOIYCKAETCs IPHU YCIOBUM NPUMEHEHHUs Ha OKHAaxX CBETOpPACCEUBaTENEH,
PEryJsTOpOB CBETOBOTO MOTOKa (CHEIMAIBHBIX CTEKOJ), 3alIUTHBIX (DUIBTPOB M IOKPHITHUI,
KAJIO3H.

JUIs HCKYCCTBEHHOTO OCBELICHHMS TPUMEHSIOTCS JIaMIIbl HAaKaJUBaHUS B 3aKPBITHIX
1aoHax ¢ rIagKoi MOBEPXHOCTBHIO.

Pa3pemaercsi nmpuUMeHEHHE JIIOMHUHECLIEHTHBIX JIaMII C YPE3aHHBIM YIbTPa(puOJETOBBIM
YY4aCTKOM  CIIEKTpa, CBETOAMOJHBIX CBETWJIBHUKOB, PAa3peLICHHbIX  YHOJIHOMOYEHHBIM
(denepaabHBIM OPraHOM MCHOJHUTENBHOM BIacTH B cpepe mokapHO 6€30MacHOCTH.

12.13. OnTuManbHEIMHU yCIOBASIMU XPAHEHHS aPXHUBHBIX JOKYMEHTOB SIBJISIEOTCS:

JUIsL TOKYMEHTOB Ha OyMaXHOM HocuTene - temmepartypa 17 - 19 °C, oTHocuTenbHas
BIIYXKHOCTH Bo3ayxa - 50 - 55%;

JUIS TOKYMEHTOB Ha MarHUTHBIX JUCKaX M JUCKOBBIX HAKOMUTENSAX - TeMrepaTtypa 8 - 18 °C,
OTHOCUTEJIbHAS BIAXKHOCTb BO3ayXa - 45 - 65%;

I JTOKYMEHTOB Ha ONTHYECKUX AHCKax - Temmeparypa 10 - 23 °C, oTHocuTenbHas
BJIAYKHOCTH Bo3ayxa - 20 - 50%.

12.14. KoHTpoIb 32 TEMIEPATYPHO-BIAKHOCTHBIM PEXXUMOM 00€CIIEYMBACTCS PEryIsipHBIM
U3MEPEHUEM C TIOMOIIBI0 TEPMOMETPA U THUTPOMETPA WKW TEPMOTUTPOMETPA, PA3MEIICHHBIX B
OIHOM WM HECKOJbKMX TOUYKaX apXWBOXpaHUIUIIA (B 3aBUCUMOCTH KOHCTPYKIHMOHHBIX
0COOEHHOCTEH W TIJIOIIA/IA) BATU OT OTOMUTEIBHBIX U BEHTHISIIITUOHHBIX CHCTEM Ha BBICOTE HE
MeHee | M OT mosia, mapaMeTpoB BO3AYIIHON CPEbI:

B CIICHUAIIM3UPOBAHHOM 3JJaHHUH - HC PCIKC 1 pasa B HCACIIIO,

B CIICIIHAJILHO 000PYIOBAHHOM JUISI XpaHEHHUS U30JIMPOBAHHOM ITOMEIIEHUH - HE peke 2 pas
B HEJIEIIO;

IPpY HECOOTBETCTBUH MapaMETPOB HOPMATUBHBIM TPEOOBaHMSM - 1 pa3 B CyTKH.

12.15. B apxuBe NOJKHA BECTUCH (PUKCAIUS TEMIEPATYPHO-BIAKHOCTHBIX XapaKTEPUCTUK
BO3IYLIHOM Cpelbl B apXUBOXPAHUIIMIIE U MEp, INPHUHATHIX 10 HOPMAJIM3ALUU TEMIIEPATYpPHO-
BIJI&YKHOCTHOT'O PEKHMMa B CIIydasX €ro HapylICHUs.



12.16. Hapanexamiee CaHUTApPHO-TUTMEHUYECKOE COCTOSIHUE B apXMBE IOJJEPKUBACTCS
MIPOBEJICHUEM B HEM HE peXe OJHOI0 pa3a B MECSI] BIAXKHOW yOOPKH IMOJIOB, 0OECHBbUIMBAHUS
0o00OpyI0oBaHMsSI U TEPBUYHBIX CPEJICTB XpaHEHHUs, 0OpaOOTKH ILOKOJBHBIX YacTeW CTEUIaKew,
TUTMHTYCOB, MIOJJOKOHHUKOB BOJTHBIMH PACTBOPAMH aHTHUCETITUKOB.

12.17. ApxuBHBIE TOKYMEHTBI, MOJBEPIIINECS OHOJIOTHYECKOMY MOPAXKEHUIO, MOJUIeKAT
HEMEJIJICHHOMN M30JSLUHN U CAHUTAPHO-TUTUEHUYECKOU 00paboTke (1e3nH(eKInn, Te3MNHCEKIINN),
a apXUBOXPaHWIHIIIE, TOPAKEHHOE OMOTOTUUECKUMU BPEIUTEISIMH, - I€paTHU3ALINH.

12.18. Cremnaxku u mKadbl T0KHBI OBITH TPOHYMEPOBAHBI B KAK/IOM apXUBOXPAHUIIUIIE B
MOpsIIKE CJeBa HalpaBO OT BXOJHOM JBEpPH, TMOJKM Ha CTelUlakaX [JOJDKHBI OBITh
MIPOHYMEPOBAHHI 10 MKadaM B TOPAJIKE - ClIeBa HAIPAaBO, CBEPXY BHU3.

12.19. Mecto XxpaHeHHs €IWHUI[ XpaHEHUs B apXUBOXpaHWIUIIE (QUKCUpYETCS B
Tonorpauueckux ykazaTessix: mocteimaxHoM (mpuioxkenne N 36 k Hacrosme MHCTpykiun)
W, Npu Hamuyuu Oosiee onHoro (ouaa, nmodponmoBoMm (mpuinoxenue N 37 Kk HacTosmel
HNHCcTpyKINm).

[Tpu BemeHuwu TOMOrpagUUECKOro yKasaTells OJAMH €ro 3K3eMIUIAP JO/DKECH XPaHUTHCS Y
pabOTHHMKA, OTBETCTBEHHOTO 3a paboTy apxumBa CyJda, BTOpOM - pa3Memarbcs B
COOTBETCTBYIOIIEM apXHUBOXPAHHIIHIIIC.

Tonorpaduueckue ykazaTesid He COCTABIAIOTCS MPU OTCYTCTBUHU apXUBOXPaHUIHIIIA.

13. Cpoky 1 MOPSAAOK Nepesayu Ae/l Ha XpaHeHHue
B IOCy/J1apCTBeHHBbIH apXHUB

13.1. Jlema oOrero aemonpou3BOACTBA IMOCTOSHHOTO CpOKa XpaHEHHUS U CyJIeOHBbIC ena
MOCTOSIHHOTO CpOKa XpaHEHMs M0 UCTECYECHHUHM CPOKOB MX BPEMEHHOTO XpaHEHHsS B apXHWBE Cyjaa
(15 net) mepenaroTcs Ha MOCTOSTHHOE XPaHEHUE B TOCYAAPCTBEHHBIN apXUB, €CIU CYJ BHICTYHAET
HMCTOYHUKOM €T0 KOMIUICKTOBAHHUS WM MIPU HAJTUYUU COOTBETCTBYIOIIETO JOTOBOPA C ApXUBHBIM
YUPEKIACHUEM.

Pemenue o popme mpuema JOKyMEHTOB (ITOJTHOTO WM BbIOOpOUHOTro) mpuHumaercs DI1K
apXUBHOTO YUPEKIACHUS.

Cyzapl, He BBICTyHAIOLIME MCTOYHMKAMU KOMIUIEKTOBAHUSI TOCYJApPCTBEHHOI'O apXuBa,
MepeIatoT JOKYMEHTHI Ha MOCTOSIHHOE XPAaHEHUE B TOCYJAPCTBEHHBINA ApXUB MPU UX JIMKBUAALUA
Y HAJIMYUU JTOKyMeHTOB ApxuBHoro (hoHma Poccutickoit @eneparum.

13.2. Ilepemayua HOOKYMEHTOB TIIOCTOSIHHOIO XpaHEHUsI B TOCYAApCTBEHHBIA apXuB
OCYIIECTBIIAECTCS] B COOTBETCTBUH C TUTAHOM-TPaUKOM, KOTOPBIM YTBEPKAACTCS PYKOBOJIUTEIEM
roCyJJapCTBEHHOI'0 apXUBa UJIM YIOJIHOMOYEHHBIM UM JIOKHOCTHBIM JIULIOM.

JlocpouHas mepeaayda JTOKYMEHTOB Ha IOCTOSIHHOE XPaHEHHWE MOXKET ObITh OCYIIECTBICHA
IpU OTCYTCTBUM HEOOXOJUMBIX YCIOBHH Ui OOeCnedYeHHUs COXPAHHOCTH JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit @enepanmu, npu yrpo3e yrpaTsl (YHUUTOXKECHHS) JOKYMEHTOB, a
TaK)K€ Ha OCHOBAaHUU J0T0BOpa C rOCYJapCTBEHHBIM apXHUBOM.

[IponneHne CpoKOB XpaHEHHUsI JOKYMEHTOB B apXUBE cyza Jomyckaercs no pemennto 11K



apXHUBHOT'O yUPEKIACHUS.

13.3. PabGotbl, cBsi3aHHBIE C OTOOpPOM, IOATOTOBKOW M TIiepefadeil JOKYMEHTOB Ha
MOCTOSIHHOE XpaHEHHE B TOCYJApPCTBEHHBIA apXuB, B TOM UHCIE C HUX YIOPSAOUYCHHUEM,
TPAHCIIOPTHPOBKOH, BHITIOJHSAIOTCS 32 CUET CPEACTB Cy/a.

13.4. Ilepen nepenaueil JOKYMEHTOB Ha MOCTOSTHHOE XPAaHEHHE B TOCYJapCTBEHHBIN apXUB
MIPOBOJISITCSL:

paccCMOTpeHHE JOKYMEHTOB Ha IPEAMET PpACCEKPEUMBAaHUS HOCHUTEIEH CBEICHUH,
COCTABJIAIOIINX TOCYJAapCTBEHHYIO TaillHy, B CJIy4ae HCTEUYCHHs CPOKOB, YCTAHOBJICHHBIX
3aKoHOIaTenbcTBOM Poccuiickon denepanuu;

paccMOTpeHue TOKYMEHTOB Ha MpeIMeT CHITHS nmoMeTku "[[ns cimykeOHoro mojab3oBaHus"
C HocuTened HuH(OpPMalMK OrPAaHUYEHHOI'O pPAaCHpPOCTPAHEHUS B MOPAJKE, YCTaHOBIEHHOM
3aKOHOJaTelIbcTBOM Poccuiickorn denepanuu, a Takxke B COOTBETCTBUM C IlosioxkeHneM o
MOpAZIKE OOpallieHus: Cco CIy:keOHOW WH(popMaIueli OrpaHMYEHHOTO pPACIpPOCTPAHEHUS B
denepanbHBIX Cynax o0mei pucaIukiuy, heaeparbHbIX apOUTPaKHBIX CyJaX, YTBEP>KICHHBIM
npukazoM CyzaeOHoro aenapramenta npu BepxosHom Cyne Poccuiickoit denepanuu.

13.5. Ilepemaua 5JIEKTPOHHBIX APXUBHBIX JOKYMEHTOB B HWH(GOPMALMOHHYIO CHCTEMY
rOCyJapCTBEHHOT'O0 apXHBa IMPOU3BOAUTCS B MOPSIKE, YCTAHOBIEHHOM (enepaibHbIM OpPraHOM
UCIIOJHUTEIBHON BJIACTU B c(hepe apXMBHOIO Jiea U JEJIONPOU3BOACTBA, MO COIVIACOBAHMIO C
rOCY/IapCTBEHHBIM apXMUBOM IO OMUCAM 3JIEKTPOHHBIX JOKYMEHTOB. K ONUCSAM 31€KTPOHHBIX [T
MPUJIATraloTCsl peecTpbl PaiyioB 3IEKTPOHHBIX JOKYMEHTOB.

13.6. [Ilepemaua mOKyMEHTOB OGQOpPMIISIETCS aKTOM [pUEMa-Tepeadyl  apXUBHBIX
JOKYMEHTOB Ha XxpaHeHue (mpuioxeHue N 22 k Hacrosimieid MHCTpyKIMHU), COCTaBIsIEMbIM B
IBYX 3K3eMIuisipax. OIMH 3K3eMIUISIp aKkTa OCTaeTcs B IOCYJApCTBEHHOM apXuBE, IPYyroM - B
cyne.

Bwmecte ¢ JOKYMCHTaMM MNEPCAAIOTCA YCTBIPC OK3CMILIApa OMHUCHU ACJ, 4 TAKKC OAWH - B
QJICKTPOHHOM BHAC, B (bopMaTe, COrjiaCOBaHHOM C I'OCyIapCTBCHHBIM apXHBOM. OIII/IH OK3CMILLAP
OIIMCH Ha GYMa)KHOM HOCHUTCIIC OCTACTCA B CYyAC.

13.7. Ha Bcex 3K3eMIUIIpax OMMUCHU JIe] TOCYAAPCTBEHHBIM apXUBOM JEJAl0TCSI OTMETKH O
IIpUEME apXMBHBIX JOKYMEHTOB B apxuB. IIpum OTCYyTCTBMM €JUHMI] XpaHEHMs, YKa3aHHBIX B
OMHCU JIeN, CyJA MPUHUMAET Mephbl MO UX po3bicKy. Ecim B Xome po3bicka OTCYTCTBYIOIIKE
JOKYMEHTbl He ObUIM HaWJieHbl, B ONUCH JeNl Jelaercs HoBas uTorosas 3amnuck. Homepa
OTCYTCTBYIOIIIMX €IMHHULl XPAaHEHUS U IPUUMHBI OTCYTCTBUS OrOBapHUBAIOTCS B aKTe IpHeMa-
nepesayu T0KyMEHTOB Ha XpaHEHHE U B IIPWJIAraéMoi K akTy CIIpaBKe, COCTABIIIEMOM CyJIOM.

Cyn, nepenaronuii TOKYMEHTBl Ha XpaHEHHUE B TOCYJApCTBEHHBIA apXuB, 00s3aH MPHUHSITH
Mephl K BOCCTAHOBIICHHIO YTPAu€HHBIX TPOU3BOJICTB B COOTBETCTBUU C TJIaBoi 38 I'paxkaaHCKOro
nporueccyalbHOT0 KoJekca Poccuiickon denepanumu.

[Ipu otcyrcTBumM (yTpaTe) MOIJIMHHUKOB TEpEAalOTCs HMX 3aBEepeHHble Komuu (Tpu
HaJU4un).

13.8. JIokyMeHTBI IlepearoTcsl Ha MOCTOSHHOE XPaHEHUE B YHOPSIOYEHHOM COCTOSIHUU CO



CIIPaBOYHO-ITIOMCKOBBIMHU CPCACTBAMMU.

CornacoBana

IIncemo

®denepalbHOTO ApXUBHOT'O areHTCTBA
oT 30.06.2026 N 12/2824-A

[Tpunoxenue N 1

K MHCTpYyKIIMK O IOpsi/IKEe OpraHu3aluu
paboThl apxuBOB (eepaibHBIX CY/I0B
oO01Iel FOPUCTUKITNH

(HauMEeHOBaHUE CY/a)

(HaMMEHOBaHUE CTPYKTYPHOTO MOApa3IeTICHUS Cy/1a)

[NPEJUIOKEHM A B HOMEHKIJIATYPY JEJI

Ha rog <1>
Nunexc 3aroJIoBOK Jiena KomnuectBo Cpok [Ipumeuanus

nena TOMOB XpaHEeHUS U

(dacreit) N craTbu no
HEPEYHIO
1 2 3 4 5
Ha3zBanue pazgena
HauanpHuk cTpykTypHOTO
nojpaszenenus (ynoJHOMOYEHHOE
JINIIO)
(moamnuce) (pactmmdpoBka

MIO/THCH)



<1> K HOMEHKJIaType Jes CTPYKTYPHOI'O IOJApa3[EeleHMs N0 OKOHYaHMM KaJEHJApHOIO
rojla COCTaBJIAETCS MTOrOBasl 3amuch Mo (opme, ykazaHHOW B mpuiioxkeHud N 2, U nenaercs
OTMETKA O IIEpe/laye UTOTOBBIX CBEICHUH B OT/EN AEJIONPOU3BOICTBA CY/a.

[Ipunoxenne N 2

K MHCTpyKIIMK O IOpsi/IKe OpraHu3aluu
paboThI apXUBOB (eiepaTbHBIX CYIO0B
oO1el FOPUCIUKITUN

YTBEPXIAIO
(HaMeHOBaHUE Cy/ia) [Ipencenatens cyna

HOMEHKIJIATYPA JIEJI (moamuce) (pacmudpoBka

TIOJIITUCH )
Ha roJt

(nata)
Nunekc 3aroJoBOK Aena KonunuectBo | Cpok xpaHeHuUs [Ipumeuanus
Jiena TOMOB u N crarbu 1o
(dacreit) MIEPEYHIO
1 2 3 4 5
HasBanue paznena
Hauanpauk otaerna
JIETIONPOU3BOJICTBA (OOIIIETO OT/IeIa)
(moamuck) (pacmudpoBka
MOJIITUCH)

(mara)



Buza paGoTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa

COTI'JTACOBAHO YTBEPX/IEHA

IIpoTOKOII 3KCIEPTHONM KOMUCCUU IIpOTOKOJI SKCIIEPTHO-ITPOBEPOYHOMN
cyna KOMHCCHUM apXUBHOTO YUPEKICHUS
oT " " N oT n n N

Hrorosas 3anuch o KaTCropuax nu KOJIUICCTBC LI,

3aBEJICHHBIX B roJly B Cyze
ITo cpokam xpaHeHus Bcero B ToM uncne:
MepPEXOALIUX C OTMETKOM
"3HK"
1 2 3 4

Ha 6ymaknom HOcuTese
(pu HANMYUU TUOPHUAHBIX JIe], ToM(a) Ha OyMa)KHOM HOCHUTEIIEe YUUTHIBAIOTCS B
paznene Tabnuibl "Ha 6ymaxkHoMm Hocutene", ToM(a) Ha AIEKTPOHHOM HOCUTEIIEe
YUUTBHIBAIOTCS B pa3jiese Tabnuibl "IIeKTpOHHBIX"):

IlocTogaHOTO

Bpewmennoro (cBbiuie 10 ner)

Bpemennoro (z10 10 net
BKJTIOUHUTEIIHHO)

DNEKTPOHHBIX
(Mpu HaTMYUU THOPUIHBIX JeJ1, TOM(a) Ha OyMa)KHOM HOCHUTENE YUUTHIBAIOTCS B
azzene taomuusl "Ha OymakaoMm Hocurese'", ToM(a) Ha DIIEKTPOHHOM HOCHUTEIE
p y , p
YUMUTBHIBAIOTCA B pazjiene Ta0nuibl "DNeKTPOHHBIX"):

TlocTogHHOTO

Bpemennoro (cBsime 10 ner)

Bpemennoro (z10 10 net
BKJTFOUUTEIBHO)

HUTOI'O:

Hauvanpauk otaerna




JIEIONPOU3BOICTBA (OOIIIETO OT/Iea)

(mata)

Hrorossie CBCIACHUA IICPCAAaHbI B apXUB.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(mata)

(monmuck) (pacmudpoBka
TIOJIITACH )

(Toruck) (pacmudpoBka
TIO/TINICH)

[Tpunoxenne N 3

Kk MHCTpYKIIMH 0 TIOpsiIKe OpraHu3alun
paboThI apXUBOB (eIepaTbHBIX CYIO0B
oO1mel FOpUCIUKITAN

(HamMMeHOBAaHME Ccyma)

(HaMMEeHOBAaHME CTPYKTYPHOTO NOOpasOeJieHMd Cyna)

OMNCH N
eJji, IOOKYMEHTOB
3a _~ Ton
N | Ungpexc | 3aronosok |Kpaiinne | Cpoxk xpanenuss | Komnuects | [Ipumeuanus
/| gena zena JIaThI (rpada e 0 JIUCTOB
3aroHsIeTCs B
OIHCH JIe
MIOCTOSIHHOTO
CpOKa XpaHEHHUs)
1 2 3 4 5 6 7




Hazpanue pasaciia

B IaHHBEM pasnes ONMCK BHECEHO

neJl

(umbdpaMm M HNPONMCHIO)

c N rno N

; B TOM UMCJIE:

JINTEPHEIE HOMEepPa:

4

[IPOIIylEeHHEIE HOMEPaA:

HavMeHOBaHME IOJIKHOCTU
COCTaBUTEJIA OIUCU
(mommnmce)

(mara)

PaboTHUK, OTBETCTBEHHHIM
3a paboTy apxmuBa cyna
(mommnmce)

(mara)

COTJIACOBAHO
HauvasbHUMK oThesia
IeJIoNpOoM3BOICTBa (obmero oTneJia)

(mommomcso)

(mara)

[lepenan

(pacumbpoBka INOONMUCH)

(pacumppoBKa NOONMUCH)

(pacumppoBKa MIOANMUCHK)

SOVIHNML, XPaHEeHWUA

(umdpaMrt ¥ HOPONUCHI)

(umdpaMm M HOPONMCEI)
KapTOTeK K IOKyMeHTaM.

HamMeHOBaHME HOOJIXKHOCTU paboOTHMKA
CTPYKTYPHOT'O HOIpaslesieHUs
(mommnmce)

(mara)

[MprHAaI

PETUCTPAUVMOHHO-KOHTPOJIBHEIX

(pacumppoBKa NOONMUCH)

SOVHNVL, XPaHEHUMA

(umdpaMyt ¥ OPONUCHIO)

(umppaMm ¥ MOPONMUCEHIO)
KapTOTEK K IOKYyMEHTaM.

PaBoOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna
(mommmce)

(nara)

PETMCTPaAlVMMIOHHO-KOHTPOJIbHEIX

(pacumppoBKa IOLANMUCHK)



[Tpunoxenue N 4

K MIHCTpYKIIMU 0 MOPSIKE OpraHU3alUN
paboThl apxuBOB (efiepaibHbIX CY0B
oO01Iel FOPUCTUKITNH

(HamMMeHOBaHMEe cCcyma)

(HaMMeHOBaHMEe CTPYKTYPHOTO NOOpas3fesleHus cyna)

®oHno N

OIIMCh N

BJIEKTPOHHEIX IOKYMEHTOBR

(MOCTOAHHOTO XpaHeHUs/BpPEeMeHHBX

(cBpmie 10 jleT) xXpaHeHMA/NO JIMUHOMY COCTAaBy)
3a hnfo}i




N |Hupekc| 3arojgoBok Perucrpamuo Bun un Jara Cpox | KommuectBo | O6bem | [Ipumeuanus
/T | Jena | 3JIEKTPOHHOTO | HHBIA HOMEP 3arojIOBOK | JIOKY | XpaHEHHU daiinon B
JieTa mo ANEKTPOHHOTO | AJIEKTPOHHOTO | MEHTA P (xonuuecTBO | OaiiTax
HOMEHKJIaType | JOKYMEHTa JIOKYMEHTa (aiinoB B
KOHTEHUHEPE
)
1 2 3 4 5 6 7 8 9 10

B HmaHHEIL pasnesl ONMCU BHECEHO

c N

(umdpaMrt ¥ HOPONUCHI)

rno N

Bant.

IPONyUEHHEE HOMepa :
K 3JeXTPOHHEIM JOKYyMEeHTaM COCTAaBJIEHEl peeCTpH (QaljioB.

OJIEKTPOHHEIX IOJOKYMEHTOB

, OoOBeMoM

B ToM umciie JIMTEpPHBIE HOMEpa:

4

HamMveHOBaHMEe OOJIKHOCTU
cocCTaBUTEJIA OIIMCU

(mara)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmpa cyna

(mommnmce)

(mommmce)

(pacumppoBka NOONMUCH)

(pacumppoBKa MIOLANUCHK)




(mara)

COT'JIACOBAHO
HauasibHUMK oTnesia
OeJIonpou3BOoACTBa (obmwero oTnesia)
(mommnmce)

(mara)

[lepepan

(pacumppoBka NOONUCH)

SJIEKTPOHHBIX HOKYMEHTOB

(umbdpaMm M HNPONMCHIO)
obBeMOM

BantT.

(umbpaMy M NPONMUCHIO)

HayvMeHOBaHME IOJIXHOCTM paboTHMKA
CTPYKTYPHOT'O IoIpas3nelieHUd
(mommmce)

(mara)

[MpmHAan

(pacumbpoBka NOONMUCH)

SJIEKTPOHHBIX HOOKYMEHTOB

(umdpaMyt ¥ HPONMUCHI)
obBbeMOM

Bant.

(umbdpaMm M MNPONMCHIO)

PaBoOTHUK, OTBETCTBEHHEIM
3a paboTy apxubBa cyla
(mommnmce)

(pacumbdporka MDOIOMIUCHK)

(mara)
PeecTp 0amyioB BJIEKTPOHHOT'O HOOKYMEHTa
N /i N HaumenoBanue| [lata u Bpems Ob6beMm ®opmar
AJIIEKTPOHHOTO daiina MOCJIETHETO (B daiina
JOKYMEHTA 110 u3MeHeHusd (aiina| OaifTax)

OIINCHU

IIpunoxenue N 5

K MHCTpyKIMM 0 MOpSIKEe OpraHu3aluu
paboThl apXxUBOB (heZepaTbHbBIX CYI0B
oO1e OPUCIUKITUN



(HauMEeHOBaHHeE Cy/a)

IIpencenarens cyna

YTBEPX/IAIO

®oux N (moamuck) (pacmudpoBka
OIIMCH N TIOJIITHUCH )
7ell, TOKyMEHTOB IIOCTOSTHHOTO XPaHEHUS
3a roj (mara)

N | HUuanexc gena 3aronoBok | Kpaiinue natel | KonnuectBo | Ilpumedanus
n/n nena JIUCTOB

1 2 3 4 5

HaszBanue paznena

B HmaHHEIL pas3mesyl ONMCKM BHECEHO

(undpamMm ¥ OPOIMUCHI)

el

c N

I10

JMTEPHEIE HOMEPa:
[IPONyLEHHEE HOMEPA :

B TOM 4YMCJIE:

14

HavMmeHOBaHMe OOJIXKHOCTU

cocTaBuUTeEJIAd OIINCHU

(mara)

PaboOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna

(mara)

COI''TACOBAHO
[IpoTokos s3KCIEPTHON KOMUCCHU

cyna
" "

oT

(mommnmce)

(mommomcso)

(pacumbdporka MDOIOMIUCHK)

(pacumppoBKa MIOLANMUCHK)

YTBEPX/IEHA

[IpoToKOI S3KCIEPTHO-ITPOBEPOYHOMN
KOMMCCHUH ApXUBHOTO YUPEKIACHUS

n

oT

N

[Ipunoxenne N 6



K MHCTpyKIIMM O NOpsJIKE OpraHu3aluu
paboThl apXUBOB (eiepaibHbIX CYI0B

YTBEPXKJIAIO

oO11el IOPUCIUKITUN

(HaMMeHOBaHUE Cy1a)

IIpencenarens cyna

®ong N (moamucsk) (pacuudpoBka
OIIMCH N TIOJIITHACH )
7ieJ1, JOKYMEHTOB IO TUYHOMY
COCTaBy
3a roJ (mata)

N |HWunexkc nena| 3aroioBokK Kpaiinue Cpoxk | Komnuecr | [Ipumeuann
/o nena JaThl XpaHEHH | BO JTUCTOB S

o
1 2 3 4 5 6 7

HazBanue pasaciia

B IaHHBIM raszsmeJi OIlMCM BHECEHO

(umdpamMm ¥ NPONUCHI)

c N 10
JIMTEPHEIE HOMEPaAa :

y B TOM 4YMCJIE:

IIPOIIylleHHEIe HOMepa:

HammMeHOBaHMe IOOJIDKHOCTU
COCTaBUTEJIA ONUCU

(mara)

PaBOTHMK, OTBETCTBEHHHIM
3a paboTy apxmuBa cymna

(nara)

(mommomcso)

(pacumdpoBKa MNOOIMCH)

(mommnmce)

(pacumppoBKra NOONMUCH)

COT'JTACOBAHO

[TpoTokosn s3KCIEPTHON KOMUCCHU

cyna
oT " "

N

YTBEPX/IEHA

ITpoTOKOI 3KCIIEPTHO-NIPOBEPOUHON

KOMHUCCHM APXUBHOTO YUPEIKICHUS

" "

OoT

N




(HauMEeHOBaHUE CY/a)

[Ipunoxenne N 7

Kk MHCTpyKIMM O MOpsiAKE OpraHU3aluN
paboThl apxXuBOB (efiepaibHBIX CY/I0B
oO01Iel FOPUCTUKITNH

YTBEPX/IAIO

[Ipencenarens cyna

®oun N (moamuck) (pacmudpoBka
OIIMCBhb N TIO/TINCH)
JieN, TOKYMEHTOB BPEMEHHBIX
(cBbrmre 10 y1eT) CpoKOB XpaHEHHS
3a rona (mara)

N | Wngpekc nena | 3aronoBok | Kpaiinue Cpox | KonnuectBo | [Ipumeudann
n/m nena JATHI XpaHeHus JUCTOB s

1 2 3 4 5 6 7

Hazpanue pasaciia

B HmaHHBEIL pas3mesl ONMCU BHECEHO

(umdpamMm ¥ NPONMCHI)
nen
c N o N , B TOM UMCJIE:
JIMTEPHEIE HOMEPaAa : ’
[IPOIyUleHHEIE HOMEpa:

HammMeHOBaHMe IOOJIDKHOCTU
COCTaBUTEJIA ONUCU

(mommmce) (pacumdpoBKa HOOIUCH)
(mara)
PaboOTHMUK, OTBETCTBEHHLIM
3a paboTy apxmpa cyzna
(mogmnmce) (pacumbppoBKka NOONMUCH)

(nara)

COI''TACOBAHO YTBEPX/IEHA



[IpoTOKOa 3KCIIEPTHOM KOMUCCUU

cyna

OT "_" N
(HaMMEeHOBaHHE Cy/1a)

doung N

OITNCHh N

AEKTPOHHBIX JOKYMEHTOB
(TIOCTOSTHHOTO XPaHCHHSI/BPEMEHHBIX
(cBbime 10 yet) XpaHeHuUs/mo
JTUYHOMY COCTaBY)

3a roj

IIpoTOKOJI AKCTIEPTHO-ITPOBEPOUHOM
KOMUCCHUH apXUBHOT'O YUPEXKICHUS
oT n n N

[Ipunoxxenne N 8

K MHCTpYyKIIMK O IOpsiIKEe OpraHu3aluu
paboThl apXUBOB (eiepaTbHBIX CYIO0B
oO11el IOPUCIUKITUN

YTBEPXKJIAIO

[Ipencenarens cyna

(Tomuck) (pacmudpoBka
TIOJITTACH )

(mara)



N |HWupekc| 3arosioBok | PerucrpaiinoHHBI Bun un Jara Cpox | KomnuectBo | O6BeM | [Ipumeu
n/m | Aena |3JI€KTPOHHOTO 1 HOMED 3aroJIOBOK | IOKyM€ | XpaHeH |  (ailioB B aHus
Jiena 1mo ANEKTPOHHOTO | 3JIEKTPOHH | HTA usg | (xommuecTBo | OalTax
HOMEHKJIATYP JIOKYMEHTa oro (aiinoB B
e JIOKYMEHTa KOHTEITHEpe
)
1 2 3 4 5 6 7 8 9 10

B HmaHHEIL pasnesl ONMCU BHECEHO

(umdpaMrt ¥ HOPONUCHI)

c N rno N

OJIEKTPOHHEIX IOJOKYMEHTOB

, OoOBeMoM

Bant.

ONPOIylleHHEIE HOMEpPa:

B ToM umciie JIMTEpPHBIE HOMEpPa:

4

(pacumppoBka NOONMUCH)

K meslamM cocTaBJIeHB BHYTPEHHME ONMCHU (PpeeCcTpHl) nel.
HammMeHOBaHMEe IOOJIXKHOCTU
COCTaBUTEJII ONMCU
(mommnmce)
(mara)
Pa®oOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna
(mommnmce)

(pacumppoBra NOONMUCH)




(mara)

COI''TACOBAHO YTBEPX/EHA
[IpoTOKOa 3KCIIEPTHOM KOMUCCUU [IpoTOKOI 3KCIIEPTHO-MTPOBEPOUHOM
cyna KOMHUCCHH apXHUBHOT'O YUPEKICHUS
oT "_" N oT n n N

PeecTp 0aiioB 3JIEKTPOHHOTO IOKYMEHTAa

N N HanmenoBanue [ara u Bpems O06beM dopmar
/Tl | JIEKTPOHHOTO daiina MIOCJIETHETO (B GaiiTax) | daiina
JieJia Mo OIMucH u3MeHeHus (aiina

[Ipunoxenne N 9

K MHCTPYKITNH O TIOPSIJIKE OpTaHU3aIAH
paboThI apXUBOB (eIepaTbHBIX CYIO0B
oO1mel FOpUCIUKITAN

(HaMMeHOBaHME cCcyma)

PEECTP OIMCEN IEJ, IOKYMEHTOB

HauaT
OxOHUEH
N | N N |Hassa| KonuuectBo nen B onucu nen, | Kpaiin | Konnue | Konmnuec | [Tpum
n/m | GOHJ |OTIMCH | HHUE JTIOKYMEHTOB ue CTBO TBO e4aHu
a OMHC JIaThl | JUCTOB | OK3E€MILI | 5
u niey1, | IOCTOSIHH | BpEMEHH o omicH | ApoB
JIOKY oro oro JUYHOM e, OTHCH
MenT | XPaHEHHs | (CBBIIIE y OKyMe | e,
OB 10 nier) | cocraBy HTOB | IOKYMEH
XpaHEeHU TOB
s
1 2 3 4 5 6 7 8 9 10 11




Vroro Ha 01.01.... B apxmuBe XpPaHUTCSH onmucemn

(IpM OTCYTCTBUMM He BKJIOUAKTCS B UTOI'OBYK 3alMChb), M3 HUX:

yIIPaBJIeHUECKOM HOOKYMEHTaluMn onmcemn,
(umbpaMy M MNPONMUCHIO)

IOOKYMEHTOB JIMUHOT'O MNPOUCXOXIEHUS onmcewn,
(umbdpaMm ¥ OPONUCHI)

HAYYHO-TEXHUUECKOM OOKYMEHTalWuu onmcewn,
(umbpaMy M MNPONMUCHIO)

BUIEOOOKYMEHTOB onmcen,
(umbdpaMm ¥ OPONUCHI)

KMHOOOKYMEHTOB onmcewn,
(umbdpaMm ¥ OPONUCHI)

GOHODOKYMEHTOB onmcen,
(umbpaMy M MNPONMUCHIO)

GOTOODOKYMEHTOB onmcewu,
(umbdpaMm ¥ OPONUCHI)

SJ'IeK’I‘pOHHE;IX JOKYMEHTOB onmceﬁ,

(umdpaMy ¥ OPONMUCHI)

B TOM UMCJIe:

MIOCTYININUJIO B T. onuceun,
(umdpamMm ¥ NPONMCHI)

BEIOBLJIO B T. OIUCEN.
(umdpaMy ¥ HOPONMUCHI)

PaboOTHUK, OTBETCTBEHHEIN
3a paboTy apxmBa cyna

(mommnmce) (pacumppoBKa NOONMUCH)
(mara)
HauasnpHUMK oThesia
OeJIONPpOoM3BOOCTBa (Oobmero oTneJa)
(mopmmmcso) (pacumppoBKa MIOIONMUCHK)

(mara)

[Tpunoxenue N 10

K MHCTPYKITUH O TIOPSIJIKE OpTraHUu3aIiH
paboThI apXUBOB (PeiepaTbHBIX CYIOB
oO1e FOPUCIUKITUN

JMCT-3ABEPUTEJIE IEJIA N

B meJsie nmomumTo u IIPOHYMEPOBAHO

(umdpaMy ¥ MOPONUCHIO)
(mmcTa (oB)
c N no N , B TOM UMCJIe:
JIMTEPHEIE HOMEepa JIMCTOB ,
NPOINylleHHBIE HOMepa JIMCTOB '
+ JIMCTOB BHYTPEHHEMN ONUCU




Oco0eHHOCTH (PU3NYECKOTO cOocTOsiHUS U hopMupoBaHus aena | Homepa nucros

1 2

HammMeHOBaHME IOOJIXKHOCTM PaBOTHMKAE,
COCTaBMBUIETO 3aBEPUTEJIBLHY

HaIOIMUChH
(momnmce) (pacumbpoBka MOIOMIUCHK)
(mara)
[Tpunoxenne N 11
K MHCTpYKIIMHU 0 MOPSAAKE OPTaHU3aLHnN
pa60TBIapXHBOB(beﬂepaHBanicyHOB
06Hwﬁ10pHCHHKHHH
BHYTpeHHAA ONNMCH
OOKyMeHTOR nejia N
N | Peructpaumnonnsiin N [ara 3aronoBok Howmepa [Ipumeyanus
/11 JOKYMCHTa JOKYMCHTA | IOKYMCHTA | JIUCTOB J€J1a
1 2 3 4 5 6
NToro IOKYMEHTOB.
(umbpaMm M MNPONMUCHIO)
KomuecTBO JMCTOB BHYTPEHHENM ONUCU JIUCTOB
(undpaMM ¥ NOPOIMUCHI)
HauMeHOBaHMe OOJIKHOCTM JMIa,
COCTAaBMBIIETO BHYTPEHHIOIO OIMCH
OOKYMEHTOB Iejia
(momnmce) (pacumdpoBKa HOOIUCH)

(mara)

[Tpunoxenue N 12

Kk MHCTpYyKIIMK 0 TIOpsi/IKe OpraHu3alun
paboThI apXUBOB (eIepabHBIX CYIO0B
oO1e OPUCIUKITUN



oN "H()

N '@

(HauMeHOBaHKE TOCYIAPCTBEHHOTO apX1Ba)

(HauMEHOBaHHE Cy/1a)

(HaMEeHOBaHUE CTPYKTYPHOTO MOAPA3IeTICHU)

Heno, yronoBHoe aeno,
IpakJIaHCKOE JIeTI0,
aJMUHUCTPATUBHOE
JIeJI0, 1eJI0 00
aIMUHUCTPATHBHOM
MIpaBOHAPYIIICHNH,
Marepuan

JIEJIO (YUTI) N

MATEPHAJT

TOM N

I[MPON3BOACTBO N

(Ha3BaHue gena)

1 nHCTAHIIUA

[Toctynmiio

Paccmotpeno

Jara Hauana
MPOM3BOJICTBA

Kpaiinue natsl

Ha

2 UHCTaHIIUS

[Toctynmiio

Paccmotpeno

JlaTa okOHYaHUS
MPOU3BOACTBA

JIncrax




XpaHUTb

(cpok xpaHeHus B rogax, 10 KaKoro roja XpaHuTh)

d. N
On. N

TN

(HamMMeHoOBaHME cCcyma)

AKT
" " N

O BHOEJIEHUM K YHUUTOXEHUIO
(2PXMBHEIX) IOKYMEHTOR,
He [noIjiexammx xXpaHeHUIO

Ha ocHoBaHuwm

(moamnuce) (pacmmdpoBka
TIO/IITHICH)

[Tpunoxenne N 13

Kk MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
paboThl apxuBOB (eIepaTbHBIX CYI0B
o01Ie# FOPUCTUKITIH

YTBEPXIAIO

[lpencemaTens cyna

(momnmce) (pacumdpoBKa MNOOINUCH)

(mara)

(HazBaHUe
c

M BBIXOIOHEIE IaHHBIE II€pedYHsa IOOKYMEHTOB
yKasaHMeM CPOKOB MX XPaHEHUH)

OoTODOPAaHBl K YHUUTOXEHMUIO Kak

yTpaTuBlye INPaKTUUeCKOe 3HadYeHMVe OOKYMEeHTEHL @OHHa N

He mMerme HayHHO—MCTOqueCKOﬁ LLEeHHOCTHM "

(N m HaseahHme o¢oHzma)

N | 3aronosokx | I'om | Homepa Howmep Komnuects | Cpoku | [Ipum
n/n nena bl | OIHUCHU e TUHUIIBI 0 €IMHUIl | XPAHCHU | CYAHH
(rpynmnoBoii <2> XpaHEHHUs IO | XpaHEHUs U S
3aroJIoBOK onucH (MHACKC (mem) HOMeEpa
JTOKYMEHTOB) o cTatei
HOMEHKJIaType 1o
Teln) IIEPEYHIO
1 2 3 4 5 6 7 8




UToro eOMHNML XPaHeHusa (HeJjI, DSJIEKTPOHHBEIX IeJl) 3a
(umdpaMmt M MOPONKMCEI)

TOnEL.
Onmcu peJsyi MOCTOAHHOTO XPaHeHMA 3a T'OIBL
yTBepxneHu JIIK ,
(HaMMEHOBAaHME apPXMBHOI'O YyYpPEeXIeHUH)
IPOTOKOJI OT N .

PaBOTHMK, OTBETCTBEHHHI
3a paboTy apxmuBa cymna

(mommmce) (pacumdppoBka MOOINMCH)
(mara)
COTJIACOBAHO YTBEPXIOEHO
[IpPOTOKOJI BKCIEPTHOM KOMMCCUMU [IPOTOKOJI BDKCIEPTHO-IIPOBEPOYHOM
cyna KOMMCCUM apPXMBHOTO yUYpeXIeHU:d
OT " " N OT " " N
JOKYyMEHTEl B KOJIMUECTBE eOMHNML XpaHeHusa (med,

(ubdpaMy M MNPONMCHIO)
BJIEKTPOHHEIX IOKYMEHTOB) :
Ha OyMaXxHOM HOCUTEeJIE BeCOM KI' CHaHbl Ha YHMUUTOXEHME;
Ha DJIEKTPOHHOM HOCHTEJIe CHAaHB Ha YHUUTOXEHUE

(crtoco® YHUUTOXEHUS)

HamMeHOBaHME HOOJDKHOCTU
paboTHMKa Ccyna,
CcoaBUETO IOKYMEHTH

(mommnmce) (pacumppoBKa NOONMUCH)

(maTa)
HJOKYMEHTE YHMUTOXEHEl B YyCTaHOBJIEHHOM IOPSIKE.
HavMeHOBaHMEe IOJIKHOCTU

pa@OTHMKa Cynoma, YIOJIHOMOYEHHOI'O
OCYLEeCTBJIATE KOHTPOJIb 3a yTuams3aumen

(mopnmcse) (pacumppoBKa MNOIONMUCHK)
(nara)
VI3aMeHeHMsA B y4YEeTHEE NOKYMEHTE BHECEHH.
PaboTHUK, OTBETCTBEHHHIM
3a paboTy apxmBa
(momnmcse) (pacumpporka MNOONMUCHK)

<2> Ilpu BBIOEIEHUU K YHHYTOKECHHMIO JIOKYMEHTOB IPU MOATOTOBKE JAEN K Mepenaye B
apxuB cyzaa rpaga He 3amoIHIeTCs.



[Tpunoxenne N 14

K MIHCTpYKIIMU 0 MOPSIKE OpraHU3alUN
paboThl apxuBOB (efiepaTbHBIX CY/I0B
oO01Iel FOPUCTUKITNH

Komy mnpezncraBisgeTcsa

(HaMMeHOBaHME M alpec IoJiyduaTeJid)

Kem npencraBpjideTcsd

(HaMMeHOBaHUE U agpeC OTUMTEIBAKIEIOCA apXMBa

(bopma COOCTBEHHOCTM OTUMTHBAKIETOCS apxXmBa)

[lacnopT apxmuea cyna

Ha "1" mekabpsa 20  roma
1. Obume ceeneHusd
Kox ctpokn | Konnuectso [Tnomane 3arpyKe€HHOCTh
dbonmoB apXUBOXPAHUIIUIIA, KB. apXUBOXpaHWIHINA (B
M MIPOIICHTAX)
A 1 2 3
101

2. CBemeHUs O IOKYMEeHTax

IToxazarenu Ko KonnuecTBo enuunil XpaHeHUs
A o
crp|BCE| KpalHHE | M3 HUX BHECCHO | XPAHHTC obpazy
ok | TO aThl B OIIMCH, s CBEpX | €TCs B
- YTBEP>KJICHHBIE | YCTAHOB | TOJ €]
(cormacoBaHHBIE | IEHHOTO
) OIIK CpoKa
apXUBHOTO
YUPEXKACHUS
Haya | KOHE | BCE€ | KpailHue
JIbHA | YHAA | TO JIaThl
i
Haya | KOH
JIbHA | €4H
' ast
A b |1 2 3 4 5 6 7 8
[TocrosuHOTO Xpanenus | 20
<3> 1
ITo nrmunomy coctaBy | 20 X




3. Kazmpel

Kon crpoku

KonndecTBO mITaTHRIX pa6OTHI/IKOB

301

YCJI0BUSA XPaHEeHMS IOKYMEeHTOB (HYXHOEe MOIOUYEePKHYTH)

XpaHunuie €CTb, HET; CYXO€, ChIPOE; CBETIIOE, TEMHOE

OtomueHne LEHTPAIBHOE, IEYHOE; OTCYTCTBYET

Cremnaxu METAJNINYECKUE, IEPEBSHHBIE,
KOMOMHUPOBAHHBIE; HET

Hxadsr JIEpEBSIHHbIC, METAITNYECKUE; OTCYTCTBYIOT

Curnanusanus HI0’KapHasi: €CTh, HET; OXpaHHAas: €CTh, HET

YuraldbHBIN 3411

C€CTb, HCT

TemneparypHO-BIa>KHOCTHBIN
pexuM

coOIrogaeTcst, He coOI0macTCs

" " 20 .

HpencenaTeﬂb CcCynoa

(momnmce) (pacumdpoBKa MHOOIMCH)

(®.M.0. UCIOOJHUTEJIS)

(TesredOH MCHOJIHUTEJIS)

<3> [Ipu cocTaBieHUH MacIoOpTa apxuBa IenecoodpasHo B crpoke 201 BHOCUTH JaHHBIC O

ACIaxX IMOCTOAHHOI'O XpPaHCHH

A OTACJIBHO IO TpaAXIAAHCKUM, aIMHUHUCTPATHBHBLIM, YI'OJOBHBLIM

Jienam, JieJiaM oO0IIIero JAeIONPOU3BO/ICTBA.

[Tpunoxenne N 15

K MHCTpyKIMM 0 MOpSIKEe OpraHu3aluu
paboThl apXxUBOB (heZepaTbHbBIX CYIOB
oO1e FOPUCIUKITUN

(HamMMeHOBaHMEe cCcyma)



YdueTHBle CBeOeHMS O INOKYMEeHTAax, XpaHdalMXCAd B apxXmuBe Ccyla

Ha " " 20 .
1. Obume ceBeneHusd
Kox ctpokn | Konnuectso IInomane 3arpyeHHOCTb
GOHAOB | apXHUBOXPaHWIMII, KB. M apXUBOXPaHUIUII,
MIPOLICHTHI
A 1 2 3
101
2. CBemeHVs O IOKyMeHTax
[Tokazarenun KonnuecTBo equnuil xpaneHus
BCE | KpailHHE | U3 HUX BHECEHO | XpaHUTC | 00pa3zye
ro JTATHI B OIUCH sl CBEpX | TCS B
- YCTaHOB | TOJ A€l
Haya | KOHE | BCE | KPaWHME | jepmporo
JbHA | YHaA | TO JIaThI cpoka
o
Haya | KOH
JbHA | €4H
s ast
A 1 2 3 4 5 6 7 8
ITocTOAHHOTO XpaHEeHUs
Bpemennsix (cBbiie 10
JIET) CPOKOB XpaHEHUS
Bpemennsix (10 10 ner)
CPOKOB XpaHEHHUsI WK "10
MHUHOBaHUs HagoOHOCTH"
[To nuuHOMY cocTaBy
HpencenaTeﬂb cynoa
(momnmce) (pacumdpoBKa HOOIUCH)

(mara)

®.M.0. mMCHoJIHUTEeJIS



[Ipunoxenne N 16

K MHCTpYKIMH O MOPSIKE OpraHU3aIuN
paboThl apXxuBOB (heJepaTbHBIX CYI0B
oO11el IOPUCIUKITUN

(HaMMeHOBaHMEe cCcymna)

(Ha3BaHMEe apxuBa Ccyzna)

KHUTA
yueTa MNOCTYIJIeHMS UM BHOBTUS IOeJ, IOOKYMEHTOB

ToMm N
Hauart

OKOHUEH



N Hara |HaumenoBa | Haumenosa| Ha3Ba T'onwl Bun | [loctymeHne onrMcaHHBIX Br10ObITHE OTTMCAaHHBIX Heonucannbix | [Ipumeua
1/ | MOCTYyILIE HUE HUE, HOMEpP | HUE U | IOCTYIUB | HOCUT JTOKYMEHTOB JTOKYMEHTOB Jien, HUS
M| HUAU | OpraHusall U J1aTa HOMED | IIUX WIH | €S JIOKYMEHTOB,
BBIOBITHS 17041 JIOKYMEHTA, | pOHa | BEIOBIBIIM | <4> KOIHMICCTBO CAMHHI KOJIHICCTBO CAMHHIL JTUCTOB
(CTPYKTYpH 1o X XpaHeHus XpaHeHUus
oro KOTOPOMY JIOKYMEHT
MOCTOSIH | BpPEMEH | IO MOCTOSIH | BpEMEH | M0 | OCTYII | BEIOBI
nojpasiesie | HoCTyIuIn OB 110
HOTO HBIX |JAYHO| HOIO HBIX |JIMYHO | WJIO 10
HU, JIHIA, WIN OIIUCH
XpaHeHH | (CBBIIIE | MY | XpaHEHH | (CBBIIIEC | MY
apxuBa), OT | BBIOBUIH Je,
. s 10 net) | cocta S 10 net) | cocta
KOTOPOU | JOKYMEHTBI JIOKYMEHT By By
MOCTYIHIIN OB
(mm
BBIOBLIIN)
zena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




VToro B Tony IIOCTYIIMIIO

(LumdpamMm ¥ MNPONMUCHI)
eIVHULL XpaHeHusd <5>, B TOM dyce :
Ha OyMaxXHOM HOCHUTEeJe

(umbdpaMm ¥ OPONUCHI)

BJIEKTPOHHEBIX ,
(umdpamMm ¥ MNPONMUCHI)

ayIMOIOOKYMEHTOB ’
(umbpaMmy M NPONUCHI)

BUIOEOIOKYMEHTOB

(umbdpaMm ¥ OPONUCHI)
[IokasEBATCA pa3mejlbHO MTOT'OBHE IaHHEEe nno 11, 12, 13, 15.

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmBa

(momnmce) (pacumbpoBka MOIOMIUCHK)

<4> BH - noxymeHThl Ha OyMaxxHoMm Hocutene, D/ - anexTpoHHble HOKyMeHTHI, I']] - B
OIMCh BHECEHBI THOPUIHBIE JIeTIa.

<55> Ilpu Hanuuuu TUOPUIHBIX J1ed ToM(a) Ha OyMaXKHOM HOCUTENE YUYUTHIBAETCS B CTPOKE
"Ha Oymaxuom Hocutene", ToM(a) Ha OJJIEKTPOHHOM HOCHUTENIC YUYUTHIBAETCS B CTPOKE
"DNIeKTPOHHBIX".

[Tpunoxenne N 17

Kk MHCTpYyKIIMK 0 IOpsi/IKe OpraHu3alnuu
paboThl apXUBOB (PeiepaTbHBIX CYIOB
oO1e FOPUCIUKITUN

(HaMMeHOBaHMEe cyma)

CINCOK ©OHIOOB

Tom N
Hauam
OxoHUEeH
N | Hara nepsoro | Hazpanu OtmeTKa 0 BBIOBITHH (DOHAA [Tpumey
¢donma | mocrymienus | e poHna aHus
JIOKYMEHTOB MCCTO nata u N JJOKyMeHTa, Ha




dbonma BBIOBITH | OCHOBAHHMH KOTOPOTO BBIOBLI
P
1 2 3 4 5 6
Ha 01.01. B CHIMCOK BKJIOUeHE QOHIEl C N no N ,
3 CIIMCKa MCKJIIIOUEHEBI @OHHH c N o N .
BceTro XpaHUTCHS B apxmBe boHIIOB, W3 HUX:

(unppamm

Y TIPOIMUCHIO)
comepxaT ocoOO LieHHBEE Ieja.

(urdpaMy M HOPONMCHIO)

Homepa cBOOOXIHEIE :

Homepa BHIOHBUIME (I[IepellaHHBEIE) :

HammMeHOBaHME OOJIXHOCTM JMLa,
COCTaBMBIIETO MTOI'OBYI I'OIOOBYK 3allliChb

(momnmce) (pacumdpoBKa MNOOINUCH)
(mara)
PaboOTHUK, OTBETCTBEHHEIM
3a paboTy apxmBa
(momnmce) (pacumdpoBKa MNOOINUCH)

(mara)

JMCT SOHIA N

MEeCTOHaxoXxIeHre QoHIOa
(HamMeHOBaHMe cyna,
TOe xXpaHuTcsa GoHI)

[Ipunoxenne N 18

Kk MHCTpYyKIIMK 0 IOpsi/IKe OpraHu3alnuu
paboThI apXUBOB (eiepaTbHBIX CYJOB
oO1e FOPUCIUKITUN

(DaTa OepBOI'O NOCTYILJIEHUSA
IOOKYMEHTOB OQOoHIA)

Kpaiiaue 1aThl KaX10r0 Ha3BaHus GoH1a

Hassanue donma

1

2

1.

YyueT HeONMCaHHBIX

JOKYMEHTOB

Hara | Hassanue, N u [Toctyrmienne

Bri0bITHE Hamnuue




3amucu JaTta (ocTatok)
JIOKYMEHTA, TI0 B B
KOTOPOMY KOJIMYECTBO | KpalH | KOJMYECTBO | KpailH | BCEro Jei
MOCTYIHIIH HITH CIIMHUI] ue STMHUIL ue
BBIGBIIH XpaHCHUS JaThI XpaHeHUs JaThI
TIOKYMEHTHI (ITOKyMEHTOB, (ITOKyMEHTOB,
JIUCTOB, OANT) JIUCTOB, OANT)
1 2 3 4 5 6 7

2. YuyeT ONMCAHHBEIX HOOKYMEHTOB




Hara | Home |I'ox | HazBanu | Iloct Bri0bITHE Hanuuue (ocTaTok) eIUHAI XpaHEHUS
3amnu p (1) | € onucu | ynuia
e | ommen Je, o KOJIMY | OCHOB | B TOM YHCJI€ | KOJIMY B TOM 4YHCJIE:
e, JOKYMEH | e | 18O | 4TS 7 O, | cerhe MOCTOSIHHOT'O XpaHCHUS 10 JIMYHOM
JOKYM TOB WM | wnn | SAMHH BBIOBIT | YTBEPKACHHBI | €IUHU p y
EHTOB annorail | xpane | U i m OIIK I cocTasy
ns mps | XPaHe | (Hasea XPAHC | o Kpau 13 HUX T10 KOJIM | KpauH
(kpatkast HuA HHC, HUA | ectBO | HEE OITUCSIM, YeCTB| WHeE
XapakKTep AaTa, €IUHU | 1aThl | YTBEPKICHHBIM 0 JaTbl
UCTHUKA N I DTIK eINH
JIOKYMEH AOKYM XpaHe 501
TOB) €HTa) | kosnue Kpai HS KOJIMYECT | KpalH XpaH
CTBO HHUE BO nue CHUS
CJIMHUI] | 1aThI €IMHUI] | JaThl
XpaHEH XpaHEHU
us s
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenne N 19

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluN
paboThl apXUBOB (eiepaIbHBIX CYIO0B
oO01Iel FOPUCTUKITNH

YTBEPXIA
(HauMeHOBaHMeE cyna)
AKT [lpencemaTens cyna
" N
(mopmnmce) (pacumbpoBka INOONMUCH)
O TexXHUUEeCKMX ommbkrax
B YUEeTHEIX IOOKYMeHTaxXx
(mara)

doHp N
HazBaHMve QoHIa

B xome BHIINOJIHEHUSA

(B paboT)
OBHAPYXEHH TexXHMYeCKMe OmMOKM B BalMCHaX:

HaszBanue noxkymeHTa CyiecTByromas 3anuch Crnenyer 3anucathb
1 2 3
B pesynabTaTre KOJIMUEeCTBO e OVHML] XpaHeHuda (eguHML yueTa) He
MBMeHMﬂOCb/yBeﬂMHMﬂOCb/yMeHmeHOCB Ha SIOVHIL]

(uMppaMm ¥ MOPONUCEHIO)
XpaHeHusa (eIMHHUL ydeTa) .

[lpMeyaHn4 :

PaBOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna

(mommnmce) (pacumppoBKra NOONMUCH)

(mara)
VIsMeHeHUud B YUeTHBIEe IOOKYMEHTEI BHECEHEI.

PaBboTHUK, OTBETCTBEHHEIM
3a paboTy apxmBa cyna

(mommmce) (pacumppoBKa IOLANMUCHK)

(nara)



AKT

(HaMMeHOBaHMEe cCcyma)

[Tpunoxenne N 20

K MIHCTpYKIIMU 0 MOPSIKE OpraHU3alUN
paboThl apxuBOB (efiepaTbHBIX CY/I0B
oO01Iel FOPUCTUKITNH

YTBEPXIAIO

[lpencenmaTens cyna

(momnmce) (pacumbporka MOIOMIUCHK)
06 OOHaAPYXEHUM APXUBHEIX
IOOKYMEHTOB, HE OTHOCHAIMMUXCH,
K IOaHHOMY OGOHIYy, HEeYUTEeHHHX (maTa)
B xonme
(Bo paboTel)
OBLIIO ODHAPYXEHO
(B boHme, B apxmBoxXpaHwIuie, paboueM MIOMEeHNUN)
N | 3aronoBok |Iudp (mpu| Kpaithue | KomuuectBo | K kakomy | [Ipumeua
/11 | €AWHULBI | HATHYHH) aThl JINCTOB bouay HUS
XpaHEeHUS, (6aifr) OTHOCHTCS
JIOKYMEHTa (HOBBIT
ugp)
1 2 3 4 5 6 7
NToT0 ODHapPyXeHO
(umbpaMy ¥ OPONMUCHIO)
OOKYMEHTOB.
Pab®oOTHUK, OTBETCTBEHHLIN

3a paboTy apxmBa cyna

(mara)

(mommmce) (pacumppoBKa MIOLANMUCHK)

VI3MeHeHUd B YUYeTHBEIE JOKYMEHTEI BHECEHEI.

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmuBa cymna

(nara)

(mommmce) (pacumbpoBKka NOONMUCH)

[Tpunoxenne N 21



K MHCTpYKITNM O TTOPSJIKE OpTraHUu3aIiH
paboThl apXuBOB (heJepaTbHBIX CYI0B
oO11el IOPUCIUKITUN

YTBEPXIAL
(HauMeHOBaHMeE cyna)
AKT [lpencenmaTens cyna
"_" N
(momonmce) (pacumbporka MDOIONIUCHK)

O HeOOHAPYXEHUM apXMUBHBIX
OOKYMEHTOB, MIYyTMV PO3BICKA
KOTOPHEIX MCUepIlaHbL (maTa)

HazBaHve m N QoHma

B pesynbTare

YCTaHOBJIEHO OTCyTCTBME B OGOHIE I[IEpPEeuUMCIJIeHHHX HMXe »nej (OOKYyMEeHTOB),
NPEenNPUHATEE apXMBOM MeEpPHl IO POS3ECKY IeJl IOJIOXUTEJNbHEX pPes3yJibTaTOoB He najy,
B CBABM C UeM CUMTaeM BOSBMOXHBIM CHATH C ydeTa:

N | Onucs | Enuanna | 3aronoBok |Kpaiinue | Kommuects | [Ipennonara | [Ipumeua
n/m| N | XpaHeHH | €IUHUIIBI JaThI 0 JINCTOB eMble HUS
a N XpaHEeHUs (OaiiT) IIPUYHHBI
(apxuBHBIX OTCYTCTBHS
JIOKYMEHTO
B)

1 2 3 4 5 6 7 8
UToro

(umdpaMm M HOPONMCEI)
€OVHUI XPaHeHMS (apXMBHBIX IOOKYMEHTOB) .

ComepxaHye yTPadeHHBIXx MaTepuajioB MOXeT OBITh WAaCTUYHO BOCIIOJIHEHO CJIeIY VMU
eOVHMIIAMM XPaHeHMsS (OOKyMeHTaMM) :

(HoMepa enuHUL XPaHeHUSd
¥ UX TPYIINOBHE 3aT'OJIOBKU)

PaBOTHUK, OTBETCTBEHHEIM
3a paboTy apxmBa cyna

(mommnmce) (pacumdppoBKa NOONMUCH)
(mara)
YTBEPXIEH <6> COTJIACOBAHO
[IPOTOKOJI BKCIEPTHO-IIPOBEPOUHOM [IPOTOKOJI BKCIEPTHOM KOMMCCUU
KOMMCCHUM APXMBHOI'O YUYpEeXIEeHWMA cynoa
OT " " N OT " " N

VI3MeHeHUd B YUYETHEIE IOOKYMEHTEI apXMBa BHECEHE.

PaBboTHUK, OTBETCTBEHHEIM
3a paboTy apxmBa cyna

(mogmnmce) (pacumppoBKa MIOLANMUCHK)




<6> IIpu HeoOHapyxkenuu nen ApxuBHoro ¢onaa Poccutickoit denepanun.

YTBEPXIAIO

[lpencemaTens cyna

[Ipunoxxenne N 22

K MHCTpyKIIMM O NOpsAJIKE OpraHu3aluu
paboThl apXUBOB (PeiepaIbHBIX CYIO0B
oO11el IOPUCIUKITUN

YTBEPXIAIO

(mommnmce) (pacumppoBra NOONMUCH)

(mara)

AKT

" " N
InprueMa-Iliepenady apPXVMBHBIX
OJOKYMEHTOBR Ha XpPaHeHNte

(HaMMeHOBAaHMEe IOOJIKHOCTU
PYKOBOAMTENS OpTaHM3alLuM,
NPMHYMAaKIEeY OOKYMEHTEH)

(mommnmce) (pacumppoBKra NOONMUCH)

(mara)

(oCcHOBaHME Iepenadr, K IPUMEPY,

MCTEeUeHre CpoKa XpPaHeHUs IOKYMEeHTORB)

(HazBaHMe IHepemaBaeMoro QoHnma)

cman,
(HazBaHMe cyma)
a IPUHSI .
(HaMMeHOBaHMe OpTaHM3aluuM, IPMHMMAaKIE) LOKYyMEHTH)

[IpMHMMaeT Ha T'OCYyHapCTBEHHOE XPaHeHMe OOKYyMEeHTH 3a TOHEL
) Z8 CHpaBOHHbIﬁ aririapaT K HMM:

N Ha3Banue, Homep KonunuecTtBo KonnuectBo | [Ipumeua
n/n OIINCH AOCII, 9K3CMILIAPOB OIMHUCHU ACI, CANHUIL HUA

JOKYMCHTOB JAOKYMCHTOB XPaHCHUA

1 2 4 5

NTOoro MNPpMHATO
(umdpaMm ¥ HOPONMCEI)
eIVHULL

XpaHeHuAd.

[lepenmauy NPOM3BEJIN:

[lpyeM OPOU3BEJIN:



(nosrxHOCTB) (mommmch) (pacumdppobBka (DOJIXHOCTD) (nomnmuce) (pacumndpoBKa
HDOIONNCH) IIOIIINCH)

(maTa) (maTa)
V3MeHeHS B yUYeTHHE IJOKYMEHTHE BHECEHH.

PaBOTHMK, OTBETCTBEHHBIM
3a paboTy apxmupa cyzna

(mommnmce) (pacumppoBka NOONMUCH)

(mara)

[Tpunoxenne N 23

K MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu
paboThl apxuBOB (eepaTbHBIX CYI0B
oO1el FOPUCIUKITUN

YTBEPXIA
(HamMMeHoOBaHME cCcyma)
AKT [lpencemaTens cyna
"—" N
(momnmce) (pacumdpoBKa MNOOINUCH)

O HEUCIPAaBUMBIX [IOBPEXIEHUIX
APXMBHEX IOOKYMEHTOB (mara)

Hazpanue u N doHma
B doHme oOOHapyXeHH HOOKYMEHTEl, [NPM3HAHHBIE HEUCIPaBMMO I[IOBPEXIEHHBIMU :

N | Onuce | Enun | 3aronmoBok | Kpaiiaue | Konnuects | CymnocTs u | [Ipumeu

n/n N WIla | MOBPEXJEHHBI | JaThl | O JIUCTOB | TPUYUHBI aHus
XpaHe X €UHULL (OaiiT) | moOBpexACHU
Hus N | XpaHeHus s
1 2 3 4 5 6 7 8

ITOoro OOHAPYXEHO HEMCIPAaBMMO [NOBPEXIEHHBIX

(uMdpaMm ¥ NPONMCHI)

SOVHVIL, XPaHEeHUMA (apXMBHbIX ,JIOKyMeH‘I‘OB) .

[lepeunCJIeHHEIE EeOMHMIEBE XPaHeHUSA  (apXMBHBIE JOKYMEHTEHI) IIOIJIeXaT CIMCAaHUIO
BBUIY :

SxcnepTH <7>:

(HaMMeHOBaHME IOJIKHOCTEM BSKCIEePTOB, IIOINNUCH,
pacumdpoBka NONNMCEN, HaTa)



(N u mara IIprKasa Ilpencenarejyid cylla O CHATUM HEUMCIIPabBMMO IIOBPEXIEHHBIX
APXMBHEIX IOKYMEHTOB C ydueTa)

PaBOTHMK, OTBETCTBEHHHI
3a paboTy apxmBa cymna

(momnmcse) (pacumppoBKa MDOANMUCHU)
(mara)
COTJIACOBAHO YTBEPXIEH <8>
[IpPOTOKOJI BDKCIEPTHOM KOMMCCUMU [IPOTOKOJI BKCIEPTHO-IIPOBEPOYHOM
cyna KOMMCCUM apPXMBHOT'O yUpPEeXIeHU:S
OT " " N OT " " N

VIzMeHeHUS B yUeTHEE IOKYMEHTEI apxrBa BHECEHEH.

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmupa cyzna

(mommnmce) (pacumbpoBka NOONMUCH)

<7> Ilpu HanuuuMu JOKYMEHTOB, BKIIOUEHHBIX B cocTaB ApxuBHoro ¢onaa Poccuiickoii
®denepanuu.

<8> Jlyi1 TOKyMEHTOB, BKIIFOUEHHBIX B cocTaB ApxuBHOro ¢onaa Poccuiickoit @enepanuu.

[Ipunoxenue N 24

Kk MHCTpYKIIMH 0 TIOpsiIKe OpraHu3aluu
paboThI apXUBOB (peiepaTbHBIX CYIOB
oO1el FOPUCIUKITIN

YTBEPXIIA
(HamMMeHOBaHMe cyma)
AKT [lpencemaTens cyna
" " N
(mommmce) (pacumdpoBka MNOOIMCH)
IIPOBEPKNM HaJIMUMA M COCTOAHUMA
APXUBHEIX IOOKYMEHTOB (mara)
®oHnm N
HazBaHue odooHza
Homepa onmucen
[lpoBepka OPOBOIOMIIACH C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. YmcamTcsa 1o OnmMcsaM Iej: eIOVHNL, XPaHeHUd.
(koJIMUecCTRBO)

2. BHIABJIEHE TEeXHUUYECKME OMOKM :



2.1. VmMenTCsa JIMTEPHHE HOMEpPaA:

a) He yUTeHHBEe B MTOTOBOM BalMCHU eOVHUL XPaHeHUs;
(kONIMUEeCTBO)
0) He MNepeuurcJieHHBIe, HO YUTEeHHBE
B MTOTOBOM 3aluncCu enVHUL XPaHeHUs.
(koJIMUEecTBO)
2.2. TlponymeHO HOMEpOB:
a) He YUTEeHHHX B MTOTOBOM BalMCHU eNVHUL XPaHeHUs;
(KOIMUeCTBO)
0) He MEepPeuMrCJIEHHBIX, HO YUTEHHBIX
B UTOTOBOM 3alucu eNVHUL XPaHeHUs.
(koJIMUEecTBO)
2.3. Ipyrue, B pesyJibTaTe dyero oOBeEM
YBEJUUNIICS Ha eNVHUL XPaHeHUs;
(KOIMUeCTBO)
YMEHBIMJICS Ha eOVHUII XPaHeHUs.
(koJIMUEecTBO)
3. UMCcamMTCs IO ONMCSAM B pesyjibTaTe
YCTPaHEeHUS TEeXHUUYECKMUX OomMbOoK enVHUL XPaHeHUs.
(KOIMUeCcTBO)
4. He okaszajyioCch B HaJM4UUU eIVHUL, XPaHeHUHd.
(KONIMUEeCTRBO)

5. lmMmeeTcs B HalMuMM 10 IJaHHOMY QOHOY

(BKJIIOUEHHEIX B OIIMCH) eIVHNUL XPpaHeHUHd,
(KkOIMUecCTBO)

13 HUX TPeOyonIUX :

a) nesmHbekuUMU eIVHUL, XPaHeHUHd;
(KONIMUEeCcTRBO)

0) ImesmMHCeKLUU eOVHUL XPaHEeHUS;
(koMMUecTBO)

B) pecTaBpauumu eNVHUL XPaHeHUs;
(KONIMUEeCcTRBO)

T') [neperieTa MM DOIMUMBKU eNVHUL XPaHeHUs;
(koNMMUecTBO)

II) BOCCTAHOBJIEHMS 3aTyXallMX TEeKCTOB eIVHNL XPaHeHUS;

(KONIMUEeCTRBO)
€) CHATUSA C ydyeTa BBUIY HEMCIPABMMEIX [IOBPEXIEHUM e OUMHULL
(koJIMuecTBO)
XpaHeHUd;

X) NpOBeNeHMS MUI'palun
(nJ18 DJIEeKTPOHHEIX ITOKYMEHTOR

Ha Qusmuecky OOOCOOJIEHHBIX HOCUTEJIAX) €OVHNL XPaHEeHMA.
(koJIMUYeCcTRBO)
6. lVMeeTCs He BKJIOUEHHHIX B OIUCU eIVHUL XPaHEHMS .
(koJIMUYecCcTRBO)
7. Wroro mo maHHOMY GOHIOY (BKJIOYEHHEIX M He BKJIOUEHHBIX B OINMCH),
VMEe IMXCA B HaJauduu eIMHUL XPaHEeHU.
(koJIMuecCTBO)

8. XapakTepucTuka YCJIOBUM MX XPaHEHUS.
OTpuLaTeJIbHEE SABJIEHMS B COCTOSHUMM UM YCJIOBMAX XPAaHEHUS.

[IPOBEPKY MPOMUIBOIOMUIIN

HammMmeHoOBaHMue
IOOJDKHOCTEN
PaboOTHUKOB

(mommnmce) (pacumbppoBka NOONMUCH)




(nara)

(HaMMeHOBaHUE Cy1a)

AKT
" " N

O BbIAA4Y€C apXHUBHBIX

JOKYMCHTOB BO BPEMCHHOC

II0JIB30BaHUC

(HaMMEHOBaHUE OpraHU3alUN)

(TIOYTOBBIH aapec)

OcHOBaHue

[Ipunoxenue N 25

K MHCTpyKIIMM O NOpsAJIKE OpraHu3aluu
paboThl apXUBOB (eiepaIbHBIX CYIO0B

oO1el FOpUCIUKITAN

Llenb BhI1aUM
JIOKYMEHTOB

BBIIIaIOTCH CICAYIOMNUEC CANHUIIBI XPAaHCHUA U3

donma N
(Ha3BaHue)
N | Oouce Enuanna 3arojoBOK KomunuecTBo [Ipumeyanus
n/n N xpaHeHust N | € IMHULBI XpaHEHUs | TUCTOB (OaiT)
1 2 3 4 5 6




Bcero
BBIIAETCS €JIMHHIL] XPAHEHUS

(dpamMu ¥ TPOMUCHIO)

OOIIUM KOJIMYECTBOM JIMCTOB
(Gaitr)

(mudpaMu ¥ IPONHCHIO)

Ha CPOK

Z[OKYMCHTI)I BbIAAaHbI B YIOPAOJOYCHHOM COCTOAHHUH, IMOAIINTHI, B 06JIO)KKaX, C
IIPOHYMCPOBAHHBIMU JINCTAMH U 3aBCPUTCIIbHBIMU HAAIIHUCAMU.

JIOKyMEHTHI BbIAA:

PaboTHUK, OTBETCTBEHHBII 3a
paboTty apxuBa cyna

(moamuck) (pacmudpoBka
HOJIIKCH)
(mata)
HauanpHuK oTnena
JIEIONIPON3BOICTBA (00IIIETO
oTzena) cyna
(moamucek) (pacmudpoBka
HOJIIKCH)

(mara)

[Tonyuatens 00si3yeTcsi HE TMPEIOCTaBISATH JAOKYMEHTBI, TIOJY4YCHHBIE BO
BPEMEHHOE TMOJb30BaHUE, JJISI MPOCMOTPA, MPOCIYIIMBAHUS WA HMCIOJIb30BaHUSA
OPYTUM OpraHu3alysM M IOCTOPOHHHMM JIMI[aM, HE BBbIAABATh MO HHUM KOIMH,
BBITIUCOK M CIPABOK, HE MPOU3BOJUTH U3BATHS KAKUX-THMOO 4YacTel W3 BBIJAHHBIX
JIOKYMEHTOB, HE TyOJIMKOBATh JOKYMEHTHI 0€3 pa3pelieHus: OpraHu3alliu, BblaBIen
nokyMmeHThl. [lomyuaTenp mpeaynpexaeH 00 OTBETCTBEHHOCTH 3a yTpary WU
MOBPEKJICHUE BBIJIAHHBIX JOKYMEHTOB B COOTBETCTBUH C 3aKOHOJATEILCTBOM
Poccuiickont @enepanum.

[TonyuaTens 00s13yeTCsi BEpHYTh JOKYMEHTHI B apXUB B YKAa3aHHBIN B aKTE CPOK.



JIOKyMEHTBI IPHUHSLIIL:

HanmMeHoBaHmMe JOKHOCTH
paboOTHUKA OpraHU3alUN-
HOJTy4aTesis

(mata)
JIOKyMEHTBI cai:

HanmMeHoBaHmMe JOIKHOCTH
paboTHUKA OpraHU3alun-
MOJTyJaTels

(mata)
JIOKyMEHTBI IPUHSLIIL:

PaGoTHHK, OTBETCTBEHHBIH 3a
paboTty apxuBa cyna

(mara)

(HauMeHOBaHMeE Cy/1a)

AKT
" " N

KOHBEPTAUHN SJICKTPOHHBIX

(moamucsk)

(moamuce)

(moamuce)

(pacmmdpoBka
TIO/IITHICH)

(pacmmdpoBka
TIO/IITHICH )

(pacmmdpoBka
TIO/IITHICH )

[Tpunoxenne N 26

K MHCTpyKIMM 0 MOpsIKEe OpraHu3aluu
paboThl apXuBOB (heJepaTbHBIX CYI0B
oO1e FOPUCIUKITUN

YTBEPXJIAIO

[Ipencenarens cyna

(moamuce)

(pacumdpoBka



APXUBHBIX TOKYMCHTOB HOI{HI/ICI/I)

(mata)
B CBA3U C HEBO3SMOXHOCTHBIO BOCIIpOM3BEOEHUA, MCIIOJIB30BaAaHMA SJIEKTPOHHEIX
APXVMBHEIX IOOKYMEHTOB B @opmamax, B KOTOPEHEIX OHM ObLIIN IIPVMHATEL Ha apxXmMBHOE
XpaHeHue, ObL1a IIpomM3BeleHa KOHBepTallMA:

(DmaTa wmaM nepuon BpPEeMeHU)



ApxuB | 3aronoBok k | Mcxoanoe | Ucxonubl | Ucxonnas | Mcxomausl | Ucxonusl | Haumenos | Jlatam | KonTpons | O6seMm (B | Dopmat d.1N.0.
HBI | TEKCTY, jaTa | HAUMEHOB | € JJaTa U | KOHTPOJIb | ¥ 00beM | i (hopmar aHue BpeMs Has OaifTax) ¢aiina | paboTHUKA
mudp u aHue BpeMs Hast (B (haiina daiina | mocinegHe | cymma daiina | 2JIEKTPOH ,
peructpamnuo | (¢aiiyia | moCJIeIHe | cyMMa OaiiTax) | 2JEKTPOH | AJIEKTPOHH ro (xemr- | IEKTPOH HOTO BBITIOJTHHUB
HHBIA HOMEDP |3JIEKTPOHH ro (xemr- daiina HOTO oro U3MCHEHHU | CyMMa) HOTO JTOKYMEHT [IETO
JTOKYMEHTa oro W3MEHEHU | CyMMa) | AJICKTPOH | JOKYMEHT | JOKyMeHTa | A (aitna daiina | AIOKyMEHT a KOHBEpTAIl
TOKYMEHT | s (aitma (aiina HOTO a 3JIEKTPOH | BJIEKTPOH a 15000)
a AJIEKTPOH | BJIEKTPOH | IOKYMEHT HOTO HOTO
HOTO HOT'O a JIOKYMEHT | TIOKYMEHT
JIOKYMEHT | IOKYMEHT a a
a a
1 2 3 4 5 6 7 8 9 10 11 12 13




VIcXOOHEIE @)aﬁﬂbl SJIEKTPOHHBIX APXMBHEIX IOOKYMEHTOBR COXPaHEHEH.

PaboTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyaa

(mata)

(moamuck) (pacmudpoBka
TTO/ITTHCH )

[Ipunoxenne N 27

Kk MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
paboThl apxuBOB (eIepaTbHBIX CYI0B
oO1e FOPUCIUKITUN

KHUT'A BHJIAUNM EIVHNI XPAHEHNMA BO BPEMEHHOE IIOJIE3OBAHVE

HauaTa

OKOHUEeHa

Cbopma TUTYJIBHOT'O JIMMICTa KHMI'V BbBIOAYM OEJI

N HaumenoBanue Komy | /[lara Beimaun, Hara [Ipumeuanus
/o (HOMED) BBIJIAHO, | TTOJITMCH JIUIIA, BO3BpaTa
BBIJTAHHOTO C KaKOW | TMOJYYHMBIIETO nena,
JIOKYMEHTa LEIIBI0 JIETI0 MOANUCH
A,
BEPHYBUIETO
JETI0
1 2 3 4 5 6
VToro B I'ogy BBIOAHO M3 XpaHWINVia N

(LundpaM ¥ NOPOIUCHI)
eNVHUL XPaHeHUs .

PaBoOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna
(mommmce)

(mara)

(pacumppoBKa IOLANMUCHK)
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[Tpunoxenne N 28
K MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu

paboThl apxuBOB (eepaTbHBIX CY0B
oO01Iel FOPUCTUKITNH

(HauMEeHOBaHUE CY/a)

JIMCT UCTIOJIbB3OBAHMA JOKYMEHTOB

doun N Onuce N Ennnnna xpanenus N

[ara Komy Xapakrep N [loanucek nuua,
HCITOJIB30B BBIJIAHO: VICITOJIb30BAaHMS WCIIOJIb30BAHH | MCITOJIb30BABIIIE

aHUs bamumnus, (xonrpoBaHue, BIX JIUCTOB ro Je10

WHUIMANBl | BBIUCKH, IPOCMOT))
(pa36opumBo)
1 2 3 4 5
[Ipunoxenne N 29

K MHCTpYKIMH O MOPSIIKEe OpraHu3aIuu
paboThI apXUBOB (heJepaTbHbBIX CY/I0B
oO1mel FOpUCIUKITAN

(HaMMEeHOBaHUE CY/a)

KAPTA-3AMECTUTEJIb EAVUHULIBI XPAHEHWA



BBIJIAHO
®ponp | Onuce N | Enununa Komy Hara | Iloanuck Jara Ilonamuc
N xpaHeHus N BbLIAYU BO3BparTa b
1 2 3 4 5 6 7 8
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[Tpunoxenne N 30

K MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu
paboThl apxuBOB (eepaTbHBIX CYI0B
oO1el FOPUCIUKITUN

IITAMII "KOIINA BEPHA"
JUIA BABEPEHMA COOTBETCTBHMSA KOIIMK CYAEGHOI'O AKTA ITOJIMHHUKY

"Konus BepHa"
HOJIIUCH CY/IbU

HaunmenoBaHnue 1OKHOCTH
YIOJIHOMOYEHHOTO pabOTHHKA amnmapaTa
dbenepanbHOTo Cy1a 00IIeH FOPUCAUKIINH

(monmuce) (nHUIMAEI, amMuITns)

[Tpunoxenne N 31
K MHCTpyKIIMK 0 IOpsiIKe OpraHu3aluu
paboThl apXUBOB (eiepaibHbIX CYI0B
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oO11el IOPUCIUKIUN
OBPA3ELl HAKJIEMKU

C 3ABEPUTEJILHOM HAJIITNUCHIO, I/IQHOHLSYEMOﬁ TP OPOPMJIEH1N
3ABEPEHHBIX KOIIMU CYAEBHBIX AKTOB

HaumenoBanue denepanbHoro cyaa odieit
IOPUCIUKIINT

IIpoHymMepOBaHO U CKPEIUIEHO
NI€YATHIO JIMCTOB
HOJINCH

[Tpunoxenne N 32

K MIHCTpYKIINU O MOPSIKE OpTaHU3aluN
paboThl apxuBOB (eepaTbHBIX CYI0B
o01Ie# FOPUCTUKITIH

HpencenaTenm cynoa

oT

14
(¢.11.0., npoleccyalJibHOe IIOJIOXeHUE,
IOaHHBlE OOKYMEHTa, YyIOOCTOBEPAKIETrO
JIMUYHOCTE U IIOJIHOMOUMS)
NpoOXMBaIETO II0 ajpecy:

HOMEPp KOHTaKTHOI'O Teﬂe@OHaZ

3asaBJieHue
O BHIOAUE KONUM CyIeOHOT'O akKTa

1. Ipoumwy BHIATH MHE KONMIO (MM) CyIeOHEIX aKTOB

(yxazsaHye HaMMEHOBAHME U PEKBUBUTHE CyHeDHOT'O aKTa)
o mejy

HNomnmuce/®.1M.0. (pacumbpoBaTh) :

noo 20 .

2. Kommwo cymneBHOTO akTa MNOJIyUMUJI
(©.M.0. m momnmuch Juila, I[IOJIYUMBIIETO
KOMNMI, aTa BHIOAUM KOIIMU)
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3. Beimag .
(nosmxHocTte, ®.M.0., nomnmchk paboOTHMKA allapaTa Ccyla, BBIABIIEIO
cynebHoe @mejyio, maTa)

[Tpunoxenne N 33

K MHCTpyKIIMK O IOpsi/IKe OpraHu3aluu
paboThl apxuBOB (efiepaibHBIX CY/I0B
oO11el IOPUCIUKITUN

[lpencemaTeno cyna

oT ,
(®.1.0., npoueccyalJibHOEe I0OJIOXEeHUEe,
IOaHHBEE IOOKYMEHTa, YIOOCTOBEpAMIEIO

JIMUHOCTLE U HO.HHOMO‘;U/IH)

OpoXmBammero 10 aIpecy:

HOMEeP KOHTAKTHOIO TejedoHa:

3aaByeHue
O BHDAUYE KONMM AYyIMOBANMUCKU CyIebHOTO RacermaHmsa

1. Ipomy BBEOATbH MHE KONMDO (MM) ayOMo3alNMCU CynebOHOT'O 3acelaHusa [0 Iely

Momnuce/®.M.0. (pacumbpoBaTh) :

no 20 .

2. aﬂeKTpOHHHﬁ HOCUTeEJIb MH@OpMaHMM npujiaraeTCcHd.

3. Kommo 3JIEKTPOHHOT'O HOCUTEJIS IIOJIyUMUII

(®.1M.0. m nmommmchb Jula,
MOJIYUMBIIETO KOIMIO, OAaTa BHIAUN
KON )

4. Beimadt .
(nosxHocTte, ®.M.0., nommnmch paboOTHMKA allapaTa Ccyla, BHIABIEIO
BJIEKTPOHHEIM HOCUTEJIb, IaTa)

[Tpunoxenne N 34

K MHCTpYKITNM O TIOpSJIKE OpTraHu3aIiH
paboThI apXUBOB (eIepabHBIX CYI0B
oO1e OPUCIUKITUN

(HaMMeHOBAaHME Ccyma)
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AnpecartT

(mouToBHIM aIpec, MHIOEKC)

(TennedoHn, odakc)

(ampecC »2JIEKTPOHHOM I[IOYTH)
APXVIBHAS CIIPABKA

N

(mara)
Ha N oT

TekcT
OcHOBaHUE::

[lpencenmaTens cyna
(MHOE YIIOJIHOMOUEHHOE JIMIIO)

(mommnmce) (pacumppoBKa NOONUCH)
(meuaTh)

VICTIOJIHUTEJIb

(baMmnmsa, mHMUMAJE, HOMep TejieboHa)

[Tpunoxenne N 35

Kk MHCTpYyKIIMK 0 TIOpsi/IKe OpraHu3aluu
paboThl apxuBOB (eiepaTbHBIX CY/I0B
oO1el FOPUCIUKITUN

(HaMMEeHOBaHUE CY/a)

XYPHAJI
PErucTpanyy BbIAAHHBIX KOIIHUH, BBITUCOK, TOKYMEHTOB

N ABTOD Hatau |Conepx | Hazpanue | J[laraum | Pacnuck | [Ipume
n/m| 3ampoca, |perucTpainy | aHue | BBIJAHHOTO | perucTparl aB YaHUS
UCXOIAIIMM | OHHBIM | 3ampoca | JOKYMEHTA | MOHHBIA | IIOJIy4EH
HOMEp, HOMEp (xomus, HOMEp WU WIA
naTa, agpec,| 3ampoca BBINIMCKA, | BBIAAHHOT | JaTa
HOMEp CIpaBKa U 0 OTIIpaBK
Tenedona JIpyroe) |IOKyMeHTa U




100

1 2 3 4 5 6 7 8
[Tpunoxenne N 36
K MHCTpyKIIMM O NOpsAJIKE OpraHu3aluu
paboThl apXUBOB (eiepalbHbIX CYI0B
o01ielt IOpUCIUKINN
(HauMeHOBaHHE Cy/1a)
KAPTOYKA ITOCTEJIJTAXXHOI'O
TOIIOI'PAOUYECKOI'O
YKA3ATEJIA
CTEJUJIAXK N APXVMBOXPAHUJIMIIE N
Mkap N | Ionka N | ®oua N |Onuck N | Enunun xpanenus | [lpumeuanus
cN
o N
1 2 3 4 5 6
[Tpunoxenue N 37

K MHCTpYyKIIMM 0 MOpSIKEe OpraHU3aIuu
paboThI apXxUBOB (heZepaTbHbBIX CYI0B
oO1el OPUCIUKITIN



(HauMEeHOBaHHeE Cy/1a)

KAPTOYKA [TO®OHJOBOI'O
TOIIOI'PAOUYECKOI'O
VYKA3ATEJIA

OOHJ N APXMBOXPAHUJIMNILE N

HasBanue donma
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Onuch Envnun xpanenus Cremnax | [lIkadp N | TTonka N | [Ipumeuanu
N cN N by
mo N
1 2 3 4 5 6
[Tpunoxenne N 38

K MHCTpYKIMH O MOPSIIKEe OpraHu3aIuu
paboThI apXUBOB (heJepaTbHbBIX CY/I0B
oO1el FOPUCIUKITAN

YTBEPXIAI
(HaMMeHoOBaHME Ccyma)
AKT l[lpencenmaTens cyna
"—" N
(momgnmce) (pacumpporka MOONMUCHK)

npueMa-Iepenauy apxXUBHLEIX
IOOKYMEHTOB CyHa IIpu (mara)
CMeHe IpencemaTensa cyna

Hazspaume m N dpouma <9>

B coorBeTCcTBUMU C IIPMKa30M N

nepemna,

(©.1.0. nepenamoumero) (©.1.0. npuHMMAaKILETO)
OPUHAJL B [OPUCYTCTBUM KOMUCCUM, OOpPasOBaHHOM Ha OCHOBaHMM IaHHOIT'O IpMuKasa,
IOOKYMEHTHE apxXuBa 3a




(romrr)
Y CIPaBOUHEI alllapaT K HUM.
N i/ Ha3BaHI/Ie, HOMCECP OIINCHU KomnuuectBo KomuuectBo HpI/IMGIIaHI/I}I
A€, JOKYMCHTOB SK3EMILIAPOB OIMHUCHU CIANHMUII
ACJI, JOKYMCHTOB XpaHn€HuA
1 2 3 4 5
VToTO OPUHATO eIVHNI XPaHeHus, B TOM UYMuCJIe:
(urdpaMy M HOPONMCHIO)
Ha OyMaxHOM HOCUTEeJe eOVHUL XPaHeHUsd,
(umbpaMy M NPONMUCHIO)
BJIEKTPOHHBIX eIVHNI XPaHeHUsd,
(ubpaMm M HOPONMCHIO)
u OnMCEN B SK3eMIJIgpax.
(umdpaMrt ¥ OPONUCHI) (umdpaMrt ¥ HOPONUCHI)

CocTosHME IOOKYMEHTOB U OIMCEN:

(obmas xapaKTepucTMKa COCTOSHUA)

OHHOBpeMeHHO rnepenanTcda

(BuO (el) M COCTaB CIPaBOYHOT'O allapaTta, ero OOBeMH
M COCTOSHUE)

CocTOosHME IIOMElEeHUM apxumuBa

(obmas xapaKTepucTMKa COCTOSHUA)

Hanuume m cocToOsHUE O@OpyHOBaHMH " VHBEHTapA

(obmasa xapaKTepUCTUKa
COCTOSHUSA)

[lepenasn:

(bamMunuss, WHMULIMAJIEL) (mommnmce) (mara)
Mpuuan:

(bamMmunuss, WHMULIMAJILL) (mommnmce) (mara)

[lpencenmaTresib KOMMCCUM :

(bamMmunvs, WVHULIVAJIEL) (mommmce) (mara)

UJIEHE KOMMCCUU :

(bamMmnmus, MVHMULMAJIB) (momnmco) (mara)
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<9> Ilpu nepenaue AByX U Oosee apXUBHBIX (HOHIOB TaOIMYHAS YaCTh aKTa pas3leisieTcs Ha
HOJpa3/iesbl, COOTBETCTBYIOUIME (POHAAM, HA3BaHMS IOAPA3JCIOB COOTBETCTBYIOT HOMEpY HU
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HAaUMEHOBAHUIO (DOHIOB.

[Ipunoxxenne N 39

K MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu
paboThl apXUBOB (eiepaTbHBIX CYIO0B
oO11el IPUCIUKITUN

JlokyMeHTaMH, yJI0CTOBEPSIOMNMU JJUYHOCTD, SIBJISTFOTCS
nacnopt rpaxaanuHa Poccuiickon denepanuu;

BPEMEHHOE yJIOCTOBEPEHHUE JIMYHOCTU TpaxaaHuHa Poccuiickoit denepanuu no ¢popme N
211 (m1st yTpaTMBIIMX HAcHOpT TpakiaH, a TakkKe A IpaxaaH, B OTHOIIEHHUH KOTOPBIX O
BbIJIAUM NTACIIOPTa MPOBOAMTCS TOTIOJHUTENIbHAS IPOBEPKA);

YAOCTOBEPEHUE TUYHOCTH WJIM BOCHHBIN OUJIET BOCHHOCTYXKAIIETO;
MacropT MOPSIKa;

oO1IerpaX IaHCKUN 3arpaHUYHbIN MAcnopT (A1 MPUOBIBIINX HAa BPEMEHHOE KUTEIHCTBO B
Poccuiickyro @enepainuto rpaxaad Poccuu, MocTOSHHO MPOKUBAIOIIUX 32 TPAHUIIEH);

NacnopT MHOCTPAHHOT'O IPaKJaHUHA MO0 MHOM TOKYMEHT, YCTaHOBJIEHHBIN (enepantbHbIM
3aKOHOM WIM IPU3HABAEMBIM B COOTBETCTBUU C MEXKIYHAapOLHBIM J0roBopoM Poccuiickoin
denepanyy B Ka4e€CTBE JOKYMEHTA, YAOCTOBEPSIOLIErO JIUYHOCTD, - I NHOCTPAHHBIX IPAXKIaH;

paspelicHre Ha BpEMEHHOE MTPOKUBAHKE, BUJT HAa )KUTEIHCTBO;
YI0CTOBEpEHHE OSKEHIIA;
CBHJICTEIICTBO O PACCMOTPECHHUH XOJaTaliCTBa O IPU3HAHUH OCKEHIIEM;

JIOKYMEHT, BBIJIAHHBI HHOCTPAHHBIM TOCYJAapCTBOM W NPU3HABAEMBIA B COOTBETCTBHUH C
MEXIYHApOJIHbIM  goroBopoM  Poccuiickot  @enepanuu B KauyeCTBE  JIOKYMEHTA,
YAOCTOBEPAIOIIETO JIMYHOCTh JIMIAa 0€3 TPaKJaHCTBA; WHBIE JOKYMEHTBHI, MPEIYCMOTPEHHBIC
dbenepanbHBIM 3aKOHOM WJIM TPU3HABAEMbIE B COOTBETCTBHHM C MEXIYHAPOIHBIM JIOTOBOPOM
Poccuiickoit @enepannun B Ka4ecTBE JOKYMEHTOB, YAOCTOBEPSIIONINX JIMYHOCTD, - JUIS JIMI] Oe3
TpaXJ1aHCTBA;

YAOCTOBEPCHUC a/IBOKATA,
PCAAKINOHHOC YAOCTOBCPCHUC IJIA JKYPHAINUCTA,

APYru€ 1OKYMCHTEI, YIOCTOBCPAIOIINEC JUIHOCTD.



104




