CYJEBHBII JENAPTAMEHT IIPH BEPXOBHOM CYJIE
POCCHUICKOI ®EJIEPALIMM

ITPUKA3
ot 19 mapra 2019 r. N 56

OB YTBEPKJIEHUM MHCTPYKLNHA

O MMOPSIIKE OPTAHU3ALIAN KOMILJIEKTOBAHMS, XPAHEHMS, VUETA

U UCHOJIb30BAHUS JOKYMEHTOB (QJEKTPOHHBIX JOKYMEHTOB)
B APXUBAX ®EJEPAJILHBIX CYI0B OBILIEN IOPUCINKIIAU

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(B pen. IIpukazoB Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 16.07.2019 N 147, ot 14.06.2022 N 97, ot 09.01.2024 N 1,
ot 29.05.2024 N 124)

B cootBerctBun ¢ ®denepanbHbiM 3akoHOM OT 8 siHBaps 1998 r. N 7-®3 "O Cyne6HoM
nenapramente pu BepxosHom Cyzne Poccutickoit denepanun" npukaspiBao:

1. YtBepauth npunaraeMyro HMHCTPYKIIMIO O TOpPSAKE OpraHu3allid KOMIUIEKTOBAHUS,
XpaHEHUs, ydeTa U WCIOIb30BAHUS JOKYMEHTOB (SJIEKTPOHHBIX JOKYMEHTOB) B apXUBax
denepanbHBIX Cy0B 0011l roprcauKIuK (nanee - MHCTpyKuus).

2. IlpenceparensM KacCallMOHHBIX CYIOB OOIEW HOPUCIMKIMM, aleJUIIHUOHHBIX CYJIOB
o01el FOpUCAUKIINY, BEPXOBHBIX CY/10B PECITYOJINK, KpaeBbIX U 00JIACTHBIX CYJI0B, CYZ0B T'OPOI0B
benepaibHOTO 3HAYEHHS, CYIOB ABTOHOMHOW OO0JIACTM M aBTOHOMHBIX OKPYIOB, PallOHHBIX,
TOPOACKAX M MEXpalOHHBIX CYJOB OpPraHUW30BaThb W3y4eHHE Ha3BaHHOM WMHcTpykumm un
o0ecrneyuTh €e MPUMEHEHHUE B MPAKTHUECKOM J1eATEIIbHOCTH.

3. [Ipu3HaTh yTpaTUBIIMMU CUITY:

npuka3 CynebHoro nemapramenta npu BepxoBnom Cyne Poccuiickoit ®@exepannu ot 28
nexadps 2005 r. N 157 "O6 yrBepxkaenuu MHCTpyKIMK 0 nopsiike oT00pa Ha XpaHEHHUE B apXUB
dbenepanbHBIX CyIOB OOIIEH IOPUCAUKIIMU JTOKYMEHTOB, WX KOMIUICKTOBaHHUS, ydeTa U
HCIIOJIb30BaHU";

npuka3z CynebHoro aemapramenta npu BepxosHom Cyae Poccuiickoit @eneparuu ot 28
asrycra 2007 r. N 102 "O BHecenuu usmeHeHuil B MHCTpYyKIMIO 0 OpsAJIKE 0TOOpa Ha XpaHEHUE
B apxuB (enepasibHbIX CYJOB OOLIEH IOPUCAUKLINN TOKYMEHTOB, MX KOMILJIEKTOBAaHUSA, Y4eTa U
HCTIOIb30BaHUA "

npuka3 Cynebnoro nenapramenta npu BepxoBHom Cyne Poccuiickoit @eneparyn ot 22
nexadps 2011 r. N 234 "O BHeceHuH u3MeHeHuil B IHCTpyKIuIo 0 mopsijike oTOopa Ha XpaHEHHE
B apXuB (enepasbHBIX CYJOB OO0IIEH IOPUCAUKIMU JTOKYMEHTOB, UX KOMIUIEKTOBAHUS, ydeTa U
HCTIOIb30BaHUA";

npuka3 CynebHoro nemapramenta npu BepxoBHom Cyne Poccuiickoit ®deneparuu ot 27



nexadpst 2012 r. N 246 "O BHeceHUr N3MEHEHUH 1 AOTIOJIHeHUH B IHCTPYKITUIO O OPSAKE 0TOOpa
Ha XpaHeHHWe B apxuB (QenepalbHBIX CYIOB OOHIEH IOPUCAMKIMU JOKYMEHTOB, UX
KOMILIEKTOBaHUS, yU€Ta U UCTIOJIb30BaHus";

npuka3z CynebHoro aenapramenta npu BepxosHom Cyne Poccuiickoit ®enepaunn ot 30
nexadps 2013 . N 265 "O BHeceHUH U3MEHEHUH U JOTOJHEHNH B THCTPYKITHIO 0 TTOpsIIKE 0TOOpa
Ha XpaHEHHE B apxuB (QeAepalibHBIX CYIAOB OOIIEeH IOPUCAUKIIMU JOKYMEHTOB, WX
KOMILIEKTOBAHUS, y4e€Ta U UCTIOJIb30BaHus".

I'enepanbHbBIN AUPEKTOP
A.BI'YCEB

Yr1BepxkacHa

npukazom CyaeOHOro nenapramMeHTa
nipu Bepxosuom Cyne

Poccuiickoit @enepanun

ot 19 mapta 2019 r. N 56

HHCTPYKIUA
O ITOPAJAKE OPTAHU3AIIUU KOMIIVIEKTOBAHUSA, XPAHEHUSA, YYETA
N UCTTIOJIB3OBAHUSA JOKYMEHTOB (3JIEKTPOHHBIX TJOKYMEHTOB)
B APXHUBAX ®EJEPAJIBHBIX CYJIOB OBIIEN IOPUCJIAKIINN

Crucok U3MEHSIIOIINX JOKYMEHTOB
(B pen. [IpukazoB CyneOHoro nenapramenta rnpu Bepxosaom Cyne PD
ot 16.07.2019 N 147, ot 14.06.2022 N 97, ot 09.01.2024 N 1,
o1 29.05.2024 N 124)

1. O0mue noJioKeHus

1.1. HMHcTpykups O TOpsSAKE OpraHW3alyy KOMIUICKTOBAHUS, XpaHEHUs, ydeTa W
UCTIOJIb30BaHMS JOKYMEHTOB (3JIEKTPOHHBIX JIOKYMEHTOB) B apXuBax (pelepaabHbIX Cy10B OOIIeH
opucIukunu (nanee - WHCTpyKIus) sBIS€TCST HOPMAaTUBHBIM aKTOM, pa3pabOTaHHBIM Ha
OCHOBaHUHU (eaeparabHbIX KOHCTUTYUMOHHBIX 3akOHOB OT 31 nexabps 1996 r. N 1-OK3 "O
cyne6Holi cucteme Poccuiickoit @eneparuu’, ot 7 despans 2011 r. N 1-OK3 "O cynax obmieit
fopucaukunu B Poccuiickoii @enepanun", ¢peaepanbHbIX 3akoHOB OT § sHBaps 1998 r. N 7-03 "O
Cynebnom nenapramente npu BepxoBaom Cyne Poccuiickoit @eaepamuu’, ot 29 nexabps 2015
r. N 382-®3 "O6 apbutpaxe (Tpereiickom pazbuparenscte) B Poccutickoit deaepamnuu', ot 22
okts0pst 2004 1. N 125-03 "O06 apxuBHoM aene B Poccuiickoii deaeparun", [IpaBun opranuzanuu
XpaHeHHsI, KOMIUIEKTOBAaHHUS, Yy4eTa W HCHOJb30BaHMUS JOKYMEHTOB ApxuBHOro (onaa
Poccuiickoit denepannu v APyrux apXUBHBIX JOKYMEHTOB B TOCYJIapCTBEHHBIX OpPTraHax, OpraHax
MECTHOIO CaMOYIIpaBJI€HUs W OpraHu3alMsaX, YTBEPXKIEHHBIX mHpukazom DenepaabHOro
apxuBHoro areHtctBa oT 31 wmronga 2023 r. N 77 (nanee - IlpaBuna N 77), UHcTpykuuu 1o
CyIeOHOMY JIeJIONPOU3BOJACTBY B pallOHHOM cyJe, YyTBepkIeHHOH mnpukazom CynebHoro



nenapramenta npu Bepxosnom Cyne Poccuiickoit @enepanuu ot 29 anpens 2003 r. N 36 (nanee
- Nucerpykuus N 36), MHcTpykuuu no cyneOHOMY JeIONpOM3BOACTBY B BEPXOBHBIX CyJax
pecnyOnMK, KpaeBbIX M OOJIACTHBIX CyJaxX, CyJax TOpoJoB (perepanbHOro 3HAYEHHS, Cylax
aBTOHOMHON 00JIacTH W aBTOHOMHBIX OKpPYIOB, YTBEpKIeHHOM mnpukazoMm Cyneb6Horo
nenaptamenTa nmpu BepxoBaom Cype Poccutickoit @eaepanmu ot 15 nekadbps 2004 r. N 161 (manee
- Unctpykuus N 161), UHcTpyKiuu no cyzaeOHOMY AEI0NpPOU3BOJACTBY B KaCCAl[MOHHBIX CyAax
oOuieil opucaIuKINY, yTBepKAeHHON npukazoM CyneOHoro nenapramenTa rnpu Bepxosaom Cyne
Poccuiickoit @enepannu ot 1 okTsa0ps 2019 1. N 224 (nanee - Uactpykmus N 224), UHcTpyKInu
10 Cy1IeOHOMY JEJIONPOU3BO/ICTBY B ANEUIALIUOHHBIX CyAax 00IIel IOpUCIUKIIY, YTBEPKIEHHON
npukazoM CynedHoro nenapramenTa npu Bepxosnom Cyze Poccuiickoit deneparuu ot 1 okta0pst
2019 r. N 225 (nanee - Unctpykuus N 225), 1 1pyrux HOpMaTUBHBIX IIPABOBBIX AKTOB.

(B pen. IlpukazoB CyaedHoro nemnapramenta npu Bepxoaom Cyae PO ot 14.06.2022 N 97, ot
09.01.2024 N 1)

1.2. Hacrosimas WucTpykuus pa3paboTaHa B IelIX OOECHEUYeHUs: €IUHOTO MOopsaKa
OpraHu3aluy KOMIUIEKTOBaHUS, XPAHEHUS], yU€Ta U UCIIOJIb30BaHUsl JOKYMEHTOB (3JIEKTPOHHBIX
JOKYMEHTOB) KAaCCAallMOHHBIX CYAOB OO OPUCAMKIINY, aNeJUIAIUOHHBIX CYAOB OOIIeiH
IOPUCIIUKIIUU, BEPXOBHBIX CYJOB PECIyOJIMK, KPaeBbIX U OOJACTHBIX CYIOB, CYJOB TOPOJIOB
denepanbHOTO 3HAUEHUS, CYJAOB aBTOHOMHOW OOJIaCTH U aBTOHOMHBIX OKpPYTOB, pPalOHHBIX,
TOPOJICKUX U MEXPAaHOHHBIX CYJIOB (Jlajiee - CyIbl, CY/), a TAKXKe OIpeaeNsieT MpaBuia;

COCTaBJICHUA HOMCHKJIATYPBI A€ Cyaa,

COCTaBIIEHUsI OmMHUcell aen (omucel 3JIEKTPOHHBIX nen <I>) cyma, CyneOHBIX KOJIIETHIA,
CyZIeOHBIX COCTABOB, CTPYKTYPHBIX MOApA3eICHUN CyIa;

<1> DneKTpoHHOE JeJ0 - BJIEKTPOHHBIH JTOKYMEHT WJIM COBOKYIHOCTb 3JIEKTPOHHBIX
JOKYMEHTOB U METaIaHHbIX K HUM, C(OOPMHUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYpOH JIedl.
(caocka B pea. Ilpukasza Cynebnoro nenapramenta npu BepxosHom Cyne PO ot 29.05.2024 N
124)

MPOBCACHUS SKCIICPTU3BI HECHHOCTH JOKYMCHTOB U pa6OTI)I BKCHCPTHOﬁ KOMUCCHHU CyJa,

oopmiieHHs CyIeOHBIX e U MHBIX JOKYMEHTOB K MOCJIEAYIONEMY XPaHEHHUIO B apXHBE
cyna;

nepeaaun e (3JMEKTPOHHBIX JIe]) B apXUB CY/Ia;

0oT0Opa TIOKyMEHTOB Ha YHUUYTOXKECHHUE;
(8 pen. Ilpukaza CyneOHoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

BEJICHUS y4yeTa apXUBHBIX A€l <2>;

<2> ApxuBHOe Jen0 (apXWUBHBIH JOKYMEHT) - O(OPMIEHHOE B COOTBETCTBUHU C
TpeboBaHUsAMU Hactosulel MHcTpykuuu neno (cynedHoe neno, Mpou3BOACTBO, MaTepHall, A0
00111ero JeI0NpOU3BOICTBA, €TI0 M0 IMYHOMY COCTAaBY U APYrue JOKYMEHTHI Cy/a), HepeJaHHOe



Ha XpaHEHHUE B apXMB Cy/ia, B TOM YHCIIE B QJIEKTPOHHOU popme.

IIPOBEPKU HAJIMYMSA U COCTOSIHUS apXUBHBIX J€;

OpraHM3alyy UCIIOJIb30BAHNS apXUBHBIX JIEIT;

o0ecrieueHus1 COXpaHHOCTH ApXUBHBIX JEIT;

Iepeaady apXUBHBIX JI€]I HA XPAHEHUE B TOCYJaPCTBEHHBIN apXHUB.

1.3. Bagaun u (QYHKIUU apxuBa CyAa OIPEAESIOTCS TOJOXKEHUEM, YTBEPKIAEMbIM
IpeacesaTeNIeM Cyaa.

1.4. Tlpuka3zom (pacnopspkeHHEM) TpeAceAaTesiss Ccyaa Ha3HAdaiTcs paOOTHUKH,
OTBETCTBEHHBIE 32 pa0dOTy apXuBa Cy/a.

1.5. JMenctBue Hactosmen MHCTpyKIMM HE pacnpoCTpaHSAETCsT Ha OpPraHU3aLUIo
KOMIUIEKTOBaHMS, XPaHEHHs, Y4€Ta U HCIIOJIb30BaHUS JOKYMEHTOB, COIEpPKALIUX CBEACHMS,
COCTABJIAOIINE TOCYIapPCTBEHHYIO TaliHYy.

1.6. CornacoBanue (yTBEp>KI€HUE) HOMEHKJIATYPHI 1] Cy/1a, ONUCEN Jiei, IOKYMEHTOB Cya
(manee - omuch JEN), ONMUCEH DIIEKTPOHHBIX JTOKYMEHTOB M JPYTHX JOKYMEHTOB C SKCIIEPTHO-
MIPOBEPOYHON KOMHCCHEH (enepasbHOr0 TOCYAapCTBEHHOTO apXWBa WM YHOJIHOMOYEHHOTO
OpraHa HCIIOJIHUTEIbHOM BiacTu cyobekTa Poccuiickoit denepannn B 00JaCTH apXUBHOTO Jiena
(manee - OIIK apXUBHOTO yupexACHUS) OCYLIECTBIIAECTCS CylaMH, BHICTYNAIOIIMMHU UICTOUHUKAMU
KOMIUIEKTOBaHUS TOCYITAPCTBEHHBIX apXUBOB, JTMOO MPU HAIUYUHU COOTBETCTBYIOIIETO JJOTOBOPA C
aApXUBHBIM YUPEKICHUEM.

Cynpl, HEe BBICTYIAIOIIAE UCTOYHUKAMH KOMITJIEKTOBAHUS TOCYIapCTBEHHOTO apXHBa, JTUO0
MpPU  OTCYTCTBHUHM COOTBETCTBYIOIIETO JIOTOBOPA C AapXUBHBIM YUPEKICHHEM YTBEPKIAAIOT
HOMEHKJIATYpY A€J CyZa, OTMCHU e U JPyTHUe JOKYMEHTHI Cya CaMOCTOSTEIHHO.
(m. 1.6 B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosaom Cyae PO ot 09.01.2024 N 1)

1.7. Tlopsimok oOpraHu3ali KOMIUIEKTOBAHMS, XpAHEHHUs, Yy4eTa M MCHOJb30BaHUA
JIOKYMEHTOB OKPY>KHBIX ((PIIOTCKMX) BOEHHBIX CYAOB, TapHU30HHBIX BOCHHBIX CYJOB
OomnpeAeNsieTcss B COOTBETCTBUM ¢ MHCTpykuuen 1o JeIonpou3BOACTBY B BOEHHBIX CYJaX,
yTBep)kaeHHo mpukazoM CyneOHoro nemapramenta npu BepxosHom Cyae Poccuiickoit
Oenepannu ot 9 okTsa6ps 2014 r. N 219.

1.8. Tlpu HaIMYMK TEXHUYECKOW BO3MOXXHOCTH (POPMUPYIOTCS DJICKTPOHHBIC Jea.
Opranuzanys KOMIUIEKTOBAHMS, XPaHEHMS, ydye€Ta M HCHOJIb30BAHUSA DIEKTPOHHBIX Jel U
JIOKYMEHTOB CY/IOB OCYIIIECTBIISICTCS B COOTBETCTBUU C TPeOOBaHUSAMHU HacTosmeld NHCTpyKIuu.

1.9. Tloctynnenue B denepanbHbie CyAbl 00IEH IOPUCIUKIIMN JOKYMEHTOB B JICKTPOHHOM
BUZE B COOTBETCTBUMU C TpeOoBanusmu Ilopsnka momaum B (enepanbHble CyAbl OOIIEH
IOPUCAMKIIMY TOKYMEHTOB B 3JIEKTPOHHOM BHJIE, B TOM YKcIie B POpME 3JIEKTPOHHOIO TOKYMEHTA,
yTBep)kaeHHoro mnpukazom CyneOHoro aemapramenta npu BepxoBHom Cyne Poccuiickoit
Oeneparuun ot 27 nexabps 2016 r. N 251, He Bieuer o0s3arenbHOCTH (HOPMHPOBAHUS
JIEKTPOHHOIO JIena.



1.10. KommuiekToBaHue, XpaHEHHME, y4e€T M HCIIOJIb30BAaHUE pPEIIEHUWH W MaTepuasos,
HNOCTYNMBIIUX M3 TPETEMCKUX CYJI0B, OCYIIECTBISAETCS B COOTBETCTBUU C TpPEeOOBAHUAMHU
Hacrosen MHCTpykuuu.

1.11. ITopaiok nepenayn apXuBHBIX TOKYMEHTOB CcyJia B 00bEMHEHHBIN Cy/1€OHBIN apXUB U
MOPAJIOK MX XPAaHEHUS B TAKUX ApXMBaX YCTAHABJIMBACTCS MPUMEPHBIM IIOJIOKEHUEM O MOPSJIKE
opraHu3anuu paboThl 00bETUHEHHBIX CY/IEOHBIX aPXUBOB, YTBEPKAAEMBbIM ITpHKa3oM CyaeOHOoro
nenaptamenta rpu Bepxosuom Cyne Poccutickoit denepanuu.

(m. 1.11 BBegen Ilpukazom Cyaednoro nemapramenta npu BepxoBaom Cyae PO ot 09.01.2024 N
1)

2. CocTaBJ/ieHHe CBOJHOI HOMEHKJIATYPHI /1eJ1, HAps/10B
U NPOM3BOJICTB Cy1a

2.1. JlokymeHTBl, 0Opa3oBaBIIKMECS B TMpolEcce AEATEILHOCTH CyJla, COCTaBJISIOT
JTOKYMEHTaJIbHBIN PoHT cyna.

Enununeir winaccudukanmuu W CUCTEeMaTH3alldd  JOKYMEHTOB (IO  CTPYKTYpPHOMY,
(GyHKIMOHAIBHOMY, TEMAaTHUECKOMY MIPU3HAKaM U CpOKaM XpaHEHUs, BHE 3aBUCUMOCTH OT BHJIa
HOCHTENS HH(GOPMAIINH) B TOKYMEHTAILHOM (OHJIE SIBIISIETCS JEIIO.

Jlis ydera J1en, colepikaliux IOKYMEHTHl JOKYMEHTaJbHOro (OHJa CyJa, COCTaBIISIETCS
HOMEHKJIaTypa e cyaa (npunoxenue N 2 k Hacrosied UHCcTpyKium).

Homenknarypa gen cynga (manee - HOMEHKIATypa) - O(QOPMIICHHBIH B yCTaHOBJICHHOM
MOPAJIKE CUCTEMaTU3UPOBAHHBIN NEpEUYEeHb 3ar0JIOBKOB (HAMMEHOBAHM) CYZI€OHBIX A€, Haps/0B,
KHUT U KYpHAaJOB perucrpaunuu (ydeTra) JTOKyMEHTOB, PEECTPOB, KapToueK, 0a3 JaHHBIX, B TOM
quclie JOKYMEHTBI, COJEp Kallie CBEJACHHUS OTPAHMYEHHOTO JOCTYIA, 3aBOJIUMBIX B CYIEOHBIX
KOJUIETHSIX, CYAEOHBIX COCTaBaX, ITOCTOSHHBIX CYAECOHBIX MPUCYTCTBUSIX, CTPYKTYPHBIX
no/ipa3JelieHUsIX cya, JIN0O MO ONpeieICHHbIM HalpaBIEeHUsM JIEATEIbHOCTHU cya (eciu anmnapat
CyJa COCTOMT M3 pabOTHHKOB, 3aMEINAIONINX OTAEIbHbIE OJKHOCTH) C YKa3aHUEM CPOKOB HMX
XpaHEeHHMsI, OTPAXKAIOLIUI COCTaB U OPTaHU3AIMIO TOKYMEHTAJIBHOTO (poHAa cya.

He BrirouaroTcst B HOMEHKIIATYPY NMEPUOANUYCCKUE U3AaHUSI, KHUTH, OPOIIIOPHI.
(m. 2.1 B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosuom Cyne P® ot 09.01.2024 N 1)

2.2. HoMmeHknarypa TmpeAHa3Haue€Ha I OpPraHu3aldd  y4yeTa JOKYMEHTOB B
JEJONPOU3BOJICTBE CyJa, TPYNNUPOBKU HCIOJHEHHBIX JIOKYMEHTOB B J€Ja, Hapsaabl U
MIPOU3BOJACTBA, UX CUCTEMATU3ALMHY, NHJICKCALIUU U OIIPEJICIICHUS] CPOKOB XPaHECHUS.

Homenknatypa sBisieTcst OCHOBOM JUIsl COCTABIIEHUS ONUCEN J1€1 TOCTOSTHHOTO M BpEMEHHOTO
(cBbie 10 51eT) cpoka XpaHeHus, a TAKKe AJIs ydeTa el BpeMeHHOTo (710 10 j1eT) cpoka XpaHeHHUs.

2.3. B cyne cocTaBislFOTCSI HOMEHKJIATYpPhl A€l CyAeOHBIX KOJJIETHi, CyAeOHBIX COCTaBOB,
MOCTOSIHHBIX CYJI€OHBIX MPUCYTCTBUM U CTPYKTYPHBIX MOJpa3zaeneHuit cyaa (npunoxenue N 1 k
HacTosield MHCTpyKimK) 1 HoMeHkarypa cyaa (npuioxenue N 2 k HacTosmend MHcTpykimn).
(B pen. [Ipukaza CynebHoro nenapramenTa npu BepxoBaom Cyne P® or 09.01.2024 N 1)

2.4. Ilpu cocTaBI€HHM HOMEHKJIATYPBl CJIEAYEeT PYKOBOJACTBOBATHCS MPOLECCYAIbHBIM



3aKOHOJIaTeIbCTBOM, HOPMATUBHBIMH TPABOBBIMH AKTAMH M METOAMYECKHMHU TOKYMEHTaMH B
cepe opraHuzanuu JENONPOU3BOJACTBA M ApXHMBHOTO Jeja, MOJOXKeHHeM o0 ammapare cyja,
MIOJIOKEHUSIMH O CTPYKTYPHBIX MOAPA3ICICHUAX CyJa, INTATHBIM PAcIHUCaHUEM, JCHCTBYIOIINM
MEpPEYHEM JOKYMEHTOB, 00pa3yIOIUXCsl B IPOLECCE AESITENbHOCTH (eAepaibHbIX CyI0B 00LIEei
IOPUCAMKIINY, C YKa3aHHEM CpPOKOB XpaHeHus (namee - [lepeyeHb IDOKYMEHTOB), a TaKxke
HOMEHKJIATypaMH 32 MPEANISCTBYIONINE OB

2.5. Homenknatypa nen cyAeOHbIX KOJUIETUM, Cy/IeOHBIX COCTABOB, TOCTOSIHHBIX CY/I€OHBIX
MPUCYTCTBUHN U CTPYKTYPHBIX Mofpazenenuii cyna (npuioxenue N 1 k Hactosiuieit UHcTpyKinm)
Ha OYepeTHON ToJ] cocTaBisieTcss pabOTHUKOM, OTBETCTBEHHBIM 32 BEACHHE JCIIONPOU3BOICTBA B
CyneOHOM KOJUTernH, CyJJeOHOM COCTaBe, MOCTOSTHHOM Cy/I€OHOM MPUCYTCTBUU WU CTPYKTYPHOM
MoJIpa3/IelIeHNH CyJa, MOAMUCHIBAETCA COOTBETCTBYIOIIUM IIpejiceiaTeneM CyIeOHON KOJIEeTHH,
CyneOHOr0 COCTaBa, HAYaIbHUKOM CTPYKTYPHOTO TMOApAa3/AeieHUs], UHBIM YHIOJIHOMOYEHHBIM
nmpeacenaTeNieM Ccyaa JIMIOM (B TOCTOSSHHOM CyA€OHOM MPHCYTCTBHH), COTJIACOBBIBACTCS C
Ha4yaJIbHUKOM OTJENa JIETONpPOU3BOACTBA (00IIero oTaena) u pabOTHUKOM, OTBETCTBEHHBIM 3a
paboTy apxuBa Cy/a, U MPEACTABISICTCS B OT/IEN ASIONPOU3BOICTBa (00muit otnen) no 1 HoAOps
TEKYIIEeTo rojia.

(m. 2.5 B pen. Ilpukaza Cyne6Horo nenapramenta npu Bepxosnom Cyne PO ot 09.01.2024 N 1)

2.6. Ha ocHOBe HOMEHKJIATYp /el CyIeOHBIX KOJUIETHH, CYJIeOHBIX COCTAaBOB, MTOCTOSTHHBIX
CyneOHBIX MPUCYTCTBUH M CTPYKTYPHBIX TMOJpa3AelieHud Cyla OTIEIOM JAeNIONPOU3BOJICTBA
(oOmuM otTnenoM) WM paOOTHUKOM, OTBETCTBEHHBIM 3a BEICHHE [EJOMPOM3BOJACTBA (€ciu
anmapar cyJa COCTOMT U3 pa0OTHUKOB, 3aMENIAIONINX OTACNbHBIE JOJKHOCTH), COCTABIACTCA
HOMEHKJIaTypa Ha O4epeTHON KaJleHIapHbIN TO/.

(B pen. [Ipukaza Cynebnoro nenapramenta rpu Bepxosuom Cyne P® ot 09.01.2024 N 1)

Homenkiarypa COCTOMT W3 pa3leioB, HAaWUMEHOBAaHUS KOTOPBIX COOTBETCTBYIOT
HAaMMCHOBAHUAM TOJIpa3CieHUI Cy/a, pacloIO)KEHHBIX B COOTBETCTBUU CO CTPYKTYPOU Cyja,
1100 M3 pas/IeNioB COTJIACHO HAIPABIICHUSAM JIEATEIILHOCTU CyAa (€CIH anmapaT CyAa COCTOUT M3
pabOTHUKOB, 3aMEIIAIOIINX OTACIBHBIC JIOJDKHOCTH), PACIIONOKECHHBIX C YYETOM JICHCTBYIOMIEH
cxembl octpoenus [lepednst TOKyMEHTOB.

(B pen. [Ipukaza CyneOHoro nenapramenta rnpu Bepxosaom Cyne P® ot 14.06.2022 N 97)

2.7. HomeHknatypa BU3UpyeTcs pabOOTHUKOM, OTBETCTBEHHBIM 3a paldoOTy apXuBa cyza,
MOJIMTUCHIBAETCS] HAYAJIbHUKOM OT/Ieja JeJIONPON3BOICTBA (00IIEro OT/esa), COrJiaCOBBIBAETCS C
DKCIEPTHOM KOMUCCHUEH CyJla U YTBEPXKAAETCA MPEACEIaTENeM Cya.

OnuH pa3 B 5 JeT CyA, BBICTYNAIOMUNA UCTOYHUKOM KOMIUIEKTOBAHMS FOCYAapCTBEHHOTO
apxuBa, JMOO MPH HAJUYUU COOTBETCTBYIOLIETO JOrOBOPA COTJIACOBBIBAET HOMEHKIATYPY C
cootBeTcTBYOIMM JIIK apxuBHOrO yupexaenus.

(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne P® ot 09.01.2024 N 1)

2.8. HomeHkiatypa BBOJUTCA B IeCTBUE C | sTHBaps ClIeAyIONIEro KaJeH1apHOTO rojia.
2.9. HomeHkI1atypa coCTaBis€TCs B IBYX dK3EMILISApax:

NEPBBIA AK3EMIUISIP YTBEPKICHHOW HOMEHKIIATYPHI SIBISIETCS JIOKYMEHTOM ITOCTOSTHHOTO
XpaHCHHS, TOMEIIACTCS B OTAEIBHOE JEN0 W BKJIIOYACTCS B HOMEHKJIATYpy B pa3zied OTaelna
JIENONPOU3BOICTBA (OOIIEro 0T/ACNA);



BTOPOM JK3EMILIAP NIEPENAETCS B ApXUB CyZa B KAYECTBE YYETHOTO JOKYMEHTA.

B cynax, BbICTYMaOMKUX UICTOYHUKOM KOMIUIEKTOBAaHHUS TOCYAapCTBEHHOTO apX1Ba, WU TPU
HaJU4YUU COOTBETCTBYIOIIETO JOTOBOPA C apXUBHBIM YUPEKIECHUEM HOMEHKIIATypa COCTaBIsSETCA
B TpeX HK3eMIUIIpax; TPETHH HK3eMILIAp IMepefaeTcss B COOTBETCTBYIOMIMM TOCYAapCTBEHHBIM
apXuB, apXUBHOE YUPEKJICHUE.

B kauectBe pabouero »sK3eMIUIsipa B OTHAENE JCJIONPOU3BOJCTBA (00IIEM OTIENe)
UCTIOJBh3YETCsl KOTHSI YTBEPKICHHOW HOMEHKIIATYPHI.

Homenkiatypa Ha ouepeHOM T'oJl pacchljiaeTcsi B CyAeOHbIe KOJUIETHH, Cy/IeOHbIe COCTABHI,
MOCTOSIHHBIE Cy/I€OHbIC MPUCYTCTBUS, CTPYKTYPHBIE MOJpa3eieHUus Cy/la B 3JIEKTPOHHOM BHJIE
WM B BUJI€ KOIIUN COOTBETCTBYIOIUX Pa3/Ie]IOB Ha OyMa)kHOM HOCHUTEJIE.

(. 2.9 B pen. [Ipukaza Cyne6Horo nenapramenta rmpu Bepxosaom Cyae P® ot 09.01.2024 N 1)

2.10. YTBepKIOEHHBIA SK3EMIULID HOMEHKIATYPBI SBISAETCS JOKYMEHTOM IOCTOSHHOTO
XpaHEHUsl.

2.11. YTOyHEeHMs B 3aroJIOBKM J€JI M HOBBIE 3aroJIOBKM J€JI, HE IPELyCMOTpPEHHBIE
YTBEPKACHHON HOMEHKIIATYPOH, BHOCATCS B COOTBETCTBYIOIIME Pa3eiibl HOMEHKIATYpbl. HoBbIE
3aroJIOBKH J1€J1 BKIIIOYAIOTCS B IIPELyCMOTPEHHBIE IS 3TOTO pE3EpBHBIE HOMEPA.

[To 3aBepuieHWH Toja JaHHBIE 00 M3MEHEHUSAX WM JOTOJHCHHSIX, BHECEHHBIX B pa3Jeibl
HOMEHKJIATYPbI, BMECTE C UTOTOBBIMH 3aMHUCSIMU O KATETOPUAX W KOJUYECTBE JIeTl, 3aBEJICHHBIX B
cyneOHON KOJUIeTHH, CyIeOHOM COCTaBe, MOCTOSHHOM CYIAE€OHOM IMPUCYTCTBUH, CTPYKTYpPHOM
MOAPAa3ACIICHUH CyJla B TeUEHHE T'0J1a, IepearoTCs B OTIET ACIOMPOU3BOICTBA (OOIIHIA OTaEHT).

OtnenoMm nenonpou3BojAcTBa (OOIIMM OTAEIOM) HAa OCHOBE IOJYYEHHBIX JaHHBIX 00
W3MEHEHUSIX U JIOTIOTHEHHSIX, BHECEHHBIX B Pa3felibl HOMEHKJIATYPbhI, TOTOBUTCS JIOMOJIHEHUE K
HOMEHKJIaType, B KOTOPOM IOCIIEIOBATEIbHO B COOTBETCTBHH C pa3/ielaMd HOMEHKIIATYPHI
VKa3bIBAIOTCS  3arOJIOBKH  JIeJ, HE TPEAYCMOTPEHHBIC  YTBEPKICHHBIM  DK3EMILIIPOM
HOMEHKJIATYPBHI.

JloronHeHHe K YTBEP)KICHHONH HOMEHKJIAType TMOANUCHIBACTCS HAYAIbHUKOM OT/Eesa
JIeJIONPOU3BOJICTBA (001Ero 0T/AeNa), BUBUpYeTCsl paOOTHUKOM, OTBETCTBEHHBIM 32 pabOTy apXuBa
CyJia, COIJIACOBBIBAETCSl SKCIIEPTHOM KOMHUCCHEW Cyla U YTBEpXKAAeTCs IpejaceqareseM Cyna,
MOCJIe YeTr0 BMECTE C UTOrOBOM 3allMChI0 O KATETOPHSIX U KOJIMYECTBE JIEJ, 3aBEJCHHBIX B Cy/E B
TEYEHHUE T0/1a, MPUoOIIaeTCs K YTBEPKICHHOMY 3K3EMIUIIPY HOMEHKIIATYPHI.

PaGouuii 3x3eMIIIsip HOMEHKIIATYPhl XPaHUTCS B OTJENE ASTONPOU3BOCTBA (0011IEM OT/Iee)
710 TeX MOp, MoKa Ha jena, chOpMUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYpOH Jien, He OynyT
COCTaBJICHBI OTHCH JIEI.
(m. 2.11 B pen. Ilpukaza CyaeOnoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

2.12. B ciydyae u3MeHeHUsl CTPYKTYpbl cynaa (yrnpas3IHEHHE, PEOPraHu3alusl CTPYKTYPHOIO
NOJpa3/IeTIeHUs Cy/Aa, CO3JaHHE HOBOI'O CTPYKTYpHOrO MOJpa3/ieleHus Cyla) HOMEHKJIaTypa
COCTaBIISIETCS 3aHOBO, COIJIACOBBIBAE€TCS C OJKCIEPTHOM Komuccuen cyna, OIIK apxuBHOro
YUpEXKACHUS U YTBEPKIAETCS IpeceaaTesIeM Cya.

Homenknatypa aes BHOBb CO3/JaHHOT'O CTPYKTYPHOTO MOIpa3/ieieHHs Cyia pa3padbaTbiBaeTcs



U TIpeCTaBIsIeTCs pa0OTHUKOM, OTBETCTBEHHBIM 3a BEACHHUE JIEIOMPOU3BOJICTBA B CTPYKTYPHOM
MOAPAa3ACIICHUH, B OT/IEI ACJIONPON3BOICTBA (OOIIMI OT/e) Ui PaOOTHHUKY, OTBETCTBEHHOMY 32
BEJICHHE JICJIONMPOU3BOJICTBA Cy/a (€CiM ammapar cyda COCTOMT U3 PaOOTHHUKOB, 3aMEIIAIOIINX
OTJIENIbHBIE JOJIKHOCTH), B MECSYHBIN CPOK.

B unbIX ciiydasix (k mpuMepy, U3MEHEHHE CPOKOB XpaHEHHs JOKYMEHTOB HOBBIM [lepeunem
JOKYMEHTOB U JpYroe) MOBTOPHOE corjlacoBaHue Ipoekra HoMeHkJIaTypel ¢ OIIK apxuBHOro
yupexaeHus He TpeOyeTcs.

(m. 2.12 B pen. Ilpukaza CynebHoro aenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

2.13. I'pacp1 HOMEHKIJIATYPBI 3AMOIHAIOTCS CIETYIOIINM 00pa3oM.

2.13.1. B rpade 1 (unnekc nena) HOMEHKIATYPBI MIPOCTABIISIOTCS UHACKCHI KaXKI0TO Jea,
BKJIFOUEHHOT'O B HOMEHKJIATypy. IHIEKC Jiesia COCTOUT U3 yCTaHOBJISHHOTO B cyze U(POBOTO UITU
OyKBEHHOro 000O3HayeHUsl CyAeOHON KOJUIETHUH, CyAeOHOTO COCTaBa, MOCTOSHHOIO CYIEOHOIo
MPUCYTCTBUSA, CTPYKTYPHOTO TMOJpa3/ieieHus, HalpaBjIeHUs IEATEIbHOCTA Ccyaa (€ciu ammapar
Cylla COCTOUT M3 pabOTHHUKOB, 3aMEIAIOIIUX OTIENbHbIE JOKHOCTH) U MOPSJIKOBOIO HOMEpa
3arojioBKa Jejla M0 HOMEHKIAType B IMpeaenax cyneOHOM KoJuleru, cyneOHOro cocTaBa,
MOCTOSIHHOTO Cy/I€OHOrO TPUCYTCTBHS, CTPYKTYPHOTO TOApA3/ACNEHUsT WM HalpaBiIeHUs
JeSTEIIbHOCTU cyJa (eciu ammapaT cyla COCTOMT W3 pPabOTHUKOB, 3aMEHIAIONIUX OTAEIbHBIC
ToJDKHOCTH). MHAekesl nen o6o3HavaroTcs apabckumu mudpamu. Hampumep: 02-03, rae 02 -
WHJEKC CTPYKTYpHOro noxpaszaeineHus, 03 - DOpsAAKOBBIM HOMEp 3arojoBKa Jeja IIo
HOMEHKJIaType.

(nm. 2.13.1 B pen. [Ipukaza Cyne6Horo nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N
1)

2.13.2. B rpady 2 HOMEHKIATYpPbI BKJIIOUAIOTCS 3ar0JIOBKH JI€] (TOMOB), KOTOPBIE OTPaKatoT
OCHOBHOE COJIEP/KaHNE U COCTAaB JOKYMEHTOB JIENa.

[Topsaiok pacnoyioKeHus 3aroJI0BKOB JIel BHYTPU Pa3AesioB U MOAPa3/IeJIOB HOMEHKIIATYPHI
OTIpeIeNIIeTCs CTENEHbI0 BAXKHOCTH IOKYMEHTOB, COCTAaBIISIIOLIUX JI€Na, U UX B3aUMOCBS3BIO.

Bnauane paciiojararoTca 3aroJ0BKH ACII, coacprKalmc OpraHnu3alrOHHO-
pactopAaUuTCIIbHYIO JOKYMCHTAIIHIO. I[anee pacmojgararoTCsa 3aroJioBKM J€J1, COACPIKAIIUC
IUIAHOBBIC U OTYCTHBLIC JOKYMCHTEI.

3arojoBOK Jena JOJKEH OTpa)kaTh Mpu3HaK (MPU3HAKK), IO KOTOPOMY(BIM) OHO
chopMHUpPOBaHO:

HOMUHAJBHBIN - Ha3BaHUE BUAA Jena (mepenucka, >KypHai, Jel0) WIK BUJa JOKYMEHTOB,
BKJIFOYEHHBIX B JI€JI0 (MIPOTOKOJIbI, TPUKA3bI);

ABTOPCKMUA - HAMMEHOBAHWE IMOCTOSHHO JEHCTBYIOIIETO WM BPEMEHHOTO OpraHa,
JOJKHOCTHOTO MJIM MHOTO JIMIIA, CO3/IaBIINX IOKYMEHT(bI);

KOppCCHOHlleHTCKI/Iﬁ - HAMMCHOBAHHC OpraHu3aluvu, Juia, KOTOpoMy aap€COBAHBI HJIM OT
KOTOPOT'O MOJIYUCHBI TOKYMCHTBI;

l'[peI[MCTHO'BOHpOCHBII\/’I - KpaTKO€ COACPIKAHUC JJOKYMCHTOB JICJIa,



XPOHOJIOTUYECKH - 1aTa (mepuoj), K KOTOpoil(OMy) OTHOCATCS TOKYMEHTHI Jej1a;

reorpapuueckuii - Ha3BaHHE MECTHOCTU (TEPPUTOPUHU), C KOTOPOW CBSI3aHO COJEpIKAHHE
JIOKYMEHTOB JI€JIa;

yKa3aHHe Ha KOMMUHHOCTh IOKYMEHTOB JIea.
(B pen. IIpukaza Cyne6Horo nenaptamenta rnpu Bepxosaom Cyne P® o1 09.01.2024 N 1)

He pomyckaeTcsi Cnoib30BaHNE HAaUMEHOBAHUN 3arOJIOBKOB JI€J], KOTOPHIE HE OTPAXKAIOT
CoJIepKaHne M COCTaB JIOKYMEHTOB JIe)T (HapuMep: pa3Hble MaTepHaIIbl, 00IIas Mepernucka i TOMy
MoA00HOE), a TAKKE BBOJHBIX CIIOB U CIOKHBIX CHHTAKCUUYECKUX 000POTOB.

B 3arosoBkax pgen, coaepxamux AOKYMEHTHI O OJHOMY BOMNPOCY, HO HE CBA3aHHBIX
MOCIIE/IOBATENILHOCTBIO JICNIONPOM3BOJICTBA, B KadyecTBE BUIA JieJla YHNOTpeOsseTcs TEpPMHH
"MOKyMEHTHI", a B KOHIIE 3arojloBKa B CKOOKax YyKa3bIBAIOTCA OCHOBHBIE Pa3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE TOJKHBI OBITH B JIETIC.

TepMuH "IOKYMEHTHI" NpPUMEHSETCS TAKKE B 3arojOBKax J€J, COAEpKAIUX JOKYMEHTBI
(cipaBKHM, OTYeTHl, IMEPENUCKY U MpoUee), SBIAIOIIMECS NPUIIOKEHUAMH K KakoMy-JIHOO
TOKYMEHTY.

Ecau nemno cocTouT u3 HECKOJIbKUX TOMOB, TO COCTAaBJIACTCA O6IHPII>1 3aroJOBOK ACJIa, a 3aTCM
npu H€O6XOI[I/IMOCTI/I COCTABJIAIOTCA 3aroJIOBKM KaXXAOTO0 TOMa, YTOYHAIOUWIUC COACPIKAHUC
3aroJIoBKa Jcja.

3arojoBKM JieJ1 MO BONPOCaM, HE pPa3peUIEHHbIM B TEYEHHE OJHOTO T0Ja, SIBISIOTCS
"mepexoaAmuMu’ U BHOCSATCS B HOMEHKJIATYPY CyJa CIEAYIOMIEro roja ¢ TEM € MHIECKCOM C
MIPOCTaBJIECHUEM COOTBETCTBYIOIIEH oTMeTKHU B rpade "[Ipumeuanue".

HpI/I BKIIIOYCHHUH 3arOJIOBKOB J3JICKTPOHHLBIX JCJI B HOMCHKIIATYPY HMHICKCHI 3JICKTPOHHOI'O
ACJIa U 3aroJIOBKH JJICKTPOHHBIX JCJTI COCTABJIAIOTCA IIO TEM XKE IpaBUjIaM, 4YTO WU HHIACKCHI U
3aroJIOBKU A€ C JOKYMCHTaMHM Ha 6YM3,)KHOM HOCHUTCIIC.

B 3arosoBkax ngen, coiepamux JTOKYMEHThl OIpPaHHYEHHOTO JIOCTYIa, B HOMEHKJIAType
npocTaBisieTcs: cooTBeTcTBytomas ormMerka ("'l ciyxebnoro nons3oanus", "JICII").
(a63ar BBeneH IIpukazom CynebHoro nenapramenta npu Bepxosuom Cyne P® ot 09.01.2024 N
1)

2.13.3. B rpade 3 HOMEHKIATypbl MO OKOHUYAHUM KaJCHAAPHOTO TOJa YKa3bIBAaeTCs
KOJIMYECTBO 3aBEJICHHBIX JIe] (TOMOB).

2.13.4. B rpade 4 HOMEHKJIATYpHl YKa3bIBAIOTCS CPOK XpaHEHHs Jell, HOMEpa CTaTei,
ycTaHOBJIEHHBIX [lepeuHeM TOKYMEHTOB.

CoxkpallieHust CpOKOB XpaHEeHHUsI, yCTAaHOBJIEHHBIX AeiicTByromuM [lepeunem TOKyMEHTOB, HE
JIOTTYCKaeTCs.

2.13.5. B rpade 5 B TeueHue Bcero cpoka JeHCTBUS HOMEHKIATYPbI POCTABIISIFOTCS OTMETKH
O BEJICHHH JI€T B DJIEKTPOHHOM BHJIE, O MEPEXOIAIIMX JI€aX, O BBIACICHNUN €1 K YHUUTOXKEHUIO

U JIpyTOE.



2.13.6. 3anonHeHue rpad HOMEHKIATYPHI IO CYJCOHBIM JIeJIaM OCYIIECTBIISETCS 10 OOIIUM
TIpaBHJIAM.
(B pen. [Ipukaza CynebHoro nenapramenta rnpu Bepxosaom Cyne P® ot 09.01.2024 N 1)

I'padpa 2 3amonHseTcss B COOTBETCTBUM C HAMMEHOBAHMSIMU BHUJOB JOKYMEHTOB,
npeaycMoTpeHHbIX IlepeuyHeM JOKyMEHTOB, 0€3 BKJIIOYEHUS B HOMEHKIATypy HOMEpPOB
KOHKPETHBIX CyJI€OHBIX /€Il

2.14. Tlo 3aBepiieHun kaieHaapHoro roga (1o 1 ¢eBpans cieayromero rojaa) cyiacOHbIe
KOJUIETUM, CYACOHBIE COCTaBBl, TIOCTOSHHBICE CYACOHBIC TPUCYTCTBUS, CTPYKTYpHBIC
noApaszaeieHuss oGOpMIISIIOT UTOTOBYIO 3alMCh K HOMEHKJIAType Jell, B KOTOPYI0 BHOCSITCS
CBEJICHUS O KOJIMYECTBE 3aBEJICHHBIX JIEJI C YUYETOM KOJIMYecTBa TOMOB (Tpada 3 HOMEHKIATYpbI
JIeN), OTACIBHO MOCTOSHHOTO M BPEMEHHBIX CPOKOB XPAaHECHHS, BPEMEHHBIX CPOKOB XPaHEHUS C
ormetkoil "OIIK" u mepexonsimux. MToroBas 3amuch JOMOJHSAETCS JaHHBIMU O KOJIMYECTBE
ANIEKTPOHHBIX J€JI COOTBETCTBYIOIINX CPOKOB XpPAHEHUS.

Jlanee »TH cCBeACHHUS IMEepeNaloTcs B OTHEN JEJIOMpPOM3BOACTBA (OOMmMMMA oOTHen) It
COCTaBJICHUSI UTOTOBOM 3aITMCH K HOMEHKJIATYPE.

CeeneHusi, coiepralirecsi B UTOTOBOM 3allMCH HOMEHKJIATYphl, MepefatoTcss padOTHUKY,
OTBETCTBEHHOMY 3a paboTy apXuBa, 0 YeM B HOMEHKJIAType IPOCTABIISIETCS OTMETKA C YKa3aHUEM
JOJKHOCTU M TIOJIUCH JIMLIA, IEPEIaBILIEro CBEICHUS.

(m. 2.14 B pen. Ilpukaza CyaeOnoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

3. CocraBjieHue onuceil e (onucei 3JIEKTPOHHBIX 1)
Cy1eOHBIX KOJJIETHI, CyAe0OHBIX COCTABOB, IOCTOSTHHBIX CYAe0HBIX
NPUCYTCTBUI, CTPYKTYPHBIX NOAPa3ieeHuii cy1a U CBOTHBIX
ommcei e cyaa

(B pen. [Ipukaza Cyneb6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

3.1. Onuce nen (omMch 5SJIEKTPOHHBIX JOKYMEHTOB) - 3TO ApXUBHBIM CIPaBOYHUK,
MpeICTaBISAOMUN cOO0M CUCTEMAaTU3UPOBAHHBIN MTEPEUYEHb 3ar0JIOBKOB /1€ U MpeIHa3HaY€HHbIN
JUI PACKPBITHS COCTaBa M COJEp)KaHMsA JeJ, 3aKpeIUIEHHWs HMX CHUCTEMAaTH3alud BHYTPH
JOKYMEHTaJIbHOTO (POHJIa ¥ UX y4eTa.

Omuch pi(S) ¢ (OHI/ICB QJICKTPOHHBIX Z[OKYMGHTOB) COCTAaBJIACTCA HAa OCHOBC HOMCHKIJIATYPHI.

OOBEKTOM OMUCAHUS B OMUCU Jed (OMUCH DJIEKTPOHHBIX JOKYMEHTOB) SIBIISIETCS JIEJIO
(37IEKTPOHHOE JIEJIO).

3.2. Onucu pgen, omwick JeN CyAEOHBIX KOJUIETHH, CyIEeOHBIX COCTaBOB, TOCTOSHHBIX
CyAeOHBIX TPUCYTCTBHH, CTPYKTYPHBIX mojpasneneHuil (mpunoxenus N 3, 4, 5, 6, 7, 8 k
HacTosield MHCTPpYKIMK) COCTABIISIOTCS OTJENbHO Ha!

YTOJIOBHBIC ICJIa TOCTOAHHOTO XPAHCHUS

rpaXXaaHCKHEC ACJIa TOCTOAHHOTO XpAaHCHUSA



aJIMUHUCTPATUBHBIE JIeJ1a TOCTOSSHHOTO XPaHEHUS,;

Jiena o01ero JeI0NPOr3BOICTBA TOCTOSHHOTO XPaHEHUS;

YTOJIOBHBIE JieJia BpeMEeHHBIX (CBbIIIe 10 J1€T) CpOKOB XpaHEHUS;

rpa)xJIaHCKue Jiesa BpeMeHHbIX (cBbitie 10 j1eT) cpoKoB XpaHEHUS;
aJIMUHUCTpaTUBHBIE Jiejia BpeMeHHBIX (cBbllIe 10 JeT) CpOKOB XpaHEHUS,

Jiena o01ero AeI0Npor3Bo/ICTBa BpeMeHHBIX (cBhIiIe 10 JieT) CpOKOB XpaHEHUS;
JieJ1a 1o JIMYHOMY COCTaBy.

AHaJIOTMYHBIE ONIUCU COCTABJISIOTCS HA AJIEKTPOHHBIE JEa.

3.3. Ha cyne6nbie aema BpeMeHHBIX (10 10 J1€T) CpOKOB XpaHEHHUS OMKCH ] BEIYTCS B
AJIEKTPOHHOM BHUJI¢ PaOOTHUKOM, OTBETCTBEHHBIM 3a BEJEHHE NEIONMPOU3BOJACTBA B CyAcOHOMU
KOJUIETHH, CyAeOHOM cOCTaBe, TIOCTOSSHHOM CyAeOHOM TPUCYTCTBUH, CTPYKTYpPHOM
MoIpa3/IeJICHUH.

B ciyuae nepenauu Ha XpaHEHHUE B apXUB Cy/a el BpeMeHHbIX (10 10 J1eT) CpoKOB XpaHEHUS
(B COOTBETCTBUM C MYHKTOM 7.5 HacTosimied MHCTpyKIMH), ONUCU JI€] B AJIEKTPOHHOM BHJIE
BEJIYTCS TAKXKE HA JIpyrue Jeja BpeMeHHbIX (10 10 1eT) CpoKOB XpaHEHHS.

[Ipu yHuutoxkeHun Takux Jen B rpade "l[Ipumeuanue" onucu mnpocTaBiIgeTCA
COOTBETCTBYIOIIAsi OTMETKA CO CCHUIKOM Ha aKT 00 YHUUTOXXEHUH Jiena.

3.4. Omucu pnen cyAeOHBIX KOJUJIETHM, CYyACOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX
MPUCYTCTBUM, CTPYKTYPHBIX MOJpa3/IeIeHU Cyaa COCTABJSIOTCS IO YCTAaHOBJIEHHOH Qopme
(mpunoxenus N 3, 4 k HacTosiert MHCTpyKIuM) B IBYX 3K3eMIUISIpax U MPEACTABISIOTCS B ApXUB
CyJla HE TO3/IHEE UeM Yepe3 MIEeCTh MECSIIEB MOCIE 3aBEPIICHUS JIeT B IEJIOMPOU3BOJICTRE.

[lepenaya aen MOCTOSHHOTO U BpeMEHHOTO (cBbilie 10 1eT) cpokoB XpaHEHUsI B apXUB CyAa
OCYILIECTBIISIETCS 1O OMHUCSM Jell CyAeOHBIX KOJUIETHH, CYIeOHBIX COCTaBOB, MOCTOSIHHBIX
CyneOHBIX MPUCYTCTBUM, CTPYKTYPHBIX MojpasjaeneHuil (mpuioxkenus N 3, 4 Kk HacTosIuen
WNucTpykumm).

3.5. Ilpu cocTaBiieHUH OMUCH JEN CyIeOHBIX KOJUIETHH, CyJeOHBIX COCTABOB, MOCTOSIHHBIX
CyleOHBIX TPUCYTCTBHUM, CTPYKTYPHBIX TMOJpa3eNeHu Ccyaa COOMIOJAI0TCS CIEAYIONne
TpeOOBaHUA:

3aroJIOBKHU JC€JI BHOCATCA B OIIKCH ITOJIHOCTBIO,
KaXX10€ A€J10, TOM BHOCHUTCA B OIMUCH MO CAMOCTOATCIBbHBIM ITOPAAKOBBIM HOMCPOM;

rpadpl OMHUCH 3aMONHSIOTCS B COOTBETCTBHHM CO CBEJICHHUSMH, KOTOPHIE BBIHECEHBI Ha
00JIOXKKY Jiena;

rpada onucu "llpumeuanue" wucmodab3yeTcs UIE OTMETOK O mpueme (mepeaaue) Ael,



0COOCHHOCTSX (PU3NUYECKOTO COCTOSHUS, O HATMIMH KOTIHH.

B koHI1e onMcu nien 3a nmociaeaHel onucaTenbHON CTaTbel 3aloNHAeTCs UTOroBas 3aluch, B
KOTOpO# yKa3bIBatoTCs (LHM(paMu U MPONHUCHIO) KOJUYECTBO /€N, MEPBBIM U MOCIEIHUN HOMEpa
Je]l TI0 ONMCH JeJl, @ TAaKXKE OrOBapHUBaIOTCS OCOOEHHOCTH HyMEpaluu JeJl B ONUCH (HaJudue
JUTEPHBIX U IPOMYIIEHHBIX HOMEPOB).

3.6. Ilepen BHeceHHMEM 3arojIOBKOB JIeJ B ONHCHU €] CYAEOHBIX KOJUIETUH, CyAeOHBIX
COCTaBOB, IIOCTOSIHHBIX CYyJIEOHBIX TNPUCYTCTBUHM, CTPYKTYpPHBIX MOApA3JeNeHul cyna
paOOTHHKaMM, OTBETCTBEHHBIMHM 32 BEJI€HHE JEJONPOU3BOJICTBA, IPOBEPSIOTCA KadyeCTBO
¢opmupoBaHuss U O(QOpPMIIEHHS JEJI, COOTBETCTBUE KOJUYECTBA J€JI, BHOCHUMBIX B OIHCH,
KOJINYECTBY 3aBEJICHHBIX JIEJ]I 10 HOMEHKIIATYpe.

HpI/I IIPOCMOTPEC ACI ITPOBECPAIOTCA: COOTBCTCTBHUC 3ar0JIOBKA JICjIa COACPIKAaHNIO JOKYMCHTOB
B ICJIC; ITPAaBUJIbBHOCTDH O(bOpMJ'ICHI/IH U I'PYINIIAPOBKA JOKYMCHTOB, BKIIFOYCHHLIX B JICJI0; KAYCCTBO
IMOAIMBKN WKW MCPCIICTa ACJa, IMPaBUJIBHOCTb HYMCpAIHWM JIMCTOB ACJIa, HAJIWMYUC B [CJIC
BHYTpeHHeﬁ OIIMCH JCJIa U IIPAaBUJIBHOCTDL €€ COCTABJICHUA, IIPABUJILHOCTD O(bOpMJIeHI/I}I 00105KKH
AcJ1a; HAJINYWEC U TPAaBUJIBHOCTD JIMCTA-3aBCPUTCIIA.

[Tpu oO6HapyXeHUH HapyILLIEHUsI YCTAHOBJIEHHBIX MpaBUil (OpMHUPOBAHUS U 0DOPMIIEHHUS JE
OHU JIOJKHBI OBITh YCTpaHEHbl pa0OTHUKAMU, OTBETCTBEHHBIMH 32 BEJICHUE JI€JI0NPOU3BO/ICTBA.

3.7. B cnydae oOHapy>XeHHs OTCYTCTBHS J€J, 3aBEICHHBIX B COOTBETCTBUU C
HOMEHKJIATYpOi, pabOTHUKOM, OTBETCTBEHHBIM 3a BEACHHUE JICJIONPOU3BOJICTBA B CYACOHOM
KOJUIETHH, CyAeOHOM COCTaBe, IMOCTOSSHHOM CyA€OHOM TMPUCYTCTBUM WU CTPYKTYPHOM
MOAPA3ACIICHUH Cy1a, MPUHUMAIOTCS MEPHI 1O UX PO3bICKY. OOHAPYKEHHBIE Jiefia BKIIOYAIOTCS B
OIHCH JIEN.

Ecnu npunsiThIE MEpBI HE 1alTi pe3yIbTaTOB, TO HA HEOOHAPYKEHHBIE JIea COCTABIISIETCS aKT
00 yTpare IOKYMEHTOB B MPOHU3BOJIBHONU )OopMe, KOTOPBIH TOAMUCHIBACTCS HAYAIIBHIUKOM OT/Ieja
JIEONPOU3BOICTBa (00IIEro oTaesa) U mpeaceaaTesieM Cy1e0HON KOJIJIETnH, Cy/Ie0HOTO COCTaBa,
YIOJTHOMOYEHHBIM JIMIIOM TOCTOSHHOTO CYAEOHOTO MPUCYTCTBUS, HAUYATBHUKOM CTPYKTYPHOTO
nojpasfenenus cyna. Jlamee akt 00 yrpaTe JOKYMEHTOB YTBEPKIAETCs MpelcenaTesieM cyaa U
nepesaeTcss BMECTE C OMHUCHIO e CyAeOHOH Koiulernd, CyAeOHOro coCTaBa, MOCTOSHHOTO
CylIeOHOTO MPUCYTCTBUS, CTPYKTYPHOTO TOJpa3felieHus cyla pabOTHUKY, OTBETCTBEHHOMY 3a
paboTy apxuBa cyja.

3.8. Onucu nien, ONUCH 3MEKTPOHHBIX TOKYMEHTOB (IOJOBBIE pa3/ielibl OMKUCeN e, onucen
ANEKTPOHHBIX JOKYMEHTOB) (mpuiioxeHus N 5, 6, 7, 8 k HacTosieil MHCTpyKIIMM) COCTaBIAIOTCS
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa Cy/Aa, Ha OCHOBaHHM OIHUCEH 1en, omucen
ANIEKTPOHHBIX JOKYMEHTOB CYAEOHBIX KOJUIETUH, CyleOHBIX COCTABOB, NMOCTOSIHHBIX CYIEOHBIX
MPUCYTCTBUN U CTPYKTYPHBIX MOApaA3IeICHU cya.

(B pex. Ilpukaza CyneOHoro aenapramenta npu BepxosHom Cyne PO ot 29.05.2024 N 124)

3.9. IlepBoMy ro10BOMY pa3zieny OMUCH eI IPUCBAUBACTCS HOMED OIUCH M0 JIUCTY (OH/IA,
BCE TOCIICYIOIINE TOIOBBIC Pa3Ieibl YUCIATCS 32 JaHHBIM HOMEPOM JI0 3aBEPIICHHS OTIHCH.

He momyckaeTrcss mpHCBOCHUE OMHCSIM JIeJT OJUHAKOBBIX YUETHBIX HOMEpPOB B Tpenesax
onHoro (oHpa.



3.10. Ecnu onuck Jiei1 COCTOUT U3 HECKOIBKHUX T'OJOBBIX Pa3/iesioB, TOMOB, UTOTOBas 3aMKCh
COCTaBIIICTCSA K KaXJIOMY TOJIOBOMY pasjeiny, ToMy. K KakJaoMy IMOCIEIyIOIIeMy T'0JIOBOMY
paseny, TOMy B HapacTaroIeM MOPSIKE COCTABISIETCS] CBOTHASI UTOTOBAS 3aITHCh.

FOI[OBI)IC pasacibl, CCJIXM OHU HC SABJIAIOTCA 3aKOHYCHHOM OIMIUCBIO, HE IMOAIIMNBAKOTCA U HEC
ICPCILICTAIOTCA.

3.11. 3akoH4eHHas OMHCH JeN Ha OyMaKHOM HOCHTENe JOJDKHA BKIItoYaTh HE Oonee 9999
eIMHHII XpaHEHUSI.

3aKOHYCHHAs OIHUCH ACJI BMCCTC C THUTYJIBHBIM JIMCTOM U CIIPABOYHBIM aIlllapaToOM K HEH
3aKJII049acTCAa B TBEPAYIO O6J'IO>KKy, HYMCPYCTCA N MOAIHNBACTCA WJIN IICPCIIIICTACTCS.

Kax(z[aﬂ 3aKOHYCHHAasA OIIMCh ACJI, KaXXJbIM TOM ONHUCHU ACJ JOJKHBI UMETh JINCT-3aBCPUTCIIb.

3.12. B cnopaBouHBI/i ammapaT K ONUCH J€J1 BXOIAT: THUTYJIBHBIM JIMCT;, IIEpEYEHb
NeperMMEeHOBaHUN cyaa (eciu MHQOpMAIUS O NMEPEMMEHOBAHUU HE COJEPKUTCA B THUTYJIHLHOM
JHUCTE OIKCH), CoJep)KaHue (OTJaBJIeHUE); MPEANUCIOBUE; CHHCOK COKpPAILCHW; yKa3zaTelnu K
onucH (MpeIMETHBIA, UMEHHOU, TeorpaduuecKoit).

3.13. Ha TUTYIbHOM JIMCTE ONMCH €I YKa3bIBAIOTCS:

MOJIHOE HAaUMEHOBAHHUE TOCYAAPCTBEHHOTO apXuBa (€Clid CYJ BBICTYINAET €ro MCTOUYHHUKOM
KOMILICKTOBAHUA);

MOJIHOE HAMMEHOBAHUE CY/Ia;
HOMEp apXUBHOTO (HOH/A;
HOMEP Y Ha3BaHUE OIHCH;
KpaliHue 1aThbl BHECEHHBIX B OMUCH SUHUI] XPaHEHUSI.

HamMenoBanme Cyda YKa3bIBACTCA IO MOCIICAHEMY IOy BKIIIOUCHUSA TOKYMCHTOB B OITUCH
ACII.

3.14. B npenucioBUM K OMMCHU €N YKAa3bIBAIOTCS CBEJICHHSI B XPOHOJIOTMYECKMX paMKax
KpalHMX JaT €AUHUL XPAHEHUs, BKIIFOYECHHBIX B OIIUCH:

00 U3MEHEHUSIX B HAMMEHOBAHUU CY/Ia;
0 CTPYKTYpE Cy[a;

00 ocoOeHHOCTSIX odopMiIeHHS W (OPMHUPOBAHUS M€, OMHUCAHUS U CHUCTEMaTHU3AlUU
3aroJIOBKOB JIEIT;

0 COACPIKAaHUU U ITOJTHOTC ICII;

0 HAJIMYUUA U OCOOEHHOCTAX MH(OPMAIMOHHBIX CHUCTEM, 0a3 JaHHBIX, UCIOJIB3YEMBIX IS
paboThl C DJIEKTPOHHBIMU JOKYMEHTAMH, PErUCTPAllMOHHO-YYETHBIMU (opMamMu JAen u
JOKYMEHTOB M 00pazaMu (CKaHaMHM) €7 U JOKYMEHTOB.



3.15. B cnyuae oOHapykeHUS HOBBIX JIeJl, HE BHECCHHBIX B OIMUCH JIEN Cy/IeOHON KOJIIETHH,
CyIeOHOTO COCTaBa, MOCTOSHHOTO CYJAEOHOTO MPHUCYTCTBHS WM CTPYKTYPHOTO IMOJApa3esiCHUs
CyJla WJIH OTIMCH JIeJI, TAKKE JIe]a BHOCATCS B YKa3aHHBIC OTHCH IO JINTEPHBIMA HOMEPaMHU.

BHecenne u3MeHEHMI B TOJOBbIE pa3zieibl OmMCH Jed nocie ux yreepxacHus OIIK
apXUBHOTO YUYPEKIEHUS WIM TOCYAApCTBEHHOIO apXuBa JOIYCKAaeTCA TOJIBKO HAa OCHOBAaHUHU
COOTBETCTBYIOIIMX PEIICHUH sKcrepTHOM komuccuu cyaa u DIIK apXxuBHOro yupexaeHus
(rocyiapcTBEHHOI'O apXHBa).

3.16. Onucu fein (roloBble pa3Jienbl ONMCEN) MOCTOSHHOTO XPaHEHMsI, BPEMEHHBIX (CBBIILIE
10 neT) cpoKOB XpaHEHUs, ONMUCEH JIed MO JUYHOMY COCTaBY COIJIACOBBIBAIOTCS C AKCIEPTHOU
KOMHCCHEN Cyaa.

3.17. CornacoBaHHbIe SKCIIEPTHON KOMHUCCUEH Cy/la OmUCH el (TO0BbIe pa3/ebl OMKUCEe),
€CIM CyJ BBICTYNMAeT HCTOYHHUKOM KOMIUIEKTOBAaHUSI TOCYJApPCTBEHHOIO apxuBa, JHMOO Mpu
HaJU4YUU COOTBETCTBYIOIIEIO JOTOBOpPa C apXUBHBIM YUPEKIACHUEM, NPEACTABISIIOTCS Ha
yTBepKIAeHHE cooTBeTCTBYIOMIEH DIIK apXuBHOTO yupexaeHus.

Onucu nen (romoBble pas3feibl OMUCEH) HAMPaBISIOTCS B YETHIPEX OHK3EMIUIApax Ha
OYMa)KHOM HOCHUTEJIE U OJTHOM IK3EMIUISIPE B AJEKTPOHHOM BHJI€ B PEAAaKTUPyeMOM (opmMmarte He
MO3/IHEE YeM 4epe3 3 roja nociie 3aBeplieHus e B 1eT0NPOU3BOICTBE.

3.18. Ilepen HampaBlieHUEM OIUCEN JEJI HAa YTBEPKICHUE MPOBEPACTCS HaIU4yue e,
BKJIFOYEHHBIX B 3TH OIHUCH.

3.19. Tlocne ytBepxkaeHus omucedd nen (roaoBwix pasnenoB omwmceit) DIIK apxuBHOTO
YUpEeXKJACHUSI OHU YTBEPKAAIOTCS IpeceaaTesIeM Cya.

4. JKcnepTH3a HEHHOCTH J0KYMEHTOB. 3a1au U QyHKIHH
JIKCIIEPTHON KOMMCCHHM CyJa

(B pen. Ilpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

4.1. TlpenMeToM >KCHEpPTU3bl LIEHHOCTH JAOKYMEHTOB (Jajee - HKCIepTH3a LEHHOCTH)
SBJISIETCS. ONPENENICHUE COOTBETCTBUSl JOKYMEHTa U (MJIM) JAOKYMEHTOB KpPUTEpPUAM €ro (uXx)
IIEHHOCTH B LIETISIX OMPEACIICHHs CPOKa XpaHEHHUS U 0TOOpa TOKYMEHTa U (MJIM) JOKYMEHTOB st
BKJIIOYEHUsT B cocTaB ApxuBHoro ¢onma Poccuiickoit @Depepaniu Wik BBIICTICHUS K
YHUYTOXKEHHIO IO UICTEYEHUN YCTAHOBICHHOTO CPOKA XPAHEHUS.

OOBEKTOM IKCTIEPTU3HI IIEHHOCTH SIBIISIETCS JOKYMEHT U (MJIN) TOKYMEHTHI.

3KCHepTI/I3a ONEHHOCTHU MPOBOAUTCA HAa OCHOBAHHU INPHUHIOUIIOB UCTOPU3MA, CUCTEMHOCTH U
HEJIOCTHOCTU IMMYTEM KOMIINICKCHOT'O IPUMCHCHUS CICAYIOIINX KPUTCPUCB:

MPOUCXOXKIACHUS (3HAUUMOCTD BBIMOIHIEMBIX CYyJIOM (YHKIIMH, BpeMs U MECTO 00pa30BaHUs
JOKYMEHTA);

colepaHus (3HAUCHHE MMEIOIEHCcs B JOKyMEHTE HH(OpPMaluu, MOBTOPEHHE ISTOU
MH(OPMALIMK B IPYTUX JOKYMEHTAX, MOJUIMHHOCTh JOKYMEHTA);



BHEIIHUX OCOOCHHOCTEH JOKYMEHTOB (BUJ JOKYMEHTa, (hopMa (GUKCUPOBAHUS U NEpeaadn
COJIepXKaHMsl, IOpUInYecKasl JOCTOBEPHOCTh (HaJU4Me MOANMCEH, 1aT, eyarei) JOKyMeHTa, ero
(u3HUECKOe COCTOSIHUE), @ TAKKE MPUTOAHOCTHU /Il UCHOJIb30BaHus (BOCIPOU3BOAUMOCTH (TIpU
AKCIIEPTU3€ LEHHOCTHU IEKTPOHHBIX U ayITMOBU3YAIbHBIX TOKYMEHTOB).

4.2. DKcriepTr3a EHHOCTH JOKYMEHTOB CyJ1a MPOBOAUTCS:

MIPU COCTABJICHUU HOMEHKJIATYPBHI, B Iipoiiecce (OpMUPOBaHUS JET;

IIPHU TIOJITOTOBKE JIEN, JIEKTPOHHBIX JIe] K Tepeade B apXuB Cy/1a;

MIpU MOJTOTOBKE K Mepeade e, IEeKTPOHHBIX JIe]l Ha XpaHEHHUE B TOCYapCTBEHHBIN apXUB;
MIPU BBIICJICHUH K YHUUTOXEHUIO JIeJl, JJICKTPOHHBIX JIeJI, HE MOJIekKAIUX XPAHECHHUIO.

4.3. 3ajauamMu SKCIIEPTU3BI LICHHOCTHU SIBJISTFOTCSL:

ompeieNieHne CPOKOB XPaHEHUS JOKYMEHTOB TIPH pa3paboTKe HOMEHKIIATYPHI;

0oTOOp JOKYMEHTOB ISl BKIIFOUCHUS B cocTaB ApxuBHoro ¢ouaa Poccuiickoit deaepanyu, a
TaKoKe 715 TIepelauul B apXUB;

BBIABJICHUC OOKYMCHTOB C HCTCKIIMMH CPOKaMHM XPAaHCHHUSA JIA BKIIIOYCHHUSA HX B 4AKT O
BBIJICJICHUN K YHUYTOXCHUIO JOKYMCHTOB, HC ITOJJICKAIIUX XPAHCHHIO.

4.4. DxcniepTU3e UEHHOCTH MOJIJIEXKAT BCE JOKYMEHTHI CYla HE3aBUCHUMO OT BUJIOB HOCUTEIIEH
U cr1oco00B 3aIncH.

Pemenne o BKIIOYEHUHU TOKYMEHTOB B cocTaB ApxuBHOTO QoHaa Poccuiickoit @enepanuu
npuHuMaetcs JIIK apXxuBHOTO yupexaeHusl.

4.5. Cpoku XpaHEHUs JOKYMEHTOB IpU TIPOBEACHUM MX OKCHEPTU3bl IIEHHOCTHU
YCTaHABIIMBAIOTCS B COOTBETCTBUU C (enepaabHbIMU 3aKOHAMH W HMHBIMH HOPMATHBHBIMU
paBoBbIMU akTamu Poccuiickor @enepannu, NMEpeYyHSIMU THUIOBBIX aPXUBHBIX JOKYMEHTOB C
YKa3aHUEM CPOKOB UX XpaHeHUs U llepeuneM 1OKyMEHTOB.

4.6. B mensx opraHuzaiyy ¥ TPOBEACHUS METOAUYECKOW M MPAKTUYECKOW paboOTHI IO
JKCIIEPTH3E IIEHHOCTH JOKYMEHTOB, OOpa30BaBIIMXCS B JACATEILHOCTH CyJa, CO3/aeTCs
JKCIIEpTHAsE KOMHUCCHUSL CyJa, KOTOpas SBJISETCA COBEIIATEIbHBIM OpPraHOM U JIEMCTBYET Ha
MMOCTOSIHHOM OCHOBE.

DKcnepTHasi KOMHUCCHUsSI CyJa CO3/1aeTcsl MPUKAa30M TMpejaceaaressi cyla U JEHCTBYeT Ha
OCHOBaHWU TIOJIOKECHHS, pa3pabOTAHHOTO HAa OCHOBE NMPHUMEPHOTO MOJIOKEHHSI 00 IKCIEPTHOU
KOMHUCCHUH  OpraHW3allid, yTBEP)KJCHHOW  YIOJTHOMOYEHHBIM  (peiepadbHBIM  OpraHoM
WCTIOJTHUTENHHOM BIACTH B c(hepe apXUBHOTO Jieja U IeTONMPOU3BOICTBA.

Cynpl, BBICTYNAIOLIME HCTOYHUKOM KOMIUIEKTOBAHUS TOCYAAPCTBEHHOIO  apXUBa,
COTJIACOBBIBAIOT MOJIOKEHUE 00 SKCIIEPTHON KOMHUCCUU cyaa ¢ cooTBeTcTBYomIei DIIK apxuBHOTrO
YUPEKICHHUS.



4.7. B cocTaB 3KCHEPTHOW KOMHCCUU CyJla, Ha3HA4YaeMblil MPUKA30M Ipejacenarelns cyza,
BXOJIAT: MpeCceaTe b KOMUCCHUHU (OJMH U3 3aMECTHUTEIIEH MpeiceIaTeNs Cyla U CYIbsl (B cilydae
OTCYTCTBHUSI 3aMECTHTENS TpeAcenaTens cyaa), ceKperapb (pabOTHHK Cyna, OTBETCTBEHHBIN 3a
paboTty apxuBa), paOOTHUKH OTJeNa JeIONPOU3BOJCTBA (00IIEeTo OT/eNa), CYAeOHBIX KOJIJIETHA,
CyIeOHBIX COCTaBOB, IIOCTOSIHHOTO CYyJIeOHOTO TPHUCYTCTBUS U JPYIMX CTPYKTYPHBIX
nojipa3JielieHuit cya.

Takke B COCTaB ASKCHEPTHOM KOMHUCCHM Cylla MOXET OBITh BKJIIOYEH TMPECTABUTEIb
rOCY/IapCTBEHHOTO apXWBa W/WIH YIOJHOMOYEHHOTO OpraHa UCIOJHUTEIBHON BIACTH CYyObEKTa
Poccuiickoit denepannn B chepe apXUBHOTO Jea (10 COTJIaCOBAaHHUIO).

4.8. DKcnepTHas KOMUCCHS CyJla OCYLIECTBIISIET caeaAyrolue (yHKINN:
4.8.1. Opranu3yeT eKeroaHbIN 0TOOp JeN I XpaHCHUS U YHUYTOKEHHUS.
4.8.2. PaccMarpuBaeT 1 NpUHUMAET PEIICHUE O COTJIACOBAHUM:

MIPOEKTOB OIMKUCEH JIeJ MOCTOSIHHOTO U BpeMeHHBIX (CBbIIe 10 J1eT) CpOKOB XpaHEeHHsI, OTHCEH
JIeJ1 TI0 INYHOMY COCTaBY;

IMPOCKTOB HOMCHKJIATYp ACII;
IIPOCKTOB AKTOB O BLIACICHHUHN K YHUYTOXCHHUIO ACJI, HC IMOJJIC)KAIIIUX XPAHCHHUIO,

IMPOCKTOB AaKTOB O HGO6H3py>K€HI/II/I APXUBHBIX JOKYMCHTOB, IIYTH PO3BICKA KOTOPBIX
HCYCPIIAHbI;

IIPOCKTOB aKTOB O HCUCIIPABHUMBIX ITOBPCKIACHUAX aPpXUBHBIX JOKYMCHTOB,

MIPOEKTOB JIOKAJbHBIX HOPMATHBHBIX AaKTOB M METOJUYECKHX JTOKYMEHTOB CyJa IO
JEJIONPOU3BOJICTBY U apXUBHOMY JIEITY.

4.8.3. 'oTOBUT npeasioxkeHust 00 yCTaHOBJICHUH (M3MEHEHUH ) CPOKOB XpaHEHUS IOKYMEHTOB
U BHECEHMM COOTBETCTBYIOLUIMX H3MeHeHHH B IlepedeHb AOKYMEHTOB, C [aJbHEHIIMM UX
npencraBieHueM Ha paccmotpenne CyaebHoro nenapramenTa npu BepxoBaom Cyne Poccuiickoit
denepannd.

4.8.4. CoBMECTHO C apXWMBOM CyjAa, OTAEJIIOM JCJIONPOU3BOJCTBA (OOIIUM OTACIOM) M
KaJIpOBOW CIIyk00¥i opraHusyer s pabOTHUKOB CyJa KOHCYJIbTAIlMU 1O BOMPOCaM padOTHI C
JOKYMEHTaMH, OKa3bIBACT UM METOJIUYCCKYIO TTOMOIIb, YIACTBYET B IMOATOTOBKE M MPOBEIACHUHU
MEPOIPHUSATHH 1O MOBBIMICHUIO UX KBATU(UKAIIH.

4.8.5. BpimonHseT wWHbIE (QYHKIMH, YCTAHOBJIEHHBIE 3aKOHOJATENHCTBOM Poccuiickoit
@enepanuu B cepe apxXUBHOTO Jejla U JEJIONPOU3BOJCTBA U IOJIOKEHUEM 00 JKCIEPTHON
KOMHCCHH CYJIa.

4.9. 3acenaHus dKCIEPTHOW KOMHCCHUHU CyJa MPOBOJSTCS MO Mepe HEOOXOIMMOCTH, HO HE
MEHEee JIBYX pa3 B rof, ohOpMIISIIOTCS MPOTOKOJIOM, KOTOPBIA MOAMUCHIBACTCS TIpeAceaaTeIeM 1
CeKpeTapeM KOMHCCHH.



3aceaHue 3KCIEPTHON KOMHUCCHU CyJla U MIPUHATHIE PELIEHUS CUUTAIOTCS TPABOMOYHBIMU,
€CJIM Ha 3aceJaHUM IIPUCYTCTBYET 00Jiee IOJIOBUHBI €€ COCTaBa.

Pelienust SKCepTHOM KOMHUCCUHU CyJa MO KaXXIOMY BOINPOCY (JOKYMEHTY) MPUHUMAIOTCS
00JBIIMHCTBOM T0J1I0cOB. CIIOpHBIE BOIMPOCH! MPH Pa3AesieHUH ToJIOCOB MOPOBHY pa3pellaroTcs
IpeaceiaTesieM IKCIEPTHON KOMUCCUHU CYIa.

4.10. Benenue 1enonpon3BOACTBA IKCIEPTHOW KOMUCCUU CY/1d, XPAaHEHUE U UCIIOIb30BAHUE
ee IOKyMEHTOB, OTBETCTBEHHOCTb 332 UX COXPAHHOCTh, & TAKXKE KOHTPOJIb UCTIOJIHEHUS IPUHSTHIX
HKCIEPTHOW KOMHUCCHEN CyJla pelIeHnii BO3/IaraloTcsl Ha CeKpeTaps SKCIEPTHONM KOMHUCCUU CyJa.

4.11. Ilo pesynapTaTaM 3KCHEPTU3bl ILIEHHOCTU JOKYMEHTOB B CYJIEOHBIX KOJUICTHUSX,
CyIeOHBIX COCTaBaX, MOCTOSIHHBIX CYACOHBIX MPUCYTCTBUAX, CTPYKTYPHBIX MOAPA3ICICHUIX Cyaa
COCTaBJISIIOTCS:

HOMEHKJIATYphl JeJl CyAeOHBIX KOJUIETHM, CyAeOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX
MPUCYTCTBUHN, CTPYKTYPHBIX MOApa3IeTIeHUI Cya;

OTIHCH JIeJI, OITUCH DJIEKTPOHHBIX JIeT CYACOHBIX KOJUIETH, CyIeOHBIX COCTABOB, TOCTOSIHHBIX
CyZIeOHBIX IPUCYTCTBUHM, CTPYKTYPHBIX MOApPA3EICHUN Cya: MOCTOSTHHOTO, BPEMEHHBIX (CBBIIIE
10 net) cpokoB XpaHEHUS, 110 TUYHOMY COCTaBY;

OpPE/UIOKEHUsI K aKTy O BBIACICHHUM K YHHUYTOXKEHHIO JOKYMEHTOB, HE IOAJEKAILINX
XpaHEHUIO.

5. OdopMieHue A€l M HHBIX JOKYMEHTOB K IOCJIeAY0IEeMY XPAHEHUIO
B apXMBe cyaa

(8 pen. Ilpukaza CynebHoro nemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

5.1. 3akoHYEHHBIEC EJIONPOU3BOJCTBOM Ji€jla MOCTOSIHHOTO (B TOM YHCJIE CO CPOKOM
XpaHeHus "0 TUKBUJALUU cyaa') U BpeMeHHbIX (cBbile 10 j1eT) CpOKOB XpaHEHHUs, B TOM YHCIIE
M0 JUYHOMY COCTaBY, MOCJI€ OKOHYAHHS KaJCHAAPHOTO TOJa MOJrOTAaBIMBAIOTCS K TMEepeade B
apXuB CyJia ¥ TIOJIJIEKAT MOJHOMY O(DOPMIICHUIO U OMTUCAHUIO (BKIIOUYEHHUIO B OIUCH JIET).

Odopmienne u omucaHue Jed 10 Tepeladyd B apXUB OCYIIECTBISETCS pPabOTHUKAMU,
OTBETCTBEHHBIMU 3a BEJICHUE JEJIONPOU3BOJCTBA B CYACOHOM KOJIErHMH, CyAeOHOM COCTaBe,
MIOCTOSIHHOM CY/1Ie0HOM MPHUCYTCTBUU UM CTPYKTYPHOM IOJPA3ACIICHNUN CY/Ia, B COOTBETCTBHUHU C
tpeboBanusamu [Ipasun N 77, unctpykuumii N 36, N 161, N 224, N 225 u Hacrosuieit UncTpykiuu.

5.2. Ilpu popmupoBaHUH €] HEOOXOIUMO COOJIIOIATH CIIEYIONINE TPEOOBAHUS:
JIOKYMEHTHI TIOCTOSTHHOTO ¥ BPEMEHHOTO XpaHEHUs TPYIIUPYIOTCS B OT/ACIBHBIC JIENa;

B JICJIO BKIIOYAKOTCA MJOKYMCHTBI, KOTOPBIC IIO CBOCMY COJACPKAHUIO COOTBETCTBYIOT
3arojiIoBKy acia, MOpeayCMOTPCHHOMY HOMGHKHaTypOﬁ. 3aroiaoBoK Aciia  YTOYHACTCA B
COOTBCTCTBHH C (1)aKTI/I‘-IeCKI/IM COCTAaBOM U COJACPIKAHUCM JJOKYMCHTOB,

B JICJIO BKIIIOYACTCA OAWH SK3CMINIIAP KAXXIOT0 JOKYMCHTA,



B JieJla TPYNIUPYIOTCSA JOKYMEHTBI OJJHOTO KaJIeHIapHOIo rojia (MCKII0YEHHE: IEPEXOSIINE
nena; cyeOHbIe Jiena; JINYHbIe Jejia, KOTOphle (POPMUPYIOTCS B TE€UEHHUE BCEro Nepuoja padoThl);

MMPUIIOKCHUS, JTUCThl O3HAKOMJICHUS, COITIACOBAHUA W PEC30JIIONUU K JOKYMCHTAM SBJIAIOTCA
WX HEOTHEMJIEMOM 4YacThl0 M BKJIIOYAKTCI B SO BMECTE C JAOKYMCHTaMH, K KOTOPBIM OHH
OTHOCATCA,

NpHKa3bl (pacopsyKEHUs1) TPYNIUPYIOTCS B JieJa B COOTBETCTBUU C YCTAHOBJIEHHBIMU IS
HUX CPOKaMU XpaHCHUS;

JIMYHBIC JCJIa (bOpMI/Ip}/'I-OTC}I OTACJIBHO HAa KaXXJI0I'0 pa60THI/IKa, JOKYMCHTHI B IMYHBIX ACJIaX
pacmojaararoTcda B XpOHOJIOTHUYCCKOM MOPAAKE 1O MEPC MOCTYIIJIICHU A,

JUIEBbIE CYeTa MO oOIUlaTe Tpylda pabOTHUKOB TPYNIHPYIOTCS B OTHAEIbHBIC JAelia U
pacroyiaratroTcsi B Hux 1o ajiaButy haMuinii, UMEH U OTYECTB (ITPU HATUYHH);

HC OOIMYCKACTCA I'pylIIpOBaTh B €JIa YCPHOBLIC U I[}I6J'I€THBI€ 9K3CMILIAPBI IOKYMCHTOB, a
TAaKXKC TOKYMCHTEI, ITOJJICKAIIUC BO3BpATYy.

5.3. [lonnoe opopmieHue eia Ha OyMa)kHOM HOCUTEJIE MPEayCMaTPUBAET:
u3bsATHE (PaliIoB-BKIAABIIIEH, CKPETIOK, METAJUIMYECKUX CKOO, CTUKEPOB;

HNOJIIMBKY WIH TIepeIuieT JOKYMEHTOB Jesia (HehopMaTHbIE TOKYMEHTHI XpaHSTCS B
3aKpPBITHIX TBEPJBIX MAMKaX WIH KOPOOKAX);

HyMEpaIHIO JUCTOB Jea;
COCTaBJICHUE JMCTa-3aBeputens nena (mpunoxenue N 10 k HacTosiieit UHCcTpyKIun);

COCTaBJICHUE BHYTPEHHEH OMHCH JTOKYMEHTOB Jeina (mpuioxkenue N 11 k HacTosiei
WNuctpykumn);

oopmienue 06s0xku Aena (mpuioxxkenue N 12 k HacTosieit MHCTpyKumn);
JIUCT UCTIONB30BaHUS (TP HEOOXOTUMOCTH).

5.4. lleno Ha OyMaXHOM HOCHUTEJIE HE JOJDKHO cojepkaTh Oosiee 250 TUCTOB IIPH TOJIIUHE
Kopelka He 6oiee 4 cM.

Ecnm xonmdecTBO nHMCTOB B jefie mpesbimaeT 250, MOKyMEHTHl (pOpMHUPYIOTCS B TOMa B
XPOHOJIOTHYECKOM Topsiike. ToM 2 MOXXET ObITh HauaT JIMIIb MOCje OKOH4YaHus Toma 1. Jlata
OTKPBITHS TOMa 2 He JJ0JKHA OBITh paHee JaThl OkoHYaHus Toma 1. Ha Tomax mosmkeH ObITh 001Iuit
3aroJIOBOK M0 HOMEHKJIAType JIedl.

5.5. JlokyMeHTBhl MOJIIMBAIOTCS Ha 4YeThIpe IMpPOKoJa B TBEPAYI OOJOXKKY WU
MIEPEIUIETAIOTCS ¢ Y4€TOM BO3MOXKHOCTH YTEHHMS BCEX JOKYMEHTOB, 1aT, BU3 U PE3OJIIOLIUNA HA HUX.

[Ipu HeoOXoaMMOCTH MOKYMEHThI MeHee ¢opmara AS (YeKd, KBUTAHIIMH, CIIPaBKH,
dboTorpaduu u ApyrHe) B 1EIAX yA00CTBA MOAIIMBAHUS HaKJIeuBatoTCs Ha TUCT popmarta A4. [1pu



OTCYTCTBUHU 1IOJIA JIA TTOAINIMBKH TOKYMCHT HGO6XOI[I/IMO HaKJIEUTh O0e3 IMOBPCIKACHUA TCKCTA Ha
BCIOMOTATEJIbHBIN JIUCT.

I[OKYMCHTBI MOAIMBAIOTCA B ACJIIO B XPOHOJOIMYCCKOM IMOPAAKEC, BCC HpI/IO6HICHHBIC B
IIponecce paCCMOTPCHUA Cy,Z[e6H01"0 JACJIa IOKYMCHTEI - B ITOPAJAKC UX ITOCTYIIJIICHUA.

B cnywsae wucnonb3oBaHus sl (UKCHUpOBaHUA XoJa CyAeOHOTO 3acelaHus CpelCTB
ay/IM03alluCl M HHBIX TEXHUYECKUX CPEACTB DJIEKTPOHHbIE HOCHUTENH HH(popManuu (IUCKH,
JTUCKETHI, (pren-kapThl) XpaHATCS BMecTe ¢ CyAeOHBIM naenoM. [Ipu 3ToOM OHU JOJKHBI OBITH
BIIUTHI B cyAieOHOE €0 (MpuoOIIeHbI K MPOTOKOIY CyAeOHOro 3ace/laHusl) B yIIAaKOBAaHHOM BH/JIE
(KOHBEPT) C yKa3aHUEM Ha yIaKOBKE HOMEpa Jielia, aThl, a TAKKE MOAMUCAHBI YIIOJTHOMOYEHHBIM
pabOTHUKOM amnmapara cyjaa. YMakoBKa JOJDKHA OOECIeurMBaTh COXPAHHOCTH AJIEKTPOHHOIO
HOCHTEJISL OT MOBPEXKICHUN U TIOPYH.

5.6. Ilpu HyMepanuu JUCTOB B JieJiaX COOJIOA0TCS CIeAYIOIIHE TpeOOBaHHUS:

HyMepalusi MPOU3BOJUTCA apaOCKUMHU IUdpaMHu MPOCTHIM TPAPUTHBIM KapaHJAIIOM WIH
HYMEPATOPOM C BOJOCTOMKOM IITEMIEIbHON KPACKOM;

HOMEpA JIMCTOB MPOCTABIIAIOTCS B TPABOM BEPXHEM YTy JINCTA JOKYMEHTA;

dororpadpum, ueprexku, agUArpaMMbl W JpyrH€  HUIIOCTPATHBHBIE  JIOKYMEHTHI,
MPEICTABISIONINE CAMOCTOSITENIbHBIN JIUCT B JIeJI€, HyMEPYIOTCS Ha 000POTHOW CTOPOHE B JIEBOM
BEPXHEM YTIY;

JIUCT C HAaKJIEEHHBIMH JIOKYMEHTaMU (BBIpE3KaMHU, BBITTUCKaMH, (hoTorpadusiMu) HyMepyeTcs
KaK OJIVH JIUCT;

JIUCTHI (BBIPE3KH, BCTABKU TEKCTA, IEPEBO/IbI ), IOJKJIECEHHBIE OJJHUM KPAaeM K Ipyromy JIUCTY,
HYMEPYIOTCSI OTACIIBHO;

KOHBEPTHI C BIOKEHHUSIMU, MOJIIITUTHIC B JICJI0, HYMEPYIOTCS B CJICIYIOIIEM MOPSIKE - BHAYaJIe
HyMEpYeTCsl KOHBEPT, a 3aT€M OuYepEeIHbIM HOMEpPOM - KaXKJI0€ BJIOXKEHHE B KOoHBepre. Ecin
BJIO)KEHUSI HyMEPOBATh HEb3sl, UX HAJTUYHE OTOBAPUBAETCS B 3aBEPUTEIILHON HAJIIUCH;

MOJIIUTHIE B JIEJI0O JIOKYMEHTBI C COOCTBEHHOW HyMepalueld JTUCTOB (BKJIIOYas MeYaTHBIC
W3/IaHKS) HYMEPYIOTCS B OOIIEM TOPSIIKE MITH COXPAaHSIOT COOCTBEHHYIO HYMEpAIlHIO, €CJIM OHA
COOTBETCTBYET MOPSIAKOBOMY PACIIOI0KEHUIO JIMCTOB B JIEJIE;

JUCTBI 00JIBIIMX (POPMATOB MOJAIIMBAIOTCS 32 OJJUH Kpail U HyMepYIOTCs KaK OJIMH JIUCT;

BCE JIUCTHI Jiena (ToMa, 4yacTH) Ha OyMaXHOM Hocutese (KpoMe JIMCTa-3aBepuTes Jelia U
BHYTpPEHHEH OMHUCH JOKYMEHTOB Jiejia) HyMEPYIOTCSI B BaJJIOBOM TOPSIJIKE;

JIMCTBI ACJI, COCTOAIMUX N3 HCCKOJIBKUX TOMOB, HYMCPYIOTCS MO0 KAXKXIOMY TOMY OTACJIBHO.

B cnyuasx oOHapykeHHs OIIMOOK B HyMEpaluu JIUCTOB Jieja MPOBOAUTCS TMEpEeHYMEpalus
WJIY UCIIOJIb30BAHUE JIMTEPHBIX HOMEPOB JIMCTOB.

B ClIydac U3MCHCHHA HyMCpalun JIMCTOB ACJIa COCTABJIACTCSA HOBBIN JIUNCT-3aBCPUTCIIb, ITPH



3TOM CTapblil COXpaHsETCs B JIETIE.

5.7. JIuct-3aBeputens aena (npmioxenue N 10 k HacTosmel MHCTpyKIMK) cOCTaBIsAETCS HA
OTJEIBbHOM JIUCTE, MOAIUCHIBAETCS €r0 COCTAaBUTEIEM, OAIIMBAETCS (BKJIEUBaeTcs) B 1eno. Bee
MOCJIENYIOIINE U3MEHEHUSI B COCTAaBE M COCTOSHHUM JEJIa OTMEYAIOTCA B JIMCTE-3aBEPUTENE CO
CCBUIKOM Ha COOTBETCTBYIOIINI aKT.

3anpemaeTc>I BBIHOCUTD JIUCT-3aBCPUTCIIb HaA 06J'IO)KKy Jcjia NN YHUCTBIN 060pOT JINCTa
IIOCJICAHCTO NOKYMCHTA. Ecau neno noamuro uim IICPCILICTCHO 0e3 OJ1aHka JINCTA-3aBCPUTCIIA, OH
JOJIDKCH OBITH HAKJICEH 3a BCPXHIOIO YaCTh JIMCTA HAa BHYTPCHHIOIO CTOPOHY 00JI0KKH B KOHIIC aAcja.

Bcee nmociaeayromuc M3MCHCHUA B COCTABC WM COCTOSHHUH JCJa (HOBpe)KI[eHI/Iﬂ, 3aMCHa
IIOJJIMHHBIX I[OKYMCHTOB) OTMCYAIOTCA B JIMCTC-3aBCPUTCIIC CO CCBIJIKOM Ha COOTBeTCTBYIOIHHﬁ
aKT.

5.8. Ha obnoxke nena (mpunoxenue N 12 k HacTosmen MHCTpyKInM) yKa3bIBalOTCA:
HanMEHOBaHHE cy/a (OJHOCTHIO, B IMEHUTEIHHOM MaJeKe);

HAaMMEHOBAaHUE CYJAEOHOM KOJUIETHH, CYAeOHOro COCTaBa, IOCTOSHHOTO CYAEOHOro
MPUCYTCTBHUS WIH CTPYKTYPHOTO TOIpa3AeicHus cyaa (Tipy HaJTU9HN );

HOMEp ToMa (4acTH);
WHJICKC JieNia IO HOMEHKJIIATYpe;
3aroJIOBOK Jieia (Toma, 9acTH);

dbaMunrs, uMs, OTIYECTBO OCYKJICHHOTO JIMIA U TIOJIHOE HAMMEHOBAHUE CTaThU Y TOJIOBHOTO
kojekca Poccuiickoit @enepanuu, 1o KOTOPOU JIMIIO OCYXKJICHO;

damunusi, WHUIMATBI KCTLA, OTBETYMKA (HAMMEHOBaHHE OpraHu3alluu), CyTh HCKa
(3asiBNIEHUA);

dbamunusi, uUMs, OTYECTBO OIPABAAHHOTO JIMIIA WJIM JIMIA, B OTHOUICHHMH KOTOPOTO
MIPOU3BOJICTBO MPEKPAILEHO;

HOMEp TIPOU3BOJICTBA IO JICTY, YHUKAIBHBIN UACHTH()UKATOD Aeia;

KpaliHHe J1aThl Jea (ToMa, 4acTH);

KOJIMYECTBO JINCTOB B Jiesie (TOME, YacTH);

CPOK XpaHEHHsI JIea ¢ YKa3aHHeM rojia, 10 KOTOPOTO OCYIIECTBIIIECTCS XPAHCHHE,

Ha CYJ]C6HI>IX JAcjlax - IOAINMUCh CYAbHU, pPACCMOTPEBIICTO [O€JI0, Ha JACIax O6HIGFO
ACIIOMPOU3BOACTBA - MOANNCH HAYAJIbHUKA COOTBCTCTBYIOHICTO CTPYKTYPHOTI'O IMOAPA3ACIICHUA,

apXWBHBIN MUQp 1ena;

nometka "Jlyist cimyxeGHOro noiabp30BaHusA" Win rpud orpaHudYeHHst 10CTymna (Mpy HATUYUN).



5.9. Ha o0noxkax /el HOCTOSHHOIO CpOKa XpaHEHUs NpelyCMaTpUBAETCA MECTO s
HaMEHOBAHUsS TOCYJApCTBEHHOI'O apXuBa, B KOTOPBIM mepenaroTcs Jeila cyaa - HCTOYHUKA
KOMIUIEKTOBaHUSI.

[Ipy mM3MeHeHWHM HAaMMEHOBaHUA cyJa (CTPYKTYpPHOIO MOApPA3AEiEHUs CyAa) B TEUECHHE
Neprosia, OXBaThIBAEMOI'0 IOKYMEHTaMM JieJa, Ha OOJIOKKE Jeja YKa3blBaeTcCsl IOCIeaHee
HauMEHOBAHUE.

5.10. 3aroyioBoK jena JOJKEH COOTBETCTBOBATh (PAKTUYECKOMY COCTABY COJEPKAHHIO
JOKYMEHTOB JIefa.

Ecnu neno cocTOMT M3 HECKOJIBKMX TOMOB (4YacTeil), Ha OOJOXKKY KaXJ0ro ToMa (4acTH)
BBIHOCHUTCS OOIIMI 3ar0JIOBOK, a TAK)KE 3ar0JIOBOK U HOMEP KaXKJ0T0 ToMa (4acTu).

[Tpumep:

"JIOKyMEHTBI OIEpaTUBHBIX COBEIIAaHWWA cyned B 2 tomax. Tom N 1 - coBemanus cyneu
CyZeOHOM KOJUIErnH MO YTOJIOBHBIM jAenam";

"JIOKyMEHTBI OIEpAaTHBHBIX COBEIIAHWW cyned B 2 tomax. Tom N 2 - coBemanus cyneu
CyZeOHOM KOJUIErnH MO Ipa)<1aHCKUM jaenam".

B 3aronoBkax nmen, coaepikaimx KoMUY JOKYMEHTOB, JIeJaeTCs yKa3aHUe Ha HaJTUIUe KOTHH.
[TogmMHHOCTH TOKYMEHTOB JieJia B 3aT0JIOBKE HE OTOBAapPUBAETCS.

5.11. Ha o6105Ke jena yKka3pIBaloTCs KpalHHE aThl TOKYMEHTOB, IIOMEIICHHBIX B J€J10.

Ecinu B 1enio BKITFOUEHBI TOKYMEHTHI, JIaTa KOTOPBIX HE COBMAIACT C JaTOH Jelia, TO MO TaTOu
C HOBOM CTPOKH JieJIaeTcs 00 3TOM 3amuch: "B nene uMeroTcst JOKyMEHTHI 3a ... Toi(bI)".

JlaTta nena He yka3bIBaeTcs Ha OOJIOKKax JeJl, COJEpIKaIuX TOJOBBbIC IJIaHBI, OTYETHI U
JIpYyrue NTOKYMEHTHI, JaThl KOTOPBIX OTPA’KAKOTCS B 3aroJOBKax JIEI.

Jatamu aen, copepKaliux pacnopsAUTENbHYIO U HHYIO TIOKYMEHTAIUIO (JJOKJIA/Ibl, MHChbMa,
CTEHOTPAMMBbl), SIBJISIFOTCS 1aThl (YUCII0, MECSI], TOJl) perucTpaluu (COCTaBICHUs, OCTYILJICHUS )
CaMOr0 PaHHEro M CaMoro IMO3JIHEro JOKYMEHTOB, BKJIIOYEHHBIX B JIeJ0 (KpallHuUE JaThl e,
JIOKYMEHTOB).

Jaroi1 nena, cogepxkaiiero npoTOKOIbl 3aCEJaHuM, SIBISFOTCS AaThl IEPBOTO U MOCIEIHETO
MPOTOKOJIA, BKIIOUEHHBIX B JEJO.

I[aTOfI JIMYHOTI'O OCJIa ABJIAIOTCA AAThI IIOAINNCAHUA IIPUKA30B O IIPUEME U YBOJILHCHHUHU JIMIA,
Ha KOTOPOC OHO 3aBCACHO.

[Tpu 0603HaueHNM AaThl JOKYMEHTa CHavaja yKa3bIBaeTcs YUCIIO, 3aTeM Mecsl U roll. Yucio
U ros1 0003HaYal0TCs apadCKUMU H(ppamMu, Ha3BaHUE MECSIA - TPOMHCHIO.

Ecnu AaTta JOKYMCHTA MM OTACJIBHBIC €C 3JICMCHTHI ONPCACIIAOTCA HpI/I6)II/I3I/ITeJ'IBHO, Ha
OCHOBAHMWHK aHAJIM3a COACPIKAHUA OOKYMCHTA, TO OdaTa HWIHW OTACIBHBIC €€ OJOJICMCHTBI, HC
SABJIFOIIUCCA a0COJIIOTHO AOCTOBCPHBIMH, 3aKJIFOYAOTCA B KBAJAPATHBIC CKOOKH.



5.12. KonuuecTBo JIMCTOB Ha OOJIOXKKE JIEJIa YKa3bIBAETCA HA OCHOBAHHUH JIMCTA-3aBEPUTEIIS.

5.13. Cpoxk xpaHeHHUs Ha 00JI0KKE Jieja YKa3bIBa€TCS B COOTBETCTBHH CO CPOKOM XpaHEHUsI,
YCTAHOBJIEHHBIM HOpPMAaTHUBHBIMHU IIPABOBbIMU akTamu Poccuiickoit Penepannu, TUITOBBIMHU
MepEeYHSIMHU JOKYMEHTOB, [lepeuHnemM JOKYMEHTOB.

Ha pnena, BHeceHHble B omuch Jen (TOJOBOM pasliedl OMUCH JeN) Cyla - HUCTOYHUKA
KOMILUICKTOBAaHUS TOCYJapCTBEHHOTO apXWBa, apXUBHBIA MMU(p MpoCTaBiseTCs TMOCIHE
YTBEPXKIACHUS OMUCH Jen (romoBoro pasnaena omucu naen) DIIK apXuBHOTro yupexiaeHus u
yTBEPKICHUS MpeceaaTesieM cya.

5.14. ApxuBHbli mM@p BKIOYaeT B ce0d HOMEpA: apXUBHOrO (OHIA, ONUCU e,
JIOKYMEHTOB, €IMHULIBI XpaHeHus - Aena. Ha eguHunax XxpaHeHus, coaepKalux JOKYMEHTHI Ha
OyMa)XHOM HOCHUTEJe, apXUBHBIA IMIM(pP HAHOCUTCS Ha OOJIOKKY B JIEBOM HIKHEM U IIPaBOM
BEpXHEM yriax B Leisax oOecredeHus ydeta W uaeHTUukanuu. IIpu 3ToM oOo03HayeHMeE,
HAaHOCHUMOE B MPABOM BEPXHEM YIiy, nepeBopaunBaetcs Ha 180 rpaaycoB MO OTHOLICHUIO K
0003HAUEHUIO B JIEBOM HUYKHEM YTIIY.

5.15. Bo Bcex cyneOHbIX Jienax, MOoUIekKaIINX Iepeade B apXuB Ha IOCTOSTHHOE U BPEMEHHOE
xpaHeHue (cBbiie 10 ser), a Takxke B Jellax MO0 JUYHOMY COCTaBY, COCTaBIISI€TCS BHYTPEHHSS
OIUCH TOKYMEHTOB ziena (mpunoxenue N 11 k Hacrosimeit MacTpykumm).

BHyTpeHHsIs1 OnTMCh JOKYMEHTOB JIeJia TTOAIMIUBACTCS B HadaJIe JIela.
(a63arn BBeneH Ilpukazom CynebHoro nenapramenta npu Bepxosuom Cyne P® ot 29.05.2024 N
124)

JIucThl BHYTpEHHEH ONMKMCH TOKYMEHTOB JeJla HyMEpYIOTCSl OTAEIbHO OT 00IIel HyMepaluu
JOKYMEHTOB jena. MHopmanus o KOJU4ecTBE JHMCTOB BHYTPEHHEW ONMHCU JOKYMEHTOB Jela
BKJIFOYACTCS B JIUCT-3aBEPUTEIIb.

N3menenne coctaBa JOKYMEHTOB Jena oTpaxkaercs B rpade "llpumedanue" BHYTpeHHEH
OIMCH TOKYMEHTOB JIeJIa CO CChIJIKAMHU HA COOTBETCTBYIOILNUE AKTHI.

Ecnmu neno Ha OymMa)kHOM HOCHUTENE MEPEIUIETEHO WM MOJIIUTO Oe3 OJlaHKa BHYTPEHHEU
ONMMCH JIOKYMEHTOB, TO COCTaBJICHHAs II0 YCTAHOBJIEHHOW (hOpMe BHYTPEHHSS OIUCH
MOJIKJICUBAETCS K BHYTPEHHEHN CTOPOHE JIUIIEBOM 0OJIOKKH JIeTa.

5.16. B yyeTHO-perucTpalmoOHHbIX XKypHallax OCTOSHHOTO U BpeMeHHOro (cBaiiie 10 jer)
XpaHEeHUsl TIepe] UX Tepeaadei B apXuB pabOTHUKAMHU OT/EJIOB, OTBETCTBEHHBIMH 3a BEJCHUE
JAHHBIX JOKYMEHTOB, OCYILIECTBIISIETCS HYMEpalMs JIMCTOB U MPOU3BOJUTCS 3aBEpUTEIbHAA
HaJIIUCh.

Ha o00noxke perucTpalliOHHOTO JKypHaja WM KHUTH COTJIacCHO HOMEHKIJIAType
MPOCTABJISIETCS. CPOK XPAHEHUS U YKA3bIBACTCSI KOJIUYECTBO JINCTOB.

Ilepen mnepemaueli B apXWB YYETHO-CTATUCTHMUECKMX KAapTOUYEK pab0OTHHUK OTAeNa
JIeJIONPOU3BO/ICTBA MIPOBEPSET UX HAJTMYME U 3aMOJTHEHHE BCEX MPETyCMOTPEHHBIX PEKBU3UTOB.

ITocne nepeaaduu i1 B apXUB YUYCTHO-CTATUCTUYCCKUC KAPTOYKHU MOOJIKHBI XPAHUTHCA B
KapTOTCKax (SIHII/II(aX, KapTOTCYHBIX HIKa(i)aX) OTACIIBHO TII0 YTOJOBHBIM, TIpaXXIaHCKHUM,



aJIMAHUCTPATUBHBIM JIe€JaM, JlelaM 00 aJMHHUCTPATUBHBIX MPABOHAPYIICHUSAX B TOPSIKE HX
HOMEpPOB MO rogam. B kaxmom Tome AOKHO ObITh He Oojee 150 ydeTHO-CTATHCTHYECKUX
KapTouek, HO He Ooiiee 250 nucToB.

VY4eTHO-CTaTUCTUYECKHE KAPTOUKH MEPEIAI0TCs B apXUB BMECTE € al()aBUTHBIM yKa3aTeJIeM.
6. [lopsiI0K YHUYTOKEHHSI APXUBHBIX JOKYMEHTOB

(B pen. IIpukaza Cyne6Horo nenapramenTta rnpu Bepxosanom Cyne PO
ot 09.01.2024 N 1)

6.1. Haxopsmuecs B apXxuBe Jena, MO KOTOPHIM HUCTEK CPOK XpaHEHHs, YCTAaHOBJICHHBIN
neiictByromum [lepeuneM JOKYMEHTOB, OTOMPAIOTCS K YHUUTOXEeHUI0. PaboTta mo or6opy nen k
YHUYTOXKEHHIO OCYIIECTBIsIETCS PaOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXHBa Cy/a, €KEroIHO.

Z[ena U JOKYMCHTBI BKJIIOYAIOTCA B aKT O BBIACJICHHUU K YHHYTOXCHHUIO JOKYMCHTOB, HC
IIOJIC)KAIINUX XPaHCHUIO, CCIIN HpeHYCMOTpeHHBIﬁ JJIA HUX CPOK XpaHCHUA HCTCK K 1 sAHBapA rozua,
B KOTOPOM COCTAaBJICH aKT.

VHHYTOKEHHE JIOKYMEHTOB JIO TMPOBEACHHUS OSKCICPTH3bI IICHHOCTH W YTBEPIKIACHHUS
npeacenaTeNieM Cy/la OMUCEH Jied TOCTOSHHOTO XPaHCHHS M COIVIACOBAHMS OIUCEH Jen To
JMYHOMY COCTaBY 3aIpeIIacTcs.

6.2. Ha ocHOBE NpEemIOKEHUN K aKTy O BBIJCICHUM K YHUUYTOXKCHHUIO JOKYMEHTOB, HE
MOJJIKAIIUX XPAHEHUIO, COCTABJICHHBIX MO pPe3yJbTaTaM 3KCHEPTHU3bl IIEHHOCTU B CyAeOHOM
KOJUIETUM, CYIAECOHOM COCTaBe, TIOCTOSHHOM CyJeOHOM TPHUCYTCTBUH, CTPYKTYpHOM
NoJpa3JeleHu Ccyna, pabOTHHUK, OTBETCTBEHHBIM 3a pabOTy apxuBa CyJa, COCTaBJISET
COOTBETCTBYIOLIUI MpoeKT akTa (mpuwioxkeHue N 13 k Hactosmei MHcTpykiuu). Yka3zaHHbIN
MIPOEKT MOAMUCHIBAETCS HAYaIbHUKOM OT/IeNa AeIONPOU3BOCTBA (0011Iero oTaena).

[IpoekT akTa O BBIICICHUM K YHUUYTOXXCHHIO JOKYMEHTOB, HE MOJJIEKAIIUX XPaHEHUIO,
MPEACTABISETCd Ha COIJIaCOBAaHME OHKCIEPTHOM KOMHUCCHUU CyJa, 3aT€M HalpaBlsIeTcsl Ha
paccmoTpenue DIIK apxuBHOTO yupexaeHus (eciu Cy/l BRICTYIaeT HCTOYHUKOM KOMIUICKTOBAHUS
rOCYy/IapCTBEHHOTO apXWBa WJIM Ha OCHOBAaHMM COOTBETCTBYIOUIETO JOTOBOpa), MOCJIE Yero
yTBEpXKAAETCS MpeicenaTesieM Cya.

6.3. IIpu cocTaBlieHMU aKTa O BBIICICHUU K YHUUTOXKEHUIO IOKYMEHTOB, HE TOJICKAITUX
XPaHEHUIO, JTOJDKHBI COOJII0IaThCs CIEIYIONINE MPaBUIIA:

ACJIa pacClojiararoTCsa B aKTC 110 rogaM UX paCCMOTPCHHA B IIOPAAKE BO3paCTaHUA HOMEPOB
NI,

B KOHIIC aKTa JIeJIaeTCs 3aluCh O TOM, YTO W3 JAeN (CyneOHBIX Jel) U3BATHI MOJTUHHUKH
CyJeOHBIX aKTOB, IUYHBIC JOKYMEHTHI.

6.4. AKTHI O BBIICJICHUM K YHHYTOXCHHUIO AOKYMCHTOB, HC MOIAJICIKAIIUX XPAaHCHUIO,
pacCMaTpuBaAOTCA U COTJIACOBBIBAIOTCA HA 3aCCAaAHUA 3KCHCpTHOI>i KOMUCCHHU Cya OTHOBPEMCHHO
C OIMUCAMHU Ha JCJIa TOCTOAHHOI'O XpaHCHUS, U 110 JINYHOMY COCTAaBYy.

[Tocne yTBepkaeHHS mMpeacenaTelIeM Cylda OMUCEH el TMOCTOSHHOTO CpPOKa XpaHCHHS,



ornucen ACI 1O JIMYHOMY COCTaBy, AaKTOB O BBIACJICHHMM K YHHWYTOXCHHUIO JOKYMCHTOB, HC
IMOJIC)KAINX XPAHCHUIO, ICJId, BBIACIICHHBIC 110 dKTY K YHUYTOXCHUIO, MOT'YT OBITH YHHUYTOKCHEI.

6.5. Jlena ¢ ormerkoit "JOIIK" moanexar moaucTHOMY (sl 3JEKTPOHHBIX TOKYMEHTOB -
MOJJOKYMEHTHOMY) TPOCMOTPY B IEJSAX BBISABICHUS apXUBHBIX JOKYMEHTOB, MOJUIKAIINX
MOCTOSIHHOMY XpaHEHUI0. BBIsIBIICHHBIE B TAKHX Je/laX JOKYMEHTHI IOCTOSIHHOTO CpOKa XpaHeHHUs
BBIJICJIAIOTCS. I TIPUCOEAUHSIOTCS K OJHOPOAHBIM JIellaM COOTBETCTBYIOILIETO T'OJIOBOTO pa3jena
i GOPMUPYIOTCS B OTACIBHBIC eTa.

OcTaBmuecs: TOKyMEHTbl BpEMEHHOT'O CPOKA XPaHEHMs BKJIIOYAIOTCS B aKT O BBIJIEICHUU K
YHUUTOXXEHHUIO JTOKYMEHTOB, HE MOJJIEKAIIUX XpaHEeHUto. [Ipyu BKIIOUEHUU B aKT JIOKYMEHTOB,
BBISIBJIEHHBIX IIPHU MPOCMOTpPE /€T cO cpoKoM XpaHeHus: ¢ otmeTkol "OIIK", ormerka "OIIK" B
aKTe HE yKa3blBaeTcs.

6.6. VI3 0TOOpaHHBIX K YHHUYTOXKECHHIO CYJACOHBIX Nel (TpaKIaHCKUX, aIMUHUCTPATUBHBIX,
YTOJIOBHBIX, 00 aIMUHHUCTPATUBHBIX MPABOHAPYIICHUSIX) HA TIOCTOSTHHOE XpaHEHUE HEOOXOAMMO
M3BIMATh MTOJJIMHHUKHU Cy/IeOHBIX aKTOB, BRIHECEHHBIX I10 CYIIIECTBY JIela, a TAK)KE Cy/1IeOHbBIC aKThI
Cy/IOB aleJUIALMOHHOM, KaCCAlIMOHHON M HAJ30PHOM MHCTAHIMN, BRIHECEHHBIE N0 PE3yJbTaTaM
paccMOTpeHUs aneJUIILIUOHHBIX WM KacCallMOHHBIX Kajio0 (MpeacTaBieHHil) Tubo nepecMorpa
pelIeHH cy1a B IOPSIKE HAA30pa.

W3 mpekpallleHHbIX Jell, Jel MO HCKaM, OCTaBJICHHBIM 0€3 pacCMOTpPEHHs, M3bIMaIOTCS
MOJJMHHUKY ONpPEJENIeHU O MpeKpaluleHUH MPOU3BOACTBA MO Jelly, 00 OCTaBJICHUM HcKa Oe3
paccMOTpeHusl.

Ha Bcex Cy,Z[e6HI>IX dKTaX IIPpOCTAaBJIAIOTCA PCTUCTPAIMOHHBIC HOMCEpa n1OCjJIa, HOMCP
IMPONU3BOJCTBA, YHI/IKaJIBHBIfI I/IILGHTI/IqJI/IKaTOP Acl1a, U3 KOTOPOro OHU U3BATHI. 3arem JAOKYMCHTBI
IIOAIIMNBAKOTCA I1IO MMOPAAKY HOMCPOB ACJI B OTACIILHBIC ACJIa U IIOMCIIAIOTCA B TBCPAYIO 06J'I0>I(Ky.

[TpuoGuieHHpie K Cy1e0HOMY NIy SJEKTPOHHBIE HOCUTENU WH(OpMAIK (JIUCKH, TUCKETHI,
(bnenr-kapThl) YHUYTOXKAIOTCS OJJHOBPEMEHHO C JISJIOM ITyTeM UX (PU3UYECKOTO YHUUTOKECHUS WITH
YHUUTOXKEHHS ITPOTPAMMHO-TEXHUYECKUMU CPEICTBAMH.

6.7. IIpu oTOOpe K YHHUTOKEHUIO MAaTEPHAIIOB, PACCMOTPEHHBIX B MOPSAKE TPAKIAHCKOTO,
aJIMUHHCTPATUBHOTO, YTOJIOBHOTO CYIONPOM3BOJACTBAa, a TAaKKE MPOU3BOJCTBA MO JenaMm 00
aJIMUHHCTPATUBHBIX MPABOHAPYIICHUSIX, U3 HUX U3BIMAIOTCS IMOJIMHHUKH CYy/1I€OHBIX aKTOB, B TOM
YHCIIe BBIIIECTOANUX CYI0B, KOTOpbie (OPMUPYIOTCS B COOTBETCTBYIOIIEE JI€JI0 PaOOTHUKOM
apxuBa CyJa U Nepe/laloTcs Ha MOCTOSHHOE XpaHEHUe C COOI0IeHHEM TPeOOBAHUM HACTOSIICH
NucTpykuunu.

6.8. M3 apXuBHBIX JOKYMEHTOB, IMOJICKAIINX YHHUYTOKECHHUIO, OCTAIOTCS Ha XpaHEHHUE
JUYHBIE JOKYMEHTHI (MacrmopTa, BOCHHBIC OWIIETHI, TPYAOBbIE KHIKKH W JIPYTHE JTUYHBIC
JOKYMEHTBI), KOTOpbIE MOMELIAIOTCS B OTJEIbHYIO ManKy, COAEPKAIlYI0 BHYTPEHHIOI ONUCH
JTOKYMEHTOB. B ornuch BHOCSTCS: haMuIusi, UMsI, OTYECTBO BJIAJIENbIIa TOKYMEHTA, HANMEHOBAHUE
JIOKyMEHTa ¥ HOMep Jiefia (POU3BOJICTBA), U3 KOTOPOTO OH U3BSAT, O PACCMOTPEHUS Jiesia, HOMEP
U JlaTa akTa 00 yHMUTOXeHuu Jiena. HeBocTpeOoBaHHBIE TUYHBIC TOKYMEHTBI XPAHSATCS B apXUBE
cyaa 75 ner, mocie 4ero yHu4TOKaATCS.

6.9. ApXI/IBHbIe JAOKYMCHTBI, IMOJIC)KAINNUEC YHHYTOXKCHUIO, ICPECAAIOTCA Ha YTHIIHU3AallUIO B



OpraHM3aly, 3aHUMAIOLIUECS IEPEePa0O0TKON BTOPCHIPHSL.

B clIydyac OTCYTCTBHUA opraHmauHﬁ, MMPOU3BOAAIIUX YTWIM3AlUIO B JaHHOM PCTHOHC,
AOKYMCHTBI YHUYTOKAKOTCA CIICIHIUAIIBHO COBI[aHHOﬁ Ha OCHOBAHWH PACIIOPAKCHUS MPEACCAATCIIA
cyla KOMHCCHEH IIYTCM COXKIKCHUA UJIN MEXaHMYECKON Hepepa6OTKI/I, 0 4CM COCTaBJIACTCA aKT.

6.10. Ilepen nepenadeii Ha YHUYTOXKEHHE JTOKYMEHTHI YIAKOBBIBAIOTCS, 2 B HEOOXOJUMBIX
cinyyasix omeuaTeiBatoTcs. [lepenaya odopmiisieTcss mpuemMo-cIaTOYHOM HaKIaJAHOW (aKTOM), B
KOTOpPO# yKa3bIBalOTCS JaTa IMepeAaydd, KOJUYECTBO BKJIIOYEHHBIX B aKT Jell U JIPYrux
JOKYMEHTOB, BeC OyMa)KHOI MaKyJaTyphl.

6.11. JlokymeHTsl, umerone mnometky "Ilns ciyxeOHOro moip30BaHus", a Takke
coJiepkaiue MHPOPMAIIUIO OrPaHUYEHHOTO JOCTYMA, JOJKHBI YHUUYTOXKAThCA B Cy/A€ IMyTeM
MEXaHHYECKOro H3MeJbUeHUs (LIPeIUpOBaHUS) WJIM HMHBIM CIIOCOOOM, HCKIIOYAIOIINM
BO3MOKHOCTb BOCCTAHOBHUTH COJEpP)KaHHE JIOKYMEHTOB. byMakHble OTXO/Abl TEPEeNaroTcs B
OpraHM3alMIo, 3aHUMAIOIIYIOCS TEPepabOTKOM BTOPCHIPHSI.

(8 pen. Ilpukaza Cynebnoro aenapramenta npu BepxosHom Cyne PO ot 29.05.2024 N 124)

6.12. Tlorpy3ka, BIBO3 Ha YTWJIM3ALHIO U YTWIA3ALUHUS OCYIIECTBIAIOTCS MOJ KOHTPOJIEM
YIOJHOMOYEHHOTO pabOTHHUKA CyAa.

6.13. AKTBI O BBIJCICHUM K YHUUTOXXCHHIO JOKYMEHTOB, a TakKXe JOKYMEHTHI,
MOATBEPXKAAIONINE (PaKT YTHIM3ALUU, TOAIIUBAIOTCS B OTACIbHBIA Haps B XPOHOJIOTHYECKOM
MOPSJIKE.

B peructpammoHHbsIX JKypHalax (Tpada - mnpuMedaHWE) WIH YYETHO-CTATHCTHYCCKUX
KapTOYKax (CHeruaIbHbIi MyHKT WM CBOOOTHOE TI0JIE) AENAeTCsl OTMETKA 00 YHUUTOXKEHUH Jesa
C YKa3aHHEeM HOMEpa, IaThl aKTa U MPOTOKOJIA 3aceaHusI SKCIICPTHOW KOMHCCHH Cy/Ia.

OtmeTka 00 YHHUUYTOXCHHUHN ACJIa IIPOCTABJIACTCA TAKIKC B COOTBCTCTByIOHlefI OIMUCH OCII.

6.14. 3anpeniaeTcs UCTOJb30BAaHWE OTOOPAHHBIX K YHUUYTOXKECHUIO JIEJ JJI XO35HCTBEHHBIX
HYX]I.

7. llepenaua aen (3J1eKTPOHHBIX JeJ1) B apxuB cyaa. [lopsiaok
XPaHeHUsl APXUBHBIX J1e]1 (3JTeKTPOHHBIX APXUBHBIX J1€J1)

7.1. Jlena TOCTOSHHOTO XpaHEHHs, BpeMEHHbIX (cBbiie 10 JI€T) CPOKOB XpaHEHUSs
nepelaTcsl B apXvB CyJa He MO3JHee 4YeM uepe3 LIECTh MECSIEB IOCie 3aBEpIICHUs el B
JIETIOTIPOU3BOJCTBE IO OMHUCSAM JEN CyNeOHBIX KOJUIETHH, CyAeOHBIX COCTaBOB, MOCTOSHHBIX
CyIeOHBIX PUCYTCTBUHN U CTPYKTYPHBIX Mojpa3aencHuil cyna (nmpuioxkenus N 3, 4 K HacTOsIIeH
WNuctpykuun). OKoHYaHHE NPOU3BOJCTBA MO CYIACOHBIM JieJlaM OmpenessieTcss B MOpsIKe,
YCTaHOBJIGHHOM COOTBETCTBYIOIIEH MHCTPYKLIKEH 1O CyJIeOHOMY JeIOTPOU3BOICTBY.

(8B pex. Ilpukasza CyneOHoro nenapramenta npu Bepxosaom Cyzae PO ot 09.01.2024 N 1)

JIOKyMEHTBI TIO JIMYHOMY COCTaBYy CYJACH KACCAI[MOHHBIX CYJOB OOIICH FOPUCIUKIINH,
aneJUISIIMOHHBIX CY/IOB OOIIeH IOPUCAMKIIMU, BEPXOBHBIX CYJIOB pECIyOJUK, KPAaceBBIX H
00JIaCTHBIX CYJIOB, CYJOB TOPOJOB (eaepaabHOr0 3HAYCHHS, CYJOB aBTOHOMHOHN oO0nacTu u
ABTOHOMHBIX OKpPYTOB IEPEAAOTCS B apXHB CyJa 1Mo uctedeHuu 10 JietT co AHS OCBOOOXKICHUS OT



JOJDKHOCTU CYABH (OTYHMCICHHS U3 IITaTa cyaa); ¢peepalbHbIX TOCYIapCTBEHHBIX TPaKIaHCKIX
CITyKaIuX - 1Mo ucteyeHuu 10 JeT co AHSA yBOJIbHEHHUS.
(8B pen. Ilpukasza CyneOnoro nenapramenta npu Bepxosaom Cyzne PO ot 14.06.2022 N 97)

7.2. PemieHue Ha niepefady B apXuB Cy/I€OHBIX JIeJl, MPOU3BOJICTB U MAaTEPUATIOB IPUHUMAET
CyIbsl, UX PACCMOTPEBIINH, a MPH €ro OTCYTCTBUH - MpejacenaTeNb cyna (CyneOHOM KoJlerud,
CyZ1e0HOrO COCTaBa), €ro 3aMeCTUTENb UM MHOE YIIOJTHOMOUYEHHOE MpeceaTeeM cyaa JUIo (B
MOCTOSTHHOM CyAeOHOM TmpucyTcTBUU). I[lpu 3TOM Cyabs NPOBEPSET COCTOSHHUE KaxKJIOTO
CyneOHOro Jiena, Mporu3BOICTBA WM MaTepuaa.

(n. 7.2 BBeneH Ilpukazom CynebHoro nenapramenta npu BepxoBHom Cyne P® ot 09.01.2024 N
1)

7.3. Pemenue Ha miepenayy B apXWB CyJa HOMEHKIATYpbI, JKYpPHaJlOB M YYETHO-
CTAaTUCTUYECKUX KAapTOUYEK NPUHHUMAET Mpejceaareib cyaa (cyaeOHOM KoJleruu, cyaeOHOro
COCTaBa), €ro 3aMECTUTENb WM HHOE YIIOJTHOMOYEHHOE MPECEIaTeIeEM Cy1a JINLO (B IOCTOSIHHOM
CyJIeOHOM MTPUCYTCTBUH).

(m. 7.3 BBeneH [Ipukazom Cyne6noro aenapramenta rnpu Bepxosaom Cyne P® ot 09.01.2024 N
1)

7.4. Penienue Ha nepeiayy B apXvB MHBIX JOKYMEHTOB CyAa IPUHUMAET Ha4YaJbHUK OTAela
JIeJIONPOU3BO/ICTBA (0OIEro OT/eNa) Cy/1a, MHOE YIOJTHOMOYEHHOE MpejiceiaTeeM cyia JUIo (B
MOCTOSIHHOM CYJI€OHOM MPHUCYTCTBUN).

(n. 7.4 BBenen IIpukazom CynebHoro nenapramenta npu Bepxosuom Cyne P® ot 09.01.2024 N
1)

7.5. JJoxymeHThI BpeMeHHBIX (710 10 51eT) CpoKOB XpaHeHUsI WM " 10 MUHOBaHUS HaA00HOCTH"
B apXUB Cy/a M0 o01IeMy paBULy HE MEePEJatoTCs.

B cootBeTcTBHM € pacnopsKEHMEM IIpeAcenarels Cyla B HCKIIOYUTEIBHBIX CIIydasx
(oTCyTCTBHE BO3MOXKHOCTH 00€CIEYeHHUs] COXPAaHHOCTH, COOTBETCTBYIOIIMX MOMEIIEHUN ISl UX
XpaHEHUsl U UHBIX) JOKYMEHTHI BpeMEeHHbIX (/10 10 JieT) CpoKOB XpaHEHUs WU "0 MUHOBAHUS
HaI00HOCTH" J1e71a MOTYT OBITh IIEpEIaHbl B ApXHB Cy/1a IO COOTBETCTBYIOLIUM OIHUCSM.

[ToaroroBka aen BpemeHHBIX (10 10 j1eT) CpOKOB XpaHeHUsI WK " 10 MUHOBaHUS HATOOHOCTH"
Ui TIepellayd B apxuB, a TaKXke Mepeaadya TaKuX A€ B apXWB Cyla OCYIIECTBISIETCS B
COOTBETCTBUHU CO CPOKAMU, YCTAHOBJICHHBIMU MyHKTaMu 5.1, 7.1 Hactoswmei UHCcTpyKkumm.

Takue npema odopMisArOTCS paOOTHUKAMH, OTBETCTBEHHBIMH 3a JICJIIONMPOU3BOJICTBO B
CylneOHOU KOJIJIETHH, CYJEOHOM COCTaBe, MOCTOSIHHOM CYJAEOHOM MPHUCYTCTBUHU, CTPYKTYPHOM
MoJIpa3/IelICHUH Cy/a, CASAYIOIUM 00pa3om.

Jlena mopammMBaroTCs, Ha OOJIOXKE YKa3bIBAIOTCS: HAaUMEHOBAHHWE CyJa; 3aroJIOBOK Jena
(Toma, yacTu); MHIEKC Jesia IO HOMEHKIIAType; (paMuiIus, UMs, OTYECTBO OCYKJIEHHOTO JIHIA U
MOJJHOE HAMMEHOBAHUE CTAaTbU YTOJIOBHOIO Kojiekca Poccuiickor denepannu, 1o KOTOPOU JIMIO
OCYXXJIeHO; (haMUJIusi, MHUIMAJIBI UCTIA, OTBETUYMKA (HAaMMEHOBAHHME OpTaHM3alllM); CYTh HCKa
(3asiBNIEeHUs); KpailHHe ATkl JieNa; HOMEpP MPOU3BOACTBA M0 €Ty, YHUKAIbHBIA UACHTH(PUKATOP
JieNia; HOMEP TOMA; CPOK XpaHEHMs Jejla ¢ YKa3aHWEeM roja, O KOTOPOIro OCYILIECTBISETCS
XpaHeHue; MOJMNUCH CYAbH, PACCMOTPEBLIETO /€0 (¢ pacinpPOBKOM MOIIUCH).



[1o uctedyeHnu cpoka XpaHEHHUs WU 0 MUHOBAHUM HAJJOOHOCTH JOKYMEHTHI BPEMEHHBIX (10
10 mer) cpokOB XpaHEHHUsS WIM "IO MHHOBAHHUS HAJOOHOCTH" YHHUUTOXAIOTCS B TOPSJIKE,
YCTAaHOBJIEHHOM HacTosime MHcTpykuueit, o yem coctaBisercss akT (mpuioxenue N 13 k
Hacrosied Uactpykuun). [lpeanoxkenus K akTy O BbIICICHUH K YHUUTOXEHUIO TOKYMEHTOB, HE
MOJAJNIEKAIIUX XPaHEHHUI0, TMPEIyCMOTPEHHbIE ab3aleM ueTBepThiM myHKTa 4.11 Hacrosmiei
WNucTpykumu, cocTaBisioTCsl pabOTHUKaMU, OTBETCTBEHHBIMU 3a JIEIOMPOU3BOJICTBO B CYI€OHOM
KOJUIETUM, CYIEOHOM COCTaBe, TOCTOSHHOM CYJ€OHOM TPHUCYTCTBUHU, CTPYKTYpHOM
MOAPA3ACIICHUH CyJ1a COOTBETCTBEHHO.
(mynkT B pen. [Ipukaza Cyaebnoro nernapramenta npu BepxoBanom Cyae PO ot 09.01.2024 N 1)

7.6. DIEKTPOHHBIE JTOKYMEHTBl BPEMEHHBIX CPOKOB XpaHeHus 10 10 JieT BKIIIOUUTEIBHO
XpaHATCA B TEUEHHWE YCTAHOBJIEHHOI'O CpOKa B WH(GOPMAIMOHHON cucTeMe (XpaHWIIUIIE
ANIEKTPOHHBIX JTIOKYMEHTOB) B (opmaTe, B KOTOPOM OHHM OBLIM CO3[aHbl WJIM BKIIIOUYEHBI B
nH(pOpMalMOHHYIO cUcTeEMY. B apXuB cy/a Takue TOKyMEHTBI HE MepeatoTCsl.

7.7. llepenaua nen, B TOM 4ucie Jeid BpeMeHHBIX (10 10 jeT) cpokoB xpaHeHUs WiH 10
MUHOBaHUSl HaJOOHOCTU", B apXWB CyJla OCYIIECTBISETCS MO TpaduKy, COTIACOBAHHOMY C
CyleOHBIMU COCTaBaMH, CYJCOHBIMU KOJUIETUSIMHU, TIOCTOSHHBIMH CYJICOHBIMHU MPUCYTCTBUSIMU,
CTPYKTYPHBIMU TIOJAPA3ACICHUSAMHU, TEPEAAIONUMUA JOKYMEHTH B apXUB, U YTBEPKICHHOMY
npecenaTeNieM Cyaa.

(mynkt B pen. [Ipukasza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD ot 09.01.2024 N 1)

7.7.1. Tlpu mepenaue AOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE B apXWB cyJa pabOTHUKOM,
OTBETCTBEHHBIM 32 pabOTy apXuBa cyja, MPOBEPSIFOTCS:

COOTBETCTBUE 3aroJIOBKa Jiejia MO OMHCH JIeJ CTPYKTYPHOTO IMOJpa3eiCHUsl COJIEPKAHUIO
JIOKYMEHTOB B JIEJI€;

MPaBIWIBHOCTH OPOPMIICHHSI M TPYIIITUPOBKHU JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO;
Ka4eCTBO MOIIMBKY WJIH TEpEIieTa Jeia;

MPAaBIWIBHOCTh HyMEpalluH JINCTOB JIeJIa;

MPABWJIBHOCTH COCTABIICHUS BHYTPCHHEH OTMCH JIOKYMEHTOB Jiejia (IIpy HAJIMYHUH ),
MPABIWIBHOCTH OPOPMIICHHSI OOJIOKKH JIeTIa;

HAJIMYWE U TIPABWJIBHOCTH 3aIIOJIHCHUS JTCTA-3aBEPUTEIIS JIeIa.

Bce BbIsSBICHHBIE TIPH TPOBEPKE HEAOCTATKH B (OPMHPOBAHMHM M OQOPMIICHUH eIl
paboTHUKH CyneOHOTO COCTaBa, Cy/NeOHOW KOJUIETHH, MOCTOSTHHOTO CyA€OHOTO MPUCYTCTBUS,
CTPYKTYPHOTO TIOJpa3ieleHust 00s3aHbI YCTPAHUTb.

(moxnyHkT B pea. [Ipukasza CynebHoro nenapramenta npu Bepxosnom Cyne PO ot 09.01.2024 N
1)

7.7.2. llpuem-mepenauya JOKYMEHTOB B apXWB CyJda MPOU3BOAUTCA pPAOOTHUKOM,
OTBETCTBEHHBIM 3a pabOTy apXHBa CyJa, B IPUCYTCTBUU pabOTHHKA CyIeOHOTO COCTaBa, Cy1e0HON
KOJIJIETUH, TOCTOSTHHOTO CY/I€OHOTO MPUCYTCTBHSL, CTPYKTYPHOTO MoIpa3AeneHus cyaa. B ormerke
O TIpyeMe JIeNT B KOHIIE Ka)I0TO SK3EMIUIIpa OMKCH e YKa3bIBAIOTCS KOJMYECTBO (DaKTUUYECKU



MIPUHATHIX B apXUB JI€J, HOMEPA OTCYTCTBYIOIIMX JIeJ, AaTa pueMa-rnepeadyn, a TakKe MOMUCH
U pacmupoBKU NOJMUCEN yKa3aHHBIX PaOOTHUKOB.

(monmynkt B pen. [Ipukasza Cynednoro nenapramenta rpu Bepxosnom Cyzae PO ot 09.01.2024 N
1)

7.8. Ilepenayda 3MEKTPOHHBIX JOKYMEHTOB B apXWB MPOU3BOAMUTCA Ha OCHOBAHHMM OMNMUCEH
AJIEKTPOHHBIX e Cy/1e0HOr0 COCTaBa, Cy1eOHON KOJIJIETUH, CTPYKTYPHOTO MOAPA3IECICHHS Cy1a
Mo HMHPOPMAUMOHHO-TEJIEKOMMYHUKAIIMOHHON ceTH (IIpM HAJIMYUUM B apXuUBe cyzAa
MH(OPMALIMOHHON CUCTEMBI) WU Ha (PU3NYECKH 00OO0COOJEHHBIX MAaTEpUANbHBIX HOCHUTEISX,
KOTOpBIE MPECTABISIIOTCS B ABYX WACHTHUYHBIX AK3EMILIIpaX.

TexHu4eckoe COMPOBOXKIACHUE MO OOCCIEUYEHHUIO TMepeayd SJICKTPOHHBIX JIOKYMEHTOB B
apXuB, CBA3aHHOE C HACTPOMKOI MPOrpaMMHBIX KOMIUIEKCOB M UX (YHKIIMOHUPOBAHUEM, a TAKKE
yIOCTOBEPEHUE KauecTBAa NEPEAABAEMBIX €IMHMI] XPAHEHUs DJIEKTPOHHBIX JOKYMEHTOB
oOecrieunBaeTcsi paOOTHUKAMH, OTBEYAIOMIMMHU 3a (YHKIIMOHUPOBAHUE HHPOPMAIIMOHHBIX
TEXHOJIOTUH B cyJie, a Takke pabotHukamu grmmanos ®I'BY UALL CynebHoro nenapraMeHTa.

7.8.1. Ilpu nepenaude 3J€KTPOHHBIX JOKYMEHTOB B apXWB CYy/a BBIIOJIHSIOTCA CIIEIYIOLINE
OCHOBHBIE MPOIEYPHI PAOOTHI C TOKYMEHTAMU:

dopmMupoBaHKEe B HHPOPMAIMOHHONW CHUCTEME Cyla OJJICKTPOHHBIX [EJI, SBISIONIMXCS
COBOKYITHOCTBIO KOHTCHHEPOB OJJICKTPOHHBIX JTOKYMECHTOB HJIM KOHTEHHEPOM 3JIEKTPOHHOTO
JOKYMEHTa, COJIEpPKalUM KOHTCHT W MeTaJaHHbIe »AIICKTPOHHOTO JIOKYMEHTa, (haiiiibl
AJIEKTPOHHBIX MOJAMUCEH U BU3yaTHM3UPOBAHHYIO KOIHIO TEKCTOBOTO JIEKTPOHHOTO JOKYMEHTA B
dbopmate PDF/A;.

¢bopMUpOBaHHE OIUCU 3JIEKTPOHHBIX €N, JOKYMEHTOB CyAeOHOro cocraBa, CyAeOHOMU
KOJUIETHH, CTPYKTYPHOTO MOpa3AesieHus Cya;

IIPOBEPKAa apXMBOM CyJa DJIEKTPOHHBIX JOKYMEHTOB Ha HaJlW4Yue€ BPEIOHOCHBIX
KOMITBIOTEPHBIX MTPOTPaMM;

IIPOBEPKa BOCIIPOU3BOANMOCTH SJICKTPOHHBIX JOKYMCHTOB,

poBepKa GU3NUECKOI0 U TEXHUUYECKOT'0 COCTOSIHUS HOCUTEINEH (TIpu nepeaaye 3JeKTPOHHbIX
JOKYMEHTOB B apXHB Cy/a Ha GU3NIECKH 000COOTEHHBIX MaTepHAIbHBIX HOCUTEIISX).

7.8.2. Tlpuem »SIEKTPOHHBIX JOKYMEHTOB B apXuB cyaa 1o HWHGOPMaIMOHHO-
TEJICKOMMYHHUKAITMOHHOHN ceTH (TP HAJTUYHMH B apXHBE CyJa HHPOPMAITMOHHOW CUCTEMBI) WJIH Ha
¢busnueckun 000COOICHHBIX HOCHTENSAX OGOPMIISIETCS COCTaBICHHEM UTOTOBOM 3aIllMCH B KOHIIE
OTIMCH TIEKTPOHHBIX JIe]l, B KOTOPOH M(paMu U MPOMHUCHIO YKa3bIBAETCS KOIMYECTBO (PaKTUUECKU
TNPUHATBIX B apXUB DJIGKTPOHHBIX JIe U D3JCKTPOHHBIX JIOKYMEHTOB. MTOroBas 3amuch
MOJITBEPKTACTCS TOTUCAMU paOOTHUKA, OTBETCTBEHHOTO 32 pabOTy apXHBa Cy/a, U paOOTHHKA,
TepelaBIIero JJICKTPOHHBIE Jela W JOKyMeHTH. [lpu mpweme Ha apXMBHOE XpaHEHHE
DIIGKTPOHHBIC  JIeJIa  3aBEpSIOTCS  OJIGKTPOHHOW TMOANMMCHIO — TIpeAcenaTeNis CcyAa WiH
YIIOJTHOMOYEHHOTO UM JTUIIA.

7.8.3. Tlocne mpuema B apXWB AJICKTPOHHBIX JOKYMEHTOB Ha (PU3NYECKH 000COOIECHHBIX
MaTePHAJIbHBIX HOCHTEISAX BKJIAQJBIINIM, ITOMCIICHHBIE B (QYTIAp CIWHUIBI XPaHCHHS B
CTPYKTYPHOM TIOJIpa3/ICIICHUH, 3aMCHSFOTCS Ha BKJIAIBIIIHN, 0()OPMIICHHBIC B apXHBE.



Ha Bknazgpime, momeniaeMoM B (QyTIsip €IWHUIBI XpaHEHHs, O(OPMIIIEMOM B apXHBE,
YKa3bIBaXOTCS:

HaMMEHOBaHHE Cy/ia (ITOJTHOE, COKPAIEHHOE);
Homep GoH/A;

HOMEp OIHCH AJICKTPOHHBIX JCIT;

HOMEp JIeJIa TIO OTIHCH;

OTMETKA O CTaTyce AK3EMILISApa JIEKTPOHHBIX TOKyMeHTOB: "OcH." (ocHOBHOM) min "Pab."
(pabouwii);

KpaﬁHHe AaTbl JOKYMCHTOB 3JICKTPOHHOI'O ACJIAa,

npu HGOGXOI{I/IMOCTI/I OCI)OpM.TIHIOTCH JOIIOJIHUTCIIBHBIC OTMCTKHU 00 OTpaHUYCHUHN OOCTYyIIa K
JOKYMCHTAaM.

Bxmaneim nomemiaercss B pymisip ¢uznuecku 000COOICHHOTO MATEPUATBLHOTO HOCUTEIS
TakuM 00pa3om, 4TOOBI HAIMUCH HA HEM OBUTH BUIHBI MIPU 3aKPHITOM QyTIIspE.

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

7.9. Ilpu npuemMe 31eKTPOHHBIX TOKYMEHTOB Ha XpaHEHHE B apXUB YUUTHIBAIOTCS (PAKTOPBHI:
OTPAaHUYECHUS HAa MPUEM DBJIEKTPOHHBIX JTOKYMEHTOB; 3aBEPIIEHHOCTHh MpOLEcCa CO3IAHUS
AJIEKTPOHHOTO JOKYMEHTA; HAJIMYHME 3aKOHOJATEIbHBIX aKTOB, MPEMSITCTBYIOIIUMX Iepeaaye
AJNIEKTPOHHOTO JIOKYMEHTa; Halu4yhe HEeOOXOAMMOW COMPOBOJAUTEIHLHON TOKYMEHTAIIHH,
COOTBETCTBHE THUIIA AIEKTPOHHOTO 000PYAOBAHMS PA3IMYHBIM PEKUMAM XPaHEHUS dJIEKTPOHHBIX
JTOKYMEHTOB.

7.10. Jlena, mo KOTOpBIM CyAcOHBIC pEIICHUs] HE OOpallleHbl K HCIOJHEHUIO B TOPSJIKE,
npeaycMoTpeHHoM uHeTpykuusimu N 36, 161, B apxuB cyna He nepearoTcsl.

Ha ydeTtHO-CcTaTHCTHUECKOM KapTOUKE JIeNaeTcsl OTMETKA O Mepejaye Jejia B apXuB.

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

7.12. ApXUBHBIE JIeJIa CUCTEMATU3UPYIOTCS COTJIACHO OMUCSAM JIeJ U TOMEUIAl0TCs B KOPOOKH.

Ha xopemke OONOXKH KaXI0M KOPOOKHM YKa3bIBAIOTCS HadajdbHblE W KOHEUYHBIC
perucTpaloHHble HOMepa JieJl, IOMEUICHHBIX B KOPOOKY.

8. CipaB0OYHO-NIOMCKOBBIE CPEACTBA K AaPXHMBHBIM JOKYMEHTAM

(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)



8.1. Cucrema CHpaBOYHO-TIOMCKOBBIX CPEACTB BKJIIOYAET apXWBHBIE CIPABOYHUKUA Ha
OyMa)XxHOM HocuTenae W (WIM) B DJIEKTPOHHOM BHJE: OOs3aTeNbHbIE - ONUCH JEJN, ONUCH
AJIEKTPOHHBIX JI€J; BCIOMOraTeldbHble (HeoOsi3aTeNnbHbIE) - UCTOpPHYECKas cripaBka K (oHIy,
KaTaJoru, yKas3aTelu U O030pbl, CIyKeOHbIe KapTOTEKH, PEECTpbl, 0a3bl JaHHBIX U Jpyrue
CIPaBOYHUKH.

CoctaB BcmoMoraTejIbHBIX APXUBHBIX CIIPABOYHHUKOB OIPCACIIACTCA CaMOCTOATCIIBHO.

8.2. Hcropuueckass cmpaBka K (OHAY COCTOMT U3 TpeX pa3leioB: HCTOPHS
bonmo0OpazoBaTensi, OTpaXkaromas HCTOPUIO CyJa CO CChUIKAMH Ha COOTBETCTBYIOIIHE
3aKOHOJATENIbHBIE 1 HOPMATUBHBIC aKThI (JIaThl 00pa30BaHMs, IEPEUMEHOBAHUS, PEOPTAaHU3AINH,
JUKBUAAINN, CTPYKTYPY U (QYHKIIUU, UX U3MECHEHUS, IPS)KHUE HAMMEHOBAHUs), UCTOPHs (poHIa
(oObeM, KpaliHuE aThl JOKYMEHTOB, CTEIIEHb X COXPAaHHOCTH, MAThl MIepeaaddl JOKYMEHTOB Ha
MOCTOSIHHOE XPAaHEHWE) W XapaKTEePHCTHKA JOKYMEHTOB (oHIa (Pa3HOBUIHOCTU JTOKYMEHTOB,
0ocoOeHHOCTH (POPMHUPOBAHMS CIAUHUI] XPAaHCHHUS U MX CUCTEMATH3allUU, HAIMYUE JOKYMEHTOB,
BBIXOMSAIIMX 332 XPOHOJOTUYECKHE TPaHUIBI JCATEIBHOCTH (OHI000pa30BaTEIs, COCTaB
CIIPaBOYHOrO anmapara K GoHAY).

HcTtopuyeckasi cupaBka K (pOHIY COCTaBISIETCS B JABYX 3K3eMIUIsIpax (€CIU Cy[ BBICTYMAET
MCTOYHUKOM KOMIUIEKTOBaHUS TOCYIapCTBEHHOIO apXHBa), OJIMH XPAaHUTCS B A€JIE CyJ1a, BTOPOH -
nepenaercs B TOCYAApCTBEHHBINM apxuB. VMcTopuueckas crpaBka K (OHIY HOJIMUCHIBACTCS
COCTaBHUTEIIEM.

9. Y4eT I0KYMEHTOB B apXHBe cy/J1a

(8 pen. Ilpukaza CyneOHoro aenapramenta npu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

9.1. Yuery nomie:kat Bce HaXOASIIMECS HA APXUBHOM XPAaHEHUH JIOKYMEHTHI, B TOM YHUCJIIE
JOKYMEHTHI 10 JIAYHOMY COCTaBY, KOIMHM JOKYMEHTOB, BKIIFOUCHHBIC B (POH]I MTOJIH30BaHMS (IIpH
HaJUYUH) U OTIUCH JIEJI, OTIUCH SJICKTPOHHBIX JIE]I.

OCHOBHBIMHU €IUHUIIAMH YY€Ta APXUBHBIX JTOKYMEHTOB SIBIISIFOTCSI apXUBHBIN (DOH/I, €TUHUIIA
XpaHEHHS.

9.2. CBenenust 06 00bEMe U COCTABE EAMHMI] XPAHEHUS YKA3bIBAIOTCS B aPXUBHBIX YUETHBIX
nokyMmeHTtax. O0s3aTenbHble U BCIIOMOTaTeIbHbIE apXUBHbBIE YYETHBIE TOKYMEHTBI BEIYTCS IS
oOecrieueHHs] ydeTa MOCTYIUICHUS, BBIOBITHS, KOJUYECTBA, COCTaBa M COCTOSIHHSI apXUBHBIX
JOKYMEHTOB.

9.3. K 00s13aTenbHBIM YYETHBIM IOKYMEHTaM apXuBa CyJia OTHOCSTCS:
nacnopt apxusa (npuioxkenue N 14 k Hacrosei MHcTpykuun);

yYeTHbIE CBEACHMSI O JOKYMEHTaX, XpaHsAIuXcs B apxuBe cyaa (mpuioxenue N 15 k
HacToseld MHCTpyKIum);

KHUTA y4eTa MOCTYIJICHUsI U BBIOBITHS Jied, JOKyMeHTOB (nmpuiioskeHue N 16 k Hacrosieit



WNucTpykuun);
muct ¢pouaa (mpunoxxkenue N 18 k HacTosmer MHCTpyKIUN);
onucu aein (mpuwioxenus N 5, 6, 7 k Hactosmet MHCTpyKIun);
OTHCh AJIEKTPOHHBIX Jen (mpuiiokenne N 8 k HacTosmed MHcTpykumn);
neno (oupa.
K BcmomorarenbHbIM yYETHBIM JOKYMEHTAM OTHOCSITCS:

cnucok GouaoB (mpuioxenue N 17 k Hacrosiiet UHCTpyKIyK), KOTOPBIA COCTABIIAETCA IPU
OCYILIECTBIICHUU XPaHEHUs apXUBHBIX IOKYMEHTOB, OTHECEHHBIX 00Jiee 4eM K 0JTHOMY (OHIY;

KHUTA BbIJa4M €JUHMIl XpaHEHHs BO BpPEMEHHOE Moib30BaHUE (mpuwiokeHue N 27 k
HacToseld MucTpykuum);

peectp onuceit nen (npuwioxkenue N 9 k Hacrosueln MHCcTpykuun);

toniorpaduueckre ykazatenu (TocTeyuiakHbI (mpuioxkeHnune N 36 K Hacrosmie
Nuctpykuun)) u nodounoseiit (mpunokenue N 37 k Hactosmer MHCTpykumu) (Ipu HATUYUU
aApXUBOXPAHWIIHIIL);
(B pen. [Ipukaza CyneOHoro nenapramenta npu Bepxosaom Cyne P® ot 29.05.2024 N 124)

KaTaJIOT !,
yKa3aTeIH.

9.3.1. Ilacmopt apxuBa (mpuioxkenne N 14 k Hactosmer MHCTpyKIMH) COCTaBisSeTCS
€XEro/IHO, OTPAKaeT COCTaB, COCTOSIHME, 0OBEM U YCIOBUS XpPAaHEHUS JOKYMEHTOB U XPaHUTCS
MTOCTOSIHHO.

[Tacnopt apxuBa COCTABISETCS IO COCTOSHUIO Ha 1 1ekadpst OTYETHOTO ro/1a.

Ecnu cyn BbICTyllaeT MCTOYHUKOM KOMILJIEKTOBAHUS IOCYJAPCTBEHHOI'O apXuBa WIM IIPU
HaJIMYMHU COOTBETCTBYIOIIETO I0I0BOPA NACIOPT apXHUBa COCTABIISIETCS B IBYX dK3EMIUIAPAX: OJUH
SK3EMIUISIP HAIPABIIAETCS B TOCYAAPCTBEHHBIN apXUB, BTOPOM - XPaHUTCSA B COOTBETCTBYIOILIEM
HapsiJie apXuBa CyJa.

OObeMHBIE TIOKa3aTeNu JAIOTCAd B YKa3aHHBIX €IUMHHUIIAX H3MEPEHHs COoryacHo (opme
nacriopra apxusa. McnpasieHusi, BKICUKN HE JOMYCKaKOTCS.

B anpecHoit yactu GnaHKa macmopTa apXuBa, PacloIOKEHHOH B JIEBOM BEpXHEM YTy, B
ctpoke "Komy mnpencraBnsiercs”" yKka3blBaeTCcsl Ha3BaHUE TIOCYJAapCTBEHHOrOo apxuBa (Ipu
HaJU4un).

B crpoke "Kem mpezncraBisieTcss" yka3blBalOTCS: IOJHOE HaWUMEHOBAaHUE CyJla, NOYTOBBIM
aJipec ¢ yKazaHHeM HHJEKca, KoJia ropoja u Homepa teiedona (dpaxc, e-mail).

B paznene "O6mue cBenenus" 3anonusercsa crpoka 101, koTopasi COCTOUT U3 CIIEYIOLIUX



rpad:
KoaudecTBO ¢oHA0B (rpada 1);
TJIOIAb APXUBOXPAHUIIUIIA B KBAJAPATHBIX MeTpax (KB. M) (rpada 2);
3arpyK€HHOCTb apXHUBOXpaHuiuiia B nporeHTax (%) (rpada 3).

B rpade 1 ctpoku 101 yka3piBaeTcst KoiMuecTBO POHIOB, XpaHAIIMXCS B apxuBe cyaa. Ecnu
B apXMB€ CyJa XpaHATCSA IOKYMEHTBHI TOJBKO OJHOrO Cyna, TO yKasbiBaeTca Iudpa 1; eciu
XpaHATCs Jiena, JOKYMEHTBl JPYTHX CYJOB, YKa3bIBaeTcs LH(pa MO KOJIMYECTBY XPAHALIUXCS
(OHIOB B apXUBE.

Ka)I(I[BIﬁ (bOHI[, HE3aBHUCHUMO OT TOTO, COCTOUT JIX OH U3 TOKYMCHTOB OAHOTO MJIN HECKOJIBKUX
BHAOB, YUUTBIBACTCA B IIACIIOPTC apXHBaA TOJIBKO OIWH pPa3.

B rpadge 2 crpoku 101 ykazpiBaeTcs Iuiomiajb OTAEIBHOIO MOMEIIECHUS, B TOM YHCIIE
MOCTOSIHHOT'O CYJ1I€OHOT0 IPUCYTCTBUSL, apXHBa (ApXUBOXPAHUIIUINA) B KB. M WM CyMMa ILTOMIAAeH
BCEX IIOMEIIEHUH.

[Inomane u3mMepsieTcsi TOUHO U YKa3bIBAETCS C TOYHOCTHIO J0 JECATHIX J0JIel KBaAPaTHOTO
MeTpa - He MeHee OJJHOTO 3Haka mociie 3anatoi. Hanpumep: 25,4 kB. M.

[Inomanp pa6oq1/1x KOMHAT HNJIn HO,[[CO6HI>IX IMOMEILICHUI HE YUUTBIBACTCA.

[Ipu oTCyTCTBUM OTAEIBHOTO MOMEIICHUS IJI XpaHEHUSI apXUBHBIX JOKYMEHTOB B JaHHOM
rpade craBUTCS MPOUYEPK.

I'padpa 3 crpoku 101 3amonHseTcs MpU HAIMYUAUA OTACIBHOTO MOMEIICHUS ISl XPaHCHUS
aApPXUBHBIX JOKYMEHTOB B Cy/ie (ApXHWBOXPAaHUJIUINA) U TIPU YCIIOBUU 3aMOTHEHUS Tpadbl 2.

[Tokazarenp 3arpy’>keHHOCTH apXUBOXPAHWIIHIIIA SBJISIETCS CTPOTO BEIYMCIIIEMON BETMUYUHOM,
HNPUMEPHOE €T OIpeIeTICHUE HE JOMYCKACTCsl.

CreneHp 3arpyK€HHOCTH apXMBOXPAHWIIMILA PACCUUTHIBAETCS B IPOLIEHTAX IIyTEM JIEJICHUS
KOJIMUECTBA XPAHSALINXCS B HEM JIe] HA PACUETHYIO BMECTUMOCTb apXUBOXPAHUIIUIIA (B €IMHULIAX
XpaHeHus1) 1 yMHOxeHus Ha 100.

PacueTHass BMECTUMOCTh apXMBOXPAHWIHWIIA OMPEACTSETCS CIEAYIONIMM  00pa3oM:
M3MEPSIETCS B METPax 00IIasi MPOTSHKEHHOCTD JIJTUHBI CTEJUTAKHBIX MOJIOK, 3aHATHIX TOKYMEHTaMU;
PACCUYUTHIBACTCS KOJIMUECTBO CAMHUI] XPaHEHHU S, HAXOSAIIUXCS HAa OJTHOM IOTOHHOM METPE TMOJIOK,
Ui 4ero oOlee KOJUYECTBO €IMHUIl XPaHEHUS JENUTCS Ha KOJWYECTBO TOTOHHBIX METPOB;
KOJIMYECTBO €AUHUIL XPAaHEHUsI, HAXOSAIINXCSI HA OJTHOM MOTOHHOM METPE, YMHOXKUTh Ha OOIIYIO
MPOTSHKEHHOCTH CTEJIAXKHBIX MOJIOK (B TOM YHCJIE CBOOOHBIX).

dopmyna:

o 00111ee KOJTUYECTBO XPAHSIITUXCS eI
CTeTeHb 3arpykeHHocTH (%) = x100

pacdac€THad BMCCTUMOCTD



Ecnu apxuBOXpaHWINI HECKOJIBKO, TO CyMMa BCEX XPaHALIMXCSA B HUX A€ JAEIUTCA Ha
CyMMY pacy€THOM BMECTUMOCTH KaXI0ro U ymMHokaercs Ha 100.

B pasnene "Csenenust o gokymMeHTax" BHOCATCS CBEACHHUS O JOKYMEHTax MOCTOSHHOTO
XpaHEHUs, JaHHBIC O JJOKYMEHTAX IO JJMYHOMY COCTaBY M YKa3bIBaCTCS CIICIYIOIIIEE:

B rpa(pe 1 - xKoIM4ecTBO CAWHHUI XpPaHCHUSA JOKYMCHTOB IMOCTOSHHOTI'O XpPaHCHUA W 110
JIMYHOMY COCTAaBY, HAXOIANINXCA HAa XPAaHCHHUH B ApXUBC CYyJia,

B rpade 2 - 1aTa camoro paHHEro U3 XpaHAIIUXCs B ApXHUBE CyJa JOKYMEHTOB;
B rpade 3 - KOHEUHbIE JaThl XPAHALIUXCS B ApXUBE CyJ1a JOKYMEHTOB;

B rpade 4 - obuiee KOIMYECTBO /1€, KOTOPbIE BHECEHBI B YTBEPKACHHBIE (COITIACOBAHHBIE)
OIIK apXMBHOTO y4pexXIECHUS ONUCH;

B rpade 5 - camble paHHHE TO/bl, 32 KOTOPbIE IOKYMEHTbI, BHECEHHBIE B OITUCH JIET, XPAHATCS
B apXuBe Cyla;

B rpade 6 - camble MO3JIHUE TOJbl, 32 KOTOPbIE JOKYMEHTbI, BHECEHHBIE B YTBEPKICHHbBIC
(cornacoBanubie) DIIK apXUBHOTO yUpekIeHUs OMICH, XPAHATCS B apXHUBE CY/Ia;

B rpade 7 - KOJTUYECTBO JIe] MMOCTOSSHHOTO XPaHEeHHsI, HAaXOSAIINXCS Ha XPAaHEHUU B apXUBe
CyJia MocJie UCTEYEHHUS! YCTAaHOBJIEHHOTO 3aKOHOJATENIbCTBOM CPOKA X MPEEIbHOTO XPaHEHUS B
cyne.

['pada 8 3amonHsETCS MyTeM MOJCYETa KOJIUYECTBA €KETOHO 00pa3yIOIIUXCs 1] JAHHOTO
BHUJIa B COOTBETCTBUH C HOMEHKIATYpPOU.

B crpoxke 201 nienecooOpa3HO BHOCUTH TaHHBIE O JeIaX MOCTOSHHOTO XPaHEHUS OTEIBHO 10
TPaXJIaHCKUM, aIMUHUCTPATUBHBIM, YTOJOBHBIM JI€JIaM, JieJlaM OOIIeTo AeI0MPOU3BOICTRA.

B pasnene "Kangpsi" B ctpoke 301 yka3pIiBaeTCs KOJUYECTBO IITATHBIX PAOOTHUKOB apXHBa
CyJla, OIpeIeIEHHOE B IITATHOM PacHUCaHUU CyAa.

Ecnu B mtaTHOM pacnucaHuy HE MPEAYCMOTPEHA JIODKHOCTh IITATHOTO PAaOOTHHKA apXHBa
Cyla, TPy 3TOM TIpejceaTeNieM Cy/ia Ha3HadeH paOOTHUK, OTBETCTBEHHBIN 3a paboOTy apXuBa, B
3TOM Tpade cTaBUTCS MTPOUYEPK.

B paznene "YcnoBus XpaHeHUs JOKYMEHTOB' MOJYEPKHBAIOTCA TE€ CBEIACHUS, KOTOPbBIC
COOTBETCTBYIOT YCJIOBHUSIM XpPAHEHUS! apXUBHBIX TOKYMEHTOB B CY/IE.

B cnyyae xpaHeHusi JOKYMEHTOB Cy/Aa B OOBEIMHEHHOM CyAeOHOM apxuBe, B HAcCIOpTe
apXx¥Ba JIeITaeTCsl COOTBETCTBYIOMIAS TIOMETKA O KOJMYECTBE JIeJ, HaXOSMIIUXCS Ha XpaHESHUHU B
TakoM apxuBe. [Lmomane momenieHus 00bEAMHEHHOTO CyAeOHOTO apxuBa B pazzaene "OOmue
CBEICHM" MTacIopTa apXrBa HE yKa3bIBAETCH.

B nmacnopre apxuBa yka3biBatoTcs aMuiins U TeaedOH UCTIOMHUTENS (COCTaBUTEN).



HacnopT apxXuBa NMOANMHUCHIBACTCA MTPCACCAATCIICM Cyaa C ITPOCTABJIICHUCM AAThI IOAITMCAHUA,
ITIOCJIC 3alIOJIHCHHA BCCX PA3ACIIOB 3aBCPACTCH IICUATBIO CYyaA.

IIpn HanpaBieHMM B TOCYJApPCTBEHHBIM apXWB K IIacCIIOPTy apXuBa IPUKIIABIBACTCS
MOSICHUTEIIbHAS 3aIIMCKa, B KOTOPOM YKa3bIBaXOTCs CIEAYIOIIUE CBEICHUS:

00 U3MEHEHMSIX B HAUMEHOBaHHUH CY/J1a;
0 HAJIMYNH B CYJ€ HOMEHKJIATYPbl U HHCTPYKIHMH 110 JEJIONPOU3BOJICTBY;

IIPUYMHBl U3MCHEHUS KOJIMYECTBA JEJI 110 CPaBHEHMIO C JaHHBIMH I1acIopra
MPEALIECTBYIOMIETO Toa (KOJIMYECTBO ONMMUCAHHBIX JIE], IEPEJaHHbIX HA MOCTOSHHOE XPaHEHUE B
apXUBHOE YUpEXKJICHUE, CHATBIX C YUETa B CBSI3U C yTPATOU MIIM HEUCIIPABHBIMU MOBPEXKACHUSIMMN);

HaJIN4YME B apXuBe cya (pOHI0B APYTUX CYI0B;
0 KaJIpOBOM COCTaBe - HAJIMYME IITATHBIX paOOTHUKOB apxuBa cyna, @.M.0. paboTHUKOB;

O MCECTC XpaHCHUA JOKYMCHTOB IIPpH OTCYTCTBHUH OTACIIbBHOT'O IIOMCHICHUA U 0COOCHHOCTSAX
pasMCIICHUA JOKYMCHTOB.

KoOHKpeTHBI CNHCOK TPUIIOKEHHS K NAcHopTy apXuBa MOXET ObITh COIJIacOBAaH C
rOCYJapCTBEHHBIM apXUBOM, KyZa OH IIPEACTaBIIACTCS.

B caywae ecnu apxuB cyna pacrosiokeH B HECKOJBKHMX MOMEIIEHUSX, MaclopT apXuBa
COCTaBIISIETCS €AMHBIN HA BCE TIOMEIIICHUSI.

9.3.2. JIonmoMHUTENBHO K MACTIOPTY apXrMBa paOOTHUKOM, OTBETCTBEHHBIM 32 pa0OTy apXuBa,
€XKEro/IHO 3aIOJIHAIOTCS YYETHbIE CBEIAEHUS O JOKYMEHTax, XpaHsIIHUXCS B apXuBe cyla
(npunoxenue N 15 k Hacrosmieit UucTpykumn) (1o coctosiHuio Ha 1 gexadpsi), B KOTOPBIX TOMUMO
KOJIMYECTBA JIEJI TIOCTOSIHHOI'O XPaHEHHUs, HAaXOJAINXCS B ApXUBE CYyJ1a, YKa3bIBAETCS KOJIMUYECTBO
nen BpeMeHHbIX (cBbie 10 JeT) CpokoB XpaHEeHUs, BpeMeHHBIX (10 10 JieT) cpoKoB XpaHEeHUs U
"m0 MUHOBaHUS HAOOHOCTH" (TIPU HATUYHH).

VYyeTHble CBEJEHUSA O JOKYMEHTaX, XpaHSALIMXCS B apXHUBE CYy/a, COCTaBIAIOTCS B OJHOM
IK3EMIUISIPE U XPAHSITCS B COOTBETCTBYIOIIEM HOMEHKJIATYPHOM HapsiJie Cyja.

9.3.3. B kHHMIy yyeTa MOCTYIUIEHUS U BBIOBITUS Jes, JOKYMEHTOB (mpuiiokeHue N 16 k
HacToseld MHCTpyKIumM) ociieJ0BaTeIbHO BHOCATCS BCE IEPBUYHBIE U IOBTOPHBIE MTOCTYIIIIEHUS
(BBIOBITHSI) €N, JoKyMeHTOB. Kaxaoe moctymieHue (BbIObITHE) B Ipelieiax OTYETHOro Tofa
MOJIy4YaeT NOPSIAKOBBIM HOMEDP B BAJIOBOM MOCIEA0BATEIBHOCTH.

E)KCFOZ[HO Ha 1 sTHBapsl MOABOJUTCA UTOT KOJIUYCCTBA IMOCTYIIMBIINX U BBIOBIBIIINX 3a rong
ACII, TOKYMCHTOB.

9.3.4. JIuct ponna (mpunoxenue N 18 k HacTosmel MHCTPYKITMN) COCTABISETCS HA KaXK I
apXuBHBIN QOHJ. B HEM yYUTBIBAIOTCS BCE MOCTYIUICHUS 1 BBIOBITHS ONMMCAHHBIX U HEOTMCAHHBIX
JOKYMEHTOB (hoHAA.

Jluctel (HOHIOB XpaHATCS B TMOPSAKE BO3PACTAHUS HOMEPOB apXMBHBIX (OHIOB. JIMCTHI



boHI0B HOPMHUPYIOTCS B JIEJI0, K KOTOPOMY COCTABJISIETCS JTUCT-3aBEPUTEIND.

B JINCTC-3aBCPUTCIIC YKA3BIBAIOTCA 061].{66 KOJIMYCCTBO JIUCTOB JOKYMCHTOB, BKIIIOUCHHLBIX B
ACJ10, HAYAJIbHBIC 1 KOHCYHBIC HOMCPA apXHUBHBIX (I)OHILOB, 061_1_[66 KOJIMYCCTBO apXHUBHBIX CI)OHI[OB,
JIUCTBI KOTOPBIX BKIIFOUYCHBI B JICJIO.

9.3.5. B neno ¢onna BKIIOYAETCS] KOMIUIEKC JOKYMEHTOB (MCTOPUYECKUE M TEMaTUYECKHE
CIIPaBKH, JIOTOBOPHI O Mepeaue JOKYMEHTOB Ha IOCTOSIHHOE XpPaHEHUE, aKThl IPOBEPKU HATHUUS
U COCTOSHUSI JJOKYMEHTOB, aKThl O TE€XHHYECKUX OLIMOKaxX, akThl IpHeMa U Ieperayd, akKThl
BBIJICJICHUS /1€ U JOKYMEHTOB K YHUYTOXKEHHUIO, aKThl 00 yTpaTe M aKThl O HEHUCIIPABUMBIX
MOBPEXKICHUAX, aKThl 00 OOHAapyXEHHH JOKYMEHTOB, AaKThl PACCEKpEYHBAHHUS U JIPYTHE
JOKYMEHTBI, OTpaxaroue padboTy ¢ (OHIOM) MO HMCTOPUM CyAa U apXuBHOro (oHza,
00BETMHEHHOT'0 apXUBHOTO (POHIA.

9.3.6. [Ins mMOeIMHUYHOTO W CYMMAapHOTO ydeTa apXHUBHBIX JIOKYMEHTOB, 3aKperuIeHUs
MOpsIIKa UX CHUCTEMATH3alluM, y4eTa U3MEHEHUU B COCTaBE W 00BbEME apXUBHBIX JOKYMEHTOB
COCTaBIISIETCS OMHKCH JIEJI, OMTUCH DJIEKTPOHHBIX JIETI.

9.3.7. Cuucok ¢onnoB (npuinoxenue N 17 k HacTosiield MHCTpyKuM) BeaeTcsl B apXuBe
cyJia, XpaHsIeM JOKYMEHTHI 0oiiee ueM ojHoro gonaa. Kax sl apXxuBHbIN (GOHI BKIIOYACTCS B
CIIUCOK (POHJIOB TOJBKO OJIMH pa3 MPH MEPBOM MOCTYIUICHHH apXHBHBIX JOKYMEHTOB YKa3aHHOTO
donma. Kaxnomy GoHIy MpucBanBaeTcs MHANBUAYATBHBIA HOMED, KOTOPBIA COXPAHSICTCS 3a HUM
BO BCEX YUETHBIX JokymeHTax. Homepa poHmam nmprucBanBarOTCsi B BAJIOBOM MOPSIKE.

B cnywsae mepemaum apxuBHOro (oHAa B APYrod apxwiB, BKIIOYEHHS €r0 B COCTaB
O0OBEAMHEHHOTO apXMWBHOIO (OHAA WM BBIAEIEHUS BCEX JOKYMEHTOB K YHUYTOXKEHUIO
OCBOOOIMBIINICSA HOMEP APYTOMY apXUBHOMY (DOHAY HE IPUCBAUBAETCS.

OO0benHeHHbIe apXuBHBbIC (DOHBI YUUTHIBAIOTCS HAa 00X OCHOBaHMIX. OObETUHEHHOMY
apxXuBHOMY (HOHIY, 00Opa30BaHHOMY M3 apXHMBHBIX (JOHJIOB, paHEE YYTCHHBIX CAMOCTOSTEIBHO,
MIPUCBAUBACTCSI HOMEP OJIHOTO M3 apXUBHBIX (DOHIOB, BKIFOUCHHBIX B €TI0 COCTAB.

Homep apxuBHOTO hoHAA Cyla - MCTOUYHHMKA KOMIUIEKTOBAHUSI TOCYJAPCTBEHHOTO apXHBa
BHOCHUTCSI B CTUCOK (DOHJIOB TTOJI HOMEPOM, KOTOPBIN MMPUCBOEH €MY B TOCYJJAPCTBEHHOM apXHBE.

HazBanue apxuBHOro (poHAa BHOCHTCS B CHUCOK (POHIOB Ha OCHOBAHUU HCTOPUYECKOU
CHPaBKU K (DOHIY WM TUTYJIBHOTO JIUCTA OMMCHU JEJ, OMUCH JIEKTPOHHBIX JEII.

HazBanue apxuBHOro OHJa COCTOMT M3 MOJHOTO HAMMEHOBAHUS Cyla C yKa3aHUEM €ro
MECTOHAXO0JICHUs, 1aT CO3AaHus U JIMKBUJAUUU. Eciin HaMMeHOBaHUE U3MEHSIIOCh, TO B CIIMCKE
(GOHIOB yKa3bIBAaeTCs €ro ToclieHee Ha3BaHWE B paMKax IEpUOJia, 32 KOTOPBINM MPUHSATHI
TOKyMeHTHI. Bce mpeapiaymire n3MeHeH!s] B HAUMEHOBaHUU OTMEYaroTcs B incte PoHa.

Ha3panue O6’I>CJII/IHCHHOFO APXUBHOT'O (1)OHI[3, COCTOHUT H3 0606HICHHOFO Ha3BaHU
BKJIFOYCHHBIX B HCTO apPXHMBHBIX (I)OHI[OB. B auct (bOHI[a BKJIFOYAKOTCA BCC HAMMCHOBAHUWA CY/10B,
JOKYMECHTBI KOTOPBIX BKIIFOUCHLI B 06’I)GJII/IH€HHI)II71 (bOHJI.

ExxeromHo k cnucky (OHIOB COCTABJISCTCS WTOTOBas 3alMCh O KOJUYECTBE apXWUBHBIX
(G OHMIOB, MOCTYNMUBIINX U BHIOBIBIIMX B TEYCHHE TOa, M O0IIEM KOJIMYECTBE apXUBHBIX (DOH/IOB,
HaXOJAIINXCA Ha XPaHCHUU B apXHMBE IO COCTOSHHUIO Ha | SHBaps, CICIYIOUIETO 3a OTYCTHBIM



TOJIOM.

Cnucok (1)OHI[OB IIOoAIMMUBACTCA B TBCPAYIO O6J'I0)KKy, JIUCTBI HYMCPYIOTCs, COCTABJIACTCA
JIUCT-3aBCPUTCIIb.

9.3.8. st peructpaiiiy omuceil Jen, onuceld >MEeKTPOHHBIX Jell, y4eTa UX KOJIHYeCTBa U
COCTaBa BEJIETCS PEECTp OMUCEH N, JOKYMEHTOB.

B peectpe omnuceit GUKCUPYIOTCS OCHOBHBIE JIAaHHBIE 110 COCTABY KaX O OMKCH JEJ, OMUCH
ANIEKTPOHHBIX Jien: HoMmep (OoHIa, HOMEp ONHCH, BUJ JOKYMEHTOB, BKJIIOYEHHBIX B OIHCH,
KOJIMYECTBO €AMHUI] XPAHEHUS, KOJIMUECTBO JIUCTOB B OMUCHU U €€ IK3EMILIAPOB.

9.4. YuerHble 6a3bl JaHHBIX BEAYTCA NPU HAIWYUHU B CYJE TEXHHMUYECKHX U MPOTPAMMHBIX
CpPECTB HapaBHE ¢ 005A3aTeIbHBIMU APXUBHBIMHU YYETHBIMU JOKYMEHTAMHU.

9.5. ApXUBHBIE YyYETHBIE JTOKYMEHTHI, B TOM YHCJIE IO OJHOMY DK3EMIUIIPY ONMCH ME,
pa3MeIaTCs B IOMEIIECHNH JUUIl XPAaHEHUS YUYETHBIX TOKYMEHTOB WA Ha OTAEIBHOM CTEIIIAaXE B
paboueii koMHaTe pabOTHUKA, OTBETCTBEHHOI'O 32 pabOTy apXuBa CyJa.

BTopoii sk3eMIuisip onucu e pa3MeIlaeTcs B apXUuBOXpaHUIIUIILE 000COOJIEHHO OT €IMHHIL
XpaHEeHUsI.

9.6. ApxXxuBHBIE y4YETHBIE JOKYMEHTBHI, KpOME OIUCEH JeJ, OMUCEH SIEKTPOHHBIX e,
MpeAHa3HAYAIOTCS IS CTY>KEOHOTO MOJIb30BAHUS U TI0JIb30BATEISIM apXUBHBIMH JOKYMEHTAMH HE
BBIJIAIOTCSI.

9.7. Yuer IMOCTYIVICHUA U BBIOBITHS ACJI, TOKYMCHTOB B apXHBC Cydad OCYIICCTBJIIACTCA Ha
OCHOBAHHH:

OTIHMICH JIeJI, OITUCH DJICKTPOHHBIX JIeT CYAeOHBIX KOJUIETHH, CyIeOHBIX COCTABOB, TOCTOSIHHBIX
CyeOHBIX MPUCYTCTBUH, CTPYKTYPHBIX MOJAPa3IICHUN 1 TOI0BOTO pa3jiesia CBOJHOM OMKCH AL,
OTIHMCH DJICKTPOHHBIX JTOKYMEHTOB;

HOMEHKJIATYpPbI IPU OTCYTCTBUH OIUCEH 1€, ONUCEH 2IEKTPOHHBIX /1] CyI€OHBIX KOJIICTHiA,
CyJeOHBIX COCTABOB, IOCTOSIHHBIX CY/1€OHBIX TPUCYTCTBUM, CTPYKTYPHBIX MOAPA3IEICHUI;

aKTa O TEXHUYECKUX OMMOKAaX B YUYETHBIX JOKyMeHTax (mpuioxkeHue N 19 k HacTosiei
Nuctpykuun);

akTa 00 OOHapy)XeHHUU JOKYMEHTOB, HE OTHOCAIIUXCA K JaHHOMY (DOHIY, HEYUTEHHBIX
(mpunoxenue N 20 k HacTosimeit UacTpykuun);

aKTa O HEOOHApY)KEHHWU apXUBHBIX JOKYMEHTOB, IYTH PO3bICKAa KOTOPHIX HCYEpHaHbI
(npunoxenue N 21 k HacTosmen MacTpykuun);

aKTa MpUeMa-liepelayd apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxkeHne N 22
HacToseld MHCTpyKIum);

aKTa O HEHCIPABUMbIX TMOBPEXKACHUSIX apXMUBHBIX JOKYMEHTOB (mpuioxeHue N 23 k
HacTosield MHCTpyKIum);



aKTa O BBIJICJICHUHM K YHUYTOXKEHHMIO apXHWBHBIX JOKYMEHTOB, HE IMOJUICKAIINX XPAHEHHIO
(mpunoxxenue N 13 k HacTosime MHCTpyKIUN).

9.8. Ha ocHOBaHMH [OKYMEHTOB, YKa3aHHbIX B IIyHKTe 9.7 Hacrosmen HWHcTpyknnw,
BHOCSTCSA HEOOXOAMMbIE U3MEHEHHUS B 00513aTeIbHbIC apXUBHbBIE YUETHBIE JOKYMEHTHI:

B KHUI'Y Y4UCTa IIOCTYIUICHHUA U BBIOBITHS ACJI, IOKYMCHTOB U B JIUCT (i)OH,Z[a - IIPpHU KaXXIOM
W3MEHEHHMH B COCTAaBE M 00BEME APXUBHBIX JOKYMCHTOB,

B CIUCOK (DOHIOB - IPU MOCTYIUIEHUH HOBOTO apXMBHOIO ()OHJIA MIJIM BBIOBITHM BCEX €T,
JOKYMEHTOB HAaXOJMBIIErOoCs Ha XpaHEeHUH apxuBHoOro ¢onaa. B rpage "OTmeTka 0 BBIOBITUH
dbonga" cnricka POHIOB YKa3bIBaeTCsl MECTO (aapec) BHIOBITHS apXUBHOTO (OHJA, a TAaKXKe JaTa U
HOMEp JIOKyMEHTa, Ha OCHOBAaHMH KOTOPOT'O OH BBIOBLI,

B peecTp ONMCEW Jed - MPHU NOCTYIJICHUH HOBOM OMMCH /€7 WIM BBIOBITUHM BCEX €IUHMIL
XpaHEHUsl HaxOJuBIIEHCs Ha XpaHeHUuU onucu. HoMep BBIOBIBIIEH onmucH JPYrUM OMUCAM i€,
OIUCSIM DJICKTPOHHBIX JIe]1 HE TIPUCBAUBACTCS U OCTAETCS] CBOOOTHBIM;

B OIIMCH OCJI, OITMCH JJICKTPOHHBIX OCJ - IIPHU KaXIO0OM IIOCTYIIIICHUU U (I/IJ'II/I) BBIOBITHHI A€,
AOKYMCHTOB, 3JICKTPOHHBIX apXHUBHBIX ACJI, YATCHHBIX B I[aHHOfI OIINCH.

COOTBGTCTBYIOIIII/IG H3MCHCHHA BHOCATCA BO BCIIOMOI'aTCIIBHBIC APXHBHLBIC YUYCTHBIC
AOKYMCHTBI.

10. IIpoBepka HATUYHUS M COCTOSTHUSA TOKYMEHTOB (3J1eKTPOHHBIX
JeJ1) B apXuBe cyJ1a, NOPSIO0K NMepeiavyd apXUBHBIX JOKYMEHTOB
NP CMeHe npejaceaaTes cyaa

(8 pen. Ilpukaza CynebHoro nemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

10.1. ApxuBHBIE JOKYMEHTHI IMPOBEPSIIOTCS HA TpPEeIAMET HMX (PAKTUYECKOTO HAIUYHS U
(bu3MUECKOro COCTOSIHUSA (faliee - MPOBEPKa HAIMYUS) B TNIAHOBOM TOPSIIKE.

[IpoBepka HamWuusg AapXUBHBIX JOKYMEHTOB IIPOBOAMTCS KOMHMCCHEH, Ha3Ha4yaeMoun
npejcenaTesieM Cya, B COCTaB KOMUCCHUHU 00s13aTENIbHO BKITIOYaeTcs paOOTHUK, OTBETCTBEHHBIH 3a
paboTy apxuBa cyja.

[IpoBepka HanWuus APXUBHBIX JTOKYMEHTOB PAallOHHBIX, TOPOJCKUX, MEXKPAUOHHBIX CYAOB
MIPOBOUTCS C y4acTHEeM paOOTHUKOB COOTBETCTBYIOIIETO yrpasienus: Cyne0HOro aernaprameHTa
B cyOnekte Poccuiickoit @eneparuu.

10.2. IIpoBepka Hanu4Ksi IPOBOJUTCS:

B CPOKH, YCTAaHOBJICHHBIE MTPEACEAATENIEM Cy/1a, HO HE PE’Ke OJTHOTO pa3a B 5 JIeT (B TOM YUCIE
¢ momeTko# "JI7s ciy:keOHOro mojap30BaHus");

Opu CMEHe MpeJcenaTess cyaa, pyKOBOAWTENS apxuBa (paOOTHHKA, OTBETCTBEHHOTO 3a
paboTy apxuBa);



[P NOJATOTOBKE apXMBHBIX JOKYMEHTOB K I€peJjaue B roCyJapCTBEHHBIA apXuB (U1 cyna,
BBICTYIAIOIIEr0 HCTOYHUKOM KOMIUIEKTOBaHMS);

MOCJIE MAaCCOBOTO MEPEMEIICHUS APXUBHBIX JOKYMEHTOB, UpE3BhIUAMHON CUTYaIIUU U (UJIH)
JIPYTUX OOCTOSITENIbCTB, B PE3YJIbTaTe KOTOPHIX OHU MOTJIA OBl OBITH YTpaueHBI WU MOBPEKIACHBI;

P peopraHu3aluu cya.

10.3. IIpoBepka HamM4uusg JOKYMEHTOB IPOBOAMTCS IOCPEICTBOM BHU3YaJIbHOTO OCMOTpA
€IMHUIL] XPAHEHUS M CBEPKU ONHUCATEIbHON CTAThU OMMUCH JIeJI C 3aroJIOBKOM (ONMHMCaHUEM) Ha
00JI0%KKE €IUHULIBI XPAaHECHHUS.

10.4. IIpoBepka HanM4us TOKYMEHTOB BKIIFOYAET:
BBIBEPKY apXMBHBIX YUETHBIX TJOKYMEHTOB U YCTPAaHEHUE BBISBICHHBIX B HUX HETOUHOCTEN;

YCTaHOBJICHUC (I)aKTI/I'-IGCKOFO HaJIn49ua CAUHUL XPaHCHHUA B COOTBCTCTBUH C aPXHBHBIMHU
YUYCTHBIMH JOKYMCHTAMU,

BBISIBJICHHE HETPABUIHLHO O()OPMIICHHBIX €AMHUI] XpaHESHHUS (11e);

BBISIBIICHHE U TIOCTAHOBKY Ha Y4YeT JOKYMEHTOB U €UHUIl XpPaHCHUS, TPEOYIOIUX (PU3UKO-
XUMHUYECKOU, TPOQUIAKTUYECKON H/WIH PECTaBPALIMOHHO-TIPOPUITAKTUIECKON 00pabOTKY;

OpraHU3alHI0 PO3bICKA OTCYTCTBYIOIIUX IOKYMEHTOB.
10.5. IIpu npoBepke HaMU4YUs JOKYMEHTOB HEOOXO0IMMO:

COXpaHATh MOPSAJOK PACIHOJOXKCHHS CIUHHUI] XPAHCHHUS COTJIACHO TOMOTpaprueCKuM
yKa3aTessim;

MOMEIIaTh Ha MecTa HaJIeXallero XpaHeHWs OOHAPYKEHHbIE BO BpEMs MPOBEPKH
HEMPABUIIBHO PA3MEILICHHBIE €AUHULIBI XPAHCHHUS;

H3BIMATh C TIOCHCAYIOIICH H30JSIMeld JOKYMEHTBI, CIWHUIIBI XPAaHCHHS, 3apaKCHHBIC
IJICCEHBIO W (WIIM) JPYTMMH OMOJOTHYECKUMHU BPEIUTEISMH (NI JTOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE);

npoctaBisaTe oTMeTKy "[TPOBEPEHO" ¢ ykazanrem HOMepa U AaThl aKTa MPOBEPKH B KOHIIE
IIPOBEPEHHOM OMUCH JEIL.

10.6. Tlo pesynpTaTaM MPOBEPKHM HATUYUS JOKYMEHTOB JOJKHBI OBITH COCTABJICHBI U
MOANMCAaHbl KOMUCCHEH, a 3aTeM YTBEPKJICHBI IIpe/iceiaTeNieM Cya:

aKT MPOBEPKU HAJUYMsI W COCTOSIHMSI apXMBHBIX JOKYMEHTOB (mpuiioxeHue N 24 «k
HacTosiend MHcTpykimm);

aKT O TEXHUYECKUX OIIMOKaxX B YYETHbIX JOKymMeHTax (mpuiokenue N 19 k Hacrosmiei
WNHcTpyKumu), KOTOPBIA COCTABISETCS B Cy4ae BbISBICHUS HECOOTBETCTBUS 3aIIUCEN B apXUBHBIX
YYETHBIX JJOKyMEHTax (hakTHuecKoi HHpOpMaINH;



akT 00 OOHapyXKEHHH apXUBHBIX JOKYMEHTOB, HE OTHOCSIIMXCS K JaHHOMY (oHmy,
HeyuTeHHBIX (mpuiioskenne N 20 k HacTosimed MHCTpyKIuu), KOTOPBIA COCTABIISIETCS B CiIydae
oOHapyKeHUsl HEYYTEHHBIX apXUBHBIX TOKYMEHTOB, HE OTHOCSAIINXCA K TaHHOMY (DOHAY.

HpOBCpKa HaJIn4us JOKYMCHTOB CYHHTACTCA 3aBepLHCHHOI>'I IMOCJC YTBCPKIACHUA aAKTa
IIPOBCPKU HAJIUYHA MU COCTOAHHA APXHUBHBIX JOKYMCHTOB, IIOCJIC BHCCCHHA II0 PE3yJibTaTaM
IIPOBCPKHU H€O6XOZ[I/IMBIX W3MCHCHHH B APXUBHBIC YYCTHBIC TOKYMCHTEI.

10.7. Ecnu mpoBepKON HAIMYNSA JOKYMEHTOB YCTAaHOBJIIEHO OTCYTCTBHE JOKYMEHTOB, JOJKEH
OBITh OpPraHU30BaH MX PO3BICK, IPOBOJMMBIM B TEUEHHE OJHOIO Irojia C JaThl BBIABICHHS HX
oTCyTCTBUS. JlomycKaeTcs MpoUIeHHEe CPOKa pO3bICKa JOKYMEHTOB Ha 1 rof,.

B cinyuae oTpumaTenbHBIX PE3yNbTATOB PO3BICKA COCTABIAETCS aKT O HEOOHApYKEHUU
apXMBHBIX JOKYMEHTOB, IyTU PO3BICKAa KOTOPBIX HcyepnaHsl (mpuioxenue N 21 k Hacrosiuen
WNHcTpykumn), yTBEpKIAaEMBbI Mpece1aTeIeM Cyia 0 COINIACOBAHUIO C 3KCIEPTHON KOMUCCUEN
cyna. K akrty npunaraercs crpaBka 0 npoBeAeHUM po3bicKa. Cyl - MCTOYHHK KOMIUIEKTOBAHUS
rOCyJapCTBEHHOTO0 apXuBa B cily4dae HEOOHApy)KEHHs JOKYMEHTOB, OTHECEHHBIX K COCTaBY
ApxuBHoro ¢onna Poccuiickoii ®enepanuu, AOMKEH MNPEACTaBUTh aKT O HEOOHAPYXKEHUHU
apXUBHBIX JIOKYMEHTOB, IIyTH pPO3bICKA KOTOpPBIX HCUEpHaHbl, B COOTBETCTBYIOILUN
rOCYJapCTBEHHBI apXWB WM YHOJHOMOUYEHHBIH OpraH HCIIOJHUTENbHOW BIIACTH CYObEKTa
Poccuiickoit ®deneparyu B chepe apXUBHOTO Jesia s IPUHATHS PELIEHUs O CHATUN YTPauyeHHBIX
€IMHUII XPAHEHHUS C y4eTa.

10.8. ApXHBHBIN JOKYMEHT, COCTOSIHHE KOTOPOT'O UCKIIOYAET BO3MOKHOCTh BOCCTAHOBIICHUS
€ro MaTepUualbHOTO HOCHUTENSI U HUCIOJb30BAHUS (BOCIPOU3BEIECHUS) COJAEpIKALIEHCS B HEM
nH(popMaIuu, MPU3HAETCS HEUCTIPABUMO TTOBPEKICHHBIM.

10.9. IIpn BBIABICHUM HEMCIPABUMO IMOBPEXKICHHOTO APXUBHOIO JOKYMEHTA COCTAaBISAETCA
aKT O HEHCIIPABUMBIX MOBPEXKICHUAX apXUBHBIX JTOKYMEHTOB (IpuioxkeHue N 23 K HacTosIen
WNHcTpyKumu), KOTOPbINA yTBEpXKAAETCS MpEAceaaTeeM Cy/a MO COMNIACOBAHUIO C 3KCIEPTHOM
KOMUCCHEN cyaa.

B cnyuae BBISIBIEHUS HEUCHPABUMO TOBPEXKJIECHHOIO JOKYMEHTa ApXHUBHOrO (oHIa
Poccniickoit ®enepaunu akT O HEUCIPABUMOM IIOBPEXKICHUU APXMBHBIX JOKYMEHTOB
HanpasisieTcs Ha paccmoTpenne DI1K apXuBHOIo yupekaeHus ociie CorjlacoBaHus € 3KCIIEPTHON
komuccuel. Ilocne BbIHECEHHs pPELIEHUs O NMPU3HAHWM ApPXMBHOIO JOKYMEHTa HEUCIPABHUMO
MOBPEKJIECHHBIM aKT YTBEP)KIAETCS MpeJceaareseM cyJa M COOTBETCTBYIOIME HW3MEHEHMUS
BHOCSITCSl B @pXUBHbIE YYETHBIE JJOKYMEHTBI.

10.10. Ilpu cMeHe mipeacenaTets cyaa npueM-repeiadya apXuBHBIX JIOKYMEHTOB, apXHBHBIX
YYETHBIX JOKYMEHTOB M CIIPAaBOYHO-TIOMCKOBBIX CPEJICTB K HUM (Jayiee - mpueM-Tiepeaada Jei)
OCYILIECTBIIACTCS KOMUCCHEH, Ha3HAYaeMOM MpeaceaaTeIeM Cya.

HpI/I npueMe-necpeaaduc A€ NpoBOAUTCH CIUIOMIHAA WU BBI60pO‘-IHa${ IMPOBCpPKa HAJIIMYHUA U
COCTOSAHUSA JOKYMCHTOB, apXHUBHBIX YUCTHBIX JOKYMCHTOB M CITIPABOYHO-ITOMCKOBEBIX CPCACTB.

[Tpuem-nepenaua aen opopmisiercss aktom (rpuinoxenue N 38 k Hacrosmeit MHcTpykuun).

11. Opranusanus UCNOJb30BAHUA JOKYMEHTOB apXuBa



11.1. Hcnonb3oBaHue AOKYMEHTOB apXuBa CyAa IPOBOJUTCS TOJBKO C pa3pelieHus
npenacenaTens cyaa (yIoJHOMOYEHHOTO UM 3aMECTHUTES).

PaGoTHUK, OTBETCTBEHHBIH 3a pabOTy apXuBa Cyja:
BBIJIAET JOKYMEHTAIbHbIE MAaTEPHUAJIBI B CTPYKTYPHBIE TOAPA3ACICHUS;

HalpaBsieT Ha OCHOBAaHUM IMCBMEHHOIO 3alpoca MaTepuallbl B JPYrHe OpIaHBbI,
OpraHu3alluU U YUPEXKJIEHH 110 YKa3aHUIO MIpeiceaaTeNs Cyaa;

UH(POPMHUPYET MPEICEAATENS CYAa O COCTABE U COAECPKAHUM JOKYMEHTAIBHBIX MATEPHAJIOB;
BBIJIAET CIIPABKU U BBIUCKU U3 apPXUBHBIX JTOKYMEHTOB.

11.2. Beimaya enuHUIl XpaHSHUs U3 apXUBOXPAHIIINIIA OJICKUT 00s3aTeIbHON PUKCaluu
B KHUTE BBIJIAUU €IMHUI] XPAaHEHUS BO BpPEMEHHOE T0JIb30BaHue (Mpuiokenne N 27 K HacTOSIIeH
HNHCcTpyKINm).
(m. 11.2 B pen. Ilpukaza Cyaebnoro aemapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

11.3. Boigauy aen Ha OyMa)KHOM HOCUTEJE M3 apXMBOXpPAHWIMILA U MPUEM MX 0OpaTHO, B
TOM YHCJIE B cly4dae HEOOXOIMMOCTH IMOJIMCTHYIO IPOBEPKY HAIUYHUS U COCTOSIHHUSI JOKYMEHTOB
nepes Bbiaueil n3 apXuBOXpaHWIMILA U IIPU BO3BpATe, IPOU3BOAUT paOOTHUK, OTBETCTBEHHBIH 32
paboTy apxuBa cyja, B IPUCYTCTBUU JINLA, TOIY4AIOMETr0 (BO3BPAIIAIOILET0) JIea.

B cnyuae ecnu mocie Bo3BpallleHus Jena pabOTHUKOM, OTBETCTBEHHBIM 3a padoOTy apXuBa
CyJia, BBISIBIIEHO U3bSITHE, TOBPEXKACHIE MaTEPHAJIOB JieJia, & TAK)KE BHECEHHE B HUX UCIIPABJICHUN
U JIONIUCOK, 00 3TOM HE3aMEeIUTENIbHO COO0IIAeTCs MPEICENATENIO CyAa UM €ro 3aMECTUTEITIO.
(m. 11.3 B pen. IIpukaza Cyaebnoro aemapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

11.3.1. Equnuuel XpaHeHus, BbIIaBa€Mble BO BPEMEHHOE MOJIb30BAaHME, TOJDKHBI MMETh
apXUBHBIN MHUQP, MPOHYMEPOBAHHBIC JHCTHI, JUCT-3aBEPUTENb Jea W JIUCT HCIOJIb30BAHUS
noKyMeHTOB (mpuiioxenue N 28 k HacTosiuielt MHCTpyKuun).

Beimaua enuHuIl XpaHEHUS, HaXOJSAIIMXCS B HEYAOBIECTBOPUTEIHLHOM (DU3UYECKOM
COCTOSIHMH M HE MPOIIEIINX TEXHUYECKOT0 OPOPMIICHHUS U OMTUCAHUSI, MOXKET OBITh OrpaHYCHA.
(mm. 11.3.1 B pen. I[Ipukaza Cyne6Horo nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N
1)

11.3.2. IToaroToBka apXMUBHBIX JOKYMEHTOB K BbIJIaUu€ U3 apPXMBOXPAHWINILA BKIFOYAET:
BBIEMKY apXUBHBIX JOKYMEHTOB;

CBEPKY apXUBHOTO IK(]pa 1 3aroJ0BKOB C OMHUCHIO JICTT;

POBEPKY GU3HUECKOTO COCTOSHUS JIENa.

11.3.3. DneKTpoHHbIE TOKYMEHTHI BBIAIOTCS M3 apXMBOXPAHUJIMUINA B BUJAE IEKTPOHHBIX
KOIMH WM KON Ha OyMa)KHOM HOCHUTEJIE, KOTOPBIE CO3/1al0TCs HA OCHOBE pab0overo sK3eMInsipa
KOHTEIHEpA 3JEKTPOHHOIO JOKyMeHTa. Ha apXMBHBIX KONUSAX, BKJIIOYas apXMBHBIE KONUU Ha



OyMa)KHOM HOCHUTEJIE AJIEKTPOHHBIX JOKYMEHTOB, apXUBHBIC MM (PHI MPOCTABISIOTCS Ha 000poTe
KaX/10r'0 JIMCTAa apXMBHOM KOIWM, a 3aBEpUTEIbHAs HAJIIMUCh U OTTUCK I€4aTh - Ha 000poTe
MOCJIETHETO JINCTA KOIUU.

[To 3ampocy nuL, UMEKNUX NPABO HA MOJYYEHHWE KOMHHM JOKYMEHTOB, U NPU HATUYUU
TEXHUYECKOW BO3MOXHOCTH apXUBHBIE CIPABKU (BBITUCKU) MOTYT BBIJIABAaThCSl B 3JIEKTPOHHOU
dbopmMe Ha  DJIEKTPOHHOM  HOcUTele JHOO  MepechbulaTbCss 10  MH(POPMAIMOHHO-
TEJIEKOMMYHHUKAI[MOHHBIM CETSIM.

DONEKTPOHHBIE AapXUBHBIE CIPaBKU (BBIMHMCKH) 3aBEPSIOTCS SJIEKTPOHHOW TMOJMUCKHIO
npeceaaTels Cya Uiu €ro 3aMeCTUTESL.

@akT BbJAYM KONUN DBJIEKTPOHHBIX JOKYMEHTOB (UKCHPYETCS B >KypHaJle BbIIayu
JJIEKTPOHHBIX JOKYMEHTOB.

Joctyn cyaeil u paOOTHMKOB CyAa K AJIEKTPOHHBIM JOKYMEHTAM apXWBa IMpPH HaJIU4YUU
UH(POPMAIIMOHHONW CHUCTEMBI MOYKET OCYIIECTBIIATHCS HEMOCPEACTBEHHO ¢ pabouumx MecT B
COOTBETCTBUU C YCTAaHOBJICHHBIMU IIPMKAa30M IIpeacelnareis CcyAa I[paBaMH JOCTymna K
JOKYMEHTaM.

[To pemenuto nmpeacenaTens cyja apXuB Cy/1a MOXKET MPEJOCTABIATh CYAbsIM U paOOTHUKAM
CyJla 2JIEKTPOHHBIE JOKYMEHTHI 110 JIOKAJIbHOU CETH cyna. B 3ToMm citydae BeJeTCs 3EKTPOHHBIM
KypHaJI ydeTa BbIJIayd 3JIEKTPOHHBIX JOKYMEHTOB U3 apXuBa, B KOTOPOM (DUKCUPYIOTCA: JaTa
Bblaud, (amuinsg, HWHUIMAJIbl  3alpOCUBLIETO  JOKYMEHT, Ha3BaHUE CTPYKTYPHOTO
MIO/Ipa3ICIeHMs], 3aT0JIOBOK U YYETHBIM HOMEP BBIJJAHHOT'O TIOKYMEHTA.

11.3.4. JIokyMEeHTBI BBIAAKOTCA U3 apXUBOXPaHMIIUIIA HA CPOK, HE MTPEBBIIIAOIINAN:
OJIHOTO Mecsla - JJIsl UCTIOIb30BAHUA CYIbSIMU, pAOOTHUKAMU CY/a;
IIECTH MECALEB - CyAeOHBIM, IPABOOXPAHUTEIBHBIM U UHBIM YITOJIHOMOYEHHBIM OpraHaM.

[IpoayieHne yCTaHOBJIEHHBIX CPOKOB BBIJAYM JOKYMEHTOB JOINYCKAETCA C pa3pelIeHUs
mpencenaTeNis cy/la Ha OCHOBAaHMM JOKYMEHTa (MHMChMa, CIIy)KeOHOUM 3alMCKH) IMOJIH30BATENS O
MOATBEPKICHUH 00ECIICUCHUSI COXPAHHOCTH JIOKYMEHTOB.

11.3.5. Bpimaua apXWBHBIX JOKYMEHTOB BO BpPEMEHHOE TIOJIb30BAaHUE CYIACOHBIM,
MIPAaBOOXPAHUTEIbHBIM U UHBIM YIOJIHOMOYEHHBIM OpraHaM MPOU3BOJUTCS HA OCHOBAHHUM aKTa O
BbIJIau€ apXMBHBIX JJOKYMEHTOB BO BpEMEHHOE MoJib30BaHME (MpuioxkeHue N 25 k HacrosIien
WNuctpykuun). [Ipu HanpaBieHUM 3ampamivBaeMblX apXUBHBIX JOKYMEHTOB OYTON WK APYTUMHU
BugamMu cBsizu B rpade "llpumeuanus" axkTa yKasbIBalOTCS PEKBH3UTHI JOKYMEHTa-3arpoca U
COTIPOBOJIUTENBHOTO MUChMa CyJla, a TAKKE PEKBU3UTHI BXOJSIIETO JTOKYMEHTa, KOTOPbIM OHHU
ObLIM BO3BpaleHbl. B 3TOM ciiydae npocTaBieHue NOANUCH pabOTHUKA OpraHU3aUU-TI0NydaTens
B aKTe HE TpeOyeTcs.

(8B pex. Ilpukaza CyneOHoro aenapramenta npu BepxosHom Cyne P® ot 29.05.2024 N 124)

Bbljaya apXMBHBIX JOKYMEHTOB CYAbSM, PYKOBOAUTEISAM CTPYKTYPHBIX NOAPA3ACICHUI
Cyda B LEISIX peanu3alud HX CIYXKeOHbIX O0O0S3aHHOCTeH NPOM3BOMUTCS MPHU COTJIACHH
npeacenatens cynaa (3aMecTuTens MpeicenaTens Cyla) Ha OCHOBAHMM CIIY)KEOHOW 3amiCKu Ha
BbIJIaUy €IMHUILl XPAHEHUS.



Jluno, mony4duBIIee apXKUBHOE JIEJI0, OTBEUAET 32 €r0 COXPAHHOCTD.
(rmm. 11.3.5 BBeaen [Ipukazom Cyne6Horo nemapramenTa npu Bepxosaom Cyne P® ot 09.01.2024
N 1)

11.4. Ha mecTo BBLHABAEMBIX €AWHUI XPAHEHUS M ONHCEH Jel JOJDKHA MOMEIIAThCS
(moKJIaIbIBaThCs) KapTa-3aMeCTUTENb SAMHUIIBI XpaHeHus (mpuiaoxkeHue N 29 k Hacrosmen
WNuctpykuun). [Ipu Bo3BpamieHuu e1UHUIIBI XPAaHEHHS KapTa-3aMECTUTEIb U3bIMAETCS U XPAHUTCS
10 MUHOBAHUS HAJTO0HOCTH.

(n. 11.4 B pen. Ilpukaza CynebHoro aenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

11.5. Beinaua HaxoI1IUXCsI B apXUBE CYACOHBIX el (MHBIX MaTepUasoB) AJisi O3HAKOMIICHUS
JUIAMH, YYaCTBYIOIIUMU B JI€JI€, UX MPEICTABUTEIISIMH, a TAK)KE MHBIMU JIUI[AMU OCYIIECTBIISIETCS
B MOPAJIKE, YCTAHOBJICHHOM IIpejiceiaTe]eM Cyja, Ha OCHOBAaHMHM MX MUCHhMEHHOTO 3asiBIICHUS U
MIpY IPEABSABICHUH IOKYMEHTOB cOTJIacHO npuitokeHusiM N 1 k unctpykuusm N 36, N 161, N 224,
N 225.

(m. 11.5 B pen. [Ipukaza Cynebnoro nenapramenta npu Bepxosauom Cyne PO ot 14.06.2022 N 97)

11.6. Os3HakomyieHHE C CYACOHBIM JE€JIOM JIOJDKHO IIPOM3BOJIUTHCS B  CIEIHAIBHO
000pyI0BAaHHOM TSI 3TOM IIEJIM MIOMEIIICHUH Cy/a B MPUCYTCTBUH paOOTHUKA apXuBa cyaa (HHOTO
YIOJHOMOYEHHOTO pabOTHHKA almapara CyAa) B YCIOBHSAX, KOTOPbIE HCKIIOYAIOT HU3BITHE,
MOBPEXKACHUE, YHUUTOKCHUE MaTEPHAJIOB JIET, a TAK)KEe BHECCHHE B HUX UCIIPABJICHUN U JIOMHCOK,

nepenavyy ux Apyromy Juiy.

OO0 o03HaKOMJIEHMM C J€JOM JieJlaeTcs OTMEeTKa B JIMCTE HCIIOJB30BaHUSA JOKYMEHTOB
(mpunoxenune N 28 k Hactosmeit Mactpykuun). [Ipu oTkase nuia, 03HaKOMUBIIETOCS C JIEIOM, OT
HOJIHCH, 3aMIUCh 00 03HAKOMIIEHHH C JI€JIOM NPOU3BOIUTCS PAOOTHUKOM apXHBa Cyaa.

(8B pen. Ilpukasza CyneOnoro nenapramenta npu Bepxosaom Cyzae PO ot 09.01.2024 N 1)

11.7. O3HaKOMIIEHHE JINIIAMH, YIaCTBYIOIIMMH B JI€JI€, UX ITPEACTABUTEISAMH, a TAK)KE UHBIMU
JUIAMU C ayIM03aMKChIO CY1€0HOTO 3ace/laHu s, MPUOOLIEHHOM K CyZIeOHOMY JIeTy, TPOU3BOIUTCS
10 UX MMCbMEHHOMY 3asBJICHUIO B OPSJIKE, IPEAYCMOTpEeHHOM MyHKTaMu 11.5 n 11.6 HacTosmen
NucTpykuunu.

O3HakoMJIeHHE C ayJIHO3aluChi0 CYIEOHOTO 3acelaHusi MPOU3BOJUTCS B CIEIHATBHO
000pyZIOBaHHOM JJIsI TOW 11e7TM TIOMEIIEHUH CyJla B MPUCYTCTBUH pabOTHUKA apXUBa CyJla MyTeM
MPEIOCTABICHUS  BO3MOXHOCTH  IPOCHYIIMBAHHUS  COOTBETCTBYIOLEW  ayJuoO3aluCH ¢
HCII0JIb30BAaHNEM HEOOXOIUMBIX TEXHUUYECKUX CPEJICTB.

11.8. IIpaBo Ha cHATHE KONUI TOKYMEHTOB C MaTEpPHAJIOB JI€JIa 32 CBOM CUET, B TOM YHCIIE C
HCIIOJIb30BAHUEM TEXHUYECKUX CPEICTB, PEIOCTABIACTCS CICAYIOUM JIULAM:

O0OBHMHSIEMBIM, OCYX/ICHHbBIM, ONPaBAaHHBIM, UX 3AIIUTHUKAM U MPEIACTABUTEIISM;
NOTEpIEBLINM;

rpaXXaaHCKOMY HCTHY, €TI0 MPEACTABUTCIIIO B YaCTH KOIUM mponecCyalabHBIX pemeHHﬁ,
OTHOCAIIUXCA K IPECABABICHHOMY UM I'paXJIaHCKOMY HCKY;

IPAXKIaHCKOMY OTBETUMKY M €ro NPEACTaBUTENI0 B YAaCTH MAaTe€pUajiOB YrOJIOBHOIO J€ja,
KOTOpBIE KacaroTCs I'PaXXAaHCKOTO MCKa;



CTOPOHAM M MHBIM JIMLaM, Y4aCTBYIOIIHUM B IPaXXAAHCKOM JIEJIE, & TAKXKE UX IIPEACTAaBUTEIISM;
JULAM, y4acCTBYIOIIUM B aIMUHUCTPATUBHOM JCIIE;
JMIaM, Y4acTBYIOIIKX B jeie 00 aAIMUHUCTPATUBHOM IPaBOHAPYLIECHUY;

peabUIMTUPOBAHHBIM JIMIIAM, & C UX COTJIACHS WUJIU B CIIy4ae MUX CMEPTH - POJICTBEHHUKAM
(WKIMBEHIIaM) B YacTU O3HAKOMJICHUSI C MaTepuallaMHi TPEKPAIICHHBIX YrOJIOBHBIX U
aJMUHUCTPATUBHBIX JIe] U MONydeHus: ¢ HuX konui (ctaths 11 3akona Poccuiickoit denepanuu
ot 18 okTs6pst 1991 1. N 1761-1 "O peabunuranuu >kepTB MOJUTHUECKUX perpeccuii”).

VYka3aHHbIE JIMIa CHUMAIOT KOIHH 10 MUChbMEHHOMY 3asIBJICHHIO B TIOPSIAKE, YCTAHOBICHHOM
npeacenaTesieM Cylna WIH CylIbed, NpeaceAaTesbCTBYIOIUMM Mo Aeny. /laHHOoe NnucbMeHHOe
3asBJICHME C  paspemiaroniel  pe3osolueil  mpeacemarenss  cyAa  WIHM CYHAbH,
MIpeICEaTEeNbCTBYIOIIETO 10 /1€y, MOAIIMBAETCS B Cy1e0HOE J1E10, HaXOAIIeecs Ha XpaHEHUHU B
apXuBe CyJla, U BHOCUTCSI BO BHYTPEHHIOIO OIMHKCH JieNia. B ciydyae npeabsaBieHus: JOBEPEHHOCTH K
JIeJTy TIPUOOIIAETCS TAKKE €€ KOTIHS.

CHATBIC 32 CBOM CUET KOIHUH C MaTcpHualioB cyz[e6Horo Jc€jaa, B TOM 4YHCIIC C IIOMOIIBIO
TEXHUYCCKUX CPCACTB, CyaIOM HEC 3aBCPATOTCA.

11.9. Briaua xonuii JOKYMEHTOB U3 Cy1€OHOTO Jie1a, HaXOISIerocs B apXuBe Cy/1a, JTUIaM,
YYacCTBYIOIIUM B JI€JI€, IIPOU3BOIUTCS 1O WX MUCHbMEHHOMY 3asBICHUIO C pa3pelieHus CyAbH, B
MIPOU3BOICTBE KOTOPOTO HAXOIMIIOCH IETI0, MITH MpeAceaaTens cyaa (YIoJTHOMOYEHHOTO MM JIUTI).
Bbimaya Takux komui W3 cyAaeOHOro jeira MHBIM JIMIIAM M OPraHU3alUsM POU3BOIAUTCS
pabOTHUKOM apXHBa Cy/a MO MUCbMEHHOMY 3alpoCcy WM 3asBJICHUIO HA OCHOBAHUM PE30JIOINH
npeacenaTeNs Cy/1a WM YIOTHOMOYEHHOTO UM JIUIIA, O YeM JIETAeTCs COOTBETCTBYIOIIAs OTMETKA
B JKypHaje pEerucTpalyd BbIAAHHBIX KOMMWM, BBIUMCOK, JAOKYMEHTOB (mpmioxenue N 35 k
HacTtosein MHCTpyKium).

(8 pen. Ilpukaza CyneOHoro aenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

11.10. BeimaBaeMble CyiOM KOTHHU CYACOHBIX aKTOB (MPUTOBOP, pelIeHHE, OMpeesieHUe,
MOCTAHOBJICHHE, CYACOHBIM TpHKa3) JODKHBI OBITh  3aBEpeHBbl  MOANUCAMHU  CYHbH,
MpeiceIaTeNIbCTBYIOIIETO 10 AeIly, a B cllydae ero OTCyTCTBHS - MpeJiceaaTens cyaa (3aMecTUTeNs
npenacenaTeNis Cyjaa) WIM WHOTO YIOJHOMOYEHHOTO MM JIMIA, CEKpeTaps cyaa Jub0 HHOIo
YIIOJTHOMOYEHHOT0 pabOTHHKA ammapara cyja, a Takke repooBoii neuatsto cyza. [Ipu 3aBepenun
COOTBETCTBHUSI KOMMUHU CYAEOHOr0 aKkTa MOAJUHHUKY Ha JIUIEBOW CTOPOHE MOCIEIHEro JINCTA MO
TEKCTOM Komnuu cynebHoro akrta (Huxke pexkusuta "llognuce") mpocrapistores mramn "Konus
BepHa" (mpunoxkenne N 30 k Hacrosmier MHCTpyKIun) u repOoBasi mevyarh cyja.

(8 pen. Ilpukaza Cynebnoro nemapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

HzrotoBneHue 3aBepeHHBIX KOMHMM CyAeOHBIX aKTOB M HHBIX JOKYMEHTOB CyJa
OCYILIECTBIIIETCS YIIOJIHOMOYCHHBIM paOOTHIUKOM apXuBa cyaa. B mpaBoMm BepxHEM yTiry IepBOTO
JUCTa TOKyMeHTa npocTtasisgerca mramn "Konnsa".

11.11. Ecnu xonust JOKYMEHTa COCTOUT U3 HECKOJIBKUX JIMCTOB, TO BCE JIUCTHI JOJIKHBI OBITH
MPOHYMEPOBAHBI, MPOIIUTHI IPOYHONW HUTHIO, KOHIIBI KOTOPOU BBIBOJSTCS HA 0OOPOTHYIO CTOPOHY
MIOCJIETHETO JINCTA KOIUU JOKYMEHTA UJIU CKPEIUISIOTCS CKOOOM ¢ MCIIOJIb30BAHUEM CTEILIEPA; HA
00OpOTHOM CTOPOHE MOCJIEIHEr0 JUCTa B MECTAX CKPEIUICHUS HaKJIenBaeTcs OyMaskHas HakJelka



C 3aBEPUTEJbHON HAJIMUCHIO "TIPOHYMEPOBAHO U CKPEIUIEHO IEYaAThIO JIUCTOB, MOJIHUCH
" (mpunoxkenue N 31 k Hacrosimeit MHCTpyKkuMK) ¢ yka3aHueM Cy/a, KOTOPbIM BblJaeTcs

Konusl JokyMmeHTa. [loanuch ckpemsiercss repOoBoii neuvateio cyaa. I'epOoBast meyaTb CTaBUTCS

TaKUM 00pa30M, 4TOObI YACTUYHO 3aXBaTUTh OTPE30K OyMaru, 3aKJIEUBArOIINI KOHIIBI HUTH J100

MECTO CKpeIJICHUSI.

(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne P® ot 09.01.2024 N 1)

11.12. B cityuae eciid BBIIIECTOSIINI CYyJ] K3MEHUII PEIICHHE Cy/a, Ha KOMUHU Cy1e0HOT0 aKTa
(mpuroBopa, pelieHus, ONpeeIeHHs], TOCTAHOBIEHUS, CYJeOHOro MpHKaza) 00 ATOM Jelaercs
orMeTka. Ha BhIaBaeMoil KoOmuu CyneOHOTO akTa pabOTHUKOM apXuBa CyJa TakkKe Jesaercs
OTMETKAa O JaTe€ BCTYIUICHHS €ro B 3aKOHHYIO CWJIY M YKa3bIBa€TCs, B KAKOM J€J€ IMOIIIUT
MOJJIMHHBIA TOKYMEHT U B IPOU3BOJICTBE KAKOT'0 CyJla HAXOAWIOCH JEN0.

11.13. Konuu 3anpammBaemMbIX CyAeOHBIX aKTOB, KOTIMH ayIM03aIlMCH CyIeOHBIX 3acelaHui,
a Takke apxuBHbIe crpaBku (mpusioxkeHue N 34 k Hacrosiiedt UHCTpyKIMK) U3roTaBinBatOTCs
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa CyJa, B CPOK, HE MPEBBIMAIONINN MATHAIIATH
KaJICHJIapHBIX JTHEW, CO JHS MOCTYIJIEHUS COOTBETCTBYIOIIETO 3asIBICHUS.
(m. 11.13 B pen. IIpukasza Cyaebnoro nenapramenta npu BepxoBaom Cyne P® ot 09.01.2024 N
1)

11.14. HSI‘OTOBJ’I@HHBIC, HO HC IIOJNYUYCHHBIC 3ajABUTCIICM KOIIUMHU Cy,Z[e6HI>IX aKTOB,
IMMCbMCHHBIX CIIPABOK NCPCAAIOTCA JIA OTIIPABKH I10 IMOYTC.

Jluio, monyuYWBIIEE KOMHIO CYAEOHOrO0 aKkTa, JOJDKHO HalKUCcaTh COOTBETCTBYIOIIYIO
pacrmiicky. B ciiydae HampaBiieHHS KONMHHM JOKYMEHTa 1O T0YTE B JIEJO IMOAIIMBACTCS KOIHS
COMPOBOJUTEILHOTO THCbMAa C HUCXOJSIIIMM HoMmepoM u jgatoil. Taxxke jgenaroTcs
COOTBETCTBYIOIIME OTMETKH B JINCTE HUCTOJIb30BAHUS IOKYMEHTOB.

11.15. Konuu cyneOHBIX aKTOB MOTYT OBITh BBIJaHBI (HAMpaBlIEHbI) WHBIM JIUIAM, YbU
WHTEPEChl  HEMOCPEJCTBEHHO  3aTparMBarOTCa  CyJeOHBIM  aKTOM, C  pa3peuieHUs
Mpe/iceIaTeNIbCTBYIONIETO CYbM WJIU Mpejacenarens cyaa (B ciydae OTCYTCTBHUS - 3aMECTHUTENS
npejaceaaTelis Cyia) o NMCbMEeHHOMY 3asiBieHuto (mpuioxkenue N 32 k Hactosiuieit UHcTpykimm),
B KOTOPOM JIOJDKHO OBITh YKa3aHO, KaKHe MpaBa WA 3aKOHHBIE MHTEPECHI 3TOTO JIMIa HAPYIIECHBI
ATUMU CYJACOHBIMHU aKTAMH.

(8 pen. Ilpukaza Cynebnoro nenapramenta npu BepxoBaom Cyzae PO ot 09.01.2024 N 1)

11.16. TloBTOpHas BbIIaya KON CYJEOHBIX aKTOB (PEIICHUA, OTPE/ICICHHM, TPUTOBOPOB,
MOCTAaHOBJICHUM, CYJAEOHBIX MPUKA30B) JIMIAM, YYaCTBYIOIIMM B JeJie, UX MPEACTaBUTEISAM, a
TaKKe APYTMM JUIIaM, YbM WHTEPECHl HEMOCPEJCTBEHHO 3aTpParuBarOTCs CYJAEOHBIM aKTOM,
OCYLIECTBIIACTCSI MO HX [HUCbMEHHOMY MOTHBUPOBAaHHOMY 3asBIICHHI0 B YCTaHOBJIEHHOM
npejceaaTesieM Ccyia Mopsiike.

11.17. V3roToBieHne 1 Bbl1ada KOMUH ayIH03aIUCH CYAeOHOTO 3aceJlaHus OCYIIECTBIISCTCS
MO0 MUCHMEHHOMY 3asBJICHUIO JIMII, YYACTBYIONIUX B JeJie, UX TMpPeJCTaBUTENEH (CTOPOH, MHBIX
YYaCTHUKOB CyAeOHOro pa3buparenbcTBa) M 3a HMX CYET B TMOPSJKE, YCTaHOBJIEHHOM
npejaceaaTesieM cya.

11.17.1. Ha nucebmeHHoM 3asBieHuM (npunoxkenne N 33 k Hacrosmed WHcTpykimn)
npeacenarenb cyia (€ro 3aMecTHTENb) JAENAeT COOTBETCTBYIOLIYIO OTMETKY O MOPYYEHHH



pabOTHHMKY apxuBa CyJa HM3TOTOBUTH W BBIJATh KOMHIO ayAWO3AaNMUCH CYAEOHOTO 3aceqaHwsl.
JlaHHOe 3asBJIEHHE MOJIIMBAECTCA B JIEJI0, a B CIIydae MPEIbSIBICHUS JOBEPEHHOCTH K ey
MPUOOIIAETCSA TAKKE €€ KOIHS.

(8B pen. Ilpukasza CyneOHoro nenapramenta npu Bepxosaom Cyzae PO ot 09.01.2024 N 1)

11.17.2. 115 U3rOTOBJICHUS KOTIMH ayAHO3AIKCH JIUIO0, TOAaBIIIEEe 3asBJICHHE, IPEACTABIISET
B CyJl MaTepHaIIbHBIN HOCUTENb HH(opManuu (daem-kapTa, Auck CD-R, DVD u npyrue Hocurenu
nH(popMaluM, TEXHUYECKass BO3MOXKHOCTb 3alMCH HAa KOTOPbIE MMEETCS B COOTBETCTBYIOIIEM

cyne).

11.17.3. TlpencraBneHHBIE B Cya MaTepHajdbHbIE HOCHTEIH HH(DOpPMAIMU HE JTOJDKHBI
coJiepxaTh Kakyro-nmu0o uHdopmaiuio. B rensax 6e30nacHOCTH Mepei 3auChio MPeICTaBICHHBIN
B CyJl MAaTePUAIBHBI HOCUTEIh MOXKET ObITh OTHOPMATHPOBAH YIOJHOMOYECHHBIM PaOOTHHKOM
ammapaTta CyJa, OTBETCTBEHHBIM 3a HW3TOTOBJICHHE W BBIJAYy KOMHH ayJUO3alHCH, IOCIe
MPEIBAPUTEIHHOTO YBETOMIICHHS JINIA, TTOJJABIIETO COOTBETCTBYIOMIEE 3asBICHHE.

11.17.4. 3anuck ayauodaiiia Ha MaTepUATBHBI HOCUTENh JIUIA, MOAABIIETO 3asBIICHHE,
MIPOU3BOJUTCS YIMOJHOMOYEHHBIM PAOOTHHKOM ammapaTa CyJa Ha JIOKaJbHOM KOMIIBIOTEpE, HE
MIPUCOCAMHEHHOM K JIOKAJIBHOM CETH CyJla U HE UMEIOIIEM J0CTYIa B ceTh MIHTEpHET.

11.17.5. Konus ayauo3anucu cy1e0HOTO 3aceJaHus CyIOM HE 3aBepseTCs.

[Tocne BbIAaUM KOMUU ayIHMO3aMUCH CYACOHOr0 3acelaHusl Ha MUCHMEHHOM 3asBJICHUH 00
W3TOTOBJICHUU U BbIJjaue pAaOOTHUKOM apXuBa Cy/ia JeJIaeTcsi OTMETKa 00 M3TOTOBJICHUU U BhIJaUe,
a JIMIOM, TIONYYMBIIUM KOIHUIO ayJAMO3alUCH, JENAeTCsi COOTBETCTBYIONIAs pAaclHCKa O
nojiyueHud. JlaHHOe 3asBlieHME NpUOOIIAeTCs K CyneOHOMY Jeny, HpH 3TOM Jelaercs
COOTBETCTBYIOIIAsA OTMETKA B JIUCTE UCIOJIBb30BAHUS IOKYMEHTOB.

Henonyuennas 3asBuUTeNeM KOMMSA ayJuO3alucu CyAeOHOro 3acelaHus IO IoYTe He
HaIpaBJIsieTCs.

DNEeKTPOHHBIN HOCUTENb WH(OpPMaILINK, ¢ KOTOPOTO M3TOTaBIMUBANIACH KOMUS, JOJKEH OBITh
BIITUT B JIeJI0 (IPUOOIIEH K MPOTOKOIY CyJIeOHOTr0 3ace/jaHus) B YIIAKOBAHHOM BHJI€ (KOHBEPT) C
yKa3aHHEM Ha YIaKOBKE HOMEpa Jiefia, AaThl, a TAKXKE MOJMHUCAaH pa0OTHUKOM, OTBETCTBEHHBIM 3a
paboTy apxuBa cyaa. YakoBKa A0HKHA 00ecreYrBaTh COXPAHHOCTD 3JEKTPOHHOTO HOCUTENS OT
MOBPEKICHUH U MTOPYH.

11.18. TTonmuHHBIE TOKYMEHTHI U3 CyJNEOHBIX A€l (MHBIX MaTEepPHAJIOB) U UX HAJJICKAIIUM
o0pa3oM 3aBepeHHbIE KOIWHU, MPEJACTaBICHHbIE YYAaCTHUKAMM CYAOIPOU3BOJACTBA (JIULAMU,
YYacTBYIOIIMMHU B JIeJIe), a TAKXKe CIIPABKU I10 JIeJaM BbIIAI0TCA UM paOOTHUKaMH apXyBa CyJia Ha
OCHOBAaHMHU MX MHCbMEHHOTO 3asBIICHUA; APYTMM CyJaM, OpraHaM JI03HaHHS U CIEACTBHS - Ha
OCHOBAaHMM MOTHUBHPOBAHHOTO 3ampoca M (WIM) UMHBIX HEOOXOAUMBIX JIOKYMEHTOB,
IIPEAYCMOTPEHHBIX 3aKOHOAATeNbCTBOM Poccuiickoit denepanun. Ha 3asBnenun uinm 3amnpoce o
BbIJIau€ MOJUIMHHBIX JOKYMEHTOB U3 Cyl€0HOr0 Jieia MPOCTaBIIAECTCA pa3pellaronias pe30IroLus
npenacenaTens cyaa (3aMecTUTeNs mpeceaaTes cyaa).

11.18.1. B3ameH BBIJaHHOTO TOJJIMHHHMKA K JIENy MPUOOIIAETCS €ro KOMus, 3aBepeHHas
CyIbei u TepOOBOI IIEYaThIO Cy/a.

11.18.2. TIpu BbIAaY€ MOJJIMHHUKOB JOKYMEHTOB M3 CYACOHOTrO Jejia Ha MX 3aBEPEHHBIX



KOMUSX JOJKHBI YKa3bIBAThCSA (aMUIHsI, UMs, OTYECTBO JIMIIA, TIOJYYUBIIETO JOKYMEHT, €ro
MPOLIECCYANIbHOE TOJIOKEHUE T10 JIeNTy, JAHHBIE JOKYMEHTA, YJIOCTOBEPAIOLIETO JMYHOCTh. B
MOJYYEHUU JOKYMEHTA 3TO JIMIO JOJHKHO PAaclUCaThCs M MPOCTABUTH AATy MoJydeHus. JIumo,
BBIJIaBIIIEE IOKYMEHT, JOJKHO YKa3aTh CBOIO (haMUIIUIO, JOJIKHOCTh U MTOCTaBUTh moAnuck. [Ipu
MPEABIBICHUN JOBEPEHHOCTH HEOOXOMMO CHSATH C Hee KOIUIO U TIOIIIUTD B JIETI0.

11.18.3. JIokyMeHTBI, HA OCHOBAaHWU KOTOPBIX U3 CYyACOHOTr0 Jiefia BhIJaHbI MOJTMHHUKH, a
TaKkK€ HX 3aBEPEHHbIC KOIMWU MOMAMIMBAIOTCS B Jen0. B ciyuae HampaBieHUsS MNOMJIUHHOTO
JOKYMEHTA 3aKa3HOW MOYTOU B JIEJ0 TaK)Ke MOJIITMBACTCS KOMHS COMPOBOIUTEIBHOIO MHUCHhMa C
HCXOJISIIIIMM HOMEPOM U JJaTOM.

11.18.4. Tlopsimok ¥ CpOKM BbIJaYW MOJJIMHHBIX JIOKYMEHTOB, MX 3aBEPEHHBIX KOIHI
yCTaHABJIMBAIOTCS MPEACENATENIEM Cy/Ia.
(B pen. IIpukaza Cyne6Horo nenaptamenta rnpu Bepxosaom Cyne P® o1 09.01.2024 N 1)

Bbmaqa MUCBMCHHBIX J0Ka3aTCJIbCTB, HC BO3BPAIICHHBLIX IMPCACTABUBIIVNM HX JIMOAM 10
nepeaadun Acjia B apXuB Cya, 110 npocr,6e OTHUX JIUI OCYIICCTBIIACTCA B TAKOM KC ITOPAIKE.

11.19. Ilo nmuceMeHHBIM TPEOOBAHUSIM OPraHOB, KOTOPHIM 3aKOHOM MPEAOCTABIICHO MPABO
ucTpeOOBaHUs JeNla, U Ha OCHOBAHHUM PACIOPSKEHUS MPEJCeNaTeNsl Cy/la UiIU €ro 3aMEeCTUTENS
cyneOHbIe Jiefia HAIIPABJISIFOTCS UM B TPEXTHEBHBIN CPOK.

11.20. PaboTHuK apxuBa cyAa 00si3aH KOHTPOJHMPOBATh BO3BpAT JI€J B apXHB M HE PEkKe
OJTHOTO pa3a B MeCsI] TOKIaAbIBAaTh IIPEACEIATENIO Cya.

Jlo Bo3BpaleHust Jena B CyJl TpeOOBaHHE O €ro BbICBUIKE, KOIMUHU COMPOBOIUTEIHLHOTO
MACHbMa, IPUTOBOPA WIIA PELICHUS XPAHITCS B KOHTPOJIBHOM IaIKe.

B kHure Bbljauu €IMHUI] XpaHEHUsS BO BPEMEHHOE MOJb30BaHue (mpuiioxxkeHue N 27 k
Hacrosimed MHCTpyKIMK) U3 apXuBa cyJa OTMEYAETCsl, KOrJa, KOMy U M0 KaKOMY 3aIpocy JIeJo
HaIIpaBJICHO, KOT'/1a U KEM OHO BO3BPALIECHO.

(8 pen. Ilpukaza Cynebnoro nenapramenta npu BepxoBaom Cyzae PO ot 09.01.2024 N 1)

11.21. B cnydae mocTyruieHus: B CyJl 3asiBJICHUS B3bICKaTels (MO0 €ro MmpefcTaBUTENs) O
BblJaue (HANpaBJIEHWH) UCIOJIHUTENbHBIX AOKYMEHTOB IO CyIEOHBIM JejaM, HaXOASIIUMCS B
apxuBe cyaa, uX opopMIIEHHE, HampaBlieHUE (BblJaya) OCYIIECTBISIOTCS B MOPSJIKE U CPOKH,
ycTaHOBJIeHHbIEe HHCTpYKIusamMu N 36, N 161.

(m. 11.21 B pen. IIpukasza Cyaebnoro nenapramenta npu BepxoBaom Cyne P® ot 09.01.2024 N
1)

11.22. Wuble, He ycTaHOBJIEHHbIE HacToslled MHCTpykiuel npaBuiaa O3HAKOMIIEHHUS C

MaTtepuagaMu CyJeOHOTO Jiejia, BEIAa4YH MOIJTMHHBIX JJOKYMEHTOB, 3aBEPEHHBIX KON MaTepHUaioB
nena, MUChbMEHHBIX CTIPABOK, KOMUN CYACOHBIX aKTOB ONPEACISIIOTCS Mpe/ceaTe]IeM Cya.

12. O6ecneyeHne COXpPAHHOCTH APXUBHBIX IOKYMEHTOB

(8B pen. Ilpukaza Cynebnoro nenapramenTta rnpu Bepxosuom Cyne PO
o1 09.01.2024 N 1)



12.1. XpaHeHue apXMBHBIX JOKYMEHTOB B Cyze 00€CIEUMBAETCS pealn3alueil KoMIuIeKca
MEpONPUATUI, HANpaBICHHbIX HA TOJJEpP)KaHUE AaPXUBHBIX JOKYMEHTOB B OINTHUMaJIbHOM
(U3HYECKOM COCTOSIHUM, MUHUMU3ALNUIO PUCKOB UX MOPYM U (WMJIM) YTPAThl, B COCTaB KOTOPOIO
BXOJIAT:

MIPEAOCTABICHUE U30JMPOBAHHBIX MOMEIICHUIN ISl pa3MEIEHUs apXUBHBIX JOKYMEHTOB H
MpOBeACHUsI paboT, CBSA3aHHBIX C APXUBHBIM XpaHEHHWEM, OCHAIEHHBIX CpPEJACTBAMU
MOKapOTYIICHUSI, OXPAaHHONW M TOXXKAapHOM CUTHAIM3alKe, 00OpyIOBaHUEM ISl XpaHEHUS
JOKYMEHTOB;

OopraHusanus U obOecrieucHmne CO6J'IIO,Z[GHI/I}I IIPOTHUBOIIOXKAPHOT'O, OXPAHHOT'O, TCMIICPATYPHO-
BJIAJKHOCTHOI'O, CBETOBOI'O 1 CAHUTAPHO-TUTUCHUYCCKOT'O PCIKUMOB,

BBIITOJIHCHHC Tpe6OBaHHﬁ K pa3sMCHICHUIO TOKYMCHTOB B apXHWBOXPAHUJIIHUIIC,

MMPOBCACHUC IMPOBCPKKU HAJIWYIMUA KW COCTOAHHA COXPAHHOCTH APXWBHBIX JOKYMCHTOB B
COOTBCTCTBUU C ITOPAIKOM, YCTAaHOBJICHHBIM pPa3aciioM 10 HaCTOsIIEH HHCTpYKI_II/II/I;

oOecrieyeHre BO3MOKHOCTH IIPOBCACHUA HpO(bHH&KTH‘-IGCKOfI U TEXHUYECKOU O6pa6OTKI/I
APXUBHBIX TOKYMCHTOB;,

OIMNCaHUuC (COCTaBHCHI/Ie onuceu I[e.]'[) N CBOCBPCMCHHAsA ITOCTAHOBKA ApXHUBHBIX TOKYMCHTOB
Ha Y4C€T B COOTBCTCTBUH C ITOJTOXKCHUAMU HaCTOHHleﬁ I/IHCTPYKLII/II/I.

12.2. ApxuB pa3memniaercs B 3JaHUU U (UJIM) OTAETBHBIX MOMEIICHUSIX 37aHus. OCHOBHBIC
MOMEIIICHUS, TpeHa3HAYCHHBIC 11 XpaHEHMs, Yy4yeTa, KOMIUIEKTOBAaHUS M HCMOJIb30BaHUS
aApXUBHBIX TOKYMEHTOB, U BCIIOMOTaTeNbHbIE (aIMUHUCTPATUBHO-X035IHCTBEHHOT0, TEXHUYECKOTO
1 OBITOBOTO Ha3HAYECHUS) JOJKHBI COOTBETCTBOBATH TPEOOBAHUSAM, YCTAHOBJICHHBIM IMTyHKTOM 12.1
Hacrosmied MHCTpyKIHMM, a Takke OOMMMH TpeOOBaHMSIMHU OE30MAaCHOCTH K OOIIECCTBEHHBIM
3IaHUSIM U COOPYKEHUSIM <1>.

<1> ®enepanbHbii 3akoH oT 30.12.2009 N 384-®3 "TexHuueckuil perjiamMeHT o
0e30macHOCTH 3/1aHui U coopyxeHuii"; ['panmoctpoutensusiii kogaekc Poccuiickont denepanun.

XpaHeHHe apXWBHBIX JTOKYMEHTOB B 3aBHCHMOCTH OT HX OOBEMOB OCYIIECTBISIETCS C
WCTOJIb30BAHUEM OJTHOTO WJIM HECKOJIBKUX BAPUAHTOB Pa3MEILICHHUS:

B 3/IaHWM, OTBEYAIOIIEM TPEOOBAHUSAM, YCTAHOBJICHHBIM YIIOJTHOMOUYEHHBIM (heepaibHbIM
OpraHOM HCIOJIHUTEIHHOM BIIACTH B cepe apXUBHOTO JiejIa U JIEIOMPOU3BOICTBA <2>;

<2> [IlpaBwia OpraHu3aldd XpAHEHUS, KOMIUIEKTOBAHMUS, Yy4Ye€Ta U MCIHOJIb30BaHUS
IOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit denepanuu 1 Ipyrux apXUBHBIX JOKYMEHTOB B
rOCY/IapCTBEHHBIX U MYHUIIMNIAJIbHBIX apXUBaX, My3esiX U OMOIMOTEeKaX, HAyUYHbIX OpraHU3alusiXx,
yTBEp)KAEHHBIE NTpuKa3zoM PenepanbHoro apxuBHoro arenrcrsa ot 02.03.2020 N 24.

B CII€NUAJIBHO O60py110BaHHOM A1 XpaHCHUA JOKYMCHTOB M30JMPOBAHHOM MMOMCIIICHUHA -



apxuBoxpanwimnie (myHkT 12.3 Hacrosimeit MHCTpyKINm);
B 3anuparonuxcs mkadax unu cerdax.

Pa3menienue apxuBa B prcnocoOJEHHOM 3/1aHUH (IIOMEILEHUH) TOMYCKAETCsI TOJIBKO MOCIIE
ero oocrenoBaHus (B TOM YHKCJE MOABAIBHBIX M YEPJAYHBIX MOMEMICHUH, paboTOCIOCOOHOCTH
3JIEKTPOCETEMN, OTONUTEIIBHBIX U BEHTUIIALIMOHHBIX CUCTEM, IPOYHOCTH MEKITAKHBIX [IEPEKPBITUN
C y4€TOM MOTEHIUATBHBIX HarPy30K).

12.3. ApXuBOXpaHWIUIIIE TOTKHO:
OTJENATHCS OT COCETHUX TOMEIICHUN OTHEYITOPHBIMHU CTCHAMU;

MMETh €CTECTBEHHYIO MJIM UCKYCCTBEHHYIO BEHTIISIIMIO, 00€CTICUMBAIOIIYIO PELUPKYIISIUIO
BO3/lyXa, UCKJIIOYAIONIYI0 00pa30BaHie HETIPOBETPUBAEMBIX 30H;

COXpPaHsITh CTAOUIBHOCTH TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA;
UMETb BBIXOJBI K JIN(TaM U (WIN) JIECCTHUYHBIM KIIETKaM;

HC HWMCTb TIPOJOXKCHHBIX YCPE3  HEro Tp}I6 BOI[OCHa6)K€HI/I$I N KaHaJlu3alluu,
TEXHOJIOTHYECKUX MJIH OBITOBBIX BBIBOAOB BOJHBI,

HE WMETh BHYTPH pPaclpeaelUTEeIbHBIX IIUTOB, MPEAOXPAHUTENEH M OTKIIOYAIOLIHXCS
PyOMIBHUKOB;

HE pacroJjiaraTbCs B MOJABANAX U MOMEIIEHUAX, PACTIOJIOKEHHBIX HH)KE YPOBHS IOBEPXHOCTH
3eMJIH, 32 UCKITIOUEHUEM XpaHWIUL (OMEILEHUI ), 00€CTIEeYNBAOIIMX 3aIUTY OT IPOHUKHOBEHHUSI
B HUX TPYHTOBBIX, TaJIbIX U MaBOJKOBBIX BOJI, B BETXUX CTPOEHUSX, AEPEBSHHBIX MOCTPOIKaXx,
MOMEIIEHUAX C OTHOCUTEIILHOM BIaKHOCTHIO BO3yxa Oosee 55% ¥ ¢ MeYHbIM OTOTLICHUEM;

UMETH JIBEPH C TIOBBIIIIEHHOM TEXHUUYECKON YKPEIIICHHOCTHIO (METAIITUYECKUE UITH OOIIINTHIC
METaJJIOM);

MMETh 3anuparollyecsl peleTKM Ha OKHax (MpU pa3MElleHUH apXWBOXpaHWIMINA Ha
IIOKOJILHOM, TIEPBOM HJIM BTOPOM ATaXE 3/IaHUS ).

Pacuet HeoOXx0quMOI TUIOIIAIM apXUBOXPAHMINIIA PEKOMEHIYETCSl TPOU3BOJIUTh C YUETOM
PACIIOJIOKEHHUS CTEUIAKEM M MX HANOJHEHUS B COOTBETCTBMM C MYyHKTOM 12.7 Hacrtosiei
NHcTpyknnm, a Takke ¢ y4eTOM BO3MOKHOCTH pasmenieHus 400 enuHuI] XpaHeHHs Ha | KB. M
IJIOIIAIM ApXUBOXPAHUIUIIA.

KaxxnoMy  apXvMBOXpaHWIHMILY IIPUCBAMBACTCA HOMEpP, KOTOPBIA  OTPaKaeTcsi B
TONOrpaguUecKnX yKas3aTesix B COOTBETCTBUU ¢ MyHKTOM 12.19 HacTosimel UHcTpyKIuy.

12.4. Jns obecneyeHusl AEATENBHOCTH apxuBa (MpU HEOOXOAMMOCTH) BBIIEISIOTCS
MOMEILIEHUE JIJIs IpUeMa IOKYMEHTOB, UX BPEMEHHOT'O XpPAaHEHUS U aalTallUi K HOBBIM YCIOBHSIM
(akknmumaTu3anuu), paboyas KOMHaTa pabOTHHKA, OTBETCTBEHHOTO 3a pabOTy apxwBa cCyja,
MOMeEIlIeHUE I IPEAOCTaBICHUS JOCTYIA K apXUBHBIM IOKYMEHTaM.



12.5. ApxuBHBIE JOKYMEHTHl pa3MEILAIOTCS B APXMBOXPAHWIMILE Ha CTAallMOHAPHBIX,
HNEPEBIKHBIX U (WJINM) MOOWIBHBIX METAJUIMYECKUX CTeJUIaXKax, B METAUIMYECKUX MIKagax,
ceiiax uiam KOHTEeHepax.

B kauecTtBe CIICOHUAJIBHOIO 060pyz[0}3aHm{ BO3MOKHO HCIIOJIB30BAHUC CTAIMOHAPHBIX
OTCEKOB-O0KCOB ¢ METAJITINUECKHUMH IeperopoagKkaMu U IOJIKaMH.

He pa3pemaercst XxpaHeHUEe apXUBHBIX JOKYMEHTOB B TPAHCIIOPTHOM Tape, B MITa0ENsAX, Ha
IOJ1Y, IIOJOKOHHUKAX, JICCTHUYHBIX IIIOIIANKAX, B Tapa)kax U APYIUX, HE peJHAa3HAYCHHBIX LA
UX XpaHEHHUs MECTax.

12.6. ITpu paccTaHOBKE CTEILIAXKEHW B apXUBOXPAHUIUIIE TPEAITOYTEHHUE JTIOJKHO OT/1aBAThCS
WX TEPHeHANKYISIPHON OpHEHTAlMM [0 OTHOIICHHIO K CTeHaM C OKOHHBIMH IMpOoeMaMu |
pa3MelIeHUIO Ha yaleHUH He MeHee | M OT HICTOYHHKOB TerlIa.

12.7. Tlpu pacctanoBke creuiaxkei (mkadoB, ceiipoB) B apXUBOXPAHUIHIIE PEKOMEHIYETCS
MPEyCMaTPUBATh CIICIYIONIUE PACCTOSHUS MEKIY:

TOpIIAMU CTeJUTIaXKel (TJIaBHBIN mpoxon) - He MeHee 120 cM;

psAIaMU CTeJUTaKeH (MEXKCTEIIaXHBIN MPOX0/T) - HE MeHee 75 cM;

CTEJUIaKaMH, MapajuIeIbHBIMU CTEHE, U HAPYKHOM CTEHOU 3/1aHuA - HE MEeHee 75 cMm;
TOPLOM CTEJIJIaXKa U CTEHOM - HE MeHee 45 cm;

BEPXHEU MOJIKOM CTeJIa)ka U MOTOJIKOM - 50 cM;

HIDKHEH MMOJIKOM CTeJIIaXka M IOJIoM - He MeHee 15 cM (B IMOKOJIBHBIX dTaxax - He meHee 30
CM).

Pa3menienne MOOMIIBHBIX CTEIUTAKEN MTPOU3BOIUTCS C YIETOM OCOOEHHOCTEH MOMEIICHUH U
paszMeniaeMoro 00opy10BaHus.

12.8. ApxuBHBIE IOKYMEHTBI Pa3MEIAIOTCs B IEPBUYHBIX CPEJICTBAX XPAHEHUS:
Ha OyMa)XHOM HOCHUTENIE - B KOpOoOKax, Mankax, KOHBepTax;

AIIEKTPOHHBIC Ha (PU3UYECKH 000COOIEHHBIX HOCHUTENSX - B YIAKOBKE, PEKOMEHIOBAHHOM
MPOU3BOUTEISIMU HOCHUTETICH.

JIns  XpaHeHHsT KapTOYeK M CIPABOYHBIX MAaTE€pUajoB B IIOMEUICHUM apXHBa
YCTaHABJIMBAIOTCS KAPTOTEYHBIE IKA]HI.

12.9. Ha NEPBUYHOM CPCIACTBC XpPaHCHUS apXHUBHBIX JOKYMCHTOB YKa3bIBAIOTCSA HOMCP H
Ha3BaHHC (bOH,Z[a, HOMCP OIIMUCH OCJI, KpaﬁHHG HOMCEpa CAVMHUI] XpaHCHHA, Pa3MCIICHHBIX B HCM.

12.10. IIpoTHBONOXApHBII PEXUM B 3AaHUM WIM NOMELIEHUU apXHBa yCTAHABIIMBAETCS B
COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoii denepaninu o moxapHoi 6e30macHocTH <3>.



<3> Oepepanpubnii 3akoH oT 21.12.1994 N 69-®3 "O mnoxapnoit O6e3omacHoCTH";
noctanoBieHue IIpaButenbctBa Poccuiickoit ®eneparuu ot  16.09.2020 N 1479 "OO6
yrBepxkaeHuu llpasui nporuBonoxapHoro pexuma B Poccuiickoit denepauun’.

PaGoTHHK, OTBETCTBEHHBIN 3a paldOTy apXuBa cCyAa, OOJDKEH MPONUTH HHCTPYKTaX IO
BOIIPOCaM  MPOTUBOIMOXKAPHOW 0O€30MaCHOCTH, O3HAKOMHUTHCS C TpaBUJIAMHU TOJb30BAHMUS
MIPOTUBONOKAPHBIM HMHBEHTapeM. WHCTpyKTa)k pabOOTHUKOB apxuBa IO IPOTHUBOIIOXKAPHOMN
0€30MaCHOCTH JIOJKEH MPOBOJUTHCSA HE PEKE OJAHOTO pa3a B roJi OTBETCTBEHHBIM PaOOTHHUKOM,
Ha3HAY€HHBIM MPUKA30M IpeceaaTeNs Cyaa.

12.11. OxpaHHBIi pexuM obecrieyuBaeTcs MyTeM 0OOpYAOBAHMS 3JaHUS WM MOMELIEHUN
apxuBa CpeJICTBAaMH OXpaHbl, 00€CNEeUYNBAIOIUMHU KOHTPOJIb JAOCTYIa B HUX (€CIIM apXWB CyJla
pa3MelleH B OTJEIBHOM OT Cy/a 3/IJaHUH), a TAKXKE COONIOIEHUEM MOPSIIKA CAaun/CHATHS OXPaHBbI
MOMEILEHNSI apXUBOXpPAaHWIMILA M TOpSAAKa JOCTylla B HEro, YCTAHOBJIIEHHOI'O IPUKA30M
peacenaTens cyaa.

12.12. ApxuBHBIE JOKYMEHTHI HEOOXOAMMO XPaHUTh B TEMHOTE. ECcTeCTBEHHOE OCBEIICHHE B
apXUBOXPAHWIHIIE OMYCKAeTCS MPHU YCIOBUU TMPUMEHEHMUS] Ha OKHAaX CBETOpacceuBaTelei,
PEryIsTOPOB CBETOBOIO TMOTOKa (CHEIUATBHBIX CTEKOM), 3alIUTHBIX (PUIHTPOB M MOKPBITHMA,
KAITFO3U.

J1J1st ICKYCCTBEHHOTO OCBEIICHUS IPUMEHSIFOTCS JTAMITbI HAKAaJTMBAHUS B 3aKPBITHIX M1ad)oHAX
C TJIAIKOM TTOBEPXHOCTBIO.

Paspemiaercsi nmpuMeHeHHE JIOMUHECIEHTHBIX JIaMII C YpPE3aHHBIM YJIbTpauOJIETOBBIM
YY4aCTKOM  CHEKTPa, CBETOJUOJHBIX CBETHJIBHMKOB, PAa3pElICHHBIX  YIMOJIHOMOYEHHBIM
(denepaabHBIM OPraHOM HCHOJIHUTENIBHOM BIacTH B cpepe mokapHO 6€30MacHOCTH.

12.13. OnTumanbHbIMHU YCIOBUSIMU XPAHEHHS apXUBHBIX JOKYMEHTOB SIBJISIFOTCS:

JUIsl TOKYMEHTOB Ha OyMaxHOM Hocutene - temmeparypa 17 - 19 °C, oTHOocuTenbHas
BIIAYKHOCTB Bo3ayxa - 50 - 55%;

JUIS TOKYMEHTOB Ha MarHUTHBIX JUCKaX M JUCKOBBIX HAKOMUTENISAX - TeMrepaTtypa 8 - 18 °C,
OTHOCUTEJIbHAS BIAXKHOCTh Bo3yxa - 45 - 65%;

JUIE JOKYMEHTOB Ha ONTHYECKUX AucKax - Temmeparypa 10 - 23 °C, oTHocuTelbHas
BIIXKHOCTH Bo3nyxa - 20 - 50%.

12.14. KoHTpoiib 3a TEMIEPATYPHO-BIAKHOCTHBIM PEKUMOM 00€CIIEYMBAETCS PEryJIsipHbIM
U3MEPEHUEM C IOMOILIBI0 TEPMOMETpPAa U TMIPOMETPA WM TEPMOTUIPOMETPA, PA3MEILICHHBIX B
OJIHOM MJIM HECKOJbKMX TOYKAaX AapXWBOXpAaHWIMINA (B 3aBHCHUMOCTH OT KOHCTPYKTHBHBIX
0COOCHHOCTEH TUIOMIAN) BAAJIU OT OTONUTEIBHBIX M BEHTHJIALIMOHHBIX CHUCTEM Ha BBICOTE HE
MeHee | M OT nona, mapamMeTpoB BO3YILIHON CPE/bI:

B CIICUAIM3UPOBAHHOM 3JaHUH - HE PEIKC 1 pasa B HCACIIIO,

B CIIELMAJIbHO 000PYI0BAaHHOM J/JIsl XPAHEHUSI U30JIMPOBAaHHOM IOMELIEHUH - HE pexe 2 pa3
B HEJIEIIIO;



IpY HECOOTBETCTBUY MapaMETPOB HOPMATUBHBIM TPEOOBaHMSM - 1 pa3 B CyTKH.

12.15. B apxuBe I0JKHA BECTUCH (PUKCAIUS TEMIEPATYPHO-BIAKHOCTHBIX XapaKTEPUCTUK
BO3JIYIIHOM CpeJbl B apXMBOXPAHWIUIIE U MEp, MPUHATHIX 10 HOPMAaJIU3alUU TEMIEPATYPHO-
BJI&YKHOCTHOTO PEXHMMA B CIIy4asX €ro HapylIeHusl.

12.16. Hapanexaliee CaHUTapHO-TUTMEHUYECKOE COCTOSHUE B apXHMBE MOJACPKUBACTCS
MPOBEJACHUEM B HEM HE PEeXe OJHOTO pa3a B MECSIl BIAKHOW yOOpPKH IMOJOB, 0OECHBUINBAHUS
000OpyZOBaHUS W TEPBUYHBIX CPENICTB XpaHEHHs, 0O0pabOTKMU IOKOJIbHBIX YacTei cTesiaxei,
TUTMHTYCOB, MOJOKOHHUKOB BOJTHBIMH PACTBOPAMH aHTUCEIITUKOB.

12.17. ApxuBHBIE JOKYMEHTHI, MMOJBEPTIIUECS OHMOIOTMYECKOMY IOPAXKEHHIO, MOJJIEKAT
HEMEeIJICHHOHN M30JISIUU 1 CAHUTApPHO-TUTHEHNYEeCKON 00padoTke (ne3nH(peKIny, 1e3UHCEKIINN),
a apXHUBOXPaHWIUIIE, TOPAXKEHHOE OMOIOTMYECKUMU BPEIUTEISIMHY, - AepaTH3aLHH.

12.18. Crennaxu U mwKadbl JOJKHBI OBITh TPOHYMEPOBAHBI B MOPSAKE CJI€Ba HAIpPaBO OT
BXOJTHOM JIBEpH, MOJIKK Ha CTeJUIaXkaX JOJKHBI ObITh IPOHYMEPOBAaHBI IO 1IKadaM B MOPSAKE -
CJIEBa HAIlpaBO, CBEPXY BHMU3.

12.19. Mecto XxpaHeHHs €IUWHUL XpaHEHUs B apPXUBOXpaHWIUIIE (QUKCUpYETCS B
TornorpaduuecKux ykas3aressx: nocTesiaxaoM (mpuioxenue N 36 k Hactoseit MHcTpykium) u,
npu Hanmuauu Oosiee oaHoro hoHaa, mopouoBoM (mpuioxkenue N 37 k Hactosmeit UHCTpyKIum).

HpI/I BCACHUN Tonorpa(bnquKoro YKa3aTrciid OAUH €Tr0o JK3CMIUIAP OOJDKCH XPAaHUTLBCA Yy
pa6OTHI/IKa, OTBCTCTBCHHOI'O 34 pa60Ty apxXuBa Cyla, BTOpOfI - pasMCIIaThbCA B COOTBCTCTBYIOLLICM
APXHUBOXPAHUINIIC.

Tonorpaduueckue ykazaTesid HE COCTABIAIOTCS MIPU OTCYTCTBUHU apXUBOXPaHUIHIIIA.

13. Cpoku u mOpPsAAOK Nepesayu Ael Ha XpaHeHue
B I'OCY/IapCTBEHHBIN apXUB

(8 pen. Ilpukaza CynebHoro nemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

13.1. [ena oOmiero Aenonpou3BOJCTBA MOCTOSHHOTO CpPOKa XpaHEHUs U CyAeOHbIe jelna
MOCTOSIHHOTO CPOKa XpaHEHUS 10 HCTEUEHUU CPOKOB UX BPEMEHHOT'O XpaHeHUs B apxuBe cyaa (15
JIET) TEepPEear0TCs Ha MOCTOSHHOE XpPaHEHHE B TOCYAAPCTBEHHBIN apXWB, €CJIM CYJ BBICTYIACT
HMCTOYHUKOM €T0 KOMIUIEKTOBAHUS WM MPU HAIMYUKM COOTBETCTBYIOIIETO JJOTOBOPA C APXUBHBIM
YUPEKICHUEM.

Pemenne o popme nmprema 10KyMEHTOB (IMOJHOTO WM BbIOOpOUHOTO) mpuHuMaercs DIIK
ApPXUBHOT'O YUPEXKICHUS.

Cynpl, He BBICTYNAIOIIME HCTOYHMKAMHM KOMIUIEKTOBAHMSI TOCYAApCTBEHHOTO apXuBa,
nepeaaroT JOKYMEHTHI Ha MIOCTOSSHHOE XPAHEHUE B TOCYIaPCTBEHHBIM apXUB MPU UX JIMKBUJALUN
Y HaJTM4MU JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit deneparum.

13.2. Ilepemaua JOKYMEHTOB IIOCTOSIHHOTO XpaHEHHS B TOCYJAapPCTBEHHBIH apXuB
OCYIIECTBIISIETCS B COOTBETCTBHH C TUTAHOM-TPAQUKOM, KOTOPBIA yTBEPKIACTCS PYKOBOIUTEIEM



rocyapCTBCHHOTO apXrBa NI YIIOJTHOMOYCHHBIM UM JIOJZKHOCTHBIM JIMIIOM.

JlocpouHas mepenaya JOKYMEHTOB Ha IOCTOSIHHOE XpaHEHUE MOXKET OBITh OCYIIECTBICHA
MIPU OTCYTCTBUU HEOOXOAUMBIX YCIIOBUM JJIsl 00ECTIEUEHUSI COXPAHHOCTHU IOKYMEHTOB APXUBHOTO
donna Poccuiickoii denepanuu, npu yrposze yrparbl (YHHUTOXKEHHS) TOKYMEHTOB, a TakXKe Ha
OCHOBaHHUU JIOTOBOPA C TOCYJaPCTBEHHBIM apXHUBOM.

[Tpoanenne cpoKOB XpaHEHUsl TOKYMEHTOB B apXUBe cyja gonyckaercs no pemenuro JIIK
aApPXUBHOT'O YUPEXKICHUS.

13.3. PaGoThl, cBsI3aHHBIE C OTOOPOM, ITOATOTOBKOM H ITepeaaveii JOKyMEHTOB Ha TIOCTOSTHHOE
XpaHEHUE B TOCYJApPCTBEHHBIA apXWB, B TOM YHUCJIE C MX YMNOPSIOUYECHHEM, TPAHCIOPTHUPOBKOM,
BBITIOJIHSIIOTCS 32 CUET CPEJACTB Cy/a.

13.4. Ilepen nepenaueil JOKYMEHTOB Ha MOCTOSTHHOE XPAaHEHHUE B TOCYJapCTBEHHBIN apXUB
MIPOBOJISITCSI:

pacCMOTpEHHE JOKYMEHTOB Ha IIPEAMET pacCeKpEeUMBaHUS HOCUTEIEN CBEICHUM,
COCTABJISIIOIINX TOCYJNAPCTBEHHYK) TaillHy B ClIy4ae MCTEYEHHUS CPOKOB, YCTaHOBJIEHHBIX
3aKoHOaTenbCcTBOM Poccuiickon denepanuu;

paccMOTpeHHe JOKYMEHTOB Ha IpeIMeT CHATUS ToMeTKH "J1Jist ciry>keOHOro nosib30BaHus" ¢
HOcHUTENeH HMH(POPMalUKd OrPaHUYEHHOTO pACIPOCTPAHEHUS B TOPSAIKE, YCTAHOBIEHHOM
3aKoHOaTesbcTBOM Pocculickon denepanun.

13.5. Tlepemaya SJIEKTPOHHBIX AapXUBHBIX JIeT B HWH(DOPMAIMOHHYIO CHCTEMY
TrOCYJapCTBEHHOI'O0 apXWBa MPOU3BOJUTCS B TOPSAKE, YCTAHOBICHHOM (eaepalibHbIM OPTaHOM
WCIIOTHUTENBHON BIAcTH B cdepe apXMBHOTO Jeja U JEJIOMPOU3BOACTBA, MO COTJIACOBAHUIO C
rOCYJapCTBEHHBIM apXUBOM I10 OMUCAM JIEKTPOHHBIX JOKYMEHTOB. K OMUCSAM 37I€KTPOHHBIX /1€l
MIPUIIATAOTCs peecTPhl (PAISIOB IIEKTPOHHBIX IOKYMEHTOB.

13.6. Ilepenaya TOKyMEHTOB OOPMIISIETCS] AKTOM MTpHeMa-Tepeaul apXUBHbBIX JOKYMEHTOB
Ha xpaHeHue (npuioxenue N 22 k HacTose MTHCTpyKIMK), COCTAaBIIEMbIM B IBYX IK3EMILISpax.
OpauH 5K3eMIUIIp aKTa OCTAETCS B TOCYJaAPCTBEHHOM apXMBE, IPYroi - B CyJe.

Bwmecte ¢ JOKYMCHTaMM MNEPCAAIOTCA YCTBIPC OK3CMILIApa OIMHUCHU ACI, 4 TAKKC OAWH - B
QJICKTPOHHOM BHAC, B (bopMaTe, COrjiaCOBaHHOM C IroCyaapCTBCHHBIM apXHUBOM. OI[I/IH 9K3CMILIAP
OIIMCH Ha GYMa)KHOM HOCHUTCIIC OCTACTCA B CYyAC.

13.7. Ha Bcex 3K3eMIUIApax ONMCHU JI€]l TOCYAAPCTBEHHBIM apXMBOM JEJAI0TCSI OTMETKH O
IIpYUEME apXUBHBIX JOKYMEHTOB B apXuB. [Ipn OTCYTCTBUM €IMHUIL XpPAaHEHUS, YKa3aHHBIX B OTIMCH
7el1, CyJl IPUHHUMAET MepbI IO UX Po3bICKy. Eciin B X0/1€ po3bICKa OTCYTCTBYIOIINE JOKYMEHTHI HE
ObLIM HalJIEHBI, B OTMCH JIEJ JIeJIaeTCsa HOBasi UTOroBas 3anuck. HoMepa oTCyTCTBYIOIINX €IUHULL
XpaHEHUsT M MPUYMHBI OTCYTCTBUSI OrOBapUBAIOTCS B aKT€ MpUEMa-Nepeladyd JTOKyMEHTOB Ha
XpaHEHUE U B IPUJIaraéMoi K akTy CIIPaBKe, COCTABIIIEMOM CYIOM.

Cyn, nepemaroniuii JOKyMEHTHI Ha XpaHEHHWE B TOCYJApPCTBEHHBINH apXuB, 0053aH MPHUHATH
Mephl K BOCCTAHOBIICHUIO YTPAu€HHBIX TPOU3BOJICTB B COOTBETCTBUHU C IrIaBoi 38 I'paxaaHCKOro
npoueccyaibHoOro kojaekca Poccuiickon denepanumu.



[Tpu oTcyrcTBHY (YTpaTe) NOJIMHHUKOB MEPEJAIOTCS UX 3aBEPEHHBIE KONUHU (MPU HAIUYUH).

13.8. ,Z[OKYM@HTBI MePCaar0TCA Ha IMOCTOAHHOC XPAHCHUC B YIIOPAAOUYCHHOM COCTOSHHUHU CO
CIIPaBOYHO-ITIOMCKOBBIMHU CPCACTBAMMU.

[Tpunoxenne N 1

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluu
KOMIUIEKTOBaHUS, XpaHEHHUs, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXUBaxX
dbenepabHBIX CYyI0B O0IIEH IOPUCTUKITIT

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8 pen. IIpukaza CyneOHoro nenapramenTa npu Bepxosanom Cyne PO
ot 09.01.2024 N 1)

(HaMMEHOBaHME Cy/1a)

(HaMMEHOBaHUE CTPYKTYPHOIO MOAPA3IEICHUS Cy/Ia)

HOMEHKIJIATYPA JIEJI
Ha rog <1>
HNnpexc 3aroioBoOK jAena KomnuectBo Cpok [Ipumeuanus

nena TOMOB XpaHEeHUS U

(dacreii) N cratbu 1o
MEPEUHIO
1 2 3 4 )
Ha3zBanue pa3gena

HavanpHuk cTtpykTypHOTO

nosipazieneHust (yIoJIHOMOYSHHOE
JINIIO)




(moamuck) (pacmudpoBka
MIO/THCH)

<1> K HoMeHKNaType Jied CTPYKTYpPHOTO MOApa3ieJICHUs 0 OKOHYAHUHU KaJeHAapHOTro rojia
COCTaBJISIETCS UTOTOBAsl 3alUCh MO (opMme, yKa3aHHOW B MPUJIOKEHUH 2, U JIeJIaeTCsl OTMETKA O
nepeiaye UTOTOBBIX CBEACHUI B OT/AEN JAeJIONPOU3BOJICTBA CY/Ia.

[Ipunoxenne N 2

K MHCTpyKIIMM 0 MOpsIKEe OpraHU3aluu
KOMILJIEKTOBaHMsI, XpaHEHUs], yueTa

Y MCTIOJIb30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B OOLIEH IOPUCAUKINN

CHHCOK U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

YTBEPX/IAIO
(HauMeHOBaHMeE Ccy/1a) IIpencenarens cyna
HOMEHKIJIATYPA JIEJI (monmuce) (pactmmdpoBka
MO/TIHCH)
Ha roj
(mata)
Nunexc 3aroJIoBOK Jena KonunuectBo | Cpok XxpaHeHUs [Ipumeuanus
aena TOMOB n N cTaTbhby 110
(dacreii) MEPEYHIO
1 2 3 4 5
HasBanue pasnena




HavanbHuk otaena
JIEONPOU3BOJICTBA (OOIIETO OT/IeNa)

(monmuce) (pacuudpoBka
MIO/TTHCH)
(mara)
Bu3za paboTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa
COTI'JTACOBAHO YTBEPXJIEHA
[IpoTokoi sxciepTHOM IIpoToKOJ SKCIIEPTHO-
KOMHCCHH CyJia POBEPOYHON KOMUCCUU

APXHUBHOTI'O YUPCIKIACHUA

OT " " N OT n n N
HrtoroBas 3anuch 0 KaTErOpUsAX U KOJIMYECTBE JAEJI, 3aBE€JCHHBIX B roJly B Cyze
[To cpokam xpaHeHus Bcero B ToMm umncne:
MEPEXOIAIMUX C OTMETKOU
H:BHKH
1 2 3 4

Ha 6ymaknom HOCHUTENE
(mpu HANMYUU TUOPUAHBIX JIed, ToM(a) Ha OYMa)KHOM HOCUTEJIE YUUTHIBAIOTCS B
pasaene Tabnuilsl "Ha OymaxHom HocuTelne', ToM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YUUTBHIBAIOTCS B pa3jiese Tadnuibl "IIeKTpOHHBIX"):

IlocTogHaHOTO

Bpemennoro (cBbimie 10 ner)

Bpemennoro (z10 10 net
BKJTIOUUTEITHHO)

DNEKTPOHHBIX
(pu HANTMYUU TUOPUIHBIX JIe], TOM(2) Ha OyMaKHOM HOCHUTEIIC YUUTHIBAIOTCS B
paznaene Tabnuilel "Ha OymaxkHoMm HocuTene", ToM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YUUTBIBAIOTCS B pa3jese Tadnuibl "DIeKTpOHHBIX"):




IlocTosgaHOTO

Bpemennoro (cBeimre 10 mer)

Bpemennoro (o 10 net
BKJTFOUUTEIIHHO)

NTOI'O:

HavanbHuk otaena
JIEONPOU3BOJICTBA (OOIIETO OT/IeNa)

(monmuce) (pacuudpoBka
MIO/TIHICH)
(mata)
HToroBbie cBeieHUs MIepEIaHbI B
apXuB.
PaGoTHHK, OTBETCTBEHHBIT
3a paboTy apxuBa cyaa
(Toruck) (pacmudpoBka
MO/THCH)

(mata)

[Tpunoxenne N 3

K MHCTpyKIIMM 0 IOpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHUs, y4eTa

Y MCTIOJIb30BaHHUs JOKYMEHTOB
(371EKTPOHHBIX TOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B O0IIEeH IOPUCAUKINN

Cnucok U3MEHSIOIINX JOKYMEHTOB
(B pen. Ilpukaza Cynebnoro nenapramenTta rnpu Bepxosuom Cyne PD
o1 09.01.2024 N 1)



(HauMeHOBaHME cyna)

(HaMMeHOBaHME CTPYKTYPHOTI'O NOoIpaslesieHusa cyna)

OMUCH N
eJjl, IOOKYMEHTOB
3a Tron
N | Uunekc | 3aronoBok nena | Kpalinue naTel Cpok Konuuects | [Ipumeuanus
n/m| nena XpaHEeHUs! | O JUCTOB
(rpada He
3aroaHsIeT
cs B
OTIHCH JIEI
MIOCTOSTHH
Oro CpoKa
XpaHEHUs)
1 2 3 4 5 6 7
HasBanue paznena
B DaHHEM pas3lejl ONMCK BHECEHO ne

c N

I10

JIMTEePHBIE HOMepa:
IIPOIIYyUWIEHHEIE HOMEPa:

(umdpaMr ¥ HOPONMUCHI)

; B TOM 4YMCJIE:

4

HamMveHOBaHMEe OOJDKHOCTU
cocTaBUTEJIA OIIMUCU

(mara)

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmBa cyna

(mara)

COTIJIACOBAHO

HauvasibHUMK oTnesia

OeJIOIIPpOoOM3BOOCTBAa

(nara)

[lepenamn

(obmwero ormerna)

(mommmce)

(mommnmce)

(mommmce)

(pacumppoBKa MIOLANMUCHK)

(pacumppoBKra NOONMUCH)

(pacumppoBKa IOLANMUCHK)

SOVMHVIL, XPaHEeHUA

(umbpaMy M MNPONMCHIO)

PETUCTPAUVMOHHO-KOHTPOJIBHEIX

(umdpaMyt ¥ HPONUCHI)




KapTOTEK K IOOKYyMEHTaM.

HamMeHOBaHME IOJIKHOCTM paboTHMKA
CTPYKTYPHOTO MNOAPAasOeJIeHUI

(mommnmce) (pacumbpoBka NOONMUCH)
(mara)
[IpuHAaJ eOVHUL XPaHeHUS
(urdpaMy M HNPONMCHIO)
bZ8 PETUCTPALMOHHO~KOHTPOJIbHBIX
(urdpaMy M NPONMCHIO)
KApPTOTEK K JOKYMEHTaM.
PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmBa cyna
(mommnmce) (pacumppoBka NOONUCH)

(mara)

[Ipunoxenue N 4

K MHCTpyKIIMM O MOpsAJIKE OpraHu3aluu
KOMILJIEKTOBaHMsI, XpaHEHHUs], yueTa

Y MCTIOJIb30BaHUs JOKYMEHTOB
(2NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B OOLIEH IOPUCAUKINN

Crucok U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

(HamMeHOBaHMEe cyma)

(HauMeHOBaHME CTPYKTYPHOT'O NOoIOpa3lejleHusa cyzna)

donnm N

OICh N

BJIEKTPOHHEIX IeJl

(IOCTOSHHOTO XpaHeHMUs/BPEeMEeHHHX

(cBomie 10 jleT) xXpaHeHMI/NO JIMUHOMY COCTAaBy)
3a TOoxm




N | Uanekc 3aro0BoOK Perucrpanuo Bunun Jara Cpok Komnuect| O6bem | [Ipumedanns
1/ JeJa | DJIEKTPOHHOTO | HHBIA HOMEpP 3arojIOBOK | JIOKY | XpaHEHUS BO B
I Jiena mo ANEKTPOHHOTO | JJIEKTPOHHOTO | MEHTA daiinoB | OGaiftax
HOMEHKJIaType | JIOKyMEHTa JIOKYMEHTA (kommyec
TBO
¢daiinoB B
KOHTEHHE
pe)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

tanT.

IIPOoIIylLleHHEIe HOMepa:
K SJIEKTPOHHBIM IONOKYMEHTAaM COCTaBJIEHB pPeeCTPERL @aﬁJ'IOB.

(umbpaMy M MNPONMCHIO)

no N

SJIEKTPOHHBIX HOKYMEHTOB

, obbeMoM

B ToM umcie JIMTEePpHBIEe HOMepa:

4

HammMeHOBaHMEe IOOJIKHOCTU
coCcTapuUTENIg OINUCHU

(mara)

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmBa cyna

(mommmce)

(mopmmnmce)

(pacumppoBKa MIOLANUCHK)

(pacumppoBka NOONMUCH)




(mara)

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

(mara)

[lepepan

(pacumppoBka NOONUCH)

OJIEKTPOHHBIX IOJOKYMEHTOB

(urdpaMy M HOPONMCHIO)
oO6BEMOM

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)

(pacumppoBKa NOONUCH)

(mara)
PeecTp 0amyioB BJIEKTPOHHOT'O HOOKYMEHTa
N /i N HaumenoBanue| [lata u Bpems Ob6beMm ®opmar
AJIIEKTPOHHOTO daiina MOCJIETHETO (B daiina
JOKYMEHTA 110 u3MeHeHus (aiina| Oaifrax)

OIINCHU

IIpunoxenue N 5

K MHCTpyKIIMM O MOpsAKE OPraHU3aLuN
KOMILUIEKTOBAHUs, XPAHCHUS, ydeTa

Y UCIIOJIb30BAHMS JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 00LIEH IOPUCAUKIINU

CHuCcoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosnom Cyne PO
ot 09.01.2024 N 1)

(HauMeHOBaHHE Cy/a)

doung N

OIINCh N

JieJ1, JOKYMEHTOB TOCTOSIHHOTO
XpaHEHHUsI

3a roa

YTBEPX/IAIO

IIpencenarens cyna

(moamuck) (pacmudpoBka

TIOJIITHUCH )

(mara)

N | Uuanekc nema 3aronoBoK
/11 neia

Kpaiiaue natsl

KomnuectBo | IIpnmedanus
JMCTOB

1 2 3

4

5 6

Haszpanue pazaena

B IaHHBIM praszsmneJi OIlMCM BHECEHO

(LundpaMM ¥ OPOIMUCHI)

neJl

c N no N

JIMTEepPHBIEe HOMepa:

, B TOM UMCJIE:

4

IIPOIIylleHHEIe HOMepa:

HammMeHOBaHMe IOOJIKHOCTU
COCTaBUTEJIA OINUCU

(mara)

PaBOTHMK, OTBETCTBEHHHIM
3a paboTy apxmuBa cymna

(nara)

COI'NTACOBAHO
[IpoTokoi s3kcniepTHON

(mommomcso)

(mommmce)

(pacumppoBKa IOLANMUCHK)

(pacumppoBKa IOLANMUCHK)

YTBEPX/IEHA

[IpoTokon skcnepTHO-



KOMHUCCHHU Cya

MPOBEPOUYHON KOMUCCUHU

or" " N APXUBHOT'O YUPEKICHUS
OT n n N
[Ipunoxenne N 6
K MHCTpYyKIIMK O IOpsiIKEe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHHs, yUeTa
Y UCTIOJIb30BaHUS JJOKYMECHTOB
(3NEKTPOHHBIX IOKYMEHTOB) B apXHBaX
deaepanbHBIX CyI0B OOIIEH IOPUCIUKIINH
CHHCOK U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)
YTBEPX/IAIO
(HaMeHOBaHUE Cy/ia) [Ipencenatens cyna
®onrn N (moamuck) (pacmudpoBka
OIIMCH N TIOJITTHUCH )
JIeJT, JOKYMEHTOB TI0 THIHOMY
COCTaBy
3a roJ (mara)
N | Hunekc nena| 3aroioBok Kpaitnue Cpok | Konmuuecr | [Tpumeuanun
n/m nena JaThl XpaHEHH | BO JTUCTOB S
S
1 2 3 4 5 6 7

HazBanwue pa3znena

B DmaHHBE pasnesl ONMCKM BHECEHO

(uMdpaMM ¥ NPONMCHI)

neJl

c N

I10

JIMTEPHBIE HOMEpa:

IIPOIIyULIeHHEIE HOMeEpa:

4

B TOM 4YMCJIE:

4




HamMeHOBaHMe OOJIXHOCTU
COCTaBUTEJIA OIUCHU

(mara)

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmupa cyzna

(mara)

COI''TACOBAHO
[IpoTokon 3kcriepTHOM
KOMHCCHH Cyl1a
OT " " N

(nomnmce) (pacumppoBra NOONMUCH)
(mommnmce) (pacumbpoBka NOONMUCH)
YTBEPXJIEHA

[IpoTOKOJI SKCTIEPTHO-
MPOBEPOYHON KOMUCCHU

APXHUBHOT'O YUPCIKIACHUA
or" " N

[Ipunoxenne N 7

K MHCTpyKIIMM 0 OpsiiKe OpraHu3auu
KOMIUIEKTOBAHHUSI, XpAaHEHUS, yUeTa

Y UCIIOJIb30BAHUS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITTT

Cnucok U3MEHSIOIINUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro nenapramenTa npu BepxoBauom Cyne PO

(HauMeHOBaHHE Cy/1a)

®ong N

OIMNCBh N

7eJ1, JOKYMEHTOB BPEMEHHBIX
(cBbie 10 siet) cpokoB
XpaHeHus

3a roj

ot 09.01.2024 N 1)

YTBEPX/IAIO

IIpencenarens cyna

(moamucsk) (pactmmdpoBka
MIOJINTHUCH)

(mata)

N | Uuapekc nema | 3aroioBoK

Kpaitnue Cpok | KonnuectBo | [Ipumeuanu




/11

nena

aThl

XPpaHCHUA

JIMCTOB A

4

5

6 7

HazBanue pas3aciia

B DmaHHE pas3nejl ONMCKY BHECEHO

(umbdpaMm ¥ NPONUCHI)
e

c N

JINTEpPHBIE HOMEepPa:

no N

, B TOM UmMCJe:

4

[IPOIIylEeHHEIE HOMEPA :

HavMeHOBaHME OOJDKHOCTU
cocTaBmUTeJIAd OIINCHU

(mara)

PaBOTHMK, OTBETCTBEHHHIM
3a paboTy apxmuBa cyna

(mara)

COI'NTACOBAHO
[IpoToxkoi s3kciepTHOU
KOMHCCHH Cylia
oT " " N

(mommmcso)

(mommnmce)

(pacumdpoBKa MNOOINUCH)

(pacumppoBKa NOONUCH)

YTBEPX/IEHA
IIpoTOoKOII SKCTIEPTHO-
MPOBEPOYHON KOMUCCHH

ApXUBHOT'O YUPEKICHUS
OT n n N

[Tpunoxenne N 8

K MHCTpyKIIMK O IOpsiIKe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHUs, yUeTa

Y UCIOJIb30BaHNs JOKYMEHTOB
(2NEeKTPOHHBIX IOKYMEHTOB) B apXHUBax
denepanbHBIX Cy0B OOIIEH IOPUCIUKIINU

Crucok U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

YTBEPX/IAIO



(HauMEeHOBaHHMeE Cy/a)

doun N

OIMNCBh N

AIEKTPOHHBIX JIETT
(OCTOSIHHOTO
XpaHEHUs/BPEMEHHBIX
(cBbrmre 10 ytet) XxpaHeHUs/TIO
JUYHOMY COCTaBY)

3a roa

[Ipencenarens cyna

(moamuchk)

(mata)

(pacmmdpoBka
TIOJIITHUCH )



N /it | Uagekce 3arosioBok | Peructpanuonssl | Bungu Jara Cpox | Komuuects | O6beM | [Ipumed
Jena | 3JEKTPOHHOTO 1 HOMED 3aroJIoBOK | IOKyMe | XpaHeH | o (ailyioB B aHus
Jiena 1mo AIEKTPOHHOTO | AJIEKTPOH HTa us (konuuecTB | 6aliTax
HOMEHKJIaTyp JIOKYMEHTa HOTO o (aitnoB B
e JIOKYMEHT KOHTEITHEpe
a )
1 2 3 4 5 6 7 8 9 10

B HmaHHEIL pasnesl ONMCU BHECEHO

c N

Bant.

ONPOIylleHHEIE HOMEpPa:

K meyjaM cocCTaBJIEHEL BHYTPEHHME OINCU

OJIEKTPOHHEIX IOJOKYMEHTOB

(umdpaMrt ¥ HOPONUCHI)
nmo N

B ToM udmciie JIMTEpPHBIE HOMEpPa:

HammMeHOBaHMEe IOOJIXKHOCTU
COCTaBUTEJIS OIUCKU

(mara)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmBa cymna

(peecTprl)

(mommnmce)

(mommmce)

neJl.

, OoOBeMoM

4

(pacumppoBka NOONMUCH)

(pacumppoBKa IOLANMUCHK)




(mara)

COI''TACOBAHO
[IpoTokon 3kcriepTHOM
KOMHCCHH Cylia
OT n n N

YTBEPX/EHA
[IpoTOKOJI 3KCTIEPTHO-
MIPOBEPOYHON KOMUCCHU

APXHUBHOT'O yUPEXKACHUS
oT n n N

PeecTp 0anyoB B3JIEKTPOHHOIT'O HOOKYMEHTa

N /1t N
SJIEKTPOHHOTO
JIeJ1a o OIMUCH

HaumenoBanue [ara u O6bem dopmar
daiina BpeMs (B GaiiTax) | daiina
ITOCJIETHETO
U3MEHEHUS
daiina

[Tpunoxenne N 9

K MHCTpyKLIMM O MOPSiIKE OpTraHU3aluN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBaXx
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITIT

Crnucok U3MEHSAIOIMX JOKYMEHTOB

(8B pen. IIpukaza CyneGHoro aenapramenTa npu Bepxosuom Cyne PO

ot 09.01.2024 N 1)

(HauMeHOBaHME cyna)

PEECTP OIMCEN IEJ, IOKYMEHTOB

Hauar
OKOHUEH

N N N |Hassa

KonunuectBo aen B onmucu | Kpaiin | Konnue | Konmnuec | [Ipumeu




/11 @OHH OIINCU | HHUC A€, JOKYMCHTOB nue CTBO TBO aAHUA
a OIIHUC AaThl | JIUCTOB | DK3C€MILJI
U Jiel, IIOCTOSHH | BDEMCHH 1o OIIUCH APOB
JIOKY oro oro JJNYHOM e, OIUCH
MenT | XPaHCHUS (cBpITIIE y noKyme | e,
OB 10 net) | coctaB HTOB | IOKYMeH
XpaHCHHU y TOB
A
1 2 3 4 5 6 7 8 9 10 11
Vroro Ha 01.01.... r. B apxmuBe XPaHUTCH onmucemn
(IpM OTCYTCTBUMM He BKJIOUAKTCS B MUTOI'OBYK 3alMChb), M3 HUX:
yIIPaBJIEeHUECKOM HOOKYyMEHTalun onmcemn,
(undpamMm ¥ NOPOIMUCHI)
OOKYMEHTOB JIMUHOT'O MNPOMUCXOXIEHUS onucen,
(umdpamMmy ¥ NOPONUCHI)
Hay4YHO-TEXHUUECKOM IOKYyMeHTalUu onmcewn,
(undpamM ¥ NOPOIMUCHI)
BUIEOOOKYMEHTOB onmcen,
(umdpaMmM M NOPONUCHI)
KMHOINOKYMEHTOB onmcewn,
(umdpamMm M NPONUCHI)
GOHOODOKYMEHTOB onmcemn,
(umdpaMm ¥ NOPOIMUCHI)
GOTODOKYMEHTOB onmcewn,
(umdpamMm ¥ NPONUCHI)
BJIEKTPOHHEIX IOKYMEHTOB onmucen,
(undpamMm ¥ NOPOIMUCHIO)
B TOM UMCJIE:
MOCTYyNUJIO B T. onmcen,
(umbdpamMmy M NPONUCHI)
BEIOBLJIO B T, onmucemn
(LundpaMM ¥ OPOIMUCHI)
Pab®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna
(momnmce) (pacumbdporka MDOIOMIUCHK)
(mara)
HauasnbHUK oTnpesa
OeJIONPpOoM3BOACTRBa (ofmero oTnesia)
(mommnmce) (pacumdpoBKa MHOOIMCH)

(mara)

[Tpunoxenue N 10

K MHCTpYyKIIMM O OpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHUS, yUeTa

Y UCTOJIBb30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 00LIEH IOPUCAUKIINU

CHuCcoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)
JMCT-3ABEPUTENL JIEJA N

B nmejie nommmToO ¥ NPOHYMEPOBAHO

(umbpaMmy M NPONUCHIO)
(nmucTa (oB)
, B TOM umMCJe:

c N no N
JIMTEPHEIE HOMEepa JIMCTOB

IIPOIyUleHHBIEe HOMepa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ Onmcu

14

4

Oco0eHHOCTH (PU3NYECKOTO COCTOSIHUSA U popmupoBaHus aena | Homepa nuctos

1 2

HamMeHOBaHME OOJIKHOCTM PAaOOTHMKA,
COCTaBMBIIETO 3aBEePUTEJIBHYIO

HaOIncChb
(momnmce) (pacumdpoBKa MNOOINUCH)
(mara)
[Tpunoxenne N 11
K MHCTpyKIIMU 0 IOpSIIKE OpraHU3alu
KOMIUIEKTOBAHUSI, XpAaHEHUsI, yUeTa
Y UCMOJIb30BAHUS JOKYMEHTOB
(3JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepanbHBIX CyI0B OOIIEH FOPUCTUKITHH
Crnucok U3MEHSAIOIMX JOKYMEHTOB
(B pen. Ilpukaza Cynebnoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 N 1)
BHyTpeHHAA ONmcChb
OOKyMeHTOB nejia N
N | Perucrpanmonnsiii N Jara 3aroyI0BoOK Howmepa [Ipumeuanus

/1 AOKYMCHTA JOKYMCHTA | HJOKYMCHTA | JIMCTOB ACJIa




Toro IOOKYMEHTOB.
(LumdpaMm M HOPONMUCHI)

KonmmuecTBO JMCTOB BHYTPEHHEM ONMUCHU JIMICTOB
(umdpamMm ¥ MNPONMUCHI)

HavMeHOBaHMEe OOJIXHOCTM JIMLE,
COCTaBMBIIET'O BHYTPEHHKK OIIMCH
IJOKYMEHTOB IeJjia

(momnuce) (pacumbporka DOIONUCHK)

(mara)

[Tpunoxenne N 12

Kk MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu
KOMILTIEKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHMS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBax
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Crnucok U3MEHSAIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOnoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

N H‘l

aN 1O |

N D
|

(HauMeHOBaHUE rOCY/1IapCTBEHHOTO apX1Ba)

(HaMMEeHOBaHUE Cy/a)

(HaMMEHOBaHUE CTPYKTYPHOIO MOAPA3/IeTICHUS)

eno, yronoHoe aeno,
TpaKJIaHCKOE JIeTIO,



aJIMHHHCTPATUBHOE
JIeJI0, 1eI0 00

aJMUHUCTPATUBHOM
MIPaBOHAPYIICHUH,
Marepuanl
JEJIO (YUI) N ITPONU3BOJICTBO N
MATEPUAIJIL
TOM N
(Ha3BaHMeE jerna)
1 uaCTAHIIMS 2 MHCTAHIUA
[TocTynmno ITocTynmiio
Paccmotpeno Paccmotpeno
JlaTa Hayana JlaTta oKkOHYaHHUS
MIPOU3BOJICTBA MIPOU3BO/ICTBA

Kpaiiaue nater

Ha JIACTaX

XpaHUTb

(Ccpok xpaHeHHUs B rojax, 10 Kakoro rojia XpaHHUTh)

O. N
Omn. N
JIL.N ( )
(moamuck) (pacmudpoBka
HOJIIKCH)

[Tpunoxenne N 13

K MHCTpyKIIMM O IOpsiIKE OpraHu3alun
KOMIUIEKTOBaHUS, XpPaHEHUS, yUeTa

Y UCIOJIB30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 00LIEH IOPUCAUKIINU

CHuCcoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosnom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAIO

(HauMeHOBaHME cyna)

AKT [lpencenmaTens cyna
" " N
(momnuce) (pacumbporka MDOIONUCHK)
O BHIOEJIEHUM K YHUUTOXEHUIO
(2aPXMBHEIX) IOOKYMEHTOB, (mara)

He rnoagjyiexammMx XPpaHeHMIO

Ha ocHoBaHum

(Ha3BaHMEe ¥ BEIXOIOHHBIE IaHHEBE IepedHd IOOKYMEHTOB
C yKasaHrueM CPOKOB UX XpaHeHMH)

OTO@paHH K YHUYTOXEHNIO Kak He mMerme HayHHO—MCTOqueCKOﬁ
YTpaTuBlUMEe IPAKTUYECKOE 3HadYeHMe OOKYMEHTEL @OHﬂa N

LEeHHOCTN "

(N m HazBaHmMe ¢oHIa)

N | 3aromoBok | ['og | Homepa Howmep Komuuects | Cpoku | [Ipum
n/n nena bl | ONHUCHU € AMHUIBI 0 €IMHUI] | XpPAHEHHU | €YaHU
(rpymnmoBoi <2> XpaHCHUA 10 XpaHCHUA IH A
3aroJIOBOK onucH (MHICKC (mem) HOMEpA
JIOKYMEHTOB) o craTei
HOMEHKJIaType o
TIe) MIEPEUHIO
1 2 3 4 ) 6 7 8
NToro eNVHUI XPaHeHUs (OeJ, DJIeKTPOHHEIX IeJI) 3a

(umppaMm ¥ MOPONMUCEHIO)
TOnEL.
Onmcu nesl NOCTOSHHOTO XPaHEHMS 3a T'OIBL
yTeepxneHs 3IIK ,
(HaMMeHOBaHME APXMBHOTO YUPEXIEeHUS)
IPOTOKOJ OT N

Pab®oOTHUK, OTBETCTBEHHLIM
3a paboTy apxmpa cyzna

(momnmce) (pacumbdpoBka MIOIOMIUCHK)

(nara)
COTJIACOBAHO YTBEPXIEHO
[IpPOTOKOJI BKCIEPTHOM KOMMCCUM [IPOTOKOJI BKCIEPTHO-NIPOBEPOYHOM
cynoa KOMUCCHUM APXVMBHOT'O YUpPEeXIeHNMA
o T " " N o T " " N

JOKYMEHTH B KOJIMUECTBE eOuHUIL XpaHeHUsa (med,




(umbpaMy M MNPONMUCHIO)
BJIEKTPOHHEIX IeJI) :
Ha OyMaxHOM HOCUTEJIe BeCOM

KI' CIOaHBl Ha YHMUYTOXEeHNEe,

Ha OSJIEKTPOHHOM HOCHUTEJIe CIHaHBl Ha YHUMUYTOXEeHNMEe

(crntoco® YHUUTOXEHMS)

HavMeHOBaHME IOJIXHOCTU
paboTHHMKA Ccyzna,
COaBlmero OOKYMEHTEH
(momnmuce)

(mara)
ﬂOKyMeHTH YHUUTOXEHEI B YCTaHOBJIEHHOM IIOpPAIKE .
HammenoBaHUe IOOJIXHOCTM

pa@OTHMKa Cynoa, YIOJIHOMOYEHHOI'O
OCYyHWeCTBJIATE KOHTPOJIb 3a minmsaumeﬁ

(momnmce)
(mara)
V3MeHeHsS B yUYeTHBE IJOKYMEHTH BHECEHH.
PaboOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa
(momnmce)

(pacumbporka DOIONIUCHK)

(pacumbporka MOIOMIUCHK)

(pacumbdporka MDOIOIUCHK)

<2> [Ipu BBIIEICHAN K YHUUTOKECHHIO TOKYMEHTOB IIPX OATOTOBKE JEJI K IIEpeaade B apXuB

cyna rpada He 3aroIHSIEeTCs.

[Ipunoxenue N 14

K MHCTpYyKIIMH O NOpsiAKe OPraHU3alun
KOMILUIEKTOBAHUs, XPAHCHUS, ydeTa

Y UCIIOJIb30BAHMS JOKYMEHTOB
(2NEeKTPOHHBIX IOKYMEHTOB) B apXHUBax
(denepanbHBIX CYA0B 001 IOPUCAUKINN

CIHCOK U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

Komy mnperncrariigeTcsd

(HaMMeHOBaHMEe U ampec MoJiyJdaTesis)

Kem InpencraBpjideTcsd

(HaMMeHOBaHMe M apeC OTUMTHIBAKILEI'OCH apXMBa




(bopma COOCTBEHHOCTM OTUMTHBAKIETOCS apxXuBa)

[lacnopT apxmuea cyna

Ha " " 20 roma
1. Obume cBedeHUd
Konx crpoku | KonnuectBo [Imomans CreneHsb 3arpy>K€HHOCTH
dhoHI0B apXUBOXPAHUJIUIL, KB. M apXUBOXPaHUJIHIIL,
MIPOLCHTHI
A 1 2 3
101

2.

CepenmeHusa O IOKYMeHTax

ITokazaremmn | Kog KonnuecTBo equHuI] XpaHeHUs
CTpO _
ki | BCET | KpaiiHue W3 HUX BHECEHO B | XpaHUTCH | 00pa3yeTc
0 ATkl OITHCH CBEpX | B roj Jei
_ YCTaHOBII
Haya | KOHE |BCero| KpaitHue CHHOTO
JIbHA | YHas aThI cpoka
P
Hayaj | KOHE
bHas | yHas
A b 1 2 3 4 5 6 7 8
ITocrostaroro | 201
XpaHeHus <3>
ITo muanomy | 202
COCTaBy
3. Kazmpel
Kop ctpoku KonnyecTBo mTaTHRIX paOOTHUKOB
301

4.

YCJIOBUA XPaHEeHMA IOOKYMEHTOB

(HyxHOE

NONUEPKHYTH)

ApXUBOXpaHUIIUIIA €CTh, HET; CYXHE, ChIPHIC; CBETIIbIC, TEMHBIC.
Oromnenne [IEHTpaIbHOE, IEYHOE; OTCYTCTBYET.
Crennaxu MeTaJUTMYECKUe, JCPEBSHHBIC;

KOMOMHHUPOBAHHBIE; HET.




kadw JIEpEBsIHHBIC, METAINTNYECKUE; OTCYTCTBYIOT.

(:HFH&HH33HHH IMoKapHasi: €CTb, HCT, OXpaHHaA: €CTb, HCT.

YuTaabHBIN 3al1 €CTh, HET.

TemnepaTypHO-BIa)KHOCTHBIA PEXKUM | COOJIIOIaeTCsl, HE COOIIOAAETCS.

" " 20 .

[lpencemaTens cyna

(momnuce) (pacumbporka OOIONIUCHK)

(nara)

®.M.0. u TeynedOH MUCHOJIHUTEISA

<3> [Ipu cocTaBieHHH MMACIOpTa apXuBa lejaecoodpa3Ho B cTpoke 201 BHOCUTH TaHHBIE O
JieJiax TOCTOSTHHOTO XPaHEHHUs OTIENbHO MO TPaXTAHCKUM, aIMUHUCTPATHUBHBIM, YTOJOBHBIM
JieJiaM U ieJlaM [0 3KOHOMUYECKUM CIIopaM, JejiaM oOIIEero Ae0NpOru3BOICTBA.

[Tpunoxenne N 15

K MIHCTpYKIIU O MOPSIKE OpraHU3alUN
KOMIUIEKTOBaHUS, XpaHEHHU S, yUeTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBaxX
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITIT

Crucok U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

(HaMMeHOBaHMEe cyma)

YueTHBIEe CBEeINEeHMS O INOKYyMeHTaXxX, XPaHAIMXCId B apxXuBe Ccyla
Ha " " 20 T.

1. Obume cBemeHUS

Kox ctpoku | Konnuectso [Tnomane 3arpyK€HHOCTh
¢doH0B apXMBOXPAHWINIL, KB. M | apXUBOXPAHUJIULL, [IPOLIEHTHI

A 1 2 3




101

2. CBemeHUsa O IOKyMeHTax

[Toxa3zartenu KonnuecTBo equuuIl XpaHeHUs
BCE | KpailHHE | U3 HUX BHECEHO | XpaHUTC | 00pa3ye
ro IaThl B OITMCH s CBEpX | TCAB
- YCTaHOB | TOJ el
Haya | KOHE | BCE | KPalHHE | jennoro
JIbHA | YHAs | TO aThl cpoka
a1
Haya | KOH
JIbHA | €4H
i ast
A 1 2 3 4 5 6 7 8
[TocToAHHOTO XpaHEHUS
Bpemennbix (cBbiie 10
JIET) CPOKOB XpaHEHHUSI
Bpemennsix (10 10 net)
CPOKOB XpaHEHHUsI WX 10
MUHOBaHUS HAJ0OHOCTH"
[To nmaHOMY COCTaBY
HpencenaTeﬂb cynoa
(momnmce) (pacumbdporka MDOIOMIUCHK)

(mara)

®.M.0. UCHOJHUTENS

Cnucok U3MEHSIOMNUX JOKYMEHTOB

[Tpunoxenne N 16
K MHCTpyKIIMK O IOpsiIKEe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHU s, y4eTa

Y UCIOJIb30BaHUs JOKYMEHTOB
(2NEKTPOHHBIX TOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B O0IIEeH IOPUCAUKINN

(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)




(HauMeHOBaHME cyna)

(HaB3BaHMEe apxuBa cyna)

KHUTA
ydeTa MNOCTYIUJIEHUA U BEOETUA LeJl, IOOKYMEeHTOB

ToMm N
Hauart

OKOHUEH



N Hara | HanmenoBa|HanmenoBa| Ha3pa T'onwl Bun | [loctyneHnne onvcaHHBIX BrI1ObITHE OITMCAHHBIX Heonucannsix | [Ipumeua
1/ | TOCTYTLIIE HHUE HUE, HOMEP | HU€ U | TOCTYIUB | HOCUT JTOKYMEHTOB JTOKYMEHTOB eI, HUS
M| HUIHU | OpraHu3all U J1aTa HOMED | IUX WIHA | €N JIOKYMEHTOB,
BBIOBITHS 17041 NOKyMeHTa | pOH/a | BRIOBIBIIM | <4> KOIHICCTBO CAMHHI KOIHICCTBO CAMHNI JTUCTOB
(CTPYKTYpH 110 X XpaHeHus XpaHEeHUS
oro KOTOPOMY JIOKYMEHT
MOCTOSIH | BpEMEH | MO | MOCTOSIH | BpEMEH | IO | MOCTYII | BBIOBI
Mojipa3iesie | MoCTYIMIIH OB 110
HOT'O HBIX |JIMYHO| HOIO HBIX |JIMYHO | WIIO 10
HU4, JIHIA, WA OIIUCH
XpaHEH! | (CBBINIE | MY | XpaHEHH | (CBBIIIE | MY
apxuBa), OT | BBIOBUIN Jie,
. S 10 net) | cocra S 10 net) | cocra
KOTOPOU | TOKYMEHTBI JOKYMEHT By By
MOCTYITHIIN OB
(v
BBIOBIIIN)
Jena,
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
Ha OyMaxXHOM HOCHUTEeJe

uncrie :

(umdpamMm ¥ MNPONMUCHI)
BJIEKTPOHHEBIX

(umbdpaMm ¥ NOPONUCHI)
[IoKkasEBATCA pa3mejlbHO MTOT'OBHE IOaHHEE nno 11, 12, 13, 15.

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmBa

(momnuce) (pacumbporka DOIONUCHK)

<4> BH - nokyMeHThI Ha OymMakHOM HocuTene, J/1 - anexkTpoHHble JoKyMeHTsl, [/l - B onuch

BHCCCHEBI I‘I/I6pI/II[HBIe Jcia.

<5> [Ipu Hanuuuu TUOPUIHBIX Jes ToM(a) Ha OyMa)KHOM HOCHUTEJIE YUYUTBHIBAETCS B CTPOKE
"Ha OymaxxHom Hocutene", ToM(a) Ha D3JEKTPOHHOM HOCUTENE YYUTHIBAETCSI B CTPOKE

"DNIeKTPOHHBIX".

[Tpunoxenne N 17

K MHCTpYyKIIMM O MOPSAKE OpraHU3aluN
KOMILIEKTOBaHUS, XpAaHEHUs, yueTa

Y UCIIOJIb30BaHMS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepanbHBIX CyI0B OOIIEH FOPUCTUKITHH

Crnucok U3MEHSAIOIMX JOKYMEHTOB

(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD

ot 09.01.2024 N 1)

(HaMMeHOBaHME Ccyma)
CIIMCOK ®OHIIOB

Tom N

HauatT

OKOHUEH

N |Hara nepBoro| Hazpanu OtmeTKa 0 BHIOBITHH (DOHAA

IIpumey




(1)0H,I[a IMMOCTYILICHUSA | € (1)OHI[a MECTO Jgara u N JOKYMCHTA, Ha aHUs
JOKYMCHTOB BBIOBITHA | OCHOBAaHHUU KOTOpPOTIO BBIOBLT
dbonma i
1 2 3 4 5 6
Ha 01.01. TOoma B CIMCOK BKJIOUEHH QOHOEl C N mo N
M3 CIOMCKA MCKJKUYeHB QOHIH C N no N .
Bcero XpaHUTCS B apxuee boHIOOB, M3 HUX:

(umdpaMm M HOPONMCHI)
comepxaT ocobO LeHHBEe neja.

(umbpaMy M MNPONMCHIO)

Homepa cBOOOXIHEIE :

HomMmepa BBIOBIBLIME (I[I€PEeHOaHHEE) @

HamMmeHOBaHMe OOJIKHOCTM JiMlla, COCTABMBLEI'O MTOTOBYK IT'ONOBYI 3allMCh

PaBoOTHMK, OTBETCTBEHHEI
3a paboTy apxmBa

(momnmce) (pacumdporka MDOIOMIUCHK)

(mara)

[Tpunoxenne N 18

K MHCTpyKIMM O MOPSIKEe OpraHU3aluu
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BAHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOIINUX JOKYMEHTOB
(8 pen. IIpukaza Cynebnoro aenapramenTa npu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

JMCT SOHIA N

MECTOHaXOXIeHre GoHIa (DaTa nepBOTO MNOCTYIJIEHUS
(HauMeHOBaHME cyna, IOOKYyMEeHTOBR GQoHIa)
roe xpaHuTcsa GoHIn)

Kpaiinue natel Kaxa0ro Ha3BaHus QoHa Hasanue donna

1 2




1.

YdueT HEeONMCAHHEIX IOKYMEHTOB

Hara | Has3Banue, N u [TocTynnenue BriObiTHE Hanuune
3amucu narta (ocTaTok)
JIOKYMEHTA, TI0 - _
KOTOPOMY KOJIMYECTBO | KpailH | KOJMYECTBO | KpaWH | BCEro Jej
MOCTYTIHIIN HITH eAMHUIL ue eIUHULL ue
BBIGBLUTH XpaHeHUs JAThI XpaHEHUS JaThI
JIOKYMEHTHI (IOKyMEHTOB, (1OKyMEHTOB,
JIUCTOB, OANT) JIUCTOB, OANT)
1 2 3 4 5 6 7

2.

YueT ONMCAaHHBIX JOKYMEHTOB




Hara | Home |I'ox | HazBanu | Iloct Bri10bITHE Hanuuue (ocTaTok) eqUHAI XpaHEHUS
3amnu p (1) | € onucu | ynuia
CH | ommcH e, o KOJIMY | OCHOB | B TOM YHCJIE | KOJHY B TOM YMCJIC:
AcT, JOKYMeH | efuu | CCTBO | AVHE | T OIHAGHM, - CCTBo HIOCTOSIHHOT'O XPaHECHUS 0 JTNYHOM
JIOKYM TOB itk | i | CAHHH BBIOBIT | YTBEPKIACHHBI | €IUHU p y
EHTOB aHHOTall |XpaHe| U s m OIIK 1 coeTny
us Hus | XPaHe (nassa XPaHC | oy Kpau W3 HUX 110 KOJIM | KpauH
(kpaTkas HI | HHE, HUA | ectBO | HEE OIHCAM, YECTB| HE
XapaxkTep I[aNTa’ KOMYe | Kpak CIIMHY | 1aThl | YTBEP)KACHHBIM | O | JaThl
HCTHKA CTBO | HHC I DIIK SIUH
JOKYMEH AOKYM | e 1MHHIL | ATl XpaHe Il
TOB) CHTA) XpaHEeH e KOJIMYECT | KpalH XpaH
us BO UC | exus
SIMHHUI] | JTaThl
XpaHeHU
i
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenne N 19

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluN
KOMIUIEKTOBaHUS, XpaHEHHUs, yUeTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAI
(HaMMeHOBaHME cyna)
AKT [lpencemaTens cyna
"o N
(momnmce) (pacumdpoBKa MNOOINUCH)
O TexXHUUEeCKMX ommbKax
B YUETHRIX IOOKYMEHTax
(mara)

doHp N
HazBaHMve QoHIa

B xome BHIINOJIHEHUSA

(Bun paboT)
ODHapPyXEeHbE TexXHMUecCKMe OWMOKM B BalMCaX:

HaszBanue nokymenra CymectByroias 3anuch Cnenyer 3anucath
1 2 3
B pesynabTaTre KOJIMUEeCTBO e OVHML] XpaHeHuda (eguHML yueTa) He
MBMeHMﬂOCb/yBeﬂMHMHOCb/yMeHmeHOCE Ha SIOVHIL]

(undpaMM ¥ NOPOIMUCHI)
XpaHeHMUd (eIMHML ydeTa) .

[MpmMeyaHms :

PaboOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa Ccyna

(mopmmmce) (pacumbppoBKa NOONMUCH)

(nara)
VI3sMeHeHUuda B YUeTHBEIe IOOKYMEHTEI BHECEHEI.

Pa®oOTHUMK, OTBETCTBEHHBIN



3a paboTy apxmupa cyzna

(nara)

(mommnmce) (pacumppoBra NOONMUCH)

[Tpunoxenne N 20

K MIHCTpYKIIU 0 MOPSIKE OpraHU3aluN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2MEeKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CYyI0B O0IIEH IOPUCTUKITIT

Cnucok U3MEHSIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosanom Cyne PO

(HamMMeHOBaHME cCcyma)

AKT

N

o1 09.01.2024 N 1)

YTBEPXIAIO

[lpencemaTens cyna

(momnmce) (pacumdpoBKa MNOOINUCH)
00 OOHaApPYXEHUM aAPXUBHEIX

IOOKYMEHTOB, HE OTHOCSAWMXCS,

K IOaHHOMY GOHIYy, HEeYUYTEeHHHX (mara)
B xome

(B paboTH)
OBLIIO ODHAPYXEHO
(B doHme, B apxmMBOXpaHuIMile, padodyeM IIOMEIEHUN)

N | 3aronoBok |IHudp (mpu| Kpaitnue | KomuuectBo | K kakomy | [Ipumeua
/11 | €IWHULBl | HaJU4HUH) JIaThl JIUCTOB douny HUSA
XpaHEHHs, (Gaitr) OTHOCHUTCSA

JOKYMEHTA (HOBBI
muchp)
1 2 3 4 5 6 7
NToro OOHAPYXEHO
(umdpaMm ¥ NPONMCHI)
IOOKYMEHTOB
PaBoOTHUK, OTBETCTBEHHLIM

3a paboTy apxmpa cyzna

(mommnmce) (pacumbppoBka NOONUCH)



(nara)
VI3sMeHeHUuda B YUeTHBEIe OOKYMEHTEI BHECEHEI.

PaBOTHMK, OTBETCTBEHHHI
3a paboTy apxmBa cymna

(mommnmce) (pacumppoBka NOONUCH)

(nara)

[Tpunoxenne N 21

K MIHCTpYKIINU 0 MOPSJIKE OpraHU3aluN
KOMILICKTOBAHUS, XpaHEHUs, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOIUX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAI
(HamMMeHOBaHME Ccyma)
AKT [lpencemaTens cyna
"o N
(mommnmce) (pacumdpoBKa MHOOIMCH)
O HeOOHapyXeHUMU apXMUBHBIX
OOKYMEHTOB, IYyTK PO3EICKA
KOTOPHEIX MCUepPIaHBL (mara)
Hazspaume u N doHma
B pesynbTare
YCTAHOBJIEHO OTCYyTCTBME B (QOHIEe I[EepPEeuMCJIEHHBIX HIMWXe OeJl (DOKyMeHTOBRB) ,

NIPpeOrprMHATEIE aPXMBOM MEPEI 1O PO3BICKY HOeJI IIOJIOXMTEJIBHEIX Pe3yJIbTaTOB HEe nain,
B CBA3M C UeM CcUMTaeM BO3MOXHBIM CHATHB C ydeTa:

N |Onucs | Enununa | 3aronoBok |Kpaitnue | Konnuects | [Ipeanonara | [Ipumeua
n/m| N | XpaHeHH | €IUHUIBI JaThl O JIUCTOB eMble HUs
a N XpaHEeHUs (OaiiT) PUYHHBI
(apxUBHBIX OTCYTCTBUS
JIOKYMEHTO
)
1 2 3 4 ) 6 7 8
UToro

(umbpaMy ¥ MOPONUCHIO)



eOVHUL XPaHeHMS (apPXMBHBIX IOOKYMEHTOB) .

ComepxaHMe yTPaAYeHHEX MaTepuajloB MOXeT OBTb YAaCTUMUYHO BOCIIOJIHEHO CJIeIyUWMMMA
eOVHULIaAMM XPaHeHMS (OOKyMeHTaMM) :

(HoOMepa enuHMUL, XPaHeHUS
¥ UX TPYIIIOBHE 3aT'OJIOBKM)

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmupa cyzna

(mommnmce) (pacumbpoBka NOONMUCH)
(mara)
YTBEPXIEH <6> COT'JIACOBAHO
[IPOTOKOJI BKCHIEPTHO-NIPOBEPOUHOM [IPOTOKOJT BKCHIEPTHOM KOMMCCUMU
KOMMCCUM apXMBHOT'O yUpPEeXIeHUS cyma
o T " " N o T " " N

VIzMeHeHMSa B YyUeTHHIE IOKYMEHTH apXMBa BHECEHH.

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmBa cyna

(mommnmce) (pacumppoBKa NOONMUCH)

<6> IIpu HeoOHapyxeHuu nen ApxuBHoro (onaa Poccuiickoit denepaimu.

[Tpunoxenne N 22

K MHCTpYKIMH O MOPSIKEe OpraHU3aluN
KOMILIEKTOBAHUS, XpAaHEHUs, yueTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITIT

Crucok U3MEHSIIOIINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAIO YTBEPXIAIO

[lpencenmaTens cyna

(HaMMeHOBaHMe JOJIXHOCTU
pykrkoBoomuTeEJIA OpIT'aHM3alNulM,
HpMHMMaIOLL[eﬁ ,JIOKyMeHTI:;I)

(mommnmce) (pacumppoBka NOONMUCH) (mommnmce) (pacumppoBka NOONMUCH)

(mara) (mara)

AKT



" " N
InprueMa-Iliepernady apXVMBHBIX
IOJOKYMEHTOR Ha XPaHeHNte

(ocHOBaHUE nepenady, K IIpMMEpy, MCTEeUYeHMEe CpPpOKa XPaHEeHUA IOOKYMEHTOB)

(HasBaHMe mnepelaBaeMoro GoHIA)
cmaj,

(Ha3BaHMe cyma)

a IPVHSAI .

(HaMMeHOBaHME OpTraHM3aluM, IPUHYMAIEY TOKYMEHTEH)
[IpyHMMaeT Ha TOCYIapCTBEHHOE XpaHeHMe NOOKYMEHTEH 3a TOIH
Y CHPaBOYHEI alrnapaT K HUM:

N HazBanue, Homep Konnuectso KonnuectBo | [Ipumeua
n/n OIHCH JEII, AK3EMIUISIPOB OIKCH JICI, eIUHUIL HUSA
JIOKYMEHTOB JTOKYMEHTOB XpaHeHust
1 2 3 4 )

WTOoro HNPMHATO

(umdpaMr ¥ OPONMUCHI)

e IMHULL
XpPaHEeHUS .
[lepenauy NOPOU3BEJNU: [IpyeM OPOMBBEINM:
(DoJrxHOCTB) (mommmchb) (pacumdpoBKa (DOJIXHOCTD) (nomnmce) (pacumdpoBKa
TMOIOINCH) TMOIOINCH)
(mara) (mara)
VI3MeHeHMS B yUEeTHHEE IOKYMEeHTH BHECEHH.
Pab®oOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna
(mommmce) (pacumppoBKa MIOLANMUCHK)
(mara)

[Tpunoxenne N 23

K MHCTpyKIMM O OpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpPaHEHUS, yUeTa

Y UCTOJIBb30BaHUs JOKYMEHTOB
(371EKTPOHHBIX TOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B OOIIEeH IOPUCAUKINN

Crnucok U3MEHSAIOUMX JOKYMEHTOB



(B pen. IIpukaza CynebHoro nemapramenTa npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIA
(HauMeHOBaHMeE cyna)
AKT [lpencemaTens cyna
"_" N
(mopmnmce) (pacumbpoBka NOONMUCH)

O HEUCIPaBMMHX I[IOBPEeXIEHUIX
APXUBHEIX IOOKYMEHTOB (mara)

HazBaunme m N QoHmOa
B doHIe oOOHapyXeHH HOOKYMEHTEHl, I[IPM3HAHHBIE HEUCIPaBUMO IIOBPEXIEHHBIMM :

N | Onuce | Equn | 3aronoBok | Kpaiinue | Konmnuects | Cymnocts 1 | [Ipumeu

i/ N WIa | TOBPEXKICHHBI | JaThl | O JHCTOB | MPUYHUHBI aHUs
1 XpaHe X CTMHHUI] (6aifT) | MOBpEXKACHH
HuA N | XpaHEHHs 1

1 2 3 4 5 6 7 8

JIToro OOHAPYXEeHO HEMCIPAaBMMO [NOBPEXIEeHHBIX

(umbdpamMmy ¥ NPONUCHI)

SOVMHVIL, XPaHEeHUA (apXMBHMX HOKyMeHTOB).

[lepeunCJIeHHEIE EeOMHMIEB XPaHeHUA  (apxXMBHBIE IJOKYMEHTHI) I[IOIJIeXaT CIMCAaHUIO
BBULOY :

SkxcnepTH <7>:

(HaMMeHOBaHMEe IOJIXKHOCTEM BSKCIEePTOB, IMIOINNUCH,
pacumdpoBka NOONMCEM, HaTa)

(N 1 maTa IIprukKas3a Ilpencenareiyid cylla O CHATUM HEeMCIIPaBMMO IIOBPEeXIEeHHBIX
APXVMBHEIX IOOKYMEHTOB C yqua)

Pab®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna

(momgnmce) (pacmmpporka MNOONMUCHK)
(nara)
COTJIACOBAHO YTBEPXIEH <8>
[IpOTOKOJI DKCHEPTHOM KOMMCCUM [IPOTOKOJI BKCHEPTHO-NPOBEPOUHOM
cyna KOMMCCHUM APXMBHOTO YyUYpPeXIeHMSI
oT " " N oT "w "w N

VIzMeHeHUS B YyUeTHEE IOKYMEHTEL apxXrBa BHECEHE.

PaBboTHUK, OTBETCTBEHHHM
3a paboTy apxmpa cyzna

(mommnmce) (pacumppoBKra NOONMUCH)

(mara)



<7> Ilpum Hanuuuum JOKYMEHTOB, BKIIIOUEHHBIX B cocTaB ApxuBHoro (¢onaa Poccuiickoii

®denepanuu.

<8> JIns1 JOKyMEHTOB, BKJIIFOUEHHBIX B cocTaB ApxuBHOro ¢onaa Poccuiickoii deneparuu.

Cnucok U3MEHSIOIUX JOKYMEHTOB

[Tpunoxenne N 24

K MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu

KOMIUJICKTOBAaHHA, XpaHCHUS, YUCTA

1 UCITIOJIb30BAHHA JOKYMCHTOB

(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosanom Cyne PO

(HamMMeHOBaHME cCcyma)

AKT

IIPOBEPKNM HaJIMUMA M COCTOAHUMA
APXVMBHEIX IOOKYMEHTOB

doHn N
HazspaHue dboHza

o1 09.01.2024 N 1)

YTBEPXIAIO

[lpencemaTens cyna

(momnmce)

(mara)

(pacumdpoBKa MHOOIMCH)

Homepa onmucen

[IpoBepka HNpoBOOMIIACH C

I10

[IpOBEPKOM YyCTaHOBJIEHO:
1. YmcamTcsa o OonmMcsaM Ieji:

NN

.1. VmenTcsa JIMTEePHBIEe HOMepa:

BEISBJIEHEl TEXHUUECKUE OWMOKU :

(koJIMuecTBO)

a) He YYTEHHEIE B UTOTOBOM Balucu

(koJIMuUecTBO)

0) He IepeuMuCJIeHHBle, HO YyYTeHHHE

B MTOTOBOM 3alMCU

2.2. TlponylleHO HOMEPOB:

(koJIMUecCTRBO)

a) HEe YUTEHHBIX B MTOTOBOM 3alMUCHU

(koJIMuUuecTBO)

0) He INepeuMCJIEHHBIX, HO YyUYTEeHHHIX

B UTOTOBOM 3alucu

(koJIMUecCTRBO)

2.3. IOpyrmue, B pel3yjibTaTe uyero 00BeM

eOMHUI XPaHEeHUS.

SOVMHVIL, XPaHEeHUA;

eOVHUI XPaHeHUS.

eOMHUIL XPaHeHUS;

SOVHVIL, XPaHEeHUA.



YBEJINMUMIICA Ha SOVHNL, XPaHEHUA,

(kOIMUecCTBO)
YMEHBIMJICS Ha eOVHUL XPaHeHUS.
(KOIMUeCcTBO)
3. UMcamMTCsa 0O ONMCAaM B pPel’ysbTaTe
YCTPaHEeHUs TeXHUUYECKUX OUMOOK eNVHUL XPaHeHUs.
(koJIMUEecCcTBO)
4. He oxkasajioCb B HaJUUUU eNVHUI XPaHeHUs.
(KOIMUeCTBO)
5. lMmeeTcsa B HalIMuMM 10 JaHHOMY GOHOY
(BKJIIOUEHHEIX B OIIMCH) enVHUI XPpaHeHUus,
(koJIMUEecTBO)
M3 HUX TPpeOyoluX :
a) nmesmHbekUuUMn eOMHUIL XPaHEeHU;
(KkOIMUeCcTBO)
0) HOe3MHCEeKLUM eOVHNL XPaHeHU:;
(KkONIMUecCTRBO)
B) pecTaBpalumu eNVHUL XPaHeHUs;
(KkOoIMUecCTBO)
T') IeperJieTa MM IOIOWMBKM/ eOMHUIL XPaHEeHUS;
(KONIMUeCcTRBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB eNVHUL XPaHeHUs;
(KONIMUEeCTRBO)
€) CHATHMA C ydeTa BBUIY HEMCIPaBMMEX [IOBPEXISHUM e OMHULL
(xoIMUecTBO)
XpaHeHUS ;
X) MNPOBEeIEeHUS MUTPALUMA
(OJ18 DJIeKTPOHHEIX ITOKYMEHTOB
Ha Oousnuecky 000COBOJIEHHEIX HOCUTEJIIX) eOMHNILL XPaHEeHM.
(KOIMUeCcCTBO)
6. VMeeTCcs He BKJIIOUEHHBIX B OIMUCHU eOVHUL XPaHeHUS.
(KkONIMUecCTBO)
7. UToro mo maHHOMY QOHOY (BKJIIOUEHHBIX M He BKJIIOUEHHBIX B ONIMUCH) ,
MMERIIUXCS B HaJIUUUU ENVHUI XPaHeHUs .
(koJIMuecTRBO)
8. XapakTepuCTMKa YCJIOBUM UX XPaHEHUS.
OTpuLIaTeJIbHEIE SBJIEHUS B COCTOSHUM UM YCJIOBUSAX XPaHEHUS.
[IpOBEPKY NPOU3BOAUIIN :
HammeHOBaHMe
IOOJDKHOCTEM
PabOTHUKOB
(mommmce) (pacumppoBKa IOANMUCHK)
(mara)

[Ipunoxenne N 25

Kk MHCTpyKIIMM O NOpsiJIKE OpraHu3anuu
KOMIUIEKTOBaHUS, XpaHEHUs, yUeTa

Y UCTOJIB30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 00LIEH IOPUCAUKIIMU

CHuCcoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosnom Cyne PO
otr 29.05.2024 N 124)

(HaMMeHOBaHUE Cy1a)
AKT
mn " N

O BbIAA4Y€ apXHUBHBIX
JAOKYMCHTOB BO BPCMCHHOC
II0JIB30BaHUC

(HaMMEeHOBaHHME OpTraHU3aIINN )

(TouYTOBBIN aapec)

OcHoOBaHue

Llenb BhI1aUM
JIOKYMEHTOB

BLIIIaIOTCH CICAYIOMNUEC CANHUIIBbI XPAaHCHUA U3

dbonga N
(Ha3BaHue)
N | Omucse Enuanna 3arojoBOK KomnuecTBo [Ipumeuanus
n/m N xpaHeHus N | eAMHUIIBI XpaHEHUs | JTUCTOB (OailT)

1 2 3 4 5 6




Bcero
BBIaETCS €JIMHHIL] XPAHEHUS

(mdpaMu ¥ IPOTTUCHIO)

OOIIMM KOJIMYECTBOM JIUCTOB
(6aifiT)

(TmudpaMu ¥ IPOTIHCHIO)

Ha
CPOK

Z[OKYMCHTI)I BbIAAHbBI B YIIOPAJOUYCHHOM COCTOAHHUH, IIOAIOUTHI, B O6J'IO)KKaX, C
IIPOHYMCPOBAHHBIMU JIMCTAMHU 1 3aBCPUTCIIBHBIMH HAAIIUCAMU.

JIOKyMEHTHI BbLAA:

PaboTHUK, OTBETCTBEHHBII 3a
paboTty apxuBa cyna

(monmuce) (pacuudpoBka
TIO/ATINCH)
(mara)
HavanbHuk otaena
JIEIONPON3BOICTBA (00IIIETO
oTzena) cyna
(monmuce) (pacuudpoBka
TIO/TINCH)

(marta)

[Tonyuatens 00s13yeTcs HE TNPENOCTaBIATh JOKYMEHTBHI, IIOJIyYE€HHBIE BO
BPEMEHHOE TOJIb30BaHUE, Ui MPOCMOTPA, MPOCITYIIMBAHUS WJIM HCIOJIb30BaHUA
JIPYTUM OpraHu3alysM W TMOCTOPOHHUM JIMIIAM, HE BbIJABaTh IO HHUM KO,
BBITIMUCOK M CIIPABOK, HE MPOU3BOJIUTH M3BATUS KaKUX-THOO YacTel M3 BBIIAHHBIX
JIOKYMEHTOB, HE NyOJUWKOBaTh JOKYMEHTHI 0€3 pa3pelieHuss OpraHu3aiui,
BBIIABIICH JOKYMeHTHI. [loydarens npeaynpexaeH 00 OTBETCTBEHHOCTH 3a YTPaTy
WJIA MOBPEXKIAEHNUE BBIJAHHBIX JTOKYMEHTOB B COOTBETCTBHM C 3aKOHOJATEIHCTBOM
Poccuiickont @enepanum.

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



JIOKYMEHTBI PUHSI:

HanmMeHoBaHuE OOKHOCTH
pa6OTHI/IKa OopraHu3alumn-

MoJIy4aTens
(Tomuck) (pacmudpoBka
MIO/ATIHCH)
(mata)
JIOKyMEHTHBI cliai:
HanmeHnoBanue noimKHOCTH
paboTHUKA OpraHU3alUU-
MoJIyJaTess
(monmuce) (pacuudpoBka
TIO/TINCH)
(mata)
JIOKyMEHTBI IPHUHSLITL:
PaboTHUK, OTBETCTBEHHBII 3a
paboTty apxuBa cyna
(monmuce) (pacuudpoBka
TIO/ATINCH)
(marta)
[Tpunoxenne N 26

Kk MHCTpyKIMM O MOpsiAKe OpraHu3alnun
KOMILUIEKTOBAHUs, XPAHCHUS, ydeTa

Y UCIIOJIb30BAHMS JOKYMEHTOB
(2NEeKTPOHHBIX IOKYMEHTOB) B apXHUBax
(denepanbHBIX CyA0B 001 IOPUCAUKINN

Crucok U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

YTBEPX/IAIO

(HauMeHOBaHMe Ccy/1a)



[Ipencenarens cyna

AKT
ll_ll N
KOHBEPTALMU JIEKTPOHHBIX (moamucsk) (pacuudpoBka
aApXUBHBIX JOKYMEHTOB TIO/ITTHUCH)

(mata)

B CBA3M C HEBO3MOXHOCTBHI BOCIPOMB3BEINEHUS, MCIIOJIb30BAHUSA DJIEKTPOHHBIX
APXMBHEX IOKYyMEeHTOB B ¢dopMaTrax, B KOTOPHX OHM OBUIM NPMHSATE Ha apXMBHOE
XpaHeHue, Obyla NpoM3BeleHa KOHBepTalusd:

(DmaTa wmau nepuon BpPEeMeHU)




ApxuB | 3aronoBok k | Mcxognoe | Ucxomnsl | Ucxonnas | Ucxonnsl | Ucxomnsl | HaumenoB | Jlatau | Kontpoas | O0bem (B | @opmat d.1.0.
HBI | TEKCTY, 1aTa | HAUMEHOB | € JIaTa U | KOHTPOJIb | i1 00beM | i1 popmat aHue BpeMs Has Oaiitax) | ailna | paboTHHKA
mudp u aHue BpeMs Has (B ¢aiina (aiina | mocinenHe | cymma ¢aiina | 3JeKTPOH ,
peructpanuo | (Qaitma | mocinenHe | cymma OaiiTax) | 3JEKTPOH | DJIICKTPOHH ro (xemr- | 3JIEKTPOH HOT'O BBITIOJTHUB
HHBI HOMED | 3JIEKTPOHH ro (xemr- (haiina HOTO oro U3MEHEHU | CymMMa) HOTO JIOKYMEHT IIIETO
JTOKYMEHTa oro U3MEHEHU | CyMMa) | 3JIEKTPOH | JOKYMEHT | TOKyMeHTa | s (aiina daiina | TOKyMEHT a KOHBEpTAIl
JTOKYMEHT | s daiina daiina HOTO a AJIEKTPOH | AJIEKTPOH a HIO
a AJIIEKTPOH | AJIEKTPOH | JOKYMEHT HOTO HOTO
HOTO HOTO a JIOKYMEHT | TOKYMEHT
JIOKYMEHT | TOKYMEHT a a
a a
1 2 3 4 5 6 7 8 9 10 11 12 13




VIcXOnOHEIE CI)a]';IJ'IBI SJIEKTPOHHBIX APXMBHEIX ITOKYMEHTOBR COXPaHEHEl.

PaboTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyaa

(mata)

HauaTa

(moamuck) (pacmudpoBka
TIOJIITACH )

[Ipunoxenne N 27

Kk MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
KOMILJIEKTOBaHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHMS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Crnucok U3MEHSIOIUX JOKYMEHTOB
(8B pen. IIpukazos CynebHoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 N 1, ot 29.05.2024 N 124)

KHUT'A BHJIAUNM EIVHNI XPAHEHNMA BO BPEMEHHOE IIOJIE3OBAHVE

OKOHUEeHa

@opma TUTYJIBHOI'O JIMMCTa KHMI'V BbBIOAYM OEJI

N HanmenoBanue Jata | Komy BbIIaHoO, Hara [Ipumeuanus
n/n (HOMED) BBIJJAYM | C KaKOW LIEJIbIO |  BO3BpaTa
BBIJAHHOT'O Jaeiia
JIOKyMEHTa
1 2 3 4 5 6
WToro B OOy BBHIOAHO M3 XpaHwmnuma N
(umdpaMm ¥ NPONMCHI)
€IVHUL XPaHEHU .
PaBoOTHUK, OTBETCTBEHHLIM

3a paboTy apxmpa cyna
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(mopmmnmce) (pacumbpoBka NOONMUCH)
(mara)
[Tpunoxenne N 28
K MIHCTpYKIIMU 0 MOPsJIKE OpraHU3aluu
KOMIUIEKTOBAHHUSI, XPAaHEHUS, yUeTa
Y UCIIOJIb30BAaHMS JOKYMEHTOB
(2MEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
dbenepabHBIX CYyI0B O0IIEH IOPUCTUKITIT
Cnucok U3MEHSIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosanom Cyne PO
ot 09.01.2024 N 1)
(HauMEeHOBaHUE CY/a)
JINCT UCITIOJIbB3OBAHUA JOKYMEHTOB
doun N Onuce N Ennnnna xpanenus N
ara Komy Xapaxrep N [Toanuce
WCTIOJIb30B |  BBIJIAHO: WCTOJIb30BAHUS UCIIOJIb30BaHH Juia,
aHus bamumnus, (xomupoBaHue, BIX JIUCTOB WICIIOJIb30BAB
WMHULIMAIIBI BBIITUCKH, IIPOCMOTD) LIETO JEJI0
(pa3bopuuBo
1 2 3 4 )

[Tpunoxenue N 29
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K MHCTpyKIIMM O NOpsJIKE OpraHu3aluu
KOMIUIEKTOBaHMS, XPaHEHM S, y4eTa

Y VCIIOJIb30BAaHMS JOKYMEHTOB
(2NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 0O0LIEH IOPUCAUKIINN

CIUCOK M3MEHSIOIINX TOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

(HaMMEHOBaHME Cy/a)

KAPTA-3AMECTUTEJIb EAMHULIBI XPAHEHUA

BBIJIAHO
®onpg | Omucs N | Enunawnma Komy Hara |Ilogmuce | [lara ITonmmmc
N xpaHeHust N BBIJTIAYH BO3Bpara b
1 2 3 4 5 6 7 8
[Ipunoxenne N 30

K MHCTpyKIIMM O MOpsAKE OPraHU3aluN
KOMIUIEKTOBAHUS, XpAHEHUS, y4eTa

Y UCIIOJIb30BaHMs JOKYMEHTOB
(2NEKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX Cy10B OOIIEH IOPUCIUKIINH

Cnrcok 3MEHSIIOIIMX JOKYMEHTOB
(B pen. Ilpukaza Cynebnoro nenapramenTta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)
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ITAMII
"KOIIMA BEPHA" IS 3BABEPEHU A COOTBETCTBUA KOITMHU CYAEBHOI'O
AKTA IIOJJIMHHUKY

"Konus BepHa"
MOJMUCH CYJIbU

HanmenoBanue 10KHOCTH
YIOJHOMOYEHHOTO pabOTHHKA ammapaTa
dbenepanrbHOTO Cy1a 00IIeH FOPUCIUKIINH

(moamuck) (mHUTIAATBI, hamMuTHs)

[Tpunoxenne N 31

K MHCTpYyKIIMK 0 IOpsiIKE OpraHu3aluu
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITTT

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

. OBPA3EL] HAKJIEMKU .
C 3ABEPUTEJIbHOU HAATIMCBIO, UCTIOJIb3YEMOU I1P1 OPOPMJIEHNH
3ABEPEHHBIX KOIIMU CYAEBHBIX AKTOB

HaumenoBanue denepanbHoro cyma ooiei
IOPUCIUKITUU

[IpoHyMepOoBaHO U CKPEIUIEHO
[1€YaTbIO JIUCTOB
MOAIUCH
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[Tpunoxenne N 32

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluN
KOMIUIEKTOBaHUS, XpaHEHHUs, yUeTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

HpencenaTenm CcCynoa

oT

(®.11.0., mnpolueccyalJibHOe IOJIOXeHUE,
IOaHHBEE IOOKYMEHTa, YIOOCTOBEpPAMILEIO
JIMYHOCTBb ¥ IIOJIHOMOUYMS)
NpoXMBawIEero 10 alpecy:

HOMEP KOHTAaKTHOI'O Teﬂe@OHaZ

3asaBJieHue
O BHIAUYE KONUM CyIeOHOT'O akKTa

1. Ipoumwy BHIATbL MHE KOIMIO (MM) CyIeOHEIX aKTOB

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

HNommuce/®.1M.0. (pacumbpoBaTh) :

" " 20 .

2. Konmo cyneBHOTO akTa [IOJIYyYM

(©.1.0. m momnmuch Juila, I[IOJIYUMUBIIETO
KOMNMI, IaTa BHIAUM KOIIMM)

3. Briman
(nosxHocTte, ®.M.0., nomnmch paboTHMKA allapaTa Ccyla, BHIABIEIO
cynebHoe mejyio, maTa)

[Tpunoxenne N 33
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K MHCTpyKIIMM O NOpsJIKE OpraHu3aluu
KOMIUIEKTOBaHMS, XPaHEHM S, y4eTa

Y VCIIOJIb30BAaHMS JOKYMEHTOB
(2NEKTPOHHBIX IOKYMEHTOB) B apXHBax
(denepanbHbIX CyA0B 0O0LIEH IOPUCAUKIINN

CIUCOK M3MEHSIOIINX TOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

[lpencemaTeno cyna

oT ,
(©.1.0., mnpoueccyaJibHOE I0JIOXEeHUEe,
IOaHHBIE OOKYMEHTAa, YIOCTOBEPSIEeTO

JIMYHOCTL ¥ IIOJIHOMOUMS)

OpOXMBAKIWETO IO aIpPecy:

HOMEeP KOHTAaKTHOI'O Teﬂe@OHaZ

3asaBJieHue
O BHDAYE KONMUM AYyIMOBANMUCKU CyIebHOTO RacermaHmsa

1. Hpowy BHOATH MHE KON (MM) ayIMOBanucK CyHeOHOTO 3acemaHusa IO Iejly

Nomnuce/®.M.0. (pacumbpoBaTh) :

" " 20 .

2. OJIeKTPOHHBIM HOCUTesNb MHbOpMaLUUM HpuUilaraeTcs.

3. Konwuio SJIEKTPOHHOT'O HOCHUTEJIA II0OJIYUNMJL

(®.M.0. m mommmchb Jula,
MOJIYUMBIIETO KOIMIO, OAaTa BHIAUN
KOTIIMM)

4. Beimatt
(moxHocTs, ®.M.0., nommmch paboTHMKA alllapaTa Cyha, BbIaBIEIO
BJIEKTPOHHEIM HOCUTEJIb, IaTa)

[Ipunoxenue N 34

K MHCTpYyKIIMM O IOpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHM s, y4eTa

Y MCTIOJIb30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B OOIIEeH IOPUCAUKINN

Crnucok U3MEHSAIOUMX JOKYMEHTOB



102

(B pen. IIpukaza CynebHoro nemapramenTa npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

(HauMeHOBaHMeE cyna)

AnpecartT

(MoYTOBEIM aIpecC, MHIOEKC)

(Tenedon, odaxc)

(ampec BJIEKTPOHHOM IIOYUTH)
APXVBHASA CIIPABKA

N

(mara)
Ha N oT

TekcT

OcHOBaHME :

[lpencenmaTens cyna
(MHOEe YIMOJIHOMOUEHHOEe JIMIIO)

(mommmcso) (pacumppoBKa MIOANMUCHK)
(nmeuarsb)

VICTIOJIHUTEJIb

(baMmmnmsa, wmHMUMAJE, HOMep TejedoHa)

[Tpunoxenne N 35

K MHCTpyKIIMK O OpsiiKe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHM S, yUeTa

Y UCIIOJIb30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX IOKYMEHTOB) B apXHUBax
(denepanbHBIX CyA0B 001 IOPUCAUKINN

CrucoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

(HauMEeHOBaHUE Cy/a)



XYPHAJI
PErucTpalyy BbIAAHHBIX KOIIUH, BBITUCOK, TOKYMEHTOB

103

N ABTOD Hatrau | Conepx | Ha3panue Harawu | Pacniuck | [Ipume
I/I | 3ampoca, |perucTpany | aHue | BBIJAHHOTO | perucTpar aB YaHUs
UCXOIAIINM | OHHBIA | 3ampoca | JOKYMEHTA | MOHHBIA | MOJIY4YEeH
HOMED, HOMED (xomus, HOMED WU WA
naTa, aapec, | 3ampoca BBINKMCKA, | BBIIAHHOT | J1aTa
HOMED CIIpaBKa U 0 OTIIPaBK
TenedoHa JIpyroe) |IOKyMEHTa U
1 2 3 4 5 6 7 8
[Tpunoxenne N 36

K MHCTpYyKIMK 0 IOpsiIKEe OpraHu3aluu
KOMILJIEKTOBaHUS, XpaHEHUS, yueTa

" UCIIOJIB30BaHHA JOKYMCHTOB

(2NEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepanbHBIX CYyI0B OOIIEH IOPUCTUKITHH

Crnucok U3MEHAIOIMX JOKYMEHTOB

(8 pen. IIpukaza Cynebnoro aenapramenTa npu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

(HauMeHOBaHME Cy/1a)

KAPTOYKA ITOCTEJIJTAXXHOI'O
TOITOI'PAOUYECKOI'O
YKA3ATEJIA

CTEJUIAXK N

APXMBOXPAHUJINILE N
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[xad N Iloaxa N ®oua N | Onucs N | Expunun xpanenust | [Ipumeuanus
cN
mo N
1 2 3 4 5 6
[Tpunoxenne N 37

K MHCTpyKIIMM O NOpsAJIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHHUs, y4eTa

Y UCIIOJIb30BAHMS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
(denepanbHBIX CyI0B OOLIEH IOPUCIUKIINU

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

(HauMeHOBaHHE Cy/1a)

KAPTOYKA ITO®OHJOBOI'O
TOIIOI'PAOUYECKOI'O
YKA3ATEJIA

®OHJI N

HasBanue donna

APXNBOXPAHWJINIIE N

Onuce

Envnun xpanenus

Cremmax

Mkad N | [Honka N | [Ipumevanu
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N cN N s
mo N
1 2 3 4 5 6
[Ipunoxxenne N 38

K MHCTpYyKIIMK O IOpsiIKEe OpraHu3aluu
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
denepanbHBIX CYyI0B OOIIEH IOPUCTUKITNH

Crnucok U3MEHSAIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosanom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAIO
(HamMMeHOBAaHMEe cCcyma)
AKT [lpencemaTens cyna
"—" N
(mommnmce) (pacumdppoBKa NOONMUCH)

npueMa-Iepenadm apxMUBHEX
IOOKYMEHTOB CyIa INpHU (maTa)
CMeHe mpemcemaTensd cyna

Haseanme um N ¢ponma <9>

B cooTBeTCTBMM C NPUKA3ZOM N

nepemnari,

(¢.1.0. nepenawoumero) (©.1.0. npuHMMaKILETO)
OPUHAJ B [NPUCYTCTBUM KOMUCCUM, OOPABOBAHHOM Ha OCHOBAHMM JIaHHOT'O IpMKaska,
JOKYMEHTEL apXMBa 3a

(romer)
jZ8 cnpaBqumﬁ alrriapaT K HMM
N n/n | Ha3Banue, HOMEp ONUCH e, KomuecTBo KomuecTBo [Tpumeyanus
JTIOKYMEHTOB AK3EMILISPOB CIIMHHIL
OITHCH JIETI, XpaHeHUs
JIOKYMEHTOB
1 2 3 4 5

NToro IIPMHATO SOVMHNVL, XPaHEeHMA, B TOM UMCIIE:
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(umbpaMy M MNPONMCHIO)

Ha OyMaxHOM HOCHUTeJie eOVHUL XpaHeHUd,
(ubdpaMm M NPONMCHIO)
BJIEKTPOHHEIX eOVHUL XPaHeHUd,
(umbpaMy M NPONMUCHIO)
u OonMuCeN B JSK3eMIJIgpax.
(urdpaMy M HOPONMCHIO) (urbdpaMy M HNPONMCHIO)

CocTossHME IOKYMEHTOB U OIMUCEN:

(obumas xapaKTepucTMUka COCTOSHUSA)

ODHOBPEMEHHO IepenanTcH

(Bum (el) M COCTap CIPaBOUYHOT'O allapara, ero oOBbeMH
M COCTOSHUE)

CocTosAHMEe I[OMEUEeHUM apxuBa

(obmas xapakKTepucTUka COCTOSHUSA)

Hanmmume M cocTosAHMEe OOOPYyIOBaHMSA UM MHBEHTApPS

(obmasa xapaKTepUCTUKAa
COCTOSAHMA)

[lepenai:

(bamMmunvs, WHULIVAJIEL) (mommnmcso) (mara)
MpuHuAam:

(bamMmunvs, WHULIVAJIEL) (mommnmcso) (maTa)

[lpencenaTesyie KOMMUCCUM :

(bamMmunuss, WHMULIMAJILL) (mommnmce) (mara)

UJjieHBE KOMMUCCUM :

(bamMunvss, WHMULIMAJIEL) (mommnmce) (mara)

<9> IIpu nepenade AByxX U Oosiee apXUBHBIX (POHIOB TAOIWYHAS YACTh aKTa pa3/iesercs Ha
MoJIpa3/ieNibl, COOTBETCTBYIONME (HOHAAM, HAa3BaHUS TMOJPA3ACIOB COOTBETCTBYIOT HOMEPY H
HAaWMEHOBaHUIO (POHJIOB.




