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1IpaBuia o0ecnedeHUs COXPAHHOCTH
cydeOHbIX AeJ1 U JOKYMEHTOB
B Boaorosckom ropoackom cyae Trepekoii o01acTH

1. O0mue nonoKeHHs

1.1. Ilpasuma ofecriedeHuss COXPAaHHOCTH CYAeOHBIX Hen M JOKYMEHTOB B
BonorosckoM ropoackom cyle (manee — [Ipapuna) paspadoTansl B Liensgx obecnevyeHus
COXPAHHOCTH CyIeOHBIX Nel W AOKYMEHTOB, a TakXkKe yCHJIeHHsS KOHTPONA 3a paboToil ¢
AeaMH, IOKYMEHTaMH, UX XpaHEHHUEM B CyIE.

1.2. IlpaBunma saBAAIOTCS OOA3aTeNbHBIMU UL BeeX cyAeH H  paboTHHKOB
annapara cy/ja, TeXHH4eCKOore NepcoHana.

1.3, TlpaBmma paspaboransl B coorBercTBMM ¢ MHCTpyKLnel O TOpsiaKe
OPTaHH3alU¥ KOMIUICKTOBAHUS, XpaHeHus, yd4€ra H HCIONL30BAHKS JOKYMEHTOB
(3NEKTPOHHBIX HOKYMEHTOB) B apXHBax (ejepajbHBIX CYJAOB OOILEH IOPUCIUKIINH,
yTBepIeHHOH npukazoM CynebHoro fenapramenTa npu BepxosHoM Cyne Poccniickoit
Mepepanpm ot 19.03.2019 Ne 56 (nanee — Wnctpykims no apxwmBy), MHCTpykume# mno
cyneOHOMY HENONPOU3BOJCTBY B PalfOHHOM cyle, yTBepkaeHHoU npuxazom CynebHoro
nenapramenta npy BepxosHoMm Cyne Poccuiickoit ®enepanym ot 29.04.2003 Ne 36
(manee — HHCTpyxUMsS IO AeNONpOM3BOACTBY), IlpaBunamMu noeeneHHs pabOTHHKOB
anmapara cyjaa, YTBepXIOeHHBIMH 1nocTtaHoBnenueM Cosera cyaedt Poccniickoit
Penepanuy or 27.04.2006 Ne 156, [Iparpunamu npedniBarus noceTuTeneii 8 bonoropckom
ropoAackoM cyne TBepckodl o0macTu, yTBEpKAECHHBIMU NTPHKA30M MpeAceAaTens cyja oT
08.07.2025 ropma, IlpaBunaMu BHYTPEHHEr0 TPYyIOBOIO pacnopsaka bomorosckoro
rOpPOACKOro Cy1a, yTBepXAeHHBIMH npefcenarenem cyaa 08.07.2025 roxa.

1.4. IlpaBuna ycTaHaBIHBAIOT €MHbIe TPeOOBaHHA HO 0OeCIIeYeHHIO COXPaHHOCTH
CyAeOHBIX JIeN U JOKYMEHTOB, 00s3aTeNbHbIe A CyAeH n paOOTHMKOB anmapara cyja.

1.5. ObGecrniedernue yclOBHH M KOHTPOJNb 33 HCNONHEHWEM HacTtosuuux [lparwn
OCYIIECTBAAET NpeceaaTeNs Cya.

2. Mepbi ofecnedeHHsS] COXPAHHOCTH ¢yIeOHBIX JeJ1 H IOKYMEHTOB B cyJe

2.1. PexxnM xpaneHHs U oOecleyeHHs COXPAHHOCTH CyAeOHBIX JIell U CITy:KeOHBIX
NOKYMEHTOB OCYLIECTBIISETCS NTOCPEACTBOM:

® IIOCTOSIHHOTIO YY€Ta B CyJie BCeX CyAeOHEIX A6l U JOKYMEHTOB;

¢ KOHTPONSA ¥ NEPCOHAIBHOW OTBETCTBEHHOCTH PpPabOTHHKOB 3a COXPaHHOCTL
cyneOHBIX e Y IOKYMEHTOB, HAXOMAIIMXCA Y HUX B MIPON3BOICTRE;

® CO3]aHMA MATEPHAILHO-TEXHUYECKUX H OPTaHU3AIMOHHBIX YCIOBHH ANS XpaHeHUd
cyIeOHBIX T M IOKYMEHTOB, paboTh ¢ HUMU;

¢ nNpeIYNPEeXKIEHNs YyTpaT W XUIUEHUH cyneOHBIX Jien M AOKYMEHTOB, pasTilalleHws
COJIepKAIIMXCH B HUX CBEACHUM.
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2.2, Mepamu ofecredeHrs COXpPaHHOCTH CyAeOHBIX e, JOKYMEHTOB H

MAaTepPHailoB ABNAKOTCA:

oTIpefieNieHVe TEPedHs CIyXeOHBIX IIOMEIEHMH Cyla, TAE OCYHIECTBASCTCS
xpadeHue u padora ¢ CygeOHBIMM JelaMH M JOKYMEHTaMH, o00OpynOBaHue
MOMEHICHUH OXpaHHON CUTHANIU3ALUEH;

CO3MaHNEe  CHCTEMBI  JOMOJHUTENLHOINC  BHYTPEHHEIO  KOHTPOIId  MEXIy
CTPYKTYPHBIMHU TIOIpa3feNeHus My U pabOTHUKAMA CyZa 3a JABMXEHUEM CyACOHBIX
aen;

pexiM obecrieueHnds COXPaHHOCTH NOMENICHUH CyAa ¥ XpaHWIMIL ¢ CYAeOHBIMH
nenaMu U JOKYMEHTaMM cyfa B Hepabouee Bpems;

peryispHsiii KOHTpodb 3a cobmosesueM [lpaBun obecmedenns COXpaHHOCTH
CyneOHBIX el U JOKYMEHTOB B CYJIe CO CTOPOHBI PYKOBO/JICTBA CY1a.

3. Hlomelennsi cyaa, B KOTOPBIX ocyniecTBaseTcsa padora g
¢ CyAeOHBIMH A¢JIAMH H I0OKYMEHTAMH
7

3.1. TlomemenusaMy, B KOTOPBIX OCYIIECTBIAETCS paboTa ¢ CyIeOHBIMH JeiaMy #

JOKyMeHTaMu B BOIIOroBCKOM ropoAckoM Cye SBIIAIOTCS:

cnyxeOHble KabWHeTHl cyned, cexperapell CyHleOHBIX 3acelaHuii, MOMOIIHHUKQB
cyeH, COTPYAHUKOB OTAENA JIEIOIPOU3BOICTBA; -
3aJbl CYyICOHbBIX 3acedaHui;

TIOMEIICHUS JUTS apXUBa, BEIECTBEHHBIX AOKA3aTEIbCTB. i
3.2. KaOuners! u KaOMHETH CYZd, B KOTOPHIX BeleTcs paboTa ¢ CyAeOHBIME JeaMU

M JIOKYMEHTAaMU, IIOCEIAaeMbIe TPaXX/IaHaMH, AODKHBI COOTBETCTBOBATH CIIEAYIOLIAM
TpeboBaHKSIM Oe30NacHOCTY U 00eCTIeueHUs PeKUMA COXPaHHOCTH:

pasmenmieHne U o6opyAoBaHHWEe KaOWHETOB H NOMELIEHHH JOHKHBI HCKIIOYATH
BO3MOXKHOCTh OCCKOHTPONLHOTO MPOHMKHOBEHHS B HUX [OCTOPOHHMX I,
rapaHTAPOBATh COXPAHHOCTh HAXOASIIUXCS B 3THX MOMELICHUAX CYAeOHBIX Jell,
NPUOGIICHHEIX K HUM BELIECTBEHHBIX J0KA3aTENbCTR, JOKYMEHTOB;

BXOJHBIE [OBEPH JTUX [OMEIICHMWH ¥ KaOWHETOB NOJDKHBI ObITE 00OpYyAOBaHBI
3aMKaMH, TapaHTHPYIONIMMM HaJeXXHOE MX 3aKphITUEe B Hepabouee BpeMs U BO
BpeM4 TepepLIBOB, »
3.3. s obecriedeHus: OrpaHHYEHHOIO JOCTYNa K CyAeOHBIM JlenaM ¥ JOKyMeHTam

NOMELLUCHUSM B Cy/(e TPUCBAHBAETCS BHYTPEHHSA HYMEpallvs.

3.4. Bece nomemeHus cyaa AOJDKHEL UMETh HA3BaHWsS, KOTOPHIE YKa3blBalOTCA Ha

kabuHeTe B HMH(QOPMAUMOHHON Tabmwuke. 18 O3HaKOMIEHHS TOCeTHTeNel cyda ¢
TeKylledl mudopManMell o JEATENBHOCTH CyAa B JOCTYIHRIX MECTax pPa3iMelaroTcs
HHbOpMaIMOHHBIE CTEH/IBI, COJIEPKAILHE:

HopsAnoK paboThl CyAa, BKIOUas IpUeM TpaxIaH;
CBEJIEHWI O JlaTe, BpEMEHH, MECTE MIPOBENCHNA U NPEIMETE CyAeOHBIX 3acelaHul; ;|
YCIIOBHS ¥ TIOPALOK NMOIYYeHHs HH(POPMAalUU O NeSTeIbHOCTY CyAa; L
NIpaBHIIa NOBEACHU IPaXK/JaH B 3JaHNUH CyAa.

3.5. Kaxmeiil cOTpy/IHUK anmapara cyjia OTBeYaeT 3a OPraHHM3AlMI0 U COCTOSHHE

cBOero padouero mecra, cOOMOIEHUE YCTAHOBICHHOTO NMOPAAKA paboThl ¢ CyaeGHBIMH
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JenamMy H JOKYMEHTaMH, OCYILIECTBIAET KOHTPOIb 32 AOCTYIIOM MOCETUTENEH cy/la B
kabuHer B pabouee BpeMsi.
3.6. Pabora c noceTuTensMu B cyie ocyluecTristercs depes [Ipuemnyio cyaa.
3.7. Belpawa pmen Ans  O3HAKOMIICHHMS TPOU3BOJAWUTCA B  COOTBETCTBUH c
TpeOoBaHUAMM VIHCTPYKIMH IO ASNONPOHM3BOICTBY H N0 APXUBY. :
3.8. Jna o3HaxoMieHUs ¢ CcymeOHBIMU JenaMy BBIIETSIOTCS TIOMEIeHHS (Hx
qacTH), OOECNeyMNBAIONIHE YCIAOBUS, KOTOPBIE HCKIKYAIOT BO3MOKHOCTE W3BIATHA,
TIOBPEXKACHUS UNY YHUYTOXKEHUs MaTeprasiop nena. (O3HAKOMIIEHHE C JENOM JOJIKHO
IIPOXOAUTH B IPHUCYTCTBHH M NOA KOHTPONEM YINOIHOMOYEHHOTO Ha To pabOTHHKa
anmnapara cyJa. '
3.9. 3anpemaercs OocCTaBiATE Ha pabodeM crone cyaeOHBIE Aena, AOKYMEHTHI,
KJIFOYH OT [IOMELICHUH, cefidoB (MeTannuyeckux mKxadoB) B Hepabouee BpeM4.
3.10. Kabuner cynpu B Hepabouee BpeMs, BO BPEMS OTCYTCTBHS CYABM TOJDKEH
ObITh 3aKkpeIT. B Hepabouee BpeMst cyneOHBIe Aena xpaHATcs B KabUHeTe CyInH B celide
(MeTannuyeckoM MKady) WIM MHOM YCTAaHOBICHHOM NpeacenareneM cyaa mecre. Jins
obecrieyeHNsI COXPAaHHOCTH CYAEOHBIX JIEN CY/bi KOHTPOJIMPYET BO3ZBpPAT BBLIAHHOIO UM
aesia TOMOIIHHUKY, CEKpeTapio cyaeOHoro 3acenanms, cekperapro cyia. Cyass oprasusyer
paboTy ¢ CyaeOHBIMH IeJaMH TaK, 4TOGH HCKTIOYHTH BO3MOXKHOCTH AOCTYTIa K HUM
ITOCTOPOHHUX JIMIL.
3.11. 3anpemaeTcd mpedbIBaHNE IOCETUTENSH B KaOMHETE CYIBN B €r0 OTcyTCTBHe
3.12. B apxuBHBIX IIOMELIEHUAX Cylda XpaHEHWe M Bblgaya CyaeOHBIX Jel
OCYLIECTBISIETCS B COOTBETCTBMU ¢ TpebopaHmaMu HHCTpYKIME no apxuBy H IO
JENONPON3BOJICTRY. )
3.13. B nomeuieHMsSX M XpaHWIMINAX, MecTaX HaxOXAEHHA CyAcOHBIX aem,
BEI[SCTBEHHBIX  [OKA3aTelbCTB, JAOKYMEHTOB 3alpellaeTcsi XpaHeHHE TOpHUUX,
B3PBIBOONACHBIX, HHBIX IOCTOPOHHUX NPEAMETOB. .
3.14. BeiBoc cyne0HBIX Aen U3 3aHHd cyAa BOCIIPEILECH, 32 NCKITFOUCHHEM Ciiy4aes,
IPAMO TIPEYCMOTPEHHBIX 3aKOHOM /7Sl OCYIIECTBIIEHHS IpaBOCY Jusl. ;
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4. CacremMa J0NOJTHHTEIBHOIO BHYTPEHHEIO KOHTPOJIS MEKAY CTPYKTYPHBIMH
noApasaesieHusIME CyAa H pa0OTHHKAMH 32 IBHKCHHEM cy1eOHbIX aeJ

4.1. Cynebuule nena ¥ AOKYMEHTHI epeAaloTCs CyAbiIM U palOoTHHKaM CyJia Yyepes
OTAEN AENONpPOU3BOACTBA. llepcoHaNBHYI0 OTBETCTBEHHOCTH 34 COXPAaHHOCTH J€ll,
MOJIyYEHHBIX IS pacCMOTPEeHUs, O(OpMIIEHHUS, HeceT JIMLO, paclycaBilieecs 3a HEro B
COOTBETCTBYIOMIEM XKypHalie ydeTa, \

4.2. Ilpu yxoje B OTHYCK CYJZbH, A€la HaxO[AIIHECs B €ro INPOU3BROICTEE,
nepelaloTesl M0 aKkTy mnpuéMa-repemadd cyaeOHBIX Jel M CHyKeOHBIX JOKYMEHTOB
npegceaTeNlio CyJAa U XpaHsTCs B ceiide y npencexarens cyaa.

4.3. Ilpn oOHapyxeHWHM HeAocTadyW, YTPaThl Aell, AOKYMEHTOB, BeEILECTBEHHBIX
JOKa3aTeNLCTB Npe/ceaTeNb Cy/la Ha3HAYAET CITyXKebHOe paccieIoBaHue.

5. Pexkxum ofecniedeHUs] COXPAHHOCTH KAOHHETOB H MOMelIeHHH cyaa

5.1. T'lo okoHuanum padouero JHA cehdpl (MeTaNIMYeckue Kadbt) ¥ TOMEIEHHs!
Cy/ia 3amuparoTCss W OMNeYaThIBAIOTCA. lIpM oneuaThIBAHHM MacTHKa (IUIACTHIIHH)
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HaKNaABIBAIOTCS TaK, 4YTOOBI HCKIIOYHMTH BO3MOXKHOCTH CHATHA 0e3 NOBpexaeHus
OTTUCKA TIEYaTH,

5.2. Kmoun oT momeieHHH M KaOHHETOB H3TFOTABIHMBAIOTCA M BLIJAKTCH HOJX
POCOUCEH JAUIAM, OTBETCTBEHHBIM 33 KaOHHeT (MoMellleHre) 10 KOMHYECTBY paboTarouimx
COTPYAHHUKOB, 3aMACHEIC 9K3eMIUIAPEl — XPaHATCA B CIEUHANBHO OTBEACHHOM TS 3TOTO
MecTe y agMuHucTparopa cyaa. IlpucnocoGieHHbie ANS XpaHeHHS 3amacHbIX Karoue
AUMKA (KJTFOUHWIIBI) JOJKHBI 3alHUpaThcs U ONEYaThIBATHCA. 3aMacHBIe HK3EMILTSPEI
KIIIOYEH HCIONB3YIOTCS B JKCTPEHHBIX COydasx [is BCKPBITHA MNOMEIUEHWH 1o
paclopsDKEHHIO NIpeceaaTels Cyaa, 3aMecTUTeNs IpeAce aTens cyaa, aiMUHACTPaTopa.

Chady ¥ TONy4YeHUE KMHO4eH, BCKPBITHE TIOMEIIECHUM M XPaHHJIHLI IIPOU3BOIAT
pabGorarolilie B HUX COTPY/HUKH, OTBETCTBEHHBIE 33 COXPAHHOCTh CYHAEOHBIX [ell,
JIOKYMEHTOB M BCLUECTBEHHBIX J0Ka3arenbcTB. (CNHUCKKM Takux Invil B BOMOroBCcKOM
TOPOACKOM CYZie YTBEPXKIACH IpHUKA3oM TIpeAcesnareneM cyfa «( HazHadeHWH JHI,
OTBETCTBEHHBIX 33 COXPAHHOCTH JOKYMEHTOB U BELIECTBEHHBIX JI0Ka3aTENbCTB B ceifax u
MEeTaUTHYECKUX MKadax, TOMEeIUeHUIX U XPaHUIHIIAX CYAa».

5.3. 3anpemaeTcst XpaHUTh KIIOMH OT ceh(PoB, METAIUIMYECKUX IHKa(GOB B pabounx
CTOJIAX.

5.4. [lpnm BpEMEHHOM OTCYTCTBHM JIML, OTBEYAIOIIMX 32 COXPAHHOCTH [ell,
NOKYMEHTOB, ciyxeOHble IOMeIeHus! MOTYT ObITh BCKPHITHI KOMHCCHEH, CO3IaHHOW 110
YK23aHUIO [peacelaTeNs CyAa, O YeM COCTABNSCTCS aKT, B KOTOPOM YKa3bIBaeTcs KTO, C
KaKOH IENBI0 BCKpBUI KabuHeT, ceifd (Metamnyuueckuil mwkag), 9To TaM OCHApYKEHO U
U3BATO.

5.5. Ilepen BCKpEITHEM MOMELIEHUIA JOMKHA ObITh NPOBEPEHA UCIPABHOCTD 3aMKOB.
[Tpyt OOHapy:KeHHH MOBPEKIACHUA 3aMKOB WIM JAPYTMX IPU3HAKOB, YKa3bIBAalOUIMX Ha
BO3MOYKHOE IPOHHKHOBEHHE B 3TH IOMCIICHMS MOCTOPOHHHUX JIMIl, IIOMEIIeHHS He
BCKPBIBAIOTCA, @ COCTABIAETCH AKT ¥ O CIYYMBIIEMCS HEMEIJIeHHO CTABUTCSA B
HU3BECTHOCTE NpeAceaaTens cy/aa. '

5.6. Yoopka B Opyrue HeoOXOAWMEIE XO3SHCTBEHHbIC Pa0OTHI B MOMEILEHHAX H
XPaHUJINIIAX TIPOM3BOJATCA B IIPUCYTCTBUM PAOOTHHUKOB, OTBEUAIOIIHX 33 COXPAHHOCTE
JAen U OOKYMEHTOB. B ciydae OTCYTCTBUSL OTBETCTBEHHEBIX ITWIl Ha BpeMs YOOpKW H
X031 CTBEHHBIX paloT Bce Aena W JIOKYMEHTHI JOIDKHBI HAXOJIUThCed B ceiidax u
MeTaJUTM4eckux mKagdax. |

6. Koutpouas 3a cobmonennem Ilpagni obecnesienus
COXPANHOCTH cYAeOHBIX JC/1 H AOKYMCHTOB B CYAC

6.1. B cyne ycranaBaMBaeTCs peryisipHBI KOHTPOJIG 38 COONIONCHNEM TpeboBaHmi
110 0DECIICYECHHIO COXPAHHOCTHU CYASOHBIX JIEN U TOKYMEHTOB.

6.2. Kontpoas 3a coOmogerneM TpeboBaHuil 1o 00eclieTeHHI0 COXPAHHOCTH Ael U
ROKYMEHTOB B CyI€ OCYINECTBISAIOT Npecenareib Cyna, GeaepanbHbie CYAbY, HAYATbHHK
0TIena, aAMUHUCTPATOp Cy/la B ITpedenax CBOUX MOMHOMOYKA.

6.3. KoHTpoJib COCTOAHHS M YCIOBUH XPaHCHHSA, COXPAHHOCTH CyAeOHBIX Il B
CyJle OCYILECTBIISIOT:

® HAYAILHUK OTIENA — PETYNAPHO;
® [IpelceNaTeNb CYJa - eXeKBapPTallbHO;
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6.4, BckpwiThle B pe3yjbTaTe NPOBEPOK  HEJOCTATKM W HAPYIISHUS
aHANM3UPYIOTCS, 0OCYKIAKTCA Ha ONEPAaTHBHBIX COBELAHMEX IIPH IMpeAcedarele Cyha
JUIST TIPUHSITUS JIOTIONHUTENBHBIX MEpP 10 O0SCNEeYeHHI0 COXPAHHOCTH CyAeOHBIX ZieN W
JOKYMCHTOB.



