JoxymenT npenocrasieH Koncynsrantllntoc

CYJEBHBIN JEIMTAPTAMEHT ITPH BEPXOBHOM CY/JIE
POCCHIICKOW ®EJEPAIIUA

IMPUKA3
ot 2 urost 2026 r. N 185

OB YTBEP)XJIEHUY NHCTPYKIINHN
O MOPSIIKE OPTAHU3ALIUY PABOTBI APXUBOB ®EJIEPAJIbHBIX CYI0B
OBIIEN IOPUCIUKIINN

B cootBercTBUn ¢ denepanbHbiM 3akoHOM OT 8 siHBaps 1998 r. N 7-@3 "O CynebHom
nenapramenTte rnpu Bepxosnom Cyne Poccuiickoit denepaunn” npukaspiBaro:

1. YtBepauth mnpunaraemyro WHCTPYKIMIO O TOPSAIKE OpraHu3aluud paboThl apXUBOB
benepanbHBIX CyI0B 00IIeH ropucaukiuy (naiee - MaCTpyKIus).

2. IlpexncenarensiM KacCallMOHHBIX CYAOB OOLIEH IOPUCIMKLUM, aNeJUISILIMOHHBIX CYI0B
oOuieil IOpUCAMKIIMKM, BEPXOBHBIX CYIOB pecHyOslMK, KpaeBbIX M OOJACTHBIX CYJOB, CYJOB
ropofioB (elepanbHOr0 3HAYEHUs, CYJIOB ABTOHOMHOW 00JaCTM M aBTOHOMHBIX OKpYIOB,
paliOHHBIX, TOPOJICKUX U MEKPAHOHHBIX CyI0B OPraHU30BaTh U3y4eHUE Ha3BaHHOU MHCTpyKIMmn
U 00ecrevynTh ee IPUMEHEHHE B IeATEIbHOCTH Cy/ia.

3. [IpuzHate yrpatuBmuMHU cuiy npukas Cyne6Horo nenapramenta npu Bepxosnom Cyne
Poccuiickoit @enepanuu ot 19 mapra 2019 r. N 56 "OO0 yrBepxkaenun MHcTpykuuu o nopsiake
OpraHu3ali KOMIUIEKTOBAHHUS, XPAHEHUS, YU€Ta U UCIOJIB30BaHUs IOKYMEHTOB (IJIEKTPOHHBIX
JOKYMEHTOB) B apxuBax (eaepanbHBIX CYA0B oO0mel ropucaukiuu" u npukazbl CyneOHOTo
JierapTaMeHTa O BHECEHUH B Hero u3MeHeHui ot 16 uronsg 2019 r. N 147; ot 14 urons 2022 r. N
97; ot 9 suBapst 2024 . N 1; oT 29 mas 2024 r. N 124.

4, Hacrosmuii IMpUKa3 BCTYNACT B CUIIYy CO JHA €0 NOAIIMCaH.

I'enepanbHbBI AUPEKTOP
I'.B.JIOITATHUH

YTBepxkacHa

npuka3oM CyneOHoro nenapramMeHTa
npu Bepxosaom Cyne

Poccuiickoit denepanuu

ot 2 mronig 2026 r. N 185

MHCTPYKIUS
O TTOPSIIKE OPTAHU3AIIMY PABOTHI APXHBOB ®EJEPAJILHBIX CYI0OB
OBILE FOPUCAUKLIAU

1. O01Me moJI0KEeHU s
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1.1. MHCTpYKIMS O MOpPAIKE OpraHU3aluu pabOThl apXHUBOB (efepalbHBIX CYAO0B 00mIeiH
opucIuKIuKn (Janee - MHCTpykuums) sBisieTcss HOPMAaTHBHBIM aKTOM, pPa3pabOTaHHBIM Ha
OCHOBaHMHU (hesiepaIbHBIX KOHCTUTYHHMOHHBIX 3aKOHOB OoT 31 mekabps 1996 r. N 1-®K3 "O
cynebnoi cucreme Poccutickoit @enepanuu”, ot 7 pepans 2011 r. N 1-OK3 "O cynax obmeit
ropucaukiuu B Poccuiickoit @enepanun', GpeaepanbHbIX 3aKk0HOB 0T 8 ssHBaps 1998 r. N 7-@3
"O Cyneb6nom nenapramente npu BepxosHom Cyne Poccuiickoit @eneparuu', ot 22 OKTIOps
2004 r. N 125-@3 "O6 apxuBHOM gaene B Poccuiickoit ®@enepauun, IlpaBun opranuzanuu
XpaHEHMs, KOMIUIEKTOBaHMs, YydeTa U MCIOJIb30BAaHUS JOKYMEHTOB ApPXUBHOrO (oHIa
Poccniickoit Penepauyyu M Ipyrux apXMBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIIPaBJICHUs U OpraHU3alusaX, YTBEPKICHHbIX NTpUKka3zoM PeepaabHoro
apxuBHoro arenrctsa ot 31 uronsg 2023 r. N 77 (nanee - Ilpasuna N 77), nqpyrux HOpMaTUBHBIX
IIPaBOBBIX AKTOB B c(hepe apXUBHOIO Jiela U JeJI0NPOU3BOACTBA, Cy1eOHOT0 J1eI0NPOU3BOJICTBA.

1.2. Hacrosimass MHCTpyKIust pa3paboTaHa B IeNsx OOECMEYeHHS EIUHOrO TOpsaKa
OpraHu3ali KOMIUIEKTOBAHHUS, XPAHEHUS, YU€Ta U UCIOJb30BaHUs IOKYMEHTOB (3JI€KTPOHHBIX
JIOKyMEHTOB) KAaCCAIIMOHHBIX CYAOB OOIIEH IOPUCIUKINU, AamNeIUISIMOHHBIX CYJI0B o0OImei
IOPUCAUKIINK, BEPXOBHBIX CYAOB PECIyONIUK, KpPaeBbIX M OOJACTHBIX CYIIOB, CYJOB TOPOIOB
denepabHOTO 3HAYEHUS, CYJOB ABTOHOMHOU OOJACTH M aBTOHOMHBIX OKPYrOB, PallOHHBIX,
TOPOJICKUX M MEXpPalOHHBIX CY/OB (J1ajee - CyIbl, Cy/, pallOHHbIE CY/bl), a TAK)Ke OMpeAenseT
npaBuia;

COCTaBJICHHMSI HOMEHKJIATYPBI JIEJ CyZa, ONMHCEH e, JOKYMEHTOB (OMHUCEH 3JICKTPOHHBIX
JTIOKYMEHTOB <1>) cyna;

<I> SHGKTpOHHOC ACJIIO - BHCKTpOHHLIﬁ AOKYMCHT HWJIM COBOKYIIHOCTH JJICKTPOHHBIX
JOKYMCHTOB U MCTAJIaHHBIX K HUM, C(i)OpMI/IpOBaHHI)IX B COOTBCTCTBUU C HOMGHKHaTypOI\/JI JCII.

IMPOBCACHUA SKCIICPTU3BI HEHHOCTU JOKYMCHTOB;

oopMieHHs AeT U UHBIX JOKYMEHTOB K IOCIIEAYIOLIEMY XpaHEHHIO B apXUBE CY/1a;
nepesiauu Jiel (3IEKTPOHHBIX JIeN) B apXUB CY/a;

0T0Opa TOKYMEHTOB Ha YHUUYTOKEHUE;

BEJIEHUs ydeTa Jen <I>, HaxoAsdIIMXCSd B apXWBE CyAa, MPOBEPKHM HX HAIUYMS U
COCTOSIHUS;

<1> Jleno - opopmiieHHOE B COOTBETCTBUHU C TPeOOBaHUAMH HacTosIeH NHCTpyKIMK A€o
(cynebHO€ 1eno, MpOU3BOJICTBO, MaTepual, Haps, JIeJ0 OOIIero JeJONPOU3BOJICTBA, JIET0 IO
JUYHOMY COCTaBY M JIPyTUe TIOKYMEHTHI Cy/a), B TOM YHCIIe B 2JIEKTPOHHON (opMme.

OpraHM3ali HWCIOJb30BaHUs e, HAXOMSAIIUXCS B apXuBe Cyda, U OOECledYeHHs uX
COXPaHHOCTH;

nepcaaduun A€ Ha XpaHCHUC B I“OCYI[apCTBCHHHﬁ ApXUB.

1.3. 3agaun u QyHKIMM apXuBa CyJa ONPEAEIAIOTCS MOJI0KEHHEM, pa3padaThIBaeMbIM Ha
ocHoBe IlpumepHoro mosoxxkeHus o0 apxuBe OpPraHU3allld, YTBEPKIECHHOTO IPUKA30M
®denepallbHOTO apXUBHOI'O areHTCTBA.
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[Tonoxxenne o paboTe apxuBa CyJa YTBEpKIACTCS MIPUKA30M IpeAceaaTess cyua.

1.4. Tlpuka3zom (pacmopspkeHHEM) TMpeaceAaTeNiss Ccyaa Ha3Ha4daloTcs paOOTHUKH,
OTBETCTBEHHEIE 32 pabOTy apXuBa Cy/a.

1.5. CornacoBanue (yTBep>kKJI€HHE) HOMEHKJIATYphl JIeJl Cyla, ONMUCEeH e, JOKYMEHTOB
cyna (mamee - ONWUCh JIed), OMMCEH D3JIEKTPOHHBIX JOKYMEHTOB U APYTUX JOKYMEHTOB C
9KCHEPTHO-IIPOBEPOYHOM  KOMMCCUEH  (peepanbHOr0  rocyJapCTBEHHOIO — apXuBa WM
YIOJTHOMOYEHHOT'O OpraHa MCIIOJIHUTENbHOM BiacTH cyobekra Poccuiickoit @Penepanuu B
o0acTH apXuBHOrO jena M JenonpousBoactBa (manee - OIIK apxuBHOro ydpexaeHus)
OCYILIECTBJISIETCS CyJaMH, BBICTYNAIOUIMMH MCTOYHMKAMH KOMIUIEKTOBAaHUS IOCYIAapCTBEHHBIX
apXMBOB, JIN0OO MPU HAJIMYUHU COOTBETCTBYIOIIETO JOI0OBOPA C aPXUBHBIM YUPEKICHUEM.

CYI[BI, HC BBICTYHIAOINWEC UCTOYHUKAMHU KOMIIJICKTOBAHUA I'OCYAapCTBCHHOI'O apXuBa, 1100
npru OTCYTCTBUH COOTBCTCTBYIOLICI'O JOroBopa C apXUMBHBIM YUYPCKIACHUCM YTBCPIKAAIOT
HOMCHKIJIATYypYy A€ Cyaa, OIMMCHU ACT U APYTru€ JOKYMEHTEI CyJa CaMOCTOATEIIBHO.

1.6. Ilpm HaIMYMM TEXHUYECKOW BO3MOXKHOCTH (POPMHUPYIOTCSI DIIEKTPOHHBIE JeTa.
Opranuzanys KOMIUIEKTOBAaHUS, XPAaHEHUS, ydeTa M HCIOJIb30BAaHUS JJIEKTPOHHBIX JEII U
JIOKYMEHTOB CYJIOB OCYIIECTBIISIETCA B COOTBETCTBUU C TPeOOBaHUAMHU HacTosAel MHCTpyKumu.

1.7. Iloctymienue B enepanabHbIe CyAbl OOLIECH FOPUCAUKIINY JOKYMEHTOB B 3JIEKTPOHHOM
BUJEC B COOTBETCTBHM ¢ TpebOoBanmsmu llopsinka momauum B denepaibHble CyIbl OOIIEH
IOPUCIUKIUN JIOKYMEHTOB B JJIGKTDOHHOM BHJE, B TOM 4HCI€ B (OpPME 3IIEKTPOHHOTO
JIOKYMEHTa, YTBepkIeHHoro mnpukazoM CynebHoro nenaprameHta npu BepxoBnom Cyne
Poccuiickoit denepaiumu.

1.8. JlelictBue Hactosmedn MWHCTpyKIuMHM HE paclpocTpaHseTcsi Ha OpraHu3aluio
KOMILUIEKTOBAHMS, XPAHEHUs, y4e€Ta M MCIOJb30BAHMS JOKYMEHTOB, COAECPKAIUX CBEICHUS,
COCTaBJIAIOLIME I'OCYJAPCTBEHHYIO TaliHY.

1.9. Tlopsmok opraHu3aluy KOMIUIEKTOBAaHUS, XpaHEHMs, ydeTa M HCIOJIb30BaHUS
JOKYMEHTOB OKPYXHBIX ((JIOTCKMX) BOEHHBIX CYAOB, TapHU30HHBIX BOEHHBIX CYy/IOB
ONpENENsAeTCs B COOTBETCTBUM C HMHCTPYKLHEH II0 JEIONPOM3BOJCTBY B BOCHHBIX CyJax,
yTBepkIeHHON mnpukazom CyznebHoro paemnaprameHta npu BepxoBHom Cyne Poccuiickoit
denepanuu.

1.10. KoMmIuiekToBaHHue, XpaHEHHWE, Y4eT M HCIOJIb30BAHHWE DELIEHUN M MaTepHalloB,
MNOCTYNUBIIMX M3 TPETEHCKUX CYy/IOB, OCYIIECTBISIETCS B COOTBETCTBUU C TpeOOBaHUSIMU
Hacrosuer MacTpykuuu.

1.11. Tlopsimok nepefaun apXUBHBIX JOKYMEHTOB CyJla B OOBEAMHEHHBIN Cy1eOHbIN apXUB
U TOPSIOK MX XpaHEHHs] B TaKWX apXMBaxX YCTAHABIIMBAETCS NPUMEPHBIM IIOJOKEHUEM O
HOpsi/IKE OpraHu3aluu paboThl 0OBEIUHEHHBIX CYAEOHBIX apXUBOB, YTBEP)KJIECHHBIM IMPUKA30M
Cyneb6noro nemnapramenta rpu BepxosHom Cyne Poccuiickoit deneparun.

2. CocraBJieHHe CBOHOI HOMEHKJIATYPBI /1e]1, HAPSA0B
U MPOM3BOJCTB Cy/Aa

2.1. I[OKyMCHTBI, 06pa3OBaBI_HI/ICC}I B Iponecce ACATCIILHOCTU Cyda (y‘ITeHHLIe B CyAc
BXOOAIHUE, UCXOAAIINE, BHYTPECHHUC )IOKyMeHTI)I), COCTaBJIAIOT )IOKYMCHTaJILHBII)'I (bOH)I cyaa.

Enununeit knaccudukanmm M CUCTEMaTH3allMM  JIOKYMEHTOB (110 CTPYKTYpHOMY,
(GyHKIIMOHAJIBLHOMY, TEMAaTUYECKOMY MIPU3HAKaM U CPOKaM XpaHEeHHsI, BHE 3aBUCUMOCTH OT BUAA
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HOCHUTeNs HHPOPMAIIUN) B JOKYMEHTAIBHOM (DOHJIE SIBJISETCS JIEIIO.

g yuerta nien, colepiKalux JOKYMEHThI JOKYMEHTalbHOro (OoHIa CyJa, COCTaBIsETCS
HOMEHKJIaTypa Jesl cyaa (Jajiee - HOMEHKJIAaTypa, HOMEHKiarypa jnen) (mpuioxenue N 2 K
Hacrosmer MHacTpykimm).

Howmenknarypa nen - oopMIICHHBIH B yCTAaHOBJICHHOM IMOPSAKE TOKYMEHT, COJCPIKAIIHIA
CUCTEeMAaTHU3UPOBAHHBIN [IepeueHb 3arojIOBKOB (HAMMEHOBAaHUM) CYJeOHBIX /1€, HapsSA0B, KHUT U
KYpHAJIOB peructpanuu (y4uera) JOKYMEHTOB, PEECTpPOB, KapTO4yeK, 0a3 JaHHBIX, B TOM 4YHCIIE
JOKYMEHTBI, COJEp)Kalllie CBEICHHS OrPaHUYCHHOIO JOCTYyMa, 3aBOJMMBIX B CyAEOHBIX
KOJJIETUSIX, CYyAeOHBIX COCTaBaX, IOCTOSHHBIX CYAEOHBIX TPUCYTCTBHSAX, CTPYKTYPHBIX
noJpa3ielieHusIX cynaa, JUOO IO OMpPEJEICHHBIM HaIlpaBICHUAM JESITENbHOCTH cyna (eciu
ammapar cyAa COCTOMT M3 PaOOTHHKOB, 3aMEIIAIOUINX OT/ENbHBIC TOJDKHOCTH) C yKa3aHHEM
CPOKOB UX XPaHEHHs, OTPAKAIOIIUI COCTAB U OPTaHU3AIMIO TOKYMEHTaJIbHOro (poHa cya.

He Bximrouarorcs B HOMCHKIJIATYpPYy ACJI NCPUOJUYCCKUC U3JaHNUA, KHUTH, 6pOH_IIOpBI.

2.2. Homenknarypa neia mpelHa3HayeHa JMJii OpraHu3aludyd YydeTa JIOKyMEHTOB B
JICTIONPOU3BOACTBE CyJa, TPYNIHPOBKH HCIIOJHEHHBIX JOKYMEHTOB B Jiela, Hapsigbl |
MPOM3BOJICTBA, UX CUCTEMATH3AINU, HHICKCAIIUY ¥ ONPEACICHUS CPOKOB XPAHCHHS.

Homenknarypa aen sBisieTcss OCHOBOM Uil COCTaBJIEHUS ONMCEH Jed MOCTOSHHOIO U
BpeMeHHbIX (CBbIlIE 10 JIeT) CPOKOB XpaHEHUs, a TaKXkKe JUIs ydera Aesl BpeMeHHbIX (10 10 net
BKJIIOYUTEIIBHO) CPOKOB XPAHEHMS.

2.3. Ilpu cocTaBlIeHUU HOMEHKJIATYPHI JIe] CIeAYEeT PyKOBOACTBOBAThCS IMPOLIECCYaIbHBIM
3aKOHOJATEIbCTBOM, HOPMATUBHBIMU IIPABOBBIMU aKTaMU M METOAMYECKMMM TOKYMEHTaMHU B
cdepe opraHuzanuM JEIONPOU3BOJCTBA U apXUBHOIO Jefia, MOJIOKEHHEM 00 ammapare cyja,
MOJIOKEHUSMU O CTPYKTYPHBIX MOJPA3/IEICHUIX CyJa, IITaTHBIM PaclMCaHUeM, AEUCTBYIOLUIUM
HepevyHeM JTOKYMEHTOB, 00pa3yIoLIXcsl B Ipolecce AeATeIbHOCTH (hefepalbHbIX CyI0B 00Iei
IOPUCAMKIINK, C YyKa3aHHEM CpOKOB XpaHeHUs (nanee - IlepeueHb JOKYMEHTOB), a TakKke
HOMEHKJIATypaMu J€Jl 33 IPEAIIECTBYIOLUINE TOIBI.

2.4. B uensx cocTaBlieHUsI HOMEHKJIATyphl JeJl Ha o4epeaHo roa 10 1 HosOps TeKyuiero
roja pabOTHUKOM, OTBETCTBEHHBIM 3a BEJCHME JIEIONPOM3BOJCTBA B CYAEOHOW KOJUIETHH,
CyaeOHOM COCTaBe, TMOCTOSSHHOM CYA€OHOM IPHCYTCTBUU WJIM CTPYKTYPHOM TMOJpa3/IelIeHUuN
cyla B OTHeN JelOonpou3BojcTBa (OOMmMH  OTAEN) NPEACTaBISAIOTCS  IOJNHMCAaHHBIE
COOTBETCTBYIOUIMM MpeACeaaTeNeM CyneOHOM KOJIeTHH, CyAeOHOro COCTaBa, HAYaJIbHUKOM
CTPYKTYPHOT'O TMO/pa3AeieHNs, WHBIM YIOJHOMOUYEHHBIM TIpejaceaareieM cyaa JuIoM (B
MOCTOSTHHOM ~ Cy/IeOHOM  TIPUCYTCTBHHM) W  COIJIACOBAHHBIE C HAYaJbHUKOM  OT[elNa
JIeNIOTIPOU3BOICTBA (00IIEero OT/ena) U pabOTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cyja,
NPEUIOKEHHsST /ISl BKJIIOYEHUS B HOMEHKJIarypy nen (mpuinoxkennme N 1 K Hacrosimeil
WNHCcTpyKuum).

2.5. Ha ocHOBe TpemyioKeHHIl CyAeOHBIX KOJIJIETHM, CyIeOHBIX COCTaBOB, MOCTOSHHBIX
CyleOHBIX TPHUCYTCTBHM W CTPYKTYPHBIX MOAPA3ACICHUN Cyaa OTIEIOM JEIONPOU3BOJICTBA
(oOmuM oTmenoM) WM paOOTHUKOM, OTBETCTBEHHBIM 3a BEACHHE JIEIOMPOU3BOJICTBA,
COCTaBJISIETCS HOMEHKJIATypa JIeJ1 Ha 0OYEPEIHON KAJICHAapHBINA ro/.

Homenknatypa nen cocToUT W3 pa3lenoB, HAUMEHOBAHUS KOTOPBIX COOTBETCTBYIOT
HAaWMEHOBAHMM TO/APA3ICICHUN Cy/a, PACIOI0KEHHBIX B COOTBETCTBHUU CO CTPYKTYPOH Cyna,
100 U3 pa3lieloB COTJIACHO HAMPABJICHUSIM JEATEIHHOCTH Cy/ia (€CNU ammapar cyJa COCTOHUT M3
PaOOTHHUKOB, 3aMEMIAIONTUX OTACIbHBIC JOKHOCTH), PACTIONOKEHHBIX C YUETOM JEHCTBYIOIIEH
cxeMbl noctpoenus [lepeuns 1OKyMeHTOB.



2.6. Homenkiarypa nien BU3upyercsi paOOTHUKOM, OTBETCTBEHHBIM 3a PabOTy apxuBa cyja,
MOJMUCHIBACTCA HAYAIbHUKOM OTJEJa JIeIONPOU3BOICTBA (00IIEero OT/esa), COTIacOBbIBACTCS C
AKCIIEPTHON KOMHMCCHUEN CyJla U YTBEP)KIAETCA IIpEeAceaTeNIeM Cy/1a.

Opun pa3 B 5 neT CyJ, BHICTYNAIOMINI UCTOYHUKOM KOMILJIEKTOBaHHS T'OCYJapCTBEHHOTO
apxuBa, JIMOO MPH HAJIMYMU COOTBETCTBYIOLIETO JOTOBOPA COTIACOBBIBAET HOMEHKJIATYPY A€M C
cootBercTBytoner DK apxuBHOTO yupexxaeHus.

2.7. HomeHkiaTypa JeJ1 BBOJUTCS B JIEHCTBUE ¢ | sHBapsl ClIEQYIOILEro KajeHIapHOIo
roja.

2.8. HomeHkiaTypa J1e1 coCTaBIIsIETCs B IBYX IK3EMILIsApax:

IIEPBBIN DK3EMIUIAP YTBEPKIACHHOM HOMEHKJIATYphI SBIAETCS JTOKYMEHTOM ITOCTOSIHHOIO
XPaHEHUs, TIOMEIIACTCS B OTACIBHOE JIeJ0 M BKIIIOYAETCS B HOMEHKIIATYypy B paszei OTAela
JIEJIONPOU3BOJICTBA (00IIIEro oT/ena);

BTOpOﬁ IK3CEMIUIAP NEPEAACTCA B apXUB CyJld B KaUCCTBC YUCTHOI'O JOKYMCHTA.

B cynax, BbICTynaromux MCTOYHUKOM KOMIUIEKTOBAHMS T'OCYJApCTBEHHOIO apXUBa, WIH
IIPM HAJIMYHAKA COOTBETCTBYIOLIETO JOrOBOpPAa C ApXMBHBIM YYPEKJIECHHEM HOMEHKJIATypa el
COCTaBISIETCS B TPEX DJK3EMIULIpAaX; TPETUH DK3EMIULIp INepefacTcs B COOTBETCTBYIOIIUN
rOCYJapCTBEHHBIN APXUB, APXUBHOE YUPEKICHUE.

B xkauectBe pabouero »sKk3eMIuiipa B OTIENE JCIONPOM3BOACTBA (0OIEM oOTene)
UCIIOJIB3YETCS] KOMUSL YTBEP)KICHHOW HOMEHKJIATYPhI JIeII.

Homenknarypa nen Ha ouepeqHON IoJ| pacchliaeTcs B CyAeOHbIE KOJIJIETUH, CyAeOHbIe
COCTaBBl, TIOCTOSIHHBIC CyIEOHBIE TIPUCYTCTBHS, CTPYKTYypHBIE TOJpA3JeNeHusi cyaa B
3JIEKTPOHHOM BUJI€ WIIM B BUJI€ KOMIA COOTBETCTBYIOLINX Pa3JiesIoB HA OYMa>KHOM HOCHUTEJIE.

2.9. YTouHeHUs B 3arojIOBKM JI€1 U HOBBIE 3arojIOBKU /€, HE IHPEIyCMOTPEHHBIE
YTBEPKACHHON HOMEHKJIATYpOH JeJ, BHOCATCS B COOTBETCTBYIOLIUE pa3/esibl HOMEHKJIATYPBHI.
HoBble 3aros0BKu A€l BKIIOYAIOTCS B IPEYCMOTPEHHBIE JUIsl 9TOT0 PE3€pBHBIE HOMEDA.

Ilo 3aBCPUICHNUHN T'OJa MAHHBIC 00 W3MEHEHUAX U JOMNOJHCHHUAX, BHCCCHHBIX B Pa3acibl
HOMEHKJIATyphl [eJI, BMECTE C HUTOTOBBIMH 3alUCSAIMU O KaTEropusXx M KOIUYECTBE Jed,
3aBEJICHHBIX B Cy/ICOHOW KOJUICTHH, Cy/leOHOM COCTaBe, MOCTOSHHOM CYJeOHOM MPHUCYTCTBUH,
CTPYKTYpHOM TOJApa3JeNeHUH CyJa B T€UEHHE rojia, MepelalTcs B OTIEN JEIOMPOU3BOJICTBA
(oOmmit otaen).

OtnenoMm nenonpou3BOACTBa (OOIIUM OTAEIOM) Ha OCHOBE TMOJYYEHHBIX NaHHBIX 00
U3MCHEHUSX W JIONOJIHCHUSAX, BHECCHHBIX B pa3Jelbl HOMCHKJIATYPHI JIed, TOTOBUTCS
JOTIONTHEHHE K HOMEHKIJIaType, B KOTOPOM IIOCIIEOBATEIbHO B COOTBETCTBUU C pa3jeliaMu
HOMCHKJIATYPHI ~ YKa3BbIBAIOTCSI 3arOJIOBKH  JIeJ, HE TPEIyCMOTPEHHBIC YTBEPKICHHBIM
HK3EMILISIPOM HOMEHKIATYPHI.

JlomoyiHeHrEe K yTBEPIKICHHON HOMEHKIJIAType JeN MOAIMUCHIBACTCS HAYaIbHUKOM OT/AeNa
JIeTIONPON3BOIcTBAa (0OIIEro otnena), BU3UPYETCs] PAOOTHHKOM, OTBETCTBEHHBIM 3a padoTy
apXuBa Cy/a, COTJIacOBBIBAETCS IKCIEPTHONH KOMHUCCHEH Cyla M yTBEp:KIaeTcsl MpeaceaareneM
CyJa, TIOCJIe Yero BMECTe ¢ HTOTOBOM 3aIHMCHI0 O KATETOPHIX M KOJIMYECTBE JIell, 3aBEICHHBIX B
CyJle B TeUEHHUE T0/1a, MPUOOIIACTCS K YTBEPKICHHOMY IK3EMILISIPY HOMEHKIIATYPHI.

Pabouwnii sx3eMIIIsip HOMEHKIIATYPHI 7€ XPaHUTCS B OT/EJE JIEeTOMPOU3BOICTBA (00IIemM
OTJIeNe) A0 TeX MOop, MoKa Ha Jiena, CHOPMUPOBAHHBIE B COOTBETCTBHH C HOMEHKJIATYPO# A€, He



OyIyT COCTaBIICHBI OMHCH JIEII.

2.10. B cinyuae u3MeHeHHUsI CTPYKTYPHI cyna (yrpas3IHEeHHE, peopTraHu3aIus CTPYKTYPHOTO
NoJIpa3/iesIeHus Cy/1a, CO3/IaHie HOBOI'O CTPYKTYPHOI'O MTO/Ipa3IeJICHUs Cy/1a) HOMEHKJIATypa e
COCTaBJISICTCS 3aHOBO U MOJICKUT COTJIACOBAHUIO M YTBEPKICHHUIO B YCTAHOBJIEHHOM IOPSIJIKE.

Homenknarypa [1emn  BHOBb  CO3J@HHOTO  CTPYKTYpHOTO — TOApA3eNeHHs  Cyaa
pa3zpalaTeiBaeTcs W MpeAcTaBisieTcss  paOOTHUKOM,  OTBETCTBEHHBIM  3a  BEACHHE
JIeTIOTIPOU3BOICTBA B CTPYKTYPHOM HOJpPA3ICIICHUH, B OT/AEI JAEIONPON3BOJICTBA (0OIIHiA OT/1eT)
Wi pabOTHHUKY, OTBETCTBEHHOMY 3a BEJCHHE JEIONPOM3BOJICTBA CcyAa (eciu ammapar cyna
COCTOUT M3 paOOTHHUKOB, 3aMEIIAIOIINX OT/AEIbHbIEC JODKHOCTH), B MECSYHBIN CPOK.

B uHBIX city4asx (HanpuMep, U3MEHEHHE CPOKOB XPaHEHHsI JOKYMEHTOB HOBBIM [lepeunem
JOKYMEHTOB U JPYyroe) MOBTOPHOE COrJacoBaHME HpoekTa HoMeHkIarypbl ¢ DIIK apxuBHOro
yUpEKACHUS HEe TpeOyeTCs.

2.11. I'padbl HOMEHKIATYPHI JIE]1 3aMOTHIIOTCS CIASAYIOIHUM 00pa3oMm.

2.11.1. B rpade 1 (uHzmekc nena) HOMEHKIATYPHI A€ MPOCTABISIFOTCS WHACKCHI KaXKI0TO
Jiena, BKIJIFOYEHHOTO B HOMEHKJIATypy. MHIEKC nena COCTOUT M3 YCTaHOBJIEHHOIO B cylie
nuppoBoro win OYKBEHHOTO 00O3HaueHusi cyAeOHOM KOJuleru, CyJeOHOro CcocTasa,
IOCTOSIHHOTO ~ Cyle0HOr0  IPUCYTCTBUS, CTPYKTYpHOI'O  IOJpAa3/eieHUs, HalpaBICHUS
JESATEeIbHOCTH Cy/a (€cin anmapaT Cyla COCTOUT M3 pabOTHHUKOB, 3aMEILAIONIMX OT/ENIbHBIC
JIOJDKHOCTH) M TOPSAJIKOBOIO HOMEpA 3arojioBKa Jiea 1o HOMEHKIJIAType B Ipejaenax cyaeOHoH
KOJIJIETUH, CyJeOHOT0 COCTaBa, IIOCTOSIHHOTO CyAE€OHOrO IPUCYTCTBHS, CTPYKTYpPHOIO
HOJpa3/IeIeHUs MM HallpaBlIeHUs 1eTeNbHOCTH cyaa. MHekcrl nen o0o3HauaroTest apabCKuMu
uugpamu. Hanpumep: 02-03, rae 02 - uaAeKC CTpyKTypHOro nojpaszeneHus, 03 - nopsaKoBsiit
HOMED 3arojIoBKa Jieyia 1o HOMEHKJIaType.

2.11.2. B rpady 2 HOMEHKIATyphl Jie] BKJIIOYAIOTCS 3arojIOBKU Jied (TOMOB), KOTOpPbIE
OTPa’KalOT OCHOBHOE COJEp’KaHHE M COCTaB JOKYMEHTOB Jeina. IIpu cocTaBieHMM 3arojioBKOB
JeJl JUI1 HOMEHKJIATyphbl CJIENYEeT HCIOJb30BaTh HAMMEHOBAaHUS JOKYMEHTOB, MMEIOIUXCS B
[lepeyHe MOKYMEHTOB, C JOIOJHEHHEM 3arojIOBKOB KOHKPETHBIM COJEp’KaHUEM M JIPYTrUMHU
HEOOXO/JMMBIMU 3JIEMEHTaMM 3arojoBKa, MPEeIyCMOTPEHHBIMH HOPMAaTHBHBIMHM IPAaBOBBIMU
aKTaMH, B TOM YHCJIE perjiaMeHTUPYIOIIMMH BOIIPOCHI JIEIONPOU3BOJICTBA U ApXUBHOIO JIEJa.

HOpSII[OK PAaCIOJIOKCHH 3ar0JIOBKOB JICJI BHYTPU pa3aCioB U IMMOAPA3ACIIOB HOMCHKIIATYPhbI
ACT OoNpeACIACTCA CTCIICHBIO BAJKHOCTHU JOKYMCHTOB, COCTABJIAIOIMNX J€j1a, U X B3aMMOCBA3bIO0.

BHawane  pacmonararoTcsi  3arojiOBKM  JeN,  COJCpXKallie  OpraHU3aIlOHHO-
pactopsIIUTeIbHYIO JOKyMeHTanuio. Jlajgee pacronararoTcsi 3aroJIOBKH JIeN, COJIEepIKaIlne
TUTAHOBBIC M OTYCTHBIC JJOKYMCHTHI.

3aroyioBOK Jiesia JOJDKEH OTpakaThb MpHU3HAaK (IpU3HAKH), MO KOTOPOMY(bIM) OHO
c(hopMHUPOBAHO:

HOMUHAJIbHBIN - Ha3BaHUE BHJIA Jiena (TepenucKa, KypHall, JIeJI0) WIK BUAa JOKYMEHTOB,
BKJIFOUEHHBIX B J1€J710 (IIPOTOKOJIBI, IPUKA3bl);

aBTOpCKI/Iﬁ - HaMMCHOBAHHEC IIOCTOAHHO ,Z[CﬁCTByIOII.ICFO WM BpPCMCHHOI'O OpraHa,
JOJKHOCTHOI'O MJIM MHOI'O JIMIia, CO3JaBIINX ,Z[OI(YMCHT(BI);

KOppeCHOH)IeHTCKI/Iﬁ - HAHUMCHOBAHHUEC OpraHU3alu, JIMla, KOTOpOMY aJApECOBAHbI WX OT
KOTOPOI'0 NOJIYUCHBI JOKYMCHTBI,



MPEIMETHO-BOTIPOCHBIH - KPaTKOE COJIEpyKaHHEe JOKYMEHTOB JIENIa;
XPOHOJIOTHYECKUH - AaTa (epro), K KOTOPOoi(OMy) OTHOCATCS TOKYMEHTHI JIeNia;

reorpaUueCKuil - Ha3BaHHE MECTHOCTH (TEPPUTOPHUU), C KOTOPOH CBSI3aHO COJEpKaHUE
JIOKYMEHTOB JIeTa;

YKa3aHueC Ha KOITUHMHOCTh JOKYMCHTOB Ji€J1a.

He nomyckaercs MCIIONb30BaHME HAUMEHOBAHUM 3ar0JIOBKOB JIEJI, KOTOPBIE HE OTPaXKaroT
COJIepKAHUE U COCTaB JIOKYMEHTOB JeJ (HalpuMep: pasHble MaTepualbl, oOlLias nepenucka u
TOMY 110I00HOE), a TAK)KE€ BBOJHBIX CIIOB U CIIOKHBIX CHHTAaKCHYECKUX 000POTOB.

B 3aromoskax ACHI, COACpKAIMUX AOKYMCHTBI IIO OAHOMY BOIIPOCY, HO HE CBA3aHHBIX
MOCJICAOBATCIIBHOCTBIO ACTIOMPOU3BOACTBA, B KaduCCTBC BHUIA [ACJIa YHOTp€6JISICTC$I TCPMHUH
",I[OKYMGHTBI", a4 B KOHIE 3arojloBKa B CKOOKax YKa3bIBalOTCsI OCHOBHBIC PAa3HOBUAHOCTHU
JOKYMCHTOB, KOTOPBIC JOJIPKHBI OBITH B JACIIC.

TepMI/IH ",I[OKYMCHTBI" MPUMCHACTCA TAKXKE B 3aroJIOBKax ACJI, COACPIKAIINUX NOKYMCHTBI
(CHpaBKI/I, OTUCTBI, ICPCIUCKY U npoqee), SABIAOIMUCC IPUITOKCHUAMH K KaKOMY'HI/I6O

JOKYMEHTY.

Ecau peno cocTouT M3 HECKOIBKHUX TOMOB, TO COCTaBJIICTCA O6H_II/II71 3arojJoBOK Acjaa, a
3aTCM IIpHU HCO6XOILI/IMOCTI/I COCTAaBJIAIKOTCA 3ar0JIOBKM KaKA0I'0 TOMA, YTOYHAIOIIHE COACPIKAHNE
3aroJjioBkKa acia.

3arojoBKM JeJ IO BOMPOCaM, HE pa3pelieHHBIM B TEYEHUE OJIHOTO TOJa, SIBISIOTCA
"mepexoaAuMu" U BHOCSATCS B HOMEHKJIATYPY CyJa CIEIYIOIIETo rojia ¢ TeM ke MHAEKCOM C
MIPOCTABJICHUEM COOTBETCTBYIOMIEH OTMEeTKH B rpade "[Ipumedanne".

HpI/I BKJIFOUCHHUHN 3ar0JIOBKOB J3JICKTPOHHBIX ACJI B HOMCHKIIATYPY UHIACKCHI 3JICKTPOHHOI'O
JCJa U 3aroJIOBKHM 3JICKTPOHHBIX JCJI COCTABJIANOTCA IIO TEM KC IIpaBHJIaM, YTO M HMHIACKCHI U
3aroJIOBKH €1 C JOKYMCHTaMU Ha 6YMEDKHOM HOCHUTCIIC.

B 3aronmoBkax nen, coiepKamux JTOKYMEHTHI OTPaHHYEHHOTO JOCTyMa, B HOMEHKIIAType
MPOCTaBIISIETCSI COOTBeTCTBYIoMmIass oTMeTka ("' list cimyske6noro monb3oBanus”, "ACIT").

2.11.3. B rpade 3 HOMEHKIATyphl Jieq MO0 OKOHYAHUM KaJeHJAPHOTO roja yKa3blBaeTcs
KOJIMYECTBO 3aBEJICHHBIX JIe] (TOMOB).

2.11.4. B rpade 4 HOMEHKIATYpBI /1€ YKa3bIBAIOTCSA CPOK XpaHEHMs JeJl, HOMepa crareil,
YCTaHOBJIEHHBIX [lepeuHeM JOKYMEHTOB.

CokpailieHus CpOKOB XpaHEHHUs, YCTAaHOBJICHHBIX JIEeUCTBYOMUM [lepedHemM TOKyMEHTOB,
HE JIOIIYCKAETCH.

2.11.5. B rpade 5 B TeueHue Bcero cpoka JAEWCTBHUS HOMEHKJIATYPbl MPOCTaBISIOTCS
OTMETKHM O BEJIEHHUU JENl B DJIEKTPOHHOM BHUJE, O MEPEXOAAIIUX Jelax, O BBIACICHUU TN K
YHUUYTOKEHUIO U APYToe.

2.11.6. Cynebnble nena mojuiekaT 00s3aTelIbHOMY Y4€Ty M BKJIIOUEHHUIO B HOMEHKJIATYpPY
Jell.

3anonHeHne Tpad HOMEHKIATYPHI JIe] MO CYAEOHBIM JeIaM OCYIIECTBISECTCS MO OOIIMM
MIpaBUIIaM.



I'pada 2 3amomHseTCS B COOTBETCTBHHU C 3arojIOBKaMH, MpeaycMOTpeHHbIMH [lepeunem
JOKYMEHTOB, 0€3 BKJIIOYEHHMS] B HOMEHKJATYpy PETrUCTPAllMOHHBIX HOMEPOB KOHKPETHBIX
CyIeOHBIX JIe.

Hanpumep, k moaCyTHOCTH PalfOHHOTO Cy/1a OTHOCSTCS TPakJaHCKUE JIeia O PACTOPKEHUHU
Opaka, COOTBETCTBEHHO, B HOMEHKJIATYPY MOJI COOTBETCTBYIOIIMM UHIEKCOM OJMH pa3 BHOCUTCS
HE0OXOIUMBIN 3arooBok U3 Ilepednst T0KyMeHTOB.

2.12. Tlo 3aBepmenuu KaneHaapHoro roga (mo 1 despans cienyromiero roja) cyncOHbIE
KOJUIETUH, CYACOHBIE COCTaBbl, IIOCTOSHHBIC CYACOHBIC TMPUCYTCTBUA, CTPYKTYpHBIE
nojipa3iesieHuss OpOPMIISIFOT MTOTOBYIO 3allUCh K HOMEHKJIATYpe e, B KOTOPYIO BHOCSTCS
CBEJICHUS O KOJIMYECTBE 3aBEACHHBIX JIE] C YUYETOM KOJIMYecTBa TOMOB (Tpada 3 HOMEHKIATYpPhI
JieN), OTJIEIBHO MOCTOSIHHOTO U BPEMEHHOTO CPOKOB XpPaHEHHUSI, BPDEMEHHBIX CPOKOB XPAHEHHUS C
otmerkoil "OIIK" u "mepexonsmux". MToroas 3anuch JOMOJHAETCA JAHHBIMH O KOJIUYECTBE
AJIEKTPOHHBIX JIeJl COOTBETCTBYIOIIUX CPOKOB XPaHEHUS.

Jlaee STH CBeACHUS TIEPENalOTCI B OTIEN JEIONPOM3BOJACTBA (OOIMI OTACT) A
COCTaBJICHUS UTOTOBOM 3aITUCH K HOMEHKJIAType.

Caenenusi, copepxkaliuecs B UTOTOBOM 3allMCH HOMEHKJIATYphl, IEpPeJatoTcs pabOTHHUKY,
OTBETCTBEHHOMY 3a pa0OTy apxuBa, O 4YeM B HOMEHKJIAType HpPOCTaBIsETCS OTMETKAa C
yKa3aHHWEM JO0JHKHOCTH U MOAINKCH JIMLA, IEPEJaBIIero CBEEHUS.

3. CocraBienue onuceii e (onmucei 3JIeKTPOHHbBIX
AOKYMEHTOB) cyaa

3.1. Onuce gen (ONMUCh DIEKTPOHHBIX JOKYMEHTOB) - 3TO AapXUBHBIM CIPaBOYHUK,
MPEACTABISIIONIUNA ~ cOOOM  CHUCTEMaTU3UPOBAHHBIM  MEPEYeHb  3aroJIOBKOB  Jel |
NpeAHa3HAYEHHbI JUIsI  pPACKPBITUA COCTaBa W COAEp)KaHMUS Jell, 3aKpeIlUyieHUus HX
CHUCTEMaTH3aIluu BHYTPU JTOKYMEHTAIBHOTO ()OH/A U UX y4eTa.

Onuck pI(SA) | (OHI/ICB QJICKTPOHHBIX I[OKyMeHTOB) COCTaBJIACTCA Ha OCHOBC HOMCHKIJIATYPbI
JCII.

OOBEKTOM OINMUCAaHHS B OMUCH JeN (OMHUCH 3JCKTPOHHBIX JIOKYMEHTOB) SIBIISICTCS JEIIO
(9TIEKTPOHHOE JIEJIO).

3.2. Onucu nen, omucu el CyneOHBIX KOJUIETHUM, CyIeOHBIX COCTaBOB, IMOCTOSHHBIX
CyIeOHBIX NPUCYTCTBUH, CTPYKTYpHBIX MojpaszaeneHuil (mpuwioxkenus N 3, 4, 5, 6, 7, 8 k
HacTosie MHCTpyKIMKM) COCTaBISAIOTCS OTJAEIBHO Ha:

Irpa’kIaHCKUC JICJIa ITIOCTOSAHHOI'O XpAaHCHU,;
AAMUHUCTPATUBHBIC JIC€JIa TOCTOAHHOT'O XPaHCHHA
YTOJIOBHEIC J€jIa ITOCTOSAHHOI'O XPaHCHUSA

JAcja C Cy,Z[C6HBIMI/I AKTaMH, U3BATBIMHA U3 TPAKIAHCKUX OCT U MATCPUAJTIOB, pa3pCIaCMbIX
B HOPAAKE TPAXKIAHCKOTO CYAOIIPOU3BOACTBA, B CBA3HM C HUCTCUCHUCM CPOKa HX XpPaHCHUA,
MMOCTOAHHOI'O XpaHCHUA,

Acila ¢C CYI[66HBIMI/I dKTaMU, HU3BATLBIMU H3 AJIMHUHUCTPATUBHBIX NOCJI, MATCPUATIOB,
pasp€iIacMbIX B MOPAAKE AAMUHUCTPATUBHOI'O CyAOIIPOU3BOJACTBA, B CBA3H C UCTCUCHHUEM CPOKa
HX XPpaHCHUS, TIOCTOAHHOTO XpAHCHU,



Jena ¢ CcyneOHbIMU aKTaMM, WU3bATBIMH M3 YrOJIOBHBIX J€JI, MaTepuajoB cyaeOHOTo
KOHTpPOJISl, MaTepuajoB, pa3pellaeMblX B TOPSAKE WCIOIHEHHUS MPUTOBOpa, B CBSI3U C
MCTEYCHUEM CPOKA X XPAHEHUS, TOCTOSSHHOTO XPaHECHHUS;

nena o0UIero J1eI0MpPOr3BO/ICTBA IOCTOSTHHOTO XPaHEHUS;

IpaKJaHCKHE JieJia BpeMeHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHHS,
aJIMMHHUCTpaTUBHbIE JieJia BpeMeHHbIX (cBbilie 10 JeT) CPOKOB XpaHEHUs;
YTOJIOBHBIE JIej1a BpeMeHHBIX (cBbiiie 10 JeT) CpOKOB XpaHeHus;

nena ¢ cyAcOHBIMH aKTaMH, U3BATHIMH W3 JIe, MaTepualioB 00 aJIMHUHUCTPATUBHBIX
MIPABOHAPYIICHUSIX B CBSI3U C UCTEUEHHUEM CpOKa UMX XpaHeHMs, BpeMeHHbIX (cBbimie 10 er)
CPOKOB XpaHEHHUS;

nena o0UIero J1eI0Npor3BO/ICTBA BpeMEHHBIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHHUS,
JieNia o JMYHOMY COCTaBY;

Jierna co cpokoM xpanenus "Jlo nukBuaanuu cyna” (B ciaydae, IpeayCMOTPEHHOM MTYHKTOM
3.2.1 nacrosmeit Muctpykimm).

3.2.1. Jlena co cpokoMm xpaHeHus "Jlo nukBupauuu cypaa" B Cylnax, BBICTYNAIOIIUX
HNCTOYHHKaMH KOMIUICKTOBAHUA TIOCYAAPCTBCHHOI'O apXuWBa, BKIKOYAKOTCA B OTACIBHYIO OIIHMCH
JIe7; B CyAaxX, HE BBICTYNAMONIMX MCTOYHHKAMH KOMIUIEKTOBAHUS TOCYIApCTBEHHOTO apXHBa,
BKJIFOYAIOTCA B OIMUCH €I IIOCTOSAHHOI'O CPOKa XPAHCHUA.

3.2.2. AHajoru4HbI€ OMKUCH COCTABJIAIOTCS Ha 3JICKTPOHHBIE Jea.

3.3. Ha cyne6upie nena BpeMeHHBIX (70 10 JeT BKIIIOYUTEIHHO) CPOKOB XPAHEHHUS OMUCH
JIeTT BEOYTCSI B MPOM3BOJBHOM (hOpMe B DICKTPOHHOM BHJIE pPaOOTHUKOM, OTBETCTBEHHBIM 3a
BEJICHHE JICIONPON3BOJICTBA B CyJeOHOM KOJJIETHH, Cy[1e0HOM COCTaBe, IIOCTOSIHHOM CyA€OHOM
IPUCYTCTBUH, CTPYKTYPHOM IOJIpa3/Ie€JICHUN.

B cnyuae mepemaum Ha XpaHeHUE B apXuB cyAa Jed BpeMeHHbIX (10 10 jeT) cpokoB
XpaHeHus (B COOTBETCTBUU C MMYHKTOM 7.5 Hacrtosieit MHCTpYKIUM), ONMHUCH JIeT B AJIEKTPOHHOM
BUJIE BEAYTCs TaKKe Ha JApyrue jaena BpeMeHHbIX (10 10 nmeT) cpokoB xpaHeHHs (Aena oOIIero
JIETIOTIPOM3BOJICTBA: HAPSAIbI, KHUTH, )KYPHAJBI U T.1.).

[Ipn yHuuroxkeHun Takux nen B rpade "llpumedanue" omucu ned MPOCTABISETCS
COOTBETCTBYIOIIAsi OTMETKA CO CCBHUIKOM Ha aKT 00 YHUYTOXEHUU JIeJa.

3.4. Onucu pen cyneOHBIX KOJUIETHH, CyIEOHBIX COCTaBOB, IOCTOSIHHBIX CYJIEOHBIX
INPUCYTCTBUH, CTPYKTYPHBIX IMOJApa3JeeHUN CyJa COCTaBIISIIOTCS 10 YCTAHOBJIEHHOH (opme
(nmpunoxenus N 3, 4 k HacTosimeld MHCTpyKIMHU) B ABYX 9K3EMIULSIpaX U MPEACTABISIOTCS B
apxuB cy/la He [T03/IHEE YeM uepe3 HIECTh MECALIEB I0CIIE 3aBEPIIEHHS e B 1€JI0IPOU3BOJICTBE.

[lepenaya men MOCTOSHHOTO M BpeMeHHOro (cBbime 10 JieT) CpOKOB XpaHEHHS B apXHB
CyJZla OCYLIECTBIISIETCS MO OMHUCIM JIeNl CyJeOHBIX KOJIJIETHH, CyeOHBIX COCTABOB, IMOCTOSHHBIX
CyleOHBIX TPUCYTCTBUU, CTPYKTYPHBIX moapazfeneHuil (mpmwiokeHuss N 3, 4 K HacTOsIICH
WNHcTpyKuun).

3.5. IIpu cocTaBieHUH OMKCH JEN CyNeOHBIX KOJUIETHH, CyI€OHBIX COCTABOB, MMOCTOSHHBIX
CyIeOHBIX TPUCYTCTBUM, CTPYKTYPHBIX TMOJApa3JelieHuid Ccyaa COONIOAAIOTCS CIEAYIOUTHe
TpeOoBaHUS:



3aroJIOBKH AC€JI BHOCATCS B OITMCH ITOJTHOCTBIO,
KaXX10€ €10, TOM BHOCUTCA B OITHMCH IO CaMOCTOATCIIbHBIM IMOPSJAKOBBIM HOMCPOM;

rpadbl OMHMCH 3amOJHSIOTCS B COOTBETCTBHHM CO CBEICHHSIMH, KOTOPHIC BBIHECCHBI Ha
00JIOKKY J1ena;

rpada ommcu "llpumeuanue" wucmonb3yercs Ui OTMETOK O mpHeMme (meperade) aed,
0COOEHHOCTSX (PU3NYECKOTO COCTOSHUS, O HATMYMH KOTIHIA.

3.5.1. OCHOBHBIM >JIEMEHTOM OIIMCH A€ ABJIACTCA OIIMCATClIbHas CTaTbsid, B KOTOPYIO
BXOIAT: HOMCP ACJia IO MOPAAKY, MHACKC ACJIa 110 HOMCHKIIATYPC ICJI, 3ar0JIOBOK J¢CJ1a, KpaﬁHHe
JaThel A€j1a, KOJIMYECTBO JIMCTOB, IIPUMCUYaHU .

3.5.2. TlopsankoBblii HOMEp Jie€fla TMPUCBAMBAETCS IOCIE €ro BKJIIOYEHUS B ONUCh U
PacIoI0XKEHHS B OMKMCU B COOTBETCTBHH C MIPUHSITON CXEMOM crucTeMaTH3aIuu.

B cnyuae oOHapyxeHHUS HOBBIX J€Jl, HE BHECEHHBIX B OMNMCH Jie] CYACOHON KOJJIErHu,
CyneOHOro cocTaBa, IOCTOSIHHOTO Cy/I€OHOTO MPUCYTCTBHUS WJIM CTPYKTYPHOTO IMOJPA3/EICHUs
CyJla WM OMHCH JIeJl, TAKUE J€JIa BHOCATCS B YKa3aHHbIE OMUCH O] TUTEPHBIMUA HOMEPAMH.

Jlena, BHECEHHBIE B OIMUCH TIOJ] JINTEPHBIMU HOMEPAMH, BHOCSITCS B Hee C JI0OaBICHUEM K
HOMepy Jena OykB andasura (k mpumepy: 4, 5, 5a, 50, 6).

3.5.3. Unnekc nena nmpenHa3HayeH /sl MPOCTAHOBKM HOMEHKIATYPHBIX HOMepoB nei. [lo
pemienuto  cooTBeTcTByromelr OIIK  apxuBHOro yupexaeHus JdaHHas rpada MONKET
MCIIOJIb30BAThCS JIsl MHBIX OTMETOK.

3.5.4. 3aronoBok jAena CoAepKUT UH(POPMAIIMIO O BKIIOYEHHBIX B JIEJI0 BUAAaX JOKYMEHTOB
WJIM PeIIaeMbIX UMM BOIIPOCAX.

B rpade 3aronoBka Jena ¢ HOBOM CTPOKM MOXET ObITh IPHUBEJEHA JIONOJHUTENIbHAS
uHpopManus 00 0COOEHHOCTSX TOKYyMEHTOB, BKIIOUEHHBIX B JIEJIO.

Kasxip1it 3aroyioBOK MUIETCs TOJIHOCTHIO, cokpatienue "To sxe" He gomyckaeTcs.

[Tpu BKIIIOYEHUH JMYHBIX /i€ TUMOBas 4acTh 3arojioBka ("JlnuHoe neno paboTHUKA...") U
UHIMBUYyalIbHAs OTIENAIOTCS JIPYT OT JIpyra JIBOETOYHeM, IpoOenoM IMociae Hero u ad3aleMm.
Hanpuwmep:

N | Uugexc 3aroJ0BOK Jiena Kpaitaue nater | Komnuect | Ilpumeua
/1 neiaa BO JINCTOB HUS
1 2 3 4 5) 6
1. JInunoe neno paboTHUKA 01 uronst 2015 - 05 o4

MOCKOBCKOT0 00J1aCTHOTO nexabps 2015
cyaa, yBosieHHoro B 2015 rony:
NBanos MBan MIBaHOBHY
2. JInuHoe 1e10 paboTHUKA 03 aBrycra 2015 - 76
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cyna, yBosieHHoro B 2015 rony:
MartseeB Matseit MaTBeeBu4




AHaJIOTUYHBIM 00pa3oM O(GOPMIISIOTCS W WHBIE 3aroJIOBKH JIe]l, UMEIOIIUE TUIOBYIO U
MIEPEMEHHBIE YaCTU 3ar0JI0BKOB.

[Tpu BHECEHHH B OMMKCH 3ar0JIOBKOB CYIEOHBIX JIEIT CIEIYeT YKa3bIBaTh B 3ar0JIOBKE HOMEP
nena (YU/I), Homep mpou3BOACTBA 11O JICTTy.

3.5.5. I'pada "Kpaiinue matel" comepXHT KpallHHWE AaThl (HAYAJIBHYI0 W KOHEYHYIO)
JIOKYMEHTOB JIeJIa WIN COOBITHI, KOTOPBIE OCBEIIAIOTCS STUMH JOKYMEHTAMH.

KpaiiHue 1aTel B ONMCH MOTYT OBITH MPEJICTABICHBI CIEAYIOIIUM 00pazoM:
HMMEIOTCSl HavalibHasi 1 koHeuHast natel: 08 siuBaps 2025 - 07 asrycra 2025;
HayajbHas U KOHEYHas JaThl coBnanaroT: 15 suBapsa 2025;

B OJIHOHM M3 JaT OTCYTCTBYET YHCIIO W/WiK MecsIl: sHBapb 2025 - 03 mapta 2025, 01 anpens
2025 - 2026;

HayaJibHas WM KOHEYHas JaTa OMpeaesIeTCs 10 KOCBEHHbIM JTaHHBIM: [2025];
KpaifHHe J1aThl yCTAHOBUTH HE yIaloch: [0/1).
Coxkpaiats gatsl (k mpumepy, 15 - 23 mapra 2025, mapt - anpenb 2025) He 10MyCKaeTcs.

K duciam Mecsiiia oT mepBOro 10 JAEBATOro jJo0aBisieTcss BHepeau crosimuid Hoib (03
mapta, 06 ceHtsiOps); cimoBo "ron" (cokpamenus "r.", "rr.") He UCTIOIB3YETCS.

3.5.6. B onucsax ACJI BPEMCHHBIX CPOKOB XpaHCHUA CPOK XPAHCHUSA [CJIa YKa3bIBACTCA B
COOTBETCTBHHU C ﬂCﬁCTByIOIHHM Ha MOMCHT COCTaBJICHUS OIIMCHU HepequM JOKYMCHTOB.

3.5.7. B rpajde "KonuuecTBo n1uCTOB" BHOCUTCS KOJIMYECTBO MPOHYMEPOBAHHBIX JIHUCTOB B
neine (0e3 KOJIMYecTBa JUCTOB BHyTpeHHel onuck). KonnuecTBo IMCTOB B OMKUCATEIbHON CTaThe
JIOJIKHO COBMAJIaTh C KOJMYECTBOM JINCTOB, YKa3aHHBIX B JIUCTE-3aBEPUTEIIE JIENA.

3.6. Ilepen BHeceHHEM 3aroJIOBKOB JIeNl B OMMCHU J€d CYAEOHBIX KOJUIETHH, CyaeOHBIX
COCTaBOB, TIOCTOSIHHBIX CYAE€OHBIX MPUCYTCTBHM, CTPYKTYpHBIX MOJpa3felieHudl cyzaa
paOOTHUKaMH, OTBETCTBEHHBIMHM 3a BEICHHE JIEIONPOM3BOJCTBA, IPOBEPSIOTCS KauecTBO
dopMupoBaHus U OQOPMIIECHHUS JAEN, COOTBETCTBHE KOJWYECTBA JI€J, BHOCHMBIX B OIIUCH,
KOJIMYECTBY 3aBEJCHHBIX JI€]1 10 HOMEHKJIAType JEl.

HpI/I IMpoCMOTPE ACIT MPOBCPAIOTCA: COOTBETCTBUC 3arojioBKa nacjia COACPKaHHUIO
JOKYMCHTOB B JCJIC; MPAaBUJIbHOCTb O(l)OpMJ'IeHI/IH U I'PpYHIIUPOBKU NOKYMCHTOB, BKIIFOYCHHBIX B
ACJI0; Ka4C€CTBO INOJAMIMBKH MWW HCPCIICTAa J€jIa;, MNPaBUJIBHOCTb HYMCpalWH JIMCTOB 1CJIa,
HaJIM4uc B OCJIC BHYTpeHHeﬁ OIMUCHU JcjIa U NPaBHUIIBHOCTL €€ COCTaBJICHHA; IPABUIIBHOCTb
Oq)OpMJ'ICHI/IH 00JI0KKH Acjia; HAJIMIUEC U NPaBUJIIBHOCTD JIMCTA-3aBCPUTECIIA.

[Ipu oOHapykeHMM HapyUIeHHs YCTAaHOBJEHHBIX MpaBW (OPMHUPOBAHUS M OPOPMIICHHS
Jel  OHM JIOJDKHBI OBITh  YCTpaHEHbl pPAaOOTHUKAMH, OTBETCTBEHHBIMH 32 BEJCHHE
JIeJIONIPOU3BOICTBA.

3.7. B cnywyae oOHapyXeHHsI OTCYTCTBHS [€JI, 3aBEJACHHBIX B COOTBETCTBHH C
HOMEHKJIATypoil Jiesl, paOOTHUKOM, OTBETCTBEHHBIM 3a BEJICHUE JIETONPOU3BOICTBA B CYAeOHOI
KOJIJIETUH, CYJeOHOM COCTaBe, IOCTOSHHOM CyJIeOHOM TPUCYTCTBUM WJIH CTPYKTYPHOM
MOJIpa3/ielIeHuu Cy/a, IPUHUMAIOTCS. MEPBI 1O UX po3bIcKy. OOHAapyKEHHBIE Jefia BKIOYAtOTCs
B OIHCH JEII.



Ecnu npuHsTBIE MEphI HE NaJId Pe3yJIbTaTOB, TO HA HEOOHAPY)KEHHBIC JIeia COCTABIISICTCS
aKT 00 yTpare JTOKYMEHTOB B IPOHM3BOJBHONM (OpME, KOTOPBIN MOAMKCHIBACTCS HAYATHLHUKOM
OTJIeNa JAENOMPON3BOACTBA (00IIEro OT/eNa) U mpeIceaaTeneM Cyae0HOM KOUIernu, CyaeOHOTo
COCTaBa, YIOJHOMOYCHHBIM JIMIIOM IIOCTOSHHOTO CYAEOHOrO MPHUCYTCTBUS, HAYaJIbHUKOM
CTPYKTYpPHOTO ToOzpa3zieneHust cyaa. [lamee akt 00 yrpare IOKYMEHTOB YTBEP)KAAeTCs
npejceaTeNeM Cyla M IepeaaeTcsi BMECTe C OMHChIO Je CyAeOHOH KOJUIerHH, CyaeOHOro
COCTaBa, ITOCTOSHHOTO CYAEOHOrO TPHCYTCTBHS, CTPYKTYPHOTO MOJpAa3JCiCHUsl Cyaa
pabOTHHKY, OTBETCTBEHHOMY 32 pabOTy apXuBa Cy/a.

3.8. Onucu fien, OnucH 3IEKTPOHHBIX JOKYMEHTOB (TOAO0BBIE pa3Jiesibl OMUCEN JIeJ, OMHUCEH
9JICKTPOHHBIX JIOKYMEHTOB) (mpuioxkenus N 5, 6, 7, 8 k Hacrosmed WHCTpyKIum)
COCTaBIISIIOTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a PabOTy apXuBa CyAa, HAa OCHOBAHHH OIHUCEH
JIeJT, OITUCEH JIEKTPOHHBIX JOKYMEHTOB CYACOHBIX KOJUIETHIA, CyIeOHBIX COCTABOB, MOCTOSHHBIX
CyJIeOHBIX MPUCYTCTBUN U CTPYKTYPHBIX MOIPA3ACICHHUN Cy/a.

3.9. IlepBomy rogoBOMY pa3ieny ONUCH Jel NPHUCBAUBAECTCS HOMEpP OMHUCH IO JHCTY
¢doHIa, Bce MOCIEIYIONUE TOAOBBIE Pa3esibl YUCIATCS 33 JTaHHBIM HOMEPOM JI0 3aBEpIICHUS
OTIHCH.

He AOIYCKACTCA IMPHUCBOCHUC ONHCAM ACJI OJMHAKOBBIX YYCTHBIX HOMCEPOB B IIPCACIaX
0JIHOTO (pOH[IA.

3.10. 3akoHYeHHAas OMKCH JeNl Ha OyMa)KHOM HOCHTENE JTOJKHA BKIIOYaTh He Gonee 9999
€JIMHUI] XPaHECHHUSI.

[Tpu 1OCTMKEHUU MAaKCUMAJIBHOTO KOJMYECTBA CTATCH MIIM MPUOJIMIKCHUU K 3TOMY YHCITY,
KOTJIa KOJHMYECTBO JieN B CICAYIOIIEM TOJOBOM pa3/ieiec MOXKET MPEBBICHTh JaHHOC
OTPaHUYCHUE, OMKCh 3aKPHIBACTCS W HAYMHACTCS HOBAs OMKCh CO CIEAYIOIIMM CBOOOIHBIM
HOMEPOM.

Taxoke onuce aea 3aKpbIBaeTcs, €CIM HOBbIE Je€jla B Hee MOCTynaTh OoJiblie He OyayT
(HampuMep B CBSI3U C YIPa3THEHUEM CYAA).

3aKoHYEHHAs OIHCh ACJT BMECTC C TUTYJbHBIM JIUCTOM U CIPABOYHBIM allliapaToM K HeH
3aKJIIF0YacTCs B TBEPAYHO 06J'IO)KKy, HYMCPYCTCA U NOAIINBACTCA UIIU IMIEPCTIIICTACTCA.

Ka)K)IaH 3aKOHYCHHas OIIMCh €I, K&)KI[LIﬁ TOM OIIKCHU A€JI JOJDKHbBI HMMCETh JIUCT-
3aBCPUTCIIb.

3.11. Eciu onuch A€ COCTOUT W3 HECKOJBKUX TOJOBBIX pa3/ielioB, TOMOB, HUTOTOBas
3alUCh COCTABJISETCS K KaXJIOMY TOJIOBOMY pazzeny, ToMmy. K KaxaoMmy mocienyromeMy
roJIOBOMY pa3jiesly, TOMY B HapacTaroUIeM MOPSJIKE COCTABIIAECTCS CBOHASI UTOTOBAs 3aMKCh.

[Tpu 3akpeITHE ONUCH OPOPMIISICTCS €AWHAS UTOTOBAs 3alHCh, B KOTOPOW yKa3bIBAIOTCS
(mdpaMu ¥ Mponuck0) 000OIIAIOIIE CBEJCHHUS MO BCEM TOJIOBBIM pa3zeliaM, BOIISAIINM B
JTAHHYIO OTHUCH.

Hanpumep: I1epBslii rogoBoi pa3aen: B JaHHyto onuch BHeceHo 130 nenc N 1 o N 130, B
TOM YHCJIe: JUTEPHbIE HOMEpa - HET, NpoIryeHHbe Homepa - N 113.

Bropoii ronosoit pasnen: B nanHyro onuchk BHeceHO 100 men ¢ N 131 mo N 230, B Tom
quciie: JINTEPHbIE HOMepa - 138a, mpoIyIeHHbIX HOMEPOB - HET.

3aKITIOUNTEIBHBIN TOAOBOW pasiesl, ONMUCh 3aKPhIBAETCS: B JaHHYIO Onmuch BHeceHO 500
nen c N 1 mo N 500, B Tom ymcie: nuTepHble HoMepa - 138a, mponymennsie Homepa - N 113.



JImst Kaxaoro TOJOBOTO pasfeia ONUCH el HEOOXOIWMO YKa3bIBaTh TOJl OIMKCH, 3a
KOTOPBIN MIPEACTABICHBI JOKYMCHTHI.

FOZ[OBHC pasaciibl, €CJIIM OHU HE ABJIAKOTCA 3aKOHUYCHHOM OIIMCBhIO, HC ITIOAIINBAKOTCA U HC
NEPCILICTAIOTCA.

3.12. B cnpaBouHbIil anmapaT K OIMCH J€Jl BXOJAT: TUTYJbHBIM JIUCT; IEpEeyYeHb
HepeuMEeHOBaHUM cyJa (ecau MHQOpManus O NMEepeHMEHOBAHUU HE COAEPIKUTCS B TUTYIBHOM
JUCTE OIHCH), COJEp)KaHHE (OIJaBJICHME); MPEIUCIOBUE; CIIMCOK COKPAIIEHMH; yKa3aTeln K
onucH (MpeIMeTHBIN, HMEHHOM, reorpaduuecKon).

3.13. Ha TuTynbHOM JMCTE€ ONMCH J€JI yKa3bIBAIOTCSA: IIOJHOE HAaWMEHOBAHHE
rOCyJapCTBEHHOTO apXuBa (€CIM CyJ BBICTYMAET €ro MCTOYHMKOM KOMIUIEKTOBAHUSA); MOJHOE
HaVMEHOBAaHME Cy/a; HOMEp apXWMBHOTO (OHAA; HOMEp M Ha3BaHHE OINMCH; KpaiHUE aThl
BHCCCHHBIX B OIIMCh CAWHUIL XPAaHCHU.

HanmenoBanmne Cyaa yKa3bIBaC€TCs I10 IMOCICAHEMY I'OAY BKIIOYCHUA JOKYMCHTOB B OIIMCH
JCII.

3.14. B npenucinoBuu K ONUCHU JI€7 YKa3bIBAlOTCA CBEACHUS B XPOHOJIOTMYECKUX PAMKAX
KpallHUX /1aT €MHUL] XpaHEHUs, BKJIIFOUEHHBIX B OMKCh: 00 U3MEHEHUSIX B HAUMEHOBAHUHU CYa;
0 CTpyKType cyna; o0 ocoOeHHOCTsX odopmieHuss U (HOPMUPOBAHMS [EN, OMHUCAHUS U
CHCTEMAaTH3alll{ 3ar0JOBKOB JEJ; O COJACPKAHUU W TOJTHOTE JIEN; O HAJMYUU U OCOOCHHOCTSIX
WH(MOPMALIMOHHBIX CUCTeM, 0a3 JaHHBIX, HCHOJb3YEMBIX Uil PabOTBl C 3IEKTPOHHBIMHU
JOKYMEHTaMH, PETUCTPAIIIOHHO-YYETHBIMH (DOpMaMH JIeNl U IOKyMEHTOB U 00pa3aMu (CKaHaMH )
Jiel U IOKYMEHTOB.

3.15. BHeceHne U3MEHEHUI B TOJOBBIE pa3JieNbl ONUCH Jied nociie ux yreepxaeHus JI1K
apXUBHOT'O YUPEXKJIEHUS WM TOCYJapCTBEHHOI'O apXuBa JOIYCKAaeTCsl TOJILKO Ha OCHOBAaHUU
COOTBETCTBYIOLIMX pelleHuil skcnepTHON komuccuu cyna u OIIK apxuBHOro yupexaeHus
(rocyaapcTBEHHOTO apXHBa).

3.16. Onucu nen (roJoBble pa3zaesbl ONKCceil) MOCTOSTHHOIO XPaHEHUs!, BPEMEHHBIX (CBBIIIE
10 ner) cpoKOB XpaHEHMsI, ONUCEH e MO JIMYHOMY COCTaBY COIJIACOBBIBAIOTCSI C AKCIEPTHOMN
KOMHUCCHEN Cylna, IIOCIE 4YEero €clId CyJ BBICTYaeT HCTOYHUKOM KOMIUIEKTOBAHUS
rOCy/IapCTBEHHOI'O0 apxXuBa, JUOO Ha OCHOBAHMWU JIOTOBOPA C apXMUBHBIM YUpEXKJICHUEM,
IIPEJICTABIISIFOTCS HAa YTBEP)KAEHUE cooTBeTcTBYIoNeH DIIK apXuBHOTO yupexaeHus.

Onucwu aen (rogosble pa3zaensl onuceit) Hanpasistores Ha DIIK apxuBHOro yupexaeHus B
YeThIpeX 3K3eMIUIIpax Ha OyMa)KHOM HOCUTENIE U OJAHOM HK3EMIUIIpE B JIEKTPOHHOM BHJE B
penaktupyemMoM (Qopmare He IO3[JHee 4YeM uepe3 3 Toja Iocie 3aBeplIeHus JAel B
JEJIONIPOU3BOJCTBE.

[lepen HampaBieHueM OMHUCEH JIeT HAa YTBEPXKICHHUE TMPOBEPSICTCS HalW4yue e,
BKJIFOYEHHBIX B 3TH OIHCH.

3.17. Tlocne yTtBepkneHus omwmceld aen (romoBbiX pazaenoB omuceit) DIIK apxuBHOTO
YUPEXKJIEHUSI OHU YTBEPKAAIOTCS MpeicesaTesieM Cyaa.

4. JKCcHepTH3a HEHHOCTH JOKYMEHTOB. 3a1a4i U (PYHKIHH
JIKCIIEPTHON KOMHMCCHH CyAa

4.1. 3KCHCpTI/I3a IOEHHOCTH NOKYMCHTOB ():Lanee - OKCIICPTHU3a I_ICHHOCTI/I) - JCATCIIbHOCTD
MO0 YCTAHOBJICHUIO CPOKOB XpaHCHHUA JOKYMCHTOB, 0T60py HUX IJId apXUBHOT'O XPAaHCHUSA HIIN



VHUUYTOXKEHUS, BBISIBICHHIO OCO0O IIEHHBIX W YHUKAIbHBIX JOKYMEHTOB Ha OCHOBAaHUU
TpeOOBaHUIT HOPMATUBHBIX MPABOBBIX AKTOB U KPUTEPUEB IKCIIEPTHU3BI LIEHHOCTU JOKYMEHTOB.

[Ipenmerom sKcnepTHU3bl LIEHHOCTH SIBISIETCSl ONPEIEIIEHUE COOTBETCTBUS JOKYMEHTA U
(M) JOKYMEHTOB KPUTEpUSM €ro (MX) LEHHOCTH B LIEJSIX ONpPENENIEeHUsl CpOKa XPAaHEHUs U
orbopa JOKyMEHTa W (WIM) JOKYMEHTOB JUIi BKIIOYEHHS B COCTaB ApXHMBHOTO (oHzaa
Poccuiickoit ®denepauun WM BBIAEICHHUS K YHHYTOXKEHHUIO IO HUCTEUEHHM YCTaHOBIJIEHHOI'O
CPOKa XpaHEHHUs.

9KCH€pTI/ISa HCHHOCTHU MMPOBOAUTCA HAa OCHOBAHUHN IPUHIUIIOB UCTOPHU3MaA, CUCTCMHOCTH U
HOCJIOCTHOCTH IIYTCM KOMIUIICKCHOI'O MPUMCHCHUS CIICAYIOINX KPUTCPHUCB!

MPOUCXOXKACHUSL (3HAYMMOCTh BBINOJHAEMBIX CyIOM (YHKIMA, BpeMsS M MECTO
00pa3zoBaHMs JOKYMEHTA);

coZiepKaHusl (3HAUCHHE HMEIOMICHCS B JOKyMEHTE HH(OpMaIuy, MOBTOPEHUE OSTOU
uH(pOpMallUU B APYTUX TOKYMEHTaX, MOAJIUHHOCTh JOKYMEHTA);

BHEIIHUX OCOOCHHOCTEH JOKYMEHTOB (BH[ JOKYMEHTa, popMa (PUKCHPOBAHUS U TIepeaadn
CoOJIepKaHusl, IOpUINYEcKas JOCTOBEPHOCTD (HaIM4ue MOAMKUCEH, aT, TeuaTeil) JOKyMeHTa, ero
(¢u3nYeCcKOe COCTOSIHUE), @ TAK)KE MPUTOAHOCTH JJIs1 UCIIOJIb30BaHUSI (BOCIIPOM3BOIUMOCTHU (IIPU
9KCIIEPTH3E LIECHHOCTH JIEKTPOHHBIX U ayIHOBU3YAIbHBIX TOKYMEHTOB).

4.2. DkcniepTHU3a LIEHHOCTH IOKYMEHTOB CyJ1a IIPOBOIUTCS:
IIPU COCTaBJIIEHMHM HOMEHKJIATYpPHI JIeJ1, B IIporiecce (JOpMUPOBAHUS A€,
IIPU TTIOATOTOBKE JIeJI, SJIEKTPOHHBIX JIEJT K Tepe/iaye B apXuB Cy/a;

IIpY MOATOTOBKE K IepeAade Jejl, NIEKTPOHHBIX JeJI Ha XPaHEHHE B IOCYAapCTBEHHBIN
apXWB;

TIPH BBIJICNIEHUU K YHUUYTOXKEHUIO eI, SJIEKTPOHHBIX JIeT, HE MOANEKAIUX XPaHEHHUIO.
4.3. 3amauaMu SKCTIEPTU3BI LICHHOCTH SIBJISTFOTCSI:
oTpesieNieHuE CPOKOB XPAaHEHUS JOKYMEHTOB MPHU pa3paboTKe HOMEHKIIATYPHI JeT;

0TOOp JOKYMEHTOB JUIs BKJIIOUEHHUS B cocTaB ApxuBHoro ¢onga Poccuiickoit @enepanuu
<1> (manee - A® P®), a Taxxe /Ui epeiadu B apXUB;

<1> Hoxymentsl ApxuBHoro ¢onaa Poccuiickoii ®@enepanuu - apXuUBHbIE JOKYMEHTHI,
MPOIIEIINE dKCIEPTU3Y LEHHOCTU JOKYMEHTOB, ITOCTaBJICHHBIE HA TOCYAAPCTBEHHBIA y4eT U
MOJIEXKALIUE TIOCTOSHHOMY XPaHEHUIO.

BBIABJICHUC NOKYMCHTOB C HCTCKIIMMH CPOKAMH XpaHCHUSA JIA BKIIFOUYCHUSA WX B aKT O
BBIZICIICHMU K YHUYTOXXCHHUIO JOKYMCHTOB, HE IMMOAJICKAIINUX XPAHCHUIO.

4.4. DxcnepTusze IIEHHOCTH TMOAJNEKAT BCE JOKYMEHTHI CyJa HE3aBHUCHMO OT BHJIOB
HOCHUTEJIEW U CTOCOOOB 3aIIHCH.

Pemenne o BkiatoueHHH 10KyMeHTOB B coctaB AD P® mpunumaercsa OIIK apxuBHOTrO
YUPEKICHUS.



4.5. Cpoku XpaHEHUs JOKYMEHTOB TP TMPOBEIACHUU HX DKCIEPTU3bl LEHHOCTH
YCTAQHaBJIMBAIOTCS B COOTBETCTBMU C (peliepalbHbIMM 3aKOHAMM W HMHBIMM HOPMAaTHBHBIMU
npaBoBbIMU akTaMu Poccuiickoil denepanuu, NepeyHsIMHU THUIIOBBIX APXUBHBIX JTOKYMEHTOB C
YKa3aHHEM CPOKOB UX XpaHeHus u Ilepeunem 10KyMEHTOB.

4.6. B mensx opraHu3anuy ¥ NPOBEIECHUS METOAMYECKONW M TMPAKTHUECKOW paboThI 1O
9KCHEPTU3€ IIEHHOCTH JOKYMEHTOB, 00pa30BaBIIMXCA B JEITEIbHOCTH Cyla, CO3JaeTcs
JKCIIEpTHAss KOMHUCCUs CyJa, KOTOpas sBJISIETCS COBELIATEIbHBIM OPraHOM M JIEUCTBYET Ha
IIOCTOSIHHOW OCHOBE.

DKcnepTHas KOMHUCCUSL CyAa CO3JAaeTcs NPUKA30M Ipelceaarens cyAa U JEHCTBYET Ha
OCHOBAHUHU TOJIOKEHUS, Pa3pabOTaHHOTO HAa OCHOBE NPUMEPHOIO MOJO0XKEHUS 00 HKCHEpTHOM
KOMHCCUU  OpraHW3alid, YTBEPXKIECHHOW  YIOJHOMOUYEHHBIM  (elepalbHbIM  OpraHOM
UCIIOJIHUTENILHOW BIAacTH B c(hepe apXUBHOIO JejIa U AEJI0IPOU3BOICTBA.

CYI[BI, BBICTYINAONIUEC HCTOYHHUKOM  KOMIUICKTOBAHUA TOCYAAapCTBCHHOI'O apxuBa,
COIIACOBBIBAIOT IIOJIOKEHHE 00 SKCHEepTHOM KomuccuM cyaa c cooTBercrByromen OIIK
ApPXUBHOT'O YUPEXKICHHUS.

4.7. B cocTaB 3KCIEpTHON KOMHCCHH CyJa, Ha3HAYaeMbId MPUKA30M IMpeceaaTesis Cya,
BXOJIST: TpEJceaaTe)lb KOMUCCHH (OJIMH W3 3aMECTHTENeH MpelcenaTelis cyaa Wind cynbs (B
Ccly4ae OTCYTCTBHSI 3aMECTUTENsl Tpejcenarens cyaa), cekperapb (paOOTHUK cyna,
OTBETCTBEHHBII 3a paboTy apxuBa), pabOTHUKU OTIENa JEJIONPOU3BOJCTBA (00IIero ornena),
CyIeOHBIX KOJUICTHH, CyleOHBIX COCTaBOB, IMOCTOSTHHOTO CYICOHOTO TPUCYTCTBHS U JPYTUX
CTPYKTYPHBIX TOpa3ICICHHH Cy/a.

Takke B cocTaB 3KCH€pTHOI>i KOMHCCHUH CyJa MOXKET OBITH BKJIFOYEH npeacCTaBUTECIIb
rOCYJapCTBEHHOTO apXHBa M/WIU yIIOJIHOMOYEHHOTO OpraHa MCIOJHUTEIbHON BJIaCTH CyObeKTa
Poccwuiickoit @eneparuu B chepe apXUBHOTO Jielia (110 COTJIACOBAHMIO).

4.8. DKcnepTHas KOMHUCCHUS Cy/la OCYILECTBIISIET clenyromue pyHKIUU:
4.8.1. Opranu3syer exeroHblii 0TOOp /1€ /Ui XpaHEHUsI U YHUUTOXKEHUSI.
4.8.2. PaccmaTpuBaeT U MPUHUMAET PEIIEHNE O COTJIACOBAHUH:

IIPOCKTOB OIIMCEN AEeI IOCTOSHHOIO U BPEMCHHBIX (CBLIH_Ie 10 J'ICT) CPOKOB XpaHCHUA,
OITMCEH JIelT o JIMYHOMY COCTaBY;,

IMPOCKTOB HOMCHKJIATYP ACJI;
IMPOCKTOB aKTOB O BBIACIICHUU K YHUYUTOXKCHUIO ACJI, HC MMOMJICKAIUX XPAHCHULO,

IIPOEKTOB AKTOB O HEOOHApYy)KEHMHM apXUBHBIX JOKYMEHTOB, IYTH PO3BICKA KOTOPBIX
UCYEpIaHbl;

IMPOCKTOB aKTOB O HCUCIIPABUMBIX IMOBPCKACHUAX aPXUBHBIX TOKYMCHTOB;

MIPOCKTOB JIOKATHHBIX HOPMATHBHBIX aKTOB M METOJAMYECKHX JIOKYMEHTOB CyJa IO
JEIONPOU3BOJICTBY U apXUBHOMY JETy.

4.8.3. ToroBUT TmpemIOKeHUss OO0 YCTaHOBJICHHWU (M3MEHEHUHM) CpPOKOB XpaHEHUS
JOKYMEHTOB M BHECEHHH COOTBETCTBYIOIIMX W3MEHeHHWid B IlepeueHb JOKYMEHTOB, C
JaNbHEHIIUM UX IpeAcTaBiIeHneM Ha paccMoTpenne CyneOHoro aenapramenTa npu BepxoBHoM
Cyne Poccuiickoit Deaepanmm.



4.8.4. CoBMECTHO C apXMBOM CyJa, OTIEJIOM JACIIONPOU3BOACTBA (OOHMIUM OTAEIOM) H
KaJIpOBOM CITY)KOOM opraHu3yeT Jjisi paOOTHUKOB CyJa KOHCYJIbTAIlMUA IO BOMpPOcaM pabOThI C
JOKYMCHTAaMH, OKa3blBaACT UM MCTOJUYCCKYIO ITOMOIIb, YHaCTBYCT B IMOATOTOBKC U IMPOBCACHUHN
MEPOTPHUATHIA TIO TTOBBIIICHUIO HX KBATA(DUKALINH.

4.8.5. BeimonHser uHble (YHKIUU, YCTAHOBJICHHBIE 3aKOHOAATEIHCTBOM Poccuiickoit
@enepanyi B cepe apXUBHOTO Jejia U JCNONPOU3BOACTBA U TOJOXKEHUEM 00 SKCIEPTHOMN
KOMHCCHH CYZa.

4.9. 3acenaHus SKCIEPTHON KOMHCCHUU CyJa MPOBOJATCSA MO Mepe He0OXOIUMOCTH, HO HE
MEHee JABYX pa3 B ToJl, 0POPMIISIFOTCS] TPOTOKOJIOM, KOTOPBIN MOAMUCHIBACTCS TPECeaaTeIeM U
CeKpeTapeM KOMHUCCHUH.

3acemaHue KCIEPTHOM KOMUCCUU CYyJ1a U MIPUHATHIC PEIICHUS CYUTAIOTCS IPABOMOYHBIMH,
€CIIM Ha 3ace/laHuM MPUCYTCTBYET O0Jiee MOJIOBUHBI €€ COCTaBa; PELICHHS 110 KaXXI0MY BOIIPOCY
(IOKyMEHTY) MPUHUMAIOTCS OOJIBIIMHCTBOM T00cOoB. CHOpHBIE BOMPOCHI MPHU Ppa3/ieiICHUH
roJI0COB IIOPOBHY Pa3pelalOTCs IPEICEAATENEM IKCIEPTHOM KOMUCCUU CyAa.

4.10. Begnenue Oenonpou3BOACTBA OKCIEPTHOM KOMHUCCHUM CyJa, XpaHEHHE U
UCIIOJIb30BAaHNUE €€ JIOKYMEHTOB, OTBETCTBEHHOCTb 3a MX COXPAaHHOCTb, & TakKK€ KOHTpPOJIb
VCIIOJIHEHUS IPUHATBIX JKCIEPTHOM KOMHUCCHEW CyZAa PEIICHHH BO3JIAraloTCs Ha CeKperaps
JKCIIEPTHON KOMHUCCHUU CYJ1a.

4.11. Ilo pe3ynpTaTaM B3KCIEPTU3bl IIEHHOCTH JOKYMEHTOB B CYyIEOHBIX KOJUIETHSX,
CyIeOHBIX COCTaBaX, MOCTOSHHBIX CYACOHBIX MPHUCYTCTBHUAX, CTPYKTYPHBIX MOAPA3ICICHHUIX
CyZla COCTaBIISAIOTC:

HOMEHKJIATYpPHI €T CYIeOHBIX KOJUICTHH, CyIeOHBIX COCTaBOB, IMOCTOSHHBIX CYAEOHBIX
IIPUCYTCTBUH, CTPYKTYPHBIX IIOJIpa3JIECICHUN Cy1a;

ONUCH JIeJ, ONMCU DIIEKTPOHHBIX [Jell CYJAeOHBIX KOJUIETHH, CyIeOHBIX COCTaBOB,
MOCTOSIHHBIX CYJI€OHBIX NPUCYTCTBHM, CTPYKTYPHBIX IOJpa3elieHud Ccyja: IOCTOSHHOTO,
BpeMEHHBIX (cBbIe 10 JIeT) CPOKOB XpaHEHMS], 110 INYHOMY COCTABY;

NpeAJIOKCHUA K aKTy O BBIICJICHHHM K YHHUUYTOXCHUIO JOKYMCHTOB, HC IIOIJIC)KAIIUX
XPAaHCHUIO.

5. O¢opmiieHHe 1e/1 M HHBIX JOKYMEHTOB K XPaHEHHUIO B apXHBe Cy/Aa

5.1. 3akoHUYEHHbIE MAEJIONPOM3BOJICTBOM Jiella MOCTOSHHOTO (B TOM YHCIE CO CPOKOM
XpaHeHus "J0 JUKBHIAUMU cyna") U BpeMeHHbIX (cBbime 10 JieT) CpOKOB XpaHEHHs, B TOM
YHCJIe 10 JMYHOMY COCTaBY, MOATOTABIMBAOTCS K IIEpejadye B apXUB Cy/la U MOJJIEKAT IIOJTHOMY
0(hOPMIICHHUIO U OTIMUCAHUIO (BKIIOUEHHUIO B OMUCH JIEN).

Odopmiienne u omnucaHue Jell A0 NEpeAadyd B apXHUB OCYIIECTBISIETCS PaOOTHUKAMH,
OTBETCTBEHHBIMU 3a BEJCHHE JEJIONPOU3BOJCTBA B CYIEOHOM KOJUIETHH, CyAeOHOM COCTaBe,
MOCTOSIHHOM Cy/1€0HOM MPUCYTCTBUU WJIM CTPYKTYPHOM NOJpa3AeI€HUH CyAa, B COOTBETCTBUU C
tpeboBanusmMu IlpaBun N 77, MHCTpYKUIUHU TO CyneOHOMY JEJIONMPOM3BOJCTBY M HACTOSIIEH
HNHcTpyKum.

5.2. IIpu popmupoBaHuu e HEOOXOAMMO COOTIOAATE CIEIYIOIINE TPEOOBAHUS:
JIOKYMEHTBI TIOCTOSTHHOTO ¥ BPEMEHHOTO XPaHEHHUS TPYIIUPYIOTCS B OT/ACIIbHBIC JIEIIa;

B JCJIO BKIIOYAIOTCA OJOKYMCHTBI, KOTOPBIC IO CBOEMY COACPKAHHUIO COOTBETCTBYIOT
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3aroJIOBKY Jelia, MPeayCMOTPEHHOMY HOMEHKJIATypoil. 3arojioBOK Jejla YTOUYHSETCS B
COOTBETCTBUU C (PAKTUUECKUM COCTABOM U COJEP>KaHUEM IOKYMEHTOB;

B JICJIO BKJIKOYACTCA OAWH SK3CMILIAP KAXKIO0I0 JOKYMCHTA,

B JleNla TPYNIUPYIOTCS JOKYMEHTBI OJHOTO KAJCHAAPHOTO Toja (MCKIIOYCHUE:
"mepexonsnue" aena; cyaeOHbIe /1ena; TUYHbBIE JIeNa, KOTOpble (OPMUPYIOTCS B TCUCHUE BCETO
nepuoia paboThl);

IMPUIIOKCHUSA, JIMCTbBl O3HAKOMJICHUA, COINIACOBAHWA HW PE30JIIOIMU K JOKYMCHTaM
SIBIISIFOTCS. X HEOTHEMJIEMOM YacThIO 1 BKIIOYAIOTCS B ACJI0 BMECTC C JOKYMCHTAMU, K KOTOPBIM
OHH OTHOCATCA,

IIPUKa3bl (PACIOPSKEHUS) IPYNIUPYIOTCS B 1€J1a B COOTBETCTBUU C YCTAaHOBJIEHHBIMU IS
HUX CPOKAMH XpaHEHUs;

TUYHBIE Aena (GOPMHUPYIOTCS OTAEIBHO HAa Ka)XJ0ro paboTHUKA, JOKYMEHTHI B JIMYHBIX
JIeJIax pacroiaratoTcsi B XpOHOJIOTHYECKOM MOPSIIKE 110 Mepe MOCTYIIICHUS;

JUIIEBBIE CYeTa 1O OIulaTe Tpyda pabOTHHUKOB TPYNIHPYIOTCS B OTACIbHBIC J€la U
pacrnojiaratotTcs B HUX 1o aji(aBuTy paMUINi, UMEH U OTYECTB (IpU HAIUYUH);

HC JOITYCKaCTCA I'pyHIIMpoOBaTh B [Cjia YCPHOBBLIC U ,I[Y6HCTHBIG IK3CMILIAAPEI JOKYMCHTOB,
a TaKKC NOKYMCHTHI, MOJJICKAIIEC BO3BpATY.

5.3. [lonHoe odopmieHue nen Ha OyMaKHOM HOCHUTENIE MPEAyCMaTPUBAECT:
u3bATHE (aNIOB-BKIIAJIBIIICH, CKPEIIOK, METAJUIMYECKUX CKOO, CTUKEPOB;

MOJIIMBKY WJIM TEpeIuieT ITOKYMEHTOB jena (HedopMaTHbIE TOKYMEHTHI XPaHSTCS B
3aKPBITHIX TBEP/BIX MANKaxX WM KOPOOKax);

HyMEpaluIo JUCTOB JIeNia;
cocTaBJIeHHE TUCTa-3aBeputens aena (npuioxkenue N 10 k Hactosmiet MHcTpykumn);

COCTaBJIEHHE BHYTPEHHEW ONUCH JOKyMeHTOB jena (mpuioxenue N 11 k HacTosmen
WucTpykuun);

odopmiienne ob6noxku Aena (nmpunoxenue N 12 k Hactosimedt MHCTpyKInm);
JIUCT UCTOJIb30BaHUs (TIPU HEOOXOTUMOCTH).

5.4. Jleno Ha OyMa)KHOM HOCHUTEJIE HE JIOJDKHO cojiepxkaTh Oosiee 250 JTUCTOB MpU TOIIUHE
Kopelka He 6onee 4 cM. B ciyuae, eciiu JOKyMEHT € PUIIOKEHUEM(SIMH ), TOMELIEHHBIE B JIEN0,
comepkar ©Oomnee 250 nucTOB, JAomyckaeTcss (OpPMHpPOBaTH €0 C HE3HAUYUTEIbHBIM
IPEBbIILIEHNEM HOPMATUBHOTO 00BbEMa.

Ecim  konmmyecTBO JMCTOB B JeNie  3HAYWTENBHO ImpeBblimaer 250, TOKYMEHTHI
dbopMUPYIOTCS B TOMa B XPOHOJOTHYECKOM TopsiAKe. Tom 2 MOXeT ObITh HauaT JTUIIb MOCIe
okoHYaHus Toma 1. Jlata oTKpeITHS TOMa 2 HE TOJDKHA OBITH paHee AaThl OKOHYaHus ToMa 1. Ha
TOMaXx JOJKEeH OBITh OOIIMIA 3ar0JIOBOK IO HOMEHKJIAType JIeT.

5.5. JIoKyMeHTB MOJIIMBAIOTCS HA 4YETHIpE IMPOKOJAa B TBEPAYIO OOJIOKKY WIH
MEPETJIETAIOTCS] C YY€TOM BO3MOKHOCTH YTEHHUS BCEX JIOKYMEHTOB, JaT, BU3 U PE30JIIOLUI Ha
HUX.



[Ipn HEoOxomuMoOCTH JOKYMEHTHI MeHee Qopmara AS (4Yekd, KBHUTAHIIUH, CIPABKH,
dboTorpaduu u Apyrue) B 1eIIX ynoOCTBa MOAIIMBAHUS HAKJICHBAIOTCS Ha JUCT GopmaTta A4.
[Ipr OTCYTCTBUUM TOJS IJs TOJIIMBKU JOKYMEHT HEOOXOJMMO HAKJICHTh 0€3 TOBPEXKICHUS
TEKCTa Ha BCIIOMOTATEIbHBIHN JIUCT.

I[OKYMGHTBI MNOAIIMBAIOTCA B [JCJIO0O B XPOHOJIOTMYCCKOM IOPAAKE, BCC HpI/IO6IJ_[eHHbI€ B
mponecce paCCMOTPCHHUA Cy,HC6HOFO Acj1a JOKYMCHTEI - B IOPAAKE UX IIOCTYIIJICHUA.

B cinydae wucnonp3oBaHMA A (UKCHPOBAHUS XOJAa CyAE€OHOTO 3acelaHusi CpeICTB
ayJMO3allUC M WHBIX TEXHUYECKHX CPEICTB AJIEKTPOHHBIC HOCUTETH HH(OpManuu (IUCKH,
JTUCKETHI, ()JICII-KapThl) XPaHITCS BMECTe C CyAeOHBIM neroM. [Ipu 3TOM OHU JTOJDKHBI OBITH
BIIUTHI B cyAcOHOE neno (MpHOOIIeHBI K MPOTOKOIY CYASOHOTO 3acelaHus) B YIMaKOBaHHOM
BUJe (KOHBEPT) C YyKa3aHMEM Ha YIAKOBKE HOMEpa Jefa, JaThl, a TaKXKe IOJIUCAHbBI
YIIOJITHOMOYEHHBIM PAOOTHHKOM arapara cyja. YakoBKa JIOJKHA 00eCIIeYrBaTh COXPAHHOCTh
AJIEKTPOHHOT'O HOCHUTEJIS OT TIOBPEXKICHUHN U MIOPYH.

5.6. Ilpu Hymepaliu JIUCTOB B JieJIaX COOIOAIOTCS CASAYIOIIHE TPEOOBAHUS:

HyMepalnusi MPOU3BOIUTCS apaOCKUMU LU(paMu IPOCTHIM IpaUTHBIM KapaHIAIIOM WU
HYMEpPaTOpOM C BOAOCTOMKOM IITEMIIEIIbHON KPAaCKOI;

HOMEpa JIUCTOB IMPOCTABJISIFOTCA B IIPABOM BEPXHEM YIJTYy JIUCTA JOKYMCHTA,

dotorpadmum, YepTEXKH, OUATPAMMBI W APYTU€ WJUTFOCTPATHUBHBIC  JIOKYMCHTHI,
NPECTaBIISIOINE CAMOCTOSTENILHBIN JIUCT B JIeJie, HyMEPYIOTCSl Ha 000pOTHOM CTOPOHE B JIEBOM
BEPXHEM YIIIY;

JUCT C HAKICCHHBIMH JIOKyMEHTaMH (BBIpE3KaMH, BBIMHCKaMHU, (oTorpadusiMm)
HyMEpPYeTCs KaK OJMH JIUCT;

JUCTBI (BBIPE3KH, BCTAaBKH TEKCTa, NEPEBObI), MOJKIECEHHbIE OJHUM KpaeMm K JIpyromy
JIUCTY, HYMEPYIOTCS OTIEIIBHO;

KOHBEPTHI C BIIOKEHUSIMH, MOAIIMTHIE B JE€I0, HYMEPYIOTCS B CIECAYIOUIEM MOPSIKE -
BHAYaJIe HyMEPYETCSI KOHBEPT, a 3aT€M OUYEPEIHBIM HOMEPOM - Ka)KJ0€ BIIOKEHHUE B KOHBEPTE.
Ecnu BrioxkeHnst HyMepOBaTh HEIb3s, UX HAJIMUKME OrOBAPUBACTCS B 3aBEPUTEIILHON HAIIUCH;

MOJLIUTBIE B JIEJIO JIOKYMEHTBI ¢ COOCTBEHHOM HyMepalueil JHCTOB (BKJIOYas MeyaTHbIE
U3JJaHKs) HyMEPYIOTCsl B O0ILEM HOPS/IKE MM COXPAHSAIOT COOCTBEHHYIO HyMEpaltio, €CIM OHa
COOTBETCTBYET MOPSAAKOBOMY PACIIOJIIOKEHUIO JINCTOB B JIEIE;

JINCTBI OONBIITUX (I)OpMaTOB NOAIMNBAKOTCA 3a OJJUH Kpaﬁ U HYMEPYIOTCA KaK OAWH JIUCT,

BCE JIMCTHI Jiena (ToMa, 4acTu) Ha OyMa)XHOM HocuTese (KpoMe JIUCTa-3aBEpUTENs Jea U
BHYTpPEHHEH OIMUCHU JOKYMEHTOB JIeJia) HyMEPYIOTCS B BaJIOBOM IOPSIJIKE;

JIMCTBI ACJI, COCTOAMMUX N3 HCCKOJIBKUX TOMOB, HYMCPYIOTCS 110 KAXKXIOMY TOMY OTACIIBHO.

B cnywasix oOHapykeHus OmOOK B HyMepaIuy JUCTOB JieJia MPOBOJAUTCS TIEPEHYMepaIus
WJIY UCTIOJIb30BAHKE JINTEPHBIX HOMEPOB JINCTOB.

5.7. JIuct-3aBeputens nena (npunoxenre N 10 k HacTosimedt MHCTPYKITNMKM) COCTaBISAETCS
Ha OTJEJIbHOM JINCTE, MOAMKUCHIBAETCS €T0 COCTaBUTENEM, MOIINBAETCS (BKJIEUBAETCS) B JIEIIO.

3anpemaeTCH BBIHOCUTB JINCT-3aBCPUTCIIb HaA 06J'IO)KKy Jiena WM YHUCTHIN 060pOT JIUCTAa
MOCJICIHET0 JOKYMCHTA. Ecmu nemo MMOAIIHTO WX MEPCIIICTCHO 0e3 Oyanka JIMCTAa-3aBEPUTECIIA,



OH JIOJDKEH OBITh HAKJICEH 3a BEPXHIOK YacTh JIMCTA Ha BHYTPCHHIOK CTOPOHY OOJIOKKH B KOHIIE
nena.

[Tpu 3HAUMTENTHPHOM KOJIMYECTBE OIMOOK B HYMEPAIMH JMCTOB €IMHUIIBI XPAHCHUS JIHCT-
3aBepuTeNb nepecoctaBigerca. CTapblil JTUCT-3aBEpUTENb aKKypaTHO IEpEeYEpKUBACTCS U
ocTaercs B JIeIe.

Bce MoCICAYIOIUE HM3MCHCHHSA B COCTaB€ M COCTOSHHH JO€ja (HOBpe)K,HeHI/IH, 3aMCHa
MNOJJIMHHBIX JOKYMCHTOB, HpI/IO6H_IeHI/Ie HOBBIX I[OKYMGHTOB) OTMCHAIOTCA B JIMCTC-3aBCPUTECIIC
CO CCBLIKOM Ha COOTBCTCTBYIOH_[I/Iﬁ aKT.

5.8. Ha obnoxke nena (mpunoxkenue N 12 x Hacrosieit UHCTpyKIIMK) yKa3bIBaIOTCS:
HanMCHOBAHUC CyJla (HOJIHOCTBIO, B UMCHUTCJIBHOM Ha,HG)KC);

HalUMEHOBaHME CyJIeOHOM KOJUIerHMH, CyJIeOHOro CcocTaBa, IIOCTOSSHHOIO CyJaeOHOro
IPUCYTCTBUS WK CTPYKTYPHOTO ITO/Apa3IeNieHus cyia (Ipy HAIUYUH);

HOMEp ToMa (4acTH);
WHJICKC JIeJia 0 HOMEHKIIATYpe eI,
3aroJIoBOK Jefia (ToMa, 4acTH);

dbamMunus, uMs, OTYECTBO OCYKICHHOIO JHIAa W TIOJHOC HAUMEHOBAHHME CTaThU
VYronosHoro koaekca Poccuiickoit denepaiuu, 1o KOTOPOU JIUIO OCYKIEHO;

dbamMunms, WHUIUMAIBI HWCTIA, OTBETYMKA (HAMMCHOBAaHWE OPTaHM3alMH), CYTh HCKa
(3asiBIICHUS ),

(baMI/IJII/IFI, UM, OTUYCCTBO OIIpaBAAHHOI'O JIMIa WJIW JIMId, B OTHOIICHHHU KOTOPOro
IMPOU3BOJACTBO IIPCKPAIICHO,

HOMEp TIPOU3BOJICTBA I10 JISTy, YHUKAIBHBIN HICHTH(PUKATOP JeTa;

KpaiiHHe J1aThl 1e1a (ToMa, 4acTH);

KOJIMUYECTBO JIUCTOB B Jieie (TOMe, YacTH);

CPOK XpaHEHHUs JleNia C YKa3aHUeM roJia, 0 KOTOPOro OCYIIECTBIISIETCS XpaHEHHE;

Ha CyJIEOHBIX Jelax - MOANMCH CYyAbM, PACcCCMOTPEBIIEro JAeN0, Ha Jejax oOIlero
JIEJIONPOU3BO/ICTBA - MOANKUCH HaUYaJIbHUKA COOTBETCTBYIOLETO CTPYKTYPHOIO MOAPA3ACIICHHUS;

apXUBHBIA mUdp aena (Mpy HAIUYUH);

nometrka "Jlms cmykeOHOro monb30BaHUsA" WM Tpud OrpaHUYeHHs AOCTyna (mpu
HaJIUYKH).

5.9. Ha o0noxkax Jei1 NMOCTOSHHOTO CpOKa XpaHEHHs MpeaycMaTpUBaeTCs MECTO JUIs
HAaUMEHOBAHMS T'OCYIapCTBEHHOI'O apXuBa, B KOTOPBIM Iepenarorcs Jena Ccyla - UCTOYHUKA
KOMIIJIEKTOBAHU .

HpI/I HU3MCHCHUN HAMMCHOBAHHA CyJa (CprKTypHOTO noapa3aciiCHus cyna) B TCUYCHHC
nepruoaa, OXBATbIBACMOI'0 JOKYMCHTaMU [OC€JIa, Ha 00103KKE AcJIa YKa3bIBACTCA ITOCICAHEC
HaMMCHOBAaHUC.



5.10. 3arosoBOK 1ena JOJDKEH COOTBETCTBOBATh (PAKTHMUECKOMY COCTaBY COJIEpIKaHUS
JIOKYMEHTOB JiejIa.

Ecnu 1eno cocTouT M3 HECKOJNBKUX TOMOB (YacTeil), Ha OOJIOKKY KaXJI0ro ToMa (4acTu)
BBIHOCHUTCSI OOIIMIA 3ar0JIOBOK, @ TAKXKE 3ar0JIOBOK M HOMEpP KaXJI0T0 TOMa (JacTH).

IIpumep:

"JlokyMEHTBI OIEepaTUBHBIX COBEIIaHWM cynaeid B 2 ToMax. Tom N 1 - coBemanus cyuei
CyneOHOM KOJUIETHH TI0 YTOJIOBHBIM JiesiaM";

"JIOKyMEHTBI OIlepaTHBHBIX COBEIlaHU cyzael B 2 Tomax. Tom N 2 - coBemanus cynei
CyneOHOM KOJUIETHH TI0 TPaKIaHCKUM Jiesam’".

B 3aromoBkax ACJI, COACPpIKAIIMNX KOIIHNU JOKYMCHTOB, ACIACTCA YKA3aHUC HAa HAJIUYHNC
KOITHH. HO,I[J'II/IHHOCTI) JOKYMCHTOB JI€J1a B 3aI'0JIOBKEC HE OI'OBapuBacTCA.

5.11. Ha oGnoxke fena yKka3pIBalOTCs KpaifHUe JaThl JOKYMEHTOB, IOMEIICHHBIX B JIENO.

Ecnau B neno BKIIIOUEHBI JOKYMEHTHI, JlaTa KOTOPBIX HE COBIIAJAET C JATOM jesa, TO MOJ
JATOW C HOBOM CTPOKHU Jenaercs 00 3ToM 3amuch: "B gene MMeroTcst JOKyMEHTHI 3a... roJi(b1)".

Jatamu 1en, cojepKalluxX paclopsAUTENIbHYI0O M WHYI JOKYMEHTAIHIO (IOKJIadbl,
MUChbMA, CTEHOTPAMMBbl) SBJSIOTCS AAThl (YUCIIO, MECAl, TOJ)) pEerucTpanuu (CocTaBlIeHUS,
MOCTYIIJICHUSI) CAMOT'0 PAHHETO M CaMOTO0 MO3/THET0 JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0 (KpaiiHue
JaThl €T, TIOKYMEHTOB).

Jaroi nena, coaepKaiiero npoTOKOJIbI 3aCeaHUM, ABJISIOTCS 1aThl IEPBOTO U MOCIEIHETO
MIPOTOKOJIA, BKIIFOUEHHBIX B JIETIO.

HaTOﬁ JIMYHOTO Jcjia SABJIAKOTCA AAaThbl IMOAINMCAHUS NPUKA30B O MHNPHUEME U YBOJIbBHCHUU
Jiia, Ha KOTOpOE OHO 3aBCACHO.

JlaTol NTUYHOrO Jieja rocyJapCTBEHHOIO IPakJaHCKOTO CIYXKAIEero SIBJISIOTCSA aThl €ro
MOCTYIIEHUSI HA TOCYJJAPCTBEHHYIO JIOJKHOCTh U YBOJIBHEHUS C HEE.

Ecnu nenom siBisiercst )KypHal, AaToil nena OyayT TOYHbIE KaJleHAAapHbIE JaThl NEPBOMl U
IIOCJIETHEN 3aIIUCEN B XKypHaJe.

HpI/I 0003HaYECHUH JaTbl JOKYMCHTA CHadalla YKa3bIBaCTCsAd YMCJIO, 3aTEM MECALl U TOM.
Yucno uroa 0003HaYaI0TCs apa6CKI/IMI/I I_II/I(l)paMI/I, Ha3BaHUC MECAIla - IIPOIIUCHIO.

Ecnu nata noxymeHTa MM OTAENbHBIE €€ AJIEMEHTHI ONPENEsIIOTCS IPUOIU3UTENBHO, Ha
OCHOBAaHUM aHAJINM3a COAECpXKaHUS JOKYMEHTa, TO JaTa WM OTACIIBHBIE €€ DJJIEMEHTHI, HE
ABJISAOLIMECS a0COJIFOTHO JIOCTOBEPHBIMH, 3aKJIIOYAIOTCSl B KBaJpaTHbIE CKOOKHU (Hampumep, [He
panee 2026 r.]; [He paHee HioHA - He no3aHee uronst 2026 r.], 11 [urons] 2026 r., [11 utons 2026

r.]).

I[aTa ACJIa HC YKa3bIBACTCA Ha 00JI0KKaX ACJI, CoACPpI)KAIUX T'OJOBBIC IIJIAHBI, OTYCTHI U
APYruc NOKYMCHTEI, 1aThl KOTOPBIX OTPAKAOTCA B 3ar0JIOBKAX JICJI.

5.12. KonwdecTBO nUCTOB Ha OOJOXKKE JieJla yKa3blBaeTCs Ha OCHOBAaHWUHU JIHCTa-
3aBEPUTEIIA.

5.13. Cpok xpaHeHHsT Ha OOJIOXKKE Jela YKa3bIBAaeTCS B COOTBETCTBHH CO CPOKOM
XpaHEHHUs, YCTAaHOBJICHHbIM HOPMATHBHBIMHM IIpaBOBBIMH akTaMH Poccuiickoin ®Penepannu,



TUTIOBBIMU NICPCUYHAMU JOKYMCHTOB, HepequM JOKYMCHTOB.

5.14. ApxuBHBI mUdp MPUCBAMBACTCS TOCYAAPCTBEHHBIM apXMBOM U BKIIIOYAET B ceOs
HOMeEpa: apXMBHOTO (HOHIIA, OTIMCH Jell, JOKYMEHTOB, €AMHUIBI XpaHeHus - fnena. Ha eaununax
XpaHEHUs, COJIePKalINX JOKYMEHThl Ha OyMa)kHOM HOCHTENE, apXHUBHBIA (PP HAHOCUTCS Ha
O6JIO)KKy B JICBOM HHWXHCM UM IIpaBOM BCPXHCM VyIJIaX B HCIAX obecneueHust yucrta "
uaentudukanuu. Ilpu sToM o0003HAUeHHME, HAHOCMMOE B IIPaBOM BEpXHEM YLy,
nepeBopaunBaeTcs Ha 180 rpaxycoB MO OTHOLICHHIO K 0003HAUEHHIO B JICBOM HIDKHEM YTITY.

Ha nena, BHeceHHble B omuch fen (FOJOBOWM paszen OMHCH JAel) Cyla - HUCTOYHHUKA
KOMIUICKTOBAHHUSI TOCYJApCTBEHHOTO apXWBa apXWBHBIH ImmM]p MpoCTaBiIseTCs TMOCIe
yTBepXKAeHUsI omucu Jen (romoBoro pazgena omucu aen) DIIK apxuBHOro yupexiaeHus u
YTBEPKJICHUS TIPEJICEATENIEM CY/Ia.

5.15. Bo Bcex cyneOHbBIX nenax, MOMJIeKALIMX Iepefaye B apXWB Ha IOCTOSHHOE H
BpeMeHHoe XpaHeHue (cBblimie 10 ser), a Takke B Jiesax MO JIMYHOMY COCTaBY, COCTaBIISIETCS
BHYTPEHHSS ONUCh JOKYMEHTOB ziena (nmpuiokenue N 11 k Hacrosmein UHcTpykuunm).

BHyTpeHHsIE Oonmch OKYMEHTOB Jefla MOAIIMBAeTCA (IOJKJIEUBACTCS K BHYTpPEHHEH
CTOpOHE JIMIIEBON 00JIOKKH JieJla) B HavaJe Jela.

JIuctel BHYTpEHHEH ONUCH JOKYMEHTOB Jejla HYMEpYIOTCS OTIEIbHO OT o0mei
HyMepaluu JOKyMEHTOB jena. WHdopmamus O KOJIWYECTBE JIMCTOB BHYTPEHHEW OIHCH
JIOKYMEHTOB JI€J1a BKJIIFOYAETCs B JINCT-3aBEPUTEIND.

N3meHneHnne coctaBa JOKYMEHTOB Jena orpaxkaercs B rpade "[Ipumeuanue" BHyTpeHHEN
OIHMCH JTOKYMEHTOB JIeJIa CO CCBUIKAMH Ha COOTBETCTBYIONIWE akThl. [Ipu mpuoOmeHuu x aemy
HOBBIX JOKYMEHTOB BHYTPEHHSsS ONUChH JOMOJHSAETCS, K HEH COCTaBIseTCs HOBas UTOroBas
3aIUCh.

5.16. B y4eTHO-perucTpalioHHbIX KypHallaX MOCTOSIHHOTO U BpeMeHHoro (cBbiie 10 ner)
XpaHEHUs Mepej uX mnepefaded B apXuB paOOTHUKAMHU OTAENIOB, OTBETCTBEHHBIMH 32 BE/ICHUE
JAHHBIX JOKYMEHTOB, OCYILIECTBIISIETCS HYMEpPALMs JINCTOB W ITPOU3BOJUTCS 3aBEPUTEINIbHAS
HaJIKCh.

Ha o0mnoxke PEruCTpaiiOHHOTO KypHaJla WJIW KHHUI'M COIJIACHO HOMCHKIIATYPC
MMPOCTABJIACTCA CPOK XPAHCHUA U YKA3bIBACTCA KOJIMYCCTBO JIMCTOB.

Hepez[ nepeﬂaqeﬁ B apXUB YYCTHO-CTATUCTUYCCKHUX KapTOYCK pa6OTHI/IK oTacia
ACJIOIPOU3BOJACTBA ITPOBEPACT UX HAJIMINC U 3aIIOJIHCHHUEC BCEX IMPEAYCMOTPCHHBIX PCKBU3UTOB.

ITocne nepeaaun ACi B apXUB YUYCTHO-CTATUCTUYCCKUC KAPTOYKH AOJIKHBI XPaHHUTHCA B
KapToTeKkax (SIIMKaX, KapTOTEYHbIX IIKadax) OTAEIbHO IO YrOJIOBHBIM, TI'PaKIaHCKHUM,
AIMUHHUCTPATUBHBIM ACJIaM, ACIaM 00 AIMUHHUCTPATUBHBIX MPAaBOHAPYIICHUAX B ITOPAIAKE HUX
HOMEpPOB MO rojgam. B kaxjaoMm ToMe TODKHO ObITh He Oosiee 150 yueTHO-CTaTUCTHUECKUX
KapTouek, HO He Oonee 250 nucToB.

Y4eTHO-CTaTUCTUUECKHUE KapTO4YKH NCpCHar0TCd B apXUB BMCCTC C aﬂ(l)aBI/ITHLIM
YKa3aTCJICM.

6. IlopsinoKk yHHUTOKEHHUSI ADXMBHBIX JOKYMEHTOB
6.1. Haxonsamuecsa B apxuBe J€na, 10 KOTOPBIM HUCTEK CPOK XpaHEHMs, yCTaHOBJIEHHBIN

neiictByromuM [lepeuneM TOKyMEHTOB, OTOMpAlOTCS K yHUUTOXEeHHUI0. PaboTta o otOopy Aen k
YHUYTOXKEHUIO OCYILECTBIIAETCS pabOOTHUKOM, OTBETCTBEHHBIM 3a paldoTy apxuBa cCyna,



CXKCTOOHO.

Jlena ¥ JOKYMEHTBI BKIIIOYAIOTCSA B AKT O BBIJCICHUU K YHHUYTOXKCHUIO JOKYMEHTOB, HE
NOJJIEKALINX XPAHEHUIO, €CIIM MPEAYCMOTPEHHBINA NIl HUX CPOK XpaHEHMsI UCTEK K 1 sHBaps
roza, B KOTOPOM COCTaBJIEH aKT.

YHUUTOKEHUE JOKYMEHTOB J0 IPOBEIACHHUS OJKCHEPTHU3bl LEHHOCTU M YTBEP)KICHUS
npezcenaTeneM Cyja ONUCeH Jesl NOCTOSHHOIO XPaHEHWs W COIJIACOBAaHUS ONHUCEH Jen 1o
JMYHOMY COCTaBY 3a aHAJIOTMUYHBIM XpPOHOJOTMYECKUI MEPUO]T 3aIIpEIaeTCs.

6.2. Ha ocHOBe mpemsio)KeHUH K aKkTy O BbIICJICHHUH K YHHYTOXKEHHIO JOKYMEHTOB, HE
MOJJICKAIIUX XPAHEHHIO, COCTABIEHHBIX MO pe3ysibTaTaM JKCIEPTHU3bl LIEHHOCTH B CyAeOHOI
KOJUISTHH, CyIeOHOM COCTaBe, TIOCTOSIHHOM CyJ€OHOM TMPUCYTCTBHH, CTPYKTYPHOM
noJpa3fieliecHuu Cynaa, paOOTHHMK, OTBETCTBEHHBIM 3a paboTy apxuBa Cyla, COCTaBIsieT
COOTBETCTBYIOIIMI MpoekT akta (mpuioxenue N 13 k Hacrosmeir MucTpykiuu). Yka3zaHHbIN
MIPOEKT MOJIKUCHIBACTCS HAaYaJIbHUKOM OT/IeNa JIEJIONPOU3BOCTBA (00IIero oTena).

[IpoekT akTa O BBIIETEHUH K YHMUTOXCHHUIO JIOKYMEHTOB, HE IMOJICKALIUX XPAHECHHUIO,
MPEJICTaBIsIeTC Ha COTJacOBaHME OHKCIEPTHOM KOMHUCCHM Cy/Aa, 3aTeM HampaBlseTcss Ha
paccmotpenne OJIIK  apxuBHOro yupexzaeHuss (€cid Cyld  BBICTYNAE€T HCTOYHUKOM
KOMIUIEKTOBAHUS TOCYJJaPCTBEHHOTO apXHBa WJIM HA OCHOBAaHUHU COOTBETCTBYIOIIETO JI0TOBOPA),
IIOCJIE YEro YTBEPXKAAETCS Ipe/iceAaTEIeM Cyaa.

6.3. HpI/I COCTAaBJICHHUHU aKTa O BBIACJICHUN K YHUYTOXCHUIO JOKYMCHTOB, HC IMOMJICKAIIUX
XPaHCHUTIO, NOJIKHBI CO6JIIOI[21TI)C$I CJICAYIOUC ITpaBrjIa:

JcJa pacriojararoTCsa B aKTe 110 rogaM uX paCcCMOTPCHHA B ITOPAAKE BO3paCTaHHA HOMCPOB
e,

B KOHIIE aKTa JieJaeTcs 3aluch O TOM, 4TO U3 Jied (CyaeOHbIX /€) U3bATH MOAJUHHUKN
CyJeOHBIX aKTOB, JINUHbIE JJOKYMEHTBI.

6.4. AxTBI O BBIACIICHUU K YHWUYTOXCHHUIO AJOKYMCHTOB, HC IOAJICKAIIHUX XPAaHCHUIO,
paccMaTpuBarOTCA W COIJIACOBBIBAKOTCA Ha  3aCCAaHHUU BKCHCpTHOﬁ KOMHCCUH Cylda
OIHOBPCMCHHO C OIMUCAMH Ha AC€Jia TOCTOAHHOTO XpaHCHUs, U 110 JJUYHOMY COCTaBY.

Ilocne YTBCPKACHUSA IMpEACCHaTeIICM Cylda OIIMCEN Aell MOCTOSHHOTO CpOKa XpaHCHU:,
OoImmcel Aen 1o JIMYHOMY COCTaBYy, AKTOB O BBIACIICHHUU K YHUYTOXCHHIO IOKYMCHTOB, HC
nouIC)Kallux XpaHCHUIO, J€jIa, BBIACJICHHLIC II0 aKTy K YHHUUYTOXCHHIO, MOIYT OBITh
YHUYTOKCHBI.

6.5. lena ¢ ormetrkoi "OIIK" mojexaT monuctHOMYy (Ui 3JIEKTPOHHBIX JOKYMEHTOB -
HNOJOKYMEHTHOMY) TMPOCMOTPY B LEJISIX BBIABIECHUS apXMBHBIX JOKYMEHTOB, MOJIEKAIINX
IMOCTOAHHOMY XPaHCHHIO. BreisiBoeHHBIE B Takmx Acjiax JOKYMCHTBI ITIOCTOAHHOI'O CpOKa
XPaHEHMs BBIIEISIOTCA U IPUCOEIUHSIOTCS K OJTHOPOJHBIM JIeJaM COOTBETCTBYIOILETO TO10BOTO
paznena uian GOPMHUPYIOTCS B OTIEJIBHBIC JeTa.

OcraBmuecss TOKyMEHTbI BpDEMEHHOI'O CPOKa XpaHEHMsI BKIIIOUAKOTCS B aKT O BBIJEIIEHUU K
YHUYTOXXEHHUIO JOKYMEHTOB, HE IOJUICKAIIUX XpaHEHUIO. [Ipy BKIIIOUEHHH B aKT JTOKYMEHTOB,
BBISIBJICHHBIX TP IIPOCMOTPE JIed O CpoKoM xpaHeHus ¢ orMmerkoit "OIIK", ormerka "OIIK" B
aKTe HE YKa3bIBacTCsl.

6.6. 113 0TOOpaHHBIX K YHUUYTOXKEHUIO I'PaKIaHCKHUX, aIMUHUCTPATUBHBIX, YTOJOBHBIX /€T,
nen 00 agMHUHHMCTPATUBHBIX MPABOHAPYIICHUSAX H3BIMAIOTCS MOJUIMHHUKU CYJEOHBIX aKTOB,
BBIHECEHHBIX 10 CYIIECTBY Jefla, a TaKkXke CyJIeOHble akKThl CYyJ0B aNeJUISUOHHOM,



KACCAllMOHHOW W HAJ30pDHOM MHCTAaHLUM, BBIHECEHHBIC II0 pPE3yJlbTaTaM pPacCMOTPEHUS
arneJUISIIIMOHHBIX WJTM KaCCAIlMOHHBIX Kajlo0 (TpencTaBieHnii) 1100 mepecMoTpa pelieHui cyaa
B IIOPSJIKE HAA30pa.

W3 mpexpaieHHBIX e, J1ed MO0 MCKaM, OCTAaBJICHHBIM 0€3 pacCMOTPEHUS, M3bIMAIOTCS
MOJJIMHHUKY OTpeeNicHUH (MOCTAaHOBIEHHUS) O MPEKPAlIeHUH TMPOU3BOJACTBA IO JAeNy, 00
OCTaBJIEHUH HCKa 0e3 pacCCMOTPEHHUS.

[Tpu HEOOXOOMMOCTH TaK)K€ MOTYT M3BIMAThCS MPUOOIIEHHBIE K JETy MHbIE JOKYMEHTHI
(MHpOBOE coTJallleHne, MEJMATUBHOE COIVIAIIEHUE H. T.[1.).

[IpuoOuienHpie K CcyaeOHOMY ey DJEKTPOHHbIE HOCHTENH HWH(POPMALUU (IUCKH,
JICKETBI, (PJICHI-KapThl) YHHUYTOXKAIOTCS OJHOBPEMEHHO C JIEJIOM IyTeM HUX (PHU3UIECKOTO
YHUYTOKEHUS WM YHUUTOKEHHSI TPOrpaMMHO-TEXHUUYECKHUMHU CPEICTBAMU.

6.7. IIpu oTOOpe K YHUUTOKEHHUIO MAaTEPUAIIOB, PACCMOTPEHHBIX B MOPSAKE TPAaXKIAHCKOTO,
aJIMUHUCTPATUBHOI'O, YTrOJOBHOI'O CYAOIPOM3BOJCTBA, a TAK)KE IPOM3BOJACTBA IO JeiaM 00
aJMMUHHMCTPATUBHBIX MPABOHAPYLIECHUSAX, U3 HUX HU3BIMAIOTCSA NOJUIMHHUKHU CyJEOHBIX aKTOB, B
TOM YMCJI€ BBIILIECTOSIINX CYIOB.

6.8. Ha Bcex cyneOHBIX akTax MPOCTABISIOTCS PETUCTPAIlMOHHBIE HOMEpa jela
(MaTepuayia), HOMEp IPOU3BOJCTBA, YHHKAIbHBIA HIECHTH()UKATOpP Jiena, W3 KOTOPOrO OHHU
U3BATEL. 3aTeEM JOKYMCHTBI MNOAUMIMBAIOTCA B COOTBCTCTBHU C Tpe60BaHI/I$IMI/I HaCTOﬂHIeﬁ
WHCTpyKIIMU B OT/CIbHBIE €A B 3aBUCUMOCTH OT KaTeropuu CyJeOHOro Jiena (MaTepuaia), u3
KOTOPOTO OHH OBLIIM U3BATHI, H CPOKA XPAHEHUSI BHOBb CPOPMHUPOBAHHOTO JETIa.

Cpok xpaHeHHs e, CQOPMUPOBAHHBIX U3 CYIEOHBIX aKTOB, U3BITHIX U3 CYAEOHBIX JE
(MaTepuasioB) B CBA3M C UCTEYEHHEM CPOKa MX XPAHEHHUs, ONPEAEISeTCs B COOTBETCTBUM C
Ilepeunem TOKYMEHTOB.

Takue nena moajeKaT BKIOYCHHIO B COOTBETCTBYIOILIME OIMCH JIEN 33 TOJ, B KOTOPOM
cyneOHoe /1e710 (MaTepua) MoIIeKaI0 YHHUTOKEHHUIO.

6.9. M3 apxuBHBIX JOKYMEHTOB, IOJUIEKALIMX YHMUYTOKEHHUIO, OCTAIOTCS Ha XPaHEHUE
JMYHbIE JOKYMEHTHl (IIacriopTa, BOEHHBbIE OWJIETHI, TPYAOBbIE KHUXKKW U JIpyrHe JINYHbIC
JIOKYMEHTBI), KOTOpbIe TOMEINAIOTCS B OTJEJIbHYIO MaIKy, COAEPKAL[YI0 BHYTPEHHIOI ONHCH
JOKyMEHTOB. B ommch BHocATcs: (amunus, uMs, OTYECTBO Bjajeiblla JIOKYMEHTA,
HalMEHOBAaHME JIOKyMEHTa W HOMep Jena (IIPOM3BOJACTBA), M3 KOTOPOIO OH M3bBAT, TOJ
paccMOTpeHHUsl Jiesia, HOMEp M JaTa akTa 00 yHUUYTOKeHuHU Jiena. HeBocTpeOoBaHHBIE JINYHBIE
JIOKYMEHTBI XpaHATCSA B apXUBE Cyla 75 JIET, 0Cie 4Yero YHUYTOKAKTCA.

6.10. ApxuBHbBIE JOKYMEHTBI, MOAJIEKAIME YHUUTOXKEHHIO, IEPEJAIOTCS HA YTUIIN3ALUIO B
OpraHM3aIy, 3aHUMaIoIHeCs epepadoTKON BTOPCHIPHSL.

B cjIyduac OTCYTCTBUA Opl"@.HPI38.I.IPII’I, MNPpOU3BOAAIINHNX YTHUIIM3AaIUKO B JAdHHOM PCTUOHE,
JOKYMCHTBI  YHHUYTOXAIOTCA CIICIuaJIbHO CO3JJaHHOU Ha  OCHOBAaHHMHU  pPaACIHOPSAKCHUA
npeaceaareia cyaa KOMHCCHEH MyTEM COXKKCHUA HIIU MEXaHHU4YEeCKOMH Hepepa60TKH, 0 4eM
COCTaBJIACTCA aKT.

6.11. Ilepen nepenayeil Ha yHUUTOKEHHE JOKYMEHTHI YIAKOBBIBAIOTCS, @ B HEOOXOMMBIX
ciyuasix omneuarbiBatoTcs. [lepenaua odopmisercss nmpuemMo-cIaTOYHOM HakjIaaHOW (akToM), B
KOTOpPOM yKa3bIBAIOTCSA Jara Mepeladd, KOJIMYECTBO BKJIIOYEHHBIX B aKT 1l U JAPYTUX
JIOKYMEHTOB, BeC OyMa)KHOM MaKyJaaTyphl.

6.12. JlokymeHTsl, uMmeroniue moMetky "Ilmst ciaykeOHOTO TMOJh30BaHMs", a TakKkKe



coJepxalie MHPOPMAIMI0 OTPaHUYCHHOTO JOCTYINA, JOJDKHBI YHHUYTOXKAThCS B CyIEe MyTeM
MEXaHMYECKOTO H3MeNIbYeHHUS (IIpEeAUpOBaHUS) WIM HHBIM CIHOCOOOM, HMCKIIIOYAIOIIUM
BO3MO>XHOCTb BOCCTAHOBUTbH COJEp)KaHUE JOKYMEHTOB. byMmMakHble OTXOIbl INEpPEAAOTCS B
OpraHMU3aIHIo0, 3aHUMAIOIIYIOCS TepepadOTKON BTOPCHIPHS (MPU HATUYUH).

6.13. Tlorpy3ka, BbIBO3 Ha YTHJIM3ALUIO U YTHIM3ALHUS OCYIIECTBIISIIOTCSA MOJI KOHTPOJIEM
YIIOJIHOMOYEHHOTO PabOTHHUKA CY/a.

6.14. AKTBl O BBIJIEICHHMH K YHUYTOKEHHIO JOKYMEHTOB, a TaKXKe€ JIOKYMEHTHI,
noATBepkKAaronMe (HakT yTUIM3alMy, TOIMNBAIOTCS B OTAEIbHBIN HAPsA B XPOHOJIOTHYECKOM
HOPSJIKE.

B perucrpanuonnsix xypHaiax (rpada - mnpuMedyaHHe) WIM YYETHO-CTaTHUCTUYECKUX
KapToukax (CreuuaibHbld MyHKT WJIM CBOOOJIHOE IOJIE) JENIaeTcsi OTMETKa 00 YHHUYTOKEHUU
Jienia ¢ yKa3aHHeM HOMEpa, AaThl aKTa U MPOTOKOJIA 3acelaHus SKCIIEPTHOM KOMHUCCHU Cya.

OtmeTka 00 YHHUYTOXKCHHHU ACJIa IIPOCTABIACTCA TAKKC B COOTBCTCTBYI-OH_[eﬁ OIIMCH ACII.

6.15. 3anpeniaercs UCIOJIBL30BAHUE OTOOPAHHBIX K YHHUTOKEHUIO JIEJT JUIS XO3IHCTBEHHBIX
HYX]I.

6.16. Ilocie ¢u3MYECKOrO YHHYTOKEHHUS JOKYMEHTOB B YYETHBIC IOKYMEHTHI apXHBa
JIOJDKHBI OBITH BHECEHBI M3MeHeHHs. CBeIeHHsI O BBIOBITUN JOKYMEHTOB OTPAXKAIOTCS B KHUTE
ydeTa BbIOBITUSL M MOCTYIUIEHHS JOKYMEHTOB, a TakXe B JIUCTEe (OHJA CO CCBUIKOW Ha akT O
BBIJICJICHUN K YHUYTOXXCHHUIO (apPXUBHBIX) JOKYMEHTOB, HE MOJICKAINUX XpaHeHHI0. PaboTHHUK,
OTBETCTBEHHBIN 3a apXUB CyJa, IOCIE€ BHECEHUS M3MEHEHWH B yYETHbIE JIOKYMEHTBI CTaBUT B
aKT€ COOTBETCTBYIOIIYIO OTMETKY, COCTOSIYI0 U3 (pa3bl "M3MeHEeHUs B y4eTHbIE JOKYMEHTbI
BHECEHBI", COOCTBEHHOPYYHOM MOAMUCH, PACIIM(POBKH IMOAMUCH U JATHI.

6.17. PalioHHBIMU CyJaMU KOIIMU aKTOB O BBIIACJIEHUU K YHUUTOXKEHHIO JOKYMEHTOB, a
TaKXe JOKYMEHTHI, MOATBepKAaonme GpakT yruausanuu, B Teuenue 10 pabouux nHeil co nHs
YHUUYTOXKEHUS JOKYMEHTOB HANpaBlslOTCd B COOTBETCTBYIoulee yrpasieHue CyneOHoro
JernapTaMeHTa B cyobekte Poccuiickoii @eneparui.

7. Ilepenava ges1 (3J1EKTPOHHBIX A€J1) B APXUB Cy/Aa, NOPAAOK
UX XpaHEeHUSs

7.1. ApxuB cyna komiuiekryeTcst AokyMeHTamu A® P®, noxkymeHTaMu MOCTOSIHHOTO
CpOKa XpaHeHMs, He BouleJmuMH B cocTaB AD P, nokymeHTamu BpeMeHHbIX (cBbime 10 jer)
CPOKOB XpaHEHHMs, B TOM YHCJIE 110 JUYHOMY COCTaBY, KOTOPHIE BKIKOYAIOTCA B €r0 apXWBHBIN

donx.

Jlena MoCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (cBbime 10 JieT) CpOKOB XpaHEHMs IEpEeIatoTCs
B apxMB CyJa HE TII03HEe 4YeM 4epe3 MIeCTb MECSLEB I0Cie 3aBepIleHus [Jell B
JIETIOTIPOU3BOJICTBE IO OINHUCAM il CyAeOHBIX KOJUIETHH, CyIeOHBIX COCTaBOB, MOCTOSHHBIX
CylneOHBIX TMPUCYTCTBUH W CTPYKTYpPHBIX Mojpa3ieneHuil cyna (mpuioxenus N 3, 4 k
Hactosimed Mucrpykiun). OKOHYaHHE MPOU3BOJACTBA MO CYyIEOHBIM JejaM OINpenaessercs B
HOpsI/IKE, YCTAHOBJIEHHOM COOTBETCTBYIOIEH MHCTPYKIMEN 110 Cy1IeOHOMY AEIONPOU3BOICTBY.

JIOKyMEHTBI 110 JIMYHOMY COCTaBY CyJe€il KacCallMOHHBIX CYJIOB OOIIEH IOPUCIUKIIUH,
aneJUIIUOHHBIX CY/IOB OOIIeH IOPUCOUKIINMK, BEPXOBHBIX CYJOB pecnyOiuK, KpaeBbIX U
00JIaCTHBIX CYJIOB, CYAOB TOpoJIoB (hefepalbHOTO 3HAYEHUs, CYJOB aBTOHOMHOH o0xacTu u
ABTOHOMHBIX OKPYT'OB IIEPEIAlOTCS B apXUB cyjia o ucredeHuu 10 jer co 1HA 0CBOOOXKIEHUS OT
JOJDKHOCTH CYZIbH (OTYMCICHHS U3 IITaTa Cyaa); GperepatbHbIX FOCYJapCTBEHHBIX IPaXIaHCKUX



CIyXalmx - 1o ucrteueHuu 10 et co IHsS YBOJIbHEHUS.

JIOKYMEHTBI O JUYHOMY COCTaBy - apXUBHBIE JOKYMEHTBI, OTpa)karollfe TPYIOBbIE
oTHoIEeHHs paboTHUKA ¢ paboToaarteneM. K yuciy JOKYMEHTOB 110 IMYHOMY COCTaBY OTHOCSTCS
HE BCE JOKYMEHTBI CUCTEMBI KaJIpOBON JJOKYMEHTAIMH, a TOJIBKO JUIMTENbHBIX (cBbilIe 10 sieT) u
IIOCTOSIHHOT'O CPOKOB XPAHEHUS.

7.2. Pemienue Ha mepeadyy B apXuB CyAeOHBIX Jel, MPOM3BOACTB M MaTepHalloB
NPUHUMAET CY/bs, UX PACCMOTPEBILNUH, a IPH €ro OTCYTCTBUU - MpeAceaareib cyaa (cyaeOHon
KOJUIETHH, CyAeOHOT0 COCTaBa), €ro 3aMEeCTUTENb WM MHOE YIOJIHOMOUYEHHOE MpeJceaareaemM
cyla JMLO (B MOCTOSIHHOM CyAeOHOM npucyTrcTBUM). IIpu 3TOM cynbsi MpoBEpPSET COCTOSTHUE
Ka)KI0ro cy/1e0Horo Jieia, Mpor3BOACTBA WU MaTepHala.

7.3. Pemenne Ha mnepefadyy B apXMB CyJa HOMEHKJIATypbl, XYPHAJIOB U YYETHO-
CTaTHCTUYECKUX KapTOUeK NPHHUMAET Mpeacenarens cynaa (cyaeOHO# koiuieruu, cyaeOHOro
COCTaBa), €ro 3aMeCTUTEIb WIM MHOE YIOJHOMOUYEHHOEe IIpejcenaTesneM cyaa Juuo (B
MOCTOSTHHOM CyJ1€OHOM MPHCYTCTBUN).

7.4. PemieHue Ha mepenavyy B apXUB HMHBIX JOKYMEHTOB CyJa NPUHHUMAET HaYaJIbHUK
oTJerna AeTIONPOr3BOACTBA (00IIero oTena) cyaa, MHOE YIOJTHOMOYSHHOE TpeIceaaTeIeM cyia
JUIO (B TOCTOSIHHOM CYJI€OHOM IPUCYTCTBHH).

7.5. JloxymeHTbl BpeMeHHbIX (10 10 5er) cpokoB XpaHeHMs] WM "JO MUHOBaHUS
Ha/lo0HOCTU" B apXUB Cy/ia 0 00IIeMy IPaBUIy HE MepeJaroTcs.

B cooTBeTcTBUM € pacnopsiKEHHEM NpejceAaTelss CyAa B MCKIIOUUTENbHBIX CIIydasx
(oTCyTCTBHE BO3MOYKHOCTH 00€CIIEUEHUSI COXPAHHOCTH, COOTBETCTBYIOIIMX MOMEIIEHUN Ui UX
XPaHEHUsl ¥ MHBIX) TOKYMEHTHI BpeMeHHBIX (10 10 1eT) cpokoB XpaHeHHs WM 10 MHUHOBaHUS
Hal00HOCTH" Jiesia MOTYT OBITh TIEpEeIaHbl B ApXHB Cy/1a 10 COOTBETCTBYIOINM OIHCSIM.

[TonrotoBka nen BpemeHHBIX (m0 10 7eT) CpokoB XpaHEHHs HIU "JO MHUHOBaHUS
HagoOHOCTH" A Tepenayd B apXWiB, a TakkKe Iepefadya TakuxX Jiel B apxXuB cyla
OCYIIIECTBIISIETCS] B COOTBETCTBUU CO CPOKAMHM, YCTAaHOBIEHHBIMU TyHKTamu 5.1, 7.1 Hacrosmen
HNHcTpykum.

Takue nena odopmisitoTcss pabOTHUKAMHU, OTBETCTBEHHBIMH 3a JEJIONPOU3BOJICTBO B
CylIeOHON KOJUIErMH, Cy/leOHOM COCTaBe, MOCTOSHHOM CYA€OHOM INPUCYTCTBUU, CTPYKTYPHOM
HOJpa3JIeIeHUH Cy/1a, CIeyIOIUM 00pa3oM.

Jlena moammBaroTCs, Ha OOJIOKKE YKa3bIBAIOTCS: HAaUMEHOBAHHE CyJa; 3aroJiOBOK Jeia
(ToMa, yacTu); MHJEKC Jejia M0 HOMEHKJAType nei; (pamuims, uMs, OTYECTBO OCYKICHHOTO
JYIAa U TIOJHOE HAaMMEHOBAaHHUE CTAaTbM YTOJOBHOro Kojekca Poccuiickont dexneparuu, 1no
KOTOpPOHM JUI0 OCYXACHO;, ¢GaMuiius, WHULNMUAIBI UCTIA, OTBETYMKA (HAUMEHOBaHUE
OpraHM3aIliM); CyTh HCKa (3asABJICHHs); KpailHHe NaThl Jelia; HOMEpP MPOHM3BOJACTBA MO [Ny,
YHUKAJIBHBIA HACHTU(PUKATOP Jea; HOMEpP TOMa; CPOK XpaHEHHSs JieJla ¢ yKa3aHHeM roja, J0
KOTOPOrO0  OCYHIECTBJSIETCS ~XpaHEHUEe; TNOJANUCH CyAbH, paccMoTpeBliero jeino (¢
pacidpoBKOM MOANHCH).

[To ucreyeHnn cpoka XpaHEHHUs WIA MO MUHOBAHUHU HAJOOHOCTH JOKYMEHTHI BPEMEHHBIX
(mo 10 7neT) cpokoB XpaHEHHs] WX "MO MUHOBAaHUS HATOOHOCTU" YHUUTOXKAIOTCS B TMOPSIKE,
YCTaHOBJIEHHOM HacTosmeil MHcTpykimeit, o yeM cocTaBisercs akt (mpuiokenne N 13 k
Hacrosiet Muactpykmun). [Ipemioxkenus K akTy O BBIICICHUN K YHUYTOXKEHUIO TOKYMEHTOB, HE
MOJJIeKAITUX XPaHEHUIO, MPEAYyCMOTpPEHHBbIe ab3aleM ueTBepThIM NyHKTa 4.11 Hacrosmien
WNHcTpyKInu, COCTaBISAIOTCS paOOTHUKAMU, OTBETCTBEHHBIMH 32 JCJIONPOU3BOACTBO B Cy1€OHOM



KOJUIETHH, CylIeOHOM COCTaBe, TIOCTOSIHHOM CyAeOHOM TMPUCYTCTBHH, CTPYKTYPHOM
MO/IPa3/IeJIEHUN Cy/1a COOTBETCTBEHHO.

7.6. DNEeKTpOHHbIE JOKYMEHThl BPEMEHHBIX CPOKOB XpaHeHus 10 10 jeT BKIIOYUTENBHO
XpaHATCSI B TEYEHHWE YCTAaHOBJIEHHOIO CpPOKa B HH(OPMAIMOHHOM cHUcTeMe (XpaHWIIUILE
AIIEKTPOHHBIX JTOKYMEHTOB) B (opmare, B KOTOPOM OHHU ObUIM CO3/aHbl WJIM BKIIIOYCHBI B
MH(POPMALIMOHHYIO cucTeMy. B apXuB cyia Takue TOKyMEHTHI He epeaatoTcs.

7.7. llepenaua nen, B TOM 4duciie Jea BpeMeHHbIX (10 10 yeT) cpokoB XpaHeHus win "0
MUHOBaHHs HaJ0OHOCTH'", B apXHWB Cyla OCYIIECTBISIETCA MO IpaduKy, COrJTaCOBAHHOMY C
CYI[C6HBIMI/I coCTaBaMH, Cy,[[€6HBIMI/I KOJJICTUAMHU, IIOCTOAHHBIMHA CYI[G6HLIMI/I MNPpUCYTCTBUAMU,
CTPYKTYPHBIMH TOJpa3ieiICHUsIMH, MepeAalollUMU JTOKYMEHTBl B apXWUB, U YTBEPKICHHOMY
npeJceaaTeneM cya.

7.7.1. Ilpu nmepenaye NOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE B apXWUB cyAa paOOTHUKOM,
OTBETCTBEHHBIM 32 paboOTy apXuBa Cy/a, IPOBEPSIIOTCS:

COOTBCTCTBHEC 3aroJIoBKa Acjia Mo OIMCH OS] CTPYKTYPHOI'O nmoApa3aciaCHud COACPIKAHUIO
JAOKYMCHTOB B JICJIC,

MPAaBUIBHOCTh OPOPMIICHHSI U TPYIITUPOBKH TOKYMEHTOB, BKJIFOUEHHBIX B JETI0;
KaueCTBO MOALIMBKHY UM IIEPEILIeTa [eIa;

[IPaBUIILHOCTh HYMEPALIUU JIUCTOB JCIIa;

MIPaBWJIbHOCTb COCTAaBJIEHNS BHYTPEHHEH OIKCHU JTOKYMEHTOB Jieiia (Ipy HAIUYUH);
IIPaBUIBHOCTb 0(OPMIIEHUS 00JIOKKH /€14,

HaJIU4Ke U NPAaBUIBHOCTD 3aII0JHEHUs JTUCTa-3aBEPUTEIA JCIIa.

Bce BbIsiBIEHHBIE TIPU MPOBEPKE HENOCTATKU B (POpMHpOBAaHUM U OG(OPMIICHUH €T
pabOTHUKU CyEeOHOr0 CoCTaBa, Cyl€OHOM KOJIJIETHUH, MOCTOSHHOIO CyJeOHOr0 MPUCYTCTBHS,
CTPYKTYpPHOTO MOApa3/ieJeHHs 0053aHbl YCTPAHUTh.

7.7.2. llpumem-nepenaya JOKYMEHTOB B apxuB CyJa MPOU3BOJAUTCA pabOTHUKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa cyna, B HPUCYTCTBMM pabOTHHKAa CyIeOHOro cOCTaBa,
CyJ1eOHON KOJIJIETUH, TOCTOSHHOTO CYAE€OHOrO MPHUCYTCTBUS, CTPYKTYPHOI'O MOJpa3AeieHHs
cyna. B ormerke o mpueMe e B KOHIE KaXJOrO 3K3EMIUISIpa ONUCH JEJ YKa3bIBAOTCS
KOJIMUECTBO (paKTUUYECKU NMPUHATHIX B apXHB JeJl, HOMepa OTCYTCTBYIOLIUX JIeJ, JlaTa IpueMa-
nepeaayn, a Takke MOANNUCH M pacIM(ppOBKY MOANHKCEH yKa3aHHBIX paOOTHUKOB.

7.8. Ilepenada 3M€KTPOHHBIX TOKYMEHTOB B apXUB IPOU3BOJUTCS HAa OCHOBAHWUU OIUCEH
AJIEKTPOHHBIX JIeJ CyZe0HOro cocTaBa, Cy1Ie0HOM KOJUIETHH, CTPYKTYPHOTO MO/Ipa3/ieieHus cyaa
no UHGOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON ceT (IpM Halu4uu B apXMBe CyJa
UH(POPMALIMOHHOM CHUCTEMBI) MJIM Ha (U3NYECKH O00OCOOIEHHBIX MaTepHUaJIbHBIX HOCUTENSX,
KOTOpBIE MPEJICTABISIOTCS B ABYX UJIEHTHUYHBIX IK3EMILIsApax.

TexHrueckoe CONMpOBOXKICHHE MO OOECIEYEHHIO Mepeayd 3JIEKTPOHHBIX JOKYMEHTOB B
apXx¥B, CBSA3aHHOE C HACTPOMKOW MPOTrpaMMHBIX KOMIUIEKCOB M UX (YHKIIMOHMPOBAHUEM, a
TaKk)Ke YJOCTOBEpEHHE KayecTBa IMepelaBaeMbIX €IMHMII XPaHEHUS 3JEKTPOHHBIX JIOKYMEHTOB
oOecrieunBaeTcsi paOOTHHKAMH, OTBEYAIOIIMMHU 33 (YHKUMOHHPOBAHHE HH(POPMALMOHHBIX
TEXHOJIOTHH B cye, a Takxke padotHukamu ¢puimanos @I'BY MAILL CynebHoro nenaprameHTa.



7.8.1. IIpu nepenayde 37IEKTPOHHBIX JOKYMEHTOB B apXHB CyJla BBINOJHAIOTCS CIEIYIOIINAE
OCHOBHBIE MPOLIETypPhl paObOTHI C JOKYMEHTaMHU:

dbopmupoBanne B HH(DOPMAIMOHHOW CHCTEME CyAa DJICKTPOHHBIX JIEJl, SIBJISFOIIUXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JEKTPOHHBIX TOKYMEHTOB WM KOHTCHHEPOM 3JEKTPOHHOTO
JOKYMCHTa, COJCPKAIIUM KOHTEHT M METaJaHHBbIC OJJICKTPOHHOIO JOKYMEHTa, (aiisibl
9JIEKTPOHHBIX MOJMKCEH U BU3YaTM3UPOBAHHYIO KOITHIO TEKCTOBOTO AJICKTPOHHOI'O JIOKYMEHTA B
dopmate PDF/A;

(dbopMUpOBaHHE OIKUCHU AJIEKTPOHHBIX JAeJ, JOKYMEHTOB CYIEOHOro cocraBa, CyAeOHOM
KOJUIETMH, CTPYKTYPHOT'O MOJPAa3AeICHUs CyAa;

IIpOBEpKa apxXuBOM CyJa OJJICKTPOHHBIX JOKYMCHTOB Ha HaJlIW4YUC BPCIAOHOCHBIX
KOMIIBIOTCPHBIX IIPOIrpaMM U BOCIIPOU3BOAMMOCTH SJICKTPOHHBIX JOKYMCHTOB;

mpoBepka (U3MUECKOTO M TEXHWYECKOTO COCTOSIHMS HOCHUTeNed (mpu mepemade
9JICKTPOHHBIX JOKYMEHTOB B apXWMB CyJa Ha (U3NYECKH OO0OCOOJICHHBIX MaTepHaIbHBIX
HOCHTEIISX).

7.8.2. IlpueM »SJIEKTPOHHBIX JOKYMEHTOB B apxXMB cyla 10 HH(POPMALUOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTH (MPU HAJMYMU B apXuBe CyAa WH(POPMAIIMOHHON CHCTEMBI) HIIH
Ha (Qu3M4ecKu 00OCOOJIEHHBIX HOCUTENSX O(QOPMIISETCS COCTAaBICHHEM HUTOrOBOM 3amucu B
KOHIIE OITMCH AJIEKTPOHHBIX eI, B KOTOPOH IU(paMH U MPOIMUCHIO YKA3bIBAECTCS KOJIMYECTBO
(akTHUECKH NPHUHATHIX B apXUB DJIEKTPOHHBIX /€1 U 3JIEKTPOHHBIX JOKYMEHTOB. MToromas
3anKch MOATBEPKAAECTCA MOAMMUCIMH paOOTHHKA, OTBETCTBEHHOI'O 3a paboTy apxuBa cynaa, u
paOOTHHUKa, TEepelaBlIero >JEKTPOHHbIE JAeida W JToKyMeHThl. Ilpu mnpueme Ha apxuBHOE
XpaHEHHUE 3JIEKTPOHHBIE J€Jla 3aBEPSIOTCS DJIEKTPOHHOM MOANMCHIO INpeAcenaTeNs cyna WU
YIIOJTHOMOYEHHOT'O UM JIMLA.

7.8.3. Tlocie mpueMa B apXwB IJICKTPOHHBIX JOKYMEHTOB Ha (PU3UYECKH 00O0COOJICHHBIX
MaTCpHUAIIBHBIX HOCHUTCIIAX BKJIAAbIIIHW, ITOMCHICHHBIC B (1)YTJI$Ip CAWHHIBI XpPaHCHHUA B
CTPYKTYpPHOM TMOApa3IeICHUH, 3aMEHSAIOTCS Ha BKIAIBIIIHN, 0OPMIICHHBIE B apXUBE.

Ha Bxianprie, momeniaeMoM B (YTISAp €IUHUIBI XpaHEHHs, 0QOpMIIIEMOM B apXuBe,
YVKa3bIBAIOTCS: HAaUMEHOBaHME Cyaa (MOJHOE, COKpalleHHOe), HoMep (oHIa, HOMEp OIUCU
DIIEKTPOHHBIX JEN, HOMEp Jejia IO OINKCH, OTMETKAa O CTaTyce HK3eMIUIsIpa dSJIEKTPOHHBIX
nokymeHToB: "OcH." (ocHoBHOW) wnu "Pal." (paboumit), kpalilHHe JaThl JIOKYMEHTOB
DIIEKTPOHHOTO JIeNa, TPH HEO0OXOAUMOCTH O(QOPMIIIOTCS JIOTIONHUTENIbHBIE OTMETKH 00
OTpPaHHYEHUH JOCTYMA K JOKYMEHTaM.

Bxuagpim nomemaercs B Qymisp GpU3HUECKH 000COOJIIEHHOTO MaTepHaabHOIO HOCHTEIS
TaKuM 00pa3oM, 4YTOObI HAAMKUCU HAa HEM OBIJIM BUIHBI IIPU 3aKPBITOM QyTIIspe.

Haanucu Ha BKIaApIIax MeYaTarOTCs WM HAHOCSATCS OT PYKU pa300pUYUBBIM MOYEPKOM
CIIEMAJIbHBIMU BOJOCTOMKUMHU YE€pHWIAMH. BO3MOXHO HCIOJIB30BAHME INTAMIIOB M JAPYTHX
AQHAJIOTUYHBIX CPEACTB.

7.9. Ilpu npueme >IEKTPOHHBIX JOKYMEHTOB Ha XPAHEHHE B apPXHUB YUYUTHIBAIOTCA
(akTophl: OrpaHMYEHHs] Ha TPHEM JIIEKTPOHHBIX JOKYMEHTOB; 3aBEpIICHHOCTh Ipoliecca
CO3/aHMSI DJIEKTPOHHOTO JOKYMEHTAa; HAJIWYUE 3aKOHOJATENbHBIX AaKTOB, IMPEMSTCTBYIOIINX
nepefaye  AJIEKTPOHHOTO — JIOKYMEHTa;  Hajluuhe  HEOoOXOAMMOM  CONMpPOBOAMUTENIBLHOM
JOKYMEHTAIlMU; COOTBETCTBHE THIIA JIIEKTPOHHOTO OOOpPYIOBaHUS PA3IUYHBIM pEKUMaM
XPaHEHUs MIEKTPOHHBIX JOKYMEHTOB.

7.10. [ena, Mo KOTOpPHIM Cy[eOHBIC PEIICHHS HE OOpaIleHbl K UCIOJHEHHUIO B TIOPSJIKE,



NPEIYyCMOTPEHHOM HWHCTPYKLIMEH IO CcyaeOHOMY JeJIONpPOU3BOJACTBY, B apXHWB Cyda HE
[epearoTCs.

Ha yueTHO-cTaTHCTHYECKOM KapTOUKE JIENaeTCsl OTMETKA O Iepeaaye J1eaa B apXUB.

7.11. TloctynuBuive B apXuB cyla Jejia U JApyrue JTOKYMEHTHI XpaHsaTcs mo (ougam B
XPOHOJIOTUYECKOM MOPSIJIKE.

7.12. Jlena B apXWBe CHCTEMATHU3HPYIOTCS COTJIACHO OMHUCSIM JeJl M IOMEUIAlTCS B
KOpPOOKH.

Ha xopemike O0OJNIOKKH KaXI0W KOPOOKM YKa3bIBAlOTCS HadajdbHbIe M KOHEYHBIE
perucTpaloHHbIe HOMEpa JIeJl, IOMEIIEHHBIX B KOPOOKY.

8. CipaBOYHO-NIOUCKOBbBIE CPEICTBA K APXUBHBIM J0KYMEHTaM

8.1. Cucrema CHpaBOYHO-ITIOMCKOBBIX CpEACTB BKJIKOYAET APXMUBHbBIE CIPABOUYHUKU Ha
OyMaxHOM HocuTene M (WiIM) B SJIEKTPOHHOM BHJE: 0O0s3aTelabHbIE - OMNMUCU JEJl, OIUCU
3JIEKTPOHHBIX JIeJl; BCIIOMOraTelbHble (HeoOs3aTesbHbIe) - MCTOpUYEcKas clpaBKa K (DOHIY,
KaTaJIOTH, yKa3zaTelld M 0030pbI, CIy)KeOHbIE KapTOTEKH, PEeCTpbl, 0a3bl MAHHBIX M JPyrue
CIPAaBOYHUKHU.

CocraB BcioMOraTelIbHBIX APXUBHBIX CIIPABOYHHUKOB OIMPCACIIACTCA CaMOCTOATCIIBHO.

8.2. HUcropuueckas copaBka K (OHAY COCTOUT M3 TpeX paslieloB: HUCTOPHS
donmooOpazoBarens, OTpaXkawlllas HCTOPUIO CyAa CO CChUIKAMH Ha COOTBETCTBYIOILIUE
3aKOHOJATENbHbIE M HOpPMAaTHBHBbIE  aKThl  (#aThl  OOpa3oBaHMs, I[EPEUMEHOBAHMS,
peopraHu3aluy, TUKBUIAINH, CTPYKTYPY U QYHKIIMH, UX U3MEHEHHUS, IPE)KHUE HAUMEHOBAHHS ),
ucropus Gouaa (00beM, KpailHUE JAaThl TOKYMEHTOB, CTETIEHb UX COXPAaHHOCTH, JAThI Iepelavn
JIOKYMEHTOB Ha MOCTOSIHHOE XPaHEHHE) U XapaKTEePUCTUKA TOKYMEHTOB oHa (pa3sHOBUIHOCTU
JOKYMEHTOB, OCOOCHHOCTH (DOPMUPOBAHUS €IUHHI] XPAaHEHHUS U UX CUCTEMAaTH3aIMH, HAINIHE
JIOKYMEHTOB, BBIXOSIIMX 32 XPOHOJOIMYECKHE T'paHUIlbl JESITelIbHOCTH (HOHI000pa3zoBaTels,
COCTaB CIIPaBOYHOTIO ammapara K GpoHmay).

Hcrtopuueckas crnpaBka K (JOHIY COCTaBISETCS B JABYX IK3EMILISIpax (€CIU CyJ BHICTYHAeT
HMCTOYHHKOM KOMITJIEKTOBAHUSI TOCYIAPCTBEHHOT'O apXMBa), OJIMH XPAHUTCS B JIeJie Cy/a, BTOPOi
nepesaeTcsi B roCydapCTBEHHBIM apxuB. Mcropudeckass crmpaBka K (OHAY TMOIMHCHIBACTCS
COCTABUTEJIEM.

9. Y4eT 10KYMEHTOB B apXHBe Cy/ia

9.1. Yuery noayiexar Bce HaXOsIIMECS Ha apXUBHOM XpaHEHUH JOKYMEHTHI, B TOM YHCIIe
JIOKYMEHTBI 110 JUYHOMY COCTaBY, KOIIMH JIOKyMEHTOB, BKJIFOUEHHbIE B ()OH]] OJIB30BaHUs (IIpU
HaJIMYUU) U OIUCH JI€J1, OTIUCH AJNEKTPOHHBIX JIE.

OCHOBHBIMU CANHUIAMU Y4YC€Ta AapPXUBHLIX JOKYMCHTOB ABJIAKOTCSA apXHBHLIﬁ q)OHIL,
CAWHHNIA XpAaHCHU.

9.2. Cegenust 00 0o0ObeME€ W COCTAaBE EIUHUI] XPAaHEHMs] YKa3bIBAIOTCS B APXHUBHBIX
YUYETHBIX JOKyMeHTax. OOsi3aTeNbHble U BCIIOMOTaTelIbHbIE APXMBHBIE YYETHBIE JTOKYMEHTHI
BEAYTCA JIA oOecmeueHust yu€Ta NOCTYIJICHUA, BI)I6I)ITI/I$[, KOoJIM4eCcTBa, COCTaBa M COCTOSHUA
ApXUBHBIX JJOKYMEHTOB.

9.3. K 00s13aTenbHBIM yYETHBIM JOKYMEHTaM apXHBa Cya OTHOCSATCS:



nacriopT apxuBa (npmioxenue N 14 k Hacrosmeit UHCTpyKIun);

YUETHBIE CBEACHUS O JOKYMEHTaxX, XpaHsIUXCA B apxuBe cyaa (mpuioxkeHue N 15 k
HacTosAwel Maetpykuun);

KHUTa y4eTa [OCTYMJICHUs U BBIOBITHS /1€, TOKYMEHTOB (nmpuioxenue N 16 k HacTosuei
WucTpykuun);

nuct ¢pouaa (mpuioxxkenue N 18 k HacTosmen MHCTpyKIun);

omrcu jaen (mpuioxkerus N 5, 6, 7 x Hacroseit MHCTpyKium);

OIIHCH AJIEKTPOHHBIX TOKyMEHTOB (npuiioxenue N 8 k Hacrosmed MHcTpykuun);
neno dhoupa.

K BcriomoraTenbHBIM YYETHBIM JTIOKYMEHTaM OTHOCSTCS:

ciicok (oo (mpmnoxkenne N 17 k Hactosmiei MHCTPYKIMH), KOTOPBIH COCTaBISETCS
IpPU OCYLIECTBJICHUM XPAaHEHUs apXUBHBIX JJOKYMEHTOB, OTHECEHHBIX 0ojee 4eM K OJHOMY

donmy;

KHUTA BbIIaYM CJMHMI] XPaHCHHS BO BPEMEHHOE MoJb3oBaHHe (mpmiioxkeHue N 27 kK
HacToseil Muctpykuun);

peectp onuceit nen (npusioxkenue N 9 k Hacrosimiert MHCTpykumm);

Tornorpaguueckue ykaszarenu (mocTeiiaxHbeii (mpunoxenne N 36 k HacTosuen
Wuctpykunn) u noponaoseiii (npuoxkenrne N 37 k Hactosmed MHCTpyKiun) (MIpu HATUYAN
aApXMBOXPAHMWIIHIL).

9.3.1. Tacmopt apxuBa (npunoxkenue N 14 k HacTosmed MHCTPYKIIMM) COCTaBISETCS
€XKETO0JIHO, OTPAKAET COCTaB, COCTOSIHUE, 00bEM M YCIIOBHS XpaHEHUS JTOKYMEHTOB M XPaHUTCS
MOCTOSIHHO.

[TacnopT apxuBa cOCTaBISIETCS 10 COCTOSHUIO Ha | JIeKaOpst OTYETHOTO TojIa.

Ecnu cyn BeICTynmaeT MCTOYHUKOM KOMIUIEKTOBAHUS TOCYJApCTBEHHOTO apXWBa WU MPHU
HaJUYUH COOTBETCTBYIOIIETO JOTOBOPa MACMOPT apXHWBa COCTABIIETCS B JABYX JK3EMILISIPAX:
OIMH DK3EMIUISp HampaBlseTcss B TOCYAAapCTBEHHBIH apXuB, BTOPOM XpaHHUTCA B
COOTBETCTBYIOILIEM Hapsi/ie apXuBa Cy/a.

OObeMHBIE TTOKA3aTEIH JAal0TCA B YKA3aHHBIX C€AWMHHIAX U3MEPCHUA COITIACHO (bopMe
nacriopra apxunBa. I/ICHpaBHeHI/IH, BKJICHKH HE AOIYCKAKOTCA.

B anpecnoii yactu OnaHka macropTa apxuBa, pacloJIOKEHHOH B JIEBOM BEpXHEM YIIy, B
ctpoke "Komy mnpexacrasisercs” ykasplBaeTCsd Ha3BaHUME TIOCYNAapCTBEHHOIO apxuBa (IIpU
HaJTUYHH ).

B crpoke "Kem mpencraBisiercs” yKa3pIBalOTCS: MOJHOE HAUMEHOBAHUE CY/a, TOYTOBBIN
aJipec ¢ ykazaHueM UHJIEKca, KoJia ropojia 1 Homepa tenedona (daxc, e-mail).

B paznene "OOmme cBenenus" 3anonHsercs crpoka 101, KoTopast COCTOUT U3 CIEAYIONINX
rpag:

KonmyecTBO GoHm0B (Tpada 1);



JIOIAIb APXUBOXPAHUIIMINA B KBAPATHBIX MeTpax (KB. M) (Tpada 2);
3arpy’k€HHOCTh apXUBOXpaHuIuIa B npoueHTtax (%) (rpada 3).

B rpade 1 crpoku 101 ykaspiBaercss KOJHMYECTBO (POHIOB, XPAHALIMXCS B apXUBE CyIa.
Ecnu B apxuBe cya XpaHATCs JOKYMEHTBI TOJIbKO OAHOI'O CyZa, TO yKasbiBaeTcs nudpa 1; eciu
XpaHATCs JieNla, JOKYMEHTBI JPYTruX CYyJOB, yKa3bIBaeTcs LU(pPa MO KOJIUYECTBY XPaHSIIUXCS
(G OHIOB B apXUBe.

Kaxnpiii (oHa, HE3aBUCHMO OT TOTO, COCTOMT JIM OH M3 JOKYMEHTOB OJHOTO WIH
HECKOJIBKMX BUJOB, YUUTHIBAETCS B ACIIOPTE apXHUBa TOJIBKO OJUH Pas.

B rpade 2 crpokm 101 ykaspiBaeTcs IIOMIaab OTIASIBHOTO TOMEIICHUS, B TOM YHCIIEC
MOCTOSTHHOTO CYJeOHOTO TMPUCYTCTBUS, apXuWBa (apXMBOXPAHWJIMINA) B KB. M HIHM CyMMa
IUIOLIAAEH BCEX ITOMEILEHUI.

[Tnomane u3MepsieTcs TOYHO U YKa3bIBACTCSI C TOUHOCTBIO /10 JECATHIX J0JIEH KBaIPaTHOTO
MeTpa - He MeHee OJJTHOr0 3HaKa mocJie 3amnsaToi. Hanpumep: 25,4 kB. M.

[Tnomanp pabounx KOMHAT UM MOJCOOHBIX MOMEIIEHUH HE YUYUTHIBAETCS.

[Ipu oTCyTCTBHM OTETBLHOTO MTOMEIICHUS JIsl XpaHEHUSI ApXUBHBIX JOKYMEHTOB B JAaHHOU
rpade cTaBUTCS MPOUEPK.

I'pacda 3 crpokm 101 3amosHsSETCS NMPH HAIMYUKM OTICIBHOTO IMOMEIICHUS ISl XpaHSHUS
apXUBHBIX JJOKYMECHTOB B CyJI¢ (apXUBOXPAHWIHIIA) U IIPH YCIOBHH 3aIIOTHEHHS rpadbl 2.

[Tokazarens 3arpy’>K€HHOCTH APXMBOXPAHWIIMILA  SBISAETCS CTPOTrO  BBIYUCIAEMOMN
BEJIMYMHOM, IPUMEPHOE €T0 OINPEICIICHUE HE TOIyCKAEeTC .

CreneHp 3arpy’KEHHOCTH apXMBOXPAHWJIMILA pPACCUUTHIBAETCS B MPOLEHTaX IyTeM
JIEJIEHNS KOJIMYECTBA XPAHSALINXCS B HEM JIeJl HA paCYETHYI0 BMECTUMOCTb apXMBOXPAHUIMILA (B
eIMHUIaX XpaHeHus) 1 yMHoxkeHus Ha 100.

PacueTHass BMECTUMOCTb AapXUBOXPAHWJIMINA OIpEAeNsieTcs CIECAYIOMMM 00pa3oMm:
u3Mepsercss B MeTpax o0Imias MPOTSKEHHOCTh JUIMHBI CTEJJIKHBIX IMOJOK, 3aHSThIX
JOKYMEHTaMH; PACCUUTHIBACTCS KOJMYECTBO CIUHMII XPAHEHUS, HAXOMSIIUXCS Ha OJHOM
IIOTOHHOM METpe IOJIOK, JUIsl 4Yero oOIiee KOJWYECTBO €IMHHUI] XPAHEHUs JAeIUTCs Ha
KOJIMYECTBO TIOTOHHBIX METPOB; KOJHYECTBO EAMHHUI] XPAHEHUs, HAXOMIAIIMXCS Ha OJHOM
IOTOHHOM METpe, YMHOXHTh Ha OOLIYIO0 NMPOTSKEHHOCTh CTEJJIAXKHBIX MOJOK (B TOM YHCIE
CBOOOIHBIX).

®opmyna:

06H_[€€ KOJIMYCCTBO XpaHAIMINXCA ICJI 100
X

CTeTNeHb 3arpyxennoctu (%) =
pacyeTHasi BMECTHMOCTh

Ecnu apxuBOXpaHUIUI HECKOJIBKO, TO CyMMa BCEX XPaHSLIMXCS B HUX JeJ JIeJUTCS Ha
CYMMY PacyeTHOM BMECTUMOCTHU KaKA0ro U yMHoOaeTrcs Ha 100.

B paznene "CBenenust o TOKyMEHTax'" BHOCATCS CBEICHUS O JIOKYMEHTaX IMOCTOSHHOTO
XpaHEeHUs, JAaHHBIC O JIOKYMEHTaX 10 JUIYHOMY COCTaBY M YKa3bIBAETCS CIICAYIOIIEE:

B rpa(be 1 - KonmM4ecTBO CAUHUL] XpaHCHHUA HOKYMCHTOB INIOCTOAHHOI'O XPAaHCHUA U IIO
JIMYHOMY COCTaBYy, HAXOJAIINUXCA HA XpaHCHUHN B apXHUBE CyJia,



B rpade 2 - 1ata caMoro paHHEero U3 XpaHs;IIKUXCs B apXUBE CyAa JOKYMEHTOB;
B rpade 3 - KOHEUHbIe JaThl XPaHALINXCS B apXUBE CyJla TOKYMEHTOB;

B rpage 4 - o01iee KOIUYEeCTBO /1€, KOTOPbIE BHECEHBI B YTBEPKICHHBIE (COTTIaCOBAaHHBIC)
OIIK apXUBHOTO YUpPEKJICHUS OIUCH;

B rpade 5 - camble paHHHE TOHbI, 32 KOTOPHIE JOKYMEHTHI, BHECEHHBIC B OIUCH €7,
XPaHATCS B apXUBE CY/a;

B rpade 6 - caMble IO3/IHUE TOJIbl, 32 KOTOPbIE TOKYMEHTHI, BHECCHHbIE B YTBEP)KICHHBIC
(cornmacoBannblie) DIIK apXuBHOrO yupexk/IeHUs ONMCH, XPAaHATCS B apXUBE Cy/a;

B rpade 7 - KOJIM4ecTBO /i€ OCTOSIHHOTO XpaHEHUs!, HaXOAAIIUXCS Ha XpaHEHUH B apXUBe
CyJla II0CJI€ UCTEYEHMS YCTAaHOBJIEHHOTO 3aKOHOJATEILCTBOM CPOKa UX IPEAEIBHOIO XpaHEHUS B
cyne.

I'pada 8 3amomusieTcs MyTeM MOJCYETa KOJIMYECTBA EXKErOJAHO O00pa3yromuxcs ael
JTAHHOTO BUJIa B COOTBETCTBUU C HOMEHKJIATYpOH JelI.

B CTPOKE 201 H6H6C006p33H0 BHOCHUTDB JAaHHBIC O ACJIaX ITOCTOSAHHOI'O XpaHCHUS OTACIIbHO
[0 rpaXXaJaHCKHUM, A AIMUHUCTPATUBHBIM, YT'OJIOBHBIM J€JIaM, JC€JIaM 06III€FO ACJIOIPONU3BOACTBA.

B paznene "Kanpst" B crpoke 301 yka3piBaeTcsi KOTUYECTBO IITATHBIX pAOOTHUKOB apXHBa
CyJia, OIIpe/IeJICHHOE B IITATHOM paclUCaHUU Cy/ia.

Ecniu B IITaTHOM pacnMcaHUM HE MNPESyCMOTpPEHa JOJDKHOCTh IUTAaTHOTO pabOTHHKA
apxuBa CyJa, IIpu 3TOM IpejceaaTesieM cy/la Ha3HayeH paOOTHHUK, OTBETCTBEHHBIM 3a paboTy
apxuBa, B 3TOH rpad)e CTaBUTCS MPOYEPK.

B paznene "YcnoBus xpaHeHUsi JOKYMEHTOB' MOJYEPKUBAIOTCS TE€ CBEICHUSA, KOTOPHIE
COOTBETCTBYIOT YCJIOBHSIM XpaHEHUsI ApXUBHBIX JOKYMEHTOB B cyze. [Ipu Hanmuuuu B cyne IByx
u OoJee MOMEIEHUI apXuBa, CBEJCHUS 00 YCIIOBUSAX XpaHEHUS JOKYMEHTOB YKa3bIBAIOTCS Ha
KaKJI0€ IMMOMEIIECHUE OTIACIBHO.

B cinyuae xpaHeHHsI JOKYMEHTOB cyJa B OOBEIMHEHHOM CyIeOHOM apXuBe, B MACHOpTe
apxuBa JIeJIaeTCs COOTBETCTBYIOMIAs MOMETKA O KOJIMYECTBE eI, HaXOAIUXCS Ha XpaHeHUU B
TakoM apxuBe. [lmomaap momemieHuss o0bEAUHEHHOTO cyneOHOro apxuBa B pazzaene "OOmiue
CBeIeHMs" TacropTa apXyUBa HE yKa3bIBaeTCs.

B nacnopre apxuBa yka3bpIBatoTCsl paMUIIHS U TeNe(OH UCTIOTHUTENS (COCTaBUTES).

HacnopT apxXuBa IOAIMUCBIBACTCA TMpCACCHATCIIEM Cyaa ¢ TMPOCTABJICHUCM  NOAThI
noArnucCaHus, MmocCjc 3aroJIHCHUS BCEX PA3ACJI0B 3aBCPACTCA IICUATHIO CyJa.

IIpu HampaBieHHMH B TOCYAAPCTBEHHBIH apXUB K MAcCIOPTy apXuBa IPHUKIAbIBACTCS
MOSICHUTEIbHAS 3aIIUCKa, B KOTOPOH yKa3bIBAIOTCS CIEAYIOIUE CBEACHUS:

00 M3MEHCHUSIX B HAUMEHOBAHUU cyna,
0 HAJIMYUHU B CYyAC HOMCHKIIATYPBI ACIT U UHCTPYKIUHA 11O JCJTIOIIPOU3BOJACTBY;

MPUYMHB W3MEHEHHs KOJMYEeCTBAa [JeJ MO CPaBHEHHMIO C JAHHBIMH Iacropra
MPEIIECTBYIOLIET0 To1a (KOJIMYECTBO OMMCAHHBIX €], IEpPEeJaHHbIX Ha MOCTOSSHHOE XpaHEHUe
B AapXMBHOE YUPEKIEHHUE, CHSATBIX C YdeTa B CBSI3M C YTpaTOM WM HEUCHPAaBHBIMU
MOBPEXACHUSIMH);



HaJIM4uue B apXuBe cyaa QOHIO0B IPYrUX CYyJIOB;
0 KaJpOBOM COCTaBE - HAIMYKE MTATHBIX pa0OTHUKOB apxuBa cyna, ©.J1.0. paboTHUKOB;

0 MCCTC XpPaHCHUSA JOKYMCHTOB IIPpHU OTCYTCTBHUH OTACIILHOT'O ITOMCHICHUA U 0COOEHHOCTSIX
pasMEiCHUSA JOKYMCHTOB.

KoHKpeTHBIH CIUCOK TPWIOKEHUS K MaclopTy apXuBa MOXET OBITh COTJIacoBaH C
rOCy/1apCTBEHHBIM apXUBOM, Ky/Jla OH IIPEACTABIISETCA.

B cnywae ecnu apxuB CyJa pacrnoiioKEeH B HECKOJIBKMX IOMEILEHUSX, IaclopT apXuBa
COCTaBJIACTCA e,[[I/IHbe/'I Ha BCC IIOMCHICHUA. PaitorHpiMu CylaMHu KOIIMg IIaCliopTa apXuBa
HanpaBiseTcsl JUIsl CBEJCHMsS B COOTBETCTBYMoIee ympasieHue CyneOHOro aenapramMeHra B
cyobekre Poccuiickoit @eneparui.

9.3.2. JIomoJHUTENBHO K MAacmopTy apXuBa paOOTHUKOM, OTBETCTBEHHBIM 3a paboTy
apxuBa, €KET0THO 3aIOJIHAIOTCS. YUETHBIE CBEICHHS O JOKYMEHTAX, XPAHAIIUXCS B apXHBE Cy/a
(mpunoxenue N 15 k Hacrosmei MHCTpykiuu) (Mo cocTossHUIO Ha 1 nexabps), B KOTOPBIX
MIOMHUMO KOJIMYECTBA JIe] MOCTOSIHHOTO XPaHEHHsI, HAXOAIIMXCS B apXHMBE Cy/a, YKa3bIBACTCS
KOJIMUECTBO JieJ BpeMeHHbIX (cBblie 10 neT) cpokoB XxpaHeHHs], BpeMeHHBIX (10 10 1eT) cpokoB
XpaHeHHs U "0 MUHOBaHM HaAOOHOCTH" (IIPU HAJTMYUN).

YyeTHbIC CBEICHUS O AOKYMCHTAX, XPAHALINXCS B apXHUBE Cylla, COCTABJIAIOTCI B OJHOM
OK3CMILIAPE U XpAHATCS B COOTBCTCTBYIOIIEM HOMCHKIIATYPHOM HApAA€ Cyaa.

PaitoHHBIMH cyaaMu KON YYCTHBIX CBCILGHI/Iﬁ 0 AJOKYMCHTAX, XpaHAIIHUXCS B aApXHUBEC
CyJa, HalpaBIIsieTCs U CBEJCHUS B COOTBETCTBYIomIee yrnpanieHne CyneOHOro aemnapraMeHTa
B cyobekTe Poccuiickoii deneparyi.

9.3.3. B kuury yuera MOCTYIUJICHHUS U BBIOBITHSA €N, JOKYMEHTOB (mpuiokeHue N 16 k
HacTosAwel WMHCTpyKIMM) MOCIEA0BaTENbHO BHOCITCSA BCE IEPBUYHBIE W IIOBTOPHbIE
HOCTYIUIEHUs1 (BBIOBITHS) Jes, JOKyMeHTOB. Kaxmoe mocTyrieHue (BbIObITHE) B Ipenenax
OTYETHOT0 I'0J1a MOJIyYaeT MOPSIKOBBII HOMED B BaJIOBOW MOCIIEA0BATEIbHOCTH.

ExerogHo Ha 1 sHBapd MOABOAUTCA UTOT KOJIMYCCTBA MOCTYIIUBIINX U BBEIOBIBIINX 32 roa
ACJI, TIOKYMCHTOB.

9.3.4. Jlucr ¢onnma (mpumoxkenne N 18 kx Hacrosimeil MHCTpyKIMH) cocTaBiseTcsl Ha
KaX/blii apXuBHBIA (QoHA. B HEM yuuTHIBAIOTCS BCE MOCTYIUIEHUS M BBIOBITHS ONMCAHHBIX U
HEOIMCAaHHBIX JOKYMEHTOB (hoHAA.

JIuctel HOHIOB XpaHATCS B MOPSJIKE BO3pAcTaHUs HOMEPOB apXUBHBIX (POHAOB. JIMCTHI
(GoHI0B (hOpMUPYIOTCA B AEI0, K KOTOPOMY COCTABIISIETCS JTUCT-3aBEPUTED.

B JINCTC-3aBCPUTCIIC YKA3BIBAIOTCA o61uee KOJIMYCCTBO JIMCTOB JOKYMCHTOB, BKIIFOUCHHBIX
B JICJIO, HAYaJIbHBIC U KOHCYHBLIC HOMCpA apXHUBHBIX (I)OH)IOB, 06]].[66 KOJIMYCCTBO APXUBHBIX
(1)OH)10B, JIMCTBI KOTOPBIX BKIIKOUCHBI B ACJIO.

9.3.5. B neno donaa BkIItOUaeTCS KOMIUIEKC TOKYMEHTOB (MCTOPUYECKUE U TEMATUUECKUE
CIIPaBKH, JOTOBOPHI O Tiepejadye JOKYMEHTOB Ha TIOCTOSHHOE XPaHEHWE, aKThl IPOBEPKHU
HAJIMYUS U COCTOSIHUS JOKYMEHTOB, aKThl O TEXHHUYECKHX OIMMOKAaX, aKThl IPHEeMa U Tepeaay,
AKThI BBIACIICHUA ACTT U TOKYMCHTOB K YHHUYTOXKCHHUIO, AKThI 00 yYTpaTe€ U aKThl O HCUCITPABUMBIX
MOBPEXKACHUSX, aKThl 00 OOHApy)KEHUU JOKYMEHTOB, AaKThl PACCEKPEUMBAHUS W JPYTUe
JIOKYMEHTHI, OTpaKalIIue padoTy ¢ (HOHIOM, a TaKKe MEePEeCOCTaBICHHBIC JUCTHI (POHIA) TIO
HCTOPUU Cy/Ia U apXUBHOTO (OH/Ia, 00BETMHEHHOTO apXUBHOTO (hOH/IA.



Bce moxymenTsl B nene ¢oHAa pacmoyiaraloTcsi B XpOHOJOTHUYECKON TOCIICIOBATEIHHOCTH
ux cocraBieHus. Ha mokymeHTHI (POHIA COCTaBISETCS BHYTPEHHSS OMKCh, JIMCTHI Jena
HymepyroTcs. [To mepe nononaenus nena GoHaa BHYTPEHHSIS OICH JTOTIOTHSICTCA.

9.3.6. Jlns MOEOMHUYHOTO M CYMMAapHOTO Y4eTa apXHMBHBIX JOKYMEHTOB, 3aKpeIUICHUS
MOpsIIKa UX CHUCTEMAaTU3allMH, Y4eTa MU3MEHEHUN B COCTaBE M O0ObEME APXUBHBIX JOKYMEHTOB
COCTaBJISIETCS OMUCH JIETl, OMUCH AIIEKTPOHHBIX el (pa3nen 3 Hactosuiet MHcTpykumn).

9.3.7. Crucok ¢onnos (mpunoxenne N 17 k HacTosme MHCTpyKuMn) BeeTcs B apXuBe
CyZa, XpaHs;IeM JTOKYMEHTHI Oojiee ueM ogHoro ¢onma. Kaxaplii apXuBHBIN (DOHI BKIIOYAECTCS
B CIUCOK (DOHIOB TOJBKO OJMH pa3 MPU IEPBOM IMOCTYIJICHUH AapXHUBHBIX JOKYMEHTOB
ykazanHoro ¢onma. Kaxmomy ¢onay npucBamBaeTcs WHAWBUAYAJIbHBIH HOMEp, KOTOPBIHA
COXpaHsieTcs 32 HUM BO BCEX YYETHBIX JokyMeHTax. Homepa ¢onmam mnpucBamparoTcs B
BAJIOBOM IOPSIZIKE.

B cnydyae nepemaunm apxuBHOro (oHjaa B JpPYyrodl apXuB, BKIIOYEHHMS €ro B COCTaB
O6’bel[I/IHeHHOI‘O APXHUBHOT'O (1)OH,Z[3, WM BBIACJICHUA BCCX JOKYMCHTOB K YHHYTOKCHHIO
0CBOOOAMBIINIICS HOMEP APYTOMY apXMBHOMY (OHy HE ITPHCBAUBACTCSL.

OObenuHEeHHbIE apXUBHBIE (DOHBI YUUTHIBAIOTCS HA 0OIIMX OCHOBaHUIX. OObEJUHEHHOMY
apxuBHOMY (hoHy, 0Opa30BaHHOMY U3 apXUBHBIX (POHIOB, PaHEE YUTEHHBIX CAMOCTOSTEIBHO,
NPUCBAaUBACTCS HOMEP OJTHOTO U3 ApPXUBHBIX (DOHIOB, BKIFOYEHHBIX B €T'0 COCTAB.

Howmep apxuBHOrO oHIa Cyna - HICTOYHHKA KOMIUIEKTOBAHUS TOCYJapCTBEHHOTO apXHBa
BHOCHTCSI B CITUCOK (DOHJIOB TI0]] HOMEPOM, KOTOPBIN IPHCBOCH €My B TOCYIapCTBEHHOM apXHUBe.

Hazpanue APXHUBHOT'O (1)0H,I[a BHOCHUTCA B CIIMCOK q)OHI[OB Ha OCHOBAaHHMH HCTOpH‘I@CKOﬁ
CIIPpAaBKH K (bOHI[y HJIX TUTYJIBHOI'O JINCTA OIMUCH ACJI, OIIUCHU 3JICKTPOHHBIX JCJI.

Ha3Banue apxuBHOro ()oHJa COCTOUT U3 IOJHOIO HAaMMEHOBAHMA Cyla C yKa3aHHEM €ro
MECTOHAXOXKACHUSA, JaT CO3[JaHMs U JHMKBUAAaUuU. Eciaum HauMeHOBaHME M3MEHSAJIOCh, TO B
cnucke (OH/I0B YKa3bIBAETCS €To MOCJIEeHEE Ha3BaHUE B paMKaX MEepPHOJa, 3a KOTOPBIM MPUHSATHI
JOKYMeHThI. Bee npeapinyiue n3MeHeHusl B HAMMEHOBAaHUM OTMEYAI0TCs B JICTE (DOHJIA.

Ha3Banune 00bEeIMHEHHOTO apXWBHOTO (HOHAA COCTOMT M3 OOOOIICHHOTO Ha3BAHUS
BKJIFOUEHHBIX B HETO apXWBHBIX (OHNIOB. B MUCT oHa BKIIIOUAIOTCSA BCE HAMMEHOBAHUS CYJIOB,
JIOKYMEHTBI KOTOPBIX BKJIFOUYEHBI B 00beTUHEHHBIN (POH]I.

Exerogno CIIUCKY (I)OHI[OB COCTAaBJISICTCS HUTOTOBaA 34allUChb O KOJIUYCCTBEC aAPXHBHBIX
q)OH,Z[OB, MOCTYIIMBHIUX U BBIOBIBIIIMX B TCUCHHE roga, u O6H.ICM KOJNMYCCTBC apXUBHBIX CI)OHI[OB,
HaxXoJJgIHXCA Ha XPAaHCHUHW B apXMBC IO COCTOAHHIO Ha 1 AHBaps, CICAYIOIICTO 3a OTUCTHBIM
TroaoM.

Crnrcok (OoHIIOB MOAIIMBAETCS B TBEPAYIO OOJOXKKY, JTUCTHl HYMEPYIOTCS, COCTaBISIETCS
JIUCT-3aBEPUTEIND.

9.3.8. B nemsix ydera onucel e B apXvBe Cyza BEAETCs peecTp onucei (mpunoxkenue N 9
K Hacrosimed MHCTpykuun), Mo KOTOPOMY BENETCS MOEIWHUYHBIA U CyMMAapHBIA y4eT Oomucei
Jel.

Omnmce nien, cocrosiniasi U3 HECKOJIBKUX TOMOB, YUUTBIBAETCA B PEECTPE OMMUCEN KAK OJIHA
onuck. Homepa onucsM nmprcBauBaroTCsl B COOTBETCTBUU C JIUCTOM (DOHIA.

Onucu ngen  cyneOHbIX KOJUIETHUHM, CYIAEOHBIX COCTaBOB, IIOCTOSIHHBIX —CYyAEOHBIX
IIPUCYTCTBHH, CTPYKTYPHBIX [TOIPA3EIICHNN Cy/ia HE MTOJIEXKAT YUETY B PEECTPE OIUCEN.



B peectpe ommceit GpuKCHpPYIOTCS OCHOBHBIE NaHHBIE MO COCTaBY KaXKIOW OIMMCH e,
OTIMCH 3JIEKTPOHHBIX JIe]: HOMep (OHIa, HOMEp OIKCH, BUJ TIOKYMEHTOB, BKJIIOUEHHBIX B OIHUChH,
KOJIMYCCTBO CIUHUL] XPAHCHU A, KOJIMYCCTBO JIMCTOB B OIIMCHU U €€ SK3CMILISAPOB.

E)KCFO,I[HO 110 COCTOSHUIO Ha 1 SHBaps B peCCTpEC OITMCEH COCTABIIIETCSI UTOrOBasI 3aIHUCh O
KOJIHUYECTBE OIIHCEH ACJ, XpaHAIIUXCAd B apXUBC CyJdad, a TAKIKC HAaHHBIC O IMOCTYIHMBIIUX H
BBIOBIBIIIUX 3a Iroa OIIMCAX OCII.

9.4. YuerHple 0a3bl JaHHBIX BEAYTCS MPU HAJTUMYUHU B Cy[€ TEXHHMUYECKHX M MPOrPAMMHBIX
CPEZCTB HapaBHE C 0053aTeIbHBIMU APXUBHBIMU YUETHBIMU IOKYMEHTAMHU.

9.5. ApXuBHbBIE YYETHBIE JOKYMEHTBI, B TOM YHCJE [0 OAHOMY SK3EMIUIIPY OIUCH €I,
pa3MeIIaTCs B IOMEIIEHNUH JUIsl XPAHEHUS YYETHBIX JOKYMEHTOB WM HA OTAEJIBHOM CTEILIaXKe
B pa0Ooueii koMHaTe pabOTHUKA, OTBETCTBEHHOTO 32 paboTy apXuBa cy/a.

Bropoii sk3emmisip ommcH e pa3sMemaeTcs B apXHWBOXPAHWIMIIE OO0OCOOJIEHHO OT
€MHUII XPaHEHUSI.

9.6. ApxuBHBIC Y4YETHBIE IOKYMEHTBI, KPOME OMHCEW [IeJI, OMHUCEH DIIEKTPOHHBIX [l
IpeHa3HAYaroTCs Ul CIIy>KeOHOTO MOJIb30BAHUS U IOJIb30BATENIIM apXUBHBIMH JTOKYMEHTaMU
HE BBIIAOTCS.

9.7. Yuer MNOCTYIUJICHUA U BBLIOBITHSA ACJI, TOKYMCHTOB B apXHUBC CyJlda OCYHICCTBJIISACTCA Ha
OCHOBAHHMU:

OIMUMCHU ACJ, OIIMCHU JSJCKTPOHHBIX ACI CYI[66HI)IX KOJIJIeFI/If/'I, CYI[e6HI)IX COCTaBOB,
IIOCTOAHHBIX Cy,[[C6HLIX HpPIC}’TCTBPIﬁ, CTPYKTYPHBIX HO,Z[pBB,Z[CJICHPIﬁ H ToaoBOro pasiaeia
CBOI[HOfl OIIKMCH ACJI, OITUCH DJICKTPOHHLIX JOKYMCHTOB,

HOMEHKJIATYphI JIeJ MPU OTCYTCTBUHM OIMCEH JeN, ONMUCEH 3JIEKTPOHHBIX JIed CYAeOHBIX
KOJUIETMM, CydeOHBIX COCTaBOB, IIOCTOSIHHBIX CYJIEOHBIX IPUCYTCTBUH, CTPYKTYPHBIX
IOApa3IeJICHUN;

aKTa 0 TEXHUYECKHX OIIMOKax B yYETHBIX JOKyMeHTax (mpuioxenue N 19 k HacTosmeit
WucTpykuun);

aKkTa 00 OOHapyXEeHHMH JOKYMEHTOB, HE OTHOCSIIUXCA K JaHHOMY (pOHAY, HEyUTEHHBIX
(mpunoxenue N 20 k HacTosel MHcTpykIum);

aKTa O HEOOHapy)XeHHUH apXUBHBIX JOKYMEHTOB, NYTH PO3BICKA KOTOPBIX HCUEpPIIaHbI
(mpunoxenue N 21 k HacTosedt MHcTpykimum);

aKkTa MpHeMa-Tepenayd apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxkeHne N 22 k
HacToseil MacTpykuun);

aKTa O HEUCIPABUMBIX IOBPEXKACHUAX apXMUBHBIX JOKYMEHTOB (mpmiokeHne N 23 k
HacTosAwel MacTpykuun);

aKTa O BBIJECJICHUM K YHUUYTOKCHHIO apXHMBHBIX JOKYMEHTOB, HE MOJJIEKAIINX XPAHEHUIO
(mpunoxenue N 13 k HacTosmei MacTpykuun).

9.8. Ha ocHOBaHMM JOKYMEHTOB, yKa3aHHbIX B INyHKTe 9.7 Hactosmed WHcTpykumu,
BHOCSITCSI HEOOXO/IMMbIe U3MEHEHHUsSI B 00513aTENIbHbIE ApXUBHBIE YUETHBIE JOKYMEHTBHI:

B KHUT'Y y4€Ta NOCTYIUICHUSA U BBIOBITHS A1, HOKYMCHTOB U B JIUCT (I)OHIla - I[IpU KAXKIOM
W3MEHEHUH B COCTaBE U 00beMe APXUBHBIX TOKYMCHTOB;,



B CIHMCOK (DOHIOB - MPH MOCTYIUIEHUH HOBOTO apXUBHOTO (DOH/AA WM BHIOBITUM BCEX €,
JIOKYMEHTOB HaxOJMBIIETOCS Ha XpaHeHUW apxuBHOro (oHma. B rpade "OTmerka o BHIOBITHH
donma" cnucka (HOHIOB yKa3bIBaETCsl MECTO (azipec) BBIOBITHA apXMBHOTO (OH[A, a TAKXKE JaTa
¥ HOMEp JIOKYMEHTa, Ha OCHOBAaHUH KOTOPOTO OH BBIOBLI;

B peeCTp OITHCEM ACJI - IpU MOCTYIVICHUHA HOBOM OITHMCH A€ UIIn BBIOBITHU BCEX CANHUIL
XPpaHCHUA HaXOHHBmeﬁCH Ha XpaHCHHUU OIIMCH. HOMep BBLIOBIBIIIEH OIMCH APYTUM OIIUCAM €1,
OIMUCAM 3JICKTPOHHBIX €I HC IPUCBANBACTCA U OCTACTCA CBOGOI[HLIM;

B OIIKUCH ACJI, OIIMCHU SJICKTPOHHBIX ACII - IIPU KaXXAOM ITOCTYILICHUH U (I/IJ'II/I) BBIOBITHH Je,
JOKYMCHTOB, 3JICKTPOHHBIX ACJI, YYTCHHBIX B HaHHOﬁ OIIMCH.

COOTBeTCTBYIOH_[I/IC HU3MEHCHUA BHOCATCA BO BCIIOMOI'aTCJIbHBIC ApPXHMBHBIC YYCTHEIC
JOKYMCHTEIL.

10. ITpoBepka HATUYHUSA U COCTOSIHUSA TOKYMEHTOB
(3/1eKTPOHHBIX /1eJ1) B apXHBe, MOPA/I0K Nepeaavyu apXuBHbIX
JOKYMEHTOB IPH CMeHe MpejceaaTess cyaa

10.1. ApXuBHBIE JOKYMEHTBI HPOBEPSAIOTCS Ha MpeaMeT UX (PAaKTUYECKOTO HaIM4us U
($u3MYECKOro COCTOAHUS (Aajee - MPOBEpKa HAIMYKS) B INIAHOBOM MOPSIKE.

IIpoBepka HamuuMsi apXWBHBIX JIOKYMEHTOB IIPOBOJUTCS KOMHCCHEH, Ha3HadaeMou
npejcenareneM Cyaa, B COCTaB KOMUCCHH 0053aTeNIbHO BKIIIOYAETCSl pA0OTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cy/a.

[IpoBepka HanM4Ms apXMWBHBIX JOKYMEHTOB PallOHHBIX, TOPOACKUX, MEKPAWOHHBIX CYZOB
OPOBOJUTCS C ydacTueM pPAaOOTHUKOB COOTBETCTByromero ympasieHuss CyneOHoro
nermapTaMeHTa B cyobekre Poccuiickoii @eneparum.

10.2. ITpoBepka HAJIMYKS TTPOBOAUTCS:

B CPOKH, YCTaHOBJIGHHBIE IIpeJceaTeNIeM Cy/a, HO He peXe OJHOro pasa B 5 JeT (B TOM
ymciie ¢ moMeTkoi "Jlis cinyxebHoro nojap3oBaHus");

IpU CMEHE TpeJcenarens cylaa, pyKOBOAUTENs apxuBa (paOOTHHMKA, OTBETCTBEHHOTO 3a
paboty apxuBa);

IIpU MOATOTOBKE APXHUBHBIX JOKYMCHTOB K II€pEaAvC B FOCY)IapCTBCHHHﬁ apXuB (,I[J'IH cyna,
BBICTYITAOIICTO UCTOYHUKOM KOMHJ’IGKTOBaHI/Iﬂ);

[IOCJIE MacCOBOT'0 IIEPEMELICHHS ApXUBHBIX IOKYMEHTOB, UYpE3BbIYAHON CUTyalluK U (WIIN)
JIpYyruX OOCTOATENbCTB, B pe3yiabTaTe KOTOPbIX OHM MOMNIM Obl OBITH yTpauyeHbl WU
MTOBPEXKICHBL;

IIPY pEOPraHU3alMHU Cya.

10.3. IIpoBepka Hanuuus JOKYMEHTOB IPOBOJUTCS MOCPEACTBOM BH3YyaJbHOIO OCMOTpaA
€MHMI] XPAaHEHHsS] U CBEPKM ONUCATEIbHOM CTAaThU OMHUCH JeNl C 3arojOBKOM (ONMHCaHUEM) Ha
00JI0KKE €IMHUILIBI XpaHEHHUSI.

10.4. IIpoBepka HanmM4Usl JOKYMEHTOB BKJIFOUYAET:

BBIBEPKY apXMBHBIX YYETHBIX JOKYMEHTOB M YCTPaHEHUE BBISBICHHBIX B HHUX
HETOYHOCTEM;



YCTAHOBJICHHUC (l)aKTI/I‘ICCKOl"O HaJIWn4duAa CAUHHL XPaHCHHUA B COOTBETCTBUHU C apXHWBHBIMU
YUYETHBIMH JOKYMCHTaMU,

BBISIBIICHHE HEMPABUIHHO 0(OPMIICHHBIX €MHUI] XpaHEHU (1en);

BBISIBJICHUE M NTOCTAHOBKY Ha YYeT JOKYMEHTOB U €IMHHUI] XpaHEHHUs, TpeOyomux Gpu3nko-
XUMHUYECKOH, MPO(YUIAKTUYECKON H/IITN pECTaBPallMOHHO-TIPOPUIAKTHUECKOW 00pabOTKH;

OpraHM3aIMI0 PO3bICKA OTCYTCTBYIOUINX JOKYMEHTOB.
10.5. Tlpu npoBepke HATUYHS TOKYMEHTOB HEOOXOAMMO:

COXPAaHATh MNOPAAOK PacCIlONIOKCHUA CAWHUL XPaHCHUA COTJIaCHO TOHOI‘paCI)I/I‘ICCKI/IM
YKa3aTeClIsIM;

MOMEMIaTh Ha MeCTa HaJIeKaIlero XpaHeHHs OOHApy)KEHHbIE BO BpEMsl IPOBEPKH
HENPAaBWJILHO Pa3MEUICHHbIE €IUMHULbI XPAHEHUS;

U3bIMaTh C MOCIEAYIOIIEeH H30MSIHUed JOKYMEHTHI, €IUHHIIBI XPaHEHHs], 3apaKCHHbIC
TUICCCHBIO W (MJTW) JPYTHUMH OMOJOTHYECKHMH BPEIUTEISIMHU (IJ11 JTOKYMEHTOB Ha OyMa)kKHOM
HOCHTEIIE);

npocraBiasaTh otMeTky "ITIPOBEPEHO" ¢ ykazaHueM Homepa M JaThl akTa MPOBEPKH B
KOHIIE IPOBEPEHHOM OIUCH JeIl.

10.6. Ilo pe3ynapTaraM MPOBEPKH HAIWYHUS JOKYMEHTOB JIOJDKHBI OBITH COCTAaBJICHBI U
MOJIIMCaHbl KOMHICCHEH, a 3aTeM YTBEPKICHBI IPeICeAaTeNIeM Cya:

aKT TNPOBEPKM HAJIMYUS U COCTOSHUS apXMBHBIX JOKYMEHTOB (mpmioxkeHue N 24 k
HacTosel Muctpykuun);

aKT O TEXHUYECKUX OUIMOKax B YUETHBIX JOKyMeHTax (mpuioxenue N 19 k HacTosmen
WHCcTpyK1MM), KOTOPBIM COCTaBIsieTCsl B CJIy4yae BBISIBICHHS HECOOTBETCTBUS 3amHcedl B
apXUBHBIX YYETHBIX JOKYMEHTaX (pakTH4YeCKOi HH(popMaImy;

akT 00 OOHapyXeHHHM AapXHBHBIX JOKYMEHTOB, HE OTHOCSIIUXCS K JaHHOMY (oHAY,
HeyuTeHHbIX (mpuiioskeHne N 20 k HacTosmed MHCTpyKIMKM), KOTOPBIA COCTaBISETCS B Clay4yae
OoOHapy’KeHHsI HEYYTEHHbIX apXUBHBIX JOKYMEHTOB, HE OTHOCSIIUXCA K JAHHOMY (OHAY.

HpOBepKa HaJIM4Yrud OJOKYMCHTOB CUHUTACTCA 3aBepmeHH0171 IOCJIC YTBCPKACHHA aKTa
MMPOBEPKHU HAIUYHA U COCTOSHUA ApPXUBHBIX JOKYMCHTOB, IIOCJIC BHCCCHHUA IO PC3YyJIbTaTaM
IMPOBEPKHU H€O6XOI[I/IMI)IX H3MCHEHHI B APXUBHBIC YYCTHBIC JOKYMCHTHI.

10.7. Ecmu HpOBCpKOﬁ HaJIMYugd HOOKYMCHTOB YCTAHOBJICHO OTCYTCTBUC IOKYMCHTOB,
JOJIKEH OBITH OpraHru30BaH UX PO3BICK, HpOBO}IHMBIfI B TCUCHUC OJHOI'O roJga C JaThbl BbIABJICHU A
HUX OTCYTCTBUA. I[OHYCKaeTCH MMpOMJICHUE CPOKaA PO3bICKAa NOKYMCHTOB Ha 1 rona.

B cnyuyae oTpunarenbHBIX pe3ylbTaTOB PO3bICKA COCTABISIETCS aKT O HEOOHapyKEHHH
apXMBHBIX JOKYMEHTOB, MYTH PO3bICKAa KOTOPBIX ucuepnaHsl (mpuinoxkenue N 21 k HacTosimiei
WHCTpyKLIMKM), YTBEpXKIAeMbIil TpejaceAareneM Ccyga IO COIVIACOBAHUIO C AKCHEPTHOH
koMmuccuen cyna. K akTy npunaraercs cmpaBka O IpoBeneHHHM posbicka. Cya - HCTOYHUK
KOMIUJIEKTOBAHUSI TOCY/JapCTBEHHOIO apxXWBa B cly4ae HEOOHapYyKEHUs JIOKyMEHTOB,
OTHECEHHBIX K cocTaBy ApxuBHOro Qonma Poccuiickoit deneparuu, 10MKEH MPEACTABUTH aKT O
HEOOHAPYKEHWU apXUBHBIX JOKYMEHTOB, TIIyTH pO3bICKa KOTOPBIX HCYEepHaHbl, B
COOTBETCTBYIOIIMI TOCYJAPCTBEHHBIM apXWB WJIM YHNOJHOMOYEHHBIH OpraH HCIIOJHUTEIBHOU



BIacTu cyobekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jeja M JACTOMPOU3BOACTBA IS
MIPUHSTHUS PEUICHUS O CHATUN YTPAYCHHBIX €IMHUILL XPaHEHHUS C yUeTa.

10.8. ApXuBHBI  JIOKYMEHT, COCTOSSHUE€ KOTOPOTO  MCKIIOYAeT  BO3MOXKHOCTD
BOCCTAHOBJICHHMSI €r0 MAaTepUaIIbHOIO HOCHUTENS U HCHOJIb30BaHUS (BOCIPOU3BEICHUS)
coJieprkanieiicst B HeM WH(OpMAaIUY, IPU3HACTCS HEUCTIPABUMO TTOBPEKICHHBIM.

10.9. IIpu BBIABIEHUU HEUCTIPABUMO MOBPEXKIEHHOTO apXUBHOT'O JOKYMEHTA COCTaBIISAETCS
aKT O HEMCIPAaBUMBIX NOBPEXKICHUAX APXUBHBIX TOKYMEHTOB (mpuiioxeHue N 23 k HacTosen
WHucTpyKIum), KOTOPBIM yTBEpKIaeTcsl MpejceaTeieM CyJa MO COTrJIACOBAaHHUIO C AKCIEPTHOM
KOMMCCHUEHN CcyJa.

B cnywae BbIsSBICHHMS HEUCHPABUMO IOBPEXKIEHHOTO JOKYMeHTa ApXxuBHOro ¢HoHma
Poccuiickoit ®enepanuu  akT O HEHCIPABUMOM IOBPEXKJACHUU apXUBHBIX JIOKYMEHTOB
HanpasisieTcss Ha paccmorpeHue OIIK apXuBHOro ydpexaeHus I0C]Ie COIVIACOBAaHUS C
sKcriepTHOW komuccuei. I[locrme BbIHECEHHS pelleHuss O MPU3HAHUM apXHUBHOTO JTOKYMEHTa
HEUCIPAaBUMO IOBPEXKJIEHHBIM aKT YTBEP)KIAE€TCs IpeAceaaTesieM CyAa U COOTBETCTBYIOIUE
M3MEHEHUS BHOCSTCS B ApXUBHbBIC YUETHBIC TOKYMEHTHI.

10.10. IIpu cmene npeacenaTens cyia npueM-rnepeaada apxXuBHbIX JOKYMEHTOB, apXHUBHBIX
YYETHBIX JJOKYMEHTOB H CIIPAaBOYHO-IIOMCKOBBIX CPEJCTB K HHUM (Zajiee - mpueM-niepeada Jiel)
OCYILIECTBJISICTCS. KOMUCCUEN, HA3HAYAaEMOM MPEJICENATENIEM CYIa.

HpI/I InmpueMe-nepeaaduc acji MpoBOJUTCA CINIOHIHAA HIIA BLI60pO‘IH8.5I IIPOBCPKA HAJIUYIUA U
COCTOAHUA JOKYMCHTOB, ApXUBHBIX YYCTHBIX JOKYMCHTOB U CIIPABOYHO-IIOMCKOBLIX CPEACTB.

[Tpuem-niepenaua gen odopmisiercss aktoMm (mpwiokenue N 38 k  Hacrosiei
WucTtpykiun).

11. Opranuszanus UCNnoJIb30BaHHUS JTOKYMEHTOB apXuBa

11.1. Hcnonb3oBaHHE MOKYMEHTOB apXMBa CyJa MPOBOJUTCS TOJBKO C pa3pelIeHUs
npejceaarens cyaa (yIoJIHOMOYEHHOTO UM 3aMECTUTES MpeceiaTels Cya).

PaboTHHK, OTBETCTBEHHBIH 3a paboTy apXuBa cyzaa:
BBIIAET JOKYMEHTAJIbHbIE MaTepHallbl B CTPYKTYPHBIE NOJIpa3esiCHuUs;

HampaBJIKICT HAa OCHOBAHHWU IMUCBMCHHOI'O 3aIlpoca MaTepualibl B JOPYruc OpraHbl,
OpraHu3allvui U YUPCIKACHUA 110 YKA3AHUTIO IPCACCAATCIIA Cyaa,

uHQOpMHpYeT MpeaceAarens CcyJa O COCTaBeé U COAEPKAHUU JIOKYMEHTAIbHBIX
MaTepUasoB;

BBIJIACT CIIPAaBKH U BBIIIUCKHU U3 APXUBHBIX JOKYMCHTOB.

11.2. Bpimaua eauHWIl XpaHEHHWS U3 apPXUBOXPAHWIWINA TMOJIJICKUT 00s3aTeNbHON
¢duKcaluy B KHUTE BbIIaYM €IMHUIl XpaHEHUSI BO BPEMEHHOE MOJIb30BaHue (mpuioxkenne N 27 k
Hacrosert MacTpykmm).

11.3. Beimauy nien Ha OyMaKHOM HOCHTENE U3 apXUBOXPaHWIHINA U TIPUEM UX 00paTHO, B
TOM YHCJIC IIOJHUCTHYIO MPOBCPKY HAIWYHUA U COCTOAHUA JOKYMCHTOB IICPEO BBI}Ia‘-IefI nu3
ApXUBOXPAHWIUIIA U TIPU BO3BpATe, MPOU3BOIUT paOOTHUK, OTBETCTBEHHBIN 3a paboTy apXxuBa
Cyna, B MPUCYTCTBUH JIMIIA, MTOTyUaromero (BO3BpAIIaroIIero) aena.



B cnydae ecnu nocne Bo3BpaileHus jei1a pabOTHUKOM, OTBETCTBEHHBIM 3a paboTy apXuBa
Cyla, BBISBJICHO U3BATHE, MOBPESXKICHHE MaTepuajoB Jella, a TakXKe BHECEHHE B HUX
UCTIPABJICHUH U JIONHUCOK, 00 3TOM HE3aMEIUTENIFHO COOOMIAETCs MpeaCcCeIaTeli0 Cyia UIIH ero
3aMECTHUTEIIO.

11.3.1. Enqununbl XpaHeHus, BbIaBaeMble BO BPEMEHHOE I0JIb30BAHME, JIOJDKHBI HUMETh
ApXHUBHBIA MU(P, MPOHYMEPOBAHHBIE JIMCTHI, JUCT-3aBEPUTEIb JEJIa W JIUCT HCIIOIb30BaHUS
JNOKyMeHTOB (npuioxenue N 28 k HacTosael MHcTpykuum).

Bbmaqa CAWHUL XpaHCHHUA, HaAXOIAIIUXCId B HCYIAOBJICTBOPHUTCIBHOM (1)I/I3I/I‘IGCKOM
COCTOSAHMHM MW HE IpomCANNX TCXHUYCCKOI'o Oq)OpMJIeHI/ISI n OIMCaHusi, MOXCT OBITH
OI'paHHUYCHA.

11.3.2. IlogroroBka apXuMBHBIX JOKYMEHTOB K BblJau€ W3 apXMBOXPAHMUJIMILA BKJIIOYAET
BBIEMKY apXHUBHBIX JIOKYMEHTOB, CBEPKY apXWMBHOTO IIU(pa W 3arojOBKOB C OMHCHIO [IEl,
IPOBEPKY (PU3NUECKOr0 COCTOSIHUSA JeIa.

11.3.3. DnieKTpOHHbIE TOKYMEHTHI BBIJIAIOTCSA U3 apXUBOXPAHWIMILA B BUAE IEKTPOHHBIX
KONMH WM KOmuii Ha OyMaKHOM HOCHTeNe, KOTOpBIE CO3/Al0TCi Ha OCHOBe paboyero
IK3EMIUIApa KOHTEHHEPa JIEKTPOHHOTO JTOKyMeHTa. Ha apXMBHBIX KOIUSX, BKJIIOYAsl apXUBHBIC
KOMUU Ha OyMa)KHOM HOCHTEJIE JIEKTPOHHBIX TOKYMEHTOB, apXUBHbIC MNPl IPOCTABISIOTCS
Ha 000pOTE KaXKJIOTO JINCTA APXUBHOW KOTHH, a 3aBEPUTENIbHAS HAJIHUCh U OTTUCK TeYaTH - Ha
000pOTE MOCIJICAHETO JUCTa KOTIHH.

[lo 3ampocy nui, UMEOUIMX MPAaBO HAa MOJYYEHHE KONUN JOKYMEHTOB, U IPU HAIUYUU
TEXHUYECKOH BO3MOXXHOCTHU apXUBHBIE CHPABKU (BBIIMCKU) MOTYT BBIAABATHCSA B 3JIEKTPOHHOU
dopMe Ha  OINEKTPOHHOM  HocuTene JuOO  ImepechulaTbes MO MH(GOPMAMOHHO-
TEJIEKOMMYHUKALUOHHBIM CETSIM.

DONEeKTPOHHbIE apXUBHbBIE CIpPaBKU (BBIIUCKHM) 3aBEPSIOTCS DJIEKTPOHHOM IMOJIHUCHIO
npelceaarens Cyaa Ui €ro 3aMECTUTEIS.

@akT BbIIAYM KOMMHA HIEKTPOHHBIX JOKYMEHTOB (PUKCHpyeTcs B JKypHajie BblIauu
AIIEKTPOHHBIX IOKYMEHTOB.

JocTtyn cyaei u paOOTHUKOB cyla K JIEKTPOHHBIM JOKYMEHTaM apXHuBa MpPHU HAIUYUH
MH(OPMALIMOHHON CHCTEMbl MOXKET OCYIIECTBISATHCS HEMOCPEICTBEHHO € pabouyux MecT B
COOTBETCTBUM C YCTAaHOBJICHHBIMU IIPUKAa30M IIpeAcenaTeNss cyAa IpaBaMH JOCTyHa K
JIOKYMEHTaM.

Ilo pewmenuro mpexacenarens cyAa apxXUB CyJda MOXET IPENOCTaBIATH CYIAbAIM H
pabOTHUKaM cy/ia 3JIEKTPOHHbBIE JOKYMEHTHI 0 JOKaJIbHOI ceTH cyna. B aTom cinydae Beaercs
AJNIEKTPOHHBIA >KYpH&JI ydeTa BbIJAYM DJEKTPOHHBIX JOKYMEHTOB H3 AapXuBa, B KOTOPOM
bukcupyroTcsa: nata BblIauM, (aMuwiIMsg, HMHULUAIBl 3aIpOCHBIIETO JIOKYMEHT, Ha3BaHUE
CTPYKTYPHOTO IIOJIpa3/IeJICHNUs, 3ar0JIOBOK M YYETHBIM HOMEP BBIIAHHOIO JOKYMEHTA.

11.3.4. JIokyMeHTBI BBIJAIOTCS U3 apXUBOXPaHWINIIA Ha CPOK, HE TPEBBIIIAIOIINI:
OJIHOTO Mecs1Ia - JI7Isl UCTIOIb30BaHUS CYAbsIMH, pAOOTHUKAMU Cy/Ia;
IIECTU MECSIEB - CYACOHBIM, IPAaBOOXPAHUTENBHBIM U UHBIM YIIOJTHOMOYEHHBIM OpPTaHaM.

IIpoayieHne yCTaHOBJIEHHBIX CPOKOB BBbIJA4M JIOKYMEHTOB JOIYCKAaeTCsl C pPa3peLICHUs
npejcenaTens CyAa Ha OCHOBAaHMM JTOKYMEHTa (IMCbMa, CIIy’K€OHOH 3alMCKH) MOJIb30BATENS O
MOJTBEPXKICHIUH 00eCTIeYeHHsI COXPAHHOCTH JIOKYMEHTOB.



11.3.5. Bpimaua apXWBHBIX JOKYMEHTOB BO BpPEMEHHOE IIOJb30BaHHE CYyJICOHBIM,
IIPaBOOXPAHUTEIbHBIM U HHBIM YIIOJTHOMOUYEHHBIM OpraHaM IPOM3BOJAUTCSA HA OCHOBAaHUM aKTa O
BbIJIaY€ apXMBHBIX JOKYMEHTOB BO BPEMEHHOE I0Jb30BaHUE (MpuiioxkeHue N 25 K HacToAlEel
Wuctpykuuu). Ilpm HanpaBiaeHHMH 3alpallduBacMbIX AapXHUBHBIX JIOKYMEHTOB IIOYTOM MIIU
npyrumMu Buaamu cBsisu B rpade "Ilpumedanus" akTa yka3bIBalOTCS PEKBH3UTHI JOKYMEHTa-
3alpoca M CONPOBOAMTENBHOIO MHMCbMa CyJa, a TakXKe PEKBU3UTHI BXOJISIIErO JOKYMEHTa,
KOTOpPBIM OHHU OBUIM BO3BpallleHbl. B 3TOM ciy4yae mnpocTaBieHHE NOAMHCH pabOTHUKA
OpraHu3alUK-I0JyyaTess B akTe He TpeOyeTcs..

Bbigaua apXuBHBIX JOKYMEHTOB CYIbSM, PYKOBOAMTEISAM CTPYKTYPHBIX IOJApa3JeeHUN
cyJa B LEIIX peanu3allMd HUX CIY)KeOHBIX O00s3aHHOCTEH NPOM3BOJUTCA IIPU COIVIACUU
npezcenarens cyaa (3aMecTUTeNs MpeacenaTens Ccy/na) Ha OCHOBAHUU CITY)KEOHOH 3allMCKu Ha
BbIIayy €IVHMI] XPAHCHUS.

.HI/II_IO, MOJIYyYHMBHICC ICJIO U3 apXHuBa CyJad, OTBCYACT 3a €TI0 COXPAHHOCTD.

11.4. Ha MecTOo BbIJaBa€MbIX E€IUHUI] XPAaHEHUS W OIMMCEH €N JI0JHKHA TMOMEIaThCs
(MoaKIIaIbIBATHCS) KapTa-3aMECTUTENh SAMHUIBI XpaHeHus (rpuinoxkeHne N 29 k Hacrosmen
WNuctpykiuun). [lpu Bo3BpamieHUM €AMHUIBI XPAaHEHUS KapTa-3aMECTUTENb HW3BIMACTCS U
XPaHUTCS 10 MUHOBAaHMSI HAJIOOHOCTH.

11.5. Bpimaua Haxoadmmuxcs B apxuBe CYACOHBIX A€l (MHBIX MaTepHalIOB) JUIS
03HAKOMJICHHUS JIML[AMH, YYaCTBYIOIIMMU B JI€JI€, UX IIPEICTAaBUTEIIAMHU, a TAK)KE UHBIMU JINLAMU
OCYIIECTBIISIETCS B MOpPSAKE, YCTAaHOBJIEHHOM IIpejcedaresieM Cyla, Ha OCHOBAHMU HX
IIMCbMEHHOTO 3asBJICHMS W IPU NPEABABICHUU JOKYMEHTOB COINIaCHO IpuiokeHuro N 39 k
Hacrosme Macrpykuumu.

11.6. O3HakoMJIeHHE C CyOeOHBIM JENIOM JOJDKHO TIPOU3BOJUTHCS B CHEIHAIBHO
000pYyIOBAaHHOM JJII STOM IeJIM MOMENICHUH CyJa B MPHUCYTCTBHHM pPAaOOTHUKA apXWBa Cyla
(MHOTO YIOJHOMOYEHHOTO pPa0OTHHMKA ammapara cyaa) B YCIOBHUSX, KOTOPBIE HCKIHOYAIOT
U3bSTHE, TOBPEXKICHNE, YHUUTOKEHUE MAaTEPHAIIOB JIe]l, a TAK)KE BHECEHUE B HUX UCITPaBJICHUMN
U JIOMUCOK, Nepeiady uX IPyroMy JHUILy.

OO0 o3HakOMJIEHHM C JAEJIOM [ENIaeTCs OTMETKa B JIUCTE MCIOJIb30BaHMS JIOKYMEHTOB
(mpunoxenue N 28 k Hactosiedt MucTpykuun). [Ipu oTkaze nuia, 03HaKOMHBILIETOCS C JEJIOM,
OT MOJIKCH, 3aHCh 00 03HAKOMIIEHUH C 1€JIOM IPOU3BOIUTCSA PAOOTHUKOM apXuBa Cy/a.

11.7. O3HakOMJIEHHME JIMLIaMH, YYaCTBYIOUIUMH B JI€Jie, UX MpPEICTAaBUTEISIMH, a TaKKe
UHBIMHU JIMLIaMU C ayJIuO03allMChi0 CyleOHOro 3acefaHus, MPHOOLICHHON K cyneOHOMYy ey,
MPOU3BOJIUTCS MO UX MUCbMEHHOMY 3asBJIEHUIO B MOPSJIKE, IPETyCMOTPEHHOM IyHKTamu 11.5 u
11.6 nacrosmieit MHCTpyKIIHH.

O3HakoMJICHHE C ayIuO3alMChi0 CyAEOHOrO 3acelaHusl NMPOU3BOAMUTCA B CHELHAIBHO
000py/ZIOBaHHOM [UIsl 3TOM LIE€NM IMOMEIIEHUU CyAa B MPHUCYTCTBUU paOOTHHKA apXuBa cyna
IIyTEM IPEAOCTABICHHUSI BO3MOKHOCTH IIPOCIYIIMBAHHUS COOTBETCTBYIOLIEH ayIuO3alUCH C
MCIIOJIb30BaHNEM HEOOXOANMBIX TEXHUUYECKUX CPEJICTB.

11.8. HpaBo Ha CHATHE KOIMH AOKYMCHTOB C MaTCpHAJIOB ACJIa 3a CBOH C4€T, B TOM 4YHUCJIC
C UCITIOJIB30BAHUEM TEXHUYECCKUX CPCACTB, MPCAOCTABIACTCA CICAYIOMIUM JINLIAM!

OOBUHSEMBIM, OCYKJICHHBIM, OTPaBAaHHBIM, X 3AIIUTHUKAM U IPEICTaBUTEISM;
MOTEPIEBIINM;

rpakJIaHCKOMY MCTIly, €r0 MPEICTaBUTEI0 B YAaCTH KOMUH MPOILECCYaJbHBIX PEIICHHI,



OTHOCSIIUXCS K IPEABSABICHHOMY UM I'Pa’kIaHCKOMY HCKY;

IrpaXXIaHCKOMY OTBECTUYHKY M €TI0 HPCACTABUTCIIIO B HaCTU MAaTCpHUaIOB YI'OJIOBHOI'O J€Ja,
KOTOPBIC KACAIOTCA I'PpaXJaHCKOTO UCKaA,

CTOpOHaM W HWHBIM JIMIAM, Y4YaCTBYIOIIMM B TIpPaXXIAaHCKOM JCJIC, a TaKXE HUX
MMpEaACTaBUTCIIAM

JunaM, y4acTBYIOIIMM B aAMUHUCTPATUBHOM JICJIC,
JinaM, y9aCTBYIOIIIUM B ICJIC 00 AIMUHHUCTPATHUBHOM IIPABOHAPYIICHNHU

peadMIIMTUPOBAHHBIM JIMLAM, @ C UX COTJIACHS WJIM B CIIy4ae UX CMEPTH - POJICTBEHHUKAM
(WKIUBEHIIaM) B 4YacTH O3HAKOMJICHUS C MaTepHallaMd IPEKPAIleHHBIX YTOJIOBHBIX H
aJMHHHMCTPATUBHBIX JEJ U MOJIydeHus ¢ HUX Konuil (cratbs 11 3akona Poccuiickoit denepaunu
oT 18 okTs6pst 1991 . N 1761-1 "O peabunuraiuu KepTB MOTUTHICCKUX perpeccuii”).

Vka3zaHHbIE JIMIIa CHUMAIOT KOMHHM [0 MHCHbMEHHOMY 3asBICHUI0O B TMOPSJKE,
YCTaHOBJIEHHOM IIpejcenaTesieM Cy/la WU CyAbed, MpeaceaaTebCTBYIOMMUM 1o Jeny. JlanHoe
NUCbMEHHOE 3asfBIIEHUE C pa3pellarolleil pe3onronueil mnpeacenartens cyda HIA CYIbH,
IIpeJICeAAaTENbCTBYIOIIErO 10 /ey, MOAIINBAETCA B Cy1e0HOE /1710, HAXOAAIIEECs] HA XPAHEHUN
B apxuBe CyJa, U BHOCHTCS BO BHYTPEHHIOIO ONHCHh Jena. B ciydae mpenbsBICHUS
JIOBEPEHHOCTH K JIeTy MPUOOIIAETCS TAKXKE €€ KOTIHSI.

CHsaTBIE 3a CBOH CUET KOIIMH C MaTcpruaioB cyz[e6H0ro Acjia, B TOM 4HCJIC C IIOMOIIBIO
TCXHUYCCKHUX CPCACTB, CYAOM HEC 3aBCPAIOTCA.

11.9. Bblnaua xonuii TOKYMEHTOB M3 CyJeOHOro jena, HaxXOJAIIErocs B apxuBe Cyja,
JUIaM, Y4acTBYIOLIUM B JI€JI€, IPOU3BOAUTCS MO UX MHCbMEHHOMY 3asiBICHUIO C pa3peleHUs
CyIbH, B TIPOM3BOJCTBE KOTOPOrO HAaxOAMJOCh JIel0, WIM Hpeicenarens cyzaa
(YnoTHOMOYEHHOTO0 MM JnLa). Bbrgaua Takux Komui M3 CyneOHOro Jeina WHBIM JIMLAM U
OpraHu3alUsM TPOU3BOAMUTCS PAaOOTHUKOM apxHuBa CyJga IO NHCBMEHHOMY 3ampocy WIN
3asBJICHUIO HA OCHOBAaHMU PE30JIOLMHU IpeJceNaTeNs CyAa WM YIOJIHOMOYEHHOTO MM JIMIA, O
YeM JIEJIAEeTCsl COOTBETCTBYIOIIAs OTMETKA B KYpHAJIE PETUCTPALMH BbIIAHHBIX KON, BBINHUCOK,
JToKyMeHTOB (rpuioxenue N 35 k HacTosmeil MHcTpykuum).

11.10. BrigaBaeMble cyi0M KOMHMM CYyZIE€OHBIX aKTOB (IPUTOBOp, PELIEHHE, OIpeJlesIeHue,
[IOCTAaHOBJICHHWE, CyAEOHBIM TpUKa3) JOIDKHBI ObITh  3aBepeHbl MNOJMMCAMHU  CYIbH,
Ipe/ceAaTeNbCTBYIOIEr0 MO Jely, a B Ciydae ero OTCYTCTBUSA - MpeicenaTess cyna
(3amecTHTeNs mpeAcenaTens Cyaa) WIM WHOTO YHOJHOMOYEHHOTO UM JIMIIA, CEeKpeTaps cyia
700 WHOTO YIMOJHOMOYEHHOTO pa0OTHHMKA ammapara cyna, a Takke repOOBOHM medarbio cyza.
[Ipu 3aBepeHUMH COOTBETCTBHMS KOMHMM CYyAeOHOro akTa MOMJMHHUKY Ha JIMLEBOM CTOpOHE
MOCJIEAHETO JIUCTa TOJ TEKCTOM Komuu cynedHoro akrta (Humxke pekBusuta "[loammcs")
npocrapistoTess mwrtamn "Komus Bepna" (mpunoxenne N 30 x Hacrosimedt MHcTpykuuu) u
repOoBasi meyaTh cyja.

W3roroBrieHre 3aBEPEHHBIX KOMUK CyAEOHBIX AaKTOB M HHBIX JIOKYMEHTOB CyJa
OCYIIIECTBIISIETCS YIOJHOMOYEHHBIM pabOOTHUKOM apxuBa cyna. B mpaBom BepxHeM yriy
NIEPBOIO JIMCTa JOKYMEHTa npocTasisgercs mramn "Komms".

11.11. Ecnu xonusi TOKyMEHTa COCTOMT W3 HECKOJBKUX JHMCTOB, TO BCE JIUCTHI JIOJKHBI
OBITH IPOHYMEPOBAHBI, MPOIIUTHI MPOYHOW HUTHIO, KOHIIBI KOTOPOM BBIBOJSTCS Ha 0OOPOTHYIO
CTOPOHY TOCJIETHEro JHCTa KOMUU JAOKYMEHTa MM CKPEIUIIOTCS CKOOOW C MCIOJIb30BaHHUEM
cTeruiepa; Ha OOOPOTHOW CTOpOHE MOCIEAHErO JIMCTA B MECTaX CKPEIJIEHUs HaKJIEUBaeTCs
OyMa)kHasi HakJeWKa C 3aBEpUTENIbHOW HAJMHUCHIO "TMPOHYMEPOBAHO U CKPEIJICHO MeYaThio


https://login.consultant.ru/link/?req=doc&base=LAW&n=465507&dst=100063

JINCTOB, NOAMMUCH " (mpunoxxenue N 31 k Hacrosmed MHCTpyKIUM) ¢ yKa3aHUEM
Cyla, KOTOPHIM BbIaeTcsi Komus AokyMmeHTa. [loanuck ckperuisierca repOoBOil mevarbio cyna.
['epboBas medaTh CTAaBUTCS TAaKUM 00Opa3oM, YTOOBI YaCTHMYHO 3aXBaTUTh OTPE30K Oymarw,
3aKJIEUBAIOIINN KOHIIBI HUTH JTUOO MECTO CKPETJICHUSI.

11.12. B ciayyae eciu BBINIECTOSIIIUN CyJl U3MEHHII PEIIeHUE Cyla, Ha KOMUHU CyIAeOHOTO
akTa (MpUroBOpa, pEIIEHHUs, OINpeAeNiCHUs, MOCTAHOBIEHUS, CyAeOHOTO MpHKaza) 00 3TOM
nenaercss otMeTka. Ha BbIgaBaeMoil KONMUU CyAeOHOTrO akTa paOOTHUKOM apXHBa CyAa TaKkKe
JIeJIaeTcsl OTMETKAa O JaTe BCTYIUIGHHUS €r0 B 3aKOHHYIO CHIIy M YKa3bIBaeTCsi, B KaKOM Jelie
IIOAIIUT HOI[JII/IHHLIf/'I JOKYMCHT U B ITPOU3BOACTBE KAKOI'0 CyJa HAXOAUJIOCh ACIIO.

11.13. Komuu 3ampammBaeMbIX CyIeOHBIX aKTOB, KOIUW ayJuO3allUCH CyIeOHBIX
3ace/laHMil, a TakKe apxuBHbIe crpaBku (mpuioxkenue N 34 k Hacrosimer MHCTpyKimm)
U3TOTABIMBAIOTCA pPa0OTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cyla, B CpPOK, HeE
MPEBBIAIOMINN MATHAAUATA KaJeHJAPHBIX JHEH, CO JHS MOCTYIJICHHUS COOTBETCTBYIOIIETO
3asBIICHUS

11.14. U3roroBieHHBIE, HO HE IOJyUYEHHBIE 3asABUTEJEM KOIHUU CYJCOHBIX aKTOB,
MUMCbMEHHBIX CIIPABOK NEPEJAOTCS /1JIsl OTIIPaBKHU IO MOYTE.

HI/H_[O, MOJIy4YuBIICC KOIIHUIO Cy,Z[C6HOFO aKTa, HOOJDKHO HaIHnCaTb COOTBETCTBYIOIYIO
PacCIIHCKY. B CJIydyac HaIlpaBJICHUSA KOIIHMU AJOKYMCHTA IO ITOYTC B ACJIIO NOAMMBACTCA KOIIMA
COIMIPOBOAUTCIIbHOIO IMMHMCbMAa C HUCXOAAIIUM  HOMCPOM H ﬂaTOﬁ. Taxxe ACJIA0TCA
COOTBCTCTBYIOIIHUEC OTMCTKHU B JIMCTC UCIIOJIB30BAHUA JOKYMCHTOB.

11.15. Konuu cyaeOHBIX aKTOB MOTYT OBITh BbIJAaHbI (HAMpaBICHbI) UHBIM JIUIAM, YbU
MHTEPEChl  HEMOCPEACTBEHHO  3aTparuBaloTcid  CyJeOHBIM  aKTOM, C  pa3pelIeHUs
MpelIceAaTeIbCTBYIONIETO CYAbH WU Tpeaceaaress cyaa (B ciiydae OTCYTCTBHUS - 3aMECTHTENs
npejacenarens cyga) MO MHUCbMEHHOMY 3asBiieHHMIo (mpuiokenue N 32 k  HacTosmen
WucTpyKium), B KOTOPOM JOJKHO OBITh YKa3aHO, KaKue MpaBa WM 3aKOHHBIE MHTEPECHI STOTO
JiMia HapymCHbl 9TUMU CYI[66HBIMI/I aKTaMH.

11.16. TToBTOpHAs BBAaYa KOMUN Cy€OHBIX aKTOB (pEIIeHHH, onpeaeaeHn, IPUTOBOPOB,
MOCTAHOBJICHU, CyIeOHBIX MPUKA30B) JHIAM, YYaCTBYIOIINM B JieJe, UX MPEICTaBUTENAM, a
TaK)Ke JIPYrMM JIMIIaM, YbM HHTEPEChl HENMOCPEACTBEHHO 3aTparuBaroTCs CYJEOHBIM aKTOM,
OCYILIECTBIIIETCS 0 HMX NHMCHbMEHHOMY MOTHBHPOBAaHHOMY 3asBJIEHUI0 B YCTAHOBJIIECHHOM
npejceaaTeneM cyaa nopsiike.

11.17. H3rotoBneHne M BblJa4a KOIIMH ayano3arcu CYI[66HOFO 3accaaHus
OCYHICCTBIACTCA MO0 MMCBbMCHHOMY 3asABJICHUIO JINI, YHAaCTBYIOIIUX B ACJIC, UX HpeI[CTaBI/ITeJ'Ieﬁ
(CTOpOH, HHBIX YYaCTHHUKOB Cy,[[C6HOFO pa36I/IpaTeJ'IBCTBa) U 3a HUX CHCT B IIOPAIKE,
YCTAHOBJICHHOM IIPCACCAATCIICEM Cyaa.

11.17.1. Ha nuceMmenHoM 3asBieHuH (npuiokeHue N 33 k Hactosmed MHcTpykuun)
npezcenarenab cyaa (ero 3aMecTUTeNb) JlelaeT COOTBETCTBYIOIIYI0 OTMETKY O MOpYYEeHUH
pabOTHUKY apXMBa CyJda HM3rOTOBUTH M BBIJIATh KOMHIO ayAHO3alMCU CyAeOHOro 3acedaHwsl.
JlanHOe 3asBIEHME NOJIUIMBAETCS B JIEJO, a B CIIydae NPEAbSIBICHHUS JOBEPEHHOCTH K IEIy
pHOOIAETCs TaKXKe ee KOIUSI.

11.17.2.  JIns W3roTOBIEHUS KONMU AayAMO3allUCU JIMLO, IIOJAaBLIEE 3asBIICHUE,
MPEJICTaBIsIET B CyJ MaTepHalbHbIM HocuTenb nHpopmanuu (Puem-kapra, nuck CD-R, DVD u
Jpyrue HocuTenu WH(pOpMAlMM, TeXHHYECKas BO3MOXKHOCTb 3allCH Ha KOTOpbIE MMeEeTcs B
COOTBETCTBYIOIIEM CY/IE).



11.17.3. TlpencraBneHHbIE B CyJ MaTepuajbHbIe HOCHUTETH HHQPOPMAIMH HE JIOJIKHBI
colepkaTh  Kakylo-muOoo wuwHpopmaruioo. B menmsx  Ge30macHOCTH  Tepes  3alKChio
OpPEICTAaBICHHBIM B CyJ MaTepUalbHbIi HOCHUTEIb MOXET OBITh  OT(hOpMATHPOBAH
YIIOJHOMOYEHHBIM PaOOTHUKOM amrmapaTa CyJa, OTBETCTBEHHBIM 3a H3TOTOBJICHHWE U BbIIAUy
KOIMUM  ayJIHMO3alKCH, TIOCIE€  MIPEABApPUTEIBHOIO  YBEAOMJICHUS  JIMIA,  IOJABIIETO
COOTBETCTBYIOIIIEE 3asIBIICHUE.

11.17.4. 3anuce ayauodaiina Ha MaTepUaTbHBIH HOCHTENb JIMIA, TIOJABIIETO 3asBICHHE,
IPOM3BOIUTCS YIOJTHOMOYEHHBIM paOOTHUKOM ammapara cyJa Ha JOKaJbHOM KOMIbIOTEPE, He
IIPUCOEAMHEHHOM K JIOKaJIbHOW CETH Cy/la U HE UMEIOILEM J0CTyIa B ceTh MHTepHeT.

11.17.5. Konust ayino3anucu cyaeOHOro 3acelaHus CyIOM He 3aBepsieTCs.

[Tocne BeIauM KOMTUU ayAHO3aIMCH CYACOHOTO 3aceaHus Ha MMCbMEHHOM 3asiBIICHUU 00
W3TOTOBJICHHH W BbIJaue paOOTHUKOM apXuBa Cy/a JellaeTcsi OTMETKa 00 H3TOTOBIICHUU U
BbIJIaye, a JIMIIOM, MOJYYUBIIMM KOIHIO ayAHO3aIlMCH, JIeJaeTcs COOTBETCTBYIOLIAs 3alUCh O
noiaydeHuu. JlaHHoe 3asBICHHME MPHOOMIAeTCs K CyAeOHOMY Jiely, TpU 3TOM JeaeTcs
COOTBETCTBYIOIIAasi OTMETKA B JINCTE UCIIOIb30BAHUS IOKYMEHTOB.

HGHOJIYLIGHHBJI 3asBUTCIIEM KOIIUA ayaAruO3alluCu Cy,I[e6HOFO 3ac€aaHus II0 IIOYTC HE
HaIIpaBJIsACTCH.

DNEeKTPOHHBIA HOCUTENh HHPOPMALIUH, C KOTOPOTO U3rOTaBINBAIACH KOMHS, JOJDKEH ObITh
BIIUT B JeNI0 (MpUOOIIEH K MPOTOKOIY CYAeOHOr0 3acejaHus) B yIIaKOBAaHHOM BHJIE (KOHBEPT) C
yKa3aHHEM Ha YIaKOBKe HOMepa Jela, IaThl, a TaK)Ke MOJINICAaH PaOOTHHUKOM, OTBETCTBEHHBIM
3a paboTy apxuBa cyja. YaKkoBKa JOHKHA 00ecledrBaTh COXPAHHOCTbD 3JIEKTPOHHOTO HOCUTES
OT MOBPEXKICHUHN U TIOPYH.

11.18. IloanuHHBIE TOKYMEHTHI U3 CyI€OHBIX J1e (MHBIX MaTepHUaloB) U UX HAJICKAIIUM
0o0pa3oM 3aBepeHHbIC KOIWHU, MPEJICTABICHHbIE YYAaCTHHUKAMHU CYyIOMPOU3BOJCTBA (JIMIAMHU,
YYaCTBYIOIIMMU B JI€Ji€), a TAKXKe CIPABKH I10 JieJiaM BBIIAIOTCS UM paOOTHUKAMH apXHuBa Cy/a
Ha OCHOBaHUU UX MUCbMEHHOTO 3asIBJICHUS; IPYTUM CyJlaM, OpraHaM JIO3HAHUS U CIEJCTBUA - HA
OCHOBaHWM MOTHMBHPOBAHHOTO 3ampoca © (WIM) WHBIX HEOOXOJUMBIX JIOKYMEHTOB,
MpeAYyCMOTPEHHBIX 3aKOHOAaTeNbcTBOM Poccuiickoit @enepanuu. Ha 3asBiaenuun unum 3anpoce o
BbIJIa4€ TMOJIJTMHHBIX JIOKYMEHTOB M3 CYACOHOTO Jejia MPOCTABISETCS pa3peliaolas pe30IroIus
npenceaarens cyaa (3aMecTUTeNs mpeaceaaTeNs cyna).

11.18.1. B3ameH BBIIaHHOTO MOJIMHHUKA K JI€Ty MPUOOIIAETCA €ro KOMUs, 3aBepEeHHAs
cynbeit 1 repOoBOI MMevyaThio Cyaa.

11.18.2. Tlpu BblAauE MOAJMHHUKOB JTOKYMEHTOB M3 CyJEOHOIO Jiela Ha UX 3aBEPEHHBIX
KOMMSX JOJDKHBI YKa3bIBaThCS (aMMIIUS, MMs, OTYECTBO JIMIA, MOJYYUBLIETO TOKYMEHT, €ro
IpolecCyaabHOE MOJOKEHHE MO eIy, JaHHbIE JOKYMEHTa, YAOCTOBEPSIOIIEr0 JIUYHOCTh. B
MOJIyYEHUHU JOKYMEHTa 3TO JIMIO JOHKHO PaclucaThCs U MPOCTaBUTH AaTy noijydeHus. Jluuo,
BbIJIaBIlI€E JOKYMEHT, JI0JDKHO yKa3aTh CBOIO ()aMHJIUIO, IOJDKHOCTh U MOCTaBUTh MOANHUCH. [Ipu
MpeIbABICHUH JOBEPEHHOCTH HEOOXOIUMO CHATh C HEE€ KOMUIO U MOUINUTh B JIEIO.

11.18.3. JIokyMeHThI, HA OCHOBaHUH KOTOPBIX U3 CyA€OHOTO Jela BBIAHBI MMOJATUHHUKY, a
TaKk)kK€ WX 3aBEPEHHbIE KOMHMH TIOJIIMBAIOTCS B Jien0. B cimydae HampaBiieHHs] TOJIMHHOTO
JIOKYMEHTA 3aKa3HOM MOYTON B JIEJ0 TaK»Ke MOIIMBAETCS KOMUS COMPOBOJIUTEIBLHOIO MUChMa C
HCXOISIIMM HOMEPOM U JIaTOM.

11.18.4. Tlopsimok M CpPOKM BBIAAYU MOJJIMHHBIX JOKYMEHTOB, MX 3aBEPEHHBIX KONUHI
YCTaHaBJIMBAIOTCS MPE/ICEAATENEM CYA.



Bbigaua nmuchbMEHHBIX JJOKAa3aTeNIbCTB, HE BO3BPAILICHHBIX MPEICTABUBIIUM HX JIULAM J10
nepesavy Jena B apXuB CyJia, Mo MPOCkOe 3TUX JIUI] OCYIIECTBISETCS B TAKOM XK€ MOPSIJIKE.

11.19. I1o mucbMeHHBIM TpeOOBAaHUSM OPTraHOB, KOTOPHIM 3aKOHOM MPEAOCTABICHO MPaBO
ucTpeOoBaHMs [ieNa, 1 Ha OCHOBAaHUM PACHOPSIKEHU MpeacenaTelis Cya Wik ero 3aMecTUTENs
CyJieOHBIE JIeTia HAMPAaBJISIOTCS UM B TPEXIHEBHBIH CPOK.

11.20. PaGoTHHMK apxuBa cyaa 00si3aH KOHTPOJIUPOBATH BO3BPAT JIeJ B apXHMB U HE PEKE
OJIHOTO pa3a B Mecsl JOKJIAAbIBaTh IPEICEAATENIO CY/1a.

HO BO3Bpall€cHUA ACJIa B Cya Tpe6OBaHI/IC O €ro BBICBUIKC, KOIIMK COIIPOBOAWTCIHBHOI'O
IMUucChbMa, IpUTroBOpa NI PpCUICHUA XPAHATCA B KOHTpOJ’IbHOﬁ ITarKe.

B kHure Bblgauu €QUHMII XpPAHEHHS BO BPEMEHHOE IOJIb30BaHUE (mpuiioxkeHue N 27 k
Hacrosmed MHeTpykuun) U3 apxuBa cyZia OTMeUYaeTcs, Korjaa, KoMy U o KakoMy 3aIlpocy Jello
HAIpaBJIEHO, KOTJa XU KEM OHO BO3BPALLCHO.

11.21. B cnyyae nocTymiaeHus B Cy[ 3asBIEHUs B3bIcKaTess (JIMOO ero mpeacTaBUTENs) O
BbIJIaue (HANPABICHUN) WMCIOJHUTENBHBIX IOKYMEHTOB IO CYyIEOHBIM JeflaM, HaXOMSAIIMMCS B
apxuBe cyJa, uX odopMiIeHUE, HampaBieHue (BblJaya) OCYILIECTBIIAIOTCSA B MOPSAKE U CPOKH,
YCTaHOBJICHHBIE COOTBETCTBYIOIIECH HHCTPYKIIMEH 110 Cy1Ie0HOMY JETONPOU3BOICTBY.

11.22. O3HakomiileHHE C MaTepuajgaMu YrOJIOBHOIO JeJla, CHATHE KON C YroJIOBHOTO
Jena, K KOTOpOMY MpHOOIIEH oOledaTaHHbIH KOHBEPT C IOCTAHOBJIEHHMEM ClleA0BaTeNs WIN
JI03HABATElI O COXPAHEHUU B TallHE JAHHBIX O JMYHOCTH yYaCTHUKA CJIEICTBEHHOTO JEHCTBUS,
OCYILIECTBIISIIOTCA C Y4E€TOM IIOJIOKEHUH IyHKTa 9 crtarbu 166 YTrojao0BHO-TpOLECCYalIbHOIO
konekca Poccniickoit denepanun.

11.23. WHble, He ycTaHOBJIEHHbIE HacTosimled MHCTpykuuel npaBuiia O3HAKOMIICHUS C
MarepuajiaMu CyaeOHOTO Jejia, BbIJAYM TOMJUHHBIX JIOKYMEHTOB, 3aBEPEHHBIX KOMUU
MaTepuajoB Jena, NUCHbMEHHBIX CIOPAaBOK, KOMHUHA CyAeOHBIX aKTOB, OIpPEAesSIOTCS
npejcenareseM cya.

12. Ob6ecnieyeHue COXPAHHOCTH APXMBHBIX IOKYMEHTOB

12.1. XpaHeHre apXUBHBIX JIOKYMEHTOB B CyJie 00eCleunBaeTCsl peannusalueil KoMIuiekca
MEPONPUITHM, HAIPABJICHHBIX Ha NOJNICPKAHUE APXMBHBIX JOKYMEHTOB B ONTHUMaJIbHOM
(GU3NYECKOM COCTOSIHUY, MUHUMHU3AIMIO PUCKOB UX MOPYU U (WJIM) yTpaThl, B COCTaB KOTOPOTO
BXOJIAT:

MPEIOCTABICHUE U30JIMPOBAHHBIX MOMEIICHUHN U1 Pa3MENICHUS apXUBHBIX TOKYMEHTOB U
npoBefeHUsT paboT, CBSA3aHHBIX C AaPXUBHBIM XpaHEHHEM, OCHAIICHHBIX CpPEICTBAMHU
MOKApOTYIICHUS, OXPAaHHOW W TOXApHOW CHUTHAJIU3alMel, 00OpyJOoBaHUEM [UJIsi XpaHEHUs
JIOKYMEHTOB;

opraHu3anusa n obecrnieucHue CO6J'IIO,Z[CHI/I$I MMPOTHUBOIIOXKAPHOTO, OXpaHHOTO,
TEMIICPATYPHO-BJIIAX)KHOCTHOI'0, CBETOBOT'O 1 CAHUTAPHO-TUTUCHUYCCKOTO PEIKNMOB;

BBIIIOJIHEHHUC TpeGOBaHI/II\/'I K pasMCIICHHUIO NOKYMCHTOB B apXHUBOXPAaHHUIIUIIIC,

MIPOBEACHUE IPOBEPKM HAINYUSA M COCTOSHHS COXPAHHOCTH ApPXHMBHBIX JTOKYMEHTOB B
COOTBETCTBUU C MOPAJIKOM, YCTAHOBIICHHBIM pazzienom 10 Hactosmen NHCcTpyKIny;

obecrieyeHrne BO3MOXKHOCTU MPOBEJICHUS MPOPUIAKTHUECKOW M TEXHUYECKOH 00paboTKu
apXMBHBIX JJOKYMEHTOB;
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omnucaHue (COCTaBIEHHWE OMUCEH [el) UM CBOEBPEMEHHAas IIOCTAaHOBKA apXMBHBIX
JIOKYMEHTOB Ha Y4€T B COOTBETCTBUU C MOJOXKEHUSAMH HacTosiend MHcTpyKuu.

12.2. ApxuB pa3Meniaercs B 3/JaHUU U (WJIM) OTIENbHBIX NOMELIEHUAX 34aHusl. OCHOBHbIE
IIOMEIIEHUs, TpeJHa3HauYeHHbIE ISl XPaHEHMs, y4yeTa, KOMIUJIEKTOBAaHUS M HCIOJIb30BaHUS
ApXUBHBIX  JIOKyMEHTOB, W  BCIIOMOraTejibHble  (aIMUHUCTPAaTUBHO-XO035HCTBEHHOIO,
TEXHUYECKOr0 U  OBITOBOrO  Ha3HAu€HMsI), JOJDKHBl COOTBETCTBOBaTb  TPEOOBAHMSM,
YCTAHOBJICHHBIM TyHKTOM 12.1 Hacrosimeidt MHCTpyKuuu, a Takxke OOIMMHU TpeOOBaHUSIMH
0€30I1aCHOCTH K OOLIIECTBEHHBIM 3aHUSAM M COOPYKEHUSAM <1>.

<1> ®epepanbubiii 3akoH oT 30.12.2009 N 384-®3 "TexHWYeCKU periaMeHT o

=,

0e30macHOCTH 3aHui U coopyxeHuid"; ['pagocTponTenpHbIil Kogeke Poccuiickoit deaepannn.

XpaHeHI/IC APXUBHBIX AOKYMCHTOB B 3daBUCHMOCTH OT HX 00BHEMOB OCYILICCTBIACTCA C
HCIIOJIb30BAHUEM OJJTHOI'O UJIM HECKOJIbKHUX BAPUAHTOB pa3MCUICHUSA:

B 3/JaHUH, OTBEYAIOIIEM TPEOOBAaHUSIM, YCTAHOBJIEHHBIM YIIOJHOMOUYEHHBIM (peiepanbHbIM
OpraHOM HCIIOJHUTEIBHON BIIACTH B chepe apXUBHOTO JieNa U JEeTI0NPOU3BOACTRA <2>;

<2> IlpaBuna opraHM3aldy XpaHEHHs, KOMIUICKTOBAHHUS, ydeTa MW HCIIOJIb30BaHHS
JTOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu U Apyrux apxuBHBIX JOKYMEHTOB B
rOCYJapCTBEHHbIX M MYHHULUUMIAIBHBIX apXHMBax, My3esiX M OHOIMOTeKaX, Hay4HBIX

OpraHM3alnusiX, yIBepakaeHHbIe pukazoM PeaepanbHOro apxupHoro areurcrsa ot 02.03.2020 N
24.

B CIIEL[MAJILHO 000PY/ZI0BAaHHOM Il XPAHEHUs JOKYMEHTOB M30JUPOBAHHOM IIOMEIIEHUH -
apxuBoxpaHwiuie (nyHkT 12.3 Hactosmeit MHcTpykium);

B 3alUparonuxcs mkagdax win cedax.

Pa3menienne apxuBa B NPUCIIOCOOJIEHHOM 3[1aHUM (TIOMEIIEHMH) JOIMYCKAeTCsl TOJBKO
nociae ero oOcnenoBaHus (B TOM 4YMCi€ TMOABAJIBHBIX M YepAayHbIX IMOMEIEHHH,
paboTOCTIOCOOHOCTH 3JIEKTPOCETEN, OTONMUTENbHBIX U BEHTWIALMOHHBIX CHCTEM, MPOYHOCTHU
MEXITAKHBIX TIEPEKPHITUI C YUETOM MOTEHIUATBHBIX HATPY30K).

He nomyckaetcs pa3mernienue apxuBa B rapaxax.
12.3. ApXUBOXpaHWIHUIIE TOHKHO:
OTZIETATHCS OT COCETHUX MOMEIIEHHUI OTHEYIIOPHBIMHU CTEHAMM;

MMETh  €CTECTBEHHYIO  WJIM  HCKYCCTBEHHYIO  BEHTWISLHIO,  00ECIEeYMBAIONIYIO
PELUPKYISIHNIO BO3AYyXa, HCKIIOYAIONTYI0 00pa30BaHuE HEIPOBETPHUBAEMBIX 30H;

COXPaHATh CTAOMIBHOCTH TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA;
MMETh BBIXO/IbI K JIN(TaM U (UIIM) JIECTHUYHBIM KIIETKaM;

HC HMCTb TIIPOJIOKCHHBIX 4YE€pPE3 HETO pr6 BO)IOCHa6)KeHI/I$I N KaHaJIu3aluu,
TEXHOJOTHYECKUX MU OBITOBBIX BBIBOJOB BOJBI,

HC HMCTh BHYTPU pPaCHpCACIIMTCIbHBIX IITUTOB, npez(oxpaHHTenefI N OTKIIIOYAKIIUXCA
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PYOMIILHUKOB;

HE pacnosararbCsi B IMOABaJaXx M IIOMELICHUAX, PACIIOJIOKEHHBIX HUKE YPOBHS
MOBEPXHOCTH 3E€MJIH, 32 UCKIIOYCHHEM XPaHWIHI (ITOMEIIECHUH ), 00eCIIeUHBAIOIINX 3aIIUTY OT
IIPOHUKHOBEHHUSI B HHUX TIPYHTOBBIX, TajblX M IIABOAKOBBIX BOJ, B BETXUX CTPOCHMUSX,
JIEPEBSHHBIX MOCTPONKAX, MOMEUICHUSAX C OTHOCUTEILHON BIAXKHOCTBIO BO3/lyXa Oonee 55% u ¢
[IEYHBIM OTOIJIEHUEM;

HUMETb NMPOTUBOMOKAPHBIE (METAUIMUECKHUE) JIBEPU;

HMCTh 3alluparomuecs pEeIICTKM Ha OKHax (HpI/I pasMECIICHUKU apXUBOXpaHUWIIMIIA Ha
HOKOJIbHOM, IICPBOM HJIX BTOPOM I3TAKE S,Z[aHI/IH).

Pacyer HeoOXoaumoli IUIOMATN apXHWBOXPAHWIHIA PEKOMEHIYETCS MPOU3BOIUTH C
YU4ETOM pAaCMOJOXKEHUSI CTEJUIaKe M WX HAIlOJIHEHUS B COOTBETCTBHHM C IyHKTOM 12.7
Hacrosinie MHCTpyKIKMM, a TakkKe ¢ y4eTOM BO3MOXKHOCTH pa3metienust 400 eauHuI] XpaHeHUs
Ha | KB. M IUIOUIA/IM APXUBOXPAHWIUIIA.

KaxxnoMmy apXuBOXpaHWIMIY IPUCBAaUBAETCSl HOMEp, KOTOpBIA  OTpa)xkaercs B
TonorpauuecKux ykazatensix B COOTBETCTBUHU ¢ MyHKTOM 12.19 Hacrosmeit UHcTpykuuu.

12.4. JIns oOecriedeHus NESATEIBHOCTH apxuBa (MPU HEOOXOIUMOCTH) BBLICISIIOTCS
MOMEIICHUE JUIS TpHeMa JOKYMEHTOB, MX BpPEMEHHOTO XpaHEHHS W aJaNnTaldd K HOBBIM
YCIIOBUSAM (QKKJIMMaTH3alUM), padodasi KOMHaTa paOOTHUKA, OTBETCTBEHHOTO 32 paboTy apXuBa
CyZa, TOMEIICHUE JUTsI TPEIOCTABICHUS JIOCTYIa K apXUBHBIM JIOKYMEHTaM.

12.5. ApXxuBHbBIE JOKYMEHTBHl Pa3MEIIAOTCS B apXUBOXPAHWIUIIE HA CTAlMOHAPHBIX,
MEPEIBKHBIX W (WJIM) MOOWIIBHBIX METAUIMYECKHX CTE/UIaXKaX, B METAJUTMYECKHUX IKadax,
ceiidax UM KOHTEeHHepax.

B kadecTBe cHnemmaibHOTO 060pyz[013aH1/151 BO3MOXHO HCIIOJB30BAHUC CTAallMOHAPHBIX
OTCEKOB-OOKCOB C METAJUIMYECKUMH neperopoakamMu U IoJIKaMu.

He pa3zpemiaercs xpaHeHne apXUBHBIX JOKYMEHTOB B TPAaHCIIOPTHOM Tape, B IITa0eNsIX, Ha
IIOJIy, IOJAOKOHHMKAX, JIECTHUYHBIX IUIOIIAAKAX M JAPYTUX, HE MPEAHA3HAYEHHBIX I HX
XpaHEHUs MecTax.

12.6. Ilpu paccraHOBKE CTeUIaKe€ld B apXMBOXPAHWJIMILE MNPEANOYTEHUE JOJKHO
OTJaBaTbCsid MX NEPHEHIUKYIAPHON OpUEHTAMM MO OTHOIIEHHIO K CT€HaM C OKOHHBIMHU
nmpoeéMaMiu U pa3MCIICHUIO Ha YAAJICHUN HEC MCHEC 1 M OT HICTOYHHKOB TeIlIA.

12.7. Tlpu paccraHoBke cTemnaxei (mkagoB, celdoB) B  apXUBOXPAHWIMIIE
PEKOMEHAYETCS IPEAYCMaTPUBATh CICAYIONINE PACCTOSHUSA MEXKIY:

TOpLIaMU CcTeliaxkel (TJIaBHBINA Mpoxon) - He MeHee 120 cm;

psagaMu cTeiaxen (MeKCTeIUTaKHBIN MPOXO0/) - HE MeHee 75 cM;

cTeJuIakaMu, MapayieIbHBIMUA CTEHE, M HAPYKHOUM CTEHOM 3/1aHUS - HE MEHee 75 cM;
TOPIIOM CTEJIJIaXa U CTEHOU - He MeHee 45 cMm;

BEpXHEH MOJIKOM CcTeuIaka U MOTOJIKOM - 50 cM;

HIDKHEH TOJIKOM CTellIaxka M TI0JIOM - He MeHee 15 ¢M (B IIOKOJIBHBIX dTaxax - He MeHee 30
cMm).



Pa3mernienne MOOMIBHBIX CTEUTKEH TTPOU3BOJAMUTCS C YyUETOM OCOOCHHOCTEH MOMEIICHUI
U pa3MeniaeMoro o0opy10BaHuUs.

12.8. ApXuBHbIE TOKYMEHTHI pa3MEIIAIOTCS B IEPBUYHBIX CPEICTBAX XPaHEHUS:
Ha OyMa)XHOM HOCHTEJIE - B KOpOoOKax, arnkax, KOHBepTax;

AJIEKTPOHHBIC HAa (PU3NYECKH 000COOJICHHBIX HOCUTENSAX - B YIAKOBKE, PEKOMEHIOBAaHHON
IIPOU3BOJUTEISIMU HOCUTEIIEH.

Jiis  XpaHeHUsT KapTO4eK U  CIPaBOYHBIX MAaTepUaJOB B IOMEIIEHUM apXuBa
YCTaHABJIMBAIOTCS KAPTOTEUHbIE MIKA(BI.

12.9. Ha nepBUYHOM CpEICTBE XPaHEHUsl APXUBHBIX JOKYMEHTOB YKa3bIBalOTCS HOMEp U
Ha3BaHMUe (POH/IA, HOMEP ONMUCH JIell, KpaifHie HOMEepa eANHUI] XPAHEHHS, Pa3MELICHHBIX B HEM.

12.10. ITpoTuBOIOXKApPHBIIA PEKUM B 3JaHUU WM MMOMEIICHUU apXWBa YCTAHABIMBACTCS B
COOTBETCTBUHU C 3aKOHOJaTenbCcTBOM Poccuiickoit denepanuu o noxxapHoit 6e3onacHocTy <1>.

<1> ®epepanbubiii 3akoH oT 21.12.1994 N 69-®3 "O mnoxapHoii 0Oe3omacHOCTH";
nocranoBienue [IpaBurensctBa Poccuiickoit ®enepamumu ot 16.09.2020 N 1479 "O6
yrBepxkaeHun [IpaBui nporuBonoxkapHoro pexkuma B Poccuiickoit @eneparn'.

PaGoTHUK, OTBETCTBEHHBIH 3a PabOTy apXuBa CyJa, JODKEH MPOUTH HHCTPYKTAXK IO
BOIIPOCAM MPOTHUBOIMOKAPHOW OE€30MaCHOCTH, O3HAKOMHUTBHCS C TMpaBUJIAMU TI0JIb30BaHUS
MPOTUBOMOXAPHBIM HHBEHTapeM. MHCTpyKTaX paOOTHHUKOB apxuBa IO MPOTHUBOMOXKAPHOMN
0€30MacHOCTH JIOJKEH MPOBOJIUTHCS HE PEXE OJHOTO pas3a B rojl OTBETCTBEHHBIM PAOOTHUKOM,
Ha3HAYCHHBIM IIPUKA30M IpecenaTens cya.

12.11. Ecnau apxuB cyna pasmellleH B OTAEJIBHOM OT Cy/Aa 3/1aHUM, OXPaHHBIA DPEXKUM
oOecrieunBaeTcsl ImyTeM OOOPYJIOBaHUS 3/IaHUSI WM MOMEIICHWH apXuBa CPEICTBAMH OXPaHBI,
o0ecreynBaroIUMU KOHTPOJIb JIOCTYNa B HUX, a TaKXKe COOJIOJCHHUEM MOpsaAKa CIadM/CHATUS
OXpaHBI IOMENIECHHS APXUBOXPAHWIIHIIA U TTOPSIKA JOCTYIa B HETO, YCTAHOBJIIEHHOTO MPUKA30M
npezcenaTens cyaa.

12.12. ApxuBHBIE JOKYMEHTHI HEOOXO/IMMO XPaHUTh B TEMHOTE. EcTeCTBEHHOE OCBEllIEHUE
B apXUBOXPAHWJINLIE JOIYCKAETCs NPU YCJIOBHUU NPHUMEHEHUS Ha OKHAX CBETOpacCEeUBaTEleH,
PEryyisiTOpOB CBETOBOIO MOTOKA (CIELMAIbHBIX CTEKON), 3AIIUTHBIX (UIBTPOB U MOKPBITHH,
KAITIO3U.

I[J'Ifl HCKYCCTBCHHOI'O OCBCHICHUA TMPUMCHAIOTCA JiaMIIbl HAKaJlWBaHHA B 3aKPbIThIX
Hﬂaq)OHaX C FHa,HKOﬁ MMOBCPXHOCTBIO.

Pa3pemnaercs npuMeHeHHE JIOMHUHECHEHTHBIX JIaMII C YPE3aHHBIM YIbTPapHUOIETOBBIM
YY4aCTKOM  CHEKTpa, CBETOAHWOAHBIX CBETHJIBHHUKOB, pa3pEHIEHHBIX  YIOJHOMOYEHHBIM
(benepaabHBIM OPraHOM HCIIOJIHUTEIBHON BIACTH B cdepe MoxKapHOoi 0e30MacHOCTH.

12.13. OnTuMabHBIMA YCIIOBUSIMU XPAaHEHHUS ApXUBHBIX JOKYMEHTOB SIBIISIOTCS:

UL TOKyMEHTOB Ha OymMakHOM Hocutene - Temmeparypa 17 - 19 °C, oTrHocuTenpHas
BIQXKHOCTH Bo3ayxa - 50 - 55%);

AJId JOKYMCHTOB Ha MarHWTHBIX JUCKaX W JUCKOBBIX HAKOIIMTCIAX - TEMIICpATypa 8 -18
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°C, OTHOCUTENbHAS BIAXXHOCTH BO3ayXa - 45 - 65%);

JUI. TOKYMEHTOB Ha ONTHUYECKUX AWCKax - Temmeparypa 10 - 23 °C, oTHocuTelbHas
BJIQXKHOCTH Bo3ayxa - 20 - 50%.

12.14. KoHTponb 3a  TeMIIepaTypHO-BIQXHOCTHBIM  PEXKUMOM  00eCIeunBaeTCs
PETrYJISIpHBIM H3MEPEHHEM C MOMOIIBI0 TEPMOMETpa U TUTPOMETPA WM TEPMOTHTPOMETPA,
pa3MEIICHHBIX B OJHOW WJIM HECKOJBKHX TOYKaxX AapXUBOXpaHWIUIA (B 3aBUCUMOCTU
KOHCTPYKIIMOHHBIX OCOOCHHOCTEW W IJIOMAJH) BIAIA OT OTOMHUTEIBHBIX W BEHTHISIIMOHHBIX
CUCTEM Ha BbICOTE He MeHee | M OT 1oJia, mapaMeTpOB BO3YILIHON CpeJibl:

B CHELUAIN3UPOBAHHOM 3/1aHUU - HE peke | pa3a B HEENIo;

B CIICIHAJIBHO 00OPYIOBAaHHOM MJIsi XpaHEHHUS M30JIMPOBAHHOM IOMEIIEHUH - HE pexe 2
pa3 B HELEIIIO;

IIPU HECOOTBETCTBHH MApaMETPOB HOPMATHBHBIM TPeOOBAHUSM - 1 pa3 B CyTKH.

12.15. B apxuBe J0JKHA BECTUCH (PUKCAIHs TEMIIEpaTypHO-BIAKHOCTHBIX XapaKTEPUCTHK
BO3YIITHOW Cpelbl B apXUBOXPAHUIIHUINE M MEpP, MPUHATHIX 110 HOPMATU3alUU TeMIIepaTypHO-
BJIQYKHOCTHOT'O PEKUMA B CIIy4asx €ro HapyIlIeHHUs.

12.16. Hannexaiiee caHUTApHO-TUTMEHHMYECKOE COCTOSHUE B apXHUBE MOJJIECPKUBACTCA
MIPOBEJICHUEM B HEM HE PEeXe OJHOrO paza B MECSI] BIAXHOH YOOPKH TOJIOB, OOSCIIBIITMBAHUS
000py/sOBaHUsl U TEPBUYHBIX CPEICTB XpaHEHUs, 00paOOTKHU IOKOIbHBIX YacTel CTEJIaxei,
IJIMHTYCOB, MMOJJOKOHHUKOB BOJHBIMU PAaCTBOPAMU AHTUCEIITUKOB.

12.17. ApxuBHbIE TOKYMEHTHI, [OJBEPIIIMECS OUOJIOTMYECKOMY MOPAXKEHHIO, MOJUIekKaT
HEME/UICHHOW  W30JSIUMM W CAaHUTAPHO-TUTHEHWYECKOH  00paboTke  (Ie3uH(EeKIuH,
JIe3UHCEKIIMN), a apXUBOXPAHWIMIIE, TOPAKEHHOE OHOJIOrMYECKMMU BPEIUTEISIMH,
JEPaTU3ALIHH.

12.18. Crennaxu u mkadbl JODKHBI OBITh IPOHYMEPOBAHBI B KAXKAOM apXUBOXPAHUIIULIE
B TIOpsIKE CJIeBa HAlpaBO OT BXOJHOW JBEpH, MOJKM Ha CTeUIaXax JOJDKHBI OBITh
IIPOHYMEPOBaHbI MO HIKadaM B MOPSAJKE - ClIeBa HAIIPAaBO, CBEPXY BHU3.

12.19. Mecro XxpaHeHMsI €AMHUIl XpaHEHUS B apXUBOXpaHWIMIIE (UKCUpYeTCcs B
TonorpaUuecKux yKaszaTessxX: MocTeuiakHoM (mpuiiockenne N 36 k Hactosuiedt MHCTpyKiyn)
U, Npu Hanuuuu Oozee oxHoro Qouaa, nmodonmoBoM (mpunoxkenue N 37 K HacTosleH
WnucTtpykuum).

[Ipu Benmenuu TomorpauuecKkoro ykazaTells OJUH €ro dK3eMIUISp JODKEH XPaHUThCS Y
paboOTHUKA, OTBETCTBEHHOTO 3a paboTy apxuBa Cyna, BTOpOM - pa3memarbcs B
COOTBETCTBYIOIIEM apXHUBOXPAHUIIUILE.

Tonorpadguyeckue ykazaTelild He COCTaBISIOTCS MPU OTCYTCTBUH apXUBOXPAHUIIUIIA.

13. Cpoxu 1 mopsI0K nepegaqu aesl Ha XpaHEeHHe
B rOCyJAapCTBEHHBIN apXuB

13.1. [ena obmiero aeaompoOU3BOICTBA MOCTOSIHHOTO CPOKa XpaHEHUs W CyJaeOHBIe Jena
MOCTOSIHHOTO CPOKA XPAaHEHHs MO UCTEYEHUU CPOKOB UX BPEMEHHOT'O XpaHEHUsl B apXMBE CyJa
(15 nert) mepenaroTCsl Ha MOCTOSTHHOE XPaHEHHE B TOCYJAPCTBEHHBIN apXUB, €CJIU CY/l BHICTYIAET
HMCTOYHHKOM €r0 KOMILJIEKTOBAHMS WJIM MPU HATUYUU COOTBETCTBYIOLIETO JOTOBOPA C apXUBHBIM
YAPEKICHUEM.



Pemenue o hopme npuema 10KyMEeHTOB (IIOJIHOTO WJIM BBIOOpOUHOTO) TprHUMaeTcs DK
APXUBHOTO YUPEIKICHHSL.

Cynpl, He BBICTYMAIONIME HCTOYHHUKAMU KOMIUIEKTOBAHUS TOCYIapCTBEHHOIO apXuBa,
MepearoT JOKYMEHThl Ha TIOCTOSHHOE XpaHEHHWE B TOCYAApCTBEHHBIM apXWB IIPU HX
JTUKBHJIAIUY M HAJTMYUU JTOKYMEHTOB ApxuBHOTO (hoHma Poccuiickoit deneparum.

13.2. Ilepemaya JIOKYMEHTOB IIOCTOSHHOTO XpaHEHUsS B TOCYJIapCTBEHHBIA apXUB
OCYIIIECTBIISIETCS B COOTBETCTBUU C TUTAHOM-TPAUKOM, KOTOPBIA YTBEPKIAACTCS PYKOBOIUTEIIEM
roCy/1apCTBEHHOT'0 apXUBa WM YIOJTHOMOYEHHBIM UM JIOJKHOCTHBIM JIUIIOM.

JlocpouHas mepenavya JOKYMEHTOB Ha MOCTOSITHHOE XpaHEHHE MOKET OBITh OCYIIECTBIICHA
OpH  OTCYTCTBHM HEOOXOJMMBIX YCIOBHHM [UIsi OOECIEUeHUS COXPAaHHOCTH JOKYMEHTOB
ApxusHoro ¢onna Poccutickoii deneparuu, mpu yrpo3e yTparhl (YHUUTOXKECHHS ) TOKYMEHTOB, a
TaK)Ke Ha OCHOBAHUU JIOTOBOPA C TOCYAapCTBEHHBIM apXUBOM.

[Ipoanenue cpokoOB XpaHeHUs: JOKYMEHTOB B apXUBe cy/a aomyckaercs no pemenuto 11K
ApPXUBHOTO YUPEKICHUS.

13.3. Pabotel, cBA3aHHBIE C OTOOpPOM, MOATOTOBKOW M Tepenadeld JOKYMEHTOB Ha
MOCTOSIHHOE XPAaHEHHE B TOCYJApPCTBEHHBI apXvB, B TOM YHCIE C HMX YIOPSAIOUYCHUEM,
TPAHCIIOPTUPOBKOM, BHIIOTHSIOTCS 33 CYET CPENICTB Cy/a.

13.4. Tlepen nepenaueil TOKyMEHTOB Ha IIOCTOSSHHOE XpPaHEHHUE B FOCYAAPCTBEHHBIA apXUB
TIPOBOJISTCSL:

paccCMOTpEeHHE JOKYMEHTOB Ha MPEIMET paCCEeKpPEUMBAHMS HOCUTEIEH CBEACHUIA,
COCTaBJIIOIIMX TOCYJApCTBEHHYIO TaiHy, B CIyda€ MCTEYEHUS CPOKOB, YCTAHOBJIEHHBIX
3aKOHOJaTeIbCTBOM Poccuiickoit denepannu;

pPacCMOTpPEHHE TOKYMEHTOB Ha MPEAMET CHATUS MOMETKH " /{7151 ci1y>keOHOTo 1moIh30BaHus"
¢ HocuTenel HMHQoOpMaIMK OrpaHMYEHHOTO PACHPOCTPAHEHUS B MOPSJIKE, YCTAaHOBICHHOM
3akoHozaresnbcTBOM Poccuiickorn denepannu, a Takke B COOTBETCTBUM C llonoxxkenumeM o
nopsiike oOpalieHuss co CIyKeOHOM HMHQopMaluell OrpaHUYEHHOIO paclpOCTpaHEHHs B
denepanbHbIX Ccyaax oOIIel IOPUCAUKINY, (elepallbHbIX apOUTPaXHbIX CyIaX, YTBEPKIEHHBIM
npukazoM CyneOHoro nenapramenTa npu Bepxosaom Cyne Poccuiickoit ®enepannu.

13.5. Ilepenaya >MEKTPOHHBIX apPXMUBHBIX JIOKYMEHTOB B HH(OPMALIMOHHYIO CHCTEMY
rOCy/IapCTBEHHOI'O apXuBa MPOU3BOJIUTCS B MOPSAAKE, YCTAHOBICHHOM (peiepalibHbIM OpraHOM
UCTIOJIHUTENIBHON BJIACTH B c(epe apXHWBHOTO Jejia M AEJIONPOU3BOICTBA, MO COTJACOBAHHIO C
rOCy/IapCTBEHHBIM apXMBOM I10 OMMCSM 3JEKTPOHHBIX JOKYMEHTOB. K OMHMCSIM 3JI€KTPOHHBIX
JIeJT TIpUIIararoTcs peecTpbl (pailioB 3EKTPOHHBIX JOKYMEHTOB.

13.6. Ilepemaua JOKyMEHTOB OGOpPMIISIETCS aKTOM TpUeMa-Tiepesiaud  apXUBHBIX
JTOKYMEHTOB Ha XpaHeHue (mpuioxkeHue N 22 k Hacrosmend WHCTpyKIMHK), COCTaBISIEMbIM B
JIBYX 3K3eMIursipax. OJIMH SK3EMIUIIP aKTa OCTAETCS B NOCYJApCTBEHHOM apXWBeE, APYrol - B
cyne.

BMmecrte ¢ nokymeHTamMu NepenaroTcsl YeThIpe IK3EMILIspa OMMCH I, a TaKkKe OJUH - B
AIIEKTPOHHOM BHJIe, B (opmare, COIIACOBAHHOM C TOCYJapCTBEHHbIM apxuBoM. OnuH
HK3EMIUISAP OMUCH Ha OyMa)KHOM HOCHTEJE OCTAETCS B CY/I€.

13.7. Ha Bcex aK3eMILIsIpax ONHUCH JEN FOCYJIapCTBEHHBIM apXHWBOM JENAKOTCA OTMETKH O
IIPUEME apXUBHBIX JOKYMEHTOB B apxuB. IIpW OTCyTCTBMM €IMHHUIl XpAaHEHUs, YKa3aHHBIX B
omMCcH JeJ, Cyl NPUHHMaeT Mephl MO UX po3bicKy. Ecim B Xoae po3bIicKa OTCYTCTBYIOLIHE



JOKYMEHTbI He ObUIM HaWJeHbl, B ONHCH JeJ JeNlaeTcs HOoBas WUTOroBas 3amuch. Homepa
OTCYTCTBYIOIUX €IUHUL] XPaHEHUs W IPUYMHBI OTCYTCTBHUS OTrOBapUBAIOTCS B aKTe NpHeMa-
nepeJayy JOKyMEHTOB Ha XpaHEHHE U B PUJIAraéMoi K aKTy CIPaBKE, COCTABIIIEMOM CYOM.

Cyn, nepenaromuii JOKYMEHThI Ha XpaHEHUE B FOCYIapCTBEHHBIA apXuB, 00s13aH MPUHATH
Mepbl K BOCCTAHOBJICHHIO YTPAau€HHBIX MPOU3BOJCTB B COOTBETCTBHUM C TIJ1aBOMl 38
I'paxxmanckoro npoieccyaibHOro Kojekca Poccuiickoit denepanuu.

IIpu orcyrctBun (yTpaTe) INOAJMHHUKOB IIEPENAIOTCA HX 3aBEPEHHbIE KONUHU (1pHU
HaJTUYHH ).

13.8. JIokyMEHTBI IEpPEJAOTCS Ha IOCTOSSHHOE XPAaHEHHUE B YIIOPSA0YEHHOM COCTOSIHUU CO
CIPAaBOYHO-TIONCKOBBIMHU CPEJICTBAMH.

CornacoBana

[Tucsmo

denepanbHOI0 ApXMBHOTO areHTCTBA
o1 30.06.2026 N 12/2824-A

[Tpunoxenue N 1

Kk MHCTpyKIIUU 0 MOpSIIKEe OpraHu3aIiuu
paboThl apXUBOB (eiepalbHBIX CYI0B
o0111e FOPUCTUKITIT

(HauMeHOBaHUE Cy/a)

(HauMEeHOBaHHE CTPYKTYPHOT'O MOApa3eIeHUs Cy/1a)

IMTPEUIOXEHNA B HOMEHKJIATYPY JIEJI

Ha rox <1>
Nupekc 3aroyioBOK ziena Konngectso Cpok [Ipumeuanus
nena TOMOB (4acTeit) | XxpaneHus u N
CTaThH 110
MEPEYHIO
1 2 3 4 5

HazBanue pa3aciia
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HavyanbHHK CTPYKTYpHOTO MOApA3ICICHUS
(YnOJTHOMOYEHHOE JINILIO)

(moamnuce) (pacmmdpoBKa MOIMHICH)

<1> K HOMeHKJaType [e1 CTPYKTYPHOIO IOApA3JEICHUs 110 OKOHYAHUM KaJIEHJApHOIO
rojla COCTaBJISIETCS MUTOTOBas 3amuch MO (opMme, yKazaHHOM B mpuiiokeHHH N 2, U Jenaercs
OTMETKa O Iepesiaye UTOIOBBIX CBEIEHUH B OT/IEJ AEJIONPOU3BOACTBA Cy/a.

[Tpunoxenue N 2

K MHCTpyKIIMU O MOpSIIKE OpraHu3aIuu
paboThl apXUBOB (eiepabHBIX CYI0B
o0111el FOPUCTUKITIT

YTBEPXIAIO
(HanMeHOBaHUE Cy1a) [Ipencenarens cyna
HOMEHKIJIATYPA JEJI (moamuce) (pacmmdpoBKa MOAMKCH)
Ha rof
(mara)
NHnekc 3aroyioBOK Jena KonnuectBo | Cpok xpaHeHus 1 [Ipumeuanus
nena TOMOB N cratbu 1o
(uacreii) IIEPEYHIO
1 2 3 4 5

HazBanune pa3aciia

Havannauk otaena
JEIONPOU3BOICTBA (0OIIET0 OT/eNa)

(moamuce) (pacmmdpoBKa MOAMKCH)




(mara)

Busa paboTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa

COI'JTACOBAHO YTBEPX/JEHA

IIpoTOKOI 3KCIIEPTHON KOMUCCUHU IIpOTOKOJI SKCIIEPTHO-TIPOBEPOUYHON KOMUCCHH
cyna ApPXUBHOTO YUYPEXKICHHUS

oT n n N oT n n N

Htoropas 3amuce o KaTCropugax U KOJIN4YCCTBEC LI,

3aBEJICHHBIX B rony B cyzie
ITo cpokam xpaHeHHs Bcero B ToM uucne:
[epexoAsa X C OTMETKOM
"OIIK"
1 2 3 4

Ha 6ymaxxHoMm Hocurene
(pu HANMUYMKM TUOPUIHBIX J1e]1, TOM(a) Ha OyMa)KHOM HOCHUTEIE YUYUTHIBAIOTCS B pa3feiie
tabuuuel "Ha OymaxkHoMm HocuTene", Tom(a) Ha 3JIEKTPOHHOM HOCUTEJIE YUUTHIBAIOTCS B
paznesne Tabauisl "INeKTPOHHBIX ")

ITocTostHHOTO

Bpemennoro (cbie 10 ner)

Bpemennoro (o 10 ner
BKJTFOYUTEIIHHO)

DNEeKTPOHHBIX
(mpu HaNMUYMKM TUOPUIHBIX J1e]1, TOM(a) Ha OyMa)KHOM HOCHUTEIE YUYUTHIBAIOTCS B pa3felie
tabnuuel "Ha OymakHoMm HocuTene", Tom(a) Ha 3JIEKTPOHHOM HOCUTEIIE YUYUTHIBAIOTCS B
paszzaene Tabauibl "IIeKTPOHHBIX"):

IlocTosstHHOTO

Bpemennoro (cBbie 10 ser)

Bpemennoro (n0 10 ner
BKJTIOUUTEINIHHO)

HUTOI'O:

Havannauk otaena
JEIONPOU3BOICTBA (0OIIET0 OT/eNa)




Hrorosrie CBCIACHUA NIEPEAAHBI B apXUB.

(mara)

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa cyna

(mara)

(monmucek) (pacumupoBKa MOIUCH)

(moamnuce) (pacmmdpoBKa MOIMHICH)

[Tpunoxenue N 3

Kk MHCTpyKIIMK O MOpSIIKEe OpraHu3aIiuu
paboThl apXUBOB (eiepabHBIX CYI0B
o0111e FOPUCTUKITIT

(HauMeHOBaHUE Cy/a)

(HauMeHOBaHUE CTPYKTYPHOT'O MOApa3eNeHHs Cy1a)

OIIMCHb N
Jelt, TOKyMEHTOB
3a rof
N | Munekc | 3aronoBok | Kpaithue | Cpok xpanenus | KomnuectBo | Ilpumeuanus
n/m| gena nena aThI (rpada e JINCTOB
3aIOJTHSAETCS B
OIHCH JIeN
MOCTOSTHHOTO CPOKa
XpaHEeHus)
1 2 3 4 5 6 7
HaszBanue pa3znena

B nannbIil pa3aen onucu BHECEHO
(unpamu 1 MPONHUCHIO)

nen




cN mo N , B TOM YHCIJIE:
JIUTEPHBIC HOMEpA: \
MPONYILICHHbIE HOMEPA!

HanmenoBanue 10mKkHOCTH
COCTaBUTEJISI OITUCU
(moamnuce) (pacmudpoBKa MOAMKCH)

(mara)

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa cyna
(moamucek) (pacurupoBKa MOITUCH)

(mara)

COI''TACOBAHO

HauanbHuk oTnena

JIeTIONPOU3BOICTBA (0OIIIET0 OT/ACIIA)
(moamucek) (pacmudpoBka moamucy)

(mara)

Ilepenan €MHUL XPaHEHUs
(tmudpaMu ¥ IPOITHUCHIO)
u PETUCTPAIIIOHHO-KOHTPOIBHBIX
(dpamMu ¥ IPOIUCHIO)
KapTOTEK K JIOKyMEHTaM.

HaumenoBanmue nomkHOCTH pabOTHHKA
CTPYKTYPHOTO TIOJIpa3/ieNICHUs
(monmuck)  (pacmmgppoBKa MOIMKICH)

(mara)

[Tpunsin €AVHUL XpaHEHHUS
(dpamMu ¥ IPOTUCHIO)
u PErUCTPAlMOHHO-KOHTPOIBHBIX
(mudpamMu ¥ IPOTUCHIO)
KapTOTEK K JIOKYMEHTaM.

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa cyjaa

(moamuch)  (pacurmudpoBKa MOAMHICH)

(mara)



[Ipunoxenue N 4

K MHCTpYKIIMK O MOPSIIKE OpraHu3aIiuu
paboThl apxXUBOB (heaepaTbHBIX CYI0B
o01el FOPUCTUKITNI

(HauMeHOBaHUE Cy/1a)

(HaMMEHOBaHUE CTPYKTYPHOIO MTOIPA3AEIICHUS Cy/1a)

®onn N

OIIMCb N

JIEKTPOHHBIX TOKYMEHTOB

(TIOCTOSTHHOT'O XpaHEHUs1/BPEMEHHbIX

(cBpme 10 net) XxpaHeHus/To TMYHOMY COCTaBY)
3a rof




N | Uagexc 3aroJioBoK Perucrpammon Bug n Hara Cpok KonunyectBo | O0Bem B | [IpuMeuanus
n/i | Jena | 3JIEKTPOHHOTO | HBIM HOMEp 3aroJIOBOK | JOKYM | XpaHEHHS (aiinos Oaiitax
nena 1o ANEKTPOHHOTO | JIEKTPOHHOTO | €HTa (Konu4yecTBO
HOMEHKJIaType | JOKyMEHTa JIOKyMEHTa (aiinos B
KOHTEHHEepe)
1 2 3 4 5 6 7 8 9 10

B nmaHHBIN pa3gen onucu BHECEHO

cN

(dpamMu ¥ IPOITUCHIO)

MIPONMYLIEHHbIE HOMEpa:!

no N

OJICKTPOHHBIX JTOKYMCHTOB

, 00bEMOM

Oaiit. B Tom uncie JIMTCPHBIC HOMEpA:

K QJICKTPOHHBIM JOKYMCHTAM COCTABJICHBI PECCTPLI Q)aﬁHOB.

HanmeHoBaHNe JOIKHOCTH
COCTaBHUTCIIA OITMCHU

(moamuch)

(mara)

PaboTHUK, OTBETCTBEHHBII
3a paboTy apxuBa cyja

(moamuce)

(pacumgpoBKa MOAMKCH)

(pactmdpoBKa MOIIUCH)




(mara)

COT'JIACOBAHO
Hauansuuk otnena
JITIOTPOU3BOICTBA (0OIIIEro OT/ACIA)

(moamuce)  (pacmmdpoBKa MOMTUCH)

(mara)

[Tepenan

(mdpaMu ¥ TPOTHCHIO)
o0BeMoM

Oaiir.

(mdpaMu ¥ TPOTHCHIO)

HaumenoBanue 1omKHOCTH pabOTHUKA
CTPYKTYPHOT'O IIOApa3IelIeHUs

(moamuce)  (pacmmdpoBKa MOIMTUCH)

OJICKTPOHHBIX TOKYMCHTOB

(mara)
[Tpunsin ANEKTPOHHBIX IOKYMEHTOB
(g paMu 1 TPOTHCHIO)
o0BeMoM Oaifr.
(dpaMu ¥ IPOTIHCHIO)
PaboTHHK, OTBETCTBEHHBII
3a paboTy apxuBa cyja
(mogmuce)  (pacumdpoBKa MOAMHCH)
(mara)
Peectp (aiioB 351eKTpOHHOTO JOKYMEHTA
N n/m | N anexktponHoro | HaumenoBanue Jara u Bpems O6bem dopmar
JIOKYMEHTA 110 daiina MOCJIETHETO (B OaiiTax) daitna

ONUCH n3MeHeHus (aiina

IIpunoxxenue N 5



K MHCTpYKIIMH O TIOPSIIKE OpraHu3aluu
paboTHI apXUBOB (peepaTbHbIX CYI0B
OO0IIeH FOPUCIUKITUN

YTBEPXIAIO

(HaMeHOBaHUE Ccyaa) [Ipencenarens cyna

®ona N (monmucek) (pacumupoBKa MOITUCH)
OIIMCHh N
JieN, TOKYMEHTOB TTOCTOSTHHOTO XpaHEHUS
3a ron (mara)

N WNunexc nena | 3arosioBok aena | Kpaitnue natel | KonuuectBo [Ipumevanus
/1 JINCTOB

1 2 3 4 5 6

HaszBanue paznena
B nannbIN pazaen onvucu BHECEHO
(mdpaMu ¥ IPOTIHCHIO)
Ji(Sh)

cN mo N , B TOM YHCJIE:
JUTEPHBIC HOMEPA: ,
MPOMYIIEHHBIE HOMEpPA:

HaunmenoBanue 10IKHOCTH
COCTaBHUTEJS OITUCH

(moamnuce) (pacmudpoBKa MOAMUCH)

(mara)

PaGoTHHK, OTBETCTBEHHBIN
3a paboTy apXuBa cyaa

(moamuce) (pacmudpoBKa MOAMUCH)
(mara)
COT'JTACOBAHO YTBEPX/IEHA
IIpoTOKOI KCIIEPTHOU KOMUCCUU IIpoTOKOJI HKCIIEPTHO-TIPOBEPOUHOMN
cyna KOMMCCHH apXUBHOIO YUPEKICHUS

oT n n N oT n n N




[Tpunoxenue N 6

K MHCTpYKIIMH O TOPSIIKE OpraHu3aluu
paboThl apxXuBOB (efepaibHbIX CYI0B
OO0IICH FOPUCIUKITUU

YTBEPXIAIO

(HaMMEeHOBaHUE Cy/1a)

[Ipencenarens cyna

®ona N (monmucek) (pacurupoBKa MOITUCH)
OIIMCBh N
JieI1, JOKYMEHTOB I10 JINYHOMY COCTaBy
3a ron (mara)
N | Unpekc nema |3aronoBok nena| Kpaiinue Cpok | Konuuects | [Ipumeuanus
/11 ATkl XpaHEeHHs | O JIUCTOB
1 2 3 4 5 6 7

HaszBanue paznena

B naunbIN pazaen onvucu BHECEHO

(rdpamMu U IPOIHUCHIO)

I (S

cN no N

, B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

IIPOIYLIEHHbIE HOMEpA!

HaunmenoBaHue T0OIKHOCTH
COCTaBHUTEJS OITUCH

(moamuce)

(mara)

PaboTHuK, OTBETCTBEHHBIIN
3a paboTy apxuBa cyzaa

(pacumupoBKa MOIIUCH)

(moamuce)

(mara)

COI''TACOBAHO
ITpoTOKOJI PKCIIEPTHON KOMHUCCHH CyJ1a

(pactudpoBKa MOIIHICH)

YTBEPXIEHA
IIpoTOKOII HKCIIEPTHO-TIPOBEPOUHOMN




or" " N KOMHUCCHH apXUBHOTO YUPEKICHUS
OT n n N

IIpunoxenne N 7

K MHCTpyKIIMU O OpsiiKe OpraHu3aluu
paboThI apXUBOB (pesiepatbHbBIX CYI0B
o011el IPUCAUKIIUU

YTBEPXIAIO
(HaMeHOBaHUE Cy/a) [Ipencenarens cyna

®onx N (moamnuce) (pacmugpoBKa MOIHCH)
OIIMCb N
JieJ1, JOKYMEHTOB BPEMEHHBIX
(cBpimre 10 1€T) CpOKOB XpaHEHUS
3a ron (mara)

N | Ungexc nena | 3aronoBok | Kpaiinue Cpok KomunuectBo | Ilpumeuanus

n/m nena JaThl XpaHeHus JTUCTOB
1 2 3 4 ) 6 7
HasBanue paznena
B nannbIi pa3aen onucu BHECEHO
(mdpamMu ¥ IPOIHUCHIO)
pi(Sh)

cN mo N , B TOM YHCJIE:

JUTEPHBIE HOMEPA: ,
IIPOIYLIEHHBIE HOMEpA!

HaunmeHnoBanue n0KHOCTH
COCTaBUTEJISI OMTUCH
(moamuce) (pacmmdpoBKa MOAMKCH)

(mara)

PaboTHUK, OTBETCTBEHHBIH
3a paboTy apxuBa cyzaa
(moamuce) (pacmudpoBKa MOAMUCH)




(mara)

COT'JTACOBAHO
[IpoTOKOI IKCIEPTHON KOMUCCHH
cyna
OT n n N

(HaMeHOBaHUE Ccyaa)

@Doug N

OIMCb N

AMIEKTPOHHBIX IOKYMEHTOB
(TTOCTOSTHHOTO XpaHEHUsI/BPEMEHHBIX
(cBbimie 10 1eT) XpaHeHUs/TI0 TUYHOMY
COCTaBYy)

3a roa

YTBEPXJEHA
[IpoToKOa 3KCIEPTHO-MPOBEPOYHOI

KOMHCCHM APXUBHOI'O YUPEKIACHUSA
oT n n N

[Tpunoxenue N 8

K MHCTpYKIIMH O TOPSIIKE OpraHu3aluu
paboThI apXUBOB (eliepatbHBIX CYI0B
00IICH FOPUCIUKITUN

YTBEPX/IAIO

[Ipencenarens cyna

(moamuce) (pacmudpoBka
TIOTTHCH )

(mara)



N | Uanexc 3aroJyIoBoK Peructparmonnblit Bun u Jara Cpok | KomuuectBo | O6weMm | [Ipumeu
/T | Jena | AJIEKTPOHHOTO HOMED 3aroJIOBOK | TOKYMEH | XpaHEHU (aiinos B aHus
Jierna 1o AJIEKTPOHHOTO | 3JIEKTPOHHO Ta s (konuuecTBO | OalTax
HOMEHKJIaType JIOKYMEHTa ro (aiinos B
JIOKYMEHTa KOHTEHHEepe)
1 2 3 4 5 6 7 8 9 10

B nmaHHBIN pa3gen onucu BHECEHO

cN

(dpamMu ¥ IPOITUCHIO)

MIPONMYLIEHHbIE HOMEpa:!

no N

OJICKTPOHHBIX JTOKYMCHTOB

, 00bEMOM

6aiiT. B Tom uncie TuTepHble HOMepa:

K nenmam coctaBiieHbl BHyTpEHHHUE OMKCH (PEECTPHI) M.

HaunmMmenoBaHue JT0KHOCTH
COCTaBUTEJS OITHMCU

(moamuce)

(mara)

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(TToamuch)

(pacumupoBKa MOITUCH)

(pacuudpoBKa MOMHCH)




(mara)

COI'JTACOBAHO YTBEPXIEHA
IIpoTOKOI 3KCIIEPTHON KOMUCCUHU IIpoTOKOII HKCIIEPTHO-TIPOBEPOYHOM
cyna KOMHUCCHH APXUBHOT'O YUPEKICHUS
oT H—H N oT H_ll N

Peectp (aiinoB 351eKTpOHHOTO JOKYMEHTA
N | N anexkrponnoro | HaumenoBanwue [ara n Bpems O6beMm dopmar
/1 | JIena Mo OMUCH ¢aiina MIOCTICTHETO (B OaiiTax) daitra

U3MeHeHus (aiina

[Tpunoxenue N 9

K MHCTpYyKIMU O MOpsiAKEe OpraHU3aluH
paboThI apXUBOB (peliepatbHbBIX CYI0B
oO0IIeH FOPUCIUKITUU

(HamMeHOBaHUE Cy/1a)

PEECTP OIIMCEM JEJ, TOKYMEHTOB

Hauar

OKoOHYEH




N N N Haszea | KomnuuectBo nen B onucu aen, | Kpaitn | Konnye | Konuuec | [lpume
n/m | GOHI | ONIUCH | HHUE JIOKYMEHTOB ue CTBO TBO YaHUs
a OIHMCHU JaThl | JIUCTOB | 9K3EMILIS

jnen, | TIOCTOSIHH | BDEMEHHO o OIIUCH poB
JOKYM oro ro JTUYHOMY e, OIICH
egrop | XPaHEHUs | (CBBILIE | COCTAaBY JOKyMe e,
10 net) HTOB | JOKYMEH
XpaHeHUs TOB
1 2 3 4 5 6 7 8 9 10 11




Nrtoro na 01.01.... B apxuBe XpaHUTCS onucen

(Tpu OTCYTCTBHH HE BKITIOYAIOTCS B UTOTOBYIO 3aITHCh), U3 HUX:

yIpaBIeHYECKON JOKYMEHTAIH OTHCEH,
(mudpaMu ¥ TPOTHCHIO)

JIOKYMEHTOB JINYHOTO MPOUCXOKICHHUS OTIHCEH,
(mudpaMu ¥ TPOTHCHIO)

HAyYHO-TEXHUYECKOI TIOKyMEHTalluu OTIHCEH,
(dpaMu ¥ TPOTHCHIO)

BUJICOJIOKYMEHTOB OIHCEH,
(mdpaMu ¥ TPOTHCHIO)

KMHOJOKYMEHTOB OTHCEH,
(dpaMu ¥ TPOTHCHIO)

($hOHOJOKYMEHTOB OTIHCEH,
(mudpaMu ¥ TPOTHCHIO)

bOTOAOKYMEHTOB OTIHCEH,
(mdpaMu ¥ IPOTIHCHIO)

ANIEKTPOHHBIX IOKYMEHTOB OTIHCEH,
(g paMu ¥ IPOTIHCHIO)

B TOM YHCIIE:

MOCTYIIUJIO B T. OMHUCEH,
(mdpamMu ¥ IPOITHCHIO)

BBIOBLIIO B r ONHUCEH.

(dpamMu ¥ IPOIHCHIO)

PaboTHHK, OTBETCTBEHHBIHI
3a paboTy apxuBa cyna

(moamucek)

(mara)

HauanpHuk oTnena
JIeTIOTPOU3BOICTBA (00IIIET0 OT/AEIA)
(moamuce)

(mara)

JINCT-3ABEPUTEJIb AEJIA N

B nene noamumTo u mpoHyMeEpPOBaHO

(pactmdpoBKa MOIITUCH)

(pacumdpoBKa MOAMHUCH)

ITpunoxxenne N 10

Kk MHCTpYyKIIMK 0 TIOpsiIKEe OpraHnu3aluu
paboThI apXUBOB (pesiepatbHbIX CYI0B
oO0111el IOPUCTUKITUH

(unpamu 1 MPONHUCHIO)

(yucta(oB)

c N no N

, B TOM YHCJIE:




JUTEPHBIE HOMEpPA JINCTOB
IIPOIYIEHHBIE HOMEpPA JINCTOB
+ JIMCTOB BHYTPEHHEHN OIUCH

Oco0enHocTH (HPU3UUECKOTO COCTOSIHUS U (POPMHUPOBAHUS J1eja Howmepa nucros

1 2

HaumeHnoBanue 10/KHOCTH pabOTHHKA,
COCTaBMBILIETO 3aBEPUTEIILHYIO

HAJMNCh
(monmuck)  (pacmm@poBKa MOAMHUCH)
(mara)
[Tpunoxenue N 11
K MHCTpyKLIMU O MOpsJIKe OpraHu3aun
paboThI apXUBOB (pe/iepanbHbIX CYI0B
OO0IICH FOPUCIUKITUN
BryTtpennssa onuce
JOKYMEHTOB Jiena N
N | Perucrpauuonnsiii N Hara 3aronoBok | Homepa nmucroB | [lpumeuanus
n/n JOKYMEHTa JOKYMEHTa | JOKYMEHTa nena
1 2 3 4 5 6
Hroro JOKYMEHTOB.
(mudpamMu ¥ TPOIHUCHIO)
KonnyecTBo IMCTOB BHYTPEHHEN ONMCHU JIUCTOB

(undpamu 1 MPONUCHIO)

HanmeHnoBaHue J0IKHOCTH Juia,
COCTaBMBUICTO BHYTPCHHIOIO OIMUCH
JOKYMCHTOB Ji€Jia

(mogmuce)  (pacurrgpoBKa MOAMHUCH)

(mara)



ITpunoxxenne N 12

K MHCTpyKIIMH O IOPSIIKE OPraHU3aluN
paboThl apXUBOB (efepaTbHBIX CYI0B
oO011el IOPUCTUKITNH

N T

oN ‘I

N ‘D

(HaMeHOBaHUE TOCYJapCTBEHHOT'O apXUBa)

(HaMeHOBaHUE Ccy/a)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

Jles0, yroJaoBHOE JIeJ10,
rpaXkIaHCKOE JIeJI0,
aJIMIHUCTPATHBHOE
ZIeJio, Ieio oo
aJIMIHUCTPATHBHOM
[IPaBOHAPYLICHUH,
MarepHa

JIEJIO (YUZI) N

I[MPONU3BO/JICTBO N

MATEPUAIJI

TOM N

1 nHCTAaHIIUA

ITocTynuiio

Paccmotpeno

JlaTa Hayama
MPOU3BOACTBA

Kpaitnue nator

Ha

(Ha3BaHUe /ena)

2 UHCTaHIUI

ITocTynuiio

Paccmotpeno

Jlata okoHUaHUs
MPOU3BOJICTBA

JIUCTax




d. N
Omn. N

JA.N

XpaHHUTh

(cpok xpaHeHus B roJiax, 10 KaKOro rojia XpaHUTh)

(moamnuce) (pacudpoBka
TTO/ITIMICH)

[Tpunoxxenne N 13

K MHCTpyKINU 0 MOpsiAKEe OpraHU3aluH
paboThI apXUBOB (peliepatbHBIX CYI0B
00IIeH IOPUCAUKIIUH

YTBEPXJIAIO

(HauMeHOBaHUE Cy/1a)

AKT
N

[Ipencenareins cyna

(moamuce) (pacmudpoBKa MOIIHCH)

O BBIJICTICHUU K YHUYTOKCHUIO
(apXHMBHBIX) TOKYMEHTOB, (mara)
HE MOAJIEXKAIINX XPAHEHUIO

Ha ocroBanun

(HaSBaHI/IC M BBIXOOHBIC TAHHBIC ICPCYHA TOKYMCHTOB
C YKa3aHUEM CPOKOB HUX XpaHeHI/IH)

OTO6paHLI K YHHUYTOXCHUIO KaK HC HMCHOLINC Hay‘IHO'HCTOqueCKOﬁ OCHHOCTHU U

yTpaTUBLINE IPAKTUYECKOE 3HAYEHUE TOKYMEHTHI poHaa N

(N u HazBanue ponmaa)

N 3arosnoBok | ['oxel | Homepa | Homep enununel | Komnuecrso | Cpokn | [Ipume
n/n nena OTMHCH XpaHEHHUs 10 €IMHULl | XpaHEHUS | YaHUS
(rpynmoBoi <2> onucH (MHAEKC XpaHEHus | ¥ HOMeEpa
3aroJIOBOK 110 HOMEHKJIaType (mem) cTarei 1o
JIOKYMEHTOB) Jien) MIEPEYHIO
1 2 3 4 5 6 7 8
Utoro €IMHUILI XpaHEHUS (J1e]1, AIEKTPOHHBIX JIeN) 3a




(urdpaMu 1 TPOMHCHIO)
TOJIBI.
Ornucu J1e1 MOCTOSSHHOTO XPaHeHUs 3a TOJTBI
yTBepxKaeHbl DK

(HaMMEHOBaHUE apXUBHOT'O YUPEXKICHNUS)
MIPOTOKOJ OT N

PaboTHHK, OTBETCTBEHHBIHI
3a paboTy apxuBa cyna

(moxmuck)  (pacmm@poBKa MOMHUCH)

(mara)
COI'NTACOBAHO YTBEPXIEHO
IIpoTOKOI 3KCIIEPTHON KOMUCCUHU IIpoTOKOJI SKCIIEPTHO-TIPOBEPOYHOM
cyna KOMHUCCHUH apXUBHOTO YUPEKICHUS
oT n n N oT " n N
JIOKyMEHTBI B KOJINUECTBE €IMHUL XpaHEHUS (JIe1,

(mdpamMu ¥ IPOITHCHIO)
AJICKTPOHHBIX IOKYMEHTOB):
Ha OyMa)KHOM HOCHTEJIC BECOM KT ClIaHbl HA YHUYTOXKCHUE;
Ha JIEKTPOHHOM HOCHUTEIIC C/IaHbI Ha YHUYTOXKCHUE

(cioco6 yHUUTOKEHHUS)

HaunmeHnoBanune nODKHOCTH
paboTHHKa cyAa,
CIABIIETO JOKYMEHTBI

(moxamuck)  (pacmm@poBKa MOIHUCH)

(mara)
JIOKyMEHTBI YHHUTOKEHBI B YCTAHOBIICHHOM TOPSIKE.

HaumeHoBaHMe NOIKHOCTH

paboTHHKA Cy/a, YIIOJIHOMOYEHHOTO

OCYILIECTBIIATH KOHTPOJIb 33 YTHIN3ALUEN
(mogmuch)  (pacumM@poBKa MOANHUCH)

(mara)
N3menenus B YUYCTHBIC TOKYMCHTBI BHCCCHBI.

PaboTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa

(moamuch)  (pacumm@poBKa MOANHUCH)




<2> [lpu BBIICIICHUH K YHUYTOKCHHMIO JOKYMEHTOB IPH TOJATOTOBKE JEN K Iepeaade B
apxuB cyja rpada He 3amoJIHICTCS.

[Tpunoxenue N 14

K MHCTpYKIIMH O TIOPSIIKE OpraHu3alun
paboThl apxXuBOB (efepaibHbIX CY10B
OO0IIeH FOPUCIUKITUN

Komy npencrasnsercs
(HauMEeHOBaHUE U aJPeC MOTydaTes)

Kem npeaAcCTaBJIsICTCA
(HaI/IMeHOBaHI/Ie " agpCC OTYUTHIBAIOIICTOCA apXuBa

(opma cOOCTBEHHOCTH OTYUTHIBAIOIIETOCS apXUBa)

[TactiopT apxuBa cyzna
Ha "1" nexabps 20 rona

1. O01ue cBeneHus

Kox ctpokn | Kommgectso [Tnomane 3arpy€eHHOCThb
¢doH0B apXUBOXpaHWINIIA, KB. M apXMBOXpaHWIUINA (B
IPOLIEHTAaX)
A 1 2 3
101

2. CBeneHus 0 TOKyMEHTax

[Tokaszarenn Ko KomnuecTBo ennHMIl XpaHeHUs
H (3
cTp | BCC | KpailHME | M3 HMX BHECCHO B | XPaHUTC | oOpasye
oxu | TO JIaThl OIINCH, s CBEpX | TCS B

VTBEPXKJACHHBIC | YCTAHOB | TOJ JIET

(cormacoBaHHBIC) | ICHHOTO

OIIK apxuBHOro | cpoka
YUpEXKICHUS

Ha4daJl | KOHC | BCC KpaﬁHHC
bHas | YHasg | IO JaThl

Haydall | KOHE
bHasA | YHad

A b |1 2 3 4 5 6 7 8




[TocTostnaorO Xpanenus | 201
<3>
[To nmunomy cocraBy  |202 X
3. Kaapsi
Kox cTtpoku KonuuecTBo TaTHBIX paOOTHUKOB

301

VYcnoBus XxpaHeHus: JOKYMEHTOB (HYKHOE ITOAYEPKHYTh)

XpaHumuiie €CTh, HET; CyX0€, CBIPOE; CBETIIOE, TEMHOE

OrorureHue HEHTpaIbHOE, IEYHOE; OTCYTCTBYET

Cremnaxu METaJUIMYECKHE, IEPEBIHHBIC, KOMOMHUPOBAHHBIC,
HET

[xadbr JIEPEBSIHHbBIE, METATNTNYECKUE; OTCYTCTBYIOT

Curnanu3anus To’KapHasi: €CTh, HET; OXpaHHas: €CTh, HET

YuranbHBIN 341

C€CTb, HCT

TemnepaTypHO-BIaXKHOCTHBINA PEKUM

coOIrogaeTcs, He coOJII0aeTcs

" n 20_ T.

IIpencenarens cyna

(moamwuch)

(pacuudpoBKa MOAMHCH)

(®.1.0. ucrionuurens)

(TenedoH UCTIOTHUTES )

<3> [Ipu cocTaBiIeHUHU MAcCHOpTa apXuBa LienecoodpaszHo B cTpoke 201 BHOCUTH JaHHBIE O
Jiefax MOCTOSTHHOTO XPaHEHUsS OTAEIbHO MO TPaKIAHCKUM, aJJMHUHHUCTPATHUBHBIM, YTOJIOBHBIM
Jienam, JiesaM oOLIEero JeJI0NpOU3BOACTBA.

[Tpunoxenne N 15

Kk MHCTpYKIIMU O TIOpSIJIKE OpraHu3auu
paboThl apXUBOB (heIepaTbHBIX CYI0B
o0IIeH FOPUCIUKITUU




(HauMeHOBaHUE Cy1a)

YueTHBIC CBCACHUA O NOKYMCHTAX, XPAHAIINXCA B ApXUBC Cyaa

Ha

1. O0wue cBeneHus

20

Konx crpoku KommuectBo
dboHI0B

APXHUBOXPAHWJIMII, KB. M APXUBOXpPaHUIINII, ITPOLCHTHI

[lnomane 3arpyKeHHOCTb

A 1

2 3

101

2. CBeneHus 0 TOKyMEHTax

[Toka3zarenu KonuyectBo equHMIl XpaHEHUs
BCE | KpaillHMe | U3 HUX BHECEHO B | XpaHHUTCS | 0Opasyer
ro JIaThl OMUCH CBEpX | CsIBTOJI
YCTaHOBII nen
Hayaj | KOHE | Bce | KpailHue EHHOTO
bHas | YHas | IO JIaThl cpoka
Hayal | KOHe
pHAs | YHas
A 1 2 3 4 ) 6 7 8
[TocTrositHHOTO XpaHeHus
Bpemennsix (cBbime 10 ser)
CPOKOB XpaHEHUs
Bpemennsix (o 10 ner)
CPOKOB XpaHEHUs WK "0
MHHOBaHUS HagOOHOCTH"
[To nmuHOMY cocTaBy
IIpencenarens cyna
(mogmuch)  (pacumM@poBKa MOANHUCH)

(mara)

& .N.0. ucnionuuTens

ITpunoxxenne N 16
Kk MHCTpYyKIIMU 0 TIOpsiIKEe OpraHU3aluu



paboThI apXUBOB (pesiepatbHbBIX CYI0B
oO0111eH IOPUCTUKITNH

(HauMeHOBaHUE Cy1a)

(Ha3BaHME apXuBa Cy/1a)

KHUT'A
yueTa [OCTYIJICHUsI U BBIOBITHUS J1€]1, JOKYMEHTOB

Tom N
Hauar

OKoHYEH



N Hara Haumenosa | HanmenoBa | Ha3ssaun T'onpl Bun [Toctynnenue onucaHHbIX Br10bITHE ONTMCaHHBIX Heonucanubix | [lpumeua
1/ | moCTyIIIe HHE HUE, HOMEp | M€ U | MOCTYIUB | HOCUTE JIOKYMEHTOB JIOKYMEHTOB Jen, HUSA
I HHUA U OpraHu3aIu U gaTta HOMEp | MuX Win | Jist <4> JIOKYMEHTOB,
BBIOBITHSA u JIOKyMEHTa, | (hoHIa | BHIOBIBIIH KOJIMYECTBO CAMHUIL KOJIMYCCTBO CAMHUIL JINCTOB
ro KOTOPOMY JIOKYMEHTO
MOCTOSIHH | BpEMEHH |  TI0 MOCTOSIHH | BDEMEHH | T0 | TIOCTYIH | BHIOBI
nojpaszelne | MOoCTYIIIN B II0 OITUCH
oro BIX JINYHO oro BIX JINYHO J10 110
HUS, JINLIA, I zen,
XpaHeHus | (CBbIIE My | XpaHeHus | (CBpIIE | MY
apxuBa), OT | BBIOBLIN JOKYMEHTO
. 10 net) | cocrar 10 5iet) | cocraB
KOTOPOU | JOKYMEHTBI B
MOCTYIHIIN y y
(v
BBIOBLIN)
zena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Utoro B roay MoCTynuio

(unpamu 1 MpoONUCHIO)
CIUHUIL XpaHEHUs <5>, B TOM YucCJIe:
Ha OyMa)XHOM HOCHUTEJe

(mudpaMu ¥ IPOITHUCHIO)

AIIEKTPOHHBIX

(mudpaMu ¥ TPOITHUCHIO)
ayJIMOIOKYMEHTOB

(TmudpaMu ¥ TPOITHUCHIO)
BUJICOIOKYMEHTOB

(unpamu 1 IPOMHUCHIO)

[Toka3bIBarOTCS pa3AenbHO UTOTOBBIC qaHHbIe o 11, 12, 13, 15.

PaboTHMK, OTBETCTBEHHEIH
3a paboTy apxuBa

(moamuce)  (pacmmppoBKa MOIIICH)

<4> BH - nokymeHThl Ha OymMakHOM Hocutene, D] - anekrpoHHble TOKyMeHThI, ['/[ - B

OITMCh BHCCCHBI FI/I6pI/IILHLIC JAcia.

KOHCYJ'IBT&HTHHIOCZ IIpUMCYaHUC.

HYMGPaIII/Iﬂ CHOCOK JaHa B COOTBCTCTBHHU C O(i)I/IIII/IaJII)HI)IM TCKCTOM OOKYMCHTA.

<55> Ilpu Hanuuuu TUOPHIHBIX Jen Tom(a) Ha OyMa)kKHOM HOCUTENE YYHUTHIBAETCS B
ctpoke "Ha Oymaxknom Hocutene", Tom(a) Ha JIEKTPOHHOM HOCUTEJIE YUUTBHIBACTCS B CTPOKE

"OneKTpoHHBIX".

ITpunoxxenne N 17

K MHCTpyKIIMM 0 MOpsiiKe OpraHu3aluu
paboThI apXUBOB (pesiepaibHbIX CYI0B

oO0111e# IOPUCTUKITNH

(HauMeHOBaHUE Cy/a)
CIIMCOK ®OH/10B
Tom N

Hauar



OKOHYEH

N Hara nepsoro | Hazpanue OtMeTKa o BBIOBITHH (POH/IA [Tpumeu

¢donnma | mocrymienus | douga aHUs
JIOKyMEHTOB MECTO nata u N JTOKyMEHTa, Ha
¢donna BBIOBITHA | oCHOBAHUH KOTOPOTO BBIGHLI

1 2 3 4 ) 6
Ha 01.01. B CITMCOK BKJIFOUEHBI (OHIBI ¢ N no N .
U3 CIHCKA UCKITI0UEHBI (OHBI ¢ N o N
Bcero xpanutcst B apxuBe (bOHI0B, U3 HUX:

(unpamu 1 poNUCHIO)
cozepkat 0co00 IICHHBIE JIeIa.

(uMdpaMu U IPONKUCHIO)

Howmepa cBoboaHbIE:
Howmepa BoIOBIBIIIHE (TIEpEIaHHBIC):

HanmeHoBaHME TOJDKHOCTH JIUIIA,
COCTaBHBILIETO HTOTOBYIO T'OJIOBYIO 3aITHCh
(moxmmuck)  (pacmm@poBKa MOIMHUCH)

(mara)

PaboTHHK, OTBETCTBEHHBIHI
3a paboTy apxuBa

(mogmuch)  (pacumdpoBKa MOAMHCH)

(mara)
ITpunoxenne N 18
Kk MHCTpYyKIIMK 0 TIOpsiKEe OpraHnu3aluu
paboThl apxXUBOB (efepatbHBIX CYI0B
o0111e# IOPUCTUKITNH
JIMCT ®OHJIA N
MeCTOHaxO0JeHue GpoHaa (1aTa mepBOro MOCTYIUIEHUS
(HammMeHOBaHUE Cy/a, JIOKYMEHTOB (hOH/Ia)

r7ie XpaHuTcs GOHN)

Kpaiinue natel kaxxaoro Ha3BaHus GoHIA Hazpanue honma




1 2
1. Yder HeONmHCaHHBIX JOKYMEHTOB
Hara Hassanue, N u [Tocrynnenue Bri0biTHE Hanuuue
3allUCH | J1aTa JOKYMEHTAa, (ocrarox)
10 KOTOPOMY
MOCTYIWIK My | KOIMYECTBO | KpAHHM |  KOIMYECTBO | KPAWHH | BCEro Jei
BLIGLLIH €IMHHULL € J1aThl €IMHHII € J1aThl
JOOKYMEHTBI XpaHeHUs XpaHeHUs
(TOKYMEHTOB, (TOKYMEHTOB,
JIUCTOB, OANT) JUCTOB, OANT)
1 2 3 4 5) 6 7

2. Y4eT onmmcaHHbIX JOKYMCHTOB




Hara | Homep | I'on | HazBanwue | [Tocty Bri0biTHE Hanuuue (ocTaTok) eTMHUI] XpaHEHUS
3anMc | onucu | (bl) | ONMCH | IUJIO
" e, e, eauny | KOJIMYC | OCHOBA | B TOM YHCJIE 110 | KOJIUYE B TOM 4HUCIJIE:
JOKYM JOKYMEHT | II CTBO HUE OIIHCSIM, CTBO
CHTOB OB WM | XpaHe | GAMHHIL| BBIOBIT | yTBEP)KACHHBIM | CAMHHII HOCTOSIHHOTO XpaHCHUA 110 JITYHOMY
aHHOTaly | Hus | XPaHCH | Hs OIIK XpaHeH CoCTaBy
a us | (Ha3Ba ust . .
KOJIMY€E | KPaliH | U3 HUX 110 ONUCAM, | KOJIMY | KpaliHU
(xpatkas HHC,
nata, N CTBO ue YTBEPKICHHBIM | €CTBO | € JaThl
XapaKTep ’ €IWHU | JaThl OIIK eIUH
WCTHKA AOKYyM " o
AOKYMECHT CHT) | 1onpyec KpaiH XpaHeH KOJINYECT | KpaliHU XpaHe
0B) TBO e st BO € IaThl | pyg
CIMHUILL | JaThl €IMHUI]
XpaHEHU XpaHEHHUs
b
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenue N 19

K MHCTpYKIIMH O TOPSIIKE OpraHu3aluu
paboThl apxuBOB (efepaibHbIX CYI0B
00IIeH FOPUCIUKITUN

YTBEPXJAIO

(HauMeHOBaHUE Cy/1a)

AKT [Ipencenarens cyna
n mn N

(moamuck) (pactudpoBKa MOIIICH)
0 TEXHUYECKHUX OIMOKax
B YUETHBIX JIOKYMEHTax

(mara)
Do N
Ha3Banue donna
B xox€e BBIIOIHEHUS
(Bu paboT)

O6H3py>K€HH TEXHUYECKHE OIIMOKHU B 3aUCIX:

Hazpanue noxymeHnTa CymecTtByronias 3auch Crnenyer 3anucarb

1 2 3

B pe3yiabrare KOMMYECTBO €AMHHUIl XpaHEHUs (€IMHUI] ydera) He

M3MEHUIIOCH/ YBETNYMIOCH/ yMEHBIIIMIIOCH Ha eUHUIL
(undpamu 1 MPONUCHIO)

XpaHeHus (eINHULl yUeTa).

IIpumeuanus:

PaboTHuK, OTBETCTBEHHBII
3a paboTy apxuBa cyza
(moamuce) (pacmndpoBKa MOAMUCH)

(mara)
N3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBI.
Pa0boTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyzaa
(moamuce) (pacmudpoBKa MOAMUCH)




(nata)

[Tpunoxxenne N 20

K MHCTpyKIIMU O OpsiiKe OpraHu3aluu
paboThI apXUBOB (pesiepatbHbBIX CYI0B
o011el IPUCAUKIIUU

YTBEPXIAIO

(HauMeHOBaHUE Cy/1a)

AKT [Ipencenareins cyna

(moamuck) (pactrudpoBKa MOIIMCH)
00 oOHapyKCHUH apXUBHBIX
JIOKYMEHTOB, HE OTHOCSIINXCS,
K JaHHOMY (POH/TY, HEyUTSHHBIX (mata)

B xone

(Bu paboTHI)
OBLIIO OOHAPYKEHO
(B dpoHze, B apXUBOXpaHUIIHUIIE, paO0OUeM ITOMEIICHUH )

N 3aronoBok | lludp (npu Kpaiinue KonuuectBo | K kakomy |IIpumeuan
/1 | €IUHULIBI HaJIMYUN) JIaThl JTUCTOB (OaiiT) doHny us
XpaHEeHUs, OTHOCHUTCSI
JIOKYMEHTAa (HOBBII
mnQp)
1 2 3 4 5 6 7

Hroro obHapyxeHo

(undpamMu ¥ IPOIUCHIO)
JTOKYMEHTOB.

PaboTHuK, OTBETCTBEHHBII
3a paboTy apxuBa cyza
(moamuce) (pacmudpoBKa MOAMUCH)

(mara)
HN3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBEI.

PaboTHUK, OTBETCTBEHHBI
3a paboTy apxuBa cyza




(moamuce) (pacmmdpoBKa MOAMUCH)

(mara)

[Tpunoxenne N 21

K MHCTpyKIIMU O OpsiiKEe OpraHu3aluu
paboThI apXUBOB (pesiepatbHbBIX CYI0B
o011el IPUCAUKIIUN

YTBEPXIAIO

(HauMeHOBaHUE Cy/1a)

AKT [Ipencenarens cyna

(moamuck) (pactrudpoBKa MOIIICH)
0 HEOOHAPYKEHUU aPXUBHBIX
JIOKYMEHTOB, ITyTH PO3bICKa
KOTOPBIX UCUEpIaHbl (mata)

HasBanue u N donma

B pesynbTare

YCTAHOBJICHO OTCYTCTBHE B (DOHJIE TMEPEUYHCICHHBIX HIKE el (IOKYMEHTOB),
IIPEIIPUHATHIE APXUBOM MEPBI 110 PO3BICKY JI€] MOJIOKUTENIBHBIX PE3YIbTAaTOB HE AAJH,
B CBSI3M C YEM CUUTAEM BO3MOXHBIM CHSTH C YU€Ta:

N | Onuce | Eqununa | 3aronoBok | Kpaitnue | KonmuuectBo | [Ipeanonarae | [Ipumeua
n/m N XpaHEHUS | €IMHUIIBI ATkl JINCTOB MBbIC TTPUYIUHBI HUA
N XpaHEHUs (CaiiT) OTCYTCTBHS
(apXUBHBIX
JIOKYMEHTOB
1 2 3 4 5 6 7 8
Htoro

(rdpamMu ¥ IPOIHUCHIO)
€AVHULl XpaHEHUsI (ApXUBHBIX JOKYMEHTOB).

CogepxaHue yTpaueHHBIX MAaTEPHATIOB MOXKET OBITh YACTUYHO BOCIIOJIHEHO CIEAYIOITUMHI
eMHUIIAMU XPaHEHUS (JIOKYMEHTaMH):

(HOMEpa eMHUI] XPaHEHUS

U UX TPYIIOBbIE 3ar0JIOBKH)

PaboTHUK, OTBETCTBEHHBI
3a paboTy apxuBa cyza




(moamuce) (pacmmdpoBKa MOAMUCH)

(mara)
YTBEPX/IEH <6> COI''TACOBAHO
[IpoTOKOJ 3KCIEPTHO-IPOBEPOYHOI IIpoTOKO SKCIEPTHON KOMUCCUH
KOMUCCHH apXUBHOT'O YUPEKICHUS cyna
OT n n N OT n n N

HN3meHeHus B YUYETHBIC JTOKYMCEHTBI apXUBa BHCCCHEI.

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa cyna
(moamuck) (pactmdpoBKa MOIIICH)

<6> I1pu HeoOHapyxeHUM nen ApxuBHoro Gorma Poccuiickoit deneparuu.

[Tpunoxxenue N 22

K MHCTpyKLIMU O OpsiiKe OpraHu3aluu
paboThI apXUBOB (peliepatbHBIX CYI0B
o011el FPUCAUKIINN

YTBEPXIAIO YTBEPX/AIO

IIpencenarens cyna

(HaMMEeHOBaHUE JTOJKHOCTU
PYKOBOAMTEII OpraHU3aluH,
MPUHUMAIOIIEN JOKYMEHTHI)

(moanucek) (pacmu@poBKa MOANKCH) (moanuce) (pacmu@poBKa MOAMUCH)

(nara) (nara)

AKT
ll_ll N

npueMa-nepeaay apXuBHbBIX
JIOKYMEHTOB Ha XpaHEHHUE

(ocHOBaHMe nepenayn, K NpuMepy, UICTEYEHHE CPOKa XPaHEHUSI TOKYMEHTOB)

(Ha3Banme nepeaaBaeMoro (hoHma)
cian,

(Ha3zBaHMe cy/a)



a IPUHSLIL
(HauMEHOBaHME OPraHU3ALUH, TPUHUMAIOIIEH TOKYMEHTHI)

IIpuHuMaeT Ha TOCYIapCTBEHHOE XPaHEHUE JJOKYMEHTHI 32 TOJIbI

Y CIIPaBOYHBIH anmapar K HUM:

N | HazBanue, Homep onucu | KonnuecTBo 3K3eMILIIpOB KomnuectBo [Ipumeua
n/n JeJ1, JOKYMEHTOB OIIMCH J€JI, JOKYMEHTOB | €JUHUIL] XPAHCHHUS HUS
1 2 3 4 5

Hroro npunsATO

(mdpamMu ¥ IPOTTHCHIO)

€IMHHII
XpaHEHUS.
[lepenauy npoussenu: [Tpuem npousBenu:
(momkHOCTB) (Moamnuck) (pacmudpoBka  (IOJDKHOCTB) (MOANuUCh) (pacmudpoBka

TIOJIITHCH ) TIOTIHCH)
(mara) (mara)
V3MeHeHUs B yUeTHBIC JOKYMEHThI BHECCHBI.
PaboTHHK, OTBETCTBCHHBIT
3a paboTy apxuBa cyna
(moamnuce) (pacmmdpoBKa MOIIMHCH)
(mara)
[Tpunoxxenue N 23

Kk MHCTpYKIIMU O TIOPSI/IKE OpraHU3alluu
paboThl apXUBOB (eiepalbHbIX CY/10B
oO0IIeH FOPUCIUKITUU

YTBEPXJIAIO

(HaMeHOBaHUE Cy/1a)

AKT [Ipencenarens cyna

(moamuck) (pacmudpoBKa MOIMUCH)
0 HEUCIIPABUMBIX MTOBPEKICHHIX
ApXMBHBIX JOKYMEHTOB (mara)

HasBanue u N ¢onna




B ¢donne o6Hapyx)eHbI TOKYMEHTHI, IPU3HAHHbIC HEUCTIPABUMO MOBPEKACHHBIMU:

N |Onucek N | Enuan 3aroJioBOK Kpaitnue | Konnuect | CymnHocTs u | [Ipumeua
/o 1a | HOBPEXJICHHBIX | JaThI 0 JIUCTOB MPUYUHBI HUS
XpaHe €IMHUIL (Gaitr) MTOBPEXKICHUSI
HusA N XpaHEHUs
1 2 3 4 S) 6 7 8

Htoro oOHapy)eHO HEHCIIPABUMO ITOBPEXKICHHBIX
(unpamMu U IPOIUCHIO)

€MHUIL XpaHEHUs (apXUBHBIX IOKYMEHTOB).

[lepeunciieHHble €AMHUIBI XPAHEHHS (APXUBHBIC JOKYMEHTHI) MOJIEKAT CIHCAHHUIO
BBU]TY:

OxcnepTsl <7>:
(HaMMEHOBaHUE JJOJDKHOCTEH SKCIIEPTOB, MOJIITUCH,
pacmdpoBKka moamucei, narTa)

(N u nara mpukasa npeceaaTesisi CyJa O CHITHH HEMCITPABUMO MOBPEKIECHHBIX
apPXUBHBIX JOKYMEHTOB C yU€Ta)

PaboTHHK, OTBETCTBEHHBIHI
3a paboTy apxuBa cyna

(moamuce) (pacmudpoBKa MOAMUCH)
(mara)
COI'JTACOBAHO YTBEPX/IEH <8>
IIpoTOKOI KCIIEPTHON KOMUCCUHU [IpoTOKOII PKCIIEPTHO-TIPOBEPOYHON
cyna KOMHCCHUHU apXUBHOT'O YUPEKIACHUS
oT n n N oT n n N

HN3menenus B YUYCTHBIC TOKYMCHTBI apXrBa BHCCCHBI.

PaboTHuK, OTBETCTBEHHBII
3a paboTy apxuBa cyza
(moamuce) (pacmndpoBKa MOAMUCH)

<7> Ilpu HanMuuU JOKYMEHTOB, BKJIIOYEHHBIX B cocTaB ApxuBHoro ¢onma Poccuiickoit
denepanuu.

<8> Jlnst AOKYMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOro ¢onna Poccuiickoit ®enepanuu.



(HaMMEeHOBaHUE Cy/1a)

AKT [Ipencenarens cyna

[Tpunoxenue N 24

K MHCTpYKIIMH O TOPSIIKE OpraHu3aluu
paboThl apxuBOB (efepaibHbIX CYI0B
00IIeH FOPUCTUKITUU

YTBEPXJAIO

(moamucek) (pacmudpoBKa NOAMUCH)

IIPOBCPKU HAJTNYUA U COCTOAHUA

ApXUBHBIX JOKYMEHTOB (mara)

Do N
Ha3Banue donna

Howmepa onmceit

IIpoBepka npoBoaUIach ¢

110

IIpoBepKOI1 yCTaHOBIIEHO:
1. Yucnures 1o onucsaM aed:

CAWHUIL XpaHCHHA.

(KOJIM4ecTBO)
2. BoisiBIIeHBI TEXHUYECKUE OLITUOKH:
2.1. meroTcst muTepHBIE HOMEpA:
a) HE YYTE€HHbIE B UTOTOBOH 3alKCH

CANHHUL XPaHCHUA;

(KOJIM4ecTBO)
0) He mepevrcIeHHbIe, HO YUTEHHbBIC
B UTOT'OBOM 3aMUCU

€IMHUIL] XPaHCHUS.

(KOTMYECTBO)
2.2. TlponymieHO HOMEPOB:
a) HE YYTEHHBIX B UTOT'OBOM 3amucu

CANHUIL XPAHCHU;

(KOJIM4ecTBO)
0) He MepevYrCIeHHBIX, HO YITEHHBIX
B UTOT'OBOM 3aIMCH

€UHUL] XPAaHEHHUS.

(KOTMYECTBO)
2.3. Jlpyrue, B pe3ysbTaTe 4ero 00bemM
YBEJIUYUIICS Ha

CANHUI] XPaHCHUS;

(KOJTM4€ecTBO)
YMEHBIINUJICS Ha

CAUHUI XPpaHCHUS.

(KOJIM4EeCTBO)
3. UucnuTcs 1o OnMcsM B pe3yJibTaTe
YCTpaHEHHS TEXHHYECKUX OMTMOO0K

€JIMHHUIL] XPAHCHHUS.

(KOJIMUYECTBO)
4. He oka3anoch B HAIMYHHU

€JIMHUIL] XPaHECHHUS.

(KOTUYECTBO)



5. imeeTcst B HAIMYHUH 110 JAHHOMY (OHIY

(BKJTFOUCHHBIX B OITHCH) €IMHUI] XpaHCHUS,
(KoJIM4YecTBO)
U3 HUX TPEOYIOIINX:
a) Ne3UH(EKIIH €IMHUIL XpaHEHUS;
(KomM4uecTBO)
0) ne3uHceKkuun €MHUILl XPaHEHUS;
(KonmM4uecTBO)
B) pecTaBpanuu SIMHUI XPAHCHUS;
(KonmM4ecTBO)
T') MeperieTa Wid MO IIIHBKA SIMHHUIL XPaHEHUS;
(KomM4uecTBO)
1) BOCCTAaHOBJICHHS 3aTyXalOIINX TEKCTOB €IMHHUII XPaHCHUST;
(KomM4ecTBO)
€) CHATHUSA C y4eTa BBUAY HEHCIIPABUMBIX MTOBPEIKICHHIA SIMHHUII
(KoIM4YecTBO)
XPaHCHUS;

) MPOBEJICHUSI MUTPAIIUU
(17151 PIEKTPOHHBIX IOKYMEHTOB

Ha pU3NYECKU 000COOJIEHHBIX HOCUTEISIX ) €MHHUII XpaHEHUSI.
(KOJIM4ecTBO)
6. imeeTcst He BKIIFOUEHHBIX B OIHCH SIMHUII XPaHEHUSI.
(KomM4ecTBO)
7. Itoro no nanHomMy GoHIy (BKIIOUEHHBIX U HE BKIFOYCHHBIX B OIHCH),
UMEIOLIUXCS B HATTHUUU €IMHUIL XpaHEHUSI.
(KOJIM4ecTBO)

8. XapakTepuCTHKa YCIOBUN UX XPAHEHUS.
OTpunatenbHbIC SABJICHHS B COCTOSSHUM U YCJIOBUSIX XpaHEHUSI.

ITpoBepky npou3BOAMIIN:

Hanmenosanue
NOJDKHOCTEN
paboOTHUKOB

(moamuce) (pacmndpoBKa MOAMUCH)

(mara)

[Ipunoxenne N 25

Kk MHCTpYKIIMY O TIOpsIIKE OpraHu3auu
paboThl apXUBOB (heIepaIbHBIX CYI0B
0O0IIeH FOPUCTUKITUU



(HauMeHOBaHUE Cy/1a)
AKT
" n N

O BbIAA4YC apXMWBHBIX JOKYMCHTOB
BO BpEMECHHOC I10JIb30BaAHUEC

(HaMMEeHOBaHWE OpTraHU3AIIH )

(TIOYTOBBIH azpec)

OcHoBanue

I_[eJ'IB BbLIa4Y1 JOKYMCHTOB

BriaroTes cnepyromie enuHuIbl Xpanenus u3 ponaa N

(Ha3BaHME)
N | Onuce Enunnna 3arosnioBok enuHuLbl | KomnuecTBo [Ipumeuanus
n/n N xpaHeHus N XpaHEHUs JUCTOB (OaiT)
1 2 3 4 5 6
Bcero Beimaercs €IMHUI] XpaHEHHSI

(undpamu 1 MPoONUCHIO)

OOIINM KOJTMYECTBOM JIUCTOB (0aiT)

(undpamu 1 MPONUCHIO)

Ha CPOK

I[OKYMCHTLI BbLJAHBI B YIOPAAOYCHHOM COCTOsIHUM, I[IOAIIWTHI, B O6JIO)KK8.X, C
MMPOHYMEPOBAHHBIMH JIMCTAMH U 3aBEPUTCIIBHBIMHA HAAIIUCAMU.



JIoKyMEHTBI BbIIAI:

PaGoTHuK, OTBETCTBEHHBIH 32 pabOTy
apxuBa cyJna

(moamuce)
(mara)
HauvanpHuk otnena
JIeTIONPOU3BOICTBA (0OIIEr0 OT/ACIIA)
cyna
(moamuce)

(mara)

(pacmmdpoBKa MOAMKUCH)

(pacmmdpoBKa MOAMKUCH)

[Toyuatens 00s3yeTcs HE MNPEAOCTaBIATh JOKYMEHTBI, IOJIyUY€HHbIE BO BPEMEHHOE
[IOJIB30BaHUE, U IIPOCMOTPA, NPOCIIYIIMBAHUS I UCIIOIb30BAHUS APYTUM OpraHU3aLUsIM
Y IIOCTOPOHHUM JIMIIAM, HE BBIJIaBATh 110 HUM KOIUH, BBIIIACOK U CIIPABOK, HE IIPOU3BOAUTH
U3BATHS KaKUX-IMO0O0 yacTel U3 BBIIAHHBIX JIOKYMEHTOB, HE IyOJIMKOBAaTh JOKYMEHTHI 0e3

paspelieHus OpraHu3alyy, BbIIABUIEH JOKYMEHTHI.

[Tonyuatens mnpenynpexaeH o0

OTBCTCTBCHHOCTHU 3a YTpaTy WM HNOBPCKACHUC BBIAAHHBIX JOKYMCHTOB B COOTBCTCTBUHU C

3aKoHOJaTenbCTBOM Poccuiickoi denepanni.

[Tonygarens 00a3yeTcst BEpHYTh IOKyMEHTHI B ADXUB B YKa3aHHBIH B aKTE CPOK.

JIOKyMEHTBI IPUHST:

HaumeHoBanue 1OMKHOCTH
paboTHMKA OpraHu3aIMU-TIONydaTess

(moamuce)

(mara)
JIOKyMeHTBI caaut:

HaumeHoBanue 1OMKHOCTH
paboTHMKA OpraHU3aIMU-TIONydaTess

(moamuce)

(mara)
JIOKyMEHTBI IPUHSLT:

PaGoTHUK, OTBETCTBEHHBIN 32 pabOTy
apxuBa cyJa

(moamnuce)

(pacumudpoBKa NOAMHUCH)

(pacuudpoBka moanucu)

(pacuudpoBKa MOIMHCH)



(mara)

ITpunoxxenue N 26

K MHCTpyKLIMU O OpsiiKe OpraHu3aluu
paboThI apXUBOB (pesiepatbHbBIX CYI0B
o011el IPUCAUKIIUU

YTBEPXIAIO

(HauMeHOBaHUE Cy/1a)

[Ipencenarens cyna

R N

KOHBEPTAIIMH JIEKTPOHHBIX (moamucek) (pacumupoBKa MOITUCH)
ApPXUBHBIX JOKYMEHTOB

(mara)

B cBs3u ¢ HEBO3MOXHOCTHIO BOCIIPOHM3BEICHHS, WCIOJIB30BAaHUS 3JICKTPOHHBIX

apXUBHBIX JJOKYMEHTOB B (popMaTax, B KOTOPbIX OHHM OBUIM NPHHATHI Ha apXUBHOE

XpaHCHUE, ObLTa TPOU3BE/ICHA KOHBEPTAIIHS
(maTa uau meproj] BPEMEHH )




ApxuBH | 3aronoBok kK | Mcxonnoe | Mcxonusie | Ucxonnas | Ucxonubiii | Ucxonnsiii | HaumenoBa |  Jlata u Kontposs | O6bem (B | Dopmar d.N.0.
Bl | TEKCTY, IaTa ¥ | HAMMEHOBA | JlaTa ¥ | KOHTPOJIbH | o0beM (B | ¢opmar | HEe (daiina BpeMs | Hasg cymma | Oaiitax) ¢daiina | paboTHUKA,
mudp | perucTpamnuoH | Hue Qaima |  Bpems as cymma | OaifTax) daiina | 3MEKTPOHHO | TOCEaHer | (Xem- (aiia | PJCKTPOHH | BBIMOJHUBIII
HBII{ HOMEp | SJIEKTPOHH | MOCNEIHer |  (Xel- ¢daiina | AIEKTPOHH ro 0 CyMMa) | 3JEKTPOHH oro ero
JOKyMEHTa oro 0 CyMMa) | 3JIEKTPOHH oro JOKYMEHTa | U3MeHeHusi |  (aiina oro JIOKYMEHTa | KOHBEpTalu
JOKYMEHTa | u3MEeHeHus |  (aiina oro JIOKyMEHTa ¢aiina | AIEKTPOHH | AOKYMEHTa 10
daiina | ANEKTPOHH | AOKYMEHTa AIIEKTPOHH oro
ICKTPOHH oro oro JIOKyMEHTa
oro JOKYMEHTa JIOKyMEHTa
JIOKyMEHTA
1 2 3 4 5 6 7 8 9 10 11 12 13




Hcxonnbie ¢aitibl 31eKTPOHHBIX aPXUBHBIX JOKYMEHTOB COXPAaHEHHBI.

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyja

(monmuce) (pacumupoBKa MOITUCH)

(mara)

[Tpunoxxenue N 27

K MHCTpYyKIMU 0 MOpsiAKEe OpraHU3aluu
paboThI apXUBOB (pesiepatbHBIX CYI0B
00IIeH IOPUCAUKIIUH

KHUI'A BbITAYU EJUHUL] XPAHEHW S BO BPEMEHHOE I1OJIb3OBAHUE

Hauara
OxkoHueHa

CDopMa TUTYJIBHOTO JIMCTA KHUTH BbIAAa4X JCJI

N HanmenoBanue Komy [Hara Beinaun, | lata Bo3Bparta | Ilpumedanus
n/n | (HoMep) BBIJAHHOTO | BBIJAHO, | MOJIKCH JHLA, | Jesa, MOJMUCH
JIOKyMEHTa C KaKOW | IOJIy4MBLIETO auna,
LENBI0 JIeT10 BEPHYBLIETO
Il
1 2 3 4 5 6
Hroro B roJy BbIIAHO U3 XpaHuuina N

(mdpamMu ¥ IPOIUCHIO)

PaGoTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyjaa

(moamnuce)

(mara)

(pacumgpoBKa MOIMHUCH)

CAUHUIL XpaHCHUS.




[Tpunoxenue N 28

K MHCTpyKIIMM 0 MOpsiIKE OpraHu3aluu
paboThl apxXuBOB (efepaIbHbIX CYI0B

00IIeH FOPUCIUKITUN

(HamMeHOBaHUE Cy1a)

JIMCT UCIIOJIb3OBAHMA JOKYMEHTOB

doun N Onuce N Enununa xpanenus N
[Hara Komy BbI1aHO: Xapakrep N [Toanuce nuua,
UCIONIb30Ba | (pamMuIIus, HCII0JIb30BaHUS MCIIOJIb30BAaHHBIX | HCIIOJIb30BaBLIET
HUSA WHULIAAITBI (komupoBaHue, JIUCTOB 0 JIeJI0
(pa300p4MBO) | BBIMHUCKH, IPOCMOTP)
1 3 4 5
[Tpunoxxenne N 29
K MHCTpyKIIMU O IOpsAJIKE OpraHu3aluu
paboTHI apXUBOB (peiepaIbHbIX CY/I0B
oO0IIeH FOPUCIUKITUU
(HamMeHOBaHUE Cy/1a)
KAPTA-3AMECTUTEJIb EJUHULIBI XPAHEHUA
BBIJIAHO
®ponpa | Onuce N Ennnuna Komy JlaTa Iloamuce JlaTa IToamuce
N xpa"eHus: N BBIJIAYH BO3BparTa
1 2 3 4 5 6 8




ITpunoxxenne N 30

K MHCTpyKIINU 0 OpsiAKEe OpraHU3auH
paboThI apXUBOB (pesiepatbHbBIX CYI0B
001IeH IOPUCANKIIUH

[IOTAMII "KOIIMS BEPHA"
JUIA BABEPEHU A COOTBETCTBUA KOIIMU CYAEBHOI'O AKTA ITOAJIMHHUKY

"Konusa Bepna"
MOAMUCH CYJbU

HanmMmenoBanue J01KHOCTH

YIIOJITHOMOYEHHOTO PabOTHHUKA armapara
denepaibHOTO cyAa OOIIeH IOPUCAUKIINN

(moamnuce)

" "

(MHUTMAITBI, (aMUITHS)

20 .

[Tpunoxenne N 31

K MHCTpYyKIIMU O MOpsAKEe OpraHU3aluH
paboThl apXUBOB (heIepalbHBIX CYI0B
oO0IIeH FOPUCIUKITUU

5 OBPA3ELl HAKJIEMKHI 5
C 3ABEPUTEJIBHOM HAIITUCHIO, UCITOJIb3YEMOI TP O®OPMJIEHUN

3ABEPEHHBIX KOITUI CYJIEEHBIX AKTOB

HanmenoBanwme ¢enepaabHOTO Cya oomen
IOPUCAUKITUN

ITpoHyMepOBaHO U CKPETIIEHO




neyaTbio JINCTOB
HOJIHUCH

[Tpunoxenue N 32

K MHCTpYKIIMH O TOPSIIKE OpraHu3aluu
paboThl apxuBOB (efepaibHbIX CYI0B
OO0IIeH FOPUCIUKITUN

[Ipencenaremnto cyna

oT

(®.1.0., npoueccyanbHOE MOJI0KEHUE,

JaHHBIE TOKYMEHTA, YAOCTOBEPSIOIIETO

JIMYHOCTH U HOHHOMOLII/ISI)
MIPO’KUBAOLIETO TI0 aJpecy:

HOMEp KOHTaKTHOTO TejedoHa:

3asiBiicHUE
0 BBIJIa4€ KOIUU CyJeOHOTO aKTa

1. Ilpomry BbIIaTh MHE KOTIHIO(MH) CYyAEOHBIX aKTOB

(Yka3aHMe HaMMEHOBaHHE U PEKBU3UTHI CYAEOHOTO aKTa)
0 Jeiy

[Moamuce/®.N.0. (pacuudpoBaTs):

" n 20 I.

2. Konuto cy1e6HOro akTa noaydus
(®.1.0. 1 noanuck 1M, HOTYUUBIIETO
KOIIMIO, JaTa BbIJJa4l KOIHN)

3. Beigan
(momxnOCTh, @.N1.0., moanuck pabOTHHKA anmapara Cy/a, BbIaBIIEro
cynebHoe aerno, naTa)

ITpunoxxenne N 33



K MHCTpYKIIMH O TIOPSIIKE OpraHu3aluu
paboTHI apXUBOB (peepaTbHbIX CYI0B
OO0IIeH FOPUCIUKITUN

[Ipencenaremnto cyna

oT ,
(®.1.0., mporieccyanbHOE MOJOKECHHE,
JTaHHBIE JOKYMEHTA, Y10CTOBEPSIOLIETO

JUYHOCTH U MOJIHOMOYUS)

IIPOYKUBAIOLLETO 110 aAPECY:

HOMCP KOHTAKTHOI'O Teﬂe(i)OHaI

3asaBieHue
0 BBIJaue KOTMH ayAHO3AIHUCH CYIeOHOTO 3aceaHus

1. [Ipomy BbIIaTh MHE KOMHIO(MH) ayAHO3AMUCH CYI€0HOTO 3aCEeIaHusl 10 Iy

[Moanuce/®.N.0. (pacumdposars):

n n 20 T.

2. DNEeKTPOHHBIN HOCUTENh HHPOPMAIIUU MPUITATaCTCsl.

3. Komnuto 351eKTpOHHOI0 HOCUTEJIS OJTyYHI
(®.1.0. v noanuce nu1a,
HOJIYy4YMBILET0 KOIUIO, 1aTa BbIaun
KOITUH)

4. Brigan
(momxuOCTh, @.M.0., moanuchy paboTHUKA amnmnapara cyza, BbAABIIETO
AJIEKTPOHHBIA HOCHUTEIIb, JIaTa)

[Tpunoxxenue N 34

K MHCTpYyKIIMU O MOpsAKE OpraHU3aluH
paboThl apXUBOB (heIepalbHBIX CYI0B
00IIIeH FOPUCTUKITUU

(HamMeHOBaHUE Cy/1a)

Anpecat

(mouTOBBIN apec, UHICKC)



(renmedoHn, daxc)

(ampec AJIEKTPOHHOM MTOYTHI)

APXVBHAS CITPABKA
N
(mara)
Ha N oT
TexkcT
OcHoBaHue:

[pencenarens cyna
(MHOE YIIOJIHOMOYEHHOE JIUIIO)

(moamuck) (pactmpoBKa MOIIICH)
(mevatn)

Hcnomaurens

(bamuust, MHUIMAIBI, HOMED TeedoHa)

[Tpunoxenue N 35
K MHCTpYKIIHH O TOPSIIKE OpraHu3aluu

paboThl apxXUBOB (efepatbHBIX CYI0B
o0111e# IOPUCTUKITNH

(HauMeHOBaHUE Ccy/a)

KYPHAJI

PErucTpai BbIJAHHBIX KOHI/IfI, BBITIMCOK, TOKYMCHTOB

N ABTOp Hartau Conepx | HasBanue Hartau Pacnucka | IIpume
I/T | 3ampoca, |perucTpanuo | aHue | BBIIAHHOTO | perucTpaiu B YaHUS
UCXOJAIIMN | HHBIM HOMEp | 3ampoca | JOKyMEHTa OHHBIM | IOJYYEHU
HOMEp, JaTa, | 3ampoca (xomusi, HOMEp U WIN
azpec, BBINIMCKA, | BBIJIAHHOTO JaTa
HOMED CIIpaBKa M | JJOKYMEHTa | OTIPAaBKH
TenedoHa JIPYyroe)
1 2 3 4 5 6 7 8




[Tpunoxxenue N 36

K MHCTpyKIINH O OpsAKEe OPraHU3aLuH
paboThI apXUBOB (pesiepatbHbBIX CYI0B
001IeH IOPUCANKIIUH

(HauMeHOBaHUE Cy/1a)

KAPTOUYKA ITOCTEJUIAXHOI'O
TOIIOI'PA®UYECKOI'O
YKA3ATEJIA

CTEJUIAXK N

APXMBOXPAHWJIMIIIE N

[lxap N [Tonka N doug N

Omuce N Enunun xpanenust ITpumeuanus
cN

mo N

[Tpunoxxenne N 37

K MHCTpYKIIMU O TIOPSI/IKE OpraHU3alluu
paboThl apXHBOB (efiepalbHbIX CY/10B
oO0IIeH FOPUCIUKITUU

(HauMeHOBaHUE Cy1a)

KAPTOUYKA I[TO®OHJOBOI'O
TOITIOI'PA®UYECKOI'O



YKA3ATEJIA

®OHJIN

Ha3Banue ¢ponna

APXMBOXPAHWJIMIIE N

Onuce Enunun xpaneHus Cremnax N | IIkap N | ITonka N | [Ipumeuanus
N cN
mo N

1 2 3 4 5 6
[Tpunoxxenue N 38
K MHCTpyKIIMU O OpsiiKe OpraHu3aluu
paboThI apXUBOB (peliepatbHBIX CYI0B
oO0IIeH FOPUCAUKITUU

YTBEPXIAIO

(HamMeHOBaHUE Cy/1a)

AKT

N

JIOKYMEHTOB CyJla TIpU (mara)
CMEHe MpeceaTeNs cyia
Hazpanue u N ¢onna <9>
B cooTtBercTBHMM € TpHUKa3zoM N
nepean,

IIpencenarens cyna

(moamuce) (pacmu@poBKa MOANHUCH)
preMa-nepesayd apXuBHbIX

(®.1.0. nepenaroriero)
NPHUHSIT B MPUCYTCTBUU KOMHUCCHH, 00pa30BaHHOW HA OCHOBAHUU JIAaHHOTO MPUKA3a,

JOKYMCHTEI apXHuBa 3a

(®.1.0. npuHuMaroniero)

(rompr)

u CHpﬁBO‘-IHBIﬁ arrapar K HUM.

N /o

HaSBaHI/IC, HOMCPp OIMHUCHU

KoanyectBo

KonnuectBo | Ilpumeuanus




1€, JOKyMEHTOB 9K3EMIUISIPOB ONUCH eIMHHIT
7ell, TOKYMEHTOB XpaHEHHS

1 2 3 4 5

Hrtoro npuHsTO €IMHHI] XPAHCHHUS, B TOM YHCIIE:
(unpamu 1 IPONHUCHIO)
Ha OyMa)KHOM HOCHUTEe eIMHHI] XPAHCHNUS,
(unpamu 1 poNUCHIO)
IIEKTPOHHBIX eIMHHI XPAHCHNUS,
(unpamu 1 TPONHUCHIO)

u ornucei B IK3EMILISPaX.

(unpamu 1 IPONHUCHIO) (unpamu 1 IPONHUCHIO)

CocrosiHue JOKYMEHTOB M OIHCEH:
(oO1mras XapaKTepUCTUKA COCTOSHHUS )

OnHOBpEeMEHHO NepeatoTCs

(Bua(BI) ¥ COCTAB CIPABOYHOTO ammapara, ero 00bEMbI
Y COCTOSIHHE)

CocrosiHuE MOMEIICHUH apxuBa

(oO1mrast xapaKTepUCTUKA COCTOSIHUS )

Hanuuue u coctosiHue 000py0BaHus U MHBEHTAps
(oOmrast xapakTepucTUKa

COCTOSTHUS)
Ilepenan:
(pamunus, uaUIMANBI)  (TTOATMHUCH) (mata)
ITpuns:
(pamunus, uaUIMANBI)  (TTOATMHUCH) (mata)
[Tpencenarens KOMUCCHUH:
(pamunus, uHUIMANTBI)  (TTOJATHUCH) (mara)

YeHsl KOMUCCHUH:

(pamunus, uHUIMANBI)  (TTOATKCH) (mata)



<9> [Ipu nepenade nByX u Oosiee apXUBHBIX (POHIOB TAOJMYHAS YACTh aKTa pa3/elsaeTcs
Ha TOJIPa3/IeNbl, COOTBETCTBYOIIUE (DOHIAM, HA3BaHUS MOIPA3/IeIOB COOTBETCTBYIOT HOMEPY U
HAUMEHOBAHUIO ()OHIIOB.

[Tpunoxxenue N 39

K MHCTpyKINU O OpsiAKEe OPraHU3auH
paboThI apXUBOB (pesiepatbHbBIX CYI0B
001IeH IOPUCANKIIUH

JlokymeHTamMu, yIOCTOBEPSIFOLIMMHU JTUYHOCTD, SBIISFOTCS:
rnacnopr rpaxzaanuna Poccuiickoit @enepanuu;

BPEMEHHOE yJIOCTOBEPEHHE JTUYHOCTH rpakaanuHa Poccuiickoit ®enepanuu no gopme N
211 (nns yTpaTMBIIMX NACHOPT IpaXklaH, a TakXKe Uil FpakJaH, B OTHOLIEHMHM KOTODPBIX J10
BbIJIaYM MAcIOpTa MPOBOAUTCS JOMOIHUTEIbHAS IPOBEPKA);

YI0CTOBEPEHUE JINYHOCTU WJIM BOCHHBIN OUJIET BOEHHOCITYKAIIIETO;
[acIOPT MOPSIKa;

o01erpax JaHCKH 3arpaHUYHbIN nacropT (A1 NpUOBIBIIMX HA BPEMEHHOE KHUTEIbCTBO B
Poccuiickyro @enepannto rpaxkaan Poccuu, moCcTOSHHO NPOKKUBAIOIINX 32 TPAHULIEH );

MacnopT HMHOCTPAHHOTO TpakJaHWHa JUOO HMHOW  JOKYMEHT, YyCTaHOBJICHHBII
denepanbHBIM 3aKOHOM WJIM MPHU3HABAEMbId B COOTBETCTBHHM C MEXIYHApOJHBIM JOTOBOPOM
Poccuiickoit ®epepanum B KadyecTBE JOKYMEHTA, YJIOCTOBEPSAIOLIErO JIMYHOCTb, - JUIS
WHOCTPAHHBIX TPAXkK/IaH;

PaspCiCcHUE Ha BpEMCHHOC IMPOXKXUBAHUE, BU/ Ha )KUTCJIBCTBO,
yIIOCTOBEpEHHUE OCKEHIIA;
CBHUJICTEITLCTBO O PACCMOTPEHUH XO1aTaliCTBA O MPU3HAHUH OCKECHIIEM;

JIOKYMEHT, BBIIAHHBIII MHOCTPAHHBIM TOCYAAPCTBOM W MPU3HABAEMBIN B COOTBETCTBHH C
MEXJIYHapoAHbIM  jaorosopom  Poccuiickonn  @exgepauuu B KauecTBe  JOKYMEHTA,
YIOCTOBEPSIONIETO JIMYHOCTh JHIAa 0€3 TPaXJaHCTBA; WHBIE JOKYMEHTBHI, MPEIYCMOTPEHHBIC
dbenepanbHBIM 3aKOHOM WIIM MPU3HABAEMBIE B COOTBETCTBUU C MEXIYHAPOJHBIM JOTOBOPOM
Poccuiickoit denepanvu B KaueCTBE JTOKYMEHTOB, YAOCTOBEPSIOMIUX JTUYHOCTD, - JJI Jiull 03
TPaKJIaHCTBA;

YIIOCTOBEPEHUE aJJBOKATA;
PEeNaKIMOHHOE yIOCTOBEPEHHE IS )KYPHAIIUCTA;

APYrue DOKYMCHTBI, YIOCTOBCPAIOIIHNEC JINYHOCTD.
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