CYJEBHbIN JAEITAPTAMEHT IIPH BEPXOBHOM CYJIE
POCCHUUCKOU PEJEPALINN

IIPUKA3
ot 19 mapra 2019 r. N 56

OB YTBEPKJIEHUM UHCTPYKLIUU

O MMOPSIIKE OPTAHU3ALINN KOMILJIEKTOBAHMS, XPAHEHMS, YVUETA

1 UCTIOJBb30OBAHUS JIOKYMEHTOB (QJEKTPOHHBIX JIOKYMEHTOB)
B APXUBAX ®EJEPAJILHBIX CYI0B OBIIEN IOPUCANKLIMHT

Crnucok U3MEHSAIOIUX JOKYMEHTOB
(8B pen. IIpukazos CynebHoro aenapramenTa npu Bepxosaom Cyne PO
ot 16.07.2019 N 147, ot 14.06.2022 N 97, ot 09.01.2024 N 1,
ot 29.05.2024 N 124)

B cootBerctBuu ¢ ®@enepanbHbiM 3akoHOM oT 8 sHBaps 1998 r. N 7-®3 "O CynebHom
nenapramente npu BepxosHom Cyne Poccutickoit denepanun" npukaspiBao:

1. YTBepauth mnpunaraemyro WHCTPYKIMIO O TMOPSAKE OPraHU3alMU KOMIUIEKTOBAHMSI,
XpaHEeHUs, y4eTa U WHCIOJb30BaHUS JIOKYMEHTOB (DJIEKTPOHHBIX JOKYMEHTOB) B apXuBax
benepanbHBIX Cy0B 001IeH ropucaukuu (nanee - MHCTpyKuus).

2. TlpencematensM KacCallMOHHBIX CYIOB OOINEW FOPUCIUKIINH, amlelISIUOHHBIX CYIIOB
oOmel OPUCIUKIIMYA, BEPXOBHBIX CYJOB PECHyOJMK, KpPaeBbIX M OOJACTHBIX CYIOB, CYJOB
ropoJioB ¢eaepaabHOTO 3HAYCHHs, CYIOB aBTOHOMHOW OOJIACTH W AaBTOHOMHBIX OKPYTOB,
PaliOHHBIX, TOPOJICKUX U MEKPANOHHBIX CYAOB OPraHW30BaTh U3ydeHUE Ha3BaHHOW MHCTpyKIMu
1 00€CcTIeUnTh €€ MPUMEHEHUE B MPAKTHUECKOM JACSITEIHHOCTH.

3. [Ipu3HaTh yTpaTUBIIMMU CUITY:

npuka3 CynebHoro nemapramenta npu BepxoBnom Cyne Poccuiickoit ®@enepannu ot 28
nexadps 2005 r. N 157 "O06 yrBepxkaenuu UHcTpykumu o nopsiike or0opa Ha XpaHEHHE B apXUB
benepanbHBIX CynOB OOIIEH IOPUCAMKIMHN JOKYMEHTOB, HMX KOMIUICKTOBAaHHUS, ydeTa U
HCIIOJIb30BaHU";

npuka3z CynebHoro aenapramenta npu BepxosHom Cygne Poccuiickoii @enepanuu ot 28
asrycta 2007 r. N 102 "O BHeceHnn u3MeHeHHU! B HCTpYKLMIO O IOpSAKE 0TOOpa Ha XpaHEHUE
B apxuB (enepalibHbIX CyJIOB OOIIEH IOPUCAUKIMN TOKYMEHTOB, UX KOMILJIEKTOBAaHUSA, y4YeTa U
HCIIOJIb30BaHU";

npuka3 Cynebnoro nenapramenta npu BepxoBHom Cyne Poccuiickoit @eneparuu ot 22
nexadps 2011 r. N 234 "O BHeceHMH u3MeHeHu B IHCTpyKIUIO 0 opsike 0TOOpa Ha XpaHEeHHe
B apxuB (enepalibHbIX CyIOB OOIIEH IOPUCIUKINN TOKYMEHTOB, UX KOMILUIEKTOBAaHHUSA, YUeTa U
HCIIOIL30BaHUA";

npuka3 CynebHoro nenapramenta npu BepxoBnom Cyne Poccuiickoit ®@epepauuu ot 27
nexabpss 2012 r. N 246 "O BHeceHUM M3MEHEHUH W JOMOJHEHHH B MHCTPYKIHIO O MOpPSIKe



orOopa Ha XpaHEHHE B apXwB (QeAepalbHBIX CYIOB OOIICH IOPUCAUKINU JOKYMEHTOB, WX
KOMILICKTOBAHHMS, y4eTa U UCTIOIh30BaHHA";

npuka3z CynebHoro aenapramenta npu BepxoBHom Cyne Poccuiickoir ®@enepanuu ot 30
nexabps 2013 r. N 265 "O BHeceHWHM M3MEHEHHWH W JTOMOJHEHHH B MHCTpYKIHIO O MOpSAKe
orbopa Ha XpaHEHHE B apxXuB (eAepalbHBIX CYI0B OOIICH FOPUCAUKIMH JTOKYMEHTOB, HX
KOMILIEKTOBAHUS, y4e€Ta U UCIIOJIb30BaHUA".

I'enepanpHbI AUPEKTOP
A.BIYCEB

YTBepxkaeHa

npuka3zom CyneOHOro aemapraMeHTa
pu Bepxosrnom Cyne

Poccwuiickoit @enepanun

ot 19 mapra 2019 r. N 56

UHCTPYKIMS
O TMOPSI/IKE OPTAHU3AIIAN KOMILJIEKTOBAHUS, XPAHEHMS, VUETA
A UCTIOJIb30BAHUSA JOKYMEHTOB (QJIEKTPOHHBIX JOKYMEHTOB)
B APXUBAX ®EJEPAJILHBIX CYI0B OBIIEN IOPUCIUKIIAN

Crucok U3MEHSIIONINX JOKYMEHTOB
(8B pen. IIpukazos Cynebnoro nenapramenta npu BepxoBaom Cyne PO
ot 16.07.2019 N 147, ot 14.06.2022 N 97, ot 09.01.2024 N 1,
ot 29.05.2024 N 124)

1. O01mue moJ1o:KeHu s

1.1. HHcTpykuusi O TMOpSAJKE OpraHu3allMd KOMIUICKTOBAaHUS, XpaHEHWs, ydera u
MCIIOJIb30BAHMSI IOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) B apXuBax (heJepajbHbIX Cy10B 001Iei
opucaIukuny (nanee - WHCTpyKIus) sBIS€TCS HOPMAaTHUBHBIM aKTOM, pa3pabOTaHHBIM Ha
OCHOBaHHMH (peepalIbHbIX KOHCTUTYLMOHHBIX 3akOHOB oT 31 mexabps 1996 r. N 1-©K3 "O
cyneoHoi cucteme Poccuiickoit ®enepanuu”, ot 7 depans 2011 r. N 1-OK3 "O cygax obmieit
topucaukunu B Poccuiickoit denepanun', ¢peaepanbHbix 3akoHOB OT 8 siHBaps 1998 r. N 7-03
"O Cyne6Hom paemapramente npu BepxoBHom Cyne Poccuiickoit denepamuu”, ot 29 nexabps
2015 r. N 382-®3 "O6 apOutpaxe (Tpererickom pazbuparenbctBe) B Poccuiickoit deneparun’,
ot 22 okta0ps 2004 r. N 125-®3 "O6 apxuBHOM nene B Poccuiickoit ®enepanun", IIpaBun
OpraHM3alMy XpPaHEHUs, KOMIUIEKTOBAHMS, y4€Ta U MCIOJIb30BaHUA JOKYMEHTOB ApPXHBHOIO
¢onna Poccuiickoil Penepaunu U Ipyrux apXMBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYITPaBJICHHs U OPraHU3aAIUAX, YTBEPKACHHBIX NMpuka3oM DenepanbHOro
apxuBHoro areHtctBa oT 31 wmronst 2023 r. N 77 (manee - IlpaBuna N 77), MHcTpykuuu 1o
CyleOHOMY JI€JIONPOM3BOJACTBY B pPallOHHOM CyJe, YTBepKIeHHOHl mnpukazom CynebHoro
nenaptamenTa rpu BepxoBaom Cyne Poccuiickoit @eneparuu ot 29 anpens 2003 r. N 36 (ganee



- Unctpykuus N 36), UHCTpYKIMU 1O CyneOHOMY JIEIIONPOU3BOJICTBY B BEPXOBHBIX Cylax
pecnyOnuK, KpaeBbIX M OOJIACTHBIX CyJaX, CyJax TOpoJIoB (enepanbHOro 3HAYEHHS, Cylax
aBTOHOMHOM O0OJaCTH W aBTOHOMHBIX OKpYTOB, yTBEp)KIeHHOW mnpukazoM CymeOHoro
nenapramenta npu BepxoBHom Cyne Poccuiickoit denepanuu ot 15 nexadbps 2004 r. N 161
(manee - Uuctpykuus N 161), UHcTpykiuu no cyaeOHOMY JeIO0MPOU3BOICTBY B KacCAIllMOHHBIX
cymax oOmieil IOpUCIAMKIMHU, YTBEpKIAeHHOW mnpukazom CyneOHOro nenapramMeHTa Impu
Bepxosuom Cyae Poccuiickoit @eneparuu ot 1 oktsi6pst 2019 r. N 224 (nanee - Uactpykius N
224), WHCTpYKIMH 10 CyaeOHOMY JCIIONPOM3BOACTBY B ANCIUIAIHOHHBIX Cyaax oOmei
IOPUCAUKINY, YTBEpKIeHHOW mpukazom CyneOHoro nenapramenta npu BepxoBanom Cyge
Poccuiickoit @enepanuu ot 1 okTsa6ps 2019 r. N 225 (nanee - Unctpykuus N 225), u apyrux
HOPMATHBHBIX MMPABOBBIX aKTOB.

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

1.2. Hacrosmas WucTtpykums pa3paboTaHa B IelssX OOeECHeYeHHUs €IUHOTO MOpsaKa
OpraHHu3alluu KOMIUICKTOBAHUS, XPAHEHHsI, Y4eTa U UCIIOIb30BAaHUS JOKYMEHTOB (3JIEKTPOHHBIX
JIOKYMEHTOB) KaCCAallMOHHBIX CYAOB OOIIEeH OPUCAMKIINYU, AaNeUIAIMOHHBIX CYAOB OOIIei
IOPUCIIUKIINN, BEPXOBHBIX CYJOB PECHyOJIMK, KPaeBbIX W OOJACTHBIX CYAOB, CYJIOB TOPOJIOB
denepanbHOTO 3HAYEHUSA, CYJAOB aBTOHOMHOW OOJIACTH W aBTOHOMHBIX OKPYIOB, pailOHHBIX,
TOPOJICKHX ¥ MEXPaHOHHBIX CYJIOB (Jlajiee - CyIbl, CyA), a TAKXKe ONpeaessieT IpaBuia;

COCTaBJICHUA HOMCHKJIATYPBI A€ Cyaa,

COCTaBIIEHUsI OmMHUCel aen (ommcel 3JIEKTPOHHBIX nen <I>) cynma, CyneOHBIX KOJIIETHH,
CyZIeOHBIX COCTABOB, CTPYKTYPHBIX MOAPA3CICHUN Cy1a;

<1> DJeKTpOHHOE HAEN0 - DIIEKTPOHHBIM JTOKYMEHT WM COBOKYIHOCTH 3JEKTPOHHBIX
JOKYMEHTOB U METaIaHHbIX K HUM, C(DOPMUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYPOH Jell.
(caocka B pea. [lpukasza Cyne6Horo nenapramenta npu BepxosHom Cyne PO ot 29.05.2024 N
124)

MPOBCACHUS SKCIICPTU3BI HCHHOCTH JOKYMCHTOB U pa6OTI)I BKCHepTHOﬁ KOMHUCCHUHU CYyJa,

odopmiieHHs CyeOHBIX /1€ U WHBIX JOKYMEHTOB K TMOCIEAYIOIIEMY XPaHEHHUIO B apXHBe
cyna;

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

oTOOpa JOKYMEHTOB HA YHUUYTOKEHUE;
(8B pen. Ilpukasza CynedbHoro nenapramenta npu Bepxosaom Cyae P® ot 09.01.2024 N 1)

BEJICHUS y4yeTa apXUBHBIX A€l <2>;

<2> ApxuBHOe €m0 (apXUBHBIH JOKYMEHT) - O(OPMIEHHOE B COOTBETCTBUHU C
TpeboBaHusIMU HacTosiiert Muctpykuuu neno (cynedHoe Aeno, MPOU3BOJICTBO, MaTepual, 0
o01Iero AeI0NpOU3BO/ICTBA, AEJIO M0 JIUYHOMY COCTaBY U JIPyrue JOKYMEHTHI Cy/a), epeqaHHoe



Ha XpaHEHHUE B ApXMB Cy/ia, B TOM YHCJIE B AIEKTPOHHOU popme.

IIPOBEPKU HAJIMYMSA U COCTOSIHUS apXUBHBIX J€;

OpraHM3alyy UCIIOJIb30BAHNS apXUBHBIX JIEIT;

o0ecrieueHus1 COXpaHHOCTH ApXUBHBIX JEI;

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

1.3. Bagaun u (QYHKIUU apxuBa CyAa OIPEAESIOTCS TOJOXKEHUEM, YTBEPKIAEMbIM
IpeceaTeNIeM Cya.

1.4. Ilpukazom (pacmopsbkeHHUEM) TMpeacenaTeis Ccyda Ha3HadyaroTcsa pabOTHUKH,
OTBETCTBEHHBIC 32 pa0dOTy apXuBa Cy/a.

1.5. MenctBue Hactosmed MHCTpyKIMM HE pacnpoCTpaHSAETCs Ha OPraHU3aLUIo
KOMIUIEKTOBaHUS, XPaHEHHs, Y4€Ta U HCIIOJIb30BaHUS JOKYMEHTOB, COIEpPKALIMX CBEACHMS,
COCTaBJIAIOIINE TOCYIAPCTBEHHYIO TailHYy.

1.6. CormacoBanue (yTBEp)KII€HHE) HOMEHKIATYphl €N CyAa, OMUCEH e, TOKYMEHTOB
cyna (manee - ONUCh [I€), ONUCEH OHIIEKTPOHHBIX JIOKYMEHTOB M APYrUX JOKYMEHTOB C
HKCIIEPTHO-TIPOBEPOYHON  KOMHCCHEH  (eaepalbHOr0  TrocyJapCTBEHHOTO  apXuWBa WU
YIOJHOMOYEHHOTO OpraHa HCIOJIHUTENbHON BiacTu cyObekta Poccuiickoit ®enepanuu B
obnactu apxuBHoro nena (manee - OIIK apxuBHOro ydpexaeHHs) OCYIIECTBISIETCS CyAaMH,
BBICTYTAIOIIMMU UCTOYHUKAMH KOMIUIEKTOBAHUS TOCYIAPCTBEHHBIX apXHBOB, TUOO MIPH HATTUIUH
COOTBETCTBYIOLIETO JI0IOBOPA C ApXUBHBIM YUPEKICHUEM.

Cybl, HE BBICTYIAIOIINE UCTOYHUKAMH KOMITJICKTOBAHUS TOCY/IapPCTBEHHOTO apXHBa, JTUO0
MPU OTCYTCTBHM COOTBETCTBYIOIIETO JOTOBOpPA C AapXUBHBIM YUPEKICHHEM YTBEPKAAIOT
HOMEHKJIATYpY AeJ CyZa, OTMCHU e U JPYyTHUe JOKYMEHTHI Cya CaMOCTOSTEIHHO.
(m. 1.6 B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosuom Cyae P® ot 09.01.2024 N 1)

1.7. Tlopsmok opraHu3allid KOMIUIEKTOBaHHUS, XPAaHEHMs, ydeTa M HCIOJIb30BaHUS
JOKYMEHTOB OKpPYXHBIX ((JOTCKMX) BOCHHBIX CYyJIOB, TapHU30HHBIX BOEHHBIX CYIOB
omnpenensiercs B COOTBETCTBUM ¢ MHCTpyknmen 1o JENONpOM3BOJACTBY B BOCHHBIX CyZax,
yTBepxkaeHHOW mnpukazom CynebHoro naemapramenta npu BepxoBanom Cyxme Poccuiickoit
®denepanun ot 9 okTsa6ps 2014 r. N 219.

1.8. Tlpu HaIM4YMK TEXHUYECKOW BO3MOXKHOCTH (POPMUPYIOTCS DJICKTPOHHBIC Jea.
Opranuzanus KOMIUIEKTOBAHMS, XPAaHEHHs, ydeTa W HCIOJIb30BaHUS DJIEKTPOHHBIX el U
JIOKYMEHTOB CY/IOB OCYIIIECTBIISICTCS B COOTBETCTBUU C TPeOOBaHUSIMH HacTosme NHCTpyKIuu.

1.9. Tloctynnenue B denepanbHbie CyAbl 00IEH IOPUCIUKIIMN JOKYMEHTOB B JICKTPOHHOM
BHUJIE B COOTBETCTBHHM C TpeOoBanmsiMu I[lopsnka momaum B denepaiabHbie Cyabl 00mIei
IOPUCAUKIIMM JOKYMEHTOB B DJIEKTPOHHOM BHJE, B TOM 4Yucie B (opMe 53IEeKTPOHHOIO
JOKYMEHTa, YTBepxkJIeHHoro mnpukazoMm CyneOHoro nenapramenta npu BepxosHom Cyxe
Poccuiickoit ®epepanuu ot 27 nekabps 2016 r. N 251, He Bieder 0053aTEIbHOCTH
(dhopMupoBaHUs ANEKTPOHHOTO JIENa.



1.10. KommuiekToBaHMe, XpaHEHHE, Y4YET M HCIOJIb30BAHME PEIICHUH U MaTepuaoB,
HNOCTYNUBIIMX U3 TPETEHCKUX CYJOB, OCYLIECTBISETCS B COOTBETCTBUM C TpPeOOBaHUSAMU
Hacrosen MHCTpyKuum.

1.11. Ilopsanok nepenayn apXuBHBIX TOKYMEHTOB Cy/Jla B 00bEIMHEHHBIN CyZ€OHbII apXuB U
NOPSAOK MX XPAaHEHUS B TAKUX apXMBAX yCTAHABIIMBAETCA IMPUMEPHBIM IOJIOKEHUEM O NOPSAIKE
opraHu3anuu paboThl 00bETUHEHHBIX CY/IEOHBIX apXUBOB, YTBEPAKAAEMbIM ITprKa3zoM CyaeOHOoro
nenaptamenta rpu Bepxosuom Cyne Poccutickoit denepanun.

(m. 1.11 BBegen Ilpukazom CynebHoro nemapramenTa npu BepxoBnom Cyne PD ot 09.01.2024

N 1)

2. CocTaBJ/ieHHe CBOJHOI HOMEHKJIATYPHI /1eJ1, HAps/10B
U NPOU3BOJACTB Cy/Aa

2.1. JlokyMeHTBI, O0Opa30BaBIIHECS B TIPOIECCE MEATCIBHOCTH Cyla, COCTABJISIOT
JOKYMEHTaIbHBIN (QOH/I Cy/a.

Enununeit wraccudukanmum W CUCTEMaTH3allMd  JOKYMEHTOB (10  CTPYKTYypHOMY,
(YyHKIMOHAIBHOMY, TEMAaTHUYECKOMY MPU3HAKaM U CpOKaM XpaHEHHs, BHE 3aBUCUMOCTH OT BHJIa
HOCHTENs HH(OPMAIIMH) B TOKYMEHTAILHOM (OHJIE SIBIISIETCS JEIIO.

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

Homenknatypa nen cyna (nmanee - HOMEHKJIaTypa) - OQOPMIICHHBIM B YCTaHOBIEHHOM
MOPSIIKE CHUCTEMATH3UPOBAHHBIA TIEpeYeHb 3aroJIOBKOB (HAMMEHOBAaHHMM) CyIeOHBIX Je,
HapsI0B, KHUT U KYPHAJIOB PETUCTpaliy (y4eTa) TOKyMEHTOB, peeCTpOB, KapTOUeK, 0a3 JaHHBIX,
B TOM 4YHCIIE€ JOKYMEHTBI, COJAEpXallue CBEACHHUS OTPAHUUYEHHOrO JO0CTyIa, 3aBOJMMBIX B
CyneOHBIX  KOJIJIETHSIX, CYIEOHBIX COCTaBax, TMOCTOSHHBIX CYyJIEeOHBIX MPUCYTCTBUSX,
CTPYKTYPHBIX TOJIpa3IeNICHUsIX Cyaa, JMOO IO OMPEJCNICHHBIM HAMPABICHUSIM EATCIbHOCTH
cyna (ecnu ammapar cyla COCTOMT W3 pPabOTHUKOB, 3aMENIAIOIIUX OTICNIbHBIE OJKHOCTH) C
yKa3aHUEM CpPOKOB KX XPaHEHMS, OTPAXAIIIMM COCTaB M OpPraHU3alUIi0 JOKYMEHTaJIbHOI'O
dbonma cyna.

He BkITtOUaoTCs B HOMEHKJIATYpy MEPUOIUYECKUE U3/IaHUs, KHUTH, OPOILIIOPHI.
(m. 2.1 B pexn. IIpukaza CynedHoro nenapramenta npu Bepxosnom Cyne P® ot 09.01.2024 N 1)

2.2. HOMCHKJ'IaTypa nmpeaHasHadycHa pIRIG | OopraHu3anvuu yducTa JOKYMCHTOB B
ACJIONIPOU3BOACTBE Cyaad, TPYHNIIMPOBKU MCIOJHCHHBIX HOOKYMCHTOB B [ACJIa, HApPAAbl H
MNpOnU3BOJACTBA, UX CUCTCMATU3AllNN, NHJICKCAIITUU U OIIPCACIICHUA CPOKOB XPaHCHUA.

Homenknarypa sBisieTcs OCHOBOM JJisi COCTaBJIEHUS OINUCEH Jell TOCTOSHHOTO U
BpeMeHHOro (cBbiiie 10 jeT) cpoka XpaHEeHHUs], a Takxke JUIsl ydeTa Jen BpeMeHHoro (1o 10 mer)
CPOKa XpaHEHHS.

2.3. B cyzae cocTaBisOTCS HOMEHKIATYPBI JIe] Cy/eOHBbIX KOJUIETUH, Cy/1eOHbIX COCTABOB,
MOCTOSIHHBIX CYIE€OHBIX MPUCYTCTBUN U CTPYKTYPHBIX MojpasnaeneHuit cyaa (npuioxenne N 1 k
HacTosmel MucTpykiun) 1 HoMeHKIatypa cyaa (npuinoxkenue N 2 k HacTosmer MHCTpyKIun).
(B pen. [Ipukaza Cyne6Horo nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)



2.4. Ilpu cocTtaBieHMM HOMEHKJIATYpbl CIIEIYyEeT PYKOBOACTBOBATBCS IPOLIECCYATbHBIM
3aKOHOJATENIbCTBOM, HOPMATHUBHBIMH IPABOBBIMU aKTaMU M METOJIMYECKUMHU JOKYMEHTaMHU B
cepe opraHu3aluu JAEJONPOU3BOACTBA U APXUBHOTO Jieda, MOJIO)KEHHEM 00 ammapare cyza,
MOJIOKEHUSIMU O CTPYKTYPHBIX MOJAPA3JIEICHUSAX CyJa, ITATHBIM PaclUCaHUEM, JEHCTBYIOLIUM
NepeyHeM JOKYMEHTOB, 00pa3ylouxcs B MPOIECcCce ACITeTbHOCTH (eiepalbHbIX CYJOB OOIIei
IOPUCAMKIINN, C yKa3aHHEM CpPOKOB XpaHeHus (nmanee - IlepedeHb JOKYMEHTOB), a TaKXKe
HOMEHKJIaTypaMH 3a IPEILIECTBYIOIINE TO/IbI.

2.5. HomenknaTypa zien cyieOHbIX KOJUIETH, Cy/IeOHBIX COCTABOB, MOCTOSIHHBIX CYACOHBIX
OPUCYTCTBUH M CTPYKTYPHBIX TMOJpa3iefieHuid cyna (mpuioxkenne N 1k  Hacrosmei
NHcTtpykumn) Ha ouepegHOM oA cocTaBisieTcss paOOTHUKOM, OTBETCTBEHHBIM 3a BEJCHUE
JICJIONPOU3BOJICTBA B CYJNEOHOM KOJUIETHH, CYyIeOHOM COCTaBe, IOCTOSSHHOM CyJeOHOM
MPUCYTCTBUU WJIH CTPYKTYPHOM TOJPA3JEICHUH Cy/a, TOJMUCHIBAETCS COOTBETCTBYIOIINM
npeacenaTesieM CyneOHOM  KOJulerMu, CyJOeOHOro CcocTaBa, HAa4yaJIbHUKOM CTPYKTYPHOTO
MOApPA3ACICHNUsI, HWHBIM YIOJTHOMOUYEHHBIM TIpeAcCeAaTeNieM CcyJa JUIoM (B TMOCTOSHHOM
CyIeOHOM MPUCYTCTBUH), COTIACOBBIBACTCS C HAYAILHUKOM OTJIENa JeIONPOU3BOICTBA (001Iero
oT[ena) U pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa cyda, UM MPEICTaBISETCS B OTIEI
JIeONPOn3BoIcTBa (00IIHil oT/emn) 10 | HOAOps TeKylero rojaa.

(m. 2.5 B pen. [Ipukaza CynebHoro nenapramenta rpu BepxoBaom Cyne P® ot 09.01.2024 N 1)

2.6. Ha ocHOBe HOMEHKJIATYp €)1 CyeOHBIX KOJUIETHH, Cy/IeOHBIX COCTaBOB, OCTOSIHHBIX
CyIeOHBIX TPUCYTCTBUH W CTPYKTYPHBIX MOJApa3elieHHuil cyna OTIEIOM JIeJIONMpPOU3BOJICTBA
(oOmuM oTnenoM) WM pabOTHUKOM, OTBETCTBEHHBIM 3a BEJIEHHUE JeNIONPOU3BOJCTBA (eciu
amnmapar cyJa COCTOUT M3 paOOTHHKOB, 3aMEINAOLINX OTAEIbHBIC IOKHOCTH), COCTaBIISIETCS
HOMEHKJIATypa Ha OYEPEIHOMN KaJeHIapHBIN IO,

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

Homenknatypa cOCTOMT W3 pa3lenoB, HAMMEHOBaHHS KOTOPBIX COOTBETCTBYIOT
HAaMMEHOBAHUAM TOJIpa3eiiCHN Cy/a, pacloO)KEHHBIX B COOTBETCTBUHU CO CTPYKTYPOU Cyaa,
1100 U3 Pa3/esIOB COTJIACHO HAIPABJICHUSAM JCATENBHOCTH Cy/a (€CaM ammapaT cyJa COCTOUT U3
pabOTHUKOB, 3aMELIAIOIINX OTAENbHBIE JOJKHOCTH), PACIIONIOKEHHBIX C YYETOM JeHCTBYIOIIEH
cXeMbI TocTpoeHust [lepednst TOKyMeHTOB.

(8B pen. Ilpukaza CyneOHoro aenapramenta npu BepxosHom Cyne PO ot 14.06.2022 N 97)

2.7. Homenkmnarypa BU3HpyeTCsl paOOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cyia,
MOJINMUCHIBAETCS HAYaJIbHUKOM OTJIeNa JENOMPOU3BOICTBA (0OLIEro OT/eNa), COrIaCOBBIBACTCS C
SKCIIEPTHON KOMHUCCHUEN Cy/la U YTBEPKIACTCS MPEACEAATENIEM Cy/a.

Onun pa3 B 5 J€T CyA, BBICTYNAIOMUNA UCTOYHUKOM KOMIUIEKTOBAHMS TOCYJapCTBEHHOIO
apxuBa, JUOO MpPU HAJUYMH COOTBETCTBYIOUIETO JOTOBOpPA COIJIACOBBIBAET HOMEHKIATYPY C
cootBercTBYtouMM DIIK apxuBHOTO yupekaeHus.

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

2.8. HomeHkiiatypa BBOJUTCA B IeUCTBUE C | sTHBAps CEAYIOIIET0O KaleHJapHOoro Toja.
2.9. HomeHkiiatypa cOCTaBIs€TCS B IBYX IK3EMILISpax:

IIEPBBIN DK3EMIUIAP YTBEP)KICHHOW HOMEHKIATYphl SIBISAETCS JTOKYMEHTOM IOCTOSHHOIO
XpaHEHUs, IOMEILIAETCS B OTIEIBHOEC JEJI0 U BKJIIOYAETCs B HOMEHKIATYypy B pasfen OTAeCIa



JEONPOU3BOJICTBA (0O0IIEro 0T/AeINA);
BTOPOH 3K3EMILISAP MepeIacTCs B apXUB CyJia B KAUECTBE YUETHOTO JIOKYMEHTA.

B cypax, BBICTynaroImux MCTOYHHUKOM KOMIUIEKTOBAaHMSI I'OCYIAapCTBEHHOIO apXUBA, WIU
IIPM HAJIWYUU COOTBETCTBYIOLIErO JOrOBOpPA € AapXWBHBIM YYPEKICHHEM HOMEHKIATypa
COCTABJISIETCA B TPEX JK3EMIULIPAX; TPETHM DK3EMIULIP IEPENacTcss B COOTBETCTBYIOLIUN
rOCYJapCTBEHHBIN apXHB, APXUBHOE YUPEIKICHHUE.

B kadectBe pabouero »sK3eMIIsipa B OTJAENE JCIONPOM3BOJCTBA (00IIEM OTIENe)
WCIIOIB3YETCS KOMHUS YTBEPKICHHOW HOMEHKIIATYPHI.

HomenknaTypa Ha o4epeHO# TO/1 pacchuIaeTcs B CyieOHbIEe KOUIETHH, Cy/IeOHbIE COCTaBHI,
TIOCTOSIHHBIE CYJCOHBIC TPUCYTCTBUS, CTPYKTYPHBIC MOJIPa3ACICHHS CyJa B JICKTPOHHOM BUJIC
WJIM B BUJIC KOIIUH COOTBETCTBYIOIIUX Pa3/IeIOB HA OyMaKHOM HOCHTEJIE.

(. 2.9 B pen. [Ipukaza Cyne6noro nenapramenta rnpu Bepxosuom Cyne P® ot 09.01.2024 N 1)

2.10. VYTBepKICHHBIA DSK3EMIUISIP HOMEHKJIATYPHI SIBISIETCS JOKYMEHTOM IOCTOSTHHOTO
XpaHEHUSI.

2.11. YTOouyHeHHs B 3aroJIOBKM J€JI W HOBBIE 3arojOBKH JEJ, HE IPELYyCMOTPEHHBIE
YTBEPKIECHHOW HOMEHKIIATYpOU, BHOCATCSA B COOTBETCTBYIOIIME pa3/ieibl HOMEHKIATypbl. HoBbIE
3aroJIOBKH JI€J1 BKIKOYAKTCS B IPETYCMOTPEHHBIE Ul OTOTO PE3€PBHBIE HOMEpA.

[To 3aBepmieHny rojga MaHHBIE 00 W3MEHEHHSIX M JOMOJHEHHSIX, BHECEHHBIX B Pa3/Ieibl
HOMEHKJIATyphl, BMECTE C UTOTOBBIMH 3aMTUCSIMHU O KaTETOPUSAX M KOJIWYECTBE JIeN, 3aBE/ICHHBIX B
CyneOHOM KOJIJIeTHH, CyJeOHOM COCTaBe, MOCTOSHHOM CyIeOHOM TMPHUCYTCTBHH, CTPYKTYPHOM
no/ipa3/ieJIeHHH Cy/ia B TeYEHHUE TO/a, EPEeIatoTCs B OTIEIN JeI0NPOU3BOACTBA (001U OTaeN).

Otaenom Jnenonpous3BoAcTBa (OOMIMM OTIENIOM) HAa OCHOBE IOJYYEHHBIX JAaHHBIX 00
W3MCHCHHSIX U JIOTIOJTHCHUSIX, BHECCHHBIX B Pa3zeiibl HOMEHKJIATYPBI, TOTOBUTCS JIOMOJIHCHHUE K
HOMEHKJIaType, B KOTOPOM TIOCJIEIOBATEIbHO B COOTBETCTBHH C pa3ieiiaMd HOMEHKIATYPHI
YKa3bIBAIOTCSI  3arOJIOBKM  JIeJ, HE TPEIyCMOTPEHHBIE YTBEPKICHHBIM  HK3EMILIIPOM
HOMEHKJIATYPBHI.

JlomosTHEHNE K YTBEP)KJICHHONH HOMEHKIIAType TMOANUCHIBACTCS HAYAIBHUKOM OTHAesa
JIeNOTIPOU3BOACTBA (00IIero otaena), BU3UPYETCS PAaOOTHUKOM, OTBETCTBEHHBIM 3a paboTy
apxMBa Cy/a, COTJIACOBBIBAETCS IKCIEPTHON KOMMCCHEH CyAa M yTBEpXKAaeTcs MpefceaaTesieM
CyZa, TIOCIIe Yero BMECTEe C UTOTOBOH 3alHCHI0 O KaTETOPHSIX M KOJIMYECTBE e, 3aBEICHHBIX B
CyZle B T€UEHHE TO/a, TPUOOIIAeTCs K YTBEPKACHHOMY 3K3EMIUIIPY HOMEHKIIATYPHI.

Pabouunii sK3eMIUIIp HOMEHKJIATYphl XPaHMUTCS B OTHENE JEJIONPOU3BOACTBA (00IIEM
OTJIeNe) 10 TeX MOop, MOoKa Ha jena, chOpMHUPOBAHHBIE B COOTBETCTBUM C HOMEHKIIATYpOU JieJ, He
OyIyT COCTABJICHBI OIUCH JIEII.

(m. 2.11 B pen. Ilpukaza CynedHoro aenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

2.12. B ciy4ae u3MeHEHUs CTPYKTYpbl cyaa (yInpas3JIHEeHUe, peopraHu3anus CTPyKTypHOIro
HNOJpPA3AEICHHUS CYAa, CO3JaHUE HOBOIO CTPYKTYpPHOrO IOApAa3[elIeHUs Cyla) HOMEHKJIATypa
COCTaBJISIETCS 3aHOBO, COIJIACOBBIBAETCS C JKCIEepTHOW Komuccued cyna, OIIK apxwuBHOrO
YUPEXKIEHUS U yTBEPKIAACTCS NIPEACENaTENEM Cya.



Homenknatypa 1ei1  BHOBb — CO3JaHHOTO  CTPYKTYPHOTO  MOApA3JeieHUs  cyjaa
paspabaThiBaeTCI W MPEACTaBIACTCS  paOOTHMKOM,  OTBETCTBEHHBIM 32  BEJICHHE
JIEIONPOU3BOJICTBA B CTPYKTYPHOM MOAPA3EICHUH, B OTAEN JIEIOMPOU3BOACTBA (OOl OTaeN)
Wi paOOTHHUKY, OTBETCTBEHHOMY 3a BEJICHHE JEJIONMPOU3BOJCTBA CyAa (eciu ammapaTr cyjaa
COCTOUT U3 pabOTHUKOB, 3aMEIIAOIIHNX OTACIIbHBIC TOJDKHOCTH ), B MECSYHBIN CPOK.

B unbIX ciiydasx (k mpuMepy, U3MEHEHHE CPOKOB XpaHEHUs JOKYMEHTOB HOBBIM [lepeunem
JOKYMEHTOB U JIpyroe) MOBTOPHOE coryiacoBaHue MpoekTa HoMeHkiaTypsl ¢ DIIK apxuBHOTrO
yUpexXJIeHus He TpeOyeTcs.

(. 2.12 B pen. Ilpukaza Cyneb6Horo aenapramenta nmpu BepxosHom Cyae PO ot 09.01.2024 N 1)

2.13. I'pacbl HOMEHKIIATYPBI 3aMIOJIHSIOTCS CIEIYIOLUIMM 00pa3oM.

2.13.1. B rpade 1 (uHaekc nena) HOMEHKIATYPHI MIPOCTABISIOTCS MHACKCH KaKIOTO Jena,
BKITIOYCHHOTO B HOMEHKJIATypy. VHAEKC Aena COCTOMT M3 YCTaHOBJICHHOTO B cyzAe HH(POBOTO
win OyKBEHHOro 0O0O3HaueHusi CyneOHOW KOJUIeTMH, CYIeOHOro COCTaBa, IMOCTOSHHOTO
CyIeOHOro MPUCYTCTBUS, CTPYKTYPHOTO MOAPAa3/IeIeHUs, HAPaBICHUS JeSITeIbHOCTH cyaa (eciu
ammapaT cyJaa COCTOMT M3 paOOTHHKOB, 3aMEIIAONINX OTAEIbHBIC TOKHOCTH) M TOPSAKOBOTO
HOMeEpa 3aroJIoBKa Jieja 0 HOMEHKJIAType B Mpeaenax cylneOHON KOJUIernH, CyIe0HOTO COCTaBa,
MOCTOSIHHOTO  CYJ€OHOro MPHUCYTCTBUS, CTPYKTYPHOTO TOJpAa3/eieHUs WM HalpaBiIeHUs
JesITeIbHOCTH cyAa (eciau ammapar cyla COCTOMT M3 PaOOTHUKOB, 3aMEIIAOUINX OTAEJbHBIC
noikHocTH). MHnekesl nen obo3navarores apadckumu nudppamu. Hanpumep: 02-03, roe 02 -
WHJEKC CTPYKTYpHOro noapaszaeineHus, 03 - DOpAIKOBBIM HOMEp 3arojoBKa Jeja IIo
HOMEHKJIAType.

(nmm. 2.13.1 B pen. IIpukaza Cyaebnoro nenapramenta npu BepxosHom Cyzne P® ot 09.01.2024
N 1)

2.13.2. B rtpady 2 HOMEHKIATYpHl BKJIIOYAIOTCS 3aroJOBKH Jed (TOMOB), KOTOpPBIC
OTpakaroT OCHOBHOE COJIEp’KaHUE U COCTaB JOKYMEHTOB Jela.

[Topsaiok pacmoyioKeHus 3aroJI0BKOB [l BHYTPU Pa3AesioB U MOAPA3/IeJIOB HOMEHKIIATYPHI
OMpEIENSAETCS CTETIEHbIO BAXKHOCTH JIOKYMEHTOB, COCTABIIAIONIUX JI€J1a, U UX B3aUMOCBS3BIO.

Brawane  pacmomaratoTcsi  3arojJlOBKM i€,  COJepXKallue  OpraHu3alllOHHO-
pacnopsuTENbHYI0 JOKyMeHTauuto. Jlamee pacrosararoTcs 3arojIoBKM JEl, COJAEepKallue
IJIAHOBBIE M OTYETHBIE JJOKYMEHTHI.

3aroioBOK Jena JOJKeH OTpakaTh NpHu3HaK (MpU3HAKK), MO KOTOPOMY(BIM) OHO
c(opMHUPOBAHO:

HOMUHAJIBHBIN - Ha3BaHUE BUAA Jena (mepenucka, >KypHaj, Jel0) WIM BUJia JTOKYMEHTOB,
BKJTFOUEHHBIX B JIEJIO (MIPOTOKOJIBI, TPUKA3HbI);

aBTOPCKUM - HAaWMMEHOBAaHHUE IIOCTOSIHHO JEHCTBYIOIIETO WJIM BPEMEHHOIO OpraHa,
JOJKHOCTHOTO WJIM MHOTO JIMLIA, CO3AABIINX JOKYMEHT(bI);

KOppeCHOH,HeHTCKPII;’I - HAUMCHOBAHHC OpraHu3aliv, JHld, KOTOPOMY aApCCOBAHBI UJIU OT
KOTOPOTO IMOJIYUCHBI JOKYMCHTbI;

HpeI[MeTHO-BOHpOCHBIﬁ - KpaTKOC COACPIKaHNUEC JOKYMCHTOB JICJIa,



XPOHOJIOTUYECKHH - 1aTa (mepuoj), K KOTOpoil(OMy) OTHOCATCS TIOKYMEHTHI J1e1a;

reorpapuueckuii - Ha3BaHHE MECTHOCTU (TEPPUTOPUHU), C KOTOPOU CBSI3aHO COJEpKAHHE
JIOKYMEHTOB JI€JIa;

yKa3aHHe Ha KOMMUHHOCTh IOKYMEHTOB JIea.
(B pen. IIpukaza Cyne6Horo nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

He pomyckaercsi CIOIb30BaHNE HAaUMEHOBAHUU 3aroJIOBKOB JI€JI, KOTOPbIE HE OTPaXaroT
COJIepKaHHWe U COCTaB JIOKYMEHTOB Jiell (HampuMmep: pa3Hble MaTepHuaibl, 00Ias Mepenucka u
TOMY MOJIOOHOE), @ TAK)KE BBOJHBIX CJIOB U CIIOKHBIX CHHTAKCUYECKUX 00OpPOTOB.

B 3arosoBkax pgen, coaepikamuyx JOKYMEHTBI MO OJHOMY BOINPOCY, HO HE CBSI3aHHBIX
MOCIIEIOBATENIbHOCTBIO JCIONPOU3BOJICTBA, B KadyecTBe BHJA Jella YHNOTpeOssieTcs TepMUH
"MOKyMEHTHI", a B KOHIIE€ 3arojioBKa B CKOOKax YKa3bIBalOTCSI OCHOBHBIE Pa3HOBUIAHOCTU
JIOKYMEHTOB, KOTOPbIE TOJKHBI OBITH B JIETIC.

TepMuH "DOKYMEHTHI" NPUMEHSETCS TAaK)KE B 3aroJOBKax J€J, COIAEPKalIUX TOKYMEHTHI
(cipaBKHM, OTYETHl, MEPENUCKY U Mpouee), SABIAIOMIMECS NPUIIOKEHUAMH K KakoMy-JIHOO
TOKYMEHTY.

Ecau neno cocToMT M3 HECKOIBKHX TOMOB, TO COCTAaBJIACTCA 061111/1171 3arojJoBOK J€Jja, a
3aTCM IIpH H€O6XOI[I/IMOCTI/I COCTAaBJIAIOTCA 3aroJIOBKM KaXXJ0T0 TOMA, YTOUHAIOINEC COACPKAHUC
3aroJIoBKa JcJjia.

3aroJIoBKM JI€J 10 BONPOCaM, HE PA3pEIICHHBIM B TEYEHHE OJHOIO TI0Ja, SBISAIOTCS
"mepexoaAmUMHU" U BHOCITCA B HOMEHKJIATYPY CyJa CIEAYIOUIEro roja ¢ TeM K€ MHJIEKCOM C
MIPOCTaBJIEHUEM COOTBETCTBYIONIEH oTMeTKH B rpade "[Ipumevanue”.

IIpy BKJIIOUEHMM 3aroJIOBKOB JJIEKTPOHHBIX J€J1 B HOMEHKIIATYPY UHAEKCHI AJIEKTPOHHOIO
JieJla U 3aroJIOBKH 3JIEKTPOHHBIX €] COCTABIISIIOTCS MO TEM K€ MpaBHJIaM, YTO U UHJACKCHI U
3aroJIOBKH JIeN ¢ JOKyMEHTaMHU Ha OyMa)KHOM HOCHUTEJIE.

B 3aronoBkax jnen, coaepiKalux JOKYMEHTHI OIPaHMYEHHOIO JO0CTYIa, B HOMEHKIAType
MPOCTABIISETCSA COOTBETCTBYIoMmAs oTMeTKa (" {51 cimy»ke6HoTO monp3oBanus"”, "JICIT").
(a63arn BBeneH [Ipukazom CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N
1)

2.13.3. B rpade 3 HOMEHKIATyphl IO OKOHYAHHMH KaJCHIAPHOTO Troja YyKa3bIBaeTCs
KOJIMYECTBO 3aBEACHHBIX JIe] (TOMOB).

2.13.4. B rpade 4 HOMEHKIATyphl YKa3bIBAIOTCS CPOK XpaHEHHs Jdes, HOMEepa cTaTei,
yCTaHOBJIEHHBIX [lepeuHeM JOKYMEHTOB.

COKpaHIGHI/ISI CPOKOB XpaHCHHA, YCTAHOBJICHHBIX JIGIZCTBYIOHII/IM HepequM JOKYMCHTOB,
HC JOITYCKACTCA.

2.13.5. B rpade 5 B TedeHHE BCEro Cpoka IEHCTBHUS HOMEHKJIATYpPhl MPOCTABJISIIOTCS
OTMETKH O BEJEHUU JIe] B DJIEKTPOHHOM BHE, O MEPEXOJSAIIUX JAeNiaX, O BBIICICHUU el K
VHUYTOXXCHHIO U JIPYTOE.



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

I'padpa 2 3amonHseTcs B COOTBETCTBUM C HAMMEHOBAHMSIMHU BHJOB JOKYMEHTOB,
npeaycMoTpeHHbIX IlepeuHeM J0OKyMEHTOB, 0e3 BKJIIOUEHHS B HOMEHKJIATypy HOMEpPOB
KOHKPETHBIX CyJeOHBIX /€.

2.14. Tlo 3aBepiieHun kaneHaapHoro roga (1o 1 deBpans cieayrouiero roaa) cyiacOHbIC
KOJUIETUH, CyAeOHBIE COCTaBbl, TIOCTOSIHHBIC CyAeOHBIE TIPUCYTCTBHUS, CTPYKTypHBIE
noApaszaeieHuss oGOpMIISIOT UTOTOBYIO 3allMCh K HOMEHKJIAType Jell, B KOTOPYI0 BHOCSITCS
CBEJICHUS O KOJIMUECTBE 3aBEJCHHBIX JIEJI C YUYETOM KOJIMYecTBa TOMOB (Tpada 3 HOMEHKIIATypbl
JIeN), OTACIBHO MOCTOSHHOTO M BPEMEHHBIX CPOKOB XpAaHECHHS, BPEMEHHBIX CPOKOB XPaHEHUS C
ormetkoit "OIIK" u mepexonsimux. MToroBas 3amuch JIOMOJHSAETCS JaHHBIMH O KOJIMYECTBE
AJIEKTPOHHBIX J€JI COOTBETCTBYIOIINX CPOKOB XPAHEHHUSI.

Jlanee OSTH CBeACHUS TMEpeNaroTCs B OTAEN JAEIONPOU3BOACTBA (OOIIMM OTAEN) It
COCTaBJICHUSI UTOTOBOM 3aMTMCH K HOMEHKJIATYpE.

Cenenusi, coaepKairecsi B UTOrOBOM 3alMCH HOMEHKJIATYPHI, TIEpeAaroTcs pabOTHUKY,
OTBETCTBEHHOMY 3a pabOTy apXuBa, O UeM B HOMEHKJIAType MPOCTABISAETCS OTMETKA C YKa3aHUEM
JOJDKHOCTH U TIOJTHCH JIMIIA, IEPEIaBIIETO CBECHHUS.

(m. 2.14 B pen. [Ipukaza Cynebnoro aenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

3. CocraBiieHue onucei ae (onucei 3J1eKTPOHHBIX /1eJ1)
Cy1e0OHBIX KOJLJIeTHii, CyJe0OHbIX COCTABOB, IOCTOSIHHBIX Cy1e0HBIX
NPUCYTCTBUH, CTPYKTYPHBIX OAPa3/ieJIeHUil Cy/1a U CBOAHBIX
ommcei e cyaa

(B pen. [Ipukaza CyneOHoro nenapramenta npu Bepxosuom Cyne PD
ot 09.01.2024 N 1)

3.1. Onuce nen (omMch 5SJIEKTPOHHBIX JOKYMEHTOB) - 3TO ApPXUBHBIM CHPAaBOYHUK,
MpeICTaBISAOMUN cOO0M CUCTEMAaTU3MPOBAHHBIN MTEPEUEHDb 3ar0JIOBKOB /1€ U MIpeIHa3HAUYE€HHbIN
JUISL PACKPBITHS COCTaBa M COJEp)KaHUA JeJl, 3aKpeIUIEHHWs HMX CHUCTEMAaTH3alud BHYTPH
JOKYMEHTaJIbHOTO (POHJIAa ¥ UX yueTa.

(0)117(6)3 pI(S) ¢ (OHI/ICB SJICKTPOHHBIX )IOKYMCHTOB) COCTaBJICTCA HAa OCHOBC HOMCHKIIATYPHEI.

OOBekTOM omucaHusi B ONUCH JAed (OMHCH SJEKTPOHHBIX JOKYMEHTOB) SIBJISIETCS €TI0
(37IeKTPOHHOE JIEJIO).

3.2. Onucu pgen, omwick JeN CyAEOHBIX KOJUIETHH, CyIEeOHBIX COCTaBOB, MOCTOSHHBIX
CyIneOHBIX MPHUCYTCTBHHA, CTPYKTYpPHBIX TojpasneneHuil (mpunoxenus N 3, 4, 5, 6, 7, 8 k
HacTtosmield NHCTpyKIIMK) COCTaBISAIOTCS OT/ACIBHO Ha:

YTOJIOBHBIC ACJIa TOCTOAHHOTO XPAHCHUS

IrpaXaaHCKUC ACjia ITOCTOAHHOT'O XPaHCHUA,



aJIMUHUCTPATUBHBIE JIeJ1a TOCTOSSHHOTO XPaHEHUS,;

Jiena o01ero JeI0NPOr3BOICTBA TOCTOSHHOTO XPaHEHUS;

YTOJIOBHBIE Jiefia BpeMEeHHBIX (CBbIIIe 10 JIET) CPOKOB XpaHEHUS;

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

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

AHaJIOTMYHbBIE OITUCU COCTABJISAIOTCS Ha JJIEKTPOHHBIE Jea.

3.3. Ha cyne6nbpie aema BpeMeHHBIX (10 10 J1€T) CpOKOB XpaHEHHUS OIMCH ] BEAYTCS B
AJIEKTPOHHOM BHUJI¢ paOOTHUKOM, OTBETCTBEHHBIM 3a BEJEHHE NEIONMPOU3BOJCTBA B CyAcOHOMU
KOJUIETHH, CyAeOHOM cocTaBe, TIOCTOSSHHOM CyAeOHOM TPUCYTCTBUH, CTPYKTYPHOM
Mo/Ipa3/IeJICHHUH.

B cnyuae mepenaum Ha XpaHeHHE B apXuB cyAa Jen BpeMeHHbIX (1o 10 ner) cpokos
XpaHeHUs (B COOTBETCTBUU C MYHKTOM 7.5 HacTosAwmed NHCTpYKIMK), ONUCH €N B 3JIEKTPOHHOM
BUJIE BEAYTCS TAK)KE€ Ha JApyrue Aesia BpeMeHHBIX (10 10 JieT) CpoKoB XpaHEHUS.

[Ipu yHuutoxkeHun Takux Jen B rpade "l[Ipumeuanue" omucu mnpocTaBigeTCA
COOTBETCTBYIOIIAast OTMETKA CO CCHUIKOM Ha aKT 00 YHUUTOXKEHUH Jiena.

3.4. Ommcu Jnen cyAeOHBIX KOJIJIETHH, CYyACOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX
MPUCYTCTBUM, CTPYKTYPHBIX MOJpa3/IeNEHU Cy/la COCTABISIOTCS IO YCTAaHOBJIEHHOH Qopme
(mpunmokenust N 3, 4 x HacTosmied MHCTpyKIMM) B ABYX 3K3EMIUIIpaX MU IMPEICTABISIOTCS B
apXuB CyJla HE TTO3/IHEE YeM Yepe3 IIECTh MECAIIEB MOCJIE 3aBEPIICHUS JIe] B ACIOMPOU3BOJICTBE.

[lepenaya aen MOCTOSHHOTO U BpeMEHHOTO (cBbilie 10 J1eT) cpoKOB XpaHEHUs B apXUB CyAa
OCYILIECTBIISIETCS 1O OMHUCSAM Jell CyAeOHBIX KOJUIETHH, CYIeOHBIX COCTaBOB, MOCTOSIHHBIX
CyneOHBIX MPUCYTCTBUN, CTPYKTYpPHBIX mNojapasiaeneHuil (mpunoxkenus N 3, 4 x Hacrosuieit
WHcTpyKIum).

3.5. Ilpu cocTaBiieHUH OMUCH JIeN Cy/NeOHBIX KOJUIETHH, CyAeOHBIX COCTAaBOB, MOCTOSHHBIX
CyJIeOHBIX TPUCYTCTBHH, CTPYKTYPHBIX TOJpa3JCICHH Cyna COONIOJAIOTCS CICAYOIINe
TpeOOBaHUSI:

3aroJIOBKHU JC€JI BHOCATCA B OIIKCH ITOJIHOCTBIO,
KaX110€ A€J10, TOM BHOCUTCA B OIMUCH MO CAMOCTOATCIIBHBIM ITOPAJAKOBBIM HOMEPOM,

rpadpl OMHMCH 3aMOJHSIOTCS B COOTBETCTBHHM CO CBEJCHHUSMH, KOTOPHIE BBIHECEHBI Ha
00JIOKKY Jiena;

rpada onucu "llpumeuanue" wucmodab3yeTCs UIE OTMETOK O mpueme (mepemaue) e,



0COOCHHOCTSX (PU3MUYECKOTO COCTOSHUS, O HATMYMH KOTIHIA.

B koHIIe onvcH A€l 3a MOCIEHEN OMMCATENbHOM CTaThEH 3aIONHIAETCS NTOTOBas 3alUCh, B
KOTOpO# yKa3bIBatoTCs (LH(paMu M MPONKMCHIO) KOJUYECTBO M€, MEPBBIM U MOCIEIHUN HOMEpa
JIe]l TI0 OIMCH JIeJl, @ TaKXKe OrOBapHUBAIOTCS OCOOEHHOCTH HYMEpalUu Jiel B ONUCH (Haaudue
JUTEPHBIX U IPOMYLUICHHBIX HOMEPOB).

3.6. Ilepen BHeceHHMEM 3arojlOBKOB JIeJ B OIUCU €l CyIeOHBIX KOJUIETHH, CyIeOHBIX
COCTaBOB, IIOCTOSIHHBIX CYyJIEOHBIX TNPUCYTCTBUM, CTPYKTYpPHBIX MOApAa3JeNeHud cyna
pabOTHUKAMM, OTBETCTBEHHBIMHM 32 BEJI€HUE JEJIONPOU3BOJICTBA, IMPOBEPSAIOTCA KadyeCTBO
dopmupoBaHuss U OQOPMIIEHMS JEJ, COOTBETCTBUE KOJMYECTBA [€J, BHOCHUMBIX B OIKCH,
KOJINYECTBY 3aBEJICHHBIX JI€J]I 10 HOMEHKIIATYpeE.

HpI/I IMpOCMOTPEC OCJI TIIPOBCPAKOTCA: COOTBECTCTBHUC 3aroJIOBKa JC€jIa COACPKAHHIO
AOKYMCHTOB B ACJIC; MPABUIIbHOCTD O(l)OpMJICHI/IH W IPpYHOIIUPOBKU AOKYMCHTOB, BKIIIOUCHHBIX B
ACJIO0; KA4YCCTBO IMOAMIMBKKW WM IMCPCIUICTAa [CJda, NPaBUIBbHOCTb HYMCpAIMKU JIMCTOB JCJa;
HaaIn4ue B ACJIC BHYTpeHHeﬁ OIIMCHU JA€JIa W IIPAaBHUJIBHOCTb €€ COCTABJICHHA; IIPABUJIbBHOCTDL
0(1)0pMJIGHI/I$I 00JIOKKH AcjIa; HAJIMYKUC U TPABUJIBHOCTD JIMCTA-3aBCPUTCIIA.

[Ipun oOHapyxeHHWH HapyIIEHHUsS YCTAHOBJIEHHBIX MpaBWJ (POPMUPOBAHMS U O(POpPMIICHHUS
Jell OHU JIOJDKHBI OBITh  YCTpaHEHbl pa0OTHUKAMH, OTBETCTBEHHBIMM 3a BEJCHHE
JCJIONIPOU3BOJICTBA.

3.7. B cnydae oOHapyXeHHs OTCYTCTBHSI J€J, 3aBEICHHBIX B COOTBETCTBUU C
HOMEHKJIATypol, pabOTHUKOM, OTBETCTBEHHBIM 3a BEJIEHHE JEJOMPOU3BOJICTBA B CYACOHOM
KOJUIETUM, CYACOHOM COCTaBe, IOCTOSSHHOM CyA€OHOM TMPUCYTCTBUM WU CTPYKTYPHOM
MOAPA3ACIICHUH Cy/1a, MPUHUMAIOTCS MEPHI 1O UX PO3bICKY. OOHAPYKEHHBIE JieNia BKIIOYAIOTCS B
OMNCH JEJI.

Ecnum mpuHsATBEIE MEpBl HE Janu Pe3yIbTaTOB, TO Ha HEOOHApPY)KCHHBIE JieJla COCTaBIIICTCS
aKT 00 yTpare JOKYMEHTOB B MPOW3BOJIbHOW (opMe, KOTOPBIN MOIMUCHIBACTCS HAYAIbHUKOM
oTJieNia JEIONPON3BOICTBa (OOIIEro OTAeNa) U MpeceaTeaeM CyacOHOW KOJIIETHH, Cy1e0HOTO
COCTaBa, YIOJHOMOYCHHBIM JIMIIOM TIOCTOSHHOTO CYyJ€OHOIO IPUCYTCTBHS, HaYaIbHUKOM
CTPYKTypHOTO Tmojpasaenenus cyaa. Jlaimee akt o0 yTpare JAOKYMEHTOB YTBEPXKIAETCS
mpejacenaTeNieM cyla M TepeaeTcsi BMECTE C OMUCHIO JIen CyAeOHOW KOJUIETHH, CyIeOHOTro
COCTaBa, MOCTOSTHHOTO CYACOHOTO MPUCYTCTBUS, CTPYKTYPHOTO TIOPA3/ICIICHUs Cya paOOTHHKY,
OTBETCTBEHHOMY 3a pabOTy apXuBa Cy/a.

3.8. Onucu nen, ONUCH ANEKTPOHHBIX TOKYMEHTOB (TOZ0BBIE pa3/ieiibl OMKUCEH Aell, onucei
ANEKTPOHHBIX JOKYMEHTOB) (Tipuiioxkenus N 5, 6, 7, 8 k Hactosmeit MTHCTpyKIMM) COCTABIISIFOTCS
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apxuBa cyla, Ha OCHOBAHHUU OIUCEH JeN, omnucei
AJNIEKTPOHHBIX JOKYMEHTOB CYAE€OHBIX KOJUIETUH, CyIeOHBIX COCTABOB, MOCTOSHHBIX CYIEOHBIX
IIPUCYTCTBUM U CTPYKTYPHBIX MOJIpa3EICHUN Cya.

(8B pen. Ilpukaza Cynebnoro nenapramenTta rnpu BepxoBaom Cyne P® ot 29.05.2024 N 124)

3.9. IlepeoMy roioBOMY pa3zieny OMUCH JeJ IPUCBAUBAETCS HOMED OIKCH 10 JIUCTY (POHIa,
BC€ MOCTEAYIONINE TOOBbIE pa3Aeiibl YUCISTCS 32 JAHHBIM HOMEPOM J10 3aBEPILICHUS] ONHCH.

He AOITYCKACTCA INPUCBOCHHUC OIIUCAM JCJI OAMHAKOBBLIX YYCTHBIX HOMCPOB B IIPCACIIaX



oHOTO (POH/A.

3.10. Ecu onuck ACJI COCTOUT U3 HECKOJIBKUX I'OJOBLIX Pa3JICIOB, TOMOB, UTOT'OBAsA 3aIllUCh
COCTAaBJACTCA K KaXIOMYy IOJOBOMY pasiaciy, TOMY. K KaXXJI0My MOCJICAYIOEMY TOJOBOMY
pas3acily, TOMY B HAPaCTArOIICM ITOPAIKE COCTABIIICTCA CBOAHAA UTOTOBAsA 3aIIHUCh.

I'omoBbie pas3aciibl, €CJIM OHU HC ABJISAIOTCA 3aKOHYCHHOM OIINCBIO, HC ITOAIINBAIOTCA WM HC
MEPCIICTarOTCA.

3.11. 3akoHYeHHass OMUCH JIeJ1 Ha OyMa)KHOM HOCHTEJIe JOJDKHA BKIIIOYATh He Oosiee 9999
CAVHULL XpaHECHUSI.

3aKOoHUEHHAs OIHUCH ACJI BMCCTC C TUTYJIBbHBIM JIMCTOM MW CIIPABOYHBIM alIiapaTomM K HEH
3aKJII049acTCA B TBEPAYIO O6J'I0}I(Ky, HYMCPYCTCA U ITOAIINBACTCA WJIHU IICPCIIICTACTCA.

Kamz[a;[ 3aKOHYCHHAas OIIMCh ACJI, Ka)I(I[BIfI TOM OIIKCH ACIT NOJIZKHBI UMCTh JIMCT-3aBCPUTCIIb.

3.12. B cnopaBouHBI/i ammapaT K ONUCH J€J1 BXOIAT: THUTYJIBHBIM JIMCT, IIEpEYEHb
NeperMEeHOBaHM cyaa (eciu MHPOpMAIUS O MEPEMMEHOBAHUM HE COJEPKUTCS B THUTYJIHLHOM
JIUCTE ONHUCH), COoJepKaHue (OTJIaBJIICHHE); MPEAUCIOBUE; CHUCOK COKpAIEHUW; yKa3zaTelu K
onucH (MpeIMETHBIH, UMEHHOM, TeorpaduIecKoit).

3.13. Ha TUTYJbHOM JIMCTE OMUCH JIeJ1 YKa3bIBAIOTCS:

MOJIHO€ HAUMEHOBAaHHME TOCYJApPCTBEHHOTO apXuBa (€CIu CyJ BBICTYNAeT €ro UCTOYHUKOM
KOMILIEKTOBAHUA);

MOJTHOE HAMMEHOBAHUE CY/1a;
HOMEp apXUBHOTO (hoH/a;
HOMEp U Ha3BaHUE OIUCH;
KpaifHue AaThl BHECEHHBIX B OIUCH CIMHUI] XPAHCHUSI.

HaumeHnoBaHue cyaa yka3bIBaeTcCs MO MOCJIEIHEMY FOAY BKIIOUEHUS] JOKYMEHTOB B OIUCH
Jen.

3.14. B nmpeaucioBUM K OMMCH JIed YKa3bIBaKOTCSl CBEIEHHUS B XPOHOJOTMYECKHUX paMKax
KpallHUX JaT €MHUIL XPAHEHHUS, BKIIFOYEHHBIX B OIUCH!

00 U3MEHEHMSIX B HAMMEHOBAHHH CY/Ia;
0 CTPYKTYpE CyJ1a;

00 ocoOeHHOCTAX odopmiieHus U (HOPMUPOBAHUS JEJI, OMHCAHUS W CHCTeMaTU3AINU
3aroJIOBKOB JIEIT;

0 COACPIKaHNU U TTIOJTHOTC ICJI;

0 HAJU4YMM U OCOOCHHOCTSIX I/IH(i)OpMaHI/IOHHBIX CHUCTCM, 0a3 JaHHbIX, HCIIOJIb3YCMbIX IJIA



paboTBl C DSIEKTPOHHBIMH JOKYMEHTAMH, pPETHCTPAllMOHHO-Y4ETHBIMU (GopMaMu Jel |
JOKYMEHTOB U 00pazaMu (CKaHaMM) 1€7 U JOKYMEHTOB.

3.15. B ciiyyae oOHapy>keHHsI HOBBIX JI€JI, HE BHECEHHBIX B OMUCH JI€JI CYJIeOHOM KOJUIETHH,
CylIeOHOro COCTaBa, MOCTOSIHHOTO CYAEOHOro MPUCYTCTBUS WM CTPYKTYPHOTO MOJpa3aesieHus
CyJla WM OIUCH JIeJI, TaKHe Jieja BHOCATCS B YKa3aHHbIEC OMKCH MO/ JIUTEPHBIMU HOMEPAMHU.

Buecenue u3MeHeHUN B TOJOBBIE pa3jelibl OmUCH JAen mocie ux yreepxkaeHus OIIK
ApXMBHOTO YUPEKJCHUS WM TOCYJApCTBEHHOI'O apXHBa JOMYCKAETCA TOJbKO HAa OCHOBAHUU
COOTBETCTBYIOIIMX PEIICHUN SKCIepTHOW Komuccuu cyiaa u OIIK apXuBHOTro yupexaeHus
(rocymapcTBEHHOT'O apXHBa).

3.16. Onucu nen (roJoBbIE pa3lieibl OMUCEH) TOCTOSHHOTO XPaHEHHUsI, BPEMEHHBIX (CBBIILIE
10 ytet) CpOKOB XpaHEHHs, OMKCEH e MO JIMYHOMY COCTaBY COTJIACOBBIBAIOTCS C IKCIIEPTHOM
KOMUCCHEN cyaa.

3.17. CornacoBaHHbI€ KCIIEPTHON KOMUCCHEH Cy/1a ONUCH /il (TOJI0OBBIE pa3/ieibl OMKCEH),
€CJIM CyJ BBICTYNAET HCTOYHUKOM KOMILJIEKTOBAHUS TOCYIApCTBEHHOTO apxXxwBa, JIMOO Tpu
HaJIMYMWM COOTBETCTBYIOUIETO JIOTOBOpAa C AapXMBHBIM YUPEXKJEHUEM, MPEACTABISIOTCS Ha
yTBepxkAeHUE cooTBeTCTBYIOMEH DIIK apXuBHOrO yupexaeHus.

Onucu nen (romoBble pa3fenbl ONUCEH) HANPaBISIOTCS B UYETBIPEX HK3EMIUIApax Ha
OYMa)KHOM HOCHUTEJIE U OJTHOM IK3EMIUISIPE B AJEKTPOHHOM BHJIE B pPEIAKTUPpyeMOM (opMmaTe He
Mo3/iHee YyeM 4epes 3 rojia nocjie 3aBeplieHus el B JIeJI0NPOU3BOICTBE.

3.18. Ilepen nHampaBieHuUEM ONHCEH Jel Ha YTBEpPXKIEHUE NPOBEPSIETCS HAIM4YUE e,
BKJTFOYEHHBIX B 3TH OIHUCH.

3.19. Ilocne yrtBepxaeHus omuced nen (rogoBeix paszgenoB onucei) DIIK apxuBHOrO
YUPEXKJICHUS OHU YTBEPIKIAIOTCS MpeJiceiaTeNieM Cy/a.

4. JKcnepTH3a HEHHOCTH JOKYMEHTOB. 3a1a4i U QyHKIHH
JIKCIEPTHON KOMHMCCHH Cy1a

(B pen. [Ipukaza CynebOHoro nenapramenta npu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

4.1. TlpemMeToM OSKCHEpPTU3bl IIEHHOCTH JOKYMEHTOB (Jajiee - dKCIepTH3a IEHHOCTH)
SIBJISIETCSL ONpPENENICHUE COOTBETCTBUSI JOKYMEHTa U (MJIM) JOKYMEHTOB KpPUTEpPUAM €ro (uXx)
[IEHHOCTH B IIEJISX ONpPEACNICHUs CPOKa XpaHEHH U 0TOOpa JOKYMEHTa U (WUJIH) JOKYMEHTOB JIsI
BKJIIOYEHUsT B cocTtaB ApxuBHoro ¢onma Poccuiickoit @Deaepanu Wik BBIICICHUS K
YHUYTOXKEHUIO TI0O UICTEYCHUH YCTAHOBJIICHHOTO CPOKA XPaHEHUS.

OOBEKTOM SKCHEPTHU3bI IIEHHOCTH SIBISIETCS IOKYMEHT U (WUJIM) TOKYMEHTHI.

9KCHepTI/I3a IHCHHOCTU IMPOBOAUTCA HAa OCHOBAHHU IIPHUHIOMUIIOB UCTOPpU3MA, CUCTCMHOCTH U
HEJIOCTHOCTU IMYTEM KOMIIJICKCHOT'O IPUMCHCHUS CICAYIOINX KPUTCPUCB:

MPOUCXOXKICHUS (3HAYMMOCTh  BBINIOJIHAEMBIX CyAOM (QYHKIUNA, BpeMsi H  MECTO
o0pa3oBaHUs JOKYMEHTA);



cofepaHusl (3HAYeHHE MMEIOIIENcs B JOKYMEHTEe HWH(pOpPMAIMH, IOBTOPEHUE OSTOU
uHpOpMallUU B IPYTUX JOKYMEHTaX, MOJJIMHHOCTh IOKYMEHTA);

BHEIIIHUX OCOOEHHOCTEW JOKYMEHTOB (BUJ JOKyMeHTa, (hopma GUKCUPOBAHUS U TEepeaadn
CoJlepKaHusl, IOpUANYecKas TI0CTOBEPHOCTh (HaJIU4KUe MOMANUCEH, 1aT, edyaTeil) T0KyMEeHTa, ero
(bu3nuecKoe COCTOSIHUE), a TaKKe MPUTOAHOCTHU JJIsi UCTIOJIB30BaHUs (BOCIPOU3BOAMMOCTH (TIpU
AKCTIEPTU3E IIEHHOCTH AJIEKTPOHHBIX U ayIMOBU3YATbHBIX TJOKYMEHTOB).

4.2. DKcnepTu3a HEHHOCTH IOKYMEHTOB CyZa MPOBOJAUTCS:
IPU COCTaBJICHUU HOMEHKJIATYpBI, B ITpoliecce GOPMUPOBAHUS JIEIT;
IIpU MOATOTOBKE JIEJ, SJIEKTPOHHBIX JIe] K TIepe/laye B apXUB CYy/a;

IIPU TOArOTOBKE K Iepefade Jell, DJIEKTPOHHBIX JeJI Ha XPaHEHHE B TOCYNApCTBEHHBIN
apXWB;

MIPH BBIICJICHUH K YHHYTOXEHUIO JIEJ1, QJICKTPOHHBIX JEJI, HE MOUICKAIINX XPAHCHHUIO.
4.3. 3a1auamMu SKCIIEPTU3BI [IEHHOCTHU SIBJISTFOTCS:
ompeieNieHne CPOKOB XPaHEHUS JOKYMEHTOB TIPH pa3paboTKe HOMEHKIIATYPHI;

0oTOOp JOKYMEHTOB ISl BKIIFOUEHHS B cocTaB ApxuBHoro ¢ouaa Poccuiickoit denepanmu, a
TaKKe JIJIs Iepelavuul B apXUB;

BBIAABJICHUC OOKYMCHTOB C HCTCKIIMMH CPOKaMM XpPaHCHHUA JIA BKIKOYCHHUA HX B aKT O
BBIJICJICHUN K YHUYTOXCHNUIO TOKYMCHTOB, HC ITOJJIC)KAIIUX XPAHCHHIO.

4.4, DxkcnepTu3e IEHHOCTH TMOJJIEKAT BCE JOKYMEHTHI CyJla HE3aBUCMMO OT BHUJOB
HOCHUTENEH U cIOCOOOB 3aIHCH.

Pemenue o BKIIOYEHUHU TOKYMEHTOB B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepannu
npuHuMaetrcst DK apxuBHOTO yupexaeHusl.

4.5. Cpoku XpaHEHHMs JOKYMEHTOB IIpM IPOBEIEHUU MX OKCIEPTU3bl LEHHOCTH
YCTAHABIIMBAIOTCS B COOTBETCTBUU C (efepaibHbIMU 3aKOHAMHU M HHBIMA HOPMAaTHUBHBIMU
paBOBBIMU akTaMu Poccuiickoin denepanuu, NEpeYHSIMU THUIIOBBIX APXUBHBIX JOKYMEHTOB C
yYKa3aHHEM CPOKOB UX XpaHeHus U llepeunem nOKyMEeHTOB.

4.6. B mensx opraHuzaiyu W TPOBEACHUS METOJUYECKOW M MPAKTUYECKOHW paboOTHI MO
OKCIIEPTH3€ IICHHOCTH JOKYMEHTOB, OOpa30BaBIIMXCS B JACSITEIBHOCTH CyAa, CO3JAeTCs
JKCHEpPTHAsT KOMHCCHUS CYJa, KOTOpas SBISETCA COBEIIATEIbHBIM OpPraHOM M JEHCTBYET Ha
MOCTOSHHON OCHOBE.

DKcrnepTHas KOMHCCHUSI CyJa CO3JaeTcsl MPUKa3oM Npelcenarens cylda M JCHCTBYeT Ha
OCHOBaHWH TIOJIOKEHHS, Pa3pabOTAHHOTO HAa OCHOBE NMPHUMEPHOTO MOJIOKEHHSI 00 IKCIIEPTHOU
KOMHUCCUM  OpTraHM3alid, YTBEPKIEHHOM  YINOJHOMOYEHHBIM  (elepalbHbIM  OpraHOM
UCTIOJTHUTENIBHOM BJIAcTH B cpepe apXHUBHOIO JieNa U AeJIONPOU3BO/ICTBA.



Cynpl, BBICTYNAIOLIME HCTOYHUKOM KOMIUIEKTOBaHHMS TOCYJAapCTBEHHOIO  apXUBa,
COIJIACOBBIBAIOT TOJIOKEHHE OO0 SKCIEpPTHOM Komuccuu cyna ¢ coorBercTByromei OIIK
APXHUBHOT'O YUPEKIACHUS.

4.7. B cocTaB 3KCIEPTHOM KOMHCCUU CyZa, Ha3HAYaE€MbId MPHUKA30M IpEACEaaTels Cy/a,
BXOJIAIT: Tpeceaaresib KOMUCCHU (OJMH U3 3aMecTUTENell Mpejacenarens cyaa WiM cyabs (B
cllyyae OTCYTCTBHSI 3aMECTHTENsl Mpelcenarenss cyaa), cekperapb (pabOTHUK cyna,
OTBETCTBEHHBIN 3a paboOTy apxuBa), paOOTHUKU OTAeNia JIeJI0Npou3BoAcTBa (0Ouero oTaena),
CylneOHBIX KOJUIETHH, CyIeOHBIX COCTABOB, MOCTOSHHOTO CYAEOHOTO MPUCYTCTBUS U JIPYTUX
CTPYKTYPHBIX MOApa3ielieHuH cya.

Takke B COCTaB ASKCHEPTHOM KOMHUCCHUM Cylla MOXET OBITh BKJIIOYEH TMPEICTABUTEIb
TOCY/IapCTBEHHOTO apXWBa W/WIH YIOJIHOMOYEHHOTO OpTraHa UCIOIHUTEIBHON BIACTH CYyObEKTa
Poccuiickoit denepannu B chepe apXUBHOTO Jeia (10 COTJIacOBaHUIO).

4.8. DKcnepTHas KOMUCCHUS CyJla OCYLIECTBIISIET caeaytomue ¢ yHKINNU:
4.8.1. Opranusyer exXeroaHblid 0TOOp JeJ JUIsl XpPAaHSHHS] U YHUUTOXKECHUSI.
4.8.2. PaccMarpuBaeT 1 NpUHUMAET PEIICHUE O COTJIACOBAHUM:

MPOEKTOB OMNHCEH JIeNl MOCTOSHHOTO M BpeMeHHBIX (cBbilie 10 JeT) CPOKOB XpaHEHWS,
OIHCEN JIeJ MO JINYHOMY COCTaBY;

IMPOCKTOB HOMCHKJIATYp ACII;
IMIPOCKTOB AKTOB O BBLIACICHHUHN K YHUYTOXCHHUIO ACJI, HC IMOJJIC)KAIIIUX XPAHCHUIO,

MIPOCKTOB aKTOB O HEOOHAPYXKEHUM apXHMBHBIX JOKYMEHTOB, MYTH PO3BICKA KOTOPBIX
HCYEpIIaHbI,

IMPOCKTOB aAKTOB O HCUCITPABUMBIX ITOBPCIKACHUAX APXUBHBIX TOKYMCHTOB,

MPOEKTOB JIOKAJbHBIX HOPMATHBHBIX AaKTOB M METOJUYECKUX JTOKYMEHTOB CyJa IO
JEJIONIPOU3BOJICTBY U apXUBHOMY JICITY.

4.8.3. ToroBuT mnpenyoxkeHuss 00 yCTaHOBIEHWU (M3MEHEHHHU) CpPOKOB XpaHEHUS
JOKYMEHTOB W BHECEHUMM COOTBETCTBYIOIIMX M3MEHEHUH B IlepedueHb JOKyMEHTOB, C
JambHEHIINM UX TIpeJCcTaBlIeHneM Ha paccMoTpenue CyaeOHoro aemnapraMenTa rnpu BepxoBHOM
Cyne Poccuiickoit @enepanuu.

4.8.4. CoBMECTHO C apXUBOM Cy/a, OTIEIOM JACIOMPOU3BOJCTBA (OOIIMM OTIEIOM) H
KaJIpOBOW CIIy)00H opraHuzyer mjisi pabOTHUKOB CyJa KOHCYJIbTAI[MU IO BOMPOCaM pabOTHI ¢
JOKYMEHTaMH, OKa3bIBACT UM METOJIUYCCKYIO TTOMOIIb, YIaCTBYET B IMOATOTOBKE M MPOBEIACHUU
MEPOIPUSTUH TIO MOBBIIICHUIO UX KBATU()UKAIUH.

4.8.5. BemonHseT wHBIE (QYHKIMH, YCTAHOBJICHHBIC 3aKOHOMATEIHLCTBOM Poccuiickoit
QOenepanuu B chepe apXUBHOTO Jejia W JEJONPOU3BOJCTBA U MOJIOKEHUEM 00 HKCIEPTHOU
KOMHCCHH CyJIa.



4.9. 3acenaHusi SKCIIEPTHOW KOMHUCCHUU CyJla MPOBOJATCS MO Mepe HEOOXOJIUMOCTU, HO HE
MEHEe JIBYX pa3 B rojl, 0hOpMIISIFOTCS TPOTOKOJIOM, KOTOPBIH MOIUCHIBACTCS TIpeAceIaTeNIeM
CeKpeTapeM KOMHUCCHH.

3acenaHue 3KCIEPTHON KOMHUCCHU CyJla M MIPUHATHIE PEIIEHUSI CUUTAIOTCS TPABOMOYHBIMU,
€CJIM Ha 3aceJaHUM IPUCYTCTBYET OoJiee MOJIOBUHBI €€ COCTaBa.

Pelienust SKCepTHOM KOMHCCHUHU Cyla MO KaXXIOMY BOIPOCY (IOKYMEHTY) MPUHUMAIOTCS
00JBIIMHCTBOM r0JI0cOB. CIIOpHBIE BOIMPOCHI MPH Pa3AesIeHUH TOJIOCOB MOPOBHY pa3pelaroTcs
IpeaceaTesieM 3KCIEPTHON KOMUCCUHU CYIa.

4.10. Benenue n1enonpon3BOACTBA SIKCIEPTHOW KOMUCCUU CY/1d, XPAaHEHUE U UCIIOIb30BAHUE
ee IOKyMEHTOB, OTBETCTBEHHOCTb 332 UX COXPAHHOCTh, a TAK)KE KOHTPOJIb UCIIOJHEHUS TPUHATHIX
HKCHEPTHOW KOMHUCCHEN CyJla peleHnid BO3/1araloTcsl Ha CEKpeTaps 3KCIEPTHONM KOMHUCCUU Cya.

4.11. Ilo pesynapTaTaM 3KCHEPTU3bl ILEHHOCTH JOKYMEHTOB B CYJIEOHBIX KOJUICTHUSX,
CyIeOHBIX COCTaBax, IMOCTOSIHHBIX CYICOHBIX MPUCYTCTBUSIX, CTPYKTYPHBIX IOIpa3aeECHUIX
CyJa COCTaBJISIIOTCS:

HOMEHKJIATYphl /€Nl CyNeOHBIX KOJUIETHM, CyAeOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX
MPUCYTCTBUM, CTPYKTYPHBIX MOApa3IeICHUH Cya;

OMHCH [IeJ, ONHCH DIEKTPOHHBIX JIeJd CYIACOHBIX KOJUIETUH, CYyIEeOHBIX COCTaBOB,
MOCTOSTHHBIX CYJEOHBIX MPUCYTCTBUM, CTPYKTYPHBIX TMOAPA3ACICHUN Cyaa: MOCTOSHHOTO,
BpeMEHHBIX (CBbIIIE 10 JIeT) CPOKOB XpaHEHUs, IO TUYHOMY COCTaBY;

NPEIJIOKEHUsT K aKTy O BBIJEICHMM K YHHUYTOXKEHHUIO JIOKYMEHTOB, HE MOJIekKAIINX
XPaHEHUIO.

5. OdopMieHue gej1 M HHBIX JOKYMEHTOB K IOCJIeAY0IeMYy XPAHECHHIO
B apXuBe cyjaa

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

5.1. 3akoHYeHHBIE AEJNONPOU3BOJCTBOM Jiejla IMOCTOSHHOTO (B TOM YHCIE CO CPOKOM
XpaHeHus "0 JIMKBUIALMU cyna") U BpeMeHHbIX (cBbIlIe 10 J1eT) CPOKOB XpaHEHMsI, B TOM YHUCIIE
M0 JIMYHOMY COCTaBy, IOCJIe OKOHYAHMS KaJEHAAPHOTO rojia MOATrOTaBIMBAIOTCS K Nepeaaye B
apXx¥B Cy/a U MOJyIekAaT MOJHOMY O()OPMIICHHIO M OMHCAHUIO (BKIIOYESHUIO B OTHCH JEN).

Odopmiienne u omucaHue Jei 10 TMepeaadyd B apXUB OCYIIECTBISETCS PabOTHUKAMU,
OTBETCTBCHHBIMU 3a BEJICHHWEC JCIIONMPOM3BOJICTBA B CYACOHOH KOJUIETHH, CYIACOHOM COCTaBe,
MOCTOSIHHOM CY/1I€0HOM MPHUCYTCTBUU WM CTPYKTYPHOM TIOJIPA3/ICIICHUH CYy/a, B COOTBETCTBUH C
tpeboBanusmu [lpaBun N 77, unctpykmuit N 36, N 161, N 224, N 225 u wnHacrosmen
NucTpykunu.

5.2. IIpu popmupoBaHuu aea HEOOXOIUMO COOIIIOIATh CIEAYIOUIUE TPEOOBAHMUS:

JAOKYMCHTBI IIOCTOAHHOTO U BPCMCHHOI'O XPaHCHUA I'PYHITUPYIOTCA B OTACIILHBIC ACIIA,



B JCJIO BKIKOYAKOTCA JOKYMCHTBI, KOTOPBIC IIO CBOCMY COJACPKAHUIO COOTBCTCTBYIOT
34aroJIOBKy nacjiia, IpPCAYyCMOTPCHHOMY HOMCHKHaTypOﬁ. 3arojioBok AcjIa YTOUYHACTCA B
COOTBCTCTBHH C q)aKTI/I‘ICCKI/IM COCTaBOM U COACPKAHUCM JOKYMCHTOB,

B ZICJIO BKIIIOYACTCA OAWH SK3CMIIIAP KAXKAOT0 JOKYMCHTA,

B JeNla TPYNIUPYIOTCS JOKYMEHTBI OJHOTO KaJCHIApHOTO Toaa (MCKIIOYCHUE:
nepexoaIue aena; cyAacOHbIe Jerna; JIUYHbIE Jea, KOTOpble (OPMUPYIOTCS B TEUCHHE BCETO
nepuoia padoThl);

IMPHUIIOKCHUA, JIUCTBI O3HAKOMIICHHA, COIJIACOBAHUA U PC30JIIOIUN K NOKYMCHTAM ABJIAIOTCA
UX HEOTHhEMJIEMOM YacThI0 M BKJIIOYAIOTCS B ACJI0O BMCCTC C JOKYMCHTaMH, K KOTOPbBIM OHH
OTHOCATCA,

MpUKa3bl (PaCOpsHKEHUs) TPYIIUPYIOTCSA B Jiefla B COOTBETCTBUM C YCTAHOBJICHHBIMU IS
HUX CPOKaMU XpaHCHUS;

JIMYHBIC AcCJIa (bOpMI/Ip}IIOTCSI OTACJIBHO Ha KaXJIO0I'o pa60THI/IKa, JAOKYMCHTBI B JIMYHBIX
ACJIax pacmojgararoTcda B XpOHOJIOTHUICCKOM MOPAAKE IO MEPE MOCTYIIIICHUS

JUIEBbIC CYETa M0 OIjlaTe TpyAda pPaOOTHUKOB TPYNIUPYIOTCA B OTHAEIbHBIC Jella U
pacrnojiaratroTcsi B HuX 1o andasuty haMuiauii, iIMeH U 0T4eCTB (IIPU HAJIUYHUH);

HC OOIMYCKACTCA IpylnIInupOBaTh B €JIa YCPHOBLIC U I[Y6J'I€THBI€ 9K3CMILIAPBI IOKYMCHTOB, a
TAaKXKC TOKYMCHTHI, ITOJJICKAIHUC BO3BpATYy.

5.3. [Tonroe odopmieHue 1e1 Ha OyMa)kHOM HOCUTEJIE MPeyCMaTPUBAET:
u3bsATHE (HalIOB-BKIQIBIIICH, CKPEMTOK, METANTHICCKUX CKOO, CTHKEPOB;

NOJIIMBKY WJIN TepeIuieT JOKYMEHTOB Jena (HedopMaTHbIE TOKYMEHTHI XpaHSTCS B
3aKpPBITHIX TBEPJBIX MAIMKaX WIH KOPOOKaAX);

HYMEpALHIO JUCTOB JAea;
COCTaBJIEHUE JIMCTa-3aBepuTens aena (npunoxenue N 10 k HacToseld MHCTpyKImn);

COCTaBJICHUE BHYTpPEHHEH OMUCH JOKyMeHTOB Jena (mpuioxkenue N 11 k Hacrosmieit
WNHucTpykumm);

oopmienue 06s10xku Aena (mpunoxkenue N 12 k Hactosime MHCcTpykium);
JIUCT UCTIONB30BaHUS (TP HEOOXOTUMOCTH).

5.4. leno Ha OyMa>kHOM HOCHTEJE HE JOJDKHO cozepkaTh Oonee 250 IHCTOB MU TOJIIUHE
Kopellika He 6oJiee 4 cM.

Ecimu xonmmdectBo nmuctoB B jaene npesbimaetr 250, JOKyMEHTH (OPMHPYIOTCS B TOMa B
XPOHOJIOTUYECKOM Mopsiike. ToMm 2 MokeT ObITh HayaT JHIIb Mociie oKoH4YaHus toma 1. [lata
OTKpBITHS TOMa 2 HEe JOJDKHA OBITh paHee JaThl okoHuUaHus Toma 1. Ha Tomax momkeH OBITH



oOmIMii 3ar0J0BOK MO HOMEHKJIATypE JIe.

5.5. JlokyMeHTBhl TOJIIMBAIOTCS Ha 4YeThIpe IMPOKOoJa B TBEPAYI OOJOXKKY WU
MEePEIJIeTaloTCs ¢ YY€TOM BO3MOXKHOCTH YTEHHUSI BCEX JOKYMEHTOB, JIaT, BU3 U PE3OJIOLUMA Ha
HUX.

[Ipu HeoOXoaMMOCTH JOKyMEHTbI MeHee (opmara AS (4ekH, KBUTAHLMH, CIPABKH,
¢dotorpaduu u npyrue) B Hensx yaoOcTBa NMOJUIMBAHUS HAaKJIEHBAIOTCA Ha JUCT (opmara A4.
IIpu oTcyTCTBMM MO A HOJIIMBKH JOKYMEHT HEOOXOAMMO HAaKJIeUTh 0€3 MOBPEXACHUs
TEKCTa Ha BCIIOMOTaTeJIbHBIN JIUCT.

I[OKYMCHTBI MOAIMMBAIOTCA B ACJIIO B XPOHOJOTMYCCKOM ITOPSAAKE, BCC HpI/IO6H_IeHHBIe B
IIponecce paCcCMOTPCHUA cyz[e6H0ro Acjia JOKYMCHTBI - B IIOPAAKE UX ITOCTYILJICHUA.

B cnywsae wucnonb3oBaHus s (UKCUpOBaHUA XoJa CyAeOHOTO 3acelaHus CpPelCTB
ayM03alluCl M HHBIX TEXHUYECKUX CPEACTB DJIEKTPOHHBIE HOCUTENU WHOOpManuu (JAUCKHU,
JUCKETHI, (pren-KapThl) XpaHATCS BMecTe ¢ CyAeOHbIM jaenom. [lpu 5TOM OHU JMOJKHBI OBITH
BIIIUTHI B cyZieOHOE €0 (MpUOoOIIEHBI K MPOTOKOIY CyAeOHOro 3ace/lanusi) B yIIaKOBAHHOM BH/JIE
(KOHBEPT) C yKa3aHUEM Ha yIaKOBKE HOMepa Jea, 1aThl, a TAaKKe MOAMUCAHbI YIIOJTHOMOYECHHBIM
pabOTHUKOM ammapara cyjaa. YNakoBKa JOJDKHa OO0ecHeurMBaThb COXPAHHOCTb 3JIEKTPOHHOTO
HOCHTEJISI OT MOBPEXKICHUN U TIOPYH.

5.6. Ilpu Hymepanuu JUCTOB B JieJIaX COOIIOIAI0TCS CIEAYIONIHNE TPeOOBaHMUS:

HyMepalusi MPOU3BOIUTCA apaOCKUMHU HU(PpaMu MPOCTHIM T'PaPUTHBIM KapaHIAIIoOM WU
HYMEpPATOPOM C BOJOCTOMKOM IITEMIIEIBHON KPaCKOW;

HOMCEpaA JIUCTOB IMPOCTABJIAIOTCA B IIPABOM BCPXHEM YIITY JIMCTA JOKYMCHTA,

dotorpadum, ueprexxku, gUArpaMMbl W JpPYTHE€  WUIIOCTPATHBHBIE  JIOKYMEHTHI,
MIPEICTaBISIONINE CAMOCTOSITENIbHBIN JIUCT B JieJie, HyMEPYIOTCS Ha 00OPOTHOW CTOPOHE B JIEBOM
BEpPXHEM YTIy;

JUCT C HAKJICCHHBIMU JIOKyMEHTaMH (BbIpE3KaMH, BbITUCKaMH, (GoTorpadusivm)
HyMEpYeTCs KaK OJUH JIUCT;

JUCTBI (BBIPE3KH, BCTAaBKH TEKCTa, MEPEBOJbI), MOAKICCHHbIE OJHUM KPaeM K JAPYromy
JIMCTY, HyMEPYIOTCS OTIEIIBHO;

KOHBEPTHl C BJIOXKEHUSMHU, MOAIIUTHIE B JI€710, HYMEPYIOTCS B CIEIYIOIIEM MOpSIKE -
BHayajle HyMepyeTcs KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM - KaKJI0€ BJIOXKEHUE B KOHBEPTE.
Ecnu Bo>kxeHHsI HyMEpOBaTh HEJb3sl, UX HAJIMYME OrOBAPUBAETCA B 3aBEPUTEIBHOIN HAINCH;

NOJLIIUTBIE B JIENO JAOKYMEHThI C COOCTBEHHOW HyMmepaluel JUCTOB (BKIJIOUas NeyaTHbIE
U3JaHMs) HyMEPYIOTCSl B O0ILEM MOPSIIKE WIM COXPAHSAIOT COOCTBEHHYIO HYMEpPAalHIo, €ClIM OHa
COOTBETCTBYET HOPAIKOBOMY PACIIOJIIOKEHHIO JIMCTOB B JCIIC;

JIACTHI OOJIBIITUX (bOpMaTOB IIOAIMIMNBArOTCA 3a OJJUH Kpa171 N HYMCPYIOTCA KaK OIUH JIUCT,

BCE JIUCTHI Jiena (ToMa, 4acTH) Ha OyMaXHOM Hocutese (KpoMe JIMCTa-3aBepuTeNsl Jelia



BHYTPEHHEN OMUCH JIOKYMEHTOB JI€J1a) HyMEPYIOTCS B BAJIOBOM IOPSJKE;
JIUCTBI J1€]1, COCTOALLUX U3 HECKOJIIBKUX TOMOB, HYMEPYIOTCS 110 KaXKIOMY TOMY OTACJIBHO.

B cnydasx oObHapyxeHus OMMOOK B HyMepalluu JUCTOB JieJia TPOBOJAUTCS MEpEeHyMepalus
WJIY UCIIOJIb30BAHUE JIMTEPHBIX HOMEPOB JIUCTOB.

B ClIydac U3MCHCHUS HyMCpalluu JIMCTOB ICJIa COCTABIISACTCA HOBBIN JINCT-3aBCPUTCIIb, IIPpU
3TOM CTapBIﬁ COXpaHsACTCA B JICJIC.

5.7. Jluct-3aBepurens jaena (mpuioxkenrue N 10 k Hacrosmedr MHCTpYKIIMU) coCTaBseTCS
Ha OTJEJIBHOM JIMCTE, MOANKMCHIBAETCS €r0 COCTABUTEIEM, MOAUIMBAETCS (BKIEUBAETCS) B JIEIO.
Bce nocnenyromuye n3MEHEHUS B COCTABE U COCTOSTHUH JI€J1a OTMEYAIOTCS B JINCTE-3aBEPUTEIIE CO
CCBUIKOM Ha COOTBETCTBYIOIINH aKT.

3anpemaeTc;I BBIHOCUTD JIUCT-3aBCPUTCIIb HaA O6J'IO)KKy Jcj1a NN YHUCTBIN 060pOT JHCTa
MMOCICAHCTO JOKYMCHTA. Ecnu ACJIO TOAUIMTO HIIN IECPCIICTCHO 0e3 OiaHKa JINCTAa-3aBCPUTECIIA,
OH JOJDKCH OBITH HaKJICEH 3a BCPXHIOIO YaCTh JIMCTAa HA BHYTPCHHIOIO CTOPOHY 00J10KKH B KOHIIC
Acia.

Bcee mociacayromue M3MCHCHUA B COCTAaBC M COCTOAHHU J[CJjia (HOBpe)KI{GHI/ISI, 3aMCHa
IIOJJIMHHBIX I[OKYMGHTOB) OTMCYAIOTCA B JIMCTC-3aBCPUTCIIC CO CCBIJIKOM Ha COOTBGTCTBYIOIHPIIZ
aKT.

5.8. Ha obnoxke nena (npuioxxenue N 12 k HacTosielt MTHCTpYKIMH) yKa3bIBAIOTCS:
HalMEHOBaHHeE cy/ia (MOJTHOCTHIO, B UMEHUTEIbHOM MaJekKe);

HAaWMEHOBAaHUE CYJAEOHOM KOJUJIETHH, CYAeOHOro COCTaBa, IOCTOSHHOTO CYAEOHOro
MPUCYTCTBUS WIM CTPYKTYPHOTO MOpa3esieHus cyaa (Ipu HaJTu4uHn);

HOMEp ToMa (4acTu);
MHJEKC JieJla IO HOMEHKJIaType;
3aroJIoBOK Jiena (Toma, 4acTh);

dbaMurs, UMsi, OTIYECTBO OCYXKJICHHOTO JIMIIA U MOJTHOE HAUMEHOBAaHUE CTaThH Y TOJIOBHOTO
konekca Poccuiickon @enepannu, 1o KOTOPOU JIMIIO OCYXKIEHO;

dbaMuivsg, WHULNMAIBI KCTIA, OTBETYMKA (HAUMEHOBaHWE OpraHU3alluu), CyTh HCKa
(3asBieHUSN);

dbamMunusi, UMs, OTYECTBO OIpPABAAHHOTO JIMIIA WJIM JIMIA, B OTHOUIEHHUH KOTOPOTO
MIPOU3BOJICTBO MPEKPAIIEHO;

HOMEp MPOU3BOJICTBA IO JIETY, YHUKAIbHBIN HICHTHPHUKATOD JeIa;
KpaifHue Aatel fena (Toma, 4acTh);

KOJINYCCTBO JIMCTOB B JCJIC (TOMe, IIa,CTI/I);



CPOK XpaHEHHMs JieJa ¢ YKa3aHUEM ro/ia, 10 KOTOPOIo OCYIIECTBIISIETCS] XPAaHEHMUE;

Ha CyJIeOHBIX Jenax - MOJIUCh CYyJbH, PACCMOTPEBIIErO J€J0, Ha Jenax oOIuero
JIEJIONPOU3BO/ICTBA - MOJNUCH HAYaJIbHUKA COOTBETCTBYIOIIETO CTPYKTYPHOTO MOAPA3AEIEHUS;

apXuBHBIN mudp aena;
nometka "Jlyist cimyke6HOro moap30BaHu" WK rpud orpaHuyeHus A0cTyna (Ipu HAJTUYKH).

5.9. Ha o6noxkax el HOCTOSSHHOIO CpOKa XpaHEHHUs NpelycMaTpUBAETCS MECTO s
HalMEHOBAaHMs TOCYAAPCTBEHHOI'O apxuBa, B KOTOPBIM IMepenaroTcs Jena cyaa - HCTOYHHUKA
KOMIUIEKTOBaHUSI.

[Ipy mM3MeHeHWHM HaWMMEHOBaHUA cyJa (CTPYKTYpPHOIO MOApA3AeiieHUs CyAa) B TEUYECHHE
Nepro/ia, OXBaThIBAEMOI'O JOKYMEHTaMM Jieja, Ha OOJIOKKE Jeja YyKa3bIBaeTCs IOCIeHee
HauMEHOBaHUE.

5.10. 3aroyioBoK jena JOJKEH COOTBETCTBOBATh (PAKTUYECKOMY COCTABY COJAEPIKAHHIO
JOKYMEHTOB JIeJia.

Ecnu neno cocTOMT M3 HECKOJBKUX TOMOB (YacTeil), Ha OOJOXKKY KaXXJoro ToMa (4acTH)
BBIHOCHUTCS OOIIMI 3ar0JIOBOK, a TAKXKE 3ar0JIOBOK M HOMEP KaXKJ0To ToMa (Y4acTH).

[Tpumep:

"JIOKyMEHTBI ONEpaTUBHBIX COBEIAaHWW cyned B 2 tomax. Tom N | - coBemanus cyneu
cy1eOHOM KOJUIETHH T10 YTOJIOBHBIM JiefiaM';

"JIOKyMEHTBI ONEpAaTUBHBIX COBEIIAHWW cyned B 2 Tomax. Tom N 2 - coBemanus cynueu
cy1eOHOM KOJUIETHH I10 TPaKIaHCKUM Jenam’.

B 3aromoBkax gen, coiepiKamux KOMHWM JOKYMEHTOB, NI€JIACTCS YKa3aHUE Ha HAJINYue
Konui. [TogIMHHOCTh JOKYMEHTOB Ji€JIa B 3ar0JI0BKE HE OrOBAPUBAETCA.

5.11. Ha oGmoKe Jiena yKa3bpIBaroTCs KpailHUe 1aThl TOKYMEHTOB, TOMEIICHHBIX B JIEJIO.

Ecnu B nmeno BKIIOYEHBI TOKYMEHTHI, JlaTa KOTOPHIX HE COBIAJAeT C JIaTOM Jelia, TO TMOJ
JaTOW C HOBOW CTPOKH JieiaeTcst 00 3TOM 3amuck: "B aere uMeroTest TOKyMEHTHI 32 ... Toji(bI)".

JlaTa nenma He yKas3pIBaeTCs Ha OOJIOKKAX JIEJN, COJEPIKAIIUX TOAOBBIE TUIAHBI, OTYETHI H
JIpYyTrue NTOKYMEHTHI, JaThl KOTOPBIX OTPAYKAOTCS B 3aroJOBKax Jel.

JaTtamu nen, copepKaliux pacnopsAUTENbHYIO U HHYIO IOKYMEHTAIUIO (JOKJIa/Ibl, MHChbMa,
CTEHOIPAMMBbl), SIBJISIOTCS JaThl (UMCIIO0, MECSL, T0J1) PErUCTpalluu (COCTaBICHUS, MOCTYIIJICHUS)
CaMoOro paHHEro M CaMmoro MO3JHEro JTOKYMEHTOB, BKJIIOYEHHBIX B JieJ0 (KpallHuUE JaThl e,
JIOKYMEHTOB).

JaToil nena, coaepkaliero mpoTOKOJIbl 3aCeIaHU, ABJISIIOTCS JaThl IEPBOrO U MOCIIEIHETO
MIPOTOKOJIA, BKIIFOYEHHBIX B JIETI0.



I[aTOﬁ JIMYHOTO AcJia ABJIAKOTCA JaThl MIOAIIMCAHUA IIPUKA30B O IIPUCMC 1 YBOJIbHCHUU JIMIIA,
Ha KOTOPOC OHO 3aBCICHO.

HpI/I 0003HaYCHUH AaTbl NOKYMCHTA CHa4dalla YKa3bIBACTCA YHCIIO, 3aTCM MCCALl U T'OA.
Ywucno uron 0003HaYarOTCA apa6CKI/IMI/I HI/I(bpaMI/I, Ha3BaHUC MCCsiLa - IIPOIHUCHIO.

Ecau npara JOKYMCHTA WJIM OTACJIIBHBIC €C 3JICMCHTLI OIIPCACIIAIOTCA HpI/I6J'II/ISI/ITeJ'IBHO, Ha
OCHOBAHWHK aHaJIM3a COACPIKaHHA OOKYMCHTA, TO HOaTa HWJIM OTACIBbHBIC €C JJICMCHTBI, HC
ABJIFOIIUCCA a0COJIIOTHO AOCTOBCPHBIMH, 3aKJIIOYAIOTCA B KBAAPATHBIC CKOOKH.

5.12. KoanudecTBO JIMCTOB Ha O0JI0KKE AcJIa YKA3bIBACTCA HAa OCHOBAHHNH JIMCTA-3aBCPUTCIIA.

5.13. Cpox xpaHeHus Ha 00JI0KKE JIeJla YKa3bIBA€TCA B COOTBETCTBUM CO CPOKOM XPaHEHHS,
YCTaHOBJICHHBIM HOPMATHBHBIMU TpaBOBbIMH akTamu Poccuiickoit ®denepanuu, THUIIOBHIMU
MepEYHSIMU JOKYMEHTOB, [lepedHeM JOKYyMEHTOB.

Ha nena, BHeceHHble B ONUCH Jen (FOAOBOM pasfes ONMCH JAel) CyAa - HCTOYHHKA
KOMIUIEKTOBaHHUs TOCY/JapCTBEHHOIO apXHWBa, apXUBHBIM IMIHQpP MNPOCTABISAETCS IOCIE
yTBEpKJIEHUsl omnucu Aen (romoBoro paszaena omnucu aen) OIIK apXxuBHOro yupexiaeHus u
YTBEPKIACHUS IIPEICEaaTeNIEM CyIa.

5.14. ApxuBHbli mUdp BKIOYAET B ceOs HOMEpa: apXwBHOTO (OHIA, OMHUCH Je,
JOKYMEHTOB, CIMHUIIBI XpaHEHUS - Jena. Ha equHMIax XpaHeHus, CoAepKauX JOKyMEHTHI Ha
OyMaXHOM HOCHTEJIC, apXUBHBIM IM(p HAHOCUTCS Ha OOJIOKKY B JICBOM HIDKHEM M TIPaBOM
BEpXHEM yriax B Ieisx obecrieueHus: ydera u uaeHtudukanuu. [lpu 3TomM oOo3HayeHUE,
HAaHOCHMMOE B IIPaBOM BEPXHEM Yriy, nepeBopaunBaeTcss Ha 180 rpaaycoB MO OTHOUIEHUIO K
0003HAaYEHHIO B JIEBOM HUYKHEM YTIIY.

5.15. Bo Bcex cyneOHBIX jenax, MOJIEXKAIIMX TMepenade B apXWB Ha IOCTOSHHOE U
BpeMeHHOoe xpaHeHue (cBbime 10 jeT), a Takke B Jenax IO JUYHOMY COCTaBY, COCTABISIETCS
BHYTPEHHSSI ONTUCh JOKYMEHTOB jena (npuioxkenue N 11 k Hactosiein UHcTpykium).

BHyTpeHHsIs onKch JOKYMEHTOB JieJia MOAIINBAETCA B HaUale Jena.
(a63arr BBeneH [Ipukaszom Cynebnoro nenapramenta npu BepxoBHom Cyne PO ot 29.05.2024 N
124)

JIucThl BHYTPEHHEN OMKMCH TOKYMEHTOB JieJla HyMEPYIOTCSl OTJIEIBHO OT O0IIel HyMepauu
JNOKYMeHTOB Jena. MHdopmaius o KoJIWYecTBE JHCTOB BHYTPEHHEH ONUCH JOKYMEHTOB Jieja
BKJIFOYAETCS B JTMCT-3aBEPUTEII.

W3meHeHne coctaBa OKyMEHTOB Jeia oTpaxaercs B rpade "Ilpumeuanue" BHyTpeHHEU
OIMCH JIOKYMEHTOB JIeJ1a CO CChJIKAMU Ha COOTBETCTBYIOIIUE AKTHI.

Ecnu neno Ha GyMa)KHOM HOCHUTENE MEPEryIeTeHO WM NOJINTO Oe3 OlaHKa BHYTpPEHHEH
ONKCH JOKYMEHTOB, TO COCTaBJIEHHAass IO YCTaHOBJCHHOH (opMe BHYTPEHHSSI OIUCH
IOJIKJIEMBAETCS K BHYTPEHHEH CTOPOHE JIMLIEBOM 00JIOKKH Jea.

5.16. B yueTHO-perucTpaiMoHHbIX )KypHajdaX MOCTOSHHOTO U BpeMeHHOro (cBbimie 10 ser)
XpaHEHUsl Nepesl UX nepenayeil B apXuB paOOTHUKaMHU OTAEJIOB, OTBETCTBEHHBIMU 32 BEICHHE
NAHHBIX JOKYMEHTOB, OCYILIECTBIIIETCS HYMEpPALMs JIUCTOB WU IPOU3BOJUTCS 3aBEpPUTEIIbHAA



HaJIIIHUCh.

Ha o0noxke PETUCTPAINOHHOIO JKypHaJla WM KHHUI'H COIJIACHO HOMCHKIIATYpPC
MMPOCTABIACTCA CPOK XPAHCHUA W YKA3bIBACTCS KOJIMYCCTBO JIMCTOB.

Hepe)l Hepez[aqeﬁ B apXWB YUYCTHO-CTATUCTHUYCCKUX KAapPTOYCK paGOTHI/IK oTAaciaa
ACJIOIIPOU3BOACTBA IIPOBCPACT UX HAIIMYIUC U 3alIOJIHCHHUC BCCX IIPECAYCMOTPCHHBIX PCKBU3UTOB.

[Tocne mepenaum Aen B apXHWB YYETHO-CTATHCTHMUECKHE KAapTOUYKHU JOJDKHBI XPAaHUTHCS B
KapToTeKax (ALIMKaX, KapTOTEYHbIX IIKagax) OTIENbHO I10 YrOJOBHBIM, TIPaXXIaHCKUM,
aJMUHHMCTPATUBHBIM JI€JaM, JejJaM 00 aJMUHUCTPATUBHBIX NPABOHAPYLIECHUSAX B MOPSIKE UX
HOMEpPOB 10 roaaMm. B kaxigom Tome A0MKHO ObITh He Oosiee 150 yueTHO-CTATHUCTUYECKUX
KapTodek, HO He O6ojee 250 MucToB.

VYdeTHO-CTaTHCTUYECKUE KapTOYKHM TIepeJaroTcs B apXuB BMeCTe C  al()aBUTHBIM
yKa3aTeleM.

6. HOpﬂ)]OK YHUYTOKCHUS AaPXHUBHBIX TOKYMECHTOB

(B pen. [Ipukaza CyneOHoro nenapramenta npu Bepxosuom Cyne PD
ot 09.01.2024 N 1)

6.1. Haxomsmuecs B apxuBe 1ena, IO KOTOPBIM HMCTEK CPOK XPAaHEHHsI, YCTAHOBIICHHBIN
neiictByromum [lepeuneM JOKyMEHTOB, OTOMPAIOTCS K YHUUTOXKEeHHUI0. PaboTa mo orbopy nen k
YHUYTOXKEHHUIO OCYIIECTBIsIETCS pPaOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa Cyja,
€XXEroJIHO.

Jlena 1 JOKYMEHTBI BKJIKOYAIOTCA B AKT O BBIJACICHUM K YHUUTOKEHHUIO JOKYMEHTOB, HE
MOAJISKAIUX XPAHEHUIO, €CIIU MPEAYCMOTPEHHBIA ISl HUX CPOK XpaHEHMs] UCTEK K 1 siHBaps
rojia, B KOTOPOM COCTAaBJIEH AKT.

YHUUYTOKEHHE JOKYMEHTOB JO TPOBEICHUS OSKCIEPTH3bl IICHHOCTH W YTBEPIKIACHHUS
npeacenaTeNieM Cy/la OMUCEH Jied TIOCTOSHHOTO XPaHCHHS WM COTJIACOBAHUS OMHUCEH Jel 10
JMYHOMY COCTaBY 3aIpeIiacTcs.

6.2. Ha ocHOBe mpemioKeHHil K aKTy O BBIICJICHHUM K YHUYTOXKEHHUIO JTOKYMEHTOB, HE
MO/ITISKAINUX XPAHCHUIO, COCTABIICHHBIX MO PE3yJbTaTaM SKCIIEPTU3bl IIEHHOCTH B CyIEOHOM
KOJUIETHMH, CyAeOHOM COCTaBe, TIOCTOSSHHOM CYACOHOM TIPUCYTCTBHUH, CTPYKTYPHOM
MOJIpa3/ieIcHN Cyna, paOOTHHUK, OTBETCTBEHHBIM 3a pabOTy apxuBa CyJa, COCTaBISIET
COOTBETCTBYIOLIUU MpoeKkT akTa (mpuioxenue N 13 k Hactosimeil MHcTpykuun). Yka3zaHHbBIN
MIPOEKT MOAMUCHIBAETCS HAaYaIbHUKOM OTJIeNa AeIONPOU3BOCTBA (0011Iero oTaena).

[IpoekT akTa O BBIJICICHUU K YHUUTOXKEHHUIO JIOKYMEHTOB, HE MOMJIEKAIIMX XPAHCHHUIO,
MPEICTABISAETCS HAa COrJACOBAHME OHKCIEPTHOM KOMHMCCHMH CYJa, 3aT€EM HaIpaBJSIETCS Ha
paccMotpenue OIIK  apxuBHOro  yupexaeHus (€cim Cyd  BBICTYNAeT HCTOYHUKOM
KOMIUIEKTOBAHMS TOCYJIapPCTBEHHOT'O0 apXMBa WJIM HA OCHOBAHWU COOTBETCTBYIOLIETO JAOrOBOpPA),
IIOCJIE YEr0 YTBEPKIAAETCA NpeaceaaTeeM Cyaa.

6.3. HpI/I COCTABJICHUH aKTa O BBIACJIICHUU K YHHUUYTOXCHHIO JOKYMCHTOB, HC INOIJIC)KAIIUX



XpaHCHUIO, JOJI?KHBI CO6J'IIOI[aTBC$I CICOYIOIINC IpaBrJIa:

AcJia pacClojiararorCsa B aKTC I10 rogaM HX paCCMOTPCHHUA B IIOPAAKC BO3paCTaHUA HOMCPOB
ML,

B KOHIC aKTa ACJIacTCsA 3alluCb O TOM, 4YTO M3 ACJ (Cy,Z[e6HI>IX I[eJI) HU3BATHI ITIOAJIMHHHUKNU
Cy,I[e6HBIX AKTOB, JIMYHBIC JOKYMCHTHEI.

6.4. AKTHI © BBIJICJICHUM K YHHYTOXCHHUIO AOKYMCHTOB, HC IMIOIAJICIKAIIUX XPAHCHUIO,
pacCMaTpuBarOTCA W COIVIACOBBIBAIOTCA Ha  3aCCAaHHUU BKCHepTHOﬁ KOMHCCHH CYyJa
OOAHOBPCMCHHO C OIMUCAMU Ha JI€JIa TIOCTOSAHHOI'O XpaHCHU:A, U 110 JIMYHOMY COCTAaBYy.

[Tocne yTBepkaeHHS mMpencenaTeleM Cylda OIMKCEH el MOCTOSHHOTO CpPOKa XpaHCHHS,
OmMHCEeH Jel 1O JUYHOMY COCTaBY, aKTOB O BBIJCICHHUU K YHHYTOXEHHIO TOKYMEHTOB, HE
MOJJICKAIMX XPAHEHHIO, JeNia, BBIACICHHBIE IO aKTy K YHHYTOXEHHIO, MOTYT OBITh
YHUYTOXKCHBI.

6.5. Jlena ¢ ormerkoit "JIIK" moanmexaT mOIUCTHOMY (7Sl AJEKTPOHHBIX JTIOKYMEHTOB -
MOJAOKYMEHTHOMY) MPOCMOTPY B LENSAX BBISBICHUS APXUBHBIX JOKYMEHTOB, IOJJICHKAIINX
MIOCTOSTHHOMY XpaHEHHUI0. BbISBICHHBIE B TaKuX JejaX JOKYMEHTHI TMOCTOSHHOTO CpOKa
XpaHEHUs BBIJIEISIOTCS M IPUCOSAUHSIIOTCS K OJHOPOIHBIM JIeJiaM COOTBETCTBYIOIIETO TOJ0BOTO
paznena unu GopMUPYIOTCS B OTJENbHBIC JeTa.

OcraBmuecs: TOKyMEHThl BPEMEHHOTO CPOKa XpaHEHUs BKJIIOYAIOTCS B aKT O BBIJICICHUU K
YHUYTOXKEHUIO TOKYMEHTOB, HE MOJyIeXallnX XpaHeHuto. [Ipy BKIIIOYEHUHU B aKT JOKYMEHTOB,
BBISIBIICHHBIX IIPU MPOCMOTPE Jed cOo cpokoM XpaHeHus ¢ ormeTkou "OIIK", ormerka "OIIK" B
aKTe HE YKa3bIBACTCH.

6.6. VI3 0TOOpaHHBIX K YHHUYTOXKCHHIO CYJACOHBIX NN (TpaKIaHCKUX, aJIMUHUCTPATUBHBIX,
YTOJOBHBIX, 00 aIMUHHUCTPATHBHBIX MPABOHAPYIIECHUSX) Ha MOCTOSHHOE XpaHEHHE HEOOXO0IUMO
M3bIMaTh TOJJUHHUKU CYAE€OHBIX aKTOB, BHIHECEHHBIX IO CYIIECTBY JeJia, a TakkKe CyaeOHbIe
aKThl CYJOB amNeUILMOHHOM, KACCAllMOHHOM W HAJA30PHOW WHCTAaHLUMWN, BBIHECEHHBIEC 10
pe3yabTaTaM PacCMOTPEHHMS aNeJUIAIMOHHBIX WM KaCCAIIMOHHBIX Kajob (TpeacTaBieHuit) 1u0o
MEepECMOTpA PEIICHUH Cya B MOPAJIKE HAJI30pA.

W3 npekpamieHHbIX e, Aesl MO0 HCKaM, OCTaBJICHHBIM 0€3 pacCMOTpPEHHs, H3bIMAIOTCS
MOJUTMHHUKU OTIPEICTICHU O MPEeKpalleHnH MPOU3BOACTBA MO Jeny, 00 OCTaBJIeHHUU HCKa 0e3
paccMOTpeHUsI.

Ha Bcex cyneOHBIX aKkTax MPOCTAaBISIOTCS PETUCTPAllMOHHBIE HOMeEpa Jieja, HOMep
MIPOU3BOICTBA, YHUKAJIBHBIA UACHTH(PHUKATODP Aea, H3 KOTOPOTO OHH U3BATHL. 3aT€M JOKYMEHTHI
MOJIIMBAIOTCS 110 OPSAIKY HOMEPOB /i€ B OTJIbHBIE JieJia U IOMEIAI0TCS B TBEPYIO O0I0XKKY.

[TpuoGiieHHble K cy1e0HOMY [Ty 3J€KTPOHHbBIE HOCUTENU MH(OpMaIK (IUCKH, TUCKETHI,
¢en-kapTel) YHUYTOXKAIOTCS OJHOBPEMEHHO C JENOM IyTeM HX (DU3MUYECKOTO0 YHUYTOXKECHUS
WIN YHUUYTOXKEHUS IIPOrPaMMHO-TEXHUYECKUMU CPEICTBAMMU.

6.7. IIpn oTOOpe K YHHUUTOKEHUIO MAaTEPHAJIOB, PACCMOTPEHHBIX B MOPSAKE IPaskJIaHCKOIO,
aJIMAHUCTPATUBHOTO, YTOJIOBHOTO CYJOIPOM3BOJACTBA, a TAaKKe MPOM3BOJCTBA MO JaeiIaM 00
aJIMUHHCTPATUBHBIX MPABOHAPYIICHUSX, U3 HUX HM3bIMAIOTCS MOJJUHHUKU CyIEeOHBIX aKTOB, B



TOM YHUCJE BBIMIECTOSIIUX CYAOB, KOTOpble (OPMUPYIOTCI B COOTBETCTBYIOIIEE JEJI0
pabOTHUKOM apXHBa Cylla M TIepelaloTcsa Ha MOCTOSHHOE XpaHEHUE ¢ COOMI0eHHEM TpeOOBaHUM
Hacrosen MHCTpyKuum.

6.8. M3 apXMBHBIX JOKYMEHTOB, MOJJIEKAIINX YHUYTOXKEHHIO, OCTAOTCA HAa XPaHCHHUE
JUYHBIE JOKYMEHTHI (MacmopTa, BOEHHBIE OWJIETHI, TPYAOBBIC KHIKKA W JAPYTHE JHWYHBIC
JIOKYMEHTBI), KOTOpPBHIE MOMEIIAIOTCS B OTIEIBHYIO MamlKy, COAEPKAIlYI0 BHYTPEHHIOI OIHUCH
JOKyMEHTOB. B omuce BHOcsATcA: Qamuiausi, HuMs, OTYECTBO BIaJeiblla JIOKYMEHTa,
HAWMCHOBAaHHE JOKYMEHTa W HOMep jejia (MPOM3BOJCTBA), M3 KOTOPOTO OH W3BAT, TOJ
paccMOTpeHus Jiena, HOMep W JaTa akTa 00 YHMUTOXKEHUHU jena. HeBocTpeOoBaHHBIC JTUUYHBIC
JOKYMEHTBI XPaHATCS B apXUBE CyJa 75 JIET, OCIIE YEro YHUYTOKAOTCS.

6.9. ApXuBHbBIE TOKYMEHTBI, MOJUICKAIINE YHUUYTOXKECHHIO, TIEPEIal0TCs] HA YTUIM3AIUIO B
OpraHH3aIUH, 3aHUMAIOIIUECS IEpepabOTKON BTOPCHIPHSL.

B cnywae oTcyTcTBUSA OpraHu3anuii, TPOU3BOMASIIMX YTHIM3ALHMIO B JAHHOM PETHUOHE,
JIOKYMEHTBl YHUUYTOKAIOTCS CIIEHUAJIbHO CO3/IaHHOM HA OCHOBAHUU PACTIOPSIKEHUS TIpeiceaaTeNs
CyJla KOMUCCHUEH MTyTEM COXOKEHHS WIM MEXaHUYECKOM nmepepaboTKH, O YEM COCTABISETCA aKT.

6.10. Ilepen mepenaueld Ha YHUUYTOKEHUE JOKYMEHTHI YIaKOBBIBAIOTCA, a B HEOOXOAMMBIX
ciydasix omnedatsiBatoTcs. Ilepenaya odopmisieTcss mpueMo-cIaTOYHON HAKIATHOW (aKTOM), B
KOTOpPOM yKa3bIBAlOTCA JaTa TMepeAadyd, KOJUYECTBO BKJIIOUEHHBIX B aKT JeI U JIPYrux
JIOKYMEHTOB, BeC OyMaXHOUW MaKynaTyphl.

6.11. JlokyMmeHThl, uMmeromme MnomMeTky "J[ins ciyxeOHOro mosib30BaHMs", a TaKKe
cojepxaiue WHOOpPMAIUIO OTPAaHUYEHHOTO JOCTYMA, JOJDKHBI YHHUYTOXATHCA B CyJe IMyTeM
MEXaHWYECKOTO UW3MeNb4YeHHUs (LIIPEAUPOBAHUS) WM HMHBIM CHOCOOOM, HMCKITIOUYAIOIINM
BO3MOKHOCTb BOCCTAHOBHUTH COJEpPKAaHHE JIOKYMEHTOB. DByMakHble OTXOAbl NEpEeNaroTcs B
OpraHMU3aIUI0, 3aHUMAIOIIYIOCS MTePepabOTKON BTOPCHIPHSI.

(B pen. [Ipukaza CyneOHoro nenapramenta npu BepxoBaom Cyne P® ot 29.05.2024 N 124)

6.12. Tlorpy3ka, BIBO3 Ha YTHJIM3ALMIO U YTWIA3ALHS OCYIIECTBIAIOTCS MOJ KOHTPOJIEM
YIIOJTHOMOYEHHOT0 pabOTHHUKA Cy/Ia.

6.13. AKTBI O BBIJCICHUM K YHUUTOXKCHHUIO JOKYMEHTOB, a TaKXKe JOKYMEHTHI,
MOATBEpKAaroNKe (HaKT yTHIN3AIUH, TOIIINBAIOTCS B OTACIBHBIN Haps] B XPOHOJIOTUYECKOM
MOPSJIKE.

B peructpanmonssix KypHaiax (rpada - mOpUMEuYaHHE) MM YYETHO-CTaTUCTUYECKUX
KapTo4Kax (CIeUalbHBIi MYHKT WM CBOOOJHOE MOJIE) AENaeTcs OTMETKa 00 YHHYTOXXEHUU
Jiena ¢ yKa3aHHEeM HOMEPA, JaThl aKTa U IIPOTOKOJIA 3aCENAHUS DKCIIEPTHON KOMHUCCHUH CYy1a.

OtMeTka 00 YHUYTOKECHHH JieJia TPOCTABIISETCS TAKKE B COOTBETCTBYIOIICH OMUCH JIEII.

6.14. 3anpemiaercss UCIOIB30BAaHUE OTOOPAHHBIX K YHUUYTOXKECHHIO JIEJT ISl XO3SICTBEHHBIX
HYXI.

7. Ilepenaua aes (3J1eKTPOHHBIX J1eJ1) B apxuB cyaa. [lopsimox
XpaHEeHHUs APXMBHBIX JieJ (3JTeKTPOHHBIX APXUBHBIX J1€J1)



7.1. Jlena MOCTOSHHOIO XpaHEHMs, BpeMeHHbIX (cBbime 10 JieT) CpPOKOB XpaHEHUs
NEPEAlOTCA B apXUB CyZa HE MO3JAHEE YEM 4epe3 LIECThb MECSLEB IIOCIE 3aBEPIICHHs JEN B
JIEJIONPOU3BOJICTBE O OMUCAM JIed CyAeOHBIX KOJUIETHUH, CYAEOHBIX COCTAaBOB, IOCTOSTHHBIX
CyJeOHBIX IPUCYTCTBUM U CTPYKTYPHBIX MoApa3aeneHuil cyaa (nmpuinoxenus N 3, 4 k HacTosmen
Wnuctpykiun). OKOHYaHHWE TNPOU3BOJACTBA IO CYJAEOHBIM JejaM OINpeAesseTcss B IOpsiKe,
YCTQHOBJIEHHOM COOTBETCTBYIOILIEH HHCTPYKLMEHN 10 CyZe0HOMY J€TI0IPOU3BOICTBY.

(8 pex. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

JIOKyMEHTBI TIO JIMYHOMY COCTaBY CYAEH KacCAI[MOHHBIX CYJOB OOIICH IOPUCIUKIINH,
amneJUISIMOHHBIX CY/lOB OOIIeH IOPUCAMKIIMU, BEPXOBHBIX CYJIOB pecnyOiuK, KpaeBbIX W
00JIaCTHBIX CYJZIOB, CYIOB TOpOAOB (eaepalibHOrO 3HAYEHHsI, CYJIOB aBTOHOMHOW 001acTu u
aBTOHOMHBIX OKpPYTOB IE€pPEAAIOTCs B apXUB cyja 1o ucteuenuu 10 et co AHS 0CBOOOXKIEHUS OT
JOJKHOCTU CYIbU (OTUMCIICHUS U3 IITaTa cynaa); GeaepanbHbIX TOCYAapCTBEHHBIX TPaXIaHCKUX
CIy)KaIlUX - 1Mo uctedeHuu 10 JeT co THS yBOJIbHEHHUS.

(B pen. [Ipukaza CyneOnoro nenapramenta rpu Bepxosuom Cyne P® ot 14.06.2022 N 97)

7.2. Penienue Ha nepefady B apXuB CyJ€OHBIX JIeJl, TPOU3BOJICTB U MAaTEPUATIOB MPUHUMAET
CyZIbsi, UX PACCMOTPEBIIUH, a IPU €T0 OTCYTCTBUH - TMpEJCceaaTeNb cyaa (CyaeOHON KOJUICTHH,
cyneOHOro COCTaBa), €ro 3aMeCTUTENb UM MHOE YIOJIHOMOUYECHHOE MpeceaTeIeM cyaa Juo (B
MOCTOSIHHOM CcyieOHOM TpucyTcTBUHM). [Ipu ATOM Cyapsi MPOBEPSIET COCTOSHUE KaxKIOTO
CyneOHOro fiena, Mporu3BOICTBA UM MaTepuaa.

(n. 7.2 BBenen Ilpukazom CynebHoro nenapramenta npu Bepxosuom Cyne PO ot 09.01.2024 N
1)

7.3. Pemenue Ha mnepenadyy B apXWMB CyJa HOMEHKJIATYpPbI, >XypHAJOB M Y4Y€THO-
CTATUCTUYECKUX KapTOUEK MPUHUMAET Tpejceaaresib cyna (CyaeOHOM KoJleruu, cyneOHOro
coCTaBa), €ro 3aMeCTUTENb WIM WHOE YIOJIHOMOUYEHHOE IpejcenaTesieM cyla Jaumno (B
MIOCTOSIHHOM CYI€0HOM MPUCYTCTBHH).

(n. 7.3 BBeneH [Ipukazom CyneOnoro nenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N
1)

7.4. Pemenue Ha nepenady B apXMB MHBIX JIOKYMEHTOB CyJa MPUHUMAET HaYaJIbHUK OTAeNa
JIeONPOn3BOICTBa (00IIEro OT/ena) Cyaa, HHOE YIIOJHOMOYECHHOE MpeIceaTeseM cya Juio (B
MOCTOSIHHOM CYJI€OHOM MPUCYTCTBUN).

(n. 7.4 BBeneH Ilpukasom CyneOHoro nenapramenrta npu BepxoBHom Cyne PO ot 09.01.2024 N
1)

7.5. JlokymeHTbl BpeMeHHBIX (10 10 7neT) CpoKOB XpaHeHUs WIH "IO MHUHOBAHUS
HaJI00HOCTH" B apXMB cy/a 1o o01ieMy MpaBUily He MepeiatoTcs.

B cooTBeTcTBUM ¢ pacmnopsbkKeHHEM TNpefcefaTesis cyAda B HCKIIOUMTENbHBIX CIIydasx
(oTCyTCTBHE BO3MOXKHOCTH 00€ECIIEUEHUS] COXPAHHOCTH, COOTBETCTBYIOIIMX MOMEIIEHUHN ISl UX
XPaHEHUsl U UHBIX) JOKYMEHTBbI BpeMEHHbIX (10 10 y1eT) CpokoB XpaHEHHUs WU "0 MHUHOBAHMS
HaJ00HOCTU" /1eT1a MOTYT OBITh NepeAaHbl B apXUB CY/a [0 COOTBETCTBYIOIINM OIMHUCSM.

[TogrotoBka nen BpeMmeHHBIX (10 10 J7e€T) CpOKOB XpaHEHUS WIM "TO MHUHOBaHUS
HagoOHOCTU" 17 mepenadyd B apxuB, a TakkKe Iepeiadya TakuxX Jell B apXuB cyla
OCYIIECTBIIAECTCSI B COOTBETCTBUU CO CPOKAMH, YCTAHOBIICHHBIMHM MyHKTaMu 5.1, 7.1 HacTosmen
HNucTtpykunm.



Takue nema odopmisroTcss paOOTHUKAMHU, OTBETCTBEHHBIMH 3a JEJIONMPOU3BOJICTBO B
CyneOHON KOJIJIETHH, CYIeOHOM COCTaBe, MOCTOSIHHOM CYIAEOHOM MPUCYTCTBHH, CTPYKTYPHOM
MO/Ipa3JIelIeHUH Cy/a, CIEAYIOIUM 00pa3oM.

Jlena mopammMBarOTCs, Ha OOJIOKKE YKa3bIBAIOTCS: HAUMEHOBAHHE CYJa; 3arojIoBOK Jela
(TOMa, YacTu); UHACKC Jesia 0 HOMEHKIIAType; (paMuins, UMs, OTYECTBO OCYKICHHOTO JIHIA U
MOJJHOE HAMMEHOBAHUE CTAaThbU YTOJIOBHOTO Kojiekca Poccuiickor denepannu, o KOTOPOU JIUIO
OCYXKIEHO; (haMWIHs, WHUIHAIBl WUCTIA, OTBETYMKA (HANMEHOBAHHME OpPTaHM3AIMH); CyTh HCKa
(3asiBNIEeHUS); KpailHUe ATkl Jeja; HOMEpP MPOU3BOACTBA IO JeNy, YHUKAJIbHbIN HIeHTU(UKATOD
JieNia; HOMEp TOMa; CPOK XpaHEeHHs Jella C yKa3aHHeM Trojia, J0 KOTOPOTO OCYIIECTBIISIETCS
XpaHEHUe; MOJIUCH CYAbH, PACCMOTPEBLIETO €O (C paciu(pPOBKOM MOJIUCH).

[To ucTedeHun cpoka XpaHEHHUS WU [0 MUHOBAaHUU HAJOOHOCTH JOKYMEHTHI BPEMEHHBIX
(mo 10 mer) cpokoB XpaHEHHsI WIH "IO MHUHOBAHHUS HaJIOOHOCTH'" YHHUYTOXKAIOTCS B TOPSJIKE,
YCTAHOBJIEHHOM HacTosimer MHcTpykuuei, o 4em coctaBisiercst akT (mpuioxkenne N 13 k
Hactosied Mucrpykiun). [lpenioxkeHus K akTy O BBIJICICHUH K YHUUTOXKEHUIO TOKYMEHTOB, HE
MOJAJNIEKAIIUX XPaHEHHUI0, TMPEIyCMOTpPEHHbIEe a03aileM ueTBepThiM NyHKTa 4.11 Hactosmei
NHcTpykumu, cocTaBisitoTCsl paOOTHUKAMH, OTBETCTBEHHBIMH 3a JIETOTPOU3BOICTBO B CyA€OHOM
KOJUIETUM, CYJEeOHOM COCTaBe, IIOCTOSIHHOM CyJIeOHOM TMPHUCYTCTBUU, CTPYKTYPHOM
MOAPA3ACIICHUH CyJla COOTBETCTBEHHO.
(mynkr B pen. [Ipukaza CyneGnoro nenapramenta npu BepxoBaom Cyzae PO ot 09.01.2024 N 1)

7.6. DeKTpOHHBIE JOKYMEHTBHI BPEMEHHBIX CPOKOB XpaHeHHus 10 10 JeT BKIIOYHTEIHHO
XpaHATCS B TEUCHHE YCTAHOBJIEHHOI'O CpOKa B HWH(POPMAIMOHHOW cHcTeMe (XpaHHWIIUIIE
ANIEKTPOHHBIX JIOKYMEHTOB) B (opMare, B KOTOPOM OHHU OBbUIM CO3/JaHbl WU BKJIIOYEHBI B
MH(OPMALIMOHHYIO CUCTEMY. B apXuB cyza Takue T0KyMEHThI HE Iepe1atoTCs.

7.7. llepenaua nen, B TOM yucie Jeid BpeMeHHBIX (10 10 jeT) cpokoB XpaHeHHs uiu "1o
MUHOBaHUSl HaJOOHOCTU", B apXWB CyJa OCYULIECTBISETCS MO TpapuKy, COTJIACOBAHHOMY C
CyJIeOHBIMU COCTaBaMH, CYACOHBIMU KOJUJIETHSIMHU, TMOCTOSIHHBIMU CYJE€OHBIMHU MPHUCYTCTBUSIMH,
CTPYKTYPHBIMHU MOJPA3ACICHUAMH, NEPEJAIOIMMU JTOKYMEHTbl B apXWB, U YTBEPKIECHHOMY
IIpeiceaTeNIEM CyAa.

(mynkr B pea. [Ipukasza Cyne6Horo nenapramenTa npu Bepxosaom Cyzae P® ot 09.01.2024 N 1)

7.7.1. Tlpn nepenavye JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE B apXuB CyJda paOOTHUKOM,
OTBETCTBEHHBIM 3a pabOTy apXuBa Cy/a, MPOBEPSIOTCS:

COOTBETCTBUE 3aroJiOBKa Jiejia MO OMUCHU JEd CTPYKTYPHOTO MOJAPA3JACICHUS COACPHKAHUIO
JOKYMEHTOB B JIEJIE;

NPaBUIBHOCTH O()OPMIICHHSI U TPYTIITUPOBKH JOKYMEHTOB, BKIIFOUCHHBIX B JIEJIO;
KayeCcTBO MOIIMBKY UM MEpervieTa Jena;

IPABWIBHOCTh HyMEpALIUHU JIUCTOB JIEJIa;

MPAaBWIBHOCTh COCTABIICHUS BHYTPEHHEW OMUCH TIOKYMEHTOB Jiejia (IIpu HAJIUYUK);

NPaBUIBHOCTH O)OPMIICHHS OOJIOKKH JeTa;



HAJINYXC U TPABUJIIBHOCTD 3aIlIOJIHCHUSA JINCTA-3aBCPUTCIIA JICIa.

Bce BbIsBICHHBIE TpU TPOBEPKE HEAOCTATKU B (OPMUPOBAHUU U OQPOPMIICHHH eI
pabOTHUKH CyleOHOr0 COCTaBa, CyJIeOHOW KOJUIETHH, MOCTOSIHHOIO CyA€OHOTO MNpUCYTCTBUS,
CTPYKTYPHOTO TIOJIpa3ieieHHs 00s13aHbl YCTPAHUTb.

(monmynkt B pen. IIpukaza Cynebnoro nemnapramenta npu Bepxosaom Cyae PO ot 09.01.2024
N 1)

7.7.2. Ilpmem-miepenada JTOKYMEHTOB B apXWB CyAa MPOU3BOAUTCA pPaOOTHHUKOM,
OTBETCTBEHHBIM 3a pabOTy apxuBa Cyla, B NPUCYTCTBUM paOOTHHMKA CYJEOHOro COCTaBa,
CyleOHOW KOJUIETUH, IMOCTOSHHOIO CYAE€OHOTO MPHUCYTCTBUSA, CTPYKTYPHOrO MOJpa3iesICHUs
cyna. B orMerke o mpueMe aen B KOHIE KaXJOro HK3EMIUIApA OMUCH JENl YKa3bIBAaIOTCS
KOJINYECTBO (DAKTHUECKU NMPHUHSITHIX B apXUB JIeJI, HOMEpa OTCYTCTBYIOIIUX J€J, Aara Mpuema-
nepeaayn, a Takke MOANUCH U paciin(pPOBKH MOANHUCEN YKa3aHHBIX PAOOTHHUKOB.

(monmynkt B pen. IIpukaza Cyaebnoro nemnapramenta npu Bepxosuom Cyae PO ot 09.01.2024
N 1)

7.8. Tlepenada AJEKTPOHHBIX JOKYMEHTOB B apXWB MPOM3BOIUTCS Ha OCHOBAaHUM OIHKCEH
ANEKTPOHHBIX JIe] Cy1e0HOr0 COCTaBa, Cy1Ie0HON KOJIJIETMH, CTPYKTYPHOTO MOAPA3IeIeHUs cyaa
no HWHPOPMAIMOHHO-TEIICKOMMYHUKAIIMOHHON ceTH (IIpM HAJIMYUU B  apXuBe cyzda
WH(OPMAIIMOHHON CUCTEMBI) MJIUM Ha (PU3NYECKH O0OO0COOJIEHHBIX MaTepUATbHBIX HOCHUTEISX,
KOTOpBIE MPECTABISAIOTCS B IBYX UICHTHUHBIX K3EMIUISIPAX.

TexHUYECKOE COMPOBOXIACHHUE IO OOCCIICUCHUIO TEpeIadu SJICKTPOHHBIX JOKYMECHTOB B
apXuB, CBSI3aHHOE C HACTPOWKOW MPOTrPaMMHBIX KOMIUIEKCOB U HMX (DYHKIIMOHUPOBAHHEM, a
TaK)Ke YJIOCTOBEPCHHE KAdeCcTBa IMEpeaBacMbIX CIUHUIl XPAHCHUS SJECKTPOHHBIX JIOKYMEHTOB
oOecrieunBaeTCsl pPabOTHUKAMH, OTBEYAIONIUMHU 32 (YHKIIMOHHPOBAHUE WH(OOPMAIIMOHHBIX
TEXHOJIOTUH B cyJie, a Takke pabotHukamu grummanos ®I'BY UAILL Cynebnoro genapraMeHra.

7.8.1. Ilpu nepenaye 3JIEKTPOHHBIX JOKYMEHTOB B apXHUB CYy/a BBINOJHSIIOTCS CIEAYIOLINE
OCHOBHBIE MPOIeAYypbl PaOOTHI C JOKYMEHTaAMU:

¢opmupoBaHre B HHPOPMALMOHHONW CHUCTEME CyJAa JJIEKTPOHHBIX [eJ, SBIISIOIIMXCS
COBOKYITHOCTBIO KOHTCHHEPOB JJEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM DJIEKTPOHHOTO
JOKYMEHTa, COJepXalldM KOHTEHT W METaJaHHble JJICKTPOHHOTO JOKYMEHTa, (haiiisl
AJIEKTPOHHBIX MOJAMUCEH U BU3YaTH3UPOBAHHYIO KOIHIO TEKCTOBOTO JEKTPOHHOTO JOKYMEHTa B
dbopmate PDF/A;.

dbopMUpOBaHHE OMUCU BJIEKTPOHHBIX €N, JIOKYMEHTOB CYAEOHOro cocTaBa, CyJaeOHOMU
KOJUIETHH, CTPYKTYPHOTO MOJApA3Ae/ICHUs Cy1a;

IIPOBEPKAa apXWBOM CyJa DJICKTPOHHBIX JIOKYMEHTOB Ha HallMuyue BPEAOHOCHBIX
KOMITBIOTEPHBIX IIPOTPaMM,;

IMPOBCpPKa BOCIIPOU3BOINMOCTHU IJICKTPOHHBIX JTOKYMCHTOB;

npoBepka (U3MYECKOTO M TEXHUYECKOTO COCTOSHUS HOCHTENed (mpu mepemade
JJIEKTPOHHBIX JIOKYMEHTOB B apXWB cCyaa Ha ¢uzndecku 0O0O0COOJICHHBIX MaTepUATBHBIX
HOCHUTEJSIX).



7.8.2. Ilpuem »SIEKTPOHHBIX JIOKyMEHTOB B apXuB Cyda 10 HH(OPMAIMOHHO-
TEJICKOMMYHHUKAIIMOHHON CeTH (TMPH HAIMYHH B apXUBE Cyaa WHPOPMAIIMOHHOW CHUCTEMbI) WA
Ha (u3uYecKd 00O0COOJICHHBIX HOCHUTENSIX O(GOPMIISIETCS COCTABICHHUEM HUTOTOBOM 3aIlllCH B
KOHIIE ONHCH 3JIEKTPOHHBIX Jell, B KOTOpOH IH(paMu M MPOIMHUCHI0 YKA3bIBAETCS KOJIMYECTBO
(haKTUYEeCKH TPHUHITHIX B apXHWB 3JCKTPOHHBIX JI€T M JJICKTPOHHBIX JTOKYMEHTOB. MToroBas
3alUCh TMOATBEPXKIACTCS TOIIMUCSIMH paOOTHUKA, OTBETCTBEHHOTO 3a pabOTy apxuBa Cyna, U
paboTHHKa, IEPEJaBIIETO HIEKTPOHHBIE JIeNia U JOKYMEHTHI. [Ipu npueme Ha apXMBHOE XpaHEHUE
JJIGKTPOHHBIC  JIeJla  3aBEPSIOTCS  AJICKTPOHHON TOANMHMCHIO TIpeAcenaTeNss Ccyna WIH
YIIOJITHOMOYCHHOTO MM JTUTIA.

7.8.3. Tlociie mpuemMa B apXWiB JICKTPOHHBIX JOKYMEHTOB Ha (PU3NYECKU 000COOJICHHBIX
MaTepUaJbHBIX HOCUTENSX BKJIAJBIINIM, TOMEIIEHHbIE B (yTIsp €IUHUIBI XpaHEHUS B
CTPYKTYPHOM TIOJIpa3/IeICHUH, 3aMEHSIOTCS Ha BKJIQABIIIH, 0()OPMIICHHBIE B apXUBE.

Ha Bxuagpiiie, momemaeMoM B (QyTisp €IWHULBI XpaHEHUs, OPOpMIISIEMOM B apXHUBE,
YKa3bIBaXOTCS:

HaMMEHOBaHKE cya (TIOJTHOE, COKPAIEHHOE);
Homep GoHa;

HOMEp ONHCH AJICKTPOHHBIX JCIT;

HOMED JIeJIa TIO OTIHCH;

OTMETKA O CTAaTyCe YK3EMIUISIPA ANEKTPOHHBIX JOKyMeHTOB: "OcH." (ocHOBHOW) unu "Pal."
(pabouwuit);

KpaliHue 1aThl TOKYMEHTOB 3JIEKTPOHHOTO JeJia;

pu HEOOXOUMOCTH O(OPMIIIIOTCS JOTIOTHUTENbHbIE OTMETKH 00 OrpaHUYEHUH JAOCTyNa K
JOKYMEHTaM.

Bxnaneim nomemaercs B Qymisip ¢uznueckun 000COOJICHHOTO MATEPHUATLHOTO HOCUTEIS
TaKUM 00pa3oM, 4TOOBI HAAMKMCH Ha HEM ObLIM BUIHBI IIPH 3aKPBITOM (QYTIspe.

Ha}IHI/ICI/I Ha BKJIaAbINIaX IMEYATAOTCA WM HAHOCATCA OT PYKH pa360p‘11/IBI)IM IOYCPKOM
CliICHuaJIbHbIMH BO,[[OCTOI)’IKPIMI/I YCPpHUJIAMMU. Bo3M0XHO HMCHOJIB30BaHME IITAMIIOB U APYrux
AHAJIOTMYHBIX CPEACTB.

7.9. Ilpu npuemMe 371eKTPOHHBIX IOKYMEHTOB Ha XpaHEHUE B apXUB YUUTHIBAIOTCS (DAKTOPBHI:
OTpaHWYECHUs Ha IIPUEM OJJIEKTPOHHBIX JOKYMEHTOB; 3aBEPLICHHOCTb IIpOLecCa CO3aHUs
AJIEKTPOHHOIO JOKYMEHTA; HaJIU4Me 3aKOHOJATEIbHBIX aKTOB, MNPEMSATCTBYIOLIMX IEpenaye
AJNIEKTPOHHOTO  JIOKYMEHTa; Halu4yhe HeOOXOAUMOW COMPOBOAMUTEIBHOM JOKYMEHTAIUH;
COOTBETCTBUE THUIIA AIEKTPOHHOTO 00OPYAOBAHMS PA3IMYHBIM PEKUMAM XPaHEHUS dJIEKTPOHHBIX
JOKYMEHTOB.

7.10. Jlena, mo KOTOpBIM CyAcOHBIC peIICHUs] HE OOpAIleHbl K HCIOIHEHUIO B TOPSJIKE,
npexycMoTpeHHoM uHCTpykiusimu N 36, 161, B apxuB cyna He mepeIaroTcs.



Ha y‘IeTHO-CTaTHCTH‘{eCKOﬁ KapTO4YKC ACJIaCTCA OTMETKA O repeaadc Aciia B apXuB.

7.11. TloctynuBiivie B apXuB cyJa Jiela W JApyrue JOKYMEHTBI XpaHSTCS MO (oHIaM B
XPOHOJIOTUYECKOM MOPSIIKE.

7.12. ApxuBHBIC JeNla CHUCTEMATU3UPYIOTCS COTJIACHO OIMHUCSAM Jel W TIOMEUIAroTCs B
KOPOOKH.

Ha kopemke OOMOXKM KaXIOW KOPOOKM YKa3bIBAIOTCSI HAYalbHbIE W KOHEYHbIE
PErucTpalioOHHbIE HOMEpA J1e]1, TOMEIEHHBIX B KOPOOKY.

8. CnipaBOYHO-TIOMCKOBBIE CPEICTBA K APXUBHBIM JJOKYMEHTAM

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

8.1. Cucrema CHpaBOYHO-TIOMCKOBBIX CPEJACTB BKJIIOYAECT apXWBHBIC CIPABOYHUKUA Ha
OyMaXxHOM HocutTenae W (WIM) B AJIEKTPOHHOM BHUJE: 00sA3aTeNIbHbIE - ONUCH JEN, ONUCH
AJIEKTPOHHBIX JIEJ; BCTIOMOraTelbHbIe (HeoOs3aTenbHbIE) - UCTOpHUYECKas crpaBka K (OHIY,
KaTaJoru, yKas3aTelu U O030pbl, CIyKeOHbIe KapTOTEKH, PEECTpbl, 0a3bl JaHHBIX U JPYTrHe
CIPaBOYHUKHU.

CocTtaB BCIOMOTaTeIILHBIX APXUBHBIX CITPABOYHHUKOB OIPECACIIACTCA CaMOCTOATCIIBHO.

8.2. MHcropuueckass cmpaBka K (OHIY COCTOMT U3 TpeX paslieloB: HCTOPUS
dboHmO0Opa3zoBaTENsA, OTpaXkarolias WCTOPUIO CyJa CO CChUIKAMH Ha COOTBETCTBYIOIIHE
3aKOHOJATEIIbHBIC 1 HOPMATUBHBIC aKThI (JIaThl 00pa30BaHUs, ICPEUMECHOBAHHS, PEOPTaHU3AIUH,
JTUKBHUJIALINU, CTPYKTYPY U QYHKIIUHU, UX U3MEHEHUS, IPESKHNE HAMMEHOBAHHUS ), HICTOPHS (POH[IA
(oObem, kpaliHUEe AaThl JOKYMEHTOB, CTETIEHb UX COXPAaHHOCTH, JaThl MIEpe/laydl TIOKYMEHTOB Ha
MOCTOSIHHOE XPAaHCHUE) M XapaKTEPUCTHKA JOKYMEHTOB (oHJA (Pa3HOBUIHOCTU JIOKYMEHTOB,
0COOCHHOCTH (POPMHUPOBAHMS SIUHUI] XPAHCHHUS U MX CHUCTEMATH3aIluU, HAJIWYHC JIOKYMCHTOB,
BBIXOJSIIMX 32 XPOHOJIOTMYECKHWE TpaHUIbl JAedaTenbHOCTH (oHmA000pa3oBaTeis, COCTaB
CIIPaBOYHOTO anmaparta K GoHY).

HCTOPH‘ICCK@.H CIIpaBKa K (1)0H21y COCTaBJIACTCA B ABYX OK3CMILIApax (GCJ'II/I CyJ BBICTYIACT
HCTOYHUKOM KOMIUICKTOBAHUA IroCyaIapCTBCHHOTO apXI/IBa), OIWH XPaHUTCA B JCJIC Cyaa, BTOpOﬁ
- HnepeaacTtcia B FOCY}IapCTBCHHBIP'I dAPXUB. I/ICTOpI/IqGCKaH CIIpaBKa K (bOH)Iy IIOAIIMChIBACTCS
COCTaBUTCIIEM.

9. YueT 10KyMEHTOB B apXHuBe CyAa

(8B pen. Ilpukaza Cynebnoro nenapramenTa npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

9.1. quTy MMOAJICKAT BCC HAXOAAIIMECCA Ha ApXUBHOM XpaHCHUHU JOKYMCHTEI, B TOM YHCJIC
AOKYMCHTBI IO IMYHOMY COCTAaBY, KOIIMHU JOKYMCHTOB, BKIIFOYCHHBIC B (1)OHZ[ II0JIBb30BaHUA (HpI/I
HaJII/I‘-II/II/I) " OIIMCH J1C€J1, OMMUCH IJICKTPOHHBIX ACII.

OCHOBHBIMU CANMHUIIAMHU Y4YCTa APXUBHLIX JOKYMCHTOB SABJIAIOTCA apXI/IBHHﬁ (bOHI[,



€IVMHHLIA XPAHEHUS.

9.2. CBe,Z[eHI/I}I 00 00BeEMe M cocTaBe CAVHUI XPAHCHUA YKA3bIBAIOTCA B APXHUBHBIX YUCTHBIX
AOKYMCHTax. OO0s3aTeabHBIC ¥ BCIIOMOTATEIbHBIC APXUBHBIC YUYCTHBIC NOKYMCHTHI BCAYTCA JIA
obOecreyeHust yuc€Ta MNOCTYIIJICHHUA, BI>I6BITI/IH, KOJINYCCTBA, COCTaBa M COCTOAHHUA aAPXUBHBIX
JOKYMCHTOB.

9.3. K 00s13aTenbHBIM YYETHBIM JOKYMEHTAM apXUBa Cy/a OTHOCATCA:
nacrnopt apxusa (npuioxxenue N 14 k Hactosameit MHcTpykuun);

YUETHBIE CBEACHUS O JOKYMEHTax, XpaHsIuxcs B apxuBe cyaa (mpuioxkenue N 15 k
Hacrosed Muctpykuun);

KHUTA y4yeTa MOCTYIUICHUS U BBIOBITHS JIeN, JOKYMEHTOB (mpuioxenue N 16 k HacTosmei
WNucTpykumn);

muct Gouaa (nmpunoxenue N 18 k HacTosmeid UHcTpykumn);

onmcu aen (mpuioxkenus N 5, 6, 7 k HacTosmer MacTpyKIun);

OMHCH AEKTPOHHBIX e (npuioxkenue N 8 k HacTosmiet UucTpykiun);
neno (oHma.

K BcroMorarebHbIM YYETHBIM JIOKYMEHTAaM OTHOCSTCS:

criucok ¢GounoB (npunoxkenue N 17 x Hactosimeld MHCTpyKIMM), KOTOPBIA COCTABISETCS
MPU OCYIIECTBICHUU XPAHEHUSI APXMBHBIX JOKYMEHTOB, OTHECEHHBIX 00Jie€ YeM K OJHOMY

bonmy;

KHWTa BBIJIaYM €IMHHUIl XPaHEHUs BO BPEMEHHOE INOJb30BaHME (mpuiioxeHue N 27 k
HacTosiend MHcTpyKimum);

peectp onuceit aen (npwioxkenue N 9 k HacTose MHCTpyKiun);

toniorpaduueckre ykazarenu (TocTeUtakHbIM (mpuwioxeHne N 36 K Hacrosmien
WNuctpykuun)) u nopounoselil (mpunoxenre N 37 k Hacrosmed MHcTpykium) (mpu HaIUYuu
apXMBOXPAHUIINIL);
(8B pexn. Ilpukaza Cynebnoro nenapramenTta rnpu BepxoBaom Cyne P® ot 29.05.2024 N 124)

KaTajory;
yKa3aremu.

9.3.1. Macnmopt apxuBa (mpunoxenue N 14 k Hactosmed WMHCTpyKIMHM) cocTaBisercs
€XKEro/IHO, OTPAXKAeT COCTaB, COCTOSIHUE, OOBEM U YCIOBHUS XpaHEHUsS JOKYMEHTOB M XPaHUTCSA
MIOCTOSIHHO.

HacnopT apXxuBa COCTABJIACTCH 110 COCTOAHHNIO HA 1 zleKa6p;1 OTUYCTHOTI'O I'oJ1a.



Ecnu cyn BbICTyIlaeT MCTOYHMKOM KOMILIEKTOBAHMS I'OCYIAapCTBEHHOIO apXWBa WIM IIPU
HQJIMYUU COOTBETCTBYIOLIETO JIOTOBOPA IACHOPT apXuBa COCTABIAECTCA B ABYX JK3EMIUIIpax:
OIMH DK3EMIUIID HaIpaBiIIETCSl B TOCYJAapCTBEHHBIM apXuB, BTOPOM - XpaHUTCI B
COOTBETCTBYIOILIEM HapsiJie apXHuBa Cy/a.

OObeMHBIE TOKa3aTeNu Jal0TCs B YKa3aHHBIX €IMHHUIIAX H3MEPEHHus coryiacHo (opme
racropra apxusa. McnpasieHus, BKICUKN HE JOYCKaIOTCs.

B agpecHoil yacTu OnaHka macmopTa apxHBa, PaclojOKEHHOH B JIEBOM BEPXHEM YIIy, B
ctpoke "Komy mnpexacraBiseTcss" yka3blBaeTCsi Ha3BaHHME TI'OCYJapCTBEHHOro apxuBa (Ipu
HaJINYUH ).

B crpoke "Kem mpencraBnsercs" yka3bpIBalOTCS: MOJTHOE HAWUMEHOBAHHUE CYZa, MOYTOBBIN
aJipec ¢ yKkazaHUEM MHJICKCa, KoJla ropojia M Homepa Tenedona (dpakc, e-mail).

B paznene "O6mue cBenenus" 3anonusercs crpoka 101, koTopas cOCTOUT U3 CENYIOLIUX
rpac:

KoamdecTBO GoHA0B (Tpada 1);
TJI0IAb APXUBOXPAHUIIUIIA B KBAIPATHBIX MeTpax (kB. M) (Tpada 2);
3arpyKeHHOCTh apXUBOXpaHuiuia B nporeHTax (%) (rpada 3).

B rpage 1 ctpoku 101 yka3piBaeTcsi KOiaMuecTBO (DOHAOB, XpaHSIIMXCA B apXuBe Cyza.
Ecnu B apxuBe cyna XpaHsATCS JTOKYMEHTBI TOJIBKO OJHOTO Cyja, TO yKa3biBaeTcs nudpa 1; ecnu
XpaHATCs Jena, TOKYMEHTBhl IPYTMX CYJOB, YKa3bIBaeTcs IHM(pa MO KOJMYECTBY XPAHALIUXCS
(GOoHI0B B apXHUBe.

Ka;mmﬁ (I)OHII, HC3aBHUCUMO OT TOIro, COCTOHUT JHM OH H3 MOJOKYMCHTOB OIHOI'O HIIH
HCECKOJIBKUX BUJOB, YAUTBIBACTCA B IMACIIOPTE apXuWBa TOJIBKO OJJUH pas.

B rpadge 2 crpoxu 101 ykazpiBaeTcsi IIoWaAb OTIACIBHOIO IMOMEIICHHS, B TOM YHUCIE
MOCTOSIHHOTO CYyA€OHOTO0 NPUCYTCTBUA, apXHBa (apXMBOXpaHWIMINA) B KB. M WIM CyMMa
IJIOMIAJIEN BCEX ITOMENIEHU.

[Inomane u3mMepsieTcss TOUHO U YKa3bIBAETCSA C TOYHOCTBIO JO AECATHIX J0JIEW KBaAPATHOIO
MeTpa - HE MEHee OJHOTr0 3HaKa nocie 3anaroi. Hanpumep: 25,4 kB. M.

HJ'IOHIaHI) pa60‘H/IX KOMHAT UJIn HO,Z[CO6HI)IX HOMGHICHI/If/'I HC YYUTBIBACTCH.

[Ipu oTcyTCTBUU OTAETBHOTO TMOMEIICHHUS ISl XPAHEHUS! apXUBHBIX JOKYMEHTOB B JJAHHOU
rpade CTaBUTCS IPOYEPK.

I'padpa 3 crpoku 101 3amonHseTCs TPU HAIMYUKM OTACIHHOTO MOMEIICHUS ISl XpaHCHUS
ApPXUBHBIX JOKYMEHTOB B Cy/ie (ApXMBOXPAHUIIUIIA) U TIPH YCIIOBHH 3alIOJTHEHUS Tpadbl 2.

ITokazarenn 3arpy’>KCHHOCTH APXUBOXpaHWIMIIA  ABJISICTCA CTporo BBIYHCIISICMOM
BCHH‘IHHOP’I, IMPUMCEPHOC €TI0 OMMPCACIICHUC HC NOITYCKACTCA.



CreneHp 3arpyK€HHOCTH apXMBOXPAHWIMILA PACCUUTHIBAETCS B IPOLIEHTAX IIyTEM JIEIEHUS
KOJINYECTBA XPAHSIIMXCS B HEM JeJl Ha pAacyeTHYI0 BMECTHUMOCTb apXHMBOXpaHWIUIIA (B
€MHMIIAX XpaHEeHUs) U yMHOKeHus Ha 100.

PacuetHas BMECTUMOCTh ApPXUBOXPAHWIMINA OMpEACISIETCS CIASAYIOIMM  00pa3oMm:
U3MepsieTCss B MeTpax oOmas MpOTsHKEHHOCTh JUIMHBI — CTEIJIQKHBIX — IMOJOK, 3aHSATBIX
JOKYMEHTAMH, PACCUUTHIBACTCA KOJIMYECTBO E€IWHUIl XPAHCHUS, HAXOISAIIUXCS HAa OJHOM
MIOTOHHOM METpE MOJIOK, AJI 4ero o0lee KOJIUYECTBO SUHULl XPaHEHHUS JIETUTCS Ha KOJIMYECTBO
MIOTOHHBIX METPOB; KOJIMYECTBO €IWHUIl XPAHCHHS, HaXOSIINXCS HAa OJTHOM TOTOHHOM METpe,
YMHOXXHUTH Ha OOITYIO MPOTSHKEHHOCTh CTEJUIAKHBIX TOJIOK (B TOM YHCJIE CBOOOIHBIX).

dopwmyia:

00111e€ KOJIMYECTBO XPAHAIIUXCS eI <100

CTEINEHb 3arpykeHHOoCTH (%) =
pacueTHasi BMECTUMOCTb

Ecnu apXMBOXpaHUIUI] HECKOJIBKO, TO CyMMa BCEX XpaHSUIMXCA B HHUX JEN JEIUTCA Ha
CyMMY pacye€THON BMECTUMOCTH KaXA0ro U yMHoxaercs Ha 100.

B pasnmene "Csenmenust o gokymMeHTax" BHOCATCS CBEIACHHUS O JOKYMEHTaX ITOCTOSTHHOTO
XpaHEeHUs, JaHHBIE O JOKYMEHTaX M0 JJUYHOMY COCTaBY M YKa3bIBAETCA CIEIyIOIIEe:

B rpade | - KOMWYECTBO EIUHUIl XPAHEHUS TOKYMEHTOB IOCTOSIHHOTO XPaHEHHUS U TIO
JINYHOMY COCTaBY, HAXOJISIIIIUXCS HA XPAHEHUU B apXUBE CyZa;

B rpade 2 - 1aTa caMoro paHHero 13 XpaHsAUIMXCs B apXHUBE CyJa TOKYMEHTOB;
B rpade 3 - KOHEUHbIe JaThl XPaHSIIUXCSA B apXUBE Cy/la IOKyMEHTOB;

B rpade 4 - oOuiee KOIMYECTBO /1€, KOTOPbIE BHECEHBI B YTBEP)KACHHBIE (COTTIACOBAHHBIC)
OIIK apXMBHOTO y4pEeXIEHUS ONUCH;

B rpade 5 - cample paHHHE TrOHbl, 32 KOTOPHIE TOKYMEHTHI, BHECEHHBIC B OIMCH I,
XPAHATCS B apXUBE CyAa;

B rpade 6 - camble MO3JIHUE TOJIbl, 32 KOTOPbIE JOKYMEHTbI, BHECEHHBIE B YTBEP)KICHHbBIC
(cornacoBanHbie) DIIK apXMBHOTO yUpeKI€HUsI OMHUCH, XPAHATCS B ApXUBE CY/a;

B rpade 7 - KOJIMUYECTBO /I MOCTOSTHHOTO XpaHEHHS, HAXOIAIIMXCS Ha XPaHCHUH B apXHBE
CyJia TIOCJIe HCTEUYCHHUSI YCTAHOBJICHHOTO 3aKOHOIATEIbCTBOM CPOKa UX MPEACIbHOIO XpaHCHUS B
cyze.

['padpa 8 3amonHseTCS MyTeM MOJCYETa KOJIUYECTBA €KEroJHO 00pa3yroIIUXCs J1ed JAHHOTO
BHUJIa B COOTBETCTBUH C HOMEHKJIATYPOU.

B ctpoke 201 nenecoobpa3Ho BHOCUTH JaHHBIE O JA€JIaX MOCTOSIHHOTO XPaHEHUS OTIIEIbHO
0 TPAXKIAHCKUM, aIMUHUCTPATHBHBIM, YTOJIOBHBIM JIeJIaM, JIelaM OOIIEeTo JeIONPON3BOICTBA.

B paznene "Kanps" B ctpoke 301 yka3bIBaeTcsi KOJIMUECTBO IITATHBIX PAOOTHUKOB apXHBa



CyJla, OIPEIEIEHHOE B IITATHOM PacIUMCaHUM CY/a.

Ecnu B mraTHOM pacnucaHuy HE MPEAYyCMOTpPEHa JIOJDKHOCTh IITAaTHOTO PAaOOTHHKA apXHBa
cyla, TIpu 3TOM IpejceaaTesieM CyJa Ha3HaueH paOOTHHUK, OTBETCTBEHHBIN 3a pabOTy apXuBa, B
3TOM rpade cTaBUTCS MPOUECPK.

B pasgene "YcioBus XpaHEHHs JOKYMEHTOB' MMOAYEPKUBAIOTCS T€ CBEACHUS, KOTOPBIE
COOTBETCTBYIOT YCJIOBUSIM XpAaHEHUS! apXUBHBIX TOKYMEHTOB B CYJE.

B cnyyae xpaHeHHsT JOKYMEHTOB Cyla B OOBCIMHECHHOM CyIeOHOM apXuBE, B MACIIOPTE
apXuBa JIENACTCS COOTBETCTBYIOIIAS MIOMETKA O KOJMYECTBE JIEJ, HAXOMSAIIUXCS Ha XpAaHCHUU B
TakoM apxuBe. [lnomans momemieHuss oObEIUMHEHHOTO CyneOHOTO apxuBa B paszaene "OOmiue
CBEJICHUs" MMacropTa apXuBa HE YKa3bIBACTCSI.

B nmacniopre apxuBa yka3siBaroTcst aMuius U TenedOH UCTIOTHUTENS (COCTaBUTEIs).

HacnopT apxXuBa IMOANMUCBIBACTCA IMpCACCAaTC]iCM Cyaa C TIPOCTABIICHUECM  JAThI
IIOAIMHUCaHusA, ITOCJIC 3all0OJIHCHUA BCCX Pa3aciIOB 3aBCPACTCA IICUAThIO Cyaa.

[Ipn HanpaBieHMM B TOCYJApPCTBEHHBI apXWB K IIacCIIOPTy apXuBa IPHUKIIABIBACTCS
MIOSICHUTEIIbHAS 3aIIMCKa, B KOTOPOM YKa3bIBAIOTCS CIENYIOLIUE CBEICHUS:

00 U3MEHEHHIX B HAUMEHOBaHHUH CY/J1a;
0 HAJINYWH B CYJI€ HOMEHKJIATYPbl 1 MHCTPYKILIMH 110 JEIONPOU3BOJICTBY;

NPUYMHBl U3MEHEHUsT KOJMYEeCTBa JeJl 1O CpPaBHEHUI0 C JIaHHBIMU TacropTa
MPEAIIECTBYIOMIETO roja (KOJTMYeCTBO OMMCAHHBIX JIeNl, IepeJaHHbIX Ha TOCTOSIHHOE XPaHCHHE B
apXUBHOE YUYPEXKJCHUE, CHATBIX C YydyeTa B CBA3M C YTpPaTol WJIM HEUCIPaBHBIMU
MOBPEXKACHUSIMU);

HaJIM4Yue B apXuBe cyAa (POHIOB IPYTUX CYAOB;
0 KaJIpOBOM COCTaBe - HAJIMYME IITATHBIX paOOTHUKOB apxuBa cyna, @.M.0. paboTHUKOB;

0 MCCTC XpPaHCHHA NOKYMCHTOB IIpU OTCYTCTBHU OTACIBHOTO IMOMCHICHUA U 0COOEHHOCTAX
pasMCIICHUA JOKYMCHTOB.

KOHKpeTHBII CIMUCOK NPUIOKEHHS K MAaclopTy apXWBa MOXKET OBITh COIJIACOBAH C
rOCY/IapCTBEHHBIM apXUBOM, KYyJla OH MPEACTABIISIECTCS.

B ciywae ecnu apxuB cyna pacnoyioKeH B HECKOJBKHUX MOMELIEHUSX, MacrnopT apXuBa
COCTaBJISIETCS €IMHBIN HA BCE MMOMEIICHUS.

9.3.2. JIonoJHUTENBHO K MAacopTy apXuBa paOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa,
€XKEro/JIHO 3aIlOJIHAIOTCS YYETHBIE CBEIAEHUS O JOKYMEHTax, XpaHs;IIMXCA B apxuBe cyJla
(mpunoxenne N 15 k Hacrosimedt Mucrpykiun) (mo coctosHuio Ha 1 aexaOps), B KOTOPBIX
IIOMHUMO KOJIMYECTBA JIeJl TIOCTOSHHOTO XPaHEHUs, HaXOAIUXCS B apXUBE Cy/Aa, YKa3bIBAETCS
KOJINYECTBO JIes1 BpeMeHHbIX (cBbliie 10 j1eT) cpokoB XpaHeHUs, BpeMeHHBIX (10 10 yeT) cpokos
XpaHEeHHs U "10 MUHOBAaHHS HAZOOHOCTH" (TIPU HAJTUYWN).



YueTHbIC CBCIACHUA O HOKYMCHTAX, XpaHAINIHUXCA B apXUBC CyJdad, COCTABJIAAIOTCSA B OOAHOM
OK3CMILEAPC U XPAHATCA B COOTBETCTBYIOIICM HOMCHKIIATYPHOM HapsAJAC Cyaa.

9.3.3. B kHMry yyeTa NOCTYIUIEHUS U BBIOBITUS €N, JOKyMEHTOB (mpuioxeHue N 16 k
HacTosAmer WHCTpYKIMM) TOCHe0BaTeIbHO BHOCSTCS BCE TEPBUYHBIE U IOBTOPHBIC
MOCTYIUICHUs (BBIOBITHA) e, AOKyMeHToB. Kakmoe mocTyruieHue (BBIOBITHE) B TIpejaesiax
OTYETHOTO ToJia TIOTyJYaeT MOPSAKOBBI HOMEP B BaJIOBOH IMOCIEIOBATEIHLHOCTH.

E)KCFOI[HO Ha 1 SHBapA MOABOAUTCA UTOI' KOJIMYCCTBA MOCTYIIUBIINX U BBIOBIBIIINX 34 Irong
ACJI, TOKYMCHTOB.

9.3.4. Jluct ¢onma (mpunoxenne N 18 k HacTosmeir WHCTpyKIMH) COCTaBIsAETCS Ha
Kbl apXuBHBIA (OHI. B HEM yUYUTHIBAIOTCS BCE MOCTYIUICHUS W BBIOBITHS ONMUCAHHBIX U
HEOIMCaHHBIX TOKYMEHTOB (poH/Ia.

Jluctel (GOHIOB XpaHATCSA B MOPSAKE BO3PACTaHHWS HOMEPOB ApXUBHBIX (OHAOB. JIMCTHI
¢boHm0B HOPMHUPYIOTCS B JIENI0, K KOTOPOMY COCTABIISIETCS JTUCT-3aBEPUTEND.

B JIUCTC-3aBCPUTCIIC YKA3BIBAIOTCA 06]]166 KOJIMYCCTBO JIUCTOB JOKYMCHTOB, BKIIIOUCHHLBIX B
ACJI0, HA4YaJIbHBIC W KOHCYHBIC HOMCPA apXWBHBIX q)OHI[OB, 06H_[€€ KOJIMYCCTBO APXUBHBIX
(1)0H,Z[OB, JIMCTBI KOTOPBIX BKIIKOYCHBI B ACJIO.

9.3.5. B neno ¢onna BkItOUAETCS KOMIUIEKC JTOKYMEHTOB (MCTOPUYECKHE U TEMaTUYECKUE
CIIPaBKH, JIOTOBOPHI O TIepeave JOKYMEHTOB Ha MIOCTOSTHHOE XPaHEHUE, aKThl IIPOBEPKU HATTHUUS
U COCTOSIHHSI TOKYMEHTOB, aKThl O TEXHHMYECKHX OIMMOKaxX, aKThbl MpUeMa U Tepeayu, aKThl
BBIZICTICHUSI JIeT U JOKYMEHTOB K YHUYTOXEHHUIO, aKThl 00 yTpaTe U aKThl O HEHCIPaBHUMBIX
MOBPEKJICHUAX, aKThl 00 OOHApYXCHHHM JOKYMCHTOB, aKThl PACCEKPEUYMBAHUS W JPYTHC
JOKYMEHTBI, OTpaxarone paboty ¢ (OHIOM) N0 HUCTOPUU Cylda W apxuBHOTO (oHna,
00BEAMHEHHOTO apXUBHOTO (DOH/A.

9.3.6. JliiA MOEAMHUYHOTO M CYMMAapHOIO Yy4yeTa AapXMBHBIX JIOKYMEHTOB, 3aKpEIUICHUS
NopsiJika MX CHUCTEMaTH3allii, yueTa U3MEHEHHH B cOCTaBe W 00BbeME apXMBHBIX JOKYMEHTOB
COCTaBJIIETCS OMKCH JIE], ONUCH AIEKTPOHHBIX JAEII.

9.3.7. Crnucok ¢onnoB (mpunoxenue N 17 k Hacrosme MHcTpykuun) Benercss B apXuBe
CyZa, XpaHsIIeM TOKyMEHTHI OoJiee ueM oaHoro ¢onaa. Kaxxapiii apXuBHBIA (OHA BKIIOYAETCS B
CHHCOK (DOHIOB TOJIBKO OJUH pa3 MPHU NEPBOM NOCTYIJICHUH apXUBHBIX TOKYMEHTOB YKa3aHHOTO
¢donna. Kaxnomy ¢donay npucBamBaeTcs MHAMBUAYAIbHBIH HOMEpP, KOTOPBIM COXpaHseTCs 3a
HUM BO BCEX YYETHBIX JoKyMeHTax. Homepa ¢oHmaM npucBanBaroTCs B BAJIOBOM HOPSIKE.

B cnyuae mepemaum apxuBHOTO (poHAAa B Jpyroil apxuB, BKIIOYEHHS €ro B COCTaB
O0OBEAMHEHHOTO apXMBHOIO (OHAA WM BBIACIEHUS BCEX JOKYMEHTOB K YHUYTOXKEHUIO
O0CBOOOJIMBIINICS HOMEP APYTOMY apXUBHOMY (DOHAY HE IPUCBAUBAETCS.

OObeauHEeHHBIE apXUBHBIE (POH/IBI YUUTHIBAIOTCS HA OOMIMX OCHOBAaHUAX. OOBEIMHEHHOMY
apxuBHOMY (hoHAY, 0Opa30BaHHOMY M3 apXUBHBIX (OHNIOB, paHEe YUYTCHHBIX CaMOCTOSTENBHO,
IPUCBANBAETCS HOMEP OJTHOTO M3 apXUBHBIX (DOHOB, BKIIOYEHHBIX B €TI0 COCTAB.

Homep apxuBHOTO (poHAA Cyna - MCTOUYHMKA KOMIUIEKTOBAHHUS TOCYAAPCTBEHHOTO apXHBa
BHOCHUTCS B CIIUCOK (POHJIOB 1101 HOMEPOM, KOTOPBI IPUCBOEH EMY B FOCYIapCTBEHHOM apXUBE.



HazBanue apxuBHOTO (pOHIAa BHOCHTCS B CHHCOK (POHIOB Ha OCHOBAaHMH HCTOPHUYECKON
CHPaBKU K (POHY WM TUTYJIBHOTO JIUCTA OMUCHU €I, OUCH IEKTPOHHBIX AEII.

HazBanue APXUBHOTO (1)0Hz(a COCTOUT M3 IMOJHOTO HAMMCHOBAHUA Cyda C YKA3aHUCM Cro
MCCTOHAXOXIACHUA, 14T CO3JaHNA U JIMKBHAAIIUH. Ecnau naumeHoBaHue HU3MCHAJIOCH, TO B CIIMCKC
(i)OH,Z[OB YKa3bIBACTCA €TI0 IIOCJICIAHCC HA3BAHHUC B pPaMKaxX IICpUOAd, 3a KOTOpBIP'I IIPUHATLI
JAOKYMCHTBI. Bce NpeAbIAYIIUC U3BMCHCHUS B HANMCHOBAHNH OTMCYAIOTCA B JIUCTC (1)OHI[a.

Ha3Banue 00bEIMHEHHOTO AapXMBHOrO (OHAA COCTOUT U3 OOOOIEHHOTO0 Ha3BaHUS
BKJTIOYCHHBIX B HETO apXUBHBIX (POHIOB. B nucT QoHma BKITIOYAIOTCS BCe HAMMEHOBAHUS CYJIOB,
JOKYMEHTBI KOTOPBIX BKIFOUEHBI B 00bETMHEHHBIN (OHT.

Exerogno k cnucky (OHAOB COCTaBJISIETCS HMTOTOBas 3alUCh O KOJIHMYECTBE apXUBHBIX
(hOHIOB, MMOCTYNUBIINX W BHIOBIBIINX B TEUEHHE TOJa, U OOIIEM KOJIMYECTBE apXUBHBIX (DOHIIOB,
HaxOJSIINXCA HA XPAaHEHUHM B apXMBE MO COCTOSHHIO Ha | sTHBaps, CIEAYIOMIETO 32 OTYETHBIM
TOJIOM.

Cncok (bOHI[OB IIOAIMUBACTCA B TBCPAYIO O6J'I0>KKy, JIUCTBI HYMCPYIOTCs, COCTABJIACTCA
JINCT-3aBCPUTCIIb.

9.3.8. Jlyia perucTpanyu ONUCEH AEI, ONMMCEN DJIEKTPOHHBIX JEN, y4eTa UX KOJINYECTBA U
coCTaBa BeJIETCS peecTp ONuceH /1ei, JOKYMEHTOB.

B peectpe omnuceit GUKCUPYIOTCS OCHOBHBIE JTAHHBIC 110 COCTABY KaX O OMKCH JEJ, OMUCH
ANEKTPOHHBIX Jien: HoMmep (GOHIa, HOMEp OMHCH, BUJ JOKYMEHTOB, BKJIIOYEHHBIX B OIHCH,
KOJIMYECTBO €ANHUI] XPAHEHUS], KOJIMUYECTBO JIUCTOB B OMMCHU U €€ IK3EMILIAPOB.

9.4. YuerHble 6a3bl JaHHBIX BEAYTCA MPU HAIMYUM B CyJ€ TEXHUYECKUX U MPOTPAMMHBIX
CpPEZCTB HapaBHE ¢ 005A3aTEIbHBIMU APXUBHBIMH YUE€THBIMU JOKYMEHTAMHU.

9.5. ApxuBHBIC y4YeTHBIC IOKYMEHTHI, B TOM YHCIIC [0 OJHOMY JK3EMIUISPY OMUCH eI,
pa3MemarTcs B TOMEIICHUH ISl XPAHCHHS YYETHBIX JJOKYMEHTOB WJIM Ha OT/ACIBHOM CTEJUTaKe
B paboueil koMHaTe pabOTHUKA, OTBETCTBEHHOTO 32 pabOTy apXxuBa Cyja.

Bropoii 3k3eMIuIsip onucy Jen pa3MeIaeTcsi B apXuBOXpaHWIHNILE 000CO0IEHHO OT €AMHULL
XpaHEHUSI.

9.6. ApXMUBHBIE Yy4YE€THBIE JOKYMEHTBHI, KpPOME OIMCEH J€J, ONUCEH SIEKTPOHHBIX eI,
MpeIHa3HayvyaloTCs Ui CIIYKEOHOTro MOJb30BAaHUS U IMOJIb30BATENIIM apXUBHBIMU JOKYMEHTAMHU
HE BBIJAIOTCS.

9.7. Y4er mocTyruieHus U BBIOBITUS JeJ, JOKYMEHTOB B apXHBE Cy/a OCYLIECTBIIETCS Ha
OCHOBaHUU:

ONMHMCH JIeJ, OMNHCH DIEKTPOHHBIX JIeJd CYIACOHBIX KOJUIETUH, CYyIeOHBIX COCTaBOB,
MIOCTOSIHHBIX CYAE€OHBIX MPUCYTCTBUM, CTPYKTYPHBIX MOJPA3AeIEHUd W TOJOBOrO pasjesa
CBOJHOW OIKCH JI€]1, OIIMCH 3JIEKTPOHHBIX TOKYMEHTOB;

HOMEHKJIATypbl TP OTCYTCTBHM OIUCEH JI€J, ONHCEH DJIEKTPOHHBIX JAeNl CyAEOHBIX
KOJUIETMH, CyleOHBIX COCTaBOB, IIOCTOSHHBIX CYJIEOHBIX IPUCYTCTBHM, CTPYKTYPHBIX



MIOAPA3ACIICHUM;

aKTa O TEXHUYECKHUX OIIMOKaX B YYETHBIX JOKyMeHTax (mpmiokeHue N 19 k Hacrosien
WNucTpykumn);

aKkta 00 OOHapyXEHUHU JIOKYMEHTOB, HE OTHOCALIUXCS K JaHHOMY (OHAY, HEYyYTECHHBIX
(mpunmoskenue N 20 k HacToseH MHCTPpYKIIUN);

aKkTa O HEOOHapY)KCHUU apXUBHBIX JOKYMEHTOB, IMYTH PO3bICKA KOTOPBIX HCUYEPHaHBI
(mpunmoskenue N 21 k HacTosiei MHCTpYyKIIUN);

aKTa MpUeMa-Tiepeladyd apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxkenue N 22 k
Hacrosed Muctpykuun);

aKTa O HEHCIPABUMBIX IMOBPEKICHUSX AapXUBHBIX JOKYMEHTOB (mpmioxkenue N 23 k
Hacroseld Mactpykuun);

aKTa O BBIJCIICHUM K YHUUYTOXXCHHUIO apXHMBHBIX TOKYMEHTOB, HE TMOMJICKAIIUX XPAHEHUIO
(mpunoxenue N 13 k HacTosmei MHCTpyKIKN).

9.8. Ha ocHOBaHMH JOKYMEHTOB, YKa3aHHbIX B IyHKTe 9.7 Hacrosmen HWMHCTpykumw,
BHOCSITCS HEOOXOAMMbIE U3MEHEHHUS B 00513aTeIbHbIC APXUBHBIE YUETHBIE JOKYMEHTHI:

B KHUI'Y Y4€Ta IIOCTYIICHUA U BBIOBITHS ACJI, IOKYMCHTOB U B JIUCT (bOHI[a - IIpHU KaXXIOM
W3MEHEHHUH B COCTABE U 00BEME APXUBHBIX JOKYMCHTOB;

B CIIUCOK (DOHIOB - MPHU MOCTYIUIEHUH HOBOTO apXMBHOTO ()OHJIA MIJIM BBIOBITHM BCEX €T,
JOKYMEHTOB HAaXOJMBIIETOCs Ha XpaHeHUH apXuBHOro ¢onaa. B rpade "OTmerka o BHIOBITHH
¢donma" cnucka GoHAOB yKa3bIBaeTCs MECTO (aapec) BHIOBITHS apXUBHOTO (OH/IA, @ TAKXKeE JaTa U
HOMEp JIOKyMEHTa, Ha OCHOBaHMH KOTOPOTO OH BBIOBLT,

B peecTp OmHCell Jen - MpU MOCTYIJIEHUU HOBOM OMUCH JIed WM BBIOBITUM BCEX €IMHMII
XpaHEHUsl HaxoJUBIIEHCs HAa XpaHeHUU onucu. HoMmep BBIOBIBLICH ONMUCH APYTHUM OMUCAM e,
OIUCSIM DJICKTPOHHBIX I HE PUCBAUBACTCS U OCTAETCS] CBOOOTHBIM;

B OIIMCH ACJI, OIIUCH DJICKTPOHHBIX JCI - P KaXXJIOM IMOCTYIUICHUN U (I/IJ'II/I) BBIOBITHH €I,
JAOKYMECHTOB, 3JICKTPOHHBIX apXHUBHBIX ACJ, YUATCHHEBIX B HaHHOﬁ OITHUCH.

COOTBGTCTBYIOHH/IC N3MCHCHHUA BHOCATCA BO BCIOMOTI'ATCIBbHBIC APXHUBHBIC YYCTHBIC
JAOKYMCHTBI.

10. IIpoBepka HAJIMYHUSA U COCTOSTHUS TOKYMEHTOB (3JIEKTPOHHBIX
JeJ1) B apXuBe Cy/a, NOPSA0K Nepelavud ApXUBHBIX TIOKYMEHTOB
NPU CMeHe mpeaceaaTes cyaa

(8 pen. IIpukaza Cynebnoro nemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

10.1. ApxuBHbBIE JOKYMEHTBHI INPOBEPSIOTCS HA NpPEeIMET HUX (PAKTUYECKOTO HaIU4Ms U
(bu3MUeCcKOro cocTosHUS (fjajiee - MPOBEPKa HAIMYUS) B TJIAHOBOM MOPSIIAKE.



[TpoBepka Hanmuuwsi apPXUBHBIX JOKYMEHTOB IPOBOJUTCS KOMHUCCHEH, Ha3HA4YaeMOu
npejcenaTesieM Cyaa, B COCTaB KOMHUCCUU 0053aTEIbHO BKIIFOYASTCSl paOOTHUK, OTBETCTBECHHBIN
3a paboTy apxuBa cyja.

[IpoBepka HanmM4YUsl apXHWBHBIX JOKYMEHTOB PalOHHBIX, TOPOJICKUX, MEKPAHOHHBIX CYIOB
IPOBOAUTCS C ydyacTHeM paOOTHHKOB COOTBETCTBYIOIIETO yrpaBneHus CyaeOHoro aenapraMenTa
B cyObekTe Poccuiickoit @enepanumu.

10.2. IIpoBepka HaIMUKS IPOBOAUTCS:

B CPOKH, YCTAaHOBJICHHBIC IpEJCeNaTeIeM Cy/aa, HO He PEeKe OJIHOTO paza B 5 yeT (B TOM
yucie ¢ moMetrkoit "{ns ciyxebHoro noyib3oBanus");

IpU CMEHE Mpelceaaressl Cyaa, pyKOBOIUTENs apxuBa (paOOTHHWKA, OTBETCTBEHHOI'O 3a
paboTy apxuBa);

IMPpHU MMOATOTOBKE ApXUBHBIX NJOKYMCHTOB K IIEPCaAadc B FOCYI[apCTBGHHBII;'I aApXuB (I[J'IH cylaa,
BBICTYITIAOIICTO HCTOYHUKOM KOMHH@KTOB&HI/IH);

MOCJIE MACCOBOTO MEPEMEUICHUS] apXUBHBIX TOKYMEHTOB, UpE3BbIYATHOW CUTYyaluu U (WIIN)
APYrux 00CTOSTENBCTB, B PE3yJIbTaTe KOTOPBIX OHU MOTJIU OBl OBITH yTpaueHbl WIIK OBPEXKICHBI,

P pEOpraHu3aIuy cya.

10.3. IIpoBepka HaiM4Msl TOKYMEHTOB NPOBOJUTCS ITOCPEACTBOM BHU3YaJIbHOI'O OCMOTpPA
€AVHMI] XPAHEHHUs U CBEPKU ONMCATEIBbHOM CTAaThU OMMCHU JEJI C 3arojJOBKOM (OIMCAaHUEM) Ha
00JI0KKE €TUHUIIBI XPAHCHHSI.

10.4. IIpoBepka HaIU4YUsI JOKYMEHTOB BKJIKOUYAET:
BBIBEPKY aPXUBHBIX YYETHBIX JOKYMEHTOB U YCTPAHECHHE BBISBICHHBIX B HUX HETOUHOCTEN;

YCTAaHOBJICHUC (baKTI/I‘-IeCKOFO HaJIn4Iua CAUHUL XpaHCHHUA B COOTBCTCTBHU C ApPpXHMBHBIMH
YUYCTHBIMH JOKYMCHTAMU,

BBISIBJICHUE HETIPAaBIIIBHO O()OPMIICHHBIX €IMHUI XpaHEeHUs (J1eM);

BBISIBJICHUE U TIOCTAHOBKY Ha y4eT JOKYMEHTOB M €AMHHUIl XPAaHCHUs, TpeOyrommx (Gpusuko-
XUMHUYECKOU, TPOPUIAKTUIECKON U/WIIH PECTaBPallMOHHO-IPOPMIaKTUYECKOH 00paboTKH;

OPIaHU3aLIMIO PO3BICKA OTCYTCTBYIOIIUX TOKYMEHTOB.
10.5. Ilpu npoBepke HATHYUS TOKYMEHTOB HEOOXOIUMO:

COXpPAaHATE MOPAAOK PaACIIOJIOKCHUA CAWHUL XpPaHCHUA COIJIaCHO TOHOI‘le(i)PI‘I@CKI/IM
YKa3aTciisiaM,

NOMeNaTh Ha MecCTa HQJIEKAIero XpaHEHHs OOHapyXEHHbIE BO BpeMS IPOBEPKU
HENpaBUIbHO Pa3MELICHHbIE €IUMHULIbI XPAaHEHHUS;

HU3bIMAaTh C Hocnez[ylomeﬁ H30JIsuen JAOKYMCHTBI, COAWMHHUIBbI XPaHCHUA, 3aPa’XCHHbIC



IUIECEHBIO U (WJIM) APYTMMU OMOJIOTMYECKMMM BPEIUTENSAMH (ISl JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIC);

npoctaBiaTe otMeTKy "TIPOBEPEHO" ¢ yka3anumem HOMepa M JaThl akTa IPOBEPKU B
KOHIIE IPOBEPEHHOI OITUCH JIElI.

10.6. Ilo pe3ynbratam MPOBEPKH HAJIUMYMUS JOKYMEHTOB JIOJDKHBI OBITH COCTaBIEHBI U
MOAMMCAaHbl KOMUCCHEH, a 3aTeM YTBEPKJICHBI IIpejiceiaTeNieM Cya:

aKT TIPOBEPKH HAIWYUS W COCTOSHHS apXMBHBIX JOKYMEHTOB (mpuiokeHue N 24 k
Hacrosel Muctpykunn);

aKT O TEXHHYECKUX OLIMOKaxX B YYETHBIX JOKyMeHTax (mpuioxeHue N 19 k Hacrosmieit
WHCTpyKIIMM), KOTOPBIM COCTaBIsIeTCs B Cilydyae BBISABICHUS HECOOTBETCTBMs 3aluceil B
ApPXUBHBIX YUYETHBIX JOKYMEHTAX (paKTUYECKON MHPOpMaLUK;

akT 00 OOHapy)XeHMHM apXUBHBIX JOKYMEHTOB, HE OTHOCSAIIMXCA K JaHHOMY (oHAY,
HeyuTeHHBIX (nmpwioxkenne N 20 k Hacrosimied MHCTpYKIIMK), KOTOPBIA COCTABISIETCS B CiIydae
oOHapyKeHUsl HEYUYTEHHBIX apXUBHBIX TOKYMEHTOB, HE OTHOCSALINXCA K TaHHOMY (hOoHY.

HpOBCpKa HaJIn4us JOKYMCHTOB CYHTACTCA 33,B€pH.ICHH01?I MMOCJIC YTBCPKIACHUA aKTa
IIPOBCPKU HAIUYHA H COCTOAHHA APXHUBHBIX AOKYMCHTOB, IIOCJIC BHCCCHHA II0 PC3YyJIbTaTaM
IIPOBCPKHU H€O6XOI[I/IMBIX W3MCHCHUM B APXUBHBIC YYCTHBIC TOKYMCHTEI.

10.7. Ecnn mnpoBepkOW Hanu4usi JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBHE JIOKYMEHTOB,
JIOJKEH OBITh OPraHW30BaH UX PO3BICK, TPOBOAMMBII B TEUEHUE OJTHOTO I0Jia C AaThl BBISBICHUS
uX oTcyTcTBHS. [lomyckaercs npojieHrue cpoka po3bIcKa JOKYMEHTOB Ha | ro.

B cnywae orpuuaTenbHBIX Pe3yJNbTaTOB PO3bICKA COCTABISIETCS aKT O HEOOHApYKEHUU
apXMUBHBIX JIOKYMEHTOB, ITyTH PO3bICKAa KOTOPbIX HMcuepnaHbl (npuioxkenre N 21 k HacTosen
WNucTpykuun), yTBep:KIaeMblil pejiceiaTeseM CyJia Mo COrNIACOBAHUIO C 3KCIEPTHON KOMUCCUER
cyna. K akty npunaraercs crpaBka 0 npoBeAeHUM po3bicka. Cyl - UCTOYHHK KOMIUIEKTOBAHUSA
rOCyJapCTBEHHOIO0 apXuBa B ciy4yae HEOOHApY)KEHUs JIOKYMEHTOB, OTHECEHHBIX K COCTaBY
ApxuBHoro ¢onga Poccuiickoit denepaiuu, AOMKEH MNPEACTaBUTh aKT O HEOOHAPYKEHUU
apXUBHBIX JIOKYMEHTOB, IIyTH PO3bICKA KOTOpPHIX HCUEpHaHbl, B COOTBETCTBYIOIIUN
TOCYJapCTBEHHBI apXWB WM YHNOJHOMOYEHHBIH OpraH HMCIIOJHUTENBHOW BIACTH CyOBEKTa
Poccuiickoii ®enepanuu B cdepe apXWBHOTO Jena JJsl NPHUHATHS PEHICHHS O CHATHU
YTPAYEHHBIX €MHUL XPaHEHUS C y4eTa.

10.8.  ApxXxuBHBIM  JOKYMEHT, COCTOSHHME KOTOPOTO  HCKJIIOYAaeT  BO3MOXKHOCTh
BOCCTAHOBJICHUSI €r0 MaTepUaJIbHOTO HOCHUTENS U  HKCIOJIb30BaHUS (BOCHPOU3BEICHUS)
coJiepKarieics B HeM HHGOpMaIuy, TPU3HACTCS HEUCTTPABUMO MTOBPEKICHHBIM.

10.9. Ilpu BBISIBIEHUM HEUCIIPABUMO MOBPEKICHHOTO apXUBHOTO JOKYMEHTA COCTAaBISAETCS
aKT O HEUCIPABUMBIX MOBPEKJIEHUAX aPXUBHBIX JTOKYMEHTOB (mpuiioxkeHue N 23 k HacTosIen
WNHcTpyKIMK), KOTOPBIM yTBEpKIaeTcs MpejaceaaresieM Cyla MO COTJIACOBAHMIO C AKCIEPTHOM
KOMUCCHEN Cy/a.

B ClIydac BbIABJICHHA HCHUCIIPABUMO TMOBPCKICHHOI'O JOKYMCHTA ApXI/IBHOFO (1)0H/:[a
Poccuiickoit CDez[epauI/H/I AKT O HCHUCIIpABUMOM IIOBPCKACHHUHN ApPXHBHbBIX HOOKYMCHTOB



HampaBisiercss Ha paccmorpeHue OIIK  apXMBHOro yupexJIeHus M[OCJI€ COIJIaCOBAHMS C
sKcHepTHOW Komuccued. Ilocne BbIHECEHUs pelIeHHs O NPU3HAHMM apXUBHOIO JOKYMEHTa
HEUCIIPABUMO TIOBPEXACHHBIM aKT YTBEP)KIAETCS MpEACceNaTeNieM cyAa M COOTBETCTBYIOIIME
M3MEHEHHSI BHOCATCS B ApXMBHBIE YUETHBIE IOKYMEHTHI.

10.10. ITpu cmene npencenarens cyjaa nprueM-nepeaadya apXuBHbIX JOKYMEHTOB, apXUBHBIX
YYETHBIX IOKYMEHTOB U CIIPAaBOYHO-TIOMCKOBBIX CPEJICTB K HUM (Jasiee - mpueM-Tiepeaayda Jei)
OCYIIIECTBIIAETCA KOMUCCHUEN, HA3HaYaeMOM MpeicelaTeNeM Ccya.

HpI/I IpucMe-riepecaaduc aci IMpoBOAUTCA CIUIOIIHAA WJIN BI)I6OpOLIHa}I IIPpOBCpPKa HAJIMYUA U
COCTOSAHUS JOKYMCHTOB, apXHWBHBIX YUCTHBIX JOKYMCHTOB M CIIPABOYHO-IIOMCKOBLIX CPCACTB.

[Ipuem-niepegaua nen opopmisercs akroM (puinoxxkenne N 38 k Hacrosmend UHCTpykimm).
11. Opranu3anusi HCNOJIb30BAHUSA JOKYMEHTOB apXUBa

11.1. Hcnonp3oBaHWe MOKYMEHTOB apXuBa CyAa MPOBOJUTCS TOJBKO C pa3pelieHus
npenacenaTens cyaa (ynoJHOMOYEHHOTO UM 3aMECTHUTETS).

PaGoTHUK, OTBETCTBEHHBIH 3a pabOTy apXuBa Cy/a:
BBIJIAET JOKYMEHTAIbHbIE MAaTEPHUAJIbI B CTPYKTYPHbIE TOAPA3ACICHUS;

HaIlpaBisieT Ha OCHOBAaHMWM IHCBMEHHOTO 3alpoca MaTepuanbl B JpPyrue OpraHsbl,
OpraHM3alUyU U YUPEKICHUS 110 YKA3aHUIO NpeceaaTens Cyua;

uH(OPMHUPYET MpeAcenaTess Cya O COCTaBe U COACPKAHUU JTOKYMEHTAIbHBIX MaTepUasoB;
BBIJIACT CIIPABKH U BBIMUCKU U3 APXUBHBIX JOKYMEHTOB.

11.2. Beigaya eqMHUIL XpaHEHUS U3 apXUBOXPAHMIINILA ITOICKHUT 00s3aTeIbHON (DUKCAITUH
B KHUTE BBIIAYU €JIMHUI] XPAHEHUSI BO BPEMEHHOE T0JIb30BaHue (mpuiiokeHue N 27 K HacTosIen
Nucrpykuun).
(m. 11.2 B pen. IIpukaza Cynebnoro aenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

11.3. Boigauy gen Ha OyMa)KHOM HOCUTENE M3 apXMBOXpPAHWIMILA W MPHEM HX 0OpaTHO, B
TOM YHCIIE B Cly4ae HeOOXOIMMOCTH IMOJIMCTHYIO MPOBEPKY HAIUYHUS U COCTOSIHUS IOKyMEHTOB
nepes] Belauei U3 apXMBOXPAaHWIMIA U MIPH BO3BpaTe, MPOU3BOAUT PAaOOTHUK, OTBETCTBEHHBIN
3a paboTy apxMBa Cy/a, B IPUCYTCTBUU JIUIA, [TOJy4aIOUIero (BO3BPAILAOLIEro) Jea.

B ciydae ecnu nmocine Bo3BpalleHHs Jesa paOOTHUKOM, OTBETCTBEHHBIM 3a pabdOTy apXuBa
Cyla, BBISIBICHO HU3bATHE, NOBPEKICHUE MaTEpUajoB Ji€Ja, a TaKKe BHECEHHE B HHX
UCIPABICHUN U JOIKMCOK, 00 3TOM HE3aMeJUIMTEIbHO COOOLIaeT s MpeICceaaTeNto Cyaa Uikl ero
3aMECTHUTEIIO.

(m. 11.3 B pen. Ilpukaza CynedHoro aenapramenta npu BepxosHom Cyne P® ot 09.01.2024 N 1)

11.3.1. Enqununel xpaHeHus, BblJaBacMble BO BPEMEHHOE IOJIb30BaHHUE, TOJIKHBI MMETh
apXUBHBIN mH(]p, TPOHYMEPOBAHHBIE JIMCTHI, JUCT-3aBEPUTENH JieJla M JIMCT HCIOJIb30BAHUS
nokymMeHTOB (mpuioxenue N 28 k Hactosimein MHcTpykuun).



Brimaua enuHWIl XpaHEHUWS, HaXOSAIIMXCS B HEYAOBIECTBOPUTEIHLHOM (DU3UYECKOM
COCTOSIHUY Y HE TIPOIICIIINX TEXHUYECKOTO O(DOPMIICHHS U ONUCAHUS, MOXKET OBITh OrpaHHYCHA.
(mm. 11.3.1 B pen. Ilpukaza Cynednoro aenapramenta npu Bepxosanom Cyne P® ot 09.01.2024
N 1)

11.3.2. IloaroroBka apXMBHBIX JOKYMEHTOB K Bbl1aye U3 apXUBOXPAHWIHUINA BKIIOYAET:
BBIEMKY apXHBHBIX JOKyMEHTOB;

CBEPKY apXUBHOTO HIM(pa 1 3aroJIOBKOB C OMKCHIO JIEIT;

IPOBEPKY (PU3HYECKOTO COCTOSTHUS JIENA.

11.3.3. DneKkTpoHHBIE TOKYMEHTHI BBIIAIOTCA W3 apXUBOXPAHWIIWINA B BUJIE DJIECKTPOHHBIX
KONMM WiIM Konmuil Ha OyMa)kHOM HOCHUTeNle, KOTOpbIE CO3/al0TCsi Ha OCHOBE pabouero
9K3EMILIApa KOHTEITHEPA AIEKTPOHHOTO JOKyMeHTa. Ha apXMBHBIX KOMUSAX, BKIIOYAsh apXUBHbIE
KOIUU Ha OyMa)>KHOM HOCHUTEJNE JIEKTPOHHBIX JOKYMEHTOB, apXUBHbIE HIU(PHI MPOCTABISIOTCS
Ha 000poTe Ka)JI0TO JINCTa apXUBHOM KOMHWH, a 3aBEpUTENIbHAs HAAMHUCh U OTTUCK IeYaTH - Ha
000poTe MOCIEAHETO JUCTA KOTHUHU.

[To 3ampocy nuIl, UMEKOIUX NPAaBO HA MOJYyYEHUE KOMUW JTOKYMEHTOB, U MpPU HAJIUYUU
TEXHUYECKOW BO3MOXHOCTH apXUBHBIE CIPABKH (BBITUCKU) MOTYT BBIJIABAaThCSl B 3JIEKTPOHHOU
dbopmMe Ha  DJNEKTPOHHOM  HocuTele JHMOO  IepechbulaTbCsi 10  MH(POPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM CETSIM.

OJIEKTPOHHBIE apXWBHBIE CHPAaBKU (BBIIUCKH) 3aBEPSAIOTCS DJIEKTPOHHOW MOAMHUCHIO
npejaceaaTelNs cyaa Uin ero 3aMeCcTUTENS.

@dakT BBJAYM KOMUM DBJIEKTPOHHBIX JOKYMEHTOB (UKCHpPYETCS B JKypHalle BbIIayu
JJIEKTPOHHBIX JOKYMEHTOB.

Joctyn cyaeil u paOOTHMKOB CyAa K AJIEKTPOHHBIM JOKYMEHTAM apXuBa MpH HaJIU4YUU
MH(POPMAIIMOHHONW CHUCTEMBI MOYKET OCYIIECTBIIATHCS HEMOCPEACTBEHHO ¢ pabounmx MecT B
COOTBETCTBUU C YCTAaHOBJICHHBIMU IIPUKA30M IIpeacenareiss cyha IpaBaMH JOCTyna K
JOKYMEHTaM.

[To pemenuto mpeacenaTens cyja apXuB Cy/la MOXKET MPEJOCTABIATh CYAbsIM U paOOTHUKAM
CyJZla JIEKTPOHHBIEC JOKYMEHTHI 110 JIOKAJBHOU CETH cyAa. B 2TOM ciydae BeAeTCs 3JIEKTPOHHBIN
KYpHaJI ydeTa BbIJIayd DJIEKTPOHHBIX JOKYMEHTOB U3 apXvBa, B KOTOPOM (DUKCUPYIOTCA: JaTa
BblAaud, (QamMuwindg, WHUIMAIbl  3alpOCUBLIETO  JIOKYMEHT, Ha3BaHUE CTPYKTYPHOTO
MOAPA3ACIICHN, 3ar0JIOBOK U YYETHBIM HOMEP BBIJAHHOTO JJOKYMEHTA.

11.3.4. JlIokyMEHTBI BBIAAKOTCSA U3 apXUBOXPaHUIIMUILA HA CPOK, HE MTPEBBIIIAOIINN:
OJIHOTO Mecsla - JIsl UCTIOJIb30BaHUs CYIbSIMH, pAOOTHUKAMHU CY/1a;
IIECTU MECALIEB - Cy1€0HBIM, IPAaBOOXPAHUTEIBHBIM U HHBIM YITOJIHOMOYEHHBIM OpraHaM.

[IpoayeHne yCTaHOBJIEHHBIX CPOKOB BBIJAUM JTOKYMEHTOB [OIYCKAETCS C pa3perieHHs
npejceaarelis cyJa Ha OCHOBaHUHU JOKyMeHTa (MHCbhbMa, CIY>KEOHOW 3amMCKU) MOJIb30BATEIS O



MOATBCPIKACHUN oOecrieueHus COXPAaHHOCTU NOKYMCHTOB.

11.3.5. Bplmaua apxuBHBIX JOKYMEHTOB BO BpPEMEHHOE I0JIb30BAHUE CYAECOHBIM,
MIPaBOOXPAHUTEIbHBIM U UHBIM YIIOJIHOMOYEHHBIM OpraHaM IMPOU3BOJUTCS HA OCHOBAaHUM aKTa O
BbIJIaY€ APXMBHBIX JIOKYMEHTOB BO BPEMEHHOE IOJb30BaHHe (mpuioxeHue N 25 k Hacrosien
Wnctpykuun). [lpu HanpaBieHuy 3anpamnBaeMblX apXUBHBIX JOKYMEHTOB [TOYTOW WM APYTHUMHU
BUJIaMU cBsi3U B rpage "[lpumeuanus" akTa yKa3bIBalOTCS PEKBU3UTHI JOKyMEHTa-3alpoca U
COIPOBOJIUTENBHOTO MUChMa CyJla, a TAK)KE€ PEKBU3UTHI BXOJSALIETO JTOKYMEHTAa, KOTOPHIM OHHU
ObulM BO3BpallleHbl. B 3ToM ciydae mpocTaBieHHe MOJINUCH paOOTHUKA OpraHHU3aliu-
HOoJyJarTess B aKTe He TpeOyeTcs..

(B pen. [Ipukaza CyneOHoro nenapramenta npu Bepxoaom Cyne P® ot 29.05.2024 N 124)

Bbitaya apXuMBHBIX JOKYMEHTOB CYJIbSIM, PYKOBOAMTEISM CTPYKTYPHBIX TOIpa3iciicHHUH
cyda B IENSIX pealu3alMd WX CIYXKEOHBIX OOS3aHHOCTCH MPOW3BOMUTCS TIPH COTJIACUH
npeaceaarens cyaa (3aMecTHTeNs MpeaceaaTens Cy/la) Ha OCHOBAHUM CIY>KEOHOW 3alMCKH Ha
BbIJIa4y CMHUI] XPAHCHHUS.

Jluro, mosyduBIliee apXUBHOE €TI0, OTBEYAET 32 €r0 COXPAHHOCTb.
(mn. 11.3.5 BBemen Ilpukaszom Cypebnoro nemapramenTta npu BepxoBHom Cyme P® or

09.01.2024 N 1)

11.4. Ha mecTo BbIJaBa€MbIX EIWHUI] XPAHEHUS M OMHUCEH JIeJl JOJDKHA IOMEIIAThCs
(monKJIaIbIBaThCs) KapTa-3aMECTUTENb €AUHUIBI XxpaHeHus (mpuioxenue N 29 k HacTosien
Nuctpykuun). Ilpu Bo3BpallleHUM €AWMHUIIBI XPAHEHUS KapTa-3aMEeCTUTEIb H3bIMACTCAd |
XPaHUTCS 10 MHHOBaHUS HaIOOHOCTH.

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

11.5. Bpigaua HaxoAsIIMXCS B apxXuBe CYIeOHBbIX Jen (MHBIX MaTepuanoB) s
O3HAKOMJICHMSI JINLIAMH, YYaCTBYIOIIUMH B JIeJie, UX MPEACTaBUTEISIMU, a TAKK€ HHBIMH JHIIAMU
OCYIIECTBIIIETCA B TMOPSAJIKE, YCTAHOBJIEHHOM IIpejcCelaTeleM CyAda, Ha OCHOBAaHUU UX
MMCbMEHHOTO 3asiBJICHUS M TMpPHU MNPEAbSIBICHUM JOKYMEHTOB COrjacHoO npuiokeHusm N 1 k
uaerpykiusm N 36, N 161, N 224, N 225.

(n. 11.5 B pen. IIpukaza CyneOnoro nenapramenta npu BepxoBHom Cyane P® ot 14.06.2022 N
97)

11.6. OszHakomiieHWE C CyAE€OHBIM JICJIOM JIOJDKHO TPOW3BOAMWTHCS B  CIHEIUATBHO
00OpYZIOBAaHHOM JUISI 3TOH IIEJIM TOMEHICHUH CyJa B TNMPUCYTCTBHM pPa0OTHHKA apxXuBa Cyja
(MHOTO YIOJTHOMOYECHHOTO0 pPAaOOTHHKA ammapara cyla) B YCIOBHUSAX, KOTOPBIE HMCKIFOYAOT
U3BATHE, TIOBPEXKICHUE, YHUUTOKCHUE MAaTEPHUAJIOB JIeJ, & TAK)KE BHECCHHE B HUX HCIIPABJICHHIMA
U JIONIMCOK, TIepeiady UX IPyromy JIHILy.

OO0 03HAaKOMJIEHUH C JI€JIOM JENaeTcsi OTMETKa B JIMCTE MCIIOJIb30BaHUS JOKYMEHTOB
(mpunoxenue N 28 k Hacrosmiei Muactpyknun). [Ipu oTkase nuia, 03HAKOMHUBIIETOCS C JEJIOM,
OT TOJIKCH, 3aITUCh 00 03HAKOMJICHUH C JIEJIOM MPOU3BOIUTCS pAaOOTHHUKOM apXuBa Cyza.

(B pen. Ilpukaza CyneOHoro aenapramenta npu Bepxosaom Cyzae PO ot 09.01.2024 N 1)

11.7. O3HakoMjeHUE JMLAMH, YYaCTBYIOIIMMHU B Jelie, UX MPEICTABUTEIIAMH, a TaKXKe
WHBIMHU JIMIIAMU C ayJuo03alliChi0 CyJeOHOr0 3aceqaHus, MPUOOIICHHOW K CyaeOHOMY ey,
MPOU3BOAUTCS MO UX MUCbMEHHOMY 3asBJICHUIO B MOPAJIKE, MPETYCMOTPEHHOM NyHKTamu 11.5 u



11.6 nacrosmei MacTpyKuuy.

O3HakoMIIEHHE C ayAHO3alUChI0 CyAeOHOro 3acefdaHus MPOM3BOAUTCS B CIELMAIBHO
000pYZA0OBAHHOM I 3TOM 11€JTM IOMEILEHUH CyJ1a B IPUCYTCTBUM pa0OTHHKA apXUBa CyJla yTeM
OpPEJOCTaBICHUs  BO3MOXKHOCTU  HPOCIYIIMBAaHUS  COOTBETCTBYIOLIEW  ayIuoO3alMCH €
UCIIOJIb30BAHNEM HEOOXOAUMBIX TEXHUUECKUX CPECTB.

11.8. IIpaBo Ha cHATHE KONMI JOKYMEHTOB C MAaTEPHAJIOB JIe€JIa 3a CBOM CYET, B TOM YHUCIE C
UCIIOJIb30BAHUEM TEXHUYECKHUX CPENCTB, IPENOCTABIISAETCS CICAYIOIINM JIMLAM:

O0OBHHSEMBIM, OCY>KJICHHBIM, OIIPABJIaHHBIM, MX 3aIIUTHUKAM U MPEICTaBUTEIISIM;
NOTEPIEBUINM;

rpaXaaHCKOMy HCTIY, €ro IIPCACTAaBUTCIIO B YaCTH KOITMI IMpoIeCCyaIbHbIX pCIJ_IeHI/II\/'I,
OTHOCAIIUXCA K IPCABABICHHOMY UM I'paXIaHCKOMY HCKY,

TpaXXJaHCKOMY OTBCTUUKY M €TI0 NPCACTABUTCIIIO B YaCTHU MATCPHAJIOB YI'OJIOBHOI'O AcCja,
KOTOPBIC KaCarOTCA I'PaKIaHCKOI'0 UCKaA,

CTOpOHaM MW HHBIM JIMOAM, Y4YaCTBYIOIIMM B TIpPaXJaHCKOM [OCJIC, a TaKXKE HUX
IpCaACTAaBUTCIISAM,

JIMLAM, Y4aCcTBYIOIUM B aIMUHUCTPATUBHOM JCIIE;
JUIaM, Y4acTBYIOIIUX B jefie 00 aIMUHUCTPATUBHOM MPaBOHAPYLICHUY;

peabUITUTUPOBAHHBIM JIMIIAM, a C UX COTJIACHS WJIM B CIIy4ae UX CMEPTH - POJICTBEHHUKAM
(WKIMBEHIIaM) B YacTU O3HAKOMJICHUSI C MaTepuajaMHi TMPEKPAIICHHBIX YrOJIOBHBIX U
aJIMUHUCTPATUBHBIX JIe] U Moiy4YeHus1 ¢ HuX konui (ctaths 11 3akona Poccuiickoit denepanun
ot 18 okTsa6pst 1991 r. N 1761-1 "O peaOunutanuu >kepTB MOTUTHIECKUX pernpeccuii”).

VYkazaHHble JIMIIa CHUMAKT KOMUM TI0O TIHMCBbMEHHOMY 3asBJICHUIO B TOPSJIKE,
YCTAaHOBJIEHHOM MpeJicelaTeNIeM Cy/a WU CyJbel, MpeaceaaTebCTBYIOUM 1o aeny. JlanHoe
MMCbMEHHOE 3asBJIEHHWE C pa3peliarollell pe3oyouuen mpejacenarens cyaa WIA CYJbH,
MpeiceIaTeNIbCTBYIOIIETO 10 JIey, MOAIINBAETCA B Cy1eOHOE J1e710, HaXos1Ieecs] Ha XpaHEHUH B
apXuBe CyJla, U BHOCUTCSI BO BHYTPEHHIOIO OIKCH JieNia. B ciiydyae npeabsaBieHus: JOBEPEHHOCTH K
JIeITy TIPUOOIIASTCS TAKKE €€ KOTIHS.

CHaTBIC 32 CBOM CUET KOIIMU C MaTcpuaioB Cy,Z[C6HOF0 Jcjia, B TOM 4YHCJIC C IMOMOIIBIO
TCXHUYCCKUX CPCACTB, CyIOM HC 3aBCPATOTCA.

11.9. Bpijaua xomnuii JOKYMEHTOB M3 CYAEOHOro [ena, HaxoJAILIErocs B apXuBe CyAa,
JUIaM, YYacTBYIOIIMM B Jieie, MPOU3BOAMUTCS MO UX MHUCbMEHHOMY 3asBICHUIO C pa3pelieHHs
CyJlbU, B IPOU3BOJICTBE KOTOPOTO HAXOAWIOCH JEJI0, UK IIpeceaaTels cyaa (yrnoIHOMOYEHHOIO
UM JMna). Beprava Takux KomMii M3 CyJeOHOro Jejla MHBIM JIMLIAM M OpraHu3aiusam
NPOM3BOAUTCS Pa0OTHUKOM apXuMBa CyJa IO MUCBMEHHOMY 3alpocy WM 3asBICHUIO Ha
OCHOBAaHMM PE30JIOLMM IpeJcenaTeNs CyJa WM YIOJIHOMOYEHHOIO MM JIMLA, O YeM JeNIaeTcs
COOTBETCTBYIOIIAasi OTMETKA B )KypHaJIe PErHMCTPALlMU BBIAAHHBIX KONUM, BBIMHMCOK, JOKYMEHTOB
(mpunoxenue N 35 k HacTosed HCTpyKImH).



(B pex. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

11.10. BeizaBaembie CcyioM KOIUHU CYAE€OHBIX aKTOB (IIPUTOBOpP, PEIlIEHHE, ONpeiesieHue,
MOCTAHOBJICHUE, CYyAEOHBIA TMpuKa3) JOKHBI OBITh 3aBEpPEHbl  MOJINUCIMH  CYJIbH,
npeceaTeNIbCTBYIONIEro MO Jiedy, a B Cilydyae €ero OTCYTCTBUSA - TpelcenaTens cyaa
(3amecTuTend npezacenaress cyaa) WK UHOTO YIIOJTHOMOYEHHOTO UM JIMIIA, CEKpeTaps cyaa JInbo
MHOTO YIOJHOMOYEHHOI0 pabOTHHKa ammapara cyjaa, a Takke repOoBoil medarpio cyna. [lpu
3aBEPEHUU COOTBETCTBUS KOMHUM CYA€OHOr0 aKTa MOJJUHHUKY Ha JUIEBOM CTOPOHE MOCIETHETO
JUCTa TOJ TEKCTOM KOMUU cyaeOHoro akta (Hmwke pekBusuta "[loamuch") mpocTaBisitOTCS
mramn "Konus BepHa" (mpmnoxenue N 30 k HacTosiieit MucTpykiiun) u repOoBas mevarh cysa.
(8 pex. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

W3roroBiieHue 3aBepeHHBIX KONUIM CyneOHBIX akKTOB UM HHBIX JIOKYMEHTOB Cyja
OCYILIECTBIISIETCS YIIOJTHOMOYEHHBIM pa0OTHUKOM apXuBa cyja. B mpaBoM BepxHEM yriy epBOro
JMCTa JOKyMEHTa IpocTasisercs mrami "Komms".

11.11. Ecnu xomusi JOKyMEHTa COCTOUT W3 HECKOJIBKHX JIMCTOB, TO BCE JIMCTBI JOJKHBI
ObITH MMPOHYMEPOBAHBI, TPOUIUTHI MPOYHON HUTHIO, KOHLBI KOTOPOU BBIBOJSATCS Ha OOOPOTHYIO
CTOPOHY IOCJIETHEr0 JINCTA KOMUU JTOKYMEHTa WM CKPEIUISIOTCS CKOOOM C MCIOJIb30BAHHEM
cTemsepa; Ha OOOpPOTHOH CTOPOHE IOCIETHEro JHcTa B MECTaX CKpPEIJICHHs HaKJIeuBaeTcs
OyMakHasl HaKJIelKa ¢ 3aBepUTeNIbHOM HAAMKUChIO "TPOHYMEPOBAHO U CKPEIIEHO MeYaThio
JIUCTOB, TOAIUCH " (mpunoxkenune N 31 k Hacrosmeidl MHcTpykuuu) ¢ ykazaHueM cyna,
KOTOpPBIM BbIFaeTCsl Komusi JokymeHTa. [loamuch ckpemuisercs repOOBOM IeyaThlO CyJa.
I'epboBasi meuyaTh CTaBUTCS TaKUM OO0pa3oM, YTOObI YACTHUYHO 3aXBaTUTh OTPE30K Oymarw,
3aKJIEUBAIOIINI KOHIIBI HUTH JINOO MECTO CKPETJICHUS.

(B pen. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

11.12. B cnyuyae eciu BBIMIECTOSIIIUANA CyJl H3MEHWJ PEIIeHHEe Cy/a, Ha KOMUU CYIeOHOTO
akTa (TpuUroBOpa, pEIICHUs, OMNpeJeTeHUs, MOCTAaHOBICHUs, CYyACOHOro MpuKaza) 00 3TOM
nenaercs otrmeTka. Ha BblgaBaemoil komuu CyJeOHOro akTa paOOTHHKOM apXuBa CyAa TaKXKe
JieNlaeTcsl OTMETKa O JaTe BCTYIUICHHUS €ro B 3aKOHHYIO CHJIYy M YKa3bIBAaeTCs, B KakoM Jeje
MOJIIINT TOUIMHHBIA JJOKYMEHT U B IPOU3BOICTBE KaKOI'0 CyJ1a HAXOIUIIOCH JIEJO.

11.13. Komuu 3ampammBaeMblXx CYACOHBIX aKTOB, KOMHH ayJdHO3aMUCH CYyJIeOHBIX
3ace/laHui, a TakKe apXWBHbIE cIpaBku (mpuioxkeHue N 34 k Hacrosmed MHcTpykunn)
M3TOTaBIMBAIOTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a pPaldOTy apxumBa cyJa, B CpOK, HE
MPEBBILIAIONUN TATHAALATA KaJCHJApHBIX JHEH, CO JHS TOCTYIUIEHHS COOTBETCTBYIOIIETO
3asIBJICHHUS.

(m. 11.13 B pen. Ilpukaza CyneGnoro nenapramenta npu Bepxosaom Cyzae PO ot 09.01.2024 N
1)

11.14. W3roTtoBiieHHble, HO HE TOJYUYCHHbIC 3asBUTEIEM KOMHH CYyJIEOHBIX aKTOB,
MIACbMEHHBIX CIIPABOK MEPENAIOTCS U1l OTIPABKU 110 IOYTE.

.HI/IHO, MOJIYUUBIICEC KOIIHUIO CY}IG6HOFO aKTa, MOOJDKHO HaImucCaTb COOTBETCTBYIOIIYIO
PpacImcCKy. B CJIydaC HaIIPaBJICHHUA KOIIMU JOKYMCHTA IO IOYTC B ACJIO MOAIIMBACTCSA KOIIHA
COIIPOBOJUTCIIBHOTO HIHUCbMAa C HUCXOOAIIMM  HOMCPOM U ,Z[aTOfI. Taxoxe ACIAa0TCA
COOTBCTCTBYIOINHUEC OTMCTKHU B JIMCTC UCIIOJIb30BAHUA JOKYMCHTOB.



11.15. Konuu cyneOHBIX aKTOB MOTYT ObITh BbIJaHbI (HANpaBlICHbl) UHBIM JIUIAM, YbU
UHTEPEChl  HEMOCPEJCTBEHHO  3aTparuBaloOTCs  CyIAeOHBIM  aKTOM, C  pa3pelleHus
MPECEeIaTeNbCTBYIOMIETO CYAbH WM TMpeaceaarens cyna (B ciaydae OTCYTCTBHUS - 3aMECTHTEINS
npeAceaaresis cyaa) MO MNHUCbMEHHOMY 3asiBlieHHio (mpwioxeHue N 32 K HacTosIeu
WNucTpykuuu), B KOTOPOM JOHKHO OBITH YKa3aHO, KaKUe MpaBa WM 3aKOHHBIE UHTEPECHI 3TOTO
JUIa HAPYIICHBI 3TUMHU Cy/1I€OHBIMH aKTaMHU.

(8 pex. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyzne PO ot 09.01.2024 N 1)

11.16. TloBTOpHas BbIIaya KON CYJeOHBIX aKTOB (PEIICHUM, OMpeIeICHHM, TPUTOBOPOB,
MIOCTAHOBJICHUM, CyNeOHBIX MPHUKA30B) JIMIAM, YYAaCTBYIOIIUM B Jeje, X MpEeACTaBUTENISIM, a
TaK)Ke JIPYTUM JIMIaM, YbU HHTEPECHl HEMOCPEACTBEHHO 3aTparuBalOTCsi CyAEOHBIM aKTOM,
OCYIIECTBIIAIETCA IO HMX NUCbMEHHOMY MOTHBUPOBAHHOMY 3asBICHHIO B YCTaHOBJICHHOM
npejceaaTeNieM Cyia Mmopsiike.

11.17. UWsroroBneHue ¥ BblJa4a KOMHMHM  ayAHO3alMCH  CYAEOHOro  3acelaHus
OCYILIECTBIIAETCA 110 NTMCbMEHHOMY 3asIBIICHHIO JIMII, YYaCTBYIOIIMX B Je€Je, UX NPEACTABUTENIEH
(cTOpoH, MHBIX YYaCTHHKOB CyJIEOHOro pa30MpaTelbCcTBa) W 32 HX CYET B IOPAJIKE,
YCTaHOBIIEHHOM IIPEICEAATENEM Cy/Ia.

11.17.1. Ha nuceMenHoMm 3asiBieHuu (mpuioxenue N 33 k Hactosmed WMHcTpykuunn)
npeacenarenb cyfa (ero 3aMecTHTENb) JAENaeT COOTBETCTBYIOUIYIO OTMETKY O MOpYYEHHH
pabOTHUKY apXuBa CyJa M3rOTOBUTh W BbIAATh KOMHMIO ayAHMO3alHUCU CYAEOHOTO 3ace]aHusl.
JlaHHOE 3asiBJIEHUE IMOAIIMBAETCS B JEJI0, a B ClIydae NPEAbABICHUS OBEPEHHOCTU K JEIY
pUoOIIaeTcs TakkKe ee KOIHsL.

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

11.17.2. JIsis n3roTOBIECHUS KOMIMU ayAUO3aMUCH JIUIIO, TOJIaBIIEE 3asBICHUE, TPEICTABISET
B CyA MaTepualbHbIi HOcuTenb uHpopmanuu (dnemr-kapra, auck CD-R, DVD wu npyrue
HOocuTenn wuHGOpPMAIMK, TEXHUYECKas BO3MOXXHOCTh 3allMCU Ha KOTOPHIE HMEETCS B
COOTBETCTBYIOIIEM CY/IE).

11.17.3. TlpencraBieHHble B CyJ MaTepHalbHbIE HOCHTENW HWH(OpMAIMK HE JOJKHBI
coJiepKaTh Kakyr-nmu0o uHdopmaimio. B 1ensx 6€30macHOCTH Mepe]] 3aKuchio MPeCTaBICHHBIN
B CyJI MaTepuaIbHBIH HOCUTEIIb MOXET OBITh OTPOPMATUPOBAH YIIOJHOMOUYCHHBIM PaOOTHHKOM
ammapara CcyJa, OTBETCTBEHHBIM 3a HW3TOTOBJIEHWE M BBIIAYy KOIMWU ayJuO03alHUCH, IOCIe
MPEIBAPUTEIHLHOTO YBEIOMIICHUS JIUIIA, ITOAABIIETO COOTBETCTBYIOIIEE 3asBJICHHE.

11.17.4. 3anuce ayauodaiina Ha MaTepUaTbHbI HOCUTENb JIHIA, MOJABUIETO 3asBICHHE,
MPOU3BOANUTCS YIOJTHOMOYEHHBIM Pa0OTHUKOM ammapara Cy/a Ha JIOKAJTbHOM KOMITBIOTEpE, HE
MIPUCOETMHEHHOM K JIOKAJIBHOW CETH CyJla M HE UMEIOIIEM JJOCTyIa B ceTh MIHTEepHeT.

11.17.5. Konus ayauo3anucu cye0HOTO 3aceJaHus CyIOM HE 3aBepseTCS.

[Tocne BBl KOMHMH ayIUO3aMUCH CYy/IeOHOTO 3ace/aHusl Ha MUCHhbMEHHOM 3asBICHUHU 00
W3TOTOBJICHUU W BbIJjade paOOTHUKOM apxuBa Cyja JellaeTcsl OTMETKa 00 HW3TOTOBJICHUU H
BbIJIaue, a JIMIOM, MOJTYYUBIIMM KOIHIO ayIHO03alllCH, AENIaeTCs COOTBETCTBYIOIAs PACIHCKA O
nonyyeHuu. JlaHHoe 3asBieHME NPUOOIIAETCS K CyIAeOHOMY Jeiy, HpU 3TOM JIeJaeTcs
COOTBETCTBYIOIIAasi OTMETKA B JINCTE UCIOJIb30BaHUS JOKYMEHTOB.



HenonyquHaﬁ 3aABUTCIICM KOIIUA ayauo3alcu CYI[C6HOFO 3acCJaHuA II0 IIOYTC HEC
HaIIpaBJISACTCA.

DNEeKTPOHHBINA HOCUTENb UH(OpPMAIMH, ¢ KOTOPOr0 U3rOTaBIMBAJIACh KOMMS, JOJKEH OBITH
BIINT B JIeJI0 (MPUOOILEH K MPOTOKOIY CyA€OHOro 3ace/laHus) B yIaKOBaHHOM BUJE (KOHBEPT) C
yKa3aHHEM Ha yIIaKOBKe HOMeEpa JieNla, 1aThl, a TAKKE NoANUCcCaH pabOTHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa cyJa. YIaKOBKa JOJDKHA 00eCIeYrBaTh COXPAHHOCTh NIEKTPOHHOIO HOCUTENS OT
MTOBPEXACHUHN U TIOPYH.

11.18. IloanuHHBIE JOKYMEHTHI U3 CyIeOHBIX Jesl (MHBIX MAaTEepHaJIOB) U UX HaJUIEKAIIUM
o0pa3oM 3aBEepEHHbIE KOIMHU, MPEACTaBICHHbIE YYAaCTHUKAMH CYAOIPOU3BOJACTBA (JIUIIAMH,
YYaCTBYIOIIMMU B JIEJIE), @ TAKXKE CIPABKHU MO JE€JIaM BBIJAIOTCS UM paOOTHUKAMM apXHBa CyJa
Ha OCHOBaHMM UX IMMCbMEHHOTO 3asBJICHMS; IPYTUM CyAaM, OpraHaM JI03HaHUs U CIEACTBUA - HA
OCHOBaHMM MOTHUBUPOBAHHOTO 3ampoca W (WIM) HHBIX HEOOXOJUMBIX JOKYMEHTOB,
MIPEAYCMOTPEHHBIX 3aKOHOAATeNbCTBOM Poccuiickoit denepannu. Ha 3asBiieHnn nim 3anpoce o
BbIJ1aye MOJUIMHHBIX JTOKYMEHTOB M3 Cy/le0HOIO Jiea MPOCTaBIAeTCs pa3pelaonas pe3oItonus
npeacenarTens cyna (3aMecTuTeNs MmpeiceaTeNs cyaa).

11.18.1. B3ameH BBIIaHHOTO TOMJIMHHHUKA K JENY MPUOOIIACTCS €ro KOMHs, 3aBepeHHas
CyJIbeH B repOOBOM IMeYaThio Cy/Ia.

11.18.2. Ilpu BbIAaYe MOJIMHHUKOB JOKYMEHTOB M3 CYACOHOro Jejla Ha WX 3aBEPEHHBIX
KOIMUSIX JOJKHBI YKa3bIBaThCsl (paMUIIUsS, UMs, OTYECTBO JIMIIA, MOJYYMBIIETO TOKYMEHT, €ro
MPOIECCYAIbHOE TOJIOKEHUE IO JIeNy, JaHHBIE JOKYMEHTAa, YJIOCTOBEPSIONIETO JHUYHOCTh. B
MOJYy4YEHUN JOKYMEHTa 3TO JIMIO JIOJHKHO PAacHUCAThCs M MPOCTABUTH JATy MojiydyeHus. JIuio,
BBIJIaBIIIEE JIOKYMEHT, JOJKHO YKa3aTh CBOIO (haMUIIHIO, JOJKHOCTh M TTOCTAaBUTh MOANHKCH. [Ipu
MPEAbIBICHUN JOBEPEHHOCTH HEOOXOAMMO CHSTH C HE€ KOMHUIO U MOJIIIUTh B JIEJIO0.

11.18.3. JIokyMeHTbI, HA OCHOBAaHHH KOTOPBIX U3 CyZI€OHOTO JieNia BbIIaHbI MOUIMHHUKH, a
TaKK€ WX 3aBEPEHHbIC KOMUHW TOJIIMBAIOTCA B Jei0. B ciydae HampaBieHHS MOJIJIUHHOTO
JIOKYMEHTa 3aKa3HOU MOYTON B JIEJ0 TAKXKE MOJIINBACTCS KOMUS COMPOBOIUTEIHLHOTO MTUCHMA C
HCXOJSIIIIUM HOMEPOM U JaTOM.

11.18.4. Ilopsimox M CPOKM BbIIAYM MOJJIMHHBIX JTOKYMEHTOB, MX 3aBEPEHHBIX KOIHI
YCTaHaBJIMBAIOTCS MIPEJICENATENIEM CYa.
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

Bbljaya MUCHbMEHHBIX JOKA3aTENIbCTB, HE BO3BPAILLECHHBIX MPEACTABUBIIMM WX JIMLAM 10
nepeayun jieya B apXuB Cy/1a, 10 MPoCch0e 3TUX JIUI] OCYIIECTBIISICTCS B TAKOM K€ TOPSKE.

11.19. Tlo nmucbMeHHBIM TPeOOBAHUSAM OPraHOB, KOTOPHIM 3aKOHOM IPEIOCTABICHO MPABO
UCTpeOOBaHuUs Jefla, U Ha OCHOBAaHUM PACHOPSDKEHUS MpeJceaaTeNs CyAa UM ero 3aMecTUTEIs
cyneOHbIe JieNia HapaBsIFOTCSl UM B TPEXTHEBHBIN CPOK.

11.20. PaboTHuk apxuBa cyaa 00si3aH KOHTPOJIMPOBATh BO3BpAT JI€J B apXHMB M HE PEXeE
OJTHOTO pa3a B MeCsLl JOKJIaAbIBaTh MIPeICeaaTeNIo Cya.

Jlo BoO3BpaleHus Jieaa B CyJ TpeOOBaHHME O €ro BBICBUIKE, KOIMHMHU COMPOBOAUTEIHHOTO
MUChbMa, PUTOBOPA UITW PEIICHUS XPAHITCS B KOHTPOJIBHOM TaIKe.



B kxnure BhIgauM enuHUI] XpaHEHHs BO BPEMEHHOE MOJb30BaHHe (mpuioxenne N 27 k
HacTosAueld VMHCTPYKINK) U3 apXuBa cy/la OTMEYaeTcs, KOraa, KOMy U M0 KaKOMY 3aIlpocy JIeJo
HAaIpaBJIeHO, KOT'/1a U KEM OHO BO3BPALIIEHO.

(B pexn. Ilpukaza CyneOHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

11.21. B cnydae mocTyrmieHus: B CyJl 3asiBJ€HUS B3bIcKaTels (JIMO0 ero mpeicTaBUTENs) O
BblJIaUe (HAIpaBJICHUHU) UCIIOIHUTENBHBIX TOKYMEHTOB MO CYJIEOHBIM JejiaM, HaXOJSAIIUMCS B
apxuBe cyna, ux odopmiieHHE, HampaBjieHUE (Bblada) OCYIIECTBISIOTCS B MOPSIKE U CPOKH,
ycTaHoBIeHHBbIC HHCTpYKIUsAMu N 36, N 161.

(nm. 11.21 B pen. Ilpukaza Cyne6Horo nemapramenTa npu BepxoBHom Cyne PO ot 09.01.2024 N
1)

11.22. UHble, HE yCTaHOBIIEHHbIEe HacTosmeld MHCTpyKiMed npaBuiia O3HAKOMIICHUS C
MaTepualiaMyd CyIAeOHOro Jiena, BbIIAYM IOJUIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOMHUM
MaTepuajgoB JieJla, MHChbMEHHBIX CIPAaBOK, KOMUWU CyAeOHBIX aKTOB  OMPEACNSIOTCA
npecenaTeNieM Ccya.

12. O0ecnieyeHHe COXPAHHOCTH APXUBHBIX JOKYMEHTOB

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

12.1. XpaHeHue apXWBHBIX IOKYMEHTOB B cyje 0oOecledrBaeTcsl peanusalueil KoMIuiekca
MEpONPUITUH, HANPABICHHBIX HA MOJAJAEpKAHUE AapXHWBHBIX JOKYMEHTOB B ONTHUMAJIbHOM
(U3MYECKOM COCTOSIHUM, MUHUMU3ALNIO PUCKOB UX MOPYM U (WMJIM) YTPAThl, B COCTaB KOTOPOIO
BXOJIAT:

IIPEOCTABICHUE U30JMPOBAHHBIX MOMELNIEHHUM ISl PA3MELICHHUS] apXUBHBIX JTOKYMEHTOB U
MpoOBeJCHUsI paboT, CBSA3AHHBIX C AapPXWBHBIM XPAHEHHEM, OCHAIICHHBIX CPEIACTBAMHU
MOKapOTYIICHUSI, OXPAaHHOW M TOXXKapHOW CUTHAIM3AlMe, O0OOpYyIOBaHHEM IS XpaHEHUS
JOKYMEHTOB;

OpraHu3anus U odecrnedeHne coOI0JeHHs IPOTUBOIOKAPHOT0, OXPAaHHOI'O, TEMIIEPATYPHO-
BJIQYKHOCTHOT'O, CBETOBOI'O U CAHUTAPHO-TUTUEHUYECKOTO PEKUMOB;

BBITTOJIHEHUE TPEOOBAaHUI K pa3MEIICHUIO JOKYMEHTOB B apXHUBOXPAHHIIHUIIIE;

IIPOBEACHUE NPOBEPKH HAIMYUSA U COCTOSHHUS COXPAHHOCTH AapXWBHBIX JOKYMEHTOB B
COOTBETCTBUU C MOPSAIKOM, YCTAHOBJIEHHBIM paszzaesioMm 10 Hacrosmen MHcTpykunu;

o0ecrieueHre BO3MOXKHOCTU TPOBEICHUS MPOMUIAKTHUECKONM M TEXHUYECKOW 00paboTKu
apXWBHBIX JOKYMEHTOB;

ONMCAaHME (COCTABIIEHNUE OMMCEN J1€7) U CBOEBPEMEHHAs NOCTAHOBKA apXUBHBIX JJOKYMEHTOB
Ha y4eT B COOTBETCTBUU C MOJIOKEHUAMU HacTosmen MHCTpyKIuu.

12.2. ApxuB pa3meniaercs B 3JaHUM W (WJIM) OTACIbHBIX MOMEIICHUAX 371aHus. OCHOBHBIC
MOMEIIEHUs, NpeJIHAa3HAYEHHbIE [JI1 XPaHEHMs, y4eTa, KOMIUIEKTOBAaHUS U HCMOJb30BaHUA
apXUBHBIX JIOKYMEHTOB, 51 BCIIOMOTaTeIbHbBIE (aAMUHUCTPATUBHO-X03IUCTBEHHOTO,



TEXHUYECKOTO H  OBITOBOTO  HA3HAYEHHWSA) JOJDKHBI  COOTBETCTBOBATH  TPEOOBaHUSM,
YCTaHOBJIEHHBIM NYHKTOM 12.1 HacTtosmed WMHCTpyknmu, a Takxke OOMMMH TpeOOBaHUSIMHU
0€30MacHOCTH K OOLIECTBEHHBIM 3aHHUSIM U COOPYKEHHSIM <1>.

<1> ®enepanbubii 3akoH oT 30.12.2009 N 384-®3 "TexHuuecKuid perjiamMeHT o
0e30macHOCTH 3/1aHui U coopyxenuit"; ['panoctpourensusiii kosekc Poccutickoit denepanuu.

XpaHeHHe APXHUBHBIX AOOKYMCHTOB B 3aBHUCHMOCTH OT HX 00BEMOB OCYLICCTBIACTCA C
HCITI0JIb30BAHUCM OAHOTO NJIM HECCKOJIbKUX BaPUAHTOB PA3MCIICHUA!

B 3/IaHWM, OTBEYAIOIIEM TPEOOBAHUSAM, YCTAHOBJICHHBIM YIIOJTHOMOUYEHHBIM (eepaibHbIM
OpraHOM HCIIOJIHUTEIHHOM BIIACTH B cepe apXUBHOTO JiejIa U IEJIONPOU3BOICTBA <2>;

<2> [IlpaBuna oOpraHu3aliyd XpaHEHHs, KOMIUICKTOBAaHMUS, Y4e€Ta U HCIOIb30BAHUS
NOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®@enepanuu U Ipyrux apXUBHBIX JOKYMEHTOB B
TOCYIAapCTBEHHBIX W MYHHMIMMOAIbHBIX apXWBaX, My3esiXx M OuOIMOTEKax, Hay4YHbIX
OpraHM3alusiX, YTBEpKAeHHbIE nprkazoM DenepanbHoro apxuBHoro areHTcTsa ot 02.03.2020 N
24,

B CMEIUATBHO 000PYTOBAHHOM JJIsl XpaHEHUS IOKYMEHTOB H30JIMPOBAHHOM TOMEIICHUH -
apxuBoxpanuiuiie (myHkT 12.3 Hactoseit MHCTpyKIUN);

B 3anuparonuxcs mkadax unu cerdax.

Pa3memienne apxuBa B TPHUCIOCOOICHHOM 37aHUM (IMIOMEIICHHH) OIYCKAeTCS TOJBKO
mocie ero oOcienoBaHus (B TOM 4HCIIE TIOJBAaIbHBIX MW UYEPAAYHBIX TOMEIIECHUH,
paboTOCIIOCOOHOCTH DJIEKTPOCETEH, OTOMHUTEIBHBIX U BEHTWISIMOHHBIX CHCTEM, MPOYHOCTH
MEXKITaXHBIX MEPEKPHITUN C YUETOM MTOTEHIHUAIBHBIX HATPY30K).

12.3. ApXuBOXpaHWIHUIIE TOKHO:
OTJENATHCS OT COCETHUX TTOMEIICHUN OTHEYTTOPHBIMH CTCHAMU;

UMETh  €CTECTBEHHYI0 WM  HUCKYCCTBEHHYI0  BEHTUJISIIIMIO,  OOECIICUMBAOIIYIO
PELUPKYJISALUIO BO3/1yXa, UCKIIOYAIOIIYI0 00pa30BaHUE HEMPOBETPUBAEMBIX 30H;

COXpaHATh CTAOMIILHOCTh TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA;
UMETh BBIXO/IbI K TU(TaM U (UIIH) JTECTHUYIHBIM KIETKaM;

HEC HWMCTb TIPOJOXKCHHBIX YCPE3  HEro TPY6 BO)IOCH3.6)K€HI/I$I Hn KaHaJIu3aluH,
TEXHOJOTHYECKHUX U OBITOBBIX BBIBOAOB BOJHBI,

HE MMEThb BHYTPU PpAaCHpPEICIUTENbHBIX LIUTOB, MNPEAOXpaHUTENEH M OTKIHYAIOIUXCS
PYOMIBHUKOB;



HE pacroJjiaratbCs B MOJIBaJIaX U MOMEIICHUAX, PACIIONO0KEHHBIX HUXKE YPOBHS OBEPXHOCTH
36MJIM, 3a HCKIIOYCHHEM XpaHWIuI] (TIOMEIIeHUI), OOEeCMeUnBaIOIIMX 3allUTy OT
MMPOHWKHOBEHUS B HUX TPYHTOBBIX, TAJIbIX U MABOJKOBBIX BOJI, B BETXHUX CTPOCHHUSX, JEPEBIHHBIX
MOCTPOUKAX, MOMEHIEHUSX C OTHOCUTEIBHOM BIAXKHOCTBIO BO3ayxa Oosiee 55% U ¢ MEYHBIM
OTOIICHUEM;

UMETh JBEPH C TIOBBINICHHOW TEXHUYCCKOW VYKPCIUICHHOCThIO (METAJTMYECKUE WIIH
OOIIINTHIE METATIIOM);

HMCTDb 3allUparomuecsa pCIICTKH Ha OKHax (HpI/I PasMCIICHNUN apPXHUBOXPAHUJIMIA Ha
IOKOJIbHOM, IICPBOM HMJIX BTOPOM ITAKC 3I[aHI/I$I).

Pacuetr HeoOXx0quMOI TUIOIIAIM apXUBOXPAHWINIIA PEKOMEHIYETCSI TPOU3BOJIUTH C YUETOM
PacroJIOKEHNs CTeJUIa)Ke M WX HalOJHEHUS B COOTBETCTBMM C IyHKTOM 12.7 HacTosuen
NHcTpyknmy, a Takke ¢ y4eTOM BO3MOKHOCTH pasmenieHus 400 envHun XpaHeHUs Ha 1 KB. M
IJIOIIAIN APXUBOXPAHUIINIIA.

KaxxnoMy  apXMBOXpaHMIMILY IPUCBAauMBAaeTCi HOMEP, KOTOPBIH  OTpa)kaercsi B
TONOrpapuuecKnx yKazaTesasix B COOTBETCTBUU € MyHKTOM 12.19 nHacTosielt MHCTpyKImH.

12.4. JInsa obecnedeHus] AEATENBHOCTH apxuBa (MpU HEOOXOAMMOCTH) BBIAEISAIOTCS
MOMEIIeHUEe JUIsl MpUeMa JIOKYMEHTOB, MX BPEMEHHOTO XpaHEHHS M aJanTalud K HOBBIM
yCIIOBUAM (aKKJIMMaTHU3aluM), pabodas KOMHaTa pabOTHUKA, OTBETCTBEHHOI'O 3a paboOTy apXxuBa
cyJia, MOMEIIEHUE 7Sl IPEIOCTABICHUS JOCTYIA K ApXUBHBIM JOKYMEHTaM.

12.5. ApxuBHBIE [TOKYMEHTBl pPa3MEIIAIOTCA B AapPXUBOXPAHWIMIIE HA CTAl[MOHAPHBIX,
MEePEABMIKHBIX U (WIM) MOOWJIBHBIX METAUTMYECKUX CTelUlakaX, B METAUIMYECKUX IKadax,
ceiidax uim KOHTEeHepax.

B kagecTBe crenuajibHOIO O60py,Z[OBaHI/IH BO3MOJXHO HCIIOJIB30BAHHUC CTAIIMOHAPHBIX
OTCEKOB-O00KCOB C METAJNIMYSCKUMH neperopogKkaMu M MmoJIKaMH.

He pa3pemiaercs XxpaHeHrne apXWBHBIX JTJOKYMEHTOB B TPAHCIOPTHOM Tape, B MITA0ENAX, Ha
10J1y, TOJOKOHHMKAX, JIECCTHUYHBIX IUIOMIAJKaX, B rapaXkax U APYruX, HE NMPEIHA3HAYECHHBIX IS
WX XpaHEHUs MeCTax.

12.6. Ilpu paccraHOBKE CTe/UIa)KE B apXUBOXPAHWIMILE MPEANOYTEHHE JOJHKHO
OTJIaBaThbCAd WX TMEPHEHIUKYISIPHON OpHEHTAlMM [0 OTHOIIEHHWIO K CTEHaM C OKOHHBIMHU
MpOEeMaMHy U pa3MEIICHHUIO Ha YJaJeHUH He MeHee | M OT HCTOYHUKOB TeTIa.

12.7. Ilpu paccTaHoBKe cremmiaxei (mmkados, ceiioB) B apXHUBOXPAHUIHIIE PEKOMEHIYETCS
IIPEeyCMaTPUBATh CIIEAYIOLIUE PACCTOSHUS MEKIY:

TOpLIAMU CTeJ1axeil (raBHbIA mpoxon) - He MeHee 120 cwm;
psaaaMu cTemuiaxken (MeXCTeIUIaKHbII IPOX0A) - HE MeHee 75 cM;
CTeJIaXKaMHU, NapaJluIeIbHBIMUA CTEHE, U HAPY)KHOM CTEHOH 311aHus - HE MEHee 75 cM;

TOPLIOM CTeJlIaXka U CTEHOU - He MeHee 45 cM;



BEpXHEH MOJIKOM cTeliaxa u moToJakoM - 50 cMm;

HIDKHEH MOJIKO# CTellTaka U MOJIOM - He MeHee 15 ¢M (B OKOJIbHBIX dTakax - He MeHee 30
CM).

Pa3menienne MOOUIIBHBIX CTEJUIaXKEH MTPOU3BOJIUTCS C YUETOM OCOOCHHOCTEH MOMEIIEHUN U
pa3MeniaeMoro 00opy10BaHuUs.

12.8. ApXuBHbIE JOKYMEHThI pa3MELIAI0TCA B IEPBUYHBIX CPECTBAX XPAHEHMUS:
Ha OyMa)KHOM HOCHTEJIE - B KOPOOKax, Mankax, KOHBEPTaXx;

AIIEKTPOHHBIE Ha (PU3MUECKU 00OCOOJEHHBIX HOCHUTENSAX - B YHAKOBKE, PEKOMEHIOBAaHHOM
MIPOU3BOAUTEISIMA HOCUTEIIEH.

Jns  XpaHeHHMs KapTOYeK M CIPAaBOYHBIX MaTepuajgoB B IIOMELICHUM apXHBa
YCTaHABJIMBAIOTCS KaPTOTEYHBIE HIKA(DBI.

12.9. Ha nepBUYHOM CpEACTBE XPAHEHHsI apXUBHBIX JOKYMEHTOB YKa3bIBaIOTCS HOMEpP U
Ha3zBaHHUe (OHJa, HOMEp OIHUCH Jell, KpallHue HOMepa €IMHULl XPaHEHHUS, Pa3MEIICHHbIX B HEM.

12.10. ITpoTHBONOXKAapHBIN PEXUM B 3JaHUU WIA NOMEIICHUU APXUBA yCTAHABIMBACTCS B
COOTBETCTBUU C 3aKOHOAATeIbCTBOM Poccuiickoit deneparuu o noxapHoi 6e3omnacHocTy <3>.

<3> ®enepanpHblii 3ak0oH oT 21.12.1994 N 69-®3 "O mnoxapHoii Oe3omacHOCTH";
nocraHoBnenue IlpaButenbctBa Poccuiickoii ®epepauuu ot 16.09.2020 N 1479 "O6
yTBepxacHuu [IpaBun nporuBonoxkapHoro pexuma B Poccniickoit @enepannn’.

PaGoTHHMK, OTBETCTBEHHBIH 3a PabOTy apxwBa Cyaa, JNOJDKEH MPOWTH WHCTPYKTAX IO
BOIIpOCaM TPOTHBOMOKAPHONH OE€30MacCHOCTH, O3HAKOMHUTHCS C TIpaBUJIAaMU TOJb30BaHUS
MPOTUBOMOKAPHBIM HHBEHTapeM. HWHCTpyKTaX paOOTHHUKOB apXuBa MO MPOTHUBOIOXKAPHOM
0€30MacHOCTH JIOJKEH MPOBOJUTHCS HE PEKE OJAHOTO pa3a B roJi OTBETCTBEHHBIM PaOOTHHUKOM,
Ha3HAYEHHBIM MPUKA30M MpeaceaaTeNs Cyaa.

12.11. OxpaHHbIil pexuM oOecrieurBaeTcs MyTeM 000pYIOBaHUS 3/1aHUs WU MOMEIICHUN
apXuBa CpEJICTBAMU OXpaHbl, 00ECIEYMBAIOLIMMHU KOHTPOJIb JOCTyNa B HUX (€CIM apXHB cyza
pa3MelleH B OTJEIBHOM OT CY/a 3/I1aHUH), a TAKXKE COOIIOIEHUEM MOPSIIKA CauN/CHATHUS OXPaHbl
IIOMEUICHUsI apXMWBOXpPAaHWUIMIIA W TMOpSAKAa JOCTyla B HEro, yCTAaHOBJIEHHOTO MPUKA30M
npeaceaarelisd cyaa.

12.12. ApxuBHBIE TOKYMEHTHI HEOOXOAMMO XPaHUTh B TeMHOTE. EcTecTBeHHOE OCBeleHne
B apXMBOXPAHWJIUIIE JOMYCKAETCS MPHU YCIOBHM NMPUMEHEHHs Ha OKHax CBETOpacceuBatelieil,
PEryJIsATOPOB CBETOBOTO IMOTOKA (CHEIHMAIBHBIX CTEKOJI), 3alIUTHBIX (UIBTPOB MU TMOKPHITHH,
HKAITFO3H.

JUIs HCKYCCTBEHHOTO OCBELICHMsSI NPUMEHSIOTCS JIaMIlbl HAKaJMBaHUS B 3aKpPbITHIX
raoHax ¢ riaagKoi MOBEPXHOCTHIO.



Pa3pemraercss mpuMeHeHHE JIOMUHECIICHTHBIX JaMIl C YPE3aHHBIM YIbTPa(pHOIETOBBIM
YY4aCTKOM  CIIEKTpa, CBETOAMOJHBIX CBETWIBHHUKOB, pPa3pelICHHbIX  YHOJIHOMOYEHHBIM
(denepanbHBIM OPraHOM MCIOJHUTEIBHON BIACTH B cpepe MoKkapHOil 0€30M1aCHOCTH.

12.13. OnTuManbHbIMHU YCIOBUSIMU XPAaHEHUS! ApXUBHBIX JOKYMEHTOB SBJISIOTCS:

JUI TJOKYMEHTOB Ha OyMa)KHOM HocutTene - Temmeparypa 17 - 19 °C, oTHocuTenbHas
BIIQXKHOCTH Bo3yXa - 50 - 55%);

JUTSL IOKYMEHTOB Ha MarHUTHBIX JIUCKAaX M JMUCKOBBIX HAKOMUTEISX - Temneparypa 8 - 18 °C,
OTHOCUTEIIbHASI BIIAYXHOCTH BO3yXa - 45 - 65%;

JUIE JOKYMEHTOB Ha ONTHYECKUX AHCKax - Temmeparypa 10 - 23 °C, oTHocuTenbHas
BIIAYKHOCTH Bo3ayxa - 20 - 50%.

12.14. KoHTpoJib 32 TEMIEPATYPHO-BIAKHOCTHBIM PEXUMOM 00€CIIEUUBAETCS PETYISIPHBIM
U3MEPEHUEM C TMOMOILIBIO TEPMOMETPA U TMTPOMETPA WM TEPMOTUIPOMETPA, PA3MEILICHHBIX B
OJHOW WJIM HECKOJBbKUX TOYKaX apXUBOXpAHWIMINA (B 3aBUCUMOCTH OT KOHCTPYKTHUBHBIX
0COOEHHOCTEH IUIOMIAN) BAAJIW OT OTONUTEIBHBIX M BEHTHJIALIMOHHBIX CHUCTEM Ha BBICOTE HE
MeHee | M OT mosia, mapaMeTpoB BO3YIIIHOM CPEIbI:

B CIICHUAIIM3UPOBAHHOM 3JJaHHUH - HC PCIKC 1 pa3a B HCACIIIO,

B CIIELMAJIbHO 000PYI0BAaHHOM JJIsi XpAHEHUSI N30JIMPOBAHHOM MOMEIIEHUH - He pexe 2 pa3
B HEJIEJIIO;

NIPY HECOOTBETCTBHUH IMAPAMETPOB HOPMATUBHBIM TPEOOBaHUSM - | pa3 B CyTKH.

12.15. B apxuBe 10J’KHA BECTUCH (PUKCAIUS TEMIEPATYPHO-BIAKHOCTHBIX XapaKTEPUCTUK
BO3IYILIHOM CpelIbl B apXUBOXPAHUIIUILE U MEp, IMPUHATBHIX 10 HOPMAJIM3ALUU TEMIIEPAaTypHO-
BJI&YKHOCTHOT'O PEKMMa B CIIy4asX €ro HapylIeHUsI.

12.16. Hapnexaiiee CaHUTAPHO-TUTUEHUYECKOE COCTOSHUE B AapXMBE MOJIEPKUBACTCA
MPOBEJACHUEM B HEM HE PEXe OJHOTO pa3a B MECSAIl BIAKHOW YOOPKH IOJOB, 0OCCIBUIMBAHUS
000pyIOBaHMsSI W TIEPBUYHBIX CPEJCTB XpaHEHUs, 0O0paOOTKM IOKOJBHBIX YacTed CTeJUIaXKew,
TJTUHTYCOB, MOJJOKOHHUKOB BOJAHBIMH PaCTBOPAMH aHTHCEIITUKOB.

12.17. ApxuBHBIE JOKYMEHTHI, MOJBEPTUIHECS OHOJIOTHUYECKOMY MOPaKEHHUIO, MOAJIEKAT
HEMEJICHHOMN U30JISIIIUY U CAHUTAPHO-TUTHEHHYECKOM 00paboTke (e3uH(eKInH, Je3NHCEKIINN),
a apXMBOXpaHWIHNILE, TOPAKEHHOE OMOJIOTHYECKUMU BPEAUTENSIMH, - IepaTH3alUu.

12.18. Crennaxku u mKagbl JOHKHBI OBITH TPOHYMEPOBAHBI B TOPSAKE CIIEBAa HAIpPaBO OT
BXOJIHOM JIBepH, TOJKHU Ha CTeJUIaxaxX JOJKHBI ObITh MPOHYMEPOBAHbBI MO IIKadaMm B MOPSIKE -
CJIeBa HAaIpaBo, CBEPXY BHU3.

12.19. Mecto XpaHeHHMs €IUMHUL XpaHEHUs B aApPXUBOXPAHWIULIE (QUKCUpYETCS B
TONOrpaMuecKux ykKaszaTelsxX: MocrejuiakHoM (mpuioxkeHue N 36 k Hacrosiued MHCTpykium)
U, Opu Hamuuuu Ooisiee oaHoro ¢Gonpa, nopoHaoBoM (mpuioxkeHue N 37 K Hacrosien
WNHcTpykumm).



[Ipu BemeHum TOMOTpaUUECKOTO yKazaTels OAWH €ro 3K3EMIUIIpP JODKEH XPAaHUTHCS Y
paboOTHUKA, OTBETCTBEHHOro 3a pabOTy apxuBa CyJa, BTOpPOM - pa3Mmemarbcs B
COOTBETCTBYIOLIEM apXUBOXPAHWIHILIE.

Tonorpaduueckue ykazaTesid HE COCTABIAIOTCS MIPU OTCYTCTBUU apXUBOXPaHUIHIIIA.

13. Cpoku 1 nOpsiIOK Nepeaayum jJejl Ha XpaHeHne
B IrOCy/IapCTBeHHbIIl apXHuB

(B pen. IIpukaza CyneOHoro nenapramenta rnpu Bepxosaom Cyne PD
o1 09.01.2024 N 1)

13.1. Jlema oOrero aemonpou3BOACTBA IMOCTOSHHOTO CpOKa XpaHEHHUS U CyJIeOHBIC eia
MTOCTOSTHHOTO CpPOKa XpaHEHHUs MO MCTEUYCHHH CPOKOB WX BPEMEHHOTO XPaHEHHS B apXHBE Cyjna
(15 net) mepenaroTcs Ha MOCTOSTHHOE XpPaHEHUE B TOCYAApCTBEHHBIN apXUB, €CIU CYJ BHICTYIAET
HMCTOYHUKOM €T0 KOMIUICKTOBAHHUS WJIM MIPH HAJMIUU COOTBETCTBYIOIIETO JOTOBOPA C ApXUBHBIM
YAPEIKICHUECM.

Pemenue o popme mpuema JOKyMEHTOB (IIOJIHOTO WM BbIOOpOUHOT0) nmpuHumaetcs: DK
ApPXUBHOTO YUPEKJICHUS.

Cyzapl, He BBICTyHAIOLIME MCTOYHMKAMU KOMIUIEKTOBAHUSI TOCYJApPCTBEHHOI'O AapXuUBa,
MEepEeIatoT JOKYMEHTHI Ha MOCTOSIHHOE XPAaHEHUE B TOCYJAPCTBEHHBIN ApXUB MPU UX JINKBUAALUN
Y HAJIMYUU JTOKYMeHTOB ApxuBHoro (oHna Poccuiickoit @eneparum.

13.2. Ilepemayua HIOKYMEHTOB TIIOCTOSSHHOIO XpAaHEHUS B TOCYAApPCTBEHHBIM AapXWB
OCYIIECTBJIIETCS B COOTBETCTBUU C IUIAHOM-TpapUKOM, KOTOPBIA yTBEPKIAETCSI PYKOBOJIUTEIEM
rOCY/apCTBEHHOI'0 apX1Ba WM YIOJHOMOUYEHHBIM UM JOJIKHOCTHBIM JIULIOM.

JlocpouHas mepenaya JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE MOXKET OBbITh OCYIIECTBICHA
MPpU  OTCYTCTBUU HEOOXOAMMBIX YCIOBUM JUIsi OOECHEUYEHHS COXPAaHHOCTH JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii denepanuu, npu yrpose yrparbl (YHUUTOXXEHHS) TOKYMEHTOB, a
TaK)K€ Ha OCHOBAHHH JIOTOBOPA C TOCYJAPCTBEHHBIM apXHUBOM.

[Iponnenne cCpoKOB XpaHEHHUsI JOKYMEHTOB B apXHBe cyza Jonyckaercs no pemennto 11K
APXHUBHOT'O YUPEKICHUS.

13.3. PabGotbl, cBsizaHHBIE C OTOOpPOM, TIOJATOTOBKOW M TMepejadeil JTOKYMEHTOB Ha
MOCTOSIHHOE XpaHEHHE B TOCYJapCTBEHHBIM apXuB, B TOM YHCIE€ C HMX YIOPSAOUYCHUEM,
TPAHCIIOPTUPOBKOIA, BBITIOJHAIOTCS 32 CUET CPEACTB CyAa.

13.4. Ilepen nepenayeii JOKyMEHTOB Ha NMOCTOSIHHOE XPAHEHHUE B TOCYJApCTBEHHBIN apXUB
IIPOBOJSTCS:

pacCMOTPEHHE JTOKYMEHTOB Ha IIPEAMET pacCeKpeuMBaHUs HOCUTEICH CBEICHUM,
COCTaBJSIIOIIMX TOCYAAPCTBEHHYIO TaliiHy B ClIy4ae HCTEYEHHsS CpPOKOB, YCTaHOBJICHHBIX
3aKoHOmarenbcTBOM Poccuiickon denepanuu;

paccMOTpeHHe IOKYMEHTOB Ha MPEaMET CHATHs moMeTku "J[ns ciykeOHOoro monp3oBaHus"
C HocuTene uHGOpPMAlMK OTrPAaHWYEHHOI'O0 pPACHpPOCTPAHEHUS B TMOPAJKE, YCTaHOBIECHHOM



3aKoHOmaTesbcTBOM Pocculickon denepanun.

13.5. TIlepemaya »SJIEKTPOHHBIX AapXUBHBIX Jed1 B HH(DOPMAIMOHHYIO CHCTEMY
rOCY/IapCTBEHHOT0 apXWBa IMPOU3BOJIUTCS B IMOPSAKE, YCTAHOBIEHHOM (efepaabHbIM OpPraHOM
UCTIOJTHUTENBHON BJAcTH B chepe apXWUBHOTO Jejla U JIeJONPOU3BOJACTBA, MO COIVIACOBAHUIO C
rOCYJapCTBEHHBIM APXUBOM I10 OMUCAM JIEKTPOHHBIX JOKYMEHTOB. K OMUCSAM 3JE€KTPOHHBIX €l
MIpUJIaratoTcsl peecTpsl (PailyioB 3JIEKTPOHHBIX TOKYMEHTOB.

13.6. Ilepemaua 10KyMeHTOB OQGOPMIISIETCS aKTOM NpHeMa-Tiepefayd  apXUBHBIX
JOKYMEHTOB Ha XxpaHeHHe (mpuioxkeHue N 22 k Hactosuieil MHCTpyKIMH), COCTaBIsEMBbIM B
IByX 3K3eMIuisipax. OJUH 3K3eMIULSIp aKkTa OCTaeTcs B TOCYJApCTBEHHOM apXuBeE, APYrou - B
cyne.

BMmecTte ¢ gokymMeHTaMu nepefaroTcsl YeThIpe HK3EMIUIsIpa OMUCH JIed, a TaKKe OJIUH - B
AJIEKTPOHHOM BHJI€, B (opMaTe, COrJIaCOBAHHOM C FOCYAAPCTBEHHBIM apXUBOM. OMH 3K3eMILISP
OIKCHU Ha OyMa)KHOM HOCHUTEJIE OCTAETCS B CYAE.

13.7. Ha Bcex sk3eMIuIApax ONKCH J€] FOCYJapCTBEHHBIM apXHWBOM JIE€NAKOTCA OTMETKH O
IIpUEME apXMBHBIX JOKYMEHTOB B apxuB. lIpu OTCYyTCTBHM €IMHHWII XpaHEHUs, YKa3aHHBIX B
ONMCHU JEJN, CyJ NPUHUMAET MEphl MO HMX PO3bICKYy. Ecim B X0mIe po3bICKa OTCYTCTBYIOLIHE
JOKYMEHTBl HE OBbLIM HaWJeHbl, B ONUCH JeJ JelaeTcss HOoBas uToromas 3amuck. Homepa
OTCYTCTBYIOIIIMX E€AWUHULl XPAaHCHHsS W IMPUYMHBI OTCYTCTBHSI OTOBApUBAIOTCSA B aKTE IpUEMa-
repeaady TOKyMEHTOB Ha XpPAaHEHHE U B IPUJIAra€MOM K aKTy CIIPABKE, COCTaBISEMON CYIOM.

Cyn, nepenaromuii JOKYMEHTBI Ha XpaHEHHE B FOCYAAapCTBEHHBIN apXuB, 005S3aH MPHUHATH
MEphI K BOCCTAHOBJICHUIO YTPAYE€HHBIX IPOU3BOJICTB B COOTBETCTBUH C TJIaBOU 38 I'pakaaHCKOTrO
npoueccyaibHOro kojaekca Poccuiickont @enepanmu.

[Ipu otcyrctBumM (yTpaTe) NOAJIMHHUKOB TMEPEAAIOTCS WX 3aBEpPEHHblE Komuu (Tpu
HaJU4un).

13.8. JIoKyMeHTBI IepeatoTCsl Ha MOCTOSHHOE XPaHEHUE B YHOPSJIOYEHHOM COCTOSIHUU CO
CIPaBOYHO-ITIOMCKOBBIMH CPEJCTBAMHU.

[Ipunoxenue N 1

K MHCTpYyKIMM O IOpsiIKE OpraHu3alun
KOMIUIEKTOBaHUS, XpaHEHUs, yueTa

Y UCTOJIB30BaHUs JOKYMEHTOB
(371EKTPOHHBIX IOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B O0IIEeH IOPUCAUKINN

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



(HaMMEeHOBaHME Cy/1a)

(HaMMEHOBaHUE CTPYKTYPHOTO MOApa3IeTICHUS Cy/1a)

HOMEHKIJIATYPA JIEJI
Ha rox <1>
NHupekc 3aroyoBOK Jielia KonnuectBo Cpok IIpumeuanns
nena TOMOB XpaHEHUd U
(dacreit) N craTbu 1o
NIEPEYHIO
1 2 3 4 5

Hazpanue pasaciia

Hauanbauk cTpykTypHOTO
noApaszaeneHus (ynoaIHOMOUYEHHOE
JIUTIO)

(moamucek) (pacuudpoBka
TIO/TIHCH)

<1> K HOMEHKIaType Jen CTPYKTYpPHOrO MOJpa3JejeHus MO0 OKOHYAHMM KaJeHAAPHOIO
rofla COCTaBJIETCS WTOrOBasl 3amuch MO (QopMe, YKa3aHHOM B TNPWIOKEHUW 2, U JeJaeTcs
OTMETKA O IIEPEIade UTOrOBBIX CBEICHUM B OTIEI ACIIONPOU3BOJCTBA CYa.

[Ipunoxenue N 2
K MHCTpyKIIMM 0 mopsiiKe opraHu3aIiu
KOMIUIEKTOBaHHMS, XpaHEHHs], ydeTa



Y UCIIOJIb30BaHUS JOKYMEHTOB
(2MEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
dbenepabHBIX CYyI0B O0IIEH IOPUCTUKITIT

Cnucok U3MEHSIOMNX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

YTBEPXAIO
(HauMeHOBaHMeE Cy/1a) [Ipencenarens cyna
HOMEHKIJIATYPA JIEJI (moamuce) (pacmudpoBka
TIO/TINCH)
Ha roj
(mara)
Nunexc 3aroJjoBOK Aena KonuuectBo | Cpok xpaHeHus [Ipumeuanus
Jena TOMOB u N craTbu 11o
(dacreii) IIEPEYHIO
1 2 3 4 5
HasBanue paznena
HavanpHuk otnena
JIeTTOTIPOU3BOICTBA (00IIero 0TAeNa)
(moamuchk) (pacmudpoBka
MOATIHCH)
(mata)
Bwuza paGoTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa
COI''TACOBAHO YTBEPX/EHA
IIpoToxoi 3kcIEpTHOU IIpoTOoKOII SKCIIEPTHO-

KOMHCCHH Cylia IIPOBEPOYHON KOMHUCCHU



APXHUBHOT'O YUPCIKIACHUA

OT " " N OT n n N
HrtoroBas 3anuch 0 KaTErOpUsAX U KOJIMYECTBE AEJI, 3aBE€JCHHBIX B roJly B Cyze
ITo cpokam xpaHeHuUs Bcero B ToMm uncne:
MEePEXOIAIUX C OTMETKOMI
H9HKH
1 2 3 4

Ha 6ymaxknom HOcuTese
(pu HANMYUU TUOPHUAHBIX JIe], TOM(a) Ha OyMa)KHOM HOCHUTEJIe YUUTHIBAIOTCS B
pasnene Tabnuibl "Ha 6ymaxkHoMm Hocutene", ToM(a) Ha AIEKTPOHHOM HOCUTEIIe
YUUTBHIBAIOTCS B pazfiene TaOauibl "DIeKTPOHHBIX"):

TlocTogHHOTO

Bpemennoro (cBbime 10 ser)

Bpemennoro (no 10 net
BKJTFOYUTEIIHHO)

DNEKTPOHHBIX
(Mpu HaIMYUU THOPUIHBIX JeJ1, TOM(a) Ha OyMa)KHOM HOCHUTEJE YUUTHIBAIOTCS B
azzene taomuusl "Ha OymakaoM Hocurele'", ToM(a) Ha DJIIEKTPOHHOM HOCHUTEIIE
p y ) p
YUHUTBHIBAIOTCA B pazjiese Ta0auibl "DNeKTPOHHBIX"):

TlocTogHHOTO

Bpemennoro (cBsime 10 ner)

Bpemennoro (no 10 net
BKJTFOYUTEIIHHO)

HUTOI'O:

Hauanpauk otaerna
JIEONPOU3BOICTBA (OOIIIETO OT/IeNa)

(moamuce) (pacummdpoBka
MOATIHCH)

(mara)



Hrorossie cBeieHUS NIEpEAAHbI B
apXuB.

Pa0boTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(mata)

(monmuck) (pacmudpoBka
MIO/TINCH)

[Tpunoxenne N 3

Kk MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2JIEKTPOHHBIX TOKYMEHTOB) B apXHBax
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8B pen. IIpukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PO

ot 09.01.2024 N 1)

(HaMMeHOBaHMEe cymna)

(HaMMEeHOBAHME CTPYKTYPHOTO NOOpasmeJieHrsd Cyna)

OINCh N
nej, IOOKYMEHTOB
3a Tom

N | Uagekc | 3aronoBoOK faeia
/i | gena

Kpaitnue natei |  Cpok Komnuects | [Ipumedanus
XpaHEHHs | O JINCTOB
(rpada ue
3am0JIHAET
CAB
OIIMCH JIe]T
NOCTOSIHH
Oro cpoka
XpaHEHUs)

4 5 6 7




Hazpanue pasaciia

B IaHHBEY pasnesl ONMCKY BHECEHO

nejl

(umbdpaMm ¥ OPONUCHI)

c N rno N

; B TOM 4UMCJIE:

JINTEpPHBIE HOMEpPa:

4

[IPOIIylEeHHEIE HOMEPA :

HavMeHOBaHME IOJIKHOCTU
COCTaBUTEJIS OIUCU
(mommnmce)

(mara)

PaBoOTHUK, OTBETCTBEHHEIM
3a paboTy apxubBa cyla
(mommnmce)

(mara)

COTJIACOBAHO
HauasnpHUMK oThesia
IOeJIoONPOoM3BOICTBa (obmero oTxeJia)

(mommomcso)

(mara)

[lepepan

(pacumbpoBka NOONMUCH)

(pacumppoBKa NOONMUCH)

(pacumppoBKa MIOANMUCHK)

SOVHVIL, XPaHEeHUA

(umppaMm ¥ OPOMNMUCHIO)

(umdpaMm M HOPONMCEI)
KapTOTeK K IOKyMeHTaM.

HamMeHOBaHMEe HOOJIXHOCTM paboTHMKA
CTPYKTYPHOT'O IHOoIpaslesieHUs
(mommnmce)

(nara)

[MprHAad

PETUMCTPAUVMOHHO-KOHTPOJIbHEIX

(pacumppoBKa NOONUCH)

SOVHNVL, XPaHEHUMA

(umdpaMy ¥ MOPONUCHIO)

(umppamM ¥ MNPONMUCEHI)
KapTOTEeK K IOKyMeHTaM.

PaboOTHMUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna
(mogmnmce)

(mara)

PETVMCTPALVMIOHHO-KOHTPOJIbHEIX

(pacumppoBKa MIOANMUCH)




[Tpunoxenue N 4

K MIHCTpYKIIMU 0 MOPSIKE OpraHU3alUN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCTIOJIb30BaHUs JOKYMEHTOB
(2MEeKTPOHHBIX IOKYMEHTOB) B apXHUBax
denepalibHBIX CyI0B O0IICH IOPUCIUKIINI

Cnucok U3MEHSIOMNX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

(HaMMeHOBaHMEe cyma)

(HaMMeHOBaHMe CTPYKTYPHOI'O IIOIpa3lelJieHNA cyna)

®oHnOo N

OIIMChb N

BJIEKTPOHHEIX IeJI

(MOCTOAHHOTO XpaHeHMUs/BpPeMeHHEIX

(cBome 10 sjeT) xpaHeHMI/NO JIMYHOMY COCTAaBY)
3a hinfo}s




N | Uanekc 3aroo0BoOK Perucrpamnuo Bunu Jara Cpok Komnuect| O6bem | [Ipumedanns
1/ Jefa | DJIEKTPOHHOTO | HHBIA HOMEpP 3arojIOBOK | JIOKY | XpaHEHHUs BO B
I Jiena mo ANEKTPOHHOTO | AJIEKTPOHHOTO | MEHTA ¢aiinoB | OGaiftax
HOMEHKJIAType | JOKYMEHTa JIOKYMEHTa (kommyec
TBO
¢daiinoB B
KOHTEHHE
pe)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM praszmeJi OIlMCKM BHECEHO

c N

(umdpaMy M MNPONMUCHIO)

no N

tanT.

IIPOoIIylLleHHEIe HOMepa:
K SJIEKTPOHHBIM IONOKYMEHTAaM COCTaBJIEHB pPeeCTPERL (paIZ[J'IOB.

SJIEKTPOHHBIX HOKYMEHTOB

, obbeMoM

B ToM umcie JIMTEePHBIE HOMepa:

4

HammMeHOBaHMEe IOOJIKHOCTU
coCcTapuUTENIg OINUCHU

(mnara)

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmBa cyna

(mommmcso)

(mogmnmce)

(pacumppoBKa MIOLANMUCHK)

(pacumbppoBKka NOONMUCH)




(mara)

COT'JIACOBAHO
HauasibHUK oTnesia
OeJIONpOoM3BOoACTBa (obmwero ornesia)
(mommnmce)

(mara)

[lepepamn

(pacumppoBka NOONUCH)

SJIEKTPOHHBIX IOJOKYMEHTOB

(umdpaMy M HOPONMCHIO)
oOBEMOM

Bamr.

(umbpaMy M NPONMUCHIO)

HavmMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O MNoIpaslelIeHus
(mopmmmcso)

(mara)

[MprHAan

(pacumppoBKa MIOLANMUCHK)

SJIEKTPOHHBIX IOOKYMEHTOB

(umdpaMyt ¥ HPONMUCHI)
obBbeMOM

Bant.

(umbdpaMm M MNPONMCHIO)

PaBOTHUK, OTBETCTBEHHEBIM
3a paboTy apxmuBa cyna
(mommnmce)

(pacumppoBKa NOONMUCH)

(mara)
PeecTp 0amyioB DJIEKTPOHHOT'O HOOKYMEHTA
N n/n N HanmenoBanue | Jlara u Bpems Ob6vem ®opmar
3JEKTPOHHOTO daiina MOCJIETHETO (B daiina
JOKYMEHTA T10 u3MeHeHus (aiina| OGaiftax)

OITMCH

[Ipunoxenune N 5

K MHCTpyKIIMKM 0 OpsiiKe OpraHu3anu
KOMIUIEKTOBAHUSI, XPAaHEHUs, yUeTa

Y UCIIOJIb30BAaHMS JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(enepanbHbIX CyA0B 00LIEH IOPUCAUKINN

CHucoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza Cyne6noro nenapramenta rpu Bepxosuom Cyne PO

(HauMeHOBaHHeE Cy/1a)

o1 09.01.2024 N 1)

YTBEPXAIO

[Ipencenarens cyna

®oun N (Tmonrmuck) (pacmudpoBka
OIIUCH N TIOJITTACH )
JIeJT, JOKYMEHTOB TIOCTOSTHHOTO
XpaHCHUS
3a roJ (marta)

N | Unanexkc nena 3aronmoBok | Kpaitnue natsl | KonmnuectBo | [Ipumeuanus
/11 neia JIMCTOB

1 2 3 4 5 6

HaszBanue pazaena

B IaHHBI raszmeJi OIlMCKM BHECEHO

(LundpaMM ¥ OPOIMUCHI)
neJj

c N jufe)
JIMTEPHBIE HOMEepa:

, B TOM UMCJIE:

4

IIPOIIyLIIeHHEIE HOMeEepa:

HammMeHOBaHMEe IOOJIXKHOCTU
COCTaBUTEJIS OIUCKU

(mara)

PaBoOTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna

(mara)

COT'JTACOBAHO
[IpoTokon 3kcriepTHOM

(mommmce) (pacumppoBKa IOLANMUCHK)

(mommmce) (pacumppoBKa IOLANMUCHK)

YTBEPX/IEHA
[IpoTokoun 3KcnepTHO-



KOMHCCHHU CYyla

MPOBEPOUYHON KOMUCCUHU

or" " N apXUBHOTO yUPEKACHUS
OT n n N
[Ipunoxenne N 6
K MHCTpYyKIIMK O IOpsiIKEe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHHUs, yueTa
Y UCIIOJIb30BaHMS JOKYMEHTOB
(2JIEKTPOHHBIX TOKYMEHTOB) B apXHBax
denepanbHBIX CYyI0B OOIIEH IOPUCTUKITNH
Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8 pen. [Ipukaza CyneOHoro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)
YTBEPXJIAIO
(HauMeHOBaHMeE Ccy/1a) [Ipencenarens cyna
®oun N (monmnuce) (pacmmdpoBka
OIINCH N MOATHCH)
7€M, TOKYMEHTOB T10 JTUYHOMY
COCTaBy
3a roJ (mara)
N | Wunekc nena| 3aroioBok Kpaitnue Cpok | Konuuecr | [Tpumeuanun
n/m nerna JaThI XpaHEHH | BO JIUCTOB ST
S
1 2 3 4 5 6 7

Hasganue pasneina

B IaHHEM pasnesl ONMCKM BHECEHO

(uMbpaMy M NPONUCHI)

neJl

c N no N

4

JIMTEPHBIE HOMEpa:

B TOM 4YMCJIE:

4

IIPOIIYyULIEeHHEIE HOMeEpPa:




HamMeHOBaHME OOJIXHOCTU

cocTaBuUTEeJId OIIMCU

(mara)

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmpa cyza

(mara)

COI''TACOBAHO
[IpoTokoma 3KcriepTHOM

KOMHCCHH CyJia

N

(nomnmce) (pacumppoBka NOONUCH)
(mommnmce) (pacumbpoBka NOONMUCH)
YTBEPXJIEHA

[IpoTOKOJI SKCTIEPTHO-
MPOBEPOYHON KOMUCCHU
apXUBHOT'O yUPEKACHUS
oT n n N

[Ipunoxenne N 7

K MHCTpyKIIMU 0 OpSIIKE OpraHu3alnu
KOMIUIEKTOBAHUSI, XpaHEHUs, yUeTa

Y UCTOJIb30BAHUS JOKYMEHTOB
(3JIEKTPOHHBIX TOKYMEHTOB) B apXMBax
dbenepabHBIX CYy/I0B OOIIEH IOPUCTUKITIT

Cnucok U3MEHSIOINUX JOKYMEHTOB
(8B pen. IIpukaza Cyne6Horo aenapramenTa npu BepxoBaom Cyne PO

(HauMeHOBaHMeE Cy/1a)

®ong N

OIINCH N

1eJ1, JOKYMEHTOB BPEMEHHBIX
(cBbie 10 set) cpokos

XpaHCHUSA

3a roa

ot 09.01.2024 N 1)

YTBEPXJIAIO

[Ipeacenarens cyna

(moanuce) (pacmmgpoBka
MOJINTHUCH)

(nmata)

N | Uuapekc nema

3aroiaoBoOK

Kpaiinue Cpok | KonnuectBo | [Ipumeuanu




/11 nena

JIaThl

XPpaHCHUA

JINCTOB

4

5 6

HazBanue pas3aciia

B nmaHHE pas3nej ONMCK BHECEHO

(umbdpaMm ¥ NPONUCHI)

neJl

c N

JINTEPHEIE HOMEpPa:

no N

, B TOM UmCJIe:

4

IIPOIIyLleHHEBEIEe HOMeEepPa:

HavMeHOBaHME OOJIXHOCTU
COCTaBUTEJIA OIUCU

(mommmcso) (pacumppoBKa MIOANMUCHK)
(mara)
PaBoOTHUK, OTBETCTBEHHEBIM
3a paboTy apxmuBa cyna
(mommnmce) (pacumppoBKa NOONUCH)

(mara)

COI'JTACOBAHO
[IpoTokoi sxciepTHOM
KOMHCCHH Cyia

YTBEPX/IEHA
IIpoToKoI SKCTIEPTHO-
MPOBEPOYHON KOMUCCHUU

oT " " N

ApXUBHOT'O YUPEKICHUS
OT n n N

[Tpunoxenue N 8

K MHCTpyKIIMK O IOpsi/IKe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHM s, yUeTa

Y UCIOJIb30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX Cy0B OOIIEH IOPUCIUKIINU

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

YTBEPXAIO




(HauMEeHOBaHHeE Cy/1a)

®ong N

OITNCh N

AIIEKTPOHHBIX JIET
(OCTOSIHHOTO
XpaHEHUs/BPEeMEHHBIX
(cBermre 10 5et) XpaHeHUs/TI0
JUYHOMY COCTaBY)

3a roa

[Ipencenarens cyna

(monmuce)

(mata)

(pacmmdpoBka
TIOJIITHACH )



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

B HmaHHEIL pasnesl ONMCU BHECEHO

(urdpaMr ¥ OPONMUCHI)

c N rno N

OJIEKTPOHHEIX IOJOKYMEHTOB

, OoOBeMoM

Bant.

IIPOIIYyUIEHHEIE HOMEPa:

B ToM umciie JIMTEpPHBIE HOMEpPa:

4

(pacumppoBKa NOONMUCH)

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

(pacumppoBKa IOLANMUCHK)




(mara)

COI''TACOBAHO
[IpoTokomn 3kcriepTHOM
KOMHCCHH Cyla
oT " " N

YTBEPX/IEHA
[IpoTOKOJI SKCTIEPTHO-
MPOBEPOYHON KOMUCCHU

APXHUBHOT'O yUPEXKACHUS
oT n n N

PeecTp 0amyioB DJIEKTPOHHOI'O HOOKYMEHTa

N /1t N
SJIEKTPOHHOTO
JIeJ1a Mo OIMUCH

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

[Tpunoxenne N 9

K MHCTpyKLIMM O MOPSiIKE OpTraHU3aluN
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBaXx
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

Crmcok HU3MCHAIOIMNX TOKYMCHTOB

(B pen. Ilpukaza Cynebnoro nenapramenTa rnpu BepxoBuom Cyne PO

or 09.01.2024 N 1)

(HauMeHOBaHME cyna)

PEECTP OIMCEN IEJ, IOKYMEHTOB

Hauar
OKOHUEH

N N N |Ha3ssa

KomuuectBo nen B onucu | Kpaitn | Konnue | Konmnuec | [Tpumeu




/11 @OHH OIIUCH | HHUC A€, JOKYMCHTOB nue CTBO TBO aAHUA
a OIIH1C AaThl | JIUCTOB | DK3CMILJI
 Jiel, IIOCTOSHH | BDEMCHH 1o OIIHUCH ApOB
JIOKY oro oro JJNYHOM e, OIUCH
MenT | XPaHEHHS (cBpITIIE y noKyme | e,
OB 10 net) | coctaB HTOB | IOKYMeH
XpaHCHU y TOB
A
1 2 3 4 5 6 7 8 9 10 11
Vroro Ha 01.01.... r. B apxmuBe XPaHUTCH onmucemn
(IpM OTCYTCTBUMM HE BKJIOUAKTCS B MTOT'OBYK 3alMChb), M3 HUX:
YyIIPaBJIeHUECKOM IOKYyMeHTaluuu onmcen,
(urdpaMr ¥ OPONMUCHI)
OOKYMEHTOB JIMUHOT'O MNPOUCXOXIEHUS onucen,
(umbdpaMm M MNPONMUCHIO)
Hay4YHO-TEeXHUUECKOM IOKYyMeHTalUu onmcewn,
(umdpaMr ¥ HOPONMUCHI)
BUIEOOOKYMEHTOB onmcen,
(umbdpaMm M MNPONMCHIO)
KMHOIOOKYMEHTOB onmcewn,
(umbdpaMm M MNPONMCHIO)
GOHOODOKYMEHTOB onmcen,
(umbpaMy ¥ HOPONMUCHIO)
GOTODMOKYMEHTOB onmcemn,
(umbpaMy M MNPONMUCHIO)
BJIEKTPOHHEIX JIOKYMEHTOB onucen,
(umbpaMy ¥ OPONMUCHIO)
B TOM 4YMCJIEe:
MOCTYyNMJIO B T. onmcemn,
(umbpaMm M MNPONMCHIO)
BEIOBIJIO B . onmcemn
(umbdpaMy ¥ HOPONMUCHIO)
Pa®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna
(mommnmce) (pacumbppoBKa NOONMUCH)
(mara)
HauanbHUK oTnesa
OeJIONPOM3BOACTRBa (ofmero ornesia)
(monmnmce) (pacumppoBKa IOLANMUCHK)

(nara)

[Tpunoxenne N 10

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3alUN
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCTOJIb30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(enepanbHbIX CyA0B 00LIEH IOPUCAUKINN

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

JMCT-3ABEPUTEJIE IEJIA N

B mejie nommmMToO ¥ NPOHYMEPOBAHO

(umbpaMmy M NPONUCHIO)

(nmmucTa (oB)
, B TOM uUmMCJIe:

c N

JIMTEPHBIE HOMEepa JIMCTOB
IpONyUeHHEe HOoMepa JIMCTOB
+ JIMCTOB BHYTPEHHEN ONUCU

no N

4

4

Oco0eHHOCTH (PU3NYECKOTO COCTOSIHUSA U popmupoBaHus aena | Homepa nucros

1 2

HamMeHOBaHME OOJIKHOCTM PaOOTHMKA,
COCTaBMBLIEI'O 3aBEePUTEJIEHYII

HaOIlnChb
(mommomcso) (pacumppoBKa MIOLANMUCHK)
(mara)
[Tpunoxenne N 11
K MHCTpyKIMM O OpsiIKEe OpraHu3aluu
KOMILJIEKTOBaHUS, XpaHEHUS, yueTa
Y UCIIOJIb30BAHMS JOKYMEHTOB
(37IEKTPOHHBIX TOKYMEHTOB) B apXHUBax
¢denepanbHBIX CyA0B OOIIEeH IOPUCAUKINN
Cnucok N3MEHSIOMNX JOKYMEHTOB
(B pen. Ilpukaza Cynebnoro nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)
BHyTpeHHAA ONmcChb
OOKyMeHTOB nejia N
N | Perucrpanmonnsiii N Jara 3aroy0BoOK Howmepa [Ipumeuanus
n/n JOKYMEHTa JIOKYMEHTa | JOKYMEHTa | JIMCTOB J€eJla




Toro OOKYMEHTOB.
(LumdpaMm M HOPONMUCHI)

KonmuuecTBO JIMCTOB BHYTPEHHEM ONUCU JIMCTOB
(umdpamMm ¥ MNPONMUCHI)

HaumMeHOBaHMEe OOJIXHOCTM JMLA,
COCTaBMBIIETO BHYTPEHHKK OIIMCH
IOJOKYMEHTOB IeJjia

(mommnmce) (pacumppoBKa NOONMUCU)

(mara)

[Tpunoxenne N 12

Kk MHCTpYyKIIMK 0 IOpsiIKEe OpraHu3aluu
KOMILICKTOBAHUS, XpaHEHUS, yueTa

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

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

N H‘l

aN 1O |

N D
|

(HaMMEHOBaHUE IOCY/IapCTBEHHOT 0 apX1Ba)

(HaMMEeHOBaHUE Cy/a)

(HaMMEHOBaHUE CTPYKTYPHOIO MOAPA3/ICTICHUS)

Jeno, yrosoBHoe A€o,
TpakJIaHCKOE JIeTIo,



aJIMUHHCTPATUBHOE
JIeJI0, IeI0 00

aIMUHUCTPATUBHOM
MpaBOHAPYILICHUH,
Marepuanl
JEJIO (YUI) N I[MPON3BOJICTBO N
MATEPUAIJIL
TOM N
(Ha3BaHMeE JeIa)
1 uaCTAHIIMS 2 MHCTAHIIUA
[TocTynuiio [TocTynmno
Paccmotpeno Paccmotpeno
Jlata Hayaa Jlata oKOHYaHHUS
MIPOU3BOICTBA IPOU3BOICTBA

Kpaiiaue natsl

Ha JUCTax

XpaHUTh

(cpok xpaHeHHUs B rojax, 10 KaKoro rojia XpaHUTh)

®. N
On. N
LN ( )
(moamnuce) (pacmugpoBka
MOJIITKCH)

[Tpunoxenne N 13

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3alUN
KOMILIEKTOBaHUS, XpaHEHUS, yueTa

Y UCTOJIb30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(enepanbHbIX CyA0B 00LIEH IOPUCAUKINN

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

YTBEPXIAI
(HauMeHOBaHME cyna)
AKT [lpencenmaTens cyna
"on N
(momnuce) (pacumbporka MDOIONUCHK)

O BHIOEJIEHUM K YHUUTOXEHUIO
(2aPXMBHEIX) IOOKYMEHTOR, (mara)
He [oIJIexallMxX XPaHEeHUIO

Ha ocHoBaHum

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

OTO@paHH K YHUYTOXEHMIO Kak He mMerume HayHHO—MCTOpMHeCKOﬁ LEeHHOCTN "
YTpaTuBUME IPAKTUYECKOE 3HadYeHMe OOKYMEHTEL @OHﬂa N

(N m HasBaHmMe oOQoHIa)

N | 3aromoBok | ['oxg | Homepa Howmep Konuuects | Cpoku | I[Ipum
n/n nena bl | ONHCH €TUHUIIBI 0 C€MHUIl | XpaHEHU | €4aHU
(rpymnmoBoi <2> XpPaHEHUs [0 | XpaHEHUs AU A
3aroJIOBOK onucH (MHICKC (mem) HOMEpA
JIOKYMEHTOB) o crareun
HOMEHKJIAType o
Tien) MEPEUHIO
1 2 3 4 5 6 7 8
NToro eNVHUIL XPaHeHUs (OeJ, DSJIEKTPOHHHEX IeJI) 3a
(umdpaMy ¥ HPONKUCHIO)
I"OOBI.
Onucu neJl IIOCTOAHHOIT'O XpPaHeHMA 3a T'OOBI
yTeepxneHs 3IIK ’
(HaMMeHOBaHME aAPXMBHOTO YUPEXIEeHUS)
NPOTOKOJI OT N

Pa®oOTHUK, OTBETCTBEHHBIM
3a paboTy apxmpa cyna

(mogmnmce) (pacumbppoBKka NOONMUCH)
(mara)
COIJIACOBAHO YTBEPXIEHO
[IPOTOKOJI BKCIIEPTHOM KOMMCCUM [IPOTOKOJI BKCIEPTHO-INIPOBEPOUHOM
cyna KOMMCCHUM APXUBHOI'O YyUpPEeXIEeHUS
o T " " N o T " " N

JOKYMEHTE B KOJMUECTBE SOVHNVL, XPaHEHUA (ﬂeﬂ,




(umbpaMy M MNPONMUCKIO)
3JIEKTPOHHEIX IeJI) :
Ha OyMaxHOM HOCUTEeJIe BeCOM

KI' COaHBl Ha YHUUTOXESHME,

Ha OSJIEKTPOHHOM HOCHUTEJIe CIHaHBl Ha YHUUYTOXEeHNEe

(crntoco® YHUUTOXEHMS)

HavMeHOBaHME IOOJIXHOCTU
paboTHHMKA Cyzna,
coaBumero IJOKYMEeHTH
(mommnmce)

(mara)
JOKYMEHTE YyHMUTOXEHBI B YCTAHOBJIEHHOM MOPSIKE.
HavMeHOBaHMeE OOJIXHOCTU

paboTHuKka CcyOa, YIHIOJHOMOUEHHOTO
OCYWECTBJIATE KOHTPOJb 3a yTuiam3aluen

(mopmmmcso)
(mara)
VI3MeHeHMS B YyUYeTHBE IOKYMEeHTH BHECEHH.
Pa®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmuBa
(mommnmce)

(pacumppoBka NOONMUCH)

(pacumppoBKa MIOLANMUCHK)

(pacumppoBKa NOONUCH)

<2> 1Ipu BBIAENEHUN K YHUYTOKECHHIO JOKYMEHTOB NPHU MOATOTOBKE JEN K Iepefadye B

apxuB cyjna rpada He 3aronHseTcs.

[Ipunoxenue N 14

K MHCTpYyKIMH 0 MOPsAAKE OPraHU3aLuN
KOMIUIEKTOBAHUs, XpAHEHUS, ydeTa

Y UCIIOJIb30BAHMS JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX CyA0B OOIIeH IOPUCAUKINN

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

Komy npexncrasmnsgeTcs

(HaMMeHOBaHME M alpec IoJiyduaTeJid)

Kem InpencrapjideTrcsd

(HaMMeHOBaHUE U agpec OTUMTHEIBAKIEI'OCA apXMBa




(bopma COOCTBEHHOCTM OTUMTHEBAIIEIOCS

Ha

1. Obume cBedeHUd

[lacnopT apxmuea cyna

" "

20 roma

apxmBa)

Kox ctpokn | Konnuectso [Inomane CreneHsp 3arpyX€HHOCTH
(GOHIOB | apXUBOXPAHWIMIL, KB. M apXMBOXPAaHWINILI,
HPOLICHTHI
A 1 2 3
101

2. CBemeHMs O OOKyMEHTax

ITokazaremmn | Kog KonmuecTBo equHuI] XpaHeHUs
CTpO _
ki | BCET | KpaiiHue W3 HUX BHECEHO B | XpaHUTCA | 00pa3yeTc
0 ATkl OITHCH CBEpX | B roj Jei
_ YCTaHOBII
Haya | KOHE |BCEero| KpaitHue CHHOTO
JIbHA | YHAs aThI cpoka
P
HaYaJl | KOHE
bHasg | yHas
A b 1 2 3 4 5 6 7 8
ITocrostaroro | 201
XpaHeHus <3>
ITo muanomy | 202
COCTaBy
3. Kazmper
Konx crpokn KonuuecTBo mtaTHbIX pabOTHUKOB
301

4. YCJOBUSA XpaHeHUS IOKYMEHTOBR

(HyXHOE MNOOUYEPKHYTH)

ApXI/IBOXpaHI/IJ'II/IHIa €CTb, HCT; CYXHUC, CBIPLIC; CBCTIILIC, TCMHEIC.
Oromnienue HCHTPAJIBHOC, IICYHOC, OTCYTCTBYCT.
Cremnaxu MCTAJUIMYCCKHUC, ICPCBAHHLIC,

KOM6HHHpOBaHHHe;HCT




kadwb JIEpEBsIHHBIC, METAINTUYECKUE; OTCYTCTBYIOT.

CHTHaHH3aHHH ImoxKapHasi: €CTb, HCT, OXpaHHasdA: €CTb, HCT.

YuTaabHBIN 3al1 €CTh, HET.

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

" " 20 .

[lpencenmaTens cyna

(mommnmce) (pacumppoBka NOONUCH)

(mara)

®.M.0. m TeynedOH MUCIOJIHUTEIS

<3> [Ipu cocTaBieHUH MacmopTa apxuBa IenecoodpasHo B crpoke 201 BHOCUTH JaHHBIE O
JieJiax TOCTOSTHHOTO XPaHEHUs OTIENbHO MO TPaXTAHCKUM, aIMUHUCTPATUBHBIM, YTOJIOBHBIM
JieJiaM U ieJlaM [0 3KOHOMUYECKUM CIIopaM, JejiaM oOLIEero AeJ0Npor3BO/ICTRA.

[Tpunoxenue N 15

K MHCTpYKIMM O MOPSIKEe OpraHU3aluN
KOMILIEKTOBAHUS, XpAaHEHUS, yueTa

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

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

(HaMMeHOBaHME cCcyma)

YueTHEIE CBeINEeHUs O INOKYMEHTAax, XPaHANMXCS B apxuBe cyna
Ha " " 20 T.

1. Obume cBemeHUS

Kox ctpoku | Konnuectso [Tnomane 3arpyK€HHOCThb
¢bonI0B apXMBOXPAaHWINIL, KB. M | apXUBOXPAHUIIUL, [IPOLIEHTHI

A 1 2 3




101

2. CBemeHUsa O IOKyMeHTax

ITokazaTenu KonnuecTBo equHuI] XpaHeHUs
BCE | KpailHME | U3 HUX BHECEHO | XpaHUTC | 00pa3ye
ro JIaThI B OIIHCH s CBEpPX | TCS B
- YCTaHOB | TOJ el
Haya | KOHE | BCE | KPAWHHE | jepmoro
JbHA | YHAdA | TO JIaThl cpoka
1
Haya | KOH
JIbHA | €YH
i ast
A 1 2 3 4 5 6 7 8
[TocToAHHOTO XpaHEHUS
Bpemennbix (cBbiie 10
JIET) CPOKOB XpaHEHHUSI
Bpemennsix (10 10 net)
CPOKOB XpaHEHHUsI WX 10
MWHOBaHUs HagoO0HOCTH"
[To nmmuHOMY COCTaBYy
[lpencemaTesib cyna
(mommnmce) (pacumdppoBKa NOONMUCH)

(mara)

®.M.0. UCHOOJHUTENS

Cnucok U3MEHSIOMNX JOKYMEHTOB
(B pen. [Ipukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PO
ot 09.01.2024 N 1)

[Tpunoxenne N 16
K MHCTpyKIIMK O IOpsi/IKe OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHM s, y4eTa

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




(HauMeHOBaHME cyna)

(HaB3BaHMEe apxuBa cyna)

KHUTA
ydeTa MNOCTYIUJIEHUA U BEOETUA LeJl, IOOKYMEeHTOB

ToMm N
Hauart

OKOHUEH



N Jlara | HaumenoBa | Haumenosa| Ha3Ba T'onwl Bun | [loctymeHne onrMcaHHBIX Br10ObITHE OTTMCAaHHBIX Heonucannbix | [Ipumeua
1/ | MOCTYyILIE HUE HUE, HOMEP | HUE U | IOCTYIHUB | HOCUT JTOKYMEHTOB JIOKYMEHTOB Jien, HUS
M| HUAU | OpraHusall U J1aTa HOMED | IIUX WIH | €S JIOKYMEHTOB,
BBIOBITHS 17041 JIOKYMEHTa, | poHAa | BEIOBIBIIM | <4> KOIHICCTBO CAMHNI, KOJIHICCTBO CAMHHIL JTUCTOB
(CTPYKTYpH 1o X XpaHEeHUS XpaHeHUus
oro KOTOPOMY JIOKYMEHT
MOCTOSIH | BpPEMEH | TI0 MOCTOSIH | BpEMEH | M0 | MOCTYI | BEIOBI
nojpasiesie | HoCTyIUIn OB 110
HOT'O HBIX |JAYHO| HOIO HBIX |JIMYHO | WJIO JI0
HU, JIHIA, WIN OIIUCH
XpaHEHHU | (CBBIIIIE | MY | XpaHEHH | (CBBIIIE | MY
apxuBa), OT | BBIOBUIH Je,
. s 10 net) | cocta S 10 net) | cocra
KOTOPOU | JOKYMEHTBI JIOKYMEHT By By
MOCTYIHIIN OB
(mm
BBIOBLIIN)
zena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Toro B Tony IIOCTYIIMIIO

(umdpamMm ¥ MNPONMUCHI)
eIVHULL XpaHeHus <5>, B TOM qyce :
Ha OyMaxHOM HOCHUTEeJIe

(ubdpaMm M HNPONMCHIO)
BJIEKTPOHHEIX

(ubdpaMm M HNPONMUCHIO)
[IokasEBAlTCA pa3mejlbHO MTOT'OBHE HOaHHEeEe no 11, 12, 13, 15.

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmuBa

(mommnmce) (pacumppoBka NOONUCH)

<4> BH - noxymeHThl Ha OyMaxxHoM Hocutene, D/ - anexTpoHHble NOKyMeHTHI, I'J] - B
OIMCh BHECEHbI THOPUIHBIE JIea.

<5> [Ipu Hanuuuu TUOPUIHBIX Jes ToM(a) Ha OyMa)KHOM HOCHUTEJIE YUYUTBHIBAETCS B CTPOKE
"Ha OymaxkxHom Hocutene", Tom(a) Ha D3JIEKTPOHHOM HOCHUTENE YYUTHIBAETCSI B CTPOKE
"DNEeKTPOHHBIX".

[Tpunoxenne N 17

K MHCTpyKIIMM O Opsi/IKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpPaHEHM s, y4eTa

Y UCIOJIb30BaHUs JOKYMEHTOB
(27IEKTPOHHBIX TOKYMEHTOB) B apXHBax
(denepanbHBIX CyA0B 001 IOPUCAUKINN

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

(HaMMeHOBaHME Ccyma)
CIIMICOK ©OHIIOB

Tom N

HauatT

OKOHUEeH

N | Hara nepBoro| Hazpanu OtmeTKa 0 BHIOBITUH (hOHAA [Tpumeu




(1)0H,I[a IMOCTYILICHUSA | € (1)OHI[a MECTO Jgara u N JOKYMCHTA, Ha aHUsA
JOKYMCHTOB BBIOBITH | OCHOBAaHUU KOTOpPOTO BBIOBLIT
dbonma i
1 2 3 4 5 6
Ha 01.01. TOoma B CHMCOK BKJIOUEHH QOHOE C N mo N
U3 CIOMCKA MCKJKUYeHB QOHIH C N rno N .
Bcero XpaHUTCS B apxuee boHOOB, M3 HUX:

(umdpaMm M HOPONMCHI)
comepxaT OCODO LieHHHE mneJa.

(umdpaMrt ¥ HPONUCHI)

Homepa cBOOOZHEBIE:

HomMmepa BhIOBIBUIME ([I€pPEeOaHHEE) :

HamMmeHOBaHMe OOJDKHOCTM JiMlla, COCTABMBLEI'O MTOTOBYI IT'ONOBYI 3allMChb

PaBOTHMK, OTBETCTBEHHEI
3a paboTy apxmuBa

(mommnmce) (pacumppoBKa NOONMUCH)

(mara)

[Ipunoxenne N 18

K MHCTpyKIMM O MOPSIKEe OpraHU3aluu
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

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

Cnrcok 3MEHSIIoIMX JOKYMEHTOB
(B pen. Ilpukaza Cynebnoro nenapramenTa rnpu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

JMCT SOHIA N

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

Kpaiinue natel Kaxa0ro Ha3BaHus QoHa HasBanue donna

1 2




1.

YdueT HEONMCAHHEIX IOKYMEHTOB

Hara | Ha3Banue, N u [TocTynnenue BriObiTHE Hanuune
3amucu narta (ocTartok)
JIOKYMEHTA, TI0 ~ _
KOTOPOMY KOJIMYECTBO | KpaliH | KOJIMYECTBO | KpaWH |BCEro Jej
MOCTYTIHIIN HITH eAMHUIL ue eIUHULL ue
BBIGBLUTH XpaHeHUs JATHhI XpaHEeHUS JaThI
JIOKYMEHTHI (IOKyMEHTOB, (1OKyMEHTOB,
JIUCTOB, OANT) JIUCTOB, OANT)
1 2 3 4 5 6 7

2. YuyeT OINMCAHHEIX IOKYMEHTOB




Hara | Home |I'ox | HazBanu | Iloct Bri0bITHE Hanuuue (ocTaTok) eIUHAI XpaHEHUS
3amnu p (1) | € onucu | ynuia
CH | ommcH e, o KOJINY | OCHOB | B TOM YHCJIE | KOJUY B TOM YHCJIC:
AcT, JOKYMeH | ey | CCTBO | AVHE | T OIHAGHN, - GCTBO HIOCTOSIHHOT'O XPaHECHUS 0 JTNYHOM
JIOKYM TOB i | wmi | CAHHH BBIOBIT | YTBEPXKACHHBI | €IUHU p y
EHTOB aHHOTall |XxpaHe| U s m OIIK I coeTny
us uus | XPaHe (nassa XPaHe | 1 onmuy Kpau U3 HUX 110 KOJIM | KpauH
(kpaTkas HIA | HHE, HUA | ectBO | HEE OIIHUCSIM, YECTB| HeE
XapaxkTep I[aNTa’ KOMYe | Kpak CIIMHY | 1aThl | YTBEP)KACHHBIM | O | JaThl
HCTHKA CTBO | HHC I DIIK SIUH
JOKYMEH AOKYM | e 1MHHIL | ATl XpaHe Il
TOB) CHTA) XpaHEeH HS KOJIMYECT | KpallH XpaH
us BO UC | exus
eIMHHUIL | JTaThl
XpaHeHU
i
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenne N 19

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluN
KOMIUIEKTOBaHUS, XpaHEHHUs, yUeTa

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

Crnucok U3MEHSIONUX JOKYMEHTOB
(B pen. IIpukaza Cyne6Horo nenapramenta rnpu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

YTBEPXIAK
(HaMMeHOBaHME cyna)
AKT [lpencemaTens cyna
moon N
(momnmce) (pacumdpoBKa MNOOINUCH)
O TexXHUUEeCKMX ommbkax
B YUETHEX OOKYMEeHTax
(mara)

®oHno N
HazBaHue doHIa

B xome BHIIOJIHEHUSA

(Bun paboT)
ODHApPyXeHBE TexHMUecCKMe OWMOKM B BalMUCaX:

Ha3zBanue nokymenra CymectByroias 3anuch Cnenyer 3anucath
1 2 3
B pesynbTaTre KOJIMYUECTBO e OVIHNMLL XpPaHeHuda (emguHML yueTa) He
M3MEeHNMIJIOCH /yBeJ’IM‘-:IMJ'IOCb /yMeHbU.U/.[J'IOCb Ha SIOVHNL]

(uMdpamMu M NPOMNMUCHI)
XpaHeHusa (eIMHHUL ydeTa) .

[TprmMeyaHms :

PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna

(mopmmmce) (pacumbppoBKa NOONMUCH)

(mara)
VI3sMeHeHUuda B YdeTHbBIe OOKYMEHTEI BHECEHEI.

PaBOTHMK, OTBETCTBEHHEIM



3a paboTy apxmpa cyna

(mommnmce) (pacumppoBra NOONMUCH)

(nara)

[Tpunoxenne N 20

K MIHCTpYKIIU 0 MOPSIKE OpraHU3aluN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

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

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

YTBEPXIAI

(HamMMeHOBaHME cCcyma)

AKT [lpencemaTens cyna
"—" N
(mommnmce) (pacumdpoBKa MHOONIMCH)
00 OBHAPYXEHUNM APXUBHBIX

JOKYMEHTOB, He OTHOCAIMXCH,

K IaHHOMYy OGOHIYy, HEYUTEHHEIX (mara)
B xome

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

N | 3aronoBok |IHudp (mpu| Kpaitnue | KomuuectBo | K kakomy | [Ipumeua

/T | €IWHULBl | HaJU4HUH) JIaThl JIUCTOB douny HUSA
XpaHEHUs, (OaiiT) OTHOCHTCS
JTOKYMEHTA (HOBBI
mup)

1 2 3 4 5 6 7

WToro oOHaApPyXeHO
(umdpaMm ¥ HOPONMCEI)
IOOKYMEHTOB

PaBoOTHUK, OTBETCTBEHHBIM

3a paboTy apxmpa cyna

(mopmmnmce)

(pacumbpoBka NOONMUCH)




(nara)
VIsMeHeHUuda B YUeTHBIe OOKYMEHTEI BHECEHEI.

PaBOTHMK, OTBETCTBEHHLI
3a paboTy apxuBa cymna

(mommnmce) (pacumppoBka NOONUCH)

(nara)

[Tpunoxenne N 21

K MIHCTpYKIIU O MOPSIKE OpraHU3alUN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

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

Crnucok U3MEHSAIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosauom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIA
(HaMMeHoOBaHME Ccyma)
AKT l[lpencenmaTens cyna
"—" N
(mommnmce) (pacumdpoBKa MHOOIMCH)

O HeOOHAapPyXeHMM apXMBHBIX
IOOKYMEHTOB, IIyTM PO3ECKA
KOTOPHEIX MCUepPIaHBL (mara)

HazBanme u N QoHmOa

B pesymnbTare

YCTaHOBJIEHO OTCYyTCTBME B (QOHIEe I[EepPEeUMCIJIEHHBIX HUWXe OeJl (DOKyMeHTOB) ,
NPEnNpPUHATEE apPXMBOM MEPEl IO PO3BICKY IeJl [IOJIOXUTEJILHEIX Pe3yJIbTaTOB He nalu,
B CBS3M C UEM CUMTAEM BO3MOXHEIM CHSTH C ydeTa:

N | Onuce | Enuanna | 3aronosok |Kpaiinue | Konuuects | I[Ipeanonara | [Ipumeua
n/m| N | XpaHeHH | €IUHUIBI JaThl O JIUCTOB eMbIe HUs
a N XpaHEHUS (OaiiT) PUYHHBI
(apxuBHBIX OTCYTCTBUS
JIOKYMEHTO
B)

1 2 3 4 5 6 7 8
NToro

(umbdpaMm M NPONMCHIO)



eOVHUL XPaHeHMS (apXMBHBIX IOOKYMEHTOB) .

ComepxaHMe YTPAUYEHHEX MaTepMajioB MOXET OBTb YAaCTUUYHO BOCIIOJIHEHO CJIeIyUMMMU
eOVHMLIaAMM XPpaHeHMS (OOKyMeHTaMM) :

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

PaboOTHUK, OTBETCTBEHHHIN
3a paboTy apxmpa cyza

(mommnmce) (pacumbpoBka NOONMUCH)
(mara)
YTBEPXIEH <6> COT'JIACOBAHO
[IPOTOKOJI BKCIEPTHO-NIPOBEPOUHOM [IPOTOKOJI BKCHIEPTHOM KOMMCCUU
KOMMCCUM APXUBHOTO YyUYpPeXIeHUSI cyna
O T 11 11 N O T 11 11 N

VI3MeHeHMSa B YUeTHHE IOKYMEHTEL apxXrBa BHECEHEHL.

Pa®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna

(mommnmce) (pacumppoBKa NOONMUCH)

<6> IIpu HeoOHapyxenun nen ApxuBHoro ¢onaa Poccuiickoit denepanun.

[Tpunoxenne N 22

K MHCTpYKIMH O MOPSIKEe OpraHU3aluN
KOMILJIEKTOBAHUS, XpAaHEHUS, yueTa

Y UCIIOJIb30BaHUS JOKYMEHTOB
(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

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

YTBEPXIAIO YTBEPXIAIO

[lpencenmaTesib Ccyna

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

(mommnmce) (pacumbpoBka MOONMUCH) (mommnmce) (pacumbpoBka MOONMUCH)

(mara) (mara)

AKT



" " N
InprueMa-Iliepernady apXVMBHBIX
IOJOKYMEHTOR Ha XPaHeHNte

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

(HasBaHMe mnepelaBaeMoro GoHIA)

coaJs,
(Ha3BaHMe cyma)
a IIPUHSAT .
(HauMeHOBaHME oOpTaHM3alUuM, IPUHUMAaKIEY IOKYMEHTEH)
[IpyHMMaeT Ha I'OCYyIapCTBEHHOE XpaHEeHMe IOKYMEHTH 3a T'OIE
Y CIIPaBOYHEIM alrnapaT K HUM:
N HaSBaHI/Ie, HOMED KomuuectBo KomnuectBo HpI/IMe‘Ia
/o OIINCH A€, 9K3CMILIAPOB OIUCH JICII, CANHUIL HUA
JOKYMCHTOB JTOKYMCHTOB XpaHCHUuA
1 2 3 4 5
Toro HNpMHATO
(umdpaMr ¥ OPONMUCHI)
e OMHNLL
XpaHeHUs .
[lepenauy OPOUBBENN: [IpyeM HPOMBBEIM:
(mnoJrxHOCTB) (mommmchb) (pacumdpoBKa (DOJIXHOCTD) (nomnmce) (pacumdpoBKa
TMIOIOINCH) TIOIOIINICH)
(mnara) (maTa)
VI3MeHeHMS B yUEeTHHE IOKYMEHTH BHECEHH.
Pa®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna
(mommmce) (pacumppoBKa MIOLANMUCHK)
(mara)

[Tpunoxenne N 23

K MHCTpYyKIIMM O IOpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHM s, yUeTa

Y UCTOJIBb30BaHUs JOKYMEHTOB
(371EKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX Cy10B OOLIEHN FOPUCIUKIIMU

Crmcok HU3MCHAONINX TOKYMCHTOB



(B pen. [Ipukaza CynebHoro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

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

O HENCIPaBMMHX I[1OBPEeXIEHUIX
APXUBHEIX IOOKYMEHTOB (mara)

HazBaunme m N QoHma
B dboHIe oOOHapyXeHH HOOKYMEHTEHl, I[PM3HAHHBIE HEUCIPaBUMO IIOBPEXIEHHBIMM :

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

i/ N WIa | TOBPEXKICHHBI | JaThl | O JHCTOB | MPUYUHBI aHus
1 XpaHe X CIMHHUI] (6aifT) | MOBpEXKACHH
HuA N | XpaHEHHs 1

1 2 3 4 5 6 7 8

JIToro OOHAPYXEHO HEMCIPABMMO [NOBPEXIEHHBIX

(umdpaMmy M NPONUCHI)

SOVMHVIL, XPaHEeHUA (apXMBHbIX HOKyMeHTOB) .

[lepeunCJIEeHHEIE EeOMHMIEBE XPaHeHUA  (apxXMBHBIE JOKYMEHTHI) IIOIJIeXaT CIMCaHUIO
BBULY :

SxcnepTr <7>:

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

(N ® maTa npmkasa NpencelaTelid Cyla O CHATUM HEUCIPaABUMO [IOBPEXIEHHEIX
APXMUBHEIX ITOKYMEHTOB C yueTa)

PaboTHUK, OTBETCTBEHHEM
3a paboTy apxmBa cyna

(mommmce) (pacumppoBKa IOLANMUCHK)
(maTa)
COTJIACOBAHO YTBEPXIEH <8>
[IpOTOKOJI PKCIEPTHOM KOMMCCUU [IpOTOKOJI PKCIEPTHO-IIPOBEPOUHON
cyna KOMMCCUM APXUBHOTO YUPEXIESHUSI
O T " " N O T " " N

VI3MeHeHUS B y4UeTHHE IOKYMEHTEL apxruBa BHECEHEH.

PaBOTHMK, OTBETCTBEHHBIM
3a paboTy apxmpa cyna

(mopmmnmce) (pacumbpoBka NOONMUCH)

(mara)



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

denepanuu.

<8> ]l TOKYMEHTOB, BKIIFOUCHHBIX B cOcTaB ApxuBHoro (onmaa Poccuiickoit deaeparmm.

Cnucok U3MEHSIOIUX JOKYMEHTOB

[Tpunoxenne N 24

Kk MHCTpYyKIMK 0 IOpsiIKEe OpraHu3aluu

KOMIIJICKTOBAHHA, XPaHCHUSA, YUCTA

1 UCITIOJIb30BAHHA JOKYMCHTOB

(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT

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

(HamMMeHoOBaHME Ccyma)

AKT

IIPOBEPKNM HaJIMUMA M COCTOAHUMA
APXVMBHEIX IOOKYMEHTOB

®oHno N
HazBanue ¢oHIa

o1 09.01.2024 N 1)

YTBEPXIAIO

[lpengcenmaTesib Ccyna

Homepa onmucen

[lpoBepka HNpoBOOMIJIACH C

[IpOBEPKOM YCTaHOBJIEHO:
1. UmcamrTcsa 0O ONMCHAM Hel:

2. BHIABJIEHB TEeXHUUECKME OMUOKU :

2.1. VmMenTcs JIMTEPHHE HOMepa:

B MTOTOBOM 3alMCU

2.2. TlpomymeHO HOMEPOB:

(mommnmce) (pacumdpoBKa MHOOIMCH)
(mara)
1o
eIOVIHUIL XPaHeHMHA.
(koJIMuUecTBO)
a) He yUTeHHBEe B MTOTOBOM BalMCHU eIVHUL XPaHeHUS;
(koJIMuUecTBO)
0) He IepeuMucCJIeHHBle, HO YyYTeHHHE
eIOVHUIL, XPaHEeHMHA.
(koJIMUecCTRBO)
a) He YUTEeHHBEX B MTOT'OBOM 3alucCu eNVHUL XPaHeHMUs;
(koJIMUEecCTBO)
0) He MEePEeuMrCJIEHHBIX, HO YUTEHHEBIX
B UMTOTOBOM 3alMcu eIVHNL XPaHeHUS.
(koJIMUEecTBO)

2.3. Ipyrue, B pes’yjbTaTe dyero o6weMm



YBEJINMUMIICA Ha SOVHNL, XPaHEHUA,

(kOIMUecCTBO)
YMEHBIIMJICS Ha eNVHUI XPaHeHUS.
(KOIMUeCcTBO)
3. UMcamTCsa 0O ONMCAM B pPel’yabTaTe
YCTPaHEeHUs TeXHUUYECKUX OoUMOOK EeNVHUL XPaHeHUS.
(koJIMUEecCcTBO)
4. He okasajioCb B HaJUUUU EeNVHUL XPaHeHUS.
(KOIMUeCTBO)
5. lmeeTcsa B HalIMuMM 10 JaHHOMY GOHOY
(BKJIIOUEHHBIX B OINMCHU) eIVHUI XPaHeHUsd,
(koJIMUEecTBO)
M3 HUX TPpeOyoluX :
a) nmesmHbekuUMn eOVHUL XPaHEeHUS;
(KkOIMUeCcTBO)
0) HOe3MHCEeKLUM eOVHNL XPaHeHU:;
(KONIMUeCcTRBO)
B) pecTaBpaluumu eOVHUI XPaHeHUs;
(koMMUecTBO)
I') HneperjieTta MM HDOIMMBKU eIVHNL XPaHeHUS;
(KONIMUeCcTRBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB eOVHUI XPaHeHUs;
(KONIMUEeCTRBO)
€) CHATHMA C ydeTa BBUIY HEMCIPaBMMEX [IOBPEXISHUM e OMHULL
(KkONIMUeCcTBO)
XpaHeHUS ;
X) MNPOBeIEeHUS MUTPaLUMA
(OJ18 DJIeKTPOHHEIX ITOKYMEHTOB
Ha Oousnuecky 000COBOJIEHHEIX HOCUTEJIIX) eOMHNILL XPaHEeHM.
(KOIMUeCcCTBO)
6. lVMeeTcsa He BKJIOUEHHBIX B OIMCHU eIVHNL XPaHeHUS.
(KkOJIMUYeCcTRBO)
7. UToro mo maHHOMY QOHOY (BKJIIOUEHHBIX M He BKJIIOUEHHBIX B OINMUCH) ,
VMEKRIMXCS B HAJUUUU ENVHUL XPaHeHUs .
(koJIMuecTRBO)
8. XapakTepuCTMKa YCJIIOBUM UX XPaHEHUS.
OTpuLlaTeJIbHEIE SBJIEHUS B COCTOSHUM U YCJIOBUSAX XPaHEHUS.
[lpoBepKy NPOU3BOONIIN:
HammvmeHOBaHMe
IOOJDKHOCTEM
PabOTHMKOB
(mommmce) (pacumppoBKa IOLANMUCHK)
(maTa)

[Tpunoxenne N 25

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3alUN
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCTOJIb30BaHUs JOKYMEHTOB



(3NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(enepanbHbIX CyA0B 00LIEH IOPUCAUKINN

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

(HaMMeHOBaHUE Cy1a)
AKT
" " N

O BbIAA4Y€ apXHUBHBIX
JOKYMCHTOB BO BPCMCHHOC
II0JIB30BaHUC

(HaMMEeHOBaHKME OpTraHU3aIINN)

(ouTOBBIN aapec)

OcHoOBaHue

Llenp BbIIAYM
JIOKYMEHTOB

Brimarores cneayromuye e1MHULBI XPaHEHUS U3

dbonga N
(Ha3BaHue)
N | Omucse Enuanna 3arojgoBOK KomunuecTBo [Ipumevanus
n/m N xpaHeHus N | eAMHUIIBI XpaHEHUS | JTUCTOB (OaiT)

1 2 3 4 5 6




Bcero
BBIIAETCS €JIMHHIL] XPAHECHUS

(mdpaMu ¥ IPOTIUCHIO)

OOIIMM KOJIMYECTBOM JINCTOB
(6aifT)

(TmudpaMu ¥ IPOTIHCHIO)

Ha
CpOK

Z[OKYMGHTI)I BbIAAHBI B YIIOPAJOYCHHOM COCTOAHHUH, IIOAIOUTHBI, B 06J'I0>I(KaX, C
IIPOHYMCPOBAHHBIMU JINCTAMU U 3aBCPUTCIbHBIMU HAAIIUCAMMU.

JIOKyMEHTBI BbLAA:

Pa0boTHUK, OTBETCTBEHHBII 3a
paboTy apxuBa cya

(monmucek) (pacmudpoBka
HOJIITKCH)
(nata)
HauanpHuK oTnemna
JIEONPON3BOICTBA (0OIIIETO
oTzena) cyna
(monmucek) (pacmudpoBka
HOJIIKCH)

(marta)

[Tonyuatens 00s13yeTcs HE TNPENOCTaBIATh JOKYMEHTHI, IIOJTyYE€HHBIE BO
BPEMEHHOE MOJIb30BaHUE, IS MPOCMOTPA, MPOCITYIIMBAHUS WIM HCIOJIb30BaHUSA
OPYTHUM OpraHU3alMsM W ITOCTOPOHHUM JIMIIAM, HE BBIAABATh IO HUM KOIIH,
BBITIMCOK M CIIPABOK, HE MPOM3BOJIUTh M3BATUS KaKUX-THOO YacTel M3 BBIIAHHBIX
JIOKYMEHTOB, HE NyOJWKOBaTh JOKYMEHTBl 0€3 pa3pelieHuss OpraHu3alvi,
BBIIaBIICH JOKyMeHTHL. [lodydaTenb mnpenynpexiaeH o0 OTBETCTBEHHOCTH 3a
yTpaTy WM TIOBPEKJICHUE BBIJAHHBIX JIOKYMEHTOB B COOTBETCTBUU C
3aKkoHOAAaTeIbCTBOM Poccuiickoint Denepanuu.

[TonyuaTens 00s13yeTCsl BEpHYTh JOKYMEHTHI B apXUB B YKAa3aHHBIN B aKTE CPOK.



JIOKYMEHTBI PUHSLI:

HanMeHoBaHuE NOKHOCTH
pa6OTHI/IKa OopraHu3alymn-

noJIyJartesst
(moamuck) (pacmudpoka
MO/ITTHCH)
(mata)
JIOKyMEHTBI cliai:
HanmeHnoBanue nomKHOCTH
paboTHUKA OpraHU3alun-
noJryqartesst
(monmucek) (pacmudpoBka
HOJIIKCH)
(mata)
JIOKyMEHTBI IPHUHSLIT:
Pa0boTHUK, OTBETCTBEHHBIH 3a
paboTy apxuBa cyna
(monmucek) (pacmudpoBka
HOJIIKCH)
(marta)
[Tpunoxenue N 26

K MHCTpyKIMM O MOpsiAKEe OpraHU3alun
KOMIUICKTOBAHUs, XpAHECHUS, ydeTa

Y UCIIOJIb30BAHMS JJOKYMEHTOB
(2NEKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX CyA0B 00IICH IOPUCAUKINN

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

YTBEPXAIO

(HauMeHOBaHMeE Cy/1a)



[Ipencenarens cyna

AKT
ll_ll N
KOHBEPTALIMU JIEKTPOHHBIX (monmuce) (pacuudpoBka
ApXUBHBIX JOKYMEHTOB TIO/ITTHUCH )

(mata)

B CBS3M C HEBOBMOXHOCTBI BOCHPOMBBEIESHUS, MCIOJb30BaHUA BSJIEKTPOHHBIX
APXUBHEIX HOOKYMEHTOB B dopMaTrax, B KOTOPHX OHM OBUIM MNPUHSTH Ha apPxXMBHOE
XpaHeHUe, ObUla NpoM3BelleHa KOHBEPTALMA:

(maTa MM nNepuon BPEeMEeHU)




ApxuB | 3aronoBok k | Mcxomanoe | Mcxonubl | Ucxonnas | Ucxomausl | Ucxonusl | Haumenos | Jlatam | KonTpons | O6beMm (B | Dopmart d.1N.0.
HBI | TEKCTY, JjaTa | HAUMEHOB | € JaTa U | KOHTPOJIb | ¥ 00beM | i (hopmar aHue BpeMs Has OaifTax) ¢aiina | paboTHUKA
mudp u aHue BpeMs Hast (B daiina daiina | mocinegHe | cymMma daiina | 2IEKTPOH ,
peructpanuo | Qaitna | mociaeaHe | cymma 0aifTax) | 3JIEKTPOH | AJIEKTPOHH ro (xem- | ANEKTPOH HOTO BBITIOJIHUB
HHBIN HOMED | 3JIEKTPOHH ro (xem- daiina HOTO oro U3MEHEHU | CYyMMA) HOTO | IOKYMEHT 1Iero
JTOKYMEHTa oro W3MEHEHU | CYMMAa) | AJICKTPOH | JOKYMEHT | JOKyMeHTa | 5 (aitna ¢aiina | AOKyMEHT a KOHBEpTAILl
JTOKyMeHT | s ¢aiinma | aitna HOTO a 3JIEKTPOH | BJIEKTPOH a U0
a AJIEKTPOH | 3JIEKTPOH | JOKYMEHT HOTO HOTO
HOTO HOTO a JTOKYMEHT | JIOKYMEHT
JIOKYMEHT | IOKYMEHT a a
a a
1 2 3 4 5 6 7 8 9 10 11 12 13




VIcXOnOHEIE @aﬁnm OJIEKTPOHHBIX aPXMBHEIX IOOKYMEHTORB COXPaHEHEH.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(moamuck) (pacmudpoBka
TIOJIITHACH )

(mata)

[Ipunoxenne N 27

Kk MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

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

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8B pen. IIpukazos Cynebnoro nenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1, ot 29.05.2024 N 124)

KHUT'A BHJIAUNM EIVHNI XPAHEHNMA BO BPEMEHHOE IIOJIE3OBAHVE

HauaTa

OkxOHUEeHa

@opma TUTYJIBHOI'O JIMMCTa KHMI'V BbBIOAYM OEJI

N HaumenoBanue Jata | Komy BbIIaHoO, Hara [Iprumeyanus
n/n (HOMED) BBIJIaUM | C KAKOW LIEJIbI0 | BO3Bpara
BBIJIAHHOTO Jena
JIOKYMEHTa
1 2 3 4 5 6
WToro B Tony BBIIODAHO M3 XpaHwmnuma N

(uMbpaMy M NPONUCHI)
eNVHUL XPaHeHMUs.

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmupa cyzna
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(mopmmnmce) (pacumbpoBka NOONMUCH)
(mara)
[Tpunoxenne N 28
K MHCTpyKIIMM 0 OpsiiKE OpraHu3auu
KOMIUIEKTOBAHHUSI, XPAHEHUS, yUeTa
Y UCIIOJIb30BAHMS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
dbenepabHBIX CyI0B OOIIEH IOPUCTUKITIT
Cnucok U3MEHSIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosuom Cyne PO
ot 09.01.2024 N 1)
(HaMMEeHOBaHUE CY/a)
JINCT UCIIOJIbB3OBAHUA JOKYMEHTOB
doun N Onuce N Enununa xpanenus N
ara Komy Xapakrep N [Toanuce
WCTIOJIb30B |  BBIJIAHO: HCIIOJIb30BAHUS UCIIOJIb30BaHH Juua,
aHus hammnus, (komupoBaHue, BIX JINCTOB WCIIO0JIb30BAB
WHUIIMAIIBI BBITIMCKH, TPOCMOTD) LIEro JIeJI0
(pa3bopuuBo
1 2 3 4 )

[Tpunoxenne N 29
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K MHCTpyKIIMM O NOpsJIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XPaHEHM S, y4eTa

Y UCIIOJIb30BAaHMS JOKYMEHTOB
(2NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 0O0LIEH IOPUCAUKIINN

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

(HaMMEHOBaHHE Cy/a)

KAPTA-3AMECTUTEJIb EAHULIBI XPAHEHUA

BBIIAHO
®onpg | Omucs N | Enunawnna Komy Hara |Iloagmuce | JlaTta ITonmmmc
N xpaHeHust N BBIJIAYH BO3Bpara b
1 2 3 4 5 6 7 8
[Tpunoxenne N 30

K MHCTpyKIMM O MOpSAKE OPraHU3alun
KOMILUIEKTOBAHUS, XpAHEHUS, yueTa

Y UCIIOJIb30BAaHMS JOKYMEHTOB
(2NEKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX Cy0B OOIIEH IOPUCIUKIINH

CHucoK U3MEHSIIONINX JOKYMEHTOB
(B pen. [Ipukaza CynebHoro nenapramenta rpu Bepxosuom Cyne PO
or 09.01.2024 N 1)



IITAMII
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"KOIIMA BEPHA" JIA1 3BABEPEHU A COOTBETCTBUA KOITMU CYAEBHOI'O
AKTA IIOJJIMHHUKY

"Konus BepHa"
MOJMUCH CYJIbU

HanmenoBanue 10KHOCTH

YIOJHOMOYEHHOTO pabOTHHKA ammapaTa
dbenepanrbHOTO Cy1a 00IIeH FOPUCIUKIINH

(moamucey)

(mHUIIAATEI, hamMuTHs)

20 T

[Tpunoxenne N 31

K MHCTpyKLIMM O MOPSiIKE OpraHU3aluN
KOMILICKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHMS JOKYMEHTOB
(3JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepabHBIX CYyI0B OOIIEH IOPUCTUKITTT

Cnucok U3MEHSIOMNX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro nenapramenTa npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

_ OBPA3ELl HAKJIEMKA
C 3ABEPUTEJIbBHOM HAZINTMCBIO, UCTIOJIb3YEMOM ITPU OPOPMJIEHNN
3ABEPEHHBIX KOITMI CYJIEBHBIX AKTOB

FOPUCAUKIIUU

HaumenoBanue denepanpHoro cyaa ooriei

eYaThio JINCTOB
MOJIHNCH

[IpoHymMepOBaHO U CKPEIIEHO
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[Tpunoxenne N 32

K MIHCTpYKIIMU 0 MOPSJIKE OpraHU3aluN
KOMIUIEKTOBaHUS, XpaHEHHUs, yUeTa

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

Cnucok U3MEHSIOMNX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenta npu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

HpencenaTenm Cynoa

oT

(®.1.0., mpoleccyaJibHOE IIOJIOXEeHUE,
IOaHHBEE IOOKYMEHTa, YIOOCTOBEpPAMIEIO
JIMYHOCTBb ¥ IIOJIHOMOUYMS)
NpoXMBawIEro 10 agpecy:

HOMEPp KOHTAaKTHOI'O TeyedoHa:

3asaBJieHue
O BHIAUYE KONUM CyIeOHOT'O akKTa

1. Ipoumwy BHIATbL MHE KOIMIO (MM) CyIeOHEIX aKTOB

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

HNomnmuce/®.1M.0. (pacumbpoBaTh) :

non 20__ .

2. Kommo CcymeOHOTO akKTa [IOJIYyUNMII

(®.1.0. m nomnmuchb JmMia, I[IOJIyUMBUIETO
KOMNMIO, HOaTa BbIOAYM KOIIMM)

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

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

Y UCIIOJIb30BAaHMS JOKYMEHTOB
(2NIEKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX CyA0B 0O0LIEH IOPUCAUKIINN

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

[lpencemarTeno cyna

oT ,

(®.1.0., mpoleccyaJibHOE IIOJIOXEeHUE,

IOaHHBEE IOOKYMEHTa, YIOOCTOBEpAMIEIO
JIMYHOCTBb ¥ IIOJIHOMOUYMS)

IIPOXMBAKILEI'O IO azmpecy:

HOMEPp KOHTAaKTHOI'O Teﬂe@OHaZ

3asaBJieHue
O BHDAYE KONMUM AYyIMOBANMUCKU CyIebHOTO RacermaHmsa

1. Hpowy BHOATH MHE KON (MM) ayIMOBanucK CyHeOHOTO 3acemaHusa IO Iejly

Nomnuce/®.M.0. (pacumbpoBaTh) :

" " 20 .

2. OJIeKTPOHHBIM HOCUTEJNb MHbOpMaLUMM HpUIlaraeTCs.

3. Konwuio SJIEKTPOHHOT'O HOCHUTEJIA II0OJIYUNMJL

(®.M.0. m mommmchb Jula,
MOJIYUMBIIETO KOIMIO, OAaTa BHIAUN
KOIMM)

4. Bplman
(moxHocTs, ®.M.0., nommmch paboTHMKA alllapaTa Cyha, BbIaBIEIO
BJIEKTPOHHEIM HOCUTEJIb, IaTa)

[Tpunoxenue N 34

K MHCTpYyKIIMM O IOpsiIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHUS, yUeTa

Y UCTOJIB30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
(denepanbHbIX Cy10B OOLIEN FOPUCIUKLIINU

Crmcok HU3MCHAONINX TOKYMCHTOB
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(B pen. [Ipukaza CynebHoro nenapramenta rpu Bepxosuom Cyne PO
ot 09.01.2024 N 1)

(HauMeHOBaHMeE cyna)

AnpecartT

(MoYTOBEIM aIpecC, MHIOEKC)

(Tenedon, odaxc)

(ampec BJEKTPOHHOM IIOYUTH)
APXVBHAA CIIPABKA

N

(mara)
Ha N oT

TekcT

OcHOBaHMeE :

[lpencemaTens cyna
(MHOEe YIMOJIHOMOUEHHOEe JIMIIO)

(mommmcso) (pacumppoBKa MIOANMUCHK)
(meuaTs)

VICTIOJIHUTEJIb

(pamMmnmsa, MHMIUMAJE, HOMep TejieQoHa)

[Tpunoxenne N 35

K MHCTpyKIIMK O IOpsi/IKe OpraHu3aluu
KOMIUIEKTOBaHUS, XpPaHEHUS, yUeTa

Y UCIOJIb30BaHUs JOKYMEHTOB
(2NEeKTPOHHBIX TOKYMEHTOB) B apXHUBax
denepanbHBIX CyA0B 001 IOPUCANKINN

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

(HauMeHOBaHUE CY/a)



XYPHAJI
PErucTpalnyy BbIAAHHBIX KOIIUH, BBIITUCOK, TOKYMEHTOB

104

N ABTOD Hatrau |Conepx | Ha3panue Harawu | Pacnuck | [Ipume
I/I | 3ampoca, |perucTpany | aHue | BBIJAHHOTO | perucTpar aB YaHUS
UCXOIAIINM | OHHBIA | 3ampoca | JOKYMEHTA | MOHHBIA | MOJIY4YEH
HOMED, HOMED (xomus, HOMED WU WU
naTa, aapec, | 3ampoca BBINKMCKA, | BBIIAHHOT | J1aTta
HOMED CIIpaBKa U 0 OTIIPaBK
TenedoHa JIpyroe) | IOKyMEHTa u
1 2 3 4 5 6 7 8
[Tpunoxenne N 36

K MHCTpyKIIMU 0 IOpSIIKE OpraHU3aLu
KOMIUIEKTOBAHHUSI, XpAaHEHUsI, y4eTa

1 UCIIOJIBb30BaHHA JOKYMCHTOB

(2JIEKTPOHHBIX IOKYMEHTOB) B apXHBax
dbenepanbHBIX CYyI0B OOIIEH FOPUCTUKITHH

Crnucok U3MEHSAIOIMX JOKYMEHTOB

(8B pen. IIpukaza CynebHoro nenapramenTa npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

(HauMEeHOBaHMeE Cy/1a)

KAPTOYKA ITOCTEJIJTAXXHOI'O
TOITOI'PAOUYECKOI'O
YKA3ATEJIA

CTEJUIAXK N

APXMBOXPAHUJINILE N
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[xad N Iloaxa N ®oua N | Onuck N | Enunun xpanenust | [Ipumevanus
cN
mo N
1 2 3 4 6
[Ipunoxenne N 37

K MHCTpyKIIMM O MOpsAJIKE OpraHu3aluu
KOMIUIEKTOBaHUS, XpaHEHHUs, y4eTa
Y UCIIOJIb30BAHUS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
(denepanbHBIX CyI0B OOLIEH IOPUCIUKIINU

Cnucok U3MEHSIOMNUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro aenapramenTa npu Bepxosuom Cyne PO

ot 09.01.2024 N 1)

(HauMeHOBaHHE Cy/1a)

KAPTOYKA ITO®OHJOBOI'O
TOIIOI'PAOUYECKOI'O
YKA3ATEJIA

®OHJI N

HasBanue donna

APXNBOXPAHWJINIIE N

Onuce

Enunun xpanenus

Cremmax

[Mxap N

Ilonmka N

[Ipumeuanu
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N cN N s
mo N
1 2 3 4 5 6
[Ipunoxenne N 38

K MHCTpYyKIIMK 0 IOpsiIKe OpraHu3aluu
KOMILIEKTOBAHUS, XpaHEHUS, yueTa

Y UCIIOJIb30BaHMS JOKYMEHTOB
(2MEKTPOHHBIX IOKYMEHTOB) B apXHUBaxX
denepanbHBIX CYyI0B OOIIEH IOPUCTUKITNH

Cnucok U3MEHSIOIUX JOKYMEHTOB
(8B pen. IIpukaza CyneOHoro nenapramenta npu Bepxosauom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAI
(HaMMeHoOBaHME Ccyma)
AKT l[lpencenmaTens cyna
"_" N
(mommmce) (pacumdpoBka MNOOIMCH)

npueMa-Iepenadm apxMUBHEX
IOOKYMEHTOB CyIa INpHU (maTa)
CMeHe mpemcemaTensd cyna

HasBaume u N dboHma <9>
B cooTBeTCTBMM C NPUKA3ZOM N
nepenaJsni,
(©.1.0. nepenamoumero) (©.1.0. npmHMMAaKILETO)
NPUHAJ B IIPUCYTCTBUM KOMMCCUM, OOPa30BaHHOM Ha OCHOBAHMM INAHHOTO IIpMKasz3a,
IOOKYMEHTE apxXuBa 3a

(Tomer)
)z cnpaBqumﬁ arriapaT K HMM
N n/n | Ha3Banue, HOMEp ONUCH e, KommuecTBo KommuecTBo [Ipumeuanus
JOKYMEHTOB AK3EMIUISIPOB €JTUHUI]
OITHCH JIEI, XpaHEHHUs
JIOKYMEHTOB
1 2 3 4 5

VToro HOpMHATO SOVMHVL, XPaHeHMA, B TOM UYMCIIE:
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(umbpaMy M MNPONMUCHIO)

Ha OyMaxHOM HOCHUTeJie eOMHUL XPpaHeHUd,
(umbdpaMm M HOPONMCHIO)
BJIEKTPOHHEIX eOVHUL XPaHeHUd,
(umbpaMy M NPONMUCHIO)
u onuceu B SK3eMIJIgpax.
(urdpaMy M HOPONMCHIO) (urbdpaMy M HNPONMCHIO)

CocTogHME OOKYMEHTOB U ONMCEN:

(obmas xapaKTepucTMka COCTOSHUSA)

OODHOBPEMEHHO IepenanTcd

(Bum (el) M COCTap CIPaBOUYHOT'O allapara, ero oOBbeMH
M COCTOSHUE)

CocTosHME NOMEUIEHMM apxXmBa

(oBbmasa xapaKTepUCTUKA COCTOSHUS)

Hanmmume M coCcTOAHME OOOPYyIOBaHMSA UM MHBEHTApPS

(obmasa xapaKTepUCTUKA
COCTOSHMA)

[lepenas:

(bamMunvs, WHMLIVAJIEL) (mommmcso) (maTa)
[MpmHA:

(bamMunvsg, WVHMLIVAJIEL) (mommmce) (maTa)

[lpengcenaTesyib KOMUCCUM @

(bamMmunvss, MHMLIMAJIELL) (mommnmce) (mara)

UJjIeHBEl KOMMUCCUM :

(bamMmunuss, MHMLIMAJIE) (mommnmce) (mara)

<9> [Ipu nepenaue ABYX W OoJiee apXUBHBIX (POHJIOB TAOJIMYHAS YaCTh aKTa pa3zeiiieTcs Ha
Mo/Ipa3/ieNbl, COOTBETCTBYIONME (HOHAAM, HA3BaHUS TOJPA3ICIIOB COOTBETCTBYIOT HOMEPY H
HaMEHOBaHUIO (POHJIOB.



