CYJAEBHBIN JAEMNAPTAMEHT ITPM BEPXOBHOM CYJIE
POCCUUCKOU ®EJEPAIINN

ITPUKA3
ot 19 mapta 2019 r. Ne 56

OB YTBEPKJIEHUU UHCTPYKLINHN
O TTOPSIIKE OPTAHU3ALINM KOMILJIEKTOBAHUS, XPAHEHMSI, YYETA
U UCNOJIb30BAHUS JOKYMEHTOB (3JIEKTPOHHbBIX JOKYMEHTOB)
B APXHUBAX ®EJEPAJILHBIX CYJOB OBIIEIl IOPUCIUKIIAU

CIrcoK U3MEHSIOIINX TOKYMEHTOB
(B pen. I[Ipukazor CynedHoro nenapramenTa npu Bepxosuom Cyne PD
ot 16.07.2019 Ne 147, ot 14.06.2022 Ne 97, ot 09.01.2024 Ne 1,
ot 29.05.2024 Ne 124)

B cootBerctBun ¢ ®denepanbHbiM 3akoHOM oT 8 sHBaps 1998 1. Ne 7-@3 "O CyneOHOM
nenaptamenTe nmpu BepxoBaoM Cyne Poccmiickoit denepanun’ mMprKa3bIBao:

1. YTBepauth npunaraemyro MHCTPYKIIUIO O MOpPSIKE OpraHU3alMy KOMIICKTOBAHMUS, XPAHEHMUS,
y4eTa ¥ UCIIOIb30BaHUs JOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) B apXHBax (elepalibHBIX CYI0B 00IIeH
ropucauknnu (gamee - MHCTpyKINs).

2. IlpencemarensiM KacCallMOHHBIX CYZOB OOIIEH OPHCIWKINH, AINeUIAIHOHHBIX CYAOB OOIIen
IOPUCIUKIINHN, BEPXOBHBIX CYZOB peCIyOIHK, KPaeBBIX M 00JIACTHBIX CYI0B, CYA0B FOpPoA0B (heaepaabHOTo
3HA4YEHUs, CYZ0B aBTOHOMHOW 00JIaCTH ¥ aBTOHOMHBIX OKPYTOB, palOHHBIX, TOPOACKUX U MEXPAHOHHBIX
CYJOB OpPraHM30BaTh W3yYeHHE Ha3BaHHOW MHCTPYKUMHU U 0OECHeunTh e MPUMEHEHHE B MPaKTHYECKON
JIEATEIbHOCTH.

3. [Ipu3HaTh yTPATUBIINMU CUITY:

npuka3 Cynebnoro aenapramenta rnpu BepxoBHom Cyne Poccuiickoit @enepauun ot 28 nexaOpst
2005 r. Ne 157 "O06 yrBepxknennn MHCTpyKIMK O MOpsiKe oTOOpa Ha XpaHEHUE B apXHB (erepaTbHbIX
CyZIOB 00IIeH IOPUCIUKIIUN JOKYMEHTOB, UX KOMIUIEKTOBAaHUS, y4eTa U UCIOIb30BaHU";

npuka3 CynebHoro nenapramenra npu BepxoBHom Cyne Poccuiickoit @enepammu ot 28 aBrycra
2007 1. Ne 102 "O BHeceHnu u3MeHeHWH B MHCTpyKIuio o mopsiike oTOopa Ha XpaHEHHE B apXUB
(henepanbHBIX CY0B OOIIEH IOPUCAUKIINN TOKYMEHTOB, UX KOMIICKTOBAHHUS, YU€Ta U HCIIOIb30BaHUS";

npuka3 Cynebnoro aenapramenta rnpu BepxoBHom Cyne Poccuiickoit @enepanun ot 22 nexaOpst
2011 1. Ne 234 "O BHeceHnu u3MeHeHWH B MHCTpyKnuio o mopsiike oTOopa Ha XpaHEHHE B apXUB
(henepanbHBIX CYA0OB OOIIEH IOPUCIUKIINN TOKYMEHTOB, UX KOMIICKTOBAHHUS, YU€Ta U HCIIOIb30BaHUS";

npuka3 CynebHoro aemnapramenTa npu BepxoBHom Cyne Poccuiickoit denepanmu ot 27 nexadps
2012 1. Ne 246 "O BHeCeHUU M3MCHECHUH U JIOTIOIHEHUH B IHCTPYKIIHIO O TOPsIKe 0TOOpa Ha XpaHCHHE B
apxuB (QenepanbHBIX CyZOB OOLIEH MOPUCOUKIMHM JOKYMEHTOB, HX KOMIUICKTOBaHMSA, y4yeTa U
HCITOJI30BaHUA";

npuka3 CynebHoro aenapramenta rnpu BepxoBHom Cyne Poccuiickoit @enepanun ot 30 nexabpst
2013 1. Ne 265 "O BHeceHHMHU H3MEHEHUH U JIOTIOTHEHWH B IHCTpYKIHIO 0 TTOpsIKe 0TOOpa Ha XpaHeHHE B
apxuB (QenepasbHBIX CyZOB OOLIEH MOPUCOUKLIMM JOKYMEHTOB, HX KOMIUIEKTOBaHMSA, y4eTa U
WCIIOJIb30BaHUA".

I'enepanbHbIi TUpPEKTOP
ABI'YCEB



YT1BepxaeHa

npukazoMm CyaeOHOro nenapraMenTa
npu Bepxosnom Cyne

Poccuiickoit @enepannn

ot 19 mapra 2019 . Ne 56

WHCTPYKLUS
O MOPSIJKE OPTAHU3ALIUM KOMILTEKTOBAHUSI, XPAHEHUSI, YYETA
1 UCNOJIb30BAHUSI JOKYMEHTOB (3JIEKTPOHHbBIX JOKYMEHTOB)
B APXHUBAX ®EJEPAJILHBIX CYJOB OBIIEI IOPUCIUKIIAU

CIrcoK U3MEHSIOIINX TOKYMEHTOB
(B pen. I[Ipukazor CynedHoro nenapramenTa npu Bepxosuom Cyne PD
ot 16.07.2019 Ne 147, ot 14.06.2022 Ne 97, ot 09.01.2024 Ne 1,
ot 29.05.2024 Ne 124)

1. O01mue mo10:xKeHus

1.1. MHCTpYKIMS O MOpPSIIKE OpraHU3allii KOMIUIEKTOBaHMs, XpaHEHHs, y4eTa U HCIOJIb30BaHUS
JOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) B apXuBax (ellepalbHbIX CYJOB OOLIeH IopucAuKInY (nanee -
WHeTpykuuns) sBiSeTCS HOPMATHBHBIM — aKTOM, pa3pa0OTaHHBIM Ha OCHOBaHMHM  (hefepanbHBIX
KOHCTHTYIIMOHHBIX 3aKOHOB oT 31 mexabpst 1996 r. Ne 1-OK3 "O cyzaebHoii cucteme Poccuiickoit
Denepanun”, ot 7 gpespains 2011 r. Ne 1-OK3 "O cyapax obweit ropucaukiun B Poccuiickoit depepanun”,
(henepanbHbIX 3aKOHOB OT 8 siHBaps 1998 r. Ne 7-d3 "O CynebHoMm nenapramente rmpu Bepxosaom Cyne
Poccuiickoii ®enepanuu", or 29 nexabps 2015 r. Ne 382-®d3 "OO6 apbOurpaxe (TpererckoM
pasbuparenscte) B Poccuiickoit denepauun", ot 22 oktsaops 2004 1. Ne 125-D3 "O6 apxuBHOM J1ieiie B
Poccwuiickoit @enepanun”, IlpaBnn opraHn3zaluy XpaHEeHHs, KOMIUIEKTOBAHUS, YUETa M MCIIOJIB30BAHUS
JIOKyMeHTOB ApxuBHOro Qonna Poccuiickoit ®enmepanuu W JAPYrHX apXUBHBIX JOKYMEHTOB B
TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpaBICHHS M OPTraHU3alUsaX, YTBEPXKIACHHBIX
npukazom DenepansHOro apxuBHOro areHrcrsa ot 31 mrons 2023 r. Ne 77 (manee - IlpaBuma Ne 77),
HHcTpyKuuu 1o cyie6HOMY J1€7I0TIPOU3BOICTBY B PAiOHHOM CYJIe, YTBEpKIeHHOI nmpuka3zoM CyneGHoro
nenapramenta npu BepxoBnom Cyzae Poccuiickoit @enepaumu ot 29 ampenst 2003 r. Ne 36 (manee -
Unctpykuus Ne 36), MHCTpyKUMU 10 cyaeOHOMY IEJIONPOU3BOJICTBY B BEPXOBHBIX CyJax peciyOJIuK,
KpaeBbIX M OOJIACTHBIX CYAaxX, CyJax ropofoB (enepajbHOro 3HaYeHMs, CyAax aBTOHOMHOH o0iactu u
ABTOHOMHBIX OKpYIOB, yTBepkJeHHoW mnpuka3zom CyaeOHOro aemaprameHta npu BepxoBaom Cyne
Poccwuiickort ®enepanun ot 15 gexabps 2004 r. Ne 161 (manee - Mactpykmus Ne 161), MacTpykimm mo
CyneOHOMY IeNONPON3BOACTBY B KaCCAllMOHHBIX CyAax OOIIeH IOPUCIMKLUH, YTBEPKACHHON MPHUKA30M
Cynebnoro aemnapramenta npu BepxosHoM Cyne Poccuiickoit ®enepanuu ot 1 okTsi0ps 2019 1. Ne 224
(manee - Muctpykuus Ne 224), MHCTpyKIMHU 10 cyAeOHOMY AETONPOU3BOJCTBY B ale/UISILIMOHHBIX CyJax
o0mmIeil IOpUCOUKINYN, YTBepKIeHHON mpukazoMm CynebHoro apemaprameHta npu BepxoBaom Cyme
Poccuiickoit @enepaunu ot 1 okTs0ps 2019 r. Ne 225 (manee - Unctpykums Ne 225), u npyrux
HOpPMaTHBHBIX ITPABOBBIX aKTOB.

(B pen. [Ipukazos CynebHoro nenapramenta rnpu Bepxosaom Cyzae PO ot 14.06.2022 Ne 97, o1 09.01.2024
Ne 1)

1.2. Hacrosimas MHCcTpyKIMs pa3paboTaHa B mesX 00ECIEUCHUs SUHOTO MOPSIKa OPraHnu3aluu
KOMITJICKTOBaHHS, XpaHEHHS, Yyd4eTa ¥ HCIOJNb30BaHHA JOKYMEHTOB (DJEKTPOHHBIX JOKYMEHTOB)
KaCCAIlMOHHBIX CYJIOB OOIIeH IOPHUCAMKIINM, aNeIUISIUOHHBIX CYJIOB OOIIeH FOPUCIAHUKIIMU, BEPXOBHBIX
CYIOB pecrlyOJHMK, KpaeBbIX W OOJACTHBIX CYAOB, CYAOB TOpPOAOB (eAepalbHOro 3HAYCHUS, CYAOB
ABTOHOMHOMW OOJIACTH Y aBTOHOMHBIX OKPYTOB, PaifOHHBIX, TOPOACKMX M MEXPaWOHHBIX CYJIOB (1aiee -
CYIIBI, CYJT), & TAKXKE OTPEJICIISCT MPaBHIa:



COCTAaBJICHUA HOMCHKJIATYPBI JCJI Cyaa,

COCTABJICHHSI OTHCEH N (OMUCEH AIEKTPOHHBIX nen <1>) cyma, cyneOHBIX KOJUIETHH, CyIeOHBIX
COCTaBOB, CTPYKTYPHBIX TIOJIpa3/ICICHAN Cy/Ia;

<1> DReKTpPOHHOE JETIO - AICKTPOHHBIN TOKYMEHT MM COBOKYITHOCTH 3JICKTPOHHBIX JOKYMEHTOB U
METaIaHHBIX K HUM, CHOPMUPOBAHHBIE B COOTBETCTBUH C HOMEHKIIATYPOU JIeII.
(cHocka B pen. [Ipukasa CyneoHoro aemapramenta npu Bepxosaom Cyne PO ot 29.05.2024 Ne 124)

MPOBEIEHHSI SKCIEPTHU3bI IEHHOCTH JOKYMEHTOB M Pa0OThI 3KCIIEPTHOW KOMUCCHH CYAa;
odopMIIeHHS CyICOHBIX JIENI U HHBIX JTOKYMEHTOB K MOCJIEYIONIEMY XpaHEHHUIO B apXHUBE CYy/Ia;
nepeaayn aei (3MEKTPOHHBIX JIe) B apXUB CYy/a;

0TOOpa JOKYMEHTOB Ha YHUYTOKEHHE;
(8 pen. IIpukaza Cynebnoro nenmapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

BEJICHU y4eTa apXUBHBIX JeN <2>;

<2> ApxuBHOE 1ey0 (ApXMBHBIH JOKYMEHT) - O(OPMIICHHOE B COOTBETCTBUH C TPEOOBAHUSIMU
Hacrosimed MHcTpykumm Jeno  (cyaeOHOe  7eno, TpPOW3BOACTBO, MaTepual, Jeino  OOIIero
JeJIOTIPOM3BOJICTBA, JIEJIO 0 JMYHOMY COCTaBY M APYTHE HOKYMEHTHI CyZa), NepelaHHOe Ha XpaHEHUE B
apxuB CyJia, B TOM YHUCIIE B 3JIEKTPOHHOH (hopme.

MIPOBEPKHU HAJIMUMS U COCTOSHUS apXUBHBIX JIET;

OpraHu3aliy NCIOIb30BaHHs aPXUBHBIX €T,

o0ecrieyeHns] COXPaHHOCTH apXUBHBIX €T,

nepelauy apXUBHBIX 1€ HA XpaHEHHE B TOCYJapCTBEHHBINA apXUB.

1.3. 3amaun u QyHKIIUU apXHUBa Cy/1a OMPEACISAIOTCS TOJI0XKCHUEM, YTBEPIKIACMbBIM TIpeceIaTesIeM
cyna.

1.4. Ilpukazom (pacropspKeHHeM) MpejiceiaTeNs Cyaa Ha3HavyaroTCs paOOTHUKH, OTBETCTBEHHBIE 32
paboTy apxuBa cyja.

1.5. JelictBue HacTosied MHCTpyKIMKA HE paclpOCTPaHIETCs] HA OPraHU3alUi0 KOMIUIEKTOBAHUS,
XpaHEHHUs, YydeTa U UCHOJb30BaHMA JOKYMEHTOB, COJEp)KalllUX CBEACHHUS, COCTaBJISAIOIINE
rOCYJapCTBEHHYIO TalHY.

1.6. CormacoBanmue (yTBEpKIeHIE) HOMEHKIATYPHI JIEN Cy/a, OMHICEH e, TOKYMEHTOB Cy/ia (Janee
- ONUCH JEN), ONHCEH AJIEKTPOHHBIX JOKYMEHTOB M JAPYIHMX JOKYMEHTOB C 3KCIIEPTHO-TIPOBEPOYHOMN
KoMHccuel QeaepalbHOrO TOCYAapCTBEHHOTO apXyBa MM YIOJHOMOYEHHOT'O OpraHa MCIOJHUTENBLHON
Brnactu cyOwpekta Poccuiickorr ®demepanmu B obmactm apxuBHoro aena (mamee - OIIK apxuBHOTO
YUPEXKACHUs)  OCYLIECTBIACTCS  CyJaMH,  BBICTYHNAIOIIUMH  HCTOYHMKAMHM  KOMILIEKTOBAaHHS
rOCYJapCTBEHHBIX apXHUBOB, TM0O MPH HAJTMYNH COOTBETCTBYIOIIETO JIOTOBOPA C APXUBHBIM YUPEKACHUEM.

Cynbl, He BBICTYMAIONINE UCTOYHUKAMH KOMILICKTOBAHHS TOCYJapCTBEHHOIO apXWBa, JUOO MpH
OTCYTCTBHU COOTBETCTBYIOIIETO JIOTOBOPA C apXMBHBIM YUPEKICHUEM yTBEPXKIAIOT HOMEHKIATYPY ACI
CyJla, OITUCH JISNl U IPYTHE JOKYMEHTBI CyJla CAMOCTOSTEIILHO.

(1. 1.6 B pen. IIpukaza CynebHoro nenapramenta mpu BepxosaoMm Cyne P® ot 09.01.2024 Ne 1)



1.7. Tlopsnok opraHmM3allid KOMIUIEKTOBAaHHS, XpAaHEHMs, y4eTa M HCIOJIb30BAHUS TOKYMEHTOB
OKPYXHBIX ((DITOTCKNX) BOGHHBIX CYJOB, TAPHU30HHBIX BOCHHBIX CYOB ONPEEISIETCS B COOTBETCTBHU C
WncTpykuneil mo [enompou3BOJICTBY B BOCHHBIX CylaX, YTBepkIeHHOH mpukazom CyneOHOro
nemapramenta npu Bepxosaom Cyae Poccuiickoit @enepanyu ot 9 oktadps 2014 1. Ne 219.

1.8. IIpy HamU9IMK TEXHUYECKOW BO3MOXKHOCTH (POPMHUPYIOTCS DJICKTPOHHEIE nena. OpraHu3arus
KOMIUICGKTOBAaHUS, XpaHEHHs, y4YeTa U WCIIOJIb30BAaHUS DJICKTPOHHBIX Jel U JIOKYMEHTOB CYAOB
OCYIIIECTBISETCS B COOTBETCTBHH C TPEOOBaHUSAMU HacTosimed MHCTpyKImy.

1.9. Iocrymnenue B heaepanbHbie CyIbl OOIIEH OPUCIUKIIUN TOKYMEHTOB B 3JICKTPOHHOM BHUJIE B
cooTBeTCTBHH ¢ TpeboBaHusaME [lopsaka nogaun B deepaibHbIE Cy bl OOIICH OPUCAUKIINNA JOKYMEHTOB
B DJIGKTPOHHOM BHJE, B TOM 4HCJIe B (hOpMe 3JIEKTPOHHOI'O JOKYMEHTA, YTBEPXKISHHOTO MPUKAa30M
Cynebnoro nenapramenta npu Bepxosnom Cyne Poccuiickoii @enepanmu ot 27 nexadpst 2016 r. Ne 251,
HE BJIEYET 00s3aTeTbHOCTH (POPMHUPOBAHMSI AIIEKTPOHHOTO JIeia.

1.10. KoMmuiekToBaHME, XpaHEHUE, YUET U HCIIOJIB30BAHUE PEIIEHUH U MaTE€PHUAJIOB, TOCTYIUBIINX
U3 TPETEUCKUX CYJIOB, OCYIICCTBIISIETCS B COOTBETCTBUU C TPEOOBAaHHUAMU HACTOsIIEH MHCTpYKINH.

1.11. Ilopsaok mepeaayn apXUBHBIX JOKYMEHTOB Cylda B OOBEAMHEHHBIH CyNeOHBIH apXwWB U
MOPSAZOK MX XpaHEHUS B TaKUX apXUBaX YCTAaHABIUBAETCS MPHUMEPHBIM TIOJOXKEHHEM O IOPSAIKe
opraHuzalud padoOThl OOBEAMHEHHBIX CYACOHBIX apXHWBOB, YTBEp)KIaeMbiM mpukazoMm CyaeGHoro
nenapramenTta npu BepxosaoM Cyzae Poccuiickoi ®enepanuu.

(. 1.11 BBenewn Ilpukazom Cyanebnoro nenapramenta npu Bepxosanom Cyne PO ot 09.01.2024 Ne 1)

2. CocraBiieHHe CBOAHOI HOMEHKJIATYPHI JeJI, HAapsiA0B
U NIPOM3BO/CTB Cyla

2.1. JlokyMeHTBI, 00pa30BaBLIMECS B MPOLIECCE JEATEILHOCTH Cy/1a, COCTABISIIOT JOKYMEHTAIbHbIN
tdhonx cyna.

Enuannedt  xmaccudukammu W CHCTEMaTH3allMd  JOKYMEHTOB ([0 CTPYKTYpHOMY,
(GYHKIIMOHAIEHOMY, TEMaTHIECKOMY ITPU3HAKAM U CPOKAaM XpaHEHHsI, BHE 3aBUCHMOCTH OT BHJIa HOCHTEIS
nH(OpMaIM) B JOKYMEHTAIEHOM (hOH/IE ABISETCA JEIO0.

Jns ydera gen, COAepXKallUX JOKYMEHTbl JOKYMEHTaJbHOrOo (OHAA CyJAa, COCTaBISETCS
HOMEHKJIaTypa aen cyaa (npuiokenne Ne 2 k HacTosmert UHCTpyKIum).

Homenxmarypa men cyna (mamnee - HOMEHKIATypa) - O(OpPMIICHHBIH B yCTAaHOBIEHHOM MOPSIKE
CUCTEMATU3UPOBAHHBIN TEPEUCHb 3aroJIOBKOB (HAUMEHOBAaHMI) CyICOHBIX J€J, HapsJ0B, KHUT U
YKypHAJIOB PETHCTPANnH (y4eTa) JOKYMEHTOB, PEECTPOB, KapTOUeK, 0a3 TaHHBIX, B TOM YHUCIIE TOKYMEHTHI,
CoNlepiKalllie CBEACHUS OTrPAaHWYCHHOTO JOCTYTa, 3aBOJUMBIX B CYyIEOHBIX KOJJIETHSAX, CYIeOHBIX
COCTaBax, TIOCTOSHHBIX CYACOHBIX NPUCYTCTBUSAX, CTPYKTYPHBIX MOJPA3ACICHUAX Cyla, JTUOO IO
OTIpeIeTICHHBIM HANpaBICHUAM [EATENIbHOCTH cyna (eciy ammapaT cylJa COCTOUT W3 pabOTHHKOB,
3aMEMAIONINX OTJENbHBIE JOJDKHOCTH) C yKa3aHHEM CpPOKOB WX XPaHEHHs, OTPAKAIOIHUN COCTaB U
OpraHM3aIHI0 JOKYMEHTAIILHOTO (DOH/IA Cy /.

He BxITI09arOTCSI B HOMEHKIIATYPY NEPUOINYCCKUE U3JIAaHUS, KHUTH, OPOIIIFOPHI.
(1. 2.1 B pen. Ilpukaza Cyaebnoro aenapramenra mpu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

2.2. HOMeHKﬂaTypa npe€aHa3Ha4yCHa Ui OpraHu3alvyv y4de€Ta AJOKYMCHTOB B JCJIOIPOU3BOJACTBE
Cyla, rpynImupOBKH HMCIOJHECHHBIX NOKYMCHTOB B A€J1a, HApAAbI U IPOU3BOACTBA, UX CHUCTEMATU3ALINH,
WHACKCAIIUN U OIIPCACIICHUA CPOKOB XPpaHCHU.

Homenknatypa SBISIETCS OCHOBOW JUIS COCTaBJICHHS OMNKCEW el MOCTOSHHOTO M BPEMEHHOTO
(cBermre 10 1eT) cpoka XpaHEHUS, a TAKOKe I yueTa el BpeMeHHoro (1o 10 jgeT) cpoka XpaHeHUSI.

2.3. B cyzme coOCTaBISIOTCS HOMEHKJIATYPHI I CyAeOHBIX KOJUIETHH, CYICOHBIX COCTaBOB,
MOCTOSIHHBIX CyJOeOHBIX MPUCYTCTBHH M CTPYKTYpHBIX NoJApasaeieHudl cyna (mpunoxkeHune Ne 1 x
HacTodAmeil MHCTpyKInM) 1 HOMEHKIaTypa cyna (nmpunokenne Ne 2 k HacTosiert MHCTpyKium).



(B pen. Ilpukaza CynebHoro memapramenTa mpu BepxoBaoMm Cyzae PO ot 09.01.2024 Ne 1)

2.4. Ilpm cocraBieHWHM HOMEHKIATYpPHl CIEAYeT pPYKOBOACTBOBATHCS IPOLECCYaTbHBIM
3aKOHO/ATEIHCTBOM, HOPMATHBHBIMU TPAaBOBBIMA aKTAMH M METOJUYECKMMHU JOKYMEHTaMU B cdepe
OpTraHM3aliy JENTONPON3BOICTBA U apXHUBHOTO JeJia, MOJI0KeHHEM 00 armapare cynaa, MOJOKEHUSIMH O
CTPYKTYPHBIX TOAPA3JEICHUSIX CyHa, IITATHBIM PAacHUCAHHUEM, JECHUCTBYIOIINM IEpEeYHEM IOKYMEHTOB,
00pa3yroIuXCcsl B IPOIECCE NEATSIBHOCTH (PeIepalIbHBIX CY/I0B OOIIel FOPUCAUKIINN, C YKa3aHUEM CPOKOB
xpaHeHus (nanee - [lepeueHb TOKyMEHTOB), a TaK)Ke€ HOMEHKJIATYPaMH 3a TPEIIECTBYOIIUE TOJIBI.

2.5. Homenknatypa jaen cyaeOHBIX KOJUISIMH, CyJeOHBIX COCTABOB, IMOCTOSIHHBIX CYICOHBIX
NPUCYTCTBHH W CTPYKTYPHBIX MoApa3zaeieHuil cyaa (npunoxkenue Ne 1 k Hacrosmed MHcTpykuum) Ha
OYEepPEeAHON IO/ COCTaBISETCS pAOOTHUKOM, OTBETCTBEHHBIM 32 BEJICHHE JIEIONPOU3BOJICTBA B CyAeOHON
KOJUUICTHH, CYJeOHOM COCTaBe, MOCTOSIHHOM CyJIeOHOM MPUCYTCTBHU WM CTPYKTYPHOM IIO/Ipa3/ieiieHUuH
CyJa, TOJIMHUCHIBAETCS COOTBETCTBYIOIIMM INpeaceaaTesieM CyAeOHOH KOJUIernu, CyAeOHOTO COCTaBa,
HAYaJIbHUKOM CTPYKTYPHOTO TMOJPAa3JesICHUs], NHBIM YIIOJTHOMOYEHHBIM IpeAceaTeieM Cyaa JIUIoM (B
MOCTOSTHHOM CYyJ€OHOM TPUCYTCTBHH), COTJIACOBBIBAECTCS C HAYAIBHUKOM OT/ENa JEeJIONPOU3BOJICTBA
(obmero otnena) U pabOTHUKOM, OTBETCTBEHHBIM 32 pa0OTy apXuBa CyJa, M MPEACTABISETCS B OTACI
JIIONPON3BOICTBA (001t oTHen) 10 1 HOsAOps TeKymIero roaa.

(. 2.5 B pen. [pukaza CynebHoro aenapramenta npu BepxoBaom Cyne P® ot 09.01.2024 Ne 1)

2.6. Ha ocHOBEe HOMEHKIIATYp el CYAeOHBIX KOJUIETHH, CyIeOHBIX COCTABOB, IIOCTOSHHBIX CYIeOHBIX
NPUCYTCTBUH M CTPYKTYPHBIX HOAPa3AEICHUI Cya OTACIOM JIEJIONPON3BOACTBA (OOLIMM OTAEIOM) HIIN
paboOTHHUKOM, OTBETCTBEHHBIM 32 BEJICHUE JICTIONPOU3BO/ICTBA (€CIIH anmapar cyJia COCTOUT U3 paOOTHUKOB,
3aMeIaoNIUX OTAENbHBIE JOJKHOCTH), COCTABIISIETCS HOMEHKIIATypa Ha OUepeIHON KaJeHAapHbIi Tof.
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyzne P® ot 09.01.2024 Ne 1)

Homenxatypa cocTOUT U3 pa3fenoB, HAUMEHOBAHHMA KOTOPBIX COOTBETCTBYIOT HAaWMEHOBAaHUSAM
HoApa3IeNeHuii Cy/a, pacloNOKEHHBIX B COOTBETCTBIU CO CTPYKTYpOIl Cyaa, 1160 U3 pa3zienoB COriacHoO
HaNpaBICHUSIM JAEATEIIBHOCTH Cyla (eciad ammapar cyZla COCTOMT M3 PaOOTHHKOB, 3aMELIAFOLINX
OTJIeNbHbIE JOJDKHOCTH), PACIOJOKEHHbIX C Yy4eTOM JAeHCTBYIOIIeW cxeMbl mnoctpoeHus Ilepeuns
JIOKYMEHTOB.

(B pen. [Ipukaza CynebHoro nemapramenTa npu BepxosaoMm Cyne P® ot 14.06.2022 Ne 97)

2.7. Homenkmatypa BU3HpYyeTCSi paOOTHHUKOM, OTBETCTBEHHBIM 3a paldOTy apxwBa Cyja,
HOANUCHIBAETCS HAYAJIBHUKOM OT/AeNa [JeJI0npou3BojcTBa (00LIEro OT/ena), COIIacOBBIBACTCS C
IKCHEPTHOIN KOMHCCUEH Cyla U YTBEPKIAeTCs IpeceaTeNIeM Cy/a.

OnuH pa3 B 5 JeT Cya, BBICTYNAIOMUN UCTOYHUKOM KOMIIJIEKTOBAaHMS IOCYIapCTBEHHOTO apXHBa,
a0 MPH HAJHMYUH COOTBETCTBYIOLIETO JOTOBOPA COTJIACOBHIBAET HOMEHKIATYPY C COOTBETCTBYIOIIMM
OIIK apXuBHOTO yUpeKIeHUSI.

(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

2.8. HomenknaTypa BBOAUTCS B IEUCTBUE ¢ | sTHBAps CIEAYIOMIETO KAJICHIAPHOTO ro/a.
2.9. HomeHkmaTypa cOCTaBISI€TCS B IBYX DK3eMILIAPAX:

TIEPBBIH IK3EMIUTAP YTBEPIKACHHON HOMEHKIIATYPBI SBISCTCS JOKYMEHTOM IMOCTOSIHHOTO XpaHEeHHs,
MOMEIAeTCcss B OTACIBHOE €70 M BKJIIOYAETCS B HOMEHKJIATYPY B pasjiel OTJeNa JeIONPOU3BOICTBA
(obmrero otaena);

BTOpOﬁ OK3CMIUIAp NePEeAacTCa B apXUB Cy/ida B KAYECTBC YUYCTHOTO JOKYMCHTA.

B cynmax, BeICTymalomux HCTOYHHKOM KOMITJIEKTOBAHWS TOCYIApCTBEHHOTO apXWBa, W TIPU
HaJMYUHU COOTBETCTBYIOIIECTO JOTOBOPA C apXUBHBIM yUPEKICHUEM HOMEHKJIATYpa COCTABISIETCS B TPEX
9K3EMIUTAPAX; TPETUH 3K3EMIUIIP MepeaaeTcsi B COOTBETCTBYIONINIA TOCYIapCTBEHHBIN apXWB, apXUBHOE
yapexXIeHHe.

B kavectBe pabouero 3x3eMIUIsipa B OTJENE JIEIONPOU3BOJICTBA (OOIIEM OTIENe) UCTOIb3yeTCs
KOITUS YTBEPKIEHHONH HOMEHKJIATYpHhI.



Homenknarypa Ha ouepemHOW Tox paccbuiaeTcsi B CyJdeOHBbIE KOJJIETHH, CYACOHBIE COCTAaBBI,
HOCTOSIHHBIE CYyZIeOHbIC IPUCYTCTBHUS, CTPYKTYPHBIE [IOJPa3/IeNICHUs Cy/la B 3IEKTPOHHOM BUJIE WIX B BUJIE
KOTIHMI COOTBETCTBYIOIIMX Pa3esioB HAa OyMaKHOM HOCHUTETIE.

(. 2.9 B pen. Ilpukaza Cyne6Horo nenapramenTa npu BepxosHom Cyzae PO ot 09.01.2024 Ne 1)

2.10. YTBepXACHHBIH SK3eMIUISIp HOMEHKIIATYPHI ABISIETCA JOKYMEHTOM MOCTOSIHHOTO XPaHEHHUSI.

2.11. YTouHeHUs B 3ar0JIOBKU JEJI U HOBBIE 3arOJIOBKH €], HE MPEAyCMOTPEHHbBIE YTBEPKACHHON
HOMEHKJIATypO#, BHOCATCS B COOTBETCTBYIOIIME pa3Aeiibl HOMEHKJIATYypbl. HOBBIE 3arojloBKH eI
BKJTIOYAIOTCS B MPETYCMOTPEHHBIE U1 3TOTO Pe3epBHBIE HOMEpA.

[lo 3aBepmiennu TOAa JaHHBIE 00 W3MEHEHUSX U JIOMOJHEHUSAX, BHECEHHBIX B pPa3eibl
HOMEHKJIATyphI, BMECTE C HTOTOBBIMHU 3AIMTUCSIMHU O KATETOPHIX M KOJTUIECTBE eI, 3aBEJACHHBIX B Cy1eOHOM
KOJUIETHH, Cy/IeOHOM COCTaBe, MOCTOSTHHOM Cy/IeOHOM MPUCYTCTBHUHU, CTPYKTYPHOM MOAPA3ICICHUH CyIa
B TEUCHHUE I0Ja, TIEPEIAIOTCS B OTIEI ASIONPOU3BOICTBA (OOIIHIA OTIEN).

OTenoM AeNIonpor3BOACTRBA (OOIIMM OTACIOM) Ha OCHOBE IOJIYYEHHBIX JaHHBIX 00 U3MECHCHHSIX U
JIOTIOJTHEHUSX, BHECEHHBIX B pa3elbl HOMEHKIATYPBI, TOTOBUTCS [OTOJIHEHHE K HOMEHKIJIAType, B
KOTOPOM TIOCJIEIOBATEIHLHO B COOTBETCTBHH C pa3/iellaMi HOMEHKIIATYPhl YKa3bIBAIOTCS 3ar0JIOBKH IS, HE
MMPpEAYCMOTPCHHBIC YTBCPKIACHHBIM 3K3CMILIAPOM HOMCHKIIATYPBI.

JloronHeHHe K yTBEPXAEHHOM HOMEHKJIAType TMOANKCHIBACTCA  HAYaJIbHUKOM  OTJENa
JIeJIONPOM3BOJICTBA (00IIero oTaena), BU3Upyercss pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apxuBa Cyaa,
COTJIACOBBIBAETCS IKCIIEPTHON KOMHUCCHEN Cyla U YTBepKIaeTcs NpeceaTesieM Cyia, OocIe 4ero BMecTe
C UTOTOBOH 3aIMCBIO O KATETOPHSX M KOJIUYECTBE T, 3aBEJCHHBIX B CYyJIE B TeUEHHE To/ia, IPHOOIaeTcs
K YTBEP>KACHHOMY 3K3EMIUISIPY HOMEHKIATYPHI.

Pabounii sK3eMIUIsIp HOMEHKIATYPhl XpaHUTCS B OTIENE JeTIOMPON3BOICTBA (00IIIeM OTIeNe) 10 TeX
1op, OKa Ha Jief1a, ChOPMUPOBAHHEIE B COOTBETCTBHH C HOMEHKJIATY PO J1e11, He Oy Iy T COCTABIICHBI OITHCH
Jed.

(n. 2.11 B pen. IIpukasza CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

2.12. B cnyyae wu3MeHEHHUS CTPYKTYphl cyna (ympas3IHEHHe, peopraHusalis CTPYKTYpPHOIO
NOJpa3aeNeHUs Cy1a, CO3JaHue HOBOTO CTPYKTYPHOTO IOAPa3AEICHUs Cya) HOMEHKIATypa COCTABIISIETCS
3aHOBO, COTJIACOBBIBAETCS C IKCIEPTHOM KoMuccuei cyaa, DI1K apXxuBHOTO yupexaeHus U yTBEpKAaeTcs
npezcenaTeneM cyaa.

Homenknarypa 7ei1 BHOBb CO3JJaHHOTO CTPYKTYpPHOTO IOJpa3/esieHHs CyAa pa3padaThiBaeTcst W
npeacTaBiseTcss pabOTHUKOM, OTBETCTBEHHBIM 3a BEACHHE JENONPOU3BOJACTBA B CTPYKTYpPHOM
oIpa3ieNieHu , B OT/IEN AETOMPON3BOICTBA (00N OT/eN) Mk pabOTHHUKY, OTBETCTBEHHOMY 3a BEICHHE
JIeTIONPON3BOJCTBA cyla (€CIHM ammapaTr cyJa COCTOMT W3 PAaOOTHUKOB, 3aMEIIAIONINX OTCIbHBIC
JOJKHOCTH), B MECSIYHBIN CPOK.

B wunbIX ciydasx (K mpuMepy, M3MEHEHUE CPOKOB XpaHEHHs JOKYMEHTOB HOBBIM [lepednem
JIOKYMEHTOB M JIPyTO€) TIOBTOPHOE COTTIACOBaHUE MpoekTa HoMeHKIaTyphl ¢ DIIK apxuBHOTO yupexaeHus
HE TpeOyeTcsl.

(. 2.12 B pen. [Ipukasza Cyne6Horo nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

2.13. I'padpr HOMEHKIATYPBI 3AMOITHSIIOTCS CIEAYIOMIIM 00pa3oM.

2.13.1. B rpade 1 (uMHOEKC nena) HOMEHKIATYPHI MPOCTABISIOTCS WMHACKCHI KaXIOro Jena,
BKJIIOUEHHOI'O B HOMEHKJIATypy. MHIEKC nena COCTOUT W3 YCTaHOBJIEHHOTO B CyAe LM(POBOro Hiu
OYKBEHHOTO OO0O3HAa4YCHHUS CYyINeOHOW KOJUIETHH, CyAeOHOTO COCTaBa, IIOCTOSHHOTO CyIeOHOTO
MPUCYTCTBHSL, CTPYKTYPHOTO MOJpa3[esieHHs, HalpaBJICHUs NEATEIBHOCTH CyAa (ecnu ammapaTr cyna
COCTOHT U3 PaOOTHUKOB, 3aMEIIAIOIINX OTAEIbHBIC TOKHOCTH) M MOPSIIKOBOTO HOMEpa 3arojoBKa Jiena
[0 HOMEHKJIAType B Tpefenax CyaeOHOH KOoJulernH, cyneOHOro COoCTaBa, HMOCTOSHHOTO CyAeOHOTO
MPUCYTCTBHS, CTPYKTYPHOTO HOApa3eieHNsl UM HalpaBJIeHUs NEATEIbHOCTU cya (eciy anmapar cyna
COCTOUT U3 pabOTHUKOB, 3aMELIAIONINX OTIENIbHBIE JOIKHOCTH). IHAEKCHI 1en 0003HadatoTes apabCKUMHU
mudppamu. Hanpumep: 02-03, rne 02 - uHAEKC CTPYKTYpHOTO ToApaszaencHus, 03 - mopsIKOBBIH HOMEp



3aroJIoBKa Jiena 1o HOMEHKIIAType.
(rmm. 2.13.1 B pen. IIpukaza Cynebnoro aenapramenta npu BepxosaoMm Cyne P® ot 09.01.2024 Ne 1)

2.13.2. B rpady 2 HOMEHKIATyphl BKIIOYAIOTCS 3arojOBKH A€l (TOMOB), KOTOPBIE OTpa)KaloT
OCHOBHO€ COJICPKaHUE U COCTAB JOKYMEHTOB JIENa.

[lopsimox pacronoXeHrs 3aroJIOBKOB JIe1 BHYTPH pa3/ie]IOB U IOAPa3fesioB HOMEHKIIATYPHI
ONPENIEIACTCS CTEIEHBIO BaXKHOCTH IOKYMEHTOB, COCTABJISIOLIUX JIea, U UX B3aUMOCBS3bIO.

Brauane pacrnojiararoTCsa 3arojloBKM AC€J, COACpKAIIUE OPraHUu3allrOHHO-PACIIOPAIUTCIIbHYIO
JOKYMCHTAIIUIO. I[anee pacmojgararoTcsa 3arojIOBKM ACJ, COACPKAIINEC INIAHOBLIC U OTUCTHBIC JOKYMCHTHI.

3aroJoBOK Jieia I0JDKEH OTpakaTh MPHU3HAK (IPU3HAKH), 10 KOTOPOMY(BIM) OHO ¢()OPMHPOBAHO:

HOMUHAIBHBIA - Ha3BaHWE BHAA Jeia (TIepenucka, KypHal, Aeli0) Wi BHAa JOKYMEHTOB,
BKITFOUEHHBIX B JIEJI0 (TTPOTOKOJIBI, IPUKA3HI);

aBTopCKI/Iﬁ - HAaUMCHOBAHHC ITOCTOSAHHO I[GﬁCTB}GOH.[GI‘O WM BPpEMCHHOI'O OpraHa, JOJKHOCTHOI'O
HJIM UHOTO JIMIa, CO3AaBIINX ,Z[OKYMGHT(BI);

KOppeCHOHI[eHTCKHfI - HQUMCHOBAHHUC OpraHru3alunu, J1Mia, KOTOpoMy aaApCCOBAHbI UJIKX OT KOTOPOTr'o
IMOJTY4YCHbI TOKYMCHTBI;

MPEIMETHO-BOIIPOCHBIH - KPATKOE COAEPKaHUE JOKYMEHTOB JI€Ja;
XPOHOJIOTHYECKUH - jaTa (Iepros), K KOTOpOi(OMYy) OTHOCSTCS TOKYMEHTHI Jena;

reorpaguyeckuii - Ha3BaHHE MECTHOCTU (TEPPUTOPUM), C KOTOPOH CBSI3aHO COZACPIKAaHHE
JOKYMEHTOB JIeJa;

yKa3aHHe Ha KOMUHHOCTh IOKyMEHTOB JIeja.
(8 pexn. IIpukaza Cynebnoro nenapramenra npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

He nmomyckaercss WCIONb30BaHHME HAUMCHOBAaHUI 3arojIOBKOB JI€JI, KOTOpPbIE HE OTPaKaoT
COJiep)KaHUEe W COCTaB JOKYMEHTOB JieNl (HAmpuMep: pa3Hble MaTepuanbl, o0mas Mepernucka U TOMY
MoI00HOE), a TaK)KE BBOJHBIX CIIOB M CIOXKHBIX CHHTAKCHIECKAX 00OPOTOB.

B zaronoBkax pmen, cojepXkamux JOKYMEHTHI 10 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MIOCIIEZIOBATEIHHOCTHRIO JIETIONPOM3BOCTBA, B KA4eCTBE BUA JIea YIOTPeOIseTcs TEPMHH "IOKYMEHTHI ',
a B KOHLIE 3aroJI0BKa B CKOOKaxX YKa3bIBalOTCSl OCHOBHBIE PA3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JOJIKHBI
OBITH B feTIC.

TepmuH "HOKYMEHTHI" IPUMEHSIETCS TAKXKE B 3ar0JIOBKAX JIeJl, COAEPKAIINX TOKYMEHTHI (CIIPaBKH,
OTYETHI, IEPETIUCKY U MPOUEe), SBIIIOLNECS IPUIOKECHUIMH K KAKOMY-JIN00 TOKYMEHTY.

Ecnu neno cocTouT U3 HECKOIBKUX TOMOB, TO COCTABJIACTCs 06HlPII>i 3aroJIOBOK Acja, a 3aTCM IIpU
HEOOXOJIUMOCTH COCTABJISIOTCS 3ar0JIOBKH KaX[0ro TOMaA, YTOYHAIOMINE COACPIKAHNUE 3aroJIOBKa AcCia.

3aroyI0BKH JIeI [0 BOIIPOCaM, HE pa3pelIeHHBIM B TEUSHHE OHOTO TOa, SBISIOTCA ""TIepeXoasuMu
U BHOCSATCA B HOMEHKIATYpy CyAa CIEAYIOIIEro roja C TeM € HMHACKCOM C TpPOCTaBICHHUEM
COOTBETCTBYIOIIEH oTMeTkH B Tpade "[Ipumedanne”.

[Ipu BKIIOYEHUU 3ar0JOBKOB IEKTPOHHBIX A€ B HOMEHKJIATYpYy MHAEKCHI 3JIEKTPOHHOTO JeNa U
3aroJIOBKM JIEKTPOHHBIX JIENl COCTABISAIOTCS MO TE€M K€ MPaBHJIaM, YTO M MHJEKCHI M 3aroJIOBKU JIEN C
JOKyMEHTaMH Ha OyMa>kKHOM HOCHTEJIE.

B 3aromoBkax jen, cojepkamux JOKYMEHThI OTPaHHMYEHHOIO JIOCTYyIa, B HOMEHKIAType
MPOCTABIISIETCS] COOTBETCTBYIOMIAst oTMeTka (" J{7st cirysxebnoro moss3oBanus”, " JICIT").
(a63arm BBeneH Ipukazom CynebHoro nenapramenTta mpu Bepxosaom Cyzae PD ot 09.01.2024 Ne 1)



2.13.3. B rpade 3 HOMEHKJIATYpHl 10 OKOHYAaHUH KAJICHAAPHOTO TOAa YKa3bIBAETCS KOIUYECTBO
3aBEJICHHBIX JEIT (TOMOB).

2.13.4. B rpade 4 HOMEHKIATYpbl YKa3bIBaIOTCS CPOK XpaHEHHUs Jel, HoMepa CcTartei,
ycTaHOBJIEHHBIX [lepedHeM 1OKyMEHTOB.

CoxkpatieHusi CpOKOB XpaHEHHs, YCTaHOBJIEHHBIX AeHCTByOmuM IlepedHeM HOKyMEHTOB, He
JIOTTyCKaeTcsl.

2.13.5. B rpade 5 B TeueHHe BCEro cpoka AEHCTBHS HOMEHKJIATYPHI MPOCTABISIOTCS OTMETKH O
BEJCHUH JIe]l B 3JIEKTPOHHOM BHJE, O NMEPEXOAAINX eiaX, O BBLACICHNH JIe)l K YHUUTOXEHHUIO U JPYTroe.

2.13.6. 3anonHeHue rpad HOMEHKJIATYpPHl IO CYAEOHBIM JeflaM OCYILECTBISETCS IO OOLIUM
TIpaBHJIaM.
(8 pen. IIpukaza Cynebnoro nenmapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

I'pada 2 3anonHseTCS B COOTBETCTBUU C HANMEHOBAHUSAMH BHJIOB TOKYMEHTOB, IPEyCMOTPEHHBIX
[lepeuneM TOKYMEHTOB, O€3 BKIIOYCHHUSI B HOMEHKIIATYPY HOMEPOB KOHKPETHBIX CY€OHBIX JIeI.

2.14. Tlo 3aBepieHNN KaleHAapHOTO roja (oo 1 despais cieayromero roga) cyaeoHble KOJUIeTny,
cyneOHBIE COCTaBBl, MOCTOSHHBIE CYJCOHBIC MPUCYTCTBHUS, CTPYKTYPHBIC IMOJpPa3esieHust 0(GOPMIISIOT
UTOTOBYIO 3alMCh K HOMEHKJIAType JIeN, B KOTOPYIO BHOCATCS CBEJCHHS O KOJIMUYECTBE 3aBEACHHBIX JEI C
YYETOM KOJIN4YECTBa TOMOB (rpada 3 HOMEHKIATYpPBl AeJ), OTIEIBHO MOCTOSIHHOTO U BPEMEHHBIX CPOKOB
XpaHEHUs, BPEMEHHBIX CpPOKOB XpaHeHHs ¢ oTrMmerkod "OIIK" u mepexomsmux. MToromas 3amuchk
JIOTIOJTHAETCS TAaHHBIMU O KOJIMYECTBE JIEKTPOHHBIX A€ COOTBETCTBYIOIINX CPOKOB XPaHEHHUS.

Jlanee aTu cBeneHUs TepemarOTCs B OTIEN JEIONPOU3BOACTBA (OOIIMK OTHEN) Ui COCTABICHHS
WTOTOBOM 3alMCU K HOMEHKJIAaType.

CBenieHus, COAEpIKAIMECS B WTOTOBOM 3allUCH  HOMCHKJIATYDBI, MEPEHar0TCsl pPabOTHHKY,
OTBETCTBEHHOMY 3a paboTy apxuBa, O YeM B HOMEHKJATYypEe MPOCTABIACTCS OTMETKA C yKAa3aHHUEM
JIOJDKHOCTH Y TIOJIITUCH JIWIIA, TICPEAABIIEIO CBEICHUS.

(. 2.14 B pen. [Ipukasza CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

3. CocTaByenue onuceii Aej1 (onUcei 3J1eKTPOHHBIX J1eJ1)
cyae0HBIX KOJJIeruil, Cy1e0HbIX COCTABOB, MOCTOAHHBIX CyAe0HbIX
NMPUCYTCTBHUIi, CTPYKTYPHBIX MOAPAa3/IeJIeHUii cy1a U CBOTHBIX
omuceii 1es cyaa

(B pen. IIpukaza CynebHoro pemapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

3.1. Onuce aen (OMUCH ANEKTPOHHBIX JOKYMEHTOB) - 3TO apXUBHBIN CIIPaBOYHHK, IPEACTABISIOLINN
co0oli cucTeMaTU3UPOBaHHBIN [IEPEUYEHb 3ar0JIOBKOB J€J U IPeAHA3HAUYEHHbIN Ul PACKPBITHS COCTaBa U
COJep KaHus [Iell, 3aKPEIUICHNUS UX CUCTEMAaTH3alMH BHYTPU JOKYMEHTAIbHOrO ()OHMA U UX yYeTa.

Onuck JACIT (OHI/ICI: SJICKTPOHHBIX ,Z[OKyMeHTOB) COCTAaBJIACTCA HA OCHOBC HOMCHKJIATYPHI.

OOBEKTOM OIMCAHUS B OIUCH T (OIHCH JIEKTPOHHBIX JTOKYMEHTORB) SIBIISIETCS IO (3JIEKTPOHHOE
JIEJIO).

3.2. Onmcu aen, OmucH Aell CyAeOHBIX KOJJIETHH, CYACOHBIX COCTAaBOB, IMOCTOSIHHBIX CYIEOHBIX
MPUCYTCTBHM, CTPYKTYPHBIX Mozpa3aeneHuii (mpmroskerust Ne 3, 4, 5, 6, 7, 8 k Hactosmieit MHCTpYyKITHN)
COCTaBIISIOTCS OTACIBHO Ha!

YT'OJIOBHBIC A€j1a ITOCTOAHHOI'O XpaHCHUSA

rpakAaHCKHUE Jcjia MOCTOAHHOTO XPaHCHUS,



aJIMUHHCTPATUBHEIE Jiefla TIOCTOSTHHOTO XPaHEHMUS,;
Jiena o0IIeTo AeJIONMPOU3BO/ICTBA IIOCTOSHHOTO XPaHEHHUS;

YTOJIOBHBIE JieTia BpeMeHHbIX (cBbime 10 JIeT) CpOKOB XpaHEHMUS;

TpaKIaHCKHE JieTa BpeMEeHHBIX (CBEIMIe 10 JIeT) CPOKOB XpaHEHUS;
aJIMUHHUCTPaTUBHBIE Jiesia BpeMeHHbIX (cBbIme 10 1eT) CpoKoB XpaHEeHuS;

Jiena o0IIero AeTOPOU3BO/ICTBA BpeMeHHBIX (CBbImIe 10 JeT) CpOKOB XpaHEeHHUS;
Jieria 1o JMYHOMY COCTaBY.

AHaNIOTHYHBIE ONIMCH COCTABIISIFOTCSL Ha DIIEKTPOHHBIE JIea.

3.3. Ha cyneOnbie nema BpemeHHbIX (10 10 5eT) CpPOKOB XpaHEHHS ONHCU el BEAyTCS B
3JIEKTPOHHOM BHJIe PaOOTHUKOM, OTBETCTBEHHBIM 32 BEJICHHUE AEIONMPOU3BOJICTBA B CYI€OHON KOJUICTHH,
CyJ1e0OHOM COCTaBe, MOCTOSHHOM CYJIcOHOM MPHUCYTCTBUH, CTPYKTYPHOM I0/Ipa3/ICICHUN.

B ciyuae mepexaun Ha XpaHEHUE B apXHB CyJa Ael BpeMeHHBIX (10 10 neT) cpokoB xpaHeHHs (B
COOTBETCTBHHM C IMyHKTOM 7.5 HacTosimei NHCTpyKIIUM), OIIICH JIeT B AIEKTPOHHOM BHJIE€ BEIyTCS TaKKe
Ha JIpyTrHe Jena BpeMeHHBIX (10 10 1eT) cpoKoB XpaHEeHHs.

[Ipu yHnutroxxennn takux nen B rpade "llpuvedanne" ommcy MpoCTaBISIETCS COOTBETCTBYOIAS
OTMETKA CO CCBHUIKOH Ha akT 00 YHHUUTOXEHUU JIeJIa.

3.4. Onucu nen cyAeOHBIX KOJUIETHH, CyIeOHBIX COCTABOB, IOCTOSIHHBIX CYJIEOHBIX MPUCYTCTBUM,
CTPYKTYPHBIX TOJpa3felieHHi Cy/la COCTABIIIOTCS 10 YCTaHOBIeHHOU (opme (mpuiokenuss Ne 3, 4 k
HacTosed NHCTPYKIIMK) B IBYX 3K3EMIUISIPax W MPEACTABISAIOTCS B apXUB CyJa HE MO3JHEe YeM depes
IIECTh MECSIICB ITOCJIC 3aBEPIICHUS I B JICTIONPOU3BOJICTBE.

Ilepenaya nenm mocTOSTHHOrO M BpeMeHHOro (cBwimie 10 j1eT) CPOKOB XpaHEHUs B apXWB Cyla
OCYILIECTBIISIETCSL 1O OMHCSAM JeNl CyIeOHBIX KOJJICTHH, CyAeOHBIX COCTAaBOB, MOCTOSHHBIX CYAEOHBIX
MIPUCYTCTBHNA, CTPYKTYPHBIX Mopa3aeneHuit (mpuinoxenns Ne 3, 4 k Hacrosmel MHCTpyKImn).

3.5. Ilpu cocTaBneHNH OMTUCH e CYeOHBIX KOJUIETHiA, CyI€OHBIX COCTABOB, IIOCTOSHHBIX CYAeOHBIX
HPUCYTCTBUH, CTPYKTYPHBIX MOAPa3/IeNICHUI cyJa COOII0IAI0TCS CIEAyIOIe TPeOOBaHMU:

3aroJIOBKH JCJI BHOCATCS B OIIMCH ITOJTHOCTHIO,
KaxXao¢€ aejio, TOM BHOCUTCA B OIMUCH 11O CaMOCTOATCIIbHBIM TOPAAKOBBIM HOMEPOM;
I‘pa(i)I)I OIMUCH 3aIIOJIHAOTCA B COOTBETCTBUH CO CBCACHUAMU, KOTOPBIC BEIHECCHBI HA O6J'IO)KKy Jacia,

rpada ommcu "[IpuMeuanne" ucnonb3yercs T OTMETOK O TipueMe (Tiepeaade) e, 0COOEHHOCTSIX
(hM3HYECKOro COCTOSIHUS, O HAIMYNH KOIHH.

B koHIIe onucH A€l 3a NOCIeAHEN ONUCcaTeIbHOM CTaThel 3aII0JIHIETCSI UTOr0Bas 3aIMCh, B KOTOPOU
YKa3bIBAIOTCS (U(paMu U IPOIKCHI0) KOJIMYECTBO JICH, IEPBBIN U IMOCISAHUNA HOMEpPa JeJT TIO OTIHCH JIe,
a TaKXKe OrOBApUBAIOTCS OCOOCHHOCTH HyMEpAallUU JEJ B OMUCH (HAJTUYME JTUTCPHBIX M MPOMYIICHHBIX
HOMEPOB).

3.6. Ilepen BHeceHHEM 3aroJIOBKOB el B OMKMCH JIeNl CyAC€OHBIX KOJJIETHH, CyAeOHBIX COCTABOB,
HOCTOSIHHBIX ~ CyJNeOHBIX  NPUCYTCTBHH, CTPYKTYpHBIX  IOJpasieNeHHi cyaa  paOOTHHKaMH,
OTBETCTBEHHBIMH 3a BEJCHHE JICTONPOM3BOICTBA, TIPOBEPSIIOTCS KadyecTBO GOPMHUPOBaHUS B 0hopMIeHUST
JIeJ, COOTBETCTBUE KOJINUECTBA JIel, BHOCUMBIX B OIUCH, KOJIMUECTBY 3aBeICHHBIX JIE] IO HOMEHKJIAType.

HpI/I IMPOCMOTPE ACIT NPOBEPAIOTCA: COOTBETCTBUEC 3arojioBKa Jcjia COACPIKAHUIO JOKYMCHTOB B ACJIC,
IIPaBUJIBHOCTDH O(I)OpMJIeHI/IH U IpyIIrPOBKU JOKYMCHTOB, BKIIFOYCHHBIX B JI€JI0; KAYC€CTBO IMOAIINNBKH HUJIU



eperieTa aAcjia; MpaBUJIbHOCTh HyMCEpalUH JMCTOB JI€JIda;, HAJIUYHUEC B OCJIC BHYTpeHHeﬁ OIIMCH J€J1a U
IIPaBUJIBHOCTb €€ COCTaBJICHHU:A,; IIPAaBUJIBHOCTH Od)OpMJICHI/I}I 00JIOXKKH aciia; HaJIM4YUue€ U IMPaBUJIBHOCTDH
JINCTA-3aBCPUTCIIA.

[Ipu oOHapyXeHHM HapyLIeHUs YCTaHOBJICHHBIX MpaBUl (JOPMHUPOBAHUS U OPOPMIICHUS AET OHH
JOJDKHBI OBITh yCTpaHEHbl pa0OTHUKaMU, OTBETCTBEHHBIMHU 32 BEJICHUE AEIOIPOU3BOACTBA.

3.7. B cny4yae oOHapy>KeHHs OTCYTCTBHSI [IeN, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKIATYDO,
pabOTHUKOM, OTBETCTBEHHBIM 3a BEJICHHE JCTONPOM3BOICTBA B CYI€OHOM KOJUIETnH, CyAeO0HOM COCTaBe,
IHOCTOSSHHOM Cylle6HOM MMPUCYTCTBUHU WJIU CTPYKTYPHOM IOJAPA3ACIICHUU CyJa, IPUHUMAIOTCA MEPHI 110 UX
po3bicky. OOHapyKeHHBIE /ieja BKIIOYAIOTCS B ONUCH Jell.

Ecnu npusATEIE MEpHl HE ANy Pe3ylbTaToB, TO HA HEOOHAPY)KEHHBIE JIeJla COCTABISAETCS akT 00
yTpare JOKYMEHTOB B MPOHM3BOJBHOW (OpMe, KOTOPBIA IOJMMUCHIBACTCS HAYAILHUKOM OTIIENa
JeNoNpOou3BOJICTBa (00ImIero oTxena) W mIpeacenaresieM CcyneOHOW KOJUIeTuH, CYA€OHOTO COCTaBa,
VIIOJIHOMOYEHHBIM JIMIIOM TOCTOSIHHOTO  CyJIeOHOTO TPHCYTCTBUS, HAaYaJbHUKOM CTPYKTYpHOTO
noJipa3aeneHus cyaa. Jlanee akt o0 yTpaTe JOKYMEHTOB yTBEPXKAAETCS MIpeJiceAaTeNIeM Cya 1 epeaaeTcs
BMECTE C ONHKCHIO JIeJl CyAeOHOH KOMJIeTHH, CyAeOHOro cocTtaBa, MOCTOSHHOIO CyIeOHOT0 NPUCYTCTBUS,
CTPYKTYPHOT'O IIOApa3AeIeHuUs cy1a pabOTHHUKY, OTBETCTBEHHOMY 3a paboTy apXuBa cyja.

3.8. Omucu J1en, ONMUCH JJEKTPOHHBIX JOKYMEHTOB (TOJOBBIE pasfefibl OMHCed e, Omucei
3JIEKTPOHHBIX AOKYMEHTOB) (mpuioxkeHuss Ne 5, 6, 7, 8 k Hacrtosmed MHCTpyKIMM) COCTaBISIOTCS
pabOTHUKOM, OTBETCTBEHHBIM 3a PabOTy apXuBa CyZa, HA OCHOBaHHH ONMCEH eI, OMUCeN IEKTPOHHBIX
JOKYMEHTOB CY/JI€OHBIX KOJUIETHH, CYJeOHBIX COCTABOB, ITOCTOSIHHBIX CYAEOHBIX MPHUCYTCTBHHA U
CTPYKTYPHBIX MTOJpa3aeieHuH Cyaa.

(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyzne P® ot 29.05.2024 Ne 124)

3.9. IlepBoMy TOJI0BOMY pa3jieily OIHKCH JEJ MPHUCBAUBACTCS HOMEP OIMUCH 1O JHUCTY (OHIA, BCE
MOCTIETYOIIHE TOMOBBIE pa3Ieibl YUCISATCS 32 JaHHBIM HOMEPOM JI0 3aBEPIICHHUS OIHCH.

He nomyckaercst MpUCBOCHHE OMMUCSIM €T OJUHAKOBBIX YYETHBIX HOMEPOB B Tpeesiax OIHOTO
dhonna.

3.10. Ecau omucek Oen COCTOMT U3 HECKOJBKHX T[OJOBBIX pa3leioB, TOMOB, UTOrOBas 3aIlUCh
COCTaBJISIETCS K K&XKIOMY T'OJIOBOMY paszzeiny, ToMy. K kaxxnoMy mocieyroneMy roioBoMy pa3aeiny, TOMY
B HApaCTAarOIIEM TOPSIKE COCTABISIETCS] CBOIHAS UTOTOBAS 3aMHCh.

TI'ogoBeie pas3aciibl, €CJIM OHU HE ABJIAIOTCA 3aKOHYESHHOM OIIMChIO, HC IMOAIIMBAKOTCA W HC
NepeIICTar0TCA.

3.11. 3akoHueHHas OMWCH JeN Ha OyMakHOM HOCHTEINE JOJDKHA BKIIIOYaTh He Oonee 9999 ennHuI
XpaHEHHUS.

3aKOHYCHHAsI OIIHCh AC]T BMCECTC C TUTYJbHBIM JIMCTOM W CIPABOYHBIM amIapaToM K HEeH
3aKJIIOYa€TCs B TBEPAYIO O6J'IO)KKy, HYMEPYETCA U NOAIIMBACTCA UJIU NNEPEIICTACTCH.

Kamnaﬂ 3aKOHYCHHAas OIMHUCHh ACI, Ka)KI[LIfI TOM OIIUCH ACJI JOJIKHBI UMETh JIMCT-3aBCPUTCIIb.

3.12. B crpaBOYHBIH anmapar K OMUCH JCNI BXOAST: TUTYJIBHBIN JUCT; IEPEYCHb TIEPEUMEHOBaHUH
cyna (ecnu wHbOpMAIHSI O IEPEUMECHOBAHUU HE COJICPIKHUTCSI B TUTYJIBHOM JICTE OIKCH), COJIEPKAHUE
(ornaBneHue); TPEIUCIOBHE;, CIHMCOK COKPAIEHWH; yKa3aTeaud K ONUCH (NIPEIMETHBIH, MMEHHOM,
reorpaduIecKoit).

3.13. Ha TUTyJIEHOM JIHCTE OTIMCH 1T YKA3hIBAIOTCS:

MOJIHOE HAWMCHOBAHHE TOCYJAAPCTBCHHOTO apxuBa (€CIM CyI BBICTYMAET €ro HCTOYHHKOM
KOMILICKTOBAHWS ),

IMMOJIHOC HAMMCHOBAHUC CYyJa,



HOMEp apXUBHOTO (HOH[A;

HOMEp U Ha3BaHUE OINCH;

KpaifHue JaThl BHECEHHBIX B OIUCH CTUHULl XPAHEHHS.

HaumeHoBaHue cyla yKa3blBaeTcCsl [0 OCIEIHEMY IOy BKIIOUCHHS JOKYMEHTOB B OIIMCh €.

3.14.B nNpeaArCIOBUA K OIMUCHU A€ YKA3bIBAOTCA CBCACHUSA B XPOHOJOTHUYCCKUX paAMKaX KpaﬁHHX
JaT €AMHUL XPaHCHW S, BKIIFOYCHHBIX B OIIMCh:

00 U3MEHEHMSIX B HAMMEHOBAHHUHU CY/1a;
0 CTPYKTYypE Cyna;

00 ocobeHHOCTAX odopMiteHUs] M (HOPMHUPOBAHUS JIe)I, ONMCAHUS U CUCTEMATH3alluK 3aroJIOBKOB
ACJT;

0 COJIepP’)KaHUU U TIOJTHOTE JIET;

0 HAJIMYUH U OCOOCHHOCTSIX WH(POPMALMOHHBIX CUCTEM, 0a3 JaHHBIX, UCTIOJIB3YEMBIX AJIsl paboThI €
AJIEKTPOHHBIMH JIOKYMEHTaMH, PETUCTPAIIMOHHO-YUYETHBIMUA (OPMaMHU JIed U JOKYMEHTOB M oOpazamu
(cxkaHamu) Aen U TOKYMEHTOB.

3.15. B ciy4yae oOHapyXeHHs HOBBIX JIeJI, HE BHECEHHBIX B OIMCH JIeN CYACOHOW KOJUISTHH,
CyAeOHOr0 COCTaBa, MIOCTOSHHOTO CyAe0HOr0 MPUCYTCTBUS UJIM CTPYKTYPHOTO MOAPA3/IeNICHUs CyAa WU
OTIMCH JIeTl, TAaKHeE JeJia BHOCATCS B YKa3aHHBIE OMKCH TIOJI JINTEPHBIMI HOMEpaMH.

Buecenne u3mMeHeHU B rofoBbIE pa3lieiibl OMUCH Jied mocie ux yrepxkaeHus IIIK apxuBHOro
VUpEKIACHUS WIM TOCYAAPCTBEHHOTO apXWBa IOMYCKACTCS TOJHKO HA OCHOBAHWU COOTBETCTBYIOIIUX
petenuit sxcnepTHON kKomuccuu cyna u DIIK apxuBHOTro yupexneHus (Trocy1apcTBEHHOTO apX1Ba).

3.16. Onucu men (TooBBIE pa3/iesbl OMHCEN) TOCTOSITHHOTO XpaHeHHs, BpeMeHHBIX (cBbie 10 jer)
CPOKOB XpaHEHHs, OIMCEH JIeN M0 JMYHOMY COCTaBy COTJIACOBBIBAIOTCA C IKCIIEPTHON KOMHCCHEH cyaa.

3.17. CornacoBaHHBIE DKCTIEPTHONH KOMHCCHEH Cya OMHCH el (TOJOBBIE pas/eNbl OMICei), ecln
Cyld BBICTYHNA€T HCTOYHHUKOM KOMIUJIEKTOBAaHHMSA TOCYJapCTBEHHOIO apxuBa, JUOO MpU HAIUYUU
COOTBETCTBYIOLIIETO [JOTOBOPA C AapXHMBHBIM YUpeKICHHEM, TMPEACTaBISIOTCS Ha YTBEpXKACHUE
cootBeTcTBytomieit DIIK apxuBHOTO yUpekaeHus.

Onucu nen (TooBBIe pa3leibl OMHCEH) HAIMPABIAIOTCA B YETHIPEX JIK3EMIUIIpaX Ha OyMaKHOM
HOCHTeJIE U OJTHOM 3K3EMIUISIPE B 3JIEKTPOHHOM BUJIE B PEAAKTUPYEeMOM (hopMaTe He MO3/HEe YeM depes 3
ro/ia IocJje 3aBepIleHNs el B AETONPOU3BOICTBE.

3.18. Ilepen HanmpaBiIeHHEM ONUCEN €N HA YTBEPKACHUE MPOBEPSIETCS] HAIMYUE JEJ1, BKIIOYEHHBIX
B 9TH OIHCH.

3.19. [locne yrBep:kaeHus onmce aen (rogoBeix pasaenoB onwcer) DIIK apxuBHOTO yupekaeHUsI
OHH yTBEpPXKJIAIOTCS MIpeceiaTeIeM Cyla.

4. JxcnepTU3a HEHHOCTH JOKYMEHTOB. 3a1auu U QyHKIHU
IKCHEPTHON KOMUCCHH CyAa

(B pen. [Ipukaza CymebHoro memapramenTa mpu Bepxosaom Cyne PO
o1 09.01.2024 Ne 1)

4.1. IlpemMeToM SKCIIEPTU3BI MEHHOCTH IOKYMEHTOB (Iajgee - JKCIepTH3a ICHHOCTH) SBIISACTCS
OTIpeJICJICHIE COOTBETCTBHUS JOKYMEHTA M (WJIM) MTOKYMEHTOB KPHTEPHUSM €ro (MX) IIEHHOCTH B IIEJIIX
OTpe/IeNIiCHNsI CPOKa XpaHeHWs W OoTOOpa JOKyMeHTa M (WIH) JOKYMEHTOB JUIS BKJIFOUYCHHS B COCTaB



ApxuBHoro ¢onma Poccuiickoit ®enepanuu WIA BBIICICHUS K YHHYTOKCHHIO 110 HCTCUCHHUH
YCTaHOBJICHHOTO CPOKa XPaHEHHS.

O0BeKTOM OKCHICPTU3BI HCHHOCTU ABJIACTCA JOKYMCHT U (I/IJ'II/I) HOKYMCHTHI.

3KCHepTI/I3a LIEHHOCTU IIPOBOAUTCA Ha OCHOBAHUHM IPHUHIUIIOB HUCTOpPU3MA, CUCTEMHOCTH H
HCJIOCTHOCTHU MYTEM KOMIUICKCHOTO MPUMCHCHU S CICAYIOIINX KPUTCPUCB!

MPOUCXOXKICHHUS (3HAYMMOCTh BBITIOJIHAEMBIX CYJAOM (YHKIMHA, BpeMss U MeCTO 00pa30BaHUS
JIOKYMEHTA);

coJiep>kaHusl (3HaUeHUE UMEIOIIEHCs B TIOKyMEHTe HH(POPMaLK, TOBTOPEHHE 3TOi nH(OpMay B
JIPYTHX TOKyMEHTaX, MOJUTMHHOCTD JOKYMEHTA);

BHEIIHUX OCOOCHHOCTEH JOKYMEHTOB (BHJ JOKyMEHTa, (Gopma (QHUKCHPOBAaHHS M TMepeaayu
COIepKaHus, IOPUANYECKAsi JOCTOBEPHOCTh (HAJMUME TOANHUCEH, Aar, medyareil) NOKyMEHTa, €ero
(u3nvecKkoe COCTOSIHWE), a TakkKe MPHUIOJHOCTUA JJISl HMCIONIB30BaHUS (BOCIIPOU3BOIUMOCTH (TIpU
JKCIIEPTHU3€E LIEHHOCTH 3JIEKTPOHHBIX U ayTUOBU3YaJIbHBIX JTOKYMEHTOB).

4.2. DKcnepTusa EHHOCTU JOKYMEHTOB Cy1a TPOBOJUTCS:

P COCTABJICHUM HOMEHKJIATYpPBI, B TIpoliecce (hOPMUPOBAHUS JIEIT;

TIPH TTOITOTOBKE JIET, SJIEKTPOHHBIX JIeT K TIepeiade B apXuB Cy/Ia;

[P TIOJITOTOBKE K Tiepeade /e, dJICKTPOHHBIX JIe Ha XpaHEHHUE B TOCYJapCTBCHHBIN apXUB;
TIPY BBIICTICHUH K YHUUTOXKEHHIO JIEN, JJIEKTPOHHBIX JIEN, HEe TIOAJISKAIUX XPAHSHHIO.

4.3. 3amayaMu 3KCIEPTU3bI LICHHOCTH SIBJISIIOTCS:

OIpeICJICHHE CPOKOB XPAHEHHUS JJOKYMEHTOB TIPU pa3pabd0TKe HOMEHKIIATYPhI;

0TOOp JOKYMEHTOB JUIS BKJIFOUEHUS B cocTaB ApxuBHOTO doHaa Poccuiickoit Deneparum, a Takke
JUISL TIEpe/Iadudl B ApXUB;

BBIABJICHHUEC JOKYMEHTOB C UCTEKIIUMHU CPOKaMU XpaHCHUA IJId BKIIIOUCHHUA UX B aKT O BBIACJICHUHN K
YHUYTOXCHUIO JOKYMCHTOB, HC IMOJICKAINX XPAHCHUIO.

4.4. DkcrepTyse IEHHOCTH MOMJIEKAT BCE JOKYMEHTHI CyJa HE3aBHCHUMO OT BHUJOB HOCUTENCH U
croco0O0B 3aIiCH.

Pemienne o BKJIIOYEHMHM IOKYMEHTOB B cocTaB ApxuBHoro ¢onma Poccuiickoit ®enepanun
npuanMaeTcs D1IK apXuBHOTO yupexaeHusl.

4.5. Cpoku XpaHEHUS TOKYMEHTOB IPH MPOBEACHUH UX SKCIIEPTU3bl ICHHOCTH YCTaHABIMBAIOTCS B
COOTBETCTBHHU ¢ (pefiepaibHBIMU 3aKOHAMU WM WHBIMH HOPMAaTHBHBIMHU MPaBOBBIMH akTamu Poccuiickoit
Denepanyy, NepeyHSIMU TUIIOBBIX apXUBHBIX JOKYMEHTOB C YKa3aHHUEM CPOKOB UX XpaHeHHA U [lepeunem
JIOKYMEHTOB.

46.B OCJIX OpraHuv3anuu U MpoBCACHUA METOJINYCCKON M HpaKTH‘IeCKOﬁ pa60TI>I 10 3KCICPTU3C
LIECHHOCTHU OTOKYMCHTOB, 06pasoBaBme051 B OCATCIIBHOCTH CyJa, CO3JACTCA DKCIICPpTHAsA KOMHCCHUA Cyla,
KOTOpasd ABJIACTCA COBCIIATCIIbHBIM OPraHOM U ﬂeﬁCTByeT Ha IIOCTOSIHHOM OCHOBE.

DkcrnepTHas KOMUCCHS CyJa CO3aeTCsl MPUKA30M MpeaceiaTens Cya U AeiCTByeT Ha OCHOBAHHH
MIOJIOXKCHHUS, Pa3paOOTAHHOIO HA OCHOBE MPHMEPHOTO TOJOXKEHUS 00 OKCIEepTHOH KOMHUCCHU
OpraHu3alvi, YTBEPIKICHHOW YIMOJHOMOYECHHBIM (DeIepalbHBIM OPraHOM HCIONMHUTEILHON BIACTH B
chepe apXUBHOTO JIeNa U JSTOMPOU3BO/ICTBA.

CyI[LI, BBICTYIIAOINHUE NCTOYHUKOM KOMIIJICKTOBAHUA I'OCYJApCTBEHHOI'O apXHBa, COIJIaCOBBIBAIOT



MOJIOKEHHUE 00 IKCIIEPTHON KOMUCCHH CyJia ¢ cooTBeTcTBYIomIeH DK apXuBHOTO yUpeKaecHuUsI.

4.7. B cocTaB dKCIIEpTHOW KOMHCCHH CyIa, Ha3HAYAeMBIA MTPUKA30M TpeACeaaTess Cyna, BXOIAT:
mpeJiceiaTelb KOMUCCUU (OJIMH U3 3aMECTUTeNIeH IpecenaTelis Cyia Wik Cyabs (B Cllydae OTCYyTCTBUS
3aMECTUTENS TIpeNcenaTelisi Cyla), ceKpeTapb (paOOTHHK Cyma, OTBETCTBEHHBINM 3a paboOTy apxuBa),
pabOTHHUKHM OTIENa NEJIONMPON3BOACTBA (00IIero oraena), CyAcOHBIX KOJUICTHH, CyAeOHBIX COCTAaBOB,
MOCTOSHHOTO CYJICOHOTO MPUCYTCTBUS M JPYTUX CTPYKTYPHBIX MOAPA3ICICHUN Cy/Ia.

Taxke B cOCTaB OKCIEPTHOM KOMHUCCHHM CyJa MOXET OBITh BKJIIOYEH NpPEACTaBUTENb
TrOCYJAPCTBEHHOI'O apXWBa HW/WIH YIOJHOMOYCHHOI'O OpraHa WCIOJNHUTEIBHOW BIACTH CyObeKTa
Poccuiickoit ®enepaunu B chepe apxuBHOTO fAesa (TI0 COTIaCOBAHUIO).

4.8. DKkcnepTHast KOMHCCHS Cyla OCYLIECTBIISIET Cleayouue GyHKIUH:
4.8.1. Opranu3syeT e:KeroIHbIN 0TOOP AEI I XPaHCHUS U YHIUYTOKCHIIS.
4.8.2. PaccMaTpuBaeT U IPUHUMAET PELIEHUE O COTJIACOBAHUU:

MIPOEKTOB OMHCEN /I MOCTOSIHHOTO U BpeMeHHBIX (cBbIme 10 J1eT) CpOKOB XpaHEHHs, ONMCEH Jel
10 TMYHOMY COCTaBYy;

IIPOEKTOB HOMEHKJIATYD JEIT;

IIPOEKTOB aKTOB O BBIJCIICHUN K YHUYTOXEHUIO JEJI, HE MOMIEKAIUX XPAaHEHUIO;

MPOEKTOB aKTOB O HEOOHAPY>KEHHH apXHUBHBIX JIOKYMEHTOB, ITYTH PO3bICKAa KOTOPBHIX HCYEPIIAHBL;
IIPOEKTOB aKTOB O HEUCIIPABUMBIX MTOBPEKIEHUSAX APXUBHBIX JOKYMEHTOB;

MPOEKTOB  JIOKAIFHBIX HOPMATHBHBIX aKTOB W METOAWYECKHX JIOKYMEHTOB Cyna II0
JIEIIONPON3BO/ICTBY U APXUBHOMY JIETY.

4.8.3. T'oroBUT mpennoxeHus: 00 yCTaHOBICHUU (M3MEHEHHH) CPOKOB XPaHEHHs OKYMEHTOB H
BHCCCHUHN COOTBCTCTBYIOIINX W3MEHEHHUH B HepequL JOKYMCHTOB, C I[EU]BHCI\/'IHII/IM HX MPEACTAaBJIICHUCM
Ha paccMotpenue CyzneOHoro nenapramenta npu BepxosHom Cynae Poccwniickoit deneparim.

4.8.4. COBMECTHO C apXWBOM CYyZa, OTIEIIOM JIEIIONPOU3BOCTBA (OOIINM OTIEIIOM) M KaJpOBOM
ciyxOoi opraHusyeTr il paGOTHMKOB CyJa KOHCYJbTallUM IO BONpPOCaM pabOThl C JOKyMEHTaMH,
OKa3bIBa€T MM METOAWYECKYIO IIOMOIIb, yYacTBYeT B IMOIATOTOBKE M IPOBEICHUU MEPOIPHUATHH IO
MIOBBIIIEHHUIO UX KBaTH()UKALIH.

4.8.5. BeinonHseT uHble (yHKIMH, YCTAaHOBJICHHBIC 3aKOHOIaTeNILcTBOM Poccuiickoii denepanuu B
cdepe apXUBHOTO JeN1a U JISIONPON3BOICTBA U MOJIOKEHHUEM 00 SKCIIEPTHON KOMHUCCHUH Cy/Ia.

4.9. 3acemanus SKCIIEPTHONH KOMHUCCHH CyZAa MPOBOJIATCS MO Mepe HeoOXOIWMOCTH, HO HE MEHee
IBYX pa3 B Tof, oGpOpMIISIOTCS MPOTOKOJIOM, KOTOPBIH HMOAMKCHIBAETCS NpeAceaaTeNieM U CeKpeTapeM
KOMHCCHH.

3acenaHue SKCIEPTHON KOMUCCUH Cylla ¥ IPUHSTHIE PELICHNSI CUUTAIOTCS IPABOMOYHBIMH, €CIIH Ha
3ace/laHuU MIPUCYTCTBYET OoJiee MONIOBUHBI €€ COCTaBa.

Pemennst sKkcmepTHOW KOMHCCHM CyAa MO KaXJAOMy BOMPOCY (IOKYMEHTY) MPHHUMAIOTCS
OombIHMHCTBOM TroJ0coB. CHOpHBIE BONPOCHI MpPU pa3AeleHHH TOJOCOB IOPOBHY pa3pelaloTcs
npeaceaaTenaeM SKCIepTHON KOMUCCHUH Cy1a.

4.10. Benenune AeONPON3BOMCTBA IKCIEPTHONH KOMHUCCHH Cyla, XpaHCHHWE W WCIIOIh30BaHUC €€
JIOKyMEHTOB, OTBETCTBEHHOCTD 32 X COXPAaHHOCTb, 4 TAKIKE KOHTPOJIb UCTIOTHEHHUSI IPUHATHIX 3KCTIEPTHON
KOMHCCHEN CcyJia pellieHrni BO3JIaratoTcs Ha CeKpeTapsi IKCIEPTHOW KOMUCCHH Cy/Ia.

4.11. Tlo pe3ympTaTaM 3KCHEPTH3BI IIEHHOCTH IOKYMEHTOB B CYAEOHBIX KOJUICTHSIX, CYIECOHBIX



COCTaBax, MOCTOSHHBIX CyA€OHBIX MPUCYTCTBUSIX, CTPYKTYPHBIX MOIPA3ACTEHISIX Cya COCTABIISIOTCS:

HOMEHKJIATyphl Jell CydeOHbIX KOJUIeTHH, CyAeOHBIX COCTaBOB, IIOCTOSHHBIX CYJIEOHBIX
MPUCYTCTBHUN, CTPYKTYPHBIX MTOApa3AeiIeHUI cyna;

ONHCH JEJ, OMUCH D3JEKTPOHHBIX el CyNeOHBIX KOJUIETHH, CyJeOHBIX COCTAaBOB, MOCTOSHHBIX
CyIIeOHBIX MPUCYTCTBUH, CTPYKTYPHBIX MOJApa3ACieHI Cya: IIOCTOSHHOTO, BpeMEeHHBIX (CBbime 10 jer)
CPOKOB XpaHEHUsI, 0 JUYHOMY COCTaBY;

MPEATIOKCHHS K aKTY O BBIACIICHUN K YHUUYTOXCHUIO JJOKYMECHTOB, HE IMOAJIC)KAIIUX XPAHCHUIO.

5. Odopmitenne aes1 1 MHBIX JOKYMEHTOB K MOCJIEAYIOIEeMYy XPAHEHUI0
B apXHBe cy/Aa

(8 pen. IIpukaza CynebHoro nenapramenta npu Bepxosnom Cyne PO
o1 09.01.2024 Ne 1)

5.1. 3akOHYEHHBIE NIEIOMPON3BOICTBOM Jielia IOCTOSIHHOTO (B TOM YHUCIIE CO CPOKOM XpaHEHUs "o
JTUKBUIAIMH cyaa'") ¥ BpeMeHHbBIX (cBbitie 10 1eT) CpOKOB XpaHEHHS, B TOM YHCIIC N0 TUYHOMY COCTABY,
MOCJIe OKOHUAHUS KaJICHIAPHOT'O I'0J1a MOATOTABIMBAIOTCS K IIepeiaue B apXUB Cy/1a U MOJICKAT MOJTHOMY
0(OPMIICHUIO U OMTUCAHUIO (BKIFOUSHHIO B OITUCH JIEN).

Odopmnenne M onmcaHue el A0 MepeJadyd B apXuUB OCYLIECTBISIETCS pabOTHHKaMH,
OTBETCTBEHHBIMH 3a BEJICHHUE JIETIONPOU3BOJICTBA B Cye0HOM KOJUIerny, CyAe0HOM COCTaBe, MOCTOSIHHOM
CyneOHOM NPUCYTCTBHM WM CTPYKTYpHOM IIOAPA3/CICHUH CyNa, B COOTBETCTBHH C TPeOOBaHHAMHU
IIpaBun Ne 77, unctpykuuiit Ne 36, Ne 161, Ne 224, Ne 225 u HacTosmeit MHCTpyKUIMH.

5.2. [Ipu popmupoBaHuy eI HEOOXOIUMO COOJFOAATH CIICAYIONIUE TPEOOBAHMS:
JOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOT'O XpaHEHHsI TPYIIITUPYIOTCSI B OTACIbHBIC JICIa;

B JIEJI0 BKJIIOYAIOTCS JOKYMEHTBI, KOTOPBIE II0 CBOEMY COJIEPAKAHUIO COOTBETCTBYIOT 3arOJIOBKY Jiefa,
NPEeayCMOTPEHHOMY HOMEHKJIATYpOH. 3arojioBOK JAeja YTOYHSETCS B COOTBETCTBHHM C (DaKTHUECKUM
COCTaBOM M COJEpP)KaHUEM JOKYMEHTOB,;

B ZCJI0 BKIIIOYACTCA OJJUH IK3EMILIAP KaXI0ro JIOKyMCHTA,

B JIeJia TPYMITAPYIOTCS TOKYMEHTHI OJHOTO KaJleHAapHOTO rofa (MCKII0UeHUEe: TIepeXoaIIne ea;
cynieOHbIe Jiena; TUYHBIC Jeiia, KOTOPbIe (POPMUPYIOTCS B TCUCHHE BCETO NIEproia paboThI);

MPUITIOKCHHUA, JIUCTBI O3HAKOMIJICHUS, COIIACOBaHUA MW PE30JIIOIMU K AOKYMCHTAM ABJISAIOTCA HUX
HEOTHEMJIEMOM JaCThIO M BKIIFOYAIOTCS B A€JI0 BMECTE C JOKYMEHTaMH, K KOTOPbIM OHU OTHOCATCS;

MpUKa3bl (PaclopsDKEHHsT) TPYNIHUPYIOTCS B Jieia B COOTBETCTBHU C YCTaHOBJICHHBIMH JJISI HHX
CpOKaMU XpaHEHUs;

JJMYHBIC 1CJIa (l)OpMI/Ip}’IOTCH OTACIBbHO Ha KaXaoro pa60THI/IKa, AOKYMCHTBI B JIMYHBIX J€jIax
pacnojiararoTcsa B XpOHOJIOTMYCCKOM MOPAAKE 110 MEPE NOCTYIICHHA

JMIEBBIE cYeTa 110 OIuIaTe TPyAa paObOTHUKOB IPYNMIHUPYIOTCS B OTAEIBHBIC JIeJIa M PAcIONaraloTCs
B HUX 10 aJ(aBuUTy HaMUIHNA, HIMEH U OTYECTB (IIPY HAJTHYHH);

HE JIOMYCKAeTCs TPYMIMPOBATh B JIeia YSPHOBBIC U AyOJIETHBIC SK3EMILISPBI JOKYMEHTOB, a TAKKE
JIOKYMEHTBI, TIO/IJISKAIIIHE BO3BPATY.

5.3. Ilonnoe odopmiieHue aen Ha OyMasKHOM HOCHTEJE IPELyCMaTPUBAET:

u3bsATHE (aiIOB-BKIIAIBIIICH, CKPEIIOK, METAJUIMYECKUX CKOO, CTHKEPOB;



MOJAIIUBKY WX TEPEIUIET JTOKYMEHTOB Jenia (HeOopMaTHBIC NOKYMEHTHI XPAHATCS B 3aKPBITHIX
TBEPJBIX MAIMKaxX WIH KOpoOKax);

HyMEpAaIHIO JIUCTOB JENa;
COCTaBJICHHE JTUCTa-3aBepuTels nena (mpmioxerune Ne 10 k Hacrosmeit MHCTpyKInn);
cocTaBlieHHE BHYTPEHHEH onucH TOKYMEHTOB aena (mpuiokenue Ne 11 k Hacroselt UHCTpyKUIum);
oopmienue obnoxku Aena (npuinoxkenne Ne 12 k Hacrosimeit MHCTpyKumm);

JINCT UCTIOJIb30BaHMS (IIPH HEOOXOTUMOCTH).

5.4. [leno Ha O6ymMaXHOM HOCHUTEJIE HE I0JDKHO cojiepkaTh Oosee 250 IMCTOB MU TOJIIIMHE KOPEIIKa
He Ooee 4 cM.

Ecnmu kommuecTBO nmcTOB B aene mpeBbimaeT 250, MOKYMEHTHI (OpPMHpPYIOTCS B TOMa B
XPOHOJIOTHYECKOM IMopsiake. ToM 2 MOKeT ObITh HayaT JIMIIb MOC)Ie OKOHYaHus Toma 1. JlaTa oTKphITHSA
ToMa 2 He JIOJDKHA OBITh paHee JaThl OKOHYaHMs ToMa 1. Ha Tomax moipkeH ObITh OOILIUI 3arojIOBOK IO
HOMEHKJIAType Al

5.5. IoKyMeHTBI MOJIIMBAIOTCS Ha YETHIPE MPOKOJIA B TBEPIAYIO OOJIOKKY HIIH TEPEIICTAIOTCS C
Y4€TOM BO3MOKHOCTHU YTCHUA BCECX NOKYMCHTOB, 44T, BU3 U pe3omoum71 Ha HUX.

[Ipu HeoOXonMMOCTH TOKYMEHTHI MeHee ¢opmara AS (4eKH, KBUTAHIIMHU, CIIPaBKH, ¢oTorpaduu u
JpyTHE) B IeNsX ya1o0CTBa NOAIIMBAHNS HAKIIEUBAIOTCS Ha JTHCT popmata A4. [Ipu oTcyTcTBHM TONS IS
MOJIINBKY JTOKYMEHT HEOOXOMMO HAKJIEUTh 0€3 IIOBPEXKICHHUS TEKCTa Ha BCIIOMOTaTeIbHBIN JIUCT.

JIOKyMEHTBHI TIOJIIIMBAIOTCS B JIENO B XPOHOJIOTHUYECKOM IOPSIKE, BCe TMPUOOIIEHHBIE B TpoIiecce
paccMOTpeHHsI CYJeOHOTO Jesia JOKYMEHTHI - B MOPSAKE UX MOCTYILICHUS.

B ciygae ucnonb3oBanust Ut GUKCHPOBaHMS X0/1a CyI€OHOTO 3aceJaHusl CPENICTB ayIHO3aINCH U
WHBIX TEXHUYECKUX CPEACTB DIIEKTPOHHBIE HOCHUTENH WHGOpPMAalUWU (IUCKH, JAUCKETHI, (IIEII-KapThl)
XpaHATCS BMECTE C CyAcOHBIM AeoM. [Ipu 3ToM OHU JOIKHBI OBITh BIIMTHI B CyAeOHOE AeT0 (PHOOIIEHBI
K TIPOTOKOJIY CyAeOHOTO 3acefaHus) B YIIAKOBAHHOM BHJE (KOHBEPT) C YKa3aHHEM Ha YIaKOBKE HOMepa
Jena, JaThl, a TaKkXKe MONUCAHBI YIOJHOMOYCHHBIM PaOOTHHKOM ammapara cyjaa. YIakoBKa JIOJDKHA
o0ecreyrBaTh COXPaHHOCTh NEKTPOHHOTO HOCUTENS OT MOBPEKJICHUHN U TIOPYH.

5.6. [Ipu HymepaIum TUCTOB B ieJaX COOFONAIOTCS CIIEAYIONIe TPeOOBaHMS:

HyMepamusi TPOU3BOAWTCA apabckumu T(paMu TPOCTHIM TpadHUTHBIM KapaHAAIOM WIIN
HYMEpaToOpOM C BOJOCTOMKON HITEMIENbHON KPaCKO;

HOMEpa JIUCTOB MPOCTABIISIIOTCS B IPABOM BEPXHEM YIJIy JINCTA JOKYMEHTA;

¢dororpaduu, yepTeKu, AUArpaMMbl U JIPyrHe WILUTIOCTPATHUBHBIE TOKYMEHTHI, MPEACTaBISIONINE
CaMOCTOSITEIbHBIN JIUCT B JieJIe, HyMEPYIOTCsl Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIY;

JUCT C HaKJIEEHHBIMH JOKYMEHTaMH (BBIPE3KaMH, BHIMHCKaMH, QoTorpadusiMu) HymMepyeTcs Kak
OJIUH JIHCT;

JTUCTHI (BBIPE3KH, BCTaBKH TEKCTa, MEPEBOJBI), MOAKICCHHBIE OAHUM KpaeM K JIPyroMy JHCTY,
HYMEPYIOTCSI OTACIBHO;

KOHBEPTHI C BIOXKCHHUSIMH, MOJIIUTHIE B JEJI0, HYMEPYIOTCS B CIEAYIOIIEM TOPSIKE - BHAadale
HyMepyeTcsi KOHBEPT, a 3aTeM O4YepeTHBIM HOMEpPOM - KaXKIoe BIOXEHHE B KOHBepTe. Ecim BioxeHus
HYMEPOBATh HEJb3sl, UX HAIMYUE OrOBAPUBACTCS B 3aBEPUTEIHHON HAIIUCH;

MIOAIINUTEIE B IEJIO JOKYMEHTHI ¢ COOCTBEHHON HyMepaIuel JTUCTOB (BKIIOYAs TIEUYaTHBIC W3IAHMS)
HYMEPYIOTCS B OOIIEM TOPSIKE WIH COXPAHAIOT COOCTBEHHYIO HyMEpAallHi0, €CIH OHa COOTBETCTBYET



MOPSAAKOBOMY PACTOIOKEHHIO JICTOB B JIETIE;
JUCTHI OONBIIMX (POPMATOB IMOANIMBAIOTCS 32 OJIMH Kpail 1 HyMEPYIOTCS KaK OJIUH JICT;

BCEe JHUCTHI Jaena (TOMa, 4acTW) Ha OyMaxXHOM HocuTelle (KpOMe JIMCTa-3aBepUTENS Jeiia U
BHYTpPEHHEH OMKCH JOKYMEHTOB JIeJia) HyMEPYIOTCS B BaJIOBOM TTOPSIZIKE;

JIMCTBI ACJI, COCTOAIINX U3 HECKOJBbKUX TOMOB, HYMCPYIOTCA MO KaXXKAOMY TOMY OTACJIBHO.

B cirydadax 06Hapy>KeHI/I$I OIIMOOK B HyMEpalun JIMCTOB [CJIa MPOBOAUTCA NCPCHYyMEpalusd HUIA
HCIIOJIb30BAHUE JIMTCPHBIX HOMEPOB JINCTOB.

B cimyuae m3aMeHeHUs HyMepauuu JHCTOB JeNla COCTaBISIETCS HOBBIM JIMCT-3aBEPUTEND, TIPU 3TOM
CTapblil COXpaHseTcs B JIEIe.

5.7. Jlucr-3aBeputens aena (mpmiokenue Ne 10 x Hacrosimedt MHCTpykumm) cocTaBisieTcsl Ha
OTIENBHOM JIMCTE, TOAMHUCHIBACTCS €ro COCTaBHTENIEM, NOALIMBAaeTCs (BKJIEHBaeTcs) B aAeno. Bcee

IMOCJICAYIOIINE U3MEHCHHUS B COCTABE U COCTOAHUM JI€JIa OTMCHYAIOTCA B JIMCTC-3aBCPUTEIIC CO CCBIIKOM Ha
COOTBCTCTBYIOH_II/Iﬁ aKT.

3anpemaeTcsI BBIHOCHUTD JIMCT-3aBCPUTCIIb HA O6J'IO)KKy JielIa WIIM YHCThIN O60pOT JINCTA IMOCJICIHETO
JOKYMCHTA. Ecnu neno moammmro uim TMEPEIIIICTCHO Oe3 Oranka JINCTA-3aBEPUTEIIA, OH JOJIDKCH OLITE
HAKJICCH 3a BEPXHIOKO YaCTh JINCTA Ha BHYTPCHHIOIO CTOPOHY 00JIOKKH B KOHIIC Acia.

Bce mocrnenyromue n3MEHeHNST B COCTABE W COCTOSIHUHM feia (TIOBPEKACHHS, 3aMeHa MOUTHHHBIX
JIOKYMEHTOB) OTMEYAIOTCS B JINCTE-3aBEPUTEIIE CO CCHUIKON Ha COOTBETCTBYIOIIHI aKT.

5.8. Ha obnoxke nena (npunoxxenue Ne 12 k Hacrosimet MTHCTpyKUMH) YKa3bIBAIOTCS:
HauMEHOBaHUE cyza (MOJTHOCTHIO, B MIMEHUTEIBHOM IaJIexKe);

HanNMEHOBaHUE CyA€OHOI KOJIErny, Cy1eOHOro cocTaBa, IOCTOSIHHOTO CyIeOHOr0 IPUCYTCTBUS HIIH
CTPYKTYPHOTO Tofipa3iesieHus cyaa (Tpy HaJTM4nH);

HOMEp TOMa (4acTH);
HHJIEKC /IeJ1a IO HOMEHKIIATYPE;
3aroJIOBOK Jena (Toma, 4acTu);

(haMuIHs, M, OTIECTBO OCYKJIEHHOTO JIUI[A U TIOJTHOE HAMEHOBAaHHUE CTaTbH Y TOJIOBHOTO KOJIEKCa
Poccuiickoit @enepanuu, 1o KOTOPOM JIULO OCYKJIEHO;

(dbamuusl, THULUABI UCTIA, OTBETYNKA (HAMMEHOBAaHUE OPTaHU3AIMH), CYTh HCKa (3asiBICHHS);

(dbamuIusl, UMs, OTYECTBO ONMPABIAHHOTO JIMIA VI JIUIA, B OTHOIIEHHH KOTOPOTO MPOU3BOJICTBO
HPEKPAILEeHO;

HOMEp MPOM3BOJICTBA TIO JICNTY, YHUKATBHBIH UICHTHOUKATOD Jena;

KpaliHUe JIaThl jea (ToMa, YacTH);

KOJIMIECTBO JIUCTOB B JieJie (TOME, YaCTH);

CPOK XpaHEeHHs JieNa C YKa3aHHeM T'0/1a, 10 KOTOPOro OCYIIECTBIISIETCS] XpaHEeHNUE;

Ha CyIeOHBIX JIeJlax - MOIUCH CYAbH, PACCMOTPEBIIIETO JETI0, Ha JeNIaX OOIIETo IEeIONPON3BOICTBA
- IOJIMUCH HAYaJIbHUKA COOTBETCTBYIOIIETO CTPYKTYPHOTO MOAPA3ICICHUS;

apXMBHBIN KD Aena;



nomMeTka " {75 ciry>ke0HOro Moap30BaHus" WM rpu@ OrpaHUYeHHUs 10CTyma (IPpYU HAJTHIIH).

5.9. Ha 06o>kkax JieJ1 MoCTOSTHHOTO CPOKa XPaHEeHHUs ITPelyCMaTPUBAECTCA MECTO /1715l HAMEHOBAHUS
rOCYJJapCTBEHHOT'O apXUBa, B KOTOPHIN MEpeIatoTcs 1ea Cy1a - UICTOYHHUKA KOMIUIEKTOBaHUS.

[Ipu u3MeHeHNM HaMMEHOBaHUS Cyna (CTPYKTYpHOTO TOAPA3AENeHUs CyAa) B TEUCHUE MEPHOAa,
0XBaTHIBAEMOT0 JIOKYMEHTAMHU JiejIa, Ha OOJI0KKE JIeNia yKa3bIBACTCs MOCIIeIHEE HANMEHOBAHHE.

5.10. 3aroaoBok JA€1a JOJDKEH COOTBETCTBOBATH q)aKTI/I‘-IeCKOMy COCTaBy COACPKAHUIO JOKYMCHTOB
Jcia.

Ecnu neno cocTouT U3 HECKOJIBKUX TOMOB (YacTeil), Ha 00JI0KKY Ka>kKA0TO TOMa (4aCcTH) BBIHOCUTCS
0OIIHi1 3aroJI0OBOK, a TAK)KE 3ar0JI0BOK M HOMEP KaXJI0T0 TOMa (4acTH).

IIpumep:

OKYMEHTHI OIEpaTUBHBIX coBelaHuM cyaeil B 2 Tomax. Tom Ne 1 - coBemanus cyaeit cyne6Hoi
" 2 Tom Ne 1 0
KOJUIETHH TI0 YTOJIOBHBIM AeiiaM';

"JIOKyMEHTBI OTIEpaTUBHBIX COBELIaHUH cyael B 2 Tomax. Tom Ne 2 - coBemanus cyaeit cyaeOHoH
KOJUIETHH TI0 TPKIAHCKHUM Jieam’.

B 3aronoBkax men, comepaimx KOIMWU JOKYMEHTOB, JIETIACTCSl YKa3aHWE Ha HAWYUE KOTIHA.
[ToaTMHHOCTH TOKYMEHTOB JIeJIa B 3ar0JIOBKE HE OTOBAPUBAETCS.

5.11. Ha o6noke Aena yKa3pIBaloTCs KpaifHue AaThl JOKYMEHTOB, TOMEIIEHHBIX B JEIO.

Ecnu B nemo BKIIFOUEHBI JOKYMEHTHI, 1aTa KOTOPBIX HE COBIAJAeT C JaTOW JeNa, TO TOJ| IaTOH C
HOBOH CTPOKH JieiaeTcsi 00 3TOM 3anuch: "B nene nMeroTcs JOKyMeHTHI 3a ... Tofi(bl)".

JlaTa nenma He yka3wpIBaeTCsA Ha 00JI0XKKaX JCJ, COACPXKAIIMX TOJOBBIC IUIAHBI, OTYCTHI U JIPYTHE
JIOKYMEHTBI, TaThl KOTOPBIX OTPAYKAOTCS B 3ar0JIOBKaX JIElT.

Jaramu nen, comepikamux pacHopsSAUTEIbHYI0O M HHYIO JOKYMEHTAIMIO (JOKIaibl, MHCHhMAa,
CTEHOTPaMMBI), SBIISIOTCS TATHI (YUCIIO, MECSI], TOM) PETUCTPANH (COCTaBICHUS, TIOCTYIUIEHHUS) CaMOTO
PaHHETo ¥ CaMOro MO3JHET0 JOKYMEHTOB, BKIFOUCHHBIX B JIEJI0 (KpaliHUe JaThl Jei, JOKYMEHTOB).

Jaroii nena, colepikaulero NPOTOKOJbl 3aceJaHWi, SIBJISIOTCS JaTbl MEPBOTO W IMOCIEIHETO
MIPOTOKOJIA, BKJIFOUEHHBIX B JIENO.

I[aTOﬁ JIMIHOI'O J€jia ABJIAIOTCA OaThl IMOAIMMCAHUA IMPUKA30B O NMPHUEME U YBOJIbBHCHUHM JIMIla, HA
KOTOPOC OHO 3aBCACHO.

I[Tpu 0603HaYEHHH JaThl TOKyMEHTA CHAYasla YKa3blBA€TCsI YHCII0, 3aTeM MECSIl U roj. YUciIo u rox
0003HAYaI0TCs apaOCKUMU 1 pamMu, Ha3BaHUE MECSIIIA - TPOITUCHIO.

Ecnu nata AOKYMCHTA WJIN OTACJILHBIC €€ 3JICMCHTLI OIIPCACIIAIOTCA HpI/I6J'II/I3I/ITCJ'II)HO, Ha OCHOBaHHUH
aHajin3a CoACpKaHUA AOKYMCHTA, TO daTa UMW OTACIBHBIC €€ 3JICMCHTBI, HC SABJIAIOIIUCCS a0COIFOTHO
AOCTOBCPHBIMH, 3aKIIIOYAIOTCs B KBaAPATHBIC CKOOKH.

5.12. KoauuecTBO JTUCTOB Ha 00JI0XKKE JCJ1a YKa3bIBACTCA HAa OCHOBAHWU JINCTA-3aBCPUTECIIA.

5.13. Cpok xpaHeHHs Ha OOJIO)KKE [ela YKa3bIBaeTCS B COOTBETCTBHH CO CPOKOM XpaHEHWS,
YCTaHOBJICHHBIM HOPMAaTHBHBIMH MPAaBOBEIME akTaMu Poccuiickoii Depepalyiv, THIIOBBIMU TEPEYHIMU
JIOKYMEHTOB, [lepeuHeM JOKyMEHTOB.

Ha nena, BHECEHHBIE B OITUCH JIeT (TOAOBOM pa3zell OMKCH JIeT) CyIa - HCTOYHHKA KOMITJICKTOBAHUS
rOCY/IapCTBEHHOTO apXMBa, apXUBHBIN MU(P MPOCTABIISACTCS MOCIE YTBEPXK/CHUS OMUCH e (TOJ0BOTO
pasnena ommcu Aen) JI1K apXuBHOTO yUpeKIeHUS U YTBEPKIACHUS TIpeceaaTelieM Cyaa.



5.14. ApxuBHbli mm(p BKIIOYAET B ce0s HOMEpa: apXWBHOTO (OHAA, ONMHCU JIeN, TOKYMEHTOB,
€MHUIIBI XpaHeHus - nena. Ha eauHunax xpaHeHus, coaepKalux JOKYMEHThl Ha OyMaKHOM HOCHTEIIE,
ApXUBHBINA MU(P HAHOCUTCS HAa OOJIOKKY B JICBOM HI)KHEM H IIPABOM BEPXHEM YTJIaX B LEJSIX 00eCTICUeHUS
yueta u wugeHtudukanuu. Ilpm sTOoM 00O03HAaYeHHWE, HAHOCHMOE B TIPaBOM BEpPXHEM YTy,
nepeBopauuBaeTcs Ha 180 rpazycoB 1Mo OTHOILICHHUIO K 0003HAYCHUIO B JICBOM HIDKHEM YIITY.

5.15. Bo Bcex cymeOHBIX Aenax, MOJJICKANIUX IMepefaadye B apXuB Ha IOCTOSHHOE W BPEMEHHOE
xpaHenue (cBeimie 10 jer), a Takke B Jeflax IO JUYHOMY COCTaBy, COCTABIISIETCS] BHYTPEHHSSI ONKCH
JIoKyMeHTOB fena (npuinokenne Ne 11 k Hacrosment MHCTpyKInm).

BHyTpeHH:s onuCh TOKYMEHTOB Jieja OALINBAETCS B HaYaje Jena.
(abzan BBenen [Ipukazom CyznebHoro nenapramenta npu Bepxosaom Cyzne P® ot 29.05.2024 Ne 124)

JIucTel BHyTpeHHEH OIMMCH JOKYMEHTOB Jejla HyMEepyIOTCS OTAENbHO OT oOIIed Hymeparuu
JOKyMeHTOB Aena. MHdopmanus o KoJuyecTBe TUCTOB BHYTPEHHEH ONMMCH JOKYMEHTOB Jiejia BKIIOUAeTCs
B JIUCT-3aBEPUTEIIb.

H3meHeHne coctaBa JTOKYMEHTOB Jiesia OTpaxkaercst B rpade "[Ipumeyanue" BHyTpeHHeEW OIUCH
JIOKYMEHTOB JI€JIa CO CCBIIIKAMH Ha COOTBETCTBYIOIINE AKTHI.

Ecnu neno na OymakHOM HOCHUTENE IMEPeryIeTeHO0 WM MOAMNTO Oe3 OjaHKa BHYTpEHHEH omucu
JOKYMEHTOB, TO COCTaBJICHHAasi II0 YCTAHOBJICHHOW (opMe BHYTPEHHSS ONKMCHh MOJKIEUBACTCA K
BHYTPEHHEH CTOPOHE JIMLEBOM OOJIOKKH Jera.

5.16. B yd4eTHO-peruCTpallMOHHBIX ypHajlaX MOCTOSHHOTO M BpeMeHHoro (cBeime 10 jer)
XpaHeHUs Nepes UxX Iepenadeil B apxuB paOOTHHKaMHU OTAEJIOB, OTBETCTBEHHBIMH 3a BelEHHE NaHHBIX
JOKYMEHTOB, OCYIIIECTBIISIETCS] HyMepauus JIMCTOB M POU3BOAMTCS 3aBEPUTEIbHAS HAIMNCH.

Ha o6moxke PErUCTPAMOHHOT O KYpHaJa I KHUTU COTJIACHO HOMCHKJIATYP€ NPOCTABIIACTCA CPOK
XpaHCHUA U YKa3bIBA€TCA KOJIMYCCTBO JIMCTOB.

Ilepen nepenayeii B apxuB y4ETHO-CTATUCTUIECKHUX KAPTOUEK PAOOTHUK OTENA JIEJIONPOU3BOICTBA
MIPOBEpPSIET UX HAJIMYUE U 3aII0JIHEHUE BCEX MPEAYCMOTPEHHBIX PEKBU3UTOB.

[Mocrne mepegaun 1€y B apXUB y4ETHO-CTATUCTUYECKIE KAPTOUKHU JOJDKHBI XPAaHUTHCS B KapTOTEKaX
(suKax, KapTOTEUHBIX MKadax) OTASNBFHO MO YIOJIOBHBIM, IPAXKJAHCKUM, aJMUHUCTPATUBHBIM JIEJaM,
Jenam o0 aJMHHUCTPATUBHBIX TPABOHAPYIICHHUAX B MOPSAAKE UX HOMEPOB IO rogaM. B xaxjaom Tome
JIOTKHO OBITh He Oosee 150 yueTHO-CTaTHCTHIEeCKHUX KapToUuek, Ho He Oonee 250 nrcToB.

Y4eTHO-CTaTUCTHYECKHE KapTO4YKHU NEPEAA0TCA B apXUB BMECTE C aﬂ(baBI/ITHI)IM YKa3aTcJicM.
6. ITopsAA0K YHUYTOKEHHUS APXUBHBIX JOKYMEHTOB

(B pen. [Ipukaza CynebHoro nenapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

6.1. Haxomsammecs B apxuBe Jella, MO KOTOPHIM HCTEK CpPOK XpaHEHWS, YCTaHOBJICHHBIN
neiictBytonuM llepedneM MOKyMEHTOB, OTOWMparOTCsI K yHHYTOXeHHI0. Pabora mo otbopy men x
YHHYTOXXEHHUIO OCYIIIECTBIISIETCS PAOOTHHKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa CyJa, eXKEeT0JIHO.

Jlena u TOKyMEHTHI BKIIIOYAIOTCS B aKT O BBIJICJICHUHU K YHUYTOXKEHHUIO JOKYMEHTOB, HE MOAJICKAITIX
XPaHEHUIO, ECIIH MPETYCMOTPEHHBIH IJIS1 HUX CPOK XpaHEHHs UCTEK K | sTHBaps rofa, B KOTOPOM COCTaBJICH
aKT.

YHUYTOXKEHUE JOKYMEHTOB JI0 MPOBEACHUS SKCIIEPTU3bI LICHHOCTU U YTBEPKACHUS MpeJceaaTeNieM
CyJla OMUCEH JIeTI TOCTOSTHHOTO XPaHEeHHUS ¥ COTJIACOBAHMS OIIMCEH JIEIT 10 IMYHOMY COCTaBY 3aIlPEIaeTCs.

6.2. Ha ocHoBe Hpe,Z[J'IO)KCHI/Iﬁ K aKTy O BBIICJICHHUU K YHUYTOXCHUIO JOKYMCHTOB, HC MOAJICKAIIIUX
XpaHCHHUIO, COCTABJICHHBIX IIO PE3yJIbTaTaM 3JKCIOCPTU3bI LICHHOCTU B CYZ[C6H0ﬁ KOJIJICTHUH, Cy,Z[C6HOM



CcOCTaBe, IIOCTOSHHOM CYyJAeOHOM TPHUCYTCTBHH, CTPYKTYPHOM TIOApA3JENeHUH CyAa, pPabOTHUK,
OTBETCTBEHHBIN 3a pabOTy apXuBa Cyzia, COCTABJISIET COOTBETCTBYIOIIHM MPOEKT akTa (mpriokerne Ne 13
K Hacrosmied MHcTpyknmu). YKa3aHHBIM — MPOCKT  TOJIIUCHIBACTCS  HAYadbHUKOM  OTZAENa
JISIIONPOU3BOJICTBA (00IIEro oTAea).

[Ipoekt akTa 0 BBIJENEHWHM K YHUYTOXKEHHIO JOKYMEHTOB, HE TOUIEXKAIMUX XPAHEHUIO,
MPEICTABISIECTCS Ha COTJIACOBAHME DKCIEPTHOM KOMHCCHM CYJa, 3aT€M HANpaBlACTCS HA PacCMOTPEHHE
OIIK apxuBHOTO yupexAeHUs (€CiIH CYJ BBICTYMAeT UCTOYHUKOM KOMILJIEKTOBAHUS TOCYAapCTBEHHOTO
apxXuBa WJIM Ha OCHOBAHMHM COOTBETCTBYIOIIETO JOTOBOpA), MOCIE YETrO YTBEPXKIAeTCsA IpejcenaTesieM
cyna.

6.3. Ilpu cocTaBieHMHM aKTa O BBIACICHUU K YHUUTOXXEHUIO JOKYMEHTOB, HE MOJJIEKAIIUX
XPaHEHUIO, TOJKHBI COOJIIOIATHCS CACAYIOIIME IPaBUJa;

AcJia pacnojararoTcCsa B akKTC 10 roJlaM UX paCCMOTPCHUS B IOPAAKE BO3paCTaAHUA HOMEPOB ACII;

B KOHIIE aKTa JIEJaeTCs 3alKiCh O TOM, YTO M3 A€l (CYIAeOHBIX 1) U3bATHI MOMITUHHUKHU CYyICOHBIX
aKTOB, JINYHbIE JOKYMEHTBHI.

6.4. AKTBI O BBIICICHHUH K YHUYTOXCHUIO JOKYMCHTOB, HC MOMJICKAIIUX XPAHCHHUIO,
paccMaTpuBaAOTCA U COIJIACOBBIBAIOTCA Ha 3aCC€aaHHUU 3KCHepTHOI\/'I KOMHCCHHU CyJa OAHOBPEMCHHO C
OIMUCSAMU Ha J1CJIa MOCTOAHHOTO XPpaHCHUs, U 110 JINYHOMY COCTAaBY.

Ilocne YTBCPXKACHUA MIpeAcCCAaTeIIEM CyJa ommcen ACJI IIOCTOSIHHOI'O CPOKa XpaHCHUA, omnmcen p1(SA) |
110 JIMYHOMY COCTaBy, aKTOB O BBIJACJICHUM K YHHYTOXCHHUIO JOKYMCHTOB, HC MOAJIC)KAIIUX XPAHCHUIO,
A¢cJ1a, BBIACIICHHBIC 110 AKTY K YHUYTOXKCHHIO, MOT'YT OBITh YHHUYTOXCHBI.

6.5. Jlema ¢ ormerkorr "JOIIK" momrexar mnommctHOMY (IS DJIEKTPOHHBIX JOKYMEHTOB -
MOJIOKYMEHTHOMY ) TIPOCMOTPY B IIEJISX BBISBIICHUSI ApXUBHBIX JOKYMEHTOB, MOJICKAIINX TTOCTOSHHOMY
XpaHEHUI0. BBISBIEHHBIE B TaKUX JellaX JOKYMEHTHI MOCTOSHHOTO CPOKa XPaHEHWS BBIIEISIOTCS U
MIPUCOEAUHSIOTCS K OJHOPOIHBIM JIellaM COOTBETCTBYIOIIETO T'OOBOTO pa3jienia Min (HOpMHUPYIOTCS B
OTJICIIbHBIC ca.

OcraBimmecsi TOKYMEHTHl BPEMEHHOTO CpPOKAa XPaHEHHS BKJIIOUAIOTCS B aKT O BBIAGJICHUH K
YHUUTOKEHUIO JOKYMEHTOB, HE TMOAJIeXAluX XpaHeHuio. [Ipy BKIIOYEHHHM B akT JOKYMEHTOB,
BBISIBJIIEHHBIX TPU MPOCMOTpE Aes co cpokoM xpaHeHus ¢ orMmerkoit "OIIK", otmerka "OIIK" B akTe He
YKa3bIBaETCH.

6.6. M3 0TOOpaHHBIX K YHHYTOXEHHIO CyIeOHBIX Ien (TpaXKIaHCKUX, aIMHHUCTPATHBHBIX,
YTOJIOBHBIX, 00 AIMUHUCTPATUBHBIX npaBOHapymeHmlx) Ha MOCTOAHHOC XPAaHCHUE HGO6XOILI/IMO HU3bIMAaTh
NOJUIMHHUKH CYAEOHBIX aKTOB, BBIHECEHHBIX IO CYILIECTBY Jejia, a TaKXkKe CyaeOHble aKThl CyAOB
aINeJUISIIMOHHOM, KaCCAallMOHHOM M HA/I30pHOM MHCTAHLUMN, BEIHECEHHBIE IO PE3yJIbTaTaM PACCMOTPEHUS
aneJUIALUOHHBIX MITH KaCCAllOHHBIX Kano0 (TIpencTaBIeHnuit) TO0 epecMoTpa pelIeHu cyaa B IOpsIKe
Haz3opa.

U3 npekpalleHHBIX JIeI, ISl TI0 MCKaM, OCTaBICHHBIM 0€3 pacCMOTPEHUS, U3IMAIOTCSI MTOTHHHUKH
OIpe/IeIeHHH O MPEKPaLICHIH TIPOU3BOCTBA IO JICNTy, 00 OCTaBJICHUH UCKa 0€3 pacCMOTPEHUSI.

Ha Bcex cyneOHBIX akTax MPOCTABISIOTCS PETHCTPAIMOHHBIE HOMEpa Jiea, HOMEpP MPOU3BOICTBRA,
YHUKAQJIBHBIN WACHTU(UKATOP JIeNa, U3 KOTOPOTO OHU W3BATHL. 3aTeM JIOKYMEHTHI MOJIIIMBAOTCS IO
TIOPSZIKY HOMEPOB JIEJI B OT/ICJIBHEIC JIe)Ia U IIOMEIAIOTCS B TBEPAYIO 00JIOXKKY.

[IpuoOmieHHbIe K CyaeOHOMY ey JIEKTPOHHBIE HOCUTEN MHGOPMAIMH (TUCKH, TACKETHI, (hJIet-
KapThl) YHUYTOXKAIOTCS OJJHOBPEMEHHO C JCJIOM ITyTeM MX (PU3NIECKOTO YHUUTOKCHUS UIIH YHUUTOXKCHUS
[IPOrPaMMHO-TEXHHYECKUMHU CPEICTBAMHU.

6.7. Ilpu orbope K YHHYTOXKCHHIO MaTEpHajOB, PACCMOTPEHHBIX B TOPSAKE TPaKIaHCKOTO,
aJMUHHACTPATUBHOTO, YTOJIIOBHOTO CYyJIONPOM3BOJICTBA, a TaKKe IMPOU3BOACTBA IO JeiiaM 00
aJMUHHACTPATUBHBIX MPABOHAPYIICHUAX, U3 HUX U3BIMAIOTCS TIOAJIMHHUKHU CYJICOHBIX aKTOB, B TOM YHUCIIC



BBIIIECTOSIIUX CYIOB, KOTOpble (JOPMHUPYIOTCS B COOTBETCTBYIOIIEE €0 PaOOTHUKOM apXWBa Cyla U
MIepEeIar0TCs Ha TIOCTOSTHHOE XpaHEHHE ¢ cOOMIoIeHneM TpeOoBaHui HacTosmed MHCTPpyKITHH.

6.8. 13 apXMBHBIX NOKYMEHTOB, IOJUIEkKAIIUX YHUUYTOXKEHHIO, OCTAIOTCSI Ha XpaHEHHE JINYHBIE
JOKYMEHTHI (IIacllopTa, BOCHHbIC OWIIETHI, TPYJOBble KHIKKH U JPYTHe JUYHbIE JOKYMEHTbI), KOTOphIE
IIOMEINAIOTCS B OTAEIbHYIO MAIKY, COAEPIKAILyI0 BHYTPEHHIOIO OIMCh JOKYMEHTOB. B onuchk BHOCSTCS:
(dbamunus, WMS, OTYECTBO BIAAeblla JOKYMEHTa, HAaMMEHOBaHME JOKYMEHTa M HOMEp Jena
(mponsBoaCTBa), U3 KOTOPOTO OH HU3BAT, TOA PACCMOTPEHHS Jefia, HOMEp U JaTa akTa 00 YHHYTOXCHUHU
nema. HeBocTpeOoBaHHBIE IWYHBIE JOKYMEHTHl XpaHATCA B apxXuWBe cyAa 75 JeT, TOCie {ero
YHUUTOXKAIOTCS.

6.9. ApxuBHBIE JOKYMEHTBI, MOAJEKAIIUE YHUYTOXKEHHIO, IEPENAIOTCA Ha YTHWIN3ALUIO B
OpraHM3aIiy, 3aHUMAIOIIHECs TepepaboTKO BTOPCHIPHS.

B ciydae orcyTcTBHA OpraHm3anui, NpOU3BOASAIINX YTHIN3ALUIO B TAHHOM PErHOHE, JOKYMEHTBI
YHHMYTOXKAIOTCS CIELUAIIbHO CO3JAHHOW Ha OCHOBAaHUU PAaCIOPsDKEHUS IIpeJcelaressl cylJa KOMUCCHEH
MYTEM COMOKEHUS WIH MEXaHHYECKOH MepepadoTKH, O YeM COCTABIISIETCS aKT.

6.10. Ilepen nepenaueil Ha yHUUITOKEHHE JOKYMEHTHI YIIAKOBBIBAIOTCS, & B HEOOXOJUMBIX CITydasix
orevareiBatoTcs. [lepegaya odopmisieTcs MPUEMO-CIATOYHOW HAKIagHOM (akToM), B KOTOPOH
YKa3bIBarOTCA JaTa nepeaadyu, KOJIMYECTBO BKIOYCHHBIX B AKT A€ U APYTHUX JOKYMCHTOB, BEC 6YM3)KHOﬁ
MaKyJaTyphl.

6.11. JlokyMeHTHI, uMeromie momMeTKy "/l ciy:keOHOTO TONb30BaHMA", a TaKKe COJepKailue
WHQOPMAIMIO OTPaHUYEHHOTO JIOCTyINa, JOJDKHBI YHHUUYTOXKATBHCS B CyJe IyTeM MEXaHHYECKOTO
U3MeNbYeHUs (LIPeIUpOBaHUs) WIM HHBIM CIHOCOOOM, HMCKIIOYAIOUIMM BO3MOXKHOCTH BOCCTAHOBUTH
COJlep)KaHUEe JOKYMEHTOB. byMakHble OTXOABlI TMEpelaloTCsi B OpraHM3allio, 3aHUMAIOIIYIOCs
nepepabdoTKOH BTOPCHIPHSI.

(B pen. IIpukaza CynebHoro nemnapramenTa npu Bepxosaom Cyne P® ot 29.05.2024 Ne 124)

6.12. Tlorpyska, BbIBO3 Ha YTWIH3ALUI M YTWIM3aLUUs OCYIIECTBIAIOTCS IOA KOHTPOJIEM
YIOJTHOMOYEHHOTO PabOTHUKA Cy/Ia.

6.13. AKTBI 0 BBIZIETICHUH K YHHYTOXKEHUIO JOKYMEHTOB, a TAKXKE JTOKYMEHTHI, TIOJTBEPIKAAFOIINE
(hakT yTUIU3AIMY, TIOIIIMBAOTCS B OTJICIBHBIN HAPS B XPOHOJIOTHYECKOM IOPSIIKE.

B perucrpanuonHbix xypHanax (rpada - mpuMeuaHHe) WIM YyYETHO-CTATUCTUYECKUX KapTOUKax
(cnenManbHBIA TMYHKT WM CBOOOJHOE TIOJIE) NeNaeTcss OTMETKa 00 YHHUYTOXKEHHU JeNa C yKa3aHHeM
HOMepa, 1aThl aKTa U IIPOTOKOJIA 3aCelaHUs SKCIEPTHOH KOMHCCUHU Cy/a.

OtMmeTKa 00 YHUYTOXCHUM [I€JIa TPOCTABISACTCA TaKXKE B COOTBCTCTByIOIJ.ICfI OIIMCH ICII.

6.14. 3ampemiaeTcs UCMOIB30BAHIE OTOOPAHHBIX K YHHUTOKEHUIO JIET ISl XO3SHCTBEHHBIX HYXI.

7. Ilepepaya et (3J1eKTPOHHBIX Aen) B apxuB cyaa. Ilopsinok
XpaHeHUsl APXUBHBIX /eI (3JEKTPOHHBIX APXUBHBIX J1€J1)

7.1. lena mOCTOSITHHOTO XpaHEHUs, BpeMeHHBIX (CBBIIE 10 JeT) CpOKOB XpaHEHUS TIEPEIaloTCs B
apXuB Cy/ia He TTO3JHEE YeM Yepe3 MECTh MECSIIEB TOCIIE 3aBEPIIEHIS IeT B IEIIONPON3BOICTBE IO OITUCIM
JeNl CyAeOHBIX KOJIJIETHH, CyIAeOHBIX COCTaBOB, MOCTOSHHBIX CYACOHBIX MPUCYTCTBHHA M CTPYKTYPHBIX
noapasneneHuit cyna (npmwroxenus Ne 3, 4 x Hacrosmer MacTpyknum). OKoHUaHUE TTPOU3BOJACTBA 110
CyneOHBIM JellaM ONpeeNseTcss B TOpPSAKE, YCTAHOBJICHHOM COOTBETCTBYIONIEH WHCTPYKIIMEH IO
CyaeOHOMY JeTIONIPON3BOJCTBY.

(8 pen. Ilpukaza CynebHoro nemapramenta npu Bepxosaom Cyzae P® ot 09.01.2024 Ne 1)

JIOKyMEHTBI 10 JMYHOMY COCTaBy CyJA€H KacCCAIlMOHHBIX CYIOB OOIIeH IOPUCIAUKIINM,
aTNeJUISIIUOHHBIX CYJIOB OOIICH FOPUCTUKITNH, BEPXOBHBIX CY/I0B PECIYOIINK, KPAeBhIX U OOJACTHBIX CYOB,
CyIIOB TOPOZOB (pelepabHOrO 3HAueHUs, CYJOB aBTOHOMHOM OO0JIAaCTM W aBTOHOMHBIX OKpPYTOB
MepPEeTAr0TCS B apXHB Cyaa 1o uctedeHnu 10 et co THs 0CBOOOKACHMS OT JOJKHOCTH CYIbH (OTINCIICHUS



U3 mTaTa cyaa); hemepabHBIX TOCYIapCTBECHHBIX TPAKIAHCKIX CIIYKAIIKX - TT0 ucTedeHuu 10 JeT co mus
YBOJIbHEHUSI.
(8 pen. IIpukaza Cynebnoro nenmapramenta npu BepxoBaom Cyne P® ot 14.06.2022 Ne 97)

7.2. Pemienue Ha miepenavy B apXuB CyJeOHBIX JIeJl, TPOU3BOACTB M MaTEpUAJIOB MPUHUMAET CYIbsl,
UX PacCMOTPEBIIUH, a NPH €ro OTCYICTBUM - Ipeicenarenb cyaa (CyneOHOH Koiuieruu, cyaeOHOro
COCTaBa), €ro 3aMeCTUTENb WIM WHOE YNOJHOMOYEHHOE MpejaceaaTesieM cyla JULIO (B MOCTOSHHOM
cyaeOHOM MpUCYTCTBHHM). [IpH 3TOM Cybsl MPOBEPSET COCTOSIHHUE KaXI0TO CyIeOHOTO J1eNa, IPOU3BOACTBA
WIN MaTepuaa.
(. 7.2 BBeaeH Ilpukazom Cynebnoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

7.3. Pemenue Ha mepeiady B apXUB CyJa HOMEHKJIATYpPBI, YPHAIOB U Y4E€THO-CTATHCTUUECKUX
KapTOYEK IPUHUMACT TpeceaaTelNb cyaa (CyaeOHoH KOIeTn, Cy1e0HOTO COCTaBa), €T0 3aMECTUTEh WITH
HMHOE YIIOJTHOMOYEHHOE TpeiceiaTeNIeM Cyia JTULO (B IIOCTOSHHOM CyIeOHOM IPUCYTCTBUH).

(. 7.3 BBeaeH Ilpukazom Cynebnoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

7.4. Pemienue Ha mepenady B apXvWB HHBIX JAOKYMEHTOB CyJa IMPHUHMMAaeT HaudaJlbHHUK OTIeNa
JeNIONPOU3BOJICTBa (0OIEro oTAeia) CyAa, MHOE YHNOJIHOMOYEHHOE MpeAceaaTesieM cyaa Juuo (B
MIOCTOSIHHOM CYZ€OHOM MPUCYTCTBHH).

(1. 7.4 BBegen [lpuxazom CyneOnoro nenmapramenta npu BepxosHoM Cyne PO ot 09.01.2024 Ne 1)

7.5. JlokymeHThl BpeMeHHBIX (0 10 JeT) cpokoB XpaHeHHS WX "I0 MUHOBAaHUS HagoOHOCTH' B
apxuB cyJa 1o o0IieMy paBuly He IepeJaroTcs.

B cooTBeTcTBHM C pacnopspKEHHEM IMpeacenaTeNs cyAa B UCKIIOUUTENbHBIX Cllydasx (OTCyTCTBHE
BO3MOXHOCTH O0ECIICUEHHs COXPAHHOCTH, COOTBETCTBYIOIIMX HMOMEINEHUH IUIsI MX XPAaHCHHS W HHBIX)
JOKYMEHTBI BpeMEHHBIX (710 10 11eT) cpoKOB XpaHeHUsI MU "0 MUHOBaHUS HaIOOHOCTH" /ieia MOTYT OBITh
nepeaHbl B apXHB Cy/1a MO0 COOTBETCTBYIOLIUM OIHUCSM.

[MoxroroBka nem BpeMeHHBIX (110 10 j1€eT) CpOKOB XpaHeHUs WX "A0 MUHOBaHHS HamoOHOCTH" AJIst
nepeaurd B apXWB, a TaKKe Mepefadya TaKuxX Jed B apXWUB CyJa OCYIIECTBISACTCS B COOTBETCTBHHU CO
CPOKaMH, YCTaHOBJICHHBIMU ITyHKTamHu 5.1, 7.1 HacTosmen MHCTpyKINH.

Takue nena opOpMIIIOTCS PaOOTHUKAMM, OTBETCTBEHHBIMH 3a JCJIONMPOU3BOJICTBO B CYACOHOM
KOJUICTHH, CY/IeOHOM COCTaBe, IIOCTOSIHHOM CYZI€OHOM IIPUCYTCTBHH, CTPYKTYPHOM TO/IPA3CICHUH CY/Ia,
CJIETYFOIIUM 00Pa30M.

[Jena mommuBaroTcs, Ha OOJIOXKKE YKa3bIBAIOTCS: HAMMEHOBAaHHE CyZa; 3aroJIOBOK Jena (Toma,
4YacTu); MHIEKC JeNla MO0 HOMEHKIAType; (aMuius, MMs, OTYECTBO OCY)KICHHOTO JIMIA W TOJHOE
HalMEHOBAaHHUE CTaThbU YTOJOBHOTO Konaekca Poccuiickoit denepanuu, Mo KOTOPOH JIULO OCYXKIEHO;
(haMuHsL, THUIMAIB KICTIIA, OTBETYHMKA (HANMEHOBAHNE OPTaHM3AIlNN); CyTh HCKa (3asBIEHUs); KpaHNe
JaTbl JeNia; HOMEp MPOU3BOJCTBA MO JeNly, YHUKANbHBIH HAECHTU(UKATOp Jenia; HOMEP TOMa; CPOK
XpaHEeHUs1 Jefla C yKa3aHWeM Toja, A0 KOTOPOTO OCYHIECTBISIETCS XpaHEHHE;, IOANUCH CYIbH,
paccMOTpEBIIETo Ae0 (¢ pacIIiudPOBKON ITOATIHCH).

[o ncreuennn cpoka XpaHEHHUS WM IO MUHOBAaHUH HaJJOOHOCTH JOKYMEHTHI BpeMeHHBIX (10 10 net)
CPOKOB XpaHEHHS WIM "IO MHHOBaHMS HaJOOHOCTH" YHHYTOXKAIOTCS B TOPSAKE, YCTAHOBICHHOM
Hactosameil MHcTpyKkumel, o yem cocTaBisieTcst akT (mpuioxkeHne Ne 13 k Hactosmiedt UHCTpyKInm).
[IpemioxkeHnss K akTy O BBIACICHWH K YHHYTOKEHHIO JIOKYMEHTOB, HE MOJJISKAIIMX XPaHEHHIO,
peaycMOTpeHHble ab3aneM dYerTBepThiM nyHkTa 4.11 HacTtosmed WHCTpyKIHMH, COCTaBISIOTCS
pabOTHUKaMH, OTBETCTBEHHBIMH 3a [EJIOTPOHM3BOJICTBO B CyACOHOW KOJIErWH, CyJeOHOM COCTaBe,
IIOCTOSTHHOM CYJI€OHOM MPHUCYTCTBUH, CTPYKTYPHOM MOPa3/IeICHUH CyJa COOTBETCTBEHHO.

(mynkT B pen. [Ipukasza Cynebnoro aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

7.6. DIEKTPOHHBIE TOKYMEHTHI BPEMEHHBIX CPOKOB XpaHeHuUs 0 10 JIeT BKIFOYNTEIHHO XPAHITCS B
TEYEHHE YCTAaHOBJICHHOTO CPOKa B MH(POPMAIIMOHHON cHcTeMe (XPaHUIIHIIE DIIEKTPOHHBIX IOKYMEHTOB) B
(hopMaTe, B KOTOPOM OHH OBLTH CO3JIaHBI WM BKJIIOYEHBI B HHGOPMAIMOHHYIO cucTeMy. B apxuB cyna
TaKU€ JOKYMCHTBI HE NIEPCAAIOTCA.



7.7. llepenava e, B TOM YKCIIE A€ BpeMeHHBIX (10 10 JeT) cpoKoB XpaHeHHUs WK "' 10 MUHOBaHHMS
HaJ00HOCTH", B apXMB CyJa OCYILECTBISICTCS MO IpaduKy, COrNIACOBAHHOMY C CYACOHBIMU COCTaBaMH,
CyJaeOHBIMHU KOJUIETHSIMHU, IOCTOSSHHBIME CYA€OHBIMH IPUCYTCTBUSIMH, CTPYKTYPHBIMU MTOIPA3AeIICHUSIMY,
nepeAaoIMMU TOKYMEHTHI B apXHB, 1 YTBEP)KICHHOMY IIpeJceaaTeiIeM Cyaa.

(myskT B pen. Ilpukasa Cyne6Horo nenapramenta mpu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

7.7.1. Tlpu mnepemadye IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC B apXuUB Cylda pPaOOTHHKOM,
OTBETCTBEHHBIM 32 Pa0OTy apXHBa Cya, IPOBEPSIOTCS:

COOTBETCTBUC 3arojioBka nacjia IO OIKUCHU JCJT CTPYKTYPHOI'O IOoApasACiICHUA COACPKAHHIO
JAOKYMCHTOB B ICJIC,

MPaBUIBHOCTH O(OPMIICHHS M TPYNIIMPOBKU JOKYMEHTOB, BKIIOUEHHBIX B J1€J10;
Ka4eCTBO ITOAIIMBKY WIX NIEPEIUIETA JEla;

MPAaBWJIBHOCTb HyMEpalyH JIUCTOB JIENa;

MPaBHJIBHOCTh COCTaBJICHH BHyTPEHHEH OMICH JOKYMEHTOB Jefia (IPH HATIUH);
MPaBUIBHOCTH O(OPMIICHHS OOJIOKKH JIENa;

HaJM4Me U [IPaBUIbHOCTD 3aII0JIHEHUS JINCTA-3aBEPUTENS 1€,

Bce BbIsIBJICHHBIE IPU NMPOBEPKE HEAOCTATKH B (POPMUPOBAHHMU M OQOPMIICHUH €N PaOOTHHKH
cyaeOHOro cocraBa, CyaeOHOM KOJUIETHM, IOCTOSHHOTO CyJe0HOro MPHUCYTCTBUS, CTPYKTYPHOIO
noJpasaeneHus 00sS3aHbl YCTPaHUTh.

(moamyHkT B pex. Ilpukaza Cyne6Horo nenapramenta npu Bepxosrnom Cyzae PO ot 09.01.2024 Ne 1)

7.7.2. llpuemM-niepesaya JOKYMEHTOB B apXUB CyZAa MPOU3BOIUTCS paOOTHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa cyna, B IPUCYTCTBUH pabOTHUKA CyeOHOro cocTaBa, CyAeOHON KOJIIETHH, TIOCTOSIHHOTO
CyIeOHOI0 MPUCYTCTBUS, CTPYKTYPHOT'O TTOIpa3esieHus cyaa. B oTMeTke o mpueme Jei B KOHLE KaXKA0TO
9K3EMIUIAPA OMHCH JAEN YKAa3bIBAIOTCS KOJWYECTBO (DAaKTUUECKH NPHUHATHIX B apXWB JIeNl, HOMepa
OTCYTCTBYIOIIMX JIe]l, AaTa MprueMa-nepeadn, a TakKe MOJIUCH U PacIIuPOBKH MOJNHUCEH yKa3aHHBIX
pabOTHHKOB.

(moamyHskt B pex. [pukaza Cyae6Horo nenapramenTa npu BepxosHom Cyzae PO ot 09.01.2024 Ne 1)

7.8. llepenaua SJIEKTPOHHBIX JIOKYMEHTOB B apXWB MPOM3BOJUTCS Ha OCHOBAaHUM OMNHUCEH
9JIEKTPOHHBIX JIeN CYAeOHOTO COcTaBa, CyAeOHON KOJIJIETHH, CTPYKTYPHOTO MOJpAa3eleHHs Cyaa IO
WH(POPMAIMOHHO-TEJICKOMMYHUKAIIMOHHON CeTh (MPU HAJIWMYMKM B apXxuWBe Cyna WHPOPMAIMOHHON
CUCTEMBI) WIH Ha (QU3NYECKH 000COOJEHHBIX MAaTEPUAIbHBIX HOCHUTENSIX, KOTOPHIC MPEICTABIISIOTCS B
JIBYX MJICHTUYHBIX SK3EMILIAPAX.

TexHMUECKOE COMPOBOXACHHE MO OOCCIEUCHHIO MepeAayl 3JIeKTPOHHBIX JOKYMEHTOB B apXHB,
CBSI3aHHOE C HACTPOHKOM MPOrPaMMHBIX KOMITJIEKCOB U X ()YHKIIMOHUPOBAHUEM, & TAKXKE YIOCTOBEPCHUE
Ka4ecTBa IepelaBaeMbIX €AWHHIl XPaHEHHS JJIEKTPOHHBIX TOKYMEHTOB oOecrieunBaeTcs paOOTHUKAMH,
OTBEYAIOLINMH 32 (DYHKIMOHUPOBaHHE MH()OPMALMOHHBIX TEXHOJOTHH B CyJe, a TaKkke paOOTHUKaMHU
¢ummanos ®I'BY UALL CyneGHoro nenapraMeHTa.

7.8.1. IIpu mepegade SMEKTPOHHBIX TOKYMEHTOB B apXUB Cya BHITIONIHIIOTCS CIIEAYIOIIHE OCHOBHBIE
MPOIEAYPHI paOOTHI C IOKYyMEHTAMH:

¢opmupoBaHHe B HHPOPMAaIMOHHOM CHCTEME CyAa OSJEKTPOHHBIX e, SIBISIOMINXCS
COBOKYITHOCTbI0 KOHTEHHEPOB IEKTPOHHBIX JTOKYMEHTOB MJIM KOHTEHHEPOM 3JIEKTPOHHOIO JIOKYMEHTA,
coJep)KalllMM KOHTEHT M METaJaHHBbIE 3JIEKTPOHHOTO JOKyMEHTa, (ailyibl 3JEKTPOHHBIX HOAMHUCEH U
BH3YaITU3UPOBAHHYIO KOIIHIO TEKCTOBOTO 3JIEKTPOHHOTO TOKyMeHTa B popmate PDF/A;.

(hopMHpOBaHUE OMKCH AJIEKTPOHHBIX JIeN, JIOKYMEHTOB CyJeOHOTO cocTaBa, Cy/leOHOM KOJUIETHH,
CTPYKTYPHOTO MOApPA3ACICHUS CYa;



MPOBEPKA apXMBOM CY/a DJCKTPOHHBIX JOKYMCHTOB HA HAJIUYHE BPEIOHOCHBIX KOMIBIOTEPHBIX
POTPaMM;

MMPOBCPKAa BOCHPONU3BOAUMOCTHU IJICKTPOHHBIX TOKYMCHTOB,

MpoBepKa (HU3MUECKOT0 M TEXHHYECKOTO COCTOSHHUS HOCHUTENeW (IpH TepeAaye AJIEKTPOHHBIX
JIOKyMEHTOB B apXUB CyJla Ha (hU3HMUECKU 000COOICHHBIX MaTePUATLHBIX HOCUTEISX ).

7.8.2. llpueM  DSNEKTPOHHBIX JOKYMEHTOB B  apxuB cyAa 10  HMH()OpPMaIHOHHO-
TEJIEeKOMMYHHKAIIMOHHOW ceTH (TpY HaJWYWU B apXWBe cyla WH(POPMAIMOHHOW CHUCTEMBl) WIH Ha
¢usnueckn 060COOICHHBIX HOCUTENSX O(OpMIIIETCs] COCTaBIEHMEM HMTOTOBOM 3allUCH B KOHLE ONHCH
3JIEKTPOHHBIX JIeJl, B KOTOPOH HU(paMH U MPOIKCHIO YKa3bIBaeTCA KOIMYECTBO (DAKTUUECKU NPUHSTHIX B
apXUB JJEKTPOHHBIX JI€7 M AJIEKTPOHHBIX JOKYMEHTOB. MTOroBasi 3amuch MOATBEPKIACTCS MOAIMUCIMU
paboTHUKA, OTBETCTBCHHOTO 3a Pa0OTy apxuBa CyJlia, U PadOTHHKA, MepeIaBIIero dIEKTPOHHBIC Jelia U
JTOKyMeHTHI. [Ipu npreme Ha apXUBHOE XPaHEHUE IIEKTPOHHBIE JIENa 3aBEPSIIOTCS IEKTPOHHON MOAMUCHIO
npejceaaTeNs Cyia WIK YIIOJTHOMOYEHHOTO MM JIUIIA.

7.8.3. Ilocie mpuemMa B apxHB 3JICKTPOHHBIX JAOKYMEHTOB Ha (U3UYECKH 000COOJICHHBIX
MaTepHUaJbHBIX HOCHUTENSX BKIAIBIINIHA, TOMEIICHHbIE B (DYTISAp €IUHUIBI XPAaHEHUS B CTPYKTYPHOM
MoIpa3ACCHUH, 3aMEHSIOTCS Ha BKIIABIIIH, OPOPMIICHHBIE B apXHBE.

Ha Bxnaneie, momeriaeMoM B QyTIsip €MHUIBI XpaHEHUs, 0QOPMIIIEMOM B apXHUBE, YKA3bIBAIOTCS:
HaMMEHOBaHHE Cy/1a (IOJHOE, COKPAIEHHOE);

HOMep (OH/Ia;

HOMEp OIKCH DJICKTPOHHBIX JIC]T;

HOMEp Jiefia Mo OIHKCH;

OTMETKa O CTaTyce OJK3eMIUIIpa JJIEKTPOHHBIX JokyMeHTOB: "OcH." (ocHOBHOI) mimu "Pa0."
(pabounii);

KpaiiHHe JaThl TOKyMEHTOB 3JIEKTPOHHOI'O JIeTa;

Ipd HEOOXOOUMOCTH O(GOPMIISIIOTCS AONOJHUTEIbHbIE OTMETKH OO0 OrpaHMYeHHH AOCTyNa K
JIOKYMEHTaM.

Brmageim momeraercs B GyTiasp Qusndeckn 0O0OCOOIEHHOTO MaTepHATLHOTO HOCHTENS TaKUM
00pa3om, 4ToOBI HA/IMMCH Ha HEM ObUTH BUIIHBI TIPH 3aKPHITOM QY TIIsIpe.

Hagmucn Ha BKIangeliax Ie4aTarOTCs WM HAHOCITCA OT PYKH pa300pUYMBBEIM  MOYEPKOM
CHEUATBHBIMA BOJOCTOMKMMH Y€pHUIIAMHU. BO3MOKHO HCIIONB30BAHNE IITAMIIOB M IPYTUX aHAJIOTUYHBIX
CPEICTB.

7.9. llpu mpueme SIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B apXWB YUHUTHIBAIOTCS (DaKTODHI:
OTpaHWYEHHS Ha MPHEM JJIEKTPOHHBIX JOKYMEHTOB; 3aBEpIICHHOCTDH IPOLECCa CO3JaHMs dJIEKTPOHHOTO
JIOKYMEHTA; HaJU4HME 3aKOHOAATEIbHBIX aKTOB, MPEMATCTBYIOMIUX MEpeaaue dJICKTPOHHOTO JTOKYMEHTA;
HaJndue HEeOOXOMUMOW COMPOBOAUTENBHON JOKYMEHTAIIMH; COOTBETCTBHE THIIA D3JIEKTPOHHOTO
000pyIOBaHUS Pa3TNYHBIM PEKUMaM XPaHEHHUS IIEKTPOHHBIX TOKYMEHTOB.

7.10. Jlena, MO KOTOPBIM CYJCOHBIC pEIICHUS HE OOpaIleHBl K WCIOJIHCHUIO B MOPSJIKE,
MPEAyCMOTPEHHOM MHCTPYKITHAMHU Ne 36, 161, B apxuB cyma He TIepeIaroTCs.

Ha yueTHO-CcTaTHCTHYECKOM KapTOUYKE AETAeTCI OTMETKA O Tepeade Jeia B apXuB.

7.11. TloctynuBimime B apXxuMB cCyJa Jejla M Jpyrue JTOKYMEHTHI XpaHsrcs 1o ¢GoHAaM B
XPOHOJIOTUYECKOM IIOPSIIKE.



7.12. ApXI/IBHI:Ie Acjia CUCTCMATU3UPYIOTCA COTJIACHO OIMUCAM ACII U ITIOMEIIAI0TCA B KOpO6KI/I.

Ha xopemike 0010KKH Kax10il KOPOOKH yKa3bIBAIOTCS HadalbHBIE W KOHEYHbIE PETHCTPAI[IOHHBIC
HOMeEpa JieJ1, TOMEIICHHBIX B KOPOOKY.

8. CﬂpaBO‘lHO-HOI/lCKOBbIe CpeacTBa K apxXuBHBIM TOKYMECHTaAM

(8 pen. IIpukasza CynebHnoro nenapramenta npu Bepxosnom Cyne PO
o1 09.01.2024 Ne 1)

8.1. Cucrema cripaBOYHO-IIOMCKOBBIX CPEICTB BKJIOUACT apXHWBHBIC CIIPABOYHUKH Ha OyMaskKHOM
HocuTene W (WiM) B OJCKTPOHHOM BHJE: OOS3aTeNbHBIC - OIUCH JIeNl, OMHCH DSJEKTPOHHBIX JIC;
BCIIOMOTaTesbHbIe (HeoOs3aTeNbHbIE) - UCTOPUYECKas CTpaBKa K (OHIY, KaTaJorH, yKa3aTenu U 0030pbl,
CIIy>keOHbIe KapTOTEKH, peecTpbl, 0a3bl TaHHBIX U APYTHE CIPABOYHUKH.

CocTaB BCIOMOIaTeIbHBIX APXUBHBIX CIIPABOYHUKOB OIPECACIIACTCA CaMOCTOATCIILHO.

8.2. Ucropudeckas crpaBka K (OHIY COCTOMT M3 TpeX pasfenoB: McTopus (oHmooOpasoBatels,
OTpa)karoIasi ICTOPHIO CyJa CO CCHUIKAMH Ha COOTBETCTBYIOIINE 3aKOHOAATENIbHBIC H HOPMATHBHBIE aKThI
(matel 0oOpa3oBaHUs, MEPEUMEHOBAHHS, PEOPTaHHU3alUM, JMKBUAALWHN, CTPYKTYPY H (QYHKIUH, HX
U3MEHEHUS, IPeKHNE HAMMEHOBAHMs), HCTOpHs poHIa (00beM, KpailHue 1aThl JOKYMEHTOB, CTETIEHb MX
COXPaHHOCTH, JIaThl Nepeaadr JOKyMEHTOB Ha IOCTOSHHOE XpaHEHHE) M XapaKTEePUCTHKA JOKYMEHTOB
¢oHga (pa3sHOBUAHOCTH JOKYMEHTOB, OCOOCHHOCTH (OPMHPOBaHMs EIWHHIl XPaHEHHS H HX
CHUCTEMaTH3alluK, HaJNYhue JOKYMEHTOB, BBIXOISIIMX 33 XPOHOJOTMYECKHE TPaHWIBI JesTeIbHOCTH
(hoHmoOOOpa3oBaTeNs, COCTAB CIIPABOYHOTO amnmapara K GoHLTy).

Uctopuueckast crnpaBka K (OHAY COCTaBISCTCS B JBYX SK3eMIUIIpax (€Cld CyA BBICTyMaeT
HMCTOYHUKOM KOMIIJIEKTOBAHUSI TOCYAapCTBEHHOTO apXuBa), OJUH XpaHWUTCA B JeJe cyJa, BTOpOH -
nepeaaeTcs B TOCyAapCTBEHHbIHN apxuB. VcTopuueckas cripaBka K (YOHIY HOAMKUCHIBAETCS COCTABUTEIIEM.

9. Y4eT 10KyMEHTOB B apXuBe Cy/Aa

(B pen. [Ipukaza CynebHoro pemapramenTa npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

9.1. Ydery mojuexaT BCe HaXOZSAIIHWEcs Ha apXWBHOM XpaHEHHH JOKYMEHTHI, B TOM YHCIE
JIOKYMEHTBI TI0 JINYHOMY COCTaBY, KOITHUY JOKYMEHTOB, BKIFOUCHHBIC B ()OH]T ITOJIb30BaHUS (TP HAJIAYVIH)
Y OTHCH 1T, OITUCH IJICKTPOHHBIX JEII.

OCHOBHBIMH E€AWHHIIAMH y4YeTa apXWBHBIX TOKYMEHTOB SIBJISIFOTCS apXWUBHBIA (DOHI, €IMHHUIA
XpaHEeHHUs.

9.2. CeeacHus 00 oOBEME M COCTaBE CIUHUI] XPAHCHUS YKA3bIBAKOTCS B apXHMBHBIX YYETHBIX
nokymenTtax. (Osi3aTenbHbIE W BCIIOMOTATENIbHBIC APXUBHBIC YYETHbIC JOKYMEHTHI BEAyTCS JUIS
oOecrieveHus yueTa MOCTYIUIEHUS, BRIOBITHS, KOJTHYECTBA, COCTaBa U COCTOSIHUS apXUBHBIX JOKYMEHTOB.

9.3. K 00s13aTeIbHBIM YYIE€THBIM TOKYMEHTaM apXHBa CyAa OTHOCSTCS:

nacropt apxuBa (npuiokeHue Ne 14 k Hactosieit MHCTpyKuum);

YYETHBIC CBEJCHHS O JOKYMEHTAX, XPAHAIIUXCSA B apXuBe cyjna (mpuiokeHue Ne 15 k HacTosmie
HuCcTpyKIINN);

KHHWTa ydYeTa TMOCTYIUICHUS W BBIOBITHS JeN, JOKYMEHTOB (mpmiokeHue Ne 16 k Hacrosiien
HHuCcTpyKIINN);

qucT pouaa (npunoxenne Ne 18 k Hactosield MHCTpyKIHHK);

onucH fen (mpunoxenust Ne 5, 6, 7 k Hacrosieit UHCTpyKUnm);



OIIMCBH AIEKTPOHHBIX e (mpuioxenue Ne 8 k HacTosmed MHcTpykunn);
neno dhoHzaa.
K BcriomoraTenpHbIM yUETHBIM TOKYMEHTAaM OTHOCSTCS:

cinucok ¢ouaop (mpunokenue Ne 17 k Hacrosiied VHCTPYKIMH), KOTOPBIH COCTAaBISETCSA MPH
OCYIIIECTBICHHH XPaHCHHS apXUBHBIX JOKYMEHTOB, OTHECEHHBIX O0Jiee YeM K OTHOMY (OHITY;

KHUTA BBIA4YM €AMHUI] XpaHEHHs BO BPEMEHHOE IMOJb30BaHue (mpuioxenue Ne 27 K HacTOsIIEH
WHucTpyKuun);

peectp onuceit aen (npunoxkenue Ne 9 k Hacroseit Mactpykium);

tororpaduyeckne ykazatenu (TocteiuaxHeiid (mpmwioxkenue Ne 36 k Hacrosimiei MHCTpyKImn)) U
nodounoBeIi (mpunoxkerne Ne 37 k Hactosimeit MHCTpyKuum) (MIpu HATMYUHU apXUBOXPAHHIIHIL);
(8 pen. IIpukasza Cynebnoro nenapramenta npu Bepxosaom Cyne P® ot 29.05.2024 Ne 124)

KaTajoru;
yKa3aTelu.

9.3.1. ITacmopt apxmBa (mpmioxenue Ne 14 k Hactoselr UHCTPYKITHH) COCTaBISAETCS €KETOTHO,
OTpaXkaeT COCTaB, COCTOSTHHE, 00BEM U YCIIOBHSI XPAHCHHUS TOKYMEHTOB U XPAHUTCS TIOCTOSHHO.

HacnopT apXuBa COCTABJIACTCS IO COCTOSIHUIO Ha 1 z[eKa6p;1 OTYECTHOTO Iroaa.

Ecau cya BbICTyaeT MCTOUHUKOM KOMIUIEKTOBAHUS TOCYIAPCTBEHHOIO apXUBa WU NPU HAIMYUU
COOTBETCTBYIOILETO JOr0BOpa MACIOPT apXHWBa COCTABIAETCS B JBYX JK3EMIUIAPAx: OJUH JK3EMILIAP
HAIIPaBJISIETCS B TOCYNAPCTBEHHBIN apXUB, BTOPOU - XpaHUTCS B COOTBETCTBYIOLEM HApsE apXuBa Cy/a.

OOBeMHBIE TOKa3aTeNld JAlOTCS B YKa3aHHBIX €IWHHIAX W3MEPEHHs COrJiacHO ¢opMme macropTa
apxuBa. Mcrpasnenusi, BKICHKH HE JTOMYCKAOTCA.

B azgpecHoit yactu OnaHKa nacropTa apxuBa, PacloNIOKEHHON B JIEBOM BEpXHEM YTIy, B CTPOKE
"Komy mpencraBisercsa” yka3pIBaeTCs Ha3BaHHE TOCYaPCTBEHHOTO apXuBa (TIPH HAJTHYWH).

B ctpoke "Kem mpencraBisieTcs’" yKa3pIBarOTCS: MMOJHOE HAMMEHOBAaHUE Cy[a, IMOYTOBBIN aapec ¢
yKa3aHHEM HHJIEKCa, KoJla ropoia U Homepa Tenedona (dakc, e-mail).

B pazgene "O6mue cBenenus” 3amomasercs ctpoka 101, KoTopas COCTOUT U3 CIEAYIONINX Tpad:
kosruecTBo (hoH0B (rpada 1);

TUIOMIAh APXUBOXPAHWIIHIIA B KBAIPATHBIX MeTpax (KB. M) (Tpada 2);

3arpyKCHHOCTh apXUBOXpaHwiauina B npoienrax (%) (rpada 3).

B rpade 1 crpoxu 101 ykaspiBaeTcs konndecTBO (OHAOB, XpaHAIUXCA B apxuBe cyna. Ecimm B
apx#Be Cy/a XpaHsITCs JOKyMEHTHI TOJIBKO OJHOTO Cyla, TO yKa3biBaeTcs uudpa 1; eciu XpaHsaTcs aena,
JOKYMEHTBI APYTHX CYIOB, yKa3bIBaeTCs U (pa Mo KOIUUECTBY XpaHAIUXcs (OHIOB B apXHUBE.

Kaxxnprit ponm, He3aBHCUMO OT TOTO, COCTOMT JIM OH M3 JJOKYMEHTOB OJJHOTO MJIM HECKOIBKUX BUIOB,
YUYUTHIBACTCA B MMACTIOPTE apXHUBa TOJIBKO OJIUH pas.

B rpade 2 crpoku 101 ykaseiBaeTcs miomanb OTACILHOTO MOMEIIEHUS, B TOM YHCIIE TTOCTOSHHOTO
CyIIeOHOTO TPUCYTCTBUS, apXrBa (ApXMBOXPAHMINIINA) B KB. M HIIM CyMMa TUTOIIAIEH BCEX MTOMETEHHH.

[Tnomane u3MepseTCst TOYHO M YKA3BIBACTCS ¢ TOUHOCTBIO JIO JIECATHIX JIOJICH KBaJpaTHOTO METpa -
HE MEHee OJIHOTO 3HaKa TocJe 3amiaroil. Hampumep: 25,4 kB. M.



HJ'IOH_Ia)_'[B pa60‘-II/IX KOMHAaT WJIn HO,I[CO6HI>IX HOMCH_[CHI/Iﬁ HC YUUTBIBACTCA.

[Ipu OTCYTCTBHM OTAENBHOTO TIOMEIICHHS JIJIsl XpaHCHUSI apXUBHBIX JOKYMEHTOB B JIaHHOW Tpade
CTaBUTCA MPOUYEPK.

I'pada 3 crpoku 101 3amonHsICTCS IPH HATMYUN OTICIHFHOTO TIOMEIISHUS JIJIS XpaHESHUS apXUBHBIX
JIOKyMEHTOB B CyJi¢ (apXMBOXPAHUIIUIIA) U TIPU YCIOBUH 3aI0THEHUS Tpadb 2.

[TokazaTenp 3arpyKEHHOCTH apXMBOXPAHWIMINA SBISETCS CTPOTO BBIYMCISEMON BEIMYUHOM,
IPUMEPHOE €r0 OIPEJICIICHUE HE JIOIYCKAeTCsl.

CreneHp 3arpy’kxeHHOCTH apXHWBOXPAaHWIIMIIA PACCUMTHIBACTCS B TNPOLEHTAX IyTeM JAeJeHHs
KOJIMYECTBA XPAaHSIIUXCA B HEM JIeJl HAa PACUCTHYI) BMECTUMOCTh apXUBOXpaHHWJIHMINA (B EIMHUIAX
XpaHeHus1) 1 yMHOXkeHus Ha 100.

PacyeTHass BMECTHMOCTh apXWUBOXPAHUJIMINA OMPE/EISICTCS CISAYIONMM 00pa3oM: U3MepsieTcs B
METpax 06111351 IMPOTSAKECHHOCTb JJIMHBI CTCJIIAXKHBIX ITOJIOK, 3aHATBIX AJOKYMEHTAMH, PaCCUYHUTLIBACTCSA
KOJIMYECTBO CJMHHUI[ XPAHCHHUS, HAXOJAIIMXCS HAa OJHOM ITOTOHHOM METpE IOJIOK, IUIS 4Yero oolmee
KOJIMYECTBO €AUHHUILL XPAHEHUS JEIUTCS HA KOJTUYECTBO MOTOHHBIX METPOB; KOJIMYECTBO €IUHULL XPAHEHHUS,
HaXOJISAIIUXCS Ha OJHOM MTOTOHHOM METPE, YMHOKUTh Ha OOMIYIO MPOTSKEHHOCTh CTEJUIAXHBIX ITOJIOK (B
TOM YHCII€ CBOOOTHBIX ).

®opmyna:

o0111ee KOJTUIECTBO XPAHSIITUXCS J1eTT 100
X

CTENEHb 3arpy>kKeHHOCTH (%) =
pacyeTHasi BMECTHMOCTb

Ecnu apxXuBOXpaHWIMI] HECKOJIBKO, TO CyMMa BCEX XPaHALIMXCSA B HUX JeJl JETUTCS Ha CyMMY
pacyeTHOM BMECTUMOCTH KaxKI0ro U yMHOaetcsa Ha 100.

B paznene "CBenenus o JoOKyMeHTax" BHOCATCA CBEACHUS O TOKYMEHTaX IMOCTOSIHHOI'O XPaHEHUs,
JIAaHHBIE O JOKYMEHTAaX TI0 JUYHOMY COCTaBY M YKa3bIBACTCS CIICAYIOIICE:

B rpade 1 - KOJIMYECTBO €OUHHUI] XPAHEHUS JOKYMEHTOB ITOCTOSIHHOTO XPaHEHHs M IO JIMYHOMY
COCTaBY, HaXOAIIMXCSI HA XpPaHEHUH B apXHUBE CY/a;

B Tpade 2 - 1aTa caMoro paHHETO U3 XPaHSIIUXCS B apXHBE Cy/a JOKYMEHTOB;
B rpade 3 - KOHeUHbIe 1aThl XPAHSIIUXCS B apXUBE Cy/la TOKYMEHTOB;

B rpade 4 - o0iee KOJIMYECTBO Jie], KOTOPhIE BHECEHBI B YTBEPKIACHHBIC (coriacoBaHHbe) DIIK
ApXMBHOTO YUPEKJICHHSI OTHCH;

B rpade 5 - cambple paHHHE T'OJIbl, 32 KOTOPBIC JOKYMEHTBI, BHECCHHBIC B OIHUCH JICJ, XPAHATCS B
apxuBe cy[a;

B rpade 6 - cample IO3IHHE TOAbI, 32 KOTOPBIE NOKYMEHThHI, BHECEHHbIE B YTBEP)KICHHBIC
(cornmacoBannsie) DIIK apXHMBHOTO yUpeKACHUS OMMCH, XPAHSTCS B apXUBE Cy1a;

B rpade 7 - KOMMYECTBO e MOCTOSHHOTO XPAaHEHWs, HaXOSIINXCS Ha XpaHEHNH B apXWBE CyJna
MOCJIe UCTEYEHUS YCTAHOBJICHHOI'O 3aKOHOIATEILCTBOM CPOKA UX MPEACIIBEHOIO XpaHEHHUS B CY€.

I'padra 8 3anonHsIeTCS IMyTEM MOJICYETa KOJTMYSCTBA €XKETOJHO 00pa3yrOIIUXCs IS IaHHOTO BHJIA B
COOTBETCTBHH C HOMEHKJIATyPOHi.

B crpoke 201 menecooOpa3HO BHOCUTH JIAHHBIC O J€JIaX IOCTOSIHHOTO XPAHEHHS OTACILHO I10
rPpaKTIaHCKUM, aJIMUHUCTPATUBHBIM, YTOJIOBHBIM J€]IaM, JiejiaM OOIIEro AeIONPOU3BO/ICTRA.



B pasznmene "Kanper" B ctpoke 301 yka3piBaeTCsl KOJIMYECTBO IITATHBIX PAaOOTHUKOB apxHBa Cy[a,
OIIpEJICJIEHHOE B LITATHOM PACIIMCAHUU CYJIa.

Ecnu B 1ITATHOM paclucaHduy He MPEeIyCMOTPEHa JOKHOCTh IITATHOrO pabOTHUKA apXuBa Cy/a,
IpY ATOM TIpejiceaaTeNieM cyJa Ha3HadeH pabOTHUK, OTBETCTBEHHBIN 32 pa0OTy apxuBa, B 3ToW rpade
CTaBHTCS MPOYEPK.

B pazgene "VYcnoBusi XpaHeHUST JOKYMEHTOB" TMOAYEPKUBAIOTCS TE€ CBEIEHHUA, KOTOpPbHIE
COOTBETCTBYIOT YCJIOBHSIM XpaHEHHS apXUBHBIX JOKYMEHTOB B Cy/I€.

B ciyuae xpaHeHHs JOKyMEHTOB CyJda B OOBEAMHEHHOM CyJAeOHOM apXvBe, B MAclopTe apXuBa
JIJTaeTCsl COOTBETCTBYIOIIAS TIOMETKA O KOJIMYECTBE JIEJ, HAXOMSIINXCS Ha XPaHEHUH B TAKOM apXHBeE.
[Tnomaap momereHus: 00bEIMHEHHOTO CyIe0HOr0 apXuBa B paszeie "OO01ue cBeieHns" aciopra apxusa
HE YKa3bIBacTCsl.

B nacnopre apxuBa yka3bpIBaloTCs paMUIUs U TeaeQOH UCIOTHUTENS (COCTaBUTENA).

HacnopT apxXuBa NOAIMUCBIBACTCA MPEACCAATCIIEM Cyla C IMPOCTABICHUEM AAaThl IOJANNCAaHUA, ITOCIIC
3aI1OJIHCHHUA BCCX PA3JACIIOB 3aBCPACTCA MCYAThIO Cyaa.

HpI/I HaIlpaBJICHUU B FOCy,I[apCTBeHHBIfI APXUB K IMACIOPTY apXUBa NPUKIAABIBACTCA NOACHUTCIIbHAA
3allMCKa, B KOTOpOﬁ YKa3bIBarOTCs CIICAYIOINIUEC CBECACHMA:

00 U3MEHEHUSIX B HAMMECHOBAHUH CY/1a;
0 HAJINYUU B CyJI€ HOMEHKJIATYPBI U MHCTPYKLMHU 110 AEJIOIPOU3BOJCTBY;

IIPUYMHBI U3MEHEHUS KOJIMYECTBA €]l [T0 CPABHEHUIO € JAHHBIMU IIACIIOPTA IIPEALIECTBYOLIErO ro1a
(KomMYecTBO OMUCAHHBIX JIeJl, IEpEAaHHbIX Ha MMOCTOSHHOE XpaHEHHE B apXUBHOE YUPEKICHHUE, CHATHIX C
ydeTa B CBSI3U C YTPaTOH WJIM HEUCTIPAaBHBIMU MOBPEXKICHUSIMHU );

HaJIM4Ke B apxuBe cyna (GOHIOB IPYTUX CyIOB;
0 KaJ[pOBOM COCTaBe - HAJIMUUE TaTHBIX pPaOOTHHKOB apxuBa cyjaa, ®.J1.0. paboTHUKOB;

0 MECTE€ XpaHCHUA IOOKYMCHTOB IIpU OTCYTCTBUU OTACJIBHOI'O IOMEHICHHUA U 0COOCHHOCTAX
pasMCICHUA JOKYMCHTOB.

KoHKpeTHBII cTMCOK MPHUII0KEHUS K MACTIOPTY apXUBa MOXKET OBITH COTJIACOBAH C TOCYAaPCTBEHHBIM
apXUBOM, KyZia OH NPEICTaBIAETCS.

B cnyuae ecnu apxuB Cy/ia pacioyioKeH B HECKOJIBKUX MIOMEIIECHUSIX, TACIIOPT apXUBa COCTABIISCTCS
€IMHBII Ha BCE ITOMEIICHUS.

9.3.2. JIOTIOTHUTENHFHO K TACIOPTy apXuBa PaOOTHWKOM, OTBETCTBEHHBIM 3a paboTy apxwmBa,
€KErOIHO 3aIOJIHSIIOTCS YUYETHbIE CBEACHHUS O JOKYMEHTaX, XpaHsIIINXCs B apXuBe cya (mpuiokenue Ne
15 x nHacrosimeit MHCcTpykumu) (o cocrostHuio Ha 1 gexaOpsi), B KOTOPBIX NMOMHMO KOJMYECTBA AEI
[TOCTOSTHHOT'O XPaHEHHsI, HAXOIAIINXCS B apXHBE Cy/1a, YKa3bIBAETCS KOJIUIECTBO Je]I BPEMEHHBIX (CBEIIIIE
10 5ret) cpokoB XpaHeHus1, BpeMeHHBIX (110 10 J1eT) CpOKOB XpaHeHUs u " 10 MUHOBaHUS HaioOHOCTH" (TIpH
HaJINIHH).

VdeTHbIE CBEICHUS O AOKYMCHTAX, XpaHAIIUXCA B apXHUBE Cyda, COCTABIAIOTCA B OTHOM 3K3EMILIAPE
U XpaHATCA B COOTBETCTBYIOIIIECM HOMCHKJIATYPHOM HApAAC Cya.

9.3.3. B kauTyY y4era MocTYIDICHUS U BBIOBITHS Ael, JOKYMEHTOB (Tipmitoskerne Ne 16 k HacTosIei
WHCcTpyKIIMK) MOCIE0BATEIBHO BHOCITCS BCE MEPBUYHBIC M IMOBTOPHBIC MOCTYILICHUS (BBIOBITHS) JIEI,
nokyMmeHToB. Kaxksioe mocryruieHue (BRIOBITHE) B TIPEIesiaX OTYSTHOTO TOa TOIYYaeT MOPSIKOBbI HOMED
B BAJIOBOM TOCIIEZI0BATEIHHOCTH.



E)KCFOI[HO Ha 1 STHBaps MOABOAUTCA UTOI KOJMYCCTBA MOCTYINUBIINX H BBIOBIBIIIKX 34 roa Aaci,
JOKYMCHTOB.

9.3.4. Jlucr ¢onga (mpunoxxkenue Ne 18 x Hacrosmer WHCTpyKUMHM) cocTaBiseTCs Ha Ka)IbId
apxuBHBIM (oHA. B HEM yuHTBIBAaIOTCS BCE IOCTYIUIEHHS U BHIOBITHS ONMCAHHBIX W HEONHCAHHBIX
JIOKYMEHTOB (hOH/IA.

Jluctel GOHAOB XpaHATCA B MOPSAKE BO3PACTAHUS HOMEPOB apXMBHBIX (OHAOB. JIMCTHl QOHIOB
(hopMHpYIOTCS B JIEN0, K KOTOPOMY COCTABIISIETCS JIUCT-3aBEPHUTENb.

B JINCTC-3aBEPUTECIIC YKA3bIBAIOTCA O6HICC KOJMYECTBO JIMCTOB NJOKYMCHTOB, BKIIFOYCHHBIX B JI€J10,
Ha4YaJIbHBIC W KOHCYHBIC HOMCpA ApPXUBHBIX (I)OH,I[OB, 06]].[66 KOJIHNYCCTBO apPXUBHBIX (1)0H,Z[OB, JIMCTHI
KOTOPBIX BKIIFOYCHBI B J1€J10.

9.3.5. B neno dhonaa BKIIOYACTCS KOMIUIEKC TOKYMEHTOB (MCTOPHYCCKHE U TEMAaTHIECKUE CIIPABKH,
JIOTOBOPBI O Tiepeade JOKYMEHTOB Ha MOCTOSHHOE XPaHEHHWE, aKThl MPOBEPKU HAUYUS U COCTOSHUS
JIOKyMEHTOB, aKThl O TEXHHYCCKUX OIIMOKax, akThl NpUeMa W IEpeladyd, aKThl BBUICICHHS JCT U
JIOKyMEHTOB K YHHYTOXXEHHWIO, aKThl 00 yTpaTe W aKThl O HEWCIIPABHMBIX MOBPEXKICHUSIX, aKThI 00
0o0OHapyXKeHHH OKYMEHTOB, aKThl PAcCEKPEUMBAHHUSA W JIPYTHE IOKYMEHTHI, OTpaxaromme padoTy ¢
(hOHIOM) 10 UCTOPHUU CyJIa M apXUBHOTO (HOH/, 00BEJMHEHHOTO apXUBHOTO QOH/IA.

9.3.6. I511 MOEAMHUYHOTO M CYMMAapHOTO y4YeTa apXUBHBIX JTOKYMEHTOB, 3aKPEIUICHHUS MOPAIKa UX
CHCTeMaTH3alllH, y4eTa U3MEHEHUH B COCTaBe H 00BEME apXUBHBIX IOKYMEHTOB COCTABIISIETCS OIHCH JIET,
OTIMCH ITEKTPOHHBIX JIEI.

9.3.7. Crnucok ¢onnor (npunoxenue Ne 17 k HacTosuier MHCTpykiMK) BeIeTCs B apXuBe Cyla,
XpaHsIIIEM JTOKYMEHTHI 0oJiee ueM oHoro Gouna. Kaxpiit apXuBHBIN (HOH] BKIIOYACTCS B CIHUCOK (DOHIIOB
TOJILKO OJTUH Pa3 MU IEPBOM MMOCTYIJICHUN apXUBHBIX JIOKYMEHTOB yKazaHHOTO (hoHna. Kaxnomy dhongy
MPUCBANBACTCS WHAWBUAYATBHBIN HOMEp, KOTOPBIH COXpaHIETCs 32 HUM BO BCEX YUETHBIX OKYMEHTaX.
Homepa ¢poHnam nprcBanBaroTCs B BAJIOBOM MOPSIIKE.

B cnyuae nepenaun apxuBHOTO (DOHIA B IPYrOil apXuB, BKIIOYCHHUS €rO B COCTaB 00bEAMHEHHOTO
apXUBHOTO (POHMA MM BBIAEIICHUS BCEX JOKYMEHTOB K YHUUTOKCHHIO OCBOOOIUBIIUICSI HOMEP IPYTOMYy
apxuBHOMY (OHAY HE IIPUCBANBACTCA.

OObeMHEeHHBIC apXHWBHBIC (OHJBI YYHMTHIBAIOTCS Ha OOIMMX OCHOBaHUsIX. OObEAMHEHHOMY
apxuBHOMY (OHIY, OOpa3oBaHHOMY U3 apXWBHBIX (OHIOB, paHee YUYTCHHBIX CaMOCTOSTEILHO,
MPUCBANBAETCS] HOMEP OJIHOTO M3 apXUBHBIX (DOHJIOB, BKIIFOUCHHBIX B €TI0 COCTaB.

Howmep apxuBHOTo poHIa cya - ICTOYHHKA KOMIUIEKTOBAHHUS TOCYIaPCTBEHHOTO apXHBa BHOCHUTCS
B CIIMCOK (DOHIOB [10JT HOMEPOM, KOTOPBIH IPUCBOEH EMY B TOCYIAPCTBEHHOM apXUBE.

Ha3zBanue apxuBHOro poHna BHOCUTCS B CHMCOK (DOHIOB HA OCHOBAaHMH MCTOPUYECKOH CIPaBKHU K
(hoHIY WM TUTYIBHOTO JIUCTA OIHCH JIeJI, ONMCH SJICKTPOHHBIX Jedl.

HazBanue APXHUBHOI'O (bOHILa COCTOUT M3 IIOJIHOI'O HaWMCHOBaHHA CyJa C YKasaHHEM €ro
MCCTOHAXO0XACHU, AaT CO3JaHUs U JIMKBUAAIIUN. Ecnu HaumeHoBaHue HU3MCHAJIOCH, TO B CITMCKE q)OHHOB
YKa3bIBa€TCA C€ro mnoCJICIHEC Ha3BaHWEC B paMKax IMCpuoJa, 3a KOTOpLIﬁ MPUHATBI JOKYMCHTHI. Bce
MpeabIAymne N3MECHEHNU B HAUMEHOBAHNU OTMEYAIOTCA B JIUCTE (l)OHIIa.

Ha3panue 00beIMHEHHOTO apXUBHOTO (POHJA COCTOUT U3 00OOIICHHOTO HAa3BaHMS BKIIOYCHHBIX B
HEro apXuBHBIX (GOHIOB. B HCT (oHIA BKIIOYAIOTCS BCE HAMMEHOBAHHS CYIOB, JOKYMEHTBI KOTOPBIX
BKJTFOUCHBI B 00BETMHEHHBIA (DOHI.

Exeronno k CIIUCKY (bOH,I[OB COCTAaBJIACTCA UTOTOBaA 3allMCh O KOJIMYCCTBC apXUBHBIX (1)OHI[0B,
IMOCTYIIUBIIUX U BBIOBIBIIINX B TCUCHUE roga, u OGH.ICM KOJMYECTBC apXUBHbBIX (I)OHZ[OB, HaxXogAImuxcs Ha
XpaHCHHHU B apXUBE 110 COCTOSAHHUIO Ha 1 SHBaps, CJICAYIOIIETO 3a OTYCTHBIM I'OAO0M.

Crucok (l)OH}_IOB moanInBacTCd B TBCPAYHO 06J'I0)KKy, JIMCThl HYMCPYIOTCHA, COCTABJIACTCA JIMCT-



3aBEPUTEb.

9.3.8. )it perucTpanuy OMHUCEH M1ej, OMUCEH IIEKTPOHHBIX JIEJI, yUeTa MX KOJMYeCcTBa U COCTaBa
BEJETCS pEEeCTp OMHUCEH AeT, JOKYMEHTOB.

B peectpe ommceit GUKCHPYIOTCS OCHOBHBIC MaHHBIC IO COCTaBY KaKIOW OIMMCH J€J], OIUCH
3JICKTPOHHBIX JIeN: HOMEp (JOHIa, HOMEpP OMHUCH, BHUJ JOKYMEHTOB, BKIIFOUCHHBIX B ONKCH, KOJUYECTBO
€IIMHUL] XPAaHEHUS1, KOJIMYECTBO JIUCTOB B OMKCH U €€ DK3EMILISIPOB.

9.4. Ydernsie 0a3pl TaHHBIX BEAYTCS NMPHU HATMYUH B CYJ€ TEXHUYECKUX M MPOTPAMMHBIX CPEICTB
HapaBHE ¢ 00s13aTeIbHBIMI apXUBHBIMU YYE€THBIMH JJOKYMEHTaMH.

9.5. ApXI/IBHLIe YUCTHBIC HOOKYMCHTBI, B TOM YHCJIC IO OJHOMY OJK3CMIUIAPY OIIMCHU AOCII,
pasMelaroTCAd B IOMCUICHNUU IJIA XPAHCHUA YUCTHBIX JOKYMEHTOB WJIN HAa OTACJIbHOM CTCJIJIAXKE B pa60qel71
KOMHAaTe¢ pa6OTHI/IKa, OTBCTCTBCHHOTI'O 3a pa60Ty apxuBa CyJaa.

Bropoii sk3eMIUIslp OmMCH €Nl pa3MeIaeTcs B apXHBOXPAHWIMIIE O0OCOONEHHO OT E€AMHUIL
XpaHEHUs.

9.6. ApxuBHBIE YYETHBIE [OKYMEHTBI, KpOME ONHUCEW e, ONHCEH JJIEKTPOHHBIX JEll,
MpeIHa3HAvYaloTCAd JUId CIYXEOHOTO TOJh30BaHMA W TOJB30BATENIIM apXUBHBIMU JOKYMEHTaMH HE
BBIJIAIOTCS.

9.7. Yuer MNOCTYIJICHUS U BBIOBITHUS ACJI, JOKYMCHTOB B AapXHBC CyJlda OCYIICCTBIACTCA Ha OCHOBAHUM!

OIHCH JIeJI, OMUCH DJICKTPOHHBIX JIeNl CYAeOHBIX KOJUIETHH, CYyJeOHBIX COCTaBOB, MOCTOSIHHBIX
CyJeOHBIX IPUCYTCTBUH, CTPYKTYPHBIX MOAPA3JeICHUH U TOJOBOr0 pasjesia CBOJHOM OIUCH JIeN, OIUCH
3JIEKTPOHHBIX TOKYMEHTOB;

HOMEHKJIATYphl TPH OTCYTCTBHU ONKCEH JIEN, OMHCEH DIIEKTPOHHBIX JIeNl CYACOHBIX KOJUIETHH,
CyIeOHBIX COCTaBOB, IIOCTOSIHHBIX CyAEOHBIX IPUCYTCTBUM, CTPYKTYPHBIX NOJpa3AeIeHNN;

aKTa O TEXHMYECKMX OMIMOKaxX B YYETHBIX JOKyMeHTax (mpwiokeHne Ne 19 k Hacrosmiei
WucTpykuun);

akTa 00 00HapyKEHNH JOKYMEHTOB, HE OTHOCSAIIUXCS K JaHHOMY (DOH/TY, HEYITEHHBIX (TIPHIIOKEHIES
Ne 20 k Hacrosmeit MHcTpykuun);

aKTa 0 HeOOHApPYKEHUH apPXHUBHBIX JOKYMEHTOB, ITyTH PO3bICKAa KOTOPHIX HCYEPIaHbl (PHI0KEHHE
Ne 21 k macrosimeit MaCcTpyKIINN);

aKTa rpueMa-fepeaaydl apXMBHBIX JOKYMEHTOB Ha XpaHeHue (mpumiokeHue Ne 22 K HacToOsIIeH
WHuCcTpy)uun),

aKTa O HEHMCIIPaBUMBIX MOBPEKICHUSAX apXUBHBIX JOKyMEHTOB (Tpuioxkerne Ne 23 k HacTosIIeH
WucTpykuun),

aKTa O BBIJCJICHMM K YHUYTOKEHHIO apXUBHBIX JOKYMEHTOB, HE MOUICKAIIMX XPAHCHHIO
(npunoxenne Ne 13 x Hactosmen UHCTpyKIum).

9.8. Ha ocHOBaHMM JOKYMEHTOB, YKa3aHHBIX B NMyHKTe 9.7 Hacrosmed WHCTpyKImu, BHOCSTCS
HE00XOIMMBIE U3MEHEHHS B 00sI3aTEIbHbBIC apXUBHBIC YUETHBIE TOKYMEHTHI:

B KHUTY YUCTa NOCTYIJICHUA U BBIOBITHUS ACJ1, JOKYMCHTOB U B JIUCT (1)01{)13 - IpU Ka)KAO0M U3MCHCHUU
B COCTaBe U 00beMe APXUBHBIX TOKYMCHTOB;

B CHHCOK (DOHJIOB - TPU IOCTYIUICHWH HOBOTO apXWBHOTO (DOHMA WIIM BBIOBITUM BCEX JIEI,
JIOKYMEHTOB HaXOJHWBIIETOCS Ha XpaHeHWH apxuBHOro (oHAa. B rpade "OTmeTka o BRIOBITHH (oHIA"
cricka (OHZOB YKa3bIBAeTCS MeECTO (alpec) BBIOBITHS apXwBHOrO ()OHIA, a TakKXKe Jara M HOMED



JOKYMCEHTa, Ha OCHOBAaHHUH KOTOPOT'O OH BI:I6I>UI;

B PEECTp OMUCEH J1e] - IPU MOCTYIUIEHUH HOBOM OMFCH JIEN FJIM BBHIOBITHH BCEX EIMHHII XPAHEHUS
HAXOJMBILICHCS Ha XpaHeHUU onvick. Homep BBIOBIBIIIECH OTIMCH IPYTHM OITUCSIM JIT, OITUCSM DJIEKTPOHHBIX
JIeJT He TIPUCBAUBAETCS U OCTAETCSI CBOOOIHBIM;

B OITUCH JIeJ, OMHCH DJEKTPOHHBIX JEN - MPH KaKIOM TOCTYIUICHHMH W (WIU) BBIOBITHH e,
JIOKYMEHTOB, JICKTPOHHBIX apXHUBHBIX JIEJI, YYTCHHBIX B IAHHOW OIIHCH.

COOTBCTCTBy}OHII/Ie HU3MCHCHUSA BHOCATCA BO BCIIOMOT'ATCJIbHBIC APXUBHBIC YUETHLIC JOKYMCHTEI.

10. IIpoBepka HAINYHNSA U COCTOSTHUS TOKYMEHTOB (3J1€KTPOHHBIX
JeJ1) B apXuBe cy/Aa, MOPsiI0K Nneperayn apXuBHbIX JOKYMEHTOB
MPH CMeHe NpeaceaaTess cyaa

(B pen. [Ipukasa CyunebHoro aemnapramenTa npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

10.1. ApxuBHBIC JOKYMEHTHI IPOBEPSIOTCS HA MPEAMET MX (HaKTHUECKOro HATHYHUS U (PU3NIECKOTO
COCTOSTHUS (aJiee - MpOoBEpKa HaJIM4Ms) B ITAHOBOM TOPSIKE.

HpOBepKa HaJIMYIKA apXUBHBIX JOKYMCHTOB IPOBOAUTCA KOMHCCHeﬁ, Ha3HA4YaeMOH npeaceaaTeicM
CyJa, B COCTaB KOMHUCCHUHN 00s13aTEeNTBEHO BKJIIOYACTCS pa60THI/IK, OTBETCTBEHHBIN 3a pa60Ty apxuBa CcyJaa.

IIpoBepka HanuuMsi apXUBHBIX JOKYMEHTOB palOHHBIX, I'OPOJCKMX, MEKPAlOHHBIX CYJOB
NPOBOAMTCS € ydyacTHeM PpabOTHHKOB COOTBETCTBYIOIIEro ympasieHus CyneOHOro aenapTaMeHTa B
cyonekte Poccuiickoit @enepanym.

10.2. IlpoBepka HaIU4YUS TPOBOIUTCS:

B CPOKH, YCTAaHOBJICHHBIC IIPEACEAATEIIEM Cylla, HO HE PEXE OAHOI'O pasa B 5 ner (B TOM YHUCJIC C

nomMeTkou "JlJist ciy»keOHOro Mmoib30BaHus");

MIpH CMEHE Ipelceaaress cyla, pyKOBOAWTENS apxuBa (pabOTHHKA, OTBETCTBEHHOTO 3a paboTy
apXxuBa);

IIpU TOJATOTOBKE apXWMBHBIX JIOKYMEHTOB K Tiepefade B TOCYJapCTBEHHBIA apxuB (A7 cyna,
BBICTYIAIOIIETO NCTOYHIKOM KOMIUIEKTOBAHMUS);

MOCJIe MACCOBOTO NIEPEMEILICHHUS ApXUBHBIX TOKYMEHTOB, YpE3BbIUAHON CUTyalluu U (WIN) IPYTUX
0OCTOSTENBCTB, B PE3yJIbTaTe KOTOPBIX OHU MOTJIH ObI OBITh YTPaueHb! MU TOBPEKICHBI;

IIPY PEOpPraHU3alMU CyAa.

10.3. IlpoBepka HanU4yusl JOKYMEHTOB MPOBOAUTCS MOCPEACTBOM BH3YaJbHOTO OCMOTpa €IMHUI]
XpaHEHHUS U CBEPKH OIMCATENbHON CTaThU OMKCH AEJ C 3ar0JIOBKOM (OIMCAHUEM) HA OOJI0XKKE €IUHUIIBI
XpaHEHUs.

10.4. IlpoBepka HaIM4UUs JOKYMEHTOB BKJIIOYAET:

BBIBCPKY apXUBHBIX YYETHBIX JOKYMEHTOB U YCTPAHCHUEC BBISABJICHHBIX B HUX HCTO‘{HOCTCI\/‘I;

YCTAHOBJICHHUEC (baKTI/I‘{eCKOF 0 HAJIMYWA CANHUILl XPAHCHUA B COOTBCTCTBUU C ApXUBHBIMU YUCTHBIMHA
JOKYMEHTaMHU,

BBISIBJICHHUEC HCIIPABUJIBHO 0(1)OpMJ'ICHHBIX CAVHUILL XpaHCHUA (IICJ'I);

BBISBJICHHE M TIOCTAHOBKY HA y4YeT IOKYMEHTOB W CIWHHI[ XpaHCHHs, TPeOYOUMX (GH3HUKO-
XUMHUYECKOH, MPODUIAKTHUCCKON W/ MM PecTaBpallMOHHO-TIPOGUIaKTHYSCKOM 00pabOTKH;



OPTraHH3AIHI0 PO3BICKA OTCYTCTBYIOIIUX IOKYMEHTOB.
10.5. Ilpu poBepke HATHIHS TOKYMEHTOB HEOOXOIMMO:
COXPAHATH MOPSIOK PACIIONIOKEHUS SIUHUI] XPAHESHUS COTJIACHO TOMOTPaUICSCKUM YKA3aTeIIsIM;

MOMEIIaTh HAa MeCTa HaJISKAIIeT0 XpaHeHHs oOHapy>KEHHbIE BO BpPEeMsI NMPOBEPKH HEMPaBUIHHO
pa3MeIIeHHbIC €IUHULIBI XPAaHEHUS;

M3BIMaTh C MOCJENYIOIMEN U30IA0Ued JOKYMEHTBI, €IUHUIBI XPaHEHNUs, 3apaXKEHHbIE MJIECEHBIO U
(vmu) ApyruMy OMOJOTHYECKHMU BPEIUTENSIME (JIJ1s1 TOKYMEHTOB Ha OYMaKHOM HOCHUTEJIE);

npoctaBiaTe otMeTKy "IIPOBEPEHO" ¢ ykasanueM HOMepa M JaThl akTa IPOBEPKH B KOHIIE
IIPOBEPEHHOM OIHUCH JEI.

10.6. Ilo pe3ynbTaTaM MPOBEPKU HATHYNS JOKYMEHTOB JIOJDKHBI OBITH COCTABJICHBI U TIOJITACAHBI
KOMUCCHEH, a 3aTeM yTBEP>KICHBI NpeAceIaTeIeM Cy/Ia:

aKT MPOBEPKH HAJMYMsI U COCTOSIHUSI apXWUBHBIX JOKYMEHTOB (mpuiokenue Ne 24 x Hacrosmien
Unctpykuun);

aKT O TEXHMYECKHMX OIMMOKax B YYETHBIX MOOKyMeHTax (mpmiuokeHue Ne 19 k Hacrosmieit
WHCTpyKUMHK), KOTOPBI COCTaBisieTCs B CIy4yae BBISBICHUS HECOOTBETCTBHA 3alceil B apXHMBHBIX
YUETHBIX JOKYMEHTax (pakTuueckoil nHpopMaum;

aKT 00 OOHapy)XeHUHM apXWUBHBIX JIOKYMEHTOB, HE OTHOCSIINXCSA K JaHHOMY (OHIY, HEYUYTEHHBIX
(mpunoxenne Ne 20 x Hactosimed VHCTpyKUMH), KOTOPBIA COCTaBiIs€TCSI B ciydae OOHapy)KEHUs
HEYYTEHHBIX apXUBHBIX JOKYMEHTOB, HE OTHOCAIIMXCS K JAHHOMY (DOHIY.

[IpoBepka HanmMuMsi TOKYMEHTOB CUUTAETCS 3aBEPLICHHON IOCIE YTBEP)KICHHS aKTa MPOBEPKU
HAJIMYMS ¥ COCTOSHUS apXUBHBIX JTOKYMEHTOB, [10CJIE BHECEHUSI [0 PE3YJIbTaTaM MPOBEPKH HEOOXOJUMBIX
HM3MEHEHUH B apXUBHBIE YUETHbIC JOKYMEHTHI.

10.7. Eciiv mpoBepKoii Hau4us JOKYMEHTOB YCTaHOBJICHO OTCYTCTBUE JOKYMEHTOB, JO/DKEH OBITh
OpPraHU30BaH WX PO3BICK, MPOBOJMMEIA B TEUCHHE OJHOTO TOJA C JAaThl BBIABICHUS WX OTCYTCTBHS.
JlomyckaeTcst MpoJIJICHUE CPOKa PO3bICKa IOKYMEHTOB Ha 1 roI.

B ciywae oTpHnaTenbHBIX PE3yNbTAaTOB PO3BICKA COCTABISETCS aKT O HEOOHAPYKCHUU apXHUBHBIX
JIOKYMEHTOB, IyTH PO3bICKa KOTOpPBHIX Hcuepmanbl (mpuioxkeHne Ne 21 k Hacrosmeidt MHCTpyknnm),
YTBEpKJAaeMblil TpeAcenareieM CyAa II0 COIVIACOBAHMIO C 3KCHEpTHOM Komuccued cyna. K akry
IIpUjIaraeTcsl CrpaBka O MPOBEAEHUU po3bicka. Cya - MCTOUYHUK KOMILJIEKTOBAHUS TOCYAAPCTBEHHOI'O
apxuBa B cllyyae HEOOHapy>KeHHs JOKyMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHoro ¢onaa Poccuiickoit
denepany, JOHKEH IPEACTABUTE aKT O HEOOHAPY)KEHUH apXUBHBIX TOKYMEHTOB, IIyTH PO3BICKA KOTOPBIX
UCYepHaHbl, B COOTBETCTBYIOUIMM TOCYAapCTBEHHBI apXWB WJIM YINOJIHOMOYEHHBIH  OpraH
UCIIOJIHUTENIbHOH BiacTu cyowsekTa Poccuiickoit denepaunu B cdepe apXUBHOTO Jiena AJS TPHHSATHS
pEIICHNUS O CHATHH YTPAUYECHHBIX ¢IUHUL] XPAaHEHUS C y4deTa.

10.8. ApXUBHBIN JOKYMEHT, COCTOSIHUE KOTOPOTO HUCKIIOYAET BO3MOXKHOCTH BOCCTAHOBJICHHS €TO
MaTepHaIbHOTO HOCHTENSI W HCIONB30BaHUS (BOCIPOM3BEICHHSI) COIEpIKaIleiics B HEM HWH(pOpMAIUH,
TIPU3HAETCS HEUCTIPABUMO TTOBPEKIACHHBIM.

10.9. Ilpu BBIABICHHHM HEUCIPABHMO MOBPEXKJECHHOTO apXHUBHOTO JIOKYMEHTA COCTaBISACTCS aKT O
HEUCTIPAaBUMBIX TIOBPEKICHUSIX apXHUBHBIX JTOKYMEHTOB (Tiprutoskerre Ne 23 k HacTosmelr MHCTpyKInN),
KOTOPBI YTBEPXKIAETCS MIPE/ICeNATENIEM Cy/Jia [0 COTJIACOBAHUIO C DKCIIEPTHOM KOMHUCCHUEH Cya.

B ciydae BEISBICHHS HEHUCIIPABHMO MOBPEXKICHHOTO JOKyMeHTa ApxuBHOTO (hoHma Poccuiickoit
®enepanyy aKT 0 HEUCIIPABUMOM MOBPEKICHUN apXUBHBIX TOKyMEHTOB HAIIPABISAETCS HA pACCMOTPEHNE
OIIK apXHBHOTO yUpEKISHHUS ITOCIIE COTIIACOBAHMS C IKCIIEPTHOM KoMuccHer. [locie BEIHECEHUS pelIeHUS
0 MPU3HAHUU APXUBHOIO JOKYMEHTA HEUCIIPABUMO MOBPEKICHHBIM aKT YTBEPXKAACTCS IMpeaceaaTeieM



Cyla U COOTBETCTBYIOIIUEC NU3MCHCHUA BHOCATCA B ApXUBHBIC YUCTHBIC JOKYMCEHTHI.

10.10. Ilpu cmeHe npencenaTens cyaa mpueM-fepeada apXuBHBIX JOKYMEHTOB, apXUBHBIX YUETHBIX
JIOKYMEHTOB ¥ CIPaBOYHO-ITOMCKOBEIX CPEJICTB K HUM (Jajiee - mpueM-Tiepeaada Ael) OCyIIECTBISeTCS
KOMUCCHEW, Ha3HAauYaeMoM IpejiceiaTeNeM cya.

[Ipu npueme-mepenade men MPOBOAUTCS CIUIONIHAS WM BBIOOpOYHAs TMPOBEpPKAa HAJIMUUS U
COCTOSIHMSI TOKYMEHTOB, apXUBHBIX YUETHBIX JOKYMEHTOB U CIIPABOYHO-TIOMCKOBBIX CPEACTB.

[Ipuem-nepenaua gen odhopmisiercst akrom (mprutokenue Ne 38 k Hacrosmiedt MHCTpyKInm).
11. Opranusanys MCNOJIb30BAHMSA JOKYMEHTOB apXHBa

11.1. Ucnonp30BaHue TOKYMEHTOB apXHBa Cya MPOBOIUTCS TOJIBKO C pa3pelieHus MpeacenaTenst
cyna (YnoJIHOMOYEHHOTO UM 3aMECTHTEI).

PaboTHUK, OTBETCTBEHHBIH 3a pabOTy apXuBa CyJa:
BBIJIA€T JOKYMEHTAJIbHBIE MaTEPUANIbI B CTPYKTYPHBIE IOAPA3ACICHUS;

HaIpaBIseT HA OCHOBAaHWM IMHCHMEHHOTO 3ampoca MaTepHallbl B JpyTHUe OpraHbl, OPraHU3alud U
yUpeXIEHH 110 YKa3aHHIO NpeaceaaTens cyaa;

I/IH(I)OpMI/IpyeT npeaceaaresd cyaa 0 COCTaBe U COACPKaHNU JOKYMCHTAJIbHBIX MATCPUATIOB;
BbIJACT CIIPABKU U BBINMCKU N3 apXHUBHBIX JOKYMCHTOB.

11.2. Beimaya enuHUI] XpaHEHUS U3 apXUBOXPAHMIIHIIA MTOJIEKUT 00sI3aTENFHON (PUKCAIH B KHUTE
BBIJIAYM €IUHUI] XpPAaHEHUS BO BpEMEHHOE ToJIb3oBaHue (mpmioxenue Ne 27 k Hacrosiie MHcTpyKuun).
(n. 11.2 B pen. [Ipukasza CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

11.3. Beigauy jen Ha OyMa)KHOM HOCHUTEIIE U3 apXHUBOXPAHIIIMIIA U TPUEM HX 00paTHO, B TOM YHCIIE
B cllyyae HEOOXOAMMOCTH TMOJUCTHYIO MPOBEPKY HAIMYUS M COCTOSHHS JOKYMEHTOB ITepe]l BbLadeh 13
apXMBOXPAHWINIIA U TIPU BO3BpaTe, MPOU3BOJAUT PaOOTHHK, OTBETCTBEHHBIN 3a pabOTy apxXuBa cyja, B
MIPUCYTCTBHH JIUIIA, TIOTYYArOIIero (BO3BPAIIArOIIEro) /Ieia.

B cnywae ecnu mocie Bo3BpameHHs Jefia paOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apXxwBa cyna,
BBISIBIICHO U3BATHE, MOBPESIKACHUE MATEPUANIOB Jiefia, a TAKXKE BHECCHHE B HUX WUCIPABICHUHA H JTOTTUCOK,
00 3TOM He3aMeTUTEeTHHO COO0IAETCs MPEICeaTeNI0 Cy 1a TN €r0 3aMECTHTEIIO.

(n. 11.3 B pen. [Ipukasza CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

11.3.1. Equnuiiel XpaHeHus, BblIaBaeéMble BO BPEMEHHOE TMOJIb30BAHUE, JOKHBI UMETh apXUBHBII
mudp, MTPOHYMEPOBAHHBIE IIMCTHI, JHCT-3aBEPUTENh Jella W JIHCT WCIONB30BaHUS JOKYMEHTOB
(mpunoxxenne Ne 28 x HacTosie UHCTpyKIum).

Brigaua equHUI XpaHEHYsI, HAXOSAIIUXCS B HEYJIOBJIETBOPUTEIHLHOM (DH3MUECKOM COCTOSIHUU U HE
MPOIIEANINX TEXHIISCKOr0 OQOPMIICHHUS M OTMCAHUS, MOKET OBITh OrpaHUYCHA.
(nm. 11.3.1 B pen. Ilpukaza Cyneonoro nenapramenta npu BepxosHoM Cyzae P® ot 09.01.2024 Ne 1)

11.3.2. [loaroToBKa apXMBHBIX JOKYMEHTOB K BbIIade U3 apXWBOXPAHIUIUINA BKIIOYAET:
BBIEMKY apXWBHBIX JIOKYMEHTOB;

CBEPKY apXMBHOTO MHU(Pa U 3aT0JIOBKOB C OITUCHIO JICTT;

MIPOBEPKY (PU3UIECKOTO COCTOSHUS ACIa.

11.3.3. DneKTpoHHBIE JOKYMEHTHI BBIIAIOTCS U3 ApXUBOXPAHMINILA B BUAC DJICKTPOHHBIX KOIUN WU
KOmmMiA Ha OyYMa)KHOM HOCHTEJIE, KOTOPBIC CO3MAIOTCS Ha OCHOBE pabodero SK3eMIUIIpa KOHTEHHepa



3JIEKTPOHHOTO JOKyMeHTa. Ha apXWBHBIX KOMHWSX, BKIIOYAsl apXMBHBIE KONMHMH Ha OyMa>KHOM HOCHTEIe
3JIEKTPOHHBIX JAOKYMEHTOB, apXHBHBIE IIU(PHI MPOCTABISIFOTCS HA 000pOTE KaXKIOTo JHCTa apXUBHOU
KOITUH, a 3aBEpPUTEIbHAs HAIKICh U OTTUCK TICYATH - Ha 000POTE MOCICIHETO JTUCTA KOTIHH.

[To 3ampocy nun, UMEIIIKX NPABO Ha MOIYYSHUE KOMUN JOKYMEHTOB, U ITPU HAJTMUYUU TEXHUYECKOU
BO3MOXHOCTH apXHBHBIC CTIIPABKH (BBIMMCKN) MOTYT BBIJABATHCS B 3JICKTPOHHOU ()OpPME Ha IIEKTPOHHOM
HOCHTEJNE JTHO0 MePeCchUIaThCs 0 UHPOPMAIIMOHHO-TEICKOMMYHHUKAITMOHHBIM CETSIM.

SHCKTPOHHBIC APXUBHBIC CIIPABKU (BBIHI/ICKI/I) 3aBCPAIOTCA 3HeKTpOHHOﬁ MNOAMNMUCHIO MpEAcCCAaTC/IA
Cyla 1 €ro 3aMECTUTEIIA.

®daxT BHIIAYM KOMHN AJICKTPOHHBIX JIOKYMEHTOB (DMKCUPYETCS B KypHalle BBIIAYM JIEKTPOHHBIX
JIOKYMEHTOB.

Hoctyn cynmeit u paGOTHHUKOB cyJa K OJJIEKTPOHHBIM JOKYMEHTaM apxXxuBa IpU HaJTUYUU
MH(QOPMAITMOHHON CHCTEMBI MOXET OCYIIECTBISTHCS HEMOCPEACTBEHHO ¢ pabOYMX MECT B COOTBETCTBUHU
C YCTaHOBJIEHHBIMU IIPUKA30M IIpEACENATENS Cy1a IpaBaMu JOCTyIa K JOKYMEHTaM.

o pemenuto mpencenaTesns Cya apxuB Cyla MOXKET MPEIOCTAaBIATh CYAbsIM U paOOTHUKAM CyJa
3JIEKTPOHHBIE TOKYMEHTHI IO JJOKAJIEHOH CETH cyaa. B 3ToM cirydae BeeTcs 3JIEKTPOHHBIN JKypHal ydeTa
BBIJJa4M DJICKTPOHHBIX JIOKYMEHTOB M3 apXuBa, B KOTOPOM (HKCHPYIOTCS: Jara BbIJadd, (QaMuims,
WHUIMAIBl 3alIPOCHUBIIETO JTOKYMEHT, Ha3BaHHE CTPYKTYpHOTO MOAPAa3AeiCHHs, 3arojIOBOK M yYETHBIN
HOMED BBIJAHHOI'O JTOKYMEHTA.

11.3.4. lokyMeHTHI BBIJAIOTCS U3 apXWBOXPAHMIIUINA Ha CPOK, HE TPEBbIIIATOIITHIA:
OJTHOT'O MeCsLa - 1715l UCIONb30BaHUS CYIbsIMH, pAOOTHUKAMHU CY1a;
IIECTH MECSIIEB - Cy/ICOHBIM, TPABOOXPAHUTENEHBIM 1 HHBIM YIIOJTHOMOYEHHBIM OpraHaMm.

[IponneHue yCTAaHOBIEHHBIX CPOKOB BBIAAYM JOKYMEHTOB JOIYCKAe€TCs C pa3pelleHust
mpejcenareNss CyJa Ha OCHOBaHWUU JOKyMeHTa (MHMCbMa, CIY)KCOHOHM 3allMCKU) II0JIb30BaTeNsd O
MOJITBEPKIACHUH 00ECIICUCHUSI COXPAHHOCTH JIOKYMEHTOB.

11.3.5. Beimaua apXWBHBIX JOKYMEHTOB BO BpEMEHHOE IONb30BaHUE  CyJeOHBIM,
NPaBOOXPAHUTEIHHBIM M HHBIM YIIOJIHOMOUYSHHBIM OpraHaM MPOU3BOAMTCS Ha OCHOBAHWH aKTa O BbIIaue
apXUBHBIX JOKYMEHTOB BO BpEMEHHOE MoJib30BaHue (puiioxkenne Ne 25 k Hacroseit Unctpykuun). [Ipu
HalpaBJICHUH 3alpallMBaEMbIX APXUBHBIX JOKYMEHTOB MOYTOH WM JPYTMMHM BUAAMHU CBSI3U B rpade
"[Ipumedanus" akTa yKa3plBatOTCsl PEKBU3UTHI JOKYMEHTA-3aIIp0OCa U COIIPOBOJUTENBHOIO IMChMa Cy/a, a
TaKk)Ke PEKBU3UTHl BXOJSIIETO JOKyMEHTa, KOTOPHIM OHM OBUIM BO3BpalleHBl. B 3TOoM ciyuae
IIPOCTABJICHUE MOANUCH PAOOTHHKA OPraHU3aLUHU-TI0y4aTeNs B aKTe He TpeOyeTcs.

(8 pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyze P® ot 29.05.2024 Ne 124)

Brimaya apXuBHBIX TOKYMEHTOB CYIbsIM, PYKOBOAMUTENSM CTPYKTYPHBIX MOIpAa3AelicHUN cyda B
LeJsIX peau3aliil MX CIy>KeOHBIX O00S3aHHOCTEH MPOM3BOMWTCS TPU COTJIACHW TIpe[cenaTeNs cynaa
(3amecTHTeNs IpeacenaTens cyaa) Ha OCHOBaHWH CITy>K€OHOMN 3aIMCKH Ha BBIIady €AMHUI] XpPaHSHHUS.

Jluro, mony4uBIIee apXUBHOE 110, OTBEYAET 3a €r0 COXPAHHOCTD.
(rm. 11.3.5 BBenen Ilpukazom CynebHoro aemapramenta npu BepxoBaom Cyae P® ot 09.01.2024 Ne 1)

11.4. Ha w™mecTo BBIZaBaeMbIX COWHUI[ XpaHCHWS W ONHCEH el JO/DKHAa TIOMEMAThCs
(moaKnaAbIBaTHCS) KapTa-3aMECTUTENh eAMHUIBI XpaHeHus (mpuinoxkenne Ne 29 k  HacTosmel
Wnctpykuun). Ilpy BO3BpallleHHN €IUHMIBI XPAaHEHHUsI KapTa-3aMECTUTEIb W3bIMAETCS U XPAHUTCA 0
MUHOBaHHS HaTOOHOCTH.

(m. 11.4 B pen. [Ipukaza Cynebnoro aenapramenta rnpu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.5. Beigaya HaxoIAIIMXCS B apXUBE CyAeOHBIX e (MHBIX MaTepUajoB) Ui O3HAKOMIICHHS
JTUIAMH, YYaCTBYIOIIUMHU B JIeJie, UX TMPEACTABUTEIIMU, a TAK)KEC MHBIMH JIUI[AMH OCYIIECTBIIACTCS B
MOPSIJIKE, YCTAHOBIICHHOM IMIpENCeNaTeeM CyAa, Ha OCHOBAaHMM WX MUCHbMCHHOTO 3asBIICHUS W TIpU



MIPETBSIBICHAN JOKYMEHTOB COTJIacHO mprioxeHussM Ne 1 k maCTpyKItusaM Ne 36, Ne 161, Ne 224, No 225,
(. 11.5 B pen. [Ipukaza CynebHoro nemapramenTa npu BepxosaoM Cyne PO ot 14.06.2022 Ne 97)

11.6. O3HakomIIeHHE ¢ CyEOHBIM JIEIIOM JIOJDKHO MPOU3BOAUTHLCS B CIICIIUAIBHO 00OPY/I0BAHHOM
JUTSL OTOW TeNH MOMEIIEHUH Cyla B MPUCYTCTBUM PaOOTHHKA apXuBa Cyla (MHOTO YHOJHOMOYEHHOTO
paboTHHKa ammapara cy/a) B YCJIOBUSAX, KOTOPhIE HCKIIIOYAIOT H3BATHE, MOBPEXKICHHUE, YHUUITOKCHHE
MaTepHayoB eI, a TAKKE BHECEHUE B HUX UCTIPABICHUIN U TOMUCOK, epeaady ux Ipyromy JHILy.

OO0 03HaKOMJICHUH C AEJIOM AENaeTcsl OTMETKA B JINCTE MCIIOIB30BaHUS JOKYMEHTOB (IPUIIOKEHHE
Ne 28 x Hacrosmeit Muctpykiun). [Ipu oTkase nuiia, 03HAKOMHUBIIETOCS € JIETIOM, OT ITOJIUCH, 3aIIKCh 00
03HAKOMJICHHH C JIEJIOM IPOU3BOAUTCS paOOTHUKOM apXuBa Cyaa.
(8 pen. IIpukaza Cynebnoro nenapramenta npu Bepxosanom Cyne P® ot 09.01.2024 Ne 1)

11.7. O3HakomIIeHHE JIUIIAMU, YYACTBYIOIIUMH B Jelie, MX MPEACTABUTEISAMHU, a TAKKe WHBIMH
JHULAMH C ayTHO03aIUChI0 CyIeOHOT0 3aceaanusl, MPUOOIIEHHON K Cy1eOHOMY Jely, MPOU3BOAMTCS 110 UX
MUCHMEHHOMY 3asBJICHHIO B TIOPsIKE, IpeAyCMOTpeHHOM mmyHKTamu 11.5 u 11.6 Hacrosmei MacTpykumu.

O3HakOMJICHHE C ayJUO3alMChI0 CyAeOHOr0 3aceqaHusi MPOM3BOJUTCS B  CIICLUAIBHO
000pyIOBaHHOM [UIsI 3TOW IMENH TOMEIICHWH Cyla B TNPUCYTCTBHH pPa0OTHUKA apXuBa Cyla IMyTeM
MPEIOCTABICHUS BO3MOXXHOCTH TPOCIYIINBAHUA COOTBETCTBYIOIICH ayJHMO3alMCH C HCIOJB30BAHHEM
HEOOXOMMBIX TEXHUIECKUX CPEJICTB.

11.8. IlpaBo Ha CHsATHME KONMUU NOKYMEHTOB C MaTE€pHaJIOB Ji€ja 3a CBOM CUET, B TOM YHCIE C
HCITOJIb30BAaHUEM TEXHUUYECKUX CPEJICTB, IPEIOCTABIISICTCS CICAYIOIINM JTUIAM:

OGBI/IHHGMBIM, OCYKACHHBIM, OIMPAaBJAaHHBIM, UX 3allIUTHUKAM U IIPEACTABUTECIIAM,
MOTCPIICBIINM;

rpaXJAaHCKOMY HCTIy, €ro NpPEACTABUTENI0 B 4YacTU KOMUH MPOLECCYyalbHBIX PEIICHUH,
OTHOCSIIIMXCS K IPEIBABICHHOMY UM I'PAXKJaHCKOMY HCKY;

rpaXKaaHCKOMY OTBETUYHMKY U €ro MPEACTABUTCIIIO B YaCTH MAaTCPUAJIOB YIOJIOBHOI'O A€jia, KOTOPbBIC
KacaroTCs IpaXX1aHCKOI'O UCKa,

CTOpPOHAM M MHBIM JIMIAM, YYaCTBYIOLIUM B TPAXKAaHCKOM JIENIE, a TAKXKE MX MPEICTABUTEIIIM;
JIUIaM, YYacTBYIOIIMM B aIMUHUCTPATUBHOM JIETIE;
JIMLIaM, YY9acTBYIOIIMX B ieie 00 aIMUHUCTPATUBHOM IPABOHAPYIIECHHUH;

peadMINTUPOBAaHHBIM JIMIAM, & C WX COIVIACHS WJIM B Cly4yae HMX CMEpPTH - POJICTBEHHUKAM
(WKaMBEHI]aM) B 4aCTH O3HAKOMJICHHS C MaT€pHalaMy IPEKPALCHHbBIX YTOJIOBHBIX U aIMUHUCTPATUBHBIX
JIeJT ¥ ToNy4YeHust ¢ Hux konwuii (ctaths 11 3akona Poccuiickoit @enepanmu ot 18 okTsiops 1991 1. Ne 1761-
1 "O peabuuTanuu XepTB MOJIUTHICCKUX perpeccuit”).

VYka3aHHpIE JIAIa CHUMAIOT KONHH II0 MHUCHPMEHHOMY 3asSBICHHAI0O B TOPSAKE, YCTAaHOBIEHHOM
mpejcenaTeneM cyla Wi CyJbel, mpeaceaaTeNIbCTBYIOMUM 10 Jeny. JlaHHOe MUChMEHHOE 3asiBICHHUE C
paspelaroleit  pe3oIonueil mpeacenarens CyAa WIM CYJbU, TNPEACEAaTeIbCTBYIONIETO IO Jely,
MOJIIIIMBAETCA B CYACOHOE JIENI0, HaXOAIIeeCs HA XpaHEeHHH B apXHUBE Cy/a, U BHOCUTCS BO BHYTPEHHIOIO
omwmch Aena. B cnydae npeanbsBieHus JOBEPEHHOCTH K 1Ty IPHOOIITaeTCs TaKkKe €€ KOTIHSL.

CHsTBIC 32 CBOM CUET KOMHHU ¢ MATEPHUAIIOB CYyICOHOTO JIeia, B TOM YHCIIE C MOMOIIBIO TEXHUUIECKUX
CPEJICTB, CYJIOM HE 3aBEPSIOTCS.

11.9. Beigaua komuii TOKYMEHTOB U3 CYACOHOro feiia, HAXOMSIIErocs B apXHBE Cyla, JHUIAM,
VYaCTBYIOIIMM B JeJie, TPOU3BOIUTCS 10 WX IHUCHMCHHOMY 3asBIICHHIO C pa3pelieHHs] CYyIbH, B
MPOU3BOJICTBE KOTOPOTO HAXOIWJIOCH NIEJI0, WX Tpeacenareis cyaa (YImoJHOMOYEHHOTO WM JIWIIA).
Brigaua Takux komwii U3 CyNeOHOTO Jeja WHBIM JIMIaM U OPraHU3aIusM MPOU3BOIAUTCS PaOOTHUKOM



apXmBa CyJa 10 MHCbMEHHOMY 3aIlpoCy HIIM 3asBJICHHIO HA OCHOBAHHWU PE3OJIIOIUH TIpefceaaTelsa cyaa
WM YIIOJTHOMOYCHHOT'O UM JIMIIA, O YeM JENIaeTCsl COOTBETCTBYIOMIAS OTMETKA B XKypHAJIE PETUCTPAINH
BBIJIaHHBIX KOIIHH, BBIITUCOK, TOKYMEHTOB (nipuioxeHue Ne 35 k HacTosmieit MHCTpyKIum).
(8 pen. IIpukaza Cynebnoro nemapramenta npu Bepxosunom Cyzne P® ot 09.01.2024 Ne 1)

11.10. BrimaBaemble CymOM KONUH CyAE€OHBIX aKTOB (IIPUTOBOpP, pEIIECHHE, OIpeAcIICHUE,
NOCTAaHOBJIGHHE,  CydeOHBIH  MpHKa3)  JOJDKHBI  OBITH  3aBepeHbl  HOAMMUCSAMH  CYABH,
npeAceaaTeNbCTBYIONIEro M0 JIely, a B CIIydae €ro OTCYTCTBHUS - MpelcenaTelst cynaa (3aMecTUTens
npejcenareNs CyJa) WM WHOTO YIOJIHOMOYEHHOTO WM IIMIA, CeKperaps cyjaa Jubo WHOTO
YIOJIHOMOYEHHOTO pPa0OTHHMKA ammapara Cyga, a Takke rep0oBoi mewarbio cyaa. [lpu 3aBepeHun
COOTBETCTBHS KOIUH CyIeOHOr0 aKTa MOAJMHHUKY Ha JIMLEBONH CTOPOHE MOCIETHETO JUCTA IO TEKCTOM
Konuu cynebHoro akrta (Hmwke pekBmsuta "lloamuce") mpoctaBmstorcs mramn "Komms Bepha"
(mpunoxenne Ne 30 k Hactosimedt MHCTpyKIuK) U repOboBast revath cya.

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

HsroroBneHne 3aBepeHHBIX KOMHU CYACOHBIX aKTOB W WHBIX JOKYMEHTOB Cy/ia OCYIIECTBIISETCS
VIIOJIHOMOYEHHBIM pabOTHUKOM apxuBa cyna. B mpaBoM BepxHEM YIy MEpBOrO JIHCTa JTOKYMEHTa
npocrasnaerca mramn "Komnus".

11.11. Ecnu komus JOKYMEHTa COCTOMT M3 HECKOJIbKMX JIUCTOB, TO BCE JIUCTHI JO/DKHBI OBITh
NPOHYMEPOBAHBI, MPOIIUTHl MPOYHONH HHUTHIO, KOHIBI KOTOPOH BBIBOAATCS Ha OOOPOTHYIO CTOPOHY
MOCJIETHEr0 JIMCTa KONHMM JIOKYMEHTa WJIM CKPEIUIIOTCS CKOOOW € MCIOJb30BAaHMEM CTEIUIepa; Ha
00OpOTHOH CTOpPOHE TOCIEHEro JIHCTAa B MeCTaX CKpEIUICHHWs HaKJIeHBaeTcsi OyMaKHasi Haklieika c
3aBEPUTEITLHON HANMKCHI0 "TPOHYMEPOBAHO M CKPEILICHO IE€YaThIO JIUCTOB, MOJIKUCH "
(mpunoxxerne Ne 31 k HacTosimeit MHCTpyKIuK) ¢ ykazaHuEM Cy1a, KOTOPBIM BbIIAETCS KOIHSI JOKYMEHTA.
[Moanuck ckpermsiercs TepboBoOi meuaTplo cyaa. ['epOoBasi medaTh CTaBUTCS TakKuM 00pa3oM, YTOOBI
YaCTUYHO 3aXBAaTUTh OTPE30K OyMaru, 3aKJICHBAIONINN KOHIBI HUTH JIUOO MECTO CKPETUICHHSI.

(B pen. IIpukaza CynebHoro nemnapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.12. B cny4ae ecim BBIMIECTOSINNAN CyJ W3MEHWJ pEIIeHHE Cy[a, Ha KOMWU Cy/IeOHOro akrta
(mpuroBopa, pelleHus, onpeaeeHus], IOCTaHOBICHHUs, CyIeOHOro MpHKas3a) 00 3TOM AelaeTcs OTMETKa.
Ha BeimaBaemoil komuu cyneOHOTO akTa pabOTHHUKOM apxXuBa CyAa TaKXKe JeNlaeTcs OTMETKa O Jare
BCTYIUICHHs €T0 B 3aKOHHYIO CHJIy M yKa3bIBaeTCs, B KaKOM JieJie MOJIIUT HOAJMHHBIA TOKYMEHT U B
IIPOU3BOCTBE KAKOr0 CyJa HaXOJUIOCh JENO0.

11.13. Konmu 3ampammBaeMbIX CyA€OHBIX aKTOB, KOIMW ayIWO3alVCH CYAEOHBIX 3acelaHdid, a
TaKKe apxuBHbIE chpaBku (mpmiokeHne Ne 34 k Hacrosmed WHCTpykunu) H3roTaBiInMBaroTCs
pabOTHHKOM, OTBETCTBEHHBIM 3a paboOTy apxuBa CyJda, B CPOK, HE TPEBBIMIAIONIMN MATHAALUATH
KaJCHAAPHBIX AHEH, CO AHA INOCTYIUIEHHS COOTBETCTBYIOIIETO 3asIBIICHHSL.

(m. 11.13 B pen. [Ipuxaza Cynebnoro nenapramenta npu BepxoBaoMm Cyae P® ot 09.01.2024 Ne 1)

11.14. I/I3FOTOBH6HHI>IG, HO HC IMOJYUYCHHBIC 3asIBUTCJIICM KOIIUH Cy,l'[e6HI)IX aKTOB, IIMCBMCHHBIX
CIIPAaBOK IEPCHAAIOTCA IJIA OTIIPABKHU I1I0 ITOYTE.

JIuno, momyduBIee Komuio CyAeOHOTO aKTa, MOJDKHO HAIMMCATh COOTBETCTBYIOIIYIO pacmuucKy. B
Clyyae HamnpaBleHUsS KOMUHU JOKYMEHTa MO IOYTe B JIEJO0 MOMAIIMBACTCS KOMUS COMPOBOIUTEIHLHOTO
MAChMa C HMCXOIAIINM HOMEpPOM M JaToi. Takke HenmaroTcs COOTBETCTBYIOIIME OTMETKH B JIHCTE
HCIIOJIb30BaHUS TOKYMEHTOB.

11.15. Konuu cyaeOHBIX aKTOB MOTYT OBITh BBbIJAaHbI (HampaBiieHbI) UHBIM JIMIAM, YbH HHTEPECH
HETIOCPEACTBEHHO 3aTparuBaroTcs CyJeOHBIM aKTOM, C pa3pelIeHus IpeicelaTeNbCTBYIOIIET0 CyAbY WIN
npeacenarens cyna (B ciaydae OTCYTCTBHA - 3aMECTHTENsl TMpelcenaTess cyAa) MO0 HHCbMEHHOMY
3agBnenuto (mpunoxkenue Ne 32 k Hacrosmei MHCTpyKuu#), B KOTOPOM JOKHO OBITH yKa3aHO, KaKHe
IpaBa WM 3aKOHHBIC HHTEPECHI 3TOTO JIMIA HAPYIICHbI STUMH CYACOHBIMHU aKTaMH.

(B pen. [Ipukasa CynebHoro aenapramenTa npu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

11.16. IloBTOpHas BblAaYa KOMHMH CyACOHBIX AaKTOB (pELICHHWH, OmpenelieHUH, MPHUTOBOPOB,
MOCTAHOBJIEHUH, Cy/NeOHBIX MPUKA30B) JIMIAM, yYacCTBYIOIIUM B Jelie, WX MPEACTaBUTENSAM, a TaKKe



JIPYTHM JIMIAM, YbH UHTEPECH HEITOCPEACTBEHHO 3aTParuBalOTCs CyleOHBIM aKTOM, OCYIIECTBISETCS 10
UX MNCbMEHHOMY MOTHBHPOBAHHOMY 3asBJICHHIO B YCTAHOBJICHHOM IIpe/iceaTeNIeM CyAa MOpsIKe.

11.17. UsrotoBieHre u BbIaya KOMUU ayAHO3aIUCH CYIEOHOTO 3acelaHus OCYIISCTBISETCS IO
MUCHPMEHHOMY 3asIBICHHUIO JIWII, YYaCTBYIOIINX B JIeJie, UX MPEeACTaBUTENeH (CTOPOH, HHBIX YYaCTHHUKOB
CyJeOHOTr0 pa30rpaTenbCcTBa) U 32 UX CUET B MOPSJIKE, YCTAHOBICHHOM IpeJiceIaTelIeM CyIa.

11.17.1. Ha nucemenHoM 3asiBneHun (npunoxxenne Ne 33 k HacTosmie MHCTpykImm) npeacenaTens
cyna (ero 3aMecTUTENh) JENaeT COOTBETCTBYIONIYI0 OTMETKY O IMOPYYEHHUH pPAaOOTHHUKY apXWBa Cyaa
W3TOTOBHUTH W BBIJATh KOMHIO ayJHO3alUCH CyaeOHOro 3acemanvs. JlaHHOE 3asBlICHUE MOJIIMBACTCS B
JIeJI0, a B CJIy4ae MPEAbSIBIICHUS TIOBEPEHHOCTH K ey IPUOOIIACTCS TaKKe €€ KOS,

(8 pen. IIpukaza Cynebnoro nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.17.2. Jlng M3roToBICHUS KOMMH ayIA03aIliCH JIUII0, TTOIaBIIIee 3asBICHUE, MPEACTABISIET B CYI
MaTepHanbHbll HocuTens HH(popmammu (Puem-kapra, auck CD-R, DVD wu ngpyrue Hocurenu
UHQOPMAIUH, TEXHHYECKas BO3MOXKHOCTD 3aIMCH HA KOTOPBIE HMEETCSI B COOTBETCTBYIOIIEM CY/IE).

11.17.3. TlpencraBneHHbIe B Cy MaTepUalbHbIe HOCUTENIH WH(OPMAIMH HE TOJDKHBI COJIEPKATh
Kakylo-nubo wuHpopMammio. B memax Oe3omacHOCTHM TMepel 3amiChbi0  MPEACTaBICHHBIA B CyI
MaTepHaIbHbI HOCUTEIb MOKET OBITH OT(OPMATUPOBAH YIIOJIHOMOUYCHHBIM PAOOTHUKOM armapara cy/a,
OTBETCTBEHHBIM 32 H3TOTOBIICHHE H BBIAYY KOITUH ayAHO3AITHCH, TIOCIIE IPEIBAPUTEIHLHOTO YBEJOMIICHUS
JIMI, TIO/IABILIETO COOTBETCTBYIOIIEE 3asIBICHUE.

11.17.4. 3ammce aynuodaiina Ha MaTepHaNbHBIA HOCHUTENH JIWIA, TIIO/IABIIETO 3asBICHHE,
MPOU3BOAMTCS YIOJIHOMOYCHHBIM pPa0OTHUKOM ammapara cyjla Ha JIOKQJIbHOM KOMIIBIOTEpE, HE
MIPUCOEAMHEHHOM K JIOKAIIbHOW CETH CyJla M He UMEIOIIeM JOCTYIIa B ceTb HTepHeT.

11.17.5. Komus aynno3anucu cyaeOHOTO 3ace/JaHHs CY0M HE 3aBepsAeTCS.

Ilocine BBIDAUM KOMMH ayIWO3AIUCH CYIAEOHOrO 3acelaHusi Ha IUCbMEHHOM 3asiBJICHUU 00
W3rOTOBJICHWH U BbIAAaYe PaOOTHUKOM apXuBa Cynda JeJIaeTcs OTMETKAa 00 M3TOTOBJICHHWM M BbIaue, a
JIMLIOM, TIOJIyYUBIINM KOIIUIO ayIU03aIlUCH, JIeJ1aeTCs COOTBETCTBYIOIA PACIIUCKA O [T0Jay4YeHuu. JlanHoe
3agBJIeHHE MPUOOIIAeTCs K CyneOHOMY Jeny, PU 3TOM JIENaeTcs COOTBETCTBYIOIAS OTMETKAa B JIHCTE
HCIONb30BaHNS JOKYMEHTOB.

HGHOqueHHaH 3asABUTCJICM KOIIWA ayAU03alliucCu CYI[C6HOFO 3acCiaHus 10 MOYTC HC HAIIPABJIACTCA.

DIeKTPOHHBII HOCHTEh HH(POPMALIUH, C KOTOPOIO H3rOTABINBAIACH KOIHS, JOJDKEH OBITh BIIHUT B
neino (mpuoOIIeH K MPOTOKONY CyAeOHOro 3acefaHus) B yIIaKOBAaHHOM BuJe (KOHBEPT) C yKa3aHHWEM Ha
yIaKoBKe HOMepa JieNa, IaThl, a TAKKe MOANUCAaH paOOTHMKOM, OTBETCTBEHHBIM 32 pabOTy apXuBa Cy[a.
VakoBKa J0JDKHA 00€CTIeYrBaTh COXPAHHOCTD AJICKTPOHHOTO HOCUTEIIS OT MOBPEKICHHI U TIOPYH.

11.18. IlognuHHBIE TOKYMEHTHI U3 CyA€OHBIX e (MHBIX MaTepUaIoB) M X HAJIEKAITUM 00pa3oM
3aBEpPEHHBIC KOMHHM, TPEACTaBICHHbIE YYaCTHUKAMH CYIONPOM3BOACTBA (JIMIIAMH, YYaCTBYIOLUINMHU B
Jene), a TalKKe CIPaBKM IO JeNaM BBLAAIOTCS UM paOOTHUKaMM apxuBa CyJa Ha OCHOBAaHMM HX
MUCBbMEHHOTO 3asfBJICHMS; IPYTUM CyIaM, OpraHaMm JO3HaHWS W CJIEACTBHS - Ha OCHOBAaHUHU
MOTHUBUPOBAHHOTO 3ampoca W (WIM) HHBIX HEOOXOAMMBIX JOKYMEHTOB, MPEAYyCMOTPEHHBIX
3aKoHoJiaTenbCcTBOM Poccuiickoit ®enepauuu. Ha 3asBlieHUMM WM 3ampoce O BblJlau€ MOJJIMHHBIX
JOKYMEHTOB M3 CyINeOHOro Jefna HpPOCTaBISIETCS pa3pellaromiasl pe3oIIoLus Ipeaceaaress cyna
(3amecTuTens npeaceaaTens cyaa).

11.18.1. B3aMeH BBIZaHHOTO IMOUITMHHKKA K Iy TPHOOIIAETCS €ro KOIHsI, 3aBEPEHHAs CYIbeH U
repOoBoit IeUaThIo cya.

11.18.2. [Ipu BhIgaYe MOMATUHHHUKOB JOKYMEHTOB W3 CyACOHOTO Jieia Ha MX 3aBEPEHHBIX KOIHIX
JIOJDKHBI YKa3bIBaTHCS (haMUIHS, UMS, OTYECTBO JIMIA, TOJYYHUBIIETO TOKYMEHT, €T0 MPOIECCYaThbHOE
MOJIOKEHUE MO JeNy, JaHHBbIE JOKYMEHTA, YAOCTOBEPSIONIETO JUYHOCTh. B moilydeHun HOKyMEHTa 3TO
JUO TOJKHO PACIUCATHCS U MPOCTAaBUTh AAaTy MoaydeHus. JIumo, BeIaBIiee JOKYMEHT, JOIKHO YKa3aTh
CBOIO (haMUIIMIO, JOJDKHOCTh M IIOCTaBUTh MHOANKMCH. [Ipu mpeabsBiICHHM ITOBEPEHHOCTH HEOOXOAMMO



CHATH C HCC KOITMIO M IIOJIIMUTH B JICTIO.

11.18.3. JIoKkyMeHTHI, HA OCHOBAaHHUN KOTOPBIX U3 CYJACOHOTO Jelia BBIIAHbI MOMIMHHUKHY, a TAKKE UX
3aBepEHHBIC KOMWH IMOJIIMBAIOTCS B Jeli0. B cioyyae HampaBiieHHS MOMJIWHHOTO JAOKYMEHTA 3aKa3HOU
TIOYTOH B JIEJIO TAKXKe MOJIIINBACTCS KOTHUS COMPOBOIUTEIHHOTO MUChMa C UCXOISIIAM HOMEPOM H JIaTOM.

11.18.4. Tlopsmox ¥ CPOKH BBIJAYM TOJJIMHHBIX JOKYMEHTOB, HX 3aBEPEHHBIX KO
YCTaHABIUBAIOTCS MpeceaTeNIeM Cyaa.
(B pen. [Ipukasa CynebHoro aenapramenTa npu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

Bbmaqa IMUCbMEHHBIX M0Ka3aTCIbCTB, HEC BO3BPAIICHHLIX NPEACTABUBIINM UX JIMIAM 0 I€peaadyn
AcJia B apXuB CyJa, 110 HpOCB6C OTUX JIUL OCYHICCTBJISICTCA B TAKOM K€ IMOPAIKE.

11.19. Ilo nmcebMeHHBIM TpeOOBAaHUSM OPraHOB, KOTOPBIM 3aKOHOM TIPEIOCTaBICHO IIPaBO
rucTpeOOBaHMS JeNla, M HA OCHOBAHHUU PACTIOPSHKEHHS TIPEICEAATeNs CyAa WK €ro 3aMeCTHTENS CyAeOHbIe
JieJia HaMpaBIsiiOTCS UM B TPEXTHEBHBIN CPOK.

11.20. PaGoTHHUK apXHBa Cy/a 00s13aH KOHTPOJIMPOBATH BO3BPAT JIC)I B ApXHB U HE PEXe OJTHOTO pas3a
B MECSII] TOKJIAAbIBATh MPEACENATENIO0 Cya.

o Bo3BpamieHus aena B CyJ TpeOOBaHUE O €ro BBICBUIKE, KOIMH CONPOBOIUTEIBHOTO MUCHMA,
IIPUTOBOPA WJIM PELIEHUS XPAHATCA B KOHTPOJIBHOH MallKe.

B kHure BBIIAYM €UHMI XPaHEHHUs] BO BpEMEHHOE N0JIb30BaHue (mpuiioskeHne Ne 27 k HacTosen
WHcTpyKumm) U3 apxuBa cyjia 0OTME4aeTcsl, KOraa, KOMy U [0 KaKOMY 3arpocy /€0 HampaBJeHo, KOTAa U
KEM OHO BO3BPAILIEHO.

(8 pexn. IIpukaza Cynebnoro nenapramenrta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.21. B cnydae mocTymjieHus B CyJ 3asBJICHUS B3bICKaTeNsl (JINOO €ro MpEeACTaBUTENsI) O BhlIaue
(HampaBIeHNN) MCIOJIHUTENBHBIX JOKYMEHTOB IO CyJeOHBIM JefiaM, HaXOISIIMMCS B apXHBE Cyna, UX
odopmieHue, HampaBieHHE (BblAada) OCYLIECTBIAIOTCS B TOPSAKE U CPOKH, YCTaHOBJICHHBIE
uHCTpyKIusamMu Ne 36, Ne 161.

(n. 11.21 B pen. [Ipukaza CyneOHoro aenapramenTa rnpu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.22. Hble, He ycTaHOBIEHHBIE HacTOALEeH MHCTpyKIMel IpaBruiia 03HaKOMJICHUS C MaTepUalaMu
CYI[C6HOFO JcJia, BblJa4Y1 MOJJIMHHBIX JOKYMEHTOB, 3aBEPCHHBIX KOMUM MaTCpUuajIoOB J€jia, MMCbMCHHBIX
CIIPaBOK, KONUil CyZeOHbIX aKTOB ONPEIEIIAIOTCS PeceaaTeNIeM Cyaa.

12. ObecnieyeHne COXPAHHOCTH APXUBHBIX JOKYMEHTOB

(B pen. IIpukaza CynebHoro nemapramenTa npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

12.1. XpaHeHrne apXWBHBIX JOKYMEHTOB B CyJe oOecmedrnBaeTcsi peaau3aliieil KOMILIeKca
MEpOTPUATHH, HANPaBICHHBIX HA TOJICPKAHUE apXUBHBIX JOKYMEHTOB B ONTUMAILHOM (PH3HYECKOM
COCTOSTHUH, MUHUMH3AIMIO PUCKOB UX IMOPYH ¥ (WJIN) YTPATHI, B COCTAB KOTOPOTO BXOJISIT:

npeaAOCTaBJIICHUC W30JIUMPOBAHHBIX MIOMEIICHUN IS pasMCUICHUA AapXUBHBIX JOKYMCHTOB U
IIPOBEACHUA pa60T, CBA3AaHHBIX C APXWBHBIM XPAHCHUEM, OCHAIICHHBIX CPEACTBAMU I1OXKApPOTYIICHU,
OXpaHHOﬁ nu no;xapﬂoﬁ CHFHa.HPI3aIIPIeI>i, 060pyZ[OBaHI/IeM JJI XpaHCHUS JOKYMCHTOB;,

opranuzaiys u oOecredeHue COONIOJCHUS TMPOTHUBOMOXKAPHOTO, OXPAHHOTO, TEMIIEPaTyPHO-
BJII&YKHOCTHOT'O, CBETOBOT'O M CAHUTAPHO-THTMEHUYECKOTO PEKHMOB;

BBITIOJTHCHHUEC Tpe6OBaHHﬁ K pa3MCHICHUIO JOKYMCHTOB B apXUBOXPAaHUIUIIIEC,

MIPOBEICHHE MTPOBEPKHU HATMIHS U COCTOSTHHSI COXPAaHHOCTH apXUBHBIX IOKYMEHTOB B COOTBETCTBUHU
C OPSAJIKOM, YCTaHOBIECHHBIM pazaenoM 10 Hactosmend MucTpykiuy;



obecriedeHne BO3MOKHOCTH MPOBEACHUS MPOPUIAKTHUECKON B TEXHUYECKOH 00pabOTKU apXUBHBIX
JIOKYMEHTOB;

OIIMCAaHUC (COCTaBJ’IeHI/Ie omucen ,Z[CJ'I) 1 CBOCBPCMCHHAs IMOCTAHOBKA APXHUBHBIX NTOKYMCHTOB Ha YUCT
B COOTBCTCTBHHU C ITOJIOKCHUAMU HaCTOf[H.[eI‘/'I I/IHCTp}IKI_[I/II/I.

12.2. ApxuB pasmemaercs B 37aHUM W (WIM) OTACIBHBIX MOMEIMECHUAX 3maHus. OCHOBHBEIC
MOMEIIEHHs, MpeJHa3HaueHHbIE AJISl XpaHEHHs, ydeTa, KOMIUIEKTOBAHMS W HCIOJIb30BAHUSI apXHUBHBIX
JOKYMEHTOB, W BCIIOMOTATelbHbIC (JIMUHHCTPATHBHO-XO3IHCTBEHHOTO, TEXHHYECKOTO U OBITOBOIO
Ha3HAuYeHHs]) JOJDKHBI COOTBETCTBOBATH TPEOOBAHUSM, YCTAaHOBJICHHBIM NyHKTOM 12.1 HacTosel
Unctpykuuny, a Taxke o0mmMu Tpe6oBaHUsIMU 0€30IIaCHOCTH K OOLIECTBEHHBIM 3/1aHUSIM M COOPY>KEHHAM
<1>.

<1> ®enepanbuplii 3akoH 0T 30.12.2009 Ne 384-D3 "Texundeckuil perinaMeHT O 0€30MaCHOCTH
3maHuii u coopykenunii'; ['pagoctpoutensHbiil kKoneke Poccutickoit Deaepanuu.

XpaHeHHe APXUBHBIX JOKYMCHTOB B 3aBUCHUMOCTH OT HUX 00BEMOB OCYHICCTBIIACTCA C
HCIIOJIB30BAHHUEM OJHOI'0O MJIN HECKOJILKUX BAPUAHTOB pa3MCIICHHA:

B 3JJaHHH, OTBEYAIOIIEM TPeOOBaHUIM, YCTAHOBJICHHBIM YIIOJTHOMOYEHHBIM (hefiepabHbIM OpraHOM
UCIIOJIHUTETILHOI BIacTu B cepe apXUBHOIO JIeNa U JeJIONPOU3BOJICTBA <2}

<2> JlpaBwia OpraHu3alUy XpaHEHHs, KOMIUJIEKTOBAaHUWS, ydeTa W HCIOIb30BaHMs JOKYMEHTOB
ApxuBHoro Qonaa Poccuiickoii Depepaninii U APYTUX apXUBHBIX JTOKYMEHTOB B T'OCYJApCTBCHHBIX U
MYHUIIMIIATBHBIX apXUBaX, My3esiX U OMONMOTEKaX, HAYYHBIX OPTaHMU3alUiIX, YTBEPKICHHBIC TPHKA30M
®epnepanpHOro apxuBHoro areircrsa ot 02.03.2020 Ne 24.

B CIICIUAJIBHO 060pya0BaHHOM AJid XpaHC€HUus AOOKYMCHTOB H30JMPOBAHHOM IIOMCHICHUM -
apxuBoxparmnuie (myHKT 12.3 Hacrosmei MacTpyknmn);

B 3anuparomuxcs mkadax uim cerdax.
Pa3memienne apxuBa B IPUCIOCOOJICHHOM 37aHUM (IIOMEIIEHHH) JIOMYyCKAeTCsl TOJIBKO IMOCHE €ro
oOcremoBanus (B TOM YHCIIE TIOABAIBHBIX M YePIAYHBIX TOMEIICHHH, pa00TOCTIOCOOHOCTH DIIEKTPOCETEMH,

OTONUTEIBHBIX W BEHTWIIIMOHHBIX CHCTEM, IPOYHOCTH MEXKITAKHBIX TEPEKPBITHI C Y4eTOM
MOTCHITUATBHBIX HArpy30K).

12.3. ApXUBOXpaHWJIHIIE TOTKHO:
OTACTATHCS OT COCETHHUX MOMEUICHUIH OTHEYOPHBIMH CTEHAMH;

HUMETb C€CTECTBCHHYIO HJIM HCKYCCTBECHHYIO BCHTWIALMUIO, o6ecneqHBanmy10 PECOUPKYIIALNAIO
BO34yXa, UCKIIHOYAKONIIYIO 06pa3OBaHI/IC HCIIPOBETPUBACMBIX 30H;

COXPAHATH CTAOMIIBHOCTh TEMIIEPATYPHO-BIKHOCTHOTO PEXKHUMA;
MMETb BBIXOJIBI K IN(PTaM u (WITH) JTIECTHUIHBIM KIIETKAM;

HE UMETh MPOJIOKCHHBIX Uepe3 Hero TpyO BOJOCHAOKEHUS U KaHATU3AIH, TEXHOJIOTHUSCKUX WIIN
OBITOBBIX BBIBOJOB BOJIbI;

HE WMETh BHYTPU pACHPEICIUTEIBHBIX IIUTOB, MPEAOXPAHUTENCH W  OTKIFOYAIOIIUXCS
PyOHIIEHUKOB;

HC pacriojiaraTtbCs B IIoABajIaX U MOMEIICHUAX, PACIIOJIOXKCHHBIX HUXKE YPOBHA ITOBEPXHOCTHU 3EMIIN,



3a MCKIIOYEHHEM XpaHWIHI] (TOMelIeHuil), 00ecrneurnBaomuX 3aluTy OT MPOHUKHOBEHHUS B HHX
TPYHTOBBIX, TaJBIX M MaBOAKOBBIX BOJ], B BETXUX CTPOCHHSX, IEPEBIHHBIX IMOCTPOWKAX, IOMEIICHUAX C
OTHOCHUTEILHOU BIaXKHOCTHIO BO3Ayxa OoJiee 55% U ¢ MEYHBIM OTOTLICHUEM,;

UMETh JIBEPH C TIOBBIIICHHOW TEXHUYECKOH YKPEIUICHHOCTBhIO (METAJUIMYECKUE WIIM OOIIUTHIC
METaJIOM);

HUMETD 3alyparouIrecss PelIeTKH Ha OKHax (MpH pa3MEIleHHH apXUBOXPAaHWJIHMIIA Ha IIOKOJHHOM,
TIEPBOM HJIM BTOPOM 3TaKe 3aHUS).

Pacuer HeoOXomuMoO# TUIOIIANM ApXUBOXPAHWIIUINA PEKOMEHIYETCS TMPOU3BOAUTH C YIETOM
pAacIoNOXKEHUS CTeIIAKEeH U X HAIOJHEHUS! B COOTBETCTBUU ¢ MyHKTOM 12.7 HacTtoswmet UucTpykiuu, a
TaKke C Yy4eTOM BO3MOXKHOCTH pasmemenus 400 eguHuI] XpaneHmss Ha 1 KB. M IUIOMAIH
apXHUBOXPAHIIIUIIIA.

Kaxnomy apXuBOXpaHHIMILY NPUCBAMBAETCS HOMEP, KOTOPBIH OTpaskaeTcs B TOMOrpaduyecKux
yKa3aTelsix B COOTBETCTBUU ¢ IMyHKTOM 12.19 Hacrtosmeit MucTpykumu.

12.4. Jlns obecriedeHns AesITeN-HOCTH apXuBa (TP HEOOXOIMMOCTH) BBIACISIOTCS TIOMEIICHUE IS
npreMa JIOKyMEHTOB, UX BPEMEHHOTO XpaHEHWs W aJalTaldd K HOBBIM YCIOBUAM (aKKIMMAaTH3AIUH),
pabouas KOMHaTa paOOTHHKA, OTBETCTBEHHOTO 3a pa0OTy apXuBa CyJia, IOMEIICHUE IS TIPEA0CTaBICHUS
JIOCTYTIa K apXUBHBIM JJOKYMEHTaM.

12.5. ApXuBHBIE JOKYMEHTHI Pa3MEIIAIOTCS B ApXUBOXPAHWIMILE HA CTALIMOHAPHBIX, IEPEABUNKHBIX
U (M1M) MOOMJIBHBIX METAJIMUECKUX CTEJUIAXKax, B METAINIMUECKUX MIKadax, cefiax uim KOHTeHHepax.

B kauectBe CIICMUAJIbHOT'O O60py,I[OBaHPI$I BO3MOJKHO HCIIOJIb30BAHHUC CTALMOHAPHBIX OTCCKOB-
OOKCOB C METAJTINYCCKUMU NeperopoaKkaMu U MOJIKaMH.

He paspemaercst XxpaHeHHe apXHBHBIX JOKYMEHTOB B TPaHCIIOPTHOH Tape, B ITabeNsx, Ha TOIY,
MOJJOKOHHHKAX, JICCTHUYHBIX IUIOIIAAKAX, B rapakax U JpyruX, HE MPEeIHA3HAYCHHBIX I UX XPaHCHUS
MecTax.

12.6. IIpu paccTtaHOBKE CTEJUIAXEH B apXUBOXPAHWIHIIE MPEANOYTEHHUE AODKHO OTIABATHCS HX
MEPIICHIUKYIISIPHOW OPUCHTAIIMK TI0 OTHOIICHUIO K CTEHAM ¢ OKOHHBIMHU MPOEMaMU U Pa3MEINeHHUI0 Ha

yYAaJl€HU HE MCHCC 1 M OT UCTOYHMKOB TEILJIA.

12.7. Tlpu paccraHoBke creiaxed (mkadoB, ceiipoB) B apXMBOXpaHWIHIIE PEKOMEHAYETCS
IpeyCMaTpPHUBaTh CJIETYIOIINE PACCTOSHUSI MEKIY:

TOpLaMH cTesaxkel (rmaBHbli npoxon) - He Menee 120 cm;

psAgaMu cTelUtake (MeXCTeIUTaXHBIN TPOX0.) - He MeHee 75 cM;

CTeJJIaXKaMH, NapajuleIbHbIMU CTEHE, U HAPYKHOW CTEHOU 31aHus - HE MEHee 75 cMm;

TOPIIOM CTeJTaXka U CTEHOU - He MeHee 45 cM;

BEpXHEW MOJIKOH cTesIaxa U MOTONKOM - 50 cm;

HIDKHEH TIOJIKOM CTeIIaXka | ITOJIOM - He MeHee 15 cM (B IOKOJBHBIX dTaXxax - He MeHee 30 cM).

PasMmerienre MOOMIBHBIX CTE/UIKEH MPOU3BOAUTCS C YYETOM OCOOEHHOCTEH MOMEHICHUN |
pa3mMeriaeMoro 000py10BaHusI.

12.8. ApxuBHBIE JOKYMEHTHI pa3MeIatoTCs B IEPBUYHBIX CPEACTBAX XPAHEHUS:
Ha OyMa)XHOM HOCHTEJIE - B KOpOOKax, Markax, KOHBepPTax;

JJIEKTPOHHBIE Ha (M3WYECKH O0OOCOOJIEHHBIX HOCHTEISIX - B YIAKOBKE, PEKOMEHIOBAaHHON



IIPOU3BOJUTECIIAMUA HOCHUTEJICH.

Jia XxpaHeHHS KapTOYeK W CIPaBOYHBIX MaTeprajoB B MOMEIIEHHWH apXWBa YCTaHABIMBAIOTCS
KapTOTEYHBIC ITKA(BI.

12.9. Ha nmepBUYHOM CpeICTBE XPaHEHHUS apXHMBHBIX TOKYMEHTOB yKa3bIBAIOTCS HOMEp M Ha3BaHUE
(hoHma, HOMEp ONKCH A€, KpallHUEe HOMepa eIUHUI] XPAHCHUS, Pa3MEIICHHBIX B HEM.

12.10. TlpoTuBOomOXapHBId pPEXUM B 3JAaHMM WIM IOMEUIEHMH apXuBa YCTaHABIMBAETCS B
COOTBETCTBHH C 3aKOHOJIATENbCTBOM Poccuiickoit @eneparnyu o moxapHoi 6e3omacHocTH <3>.

<3> OenepanbHpiii 3ak0H 0T 21.12.1994 Ne 69-®D3 "O moxxapHoi 6€30macHOCTH"; MOCTAaHOBJICHUE
[IpaButensctBa Poccuiickoii ®depeparn ot 16.09.2020 Ne 1479 "O6 yrBepxaenuu [Ipapui
IIPOTUBOTIOKAapHOTO pexkuma B Poccuiickoit @enepannn’.

PaGoTHHK, OTBETCTBEHHBI 3a pa0OTy apXwBa CyAa, IOJDKEH MPOWUTH WHCTPYKTAX MO BOIPOCAM
NPOTHBOMOXKAPHOH O€30MacHOCTH, O3HAKOMUTBHCS C TpPaBHJIAMH IIOJIb30BaHUS TMPOTHBONOXKAPHBIM
UHBEHTapeM. MHCTpyKTax pPa0OTHUKOB apxuBa [0 NPOTHUBOMOXKAPHOW OE€30MAaCHOCTH JOJDKEH
MIPOBOJUTHCSA HE pPEXKEe OAHOTO pa3a B TOJ OTBETCTBEHHBIM PAOOTHUKOM, Ha3HAUYEHHBIM MPHUKa30M
IpescenaTens cyaa.

12.11. OxpaHHbII pexuM oOecreunBaeTcs MmyTeM 000pyIOBaHUS 31aHHUS WM ITOMEIICHUH apXuBa
CpEJICTBAaMHU OXpaHbl, 00ECIeYNBAIOMIUMI KOHTPOJbh JOCTyHa B HUX (€CM apXvB CyJa pa3MelleH B
OTIENBHOM OT CyZAa 3JaHHM), a TaKKe COOMIONCHHEM MOpsAKAa CHAYW/CHATUS OXPaHbl MOMELICHUS
apXUBOXPAHWINIIA U MOPSAKA JOCTYIa B HETO, YCTAHOBJIEHHOTO NIPUKA30M IIpeiceiaTers cyia.

12.12. ApxuBHBIE JOKYMEHTHl HEOOXOJMMO XpaHUTh B TEeMHOTE. EcTecTBeHHOE OCBEIICHHE B
apXUBOXPAHWINIIE JOMYCKACTCS IPU YCIOBUM IIPUMEHEHUS HA OKHAX CBETOpacCceUBaTeNe, peryisiTopoB
CBETOBOTO IIOTOKA (CIIELUATbHBIX CTEKO), 3AIIUTHBIX (QUIBTPOB U MOKPHITUH, KaJIO3H.

Hﬂﬂ HNCKYCCTBCHHOI'O OCBCHICHUA IMPUMCHAIOTCA JIaMIIbl HaKaJIMBaHHA B 3aKPBITBIX Hﬂa(I)OHaX C
IJ1aKOU MOBEPXHOCTHIO.

Paspemaercsi npuMeHeHHE JIIOMUHECLIEHTHBIX JIAMII C YPE3aHHBIM YJIbTPadHOJIETOBBIM yYaCTKOM
CIICKTpa, CBCTOAUOAHBLIX CBCTUJIBHUKOB, Pa3pClICHHBLIX YIIOJHOMOYCHHBIM q)eﬂepaHI)HI)IM OpraHomMm
WCTIOTHUTENHFHON BIacTH B cpepe mokapHOH Oe3011acHOCTH.

12.13. OnTuMalibHBIMH YCIOBUSIMU XPAaHEHHS apXUBHBIX JOKYMEHTOB SIBIISIFOTCSL:

JUTSL TOKyMEHTOB Ha OyMa)KHOM Hocutese - Temneparypa 17 - 19 °C, oTHocuTeNnbHas BIaKHOCTH
Bo3ayxa - 50 - 55%;

JUIS TOKYMEHTOB Ha MAarHMUTHBIX IMCKaX M JUCKOBBIX HAaKOMUTENsX - TemmepaTtypa 8 - 18 °C,
OTHOCUTEIbHAS BIAXXHOCTb Bo31yxa - 45 - 65%);

JUISL TOKYMEHTOB Ha ONTHUYECKUX JTUCKax - Temmeparypa 10 - 23 °C, oTHocHUTeNbHAs BIAKHOCTh
Bo3ayxa - 20 - 50%.

12.14. KoHTpoib 3a TEMIIEPATypHO-BIAKHOCTHBIM PEXHUMOM OOECTIEUYMBACTCS PETYIAPHBIM
HU3MEPEHUEM C TIOMOIIBIO TEPMOMETPA M TUTPOMETPA WIIM TEPMOTUTPOMETPA, Pa3MELICHHBIX B OJHOW WIIN
HECKOJIBKMX TOYKaX apXMBOXPAaHWIHINA (B 3aBUCUMOCTH OT KOHCTPYKTHUBHBIX OCOOEHHOCTEH TUTOIIAIIH)
B/l OT OTONHTENHHBIX M BEHTWISAIIMOHHBIX CHUCTEM Ha BBICOTE HE MeHee | M OT Mojia, MmapaMmeTpoB
BO3IYIIHOW CPEBL:

B ClICIUAJIM3UPOBAHHOM 3JaHUU - HC PCIKE 1 pasa B HEACIIO,

B CIEIUAIFHO OOOPYIOBaHHOM JUIsI XpaHEHHUS W30JIMPOBAHHOM ITOMEIIEHUH - HE pexe 2 pa3 B



HEZeITIO;
MIPH HECOOTBETCTBHUH MAapaMeTPOB HOPMATUBHBIM TPeOOBaHMM - 1 pa3 B CYTKH.

12.15. B apxuBe OOKHA BECTUCH (HUKCALUS TEMIIEPAaTypPHO-BIAKHOCTHBIX XapaKTepUCTUK
BO3AYIIHOH cCpelbl B AapXUBOXPAHWIMILE W MEp, IPUHATHIX [0 HOPMAJIM3alUU TeMIIepaTypHO-
BIQ)KHOCTHOTO PEXXHMa B CIIy4asx ero HapyIlIeHHUs.

12.16. Hanpnexaimiee CaHUTAPHO-TUTHEHUYECKOE COCTOSIHUE B apXUBE MOJAJCPKHUBACTCS
MPOBEICHHEM B HEM HE pPEXE OIHOTO pa3a B MECAIl BIAKHOH YOODKH IIOJIOB, OOCCIBUTMBAHUS
000pyIOBaHUS U TIEPBUYHBIX CPEACTB XPaHEeHUs, 00pabOTKHU IOKOIBHBIX YACTEH CTEIIAXKEH, IITMHTYCOB,
MOJIOKOHHUKOB BOJHBIMH PACTBOPAMH aHTHUCEIITUKOB.

12.17. ApxuBHBIE [JOKYMEHTHI, IIOJBEPTUINECS OHOJOTHYECKOMY IOPAKEHHUIO, IOMAJIEKAT
HEMEUICHHON H30JALMN W CaHUTapHO-TUTHMEHHUYECKOH 00paboTke (me3uH(eKIuH, AE3WHCEKIHH), a
apXUBOXPAHWINILIE, TOPAKEHHOE OMOIOTHYECKIMHU BPEAUTEIISIMH, - epaTH3aLnH.

12.18. Cremnaxu 1 mkadbl JOIDKHBI OBITh IPOHYMEPOBAHBI B TOPSAKE CIIEBa HAMIPABO OT BXOIHOU
JBEpH, TOJIKH HA CTEJUIAXKaxX IOJDKHBI OBITh MPOHYMEPOBAHBI MO HIKadaM B MOPSAAKE - CIEBa HAIPaBO,
CBEpPXY BHH3.

12.19. MecTo XpaHeHUsI eIMHUI] XpaHEHUS] B apXUBOXPAHUIUIIE (PUKCHPYETCS B TOMOTPadUIECKUX
yKazaTelsix: nocTe/utakxHoM (npuinokeHne Ne 36 k Hacrosimeil MHCTpykumun) W, mpu Haauduu Oonee
onHoro (ouaa, nodhonmgoBoM (mpunoxenue Ne 37 k HacToseit MHCTpyKIUK).

[pu Benennn TomorpaduuecKoro ykasarels OJJFH ero 9K3eMIULIp JODKEH XpaHUThCs y pabOTHUKA,
OTBETCTBEHHOI'O 32 padOTy apXMBa Cy/a, BTOPO - pa3MeIlaThCsl B COOTBETCTBYIOLIEM apXHBOXPAaHUIIHILIE.

Tomnorpadudeckue ykazaTelld HE COCTABIISAIOTCS IPU OTCYTCTBUU apXHBOXPAHUIIHIIA.

13. Cpoxu 1 nOpsAIOK Nepeaayn jieJ1 Ha XpaHeHue
B IrocyJ1apcTBEHHBIH apXHUB

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

13.1. Jlema oOmero Aemompou3BOACTBA ITOCTOSHHOTO CpOKa XpaHEHUs W CyleOHble jena
MOCTOSIHHOTO CPOKA XPaHEHHUs 110 UCTEYEHUH CPOKOB MX BPEMEHHOro XpaHeHHs B apxuse cyna (15 ier)
MIEPEAAOTCS HA NIOCTOSSHHOE XPAHEHUE B IOCYJaPCTBEHHBIN apXUB, €CJIA CYJ, BBICTYIIA€T UCTOUHUKOM €TI0
KOMIIJIEKTOBaHMS WJIN NIPH HAJIMYUU COOTBETCTBYIOLIETO JOIOBOPA C ApXUBHBIM YUPEKICHUEM.

Pemenne o ¢opme mpuema AOKYMEHTOB (IOJHOTO WM BeIOOpouYHOTro) mpuHHMaercs OIIK
APXUBHOTO YUPEKACHHUS.

Cynpl, He BBICTyNAOLIME MCTOYHMKAMHM KOMILIEKTOBAHMS I'OCYIAPCTBEHHOI'O apXuBa, NEPEaroT
JIOKYMEHTBl Ha IOCTOSIHHOE XPAaHEHHE B TOCYIJApCTBEHHBIM apXWB NpPU HX JMKBUAALMU U HATUYHUU
JOKyMeHTOB ApxuBHOTO (porna Poccuiickoit @enepanmu.

13.2. Ilepegaua TOKyMEHTOB IMMOCTOSHHOTO XPaHEHHsSI B TOCYIaPCTBEHHBIN apXUB OCYIIECTBIIAETCS B
COOTBETCTBHH C IUIAHOM-TPa(hUKOM, KOTOPBIH YTBEPKIACTCS PYKOBOJUTENIEM TOCYIapCTBEHHOTO apX1Ba
WM YTIOJTHOMOYEHHBIM UM JTOKHOCTHBIM JIULIOM.

JlocpouHas mepenadya JIOKYMEHTOB Ha IIOCTOSIHHOE XPaHEHHME MOXKET ObITh OCYIECTBIEHA IIPH
OTCYTCTBHHM HEOOXOAWMBIX YCIOBHH AJisl 0OEcCTeYeHHUs] COXPAaHHOCTU JOKYMEHTOB ApXWBHOTrO (poHza
Poccuiickoit denepaunu, npu yrpose yTparhl (YHHYTOKEHHUS) HOKYMEHTOB, & TaKK€ HA OCHOBAaHHHU
JIOr0OBOpa € TOCYAapCTBEHHBIM apXUBOM.

HpOI{J’ICHI/Ie CPOKOB XpaHCHHA MNOKYMCHTOB B apXHBC CyJa AOMYCKACTCA IO PCHICHUIO OIIK
APXUBHOTO YUYPCIKICHUSA.



13.3. Pabotbl, cBsi3aHHBIE ¢ OTOOPOM, IMOATOTOBKOM M Tiepenadell TOKYMEHTOB Ha TMOCTOSHHOE
XpaHEHHE B TOCYMApCTBEHHBIH apXWB, B TOM YHCIC C WX YIOPSAOYCHHUEM, TPAHCIOPTHPOBKOM,
BBHITIOJIHAIOTCS 32 CYET CPEACTB Cya.

13.4. Tlepen mnepenayeil NOKYMEHTOB Ha IIOCTOSHHOE XPAaHEHUE B TOCYAAPCTBEHHBIN apXuB
IPOBOJISTCA:

paccMOTpeHHEe AOKYMEHTOB Ha MPEIMET pacCEKpEeUMBAHUSI HOCUTENEH CBENEHUM, COCTaBISIOLIUX
roCyJapCTBEHHYIO TaliHy B ClIy4a€ UCTEUEHUs] CPOKOB, YCTAHOBJICHHBIX 3aKOHOJATEILCTBOM Poccuiickoit
®denepannu;

paccMOTpeHHE JOKYMEHTOB Ha MpeaMeT CHATHsS noMeTkd "Jlns cimyxeOHOro mosib30BaHUS" C
HOocHUTeNeW  WHpOpMAMM  OTPAaHWYEHHOTO  paclpoCTpaHeHHs B TOpsSAKE, YCTaHOBIEHHOM
3aKOHOATeNbCTBOM Poccuiickoit denepanuu.

13.5. Ilepenada 3JEKTPOHHBIX apXWMBHBIX €N B MH(POPMALMOHHYIO CHUCTEMY TOCYIapCTBEHHOTO
apxuBa MPOU3BOJUTCS B TOPSJIKE, YCTAHOBICHHOM (heJiepalibHBIM OPraHOM HCHOJHUTEIBHON BIACTH B
cdepe apxXUBHOTO JIe)1a U ACTONPOU3BOACTBA, IO COrJIACOBAHUIO C TOCYJAPCTBEHHBIM apXUBOM I10 OIHCIM
3JIEKTPOHHBIX JOKYMEHTOB. K OMMCSAM 3JIEKTPOHHBIX A€ MPUIAraloTcsl peecTpbl (GaioB 3IEeKTPOHHBIX
JIOKYMEHTOB.

13.6. Tlepenaua qOKyMEHTOB O(QOPMIISIETCS aKTOM MpUeMa-Niepeiadl apXMBHBIX JIOKYMEHTOB Ha
xpaHenue (mpuwiokenue Ne 22 x nacrosmeld MHCTpyKIMu), cocTaBisieMbIM B ABYX dK3eMIurapax. OauH
9K3EMIUIAP aKTa OCTAeTCsl B TOCYAapCTBEHHOM apXUBE, APYIoi - B CyJeE.

Bwmecte ¢ OOKYMCHTaMU MEPEAAIOTCA YETHIPE SK3CMILJIAApa ONMCU €I, 4 TAKIKE OAWH - B 3JICKTPOHHOM
BHUIC, B (1)OpMaT6, COTJIaCOBAHHOM C T'OCYJApCTBCHHBIM ApXUBOM. OI[I/IH 9K3CMILIAP OIMMUCHU Ha 6YM3.)KHOM
HOCHUTCJIC OCTACTCA B Cyl€.

13.7. Ha Bcex sK3eMIIsIpax OMKCH AEN FOCYAAPCTBEHHBIM apXHBOM JIENAIOTCA OTMETKU O TIpUEME
ApPXUBHBIX JOKYMEHTOB B apxuB. IIpH OTCYTCTBUM E€IMHUI] XpaHEHMs, YKAa3aHHBIX B ONHCH €I, Cy.I
NPUHUMAET MEpPHI 110 MX PO3bICKY. Eciy B X0/1e po3bICKa OTCYTCTBYIOIINE TOKYMEHTHI He ObIITN HAICHBI,
B OIIUCH JEJI JenacTcs HOBas UTOroBas 3amuchk. HoMepa OTCYTCTBYIOIIMX €IWMHMII XPAHEHHA M TPHYUHBI
OTCYTCTBHSI OTOBapHBAIOTCA B aKT€ IIPHEMa-Tepeayl JOKYMEHTOB Ha XpaHEHHE U B IPUIIAraeMoU K aKkTy
CIIPABKE, COCTABIIIEMOU CYIOM.

Cyn, nepeparomuii TOKYMEHTHI Ha XpaHEHHE B TOCYJAapCTBEHHBIN apXuB, 00s3aH MPHUHSATH MEPHI K
BOCCTAHOBJICHUIO yTPAaYEHHBIX IPOU3BOJACTB B COOTBETCTBUM C TIJlaBoM 38 ['pakaaHCKOro
MpoLECCYyanbHOTO Kojiekca Poccuiickoit @enepanuu.

[Ipu oTcyTcTBHM (YyTpaTe) MOMIMHHUKOB IIEPEIAl0TCS MX 3aBEPEHHBIE KOMWH (TIPH HAJIHYIUH ).

13.8. JloKyMeHTHI TepenaroTcsi Ha IIOCTOSHHOE XpaHEHHE B YMOPSAOYCHHOM COCTOSHHH CO
CIIPaBOYHO-TMIOMCKOBBIMHU CPEJICTBAMH.

[Ipunoxenue Ne 1

K MHCTpYKIIMU O IOpsiIKE OpraHu3aIii
KOMIUIEKTOBaHUS, XpaHEHUs, ydeTa

U MCIIOJIb30BaHUS IOKYMEHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(hemepalbHBIX CYA0B OOIIEH IOPUCTUKITHH

Cnucok U3MEHSIOMNX TOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenta npu Bepxosaom Cyne PO



ot 09.01.2024 Ne 1)

(HaMMeHOBaHME CYyIa)

(HamMeHOBaHUE CTPYKTYPHOTO TIOIPA3ICIICHIS CYIa)

HOMEHKIJIATYPA JIEJI
Ha rog <I>
Wnnexc 3aroyIoBOK Jiena KonnuectBo | Cpok xpanenust | Ilpumedanus
nena TOMOB (4Jacrteif) | u Ne ctaThu 110
HEPEYHIO
1 2 3 4 5
HazBanue paznena
HavanbHUK CTPYKTYpHOTO MOApa3AeneHust
(YnoJITHOMOYEHHOE JIUTIO)
(moamuce) (pacmugpoBKa MoAIKCH)

(mata)

<1> K HOMeHKIaType nen CTPYKTYpPHOTO MOJpa3/ieieHHs MO0 OKOHYaHHM KaJIEHIapHOro rojaa
COCTaBJISICTCS UTOIOBas 3alMCh 10 (popMe, yKa3aHHOH B IPUIIOKEHUH 2, U JeIaeTcsi OTMETKA O Iepenayde
UTOTOBBIX CBEJICHUH B OT/IEJN JEIONPOU3BOJICTBA CYAA.

[punoxenune Ne 2

K MHCTpyKIIMKM 0 OpsiiKE OpraHU3aliy
KOMIUIEKTOBaHU, XpaHEHUs, ydeTa

Y UCTIONB30BaHUA JJOKYMEHTOB
(37IEKTPOHHBIX TOKYMEHTOB) B apXUBaX
(benepanbHBIX CyA0B 00LIeH IOPUCAUKLINT

Cnucok U3MEHSIOMNX TOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenta npu Bepxosnom Cyne PO
ot 09.01.2024 Ne 1)



YTBEPXIAIO

(HaMeHOBaHHE Cya) [Ipencenarens cyna
HOMEHKIJIATYPA JIEJI (monmuck) (pactmdpoBKa MOIIHCH)
Ha rof
(mara)
Wnpnexc 3aroyoBoOK Jena KonnuectBo Cpok xpaHeHus u [Ipumeuanus
nena TOMOB (4JacTeil) Ne craTpu o
HEPEYHIO
1 2 3 4 5

HazBanue pasaciia

HauanpHuk otnena
JeJIOTIPOU3BOJICTBA (001LIeTo OTAea)

(moamuce) (pacmugpoBKa MOAIKCH)
(mata)
Bu3za paboTHHKA, OTBETCTBEHHOTO
3a paboTy apxuBa
COTI'JTACOBAHO YTBEPXJIEHA
IIpoTokon 3KCcTepTHOM KOMUCCHH Cya ITpoToKO 3KCIIEPTHO-ITPOBEPOUHON

KOMHCCHHU apXHUBHOTI'0 YUPCIKICHUA

OT n n Ng OT n n Ng
Hrorosas 3amuch 0 KaTeTOPUSIX U KOIMYECTBE A€, 3aBEICHHBIX B TOJy B Cye
Ilo cpokam xpaHeHus Bcero B Tom uucie:
MepeXOIAIINX C OTMETKOM
HBHKH
1 2 3 4

Ha Gymaknom HOcuTETE
(Tpu HaTMYIMK THOPUIHBIX JelT, ToM(a) Ha OyMa)KHOM HOCHTEJIC YIUTHIBAIOTCS B pasiesie TaOIuIlhI
"Ha Oymakxnom HocuTene", ToM(a) Ha SJIEKTPOHHOM HOCUTEJIE YUUTHIBAIOTCA B pa3zesie TaOIHIbl




"ONeKTpOHHBIX"):

ITocTostHHOTO

Bpemennoro (cBermre 10 jer)

Bpemennoro (o 10 net
BKJTFOUHUTEITHHO )

ONEKTPOHHBIX
(Tpu HaTUYMK THOPUIHBIX JelT, ToM(a) Ha OyMa)KHOM HOCHTEJIC YIUTHIBAIOTCS B pasiesie TaOIuIThl
"Ha 6ymaskaoM HOcuTelne", ToM(a) Ha SJIEKTPOHHOM HOCHUTEJIE YUUTHIBAIOTCS B Pa3Ieiie TaOINIIbI
"ONeKTpOHHBIX"):

ITocTostHHOTO

Bpemennoro (cBermre 10 jer)

Bpemennoro (no 10 net
BKJTFOUHUTEITHHO )

HUTOI'O:

HavansHuk otnena
JIEJIOTIPON3BOACTRA (00IIIEero OTAea)

(moamuce) (pacmugpoBKa MoAIKCH)
(mata)
UtoroBeie cBeneHNUs NepeiaHbl B apXUB.
PaboTHUK, OTBETCTBCHHBIMH
3a paboTy apxuBa cyaa
(moamuce) (pacmugpoBKa MOAIKCH)

(mata)

[Ipunoxxenne Ne 3

Kk MHCTpyKLUH 0 MOpsiAKE OpraHu3aluu
KOMIUJICKTOBaHUWs, XpaHCHUA, YUCTa

" UCIIOJIb30BaHUA JOKYMCHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(denepanbHBIX CyI0B 00LIeH IOPUCAUKIINT



Crucok U3MEHSOUIMX JOKYMEHTOB
(B pexn. [Ipukasza Cynebnoro nenapramenra npu Bepxosanom Cyne PO
ot 09.01.2024 Ne 1)

(HaMMeHOBaHue cyJia)

(HaMMEHOBaHHUE CTPYKTYPHOTO IOJIpa3/ielieHus Cya)

OIINCH Ne
JIelT, TOKYMEHTOB
3a rom




/1

Wunexc
nena

3aronoBoOK jaeia

Kpaitnue natet

Cpox
XpaHeHHUs
(rpada He

3aIOJTHACTCS
B OITUCH AET
HOCTOSIHHOT
0 Cpoka
XpaHEeHHs)

Konuuectso
JIUCTOB

[Ipumeuanus

4

5

Haszpanue paznena




B nauubIif pa3aen onucyu BHECEHO nen
(umpaMu ¥ IPOITUCHIO)

¢ Ne o Ne , B TOM YHCJIE:

JUTEPHBIC HOMEpa: R

MPOTyIIeHHBIE HOMepa:

HaunmMmeHoBaHue JOIKHOCTH
COCTaBUTEIS OIMKMCHU

(moamnucs) (pacumdpoBka moanucH)

(mata)

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa
(moammch) (pacmmgppoBKa MOAIHCH)

(mara)

COI'JJACOBAHO

HavansHuk otnena

JICITONPON3BOCTBA (0OIIIero OT/aea)
(Tmoamucs) (pacummpoBKa MOIMUCH)

(mara)

[epenan €/IMHUL] XpaHECHUS
(undpamu ¥ MPONHCHIO)
U PETHCTPAIMOHHO-KOHTPOIBHBIX
(TmdpaMu 1 TPOMHUCHIO)
KapTOTEK K JOKYMEHTaM.

HanmeHoBaHMe HOIDKHOCTH PaOOTHHKA
CTPYKTYPHOTO TTOpa3/ie/CHU
(momnuce)  (pacmmppoBKa HOAMUCH)

(mata)

[punsn €/IMHUL XpaHEeHUsI
(mmrpaMu 1 IPOTTUCHIO)
" PETHCTPAIMOHHO-KOHTPOIBHBIX
(unpaMu 1 IPOIHCHIO)
KapTOTEK K JOKYMEHTaM.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(momnuce)  (pacumdpoBKa NOAUCH)

(mata)

IIpunoxxenue Ne 4

K I/IHCTPYKI_[I/II/I O NOpAAKE OpraHn3alu
KOMIUJICKTOBAHUS, XPaHCHUA, YUCTa



Y HCTIOJH30BaHUS JIOKYMEHTOB
(2JIEKTPOHHBIX JOKYMEHTOB) B apXHBax
(henepanbHBIX CYIOB OOIIEH FOPUCTUKITUI

CIucoK U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PD
o1 09.01.2024 Ne 1)

(HaMMeHOBaHue cyJia)

(HanMeHOBaHHE CTPYKTYPHOTO MOIPa3ISIICHIS Cy1a)

Dong Ne

OIINCD Ne

3JIEKTPOHHBIX eI

(TIOCTOSTHHOTO XpaHEHUsI/BPEMEHHBIX

(cBbime 10 yiet) XpaHEHHsI/TIO JINYHOMY COCTaBY)
3a__ ron




Ne | Hunekc 3aroaoBoK Perucrpammonn | Bug u 3aronoBok | [lara Cpox Konmuecte | O0bem B | Tlpumeuanus
n/n nena 3JIEKTPOHHOTO bIil HOMEp SJEKTPOHHOTO | IOKYM | XpaHCHHS o (aiinoB Oalrax
Jesa mo 3JIEKTPOHHOTO JIOKYMEHTAa €HTa (xommaecTB
HOMEHKJIaType JIOKyMEHTAa o (¢aitioB B
KOHTEHHEp
e)
1 2 3 4 5 6 7 8 9 10
B nannblii paznen onucu BHECEHO 3JIEKTPOHHBIX JOKYMEHTOB
(mdpaMu 1 IPONUCHIO)
c Ne o Ne , 00bEMOM

GaiiT. B Tom umcie JINTEPHBIC HOMEpA: 5

mponyunicHHbIC HOMEpPA:
K SJICKTPOHHBIM JOKYMCEHTAM COCTaBJICHbBI PCCCTPhbL (baﬁHOB.

HaumeHoBaHME TOKHOCTH
COCTaBHUTCIIA OIIUCHU
(mopmuce)  (pacmudpoBKa ITOAITHCH)

(mara)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyjaa
(momnwuck)  (pacmmgpoBKa MOAMUCH)




(mata)

COI'TACOBAHO
Havanpuuk otnena
JIEITOTIPON3BOACTBA (00mIeTo oTaerNa)

OJICKTPOHHBIX TOKYMCEHTOB

(moammce)  (pacmmgppoBKa HOIIHCH)
(nata)
Ilepenan
(1dpaMu ¥ POMTUCHIO)
obbeMoM

Gaiit.

(mpaMu ¥ IPOITUCHIO)

HanmMmenoBaHne TOMKHOCTH PabOTHHKA
CTPYKTYPHOTO TIOApa3/IeIICHUs

(momuch)

(mata)

IIpunsan

(pacmudpoBKa IMOATUCH)

OJICKTPOHHBIX TOKYMCHTOB

(mdpaMu 1 TPOMUCHIO)
00BeMOM

Oair.

(dpaMu 1 TPOTHCHIO)

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyjaa

(moamnuco)

(pactm¢ppoBKa NOAUCH)

(nara)
Peectp daiisioB 37€KTPOHHOTO TOKYMEHTA
Ne n/mt | Ne smektponnoro | HawmmeHoBanme Hata n Bpems O6Bem ®dopmart
JOKYMEHTAa 110 ¢aiina MOCJIEAHETO (B Gaifrax) ¢aiina

OITMCH

U3MeHEeHUS Qaiina

TIpunoxenne No 5

K MHCTpyKLIMK 0 OpsiAKE OpraHu3aluu
KOMILIEKTOBAHHUS, XPAHEHUS, yueTa

1 HUCIIOJIb30BaHUA JOKYMECHTOB
(27EKTPOHHBIX TOKYMEHTOB) B apXHBax
(henepanbHBIX CYIOB OOIIEH FOPUCTUKITUN

Cruncok HU3MCHAIONIUX JOKYMCHTOB



(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

(HamMeHOBaHHUE Cy/1a)

donm Ne

OITNCDH Ne

JIeJ1, TOKYMEHTOB ITOCTOSTHHOTO
XpaHEeHUs

3a rong

(moanuce)

YTBEPXJIAIO

IIpencenarens cyna

(pacmugpoBKa MOAIKCH)

(mata)

Ne Wunexc nena 3aroJIoBoK geja

/1

Kpaiinue natel

KonnuectBo
JIUCTOB

IIpumeyanus

1 2 3 4

5 6

Haszpanue paznena

B nanubIii pa3gen onucyu BHECEHO

(undpamu U MPONUCHIO)

pI(SA1

c Ne o Ne

, B TOM YHCJIE:

JHUTEpHBIE HOMepa:

MPOITyIIEHHBIE HOMEpa:

HaunmeHoBaHue JOIKHOCTH
COCTaBUTEJIS OIMMCHU

(oamMck) (pacmudpoBKa TOAITNCH)

(mata)

PaboOTHHK, OTBETCTBEHHBII
3a paboTy apXxuBa cyaa

(oamuck) (pacmudpoBKa MOAINCH)

(mara)

COI''TACOBAHO
IIpoTokon 3KCcTepTHOM KOMUCCHH Cya
OT n " Ng

YTBEPXJIEHA
ITpoToKO 3KCIIEPTHO-ITPOBEPOUHOM
KOMHCCHH apXHUBHOTO YUPEKIECHUS
or" " No

IIpunoxenue Ne 6
Kk MHCTpYKIIMY O IOPSAKE OpraHU3aIun



KOMIUIEKTOBAHHUS, XPAHCHHS, yIeTa

1 UCTIOJIb30BAHMS TOKYMEHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaX
(henepanbHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

(HaMeHOBaHHE Cya)

YTBEPXIAIO

[Ipencenarens cyna

®Donm Ne (monmuck) (pactdpoBKa HOIIMCH)
OIINCH Ne
JieJ1, JOKYMEHTOB 110 JINYHOMY
COCTaBy
3a roj (mata)

Ne Wnpnexc nena | 3aronoBok nena | Kpaiinue matel |  Cpokx | KonmmgectBo | [TpuMeuanus

/1 XpaHCHUS JIUCTOB

1 2 3 4 5 6 7
Hazpanue paznena
B mannbIif pa3aen onucu BHECEHO
(mdpamMu 1 IPONHUCHIO)
nen

¢ Ne o Ne

, B TOM YHCJIC:

JIMTEPHBIC HOMCPA!

HpPOIyIIEHHBIE HOMepa!

HanmenoBanue qJOMKHOCTH
COCTAaBUTCJIA OIIUCH

(moammch) (pacmudpoBKa TOAITNCH)

(mara)

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apXxuBa cyaa

(moamnuce) (pacmudpoBKa MOAMUCH)
(mata)
COI''TACOBAHO
IIpoToKOJ 3KCIIEPTHOM KOMUCCUU CyIa
or" " Ne

YTBEPXJIEHA
[IpoTokom 3KCIIePTHO-TIPOBEPOYHOM
KOMHUCCHH apXHUBHOTO YUPESIKICHHUS
or" " Ne




IIpunoxenue No 7

K MHCTpyKIIMM O IOpSAKE OpraHU3aIiH
KOMILTIEKTOBaHHUSI, XPAHEHUS, yueTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB

(37K TPOHHBIX TOKYMEHTOB) B apXHBax
(henepanbHBIX CYIOB OOIIEH FOPUCIUKITUN

Cnycox U3MEHSIONMNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PD

(HaMeHOBaHHE Cya)

o1 09.01.2024 Ne 1)

YTBEPXJIAIO

[Ipencenarens cyna

®Donm Ne (mommucek) (pacumdpoBKa HOIIHCH)
OIINCDH Ne
JieN1, JOKYMEHTOB BPEMEHHBIX
(cBprmre 10 eT) CpOKOB XpaHEHUS
3a roj (mata)
Ne Wnnekc nena | 3aroiaoBOK Kpaiinue Cpox KomnuectBo | Ilpumeuanus
n/m nena JIaThl XpaHeHus JICTOB
1 2 3 4 5 6 7

HaszBanue paznena

B nannbIif pazaen onucu BHECEHO

(mdpaMu 1 TPONUCHIO)

en

¢ Ne o Ne

, B TOM YHCJIC:

JHUTEpHBIE HOMEpa:

MPOIyIIEHHBIE HOMEpa:

HanmenoBanue qJOMKHOCTH
COCTAaBUTCJIA OIIUCH

(moamnuce) (pacummgpoBKa MOMUCH)

(mara)

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa

(moammch) (pacmudpoBKa TOAITNCH)

(mara)



COI''TACOBAHO

IIpoTokom 3KCcTepTHOM KOMUCCHH Cya

OT n n N(_)

YTBEPXJIEHA
ITpoToKO 3KCIIEPTHO-MTPOBEPOUHOM
KOMHCCHH apXUBHOTO YUPEKACHUS
or" " No

IIpunoxenue Ne 8

Kk MHCTpYKLIMM 0 OpsiAKE OpTaHu3alun
KOMILICKTOBAHWUSI, XPaHEHUS, y4eTa

Y MCTIOJIb30BaHUS JIOKYMEHTOB
(3TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(enepanbHBIX CYA0B OOLIECH IOPUCIUKIINN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

(HaMeHOBaHHE Cya)

®onp Ne

OIINCDH Ne

3JIEKTPOHHBIX JIE

(TTOCTOSTHHOTO XpaHEeHNUS/BPEMEHHBIX
(cBorme 10 net) XxpaHeHUs/TIO
JMYHOMY COCTaBY)

3a ron

o1 09.01.2024 Ne 1)

YTBEPXIAIO

[Ipencenarens cyna

(mommucek) (pacumdpoBKa HOIIHCH)

(mara)



Nen/m | HHupekc 3aroyoBoK Perucrpanuionsstit Bun n Hata Cpox KomuuectBo | O6bem B | [Ipumeua
nena 3JIEKTPOHHOTO HOMEp 3arojIOBOK | JOKYMEHT | XpaHEHU ¢aiinos OaiiTax HUSA
Jieria 1o 3JIEKTPOHHOTO 3JIEKTPOHHO a s (xomMuecTBO
HOMEHKJIaType JOKyMEHTa ro ¢aiinos B
JOKYMEHTa KOHTelHepe)
1 2 3 4 5 6 7 8 9 10

B nauubIii pa3aen onucyu BHECEHO
(mdpaMu 1 TPONUCHIO)

c Ne

mo Ne

OJICKTPOHHBIX JTOKYMCHTOB

, 00bEMOM

MPOITyIIIEHHBIE HOMEPa!

Oaiit. B ToM yucIie TuTepHBIE HOMEpa!

>

K nenam cocTaBieHBI BHYTPCHHUE OMUCH (PEECTPHI) NCI.

HaumeHoBaHue NOMKHOCTHU
COCTaBUTEJS OIUCH

(moamucse)

(mata)

PaGoTHUK, OTBETCTBEHHBIA

3a paboTy apxuBa cyja
(oamMch)

(pacmmgpoBKa MOIMUCH)

(pacmmgpoBKa MOAIUCH)




(nara)

COI''TACOBAHO YTBEPXEHA
IIpoToxoi 3KkCIepTHON KOMHCCHU Cyaa [IpoTokon 3KcepTHO-NPOBEPOUHON
or" " Ne KOMHUCCHH apXUBHOTO YUPEKIECHUS
OT n n No
Peectp daitsioB 37€KTPOHHOTO TOKYMEHTA
Ne n/m | Nesnextponnoro | Hammenosanue daiina | Jlata u Bpems Ob6Bvem ®dopmat
Jiesa 1o OTHCH MTOCJICTHETO (B GaiiTax) (hatina
W3MEHEHUS
(hatina

IIpunoxxenne Ne 9

K MHCTpyKIIMK 0 NOpsiAKE OpraHu3alun
KOMIIJICKTOBAaHU, XPaHCHUA, YUCTa

Y MCIIOJIb30BAaHUS JOKYMEHTOB

(27K TPOHHBIX TOKYMEHTOB) B apXHBax
(enepanbHBIX CYA0B OOIIEH IOPUCIUKIINN

CIUCOK U3MEHSIONIHX IOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

0T 09.01.2024 Ne 1)

(HanMeHOBaHHE Cy/1a)

PEECTP OIMCE AEJ, JOKYMEHTOB

Hauat

OkoHuew



Ne Ne Ne Haspa KomnuectBo aen B onucu nen, | Kpaitau | Komnuec | Konnaecrt | Ipumeda
n/n | GoHga | onmucu | HuUE JIOKYMEHTOB € J1aThl TBO BO HUSA

OINCH JUCTOB | OK3EMIUIA

JelI, IMOCTOSAHHO | BpCMCHHOT 10 OIIUCHU poB onucu
JIOKyM ro (o) (CBBIIHC JIMYHOMY Je, e,
C€HTOB | XPaHCHUA 10 sier) COCTaBy JIOKYMEH | JOKYMEHT
XpaHCHUA TOB OB
1 2 3 4 5 6 7 8 9 10 11




Uroro na 01.01.... r. B apxuBe xpaHUTCA onuceit

(IpH OTCYTCTBUM HE BKJIIOYAIOTCSl B HTOTOBYIO 3aIMCh), U3 HUX:

YIPABJIEHYECKOW JOKYMEHTaLlUU OIMCEH,
(TmdpaMu 1 IPOIUCHIO)

JOKYMEHTOB JTMYHOTO MPOHUCXOKACHHSA ommced,
(1mdpamMu ¥ IPOTTUCHIO)

Hay4HO-TEXHUYECKON JOKYMEHTAaIM1 OTMCEH,
(1 pamMu 1 TPOITUCHIO)

BUZICOJOKYMEHTOB OITUCEH,
(tmdpamMu ¥ IPOMTUCHIO)

KUHOJIOKYMEHTOB OITHCEH,
(tmdpamMu ¥ IPOMTUCHIO)

(HhOHOTOKYMEHTOB OTIHCEH,
(1mdpaMu ¥ IPOTTUCHIO)

(hOoTOOKyMEHTOB ormced,
(1mdpaMu ¥ TPOTTUCHIO)

3JIEKTPOHHBIX JIOKYMEHTOB omnmcei,
(mdpamMu ¥ IPOTTUCHIO)

B TOM YHCIIE:

MOCTYIHIIO B T. onuce,
(mdpaMu 1 TPOMUCHIO)

BBIOBLIIO B r onuceu

(TmdpaMu 1 TPOMUCHIO)

PaGoTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa cyzaa

(monnuce) (pacum¢poBKa MOIMUCH)

(mara)

Havanpuuk oTnena
JIEIIONIPOU3BOICTBA (0OIIETO OT/eNa)

(moamnmce) (pactudpoBKa IMOANMCH)

(nata)

[Ipunoxxenune Ne 10

K MHCTpYKIIMY 0 MOpsiiKe OpraHu3aiuu
KOMILICKTOBAHWUSI, XPaHEHUSI, y4eTa

Y MCIIOJIb30BaHUS IOKYMEHTOB
(9MEKTPOHHBIX JJOKYMEHTOB) B apXUBax
(enepanbHBIX CYZ0B OOIIEH IOPHCIUKIINN

CIUCOK U3MEHSIONIHX IOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

0T 09.01.2024 Ne 1)

JINCT-3ABEPUTEJIb IEJIA Ne

B JCJIC TTIOAINUTO U TPOHYMEPOBAHO

(umpamMu ¥ IPOITUCHIO)

(ytucra(oB)

c Ne mo Ne

, B TOM YHCJIE:

JIMTCPHBIC HOMCPA JIMCTOB

MIPOITYIICHHBIE HOMEPA JINCTOB




+ IMCTOB BHYTpPEHHEN OMUCH

Oco0eHHOCTH (PU3UUECKOT0 COCTOSHUSA U POPMHUPOBAHUS Aeiia Homepa nuctoB

1 2

HaumenoBanne nomKxHOCTH pabOTHHKA,
COCTaBHBILIETO 3aBEPUTEIHHYIO

HaAIIHUCh
(momnuck)  (pacmmudpoBKa MOAMUCH)
(mata)
[punoxxenne Ne 11
K MHCTpyKIIMHK O IOPSAKE OpraHU3aIun
KOMIUIEKTOBaHUS, XpaHEHUs, ydaeTa
1 UCIIOJIb30BAHNS JOKYMEHTOB
(3TEeKTPOHHBIX JJOKYMEHTOB) B apXUBax
(henepanbHBIX CYZ0B OOIIEH IOPHCIUKIINN
Crrcox M3MEHSIONINX TOKyMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)
BuyTtpennsis onuch
JIOKyMEHTOB ziena Ne
Ne Perucrpanuonnstii Ne Hara 3aromoBok | Homepa nuctos [Ipumeuanus
n/m JIOKyMEHTA JIOKyMEHTa | JOKyMEHTa aena
1 2 3 4 5 6
Hroro JOKYMCHTOB.
(undpamu ¥ MPONUCHIO)
KomnnuectBo muctoB BHyTpeHHeﬁ OIIMCH JIMCTOB

(unhpaMu 1 IPOTIHCHIO)

HanmMenoBanue q0KHOCTH JIUIIA,
COCTaBHBIIIETO BHYTPEHHIOIO OITUCH
JIOKYMEHTOB J1eJ1a

(moamuce)  (pacmudpoBKa ITOATHUCH)

(mata)

[Ipunoxxenune Ne 12
K MHCTpyKIIMU O MOpsAKE OpraHu3alun



KOMIUIEKTOBAHHUS, XPAaHCHHS, yIeTa
1 UCTIOJIb30BAHMS TOKYMEHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaX
(henepanbHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

aN 1O |

D
}

(HaMEeHOBaHHE TOCYIaPCTBEHHOTO apXUBa)

(HamMeHOBaHUE Cy/a)

(HaMEeHOBaHHE CTPYKTYPHOTO MOAPA3IEICHHS)

Jleno, yronoBHoe Jeio,
rpakIaHCKOE JEIT0,
aJIMHHICTPATUBHOE
Zelno, aeiio 0o
aJIMUHUCTPATHBHOM
[PaBOHAPYIIIEHHUH,
Marepua

JIEJIO (YUII)  Ne [POU3BOJICTBO  Ne

MATEPUAJI

TOM Ne

(Ha3BaHwme nema)

1 mHCTAHINA 2 MHCTaHIUA

Ioctynmio [octynuio

PaccmoTtpeno PaccMotpeno

Jara nauana Jlata okoHUaHUS
MIPOU3BOJICTBA MIPOU3BOJICTBA

Kpaitnue natet




Ha JIACTax

XpaHuTh
(cpok xpaHeHus B rofiax, 10 KaKoro rojia XpaHuTb)
D. Ne
Om. Ne
J. Ne ( )

(moamuce) (pacmugpoBKa MOAIKCH)

[Ipunoxenune Ne 13

K MHCTpyKIIMK 0 NOpSIAKE OpraHU3aluu
KOMIUIEKTOBaHUS, XpaHEHUS, y4eTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXUBax
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUN

Cnycox U3MEHSIONNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PD
o1 09.01.2024 Ne 1)

YTBEPXIAIO

(HaMeHoBaHUeE Cy/a)
AKT
" " Ng

[Ipencenatens cyna

(moamuce) (pacmudpoBKa IIOAITNUCH)
0 BBIJICTICHUH K YHUUTOKECHHIO
(apXWBHBIX) TOKYMEHTOB,
HE MOJICIKAIUX XPAHCHUIO

(mata)

Ha ocnoBanuu
(HaSBaHI/Ie 1 BbIXOJHBIC TaHHBIC NEPEUYHSA TOKYMEHTOB
C YKa3aHHEM CPOKOB HX XPaHEHUs)

0TOOpaHbl K YHHUYTOXKCHHIO KaK HE HMEIOIIHE HAyYHO-HCTOPHYCCKOW IIEHHOCTH U
yTpaTHBIINE MPAKTUIECKOE 3HAUCHHUE TOKYMEHTHI (hoHaa Ne
(Ne m Ha3BaHME (hOHIA)

Ne | 3aronoBok nena | 'oner | Homepa | Homep eguannbsr | KommdectBo Cpoxu | Ilpume
n/o | (rpynmoBoit OTIHCH XpaHEHUs 110 eIMHUII XpaHEeHUs | YaHUS
3aroJI0BOK <2> onvcH (MHIEKC 10 XPaHCHHS ¥ HOMepa
JIOKYMEHTOB) HOMEHKJIaType (mem) crarei 1o
Jiean) MIEPEYHIO
1 2 3 4 5 6 7 8




Uroro €/IMHUL] XpaHEeHUs! (J1eJ1, DIIEKTPOHHBIX Je) 32
(undpamu U MPONHUCHIO)
TOJIBL.
OmnucH Jes MOCTOSTHHOTO XPaHEeHHUs 3a TO/IbI
yTrBepxaeHs! DITK ,
(HanMeHOBaHHE apXMUBHOTO YUPESKICHHUS)
MPOTOKOJI OT Ne

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa

(moamuce)  (pacmmpoBKa MOIITHCH)

(mata)
COI'TACOBAHO YTBEPXXIEHO
IIpoToKO0JI SKCIIEPTHON KOMHUCCHUU IIpoTOKOJI SKCIIEPTHO-NIPOBEPOUHOM
cyna KOMUCCHUH apXUBHOI'O yUPEXKICHUS
OT "_H Ng OT l’_ll Ng
JIOKyMEHTBI B KOJINYECTBE €IMHMI] XpaHEeHUs (e,

(1 paMu ¥ IPOTUCHIO)
JJIEKTPOHHBIX JeT):
Ha OyMa)KHOM HOCHUTEJIE BECOM KT C/IaHbl HA YHHYTOXKEHUE;
Ha DJIEKTPOHHOM HOCHUTEJIE ClIaHbl HA YHUYTOXKECHHUE

(cioco6 yHHUTOKEHUS)

HaumenoBanme qoKHOCTH
paboTHuKa cya,
CIABILEro JOKYMEHTHI

(moamuce)  (pacmmpoBKa MOITHCH)
(nara)
JIOKyMEHTBI YHHYITOKEHBI B YCTaHOBJICHHOM TOPSIZIKE.
HaunmeHoBaHue qOIKHOCTH
paboTHHKA CyZa, YITIOTHOMOYEHHOTO

OCYIIECTBIISITh KOHTPOIIb 33 YTHITH3ALUCH
(moamuce)  (pacmmpoBKa MOIITHCH)

(mata)
N3menenus B YUCTHBIC JOKYMCHTBLI BHECCHBI.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa

(moamuce)  (pacmmppoBKa MOIITHCH)

(mara)

<2> [Ipu BBIJCIICHUU K YHHUYTOXKEHHUIO JOKYMEHTOB IIPH MOATOTOBKE JIEN K Iepeaadue B apXuB cyia
rpada He 3amOTHICTCS.

[punoxenune Ne 14
K MHCTpyKIIMHY O IOpSAKE OpraHU3aIiH



KOMIUIEKTOBAHHUS, XPAaHCHHS, yIeTa

1 UCTIOJIb30BAHMS TOKYMEHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaX
(henepanbHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

Komy npencrasmisiercs
(HanMeHOBaHHE U aJpeC IOTyJaTels)

Kewm mpeacrasnsiercst
(HanMeHOBaHUE U aJIpec OTYUTHIBAOIICTOCS apXUBa

(popma cOOCTBEHHOCTH OTYUTHIBAIOIIETOCS aPXUBA)

ITacniopt apxuBa cyna
Ha" " 20 rona

1. OOuiue cBeneHus

Kona ctpoku KonnuectBo | [1nomaas apXUBOXpaHUIIUII, Cremnenp 3arpy>KCHHOCTH
dhonmOB KB. M ApXHUBOXPAHUIIULL, TPOIECHTHI
A 1 2 3

101

2. CBenieHUs O JOKyMEHTaX

ITokazarenu Kon KonuuecTBo equHuIl XxpaHeHuUs
CTpO
Ku | BCEro KpaiiHue Y3 HUX BHECEHO B XpaHuTcs | 0Opaszyercs B
JaThI OnuCH CBEpX roj Jen
YCTaHOBJIE
HayaJl | KOHe4 | BCEro | KpalHue AaThl HHOTO
bHasA HasA CpoKa
Hayanb | KOHEY
Has Had
A b 1 2 3 4 5 6 7 8

ITocrosiuHoro | 201
XpaHeHus <3>

[To muurOMY 202
COCTaBy

3. Kanpsr

Kon crpoku KonmdecTBO mTaTHRIX paOOTHUKOB

301

4. YcnoBus XpaHEHHs IOKYMEHTOB (HY»KHOE MOAYEPKHYTh)



ApPXUBOXpaHHUIIHILA

€CTb, HCT,; CyXHC, CBIPLIC; CBCTJILIC, TCMHBLIC.

Orormenne HEHTPAITBHOE, IEYHOE; OTCYTCTBYET.

Crennaxn MeTaJITMYECKre, IePEeBsIHHbIE; KOMOMHUPOBAaHHEIE;
HeT.

[Txadsr JIEpPEBSIHHbIE, METAIUTNYECKHE; OTCYTCTBYIOT.

Curnanuzanus MOXKapHas: €CTh, HET; OXPAaHHAsI: €CTh, HET.

YuTanabHBIH 3271

€CTh, HET.

TeMnepaTypHO-BIaKHOCTHBIN pEXUM

coOrogaeTces, He co0II0aaeTCs.

" " 20

IIpencenarens cyna

(mata)

T.

(Tmoamuce)

@®.1.0. u TenedoH UCIOTHUTENS

(pactudpoBKa IMOIMHUCH)

<3> [Ipu cocTaBieHUH MMACNOPTa apXuBa Ienecoodpa3Ho B crpoke 201 BHOCHTH JaHHEIE O Jeiax
MOCTOSTHHOTO XPaHEHHS OTJENBHO 110 TPAKJAaHCKUM, aIMIHACTPATUBHBIM, YTOJIOBHBIM JIeJaM U AeJiaM 110
SKOHOMHYECKHUM CIIOpaM, JieiaM O0IIero JeIONPOU3BOJICTRA.

[punoxenue No 15

K I/IHCTPYKI_[I/IH O IOpAAKE OpraHru3aluun

KOMIUJICKTOBAHUS, XPAHCHUA, YUCTa
1 HUCIIOJIb30BaHUA JOKYMCHTOB
(BJICKTpOHHLIX I[OKYMeHTOB) B apXuBax

(henepanbHBIX CyIOB OOIIEH FOPUCTUKITUN

Cnrcox U3MEHSIONNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenta npu Bepxosnom Cyne PD

o1 09.01.2024 Ne 1)

(HanMeHOBaHUE Cy/a)

Vaeranie CBEICHHUS O JOKYMEHTAX, XPaHAIMINXCA B apXnUBE Cyaa

n

Ha

n

1. O6mue cBeaeHnst

20 .

Kon ctpoku KonuuectBo | Imomaas apXuBOXpaHUIHIN, | 3arpyKEHHOCTh apXHUBOX PAHLTHIIL,
honm0B KB. M MIPOLICHTBI
A 1 2 3




101

2. CBenieHUs O JOKyMEHTaxX

TTokazatenu KonuyecTBo enuHull XpaHeHUs
BCE | KpaifHHe JaThl | U3 HUX BHECEHO B | XPaHUTCS | 00pasyeTc
ro OTIUCH CBEpX s B TOJ
YCTaHOBJIC Jien
HayaJ | KOHeY | Bce KpaiiHue HHOTO
bHag | Hasg | IO JAThI cpoxa
HayaJl | KOHE
bHas | YHas
A 1 2 3 4 5 6 7 8

TloctosiHHOTO XpaHeHus

Bpemennsix (cBoime 10 mer)
CPOKOB XpaHEHUs

Bpemennsix (o 10 met) cpokoB
XpaHEeHUS WX "' 10 MUHOBAHUS
HagoOHOCTH"

Ilo nuuHOMY cocTaBy

IIpencenarens cyna
(moamuce)

(mata)

®.1.0. ucnonHuTens

(pactudpoBKa IMOIMHUCH)

[Ipunoxxenune Ne 16

K MHCTpYKIIMY 0 MOpsiIKe OpraHu3aiun
KOMILICKTOBAHMUSI, XPaHEHUSI, y4eTa

Y MCIIOJIb30BAaHUS JOKYMEHTOB
(3TEKTPOHHBIX JOKYMEHTOB) B apXUBax
(enepanbHBIX CYZ0B OOIIEH IOPHCIUKIINN

CIUCOK U3MEHSIONIHX IOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

(HanMeHOBaHHE Cy/1a)

(Ha3BaHMe apXuBa cy/a)

KHUT' A

yucTa NNOCTYIICHUA U BBIOBITHS ACJ, JOKYMCHTOB




Tom Ne

Hauar

OxoHYEH



Ne Jara HanmenoBan | HammenoBan | HasBan T'onwr Bung ITocTynneHue onucaHHBIX BrEIOBITHE OIHUCAHHBIX Heomnucanupix | [Ipumedan
1/ | MOCTYIUICH ne ue, HoMep u ME€ U | MOCTYNHBII | HOCUTE JIOKYMEHTOB JIOKYMEHTOB JleT, TOKYMEHTOB, nst
I usi " OopraHu3anuu mara HOMED UX UJIN s <4> JINCTOB
BBIOBITHS | (CTPYKTYpHOT | JOKYMEHTa, | (hOHIa | BHIOBIBIINX KOJMYECTBO SAUHUI] XPAHCHUS | KOJUYECTBO €IUHUILl XPAHECHUS
0 10 KOTOPOMY JIOKYMEHTO
MoJpasaeneH | MoCTYIuin B O OMUCH MOCTOSIHHO | BPEMEHH 110 MOCTOSIHHO | BPEMEHH 110 MOCTYIH | BEIOBLI
Vs, T, S — e, To BIX JIMIHO ro BIX JIMYHO JI0 0
apXuBa), OT | JIOKyMEHTHI JIOKYMEHTO xpaHeHus: | (CBBIIIE My XpaHeHus | (CBBIIIE My
KOTOPOit B 10 net) | coctaB 10 met) | coctaB
HOCTY UM y y
(mm
BBEIOBLIN)
nena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




HUroro B roay moctymnuio
(umpaMu ¥ IPOIUCHIO)

€IVMHUI] XpaHECHUS <5>, B TOM quclie:

Ha OyMa)XHOM HOCHTEIe ,
(1mdpamMu ¥ TPOTTUCHIO)

3JIEKTPOHHBIX ,
(1mdpamMu 1 IPOTTUCHIO)

IToka3sIBaloTCS pa3faesibHO UTOTOBBIE faHHbIe o 11, 12, 13, 15.

PaboOTHHK, OTBETCTBEHHEIIH
3a paboTy apxuBa

(momnucek)  (pacmmppoBKa MOIMUCH)

(mara)

<4> BH - nmoxymeHTHl Ha OymaxxHoM Hocutene, /] - snexTpoHHBIE MOKyMeHTHI, I'J] - B omuch
BHECEHBI THOPHIHBIC JeTa.

<5> [lpu Hanuuuu rUOpUAHBIX Jen ToM(a) Ha OyMaKHOM HOCHTENE Y4uThIBaeTcs B cTpoke "Ha
OymakHOM HocHTene", ToM(a) Ha JIEKTPOHHOM HOCHUTENE YIUTHIBACTCS B CTPOKE "DIIEKTPOHHBIX .

[punoxxenune Ne 17

K MHCTpYyKIIMK 0 OpsiIKe OpTaHu3aIun
KOMILJICKTOBAHUSI, XpPaHEHUS, yUeTa

Y MCTIOJIb30BAaHUS JOKYMEHTOB
(9TEKTPOHHBIX JJOKYMEHTOB) B apXUBax
(enepabHbIX Cy10B 00LIEH FOPUCIUKIIUH

CIucoK U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukasza CynebHoro nenapramenta npu Bepxosnom Cyne PD
o1 09.01.2024 Ne 1)

(HauMeHOBaHUE Cy/a)
CIIMCOK ®OHAOB

Tom Ne

Hagar

OxoH4YeH

Ne Hara nepsoro | Ha3panue OtMmeTka O BBIOBITHH (OHAA [Ipumeua

dboHma | MOCTYIUICHHS dhonma HUS
JIOKYMEHTOB MecTo | maTa U Ne TOKyMEHTa, Ha OCHOBaHHUH

douma BBIOBITHSA KOTOPOTO BEIOBLI

1 2 3 4 5 6




Ha 01.01.  ropa B ciMCOK BKIIOYEHBI (hOH/BI C Ne o Ne

U3 CIIMCKA UCKIIoueHbI (hoHIBI ¢ No mo Ne

Bcero xpanunTcs B apxuse (OH0B, U3 HUX:
(dpaMu 1 IPOTTUCHIO)

coziepKat 0co00 IEHHbIE JIena.

(1 pamMu 1 IPOTIICHIO)

Howmepa cBobonmbIe:
Howmepa BbIOBIBIINE (TIEpEIaHHBIC):

HanmenoBanue qOMKHOCTH Jinna, COCTaBUBIIETO UTOI'OBYIO I'OJIOBYIO 3allMCh

PaboOTHUK, OTBETCTBEHHLII
3a paboTy apxuBa

(moamuce)  (pacmmppoBKa MOIITHCH)

(mara)
[Ipunoxenue Ne 18
K MHCTpyKLIHU 0 MOPSAKE OPraHU3aluu
KOMIUIEKTOBAHUSA, XPAHEHUS, yUeTa
Y KCTIOJIb30BaHUA JIOKYMEHTOB
(2JIEKTPOHHBIX JOKYMEHTOB) B apXHUBax
(henepaabHBIX CyIOB OOIIEH FOPUCTUKITUN
CHOucoK U3MEHSIOMUX TOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenta npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)
JINCT ®OHIA Ne
MeCTOHaxOXeHne HoHIa (maTa epBOTO MOCTYTUICHHS
(HauMeHOBaHUE Cy/a, IOKYMEHTOB (OH/Ia)

re XpaHuTcs GOHN)

Kpaitaue naTel kaxxaoro HazBaHus GoHIA Haszanwue ¢onna

1 2

1. YyeT HeonMCaHHBIX JOKYMEHTOB

Hara Hazpanue, Ne u Iloctynnenue Bri6wiTHE Hannuue
3alUCH | JaTa JOKYMEHTA, (ocraTok)
10 KOTOPOMY
MOCTYITUIN WIN KOJIMYECTBO KpanHue KOJINYECTBO KpanHHUE | BCETO OCJI
BBIOBLIH CIUHUIL JIaThI SIIUHUIL JIaThI
JIOKYMEHTBI XpaHCHUA XpaHCHHUA
(IOKYMEHTOB, (TOKYMEHTOB,
JIMCTOB, OANT) JINCTOB, OANT)




2. Y4eT onucaHHBIX JOKYMEHTOB




Harta | Homep |lox(| HasBanue | Ilocty BriObiTHE Hannuwne (octaTok) eqUHHL XpaHEHHS
3aluC | OMUCH | BI) |OMHUCH JeN, | MU0
u e, JIOKYMEHTO | efHK | KOJIHYE | OCHOBA | B TOM YHCIIC 110 | KOJIMYEC B TOM YHCJIE:
JIOKyMe B WIH I CTBO HUE OTIHCAM, TBO
HTOB AHHOTAIUS | XpaHEH CIIUHUILL BBIOBITH YTBEPKIACHHBIM | €IUHUIL MMOCTOAHHOI'O XpaHCHUSA 10 JIUYHOMY
(kpaTkas us XpaHEH s OIIK XpaHeH COCTaBy
XapakTepH ust (ma3zBan ust - B
CTHKA ue, KOJIHMYe | KpaliH | W3 HUX 110 OIUCAM, | KOJIMY | KpaliHue
JIOKYMEHTO nata, Ne B - CTBO ne YTBep:;I(HZ[Ie(HHBIM €CTBO | JaThl
B) JOKyMe p €AVHUL | JTaThl eIVHU
HTa) TBO ne XpaHeH B T
eAVHULl | JaThl ust KOJINYECTB | KPAHHH | xpane
XpaHEeH! 0 €IUHMI | € JaThl | Hug
1 XpaHEeHUs
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
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Kk MHCTpYKIIUM O TIOPSAKE OpraHU3aIiuu
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepanabHBIX CyIOB OOIIEH FOPUCTUKITUN

Crucox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

o1 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHHE Cya)
AKT [Ipencenarens cyna

Ne

(moamuce) (pacmrdpoBKa ITOAMTUCH)
0 TEXHUYECKUX OIMUOKAX
B YUYCTHBIX TOKYMCHTAX

(mata)
Donpg No
Hazpanue donnma
B x0/1¢ BBIMOIHEHUS
(B paboT)

06Hapy)KeHBI TEXHUYCCKHUE OLINOKH B 3aIUCIX:

HasBanue JAOKYMCHTA CYH.[CCTBYIOH_IaSI 3aIlluCh

Crnenyer 3anucartb

1 2

3

B pesynprare KOJIMYECTBO
M3MEHIIIOCH/yBeTNIMIOCH/YMEHBIIMIOCH Ha

SIMHHI] XpaHEeHWUs (eOUHUI] ydera) He

(1870305008

(dpaMu 1 IPOTIMCHIO)
XpaHeHHs (EUHHI] yUeTa).

IIpumeuannus:

PaGoTHUK, OTBETCTBEHHBIH
3a paboTy apxuBa cyjaa

(moamucs) (pacummgpoBKa MOMUCH)

(mara)
V3MeHeHHs B y4€THBIC JJOKYMEHThI BHECCHBI.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa

(moamucs) (pacummpoBKa MOMUCH)

(mata)



[Ipunoxenue Ne 20

Kk MHCTpYKIIUM O TIOPSAKE OpraHU3aIiuu
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepanabHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHUE Cy/Ia)
AKT IIpencenarens cyna
" " N(_)

(moamuce) (pacmrdpoBKa ITOAMTUCH)
00 00HAPYIKCHUN apXHUBHBIX
JIOKyMEHTOB, HE OTHOCSIIIIXCS,
K JaHHOMY (DOH[y, HEYYTECHHBIX (mata)

B xone

(Buz paboTHI)
OBLTO 0OHAPYIKEHO
(B ponze, B apXUBOXpaHIITHINE, pabodeM ITOMEIICHHN)

Ne 3aroy0BOK Mudp (mpu | Kpaitaue gater | KomuuectBo K kakomy | Ilpumeuan
/1 CAMHULIBI HAJTYHH) JUCTOB (0akT) doumy us
XpaHeHus, OTHOCHUTCS
JOKYMEHTa (HOBBIT
wn@p)
1 2 3 4 5 6 7

Hroro o6HapykeHO

(mdpamMu 1 TPONUCHIO)
JIOKYMEHTOB

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyzaa
(moanuce) (pacumm¢poBKa MOMUCH)

(mata)
W3MmeHeHHs B yYeTHBIC JOKYMEHTHI BHECCHBL.
PaGoTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyaa
(oammch) (pacmmudpoBKa OAITNCH)

(mata)
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Kk MHCTpYKIIUM O TIOPSAKE OpraHU3aIiuu
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepanabHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHUE Cy/Ia)
AKT IIpencenarens cyna
" " N(_)

(moamuce) (pacmrdpoBKa ITOAMTUCH)
0 HEOOHapYKEHUH apXHUBHBIX
JIOKyMEHTOB, IIyTH PO3BICKa
KOTOPBIX UCUEPIIaHBbI (mata)

Hazpanue u Ne ¢onna

B pesynbrare

YCTAQHOBIICHO OTCYTCTBHE B (DOHJE MEPEUUCICHHBIX HUXKE JeN (JIOKYMEHTOB),
HPEANPUHSTHIE APXUBOM MEPBI [0 PO3BICKY JIEI MOJIIOKHUTEILHBIX PE3yIbTaTOB HE JIAITH,
B CBSI3H C YeM CUMTAEM BO3MOKHBIM CHSITh C y4eTa:

Ne | Onucs | Eaunnna | 3aromoBok | Kpaiihue | Kommdectso | [Ipenmonaraem | [lpumedan
/i Ne XpaHEeHHUs €IMHUIIBI Jatel | JIUCTOB (0AiT) | ble MPUYUHEI ust
Ne XpaHEHUs OTCYTCTBUS
(apxuBHBIX
JOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro

(mdpamMu 1 TPONUCHIO)
€IMHUI] XpaHEeHUS (apXUBHBIX JOKYMEHTOB).

ConepxaHue yTpayeHHBIX MaTE€PUaIOB MOXKET OBITh YACTHYHO BOCIIOJHEHO CJIETYIOLINMHU
€/IMHULIAMU XpaHEeHUs (JOKyMEHTaMH):
(HOMepa eMHULL XpaHEHHs
U UX TPYIIIOBBIE 3aT0JIOBKH)

PaboTHHK, OTBETCTBEHHEIIN
3a paboTy apxuBa cyja
(ToamMch) (pacmudpoBKa MOAITNCH)

(mata)

YTBEPXIEH <6> COTI'JTACOBAHO
[IpoToKoJ AKCTIEPTHO-ITPOBEPOYHOMI [IpoToKkoJ sKCTIEPTHOM KOMUCCUU



KOMHUCCHHU apXUBHOI'O YUPECIKIACHUA cyaa
or" " No or" " No

N3menenus B YUCTHBIC JOKYMCHTBI apXHBa BHCCCHBI.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa
(moamHCH) (pacmmudpoBKa ITOAITNCH)

(nata)

<6> [1pu HeoOHapy xeHuu 1en ApxuBHOro pouaa Poccuiickoii deneparuu.
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K MHCTpyKIIMU O OpsAKE OpraHUu3alun
KOMIUIEKTOBaHUS, XpaHEHUs, y4eTa

Y UCTIOJIH30BAHUA JOKYMEHTOB
(3TEKTPOHHBIX JOKYMEHTOB) B apXUBax
(henepanbHBIX CYA0OB OOLIECH IOPUCIUKINN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO YTBEPXIAIO

IIpencenarens cyna

(HanMeHOBaHKE JIOJKHOCTH
PYKOBOAWTEISI OPTaHU3ALNH,
MPUHUMAIOIEH TOKYMEHTHI)

(monnuck) (pacmmppoBKa HOAITUCH) (monnuce) (pacmmgpoBKa HOAIUCH)

(nara) (mara)

AKT
lv—lv N(_’

npueMa-nepeaain apxXmuBHbIX
JAOKYMCHTOB Ha XpaHCHUC

(OCHOBaHI/IC nepeaadu, K IpuMepy, UCTCUCHUC CPOKA XPAHCHUSL ,HOKyMCHTOB)

(Ha3BaHue mepeaaBaemMoro GoHzaa)

CI[aH,
(Ha3BaHUe cyaa)
a MIPUHAIL.
(HauMeHOBaHHE OpPTaHU3AINH, TIPUHUMAIONICH JOKYMEHTHI)
HpI/IHI/IMaCT Ha FOCY,Z[apCTBGHHOC XpaHeHI/IC ,ZlOKyMCHTLI 3a roabl
nu CHpaBO‘lHLIﬁ armapaT K HUM:
No HasBanue, Homep onucu KonuuectBo sk3emiuisipoB | KonuuectBo equnui | [Ipumeuan

/o ACI, JOKYMCHTOB OmucH Aej1, TOKyMCHTOB XpaHCHUA nus




Wroro npunsro

(dpaMu 1 IPOTTUCHIO)

€IMHHI]

XpaHCHHSI.

IIepenauy npoussenu:

IIpuem npoussenu:

(momKHOCTB) (MOAMUCH) (paciudpoBKa

TIO/ITTUCH)

(mara)

TIOJITTUCH)

(mata)

H3menenns B YUCTHBIC NOKYMCHTBI BHCCCHBI.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apXxuBa cyaa

(moamuce)

(mata)

(momxHOCTB) (MOAIKCH) (pacuudpoBKa

(pacmudpoBKa MOAMUCH)

[punoxenue Ne 23

K MHCTpYKIIMY 0 MOpsiIKe OpraHu3aiui
KOMILICKTOBAHWUS, XPaHEHUS, yUeTa

Y MCIIOJIb30BAaHUS IOKYMEHTOB
(3TEeKTPOHHBIX JJOKYMEHTOB) B apXUBax
(henepanbHBIX CYA0B OOIIEH IOPHCIUKIINN

CIUCOK U3MEHSIONIHX IOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

(HanMeHOBaHUE Cy/1a)

AKT

Ne

(monnuce) (paciudpoBKa MOAMUCH)

[Ipencenarens cyna

0 HECHUCIIPABUMBIX MOBPCIKACHUAX
APXUBHBIX TOKYMCHTOB

HazBanue u Ne ¢ponna

(mata)

YTBEPXIAIO

B ¢onzne oOHapysKeHBI JOKYMEHTHI, TPU3HAHHBIE HEUCTIPABUMO TTOBPEXKICHHBIMHU:

Ne | Onmes Ne | Enunn 3aroy0BoK Kpaitane | KomamuectBo | Cymuocts 1 | [Ipumeuan
n/n na MOBPEXKAEHHBIX JaThl JINCTOB MPUYHHBL ust
XPaHEH | CIMHAI] XPAHCHISI (6aitr) TTOBPEIKICHUS
ns Ne
1 2 3 4 5 6 7 8




Hroro oOHapy»eHO HEeNCIIPaBUMO HOBPEXKICHHBIX
(undpamu ¥ MPONUCHIO)

€/IMHML] XpaHEeHUs! (ApXUBHBIX JIOKYMEHTOB).

IlepeuncneHHble €MUHUIBI XpaHEHHUS (ApXUBHBIE JOKYMEHTHI) MOJJIEKAT CIIHMCAHUIO
BBUIY:

Okerneptsr <7>:
(HaMMEHOBaHHUE JOJDKHOCTEH SKCIIEPTOB, MOAIIHICH,
pacmudpoBKa IMOAMUCEH, 1aTa)

(Ne u mara mpukasa npejceaaTess cyaa 0 CHITUM HEUCIIPABUMO TOBPEKICHHBIX
ApPXUBHBIX JOKYMEHTOB C Y4eTa)

PaboOTHUK, OTBETCTBEHHLII
3a paboTy apxuBa cyaa

(ToamMch) (pacmudpoBKa MOAITNCH)
(mata)
COTI'JJACOBAHO YTBEPXJIEH <8>
IIpoToKoM SKCIEPTHON KOMUCCHU IIpoTokou sKCEepTHO-NPOBEPOUHOM
cyna KOMHUCCHHU apXUBHOTO YUPEKACHHS
OT n n Ng OT n n Ng

N3menenus B YUYCTHBIC JOKYMEHTBI apXHUBa BHCCCHBI.

PabOTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyzaa
(monuce) (pacum¢poBKa MOMUCH)

(mata)

<7> Ilpu HATMYUHU JOKYMEHTOB, BKJIIOUYEHHBIX B cocTaB ApxuBHOTO (poHma Poccuiickoit deaepanun.

<8> [l JOKyMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOTO (hoHna Poccuiickoit denepaunn.
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K MHCTpyKIIMHY O IOpSAKE OpraHU3aIiH
KOMIUIEKTOBaHUS, XpaHEHUs, yueTa

Y UCIIOJIB30BAHNS JOKYMEHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXUBax
(henepanbHBIX CYZ0B OOIIEH IOPUCIUKIINN

CrucoKk U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenta npu Bepxosnom Cyne PD
01 09.01.2024 Ne 1)

YTBEPXIAIO




(HauMeHoBaHUE Cy/a)

AKT [Ipencenarens cyna
" " Ng

(moamuce) (pacudpoBKa ITOAMTUCH)
MPOBEPKH HATMYHS U COCTOSHHSI
apXUBHBIX JOKYMEHTOB (mara)

Dong Ne
Haszpanue ¢onna

Howmepa onuceit

[TpoBepka MPOBOIMIACH C o

IIpoBepKoO# yCTaHOBIIEHO:

1. YucauTes 1o OmucsAM JIe: €MHUIl XpaHECHHUS.
(Kom4ecTBO)

2. BbIsIBIIEHBI TEXHUUECKHE OMINOKH:

2.1. NmeroTcst TUTEpHBIE HOMEpA:

a) He YYTCHHBIC B HTOTOBOH 3aIicu CIMHUI] XpaHCHHS,
(KoM4ecTBO)
0) He TiepevrciIeHHbIe, HO YYTEHHBIC
B UTOTOBOM 3aIUCH €/IMHMI] XPaHECHHUSL.
(xomm4uecTBO)
2.2. [IponymieHo HOMEPOB:
a) He yYTEeHHBIX B HTOTOBOM 3amucu SIMHUIl XPAHCHHUS,
(kom4ecTBO)
0) HE MEPEYHCICHHBIX, HO YYTCHHBIX
B UTOTOBOW 3aITHCH CIMHUI] XPaHCHHUS.
(konmn4ecTBO)
2.3. Ipyrue, B pe3yabTaTe 4ero 00bemM
YBEIUYWIICS Ha CIVHUI] XPaHCHHUS;
(konmnuuecTBO)
YMEHBIITIICS Ha €IMHUI] XpPaHCHNSI.
(Kom4ecTBO)
3. YucauTcs 1o ONUCSAM B Pe3yJibTaTe
YCTpaHEHHUS TEXHHYECKIX OIMIHOOK SIMHUI] XpaHCHHUS.
(Kom4ecTBO)
4. He okxasanoch B HAJITUYUN €IMHHIL] XpPaHEHUS.
(xonmnuecTBO)
5. Imeercs B Hainu4uu 1o JaHHOMY (GOHIY
(BKITIOYEHHBIX B OTTUCH) €JIMHULl XpaHEHHUS,
(xomnuecTBO)
U3 HUX TPeOyIomuX:
a) ne3uHpexun SIMHUI XPAaHCHHS,
(KOJIMIEeCTBO)
0) De3uHCEeKINH SIVHUI] XpaHCHHUS,
(KOJIMIEeCTBO)
B) pecTaBpaIuu SIMHUI XpaHCHHUS;
(KOJIMIEeCTBO)
T) IeperuieTa Uik NOAIIMBKH SIIMHUI] XPAHCHHUS,
(KOTHI4YeCTBO)
1) BOCCTaHOBJICHHS 3aTYXalOIINX TEKCTOB SIMHUI] XPAHCHHUS,
(KoIHMYecTBO)
€) CHATHS C yUeTa BBUIY HCHUCIIPABUMBIX MTOBPSIKICHUN CIMHUIL
(kom4ecTBO)
XpaHCHHS;

K) TIPOBEICHUS MUTPAIIH

(A7s1 AIMEKTPOHHBIX TOKYMCHTOB

Ha (U3HUYECKU 000COOIICHHBIX HOCUTEISAX ) €MHUL XPaHEHUSI.
(KommuecTBo)




6. IMeeTcs He BKIIIOUEHHBIX B OMHUCHU

CAVHUI] XpaHCHUA.

(KoMM4ecTBo)
7. Utoro no nanHoMy (oHay (BKIIOYEHHBIX M HE BKJIIOUEHHBIX B OIUCH),

HMCIONIUXCA B HATUYNH

€IMHUI] XpaHCHHUS.

(KoJIM4IecTBO)

8. XapaKkTepucTHKa YyCIOBUM X XpaHEHHUS.
OTpuLaTenbHbIE SBICHUS B COCTOSHHU M YCJIOBHAX XPaHEHHS.

IIpoBepky NpOU3BOAUIH:

HaumenoBanue
JIOJDKHOCTER
pabOTHUKOB
(oamMck)

(mata)

(pacmudpoBKa MOAITNCH)
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Kk MHCTpYKIIUY O TIOPSAKE OpraHU3aIuu
KOMIUIEKTOBaHUS, XpaHEHUS, yieTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaX
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUI

Cruncok HU3MCHAIONIUX JOKYMCHTOB

(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosaom Cyne PD

ot 29.05.2024 Ne 124)

(HaMMeHOBaHME CyIa)

AKT

n n Ng

O BBIIAY€ AapXHUBHBIX TOKYMCHTOB BO

BPEMCHHOC I10JIb30BAHUEC

(HaMEeHOBaHHME OpPTraHU3ALIUH)

(TIOYTOBBIH ampec)

OcHoBaHUE




Ilens BEIHAYM JOKYMEHTOB

BI:IZ[aIOTC}I CJICOAYIOINHEC CANHUIIBI XPAaHCHUSA U3 (bOHI[a Ne

(nHa3BaHue)
Ne | Omwmce Enunuia 3aro0BOK €TUHUIIBI KonuuectBo IIpumeyanus
/o Ne xpaHeHus Ne XpaHeHUs nuctoB (6aiT)
1 2 3 4 5 6

Bcero BrigaeTcs

SIMHUI] XpaHSHUS

O0IIMM KOJMYECTBOM JIUCTOB (0aiiT)

Ha CPOK

(1mdpaMu ¥ IPOITUCHIO)

(umdpaMu ¥ MPOIUCHIO)

I[OKyMCHTI:I BBIJIaHBI B

YHOPSA0YEHHOM

COCTOSIHUW, TIOAIIMTHEI, B  OOJOXKKAaX,

IIPOHYMCPOBAHHBIMU JIMCTAMHU U 3aBEPUTCIIbHBIMU HAJATIUCIAMU.

JlOKyMeHTBI BbIIAI:

PaGoTHUK, OTBETCTBEHHBIN 32 paboOTy

apxuBa cyaa

(nara)

(Tonrmck)

Hauanpauk OTACIa ACIOMPOU3BOACTBA

(obwero otaena) cyna

(mara)

Ilomydarenr o00s3yeTcsi HE MNPEAOCTABIATH JIOKYMEHTHI,

(moamuce)

C

(pacmupoBKa MOAIIHCH)

(pactugpoBKa MoaNIICH)

IMOJIy4Y€HHBIE BO BPEMEHHOC

MOJIb30BaHUE, ISl MMPOCMOTPA, MPOCIYIINBAHUS WU WCIOJIB30BaHUS APYTUM OPTaHU3AIUSAM WU
MTOCTOPOHHHM JTUIaM, HE BBIJIaBATh [0 HUM KOITHUM, BHIMMUCOK U CIPABOK, HE MIPOU3BOIUTH U3BATHUS
KaKHX-THO00 4acTeil M3 BBIJAHHBIX JIOKYMEHTOB, HE IyOJHMKOBaTh JIOKYMEHTHI 0€3 pa3pelieHUs




OpraHM3alliy, BBIIABIICH TOKYMEHTHI. [loayyaTens npeaynpexaeH 00 OTBETCTBEHHOCTH 3a yTpaTy
WIM TIOBPEKICHUE BBIIAHHBIX JOKYMEHTOB B COOTBETCTBHH C 3aKOHOJATENHCTBOM Poccuifckoit
denepanyu.

[Momy4dartens 00s3yeTcst BEpHYTh JOKYMEHTHI B apXHB B YKa3aHHBIH B aKTE CPOK.

JlOKyMEHTBI IPUHSLT:

HaumenoBanue JOJDKHOCTH pa60THI/IKa
OpraHu3alunu-1noJIy4aTeiisa

(moamuce) (pactudpoBKa MoaIICH)

(mara)
JloKkyMeHThI criai:

HaumenoBanue JOJDKHOCTH pa6OTHI/IKa
OpraHu3alunu-110J1y4aTeiisa

(moamuce) (pactudpoBKa MoaNIICH)

(nara)
JIOKyMEHTBI PUHSLIT:

PaGoTHUK, OTBETCTBEHHBIN 32 padboTy
apxuBa cyJa

(Tmonrmck) (pacmdpoBKa MOAITACH)

(nara)

[Ipunoxenue Ne 26

Kk MHCTpYKIIUY O TIOPSAKE OpraHU3aIun
KOMIUIEKTOBaHUs, XpaHEHUS, y4eTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepaabHBIX CYIOB OOIIEH FOPUCIUKITUI

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HamMeHoOBaHUE Cy/1a)
[Ipencenarens cyna

n n Ng

KOHBEPTAITUH! JICKTPOHHBIX (mommucek) (pacumdpoBKa MOIIMCH)



APXUBHBIX TOKYMCHTOB

(mata)

B cBs31M ¢ HEBO3MOXKHOCTBIO BOCTIPOM3BEICHHUS, UCTIONB30BAHIS AIEKTPOHHBIX
apXUBHBIX JIOKYMEHTOB B (hopMaTax, B KOTOPHIX OHH OBUIH NPUHSATHI HA apXHBHOE
XpaHEeHHUE, OblIa MpOM3BeIeHa KOHBEPTAIUS:

(maTa win mepuo] BpeMeHH)




3aroJioBoK K Hcxonubie | Mcxonnas | Ucxonueiii | Mcxonueiii | Haumenoran | [lata u Kontponbr | O0wem (B ®dopmar ®.N.0.
TEKCTY, JaTa ¥ | HAUMEHOBAaH | JaTa| |KOHTpOJbHAa| 00beM (B ¢dopmar BpeMs as cymma OaiiTax) ¢aiina paboTHuKa,
PErUCTpPaLluOHH BpeMs s CyMMa ¢ailna | 3JEKTPOHHOT | TOCIIEIHETO (xem- ¢ailna | 3JEKTPOHHO | BBIIIOJHUBII
UIEKTPOHHO | IIOCJIEAHETO (xem- 3JIEKTPOHHO | O IOKYMEHTa | U3MEHEHUsI | CyMMa) | 3JIEKTPOHHO ro ero
JOKyMEHTa W3MEHEHUSI | CyMMa) | 3JEKTPOHHO ro ¢aiina ¢aiina ro JOKYMEHTa | KOHBEPTaLHU
JOKyMEHTa ¢aiina ¢aiina JOKyMEHTa 3JIEKTPOHHO | 3JIEKTPOHHO | JTOKYMEHTa 10
JIEKTPOHHO | 3JIEKTPOHHO | TOKYMEHTa ro ro
TO ro JOKyMEHTa | TOKyMEHTa
JOKyMEHTa | TOKyMEHTa
4 5 7 9 10 11 12 13




I/ICXO,HHI)IG (baﬁHLI QJICKTPOHHBLIX apXUBHBIX JOKYMCHTOB COXpPaHCHBI.

PaboTHHK, OTBETCTBECHHBIN
3a paboTy apxuBa cyaa

(monmuck) (pacimdpoBKa MOIIHCH)

(mara)

[Ipunoxenue Ne 27

Kk MHCTpYKIIUY O TIOPSAKE OpraHU3aIiuu
KOMIIJICKTOBAHUS, XPaHCHUA, YUCTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUN

Crucox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukazor CynedHoro nenapramenTa npu Bepxosuom Cyne PD
o1 09.01.2024 Ne 1, ot 29.05.2024 Ne 124)

KHHUI'A BBIJIAYM EAMHUIL XPAHEHNM S BO BPEMEHHOE ITOJIb3OBAHUE

Hauara

OxoHueHa

CDopMa TUTYJBHOTO JINCTAa KHUTU BbIAa4Yn ACJI

Ne HaumenoBanue Hara Komy Bbigano, ¢ | Jlata Bo3Bpata ITpumeuanus
n/u | (HOMep) BBIAAHHOTO BBIIAYH KaKo¥H IIeITbI0 nena
JIOKYMEHTa
1 2 3 4 5 6
Hroro B roay BbIAAaHO M3 XpaHWIWIIA Ne

(undpamu ¥ MPONUCHIO)
€AVHHUI] XPaHCHHUSL.

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cynaa
(moaHCh) (pacmudpoBKa ITOAITNCH)

(mata)



[Ipunoxenue Ne 28

Kk MHCTpYKIIUY O TIOPSAKE OpraHU3aIiuu
KOMIUICKTOBaHUS, XpaHCHUS, y4eTa

Y HCIIOJIH30BaHUS JIOKYMEHTOB
(2JIEKTPOHHBIX JOKYMEHTOB) B apXHUBax
(henepanbHBIX CyIOB OOIIEH FOPUCTUKITUN

Cnycox U3MEHSIONNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PD

o1 09.01.2024 Ne 1)

(HaMMeHOBaHME CyIa)

JIMCT UCIIOJIb30BAHUA JOKYMEHTOB

Donpg Ne Omuchk Ne Enununa xpanenus Ne
Hara Komy Beigano: | XapakTep UCHOIB30BaHUS Ne [Nonmnuce nuna,
UCIIOJIb30BaH bamunnns, (xomupoBaHUeE, BBIIUCKY, | MCHOJIb30BAHHBIX | MCIIOJIB30BaBILET
ust VMHUINAIIB MPOCMOTP) JIUCTOB 0 JIeNo
(pa3bopunBo)
1 2 3 4 5

[Ipunoxxenune Ne 29

K I/IHCTI)YKI_[I/II/I O IMOpAAKE OpraHru3aliun
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

" HUCIIOJIb30BAHUA JOKYMCHTOB
(3HeKTp0HHBIX )_'[OKYMCHTOB) B apxXuBax

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

o1 09.01.2024 Ne 1)

(enepanbHbIX CYJ0B OOIICH FOPUCAUKIIMN

(HamMeHOBaHUE Cy/Ia)

KAPTA-3AMECTUTEJIb EJVUHNILIBI XPAHEHW



BBIJJAHO

®ong Ne| Ornuch Ne Enununa Komy Jara [Moanuck Jara Tlonmuce
xpaHeHus Ne BBbITaYl BO3BpaTa
1 2 3 4 5 6 7 8
[Ipunoxenue Ne 30
K MHCTpyKIIMHY O IOpSAKE OpraHU3aIun
KOMIUIEKTOBaHUS, XpaHEHUs, y4eTa
Y UCTIOJIH30BAHNSA JOKYMEHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXUBax
(henepanbHBIX CYA0B OOLIECH IOPUCIUKINN
CIucoK U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PD
o1 09.01.2024 Ne 1)
IITAMII
"KOIINA BEPHA" UL BABEPEHHM A COOTBETCTBUM A KOITMM CYJEBHOI'O
AKTA IIOJIMHHUKY

"Komnus BepHa"
HOJINCH CYAbU

HawnmenoBaHMe qODKHOCTH
YIIOJITHOMOYCHHOTO PabOTHHKA armapara
(henepanbHOTO CyJa 00MIEH FOPUCIVKITIH

(monmuck) (MHMALIATB, haMHITHS)

n n 20_ r'

[Ipunoxenue Ne 31

Kk MHCTpYKIIUK O IOPSAKE OpraHU3aIiun
KOMIUIEKTOBaHUS, XpaHEHUs, yieTa

1 HUCIIOJIb30BaHUA JOKYMEHTOB



(2JIEKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepanbHBIX CYZ0B OOIIEH IOPUCIUKIIN

CIUCOK U3MEHSIONIHX IOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

. OBPA3ELl HAKJIEMKU .
C 3ABEPUTEJIBHOU HAAIHCDBIO, UCITOJIb3YEMOU 11PN O®OPMJIEHNN
3ABEPEHHBIX KOITMM CYAEBHBIX AKTOB

HaumenoBanue ¢eaepalbHOrO cyaa ooIiei
IOPUCTUKIINU

IIpoHyMepOBaHO U CKPEIIIEHO
neyaTbio JIUCTOB
MOANKCH

[Ipunoxenue Ne 32

Kk MHCTpYKIIUY O TIOPSAKE OpraHU3aIul
KOMIUIEKTOBaHUs, XpaHEHUS, y4eTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXHBax
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUI

Cnycox U3MEHSIONNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenta npu Bepxosaom Cyne PD
o1 09.01.2024 Ne 1)

IIpencenatento cyna

oT

(®.1.0., mporeccyansHOE TOI0KEHHUE,
JaHHBIC TOKYMEHTa, yIOCTOBEPSIOIIETO
JIMYHOCTH M TIOJTHOMOYHSI)
MIPOXKHBAIOLIETO IO afpecy:

HOMep KOHTaKTHOTo Tenedona:

3asBrenne
0 BbIJ]a4Ye KOMUU CyJeOHOTO aKTa

1. ITpoury BEIIATh MHE KOMUIO(MH) CYACOHBIX aKTOB

(YkazaHUe HAUMECHOBAHHE ¥ PEKBU3UTHI CYACOHOTO aKTa)
10 eIy




oamuce/®.1.0. (pacuudposars):

" " 20_ T.

2. Konmto cyneOHOTO aKTa IOy duI
(®.1.0. 1 moamuck JIHIa, MOTyIUBIIETO
KOIIMIO, JaTa BBIAAYH KOITHH)

3. Bergan
(momxHOCTH, ®.M.0O., noanuces paboTHHKA amnmapara cy/a, BbIJIaBIIEro
cyneOHoe JIeNo, 1aTa)

[punoxenue Ne 33

Kk MHCTpyKLIMM 0 MOpsiAKEe OpraHu3alun
KOMIIJICKTOBAaHU, XPaHCHUA, YUCTa

Y MCIIOJIb30BAaHUS JOKYMEHTOB
(3TEKTPOHHBIX JJOKYMEHTOB) B apXUBax
(benepanabHBIX CyI0B OOIICH IOPUCAUKIINT

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 Ne 1)

IIpencenarento cyna

oT ,
(®.1.0., mporieccyalibHOE TIOJI0KEHHUE,
JTAaHHBIC JOKYMCHTA, YI0CTOBEPSIOICTO

JIUYHOCTH ¥ TIOTHOMOYUSI)

MPOKUBAIOILETO MO aJIpecy:

HOMep KOHTaKTHOTo Teedona:

3asBiieHue
0 BBIJIa¥e KOIHMH ayJHO3aIUCH CyIeOHOTO 3aceqaHus

1. IIpomry BeIZaTh MHE KOMHIO(MH) ayJHO3AIMUCH CYIeOHOTO 3aCeIaHus 110 eIy

Toamuce/®.1.0. (pacuudporars):

" 20_ .

2. DNeKTpOHHBII HOCUTENb HH()OPMALIUK MPUIIAraeTcsl.

3. KOIuio 37eKTPOHHOTO HOCUTEIIS TTOJTYYHIT
(®.1.0. u moAnuch JuIa,
TTOJTYYHBIIETO KOIHUIO, TaTa BBIIAYH
KOIIHH)

4. Beiman
(momxHocTh, ®@.1.0., mognuch pabOTHUKA anmapara Cy/ia, BBIJABIIETO
3JIEKTPOHHBINA HOCHTEIIb, 1aTa)




[Ipunoxenue Ne 34

Kk MHCTpYKIIUM O TIOPSAKE OpraHU3aIiuu
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX IOKYMEHTOB) B apXUBaX
(henepanabHBIX CyIOB OOIIEH FOPUCTUKITUN

Crrcox U3MEHSIONINX JTOKYMEHTOB
(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 Ne 1)

(HanMeHOBaHHE Cya)

Anpecar

(mouTOBBIH ampec, UHAEKC)

(tenedon, dakc)

(ampec 2MeKTPOHHOM MOYTHI)
APXUMBHA CITIPABKA

Ne

(mara)
Ha Ne oT

Tekcr
OcHoBaHue:

IIpencenarens cyna
(MHOE YIIOTHOMOYECHHOE JIHIIO )

(Tmoamuce) (pacmudpoBKa MOAITUCH)
(meyatn)

Hcnonnurens

(bamums, HHUITMABI, HOMEDP TesedoHa)

[punoxenue Ne 35

Kk MHCTpYyKLIMY 0 MOpsiAKe OpraHu3alun
KOMIUJICKTOBAaHU, XPaHCHUA, YUCTa

Y MCIIOJIb30BAaHUS IOKYMEHTOB
(3TEeKTPOHHBIX JJOKYMEHTOB) B apXUBax
(enepanbHBIX CYZ0B OOIIEH IOPHCIUKIINN



CIucoK U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosnom Cyne PO

o1 09.01.2024 Ne 1)

(HaMMeHOBaHME Cy1a)

XKXYPHAIJI
PETHCTpalii BBIJAHHBIX KOIUi, BEIIMCOK, JOKYMEHTOB

No ABTOp Hata n Conepxa | Haszsanue Hata n Pacrcka | [Ipumeu
/i 3ampoca, | perucTpanuoH HUE BBIAHHOTO | PETUCTPAITHO B aHUs

HUCXOISAIINN HBIA HOMEp | 3ampoca | JOKyMEHTa | HHbIA HOMEp |OJIy4YeHUU

HOMep, J1aTa, 3ampoca (xorms, BBIIaHHOTO | WJIH JaTa

azpec, HoMep BBITIHICKA, JIOKYMEHTa | OTIPaBKH

TenedoHa CIIpaBKa "
Apyroe)
1 2 3 4 5 6 7 8

[Ipunoxenue Ne 36

K MHCTpyKIIMK 0 NOpsSIAKE OpraHU3aluu
KOMIUIEKTOBaHUs, XpaHEHUS, y4eTa

Y UCTIOJIb30BAHUS JJOKYMEHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXUBax
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUI

CIuCcoK U3MEHSIOUINX JOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenta npu Bepxosaom Cyne PD
o1 09.01.2024 Ne 1)

(HaMeHOBaHHE Cya)

KAPTOUKA ITOCTEJIJIAXKHOI'O
TOIIOI'PAOHMYECKOI'O YKA3ATEJIA

CTEJIJIAXK Ne

APXVNBOXPAHUJIUIIE Ne

IIxad Ne

TTomxa Ne

dong Ne

Omuce Ne

Enunun xpanenus ITpumevanus




c Ne

o Ne

[Ipunoxenue Ne 37

K MHCTpYKIIUY O TIOPSAKE OpraHU3aIul
KOMIUIEKTOBaHUS, XpaHEHUS, y4eTa

1 HUCIIOJIb30BaHUA JOKYMCHTOB
(2MEKTPOHHBIX TOKYMEHTOB) B apXUBax
(henepaabHBIX CYIOB OOIIEH FOPUCTUKITUI

Cnycox U3MEHSIONMNX T0KyMEHTOB
(8 pen. [Ipukaza CynebHoro nemapramenta npu Bepxosaom Cyne PD
o1 09.01.2024 Ne 1)

(HaMeHOBaHHE Cya)

KAPTOUYKA [TO®OHAOBOI'O
TOIIOTPAOUYECKOI'O YKA3ATEJIA

OOHI Ne APXVNBOXPAHUJIUIIE Ne

Hazsanue dhonga

Omck Enuaun xpanenus Cremnax Ne | Ilxad Ne | Ilomka Ne | Ilpumeuanus
No c Ne
o Ne




[Ipunoxxenune Ne 38

Kk MHCTpyKLIMY 0 MOpsiAKe OpraHu3alun
KOMIUIEKTOBaHHUS, XpaHEHHS, yueTa

Y HCTIOJIb30BAaHMS IOKYMEHTOB
(3TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(enepanbHBIX CYZ0B OOIIEH IOPUCIUKIINN

Cruncok HU3MCHAIONIUX JOKYMCHTOB

(B pen. IIpukasa CynebHoro aemnapramenta npu BepxoBaom Cyne PO

0T 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHHE Cya)

AKT IIpencenarens cyna
"o Ne
(moanuck) (pacmmgpoBKa MOAMKCH)
npueMa-repeaun apXuBHbBIX
JIOKYMEHTOB CyJia Ipu (mata)
CMeHe IpezceaTelis cyaa

Hazpanue u Ne ¢ponma <9>

B cootBercTBHM ¢ TpUKa30M Ne

nepeaani,

(®.1.0. nepenatomiero) (®.1.0. npuHIMAarOIIero)
MPUHSUT B MPHUCYTCTBUU KOMHCCHH, 00Pa30BaHHON HA OCHOBAHWH JAHHOTO MMPUKa3a,
JIOKyMEHTBI apXHBa 3a

(roms)
U CTIPaBOYHBIN ammapar K HUM



Ne /i1 HasBanue, Homep onucu nen, KomnnuectBo KomnnuectBo [Ipumeuanus
JIOKYMEHTOB AK3EMIUISIPOB OIUCH €JIMHHIT
JIeJ1, TOKYMEHTOB XpaHCHUS
1 2 3 4 5




Uroro mpunsto €IMHML XPaHECHUsI, B TOM YHCIIC:
(undpamu 1 NPONUCHIO)

Ha OyMa)KHOM HOCHTEIe €IMHHAL] XPaHECHUS,
(dpaMu 1 IPOTHCHIO)
3JIEKTPOHHBIX €AVHHMI] XPaHCHUS,
(1mdpamMu ¥ IPOTTUCHIO)
u onucei B SK3EMIUIApax.
(mrhpaMu 1 IPOTTUCHIO) (mrhpaMu 1 IPOTTUCHIO)

CocTosiHHE JJOKYMEHTOB M ONHUCEH:
(obmrast xapakTepUCTHKA COCTOSIHU)

OHOBPEMEHHO MEePeIar0TCs
(Bun(BI) U COCTAaB CIIPAaBOYHOTO amIapara, ero 00beMBI
W COCTOSTHHE)

CocTosiHME TOMEILIEHUH apXuBa
(oOmrast xapaKTepUCTHUKA COCTOSIHHSI)

Hanuawe u coctosiHre 000pyI0BaHUS U HHBEHTAPS
(oOmrast xapakTepuCTHKA

COCTOSTHHS)
Ilepenan:
(bamwnmst, uHUIMATBI)  (TTOAIHCH) (mata)
TIpunsin:
(bamwunmst, uHUIMATBI)  (TTOJITHCH) (mara)
[Ipencenarens KOMHUCCHU:
(pamunus, nHUIMANED)  (TIOJIHNCH) (mara)
UiieHbl KOMHCCUM:
(pammms, maUIHANE])  (TIOATIHCH) (mara)

<9> Tlpu mepenmaue IByX W Oojiee apXUBHBIX (OHIOB TaOIMUHAs YaCTh aKTa Pa3JENACTCS Ha
Ho/Ipa3leibl, COOTBETCTBYIOIIME (DOHIAM, Ha3BaHUS MOJPA3CIOB COOTBETCTBYIOT HOMEpPY U
HAUMCHOBAHUIO (DOH/IOB.
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