YTBEPXJEHO
MIPUKA30M TIpeiceaTes
benosepckoro paitoHHOrO cyna

Boioroackoi o0iactu
ot 08.12.2022 Ne 51/01-10

Iopsaaok BbIZa4YU HAXOAALIUXCHA B apxuBe besio3epckoro panoHHoro cyaa BoJsoroackou
00J1acTH CyAe0HBIX e (MHbIX MAaTEPHAJIOB) ISl 03HAKOMJICHHUSA

1. [Topsaok BeIAaun HaxosAuuxcs B apxuBe benozepckoro paitonHoro cyaa Bonoroackoit
obnacT cyAeOHBIX Jie] (MHBIX MAaTepUaIOB) JUIsl O3HAKOMIICHHUS JIMIIaM, YYacTBYIOLIUM B Jele,
WX TMPEACTaBUTENAM, a TaKKe€ MHBIM JIMIIaM pa3paboTaH ¢ ydeToM riaBel 14 MHCTpyKuIuU 1O
CyIeOHOMY JI€JIOTIPOM3BOJCTBY B pallOHHOM cyze, yTBep:kaeHHoM mpukazoM CyneOHOro
nenapramenta npu BepxoBHoMm Cyne Poccuiickoit @enepannu ot 29.04.2003 Ne 36, rmassr 11
NucTpykimu 0 TOpSAKE OpraHU3allid KOMIUIEKTOBAHMS, XPAaHEHUS, yueTa M HCIOJIb30BaHUS
JOKYMEHTOB (JIEKTPOHHBIX IOKYMEHTOB) B apXuBax (eJepalbHbIX CY/IOB OOIIeH FOPUCTUKIINH,
yTBep)kaeHHoM mpukazoM CyxneOHoro nenapramenta npu Bepxosnom Cyne Poccuiickoit
®enepanun ot 19.03.2019 Ne 56.

2. OzHakoMJIeHHE C MaTepuaiamM JieJ, HaxOIAIUXCs Ha XPaHEHUH B apXHBe
benozepckoro paiionHoro cyna Bomoroackoit o0061acTH, OCYIIECTBISIETCS Ha OCHOBAaHUU
MUCBMEHHOTO 3asBJIEHUS, HA KOTOPOM CYJbs, B POU3BOACTBE KOTOPOr0 HAXOAMUIIOCH CyJeOHOe
JeN0, a MpH €ro OTCYTCTBHM - TMpeacefaTenb cyaa (MM €ro 3aMecTUTeNb) JIMOO HHOe
YIOJHOMOYEHHOE MM JIMIO JAEJIAeT COOTBETCTBYIOIIYID OTMETKY O MOPYYEHHH OTBETCTBEHHOTO
paboTHUKA amnmapaTa cyJa 03HaKOMUTh ¢ MaTepraliaMu Jiena. JlanHoe 3asBJIeHUe OIIINBAETCS B
7IeJ10, a B CITy4yae MpeabsBICHUS TOBEPEHHOCTH K JIeTy IpHUOOIIaeTcs Takke ee KOMHsL.

Cpoku BblAauu CyneOHBIX J1ed (MHBIX MaTepuaioB) Ui O3HAKOMJICHUS YCTaHABIMBAeT
npejceaaTelpb cyaa.

3. O3nakomiieHHE C JenamMu (MHBIMH MaTepuaiamMH) MPOU3BOAUTCS B CIELUAIbLHOM
MOMEUICHUH CyJla B IMPUCYTCTBUU PAaOOTHUKA apXuBa CyJa B YCIOBHUSX, KOTOPbIE HCKIIOYAIOT
U3BATHE, TIOBPEXKICHNE, YHUUTOKEHUE MaTEPUAJIOB €N, a TAK)KE BHECEHNE B HUX UCIPABIICHUN
U JIONIMCOK, Tiepejavyy UxX Ipyromy JHILy.

OO0 03HAaKOMJIEHMHM C JI€JIOM JIEJaeTCsl OTMETKA B JINCTE MCIOJIb30BaHUs JOKYMEHTOB. [Ipu
OTKa3e JHIA, O3HAKOMMBILIETOCS C JEJIOM, OT TOAINHKCH, 3alHCh 00 O3HAKOMIICHHH C JEJIOM
MIPOU3BOJIUTCS PAOOTHUKOM apXuBa CyJa.

4. Briiaya konuil JOKYMEHTOB U3 CyJeOHOTO JieNia, HaXOSIIerocsl B apXuBe CyJia, JHUIaM,
YYacCTBYIOIIUM B JI€Ni€, IPOU3BOANUTCA 110 UX NMHCbMEHHOMY 3asBJICHUIO C pa3pelIeHUs CYAbH, B
IIPOM3BOJICTBE KOTOPOI'O HAXOIWJIOCh €0, WIM Mmpeacenarens cyaa (yrnoJIHOMOYEHHOIO UM
nuna). Beigaya Takux komuii U3 cyneOHOro Jena MHBIM JIMIAM U OpraHu3alusM MPOU3BOAUTCS
pabOTHUKOM apXvBa Cy/a MO MUCbMEHHOMY 3aIllpOCy HJIM 3asBJICHUI0 HA OCHOBAHUU PE30JIIOINU
npeacenaTens cyjJa WIM YINOJHOMOYEHHOIO MM JIMIA, O 4YEM JIEJAeTCsl COOTBETCTBYIOLIAS
OTMETKa B JKypHaJie peTUCTPALIUU BBIIAHHBIX KOIMH, BEITUCOK, TOKYMEHTOB.

5. Konuu 3ampaiinBaeMbix CyIeOHBIX aKTOB M3TOTABIMBAIOTCS paOOTHUKOM apXHBa cyia
B CPOK He 0OoJiee TpuALaTH pabouux JHEW CO JTHA MOCTYIJIEHUS] COOTBETCTBYIOLIETO 3asBJICHUSI.

6. 3roToBiieHHbIE, HO HE MOJIYYEHHBIE 3aIBUTENIEM KOIIUU CYA€OHBIX aKTOB, NMCbMEHHBIX
CIPaBOK MepeaaroTcs AJig OTIPABKH MO MOYTE.

Jlumo, mony4YMBIIEEe KOMUIO CyAeOHOro akTa, JODKHO HAmHMcaTh COOTBETCTBYIOIIYIO



pacnucky. B cimydae HampaBieHUS KONMU JIOKYMEHTa MO MOYTE B JENO MOJUIMBACTCS KOIHUS
COMPOBOJIUTEIBHOTO MMUChMA C HCXOIAIIUM HOMepoM U jaroil. Takxke nemarorcs
COOTBETCTBYIOIINE OTMETKH B JINCTE MUCIIOIH30BAHUS JJOKYMEHTOB.

7. Komuu cyneOHBIX aKTOB MOTYT OBITh BBIJAHBI (HANpaBJICHbI) WHBIM JIHIAM, YbH
WHTEPECHl  HEMOCPEJICTBEHHO  3aTparuBaloOTCs  CyJNEOHBIM  aKTOM, C  pa3pelieHus
MIPECeIaTeIbCTBYIOMIETO CYABH WM Tpenceaarens cyaa (B ciydae OTCYTCTBHS - 3aMECTUTEIsS
npeacenaTens cyaa) Mo MUCbMEHHOMY 3asiBICHHIO, B KOTOPOM TOJDKHO OBITH yKa3aHO, KaKue
MpaBa WM 3aKOHHbBIE HHTEPECHI 3TOTO JIMIA HAPYIIEHBI STUMU CYJeOHBIMU aKTaAMH.

8. IloBTOopHas BbIaya KOMUU CYNEOHBIX aKTOB (PEIICHM, ONpeaesieHuid, MPUTOBOPOB,
MOCTAHOBJICHU) JTUIIaM, yJacCTBYIOIIUM B JIeJie, MX MPEACTABUTENSAM, a TaKKe JPYTUM JIHIIAM,
9YbH HMHTEPECHl HETOCPEICTBEHHO 3aTParuBalOTCs CYNEOHBIM aKTOM, OCYHIECTBIISETCS MO HX
MMCbMEHHOMY MOTHBHUPOBAHHOMY 3asIBJICHUIO.

9. llomnwHHBIE MOKYMEHTHI W3 CyNEOHBIX el (MHBIX MaTepHuaioB) W WX HaAJICKAIIHM
0o0pa3oM 3aBEpEeHHBIC KOMHH, NPEJCTaBICHHBIC YYaCTHUKAMHU CYIOIMPOM3BOACTBA (JIHIIAMHU,
YyUYacTBYIOIIUMU B JIelie), a TaKKe CIPaBKU IO JejiaM BBIIAIOTCS UM paOOTHUKAMHU apXuBa Cyja
Ha OCHOBAHMH MX MHMCHMEHHOTO 3asIBICHUSI; APYTUM CyJaM, OpraHaM JO3HAHUS U CIEJCTBUA - Ha
OCHOBaHMH MOTHUBHUPOBAaHHOTO 3ampoca W (WIM) WHBIX HEOOXOAMMBIX JIOKYMEHTOB,
IIPEAYCMOTPEHHBIX 3aKOHOAaTenbCcTBOM Poccuiickoit denepannu. Ha 3asBnennn nnm 3ampoce o
BbIIaue MOJUIMHHBIX JOKYMEHTOB U3 CyIeOHOTr0 Jiena MPOCTaBISETCsl pa3pearonias pe3otonus
npeaceaaTens cyaa (3aMecTUTeNs mpeiceiaTelis Cyaa).

10. B3aMeH BbIIaHHOTO TOJTMHHKKA K ATy MPUOOIIaeTCss €ro KOMus, 3aBEPeHHAs CyIbei
1 TepOOoBOI TIeYaThio Ccy/a.

11. IIpu Bblgave MNOJIMHHUKOB JOKYMEHTOB M3 CYAEOHOTrO JieJla Ha HMX 3aBEPEHHBIX
KOTMSIX JTOJDKHBI YKa3bIBaThCS (haMWIIHs, MMs, OTYECTBO JIMIA, MOJYYUBIIETO AOKYMEHT, €ro
MpOIeCCYaIbHOE TIOJIOKEHUE TI0 ey, JaHHBIE JTOKYMEHTa, YAOCTOBEPSIONIETO JIHYHOCTh. B
MOJIYYCHUU JIOKYMEHTA 3TO JIMIIO JIOJDKHO PAaCHHCAaThCsl U MPOCTaBUTh AATy monydeHus. Jluro,
BBIJIaBIIIeE JIOKYMEHT, TOJDKHO YKa3aTh CBOIO (DaAMUIIHIO, TOJDKHOCTD M TIOCTaBUTh MOAMKCH. [Ipn
MPEIBSIBICHUH TOBEPEHHOCTH HEOOXOIMMO CHATH C Hee KOIHIO M MOAIINTH B JEIIO.

12. JIokyMeHTbI, HA OCHOBAaHMHM KOTOPBIX W3 CyAEOHOrO Jena BbIAaHbl MOJJIWHHUKH, a
TaKkK€ HMX 3aBEPEHHBbIC KOMHH TMOJIIMBAIOTCS B JeN0. B ciydae HampaBlieHUs MOTMHHOTO
JOKYMEHTA 3aKa3HOW MOYTOH B J€JI0 TAKXKE MOAIINBACTCS KOMHS COMPOBOJUTEIHLHOTO MHChMa C
HCXO/IAIIUM HOMEPOM H JaTOM.

13. Ilo nmuchbMeHHBIM TPEOOBAHUSM OPTAHOB, KOTOPHIM 3aKOHOM MPEIOCTABJIICHO IMPAaBO
UCTpeOOBaHUs JeNia, U HA OCHOBAaHHWH PACIIOPSDKEHUS TpecenaTelNs Cyaa WiId €ro 3aMECTHTEIs
CyZecOHBIC JieNia HAPaBIISIFOTCS. UM B TPEXTHEBHBINA CPOK.



