CYAEBHbIA AENAPTAMEHT NMPU BEPXOBHOM CYAE
POCCUNCKOWN EAEPALIUN

MPUKA3
ot 19 mapTta 2019 r. N 56

Ob YTBEPKAEHUN MHCTPYKLUUN
O NOPAAKE OPFTAHM3ALNN KOMNNEKTOBAHUA, XPAHEHUA, YYETA
M UCNONb3OBAHUA AOKYMEHTOB (3/IEKTPOHHbIX JOKYMEHTOB)
B APXUBAX ®EAEPA/IbHbIX CYA,0B OBLLEN FOPUCOAUKLMUN

CNMCOK M3MEHAILWMX LOKYMEHTOB
(8 pea. Mpukasos CyaebHoro aAenaprameHTa npu BepxosHom Cyae PO
ot 16.07.2019 N 147, o1 14.06.2022 N 97, o1 09.01.2024 N 1,
0T 29.05.2024 N 124)

B cootBetctBUM c PepepanbHbiM 3aKOHOM OT 8 sHBapa 1998 r. N 7-®3 "O CypebHom
aenaptameHTe npu BepxosHom Cyae Poccuiickoit Pepepaunn’ npukasbiBato:

1. YTBepauTb npunaraemyto MHCTPYKUMIO O NOpAAKE OpraHM3auMnu KOMMIEKTOBAHWUA, XPaHEHMUSA,
yyeTa W WCMOJIb30BAHUA [AOKYMEHTOB (3/IEKTPOHHbIX AOKYMEHTOB) B apxmBax denepanbHbIX CyaoB
obLuei topucankuum (panee - UHCTpyKumsa).

2. Mpeacepatenssm KacCalUMOHHbIX CYA0B OOLWEN pUCAUKLUKM, anennsunMoHHbIX cyaoB obuiei
IOPUCOMKLMM, BEpXOBHbIX CyAOB pecnybauK, KpaeBbiX M 061aCTHbIX Cy40B, CYAOB ropoAos
dbenepanbHOro 3Ha4eHuA, Cy0B aBTOHOMHOM 061aCcTU 1 aBTOHOMHbIX OKPYroB, PalioOHHbIX, TOPOACKUX U
MeXpPaloHHbIX CY/[10B OpraHn30BaTb M3yYeHne Ha3BaHHOW MIHCTPYKLMM U obecneyntb ee npuMeHeHue B
npaKTUYeCcKon AeATeIbHOCTH.

3. MNpu3HaTb YTPaATUBLLMMU CUANY:

npukas CyaebHoro genaptameHTa npu BepxosHom Cyge Poccuiickon Pepepaumm ot 28 aekabps
2005 r. N 157 "O6 ytBepaeHnn NHCTpyKuMM 0 nopsake otbopa Ha XpaHeHue B apxmB dpenepanbHbix
CYy40B 06LLEeN PUCANKLNN LOKYMEHTOB, UX KOMIMIEKTOBAHMSA, yYeTa U UCNO/Ib30BaHMA";

npukas CygebHoro aenaptameHTa npu BepxoBHom Cyge Poccuitckoit ®Pepepaunn ot 28 aBrycra
2007 r. N 102 "O BHeceHUM M3MeHeHMI B MHCTpyKUMIO O nopaaKke oTbopa Ha XpaHeHWe B apxuB
depepanbHbIX Cya0B 06LWEN OPUCANKLNN AOKYMEHTOB, UX KOMMNAEKTOBAHMA, yYeTa U UCNO/Ib30BaHUA";

npukas CyaebHoro aenaprameHTta npu BepxosHom Cyae Poccuiickoit depepaumnn ot 22 aekabps
2011 r. N 234 "O BHeceHUM M3MeHeHMI B MHCTpyKUMIO O nopaake oTbopa Ha XpaHeHWe B apxuB
depepanbHbIX Cya0B 06LWEN OPUCANKLAN AOKYMEHTOB, MX KOMMIEKTOBAHMA, yYeTa U UCMNO/Ib30BaHUA";

npukas CyaebHoro agenaptameHTa npu BepxosHom Cyage Poccuiickon Pepepaunn ot 27 aekabps
2012 r. N 246 "O BHECEHUWN U3MEHEHWNIT N AONONHEHWNI B MHCTPYKLMIO O nopAgKe oTbopa Ha XpaHeHue B
apxuB denepanbHbIX CyAoB OOWEN OPUCANKUUN [OKYMEHTOB, WX KOMMNIEKTOBAHWA, y4yeTa MU
MCNonb3oBaHUA";

npukas CyaebHoro genaptameHTa npu BepxosHom Cyge Poccuiickon Pepepaumn ot 30 aekabps
2013 r. N 265 "O BHeceHUMN U3MEHEHWNI N AONONHEHWUI B MHCTPYKLMIO O NopAaKe oTOopa Ha XpaHeHue B
apxuB denepanbHbIX CynoB OOWEN OPUCANKUMN [OKYMEHTOB, WX KOMMJIEKTOBAHWA, Yy4YeTa MU
MCNoNb30BaHuA".
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leHepanbHbI AUPEKTOP
A.B.I'YCEB

YTBepKaeHa

npukasom CyaebHoro aenaptameHTa
npu BepxosHom Cyae

Poccuitckoit egepaumm

o1 19 mapta 2019 r. N 56

MHCTPYKLUMNA
O NOPAAKE OPFTAHM3ALUN KOMNNEKTOBAHUA, XPAHEHUA, YYETA
M UCNONb3OBAHUA AOKYMEHTOB (3/IEKTPOHHbIX JOKYMEHTOB)
B APXUBAX ®EAEPA/IbHbIX CYA,0B OBLUEN FOPUCAUKLMUN

CnNMCOK U3MeEHALWMX AOKYMEHTOB
(8 pea. Mpukasos CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
o1 16.07.2019 N 147, o1 14.06.2022 N 97, 01 09.01.2024 N 1,
0T 29.05.2024 N 124)

1. O6bwue NoNoXKeHnsa

1.1. NHCTpYKLMA O nopAdKe OpraHU3aLny KOMMNAEKTOBAHUA, XPaHeHWA, yyeTa U UCMOo1b30BaHUA
OOKYMEHTOB (3/1EKTPOHHbIX JOKYMEHTOB) B apxmBax ¢enepanbHbiX CyaoB obuiei opucankumnmn (ganee -
MHCTPYKUMA) ABNSETCA HOPMATUBHbIM aKTOM, [Pa3paboTaHHbIM Ha OCHOBaHMM deaepanbHbIX
KOHCTUTYLIMOHHbIX 3aKoHOB OT 31 gekabpsa 1996 r. N 1-®K3 "O cyaebHol cucteme Poccuintckol
depepaunn’, ot 7 pespansa 2011 r. N 1-OdK3 "O cygax obuielt topucgmkumm B Poccuiickoin Pepepaumn’,
denepanbHbix 3aKkoHOB OT 8 AHBapA 1998 r. N 7-®3 "O CynebHom aenaptameHTe npu BepxosHom Cyge
Poccuiickolt ®epepaumnn”, oT 29 pgekabpa 2015 r. N 382-d3 "O6 apbutpaxke (TpeTeirckom
pasbupaTenncrse) B Poccuiickoit degepauun’, ot 22 oktabps 2004 r. N 125-$3 "O6 apxuBHOM aene B
Poccuitckoit Pepepaumn”, NMpaBun opraHN3aLMn XpaHEHUA, KOMMNJIEKTOBAHMA, y4eTa U UCMNOb30BaHUA
OOKymeHToB ApxuBHOro ¢oHaa Poccuiickoit depepaumm M APYrMX apXMBHbLIX AOKYMEHTOB B
roCy4apCTBEHHbIX OpPraHax, OpraHax MeCTHOrO CaMOyMpaBAEHUA W OpPraHU3auMAX, YTBEPXKLEHHbIX
npukasom deaepanbHOro apxmeHoro areHtctea ot 31 mona 2023 r. N 77 (panee - Mpasuna N 77),
MHCTpYKUMM no cyaebHOMy [enonpousBoACTBY B PAaMOHHOM  cyde, YTBEP)KAEHHOM MNpPUKA3oMm
CynebHoro genaptameHTa npu BepxosBHom Cyae Poccuiickolt degepauunm ot 29 anpena 2003 r. N 36
(manee - WHctpykuma N 36), UHCTpyKumm no cypsebHomy AenonpousBoAcCTBY B BEPXOBHbIX CyAaX
pecnybauK, KpaeBbix M 06NACTHbIX CyAax, cyAax roponos ¢enepasbHOro 3HaYeHUs, Cyaax aBTOHOMHOWM
061aCTV 1 aBTOHOMHbIX OKPYroB, yTBEpPXKAEeHHOMN npukaszom CyaebHoro aenaptameHTa npu BepxosHom
Cyne Poccuiickoii ®enepaumm ot 15 aekabpsa 2004 r. N 161 (panee - UHcTpyKkuma N 161), MHCTpyKkumm
no cynebHomy [enonpousBOACTBY B KACCALMOHHBIX Cydax OOLWEN pUCAUKUMKN, YTBEPMKAEHHOM
npukasom CygebHoro genaptameHTa npu BepxosHom Cyge Poccuinckoit Pepepaunm ot 1 oktabpa 2019
r. N 224 (panee - UHcTpykuma N 224), UHCTpyKumum no cygebHomy AenonponsBoacTBY B anenAaLuMOHHbIX
cynax obuiei lopucamKumMm, yTBepKAEHHOW NpuKasom CyaebHoro agenaptameHTa npu BepxosHom Cyae
Poccuiickolt depepaumm oT 1 oktabpsa 2019 r. N 225 (ganee - WHcTpykuma N 225), n apyrux
HOPMaTUBHbIX NPABOBbIX AKTOB.

(8 pea. MNpukasos CynebHoro aenapTtameHTa npu BepxosHom Cyae PP ot 14.06.2022 N 97, ot
09.01.2024 N 1)
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1.2. Hacrosawas NHCcTpyKkumMa paspaboTaHa B Lensax obecneyeHns eanHOro nopsaKa opraHusaumm
KOMMN/IIEKTOBAHMA, XpPaHEHUs, ydyeTa U WCNONb30BaHUA [AOKYMEHTOB (3/1€KTPOHHbLIX AOKYMEHTOB)
KaccaluMOHHbIX CyaoB 0bulei pUCaAnKUMU, anennsuMoHHbIX Cy0B ObLLIENH IOPUCANKLNN, BEPXOBHbIX
cyaoB pecnybanK, Kpaesbix M 06/1aCTHbIX CyAoB, CYAOB ropofoB deaepanbHOro 3HayeHud, Ccyaos
aBTOHOMHOW 06/1aCTU M aBTOHOMHbIX OKPYroB, PaOHHbIX, TOPOACKUX N MeXKPaloHHbIX cyoB (aanee -
CyAbl, cya), a TaK:Ke onpeaenseT npasuna:

COCTaB/IEHMA HOMEHKATYPbI AeN Cyaa;

COCTaB/ieHMA onucel aen (onucei aNeKTPOHHbIX gen <1>) cyaa, cyaebHbix Konnerui, cyaebHbix
COCTaBOB, CTPYKTYPHbIX NoApasaeeHuit cyaa;

<1> INeKTPOHHOE AEeN0 - 3/IEKTPOHHbIN AOKYMEHT UM COBOKYMHOCTb 3/1€KTPOHHbIX AOKYMEHTOB U
MeTaZaHHbIX K HUM, CGOPMUPOBAHHbIE B COOTBETCTBUN C HOMEHKNATYPOM Ae.
(cHocKa B pea. Mpukasa CyaebHoro aenapTameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

npoBeaeHNa 3KCNepTU3bl LEHHOCTU AOKYMEHTOB U paboTbl SKCNEPTHOM KOMUCCUU CYAa;
odopmieHUns cyaebHbIX AeN U UHbIX AOKYMEHTOB K NOC/AeAyoWwemMy XpaHeHUIO B apXMBe Cyaa;
nepeaaun aen (3NeKTPOHHbIX AeN) B apXMB CyAa;

oTb0pa IOKYMEHTOB Ha YHUUYTOMKEHUE;
(8 pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

BeAEeHUA y4yeTa apXUBHbIX Aen <2>;

<2> ApxvBHOe Aeno (apxmBHbIA AOKYMEHT) - 0pOpPM/IEHHOE B COOTBETCTBUM C TpeboBaHMUAMM
HacToAwen WHcTpykumn pgeno (cyaebHoe aeno, npousBoACTBO, MaTtepuan, Aeno obuero
AeNonponsBoACTBa, A0 NO IMYHOMY COCTaBY M APYrne AOKYMEHTbI cyaa), nepesaHHoe Ha XpaHeHWe B
apXuB cyZa, B TOM YMCNe B INEKTPOHHOMN dopme.

NPOBEPKMN HAMUUA N COCTOAHUA aPXMBHbIX AeN;
OpraH13auMmM UCNOAb30BaHUA apXMBHbIX AeN;

obecneyeHns COXPaHHOCTU apXMUBHbIX AeN;

nepegayn apxmBHbIX 4eN Ha XpaHeHUe B rocy4apCTBEHHbIN apXmB.

1.3. 3agaun M  OYHKUMKM apxMBa Cyha ONPedensloTcd  MNOJIOXMEHMEM, YTBEPKAAEMbIM
npeaceaartenem cyaa.

1.4. Npukasom (pacnopsaxkeHrem) npeacenatens cyaa HasHavatoTcA PaboTHUKM, OTBETCTBEHHbIE
3a paboTy apxuBa cyaa.

1.5. Oeiicteme HacTosAwen MHCTPYKLMM He pacnpoCTPaHAETC Ha OpraHM3aumio KOMMIEKTOBaHWS,
XpaHeHWs, Yy4yeTa W  WUCMNO/Nb30BaHWA LOKYMEHTOB, COZEP)Kalux CBeAeHWsA, COCTaBastolme
rocyAapCTBEHHYO TalHy.

1.6. CornacoBaHve (yTBepXkAeHWUEe) HOMEHKNATYpbl Aen cyda, onuceil aen, AOKYMEHTOB cyaa
(nanee - onucb Aen), onuceil 3NEKTPOHHbLIX AOKYMEHTOB M APYrMX [AOKYMEHTOB C 3KCMEPTHO-
NPOBEpPOYHOI Kommuccuen deaepanbHOro rocyapcTBEHHOTO apxueBa WAM YNOAHOMOYEHHOrO opraHa
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NCNONHUTENbHON BNacTU cybbeKkTa Poccuiickoinn ®epepaumm B obnactu apxusHoro aena (ganee - IMK
AapPXMBHOIO YYpeXKAeHUs) OCYLLEeCTBAAETCA CYAaMM, BbICTYNAOWMMMU MUCTOYHMKAMMU KOMMIEKTOBAHUS
rocyapCTBEHHbIX apPXMBOB, /MO0 NPU  Ha/MYMM  COOTBETCTBYIOLLErO [OrOBOPa C  APXMBHbLIM
yupexgeHmem.

Cyapl, He BbICTynatowmMe MCTOYHMKAMM KOMMNEKTOBAHWA FOCYyAapCTBEHHOIO apxmea, AnMbo npwu
OTCYTCTBUM COOTBETCTBYIOLLErO AOrOBOPA C aPXUBHbIM YyYpeXKAEHMEM YTBEPKAAOT HOMEHKIATYPY Aen
cyfa, onucu aen n gpyrue 4OKYMeHTbl CyAa CAaMOCTOATE/IbHO.

(n. 1.6 B pea. MNpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP o1 09.01.2024 N 1)

1.7. NopAJoK OpraHn3aunn KOMMNAEKTOBaHMA, XpPaHEeHUA, y4yeTa U MCNOJIb30BaHUA OOKYMEHTOB
OKPYHbIX (GNOTCKMX) BOEHHbIX CYA0B, FAPHU30HHbIX BOEHHbIX CYA0B ONpPeaenseTcs B COOTBETCTBUN C
MHCTpyKUMEl no [enonpousBOACTBY B BOEHHbIX CyAadx, YTBepKAeHHOM npukasom CyaebHoro
AenapTameHTa npu BepxosHom Cyae Poccuitckoit ®egepaumm ot 9 okTabpsa 2014 r. N 219.

1.8. Mpn HaNNYMUU TEXHUYECKOIN BO3MOMKHOCTU GOPMUPYIOTCA SNEKTPOHHbIE Aena. OpraHusaums
KOMMNNEKTOBAHUA, XpPaHeHUA, ydyeTa U WUCMNOZIb30BaHUA ISNEKTPOHHbLIX Aen U OJOKYMEHTOB CyadoB
OCYLLLECTBAIAETCA B COOTBETCTBMU C TpeboBaHMAMM HacToALwen MHCTpyKLMK.

1.9. MoctynneHue B peaepanbHble Cyabl 06LLEN HOPUCONKLUN LOKYMEHTOB B 3/1IEKTPOHHOM BUAE B
cooTBeTCTBUM C TpeboBaHuamM [lopagka nogaum B denepanbHble cyabl 06LWEN OPUCOUKUNK
OOKYMEHTOB B 3/1IEKTPOHHOM BUAE, B TOM 4ncsie B popmMe 3/IeKTPOHHOIO AOKYMEHTA, YTBEPKAEHHOIO
npukasom CynebHoro genaptameHTa npu BepxosHom Cyae Poccuiickolt ®epepaumn oT 27 aekabpa
2016 r. N 251, He BneyeT 0653aTeIbHOCTU GOPMUPOBAHUA SNEKTPOHHOrO Aena.

1.10. KomnneKtoBaHue, XpaHeHune, y4eT 1 NCnosib3oBaHUe DELIJeHVIﬁ N maTtepmnanos, NOCTyNMBLLUNX
n3 TPETEVICKMX CyaoB, OCyLLEeCTBNAETCA B COOTBETCTBUU C TpeGOBaHMﬂMM HaCTOﬂLLI,EIZ MHCprKLI,VIM.

1.11. Mopsfaok nepefayn apxXmMBHbIX AOKYMEHTOB cyda B 0O6beAMHEHHbIM cyaebHbl apxuB M
noOpPAAOK MUX XpPaHeHMA B TaKUX apxmBax YCTaHaB/IMBaAETCA MPUMEPHbIM NoJ0oXeHunem O nopAaake
opraHmsaumm paboTbl 0ObeAMHEHHbIX CyAebHbIX apXMBOB, yTBep)KAaembim npukazom CyaebHoro
AenaptameHTa npu BepxosHom Cyae Poccuiickoit Peagepaumu.

(n. 1.11 BBeaeH Mpukasom CyaebHoro genapTameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

2. CocTaBneHue CBOAHOI HOMEHKNATYpbl AeN, HapaaoB
M NPOU3BOACTB cyAa

2.1. JlokyMeHTbl, 06pa3oBaBLUMECs B NPOLLECCe AeATENIbHOCTU CyAa, COCTAaBAAIOT AOKYMEHTa/IbHbIN
doHAa cyaa.

EavMHMLEn  Knaccudukaumm M cUCTeMaTMsaumMmM  OOKYMEHTOB (N0 CTPYKTypHOMY,
dYHKLUMOHANbHOMY, TeMaTUYEeCKOMY NpPM3HAKaM W CPOKaM XpaHeHus, BHe 3aBMCMMOCTM OT BMAA
HocuTeNna MHoopmaummn) B AOKYMeHTanbHOM GOHAE ABNAETCA AeNO.

Ona yyeta pen, cofeprKalmMx [OKYMEHTbl JOKYMeHTasnbHoro ¢oHAa cyfa, CcocTaBaseTcs
HOMeHKANaTypa aen cyaa (npunoxkeHune N 2 K HacToswen MHCTpyKumn).

HomeHKnaTypa gen cyaa (4anee - HOMEHKNATypa) - 0GOPM/IEHHbIV B YCTaHOBJEHHOM MopsaKe
CUCTEMATU3MPOBAHHbIN MepeyeHb 3aro/0oBKOB (HaMMeEHOBAHWIA) cyaebHbIX Aen, HApPAAOB, KHUT U
XYpPHaNoB peructpaumm (yyeta) OOKYMEHTOB, PEECTPOB, KapToyeK, 6a3 AaHHbIX, B TOM u4ucae
AOKYMEHTbI, cogeprKallime CBeAeHMsA OrPaHWYEHHOro AO0CTyna, 3aBOAMMbIX B CyaebHbIX Konnerunsax,
cyaebHbIX cocTaBax, MOCTOAHHbIX CyAebHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NoApasgeneHuax cyaa, nmbo
Nno onpeaeneHHbIM HanpaBAEHMAM AeATeNbHOCTU cyaa (ecan annapaT cyfda COCTOMT U3 paboTHUKOB,
3aMelLaloWmnxX oTAeNbHble O0/IXKHOCTA) C YKa3aHMEM CPOKOB MX XPaHEHWA, OTpaKalowmit cocTaB U
OpraHM3aumio 4OKyMeHTanbHoro poHaa cyaa.
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He BKNtoYaloTCA B HOMEHKNATYPY NeEPUOANYECKNE U3AAHUA, KHUTU, BpoLutopbl.
(n. 2.1 B pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)

2.2. HomeHKnatypa npegHasHayeHa 1A opraHmM3aumm yvyeta AOKYMEHTOB B A4eN0NpOU3BOACTBE
Cy4a, rpynnMpPoOBKU UCMOJHEHHbIX AOKYMEHTOB B A€/1a, HapAabl U NPOM3BOACTBA, UX CUCTEMATM3auUMu,
MHAEKcaumun 1 onpeaeneHna CPOKOB XPaHeHuUA.

HomeHKnaTypa ABAAETCA OCHOBOWM A/ COCTaBAEHUA OMUCel Aen NOCTOAHHOrO M BPEMEHHOro
(cBbiwe 10 neT) cpoKa XpaHeHUs, a Tak:Ke A1A yyeTa Aen spemeHHoro (Ao 10 neT) cpoKka XxpaHeHus.

2.3. B cyfde cOCTaBAAOTCA HOMEHKNATypbl Aen cyaebHbix Koanerui, cypebHbiXx COCTaBoB,
MOCTOAHHbIX CyAebHbIX MPUCYTCTBUMI W CTPYKTYPHbIX noapasgeneHuii cyza (npunoxenve N 1 K
HacToswen MHCTpYKUMM) U HOMEeHKNaTypa cyaa (npunoxkeHume N 2 K HacToswen UHCTpyKumm).

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PO o1 09.01.2024 N 1)

2.4. [Tlpn coOCTaBAeHUM HOMEHKAATYpPbl cnegyetr pPyKOBOACTBOBATbCA  MPOLLECCYasibHbIM
3aKOHO4aTeNbCTBOM, HOPMATUBHbIMU MPaBOBbIMMU aKTaMn N MeToOAUYECKMMU ANOKYMEHTaMU B cd)epe
OpraHusaLmMmn 4enonponsBoACcTBa U apXMBHOTO Aena, NonoKeHnem ob annaparte cyaa, NONOXKEHUAMM O
CTPYKTYPHbIX NnoApasaeneHuax cyaa, WTaTHbIM pacnucaHnem, AenCTBYIOWMM NnepevyHem AOKYMEHTOB,
obpa3syolWmnxca B npouecce AeaTesibHOCTU deaepasbHbiX CyAoB 0OLel HPUCAUKLUNMK, C YKazaHUeM
CPOKOB XpaHeHuA (Janee - MNepeyeHb AOKYMEHTOB), a TaK¥Ke HOMEHKNaTypamMu 3a npeaecTsylolme
roabl.

2.5. HomeHKknatypa Aen cyaebHbix Konneruvit, cygebHbix COCTaBOB, MOCTOSAHHbIX CyAebHbIX
NPUCYTCTBUIA U CTPYKTYPHbIX noapasgeneHuit cyga (npunoxkenme N 1 K HacToAwen MHCTpyKumun) Ha
oyepeaHOW rof cocTaBfAeTcs PaboOTHMKOM, OTBETCTBEHHbLIM 3a BeAeHMe [AOe/loNpou3BOACTBA B
cyaebHon Konneruu, cyaebHom coctaBe, MOCTOSHHOM CyAebHOM MPUCYTCTBUM WU CTPYKTYPHOM
nogpasgeneHnn cypa, nNOAMUCbIBaeTCA COOTBETCTBYIOWMM npeaceaatenem cyaebHol Konneruw,
cypebHoro cocrtaBa, Haya/lbHUKOM  CTPYKTYPHOTO MNoApasgefieHus, MHbIM - YNOJHOMOYEHHbIM
npeacegartenem cyga MUOM (B NOCTOSHHOM CyAebHOM NPUCYTCTBUM), COTNIACOBLIBAETCA C HAYa/lbHUKOM
oTaena aenonpoussoactsa (obuwero otaena) U paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxMBa cyaa, U
npeacTaBaAseTca B oTAen AenonpounssosacTtsa (06wmin otaen) Ao 1 Hoabps TeKkyllero roaa.

(n. 2.5 B pep, Mpukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

2.6. Ha ocHoBe HOMeHKNaTyp Aen cyaebHbix Koanerui, cygebHblXx COCTaBOB, MOCTOAHHbIX
CyAebHbIX MPUCYTCTBUI M CTPYKTYPHbIX NogpasgeneHuii cyaa oTaeNoMm AenonpousBoacTBa (06wmm
oTAENOM) MAN PAaBOTHMKOM, OTBETCTBEHHbIM 33 BeAeHME [e/0npou3BoACTBA (ecin annapaT cysa
COCTOUT M3 PabOTHMKOB, 3aMeLLatoWMX OTAE/bHbIE [O/KHOCTM), COCTABAAETCA HOMEHKNATypa Ha
o4yepenHOM KafeHOAPHbIN roa.

(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

HomeHKnaTypa cOCTOUT M3 pa3fenoB, HAUMEHOBAHUA KOTOPbIX COOTBETCTBYIOT HaUMEHOBAHUAM
noapasgeneHuii cyaa, PacrnofioXeHHbIX B COOTBETCTBUM CO CTPYKTYpoOi cyaa, nmbo w3 paspenos
COrIaCHO HanpaBieHMsAM [JeATe/bHOCTM cyfda (eciM annapaT cyfa CoCTOMT U3 pPabOoTHUMKOB,
3aMelLLaloWUX OTAENbHbIE AO/IKHOCTU), PACMONOMKEHHbIX C YY4ETOM AENCTBYIOWEN CXeMbl MOCTPOEHUA
MepeyHA AOKYMEHTOB.

(8 pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)

2.7. HomeHknatypa Bu3MpyeTcs pabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa,
NOAMMWCLIBAETCS Haya/ibHUKOM OTAesla [Aenonpou3BoAcTBa (obuiero ovaena), COrnacoBbiBAeTCA C
3KCMEPTHOM KOMUCCUEN CyZa U yTBEPKAAETCA NpeaceiaTesiemM cyaa.

OpuH pas3 B 5 net cya, BbICTYNAOLWMA UCTOYHUKOM KOMMAEKTOBAHWMA FOCYAapCTBEHHOIO apXxmBa,
nMbo Npu HannyMM COOTBETCTBYIOLWLErO AOrOBOPa COrNacoOBbIBAET HOMEHKAATYPY C COOTBETCTBYIOWMM
OlK apxnBHOro yupexxaeHus.
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(8 pea. NMpukasa CyanebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)
2.8. HomeHKnaTypa BBOAUTCA B AelcTBME C 1 AHBapA cneAytoLWero KaaeHaapHoro roaa.
2.9. HomeHKnaTypa COCTaBAAETCA B ABYX 3K3eMNaApax:

NepBblii  3K3EeMNAAP YTBEP)KAEHHOW HOMEHKNaTypbl ABAAETCA AOKYMEHTOM MNOCTOAHHOrO
XpaHeHus, NomellaeTcA B OTAeNbHOE AefI0 W BKAKYaeTcA B HOMEHKAaTypy B pasjen otaena
AenonpoussoacTsa (obuiero otaena);

BTOpOﬁ IK3eMNIAp nepenaeTca B apxXmB Cyda B Ka4eCTBE YH4ETHOIO JOKYMEHTA.

B cypax, BbICTyNaloWMX WMCTOYHMKOM KOMMNEKTOBAHWA TOCYyAapCTBEHHONO apxuBa, WAWU MpU
Ha/IMYMM COOTBETCTBYIOLLErO AOrOBOPa C aPXMBHbBIM YUpeKAEHMEM HOMEHKIATYpPa COCTaBASETCS B Tpex
3K3eMNAApax; TPETUI 3K3eMNAp NnepesaeTcs B COOTBETCTBYIOWMI rOCyAapCTBEHHbIA apxuB, apXnBHoe
yupexkaeHue.

B kauectBe paboyero sksemnspa B OoTaene [Ae/onpousBoacTsa (oblem otaene) ncnonbsyercs
KOMWA YTBEPKAEHHON HOMEHKIATYpbI.

HomeHKnaTypa Ha ouvepeaHOW rog, paccbinaercs B cyaebHble Koanernu, cyaebHble cOCTaBbl,
NOCTOAHHbIE CyAebHble NPUCYTCTBUA, CTPYKTYPHblE NOAPA3AENEHUA CyAa B 3/EKTPOHHOM BUAE WM B
BME KOMWIN COOTBETCTBYHIOLLMX Pa3aenos Ha bymaxKHOM HocuTene.

(n. 2.9 B pea. MNpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP o1 09.01.2024 N 1)

2.10. YTBEPKAEHHDIN 3K3EMMNAAP HOMEHKAATYPbI ABAAETCA AOKYMEHTOM NOCTOSHHOMO XpaHeHWs.

2.11. YTOUYHEHMs B 3aroJIOBKWU A€/ U HOBbIE 3aro/I0BKU Ae/1, He NPeayCMOTPEHHbIE YTBEPKAEHHOM
HOMEHKNATYpPOi, BHOCATCA B COOTBETCTBYHOLIME pa3aenibl HOMEHKNATypbl. HoBble 3arosioBKM gen
BKOYAOTCA B NPesyCMOTPEHHbIe AN1A 3TOro pe3epBHble Homepa.

Mo 3aBeplweHMM rofda AaHHble 06 M3MEHEeHUAX M [AOMONHEHUAX, BHECEHHbIX B pa3fenbl
HOMEHKNaTypbl, BMEcTe C UTOrOBbIMWM 3anUCAMM O KaTeropuax W Koaudvectse Aef, 3aBefeHHbIX B
cynebHon Konnermu, cyaebHom cocTaBe, MNOCTOAHHOM cyaebHOM MPUCYTCTBUM, CTPYKTYPHOM
noapasaeneHuun cyaa B TedeHue roaa, nepeaaroTca B oTaen Aenonpoussoactsa (obwuin otgen).

OTtaenom genonpousBoacTsa (06WUM 0TAEN0M) Ha OCHOBE MOAYYEHHbIX AaHHbIX 06 U3MEHEHUAX
N OONOSHEHUAX, BHECEHHbIX B pa3geNibl HOMEHKNATypbl, TOTOBUTCA AOMNOAHEHME K HOMEHKNATYpe, B
KOTOPOM MocCaef0BaTeIbHO B COOTBETCTBUM C Pa3genaMmn HOMEHKNATYpPbl YKa3blBalOTCA 3aro/IoBKU e,
He NpeAyCMOTPEHHbIE YTBEPHKAEHHbIM 3K3EeMMNAAPOM HOMEHKNATYPbI.

JononHeHne K yTBEPIKAEHHOM HOMEHK/AAType MNOAMNWUCLIBAETCA HayaNbHUKOM  OTAena
Aenonpoussoactea (obuwero otaena), BUsMpyeTca pPaboOTHMKOM, OTBETCTBEHHbLIM 3a paboTy apxuBa
CyAa, COrNacoBbIBAETCA IKCNEPTHON KOMMUCCUEN Cyaa M YTBepKaaeTCa npeaceaatenem cyaa, nocse Yero
BMECTe C MTOrOBOM 3anMMCbi0 O KaTEropumax M Ko/MYecTBe Aef, 3aBefeHHbIX B CyAe B TeYeHWe roaa,
NPMOBLLAETCA K YTBEPKAEHHOMY 3K3eMNAAPY HOMEHKNATYPbI.

Paboumnii aK3emMniAp HOMEHKNATYPbI XPaHUTCS B OTAENe Aenonponssoactsa (obwem otaene) go
Tex Nop, NoKa Ha gena, cbopMmUpoBaHHbIe B COOTBETCTBUM C HOMEHKNATYPOW Aen, He ByayT coCTaBaEHbI
onuvcu gen.
(n. 2.11 B pea. Npukasa CyaebHoro aenapTameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)

2.12. B cnyyae W3MeEHEHMA CTPYKTypbl cyha (ynpasgHeHue, peopraHusaums CTPYKTYPHOro
nofpasfeneHnna cyfa, CO34aHMe HOBOTO CTPYKTYPHOTO MoApasgeneHus cyaa) HOMEHKNaTypa
COCTaB/IAETCA 3aHOBO, COI/IaCOBbLIBAETCA C 3KCMEPTHOM Komuccuel cyaa, MK apxXMBHOIO yupexRaeHua u
yTBEPIKAAETCA NpesceaaTesiem cyaa.
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HomeHKnaTypa Aen BHOBb CO34aHHOr0O CTPYKTYPHOro nogpasgeneHusa cypa paspabatbiBaeTca U
npeacrasnaercs paboTHUMKOM, OTBETCTBEHHbIM 3a BefieHMe [e/IoNpou3BOACTBA B  CTPYKTYPHOM
noapasgeneHnn, B OTAeN AenonpousBoAcTsa (obwmin otaen) uam paboTHMKY, OTBETCTBEHHOMY 3a
BeJeHMe [enonpou3BOACTBA Cyda (ecnn annmapaT cyda COCTOMT M3 PaboTHMKOB, 3aMeLlatoLimx
oTAeNIbHble A0MXKHOCTM), B MECAYHBIN CPOK.

B MHbIX cayyaax (K npumepy, U3MeHEeHWe CPOKOB XPaHeHWs AOKYMEHTOB HOBbiM [lepeyHem
JOKYMEHTOB M JApyroe) MOBTOPHOE COr/lacoBaHMe MpoeKkTa HOMeHKnaTypbl ¢ IMK apxuBHOro
yuperKaeHus He TpebyeTca.

(n. 2.12 B pea. Mpwukasa CygebHoro genaptameHTta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

2.13. I'padbl HOMEHKNATYPbI 3aMONHAOTCA Cneayowmm obpasom.

2.13.1. B rpade 1 (MHAEKC Aena) HOMEHKNATypbl MPOCTABAAIOTCA WHAEKCbl KaxKOoro nAena,
BK/IIOYEHHOrO B HOMeHKNaTypy. MHAEKC Aena CoCTOMT M3 YCTaHOBAEHHOrO B cyae uudpoBOro uam
b6ykBeHHOro o0603HayeHus cyaebHol Konnermn, cyaebHoro coctaBa, MOCTOAHHOrO cyaebHoro
NPUCYTCTBMA, CTPYKTYPHOrO MoApasAeneHuns, HanpasieHua AesTeNbHOCTM cyda (ecan annmapaTt cyga
COCTOUT M3 PabOTHUKOB, 3aMelLaloWmMX OTAe/bHblE AO/IKHOCTA) M MOPSAAKOBOrO HOMEpPA 3aro/ioBKa
Aena no HoOMeHKNaType B npeaenax cygebHon Konneruu, cyaebHoro cocraBa, NoCTOSHHOIO cyaebHoro
NPUCYTCTBMA, CTPYKTYPHOTO NnogpasaeneHnsa Uan HanpasaeHus AeaTenbHoCTM cyda (ecnm annapaT cyaa
COCTOMT M3 pPabOTHUKOB, 3amellaloWmMxX OTAeNbHble AO0/XKHOCTH). MHAeKcbl gen obo3HavatoTcs
apabckmmm undpamn. Hanpummep: 02-03, rae 02 - MHAEKC CTPYKTYpHOro nogpasgeneHua, 03 -
NopsAKOBbIA HOMEp 3aro/I0BKa Ae/ia N0 HOMeHKANaType.

(nn. 2.13.1 B pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

2.13.2. B rpady 2 HOMEHKNaATypbl BK/AOYAIOTCA 3aro/NoBKU Aen (TOMOB), KOTOpble OTpakatoT
OCHOBHOE COZepKaHNe 1 COCTaB LOKYMEHTOB Aena.

MopAaoK PacrnoNOXKeHMUA 3aro/ioBKOB AeN BHYTPU pasfenoB M noapasfenos HOMEHKNATypbl
onpeaenseTca CTeneHbto BaXHOCTU AOKYMEHTOB, COCTaBAAOWMX AeNa, N UX B3aMMOCBA3bIO.

BHauane pacnonaratoTCA 3arosioBKM [iefl, COoAepsKalive OpraHu3aLuvoHHO-PacrnopAaNTESbHYIO
OOKyMeHTaumo. [lanee pacrnonaraloTca 3aro/ioBKM  [lefl, CoAep)Kallye MNaHoBble M OT4YEeTHble
AOKYMEHTbI.

3aro/IoBOK Aena AO/KEH OTpaXKaTb NPU3HaK (NpU3HaKK), Mo KOTOpoMy(biM) OHO cHOPMUPOBAHO:

HOMMWHANbHbLIA - Ha3BaHWe BMAA Aena (Nepenuncka, *KypHan, Aeno) WM Buaa AOKYMEHTOB,
BK/IHOYEHHbIX B A€10 (MPOTOKO/1bl, MPUKa3sbl);

aBTOPCKMI - HAMMEHOBaHME NOCTOAHHO AEWCTBYIOLWErO UAW BPEMEHHOTO OpraHa, AO/KHOCTHOro
WA MHOTO /ML, CO34aBLINX AOKYMEHT(bI);

KOPPECNOHAEHTCKUIA - HAaMMeHOBaHME OpraHu3aumu, Mua, KOTOPOMY ajpecoBaHbl MAW OT
KOTOPOTro Moy4YeHbl OKYMEHTbI;

NpeAMeTHO-BOMPOCHbIN - KpAaTKoe CoAeprKaHne LOKYMEHTOB AeNa;
XPOHONOrMYECKUiA - AaTta (neprog), K KoTopo(omy) OTHOCATCA AOKYMEHTbI AeNa;

reorpapuyecknii - HasBaHMe MEeCTHOCTM (TeppuTOpUKM), C KOTOPOM CBA3AHO CcoAeprKaHue
JOKYMEHTOB fena;

yKa3aHue Ha KOMUHOCTb JOKYMEHTOB Aena.
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)
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He ponyckaeTca WCNosb30BaHME HAMMEHOBAHMWI 3aroNOBKOB A€/, KOTOpble He OoTpakatoT
COAEep!KaHWe M COCTaB AOKYMEHTOB Aen (Hanpumep: pasHble maTepuanbl, obuias nepenucka u Tomy
noao6bHoe), a Takke BBOAHbIX C/10B U CIOXHbIX CUHTAKCMYeCKMX 060pOTOB.

B 3aronoBKax [Aen, coAeprkallMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnefoBaTeNbHOCTbIO  AE/10NpPOoM3BOACTBA, B KayecTBe BWAa JAena ynoTpebnAerca TepMUH
"NOKyMeHTbI", @ B KOHLE 3aronoBKa B CKOBKAxX YKas3blBalOTCA OCHOBHble Pa3sHOBUAHOCTU AOKYMEHTOB,
KOTOpble A0/IXKHbI ObITb B Aene.

TepMUH "AOKYMEHTbI" NPMMEHSETCA TaK¥Ke B 3aro/I0BKax Aefl, COAEPKaLLMX AOKYMEHTbI (CNPaBKu,
0TYeTbl, Mepernuncky 1 npoyee), ABNAIOLWMECA MPUNOKEHUAMMU K KAKOMY-TMBO JOKYMEHTY.

Ecan neno coctont U3 HECKONbKMX TOMOB, TO COCTaBAAETCA 06LLI,MI\;I 3aroJI0BOK Aena, a 3atem npu
HeO6XOLI,VIMOCTVI COCTaB/IAKOTCA 3aro21I0BKU KaXXA40ro Toma, yTo4HALWMe cogep*XaHne 3aro/s1oBKa aena.

3aronoBKM gen No BOMpocam, He paspeleHHbIM B Te4YeHWe OAHOro roda, ABAAKTCA
"nepexogAwmMmmM" M BHOCATCA B HOMEHKANATypy CyAa chaepylowero roga € TeM Xe WHAEKCOM C
NpoCTaBA€HMEM COOTBETCTBYHOLLEN OTMETKM B rpade "MpumedanHune”.

MpY BKAHOYEHMM 3ar0/I0BKOB 3EKTPOHHbIX A/ B HOMEHKAATYPY UHAEKChI 3/1EKTPOHHOro Aena u
3aroN0BKM 3/1EKTPOHHbIX e/ COCTaBAAOTCA MO TeM e MpasBuaam, YTo U UHAOEKCbl M 3aroI0BKU AeN C
OOKYMeHTaMM Ha BymaxKHOM HocuTene.

B 3arosioBKax gen, copeprawmx [OKYMEHTbl OFPaHWMYEHHOro AoCTyrna, B HOMEHKnaType
npocrtasaseTca cooTBeTcTByowan otmeTKa ("Ona cnykebHoro nonb3osaHma”, "ACN").
(ab3aL, BBegeH MNpukasom CyaebHoro aenaptameHTa npun BepxosHom Cyae PO o1 09.01.2024 N 1)

2.13.3. B rpade 3 HOMEHKNATYpPbl MO OKOHYaHUW KaNeHOAPHOro rofa YKasblBaeTCA KOJIMYEeCTBO
3aBefeHHbIX gen (Tomos).

2.13.4. B rpade 4 HOMEHKNATypbl YKas3blBAlOTCA CPOK XPaHeHWs Jesi, Homepa cTaTen,
YCTaHOBANEHHbIX [lepeyHem AOKYMEHTOB.

COKpalJ.I,EHVIFl CPOKOB XpaHeHWMA, YCTAaHOBJIEHHbIX AEVICTBYPOLU,MM NepeyHem [AOKYMEHTOB, He
AonycKaeTtcA.

2.13.5. B rpade 5 B TeyeHMe BCEro CPOKa AENCTBMA HOMEHKIATypbl NPOCTaBAAKOTCA OTMETKU O
BEAEHMU Ae/l B 3/IEKTPOHHOM BMAE, O NEpPexofAlmnx Aenax, O BblAeNeHUN AN K YHUUTOMKEHMUIO U

apyroe.

2.13.6. 3anonHeHue rpad HOMEHKAATYpbl MO cyaebHbIM Aenam OCyLLecTBAseTcAs no obwum
npasuaam.
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 09.01.2024 N 1)

lpada 2 3an0NHAETCA B COOTBETCTBUM C HAUMEHOBAHUAMM BULOB AOKYMEHTOB, NPeAyCMOTPEHHbIX
MepeyHeM AOKYMEHTOB, 6€3 BKAOUYEHMSA B HOMEHKAATYPY HOMEPOB KOHKPETHbIX CyaebHbIX gen.

2.14. Mo 3aBepleHMM KaneHgapHoro roga (go 1 ¢espana cneaytowero roga) cyaebHble
Konnermum, cyaebHble coCTaBbl, MOCTOAHHble cyaebHble NPUCYTCTBUA, CTPYKTYpHble NoApasaeneHus
0pOPMAAIOT UTOTOBYIO 3aMMCb K HOMEHKNAType A€/, B KOTOPYI BHOCATCA CBEAEHWA O Ko/auyecTse
3aBeAEeHHbIX AeN C yYeTOM KOAMYecTBa TOMOB (rpada 3 HOMEHKNATypbl Aen), OTAE/bHO MOCTOAHHOIO U
BPEMEHHbIX CPOKOB XPaHEHWs, BPEMEHHbIX CPOKOB XpaHeHusa ¢ oTmeTkoi "IMK" u nepexomawmx.
WUToroBas 3anucb AOMONHAETCA AAaHHbIMU O KOJIMYECTBE 3/IEKTPOHHbIX AN COOTBETCTBYHOLMX CPOKOB
XpaHeHus.

[anee 3Tu cBegeHMA NepeaatoTca B OTAEN Ae/oNpon3BoACcTBa (06Wmii oTAen) ANA COCTaB/eHUs
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WMTOroBOWM 3anncu K HOMeHKANnaType.

CBegeHusA, codepiKallmMecs B WTOrOBOM 3anUCU HOMEHKNATypbl, nepenaoTca paboTHUKY,
OTBETCTBEHHOMY 3a PaboTy apxuMBa, O YemM B HOMEHKNAType MPOCTaBASETCA OTMETKA C YKasaHuem
OOJ/IKHOCTM M MOANMCHK UL, NepeaaBLIero CBeaeHus.

(n. 2.14 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

3. CoctaBneHue onuceii aen (onuceit 3aNeKTPOHHbIX Aen)
cyAebHbIX Konnerui, cyaebHbiX COCTaBOB, MOCTOAHHbIX CYyAe6HbIX
NPUCYTCTBUA, CTPYKTYPHbIX NOAPA3AeNeHUA CyAa U CBOAHbIX
onucein pgen cypa
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

3.1. Onucb paen (ONUCb 3NEKTPOHHbLIX [OKYMEHTOB) - 3TO apXMBHbIA  CMAPABOYHMUK,
npeAcTaBAAOWMNN cOBOM CUCTEMATU3NPOBAHHDBIN NepeyeHb 3aroJI0BKOB AeN U NpeaHasHaYeHHbl ans
PacKpbITUA COCTaBa U COAEPKAHUA AEN, 3aKPENnAeHUa UX CUCTEMATU3ALMM BHYTPU OOKYMEHTANbHOTO
$oHAa U uX yyeTa.

Onucb aen (onUcb 31EKTPOHHbIX AOKYMEHTOB) COCTaBAAETCA Ha OCHOBE HOMEHKAATYpbI.

ObbekToM onucaHua B ONWCK  gen  (OMUCU  SNEKTPOHHbIX [LOKYMEHTOB) ABAAETCA A4eno
(anekTpoHHOE Aeno).

3.2. Onucn aen, onucu aen cyaebHbix Konneruin, cyaebHbix cOCTaBOB, MOCTOAHHbLIX CyAebHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX NnoapasaeneHuii (npunoxenma N 3, 4, 5, 6, 7, 8 K HacToAwen MHCTpyKUUN)
COCTaB/IAIOTCA OTAELNbHO Ha:

YrONOBHblE Aena NOCTOAHHOrO XpaHeHus;
rpaskaaHcKue aesa NOCTOAHHOro XpaHeHus;

aAMUHUCTPATMBHbIE Ae/la NOCTOAHHOrO XpaHeHus;

Aena obluero 4enonpon3BoACTBa NOCTOAHHOIO XPaHEHMS;

YronoBHble Aena BpemeHHbIX (cBbile 10 neT) CpoKoB XpaHeHuUs;

rpaxgaHckue aena BpemeHHbIX (cBbilie 10 neT) CPOKOB XpaHeHus;
aAMUHUCTPATMBHbIE Aefa BpeMeHHbIX (cBbie 10 neT) CPOKOB XpaHeHUs;

Aena obluero 4enonpon3BoACcTBa BpemeHHbIX (CBbile 10 fIeT) CPOKOB XpaHeHus;
Aena no AMYHOMY CoCTaBy.

AHaNOrMYHbIE ONUCK COCTABAIOTCA Ha 3/1IEKTPOHHbIE Aena.

3.3. Ha cynebHble gena BpemeHHbIX (Ao 10 fneT) CPOKOB XpaHeHWUA ONUCK Aen BeayTca B
3/IeKTPOHHOM BWAE pPabOTHMKOM, OTBETCTBEHHbIM 3a BegeHWe [eNonpou3BOACTBA B CynebHoM
Konnernu, cyaebHom coctaBe, MOCTOAHHOM CyAebHOM NPUCYTCTBUM, CTPYKTYPHOM NOAPaA3aeNeHUN.

B cnyyae nepefauv Ha XxpaHeHWe B apxuB CyAa Aen BpemeHHbIX (8o 10 neT) cpokoB xpaHeHus (B
COOTBETCTBUM C MYHKTOM 7.5 HacToAwein MHCTPYKLMM), ONUCK AeN B SNEKTPOHHOM BMAe BedyTCA TaKkKe
Ha apyrve gena BpemeHHbIX (40 10 neT) CpOKOB XpaHeHMs.

MpY YHUUTOMXKEHUW Takux aen B rpade "MpumeyaHne" onvcK NPOCTaBAAETCA COOTBETCTBYHOLLANA
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OTMETKA CO CCbIJIKOM Ha aKT 06 YHUYTOXEHUN aena.

3.4. Onucn pen cyaebHbIx Konnerni, cyaebHbiX COCTaBOB, NMOCTOAHHbLIX CyAebHbIX NPUCYTCTBUN,
CTPYKTYPHbIX NoApasaeneHuin cyaa COCTaBAAKTCA MO yCTaHOBAEHHOW dopme (npunoxeHusa N 3, 4 K
HacTosLWen MHCTPYKUUK) B ABYX 3K3eMNiApax U NpeacTaBAAoTCA B apXMB CyAa He nosaHee Yem yepes
LeCTb MecALEeB Noc/e 3aBeplueHns aen B Ae10npon3BoacTsee.

Mepepaya Aen NOCTOAHHOrO M BpemeHHoro (cBbilwe 10 NeT) CPOKOB XpaHEHWUA B apxuB cyna
OCYLLECTBNSAETCA MO ONUCAM Aen cyaebHbIXx Konneruni, cyfebHbIX COCTaBOB, MOCTOSAHHbLIX CyAebHbIX
NPUCYTCTBUI, CTPYKTYPHbIX NnogpasgeneHn (npunoxenuns N 3, 4 K HacToAwen MHCTpyKLumn).

3.5. MNpu cocTaBneHuMn onucu gJen cypebHbix Konanerui, cynebHbiX COCTaBOB, MOCTOAHHbIX
cyaebHbIX NPUCYTCTBUI, CTPYKTYPHbIX NOApa3aeneHnii cyaa cobaogatotca cnegytowme TpebosaHun:

3aroz10BKM Aen BHOCATCA B ONMUCb NMOJZIHOCTbIO;
Kaxaoe aeno, Tom BHOCUTCA B OMNMUCb NOA CaMOCTOATE/IbHbIM MOPAAKOBbIM HOMEPOM,

rpadbl OMNMCK 3aMnoJIHAIOTCA B COOTBETCTBMM CO CBEAEHUAMM, KOTOPbIE BbIHECEHbl Ha OB/IOMKY
aena;

rpada onucu "MpumedvaHue" wucnonblyetTca Aas OTMETOK O npueme (nepepaye) Aaen,
0CcobeHHOCTAX PU3MYECKOro COCTOAHMA, O HAIMYUMMN KOMUIA.

B KoHUe onucu gen 3a nocnefHein onucaTeNbHOM CTaTbel 3amnoJiHAeTcA MToroBas 3amnuch, B
KOTOpPOI yKa3biBaloTCA (UMppammn 1 NPONmncbio) KOMYECTBO AeN, NepBbii U NoCAeAHU HoMepa Aen Mo
onucu e, a TaK¥Ke OroBapuBaloTCs OCODEHHOCTM HymMepauuu gen B onucu (Haauvuume JINTEPHbIX U
NponyLweHHbIX HOMEpPOB).

3.6. Mepen, BHECEHWEM 3ar0/IOBKOB A€N B ONUCU Aen cyaebHbiX Konnerui, cyaebHbix cOCTaBoOB,
MOCTOAHHbIX  CyAebHbIX  MPUCYTCTBMIA,  CTPYKTYPHbIX  noApasAeneHuini  cyga  paboTHMKamu,
OTBETCTBEHHbIMW 33 BedeHWe [Oe/NoNpPOU3BOACTBA, NPOBEPAOTCA KayecTBo GOPMUPOBAHMA U
odopMIeHUNA Aen, COOTBETCTBME KOMYECTBa Ae, BHOCUMbIX B OMUCb, KOMYECTBY 3aBefleHHbIX AeN No
HOMeHKnaType.

Mpu npocmoTpe Aen npoBepAlTCA: COOTBETCTBME 3aro/I0BKa Aesla COAEPKAHMIO AOKYMEHTOB B
aAene; npaBuibHOCTb Od)OpM}'IeHMFl N TpynnnMpoBKM AOOKYMEHTOB, BK/JIKOYEHHbLIX B A€/10, Ka4ecCcTBO
noawmnBKMN UK nNepenneTa aena; NPpaBUIbHOCTb Hymepauun NUMCToB Aena; Haanmdune B aene BHyTpEHHEﬁ
onucu gena M NpPasuUIbHOCTb ee COCTaB/1eHUA; NPaBUIbHOCTb Od)OpMI'IeHVIFI 06.710KKHM Aena,; Hannyne u
NpPaBUIbHOCTb INCTa-3aBEPUTENA.

Mpy 06HapyKEHUN HAPYLLEHMA YCTAHOBEHHbIX NPaBua GopMUpPoBaHMA U 0GOPMIEHUA AeN OHU
[ONIXKHbI BbITb yCTpaHeHbl paboTHMKamMK, OTBETCTBEHHbIMM 32 BeZieHWe Ae10Mpon3BoACTBa.

3.7. B cnyyae obBHapy>KeHWA OTCYTCTBMA Aef, 3aBeAeHHbIX B COOTBETCTBMM C HOMEHK/IATypoMu,
paboTHMKOM, OTBETCTBEHHbIM 3a BeAeHMe [AenonpoussoacTsa B cyaebHoli Koanernn, cyaebHom
coctase, NOCTOAHHOM cyAeB6HOM MPUCYTCTBMM UM CTPYKTYPHOM noapasfeneHun cyaa, NnpUHMMaoTCA
Mepbl NO UX PO3bicky. OBHapyXKeHHble Aea BKAKYaloTCA B ONUCh Ae.

Ecnv npuHATbIE Mepbl HE Aann Pe3yNbTaToB, TO Ha HEOBHApPYXKEeHHble AeNa COCTaBAAETCA aKT 06
yTpaTe [OKYMEHTOB B MPOM3BOJIbHOM ¢GopmMe, KOTOPbIM MOANUCLIBAETCA Haya/lbHUKOM OTAena
Aenonpoussoactea (obuwero otgena) u npeacepatenem cygebHol Koanernw, cynebHoro cocTaea,
YNO/HOMOYEHHbIM  IMLOM  MOCTOAHHOIO CyAebHOro MNPUCYTCTBUA, HAYa/IbHUKOM  CTPYKTYPHOTrO
nogpaszeneHuna cyaa. danee akT 06 yTpaTe OOKYMEHTOB YyTBEpPKOAETCA npeaceatesiem cyda M
nepenaeTcs BMeCTe C ONUCbIo gen cygebHol Konnernu, cynebHoro coctaBa, NOCTOAHHOMO cyaebHoro
NPUCYTCTBUSA, CTPYKTYPHOIO NogpasaeneHus cyaa paboTHMKY, OTBETCTBEHHOMY 3a paboTy apxvBa cyAa.



3.8. Onucn aen, onucK 3NEKTPOHHbIX AOKYMEHTOB (rofoBble pas3fenibl onucei aen, onucew
3/IeKTPOHHbIX [A0KyMeHTOB) (npunoxkeHua N 5, 6, 7, 8 K HacTosalel WMHCTPYKUMK) COCTaBASAKOTCA
paboTHMKOM, OTBETCTBEHHbIM 32 PaboTy apxmMBa cyaa, HA OCHOBaHWW ONUCEN AeN, ONUCEN 3EKTPOHHbIX
OOKYMEHTOB cyaebHbIX Konnernid, cyaebHbiX COCTaBOB, MOCTOAHHbIX CyAeOHbIX MPUCYTCTBUIA W
CTPYKTYPHbIX NogpasaeneHui cyaa.

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 29.05.2024 N 124)

3.9. NMepBOMy rofoBOMYy paszeny onucu gen NpucBavMBaeTca HOMep onuck no aucty GoHaa, Bce
nocneayrowpe rogosble pasaesbl YACAATCA 33 AaHHbIM HOMEPOM [0 3aBepLleHnsA ONUCK.

He ponyckaeTcs nNpucBOeHWE ONUCAM Aen OAMHAKOBbIX YYEeTHbIX HOMEPOB B Mpeaenax O4HOro
doHAaa.

3.10. Ecan onucb Aen COCTOUT M3 HECKONbKUX roAoBbIX pa3fenoB, TOMOB, MUTOroBas 3anuch
COCTaBAAETCA K Ka)KAOMy rofoBOMYy pasgeny, Tomy. K Kaxaomy nocneaytowemy rogosomy pasgeny,
TOMY B HapacTaloLieM NopsaKe COCTaBAAETCA CBOAHAA UTOrOBasA 3amnuch.

lfoooBble pasfenbl, €CAM OHU He ABAAIOTCA 3aKOHYEHHOM OMUCbio, He MOALMBAKOTCA U He
nepenseratTca.

3.11. 3aKOHYeHHasA onucb Aea Ha BymarKHOM HocuTeNe A0NXKHa BKAYaTb He bosiee 9999 eanHuy,
XpaHeHus.

3aKOHYEeHHaA Onucb Aen BMmecTe C TUTYZIbHBIM  INCTOM U CNPaBOYHbIM annapaTtom K Hew
3aK/TI04aEeTCA B TBEPAYHO 06110)KKV, HYMepyeTca n nogLwnBaeTcAa UM nepensieTaeTcA.

Kaxaaa 3aKOHYeHHaA onuchb aen, Ka)Kp,bIﬁ TOM onucum aen AOoN1XKHbl UMETb JINCT-3aBEPUTE/b.

3.12. B cnpaBoYHbIV annapaT K onucu aen BXoAAT: TUTYNbHbIN INCT; NepeYyeHb NepenmeHOBaHNM
cyaa (ecnv nHbopmaLmMa O MepeuMeHOBaHUMN He COAEPKUTCA B TUTY/IbHOM JICTE OMWUCK), COAEPKAHUE
(ornaBneHue); npeaucnosue; CNMCOK COKPALLEHMM; YKasaTean K Onucu (npegMmeTHbIi, MMEHHOW,
reorpaduyeckon).

3.13. Ha TUTyNIbHOM INCTE ONUCK AEeN YKA3bIBAOTCA:

Nno/IHOE HaMMeHOBaHWe ToCyaapCTBEHHOINO apxuea (ECI'IVI Cya, BbICTynaetr €ero MUCTOYHUKOM
KOMI'II'IEKTOBaHVIFl);

NoJIHOe HaUMeHOoBaHWe cyaa;

HoMep apxmBHOro ¢poHA3;

HOMEp W1 Ha3BaHMe ONucy;

KpaliHue AaTbl BHECEHHbIX B ONMUCb eANHUL, XPaHEeHUA.

HanmeHoBaHMe cyaa yKasblBaeTca No NocneaHeMy rody BKAOYEHWUA LOKYMEHTOB B OMUCH AeN.

3.14.B npegncnosnn K onnCKM AOen yKasblBakoTCA CBEAEHUNA B XPOHO/IONMYECKNX PaMKaX KpaﬁHl/IX
AaT eaAnHny XpaHeHunA, BKZIKOYEHHbIX B ONUCH!

06 M3MeHeHUsX B HAMMEHOBAHWM CYAa;
0 CTPYKType cyaa;

06 ocobeHHOCTAX Od)OpM/'IeHVIFI n dJOpMMpOBaHMFI aen, onncaHmMAa U CUCtematmsaumnmn 3aroi0BKOB
nen;
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O coaepaHn n NONHOTE Aen;

0 HaNNYMM U 0COBEHHOCTAX MHPOPMALMOHHBIX CUCTEM, 6a3 AaHHbIX, UCNOAb3YeMbIX A48 PaboTbl €
3NIEKTPOHHbIMWN AOKYMEHTAaMM, PEFUCTPALMOHHO-YY4ETHBIMWU GOPMaMMK AeN U AOKYMEHTOB M obpasamu
(ckaHamu) gen n LOKYMEHTOB.

3.15. B cnyyae obGHapy*KeHWs HOBbIX A€/, He BHECEHHbIX B ONUCKM Aen cyaebHon Konneruu,
cyaebHoro cocraBa, NOCTOAHHOrO cyaebHOro NPUCYTCTBUA UAN CTPYKTYPHOrO NoapasaenieHma cyaa unm
onucu gen, Takne Aena BHOCATCA B YKa3aHHbIE ONUCK NOoA NNTEPHBIMU HOMEPAMM.

BHeceHMe M3MeHeHWI B rofoBble pasgesbl onucu Aen nocie ux yreepxaeHua MK apxmBHOro
YUYPEKAEHUS WM TOCYAAPCTBEHHOrO apxmMBa AOMYCKAeTCA TOJIbKO Ha OCHOBAHMM COOTBETCTBYHOLLMX
peLleHnid 3KCNepTHOM Komuccum cyaa v MK apxmBHOTo yupexgeHus (rocy4apcTBEHHOTO apXmuBa).

3.16. Onucu gen (rogoBble pasgesibl ONUcelt) NOCTOAHHOTO XpaHeHUsn, BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHWs, onucel gen no IMYHOMY COCTaBY COr1aCOBbIBAIOTCA C SKCNEPTHOM KOMMUCCHEN cyaa.

3.17. CornacoBaHHble 3KCNEPTHOW KOMUCCUEN cyaa onucK aen (roaosble pasaensl onuceit), ecau
CyZ, BbICTYMaeT WCTOYHUKOM KOMMNEKTOBaHWA rOCyAapCTBEHHOrO apxusa, AMbo nNpu  Haanuduu
COOTBETCTBYIOLLErO A0roBOopa C apxXMBHbIM y4ypeskaeHuMem, MNpeacTaBAAOTCA Ha  yTBepAeHue
cooTBeTcTaytoLLel MK apXMBHOro yupexaeHua.

Onuck gen (roaosble pasaensbl ONUcei) HaNPaBAAIOTCA B YETbIPEX 3K3eMNAApax Ha BymarkHOMm
HOCMTENe M OAHOM 3K3eMNAspe B 3NEeKTPOHHOM BUAE B peaakTupyeMom ¢opmaTte He MnosgHee Yem
yepes 3 roaa noc/e 3aBeplieHnsa aen B A4eN0NPON3BOACTBE.

3.18. Mepepn, HanpasneHWeM oNuWcel [eN Ha YTBEpP)KAeHWe MpoBepsAeTcs Hanauuve gen,
BK/IHOYEHHbIX B 3TV OMKCHK.

3.19. Mocne yTBepxaeHUA onuceit aen (roaosbix pasaenos onuncei) MK apxMBHOro yuperkaeHus
OHW YTBEPXKAAOTCA NpeacenaTenem cyaa.

4. JKCnepTM3a LLeHHOCTU AO0KYMEHTOB. 3agaun U GyHKUUK
3KCNepTHOI KOMUCCUU CyAa
(B pea. Mpukasa CyaebHoro genaptameHTta npu BepxosHom Cyae PO
071 09.01.2024 N 1)

4.1. MNpegMeToM 3KCMEpPTU3bl LEHHOCTU AOKYMEHTOB (Aanee - 3KCMepTM3a LEeHHOCTU) ABAAeTCH
onpeaeneHne COOTBETCTBUA AOKYMEHTA U (MNM) SOKYMEHTOB KpUTEpUAM ero (Mx) LEeHHOCTU B Lenax
onpeaeneHna Cpoka XpaHeHMA M oTbopa AOKYMEHTa M (MNM) LOKYMEHTOB AR BK/AIOYEHMA B COCTaB
ApxuBHoro ¢oHaa Poccuiickot depepaumMM MAW  BbIAENEHUA K YHUUTONKEHWIO MO  UCTEYEHUU
YCTaHOB/IEHHOTO CPOKa XpPaHeHus.

O6BbEKTOM 3KCNEPTU3bI LLEHHOCTU ABAAETCA AOKYMEHT U (M/IM) OKYMEHTbI.

3KCI'IepTVI3a LEHHOCTM npoBOAMNTCA Ha OCHOBaHUWM NPUHUMNOB WUCTOPU3Ma, CUCTEMHOCTMN U
LeNOCTHOCTU NyTEM KOMNJIEKCHOIO NPpMMeHeHnA cheayrwmnx Kputepumes:

NPOUCXOXKAEHNA (3HAYMMOCTb BbIMOAHAEMbIX CyaoM OYHKLMIK, BpemAa U MecTo obpasoBaHuMsA
OOKYMeHTa);

coaepyKaHua (3HaYeHne UMeIoLEenca B JoOKyMeHTe nHopMaLLMM, NOBTOPEHUE 3TON MHPOPMaLMN
B APYrMX AOKYMEHTaX, NOAJIMHHOCTb LOKYMEHTA);

BHEWHMX ocobeHHOCTEeN AOKYMEHTOB (BMAO, AOKYMeHTa, dopma GUKCMPOBaHMA WU Nepenayu
coAeprKaHua, opuanyeckas OOCTOBEPHOCTb (Hannume nognuceli, AaT, nedyatei) AOKYMEHTa, ero
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du3nYecKoe COCTOAHME), a TaKXKe MPUrogHoOCTM AONA MCNOAb30BaHMA (BOCMpOM3BOAMMOCTM (MpM
3KCMEePTM3E LLEHHOCTU 3N1IeKTPOHHbBIX U ayAMO0BM3YasbHbIX LOKYMEHTOB).

4.2. 9KcnepTusa LEeHHOCTU AOKYMEHTOB CyAia NPOBOAUTCA:

npuW COCTaBAEHNN HOMEHKAATYpPbI, B Npouecce popMnpPOBaHUA Len;

npu NOAroTOBKe AeN, 3NEKTPOHHbIX Aen K nepejaye B apxus cyaa;

npu NOArOTOBKE K Nepesade Aen, 3/1eKTPOHHbIX Ae HA XPaHeHWe B rocyAapCTBEHHbIN apXMB;
Npuv BblAENEHUN K YHUUTOXKEHUIO e, SNEeKTPOHHbIX Aefl, HEe NOANEXKALUNX XPAHEHUIO.

4.3. 3apga4amm 3KCNEpPTM3bl LLEHHOCTU ABNAIOTCA:

onpezeneHne CPOKOB XpaHEHUA AOKYMEHTOB Npu pa3paboTke HOMEHKNATYPbI;

oT6op AOKYMEHTOB A1 BKNOUEHUA B cOCTaB ApxuBHoOro ¢oHaa Poccuiickolt degepaumm, a TakkKe
ANA Nepeayn B apxms;

BbIiB/IEHNE AOKYMEHTOB C UCTEKLUIMMWU CPOKAMM XPAaHEHWUS ANS BKAOYEHMA UX B aKT O BblAeNeHUn
K YHUUTOXKEHUIO LOKYMEHTOB, HE NOAJIEXKALLMX XPAHEHUIO.

4.4. dKkcnepTUse LEHHOCTU MoAJIeXKaT BCE AOKYMEHTbI Cya He3aBUCMMO OT BUAOB HOCUTENEN U
cnocoboB 3anucu.

PeweHne o BKAOYEHMM [OOKYMEHTOB B cocTaB ApxuBHoro ¢oHaa Poccuiickon Pepepaumm
npuHMmaeTca MK apxMBHOTO yupexaeHus.

4.5. CpOKM XpaHEeHMNA AOKYMEHTOB NpU NpoBeaAeHUN UX SKCNEPTM3bl LEHHOCTU YCTAaHABAMBAKOTCA B
COOTBETCTBMM C deaepasbHbIMU 3aKOHAMN U UHBbIMM HOPMATUBHbIMW NPABOBbIMK akTamu Poccuiickoi
depepaunn, nepevyHAMM TUMNOBbLIX APXMBHbLIX AOKYMEHTOB C YKa3aHMEM CPOKOB WX XPAHEHMA U
MepeyHem AOKYMEHTOB.

4.6. B uensax opraHvMsaumm n NpoBeLeHNA METOLMYECKON M NPaKTUYECKOM paboTbl NO 3KcnepTuse
LEeHHOCTM AOKYMeHTOB, 06pa3oBaBLUMXCA B AEeATENbHOCTM CyAa, CO34AETCA IKCNepTHasA KoOMUCCUA cyaa,
KOTOpas ABAAETCA COBeLaTe/IbHbIM OPraHOM M AeNCTBYeT Ha NOCTOAHHOM OCHOBE.

JKCnepTHaA KOMMUCCUA Cyaa Co3a4aeTcs NPMKasom npeaceaartens cyaa U AeWCTBYeT Ha OCHOBaHUK
NoOMIOXeHNA, pa3paboTaHHOrO Ha OCHOBE MNPUMEPHOrO MOJMOXEHUA 06 SKCNepTHOM KOMUCCUM
opraHu3aumn, yTBEPKAEeHHON YNoNHOMOYEHHbIM deaepanbHbIM OpraHOM UCMOIHUTENbHOM BAAcTU B
chepe apxMBHOro Aena n Aenonpon3BoACTBa.

CyAbl, BbICTyNatoLWMe UCTOYHUKOM KOMMIEKTOBAHUA rOCYAapCTBEHHOMO apxMBa, COracoBbIBalOT
nonoXKeHne 06 3KcnepTHOM KOMUCCUMM cyda € cooTBeTcTBytowen MK apxXMBHOTO yupeXKaeHus.

4.7. B cocTaB 3KCNepTHON KOMMUCCUMM CyAa, HasHavyaeMblii MPMKa3om npeacenatenn cyna, BXOAAT:
npeacegatenb Komuccumn (0gUH U3 3amecTuTenell npegcenaTens cyaa Uam cyaba (B caydae oTCyTCTBUA
3amecTuTena npegcefatena cyfa), cekpetapb (paboTHUK cyda, OTBETCTBEHHbIM 3a paboTy apxmea),
paboTHUKKN oTaena Aenonpoussoactsa (obuwero oTaena), cyaebHbix Konnerui, cyaebHbIXx COCTaBOB,
NOCTOAHHOrO CyAebHOro NPUCYTCTBUA U APYTUX CTPYKTYPHbIX NogpasaeneHuii cyaa.

TakKe B COCTAaB IKCMEPTHOW KOMMCCUM CyAa MOXKeT ObiTb BK/IOYEH NpeacTaBuTeNb
rocyAapCTBEHHOro apxvMBa W/MAM  YNOAHOMOYEHHOTO OpraHa WCMOAHWUTENbHOW BAacTU cybbekTa
Poccuiickoit degepaumm B chepe apxmMBHOroO gena (no cornacoBaHuIo).

4.8. DKcnepTHaA KOMUCCUA Cyaa OCYLLECTBAAET caeaylolme QyHKLMK:



4.8.1. OpraHu3yeT eXXerogHblin oToop Aen ANa XPaHEeHUS U YHUUTOXKEHUS.
4.8.2. PaccmaTpuBaeT U NPUHUMAET peLLeHMe O COrNacoBaHum:

NPOEKTOB ONMncen Aen NMOCTOAHHOMO M BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs, onucei aen
Mo INYHOMY COCTaBYy;

NPOEKTOB HOMEHKNATYP A€enN;

NMPOEKTOB aKTOB O BblAENEHUN K YHUUTOXKEHUIO AeN, HE noaNnexalnx XpaHeHUto;

NMPOEKTOB aKTOB O HeOGHapy)KeHMM APXUBHbIX AOKYMEHTOB, MYTU PO3bICKA KOTOPbIX NCHepnaHbl;
NMPOEKTOB aKTOB O HENUCNPABUMbIX NOBPeEXAEHUAX aPXUBHbIX JOKYMEHTOB;

MPOEKTOB  NOKa/ibHbIX HOPMATMBHbIX aKTOB W  METOAMYECKMX [OKYMEHTOB cyaa no
AeN0MNpPon3BOACTBY M apXUBHOMY Zeny.

4.8.3. TOTOBUT NpeaioKeHns ob yCTaHOBNEHUWN (M3MEHEHMM) CPOKOB XPaHEHWUA OOKYMEHTOB U
BHECEHWUM COOTBETCTBYIOLWMX U3MEHEHMI B [lepeyeHb JOKYMEHTOB, C AaNbHENLWMM UX NPeACTaBeHNnEM
Ha paccmoTpeHue CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon ®eaepaumn.

4.8.4. COBMECTHO C apXMBOM Cy/a, OTAE/NOM AeN0Npon3BoAcTea (06WUm oTaAenom) U KaapoBoi
cny>Kboi opraHmsyeT ana paboOTHUKOB CyAa KOHCY/bTaUuMW MO Bomnpocam paboTbl C AOKYyMEeHTamu,
OKa3blBaeT MM METOAMYECKYID MOMOLLb, Y4acCTBYeT B MOArOTOBKE M MPOBEAEHWUU MEPONPUATUIA Mo
MOBbILLIEHMIO UX KBaNMPUKALUNK.

4.8.5. BbINONHAET MHble QYHKUUM, YCTAHOBIEHHbIE 3aKOHOA4ATENbCTBOM Poccuiickon deaepauymm
B cdhepe apxMBHOTO Aena U AeN0NPOU3BOACTBA M NOIOKEHNEM 06 SKCNEPTHOM KOMUCCUM cyaa.

4.9. 3acepaHuna 3KCI'IepTHOl71 KOMUCCHUN Cyaa NpPpOoBOAATCA MO Mmepe HEO6XO,CI,MMOCTM, HO HE MeHee
ABYyX pa3 B roa, 0(b0pMJ'IFHOTCFI NMPOTOKOJ/IOM, KOTOprVI noAnnCbIBaeTCA npeacenateniem U CEKpeTapem
KOMUCCUMN.

3acegaHue 3KCNEePTHON KOMMCCUMM CyZa U NPUHATbIE PELIEHUA CYMTAIOTCA NPaBOMOYHbIMU, €C/NU
Ha 3acegaHuu NpucyTcTByeT 6osiee NONOBUHbI €e CoCTaBa.

PeweHns 3KCNepTHOM KOMWCCUMM CyZa MO KaKAOMY BOMPOCY (JOKYMEHTY) NPUHMMAOTCS
60/1bWMHCTBOM rosi0cOB. CnopHble BOMPOCbI MpU  pasfeneHuu To/I0COB MOPOBHY paspeLuatoTcs
npeaceaartenem sKCNepTHON KOMUCCUM CyAa.

4.10. BegeHune Aenonponssoacrtsea 3KCI'IepTHOl71 KOMUCCUUN Cyda, XPaHEHUNE U UCNO/1b30BaHNE ee
AOKYMEHTOB, OTBETCTBEHHOCTb 3a WX COXPAHHOCTb, a TaKXe KOHTPOJIb WUCMNONIHEHNA NPUHATDLIX
3KCI'IepTHOl7I Komuccuen cyaa peLueHm7| BO3/1arakoTCcA Ha CeKpeTapA 3KCI'IepTHOﬁ KOMUCCUU cyaa.

4.11. Mo pe3ynbTaTam 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB B CyAebHbIX Konnernax, cyaebHbix
COCTaBaXx, NOCTOAHHBIX CyAeBHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NOAPa3AeNeHUAX CYAa COCTaBAAIOTCA:

HOMEHKNATypbl Aen cyaebHbix Koanerui, cyaebHbiIX COCTaBOB, MOCTOAHHbIX CyAebHbIX
NPUCYTCTBUM, CTPYKTYPHbIX MOAPA3LeNeHnii cyaa;

ONUCK Aen, OMUCU 3NEKTPOHHbIX AeN cyAebHbIX Koanerui, cyaebHbIXx COCTaBOB, MOCTOSAHHbLIX
cyaebHbIX NPUCYTCTBUIN, CTPYKTYPHbIX NOApa3AeNeHnid cyaa: NOCTOAHHOro, BpemeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHUs, MO IMYHOMY COCTaBY;

npegnoxeHma K akTy o BbiaeNneHNN K YHUUHTOXKEHUIO AOKYMEHTOB, HE NoANeEXaLWNX XPaHEHUIO.



5. OdopmneHue aen n HbIX AOKYMEHTOB K NOC/eAylowemMmy XpaHeHUIo
B apxuBe cyaa
(8 pea. NMpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

5.1. 3aKOHYeHHble [e0NpPon3BOACTBOM AE1A NOCTOAHHOIO (B TOM YMCAe CO CPOKOM XpaHeHus
"o AnKBMAaLMK cyaa') n BpemMeHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUA, B TOM Yucie NO JIMYHOMY
COCTaBy, NOC/e OKOHYAHWA KaNeHAAPHOro rofa MnoAroTaBAMBAOTCA K Mepegade B apxuB cyaa M
nogsexaT nosIHOMy 0pOPMIEHMIO U OMUCAHMIO (BKIHOYEHUIO B ONKUCH Aen).

OdopmneHne un onucaHve p[en [o Nepefaym B aAPXMB  OCYLLECTBASETCA pPaboTHWMKamu,
OTBETCTBEHHbIMW 33 BeAeHMe Jenonpou3soacTsa B cyaebHol Koanermn, cypgebHom cocTase,
NMOCTOAHHOM CyAebHOM MPUCYTCTBUM MAM CTPYKTYPHOM NOApPa3feneHuMM Cyaa, B COOTBETCTBUM C
TpeboBaHuaMM Mpasua N 77, nHctpykumin N 36, N 161, N 224, N 225 1 HacTosiwen HCTpyKuuu.

5.2. NMpu dopmumpoBaHmm gen Heobxoammo cobntogatb creagyrowme TpeboBaHuA:
[OKYMEHTbI MOCTOAHHOIO M BPEMEHHOTO XPaHEeHUA rPYNNUPYIOTCA B OTAE/bHbIE AENa;

B [EeN0 BK/IOYAIOTCA AOKYMEHTbI, KOTOpPble MO CBOEMY COAEpP*KaHWI0 COOTBETCTBYIOT 3aro/0BKY
Aena, nNpeaycCMOTPEHHOMY HOMEHKNaTypol. 3aro/oBOK Aefna  YTOYHAETCA B COOTBETCTBMM C
$aKTUYECKMM COCTaBOM W COAEPIKaHNEM JOKYMEHTOB;

B AEN0 BKKOYAETCA OAMH 3K3EeMNNIAP KaXXA0ro AOKYMEHTAQ;

B AeNa rpynnupytoTca 0KYMEHTbl 04HOro KaneHaapHoro rofa (UckaoueHue: nepexoalime Aena;
cynebHble Aena; IMUHbIe Aena, KoTopble pOPMUPYIOTCA B TeYeHMe BCero nepnosaa pabotbl);

NMPWUIOMKEHUA, INCTbl O3HAKOMIEHWNA, COrIacoBaHUA U PE30/IIOUMU K JOKYMEHTaM ABAAIOTCA WX
HEOTbeM/IEMOM YacCTbiO U BK/HOYAOTCA B A€/10 BMECTE C AOKYMEHTAaMM, K KOTOPbIM OHW OTHOCATCSA;

npuKasbl (pacnopaxeHua) rpynnupyoTca B Aena B COOTBETCTBUWM C YCTAaHOB/IEHHbIMU ANSA HUX
CPOKaMM XpaHEeHUS;

NM4YHble aena d)OpMMpYPOTCH OTAEeNbHO Ha Kaxaoro pa6OTHVIKa, AOKYMEHTbI B ZIMYHbLIX Aenax
pacnonaraktoTca B XPOHO/IOrM4eCKOM nopAagKke no mepe noctynneHuA;

N1UEBbIE CHETA NO onaTte Tpyaa paboTHMKOB rPynNMpPYyrOTCA B OTAENbHbIE AeNa U pacnosaratoTca
B HUX M0 andasuty Gamuanii, UMeH 1 0TYeCTB (NP Hannuuu);

He AOoNycKaeTca rpynnupoBaThb B Ae/a YepHOoBble U Ay6aeTHble 3K3eMNAAPbI SOKYMEHTOB, a TaKKe
AOKYMEHTbI, Nognexaliye Bo3sparty.

5.3. MonHoe opopmaeHne gen Ha BymaxKHOM HocuTesle NpeaycMaTpUBaeT:
n3baATUE PalinoB-BKNAAbILLEN, CKPEMOK, METANIMYECKMX CKOD, CTUKEPOB;

NOALWMBKY WAM MepenseT AOKYMeHToB gena (HepopmaTHble AOKYMEHTbl XPaHATCA B 3aKPbITbIX
TBEPAbIX Nankax nam Kopobkax);

HyMepauuto NCTOB AenNa;
cocTaB/ieHue ncTa-3aBeputens gena (npunoskeHne N 10 K HacToAwel MHCTpyKUmm);

COCTaBNEHME BHYTPEHHEN onucKM [AOKymeHToB Aena (npunoxenne N 11 K HacTosAwehn
NHCTpYKUMN);
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odopmneHune 0610k gena (npunoxenune N 12 K HactosAwe MHCTpyKLmKn);
JIUCT UCMO/Ib30BaHMA (NpU HeobxoaAMMOCTH).

5.4. Jeno Ha GymaxXHOM HoOcCuTesle He AOJ/IKHO cofdepkaTb bosnee 250 nMCTOB Npu TOJLLMUHE
KopeLllKa He 6onee 4 cm.

Ecnv KonmyecTBO /MCTOB B gene npesbiwaeT 250, AOKymeHTbl ¢opmupyloTcs B TOMa B
XPOHONOrMYeckom nopagke. Tom 2 MoXKeT 6bITb HayaT NULWb NOC/e OKOHYaHWA Toma 1. [lata oTKpbITUA
TOMA 2 He f0/KHA BbITb paHee AaTbl OKOHYaHUA Toma 1. Ha Tomax gonkeH 6biTb 06LMiA 3aro/I0BOK MO
HOMeHKNaType Zen.

5.5. [JoKyMeHTbl NOAWMNBAOTCA Ha YeTblpe NPOKoAa B TBEpAylo 060Ky UM NepenneTaloTcs C
YUYETOM BO3MOXHOCTM YTEHUA BCEX AOKYMEHTOB, 4aT, BU3 U PE30/IIOLMIA Ha HUX.

Mpu HeobXoAMMOCTU AOKYMEHTbI MeHee dopmaTta A5 (YeKu, KBUTaAHUUKM, CnpaBKku, poTorpadum m
apyrve) B Lenax ygobcrea noAWwMBaHNA HAKNenBaloTca Ha nMcT opmaTta A4. Mpu oTcyTCTBUM NONs ANs
NoALMNBKN AOKYMEHT HEOHXO4MMO HAKNeNUTb 6e3 NOBpPEXKAEHMA TEKCTA HA BCMOMOTaTeNbHbIM JINCT.

[IOKyMeHTbI NOALWMBAIOTCA B /10 B XPOHO/IOTMYECKOM NOpA/Ke, BCe NPUOBLLEHHbIE B NpoLecce
paccmoTpeHua cyAebHOro gena AOKYMEHTbI - B MOPAAKE UX NOCTYNAeHUA.

B cnyyae Mcnonb3oBaHua ana GUKCMpoBaHUa xoaa cyaebHoro 3acefaHna cpeacTs ayamnmosanmcu um
MHBIX TEXHWYECKUX CPEACTB 3NEKTPOHHble HocuTenn uHdopmMaumu (OUCKKU, OUCKETbl, ¢ell-KapTbl)
XpaHATcA BMmecTe C cyaebHbim genom. Mpu 3TOM OHM A0/XHbI 6bITb BWMTbI B cyaebHoe aeno
(npuobuieHbl K NnpoToKkony cyaebHOro 3acefaHus) B ynakOBaHHOM BUAe (KOHBEPT) C yKasaHMem Ha
yrnakoBKe Homepa Aena, AaTbl, a TaKXKe MoAMMCcaHbl YNoJHOMOYEHHbIM PaboTHUKOM annapaTa cyAa.
YnaKkoBKa [0/1KHa obecrneymBaTb COXPAaHHOCTb 3/1IEKTPOHHOMO HOCUTEA OT MOBPENKAEHUIA U MOPUM.

5.6. MNpyn Hymepaunmn INCTOB B Aeslax cobtoaatoTca caeaylolmne TpeboBaHus:

Hymepauma npousBoamuTca apabckmmm unmdpamm npocTbiM rpaduUTHbIM KapaH4ALOM WK
HYMepaTopOM C BOAOCTOMKOM LUTEMMNENBbHON KPACKOW;

HOMeEpPa /IMCTOB NPOCTAaBNAKOTCA B MPaBOM BEPXHEM YIny INCTa AOKYMEHTa,

doTorpadumn, YepTeru, anarpammsl U OpYyrue UANOCTPATUBHbIE AOKYMEHTbI, NpeacTaBastolme
CaMOCTOATE/IbHbIN IUCT B AeNe, HYMepyloTcA Ha 06OPOTHOM CTOPOHE B 1IEBOM BEPXHEM YIAY;

JIUCT C HAK/IEEHHbIMWU JOKYMEeHTaMM (Bblpe3kamu, BbinMcKamu, GoTorpadusamm) HymepyeTcs Kak
OAMH JIUCT;

NNCTbI (BbIPE3KK, BCTABKM TEKCTa, NepeBobl), NOAKNEEHHble OAHMM Kpaem K ApPYyromy JuCTy,
HYMepYIOTCA OTAE/bHO;

KOHBEPTbI C BNOXKEHUAMU, NoALINTbIE B AE€N10, HYMEPYIOTCA B caeaylowlem nopAaanKke - BHayane
HYMepyeTCcA KOHBEPT, a 3aTeM odepeiHbIM HOMEPOM - KaXK[oe BOXKeHne B KOHBepTe. Ecin BAoXKeHuA
HYMepOBaTb HE/Ib3A, UX Ha/InYne OroBapmBaeTCA B 3aBepMTean0171 Hagnucu,

nogLuTble B 4eN10 AOKYMEHTbI C COBCTBEHHOW Hymepaumen MCTOB (BKIOYasa nedyaTHble U3aaHus)
HyMepyloTcA B 06LIEM MOPAAKE MM COXPaHAIOT COBCTBEHHYIO HyMepauuio, eciv OHa COOTBETCTByeT
NnopaAAKOBOMY PacnoIoXKeHUIo INCTOB B AeNe;

IUCTbl 6oNbLINX d)OpMaTOB noAawnBaroTCcA 3a O gunH Kpa|7| N HYMEPYHOTCA KakK O4UNH JINCT;

BCE /IMCTbl gena (Toma, 4acTu) Ha BGymarkKHOM HocuTene (Kpome nuUCTa-3aBepuTens gena u
BHYTPEHHEN ON1CK AOKYMEHTOB Aena) HYMepPYIOTCA B Ba/IOBOM MOPAAKE;



NCTbI gen, COCToAWNX N3 HECKOJIbKUX TOMOB, HYMEPYIOTCA MO KaXX40oMy TOMY OTAE/IbHO.

B cnydyaax obHapyKeHMs OWMBOK B HyMepauun AUCTOB Aena NPOBOAUTCA MepeHymepauma uam
NCMO/Ib30BaHME IMTEPHbIX HOMEPOB /INCTOB.

B cnyyae usmeHeHMA Hymepauuun IMCTOB [ena COCTaBAAETCA HOBbIN NNCT-3aBEPUTE/b, MPU 3TOM
CTapblii coxpaHAaeTcA B Aene.

5.7. Nuct-3aBeputenb gena (npunoxkeHme N 10 K Hactoswen WMHCTpyKUMK) cocTaBasieTca Ha
oTAeNbHOM /INCTe, MOAMMUCbIBAETCS €ro cocTaBuTenem, nogluMBaeTca (BKnemsaeTtcs) B Aeno. Bce
nocneayrolme N3MeHeHNs B COCTaBE M COCTOSHUKU Aenla OTMEeYatoTca B /INCTe-3aBEPUTESIE CO CCbIKOM
Ha COOTBETCTBYIOLMI aKT.

3anpelaeTca BbIHOCUTb JIMCT-3aBepUTENb Ha OBNOXKKY Aena WAM YUCTbIA 06opoT AucTa
nocneaHero AoKymeHTa. Ecam geno noAawuTo unau nepenneteHo 6e3 6n1aHKa nucTa-3aBepuTens, OH
[O/MKeEH BbITb HaKNeeH 3a BEPXHIOK YaCTb INCTa Ha BHYTPEHHIOK CTOPOHY 06/10KM B KOHLe Aena.

Bce nocneaylolime U3MeHeHUsa B COCTaBe U COCTOAHUM Aena (NoBpeskaeHMs, 3aMeHa NOAJIMHHbIX
[OKYMEHTOB) OTMEUaloTCA B /IMCTE-3aBepuUTe e CO CCbIIKOM Ha COOTBETCTBYIOLLMIA aKT.

5.8. Ha o6n10xkKe gena (npunoxkeHune N 12 K HacToAwei MHCTPYKUMK) YKa3blBatOTCA:
HaMMeHoBaHMe cyaa (NONHOCTLIO, B UMEHUTENBHOM MaAeXKe);

HaMmeHoBaHWe cyaebHol Konnernu, cyaebHoro coctaBa, NOCTOAHHOMO cyaebHOro npucyTcTBumA
WU CTPYKTYPHOrO noapasaeneHuma cyaa (npy Haanuumm);

HomMep ToMa (4acTw);
WHAEKC iena No HOMeHKANaType;
3aro/IoBOK gena (Toma, yactu);

bamnana, Mms, OTYECTBO OCYKAEHHOro AMua M NOJHOE HaMMeHOBaHMe CTaTbM Yro/sIoBHOro
KoaeKca Poccuiickoin ®eaepaumm, No KOTOPOM NLLO OCYKAEHO;

bammnus, MHUUMaNbI UCTLA, OTBETYMKA (HaMMeHOBaHWe opraHu3aLmm), CyTb UCKa (3aaBneHusn);

bamnana, MMa, OT4ECTBO ONPaBAaHHOMo LA UAW N1LE, B OTHOLLIEHWM KOTOPOrO MPOU3BOACTBO
npeKkpaLleHo;

HOMep NPOM3BOACTBA NO AeNY, YHUKaNbHbIA MAeHTUdUKATOp Aena;

KpaiHue aatbl gena (Toma, yactu);

KOJIMYEeCTBO INCTOB B Aene (Tome, YacTu);

CPOK XpaHeHMA fena C yKasaHWeM rofa, 0 KOTOPOro OCYLLECTBAAETCA XpaHEHUE;

Ha cyaebHbIX fgenax - MOAMNUCb CydbW, pPacCMOTPEBLUEro fAeno, Ha Aenax obulero
AenonponsBoAcTBa - MOAMNMCh Hauya/ibHUKa COOTBETCTBYIOLLLErO CTPYKTYPHOro noapasaeneHus;

ApPXMBHbIM WNop Aena;
nomeTKa "[ns cnyxebHoro nonb3oBaHua" nam rpud orpaHnyeHuna goctyna (npu Haandmm).

5.9. Ha ob6noxkax Aen noCToAHHOIo CpoOKa XpaHeHunAa npeaycmatpuBaeTca MeCcto AanA
HanmeHOoBaHNA ToOCyaapCTBEHHOIO apxuvea, B KOTOprﬁ nepeaarnTca aAena cyga - WUCTOYHUKa
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KOMMN/1eKTOBaHUA.

Mpy U3MEHEeHUN HaMMeHOBaHUA cyda (CTPYKTYPHOro noAapasgesneHunn cyaa) B TedeHue nepuoaa,
OXBaTbIBAEMOTrO AOKYMEHTamMK Aena, Ha 06/103KKe Aena yKasblBaeTca nociegHee HaMMmeHoBaHMe.

5.10. 3arosoBOK [Aena [AO0/IKEH COOTBETCTBOBAaTb (PAKTUYECKOMY COCTaBy COAEPKaHUIo
DOKYMEHTOB gena.

Ecnun geno coctomT n3 HECKOIbKMX TOMOB (YacTelt), Ha 06103KKy Kaxaoro Toma (4actu) BbiHOCUTCA
06LWNI1 3ar0N0BOK, @ TaK}Ke 3aroNI0BOK M HOMEP KaKaoro Toma (4actu).

Mpumep:

"[JOKYMEHTbl OMepPaTMBHbIX COBELLaHMI cyael B 2 Tomax. Tom N 1 - coBelwaHuna cyaen cynebHol
KOJIIerMn MO YroNoBHbIM genam";

"[IOKYMEeHTbl ONepPaTMBHbIX COBELLAHMI cyael B 2 Tomax. Tom N 2 - coBelaHuna cyaen cynebHol
KOMIETNU MO rPaXKaaHCKUm aenam".

B 3aronoBKax pen, cofepralmx Kornuum OOKYMEHTOB, OeN3aeTCA YKa3aHuMe Ha Hanauyue Konun.
MNoANMHHOCTb OKYMEHTOB Ae/1a B 3aro/loBKe He OroBapMBaeTcA.

5.11. Ha 06n03Ke Aena yKasblBaloTcA KpalHWe AaThl AOKYMEHTOB, NOMELLEHHbIX B Ae/0.

Ecnv B feno BKAKOYEHbI JOKYMEHTbI, AaTa KOTOPbIX HE COBMAZAET C AATON Aena, TO NoA, AaTOM ¢
HOBOI CTPOKK Aenaetcs 06 sTom 3anuch: "B aene umeroTca LOKYMEHTbI 3a ... rogy(bl)".

[ata gena He yKasbiBaeTca Ha 06/10XKax Ae/, COAep’Kallux rofoBble naaHbl, OTYETbl U Apyrue
OOKYMEHTbI, AaTbl KOTOPbIX OTPAXKaloTCA B 3aro/10BKax Aen.

[datamun fen, cofeprKalmx pacnopaguTeNbHYl0 M WHYI AOKYMeHTauuio (goKnagbl, MUcbMa,
CTEHOrpaMmbl), ABAAKOTCA AaTbl (YUMCNO, MeCAL, ro4) perncrpaumm (coctaBaeHunn, NoCTyNAeHMs) cCaMoro
paHHEero 1 camoro No3aHero AOKYMEHTOB, BKNOYEHHbIX B AeN0 (KpalHWe AaTbl AeN, LOKYMEHTOB).

ﬂ,aTOﬁ Aena, coageprxawero npoToKOobl 3acep,aHM171, ABNAKOTCA AaTbl NepBoro M nocnegHero
NPOTOKO1a, BK/IKOYEHHbIX B AeN0.

ﬂ,aTOVI JIMYHOTO Aena ABNAKTCA OaTbl NOA4NMUCaHUA NPUKA30B O nNpueme U yBoJibHEHUU iU, Ha
KOTOPOEe OHO 3aBeAeHO.

Mpu 0603HaYeHMM faTbl LOKYMEHTa CHavyana yKasblBaeTCa YNCO0, 3aTem MecAL, U rog,. Yucno u rog,
0603HayvatoTca apabckumm unmdpamm, HasBaHWe MmecaLla - NPOMUCHIO.

Echn pata AOKYyMeHTa WMAM OTAe/ibHble ee 3/ileMeHTbl OonpeaenAtoTcA I'IpM6I'IM3MTel'IbHO, Ha
OCHOBAHWMW aHa/N3a CcoAepPHKaHNA OOKYMEHTA, TO AadTa UIN OTAE/IbHbIE €€ 3/1EMEHTbI, HE ABAAIOWMNECA
abcontoTHO AO0CTOBEPHbLIMWM, 3aKNHOYAOTCA B KBa4paTHbIe CKOOKM.

5.12. KonnyectBo ncToB Ha 06/10XKKe Aena yKa3blBAeTcA Ha OCHOBAHWU INCTA-3aBepuTens.

5.13. CpOK XPaHEHUA Ha 06210XKKe Aena yKa3blBaeTCA B COOTBETCTBMM CO CPOKOM XpPaHEHMUA,
YCTaHOB/IEHHbIM HOPMATUBHbIMW NPABOBbIMU aKTaMU Poccuiickoi CDep,epau,MM, TUNOBbIMU MepeyHAMU
LOKyMeHTOB, lNepeyHem JOKYMEHTOB.

Ha pena, BHeceHHble B onucb Aen (rogosoit pasgen onucu Aen) cyda - WCTOYMHUKA
KOMMNEKTOBaHUA rOCyAapCTBEHHOrO apxumBa, apXMBHbIA WGP MNPOCTaBAAETCA MOCAe YTBepAeHuA
onucn paen (romosoro pasgena onucu aen) OMNK  apxXMBHOTO yupexaeHWs U yTBEPXKAeHUs
npeacegatenem cyaa.



5.14. ApxuBHbiii wWKdp BKAOYAET B cebss HOMepa: apxuBHOro ¢GoHAa, OnNucK Aen, SOKYMEHTOB,
eANHULbI XpaHeHUs - Aena. Ha eamMHMuax xpaHeHUs, coaepKallmx AOKYMEHTbI Ha BymarKHOM HocuTene,
APXUBHbIM WKNOP HaHOCUTCA Ha OONOXMKKY B NI€BOM HUMHEM M MPaBOM BepXHEeM Yraax B Uenax
obecneyeHuns yyeta U naeHTnpukaumu. NMpn stom ob03HaYeHME, HAHOCMMOE B NMPABOM BEPXHEM Yy,
nepesopaymnBaeTca Ha 180 rpagycoB NO OTHOLIEHUIO K 0603HAUYEHUIO B IEBOM HUMKHEM YIy.

5.15. Bo Bcex cyaebHbIx genax, noAajerkalux nepegadye B apxvsB Ha NOCTOSIHHOE U BPeMeHHoe
XpaHeHue (cebliie 10 neT), a TakKe B Aenax Mo JIMYHOMY COCTaBy, COCTaBAAETCA BHYTPEHHAS OMNUCb
OOKyMeHToB gena (npunoxenune N 11 K HacToAweln MHCTpyKumn).

BHYTpeHHAA onncb LOKYMEHTOB Ae/a NOALWMBAETCA B Havale gena.
(ab3aL, BBegeH MNpukasom CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

JINCTbl BHYTpPEHHEeW OMUCK LOKYMEHTOB [efa HYMepyloTca OTAEeNbHO OT obuwei Hymepauuu
OOKYyMeHTOB gena. WMHdopmauma O KOJIMYEeCTBe JIMCTOB BHYTPEHHEN OnucK [OKYMEHTOB gena
BK/IOYAETCA B JINCT-3aBEPUTEb.

MN3meHeHMe cocTaBa AOKYMEHTOB Aena oTparkaetca B rpade "MpumeyaHune" BHYTPEHHeN onucu
OOKYMEHTOB Ae/1a CO CCbl/IKaMM Ha COOTBETCTBYHOLLME AKTbI.

Ecnn peno Ha 6yma)KHOM HOocuTesle NepenneTeHo Uan nogwnto 6e3 6aaHKa BHYTPEHHEW onucu
AOKYMEHTOB, TO COCTaB/JIeHHas MO YCTaHOBAEHHOM ¢GopmMe BHYTPEHHAA OMNWCb MNOAKAenBaeTca K
BHYTPEHHEN CTOpOoHe NNLLEBOI 0610KKM Aena.

5.16. B y4eTHO-perncTpaumMoHHbIX KypHanax MOCTOSHHOMO W BpemeHHoro (cebiwe 10 neT)
XpaHeHWsA nepes Ux nepegayelt B apxme paboTHUKaMM OTAEN0B, OTBETCTBEHHbIMM 33 BeAEHWE AaHHbIX
[OKYMEHTOB, OCYLLLECTBAAETCA HYMepaLua MCTOB U NPOM3BOAMUTCA 3aBepUTE/IbHAA HAAMMUCH.

Ha 06/10)KKe perucrpaumMoHHOro »ypHasa WAW KHWUMM COracHO HOMEHK/AaType MpocTaBaseTca
CPOK XpaHeHMA 1 yKa3blBaeTCA KOJIMYECTBO /INCTOB.

Mepeng nepesaven B apxXuB  YYETHO-CTaTUCTMYECKMX  KapTouek  paboTHMK  oTaena
AeNnonponsBoACcTBa NPOBepPAeT UX HaMuMe 1 3aM0NHEHNE BCeX NPeayCMOTPEHHbIX PEKBU3UTOB.

Mocne nepefayn Aen B apxXmB YYETHO-CTAaTUCTUYECKME KaPTOUKM AOKHbI XPaHUTLCA B KapToTeKax
(AWwmKax, KapToTeUHbIX WKadax) OTAENbHO MO YrON0BHbIM, FPaXKAaHCKUM, agMUHUCTPATUBHbBIM AEeNam,
Aenam 06 agMMHUCTPATUBHBIX MPABOHAPYLUEHUAX B NOPAAKE MX HOMEPOB MO rogam. B Kaxkaom Tome
AONIXKHO 6bITb He 6onee 150 y4eTHO-CTaTUCTUYECKMX KapToYeK, Ho He 6onee 250 UCTOB.

Y4yeTHO-CTaTUCTUYECKME KapTOUYKKU NepesatoTcA B apXmB BMecCTe C a.l'ld)aBVITHbIM YKa3sartenem.

6. MopAnOK YHUUTOXKEHUA aPXUBHbIX AOKYMEHTOB
(B pen. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

6.1. Haxogswueca B apxvuBe gena, MO KOTOPbIM WMCTEK CPOK XPaHEHMA, YCTAaHOBJ/IEHHbIN
aencteyrowmm lepeyHem [OOKYMEHTOB, OTOMPAlOTCA K YHMUTOXeHuto. Pabota no oTtbopy aen K
YHUUTOXKEHWNIO OCYLLLECTBAAETCA paboTHUKOM, OTBETCTBEHHbIM 3a paboTy apxMBa cyaa, exXerogHo.

Jena n [OKYMEHTbl BKAKOYAOTCA B aKT O BblAeNE€HUN K YHUUTOXKEHUIO [AOKYMEHTOB, He
nognexawmnx XxpaHeHuto, ecnum I'Ipe,CI,yCMOTpEHHbIﬁ ONA HUX CPOK XpaHeHWA UCTeK K 1 AHBapAa roaa, B
KOTOPOM COCTaB/1EH aKT.

YHUYTOXKEeHNe OOKYMEHTOB A0 [MpoBeAeHUA  3KCMepTusbl ULEHHOCTU U YTBEpPXAeHUA
npeagcenartesiem cyga onucei Aen nNoCtToAHHOINo XxpaHeHunAa M cornacoBaHuA onucei Aaen no a1M4Homy
COCTaBy 3anpeLaeTca.
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6.2. Ha ocHOBe npegnoXeHWn K aKTy O BblAENEHUM K YHUUTONKEHWUIO [OOKYMEHTOB, He
noAsierkalmx XpaHeH o, COCTaBIEHHbIX MO pe3y/ibTaTaM 3KCNepTU3bl LLEHHOCTU B CyAeOHOM Konnernu,
cyaebHom cocTaBe, MNOCTOAHHOM CyAebHOM NPUCYTCTBMWU, CTPYKTYPHOM MoApasfeneHnun cyaa,
paboTHUK, OTBETCTBEHHbIN 3a pPaboTy apxvMBa Cy[a, COCTAaBAAET COOTBETCTBYIOLIMM MPOEKT aKTa
(npunoskeHne N 13 K HacTosAwen MHCTpyKUuMM). YKa3aHHbIM MPOEKT MNOAMMCHbIBAETCS HayaslbHUKOM
oTaena aenonpoussoscTtea (oblero otaena).

MpPOeKT aKTa O BbIAENEHUM K YHUUTONKEHUIO [OKYMEHTOB, He MnoA/erKalux XpaHeHuto,
npeacTaBAseTcA Ha COrnacoBaHME 3KCNEPTHOM KOMUCCUKM CyAa, 3aTEM HanpaBAAeTCs Ha PacCMOTpeHue
3MK apxMBHOro y4ypexaeHua (ecnm cyg BbICTynaeT MCTOYHMKOM KOMMJIEKTOBAHUSA rocyAapCTBEHHOro
apxvBa WAM Ha OCHOBAHMW COOTBETCTBYIOLLErO AOroBOpa), NOC/Ae Yero yTBep:KaaeTcs npeacenartesiem

cyaa.

6.3. an COCTaB/IEHNN aAKTa O BblAeNNEHUN K YHUYTOXKEHUKO [OOKYMEHTOB, HE noanexawux
XPaHEeHWI0, OO01KHbI COGIIIO,D,aTbCFI cneagywouime npasuna:

Aena pacnosiaratoTcA B akTe No rogam nUx paCcCMoTpeHMA B NOpALKE BO3PaCTaHNA HOMEPOB Aen,

B KOHLLE aKTa AeNaeTca 3anmcb 0 TOM, YTO 13 Aen (cyaebHbix aen) nsbAaTbl NOANANHHUKN cyaebHbIX
aKTOB, /INYHbIE JOKYMEHTbI.

6.4. AKTbl O BbIAENEHUU K YHUYTOXKEHMUIO [JOKYMEHTOB, He MNoAJexKalux XPaHEHWo,
paccMmaTpmuBaloTCA U COrNacoBbIBAOTCS Ha 3acefaHUM 3KCMEepPTHOM KOMMCCUM CyAa OAHOBPEMEHHO C
OMNUCAMM Ha Aena NOCTOAHHOIO XPaHeHUA, U NO TINYHOMY COCTaBy.

Mocne yTBepKaeHMA npeacenatenem cyga onuceit Aen NOCTOAHHOIO CPOKa XpaHeHuA, onucei
OEeN No /SIMYHOMY COCTaBy, aKTOB O BbIAE/NEHUM K YHUUTONKEHMUIO [OKYMEHTOB, He noaJsiexalimx
XpaHeHuto, Aena, BblAeNeHHbIE MO aKTy K YHUUTOMKEHUIO, MOTYT BbITb YHUUTOMKEHDI.

6.5. Jena c otmetkoi "IMK" nopnexatr NOAUCTHOMY (ANA 3SNEKTPOHHbLIX AOKYMEHTOB -
NOAOKYMEHTHOMY) MPOCMOTPY B LIe/IAX BbIABAEHUA apPXUBHbIX JOKYMEHTOB, NoAeKallinux NOCTOAHHOMY
XpaHeHUo. BbiiBNEHHble B TaKMUX Aenax AOKYMEHTbl MOCTOSAHHOIO CPOKa XpPaHeHWs BblAenAwTca U
NPUCOeaMHAIOTCA K O4HOPOAHbIM AeNam COOTBETCTBYHOLLEro rofoBOro pasgena uam ¢bopmMmmpyoTca B
oTaenbHble gena.

OcTaBlUMECA OOKYMEHTbI BPEMEHHOrO CpPOKa XPaHEHWA BK/OYAlOTCA B aKT O BblAeNeHuM K
YHUUTOMKEHUIO [AOKYMEHTOB, He NOoANeXKalWmX XpaHeHuto. [pu BKAKOYEHMM B aKT [OKYMEHTOB,
BbISIB/IEHHbIX MPX MPOCMOTPE AEN CO CPOKOM XpaHeHus ¢ oTmeTkoi "IMK", otmeTka "IMK" B akTe He
yKa3sbliBaeTca.

6.6. M3 OTOBPaHHbIX K YHWUUTOMKEHUIO CcyaebHbIX Aen (rpakAaHCKMX, aAaMUHUCTPaTUBHbIX,
YrOJIOBHbIX, 006 aAMMHUCTPATMBHbLIX MNPABOHAPYLIEHUAX) Ha MOCTOAHHOE XpaHeHWe Heobxoaumo
M3biMaTb MOAIMHHUKN CyAebHbIX aKTOB, BbIHECEHHbIX MO CYLECTBY AeN1a, a TaKXKe cyaebHble aKkTbl cya0B
anennsULMOHHOM, KacCauMOHHOM N HAA30PHOM MHCTAHLMM, BbIHECEHHbIE MO pe3y/ibTaTaM PacCMOTPEHUA
anenNAUMOHHBIX MAM KacCaUMOHHBIX Kanob (npeactaBneHuit) nvbo nepecmoTpa pelleHuin cyda B
nopagxe Hagsopa.

M3 npeKpalleHHbIX Aen, Aen Mo MCKaM, OCTaBAeHHbIM 6e3 pPacCMOTPEeHMUs, W3bIMAOTCA
NOA/IMHHUKX onpedeneHuii O MpekpaweHMM Npou3BOACTBa No Aeny, o6 ocTaBneHMM uUcKa 6es
paccMmoTpeHus.

Ha Bcex cyp,e6Hb|x dKTaX NPOCTaBNAKOTCA PerncTtpaumMoHHble HoOmepa Aena, Homep Npon3BoAacTBa,
yHMKaﬂbelﬁ M,CI,eHTMd)MKaTOp Aena, "3 KOToporo OHU U3BATHI. 3atem AOKYMEHTbI noAwnBaroTCcA Mno
nopAaKy HOMepOB Aen B OTAe/IbHbIE Aela U NOMELLA0TCA B TBEPAYIO O6J'IO)KKy.

MprobLueHHble K cyaebHOMY AeNly 3/1eKTPOHHbIE HOCUTENN MHbOPMaL MK (SUCKK, OUCKETbI, daeLu-



KapTbl) YHWYTOMKAOTCA OAHOBPEMEHHO C Ae/oM fyTeM MUX OM3NYECKOTO YHUUTOXKEHMA WAU
YHUUTOMKEHMA NPOrPaMMHO-TEXHUYECKMMU CpeacTBaMu.

6.7. MNMpn otbope K YHUYTOXKEHUIO MaTepPUanos, PACCMOTPEHHbIX B MOPSAAKE TrpaXKAaHCKOro,
aAMMHUCTPATUBHOIO, YroJIOBHOrO CyAONPOM3BOACTBA, a TaKXe npou3BoAcTBa nNo genam o6
aAMMUHUCTPATUBHbIX NPABOHAPYLLIEHUSX, U3 HUX U3bIMAIOTCA NOAJIMHHMKMN CyAeOHbIX aKTOB, B TOM Ync/e
BbILLECTOALLMX CYAO0B, KOTOpble GOPMUPYIOTCA B COOTBETCTBYIOWEE AEN0 PabOTHMKOM apxuBa cyaa M
nepeaaroTcs Ha NOCTOAHHOE XpaHeHue ¢ cobatogeHmnem TpeboBaHMM HacToAWwel MHCTpyKLMN.

6.8. U3 APXUBHbLIX OOKYMEHTOB, noanexawmnx yHUUTOXEHWUKD, OCTAOTCA Ha XpaHEHWUE JZIMYHble
AOKYMEHTbI (nacnopTa, BOEHHbIe 6MIIETbI, TPyAoOBble KHUNXKU U Opyrne nndHble ,ﬂ,OKyMeHTbI), KOTOpble
NOMeLWLaloTCA B OTAENbHYIO Nanky, cogepallyto BHYTPEHHIOKO ONUCb OOKYMEHTOB. B onucb BHocATCA:
d)aMM!'IMFI, nMma, OoT4eCTBO BJlageNibua OOKYMEHTA, HAaMMeEHOBaHWE AOOKYMEHTa U HOMEP Aena
(I'IpOVI3BO,£I,CTBa), M3 KOTOPOro OH U3BAT, ro4 PaCCMOTPEHNA OeNla, HOMEP U AaTa aKTa 06 YHUYTOXEHUN
aena. HEBOCTpe6OBaHHbIE INYHbIE AOOKYMEHTbl XPaHATCA B apXuBe CyAda 75 net, nocne vero
YHUYTOXKAOTCA.

6.9. ApxuMBHble [OOKYMEHTbl, MNoAjeXaline YHUYTOXKEHUIO, NepefarTcA Ha YTUAM3auuio B
opraHmMsauunu, 3aHMMmatoLmecs nepepaboTKkol BTOPCbIPbS.

B cnyyae oTcyTCTBMA OpraHmM3auunii, Npomn3BOAAWMX YTUIN3ALMNIO B AaHHOM PErMOHE, AOKYMEHTbI
YHUUTOXKAIOTCA CNeumnanbHO CO34aHHOM Ha OCHOBAHUKW PacnopsyKeHua npeaceatens cyaa Komuccuemn
NMyTEM COXK}KEHUSA UM MEXaHMYECKOW NepepaboTKM, 0 YeM COCTABASAETCA aKT.

6.10. Nepepn nepegayeit Ha YHUUTOXKEHME AOKYMEHTbI YNAKOBbIBAOTCA, @ B HEO6XOAMMBIX CyYanx
oneyatbiBatoTcA. [lepesada odopmnseTca NPUemMOo-CAATOYHOW HaKAagHoW (akTom), B KOTOpoW
YKa3bIBaloTCA gaTa nepesayu, KoJIMYeCTBO BK/IIOYEHHDIX B aKT 4e/ U APYrMX LOKYMEHTOB, BeC BymarkHOM
MaKynaTtypbl.

6.11. JoKymeHTbl, umerowme nomeTtky "[ns cnyxebHoOro nosb3oBaHMA", a TaKkKe codeprKalline
MHPOPMALUMIO OrpaHUMYEHHOro [A0CTyna, AO/XKHbl YHWYTOXATbCA B Cyde MyTeEM MEeXaHUYecKoro
M3menbYyeHun (WpeampoBaHMsa) MAM MHbIM CNOCOBOM, MCKAHOYAIOWMM BO3MOXKHOCTb BOCCTaHOBUTb
cogeprkaHne [OKYMEeHTOB. bBbymakHble OTXo4bl NepefarTcs B OpraHM3auuio, 3aHMMaloLWYyHoCA
nepepaboTKOM BTOPChIPbA.

(B peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP ot 29.05.2024 N 124)

6.12. [llorpy3ska, BbIBO3 Ha YTUAM3ALUUIO W YTUAM3AUMA OCYLLECTBAAKOTCA MOA KOHTpOJem
YNOJIHOMOYEHHOIO paboTHMKa cyaa.

6.13. AKTbl O BblAe/IeHUN K YHUYTOXEHUIO AOKYMEHTOB, a TaKXe AOKYMEHTbI, noATBepxaatouime
d)aKT yTuan3auumum, nogawinBatoTCcAa B OTLI,eI'IbeIﬁ HapA4 B XPOHO/I0OrM4eCKom nopAagKe.

B pernctpauMoHHbIX XypHanax (rpada - npumedyaHue) UM YYETHO-CTaTUCTUYECKUX KapTouKax
(cneumnanbHbIM NYHKT Man cBoboaHOe MoJsie) Aenaetca OTMETKa 00 YHUUTOXKEHUWU Aefla C YKasaHuem
HOMepa, 4aTbl aKTa M NPOTOKO/1A 3acefaHUA 3KCNEePTHOM KOMUCCUM Cyaa.

OTmeTKa 06 YHUYTOXEHUN aeNna NPOCTABNAETCA TAKXKE B COOTBETCTBYIOLLI,EIZ onucu gen.

6.14. 3anpeu.|,aeTc;1 Mncnonb3oBaHue OTO6paHHbIX K YHUYTOXKEHUIO aen gna XO3AMUCTBEHHbIX HYXA.

7. Nepepgaua aen (3NeKTPOHHbBIX gen) B apxus cyaa. Mopagok
XPaHEHUA apXUBHbIX AeN (3NEeKTPOHHbIX aPXUBHbIX AeN)

7.1. [lena NOCTOAHHOrO XpaHeHUs, BpeMeHHbIX (cBbile 10 NeT) CPOKOB XpaHeHMsA NnepeaaroTca B
apxuB CyAa He nosaHee Yem 4yepes LIEeCTb MeCALEB NOC/e 3aBepLleHun Aen B 4e/0Npou3BOACTBE Mo
onucam gen cyaebHbix Konneruni, cygebHbiXx COCTaBOB, MOCTOSIHHbIX CyAebHbIX NPUCYTCTBUN W
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CTPYKTYPHbIX noapasaeneHun cyaa (npunoxkenua N 3, 4 Kk HactoAwer WHCTpykumn). OKOHYaHUe
npoussoacTBa No cyaebHbim Aenam onpeaensetca B nopAgKe, YCTaHOBJAEHHOM COOTBETCTBYIOLLEM
WHCTPYKLMel no cyaebHoMy Aenonpoms3BoacTsy.

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PO o1 09.01.2024 N 1)

[JOKyMeHTbl NO /AIMYHOMY COCTaBY CYAEN KacCaUMOHHbIX CyAoB OOWen pUCanKumnm,
anennAUMOHHbIX CyA0B OOLEN HOPUCAMKLUN, BEPXOBHbIX CYyA0B pecnybnuK, KpaeBbix U 06/1acTHbIX
Cy£0B, CyA0B ropogos dpeaepanbHOro 3Ha4YeHUA, Cy40B aBTOHOMHOM 061acT U aBTOHOMHbIX OKpPYroB
nepeaaroTca B apxuB cyaa no uctedeHum 10 net co AHA OCBOOOXKAEHWUA OT AOMKHOCTU CyAbW
(oTuMcnenus us wraTa cyaa); deaepanbHbIX rocyAapCTBEHHbIX MPAXKAAHCKUX CAYMKALLMX - NO UCTEYEHUU
10 neT co AHA YBONbHEHMUA.

(8 pea. NMpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)

7.2. PeweHne Ha nepepadyy B apxmB cyaebHbIX aen, npousBoACTB U MaTepuasoB NpUHUMaeT
CyAbs, UX PaCCMOTPEBLUNI, a NPU ero oTCYyTCTBUM - NpeaceaaTtens cyaa (cyaebHon Konnermu, cyaebHoro
COCTaBa), ero 3amectuTesib WK MHOE YMNOJIHOMOYEHHOEe npeaceaaTenem cyga Amuo (B MOCTOAHHOM
cynaebHom npwucytcteum). Mpu 3TOM cyaba MpPOBEPAET COCTOSIHME KaxKaoro cyaebHoro aena,
NpoM3BOACTBA MU MaTepuana.

(n. 7.2 BBeaeH Mpwukaszom CyaebHoro aenaptameHTa npu BepxosHom Cyae P ot 09.01.2024 N 1)

7.3. PeweHne Ha nepegayy B apxvB CyAa HOMEHKAATYPbI, }KYPHANOB U YYETHO-CTaTUCTUYECKUX
KapToyek NpUHMMAET npeaceatenb cyaa (cynebHol koanermm, cynebHoro coctasa), ero 3amectTuTesb
WM MHOE YNOJIHOMOYEHHOE NpeacenaTesIeM cyaa MLo (B MOCTOAHHOM CyaebHOM NpUCyTCTBUN).

(n. 7.3 BBegeH Mpukaszom CyaebHoro aenaptameHTa npu BepxosHom Cyae PP ot 09.01.2024 N 1)

7.4. PeweHne Ha nepefadvyy B apXWB MHbIX AOKYMEHTOB CyZa MPWHUMAET Haya/ibHUK OTAena
aenonpoussoactea (obuwiero otaena) cyaa, MHoe YNOAHOMOYEHHOe npeacedaTenem cyga nmuo (s
NOCTOAHHOM cyfebHOM NPUCYTCTBUM).

(n. 7.4 BBegeH Mpukasom CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

7.5. JoKymeHTbl BpeMeHHbIX (40 10 neTt) cpokoB XpaHeHUa unaun Ao MMHOBaHUA HagobHocTu" B
apxuB cyZa no obLiemy npaBuy He nepesatoTcs.

B cOOTBETCTBMU C pacrnopsKeHuem npeacesatens cyfa B UCKAKUUTENbHBIX Cyvanx (oTcyTcTeue
BO3MOXHOCTM obecneyeHmsa COXPaHHOCTU, COOTBETCTBYIOLMX MOMELLEHUI ONA UX XPAHEHUA U UHbIX)
OOKYMEHTbI BpeMeHHbIX (840 10 /ieT) CpoOKOB XpaHeHUs MaM "0o MMHOBaHUA HagobHocTn" aena moryT
6bITb NepeaaHbl B apPXMB CyAa NO COOTBETCTBYOLWMM ONUCAM.

MoaroToBKa Aen BpemeHHbIx (40 10 neT) cpoKoB XpaHeHUa unn " Ao MMHoBaHWA HagobHocTn" ans
nepefaunm B apxvB, a TaKKe nepegaya TaKMX [en B apxMB Cyda OCYLLECTB/AETCA B COOTBETCTBUMU CO
CPOKaMM, YCTAHOBAEHHbIMW NyHKTaMK 5.1, 7.1 HacToAwen NHCTpYKUUK.

Takue gena opopmnaioTca paboTHMKAMKM, OTBETCTBEHHbIMM 3a Ae/10NPOMN3BOACTBO B CyAebHOM
Kosnermu, cyaebHom coctase, MOCTOAHHOM cyAebHOM MPUCYTCTBMM, CTPYKTYPHOM MoApaszesieHuu
cyda, cnegyowmm obpasom.

Jena noawwvsatotcs, Ha 0BN0XKKe YKa3blBAlOTCA: HAaMMEHOBAHWE CyAa; 3aro/IoBOK Aena (Toma,
YyacTu); UHAEKC Aena no HOMEHKnatype; Gamuausa, MMs, OTYECTBO OCYXKAEHHOIO /MLA M MOJIHOe
HauMeHOBaHWe CTaTbW YronoBHOro Kogekca Poccuiickoit depepaunn, No KOTOPOM JINLO OCYKAEHO;
dbamuana, MHMUMaNbI UCTLA, OTBETYMKA (HAMMEHOBaHWE OpraHM3aLmMm); CyTb UCKa (3aABNEHNA); KpalHKe
AaTbl Aena; HoOMep MPOW3BOACTBA NO AeAYy, YHWKaNbHbIN MaeHTUdMKATOp Aena; Homep TOMa; CPOK
XpaHeHWA Jena C YyKasaHMem roda, 40 KOTOPOro OCYLLECTBAAETCA XPaHeHWe; MNoAnucb CyabM,
paccmoTpesLero geno (c pacwudpoBKoit nognucu).

Mo MUCTeYEeHUN CPOKa XPaHEHMSA WUAWU NO MUHOBAHWUM Hag0BHOCTU AOKYMEHTbI BpeMeHHbIx (go 10
JIeT) CPOKOB XpaHeHUs UAM "[0 MMHOBaAHMA HAaA06HOCTU" YHUUTONKAlOTCA B MOPAJKe, YCTAaHOB/NEHHOM
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HacToswen MHCTpyKuMen, o yem cocTasBnseTca akT (npunosxkeHre N 13 K HacToawen MHcTpyKummn).
MpennoxeHUa K akTy O BblAENEHUU K YHUUTOXKEHUID AOKYMEHTOB, He noAjeXKallux XpaHeHuto,
npeaycMoTpeHHble abs3auem deTBepTbiM nNyHKTa 4.11 Hactoawein WHCTPYKUMM, COCTaBAAOTCA
paboTHMKamM, OTBETCTBEHHbIMM 33 AE10MPOU3BOACTBO B cyaebHoM Konnernu, cygebHom cocTaBe,
NOCTOAHHOM CyAebHOM NPUCYTCTBUM, CTPYKTYPHOM NOApasaeneHnn cyaa COOTBETCTBEHHO.

(nyHKT B pea,. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP o1 09.01.2024 N 1)

7.6. dNEKTPOHHbIE AOKYMEHTbl BPpeMeHHbIX CPOKOB XpaHeHua A0 10 neT BKAOYUTENbHO XPaHATCA
B TeYeHMe YCTAHOBNEHHOTO CPOKa B WHPOPMAUMOHHOW cUCTEME (XPaHUAULLE 3SNEKTPOHHbIX
OOKYMeHTOB) B popmaTe, B KOTOPOM OHM BblAN CO34aHbl MU BKAOYEHDBI B MHPOPMALLMOHHYO CUCTEMY.
B apxuB cyaa Takue fOKYyMeHTbl He nepeaaroTca.

7.7. Nepenava gen, B TOM uynucne fgen BpemeHHbiX (840 10 neT) cpokosB xpaHeHus wuau "po
MWHOBAHMA HaZobHOCTM", B apXMB Cyfa OCyLW,EeCcTBAAETCA NO rpaduKy, COrnacoBaHHOMY C cyaebHbIMM
cocTaBaMu, cyAebHbIMM KONNErMAMM, NOCTOSAHHbIMU CyAeOHbIMM NPUCYTCTBUAMMU, CTPYKTYPHBIMU
noapasgeneHuamMu, nepesaonmm JOKYMEHTbI B apXmB, U YTBEPKAEHHOMY npeacegatenem cyaa.
(nyHKT B pea,. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP o1 09.01.2024 N 1)

7.7.1. Mpun nepegaye [AOKYMEHTOB Ha OyMarKHOM HOCUTEsie B apxvMB cyda pPaboTHUKOM,
OTBETCTBEHHbIM 32 paboTy apxMBa cyaa, NpoBepAtoTCA:

COOTBETCTBME 3aro/ioBKa Jena Mo OMUCU AN CTPYKTYPHOro MoapasfesieHns CoAepaHuio
[OKYMEHTOB B fene;

NpaBuUbHOCTb 0DOPMAEHUA U FPYMNNMUPOBKU [OKYMEHTOB, BKNOYEHHbIX B A€/10;
KauyecTBo NOALMBKM UAW NepenseTa Aena;

NpaBWIbHOCTb HYMepaLuKu IUCTOB AeNa;

NPaBUAbHOCTb COCTaB/EHNS BHYTPEHHEN ONUCK AOKYMEHTOB Aena (Npu Hananuum);
npaBuIbHOCTb 0hopMAEHMA 0BN0MXKKN Aena;

HannyMe N NPaBUAbHOCTb 3aM0IHEHUA IUCTa-3aBepuTens aena.

Bce BbiABAEHHbIE MPX NPOBEPKE HeAoCTaTKM B GopMMpPOBaHUKM U odopmMaeHUn aen paboTHUKM
cypebHoro coctaBa, cyaebHOM Konnernu, MOCTOAHHOrO CcyAebHOro nNPUCYTCTBUA, CTPYKTYPHOrO
noapasgeneHnsa 06sa3aHbl YCTPAHUTD.

(noanyHKT B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP o1 09.01.2024 N 1)

7.7.2. Mpuem-nepesadya SOKYMEHTOB B apxMB cyda Npou3BoanTca paboTHUKOM, OTBETCTBEHHbLIM
33 paboTy apxuMBa cyaa, B NpUCYTCTBMM pPaboTHMKa cypebHoro coctaBa, cyaebHoit Konneruu,
NOCTOAHHOrO cyfebHOro NPMCYTCTBUSA, CTPYKTYPHOTO nogpasaeneHus cyaa. B otmeTke o npueme gen B
KOHLLE Ka*KAOro 3K3emMnaapa onucu Aen yKasbiBaloTCA KOANYEeCTBO GaKTUYECKM MPUHATLIX B apX1B Aen,
HOMepa OTCYTCTBYIOLWMX AeN, AaTa Npuema-nepesayu, a TakXKe nognucu 1M pacwmndpoBKU nognucen
YKa3aHHbIX PabOTHUKOB.
(noanyHKT B pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

7.8. lepefaya 3N1EKTPOHHbIX AOKYMEHTOB B apXMB MPOM3BOAMTCA Ha OCHOBaHWW OnNUceMn
3/IEKTPOHHbIX AeN cyaebHoro cocrtaBa, cyaebHOW KoMneruun, CTPYKTYpPHOro mnoApasgesneHus cyga no
MHPOPMALNOHHO-TENEKOMMYHUKALMOHHOW CeTU (MpU HaivuMyM B apxuBe cyda MHGOOPMALMOHHOM
cUcTeMbl) MAM Ha PpU3MYeckn 060COBNEHHbIX MATepUasbHbIX HOCUTENAX, KOTOpPble MPEeACTaBAAIOTCA B
ABYX MAEHTUYHbIX SK3EMMIAPAX.

TexHuyecKkoe conpoBoXxgeHne no obecneyeHuto nepegadn 3NEKTPOHHbIX OOKYMEHTOB B apPXuB,


https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100296
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100295
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100295
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100303
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100295
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100305
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100295
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100314
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100295

CBA3aHHOE C HACTPOMKOM MPOrpaMmMHbIX KOMMNEKCOB W UX OYHKUMOHMPOBAHMEM, a TaKKe
YyOOCTOBEPEHME  KayecTBa NepeAaBaeMblX  eAMHUL,  XPaHEeHUA  3/IeKTPOHHbIX  [OKYMEHTOB
obecneunBaeTcs paboTHMKaAMM, OTBEYAOLWMMM 33 GYHKLMOHUPOBAHME UHDOPMALMOHHBIX TEXHONOTNIA
B cyde, a Takxe paboTHukamu ¢puamanos ®reY UAL CyaebHoro aenaprameHTa.

7.8.1. Mpn nepegaye 3SMEKTPOHHbIX AOKYMEHTOB B apXWB CyAa BbINOJHAKOTCA Caedylowme
OCHOBHble npoueaypbl paboTbl C LOKYMEHTAMK:

dopmupoBaHMe B WMHPOPMALMOHHOM CUCTEME Cyda 3S/EKTPOHHbIX Aen, ABAAOWMXCA
COBOKYMHOCTbHO KOHTEMHEPOB 3/IEKTPOHHbIX AOKYMEHTOB U/IN KOHTEMHEPOM 3/IEKTPOHHOIO AOKYMEHTa,
coAepKalWMm KOHTEHT U MeTafaHHble 3/IEKTPOHHOro AOKYMeHTa, dalfibl 3NEeKTPOHHbIX noanucen u
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1eKTPOHHOIo AoKyMeHTa B popmaTe PDF/A;.

bopmMUpOBaHME OMUCK INEKTPOHHbIX AEN, LOKYMEHTOB cyaebHOro coctaBa, cyaebHol Koanermu,
CTPYKTYPHOro NoApasaeneHuns cyaa;

NpoBepKa apXMBOM CyAa 3/EKTPOHHbIX AOKYMEHTOB Ha Hanuume BPEAOHOCHbIX KOMMbIOTEPHbIX
nporpamm;

NpOBEpPKa BOCMPOM3BOAMMOCTU 3/IEKTPOHHBIX JOKYMEHTOB;

npoBepKa ¢M3M‘-IeCKOI'O M TEXHMYECKOro COCTOAHMA HOCUTENEeM (I'Ipl/l nepegaye 3/1EKTPOHHbIX
AOKYMEHTOB B apXunB Cyda Ha (I)M3VIH€CKM 060C061EHHbIX MaTepPUanbHbIX HOCVITEI'IHX).

7.8.2. Tlpuem 31eKTPOHHbIX [OKYMEHTOB B apxMB cyada no  MHGOPMALMOHHO-
TEeNIeKOMMYHMKAUMOHHON ceTu (Npu Haauuum B apxuBe cyga MHOOPMALMOHHOM CUCTEMbI) MW Ha
dusmnyeckn 060cobeHHbIX HOoCUTENAX OPOPMAISETCS COCTAB/IEHMEM MTOTOBOM 3aMMUCU B KOHLIE OMUCK
3/1IEKTPOHHbIX AeN, B KOTOPOM LUndpamm 1 NPONUCHIO YKa3biBaeTCA KOANYECTBO GaKTUUYECKN NPUHATLIX B
aPXUB 3N1EKTPOHHBIX AN M 3NEeKTPOHHbIX AOKYMEHTOB. MTorosaa 3anmcb NoATBep»KAaeTca NoAnucamu
paboTHMKa, OTBETCTBEHHOrO 3a paboTy apxMBa cyda, U paboTHUKA, NepeaaBLIero 3/IeKTPOHHbIe Aena u
OOKYMeHTbl. MMpu nprveme Ha apxXMBHOE XpPaHEHWe 3NEKTPOHHble Aefla 3aBepAloTCA 3/1EKTPOHHOW
noanucbio NpeaceaaTens cyaa uav ynolHOMOYEHHOTO UM iMua.

7.8.3. MNocne npuema B apXMB 3/EKTPOHHbLIX AOKYMEHTOB Ha ¢uanyeckm 060co6aeHHbIX
MaTepuanbHbIX HOCUTENAX BKAA4bIWMW, MOMELLEHHble B GYTAAP eQUHULbI XPAaHEHWUA B CTPYKTYPHOM
noApasfeneHnn, 3aMeHAITCA Ha BKNAAbIWKN, 0pOPMIEHHbIE B apXMBe.

Ha Bknagpllwe, nomeuwiaemom B OYyTAAP eAMHUUBI XpaHeHWs, 0hOopMAAEMOM B apxuBe,
yKa3blBatoTcA:

HaMmeHoBaHMe cyaa (NosiHoe, COKpaLLeHHoe);
Homep $oHAa;

HOMEP OMMWCK SNEKTPOHHbIX Aen;

HOMep Aena no onucu;

OTMeTKa O cTaTyce 3K3emnnApa 3/IeKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOW) unu "Pab."
(pabounit);

KpaﬁHME AaTbl JOKYMEHTOB 3/1IEKTPOHHOIO A€ena,

npu H606X0,£I,I/IMOCTI/I Od)OpMI'IFHOTCFl AONO/IHUTE/IbHbIE OTMETKU 06 orpaHn4yeHnn A[ocrtyna K
AOKYMEHTaM.

Bknagbiw nomelaeTtca B d)yT/mp d)VI3MHeCKM obocobneHHoro MaTepnanibHOro HOCUTENA TaKUM
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obpa3om, 4Tobbl HagNMUCKU Ha HeM BbIN BUAHBI NPU 3aKpbiToM dyTaApe.

Hagnucn Ha BKAagblwax neyaTarTcA WAM  HAHOCATCA OT PYKH pa36OpLIVIBbIM no4yepkom
cneunanbHbIMU BOLI,OCTOVIKVIMVI YepHU1amun. BO3MOXXHO MCNOAb30BaHME WTAaMNOB U Apyrux
dHa/I0TMYHbIX CpeacTB.

7.9. Mpu nNpueme 3NEKTPOHHbIX AOKYMEHTOB HA XpPaHEHWE B apXMB YYUTbIBAKOTCA (aKTOpPbI:
OrpaHMyYeHnA Ha Npuem 3NeKTPOHHbIX JOKYMEHTOB; 3aBepLIEHHOCTb NpoLecca Co34aHNA 3NEKTPOHHOro
OOKYMEHTa; Ha/inume 3aKoHOAaTeNIbHbIX aKTOB, NPEnATCTBYIOWMX Nepegaye 31eKTPOHHOro AOKYMEHT];
HannumMe HeobXO4MMOWN CONPOBOAUTENLHOM [OKYMEHTALMW; COOTBETCTBME TWMA 3/IEKTPOHHOIO
060pyA0BaHUA PA3NNUYHBIM PEXMMAM XPaHEHWA INEKTPOHHbIX OKYMEHTOB.

7.10. [Oena, no KoTopbiM cyaebHble pelleHMA He obpalleHbl K WCMOJSIHEHUIO B MNOPAAKE,
npegycmoTpeHHOM MHCTpyKumamu N 36, 161, B apxmuB cyga He nepearoTca.

Ha y4eTHO-CTaTMCTMYECKOM KapToUKe AenaeTca OTMETKa O nepeaaye Aena B apxums.

7.11. MoctynuBwiMe B apxvB cyda Aefa W ApyrMe [AOKYMEeHTbl XpaHaTcs no ¢oHaam B
XPOHO/0rNMYEeCcKom nopagke.

7.12. ApXVIBHbIe Aena CUCTEMATUSUPYIOTCA COrNNaCHO onnucam aen n NoOMeuwatoTca B KOpOGKM.

Ha Kopelwlke 06.10KKH Ka)KLI,Oﬁ KOpO6KVI YKa3blBakOTCA Ha4ya/ibHble N KOHEYHbIE PeErncTtpaymnoHHbIe
HOMepa Aen, noMeLWeHHbIX B Kopo6|<y.

8. CnpaBO4YHO-NOMUCKOBbIE CPEeACTBA K aPXUBHBIM AIOKYMEHTaM
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

8.1. Cuctema cnpaBOYHO-MOUCKOBBIX CPEACTB BK/AOYAET apXMBHbIE CMPABOYHUKM Ha ByMarkHOM
HocuTene M (MAKM) B 3NEKTPOHHOM BuAe: obasaTesibHble - OMWUCKM AEJ, ONMUCU SNEKTPOHHbIX Aen;
BCMomoraTesibHble (Heobs3aTenbHbIe) - UICTOPUYECKAn CrpaBKa K poHAy, KaTanoru, ykasaTenun n o63opsl,
cnyxebHble KapTOTEKU, peecTpbl, 6asbl AHHbIX U APpYrMe CPaBOYHUKM.

CocTaB BCNomoraTeibHbIX apXMBHbIX CNPABOYHUKOB OonpeaenaeTca CaMoCTOATE/IbHO.

8.2. UcTtopunueckana cnpaBka K ¢oHAOY COCTOMUT M3 TpexX pasnenos: uctopus ¢oHaoobpasosartens,
OTpaKkalollas MCTOPUIO Cyda CO CCbIIKAMW Ha COOTBETCTBYIOLIME 3aKOHOAATE/IbHbIE M HOPMATUBHbIE
aKTbl (AaTbl 06pa3oBaHUA, NepPEMMEHOBAHNA, PeopraHM3auum, IMKBUAALUN, CTPYKTYPY U OYHKLUMU, UX
N3MEHEHUA, NMPeXKHNEe HaumeHoBaHMWA), uctopus poHaa (06beEM, KpaliHME AaTbl AOKYMEHTOB, CTeNeHb
MX COXPaHHOCTW, AaTbl MNepefayn [OKYMEHTOB Ha MOCTOSHHOE XPaHEHWE) W XapaKTepUCTUKa
OOKYMeHTOB ¢oHAa (pa3sHOBMAHOCTU AOKYMEHTOB, 0COBEHHOCTN GOPMUPOBAHUA eAMHUL, XPaHEHUS U
MX CUCTEMATU3ALUKN, HANNYME LOKYMEHTOB, BbIXOAALWMX 3@ XPOHONOMMYECKNE FPaHULLbI AEATENbHOCTH
¢doHaoo0bpasoBaTens, COCTaB CNPaBOYHOro annapara K poHay).

McTopuyeckasa cnpaBka K ¢GOHAOY COCTaBAfeTcA B [ABYX 3K3emnaspax (eciu cyf BbicTynaeT
MCTOYHMKOM KOMMIEKTOBaHMA FOCYAAapPCTBEHHOTO apxvBa), OAMH XpaHUTCA B Aefe cyda, BTOpoOW -
nepeaaeTcs B roCcyAapcTBEHHbIM apxuB. McTopuyeckana cnpaska K GoHAy NoANMCbIBAETCA COCTaBUTE/IEM.

9. YyeT fOKYMEHTOB B apXuBe cyaa
(B pea. Mpukasa CyaebHoro aenaptameHTa npy BepxosHom Cyae PO
0109.01.2024 N 1)

9.1. YyeTy noanexaT BCe HaxogAWMecA Ha apPXMBHOM XPaHEHUW AOKYMEHTbl, B TOM 4ucne
AOKYMeEHTbl NO N1MNYHOMY COCTaBy, KOMUMN AOOKYMEHTOB, BK/IlOYEHHbLIE B (1)0Hﬂ| NnoNb30BaHUA (an
Ha/'IMLIMM) nonncun gen, onncum aNEKTPOHHbLIX Aen.
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OCHOBHbIMM eAuHULLAMU ydyeTa apXuUBHbIX AOOKYMEHTOB ABAKOTCA apXMBHbIﬁ (I)OH,CI,, eanHnLUa
XpaHeHunA.

9.2. CBepeHnAa o6 obbeme W cocTaBe eaMHMUL, XPaHEHWA YKa3blBAOTCA B APXMBHbIX YYETHbIX
OOKymeHTax. Obs3aTesibHble W BCMOMOraTe/ibHble APXMBHbIE Y4YEeTHble OOKYMEHTbl BeayTcA Ans
obecneyeHns yyeTa NOCTyNAeHUs, BbIObITMA, KOJIMYECTBA, COCTaBa M COCTOAHMA aPXUBHbIX JOKYMEHTOB.

9.3. K 064a3aTenbHbIM Y4ETHbIM LOKYMEHTAM apXMBa CyAa OTHOCATCA:
nacnopt apxmea (npunoxkeHne N 14 Kk HacToAwen UHCTpyKunn);

yYyeTHble CBeAeHMA O AOKYMEHTaX, XPaHALLMXCA B apxuBe cyaa (npunoxkeHue N 15 K HacToAwein
NHCTpyKLMK);

KHMra y4yeTa MOCTYN/JeHMA M BbIObITUA Aen, AOKYMeHTOB (mpunoxeHve N 16 K HacTosAwew
NHCTpyKLMK);

et poHaa (npunoskeHme N 18 K HacTosAwen UHCTpyKunn);

onucu gen (npunoxenusa N 5, 6, 7 K HacTosawen NHCTpyKuum);

ONUCb 3NEKTPOHHbIX Aen (npunoxerHne N 8 K HacToswel MHCTpyKumm);
aeno poHAa.

K BcnomoratenbHbIM yYeTHbIM AOKYMEHTaM OTHOCATCA:

cnucok ¢oHaos (npunoskeHne N 17 K HactoAwen WMHCTPYKUMM), KOTOPbIM cocTaBaseTcs npu
OCYLLECTBNEHNN XPAHEHUA apXUBHbIX LOKYMEHTOB, OTHECEHHbIX bonee yem K ogHoMy GOHAY;

KHUra BblAaun eauHUL, XPaHEHUA BO BPEMEHHOE Mosib30BaHMe (npuioxeHne N 27 K HacTosLen
NHCTpYKLMN);

peectp onucein aen (npunoxerne N 9 K HacTosLeln MHCTpyKLmK);

Tonorpapuyeckne ykasaTenun (nocrennaskHbiit (npunoxerdre N 36 K HacToAwen UHCTpyKummn)) m
nodoHaoBbIn (NpunoxeHne N 37 K HacToAwen UHCTPYKUMK) (MpU HAaIMUYUM apXMBOXPAHWUMLLY);
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

KaTtanoru;
YKa3saTtenu.

9.3.1. Macnopt apxmBa (npunoxeHne N 14 K HacToswen UHCTPYKUMKN) COCTaBAAETCA eXerogHo,
OTparkaeT COCTaB, COCTOAHNE, 06BEM U YCNOBUA XPaHEHUA LOKYMEHTOB U XPAaHUTCA NOCTOAHHO.

MacnopT apx1Ba COCTaBAAETCA MO COCTOAHMIO Ha 1 AeKabps oT4eTHOro roaa.

Ecan CyA4 BbICTyNnaeT NCTOYHUKOM KOMMJIEKTOBAHUA TOCYy4apPCTBEHHOIO apxmea Uan NMpuU HaAN4Ynn
COOTBETCTBYHOLLErNO A0rosopa MNacnopTt apxmBa COCTABNAETCA B ABYX 3K3eMNaApaxX: OAMH 3K3emMnnaap
HanpaB/AeTCA B FOCVAapCTBeHHbIﬁ apxus, BTOpOﬁ - XPaHUTCA B COOTBETCTBYHOLWEM HapAade apxXxmuBa cyaa.

O6bemMHble NoKasaTtenu Aal0TCA B YKA3aHHbIX eaAuHULLaX N3MepeHnAa cornacHo d)oplv\e nacnopTa
apxuBa. MCI'IpaBI'IEHMFI, BK/JIEMKU He A0NnyCKakoTCA.

B agpecHoli yacTu BaaHKa nacnopTa apxvBa, PAcro/OXKEeHHOW B IEBOM BEPXHEM YIy, B CTPOKe
"Komy npepcrasnsetca” yKasbiBaeTCs Ha3BaHWe rocyapCTBEHHOrO apxmBa (Mpuy Haimumm).
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B cTpoke "Kem npepacTtaBasetca” yKasbIBAlOTCA: NONHOE HaMMEHOBaHWE CyZa, NOYTOBbLIV agpec ¢
yKa3saHMeM MHAEKCa, Koga ropoaa U Homepa TenedoHa (dakc, e-mail).

B pasgene "Obwume cBegeHns" 3anonHaetca ctpoka 101, KoTopaa coCcTouT U3 cnepytowmx rpad:
KonmyecTBo ¢poHAoB (rpada 1);

njaouwaab apXMBOXPaHMAMLLA B KBaAPaTHbIX MeTpax (KB. m) (rpada 2);

3arpy*KeHHOCTb apXMBOXpaHUANLLA B NpoueHTax (%) (rpada 3).

B rpade 1 cTtpokm 101 yKa3sbiBaeTca KoaMyecTBO POHAOB, XpaHALMXCA B apxuBe cyda. Ecam B
apxMBe Cyfa XPaHATCA AOKYMEHTbI TO/IbKO O4HOIO CyAa, TO YKasbiBaeTca undpa 1; ecnm xpaHaTca gena,
OOKYMEHTbI APYrMX CYA0B, YKa3blBaeTcs umdpa No KOAMYECTBY XpaHALLMXCcA GOHLOB B apXuBe.

Kaxkablh oHA, HEe3aBMCMMO OT TOro, COCTOUT /IM OH U3 AOKYMEHTOB OAHOFO WM HECKOIbKUX
BMAO0B, YYUTbIBAETCA B NACNOpPTE apXxmMBa TOJIbKO OAUH pa3.

B rpade 2 ctpoku 101 yKasbiBaeTca NAoWaab OTAe/bHOro NMOMELLEHNA, B TOM YMC/Ie MOCTOAHHOMO
cynebHoro NpucyTCTBUA, apxmnea (apXMBOXPaAHWUAMNLLA) B KB. M UM CYMMa NOLWAAEN BCeX NOMELLEHUNA.

Mnowaab M3mepaeTcA TOYHO U YKa3bIBAaeTCA C TOYHOCTbIO A0 AeCATbIX 40NeN KBafpaTHOro MeTpa -
He MeHee O4HOro 3HaKa nocne 3anatoit. Hanpumep: 25,4 k8. M.

Mnowaab pabounx KOMHaT AN NOACOOHbIX MOMELLEHMNIN HE YYMUTbIBAETCA.

Mpu OTCYTCTBUM OTAENBHOIO NOMELLEHUA ANA XPAaHEHUSA aPXUBHbIX AJOKYMEHTOB B AaHHOW rpade
CTaBUTCA NPOYEPK.

lpada 3 cTpokm 101 3anonHAETCA NPU HAIMYMK OTAENbHOTO NOMELLEHMA ANA XPaHEHUA apPXMBHbIX
[AOKYMEHTOB B cyAe (apXMBOXPaHUAULLA) M MPU YCAOBUM 3anoHeHNA rpadbl 2.

lNoKa3aTenb 3arpy*keHHOCTU apXMBOXPaHWUAUWA ABNAETCA CTPOro BbIYMCNAEMON BEINUYNHON,
npnmepHoe ero onpeaeneHne He ooNyCcKaeTcAa.

CreneHb 3arpyXeHHOCTM apPXMBOXPAHUAMULLA PACCUYUTLIBAETCA B MPOLLEHTax nyTem AeneHus
KOJIMYECTBA XPAHALLMXCA B HEM A€/ Ha PacyeTHYH BMECTMMOCTb apXMBOXPaHWAUWA (B eauMHUUAX
XpaHeHus) U yMHOXKeHua Ha 100.

PacueTHaa BMeCTMMOCTb apXMBOXPaHWIMLLA onpeaenseTca cneayowmm obpasom: nsmepserca B
MeTpax o6Lan NPOTAMKEHHOCTb ANMHbI CTE/NaMXKHbIX MOJIOK, 3aHATbIX AOKYMEHTaMK; PacCUUTbIBAETCA
KO/IMYECTBO eAMHUL, XpaHeHUA, HaXxOAALMXCA Ha OAHOM MOFOHHOM MeTpe MOJIOK, ANsA Yero obuiee
KOMYECTBO eAMHMUL, XpaHeHMA AeNUTCA Ha KOJIMYECTBO MOFOHHbIX METPOB; KOAMYECTBO eAuHuL,
XpaHeHWs, HaxoAAWMXCA Ha OAHOM MOTOHHOM MeTPe, YMHOXWUTb Ha 06Uy MPOTAKEHHOCTb
CTeNNaKHbIX NOJIOK (B TOM Yncne cBo60aHbIX).

dopmyna:

Ecnn apxmBOXpaHUAULL, HECKONbKO, TO CYMMa BCEX XPaHALWMXCA B HUX AeN AeNUTCA Ha Cymmy
pacquHoﬁ BMECTUMOCTU KaXX40ro U YMHOXAETCA Ha 100.

B pasgene "CBGAEHMH o ,CI,OKyMeHTaX" BHOCATCA CcBeAEHUA O AOKYMEHTAX MNOCTOAHHOIO XpaHeHuA,
AadHHbl€ O JOKYMEHTAaX Mo JIMYHOMY COCTaBy U YKa3blBa€TCA cnegyrouiee:



B rpacbe 1 - KOANYecTBo eguHUL, XPaHEHNA OOKYMEHTOB NMOCTOAHHOIO XpaHEHUA U NO IMHHOMY
COCTaBy, Haxo4ALWMNXCA Ha XPaHEHNUN B apXunBe Cyaa;

B rpade 2 - AaTa CamMoro pPaHHEro U3 XPaHALLMXCA B apXMBE Cy4a AOKYMEHTOB;
B rpade 3 - KoOHeyHble 4aTbl XPAHALLMXCA B apXMBE CYAa AOKYMEHTOB;

B rpade 4 - obluee KOMYECTBO AeN, KOTOpble BHECEHbI B yTBEPKAEHHbIe (cornacoBaHHbie) IMK
apPXMBHOTO yUYpeXAeHUA onucy;

B rpade 5 - camble paHHME rogpl, 33 KOTOPblE JOKYMEHTbI, BHECEHHbIE B OMUCK Ae/, XPaHATCA B
apxvBe cyaa;

B rpade 6 - camble nNO3gHWE rogbl, 33 KOTOPble AOKYMEHTbl, BHECEHHble B YTBEPXKAEHHbIE
(cornacoBaHHble) IMK apXMBHOTO y4peXKaeHUa ONUCK, XPaHATCSA B apxuee cyaa;

B rpade 7 - KONNYECTBO Ae/ MOCTOAHHOIO XpaHeHMUA, HaXxoaALWMXCA Ha XpaHEHUM B apxuBe cyaa
noc/ne UCTe4YeHUs YyCTaHOBIEHHOMo 3aKOHO4aTeIbCTBOM CPOKa UX Npeae/ibHOro XpaHeHus B cyae.

I'pacba 8 3anonHaeTcA nytem noacyeTta KoJIM4ecTBa exxerogHo O6p33erLLI,MXCF| Aen AaHHOro snaa B
COOTBETCTBUN C HOMeHKﬂaTYDOﬁ.

B cTpoke 201 uenecoobpasHo BHOCUTb AaHHble O Aenax MOCTOAHHOrO XpaHeHWA oTAenbHO Mo
rPaskAaHCKUM, aAMUHUCTPATUBHbBIM, YTONOBHbIM Aeflam, Aenam obLiero 4enonpon3BoaACTBa.

B paspene "Kagpsbl" B cTpoke 301 yKka3biBaeTcA KOJIMYECTBO LUTATHbIX PabOTHMKOB apxuBa cyaa,
onpeaeneHHoe B LUTAaTHOM pacnucaHuu cyaa.

Ecnv B WTAaTHOM pacnmcaHUKM He NpeaycMOTPEeHa AO/IKHOCTb WTAaTHOro paboTHUKa apxmBa CyAa,
npu 3Tom npeacegatenem cyga HasHadeH paboTHUK, OTBETCTBEHHbIN 3a paboTy apxuBa, B 3TOM rpade
CTaBUTCA NPOYEPK.

B pasgene "YcnoBuA XpaHEHUs AOKYMEHTOB" MNOAYEpPKMBAIOTCA Te CBeAeHMA, KoTopble
COOTBETCTBYIOT YC/I0BUAM XPaHEHUA apXMUBHbIX OKYMEHTOB B CyAe.

B cnyyae xpaHeHWA OOKYMEHTOB cyaa B 06beauHeHHOM cyaebHOMm apxvBe, B MacrnopTe apxuBa
OeNnaeTca COOTBETCTBYHOLLAA NMOMETKA O KO/IMYECTBE Ae/l, HaxoAAWMUXCA Ha XpaHEeHUN B TaKOM apXxuBse.
Mnowaab nomeuieHns obbeanHeHHOro cyaebHoro apxmsa B pasgene "Obwme cBegeHus" nacnopTa
apx1Ba He yKa3blBaeTcs.

B nacnopTe apxvBa yKasbiBatoTcA pamunnsa u tenepoH cnonHuTens (coctasutens).

MacnopT apxmBa noAMNUCbIBaeTCA npejceparenem cyga C nNpocTtaBaeHUMem AaTtbl NOAMNUCAHUA,
nocne 3ano/IHEHNA BCEX pPa3aeioB 3aBEPAETCA NevyaTbio Cyaa.

Mpy HanpaBfeHMW B TOCYAAPCTBEHHbLIM apXMB K NAcnopTy apxvMBa NpuKAagbliBaeTcs
NOSACHWUTEIbHAA 3aMmMCKa, B KOTOPOI YKa3blBaloTCA cneaylolume cBeaeHus:

06 M3MeHeHMAX B HAUMEHOBaHMM Cyaa;
O Haan4ymum B cyae HOMEHKNATYPbl U MHCTPYKUMKU NO 4ENONPON3BOACTBY,

NPUYUHbI N3MEeHEHNA KOaIn4ecTBa Aenl No CPaBHEHUIO C AaHHbIMKX MAaCNOpPTa NpPeaLwecTBytoLlWero
roga (KO}WI‘-IECTBO OMUCaHHbIX Aen, nepegaHHbIX Ha NMOCTOAHHOE XpaHeHWe B apxXuUBHOE y4ypexgeHue,
CHATbIX C y4€Ta B CBA3U C YTpaTOVI UM HencnpaBHbIMU I'IOBpE)K,EI,EHMHMM);

HannuKe B apxmBe cyaa GoHAOB APYrnX CYAO0B;



0 KaZpOBOM COCTaBe - Ha/Iume LTaTHbIX paboTHMKOB apxmBa cyaa, ©.1.0. paboTHUKOB;

0O MecTe XpaHeHWAa AOKYMEHTOB MPW OTCYTCTBUW OTAENbHOIO MOMELEHMA U 0COBEeHHOCTAX
pa3mMellleHNA JOKYMEHTOB.

KOHKPETHbIA CMWCOK MNPWU/IOMKEHUA K Macnopty apxmBa MOMKeT ObiTb COrnacosaH ¢
rocyapcTBeHHbIM apXMBOM, Ky[a OH NpeacTaBAseTcs.

B Cnydyae ecnanm apxXxmB Cyda pPacnoioXeH B HECKOJZIbKUX MNOoOMeWeHNAX, nacnopt apxuea
COCTaBNAeTCA e,CI,VIHbIﬁ Ha BCe NomeLlleHunA.

9.3.2. [lonosHMTEeNbHO K NacrnopTy apxvBa pPabOTHWKOM, OTBETCTBEHHbIM 3a paboTy apxwusa,
€)KerogHo 3ano/IHAITCS yYeTHble CBeAEeHUN O AOKYMEHTaX, XpPaHALLMXCA B apxuee cyaa (npunoxexue N
15 K HacToAwen MHCTpyKumn) (no coctosHUio Ha 1 aekabpsa), B KOTOPbIX MOMMMO KOJMYECTBA AeN
MOCTOAHHOIO XPaHEeHWsi, HaXO4ALMXCA B apXvMBe CyAa, YKa3blBaeTCs KOJMYECTBO AeN BPEMEHHbIX
(cBbiwe 10 neT) cpoKoB XxpaHeHWs, BpemeHHbIX (4o 10 NneT) CpoKoB XpaHeHus M "A0 MUHOBaHUA
HagobHocTM" (Npw Hannuunm).

YyeTHble cBeAeHUA O [AOKYMEHTaxX, XpaHAWMXCA B apxuee CyAa, COCTaBAAOTCA B OAHOM
3K3eMMAApe U XPaHATCA B COOTBETCTBYHOLLLEM HOMEHKNATYPHOM Hapsaae cyaa.

9.3.3. B KHUTIY yyeTa NocTynaeHus U BblbbITUA Aen, JoKyMeHToB (npunoxkeHre N 16 K HacTosweM
MHCTPYKUMM) nocnenoBaTelbHO BHOCATCA BCE NEPBUYHbIE U MOBTOPHbIE NOCTYN/AEeHUA (BblbbITMA) aen,
AoKymeHTOB. Kaxgoe noctynneHve (BbibbiTMe) B Npegenax OTYETHOro roga nosyyaeT NOpPSAAKOBbIN
HOMep B BaJI0BOM NOCAEA0BATENLHOCTY.

ExkerogHo Ha 1 AHBapa NoABOAMTCA WUTOM KOJIMYECTBA MOCTYNMBLUMX M BbIObIBLUMX 33 rog, Aen,
OOKYMEHTOB.

9.3.4. Nluct doHpa (npunoskeHve N 18 K HacTtoAwen MHCTPYKUMKM) COCTaBASETCS Ha KaxkAabli
apxmBHbIA GOHA. B Hem yumTbiBalOTCA BCE MOCTYNAEHMA W BbIObITUA OMMCaHHbLIX M HEOMUCAHHbIX
OOKyMmeHTOoB poHAaa.

JIncTbl GOHAOB XPaHATCA B MOPAAKE BO3pacTaHWMA HOMEPOB apXmBHbIX GOHAO0B. JIncTbl GOHAO0B
bopmmMpytoTCA B Ae10, K KOTOPOMY COCTaBAAETCA IMCT-3aBEPUTEND.

B nncte-3aBeputene ykasbiBaloTcA obLlee KOMYECTBO JINCTOB AOKYMEHTOB, BKAKOYEHHbIX B AeN0,
HayaNbHble U KOHeYyHble HOMEepa apXMBHbIX GOHAOB, 06llee KOAMYECTBO apXMBHbIX GOHAO0B, /UCTbI
KOTOPbIX BK/IOYEHbI B A€e/10.

9.3.5. B geno ¢oHAa BKAOYAETCA KOMMJIEKC [OKYMEHTOB (MCTOpMYECKME W TemaTuyecKkue
CNpaBKMW, AOroBOPbl O nepefaye AOKYMEHTOB Ha MOCTOAHHOE XpaHeHWe, aKTbl MPOBEPKU HaNMYMNA U
COCTOAHUA OOKYMEHTOB, aKTbl O TEXHUYECKUX OLIJVI6KaX, dKTbl Npunema un nepenadu, aktbl BblaeneHnAa gen
N OOKYMEHTOB K YHUYTOXXEHWUID, aKTbl 06 yTpaTe U aKTbl O HEUCMPaBUMBbIX NOBPeXAEHUAX, aKTbl 06
OOHApYKEHUN OOKYMEHTOB, aKTbl PAacCeKpPeuMBaHMA W ApYyrne LOKYMEHTbl, oTpaxatowme paboty ¢
$oHAOM) NO UCTOpUM cyaa U apxmBHoro ¢oHAa, 06bEANHEHHOIO apXMBHOrO GpoHAa.

9.3.6. 1N NoeaMHUYHOTO U CYMMapPHOTrO y4YeTa apXMBHbIX AOKYMEHTOB, 3aKpenaeHusa nopagKa ux
cucTemMaTtusaumn, yyeta MsMeHeHu B coctaBe M ob6beme apXMBHbIX OOKYMEHTOB COCTaB/AETCA OMNUCb
e, ONMUCb 31IEeKTPOHHbIX Ae.

9.3.7. Cnucok ¢oHaoB (npunoxkeHme N 17 K HacTosuen MHCTpyKUMKU) BeAeTca B apxvse cyaa,
XpaHALWEeM AOKYMeHTbl 6onee yem oaHoro ¢poHaa. KarKablil apxvBHbIA GOHA BKAOYAETCA B CMMUCOK
$GOHAOB TONBKO OAMH pa3 MpuM NepBOM MNOCTYN/JEHUWU apPXMBHbIX AOKYMEHTOB YyKasaHHoro ¢oHAa.
Kaxkgomy doHay npucsamBaeTcs WUHAMBWUAYANbHbIA HOMEP, KOTOPbIA COXPAHAETCA 33 HUM BO BCEX
YYeTHbIX OKYMeHTax. Homepa ¢oHAam npuceamBatoTca B BaJIOBOM NopASKe.



B cnyyae nepefaun apxusHoro ¢oHAa B APYroi apxmB, BKAOYEHUA €ro B COCTaB 06begUHEHHOTO
apxuBHoro ¢oHAa MAN BblAeNeHUA BCEX AOKYMEHTOB K YHMUYTOXEHMIO ocBoboaMBLIMIACA HOMeEpP
Apyromy apxmsHomy ¢poHAy He npucBaMBaeTcs.

Ob6beauHeHHble apxmBHble GOHAbI Y4YMTbIBAOTCA Ha O06OWMX OCHOBaHMAX. Ob6beanHeHHoMY
apxmgHomy ¢oHay, ob6pa3oBaHHOMY M3 apxMBHbIX (OHAOB, pPaHEe Y4YTEHHbIX CAMOCTOATENbLHO,
npucBanBaeTca HOMeP OAHOTO U3 APXMBHbIX POHAOB, BKAHOUYEHHbIX B €0 COCTaB.

Homep apxuBHOro ¢poHaa cyaa - UCTOYHMKA KOMMMIEKTOBaHMA roCcyAapCTBEHHOMO apXneBa BHOCUTCA
B CMMCOK POHA0B N0 HOMEPOM, KOTOPbIM MPUCBOEH EMY B rOCYAapCTBEHHOM apX1Be.

HassaHue dpPXUBHOTO d)OH,CI,a BHOCUTCA B CNNCOK d)OH,D,OB Ha OCHOBaHWK VICTOpM‘-IECKOﬁ CnpaBKnU K
d)OH,CI,y UIN TUTYNIbHOTO ZINCTA ONUCK Aen, ONNCU SNEKTPOHHbIX Aen.

Ha3saHue apxvMBHOro ¢oHAa COCTOMT M3 MOJHOMO HaMMEHOBaHUA CyAa C YKasaHMem ero
MECTOHAXOAEHNA, [AaT COo3A4aHuMA U AuKBuaauuu. Ecanm HammeHoOBaHWE U3MEHS/IOCb, TO B CMMCKe
$OHA0B yKa3bIBaeTCA ero nocjeAHee HasBaHWe B pamKax nepuoaa, 3a KOTOPbIN MNPUHATbI AOKYMEHTbI.
Bce npeablaylimMe usMmeHeHUsa B HauMeHOBaHUM OTMeYatoTca B ncTe poHAa.

HasBaHue 06beAMHEHHOTO apXMBHOIro ¢oHAA COCTOUT N3 0606LLLEHHOTO Ha3BaHWUS BKAKOYEHHbIX B
Hero apxmeHbix ¢oHAOB. B AncT poHaa BKAOYAKOTCA BCE HAaMMEHOBAHWUA CyA0B, AOKYMEHTbI KOTOPbIX
BK/IlOYEHbI B 06 beANHEHHbIN POHA.

ExxerogHo K crnmcky d)OH,EI,OB COCTaB/IAE€TCA UTOroBaA 3anNnCb O KOJIMYECTBE APXUBHbIX d)OH,D,OB,
NOCTYNMUBLLUUNX U BbIObIBLLUMX B TEYEHUE roga, un 06LLI,EM KO/IN4eCcTBE apXUBHbIX d)OHp,OB, HaxXo4AaWwnxca Ha
XpaHeHWN B apXxmnBe No COCTOAHUIO Ha 1 AHBApPA, cneaytouero 3a OTY4ETHbIM roaoMm.

Cnucok ¢oHAOB noAlMBaeTcA B TBEPAY OBN0MKY, /INCTbl HYMEpYIOTCA, COCTaBAAETCA /IUCT-
3aBepuTenb.

9.3.8. lna perncrpaymm onucen aen, onucen aNeKTPOHHbIX Aef, yYeTa UX KOAMYecTBa U COCTaBa
BeZleTCA peecTp onucen aen, LOKYMEHTOB.

B peectpe onucemn (I)MKCMFJYPOTCH OCHOBHble OdaHHblE MO COCTaBy KaH(AOVI onuncn agen, onucum
9IEKTPOHHDbIX OeN: HOMeP d)OHLI,a, HOMep OMUCKH, BUAO OOKYMEHTOB, BK/IKOYEHHbIX B ONMUCb, KOJIMYECTBO
eanHUL, XpaHeHnA, KOZIMYECTBO JINCTOB B ONUCKU U €€ IK3EMNNAPOB.

9.4. YuyeTHble 6a3bl AaHHbIX BeAYTCA NPU HAMYMK B CyAe TEXHUYECKUX U NMPOrPaMMHbIX CPeacTB
HapaBHe ¢ 06A3aTe/IbHbIMU APXMBHBIMW YY4ETHBIMW JOKYMEHTaMMU.

9.5. ApxvBHble Yy4YeTHble [LOKYMEHTbl, B TOM 4YMCAe MO OAHOMY 3K3eMMNAApy Onucu gen,
Pa3sMeLLAlOTCA B MOMELLEHUN A1 XPAHEHMUS YYETHbIX AOKYMEHTOB WM Ha OTAE/IbHOM CTe/ilaxKe B
paboueit KomHaTe paboTHMKaA, OTBETCTBEHHOIO 3a paboTy apxmBa cyaa.

BTopon sk3emnnap onucu gen pasmellaeTca B apXMBOXpaHuauwe ob6ocobseHHO OT eguHuL,
XpaHeHus.

9.6. ApxXMBHble Yy4eTHble [AOKYMEHTbl, KPOMe Onucel nAen, ONUCern 3SNEeKTPOHHbIX Aen,
npegHasHayaloTca ANA CAyXKeb6HOro nosib3oBaHMA M MOJb30BaTeNAM apPXMBHbIMW AOKYMEHTaMU He
BbIZAIOTCA.

9.7. Yver nocTtynneHnAa wu BbIObITUA Aen, OOKYMEHTOB B apxmBe Cyda OCyWweCTBNAAETCA Ha
OCHOBaAHUMU:

ONuCK Aen, OMUCU 3NEKTPOHHbIX AeN cyAebHbIX Koanerui, cyaebHbIXx COCTaBOB, MOCTOSAHHbLIX
cyaebHbIX NPUCYTCTBUIA, CTPYKTYPHbIX NOApa3ae/ieHnin U rogoBoro pasaena CBOAHOM OnucK Aen, onucu



91IEKTPOHHbIX AOKYMEHTOB,

HOMEHKNATypbl NPU OTCYTCTBUM ONUCEN AeN, ONUcein 3NeKTPOHHbIX Aen cyaebHbIX Konnerui,
cyfebHbIX COCTaBOB, MOCTOAHHbIX CYyAEeOHbIX MPUCYTCTBUIA, CTPYKTYPHbIX NOAPa3AeNeHu’;

aKTa O TEeXHUYECKMX OLMOKAxX B Y4YeTHbIX AOKymeHTax (npunoxeHne N 19 K HacTosLei
NHCTpYKLMN);

akTa 06 o6HapyeHUM [OKYMEHTOB, He OTHOCAWMXCA K [JAaHHOMY ¢OHAY, HeyyYTeHHbIX
(npunorkeHue N 20 K HacToAwweN UHCTpyKUMN);

aKTa 0 HEOBHapPYKEHUWN aPXMBHbIX JOKYMEHTOB, MyTW PO3bICKA KOTOPbIX McuepnaHbl (NpuUIoKeHne
N 21 K HacToAweln NHCTpyKuum);

aKTa npuema-nepenaym apxmMBHbIX AOKYMEHTOB Ha XpaHeHue (npunoxkeHuve N 22 K HacToAllei
NHCTpyKLMK);

aKTa O HEUCNPaBMMbIX NMOBPEKAEHUAX APXMBHBIX AOKYMEHTOB (npuaoxkeHne N 23 K HacTosALen
NHCTpYKLMN);

aKTa O BbIAENEHUM K YHWUUTOMKEHWMIO APXMBHbIX AOKYMEHTOB, HE MOANENKALMUX XPaHEHUIO
(npunoxkeHune N 13 K HacToAwel MHCTpYKUMK).

9.8. Ha ocHOBaHMWM OOKYMEHTOB, YyKa3aHHbIX B MyHKTe 9.7 HactoAwen WMHCTPYKUMKM, BHOCATCA
HeobxoaMmble U3MEHEHUSA B 0053aTe/IbHblE APXUBHbIE YYETHbIE AOKYMEHTDI:

B KHUIY y4yeTa MNOCTYNAeHUss W BblbbITUA Aen, AOKYMEHTOB U B AUCT GOHAa - NPU KaxKaom
M3MEHEHUN B COCTaBE N 06beme apXMBHbIX JOKYMEHTOB;

B CNUCOK GOHAOB - MPW MNOCTYNIEHMU HOBOIO apxmBHOro ¢oHaa wau BbIObITUM BCeX e,
OOKYMEHTOB HaxoAMBLUErocs Ha XpaHeHun apxusHoro ¢oHaa. B rpade "OTmeTKa o BbibGbITUM poHAA"
cnucka ¢oHAO0B YyKasbiBaeTcA mMecTo (agpec) BbibbITUA apxuMBHOro ¢oOHAa, a TakKe Aata M HomMep
OOKYyMeHTa, Ha OCHOBaHUWN KOTOPOTO OH Bblb b,

B peecTp onucen Aen - npn nocrynneHmnn HOBOW oNMUcK aen naun BblObITUM BCEX eaNHUL, XpaHeHunA
Haxo,u,msmeﬁcn Ha XpaHeHnn onucu. Homep BbIObIBLLIEN OMMCH apyrum  onucam gen, onucam
9/1EKTPOHHbIX Aen He NpucBanBaeTCA U OCTaeTCA CBO6OAHbIM,‘

B OMNWUCKU [eN, ONUCK SNEKTPOHHbIX AeN - MPU KaxXKgom NocTyniaeHuu U (Mnau) BbibbITUKM Aen,
OOKYMEHTOB, 3/IEKTPOHHbIX aPXUBHbIX A€, Y4TeHHbIX B AaHHON ONUCK.

COOTBGTCTBVI-OLLI,VIG M3MeHEHNA BHOCATCA BO BCMOMOTraTe/ibHble apXUBHble y4YeTHble OKYMEHTbI.

10. MpoBepKa HaNUMA U COCTOAHUA AOKYMEHTOB (3/1eKTPOHHbIX
Aen) B apxuee cyaa, NOpAAO0K nepesaym apXMBHbIX AOKYMEHTOB
npu cMmeHe npeacepartens cyaa
(B pea. Mpukasa CyaebHoro agenaptameHTta npu BepxosHom Cyae PO
01 09.01.2024 N 1)

10.1. ApxuBHbIe AOKYMEHTbI MPOBEPAOTCA Ha NpeaMeT UX GaKTUYECKOTo HaMuMA U GU3NYECKoro
COCTOSIHMA (Janee - NpoBepKa HaMuuMsA) B NJIaHOBOM Nopsaxe.

MpoBepKa HaNWuUMSA  aAPXMBHbIX  AOKYMEHTOB MNPOBOAMTCA  KOMMCCMEW, HasHayaemom
npegcepatenem cyAa, B COCTaB KOMMCCUMM 06fA3aTe/IbHO BK/OYAETCs PabOTHWUK, OTBETCTBEHHbLIW 3a
paboTy apxuBa cyaa.
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MpoBepKka HaNUUMA apXMBHbIX [AOKYMEHTOB PaNOHHbIX, TOPOACKUX, MEXKPAMOHHbBIX CyA0B
NPoOBOAMTCA C y4acTMeM pPabOTHMKOB COOTBETCTBYOWero ynpasneHua CyaebHoro penaptameHTa B
cybbekTe Poccuinckon Pepepauni.

10.2. NpoBepka HaAn4MA NPoOBOAMUTCA:

B CPOKM, YCTaHOB/IEHHbIE NpeaceaaTesieM Cy4a, HO He peXe oAHOro pasa B 5 sieT (B Tom umcne ¢
nomeTkol "na cnykebHoro nonb3oBaHmAa");

npu cMeHe npeaceaatena cyaa, pykosoauTtens apxusa (paboTHWKa, OTBETCTBEHHOro 3a paboty
apxuBa);

npn noarotoBke apxXxmBHbIX OOKYMEHTOB K nepenaye B I'OCV,CI,apCTBeHHbIﬁ apxume (,D,ﬂﬂ CyAa,
BbICTynatow,ero "CTO4HHNKOM KOMI'I}'IeKTOBaHVIFI);

rnoc/sie MacCoBOro NepemeLLeHNa apXMBHbIX OKYMEHTOB, YPEe3BbIYaNHOW CUTYaUUM U (MAK) ApYrux
06CTOATENBLCTB, B PE3Y/IbTATE KOTOPbIX OHWM MOTN Bbl ObITb YTPayYeHbl NN NOBPEKAEHDI;

npv peopraHnsaumm cyaa.

10.3. NpoBepKa HaNNMUMA LOKYMEHTOB MPOBOAMNTCA NOCPEACTBOM BM3YaslbHOTO OCMOTPA eAnHML,
XpPaHeHUA N CBEPKK onucaTeNbHOM CTaTbW ONUCH Aen Cc 3aroioBKOM (OI'IMcaHMGM) Ha 06/10KKe eanHUNLLbl
XpaHeHUA.

10.4. MNpoBepKa HaNNYMA 4OKYMEHTOB BK/OYAET:
BbIBEPKY apPXMBHbIX YYETHbIX LLOKYMEHTOB M YCTPAHEHWUE BbIABNEHHbIX B HUX HETOYHOCTE;

yCTaHOB/1eHUE d)aKTMLIeCKOFO Haanvyna eauHUL, XpaHeHnA B COOTBETCTBUUN C apPXUBHbIMU Y4E€THbIMU
AOKYMEHTaMMU,

BbliBJIEHWE HENPABUAbHO OPOPMIEHHbIX eAUHULL XPaHeHUsA (aen);

BbiABJIEHWE W MNOCTAHOBKY Ha Yy4YyeT AOKYMEHTOB W eAMHUL, XpaHeHUs, Tpebylowmx ¢usmnko-
XMMUYECKON, NPOdUIaKTUUECKOM N/NK pecTaBpaLMoHHO-NPodUNaKTUYECKON 06paboTKK;

OpraHM3aLmio po3bICKa OTCYTCTBYIOLLMX AOKYMEHTOB.
10.5. MNpu npoBepKe HanMUYNA JOKYMEHTOB HEOHX0AUMO:
COXPaHATb MOPAAOK PACMONONKEHUA eANHUL, XPAaHEHWA COrNacHO Tonorpaduyeckum ykasaTenam;

nomeLLLaTb Ha MecTa HaZ/1eXKalllero XxpaHeHnsa 0bHapyKeHHble BO BPEMS MPOBEPKM HENPABWUJIbHO
pasmeLlLeHHble eaMHULbI XPaHEHNS;

M3bIMaTb C NOCAeAyIoLLeN N30aAUMEN LOKYMEHTbI, 4MHULbI XPAaHEHUS, 3aPaXKeHHbIE MNIECEHbIO U
(nnun) opyrumu 6ronormyeckumm BpeguTensimm (oNa 4OKYMEHTOB Ha BymarKHOM HocuTene);

npoctaBnatb otmeTky "MPOBEPEHQO" c¢ yKasaHvem Homepa M OaTbl aKTa NPOBEPKU B KOHUE
NpoBepPEeHHOM onucK gen.

10.6. No pe3ynbTaTaM NPOBEPKU HANTNYNA OOKYMEHTOB OO0/1XKHbI 6bITb COCTaBNEHbI U noAanucaHbl
KOMUCCUEN, a 3aTeM yTBEpPXAEHbI NpeacenaTenem cyaa:

aKT NPOBEPKM HaNMUMA U COCTOAHMA apXMBHbIX AOKYMEHTOB (npunoskeHue N 24 K HacTosluein
NHCTpYKLMK);

aKT O TexXHMYECcKUx oWmnbKax B YYETHbIX AOOKYMEHTaX (npmnomeHme N 19 K HaCTOHU.LEVI



MHCTPYKLMK), KOTOPbIA COCTaBNSE€TCA B C/yyae BbISIBIEHWS HECOOTBETCTBMA 3anuceil B apXMBHbIX
YYETHbIX AOKYMEHTaX paKTU4ecKon nHpopmaumm;

aKT 06 OBOHAPYKEHUN APXMBHbLIX AOKYMEHTOB, HE OTHOCALMXCA K AAaHHOMY GOHAY, HEeYUYTEeHHbIX
(npunoskeHne N 20 K Hactoswen WMHCTPYKLMM), KOTOPbIA COCTaBAsETCA B C/yvyae OBHapyKeHus
HeY4YTEHHbIX aPXMBHbIX JOKYMEHTOB, HE OTHOCALLMXCS K AaHHOMY GOHAY.

MpoBepKa HanAMuMA AOKYMEHTOB CYMTAETCA 3aBepLUeHHOW Nocne YTBEPKAEHMA aKTa MPOBEpPKU
Ha/MuMA M COCTOSIHMA apPXMBHbIX [AOKYMEHTOB, MOC/AE€ BHECEHMS MO pesy/ibTaTam MPOBEPKU
HeobX0ANMbIX USMEHEHUI B apPXMBHbIE YYETHbIE AOKYMEHTI.

10.7. Ecnv npoBepKoi HaIMuMA LOKYMEHTOB YCTAHOB/IEHO OTCYTCTBUE JOKYMEHTOB, AO/IXKEH ObITb
OpPraHM30BaH WX PO3bICK, MPOBOAMMbIN B TeYyeHWe OLHOro rofa C AaTbl BbIABNEHUA WX OTCYTCTBUA.
[lonyckaeTca npoa/ieHne Cpoka po3biCKa AOKYMEHTOB Ha 1 roa,.

B cny4yae oTpuuaTenbHbIX pe3ynbTaToOB PO3biCKa COCTAaBAAETCA aKT O HEOOHAPYMKEHMWN AaPXMBHbIX
OOKYMEHTOB, MyTM pPO3biCKa KOTOPbIX ucuyepnaHbl (NpunoxkeHne N 21 K HacTosAwen WHCTpyKumn),
yTBEPXKAAEeMbI npeacenaTenem cyga NO COMMACOBAHUIO C 3KCMepTHOM Komuccuen cypa. K akty
npuaaraeTca cnpaska O nposeAeHWn posbicka. Cya - UCTOYHUK KOMMJIEKTOBAHWA rocyAapCTBEHHOro
apxuBa B c/lydae HeobHapyXKeHUA AOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxuBHoro ¢oHaa Poccuiickold
dPepepaunn, OMKEH NpPencTaBUTb aKT O HEOOHapYy*KEHMM APXMBHBLIX LOKYMEHTOB, MyTM PO3bICKa
KOTOPbIX MCYepnaHbl, B COOTBETCTBYIOWMINA TOCYAAPCTBEHHbLIN apXMB WM YNOJHOMOYEHHbIA OpraH
NCNONHUTENbHOM BNacTu cybbekta Poccuitickoit Pepepaummn B chepe apxMBHOrO gena AAA NPUHATUA
peleHna O CHATUM YTPaAYEeHHbIX eANHUL, XPaHEHUA C yyeTa.

10.8. ApXVIBHbIVI AOKYMEHT, COCTOAHMNE KOTOPOro UCKNAKYaeT BO3MOXXHOCTb BOCCTAHOB/IEHUNA €r0
MaTepPnanbHOro HOCHUTENA U UCNO1b30BaHUA (BOCI'IpOM3Be,D,EHMF|) CO,CI,ep)KaLLI,el\/'ICH B HEM MH(I)OpMaLI,MM,
NPU3HaeTcA HENCNpPaBMMO nNoBpexXAeHHbIM.

10.9. Mpwn BbIABNEHUN HEUCNPABMMO MOBPEKAEHHOIO apPXMBHOIO AOKYMEHTA COCTAaBAAETCA aKT O
HeMCcnpaBUMbIX NOBPEKAEHUAX apPXMBHbIX LOKYMEHTOB (npunoskeHue N 23 K HacToAwen MHCTpyKuun),
KOTOPbIM yTBEPXKAAETCA NpeaceaaTeleM Cyaa No COrNacoBaHMIO C SKCNEPTHOM KOMUCCUEN cyaa.

B cnyyae BbIABAEHUA HEMCNPABMMO MOBPEKAEHHOTO AOKyMeHTa ApxueHoro ¢oHaa Poccuitckoi
desepaumm  aKT O HEUCNPaBMMOM TMOBPEXKAEHUM aAPXMBHbIX AOKYMEHTOB HanpasaseTca Ha
paccmoTpeHune MK apXMBHOTO y4YpexaeHMA Moc/ie COrnacoBaHWA C 3KCNepTHOW Komwuccueld. MNocne
BbIHECEHMA pEeLWeHUs O MNPU3HAHMM aAPXMBHOTO JOKYMEHTA HEWUCNPABMMO MOBPEKAEHHbIM aKT
yTBEPKAAETCA NpeaceaTenem cyda U COOTBETCTBYIOWME U3MEHEHWUA BHOCATCA B apXMBHblE yYeTHble
AOKYMEHTbI.

10.10. Mpun cmeHe npeacegaTens cyaa nNpuem-nepesada apxMBHbLIX AOKYMEHTOB, apXMUBHbIX
YUYETHbIX [AOKYMEHTOB W CMNpaBOYHO-MOMCKOBbLIX CPeAcTB K HMM (manee - npuem-nepegaya aen)
OCYLLECTBNAETCA KOMUCCUEN, Ha3HaYaeMoW npeaceaatenem cyaa.

Mpu npueme-nepesaye Aen NPOBOAUTCA CM/IOWHAsA WMAM BbIOBOPOYHAA MpPOBEpPKa HaNUuMsa U
COCTOSIHMA JIOKYMEHTOB, aPXMBHbIX YYETHbIX JOKYMEHTOB M CPaBOYHO-MOMCKOBbIX CPeACTB.

Mpuem-nepenaya aen obopmnseTca aktom (npunoxkeHme N 38 K HacToAwen UHCTpyKuun).
11. OpraHu13aums UCnoib30BaHUA AOKYMEHTOB apXmBa

11.1. Vicnonb3oBaHMe AOKYMEHTOB apXuBa CyAa NPOBOAMUTCA TO/bKO C paspelleHua npeaceaarens
cyaa (ynoNHOMOYEHHOro MM 3aMecTUTenNs).

PaboTHMK, OTBETCTBEHHbIV 3a paboTy apxuBa cyda:



BblAdET AOKYMEHTA/IbHbIE MaTEpPUaibl B CTPYKTYPHbIE NOAPA3AENEHUA;

HanpasAseT Ha OCHOBAaHMM MUCbMEHHOro 3anpoca Matepuanbl B ApyrMe opraHbl, opraHM3aummn u
YUYpEKAEHUA MO YKa3aHWIO NpeacesaTens cyaa;

UHbOpMUpPYET Npeaceaatensa cyaa O COCTaBe M COAEPHKaHUM AOKYMEHTaNbHbIX MaTepurasnos;
BblAAET CNPaBKM U BbIMUCKM U3 apPXMUBHbIX OKYMEHTOB.

11.2. Bblgaya eamHWL, XpaHeHWA U3 apXMBOXPaHWIMLLA NOANEKMT 06s3aTeNlbHOW dUKcauuu B
KHUre BblAauyM eamMHWL, XpaHeHWA BO BPEMEHHOe Nosb3oBaHue (npunoxeHune N 27 K HacTosllein
NHCTpyKLMK).

(n. 11.2 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.3. Bbigayy gen Ha byma)KHOM HOCUTeNe M3 apxXMBOXPaHWAWLWA M Npuem ux o0bpaTHO, B TOM
yncne B Cayvyae HeobBXOAMMOCTM MOJIMCTHYIO MPOBEPKY HaAMUMA U COCTOAHMA LOKYMEHTOB Mepes
Bblgayeil M3 apXMBOXPaHMUIMLLA U NpPU BO3BPaATe, NPOU3BOAUT PabOTHUK, OTBETCTBEHHbIN 33 paboTy
apxuBa cyAa, B NPUCYTCTBMM /IMLA, MOyYatoLLero (Bo3spallatoLero) gena.

B cnyyae ecnm nocne BosBpalleHMA Aena paboTHUKOM, OTBETCTBEHHbIM 3a paboTy apxmBa cyaa,
BbIAAB/IEHO M3bATME, MOBPEXAEHME MATEepUasioB Aeflia, a TaKKe BHECEeHWEe B HWUX MUCMPaBAEHUN WU
OOMMNCOK, 06 3TOM HesameaIMTeNbHO coobLaeTcs npeaceaaTento cyaa uam ero 3aMecTuTento.

(n. 11.3 B pea. Mpwukasa CygebHoro genaptameHTta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.3.1. EAMHUUbI XpaHeHWA, BblAABAeMble BO BPEMEHHOE MO0/b30BaHWE, [AOMKHbI UMETb
apXuBHbIA  WKNP, NPOHYMEPOBAHHbIE JIUCTbl, JINCT-3aBEPUTENb [efla U JINCT  UCMOJIb30BaHUA
OOoKymeHToB (npunoxeHne N 28 K HacToawen NHCTpyKLmm).

Bblaaya eAuHUL, XPaHEHUA, HaxoaALMXCA B HeyA0BAETBOPUTENbHOM GUSNYECKOM COCTOAHUM U
He npoLeaLnX TEXHUYECKOro 0GOPMAEHUA U ONNUCAHUA, MOXKET BbiTb OrpaHnYeHa.
(nn. 11.3.1 B pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.3.2. MoAroToBKa apXMBHbIX OKYMEHTOB K BblAaye U3 apXMBOXPaHW/IMLLA BK/OYAET:
BblEMKY apXMBHbIX AOKYMEHTOB;

CBEPKY apXMBHOTO WNdPa M 3aro0BKOB C ONUCHIO AeN;

npoBepKy GU3NYECKOro COCTOAHUA Aena.

11.3.3. DNeKTPOHHbIE AOKYMEHTbI BblAAIOTCA U3 aPXMBOXPAHUANLLA B BUAE /IEKTPOHHbIX KONUI
WA KONUiA Ha BYMarKHOM HOCUTEsle, KOTOPble CO34al0TCA HAa OCHOBE paboyero sK3emnaapa KoHTelHepa
3NEKTPOHHOTO AOKYMeEHTa. Ha apXMBHbIX KOMWAX, BKAKOYAA apXMBHblE KOMUW Ha BymarkKHOM HocuTene
3NEKTPOHHbIX AOKYMEHTOB, apXMBHble WKPbl NPOCTAaBAAIOTCA Ha 060POTE KaKAOro /INCTa apXMBHOM
KONWW, a 3aBepuTeNbHan HaLNUCb M OTTUCK NeYaTu - Ha 060pPOTe NOCAEAHErO IUCTA KOMUMU.

Mo 3anpocy Anuu, MMeWMX NpPaBo Ha MoayvYeHue Konui AOKYMEHTOB, U MNpPU Haan4dnun
TEXHUYECKOW BO3MOMKHOCTU dPXMBHbIE CMPABKU (BbIFIMCKM) MOTyYT BblAaBaTbCA B 3}'IeKTpOHHOf;1 d)olee Ha
9NIEKTPOHHOM HOCUTENE nmbo nepecbinaTtbCAa no MHd)OpMaLI,MOHHO-Te}'IEKOMMYHMKaLI,MOHHbIM CeTaMm.

al'IEKTpOHHbIe dPXMBHbIE CNPABKU (BbIﬂMCKM) 3aBepATCA 3ﬂeKTpOHHOl‘;1 noanncCbro npeacenaTtena
cyaa unn ero 3amectmntena.

dakKT Bbl4a4yn Konui SNNEKTPOHHbIX OOKYMEHTOB ¢MKCMpyeTCH B XXYypPHane Bblaa4yn 3N1EKTPOHHbIX
AOKYMEHTOB.

Hoctyn cysein M paboOTHMKOB cyda K OJ/EKTPOHHbIM AOKYMEHTam apxvuBa MNpu  Hanuyuum
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VIHd)OpME\LI,VIOHHOﬁ CUCTEMDbI MOXeT OCYLeCTBNIATbLCA HeNoCpeaCTBEHHO C pa6oqu MeCT B COOTBETCTBUU
C YCTaHOBJ/ZIEHHbIMU NPUKA30OM MNMpeaceaaTena cyaa npaBamm A0CTyna K AOKYMEHTaM.

Mo pelweHUto NpeacesaTens cy4a apxms cyda MOXKET NPeaocTaBATb CyabAM U paboTHMKam cyaa
3/1IEKTPOHHbIE AOKYMEHTbI NO SIOKA/IbHOM CeTU cyaa. B aTom cnyyae BefeTcs SNEKTPOHHDBIN XKypHaa yyYeTa
BblAAuM 3/1IEKTPOHHbIX AOKYMEHTOB M3 apXxMBa, B KOTOPOM UKCMpyloTcA: AaTa Bblgauu, damuaus,
WMHULMAbI 3aNPOCUBLLETO AOKYMEHT, Ha3BaHWE CTPYKTYPHOro nogpasgeneHus, 3arosioBoK M y4YeTHbIl
HOMeEp BblAAaHHOIO AOKYMEHTA.

11.3.4. lOKyMeHTbI BblAAIOTCA U3 apXMBOXPaHWUINLLA Ha CPOK, HE NPEBbIWAOWMNA:
OZHOro MecAua - AN15 UCMONb30BaAHNUA CyAbAMM, PAaBOTHUKAMU cyaa;
LIECTN MecALEB - CyAeOHbIM, NPABOOXPAHUTENBbHBIM U UHBIM YNOJTHOMOYEHHbBIM OPraHam.

Mpoa/sieHne YCTAaHOBNEHHbLIX CPOKOB BblAauyM [JOKYMEHTOB [OMycKaeTca C paspellieHuns
npeaceaatens cyda Ha OCHOBaHMM [AOKymeHTa (MMcbma, CAyXebHOW 3anmMcku) nosb3osBaTtens o
noATBepXAeHNN obecrnevyeHnsa COXPaHHOCTN JOKYMEHTOB.

11.3.5. Bblgaya apxXMBHbIX JOKYMEHTOB BO BpeMEeHHOe MO/Ib30BaHue  CcyaebHbim,
NPaBOOXPAHUTENbHBIM M WMHbIM YMNOJIHOMOYEHHbIM OpraHam nNpPoM3BOAMTCA HA OCHOBAHWM aKTa O
BblJaye apXMBHbIX [AOKYMEHTOB BO BpPEeMeEHHOEe Mo/sib3oBaHuWe (npunoxkeHme N 25 K Hacroswei
WHcTpyKumn). Mpu HanpaBneHUM 3anpallMBaeMbIX apXMBHbIX [AOKYMEHTOB MOYTOM WAU  APYrMMU
BMOAamMM cBA3M B rpade "MpumeyaHma" aKTa yKasbiBalOTCA PEKBU3UTbI [OKYMeEHTa-3anpoca MU
CONpPOBOAUTENBHOIO MUCbMa CyZa, a TaKKe PEeKBU3UTbl BXOAALLEro AOKYMEHTA, KOTOPbIM OHU 6binu
BO3BpalleHbl. B 3TOM c/lydae npocTaB/ieHMe noAnucu paboTHUKa OpraHusauMn-NosyYaTena B aKTe He
TpebyeTtcs.

(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

Bblaaua apXMBHbIX JOKYMEHTOB CYAbAM, PYKOBOAUTENAM CTPYKTYPHbIX MoApasfaeneHuin cyaa B
Lenax peanusauum ux cnyxebHbix 06s3aHHOCTEN MPOM3BOAMTCA NpPW COrnacuu npeacegartens cyaa
(3amectutens npeaceaartens cyaa) Ha OCHOBaHWUM CNYKeBHOM 3aNnCKU Ha Bblaavy eAnHULL XPaHEeHMS.

Jlnyo, nonyumsLLee apxmBHOE AeN0, OTBEYAET 33 ero COXPAHHOCT.
(nn. 11.3.5 BBeaeH MNpukasom CyaebHoro aenaprameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.4. Ha mecTOo BblgaBaeMblX eAWMHUL, XPaHeHMA W onucer p[en [oAXKHaA NoMeLwaTbes
(noaknapgpiBaTbcs) KapTa-3amecTUTeNb eAuHUUbl XpaHeHua (npunoxeHne N 29 K HacTosuwen
NHcTpyKummn). Mpu BO3BPALLEHUN €AMHULbI XPaHEHUS KapTa-3aMecTUTeb U3bIMAeTCA U XpaHMTCA A0
MMHOBaHMA HagobHoCTW.

(n. 11.4 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.5. Bblgaya Haxo4saWMXCA B apxvBe cyAebHbIX Aen (MHbIX MaTepuanoB) A1 03HAKOM/EHMSA
NNUAMK, YyYaCTBYHOLMMU B Aeie, UX NPeACTaBUTENIAMM, a TAKXKE MHbIMU JIMLAMKU OCYLLECTBAAETCA B
nopazKe, yCTaHOB/NIEHHOM Npeacepatenem CyAa, Ha OCHOBAHMU UX MUCbMEHHOrO 3aABAEHUA U MNpU
npeabaABAeHUN 4OKYMEHTOB cornacHo npuaoxeHmam N 1 kK uHctpykumam N 36, N 161, N 224, N 225.

(n. 11.5 B pea. Mpwukasa CyaebHoro agenaptameHTta npu BepxosHom Cyae PO ot 14.06.2022 N 97)

11.6. OsHakomneHne C cyaebHbIM AenoM  OO0MXKHO MPOM3BOAUTLCA B CNeumanbHo
060pyA0BaHHOM A1a 3TOM Lenu MOMELLeHUU cyda B MpUCYyTCTBMM paboTHMKa apxuBa cyaa (MHoro
YyNOAHOMOYEHHOrO paboTHMKA annapata cyda) B YCNOBMAX, KOTOPble WCKAKOYAT U3bATUE,
NOBPEXKAEHUE, YHUUTOXKEHNE MATEPUaNOB Ae/, a TaKKe BHECEeHWE B HUX MUCMPaBAEHU U AOMMCOK,

nepegavy Ux Apyromy auuy.

O6 o03HakomneHun C OeNoM Aenaetcd OTMETKa B JIMCTE UCMONb30BaHUA AOKYMEHTOB
(npunoskeHne N 28 K HactoAwen MHCTpyKummn). Mpu OoTKase Auua, 03HAKOMMBLUEroca C AeN0M, OT
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noanucu, 3anmcb 06 03HAKOMJIEHMM C AENOM NPOU3BOANTCA PAabOTHUKOM apxuBa cyaa.
(8 pea. NMpukasa CyanebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.7. O3HakOMANeHUe NnLUAMMK, YHACTBYIOLWMMKN B Aene, UX NpeacTtaBuTenamm, a TaKXKe MHbIMU
nuamun ¢ aygmosanucblo cyaebHoro 3acegaHuma, npuobLLeHHOM K cyaebHomy aeny, npouM3BoAnTCa no
MX MUCbMEHHOMY 3aABNIEHMIO B MNOpAAKe, NPeaycMOTpeHHOM nyHKTamu 11.5 u 11.6 HactoAwei
UHCTpYyKUMK.

O3HaKkomfieHWe C ayamosanucblo cyaebHoro 3acegaHus  NPOM3BOAMTCA B CneumanbHo
obopyaoBaHHOM 418 3TOM LeNM MOMELeHUU cyfda B NPUCYTCTBMM pPaboTHMKA apxvBa cyda nytem
NpeaocTaBAeHNA BO3MOMKHOCTM MPOCAYLWMBAHWUA COOTBETCTBYIOLLEM ayAMOo3anucy C UCMOJb30BaHNEM
Heob6X0AMMbIX TEXHUYECKUX CPEACTB.

11.8. MpaBo Ha CHATME KOMWUN OOKYMEHTOB C MaTepuanoB Aefia 3a CBOW CYET, B TOM 4ucie C
NCMNo/Ib30BaHNEM TEXHUYECKUX CPeaCcTB, NPeAoCTaBAAETCA C/ieAyoWMM AMLLaM:

06BUHAEMbIM, OCYXXAEHHbIM, ONpPaBAaHHbIM, UX 3aLUTHUKAM U NPeACTaBUTENAM,;
noTepnesLwnm;

rpa*gaHCKomy MUCTuy, ero npeacraButento B 4actum Konui npoueccyanabHbIX peLUEHVIVI,
OTHOCALWMXCA K npegbABNEHHOMY UM Tpa*KaaHCKOMY UCKRY,

rpax4aHCKoOMy OTBETUMKY M ero npeacTaBUTeNto B YaCTM MaTepMasioB Yro/IoBHOro Aena, KoTopble
KacaloTCA rpa*KAaHCKoro UcKa;

CTOPOHAM M MHbIM INLAM, YHACTBYIOLLIMM B FTPa*KAaHCKOM ZieNe, a TakKyKe UX NpeacTaBUTensm;
NIMLAM, Y4aCTBYIOLLMM B aAMUHUCTPATUBHOM AeNe;
IMLUAM, Y4acTBYIOLWMX B Aene 06 agMUHUCTPAaTUBHOM NPaBoOHapYLWeHUHY;

pPeabuUANTUPOBAHHLIM JINLUAM, @ C MX COrNacus WAM B C/Ay4ae MX CMEPTU - POACTBEHHWMKAM
(mkamMBeHWaM) B 4YaCTM  O3HAKOMJIEHMA €  MaTepuanaMm  MPEKPaLLEHHbIX  YrONOBHbIX U
aAMMHUCTPATMBHBIX AEN U MOAYYeHUs C HUX Konuit (ctaTtba 11 3akoHa Poccuiickoli depepauum ot 18
oKTA6PA 1991 r. N 1761-1 "O peabunutaumu XKepTs NOAUTUYECKUX penpeccuin).

YKasaHHble /MUa CHUMAOT KOMUKM MO MUCbMEHHOMY 3aAB/IEHWIO B NOPAAKE, YCTaHOBAEHHOM
npeaceaartenem cyaa WA cyabei, npeacenarenbCTayowmm no aeny. [laHHoe nucbmeHHoe 3anaB/eHue
C paspewatolwen pesonoumen npeacesatens cyga WaM CydbW, NpeaceaaTenbCTBYOWEro no geny,
noAwmusaeTca B cyaebHoe Aen0, HaxoAAalleecs Ha XpaHeHUM B apXMBe CY/Aa, U BHOCMTCA BO BHYTPEHHIO
onucb gena. B ciyyae npeabasaeHnsa 4OBEPEHHOCTM K Aenly NPUOoBLLAETCa TaKkKe ee Konus.

CHAaTble 3a CBOM CYET KOnuu ¢ mMmaTepmanos cy,a,e6Horo Aena, B TOM 4yncse C nOMoLlblo TEXHNYECKUX
cpeAacTs, CygoM He 3aBepA0TCA.

11.9. Bblgaya Konuii OOKYMEHTOB M3 cyAebHOro gena, Haxo4saLLeroca B apxmee cyda, nuam,
YYacTBYIOWMM B Aene, NPOM3BOAMTCA MO WX MUCbMEHHOMY 33fABJIEHUIO C paspelleHuA cyabu, B
NPOM3BOACTBE KOTOPOrOo HaxoAuioCb AeNo, UAv npeacegatens cyfa (YnoJIHOMOYEHHOro MM /iMua).
Bblaava Takux KonNuit M3 cyaebHoro gena WUHbIM ANLAM M OPraHM3auuamMm NpomsBoamuTcsa PaboTHUKOM
apxvBa cyga no NMCbMeHHOMY 3anpocy WU/M 3aABJIEHUIO Ha OCHOBAHUKM pe3o/ioumMK npeacedaTens cyaa
WKW YNOJHOMOYEHHOTO MM INLA, O YeM AeNlaeTCA COOTBETCTBYIOLWAA OTMETKA B KypHaJie perucrpaumm
BbIZAHHbIX KOMWM, BbIMMUCOK, JOKYMeHTOB (npunoskeHune N 35 K HacTosAwen MHCTpyKumm).

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.10. BblgaBaemble CyAOM KOMMM CcyAebHbIX aKTOB (NpUroBop, pelleHue, onpeneneHue,
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NOCTaHOBNEHWE,  CyAebHbI  MpMKas)  [O/MKHbl  ObiTb  3aBepeHbl  MNOAMUCAMM  CyAbM,
npeacenaTenbCTBYIOLWEro No Aeny, a B C/lydae ero OTCYyTCTBUA - Mpeacedatens cyfa (3amectutens
npeacegatens cyga) WAM MHOTO YNOJHOMOYEHHOIO MM /Mua, CeKpeTapa cyda /Anbo MHOro
YyNoO/NHOMOYEHHOro paboTHMKA annapata cyda, a TakxKe repbosoi neyatbio cyaa. [pu 3aBepeHUn
COOTBETCTBUA KOMUK cyaebHOro akTa NoA/JMHHMUKY Ha JIMLLEBOM CTOPOHE NOCAEAHEro IMCTa MO TEKCTOM
Konun cyaebHoro aKkta (Huke pekBusuTa "Moanucw") npocTtaBnsAloTca wrtamn "Konusa BepHa"
(npunoskeHune N 30 K HacToswel MHCTpyKumn) n repboBas neyaTb cyaa.

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PO o1 09.01.2024 N 1)

M3rotoBneHne 3aBepeHHbIX KOnuii cyaebHbIX akTOB U WMHbIX AOKYMEHTOB CyZa OCYLLECTBASETCA
YNONHOMOYEHHbIM PabOTHMKOM apxuBa cyaa. B npaBom BepxHem yray NepBoOro JIMCTa AOKYMEHTa
npocrasasetca wramn "Konua".

11.11. Ecam Konus AOKYMEHTa COCTOUT M3 HECKOJIbKMX /SINCTOB, TO BCE /INCTbl AO/KHbI ObITbh
NPOHYMEPOBaHbI, MPOLIMTbI MPOYHOW HUTbIO, KOHLbl KOTOPOM BbIBOAATCA Ha OOOPOTHYIO CTOPOHY
nocnefHero /INCTa KonNuu AOKYMEHTa WM CKPEennstoTcs CKobol € Mcnonb3oBaHMEM CTennepa; Ha
06OPOTHOM CTOPOHE MocCNeAHEero AiMcTa B MeCTax CKpersieHUs HaK/ieuBaeTca bymaykHas HakfelKa c
3aBEPUTE/IbHOM HAAMNMUCbIO "MPOHYMEPOBAHO M CKPEenJeHo MeyvyaTbio ZINCTOB, MOAMNUCH "
(npunoskeHne N 31 K Hactoswel WHCTPyKUMM) C yKasaHMeM cyda, KOTOPbIM BblAaeTcs Konwua
AOoKymeHTa. NMoanucb ckpennsieTca repboBoi nevaTblo cyda. lepboBasn neyaTb CTaBUTCA TaKMM 06pasom,
YTO6bI YaCTUYHO 3aXBaTUTb OTPE3OK ByMaru, 3aKNenBatoWwmii KOHLbl HUTU IN6O MECTO CKpenaeHus.

(8 pea. Npukasa CyaebHoro aenaprtameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.12. B cnyyae ecnu BbIWECTOAWMNA CyA M3MEHUN pelleHue cyaa, Ha Konuu cyaebHoro akTa
(npuroBopa, pelweHuns, onpeaeneHns, NOCTaHOBNEHUSA, CyaebHOro npmkasa) ob aTom aenaetcs oTMeTKa.
Ha BblaaBaemoi Konuu cyaebHOro akta pabOTHMKOM apxmMBa cyda TaKxKe AeflaeTcs OTMETKa o aare
BCTYN/IEHNA €ro B 3aKOHHYO CU/IY U YKa3blBAeTCA, B KAKOM Aefie NOALWMNT NOAJAMHHBIN AOKYMEHT U B
NpPoOn3BOACTBE KAaKOro cyaa Haxo4Maocb 4eno.

11.13. Konuu 3anpalumBaembIX CyaebHbIX akTOB, KOMUU ayamos3anncu cyaebHbix 3aceaaHuid, a
TaKKe apxuBHble cnpaBku (npunoskeHme N 34 K Hactoswenh WMHCTpyKUMKU) M3roTaBaMBaloTCA
paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxvMBa cyda, B CPOK, He MpeBblWaloWMA NATHaALATU
KaNeHOapHbIX AHEeN’, o AHA NOCTYN/IeHUs COOTBETCTBYIOWLErO 3asB/IEHMUA.

(n. 11.13 B pea. MNpukasa CygebHoro aenaprameHTta npu BepxosHom Cyae PP ot 09.01.2024 N 1)

11.14. N3roToBAEHHbIE, HO HEe MOJIYYEHHbIE 3aABUTENIEM KOMUU CyAebHbIX aKTOB, MMCbMEHHbIX
CNpaBOK NepeaatoTca oA OTAPABKKU MO novTe.

Jlvupo, nosnyyumsllee Konuo cyp,e6Horo dKTa, OO0/T)KHO HanMnCaTb COOTBETCTBYIOLYIO PACAUCKY. B
CQlydae Hanpas/seHnAa Konnnm OOKyMeHTa Mo no4yte B AeN0 nogwunBaeTca KonnAa conpoBoauTeIbHOro
nncbma C uUcxogAawMm HOMeEPOM U AaTOﬁ. Tak»Ke [enatTcA COOTBETCTBYHOLWME OTMETKUM B AuUCTe
MCNONb30BaHNA OOKYMEHTOB.

11.15. Konuu cynebHbix akToB MOryT 6bITb BblAaHbl (HanpaB/ieHbl) UHbIM NLAM, YbW UHTEPECHI
HenocpeACcTBEHHO 3aTparmBatoTcA cynebHbiM aKTOM, C paspelleHua npeacenaTenbCTBYOWErO CyAbM
Wau npepcenatens cyga (B cayyae OTCYTCTBMS - 3aMeCTUTeNsA npeacefartens cyfa) no NUCbMeHHOMY
3aaBneHnto (npunosxkeHne N 32 K Hactoswen MHCTPYKLMM), B KOTOPOM LO/IKHO ObiTb YKa3aHO, Kakue
npaBa UM 3aKOHHbIE MHTEPECHI 3TOTO IMLA HApPYLEeHbl STUMMU cyAebHbIMKU akTamMu.

(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.16. MoBTopHas Bblgaya KOMUI cyaebHbIX aKTOB (pelueHWi, onpeaeneHuii, NPUroBOpPOB,
NOCTaHOBNEHWNN, cyaebHbIX MPWKA30B) NLAM, YYaCTBYIOLMM B Aefle, UX NPeACTaBUTENAM, a TaKKe
APYTMM NULAM, YbU MHTEPECHI HeNOCPeACTBEHHO 3aTParnBatoTca cygebHbIM akTOM, OCYLLECTBASAETCA NO
X MTMCbMEHHOMY MOTUBMPOBAHHOMY 33ABJIEHMIO B YCTAaHOB/JIEHHOM Npeacenatesem cyga nopAgKe.
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11.17. U3roToBNeHUe M Bblgaya KONuK ayamosanucu cyaebHoro sacegaHma ocyLecTBASETCA Mo
MMCbMEHHOMY 3aABNEHUIO /INLL, YYacTBYIOLMX B Aene, UX npeactasuteniein (CTOPOH, UHbIX Y4aCTHUKOB
cyaebHoro pasbupaTtenbcrsa) M 3a UX CHET B NOPAAKE, YCTAHOBAEHHOM npeaceaaTtenem cyaa.

11.17.1. Ha nucbmeHHOM 3asBneHun (npunosxkeHne N 33 K Hactoswel WHCTpyKuun)
npeaceaatent cyaa (ero 3amecTuTesib) AeNaeT COOTBETCTBYIOLLYIO OTMETKY O MOpyvyeHUW paboTHUKY
apxvBa cyja WM3roToBUTb M BblAaTb KOMWIo ayamosanucu cyaebHoro 3acefaHus. [laHHoe 3aaBneHue
noALNBAETCA B 4E€/10, A B C/lydae NpeabABleHMA JOBEPEHHOCTHM K Aeny NPUoBbLLaeTCA TaKKe ee Konus.
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.17.2. [lna U3rotoBaEHMA KONUKN ayano3anmcu AMuo, nogasluee 3aasieHne, NnpeacTaBasfeT B Cy4
maTepuanbHbli  HocuTenb WHbopmaunn (dnew-kapta, guck CD-R, DVD u papyrue Hocutenu
MHbOPMALUMM, TEXHUYECKAs BO3MOXKHOCTb 3aMmncu Ha KOTOPbIe MMEEeTCS B COOTBETCTBYIOLWEM CYyae).

11.17.3. NpeAacTaBneHHble B Cy, MaTepuaibHble HOCUTENN MHPOPMALUM HE AO0MKHbI COAepKaTb
KaKkyto-nmbo uHpopmaumio. B uensx 6e3onacHoCTM neped  3anucbio NpeacTaBieHHbId B cya
MaTepuanbHbI HOCUTE/NIb MOMKET ObiTb OTPopmMaTMpPOBaH YMNOJAHOMOYEHHbIM PabOTHMKOM annapata
Cy[a, OTBETCTBEHHbIM 3a M3rOTOBJIEHME W BblAAyy KOMUW ayAno3anncu, nocae npensBaputesbHoro
yBeAOMNEHMUA NLA, MOAABLUETO COOTBETCTBYIOLLEE 3aAB/IEHME.

11.17.4. 3anucb ayamodaiiiia Ha MaTepuanbHblA HOCUTENb /NMua, NOAABLUIEro 3asABfeHUeE,
NPou3BOAMUTCA YNONHOMOYEHHbIM PAaBOTHMKOM anmapaTa cyAa Ha JIOKa/IbHOM KOMMbIOTEPe, He
npucoesMHEHHOM K JIOKa/IbHOW CEeTU CyAa M He MMetoLemM A0CTyna B ceTb IHTepHeT.

11.17.5. Konua ayamosanucu cyaebHoro sacegaHuns cyaom He 3aBepaeTcs.

Mocne BbiAauyM KOMUM ayauvosanucu cyaebHoro 3acegaHua Ha NUCbMEHHOM 3aABieHuUM 06
M3roToBNEHMM U Bblaavye pPaboOTHUKOM apxuBa Cyda AeflaeTca OTMeTKa 06 M3roToB/leHUn U Bblgade, a
NIMLUOM, MONIYYMBLUMM KOMUIO ayAmo3anucu, [enaeTcsd COOTBETCTBYHOWAA Pachnucka O MoaydYeHuu.
[aHHoe 3asBneHue npuobluaerca K cyaebHomy aeny, npy 3TOM AeNaeTcA COOTBETCTBYIOLLANA OTMETKa B
JINCTE UCMO/Ib30BaHNA AOKYMEHTOB.

HenonyyeHHas 3asBuTENemM KOMMA ayamMo3anucu cyaebHoro 3acefaHus Mo moute  He
HanpasnseTca.

DNEKTPOHHbIN HocUTeNb MHGOPMALMK, C KOTOPOTO M3roTaBaMBanach KOMUSA, AOMXKeEH 6biTh BLUUT B
aeno (npuobLieH K npoTokony cyaebHoro sacegaHuns) B ynakoBaHHOM Buae (KOHBEPT) C yKasaHMEM Ha
ynaKoBKe Homepa Aena, 4aTbl, a TakKe noanucaH paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apx1Ba cyaa.
YnaKkoBKa f0/1:KHa ob6ecneymBaTb COXPAaHHOCTb 3/1IEKTPOHHOMO HOCUTENA OT MOBPEKAEHNIA U MOPUM.

11.18. MoannHHbIE AOKYMEHTbI M3 cyAebHbIX Aen (MHbIX MaTepuanos) U MX HaaneKallunm
06pa3somM 3aBepeHHble KOMMKM, MpeAcTaBNeHHble YyyacTHMKaMM  CyAOMnpoM3BOACTBA  (vuamuy,
YUYaCTBYIOIWMMWN B AeNe), a TaKKe CNpaBKM Mo AeNam BblAATCA MM paboTHMKamMM apxuea cyda Ha
OCHOBaHWW WX MUCbMEHHOTO 3asAB/IEHMA; APYIMM CyAam, OpraHam [03HaHWA W CNeacTeua - Ha
OCHOBaHWW MOTMBMPOBAHHOMO 3anpoca U (MaKn) MHbIX HEOBXOAMMbIX AOKYMEHTOB, NPeAyCMOTPEHHbIX
3aKoHogaTesnbcTBOM Poccuitckont depepaumn. Ha 3asaBAeHMM MAKW 3anpoce O Bblgaye MOAJ/IMHHbIX
OOKYMEHTOB M3 cyaebHOro Aena npocTaBAseTcA paspellalolas pesonoumsa npegcegatens cyaa
(3amecTuTena npeacenatens cyaa).

11.18.1. BsameH Bbl4aHHOro NOAJ/IMHHMKA K geny npuobuiaeTca ero KoOnua, 3aBepeHHas cygbei n
repboBoilt Ne4yaTbio cyaa.

11.18.2. Mpu BblaayYe NOAJIMHHUKOB AOKYMEHTOB M3 cyaebHOro Aena Ha MX 3aBEPEHHbIX KOMUAX
OOJ/IKHbI YKa3blBaTbcA GaMUANA, MMSA, OTYECTBO NMULA, NOAYUYMBLLErO AOKYMEHT, ero npoueccyanbHoe
NoJIoXeHWe No Aeny, AaHHble JOKYMEHTa, YA0CTOBEPAOWEro AMYHOCTb. B NofyyeHnn AOKYMeHTa 3TO
IMLO [OOJ/IKHO pacnucaTbCA M NPOCTaBUTb AaTy MOAyYyeHus. JIMLo, BblAaBllee [AOKYMEHT, AONXKHO
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YKa3aTb CBOKO ¢a:vwmmo, LOMKHOCTb M MNOCTaBuTb noanucb. [pu nNpegbAaBieHUM [0BEPEHHOCTU
HeO6XOLI,VIMO CHATb C Hee Konuko 1 noawnTb B Aeno.

11.18.3. JoKymeHTbl, Ha OCHOBaHMWN KOTOPbIX M3 cyaebHOro gena BblAaHbl NOAJNMHHUKMK, A TaKKe
NX 3aBepEeHHbIe KONUK NOoAWNBAOTCA B Aen0. B cnyyae Hanpas/ieHMA NOAJIMHHOIO AOKYMEHTa 3aKa3HoM
NnoyToM B AEN0 TaKXe MOALWMBAETCA KOMWA COMPOBOAMTE/IBHOrO MUCbMa C UCXOAALUMM HOMEPOM U
naTon.

11.18.4. MMopagoK W CPOKM BbIAAYM MOAJIMHHBLIX [AOKYMEHTOB, WX 3aBEPEHHbIX Komnui
YCTaHaBAMBAIOTCA Npeaceaatenem cya.
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

BblAayYa NMCbMEHHbIX A0Ka3aTeNbCTB, He BO3BPALLEHHbIX NPEACTaBUBLLIMM UX AULAM 40 nepeaayu
[ena B apxms cyaa, no npocbbe 3TUX SINLL, OCYLLLECTB/IAETCA B TAKOM 3Ke nopaaKe.

11.19. No nucbMeHHbIM TpeboBaHMAM OPraHoB, KOTOPbIM 3aKOHOM MpPeaoCcTaB/leHO MNpaBo
nctpeboBaHMa Aena, U Ha OCHOBAHWM pacnopsaXeHua npeaceaaTens cyaa WM ero 3amectuTens
cynebHble aena HanpaBAAKOTCA UM B TPEXAHEBHbI CPOK.

11.20. PaboTHMK apxmBa cyda 0bA3aH KOHTPOAMPOBATb BO3BPAT [E/1 B apXUB U HE PEXKe OAHOro
pasa B mecAy, A0KNaAbIBaTb Npeacenatento cyaa.

[o Bo3BpaweHna gena B cys, Tp86OBaHMe O €ero BbICblJIKE, KONKUK conpoBoAUTENbHOIO NMMCbMa,
NPUrosopa nan peweHnAa XpaHATCA B KOHTpOﬂbHOﬁ nanke.

B KHUre BblAauYu eANHUL, XpaHEHUA BO BpeMeHHoe Nosb3osaHue (npunoskeHme N 27 K HacToAwein
MHCTPYKLMM) N3 apXMBa Cyaa OTMEeYaeTcs, Korga, KoMy M Nno Kakomy 3anpocy Ae/10 HanpasaeHo, Korga u
KeM OHO BO3BpaLLeHo.

(8 pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.21. B cayyae nocTynneHus B cya 3asBAeHUn B3bicKaTens (nMbo ero npeacrasutens) o Bblgade
(HanpaBneHWUN) UCMONHUTENBHDBIX AOKYMEHTOB MO CyAeOHbIM Aefam, Haxo4AWMMCA B apxmBe cyaa, UX
obopmneHne, HanpaBieHWe (Bblgaya) OCYLWLECTBAAIOTCA B MNOPSAKE U CPOKW, YCTAHOB/IEHHblE
nMHcTpyKkumamm N 36, N 161.

(n. 11.21 B pea. Mpukasa CyaebHoro agenapTameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.22. WHble, He YyCTaHOB/EHHble HacToAlWwen WHCTPyKUuMen npaBuMna O3HAKOMAEHMA C
matepuanammn cygebHoro gena, Bbl4auM NOAJIMHHLIX AOKYMEHTOB, 3aBEPEHHbIX KOMWA maTepuasnos
Aena, NUCbMEHHbIX CNPaBOK, KONWIA cyAebHbIX aKTOB onpeaenaloTca npeaceaatenem cyaa.

12. O6ecneyeHne COXPAHHOCTU apXUBHbIX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

12.1. XpaHeHue apxMBHbIX [AOKYMEHTOB B cyae obecneumBaeTca peanmsaumen Komnaekca
MEpOI‘IpVIFITVIVI, HanpaB/IeEHHbIX Ha noggep*XaHMe apXUBHbIX OOKYMEHTOB B ONTUMA/IbHOM d)VI3VI'-4€CKOM
COCTOAHWM, MMHMMM3ALMIO PUCKOB UX NOPYM U (MIK) yTPaTbl, B COCTAaB KOTOPOFO BXOAAT:

npeaocTaBNeHe W30/MPOBaHHbIX MOMELLEHUI AN pasMeLlLeHWs apXMBHbLIX LOKYMEHTOB U
nposeaeHnA paboT, CBA3AHHbIX C aPXMBHbIM XPaHEHMEM, OCHALLEHHbIX CPeACTBAMM MOMKAPOTYLLUEHUSA,
OXPaHHOM M1 NOXKapHOM cUrHanusaumen, obopyaoBaHMemM ANA XPAaHEHMA AOKYMEHTOB;

opraHunsauna w” obecneveHue CO6I1I0/.'J,EHMFI NPOTUBOMNOXAPHOro, OXPaHHOro, TemMnepaTtypHO-
B/1aXXHOCTHOro, CBETOBOIro M CAaHUTAPHO-TUTUEHNYECKOTO PEXKMNMOB,

BbIMNOJ/IHEHUE Tp66OBaHI/II7I K pasmMmeleHNo 4OKYMEHTOB B apPXUBOXPAHUTULLLE;


https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100487
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100488
https://login.consultant.ru/link/?req=doc&base=LAW&n=514039&dst=100012
https://login.consultant.ru/link/?req=doc&base=LAW&n=514050&dst=100011
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100490
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100492

nposedeHMe MPOBEPKM HaAAMUYUA W COCTOAHMA COXPAHHOCTM apPXMBHbIX AOKYMEHTOB B
COOTBETCTBUM C MOPAAKOM, YCTaHOBAEHHbIM pa3aenom 10 HacToawen MHCTpyKUmK;

obecneyeHne BO3MOXKHOCTM MPOBEAEHUA NPOPUNAKTUYECKON W TeXHUYEeCKoW 06paboTkm
APXMBHbIX JOKYMEHTOB;

onucaHue (coctaBiaeHue onuceit Aen) U CBOEBPEMEHHAA MOCTAHOBKA apXMBHbIX AOKYMEHTOB Ha
y4eT B COOTBETCTBMM C NONOKEHUAMM HacToAwel MHCTpYKUMK.

12.2. ApxvB pasmellaetca B 34aHuMM U (MAK) OTAENbHbIX NoMeleHuax 3aaHusA. OCHOBHble
nomeLLeHns, npeaHas3HauyeHHble A1A XPaHEHUSA, y4yeTa, KOMMIEKTOBAHUA M UCNO/Ib30BAHMA apXMBHbIX
OOKYMEHTOB, M BCMomoraTesibHble (aAMMHUCTPATUBHO-XO3AMCTBEHHOIO, TEXHMYECKOrO W BbITOBOrO
Ha3HayeHuA) OO0/KHbI COOTBETCTBOBAaTb TPebOBaHWMAM, YCTAaHOBMEHHbIM NyHKTOM 12.1 HacToALLedn
MHCTPYKUMKN, a TaKxKe obwumnm TpeboBaHMAMM 6e30nMacHOCTM K OOLWEeCTBEHHbIM 34aHUAM U
COOpYyKeHnAam <1>.

<1> ®epepanbHbiit 3akoH oT 30.12.2009 N 384-P3 "TexHuuyeckuii pernameHT o 6e30MacHOCTM

CALN

34aHUI 1 coopyKeHuin'"; MpagocTponTenbHbl Koaeke Poccuiickon ®egepaumn.

XpaHEHME dPXUBHbLIX OOKYMEHTOB B 3aBUCMMOCTU OT WUX obbemos ocywiecrsnAaeTca cC
ncnonb3oBaHMEM O4HOTO NI HECKOJZIbKUX BAPUAHTOB pasMeLlleHNA:

B 34aHUKN, oOTBeYarwem Tpe6OBaHMﬂM, YCTaHOB/NEHHbIM  YNO/THOMOYEHHbIM d)ep,epaanMM
opraHom MCMNOIHUTENbHOM BNACTU B cd)epe dPXMBHOTO Aena U Aenonponssoncrea <2>;

<2> lpaBuna opraHU3auuM XpPaHEHUA, KOMMIEKTOBaHUA, y4eTa U UCNO/Ib30BAaHMA AOKYMEHTOB
ApxuBHoro ¢oHga Poccuitckoit Pepepaumm U ApYyrMx apXmBHbIX AOKYMEHTOB B rOCYAapPCTBEHHbLIX U
MYHUUMNANbHbIX apXxmMBax, My3eax n 6MbaMoTeKax, Hay4YHbIX OpraHU3aLMaAX, YTBEPKAEHHbIE NPUKa3OM
depepanbHoro apxusHoro areHtcTea ot 02.03.2020 N 24.

B crneuuanbHo o060pyAO0BaHHOM ANA XPaHEHUA AOKYMEHTOB M30/IMPOBAHHOM MOMELLEHUN -
apxuoxpaHuamiLe (NyHKT 12.3 HacToAwen UHCTpyKLmMK);

B 3anupatowmxca Wwradax nnm cedax.

PasmelleHne apxuBa B NpucnocobieHHoM 34aHuUM (NomMell,eHMM) 40NyCcKaeTcsa TONbKO Nocae ero
obcnepoBaHusas (B TOM  4ucae nNogBafbHbIX WM YyepdadHbiX MOMelleHuin, paboTocnocobHoCTH
3I'IEKTpOCGTer/II, OoTONUTENbHbIX U BEHTUNAUMOHHBIX CUCTEM, MPOYHOCTU MEMKITAXKHbIX I'IGpEKprTVIﬁ C
YYETOM MOTEHUMANbHBIX HAarpy3oK).

12.3. ApXMBOXpaHUAULLLE AOKHO:
OTAENATbCA OT COCEAHUX NOMELLLEHNI OFHEYNOPHbIMKU CTEHAMMU;

MMeTb eCTeCTBEHHYHO W/IM UCKYCCTBEHHYHKO BeHTUNAUUIO, o6ecneqMBa|ou1,y|o peunprynaumnto
BO34yXa, NCKNTKOYaoLWyro 06pa308aHme HENPOBETPUBAEMbIX 30H;

COXPaHATb CTabubHOCTb TEMNEPATYPHO-B/IaXXHOCTHOIO peXXnma,
MMETb BbIXOAbl K J'II/Id)TaM n (VII'IVI) NECTHUYHbIM K/Z1IETKaM;

HE MMETb NPOJIOKEHHbIX Yepe3 HEro TDY6 BOAOCHa6)‘KEHVIﬂ M KaHa1n3sauunn, TeEXHONOTMYECKNX Unun
6bITOBbIX BblBOA0OB BO/bl;
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HE WMeTb BHYTPU pacnpesenuTenbHblX LUTOB, NpefoxXpaHuTenein U  OTKAKYatoLWMXCA
pybuNbHUKOB;

He pacnonaraTbCa B MnoAsanax U MNOMELLEHUAX, PACMOJIOKEHHbIX HUXEe YPOBHS MOBEPXHOCTU
3eM/IN, 32 UCKNOUYEHMEM XPaHUAULL (NoMeLLeHNit), obecneunBatomx 3amUTy OT NPOHMUKHOBEHMA B HUX
rPYHTOBbIX, Ta/blX M MaBOAKOBbIX BOA, B BETXMX CTPOEHUSX, AePEeBAHHbIX MOCTPOMKaX, MOMELLEHMAX C
OTHOCUTE/IbHON B/IaXKHOCTbIO BO3ayXa 6onee 55% 1 ¢ neYHbIM OTONIEHNEM;

MMETb ABEpPM C MOBbLILEHHON TEXHUUYECKON YKPENNeHHOCTbIo (MeTananyeckue uau obluTtble
MeTanIom);

MMETb 3annparowimeca peeTknm Ha OKHax (an pasmelleHnn apxmBoxpaHmnanila Ha LOKOJIbHOM,
nepBom UM BTOPOM 3TaxKe 3,£I,aHMF|).

PacyeT Heobxoaumol nAOWAAN APXMBOXPAHMIULLA PEKOMEHAYETCA MNPOM3BOAUTL C YYETOM
pPacrnonoXeHua cTennasKem n nx HanoJHeHMa B COOTBETCTBMM C NMyHKTOM 12.7 HacToswen MHCTpyKumK, a
TaK¥Xe C y4YyeTOM BO3MOXHOCTU pasmewteHma 400 eguHuL, XpaHeHMAa Ha 1 KB. M naowaam
APXUBOXPAHUANLLA.

Kaxaomy apxvMBOXpaHWIMLLY NPUCBaMBAETCA HOMEP, KOTOPbI OoTpakaetcAa B Tonorpaduueckmx
yKa3aTensix B COOTBETCTBMM C MyHKTOM 12.19 HacToawen UHCTpyKumu.

12.4. Ana obecneyeHnn AeATeNbHOCTM apxmBa (NpyM HeobXOAMMOCTM) BbIAENAIOTCA NMOMELLEHUE
ANA  nNpuema [OOKYMEHTOB, MX BPEMEHHOrO XPaHeHUs W  aganTauMM K HOBbIM  YCIOBUAM
(akkNMMaTM3aumK), paboyas KomHaTa paboTHMKA, OTBETCTBEHHOTO 33 paboTy apxmBa cyaa, NOMeLLEHNE
ANA NpeAocTaBNeHMsA 4OCTYNa K apXUBHbIM AOKYMEHTaM.

12.5. ApxuBHble AOKYMEHTbl pasMeLlLaloTcaA B  apXMBOXPaHUAMLLE Ha  CTaUMOHApPHbLIX,
nepeaBuKHbIX U (MM) MOBUIbHBIX META//IMYECKUX CTENAXKaX, B MeTa/l/IMYeCcKnxX WwKadax, cendax unu
KOHTENHepax.

B KauectBe crneumanbHOro o6opyaoBaHUA BO3MOMKHO WCMO/b30BaHME CTaLMOHAPHbIX OTCEKOB-
BOKCOB C METaNIMYECKUMM NEPEropoSKamm U NOMKaMW.

He paspellaeTca xpaHeHWe apXMBHbIX AOKYMEHTOB B TPAHCMOPTHOM Tape, B WTabensax, Ha nony,
NOAOKOHHUKAX, NECTHUYHbIX NAOWAAKaX, B rapaxax U Apyrux, He npegHasHaYeHHbIX 418 UX XPaHEeHUs
MecTax.

12.6. Mpwn paccraHoBKe cTennaxen B apxXxmuBoxpaHuaunuie npeanoyvyrteHne AOoNXKHO OTAaBaTbCA UX
nepner,MKynﬂpHoﬁ OpueHTauunm Nno OTHOWEHUIO K CTEHAM C OKOHHbIMU NpOoeMaMn U pasmeLleHUto Ha
yAaneHnn He meHee 1 M OT UCTOYHMKOB Tenna.

12.7. Mpwn pacctaHoBKe cTennaskeit (wkKados, celidoB) B apXMBOXPaHUIULLE PEKOMEHAYEeTCS
npeaycmMaTpMBaTh C/eyoLWMe PAacCTOSHUA MEXayY:

TOpLaMu cTennakem (rnasHbii npoxoa) - He meHee 120 cm;

pAfamMu CTeNNaxken (MexcTennaxKHbii npoxoa) - He meHee 75 cm;

cTennarkamw, napannesibHblMU CTEHE, U HAPYXKHOM CTEHOM 34aHUA - HE MeHee 75 cm;
TOPLOM CTENNAXKA U CTEHOM - He MeHee 45 cm;

BEPXHeW NOJIKOW CTeNNIaXKa U NOTONIKOM - 50 cm;

HUMKHEN NOJIKOM CTeNNaXKa 1 NONOM - He MeHee 15 cm (B LLOKO/IbHbIX 3TaxKax - He meHee 30 cm).



PasmelleHne MOBUAbHbLIX CTeNNaXKel MPoU3BOAUTCA C yYeTOM OCOBEeHHOCTel MOoMeLLeHUi U
pasmelaemoro o60pyaoBaHMS.

12.8. Apx1BHble AOKYMEHTbI Pa3MeLlatoTCA B NEPBUYHBIX CpeaCcTBax XpaHeHUA:
Ha bymarKHOM HocuTesne - B KOpobKax, Nankax, KOHBepTax;

3/1EKTPOHHbIE Ha ¢M3VI‘-IECKVI 060c06eHHbIX HOCUTENsIX - B ynakoBKe, pEKOMEHAOBaHHOVI
npounssoanTenamm HocuTenew.

[na xpaHeHUs KapTOYeK M CMpPaBOYHbIX MATEPMANOB B MOMELLEHUN apXMBa YCTaHaBNMBAlOTCA
KapToTeuYHble WKadbl.

12.9. Ha nepBMYHOM CpeacTBe XpaHEeHUA apXUBHbIX JOKYMEHTOB YKa3blBAlOTCA HOMEP U Ha3BaHue
$oHAaa, HOMep onucK Aen, KpaHWe HoMepa eaUHULL XPAaHEHUSA, Pa3MELLEHHbIX B HEM.

12.10. MpPOTMBOMOMApPHbLIA PEXMM B 343aHUM UAM MOMELLEHMM apXMBa YCTAaHABAMBAETCS B
COOTBETCTBUM C 3aKOHOZaTeNbCTBOM Poccuiickon deaepaumm o noxkapHoi 6esonacHocTu <3>,

<3> dPepepanbHbiit 3aKoH oT 21.12.1994 N 69-d3 "O noxkapHon 6e3onacHocTn"; nocTaHOBNAEHUE
Mpasutenbctea Poccuiickont @Pepepauym ot 16.09.2020 N 1479 "O6 yrBepxaeHun [pasun
NPOTUBOMNOXapPHOro pexkmma B Poccuinckoit Pepepaunm’.

PaboTHWMK, OTBETCTBEHHbIN 33 PaboTy apxvBa cyda, AO/IKEH MPOUTU MHCTPYKTaXK MO BOMpPOCam
NPOTUBOMNOXapHO 6e30MacHOCTM, O3HAKOMUTBLCA C MpPaBUAAMWM TMOJIb30BaHUA MPOTUBOMNOMKAPHbLIM
MHBEHTapeM. MWHCTpyKTax paboTHMKOB apxuBa MO MPOTUBOMOXKapPHOM 6e30nNacHOCTU  [I0/IXKeH
NPoBOAMUTLCA HE pexke OAHOro pasa B o OTBETCTBEHHbIM PAabOTHMKOM, Ha3HAYeHHbIM MPUKA30M
npeacepaTtens cyaa.

12.11. OxpaHHbIl pexxum obecneunBaeTca nytem ob6opyaoBaHuUs 34aHUA MU NOMELLEHUIN apXmnBa
cpeacTBamm oxpaHbl, obecneuynBaloWMMN KOHTPO/Ib AOCTyna B HUX (ecan apxuB cyda pasMelleH B
OTAENbHOM OT Cyda 34aHuK), a Takxke cobnogeHvem nopsafKka caadvu/CHATUA OXpaHbl NoOMelLeHUs
apXMBOXPaHUAULLA U NOPAAKa AOCTyNa B HEro, yCTaHOB/JIEHHOTO NpMKa3om npeaceaatens cyaa.

12.12. ApxuBHble OOKYMEHTbl HEOBXOAMMO XPaHUTb B TemMHoTe. EcTecTBEHHOE OCBeELleHWe B
apXMBOXPaHWAULLE AOMNYCKAaeTca nNpu  YCAOBUM MPUMEHEHWA Ha OKHax CcBeTopaccevBaTenei,
perynaTopoB CBETOBOr0 MNOTOKa (CneumanbHbIX CTEKON), 3aLMUTHBIX GUALTPOB M MOKPLITUIA, KaNto3MN.

[NA MCKYCCTBEHHOTO OCBELLEHMA NMPUMEHAIOTCA 1TAMMbl HAaKaMBAHMA B 3aKPbITbiX MaadoHax ¢
rnafKoi NoBepXHOCTbIHO.

PaspeluaeTca npuMeHeHWe TIOMUHECLEHTHbIX 1aMN C Ype3aHHbIM yabTPapUoNeTOBbIM Y4acTKOM
CMEeKTpa, CBETOAMOAHbLIX CBETUbHWKOB, Pa3pPELUEHHbIX YNOJHOMOYEHHbIM deaepasnbHbIM OpPraHoM
MCMNONHWUTENLHOW BNACTM B chepe NorKapHoi 6e3onacHoCTy.

12.13. ONTMManbHbIMU YCNOBUAMM XPAaHEHMA apPXUBHBIX LOKYMEHTOB ABNAIOTCA:

ONA JOKYMEHTOB Ha BymaxkHOM HocuTene - Temnepatypa 17 - 19 °C, oTHOCUTeNbHas B/IaXKHOCTb
Bo3ayxa - 50 - 55%;

ONA OOKYMEHTOB Ha MArHUTHbIX OMCKaX WU AMCKOBbIX HaKonuTenax - Temnepatypa 8 - 18 °C,
OTHOCMKTE/IbHAA BNAXKHOCTb BO3ayXa - 45 - 65%;

ONA LOKYMEHTOB Ha OMTUMYECKUX AMcKax - TemnepaTtypa 10 - 23 °C, oTHOCMTeNbHAA B/IAXHOCTb
Bo3ayxa - 20 - 50%.
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12.14. KoHTpo/ib 3a TemMnepaTypHO-BAAXKHOCTHbIM pPeXMMOM obecrneymBaeTca perynsipHbIm
M3MEepPEeHMEM C MOMOLLbI0 TEPMOMETPA U TUrPOMETPa UAN TEPMOTMrPOMETPa, Pa3MelLLeHHbIX B OAHOM
MAU HECKONbKUX TOYKax apxuMBoxpaHuauwia (B 3aBMCMMOCTM OT KOHCTPYKTUBHbIX OCOBEHHOCTel
HﬂOLI.I,a,CI,VI) BAa/IN OT OTOMUTENIbHbIX U BEHTUNALUMNMOHHBIX CUCTEM Ha BbICOTE HE MeHee 1 mort nona,
napameTpoB BO3AyLLIHOW cpeapl:

B CMeumManmM3MpoBaHHOM 34aHMM - He pexke 1 pasa B Heaento;

B CneumanbHo 060pyA0BaHHOM AN XPaHEHUA M30/IMPOBAHHOM MOMELLEHUN - He pexke 2 pas B
Heaento;

npn HECOOTBETCTBUN NAapaMeETPOB HOPMATUBHbIM TPE6OBaHMﬂM -1 pa3 B CYTKMW.

12.15. B apxvBe [O/MKHA BECTUCb OMKCAUMA TeMnepaTypHO-BAAXKHOCTHbIX XapPaKTEPUCTUK
BO3AYLWHOW cpeabl B apXMBOXPaHWAWLWE M Mep, MPUHATBIX MO HOPManAM3auuM TemnepaTypHo-
B/TAXKHOCTHOIO peXKMMa B Cy4anX ero HapyLleHums.

12.16. Hapnexawee CaHUTAPHO-TUTMEHMYECKOE COCTOAHME B apxvBe nNoA4eprKmBaeTca
nposegeHMEM B HEM He pexe OAHOro pasa B MecCsl, BAaKHOM ybopKM nosioB, obecnblaMBaHUSA
0b0opyaoBaHMA N MEPBUYHBIX CPEACTB XpaHEHMs, 06pabOTKMN LLOKONbHbIX YacTeN CTENNANXKEN, NAUHTYCOB,
NOAOKOHHUKOB BOAHbIMM PacTBOPaMM aHTUCENTUKOB.

12.17. ApxuBHble [OKYMEHTbl, noABsepriimeca 6MONOTMYECKOMY MOPaMKeHUo, noanexar
HemeAa/IeHHOW U30/ALUMN U CaHUTAPHO-TUTMEHMYECKo 06paboTke (oe3nHeKunn, aesnmHcekumu), a
apXMBOXPaHUANLLE, NOPaXKeHHoe BMONOTNYECKUMM BpeaUTENAMW, - AepaTu3aumnn.

12.18. CTennaxu v WwKadbl 4OMKHbI 6bITb NPOHYMEPOBaHbI B MOPAAKE CEBA HAMNPaBO OT BXOAHOM
ABEepM, MOJIKM Ha CTeNaXkax A0/XHbl BbITb MPOHYMepoBaHbl Mo WKadam B NopsaaKe - CieBa Hanpaso,
CBEPXY BHUS.

12.19. MecTo XpaHeHUA egUHULL XPaHEHUA B apXMBOXpaHUaMLLEe pUKCMpyeTca B TONOrpaduyeckmx
yKasaTtensax: nocrennaxkHom (npunoxkeHve N 36 K Hactoawel UMHCTpYKUMKM) U, Npu Haanuuu bonee
opHoro ¢poHaa, nodoHaoBom (npunoxkeHune N 37 K HacTosLel MHCTpyKLmu).

Mpn BepeHun Tonorpad)mqecr(oro YKa3saTtenAa OoOAuH ero 3K3emMnaap AOo/IXKeH XpPaHUTbCA Yy
pa60THMKa, OTBETCTBEHHOIO 34 pa60Ty apxuBa Ccyaa, BTOpOVI - pa3melaTbCA B COOTBETCTBYHOLLEM
dpX1UBOXpaHUAULLE.

Tonorpad)mquKme YKa3aTe/in He COCTaBIAKTCA NPU OTCYTCTBUUN apXUBOXPaHUNLLA.

13. CpoKu 1 nopAAoK nepenayvun aen Ha XpaHeHue
B rOCyAapCTBEHHbIN apXuB
(B pen. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

13.1. [ena obwero p[enonpomvsBOACTBA MOCTOAHHOIO CPOKA XpaHeHus u cyaebHole gena
NOCTOAHHOIO CPOKa XPaHEHUA Mo UCTEYEHUN CPOKOB UX BPEMEHHOTO XpaHeHus B apxuse cyaa (15 ner)
nepeaaroTcs Ha NOCTOSIHHOE XPaHEHUEe B rocy4apCTBEHHbIM apXmB, €CAK Cya BbICTYNaeT UCTOYHUKOM ero
KOMM/IEKTOBAHUA AN NPU HAIMYNK COOTBETCTBYHOLLErO A0rOBOPA C aPXMBHbIM yUYpeXKAEHNEM.

PeweHne o ¢opme npuema AOKYMEHTOB (MOAHOrO MAM BblI6OpPOYHOro) npuHUmaetca IMK
apPXMBHOTO yYpeXKaeHuA.

CyAabl, He BbICTynaloWwmMe UCTOYHMKAMM KOMMNEKTOBAHUA rocyaapCTBEHHOrO apxuBa, nepeaatot
AOKYMEHTbI Ha MOCTOAHHOE XPaHeHMEe B rOCYAAPCTBEHHbIM apxvB MPU UX JIMKBUAALMM U HANNYUUK
OOKymMeHTOoB ApxmBHOro poHaa Poccuiickon degepaumm.
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13.2. Nepepaya AOKYMEHTOB MOCTOAHHOIO XPaHEeHWs B rOCYAapCTBEHHbIN apXuB OCYLLECTBAAETCS
B COOTBETCTBUM C MNAAHOM-TPAaPUMKOM, KOTOPbIA YTBEPKAAETCA PYKOBOAMTENEM rOCYAapPCTBEHHOMO
apX1Ba UAn YNoAHOMOUYEHHbIM UM AOMKHOCTHbIM JINLLOM.

JocpoyHasa nepefava AOKYMEHTOB Ha MOCTOAHHOE XpaHeHMe MOXKeT ObiTb ocyliecTBaeHa npu
OTCYTCTBUM HeOobXoaMMbIX yCnoBMn ana obecnevyeHMA COXPAHHOCTM AOKYMeHTOB ApxuBHoro ¢oHaa
Poccuiickoli depepaumm, nNpu yrpose yTpaTtbl (YHUUTOXKEHMA) OOKYMEHTOB, @ TaKKe Ha OCHOBaHWUM
[0roBopa € rocy4apcTBeHHbIM apXMBOM.

MpoaneHve CPOKOB XPaHEHWs [OOKYMEHTOB B apxvMBe cyda AOMNycKaercs no peweHuto MK
apPXMBHOTO yYperKaeHus.

13.3. PaboTbl, cBA3aHHble ¢ OT6OPOM, MOArOTOBKOM WM Nepegayeit LOKYMEHTOB Ha MOCTOSIHHOE
XpaHeHWe B TOCYAapPCTBEHHbIA apxvMB, B TOM 4YWCAE C WX YMNOpsAAOYEHMEM, TPAHCMOPTUPOBKOM,
BbINO/IHAIOTCA 3a CYET CPeAcTB cyAa.

13.4. MNepen nepepayvein [OKYMEHTOB HA MOCTOAHHOE XPaHEHME B TOCYAAPCTBEHHbIN apxuB
npoBOAATCA:

PaccCMOTPEHME AOKYMEHTOB HA NPeaMeT pacCekpeumBaHns HocuTenen cBeageHmni, CoCTaBAAOLLMNX
rocyapcTBEHHYIO TallHy B C/lyyae UCTEYEHMA CPOKOB, YCTAHOB/IEHHbIX 3aKOHO4ATENbCTBOM Poccuiickon
depepauny;

paccMOTpeHME AOKYMEHTOB Ha NpegMeT CHATUA noMeTKM "[ns cny:kebHoro nonb3oBaHuA" C
HocuTenen uMHOOpPMALMM  OFPaHMUYEHHOrO  PaCNpPOCTPaHEHMs B NOpPAAKe, YCTAHOBNEHHOM
3aKoHoaaTenbcTBoM Poccuiickoi Pepepaumu.

13.5. MNepepnaya 3N1E€KTPOHHbIX aPXMBHbIX AN B MHPOPMALMOHHYIO CUCTEMY TFOCYAAapPCTBEHHOrO
apxuMBa NPoOM3BOAMTCA B MOPAAKE, YCTaHOBAEHHOM deaepasbHbiM OPraHOM UCMONHUTEIbHOW BAAcTU B
cbepe apxmBHOro Aena U [eNonpPou3BOACTBA, MO COMACOBAHUIO C FOCYAAPCTBEHHBIM apXWMBOM MO
OMUCAM 3JIEKTPOHHbIX [AOKYMEHTOB. K OnuMcAM 3/1IeKTPOHHbLIX Aes npuaaraloTca peecTtpbl ¢annos
3/IEKTPOHHbIX AOKYMEHTOB.

13.6. Nepegaya AOKYMeEHTOB 0OPMAAETCA aKTOM MpMema-nepesayn apXmBHbIX AOKYMEHTOB Ha
XpaHeHue (npunoxkeHne N 22 K HacToAwen MHCTPYKLMMK), COCTaBasEMbIM B ABYX 3K3emnaapax. OanH
9K3eMNAApP aKTa OCTaeTcA B roCyAapCcTBEHHOM apXuBe, APYrok - B cyae.

BmecTe € AOKyMeHTaMM nepegaroTca yeTbipe 3K3emnasapa onuvcu Aen, a TakXKe OoAMH - B
9/1EKTPOHHOM BUAE, B cbopN\aTe, COrnacoBaHHOM C rocyaapCTBeHHbIM apX1UBOM. OauH IK3emMnaap onnucun
Ha 6yMa)KHOM HOCUTeNle OCTaeTCA B cyde.

13.7. Ha Bcex ak3emnaapax onucu gen rocygapcrBeHHbIM apxXMBOM AeNatoTCA OTMETKM O npueme
APXMBHbIX OOKYMEHTOB B apxuB. lpn OTCYTCTBUU eAMHUL, XPAHEHWA, YKa3aHHbIX B ONUCU Aen, CyA4
NPUHMMAET Mepbl MO MUX PO3bICKy. ECM B Xo4e po3bicKa OTCYTCTBYHOLWME AOKYMEHTbI He bblin HallaeHbl,
B ONUCK AeN AeNaeTcA HOBAsA UTOroBadA 3anmncb. Homepa OTCyTCTBYHOWMX eAMHUL, XPAHEHUA U MPUYUHDI
OTCYTCTBMS OroBapMBalOTCA B aKTe MpuUema-nepenaynm SOKYMEHTOB HA XpaHeHWe M B Npunaraemon K
aKTy cnpaBKe, COCTaBAAEMOM CyA0M.

Cya, nepedatromnin JOKYMEHTbl Ha XpaHeHWe B rOCYAapCTBEHHbIN apxuB, 06583aH NPUHATL Mepbl K
BOCCTaHOB/IEHWMIO  yTPa4YeHHbIX NPOWU3BOACTB B COOTBETCTBMM C r/naBon 38 [parKaaHCKoro
npoueccyanbHOro Kogekca Poccuiickoin Peaepaumu.

Mpu oTcyTcTBUK (YTpaTe) NOANMHHUKOB NEPEAAIOTCA UX 3aBEPEHHbIE KOMUM (NpY Hannunm).

13.8. ﬂ,OKyMEHTbI nepenarnTca Ha NOCTOAHHOE XpaHeHue B ynopAgo4YeHHOM COCTOAHUU CO
CNpPaBO4YHO-NOUCKOBbIMU CpeacCTBaMu.
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MpunoxkeHne N 1

K MIHCTPYKLMM O NopsfKe opraHn3aumm
KOMMNEKTOBAHUSA, XpaHEHUsA, yyeTa

M NCMONb30BaHNA AOKYMEHTOB
(31eKTPOHHbIX JOKYMEHTOB) B apXMBax
depepanbHbIX Cy[0B 06LWEN OPUCAUKLNN

CNUCOK U3MEHSIOLLMX AOKYMEHTOB
(8 pea. Mpukasa CygebHoro aenaptameHTa npy BepxosHom Cyae PO
071 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOrO NoApasaeneHnn cyaa)

HOMEHK/ATYPA AEN
Ha rog <1>
NHAaekc 3aronoBokK gena KonnuectBo | CpoK xpaHeHus | [MpumeyaHus
aena TomoB (4acTteit) | u N cTaTtbu no
nepeyHio
1 2 3 4 5
HasBaHue pasaena
HayanbHUK CTPYKTYpHOro nogpasaeneHus
(ynonHomoueHHoe nunuo)
(noanuce) (pacwwndporka nognucum)

(paTa)

<1> K HOMEHKNaType Aen CTPYKTYPHOro nogpasaeneHna no OKOHYAHUWUM KaleHOapHOro roada
COCTaB/1IAe€TCA UTOroBaA 3anuncb no d)opme, yKa3aHHOl71 B MPUIOXeHUU 2, U genaetcA OTMeETKa O
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nepegaye UTOroBbIX CBEAEHWNIN B OTAEN Ae0NPON3BOACTBA Cyaa.

MpunoxkeHue N 2

K MIHCTpYKLKUM O nopAaKe opraHmM3auum
KOMMNNEKTOBAaHWA, XpaHeHUsA, yyeTa

M UCNONb30BaHUA JOKYMEHTOB
(3NeKTPOHHbIX JOKYMEHTOB) B apXMBax
depepanbHbIX Cy[0B 06LWEN OPUCANKLNN

CNUCOK U3MEHSIOLLMX AOKYMEHTOB
(8 pea. Mpukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

YTBEPXOAKO
(HanmeHoBaHMe cyaa) Mpeacepatens cyaa
HOMEHK/IATYPA OEN (nognuce) (pacwmdposka nognucu)
Ha rog
(nara)
MHaekc 3aros10BOK Aena Konnyectso | Cpok xpaHeHmna n N MpumeyaHua
nena TOMOB (4acTeli) | cTaTbM NO NEpPeYHIo
1 2 3 4 5
HassaHue pasgena
HavanbHuK oTaena
aenonpoussoactsa (obuwero otaena)
(nognucs) (pacwmdposka nognucu)

(nata)

Bu3a paboTHMKA, OTBETCTBEHHOIO
3a paboTy apxuBa

COrNACOBAHO YTBEPKROEHA
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MPOTOKOA 3KCNEPTHON KOMUCCUM CyAa MPOTOKON 3KCNEPTHO-NPOBEPOUHO
KOMMCCHM apXMBHOTIO YUperKaeHnn

OT n n N OT n n N
NToroBas 3anucb 0 KaTeropmax 1 KONIMYECTBe A€, 3aBeAeHHbIX B rogy B cyae
Mo cpokam xpaHeHwuA Bcero B TOM umncne:
nepexoanLLmx c oTmeTKomn "IMK"
1 2 3 4

Ha 6ymaykHom HocuTene
(npy Hannumm rMbpugHbIX aen, Tom(a) Ha BymarKHOM HOCUTENE YYUTbIBALOTCA B pa3aene Tabamubl
"Ha 6ymarkHOM HocuTene", Tom(a) Ha SNEKTPOHHOM HOCUTE e YYMTbIBAIOTCS B pasaene Tabanybl
"INeKTPOHHbIX"):

[MocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOUYUTE/IbHO)

DNEeKTPOHHbIX
(npy HannuMm rMbpuaHbIX aen, Tom(a) Ha BymarKHOM HOCUTE e YYUTbIBAOTCA B pasaese Tabanubl
"Ha 6ymaxkHOM HocuTene", Tom(a) Ha 3NEeKTPOHHOM HOCUTE e YUMTbIBAIOTCA B pasaene Tabanupl
"INeKTPOHHbIX"):

[MocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOYMUTESIbHO)

NTOTIO:

HauyanbHUK oTaena
AenonpoussoacTsa (obuiero otaena)

(noanuco) (pacwwndporka nognucum)

(paTa)

MTorosble cBeaeHMUA nepegaHbl B apxXuBe.

PaboTHUK, OTBETCTBEHHbIN




3a paboTy apxuBa cyaa

(nata)

(moanucob) (pacwmndporka nognucum)

MpunoxkeHue N 3

K VIHCTPYKLMKM O NopsAfKe opraHn3aumm
KOMM/IEKTOBaHUA, XpaHeHUs, yuyeTta

M UCMONb30BaHUA AOKYMEHTOB
(31EeKTPOHHbIX 4OKYMEHTOB) B apXMBax
deaepanbHbix Cya0B 06LLel oPUCANKLUN

CHMCOKM3MEHHKHHMXAOKVMEHTOB

(B pea. Mpukasa CygebHoro gena
ot 09.01

pTameHTa npu BepxosHom Cyge PO
2024 N 1)

(HamMMeHOBAaHME CyIa)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoApas3mesieHus cyna)

OIMChb N
nej, IOOKYMEHTOB
3a ron
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n/n

MHAaeKc
aena

3aros10BOK Aena

KpanHue aatbl

Cpok
XpaHeHusA
(rpada He
3anoNHAEeTC
A B onucum

aen
NOCTOAHHOT
0 CpoKa
XpaHeHus)

Konnyectso
2ucTos

MpumeyvaHua

4

5

HassaHue pa3gena




B maHHBE pasnel ONMCYM BHECEHO

el

c N no N

(umdpaMm M MOPONMCEI)
, B TOM YKcCJe:

JIMTEPHEIE HOMEPaA:

4

IPOIIyMEeHHEEe HOMepa:

HauMeHOBaHME IOOJDKHOCTU
cocTaBUTEeJId OIIMCU

(naTa)

PaB®OTHUK, OTBETCTBEHHHM
3a paboTy apxmeBa Ccyna

(nara)

COIJIACOBAHO
HauaspHMK oTnesa
OeJlonpomMs3BOOCTBa (obwero oTrnesia)

(naTa)

[lepenan

(momnmceo)

(momnmceo)

(momnmco)

(pacumbpoBka MONNUCH)

(pacumbpoBka MONNUCH)

(pacumdpoBKa MIOANMUCHK)

SOVHNML, XPaHEeHUA

(undpaMm M OPONUCHIO)

u

pPermMCcTPpalMOHHO ~KOHTPOJIb HEIX

(umdpaMm ¥ HOPONMUCHI)

KapToTeK K IOOKYMEHTaM.

HamMeHOBaHME IOOJLDKHOCTU pa@OTHMKa
CTPYKTYPHOIT'O IIOoIpa3neJieHUnA

(nara)

[TprHAa

(momnmce) (pacumdpoBKa MONNUCH)

SIOVMHNIL XPaHEHUA

(umdpaMm M NOPONMUCHI)

PEeTMCTPaAlVMOHHO~KOHTPOJIb HBEIX

(UdpamMmu M OPOMNMUCHI)
KapTOTEeK K IOOKYMEHTaM.

PaboTHMK, OTBETCTBEHHEM
3a paboTy apxmBa cyna

(nara)

(mommmce) (pacumdpoBKa MIOONMUCHU)

Mpwunoxkenne N 4
K MHCTpyKLMKM O nopagKe opraHu3saumm
KOMMJIEKTOBAHUA, XPaHEHUA, yyeTa



N UCNO/Ib30BaHUA IOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmBax
denepanbHbIX cyaoB obLen pucamKumm

CrnnCOK M3MEHAIOLWMNX LOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaMMeHOBaHUE cyma)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoIOpaslesieHMs cyna)

doHnm N

OIMCh N

BJIEKTPOHHEIX IeJl

(IOCTOSHHOTO XpPaHeHMS/BpPEeMEeHHBIX

(cBomie 10 Jji1eT) xpaHeHMs /MO JIMUHOMY COCTaBy)
3a Tom
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N MHAaeKc 3aronoBokK PernctpaunoHH | Bug v 3aronosok | [aTa Cpok Konnuecte | Obbem B | MpumeyaHus
n/n aena 3/IEKTPOHHOIO bl HOMep 3/IEKTPOHHOIO | AOKYM | XpaHeHusA o ¢annos 6anTax
aena no 3/IEKTPOHHOrO OOKYMEHTa eHTa (konnuects
HOMeHKNaType OOKYMeHTa o ¢annos B
KOHTEeWNHep
e)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Banr.

ONPOIylleHHEIE HOMEpPa:
K 3JIeKTPOHHBIM IOKYyMeHTaM COCTAaBJIEHH pPeeCTpr 0aljoB.

(umdpaMr ¥ HPONUCHI)

no N

SJIEKTPOHHBIX HOOKYMEHTOB

, obBeMOoM

B ToM umcIiie JIMTEepHEIE HOMEpa:

4

HamMveHOBaHMEe OOJIKHOCTU
coCcTaBUTEeJId OIIMCU

(maTa)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmBa cyna

(mommnmce)

(mommmce)

(pacumppoBka NOONMUCH)

(pacumppoBKa MIOLANUCHK)




(naTa)

COT'JIACOBAHO
HauvasnbHUK oTnmesia
meJjionpou3BonCcTBa (obmwero orTnea)
(momnmce)

(nara)

[lepenan

(pacumdporka IOONUCH)

BJIEKTPOHHBIX IOOKYMEHTOB

(umdpaMm ¥ OPONMUCHI)
oOBEMOM

danr.

(umbpaMm M NPONMUCHIO)

HavMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O NoIpaslelieHUs
(momnmceo)

(naTa)

[MprHAan

(pacumbpoBka MOONMUCH)

SJIEKTPOHHBIX IOKYMEHTOB

(undpaMm M OPONUCHIO)
o0BBEMOM

Banr.

(umdpaMm ¥ OPONMUCHI)

PaboTHUK, OTBETCTBEHHHMN
3a paboTy apxmuBa cyzna
(momnmce)

(nara)

(pacumdpoBka IOONUCH)

PeeCTp @aﬁHOB SJIEKTPOHHOT'O IOOKYMEeHTa

Nn/n N aneKTpOHHOro HanmeHoBaHue [ata v Bpema Ob6bem dopmaTt
AOKYMEHTa no daina nocneaHero (8 BaiiTax) dainna
onucu nameHeHua daiina

MpunoxkeHne N 5

K MHCTPYKLMM O NnopAaaKe OpraHn3aumnm
KOMMNIEKTOBAHWA, XPaHEHUA, y4eTa

N NCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apX1Bax
benepanbHbIx cya0B 06LWEN LOPUCAMKUAN



Cn1COK U3MEHSAIOLWMX OKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPXAAIO
(HanmeHoBaHwMe cyaa) Mpeacepatens cyaa
®oHa N (noanucob) (pacwwndposka nognucwm)
ONMMNCb N
OeN, HOKYMEHTOB NOCTOSAHHOIO
XpaHeHus
3a ron, (pnaTa)
N Unpekc pena 3aros0BOK gena KpaitHue patbl Konunyectso MpumeyaHua
n/n 2INCTOB
1 2 3 4 5 6

Ha3sBaHue pasgena

B DaHHBI pasnesl ONMCM BHECEHO

(undpaMm M HOPONMCHEI)
neJ
, B TOM UYMcCJe:

c N rno N
JIMTEPHBIE HOMEepa:
INPOIylIeHHEIE HOMEepa:

14

HamMeHOBaHME IOOJDKHOCTU
cocTaBUTEJIA OIIMCHU

(momnmce) (pacumdpoBKa MONNUCH)
(mara)
PaboTHMK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna
(momnmce) (pacumdpoBka MONNUCH)
(mara)
COIrNnACOBAHO YTBEPXKAEHA
MpOTOKOA 3KCNEPTHON KOMUCCUK cyaa MpOTOKOA 3KCNEPTHO-NPOBEPOYHOM
or" " N KOMMUCCUU apXMBHOTO yUYpeXKaeHUs

OT n n N
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MpunnoxkeHne N 6

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCMOIb30BAHUA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLen pucamKkumm

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPKOAIO
(HaMmeHoBaHMe cyaa) Mpeacepatens cyaa

®oHa N (nognuce) (pacwmdposka nognucu)
ONUCb N
Oen, LOKYMEHTOB NO IMYHOMY
cocTaBy
3a rog, (nata)

N NHpekc pena | 3aronoBok gena | KpaHue aatol Cpok Konnyectso | MpumevaHna

n/n XpaHeHus nctos
1 2 3 4 5 6 7

HassaHue pa3gena

B DaHHBI pasnesl ONMCM BHECEHO

(umdpaMm M NOPONMUCHIO)
nen

c N

no N , B TOM UMCJIE:

JINTEPHBIEe HOMEepa: ’
IPOIylleHHEIE HOMEpPaA :

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBuUTEJIA ONUCHU

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(mommnmce) (pacumdpoBKa IONNUCH)

(nara)
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MPOTOKOA 3KCNEPTHON KOMUCCUM CyAa

COrACOBAHO

YTBEPXAEHA
MPOTOKON 3KCNEPTHO-NPOBEPOUHOW

or"_" N KOMMCCUM apXMBHOTO YUpeXAEHUS
OT II_II N
MpunnoxkeHne N 7
K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNIEKTOBAHWA, XPaHEHUSA, yyeTa
W UCNOJIb30BaHWNA LOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB obLen pucamKkumm
Cn1COK M3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)
YTBEPXKOAIO
(HanmeHoBaHwMe cyaa) MNpepcepatens cyaa
®oHa N (noanuceb) (pacwwndposka nognucwm)
OMUCb N
Aen, LOKYMEHTOB BPeMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHEeHUs
3a ron, (nata)
N MHpeke pgena 3aronoBok KpaitHne Cpok Konunyectso MpumeyaHua
n/n aena hatbl XpaHeHus nmctos
1 2 3 4 5 6 7
Ha3sBaHue pa3gena
B DaHHBII pasnesl ONMCM BHECEHO
(umdpaMy M MOPONMUCHIO)
oeJl
c N no N , B TOM UMCJIE:
JIMMTEPHBIE HOMEepa: ’

[IPOIylleHHEIE HOMEpa :

HauMeHOBaHME OOJIDKHOCTU
cocTaBUTEJIA OIIMCU

(momnmceo) (pacumpporka IOONMUCH)



https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100787

(nara)

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmpa Ccyna

(naTa)
COTrNACOBAHO
MpOTOKOA 3KCNEePTHOM KOMUCCUK cyaa
OT n n N

(momnmceo) (pacumbpoBka MONNMUCH)

YTBEPHKAOEHA
MPOTOKOA 3KCNEPTHO-NPOBEPOUHOI
KOMMCCMM apXMBHOIO yUperKaeHnn
or" " N

MpunoxkeHmne N 8

K MIHCTPYKLWMKM O nopsaaKe opraHM3auum
KOMMJ/IEKTOBAHMA, XPaHEHUSA, yYeTa

N UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmMBax
denepanbHbIX CyA0B 06LLEN HOPUCANKLUAN

CnKNCOK U3MEHSAIOLWMX AOKYMEHTOB
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO

(HaMmeHoBaHMe cyaa)

®oHa N

OMUCb N

3N1EKTPOHHbIX Aen

(nocToAHHOro XpaHeHWsA/BpeMeHHbIX
(cBblwe 10 net) xpaHeHusa/no
JIMYHOMY COCTaBY)

3a rog,

o1 09.01.2024 N 1)

YTBEPXOAKO
Mpeacepatens cyaa
(nognucs) (pacwmdposka nognucu)

(nata)
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N n/n MHaekc 3aronoBoK PernctpaunoHHbIi Bua wm [ara Cpok Konnuyectso | O6bem B | Mpumeya
aena 3/IEKTPOHHOrO HOMmep 3aro/I0BOK | AOKYMEH | XpaHeHMU dannos 6anTax HUA
aena no 3/IEKTPOHHOrO 3/IEKTPOHHO Ta A (konunuecteo
HOMeHKNaType OOKYMEHTa ro dainos B
OOKYMEHTa KOHTeWHepe)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Banr.

ONPOIylleHHEIE HOMEpPa:

K meyjaM cocCTaBJIEHEL BHYTPEHHME OINCU

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMr ¥ HPONUCHI)
rno N

, OOBeMOoM

B ToM umcIiie JIMTEepHEIE HOMEpa:

HammMeHOBaHMEe IOOJIXKHOCTU

coCcTaBuUTEeJId OIIMCU

(mara)

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmBa cymna

(peecTprl)

(mommmce)

(mommmce)

neJl.

4

(pacumppoBKa MIOLANMUCHK)

(pacumdpoBKa MIOLANMUCHK)




(naTa)

COINACOBAHO YTBEPXKAEHA

MpPOTOKON 3KCNEPTHON KOMUCCUM CYyAa MpPOTOKOA 3KCMEPTHO-MPOBEPOYHOM

or"_" N KOMMCCUUN apXMBHOTO yYperKaeHun
OT n n N

PeecTp 0GanyioB 2JIEKTPOHHOT'O IOOKYMEHTAa
N n/n | N 3neKkTpoHHoro HaumeHoBaHue daiina | [ata u Bpems O6bem dopmart
Aena no onucu nocneaHero (B BaliTax) daina
NU3MeHeHun
daina

MpunnoxkeHne N 9

K MHCTPYKLMK O NopsaaKe opraHn3aumnm
KOMM/IEKTOBAHMA, XPaHEHUA, yyeTa
M UCNONb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX AOKYMEHTOB) B apX1Bax
deaepanbHbix CyaoB obLLei lpUcanKumm

Cn1COK U3MEHSIOLWMX LOKYMEHTOB

(B peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO

01 09.01.2024 N 1)

(HamMeHOBaHME cyma)

PEECTP ONUCEM OEJ, IOKYMEHTOB

Hauat

OKOHUEH
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N N N HasBa Konnyectso aen B onucu gen, Kpalinu | Konnuec | Konunyect | MNpumeya
n/n |doHga | onuckn | Hue OOKYMEHTOB e fatbl TBO BO HUA
onucu JIUCTOB | 3K3emnaA
AOKYM ro ro (csbllle | NMYHOMY nen, nen,
eHToB | XPaHeHuA 10 nerT) cocTaBy LOKYMEH | JOKYMEHT
1 2 3 4 5 6 7 8 9 10 11




Nroro Ha 01.01.... T'. B apxmBe XPaHUTCS onucemn

(Ipy OTCYTCTBUM He BKJIOUAKTCH B MTOTOBYK 3alMChb), M3 HUX:

YyIIpaBJIEHUECKOM IOKYMEeHTaluuu onmceu,
(umbpaMy M MNPONMUCHIO)

IOOKYMEHTOB JIMUHOT'O IIPOMCXOXIEHMS onucen,
(umbpaMy M MNPONMUCHIO)

HAYUYHO-TEXHUUYECKOM HOOKYMEHTAaluMn onmcen,
(umdpaMm M OPONMUCHI)

BUIOEOIOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

KMHOIOOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

GOHOODOKYMEHTOB onuceu,
(umbpaMy M MNPONMUCHIO)

GOTOODOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

BJIEKTPOHHEIX ITOKYMEHTOB onmuceu,
(umdpaMm M OPONMUCHI)

B TOM UMCJIE:

IOCTYIINJIO B T. omnmcen,
(undpaMm M HOPONUCHIO)

BEIORIJIO B . onucem
(umdpaMm M HOPONMUCHIO)

PaboTHUK, OTBETCTBEHHHN

3a paboTy apxmuBa cyzna

(momnmce) (pacumppoBKa IOONUCH)
(mata)
HauvanbHUMK oTmelia
OeJjlonpomMs3BOOCTBa (obwero ornesia)
(momnmce) (pacumdpoBka NOONUCH)

(nara)

Mpunoxenue N 10

K MHCTPYKL MK 0 NOpsALKe OpraHM3aumm
KOMMNNEKTOBaHMSA, XpaHeHUs, y4eTa

¥ UCMO/Ib30BAHUA [OKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXMBax
denepanbHbIx cyaoB obLel lpUCANKLMN

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

JMCT-3ABEPUTEJIE IEJIA N

B meJsie nmomumTo U IIPOHYMEPOBAHO

(umdpaMy M MOPONMUCHIO)

(mmcTa (oB)

c N
JIMTEPHBIE HOMEepa JIMCTOB

10

14

B TOM 4YMCJIE:

IIPOIIyHIeHHBIE HOMEepa JIMCTOB



https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100896

+ JIMCTOB BHyTpeHHeﬁ OnIncCu

OcobeHHOCTN GU3NYECKOTO COCTOAHMA U GOPMUPOBAHUSA Aena Homepa nuctos

1

2

HammMeHOBaHME IOJIKHOCTM pPabOoTHMKAE,
COCTAaBMBIIETO BaBEPUTEJILHYIO

HaIOnuchb
(momnmce) (pacumdporka IOONMUCH)
(mara)
MpunnoxkeHne N 11
K IHCTpYKLMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa
M NCNON1Ib30BaHUA JOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apXmBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN
Cnucok M3MEHAKLWNX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)
BHyTpeHHAA onmcsh
OOKYMEeHTOB gnejya N
N PerncrpaumnoHHbin N Jata 3aronosok Homepa nucros MpumeyvaHma
I'I/I'I AOKYMEHTa AOKYMEHTa AOKYMeEHTa Aena
1 2 3 4 5 6
NToro OOKYMEHTOB .
(umdpaMm ¥ NOPONMUCHI)
KommuecTBO JMCTOB BHyTpeHHeﬁ OIINCH’ JIICTOB
(undpaMm ¥ HOPONUCHI)
HamMeHOBaHME OOJIKHOCTM JIMLIA,
COCTaBMBIIETO BHYTPEHHKK OIIMCH
IOOKYMEHTOB Ieja
(momnmce) (pacumppoBKa NOONMUCH)

(nara)
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MpunnoxkeHne N 12

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, y4eTa

N UCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLen pucamKkumm

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

N 1O |

Y
|

(HaMmeHoBaHMe rocyAapCcTBEHHOIO apXMBa)

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOro NoapasaeneHuns)

[eno, yronosHoe geno,
rpa*kgaHCcKoe [eno,
AAMUHUCTPaATUBHOE
aeno, neno o6
AAMUHUCTPATUBHOM
NpaBOHapYyLEHNN,
maTtepuan

LENO (YWA) N MPOM3BOACTBO N

MATEPUAN

TOM N

(Ha3BaHuWe aena)

1 nHcTaHuumA 2 MHCTaHUMA

MocTtynuno MocTtynuno

PaccmoTtpeHo PaccmoTtpeHo
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[aTta Havana
npou3BOACTBA

KpaiHue aaTbl

[laTta OKOH4YaHuA
npou3BoACTBa

Ha

NNCTax

XpaHuTb

®.N

Oon. N

O.N

(cpok xpaHeHuWA B rogax, 40 KaKoro rofa XpaHuTb)

(noanuceb) (pacwwndposka nognucum)

MpunnoxkeHne N 13

K IHCTpYKLWKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M NCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 06Len pUcaMKLmMn

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO

(HamMMeHOBAaHMUE
AKT
" " N

cyna)

O BHIOEJIEHUM K YHUUTOXEHMIIO
(2apXMBHBEIX) IOOKYMEHTOB,
He IonJjiexallx XpaHeHUO

Ha ocHoBaHUM

o1 09.01.2024 N 1)

YTBEPXIAI

[lpencenmaTens cyna

(momnmce) (pacumdpoBKa MONNUCH)

(nara)

(HasBaHMe U BEIXOIHBIE IaHHEE IIepedHd OOKYMEHTOB
C YyKazaHreM CPOKOB UX XpaHeHMH)

OoTOOPAaHEl K YHMUTOXEHMIO Kak
yTPpaTUBIIME NPAaKTUUECKOEe 3BHaueHMe IOKYyMeHTH GoHma N

He mMeKmue HaquO—MCTOqueCKOﬁ IIEHHOCTM "

(N u HaszsBaHUe OQoOHIa)

N |3aronoBok gena
n/n| (rpynnosoi

3aronoBoOK
[OKYMEHTOB)

loabl | Homepa
onuecum
<2>

Homep egmHuLbl Konunyectso Cpoknu Mpume
XpaHeHuAa no eanHuy, XpaHeHUAa | YaHuA
onucu (MHGEKe no XpaHeHusA W Homepa
HOMeHKNaType (nen) cTaTelt no
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nen) NnepeyHto

1 2 3 4 5 6 7 8
NToro eIOMHNI XPaHeHMs (IOeJl, DJIEKTPOHHBEIX IeJl) 3a
(umbpaMy M NPONUCHIO)
TOIEH .
Onmucyu nmejyi INOCTOSHHOT'O XpaHeHUd 3a T ORI

yTeepxneHs OIIK ’
(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMS)
IPOTOKOJI OT N

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(momnmceo) (pacumbpoBka MONNMUCH)
(mara)
COTJIACOBAHO YTBEPXIEHO
[IPOTOKOJI BKCIEPTHOV KOMMCCUU [IPOTOKOJI 3KCIEPTHO-NIPOBEPOUHOM
cyna KOMUCCUM APXUBHOTO YUPEXIOEeHUSI
OT ll_ll N OT ll_ll N
,D;OKyMeHTI::I B KOJIMUeCTBe eOVMHUILT XpaHeHI/IH (,He.]'[,

(undpaMm M OPONUCHIO)
BJIEKTPOHHEX IeJI) :
Ha OyMaxHOM HOCUTEJIe BEeCOM KT CHAHBE Ha YHUUTOXEHUE;
Ha BJIEKTPOHHOM HOCHUTEJIE CIaHB Ha YHUUTOXEHUE

(cmoco® yHMUTOXEHMS)

HamMeHOBaHME IOOJIXHOCTU
paboTHMKA Ccyona,
COaBmEeTro IOOKYMEHTH

(mommmce) (pacumdpoBKa MIOONMUCHK)

(mara)
JOKYMEHTE YHUUTOXEHEl B YCTAHOBJIEHHOM IIOpPAIKE.
HavMeHOBaHME IOJIKHOCTU

paboTHMKA CyIa, YIOJHOMOUEHHOTO
OCYIWECTBJATL KOHTPOJBb 3a yTulM3aluen

(momnmce) (pacumdpoBka MONNUCH)
(mara)
JI3MeHeHUs B YUeTHhEe IOKYMEHTHE BHECEHH.
PaboTHUK, OTBETCTBEHHHN
3a paboTry apxusa
(momnmce) (pacumdpoBka MONNUCH)

(nara)

<2> I'IpM BblAENEHUN K YHUHTOXKEHNIO JOKYMEHTOB NPU NOAroTtoBKE AeN K nepenadvye B apxme Cyda

rpada He 3anonHseTca.



MpunnoxkeHue N 14

K IHCTPYKLMM O NnopsfKe opraHnsaumm
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

KoMy mnpencrasjsgeTcd

(HaMMeHOBaHMe n azjpec nonyanenH)
Kewm npencrapjideTrcd

(HaMMeHOBaHMe M ajpec OTUMTEIBaAKIEI'OCA apXmMBa

(bopmMa COOCTBEHHOCTM OTUMTHERBAKIEIOCS apxMBa)

[lacopT apxuBa cyna

Ha " " 20 roma
1. OBbume cBemeHUA
Kog cTpoku Konnyectso | [nowaab apxmBoXpaHUanL, CreneHb 3arpy*KeHHOCTH
¢doHpoB KB. M APXUBOXPAHUINLL, MPOLEHTbI
A 1 2 3
101

2. CBenmeHUs O IOKyMeHTax

Mokasatenun Kog KoanyectBo eAnHUL, XpaHEHUA
CTpoO
ku | Bcero KpanHue N3 HUX BHECEHO B XpaHuTtca | obpasyetca
hatbl onucu cBepx B rof aen
; yCcTaHoBne
Hayan | KOHeY | BCero | KparHue gatbl HHOFO
bHaA | HaA cpoka
Havanb | KOHeY
HaA HaA
A b 1 2 3 4 5 6 7 8

MocTosiHHOrO 201
XpaHeHuna <3>

Mo nnyHomy 202
cocrasy



https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=100982

3. Kanpu

Koa cTpoKku

Konnyectso WTaTHbIX pa 6OTHNKOB

301

4. YcrnoBusa XpPaHeHd IOOKYMEHTOB

(HyXHOEe MNOOUEPKHYTH)

ApxvMBoOXpaHUAULLLA €CTb, HET; CyXue, Cbipble; CBET/Ible, TEMHbIE.

OTtonneHue LEeHTpanbHOe, MeyHoe; OTCYTCTBYET.

Crennaxu MeTaN/IMYeckne, AepeBAHHbIE; KOMBMHUPOBAHHbIE;
HeT.

LWkadsbl AepeBsiHHbIe, MeTa/lINYecKMe; OTCYTCTBYIOT.

CurHanusaums noyapHas: ecTb, HET; OXpPaHHas: ecTb, HeT.

YuTanbHbIN 3an

€CTb, HET.

TemnepaTypHO-BAAXKHOCTHbIN PEXUM

cobnogaerca, H

e cobntogaercs.

nw nw 20 .

HpencenaTenb Cynoa

(naTa)

O®.M.0. u TenedOH MCIOJIHUTETS

(momnmco) (pacumdpoBKa MIOANMUCHK)

<3> lMpu cocTaBNeHUN NacnopTa apxmea LenecoobpasHo B cTpoke 201 BHOCUTb AaHHble O Aenax
NOCTOAHHOIO XPaHEHWA OTAE/IbHO MO rPa*KAAaHCKMM, aAMUHUCTPATUBHBIM, YTOJI0BHBIM Ae/laM U Aeam
Mo SKOHOMMYECKUM Criopam, Aenam obLiero AenonponsBoaCcTBa.

MpunnoxkeHne N 15

K MIHCTPYKLMM O NopsfKe opraHn3aumm
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BaHNA AOKYMEHTOB
(3NEKTPOHHBIX 4OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

CnnCOK U3MEHAILWUNX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO

0T 09.01.2024 N 1)

(HamMMeHOBAHME CyIa)
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YUeTHBEEe CBeIeHMHA O IOKYMEeHTAax,

XPaHAIlMMXCA B apxXmuBe cyla

Ha " " 20 T.
1. OBbume cBemeHUSA
Kog, ctpoku Konnuectso | Mnowagb apxmMBOXpaHUAULL, | 3arpy*KeEHHOCTb apXMBOXPaHUANLL,
$oHaoB KB. M NPOLEHTbI
A 1 2 3
101
2. CBemeHMs O IOOKyMeHTax
MoKasatenu Konnuectso eguHUL, XpaHeHUA
Bcer KpanHue N3 HUX BHECEHO B | XpaHuUTCcA | obpasyeTc
o narbl onucu cBepx ABroa
ycTaHoBNe aen
Hayan | KoHeu |Bcer| KpanHue HHOrO
bHasa | Has o Oatol cpoka
Hayan | KoHe
bHaA | YyHaA
A 1 2 3 4 5 6 7 8
MNocToAHHOro xpaHeHnA
BpemeHHbIx (cBbiwwe 10 net)
CPOKOB XpaHeHuA
BpemeHHbIx (8o 10 neT) cpokoBs
XpaHeHus unm "ao MMHOBaHUA
HapgobHocTn"
Mo nnyHomy cocrasy
[lpencenaTesnis cyna
(momnmce) (pacumdpoBka MONNUCH)

(nara)

®.M.0. MUCHOOJIHUTENS

MpnnoxkeHne N 16

K MHCTPYKLMM O NopsaaKe opraHu3aumnu
KOMMNIEKTOBAHUA, XpaHEHUS, yyeTa

N UCMO/Ib30BAHUA AOKYMEHTOB
(3N1EKTPOHHBIX LOKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN



CNnCOK M3MEHALWUX AOKYMEHTOB
(8 pea. NMpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

(HaMMeHOBaHME cyma)

(Ha3BaHMe apxuBa cyna)

KHUT'A
ydyeTa [NOCTYIJIEHUA U BEOHETUA LOeJl, IOOKYMEHTOB

ToMm N
Hauat

OKOHUYEH


https://login.consultant.ru/link/?req=doc&base=LAW&n=472790&dst=101088

N [ata HanmeHoBaHue | HaumeHoBaH | Ha3BaH oAbl Bua | MoctynneHune onucaHHbiX | BbibbITME ONUCAHHbIX HeonucaHHbix | Mpume
n/n | noctynne opraHuMsauumn ne, Homep u memn | NOCTYNUBLUMX | HOCUT LOKYMEHTOB OOKYMEHTOB nen, YaHusA
HUA K (cTpyKTYpHOTO haTa HoMmep nnm ena OOKYMEHTOB,
BblObITUA | NoApasgeneHus, | AOKYMeHTa, | ¢oHAa | BbIObIBLUMX <4> KONN4ECTBO €ANHNL, KO/IMHECTBO €ANHNLY NcTos
Mua, apxmsa), oT | No KoTopomy [OKYMEHTOB XpaHeHuA XpaHeHuA
KoTopow nocTynuam no onucu aen,
NnocTos | BpemMeH| no nocTos | Bpeme no nocty | BbIbbIN
noctynuau (uan | unu BbiGLINK OOKYMEHTOB
HHOTO HbIX | JIMYHO | HHOIO | HHbIX | IMYHO | NMAO o]
BblObIIN) Aena, OOKYMEHTbI
XpaHeH | (cBblwe | My | XpaHeH | (cBbiw | my
OOKYMEHTbI
na 10 neT) | cocTas nA e 10 |coctas
y ner) y
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Vitoro B TOOYy NOCTYNMJIIO

(umdpaMm M MOPONMCEI)
e OVHULL XPaHeHus <5>, B TOM dyce :
Ha OyMaxHOM HOCHUTeJIe

(umbpaMy M MNPONMUCHIO)
BIIEKTPOHHBIX

(umdpaMm M MOPONMCHEI)
[IoxkasHBATCSA pas3ndeljlbHO MTOT'OBHE IaHHBeEe 1o 11, 12, 13, 15.

PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmupa

(momnmce) (pacumdporka IOONMUCH)

(nara)

<4> BH - gOKyMeHTbl Ha BbymarKHOM HocuTene, 31 - aNeKTPOHHble AOKYMeHTbl, [l - B onuch
BHECeHbl rMbpugHble gena.

<5> Mpu Hannuum riMbpuaHbIX Aen Tom(a) Ha BymarKHOM HoOCUTene yuuTbiBaeTca B CTpoke "Ha
6ymarkHom HocuTene", Tom(a) Ha 31eKTPOHHOM HOCUTE/NE YYUTBLIBAETCA B CTPOKE "INEKTPOHHbIX".

MpunnoxkeHne N 17

K IHCTpYKLWUM O nopAaaKe opraHM3aumm
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaMMeHOBaHMe cyma)

CIIMCOK ®OHIOOB

Tom N
Hauar
OxOHUEeH

N [ata nepsoro | HassaHue OTmeTKa o BblbbITUK POHAA Mpumeya

doHpa | noctynneHun doHaa HUSA
[LOKYMEHTOB mecto | AaTa u N JOKYMEHTa, Ha OCHOBAHWUU
donaa BbIObITUA KOTOPOro BblbbIN
1 2 3 4 5 6
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Ha 01.01.

U3 CHOMUCKa MCKJOUeHB GOoHIE C N

Bcero xpaHuTCca B apxuse

ToIma B CHOMCOK BKJIOUEHH GOHAH C N

no N
no N

boun

(umdpaMm M MOPONKMCHEI)
comepxaT ocob00 LeHHEE neJa.

(umbpaMy M MOPONMUCHIO)

Homepa cBOOOZXOHEIE :

Homepa BHIOHIBIIME
HayMeHOBaHME IOJDKHOCTM JIMLla,

PaboTHUK,

OB, M3 HUX:

3a paboTy apxusa

(nara)

OTBETCTBEHHHN

(mepenaHHBE)

COCTaBMBIIETO MTOTOBYK I'OOOBYI 3allMChb

(momnmce) (pacumbporka

MOIONMCH)

MpunnoxkeHne N 18

K MHCTpYKLMK O MOpsaaKe opraHu3aumm
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCMO/Ib30BaHNA LOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apXmBax
dbeaepanbHbix cyaos obLeit PUCANKLUM

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO

o1 09.01.2024 N 1)

JMCT ®OHIOA N

MEeCTOHaXOXIeHue GoHIa
(HaMMeHOBaHME CynOa,

roe xpaHuTcsa QOHI)

(maTa HDepBOTO MNOCTYIJIEHUS

IOKYMEHTOB GoHIa)

KpaiHue aaTbl KaXkaoro HassaHua ¢oHaa

HasBaHwe ¢poHAaa

1 2
Yyuer HeONIMCAaHHBEX JOKYMEHTOB
[arta Ha3BaHue, N n MNoctynnenune BbibbiTHe Hannuue
3anucK | [aTta SOKYMEHTa, (ocTaToK)
no KOTopomy
NOCTYNUAN UK KO/IMYecTBo KpalHu KO/IMYecTBo KpaliHKW | Bcero gen
BbI6bLIM eVHUL, e aaTol eanHNL, e AaThbl
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AOOKYMEHTDI

XpaHeHus
(BoKymeHTOB,
nnctos, 6anT)

XpaHeHus
(ooKymeHTOB,
nnctos, 6anT)

3

5

2.

YueT ONMCAHHEIX INOKYMEHTOB




Oata | Homep | Toa( | HasBaHue | Moctyn BbibbiTHE Hanuune (octaToK) eAnHUL, XpaHeHus
3anmuc | onucu | bl) onucu uno
" nen, nen, efnHn | KOZMYe | OCHOBa | B TOM YMCNe MO | Ko/nde 8 TOM yuncne:
LOKyMe LOKYMEHT m CTBO Hue onucam, CTBO
HTOB 0BMAM | xpaHeH | EAMHNLL BbIBLITU | YTBEPIKAEHHBIM | eauHuL, NOCTOAHHOIO XpPaHeHuA no IM4YHOMY
aHHOTauUMA | s XpaHeH A 3MNK XpaHeH cocrasy
(kpaTkan "7 (HaszaH " KOJINYE | KpalH | M3 HUX NO ONUCAM, | KOAWUY | KpaiHU
XapakTepu me, N CTBO ve | ytBepaeHHbIMm IMNK | ecTtBO | e Aathbl
CThKa Aata, KOMYec | KpaiH eguHuL | aatbl eauHu
OOKYMEHT AOKRyme TBO mne XpaHeH L
oB) HTa) eanHuy, | patel . KO/IMYecTB | KpaliHu XpaHe
XpaHeHw O eAnHWL, | e aaThl | o
q XpaHeHus
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




MpunnoxkeHue N 19

K IHCTPYKLMM O NnopsfKe opraHnsaumm
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPXIA
(HamMMeHOBAaHME CyIa)
AKT [lpencenmaTens cyna
"o N
(momnmce) (pacumdpoBKa IOONUCH)
O TEeXHUUYEeCKMX ommbKax
B YUETHEIX IOOKYMEHTax
(mara)

doum N
HazBaHue ¢QoHIa

B xome BHBIIIOJIHEHUA

(Bum pabor)
OOHAPYXEeHBE TeXHUUEeCKMe OWMOKM B 3alMCHAX:

HasBaHue goKymeHTa CywecTBytoLLasa 3anmcb Cnepyet 3anucaTb
1 2 3
B pesyJibTaTre KOJIMUECTBO eIOVHNL] XPpaHeHusa (emmHMII yueTa) He
U3MEHUJIOCE / yBEeJIUMUMUIIOCE / YMEHBIIMIIOCE Ha e OVHNLIL

(undpaMm ¥ HOPONUCHIO)
XpaHeHud (eImHUL, ydeTa) .

[lpyMeyaHus :

PaBOTHMK, OTBETCTBEHHLI
3a paboTy apxuBa cyna

(mommnmce) (pacumbpoBka MIONNUCH)

(mara)
3MEeHEeHUS B yUETHBEE IOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumppoBka IOONMUCH)
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(nara)

MpunnoxeHue N 20

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCMO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLen pucamKkumm

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
ll_ll N
(momnmco) (pacumdpoBKa MIOANUCHK)

06 OOHapyXeHUM apxXMUBHEIX
IOOKYMEHTOB, He OTHOCAUWMXCH,
K OaHHOMY OGOHIY, HEeYUTEeHHHBX (mara)

B xome

(BD paboTH)

OBLJIO ODHAPYXEHO

(B QoHOe, B apxmMBOXpaHmIMiEe, pabodyeM IIOMELEHMN)

N 3aronoBokK Wwndp (npu | KpaliHme gatbl | Konnyectso K Kakomy MpumeyaH
n/n eauMHULbI Hanuuumn) nucTos (6anT) doHay ns
XpaHeHus, OTHOCUTCA
OOKYMeHTa (HoBBI
wmdp)
1 2 3 4 5 6 7

MToro ODOHaApPyXeHO

(umdpaMm M NOPONMUCHIO)
IOKYMEHTOB

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa IONNUCH)

(nara)

VI3MeHeHMrd B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyla
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(momnmce) (pacumbpoBka MOONMUCH)

(naTa)

MpunnoxkeHme N 21

K MHCTpYKLMM O NnopAaKe opraHn3auunm
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

N UCNO/Ib30BAHUA JAOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXnBax
denepanbHbIX Cya0B 06LEN OPUCAMKLAN

CnnCOK M3MEHAIOLWNX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o7 09.01.2024 N 1)

YTBEPXIOAI
(HaMMeHOBAaHME cyma)
AKT [lpencenaTens cyna
"_" N
(momnmce) (pacumdpoBka IOONUCH)

O HeOOHApPyYyXeHMUM apxXMBHEBIX
OOKYMEHTORB, IIYyTM PO3EICKA
KOTOPEIX MCUepIlaHb (marTa)

Hasepaume u N ¢oHma

B pesysneTare

YCTAHOBJIEHO OTCYyTCTBME B GOHIE IEepPEeuMCJIEHHHX HMXe el (moxyMeHTOB) ,
IPENIPUHATEE apXMBOM MEPEl IO PO3BICKY IOeJl [NOJIOXMUTEJIbHEX pe3yJIbTaTOB He najwu,
B CBSBM C UEeM CUMTaeM BO3MOXHHM CHSATb C ydeTa:

N | Onuco | EgmHunua 3aronoBok KpaitHne | Konuuectso | Mpegnonaraem | MpumedaH
n/n N XpaHeHuns eANHULbI Aarbl nucTos (6aiT) | ble NPUYUHDI ua
N XpaHeHus OTCYTCTBUA
(apxuBHBbIX
OOKYMEHTOB)
1 2 3 4 5 6 7 8
NToro

(umdpamMu M MNPOMNMUCKHIO)
eIUHUL XPaHeHUs (apXMBHBIX HOOKYMEHTOB) .

ComepxaHue YTPauyeHHHX MaTepMaJioB MOXET ObBTh YaCTUUYHO BOCIIOJIHEHO CJIeIYIOUMMMU
eIMHMIIaAMM XPaHeHUs (DOKyMeHTaMM) :

(HOMepa enmuHUIl] XPaHeHUs
Y MX TPYIIOBEE 3aTOJIOBKM)

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmco) (pacumpporka IOONMUCH)
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(naTa)

YTBEPXIOEH <6>
[IPOTOKOJI 3KCIEPTHO-IIPOBEPOUHON

COTJIACOBAHO
[IPOTOKOJI DKCIEPTHOM KOMMCCUMU

KOMMCCHUNM apPXVMBHOI'O YUPEXIEeHUA cynoa
oT " " N oT " " N

VIzMeHeHMa B yUeTHEHE IJOKYMEHTH apXMBa BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(momnmce) (pacumdporka IOONMUCH)

(nara)

<6> MNpun HeobHapyxeHun aen ApxmsHoro ¢oHaa Poccuitckoit Pepepaumm.

MpunnoxkeHne N 22

K MHCTPYKLMM O NnopAaKe opraHn3aumnm
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

N UCNO/Ib30BAaHUA JAOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXnBax
benepanbHbIxX Cya08 06LWEN LOPUCAMKUAN

CnnCOK U3MEHAILWMX OKYMEHTOB
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

YTBEPXIAI YTBEPXIAI

[lpencenmaTens cyna

(HaMMeHOBaHME IOJIXKHOCTU
PYKOBOOMTEJIA OpraHM3aluy,
NPUHYMAKIEY NOKYMEHTH)

(mommmce) (pacumdpoBKa MIOONMUCHK) (mommmce) (pacumdpoBKa MIOONUCHK)

(mnaTa) (maTa)

AKT

" " N
InprueMa-IiepenadmM apXMBHBIX
JOKYMEHTOB Ha XpPaHeHNte

(ocHOBaAHUE Inepenady, K IpMUMMepy, MCTEeUeHMEe CpPpOKa XpPaHeHUA ,JIOKyMeHTOB)

(Ha3BaHMe HnepenasaeMoro QoHIa)
coaj,

(HazBaHMe cyma)
a IPUHAI .
(HauMeHOBaHME OpTaHM3alMM, IPpMHMMAaIEN IOKYMEeHTEH)
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[lpyHMMaeT Ha I'OCyHapCTBEHHOE XpaHEeHMe IOOKYMEHTH 3a T"OOEI
nu CHpaBOquHZ aliriapaT K HYM:

N HasBaHue, Homep onucm Konnyectso aksemnaapos | Konnvectso eanHuy, | NMpumeyaH
n/n Aen, LOKYMEHTOB onucu gen, 4OKYMeHTOB XpaHeHuA mA

1 2 3 4 5

VTOTO OPUHATO

(umdpaMm M OPONMUCHI)

eInMHULL
XpaHeHUs .
[lepenauy nOpou3BEJIM: [lpyeM npomsBesin:
(mosxHOCTB) (mommmuch) (pacumdporka (DOJIXHOCTE ) (momnuce) (pacumppoBKa
MOIINCH) MOIINCH)
(maTa) (mnaTa)
JI3aMeHeHUs B YyUeTHBEe IOKYMEHTHE BHECEHH.
PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyzna
(momnmce) (pacumdpoBKa IOONUCH)

(nara)

MpunnoxkeHne N 23

K MHCTpYKLMM O NnopAaaKe opraHu3auum
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

M NCNO/Ib30BAHUA JAOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apXnBax
benepanbHbIx cya0B 06LWEN LOPUCAMKUNN

CnKMCOK U3MEHSIOLWMX AOKYMEHTOB
(B peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

YTBEPXIOAK
(HamMMeHOBaHME cCyma)
AKT [lpencenmaTens cyna
"7" N
(mommnmce) (pacumbpoBka MIONNUCH)

O HEUMCIIPaBMMEIX TINOBPEXIEHMAX
APXMBHEIX IOOKYMEHTOB (,HaTa)

HazBaume m N doHma
B dbonnme oOHapyXeHBE OOKYMEHTHl, IIPMU3HAHHBE HEMCIPABUMO [IOBPEXIEHHBIMU :
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N | Onucb N | EgnHm 3aronoBoK KpaliHne | Konnuectso CywHocTb 1 Mpumeya

n/n ua noBpeXaAeHHbIX natbl ncToB NPUYUHBI HUSA
XpaHeH eINHnL, (6anT) noBpeXaeHun
ma N XpaHeHnsa
1 2 3 4 5 6 7 8

NToro oGHapyero HENCIIPaBMMO IIOBPEXIOEHHBIX

(umbpaMy M MNPONMUCHIO)

SIOVMHNIL XPaHEHUA (apXMBHHX HOKyMeHTOB).

[lepeuncJieHHEEe eIVHULE XpPaHeHMs (apXMBHEIE DOOKYMEHTH) [OIJIeXaT CIUCAHUD
BBUIY :

SkcnepTe <7>:

(HaMMeHOBaHME IOJIKHOCTEM SKCIepTOoB, IIONIMCH,
pacumdpoBKa MIOANMCENM, ZHaTa)

(N m maTa npmkasza HOpelcenaTeiisa cyla O CHATUM HEUCIPAaBUMO [IOBPEXIEHHBIX
APXMBHEIX IOKYMEHTOB C yudeTa)

PaB®OTHUK, OTBETCTBEHHHIMN
3a pabory apxmuBa Ccyna

(momnmce) (pacumdpoBKa IOONUCH)
(mara)
COTJIACOBAHO YTBEPXIOEH <8>
[IPOTOKOJI BKCIEPTHOM KOMMCCUMU [IPOTOKOJI BKCIEPTHO-IIPOBEPOUHON
cyna KOMMUCCHUM apXMUBHOTO YyUPEeXIEHUSI
oT " " N oT " " N

VI3MeHeHMda B YyUeTHHE IOKYMEHTEL apXrMBa BHECEHEHL.

PaboTHMK, OTBETCTBEHHEM
3a paboTy apxmuBa cyna

(mommmce) (pacumdpoBKa MIOONMUCHK)

(naTa)

<7> Tpu HaAMuMM [OKYMEHTOB, BKJIOYEHHbIX B cOCTaB ApxumBHOro ¢oHpa PoccuincKoi
depepaumn.

<8> [1nAa AOKYMEHTOB, BKIOYEHHbIX B cOCTaB ApxmMBHOro ¢poHaa Poccuiickon deaepaumm.

Mpnnoxkenne N 24

K MHCTPYKLMM O NnopAaaKe opraHn3aumnm
KOMMNIEKTOBAHWA, XPaHEHUA, yyeTa

N UCNOJ/Ib30BAHUA AOKYMEHTOB



(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax

denepanbHbIX cyaoB o6Len pucaMKumm

CnNMCOK U3MEHAIOLWMX AOKYMEHTOB
(8 pea. NMpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO

(HaMMeHOBaHME cyma)

AKT

IIPOBEPKM HAJIMUMA UM COCTOAHUA
APXUMBHEIX IJOKYMEHTOB

doum N
HaseaHue odoHIa

o1 09.01.2024 N 1)

YTBEPXIAI

[lpencepmaTesns Ccyna

Homepa onmcen

[lpoBepKa MOpPOBOOMUIIACE C

[IpOBEPKOM yCTaHOBJIEHO:
1. UmMcamTcsa OO ONMCHAM Iejl:

2. BHIABJIEHBl TEeXHUUYECKME OWMOKU :

2.1. VmenTCca JMUTEpPHBIE HOMEpa:

B UTOTOBOM 3allCU

2.2. IlponylueHO HOMEPOB:

YBEJIMYMIICA Ha

YMEHBIIMIICA Ha

3. UmciomTCHa IO ONMCAM B pPe3yJbTaTe

YCTPaHeHA TeXHUUEeCKUX omrboK

4. He okazajyioCcb B HaJUUUU

(BKJIDUEHHEIX B OIIMCH)

M3 HUX TPpeOyo X :
a) nmesuHbexkUIUU

6) IesuHCeKLUU

B) pecTaBpaluuu

P) nepernjyieTa My INOOUVMBKU

(monnmce) (pacumppoBKa MOONMUCHU)
(mara)
infe}
SIOMHNIL XPaHEHUA.
(koIMuUuecTBO)
a) He yuUuTeHHBEe B MTOTOBOM 3allMCu eOMHUL, XPaHEHUA;
(koJIMuecTBO)
0) He NepeuMrCJIeHHHEe, HO YUYTeHHHEe
enMHUL XPaHEeHUS .
(koIMuUuecTBO)
a) He YUTEHHBIX B MTOTOBOM 3alucu eIOMHUL, XPaHEeHMA;
(koJIMUecTRBO)
©) He IIepPeuMCJIEHHBIX, HO YUTEHHBIX
B MTOTOBOWV 3alucCu enMHUL XPaHEeHUS .
(koJIMuecTBO)
2.3. Ipyrue, B pel’yjbTaTe yero obweMm
enMHULl XPaHEeHUS;
(koJIMUecTRBO)
enMHUL XPaHEeHU .
(koJIMuecTBO)
enMHULl XPaHEeHU .
(koJIMUecTRBO)
enMHULl XPaHEeHU .
(koJIMuecTBO)
5. VMeeTcsa B HaAMUMM IO HOAHHOMY OQOHIY
enMHULl XPaHeHUsd,
(KkOJIMUecCTRBO)
eOVHUL, XPaHEeHMI;
(xkoJIMuecTBO)
enMHULl XPaHeHU;
(KkOJIMUecCTRBO)
enMHULl XPaHeHU;
(xkoJIMuecTBO)
eOVHUL, XPaHEeHMA;
(koJIMUecCTRBO)

II) BOCCTAHOBJIEHMSA BaTyxXaolMX TEKCTOB

SIOVMHNUIL XPaHEHUA;,
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(koJIMuUecTBO)
€) CHATUSA C ydeTa BBUIY HEUCIPAaBMMEIX [IOBPEXIEHUM eIOVHNL],
(xomMuecTBO)

XPaHEeHUs;
X) NPOBEeHOEeHMS MUT'PalUn
(OJIss BJIEKTPOHHEIX IOKYMEHTOB

Ha Ousuyeckm OOOCOOJIEHHBIX HOCUTEJIAX) eOVHUL XPaHEeHUHd.
(koJIMuecTBO)
6. ViMeeTCs He BKJIOUEHHHX B OIUCU eOVHUL XPaHeHUs.
(koJIMuecTBO)
7. VToro moO ImaHHOMY O(GOHIY (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B OINMUCH) ,
VIMERIMXCS B HaJIWUUU eOVHULL XPaHEeHUS.
(koJIMuecTBO)

8. XapakTepuUCTHKa YCJIOBUM MX XPaHEHUS.
OrTpuLIaTeJIbHEE SABJIEHMS B COCTOSHUM U YCJIOBMAX XPaHEHUSA.

[IpOBEPKY MIPOMUBBOONIIN :

HamMeHOBaHMUE
IOJIDXKHOCTEMN
PabOTHUKOB

(momnmce) (pacumdpoBKa IOONUCH)

(nara)

Mpunoxenune N 25

K IHCTPYKLMM O NopsfKe opraHn3aumm
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M UCMONb30BaHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLAN

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
o1 29.05.2024 N 124)

(HaumeHoBaHUe cyaa)
AKT

n n N

O BblAa4e apXUBHbIX JOKYMEHTOB BO
BpemMeHHOE NoJib30BaHUE
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(HaMmeHoBaHMe opraHM3auunm)

(noutoBbIV agpec)

OcHoBaHue

Llenb Bblaauym AOKYMEHTOB

BblgatoTca cneayrowme egMHnLbl XxpaHeHua ns poHaa N

(Ha3BaHue)
N [Onucb N EanHnua 3aronoBOK e AMHULbI Konunuectso MpumeyaHua
n/n XpaHeHus N XpaHeHus nnctos (6aiT)
1 2 3 4 5 6
Bcero Bbigaetca eAVHUL, XpaHeHnA

(undpamm 1 nponuceto)

06LWUM KONNYECTBOM NNCTOB (6anT)

(umdbpamm 1 nponuceto)

Ha CPOK

JOKyMeHTbl BblgaHbl B YyrNnoOpAAOYEHHOM  COCTOAHWM, MNOAWMWUTbLI, B 06!10)KKaX,
NPOHYMePOBAHHbIMU TNCTAaMUN U 3aBeEPUTENIbHbIMU HAONMUCAMMN.

[LOKyMeHTbI Bblaan:

PaboTHMK, OTBETCTBEHHDIN 33 paboTy
apxuBa cyaa

c

(mnognuce) (pacwmdposka nognucu)

(naa)

HauanbHUK oTAena AenonponsBoacTea
(obuiero otaena) cyaa




(noanuce) (pacwudposKka nognucu)

(nata)

Monyyatens o06A3yeTcA He NpPenoCTaBNAATb [AOKYMEHTbI, MOJy4YeHHble BO BpPEMEHHOE
nosib30BaHMe, A8 NPOCMOTPA, NPOCAYLWMBAHUA UAN UCNONb30BAHUA APYTMM OPraHU3aunam wm
NOCTOPOHHUM NNLLAM, HE BblAAaBaTb NO HUM KOMWI, BbIMUCOK U CMPABOK, HE MPOU3BOANTb U3BATUA
KaKMX-nMbo yacten M3 BblAaHHbIX AOKYMEHTOB, He NMyb6AMKOBATb AOKyMeHTbl 6e3 paspelueHusa
OopraHusaumn, BblAaBWEN AOKyMeHTbl. lMonyvatens npeaynperaeH o6 OTBETCTBEHHOCTU 3a
YyTpPaTy WAM NOBPEKAEHME BbIAAHHLIX [OKYMEHTOB B COOTBETCTBMM C 3aKOHOLATENLCTBOM
Poccuitckoit depgepaumn.

MonyyaTeno 06a3yeTcA BEPHYTb AOKYMEHTbI B APXMB B YKa3aHHbIM B aKTe CPOK.

JOKYMeHTbI NpUHAN:

HanmeHoBaHMe O0/KHOCTU pa6OTHMKa
OopraHusauunun-nonyyartena

(noanuce) (pacwmdpposka nognucu)

(naTa)
JokymeHTbl caan:

HanmeHoBaHMe O0/KHOCTU pa6OTHMKa
OopraHusauunun-nonyyartena

(noanuceb) (pacwmdpposka nognucu)

(naTa)

JOKyMeHTbI NPUHAN:

PaboTHMK, OTBETCTBEHHbIN 32 paboTy
apxuBa cyga

(noanuce) (pacwmdpposka nognucu)

(naTa)

MpunnoxkeHne N 26

K MHCTPYKLMM O NnopsaKe opraHM3aumnm
KOMMNIEKTOBAHWA, XpaHEHUS, yyeTa

N UCNO/Ib30BAHUA AOKYMEHTOB
(3NeKTPOHHBIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN



Cn1COK U3MEHSAIOLWMX OKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPXAAIO
(HaMmeHoBaHMe cyaa)
Mpeacepatens cyaa
AKT
H_ll N
KOHBEPTALMMN NEKTPOHHbIX (noanuce) (pacwudposKka nognucu)

APXUBHbIX AOKYMEHTOB

(pata)

B CBA3M C HEBO3MOXHOCTLI BOCIPOMBBEINEHMS, MCIOJbL30BaHUA DJIEKTPOHHBIX
APXVBHEIX IOOKYMEHTOB B @dopMaTax, B KOTOPEIX OHM OBJIM MIPUHATE Ha aApPXMUBHOE
XpaHeHue, Oblla NpoM3BeleHa KOHBEPTAaLM:

(DaTa MIM NepMuon BPEMEHU)
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ApxuBH | 3aronosok K | UcxogHoe | UcxopHble pata | WcxogHasa NcxoaHbit | UexoaHbint | HanmeHos Ldatau KoHTponbH| O6bem (B dopmaTt d.1.0.
bInA TEKCTy, AaTa | HaMMeHOoBa n Bpems KOHTpO/bHA | obbem (B dopmart aHue Bpems as cymma 6anTax) danna paboTHMKa
wudp n Hue dalina nocnegHero A cymma 6anTax) daina daina nocneaHero (xew- daltna | aNeKTpoHH ,
PErucTPaLmo | SNEKTPOHHO |  U3MEHeHua | (xeww-cymma) dainna SNEKTPOHH | SNEKTPOHH | UISMEHEHMA | CyMMa) | 3NEeKTPOHH oro BbINOJIHMB
HHbIN HOMep ro daina daiina 3/IEKTPOHHO oro oro daina daina oro OOKYMEHTa wero
OOKYMEHTa | AOKYMEHTA | 3/1EKTPOHHOMO | 31EKTPOHHOT ro OOKYMEHTa | AOKYMEHTA | 9/IEKTPOHHO | 3/1IEKTPOHH | LOKYMEHTA KOHBepTaL,
OOKYMeHTa | O AOKYMEHTa | AOKYMEHTa ro oro nio
OOKYMeHTa | AOKYMEHT
a
1 2 3 4 5 6 7 8 9 10 11 12 13




VicxonHele Gaiybl BJIIEKTPOHHEIX aPXMBHEX IOKYMEHTOB COXPAaHEHEH.

PaboTHUK, OTBETCTBEHHbIN
3a paboTy apxvBa cyaa

(mognuce) (pacwmdposka noanucu)

(nata)

MpunnoxkeHue N 27

K IHCTpYKLMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M NCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 06Len pUcaMKLMn

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasos CyaebHoro genaptameHTa npu BepxosHom Cyge PO
01 09.01.2024 N 1, o1 29.05.2024 N 124)

KHUT'A BHIAUM EIVHNMI XPAHEHNVA BO BPEMEHHOE IIOJIB3OBAHME

HauatTa

OKOHUEeHa

@opMa TUTYJIBHOT'O JIMMCTa KHUI'M BbBEIODAYM IOEJI

N HanmeHoBaHue Jata Komy BblgaHo, ¢ | [aTta Bo3Bparta MpumeyvaHma
n/n | (Homep) BblAHHOIO Bblgauun KaKoM uenbto aena
OOKYMeHTa
1 2 3 4 5 6
NToro B rony BBEIOAHO M3 XpaHwmauma N

(undpaMrt ¥ HOPONUCHI)
eOVHUL XPaHeHUS.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumpporka IOONMUCH)

(nara)
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MpunnoxkeHne N 28

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLen pucamKkumm

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

NINCT NCNO/Ib3OBAHNA AOKYMEHTOB

®oHa N Onucb N EanHnua xpaHeHma N
[ata Komy BblgaHo: | XapaKTep MCNO/b30BaHUA N Moanucb nnua,
NCno/sib30BaH dbamunus, (konupoBaHUe, BbINMUCKY, WCMOJIb30BaHHbIX | UCNO/Ib30BaBLUE
ua UHULMANbI npocmoTp) INCTOB ro geno
(pasbopumBo)
1 2 3 4 5

Mpunoxenune N 29

K MHCTpYKLMK O nopAaaKe opraHu3saumm
KOMMNIEKTOBaHMA, XpaHEHUA, yyeTa

N UCNOJ/Ib30BAHUA AOKYMEHTOB
(9NeKTPOHHbIX AOKYMEHTOB) B apx1Bax
denepanbHbix cyaoB obLLei pucanKumum

CNnCOK M3MEHAILWMNX LOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)
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(HaumeHoBaHMe cyaa)

KAPTA-3AMECTUTE/1b EANHULLbI XPAHEHNA

BbIAAHO
PoHa N | Onuce N EanHunua Komy [ata Moanuce [ata Moanucb
XpaHeHua N Bblgauun BO3BpaTa
1 2 3 4 5 6 7 8

Mpunnoxkenue N 30

K HCTPYKLMKM O MopaaKe opraHn3aumm
KOMM/IEKTOBaHMA, XPaHeHUs, yyeta

M UCMO/Ib30BaHNA LOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apXmBax
denepanbHbix Cya0B 0bLLel pUCanKumMm

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
071 09.01.2024 N 1)

WTAMIM
"KOMWA BEPHA" ANA 3ABEPEHWA COOTBETCTBMA KOMWUK CYJEEHOIO
AKTA NOOIMHHUKY

"Konusa BepHa"
noAnuchb cyabu

HanmeHoBaHMe 40/1KHOCTH
YNOJIHOMOYEHHOro paboTHMKA annapaTa
depepanbHoro cyga obuwen opucamKkumm

(mnognuce) (MHMumansl, pammnnms)

" 20 .
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MpunnoxeHue N 31

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLein pucamKkumm

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

OBPA3EL, HAKNENKMK
C 3ABEPUTENBHOM HAZNMWUCbBIO, UICMONB3YEMOW MPU OPOPMJIEHUM
3ABEPEHHbIX KOMWI CYAEEHbIX AKTOB

HanmeHoBaHue peaepanbHOro cyga obuiei
HOPUCAMKLMM

MpOHYMepoBaHO U CKPenaeHo
nevyaTbio ncToB
noAnucb

MpunoxeHune N 32

K MIHCTPYKLMM O NnopszKe opraHn3aumm
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M UCMONb30BaHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

[lpencemaTerno cyna

oT

(®.11.0., mpoueccyaJibHOE IOJIOXeHUEe,
IDaHHEE INOKYMEHTa, YyIOCTOBepSAonLeIo
JIMYHOCTEL ¥ IIOJIHOMOUMS)
NPpOXMBAaKIETO IO aIpecy:
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HOMEP KOHTAKTHOI'O TeJjiepoHa:

3asgaBJIeHUE
O BBJAUE KONMM CyImedbHOTO akKTa

1. Ipowy BBEIOATbL MHE KOIMU (MM) CyIeOHBEIX akTOB

(yKaBaHMe HalVMEHOBaHME UM PEKBUI3UTEI cyneGHor\o akTa)

10 pmeiy

Nomonuce/®.M.0. (pacumdpoBarh) :

nom 20__ .

2. Kommuio cymeBHOTO akTa OOJIYyUMII

(®.M.0. u mommnmMchb JiMlla, [IOJIYUMBIIETO
KOIMIO, JaTa BBOAUM KOIIUM)

3. Bweimai

(momxuocTs, ©.M.0., nommuch paboTHMKA annapaTa CyOa, BHBIOABUETO
cynebHoe meJsio, marTa)

MpunnoxkeHne N 33

K IHCTpYKLWKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

CNM1COK M3MEHSIOLLIMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

[lpencepmaTerno cyna

oT ,
(®.11.0., mnpoueccyaJibHOE IOJIOXeHUEe,
IOaHHBEE INOKYMEHTAa, YIOCTOBEPSOIETO

JIMUHOCTbL U HOJ'[HOMOLH/[F[)

IpoXyBammeIro 0 aIpecy:

HOMEP KOHTAKTHOTO TejedoHa:

3agaBJIeHUEe
O BHIOAYE KONUM ayIOMO3alUCU CymebHOTO 3acenmaHud

1. Ipomwy BHIOATHL MHE KOIMIO (MM) ayOMO3aNMCU CynebHOT'O 3acelaHud [0 Iey

Nonnuce/®.M.0. (pacumbpoBaTh) :
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" " 20 .

2. SHGKTPOHHHﬁ HOCHUTeEeJIb MH@OpMaHMM npujiaraeTrc4d.

3. Konwmmwo SJIEKTPOHHOT'O HOCUTEJIA IIOJIYy4NII

(®.1.0. u momnmuchb Juia,
MOJIYUMBIIETO KOIMI, OAaTa BHIOAUN
KOINUM)

4. Bwiman

(mnosmxHoCcTh, ®.M.0., nomnmuch paboTHMKA anlapaTa Ccyla, BHIABIIEIO
DJIEKTPOHHEIM HOCUTEJIb, IaTa)

Mpunnoxkenne N 34

K MHCTpYKLMM O NnopsaaKe opraHM3aumnu
KOMMNIEKTOBAHWA, XpaHEHUS, yyeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 06Len pucaMKuMn

CrNM1COK M3MEHSAIOLLIMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaMMeHOBaHME cyma)

Anpecar

(mouToOBHIM alIpec, MHIOEKC)

(resedon, obakc)

(ampec BJIEKTPOHHOM IIOUTH)
APXVBHAA CIIPABKA

N

(nara)
Ha N oT

TexcT
OcHOBaHUE :

[lpencepmaTens cyna
(MHOEe YIIOJIHOMOUEHHOE JIMIIO)

(momnmceo) (pacumpporka IOONMUCH)
(mreuaTs)

VicnnonmHuTEJb

(bammnmsa, wmHULIMAJE, HOMep TejedoHa)
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MpunnoxkeHue N 35

K IHCTPYKLMM O NnopsfKe opraHnsaumm
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax

denepanbHbIX cyaoB 0bLein pucamKkumm

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO

o1 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

HKYPHAN
perncTpauun BblAaHHbIX KOMKWI, BbIMUCOK, AOKYMEHTOB

N ABTOp [datau Copepa | HasBaHue Jataun Pacnuncka B | Mpumey
n/n 3anpoca, pPerncTpaumnoH Hue Bbl4AHHOIO | PerucTpaLmo | NoAydyeHn | aHus
ncxo4ALLMM Hbl HOMep | 3anpoca | AOKYMeHTa |HHbIA HOMEpP | U nan aata
HoMmep, AaTa, 3anpoca (konus, BblAA@HHOIO | OTMPABKM
agapec, Homep BbINWCKa, OOKYMeHTa
TenedoHa cnpaBKka u
Apyroe)
1 2 3 4 5 6 7 8

MpunnoxkeHne N 36

K MHCTpYKLMM O NnopAaaKe opraHu3aumnm
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

N NCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apX1Bax
benepanbHbIx cy0B 06LWEN LOPUCAMKUAN

CNnCOK M3MEHAILWMNX LOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO

o1 09.01.2024 N 1)
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(HanmeHoBaHMe cyaa)

KAPTOYKA NOCTENNAKHOIO
TOMOTPA®UNYECKOIO YKA3ATE/IA

CTENNAXK N APXUBOXPAHU/TULLE N
Wkadp N Monka N ®oHa N Onucb N EQMHML, XpaHeHnA MpnmevaHua
cN
no N
1 2 3 4 5 6

MpunnoxkeHue N 37

K IHCTpYKLMKM O nopAaaKe opraHM3auum
KOMMJIEKTOBAHUA, XpaHEHUA, yyeTa

N UCNONb30BaHNA AOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXnBax
denepanbHbIX Cya08B 06LWEN LOPUCAMKUAN

CnKNCOK U3MEHSIOLWMX AOKYMEHTOB
(B peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

(HaMmeHoBaHMe cyaa)

KAPTOYKA NMO®OHAOBOIO
TOMNOIPA®UYECKOIO YKA3ATENA

®OHA N APXMBOXPAHU/TULLIE N

HasBaHue ¢oHAa
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Onucob EanHML, xpaHeHnA Crennax N Wkap N Monka N MpumeyvaHua
N cN
noN
1 2 3 4 5 6

MpunnoxkeHne N 38

K IHCTpYKLMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 0bLen pucaMKumMn

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
071 09.01.2024 N 1)

(HamMMeHOBAHME CyIa)

AKT
N

InprueMa-IiepenadmM apXMBHBIX
JOKYMEHTOBR CyIa IIpun
CMEHe IpencenarTrejyid cyna

Hazpanme m N ¢onma <9>

YTBEPXIAI

[lpencepmaTenis Ccyna

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

B cooTrBeTCTBUUM C IIPMKaA30M

nepena,

(®.1.0.

TIPMHAJI

n cnpaBqumﬁ alrapaT K HYM

B

nepenamumero)

IIPUCyTCTBUM KOMMUCCUMN,
JOKYMEHTElI apXuBa 3a

N

(®.71.0. npmHMMaoWEIO)

0Opas0OBaHHOM Ha OCHOBAHMM IOAaHHOT'O IIpHMKasza,

(Tomer)
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N n/n HassaHue, HOmep onucu gen, Konunyectso Konnyectso MpnmevaHua
OOKYMEHTOB 3K3eMnaApPOoOB ONucu eanHuL,
Oen, LOKYMEHTOB XpaHeHus
1 2 3 4 5




VTOorOo OPMHATO

SIOVHNL XPaHeHMud, B TOM UMCIIE:

(umdpaMm M HOPONMUCHI)

Ha OyMaXHOM HOCHUTEeJe

SIOMHNIL XPaHEeHUuA,

SJIEKTPOHHEX

(umbpaMy M NPONMUCHIO)

SIVHNL XPaHeHUu4d,

u

(umbpaMy M NPONMUCHIO)

onmucen

(umdpaMm M OPONMUCHI)

CocTosHME IOOKYMEHTOB U OIMCEN:

B

SK3eMIlJIdpax.

(umdpaMm M OPONMUCHI)

(oBumasa xapaKTepucTUKa COCTOSHUSA)

ODHOBPEMEHHO IepenanTcd

(Bum (br)

M COCTaB CIpPpaBOYHOI'O arnaparTa, €ro OOBEMEL

M COCTOSHUE)

CocTOosHME IIOMEUEHUM apxXuBa

(obmasa xapaKTepUCTUKa COCTOSHUS)

Hanmnume m CcOCTOSAHME ODOPYyINOBaHMA M MHBEHTAPHA

(obmas xapakTepucTUKa
COCTOSHUSA)

[lepenas:

(bamMmams, MHULIMAJIL)

[MpuHuAa:

(bamMmams, MHULIMAJIL)

[lpencenmaTesyib KOMMCCUM @

(bamMuavsa, MHULIMAJIL)

UJjieHB KOMUCCUMN :

(bamMmms, MHMLIMAJILL)

(momnmcso)

(momnmcso)

(mommmce)

(momnmce)

(nara)

(nara)

(nara)

(naTa)

<9> Mpu nepegaye AByx U 6osnee apxmBHbIX GOHAOB TabAMYHAA YacTb aKTa pas3fenAerca Ha
noapasgenbl, COOTBeTCTBylOWMe GOHAAM, Ha3BaHUA

HaMMeHOBaHMK)¢OHAOB.

noapasaenoB COOTBETCTBYKOT HOMepy WU




