CYAEBGHbLIA AENAPTAMEHT NP BEPXOBHOM CYAE
POCCUMNCKON GEAEPALIUN

MPUKA3
ot 19 mapra 2019 r. N 56

OB YTBEPX/EHUW UHCTPYKLUK
O NOPAAKE OPTAHU3ALMN KOMMN/IEKTOBAHUA, XPAHEHUA, YYETA
N UICNONb3OBAHUA LOKYMEHTOB (3/IEKTPOHHbIX JJOKYMEHTOB)
B APXMBAX ®EZEPA/IbHbIX CY/ZI0B OBLLENA FOPUCAUKLIUK

CnnCOK M3MEHAIOLWMX AOKYMEHTOB
(8 pea. Mpukasos CygebHoro genaprameHTa npu BepxosHom Cyae PO
o7 16.07.2019 N 147, o1 14.06.2022 N 97, o1 09.01.2024 N 1,
o1 29.05.2024 N 124)

B cootBetctBUM c PepepanbHbiM 3aKOHOM OT 8 sHBapa 1998 r. N 7-®3 "O CypebHom
AenaptameHTe npu BepxosHom Cyae Poccuiickon ®epepaumnn’ npukasbisato:

1. YTBepanTtb npunaraemyto MHCTPYKLMIO O NOPAZAKe OpraHM3auMy KOMMIEKTOBAHUA, XpaHeHUs,
yyeTa M MUCNONb30BaHUA AOKYMEHTOB (3N1E€KTPOHHbIX [AOKYMEHTOB) B apxmBax ¢deaepasnbHbIX CyaoB
obuwen topucamkunm (aanee - UHcTpyKuma).

2. MpeacenaTensam KaccaUMOHHbIX CyA0B 06Len pUCAUKLMM, anennauMoHHbIX CyaoB obliein
IOPUCOMKLMU, BEPXOBHbIX CyAOB pecnybnuK, KpaeBblX M 061aCTHbIX Cy4OB, CyAOB TOpoAoB
denepanbHOro 3HaYeHUA, Cya0B aBTOHOMHOM 06/1aCTU U aBTOHOMHbIX OKPYroB, PaliOHHbIX, TOPOACKUX U
MeKPaloHHbIX CY[I0B OPraHM30BaTb M3ydeHNe Ha3BaHHOMW MHCTPYKUMK U obecneyntb ee NpUMeHeHNE B
NPaKTUYECKOM AeATEe/IbHOCTH.

3. lMpu3HaTb yTpaTUBLUUMU CUNY:

npukas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickoi ®epepaumm ot 28 gekabps
2005 r. N 157 "O6 ytBepaeHnn NHCTpyKUMM 0 nopsake oTbopa Ha XpaHeHue B apxuB dpeaepanbHbIx
CyA0B 06LLEeN OPUCANKUMN AOKYMEHTOB, UX KOMMIEKTOBAHWSA, y4eTa U UCNOMb30BaHMA",

npukas CynebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon depepaumnm ot 28 asrycra
2007 r. N 102 "O BHeceHUM U3MeHeHMul B MHCTpYKLMIO O nopaake otbopa Ha XpaHeHWe B apxuB
benepanbHbIX cynoB obLLEeN OPUCANKLAN AOKYMEHTOB, UX KOMMNIEKTOBAHMA, yYeTa U UCNOIb30BaHUA";

npuKkas CygebHoro aenaptameHTa npu BepxoBHom Cyae Poccuiickoit depepaumm ot 22 aekabpsa
2011 r. N 234 "O BHeceHUM U3MeHeHUl B MHCTPYKLMIO O nopaake oTtbopa Ha XpaHeHWe B apxuB
benepanbHbIx cynoB 0b6LEeRn OPUCANKLNN AOKYMEHTOB, UX KOMMNIEKTOBAHMA, yYeTa U UCNOIb30BaHUA";

npukas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon ®epepaumm ot 27 gekabps
2012 r. N 246 "O BHECEHUN U3MEHEHWNI U AONONHEHWUI B MHCTPYKLMIO O nopAaKe oTbopa Ha XpaHeHue B
apxuB denepanbHbIX CynoB OOWEN OPUCANKUMN  [OKYMEHTOB, WX KOMMJIEKTOBAHWMA, Yy4YeTa MU
Mcnonb3oBaHuA";

npukas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickoit deaepauum ot 30 aekabpsa
2013 r. N 265 "O BHECEHUU U3MEHEHWNI N AONONHEHWUIM B MHCTPYKLMIO O nopAgKe oTbopa Ha XpaHeHue B
apxuB denepanbHbIX CyAoB OOWEN OPUCANKLUUN [OKYMEHTOB, WX KOMMNIEKTOBAHWA, y4yeTa MU
MCNONb30BaHUA".

leHepanbHbIA UPEKTOP



A.B.I'YCEB

YTBepKaeHa

npukasom CyaebHoro aenaptameHTa
npu BepxosHom Cyae

Poccuiickoin Pepepaumn

o1 19 mapta 2019 r. N 56

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

CnNMCoK U3MeHALWMX A4OKYMEHTOB
(8 pea. Mpukasos CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
oT1 16.07.2019 N 147, o1 14.06.2022 N 97, 01 09.01.2024 N 1,
o7 29.05.2024 N 124)

1. O6bwue NoNoXKeHnsa

1.1. MHCTpyKUMA O nopAgKe opraHumsaLMy KOMMJIEKTOBAHMWA, XpaHeHUA, y4eTa U UCNoAb30BaHuUA
OOKYMEHTOB (31E€KTPOHHbIX OKYMEHTOB) B apxmBax deaepanbHbix CyAoB obuei topucankummn (ganee -
MHCTPYKUMA) ABNSETCA HOPMATUBHbIM aKTOM, pPa3paboTaHHbIM Ha OCHOBaHMM deaepanbHbIX
KOHCTUTYLIMOHHbIX 3aKoHOB OT 31 agekabpsa 1996 r. N 1-®K3 "O cyaebHol cucteme Poccuinckoi
depepaunn’, ot 7 pespana 2011 r. N 1-dK3 "O cygax obuwielt topucgmkumm B Poccuiickoin Pepepaumn”,
denepanbHbix 3aKoHOB OT 8 AHBapA 1998 r. N 7-®3 "O CygebHom agenapTameHTe npu BepxosHom Cyae
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 ®epepaumn”, NMpasua opraHN3aLLMn XpaHEHUA, KOMMNJIEKTOBAHMA, y4eTa U UCMO/b30BaHMA
OOKymeHToB ApxuBHOro ¢oHaa Poccuiickoit dPepepaumm M ApYrMX apXMBHbLIX AOKYMEHTOB B
roCyAapCTBEHHbIX OpraHaX, OpraHax MeCTHOrO CamOyMnpaBlEHMA W OpraHU3aLUAX, YTBEPKAEHHbIX
npukasom depepanbHOro apxvmeHoro areHtctea ot 31 utons 2023 r. N 77 (manee - MNpasuna N 77),
MHCTpYKUMM no cyaebHOMy [enonpousBoACTBY B PAaMOHHOM cyde, YTBEPMKAEHHOM MNpPUKA3oMm
CynebHoro genaptameHTa npu BepxosBHom Cyae Poccuiickolt degepauunmn ot 29 anpena 2003 r. N 36
(nanee - WHctpykuma N 36), UHCTpyKummn no cypnebHomy AenonpousBoAcCTBY B BEPXOBHbIX CyAaX
pecnybauK, KpaeBbix M 06NACTHbIX CyAax, cyAax roponos ¢enepasbHOro 3HaYeHUs, Cyaax aBTOHOMHOWM
061aCTV 1 aBTOHOMHbIX OKPYroB, yTBEpPXKAEeHHOMN npukaszom CyaebHoro aenaptameHTa npu BepxosHoOm
Cyne Poccuiickoii ®enepaumm ot 15 aekabpsa 2004 r. N 161 (panee - UHcTpyKkuma N 161), MHCTpyKumm
no cynebHomy p[enonpousBOACTBY B KACCAUMOHHBIX Cydax OOLWEeN pUCAUKUMKN, YTBEPHKAEHHOM
npukasom CyaebHoro genaptameHTa npu BepxosHom Cyae Poccuitckoit depepaunm ot 1 oktabpa 2019
r. N 224 (panee - UHcTpykuma N 224), UHCTpyKUMM No cyaebHOMY Aenonpou3BoACcTBY B anenAaLMOHHbIX
cypax obuiei lopucamKuMK, yTBEPKAEHHOW NpuKasom CyaebHoro aenaptameHTa 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)

1.2. HacTtosAwasa NHCTpyKumMA paspaboTaHa B Lensx obecneyeHns eAnHOro nopsagaka opraHnsaumm
KOMIM/IEKTOBAHWA, XPAHEHWUs, y4yeTa W WCMNO/Ib30BaHWUA [OKYMEHTOB (3/IEKTPOHHBIX AOKYMEHTOB)



KaCCaUMOHHbIX CYyA0B 06Lel pUCAMKUMM, anenNsiLuMOHHbIX Cy40B obLiei IpUCANKLUNN, BEPXOBHbIX
cyaoB pecnybamk, KpaeBblx M 061acTHbIX CyAOB, CyAoB ropodos denepanbHOro 3HayeHus, cyaos
aBTOHOMHOW 06/1aCTM U aBTOHOMHbIX OKPYroB, PalioOHHbIX, FTOPOACKUX M MEXKPaNOHHbIX CyaoB (aanee -
cyapl, CyA), a TaKKe onpeaenseT npasuia:

COCTaB/IEHMA HOMEHKATYPbI AeN CyAa;

coCTaB/ieHMA onucelt aen (onucei 3NEKTPOHHbIX aen <1>) cyaa, cyaebHbIX Konnerui, cyaebHbix
COCTaBOB, CTPYKTYPHbIX NoApasaeneHnn cyaa;

<1> JNeKTPOHHOE A0 - /IEKTPOHHbIN AOKYMEHT UM COBOKYMHOCTb 3/1IEKTPOHHbIX OKYMEHTOB U
MeTaAaHHbIX K HUM, CGOPMUPOBaHHbIE B COOTBETCTBMM C HOMEHKAATYPOW Aen.
(cHocKa B pea. Mpukasa CyaebHoro aenapTameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

npoBeaeHNa 3KCNepTu3bl LEHHOCTU LOKYMEHTOB U PaboTbl SKCNEPTHOM KOMUCCUU CYAa;
odopmieHUs cyaebHbIX AeN U UHbIX 4OKYMEHTOB K NOC/eAyoWwemMy XpaHeHUIO B apXMBe Cyaa;
nepeaaun aen (3NeKTPOHHbIX Aen) B apXuB cyaa;

oTb0Opa LOKYMEHTOB HA YHUUYTOMXKEHUE;
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP o1 09.01.2024 N 1)

BeAEeHUA y4yeTa apXUBHbIX Aen <2>;

<2> ApxvBHOe Aeno (apXuBHbIA AOKYMEHT) - 0GpOpPMIEHHOE B COOTBETCTBUM C TpeboBaHUAMM
HacToAwen WHcTpykuun aeno (cyaebHoe paeno, npousBoACTBO, MmaTtepuan, Aeno obuiero
AenonponsBoAcTBa, AeN0 MO IMYHOMY COCTaBy U Apyrne AOKYMEHTbI cyaa), nepeaaHHoe Ha XpaHeHue B
apxuB cyaa, B TOM YMC/e B 3NEKTPOHHON dopMme.

NPOBEPKMN HAMUYMA N COCTOAHUA aPXMBHbIX AeN;
OpraHn3aumnm UCNob30BaHNA apPXMBHbIX AEN;

obecneyeHNs COXPaHHOCTU apXMUBHbIX AeN;

nepegaun apxmBHbIX 4eN Ha XpaHeHUe B rocy4apCTBEHHbIN apXmB.

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

1.4. Npukasom (pacnopsxkeHMem) npeacenatens cyaa HasHayaloTcA PaboTHUKM, OTBETCTBEHHbIE
3a paboTy apxmBa cyaa.

1.5. Oeiicteme HacTosAwen MHCTPYKLMM He pacnpoCTPaHAETC Ha OpraHM3aumio KOMMIEKTOBaHWA,
XpaHeHWs, Yy4yeTa W WUCMNO/Nb30BaHWA LOKYMEHTOB, COZEpP)Kallux CBeAeHWsA, COCTaBastolme
rocyA,apCTBEHHYO TaliHYy.

1.6. CornacoBaHve (yTBepXKAeHVE) HOMEHKNaTypbl Aen cyda, onucel aen, AOKYMEHTOB cyAa
(nanee - onucb Aen), onuceil 3NEKTPOHHbLIX AOKYMEHTOB M APYrMX [AOKYMEHTOB C 3KCMEpPTHO-
NPOBEepPOYHON Kommuccuen deaepanbHOro rocyaapcTBEHHOTO apxXxueBa WAM YNOJAHOMOYEHHOrO opraHa
NCMNONHUTENbHOW BAacTM cybbeKkTa Poccuiickoit Pegepaumm B o61actn apxmsHoro gena (aanee - MK
apPXMBHOTO YYpEXKAEHWA) OCYLLECTBAAETCA CYAamM, BbICTYNAlOWMMM UCTOYHMKAMMU KOMMNIEKTOBaHUA



rocyAapCTBEHHbIX apxvMBoB, /AMBO MPUM  HaAMUMM  COOTBETCTBYIOWIEro [0roBopa C apXWMBHbIM
yupexaeHuem.

Cyabl, He BbICTyMatowWwme UCTOYHUKAMM KOMIMIEKTOBAaHMA TOCYAapPCTBEHHOIO apxuea, 1Mbo npwu
OTCYTCTBMM COOTBETCTBYIOLLErO AOrOBOPA C APXMBHbLIM YUYPEKAEHMEM YTBEPKAAIOT HOMEHKNATYPY Aen
cyaa, onucy Aen v apyrue AOKYMEHTbI CyZla CAMOCTOATE/IbHO.

(n. 1.6 B pepa, Mpukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

1.7. NopAagoK opraHmM3aLnMm KOMMNAEKTOBAHMA, XPaHEeHUA, y4eTa U MUCNO/Ib30BaHMA AOKYMEHTOB
OKPYKHbIX (GNOTCKMX) BOEHHbIX CYA0B, FAPHU30HHbIX BOEHHbIX CYA0B ONpPeaenseTcs B COOTBETCTBUN C
WHCTpyKUMel no [enonpousBOACTBY B BOEHHbIX CyAax, YTBepKAeHHOW npukasom CyaebHoro
AenapTameHTa npu BepxosHom Cyae Poccuitckoit ®egepaumm ot 9 okTabpsa 2014 r. N 219.

1.8. MpK HaANYUKN TEXHUYECKOM BO3MOMKHOCTM GOPMMPYIOTCA 3NEKTPOHHbIE Aena. OpraHvsauus
KOMM/IEKTOBaHMNA, XpPaHEHMA, yyeTa M UCMONb30BAHUA 3/EKTPOHHbLIX Aen W AOKYMEHTOB Cy/AoB
OCYLLECTBNAETCA B COOTBETCTBUN C TPEOOBaHUAMU HACTOALLEN MHCTPYKUMN.

1.9. NMoctynneHwue B deaepanbHble Cyabl 0bLLEN HOPUCONKLUN LOKYMEHTOB B 3/1IEKTPOHHOM BUAE B
cooTBeTCTBUM C TpeboBaHuamM [lopagka nogaum B denepanbHble cyabl 06LWEN OPUCOUKUNK
OOKYMEHTOB B 3/1€KTPOHHOM BUAE, B TOM uYucie B popme 3/1eKTPOHHOIo AOKYMEHTA, YTBEPKAEHHOTO
npukasom CypebHoro genaptameHTa npu BepxosHom Cyze Poccuitckoit Pepepaunmn ot 27 aekabpsa
2016 r. N 251, He BneueT 0653aTeIbHOCTU GOPMUPOBAHUA SNEKTPOHHOrO Aena.

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

1.11. Mopsfaok nepefaynm apxXmMBHbIX AOKYMEHTOB cyda B 0O6beAMHEHHbIM cyaebHbl apxvB M
nopagoK WX XpaHeHMA B TaKMX apxuMBax YCTaHAB/AMBAETCA MPUMEPHbLIM MOJIOKEHMEM O MopsAgKe
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. llokymeHTbl, 06pa3oBaBLuMecs B NpoLiecce AeATENbHOCTU CyAa, COCTAaBAAOT AOKYMEHTa/bHbIN
doHAa cyaa.

EavMHMLEn  Knaccudukaumm M cUCTeMaTM3aumMmM  OOKYMEHTOB (N0 CTPYKTypHOMY,
dYHKLUMOHANbHOMY, TeMaTUYEeCKOMY NpPM3HAKaM W CPOKaM XpaHeHus, BHe 3aBMCMMOCTM OT BMAa
HocuTena MHoopmaummn) B AOKYMeHTanbHOM GOHAE ABNAETCA AeNO.

Ona yyeTa pJen, cofeprkalWnMx [OKYMEHTbl AOKYMeHTanbHoro ¢oHAa cyda, cocTaBaseTcs
HOMeHKANaTypa aen cyaa (npunoxkenune N 2 K HacToswen MHCTpyKumn).

HomeHKnaTypa gen cyaa (aanee - HomeHKnaTypa) - 0GOpPMIEHHbIN B YCTaHOBJIEHHOM nopAadxe
CUCTEMATU3MPOBAHHbIN MepeYyeHb 3aro/0BKOB (HaMMeEHOBAHWIA) cyaebHbIX Aen, HApAAOB, KHUT U
KYPHANOB perucTpaumm (yyeta) AOKYMEHTOB, PEECTPOB, KapToyeK, 6a3 AaHHbIX, B TOM uucie
AOKYMEHTbI, cogepikallime CBeAeHMs OrpPaHWYeHHOro AO0CTyna, 3aBOAMMbIX B CyAebHbIX Konnerusx,
cyaebHbIX cocTaBax, MOCTOAHHbIX CyAebHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NoApasgeneHuax cyaa, nmbo
No onpeaeneHHbIM HanpaBAEHMAM AeATeNbHOCTU cyaa (ecan annapaT cyfda COCTOMT U3 paboTHUKOB,
3aMelLaloWmnxX oTAe/bHble O0/IXKHOCTA) C YKa3aHMEM CPOKOB MX XPaHEHWA, OTpaKalowmit coctaB U
OpraHM3aumio 4OKyMeHTanbHoro poHaa cyaa.

He BK/tOYalOTCA B HOMEHKNATYPY NEpPUOANYECKNE U3AaHUA, KHUTU, BpoLLtopbl.
(n. 2.1 B pea. MNpukasa CyaebHoro agenaptameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)



2.2. HomeHKnaTypa npeaHasHayeHa ANA OpraHuM3aumMKn yyeTa AOKYMEHTOB B AeN0onpoM3BOACTBe
cyaa, rpynnmupoBKM UCMOJIHEHHbIX AOKYMEHTOB B Aefa, Hapaabl U NPOU3BOACTBA, UX CUCTEMATU3aLMM,
MHAEKCaLMM U onpeae/ieHNs CPOKOB XpaHeHus.

HomeHKknaTypa ABAAETCA OCHOBOW ANA COCTaBAEHWUA OMUCEN Aen NOCTOAHHOTO U BPEMEHHOrO
(cBbiwe 10 neT) cpoKa XpaHeHUs, a TaKKe Ana yyeta Aen BpemeHHoro (40 10 neT) cpoKa XxpaHeHus.

2.3. B cyge COCTaBAAIOTCA HOMEHKAaTypbl Aen cyaebHbiXx Konnerni, cyaebHbiXx COCTaBOB,
MOCTOAHHbIX CyAebHbIX MNPUCYTCTBMIA WM CTPYKTYPHbIX nogpasgeneHuii cyga (npunoxkenne N 1 K
HacToswen UHCTpYKUMM) U HOMEeHKANaTypa cyaa (npunoxkeHume N 2 K HacToswen UHCTpyKuum).

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

2.4. Tlpu coCTaBNEHUM HOMEHKNATypbl cnedyeT PYKOBOACTBOBATbCA  NpoLEccyasibHbIM
3aKOHO4aTeNbCTBOM, HOPMATUBHbIMU MPaBOBbIMMU aKTaMnU N MeTOAUYECKMMU ANOKYMEHTaMU B cd)epe
opraHusaLunmn 4enonpousBoACcTBa U apXMBHOTO Aena, NoAoXKeHnem ob annaparte cyaa, NONOXKEHUAMU O
CTPYKTYPHbIX MOApasaeneHmax Cyaa, WTATHbIM PacnmMcaHuem, SeNCTBYHOWMM NepeyHemM AOKYMEHTOB,
obpa3syowmxca B npouecce aeatesibHOCTU deaepasnbHbiX CyAoB 06Lel HPUCAUKLUNK, C YKazaHUeM
CPOKOB XpaHeHuA (Janee - MNepeyeHb AOKYMEHTOB), a TaK¥Ke HOMEHKNaTypamMu 3a npegLecTsylolme
rogbl.

2.5. HomeHKknatypa gen cyaebHbix Konnerni, cyaebHbix cOCTaBOB, MOCTOSAHHbIX CyAebHbIX
NPUCYTCTBMIA U CTPYKTYPHbIX noapasaeneHunn cyaa (npunoxkenne N 1 K Hactoswwel MHCTpyKuMM) Ha
oyepenHOM rof, COCTaBAsAeTcs pPabOTHMKOM, OTBETCTBEHHbIM 33 BeAEeHWe [AenonpousBoACTBa B
cypebHon konnermun, cypebHom coctaBe, MOCTOAHHOM CyAebHOM MPUCYTCTBUM MM CTPYKTYPHOM
nogpasgeneHun cypa, NoANUCbIBAETCA COOTBETCTBYOLWMM npeacesatenem cynebHol Konneruu,
cypebHoro cocCtaBa, Ha4YaNbHUKOM  CTPYKTYPHOTO NOAPas3AeNeHus, MHbIM  YNOAHOMOYEHHbIM
npeacepatenem cyaa MLOM (B NOCTOSHHOM CyAebHOM NPUCYTCTBUM), COTNACOBLIBAETCA C HAYa/lbHUKOM
oTaena Aenonpomssoactsa (obuwero otaena) u paboTHMKOM, OTBETCTBEHHbIM 33 paboTy apxMBa cyaa, U
npeAcTaBAseTcs B OTAeN Aenonpom3Boactsea (0bwuin otgen) Ao 1 HoabpA TeKkyLwero roaa.

(n. 2.5 B pea. MNpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

2.6. Ha ocHoBe HOMEHKNaTyp Aen cyaebHbix Kosanerui, cygebHbiXx cOCTaBOB, MOCTOAHHbIX
cyaebHbIX MPUCYTCTBUI U CTPYKTYPHbIX NOAPasAe/eHUin cyaa OTAe/IOM [e/lonpou3BOACTBA (06LWmMMm
oTaenioM) uan paboTHUKOM, OTBETCTBEHHbIM 33 BeAEHME AeNonpou3BoACTBA (ecav anmapaTt cyja
COCTOMT M3 pPabOTHMKOB, 3aMeLLaloLLMX OTAE/bHbIe [AOJIKHOCTM), COCTaBAAETCS HOMEHKAATypa Ha
oyepesHOM KaneHOapHbIV roa.

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

HomeHknaTypa cocTtouT u3 pasagesioB, HAMMEHOBAHUA KOTOPbIX COOTBETCTBYIOT HAMMEHOBAHUAM
noapasgeneHuini cyaa, PacrnofioXKeHHbIX B COOTBETCTBUM CO CTPYKTYpoOi cyaa, nmbo w3 paspenos
COrMAacHO HamnpaB/leHMAM fAeATeNIbHOCTM cyaa (ecnu anmapaT cyga CocTouT M3 pabOoTHMKOB,
3ameLaloWmnX oTAeNbHbIE AO0MKHOCTM), PACNONIONKEHHbIX C YYETOM AENCTBYOWEN CXEMbl NMOCTPOEHUS
MepeyHsa AOKYMEHTOB.

(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)

2.7. HomeHknatypa Bu3MpyeTca paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa,
NOAMMWCLIBAETCS Haya/ibHUKOM OTAesla [Aenonpou3BoAcTBa (obuiero ovaena), COrnacoBbiBAeTCA C
3KCMEPTHOM KOMMUCCUEN CyZa U YyTBEPKAAETCA NpeaceiaTesiemM cyaa.

OauH pas B 5 neT cya, BbICTYNAOWMIA UCTOYHUKOM KOMMIEKTOBaHMA FOCYAapCTBEHHOMO apXxmBa,
nMbo Npu HaAnuMM COOTBETCTBYIOLLErO AOrOBOpPa COMacoBbIBAET HOMEHKAATYPY C COOTBETCTBYIOLWMM
OlMK apxnBHOro yupexxaeHus.

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

2.8. HomeHKnaTypa BBOAMTCA B AeicTBue ¢ 1 aHBapA ceAyloWero KaneHaapHoro roaa.



2.9. HomeHK/aTypa coCTaBAAETCA B A4BYX IK3EMMNIAPaX:

NepBblA  3K3EeMNAAP YTBEPXKAEHHON HOMEHKNATYpbl ABAAETCA JOKYMEHTOM MNOCTOAHHOro
XpaHeHMs, MoMmellaeTca B OTAE/IbHOE [Ae/i0 U BK/AKYaeTca B HOMEHKAaTypy B pasgen ovaena
AenonpowussoscTea (oblero otaena);

BTOPO 3K3eMNAAP NepeaaeTca B apxXMB Cya B KaYecTBe YYeTHOro AOKYMEHTa.

B cyzax, BbICTYNAlOWMX MCTOYHMKOM KOMMIEKTOBAHWA TOCYAapCTBEHHOrO apxvBa, WAM Mpu
Ha/IMYNM COOTBETCTBYIOLLLENO AOrOBOPA C apPXMBHbIM yupexKaeHUeM HOMEHKIATypa COCTaBAAETCA B Tpex
3K3eMNAPaXx; TPETUI IK3EeMNAAP NepeaaeTcs B COOTBETCTBYHOWMI rocyAapCTBEHHbIW apXmB, apXMBHOE
yupexaeHue.

B KayecTBe pabovero sksemnnspa B oTaene Aenonponssoactsa (obuiem otaene) Ucnosb3yercs
KOMWA YTBEPKAEHHOW HOMEHKNATYPbI.

HomeHKknaTypa Ha oyepefHOW rog paccobliaetca B cyaebHble Konnernum, cyaebHble cocTasbl,
NOCTOAHHblE cyaebHble NPUCYTCTBUA, CTPYKTYPHble NoApasaeneHma cyaa B 3N1eKTPOHHOM BMAE WU B
BUAE KOMUI COOTBETCTBYHOLMX Pa3ae/ioB Ha bymaxKHOM HocuTtene.

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

2.10. yTBep)K,D,EHHbIVI 3K3emMnnAp HOMEHKNATypbl ABNAETCA AOKYMEHTOM NOCTOAHHOIO XPaHEHUA.

2.11. YTOYHEHWA B 3aro/IOBKU [le/1 M HOBbIE 3aro/I0BKN [e/1, He NPeAyCMOTPEHHbIE YTBEPMKAEHHOW
HOMEHKNATYpPOI, BHOCATCA B COOTBETCTBYIOLIME pa3gefibl HOMEHKNATypbl. HoBble 3aronoBku aen
BK/1HOHAIOTCA B MPEAYyCMOTPEHHbIE A8 3TOro pe3epBHble HoMepa.

Mo 3aBepweHWM rofda pfaHHble 06 M3MEHEeHUAX M [OMONHEHUAX, BHECEHHbIX B pasaenbl
HOMEHKANATYpbl, BMeCcTe C WUTOroBbIMWM 3aNUCAMM O KaTeropuax W KOAMYecTBe nefl, 3aBeAEeHHbIX B
cyaebHon Konnermu, cygebHom cocTaBe, MOCTOAHHOM CyAebHOM MPUCYTCTBUM, CTPYKTYPHOM
nogpasgeneHum cyaa B Te4eHMe roga, nepesaroTcs B oTAeN AeslonpomsBoacTtsa (obwuit otgen).

OTaoenom AenonponssoacTea (06U.I,MM omenom) Ha OCHOBE MOJIy4EHHbIX AAaHHbIX 06 n3meHeHUAXxX
M AONOJIHEHUAX, BHECEHHbLIX B pa3aesibl HOMEHKNATypbl, TOTOBUTCA OOMNOJ/IHEHNE K HOMEHKNATYpPE, B
KOTOpPOM nocnenoBaTesibHO B COOTBETCTBUU C pa3geaMn HOMEHKNATYPbI YKa3biBalOTCA 3aro/ioBKU Aen,
He NpeayCcMOoTpeHHbIE YTBEPXKOEHHBbIM 3K3eMNIAPOM HOMEHKNATYPLI.

[JononHeHne K YyTBEP)KAEHHOW HOMEHKNnaType noAMNUCbIBAaeTCA HadvyalbHUKOM  OTAena
aenonpounssoactsa (obuero otaena), BusMpyetcs paboOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa
CyAa, COrlacoBbIBAETCA IKCMEePTHOM KOMUCCUEN Cyaa U YyTBEPKAAeTCcA NpeaceaaTeseM cyaa, Noc/ie Yero
BMeCTe C UTOrOBOW 3aMuCblo O KaTeropumax M KONMYECTBe e/, 3aBefeHHbIX B Cyde B TeYeHue roga,
NpuMobLAeTCs K YyTBEPKAEHHOMY 3K3EMMNIAPY HOMEHKNATYPbI.

Pabouwnii 3k3eMniap HOMEHKNATYPbl XPaHUTCA B OTAeNe Ae/IoNpoM3BOACTBa (0blwem oTaene) Ao
TeX Nop, NoKa Ha Aaena, cbopmMmnpoBaHHble B COOTBETCTBUM C HOMEHKNATYPOW Aen, He ByayT coCTaBaeHbI
onucu gen.
(n. 2.11 B pea. Mpwukasa CyaebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

2.12. B cnyyae M3MeHeHMA CTPYKTypbl cyaa (ynpasgHeHue, peopraHusauma CTPYKTYPHOro
noapasfeneHna cyfda, CO3AaHME HOBOrO CTPYKTYPHOro noAapasgeneHvs cyaa) HOMeHKnaTypa
COCTaB/AeTCA 3aHOBO, COr/1aCOBbLIBAETCA C SKCNEpPTHOM Komuccuelt cyaa, MK apXMBHOrO yupexaeHua n
yTBEPXKAAEeTCcA NpeaceaaTenem cyaa.

HomeHKnaTypa Aen BHOBb CO3L4aHHOIO CTPYKTYPHOro noapasaesneHus cyga paspabatbiBaeTcs v
npeacraBnseTca pPaboTHWKOM, OTBETCTBEHHbIM 33 BeAeHWe [e/oNPOM3BOACTBA B CTPYKTYPHOM
nofpaszeneHnn, B oTAeN Aefonpov3BOACTBa (0bwwmii otaen) uav paboTHUKY, OTBETCTBEHHOMY 33



BeJeHMe [enonpou3BOACTBa Ccyda (ecnn annapaT cyda COCTOMT M3 pabOTHMKOB, 3ameLlatolmx
oTAeNbHble AO/KHOCTU), B MECAYHbIN CPOK.

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

(n. 2.12 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

2.13. I'padbl HOMEHKNATYPbI 3aNONHAIOTCA Caeayowmm obpasom.

2.13.1. B rpade 1 (MHAEKC Aena) HOMEHKNATypbl MPOCTABAAIOTCA WHAEKCbl KaxKOoro Aena,
BK/IlOYEHHOrO B HOMEHKNaTypy. MHAEKC gena COCTOMT M3 YCTaHOBJ/IEHHOrO B cyae uMdpoBOro uam
b6ykBeHHoro o6o3HayeHuAa cyaebHoW Konnernmn, cyaebHoro coctaBa, MOCTOAHHOrO cygebHoro
NPUCYTCTBUA, CTPYKTYPHOro noapasfieneHus, HanpasBaeHusa AeATeNbHOCTM cyda (ecnu annapaT cyaa
COCTOUT M3 PabOTHUKOB, 3amellalowux OTAe/bHble AOJ/IKHOCTU) U NOPAAKOBOrO HOMEpa 3aro/0BKa
Aena no HoOMeHKNaType B npeaenax cyaebHon Konnernu, cyaebHoro cocraBa, NoCToOAHHOro cyaebHoro
NPUCYTCTBUA, CTPYKTYPHOTrO NoApasaesieHMa AKX HanpaBaeHns AeAaTebHOCTU cyaa (ecan annapart cyaa
COCTOUT M3 pPabOTHUKOB, 3amellalowux OoTAeNibHble A0AXHOCTU). MHAeKcbl aen ob6o3HayvatoTca
apabckmmm undbpamn. Hanpummep: 02-03, rae 02 - MHAEKC CTPYKTYpHOro nogpasgeneHua, 03 -
NnopAAKOBbIN HOMepP 3aro/1I0BKa Aesia N0 HOMEHKAAType.

(nn. 2.13.1 B pea. NpuKkasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP o1 09.01.2024 N 1)

2.13.2. B rpady 2 HOMEHKNATypbl BKAIOYAIOTCA 3aro/N0BKW Aen (TOMOB), KOTOpble OTpakaloT
OCHOBHOE COAep*KaHMe M COCTaB AOKYMEHTOB Aena.

NMopAadoK pacrnonoXKeHWA 3aro/I0BKOB Aen BHYTPU pasgenoB M NojpasnenoB HOMEHKNaATypbl
onpegenAaeTca CtTeNeHbo BaXXHOCTU AOKYMEHTOB, COCTaBNAKOWUX Aena, U X B3aMMOCBA3bIO.

BHauyane pacnonaraloTcA 3arosIoBKM A€, CoAeprKalliMe OpraHM3auMOHHO-PacnopsaaUTeNbHYHO
JOKymeHTaumio. [lanee pacnosiaraloTca 3arofioBKUM  [e/l, COAEep)Kallue TIaHOBble U OTYETHble
AOKYMEHTbI.

3aro/IoBOK Aena AO/KEH OTpaXKaTb NPU3HaK (MpU3HaKK), Mo KOTopomMy(biM) OHO cHOPMUPOBAHO:

HOMMWHaNbHbLIA - Ha3BaHWe BMAA Aena (nepenucka, >KypHan, Aeno) WM Buaa AOKYMEHTOB,
BK/IIOYEHHbIX B Ae/10 (MPOTOKOAbI, NPUKa3sbl);

aBTOPCKMI - HAMMEHOBaHWE NOCTOAHHO AEWCTBYIOLWLErO MW BPEMEHHOTO OpraHa, AO/KHOCTHOro
WY MHOTO 1MLA, CO34aBLUMX AOKYMEHT(bl);

KOPPECNOHAEHTCKUIA - HAaMMeHOBaHME OpraHu3aumu, vua, KOTOPOMY apecoBaHbl MW OT
KOTOPOTro Mo/y4YeHbl OKYMEHTbI;

NpeAmMeTHO-BOMPOCHbIN - KpAaTKoe CoAepKaHne LOKYMEHTOB AeNa;
XPOHONOIMYECKUIA - AaTa (Nnepurog), K KoTopo(omy) OTHOCATCA LOKYMEHTbI AeNa;

reorpapuyecknii - HasBaHMe MEeCTHOCTU (TeppuTOpUKM), C KOTOPOM CBA3AHO CcoAeprKaHue
AOKYMEHTOB Aena;

YyKa3aHue Ha KOMUMHOCTb JOKYMEHTOB Aena.
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

He AO0NyCKaeTca uncnoab3oBaHUe HaMMEHOBaHMI 3aro/I0BKOB Aen, KOTopble HE OTpaxakoT
coaepxaHne n CoCrtaB OOKYMEHTOB Aen (Harlpvwlep: Pa3Hbleé MaTepuanbl, 06Ll.l,aﬂ nepenncka n Tomy
I'IOAO6HOE), a TaKXXe BBOAHbIX CN10B U CZTOXKHbIX CUHTAaKCUYECKUX O60pOTOB.



B 3aronoBKax [gen, cogeprkalimMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO HEe CBA3aHHbIX
nocnefoBaTeNlbHOCTbIO  AE10NPOM3BOACTBA, B KayecTBe BMAa JAena ynoTpebnAaerca TepMUH
"NOKYMeHTbI", @ B KOHLe 3arosioBKa B CKOBKax YKa3blBalOTCA OCHOBHbIE Pa3HOBUAHOCTU AOKYMEHTOB,
KOTOpble A0/IXKHbl ObITb B Aene.

TepMuH "AOKYMEHTbI" NpUMEHSETCA TaK}Ke B 3aro0BKax Ae/, CoAepXKallmMxX A0KYMEHTbI (CnpaBKy,
OTUETbI, NEepPenncky 1 Npovee), ABAAIOLWMECS NPUNOKEHUAMM K KAKOMY-TNOO AOKYMEHTY.

Ecnn peno coctouT 3 HECKONIbKMX TOMOB, TO COCTaBaseTca ob6LLMiA 3aro/I0BOK Aena, a 3aTem npu
HeobX0AMMOCTM COCTaBAAIOTCA 3ar0/I0BKM KaXKA0ro ToMa, YTOUYHALWME coaeprKaHne 3aro/ioBka gena.

3aronoBKM gen no BOMPOCam, He paspeleHHbIM B TeYeHWe OAHOro roga, SABASOTCS
"nepexogAwmMmm" M BHOCATCA B HOMEHKNATypy CyAa cieaylowero roga € TeM e WHAEKCOM C
NpOoCTaBA€HMEM COOTBETCTBYHOLLEN OTMETKM B rpade "MpmumedaHne”.

Mpyn BKIOYEHMU 3ar0/IOBKOB 3/1EKTPOHHbIX e/l B HOMEHK/ATYPy UHAEKCbI 3/1EKTPOHHOrO Aena u
3aro/1I0BKM 3/1EKTPOHHbIX e/l COCTABAAKTCA MO TEM Ke MpaBu/iam, YTO U MHAEKCbI U 3aro/IOBKU Aen C
[OKYMEeHTamM Ha BymarkHOM HocuTene.

B 3arosioBKax [Jes, COAEp’Kalmx [AOKYMEHTbl OFPaHWYEHHOro JOCTyrna, B HOMEHK/IaType
npocrtasaseTca cooTBeTcTByowan otmeTKa ("Ona cnykebHoro nonb3osaHma", "ACMN").
(ab3aL BBegeH MNpukasom CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

2.13.3. B rpade 3 HOMEHKNATYpPbl MO OKOHYAHMM Ka/NeHZAPHOro rofa yKasbiBaeTcA KOJ/MYECTBO
3aBeAeHHbIX aen (Tomos).

2.13.4. B rpade 4 HOMEHKNATypbl YKas3blBAIOTCA CPOK XPaHeHWA Aen, Homepa cTaTen,
YCTaHOBNEHHbIX [lepeyHem JOKYMEHTOB.

CoKpalleHNa CPOKOB XPaHEHWA, YCTAHOBJ/IEHHbIX [MAENCTBYIOWMM [lepedyHem [OKYMEHTOB, He
Jonyckaercs.

2.13.5. B rpade 5 B TeyeHMe BCEro CPOKa AENCTBMA HOMEHKIATypbl NPOCTABAAKOTCA OTMETKU O
BEAEHUN AeN B 3/IEKTPOHHOM BUAE, O NEepexoiAawmx Aenax, O BblAeNeHUN OeN K YHUUTOMKEHMUIO U

apyroe.

2.13.6. 3anonHeHue rpad HOMEHKAATypbl MO cyaebHbIM Aenam OCyLLeCTBAAeTCA no obuwum
npasuaam.
(B pea. MpuKkasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 09.01.2024 N 1)

lpada 2 3anoNHAETCA B COOTBETCTBUM C HAUMEHOBAHUAMM BULOB AOKYMEHTOB, NPeAyCMOTPEHHbIX
MepeyHem [OKYMEHTOB, 6€3 BKNHOUYEHUA B HOMEHKIATYPy HOMEPOB KOHKPETHbIX CYAeBHbIX en.

2.14. No 3aBepuweHMM KaneHgapHoro roga (Ao 1 despans cnegyouiero roga) cyaebHble
Konnermun, cypebHble cocTaBbl, NOCTOSIHHble cyAebHble MPUCYTCTBUA, CTPYKTYpHble MoApasaeneHun
0bOpPMANAIOT UTOrOBYIO 3aMUCb K HOMEHKNAType Aefi, B KOTOPYH BHOCATCA CBEAEHWA O KOJIMYecTBe
3aBeAEHHbIX e/ C y4eTOM KOMYecTBa TOMOB (rpada 3 HOMEHKNaTYpbl Aen), OTAENbHO NOCTOAHHOMO U
BPEMEHHbIX CPOKOB XPaHEHWs, BPEMEHHbIX CPOKOB XpaHeHMa ¢ oTmeTkoi "IMK" n nepexogawmx.
UTorosasa 3anucb AOMOMHAETCA AAHHbIMM O KONMYECTBE 3/IEKTPOHHbIX A€/l COOTBETCTBYHOLLMX CPOKOB
XpaHeHwUs.

[anee 371 cBegeHMA NepeaatoTca B OTAEN AeN0Npou3BoAcTsa (06Lmii oTAeN) ANA COCTaBeHUS
WTOroBOW 3aNnCKU K HOMEHKNATYpe.

CsegeHus, cogepxawmeca B WTOroBOM 3anucu HOMEHKNAaTypbl, nepenarTca pa6OTHMKy,
OTBETCTBEHHOMY 3a pa60Ty apxXuBa, O 4em B HOMEHKNATYpPE NPOCTaBNAAETCA OTMETKA C YKa3aHUem



OO/MKHOCTM M NO4NUCK NLA, NepeaaBLLIEro CBEAEHMS.
(n. 2.14 B pena. Mpwukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

3. CocTtaBneHue onuceit gen (onucei 3NeKTPOHHbIX gen)
cyae6HbIX Konnerni, cyaebHbiX COCTaBOB, NOCTOAHHDbIX CyAebHbIX
NPUCYTCTBUA, CTPYKTYPHbIX NOAPA3AeNeHUIA CyAa U CBOAHbIX
onucen gen cypa

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

3.1. Onucb paen (ONUCb 3NEKTPOHHbLIX [OKYMEHTOB) - 3TO apXMBHbIA  CMAPABOYHMUK,
npeAcTaBAAOWMNIN cOBOM CUCTEMATU3NPOBAHHDBIN NepeyeHb 3arosI0BKOB AeN U NpeaHasHaYeHHbl ans
PacKpbITUA COCTaBa U COAEPHKAHUA AEN, 3aKPENnAeHUA UX CUCTEMATU3ALMM BHYTPU AOKYMEHTANbHOTO
$oHAa U ux yyeTa.

Onuce gen (OI'IMCb 3/1EKTPOHHDbIX AOKYMeHTOB) COCTaB/IAE€TCA HAa OCHOBE HOMEHKNATYPbI.

O6bekToMm onucaHua B onucu gen (ONUCK  SNEKTPOHHbIX [AOKYMEHTOB) ABAAETCA Aes0
(3nekTpoHHOE Aeno).

3.2. Onucn gen, onucu aen cyaebHbIX KoANernn, cyaebHbiXx COCTaBOB, MOCTOSHHbIX CyAebHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX noapasaeneHnin (npunoxenunsa N 3, 4, 5, 6, 7, 8 K HacToALlleln NHCTpYKLMN)
COCTaBAAOTCA OTAE/bHO Ha:

Yro/I0BHbIE Ae/1a NOCTOSAHHOTO XPaHeHUs;
rpaskaaHcKue Aena NOCTOAHHOro XpaHeHus;

aAMUHUCTPATMBHbIE Ae/la NOCTOAHHOrO XpaHeHus;

Aena obluero 4enonpor3BoACTBa NOCTOAHHOIO XPaHEHMS;

Yro/0BHble AeNa BpemMeHHbIX (cBbiie 10 fIeT) CPOKOB XpaHeHus;

rpaskaaHcKue aena BpemMeHHbIx (cBbiwe 10 neT) CpoKoB XpaHeHUs;
aAMUHUCTPATMBHbIE Aena BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs;

Aena obLiero Aesonpom3BoACTBa BpeMeHHbIX (cBbiwe 10 1eT) CpOKOB XpaHeHUs;
[Aena no IMYHOMy COCTaBy.

AHanorMyHble ONUCK COCTABAAIOTCA HA 3/1IEKTPOHHbIE Aena.

3.3. Ha cynebHble gena BpemeHHbix (40 10 neT) CPOKOB XpaHEHMsA OMUCU Aen BeayTcA B
3/1eKTPOHHOM BWAe pPaboOTHMKOM, OTBETCTBEHHbIM 3a BeAeHWe Ae/nonpou3BOACTBA B cyaebHoM
Kosanerum, cyaebHom cocTaBe, MOCTOSAHHOM CcyZebHOM NPUCYTCTBUM, CTPYKTYPHOM NoApasaeneHun.

B cnyyae nepenauv Ha XxpaHeHWe B apxuB CyAa Aen BpeMeHHbIX (40 10 neT) cpokoB xpaHeHus (B
COOTBETCTBUM C MYHKTOM 7.5 HacTosAwen NHCTPYKLMKM), ONnCK OeN B 3NeKTPOHHOM BUAE BeAyTCA TaKkKe
Ha Apyrve gena BpemeHHbIX (40 10 neT) CpoKoB XpaHeHMs.

MpY YHUYTOXKEHUW TaKkux aen B rpade "MpumedaHue" onmucy NpoCTaBAsSETCA COOTBETCTBYHOLLAA
OTMETKa CO CCbIIKOM Ha aKT 06 YHUUTOXKEHUW aena.

3.4. Onucu gen cyaebHbix Konnermit, cyaebHbiXx COCTaBoOB, NOCTOAHHbIX CyAebHbIX NPUCYTCTBUN,



CTPYKTYPHbIX NoApa3sAeneHuii cyaa COCTaBAAOTCA MO ycTaHoBAeHHoW dopme (npunoxernua N 3, 4 K
HacToAwwen MHCTPYKUMM) B ABYX 3K3eMNaaApax 1 NpeacTaBAfloTCA B apXMB Cyaa He nosaHee yem vyepes
LIecTb MecALEeB Noc/e 3aBeplleHna Aen B AeN0MNPon3BoACTBeE.

Mepenaya Aen NOCTOAHHOIO U BpemeHHoro (csbilie 10 feT) CPOKOB XpaHeHUA B apxuB cyaa
OCYyLLecCTB/AETCA MO onucam gen cyaebHbIx Kosnerun, cyaebHblx COCTaBOB, MOCTOSIHHbIX CyAebHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX NnoapasaeneHmin (npunoxkerdns N 3, 4 K HacToAwe MHCTpyKumK).

3.5. Mpu coctaBneHnn onucu gen cyaebHbix Konnerni, cyaebHbiX COCTaBOB, MOCTOAHHbIX
cyAebHbIX NPUCYTCTBUIA, CTPYKTYPHbIX NogpasaeneHunii cyaa cobatogatorcs cnegytowme TpeboBaHUA:

3aroz10BKM Aen BHOCATCA B ONMUCb NOJIHOCTbIO;
KaxXgoe Aeno, Tom BHOCUTCA B ONMUCb No4 CaMOCTOATE/IbHbIM NOPAAKOBbIM HOMEPOM,

rpadbl ONMCK 3aMOJIHAKOTCA B COOTBETCTBMM CO CBEAEHUAMM, KOTOPbIe BbIHECEHbl Ha OB/I0MKKY
aena;

rpada onucu "MpumedvaHue" wucnonblyetTca Aas8 OTMETOK O npueme (nepepaye) Agen,
0cobeHHOoCTAX GU3NYECKOro COCTOSHMA, O HANIMYMM KOMUN.

B KoHUe onucu Aen 3a nocnedHei onucaTenbHOM CTaTbeit 3amnoHAETCA MTOrosas 3anucb, B
KOTOPOW yKa3biBatoTcs (LmMbpamm 1 NPONMCbI0) KOANYECTBO Aes, NePBbIA U NocNeAHMI HoMepa Aen no
ONUCKU [eN, a TaKXe OroBapuealoTcA 0COBEHHOCTM Hymepauuu Aen B ONUCU (Hasnuyme AUTEPHBIX U
NpPonyLweHHbIX HOMEepPOoB).

3.6. Mepen, BHeECEHWEM 3ar0/IOBKOB A€ B ONUCU Aen cyaebHbiX Koanerui, cyaebHbix cOCTaBoOB,
MOCTOAHHbIX  CyAebHbIX  MPUCYTCTBUIA,  CTPYKTYPHbIX  noapasfeneHuit  cyga  paboTHMKamuy,
OTBETCTBEHHbIMM 33 BeAeHWe [eN0oNpoM3BOACTBA, MNPOBEPAIOTCA KavyecTBO (GOPMUPOBAHUA U
odopmMNeHUs gen, COOTBETCTBUE KONMYECTBA A€/, BHOCUMMbIX B ONUCb, KOJIMYECTBY 3aBeAEHHbIX Aen No
HOMeEHKNaType.

Mpu npocmoTpe gen npoBepAloTCA: COOTBETCTBME 3aro/0BKa Aefla COAEPKAHMIO AOKYMEHTOB B
aAene; npaBuibHOCTb Od)OpMI'IEHVIFI N rpynnnMpoBKkMn OOKYMEHTOB, BK/IIOYEHHbLIX B [€/10; Ka4ecCTBO
noAaWwnBKN NN nepenneTta gena; NnpaBnibHOCTb HYMmepaunun IMCTOB Aena,; Hanymne B gene BHYTpeHHeVI
onucn aena 1 NpPaBuIbHOCTb €e COCTaBNeEHNA; NPABUNIbHOCTb Od)OpM/'IeHVIFI 06./10KKHM Aena; Haanm4ymne u
NpPaBUIbHOCTb JINCTA-3aBepPUTENA.

Mpy 0BHapyKEHUN HAPYLLUEHWUA YCTAHOBAEHHbIX NPaBMA GOPMUPOBAHNA U 0DOPMAEHUA AEN OHU
[OKHbI 6bITb YCTPaHeHbl PaboTHMKaMK, OTBETCTBEHHLIMM 33 BefeHWe 4e0NPOn3BOACTBRa.

3.7. B cnyyae obHapysKeHUs OTCYTCTBMA Ae/, 3aBeAeHHbIX B COOTBETCTBMM C HOMEHKIATypoOW,
paboOTHMKOM, OTBETCTBEHHbIM 33 BefeHWe AenonpousBoacTBa B cyaebHoit Konnerun, cypebHom
cocTaBe, NOCTOSAHHOM CYyAEe6HOM MPUCYTCTBMM UM CTPYKTYPHOM noapasfeneHun cyaa, NpUHUMaoTCS
Mepbl NO UX PO3bicKy. OBHapyXKeHHble Aena BKAKYaloTCA B ONUCH Ae.

Ecnv npuHATbIE Mepbl HE Aanun Pe3ynbTaToB, TO Ha HEOBHApPYXKEeHHbIe Aefla COCTaBAAeTCA aKT 06
yTpaTe AOKYMEHTOB B MPOW3BO/IbHOM ¢GOopmMe, KOTOPbIA MOANUCLIBAETCA HayajbHMKOM OTAena
Aenonpoussoactea (obuwero otaena) u npeacepatenem cyaebHol Koanernu, cyaebHoro cocTaea,
YNOAHOMOYEHHbIM  AIMLOM MNOCTOAHHOrO CyaebHOro NPUCYTCTBUA, HaYyaZbHMKOM CTPYKTYPHOrO
noapasgeneHunna cyaa. danee akT 06 yTpaTe AOKYMEHTOB YyTBepXAaeTca npeacejatesnem cyda M
nepeaaeTcs BMecTe C Onucbio gen cyaebHolt Konnernu, cyaebHoro coctaBa, NOCTOAHHOro cygebHoro
NPUCYTCTBUSA, CTPYKTYPHOTO NogpasaeneHus cyaa paboTHMKY, OTBETCTBEHHOMY 3a paboTy apxvBa cyAa.

3.8. OnucK aen, onucK 3/1eKTPOHHbIX AOKYMEHTOB (rofoBble pasgenbl onuceit aen, onuvcei
SNEKTPOHHbIX AOKYMeHTOoB) (mpunoxenma N 5, 6, 7, 8 K HactosAwen MHCTpyKuMM) cocTaBnstoTcs



paboTHMKOM, OTBETCTBEHHbIM 32 PaboTy apxmBa cyaa, HA OCHOBaHWW ONUCEN AeN, ONUCEN 3EKTPOHHbIX
OOKYMEHTOB cyaebHbIX Konnernit, cyaebHblXx COCTaBOB, MOCTOAHHbIX CyAeOHbIX MPUCYTCTBUIA W
CTPYKTYPHbIX NogpasaeneHui cyaa.

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

3.9. MepBOMy rofoBOMYy paszeny onucu gen NpucBavMBaeTca HOMep onuck no aucty GoHaa, Bce
nocnegyolwme rogosble pasaesbl YACAATCA 32 AaHHbIM HOMEPOM 10 3aBEpPLUEHNA OMUCK.

He ponyckaetca npucBOeHWE OMUCAM Aen OANHAKOBbIX YYETHbIX HOMEPOB B Mpeaenax OAHOro
doHAaa.

3.10. Ecan onucb Aen COCTOUT M3 HECKO/IbKMX ToZ0BbIX Pa3fAenoB, TOMOB, MTOroBas 3anucb
COCTaB/AAETCA K Ka)KAOMY roZloBOMYy pasgeny, Tomy. K Kaxgomy nocineaytowemy rogoBomy pasgeny,
TOMY B HapacTaloLWeM NopAAKe COCTaBAATCA CBOAHAA MTOroBas 3amnmch.

fopoBble pasgenbl, €CIM OHW He ABAAKTCA 3aKOHYEHHOM OMnCblo, He noawnmBardTCA U He
nepenneTaroTcA.

3.11. 3aKOHYeHHasA onucb Aea Ha bBymarKHOM HocuTeNe A0XKHa BKAYaTh He bosiee 9999 eanHuy,
XpaHeHus.

3aKOHYEeHHaA Onucb gen BMmecTe C TUTYZIbHBIM  INCTOM U CNPaABOYHbIM annapaTtom K Hew
3aK/Tl04aEeTCA B TBEPAYHO 06110)KKV, HYMepyeTca n no4LwnBaeTCcAa UM nepensieTaeTcA.

Kaxaaa 3aKOHYeHHaA onuchb aen, Ka)Kp,bIﬁ TOM onucum aen A0 XKHbl UMETb JINCT-3aBEPUTE/b.

3.12. B cnpaBoYHbIV annapaT K onucu aen BXoAAT: TUTYbHbIN INCT; NepeYyeHb NepenmeHOBaHNM
cyna (ecnv nHpopmauma o nepeMmeHoBaHUM He COAEPMKUTCA B TUTYJIbBHOM JIMCTE OMNWUCK), CogeprKaHne
(ornaBneHune); npeamcnoBue; CMUCOK COKPALLEHMI; YyKasaTe/M K Onucu (npegMeTHbI, UMEHHOMN,
reorpapumyeckon).

3.13. Ha TUTyNIbHOM INCTE ONUCK AEeN YKa3bIBAOTCA:

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

no/IHoe HauMeHoBaHWe cyaa;
HoMep apxmnBHoro ¢poHA3;

HOMEp W1 Ha3BaHWe ONucy;

KpaliHue AaTbl BHECEHHbIX B ONUCb eANHUL, XPaHEeHUSA,

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

3.14. B npegucnoBmn K ONMCK Aen yKasblBaloTcA CBEAEHUS B XPOHOJIOMMYECKMX PaMKax KpanHuMX
0AT eANHULL, XPaHEHWA, BKAKOUYEHHbIX B OMUChH:

06 M3MeHeHUsX B HAMMEHOBAHMUM CYAa;
0 CTPYKType cyaa;

06 ocobeHHOCTAX Od)Ole'IeHVIH n d)OpMVIpOBaHMH aen, onncaHma U CUCtematmsaumnmn 3aroi0BKoB
nen;

O coaep*KaHn n NONHOTE Aen;



0 Ha/IMYMK N 0COBEHHOCTAX MHPOPMALMOHHBIX cUCTEM, 6a3 AaHHbIX, UCMOb3yeMblX 1A pPaboTbl ¢
3N1EKTPOHHbIMW AOKYMEHTaMM, PErMcTPaLMOHHO-yYeTHbIMN GOpMamMK Aen U AOKYMEHTOB M obpasamu
(ckaHamu) aen M AOKYMEHTOB.

3.15. B cnyyae obGHapy)KeHWs HOBbIX A€/, He BHECEHHbIX B ONUCKM Aen cyaebHon Konneruu,
cyaebHoro cocraBa, MOCTOAHHOMO CyAebHOro NPUCYTCTBMA MAWN CTPYKTYPHOrO nogpasaeneHma cyga unm
onucu aen, TakMe Aena BHOCATCA B YKa3aHHbIe ONUCK NoA, IMTEPHbIMU HOMEPAMMU.

BHeceHMe M3MeHeHM B roaoBble pasgesibl ONucKu Aen nocne ux yteepxkaeHua MK apxnBHoOro
yypexaeHma Unam rocygapCTBEHHOrO apxmBa AOMYCKAeTCA TOMIbKO Ha OCHOBAHMW COOTBETCTBYHOLLMX
peLleHni aKCcnepTHOM Komuccum cyga v IMK apxmMBHOro yupeKaeHus (rocyapcTBeHHOro apxmea).

3.16. Onucu gen (rogosble pasaenbl ONUceit) NOCTOSHHOTO XpaHeHUs, BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHEHWs, onucei aen no IMYHOMY COCTaBY COr1IacoOBbIBAOTCA C SKCMNEPTHON KomuUccmen cyaa.

3.17. CornacoBaHHble 3KCNePTHOW KOMUCCUEN cyaa onucK Aen (roaosble pasaensl onuceit), ecau
CyA, BbICTynaet WUCTOYHMKOM KOMNNEKTOBAHMA TrOCYyAapCTBEHHONO apXuBa, nnbo npun Haan4ymmn
COOTBETCTBYIOLLErO [O0roBOpa C aAPXMBHbIM Y4YpeXAEHUEM, MpeacTaBAAOTCA Ha  YTBEPXKAEHWe
cootBeTcTByloweln IK apXnMBHOIo yuypeskaeHus.

Onucun aen (rogosble pasfesbl OnNucei) HanpasAAOTCA B YETbIPeX 3K3eMnasapax Ha BymaxkHom
HoCUTE/le M OAQHOM 3K3emnaape B 3/1eKTPOHHOM BUAEe B pedakTMpyemom dopmarte He nosgHee yem
yepes 3 roaa nocse 3aBeplieHMs Aen B 4e/0Npon3BOACTBE.

3.18. Mepen HanpaBneHWeM oNuWcel [eN Ha YTBEp)KAeHWe MpoBepsAeTcs Hanauuve gen,
BK/IHOYEHHbIX B 3TV OMNWCHU.

3.19. Mocne yTBep)AeHUA onucent aen (roaosbix pa3aenos onuncei) MK apxMBHOro yuperkaeHus
OHW YTBEPXKAALOTCA NpeacepaTenem cyaa.

4. 3KcnepTU3a LLeHHOCTU AO0KYMEHTOB. 3a4a4mn U GyHKL MK
3KCMNepPTHOI KoMmUccum cyaa

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

4.1. MpegMeToM 3KCMepTU3bl LEHHOCTU AOKYMEHTOB (Aanee - 3KCMepTM3a LLEeHHOCTU) ABAAeTCH
onpeaeneHne COOTBETCTBUA AOKYMEHTA U (MNM) SOKYMEHTOB KpUTEpUAM ero (Mx) LEeHHOCTU B Lenax
onpeaeneHna CpoKa XpaHeHMA M oTbopa AOKYMEHTa U (MNM) LOKYMEHTOB A/1A BK/IOYEHMA B COCTaB
ApxuBHoro ¢oHaa Poccuiickot depepaumMmM MAN  BbIAENEHUA K YHUUTONKEHWIO MO UCTEYEHUU
YCTaHOB/IEHHOrO CPOKa XpaHEeHWs.

O61beKTOM 3KCnepTU3bl LEHHOCTU ABAAETCA AOKYMEHT U (MAN) AOKYMEHTbI.

3KCI'IepTVI3a LEeHHOCTM npoBOAMUTCA Ha OCHOBaHUWM NPUHUMNOB WUCTOPU3Ma, CUCTEMHOCTU U
LEe/IOCTHOCTU NyTeM KOMNJIEKCHOIO NpUuMeHeHnAa cnegyrowmx Kputepmes:

NPOUCXOXKAEHNA (3HAYMMOCTb BbIMOJHAEMbIX CyAOM OGYHKLMI, BpemAa M MecTo 0bpasoBaHusA
OOKYMeHTa);

coaepyKaHua (3HayeHne UMmeloLEenca B LOKyMeHTe nHGopMaLmm, NOBTOPEHME 3TON MHbOPMaLUK
B APYrMX AOKYMEHTaX, NOANMHHOCTb LOKYMEHTA);

BHELIHMX ocobeHHOCTEN AOKYMEHTOB (BMA AOKYmeHTa, dopma QGUKCMpOBaHMA W nepenauu
coAeprKaHua, lopuanYeckas [OOCTOBEPHOCTb (Hanuuue nognuceld, AaT, nedaten) OOKYMEHTa, €ro
du3MYecKoe COCTOSIHME), a TaKXe NPUrogHocTU ANAa WCNonb3oBaHWMA (BOCNPOM3BOAUMOCTU (Mpu



3KCMNepTU3e LLEHHOCTU 3/1IEKTPOHHbIX U ayAMO0BU3Ya/IbHbIX JOKYMEHTOB).
4.2. 3KcnepTm3a LEeHHOCTM AOKYMEHTOB CyAa NPOBOAMTCA:
npu COCTaBAEHMN HOMEHKNATYPbI, B npouecce OpPMUPOBAHUA AeN;
npwv NOAroToBKe AeN, SNEKTPOHHbIX AEN K Nepegayve B apxXuB cyaa;
npu NoAroToBKe K nepegaye Ae, SNeKTPOHHbIX A& Ha XpaHeHUe B rocy4apCTBEHHbIN apXuB;
NPy BblAENEHUN K YHUUTOMKEHUIO e/, SNEKTPOHHbIX Ae/, HE NOAJEKALUNX XPAHEHUIO.
4.3. 3apga4amm 3KCNEPTM3bl LLEHHOCTU ABNAIOTCA:
onpeneneHne CPOKOB XPaHEHUA AOKYMEHTOB Npu pa3paboTke HOMEHKNATYpPbI;

oT6op AOKYMEHTOB A1 BKNHOUYEHUA B cOCTaB ApxuBHoro ¢oHaa Poccuiickolt degepaumm, a TakkKe
ANA nepeaayn B apxus;

BbIIBIEHNE AOKYMEHTOB C UCTEKLLUMMM CPOKAaMU XPAHEHUA 418 BKAKOYEHUA UX B aKT O BblAeseHUU
K YHUUTOXKEHUIO LOKYMEHTOB, HE NOAJIEXKALLMX XPAHEHMIO.

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

PeweHne o BKAOYEHMM [OOKYMEHTOB B cocTaB ApxuBHoro ¢oHaa Poccuiickon Pepepaunn
npuHumaeTca MK apxMBHOTO yypexaeHus.

4.5. CPOKM XpaHEeHMA AOKYMEHTOB NpY NPOBEeAEHUM UX SKCNEPTM3bI LEHHOCTU YCTaHaBANBAIOTCA B
COOTBETCTBUM C deaepanbHbIMU 3aKOHAMMU U MHbIMM HOPMATMBHbLIMM MPABOBLIMM aKTamu Poccuiickoi
denepaumnn, MNepevyHIMU TUMOBLIX APXMBHbLIX [AOKYMEHTOB C YKasaHMEM CPOKOB WX XpaHeHua W
MepeyHeM JOKYMEHTOB.

4.6. B uensax opraHvMsaumm n NpoBeLeHNA METOLMYECKON M NPaKTUYECKOM paboTbl NO 3KcnepTuse
LEeHHOCTM SOKYMEHTOB, 06pa3oBaBLUMXCA B AEATENIbHOCTM CyAa, CO34aeTCA IKCnepTHas KoMUCCUA cyaa,
KOTOpas ABAAETCA COBeLaTe/IbHbIM OPraHOM U AeNCTBYET Ha NOCTOAHHOM OCHOBE.

JKCnepTHaA KOMMUCCUA Cyaa Co3a4aeTcs NPMKasom npeaceaartens cyaa U AeWCTBYeT Ha OCHOBaHUK
NoNOXeHNA, pa3paboTaHHOrO Ha OCHOBE MPUMEPHOro MONOXKEHUA 06 3KCNepTHOM KOMUCCUM
opraHv3auun, yTBepPKAeHHON YyNnoNHOMOYEHHbIM deaepanbHbIM OPraHOM WCMONHUTENbHOM BNacTu B
chepe apxMBHOro Aena n Aenonpon3BoACTBa.

CyAbl, BbICTyNatoLWMe UCTOYHUKOM KOMMIEKTOBAHUA rOCYAapCTBEHHOMO apxMBa, COr1acoBbIBaOT
nonoXKeHne 06 3KcnepTHOM KOMUCCUMM cyZa € cooTBeTcTByowWwen IMK apXMBHOIO yuperKaeHus.

4.7. B cocTaB 3KCNepTHON KOMMUCCMM cyAa, HasHavyaeMblil NpMKasom npeaceaatenn cyaa, BXOAAT:
npeacegatenb Komuccumn (0gUH U3 3amecTuTeneli npegcenaTens cyaa Uaun cyaba (B caydae OTCyTCTBUA
3amecTuTena npegcegatens cyfa), cekpetapb (paboTHMK cyda, OTBETCTBEHHbIM 3a paboTy apxuBa),
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 apxuBa W/MAM  YNOAHOMOYEHHOTO OpraHa WCMNOAHWUTENbHOW BAacTM cybbekTa
Poccuiickolt depepaumm B chepe apxmMBHOro gena (No cornacoBaHuIo).

4.8. DKcnepTHaA KOMMUCCUA Cy[a OCYLWECTBAAET cneayowme GyHKUMM:



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  /IOKa/IbHbIX HOPMATMBHbIX aKTOB W  METOAMYECKMX [OOKYMEHTOB cyda no
AeN0MNpPon3BOACTBY M apXUBHOMY Zeny.

4.8.3. TOTOBUT NpeaioKeHns ob yCTaHOBNEHUWN (M3MEHEHMM) CPOKOB XPaHEHWUA OOKYMEHTOB U
BHECEHWM COOTBETCTBYIOWMX U3MEHEHMI B MepeyeHb AOKYMEHTOB, C AaNbHENLMM UX NPeAaCcTaBAeHNneM
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/bTauMM MO Bonpocam paboTbl C AOKyMeHTamu,
OKa3blBaeT MM METOAMYECKYIO MOMOLLb, Y4acTBYeT B MOArOTOBKE M MPOBEAEHUM MEPONPUATUIA MO
MOBbILLIEHMIO UX KBaNMPUKALUNK.

4.8.5. BbINONHAET MHble QYHKUUM, YCTAHOBIEHHbIE 3aKOHOA4ATENbCTBOM Poccuiickon deaepauymm
B cdhepe apxMBHOTO Aena U AeN0NPON3BOACTBA U NOJIOXKEHNEM 06 IKCNEPTHOM KOMMUCCUK 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 3KCNEPTHON KOMMCCUM Ccyda M NPUHATbIE PELIeHUs CYMTAOTCA NPaBOMOYHbLIMKU, €CAK
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 3KCNepTHON 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| BO3/1arakoTCA Ha CeKpeTapA 3KCI'IepTHOl‘;1 KOMUCCHUUN Cyaa.

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

HOMEHKNATypbl Aen cynebHbiXx Koanerui, cyaebHbIX COCTaBOB, TMOCTOSIHHbIX 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 XpaHeHMUs, MO IMYHOMY COCTaBY;

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



5. OdbopmneHune gen N HbIX AOKYMEHTOB K Nocaeaylowwemy XpaHeHUuo
B apXuBe cyga

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

5.1. 3aKOHYEeHHblE [e/0NpPOon3BOACTBOM AE1A NMOCTOAHHOIO (B TOM YMCAe CO CPOKOM XpaHeHus
"0 AnKBMAaLMK cyaa') n BpemMeHHbIX (cBbilwe 10 NeT) CPOKOB XPaHEHUA, B TOM Yucie NO JIMYHOMY
COCTaBy, NOC/e OKOHYAHWA KaNeHOAPHOro rofa MnoAroTaBAMBAOTCA K Mepegade B apxuB cyaa M
nogsiexaT nosIHOMy 0pOPMIEHMIO U OMUCAHMIO (BKIHOYEHUIO B ONKUCH Aen).

OdopmneHve u onucaHne pen [0 Nepefaym B apxuB  OCYWECTBAAETCA PaboTHUKamM,
OTBETCTBEHHbIMW 33 BeAeHME JenonpousBoacTBa B cyaebHol Koanermn, cypgebHom cocTase,
NMOCTOAHHOM CyAebHOM MPUCYTCTBUM MAM CTPYKTYPHOM NOApPa3feneHuMM Cyaa, B COOTBETCTBUM C
TpeboBaHuaMM Mpasuna N 77, nHctpykumin N 36, N 161, N 224, N 225 1 HacTosiwen HCTpyKuuu.

5.2. NMpu dopmupoBaHmm gen Heobxoammo cobntogatb cregyrowme TpeboBaHuA:
[OKYMEHTbI NOCTOAHHOIO M BPEMEHHOTO XPaHEeHUA rPyNNUPYIOTCA B OTAE/bHbIE AENa;

B [1€/10 BK/IOYAIOTCA AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPMKaHMIO COOTBETCTBYIOT 3aro/I0BKY
Aena, npeaycMoOTPEeHHOMY HOMEHKNATypoi. 3aronoBOK [Jena  YTOYHAETCA B  COOTBETCTBUMM  C
daKTUUECKMM COCTaBOM U COAEPMKaHNEM JOKYMEHTOB;

B AEN0 BKIKOYAETCA OAMH 3K3EeMNNIAP KaXXA0ro AOKYMEHTAa;

B AeNa rpynnupytoTca 0KYMEHTbl 04HOro KaneHaapHoro rofa (UckaoyeHue: nepexoalime Aena;
cynebHble Aena; IMUHble Aena, KoTopble oPMUPYIOTCA B TeYeHMe BCero nepnosa pabotbl);

NMPUIOMKEHUSA, INCTbl O3HAKOMEHWA, COrIacoBaHUA U Pe30/IIOUMM K JOKYMEHTaM ABAAIOTCA WX
HEOTbeM/IEMOM YacCTbiO M BK/HOYAOTCA B A€/10 BMECTE C AOKYMEHTAaMMU, K KOTOPbIM OHW OTHOCATCS;

npuKasbl (pacnopaxeHusa) rpynnupytoTca B Aena B COOTBETCTBMM C YCTAHOB/IEHHbIMU A/1A HUX
CPOKaMM XpaHEHMUS;

NM4YHble aena d)OpMMpYPOTCH OTAEeNbHO Ha Kaxaoro pa6OTHVIKa, AOKYMEHTbI B ZIMYHbLIX Aenax
pacnonaraktoTca B XPOHO/TIOrM4eCKOM nopAagKke no mepe noctynneHuA;

NMUEBblE CHETA NO onsaTte 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 Bo3Bparty.

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

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

HyMepauuio MCTOB Aena;
cocTaB/ieHMe nucTa-3aBeputenn gena (npunoxexme N 10 K HacToAwen MHCTpyKumn);

COCTaBNEHME BHYTPEHHEN onucKM [AOKymeHTOoB pAena (npunoxenne N 11 K HacTosAwen
NHCTpYKUMN);



odopmneHune 0610k gena (npunoxkenune N 12 K HactosAwer MHCTpyKLmK);
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
paccMoTpeHUaA cyAebHOro gena AOKYMEHTbI - B MOPAAKE UX NOCTYNAeHUA.

B cnyyae Mcnonb3oBaHua ana GUKCMpoBaHUa xoaa cyaebHoro 3acefaHna cpeacTs ayamnmosanmcu um
MHBIX TEXHWYECKUX CPEJCTB 3NEKTPOHHble HocuTenn uHdopmaumu (OUCKKW, AUCKeTbl, dell-KapTbl)
XpaHATcA BMmecTe C cyaebHbim genom. Mpu 3TOM OHM A0MXHbI 6bITb BWKUTLI B cyaebHoe Aeno
(npuobuieHbl K NnpoToKkony cyaebHOro 3acefaHus) B ynakOBaHHOM BUAe (KOHBEPT) C yKasaHMem Ha
yrnakoBKe Homepa Aena, AaTbl, a TakKe NoAMnMcaHbl YNoJHOMOYEHHbIM PaboTHMKOM annapaTta cyaa.
YnaKkoBKa [0/1KHa 0becrneymBaTb COXPaHHOCTb 3/1EKTPOHHOrO HOCUTESA OT MNOBPEXKAEHUIA U NOPUMN.

5.6. MNpyn Hymepaunmn INCTOB B Aeslax cobtoaatoTca caeaylolmne TpeboBaHus:

Hymepauma npousBoamuTca apabckmmm umdbpamm NpocTbiM rPadUTHLIM KapaHAALWOM  MAK
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 Ae/e, HYMepyroTcA Ha 060POTHO CTOPOHE B 1IEBOM BEPXHEM YrAY;

JIUCT C HAK/IEEHHbIMWU AOKYMEHTaMM (Bblpe3kamu, BbiNMcKamu, GoTorpadusmm) HymepyeTca 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
HYMepYyeTCA KOHBEPT, a 3aTeM oyepesHbIM HOMEPOM - KaXK[oe BAOXKeHne B KoHBepTe. Ecnn BnoxkeHuma
HYMepOBaTb HE/Ib3A, UX Ha/InYne OroBapmBaeTCA B 3aBepMTean0171 Hagnucu,

nogLuTble B 4eN10 AOKYMEHTbI C COBCTBEHHOW Hymepauuei NMCTOB (BKAtOYas nevyaTHble U3gaHus)
HyMepyloTcA B 06LIEM MOpPAAKE MM COXPaHAT COBCTBEHHYIO HyMepauuio, eciu OHa COOTBETCTBYeT
NnopaAAKOBOMY PacnoIoXKeHUIo INCTOB B AeNe;

IUCTbl 6oNbLINX d)OpMaTOB noAawnBaroTCcA 3a O gunH Kpa|7| N HYMEPYHOTCA KaK OAUH TUCT,

BCE /IMCTbl gena (Toma, 4acTu) Ha BGymarkKHOM HocuTene (Kpome nuUCTa-3aBepuTens gena u
BHYTPEHHEN ON1CK AOKYMEHTOB Ae/la) HYMEpPYHOTCA B BaJIOBOM MOPAAKE;



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

B cnydyanax obHapyKeHMs OWMBOK B HyMepauun UCTOB Aena NPOBOAUTCA MepeHymepauma uam
NCMO/Ib30BaHME IMTEPHbIX HOMEPOB /INCTOB.

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

5.7. Nuct-3aBeputenb gena (npunoxkeHme N 10 K Hactosawen WMHCTpyKUMK) cocTaBaseTca Ha
oTAeNbHOM /INCTe, MOAMMUCLIBAETCS €ero cocTaBuTesneM, noglimBaeTca (BKnewBaeTca) B geno. Bce
nocneayrolme N3MeHeHNs B COCTaBE M COCTOSHUKU Aenla OTMEeYatoTca B /INCTe-3aBEPUTESIE CO CCbIKOM
Ha COOTBETCTBYHOLLMI aKT.

3anpelaeTca BbIHOCUTb JIMCT-3aBepUTENb Ha OBNOXKKY Aena WAM YUCTbIA 06opoT AucTa
nocneAHero AoKymeHTa. Ecam geno noAawuTo uau nepenneteHo 6e3 6n1aHKa /McTa-3aBepuTens, OH
[O/MKEH BbITb HaK/NeeH 3a BEPXHIOK YaCTb INCTA Ha BHYTPEHHIOK CTOPOHY 06/10KKM B KOHLIE 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 obnoke gena (npunoskeHme N 12 K HacToswen MHCTpyKUmMKM) yKasbiBakoTCA:
HaMmeHoBaHMe cyaa (NONHOCTbIO, B UMEHUTENBHOM MajerKe);

HaMmeHoBaHWe cyaebHoW Konnernmn, cyaebHoro cocraBa, MOCTOAHHONO cyaebHOro NpucyTCTBUA
WU CTPYKTYPHOrO noapasaeneHuma cyaa (npy Haanuumm);

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

bammnua, MmaA, OTYECTBO OCYXKAEHHOro AMLAa M NOJAHOe HauMeHOBaHWe cTaTbW Yros0BHOMO
KofeKca Poccuiickoin ®eaepaumm, No KOTOPOM NLLO OCYKAEHO;

bammnua, MHUUMaNbI UCTLA, OTBETYMKA (HaMMeHOBaHWE opraHu3aLmMm), CyTb UCKa (3anaBneHusn);

bamnana, MMaA, OTY4ECTBO OMNPaBAAaHHOMO AL UAW N1MLA, B OTHOLIEHUM KOTOPOro Npov3BOACTBO
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



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 (npunoxenue N 11 K HacToAwel MHCTpyKumn).

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

JINCTbl BHYTpPEHHEeW OMUCK LOKYMEHTOB [efa HYMepyloTca OTAEeNbHO OT obuwei Hymepauuu
OOKyMeHTOB gena. WMHdopmauma O KOJIMYEeCTBe JIMCTOB BHYTPEHHEM OnNUCK [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 geno Ha BymarkHOM HocuTene nepensieTeHo MaM noawunTo 6e3 61aHKa BHYTPEHHEN onucK
OOKYMEHTOB, TO COCTaBMeHHas MO YCTaHOBNEHHOU ¢opme BHYTPEHHAA OMUCb MNOAKAEMBaeTca K
BHYTPEHHEeN CTOpoHe NnLEeBoit 0610XKM gena.

5.16. B y4eTHO-perncTpaumMoHHbIX KypHanax MOCTOSAHHOTO 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 06/10Ke pPerucTpaumMoHHOro XypHaia WAW KHWUMM COrMacHO HOMEHKAAType MnpocTasaseTcs
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 apXmMB YYETHO-CTAaTUCTUYECKME KAaPTOUKM AOMKHbI 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
AONXKHO 6bITb He 6onee 150 y4eTHO-CTaTUCTUYECKMX KapToYeK, Ho He 6onee 250 nUCTOB.

YUYeTHO-CTaTUCTUYECKME KapTOYKM NepenatoTca B apxXus BMecTe € a/iPaBUTHbIM yYKa3aTesnem.
6. MopAnOK YHUUTOXKEHUA aPXUBHbIX AOKYMEHTOB

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

6.1. Haxogawmecs B apxuBe fena, MO KOTOPbIM MCTEK CPOK XPaHEHWA, YCTaHOBAEHHbI
aencreyowmm lMepeyHeM AOKYMEHTOB, OTOMPAKOTCA K YHUUTOMKeHWo. Pabota no oTtbopy gen K
YHUUTOMKEHMIO OcyLLecTBAseTCA PabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxmBa cyaa, eXKerogHo.

Jena n [OKYMEHTbl BKAKOYAOTCA B aKT O BblAeNEHUN K YHUUTOXKEHUIO [AOKYMEHTOB, He
nognexawmnx XxpaHeHuto, ecnum I'Ipe,CI,yCMOTpEHHbIﬁ ON1IA HUX CPOK XpaHeHWA UCTeK K 1 AHBapA roaa, B
KOTOPOM COCTaB/1EH aKT.

YHUYTOXKEeHNe [OOKYMEHTOB [0 [MpoBeAeHUA  3KCMepTusbl LUEHHOCTU U YTBEpPXAeHMA
npeagcenaresiem cyga onucei Aen nNoCToOAHHOINo XxpaHeHunAa M cornacoBaHuA onucei Aen no a1M4Homy



COCTaBy 3anpeliaeTca.

6.2. Ha ocHoBe npeasiodeHWit K aKTy O BbIAENEHUM K YHUUTOXKEHUIO [OOKYMEHTOB, He
nognexalinx XpaHeHUI0, COCTaBAEHHbIX MO pPe3y/bTaTam 3KCNEepPTM3bl LLEHHOCTU B cyAebHOM Konnernum,
cynebHom coctaBe, NOCTOAHHOM cyAebHOM NPUCYTCTBMM, CTPYKTYPHOM MOApasgeneHun cyaa,
paboTHUK, OTBETCTBEHHbIN 3a pPaboTy apxvMBa cyda, COCTaBASET COOTBETCTBYHOLWMIA MPOEKT aKTa
(npunoskeHne N 13 K HacTosAwen MHCTpyKUuMM). YKa3aHHbIM MPOEKT MOAMMCHIBAETCS HayaslbHUKOM
oTaena aenonpoussoscTtea (oblero otaena).

npOEKT dKTa O BblAeNEHNUU K YHUHUTOXEHUIO AOOKYMEHTOB, He nogsiexXawnux XpaHeHuto,
npeacrtaBnAeTca Ha cornacoBaHue 3KCI'IEpTHOﬁ KOMUCCUN Cyaa, 3aTEM HaANpPaBAAETCA Ha paCCMOTpeEHME
oMK dPXMUBHOIO y4dpexgeHunA (ecnm CyA4 BbICTynaeT UCTOYHUKOM KOMNNEKTOBAHUA TrOCydapCTBEHHOIO
apxuBa UM Ha OCHOBaAHWMKN COOTBETCTBYHOLLETO p,orosopa), nocne 4yero yreepxaaetca npeacenaresiem

cyaa.

6.3. MpK cocTaBNeHUM aKTa O BbIAGNEHUN K YHUUTOMKEHWIO AOKYMEHTOB, He noanexalimx
XpaHeHMI0, AOIKHbI COBAAATLEA CneaytoLmMe npasuia:

[leNa pacnofaraloTca B aKTe Mo rogam Mx pacCMOTPEHUA B MOPAAKE BO3pacTaHUA HOMEPOB Aen;

B KOHLLE aKTa AeNaeTca 3anmcb 0 TOM, YTo U3 Aen (cyaebHbix Aen) n3bATbl NOAJMHHUKN CyaebHbIX
aKTOB, IMYHbIE OKYMEHTbI.

6.4. AKTbl O BblgeneHun K YHUYTOXEHUIO OOKYMEHTOB, He noanexauwunx XpaHeHuto,
paccMmaTpuBaoTCA U COrnacoBbiBalOTCA Ha 3acedaHUn 3KCI'IepTHO[;I KOMUCCnMn cyaa oaHoBpemMeHHO C
onncammn Ha Aena NoOCToOAHHOIoO XpaHeHuA, 1 N0 TIMYHOMY COCTaBy.

Mocne yTBepKAeHMA npeacepatenem cyga onucelt Aen NocTOAHHOIO CPOKa XpaHeHWs, onucel
OeN No /JIMYHOMY COCTaBy, aKTOB O BbIAENEHUM K YHUUTONKEHMUIO [OKYMEHTOB, He noaJsiexalimx
XpaHeHuto, Aena, BblAeNeHHbIE MO aKTy K YHUUTOXKEHMUIO, MOTYT BbITb YHUUTOMKEHbI.

6.5. Jena c otmetkoi "IMK" nopanexar nNOAUCTHOMY (ANA SNEKTPOHHbLIX AOKYMEHTOB -
NOAOKYMEHTHOMY) MPOCMOTPY B LIENAX BbIABAEHUA apXUBHbIX AOKYMEHTOB, NOAeXKalluX NOCTOAHHOMY
XpaHeHuto. BbiABAEHHblE B TaKMX Aefnax [AOKYMEHTbl MOCTOSAHHOrO CPOKa XpaHeHMA BblAenaoTca M
nNpuUcoeaMHAIOTCA K 0AHOPOAHbIM Aenam COOTBETCTBYIOLLErO roA0BOro pasgena uanm GopmMupyloTcs B
oTAenbHble gena.

OcTaBwMecs AOKYMEHTbl BPEMEHHOTO CPOKA XPaHEHWUs BK/OYAKOTCA B aKT O BbIAENEHUM K
YHUUTOXEHWUIO AOKYMEHTOB, He NoAaerKawmx XpaHeHuto. [pu BKAOYEHWM B aKT AOKYMEHTOB,
BbISIBJIEHHbIX MPM MPOCMOTPE AEN CO CPOKOM XpaHeHus ¢ oTmeTKoi "IMK", otmeTka "IMK" B akTe He
yKa3blBaeTca.

6.6. M3 OTOBpPaHHbIX K YHUUTOMKEHUIO CyAeOHbIX Aen (rpakAaHCKMX, aaMUMHUCTPATUMBHBIX,
YrOJIOBHbIX, 006 aAMMHUCTPATMBHbLIX NPABOHAPYLIEHUAX) Ha MOCTOSAHHOE XpaHeHue HeobxoaMmo
N3bIMaTb NOAJMHHUKN cyAebHbIX aKTOB, BbIHECEHHbIX MO CYLLECTBY AeNa, a TaKKe cyaebHble aKTbl CyA0B
anennsLuLMOHHOM, KacCauMOHHOM N HaA30PHOM MHCTAHLMM, BbIHECEHHbIE MO pe3y/ibTaTaM PacCMOTPEHUA
anennsAUMOHHbIX WUAM KacCCaUMOHHbIX Kanob (npeactaBneHuit) nnbo nepecmoTpa pelleHui cyaa B
nopsake Haasopa.

M3 npeKpalleHHbIX Aen, Aen Mo MWCKaMm, OCTaBAeHHbim 6e3 pacCMOTPEeHMs, W3bIMaloTCA
NOA/IMHHUKN onpedeneHuii O NpekpaweHMM Npou3BOACTBa No Aeny, o6 ocTaBneHMM ucka 6es
paccMmoTpeHus.

Ha Bcex cyp,e6Hb|x dKTaX NPOCTaBNAKOTCA PerncTtpaumMoHHble HOmepa Aesna, Homep Npon3BoacCTBa,
yHVIKal'IbeIVI MAeHTMd)MKaTOp Aena, n3 KOtToporo OHU U3DBATHI. 3atem AOKYMEHTbI NMo4gwnBaroTCcA Mno
nopAaKy HOMepOB Aen B OTAE/IbHbIE A€e/1la U MOMELAOTCA B TBEPAYIO 06/10)KKy.



MpurobLueHHble K cyaebHOMY Aenly 31eKTPOHHbIE HOCUTENN MHPOPMALUK (ANCKU, OUCKETLI, el -
KapTbl) YHWYTOMKAIOTCA OAHOBPEMEHHO C Ae/oM MyTeM UX OU3NMYECKOTO YHUUTOXKEHMA WUAU
YHUUTOMKEHMA NPOrPaMMHO-TEXHUYECKMMM CpeacTBaMu.

6.7. MNMpn otbope K YHUYTOXKEHUIO MaTepPUanos, PACCMOTPEHHbIX B MOPSAAKE TrpaKAaHCKOro,
aAMMHUCTPATUBHOIO, YroJIOBHOTO CyAONpPOM3BOACTBA, a TaKXe mnpou3BoAcTBa nNo genam o6
aAMMUHUCTPATUBHbIX NPABOHAPYLLIEHUAX, U3 HUX U3bIMAIOTCA NOAJIMHHMKKU CyAebHbIX aKTOB, B TOM Yncie
BbILLECTOALLMX CYAO0B, KOTOpble GOPMUPYIOTCA B COOTBETCTBYIOWEE AEN0 PabOTHMKOM apxuBa cyaa M
nepeaaoTca Ha NOCTOAHHOE XpaHeHue ¢ cobtogeHnem TpeboBaHU HacToAwe UHCTpYKLMM.

6.8. U3 APXUBHbLIX OOKYMEHTOB, noanexawmnx yHUUTOXEHWUKD, OCTAOTCA Ha XpaHEHWUE JZIMYHble
AOKYMEHTbI (nacnopTa, BOEHHbIe 6MIIETbI, TPyAoOBble KHUNXKU U Opyrne nndHbole ,ﬂ,OKyMeHTbI), KOTOpble
NOMeLWLaloTCA B OTAENbHYIO Nanky, cogepallyto BHYTPEHHIOKO ONUCb OOKYMEHTOB. B onucb BHocATCA:
d)aMM!'IMFI, nMma, OoT4eCTBO BJlageNbua OOKYMEHTA, HaAaMMeEHOBaHWE 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
opraHuMsauunu, 3aHMMmatoLmecs nepepaboTKkol BTOPCbIPbS.

B cnyyae oTcyTCTBMA OpraHmM3auunii, Npon3BOAAWMX YTUIN3ALMNIO B AaHHOM PErMOHE, AOKYMEHTbI
YHUUTOXKAIOTCA CNeunanbHO CO34aHHOM Ha OCHOBAHUKW PacnopsyKeHUa npeacedatens cyaa Komuccuemn
NMyTEM COXKMKEHUSA UM MEXaHMYECKOM NepepaboTKM, 0 YEM COCTABNSAETCA aKT.

6.10. Nepepn nepegayeit Ha YHUUTOXKEHME AOKYMEHTbI YNAKOBbIBAOTCA, @ B HEO6XOAMMBIX CyYanx
oneyatbiBatoTcA. [lepesada odopmnseTca NPUemMOo-CAATOYHOW HaKnagHoW (akTom), B KOTOpoW
YKa3blBaloTCA gaTa nepesaym, KOJMYeCTBO BK/IIOYEHHDIX B aKT 4e/l U APYrMX LOKYMEHTOB, BeC ByMarkHOM
MaKynaTypbl.

6.11. JoKymeHTbl, umerowme nomeTtky "[ns cnyxebHoOro nosib3oBaHMA", a TaKXKe codeprKalline
MHPOPMALUMIO OrpaHUMYEHHOro [A0CTyna, AO/XKHbI YHWYTOXKATbCA B Cyde MyTeEM MEeXaHWUYecKoro
M3MenbYyeHnn (WpeanpoBaHMsa) MAM MHbIM CNOCOBOM, MCKAHOYAIOWMM BO3MOXKHOCTb BOCCTaHOBUTb
cogeprkaHne [OKYMEeHTOB. bBbymakHble oOTXo4bl NepefarTcs B OpraHM3auuioo, 3aHMMaloLYyHoCA
nepepaboTKOM BTOPChIPbA.

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

6.12. Morpyska, BbiBO3 Ha YTUAM3AUMIO W YTUAM3ALMA OCYLLECTBAAIOTCA MOL KOHTPOJEM
YNOAHOMOYEHHOrO PaboTHMKa cyaa.

6.13. AKTbl O BbIAE/IEHUM K YHUUTOXKEHMUIO IOKYMEHTOB, a TaKKe AOKYMEHTbI, MoATBepKAatoume
daKT yTUAM3aLUUK, NOALIMBAIOTCA B OTAENbHbIN Hapa, B XPOHOIOTMYECKOM NopALKe.

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

OTmeTKa 06 YHUYTOXEHUN aeNa NPOCTABAAETCA 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 NOCTOSHHOrO XpaHeHWs, BpeMeHHbIX (cBbiwe 10 sIeT) CPOKOB XpaHEeHUs NepeaaroTca B
apxuB CyAa He MnosaHee Yem 4Yepes LEeCTb MeCALEB NOC/e 3aBepLlleHun Aen B 4e/I0Npou3BOACTBE Mo



onucam gaen cyaebHbix Konnernn, cyaebHbiX COCTAaBOB, MNOCTOSIHHbIX CyAebHbIX MNPUCYTCTBUA U
CTPYKTYPHbIX noapasaeneHun cyaa (npunoxkenua N 3, 4 Kk HactoAwer WHCTpykumn). OKOHYaHUe
npou3BoAcCTBa NO cyaebHbiM Aenam onpeaendetrca B Nopafke, YCTAHOB/AEHHOM COOTBETCTBYHOLLEN
WHCTPYKLMeN no cyaebHoMy Aenonpoms3BoacTsy.

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

[JOKyMeHTbl NO /AIMYHOMY COCTaBY CYAEN KacCaUMOHHbIX CyAoB OOWen pUCanKumnm,
anennAUMOHHbIX CyA0B OOLEN HOPUCAMKLMKN, BEPXOBHbIX CYyA0B pecnybnuK, KpaeBbiXx U 06/1acTHbIX
CyAO0B, CyaoB ropogos ¢enepanbHOro 3HayeHuA, cy40B aBTOHOMHOM 061acT U aBTOHOMHbIX OKpPYros
nepeaaroTca B apxuB cyaa no uctedeHum 10 net co AHA OCBOOOXKAEHWMA OT AOMKHOCTU CyabW
(oTuMcnenus us wraTa cyaa); deaepanbHbIX rocy4apCTBEHHbIX MPAXKAAHCKUX CAYMKALLMX - NO UCTEYEHUU
10 net co AHA YBONbHEHMUA.

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

7.2. PeweHne Ha nepefadyy B apxmB cyaebHbIX aen, npousBOACTB U MaTepuasoB NpUHUMaET
CyAbs, UX PaCCMOTPEBLUKI, a NPU ero oTCyTCTBUM - Npeaceaartesb cyaa (cyaebHol Konnerum, cyaebHoro
COCTaBa), ero 3amMecTuTeslb UM MHOE YMNOJIHOMOYEHHOe npeacegartesieM cyda Anuo (B NOCTOAHHOM
cypebHom npucyTtcTBum). Mpu 3TOM cyabA MPOBEPSET COCTOAHWME Kaxgoro cypebHoro paena,
NpoM3BOACTBA MU MaTepuana.

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

7.3. PeweHne Ha nepegayy B apxvB CyAa HOMEHKAATYPbI, }KYPHANOB U YYETHO-CTAaTUCTUYECKMUX
KapToyek NpUHMMAET npeacesatenb cyaa (cynebHol koanermm, cygebHoro coctasa), ero 3amectTuTesb
WAN MHOE YNONHOMOYEHHOE NpeaceaaTenem cyaa Amuo (B NOCTOAHHOM cyaebHOM NpUCyTCTBUM).

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

7.4. PeweHne Ha nepefavyy B apXMB MHbIX AOKYMEHTOB CyAa MPUHMMAET Ha4yaNbHUK OTAena
aenonpoussoactea (obwero otaena) cyfda, MHOE YNOAHOMOYEHHOe npeacedaTenem cyga nmuo (s
NOCTOAHHOM cyAebHOM NPUCYTCTBUM).

(n. 7.4 BBegeH Mpwukaszom CyaebHoro aenaptameHTa npu BepxosHom Cyae PP ot 09.01.2024 N 1)

7.5. JoKymeHTbl BpeMeHHbIX (40 10 neT) cpokoB XpaHeHUa unaun Ao MMHOBaHUA HagobHocTu" B
apxuB cyza no obLemy npaBuy He NepesatoTcs.

B cOOTBETCTBMU C pacrnopsKeHuem npeacenatens cyfa B UCKAKUUTENbHBIX Cyvanx (oTcyTcTBue
BO3MOXHOCTM ob6ecneyeHmsa COXPaHHOCTU, COOTBETCTBYIOLMX NMOMELLEHUI ONA UX XPAHEHUA U UHbIX)
OOKYMEHTbI BpemeHHbIX (Ao 10 neT) cpoKoB xpaHeHMAa unan "oo MMHOBaHUA HagobHocTM" gena moryT
6bITb NepeAaHbl B apXMB CyAa NO COOTBETCTBYIOLLMM OMMUCAM.

MoaroToBKa Aen BpemeHHbIx (40 10 feT) cpoKoB XpaHeHUa unn "o MMHoBaHWA HagobHocTn" ans
nepegayn B apxmBe, a TaKXe nepefiada TakUX AN B apXMB CyAa OCYLLECTBAAETCA B COOTBETCTBUU CO
CPOKamMM, yCTaHOBAEHHbIMM NyHKTaMu 5.1, 7.1 HacTosaLeln MHCTpyKUumu.

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

Jdena noawwvsatotcs, Ha 0BN0XKKe YKasbiBAlOTCA: HAaMMEHOBAHWE CyAa; 3aro/IoBOK Aena (Toma,
YyacTu); UHAEKC Aena no HOMEeHKnatype; Gamuausa, MMs, OTYECTBO OCYXKAEHHOIO /MLA M MOJIHOe
HauMeHOBaHMWe CTaTbM Yron0BHOro Koaekca Poccuiickoit ®epepaumn, NO KOTOPOM ANLO OCYMKAEHO;
dbamuana, HMUMaNbI UCTLA, OTBETYMKA (HAMMEHOBaHWE OpraHM3aLmMm); CyTb UCKa (3aABNEHNA); KpalHKe
AaTbl Aena; HoOMep MPOM3BOACTBA MO AeAy, YHWUKaNbHbIM naeHTUOMKATOP Aena; HOMep TOMa; CPOK
XpaHeHWA fena C YyKasaHMem roda, 40 KOTOPOro OCYWECTBAAETCA XPaHeHWe; NoAnucb CyabM,
paccmoTpesLero geno (c pacwudpoBKoit noanucu).

Mo ncteyeHU CpoKa XpaHEHUA UAM NO MUHOBAHUMU HaAO6HOCTM AOKYMEHTbI BpeMeHHbIX (/.'1,0 10



JIeT) CPOKOB XpaHeHua UM "[00 MMHOBAHUA HaZo6HOCTU" YHUUTOXKAOTCA B MNOPSAKE, YCTaHOBAEHHOM
HacToAwen MHCTpyKuMen, o yem cocTaBnsetcs akT (npunoxkeHne N 13 K HacToAwen UMHCTpyKumm).
MpeanoxeHUa K akTy O BbiAENEHUU K YHUUTOMKEHWUIO AOKYMEHTOB, He NoA/eXKalux XpaHeHuto,
npeaycMmoTpeHHble ab3auem 4YetBepTbiM NyHKTa 4.11 HactoAwen WMHCTPYKUMKM, COCTABAAOTCA
paboTHMKamM, OTBETCTBEHHbIMM 33 AE10MPOU3BOACTBO B cyaebHoM Konnernu, cygebHom cocTase,
NOCTOAHHOM cyAebHOM NPUCYTCTBUM, CTPYKTYPHOM NOAPa3LeNEeHUM Cyaa COOTBETCTBEHHO.

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

7.6. dNEeKTPOHHbIE AOKYMEHTbl BPpeMeHHbIX CPOKOB XpaHeHua A0 10 neT BKAOYUTENbHO XPaHATCA
B TeYeHMe YCTAHOBNEHHOTO CPOKa B WHPOPMAUMOHHOW cUCTEME (XPaHUAULLE 3SNEKTPOHHbIX
OOKYMeHTOB) B popmaTe, B KOTOPOM OHM HbINN CO3AaHbI MW BKAKOYEHDbI B UHPOPMALLMOHHYIO CUCTEMY.
B apxuB cyaa Takue fOKYyMeHTbl He nepeaaroTca.

7.7. Nepenaya Aen, B TOM uynucie aen BpemeHHbiX (4o 10 neT) cpokoB XpaHeHua uam "go
MWHOBaHMA HagobHoCTU", B apXMB cyda ocyllecTBaseTca no rpaduKy, cornacoBaHHOMY C cyaebHbIMM
cocTaBaMu, cygebHbIMU KOANErnsamMM, MNOCTOAHHbIMU CYAEeOHbIMW NPUCYTCTBUAMMW, CTPYKTYPHbLIMU
nogpasaeneHmamm, nepeaatoMmmn 4OKYMEHTbI B apXUB, U YTBEPXKAEHHOMY Npeacenatenem cyaa.
(nyHKT B pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae P® 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/loBKa Jena Mo ONWUCU AN CTPYKTYPHOro noapasAesieHns cofepaHuio
[OKYMEHTOB B fene;

NpaBUbHOCTb 0DOPMAEHUA U FPYMNNUPOBKU [IOKYMEHTOB, BK/NOYEHHbIX B A€/10;
KauyecTBo NOALWMBKM UAW NepenseTa Aena;

NpaBWIbHOCTb HYMepaLuKu IUCTOB AeNa;

NPaBUAbHOCTb COCTaBEHNS BHYTPEHHEN ONUCK AOKYMEHTOB Aena (Npu Haamuum);
npaBuIbHOCTb 0hOpMAEHUA 0BI0XKKN Aena;

HannyMe 1 NPaBUAbHOCTbL 3aMN0IHEHUA IUCTa-3aBepuTens aena.

Bce BbiABNEHHbIE MPY NPOBEPKE HeAoCTaTKM B GopMMpOBaHUKM U odopmaeHun aen paboTHUKM
cypebHoro coctaBa, cyaebHOM Konnernu, MOCTOAHHOrO CcyAebHOro nNpPUCYTCTBUA, CTPYKTYPHOrO
nofpaszeneHuns 06a3aHbl 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 paboTHMKOM, OTBETCTBEHHbIM
33 paboTy apxuMBa cyaa, B NpUCYTCTBMM pPaboTHMKa cypebHoro coctasa, cyaebHo Konneruu,
NOCTOAHHOrO cyfebHOro NPUCYTCTBUA, CTPYKTYPHOTO nogpasaeneHus cyaa. B otmeTke o npueme gen B
KOHLLE Ka*KAOro 3K3emMnaapa onucu Aen yKasbiBatoTCA KOANYeCTBO GaKTUYECKM MPUHATLIX B apX1B Aen,
HOMepa OTCYTCTBYIOLWMX AeN, AaTa Npuema-nepenayu, 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 apXWB MPOM3BOAMTCA Ha OCHOBaHWW oOnUceMn
3/IEKTPOHHbIX Aen cyaebHoro cocrtaBa, cyaebHOW Koneruun, CTPYKTYpPHOro noApasgesneHus cyga no
MHPOPMALMOHHO-TENEKOMMYHUKALIMOHHOW CeTU (MpU HaivuMyM B apxuBe cyda MHGOOPMALMOHHOM
cUcTeMbl) MAM Ha Pu3MYeckn 060COBNEHHBIX MATepUasbHbIX HOCUTENAX, KOTOpble MPEeACTaBAAIOTCA B
ABYX MAEHTUYHbIX SK3EMMIAPAX.



TexHWYecKoe conpoBoXaeHWe no obecneyeHUo Nepesadn 3NEKTPOHHbLIX AJOKYMEHTOB B apXuB,
CBA3@aHHOE C HACTPOMKOW MPOrpamMmMHbIX KOMMNEKCOB W WX (PYHKLMOHUMPOBAHMEM, a TaK¥Ke
yOOCTOBEPEHME  KayecTBa  MNepefaBaeMblX  €4MHUL,  XPaHEHWUA  3NEKTPOHHbIX  AOKYMEHTOB
obecneunBaeTca paboTHMKamMM, OTBEYAOWMMM 33 PYHKLMOHNPOBAHME MHOOPMALMOHHBIX TEXHOIOMMI
B cyde, a Takxe paboTHukamun ¢puamanos ®rey UAL CyaebHoro aenaprameHTa.

7.8.1. Mpn nepegaye 3SMEKTPOHHbIX AOKYMEHTOB B apXWMB CyAa BbINOJIHAKTCA Ccaegytowme
OCHOBHble npoueaypbl paboTbl C LOKYMEHTAMK:

dopmupoBaHMe B MHOPOPMALMOHHOW CUCTEME CyAa 3NEKTPOHHbIX Aef, ABAALMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX LOKYMEHTOB UM KOHTEMHEPOM 3/1EKTPOHHOTO AOKYMEHTAa,
COAEPMKALMM KOHTEHT M MeTaZaHHble 3/1eKTPOHHOrO AO0KYMEeHTa, ¢ali/ibl 3/IeKTPOHHbIX nognucein m
BM3Ya/IM3MPOBAHHYHO KOMUIO TEKCTOBOTO 3/IEKTPOHHOTO A0KYMeHTa B popmaTe PDF/A;.

bopmMUpOBaHME OMUCK INEKTPOHHLIX AEN, AOKYMEHTOB CyAebHOro coctaBa, cyaebHol Konnermu,
CTPYKTYPHOro NoApasgeneHunsn cyaa;

NpoOBepKa apXMBOM CYAa 3NEKTPOHHbIX AOKYMEHTOB Ha Hanuume BPEAOHOCHbIX KOMMbIOTEPHbIX
nporpamm;

NpOBEpPKa BOCMPOM3BOAMMOCTU 3/IEKTPOHHBIX JIOKYMEHTOB;

npoBepKa ¢M3M‘-IeCKOI'O M TEXHMYECKOro COCTOAHUA HOoCuTenemn (an nepegayvye 3/1EKTPOHHbIX
AOKYMEHTOB B apXu1B Cyada Ha ¢M3MH€CKM 060cob1eHHbIX MaTepPUanbHbIX HOCMTEJ’IHX).

7.8.2. Tlpuem 31eKTPOHHbIX [OKYMEHTOB B apxuB cyAa Mo  WMHPOPMaLMOHHO-
TEeNIeKOMMYHMKAUMOHHON ceTu (Npu Haauuum B apxuBe cyga MHOOPMALMOHHOM cCUCTEMbI) MAM Ha
dusmnyeckn 060cobeHHbIX HOCUTENAX OPOPMASETCS COCTABIEHNMEM MTOTOBOM 3aMMUCKU B KOHLLE OMUCK
3/1IEKTPOHHbIX AeN, B KOTOPOM LUndpamm 1 NPONUCHIO YKa3biBaeTCA KONMYECTBO GaKTUYECKM MPUHATbIX B
aPXMB 3NIEKTPOHHbIX A/ U 3NEeKTPOHHbIX AOKYMEHTOB. MTorosaa 3anucb NoATBEPKAAETCA NoANUCAMM
paboTHMKa, OTBETCTBEHHOTO 3a paboTy apxMBa cyda, U paboTHUKA, NepeaaBLIero 3/IeKTPOHHbIe Aena u
OOKYMeHTbl. MMpu nNpuveme Ha apxXMBHOE XPaHEHWe 3/EeKTPOHHble Aefla 3aBepAlTCA 3/1EKTPOHHOM
nognucbio NpeaceaaTens cyaa uam ynoaHOMOYEHHOTO UM nLa.

7.8.3. MNocne npuema B apPXMB 3/JEKTPOHHbLIX AOKYMEHTOB Ha ¢uanyeckm 060c0bNeHHbIX
MaTepuanbHbIX HOCUTENAX BKAA4bIWM, MOMELeHHble B GYyTAAP eAuHUUBI XPaHEeHMA B CTPYKTYPHOM
noApasfeneHnn, 3aMeHAITCA Ha BKNAAbIWKN, 0pOPMIEHHbIE B apXMBe.

Ha Bknagpllwe, nomeuwiaemom B OYyTAAP eAMHUUBI XpaHeHWs, 0hOopMAAEMOM B apxuBe,
YKa3blBaloTCA:

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

HOMeEp OMMCU EKTPOHHbIX 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,CI,I/IMOCTI/I Od)OpMI'IFHOTCFl AONO/IHUTE/IbHbIE OTMETKU 0b orpaHn4yeHnn Ao0cCtyna K
AOKYMEHTaM.



Bknagbiw nomewaetca B ¢ytaap dpusmyeckm 060cobNeHHOro MaTepuasibHOrO HOCUTENA TaKUM
obpa3om, 4Tobbl HagNMUCKU Ha HEM BbIN BUAHbI NPU 3aKpbiToM dyTaApe.

Hagnucu Ha BKnagplwax NeyaTatoTcad MAM HAHOCATCA OT PYKM pasbopumBbIM  MOYEPKOM
CNeunanbHbIMM  BOAOCTOMKMMM  YepHUNamu. BO3MOXKHO MCNOAb30BaHWE LWTAaMMOB W ApPYrux
aHaNOrMYHbIX CPEACTB.

7.9. MNpu npueme 3MEKTPOHHbIX AOKYMEHTOB HA XPaHEHWE B apXMB YYMTbIBAOTCA (aKTOpPbI:
OrpaHMyYeHmA Ha Npuem 3NeKTPOHHbIX JOKYMEHTOB; 3aBepLUIEHHOCTb NpoLecca Co34aHNA 3NEKTPOHHOro
OOKYMEHTa; HaZnume 3aKoHOoAaTeNIbHbIX aKTOB, NPEnATCTBYIOWMX Nepegaye 31eKTPOHHOro AOKYMEHTa;
HannumMe HeobXO4MMOWN CONPOBOAUTENLHOM [OKYMEHTAUWMW; COOTBETCTBME TWUMA 3/NEKTPOHHOIo
060pYA0BaHUA PA3UUYHBIM PEXMMAM XPaHEHUA SNEKTPOHHbIX SOKYMEHTOB.

7.10. [Oena, no KoTopbiM cyaebHble peleHMA He obpaleHbl K WMCNONHEHWIO B MNOPAAKe,
npegycmoTpeHHOM MHCTpyKumamu N 36, 161, B apxuB cyga He nepearoTca.

Ha y4eTHO-CTaTUCTMYECKOM KapToUKe AenaeTca OTMETKa O nepejayde Aea B apxums.

7.11. MoctynuBwiMe B apxvB cyda Aefa W ApyrMe [AOKYMEeHTbl XpaHaTcs no ¢oHaam B
XPOHONOrM4YecKom nopagke.

7.12. ApXVIBHbIe Aena CUCTEMATUSUPYIHOTCA COrNaCcHO onnucam aen n NnoOMeuwatoTcAa B KOpOGKM.

Ha Kopellke 0610KN Kaxa40 KOPOBKM YKa3bIBalOTCA HavaibHble N KOHEeYHble perncTpaLmoHHble
Homepa Aen, NOMeLLEHHbIX B KOPOBKY.

8. CnpaBO4YHO-NOUCKOBbIE CPEACTBA K aPXUBHBIM AIOKYMEHTaM

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

8.1. Cuctema cnpaBOYHO-MOUCKOBBIX CPEACTB BK/AOYAET apXMBHbIE CMPABOYHUKM Ha BymMarkHOM
HocuTene M (MAKM) B 3NEKTPOHHOM BuAe: oba3aTesibHble - OMWUCKM AOEJ, OMUCU SNEKTPOHHbIX Aen;
BCMoMoraTesibHble (Heobs3aTenbHbIe) - UICTOPUYECKAn CpaBKa K poHAY, KaTanoru, ykasaTeaum n 063opsi,
cnyxebHble KapTOTEKN, peecTpbl, 6asbl AaHHbIX U APYrMe CNPaBOYHUKMN.

CoctaB BCNomoraTenbHbIX APXUBHbIX CMPaBOYHUKOB onpeaenAaeTca CaMoCTOATE/IbHO.

8.2. UcTtopunueckana cnpaBka K ¢oHAOY COCTOMUT M3 TpexX pasgenos: uctopus ¢oHaoobpasosaTtens,
OTpakatoLLas MCTOPUIO CyAa CO CCbIJIKAMM Ha COOTBETCTBYHOLUME 3aKOHOAATE/bHbIE U HOPMATUBHbIE
aKTbl (gaTbl 06pa3oBaHMA, NepenMeHOBaHNA, PeopraHM3aumn, IMKBUAALMUU, CTPYKTYPY U GYHKUUK, KX
N3MEHEHUA, NMPeXKHNEe HaumeHoBaHMWA), nctopus poHaa (06beEM, KpaliHME AaTbl AOKYMEHTOB, CTeNeHb
MX COXPaHHOCTW, QAaTbl MNepefayYn L[OKYMEHTOB Ha MNOCTOAHHOE XPaHEHWE) W XapaKTepuCTUKa
OOKYMeHTOB ¢oHAa (pa3sHOBMAHOCTU OOKYMEHTOB, 0COBEHHOCTU GOPMUPOBAHUA €AMHUL, XPaHEHMA U
MX CUCTEMATU3ALUKN, HANYME LOKYMEHTOB, BbIXOAALWMX 3@ XPOHONOMMYECKNE FPaHULLblI AeATENbHOCTH
¢doHaoo0bpasoBaTens, COCTaB CNPaBOYHOro annapara K poHay).

McTopuueckasa cnpaBka K ¢OHAY COCTaBAAETCA B ABYX 3K3emnaspax (ecav cyh BbiCTynaet
MCTOYHMKOM KOMM/IEKTOBaHMA FOCYAAapPCTBEHHOTO apxvBa), OAMH XpaHUTCA B Aefe cyda, BTOpoOW -
nepeaaeTcs B roCcyaapcTBEHHbIN apxuB. MicTopuyeckan cnpaeka K ¢oHAy NOANUCbIBAETCA COCTaBUTE/IEM.

9. YyeT fOKYMEHTOB B apXuBe cyaa

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



9.1. YueTy noanexKat BCe HaxoAfALIMECA Ha apXMBHOM XpPaHEHWU AOKYMEHTbl, B TOM 4ucae
AOKYMEHTbI MO /IMYHOMY COCTaBYy, KOMWUW [AOKYMEHTOB, BKAOYEHHble B GOHA NOo/Ab30BaHMA (mpu
HaZMUYMM) U ONKUCKU AeN, ONMUCU SNEKTPOHHbIX Ae.

OCHOBHbIMW €AMHULAMM y4YeTa apPXMBHbIX AOKYMEHTOB ABAAKOTCA apXMBHbIM GOHA, eanHMua
XpaHeHMus.

9.2. CBeaeHna 06 obbeme M cocCTaBe eAMHWUL, XPaHEHWUA YKa3blBAlOTCA B APXMBHbIX YYeTHbIX
OOKymeHTax. Ob6si3atesnibHble W BCMOMOraTe/lbHble apXMBHbIE YYETHble [OOKYMEHTbl BeayTca Ans
obecneyeHus yyeTa NOCTyNAEHUS, BbIObITMA, KOIMYECTBA, COCTaBa M COCTOAHMUA aPXUBHbIX LOKYMEHTOB.

9.3. K 06A3aTe/IbHbIM Y4ETHbIM LOKYMEHTAM apXmMBa CyAa OTHOCATCA:
nacnoptT apxusa (npunoxeHune N 14 K HacToAweln NHCTpyKLmKn);

YYeTHble CBeAEeHUA O JOKYMEHTaX, XpaHALLMXCA B apxuBe cyga (npunoxeHune N 15 K HacTosweln
NHCTpyKLMK);

KHMra y4yeta MOCTYN/JEHMA M BbIObITUA Aen, AOKYMeHTOB (npunoxeHuve N 16 K HacTosAwew
NHCTpYKLMN);

nuct doHaa (npunoxkernne N 18 K HacToAwen NHCTpyKumn);

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

OMUCb 3/IEKTPOHHbIX gen (npunoxernne N 8 K HacToswel MHCTpyKummn);
aeno poHAa.

K BcnomoraTenbHbIM y4eTHbIM JOKYMEHTAaM OTHOCATCA:

cnucok ¢poHaos (npunoxkeHre N 17 K HacToawen WMHCTPYKLMKM), KOTOPbIM COCTaBAseTcA npu
OCYLLECTBNEHMUM XPAaHEHWNA apPXMBHbIX JOKYMEHTOB, OTHECEHHbIX 6osiee Yem K ogHomy GoHAy;

KHUra BblAaun eAUHUL, XPaHEHUSA BO BPEeMEHHOe Mosib30BaHue (npuaoxeHne N 27 K HacTosLuen
NHCTpYKLUMK);

peectp onucein aen (npunoxernne N 9 K HacToswweln MHCTpyKLmMK);

Tonorpaduyeckne ykasatenun (nocrennaxkHoiit (npunoxerHne N 36 K HacToawen MHCTpyKummn)) m
nodoHaosbIn (NpunoxkerHne N 37 K HacToAwen UHCTPYKUMK) (MPU HAIMUUM apXMBOXPAHUMLLY);
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 29.05.2024 N 124)

KaTtanoru;

yKasarenu.

9.3.1. NacnopTt apxuBa (npunoxeHune N 14 K HacToswwel UHCTPYKUMKU) COCTABAAETCA EXKEerogHo,
OTparKaeT CoCTaB, COCTOAHNE, 06bEM M YCNOBUA XPaHEHUA JOKYMEHTOB U XPaHUTCA NOCTOAHHO.

MacnopT apxuBa COCTaBAAETCA MO COCTOAHMIO Ha 1 AEKa6pF| OTYETHOro roga.

Ecaun cypg BbicTynaeT MCTOYHUKOM KOMIMJIEKTOBAHUA rOCYAapCTBEHHOIO apXmBa MAM NPU HaANYMK
COOTBETCTBYHOLLErNO A0roBopa nacnopTt apxmBa COCTaBAAETCA B ABYX 3K3eMN/IAPax: O4UH 3K3emMnaAap
Hanpas/AeTCA B FOCYAapCTBeHHbIﬁ apxus, BTOpOI7I - XPaHUTCA B COOTBETCTBYHOLWEM HapAae apxmea cyaa.

O6bemHble NoKasaTtenu A3al0TCA B YKA3aHHbIX eanHULLax namepeHuma cornacHo d)opme nacnopTa
apxuBa. MCI'IpaBI'IEHMFI, BK/JIEMKUN He A0NyCKakoTCA.



B agpecHoli yacTn bnaHKa nacnopTa apxvBa, PAcro/OKeHHOW B IEBOM BEPXHEM YIAy, B CTPOKe
"Komy npeacrasaserca" ykasblBaeTCA Ha3BaHMWe rocyAapCTBEHHOro apxmsa (Mpu Hanmumm).

B cTpoke "Kem npepacrasasetca” yKasbiBalOTCA: NOSHOE HaMMEHOBAHMWE cyAa, NMOYTOBbLIN agpec
yKasaHMeM MHZAEKCa, Koga ropoaa n Homepa TenedoHa (Ppakc, e-mail).

B pasgene "Obwume cBegeHns" 3anonHaetca ctpoka 101, KoTopasa coCcTouT U3 cnepytowmx rpad:
KonmyectBo ¢doHAOoB (rpada 1);

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

3arpy»KeHHOCTb apXmMBOXpaHuAKLLIA B NpoueHTax (%) (rpada 3).

B rpade 1 ctpokm 101 yKasbiBaeTcA KoamyecTBo PpOHAO0B, XpaHAWMXCA B apxuBe cyaa. Ecam B
apxMBe Cyfa XPaHATCA AOKYMEHTbI TO/IbKO O4HOIO CyAa, TO YKasbiBaeTca undpa 1; ecnm xpaHaTca gena,
OOKYMEHTbI APYIMX CYA0B, YKa3biBaeTca uudpa o KoAmM4ecTBy XpaHawmxca ¢oHA0B B apxuBe.

Ha)l-(ﬂ,blﬁ (I)OHLI,, Heé3aBNUCMMO OT TOro, COCTOUT I OH N3 OOKYMEHTOB OAHOro WUIM HECKOJNIbKUX
B1AOOB, YYUTLIBAETCA B NACNOPTE apXmMBa TOJZIbKO OANH pas3.

B rpade 2 ctpoku 101 yKasbiBaeTcA naoliadb OTAENbHOro NOMeLLEeHUs, B TOM YMcae NOCTOAHHOro
cyaebHoro NpUCyTCTBUA, apxmnea (apXnMBOXPaHUAMLLA) B KB. M UM CYMMa NIOLLaAel BCex NoOMeLLeHUA.

Mnowasb M3mepAaeTcA TOYHO M YKA3bIBAETCA C TOYHOCTbIO 10 AECATbIX A0NeN KBaAPATHOIO MeTpa -
He MeHee O4HOro 3HaKa nocse 3anatoit. Hanpumep: 25,4 KB. M.

Mnowaab pabounmx KOMHaT AN NOACOOHbIX MOMELLEHMNIN HE YYMUTbIBAETCA.

Mpwn OTCYTCTBUM OTAENBHOIO0 NOMeLWEHUA ANA XPAaHEHUA apXUBHbIX AOKYMEHTOB B AaHHOVI rpacbe
CTaBUTCA NPOYEPK.

lpada 3 cTpoku 101 3anonHAETCA NPU HAIMYMK OTAENbHOTO NOMELLEHMA ANA XPaHEHUA apPXMBHbIX
[OKYMEHTOB B cyAe (apXnMBOXpaHUAULLA) U MPKU YCAOBUK 3anoHeHNA rpadbl 2.

MoKasaTenb 3arpyX<eHHOCTU apXMBOXPaHUAWLLA ABAAETCA CTPOr0 BbIYMCAAEMON BENUYMHOM,
npMMepHoe ero onpeaeneHune He AoNycKaeTcs.

CTeneHb 3arpy)KeHHOCTU apPXMBOXPAHUAMLLA PACCYMTBLIBAETCA B MPOLEHTAX NyTeM AeneHuA
KO/IMYECTBA XPAHALMXCA B HEM [EN Ha PacYeTHYHD BMECTMMOCTb apXMBOXpaHWIMLWA (B eAuMHMLAX
XpaHeHUs) n yMmHOXKeHuA Ha 100.

PacueTHaa BMeCTMMOCTb apXMBOXPAaHWIMLLA onpeaenseTca cneayowmm obpasom: nsmepserca B
MeTpax obLWwan NPOTAXKEHHOCTb A/MHbI CTE/AXKHbIX MOJIOK, 3aHATbIX LOKYMEHTaMW; PacCUUTbIBAETCS
KO/IMYECTBO €AMHUL, XPAaHEHWUA, HAXOAALWMXCA Ha OAHOM MOrOHHOM MeTpe MOJIOK, ANA Yero obuiee
KO/IMYECTBO €AMHUL, XPaHEHMA OEe/IUTCA Ha KOJIMYECTBO MOrOHHbIX METPOB; KOJIMYECTBO enuHuUL,
XPaHEHUS, HAXOA4AWMXCA Ha OLHOM MOTOHHOM METPE, YMHOXWUTb Ha Ob6LLyI MPOTAKEHHOCTb
CTeNNaXKHbIX NOJIOK (B TOM Yncne CBOHOAHbIX).

dopmyna:

o0111ee KOJTUYECTBO XPAHSIITUXCS J1eTT

CTEINEHb 3arpy>KeHHOCTH (%) = x100

pacu€THad BMECTUMOCTD

Ecan dPXUBOXPAHUINL, HECKOJZIBKO, TO CyMMa BCEX XPaHALWMXCA B HUX OEN AENNTCA Ha CymMmmy
pacquHoﬁ BMECTUMOCTU KaXXA0ro U YMHOXAETCA Ha 100.



B pasgene "CBGAEHMH (0} ,ﬂ,OKYMeHTaX" BHOCATCA CBeAEHUA O AOKYMEHTAX NOCTOAHHOIO XpaHeHuA,
AaHHble O AJOKYMEHTaX No IMYHOMY COCTaBYy U YKa3blBaeTCA cneaytouiee:

B rpade 1 - KOANYECTBO eAMHUL, XPaHEeHUA AOKYMEHTOB MOCTOSHHOrO XPaHEHUs U Mo JNYHOMY
COCTaBY, HAXOAALLMXCS Ha XpaHEHMM B apXMBe Cyaa;

B rpade 2 - AaTa Camoro paHHEro U3 XpaHALMXCA B apXMBe Cyaa AOKYMEHTOB;
B rpade 3 - KOHEYHble AaTbl XPAHALLMXCA B apXMBE CyAa AOKYMEHTOB;

B rpade 4 - obluee KOMYECTBO AeN, KOTOpble BHECEHbI B yTBEPXKAEHHbIe (cornacoBaHHbie) IMK
apXMBHOTO yUYpeXxaeHMA onucuy;

B rpade 5 - camble paHHME rofpl, 3a KOTOPble AOKYMEHTbI, BHECEHHbIE B OMUCU Ae/, XPaHATCA B
apxuse cyaa;

B rpade 6 - camble Mo3gHMe rodbl, 3a KOTOpble AOKYMEHTbl, BHECEHHble B YTBEPMKAEHHble
(cornacoBaHHble) DMK apxMBHOTO yupexRAeHUA ONUCKU, XPAHATCA B apPXMBE CYAa;

B rpacbe 7 - KONNYecTBO AeN NOCTOAHHONO XpaHeHWA, HaXo4AWMXCA Ha XPaHEHUN B apxuBe cyda
nocne ncTte4yeHnAa yCtaHoBNEHHOIO 3aKOHO4AaTe/IbCTBOM CPOKa UX NPeae/IbHOro XxpaHeHA B cyae.

lpada 8 3anonHAeTcA NyTeM NoACYHETa KOIMYECTBA eXerogHo 06pasyowmxca A4en A4aHHOro BUAa B
COOTBETCTBUM C HOMEHKNATYPOMW.

B ctpoke 201 uenecoobpasHO BHOCUTb AaHHble O Aefax MOCTOAHHOrO XPaHeHWs OTAe/ibHO Mo
rpa*kKAaHCKMM, aAMUHUCTPATUBHBIM, YTONOBHbLIM AefaM, Aenam obLLero 4enonpoms3BoaCcTBa.

B pasgene "Kagpbl" B cTpoke 301 yKka3biBaeTcA KOJIMYECTBO LUTATHbIX PabOTHMKOB apxuBa cyaa,
onpeaeneHHoe B LUTaTHOM pacnucaHun cyaa.

Ecnv B WTAaTHOM pacnmcaHUKM He NpeayCcMOTPEHa LO/IKHOCTb WTAaTHOMO PaboTHWKA apxvBa Cyaa,
npu aToM npeacegatenem cyaa HasHayeH paboTHUK, OTBETCTBEHHbIN 3a paboTy apxuea, B 3ToW rpade
CTaBUTCA NPOYEPK.

B pasgene "YcnoBua xpaHeHMA [OKYMEHTOB" MOAYEPKMBAIOTCA Te CBEAEHMA, KOoTopble
COOTBETCTBYIOT YC/IOBUAM XPaHEHWUA apXMBHBIX JOKYMEHTOB B CyAe.

B cnyyae xpaHeHua OOKYMEHTOB cyda B 0bbeguHEeHHOM cyaebHOM apxuBe, B macrnopTe apxuBa
OeNnaeTca COOTBETCTBYHOLLAA NMOMETKA O KO/IMYECTBE Ae/l, HaxoAAWMUXCA Ha XpaHEeHUN B TaKOM apxuBse.
Mnowaab nomelieHns obbeanHeHHOro cyaebHoro apxmsa B pasgene "Obuwme cBeaeHus" nacnopTta
apxvBa He yKa3blBaeTcs.

B nacnopTe apx1Ba yKasbliBatoTca pamuana u tenedoH ncnoaHuTensa (coctasutens).

MacnopT apxvBa nNoANUCbIBaeTCA nNpejceparenem cyga C nNpocTtaBaeHUMem AaTtbl NOAMNUCAHMUA,
nocne 3anosiHeHA BCeX pa3gesioB 3aBepAEeTCA NeYvyaTblo Cyaa.

Mpyv HanpaBieHUWM B TOCYAAPCTBEHHbIV apXMB K MNACMopTy apxvBa MpUKAagblBaeTcs
NOACHMTEIbHAA 3anucKa, B KOTOPOW YKa3blBalOTCA CeaytoLme CBEAEHUS:

06 M3MeHeHMAX B HAUMEHOBaHMM CyAaa;
O Haan4ymun B cyae HOMEHKNATYpPbl U UHCTPYKUMKU NO AENONPON3BOACTBY,

NPUYUHbI N3MEeHEHUA KOan4ecTBa Aenl No CPaBHEHUIO C AaHHbIMKX MAaCNOpPTa NPeaLwecTByoLWero
roga (KOI'IVI‘-IECTBO ONMUCaHHbIX Aen, nepenaHHbIX Ha NMNOCTOAHHOE XpPaHEeHWE B apXMBHOE y4ypexxgeHue,



CHATBIX C Y4€Ta B CBA3M C YTPATOMN MM HEUCMPABHLIMW MOBPEXAEHUAMM);
Hanuyme B apxmee cyaa GOHAO0B APYrMX CYA0B;
0 Ka4pOBOM COCTABE - Ha/IMYMeE WTATHbIX paboTHMKOB apxmBea cyaa, ©.MN.0. paboTHMKOB;

O MeCTe XpaHeHMA [AOKYMEHTOB MNpu OTCYTCTBMW OTAENbHOro MOMeLWeHMA U 0CcobeHHOCTAX
pasmeLLeHMA AOKYMEHTOB.

KOHKpETHbIVI CMMUCOK MNPUNoOXeHUA K Nacnopty apxmBa MOXKET O6bITb COrnacoBaH c
rocygapCTBeHHbIM apXMBOM, Kyada OH NpeacraBaAeTCA.

B cnyyae ecnuM apxuB Cyda pPacnosioKeH B HECKONbKUX MNOMELLEHMAX, MNacrnopT apxusa
CoCTaB/iAeTCA eMHbIN Ha BCE MOMELLEHMA.

9.3.2. [lononHUTENbHO K MacnopTy apxvBa PabOTHMKOM, OTBETCTBEHHbIM 3a pPaboTy apxuBsa,
€)KerofHo 3anoNHAITCA yYeTHble CBEAEHUA O AOKYMEHTAX, XPaHALLMXCA B apxuee cyaa (npunoxexue N
15 K HactoAawein UHCTpyKumn) (no coctosiHMio Ha 1 aekabpsa), B KOTOPbIX MOMMMO KOAMYECTBa AeN
MOCTOAHHOIO XPaHEeHWs, HaXO4ALMXCA B apXMBE CyAa, YKA3blBAeTCA KO/JMYECTBO AEN BPEMEHHbIX
(cBbiwe 10 net) cpoKoB XpaHeHWs, BpemeHHbIX (4o 10 neT) CpoKoB XpaHeHus M "O0 MMHOBaHMA
HagobHocTn" (Npy Hannumn).

YyeTHble cBegeHuna o AOKYMEHTaXx, XpaHAWWMXCA B apxumBe cCyda, COCTaB/AKTCA B OAHOM
IK3emMniape n XpaHATCA B COOTBETCTBYHOLLEM HOMEHK/NIATYPHOM HapAae cyaa.

9.3.3. B KHUIY y4yeTa NocTynaeHusa 1 BblbbITUA Aen, AOKYMEHTOB (npunoxeHne N 16 K HacToAlLel
MHCTpYKUMM) nocienoBaTesIbHO BHOCATCS BCE NMEPBUYHbIE U MOBTOPHbIE MOCTYN/EHUA (BblObITUA) aen,
JokymeHToB. Kaxgoe noctynneHue (BblbbiTMe) B mMpenenax OTYETHOro roga NoJsiyydaeT MopsAAKOBbIN
HOMep B Ba/I0OBOI NOCNEA0BATE/IbHOCTY.

ExerogHo Ha 1 sHBapA NOABOAMTCA MTOr KOAMYECTBa MOCTYMMBLUMX WM BbiBbIBLUMX 3a rog Aen,
AOKYMEHTOB.

9.3.4. /iuct poHaa (npunoxeHve N 18 K HacToAwer MHCTPYKUMM) COCTaBAAETCA Ha Kaxkabli
apXuBHbIA GOHA. B HEem y4MTbIBAlOTCA BCe MOCTYN/JEHMA M BblObITUA OMUCAHHLIX U HEOMUCAHHbIX
AOKymeHTOoB $oHAa.

JIncTbl GOHAOB XPaHATCA B MOPAAKE BO3pacTaHWMA HOMEPOB apXmBHbIX GOHAO0B. JIMcTbl GOHAO0B
bopmupyloTCA B 410, K KOTOPOMY COCTaB/AETCA INCT-3aBEPUTESNb.

B nnucTe-3aBepuTene yKkasbiBaloTcA obliee KOMYeCcTBO INCTOB AOKYMEHTOB, BK/OYEHHbIX B AEJ10,
HayaNbHble U KOHeYyHble HOMEepa apXMBHbIX GOHAOB, 06llee KOAMYECTBO apXMBHbIX GOHAO0B, /UCTbI
KOTOPbIX BK/IOUYEHbI B AeN10.

9.3.5. B geno ¢oHAa BKAOYAETCA KOMMIEKC AOKYMEHTOB (MCTOpUYECKME M TemaTuuyeckue
CNpaBKK, AOrOBOPbI O Nepefaye AOKYMEHTOB Ha NOCTOAHHOE XpaHeHWe, aKTbl MPOBEPKU Hannuua u
COCTOAIHMA AOKYMEHTOB, aKTbl O TEXHUUYECKMX OLUMBKAX, aKTbl MpUema 1 Nnepeaayn, akTbl BbiAENEHUA Aen
N OOKYMEHTOB K YHUUTOXEHWIO, aKTbl 06 yTpaTe M aKTbl O HEMCMPaBMMbIX MOBPEKAEHWUAX, aKTbl 06
O0BHapy»KeHNN AOKYMEHTOB, aKTbl PacCeKpeuymMBaHWA U Apyrue AOKYMEHTbl, OoTpakatowme paboTy c
¢$OoHAO0M) NO UCTOPUM Cyaa M apxmMBHOro ¢poHAa, 06beaUHEHHOTO apxXMBHOTro GpoHAa.

9.3.6. na noegMHUYHOro 1 CYMMAPHOro y4eTa apxXmnBHbIX AOKYMEHTOB, 3aKpenaneHnAa nopAagKka nx
cncremaTtmnsauumun, yydyeta W3MEHEHUI B COCTaBe U obbeme APXMUBHbIX OOKYMEHTOB COCTaBAAETCA ONUCb
Aen, onncb 3N1EKTPOHHDbIX Aen.

9.3.7. Cnucok ¢poHaoB (npunoxkeHne N 17 K HacToawelh WMHCTpPyKLMM) BeaeTcs B apxuBe cyaa,



XpaHALWEM AOKYMeHTbl bonee yem ogHoro ¢poHaa. Karkabiit apxmBHbIM GOHA BKAOYAETCA B CMMCOK
$OHOO0B TO/NLKO OAMH pa3 Mpu NepBOM MOCTYNAEHUU apXMBHbIX AOKYMEHTOB YKasaHHOro ¢oHaa.
Kaxgomy ¢oHay npuceamBaeTcs WMHAMBUAYabHbIA HOMEpP, KOTOPbIA COXPaHAETCA 3a HMM BO BCEX
YYETHbIX AOKYyMeHTax. Homepa doHaam npuceBamBatoTcs B BaJIOBOM Nopsaake.

B cnyuyae nepenaum apxmsHoro poHaa B APYroi apxms, BKAOYEHUA ero B COCTaB 06beAMHEHHOTO
apxuBHoro ¢oHAa WAW BblAeNeHUA BCeX [AOKYMEHTOB K YHUYTOXEHUIO ocBoboauBlumiica Homep
Apyromy apxvsHomy GpoHAy He NpUcBanBaeTCs.

ObbegunHeHHble apxuBHble (OHAbI YYUTHIBAOTCA Ha O6WMX OCHOBaHUAX. Ob6beanHEHHOMY
apxusHomy ¢oHay, 06pa3oBaHHOMY M3 apxMBHbIX (OHZOB, PaHEE YYTEHHbIX CaMOCTOATE/bHO,
np1cBanBaeTCcA HOMEpP 04HOO M3 apPXMBHBIX GOHAOB, BKNHOYEHHDBIX B €r0 COCTaB.

Homep apxmBHOro poHAa cyna - UCTOYHMKA KOMIMIEKTOBAHMSA roCyAapCTBEHHOMO apXmBa BHOCUTCA
B CNMCOK $OHA0B No4 HOMEPOM, KOTOPbI MPUCBOEH eMy B rocy4apCTBEHHOM apxuBe.

HasBaHue apxnBHOro ¢poHAa BHOCUTCA B CMUCOK POHAOB HAa OCHOBAHMM UCTOPUYECKOM CNPABKK K
$OoHAY MU TUTYNILHOTO IUCTA ONUCU AEN, ONUCK S/IEKTPOHHbIX Ae.

HasBaHue apxuBHOro ¢oOHAa COCTOMT W3 TMOMNHOrO HAUMEHOBAHWA Ccyda C YKasaHMeM ero
MECTOHaXOXAEHMA, JaT CO3JaHMA U AUKBUAAUMM. ECAM HaMMeHOBaHME M3MEHANOCb, TO B CrMUCKe
$OHA0B yKa3blBaeTCA ero nocnefHee Ha3BaHMe B paMKax Nepuoaa, 3a KOTOPbIA NMPUHATbI AOKYMEHTbI.
Bce npeaplayLime UsmeHeHMsa B HAaMMEHOBaHMM OTMeYatoTea B incte GpoHAa.

HasBaHWe 06beAMHEeHHOro apxmBHOro GoHAAa COCTOUT U3 0606LLEHHOTO Ha3BaHMA BK/IIOYEHHbIX B
Hero apxmeHbIX ¢GOHAOB. B nMCT doHAA BKAOYAIOTCA BCE HAMMEHOBAHMUA CYA0B, AOKYMEHTbl KOTOPbIX
BK/IlOYEHbI B 06 beANHEHHbIN POHA,.

EXerogHo K cnucky ¢oHA0B COCTAaBAAETCA UTOroBas 3anmMcCb O KOJIMYECTBE apXMBHbIX GOHAOB,
NOCTYNMBLUMX M BbIObIBLLUMX B TEYEHME roda, M 0BLEemM KONMYecTBe apXMBHbIX GOHA0B, HaXOAALLMXCA Ha
XPaHEHMM B apXMBe MO COCTOAHMIO Ha 1 AHBApA, CeAyoWero 3a OTYETHbIM FoA0M.

Cnucok ¢oHAOB MoAIMBAETCA B TBepAylo OBJ0XKKY, NIMCTbl HYMEpYIOTCA, COCTaBAAETCA JIUCT-
3aBepuTenb.

9.3.8. [InA peructpauumn onucein Aen, onucel aNeKTPOHHbIX e, YYeTa UX KOMYecTBa W CoCcTaBa
BEAETCA peecTp onucei gen, LOKYMEHTOB.

B peectpe onucemn ¢MKCMpy+0TCﬂ OCHOBHble OdaHHblE MO COCTaBy KaH(AOVI onucn agen, onucum
9/1IEKTPOHHbIX Aen: Homep d)OH,EI,a, HOMep onucu, sna OOKYMEHTOB, BK/IKOYEHHbLIX B ONUCb, KONNYeCTBO
eaAnHUL, XpaHeHnA, KONN4ecTBO INCTOB B ONMUCKU U ee IK3eMNJIAPOB.

9.4. YuyeTHble 6a3bl AaHHbIX BEAYTCA NPU HAMYMK B Cyae TEXHUYECKUX U NMPOrPaMMHbIX CPeaCcTB
HapaBHe ¢ 06A3aTeIbHbIMWN APXMBHBIMU YHETHBIMU AOKYMEHTAMM.

9.5. ApxXMBHble Yy4YeTHble AOKYMEHTbl, B TOM 4MCAe MO OZHOMY 3K3eMNAapy Onucu gen,
Pa3sMeLLaloTCa B MOMELLEHUN ANA XPAHEHMA YYETHbIX AOKYMEHTOB MM Ha OTAE/NbHOM CTeNNake B
paboyelt KomHaTe paboTHMKA, OTBETCTBEHHOTO 3a paboTy apxmBa cyaa.

BTOpOﬁ aK3emMnaAap onuncn aen pasmMmellaeTtca B apXMBOXpPaHUULLLE 060c061eHHO OT eanHunL,
XPaHEHUA.

9.6. ApxuBHble Yy4yeTHble JLOKYMEHTbl, KpPOMe Onucel fef, ONuCel 3/EeKTPOHHbIX e,
npegHasHayaloTca ANs CAyKebHOro nosib3oBaHWMA M MOJIb30BATENIAM APXMBHLIMU AOKYMEHTaMU He
BbIZAIOTCA.



9.7. Yver nocTtynneHnAa wu BblObITHSA Aen, OOKYMEHTOB B apxmBe Cyda OCYLEeCTB/IAETCA Ha
OCHOBaAHUMU:

ONUCK Aen, OMNUCKM 3NEKTPOHHbIX Aen cyaebHbix Konanerui, cyaebHbIX coCTaBOB, MOCTOAHHbIX
CyAebHbIX MPUCYTCTBUIM, CTPYKTYPHbIX NOoApa3ae/ieHnit 1 roaoBoro pasaena CBOAHOM onucu aen, onucu
3/IEKTPOHHbIX JOKYMEHTOB;

HOMEHKANATypPbl NMPU OTCYTCTBUM OMUCEN Aen, ONUCein 3NeKTPOHHbIX Aen cyaebHbIX Koanerum,
cyAebHbIX COCTaBOB, MOCTOAHHbIX CyAeOHbIX MPUCYTCTBUM, CTPYKTYPHbIX NOAPa3AENEeHUN;

aKTa O TEeXHMYeCKUX oWwMbKax B YYEeTHbIX JOKyMeHTax (npunoxkeHne N 19 K HacToAweMn
NHCTpYKLMN);

akTa 06 O0O6HapyXeHMM [OKYMEHTOB, He OTHOCAWMXCA K JaHHOMY OHAY, HeyuTeHHbIX
(npunoskeHume N 20 K HacToswen MHCTpyKumn);

aKTa 0 HEOBOHAPYKEHUU aPXUBHbBIX LOKYMEHTOB, NMYTM PO3bICKA KOTOPbIX MCYepnaHbl (NpuioxKeHne
N 21 K HacToAweln NHCTpyKuuK);

aKTa npuema-nepenaym apxvMBHbIX AOKYMEHTOB Ha XpaHeHue (npunoxkeHue N 22 K HacToAllei
NHCTpYKLMN);

aKTa O HEUCMPaBMMbIX NMOBPEKAEHUAX apXMBHbIX OOKYMEHTOB (npuaoxeHne N 23 K HacTosLien
NHCTpYKLMN);

aKTa O BbIAENEHUM K YHUYTOXKEHMIO apXUBHbIX AOKYMEHTOB, He nogJjexKawmx XpaHeHuto
(npunoskeHune N 13 K HacToswen UHCTpyKUMK).

9.8. Ha oCHOBaHMW AOKYMEHTOB, YKa3aHHbIX B MyHKTe 9.7 HactosAwein WMHCTpyKuuu, BHOCATCS
HeobxoMmble U3MeHeHMUA B 0053aTeNIbHble apXMBHbIE YYEeTHblE JOKYMEHTbI:

B KHWUTY y4dyeTa noCTynneHuna u BblObITUA aen, AOKYMEHTOB U B JIUCT (I)OHLI,a - Npn Kaxagom
M3MEHEHMN B COCTaBe N obbeme dPXUBHbIX AOKYMEHTOB,

B CNUCOK GOHAOB - MpM MOCTYN/JEHUM HOBOrO apxumBHoro ¢oHAa uauM BbIGLITUM Bcex Aen,
OOKYMEHTOB HaxO4MBLUErocs Ha XpaHeHWW apxmBHoro ¢oHaa. B rpade "OTmeTKa o BbIObITUM dOHAA"
cnucka GOHOOB YKasbiBaeTcs MecTo (agpec) BbIObITUA apxMBHOrO GOHAA, a TaKXKe AaTta U Homep
[OKYMEHTa, Ha OCHOBAHMM KOTOPOTO OH BblbbI;

B peecTp onucen gen - npy NOCTyNJAeHUN HOBOW ONUCK AeN NAN BblObITUM BCEX €4MHUL, XPaHEHMA
HaxoauBLWENCA Ha XpaHeHUW onucu. Homep BbIObIBWEN ONMCKM APYrMM OMUCAM e/, OnucAM
SNEKTPOHHbIX A&/l HE NPUCBAMBAETCA N OCTaeTcA CBOOOAHbIM;

B onnucn pgen, onnuCum 3NEKTPOHHbIX Aen - NpU KaxXaom noctynaeHnn m (MI'IM) BblObITUM aen,
AOKYMEHTOB, 3/1IEKTPOHHbIX aPXMUBHbIX €N, YH4TEHHbIX B AaHHOﬁ onucu.

CooTBeTCTBYIOLLME N3MEHEHMA BHOCATCA BO BCMOMOraTe/IbHbI€ apXMBHbIE YHETHbIE AOKYMEHTbI.
10. MpoBepKa HaNNUMA U COCTOAHUA AO0KYMEHTOB (3/1eKTPOHHbIX
Aen) B apxuee cyaa, NOPAAOK Nepeaayumn apxXmBHbIX AOKYMEHTOB

npu cMeHe npeaceaaTens cyaa

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

10.1. ApxuBHble AOKYMEHTbI MPOBEPAIOTCA Ha NpeameT UX GAaKTUYECKOro HaMumns U GpU3nMYecKoro



cocTosfHMA (Aanee - NpoBepKa HaMumMA) B NIaHOBOM NopAaake.

MpoBepKka HaAWuMA  apXMBHbIX  [JOKYMEHTOB MPOBOAMTCA  KOMWUCCMEN, HasHadaemol
npeacegatenem cyga, B COCTaB KOMUCCMM 06s3aTenbHO BK/OYAETCA PabOTHMK, OTBETCTBEHHbIN 3a
paboTy apxmBa cyaa.

MpoBepKa HanUMuMA apXMBHbIX [OOKYMEHTOB PaMOHHbIX, TOPOACKUX, MEMKPAMOHHbIX CyA0B
NPOBOAMTCA C y4yacTvem pPabOTHMKOB COOTBETCTBylOWEro ynpasneHus CyaebHoro genapTameHTa B
cybbeKTe Poccuiickonn Pepepauniu.

10.2. MNpoBepKa HaANYMA NPOBOAMUTCA:

B CPOKM, YCTAHOBNEHHbIE NpeaceaaTenem cyaa, Ho He perke 0AHOro pasa B 5 et (B Tom umncne ¢
nomeTkol "[na cnyskebHoro nonb3osaHma");

npu cMeHe npeacegartensa cyga, pykoBoauTens apxusa (paboTHWKA, OTBETCTBEHHOrO 3a paboTy
apxuBa);

npyv MOArOTOBKE apXMBHbIX AOKYMEHTOB K Mepejaye B rocydapCTBEHHbIM apxue (ansa cyaa,
BbICTYMNAOLLErO MCTOYHNUKOM KOMM/IEKTOBaHUSA);

Nnoc/je MacCoBOro NepPeMeLLEHNA apXMBHbIX OKYMEHTOB, YPe3BbIYaMHOM CUTYaunUn U (Man) Apyrux
06CTOATENBCTB, B PE3Y/bTaTe KOTOPbIX OHU MOAK Bbl BbITb YTPAUEHbl UM NOBPEKAEHbI;

npv peopraHnsaumm cyaa.

10.3. MNMpoBepKa HaAnMuMAa SOKYMEHTOB NPOBOAUTCA NOCPEACTBOM BU3YaslbHOMO OCMOTPA eaAnHML,
XPaHEHUSA M CBEPKM ONMMCcaTeNbHOM CTaTbM ONKUCK e C 3aro/I0OBKOM (onuMcaHnem) Ha 06103KKe eANHULbI
XpaHeHuA.

10.4. MNposepKa HaNNYMA 4OKYMEHTOB BK/OYAET:
BbIBEPKY apPXUBHbIX YYETHbIX LLOKYMEHTOB M YCTPAHEHWNE BbIABAEHHbIX B HUX HETOYHOCTEM;

ycTaHoBneHe GaKTUYECKOrO HAIMYMA eAMHUL, XPaHEHNA B COOTBETCTBUM C aPXMBHBIMU YYETHBIMU
OOKyMeHTaMu;

BbISIB/IEHNE HeNpPaBUAbHO 0GOPMIEHHbIX eAUHUL, XpaHeHuA (gen);

BblSIBIEHME M MNOCTAHOBKY HA YyYeT AOKYMEHTOB W eAMHWUL, XpaHeHusa, Tpebytowmx ¢usmKko-
XMMUYECKON, NPOPUAAKTUIECKON /MK pecTaBpauMOHHO-NpodUnaKkTMYecKoi 06paboTky;

OpPraH13aLMio PO3biCKa OTCYTCTBYHOLLMX AOKYMEHTOB.
10.5. Mpu npoBepKe HaNNYUA JOKYMEHTOB HE06X0AMMO:
COXPaHATb NOPAAOK PACNOIOMKEHUA eAMHUL, XpaHEHWUA COrNAcHO Tonorpaduuecknm ykasatensam;

noOmMeLlaTb Ha MeCTa Haanexalwero xpaHeHua O6H3py>KEHHbIe BO BpemMA NpPOBEPKN HENPABUIBHO
pa3meLlleHHble egUHULbI XPaHEHUA,

M3bIMaTb C NOCAeAyIoLLeN N30AAUMEN OKYMEHTbI, AMHULbI XPaHEHWSA, 3apayKeHHble NJECEHbIO U
(nnn) gpyrumm 6MoNOrMYECKUMM BpeaUTENS MM (A1 AOKYMEHTOB Ha BymarkKHOM Hocutene);

npoctaBnatb otmeTky "MPOBEPEHQO" c yKasaHMem Homepa M AaTbl aKTa NPOBEPKU B KOHLE
NpoBepeHHON onucK gen.

10.6. No pe3ysibTaTamM NpPpoOBEPKU HANNYNA OOKYMEHTOB OO0/TKHbI 6bITb COCTaBNEHDI U noanucaHbl



KoMuCCHeNn, a 3aTeM yTBEPKAeHbl Npeaceaatenem cyaa:

aKT MPOBEPKU HANNUYMA U COCTOAHUA apPXMBHbIX AOKYMeHTOB (npuaoxeHue N 24 K HacToAwen
NHCTpyKLMK);

aKT O TeXHUYEeCKMX OLWMUbKax B Yy4YeTHbIX JOKyMeHTax (npunaoxenne N 19 K HacTosLei
MHCTPYKLMM), KOTOPbIA COCTaBNAETCA B C/yvyae BbIABAEHUSA HECOOTBETCTBMA 3anucell B apXMBHbIX
YYETHbIX JOKYMeHTax GaKTUYeCKOn HPopmaumu;

aKT 06 0BHApYXEHUU APXMBHbIX LOKYMEHTOB, HE OTHOCALLMXCA K AaHHOMY POHAY, HEeYUYTEHHbIX
(npunoxkeHne N 20 K HacTosAwel MHCTPYKUMM), KOTOpbIA COCTaBAseTca B caydyae oOOHapyMkKeHus
HEeYYTEHHbIX aPXMBHbIX JOKYMEHTOB, HE OTHOCALMXCA K AaHHOMY GOHAY.

I'IpOBepKa Haan4ynAa OOKYMEHTOB CHUTAETCA 3aBepLU€HHOﬁ nocne yTeBepxAaeHnAa akKTa NpPoBEPKU
Ha/lM4na “n COCTOAHUMA QaPXUBHbLIX [AOOKYMEHTOB, Nocne BHeCeHUMA MO pe3y/sibTaTaM MNpPOBEPKU
HeO6XOLI,VIMbIX M3MEHEHUN B dpPXUBHble y4eTHble AOKYMEHTbI.

10.7. Echv npoBepKoi HannMunA AOKYMEHTOB YCTAHOB/IEHO OTCYTCTBME AOKYMEHTOB, AOJI}KEH ObITb
OpPraHn30BaH MX PO3bICK, MPOBOAUMBIA B TEYEHME OAHOIO rofa C AaTbl BbIABAEHUA WX OTCYTCTBUS.
JonyckaeTtca npogneHne CpoKa pPo3biCKa AOKYMEHTOB Ha 1 roa.

B cnyuyae oTpuuaTeNbHbIX Pe3yAbTaTOB PO3bICKA COCTABAAETCA aKT O HEOOHAPYKEHUN apXMUBHBbIX
AOKYMEHTOB, MyTW pPO3biCKa KOTOPbIX McuyepnaHbl (NpunoxkeHne N 21 K Hactoawen WHCTpyKumm),
yTBEPKAAEMbIV NpeacedaTeniem cyAa MO COIAacOBaHWMIO C 3KCMepTHOM Komuccuer cyaa. K akrty
npunaraetca crnpaBka O MPoOBeAeHMM po3bicka. Cya - UCTOYHUK KOMMNNEKTOBAHMA rocyAapCTBEHHOMO
apxuBa B c/yyae HeobHapyKeHUA LOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxmBHoOro ¢poHaa Poccuiickoi
depepaunn, AoMKEH NPeACTaBUTb aKT O HeOOHapyXKeHWWM apXMBHbLIX OOKYMEHTOB, MyTWM PO3bICKa
KOTOPbIX McYepnaHbl, B COOTBETCTBYIOWMIA TOCYAaPCTBEHHbIN apXMB WAW YMNOJHOMOYEHHbIA OpraH
NCNOSIHUTENbHON BRacTn cybbekTa Poccuiickon Pepepaumnn B chepe apxMBHOro gena Ana NpUHATUA
peleHna 0 CHATUM YTPaYeHHbIX eUHUL, XPaHEHUA C yyeTa.

10.8. ApXmBHbIA OOKYMEHT, COCTOAHME KOTOPOro MCKAOYAET BO3MOMKHOCTb BOCCTaHOB/IEHUA €ro
MaTepMabHOTO HOCUTENA U UCMO/Ib30BaHUA (BOCMPOU3BELEHUA) COAEPKALLENCA B HEM MHPOPMaLuu,
NPU3HaAETCA HEMCNPABUMO MOBPEXAEHHbIM.

10.9. MNpu BbIABNEHUMN HEUCMPABMMO NOBPENKAEHHOTO aPXMBHOMO AOKYMEHTA COCTABNAETCA aKT O
HEMCNPABUMbIX MOBPEKAEHUAX aPXMBHbIX AOKYMEHTOB (npunoxeHue N 23 K HacToslen UHCTpyKuun),
KOTOpbIN yTBEPKAAETCA NpeaceaaTeNem cy[a No COrNacoBaHUIO C IKCNEPTHOM KomuUccuei cyaa.

B cny4yae BbIABNEHMA HEMCNPABUMO MOBPEXAEHHOrO AOKyMeHTa ApxmBHoro ¢oHaa Poccuiickoi
CDe,u,epau,MM dKT O HeucnpaBMmom noBpexaeHUn apXmMBHbIX OOKYMEHTOB HanpaBadeTrca Ha
paccmoTpeHue MK apxMBHOro y4ypexaeHMa Nocae COrnacoBaHMA C 3KCMepTHOW Komuccuein. Mocne
BblHECEHUA peleHnA O NPU3HaHUKU QapPXMBHOTO AOKYMEHTa HeucnpaBMMoO MnoBpexXAeHHbIM aKT
yTBepKAaeTcA npeacegarenem Cyga M COOTBETCTBYIOLWME M3MEHEHUA BHOCATCA B apXMBHble y4eTHble
AOKYMEHTbI.

10.10. MNpn cmeHe npeacepaTens cyfa npuem-nepesaya apxMBHbLIX LOKYMEHTOB, apXMBHBbIX
YUYETHbIX [AOKYMEHTOB WM CMNpPaBOYHO-MOMCKOBbLIX CPeAcTB K HMM (danee - npuem-nepegaya gen)
OCYLLECTBNAETCA KOMUCCUEN, Ha3HaYaeMoW npeaceaatenem cyaa.

Mpu npueme-nepenayvye gen NpPoBOAUTCA CMAOLWHAA WU Bbl60p0‘-IHaF| NPOBEPKA HaAn4ymAa "
COCTOAHMA AOKYMEHTOB, apPXMNBHbIX YH4ETHbLIX JOKYMEHTOB U CMPaBO4YHO-NMOUCKOBbIX CPEACTB.

Mpuem-nepegaya aen opopmaaercsa aktom (npunoxeHume N 38 K HacToawwen UHCTpyKuun).

11. OpraHusauma UCcNosnb3oBaHMUA JOKYMEHTOB apX1Ba



11.1. Micnonb3oBaHMe AOKYMEHTOB apX1Ba CyAa NPOBOAMTCA TO/bKO C paspelleHna npeaceaarens
cyaa (ynoNHOMOYEHHOro UM 3aMecTUTens).

PaboTHUMK, OTBETCTBEHHDIV 33 paboTy apxmBa cyaa:
BblaaeT AOKYMeEHTa/IbHble MaTepUnaabl B CTPYKTYPHbIE NOApPa3aeneHnA;

HanpasaAeT Ha OCHOBAaHUWN MUCbMEHHOIO 3anpoca MaTtepuanbl B Apyrme opraHbl, opraHn3aumn 1
ydpexaeHunA no ykasaHuto npeacenartena cyaa;

MHd)OpMMPYET npeagcenartena cyaa o CoCraBe U coaepaHnm OKYMEHTA/IbHbIX MaTepPUaios,
BblAaeT CNPaBKN U BbIMUCKN U3 aPXUBHbIX JOKYMEHTOB.

11.2. Bblgaya eauHUL, XpPaHEHUA U3 apXMBOXPaHWAWULLA NOANEKUT 0bsA3aTesNlbHOM dUKcauun B
KHUTE BblauyuM eAuHWL, XPaHeHWA BO BPeEMeHHOe MNoJsb3oBaHMe (npunoxeHnuve N 27 K HacToALlei
NHCTpYKLMN).

(n. 11.2 B pea. Mpwukasa CygebHoro genaptameHTta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.3. Bblgauy Aen Ha ByMarKHOM HOCUTENEe M3 apXMBOXPaHMAWLWA M NpUem ux obpaTHO, B TOM
yucne B Cly4yae HeobXxoOMMOCTM MONUCTHYIO MPOBEPKY HANMUYMA M COCTOSHMA [OKYMEHTOB nepep
BblJayel M3 apXMBOXPaHWAMLLA M NPWU BO3BpaTe, NPOM3BOAMT PAabOTHMK, OTBETCTBEHHbIN 33 paboty
apxuBea cyaa, B NPUCYyTCTBMM IMLA, MOAYYaloLLEro (Bo3BpaLLalowWwero) aena.

B cnyyae ecnm nocne Bo3BpalleHMa gena paboTHMKOM, OTBETCTBEHHbIM 33 PaboTy apxuBa cyaa,
BbISIBJIEHO M3bATME, MOBPEXAEHME MATEPUASIOB Ae/la, a TaKKe BHECEHWE B HWUX MWCMPaBAEHUN U
OONUCOK, 06 3TOM HeameaNUTeNbHO coobLaeTca npeaceaaTento cyaa Uan ero 3aMecTuTento.

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

11.3.1. EAWHWMUbLI XpaHEeHWA, BblAaBaemble BO BpeMEeHHOe [MO0/b30BaHue, [AO0/XKHbl MMETb
apxXvBHbIM  WNPP, NPOHYMEPOBaHHble JIUCTbl, JIMCT-3aBepuUTeNb Jefla WU JAUCT  MUCMNOJIb30BaHMA
AoKymeHToB (NpunoxeHne N 28 K HacToawen NHCTpyKLmm).

Bblgaya eanHUL, XpaHEHUA, HAaXO4ALWMXCA B HEyAOBAETBOPUTENbHOM GU3NYECKOM COCTOAHUM U
He npoLeawnx TeXHUYECKoro oGopMIEHUSA N ONMUCAHUA, MOXKET ObITb OrpaHUYeHa.
(nn. 11.3.1 B pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

11.3.2. NoAarotoBKa apXMBHbIX 4OKYMEHTOB K BblAa4ye U3 apXMBOXPaHU/IMLLA BK/IOYaET:
BblEMKY apPXUBHbIX AOKYMEHTOB,

CBEPKY apXMBHOTO Wndpa 1 3aro0BKOB C ONUCHIO AeN;

npoBepKy GM3NYECKOro COCTOAHMA aena.

11.3.3. DNeKTPOHHbIe AOKYMEHTbI BblAAOTCA M3 apXMBOXPAHMAWLLA B BUAE 3NEKTPOHHbIX KOMMUIA
WM KOMWIA Ha BYMaXKHOM HOCKTesle, KOTOpble CO34at0TCs Ha OCHOBE paboyero ak3emnasapa KoHTelHepa
3/1IEKTPOHHOIO AOKYMEHTa. Ha apXMBHbIX KOMUAX, BK/AOYAsA apXMBHble KOMUWU Ha BymaxKHOM HocuTene
3/IEKTPOHHbIX JOKYMEHTOB, apxMBHble WKdpPbl NPOCTAaBAAIOTCA Ha 060pPOTe KarKAOro AMCTa apxXWMBHOM
KOMWM, a 3aBepuTeIbHasA HaAMUCb U OTTUCK NeYaTu - Ha 0bopoTe NocegHEro AMcTa Konuu.

Mo 3anpocy /vL, MMEKWUX MPaBO Ha MNOAyYeHUEe KOMUIM [OKYMEHTOB, M NPU HaaMuyum
TEXHUYECKO BO3MOMKHOCTU apXMBHbIE CNPAaBKK (BbIMMUCKM) MOTYT BblAABaTbCA B 3/1EKTPOHHOMN Ppopme Ha
3/1eKTPOHHOM HocuTele NMMBO NepecbiNaThcA No MHGOPMALMOHHO-TENEKOMMYHMKALMOHHbIM CETAM.

DNEKTPOHHbIE apXMBHble CNPaBKU (BbIMMCKKN) 3aBepAIOTCA 3N1EKTPOHHOM NoANUCbIO NpeacenaTens



cyAa Unun ero 3amMmecTtmutena.

daKT BblAAYN KOMUIA INEKTPOHHbIX AOKYMEHTOB PUKCMPYETCA B KypHane BblAaYM 3NEKTPOHHbIX
[AOKYMEHTOB.

Jdoctyn cygeit M pabOTHMKOB Cyda K 31EKTPOHHbIM [AOKYMEHTAM apxvBa MpPU HaanNuyuu
MHOOPMALMOHHOM CUCTEMBI MOMKET OCYLLLECTBAATLCS HENOCPEACTBEHHO C Paboynx MecT B COOTBETCTBUM
C YCTAHOBAEHHbIMM NPMKA30OM NpeaceaaTtess cyaa npaBamm A40CTyna K AOKYMEHTaM.

Mo peweHnto npeacenatena cyaa apxme cyaa MOXKET NpeaocCTtaB/iATb CyabAm U pa6OTHMKaM Ccyaa
91IEKTPOHHbIE AOKYMEHTbI NO NIOKanbHOW cetu cyaa. B aTom Cnydae Begerca 3ﬂ6KTpOHHbIl\/‘I KYPHan y4eTa
Bblga4n 3NEKTPOHHbLIX AOKYMEHTOB U3 apxuBa, B KOTOPOM d)MKCMpyIOTCFII AaTa Bblaayn, d)aMVIIWIﬂ,
MHUNUMaNbI 3anNpoCuBLUEro AOKYMEHT, Ha3BaHUE CTPYKTYPHOro noapasaeneHmna, 3arosloBok n yHETHbIVI
HOMep BblAaHHOTO AOKYMEHTa.

11.3.4. loKyMeHTbI BblAAIOTCA U3 apXMBOXPAHUANLLA Ha CPOK, HE MPEBbLILIAOLWMNA:
OZLHOTO MecALa - AN UCMONb30BaHNA CyaAbAMM, pabOTHUKaMU cyaa;
LIeCTM MecALEB - CyAebHbIM, NPAaBOOXPAHUTENbHbLIM U MHBIM YNOJHOMOYEHHbIM OpraHam.

NpopneHne yCTAHOB/IEHHbIX CPOKOB BblAauM [OOKYMEHTOB [OMNYyCKaeTcA C paspeleHua
npeacenatenAa cyga Ha OCHOBAHUKUM OOKYMEHTa (I'IVICbMa, CﬂyH-(E6HOV1 3ar|14c+<v1) nonb3oBaTtesia o
noatTeepXgeHnn obecnevyeHus COXPaHHOCTUN AOKYMEHTOB.

11.3.5. Bblgaya apxMBHbIX [JOKYMEHTOB BO BpPEMEHHOE [M0Jib30BaHWe cyAaebHbIm,
NPABOOXPAHUTEJNIBHBIM W WHBIM YNOJIHOMOYEHHbIM OpraHam MPOU3BOAUTCA HA OCHOBAHMW aKTa O
BblJaye apXMBHbIX AOKYMEHTOB BO BpemMeHHOe MoJib3oBaHWe (npunoxkeHne N 25 K HacTosuleit
MHCTpyKuMK). Mpu HanpaBAeHUW 3anpaliMBaeMbiX apPXMBHbLIX OOKYMEHTOB MOYTOM MAW APYTMMU
Bugamm cBasm B rpade "MpumedvaHua" aKkTa yYKasbIBAlOTCA PEKBU3UTbI [AOKYMEHTa-3anpoca U
CONPOBOAUTENBHOIO MUCbMa CyAa, a TaKKe PEKBM3UTbl BXOAALLErO AOKYMEHTA, KOTOPbIM OHWU Gblnn
BO3BpaLleHbl. B 3ToM c/lydae npocTaB/ieHMe noAanucyu paboTHUKa opraHMsaLMmU-NosyyYaTena B aKTe He
TpebyeTcs.

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

Bblgaya apxMBHbIX JOKYMEHTOB CyAbAM, PYKOBOAUTENSAM CTPYKTYPHbIX MOApasgeneHuid cyaa B
Lenax peanusauum ux cayebHbix 06s3aHHOCTEM NPOM3BOAMTCA NMPWU COrnacuuM npeacepaTtens cyna
(3amecTuTens npepcenartens cyfa) Ha OCHOBaHWUM CAYKeBHOM 3aNUCKM Ha BblAavy eaUHNULL XPaHEHUS.

Jlnuo, nonyymeLlee apxXMBHOE AeN0, OTBEYAET 3a €ro COXPaHHOCTb.
(nn. 11.3.5 BBeaeH Npukasom CyaebHoro aenaptameHTa npu BepxosHom Cyge PO o1 09.01.2024 N 1)

11.4. Ha mecTo BblAaBaeMbiX €AMHUL, XPaHEeHMA UM Oonucel g[en L[AOMXKHA NomeLwaTbecA
(nopknapgpiBaTbCcA) KapTa-3amecTUTeNb eAuHUUbI XpaHeHua (npunoxenne N 29 K HacToAllein
NHCTpyKumK). Mpu BO3BPALLEHUWN €AUHULbI XPAaHEHUS KapTa-3aMecTUTe/lb M3bIMAETCA U XPaHUTCA A0
MWHOBAHMA HaZobHOCTU.

(n. 11.4 B pena. Mpwukasa CyaebHoro aenaptameHTta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.5. Bblgaya HaxoasWMXca B apxuBe CyAebHbIX Aen (MHbIX MaTepuanos) 417 O3HAKOMJIEHWS
NINLAMM, yYacTBYHOLWMMKN B Aene, UX NPeACcTaBUTENAMM, @ TaKXKe MHbIMU AULAMWU OCYLLECTBAAETCA B
nopsake, yCTaHOB/MIEHHOM MpeacefaTenem cynad, Ha OCHOBAaHUM WX MUCbMEHHOro 3asABAEHMA U MNpU
npeavABAEHUN LOKYMEHTOB cornacHo npunoxeHmam N 1 K uHctpykumam N 36, N 161, N 224, N 225.

(n. 11.5 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 14.06.2022 N 97)

11.6. OsHakomsieHMe C cyaebHbIM [enoM  OO/KHO  MPOM3BOAMUTLCA B CMeuuasbHo
060pyfOBaHHOM A5 3TOM LM NMOMELLEHUU cyaa B MPUCYTCTBUM PabOTHMKa apxuea cyfa (MHoro



YyNOAHOMOYEHHOrO paboTHMKA annapata cyda) B YCNOBMAX, KOTOPble WCKAOYAOT  U3bATHE,
NOBPEXAEHUE, YHUUTOXKEHNE MATePUaNoB Ae/, a TaKKe BHeCeHWEe B HWX MUCMPaBAeHU U AOMMUCOK,

nepeaavy Ux Apyromy auuy.

O6 o03HaKOMJIEHMM C [eNoM fenaeTcA OTMETKA B JINCTE UCNOMb30BaHMA [OKYMEHTOB
(npunoskeHne N 28 K HactoAwen MHCTpyKummn). Mpu oTKase anua, O3HAKOMMBLUEroca C AEN0M, OT
nognucu, 3anmcb 06 03HAKOMIEHMM C AENOM NPOU3BOANTCA PAabOTHUKOM apxuBa cyaa.

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

11.7. O3HaKOMANEHWE MLAMM, YYaCTBYIOWMMU B Aefie, UX NPenCcTaBUTENAMM, a TaKKe UHbIMU
MLaMuK ¢ ayamosanucbio cyaebHoro 3acefaHus, npuobeHHoM K cyaebHomy aeny, Npov3BoAnUTCA Mo
MX MUCbMEHHOMY 3aAB/IEHMIO B NOpsAKe, NpeaycMoTpeHHom nyHKTamu 11.5 u 11.6 HactoAwed
MHCTPYKUMHK.

O3HakOM/JIeHMEe C aygMo3anucblo  CyaebHOro 3acefaHus NPoOU3BOAMTCA B CrelMasbHO
obopygoBaHHOM g1 3TOW LeAn NOMELLEHMM cyAa B NPUCYTCTBUM paboTHMKa apxvBa cyaa nyTem
NpeaocTaBAeHNA BO3MOMKHOCTU MPOCAYLWIMBAHMA COOTBETCTBYHOLLEN ayAMO3anMCKM C UCNO/Ib30BAaHMEM
HEeOHXOAMMbIX TEXHUYECKMX CPeACTB.

11.8. MpaBo Ha CHATUE KOMWUN AOKYMEHTOB C MaTepuasioB Aesia 3a CBOW CYET, B TOM 4ucie ¢
MCNONb30BaHUEM TEXHUYECKUX CPeACTB, MPeaoCTaBAAeTCA CAeAyIOWMM ANLLaM:

06BMHﬂeMbIM, OCYyXAEHHbIM, onpaBdaHHbIM, UX 3alLUUTHUKAM U NPeaCTaBUTENIAM,
notepneswnm,

rpaXgaHCKOMy WCTUY, €ro npeacTaBuUTeNt0 B YacTM  KOMUUA  NPOLECCYaNibHbIX  PeLleHni,
OTHOCALLMXCA K NPeAbABAEHHOMY UM FPaXKaaHCKOMY UCKY;

rpaskAaHCKOMY OTBETUMKY W ero npeactaBuTeto B 4aCTM MaTepManoB YroJioBHOMO Aena, KoTopble
KacaloTCA rpa*KAaHCKoro UcKa;

CTOPOHaM U UHbIM NNUAM, y4aCTBYHOLWWNM B rpaXa4aHCKOM AeNe, a TakKXKe UX NnpeacraButenam;
nuam, y4actsyrowlmm B agMUHUCTPATUBHOM LENE;
nuam, y4acrteyrownx B gene 06 AAMUHNCTPATUBHOM MPaBOHapPyLWeHWNN;

peabuanTMpoBaHHbLIM NMLAM, @ C MUX COracuA WAM B C/y4ae MX CMepPTU - POACTBEHHMKAM
(vkamMBeHUaM) B YaCTM  O3HAKOMJIEHMA C MaTepuanaMum  MPEeKPaLLeHHbIX  YroNOBHbIX U
aAMMHUCTPATMBHBIX AeN U MOAYyYeHUs C HUX Konui (ctaTtba 11 3akoHa Poccuiickoli depepauym ot 18
oKTABPA 1991 1. N 1761-1 "O peabunutaumu XKepTs NOAUTUYECKUX penpeccuin).

YKaszaHHble AMLA CHUMAaKT KOMMM MO MUCbMEHHOMY 3afiB/IeHUIO B MOpAAKe, YCTaHOBAEHHOM
npeacegatenem cyaa UAuM cyabeid, npeaceaaTenbeTByoWmUM no aeny. JaHHoe NMCbMeHHOoe 3asB/eHue
C paspeluatolleit pesonoument npeacefatena cyaa Wan cyabW, npeaceaaTenbCcTBYIOWEro No Aeny,
noALmBaeTca B cyaebHoe Aeno, HaxoAAlleecs Ha XPaHEeHUN B apXmBe CyAa, U BHOCUTCA BO BHYTPEHHIOHO
onuch aena. B cnyvae npeabaAsaeHUA AOBEPEHHOCTU K Aey NpMobLILaeTca TakxKe ee Konus.

CHsTble 3a CBOM CYET KONuu ¢ maTepmanos cyp,e6Horo Aena, B TOM 4yncae C nOMOoLbo TEXHNYECKNX
cpeacTts, CygOM He 3aBepPAOTCA.

11.9. Bblgaya Konuii AOKYMEHTOB M3 cyaebHOoro aena, Haxo4ALLErocs B apxuBe cyda, AWLaMm,
y4yacTBYHOLWMM B Aefie, NPOM3BOAUTCA MO MX MUCbMEHHOMY 3aABAEHUI0 C paspelleHua cyabW, B
Npoun3BOACTBE KOTOPOro HaxoAunoCb AeNo, UAM npeacegatena cyga (yNnoNHOMOYEHHOro MM fivua).
BblAaya TakMX KOMWUI M3 cyaebHOro Aena UHbIM AULAM M OpraHM3aumnam npomnssoamuTca PaboTHUKOM



apxuBa cyga No NMCbMEHHOMY 3anpocy MW 3anaB/IEHUIO Ha OCHOBAHUWN pe3olouMn Npeaceaatens cyaa
WM YNOAHOMOYEHHOIO UM INLA, O YeM AEeNaeTcA COOTBETCTBYIOLLAA OTMETKA B XKypHasie perncrpaumm
BblJaHHbIX KOMWIA, BbINUCOK, AOKYMeHTOB (npunoxeHue N 35 K HacToAwlel MHCcTpyKumn).
(8 pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.10. BblgaBaemble cyaoM KonUW CcyaebHbiXx aKkToB (NPUroBop, pelleHwe, onpeaesneHue,
NOCTAHOBJ/IEHME, CyaebHbIN npuKas) OOJKHbI bbITb 3aBepeHbl nognucamm cyabu,
npeacenaTenbCTBYIOLWEro No Aeny, a B C/lydae ero OTCYyTCTBUA - npeacedatens cyfa (3amectutens
npeacepatens cyAa) WAM MHOTO YNOJHOMOYEHHOIO MM /MUa, CeKpeTapa cyda Anbo MHoro
YNO/NIHOMOYEHHOrO PaboTHWMKA annapaTa cy4a, a TakxKe repboBoi neuvatbto cyaa. Mpu 3aBepeHun
COOTBETCTBUA KOMUW cyaebHOro akTa NoAAMHHMKY Ha IMLLEBOIM CTOPOHE NOCAEAHEro ICTA NOL TEKCTOM
Konun cyaebHoro akta (Huke peksusmta "Moanuch") npoctasnstotcs wrtamn "Konusa BepHa"
(npunorkeHume N 30 K HacToAwweN MHCTpyKLUMK) U repboBan neyaTb cyaa.

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

MN3roToBneHne 3aBepeHHbIX KOMUIA CyAebHbIX aKTOB M MHbIX AOKYMEHTOB CyAa OCYyLLecTBAseTcA
YNO/NHOMOYEHHbIM PabOTHMKOM apxuBa cyda. B npaBom BepxHem yray nepBOro /iMcta AOKYMEHTa
npocTasnsetcs wramn "Konus".

11.11. Ecam Konusa LOKYMEHTA COCTOUT M3 HECKONIbKMX /SINCTOB, TO BCE JINCTbl AO/KHbI ObITb
NPOHYMEPOBAHbI, MPOLINTbI MPOYHOM HUTbIO, KOHLbI KOTOPOM BbIBOAATCA Ha OOOPOTHYI CTOPOHY
nocnefHero AINCTa Konuu AOKYMEHTA WMAM CKPennstoTcs CKoboin ¢ Mcnonb3oBaHMeM CTennepa; Ha
0bOpOTHOM CTOpPOHE MOC/AeAHEro /JICTa B MeCTax CKpenieHua Hak/jeuBaeTca bymarkHas HaKjelka C
3aBepuUTeNbHOM HaAMUCbIO "MPOHYMEPOBAHO U CKPENJeHO MeyaTbto JINCTOB, MOAMNUCH !
(npunoxkeHne N 31 K Hactoswel WHCTPyKUMM) C yKasaHMeM cyha, KOTOPbIM BblAAeTca Konwua
OOKyMeHTa. Moanucb ckpennsetca repboBoi nevaTbio cyaa. FepboBan nevyaTb CTaBUTCA TaKMM 06pasom,
4YTOObI YaCTUYHO 3aXBaTUTb OTPE3OK ByMaru, 3aKNenBatoLWMii KOHLbl HUTU IM6O MECTO CKpenaeHus.

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

11.12. B cnyyae ecau BblWECTOAWMIA Cya U3MEHWUN pelleHue cyda, Ha Konuu cyaebHoro akta
(npurosopa, peweHuns, onpeaeneHus, NOCTaHOBAEHMS, CyAebHOro NpMKasa) ob aTom AenaeTca oTMETKa.
Ha Bblaasaemoit Konum cyaebHoro akta paboTHMKOM apxvBa Cyda TaKsKe [efaeTcs OTMeTKa O JaTte
BCTYM/IEHNA €ro B 3aKOHHYIO CU/IY U YKa3blBAETCA, B KaKOM Aesie NOAWNT NOAJAUHHbIA AOKYMEHT U B
NPOW3BOACTBE KaKOro CyAa Haxoamnoch Aeno.

11.13. Konuu 3anpawimBaemblx cygebHbIX aKToB, KONMWM ayamosanucu cygebHbix 3acesaHuit, a
TaKKe apxuBHble cnpaBku (npunoskeHve N 34 K HactoAwen WMHCTpyKUMM) M3roTaBaMBaloTCA
paboOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxvBa CyAa, B CPOK, He MNpPEBbIWAWMA NATHAALATU
KaneHAapHbIX AHER, CO AHA NOCTYN/IeHNA COOTBETCTBYIOLLETO 3aABEHUA.

(n. 11.13 B pea. Mpukasa CyaebHoro agenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.14. V3roToBNAEHHbIE, HO He nony4yeHHble 3aABuUTeNneEm Konuu CyAE6HbIX dKTOB, MUCbMEHHDbIX
CNpaBoOK NepeaarTca ANAa OTNPaBKK NO noyTe.

Jlnuo, nonyymsliee Konuio CyAE6HOFO aKTa, OO/IKHO HanucaTb COOTBETCTBYIOLLYIO pPacnucKy. B
Cnhydyae HanpaBaeHnA KOoNUM AOKYMEHTa Mo noyte B AeNno nogwmnBaeTca KonuAa conposoauTesibHOro
nncbma C uUcxogawmm HoOmMepom U Fl,aTOl‘;I. Takxe penatotca COOTBETCTBYHOLUME OTMETKU B JIUCTE
MCcnonb30BaHNA JOKYMEHTOB.

11.15. Konuu cyzebHbIx akToB MOTYT 6biTb BblAaHbI (HanpasieHbl) MHbIM MLAM, YbW MHTEPECDI
HenocpeACcTBEHHO 3aTparMBatoTcA cynebHbIM aKTOM, C paspelleHusa npeacenaTeNnbCTBYOWErO CyAbM
UnAn npeacepatensa cyga (B cnaydvae oTcyTCTBMA - 3aMeCcTUTENA npeacenartens cyga) no NMCbMeHHOMY
3anBneHuto (npunoxkeHne N 32 K HacTosaleln MHCTPYKUMK), B KOTOPOM LONKHO ObiTb YKa3aHO, Kakue
npaBa UM 3aKOHHbIE MHTEPECHI 3TOTO IML,A HAPYLWEHbl STUMM CyAebHbIMU aKTamMu.

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



11.16. MNoBTOpHas Bblgaya KOMUI CyaebHbIX aKTOB (pelleHui, onpeaeneHuit, NpUroBopos,
nocTaHoBAeHUI, cyaebHbIX NPWKA30B) AMLAM, YYacTBYIOWMM B Aene, UX NpeacTaBUTeNsaM, a TaKXkKe
APYrMM NMLAM, YbW MHTEPECHl HEMOCPeACTBEHHO 3aTparMBakoTca cyaAebHbIM aKTOM, OCYLLECTBAAETCA MO
NX MUCbMEHHOMY MOTMBUPOBAHHOMY 3asAB/IEHUIO B YCTaHOBAEHHOM MpeaceaaTeniem cyaa nopsaake.

11.17. U3rotoBNeHWe M Bblgadya KOMUKW ayamos3anucu cyaebHoro 3acegaHma OCYLLEeCTBAAETCA Mo
NUCbMEHHOMY 3aAB/IEHUIO /1ML, YYaCTBYIOLMX B Aene, Ux npeacrasuTtenelt (CTOPoH, UHbIX YY4aCTHUKOB
cyaebHoro pasbupaTtenbcTsa) M 3a UX CYET B NOPAZKE, YyCTaHOB/IEHHOM NpeaceaaTenem cyaa.

11.17.1. Ha nucbmeHHom 3asBneHun (npunoxkeHne N 33 K HacToAwen WHCTpyKumm)
npeacenatenb cyga (ero samectutenb) genaer COOTBETCTBYHOLWLYO OTMETKY O NopyydeHun paboTHUKY
apxvBa cyja W3roToBUTb W BblAaTb KOMWIO ayauosanucu cyaebHoro saceganus. [aHHoe 3asBieHue
noALwnBaeTcs B 4€0, a B C/ly4ae NpeabsaB/ieHUA JOBEPEHHOCTU K Aeny NpuobLiaeTcs TakKe ee Konus.
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.17.2. lna U3roToBaEHMA KONUK ayano3anmcu AMuo, nogasluee 3aasieHne, NpeacTtaBasaeT B Cy4
MaTepuanbHbli HocuTenb WHbopmauun (bnew-kapta, guck CD-R, DVD wu apyrve Hocutenu
MHPOPMaLUK, TEXHUYECKAA BO3MOMXKHOCTb 3aMMCU Ha KOTOPbIE MMEeTCA B COOTBETCTBYIOLLLEM CYyae).

11.17.3. MNpeacTasnieHHble B Cyd, MaTepuasibHble HOCUTENN MHPOPMALUM HE AOJIKHbI coaepKaTb
Kakyto-nmbo uHpopmaumio. B uensx 6e3onacHoCTM neped  3anucbio NpeacTaB/eHHbId B ¢y,
MaTepuanbHbli HOCUTENIb MOMET ObiTb OTGOpPMATUPOBAH YNOJHOMOYEHHbIM PabOTHMKOM annapara
Cyha, OTBETCTBEHHbLIM 33 M3roTOBAEHME M Bblgavyy KOMUM ayamo3anucu, nocne npeasaputesibHoro
yBeAOM/IEHMA LA, NOAABLUEro COOTBETCTBYHOLLLEE 3aAB/IEHME.

11.17.4. 3anucb ayamodaiina Ha MaTepuanbHbli HOCUTENb AMUA, NOAaBLIEro 3aAB/ieHue,
NPou3BOAMUTCA YNOAHOMOYEHHbIM PABOTHMKOM annapaTa cyAa Ha JIOKa/ibHOM KOMMblOTEPe, He
npucoegMHEHHOM K JIOKa/IbHOW CEeTU CyAa M He MMetoLemM A0CTyna B ceTb IHTepHeT.

11.17.5. Konua ayamosanucu cynebHoro sacefaHuns cygom He 3aBepaeTcs.

Mocne BblAaYM KOMMM ayamos3anucu cydebHoro 3acefaHus Ha MMCbMEHHOM 3asaB/ieHun 06
M3roTOBNEHMM U Bblaavye PaboTHUKOM apxumBa Cyaa AeflaeTca OTMeTKa 06 M3roTos/ieHUn U Bblaade, a
NIMLUOM, MOJIYYMBLUMM KOMUIO ayAmo3anucu, AenaeTcd COOTBETCTBYHOWAA Pachnucka O MoaydYeHuu.
[aHHoe 3asBneHne npunobuiaerca K cyaebHomy aeny, Npyu 3TOM AefaeTcA COOTBETCTBYIOLAA OTMETKA B
IUCTE NCMNONb30BaHNA AOKYMEHTOB.

HenonyyeHHaa 3aABuTesieM KoONuA ayamo3anucu cyp,e6Horo 3aCegaHna  no no4yte He
Hanpas/aAeTCcA.

DNEKTPOHHbINA HOCUTENb MHGOPMALIMK, C KOTOPOTO M3roTas/MBanach KONusA, AoXeH 6biTb BLUUT B
aeno (npuobueH K NpoToKoNy cyaebHoro 3acesaHuns) B ynakoBaHHOM BUAe (KOHBEPT) € yKasaHUeMm Ha
yrnakoBKe Homepa Aena, 4aTbl, a TakKe nognuncaH paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apx1Ba cyaa.
YnaKkoBKa [0/1KHa obecneymBaTb COXPAaHHOCTb 3/1IEKTPOHHOMO HOCUTE/IA OT MOBPENKAEHWNIA U MOPUM.

11.18. MognunHHbIE OOKYMEHTbI M3 CyAebHbIX Aen (MHbIX MaTepuanoB) U UX HaAeXKalunm
obpa3som 3aBepeHHble KOMWW, MNpeacTaB/ieHHble Y4YaCTHMKaMKM  Cy[onpous3BoAcTBa  (NMuamuy,
Y4YacCTBYIOLWMMM B Aefie), a TaKKe CNpaBKM MO Aenam BblAaloTcs MM paboTHMKaMKM apxuBa Cyha Ha
OCHOBaHUW UX MNUCbMEHHOro 3afAB/IeHWUA; APYrMM CyAam, OpraHam [03HaHWA U CneacTBuMA - Ha
OCHOBAHWM MOTMBMPOBAHHOIO 3aMpPOCa U (UM) UHBIX HEODXOAUMbBIX AOKYMEHTOB, NPEAYCMOTPEHHbIX
3aKoHogaTenbctBOM Poccuiickon Pepepaunun. Ha 3asBneHnM mam 3anpoce O Bblgaye NOAJMHHBIX
OOKYMEHTOB M3 cyaebHOro fgena nNpocTaBAseTcA paspellatolas pesontoumsa npegcegatens cyaa
(3amectuTena npeacenatens cyaa).

11.18.1. B3ameH BblAaHHOrO NOAJ/IMHHUKA K Aeny NpMobLLaeTca ero Konus, 3aBepeHHan cyabei u
repboBoii neyaTbto cyaa.



11.18.2. Mpwn BblgayYe NOAJIMHHUKOB OOKYMEHTOB M3 cyaebHOro Aena Ha UX 3aBEPEHHbIX KOnUsX
OO/IXKHbI YKa3blBaTbCA Ppamuans, UMA, OTYECTBO NMLA, NONYYMBLLErO AOKYMEHT, ero npoueccyasbHoe
NnonoeHne No aeny, AaHHble AOKYMEHTA, YAOCTOBEPSIOWEro AMYHOCTb. B nonyyeHMN AOKymeHTa 3To
JIMLO [OJ/IKHO pacnmcatbCs M NPOCTaBUTb AaTy noJsyvyeHuA. JIMuo, BblaaBllee AOKYMEHT, AO0J/IKHO
yKasaTb CBOKO ¢amMuanto, AO/MKHOCTb M MOCTaBuUTb nognucb. Mpu npeabaABNEeHUN OOBEPEHHOCTU
HeobXxoAMMO CHATb C HEE KOMWIO U NOALINTb B Ae0.

11.18.3. JoKymMeHTbl, Ha OCHOBaHMWN KOTOPbIX M3 cyaebHOro gena BblAaHbl NOAJNMHHUKN, A TaKKe
NX 3aBEpPEHHble KONUKU NoAaLnBaloTca B geno. B cnyyae HanpaBaeHUs NOAJIMHHOIO AOKYMEHTa 3aKa3HoM
NMoyTon B AEN0 TaKXKe MNOALWMBAETCA KOMWUA COMPOBOAMTENIbHOIO MUCbMA C MCXOAAWMM HOMEPOM WU
[aTon.

11.18.4. TMMopsgoK M CPOKU BblAAYM MOAJIMHHBIX OOKYMEHTOB, WX 3aBEPEHHbIX KOMui
yCTaHaB/AMBAKOTCA Npeacegatenem cyaa.
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

BblAayYa NMCbMEHHbIX A0Ka3aTeNbCTB, He BO3BPALLEHHbIX NPeACTaBUBLLIMM UX AULAM A0 nepeaayu
[ena B apxuB cyaa, No npocbbe 3TMX NNL, OCYLLLECTBIACTCA B TAaKOM e nopagxe.

11.19. No nucbMeHHbIM TpeboBaHMAM OPraHoB, KOTOPbIM 3aKOHOM MpPeaoCTaB/eHO MNpaBo
ncrpeboBaHMA fena, U Ha OCHOBAHWM PACMOPAMEHWUA npeacenaTens cyga WAM ero 3amecTutens
cyaebHble aena HanpaBAsOTCS UM B TPEXAHEBHbI CPOK.

11.20. PaboTHUK apxmBa cyaa 06a3aH KOHTPOMPOBATb BO3BPAT A€/ B apXMB U HE perke 04HOro
pasa B MecAu, loKNaAblBaTb Npeaceaartento cyaa.

[o Bo3BpalweHna aena B cyn TpeboBaHMe O €ro BbiCbI/IKE, KOMUKU CONPOBOAUTENBHOIO NMUCbMA,
NPUroBopa Wan peLleHna XPaHATCA B KOHTPO/IbHOM Nanke.

B KHUre BblAauu eAnHUL, XpaHEHMA BO BpeMeHHOe Nosib3oBaHMe (npunoskeHme N 27 K HacToAwei
MHCTPYKUMM) M3 apXMBa Cya OTMEYAETCA, KOrAa, KOMY M MO KaKOMy 3anpocy Ae/io Hanpas/ieHo, Koraa u
KEM OHO BO3BpPALLEHO.

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

11.21. B cnyyae noctynieHus B cya 3asB/eHMA B3bicKaTena (1Mbo ero npeacraButens) o Bbigade
(HanpaBneHWUN) UCMONHUTENBbHDBIX AOKYMEHTOB MO CyAeOHbIM Aenam, 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
matepuanammu cyaebHoro gena, BblAaun MOAJIMHHbLIX AOKYMEHTOB, 3aBEPEHHbIX KOMWUA maTepuasnos
Aena, NMCbMEHHbIX CNPaBoK, KONUIA cyAebHbIX aKTOB OnpeaenaloTca npeaceaarenem 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 OOKYMEHTOB B cyae obecneuynBaerca peanusaumeint Komnnekca
MEepPONpPUATUIA, HanpaB/EHHbIX Ha NOAAEPKaHME aPXMBHbIX AOKYMEHTOB B ONTUMaAbHOM GpU3MYECKOM
COCTOAHWUM, MMHUMM3ALMIO PUCKOB UX MOPYM U (MAK) yTPaTbl, B COCTAaB KOTOPOro BXOAAT:

npeaocTaBNeHMe W30/AMPOBAHHbLIX MOMELLEHUI ANA pasMELLeHUa apXMBHbIX AOKYMEHTOB W
nposeaeHnA paboT, CBA3AHHbIX C apPXMBHbIM XpPaHEHMEM, OCHALLEHHbIX CPeACTBaMM NOXKaPOTYyLIEHUA,
OXPaHHOM M NOXKapHOM cUrHanusaumen, obopyaoBaHMemM ANA XPAaHEHMA AOKYMEHTOB;



opraHunsauuna u“ obecneveHue CO6I’HO,£I,€HI/I‘/'I NPOTUBOMNOXAPHOIro, OXPaHHOro, TemnepaTtypHO-
B/1aXXHOCTHOro, CBETOBOIro U CAaHUTAPHO-TUTMEHNYECKOTO PEXMNMOB,

BbIMNO/IHEHME TPeBOBAHMM K Pa3sMeLLLEHNIO JOKYMEHTOB B apXUBOXPaHUINULLE;

nposeageHne npoBepKM Haanydna WU COCTOAHUNA COXPAHHOCTU aAPXUBHbLIX [OOKYMEHTOB B
COOTBETCTBMU C NOPAOAKOM, YCTAHOBNIEHHbIM Pa3ae/ioM 10 HaCTOﬂLLI,e;I MHCprKLI,MVI;

obecneyeHne BO3MOMKHOCTM nposeneHUA I'IpO(I)MﬂaI-(TMLIECKOﬁ N TEeXHMYECKoW 06pa6OTKVI
dPXUBHbIX AOKYMEHTOB;

onucaHue (cocTaB/iieHMe ONuUCelt Aen) U CBOeBPEMEHHAs MOCTaHOBKA apXMBHbIX AOKYMEHTOB Ha
YYET B COOTBETCTBUW C MOJIONKEHUAMM HacToALEN UHCTPYKLUMK.

12.2. ApxvB pasmewaeTca B 34aHUM U (MAM) OTAENbHbIX MOMeweHunax 3aaHusa. OCHOBHble
nomeLleHua, npegHasHavYeHHble ANA XpPaHeHUA, yyeTa, KOMMNIEeKTOBaHMA U NUCMONb30BaHUA apXUBHbIX
OOKYMEHTOB, M BCMomoratesibHble (aAMMHUCTPATUBHO-XO3ANCTBEHHOIO, TEXHUYECKOro W BbITOBOrO
Ha3HayeHuA) AO0/KHbI COOTBETCTBOBAaTb TPeboBaHWMAM, YCTaHOBAEHHbIM NyHKTOM 12.1 HacToALlei
MHCTPYKUMKN, a TaKKe obwumnm TpeboBaHMAMM 6e30MacHOCTM K OOLECTBEHHbIM 343aHUAM U
COOpYKeHnam <1>.

<1> depepanbHbliit 3akoH oT 30.12.2009 N 384-d3 "TexHWuyecKui pernameHT o 6e30MmacHoOCTM

~“n

34aHUI 1 coopyKeHuin"; MpagocTponTenbHbl Koaekc Poccuiickon eaepaumn.

XpaHeHWe apxMBHbIX [OKYMEHTOB B 33aBMCMMOCTM OT WX O6bLEMOB OCYLLEeCTBASETCA C
MCNOb30BaHMEM OLHOTO UM HECKONIbKMX BAPUAHTOB pPasmelLeHus:

B 34aHMM, OTBevaowem TpeboBaHMAM, YCTAHOB/AEHHbIM YMNOAHOMOYEHHbIM deaepanbHbiM
OpraHoOM MUCMONHUTE/IbHOM BAAacTH B chepe apXMBHOro Aesa U AeNoNPOoM3BOACTBa <2>;

<2> MpaBuna opraHnsaLmMmn XpaHEHUA, KOMMJEKTOBAHMUA, y4eTa U UCNO/b30BaHUA AOKYMEHTOB
ApxusHoro ¢oHaa Poccuiickont depepauym v Apyrnx apxXmMBHbIX AOKYMEHTOB B FOCYAAPCTBEHHbIX U
MYHUUMNANbHbIX apXxmMBax, My3eax n 6MBAMOTeKax, HayUYHbIX OpraHU3aLMaAX, YTBEPKAEHHbIE NMPUKA3OM
depepanbHOro apxusHoro areHtcTea ot 02.03.2020 N 24.

B creuuasbHo 060pPYyAOBAaHHOM [ANSl XPAaHEHWS OOKYMEHTOB M30/MPOBAHHOM MOMELLEHUMN -
apxmBoxpaHunuue (NyHKT 12.3 HacToAwen UHCTpyKumn);

B 3anupatomxca Wrkadpax nam ceridax.

PasmelleHne apxmBa B NPMCrocobieHHOM 34aHUKM (NomMeleHUM) AOMYCKAeTCA TO/IbKO MOC/e ero
obcneposaHusa (B TOM 4uMcie nodBanbHbIX WM YepAadHbiX MNomelleHui, paboTtocnocobHOCTH
3NEeKTpOoCeTeN, OTONUTE/IbHBIX U BEHTUAALMOHHBIX CUCTEM, MPOYHOCTU MEKITaXKHbIX NEePeKpbITUi C
YUYETOM MOTEHLMANbHbIX HAarpy3oK).

12.3. ApXMBOXPAHUINLLE OOMKHO:
OTAENATbCA OT COCEAHUX NOMELLEHMWIA OTHEYNOPHbIMU CTEHAMMU;

MMeTb €eCTECTBEHHYHO W/IM UCKYCCTBEHHYHKO BEHTUNAUUIO, OGGCI‘IG‘-II/IBa}OLIJ,YI-O peumnpryaayumnio
BO34yXa, NCKNTKOYaoLWyro 06pasoBaHme HEMNPOBETPUBAEMbIX 30H;

COXPaHATb CTabubHOCTb TeMNEPATYPHO-B/IaXXHOCTHOIO peXnma,



MMETb BbIXOAbl K J'IM(I)TaM n (VIIWI) NEeCTHUYHbIM K/Z1IETKaM;

He MMEeTb NPOJIOKEHHbIX Yepes Hero Tpyb BOAOCHabXKEHUA U KaHaIU3aLU MK, TEXHOIOTMUYECKUX NN
6bITOBbIX BbIBOAOB BOAbI;

HE WMeTb BHYTPU pacnpesenuTeNbHbiX LWWTOB, MpegoxXxpaHuMTenein W  OTK/YaloLWMXCA
pPybUIbHUKOB;

Heé pacnosaratbCA B MnoABasiaX U MOMELWEHUAX, PACNONIOKEHHbLIX HUXXE YPOBHA MNOBEPXHOCTU
3eM/I1, 3a UCKNTIOYEHNEM XPaHUNTNLL (I'IOMGLLI,EHMﬁ), 06ECﬂe‘-IVIBaI-OLLI,VIX 3alnTy OT NPOHUKHOBEHUA B HUX
FTPYHTOBbIX, Ta/ibiX 1 NAaBOAKOBbIX BOA, B BETXUX CTPOEHUAX, AEPEBAHHbIX ﬂOCTpOﬁKaX, nomeweHunAax c
OTHOCUTE/IbHOM B/IAXKHOCTbIO BO34yXa 6onee 55% n ¢ neyHbIm OTONNIEHNEM;

MMeTb [BEPW C MOBbLIWEHHOM TEeXHWYECKOW YKPEenNeHHOCTblo (MeTannuyeckme wmanm obwutble
MeTaNIoMm);

MMETb 3annpatolmecs peleTkM Ha OKHax (Mpy pasmelleHUn apxXMBOXPaHUIMLLA Ha LLOKOJIbHOM,
NepBoOM UV BTOPOM 3TaxKe 34aHus).

Pacuer HeobXxoAMMON MAOWAAM APXMBOXPAHWAMUILA PEKOMEHAYETCA MPOM3BOAUTbL C YYEeTOM
PacnofioXKeHNa cTennaxen u ux HanoIHeHUA B COOTBETCTBUM C NYHKTOM 12.7 HacToAwen NHCTpYKLMK, a
TaKKe C Yy4yeTOM BO3MOXHOCTM pasmelleHns 400 eauHUL, XpaHeHMa Ha 1 KB. M naowaan
apXMBOXpaHUAMLLA.

Karkaomy apxmBOXpaHWAMLLY NPUCBANBAETCA HOMEpP, KOTOPbIN OTParkaeTca B Tonorpaduyeckmx
yKasaTensx B COOTBETCTBUM C NYHKTOM 12.19 HacToAwen NHCTpyKLmK.

12.4. ina obecnevyeHns AeATeNbHOCTM apxmBa (NpuM Heo6X0AMMOCTU) BbiAENAIOTCA NOMeLleHue
ONA  nNpMema AO0KYMEHTOB, WX BPEMEHHOro XpaHeHMA U aganTauMum K  HOBbIM  YC/IOBUAM
(akknMmaTm3auum), paboyas KomHaTa paboTHMKA, OTBETCTBEHHOrO 3a paboTy apxMBa cyaa, NnomelleHue
ONA NPeaoCcTaB/ieHNA AOCTYMNA K apPXMBHbIM AOKYMEHTAM.

12.5. ApxuBHble [OOKYMEHTbl Pa3sMELLAOTCA B  APXMBOXPAHMAMLLE HA  CTaLMOHAPHbIX,
nepeaBuKHbIX U (MM) MOBUABHBIX METAIMYECKUX CTENNAXKaX, B MEeTaIMYEeCcKuX WKadax, cerdax nam
KOHTEMHepax.

B KauyecTsBe cneuuanbHoro OﬁOpyAOBaHMﬂ BO3MOXHO MCNOJ/Ib30BaHME CTAaUUNOHAPHbLIX OTCEKOB-
6OKCOB C MEeTaNI/IMYECKUMU neperopoakamum U noaKamMmu.

He paspelsaeTca XpaHeHMe apXMBHbIX AOKYMEHTOB B TPAHCMOPTHOM Tape, B WTabenax, Ha noay,
MOAOKOHHUKAX, NECTHUYHbIX NIOWAAKAX, B rapaxax U Apyrux, He npegHasHaveHHbIX 418 UX XPaHeHUs
MecTax.

12.6. MNMpu paccTaHOBKe CTENNAXKEN B AaPXMBOXPaAHUAMLLE NPeanoYTeEHNE AO/KHO OTAABATLCA UX
nepneHANKYNAPHON OPUEHTALLMKN NO OTHOLIEHMIO K CTEHAM C OKOHHbIMM NMPOEMaMM U PasMeLLEHUIO Ha
yoaneHnn He meHee 1 M OT UCTOYHMKOB Tena.

12.7. MNMpu pacctaHoBKe cTennaxken (wkados, cerdoB) B apXMBOXPAHUAULLE PEKOMEHAYeTCs
npeaycmaTpuBaTh CAeayowmne paccToAHMUA MeXay:

TOpUAamMK cTennaxen (rnasHbiii npoxoa) - He meHee 120 cm;
pafamu cTennaxkei (MexcTenna)KHbiii npoxoa) - He meHee 75 cm;
cTennaskamu, napannenbHbiMK CTEHE, U HAPYKHOM CTEHOM 34aHKA - He MmeHee 75 cm;

TOPUOM CTennaxau CTEHOM - He MeHee 45 cm;



BEPXHEW NOJIKOM CTeNNaXKa U NOToNKOM - 50 cm;
HUMKHEN NOJIKOM CTeNNaXKa 1 NOMIOM - He MeHee 15 cm (B LLOKO/IbHbIX 3TaxKax - He meHee 30 cm).

PasmelleHne MOBUNbHbLIX CTennaXKen MPou3BOAMTCA C y4eTOM OCODEeHHOCTEN MOMELEeHUA U
pa3meLlLaemoro obopyaoBaHums.

12.8. Apx1BHble JOKYMEHTbI Pa3MeLLLatoTCA B NEPBUYHBIX CPEACTBAX XPaHEHUA:
Ha BymakKHOM HocuTene - B KOpobKax, Nankax, KoOHBepTax;

3/1eKTPOHHblE Ha ¢U3nYecKn 060COBNEHHBIX HOCUTENSAX - B YMNAKOBKE, PEKOMEHA0BAHHOM
NpoOn3BOAUTENAMM HOCUTENEN.

Ona xpaHeHMA KapTodeK W CrNpaBOYHbIX MATEPMANOB B MOMELLEHMW ApPXMBA YCTaHABAMBAlOTCA
KapToTeuYHble WKadbl.

12.9. Ha nepBn4YHOM cpencrtee XpaHeEHNA apXUBHbBIX JOKYMEHTOB YKa3biBalOTCA HOMEP U Ha3BaHWe
¢0Hp,a, HOMep onucun gen, KpaﬁHme HOMepa eaunHnL, XpaHeHNA, pa3MeLLEHHbIX B HEM.

12.10. MpOTUBOMNOKapPHbIA PeXUM B 34aHUM MAM MNOMELLEHUM apXuBa YycCTaHaBAMBaeTCA B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickolt deaepalumm o noxapHoih 6esonacHoCcTU <3>.

<3> depepanbHbii 3aKoH oT 21.12.1994 N 69-®3 "O nokapHoi 6e3onacHoCcT1"; NnocTaHOBAEHME
Mpasutenbctea Poccuiickot @Pepepauym ot 16.09.2020 N 1479 "O6 yrBepxaeHun [pasun
NPOTUBONOXapHOro pexkmnma B Poccuiickoit depepaunn.

PaboTHMK, OTBETCTBEHHbIV 3a paboTy apxmBa cyAa, AO/KEH NPOWTU MHCTPYKTaXK MO BOMpoOcam
NpoTMBONOMXKapHOK 6e30nNacHOCTM, O03HAKOMMUTbCA C MpPaBUAAMW MOAb30BAHUA NPOTUBOMNOXKAPHLIM
MHBEHTapeM. MWHCTpyKTax paboTHMKOB apxuBa MO NPOTUBOMOXKAPHOW 6e30NacHOCTM  [AO/KEH
NPOBOAMTLCA HE peXke OOHOro pasa B roj OTBETCTBEHHbIM PabOTHMKOM, Ha3HAYeHHbIM MPUKA30M
npeaceaartens cyaa.

12.11. OxpaHHbIli pexunm obecrneunsaeTca nyTem 060pyA0BaHNA 34aHNA AN NOMELLEHMI apXMBa
cpeacTBammn OXpaHbl, o6ecneynBaloMmMmM KOHTPOJIb AOCTYNa B HUX (€CAM apXMB CyAa pasmelleH B
OTAe/NbHOM OT Cyda 34aHuK), a Takxe cobnogeHvem nopsfaka CAauyu/CHATUA OXpaHbl MOMeLLEHUs
apXMBOXPaHWIMLLA M MOPAAKA AOCTyMNa B HEro, yCTaHOBNEHHOIO NPUKa3om npeaceaarens cyaa.

12.12. ApxuBHble AOKYMEHTbl HE0b6X0AMMO XpPaHWUTb B TeMHoTe. EcTecTBeHHOe ocBelleHuWe B
apXMBOXPaHW/MILE [AOMYCKAaeTCA Mpu  YCNOBUMM MPUMEHEHMA Ha OKHax CBeTopaccemsaTenen,
perynAaTopoB CBETOBOrO MOTOKA (CNeLManbHbIX CTEKO), 3aLLMTHBIX GUABTPOB U NOKPLITUIA, KaNtO3M.

ONA MCKYCCTBEHHOrO OCBELWEeHUA NPUMEHAIOTCA J1aMMNbl HAaKANMBAHUA B 3aKPbITbIX I'I/'Iad)OHaX C
FﬂaAKOVI NOBEPXHOCTbIO.

PaspelaeTca NpUMeEHEHNE NHOMUHECLLEHTHbIX 1aMM C ype3aHHbIM YAbTPadMONEeTOBbIM YHaCTKOM
CMEeKTPa, CBETOAMOAHbLIX CBETU/IbHMKOB, PA3pPeLUEeHHbIX YMNOJHOMOYEHHbIM ¢eaepasbHbIM OpPraHoM
WCNOJIHUTENbHOW BNAcTU B chepe norxKapHoi 6esonacHocTy.

12.13. ONTMMaNbHBLIMM YCAOBUAMM XPAaHEHMA aPXUBHbLIX OKYMEHTOB ABAAIOTCA:

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

AnAa AOKYMEHTOB Ha MArHMUTHbIX AUCKAX U OUCKOBbLIX HaKoONMUTENAX - Temnepartypa 8 - 18 °C,



OTHOCUTENIbHAA BNAXKHOCTb BO34yXa - 45 - 65%;

ANA NOKYMEHTOB Ha OMNTMYECKUX AMCKax - TemnepaTypa 10 - 23 °C, oTHOCUTENbHAsA B/IaXKHOCTb
Bo3ayxa - 20 - 50%.

12.14. KoHTpoib 3a TeMnepaTypHO-BAAXKHOCTHbIM peXMMoM obecrneymBaeTca perynspHbIiM
NU3MepeHMEM C NMOMOLLBbIO TEPMOMETPA M TMIPOMETPA UM TEPMOTUIPOMETPA, PA3MELLEHHbIX B OAHOM
UM HECKOJIbKMX TOYKAxX apXMBOXPaHWAMLWA (B 3aBMCMMOCTM OT KOHCTPYKTMBHbIX OCOBEHHOCTEN
naowaam) BAanAn OT OTOMUTE/NIbHbLIX U BEHTUAALMOHHBLIX CUCTEM HA BbICOTE He MeHee 1 M OT MoAa,
napameTpoB BO3AYLIHON cpeabl:

B Cneunaan3npoBaHHOM 340aHUN - HE peXKe 1 pa3a B HEAENIO;

B CneumnanbHo 060pya0BaHHOM ANA XPaHEHUA U30AMPOBAHHOM MOMELLEHUN - He pexke 2 pas B
Heaeno;

NPV HECOOTBETCTBUM NapaMeTPOB HOPMATUBHbLIM TPebOoBaHMAM - 1 pas B CyTKM.

12.15. B apxvMBe [4O/KHA BecTUCb UKcauma TemnepaTypHO-BIAXKHOCTHbLIX XapaKTePUCTUK
BO3AYLWHOMW Cpeabl B aAPXMBOXPAHUMLLE W Mep, MNPUHATBIX MO HOPManu3auuMm TemnepaTypHO-
B/IA’)KHOCTHOTO peXMMa B C/1y4anax ero HapyLeHua.

12.16. Hapgnexawee CaHUTAPHO-TUTMEHMYECKOE COCTOAHME B apXMBe MNOALEpPrKUBAETCA
NpoBelEHMEM B HEM He pexe OAHOro pasa B MecCAl, BAaxKHOW YyBOpKW nonos, obecnblMBaHUSA
0bopynoBaHMA U NEPBUYHbBIX CPEACTB XPaHEeHMA, 06PabOTKM LLOKO/IbHbIX YacTel CTeNNaxKen, NJINHTYCOB,
NOAOKOHHWKOB BOAHbIMW PAacTBOPaMM aHTUCENTUKOB.

12.17. ApxuBHble [OKYMeHTbl, noagepriwimecs 6MONOrMYECKOMY MOPAXKEHUIO, Moasaexar
HemMe[/IeHHOW U30/1ALUMM U CaHUTAPHO-TUTMEeHUYeCcKo 0bpaboTke (ae3nHdeKunn, AesnHcekuuu), a
APXMBOXPAHUAULLE, NOPAXKEHHOE BUONOTMYECKMMM BPEAUTENAMM, - AepPaTU3aLLUN.

12.18. Ctennaxku v wKkadbl A0KHbI ObITb MPOHYMEPOBAHbI B NOPAAKE C/ieBa HanpaBo OT BXOA4HOM
ABEpU, NONKM Ha CTeNNarKax A0MKHblI 6biTb MPOHYMepOBaHbl Mo WKadam B NopagKe - cieBa Hanpaso,
CBEpXy BHU3.

12.19. MecTo XxpaHeHUA eguUHULL XpaHEHUA B apXMBOXpaHuUamiLe GUKCUMpyeTca B Tonorpaduueckmnx
yKasaTensax: noctennaxkHom (npunoxkenuve N 36 K HacToAweh WMHCTpYKUMKM) U, Npyu Hanuumm 6onee
oaHoro poHaa, nodoHAoBom (npunoxkeHune N 37 K HacTosel MHCTpyKLmMK).

Mpn BegeHMM ToMOrpadMUYEcKoro yKasaTend OAMH €ro 3K3eMnaAp [AO/IKEH XPaHUTbCA Y
paboTHMKa, OTBETCTBEHHOro 3a pPaboTy apxmBa cyda, BTOPOM - pasmelLaTbCA B COOTBETCTBYHOLLEM
apXMBOXPAHUIMLLE.

Tonorpaduueckne ykasaTesm He COCTaBAAIOTCA NPU OTCYTCTBMM apXMBOXPaHUAMULLA.

13. CpoKu 1 nopAaaoK nepepayum gen Ha XxpaHeHue
B roCyA,apCTBeHHbIN apxuB

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
0109.01.2024 N 1)

13.1. Oena obuero [AOenonpov3BOACTBa MOCTOAHHOMO CPOKA XpaHeHua u cyaebHble aena
MOCTOSAHHOTO CPOKA XPaHEHWs MO UCTEYEHUW CPOKOB MX BPEMEHHOro XpaHeHus B apxuse cyga (15 ner)
nepesalTca Ha NOCTOAHHOE XPaHeHWe B roCyAapCTBEHHbIN apXMB, €C/IN CyA, BbICTYNAeT UCTOYHUKOM ero
KOMIM/IEKTOBAHMA UKW NPU HAIMYUKN COOTBETCTBYIOLLETO AOTOBOPA C APXUBHLIM YUpEXKAEHUEM.



PeweHve o ¢opme npuema [OKYMEHTOB (MOAHOrO MAM BblI6OPOYHOro) npuHuMaetcs IMK
apPXMBHOTO yYpeXKaeHUA.

Cyabl, He BbICTynatlowWmMe UCTOMHUMKAMM KOMMJIEKTOBAHUA FOCYyAapCTBEHHOrO apxvmBa, nepeaator
OOKYMEHTbl Ha MOCTOAAHHOE XpPaHEeHMe B FoCyAapCTBEHHbIA apxMB MPU UX JAUKBMAALUMU WU HAANYUK
AOoKymeHToB ApxmBHoro ¢oHaa Poccuiickoin Peaepauymn.

13.2. MNepeaaya AOKYMEHTOB MOCTOAHHOIO XpaHeHMA B FOCYAapCTBEHHbIN apXmMB OCYLLECTBASETCA
B COOTBETCTBMM C MJIaHOM-TPadUKOM, KOTOPbIN YTBEPXKAAETCA PYKOBOAWUTENEM TOCYAAPCTBEHHOMO
apxmBa UM YNOAHOMOYEHHbBIM UM A0NKHOCTHbLIM NULOM.

JocpoyHana nepefavya AOKYMEHTOB Ha MOCTOAHHOE XpaHeHME MOXKET ObiTb Ocyl,ecTBiAeHa Mpu
OTCYTCTBMM HEOobXOAMMBbIX YCNoBUIA paa obecnevyeHUss COXPAHHOCTU AOKYMeHTOB ApxusHoro ¢oHaa
Poccuiickoli depepaumu, npu yrpose yTpatbl (YHUYTOXKEHWA) OOKYMEHTOB, @ TaKKe Ha OCHOBaHWUU
[0roBopa C rocyapCcTBeHHbIM apXMBOM.

MpooneHne CPOKOB XpaHEeHUA AOKYMEHTOB B apxuBe cyga Aonyckaetrca no peweHuto IMK
APXUBHOTIO yuypeXXaeHuA.

13.3. PaboTbl, cBA3aHHbIE C OTOOPOM, MOATrOTOBKOM M Nepedayeit AOKYMEHTOB Ha MOCTOAHHOE
XpaHeHMe B TrOCyAapCTBEHHbI apxuB, B TOM 4YuUCAe C WX YNopaAodYeHMem, TPaHCNOPTUPOBKOW,
BbINOJIHAIOTCA 33 CYET CpeacTB cyaa.

13.4. Mepep, nepegayelrt OOKYMEHTOB Ha MOCTOAHHOE XPaHEHWE B FOCYAAPCTBEHHbIN apxuB
npoBoAATCA:

paccMoTpeHMe AOKYMEHTOB Ha NPeAMET pacCeKpeunBaHma HoCUTENleN CBEAEHWNIM, COCTaBAAIOLWMX
rocy4apCTBEHHYIO TallHYy B C/ly4ae UCTeYeHUsA CPOKOB, YCTaHOBAEHHbIX 3aKOHOAATENbCTBOM Poccuitckoin
depepauuny;

paccMoTpeHMe AOKYMEHTOB Ha MpeaMeT CHATMA nomeTku "Onsa cny»kebHoro nosibsoBaHua" c
HocuTenen uMHOOpPMALMM  OFPaHMUYEHHOrO  PacnpoCTPaHeHUs B NOpAAKE, YCTaHOBJIEHHOM
3aKoHoaaTenbcTBoM Poccuiickoit Pepepaumu.

13.5. MNepeaaya 3N1EKTPOHHbIX aPXMBHbLIX AeN B MHGOPMALMOHHYIO CUCTEMY rOCYAapCTBEHHOrO
apxuBa NPOM3BOAUTCA B NOPAAKE, YCTaHOBNEHHOM deaepasibHbIM OpraHoOM UCMOAHUTENbHOW BAACTU B
chepe apxmBHOro gena u AeNONPOU3BOACTBA, MO COMIACOBAHUIO C FOCYAAPCTBEHHbLIM apXMBOM MO
ONUCAM 3/1IEKTPOHHbIX AOKYMEHTOB. K OMMCAM 31EKTPOHHbLIX AeN NpuAaraloTca peectpbl ¢ainos
3N1EKTPOHHbIX AOKYMEHTOB.

13.6. Nepegaya AOKYMEHTOB 0OPMAAETCA aKTOM MpUema-nepesayn apXmBHbIX AOKYMEHTOB Ha
XpaHeHue (npunoxkeHne N 22 K HacToAwen MHCTPYKLMMK), coCTaBasemMbiM B ABYX sK3emnasapax. OanH
3K3eMNAApP aKTa OCTaeTcA B roCyapCTBEHHOM apxuee, Apyroi - B cyae.

BmecTe C AOKYMeHTamMKM NepesaloTca YeTbipe 3K3emMNaspa OMUCKM Ae, a TaKXKe OAMH - B
3/1eKTPOHHOM BUMAE, B dopmaTe, COrIacoBaHHOM C rOCyAapcTBEHHbIM apxXxnBom. OAMH 3K3emMNAAp onucK
Ha BymayKHOM HOCUTENE OCTaeTcA B cyde.

13.7. Ha Bcex aK3emMmnnaAapax onncum Aen rocyaapCrBeHHbiM apXmMBOM AOENAOTCA OTMETKN O npueme
APXUBHbBIX AOKYMEHTOB B apxuB. [pn OTCYTCTBUM eOUHUL, XPAaHEHMUA, YKa3aHHbIX B ONUCU €N, CyA
NPUHUMAET Mepbl MO UX PO3bICKY. ECAK B Xo4e po3biCKa OTCYTCTBYHOWME JOKYMEHTbI HE 6biu HaVI,ﬂ,eHbl,
B ONMCU Aen aenaetca HOBasa UTOroBaA 3anucb. Homepa OTCYTCTBYIOWMX eAUHULL XPAHEHMA U NPUYNHbI
OTCYTCTBMA OroBapmBaloTCA B aKTE npunema-nepenadym AOKYMEHTOB Ha XpaHEHWE U B npmnaraeN\oﬁ K
dKTy CnpaBke, COCTaBASEMO cygom.

Cya, nepefarownii JOKYMEHTbI HAa XpaHeHWEe B TOCYAapCTBEHHbIVM apXxMB, 0653aH NPUHATL Mepbl K



BOCCTAHOB/IEHUIO YyTPayeHHbIX MPOM3BOACTB B COOTBETCTBMM C rfaBok 38 [paxaaHCcKoro
npoteccyanbHoro Kogekca Pocecuiickont Pegepaumn.

Mpu oTcyTcTBUM (YyTpaTe) NOAIMHHUKOB NepeaatoTcs UX 3aBepeHHbIe KONuK (Npu Haanuum).

13.8. [loKymeHTbl nepenatoTca Ha MNOCTOAHHOE XpaHeHue B YNopALOYEeHHOM COCTOAHMWU CO
CNpaBOYHO-MOMCKOBbLIMM CpeaCTBaMM.

MpunoxkeHne N 1

K IHCTPYKLMM O NopsifKe OpraHu3aLmm
KOMMNEKTOBAHWUSA, XpaHEHMSA, yyeTa

M NCNONb30BAHNA AOKYMEHTOB
(31eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX Cya0B 0bLUeln rpucamKLmMm

CN1COK U3MEHSIOLMX AOKYMEHTOB
(8 pea. Mpukasa CygebHoro aenaptameHTa npv BepxosHom Cyae PP
071 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOrO NoApasaesieHns cyaa)

HOMEHKNATYPA OEN
Ha___ rop<l>
NHaekc 3aros0BOK Aena Konnyectso | Cpok xpaHeHua | TMpumedaHusa
aena TomoB (4acTteit) | u N cTaTbu no
nepeyHto
1 2 3 4 5

Ha3sBaHue pasgena

HayanbHUK CTPYKTYpHOro nogpasaeneHus
(ynonHomoueHHOE nunLo)

(mnognuce) (pacwmndposka nognucm)




(naTa)

<1> K HOMEHKNaType Aen CTPYKTYPHOro nogpasaeneHna no OKOHYAHUWUM KaneHOdapHOro roaa
COCTaB/aiAeTcA uToroeaa 3anuncb no (I)OpME, yKa3aHHOl>II B MPUNOKEHUN 2, U genaetcA OTMeTKa O
nepegade nTorosbix CBE,CI,EHMVI B oTAaen genonponssoacrtea cyga.

MpunoxkeHue N 2

K UHCTPYKLUMM O nopAaaKe opraHu3aumm
KOMN/Z1IEKTOBAHUA, XPaHEHUA, Yy4eTa

N NCNOJZIb30BaHNA AOKYMEHTOB
(21eKTPOHHbIX AOKYMEHTOB) B apxmBax
denepanbHbIX CyA0B 0bLUeln rpucanKLmMm

CNUCOK U3MEHSIOLLMX JOKYMEHTOB
(8 pea. Mpukasa CygebHoro aenaptameHTa npv BepxosHom Cyae PP
071 09.01.2024 N 1)

YTBEPXOAKO
(HaumeHoBaHwMe cyaa) Mpeacepatens cyaa
HOMEHK/IATYPA OEN (nognucs) (pacwmdposka noanucu)
Ha rog
(naTa)
MHaekc 3aronoBoK gena Konnuecteo | CpoK xpaHeHna n N MpumeyvaHua
nena TOMOB (4acTeli) | cTaTbM NO NEpPeYHIo
1 2 3 4 5
HassaHue pasgena
HauanbHuK otgena
AenonpoussoacTea (obwero otaena)
(mnognuce) (pacwmdposka noanucu)

(naTa)



Bu3a paboTHWKa, OTBETCTBEHHOIO
3a paboTy apxmBa

COIMACOBAHO
MpPOTOKON 3KCNEePTHON KOMUCCUK cyaa

YTBEPXAEHA
MPOTOKOA 3KCNEPTHO-NPOBEPOUHOI
KOMMCCMM apXMBHOIO yUperKaeHnn

OT n n N OT n n N
NTorosas 3anmcb 0 KaTeropmax U KOIMYecTse AeN, 3aBeAeHHbIX B roay B cyae
Mo cpoKam xpaHeHuA Bcero B Tom umncne:
nepexoaALLmnx ¢ oTmeTKown "IMK"
1 2 3 4

Ha 6ymarkHOMm HocuTene
(npy HannuMK rMbpuaHbIX Aen, Tom(a) Ha BYMarKHOM HOCUTENEe YUUTbIBAIOTCA B pa3aene Tabauupl
"Ha 6ymarkKHOM HocuTene", Tom(a) Ha SNEKTPOHHOM HOCUTE e YYMTbIBAIOTCA B pasaene Tabanubl

"INeKTPOHHbIX"):

[MocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOYMTESIbHO)

DNEeKTPOHHbIX

(Npu Hannuum rMbpuaHbIX Aen, Tom(a) Ha BymaXKHOM HOCUTE e YUUTBLIBAIOTCA B pasaesne Tabanupl
"Ha 6ymarkHOm HocuTenie", Tom(a) Ha 3IeKTPOHHOM HOCUTENE YUUTBIBAIOTCA B pasaesie Tabamubl

"INeKTPOHHbIX"):

[TocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOYMUTESIbHO)

NTOTIO:

HayanbHUK oTaena
nenonpoussosacTtea (obuiero otaena)

(naTa)

(noanwm

Ccb) (pacwmndposka nognucum)



MNToroBble cBeAEHUA nNepeaaHbl B apXmB.

PaboTHWK, OTBETCTBEHHbIN
3a paboTy apxmBa cyga

(noanuce) (pacwudposka nognucu)

(pnaTa)

MpunorkeHune N 3

K MIHCTPYKLMM O NopsaKe opraHn3aumm
KOMMNEKTOBaHUSA, XpaHEHUs, yyeTa

M NCMONb30BaHNA AOKYMEHTOB
(21eKTPOHHbIX AOKYMEHTOB) B apxmBax
denepanbHbIX CyA0B 0bLeln pUCANKLUN

CNUCOK U3MEHSAIOLLNX JOKYMEHTOB
(8 pea. Mpukasa CygebHoro aenaptameHTa npv BepxosHom Cyae PP
071 09.01.2024 N 1)

(HaMMeHOBaHMe cyma)

(Ha¥MEeHOBAaHME CTPYKTYPHOTO NONpasnejieHus cymna)

OINnChb N
nes, IOOKYMEHTOB
3a ron




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

CrNnNCOK U3MEHAILWMNX 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




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



CnN1COK U3MEHSAIOLWMX LOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

YTBEPXAAIO
(HanmeHoBaHwMe cyaa) Mpeacepatens cyaa
®oHa N (noanucob) (pacwwndposka nognucwm)
ONMMNCb N
OeN, LOKYMEHTOB NOCTOSHHOTIO
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 KOMMCCUMN apXMBHOTO yYperKaeHun

OT n n N




MpunnoxkeHne N 6

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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

(momnmce) (pacumdpoBKa IONNUCH)

(nara)



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 U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP
o1 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 roa, (paTa)
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)




(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

CNMCOK U3MEHAIOLWMX AOKYMEHTOB
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO

(HaMmeHoBaHMe cyaa)

®oHa N

OMNCb N

3N1EKTPOHHbIX Aen

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

3a rog,

01 09.01.2024 N 1)

YTBEPXOAKO
Mpeacepatens cyaa
(nognucs) (pacwmdposka nognucu)

(nata)



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 dopmaTt
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 M3MEHSAIOLWMX OKYMEHTOB

(8 peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO

01 09.01.2024 N 1)

(HamMeHOBaHME cyma)

PEECTP ONMCEN IIEJI, HOKYMEHTOB

Hauat

OKOHUEH




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 omnmucen,
(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 T. onucem
(umdpaMm M HOPONMUCHIO)

PaB®oOTHUK, OTBETCTBEHHHIMN
3a pabory apxmuBa Ccyna

(momnmce) (pacumppoBKa IOONUCH)
(mara)
HauanbHUK oTIesa
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
dbenepanbHbIx Cyf0B 06LLEel OPUCONKLUM

CNMCOK N3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
0109.01.2024 N 1)

JMCT-3ABEPUTEJIE IEJIA N

B meJsie nmomumTo U IIPOHYMEPOBAHO

(umdpaMm M OPONMCHIO)
(mmcTa (oB)
c N rno N , B TOM UMCJIIE:
JIMTEPHBIE HOMEepa JIMCTOB ,
[IPOIylIeHHEIE HOMepa JIMCTOB ’




+ JIMCTOB BHyTpeHHeVI Oonmcum

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 N3MEHAKWNX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa 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 OIInCum JIICTOB
(undpaMm ¥ HOPONUCHI)
HamMeHOBaHME OOJIKHOCTM JIMLIA,
COCTaBMBIIETO BHYTPEHHKK OIIMCH
IOOKYMEHTOB Ieja
(momnmce) (pacumppoBKa NOONMUCH)

(nara)




MpunnoxkeHne N 12

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, y4eTa

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

Cn1CoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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




[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 agenaptameHTa 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)

YTBEPXIAIO

[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




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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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




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

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

0T 09.01.2024 N 1)

(HamMMeHOBAHME CyIa)



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



CNMCOK M3MEHALWMX AOKYMEHTOB
(8 pea. Npukasa 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

Tom N
Hauat

OKOHUYEH



N [ata HanmeHoBaHne | HanmeHoBaH | Ha3BaH oAbl Bug | MocTynneHne onucaHHbiX |  BblbbITUE ONMCAHHbIX HeonucaHHbix | Mpume
n/n | noctynne opraHusauum ne, Homep n Mewn | NOCTYNUBLUMNX | HOCUT OOKYMEHTOB LOKYMEHTOB nen, YaHuA
HMA U (cTpyKTYpHOTO AaTa HOMep nnm ens OOKYMEHTOB,
BblObITUA | MoApasgeneHus, | OOKYMeHTa, | poHAa | BblBbIBLIMX <4> KONMYECTBO EANHNL, KOMHECTBO €ANHNL, NcTos
Nnua, apxmea), oT | No KoTopomy [OKYMEHTOB XpaHeHuA XpaHeHuA
KOoTOpOoMn nocTynuam no onucu aen,
nocTon | BpemeH| no nocTos | Bpeme | no nocty | BblGbIN
noctynuau (unn | nam BbiGLINK OOKYMEHTOB
HHOrO HbIX | IMYHO | HHOIO | HHbIX | IMYHO | NMAO o}
BblObINN) Aena, OOKYMEHTbI
XpaHeH | (cBblwe | My | XxpaHeH | (cBbIww My
OOKYMEHTbI
uA 10 neT) | cocTas na e 10 |cocras
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)
[IoxasHBATCSA pas3neljlbHO MTOT'OBHE IaHHBEe 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

CNMCOK M3MEHSIOLLMX 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




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

CNMCOK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro agenaptameHTa 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




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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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)
ODOHApPYXEHE TeXHUYEeCKMe OWMOKM B BalMCAX:

HasBaHue goKymeHTa CywecTBytoLLasa 3anmcb Cnepyet 3anucaTb
1 2 3
B pesyJsibTaTe KOJIMYECTBO eIOMHNL] XPaHeHud (emmHML, ydeTa) He
U3MEHUJIOCE / yBEeJIUMUMUIIOCE / YMEHBIIMIIOCE Ha e OVHNLIL

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

[lpyMeyaHus :

PaBOTHMK, OTBETCTBEHHLI
3a paboTy apxuBa cyna

(momnmce) (pacumbpoBka MIONNUCH)

(mara)
3MEeHEeHUS B yUETHBEE IOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumppoBka IOONMUCH)




(nara)

MpunnoxeHue N 20

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

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

00 OOHaAPYXEHUM APXMUBHEIX
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

(umdppaMm M OPONMCHIO)
OOKYMEHTOB

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa IONNUCH)

(nara)

VI3MeHeHMrd B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyla




(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

CnKnCOK U3MEHSAIOLWMX AOKYMEHTOB
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

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

O HeOOHAPYyXEeHUM apxXMUBHEIX
OOKYMEHTORB, IIYyTM PO3EICKA
KOTOPEIX MCUepIlaHb (marTa)

Hasepaume u N ¢oHma

B pesysneTare

YCTAHOBJIEHO OTCYTCTBME B (QOHIE IEepPeUYMCJIeHHBIX HWXe »ej (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)



(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 HeobHapyeHun aen ApxmsHoro ¢poHaa Poccuiickoin Peagepaumu.

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 JOKYMEHTOB
(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)




[lpyHMMaeT Ha I'OCyHapCTBEHHOE XpaHEeHMe IOOKYMEHTH 3a T"OOEI
nu CHpaBOquHZ aliriapaT K HYM:

N HasBaHue, Homep onucm Konnyectso ak3emnnapos | Koamyectso eguHul | MNpumeyaH
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

CNNCOK U3MEHALWMX OKYMEHTOB
(8 peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

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

O HEUVCIIPaBMMEIX TINOBPEXIEHMAX
APXMBHEIX IOOKYMEHTOB (,HaTa)

HazBaume m N doHma
B dbonnme oOHapyXeHBE OOKYMEHTHl, IIPMU3HAHHBE HEMCIPABUMO [IOBPEXIEHHBIMU :




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 :

SOkcHnepTe <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

CnnCOK U3MEHAILWMX JOKYMEHTOB
(8 pea. Npukasa 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 omrbOoK

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 Y4YTeHHEBEIE B MTOTOBOM 2allUCU SIOVMHUL XPaHEeHUA;
(koJIMuecTBO)
0) He NepeuMrCJIeHHHEe, HO YUYTeHHHEe
enMHUL XPaHEeHUS .
(koIMuUuecTBO)
a) He YUTEHHBIX B MTOTOBOM 3alucu eIOMHUL, XPaHEeHMA;
(koJIMUecTRBO)
©) He IIepPeuMCJIEHHBIX, HO YUTEHHBIX
B MTOTOBOM 3almucu eOVHUL XPaHEeHUd.
(koJIMuecTBO)
2.3. Ipyrue, B pel’yjbTaTe yero obweMm
eOVHUL XPaHEeHUS;
(koJIMUecTRBO)
eOVHUL XPaHEeHUS.
(koJIMuecTBO)
eOVHUL XPaHEeHUS.
(koJIMUecTRBO)
eOVHUL XPaHEeHUS.
(koJIMuecTBO)
5. VMeeTcsa B HaAMUMM IO HOAHHOMY OQOHIY
eOVHUL XpaHeHUHd,
(xomMuecTBO)
eOVHUL, XPaHEeHMI;
(xkoJIMuecTBO)
eOVHUL XPaHeHUs;
(xomMuecTBO)
eOVHUL XPaHeHUs;
(xkoJIMuecTBO)
eOVHUL, XPaHEeHMA;
(koJIMUecCTRBO)

II) BOCCTAHOBJIEHMSA BaTyxXaolMX TEKCTOB

SIOVMHNUIL XPaHEHUA;,




(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
PaboOTHUKOB

(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

CNMCOK N3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
oT 29.05.2024 N 124)

(HaumeHoBaHUe cyaa)
AKT

n n N

O BblAa4e apXUBHbIX JOKYMEHTOB BO
BpemMeHHOE NoJib30BaHUE




(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



CnN1COK U3MEHSAIOLWMX LOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaprameHTa 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)




ApxuBH | 3aronoBoK K | McxogHoe | UcxoaHble pata | WMcxogHasa UcxogHbid | UexogHbid | HanmeHos Hataun KoHTposibH | O6bem (B dopmat d.1N.0.
b TEKCTy, AaTta | HaMMeHoBa n Bpems KOHTpO/NbHa | 0bbem (B dopmar aHue Bpems aacymma | 6aiTax) daina paboTHUKa
wudp u Hue daiina nocneaHero A cymma 6anTax) daiina daina nocneaHero (xew- dana | aNeKTPOHH ,
PerucTpaumo | 3NeKTPOHHO U3MeHeHua | (xew-cymma) danna SNEKTPOHH | SN1EKTPOHH | USMEHEHMA | CYMMa) | NIEKTPOHH oro BbIMNO/IHUB
HHbIN HOMep ro daina daiina 3N1eKTPOHHO oro oro daina danna oro [OKYMEHTa wero
OOKYMEHTA | AOKYMEHTa | 3/1eKTPOHHOIO | 3N1eKTPOHHOT ro AOKYMEHTa | JOKYMEHTA | 3/IEKTPOHHO | 9/IEKTPOHH | 4OKYMEHTa KOHBepTaL,
AOKYMEHTa | 0 AOKYMEHTa | AOKYMEHTA ro oro nto
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 M3MEHSAIOLLMX AOKYMEHTOB
(B pea. MpuKkasos CyaebHoro genaptameHTa npu BepxosHom Cyae 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 Tony BBEIOAHO M3 xXpaHunamma N

(undpaMrt ¥ HOPONUCHI)
eOVHUL XPaHeHUS.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumpporka IOONMUCH)

(nara)



MpunnoxkeHne N 28

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaprameHTa npu 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
us UHULMANbI npocmoTp) INCTOB ro geno
(pasbopumBo)
1 2 3 4 5

Mpunoxenune N 29

K MHCTPYKLMM O NnopsaKe opraHM3aumnm
KOMMJIEKTOBAHMA, XPaHEHUS, YYeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmBax
denepanbHbIX cyaos o6Len pUCAMKLMN

Cny1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)




(HaumeHoBaHMe cyaa)

KAPTA-3AMECTUTE/1b EANHULLbI XPAHEHNA

BbIAAHO
PoHa N | Onuce N EanHunua Komy [ata Moanuce [ata Moanucb
XxpaHeHuna N BblAaumn 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
01 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 .




MpunnoxeHue N 31

K MHCTPYKLMM O NnopsaaKe opraHM3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

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

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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 NCNO/Ib30BaHNA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npy BepxosHom Cyae PO
0109.01.2024 N 1)

[lpencemaTerno cyna

oT

(®.11.0., mpoueccyaJibHOE IOJIOXeHUEe,
IDaHHEE INOKYMEHTa, YyIOCTOBepSAonLeIo
JIMYHOCTEL ¥ IIOJIHOMOUMS)
NPpOXMBAaKIETO IO aIpecy:



HOMEP KOHTAKTHOI'O TeJjiepoHa:

3asgaBJIeHUE
O BBJAUE KONMM CyImedbHOTO akKTa

1. Ipowy BBEIOATbL MHE KOIMU (MM) CyIeOHBEIX akTOB

(yKaBaHVIe 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 M3MEHSAIOLLIMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro agenaptameHTa 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) :



" " 20 .

2. SHGKTPOHHHﬁ HOCHUTeEeJIb MH@OpMauMM 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

CNM1COK 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)



MpunnoxkeHue N 35

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

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

denepanbHbIX cyaoB 0bLein pucamKkumm

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu 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 MHCTpYKLMKN O NopsaKe opraHM3aumm
KOMMJ/IEKTOBAHMA, XPaHEHUS, YYeTa

N UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmBax
denepanbHbIX cyaoB obLen pUCoMKLMN

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO

o1 09.01.2024 N 1)



(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

CnnCOK U3MEHAILWMX OKYMEHTOB
(8 peq. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

(HaMmeHoBaHMe cyaa)

KAPTOYKA NMO®OHAOBOIO
TOMNOIPA®UYECKOIO YKA3ATENA

®OHA N APXMBOXPAHU/TULLIE N

HasBaHue ¢oHAa



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

npueMa-rnepenaum apxXMBHBIX
IOKYMEHTOB CyIa Mpu
CMeHe MpenceraTesis Cyla

Hazpanme um 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)



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




