CYJAEBHbIN AEMAPTAMEHT
MNPV BEPXOBHOM CY/[E POCCUNCKOW ®ELEPALIN

(Cyne6Hblin genapTameHT)

MPMNKAS

MockBa

06 yTBepXaeHUM VIHCTPYKLUMK 0 NOpsKe OpraHn3aLum
paboTbl apxMBOB (heaepasibHbIX CY0B 06LLIEN HOPUCANKLAN

B cooTtBeTrcTBMN C DepepasibHbIM 3aKOHOM OT 8 aHBapA 1998 r. Ne 7-®3
«O CypebHom penaptameHTe npu BepxosHom Cype Poccuiickon ®Pepepaumm»
MPNKA3BIBAHKO:

1 YTBepauTb npunaraemyto WVHCTPYKUMIO O MOPSAKE OpraHu3aumm paboTsbl
apXuBOB (heaepasibHbIX Cy0B 00LLel opucankuun (ganee - VHCTpYKUUS).

2. MpeacefaTensim KaccalUMOHHbIX CY0B 06LLel HPUCANKLWK, anennsLMOHHbIX
CY[0B OOLLUEA HOPUCAMKLIMK, BEPXOBHbLIX CyAO0B Pecny6/uK, KpaeBblX W 06M1aCTHbIX
CY[0B, CYAOB TrOpoAoB «efepaslbHOro 3HayeHWsi, Cy[0B aBTOHOMHOW 061acTy
M aBTOHOMHbIX OKPYrOB, PailoOHHbIX, FOPOACKUX M MEXPanOHHbIX CY[0B OPraH130BaTh
M3yUeHne Ha3BaHHOWM VIHCTPYKLMM 1 06eCneumnTb ee NPUMEHEHUE B AESTENLHOCTM Cyaa.

3. TpusHatb yTpaTMBLLIMMK cuny npukad CyaebHOro AaenaptaMeHTa Mpw
BepxosHom Cypge Poccuiickon ®epepauum ot 19 wmapta 2019 1. Ne 56
«O6 yTBEPXKAEHUN VIHCTPYKLUMX O NOPsiAKe OpraHmM3aumnmy KOMMIEKTOBaHWSA, XpaHeH s,
yyetra M WCMOMb30BaHUA AOKYMEHTOB (3/1eKTPOHHbLIX [IOKYMEHTOB) B apXuBax
(hefiepa/ibHbIX CyAOB 06LUeA HpucanKumMm» 1 npukasbl CyaebHOro aenapramMeHTa
0 BHECEHUU B HEro nameHeHui ot 16 monsa 2019 r. Ne 147; ot 14 vioHs 2022 1. Ne 97;
oT 9 aHBapA 2024 1. Ne 1, o1 29 maa 2024 1. Ne 124,

4, HacTosLLMIA Np1Ka3 BCTYNaeT B CWY CO AHA ero NOANUCaHNs.

["eHepa/ibHbIN AMpPeEKTOP [".b. JlonatuH



YTBEPXXOEHA

npukasom CynebHOro genapraMeHTa
npu BepxosHom Cyae

Poccuiickon ®efepaumm

oT «oL » L 2026r.Ne iSf

NMHCTPYKLUWA

0 NopsKe opraHu3aunm paboTbl apXmBoB
(heaepasibHbIX Cy0B 00LLEN HOPUCANKLIAN

1. O6ume nonoXKeHUs

1.1. VIHCTpyKUMS O Mopsfke opraHu3auum paboTbl apXxvMBOB (efepasibHbIX CY[0B
obwein topucaukumn - (ganee - VIHCTpYKLMS))  SBNAETCA  HOPMATMBHLIM - aKTOM,
pa3paboTaHHbIM  Ha  OCHOBaHUM  (pefepa/lbHbIX  KOHCTUTYLMOHHBIX — 3aKOHOB
oT 31 pgekabpa 1996 r. Ne 1-PK3 «O cynebHoi cucteme Poccuiickon Pepepaumms,
oT 7 espand 2011 r. Ne 1-®K3 «O cygax o6uler ropucamkumm B PoCCUIACKON
depepaunn», efepasbHbIX 3akKOHOB OT 8 AHBaps 1998 r. Ne 7-®3 «O CyaebHom
AenaptameHTe npu BepxosHom Cypae Poccuiickoit ®efepaumm», 0T 22 okTa6ps 2004 .
Noe 125-®3 «O6 apxmBHOM fene B Poccuitickori deaepauum», paBun opraHmnsaumu
XpaHeHWUs, KOMIJIEKTOBAHUA, y4eTa U UCMO0/Mb30BaHMS AOKYMEHTOB APXMBHOIO (PoHAa
Poccuitckort defiepaummn 1 Apyrux apxXmBHbIX AOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax,
opraHax MeCTHOrO CamoyrpaBNeHuss W OpraHuM3auusax, YTBEPKAEHHbIX MPUKA30M
PefepanbHOro apxmeHoro areHtcTsa ot 31 mnons 2023 r. Ne 77 (ganee - Mpasuna Ne 77),
APYTrX HOPMAaTMBHBIX MPaBOBbIX aKTOB B C(Depe apXWMBHOMO [ena W [efiornpon3BOACTBa,
CyAebHOro fenonpon3BoacTBa.

1.2. Hactoswasa VHCTpyKums paspaboTaHa B LiesisiX 06ecneveHns equHOro nopsgka
opraHusauum KOMMEKTOBaHWA, XpaHeHWs, Yy4yeTa W WCMO0Mb30BaHWS [LOKYMEHTOB
(3NEeKTPOHHBIX JOKYMEHTOB) KacCaLMOHHbIX CY/I0B 06LLEi FOpUCAMKLMN, anenauMoHHbIX
CYy0B 06LLEN HOPUCONKLMN, BEPXOBHbIX CYA0B pecnybnK, KpaeBbiX U 061aCTHbIX CY/0B,
CYyZl0B TOpPOAOB (heflepasibHOrO 3Ha4YeHUs, CyA0B aBTOHOMHOM 061acTV M aBTOHOMHbIX
OKPYroB, pPalOHHbIX, FOPOACKNX M MeXParloHHbIX CyaoB (aanee - cyfpl, Cyd, pafiOHHbIE
CyAbl), a TaKXkKe onpefenseT npaswna:

COCTaB/IEHMS HOMEHKNaTypbl Aen cypha, onucerd Aen, [LOKYMEHTOB (orucel
3NIEKTPOHHbIX AOKYMeHTOB]) cyaa;l

1 DNeKTPOHHOE [AeN0 - 3MEKTPOHHbIA AOKYMEHT WM COBOKYMHOCTb 3M1EKTPOHHBLIX AOKYMEHTOB M MeTafaHHbIX K HUM,
ChoOpMUPOBaHHBIX B COOTBETCTBMUN C HOMEHK/IATYPOIA Aes.



NpoBeAEHNA IKCNEPTM3bI LEHHOCTN AOKYMEHTOB;
ohopMIEHMA [eN N NHbIX JOKYMEHTOB K NOC/eAyoLWEMY XpaHEHUIO B apXMBe CY/a;
nepefayun aen (3N1eKTPOHHbIX AeN) B apXuB Cyaa;

0T60pa AOKYMEHTOB Ha YHUUTOXEHNE,;

BefeHNs yyeTa fen 1, HaxoAdAwmxcs B apxXmBe Cyaa, MPOBEPKM WX HaMuMA U
COCTOSIHUSA,

opraHu3auUnmn UCNonb30BaHWA Aefl, HaXOAALLMXCA B apxXmBe cyaa, U obecrneyveHns nx
COXPaHHOCTU;

nepefayn Aen Ha XpaHeHWe B rocyAapCTBEHHbIN apXuB.

13. 3agaum 1 QyHKUMM apxuMBa Ccyfa OMPeAenstoTCca  MOSIOXKEHMEM,
paspabaTbiBaeMbIM Ha OCHOBe [1pUMepHOro MOMNOXeHUsT 06 apXxmBe OpraHU3aLuu,
YTBEPXKAEHHOIro Npukasom PefepasibHOro apXMBHOIO areHTCTBa.

[MonoxeHve 0 paboTe apXxmBa Cyfa yTBepX4aeTca NpuKasoM npegcefatens cypa.

1.4. Tpukasom (pacnopsbkeHnem) npeaceaatens cyfa HasHayatoTcs PabOTHUKW,
OTBETCTBEHHbIE 3a paboTy apxmBa cyja.

15. CornacoBaHune (yTBepXKAeHVe) HOMEHKIaTypbl fAen cyda, onuvcel fen,
NOKYMEHTOB cyaa (danee - Onucb Aen), ONUCEN 3MIEKTPOHHbIX AOKYMEHTOB M APYrux
NOKYMEHTOB C 3KCMEPTHO-NPOBEPOYHON KOMMUCCUEn (heaepasibHOr0 rocyaapCTBEHHOIO
apxmBa WM yrosIHOMOYEHHOro opraHa WCMOMHUTENbHOM BNacTu cyobekTa Poccuinckom
denepauun B 0651aCTU apPXMBHOTO Aena v genonpounssogcTtea (ganee - 3AMNK apXMBHOro
yupexxaeHus) oCyLLEeCTBNSAeTCA CyAaMu, BbICTYMNAOLMMIN NCTOYHNKAMN KOMM/IEKTOBAHWS
rocyapCTBEHHbIX apxuMBOB, /MO0 MPW  Ha/IMYMK  COOTBETCTBYIOLLErO A0roBopa
C aPXMBHbIM YUpeXXaeHUEeM.

Cyapbl, He BbICTyNnawLWMe WCTOYHUKAMU KOMIMIEKTOBAHUA rOCYAapCTBEHHOIo
apxuBa, b0 Npu OTCYTCTBUM COOTBETCTBYIOLLIENO AOroBOpa C apXMBHbLIM YUpeXAeHNEM
YTBEPXAAOT HOMEHKNATypy [Aen cyha, onucu Jen WU apyrue [OKYMeHTbl cyfa
CaMOCTOATE/bHO.

1.6. MMpn HaMMUMM TEXHMYECKOW BO3MOXHOCTU (DOPMUPYHOTCA 3/IEKTPOHHbIE [ena.

OpraHu3auma KOMMIEKTOBaHMS, XpaHeHWUs, yyeTa 1 UCMOMb30BaHWNA 3NEKTPOHHbLIX feN U
NOKYMEHTOB CY[0B OCYLLECTB/IAETCA B COOTBETCTBUM C TpPebOBaHMAMM HACTOALLEN
WHCTpyKLUMW.

1.7. TMoctynneHne B efepasibHble CyAbl 060LWE HPUCANKUAA  LOKYMEHTOB
B 3/IEKTPOHHOM BWje B COOTBETCTBUW C TpeboBaHMAMM lMopsagka nofayun B eaepasibHble
CyAbl O6LLEN HOPUCAMKLUMN [OKYMEHTOB B 3/IEKTPOHHOM BWUAE, B TOM 4ucie B popme
3/IEKTPOHHOIO [OKYMEHTa, YTBEPXKAeHHOro npukasom CyaebHOro fgenaptaMeHTa npu
BepxosHom Cyge Poccuiickon ®efepaumn.

1.8. [eitcTBre HacToslen VIHCTPYKLUMM He pacrpoCTPaHAeTCs Ha OpraHu3auumio
KOMM/NEKTOBAHUSA, XpPaHeHus, Yy4yeTa W WCMOMb30BaHNA [OKYMEHTOB, COAepyalmx
CBefleHUs, COCTaBNAOLME rOCYAapPCTBEHHYHO TaiHy.

1.9. TopsafoK opraHu3auumnm KOMMIEKTOBaHWSA, XpaHeHus, y4yeTa U 1UCnosib30BaHuS
AOKYMEHTOB OKPYXHbIX ((hIOTCKMX) BOEHHbIX CY[O0B, TAPHU30HHbLIX BOEHHbLIX CY[0B

1[leno - o)OpM/IEHHOE B COOTBETCTBMU C TPeGOBaHUSIMU HacTosleli VIHCTpyKuun aeno (cyAeGHOe feno, NPOW3BOACTBO,
mMaTtepuas, Hapsif, A4eno 06LLero [esonpousBoACTBa, Ae0 Mo JIMUHOMY COCTaBy W Apyrve AOKYMEHTbI Cyfa), B TOM 4ucre B
3/IEKTPOHHOW hopMe.
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ornpefenseTca B COOTBETCTBUM C UHCTPYKLUMEN MO AeNONpPon3BOACTBY B BOEHHbLIX Cyjax,
yTBepXAeHHo npukasom CyaebHoro fenaptameHTta npu BepxoBHom Cypae Poccuiickoi
denepaunn.

1.10. KomnnieKkToBaHMe, XpaHeHNe, YYeT 1 UCMOMb30BaHUE PeLLeHNd U MaTepuasios,
MOCTYMMBLUNX U3 TPETENCKUX CYAO0B, OCYLLECTB/ISETCA B COOTBETCTBMU C TPeGOBAHNAMM
HacTosALen VIHCTpYKUuK.

1.11. MMopsagoK nepefayn apXmBHbIX JOKYMEHTOB cyfa B 00beAMHEHHbIV CyAeOHbIN
apxXMB W MNOPAAOK WX XpaHeHWsa B TaKMX apxmBax YCTaHaB/MBAETCA MPUMEPHbLIM
MOMOXEHVEM O MOpsAAKe opraHusaumMm paboTbl 00beAVMHEHHbIX CyAeOHbIX apXuBOB,
yTBepXAeHHbIM npukasom CyaebHoro genaptameHTa npu BepxosHom Cyge PoccuiicKom
desepaumn.

2. CocTaB/neHMe CBOJHON HOMEHKNATYpPbI e/, HapsA0B U NPOU3BOACTB Cy/a

2.1. [JOKyMeHTbl, 06pa30oBaBLUMECA B MpoLecce AeAaTenbHOCTM cyda (YUYTEHHble
B Cy[le BXOAALMe, UCXOAsLLIME, BHYTPEHHNE AOKYMEHTbI), COCTaBNSAIOT AOKYMEHTa/bHbIN
(hoHA cyaa.

EanHuMuen Knaccugukaumm n cucteMatmsaumm [OoKYMeHTOB (MO CTPYKTYPHOMY,
(hYHKLMOHaIbHOMY, TEMaTUYECKOMY NMpU3HaKaM 1 CPOKam XpaHeHWsi, BHe 3aBUCUMOCTM OT
BUAa HOCUTENA MH(opMaLMK) B JOKYMEHTa/IbHOM (POHZE ABNAETCA AeNO.

[Ana  ydeta fen, cogepawux [OOKYMeHTbl [OKYMeHTalbHOro (oHa cyaa,
COCTaBNIfETCA HOMeHKnaTypa fen cypa (fanee - HOMeHKMatypa, HOMeHKnatypa Aen)
(npunoxkeHme No 2 K HacTosLein HCTpyKLmn).

HomeHknatypa fen - O(OPM/IEHHbIA B YCTAHOB/IEHHOM MOPSAKE [OKYMEHT,
CoAlep>KaLlnin CUCTEMATU3MPOBAHHbIA MepeyeHb 3aro/ioBKOB (HaMMeHOBaHWIA) CyaebHbIX
[ef, HapALOoB, KHUT U XXYpHaN0B pernctpaunn (yverta) JOKYMEHTOB, PEecTPOB, KapTOUek,
6a3 AaHHbIX, B TOM 4YMC/e LJOKYMEHTbI, COAepXKalliue CBeAeHUS OrpaHNYeHHOro 4OCTyna,
3aBOAMMbBIX B CyfeOHbIX KOMNernax, CyfebHbIX cocTaBax, MOCTOAHHbIX CYAeOHbIX
MPUCYTCTBUAX, CTPYKTYPHbIX MNOApasfeneHusx cyfga, ambo no  OnpefeneHHbIM
HarnpaB/ieHUsAM [eATe/IbHOCTU cyfa (ecnyu annapar cyga COCTOMT M3 pabOTHUKOB,
3aMeLLatoLLmX OTAeNbHbIe AO/MKHOCTA) C YKa3aHMEM CPOKOB MX XPaHEHUS, OTPaXKaroLLmil
COCTaB M OpraHm3aLmio LOKYMeHTa/IbHOro poHAaa cyfa.

He BKNHOYAOTCA B HOMEHKNATYPY AeNl NepUoAnNYecKme U3aHns, KHUTKU, GpOoLLILOpbI.

2.2. HomeHknatypa Aen npefHasHayeHa [1s OpraHuWsauum ydeta [OKYMEHTOB
B [€/I0NPou3BOACTBE CyAa, FPynnMPOBKM WUCMOMHEHHbLIX [OKYMEHTOB B [efla, Hapsagbl
M NPOU3BOACTBA, UX CUCTEMATU3aLMMN, HAEKCALMN N ONpeeneHnst CPOKOB XpaHeHUs.

HomeHKnaTypa fen ABiseTca 0CHOBOW /1 COCTaB/eHNs Onuceid Aen MOCTOSAHHOIO
N BpemeHHbIX (cBblwe 10 N1eT) CPOKOB XpaHeHWs, a Takke AnA y4yeTa [eNl BPeMEHHbIX
(8o 10 neT BK/KOUMTENIbHO) CPOKOB XpaHeHus.

2.3. [lpn cocTaBfeHUN HOMEHKNATypbl [Aen  CfefyeT  PYKOBOACTBOBATLCA
npoueccyanbHbIM  3aKOHOAATENbCTBOM,  HOPMATMBHbIMM  MPaBOBbIMW  aKTamu
N METOANYECKMMM [OKYMeHTaMWn B Cpepe opraHusauummn AenonpousBoACTBa U apXMBHOMO
[ena, nonoxeHvem 06 annaparte cyfa, MOMIOKEHUAMU O CTPYKTYPHbIX MOApa3feneHusx
Cyfa, LITaTHbIM pacrnucaHueMm, LeNCTBYHOLWMM MepeyHeM AOKYMEHTOB, 00pasyroLLMXcs
B MpoLecce AeAaTeNlbHOCTY (hefepasibHbIX CY0B 06Lel OPUCANKLUNN, C YKa3aHNEM CPOKOB
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XpaHeHnsa (ganee - [lepeyeHb [OOKYMEHTOB), a TakKXe HOMeHKnatypamu [en
3a MpejLwecTBYHOLINE rogpl.

2.4. B uUensix cOCTaB/EHNS HOMEHKNATypbl [en Ha o4epedHoil rog Ao 1 Hosbps
TeKyLLEero roga paboTHMKOM, OTBETCTBEHHbIM 3a BefleHUe [eN0npon3BoACTBa B CyAe6HOiA
Konnernu, cyfebHoM cocTaBe, MOCTOSHHOM CyAeOHOM MPUCYTCTBUM WKW CTPYKTYPHOM
nogpasfeneHnn cyga B OTAen [fenonpounssofcTsa (06WMA OTAen) NpeacTaB/AoTCA
noAnucaHHble COOTBETCTBYHOLMM MpeacefaTenemM CcyaebHoi konneruu, cynebHoro
COCTaBa, HaYalbHUKOM CTPYKTYPHOro MofpasfenieHns, WHbIM  YNOTHOMOYEHHbIM
npeacefateneM cyga nmuom (B NOCTOSHHOM Cyfe6GHOM NPUCYTCTBMM) U COMMacoOBaHHbIE
C HayalbHMKOM oTfena pgenorpomssofctsa (obliero otgena) w  paboTHUKOM,
OTBETCTBEHHbLIM 3a paboTy apxusa Cyaa, NPeAsIOKeHNs 415 BKOUYEHWSI B HOMEHKIATYpy
aen (npunoxkeHne Ne 1 K HacTosLein VIHCTpyKumm).

2.5. Ha ocHoBe npednoXeHui cynebHbIX KOMNernin, cyaebHbIX COCTaBOB,
MOCTOAHHBLIX CYAEOHbIX MPUCYTCTBUA W CTPYKTYPHbIX MoApasfeneHnid cyaa OTAeNoM
aenonponssoacTea (06WMM OTAeNOM) WAKM PabOTHUKOM, OTBETCTBEHHbLIM 3a BefeHue
[e/I0NPOnN3BO/ACTBA, COCTAB/IAETCA HOMEHKMATYypa fefl Ha 0YepeHOM KaneHAapHbI rog,

HomeHKnatypa fen cocTouT 13 pasfenoB, HaMMEeHOBaHNSA KOTOPbIX COOTBETCTBYHOT
HavMeHOBaHWMAM MOApa3AeNeHuin cyaa, pacnooXeHHbIX B COOTBETCTBUAM CO CTPYKTYPOM
cyaa, nnbo 13 pasfenoB CoracHO HarpaeeHNAM aeaTeNnbHOCTY cyfa (ecnv annapar cyja
COCTOUT U3 pPabOTHWMKOB, 3aMeLlaloLLMX OTAe/NbHble A0/MKHOCTU), PacroioKeHHbIX
C YYETOM [eNCTBYIOLLE CXeMbl NOCTPOeHUS [NepeyHst JOKYMEHTOB.

2.6. HomeHknaTypa fJen BU3MpyeTca pabOTHMKOM, OTBETCTBEHHbIM 3a paboTy
apxuBa cyfa, NMoAnMCbIBAETCA Hava/IbHUKOM OTZena Aenionpon3BoacTea (06LLero otaena),
COr/1acoBbIBAETCS C IKCMEPTHOM KOMUCCHEN Cyfa 1 YTBEPXKAAETCS NpeacenatenemM cyaa.

OavMH pa3 B 5 et cyh, BbICTYNaWMA  UCTOYHMKOM  KOMIIEKTOBaHWS
rocyfapCTBeHHOro apxmea, /M60 MNPU  HaIMYMM  COOTBETCTBYIOLLErO  [0roBopa
COr/1lacoBbIBaeT HOMEHKNATYPY fAeN C COOTBeTCTBYHOLEN IMK apXMBHOIO yupexaeHus.

2.7. HomeHknatypa [fen BBOAMTCA B [feWCTBME C 1 fAHBapsA ChegyroLlero
KaJleHAapHOro roga.

2.8. HomeHKnaTypa Aen cocTaB/ifeTca B ABYX 3K3eMMispax:

MepBbI  3K3EMMNAP  YTBEPXKAEHHOW HOMEHKNATypbl SBNAETCA  [AOKYMEHTOM
MOCTOSAHHOIO XpaHeHWsl, NoMeLLLaeTCA B OTAe/IbHOE Ae/10 1 BK/TKOYaeTCA B HOMEHKNATYPY B
pasgen oTAena fenonpoussoacTea (06Liero otaena);

BTOPOi 3K3eMNIAP NepesaeTcs B apXmB CyAa B KQUYeCcTBe YYETHOro JOKYMEHTa.

B cypgax, BbICTYynaloWmMX NCTOYHMKOM KOMIMNEKTOBaHWA roCyAapCTBEHHOIO apXumBa,
WM NpU  HaM4MM  COOTBETCTBYIOLLErO [0roBopa C apXWMBHbLIM  YUYpPEXOEHUEM
HOMEHKNaTypa [efl COCTaB/ISETCA B TPEX 3K3eMM/spax; TPeTUid 3K3eMnnap nepefaercs
B COOTBETCTBYIOLLMIA rOCYAapCTBEHHbIN apXMB, apXMBHOE YUPEXIEHNE.

B kauyecTBe pabouero aksemnsspa B OTAene AenonpounssofcTtsa (00LeM oTaene)
MCMOMNb3YeTCA KONUS YTBEPXKAEHHOW HOMEHKNATYpb! Aen.

HomeHKknatypa fen Ha o4vepefHOM rOf paccbliaeTca B CyAebHble Komneruu,
cyaebHble coCTaBbl, MOCTOSHHbIE CyAebHble NPUCYTCTBUA, CTPYKTYPHbIE MoApasfenieHns
Cy/Aa B 3/IEKTPOHHOM BU/E WX B BUAE KOMWIA COOTBETCTBYHOLLMX Pa3fesioB Ha OyMaXKHOM
HocuTene.
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2.9. YTOYHeHVs B 3arofioBKU fieN1 U HOBble 3arofioBKU fef, He NpeayCcMOTPEeHHbIe
YTBEPXXAEHHON HOMEHKNATypol [efl, BHOCATCA B COOTBETCTBYHOLUME  pasfefibl
HOMeHKMaTypbl. HOBble 3aronoBKW fAen BKIKOYAKTCA B NPeAyCMOTPEHHble A1 3TOro
pe3epBHble HOMepa.

Mo 3aBeplleHMM Troga fAaHHble 00 W3MEHEeHMSIX W [OMONHEHUAX, BHECEHHbIX
B pasfenibl HOMEHKNatypbl Aen, BMeCTe C WTOrOBbIMW 3amUCAMW O KaTeropusx
N KONNYecTBe Aen, 3aBefleHHbIX B CyfebHOM Konnermu, cyaebHom coctase, MOCTOSHHOM
CyAebHOM MpPUCYTCTBUW, CTPYKTYPHOM MOApPa3fAeneHnmn cyaa B TeHeHre rofa, nepeaatorcs
B OTZeN AenonpomnssoacTea (06wuii otaen).

Otgenom pgenonpounssofcTsa (06LWMM OTAENOM) Ha OCHOBE MOJTYYEHHbIX AaHHbIX
006 M3MEHEHMSAX W [OMOJIHEHUSAX, BHECEHHbIX B pa3fe/ibl HOMeHKaTypbl Aen, roToBUTCA
[OMOJIHEHME K HOMEeHKMatype, B KOTOPOM MOC/efoBaTe/lbHO B  COOTBETCTBUM
C pasfenaMyv HOMEHKNATYpbl YKa3blBatOTCA 3arofioBKU fen, He MpefyCMOTPEHHbIe
YTBEPXAEHHBIM 3K3EMMN/IAPOM HOMEHKATYpb.

[lonosiHeHWe K yTBePXAEHHON HOMeHK/aType Aen MOAMMUCLIBAETCA Hayda/lbHUKOM
oTAena AenonpoussoacTsa (06Wero otaena), Bu3mpyerca paboTHUKOM, OTBETCTBEHHbIM
3a paboTy apxuBa Cyaa, COriacoBbIBAETCA IKCMEPTHOM KOMUCCUEN Cyaa N YyTBEpXKAaeTcs
npeacefartenieM cyfga, Mocne 4ero BMeCTe C MTOroBOM 3anuCbi0 O  KaTeropuax
N KONNYeCTBe [ef, 3aBefleHHbIX B Cye B TeUeHWe roga, NpuoobLLaeTca K yTBepXXaeHHOMY
3K3eMNIAPY HOMEHKATYPbI.

Paboumnin 3K3emnnsap HOMeHKNaTypbl Aen XpaHWUTCS B OTAene [Le/onpov3BOACTBa
(obwem oTaene) Ao Tex Mop, Moka Ha fAena, CPOPMMPOBaHHbIE B COOTBETCTBMM
C HOMEHKNATYpoi aen, He ByayT coCTaB/EHbI ONUCK [er.

2.10. B cnyvae W3MeHeHMs CTPYKTypbl cyfa (ynpasgHeHue, peopraHusaums
CTPYKTYPHOro nogpasfeneHns cyga, CO3faHWe HOBOrO CTPYKTYPHOro nogpasfeneHus
cyda) HOMeHKnatypa fen COCTaBMsieTcd  3aHOBO W MOAJIEXMT  COrnacoBaHuIO
N YTBEPXK/AEHMIO B YCTaHOB/IEHHOM MOPSAKe.

HomeHKnaTypa fAen BHOBb CO3[aHHOr0 CTPYKTYPHOro nogpasfenieHns cyjaa
paspabartbiBaeTcd M NpPeAcTaBnseTca pPabOTHMKOM, OTBETCTBEHHbIM 3a BefeHue
[e/10Npon3BOACTBa B CTPYKTYPHOM NoApasfeneHnn, B OTAeN 4efonpom3BoacTea (06w
oTAen) wuanm paboTHUKY, OTBETCTBEHHOMY 3a BefeHve [e/onpov3BoAcTBa cyfa (ecnm
annapat cyga COCTOMT M3 pabOTHMKOB, 3aMeLLalomx OTAe/bHble  JO/MHKHOCTH),
B MECSUHbIA CPOK.

B WHbIX cnyyasax (HanpumMep, W3MEHEeHWe CPOKOB XpaHeHUs [OKYMEHTOB HOBbIM
[MepeyHemM [OKYMEHTOB W ApYroe) MOBTOPHOE COrnacoBaHWe NpoekTa HOMEHKNATypbl
¢ AMK apx1BHOro yupexxaeHus He TpebyeTcs.

2.11. 'pathbl HOMEHKNATYPbI AeN 3aro/HATCA Creayowmum obpasom.

2.11.1. B rpage 1 (MHAEKC fena) HOMEeHKIaTypbl Aen MPOCTaBAATCA WMHAEKCH
Ka)KA0ro Aena, BKNHOYEHHOro B HOMeHKaTypy. VIHAEeKC fena COCTOUT M3 YCTaHOB/IEHHOIO
B Cyde UM(DPOBOro wnm OyKBEHHOro 00603HayeHWUs cyaebHOW Konnernn, cyaebHoro
coCTaBa, MOCTOSHHOrO CyAebHOro npuUCYTCTBUSA, CTPYKTYPHOro  MofpasfeneHus,
HanpaefieHNs [AeATeflbHOCTM cyfa (eciv  annapaTr cyfga COCTOMT U3 pabOTHUMKOB,
3aMellaloLmMX OTAeNlbHble [JO/MHKHOCTA) M MOPSAKOBOr0 HOMepa 3aro/fioBka fgena o
HOMeHK/aType B npefenax cyaebHoOW Konnmerun, cynebHoOro cocrasa, MOCTOAHHOIMO
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CyAebHOro NpuCyTCTBUSA, CTPYKTYPHOrO NoApasaeneHns Wi HanpasieHns AedaTeIbHOCTH
cyga. WMHpekcbl aen o0603HavatoTcAd apabckmmun  umdpamun. Hanpumep: 02-03, rae
02 - WMHAEKC CTPYKTypHOro nogpasgeneHuns, 03 - nopsgkoBblA HOMep 3arosioBkKa Aena
N0 HOMEHK/aType.

2.11.2. B rpajgyy 2 HOMeHKnatypbl fen BK/YAKTCA 3arofioBKu aen (TOMOB)
KOTOpble OTpaXXatoT OCHOBHOE COAepXKaHne 1 cocTaB LOKYMEHTOB Aena. Mpu cocTtaBneHnn
3aro/IoBKOB [eN 4711 HOMEHKNATypbl CriedyeT UCMosb30BaTb HaUMEeHOBaHWNA AOKYMEHTOB,
nverowmxca B [lepeyHe [OKYMEHTOB, C [OMOJ/IHEHWEM 3arofIoBKOB KOHKPETHbLIM
cCoAepXXaHVeM 1 ApYrvMMn HeobXoAUMbIMK 3/1eMeHTaMI 3arofioBKa, MpeLyCMOTPEHHbIMM
HOPMaTMBHbLIMW MPABOBbIMW akTaMu, B TOM YWCNe perfiaMeHTUpYoWUMn  BOMpOChl
[,eN0npons3BoOACTBa M apXMBHOIO Aena.

[MopAagoK pacrosioxeHWss 3arofioBKOB [efl BHYTPW pasfenoB U Mofpasfesnios
HOMEHK/ATypbl [efl OnpefenseTcs CTeneHbi BaXXHOCTW OOKYMEHTOB, COCTaBMfHOLNX
[iena, N Ux B3aMMOCBA3bLIO.

BHauane pacnonaraloTcs  3arofioBKM - [iefl, Coepxkalime  opraHv3auvoHHO-
pacnopaauTenbHY0 JOKYMeHTaumio. Janee pacnosiaratoTca 3aronoBKy fefl, codepkaLine
M1aHOBble U OTYETHbIE AOKYMEHTLI.

3arofioBOK fena [LO/MKEH OTpaxarb Npu3Hak (Npu3Haku), no KoTopomy(biM) OHO
chopmMmnpoBaHo:

HOMUWHa/IbHLIM - Ha3BaHWe Buaa Aena (Mepenucka, >XypHan, Aeno) win Buaa
[OKYMEHTOB, BK/HOUYeHHbIX B Ae/0 (MPOTOKO/Ibl, NPUKasbl);

aBTOPCKWUIA - HaMeHOBaHWe MOCTOAHHO AEVCTBYIOLLEro WM BPEMEHHOro opraHa,
[AO/IXHOCTHOrO WKW MHOFO NNLa, CO34aBLUNX AOKYMEHT(bI);

KOPPECMOHAEHTCKNIA - HaMMeHOBaHWe opraHusaumu, nuua, KOTopomy afpecoBaHbl
NN OT KOTOPOrO MOsyYeHbl JOKYMEHTHI;

NpeLMETHO-BONPOCHbLIN - KpaTKoe cofepXaHue JOKYMEHTOB [ena;

XPOHO/IOrMYecKnii - fata (nepnog), K Kotopor(oMy) OTHOCATCA JOKYMEHTbI Aena;

reorpauYecknin - HasBaHMe MeCTHOCTM (TeppuTopun), C KOTOPO CBA3aHO
COfep>kaHne LOKYMEHTOB [ena;

yKa3aHue Ha KOMWNHOCTb AOKYMEHTOB [efa.

He ponyckaeTca MCMoMb30BaHWE HaVIMEHOBaHWIA 3arofloBKOB e, KOTopble
He OTpaXkalT COfep)KaHue W CoCTaB LOKYMEHTOB fen (Hanpumep: pasHble Martepuasbl,
o6LLasa nepenucka n ToMy nogobHoE), a TakXXe BBOAHbIX C/TOB W CNIOXHbIX CUHTaKCUYECKMNX
060pOTOB.

B 3arosnioskax gen, cogepxxawynx 4OKYMEHTbI MO O4HOMY BOMPOCY, HO HE CBA3aHHbIX
nocefoBaTe/IbHOCTLIO [eN10Npon3BOACTBa, B KA4eCTBe BuAa Aesia YyNnoTpebseTca TepMuH
«[JOKYMEHTbI», a B KOHLe 3aro/loBKa B CKOOKax yKa3blBatOTCA OCHOBHbIE Pa3HOBUAHOCTY
AOKYMEHTOB, KOTOpPbIE AO/MKHbI ObITb B AENe.

TepMUH «JOKYMEHTbI» MNPUMEHSAETCA TakXXe B 3arofioBKax Aefl, COoAepXKalimx
[OKYMeHTbl (CnpaBKW, OT4YeTbl, MEepPenucky W npoyee), SABNAIOLLMECA MPUIOKEHUAMMU
K KaKOMY-/IM60 JOKYMEHTY.

Ecnv feno cocTouT 13 HECKO/IbKMX TOMOB, TO COCTaB/ISIeTCA 06LLMIA 3aro/10BOK Aena,
a 3aTem npu HeoOXOAMMOCTU COCTaB/AIOTCA 3ar0/IOBKM KaXKAOro TOMa, YTOYHAOLLME
COfiep>kaHue 3arofioBka fena.
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3aronoBKu aen no Bonpocam, He paspeLLeHHbIM B TeYeHWe OAHOro rofa, ABNATCA
«MnepexoadalmnumMm» U BHOCATCA B HOMEHKNaTypy cyda Cregylowero roga c TeM ke
WNHLEKCOM C NPOCTaB/IeHNEM COOTBETCTBYHOLLIEN OTMETKY B rpade «prmedaHmes.

[Mpy  BKIHOYEHUM 3aro/IOBKOB 3MEKTPOHHbLIX [en B HOMEHKNaTypy WHAEKChI
3N1eKTPOHHOI0 Aena 1 3aro/IoBKM 3N1eKTPOHHLIX AeN1 COCTaBIATCA MO TEM e Npasuiam,
YTO U MHAEKCHI Y 3arofioBKN feN ¢ AOKYMEeHTaMM Ha OYMaXKHOM HOCUTESE.

B 3aronoBkax fen, cofepawMx [OOKYMEHTbl  OrpaHWYeHHOro AocTyna,
B HOMEHKNaType MpOCTaB/sSeTCA COOTBETCTBYHOLAA OTMeTKa («[na  Ccny>xebHoro
nonb3oBaHusA», «ACIM»).

2.11.3. B rpae 3 HOMeHKnaTypbl fefl MO OKOHYaHWM Ka/leHAapHOro roga
YKas3bIBaETCHA KOMMYECTBO 3aBefeHHbIX e (TOMOB).

2.11.4. B rpae 4 HOMEHKNATypbl e/ YKas3blBatOTCA CPOK XpaHeHus fef, Homepa
cTarei, yCTaHOBNEeHHbIX MepeyHeM [LOKYMEHTOB.

CoKpalleHNs CPOKOB XpaHeHWs, YCTaHOB/IEHHbIX [eiCTBYHOWMM [lepeyHem
NOKYMEHTOB, He [10MyCKaeTcs.

2.11.5. B rpace 5 B TeUeHMe BCEro CPOKa AencTBns HOMEHKNATYPbl NPOCTaB/SHOTCA
OTMeTKM 0 BeAeHUWN [en B 3N1eKTPOHHOM BuUAe, O Nepexofdalnx aenax, 0 BbiAeneHUn aen
K YHUYTOXEHUIO U pYroe.

2.11.6. CynebHble [fena noanexar 00s3aTe/lbHOMY Y4YeTy W BK/IHOUYEHUHO
B HOMEHK/aTtypy fJen.

3anonHeHWe rpagy HOMeHKNatypbl fen no CyfaebHbIM Jenam  OCYLLECTBNSETCS
Mo 06LLMM MpaBuam.

[patha 2 3anofiHAETCA B COOTBETCTBUM C 3arofoBKamu, MpesyCMOTPEHHbLIMU
[MepeyHem [OKYMEHTOB, 6e3 BK/IHOYEHUS B HOMEHKIATypy PerucrpaumoHHbIX HOMEPOB
KOHKPETHbIX CyAebHbIX fer.

Hanpumep, K nNoACYAHOCTM pPalOHHOrO CyAa OTHOCATCA TpaxaHCKue [ena
O pacTopXeHWn 6paka, COOTBETCTBEHHO, B HOMEHKNATypy MOf4 COOTBETCTBYHOLUMM
WNHAEKCOM OfMH pa3 BHOCUTCS HEOOXOAMMBbIA 3aro/l0BOK U3 MepeyHs JOKYMEHTOB.

2.12. Mo 3aBeplleHUM KaneHAapHoro roga (go 1 dpeBpans CrefytoLlero
cyaebHble Konneruun, cyfebHble COCTaBbl, MOCTOSIHHble CyAebHble MPUCYTCTBUS,
CTPYKTYPHbIe NoApasfefieHnss OopMAIOT WUTOrOBYH 3anucb K HOMEHKatype [en,
B KOTOPYHO BHOCATCA CBELIEHNS O KOJIMYECTBe 3aBefeHHbIX [ie/1 C Y4EeTOM KOMYyecTBa TOMOB
(rpacha 3 HOMeHKNaTypbl Aen), OTAeNIbHO MOCTOAHHOIO W BPEMEHHOIO CPOKOB XpaHeHus,
BPEMEHHbIX CPOKOB XPaHEHUs1 C OTMETKOM «3MK» 1 «nepexogawmx». toroas 3anucb
[ONOJIHAETCA [aHHLIMW O KO/IMYEeCTBe 3/1eKTPOHHLIX [en COOTBETCTBYIOLLMX CPOKOB
XpaHeHus.

[anee 3T cBeAeHUs nepeaaroTcs B OTAeN [efonpou3BoacTea (o6wmii otaen)
AJ19 COCTaB/IEHNA NTOroBOM 3amnmncu K HOMeHKNartype.

CBefieHVsa, cofepxalpecs B WTOrOBOW 3anmvMCu  HOMEHKNATypbl, nepefaroTcs
paboTHMKY, OTBETCTBEHHOMY 3a pPaboTy apxuBa, O YeM B HOMEHK/aType NpOCTaB/IfeTCS
OTMEeTKa C yKa3aHWeM [JO/DKHOCTU 1 Noanucy nnua, nepeaasLlero cBeaeHus.

3. CocTaBneHue onucert gen (onucen aNeKTPOHHbIX AOKYMEHTOB) cyda

3.1. Onucb aen (ONMcb 3MeKTPOHHbIX AOKYMEHTOB) - 3TO apXMBHbIA CMPaBOYHMK,

roga
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NPeAcTaBNAOWNA  COBOM  CMCTEMATM3NPOBAHHbLIA  MepeyeHb  3arofioBKOB  Aen U
npefHasHayYeHHbI A1 PackpbITUS CcOCTaBa W COAePXKaHWA  [efl, 3aKperieHus
NX cucTemaTmn3aLmMm BHYTPU AOKYMEHTa/IbHOro (DOHAa 1 UX y4eTa.

Onuce pgen (ONWUCb 3NEKTPOHHBLIX [AOKYMEHTOB) COCTaB/IIETCA Ha OCHOBE
HOMEHKaTypbl Aen.

OO6beKTOM onucaHust B onucy fen (OnMCU 3MIEKTPOHHbIX [OKYMEHTOB) SBMAETCA
Aeno (3N1eKTpOHHOE [eno).

3.2. Onwucuy gen, onuck fen cyfebHbIX KONeruin, cyaebHbIX cOCTaBoB, MOCTOSHHbI
CyAebHbIX NPUCYTCTBMIA, CTPYKTYPHbIX nogpasgeneHnin (npunoxeHns Ne 3, 4, 5, 6, 7, 8
K HacTosALWwen VIHCTPYKLMKN) COCTaBNAOTCS OTAE/bHO Ha:

rpaXkaHcKue fena nocToOAHHOro XpaHeHWs;

aAMUHUCTPATMBHbIE Aena NOCTOSHHOIO XpaHeHWs;

YroI0BHbIE Aefia MOCTOAHHOIO XpPaHeHs,

[ena ¢ cyaebHbIMM akTamu, M3bATBIMW W3 TPKAAHCKUX AeNl U MaTepuasos,
paspeLuaemblX B NMOPALKE rPaXkaaHCKOro Cyonpou3BOACTBa, B CBA3M C UCTEYEHMEM CPOKa
NX XpaHeHWs, NMOCTOAHHOrO XpaHeHWs;

[ena ¢ cynebHbIMM akTamu, U3bATbIMK U3 afMUHUCTPATUBHLIX e/, MaTepuasos,
paspeLlaembIxX B NopsAaKe agMUHUCTPATMBHOMO CYLOMNPOU3BOACTBA, B CBA3M C UCTEYEHNEM
CPOKa X XpaHeHWs, NOCTOAHHOIO XpPaHeHus,

Aena c cyfebHbIMM akTamu, U3bATLIMW K3 YrOMI0BHbIX e/, MaTepuanoB CyaebHOoro
KOHTPONA, MaTepuasioB, paspellaembiX B MOPSAAKE WCMOSHEHUA MNPUroBopa, B CBA3N
C UCTEYEHNEM CPOKA UX XPaHEHWS, NOCTOAHHOIO XpaHeHUs;

Aena obLlero 4enonpon3BoACcTBa NOCTOAHHOIO XpPaHeHus;

rpaXkaaHcKue aena BpemeHHbIX (cBbiwwe 10 f1eT) CPOKOB XpaHeHwus;

aAMUHUCTPATUBHbIE Aefia BpeMeHHbIX (CBbiwe 10 1IeT) CPOKOB XpaHeHUs;

Yron0BHbIe fefa BpemMeHHbIX (CBbiwe 10 1IeT) CPOKOB XpaHeHus;

Aena ¢ cyfilebHbIMIN aKkTaMu, U3bATLIMW U3 e, MaTtepuasioB 06 agMUHUCTPATUBHbIX
npaBOHApPYLUEHMAX B CBA3NW C WUCTEYEeHMEM CpoKa WX XpaHeHWs, BPeMeHHbIX
(cBbiwe 10 f1eT) CPOKOB XpaHeHUs;

aena o6LLero Aenonpou3BoACcTBa BpeMeHHbIX (CBbille 10 NeT) CPOKOB XpaHeHUs;

fiena no MYHOMY COCTaBy;

[ilena Cco CPOKOM XpaHeHus «[o nukeugauumn cypa» (B cnyyae, npegycMOTPeHHOM
MyHKTOM 3.2.1 HacTosLen VIHCTpyKumn).

3.2.1. [ena co CpOKOM XpaHeHus «[o NMKBMaaLnUK Cyfa» B CyAax, BbICTYMaloLLmX
MCTOYHMKAMWN KOMM/IEeKTOBaHUS TOCYAapCTBEHHOIO apxuBa, BKIHOYAKOTCA B OTAENbHYHO
OMWCb feN; B CyAax, He BbICTYNarOLLMX UCTOYHUKAMIN KOMM/IEKTOBaHWUA FOCYAapCTBEHHOIO
apxuBa, BK/KOYAKOTCA B ONUCb [ef1 MOCTOAHHOI0 CPOoKa XpaHeHus.

3.2.2. AHaNIOrNYHbIE OMUCK COCTaBNAKTCA Ha 3N1EKTPOHHbIE dena.

3.3. Ha cynebHble aena BpeMeHHbIX (40 10 neT BK/IOUUTENBHO) CPOKOB XPaHEHMs
onucu fAen BefyTCs B MPOM3BOMbHON (POpPME B 3MEKTPOHHOM Buae pPaboTHUKOM,
OTBETCTBEHHbIM 3a BefleHVe 4e/I0Npon3BOACTBa B CyAe0HOI Koniermm, cyiebHom cocTase,
MOCTOAHHOM CyAe6HOM NPUCYTCTBUK, CTPYKTYPHOM MoApasae/ieHun.

B cnyyae nepefayun Ha XpaHeHWe B apxvB cyfa Aen BpemeHHbIX (4o 10 f1eT) cpoKoB
XpaHeHUs (B COOTBETCTBUM C MYyHKTOM 7.5 Hactoawein VIHCTpyKumm), onucu [en
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B 3/IeKTPOHHOM BUAe BefyTCA TakXke Ha Apyrve gena BpeMeHHbIX (go 10 neT) cpokos
XpaHeHus (aena o6LLero Aenonpou3BoACTBa: Haps/bl, KHAMW, XYpPHasbl U T.4.).

[Mpn YHUUTOXEHMKN TakuX Aen B rpade «MprmMevaHne» onmcy Aen NpocTaBAseTcs
COOTBETCTBYHOLLAsA OTMETKA CO CCbINIKOM Ha aKT 06 YHUUTOXEHWUW Aena.

3.4. Onucu gen cyaebHbIX Konnerni, cyaebHbIX cOCTaBOB, NMOCTOAHHBIX CyAeOHbIX
NPUCYTCTBUI, CTPYKTYPHbIX MNoApas3feneHnid cyda COCTaBNAKTCA MO YCTaHOB/IEHHOM
topme (nNpunoxeHnsi Ne 3, 4 K HacToswein WMHCTPyKUMM) B OBYX 3K3eMmnaspax Wu
NpeAcTaBNATCA B apXMB Cya He MO34HEee YeM Yepes LLeCTb MecALEB Moc/e 3aBepLUeHuns
[ieNl B 1eN0onpon3BOACTBeE.

Mepegaya Aen MOCTOAHHOIO WM BPeMeHHOro (cebiwe 10 NeT) CPOKOB XpaHeHWs
B apXMB Cyfa OCYLLECTB/IAETCA MO OMNUCAM Aen CyAeOHbIX KOMnerni, cyfebHbIX CoCTaBoB,
MOCTOAHHbIX CYAEOHbIX MPUCYTCTBUIA, CTPYKTYPHbIX nogpasaeneHnin (npunoxeHms Ne 3,
4 K HacToALen VIHCTpyKumn).

3.5. Tpu coctaBneHnn onucu Aen CyaebHbIX KOMMernn, CyaebHbIX COCTaBOB,
MOCTOSAHHbIX CYAE6HbIX MPUCYTCTBUN, CTPYKTYPHbIX NoApasfeneHnin cyaa cobnoaatores
cnefytolme TpeboBaHUS:

3aro/l0BKW fieN1 BHOCATCA B OMMUCb MOJSTHOCTHHO;

KaXX[10e [1e/10, TOM BHOCUTCS B OMNKCb M0J CaMOCTOSTE/IbHbIM MOPSAKOBbIM HOMEPOM;

rpab! ONMCK 3arosHAKTCA B COOTBETCTBMM CO CBEAEHMSIMU, KOTOPbIE BbIHECEHBI Ha
0610XKY fena;

rpaca onuncu «MprumedaHe» UCMonb3yeTca Ans 0TMETOK O npueme (nepegade) gen,
0COBEHHOCTAX (IU3MYECKOr0o COCTOAHMSA, O HAIMUNKA KOMUIA.

3.5.1. OCHOBHbIM 3/1EMEHTOM ONWCK AeN ABNAETCS onucaTe/lbHas CTaTbsl, B KOTOPYHO
BXOAAT: HOMep fena no MopsaKy, UHAEKC Aena no HOMeHKnatype fen, 3arofioBOK Aena,
KpaliHue AaTbl fena, KONMYecTBo NINCTOB, MPUMeYaHus.

3.5.2. TlopAAKOBbIA HOMEP [ena NPUCBaMBaeTCs MOC/e ero BK/IKOYEHUS B OMUChb
N PacnosioXXeHNs B OMNUCU B COOTBETCTBUM C MPUHATON CXEMOW CUCTeMaTU3aLIMN.

B cnyuyae o6Hapy>KeHWs HOBbIX fAefl, He BHECeHHbIX B OMuUCKU fen cyfebHoi
Konnernu, cyaebHoro cocrasa, NOCTOAHHOIO CyebHOro NPUCYTCTBUS WK CTPYKTYPHOTO
nogpasfeneHns cyfga Wi Oonucu fef, Takue fAena BHOCATCA B YKas3aHHble OMuCK
noA, MMTEPHbLIMU HOMepPamU.

[lena, BHECEHHble B OMUCb MOA /IATEPHLIMU HOMEpPamK, BHOCATCA B Hee
c pobaBneHeM K HoMepy fena 6ykB angasuTa (K npumepy: 4, 5, 5a, 56, 6).

3.5.3. VIHOeKC fena npefHasHayeH 415 NPOCTaHOBKM HOMEHKNATYPHbIX HOMEPOB
aen. o pewweHnto cooTBeTCTBYHOLWEN AMNK apXMBHOMO yUpeXxaeHUs AaHHasA rpaja MoXeT
MNCMNONb30BATLCA A5 UHBIX OTMETOK.

3.5.4. 3aronioBOK Aena COAEPXWUT WH(OPMaUM0 O BK/IOYEHHbIX B A€o BuAax
NOKYMEHTOB W/ PeLLaeMbIX UMK BONpoOcax.

B rpadhe 3aronoBka fiena ¢ HOBON CTPOKM MOXET ObITb NpUBeLeHa AONONTHUTE/IbHAS
NHJopMaL s 06 0COBEHHOCTSX [OKYMEHTOB, BKIHOUEHHbIX B AENO.

KaxXabli1 3aronoBoK NMLLETCA NOTHOCTLIO, COKpaLLeHue «To Xe» He [OMyCKaeTcs.

Mpn  BKOYEHUN JNINYHLIX e TUnoBad 4YacTb 3arosnioBka («JlMuyHoe Aeno
paboTHMKA...») U UHOVMBMAYaASIbHAA OTAENATCA APYr OT Apyra ABOETOYMEM, Mpobesiom
rnocne Hero n a63auem. Hanpumep:
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Ne NHpaeKce 3arosioBoK gena KpaiiHne gaThbl KonunyecTtBo Mpume-
n/n fena NNCTOB YyaHuA
1 2 3 4 5 6
1 JInyHoe geno paboTHMKa 01 noHAa 2015 - 54
MoCKOBCKOro 061acTHOro cyfaa, 05 pekabpsa 2015

yBOsieHHOro B 2015 ropgy:
MBaHOB MBaH MBaHoBNY

2. NwnyHoe geno paboTHUKa 03 aBrycrta 2015 — 76
M OCKOBCKOro 06/1aCTHOrO cyaa, 06 HosAG6pA 2015
yBosieHHoro B 2015 ropy:

MaTBeeB MaTBeii MaTBeeBUY

AHanornyHoIM 06pazom 0hoPMIAKOTCS M UHbIE 3aro/IoBKU fef1, UMeoLLe TUMOBYHO
N NepemMeHHbIe YacTu 3aro/I0BKOB.

Mpy BHECEHMM B OMKWCb 3aro/IOBKOB CyAeOHbIX Aen CrefyeT yKa3biBaTb B 3aro/ioBKe
Homep aena (YW[), HoMep npon3BoAcTsa Mo Jeny.

3.55. Tpaa «KpailHe patbl»  COAEPXUT  KpailHue faTbl  (HaYalbHYHO
M KOHEYHYK) [OKYMEHTOB [Jena Win COObITUIA, KOTOpble OCBELLAKOTCA  3TUMU
AOKYMeHTaMu.

KpaitHue gaTbl B onucK MOTyT ObITb NpeACTaB/eHbl CNeayowmM 06pasoMm:

NMelTCA HavalbHas M KoHeyHada aatbl: 08 aHeapsa 2025 - 07 aBrycta 2025;

Haya/bHaA 1 KOHeYHaa patbl coBnagaroT: 15 aHBapsa 2025;

B OAHOWN M3 AaT OTCYTCTBYET 4MC/o wu/vnm mecsy: sHBapb 2025 —03 mapTa 2025,
01 anpensa 2025 - 2026;

HayasibHaa WM KOHeYHas farta onpeenseTcs No KOCBEHHbIM AaHHbIM: [2025];

KpaliHue aaTbl YyCTaHOBUTbL He yaanock: [6/a].

Cokpawatb gatel (K npumepy, 15-23 wmapta 2025, mapt - anpens 2025)
He [0MNYyCKaeTcs.

K uncnam mecsua ot nepeoro 40 AeBATOr0 A06aBnsieTcs Brepean CTOALLMIA HOMb
(03 mapTa, 06 CeHTAOpPSA); CMOBO «roA» (COKPALLEHNA «T.», «IT.») HE UCMONb3YEeTCH.

3.5.6. B onucax pen BpeMeHHbIX CPOKOB XpaHeHUA CPOK XpaHeHusa [Jena
YKa3blBAeTCA B COOTBETCTBUM C AEWCTBYIOLMM HA MOMEHT COCTaB/IeHMst onuck MNepeuHem
NOKYMEHTOB.

3.5.7. B rpae «Konnmyectso NMCTOB» BHOCUTCA KOMMYECTBO MPOHYMEPOBaHHbIX
nnctoB B fene (6e3 KonmyecTBa /IMCTOB BHYTPEHHeW onucu). Kosm4yecTBO /NCTOB
B Onucate/lbHON CcTaTbe AO/MKHO COBMagaTb C KOMMYECTBOM JINCTOB, YKa3aHHbIX
B /INCTE-3aBepuUTeNe Jena.

3.6. [Mepef, BHeCEHMEM 3aro/I0BKOB e/ B OMNUCU AeN CyAebHbIX KONErvii, cyaebHbl
COCTaBOB, MOCTOAAHHBLIX CYAEeOHbIX MPUCYTCTBUM, CTPYKTYPHbIX MNOApasfeNneHnii cyga
paboTHMKaMK, OTBETCTBEHHbLIMU 33 BeAeHWe [eN0npon3BOACTBa, NPOBEPAHTCA KAa4yecTBO
(hopMm1pPOBaHUA N OPOPMIEHUSA fefl, COOTBETCTBME KOMMYECTBa [efl, BHOCUMbIX B OMUCH,
KO/IMYECTBY 3aBeAEeHHbLIX Ae/1 N0 HOMeHKIaType Aen.

Mpn npocmoTpe Aen MNPOBEPAOTCA: COOTBETCTBUE 3aro/ioBKa [enia COAepXKaHWuHo
NOKYMEHTOB B Jefe; TMpaBWIbHOCTb OMOPMIEHUA W TPYNMNUMPOBKA  [LOKYMEHTOB,
BK/IIOYEHHbLIX B [e/0; KayeCTBO MOALUMBKW WX nepenneta [Jena; MpaBuibHOCTb
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HyMepauuy NUCTOB feNa; Haiuume B [efie BHYTPEHHE onucu gena v npaBUIbHOCTb
ee COCTaB/IeHMs; MPaBUIbHOCTb OOPMIEHNA OONOXKWN Aena; Hamume U MnpaBUbHOCTb
NINCTa-3aBepUTENA.

Mpn  O6GHapyXXeHWM HapylleHWsi  YCTaHOB/IEHHbIX NpaBul  (DOPMUPOBAHUSA
N OOPMNIEHNA [eNl OHW A0/KHbI OblTb YCTpaHeHbl PabOTHWKaMK, OTBETCTBEHHbLIMM
3a BeJieHne 1enonpon3Bo/CTBa.

3.7. B cnyyae 0O6HapyXeHusi OTCYTCTBMS [efl, 3aBefeHHbIX B COOTBETCTBUMU
C HOMEeHKnaTypoi paen, pabOTHMKOM, OTBETCTBEHHbLIM 3a BefeHVe Ae/onpon3BOACTBA
B CyaebHOM Konneruwn, cyaebHoM cocTaBe, MOCTOAHHOM CyAeOHOM MPUCYTCTBUK
W  CTPYKTYPHOM MoApasfeneHun cyga, MNpPUHMMAKOTCA Mepbl MO UX  PO3bICKY.
OG6Hapy»eHHble [ena BK/IKYakoTCA B ONUCh Jen.

Ecnv npuHATble Mepbl He Aasn pe3y/bTaToB, TO HA HeOOHapy>eHHble Aena
COCTaB/IAETCA aKT 00 yTpaTe [AOKYMEHTOB B MPOM3BO/IbHON (POpMe, KOTOpbIN
MOAMMWCLIBAETCA  HaydalbHUKOM  OTfena  fdenonpousBofctea  (obuwiero  oTgena)
N npefceparenem cyfnebHor Konnermmn, cynebHoro cocrtaea, YNOHOMOYEHHbIM NLLOM
MOCTOSAHHOI O CyAeBHOro NPUCYTCTBUSA, Ha4a/IbHUKOM CTPYKTYPHOIO NoapasaeneHuns cya.
[anee akT 06 yTpate AOKYMEHTOB YTBepXAaeTcd MpefcefarteneM cyfa v rnepefaeTcs
BMeCTe C OMUCbIO fen cyaebHOoW Konnerun, cygebHoro cocrasa, NMOCTOAHHOIO CyAebHOro
MPUCYTCTBUSA, CTPYKTYPHOrO noApasfeneHuns cyaa paboTHNKY, OTBETCTBEHHOMY 3a paboTy
apxvBa cyja.

3.8. Onuck gen, onncK 3NEKTPOHHbIX JOKYMEHTOB (rofoBble pasaesbl Onucein aen,
OMunCcen 3NeKTPOHHBIX LOKYMEHTOB) (MPuioXeHns Ne 5, 6, 7, 8 K HacTosALe VIHCTPYKLMN)
COCTaBNAOTCA PabOTHUKOM, OTBETCTBEHHbIM 3a PaboTy apxvBa Cyfa, Ha OCHOBaHWM
onucei aen, onuncer aNeKTPOHHbIX AOKYMEHTOB CyAebHbIX KONeruii, cyiebHbIX COCTaBOB,
MOCTOSAAHHbIX CYAeOHbIX NPUCYTCTBUIA U CTPYKTYPHbIX NMOApasfeneHnii cyaa.

3.9. TllepsBoMy rofoBoMYy pasfeny Onucu aen npuceamBaeTca HOMEP OMNUCK
Mo ANCTY (POHAA, BCe MOCMeAyroLne rofosble pasgesibl YMCAATCA 3a AaHHbIM HOMEpPOM
[10 3aBepLUEHNA OMNUCHU.

He [JonyckaeTcA nNpPWCBOEHME ONUCAM [Aen OAMHAKOBbIX YYeTHbIX HOMepOB
B Mpejeniax 04HOro oHaa.

3.10. 3aKOH4YeHHast onucb fAen Ha OyMaXHOM HOCUTeNne [AO/MKHA BKIKOYATb
He 60nee 9999 eMHUL, XpaHEHNS.

[Mpn JOCTUXKEHUN MAKCUMa/IbHOrO KO/IMYECTBA CTaTel Ui NPUOAKEHUN K 3TOMY
yucny, Korja KonmyecTso Jen B cnefytoLwemM rogoBom pasgenie MOXeT NpPeBbICUTL AaHHOe
OrpaHu4YeHune, Onucb 3aKPbIBAETCA M HAYMHAETCA HOBas OMWCH CO C/IeAYHOLLMM CBOBOAHBbIM
HOMEpPOM.

Takxe onucb Aen 3aKpbIBaeTCA, eC/IM HOBbIE [ef1a B Hee NocTynath 60/bLue He ByayT
(Hanpumep B CBA3M C ynpasgHeHVEM Cyfa).

3aKOHUeHHas onucb Jen BMecTe C TUTY/IbHbIM JIMCTOM W CMPaBOYHLIM annapaTom
K Hell 3aK/H0YaeTCs B TBEPAYHO 06/10KKY, HYMepYeTCs 1 MOALUMBAETCA UKW NePerneTaeTcs.

Kaxkaas 3aKOHYeHHas OMuCb [efl, KaxAbld TOM ONUCK Aen LO/MKHbl UMETb JINCT-
3aBepuTeNb.

3.11. Ecnun onnckb ien COCTOUT M3 HECKO/IbKMX FOZ0BbLIX pa3fenos, TOMOB, NTOroBas
3anncb COCTaBNAETCA K KaXKAOMY rogoBoMy pasgeny, Tomy. K Kaxaomy nocnegytowemy
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rofoBoMy pasfeny, TOMY B HapacTalolem MnopsaKe COCTaBNAeTcA CBOAHAA WTOroBas
3anuce.

Mpy  3aKpbITUX  ONUCK  OCHOPMIISIETCA eAMHas UTOroeas 3amnuMcb, B KOTOPOIA
yKasblBaloTca (Undpamn 1 NPONMCbIO) 0606LLatoLe CBeAeHUS MO BCEM rOOBbIM
pasfenam, BOLLEALLUVM B JaHHYHO OMUCb.

Hanpumep: TNepBbIii rofoBo pasfen: B AaHHyH onucb BHeceHo 130 gen ¢ Ne 1no
Ne 130, B TOM yumcne: NUTEPHbIE HOMEPA - HET, NMponyLleHHble Homepa -Ne 113

BTopoi rogosoit pasgen: B AaHHyt onuck BHeceHO 100 gen ¢ Ne 131 no Ne 230,
B TOM 4unc/e: NMMTepHble HoMepa - 138a, NnponyLLeHHbIX HOMEPOB - HeT.

3aK/ounTeNbHbLIM TOA0BOIN pasfes, OMuCh 3aKPbIBAETCA: B JaHHYHO OMUCb BHECEHO
500 gen ¢ Ne 1 no Ne 500, B TOM u4ucne: nuTepHble HoMepa - 138a, nponyLleHHbIe
Homepa - Ne 113.

[ns KakKaoro rofoBoro pasfena onucu Aen Heobxoaumo yKasblBaTb FOf OMnucw,
3a KOTOPbI NpeacTaBieHbl AOKYMEHTDI.

["040Bble pasfesibl, €C/IN OHW He ABMIAKOTCA 3aKOHYEHHOW OMMCLI0, He MOJLLIMBA0TCA
N He nepenneTarTcA.

3.12. B cnpaBoyYHbliA annapaTr K ONUCK Aen BXOAAT: TUTY/bHbIA JINCT; MepeyeHb
nepeMmeHoBaHUn cyga (ecmm WH(opMaums O MepevMEeHOBAHUM HE COAEPXMTCA B
TUTY/NIBHOM JINCTE OMUCHK), CofepykaHune (OrnaBneHne); NPeancnoBue; CNMCOK COKPaLLEHWIA;
yKazartenu K onucu (NpegMeTHbIA, UMEHHOW, reorpafuyeckoi).

3.13. Ha TUTynbHOM /nMCTe ONUCKA [eNn YKa3blBaloTCA: MOJIHOE HauMeHOBaHue
rocyaapCTBeHHOro apxvea (ecnn Cyf BbICTYNaeT ero UCTOYHWKOM KOMMeKTOBaHUSA);
NMo/IHOE HaMMEeHOBaHWe Ccyfa;, HOMep apXWMBHOro (OHAA; HOMEP M Ha3BaHWe Oonucy,
KpaiHne faTbl BHECEHHbIX B OMUCH eAMHUL, XpaHEeHWS.

HanmeHoBaHVe cyfa yKasbiBaeTca Mo nocnegHemy rofy BK/KOUEHUA LOKYMEHTOB
B OMUCb Jen.

3.14. B npegucnoBun K OnNucK fen yKasblBalOTCHA CBeAeHUS B XPOHOMO0TMYecKuX
paMmKax KpanHuX [aT efuHWL, XpaHeHWs, BKJIOYEHHbIX B OMCb: 00 W3MEHEHUAX
B HaMMeHOBaHWM Ccyfa; O CTPYKTYype cyda; 00 O0COGEeHHOCTSAX OgopMIeHUs U
(hOpMUPOBaHUA [eN, OnucaHus U CUCTeMaTU3auuKn 3arofioBKOB [efl; O COAepXXaHuu u
MoMHOTE fefl; O HaMYMM U OCOBEHHOCTAX WHMOPMAaLMOHHBLIX cucTeM, 6a3 [AaHHbIX,
NCMO/b3yeMbIX A/19 paboTbl C 3N1EKTPOHHBIMW AOKYMEHTaMK, PErMCTPaLMOHHO-YYETHbIMM
(hopmamu fen n JOKYMEHTOB 1 obpasamu (CKaHamu) aen U JOKYMEHTOB.

3.15. BHeceHve N3MeHEHWIA B TOA0BbIe pasfesibl ONUCK Aef Mocne X yTBepXaeHNs
AMNK apxMBHOro y4ypexaeHua WM rocyfapCTBEHHOIO apxuBa [OMYCKAeTCcsa TOMbKO
Ha OCHOBAHWW COOTBETCTBYIOLUMX PELUeHWA  IKCMEePTHOW  KOMUCCUMM  cyja W
AlNK apxmMBHOro y4pexaeHus (rocygapCTtBeHHOro apxmea).

3.16. Onucu gen (rogoBble pasfesibl ONUCein) NOCTOSHHOIO XpPaHeHUs, BPEMEHHbIX
(cBbiwe 10 f1eT) CPOKOB XpaHeHusi, Onuceil [en mo SIMYHOMY COCTaBy COr/1acoBbLIBAKOTCA
C 3KCMEepTHOW KOMWCCUEW cyda, MOoCne Yero ecnu Cyf BbICTYMaeT WCTOYHMKOM
KOMNN/IEKTOBAHUA TOCYAAapPCTBEHHOIO apxmea, IM60 Ha OCHOBaHMU JOrOBOPa C apXMBHbIM
yupexxgeHveM, NpPeAcTaBnAlOTCA Ha YTBepXKAeHWe cooTBeTCTBYHOWe IIMK apXMBHOMO
yupexxaeHns.

Onucn pen (roposble pasgensl onucein) HanpaenaloTca Ha IMMK  apxXMBHOrO
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YUpPEeXAEHNsT B YETbIPEX 3K3eMMnsapax Ha OyMaXHOM HOCUTENE M OAHOM 3K3eMMssipe
B 3/IEKTPOHHOM BMWAE B pefaKTupyemMoM (hopmarte He No3fHee YeMm yepes 3 rofa nocrne
3aBepLLeHna aen B Aenonpon3BoACcTBe.

Mepen HanpaBneHWEM OMNUCEN [en Ha YTBEPXKAEHME NPOBEPSETCA Hanume Aaen,
BK/IHOYEHHbLIX B 3TW OMUCW.

3.17. Mocne yTBepXKaeHUs onucert gen (rogosbixX pasaenos onuceit) SMNK apXnBHOT
yUpexxaeHns OHW yTBepXXaakoTca npeaceaatenem cyga.

4, DKCNepTm3a LeHHOCTU AOKYMEHTOB. 3agaum 1 DyHKLUUN 3KCNEePTHOM
KOMUCCUM cyda

4.1. JKcneptv3a LEHHOCTM [AOKYMEHTOB (Janee - 9KCrnepTu3a LIEHHOCTW) -
NeaTeNbHOCTb MO YCTAHOBMEHWKO CPOKOB XPaHEHUSt AOKYMEHTOB, OTOOpYy WX ans
apPXMBHOIO XPaHEHWS WA YHUYTOXEHUS, BbISBNEHNIO 0COO0 LEHHBbIX W YHUKaNbHbIX
NOKYMEHTOB Ha OCHOBaHWM TPe6OBaHMI HOPMATUBHBLIX MPABOBbIX aKTOB U KPUTEPMEB
3KCNepPTU3bl LEHHOCTU AOKYMEHTOB.

MpeaMeTOM  3KCMEPTM3bl  LIEHHOCTU  SIBASIETCA  OMpefeneHne COOTBETCTBUSA
AOKYMEHTa W (MNMN) AOKYMEHTOB KpUTEpMsIM ero (UX) LIEHHOCTM B LIENSX OnpeaeneHus
CpOKa XpaHeHus M 0T6opa AOKyMeHTa U (MnKn) AOKYMEHTOB ANS BKIHOYEHWUS B COCTaB
ApxunBHOro oHaa Poccuiickoii deaepaumm WM BbIIENEHWUS K YHUYTOXEHUIO
M0 NUCTEYEHNUM YCTAHOB/IEHHOIO CPOKa XpaHeHWs.

3KcnepTnsa LEHHOCTM MNPOBOAWUTCS Ha OCHOBAHMM MPUHLUMMOB WUCTOPU3MA,
CUCTEMHOCTM U LIENIOCTHOCTW NYTEM KOMMIEKCHOIO MPUMEHEHUS CNefyoWmnX KpUTEPMEB:

MNPOUCXOXAEHUSI (3HAYMMOCTb BbIMOMHSAEMbIX CYAOM (OYHKLUWMIA, BPEMS WU MECTO
06pa30BaHNA NOKYMEHTA);

coaepXXaHus (3HaveHVe MMEOLLIENCS B AOKYMEHTE MHGopMaLMK, NMOBTOPEHNE 3TOM
NHopMaLUKN B APYTUX AOKYMEHTaX, NOASIMHHOCTb AOKYMEHTA);

BHELLIHUX OCOGEHHOCTEe AOKYMEHTOB (BMA AOKYMeHTa, opma (hMKCUPOBaHUA
N nepeaayn CoAepXKaHwsl, topuanmyeckas AOCTOBEPHOCTb (HanuMume noanucei, [aar,
neyaten) [AOKYMEHTa, €ro (M3MYeCKoe COCTOSIHME), a TaKKe MNpUrogHoCcTM [Ans
ncrnonb3oBaHmst  (BOCNPOM3BOANUMOCTM (MPU  3KCMEPTU3E LIEHHOCTU 3MEKTPOHHBLIX U
ayanoBm3yasnbHbIX 4OKYMEHTOB).

4.2. JKCnepTu3a LeHHOCTN JOKYMEHTOB CyAa NPOBOAUTCA:

Mpy COCTaB/IEHNM HOMEHKNATYPbI AeN, B npouecce (hopMMpoBaHUA aen;

npy NOAroTOBKE AN, 3NEKTPOHHbIX AeN K nepefaye B apxmB Cy[a;

npy  MOArOTOBKE K nMepefjaye Aefl, 3NEKTPOHHbIX Aen  Ha  XpaHeHue
B rOCYAapCTBEHHbIA apXmB;

Npy  BbIAENEHUN K YHUYTOXEHWUO Aen, 3MeKTPOHHbIX Aen, He MoAnexatimx
XpaHeHuto.

4.3. 3agavamum 3KCNepTu3bl LLEHHOCTU SBMSIKOTCS:

onpejeneHrie CPOKOB XpaHeHMs JOKYMEHTOB MpW pa3paboTKe HOMEHKMATypbI fer;

0TOOP AOKYMEHTOB AN BKAKOYEHMS B COCTaB APXMBHOro oHaa PoccuiickKoi
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depepaymmnl(ganee - A® PO), a Takxe 4514 nepegadn B apxums;

BbISIB/IEHNE [OKYMEHTOB C MWCTEKWMMM CPOKaMM XpaHeHUs [NA  BK/IOYEHUS
NX B aKT O BbIAENEHUN K YHUUTOXEHMIO JOKYMEHTOB, HEe MOANEXaLNX XPaHEHWIO.

4.4, JKCnepTuse LeHHOCTU MOA/eXaT BCe AOKYMEHTbI CyAa He3aBMCUMO OT BUAOB
HocUTenel 1 cnocobos 3anuncu.

PelleHne 0 BKIHOYEHUN [OKYMeHTOB B coctaB A® P® npuHuMmaetca 3lMK
apPXMBHOIO YUYpexxaeHus.

4.5. CpOKN XpaHeHUsi OOKYMEHTOB MPU MNPOBEAEHUN WUX 3KCMEPTU3bl LIEHHOCTU
yCTaHaB/IMBAKOTCA B COOTBETCTBUM C (hefepasibHbIMU 3aKOHAMWN U MHbIMWA HOPMAaTUBHbIMU
NnpaBoBbIMW  akTamn Poccuiickoin  defepaumn, MNEPeUHSAMU  TUMOBbIX  apXMBHbIX
NOKYMEHTOB C YKa3aHMeM CPOKOB MX XpPaHeHUs 1 [epeyHeM [10KYMEHTOB.

4.6. B uensx opraHmsauum 1 NpoBefeHNs MeTOAMYECKON M NMPaKTUYECKON paboThbl
M0 3KCMepTn3e LEHHOCTU AOKYMEHTOB, 00pa30BaBLUMXCS B AeATE/IbHOCTU Cyaa, CO3AaeTcA
3KCMepTHas KOMUCCUA Cyda, KOTOpas AB/IAETCA COBeLLaTe/lbHbIM OpPraHoM W AencTByeT
Ha NOCTOSAHHOW OCHOBE.

JKcnepTHas KOMUCCUA Cyaa CO3L4aeTca MpuKasoM npeacefartens cyja v [encTeyet
Ha OCHOBaHMM MOMOXEHUSA, pa3pabOTaHHOro Ha OCHOBE MPUMMEPHONO MOJIOXEHUS
006 3KCMEePTHON KOMUCCUM OpraHn3aLmmn, yTBepXXAeHHON YNOTHOMOYEHHbIM theaepasibHbIM
OpraHoM WCMoJIHUTENbHON BNacTu B Clpepe apXMBHOIO Aena 1 AeNionpon3BoACTBa.

Cyfbl, BbICTyrnaroLne MCTOYHMKOM KOMMIEKTOBAHUA rOCYAapCTBEHHOrO apXmBea,
COr/1acoBbIBAlOT MOMIOXKEHNE 06 3KCMEPTHOM KOMUCCMM Cyfa C COOTBETCTBYHOLLEN
AlNK apXMBHOT0 yupexxaeHus.

4.7. B cocTaB 3KCMEPTHON KOMUCCUM Cyfda, Ha3zHa4YaeMbli NPUKa3oM npeaceaarens
Cyfa, BXOoAAaT: npeacefatesib Komuccun (OAMH U3 3aMecTUTeNeil npeaceaarens cyja wim
cyaba (B cryyae OTCYTCTBUA 3aMeCcTUTeNs Mnpefcefarens cyfa), cekpeTtapb (paboTHUMK
Cyda, OTBETCTBEHHbI 3a paboTy apxuBa), pabOTHUKK OTAena Aenonpom3soacTsa (06Lero
0TAena), CyaeoHbIX KONMEruii, cyiebHbIX COCTaBOB, MOCTOSAHHOIO CyAe6HOro NPUCYTCTBUA
N APYrux CTPYKTYPHbIX NoapasaeneHunin cya.

TakKe B COCTaB 3KCMEPTHOMN KOMUCCUM CyAa MOXET ObITb BK/HOYEH MPeAcTaBuTeNb
rocyiapCTBeHHOro apxusa W/wuamn ynoiHOMOYEHHOrO opraHa WCMOHUTENIbHON BACTM
cybbekTa Poccuiickon ®efiepaumm B chepe apxXmBHOro gena (Mo corniacoBaHuto).

4.8. JKCnepTHas KOMMUCCUS Cyfia OCYLLECTBASET CreaytoLme yHKUMN:

4.8.1. OpraHn3yeT eXXerofHblil 0TO60p AeN ANA XPaHEHUS U YHUUTOXEHUS.

4.8.2. PaccmatpuvBaeT 1 NPUHMMAET PeLLeHne O CoriacoBaHum:

MPOEKTOB Onucer fen MNOCTOAHHOIO M BpeMeHHbIX (cBbiwe 10 f1eT) CpoKoB
XpaHeHus, onuceit gen no IMYHOMY COCTaBy;

MPOeKTOB HOMEHK/aTyp fern,

MPOEKTOB aKTOB O BbIE/IEHUN K YHUUTOXEHWIO [eN, He MOAMeXalmnX XpaHeHWIo;

NPOEKTOB aKTOB O HEOOHAPYXXEHUW apXMBHBIX AOKYMEHTOB, MYTW PO3bICKa KOTOPbIX
ncuepnaHbl;

MPOEKTOB aKTOB O HEUCMPaBUMbIX NOBPEXAEHNAX aPXUBHbIX [JOKYMEHTOB;

MPOEKTOB /IOKa/IbHbIX HOPMATMBHbLIX aKTOB M METOANYECKUX [OKYMEHTOB Cyada

1 lokymMeHTbl ApXMBHOT0 ¢hoHaa Poccuiickoli defepauyuun - apxvBHble [OKYMEHTbI, MOLUeALlNe 3KCMEPTU3Y LEHHOCTU
LOKYMEHTOB, NMOCTaB/IEHHbIE HA rOCYAapCTBEHHbIV YUET 1 Nog/iexallie NoCTOSHHOMY XpaHeHWHo.
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no AeN0onNPOn3BOACTBY N apXMBHOMY Aeny.

4.8.3. ToTOBUT NpeanoxeHns 06 yCTaHOB/IEHUN (M3MEHEHWUW) CPOKOB XpaHeHWs
OOKYMEHTOB W BHECEHMM COOTBETCTBYHOLUMX W3MeHeHWA B [lepeyeHb [JOKYMEHTOB,
C [JanbHeWwnM WX MpeAcTaBfieHMeM Ha paccmoTpeHue CypebHoro penapraMeHTa
npun BepxosHom Cyae Poccuiickoin defepaumn.

4.8.4. COBMECTHO C apXMBOM Cyfa, OTAe/IOM [enonponssoacTsa (06LWwyM 0TAenom)
M KagpoBOW  CNyXKboW  opraHusyeT and pabOTHMKOB  Cyfa  KOHCYy/bTaumu
Mo BOMpocam paboTbl C JOKYMEHTaMW, OKa3blBAET UM METOLMYECKYHO MOMOLLb, y4acTByeT
B MOArOTOBKE W NPOBEAEHNM MEPONPUATUIA MO NOBbILLEHWIO UX KBIM(UKALNN.

4.8.5. BbINnoMHAeT WHble  (PYHKUWW, YCTAHOB/IEHHblE  3aKOHOAATE/IbCTBOM
Poccuiickori defepaumn B cepe apxXMBHOMO fefia U AeNonpon3BOACTBA U MOIOXKEHNEM
06 3KCNepTHOM KOMMUCCUM Cy[a.

4.9. 3acefjaHnsA 3KCMEPTHOM KOMUCCUM Cyfa NPOBOAATCA MO Mepe He06X04MMOCTH,
HO He MeHee [BYX pa3 B rog, OOpMISKOTCA MPOTOKO/IOM, KOTOPbIA MOAMUCHIBAETCA
npeacefatenem u cekpetapem KOMUCCUN.

3acefjaHne 3KCMEPTHOM KOMUCCUM Cyda U MPUHATbIE PELUEHUS  CUUTAKOTCH
MPaBOMOYHbLIMW, €C/NIM Ha 3acefjaHnM NPUCYTCTBYET 60/ee MOSIOBMHbI e COCTaBa; PeLleHuns
Mo Kaxkaomy Bonpocy ([AOKYMEHTY) NMPUHUMatOTCA 60/bLUMHCTBOM ro/10coB. CrnopHble
BOMPOCHI MpW pasfe/sieHn ro/ocoB NMOPOBHY Pa3peLLakoTca MnpefcefatesieM 3KCrMepTHOM
KOMUCCUN cyaa.

4.10. BefeHune [enonpou3BOACTBA 3KCMEPTHOM KOMWUCCUWM  Cyda, XpaHeHue
N UCNOJIb30BaHNE €e JOKYMEHTOB, OTBETCTBEHHOCTb 3@ UX COXPAHHOCTb, a TakXXe KOHTPO/1b
MCMOSTHEHWNA NMPUHATBIX 3KCMEPTHON KOMUCCUEN Cyaa PeLLeHNIA BO3/1araloTcs Ha CeKkpeTaps
3KCMEePTHOM KOMUCCUU Cyfa.

4.11. To pesynbTatam 3KCMepTU3bl LLEHHOCTU AOKYMEHTOB B CYLEOHbIX KOMNerunsx,
CyfebHbIX  coCTaBax,  MOCTOSHHbIX  CYAeOHbIX  MPUCYTCTBUSAX,  CTPYKTYPHbIX
nofpasfeneHmax cyaa cocTaBnaoTCA:

HOMEHKNaTypbl Aen CyfAebHbIX KOMNerni, cyaebHbIX COCTaBOB, MOCTOSHHbIX
CyAeOHbIX MPUCYTCTBUI, CTPYKTYPHbLIX NMOAPa3AeNeHnii cyaa;

OnucKu fen, OMUCK 3NEKTPOHHBLIX AeNl CyAebHbIX KOMMernin, cyaebHbIX COCTaBOB,
MOCTOSIHHbIX CyAebHbIX NPUCYTCTBUIA, CTPYKTYPHbIX NMOAPa3AeNieHNiA Cya: NOCTOSAHHOTO,
BpeMeHHbIX (CBblwe 10 f1eT) CPOKOB XpaHeHus, rno IMYHOMY COCTaBy;

npeanoXeHna K aKTy O BblAeNIeHUM K YHUUYTOXEHUH  OOKYMEHTOB,
He nog/iexxalinx XpaHeHuto.

5. OthopmneHmne aen 1 UHbIX JOKYMEHTOB K XPaHEHMIO B apXMBe cyda

5.1. 3aKOHYeHHble [enonpou3BOACTBOM [efa MOCTOSAHHOro (B TOM  4uche
CO CPOKOM XPaHeHUs «[0 NMKBUAALMWU cya») U BpeMeHHbIX (CBbille 10 NeT) CpPoKoB
XpaHeHWs, B TOM YKC/e MO IMYHOMY COCTaBy, NOAroTaBIMBAOTCA K Nepeaye B apxvB cyaa
1 nognexar NoAHOMY OhOPMIEHUIO MU ONMCaHNIO (BK/THOUEHMIO B OMKUCb Aen).

OdopmneHmre v onmncaHne fen 4o nepefayn B apxme OCYLLECTBASETCA PpabOTHUKaMK,
OTBETCTBEHHbIMM 3a BefeHWe Ae/onpPou3BOACTBA B CyAebGHOM Konnermun, cyaebHoM
coCTaBe, MOCTOSAHHOM CyAeOHOM MPUCYTCTBUMU WM CTPYKTYPHOM MOApa3feNneHnn cyaa,
B COOTBETCTBMM C TpeboBaHuAMM [MpaBun No 77, WHCTPYKUMM MO CyaebHoMy
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[e/10NPON3BOACTBY U HACTOALLEN NHCTPYKLUUN.

5.2. MNpwn (hopMmmpoBaHMK fen Heobxoanmo cobnogatb cnefyrowmne TpeboBaHUS:

NOKYMEHTbI MOCTOAHHOIO W BPEMEHHOro XpaHeHWa TrpynnupyrtoTca B OTAENbHbIe
nena,

B 1e/10 BK/KOYAKOTCA JOKYMEHTbI, KOTOPbIE MO CBOEMY COAEP>KaHUIO COOTBETCTBYIOT
3arofioBKy Aenia, NpesycMOTPEHHOMY HOMEHKNATypoW. 3aronoBOK [efia YTOYHSAETCA B
COOTBETCTBUN C (PAaKTUYECKMM COCTABOM U COAEpPXKaHNeM LOKYMEHTOB;

B [1e/10 BK/HOYAETCA OfVH 3K3eMMN/IAP KaKA0ro AOKYMEHTA;

B Aena rpynnupyroTca AOKYMEHTbl O4HOrO KasieHZapHoro roga (MCK/IKYeHue:
«rnepexofdwmne» fena; cyfebHble fena; MM4YHble fena, KoTopble (POPMUPYIOTCSA B TeYeHWe
BCero nepuoga paboTbl);

NPUI0XEeHNS, NIUCTbl 03HAKOM/IEHUSA, COrNacoBaHUS U Pe3o/iiouMuM K AOKYMeHTam
ABNAKOTCA MX HEOTLEM/IEMOW 4YaCTbiO M BK/IHOYAKOTCA B [€/10 BMECTe C JOKYMeHTamu,
K KOTOPbIM OHUM OTHOCATCS;

npukasbl  (pacropskeHus)  rpynnupyroTcds B fgefla B COOTBETCTBUM
C YCTaHOB/IEHHbLIMU A1 HAX CPOKaMU XPaHEHWS;

NNYHble fAena (OPMUPYIOTCA OTAENIbHO Ha KaKAOro paboTHUKA, [AOKYMEHTbI
B IMYHbLIX [lef1ax pacnosaraktoTca B XPOHO/IOrMYECKOM NOpsAKe Mo Mepe NOCTYMN/EHUS;

NNLIEBbIE CYeTa MO orsate Tpyda paboTHUKOB rPYNMNMPYOTCA B OTAeNbHble Aena
1 pacnofiararoTcs B HUX Mo angasuTy amuania, UMeH 1 oT4ecTs (Npu HaMYnn);

He [AONyCKaeTCA rpynnupoeatb B fJefla YepHOBble W Ay6MeTHble 3K3eMMN/sApbI
NOKYMEHTOB, a TaKXe JOKYMeHTbI, Noj/iexkaline Bo3spary.

5.3. MNonHoe odopmrieHne aen Ha 6yMaXKHOM HocuTene npeaycmaTpuBaet:

N3bATUE (haliNoB-BKNAAbILLEN, CKPENOK, METa//IMYECKMNX CKOO, CTUKEPOB;

MOALIMBKY WX MepenneT JOKYMEHTOB Aefa (HehopMaTHble AOKYMEHTbI XpaHATCA
B 3aKpbITbIX TBEPAbLIX Mankax uim Kopoobkax);

HyMepaLu o NNCTOB Aena;

COCTaB/ieHMe fiucTa-3aBeputens pgena (mpunoxenme Ne 10 K HacToswel
WHCTpyKunn);

COCTaB/IEHME BHYTPEHHE Onucy [OKYMeHTOB Aena (npunoxeHue Ne 11
K HacToswen VIHCTpyKuun);

othopmMneHve 06noXKK aena (npunoxkeHne Ne 12 K HacTosLlen VIHCTpyKumn);

NNCT UCNONb30BaHUA (MNP HEOOXOAMMOCTMW).

5.4. Oeno Ha 6ymMa>KHOM HOCUTeNe He [O/MKHO codepxaTb 6Gonee 250 nMCTOB
npu TOMNWMHe KopeLuka He 6onee 4 cm. B cnydae, eciiv AOKYMEHT C NPUIOXeHeM (Smu),
MOMeLLEeHHbIe B Aeno, cofepxat 6onee 250 nMCTOB, fOMYCKaeTCA (DOPMUPOBATL [Aeso
C He3HauMTe/IbHbIM MPEeBbILLEHEM HOPMATMBHOIO 06beMa.

EcnM KoNnMyecTBO NNCTOB B fefle 3HaUMTeNlbHO npeBbiwaeT 250, AOKYMEHTbI
(hopMMPYHOTCA B TOMa B XPOHOMOrMYECKOM nopsigke. TOM 2 MOXeT OblTb Hayar /LLb
nocsie OKOH4YaHus Toma 1 [lata OTKpbITUS TOMa 2 He A0/MKHA ObITb paHee AaTbl OKOHYaHWS
ToMa 1 Ha ToMax Jo/mkeH ObITb 00LLMIA 3ar0/1I0BOK MO HOMEHKNATYpe fefl.

5.5. [JOKyMeHTbl MOALUMBAKOTCA Ha YeTbipe MPOKoSa B TBEPAYHO OOMOXKY Wn
nepensieTaloTca C Y4YeTOM BO3MOXHOCTM YTEHUA BCeX [OOKYMEHTOB, [JaT, Bu3
N Pe30OLUNIA Ha HUX.
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Mpy HeO6XOAMMOCTU AOKYMEHTbI MeHee dhopmarta A5 (Y4eKu, KBUTaHLMMW, CrPaBKK,
(otorpadm 1 gpyrme) B Uenax  ygobcTBa  MOALIMBAaHUA  HaK/1emBaroTCA
Ha nmcT qopmarta A4. IMpyu OTCyTCTBUM NONA ANA MOAWIMBKMA LOKYMEHT HEobXoaumMo
HaK/ienTb 6e3 NOBPeXXAEeHUs TEKCTA Ha BCMIOMOraTe/bHbI JIACT.

JLOKYMEHTbI NOALIMBAKOTCA B 1e/10 B XPOHOMOrMYeCKOM MOpsiAKe, BCe NPUOBLLEHHbIE
B MpOLLeCCe pacCMOTPEHNA CyebHOro aena JOKYMEHTBI - B MOPALKE MX MOCTYN/IEHNS.

B cnyyae ncnonb3oBaHUa A1 (DMKCUMPOBaHKSA XoAa CyAebHOro 3acefjaHns CpeacTs
ayamo3anmcun N NHbIX TEXHUYECKNX CPeACTB 3/IEKTPOHHbIE HOCUTENIM NHADOPMALMK (AUCKMN,
ANCKETbI, (hew-KapTbl) XpaHATCS BMECTe C CyAeOHbIM fAefioM. lpy 3TOM OHWM [O/IKHbI
ObITb BLIMTbI B cyaebHoe fAeno (MpuoGLLEHbI K MPOTOKONY CyAeOHOro 3acefaHus)
B YNakoBaHHOM Buae (KOHBEPT) C yKa3aHMEM Ha YMnakoBKe HOMepa fena, AaTbl, a Takxke
noAnucaHbl  YNONHOMOYEHHbIM PabOTHMKOM arnnapara cyda. YNakoBka [O/KHa
obecneymBaTb COXPAHHOCTb 3/1EKTPOHHOIO HOCUTENA OT MOBPEXAEHWI 1 NMOPUMN.

5.6. Mpwn Hymepauumn NUCTOB B fenax cobMoatoTcs cnegyroumne TpeboBaHus:

HyMepaLuus Npou3BOAMTCA apabCKnMMu uugpamy NpocTbIM rpadiMTHLIM KapaHAaLlom
NN HYMEepaTopoM C BOAOCTONKOM LUTEMMNENTbHOW KPaCKOiA;

HOMepa NINCTOB NPOCTaBMATCA B MPaBOM BEPXHEM Yrny NncTa OKYMEHTa,;

(hoTorpadum, YepTexu, Auarpammbl M Apyrve WAMKOCTPATUBHbLIE [LOKYMEHTHI,
NpeACTaBNAOLINE CAMOCTOATENbHBIA ICT B AeNle, HYMEPYHTCA Ha 060POTHOM CTOPOHE
B JIEBOM BEPXHEM YTy,

JMCT C HakNeeHHbIMU [OKYMeHTamu (Bblpe3kamu, BbINMUCKamu, (oTorpaduamm)
HyMepyeTCcs Kak OfMH JICT;

NNCTbl  (BbIPE3KW, BCTaBKM TEKCTA, MepPeBOAbl), MOAK/EEHHblEe OLHUM Kpaem
K ApYromy JIMCTY, HYMEPYOTCS OTAe/NbHO;

KOHBEPTbl C B/IOXKEHWSIMW, MNOAWMWTbIE B [€/0, HYMepylTCA B C/eAyHoLEem
nopsfke - BHayasle HymepyeTCcAd KOHBEPT, a 3aTeM OyepefHbIM HOMEPOM - KaXzoe
B/IOXKEHME B KOHBEPTe. EC/in BNOXXeHNA HYMepoBaThb Hefb3s, WX Haiyme OroBapuBaeTCs
B 3aBEPUTENIbHOW Haamnucy;

NOAWNTbIE B AeN0 LOKYMEHTbl C COOCTBEHHOW Hymepaumer NIMCTOB (BK/IKOYas
neyaTHble W3haHMS) HYMepYKOTCA B OOLLEM MOpsAKe WM COXPaHAT COOCTBEHHYHO
HyMepaLmto, ec/in OHa COOTBETCTBYET MOPALKOBOMY PacroioXeHUo IMCTOB B Jefe;

NNCTbI 60/bLUMX (hOPMATOB MOALUMBAKOTCS 33 OAMH Kpal U HYMEepPYHOTCA Kak OAuH
JIACT;

BCe NUCTbI Aena (ToMa, YacTu) Ha ByMaXHOM HocuTtesne (KpoMe NncTa-3aBepuTens
[ena v BHYTPeHHel OnucKn JOKYMEHTOB fiefla) HYMepytTCS B Ba/IOBOM MOPSAKE;

NACTbI fieN, COCTOALMX W3 HECKONIbKUX TOMOB, HYMEpYKOTCS MO KaX4OMy TOMY
OT/e/bHO.

B cnydyasax o6Hapy>keHWs oOwmnboK B HyMepauuu JfIMCTOB Aenla MpOoBOAUTCS
nepeHymMepaums UM UCnosb30BaHMe MTEPHLIX HOMEPOB JINCTOB.

5.7. Jlnct-3aBeputens pgena (npunoxeHne Ne 10 K HacTosAwein WHCTpyKuun)
COCTaBNIAETCA Ha OTAE/IbHOM /NNCTE, MOAMMUCLIBAETCA €ro CocTaBuTeneM, MOALIMBAETCA
(BKnenBaeTcs) B Aeno.

3anpeLyaeTca BbIHOCUTb JINCT-3aBEPUTENb HA 0OMOXKKY fena WanM YuCTblii 060poT
NNCTa NocnefHero AoKymeHTa. Ecnm feno noAwmTo uam nepensieTeHo 6e3 6naHKa ncra-
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3aBEPUTENSA, OH A0/HKEH ObITb HAK/IEEH 3a BEPXHIOK YaCTb /IMCTA Ha BHYTPEHHIOK CTOPOHY
06/10XKKV B KOHLE Aena.

Mpy  3HAYUMTENbHOM KOMMYeCTBE OLWIMOOK B HymepauuMu JIUCTOB  eAVHULLbI
XpaHeHus NNCT-3aBepuTeNib nepecocTasnseTcd. CTapblid NUCT-3aBEpUTENlb  aKKypaTHO
nepevyepKnBAETCA M OCTaeTCA B Aere.

Bce nocnegytoLine n3mMeHeHUs B COCTaBe M COCTOAHMM aena (MoBpeXxaeHus, 3aMeHa
MOA/IMHHBIX AOKYMEHTOB, MPUOOLLEHME HOBbIX [AOKYMEHTOB) OTMeYatoTCs B JIMCTe-
3aBepuTeNe CO CCbIIKOW Ha COOTBETCTBYHOLLMIA aKT.

5.8. Ha o6noxke pgena (npunoxenve No 12 K Hactoswen VIHCTpyKumm)
yKa3blBatoTCA:

HavMeHoBaHuWe cyfa (NOMHOCTbIO, B UMEHUTE/IbHOM Mafexe);

HavMeHOoBaHue CyfebHON Konnernu, cyfebHoro cocrasa, NMOCTOAHHOIO CyAe6HOro
MPUCYTCTBUA UM CTPYKTYPHOrO nogpasgenenHns cyga (Mpy Hamumm);

HOMep ToMa (4acTw);

WHAEKC fenia No HOMeHKaType Aen;

3arofioBoK gena (Toma, 4actu);

(hamuns, Ums, OTYECTBO OCY)XKAEHHOrO NMua W MOSIHOE HaMMeHOBaHWe CTaTby
YronoBHoro Kogekca Poccuiickoin ®efiepauni, No KOTOPOI MU0 OCYXXAEHO;

(hamuns, MHULManbl UCTUa, OTBETYMKA (HauMeHOBaHKe opraHu3aumm), CyTb UCKa
(3anBneHns);

(hamuins, Ms, 0TYeCTBO ONPaBAHHOro NMLa WK Nvua, B OTHOLLEHMX KOTOPOro
MPOV3BOACTBO MPeKpaLLeHo;

HOMep MPOM3BOACTBA NO [eNy, YHUKa/IbHbIA NAEHTUMNKATOP [ena;

KpariHue aatbl gena (Toma, Yactu);

KO/IMYEeCTBO NINCTOB B Aene (TOMe, YacTu);

CPOK XpaHeHus Aena C yKkasaHueM rofa, o KOTOpPOro OCYLLECTBIAETCA XpaHeHME,;

Ha cyaebHbIX Aenax - MOAMNWUCL CyAbW, PacCMOTPEBLUEro [efo, Ha fenax obLiero
[enonpon3BoAcTBa -  MOAMWUCb  Haya/lbHUKA  COOTBETCTBYIOLLErNO0  CTPYKTYPHOrO
rogpasfeneHus;

apXMBHbIN WGP aena (Mpy Hanmumm);

nomeTtka «[nsa cny>KebHOro nosnb3oBaHWSA» WM TPpUQ OrpaHuyeHnst LocTyna
(Mpwn Hannuun).

5.9. Ha 06n10xkKax fen rnoCTOAHHOIN0 CPOKa XpaHeHWs MpefycMaTpuBaeTcsd MecTo
A1 HaIMeHOBaHMSA TOCy[apCTBEHHOIO0 apXvBa, B KOTOPbLIA MepejaroTca gena cyga -
MCTOYHMKA KOMIMJIEKTOBAHUS.

Mpy  U3MEHeHMM HaMMeHOoBaHUA cyfa (CTPYKTYpPHOro nojgpasfenieHns cyaa)
B TeYeHMe nepuoja, 0XBaTbIBAEMOro AOKYMEHTaMU fena, Ha 0010XKKe [iena yKa3blBaeTcs
rnocnefHee HauMeHOBaHMe.

5.10. 3aronoBOK fena [OO/DKEH COOTBETCTBOBATb  (PAKTUYECKOMY COCTaBy
cogepyKaHus LOKYMEHTOB Jefia.

Ecnv [geno coctouT M3 HECKONbKMX TOMOB (4acTeil), Ha 0BMOXKY KaX4oro Toma
(4acTu) BbIHOCMTCA OOLLWMIA 3aro/I0BOK, a TAKXKE 3aro/IoBOK M HOMEP KadKAoro Toma (4actm).

Mpumep:

«[JOKYMEHTbI OrepaTuBHbIX COBeLLaHn cygeil B 2 Tomax. Tom Ne 1- coBellaHus
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cyaen cyie6HOM KOMINErnn no yronoBHbIM Aenamy;

«[JOKYyMEHTbI OMepaTuBHbLIX COBELLaHuin cyaeit B 2 Tomax. Tom Ne 2 - coBeLlaHus
cyaen cyie6HOM KOMNErnmn no rpaxaaHcKum aenam.

B 3aronoBkax fgen, cogepxawmx KOMWW [OKYMEHTOB, [efaeTca YyKasaHue
Ha Ha/smume Konuia. MNog/IMHHOCTL AOKYMEHTOB [iefa B 3aro/loBKe He OroBapuBaeTCs.

5.11. Ha 06510)Ke fena yKasblBalOTCs KpariHue AaTbl JOKYMEHTOB, MOMELLEHHbIX
B Ai€NO0.

Ecnv B feno BK/IKOYeHbI JOKYMEHTbI, AaTta KOTOPbIX He COBMajaeT ¢ AaTou [ena,
TO NOA AaTOW C HOBOW CTPOKW [enaetcst 06 3TOM 3anuchb: «B aene UMeKOTCH AOKYMEHTbI
3a... rog(bl)».

[atamun fen, cogepxxallmx pacrnopsgnTesibHy0 Y UHYH0 LOKYMeHTauuio (LoKnadbl,
MUCbMa, CTeHOrpammbl) SBAAKOTCA Aatbl (4MCN0, MeCsL, rof) perucTpaumm (CocTasneHus,
MOCTYN/IEHNS) CaMOro PaHHero M camoro Mo3fgHero JOKYMEHTOB, BK/IHOYEHHbIX B [ef0
(KpainHve gaTbl aen, LJOKYMEHTOB).

[atoin [fena, copep)kallero npPOTOKO/bl 3acefaHuid, ABAAKOTCA [faTbl MepBOro
1 NocnefHero NpPOTOKO/A, BK/IKOUYEHHbIX B [eNO.

[atoi NMYHOro pfena SABNAKOTCA  fAaTbl  MOAMMCAHMS MNPUKa3oB O MpUeMe
1 YBONIbHEHWUW NINLA, HA KOTOPOE OHO 3aBefeHO.

[aToin nnYHOoro Aena rocyapCTBEHHOr0O rPadKAaHCKOro CyXXallero ABAsTCs 4aTbl
ero nocTymn/eHNs Ha rocyAapCTBEHHYHO LO/MKHOCTb N YBOMIbHEHWSA C Hee.

Ecnv fenom fBNseTca >KypHan, Aatoil fena 6yayT TOYHble KaleHapHble AaTbl
MepBOI 1 NOCNELHe 3anuncein B XXypHae.

Mpy 0603HaYeHUV AaTtbl [OKYMEHTA CHavala YKasblBaeTCd 4mc/io, 3aTeM Mecsl,
n rog. Yncno v rog 0603HavatoTCA apabckmmmn uugpamm, HassaHue Mecsaua - MpPOnmChHo.

Ecrm  pata  [OKyMeHTa WAM  OTAENbHble €8 3/1eMeHTbl  OMpefensoTcs
NpueNn3nTeNbHO, Ha OCHOBaHWM aHaM3a CofepXXaHWd [OKYMeHTa, TO fJata Wm
OTAEeNbHbIE €ee 3/1eMeHTbl, He fABNAloLMecs abCoNOTHO [OCTOBEPHLIMU, 3aK/IHOYatOTCH
B KBaZlpaTHble CKOOKM (Hanpumep, [He paHee 2026 r.]; [He paHee UIOHSA - He Mo34Hee MHNS
2026 r.], 11 [wroHdA] 2026 r., [11 nroHa 2026 r.]).

[laTa fiena He yKa3sbIBaeTCsA Ha 00/10)KKax [efl, CofepyKalimx rofoBsble nnaHbl, OTYETbI
N Opyrue AOKYMEHTbI, faTbl KOTOPbIX OTPaXatoTCs B 3aro/loBKax fefl.

5.12. KonnyecTtBo NUCTOB Ha 0G/I0XKKe [efa YKasblBaeTCAa Ha OCHOBaHWW INCTa-
3aBepuTens.

5.13. CpoK XpaHeHWs Ha 06/I0)KKe [efna yKasblBaeTCAd B COOTBETCTBUM CO CPOKOM
XpaHeHus, yCTaHOB/IeHHbIM HOPMaTVBHbIMM NPaBoBbIMK akTamu Poccuiickon degepaumm,
TUMNOBLIMU NEPEYHAMU JOKYMEHTOB, NepeyHeM JOKYMEHTOB.

5.14. ApXMBHbIA LWINDP NPUCBaMBAETCA FOCYAAPCTBEHHbIM apXMBOM W BKIHOYaET
B ce6a HOMepa: apXMBHOrO (OHAA, OMUCK Aen, AOKYMEHTOB, eAUHWLbI XPaHEHUSA - aena.
Ha egmHuUax XpaHeHWs, coaepXXaluyMx AOKYMEHTbl Ha GYMaXXHOM HOCUTENe, apXWBHbIN
LUMKP HAHOCMTCA Ha O6/IOKKY B /IEBOM HVDKHEM W MPaBOM BepPXHEM Yrfax B LENsx
obecneyeHns y4yeta U naeHTUgpuKaummn. Mpu stom 0603HaYeHMe, HAaHOCMMOE B MPaBOM
BEepXHeM Yriy, nepeBopayvBaeTca Ha 180 rpagycoB Mo OTHOLUEHWIO K 0603HaYeHuto
B JIEBOM HVXKHEM YI1y.

Ha fena, BHeCeHHble B onuchb fen (ro4oBoi pasfden onucu Aen) cyfa - UCTOYHMKA
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KOMNN/IEKTOBAHMSA TOCYAapCTBEHHOIO apXvBa apXWMBHBIA LUMQP MNPOCTaBNSETCA Moc/e
yTBepXAeHusa onucu gen (rogosoro pasgena onuvcy gen) MK apxXMBHOIO yUpexxaeHus
N YTBEPXAEHUS NpefceiaTeniem cyja.

5.15. Bo BCex cyfebHbIX aenax, Nognexaliux nepefade B apXms Ha NMOCTOSHHOE U
BpeMeHHOe XpaHeHue (cBbiwe 10 feT), a Takke B fefax Mo JINYHOMY COCTaBy,
COCTaB/IAETCA BHYTPEHHAS ONMUCb AOKYMEHTOB Aena (nMpunoxeHne Ne 11 K HacTOsLLEN
WHCTpyKuun).

BHYTpeHHAA onuncb AOKYMEHTOB Aefia NoAwmBaeTcs (NoAKIEMBAeTCA K BHYTPEHHEN
CTOPOHe NIMLEBOW 06/1I0XKKM Aiena) B Havase aena.

JINCTbl BHYTPEHHEN ONMCU [OKYMEHTOB [ena HYMepylTCs OTAeNbHO OT 06Lei
HyMepauum LOKYMEHTOB Aena. MHgopmaums 0 KOMMYecTBe JIMCTOB BHYTPEHHEN Onucu
NOKYMEHTOB [leNa BK/HOYAeTCH B SINCT-3aBEPUTESb.

i3meHeHMe cocTaBa [OKYMEHTOB fena OTpaxaeTcd B rpade «lprvmedyaHue»
BHYTPEHHE ONUCKM [OKYMEHTOB f[ena CO CCblIKaMW Ha COOTBETCTBYHOLLME aKTbl.
Mpn NPUOBLLEHMM K [efly HOBbIX JOKYMEHTOB BHYTPEHHSS OMUCb [AOMOSHSAETCA, K Hell
COCTaB/IIeTCA HOBasi MTOroBas 3aruch.

5.16. B yu4eTHO-perncTpauMOHHbIX >XypHanax MOCTOAHHOTO W BPEMEHHOrO
(cBblle 10 fleT) XpaHeHus neped WX Mepefavein B apxmB paboTHMKAMWU OTZAENOB,
OTBETCTBEHHbIMW 3a BefleHMe AaHHbIX JOKYMEHTOB, OCYLLECTB/AETCA HyMepaLus IMCTOB U
NMPOU3BOAMTCA 3aBEPUTESIbHAA HAAMKCh.

Ha 0610XKKe perucTpaumMoHHOrO >XypHana WM KHWAMM COrnacHO HOMEeHKNaType
MPOCTaBNAETCA CPOK XpaHeHUs U YKa3blBAETCA KO/IMYECTBO /INCTOB.

Mepesd nepefayein B apxXmB Y4YETHO-CTATUCTUYECKUX KapTO4yeK paboTHUMK OTAena
[e/I0Npon3BOACTBa MPOBEPSET WX HaIM4uMe W 3arofiHeHWe BCeX MpefyCMOTPEeHHbIX
PEKBU3NTOB.

Mocne nepefauv fAen B apXMB  YYETHO-CTAaTUCTUYECKME KapTOYKM  [ODKHbI
XPaHUTbCA B KapToTekax (ALMKaxX, KapTOTeYHbIX LiKadax) OTAe/bHO MO YrofIoBHbIM,
rPXAaHCKUM,  afMUHWUCTPATMBHLIM  genam,  fdenam 06  agMUHUCTPATUBHBIX
MpaBOHapYyLUEeHWAX B MOPsSAKe MX HOMEPOB MO rofgam. B kaxgom TOMe [O/MKHO ObITb
He 60nee 150 y4eTHO-CTATUCTUYECKMX KapTO4eK, HO He 6onee 250 NUCTOB.

YUeTHO-CTaTUCTUYECKME KapTOuKM MepefaloTcs B apXvB BMeCTe C ai(haBUTHbIM
yKa3zaTesiem.

6. MopsAoK YHUUTOXKEHNS apXUBHbIX JOKYMEHTOB

6.1. Haxopslimecs B apxvBe [ena, MO KOTOPbIM WCTEK CPOK XpaHeHus
YCTAHOBMEHHbIV AeNCTBYIOWMM [MepeyHeM [JOKYMEHTOB, OTOMPAOTCA K YHUUTOXEHWHO.
PaboTa no oT6opy [eNn K YHUYTOXEHUIO OCYLLECTBAETCS PabOTHWUKOM, OTBETCTBEHHbIM
3a paboTy apxuBa Cya, eXXerofHo.

[lena 1 JOKYMeHTbI BK/OYAtOTCA B aKT O BblAENEHUN K YHUUTOXEHUIO AOKYMEHTOB,

He MOANEXallMX XPaHeHWD, ecny NPedyCMOTPEHHbIA AN HUX CPOK XPaHeHUs UCTEeK
K 15HBaps rofa, B KOTOPOM COCTaB/eH aKT.

YHUUTOXEHWEe JOKYMEHTOB [10 NMPOBEAEHNSI 3KCMEPTM3bl LEEHHOCTY 1 YTBEPXKAEeHUS
npeacefaTenem cyaa onuceld aen NMOCTOSHHOTO XPaHeHUs U COrnacoBaHWs onuceid aen
M0 IMYHOMY COCTaBY 3a aHa/IOrMYHbIA XPOHONOTMYECKMIA NepUo, 3anpeLLaeTcs.
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6.2. Ha ocHOBe npef/ioXeHUin K aKTy O BblAeNeHUN K YHUUTOXEHUIO LOKYMEHTOB,
He MOoANeXalmnX XpaHeHWH0, COCTaBfIEHHbLIX MO pe3ysibTaTam 3KCMepTM3bl LEHHOCTU
B CyfAe6GHON Konneruw, cygebHOM coCTaBe, MOCTOSAHHOM CyAeOHOM MPUCYTCTBUM,
CTPYKTYPHOM nofpasfeneHnn cyaa, paboTHMK, OTBETCTBEHHbLIV 3a paboTy apxmsa cyaa,
COCTaB/IieT COOTBETCTBYHOLWIMIA NPOEKT akta (npunoxkeHne Ne 13 K HacTosLlen
WHCTPYKUMKM).  YKasaHHbI ~ MPOEKT  MOANUCLIBAETCA  Hayda/lbHUKOM  OTAena
aenonponssoacTsa (06LLEro otaena).

[MpOeKT akTa O BblAENEHUN K YHUUTOXEHUIO [OKYMEHTOB, He MNOA/IexallmX
XpaHeHuto, NPeACcTaBNseTCd Ha CorjiacoBaHuWe 3KCMNEepTHOM KOMWMCCUMM Ccyda, 3aTem
HarpasnseTcAd Ha paccMmoTpeHve JIMK apxmBHOro yudpexxaeHusi (ecnv Cyp BbICTynaeT
MCTOYHMKOM  KOMI/IEKTOBaHMSI  FOCYapCTBEHHOIO apxuMBa WM Ha  OCHOBaHWM
COOTBETCTBYHOLLEro [0roBopa), Moc/e Yero yTeepXXaaeTca npeaceaaresieM cysa.

6.3. [pn cocTaBneHMM akta O BblAENEHUN K YHUUTOXEHUIO [JOKYMEHTOB,
He MoA/exXalnXx XpaHeH o, JO/MKHbI CO6MI0AATLCA CrefytoLye npasusa:

[iefla pacnosiaratoTcs B akTe Mo rogam Mx pacCMOTPEHUS B MOPsAKe BO3pacTaHus
HOMepOB Jern;

B KOHLIe aKTa [enaeTcs 3anucb O TOM, 4TO M3 fAen (CyAebHbIX Aen) WU3bATh
MNOAMHHUKN CyAe6HbIX aKTOB, NINYHbIE AOKYMEHTbI.

6.4. AKTbl O BblAENEHNN K YHUUTOXEHNIO JOKYMEHTOB, HE NOAJIEXALLNX XPaHEHWIO,
paccmMaTpuBalOTCA W COrMacoBbIBAKOTCA Ha 3aceflaHUM 3KCMEepTHOM KoMuccun cyfga
OAHOBPEMEHHO C OMUCAMW Ha fjen1a NOCTOAHHOIO XPaHeHWs, 1 No IMYHOMY COCTaBy.

[Mocne yTBepXAeHUs MpefcedaTesieM cyda OMNMcen fAen MOCTOAHHOIO CpoKa
XpaHeHus, onucein fen no IMYHOMY COCTaBy, aKTOB O BbIAENEHUN K YHUUTOXEHWUIO
AOKYMEHTOB, He MOAMeXALMX XPaHEeHWIO, Aena, BbleNeHHbIe MO akTy K YHUYTOXEHWIO,
MOrYT 6bITb YHUUTOXEHDI.

6.5. Hena c otmetkorh «3MK» nognexar MoAUMCTHOMY (AN0S  3/1EKTPOHHbIX
[AOKYMEHTOB - MOAO0KYMEHTHOMY) MPOCMOTPY B LIENISIX BbISBIEHNS apXMBHbIX JOKYMEHTOB,
noanexawmx nocTOSHHOMY XpaHeHW0. BbIfBNEeHHbIE B TakuMX [enax [LOKYMEHTb
MOCTOSAHHOIO CpOKa XPaHeHUs BbILENATCA WM MPUCOEAMHAITCA K OAHOPOAHbLIM Aenam
COOTBETCTBYHOLLEro rofloBOro pasgena uv oopMupyroTCA B OTAe/bHbIE Aefa.

OcTaBLUMecA [OKYMEHTbl BPEMEHHOI0 CpOKa XpaHeHWs BK/IHOYAKOTCA B aKT
0 BbIAENEHNN K YHUUTOXEHWIO JOKYMEHTOB, HE NOAMIEXALLMX XPaHEHNIO. [1pn BKIOUEHNUN
B aKT [OKYMEHTOB, BbISIB/IEHHbIX MNPV MPOCMOTPE AeN CO CPOKOM XpaHeHWUs C OTMETKOW
«3NMK», oTMeTKa «3lNK» B akTe He yKa3bIBaeTcs.

6.6. V3 0TOOpaHHbIX K YHUYTOXEHWIO TPaXAAHCKUX, afMUHUCTPATUBHBIX,
YrONOBHbIX feN, Aen 06 aAMUHUCTPATUBHbIX NPaBOHaPYLLEHNAX N3bIMAKOTCA NOAMHHUKN
Cy[eOHbIX aKTOB, BbIHECEHHbIX MO CYLLECTBY fefla, a Takke CyaebHble akTbl CyAo0B
anennsUMoOHHON, KaccaluMOHHON U HAaA30PHON MHCTaHLMIA, BbIHECEHHbIE MO pe3y/bTaTam
PacCMOTPeHNA  anennsuMoHHbIX WM KacCaUMOHHbLIX >kanob (npeactaBneHuid) moo
nepecmoTpa peLLeHnii cya B NopsaKe Hagzopa.

3 npekpalleHHbIX fen, Aen MNo UCKaM, OCTaB/IeHHbIM 6e3 paccMOTpeHus,
N3bIMAKOTCA NOLJIMHHUKM OnpefeneHunic (NOCTaHOBMEHMSA) O MpeKpaLLeHn NMPon3BOACTBA
no feny, 06 ocTaBNeHUN UCKa 6e3 PaCCMOTPEHUS.

Mpy HEO6XOAMMOCTM TakXKe MOryT M3bIMaTbCA MPUOGLLEHHbIE K [eNy WHble
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AOKYMeHTb! (MMPOBOE cornalleHvie, MegnaTBHOE CornalleHune w. 1.4.).

MpunobLLeHHble K cyfebHOMY [eny 3M1eKTPOHHbIE HOCUTENIM MHOopMaummn (UcKu,
ANCKETbI, (hneLl-KapTbl) YHUUTOXAKTCA OAHOBPEMEHHO C Ae/0OM MyTeM UX (IU3MYECKOro
YHUYTOXEHNS UM YHUUTOXEHUS MPOrPaMMHO-TEXHNUYECKMMM CPpeCcTBaMU.

6.7. Tlpn oTOOpPEe K YHUYTOXXEHWIO MaTepuasioB, PacCMOTPEHHbIX B MOpsaKe
rpaXk4aHCKOro, aAMWMHUCTPATMBHOIO, Yro/IOBHOrO  CYAOMPOM3BOACTBA, a TaKxke
NMpPoun3BOACTBa MO fAenaM 06 agMUHUCTPATUBHBLIX MPaBOHAPYLUEHMSX, U3 HUX U3bIMatOTCA
NOA/IMHHNKN CYfe6HbIX aKTOB, B TOM YMC/IE BbILLECTOALLMX CY/0B.

6.8. Ha Bcex cyfebHbIX akTax MNpOCTaBMAKTCA pPerucTpauMoHHble HOoMepa [fena
(MaTepwvana), HOMep NMPOU3BOACTBA, YHUKa/IbHbIN UAEHTU(NKATOP Aena, U3 KOTOPOro OHM
N3bATbI. 3aTeM AOKYMEHTbI MOALWIMBAKOTCA B COOTBETCTBUM C TPeOOBAHUAMM HACTOSLLEN
VHCTpYKUMM B OTAeNbHble f[ena B 3aBUCMMOCTM OT KaTeropum cyfaebHoro pgena
(maTepunana), U3 KOTOPOro OHU BbINN N3bATHI, N CPOKA XPaHEHUSI BHOBb CDOPMMUPOBAHHOIO
fena.

CpoK XpaHeHus fef, ChoOpMUPOBaHHbIX U3 CYAeOHbIX aKTOB, M3bATLIX U3 CYAeOHbIX
fen (marepuanoB) B CBA3WM C UCTEYEHMEM CPOKa WX XpaHeHus, Orpefensercs
B COOTBETCTBMM C [epeyHeM JOKYMEHTOB.

Takve fena noanexar BK/OYEHWIO B COOTBETCTBYHOLLME OMUCK fAen 3a rog,
B KOTOPOM Ccyae6Hoe aeno (Matepuras) NoAneXxano YHUUTOXKEHUIO.

6.9. W3 apxuBHbIX [AOKYMEHTOB, MOAMeXaLUNX YHUYTOXKEHWUI, OCTalTCA Ha
XpaHeHVe JIMYHble [OKYMeHTbl (nacropTa, BOEHHble OWNeTbl, TPYAOBble KHVKKU
N opyrve nNn4YHble JOKYMEHTbI), KOTOPbIe NMOMELLatTCA B OTAE/IbHYIO MarkKy, CoAepXaLlyto
BHYTPEHHIOO OMUCb JOKYMEHTOB. B onuck BHOCATCA: hamunng, ums, 0THECTBO BiajenbLia
[OKYMeHTa, HavMeHOBaHWe [LOKYMeHTa M Homep fena (NpowM3BOACTBA), M3 KOTOPOro
OH W3bAT, O PacCMOTPeHMs fefla, HOMep M Aata akta 00 YHUUTOXEHUW [Jena.
HeBocTpeboBaHHbIe /IMYHbIE JOKYMEHTbI XPaHATCA B apXuBe cyda 75 NeT, rnocie 4ero
YHUYTOXKAKTCA.

6.10. ApXuBHble [OKYMEHTbl, MO4JeXalne YHUUTOXKEHUIO, NepesatoTcs
Ha yTUIM3aumio B OpraHu3aumm, 3aHMMaroLLmecs nepepaboTKon BTOPCLIPbS.

B cnyyae OTCyTCTBMSI OpraHusaunii, nNpou3BOAAWMX YTUAMU3ALMIO B [aHHOM
PervoHe, [OKYMEHTbl YHMUTOXAKTCA CreyuasibHO  CO3[4aHHOM Ha  OCHOBaHWUW
pacnopsykeHWs npeacefaTens cyga KOMUCCUEA MyTEM COMOKEHUS WAW MeXaHWUYeCKow
nepepaboTKKn, 0 YeM COCTaB/IAETCA aKT.

6.11. Tlepen nepefayveii Ha YHUYTOXEHWE [OKYMEHTbl  YNaKOBbIBAtOTCH,
a B HEOOX0AMMbIX Cllyyasx oredvatbiBatoTcs. lNMepefaya ohopmaseTcs NpremMo-caaTOuHOw
HakafHon (aKToM), B KOTOPOI yKasblBatOTCA JaTta nepefaqu, KOMYECTBO BK/THOUEHHbIX
B aKT [eNl U ApYrux JOKYMEHTOB, BeC 6YMaXXHO MaKynaTypbl.

6.12. JIOKyMeHTbI, UMeIoLLIME MOMETKY «[A CNy)KeOHOro Nosb30BaHUN», a TakKe
cofeprkaline MHMOPMaLMIO OrpaHUYeHHOro AOCTyna, AO/HKHbI YHUYTOXKATbCA B Cyfe
MyTeM MeXaHW4eCKOro usmesnbyeHus  (WpeaMpoBaHMsl) WM WHbIM - CNOCOGOM,
WCKNHOYaIOLLNM  BO3MOXXHOCTb BOCCTAHOBUTbL COAEpXaHWe [OKYMEHTOB. BymaxHble
OTXOAbl MepefalTCca B OpraHu3auMio, 3aHUMaroLyoCA MnepepaboTKoM  BTOPCLIPbS
(Npwn Hannuun).

6.13. [llorpyska, BbiBO3 Ha YTWIM3aUMO W YTUAU3ALMSA  OCYLLECTB/IAKOTCS
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nof KOHTPO/eM YNO/THOMOYEHHOr0 paboTHMKA Cyaa.

6.14. AKTbl O BbIJENIEHUN K YHUUTOXEHUIO [OKYMEHTOB, a TaKXXe [OKYMEHTHI,
noATBepXJarowme  (hakT  yTuamM3aumun,  MOALIMBAKOTCA B OTAE/NbHbIA  Hapsfg
B XPOHO/IOTMYECKOM MOpsKe.

B  peructpaumoHHbIX >XypHanax (rpa)a — npuMeyaHue) WM  Y4YeTHo-
CTaTUCTMYECKNX KapTOUKax (CreuuabHbIA MYHKT UM CBOOOLHOE MOJIE) AeNaeTcs OTMeTKa
00 YHWYTOXEeHWM fJena C YyKasaHWeM HOMepa, AaTbl akTa WM NPOTOKOMa 3acefaHus
3KCMEepPTHOW KOMMUCCUU Cyfa.

OTMmeTKa 00 YHUUTOXEHWUW [iena NpOoCTaB/AeTCA TakKe B COOTBETCTBYHOLLEN OMNUCK
aen.

6.15. 3anpellaeTca WCNoMb30BaHWE OTOOPaHHbLIX K YHUUYTOXEHUIO fen Ans
XO03ANCTBEHHBIX HYXA.

6.16. lMocne Qu3NYeCKOro YHWYTOXEHUA [OKYMEHTOB B YYETHble [JOKYMEHTbI
apxuBa [O/MKHblI ObITb BHeCeHbl W3MeHeHUs. CBefleHNs O BblObITUM [LOKYMEHTOB
OTPaXKAKTCA B KHUTe y4eTa BbIObITUSA M MOCTYMN/IEHNA OKYMEHTOB, a TakXXe B ICTe (oHAA
CO CCbIIKOW Ha aKT O BblOENMEHUN K YHUUTOXEHUIO (8PXMBHbLIX) [OKYMEHTOB,
He MoAnexalmx XpaHeHuto. PabOTHMK, OTBETCTBEHHLIN 3a apXMB CyAa, MOC/e BHECEHUA
M3MEHEHWA B YYeTHble [OKYMEHTbl CTaBUT B aKTe COOTBETCTBYHOLLYK OTMETKY,
COCTOALLYHO U3 (ppasbl «/3MEHEHNSA B YYETHbIE JOKYMEHTbI BHECEHbI», COOCTBEHHOPYYHOM
MOANUCK, PacLuMpPOBKM MOANUCK U AATbl.

6.17. PallOHHbIMM CyaMun KOMUW aKTOB O BbIAENEHNN K YHUUTOXEHUIO OKYMEHTOB,
a TaKkke [OKYMeHTbI, noATeepXaatowpme (akt ytuamsauny, B TedeHre 10 paboumx gHew
CO [OHA YHWUYTOXEHWS [OKYMEHTOB HanpasisatoTCA B COOTBETCTBYHOLLEE YrpaB/ieHue
CypebHoro genaptameHTa B CyobekTe Poccuiickon defepaumn.

7. Mepegava gen (3NeKTPOHHBIX [e) B apXMB cyaa, NOPsIoOK UX XPaHeHUs

7.1. ApXuB cyaa KOMNNEKTYeTCA foOKyMeHTamn AP PD, 1oKyMeHTamMn NOCTOAHHOT
CPOKa XpaHeHud, He BowefwmMu B coctaB AP P®D, AOKyMeHTamMn BpeMeHHbIX
(cBbile 10 fieT) CPOKOB XpaHeHWs, B TOM 4UC/e MO JSIMYHOMY COCTaBy, KOTOpble
BK/1HOYAKOTCA B €0 apXUBHbIA (hOHL,

[lena MoCTOSAHHOrO XpaHeHWs, BpPeMeHHbIX (CBbie 10 f1eT) CPOKOB XpaHeHus
nepeaaroTca B apXvB Cyfa He no3gHee Yem yepes LUECTb MeCALEB Moc/e 3aBepLueHns aen
B [eN0NpOn3BOACTBE MO OMUCAM [efnl CyAebHbIX KOMMerni, cynebHbIX COCTaBOB,
MOCTOAHHbIX CYAe6HbIX NPUCYTCTBUIA U CTPYKTYPHBIX NoApasfeneHunia cya (npunoXkeHms
Ne 3, 4 K Hactoswen WHcTpykumm). OKOHYaHWe NpPOM3BOACTBA MO CyAebHbIM [enam
onpefensetcds B Nopsgke, YCTAaHOB/IEHHOM  COOTBETCTBYIOLLEN  MHCTPYKLMeN
Mo cyfie6HOMY [e/10npon3BOACTBY.

[LOKYMEHTBbI M0 SIMYHOMY COCTaBY CyAel KacCalUMOHHbIX CY/10B 00LLEN FOPUCANKUNN,
anesNAUMOHHBIX Cy0B OOLIe HPUCANKUNN, BEPXOBHbLIX CYAOB Pecryb/MK, KpaeBbIX
1 06NaCTHbIX CY[0B, CYJ0B ropofoB (hefepaslbHOro 3Ha4eHus, Cy0B aBTOHOMHOW 061acTy
N aBTOHOMHbIX OKPYroB nepefjarwTca B apxXvB cyaa No uctedyeHun 10 net co [HA
OCBOOOX/EHUS OT AO/MKHOCTM cyabu (OTyunucneHuss U3 WTata cyda); (efepasibHbIX
rocyZlapCTBEHHbIX TPaXKAAHCKMX CyXKallmx - Nno ncrevyeHnn 10 net co AHA YBONbHEHUS.

[JOKYMEHTbI N0 IMYHOMY COCTaBY - apXUBHbIE JOKYMEHTbI, OTpaXkaloLLme TpyLoBble
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OTHOLLEeHNA paboTHUKa ¢ paboTtogartenieM. K umcny JOKYMEHTOB MO SIMYHOMY COCTaBYy
OTHOCATCS He BCe JOKYMEHTbl CUCTEMbI KaJpOBOW [AOKYMEHTaLMKN, a TOMbKO ANUTENbHbIX
(cBbiwe 10 f1eT) M NOCTOAHHOIO CPOKOB XPaHeHMs.

7.2. PelleHne Ha nepefadvy B apxuB CyAebHbIX Aen, MPOU3BOACTB UM MaTepuasioB
NMPUHUMAET CyAps, WUX PacCMOTPEBLUMIA, a NPU ero OTCYTCTBMM - MpefcedaTens cyga
(cypmebHoin konnernn, cynebHoro cocrasa), ero 3aMecTUTe/lb WK MHOe YNOSHOMOYEHHOE
npeacenarenem cyga nuuyo (B NOCTOAHHOM CyfeGHOM npucyTcTBum). pu 3TOM Cyaps
MPOBEPSIET COCTOAHME KaXKAOro cyebHOro fena, Npou3BOACTBa UM MaTepurara.

7.3. PelleHre Ha nepegayy B apXvB CyAa HOMEHKNATYpPbl, XXYPHa/I0B N YYETHO-
CTaTUCTUYECKMX KapToOueK MpUHUMAaEeT npefcedarens cyga (cyaebHoin Konneruw,
cyaebHoOro cocraea), ero 3aMecTuTe/lb UM MHOE YMOSIHOMOYEHHOE NpeaceaatesnieM cyaa
nnuo (B NOCTOAHHOM CyAe6HOM NPUCYTCTBUW).

7.4. PelleHune Ha nepefiayy B apXvB MHbIX JOKYMEHTOB Cy/Aa NPUHUMaeT Hava/lbHUK
OTAena AenonponssoacTaa (00LLero oTaena) cyaa, MHoe ynolHOMOYeHHOe Nnpeaceaatesnem
cyaa nnuo (B MOCTOAHHOM CyAe6HOM MPUCYTCTBUMN).

7.5. [loKyMeHTbl BpemMeHHbIX (40 10 f1eT) CPOKOB XpaHeHus WU «40 MWUHOBaHWA
HafobHOCTM» B apXxMB Cyfa Mo 06LLeMy npaBuy He nepesaroTcs.

B co0TBEeTCTBUM C pacnopsXkeHeM npeacefaTens cyaa B UCKNHUNTENBHBIX CyYaax
(oTCcyTCTBME BO3MOXHOCTM 06ECMEeYEeHUss COXPAHHOCTU, COOTBETCTBYHOLUMX MOMELLEHWI
ONA UX XpPaHeHUs N UHbIX) LOKYMEHTbl BPeMeHHbIX (80 10 f1eT) CPOKOB XpaHeHWus Wnm
«00 MWHOBaHMS HafobHOCTW» fAena MOryT OblTb NepefaHbl B apxuB  Ccyja
N0 COOTBETCTBYHOLUUM OMUCAM.

MoarotoBka Aen BpeMeHHbIX (40 10 f1eT) CPOKOB XpaHeHUs WUn «40 MWUHOBAHWA
HafobHOCTU» A4 Mepefjayn B apxvB, a Takxke rnepefjada Takux [en B apxuB cyja
OCYLLIeCTB/ISIETCA B COOTBETCTBMW CO CPOKaMW, YCTaHOBNIEHHbIMM MNyHKTamMun 5.1, 7.1
HacToAen NHCTpyKumn.

Takue fena ohopmsSKOTCA paboTHMKaMK, OTBETCTBEHHBIMU 3a [e/I0NPOM3BOACTBO
B CyfebHON Konneruu, cyaebHOM cocTaBe, MOCTOSHHOM CyAe6GHOM  MpPUCYTCTBUN,
CTPYKTYPHOM Mofpasfe/ieHnn cyaa, creayowmm oobpasom.

[ena noawmsatoTcs, Ha 06/10)KKe YKa3blBalOTCA: HavMeHOBaHWe Cyfa; 3aro/ioBOK
fena (ToMa, 4acTu); WMHAEKC fAena MO HOMeHKnatype fen; amunns, Ums, OTYeCTBO
OCY>X[EHHOro imua 1 nosiHoe HauMeHOBaHWMe CTaTbW YTO/IOBHOrO Kogekca POCCUIACKOW
defepayn, N0 KOTOPOM NIMLO OCYXKAEHO; (haMuiuns, WMHUUMaNbl UCTUA, OTBETUMKA
(HaMmeHoBaHWe opraHuzauun); CyTb WCKa (3asBfieHWs); KpaHWe Aatbl fena; HOMep
MPOV3BOACTBA MO ANy, YHUKa/IbHbIA NAEHTU(MKATOP fena; HOMep TOMa; CPOK XpaHeHUs
flena C ykKasaHvem roga, 4O KOTOPOro OCYLLeCTBNAeTCA XpaHeHue; MOAMUCL CyAbM,
paccMOTpeBLLEro aeno (C paclungpoBKOM Noanucn).

M0 WMCTEYEHUN CPOKa XPaHEHUS WM MO MWHOBAHUM HafOO6HOCTU [OKYMEHTbI
BpeMeHHbIX (40 10 7fieT) CPOKOB XpaHeHWs WM «40 MWHOBaHUS HaZo0OHOCTU»
YHUYTOXKAKOTCA B MOPAAKe, YCTaHOB/IEHHOM HacToslWend WHCTpyKuMen, 0 4em
cocTaBnsetca akT (npunoxeHnuve No 13 K Hactoswei WHCTpykuun). [pennoxeHuns
K aKTy O BblJeNeHUN K YHUYTOXKEHUIO [OKYMEHTOB, He MNOAMEXALUX XpaHEeHWHo,
NpeaycMOTPEHHble ab3auemM 4eTBepTbiM MyHKTa 4.11 HacTosdwein WHCTPyKuuK,
COCTaBNAOTCA pPabOTHMKAMW, OTBETCTBEHHbIMW 3a [e/0NpPOn3BOACTBO B CyAe6HOIA
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Konnernn, cyfaebHom cocTaBe, MOCTOAHHOM CyAebHOM MPUCYTCTBUAM, CTPYKTYPHOM
nofpasfesieHnn cya CoOOTBETCTBEHHO.

7.6. ONEKTPOHHblE [OKYMEHTbl BPEMEHHbIX CPOKOB XpaHeHus ao 10 net
BK/IIOUMTENIBHO XPaHATCA B TeYEHMe YCTaHOB/IEHHOIO CPOKa B MH(OPMaLMOHHOW cucTeme
(XpaHunuLLe 3NeKTPOHHbIX LOKYMEHTOB) B (hopmare, B KOTOPOM OHW OblnA CO3AaHbl UK
BK/IIOYEHbI B MH(OPMaLMOHHYKO CcuUCTeMy. B  apxuB cyaa Takue [JOKYMEHTHI
He nepeaaroTcs.

7.7. Tepepaya gen, B TOM yncne gen BpeMeHHbIX (40 10 1eT) CPOKOB XpaHeHMst uin
«00 MWHOBAHWA HAOOOHOCTW», B apxMB CyAa OCYLUECTBIAETCH MO  rpaguky,
COrlacoBaHHOMY C CyfebHbIMM CcoCTaBamu, CYAeOHbIMU KOMMErnsamm, MOCTOSAHHBIMU
CyAeOHbIMM  MPUCYTCTBUAMKM,  CTPYKTYPHBIMU  NOApasfeNieHnsaMu,  nepegatoLyMm
AOKYMEHTbI B apXumB, M YTBEPXAEHHOMY MpefcefaTeniemM cy/a.

7.7.1. Tlpn nepepavye [AOKYMEHTOB Ha OymMaXXHOM HOCUTeNle B apXvB Ccyga
paboTHMKOM, OTBETCTBEHHbLIM 32 PaboTy apXxuBa Cyaa, NPOBEPSAOTCS:

COOTBETCTBME 3aro/fioBKa fena Mo Onucu fen CTPYKTYPHOro nogpasgeneHus
COAEPXXaHWIO JOKYMEHTOB B JeNe;

NPaBUIbHOCTb OMOPMJIEHUS U TPYNMMPOBKM AOKYMEHTOB, BK/IKOYEHHbIX B [€N0;

KayeCTBO MOALUMBKW WU MepenneTa fena;

MPaBU/IbHOCTb HyMepauuu IMCTOB Aena;

MPaBU/IbHOCTb COCTaB/EHMsI BHYTPEHHEN OMUCK LOKYMEHTOB fAena (Npu Hannuum);

MPaBUIbHOCTb OHOPM/IEHNS 0BM0XKN [ena;

Ha/nm4yve 1 NPaBuIbHOCTbL 3aMno/IHEHUS NINCTa-3aBePUTENS [efa.

Bce BbISB/IEHHbIE NPV MPOBEPKe HeAOCTaTKM B (DOPMUPOBAHUN M OHOPMIEHUIN [ef
paboTHMKN CcyaebHOro cocrtaBa, CyAeOHOM  KOMNerun, MOCTOSSHHOrO  Cyae6HOro
MPUCYTCTBUSA, CTPYKTYPHOIO NnoApasseneHns 0653aHbl yCTPaHUTb.

7.7.2. Tlpuvem-nepefaya [OKYMEHTOB B apxuB cyfa MpOov3BOAMTCA PabOTHUKOM,
OTBETCTBEHHbIM 32 paboTy apxuBa cyfa, B MPUCYTCTBMM pabOTHMKA CyAebHOro CocTasa,
CyaebHOM  KOnfiernn,  MOCTOSAHHOrO  CyAebHOro  MpucyTCTBUSA,  CTPYKTYPHOrO
nofpasgeneHns cyga. B oTMeTKe 0 npueme fefl B KOHLE KaXA0ro aK3eMnaspa onucy gen
YKa3blBatOTCA KOIMYECTBO (haKTUYECKW MPUHATBLIX B apXMB fefl, HOMepa OTCYTCTBYHOLLMX
[en, jarta npuema-nepefadu, a Takxke MOANUCKA WM PacLUMGPOBKN MOAMMUCEN YKa3aHHbIX
PaboTHUKOB.

7.8. Tepefayva 3NeKTPOHHbIX JOKYMEHTOB B apXMB MPOU3BOAUTCA HA OCHOBAHUM
OMMWCeNn 3NEKTPOHHLIX Aen CyAeOGHOro cocTtaBa, CyfAeOHOW KO/Mernu, CTPYKTYPHOro
nogpasfeneHns cyga rno MHMHoPMaunNOHHO-TeIEKOMMYHUKALMOHHOW ceTh (NpU Hamnmyum
B apxuMBe cyfAa MWH(POPMaLMOHHOM CUCTEMbI) WA Ha (U3NYECKM 060C00IEHHbIX
MaTepuasibHbIX HOCUTENAX, KOTOPble NPeACTaBATCA B ABYX UAEHTUYHBIX IK3eMM/IApax.

TexHn4Yeckoe COMPOBOXAEHVME MO  OOecrneyeHWo nepefadyt  3NeKTPOHHbIX
OOKYMEHTOB B apxuB, CBA3aHHOE C HACTPOMKOW MPOrpaMMHbIX — KOMMJIEKCOB
N X (YHKUMOHMPOBaHMEM, a TaKXe YA0CTOBEpeHMe KayecTsa rnepefaBaemMbiX efuvHUL
XPaHeHUs 3MIEKTPOHHbIX [OKYMEHTOB 06ecrneumBaeTca paboTHUKaMW, OTBEYatoLMK
3a (PYHKUMOHMpPOBaHME MH(OPMALMOHHBLIX TEXHONOMMIA B Cyfe, a Takke paboTHMKaMu
mnnanos ®IreY MNALL CyanebHoro aenaptaMmeHTa.

7.8.1. Mpn nepefaye 3/EKTPOHHbLIX [LOKYMEHTOB B apXvB CyAa BbIMOJHAKTCA
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CriefytoLine OCHOBHbIE NpoLeaypbl paboTbl C OKYMEHTaMU:

(hopMMpoBaHMe B MHOPMALIMOHHOW CUCTEME CY/a 3/IEKTPOHHBIX A€, SBNAOLLMXCA
COBOKYMHOCTbIO ~ KOHTEMHEPOB  3/IEKTPOHHbLIX  AOKYMEHTOB WA KOHTEMHEPOM
3NIEKTPOHHOIO  [JOKYMEHTa, COAepXXallM KOHTEHT W MeTafaHHble 3/1eKTPOHHOro
[AOKYMEHTa, (Paii/bl 3MeKTPOHHBLIX MOAMUCEN U BU3YaIM3MPOBAHHYIO KOMWUKO TEKCTOBOIO
3/1EKTPOHHOr0 JOKyMeHTa B (hopmate PDF/A;

(hopMMpOBaHNE OMUCU 3MEKTPOHHbLIX fefl, AOKYMEHTOB CyaebHOro Ccocrasa,
CyaebHOW Konnernn, CTPYKTYPHOro nojpassaeneHuns cyaa;

NMpoBepKa apxvMBOM Cyfa 3/1EKTPOHHbIX AOKYMEHTOB Ha Ha/muyMe BPefOHOCHbLIX
KOMIMbIOTEPHbLIX NPOrpaMm 1 BOCMPOU3BOANUMOCTY 3M1EKTPOHHbLIX JOKYMEHTOB;

npoBepKa (YU3NYECKOro M TEXHUYECKOro COCTOSHWUA HocuTenei (mpu nepegade
3/IEKTPOHHbIX AOKYMEHTOB B apxXuB Cyfa Ha (M3nyeckn 060CO6NEHHbIX MaTepuaibHbIX
HOCUTenNsXx).

7.8.2. TlpyeM 3NEKTPOHHbLIX AOKYMEHTOB B apxuB cyda Mo MHGOpPMaLMOHHO-
TeNIeKOMMYHWKaLMOHHOW ceTu (Mpy Hainunm B apXmee cyaa MH(OPMaLMOHHOW CUCTEMBI)
WM Ha (n3nyeckn 060COBNEHHBIX HOCUTENAX OMOPMIIAETCA COCTaB/IEHWMEM WTOrOBOM
3anuncy B KOHLE ONMUCK 3M1EKTPOHHBIX AeN, B KOTOPOI UpdpamMu 1 NPOMNUCLI0 YKa3bIBaeTCA
KOMMYECTBO (PaKTUYECKN TMPUHATBIX B apXUB 3MIEKTPOHHbLIX [Nl U 3NEeKTPOHHbIX
[NOKYMEHTOB. MITOroBas 3anucb NoATBEPXKAAETCA NOAMUCAMIN pabOTHMKA, OTBETCTBEHHOIO
3a paboTy apxmBa cyga, 1 paboTHMKA, MepefaBLUEro 3/1eKTPOHHbIE Aena W [JOKYMEHTHI.
Mpy nprveme Ha apXMBHOE XPaHeHWe 3/1EKTPOHHble [ena 3aBepAaTCA 3/IEKTPOHHOM
NOANUCLIO NpeaceaaTens cyaa Uav yrnoiHOMOYEHHOI0 UM nLa.

7.8.3. Tlocne npvema B apxXuB 3MEKTPOHHbIX [OKYMEHTOB Ha (PU3NYECKM
060C06/1eHHbIX MaTepuasibHbIX HOCUTENIAX BKAAbIWKW, NMOMELLEHHbIe B (OYTAAP eAnHMLbI
XpaHeHUs B CTPYKTYPHOM MoApa3fenieHnn, 3aMeHSA0TCA Ha BKIaAbIWK, OOPMIIEHHbIE
B apXuBe.

Ha Bknagpiwe, nomewaeMoM B (yTAAp eAVHULBLI  XPaHeHUs, OopMISEMOM
B apxuBe, YKa3blBatOTCA: HaMMeHOBaHWe cyda (MOMHOe, COKpalleHHOE), HOMep (oHAa,
HOMep OMMCK 3MEKTPOHHBLIX Aen, HoMep fena Mo OonucKu, OTMeTKa O cTaTyce 3K3eMn/spa
3NIEKTPOHHBIX [JOKYMEHTOB: «OCH.» (OCHOBHOW) uUnn «Pab.» (pabouwnii), KpainHue Aatbl
AOKYMEHTOB 3/IEKTPOHHOIO Aena, npu HeobXoAMMOCTM OhOPMAIAOTCA LOMNOMHUTENbHbIE
OTMETKM 06 OrpaHMYeHnn JoCTyna K JOKYMeHTaM.

Bknagblll nomewlaetca B (yTnsap gusnyecku 060CO6/IEHHOTO MaTepuasibHOro
HOCUTENA TaKUM 06pa3oM, YTOObl HaAMMCK Ha HeM OblfIM BUAHbLI MPY 3aKPbITOM QyT/Ispe.

Hagnucy Ha BKnafblax neyataroTCs WM HaHOCATCA OT PYKU pPa3bopyuBbIM
MOYepPKOM cneumaibHbIMU - BOLOCTOMKUMK  YepHUnaMu. BO3MOXHO MCMO/b30BaHMe
LUTAMMOB U APYrUX aHa/IoOrMYHbIX CPEACTB.

7.9. TMpy npvieme 3NEKTPOHHbIX AOKYMEHTOB Ha XpaHeHue B apXMB Y4YMTbIBAKOTCA
(haKTOpbl: OrpaHMyeHns Ha MpUeM 3MIEKTPOHHbIX [AOKYMEHTOB; 3aBepLUEHHOCTb Mpouecca
CO3[aHMA  3MeKTPOHHOIO  [OKYMEHTa;  Ha/lMuMe  3aKOHOAaTeslbHbIX — aKToB,
NPenATCTBYOWMX Mepefade  3MeKTPOHHOINO  AOKYMEHTa; HaMyme  HeoOXOAMMOW
CONPOBOAMTE/IbHON [1OKYMEHTaLMN; COOTBETCTBME TWMa 3/1eKTPOHHOIO 060pYyA0BaHUS
Pa3IMYHBIM PEXMMaM XPaHEeHUA 3/1eKTPOHHbIX JOKYMEHTOB.

7.10. [ena, no KoTopbiM CyfeOHble pelleHnsi He o6palleHbl K WCMOHEHUIO
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B Nnopsiake, NpeLyCMOTPEHHOM UHCTPYKUMEN No cyaebHOMY Aenonpon3BOACTBY, B apxXuB
cyfa He nepefaroTcs.

Ha y4YeTHO-CTaTUCTUYECKON KapTouKe [efiaeTcq OTMEeTKA O nepesave fena B apXuB.

7.11. TocTynusLune B apXmB Cyaa fena u Apyrne LOKYMeHTbl XPaHATCA Mo (ooHAaMm
B XPOHO/I0rMYeCKOM MOpsAKe.

7.12. [lena B apxvBe CUCTEMATU3UPYHOTCA COr/IaCHO OMUCAM [en W MoMmeLLaroTcs
B KOPOOKMW.

Ha kopellke O06MOXKM KaxoW KOPOOKM YKasblBatOTCH HayasibHble M KOHEYHble
PerncTpaumroHHble HoMepa Aen, NMOMeLLEeHHbIX B KOPOOKY.

8. CnpaBO4YHO-NONCKOBbIE CPEACTBA K aPXMBHbIM [JOKYMEHTaM

8.1. Cucrtema cnpaBoYHO-NOMCKOBbIX CPEACTB BK/IKOUYAET apXMBHbIE CMIPaBOYHNKN Ha
OyMaXHOM HocuTene n (M) B 3/1IEKTPOHHOM BUAe: 00s3aTe/bHble - OMUCK Aefl, OnucK
3NIEKTPOHHBIX [en; BCromoratesibHble (Heob6s3aTesibHblE) -  UCTOpUYEcKas CrpaBka
K )oHAY, KaTasioru, ykasatenu 1 0630pbl, CNy>KebHble KapTOTeKW, PeecTpbl, 6a3bl AaHHbIX
N Jpyrvie cnpaBoYyHUKN.

Cocras BCrOMOraTe/lbHbIX apPXMUBHbIX CMpaBOYHNKOB onpegensetcs
CamMOCTOATESIbHO.

8.2. WcTtopuyeckass cnpaBka K (OHAQY COCTOMT U3 Tpex pasfenos: wuctopus
(hoHZ006pa30BaTeNs, OTpaXaroLlas MUCTOPUI0 Cyda CO CCbUIKAMW Ha COOTBETCTBYHOLLME
3aKoHofaTe/lbHble UM HOpPMaTMBHble akTbl (g4aTbl 06pa3oBaHUs, MepeMMeHOBaHWS,
peopraHusaunn, NAUKBMAAUMK, CTPYKTYPY W (YHKUUW, UX W3MEHEeHUs, MpeXxxHue
HavMeHOoBaHWs), wucTopust (oHga (06bem, KparHWe JaTbl [JOKYMEHTOB, CTeneHb
MX  COXPaHHOCTW, faTbl Mepefayn  [LOKYMEHTOB Ha  MOCTOSiHHOE  XpaHeHue)
N XapaKTepucTuka [AOKYMEeHTOB (hoHAa (pasHOBMAHOCTM [OKYMEHTOB, OCO6EHHOCTU
(POPMUPOBAHUA EAUHWUL, XPpaHeHWsa U KX CUCTematu3aumu, Haamume [LOKYMEHTOB,
BbIXOAALLMX 32 XPOHOMOrMYeCcKne rpaHulbl fesTeNbHOCTU (hoH4006pa3oBaTesnisi, COCTaB
CMNpaBoOYHOro annapara K qooHay).

icTopnyeckaa cnpaBka K (POHAY COCTaBffeTCA B [ABYX 3K3emnnapax (ecnu cyq
BbICTYMNaeT MCTOYHWUKOM KOMMEKTOBaHMSA rOCYLapCTBEHHOIO apXxmBa), OAMH XpaHMTCA
B fleNle Cyfa, BTOPOi MepefaeTcs B roCyAapCTBEHHbIA apxumB. MCTopuyecKas cripaBka
K (DOHZY NOANUCLIBAETCH COCTaBUTESNIEM.

9. Y4eT IOKYMEHTOB B apXxmBe cy/a

9.1. YueTy nopgniexar BCe HaxOAALMecs Ha apXUBHOM XpaHeHWUU [LOKYMEHTI,
B TOM u4uCne OOKYMEHTbl MO JIMYHOMY COCTaBy, KOMWUWU [OKYMEHTOB, BK/IHOYEHHbIE
B (DOHA N0/b30BaHMA (MPY HaMYUK) U ONCK [ef, ONUCK 3NeKTPOHHLIX [en.

OCHOBHbIMY eIMHMLLAMW YyeTa apXUBHbIX JOKYMEHTOB ABMIKOTCA apXUBHbIA (DOHA,
eanHMLA XpaHeHUs.

9.2. CBefeHVA 06 06beMe U COCTaBe eAMHUL, XPaHEHWNS YKa3blBatOTCA B apXMBHbIX
YUYETHbIX [JOKyMeHTax. O6s3aTe/flbHble W BCMNOMOraTe/lbHble apXMBHblE  Y4YeTHble
AOKYMEHTbI BefyTCA [ANA 006ecnevyeHWs ydeta MOCTYMNIEHWUS, BblObITUSA, KOMMYECTBA,
COCTaBa U COCTOAHMA apXMBHbIX LOKYMEHTOB.
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9.3. K 0653aTeNbHbIM Y4YeTHbIM JOKYMEHTaM apxuBa Cyfa OTHOCATCS:

nacropt apxmea (npunoxxeHne Ne 14 K HacTosLen NHCTpyKUmK);

yyeTHble CBeAEHMA O [AOKYMeHTax, XpaHAwWwmMxXcs B apxuBe cyga (npuioxeHue
No 15 K HacTosAwen VIHCTpyKLun);

KHWra ydyeta MOCTYM/NEHUSA W BbIObITUA [efl, AOKYMEHTOB (npunoxeHue No 16
K HacTosAwen VIHCTpyKumn);

nneT goHaa (MpunoxxeHne Ne 18 K HacToswen VIHCTpyKUmn);

onucy gen (npunoxexuns Ne 5, 6, 7 K HacTosLen NHCTpYKUMN);

OMUCb 3/IEKTPOHHBIX JOKYMEHTOB (MpusioXkeHne Ne 8 K HacTosLein IHCTpYKLun);

[1eno ¢oHaa.

K BCcnomorartenbHbIM YYETHbIM OKYMEHTaM OTHOCATCS:

CNNCOK (hoHAoB (MpunoxeHne Ne 17 K HacToswen VIHCTpYKuun), KOTOPbIN
COCTaB/IAETCA NPU OCYLLECTB/IEHUN XPaHEHNST apXMBHbIX [JOKYMEHTOB, OTHECEHHbIX Gonee
4yeM K O4HOMY (hOHAY;

KHUra BblgayM efviHUL, XpaHeHUsi BO BPEMEHHOEe MO0Jib30BaHue (MpuIoXKeHue
No 27 K HacToswen VIHCTpyKuun);

peecTp onuceit gen (npunoxeHune Ne 9 K HacTosLLen NHCTpyKUmK);

Tonorpaguyeckmne ykasatenu (noctennaxHblii (NnpunoxeHve Ne 36 K HacCTosLE
WHCTpykumMm) 1 nodoHAoBbln  (NpunoxeHme Ne 37 K HactoAwen VIHCTpyKummn)
(Mpn HANMYMK APXMBOXPAHUINLLY).

9.3.1. TMMacnopTt apxvBa (npunoxeHne No 14 K HacToAwen WHCTpyKuun)
COCTaB/IAETCSA €XerofHo, OTpaXkaeT COCTaB, COCTOSHWE, OOLEM W YCNOBUSA XpaHeHWs
AOKYMEHTOB U XPaHUTCA NMOCTOSAHHO.

[MacrnopT apxmBa COCTaB/AETCA MO COCTOAHMIO Ha 1 AeKabpsi OTYETHOrO roja.

Ecnn cyf BbICTynaeT MICTOYHNKOM KOMM/EKTOBAHWNA rocyAapCTBEHHOIO apxmnea unm
Mpu HaanymmM COOTBETCTBYIOLLEr0 A0roBopa MacropT apxuBa COCTaBMSETCA B [ABYX
aK3eMNApax: OAWMH 3K3eMMAP HanpaenseTcd B rOCYAapPCTBEHHbIN apxvB, BTOPOM
XpaHUTCA B COOTBETCTBYHOLLEM HapsAae apxumsa cyja.

OO6bemMHble MoOKasaTe/M [JalTCA B YKasaHHbIX efuMHULAX W3MEPeHMsi COriacHo
(hopme nacnopTa apxmea. VcnpasneHus, BKNENKN He LOMYCKatoTCs.

B agpecHoi 4actu GnaHka macnopTa apxuea, PacnoiOXeHHOW B /IEBOM BEPXHEM
yrny, B CTpoke «KoMy npeacTaBnseTcs» YKa3blBaeTCA Ha3BaHWe rocyaapCTBEHHOMO
apxusa (Npy HaM4yumm).

B cTtpoke «Kem npeacraBnseTcs» yKasblBatOTCA: MOMHOE HaVMeHOBaHWe Ccyja,
NMOYTOBBIN afpec C YKazaHNEM MHAEKCa, KoAa ropoda 1 Homepa TenedoHa (ghakc, e-mail).

B pasgene «O6wme cBefeHWs» 3anoniHaeTcd ctpoka 101, KoTopas COCTOMT
13 cnegyoLmx rpad:

KO/in4yecTBo (hoHAoB (rpada 1);

naoLlasb apxXmMBoXpaHUIMLLA B KBagpaTHbIX MeTpax (kB. m) (rpada 2);

3arpy>eHHOCTb apxmBoxpaHunuiLa B npoueHTax (%) (rpada 3).

B rpade 1 ctpokn 101 ykasbiBaeTCA KOMMYECTBO (DOHAOB, XPaHALLMXCA B apxuBe
cyfa. Ecnv B apxmBe cyfa XpaHATCA AOKYMEHTbl TO/IbKO OAHOr0 Cyfa, TO YKasblBaeTcH
undpa 1; ecnnm XxpaHATCA fena, AOKYMEHTbl [pYyrux Cy[oB, YKasblBaeTcs uudpa
M0 KONYECTBY XPaHALLMXCA (POHA0B B apXuBe.
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Kaxabli (hoHA, He3aBUCMMO OT TOro, COCTOWT /I OH U3 [AOKYMEHTOB OAHOro Wi
HEeCKO/IbKUX BWAOB, YYUTLIBAETCA B NMACropTe apXxmBa TO/IbKO Of4MH pas.

B rpage 2 crtpokum 101 ykasblBaeTCA Mowafb OTAE/IbHOrO MOMELLEeHNs,
B TOM 4uCne MOCTOSHHOrO CyAebHOro npucyTcTBus, apxmea (apXmMBOXPaHUIMLLA)
B KB. M WX CyMMa NJiowaaent BCeX NMoMeLLEeHWiA.

Mnowaab M3MepsSeTCd TOYHO WM YKa3blBAETCA C TOYHOCTbIO [0 [eCATbIX [AO0Sei
KBaApaTHOro MeTpa - He MeHee OAHOro 3HakKa rnocne 3ansaton. Hanpumvep: 25,4 Ks. M.

Mnowaab paboumx KOMHAT UM NOACOOHBIX MOMELLEHUIA HE YUUTbIBAETCS.

[Mpn OTCYTCTBUWM OTAENbHOrO MOMELLEHUS A4/ XPaHeHUs apXMBHbIX AOKYMEHTOB
B JAaHHOI rpade CTaBUTCS NPOYeEpK.

papa 3 cTpokn 101 3amnonHAeTCA MpU HaIMYMU OTAENIbHOro MOMELLeHUA ans
XpaHEeHNS apXMBHbIX JOKYMEHTOB B Cye (apX1BOXpaHUANLLA) 1 MPKU YCIOBUW 3an0/IHEHNSA
rpagb! 2.

[Moka3aTenb 3arpy>XeHHOCTU apXMBOXPaHU/IMLLA ABNSAETCA CTPOro BbIYMC/IAEMON
BE/IMYMHOW, NPUMEPHOE ero onpejeneHve He JOMyCKaeTcs.

CTeneHb 3arpy>XeHHOCTU apXMBOXPaHWUINLLA PaCCUUTBLIBAETCA B MPOLEHTaX MyTem
[efleHUs  KOMIMYecTBa XpaHAWMXCA B HEM [en  Ha pacyeTHY) BMeCTMMOCTb
apxuBoxpaHununLla (B eanHULAX XpaHeHns) n yMHoXxXeHus Ha 100.

PacuyeTHass BMECTMMOCTb apXMBOXPaHW/IMLLA ONpeaenseTcs CreayroLwmm obpasom:
N3MepseTca B MeTpax o6wasd MPOTSHKEHHOCTb A/IMHBI CTENMaKHbBIX MOJOK, 3aHATbIX
AOKYMEHTaMW; PacCUnTbIBaeTCA KOMMYECTBO eAMHUL, XPaHEHWUs, HaXOAALLMXCA Ha OLHOM
MOrOHHOM MeTpe MOMOoK, ANA 4ero o6bLiee KOMMYECTBO efAVHUL, XpaHeHust [eNnTCs
Ha KOJIMYECTBO MOFOHHbIX METPOB; KOMNYECTBO eAMHUL, XpaHeHUs, HaxOoAALMXCA Ha
OA4HOM TMOrOHHOM MeTpe, YMHOXMWTb Ha OO6LLYH MPOTSXEHHOCTb CTeNNaXHbIX MOJOK
(B TOM uucrne cBOGOAHBIX).

dopmyna:

CTeneHb 3arpy>eHHocTn (%) = o6LLee KONMYecTBo XpaHsawmxes gen X 100
pacyeTHas BMECTUMOCTb

Ecnv apXxmBoxpaHuiuLL, HECKObKO, TO CYyMMa BCEX XPaHALLMXCA B HUX e AeIMTCA
Ha CyMMY pacyeTHOW BMeCTUMOCTM KaXKAoro n ymHoxaetcs Ha 100.

B pasgene «CBefgHVWsSI O AOKYMEHTax» BHOCSATCA CBefEHMSI O AOKYMEHTax
MOCTOSAHHOTO XpaHeHus, AaHHble O JOKYMEHTaxX Mo /IMYHOMY COCTaBY W YKa3blBaeTCH
cnefytoLee:

B rpajpe 1- KONMYECTBO eAMHUL, XpaHeHUS AOKYMEHTOB MOCTOAHHOIO XpPaHeHUs U
Mo IMYHOMY COCTaBY, HAXOAALLMXCS HA XPaHEHUWN B apXMBE CYaa;

B rpage 2 - gara caMoro paHHero u3 XpaHsawuxcs B apxvee Cya JOKYMEHTOB;

B rpae 3 - KOHeYHble AaTbl XPaHALLMXCA B apXmBe Cyfa JOKYMEHTOB;

B rpae 4 - o6Llee KONMYECTBO feN, KOTOpble BHECEHbl B YTBEPXAEHHble
(cornacoBaHHble) AMK apXMBHOro yUpeXkaeHns onmcuy;

B rpae 5- camble paHHWe rofpl, 3a KOTOpble JOKYMEHTbI, BHECEHHbIE B ONUCK Jen,
XPaHATCS B apXxvBe Cya;

B rpajge 6 - camble MO34HME TrOfbl, 3a KOTOPble [OKYMEHTbI, BHECEHHble
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B YTBEPX/EHHble (cornacoBaHHble) 3K apxXMBHOro YYpeXmaeHWs OMNucK, XpaHsTcs
B apXuBe cyaa;

B rpae 7 - KOAMYECTBO AeN MOCTOSIHHOIO XPaHEHWUs, HaxXOAALWMXCS Ha XPaHEHWN
B apxuBe Ccyfda MocC/fe WCTeYEHNS YCTAHOBNEHHOIO 3aKOHOAATE/IbCTBOM CpOKa WX
npeaenbHOr0 XpaHeHUs B cy/e.

pacha 8 3anonHseTcs NyTeM MOACYETa KOMMYECTBA €XKErogHo obpasytomxcsa aen
NAHHOro BMAa B COOTBETCTBUM C HOMEHKNATYPOW Aen.

B cTpoke 201 wuenecoobpasHO BHOCWUTL [aHHble O [efiaX MOCTOSAHHOMO XpaHeHus
OTAENbHO MO TPaXAAHCKUM, agMUHUCTPATUBHBLIM, YrOMOBHLIM AenaM, Aenam 06Lero
[eN0npon3Bo/ACTBa.

B pasgene «Kaapbl» B cTpoke 301 yKa3blBaeTCs KONMYECTBO LUTATHLIX PabOTHMKOB
apxvBa cyfa, onpefenieHHoe B LUTATHOM pacnmcaHun cya.

Ecnn B WITATHOM pacnvcaHun He NpeaycMOTPeHa A0MKHOCTb LUTAaTHOro paboTHUKaA
apxvBa cyfa, Npu 3TOM npefcefaTeneM cyfa HasHayeH pPabOTHWUK, OTBETCTBEHHbIN
3a paboTy apxuBa, B 3TON rpade CTaBUTCH MPOYEpPK.

B pa3gene «YCnoBusi XpaHeHMst [OKYMEHTOB» MOAYEPKMBAOTCS Te CBEAEHWS,
KOTOpble COOTBETCTBYHOT YC/OBUSIM  XPAHEHMS apXMBHbIX AOKYMEHTOB B CY[e.
Mpn HannMumMn B cyae ABYX 1 60M1ee MOMELLEHNIA apXmnBa, CBEAEHUS 06 YCNOBUAX XpPaHEHWS
NOKYMEHTOB YKa3bIBaKOTCA Ha KaXKA0e NMOMeLLEHNe OTAENbHO.

B cnyyae xpaHeHMsi [OKYMEHTOB Cyaa B 0ObeUHEHHOM CyaeGHOM apxumBee,
B MacnopTe apxuBa [e/laeTca COOTBETCTBYHOLLAA MOMETKA O KOIMYECTBE AeN, HaXOAALLMXCS
Ha XpaHeHWM B TaKOM apxmBe. 11oLlaab NOMeLleHs 06beANHEHHOTO Cyae6HOro apxmea
B pasfene «O6Lume cBefjeHMs» nacnopTa apxmBa He yKasbIBaeTCs.

B nacnopTe apxuBa yKa3bIBatoTCs (hamunns 1 TenedoH ncnonHuTens (coctaButens).

MacnopT apxuBa MOANUCHLIBAETCS NpefacedaTeneM cyfa C NPOCTaBlEHMEM [AaThbl
noAnucaHns, nocne 3anosiHeHWst BCeX pa3fenoB 3aBepsieTcs nevaTbto Cyaa.

Mpy HanpaBNeHUN B rOCYAapPCTBEHHbIM apXM1B K NAcropTy apxmBa NPUKIaabIBaeTCs
NOSICHUTENbHAs 3anucKa, B KOTOPOW YKa3blBatOTCSA CleaytoLme CBeAEeHS:

06 U3MEeHEHUSIX B HaMMEHOBaHWUW CyAa;

0 HaMuMK B Cy[le HOMEHKNaTypbl AeN U UHCTPYKLUMK MO AeN0NPON3BOACTBY;

MPUYMHBbI WU3MEHEHUS| KONMYECcTBa [eN MO CPaBHEHWO C AaHHbIMK nacrnopTa
npeaLlecTByoWero roga (KoAM4ecTBO OMMCaHHbIX [ef, MnepefaHHbIX Ha MOCTOSIHHOE
XpaHeHVe B apXMBHOE YUPeXXAeHNe, CHATBIX C yyeTa B CBSA3M C yTPaTOo UM HeUCNpaBHbIMU
NOBPEXAEHNSAMMN);

Hann4yme B apxmBe cyaa (POHAO0B APYruX CydoB;

O KaJpoBOM COCTaBe - Ha/MuMe LITaTHbIX PaboTHMKOB apxmBa cyga, P.U/.O.
pPabOTHMKOB;

O MeCTe XpaHeHuUsi [AOKYMEHTOB MNpPWU OTCYTCTBMW OTAENbHOIMO0 MNOMELLEHNS
N 0OCOBEHHOCTAX Pa3MeLLEHMs] JOKYMEHTOB.

KOHKPETHbIA CMCOK MPUNOXEHMST K NacrnopTy apxuBa MOXET ObITb COrfacoBaH
C rocylapCTBeHHbIM apXMBOM, Kyda OH MpeAcTaB/sieTcs.

B cnydyae ecnn apxvB cyfda pacrnofioKeH B HECKONbKMX MOMELLEHMSX, NacnopT
apxuBa COCTaBMSIETCA eAuHbIA Ha BCe MOMELLEHMS. PaloHHbIMKX CyaMn KOMuWsi nacrnopra
apxvBa HanpaBnseTca AN CBEAEHWS B COOTBETCTBYHOLlee YynpaBneHne CypaebHoro
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[enaptaMeHTa B CyobekTe Poccuiickoin deaepaumu.

9.3.2. [OMonHWTENIbHO K Macrnopty apxvBa pPabOTHUKOM, OTBETCTBEHHbIM
3a paboTy apxuBa, EXeroAgHo 3arofIHAKTCA Y4eTHble CBEAEeHUA O [OKYMeHTaXx,
XpaHawmxca B apxue cyga (npunoxeHne No 15 K HacTosAwen WHCTpyKuun)
(mo coctosHMo Ha 1 fekabpsi), B KOTOPbIX MOMMMO KO/MYeCTBa [fefl MOCTOAHHOIO
XpaHeHWs, HaxoAdalmMxca B apXumBe Ccyaa, YKasblBaeTCAa KOMMYECTBO [ef1 BPEMEHHbLIX
(cBbiwe 10 nieT) CPOKOB XpaHeHWs, BpemeHHbIX (40 10 f1ieT) CPOKOB XpaHeHWS
N «0 MUHOBaHWUA HaZO0BHOCTU» (MY HaInumm).

Y4eTHble CBELEHNA O [OKYMEHTAaX, XPaHAWMXCA B apxuBe Cyfa, COCTaBMAKOTCA
B OZLHOM 3K3EMIM/IIPe M XPaHATCA B COOTBETCTBYHIOLLIEM HOMEHKNaTypHOM Hapsae cyaa.

PaliOHHbIMX CyfaMn  KOMWA Y4YeTHbIX CBEAEHUIA O [OKYMEHTaX, XpaHALmXCA
B apXuBe Cyfa, HanpasnseTca Ana CBefleHNs B COOTBETCTBYHOLLee ynpasneHne CyaebHOro
AenaptameHTa B cyobekTe Poccuiickon depepaumu.

9.3.3. B KHury ydyerta nocTynneHus W BblObITUA feN, AOKYMEHTOB (MPUIoXeHWe
Noe 16 K HacTosuwenh WIHCTpyKuumn) nocnefoBaTe/ibHO BHOCATCA BCe  MepPBUYHbIE
M TMOBTOPHbIE MOCTYrnneHns (BbIGbITUA) Aen, AOKYMEeHTOB. Kaxgoe nocCTynieHue
(BbIObITVE) B Mpefenax OTYETHOrO roja MoslyyaeT MOPALKOBLIA HOMEP B BasioBOM
nocneaoBaTesibHOCTH,

ExxerofHo Ha 1 sHBaps MOABOAMTCA UTOM KOMMYeCTBa MOCTYMUBLLMX U BbIObIBLUMX
3a rog fien, LOKYMEHTOB.

9.3.4. Jlnct oHaa (npunoxkeHne Ne 18 K HacTosLleil VHCTPYKLMK) COCTaB/sAETCA
Ha KaXAblil apXvBHbIA (POHA. B HeM y4uMTbIBAKOTCA BCE MOCTYM/IEHUA W BbIOLITUSA
OMUCaHHbIX N HeONUCaHHbIX JOKYMEHTOB (OHAA.

JINCTbl (POHAOB XpaHATCA B MOpPAAKe BO3pacTaHWA HOMEPOB apXWUBHbLIX (POHAOB.
JInctel hoHA0B (hOPMUPYHOTCA B [1e/10, K KOTOPOMY COCTaB/IAETCS NINCT-3aBEPUTESb.

B nwncTe-3aBepuTenie  yKasblBAKOTCA 06LLee KOMMYeCTBO JINCTOB [AOKYMEHTOB,
BK/IIOYEHHbIX B [€/0, Haya/lbHble W KOHEYHble HOMepa apXuMBHbIX (OHALOB, 06Liee
KO/IMYeCTBO apXMBHbIX (POHAOB, NINCTbI KOTOPbLIX BKIKOYEHbI B [eSO0.

9.35. B pgeno @oHOa BKIKOYAETCA KOMMMEKC [OKYMEHTOB (MCTOpUYecKue
N TeMaTUYeCKmne cnpasku, JOroBopbl O nepegayvye AOKYMEHTOB Ha MOCTOSAHHOE XpaHeHue,
aKTbl MPOBEPKN HAIMUMS N COCTOAHUA AOKYMEHTOB, aKTbl O TEXHUYECKNX OLUMOKAaX, aKTbl
npMeMa W nepefayn, akTbl BblAENEHUS AeN U AOKYMEHTOB K YHUUYTOXXEHWUIO, aKTbl
06 yTpaTte 1 aKTbl 0 HEUCNPaBUMbIX MOBPEXAEHMUSAX, aKTbl 06 06HaPYXXeHUN AOKYMEHTOB,
aKTbl pacCekpeumBaHna 1 Apyrue AOKYMeHTbI, OTpaxatowme paboTy ¢ (DOHAOM, a Takxke
epecocTaB/ieHHbIe NINCTbI (DOHAA) MO UCTOPUM CYa N apXMBHOIO (hoHAA, 00beUHEHHOIO
apXMBHOro hoHaa.

Bce [fJokymeHTbl B fAene (hoHZa pacnonaraloTcd B XPOHONOMMYECKOM
nocnefoBaTe/IbHOCTU UX COCTaB/eHUs. Ha fOKYMeHTbl (pOHAA COCTaBMAETCA BHYTPEHHAA
OMWuCb, NINCTbI Aena HymepytroTca. o mMepe nonosHeHUs Aena PoHA4a BHYTPEHHAS OMNUCh
[OMNO/HSAETCS.

9.3.6. [ng nNoeAVHWYHOIO W CYMMapHOro Yy4yeTa apXuMBHbIX [JOKYMEHTOB,
3aKpensieHns nopsaka Mx cucTemarmsauumn, ydvyeta WU3MEHEHWA B cCOCTaBe M 00beme
apXMBHbIX AOKYMEHTOB COCTaBMISIETCA OMUCb [efl, OMUCb 3NEKTPOHHbLIX fen (pasgen 3
HacTosALwen VIHCTpyKumm).
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9.3.7. Cniucok thoHaos (npunoxkeHne Ne 17 K HacToswen VHCTpyKumKn) BedeTcs
B apxXumBe cyfa, XpaHsLleM OOKYMeHTbl 60/see Yem oAaHOro toHaa. Kaablil apXUBHbIN
(bOHZ, BK/HOYAETCA B CMAWCOK (POHAOB TO/MIbKO OAWMH pa3 Mnpu MepBoM MOCTYM/EHUN
apXMBHbIX AOKYMEHTOB YyKazaHHOro oHga. Kakgomy (oHOY npucBavBaeTcs
NHAMBUAYa/IbHbIA HOMEp, KOTOPbIA COXPaHSETCA 3a HMM BO BCEX YYETHbIX AOKYMEHTaX.
Homepa (oHZaM npucBanBarOTCA B BA/IOBOM MOPSALKE.

B cnyyae nepepaun apxvBHOro oHAa B APYron apxwmB, BKIHOYEHWSA €ro B COCTaB
00beIMHEHHOIO apXMBHOIO (POHAA WU BblAENEHNA BCEX [OKYMEHTOB K YHUUTOXEHWUHO
0CBOOOAMBLUMIACSA HOMEP APYTOMY apXMBHOMY (DOHAY He NpucBavBaeTCs.

OObeANHEHHbIE  apXMBHbIE  (DOHAbI  YUYUTLIBAKOTCH Ha OOWMX OCHOBaHUSIX.
O6beAnHEHHOMY apXMBHOMY (hOHAY, 06pa3oBaHHOMY W3 apXMBHbIX (DOHAOB, paHee
YUTEHHbIX CaMOCTOSTE/IbHO, MPUCBaMBaeTCA HOMep OAHOro K3 apXMBHbIX (HOHAOB,
BK/FOUYEHHbIX B €ro COCTas.

Homep apxvBHOro (PoHAa Cyfa - MCTOYHMKA KOMM/IEKTOBAHUA rOCYAapCTBEHHOIO
apxmBa BHOCWUTCA B CMUCOK (JOHAOB MOJ HOMEPOM, KOTOpbIA MPUCBOEH emy
B rOCYy[apCTBEeHHOM apXuBe.

HasBaHve apxmMBHOro (OHAa BHOCUTCA B CMWUCOK (POHAOB HA OCHOBaHMU
MCTOPMYECKOW CrpaBKN K (POHAY WM TUTY/IbHOIO NINCTA OMUCK fef1, OMUCU 3N1EeKTPOHHbIX
[en.

HasBaHne apxmBHOro QoHAa COCTOUT K3 TMOMIHOTO HaMMeHOBaHWA cyfa
C YKas3aHMem ero MecTOHaxOXeHus, AaT CO3haHus M MKBMgaumu. Ecnv HaMmeHoBaHuWe
M3MEHSAN0Cb, TO B CMNMUCKe (JOHAOB YKas3biBAETCH ero noc/fefHee HasBaHWe B pamMKax
nepuofa, 3a KOTOpbIA MNPUHATBI  AOKYMeHTbl. Bce npefblayume  M3MeEHeHUS
B HAMMEHOBaHUN OTMeYaroTCA B IUCTE (POHAA.

HassaHve 06befMHEHHOr0 apXMBHOIO (POHAA COCTOMT U3 0600LLEHHOrO Ha3BaHUA
BK/THOYEHHbIX B HEro apXmBHbIX (POHAOB. B N1CT oHaa BKNKOYAKOTCS BCE HaMMeHOBaHWUA
CY0B, IOKYMEHTbI KOTOPbIX BK/OUYEHbI B 00beUHEHHbIN (DOHA.

EXerogHo K Cnucky (OHAOB COCTaBMIAETCA WTOroeas 3amnmcb O KOMYeCTBe
apPXMBHbIX (DOHAO0B, MOCTYMUBLLMX W BbIObIBLUMX B TeYeHWe roga, u O6LLEM KONYeCTBe
apXMBHbIX (DOHAOB, HAXOAALLMXCA Ha XpaHeHWW B apXmBe MO COCTOSHUIO Ha 1 sHBaps,
C/efyHoLLEero 3a OTYETHLIM FOLOM.

Cnucok (hoHZOB MOALIMBAETCA B TBEPAYHO OOMOXKY, JIACTbI  HYMepYyHTCS,
COCTaB/IIETCA NINCT-3aBEPUTESb.

9.3.8. B uensx yyeta oOnuceln [fen B apxuBe Cyfda BefeTCs pPeectp Onucei
(npunoxeHune Ne 9 K HacTosiend VIHCTPYKUWUK), NO KOTOPOMY BefEeTCA MOeAVHUYHBIA U
CYMMapHbIA y4eT onucein gen.

Onucb fen, COCTOALAsA U3 HEeCKOIbKMX TOMOB, YYMTLIBAETCA B PEECTpe Onuceit
KakK ofHa onuncb. HomMepa onuncaM nNpucBamMBaloTCA B COOTBETCTBMM C SIMCTOM (hOHAA.

Onucn pen cyaebHbIX KOMNerun, cyaebHbIX COCTaBOB, MOCTOSHHbIX CYAEOHbIX
MPUCYTCTBUIA, CTPYKTYPHbIX NMOAPa3AeNeHni Cya He MoANeXaT YYeTy B PeecTpe Oruceil.

B peecTpe onwucein PUKCMPYHOTCA OCHOBHbIE JaHHbIE MO COCTaBY KaxK4oW onvcK aen,
OMUCK 3NEKTPOHHbLIX Aen: Homep (hoHA4a, HOMEP OMucK, BUA AOKYMEHTOB, BK/IHOUEHHbIX
B OMUCb, KO/IMYECTBO eAMHUL, XPaHEHWNS, KONNYECTBO /IMCTOB B OMUCU N ee 3K3eMMNAPOB.

E>XKerogHo no COCTOAHWIO Ha 1 AHBaps B PeecTpe OMNUCEein COCTaB/ISAETCA UTOroBas
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3anMcb O KOMMYEeCTBe OMNUCEN [efl, XpaHAWMUXCA B apxvBe Cyda, a Takke [JaHHble
O MOCTYNUBLUMX U BbIObIBLLMX 3a FOf ONUCAX Len.

9.4. YueTHble 6a3bl [aHHbIX BeAyTCA MpPU HaMuMM B Cyfe TeXHUYECKMX
M NPOrpamMMmHbIX CPeACTB HapaBHe C  0053aTeNbHbIMW  APXMBHBLIMK  YYETHLIMM
LOKYMEHTaMMU.

9.5. ApXVBHble Y4YeTHble LOKYMEHTbI, B TOM 4YuMC/ie MO OAHOMY 3K3eMMspy Onmcu
[efl, pa3MeLLatoTCA B MOMELLEHUM A1 XpaHeHNUs YUYeTHbIX JOKYMEHTOB U/v Ha OTAEe/IbHOM
cTennaxe B paboyeil KOMHaTe paboTHMKa, OTBETCTBEHHOrO 3a paboTy apxuea cyfa.

BTopoy 3k3emnnfp onucy Aen pa3MeLLaeTcs B apXmBOXpaHUIuLe o60co6/1eHHO
OT eAUHNLL XpaHeHWs.

9.6. ApPXMBHbIE YUeTHble JOKYMEHTbI, KPOMe OMNMCeR fen, ONUCEn 3NeKTPOHHbIX fen
npefHasHayatoTcAa AN CMy)XKeOHOro Mosib30BaHWA WM M0/b30BaTeNIIM — apXUBHbLIMU
AOKYMEHTaMW He BblatoTCs.

9.7. YueT nmocTynneHus W BblObITUA fen, [OOKYMEHTOB B apxvee cyja
OCYLLLECTB/IAETCA HA OCHOBAHMWMN:

onucy fen, OMuUCYU 3NeKTPOHHbLIX AeNl CyAebHbIX KOMernin, cyaebHbIX COCTaBOB,
MOCTOSAHHbIX CYAeOHbIX NPUCYTCTBUIA, CTPYKTYPHbIX MOAPa3feNeHniA 1 rofoBoro pasgena
CBOAHOM OMNWUCK A€, OMUCK 3NEKTPOHHBIX JOKYMEHTOB;

HOMEHKNaTypbl [efl Mpu OTCYTCTBMM OMWUCE [efl, OMNMCeln 3NeKTPOHHBLIX Aen
CyAebHbIX KOMNern, cyaebHbIX COCTaBOB, MOCTOAHHBLIX CYAeOHbIX MPUCYTCTBUN,
CTPYKTYPHbIX NMOApPa3AeneHuii;

aKTa O TEXHMYECKMX OWMnbKax B YYeTHbIX [OKyMeHTax (nmpunoxkeHue Noe 19
K HacTosAwen MHCTpyKuun);

akta 00 0OHapy>KeHUM [OKYMEHTOB, He OTHOCALUMXCA K JaHHOMY (DoHAY,
Hey4uTeHHbIX (MpuioxkeHne Ne 20 K HacTosLein HCTpyKuun);

aKTa 0 HeOOGHapyXeHW apXMBHbIX AOKYMEHTOB, MyTU PO3bICKA KOTOPbIX MCUepnaHbl
(npvnoxkeHne Ne 21 K HacToswen VHCTpYKUmm);

aKTa npuema-nepefayn apxmBHbIX LOKYMEHTOB Ha XpaHeHue (npunoxeHune No 22
K HacToswen VIHCTpyKumn);

aKTa 0 HencrnpaBUMbIX MOBPEXAEHUAX apXUBHbIX 4OKYMEHTOB (npunoxeHune Ne 23
K HacToswen VIHCTpyKuun);

aKTa O BbIAENIEHUN K YHUUTOXEHUIO apXMBHbIX [LOKYMEHTOB, He MOoAnexaiinx
XpaHeHuto (NpunoxxeHne Ne 13 K HacTosALlen VIHCTpyKumm).

9.8. Ha oCHOBaHUM JOKYMEHTOB, YKa3aHHbIX B MyHKTe 9.7 HacTosALwen NHCTpyKLmn,
BHOCATCA HeOOX04MMble U3MEHEHUSA B 006513aTe/IbHble apXMBHbIE YUYETHbIE JOKYMEHTbI:

B KHWTY Yy4eTa MOCTYMN/IEHNA U BbIObITUA [efl, JOKYMEHTOB W B JMCT (DOHAA -
MpY KaXL0M M3MEHEHUN B COCTaBE U 00beMe apXMBHbIX AOKYMEHTOB;

B CNM1COK (DOHAOB - MPW NOCTYM/IEHUN HOBOIO apXMBHOI0 POHAA UM BbIOLITUN BCEX
[efl, JOKYMEHTOB HaxXOAMBLLErocsa Ha XpaHeHuu apxXuBHOro (oHga. B rpage «OTMeTKa
0 BblObITUM (POHAA» CrMcKa (POHAOB YKa3blBaeTC MECTO (aApec) BblObITMA apXUBHOIO
(hoHAa, a TaKKe faTa 1 HOMep AOKYMEeHTa, Ha OCHOBaHMM KOTOPOro OH BbIObIT;

B PeecTp onucei gen - npyv NOCTYMEHUN HOBOW OMUCK [eN WU BbIObITUM BCEX
eVHUL, XpaHeHNs HaxOoAMBLUECA Ha XpaHeHMn onvuck. Homep BbIObIBLLE ONUCU APYTUM
OnuncsaM fien, ONUCAM 3M1eKTPOHHbIX [efT He NPUCBanBAeTCA 1 0CTAeTCsi CBOOOAHBIM;
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B OMUCK [N, OMUCU 3NEKTPOHHBbIX Aen - MNPY KaKAOM MOCTynneHun u (1nm)
BbIObITW [1eN1, IOKYMEHTOB, 3/1EKTPOHHbIX AN, YUYTEHHbIX B AAHHOW OMUCH.

COOTBETCTBYIOLLME M3MEHEHUS BHOCATCA BO BCOMOraTe/lbHble apXVBHbIe YUeTHble
[OKYMEHTBI.

10. MpoBepKa Ha/iMumsa 1 COCTOSHUSE AOKYMEHTOB (3/1EKTPOHHbIX Ae)
B apxXu1Be, NOPSAA0K MNepefayn apxmMBHbIX JOKYMEHTOB Mpu CMeHe npeaceaaTens cyaa

10.1. ApX1BHble LJOKYMEHTbI MPOBEPAIOTCA Ha MpeaMeT UX PaKTUYECKOro Hamums
N (PU3NYECKOro COCTOAHUA (Jasiee - NPOoBepKa HanM4yms) B NIaHOBOM MOPSAKe.

[MpoBepKa HaMunsA apXMBHbIX 4OKYMEHTOB NPOBOAUTCA KOMUCCKEN, Ha3Ha4Yaemoi
npeacefartenieM cyfa, B COCTaB KOMMCCMM  00s3aTe/IbHO  BK/IHOYaeTca  paboTHUK,
OTBETCTBEHHbIV 3a paboTy apXxmBa cyaa.

[MpoBepKa HaMuNsA apXMBHbIX JOKYMEHTOB PaliOHHbIX, TOPOACKMX, MEXPaOHHbIX
Cy[0B NPOBOAMTCS C y4acTMeM pabOTHUKOB COOTBETCTBYHOLLEro ynpasneHns CynebHoro
AenaptaMeHTa B cyobekTe Poccuiickon Pepepaumn.

10.2. T1poBepka HanM4Msa NPoBOANTCA:

B CPOKW, YCTaHOB/IEHHbIE NpefcefaTesieM Cy[a, HO He peXke OHOro pasa B 5 neT
(B TOM uuncne ¢ NOMETKON « 18 CNy)KeOHOro Mosb30BaHNUA»);

Mpy CMeHe npeacefaTens cyfa, PyKoBoamTens apxusa (paboTHMKA, OTBETCTBEHHOIO
3a paboTy apxuBa);

Mpy MOArOTOBKE apXMBHbLIX AOKYMEHTOB K Mepefadve B rocyAapCTBEHHbIM apXuB
(4ns cypa, BbICTYNAKOLLEr0 UCTOYHMKOM KOMMJIEKTOBAHUSA);

roc/sie MaccoBOro rnepeMeLLeHNs apxXuUBHbIX AOKYMEHTOB, Ype3BblHaiHOW CUTYyaumm
n (MNK) ApYrmx 06CTOATENbCTB, B pe3y/ibTaTe KOTOPbIX OHU MOT/IM Obl ObITb YTpayeHb! U
MOBPEeXXAeHbl;

npu peopraHusaunn cypa.

10.3. lpoBepka HaMumMa [OKYMEHTOB MPOBOAUTCA MOCPELACTBOM BU3YyaslbHOro
OCMOTpa eAVHUL, XPaHEHUs 1N CBEPKW OMucaTeNbHOM CTaTbM OMUCU [efl C 3aro/ioBKOM
(onucaHnem) Ha 06/10)KKe eIMHNLIbI XPaHEHWS.

10.4. IMpoBepKa Ha/IMUMA LOKYMEHTOB BK/HOYAET:

BbIBEPKY apXMBHbIX YYeTHbIX AOKYMEHTOB W YCTpPaHeHWe BbIsIBIEHHbIX B HUX
HETOYHOCTEW;

YCTaHOBMEHNE (PaKTUYECKOro Havyunsa efuHWUL, XpaHeHUss B COOTBETCTBMM
C apPXMBHBIMU YYETHbIMW JOKYMEHTaMU;

BbISIB/IEHNE HENpaBW/1bHO 0OPMIEHHbIX efnHWL, XpaHeHus (gen);

BbISIB/IEHWE N NOCTaHOBKY Ha Y4YeT JOKYMEHTOB W eAMHWL, XPaHeHWs, TPebyoLwmx
(PM3MKO-XMMUYECKOIN, NPOMPUNAKTUYECKON W/Mnn  pecTaBpaLMOHHO-NPOgUIAKTNYECKO
06paboTKu;

opraHu3aLnio po3bIiCKa OTCYTCTBYHOLUNX JOKYMEHTOB.

10.5. Mpw NpoBepKe HaNMUNA JOKYMEHTOB He0OXOAMMO:

COXPaHATb NOPALOK PacrofOXeHUs eAMHUL, XpaHeHWs COriaCHO Tonorpagpuyecknum
yKasaTensawm;

NMoMeLLaTb Ha MecTa Haf/1eXkallero XpaHeHUst 0OHapYy>XeHHbIE BO BPeMSs MPOBEPKMU
HenpasWIbHO pasMeLleHHble eAVHULbI XPaHEHWS,
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M3bIMaTb C MOCMEeAYyHOWen  U30NaumMend  AOKYMEHTbI,  eAWMHULbl  XpaHeHus,
3apaXeHHble  MneceHbtd W (MAn)  APYrUMK  OGUMONOTMYECKUMM  BpeanTensamu
(819 [OKYMEHTOB Ha BYMa)KHOM HOCUTeNe);

npocTtaBnATb 0TMeTKY «[MPOBEPEHO» ¢ ykaszaHveM HoMepa 1 AaTbl akTa NpoBePKM
B KOHLe NMPOBEPEHHOI onuncu fen.

10.6. Mo pe3synbTataM NPOBEPKN HAIMUUA LOKYMEHTOB AO/DKHbI ObITb COCTaB/EHbI
M nofnucaHbl KOMUCCKENR, a 3aTeM YTBEPXKAEeHbI MpeaceaaTenemM cyaa:

aKT MPOBEPKN HaMUMA N COCTOAHWUA apXMBHBLIX LOKYMeHTOB (npunoxeHue Ne 24
K HacTosAwen NHCTpyKuun);

aKT 0 TeXHWYECKMX OWnbKax B YYETHbIX [AOKyMeHTax (npunoxeHue Ne 19
K HacTosALWwen VIHCTpYKLUM), KOTOPbIA COCTAB/IAETCA B C/lyYae BbISBNEHWS HECOOTBETCTBUA
3arnmceil B apXUBHbIX YUYETHbIX OKYMeHTax (HakTUYeCcKoW MHopMaLuu;

akT 06 06HapyXXeHUN apXMBHbIX JOKYMEHTOB, He OTHOCALMXCA K fJaHHOMY (hOHAY,
HeyuTeHHbIX (npunoxeHne Ne 20 K HacToswein MHCTPYKUMK), KOTOPbIA COCTaB/AETCA
B Cnyyae OOHapyXXeHWs HEeYUYTEeHHbIX apXWMBHbIX [OKYMEHTOB, He OTHOCALLMXCA
K flaHHOMY (hoHAY.

[MpoBepKa HaMuns LOKYMEHTOB CUMTAETCA 3aBePLUEHHOI NOC/e YyTBePXKAEHUA aKTa
NMPOBEPKM  Ha/lMuMa N COCTOAHUA  apXMBHbIX OOKYMEHTOB, MOC/e  BHECEHUS
Mo pe3ynbTaram MPOBePKU HeOOXOAMMbIX N3MEHEHUI B apXMBHbIE YYETHbIE JOKYMEHTbI.

10.7. Ecnm NpoBepKo HAIMYMS JOKYMEHTOB YCTaHOB/IEHO OTCYTCTBWE [JOKYMEHTOB,
[O/MKEH ObITb OpraHM30BaH MX PO3bICK, MPOBOAUMBIA B TeYeHWEe OLHOro roja C Aarbl
BbIAB/IEHMA NX OTCYTCTBUA. JonycKaeTca npoa/ieHNe CPpoKa po3biCKa JOKYMEHTOB Ha 1rog.

B cnyyae  oTpuuaTtenbHbIX  pe3ynbTaToB  PO3bICKA  COCTaBNAETCA  aKT
O HeobGHapY>XEHUN apXMBHbIX [JOKYMEHTOB, MyTM pPO3biCKa KOTOPbIX WCYepnaHbl
(npunoxeHne No 21 K HacToswen VIHCTpyKuun), yTBepXKOaeMblid npeacejateseM cyga
MO COrnacoBaHMIKO C 3KCMEepTHOM Komuccuein cypa. K akTy npunaraeTtcs cnpaska
0 npoBefieHun posbicka. Cyad - WUCTOYHUK KOMIMJIEKTOBAHMA roCyJapCTBEHHOIO apxuBa
B C/lydyae HeOOHapyXeHuUs [OKYMEHTOB, OTHECEHHbIX K COCTaBy APXMBHOro (oHAa
Poccuitickon  defepaunn, [O/MKEH MPeACTaBUTb aKT O HEeOBGHapy)XXeHWM apXMBHbIX
AOKYMEHTOB, MYTW PO3bICKa KOTOPbIX MCYepnaHbl, B COOTBETCTBYHOLMIA FOCY4apCTBEHHbIN
apXuB WM YMNONHOMOYEHHbIA OpraH WCMOMHUTEIbHOW BNacTh cyobekTa POCCUICKON
defepaumn B cepe apxXMBHOro fena W [Aenornpous3BOACTBA A1 MPUHATUA peLleHns
O CHATUM YTPaUYEHHbIX €AMHUL, XPaHeHUs C yyeTa.

10.8. ApPXMBHbIA [OKYMEHT, COCTOSIHME KOTOPOro WCK/O4YaeT BO3MOXHOCTb
BOCCTaHOB/IEHNA €ro MaTepuasibHOro HOCWUTENs U UCMO0/b30BaHWUA (BOCMPOU3BeLEHMS)
cofepyKaLlencst B HeM MHopMaLun, NPU3HAeTCA HeMCNPaBuUMO NOBPEXKAEHHbLIM.

10.9. Tpu BbIABNEHUN HEUCNPaBUMO TMOBPEXKAEHHOINO apXMBHOIO [AOKYMeHTa
COCTaB/IIETCA aKT O HEUCTPABUMbIX NMOBPEXAEHNAX apXMBHbIX JOKYMEHTOB (MPUIOXKEHWE
No 23 K HacToAwein WHCTPYKLuUM), KOTOPbIA YTBEPXAAeTCA npeaceaareneMm cyga
MO COr/laCoBaHMIO C 3KCMEPTHOM KOMUCCHEN Cyja.

B cny4ae BbISBNEHWA HEMCNPABMMO MOBPEXAEHHOro oKyMeHTa APXMBHOro (hoHaa
Poccuiickoin defepaunn akT O HeucripaByMMOM MMOBPEXAEHUN apXMBHbIX [LOKYMEHTOB
HanpaenseTca Ha paccMoTpeHue 3K apxXMBHOro y4ypexaeHus mocne CcoriacoBaHus
C 9KCMepTHOM Komuccuer. [locre BbIHECEHMSI PELUEHWA O MPU3HaHWM  apXUBHOIO
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AOKYMEHTa HeucrnpaBvMO MOBPEXAEHHbIM aKT YTBepX4aeTca npefcefaTesiem cyga W
COOTBETCTBYHLUNE U3MEHEHNSA BHOCATCA B aPXMBHbIE YUYETHbIE JOKYMEHTHI.

10.10. Mpn cmeHe npeacepartens cyga npuem-nepefaya apXvBHbLIX LOKYMEHTO
apPXMBHbIX YYETHbIX JOKYMEHTOB 1 CIPaBOYHO-MONCKOBbIX CPEACTB K HUM (fanee —Apurem-
nepefaya fien) oCyLecTBNAETCA KOMUCCUEN, HasHauYaeMom npeacenatenem cyaa.

Mpy npvieme-nepegaye fen MPOBOAMTCA CMIOLIHAA WM BbIGOPOYHAsA MpoBepKa
Ha/IMuMa N COCTOSHUSI [OKYMEHTOB, apXMBHbIX YYETHbIX [JOKYMEHTOB W CMpaBO4YHO-
MOMCKOBbIX CPEACTB.

Mpuem-nepefgadya aen odopmMmnsieTca akTtoMm (npunoxeHve Ne 38 K HacTOsLLEN
WHCTpyKuun).

11. OpFaHI/I3aLI,I/IFI MCrosib3oBaHNA JOKYMEHTOB apXmBa

11.1. Vicnonb3oBaHWe JOKYMEHTOB apXmBa Cyaa NPOBOAUTCA TO/IbKO C paspeLleHuns
npegceparens cyga (YNonHOMOYEHHOrO UM 3aMecTUTeNd npeaceaarens cyaa).

PabOTHUK, OTBETCTBEHHbIV 3a paboTy apxuBa Ccyaa:

BblaeT JOKYMEHTa/IbHbIE MaTepuasibl B CTPYKTYPHbIe NoApasaeneHns;

HanpasnsfeT Ha OCHOBAHWW MUCLMEHHOrO 3anpoca MaTepuaibl B ApYrue opraHbl,
OpraHM3aLnn 1 yupexxaeHus no ykKasaHui npeaceaatens cyaa;

NHOPMUpPYeT npeacefatens cyga O COCTaBe M COAEPXKaHUW [OKYMEHTa/IbHbIX
MaTeEpPUaoB;

BbllaeT CnpaBKWU U BbIMUCKN N3 apXUBHbLIX JOKYMEHTOB.

11.2. Bblgaya eguHUL, XpaHeHUs U3 apXMBOXPaHUIMLLA NOAJIEXUT 0653aTebHOW
(MKCcaumMM B KHWre Bblgayn efuMHUL, XpaHeHUs BO BpPEMEeHHOe MoJib30BaHue
(npunoxkeHme No 27 K HacTosAwen VIHCTpyKuun).

11.3. Bblgadyy fgen Ha OYMaXHOM HOCUTeNe M3 apXMBOXpaHWAMWA W NpUeMm
NX 06paTHO, B TOM YKMC/Ie NOSIMCTHYIO NPOBEPKY HA/IMYMA N COCTOAHUA JOKYMEHTOB Mepes
Bblayei 13 apXvMBOXpaHWUIMLA MU NpY BO3BpaTe, NPOM3BOAUT PAbOTHMK, OTBETCTBEHHbIN
3a paboTy apxuBa cyfa, B NPUCYTCTBUM NALA, MOJyYaroLlero (B0o3BpaLLatoLLero) fena.

B cnyuae ecnv nocne Bo3BpaLleHns Aena paboTHUKOM, OTBETCTBEHHbIM 3a paboTy
apxvBa Cyfa, BbIAB/IEHO M3bATWE, MOBPEXAEHWe MaTepuasioB Aena, a TakXe BHeceHue
B HUX WCNpaBneHnA 1 JONUCOK, 06 3TOM He3ame/IMTe/IbHO COO0OLLaeTcs npeaceaaresnto
cyfia Uamn ero 3aMecTuTento.

11.3.1. EAvHMUBLI XpaHeHus, BblJaBaemble BO BPEMEHHOE M0/b30BaHue, LO/DKHbI
NMETb apXMBHbIA LWMPP, NPOHYMEPOBaHHbIE JIUCTbI, JIUCT-3aBEpUTE/b fena WU JIACT
MCMOo/b30BaHMA LOKYMEHTOB (MpuioXkeHne No 28 K HacTosLlen MHCTpyKuun).

Bblgaya egvHuL, XpaHeHus, HaXO4AaLWNXCA B HeYy40BNEeTBOPUTENIbHOM (PU3MYECKOM
COCTOSIHMM W He MNPOLUeAWMX TEXHWYECKOro O(OPMIEHUS W OMNUCaHWUSA, MOXET ObITb
orpaHuyeHa.

11.3.2. lMogrotoBka apxMBHbIX [OKYMEHTOB K BblJaye W3 apXUBOXpaHUINLLA
BK/NHOYAET BbleMKY apXMBHbIX AOKYMEHTOB, CBEPKY apXWMBHOrO LUM(pa W 3aro/0BKOB
C OMMUCLIO fen, NPOoBepPKY (PU3NYECKOrO COCTOAHNA Aena.

11.3.3. ONeKTpOoHHble [AOKYMEHTbl BbIAAKOTCA M3 apXMBOXpaHUNUWEa B BuAe
3NIEKTPOHHBLIX KOMWA WA KOMUIA Ha OYMaXHOM HOCWUTeNle, KOTOpble CO34at0TCH
Ha OCHOBe paboyero 3K3emnaspa KOHTeiHepa 3M1IEKTPOHHOIr0 AOKYMeHTa. Ha apXMBHbIX
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KONUAX, BK/IOYAsA apXMBHbIE KOMUU Ha BYMaXXHOM HOCUTESNIe 3N1eKTPOHHbIX JOKYMEHTOB,
apXuMBHble LUNMPLI MPOCTaBNAIOTCA Ha 000pOTE KaKAOro /INCTa apXMBHOM  KOMWUW,
a 3aBepuTesibHas HafnMcb U OTTUCK NeYaTn - Ha 060poTe MOCIeLHEro IMCTa KOMUK.

Mo 3anpocy fnL, UMEKLWMX NpPaBO Ha MOJyYeHWEe KOMWiA [OKYMEHTOB, U Npwu
Ha/IMYMN TEXHUYECKON BO3MOXXHOCTM apXMBHbIe CrpaBKK (BbIMWCKM) MOTYT BblAaBaTbCs
B 3/IEKTPOHHOW (DOPME Ha 3/EKTPOHHOM  HocuTene MbGO  MepecbliaTbCd MO
NH(OPMaLNOHHO-TENEKOMMYHUKALMOHHBIM CETAM.

ONEKTPOHHbIE apXMBHbIE CrpaBKX (BbINUCKN) 3aBEPAOTCA 3/IEKTPOHHOW MOAMMUCHIO
npefcenarTens cyaa Ui ero 3aMecTuTens.

®aKT BblJaun KOMuiA 3NeKTPOHHBIX AOKYMEHTOB (IMKCUPYETCA B XKypHa/e Bblhaun
3NEeKTPOHHbIX JOKYMEHTOB.

Joctyn cyged n pabOTHMKOB Ccyfa K 3/1eKTPOHHbIM [JOKYMEHTaM apXmBa
MNPy Ha/IMYUM UHAOPMALMOHHON CUCTEMbI MOXET OCYLLECTB/ATLCA HeMocpeiCTBEHHO
C paboumx MecT B COOTBETCTBMM C YCTAHOB/IEHHbIMU MPWUKa3oM npefcedaTens cyja
npasamu 4ocTyna K JOKYMeHTaM.

Mo pewleHWto npeacefaTens cyfa apxvB cyaa MOXET NPefocTaBNATb CyAbAM
N paboTHMKaM Cyfa 3MeKTPOHHbIE JOKYMEHTbI MO /IOKa/IbHOW CeTu cyda. B atom cnydae
BeeTCA 3/IEKTPOHHBIN XXYpHa/l yyeTa Bblfayu 3MeKTPOHHbIX [JOKYMEHTOB W3 apxuBa,
B KOTOPOM (DUKCUPYIOTCA: AaTta Bbigauu, aMuing, MHULMaIbl 3anpoCUBLLENO AOKYMEHT,
Ha3BaHVe CTPYKTYPHOro MoApasfe/ieHns, 3arofioBOK U Y4YeTHbIi HOMEP BblAaHHOrOo
LNOKYMeHTa.

11.3.4. [JOKyMeHTbI BbIAatoTCs U3 apXMBOXPaHWUNLLA Ha CPOK, He NMpPeBbILIatoLLNIA:

OfHOro mecsua - 419 UCNONb30BaHUA CYLbsSMW, PabOTHUKAMK Cyaa;

LLIECTU MeCAUeB - CyfebHbIM, NPaBOOXPaHUTENbHbIM M UHbLIM YMO/IHOMOYEHHbIM
opraHam.

[MpoaneHne  YCTaHOBNIEHHbLIX CPOKOB  Bbldayn  JOKYMEHTOB  [OMYCKaeTcs
C paspelLeHnss npeaceparens cyfa Ha OCHOBaHMM [OKYMeHTa (MMCbMa, Cy>XeGHOiA
3armcKu) nonb3oBartens 0 NOATBEPKAEHUM 06ecneveHns COXPaHHOCTU AOKYMEHTOB.

11.3.5. Bblgaya apXmBHbIX [LOKYMEHTOB BO BpPEMEHHOE M0/ib30BaHue CyAeOHbIM,
NPaBOOXPaHUTENbHBLIM U UHLIM YNOTHOMOYEHHBLIM OpraHaMm Nnpou3BOAUTCA Ha OCHOBaHU
aKTa 0 Bblaye apXMBHbIX LOKYMEHTOB BO BpPeMeHHOe No/b3oBaHue (npuioxkeHue Ne 25
K HacToswwen NHCTpykuun). Mpu HanpaeneHWy 3anpallnBaeMbiX apXMBHBIX JOKYMEHTOB
noyto wWNM Jpyrumy BugaMu CcBAsM B rpade «lpumeyaHus» akTa YKasblBatoTCH
PEKBU3NTLI JOKYMeHTa-3anpoca 1 cornpoBOANTENIbHOIO NUCbMa Cyaa, a TakXke PeKBU3UTHI
BXOAALLEro AOKYMeHTa, KOTOPbIM OHM Oblin BO3BpaLLeHbl. B 3TOM cny4dae npocTaBfieHve
noAnucKn paboTHMKa opraHu3aummn-rnosyyaTens B akte He TpedyeTcs.

Bbigaya  apXuMBHbIX  [OKYMEHTOB  CyAbsAM, PYKOBOAUTENAM  CTPYKTYPHbIX
noapasfenieHnin cya B Lensax peannsaunm Ux cny>XebHblx 0683aHHOCTEN NPON3BOAMTCA
npyv corfacun npefcefatens cyga (3amectuTensd npefcefartens Cyfa) Ha OCHOBaHWM
C/Y>KeOHOI 3anNUCKN Ha Bbladvy eAUHUL, XpaHeHWs.

JInuyo, nonyymBsLLee Aeno U3 apxXuBa Cya, OTBEYAET 3a ero COXPaHHOCTb.

11.4. Ha mecTo BbljaBaeMbIX eVHUL, XPaHEHWSA 1 ONMUCER [eN AO/MKHA NOMELLAThC!
(nogknafblBaTbCsA) KapTa-3aMecTuTeNb eAuHuLbl  XpaHeHus  (npunoxeHne Ne 29
K HacToAwein HcTpykuun). Mpy BO3BpALLEHMN eANHULBI XPaHEeHUST KapTa-3aMecTUTeSb
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N3bIMAETCA U XPaHUTCA O MUHOBaHUA HaLOOHOCTW.

11.5. Bblgaya HaxofAawmxcs B apxuee CyfebHbIX Aen (MHbIX MaTepuasios)
ANA 03HaKOMJ/IEHUS NunuaMy, YyYyacTBYHOLIUMW B Aene, WX NPeACTaBUTENAMU, a Takke
WHBIMA NNLAMW  OCYLLIECTBNISIETCA B MOPSAAKe, YCTaHOB/IEHHOM MpeAcefaTeNnieM Ccyaa,
Ha OCHOBAHUW WX MUCbMEHHOTO 3aABNIEHUA U NPU NPEAbABIEHUM LOKYMEHTOB COr/lacHO
npunoxeHnto Ne 39 K HacTosLLen NHCTPYKUUN.

11.6. O3HakomsieHNe ¢ cyaebHbIM [enioM LO/MKHO MPOM3BOAUTLCA B CreumasibHO
060py0BaHHOM [/ 3TOM LieNIN MOMELLEHWM CyAa B NPUCYTCTBUM PaboTHUKA apXumBa cyaa
(MHOTO YMO/IHOMOYEHHOro paboTHMKA annapara Cyfa) B YC/OBMAX, KOTOPbIE UCKIHOYaKT
N3bATUE, MOBPEXAEHWE, YHUUTOXEHWe MaTepuasioB [en, a TakKKe BHEeceHWe B HuX
MCMpaB/IEHNIA 1 JOMUCOK, Nepefadvy Ux Apyromy nuuy.

O6 03HaKOM/IEHMW C e/IOM AeNaeTcs 0TMeTKa B JIMCTE UCMO/b30BaHNSA OKYMEHTOB
(npunoxkeHme Ne 28 K HacTtoswen VIHCTpyKuun). Tpu oTKase nunua, 03HaKOMMBLUErOCH
C [enom, OT MOANUCK, 3anucb 00 O3HAKOM/IEHWM C [eNOM MPOU3BOAUTCA PabOTHUKOM
apxuBa cyfa.

11.7. O3HakOM/IeHWe nuuaMu, Y4acTBYHOLWMMK B [Jene, WX NPeLcTaBUTeNaMU,
a TaKke WHbIMM /MUAMKM C ayamos3anucbio CyfebHOro 3acefaHus, NPUOGLLEHHOA
K cygebHomy [feny, MpoOM3BOAUTCA MO WX MUCbMEHHOMY 3asB/IEHUIO B MOPSALKE,
npesycMOTPeHHOM nyHKTamu 11.5 1 11.6 HacToAwein VIHCTpyKUmK,

OsHakOM/IeHMe €  ayAuo3anucbid  CydebHOro  3acefjaHus  MpPOU3BOAMTCA
B CreuynanbHO 0060pyfOBaHHOM f71 3TOW LM MOMEWEHUM cyaa B MNPUCYTCTBUM
paboTHMKA apxvBa Cyfa MyTeM MpPefOCTaB/IEHMs BO3MOXHOCTM  MPOC/YLUNBaHWS
COOTBETCTBYIOLLEN aymMo3anncuy ¢ UCrosib30BaHNeM HEOOXOAMMbIX TEXHNUYECKNX CPEACTB.

11.8. MpaBO Ha CHATME KOMWIA [JOKYMEHTOB C MaTepuanoB fAefla 3a CBOM CYeT,
B TOM YWC/E C UCMOMNb30BaHNEM TEXHWYECKUX CPeACTB, MPeAoCTaBNAETCA CheayoLmM
nnuam:

06BUHAEMbIM, OCY>KAEHHbLIM, OMpaBAaHHbIM, UX 3aLLUMTHUKaM W1 MPeAcTaBUTeNsaMm;

NnoTepnesLUNM;

rpaX4aHCKOMY WCTLY, ero MpeACTaBUTENNt0 B YaCTW KOMUIA MPOLEeCcCyasibHbIX
PELLEHNI, OTHOCALLMXCS K MPeabABIEHHOMY UM IPaX4aHCKOMY UCKY;

rpaXxJaHCKoOMy OTBETUMKY W ero NpeAcTaBUTEN0 B YacTW MaTepuasioB YrosioBHOro
filena, KOTopble KacaroTcsa rpakJaHCKOro 1UCKa;

CTOpOHaM W WHbIM JMUAM, YYacTBYHOLWMM B TPaXKAaHCKOM [Jiefe, a Takke WX
NpPeACcTaBUTENAM;

NNLUaM, yyacTByHOLWLMM B aAMUHUCTPATUBHOM [Jene;

nUaM, y4acTBYHOLWMM B ene 06 afMUHUCTPATUBHOM MpaBOHapyLUEHNN;

peabunnTMpoBaHHbLIM fMLaM, a C WX Ccorfacus WiM B Clyyae WX CMepTu -
POACTBEHHMKAM (MXKAMBeHLaM) B YacTW O3HaKOM/IeHUA C Matepuanamy npekpaleHHbIX
YrO/IOBHbIX W aAMUHUCTPATUBHBLIX AeN W NOMyYeHuss ¢ HUX Konuin (cTtatba 11 3akoHa
Poccuiickori ®epepauymmn o1 18 oktaopsa 1991 r. Ne 1761 - | «O peabunutauumn >xepTs
MOSIUTUYECKNX PENPECCUI»).

YKa3aHHble NnUa CHUMMAKT KOMuUM MO MUCbMEHHOMY 3asB/IeHUI0 B MOpPSAAKe,
YCTaHOB/IEeHHOM MpefceaartefieM Cyfa Wn Cyfpeid, npefcefaTeNbCTBYIOWMM MO Aeny.
[laHHOe nUCbMEeHHOe 3asBfieHVME C paspeluarollen pesontoumeid npeacefartens cyja
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W CcyabW, nNpefcefaTeNibCTBYHOWEro Mo Aeny, MOAWMBaeTCA B CyfAebHOe [eno,
Haxofslleecd Ha XpaHeHUWW B apxuBe Cyfa, W BHOCUTCA BO BHYTPEHHIOIO OMNWUChb Aena.
B cnyyae npeabsaBieHNs JOBEPEHHOCTM K AieNy NProoLLaeTcs Takke ee Konus.

CHATble 3a CBOW CYET KOMUW C MaTepuanoB CyfAebHOro fgena, B TOM YuC/e
C MOMOLLbHO TEXHUYECKNX CPELCTB, CYAOM HE 3aBepsaroTCs.

11.9. Bblgaya Konuii IOKYMeHTOB U3 Cy1eOHOr0 fena, HaxoAsLLEerocs B apxuee cy/a,
nvuaM, yyacTeBywoWMM B gene, MpPoU3BOAMTCA MO KX MUCbMEHHOMY 3adB/IEHUIO
C paspelleHns cyabW, B NPOU3BOACTBE KOTOPOro HaxoAwioChb Aeno, wnu npeacenarens
cyaa (yno/HOMOYEHHOI0 UM /iMua). Bblgaya Takmx Konuii n3 cyebHoro Jena MHbIM inuam
N OpraHmn3aumam nponsBoanTCA paboTHMKOM apxusa cya rno nMcbMeHHOMY 3arnpocy WUm
3a49B/IEHNI0 HA OCHOBaHMM pe3oniounn npeacegatens cyga WM YnoJHOMOYEHHOro
UM N1La, 0 YeM AenaeTcsa COOTBETCTBYHOLLAA OTMETKA B XXypHasie perucTpaunn BblgaHHbIX
KOMWIA, BbIMUCOK, fOKYMeHTOB (MpusioxkeHne No 35 K HacTosLein VIHCTpyKUmn).

11.10. BblgaBaeMble CygOM KOnNuWM CyfebHbIX akToB (NPUroBOp, pPeLUeHMe,
ornpefeneHve, NocTaHoBNeHWE, CYAeOHbIA NPUKa3) A0/MKHbI ObITb 3aBepeHbl MOANUCAMM
CyAbW, NpefceaaTenbCTBYIOLLEro Mo Aeny, a B Cyyae ero 0TCyTCTBUSA —ApeaceaaTens cyaa
(3amecTtuTens npeacefatens cyga) WM MHOTO YNONHOMOYEHHOTO UM fiMua, CeKpeTaps
cyga mMbo MHOro yno/iHOMOYEHHOro paboTHMKA annapaTta Cyfa, a Takke repboBoM
neyatbto cypa. lpu 3aBepeHUM COOTBETCTBMA KOMWUW CyAeOHOro akta MOAJ/IMHHUKY
Ha /IMLEBOM CTOPOHE MOC/MeAHEro nucTa nof TEKCTOM Konuu cyaebHoOro akta (Hupke
pekBu3nTa «llofAnucb») npoctaBnatoTca wWwramn «Konua BepHa» (npunoxeHwe Ne 30
K HacTosAwen MHCTpyKumm) n repbosas neyatb cya.

3rotoBneHne 3aBepeHHbIX KOMWIA CyAebHbIX aKTOB M WMHbIX LOKYMEHTOB Cyja
OCYLLECTBNAETCA YNONHOMOYEHHbIM PabOTHMKOM apXxmBa cyfda. B npaBom BepxHeM yriny
MepBOro McTa 4OKYMEHTa NPOCTaBNAETCA LWTamn «Konus».

11.11. Ecnn Konusa [AOKYMEHTa COCTOMUT W3 HECKONbKUX JICTOB, TO BCE JIACThI
[O/MKHbI ObITb NPOHYMEPOBaHbI, MPOLWNTbI MPOYHON HWUTLHO, KOHLbI KOTOPOW BbIBOAATCS
Ha 060POTHYIO CTOPOHY MOC/EAHEr0 NNCTa KOMUW AOKYMEHTa UM CKPenasatTCA CKOOoM
C WCMOoMb30BaHMEM CTensepa; Ha 0OOPOTHOW CTOPOHE MOCNefHero nmMcTa B MecTax
CKpernieHns HakfemBaeTca OyMaxHas Hak/elika C  3aBepuTeNlbHOM  HafnuCbio
«MPOHYMEPOBaHO U CKPEM/IEHO neyaTbio NINCTOB, MOANUCH » (NpunoxxeHve
Ne 31 K HacTosweih WMHCTPyKUMW) C yKasaHWeM Cyfa, KOTOPbIM Bbl4aeTcs Konus
AOKyMeHTa. MoAnuch cKpennseTca repboBoit nevaToto cyda. Mepbosasi nevarb CTaBUTCH
TaK1UM 06pa3oM, YTOObl HaCTUYHO 3aXBaTWUTb OTPE30K ByMaru, 3aKenBatoLLMin KOHLbI HATY
NMB0O MeCTO CKpensieHus.

11.12. B cny4ae ecnM BbIWECTOAWMIA Cy4 M3MEHWST pelleHWe cyfa, Ha Konuu
cygebHoro akta (MpUroeopa, PeLleHus, OrpefesieHns, MOCTaHOBMeHWs, CyAebHOro
npukasa) 06 3TOM [enaeTcst OTMETKa. Ha BbllaBaeMoi Konum cyaebHOro akta paboTHUKOM
apxmBa cyfa TaKXe [enaeTcad OTMeTKa O JaTe BCTYM/NeHUS €ero B 3aKOHHYK cuny
N YKa3blBaeTCHA, B KAKOM fefie NMOALIWT MOA/IMHHBIA JOKYMEHT 1 B NPOU3BOACTBE KaKOro
cyfa Haxoaunnocb Aeno.

11.13. Konum 3anpawumBaembiX CyfeOHbIX akTOB, KOMWW ayamo3anucu cyaebHbIX
3aceflaHuin, a TaKkKe apxunBHble cnpasku (NpunoxkeHne Ne 34 K HacTosLen VIHCTpyKuun)
M3roTaB/MBalOTCA pPabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxumBa Cyfa, B CPOK,
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He MpeBbIWAWNA NATHA4UATM  KaleH4apHbIX  AHEel, €O  AHA  MOCTYnJjeHus
COOTBETCTBYIOLLErO 3asB/1eHNS

11.14. V3roToB/ieHHble, HO He MOJlyYeHHble 3adBUTENIEM KOMUW CyAeOHbIX aKToB,
MNCbMEHHbIX CMPaBOK NnepefaroTca 419 OTnpaBKK MO nouTe.

JInuo, nonyymBsLLee KOMNUKO CyAe6HOro akTa, fO/MKHO HanmcaTb COOTBETCTBYHOLLYHO
pacnucky. B cny4yae HanpasieHWa KON JOKYMeHTa o noyTe B Aef10 NOALUNBAETCA Konus
CONPOBOAUTENBHOIO MUCbMA C WUCXOAALWMM HOMEPOM W fator. Takke [enatoTcs
COOTBETCTBYHOLLME OTMETKM B INCTE NUCMNOJIb30BAHNA AOKYMEHTOB.

11.15. Konumn cyfebHbIX akToB MOTYT ObITb BblfaHbl (Hampas/ieHbl) UHbIM NALAM,
YbW WHTEpPecbl HEeMnoCpPeACTBEHHO 3aTparvBatoTCA CyfAeOHbIM aKTOM, C paspeLleHus
npeacefatenbCTBYOWEro CydbM WM npefceparens cyga (B ciydae OTCYTCTBUS -
3aMecTuTeNna npeacefartens cyga) Mo NUCbMeHHOMY 3asdBneHuto (npunoxeHuve Ne 32
K HacTosALwein VIHCTpyKUMn), B KOTOPOM AO/MKHO ObITh YKa3aHO, Kakue npasa U 3aKOHHbIe
MHTEPECHI 3TOr0 MLA HapyLUeHbl 3TUMKN CyeOHbIMM aKTamu.

11.16. TloBTOpHas Bblgaya KOMWn CyfebHbIX akToB (PeLleHuid, ornpeaeneHuin,
MPUroBOPOB, MOCTAHOBMNEHWIA, CyAeOHbIX MPWKa30B) /MuUaM, Y4acTBYHOLWMM B [Jefe,
UX nNpeacTaBuUTeNsaM, a Takke Apyrum /uvuam, YbM  MHTEPecbl HEenocpeacTBeHHO
3arparmBaloTCAd  CyfebHbIM  aKTOM,  OCYLUeCTBASeTCd MO WX  MUCbMEHHOMY
MOTVBMPOBAHHOMY 3asB/IEHUIO B YCTaHOB/IEHHOM npejcefaTenieM cyaa NopsaaKe.

11.17. W3roToB/ieHMe W Bblgaya KOMWM ayauo3anncu CcyaebHoro 3acefaHus
OCYLLECTBNAETCA MO MUCbMEHHOMY  3aB/IEHUIO /iU, YYyacTBYWOLWMUX B  [efe,
NX NpefcTaBuTesniein (CTOPOH, UHBIX YYaCTHUKOB CyeOHOro pa3bmparesibCTsa) 1 3a UX CUeT
B NopsfKe, yCTaHOBMEHHOM npeaceaatenieM cyaa.

11.17.1. Ha nucbMeHHOM 3asBfieHMn (NpunoxkeHne No 33 K HaCTOsLLEN
WNHCTpyKumMKn) npesaceparens cyfa (ero 3aMectuTesb) AefiaeT COOTBETCTBYHOLLYH OTMETKY
O MOpyyYeHUN pabOoTHWKY apxuBa Cyfa W3roTOBWUTb W BblgaTb KOMUKO ayfmosanucu
cyaebHoro 3acefaHuns. [lJaHHOe 3adB/eHVe NOALUVBAETCA B A0, a B C/lyYae NnpeabsB/ieHNs
[OBEPEHHOCTU K AieNy MProbLLaeTCs Takxke ee Konus.

11.17.2. Ona uW3rotoBneHWa KOMUW ayamosannciu nuuo, nojasllee 3asB/IEHME,
npeAcTaBnseT B Cyf MaTepuasibHbIA HOCMTeNb MHopMaumn (drew-kapTa, anck CD-R,
DVD un gpyrve Hocutenn MHpopmaummn, TeXHNYeCKas BO3MOXHOCTb 3amnncy Ha KoTopble
MMeeTCHA B COOTBETCTBYHOLLEM Cyae).

11.17.3. lpeactaBneHHble B CyL MaTepuasibHble HOCUTENM  MH(opMaLmm
He JO/MKHbI COfep>KaTb Kakyro-1nmbo nHgopmaumio. B Lensx 6e3onacHoOCTM nepes, 3anuncbio
MPeACTaBNeHHbI B Cyf MaTepuasibHbIAi HOCUTE/Ib MOXKET OblTb OT(OpPMAaTUPOBaH
YMO/IHOMOYEHHbIM PabOTHMKOM arnnapara Ccyda, OTBETCTBEHHbIM 3a W3rOTOB/IEHVE U
Bblayy KONuM ayauosanucu, nocne npeaBapuTenbHOro yeefoMIeHUs nvua, nojasLuUero
COOTBETCTBYIOLLEE 3aAB/IEHNE.

11.17.4. 3anucb ayguodainia Ha MartepuasibHblii HOCUTeNb Nnua, MoAaBLIEro
3as1B/leHNe, NPON3BOAMTCA YMOHOMOYEHHbIM PabOTHMKOM annapata CyAa Ha /IOKa/lbHOM
KOMMNbIOTEPE, He MPUCOEAMHEHHOM K JIOK&/IbHOM CeTU Cyfa M He WUMeroWeM AocTyna
B CETb VIHTepHeT.

11.17.5. Konusa ayamosanucy cyaebHoro 3acefaHus CyjoM He 3aBepsieTcs.

Mocne Bblgayn KomuMu ayavosanucu CcyaebHOro 3acefjaHus Ha MUCbMEHHOM
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3aB/IeHNN 06 W3rOTOBMIEHUN U Bbigave PabOTHWKOM apxmBa Cyja Aenaetcs OTMeTKa
006 M3rOTOBMIEHUM W Bblgaye, a AULIOM, MOMYYMBLUMM KOMUKO ayamosanucy, Aenaetcs
COOTBETCTBYHOLLAA 3anuncb 0 MosyvyeHun. [JaHHOe 3asB/ieHne NpuobLyaeTca K cyaebHomy
feny, npu 3TOM [JefnaetcAa COOTBETCTBYHOLWAA OTMETKa B JIUCTE WCMNO/Mb30BaHUA
[LOKYMEHTOB.

HenonyuyeHHas 3asBUTeNIeM KOMWS ayauosanucy cyaebHoro 3acefaHusi no nodre
He Hanpas/ifeTcs.

ONEKTPOHHBIA HOCUTE/b  MH(OpMauUMK, C KOTOPOro M3roTaB/MBasiaCb Komus,
JOMKEH ObITb BWKUT B Aeno  (NpuoblieH K NpOTOKONy CcyaebHOro 3acefaHus)
B ynakoBaHHOM Buie (KOHBEPT) C yKasaHMeM Ha ynakoBKe HOMepa fefa, AaTbl, a Takke
noanucaH paboTHUKOM, OTBETCTBEHHbIM 3a paboTy apxuBa Cyja. YNakoBKa A0/HKHa
obecneymBaTb COXPAHHOCTb 3/IEKTPOHHOIO HOCUTENA OT MOBPEXAEHMIA U NOPUMN.

11.18. Tlo4/MHHbIE [JOKYMEHTbl U3 CyfAeOHbIX faen  (MHbIX — MaTepuasnos)
M WX Hagnexawmm o06pa3oM 3aBepeHHble KOMuKW, MNpeACTaB/iEHHble Y4YaCTHUKaMU
CYZLONpou3BOACTBa (Muamy, y4acTBYHOLMMW B [efie), a Takke CrpaBku Mo Aenam
BblAalOTCA UM paboTHMKaMM apxmBa Cyfa Ha OCHOBaHUW WX MUCbMEHHOMO 3asB/IEHUS;
ApyrMm cypam, opraHam [03HaHua W CneacTBusA - Ha OCHOBaHWM MOTMBUPOBAHHOIO
3anpoca M (WIM)  WHbIX  HEOOXOAMMbIX  AOKYMEHTOB,  NPeAyCMOTPEHHbIX
3aKoHofaTenbCTBOM Poccuitickon ®defepauun. Ha 3asaBneHuy wnm 3anpoce O Bblgade
MOA/MHHBIX [OKYMEHTOB U3 CyfeOHOro fena npocTaBiseTcs paspeLlarollas pe3ontoums
npeaceparens cyfa (3amMectuTens npegcefatens cyaa).

11.18.1. B3ameH BblgaHHOrO MOAJ/IMHHMKA K fAefly MpuobLIaeTca ero  Konws,
3aBepeHHast cyabein v repboBoi nevaTbHo Cy/a.

11.18.2. Tpn Bblgaye MOANMHHUKOB [AOKYMEHTOB M3 CyfebHOro gena Ha ux
3aBepPEHHbIX KOMUAX AO/MKHbI YKa3bIBaTbCA (PaMuing, UM, OTYECTBO 1L, NMONYUMBLLETO
[JOKYMEHT, ero npoueccyasbHOe MOMOXeHWe no Jeny, [JaHHble  [JOKYMEHTa,
YAOCTOBEPAIOLEN0 /IMYHOCTL. B nonyyeHUU JOKYMEHTa 3TO NNLO [O/MKHO pacnmncaTbes
N NPOCTaBUTb fJaTy nonydeHusa. JInuo, BbldaBllee AOKYMEHT, OO/MKHO YKa3aTb CBOKO
(PaMunni, [LO/MKHOCTb M MOCTaBUTL MNoAMuUcb. [py NpeabaBfeHUN  LOBEPEHHOCTU
HeoOX04UMO CHATb C Hee KOMWIO 1 MOALNTL B AeNO.

11.18.3. [JOKyMeHTbl, Ha OCHOBaHMM KOTOPbIX W3 CyaebHOro fena BblAaHbl
NOAMHHNKK, a TakXKe WX 3aBepeHHble Konuv noAawmsatoTca B geno. B cnydvae
Harpas/fieHUs MOL/IMHHOIO [OKYMEeHTa 3aKa3HOW Mo4YTOM B [ef0 TakXke MOALUMBAETCA
KOMUsi COMPOBOAUTENIBHOIO NCbMA C UCXOAALLMM HOMEPOM W AATOIA.

11.18.4. T1opAfOK 1 CPOKM Bblfaun NOAJIMHHbLIX JOKYMEHTOB, X 3aBEPEHHbIX KON
yCTaHaBNMBAlOTCA NpeaceaaTeniem cya.

Bblgaua nNUCbMEHHbIX [0Kas3aTeNnbCTB, HE BO3BPaLLeHHbIX npeacTaBUBLLMM
X NnuaMm [0 Mepefayvn fena B apxvB cyfa, No npocbbe 3TWMX WL, OCYLLECTBISAETCH
B TaKOM e MopsKe.

11.19. o NMCbMEHHbLIM TPeboBaHMSAM OpPraHoB, KOTOPbIM 3aKOHOM MpeAoCTaB/IeEHO
MpaBo WUCTPeboOBaHUA fAena, M Ha OCHOBaHWMM PacropshkeHWs Mpefceparens cyga
WK ero 3amMmecTuTens cyfebHole fena HanpaeistoTCa MM B TPEXAHEBHbIN CPOK.

11.20. PaboTHMK apxmBa cyfa 0053aH KOHTPO/AMpPOBaTb BO3BpaT AeN B apxvB
N He pexxe 04HOro pasa B Mecsdl, AOKNaAblBaTb NpeacefaTesnto cyaa.
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[lo BO3BpawleHus fgena B Cyd TpeboBaHMe O €ro  BbICbIIKE,  KOMUU
CONPOBOAUTENBHOIO MUCbMA, NMPUIoBOpa WM PeLLeHNs XPaHATCA B KOHTPO/IbHOM narnke.

B KHWre Bblfaun efuHWL, XpaHeHWs BO BPEMEHHOe MO/b30BaHWe (MpUIoXeHue
No 27 K HacTosiLen VIHCTpYKUMK) 13 apXmBa Cyfa OTMeYaeTcs, Korga, KoMy 1 no Kakomy
3anpocy [efnio Hanpas/eHo, Korga 1 Kem OHO BO3BpaLLeHo.

11.21. B cnyyae MOCTynieHuWss B CYyf 3asBfieHUs B3bickatend (Mbo ero
npeAcTaBuTeNs) O Bblgade (HanpasnieHWU) UCMOMHUTENbHBIX JOKYMEHTOB MO CyAeOHbIM
[enam, Haxogdawmmca B apxuBe cyfa, WX odopmieHuwe, HanpasneHve (Bblhaya)
OCYLLECTB/IAKOTCA B MOPALKE U CPOKW, YCTAHOB/IEHHbIE COOTBETCTBYIOLLEA MHCTPYKLMEN
Mo cyfebHOMY [1enonpon3BOACTBY.

11.22. O3HaKOM/IEHWe C MaTepuasaMu YrofioBHOrO [Jefia, CHATWE  KOMWiA
C Yro/IoBHOro fena, K KOTopoMy npuobLleH oneyaTaHHbIi KOHBEPT C MOCTaHOB/IEHWEM
crefoBaTens Wan fo3HaBaTens 0 COXpPaHeHUW B TaliHe AaHHbIX O IMYHOCTU YyYaCTHUKa
CNefCTBEHHOrO [eNCTBUSA, OCYLLECTBMAOTCA C YYETOM MOMOXKEHUA NyHKTa 9 cTaTbn 166
YronoBHo-npoLeccyanbHOro Kogekca Poccuiickon depepaumu.

11.23. Hble, He yCTaHOB/IEHHbIE HACTOsALLE VIHCTPYKL e npaBmia 03HaKOM/IEHNS
C mMaTepuanamu cyfebHoro fena, Bblgaun NOLMHHLIX LOKYMEHTOB, 3aBEPEHHbIX KOMWiA
MaTepuanoB Aena, MUCbMEHHbIX CMPaBOK, KOMWIA CyfebHbIX akToB, ONpeaenstoTCcs
npeacefarenem cyga.

12. Ob6ecneyeHne COXPAHHOCTN apXMBHbIX JOKYMEHTOB

12.1. XpaHeHue apxXuBHbIX [LOKYMEHTOB B CyAe OOecrneuvBaeTcs peasn3aume
KOMM/IEKCa MepPONpUATUIA, HanpaB/eHHbIX Ha MNOAAEPXKaHWE apXUBHbLIX AOKYMEHTOB
B ONTUM&/IbHOM (DMU3NYECKOM COCTOSIHUM, MUHUMM3ALMIO PUCKOB WX MOpYM U (Mn)
yTpaThbl, B COCTaB KOTOPOro BXOAMAT:

NpefoCcTaBNEHNE  M30/IMPOBAaHHbIX  MOMELWEHNIA ANA  Pa3MELLEHUS  apXMBHbIX
NOKYMEHTOB M MpoBefeHnst paboT, CBA3aHHbIX C apXMBHLIM XPaHEHWEM, OCHaLLEHHbIX
CpefACcTBamMM NOXKApPOTYLLEHWS, OXPaHHOM M MOXapHOW CUrHanm3aumen, 06opyaoBaHMEM
ANt XpaHEHUst OKYMEHTOB;

opraHusaums un obecrievyeHne COGNIOLEHUS MNPOTUBOMOXAPHOr0, OXPaHHOro,
TemnepaTypHO-B/IAXKHOCTHOI0, CBETOBOIO N CAHUTAPHO-MUIMEHNYECKOTO PEXKUMOB;

BbINO/IHEHWE TPe6OBaHUI K pa3MELLLEHNIO OKYMEHTOB B apXMBOXPaHU/IULLE;

NpoBeAeHME MPOBEPKM Ha/INUMS U COCTOSHUA COXPaHHOCTM apXMBHbIX AOKYMEHTOB
B COOTBETCTBUW C MOPALKOM, YCTaHOBNEHHbIM pa3fenom 10 HacToswen VIHCTpYKLuK;

obecrneyeHne BO3MOXHOCTM MPOBEAEHMSI MNPOMUIAKTUYECKON W TEXHUYECKOM
06paboTKM apXMBHbIX JOKYMEHTOB;

onucaHue (CocTaBfieHMe OMWCe Aen) U CBOEBPEMEHHas MOCTaHOBKA apXMBHbIX
[AOKYMEHTOB Ha YYeT B COOTBETCTBUM C NONOXEHUAMU HACcTOALLEN NHCTPYKUMW.

12.2. ApxuB pa3mMellaetca B 3daHuy u (MAK) OTAENbHBLIX MOMELLEHUAX 3[aHus.
OCHOBHble MOMELLEHNS, NpeAHa3HaYeHHble AN XPaHEeHWUs, YyeTa, KOMIMJ/IEKTOBaHUA
M WCMONMb30BaHUS apPXMBHLIX AOKYMEHTOB, M BCMOMOraTefibHble (aAMUHMUCTPATUBHO-
XO35IMCTBEHHOI0, TEXHWUYECKOr0 W ObITOBOr0 HasHauyeHus), AO/HKHbI COOTBETCTBOBATb
Tpeb0oBaHUAM, YCTAHOB/IEHHbIM MYHKTOM 12.1 HacTosLei VIHCTpyKuuK, a Takke o6Lwmmum
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TpeboBaHMAMM 6e30MaCHOCTM K 0OLLLECTBEHHbIM 31aHUAM U COOPYXXeHnsML

XpaHeHne apXMBHbIX AOKYMEHTOB B 3aBUCUMOCTW OT UX 00BEMOB OCYLLECTB/ISETCA
C UCMOoMb30BaHMEM OLHOI0 WM HECKO/IbKMX BapMaHTOB pPasMeLLeHNs:

B 30aHWW, OTBevyaloleM TpeboBaHWAM, YCTaHOB/EHHBLIM  YMOJTHOMOYEHHbIM
(befiepa/ibHbIM  OpPraHoOM WCMOMHUTENbHOWM BMacTU B cpepe apxXMBHOrO fJena WU
[leNonpon3BoACcTBaz,

B creuvanbHO 060pyAOBaHHOM [ANA  XPaHEeHMs [OKYMEHTOB M30/IMPOBAHHOM
NoMeLLeHN —apxmBoxpaHunuie (MyHKT 12.3 HacToswen VIHCTpyKUnN);

B 3anmparoLLmxca wkadax nm cendax.

Pa3meLleHne apxuBa B MNPUCMOCO6/MEHHOM 3A4aHUM  (MOMELLEHUN) [0MYyCKaeTcs
TO/IbKO Mocrne ero 06cnefoBaHns (B TOM Ymcie MoABa/IbHLIX W YepAadHbIX MOMELLEHWA,
paboToCnOCOOHOCTN  3NEKTPOCETEN, OTOMUTENbHBLIX W BEHTUMALUMOHHBLIX  CUCTEM,
MPOYHOCTU MEXITaXKHbIX NMEPEKPLITUIA C YHETOM MOTEHLMANbHBIX Harpys3oK).

He gonyckaeTcs pasmeLleHne apxrea B rapaxax.

12.3. ApXBOXpaHW/NLLE AO/MKHO:

OTAENATLCA OT COCEAHMNX NMOMELLEHWNA OTHEYNOPHbLIMU CTEHAMMU;

MMETb eCTECTBEHHYHD WM WCKYCCTBEHHYK BEHTUNALUMIO, 06ecnevmBatoLLyto
PELMPKYNALMIO BO3[yXa, UCKOYatoLy0 06pa3oBaHe HEMPOBETPUBAEMbIX 30H;

COXPaHATb CTabuIbHOCTb TEMMNEPATYPHO-BNAXKHOCTHOIO PEXNME;

NMeTb BbIX0Abl K udtaM u1 (UNn) NECTHUYHBIM KIETKaM;

He WMETb MPO/MOXEHHbIX 4epe3 Hero Tpy6 BOAOCHAOXEHWS W KaHa/m3auuw,
TEXHOJIOrMYECKNX NN BbITOBLIX BbIBOAOB BOApbI;

He WMeTb BHYTPU  pacrnpefenuTeNlbHbIX — LWMTOB,  NpefoXpaHuTenen wu
OTK/IHOYatoLLMXCS PYOUIbHUKOB;

He pacrnofiaratbCA B MofdBasiax M MOMELLEHNAX, PaCroOXEHHbIX HUKE YPOBHSA
MOBEPXHOCTN 3eM/IM, 3a MWCK/IKUYEHMEM XpaHunuw, (NoMeLleHuin), obecrneymnBaroLLmX
3alWMTY OT MPOHMKHOBEHUA B HWUX TFPYHTOBbLIX, Ta/lbiX W MaBOAKOBbIX BOfA, B BETXMX
CTPOEHUAX, AEPEBAHHbLIX MOCTPOMKax, MOMELLEHNAX C OTHOCUTE/IbHON BNAXKHOCTbLIO
BO3ayxa 60nee 55% W C NeYHbIM OTOM/EHNEM;

NMeTb MPOTMBOMNOXapHble (MeTal/IMYecKne) ABepu;

NMeTb 3anmparoLmecs peLleTKn Ha OKHax (Mpu pasMeLLeHn apXmMBOXpaHUIMLLA Ha
LIOKO/IbHOM, MepBOM W/ BTOPOM 3TaXKe 3[aHuS).

PacueT HeobxoAMMON Nowann apxXvMBOXpPaHUIMLLLA PEKOMEHAYETCA MPOM3BOAUTbL
C YYEeTOM PacroOXeHUs1 CTeNNaKEN U UX HaNOSIHEHNA B COOTBETCTBUM C MyHKTOM 12.7
HacTosilen VIHCTpyKUMM, a TakKe C Yy4eTOM BO3MOXHOCTM pa3melleHnsi 400 eamHuL
XpaHeHs Ha 1 KB. M MoWaam apxXmBoXpaHuUInLLa.

Kaxxgomy apxuBoxpaHunuuy npucBavBaeTCsd HOMEP, KOTOPbIN  OTpaKaeTcs
B TOMorpauyeckmx ykasaTensix B COOTBETCTBUM C MNYHKTOM 12.19 HacTosLLeN
WHCTpYKLMW.

12.4. [ina obecneyveHns OesTeNIbHOCTK apxuBa (MpyY HeoOX04MMOCTM) BblAeNAOTCS

1 depepanbHblii 3akoH 0T 30.12.2009 No 384-P3 «TexHMUECKWUIA pernameHT o 6e30MacHOCTU 3[aHUIA U COOPYXKEHWIA»;
MpagocTponTenbHbI Kogeke Poccuiickoii Pepepauum.

2lMpaBuna opraHu3aLmn XpaHeHUsi, KOMMIEKTOBaHWS, y4eTa 1 1CNob30BaHNS JOKYMeEHTOB ApXMBHOro goHaa Poccuiickoi
defepaumn U GPYrnX apxXmBHbIX [OKYMEHTOB B FOCYAAapCTBEHHbIX W MyHULUMNANbHbLIX apxuBax, My3eax u 6mbnunoTekax,
Hay4HbIX OpraHusauunax, yTBepxaeHHble npukasom PefepasibHOro apxmsHoro areHtcTea oT 02.03.2020 Ne 24.
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rMoMeLLeHne Ans npuemMa LOKYMEHTOB, X BPEMEHHOro XpaHeHWa WM aganTtaumMn K HOBbIM
ycnosuam (akknumarmsauum), pabovas KoMHaTa paboTHMKA, OTBETCTBEHHOrO 3a paboty
apxuBea cyfa, nomeLleHve ona npefocTaBneHns 4OCTyna K apXMBHbIM AOKYMEHTaM.

12.5. ApX1BHble JOKYMEHTbI pa3MeLLatoTCA B apXMBOXPAHUNLLE Ha CTaLMOHAPHBIX,
MepeaBKHbIX W (ANM) MOOWMBbHBLIX MET/UIMYECKUX CTeNaKaxX, B METa/IINYECKUX
LKagax, cepax nanm KoHTeHepax.

B  KauyecTBe crneumasibHOro  060pyfOBaHMS  BO3MOXHO  MCMO/b30BaHME
CTalMOHapPHbIX OTCEKOB-O0KCOB C MeTa//IMYECKMUMW NePeropogKamm 1 rnoskamu.

He paspelwsaetcs XpaHeHMe apXUBHbIX [OKYMEHTOB B TPaHCMOPTHOM Tape,
B LWWTabensax, Ha nony, TMOLOKOHHWKAX, JIECTHWYHbIX MJOWaiKax W Jpyrux,
He MpefHa3HayYeHHbIX 418 X XpaHeHUs MecTax.

12.6. Tpn paccTaHOBKe CTe/NNaXel B apXMBOXPAHWIULLE NPeAMNoYTeHME AO0/MHKHO
OTAaBaTbCA WX MepPneHAVKYNAPHON OpUeHTaLMn Mo OTHOLLEHUIO K CTEeHaM C OKOHHbIMM
NpoeMamu 1 pasMELLIEHMIO Ha yaaneHnn He MeHee 1M OT UCTOYHWUKOB Tenna.

12.7. Tlpn pacctaHOBKe CcTennaxen (WwKadoB, CEA(OB) B apXMBOXPaHWUNLLE
PEKOMEHAYETCA npefycMaTpmBath CreaytoLwmne pacCToAHNUSA MeXAY:

Topuamu crennaxen (rnaBHblii MPOXoa) - He MeHee 120 cwm;

pAgaMu ctenniaxen (MeXXCTeNNaxXHbIA NPoXoa) - He MeHee 75 CM;

cTenniaxamu, napasnenbHbIMA CTEHE, 1 HapYXXHOIN CTEHOW 34aHNsA - He MeHee 75 CMm;

TOPLOM CTensiaxa 1 CTEHON - He MeHee 45 cM;

BEpPXHEI MOJIKOW CTefinaXa 1 NOToNKOM - 50 cm;

HV)KHE MOJSIKOW CTennaXka M MosioM - He MeHee 15 CM (B LOKO/IbHbIX 3TaXKaX -
He meHee 30 cm).

Pa3MeLleHne MOOUIbHBIX CTeNaXkein Mpon3BOAUTCS C YYeTOM OCOBEHHOCTEN
MOMeLLEHNIA 1 pa3mMeLLlaeMoro 0bopyLoBaHus.

12.8. ApXu1BHbIe JOKYMEHTbI pa3MeLLatoTCs B NMePBUYHbLIX CPeACTBaX XPaHeHUS:

Ha 6yMa)XHOM HOCUTesNe - B KOPOOKax, nankax, KOHBepTax;

3NIEKTPOHHbIE Ha  (M3MYeCKM 000COOGSIEHHBIX HOCUTENAX - B YMAKOBKEe,
PEKOMEH/0BAHHOW MPOM3BOANTENSAMU HOCUTENEN.

[ns XpaHeHVs KapToOuyeK M CNpaBOYHbIX MaTepuasioB B MOMELLEHUM apxuBa
yCTaHaB/NNBAKOTCS KapTOTeUHble LWKagbl.

12.9. Ha nepBUYHOM CpeACTBE XpaHeHUs apXMBHbLIX AOKYMEHTOB YKa3blBatOTCH
HOMep W Ha3BaHMe (OoHAa, HOMep Onucyu fen, KpalHue HOoMepa eAuHUL, XpaHeHus,
pa3MeLLeHHbIX B HEM.

12.10. TIpoTMBOMOXAPHBIA PEXWM B  34aHUM WA MOMELLEHMN  apxuBa
yCTaHaBNMBAETCA B COOTBETCTBMM C 3aKOHOAATE/NIbCTBOM Poccuiickoin depepaumm
0 MOXapHow 6e3onacHOCTU]

PaboTHUK, OTBETCTBEHHbII 3a paboTy apxmBa Cyaa, AO/HKEH NPONTU UHCTPYKTAX MO
BOMpOcam MPOTUBOMOXKApHOW 6e30MacHOCTN, 03HAKOMUTLCA C MpaBuiaMy MoJb30BaHNSA
MPOTMBOMNOXapPHbIM MHBEHTapPeM. IHCTPYKTaXK pabOTHMKOB apXuBa Nno NpoTUBOMOXKapHOM
6e30MacHOCTU [O/MKEH MPOBOAWUTLCA HE pPeXe OAHOro pasa B rof OTBETCTBEHHbIM
PaboTHMKOM, Ha3Ha4YeHHbIM NPUKa3oM npeacefaTens cypa.

1degepanbHbIii 3aKoH 0T 21.12.1994 Ne 69-d3 «O noxapHoi 6e3omacHOCTU»; MocTaHoB/eHWe MpaBuTenscTBa Poccuiickoi
depepaymn oT 16.09.2020 Ne 1479 «O6 yTBep>kaeHUN MpaBua NpPOTMBOMNOXapPHOro pexxuma B Poccuiickoin ®egepaunm».
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12.11. Ecnn apxuvB cyaa pasMeLLeH B OTAeNbHOM OT Cy/a 34aHnW, 0XPaHHbIN PeXXKnm
obecneymBaeTcs nyTeM 060PYAOBaHWA 3[4aHMS WM NOMELLEHWUIA apxmBa CpeLcTBaMu
OXpaHbl, 06ecnevmBaroLLMMM KOHTPO/b JOCTYMA B HUX, a Takxe CO6/0AeHMeM nopsaka
COAUN/CHATMA  OXpaHbl  MOMELLEeHNUs  apXMBOXpaHWIMWa W Mopsgka  AocTyna
B HEro, yCTaHOB/NIEHHOr 0 NPUKasoM npejcefarens cyaa.

12.12. ApXvBHble [LOKYMEHTbl HEOOXOAMMO XpaHWUTb B TeMHOTe. EcTecTBeHHOe
OCBelLleHNe B apXMBOXPaHWINLLE AOMYCKaeTcAa MNpU YCNOBUW NPUMEHEHUS HA OKHax
cBeTopaccemBaTesien, perynsTopoB CBETOBOr0 MOToKa (CneuuanbHbIX CTEKON), 3aUTHBIX
(hMbTPOB M NMOKPLITUIA, YKaTHO3MN.

[OnA  WUCKYCCTBEHHOTO  OCBELUEHMA  MPUMEHAKOTCA  JlaMnbl  HaKa/IMBaHWUS
B 3aKpbITbIX Nag)oHax C rnagkon noBepxHOCTbHO.

Pa3peLuaeTcs NMPUMEHEHWE  JIIOMWHECLUEHTHbIX  Jlamn C  YpesaHHbIM
YNbTPaMoNeTOBbIM YYaCTKOM CMeKTpa, CBETOAMOLHBLIX CBETWU/IbHWKOB, pa3peLLeHHbIX
YMNOHOMOYEHHbIM (befiepasibHbIM OpraHoM WCMONHUTE/IbHOW B/lacTK B Chepe MOXKapHOW
6e3onacHocTw.

12.13. OnTUMabHLIMU YCNOBUAMWN XPaHEHUSA apXUBHBLIX JOKYMEHTOB ABNAKOTCA:

A9 LOKYMEHTOB Ha OyMaXXHOM HocuTene - Temnepatypa 17-19°C, oTHocuTe/lbHas
BNAXXHOCTb BO3Ayxa - 50-55%;

ANS JOKYMEHTOB Ha MarHUTHbIX AUCKaxX M AUCKOBbLIX HaKOMUTENSAX - TemmnepaTypa
8-18°C, oTHOCUTeNIbHaA BNaKHOCTb BO3AyXa - 45-65%;

AN AOKYMEHTOB Ha ONTUYECKUX AMcKax - Temnepartypa 10-23°C, oTHOcUTe/lbHas
BNXHOCTb BO3Ayxa - 20-50%.

12.14. KOHTpOMb 3a TeMnepaTypHO-BMXXHOCTHLIM PEXUMOM 06ecrneynBaeTcs
perynapHbIM M3MepeHnem C NoMoLLLH0 TepMOMETPa U TMrpoMeTpa UamM TePMOrurpoMeTpa,
pasMeLLeHHbIX B OLHOM WM HECKO/IbKMX TO4YKax apxmBoxpaHuiuwia (B 3aBMCUMOCTM
KOHCTPYKLUMOHHBbIX ~ OCOOEHHOCTEM W njowaau) BAa OT  OTOMUTESIbHbIX W
BEHTUNALUMOHHBIX CUCTEM Ha BbICOTE He MeHee 1 M OT Mosia, napameTpoB BO3AYLLHOM
cpefbl:

B Cneunanu3npoBaHHOM 34aHNN - He pexxe 1pasa B Heflenio;

B CreynasbHO 060pyA0BaHHOM [A/19 XpaHeHWUs W30/IMPOBAHHOM MOMELLEHUN -
He peXke 2 pa3 B Hefento;

NPy HECOOTBETCTBMU NapamMeTPoB HOPMATUBHbLIM TPeboBaHWMAM - 1pa3 B CyTKW.

12.15. B apxuBe [O/DKHA BEeCTUCb (mMKcauma TemnepaTypHO-BAAXHOCTHbIX
XapaKTePUCTUK BO3AYLIHOW Cpedbl B  apXMBOXPaHWIULLE W Mep, MNPUHATLIX MO
HOpMan3aLnm TeMnepaTypHO-BIAXKHOCTHOIO PeXXuMa B Clydaax ero HapyLueHums.

12.16. Hapnexallee  caHWTapHO-TUrMeHNWYecKoe  COCTOAHWE B apxuBe
MOALEPXKUBAETCA MPOBEAEHNEM B HEM He peXke OJHOr0 pasa B MecCAL, B/IAXKHOW YOOpPKM
MonioB, 0OGecnblIMBaHUA 000pYyLOBaHMS U MEPBUYHLIX CPEACTB XpaHeHus, 06paboTKu
LLOKO/IbHbIX YacTel CTefnake, MNAVHTYCOB, MOAOKOHHWKOB BOAHLIMW pacTBOpamMu
aHTUCENTUKOB.

12.17. ApXvBHble [OKYMEHTbI, MOABEPriUMECA ONOMNOrMYECKOMY MOPaXKEHWIO,
nognexar  HEMeM/IeHHOW  M30M1AUMM W CaHUTAPHO-TUIMEHUYECKON  06paboTke
(Be3nHpeKunn, [Le3nMHCEKUMM), a apXUBOXPaHUIMLLE, MOPAKEHHOE OMOIOTNYECKUMM
BpeAUTENAMU, —AepaTum3almm.
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12.18. Crennaxy W wWkagpbl AOMKHbI ObITb  MPOHYMEPOBaHbl B KaXKAOM
apXMBOXpaHUIVLLE B MNOPsAKe CieBa Hanpaso OT BXOAHOW ABepW, MOJSIKM Ha CTesnaxax
AO0/MKHbI ObITb NPOHYMepPOBaHbI MO LKagam B NMopsiaKe - CieBa Harpaso, CBEPXY BHUS.

12.19. MecCTO XpaHeHus efVHWUL, XpaHeHUs B apXUBOXPaHWUNULLE (PUKCUPYeTCH
B TomorpaMyecknx ykasartensx: MocTeniaxHoMm (npunoxeHne Ne 36 K HacTOsLLei
WHCTpYKUMM) 1, Npu Hanmumm 60nee ogHOro toHaa, nodoHAoBOM (npunoxeHue Ne 37
K HacTosAwein NHCcTpyKuumn).

Mpn BefeHUM TOMOrpauUecKoro ykasatens OAWH ero 3K3emnisp LOSKeH
XpaHUTbCA Y paboTHMKA, OTBETCTBEHHOIO 3a paboTy apxusa Cyfa, BTOPOM - pa3mMeLLaTbcs
B COOTBETCTBYHOLLEM apXUBOXPaHU/IMLLE.

Tonorpaguyeckue  ykasatenu He  COCTaBnsarTCA npy  OTCYTCTBUU
apXMBOXpaHUIMLLA.

13. CpoKM 1 NopsaokK nepegayn Aen Ha XpaHeHue B rocyaapCTBEHHbIN apXxvB

13.1. dena obuiero Aenonpon3BoAcTBa NOCTOAHHOINO CPOKa XpaHeHUs 1 CyebHble
filena NocTOAHHOIO CpoKa XpaHeHWA MO0 UCTeYEeHUU CPOKOB MX BPEMEHHOI0 XpaHeHus
B apxmBe cyaa (15 net) nepeaaroTca Ha NOCTOSHHOE XPaHEHWE B rOCYAapPCTBEHHbINA apXuB,
ecM Cy[ BbICTYNaeT WCTOYHMKOM €ro KOMMJIEKTOBaHMUA WU  NpU  HaIN4mu
COOTBETCTBYIOLLLEro 0rosopa C apXmMBHbLIM yUpeXxaeHem.

PeLueHne o hopme nprema LOKYMEHTOB (MOIHOr0 UM BbIGOPOYHOI0) MPUHMMAETCS
AMK apxXMBHOI0 yupexkaeHus.

Cyabl, He BbICTynawoLWMe WCTOYHNKAMU KOMIMIEKTOBAHNA TrOCY[apCTBEHHOIro
apxvBa, nepefaroT AOKYMEHTbI HA MOCTOSAHHOE XpaHeHWe B rOCYAapCTBEHHbIN apXuB Npu
NX NTUKBAAALNN U HAIMYMWA OOKYMEHTOB APXMBHOMO thoHaa Poccuiickor deaepauuu.

13.2. TMepefaya JOKYMEHTOB MOCTOSHHOIO XpaHeHWs B rOCYAapCTBEHHbIA apXuB
OCYLLeCTB/IIETC B COOTBETCTBUM C M/1AHOM-TPa)uKOM, KOTOPbIA  YTBEPXAAeTCs
PYKOBOAMTENEM rOCYAapCTBEHHOro apxvBa WM YMNOAHOMOYEHHbIM UM [JO/HKHOCTHbLIM
NINLOM.

[locpoyHad nepefjaya [OKYMEHTOB Ha TMOCTOSHHOE XpaHeHue MOXET OblITb
OCYLLLeCTB/IEHa MPY OTCYTCTBMU HEOO6XOAMMbIX YCNOBUIA NS 0becrneyeHnst COXPaHHOCTY
OOKYMEHTOB ApXMBHOIO (hoHaa Poccuiickon  Pefiepauun, npu  yrpose  yTparthl
(YHUUTOXEHNs1) OOKYMEHTOB, a TakKXXe Ha OCHOBaHMW [0rosopa C rocyaapCTBeHHbIM
apX1BOM.

[MpopneHne CPOKOB XpaHEHMA [LOKYMEHTOB B apxumBe cyfa [OOMYyCKaeTcH
no peLLeHno SMK apXMBHOIO yupexaeHus.

13.3. PaboTbl, CBA3aHHble C OTOOPOM, MOATOTOBKOWM W Mepefadeit [OKYMEHTOB
Ha MOCTOSIHHOE XpaHeHWe B roCyapCTBEHHBIA apXuB, B TOM YUC/E C UX YMNOPAA0UEHMEM,
TPaHCMOPTUPOBKOW, BbIMOHAKOTCA 32 CYET CPEACTB Cy/a.

13.4. Tepep, nepefayvein JOKYMEHTOB Ha NMOCTOSHHOE XpaHeHWe B rocyAapCTBEHHbIN
apx1B NpoBOAATCA:

pPacCMOTpPeHMe [OKYMEHTOB Ha NpeaMeT pacCekpeumBaHuUs HOCUTENEW CBeAEHWNA,
COCTaBNAOLMX TOCYAAPCTBEHHYIO TailHy, B C/lyyae MUCTEYEHUS CPOKOB, YCTAHOB/EHHbIX
3aKoHofaTennbCcTBOM Poccuiickon defepaumu;

PacCMOTpPEHMEe [OKYMEHTOB Ha MpPeAMeT CHATUSA MNOMETKU «[1d Cny>Xe6Horo



47

Mo/Ib30BaHNA» C HOCUTENE MH(hOPMaLMN OrPaHUYEHHOrO PacnpoCTpaHeHNs B MOPSAKe,
yCTaHOB/IEHHOM 3aKOHOZAaTeNbCTBOM Poccuiickort degepaumu, a Takke B COOTBETCTBUM
c MNonoxeHnem O nopsake 06palLeHns Co CNy>kebHOW WH(opmauued orpaHNYeHHOro
pacnpocTpaHeHuss B (pedepanbHbIX Cyfax OOLen  pUCANKUMKY,  (edepasibHbIX
apouTpaxXHbIX  cyfax, YTBepXAeHHbIM  npukasom  CypebHoro  fgenaprameHTa
npu BepxosHom Cyge Poccuiickoin deaepaumn.

13.5. Mepeaaya 3MeKTPOHHBLIX aPXUBHbLIX JOKYMEHTOB B UH(OPMaLMOHHYHO Cc1UcTeMy
rocyfapCTBeHHOro apxuea MNPOW3BOAMTCA B MOPSALKE, YCTAHOB/IEHHOM (efepasibHbIM
OpraHoM WCMOMHUTENIbHOW BlaCTM B C(epe apxXMBHOrO fena W [efiornpou3BOACTBA,
Mo COrnacoBaHWIO C rOCYAapCTBEHHbLIM apXMBOM MO OMUCAM 3/IEKTPOHHbLIX [OKYMEHTOB.
K onuncam aneKTpoHHbIX Aen npunaratoTcs PeecTpbl aiinoB 3/1eKTPOHHbIX JOKYMEHTOB.

13.6. lMepegaya AOKYMEHTOB O(OPM/IAETCA aKTOM Mpuema-repesaym apXmBHbIX
AOKYMEHTOB Ha XpaHeHwue (npunoxeHue Ne 22 K HacTosALen IHCTPYKLmMK), COCTaBNSEMbIM
B ABYX 3k3emnnspax. OOuMH 3K3eMmnafp akTa OCTaeTCcd B roCyAapCTBeHHOM apXuBse,
ApYyrown - B cyfe.

BmecTe ¢ JOKyMeHTamy nepefaroTcA YeTbipe 3K3emnafpa onucy fAen, a Takxe
OfVH - B 3/IEKTPOHHOM BWze, B (hopmare, COrfiacoBaHHOM C rocyAapCTBeHHbIM apXMBOM.
OfZMH 3K3eMMNasp OnucK Ha 6YMaKHOM HOCUTE/le OCTaeTCA B Cyae.

13.7. Ha Bcex 3k3emnagpax OMucU fAen rocyfapCTBeHHbIM apXUBOM [efatoTcs
OTMETKM O MpUemMe apXmBHbIX LOKYMEHTOB B apXumB. [1py OTCYTCTBMU eAVHUL, XpaHeHWs,
yKa3aHHbIX B ONucu fen, cyn npuHUMaeT Mepbl Mo MX Po3biCKy. Ecnv B xofe posbicka
OTCYTCTBYIOLLME JOKYMEHTbI He OblN HalAeHbl, B ONUCK Aen LeNaeTcqd HoBas UTOroBas
3anMcb. Homepa OTCYTCTBYHOLUMX eAMHUL, XPaHeHUs W NPUYUHBLI  OTCYTCTBUA
OroBapuBalOTCs B akTe Mpuema-nepefayn [OKYMEHTOB Ha XpaHeHWe W B mpusiaraemom
K aKTy CrpaBKe, COCTaB/1IIeMO CyjOM.

Cya, nepefalolnii OKYMEHTbI Ha XpaHeHWe B rocyAapCTBEHHbIN apXmB, 06s3aH
MPUHATb MepPbl K BOCCTAHOB/IEHUIO YTPaYeHHbIX NMPOM3BOACTB B COOTBETCTBUN C r/1aBoin 38
["paXk[aHCKOro npoueccyanbHOro Kogekca Poccuiickoin degepaumu.

Mpn otcytcTBun (yTpate) MOA/IMHHUKOB MNepefatdTCcAa KX 3aBepeHHble  KOmuu
(Mpy Hannunn).

13.8. [lOKyMeHTbl MepefaloTcas Ha MOCTOAHHOE XpaHeHWe B YNOpPAA0YEHHOM
COCTOSIHUW CO CMPaBOYHO-NOVCKOBbLIMW CPEACTBaMMU.

COIrMmACOBAHA
lNncbmo
defepasibHOro apXxXmBHOIO areHTCTBa
oT 30.06.2026 Ne 12/2824-A
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MpnnoxeHune Ne 1
K VIHCTpyKLUUKN 0 nopsgKe opraHunsaunm

paboTbl apxMBOB (hefepasbHbIX CYA0B
obuw el LpUCLNKLNMN

(HaMmeHoBaHMe cyfa)

(HaMMeHOBaHWe CTPYKTYPHOTO MoApasfenieHunst cyaa)

MPUEONTIOXKEHA B HOMEHK/TATYPY OE/

Ha rogl

MNHpaeKc 3aronoBokK fgena KonnuecTtso CpoK XxpaHeHus MpumeyvaHna
fena TomMOB (4acTein) n Ne cTaTbu no
nepeyHto
1 2 3 4 5
HasBaHue pasgena

HavanbHUK CTPYKTYpPHOro

noapasaeneHns (YnoHOMOUYEHHOE NNLO)

(nognwuce) (pacwumdposBka nognucu)

(pata)

1K HOMeHKNaType fieN1 CTPYKTYPHOIO NoApasfefieHnsl Mo OKOHYaHUM KafleHAapHOro roja CocTaB/isieTcsl UTOroBasi 3anuch

no «opMe, yKasaHHO B MpuioxkeHun Ne 2, 1 [enaeTcss OTMeTKa O MNepefaye MWTOrOBbIX CBefeHWUI B OTAen

Lenonpon3BoACTBa Cyfa.



MpunoxeHue Ne 2

K VIHCTPYKUUN 0 NOpAAKe opraHusaumm
paboTbl apxnBOB hefepasbHbIX CY[0B
o6 e pUcANKLNMK

YTBEPXOAKO
(HavMeHOBaHVe cyaa) MpeacegaTenb cyga
HOMEHKNATYPA AEN (nognvick) (pacLumdpoBKa noanmcin)
Ha__ T10[ e
(pata)
MHpekc 3aronoBoOK gena KonnuyectBo CpoK XpaHEHUs K MpumeyaHus
aena TOMOB Ne cTtaTby Mo
(vacTen) nepeyHto
1 2 3 4 5

HasBaHue pa3gena

HavanbHuK oTaena
Aenornpon3BoacTsa (06LLUEero oTaena)

(noznwcb)

(pata)

Bun3a paboTHMKa, OTBETCTBEHHOIO
3a paboTy apxvBa

COIrMACoOBAHO
[MPOTOKON 3KCMEPTHON KOMUCCH

cyaa

0T« » No

(pacLumdpoBKa nNoanmcn)

YTBEPXAEHA
[POTOKO/ 3KCMEPTHO-NPOBEPOUHOI
KOMVCCUM aPXVBHOTO YUPEXKIEHNS]

0T« » No
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/TOroBast 3anmch 0 KaTeropusix 1 KonmuyecTse Aen,

3aBE[EHHbLIX B

Mo cpokam xXpaHeHUs Bcero

1 2

rogy B cyae

B TOM uwuncne:

nepexoas L, nx C 0TMEeTKOIA
«IMK»
3 4

Ha 6ymMaxXHOM HocuTese
(Npu HanVuUK TMBPUAHLIX Aen, Tom(a) Ha GYMaXXHOM HOCUTESIe yUMTbIBAOTCA B pasaese Tabnuubl «Ha 6ymaxHOM
HocuTesie», ToM(a) Ha 31EKTPOHHOM HOCUTEse YUUTBLIBAIOTCA B pasaese Tabnmubl «MeKTPOHHbIX»):

MocToAHHOTO
BpemeHHoro (cebiwe 10 fieT)

BpemeHHoro (go 10 net
BKNKOYNTENBHO)

ONeKTPOHHbIX

(Npy Hanuuum rMepULHLBIX gen, Tom(a) Ha 6yMaKHOM HOCUTesle yUnTbIBaKOTCA B pasgene Tabnuubl «Ha 6ymarkHoM
HOCUTene», TOM(a) Ha 31eKTPOHHOM HOCMTE/Ie YUUTbIBAKOTCA B pasgesie Tabnmubl «3NeKTPOHHbIX»):

MocToAHHOTO
BpemeHHOro (cBbiwwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOUYMNTENBHO)

NTOro:

HavanbHvK oTgena
[enonpon3BoacTBa (06LLUEro oTaena)

(nognucsb)
(paTa)
AToroBble cBefieHUs nepefaHbl B apXvB.
Pa60THI/IK, OTBETCTBEHHbIN
3a paboTy apxvBa cyda
(nognucsb)

(pata)

(pacwumdposBka nognucu)

(pacwmndgpoBKa nognmcu)
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MpunoxeHune Ne 3

K HCTpYKUUM 0 NopsagKe opraHusaunmu
paboTbl apxnBoB (pefepanbHbIX CYL0B
o6 e opucanKLunn

(HaMmeHoBaHVe cyaa)

(HaMeHOBaHWe CTPYKTYPHOT0 noapaszenieHns cyaa)

OlNnMCb Ne
e, OKYMEHTOB
3a rog

Ne Mugekc 3aronosBok gena KpalHue gatbel CpoK xpaHeHuMsa KonunyectBo [MpumevaHus
n/n fjena (rpatha He JINCTOB
3anofiHgeTca B
onucu aen
NOCTOSAHHOIO
cpoka
XpaHeHuns)

1 2 3 4 5 6 7

HasBaHue pasgena

B #aHHbI pasgen onmcy BHeCeHO aen
(umdppamm 1 nponucklo)

C No MO Ne , B TOM uucre:

JINTEPHbIE HOMEPA: 5

MponyLLeHHble HOMEpA:

HavmeHoBaHWe J0MKHOCTU
CoCTaBuUTENA OMNMUCK

(nognwuce) (pacumdpoBka nognucu)

(pata)

PabOTHWK, OTBETCTBEHHbIN
3a paboTy apxmBa cyaa

(nognucsb) (pacwumdpoBka nognucum)

(nata)

COINMACOBAHO
HavanbHuK otaena
Aenornpomn3soacTsa (00LLEro oTaesna)

(nognuce) (pacwmndgpoBKa nognmcu)

(pata)
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Mepepnan

eaNHNL, XpaHeHNA

(umnppamun 1 NpoNuUCkIO)

"

(unbpamun 1 NPONUCHIO)

KapTOTEK K AOKYMEHTAM.

HanmMeHoBaHWe O/MKHOCTY PaboTHMKA
CTPYKTYPHOIO NnoapasaeneHns

(nognucsb)
(naTa)

MpuHan

PErNCTPALUNOHHO-KOHTPO/bHbIX

(pacumpposka nognmcu)

eANHML, XpaHeHWs

(umdbpamn 1 nponuckto)

n

(umdbpamn 1 nponuckto)

KapTOTEK K JOKYMEHTAM.

PaGOTHUK, OTBETCTBEHHbIVA
3a paboTy apxmBa cyza

(nognwuce)

(nata)

PErNCTPaLMOHHO-KOHTPO/bHbLIX

(pacumdposka nognucu)



Ne n/n

(HanmeHoBaHwWe cyaa)

(HarMeHOBaHMWe CTPYKTYPHOIO NoApasae/eHns Cya)

@oHp, No
OlNnCb Ne
3NEKTPOHHbIX JOKYMEHTOB
(NOCTOAHHOIO XpaHeHWS/BPEMEHHbIX

(cBbiLwe 10 1eT) XpaHeHUs/No IMYHOMY COCTaBy)

3a rog
NHpeKc  3aronoBOK 3/1eKTPOHHOIO
aena fena no HoOMeHkKnaType
1 2 3

B [laHHbII pa3aen onmncu BHECEHO

PerncTpaynoHHbIi
HOMeEp
3N1eKTPOHHOTO
LOKYMeHTa
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MpunoxeHue Ne 4

K MHCTpYKUUK 0 nopagke
opraHumsaunyn paboTbl apx1MBOB
thegepanbHbIX Cya0oB 06LLei

C

GaliT. B TOM umcne MTEpHbIE HOMEPA:!

PUCANKLUN
Bugn [aTta Cpok Konwnyectso O6bem B MpumeyvaHnsa
3aro/fi0BoK JOKYMEHTa  XpaHeHus thaiinos 6aliTax
3/1EKTPOHHOrO (konnyecTtsoO
LOKYMEHTa thaiinos B
KOHTeliHepe)
5 6 7 8 9 10
ANEKTPOHHbLIX JOKYMEHTOB
(umchpamu 1 NpPoONUCHIO)
no N , 0ObEMOM




nponyuweHHble HOMepa:
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K 31eKTPOHHbLIM AOKYMEHTaM COCTaB/IeHbl peecTpbl halinos.

HanmeHOoBaHUe AONXKHOCTU
cocTaBuTeNnsa onucu

(nata)

PaboTHUK, OTBETCTBEHHbI I
3a paboTy apxumBa cyfa

(nata)

COIrnACOBAHO
Ha4vyanbHUK oTgena
penonpowusBoacTtBa (obwero otgena)

(pata)

Mepepgan

obbemMmom

HanmMeHoBaHMWeE AOMKHOCTU paGoTHUKA
CTPYKTYPHOrO nojgpasfefieHuns

(nata)

(nognuce)

(nognwceb)

(nognucek)

(umndbpamyt 1 NPOMKUCHIO)

(umdbpamn 1 NpPoONUCLIO)

(nognuceb)

(paclumdpoBka nognucim)

(pacwmpoBka nognucu)

(pacwmpoBKa nognucu)

(pacwmpposka noanmcu)

INTEKTPOHHbLIX AOKYMEHTOB



55 CTPOVHASI KC

3NTEKTPOHHbLIX OKYMEHTOB

MpuHan
(umdpamm 1 NPoNUCkLIO)
obbemMoM 6anT
(undppamun 1 NponUCkIo)
PaboTHUK, OTBETCTBEHHBbIN
3a paboTy apxuBa cyga
(nognwucek) (pacwmpoBka noanmcu)
(nata)
PeecTp alinoB 3NeKTPOHHOIO JOKYMeEHTa
Ne Ne 3/1eKTPOHHOTO HaunmeHoBaHue Oata n Bpemsa O6bem dopmaT anna
n/n JOKYMeHTa no onuncu thaiina nocnefjHero M3MeHeHuUA (B 6aiiTax)

thaiina



MpunoxeHne Ne 5

K VIHCTPYKUMKM 0 NOpsAAKe opraHusaunmu
paboTbl apxMBOB (hefepasbHbIX CYA0B
o6l e topucanKLunm

YTBEP)KIAHO
(HanmeHoBaHWe cyaa) Mpepcegatens cypa

DOHA Ne (nognuce) (pacwmdpoBka nognucu)
OlNMMCb Ne
Jen, AOKYMEHTOB NOCTOAHHOIO XpaHEHNA
3a___Troja (pata)

Ne MNHpeke gena 3aronoBokK fgena KpaliHne gaThbl KonwnyectBo MpumeyvaHnsa

n/n NICTOB

1 2 3 4 5 6

HasBaHue pasfena

B gaHHbI pa3gen onmcu BHECEHO

(umdbpamm 1 NPoONUCHIO)

__ nBen
¢ No no Ne B TOM 4yucne:
JINTEPHbIE HOMEpPA.:
nponyLleHHble HOMepa.:

HanmeHoBaHMe JO/MKHOCTU
COCTaBUTENA ONnncKn
(nognuce) (pacwmtpoBKa nognucu)
(naTa)
Pa6OTHI/IK, OTBETCTBEHHbIN
3a paboTy apxumBa cyaa
(nognuceb) (pacwmndgpoBka nognmucu)
(paTa)
COIMMACOBAHO YTBEPXAEHA
[MPOTOKOM 3KCMEPTHON KOMUCCHN ['pOTOKO/ 3KCMEPTHO-MPOBEPOYHON
cyaa KOMUMCCIN apPXUBHOTO YUPeXaeHUs

oOT« » No oT« » Ne
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MpunoxeHue No 6

K VITHCTpYKUUM o nopsgke opraHusaunm
paboThbl apxnBoB (efepanbHbIX CYA0B
obwei opncanKunmn

YTBEPYXOAKO
(HaMmeHoOBaHwMe cypa) Mpepacenatensb cypa

DdOHL Ne (nognwuce) (pacLumgposka nognmcu)
OlNMNCb Ne
[en, AOKYMEHTOB M0 IMYHOMY COCTaBY
3a roa (paTa)

Ne MHpekc gena 3aronoBok gena KpaliHue gaTteol Cpok Konuyectso [lpumeyaHusa

n/n XpaHeHuns NINCTOB

1 2 3 4 5 6 7

HasBaHue pa3gena

B aaHHbI pa3gen onmncy BHeCEHO

(umnhbpamu 1 NPoONUCHIO)

aen
C No no Ne , BTOM 4ucne:
JINTEPHbIE HOMEpPA.:
nponyLleHHbIE HOMepa.:
HanmeHoBaHWe JO/HKHOCTU
COCTaBUTENA ONMncKn
(nognwuce) (pacumcpoBka nognucu)
(paTa)
Pa6OTHI/IK, OTBETCTBEHHbIN
3a paboTy apxuBa cyaa
(nognucsb) (pacumdpoBka nognucu)
(paTa)
COINMACOBAHO YTBEPXAEHA
[MPOTOKO/T 3KCMEPTHOM KOMUCCUM ["poTOKON 3KCMEPTHO-MPOBEPOUHON
cyfa KOMUCCU apXMBHOIO YYpeXxaeHnA

0T« » No 0T« » No
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(HanmeHoBaHWe cyaa)

®oHA Ne

OrNMCb Ne

[en, JOKYMEHTOB BPeMEHHbIX
(cBblLLE 10 JIET) CPOKOB XpaHeHMA
3a rog

No MHpaekc fena 3arosioBOK gena
n/n

1 2 3 4

KpaliHue gatbl

MpunoxeHune Ne 7

K IHCTpYKUUM 0 NopsagKe opraHusanmm
paboThbl apXxnBoOB (hefepalibHbIX CY40B
o6l e pucanKumnmn

YTBEPXIAHO

Mpepacegatens cyga

HasBaHue pa3gena

B gaHHbI pa3aen onmcy BHECEHO

c Ne rno Ne
NINTEPHbIE HOMEpA:
NponyLLEHHbIE HOMEpA:

HavimeHoBaHVe JO/MKHOCTH
COCTaBUTENA OMnncn

(nognwuce)
(naTa)
Pa60THI/IK, OTBETCTBEHHbII
3a paboTy apxmBa cyaa
(nognucsb)

(nata)

COIrmACOBAHO
MPOTOKON 3KCMEPTHOW KOMMCCHM

Cyaa
0T« » No

(nognwuce) (pacwumdgpoBKa nognucu)
(paTa)
Cpok Konnyectso [pumeyaHunsa
XpaHeHuns NINCTOB
5 6 7
(umhbpamu 1 NPONUCHIO)
aen

BTtom uucne:

(pacumdpoBka nognucu)

(pacwumdgpoBka nognucu)

YTBEPXIOEHA
[MPOTOKO/ 3KCMEPTHO-MPOBEPOYHON
KOMUCCUWN apXMBHOIO YUPeXaeHMs
0T« » No



(HanmeHoBaHMe cya)

PoHA Ne
OINnnCb Ne
3NEKTPOHHbBIX JOKYMEHTOB
(NOCTOAHHOIO XpPaHeHs/BPEMEHHbIX
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(cBblLLe 10 1eT) XpaHeHUs/No IMYHOMY COCTaBy)

3a rog,

Ne n/n NHpeke 3aro/sioBOK 3/IEKTPOHHOTO
fena fena no HoOMeHKaType

B faHHbI pa3aen onmcu BHECEHO
Cc Ne

MPOMYyLLEHHbIE HOMepa:

PervctpaunoHHbIi Bugwu Jata
HOMep 3aronoBoOK LOKYMeHTa
3NeKTPOHHOTO 3NeKTPOHHOTO
LOKYMeHTa JOKYMEHTa
4 5 6

(umdbpamm 1 NPoNUCHIO)
no Ne
6anT. B TOM uncne JINTEPHbIE HOMEPA:

MpunoxeHne Ne 8

K NHCTpYKUNK 0 nopaake
opraHunsaunn paboTbl apXnBoB
thepepanbHbIX cyfoB o6 eli
lopucanKLnm

YTBEPXIAHO

[Mpencenatens cyaa

(nognwceb) (pacwmdgpoBka nognmcu)
(parta)
Cpok Konunyectso O6bem B MpumeyvaHns
XpaHeHns taiinos 6aliTax
(konunyecTBO
talinos B
KOHTelHepe)
7 8 9 10
INIEKTPOHHbIX AJOKYMEHTOB
, 00beMOM




K penam cocTaBJ/ieHbl BHYTPeHHUe onucu (peecTpbl) gen.

HanmeHoBaHUe JONXKHOCTH

cocTtaBuTena onumcu

(paTa)

PabOTHUK, OTBETCTBEHHbI I
3a paboTy apxuBa cyfga

(nata)

cyaa
0T«

No

n/n

COIrMACOBAHO
MpPOTOKOM 3KCNEPTHON KOMMUCCUU

» No

Ne aneKTpoHHOro gena
no onucwu

PeecTp (hali/ioB 3/1IeKTPOHHOIO JOKYMEHTA

HanmeHoBaHuMe
thalina

(nognuce)

(nognuceb)
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(pacwmposka nognucu)

(pacwmpoBka nognucu)

YTBEPXOEHA

MPOTOKON 3KCNEPTHO-MPOBEPOUHOI
KOMWUCCUU apXMBHOIO YUYPEXAEHMUS

0T »

JaTta n Bpema nocsegHero
M3MeHeHMNSa ainna

No

O6bem
(B 6aiTax)

dopmart anna



MpunoxeHne No 9
K VIHCTPYKUUM 0 NopsagKe opraHusaunm
paboThbl apxMBOB (hefepanbHbIX CYA0B

obuwiel opncanKLnmn

(HaumeHoBaHwWe cypa)

PEECTP OMMCEN JEN, IOKYMEHTOB

Havat

OKOHYeH

Ne Ne Ne HasBa- KonnuyecTBOo Aen B onucu fen,
n/n d¢oHaa onwucwu Hue LOKYMEHTOB
onucu
nen, NOCTOAH- BpPEMEH- no
[OKY- HOTO HOTO NNYHO-
MeH- XpaHeHusa (CBbllue My
ToB 10 net) cocTa-
XpaHe- BY
HUSA
1 2 3 4 5 6 7

Wtoro Ha 01.01....

B apXmBe XpPaHUTCA

Kpaii- Konwn-
Hue YecTBO
paTbl  NUCTOB
onucwu
aen,
AOKY-
MEHTOB
8 9

(NpV OTCYTCTBUN He BK/MHOYAKOTCS B UTOTOBYH) 3armCh), U3 HUX:

YpaB/IEHYECKON OKYMEHTaLN
[OKYMEHTOB /INYHOIO MPOMCXOXAEHMA
Hay4HO-TEXHUYECKOW [OKYMEHTaLM
BMAE0A0KYMEHTOB

KVHOOKYMEHTOB

(DOHOA0KYMEHTOB

(DOTOAO0KYMEHTOB

INEKTPOHHBLIX JOKYMEHTOB

(umchpamu 1 NpoNUCkHIO)

(umchpamu 1 NPONUCHIO)

(umdhpamm 1 NPONUCHIO)

(umchpamu 1 NpoNUCHHO)

(umchpamu 1 NponuckHo)

(umdppamn 1 NponuckHo)

(undppamn 1 NponuckHo)

(umndppamn 1 NponuckHo)

Konnye-
CTBO
3K3eMn-
napos
onuncu
aen,
AOKY-
MEHTOB

10

Mpume-
YyaHuA

11

onmcen

Ornucen,
Ornucen,
OrnuCEN,
OrnuCen,
Ornucen,
OrnuCeN,
OrnUCEN,

OrnuCen,



B TOM 4ncne:
nocTynunsao B r.
BbIObI/IO B r.

PabOTHWK, OTBETCTBEHHbIN
3a paboTy apxvBa cyaa

(pata)

HavanbHVK oTgena
[enonpov3soAcTea (06LLero oTaena)

(pata)
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(umdhbpamn 1 NPOMNUCHIO)

(umdppamm 1 NPOMNUCHIO)

(noanwuce)

(nopnvce)

onucei,

OMucen.

(pacLumdppoBKa noanmcn)

(pacLumdbpoBKa nognucu)
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MpunoxeHune Ne 10
K VIHCTPYKUMK 0 nopsgKe opraHusaunmu

paboTbl apxMBOB (hefepanbHbIX CYA0B
o6LLeNn PUCANKLNMN

JINCT-3ABEPUTEJIb OES1A Ne

B nene noawmMTo 1 NPOHYMEPOBAHO

(umdbpamm 1 NPONUCHIO)

(nmcta(oB)
c Ne rno Ne , B TOM 4nChE:
NTNTEPHbIE HOMEpa JIUCTOB ,
NponyLLEeHHbIe HOMEepPa NNCTOB ,
+ /INCTOB BHYTPEHHEN onucu .
Ocob6eHHOCTM (hM3NYECKOr0 COCTOSAHMUA N hoOpMUPOBaHNSA gena Homepa nucToB

1 2

HanmveHoBaHMe JO/HKHOCTI pa60THI/IKa,
COCTaBMBLUETO 3aBEPUTESIbHYHO
HagMNCb (nognwce)

(pacLumdpoBka Noanmcn)

(pata)



[MprnoxkeHve Ne 11

K VIHCTPYKUMM O NopsiaKe opraHmsaLm
paboTbl PXMBOB (heaepasibHbIX Cy/0B
OOLLIEN FOPMCOMKLIAV

BHyTpeHHsAa onmcb
[IOKyMeHTOB aena Ne

Ne  PervcTpaupoHHbIn [ata 3aro/oBoK Homepa nmctos [MprveYaHma
n/n NeJoKymeHTa [IOKyMeHTa [IOKyMeHTa fiena
WToro [IOKYMEHTOB.

(umppamm 1 NPoNUChIO)

Konnyectso nnctos BH)/TpEHHGVI onncun JCTOB

(umdbpamn 1 NPONKUCHIO)

HavmeHoBaHWe [o/mMKHOCTY InLa,
COCTaBMBLLEr0 BHYTPEHHIOK OMNCb
JOKYMEHTOB [A€nNa (noanuce)

(pacumdpoBka nognucu)

(pata)



MpunoxeHue Ne 12

K IHCTpYKLUKN 0 NopsgKe opraHmsaunm
paboTbl apxnBOB (hefepanbHbIX CYA0B
06w en pucanKunn

~ 5K UO
P
(HaMMmeHoOBaHVe rocyfapCTBEHHOr0 apxusa)
(HanmeHOBaHwUe cypa)
(HaMMeHoBaHWe CTPYKTYPHOro rnogpaszenieHns)
[eno, yronosHoe Aeno,
rpaxxaaHcKoe Aeno,
aAMUHUCTPaTMBHOE
Aeno, aeno o6
aAMUHUCTPATMBHOM
npaBoHapyLLEHNN,
Marepuan
OEIO (YWO)  Ne MPOM3BOACTBO Ne
MATEPUAJ
TOM No
(Ha3BaHue gena)
1 nHCTaHUMA 2 VHCTaHUMA
MNocTynuno MNocTynuno
PaccmoTpeHo PaccmoTpeHo
[Jata Havana Jata OKOHuYaHuA
Npon3BOACTBA NnpOV3BOACTBA
KpaiiHue gatbl
Ha JncTax
XpaHnTb
(CpOK XpaHeHUs B rofax, o Kakoro roja XxpaHuTb)
@D .Ne
On. Ne
O -Ne

)

(nognwuce) (pacumdpoBka nognucu)




MpunoxeHune Ne 13

K VIHCTpYKLUKN 0 nopsAgKe opraHnsaunm
paboThl apxnBOB (efepanbHbIX CYA0B
obuw el opnucanKunmn

YTBEPXIAIO
(HanmeHoBaHWe cyaa)
AKT Mpeacepatens cyaa
« » No
(nognuce) (pacwmdposka nognucu)

O BblAENIeHUN K YHUUTOXEHWIO
(apXMBHbIX) JOKYMEHTOB, (nata)
He MoA4/1eXallmX XpaHeHo

Ha ocHoBaHUM

(Ha3BaHVIE N BbIX0AHbIE AaHHbIE NEPEYHA NOKYMEHTOB C YKasaHMEM CPOKOB UX XpaHE‘HVIﬂ)

0T06paHbI K YHUWHTOXEHMIO KaK HE WMEKOLIUE HayLIHO-MCTopMLIeCKOM LUEeHHOCTN W«
yTpaTeLUneE NMPaKTUHECKOE 3HA4YEHNE JOKYMEHTDI CbOH,qa No

(Ne n Ha3BaHue hoHAa)

Ne 3arosoBokK oAbl Homepa Homep KonnyectBo Cpoku MpumeyaHnsa
n/n pena (rpynnosoii onnucmn2 efVHULbI eaunHunL, XpaHeHUA
3aronoBoOK XpaHeHUsa No  xXpaHeHuA M HOMepa
JOKYMEHTOB) onucn (nen) cTaTei no
(MHpeKc no nepeyvHto
HOMEHKNAaTy-
pe fen)
1 2 3 4 5 6 7 8
NToro €ANHNL, XPaHEHWA (,u,en, INTEKTPOHHbIX ,u,en) 3a
(unppamm 1 NPoONUCHIO)
rogpl.
Onucun [Jen NnocToAHHOIO XpaHeHUA 3a rogel

yTBepXaeHbl MK

(HauMeHOBaHWe apXMBHOTO YUPEeXAeHNs)

MPOTOKON OT Ne

PaGOTHWK, OTBETCTBEHHbII
3a paboTy apxmBa cy/a

(nognucsb) (pacumndpoBka nognucu)

(nata)

2Mpu BbIJENEHUN K YHUUTOXEHWIO JOKYMEHTOB NpU MOATrOTOBKE A€/ K nepefaye B apXuB cyja rpaga He 3ano/HseTcs.
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COI'JTACOBAHO YTBEPXIOEHO

npOTOKOfI 3KCI'IepTHOI7I KOMNCCUK |_|pOTOKOI'I 3KCI'IepTHO-I'IDOBep0‘-IHOI7I

cyaa KOMUCCU aPXMBHOIO y4pexxaeHNA

0T« » No 0T« » No

IEI,OKyMeHTI:I B KO/NYeCcTBe €ANHULL XPaHEeEHUA (,u,en,
(umppamm 1 NPoONUCHLIO)

3MeKTPOHHbIX [JOKYMEHTOB):

Ha 6yMa>KHOM HOCUTEE BECOM Kr CaHbl Ha YHUYTOXXEHUE,

Ha 3NEKTPOHHOM HOCUTESE CAaHbl Ha YHUYTOXXEHNE

(cnocob YHUUTOXEHNS)

HavimeHoBaHVe A0/MKHOCTH
paboTHMKa Cy/a,
CAABLLIEr0 AOKYMEHTbI

(nognwuce) (pacwmdpoBka nognucu)
(paTa)

[IOKYMEHTbI YHUUTOXEHbI B YCTAaHOB/IEHHOM MOPSIKE.

HaviMeHOoBaHVie A0MKHOCTY
PabOTHIMKA Cy/a, YMNOSHOMOUEHHOTO
OCYLLIECTB/ISITb KOHTPO/Tb 32 YTU3ALINEN

(nognwuce) (pacwumdposBka nognucu)
(paTa)
3meHeHuA B YYETHbIE AJOKYMEHTbI BHECEHDI.
PabOTHMK, OTBETCTBEHHbIN
3a paboTy apxvBa
(nognwuce) (pacwumdpoBka nognucu)

(pata)



Komy npegcTtaBnsieTcs

Kem npeactaBnsieTcs _
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MpunoxeHune Ne 14
K VIHCTpyKunn o nopsagKe opraHusaumm

pa6boTbl apXMBOB (hefepasibHbIX CYA0B
o6 el pucanKunm

(HauMeHOBaHWe 1 afjpec NosyyaTesst)

(HaVIMeHOBaHVIe nagpec oT4NTbIBaAKOLLEroca cyaa

(dbopma cob6CTBEHHOCTM OTUUTBIBAIOLLIETOCA CYAa)

1 ObLme cBeaeHUA

Kogp cTpoku KonnyecTtso
thoHgoB
A 1
101

|_|aCI'IOpT apxuBa Cyfa
Ha «1» gekabpsa 20 roga

Mnowapb
taa 3arpy>XeHHoCTb
apxuBoxpaHunuua,
apxumBoxpaHunuuia
KB. M
(B npoueHTax)
2 3

2. CBeieHMA 0 IOKYMeHTax

MokasaTtenu Kop
CTPOKMK BCEro
A 5} 1
MoctoAaHHOro 201
XpaHeHunsa 3
Mo NuyHoOMmYy 202

cocTtaBy

KonnyecTBO efqUHML, XpaHeHUsn

KpaliHue gaTbl U3 HUX BHECEHO B OMWCKU, XPaHUTCA obpasyeTcs
YTBEpPXAEHHbIE cBepx B roj aen
(cornacoBaHHble) MK  ycTaHOB-
apXUBHOTO yUpeXieHUss  JIEHHOTO
cpoka
KpaliHue gaTtbl
Hayalb- KOHeu-
BCEr0 Hayanb- KOHeY-
Has Has
Has Has
2 3 4 5 6 7 8
X

3 lMpwn cocTtaBneHnn nacrnopra apxmsa u,enecooGpa3Ho B cTpoke 201 BHOCWUTbL fJaHHble 0 fefiaX MOCTOAHHOro XpaHeHus
OTAENbHO NO rpaXaaHCKUM, adMUHUCTPAaTUBHbLIM, YIrOo/1I0BHbIM AesiaM, Aenam O6LLI,EFO aenonponssoacTBea.



3. Kagpebl
Kopg cTpoku KonunyecTtBo WITATHbIX
paboTHMKOB
301
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YCnoBus XpaHeHUs AIOKYMEHTOB (HY>XHOE MoAYepKHYTb)

XpaHunnuige

OTonneHune

CTennaxwn

L kagbl

CurHanusauuns

UnTtanbHblli 3an
TemnepaTypHO-BNaXXHOCTHbIN PexXum

« » 20 r.

Mpeacenatens cyaa

€CTb, HET; CyXo0e, Cblpoe; CBeT/10€, TEMHOE

LeHTpa/ibHOE, NevyHoe; OTCYTCTBYeT

mMeTananyeckKkune, nepeBAaHHbIE, KOM6I/IHVIPOBaHHbIe; HET

nepeBAHHbIE, MeTalNNYeECKNE; OTCYTCTBYIOT
noXXapHasd: eCTb, HET; OXpaHHaA: €CTb, HET

eCcTb, HeT
cobnwpgaeTca, He cobntogaeTcs

(nognuce)

(®.1.0. ucnonHutens) (TeneoH ncnonHUTENS)

(pacumndpoBka nognucu)



[MprnoeHve Ne 15

K VIHCTPYKUMM 0 NopsiaKe opraHvsaLin
paboTbl aPXVIBOB (heeparibHbIX Cy/I0B
OOLLIEV FOPMCOMKLIA

(HaumeHoOBaHMWe cyaa)

YUeTHble CBefieHNs 0 JIOKYMEHTaX, XPaHSILLMXCS B apXMBe cyaa
Ha« » 20 r.

1. O6Lupe cBefieHVS
Mnowpap 3arpy>keHHOCTb
Ko cTpoku Kog:ﬂeg;ao APXVBOXPAHWALL,  8PXVIBOXPaHWTLL,
KB. M MPOLIEHTD
A 1 2 3
101

2. CBefeHNA 0 JOKYMeHTax
[Nokasarenn KO/IMYECTBO EAMHILL XpaHEHS
KpaiiHvie faTbl I3 HIX BHECEHO BOMMCU  XPaHWTCA  0bpasyeTcsi B
KpaiHVe JaTbl CBepX rog gen
BCEr0  Haya/lb-  KOHeu- Haua/b-  KOHeyHas YCTaHOB-

HaA HaA BCErO Had JIEHHOro

CpoKa
A 1 2 3 4 5 6 7 8

[ocTosHHoro
XpaHeHns
BpemeHHbIX
(cBbiLe 10
NET)CPOKOB
XpaHeHuA
BpemeHHbIX
(oo 10 neT)
CpOKOB
XpaHeHVs

W «1o
MWHOBaHUA

HalOOHOCTI»
[lo imyHomy
COCTaBY

Mpeacepatens cyaa
(nognwuce) (pacwugpoBKa nognmucu)

(nata)

d.N.0. ncnonHuTens



No [arta
n/m noctyn-
NleHns un
Bbl6bl-

™S

1 2

4 BH —0KyMeHTbI Ha 6ymakHOM HocuTene, 3 /[, —aNeKTPOHHbIE JOKYMeHThI, [l —B onucb BHeCEHbI TM6pUAHbIe aena.

HanmeHoBaHue
opraHusaumm
(CTPYKTYpHOTO
nogpasfeneHuns,
nnua, apxmea),
0T KOTOpOIi
noctynunun (Mnum
BblObININ) fena,
LOKYMEHTbI

HanmeHo-
BaHue,
HOMep U

fata

LOKYMEH-
Ta, no
KOTOpPOMY
nocTynu-
nv nnu
BblObI/IN
LOKYMEH-

Thl

ydeTa NocTynsieHna um BblObITUSA nen, LOKyMeHTOB

HasBa-
HUe 1
HOoMep
hoHpa

71

(HanmeHoBaHwUe cypa)

(Ha3BaHue apxuBa cyfa)

KHUT A

Tom Ne
HauaTt
OKOHYEeH
oAbl Bug
nocry- HocuTe-
NMUBLLNX na4
nnn
BblObIB-
Lwnx
fOKY-
MeHTOB
no onucu
faen,
fOKY-
MeHTOB
6 7

MpunoxeHne Ne 16

K VIHCTPYKLMWU 0 MOpsifKe opraHusaummy paboTsl

apXMBOB (hefepanbHbliX CY0B 06ULei OPUCANKLNN

MocTynneHue
OMUCaHHbIX JOKYMEHTOB

KOMIMYECTBO eAUHNLI

noc-
TOSIH-

HOro

xpa-
HeHns

XPpaHeHnaA

Bpe-
MeH-
HbIX
(cBbI-
we 10
neT)

no

NNYHO-
My

cocTa-
BY

10

Bbl16bITME ONMCAHHbIX HeonucaHHbIX

[IOKYMEHTOB aen,
AOKYMEHTOB,
KO/INYECTBO efnHUL, NNcToB
XpaHeHus

MnocTo- Bpe- Mo MY- noc-  BblbbI-

AHHOTO  MeH- HOMY  Tynu- no
XpaHe-  HbIX  cocTa- no
HUSA (cBblI- BY
we 10
ner)
1 12 13 14 15

Mpumeya-
HYA

16



72 POHHIA O

MToro B rogy nocrynuno eANHNL, XpaHeHMA5 B TOM 4ucne:
(umchpamun 1 NponuckIo)

Ha 6ymMa>K Hom HoCcuUTene

(umdbpamn 1 NPONUCHIO)
3N1eKTPOHHbIX

(umdbpamm 1 NPONUCKLIO)
ayAnoLOKYMEHTOB

(umdbpamm 1 NPONUCHIO)
BUEOLOKYMEHTOB
(umdpamu 1 NpoNmCHLIO)

Moka3blBalOTCA pa3fie/ibHO UTOroBble AaHHbIe no 11, 12, 13, 15.

Pa6OTHUK, OTBETCTBEHHBbI

3a paboTy apxmBa
(nognuceb) (pacwmposka nognucwu)

(naTa)

% Mpy HanMuMKn TMepPUAHbIX fen Tom(a) Ha 6YMaKHOM HOCUTENE YUUTbIBAETCS B CTPOKe «Ha 6yMaKHOM HOCUTesie», TOM(a) Ha 3/IeKTPOHHOM HOCUTENE YYUTLIBAETCH B CTPOKE
«ONEKTPOHHBIX».



73

(HaMmMeHOBaHVie Cy/1a)
CMCOK o0HAO0B
Tom Ne

Hauat

OKOHYeH

SNEKTPOHHAA KO

MpunoxeHne Ne 17

K IHCTpYKUMK 0 nopsgke

opraHusaunmn paboTbl apxXMBOB
thenepanbHbIX CYA0B 06LLEN HOPUCLUKLUN



Ne dpoHpa [JaTta nepsoro HassaHue poHAa
nocTynneHuns
LOKYMEHTOB (hoHAa

Ha 01.01. B CMWUCOK BKJ/IIOYEHbI oHAbI ¢ Ne
M3 CMUCKa UCK/OYEeHbl POHAbLI C Ne

74

OTMeTKa 0 BblObITUN (DOHAA MpumeyaHunsa

MeCTO BblObITUA

no Ne

Bcero xpaHuTca BapxuBe

pata n Ne foKyMeHTa,
Ha OCHOBaHWM KOTOPOrO BblbbIN

no Ne

poOHAOB, U3 HUX:

(umchpamu 1 NponmcesHo)

Homepa cBo60AHbIE:

Homepa Bbl6bIBLWIME (NepejaHHbIe):

HavmeHoBaHWe JONXKHOCTU NnLa,
COCTAaBMBLUETO UTOFOBYI FO40OBYH 3anuchb

(naTa)

PaboTHNK, OTBETCTBEHHbI i1
3a paboTy apxmBa

(nata)

(umdpamu 1 NPONKUCHIO)

(noanwce)

(nognwce)

cofepxaT 0co60 LEeHHbIe aena.

(pacwmpposka nognmcu)

(pacwmpoBka NoanucK)



75

NNCT ®OHOA Ne

MeCTOHaxoXaeHue (hoHAa (HaMmMeHOBaHMe cyaa,
rae XxpaHutcs hoHp)

KpaiiHue gaTbl KaXaoro HazsaHusa oHaa

MpunnoxeHune Ne 18

K NHCTpYKUMM o nopajke

opraHusauumn paboTbl apxnsoB
thefepanbHbIX CYA0B 06LLEA OPUCANKLUN

(oaTa nepBOro NOCTYMN/eHNs
[OKYMeHTOB (hoHAa)

HasBaHue poHjaa

1 2
1 YyeT HeonucaHHbIX JOKYMEHTOB
[aTta HasBaHue, No n gata MoctynneHune Bbl6blTUE Hanunune (octaTok)
3anucu JOKYMeHTa, No KOTOpOMY
MOCTYMWUAN UAN BbIGbIN KONNYecTBO KpaliHue fatbl KO/INYEeCTBO KpaliHue gaTbl BCEro gen
JOKYMEHTbI EAUHNL, XpaHeHNUA eAVHNL, XpaHeHunA
(BOKYyMeHTOB, (BOKYMeHTOB,
nucToB, 6anT) NNCTOB, 6aiT)
1 2 3 4 5 6 7



[aTta
3anu-

Homep

MNog(bl) Haszsa-

onmcu
pen,
noKy-
MEHTOB

Hue
cu onucu
nen,
AOKY-
MEHTOB
nnu
aHHO-
Tayms
(kpat-
Kas
Xapak-
Tepuc-
TUKa
AOKY-
MEHTOB)

Moc-
TYynu-
no
ean-
HUL
XpaHe-
HUA

Konu-
YecTBO
eanHuL
XpaHe-
HUS

76

2. YYyeT ONUCAHHbIX JOKYMEHTOB

BbibbliTHE
OCHO- B TOM YMUCNe NO  KO/U-
BaHue onucsamM, 4yecTBO
BblObl- YTBEPX[AEHHbIM eAUHMUL
T”A 3MK XpaHe-
(Has- HUA
BaHue, Konn-
narta, 4ecTBO
No efnHNL,
1OKY- XpaHe-
meHTa) Konn-  Kpaii- T
YecTBO Hue
eAuHMLY  paTthbl
XpaHe-
HUSA
8 10 1

B TOM 4yucne:

NOCTOAHHOIO XpaHeHUA

Kpai- N3 HUX Mo
Hue onucam,
JaTbl  yTBEPX/EHHbIM
ANK
Konun-  Kpaibi-
4ecTBO Hue
eAuHNL  faaThbl
XpaHe-
HUA
12 13 14

Hannyue (octaToK) efMHNL, XpPaHeHUS

no TNYHOMY

cocTaBy
KONn-  Kpai-
4ecTBO Hue
eauHUL,  paThl
XpaHe-
HUA

15 16
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MpunoxeHue Ne 19

K VIHCTpYKUNM 0 NOpsafKe opraHusaunmu
paboThbl apXxnBOB (hefepanbHbIX CyL0B
o6LLen pUCANKLNMN

YTBEPXIAIO
(HanmeHoBaHMe cyfa)
AKT Mpencenartens cyna

« » No

(nognucek) (pacumdposka nognucu)
0 TEXHMYECKNX OLLIMOKAX
B YUETHbIX JOKYMEHTaxX (nata)
®oHA Ne
HasaHve hoHAaa
B X0Ae BbINOJ/IHEHUA

(Bng pabor)
06Hapy)KeHbI TEXHWYECKME OLUMOKN B 3anCsiX:
HasBaHue JOKYMeEHTa CyuwecTBylouias 3anuch Cnepyet 3anuncatb
1 2 3

B pesynbTate  KOMMYECTBO  EAMHML,  XpaHeHus  (eauHWL,  yyeTa)  He
M3MEHWIOCH/YBENNUMIOCH/YMEHBLLIMOCH  Ha eaNHML

(umdbpamm 1 NPONUCHIO)

XpaHeHus (eAVHNL, yYeTa).

[MpumeyaHus:

PabOTHWK, OTBETCTBEHHbII

3a paboTy apxwvBa cyaa
(nognwuce) (pacwudgpoBka nognucn)
(paTa)
3meHeHnA B YYETHbIE JOKYMEHTbI BHECEHbI.
PabOTHMK, OTBETCTBEHHbI
3a paboTy apxvBa cyda
(nognucsb) (pacumdgpoBKa nognucu)

(pata)
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(HanmeHoBaHMe cyfa)

AKT

« » Ne

00 06HAPY>XXEHWIN apPXUBHBIX
[AOKYMEHTOB, HE OTHOCSILLIXCS]
K J]aHHOMY (POHAY, HEYYTEHHbIX

B xoge

(Bng paboTbl)

OblI0  0BHAPYXKEHO

(B hoHAe, B apXmMBOXpaHU

MpunoxeHune Ne 20

K IHCTpYKLUKN 0 NOpsAAKe opraHusaunm
paboTbl apxnBOB (hefepanbHbIX CYA0B
o6LLeEN OPUCANKLNMN

YTBEPYKOAIO

[Npencenatens cyaa

(nognwuce) (pacumdpoBka nognucu)

(mata)

uwie, paboyem nNomeLL,eHnn)

Ne 3arosioBokK Wwndp (npu KpaiiHne gatbl  KonunyecTso K Kakomy MpumeyaHusa
n/n eANHNL bl HanMumum) nuctoB(6anT) hoHAay
XpaHeHus, oTHOCUTCA
JOKYMEHTA (HoBbIW
wuep)
1 2 3 4 5 6 7

TOro o6Hapy»eHo

(unppamm 1 NPONUCHIO)

PaGOTHWUK, OTBETCTBEHHbINA
3a pabOTy apxmBa cyza

(nognwuce)
(paTa)
13meHeHuA B YYETHbIE JOKYMEHTbI BHECEHbI.
Pa6OTHI/IK, OTBETCTBEHHbII
3a paboTy apxmBa cyaa
(nognucsb)

(pata)

[OKYMEHTOB.

(pacwundgpoBka nognucu)

(pacumdpoBka nognucu)
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MpunoxeHune Ne 21

K IHCTpYKUUM 0 nopsAgKe opraHnsaunm
paboTbl apxMBOB (hefepanbHbIX CYA0B
06LWen pUCANKLNM

YTBEPXOAIO
(HanmeHoBaHWe cyaa)
AKT Mpeacenatens cyna
<« » No
(nognucek) (pacumdposka nognucu)

0 HEOBHAPYYKEHNN apXVBHbIX
NIOKYMEHTOB, MyTW PO3bICKa (Aata)
KOTOPbIX 1cUepnaHb

HassaHve 1 Ne thoHza

B pesynbTate
YCTaHOB/IEHO OTCYTCTBME B (JOHAE MEPEUMCIEHHbIX HIDKe Aen (4OKYMEHTOB), MPeanpUHATbIE
apXVMBOM Mepbl MO PO3bICKY Aen MOMOXKUTENbHbIX Pe3yNbTaToB He [Jasn, B CBA3U C Yem

CYMTaEM BO3MOXKHbBIM CHATL C YYeETa.

Ne Onucb EpauHuua 3aronoBok KpaliHne KonunyectBo [Mpepgnonaraembie lMpumeyaHusa

n/n Ne XpaHeHuns eanHNLbI faTthbl nunctoB(6aiiT) NPUYMHbI
No XpaHeHns OTCYTCTBUS
(apxmBHbIX
LOKYMEHTOB)
1 2 3 4 5 6 7 8
VToro

(unppamu 1 NPONUCHIO)

eANHWLL XpaHeHVs (apXMBHbIX [OKYMEHTOB).

CopepaHvie yTpayeHHbIX MaTepuanioB MOXET ObITb YaCTMYHO BOCMOSHEHO CledyHOLLMM
eAVHMLIAMM XpaHeHUs (I0KYMeHTaMM): :

(HoMepa eAuMHUL, XpaHeHUSI U KX FPYNMOBbIe 3ar0/I0BKU)

PabOTHUK, OTBETCTBEHHbIVA
3a paboTy apxuBa cya

(nognwuce) (pacwmndgpoBka nognucu)
(paTa)
YTBEPXIOEH6 COIrMACOBAHO
[MpOTOKON 3KCMEPTHO-NPOBEPOYHOM [MPOTOKO/ 3KCMEPTHON KOMMUCCUM
KOMMUCCUM apXMBHOIO YUPEXXaeHUs cyfa
0T« » Ne 0T« » Ne

6 Mpun HeobHapyXeHMK fen ApxmMBHOro oHga Poccuiickoli degepaunn.
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YTBEPX/IAIO

Mpeacenatens cyaa

(nognucsb) (pacwumdgpoBka nognucu)
(paTa)
AKT
« » Neo

nprieMa-repefaun apxvBHbIX
[OKYMEHTOB Ha XpaHeHwe

81
MpunoxeHue No 22
K IHCTpYKLMKN 0 nopsAgKe opraHusauum

pa6oTbl apx1MBOB (heaepanbHbIX Cy40B
obLuien tpncanKLnmn

YTBEPYKIAIO

(HaMeHOBaHMWe JO/MKHOCTY PYKOBOANTENS
opraHv3aumu, NPUHUMAOLLER JOKYMEHTbI)

(nognuce) (pacwmppoBka nognucu)

(mata)

(ocHOBaHMWe nepejaun, K NpUMepy, UCTeYeHME CPOKA XpaHeHUs! LOKYMEHTOB)

(Ha3BaHVe nepegaBaemMoro hoHAa)

.coan,
(Ha3BaHwMe cyfa)
a MPUHSAN.
(HavmeHOBaHVe opraHu3auny, NPUHUMalOLLLEN JOKYMEHTbI)
MpYHMMAET Ha rocyapcTBeHHOe XpaHeHVe JOKYMEHTLI 3a _rogpl
n CI'Ip&IBO‘-IHbII7I annapar K HAM:
Ne Ha3BaHune, Homep onucu Ko/siM4eCTBO IK3EMNNAPOB KonwnyecTtBo MpumevyaHna
n/n fen, LOKYMeHTOB onucu aen, LOKYMeHTOB eAVHNL XpaHeHUSA
1 2 3 4 5
ViToro npuHaTo
(umppamm 1 NponuUckHo)
efnHAL,
XpaHEHUA.
[Mepepayy npoussenu: Mpriem Npowuseenu:
(LoNMKHOCTB) (nognuck)  (pacmdgpoBka (LoMmKHOCTB) (nognuck)  (pacumpposBka
nognucu)

nognucu)

(pata)

(nata)



SNNEKTPOHHAA KOMWA

V13MeHeHWs B yUETHbIe JOKYMEHTbI BHECEHD!.

PabOTHWK, OTBETCTBEHHbII
3a paboTy apxmBa cyaa

(pata)

82

(nognuce)

(pacwwmdposka nognucu)
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MpunoxeHne Ne 23

K VIHCTPYKUMM 0 NOpAAKe opraHusaumnm
paboTbl apxnBOB (hefepanbHbIX CYA0B
o6l el PUCANKLMNN

YTBEPXIAIO
(HammeHoBaHuMe cyaa)
AKT Mpeacenatens cyaa
<« » No
(nognucek) (pacwmpposka nognucu)
0 HencnpasMMbIX MNMOBPEXAEHNAX
aPXMBHBIX [JOKYMEHTOB (nata)

HassaHwve 1 Ne hoHAa
B hoHzae 06Hapy»eHb! JOKYMEHTbI, MPU3HAHHbIE HEMCTPaBUMO MOBPEXAEHHLIMM:

Ne Onucb Ne  EgumHunua 3aronoBokK KpanHune KonmyectBo CyuwHOCTb U [pumedaHus
n/n XpaHe- NnoBpexXeHHbIX fartbl NNCTOB NPUYMHbI
HUA eAVHNL, XpaHeHnA (6anT) noBpexaeHns
Ne
1 2 3 4 5 6 7 8

Toro 06Hapy»keHO HeMCNPaBMMO MOBPEX/AEHHbBIX

(umdbpamn 1 NponuUcbIO)

eAUHWLL XPaHeHWs (ApXMBHbIX [JOKYMEHTOB).

MepeuncneHHble eaVHNLbl XPaHeHNs (apXUBHbIE JOKYMEHTbI) NOA/IEXaT CrMCaHUI0 BBULY:

JKCNepThLI7.

(HaMMeHOBaHWe JO/HKHOCTEN 3KCNepToB, NOANUCK, pacluM(poBKa NOANMUCENA, JaTa)

(NQ N aata npukKasa npeacegartend cyga 0 CHATUM HEUCNPaBMMO MOBPEXAEHHbIX apXMBHbIX JOKYMEHTOB C yqua)

PabOTHWK, OTBETCTBEHHbINA
3a paboTy apxmBa cyaa

(nognuceb) (pacwmdgpoBKa nognucu)
(nata)

COIrACOBAHO YTBEPXEH8
npOTOKOI'I 3KCI'IepTHOI7I KOMUCCUN |_|pOTOKO]'I 3KCI'IepTHO-I'IpOBepO‘-IHOI7I
Cyaa KOMUCCUN aPXMBHOIO Y4HpeXxxaeHnA
0T« » Ne 0T« » No

7Tpn HaIMUMM JOKYMEHTOB, BK/TOUEHHbIX B COCTaB APXUBHOro (oHga Poccniickoin degepaunn.
80151 AOKYMEHTOB, BK/IIOYEHHbIX B COCTaB ApPXMBHOro hoHAa Poccuiickoii degepaumm.



SNNEKTPOHHAA KOMWA

84

V13MeHeHWNS B YUETHbIe JOKYMEHTbI apXMBa BHECEHBI.

PaGOTHWUK, OTBETCTBEHHbIN
3a paboTy apxmBa cy/a

(nognuce)

(pata)

(pacwmndpoBKa nognucu)
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MpunoxeHne Ne 24

K VIHCTPYKUMM 0 NopsafKe opraHusaummu
paboThbl apXxnBOB (PefepanbHbIX CyL0OB
obLuLen opnucanKUnmn

YTBEP)KIAIO

(HanmeHoBaHMe cyaa)

AKT Mpeacenarens cyaa

«  » No
(nognuce) (pacumdpoBka nognucun)

MPOBEPKIN HANINYS 11 COCTOSIHMS
APXMBHbIX [JOKYMEHTOB (aata)

®oHp, No
HasaHwve hoHAa
Homepa onuceit

MpoBepKa NpoBoAn/Iack C no

[MpoBEPKOIA YCTAHOB/IEHO:
1 Ywncnutea no onmcam aen: eINHNL, XpaHEHWS.

(Konn4ecTBO)

2. BbIFBEHbI TEXHNYECKME OLLIMOKN:
2.1. VIvetoTca nuTepHble HoMepa:
a) He YUYTeHHbIE B MUTOroOBOW 3anmncu €AVIHULL XpaHeHNS;

(KonnyecTBO)

6) He NepeuncrieHHble, HO YUTEHHbIE
B UTOrOBOV 3anncu eANHWL, XPaHEHMsI,

(KonnyecTBO)

2.2. [NponyLLeHO HOMEepOB:
a) He YUTEHHbIX B UTOroOBOI 3anuncu eINHULL XpaHeHs;

(KonunyecTBO)

6) He NePEeYNCIEHHbIX, HO YUTEHHbIX
B UTOTOBOIA 3amnmcu eANHMLXPaHEH

(KonunyecTBO)

2.3. Apyrve, B pe3ynbTare Yero 06bem
YBe/IMYMICA Ha e AVHNL, XpaHeHNs,

(Konn4ecTBO)

YMEHbLUMNCS Ha eANHMLIXPaHEH!

(Konn4ecTBO)

3. Yuecnntes no onuesm B pesysnbTare
YCTPAHEHNS TEXHUYECKMX OLLIMOOK eAVHILIXPaHEH

(kKonuyecTBO)

4. He oKasasiocb B HaNN4um e AVHALIXPaHEeH!

(Konu4ecTBO)

5. VveeTcs B HaIMUmK Mo AaHHOMY (hOHAY
(BK/MOYEHHbIX B OMuMcK) e AMHULIXpaHeHV

(Konn4ecTBO)
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113 HVX TPEOYHOLLVIX:

a) Ae3nHpeKunn e INHWLL XpaHeHUs,
(Konn4ecTBO)

0) fe3nHceKumm eINHNL, XpaHeHs;
(Konn4ecTBO)

B) pecTaspauum eAVIHNL, XpaHeHNs;
(Konn4ecTBO)

F) nepenneTta U nogLLUmnBKu EANHNLL XPaHEHNA,
(Konn4ecTBO)

[1) BOCCTaHOB/IEHUA 3aTyXatoLLWX TEKCTOB eVIHL, XpaHeHWs,

(KonmyecTBO)
e) CHATWNA C Y4YeTa BBUAY HENCNPaBUMbIX I'IOBpG)K,EI,EHI/IVI E€ANHNLL XPaHEHNA,
(KonnyecTBO)

)X) MPOBEAEHUST MUTPaLK
(1 3NEKTPOHHBIX A0KYMEHTOB Ha

(hm3n4ecKn 060COBIEHHBIX HOCUTESISX) eINHL, XpaHeHS.
(KonnyecTBO)
6. IMeeTca He BKHOYEHHbBIX B OMUCK €aVNHNL, XpaHEeHA.
(Konn4ecTBO)
7. /iToro no gaHHoMy (hoHAy (BK/MOUEHHbIX 1 HE BK/FOUEHHbIX B OMUCH),
MMELLUMXCA B HUTMHYNI €AVNHNLL XPaHEHWS.
(Konn4ecTBO)

8. XapaKTepuCTMKa YCNIOBUIA NX XPaHEHW.
OTpuuaTenbHble SBMEHNS B COCTOSHIN U YCOBUSIX XPaHEHWSI,

MpoBepKY MPOV3BOAVIIN:

HanmeHoBaHWe
[O/MKHOCTEN
PabOTHMKOB

(nognwuce) (pacwundgpoBka nognucu)

(nata)
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MpunoxeHue Ne 25

K VTHCTpyKLMK 0 nopsAfLKe opraHusaumnm
paboThbl apxnBoB (hefepalbHbIX CY40B
o6l el LpUCLNKLMM

(HanmeHoBaHwWe cypa)

AKT

« » Ne

O Bbiga4ye apXMBHbIX JOKYMEHTOB BO
BPEMEHHOE MO/1b30BaHNE

(HanmeHoOBaHUe opraHu3aumnn)

(mouToBBIN agpec)

OcHoBaHVe
Llenb Bblgaum AOKYMEHTOB

BblaatoTcs creaytoLye eamHuLbl XpaHeHus 13 doHaa Ne

(Ha3BaHwue)
Ne Onwucb Ne EanHnua 3aronoBok egnHuubl  KonnmyecTBO NUCTOB MpumeyaHusa
n/n XpaHeHus Ne XpaHeHUs (6anT)
1 2 3 4 5 6
Bcero BblAETCA €ANHNLL XPaHEHWA

(umdppamm 1 NPoONUChIO)

OOLLMM KOMYECTBOM JIUCTOB (6aiT)

(umdbpamn 1 NPoONUCHIO)

Ha CPOK

JOKYMeHTbI BblgaHbl B YMOPAAOYEHHOM  COCTOAHWMW, MOALMTHLI, B 00/10KKaX,
C MPOHyMeEPOBaHHbIMA MNCTaM N 3aBEPUTETIbHbIMIA HaAMNMACAMIA.

[IOKYMEHTbI Bbia:

PabOTHUK, OTBETCTBEHHbII
3a paboTy apxuBa cya

(nognwuce) (pacwumdgpoBka nognucum)

(nata)
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HavanibHWK 0TAena Aenonpov3BoaCcTea
(obuiero otaena) cyoa

(nognwuce) (pacwmdpoBka nognucu)

(pata)

Monyyatenb 0653yeTcs He MPefoCTaBNATb [OKYMEHTbI, MOJyYeHHble BO BPEMEHHOe
No/b30BaHWE, A1 NMPOCMOTPA, MPOC/YLUMBAHWUS WM MUCMOMb30BaHWA LPYTVIM OpraHu3aLmsm
1 MOCTOPOHHVM NMLIAM, He BblaBaTb MO HUM KOMWIA, BbIMMCOK M CMPaBOK, He MPOV3BOANTb
M3bATUA  KaKWUX-IMO0 YacTel M3 Bbl4aHHbIX [OKYMEHTOB, He My6/MKoBaTb [AOKYMEHTbI
6e3 paspelleHVs OpraHu3auyK, BblgaBlUed [OKYMeHTbl. [onydatenb  npedynpeXkaeH
00 OTBETCTBEHHOCTM 3a YTpaTy Wi MOBPEXAEHVE BblhaHHbIX [JOKYMEHTOB B COOTBETCTBUM
C 3aKOHOAATeNIbCTBOM Poccuiickon deaepauyn.

Monyyatenib 0653yeTcs BEPHYTb AOKYMEHTbI B aPXMB B YKa3aHHbIA B aKTe CPOK.

[JIOKYMEHTbI MPUHSI:

HanmMeHoBaHWe A0/MKHOCTY PaboTHUKA
OpraHu3aLym-nonyyarens

(nognwuce) (pacwmpposka nognucu)
(paTa)
JOKyMeHTbI caan:
HavimeHoBaHVe JO/MKHOCTI paboTHMKA
opraHusauumn-nonyyarens
(nognwuce) (pacwmdposka nognucu)

(nata)

[IOKYMEHTbI NPUHS:

PaGOTHWUK, OTBETCTBEHHbINA
3a paboTy apxuBa cy/a

(nognwuce) (pacumdpoBka nognucu)

(nata)
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MpunoxeHne Ne 26

K MTHCTpyKUUKM 0 nopagke

opraHusaunm paboTbl apxmBoB
thegepanbHbIX Cy[0B 06LLEN OPUCANKLNN

YTBEPXOAIO
(HanmeHoBaHWe cyaa)
AKT MpeacesaTens cyaa
« » Ne
(nognuchk) (pacwmdgposka noagnucu)
KOHBepTaunmu
3NeKTPOHHbIX apXUBHbIX LJOKYMEHTOB (nata)

B cBA3M C HEBO3MOXHOCTbI BOCMNPOU3BEAEHUSA, UCNONIb30BAHUA 3/TEKTPOHHbLIX apXUBHbLIX JOKYMEHTOB B popmaTax, B KOTOPbIX OHU 6bINN

NPUHATBLI HAa apXUBHOE XpPaHeEHMUE, 6blfla Npou3BefeHa KOHBepTauusa:
(pata nav neprog BpeMeHn)

ApxuB- 3arofioBOK K lcxogHoe McxopHble McxopHasn McxogHbli McxofHbli Hanme- [ata v Bpema  KOHTpPO/b- O6bem dopmar PUNO.
HbIii TEKCTY, HaMMEHO- faraun KOHTpPO/IbHasA 06bem thopmart HOBaHwue nocreAaHero  Had cymma (B 6alitax) thavina paboTHMKa,
wmdp fatamu BaHWe hanna Bpems cymma (B 6aiiTax) thanna thavina N3MeHeHUs (xeww- thaiina 3/1EKTPOH-  BbIMOMHMB-
perucTpa- 3/1eKTPOH- nocneg- (xew-cymma) thainna 3NeKT- 3NeKT- thaiina cymma) 3/1eKTPOH- Horo Lero
LUMOHHbIN HOro JOKY- Hero thavina 3N1eKTPOH- POHHOIO POHHOrO 3/1EKTPOH- thaina HOro [OKYMeHTa  KOHBepTa-
HoMep MeHTa N3MeHeHMs 3NEeKTPOH- Horo [JOKyMeHTa [OKyMeHTa Horo 3/MIEKTPOH-  I0KYMEHTa Lo
[OKY- thaiina Horo [JOKyMeHTa [JOKYMeHTa HOro
MeHTa 3/1eKTPOH- LOKyMeHTa LOKYMeHTa
Horo
JOKYMeHTa
1 2 3 4 5 6 7 8 9 10 n 12 13

McxoaHble haiibl 31eKTPOHHbBIX apXUBHBIX AJOKYMEHTOB COXPaHeHbI.

PaboTHNK, OTBETCTBEHHbI
3a paboTy apxuBa cyga

(nognwuce) (pacwudpoBKa nognucu)

(nata)
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MpunoxeHne No 27

K VIHCTpYKLUMK 0 NnopsijKe opraHun3auunm
paboTbl apxnBOB (hefepasbHbIX CyLOB
obuw el LpUCANKLNMN

KHUITA BblJAYW EANHNL, XPAHEHWA BO BPEMEHHOE NOJ/Ib3OBAHVE

HauaTta

OKOHYeHa

dopma TUTYNbHOTO INCTa KHATW BblAaum en

Ne HaunmeHoBaHMe Komy JaTta
n/n (Homep) BblfaHo, Bblfayn, NogNuch
BblAJaHHOTI0 C KakoW nuua, Nony4vyuBLLErO
LOKYMeHTa uenbto aeno
1 2 3 4
VToro B rogy BbloaHO M3 XpaHwiua Ne

PaGOTHUK, OTBETCTBEHHbIN]
3a paboTy apxuBa cyaa

(nognwuce)

(pata)

JaTa MpumeyaHnsa
BO3BpaTa
jena, nognuch
nuua,
BEpPHYBLUEro
aeno

5 6

(unpamn 1 NpoNUckIO)

eANHWL, XPaHEHWS,

(pacumdpoBka nognucum)



OX4 @

®oHA Ne

JaTa
MCNnonb3o-
BaHuA
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MpunoxeHue No 28

K HCTPYKLUNM 0 NOpSAAKe opraHusaummu
paboTbl apxMBOB (hefepanbHbIX CYA0B
obuwien topncanKunmn

(HaMmeHoBaHMe cyaa)

INCT UNCTOJ1Ib3OBAHVA AJOKYMEHTOB

Onncb Ne EavHmLa xpaHeHnsa Ne

Komy BblfaHo: XapaKTep ucnonb3osaHma Ne mcnosb30BaH- Moagnucb nuua,

hamunnus, (konupoBaHue, BbIMUCKMN, HbIX INCTOB Mcnonb3oBaBLUEro
UHULNanbI npocMoTp) aeno
(pasbopumBo)
2 3 4 5



O XX

P poHA
Ne
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MpunoxeHue Ne 29
K VIHCTpyKLMK 0 NopALKe opraHusaunm

paboTbl apx1MBOB (efepanbHbIX Cy0B
obuw e opnucanKunmn

(HanmeHoBaHMe cypa)

KAPTA-3AMECTUTE/Tb EOANHNLIbI XPAHEHNA

BblJAHO
Onucb Ne EanHunua Komy JaTta Moanwuce JaTta Moanwnceb
XpaHeHnsa Ne Bbljauu BO3BpaTa
2 3 4 5 6 7 8



MpunoxeHune Ne 30

K VIHCTpYKUMM 0 NopsigKe opraHmsaunm
paboThbl apxnBOB (hefepalbHbIX CYA0B
o6l en pucanKunmn

LLITAMIT «KOTMA BEPHA»
O1A 3ABEPEHUA COOTBETCTBUNA KON CYAEBHOIO AKTA MNOAIMHHUKY

«Konusa sepHa»
noAnNuCb Cybwn

HaunmeHoBaHMe JOMKHOCTY
YyMNO/THOMOYEHHOro paboTHMKa annapaTa
(hegepanbHOro cyfa obuwen LPUCANKLNN

(nognwuce) (MHULManel, pamuams)
« » 20 r.



MpunoxeHune No 31

K VIHCTPYKLUKN 0 nopsAgKe opraHumsaunm
paboThbl apxnBoB (pefepalbHbIX CY40B
obuwiel opncanKLUnmn

OBPA3EL, HAKNEWNKW
C 3BABEPUTENIbHOW HAAMUCHLIO, UCMNONB3YEMOW MPU ODOPMTEHUNN
3ABEPEHHbLIX KON CYAEBHbIX AKTOB

HaumeHoBaHue heaepanbHOro cyja
o6LLEN OpPUCANKLUN

MPOHYMepPOBaHO M CKPenJseHo
neyaTbo NNCTOB
NoANUCH
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MpunoxeHue Ne 32
K VNHCTpYKLMK 0 nopsAgKe opraHu3aunm

pa6boTbl apXnuBoB (hefepanbHbIX CYA0B
o6 el pUCANKLUN

Mpeacenatento cyaa

(®.1.0., npoueccyanbHoe NONOXKEHMWE, JaHHbIE JOKYMEHTA,
YAOCTOBEPSIIOLLETO JIMYHOCTb U NMOJTHOMOUNS)

MPOXVIBALOLLIETO M0 AIPECY:

HOMep KOHTaKTHOro TefiepoHa:

3asiBneHve
0 Bblgaye Konum cyaebHoro akra

1 TpoLuy BbiaaTb MHe KONMo(Mn) Cyae6HbIX aKTOB

(yKasaHue HauMeHOBaHWsS! U PEKBU3UTOB Cyle6HOr0 akTa)

rno aeny

Mopanncs/P.N.0. (pacLumgposarth):
« » 20 T

2. Konuto cyaeGHOro akta nosyyus

(P.M.0. 1 nognuce NMUa, NosyYMBLLErO KOMWUIO, AaTa BblAayun
Konumn)

3. Bblgan

(momxHocTb, ®.11.0., noanvck paboTHUKA annapara cyaa, BblAaBLUEro cyje6Hoe Aeno, aTa)
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MpunoxeHue Ne 33
K VIHCTpYKUUKN 0 NopsgKe opraHnsaunm

pa6oTbl apx1MBOB (heaepanbHbIX CYA0B
obuwei topncankKunmn

MpeacenaTento cyja

(P.1.0., npoueccyanbHOe NOMOXEHME,
JaHHble [OKYMeHTa, Y40CTOBEPSAIOLLEr0
JINYHOCTb M MOJTHOMOYUS)

NpoXwuBalwWero no agpecy:

HOMEP KOHTAKTHOTO TefedoHa:

3asaBneHune
0 Bblfgaye KONuu aygmosanmncm cyaebHoro sacegaHus

1. Mpowy BbIAaTb MHe Konuto(MnM) aypuosanumcu cyaebHOro s3acefaHums no peny

Moagnuce/®.N.0. (pacwndpoBaThb):

« » 20 r.

2. ONeKTPOHHbIi HOCUTENb MHPOPMALUN NpunaraeTcs.

3. Konunto 3NTEKTPOHHOIO HOCUTEeNnda nonydun

(®.1.0. n nognuckb NUUA, NOAYYUBLLIETO
KONuIo, AlaTa Bblgaun Konum)

4. Beblgan
(gomkHocTb, ®.1N.0., nognucb paboTHMKa annapara CyAa, BblAaBLUero

3NEKTPOHHbIN HOCUTENb, AaTa)



O XX
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MpunoxeHune Ne 34
K IHCTpYKLUN 0 nopssgKe opraHusaynm

paboTbl apXxnuBoB heAepanbHbIX CYA0B
o6 el PUCANKLUNN

(HanmeHoBaHWe cyaa)

Apnpecart

(MouTOBLIN agpec, NHAEKC)
(TenedpoH, hakc)

(appec 3NeKTPOHHOM MOYTbI)

APXUBHAA CMPABKA

Ne

(nata)
Ha Ne oT

TeKkcT

OcHoBaHMe:

Mpeacegatens cypa
(MHOE YNONMHOMOYEHHOE NNL,0)

(nognucsb) (pacumdpoBka nognucu)

(neuatnb)

McnonHuTenb

(dbamnnusa, nHuumansl, Homep TenegoHa)
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MpunoxeHne Ne 35

K VIHCTPYKLMK 0 NopsiiKe opraHusaymnm
paboTbl apXnBOB (efepasibHbIX CYA0B

obuieli opucanKunn

(HanmeHoBaHMe cyfa)

XKYPHAJ

perncrtpaunmnm BblgaHHbIX KONwuii, BbINUCOK, OOKYMEHTOB

Ne ABTOp JaTtan Copepxa- HasBaHue JaTtaun
n/n 3anpoca, permcTpayunoH- Hue BblJaHHOTO perucTtpa-
NCXOAAL NI HblA HOMEp 3anpoca OOKYMEHTa LMOHHbI
HOoMED, 3anpoca (konwns, HOMep
parta, agpec, BbIMNCKaA, BblJaHHOTO
HoMep cnpaBka v  [JOKYMeHTa
TenedoHa apyroe)

1 2 3 4 5 6

Pacnucka
B Mony-
yeHnn

nnn gaTta

oTrnpaBKwn

Mpume-
YyaHusA



O><X
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MpunoxeHne No 36

K HCTPYKUNM 0 NOpAAKe opraHusaumm
paboTbl apxMBOB (hefepasibHbIX CYA0B
o6l e pucauKLunmn

(HanmeHoBaHMe cyfa)

KAPTOUYKA TOCTE/TAXKHOIO
TOrNOIrPA®NYECKOI O YKASATESIA
CTEJIIAXK Ne APXVB OXPAHW/TLLE Ne
L kad Ne Monka Ne ®oHpA Ne Onucb No EgnHUL XpaHeHUN MpumevaHus
C Ne
no Ne
1 2 3 4 5 6



OXxX

(HaMMeHoBaHWe cyaa)

KAPTOYKA NMO®OHAOBOTIO

TOMOTPAPNYHECKOIO YKA3BATENA

POHJ Ne

HasBaHue poHpAa

100

MpunoxeHune Ne 37

K IHCTpYKUUKN 0 nopssigKe opraHusaunm
paboThbl apXxnBOB (hefepanbHbIX CyL0B
obuwen topncankKunmn

APXNBOXPAHWAWNLL, E Ne

Onunceb EgnHuny xpaHeHus
Ne c Ne

no Ne

Crennax Ll kat Ne Monka Ne MpumeyvyaHusa
Ne
3 4 5 6
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MpunoxeHune Ne 38

K VIHCTpYKUUN 0 nopssgKe opraHu3aumm
paboThbl apxnBoB (hefepalbHbIX CY40B
o6l el PUCANKLNN

YTBEPX OAIO
(HanmeHoBaHMe cyna)
AKT MpepcepaTtenb cyfa
<« » No
(nognwuce) (pacumgposka nognucu)
nprvema-nepefadyn apxmBHBbIX
LOKYMEHTOB cyfa npu (nata)
CMeHe npejcefaTtens cypa
HassaHue n No poHpga9
B cooTBETCTBUKN C NPUKa30OM Ne
nepepgan,
(®.1N.0. nepepgatoLLero) (P.N.0. npuHUMatoLLLero)

npuHAn B NPUCYTCTBUN KomMmuccun, O6pa3OBaHHOVI Ha OCHOBaHWW [faHHOrIo npukKasa,

LOKYMEHTblI apxuBa 3a

(roabt)
M CNpaBOYHbLIN annapaT K HUM.
No Ha3BaHune, HoOMep onucu fgen, KonnuecTtBo KonunyectBo MpumeyvaHna
n/n LOKYMEHTOB 3K3eMNNAPOB eANHUL,
onucu gen, XpaHeHUs
LOKYMEHTOB
1 2 3 4 5
MTOro npMHATO eAVHWNL XpaHeHNsdA, B TOM 4Yucre:
(undpamn 1 nponuckto)
Ha 6yMaXXHOM HocuTene eQVHNL XpaHeHUA,
(umppamm 1 NpoNUCLIO)
3NEeKTPOHHBIX eAVNHNL, XpaHeHunA,
(umnbpamun 1 NponNUCLIO)
7 onuceli B JK3emnnapax.
(undppamu 1 NpoNUCLIO) (umnbpamu 1 nponucklo)

CoCTOSSHUE AOKYMEHTOB M ONUCEN:
(obas xapakTepucTKa COCTOAHMS)

OfHOBpeMeHHO MepefatTCA
(Bug (b1) M cocTaB CNPaBOYHOrO annapara, ero 06beMbl 1 COCTOSAHUE)

9 Mpu nepegave ABYX 1 60siee apxXMBHbIX POHAOB Tab/MUHas YacTb aKTa PasfessieTcsl Ha NoApasfe/ibl, COOTBETCTBYOLLUE
(hoHAaM, Ha3BaHWs! NoAPa3fesioB COOTBETCTBYOT HOMEPY U HAVMEHOBaHUIO (DOH/O0B.
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CocToAHMEe NoMeleHunii apxmuBa

(obLasn xapaKTepuUCTMKa COCTOSAHNSA)

Hanunuue n coctossHWe 060pyfO0BaHUSA U MHBEHTapPS
(06Las XapaKTepUCTIKA COCTOSHUSA)

Mepepan:

(bamnnus, nHuumans) (nognwuce) (nata)
MpuHan:

(dbamnnus, nHnuymans) (noanwuce) (pata)

Mpepcesatenb KOMUCCUN:
(dbamnnus, nHMumManbl) (nognwuce) (nata)
YaeHbl KOMUCCUN:

(dbamnnus, nHuumansl) (moanwuchb) (nata)
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MpunoxeHne Ne 39

K MHCTPYKLUMKN 0 nopsajKe opraHu3aumm
pa6oTbl apxMBOB (hefepanbHbIX Cy0B
o6l el LpUucLNKLMM

JIOKyMeHTamK, YA0CTOBEPSOLLIMMUN JTNYHOCTb, SIB/ISIOTCS:

nacnopT rpaxjgaHuHa Pocculickoin depepaymnu;

BpeMeHHOEe YyAOCTOBEpPEHME NMUYHOCTU rpaxgaHuHa Pocculickoli ®epgepaymm no popme
Ne 2M (gna yTpaTMBLW WX MacnopT rpaxpjaH, a TakXe A8 rpaxpgaH, B OTHOWEHUN KOTOPbIX
40 Bblflayu nmacnopTa NPoOBOLUTCS AONONHUTENbHAsA MpoBepKa);

YAOCTOBEPEHMWE IMYHOCTU UMW BOEHHbI 6MNET BOEHHOCAYXallero;

nacnopT MopsKa;

obwerpaxgaHcKnuihi  3arpaHuMyHbln  nacnopT (gns nNpubbiBWKWX Ha BPEMEHHOEe
XUTenbcTBO B Poccuiickyto depepayunio rpaxpgaH Poccuum, NOCTOAHHO MPOXWUBAK LW UX
3a rpaHuuyen);

nacnopT WHOCTPAHHOro rpaxXgaHWHa nAM60 WHOW [JOKYMEHT, YCTAHOBJ/IEHHBbIN
thefepanbHbIM 3aKOHOM WAM NpU3HaBaeMblli B COOTBETCTBUU C MeXAYHApPOAHbLIM AOTF0OBOPOM
Poccuiickoli depepauumm B KayecTBe [JOKYMeHTa, YAOCTOBepslUW,ero AUYHOCTb, - ANA
MWHOCTPaHHbIX FpaxajaH;

paspeweHne Ha BpeEMEHHOE MPOXUBaHUe, BUL Ha XUTENbCTBO;

yAaocToBepeHUe bexeHua;

CBUAETENbCTBO O PAaCCMOTPEHUMN X0JaTaWcTBa 0 NPU3HAHUN GEXEHLEM;

LOKYMEHT, BbllaHHbI/A MHOCTPaHHbLIM FOCyfapCTBOM U MpU3HaBaeMblli B COOTBETCTBUU
C MeXfJyHapofjHbIM fporoBopom Poccuiickoii degepaumm B KaudecTBe [JOKYMEHTa,
YAOCTOBEPSA LW Er0 NMNYHOCTb Nuua 6e3 rpaxpgaHcTBa; WUHble JOKYMEHTbl, NMPeAYCMOTPEHHbIE
thefeparbHbIM 3aKOHOM WAW MPU3HaBaeMble B COOTBETCTBUU C MEXAYHApPOAHbIM LOFOBOPOM
Poccuiickoli ®epgepaynm B Ka4yecTBe JOKYMEHTOB, YAOCTOBEPA LW NX TNYHOCTb, - AN nuy 6e3
rpaxxfjaHcTBa;

yAOCTOBEpPEHUE afiBOKaTa;

pefaKLVWOHHOE YAOCTOBEPEHME AN XKXYypHANuUCTa;

ApYTrve JOKYMEHTbI, YAOCTOBEPSAO L, NEe NTUYHOCTh.



