CYJEBHBII JAEITAPTAMEHT ITP BEPXOBHOM CYIE
POCCUHUCKOU ®EJEPALINN

IIPUKA3
ot 2 nroys 2026 r. N 185

OB YTBEPXJEHUU UHCTPYKIIUU
O OPSIIKE OPTAHU3AIIUU PABOTHI APXUBOB ®EJIEPAJIBHBIX
CYJOB
OBIIEN IOPUCIUKIINA

B cootBerctBrM ¢ DenepanbHbIM 3aKOHOM OT 8 stHBaps 1998 r. N 7-®3 "O
Cynebnom pemnapramente npu BepxoBHom Cypae Poccuiickoit ®enepanun”
MPUKAa3bIBALO:

1. YTBepauth npuiiaraemyro MHCTpYKIHIO O MOPSAKE OPraHU3alUu padOThI
apXuBOB (heJiepabHBIX CYJI0B 00IIeH IopucaIuKIuy (qanee - MacTpyKus).

2. llpencemarensiM  KacCallMOHHBIX  CyJIOB  OOIIEH  FOPHUCIUKIIUY,
aneJUILIMOHHBIX CYJOB OOIIEN IOPUCIAUKIUHU, BEPXOBHBIX CYAOB PpECITyOJIHK,
KpaeBbIX M OOJACTHBIX CYZOB, CYJOB IOpOJOB (heNepaJbHOrO 3HAYEHMsI, CYJOB
aBTOHOMHOM 00JIaCTU W aBTOHOMHBIX OKPYIOB, PAaMOHHBIX, TOPOJACKUX H
MEKpPAaWOHHBIX CyJOB OpPraHW30BaTh W3ydYeHUE Ha3BaHHOM WHCTpykmuum wu
00EeCIIeYnTh €€ MPUMEHEHUE B IEATEIBHOCTH CYa.

3. IlpusHate yTpatuBmiuMu cuity npukaz CyaeOHOro aenaprameHTa IMpu
BepxoBnom Cyne Poccuiickoit ®@eneparuu ot 19 mapra 2019 r. N 56 "O6
yTBepxkaeHn NHCTPYKIIMU O TOPSIIKE OpraHu3alui KOMIUIEKTOBAHUSI, XpaHEHHUS],
ydyeTa M HCIOJIb30BaHUS JOKYMEHTOB (JIEKTPOHHBIX JOKYMEHTOB) B apXuBax
dbenepanbHbIX CyA0B 001IeH IopucIuKiu" u npukassl Cyne0Horo AenapTaMeHTa o
BHECEHMU B Hero u3MeHeHuu ot 16 urong 2019 r. N 147; ot 14 uronsa 2022 r. N 97;
oT 9 suBaps 2024 r. N 1; ot 29 mas 2024 r. N 124.

4. Hactosimuii mpruka3 BCTYMAET B CHITY CO JIHSI €r0 MOAMUCAHMUS.

I'eHepasibHBIN AUPEKTOP
I".BJIOITATHH

YTBepxkaeHa



npukazoMm Cyne0HOro aemapTaMeHTa
npu BepxoBaom Cyne

Poccuiickon denepanuu

ot 2 utoirst 2026 . N 185

WHCTPYKIIUA
O OPSIAKE OPTAHU3AIIMU PABOTHI APXUBOB ®EJIEPAJIBHBIX
CYJOB
OBIIEN IOPUCIUKIINA

1. O0mMe mMoJI0KeHUA

1.1. MuCTpyKIMS O MOpsiAKE OpraHu3ali padOThl apXWBOB (eaepaibHbIX
CyZ10B 00111el ropucaukimu (nanee - MHCTpyKIus) SBISE€TCS HOPMATUBHBIM aKTOM,
pa3paboTaHHBIM Ha OCHOBaHUM (heepajbHbIX KOHCTUTYLHOHHBIX 3aKOHOB OT 31
nekadpst 1996 r. N 1-®K3 "O cynebHoii cucreme Poccuiickoit ®enepanuu”, ot 7
deBpans 2011 r. N 1-OK3 "O cynmax obmel ropucaukiuu B Poccuiickoit
®denepanuu”, GpeaepanbHbiX 3aKk0HOB OT § stHBaps 1998 r. N 7-d3 "O Cynebnom
nenaptamente npu BepxoBHom Cygne Poccuiickoit ®@enepanuu’, ot 22 oKTI0ps
2004 1. N 125-®3 "O6 apxuBHOM jnene B Poccuiickoit ®eneparuu", I[lpaBun
OpraHu3allid XpaHEHHUs, KOMIJIEKTOBAHUSA, y4€Ta U HCIOIb30BaHUA JOKYMEHTOB
ApxusHoro ¢gonna Poccuiickoit denepauuu 1 Apyrux apXUBHBIX JTOKYMEHTOB B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABIICHUS U OpraHU3ALMIX,
YTBEPXKIAEHHBIX NprKa3zoM PenepanbHOrO apXUuBHOTO areHTcTBa oT 31 mrons 2023
r. N 77 (nanee - IlpaBusia N 77), npyrux HOpMaTUBHBIX ITPaBOBBIX aKTOB B cepe
apXMBHOTIO JieJa U JeJONPOU3BOACTBA, CYyJI€OHOTO IETONPOU3BOJICTBRA.

1.2. Hacrosimas WucTpykuus pazpaboTaHa B LENsSX OOECHeUeHHUs €IUHOTO
NOpsi/IKa OpraHu3ally KOMIUIEKTOBAaHUS, XpaHEHUs, ydyeTa U HCIOJIb30BaHUS
JIOKYMEHTOB  (RJIEKTPOHHBIX  JOKYMEHTOB) KAacCCallMOHHBIX CYJOB  0OIIen
IOPUCAUKIINY, aNeJUIIMOHHBIX CYJOB OOIIeH FOPHUCIUKIINHM, BEPXOBHBIX CY/IOB
pecnyOuK, KpaeBbIX U 00JACTHBIX CY0B, CYJI0B FOPOJOB (peiepanbHOro 3HaUYEHUs,
CYJOB aBTOHOMHOW 0O0JIACTH W aBTOHOMHBIX OKPYTOB, PallOHHBIX, TOPOACKUX H
MEXpalOHHBIX CyNIOB (Z1ajee - CyIbl, Cyl, pallOHHBIE CY/bl), a TAKKE OMpeIesieT
paBHIa:

COCTaBJICHUS] HOMEHKJIATYpbl J€1 CyJa, ONMCEW Ael, JOKYMEHTOB (OmMCen
AIIEKTPOHHBIX JTOKYMEHTOB <1>) cyna;

<1> DJeKTpOHHOE JAENO - DJIEKTPOHHBIM JOKYMEHT WA COBOKYIHOCTH
JJIEKTPOHHBIX JOKYMEHTOB M METaJaHHBIX K HHUM, C(QOPMHUPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATYPOU JEl.



IMPOBCACHUS SKCIICPTU3bI HCHHOCTHU JOKYMCHTOB,

O(bOpMJICHHH ACI U UHBIX TOKYMCHTOB K ITOCJICAYIOIICMY XPAHCHHUIO B ApXHUBC
CyAaa,

nepeaadu e (AMEKTPOHHBIX JeIT) B apXUB CY/a;
0T0Opa JOKYMEHTOB Ha YHUUYTOKEHUE;

BEJICHUA ydeTa Jel <l>, HaXOISIMXCsl B apXUBE CYJ1a, IPOBEPKU UX HATUMYMS
1 COCTOSIHMS,

<1> Jleno - odopMJICHHOE B COOTBETCTBHH C TPEOOBAHUSMHU HACTOSIICH
Nuctpykiuu neno (cyaedHoe J1e10, MPOU3BOACTBO, MaTepHall, Hapsi, 1eJI0 OOIIEro
JIEIIONPOU3BOCTBA, JIEJI0 10 JUYHOMY COCTaBy M JAPYrue JOKYMEHTHI CyJa), B TOM
YyucIe B 3JIEKTPOHHOU (hopMe.

opraHu3anuu HCIIOJb30BaHMA ACJI, HAXOMAIHUXCA B apXHMBC Cydad, H
o0ecIeYeHMS NX COXpPAaHHOCTH,

nepcaadu aACj Ha XpaHCHUC B I‘OCYI[EIpCTBGHHBIfI dPXUB.

1.3. 3amaun u QyHKOUM apxuBa CyJaa ONPEACIISIIOTCS IOJO0KEHHUEM,
pa3pabaTbiBaeMbIM Ha OCHOBE [IprMepHOro mosioxkeHus 00 apXuBe OpraHHU3alllH,
YTBEPAKIAEHHOTO nprkazoM denepanbHOro apXMBHOTO areHTCTBA.

[Tonoxenue o pabore apxuBa CyJa yTBEPXKIACTCsS MPUKA30M MpeceaaTens
cyna.

1.4. Tlpuka3zom (pacmopsbKeHHEM) TMpeacenaresis Ccyaa Ha3HayarTcs
PabOTHUKH, OTBETCTBEHHBIC 32 pabOTy apXHBa Cy/a.

1.5. CornacoBanue (yTBEpKII€HHE) HOMEHKJIATYPHI €N CyJa, OMUCEd e,
JIOKYMEHTOB Cy/1a (J1ajiee - OMUCh J€T), ONUCEHN AJIEKTPOHHBIX JOKYMEHTOB U APYTHX
JIOKyMEHTOB C AKCIIEPTHO-MPOBEPOUHOMN KOMUCCUEN benepanbHOTrO
rOCyAapCTBEHHOTO apXWBa WJIM YIOJHOMOYEHHOIO OpraHa HCIHOJHUTEIbHON
Bractu cyoOwbekta Poccuiickoii dexnepanu B 00JacTU apXWMBHOTO Jeja U
nenornpousBoAcTBa (nanee - OIIK apXuBHOTrO yuypexkAeHHs) OCYLIECTBISETCS
CyJlaM{, BBICTYMAIOUIMMU HCTOYHUKAMHM KOMIUIEKTOBAaHUSI TOCYAapCTBEHHBIX
apXvMBOB, JHOO TMpPU HAJIUMYUM COOTBETCTBYIOIIETO JIOTOBOpa C apXHMBHBIM
YUPEKIACHUEM.

Cy,[[BI, HC BBICTYIIAOONIUEC MCTOYHHUKAMU KOMIUICKTOBAHUA T'OCYAAPCTBCHHOI'O
apxXuBa, h15(e10) IIpu OTCYTCTBHHU COOTBCTCTBYIOIICIO JOTOBOpa C apXWBHBIM



YUPEKICHUEM YTBEPKAAOT HOMEHKIATypy JeJl CyAa, ONMCU AN WU Jpyrue
JIOKYMEHTBI CyZja CAMOCTOSITEIBHO.

1.6. Ilpy HanMUUM TEXHUYECKOM BO3MOXKHOCTH (POPMUPYIOTCS 3JIEKTPOHHBIE
nena. OpraHuzanus KOMIUIEKTOBAHMS, XPAHEHHs, Yy4Ye€Ta W HUCIOJIb30BaHUSA
DNEKTPOHHBIX AN W JOKYMEHTOB CYAOB OCYIIECTBISECTCS B COOTBETCTBHM C
TpeOoBaHUSAMU HacTose NHCTpyKIMH.

1.7. Tloctynnenne B penepanbHbIe Cyabl OOIICH IOPUCIUKITUN TOKYMEHTOB B
AJIIEKTPOHHOM BHUJIE€ B COOTBETCTBUM ¢ TpeOoBaHusimu I[lopsnka mnogaun B
benepanbHbIe CyIbI OOIIEH IOPUCAUKIIMN JOKYMEHTOB B JIEKTPOHHOM BHUJIE, B TOM
yucie B GopMe IEKTPOHHOTO JOKYMEHTA, YTBEP>KAEeHHOTO nprkazoM CyneOHOro
nenapramenTa npu BepxoBHoMm Cyne Poccuniickoit @enepanuu.

1.8.  JeuctBue Hactosimen MHCTpyknMM HE pacnpoCTpaHsAETCs Ha
OpraHU3alii0 KOMIUIEKTOBaHUS, XPAHEHUs, y4eTa U UCIOJIb30BAHMS TOKYMEHTOB,
COJIEpKAIlUX CBEJEHUS, COCTABIIIFOLINE ITOCYTapPCTBEHHYIO TalHY.

1.9. Tlopsaok opraHu3anuu KOMIUIEKTOBaHMS, XpAaHEHWs, ydeTa U
UCIIOJIb30BAaHUSl  JIOKYMEHTOB  OKPYXHBIX  ((PJIOTCKMX) BOEHHBIX  CYJIOB,
TapHU30HHBIX BOEHHBIX CYJOB ONPENESAETCS B COOTBETCTBUU C MHCTPYKUHUEH IO
JIEJIONPOU3BOACTBY B BOEHHBIX Cylax, YTBEpKIeHHOM mnpukazoM CyaeOHOro
nenapramenTa npu Bepxosaom Cyne Poccniickon @enepanun.

1.10. KomruiekToBaHHWe, XpaHEHHE, Y4Y€T W HCHOJb30BAHHE PEIICHUU U
MaTepUaJioB, IIOCTYIIMBIIMX M3 TPETEUCKUX CYHAOB, OCYILIECTBIACTCS B
COOTBETCTBHH C TpeOOBaHUSMU HacTosIe MHCTpyKIUU.

1.11. Tlopsimox mepemaund apXWBHBIX JOKYMEHTOB CyJa B OOBEIMHEHHBIN
CyleOHbIA apXWB W TOPSIOK MX XPaHEHUsS B TAKUX apXWUBaX YCTaHABIMBACTCS
MPUMEPHBIM TIOJIOKEHUEM O TIOpPSIIKE OpraHu3anuu padboThl OO0OBEIUHEHHBIX
CyleOHBIX apXUBOB, YTBEpPXKJICHHBIM TpukazoM CyaeOHOro aenapraMeHTa Mpu
Bepxosaom Cyne Poccutickoit @enepanum.

2. CocTraBJ/ieHHe CBOITHOM HOMEHKJIATYPHI J1eJ1, HAPHAI0B
U MPOM3BO/ICTB Cy/Aa

2.1. JlokyMeHTBI, 0Opa3oBaBIIHECs B MPOIIECCE MSATEIIBHOCTH cya (YUYTEHHbBIC
B CyI€ BXOJAIINE, WCXOAIINEe, BHYTPCHHHE JOKYMEHTBHI), COCTABIISIIOT
JTOKYMEHTAJIBHBIN (POH] Cy/a.

Enuaunedt  knaccupukanmu W CHCTEMAaTH3allid  JIOKYMEHTOB  (TI0
CTPYKTYPHOMY, (DYHKIITMOHAJIILHOMY, TEMAaTHYECKOMY TIpU3HAKAM U CpPOKaM
XpaHEeHUs], BHE 3aBUCUMOCTHU OT BHJIa HOCUTENSI MHPOPMAIIUK) B JJOKYyMEHTATHBHOM
dbone SBISIETCS AEIIO.



Jlist yaeta nen, coAepikamux MTOKYMEHTHI JTOKyYMEHTalnbHOTO (GoHAa cyha,
COCTAaBJISIETCS] HOMEHKJIATYypa Jie] cya (J1ajiee - HOMEHKJIaTypa, HOMEHKIIaTypa J1eh)
(mpuioxenue N 2 k HacTosiel MHCTpyKIuM).

Homenknartypa gen - opopmiieHHbIH B YCTaHOBJIEHHOM MOPSAKE AOKYMEHT,
COJIEpKalllMii CUCTEMATU3UPOBAHHBIA MEPEUYCHb 3arojlOBKOB (HAMMEHOBAHUM)
CyIeOHBIX NIel, HapsA0B, KHUT W XypHAJOB perucTpanuu (ydera) TOKYMEHTOB,
pEeecTpoB, KapTouek, 0a3 JaHHBIX, B TOM YUCJIE JOKYMEHTBI, COJICPKAIINUE CBEICHUS
OTPaHUYECHHOTO JOCTYIA, 3aBOJAMMBIX B CYJACOHBIX KOJUICTUSX, CYJACOHBIX COCTaBAX,
MOCTOSTHHBIX CYJICOHBIX MPUCYTCTBUAX, CTPYKTYPHBIX TIOJIPA3ACICHHIX Cya, JIN00
0 OTPEJIETICHHBIM HAIIPaBJICHUSAM JIEITEILHOCTH cya (€ciu anmnapar cyia COCTOUT
U3 pabOTHUKOB, 3aMEMIAIONINX OT/AEJbHBIE JIOJDKHOCTH) C YKa3aHUEM CPOKOB HX
XpaHEHHUsI, OTPAKAIOIINM COCTAB U OPraHU3aIMIO JOKYMEHTAJILHOTO (DOHa Cy/a.

He BxiroyaroTcs B HOMEHKJIATYPY el MEPUOAUMYECKUE W3JIAHUSA, KHUTH,
OpOUIOPHI.

2.2. Homenkiiatypa nen npeaHa3HadyeHa Juisi OpraHu3alrdy yueTa JOKYMEHTOB
B JICJIONIPOU3BOJCTBE CYJa, TPYNIUPOBKH HCIOJHEHHBIX JOKYMEHTOB B JI€Na,
HapsAbl U IPOU3BOJCTBA, UX CUCTEMATU3ALNY, NHAEKCALMH U ONIPEIEIICHHS CPOKOB
XpaHEHHS.

Homenknarypa nen sBIsi€TCA OCHOBOM I COCTaBJICHUSI OIIUCEN €Il
MOCTOSTHHOT'O ¥ BpEMEHHBIX (CBhbIIE 10 JIeT) CPOKOB XpaHEHHUs, a TAKKE JIJISl yUeTa
Jen BpeMeHHbIX (10 10 JieT BKIIOUUTENIBHO) CPOKOB XpaHEHUS.

2.3. Ilpm cocrtaBneHMH HOMEHKJIATYpbl JE€N CIEAYeT PYKOBOACTBOBATHCS
IpoLeCCyalbHbIM 3aKOHOAATEIBCTBOM, HOPMATMBHBIMU IIPABOBBIMM aKTaMH |
METOJUYECKUMH JOKYMEHTaMu B cdepe oOpraHu3alud IeONpPOU3BOACTBA U
apXMBHOIO JeJa, MOJ0KEHUEM 00 ammapare cyJa, NOJIOKEHUSIMU O CTPYKTYPHBIX
NOJpA3IENEHUsIX CyJa, IUTATHBIM pACHUCAaHUEM, JCUCTBYIOIIMM IEPEYHEM
JOKYMEHTOB, OOpa3yIoIUXCs B IPOLECCE IEATENbHOCTH (eAepalbHbIX CYAOB
oOmel IOpUCAMKLIMK, C YKa3aHHMEeM CpOKOB XxpaHeHus (nanee - IlepeueHb
JIOKYMEHTOB), @ TAK’K€ HOMEHKJIATypaMH JIeN 3a MPEIIECTBYIOUIUE TOIbI.

2.4. B nensix coctaBiieHUs HOMEHKJIATYPHI JIe]1 Ha O4epeTHOM To1 10 1 HOsOps
TEKYIIEro roja pabOTHUKOM, OTBETCTBEHHBIM 3a BEJEHHUE JIEJIONMPOU3BOJICTBA B
CyZ1IeOHOM KOJIJIETUH, Cy/IeOHOM COCTaBe, MOCTOSTHHOM Cy/1€0HOM MPUCYTCTBUU WU
CTPYKTYPHOM TIOJpa3JeiCHUH CyJla B OTIEN JEIONpOou3BOACTBa (00Ut OTmeN)
MPEJCTABISAIOTCA TMOJMUCAaHHBIE COOTBETCTBYIOIIMM IMpejicenaresieM CyneOHon
KOJIJIETHH, CyICOHOTO COCTaBa, HAYaIbHUKOM CTPYKTYPHOTO MOJIpa3ie/IeHUs], UHBIM
YIOJIHOMOUYEHHBIM TIpecesiaTe]IeM Cyaa JUIoM (B TIOCTOSIHHOM CyJeOHOM
MPUCYTCTBUM) M COTJIACOBaHHBIE C HAYaJIbHUKOM OTJea JeJIONpPOU3BOACTBA
(obmiero otnena) U paOOTHUKOM, OTBETCTBEHHBIM 3a paboOTy apxuBa Cyla,
NpEeUIOKEeHUsT JUIsl BKJIIOYEHUS] B HOMEHKJIATypy nen (mpuioxkenue N 1 k
Hacrosied MHCTpyKun).



2.5. Ha ocHOBe mpemioxkeHud CyAeOHBIX KOJUIETHH, CyIeOHBIX COCTaBOB,
MOCTOSTHHBIX CyNEeOHBIX MPHUCYTCTBUH W CTPYKTYPHBIX TIOJpa3ieleHU cyna
OTJIEJIOM JCIOTPON3BOACTBA (OOIIUM OT/IETIOM) WJIH paOOTHUKOM, OTBETCTBEHHBIM
3a BEJCHHE JCIIONMPON3BOACTBA, COCTABISETCS HOMEHKIIATypa JeN Ha O4YepeaHON
KaJICHIapHBIN TOJ.

HomeHnknatypa ngem COCTOMT U3 pa3/iesioB, HAWMEHOBAHMS KOTOPBIX
COOTBETCTBYIOT HAMMEHOBAHUSM TNOAPA3ACICHUN Cylla, pPAaCHOJIOKCHHBIX B
COOTBETCTBHM CO CTPYKTYpOHM CyJa, JMOO W3 pa3lejoB COIVIACHO HAlpaBJICHUAM
JEATEIbHOCTH Cyna (eciM ammapaTr cyAa COCTOMT U3 PaOOTHUKOB, 3aMEILAFOIINX
OTJICJIbHBIE JIOJDKHOCTH), PACHOJIOKEHHBIX C YYeTOM JEHUCTBYIOLIEH CXEMBI
noctpoeHusi [lepednst TOKyMEHTOB.

2.6. Homenknarypa nen Bu3upyercs pabOTHUKOM, OTBETCTBEHHBIM 32 padoTy
apxXuBa CyJa, MOJNUCHIBAETCA HAYAJIbHUKOM OTZEJNa JIEJONPOU3BOJACTBA (0O0IIEro
OTJIe]a), COTJIACOBBIBAETCS C OHKCIEPTHOM KOMHCCHEH CcylJa M YTBEpPKIAETCs
npejacenaresnaeM cya.

OmuH pa3 B 5 J€T CyHd, BBICTYMAIOUMA HMCTOYHUKOM KOMIUICKTOBAHMS
roCyJapCTBEHHOTO apxXuBa, JUOO0 TPH HAJIWYUU COOTBETCTBYIOIIETO JOTOBOpa
COTJIACOBBIBAET HOMEHKIATypy JAen ¢ coorBercTByromein OIIK  apxuBHOro
YUPEKICHHUS.

2.7. HOMGHKHaTypa JCJI BBOJIUTCIA B IIGIZCTBPIG c 1 SAHBapA CICAYIOLICTO
KaJICHAAPHOTO IojJa.

2.8. Homenkmatypa e coCTaBIIIETCS B ABYX DK3EMILIAPAX:

NEPBBIA IK3EMIULIP YTBEPKIACHHOM HOMEHKJIATYphI SIBISETCS JTOKYMEHTOM
MIOCTOSTHHOTO XPaHCHWsI, TOMEIIACTCS B OTHACIBHOE JEeJ0 M BKIIIOYACTCS B
HOMEHKJIaTypy B pa3iell OT/ela IeI0NPOou3BoICcTBa (00IIero oTaena);

BTOpOfI OK3CMILIAP MEPEAACTCA B apXUB Cydd B KAYCCTBC YUYCTHOT'O JOKYMCHTA.

B cynmax, BeICTyNaroIIMX HCTOYHUKOM KOMIUIEKTOBAHUS T'OCYIapCTBEHHOIO
apxvMBa, WIA TMNpPU HAIUYUKM COOTBETCTBYIOUIEIO JIOTOBOpAa C AapXMBHBIM
YUpPEXKIACHUEM HOMEHKIIATypa JeJl COCTaBIsIeTCA B TPEX HK3EMIUISpAX; TPETUi
HK3EMIUISP MEePEaeTCsi B COOTBETCTBYIOIIMI TOCYIapCTBEHHBIN apXHB, apXUBHOE
yUpexaACHHE.

B xkagectBe pabodero sk3eMmIuIsipa B OTHEJE JACIONMPOM3BOJACTBA (0OIIEM
OTJIEJIE) UCIIOIB3YETCS KOMUS YTBEPKJICHHOW HOMEHKIIATYPbI JE.

Homenkinatypa nen Ha ouepeqHON Toj pacchliaeTcsi B CyAeOHbIE KOJUIETUH,
CyleOHbIE COCTaBbl, TIOCTOSHHbIE CYJI€OHbIE MPUCYTCTBUS, CTPYKTYpPHBIE
NOJIpa3/IeJICHUs Cy/la B 3JEKTPOHHOM BHJIE WM B BUJE KONUN COOTBETCTBYIOIINX



pa3zesioB Ha OyMa)KHOM HOCHUTEJIE.

2.9. VYTouHeHMs B 3aroJIOBKM JIe1 W HOBbIE 3arojlOBKA JieJl, He
NPEAyCMOTPEHHbIE  YTBEP)KJICHHOW  HOMEHKJIATYpOW  JieJl, BHOCATCA B
COOTBETCTBYIOILIME pa3/ieiibl HOMEHKIATypbl. HOBBIE 3ar0/I0BKH 1€ BKIIOYAKOTCS B
IPELYCMOTPEHHBIE JJI 3TOTO PE3EPBHBIE HOMEPA.

[To 3aBepmieHnM TO/1a TaHHBIE 00 U3MEHEHUAX U JOMOJIHCHUSIX, BHECCHHBIX B
paszensl HOMEHKJIATYphl Jell, BMECTE C UTOTOBBIMH 3alUCSIMU O KaTEropusix U
KOJIMYECTBE JI€J, 3aBEJCHHBIX B CyA€OHOM KOJJIETMHM, CYJeOHOM COCTaBe,
MOCTOSIHHOM CYJ€OHOM TPUCYTCTBUU, CTPYKTYPHOM TMOJpPA3ACICHUA CyJa B
TEUYEHUE To/ia, MepeaatoTcs B OTACI JeIONPOU3BOACTBA (OOIIHI OTaeN).

Otnenom nenonpou3BOACTBa (OOIIMM OTJEIOM) Ha OCHOBE ITOJTYYEHHBIX
JTAHHBIX 00 M3MEHEHUSX U JOMOJHEHUSIX, BHECEHHBIX B pa3Jielibl HOMEHKJIATYPbI
JieJ, TOTOBUTCS JIOTIOJTHEHHWE K HOMEHKJIAType, B KOTOPOM TMOCIEI0BATEIbHO B
COOTBETCTBUM C paszieidaMd HOMEHKJIATyphl YKa3bIBalOTCS 3aroJIOBKM J€J, He
MPElyCMOTPEHHBIE YTBEPKICHHBIM SK3EMILIIPOM HOMEHKIIATYPHI.

JlomonHeHne K  YTBEP)KJIECHHOM HOMEHKJIAType Jed  IOJIMUCHIBAeTCA
HayaJbHUKOM OTJAENa JIeJIONPOu3BoJicTBa (00IIero oTxaena), BU3UPYETCS
pabOTHUKOM, OTBETCTBCHHBIM 3a pabOTy apxuBa Cy/aa, COTJIACOBBIBACTCS
IKCIIEPTHON KOMHUCCHEH CyJa W yTBEp)KIaeTcs MpeaceaareseM Cyaa, Mocie Yero
BMECTE C UTOTOBOM 3aIMChI0 O KATETOPUSX U KOJIMYECTBE JIETI, 3aBEICHHBIX B CY/IC
B TEUCHUE TO/a, MPHUOOIIACTCS K YTBEPKACHHOMY dK3EMILISIPY HOMEHKIIATYPHI.

Pabounii  3K3eMIUIsIp  HOMEHKJIATyphl /€1 ~ XpaHUTCA B  OTHENe
JIeJIONPOU3BOCTBA (00IIEM OT/IENe) 10 TEX MOp, MOKa Ha Jiena, CPOPMUPOBAHHBIE B
COOTBETCTBUH C HOMEHKIJIATYpPOH JieJ1, He OyAYyT COCTaBJIEHBI OMUCH JEJI.

2.10. B cnydae u3mMeHeHUs1 CTPYKTYphl cyaa (ynpa3gHEeHUE, peopraHu3alus
CTPYKTYpHOIO  MOApAa3leiI€HHUs] CyAa, CO3JaHUE HOBOIO  CTPYKTYpPHOTO
NOJIpa3/ieNiCeHUsl CcyZa) HOMEHKJIAaTypa JEJ COCTaBIIIETCS 3aHOBO W IOJICKUT
COIJIaCOBAHUIO U YTBEP/KIACHUIO B YCTAHOBJICHHOM ITOPSIJIKE.

Homenknatypa nen BHOBb CO3aHHOTO CTPYKTYPHOTO MOJpa3lelieHus: cyaa
pa3palaTbIiBaeTCsl U MPEACTABISETCS PaOOTHUKOM, OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOACTBA B CTPYKTYPHOM MOJPA3IECICHUH, B OTAEN JEIONPOU3BOICTBA
(oOmuii otaen) uinm pabOTHUKY, OTBETCTBEHHOMY 3a BEJICHHUE JCJIONPOU3BOICTBA
cyna (ecnu ammapar cyaa COCTOMT W3 Pa0OTHUKOB, 3aMENIAIONIUX OTIEIbHbIE
JIOJDKHOCTH ), B MECSIYHBIN CPOK.

B wunHBIX ciydasx (HampuMmep, W3MEHEHHE CPOKOB XpaHEHUsI JIOKYMEHTOB
HOBbIM IlepeuHeM [TOKYMEHTOB M JApPYroe) IMOBTOPHOE COTJIACOBAHHME MPOEKTa
HoMmeHKJaTyphl ¢ DI1K apxuBHOTO yupekaeHus He TpedyeTcs.



2.11. I'padpl HOMEHKIATYPHI J1€]1 3aMOTHSIIOTCS CIETYIOIUM 00pa3oMm.

2.11.1. B rpade 1 (uuaekc nena) HOMEHKIATYPBI ]I TPOCTABIISIOTCS HHACKCHI
KOKJOTO JieJla, BKJIIOYEHHOTO B HOMEHKIATypy. MHAEKC nena COCTOUT H3
YCTaHOBJICHHOTO B CyJe HU(POBOro WM OYKBEHHOTO O0O3HAauYeHUs Cy/eOHOM
KOJUIETUH, CyneOHOTO  COCTaBa, IOCTOSHHOIO  CyA€OHOro  MPUCYTCTBHS,
CTPYKTYPHOTO TOAPA3ACIICHUS, HAIIPABICHUS ACATEIBHOCTU CyJa (eciid ammapar
CyJla COCTOMT U3 pPaOOTHUKOB, 3aMELIAIOIIMX OTAEJIbHBIE JOJDKHOCTH) H
MOPSIKOBOTO HOMEpa 3arojoBKa Jieda MO0 HOMEHKJIAType B mpeaenax CyAeOHOU
KOJUIETUH, CylneOHOrO  COCTaBa, IOCTOSHHOIO CyA€OHOro  MPUCYTCTBHS,
CTPYKTYPHOT'O TOJIpa3JeieHUs] WM HAIpaBJICHUS ACSITENbHOCTU cyaa. MHaekch
nen obo3HavaroTcst apadckumu mudpamu. Hampumep: 02-03, roe 02 - mHIekc
CTpYKTypHOro mnojapazaenenusi, 03 - MOpsSAKOBBI HOMEp 3arojioBka jelia IIo
HOMEHKJIAType.

2.11.2. B rpady 2 HOMEHKIATYphI Je] BKIIOYAIOTCS 3ar0JOBKHU €N (TOMOB),
KOTOpBIE OTPAKAIOT OCHOBHOE COJEpPKAHHE W COCTaB JIOKYMEHTOB nena. I[lpu
COCTABJICHMHM 3arojIOBKOB i€ JUIsi HOMEHKJIATyphl CIIEQYeT HCIOJIb30BaTh
HAaUMEHOBAHUS TOKYMEHTOB, UMEIOIUXcs B [lepeuHe TOKyMEHTOB, C JOMOJIHEHUEM
3aroJ0OBKOB KOHKPETHBIM COJICp>KaHHEM U JPYTUMHU HEOOXOJIUMBIMU DJIEMEHTaMU
3aroJ0BKa, MPEyCMOTPEHHBIMUA HOPMATUBHBIMU IIPABOBBIMU aKTaMU, B TOM YHCIIE
periIaMeHTHUPYIOLIUMH BOIIPOCHI JEIONPOU3BOACTBA U APXUBHOIO JIEIIA.

HOpHI[OK PAaCIIOJIOKCHU 3aroJIOBKOB [CJI BHYTPHU pas3acjioB U IIOAPA3ACIIOB
HOMCHKIJIATYPhbI pi(SA | OIpCACIIACTCA CTCIICHBIO Ba’*XHOCTH AOKYMCHTOB,
COCTAaBJIAIOIMUX ACJIa, U UX B3aUMOCBA3bIO.

Bnavane pacrnosararoTcs 3aroJIOBKM e, COAepKaliie OpraHu3allMOHHO-
pacropsiAMTENbHYIO JIOKyMEHTaluio. Jlajee pacnojiararoTcsi 3arojioBKU e,
cojeprKalye MIAaHOBbIE U OTYETHBIC JIOKYMEHTHI.

3aroyioBOK Jena JOJKEH OTpakaTh MPHU3HAK (IMIPU3HAKH), IO KOTOPOMY(BIM)
OHO CPOPMHUPOBAHO:

HOMUHAJIBHBIA - Ha3BaHWE BUAA jena (mepenucka, >KypHai, AeJ0) WX Buja
JIOKYMEHTOB, BKJIFOUEHHBIX B J1€JI0 (IPOTOKOJIbI, IPUKA3bI);

ABTOPCKMH - HAaMEHOBAHME ITOCTOSIHHO JACHCTBYIOIIETO WJIA BPEMEHHOTO
oprasa, IOJGKHOCTHOTO WJIM MHOTO JIMIIA, CO3/IaBIINX TOKYMEHT(bI);

KOpp@CHOH}ICHTCKI/Iﬁ - HaMMCHOBAHHUC OpraHu3aluv, JHMlda, KOTOPOMY
aIPCCOBAHbI UJIM OT KOTOPOTO IMOJIYHYCHBI IOKYMCHTHI,

HpGI[MGTHO-BOHpOCHBIfI - KpaTKOC COJACPIKAHHUC NOKYMCHTOB JICJIa,

XPOHOJIOTUUECKUH - fara (Iepuoj), K KOTOpOoH(OMy) OTHOCSATCS JOKYMEHTBI



Jiena;

reorpaduyecKuil - Ha3BaHUE MECTHOCTHU (TEpPUTOPHUH), C KOTOPOMl CBSA3aHO
coJiepKaHue TOKYMEHTOB JIeJa;

YKa3aHWC Ha KOIMUMHOCTh JAOKYMCHTOB JACJIa.

He nomyckaeTcs ucnonb30BaHNe HAMMEHOBAHH 3ar0JIOBKOB JI€JT, KOTOPBIE HE
OTpaKaroT COJIEP’KaHNE M COCTAB JOKYMEHTOB JIeN (HampuMep: pa3Hbie MaTepUalbl,
o0miasi mepenucka M TOMY IOJO00HOE), a TaKK€ BBOJHBIX CJIIOB W CIIOXKHBIX
CUHTaKCUYECKUX 000POTOB.

B 3aronoBkax nen, colepxamux JTOKYMEHTHI MO OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX IIOCJIEOBATEILHOCTRIO JICJIONPOM3BOJICTBA, B KadecTBE BHIA Jeja
ynoTpebsgercss TepMUH "HOKyMEHTHI", a B KOHIIE 3arojiloBKa B CKOOKax
YKa3bIBAaIOTCSI OCHOBHBIC PA3HOBUIHOCTH JIOKYMEHTOB, KOTOPBIC TOJKHBI OBITH B
Jene.

TepMmuH "MOKyMEHTHI" PUMEHSIETCS] TAK)KE B 3aroJIOBKax JI€Jl, COAEpKaIIMX
JOKYMEHTBhl  (COpaBKW, OTYETHl, MEPENUCKYy M TMpouee),  SBISIOLIUECS
MPUWIOKEHUSIMU K KAKOMY-JIUOO TOKYMEHTY.

Ecan JACJI0 COCTOUT U3 HECKOJIBKHNX TOMOB, TO COCTAaBJISICTCA O6H1Hﬁ 3aroJIOBOK
ACIa, a 3aTcM IIpHU HGO6XOI[I/IMOCTI/I COCTaBJAIOTCA 3aroJIOBKHM KaXJ0Iro Toma,
YTOUHAIOMINUC COACPIKAHUC 3aI'0JIOBKA ACJIa.

3aroJoBKM €Nl MO BOIIPOCaM, HE pa3pelICHHbIM B TEYEHHE OJHOrO Troja,
ABJISIFOTCA "MePEeXOAIIMMU" U BHOCATCSI B HOMEHKJIATYPY CYy/1a CIECIYOIIEr0 rofa C
TeM XK€ HHJIEKCOM C TMPOCTaBJIEHUEM COOTBETCTBYIOIIEH OTMETKH B rpade
"IIpumevanue".

HpI/I BKIIFOYCHHHN 3aroJIOBKOB JJICKTPOHHBIX ACJT B HOMCHKIIATYPY HMHICKCHI
QJICKTPOHHOI'O J€Ja W 3aroJIOBKU JBJICKTPOHHBLIX A€ COCTABIAIOTCA IO TEM IKC
npaBujiaM, 4TO WM HHJIACKCBI M 3aroJIOBKHM ACJI C JOKYMCHTaAMH Ha 6yMa)KHOM
HOCHTCIIC.

B 3aromoBkax aen, coaepkamux JOKYMEHTBHI OTPAaHHMYEHHOTO JOCTYIa, B
HOMEHKJIAType IPOCTaBIIICTCS COOTBeTCTByrommas orMmetrka ("Jlis ciykeGHOro
noas3oBanus”, "JICIT").

2.11.3. B rpade 3 HOMEHKIATYpHI Jed MO OKOHYAHWU KaJEHIAPHOTO Troja
YKa3bIBA€TCS KOJUYECTBO 3aBEJICHHBIX /1€ (TOMOB).

2.11.4. B rpade 4 HOMEHKIATYphl 1€l YKa3bIBAIOTCS CPOK XpaHEHHUsS e,
HOMEpa CTaTel, yCTaHOBJICHHBIX [lepeuyneM nOKyMEHTOB.



CokpaieHusi CpoKOB XpaHEHMsI, YCTaHOBJIEHHBIX JeicTByrommM Ilepeunem
JIOKYMEHTOB, HE JI0ITyCKACTCH.

2.11.5. B rpabe 5 B TeueHue BCEero cpoka JACHCTBHS HOMEHKJIATYPHI
MPOCTABJISIFOTCA OTMETKH O BEACHHUM JIEJI B JJIEKTPOHHOM BHUJIE, O MEPEXOISAIINX
JleJlax, O BBIJACIICHUH A€ K YHUUTOKEHUIO U APYTOE.

2.11.6. CyneOHbie nena MOANEKAT OO0SM3aTEIBHOMY Y4YETy M BKIIOYEHHUIO B
HOMEHKJIATYpY Jell.

3anonHeHue rpad HOMEHKIIATYPHI JIe] MO Cy/eOHBIM JieJlaM OCYIIECTBIISIETCS
0 OOIIMM MPaBHIIAM.

I'pada 2 3amomnHsieTcs B COOTBETCTBUHU C 3arojOBKamH, MPeIyCMOTPEHHBIMH
[lepeuneM HOKYMEHTOB, 0€3 BKJIIOUEHUS B HOMEHKJIATYpPY PErucTpaliMOHHBIX
HOMEPOB KOHKPETHBIX CyJE€OHBIX JIE.

Hanpumep, K MoacyaHOCTH palilOHHOTO CyJla OTHOCSTCS T'PaKIAHCKUE Aeia O
pacTopeHuu Opaka, COOTBETCTBEHHO, B HOMEHKJIATYpy IOJ COOTBETCTBYIOLIUM
MHJEKCOM OJIUH pa3 BHOCUTCSA HEOOXOAUMBIN 3aroioBoK U3 Ilepeunst TOKyMEeHTOB.

2.12. Tlo 3aBepuieHuun KajeHaapHOTo roja (10 1 dheBpais ciaeayromero rojaa)
cyneOHbIe KOJUIETUH, CYJICOHBIC COCTaBbI, ITOCTOSHHBIE CYIEOHBIC MPHUCYTCTBHS,
CTPYKTYpHBIC TToApa3aeacHus 0hOpMIISIOT UTOTOBYIO 3aIIMCh K HOMEHKJIAType e,
B KOTOPYIO BHOCSTCS CBEICHHUS O KOJMYECTBE 3aBEICHHBIX JEI C Y4YETOM
KoJinuecTBa TOMOB (rpada 3 HOMEHKJIATyphl JACN), OTAEIbLHO IOCTOSIHHOTO U
BPEMEHHOT'O CPOKOB XPaHEHHUsI, BPEMEHHBIX CPOKOB XpaHeHHs ¢ otMeTkon "OITK"
n "mepexomammx". MrToroBas 3amuch MOMOJHSETCS AAHHBIMHU O KOJIMYECTBE
AIEKTPOHHBIX JI€JI COOTBETCTBYIOIIUX CPOKOB XPaHCHHUSI.

Jlanee 3TU cBeJeHUSI TIEPEAIOTCS B OT/IEJ ACJIONPOU3BOACTBA (OO OTAEI)
JUUISL COCTABJICHUSI HITOTOBOM 3alTMCH K HOMEHKJIAType.

Ceenenusi, conepKalirecss B UTOTOBOM 3allMCH HOMEHKJIATYPbI, IEPENAFOTCS
pabOTHHKY, OTBETCTBEHHOMY 3a palOOTy apxuBa, O YeM B HOMEHKJAType
IIPOCTABIISICTCS. OTMETKA C YKa3aHUEM JOJDKHOCTH Y MOANMCH JIMIA, IEPEAABLIETO
CBEJICHMUS.

3. CocraBiieHune onuceH aeJ (onmucei 3JIeKTPOHHBIX
AOKYMEHTOB) cyJaa

3.1. Onuce pgen (ONUCHh DIJIEKTPOHHBIX JOKYMEHTOB) - 3TO apXUBHBIN
CIIPAaBOYHUK, TPEJCTABISIOMMIA COOOM  CHCTEMaTH3WPOBAHHBIN  TEPEUYCHD
3aroJI0BKOB JI€] U NIPeAHA3HAYCHHBIN JJIsl pACKPBITUSL COCTaBa U COAEPKAHUS /eI,
3aKpETUICHUS UX CUCTEMATU3AIMK BHYTPHU JOKYMEHTAIBLHOTO (DOHAA U UX y4eTa.



Onuce nen (OnucCh AJIEKTPOHHBIX JOKYMEHTOB) COCTaBIIIETCA HAa OCHOBE
HOMEHKJIATYpBhI €.

OOBeKTOM omHucCaHus B OMUCH Jed (ONMUCH DJJICKTPOHHBIX JIOKYMEHTOB)
ABJISIETCA N0 (AJIEKTPOHHOE JIEN0).

3.2. Onucu nen, omucu Jen cyAeOHBIX KOJUIETHH, CyIeOHBIX COCTaBOB,
MOCTOSTHHBIX CYACOHBIX TPUCYTCTBUM, CTPYKTYPHBIX MOApa3aeICHUH (IPUT0KCHUS
N 3,4,5, 6,7, 8 k HacTosmeld NHCTPpYKITMN) COCTaBIISIOTCS OTACIBHO Ha:

I'paXIaHCKUC ACJIa IIOCTOSAHHOTI'O XPAHCHUS
AJIMUHUCTPATUBHBIC ACJIa ITIOCTOSHHOI'O XpaHCHH,
YT'OJIOBHBIC ACJIa IIOCTOSHHOI'O XPAHCHUA,

Jcja € CYIIC6HI>IMI/I dKTaMH, U3BATBIMU U3 I'PAKIAHCKHUX ACIT U MATCPUAJIOB,
paspemacMbIX B HHOPAAKE I'PaAKJaHCKOI'O Cy A0IIPON3BOACTBA, B CBA3HU C HCTCUCHUEM
CpOKa UX XpaHCHUA, ITIOCTOAHHOI'O XPaHCHU S,

JAcilaa C CYI[C6HBIMI/I aKTaMH, MU3BATBIMH W3 AIMHHHUCTPATUBHBIX OCII,
MaTCpUuaIoB, pa3pClIaCMbIX B IIOPAAKC aAAMHUHUCTPATUBHOI'O CYAOIIPOU3BOACTBA, B
CBA3H C HCTCUCHHUCM CpPOKa UX XPAaHCHU:A, IIOCTOSHHOT'O XPAHCHUA

Aciaa C CYI[66HBIMI/I dKTaMH, HU3BATBIMH M3 YI'OJOBHBIX ACJI, MAaTCpHUAJIOB
C}’I[€6HOFO KOHTPOJISI, MAaTCpuaJIOB, pPa3spClIacMbIX B IMOPAAKE HCIIOJIHCHUA
IIpUIroBOpa, B CBA3HU C HCTCUCHHUCM CpOKa UX XpaHCHU:A, IIOCTOSAHHOTI'O XPAHCHUA

7iesa 00IIero JIeOMPOU3BOJICTBA TOCTOSIHHOTO XPaHEHUS;

rpakJIaHCKUE JieJia BpeMeHHBIX (cBbilie 10 J1eT) CpoKOB XpaHEHUS,;
aIMUHUCTPATUBHBIE Jiejia BpeMEHHBIX (CBbIIIE 10 J1€T) CPOKOB XpaHEHHUS;
yTOJIOBHBIC JieJia BpeMEHHBIX (CBbIIe 10 JeT) CpOKOB XpaHEHUS;

Iema ¢ CyAeOHBIMH aKTaMH, W3BSITBIMA W3 JIeJl, MaTepuaioB 00
aJIMUHUCTPATUBHBIX MPABOHAPYIIIEHUSAX B CBSI3U C UCTEUEHUEM CPOKA UX XPAHEHUS,
BpeMeHHBIX (cBbIe 10 JIeT) CPOKOB XpaHEHUS;

nena oOIero Jenonpou3BOACTBAa BpeMeHHbIX (cBbime 10 J5eT) cpokoB
XpaHEeHUs,

7ie1a 110 IMYHOMY COCTaBY;

nena  co cpokom xpaHenuss "lo numkBupmanuu cyma" (B ciyuae,
npeaycMOTpeHHOM MyHKTOM 3.2.1 nacrosiiei MHCTpyKiun).



3.2.1. Jlena co cpokom xpaHeHus "Jlo nukBumaruu cyma' B Cynax,
BBICTYIAIOIIMX MCTOYHMKAMHM KOMIUIEKTOBAHHS TOCYAapCTBEHHOTO apXHUBa,
BKJIIOYAIOTCS B OTJCIBHYIO OIKUCH JIe]; B CyJdaX, HE BBICTYMHAIOIIMX UCTOYHHUKAMU
KOMIUIEKTOBAHHS TOCYJapCTBEHHOTO apXWBa, BKIIOYAIOTCI B OMNHCHh el
IIOCTOSIHHOTO CPOKa XPaHEHHS.

3.2.2. AHaJIOTUYHBIC OTMCHU COCTABJISIOTCS Ha AJIEKTPOHHBIE Jea.

3.3. Ha cyneOubie nena BpeMeHHbIX (10 10 JeT BKIIIOUMUTENBHO) CPOKOB
XpaHEHUSI OMHCH JeN BEAyTCS B IMPOU3BOJILHOW (GopMe B 3IEKTPOHHOM BHIIE
pabOTHUKOM, OTBETCTBCHHBIM 3a BEACHHE JCJIONMPOM3BOJCTBA B CYACOHOI
KOJUIETHH, Cy/IeOHOM COCTaBe, IOCTOSTHHOM Cy/IeOHOM MPHUCYTCTBUH, CTPYKTYPHOM
M0JIpa3eIICHUH.

B ciyuae nepenauu Ha XpaHeHUE B apXuB cyja Jed BpeMeHHbIX (10 10 er)
CPOKOB XpaHEeHHUs (B COOTBETCTBUU C MYHKTOM 7.5 Hactosumed MHCcTpyKkuun), onucu
JIeN1 B 3JIEKTPOHHOM BUJIE BEIYTCS TaKXKe Ha Jpyrue jaena BpeMeHHbIX (10 10 ier)
CPOKOB XpaHEeHHMs (1es1a OOLIero J1eJI0NPOU3BOJCTBA: HapA/Ibl, KHUTH, )KypHAJbl U

T.J.).

[Ipu yHuuroxkeHun Takux jxgen B rpade "l[Ilpumedanue" omnucu gen
MPOCTABIISECTCSI COOTBETCTBYIOIIAsI OTMETKA CO CCHUIKOM Ha aKT 00 YHUUYTOKEHUU
nena.

3.4, Onucu gen CylneOHBIX KOJUIETHM, CYIEOHBIX COCTaBOB, IMOCTOSIHHBIX
CyeOHBIX MPHUCYTCTBHUM, CTPYKTYPHBIX MOJAPA3JENECHUN CyJla COCTABIISIOTCA IIO
yctaHoBiieHHOU (opme (mpmnoxenus: N 3, 4 k HacTtosmed MHCTpykuun) B ABYX
HK3EMIUISIPAX U TPENICTABIAIOTCS B apXWMB CyJa HE IO3JHEE YeM uepe3 IIECTh
MECSIIEB MOCIIE 3aBEPIICHUS JE]T B JIETOMPOU3BO/ICTBE.

[lepenaya nen moCTOSHHOTO U BpeMeHHOro (cBbiie 10 jieT) CpOKOB XpaHEHUs
B apXUB CyJa OCYIIECTBISETCS MO OMUCSIM JeN CYAeOHBIX KOJUIETUH, CyAeOHBIX
COCTaBOB, TOCTOSIHHBIX CYAEOHBIX MPHUCYTCTBUI, CTPYKTYPHBIX MOJpa3aeICHUIM
(mpuoxenust N 3, 4 x Hactosmer MHacTpyKIun).

3.5. Ilpu cocTaBieHUH OMUCH /N CYJIeOHBIX KOJUIETHH, CYyJCOHBIX COCTABOB,
MOCTOSTHHBIX ~ CYAICOHBIX TPUCYTCTBUN, CTPYKTYpPHBIX TOApa3AeICHUA Ccyna
COOJII0JA0TCS CAEAYIOIIHNE TPEOOBAHUS:

3aroJIOBKH ACJI BHOCATCA B OITKMCH ITOJTHOCTBIO,

KaX/I0€ 10, TOM BHOCHTCS B OIUCH TI0J] CAMOCTOSITEIBHBIM TOPSIIKOBBIM
HOMEPOM;

rpadpl OMUCH 3aMONHSIOTCS B COOTBETCTBHHM CO CBEICHUSMH, KOTOPBIC
BBIHECEHBI Ha 00JIOKKY JIeTIa;



rpada onucu "[Ipumeuanue” ucnoiabp3yercs A OTMETOK O pueme (repeaaye)
7iel1, OCOOEHHOCTSIX (PU3UUECKOTO COCTOSHUS, O HATMYUH KOTHUH.

3.5.1. OCHOBHBIM 3JIEMEHTOM OIMCHU JIEN SABJISIETCS ONUCcATeIbHasl CTaThsl, B
KOTOPYIO BXOJST: HOMEp JeNa MO0 MOPSAKY, MHAEKC JIeJla 10 HOMEHKJIAType e,
3aroJIOBOK Jieja, KpalHUE JIaThl J1e1a, KOJIMYECTBO JIUCTOB, TPUMEYAHHUS.

3.5.2. IlopsiAkOBBIM HOMEP J€1a MPUCBAUBACTCS MOCJIE €r0 BKIFOYEHHS B OIUCH
U PACIIOJIOKEHUSI B ONUCH B COOTBETCTBUU C IPUHATOM CXEMOM CHCTeMaTH3allUU.

B ciyuyae oOHapy»eHUsI HOBBIX [, HE BHECEHHBIX B OMUCHU JieN CyAcOHOU
KOJUIETUH, CyAEeOHOro COCTaBa, MOCTOSSHHOTO CyAE€OHOro MPUCYTCTBUS WIIU
CTPYKTYPHOTO MOJApA3JEICHUs CyJa WA OIHCH JEJ, TaKue Jejla BHOCITCS B
yKa3aHHbIE ONUCH O] TUTEPHBIMUA HOMEPAMH.

Jlema, BHECEHHBIC B OMHCH IOJ JUTEPHBIMH HOMEpPAaMH, BHOCITCS B HEe C
no0aBiieHHEeM K HOMepY Jiena OykB andasuta (k mpumepy: 4, 5, 5a, 56, 6).

3.5.3. WNHuekc pena mnpeaHa3HayeH Uil NPOCTAHOBKM HOMEHKIIATYPHBIX
HOMepoB Jnen. Ilo pemennro coorBerctByronier OIIK apxuBHOro yupexaceHus
JaHHas rpada MOXKET UCIOJIb30BATHCS ISl HHBIX OTMETOK.

3.5.4. 3aronoBoK jiesa coaepKUT MHGHOPMALIMIO O BKJIIOUEHHBIX B JIE€JI0 BUIAX
JIOKYMEHTOB WJIH PEIIAEMbIX UMH BOIIPOCAX.

B rpade 3aronoBka gena ¢ HOBOM CTPOKM MOXET OBITH IpPUBEICHA
JOTIOJIHUTENbHAsE uHpOpMaIUsg 00 OCOOEHHOCTAX JTOKYMEHTOB, BKJIFOYEHHBIX B
Jeno.

Kaxnpii 3arosioBok nUIIETCS TOJMHOCTHIO, cokpameHue "To xe" He
JIOITyCKaeTcsl.

[Ipu BKJITIOYEHWM JWYHBIX JI€N TUIMOBas 4YacTh 3arosnoBka ("JIuuHoe neso
paboTHUKa...") W HWHAUBUAyaJIbHAs OTICISAIOTCS APYT OT Apyra JIBOETOYHEM,
npoOeioM rocie Hero u ad3anemM. Hanpumep:

N | Uanex 3aroJIoBOK Jeia Kpaiinue nater |Komuuec | [Ipumeu
/o | ¢ gena TBO aHus
JIUCTOB

1 2 3 4 3) 6

1. JInunoe neno pabotnuka |01 urons 2015 - 54
MockoBckoro o6iactHoro |05 nexadbps
cyna, yBojenHnoro B 2015|2015
roay:




WBanos MBaun MBanoBuyu

2. Jlmanoe neno pabotauka |03 aBrycra 76
MocxkoBckoro o6mactaoro 2015 - 06
cyna, yBojeHHoro B 2015 |Hos6ps 2015
rojy:

MarseeB Marsen
MarBeeBuu

AHaNTOTHYHBIM 00pa3oM O(QOPMIISIIOTCSI U MHBIC 3aroJIOBKU NI, UMEIOLINE
TUIIOBYIO U IEPEMEHHBIE YACTH 3ar0JIOBKOB.

[Ipn BHEceHMM B ONHCH 3aroJOBKOB CyJIEOHBIX €N CIEAyeT YKa3blBaTb B
3arosioBke Homep Aena (YHU]I), Homep npou3BoJCTBA MO JAEITy.

3.5.5. I'pada "Kpaitnue natel" COAEpKUT KpailHWE JaThl (HAYaJbHYIO U
KOHEUHYI0) JOKYMEHTOB Ji€Jla WJIU COOBITUM, KOTOPBIE€ OCBEIIAIOTCA ITUMU
JIOKYMEHTaMHU.

Kpaiinue naTel B ONKUCK MOTYT OBITh MTPEACTABIICHBI CIEAYIOLIUM 00pa30M:
UMEIOTCS HauallbHasi U KoHeuHas natel: 08 ssaBaps 2025 - 07 aBrycra 2025;
HadaJIbHAsg U KOHEYHAs JaThl cCOBNAnaroT: 15 suBaps 2025;

B OJTHOM M3 JJaT OTCYTCTBYET YUCIIO U/ WK MecsIl: sHBapb 2025 - 03 mapta 2025,
01 anpens 2025 - 2026;

HavaJibHAs MJIM KOHEUHAs J1aTa OMpeIe/sieTCs M0 KOCBEHHBIM JaHHbIM: [2025];
KpaiiHue AaThl yCTAaHOBUTH HE YAAJIOCh: [0/1].

Coxkpamate aatsl (kK mpumepy, 15 - 23 mapra 2025, mapt - anpens 2025) He
JOITYCKaEeTCsl.

K umcnam mecsitia OT mepBOro A0 NEBITOro JA00ABISETCS BIEPEAU CTOSIIUAN
Hoib (03 mapra, 06 centsiOps); cioBo '"rox" (cokpamenus 'r.", "rr.") He

UCIIOJIb3YETCS.

3.5.6. B omnucsax aen BpEeMEHHBIX CPOKOB XPAaHEHUS CPOK XpaHECHUsS Jena
YKa3bIBa€TCSI B COOTBETCTBUM C JCHUCTBYIOIIMM HAa MOMEHT COCTAaBJIEHUS OIKCH
[IepeuneM TOKYMEHTOB.

35.7. B rpade "KommuectBO IHMCTOB"  BHOCHTCS  KOJHUYECTBO
IPOHYMEPOBAHHBIX JIUCTOB B Jieje (0e3 KoJuvecTBa JUCTOB BHYTPEHHEW OIKCH).
KonudecTBO JHCTOB B ONMUCATENHHON CTaThe JOHKHO COBMAAATh C KOJIMYECTBOM



JIMCTOB, YKAa3aHHbBIX B JIMCTC-3daBCPUTCIIC ACIIA.

3.6. Ilepen BHeceHUEM 3arojOBKOB J€JI B OMHUCHU JIeN CY/eOHBIX KOJIJIETHI,
CyIeOHBIX COCTaBOB, IIOCTOSIHHBIX CYAE€OHBIX TNPUCYTCTBUM, CTPYKTYPHBIX
noApa3feiaeHuid  cyna  paOOTHUKaMH,  OTBETCTBEHHBIMM 32  BEJCHHUE
JIEIOTIPOU3BOICTBA, MPOBEPSIOTCS KadecTBO (HOpMHUpPOBaHMS U OGOPMIICHUS IE,
COOTBETCTBHE KOJIMYECTBA €], BHOCUMBIX B OMHCh, KOJUYECTBY 3aBEJEHHBIX €]
110 HOMEHKJIAType Je.

IIpyu mnpocMoTpe Jesl HpOBEPSIOTCA: COOTBETCTBUE 3arojoBKa  Jiela
COJEP’KAHUIO JTOKYMEHTOB B JI€Ji€; MPAaBWIBHOCTb O(POPMIIEHUS U TPYNIIUPOBKU
JOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0; Kaue€CTBO IMOAIIMBKU WJIM IEpervieTa Jena;
IPABWJIBHOCTh HyMEpalliK JIUCTOB JIeJ1a; HAJIMUYKE B JieJie BHYTPEHHEN ONUCH Jela
U TNPaBWIBHOCTb €€ COCTaBJICHMS; MPABUIBHOCTh O(OPMIIEHUS OOJIOKKM Jena;
HaJIM4ME U TPaBUIIbHOCTb JINCTA-3aBEPUTEIIS.

[Ipu oOHapyX eHUM HapyLIEHUS YCTAHOBJIEHHBIX MpPaBWI (OPMUPOBAHUS H
oopmIleHus 1€T1 OHU JIOJKHBI OBITh yCTpaHEHbl paOOTHUKAMU, OTBETCTBEHHBIMU
3a BEICHHUE [EI0NPOU3BOIACTBA.

3.7. B cayyae oOHapy»KeHUsl OTCYTCTBUS JI€JI, 3aBEJICHHBIX B COOTBETCTBUU C
HOMEHKJIATypOH Jie], paOOTHUKOM, OTBETCTBEHHBIM 32 BEJICHUE JEIONPOU3BOCTBA
B CyAcOHOI KOJUIErMH, CyJ€OHOM COCTaBe, IIOCTOSTHHOM CYAEOHOM INPHUCYTCTBUU
WIN CTPYKTYPHOM MOJpa3[eNeHUH CyAa, NPUHUMAIOTCS MEphl MO HUX PO3BICKY.
OOHapy KeHHBbIE JieJ1a BKJIIOYAIOTCS B OMKCH JEII.

Ecnu mpuHsAThIE Mephl HE Jaiu pe3yJbTaTOB, TO Ha HEOOHApY)KCHHBIC JIelia
COCTaBIJISIETCSI aKT 00 yTpaTe IOKYMEHTOB B MPOU3BOJBHON (QopMe, KOTOPHIit
MOJMKUCHIBACTCS HAYaJbHUKOM OTJENIa JEeIONPOU3BOACTBA (00IIero otaena) u
npejceaaTeneM CyJaeOHOM KOJUIeTUM, CYyJIeOHOro CcOCTaBa, YMOJHOMOYEHHBIM
JUIIOM TIOCTOSSHHOTO CYJeOHOTO TIPUCYTCTBHS, HAYAIBHUKOM CTPYKTYpHOTO
nonpasaenenuss cyaa. Jlamee axt 00 yTpare AOKYMEHTOB YTBEp)KIaeTcs
npenaceaaTeneM cyla W MepenaeTcss BMECTe ¢ OMHUCHIO AeN CyAeOHON KOJIJIeTHH,
CyneOHOro cocTaBa, TOCTOSHHOTO CYyA€OHOTO TPHCYTCTBHUS, CTPYKTYpHOTO
noJipa3ziesieHus CyJa pabOTHUKY, OTBETCTBEHHOMY 3a pabOTy apXuBa Cy/a.

3.8. Onucu e, OoNucH JIEKTPOHHBIX JOKYMEHTOB (TOAOBBIE pa3eibl ONUCEN
JIeJ, OIUCEN DIIEKTPOHHBIX JOKYMEHTOB) (mpumiioxkenuss N 5, 6, 7, 8 k Hacrosien
HHCTpyKIIMN) COCTABIAIOTCA paOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa cyJa,
HAa OCHOBaHUM OINHCEH JIeJl, OMHCEH HSJIEKTPOHHBIX JOKYMEHTOB CYJEeOHBIX
KOJUIETUH, CyAEOHBIX COCTaBOB, ITOCTOSIHHBIX CYAEOHBIX NPUCYTCTBUM U
CTPYKTYPHBIX MMOJIPA3ICICHUAN Cya.

3.9. IlepBomy rogoBOMY pa3einy OMUCH Jel IPUCBAUBAETCS HOMEP OMUCH 10
TuCTy (hOH/A, BCE MOCTEAYIONINE TOIOBBIE Pa3/Iebl YUCIIATCS 3a JaHHBIM HOMEPOM
JI0 3aBEPILICHUS OMUCH.



He nomyckaeTcsi mpucBOCHUE OMUCSAM JI€JT OJUHAKOBBIX YYETHBIX HOMEPOB B
npejenax ogHoro (oHa.

3.10. 3akoHYEHHasl ONUCH Je1 Ha OYMa)XKHOM HOCHUTEJIE JI0JKHA BKJIIOUATh HE
oonee 9999 equHuL XpaHEHUS.

HpI/I JOCTHXKXCHHUHU MAKCHMAJIBHOI'O KOJIHNYCCTBA cTaTe WiIu HpI/I6J'II/I)KeHI/II/I K
9TOMY 4YHCIIY, KOr'ld KOJHYCCTBO ACI B CICAYIOIICM TI'OAOBOM pPasAaciic MOIKCT
IMPEBLICUTL JAHHOC OI'PAHHUYCHUC, OIMHUCH 3aKPbIBACTCA U HAYMHACTCA HOBAA OIIHMCH
CO dIcayromum CB060,ZIHI)IM HOMCPOM.

Taxoke onuch J1e1 3aKpbIBaETCsl, €CJIM HOBBIE JIENIa B HEE MOCTYIATh OOJIbILIE HE
OyayT (HarmpuMep B CBSI3H C YIPA3JHEHUEM CYJ1a).

3aKOHUCHHAS OIIHNCh ACJI BMCCTC C THUTYJIBHBIM JIMCTOM W CIPABOYHBIM
alrapaTomM K HEH 3aKJII0YAETCs B TBCPAYHO O6JIO}KKy, HYMCPYCTCA U IMOAIINBACTCA
HJIA IICPCILICTACTCA.

Kamﬂaa 3aKOHYCHHAasA OIIUCh ICII, Ka}KI[Hﬁ TOM OIIMCH ACJI OOJXKHBI MMCTDH
JIMCT-3aBCPUTCIIb.

3.11. Ecnu onuchk A€ COCTOMT U3 HECKOJIBKMX TOJOBBIX Pa3ieioB, TOMOB,
WTOrOBas 3alMCh COCTABIISIETCS K KaXJAOMY rOJOBOMY paszneiny, Tomy. K kaxmaomy
MOCJICIYIONIEMY I'OJJOBOMY pa3jiesly, TOMY B HApacCTAIOIIEM MOPSJIKE COCTABIISIETCA
CBOJIHASI UTOrOBAasl 3aIKCh.

[Ipu 3akpeiTHM omucu o(QOpMIISIETCS €IuHasi WUTOTOBAsl 3alKCh, B KOTOPOU
yKa3bIBalOTCs (1udpaMu U MPOMUCHI0) 0000IIa0IINE CBEACHUS 110 BCEM T'OJI0BBIM
pazzienam, BOLIEIIINM B TAHHYIO OIHUCh.

Hanpuwmep: IlepBslit rogoBoii pa3aen: B 1anHyro onuck BHeceHo 130 nenc N 1
o N 130, B Tom uncre: TuTepHbIe HOMEpa - HET, MpomnyieHHbie Homepa - N 113.

Bropoii rogoBoi pa3znen: B nanHyto onuchk BHeceHO 100 nen ¢ N 131 mo N 230,
B TOM YMCJIE: TUTEPHbIE HOMEpPA - 138a, MpOoMmyIIeHHBIX HOMEPOB - HET.

3aKITIOYUTENBHBIA TOJOBOM pa3zies, ONUCh 3aKPBIBACTCS: B JIAHHYIO OIHCH
BHeceHO 500 nmenm ¢ N 1 mo N 500, B Tom uucie: nutepHble Homepa - 138a,
npomnyuieHHsie Homepa - N 113.

JIns Kakaoro TOJIOBOrO paszfeia OMUCH JIeJI HEoOXOAMMO YyKa3bIBaTh TOJI
OTIMCH, 32 KOTOPBII MPEICTaBICHBI JOKYMEHTHI.

FOILOBBIG pa3aciibl, CCJIIM OHH HC ABJIAIOTCA 3aKOHUYCHHOU OIMINChIO, HEC
IMOAIIMBAXOTCA U HE IICPCILIICTAOTCA.



3.12. B cipaBOYHBIif annapar K OMUCH 1€ BXOAAT: TUTYJIbHBIN JIUCT; IEPEYEHb
NepPEeUMEHOBaHUI cya (ecau MHpOopMalys O NEPEUMEHOBAHUN HE COAECPKUTCS B
TUTYJBHOM JIUCTE€ ONUCH), COJEpXaHHe (OIJVIaBJIEHUE); IPEIUCIOBUE; CIHCOK
COKpAIIEHMI; yKa3aTeau K onucu (IpeaMETHbIN, UMEHHOM, reorpaduyueckoil).

3.13. Ha TUTYIBbHOM JIMCTE OMKMCH JI€ YKa3bIBAIOTCA: MOJHOE HAMMEHOBAHUE
rOCyJIapCTBEHHOTO  apxuBa (eclid  CyJd  BBICTYNA€T €ro  HCTOYHUKOM
KOMITJIEKTOBAHMUS ); TIOJTHOE HAMMEHOBAaHHE CyJla; HOMEpP apXUBHOTO (OHJIA; HOMEP
Y Ha3BaHME OINKCH; KpalHUE 1aThl BHECEHHBIX B OMKUCH €UHUILl XPAaHEHUS.

HaumenoBanue Cyda YKa3bIBACTCA II0 IIOCIICAHCMY TOAY BKIIOUYCHHA
JOKYMCHTOB B OITMCBH OCJI.

3.14. B nmpeaucioBud K ONUCH J€J YKa3bIBAlOTCS CBEICHUA B
XPOHOJIOTHYECKUX paMKax KpaHUX JaT eIWHUI] XpPaHEHHs, BKIIOYCHHBIX B OIKUCH:
00 W3MEHEHUSX B HAUMEHOBAHHMM CYJa; O CTPYKType cynaa; 00 OCOOEHHOCTSIX
oopmiieHus: 1 GOPMHUPOBAHUS JI€]], OMUCAHUS U CUCTEMATU3ALIMN 3ar0JIOBKOB JIET;
O CO/EpKaHUU U MOJIHOTE JIed; O HAJIMYUU U OCOOCHHOCTSIX MH(OPMAIIMOHHBIX
cucTeM, 0a3 JaHHBIX, UCTIOIb3YEMbIX JJIs1 PA0OTHI C AJIIEKTPOHHBIMU JOKYMEHTaMH,
PErucTpalMOHHO-YYE€THBIMU (popMaMu [l U JOKYMEHTOB U 0Opa3zaMu (CKaHaMH)
JIeJ1 U JOKYMEHTOB.

3.15. BHeceHMe W3MEHEHMII B TOJOBBIE PA3[ENbl ONUCH JEN IOCIE HX
yrBepxkaeHns OIIK apXuMBHOrO ydpeKIEeHHs WM TOCYJapCTBEHHOIO apXuBa
JIOIIyCKAETCsl TOJIbKO HAa OCHOBAaHWM COOTBETCTBYIOUIMX PELICHUN JKCIIEPTHOU
koMuccuu cyaa u IIIK apxuBHOro yupexieHus (rocyAapCTBEHHOTO apX1Ba).

3.16. Ommcu pgen (romoBble pas3Aeibl OIMNKHCEH) MOCTOSHHOIO XpPaHEHWUS,
BpeMeHHbIX (CBbIlIe 10 JIeT) CPOKOB XpaHEHUs!, OMUCEH J1e M0 JUYHOMY COCTaBy
COTJIACOBBIBAIOTCS C IKCIIEPTHON KOMUCCHEH Cy/ia, MTOCIIE YeTO €CIIU CYJ] BHICTYIIAaeT
HUCTOYHUKOM KOMIIJIEKTOBaHMs TOCYAApCTBEHHOTO apXWBa, JHOO Ha OCHOBAaHUU
JIOTOBOpa C AapXMBHBIM YyUPEXKICHUEM, TPEACTABISAIOTCS Ha YTBEPXKACHHE
cootBeTcTBYIOIIEN DIIK apXuBHOrO yupeKaeHusl.

Onucu nen (romoBwie pasnelibl onuceil) Hanpasisitoress Ha DIIK apxuBHOTrO
YUPEKJICHHS B UETHIPEX AK3EMILIIpax Ha OyMaKHOM HOCHUTENC U OJHOM IK3EMILISIPE
B DJICKTPOHHOM BHJIE B peAakTHpyeMoM (dopMare He Mo3JHee yeM depes 3 roja
TMOCJIE 3aBEPIICHUS €I B IEJIOIPOU3BOJICTBE.

IIepen HampaBieHUEM ONKUCEN JI€T HA YTBEPKICHUE IPOBEPSAETCS HATUIUE JEIT,
BKJIFOUEHHBIX B 3TU OIMCH.

3.17. Tlocne yTBepkaeHUs omuceil nen (rogoBbIX paszaenoB omuceit) IITK
apXMBHOTO YUPEKJICHUSI OHU YTBEPKIAIOTCS MpeIceIaTeNIeM Cya.

4. IKcnepTU3a HEHHOCTH JOKYMEHTOB. 3a/1a4i U PyHKUIMHU



JIKCNEPTHOM KOMUCCHH CyAa

4.1. DkcnepTu3a UEHHOCTH JOKYMEHTOB (Jajiee - SKCIepTU3a IEHHOCTH) -
NESATEIbHOCTh M0 YCTAHOBJIEHUIO CPOKOB XPAHEHHS JOKYMEHTOB, OTOOpPY HUX ISt
aApXMBHOTO XPAHEHUS WM YHUYTOXKEHHUS, BBISIBIECHUIO O0CO00 IEHHBIX U
YHUKaJIbHBIX JOKYMEHTOB Ha OCHOBAaHMM TPEOOBAHWII HOPMATHUBHBIX MPaBOBBIX
aKTOB U KPUTEPHUEB IKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB.

[IpenMeToM H3KCHEpPTU3bI IEHHOCTU SIBISETCS ONPEACIICHUE COOTBETCTBUS
JOKyMEHTa W (WJIM) JOKYMEHTOB KpUTEpUSIM €ro (KMX) ILEHHOCTH B IENsIX
OTIpEJICICHUs] CPOKa XpaHEHUs U oTOOpa JOKyMeHTa U (WiIM) JOKYMEHTOB JIs
BKJIIOUEHUS B cocTaB ApxuBHOro (onna Poccuiickoin denepanuu wiv BbIIEICHUS
K YHUYTOXKEHUIO 110 UCTCYEHUH YCTAaHOBJICHHOTO CPOKA XPaHEHHUS.

OKcnepTrh3a LEHHOCTU MPOBOAMTCS HAa OCHOBAHWM IPUHLMUIIOB MCTOPU3MA,
CUCTEMHOCTH M ULEJIOCTHOCTU MYTEM KOMIUIEKCHOIO MPUMEHEHUs CIEAYIOIINX
KPUTEPHUEB:

MIPOUCXO0XKIEHUS (3HAYUMOCTH BBIIIOJIHIEMBIX CYJOM (DYHKIIHI, BpEMS U MECTO
o0pa30BaHUsI JOKYMEHTA);

coJiepkaHusl (3HaYCHHE UMEIOIIeNcs B JOKYMEHTe HH(OpMallu, IOBTOPEHUE
3TOW MH(OPMALIUU B IPYTUX TOKYMEHTaX, MOAJIMHHOCTh JOKYMEHTA);

BHEIIIHUX OCOOEHHOCTEW JOKYMEHTOB (BH]I JOKYMEHTa, (popMa (PUKCHUPOBAHUS
U IIepefjauy CoepKaHus, IOpUINYECcKas JOCTOBEPHOCTh (HAJIMUME MOAIUCEH, AT,
nevarei) JOKYMEHTa, ero (M3MYeCKOe COCTOSHUE), a TaKKe MPUTOJHOCTH MJIs
UCIOJIb30BaHUs (BOCIPOU3BOAUMOCTH (TIPU SKCIIEPTU3E LEHHOCTHU 3JIEKTPOHHBIX U
ayJIJMOBU3yaJIbHBIX JOKYMEHTOB).

4.2. DkcnepTr3a HEHHOCTH IOKYMEHTOB CyJ1a POBOJIUTCA:
IIPY COCTABJIEHNN HOMEHKJIATyphI JEl, B IpoLecce GOpMUPOBAHUS IET;
IIPY MOATOTOBKE JIEJ1, 3JIEKTPOHHBIX JIEJI K [IEpeaade B apXuB Cy/1a;

NpyA TOJArOTOBKE K IE€penade e, AJICKTPOHHBIX [IeJI HAa XPaHCHHUE B
rOCyIapCTBEHHBIN apXUB;

IIPH BBIIEJICHUN K YHUYTOXKEHUIO JI€Jl, SJIEKTPOHHBIX JEJ, HE MOJJIEKAIINX
XPaHEHHUIO.

4.3. 3agayamMu SKCIEPTU3bI IEHHOCTH SIBJISIFOTCS:

oTpe/IelICHNEe CPOKOB XPAHEHHS JOKYMEHTOB MPHU pa3pad0TKe HOMEHKIIATYPhI
e,



0TOOp TOKYMEHTOB ISl BKIIOUEHHS B cocTaB ApxuBHOTO Qonaa Poccuiickoit
Ddeneparuu <1> (nanee - AD® PD), a Takke 114 nepeiadyd B apxuB;

<1> Jloxymentsl ApxuBHoro (onaa Poccuiickoii Deneparnuu - apXuBHBIC
JOKYMEHTBI, IPOIIEAIINE dKCIEPTU3Y LIEHHOCTH JTOKYMEHTOB, IIOCTABJICHHBIC HA
rOCYAApCTBEHHBIN y4ET U MOJIEKAIIHE IIOCTOSTHHOMY XPAaHEHHUIO.

BBIAABJICHHC NOKYMCHTOB C HCTCKINNMHU CPOKAMH XpPaHCHUA HJISI BKIITOUYCHUA X
B aKT O BBIACJICHUHN K YHUUYTOXKCHUIO JOKYMCHTOB, HC ITOJJICKAIMUX XPAHCHUIO.

4.4, DKcriepTr3e IEHHOCTH TOJJIeKAT BCE JOKYMEHTHI CyJla HE3aBUCHMO OT
BUJIOB HOCUTEIEN 1 CIOCOOOB 3aIMUCH.

Pemenne o BximodyeHnn AOKymMeHTOB B coctaB A® P® mpunumaerca OIIK
APXUBHOT'O YUPEIKICHHUS.

4.5. Cpoku XpaHeHUs JOKYMEHTOB IIPH IPOBEJICHNUN UX IKCIIEPTU3bI HEHHOCTH
YCTaHaBJIMBAIOTCSI B COOTBETCTBUM C (penepaibHbIMM 3aKOHAMM W HHBIMU
HOPMAaTMBHBIMM TNPAaBOBbIMU akTamu Poccuiickon @Deaepanuu, NEPEUHIMU
THTIOBBIX aPXUBHBIX JTOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHeHHs U llepeunem
JIOKYMEHTOB.

4.6. B nensax opraHu3aldd U NPOBEICHUS METOIWYECKOM M NMPAKTHYECKOU
paboThI IO IKCIEPTHU3E LIEHHOCTH JOKYMEHTOB, 00pa30BaBIINXCS B JAESITEIbHOCTU
CyJa, CO3/1aeTCsl DKCIEPTHAsE KOMUCCUS CyJlla, KOTOpas SIBISIETCS COBEILATEIBHBIM
OpraHoOM M JIEHCTBYET Ha MOCTOSIHHOIN OCHOBE.

OKcIepTHass KOMHCCHUSL CyJa CO3JAaeTCs MPUKA30M MpeAcenaress cyna M
JIEUCTBYET HAa OCHOBAHUM TOJIOXKEHHS, pa3pabOTaHHOTO HA OCHOBE MPUMEPHOTO
MOJIOKEHUST 00  DKCIEPTHOM  KOMHUCCHMU  OpraHU3alluM,  yTBEPXKICHHOUN
YIOJHOMOYEHHBIM (peiepanibHbIM OPraHOM MCIIOJHUTENBHONW BiacTH B cdepe
apXUBHOIO J€J1a U JIEJIONPOU3BOICTBA.

Cyapl, BBICTYyHAarOLME HWCTOYHUKOM KOMIUIEKTOBAHUS TI'OCYJAapPCTBEHHOTO
apXuBa, COIJIACOBBIBAIOT IMOJIOXKEHHE 00 OKCIEPTHOM KOMHMCCHH Cyla C
cootBeTcTBYIOIIEN DIIK apXuBHOrO yupeKaeHusl.

47. B cocTraB DJKCHEPTHOM KOMHUCCHH CyJd, HA3HAYaE€Mbli NPUKA30M
npeacenaress Cynaa, BXOHIAT: Mpeceaarelb KOMUCCHHM (OJWH W3 3aMeCTUTENeH
npeacenaress Cy/ia Wik cyabs (B caydae OTCYTCTBHS 3aMECTUTENS TIpeIcenaTess
cyna), cekperapb (pabOTHUK CyJia, OTBETCTBEHHBIHN 3a pabOTy apxuBa), paOOTHUKHU
oT/eNia JEJIONpOU3BOACTBAa (00IIEro oT/AeNa), CyAeOHBIX KOJUIETHH, CyaeOHBIX
COCTaBOB, TIOCTOSIHHOTO CYACOHOTO TIPUCYTCTBUS W JAPYTHX CTPYKTYPHBIX
MOJIPA3ICIIEHAN CyAa.



Taxke B COCTaB JKCIEPTHOM KOMHCCHH CyJa MOXET OBITh BKIIIOYEH
MPEACTaBUTENb TOCYJAPCTBEHHOTO apXvMBa W/WIM YIOJHOMOYEHHOIO OpraHa
HCIIOJHUTENbHON BiacTu cyobekTa Poccutickoit denepanun B chepe apXHUBHOTO
nena (1o cCorjacoBaHHUIO).

4.8. DkcriepTHast KOMUCCUS CyJla OCYILECTBISIET CAEAYIOIUE PYHKIINU:
4.8.1. Opranu3syet exeroAHblii 0TOOpP e ISl XPaHSHUS U YHUUYTOKEHUSI.
4.8.2. PaccMaTpuBaeT v NpUHUMAET PEUICHUE O COTIACOBAHUU:

IIPOEKTOB OIHUCEN JENI MOCTOSIHHOTO W BpeMeHHbIX (cBbime 10 1eT) cpokoB
XpaHEHUs1, OIUCEN JIEIT IO JIMYHOMY COCTaBY;

IMPOCKTOB HOMCHKIJIATYP ACII;

IPOEKTOB AKTOB O BBIJCICHMM K YHHUYTOXKCHHMIO J€JI, HE MOJIEKAIINX
XPaHEHHUIO;

IIPOCKTOB aKTOB O H€O6Hapy)KeHI/II/I APXUBHBIX HOKYMCHTOB, ITYTH PO3bLICKA
KOTOPLIX UCUYCPIIAHBI;

ITPOCKTOB aAKTOB O HCUCIIPABHUMBIX ITOBPCIKACHUAX APXHUBHBIX TOKYMCHTOB,

IMPOCKTOB JIOKAJIbHBIX HOPMATHUBHBIX dKTOB U MCTOJJUYCCKHUX NOKYMCHTOB Cyid
I10 ACIOIIPOU3BOACTBY U APpXUBHOMY ACIY.

4.8.3. ToroBuT mnpemioxkeHus o0 YCTaHOBIEHHWU (M3MEHEHUU) CPOKOB
XpaHEeHHS JOKYMEHTOB M BHECCHHMH COOTBETCTBYIOIIMX W3MeHeHui B llepeueHb
JTOKYMEHTOB, C JaJbHEHIIMM HMX TpEACTaBICHHEM Ha paccMoTperune CymeOHOTo
nenaptamenTa mpu Bepxosaom Cyzae Poccutickoit @enepanum.

4.8.4. COoBMECTHO C apXMBOM CyJAa, OTACJIOM JAEJONPOU3BOACTBA (0OIIUM
OTJICJIOM) M KaJpOBOM CIy>kO0 opraHu3yeT sl paOOTHUKOB CyJla KOHCYJIbTAIlUH
0 BOIpocaM pabOThl C JOKYMEHTaMH, OKa3bIBaeT MM METOIUYECKYIO ITOMOIIIb,
y4acTByeT B TIOATOTOBKE W TPOBEACHHH MEPONPHITHH IO TOBBIMICHUIO WX
KBIM(PUKALIUU.

4.8.5. BeimonHseT uHbIe (YHKIMH, YCTAHOBJICHHBIC 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepanimn B cepe apXMBHOTO Jiejla M JICJIIONPOM3BOJICTBA U
MOJIOKEHUEM 00 APKCIIEPTHON KOMHUCCHUH CY/Ia.

4.9. 3acemaHusi SKCIEPTHOM KOMHUCCHHM CyJa TMPOBOASATCA MO Mepe
HEOOXOJMMOCTH, HO HE MEHEe JBYX pa3 B roj, OpOPMIISIOTCS MNPOTOKOJIOM,
KOTOPBIM MOJMUCHIBACTCS MPEACcCeaTeIeM U CeKpeTapeM KOMUCCHH.

3aceqaHue SKCHEPTHOW KOMHUCCHM CyJa W TIPHUHATHIE PEIICHUS CUYUTAIOTCS



MIPAaBOMOYHBIMH, €CJIA Ha 3aCEIaHUH MPUCYTCTBYET O0Jee TOJIOBUHBI €€ COCTaBa,
pelieHus Mo KaXJOMYy BOIMPOCY (JOKYMEHTY) NPUHUMAIOTCS OOJBIIMHCTBOM
rojiocoB. CrnopHbI€ BOMPOCHI MPU PA3ICICHUH TOJIOCOB MOPOBHY pPa3pelIaroTcs
npejceaTeseM SKCIEePTHOW KOMUCCHH Cya.

4.10. BeneHne nenonpou3BOJACTBA 3KCIEPTHOW KOMHUCCUM CyJAd, XpaHEHUE U
WCIIOJIb30BaHUE €€ JIOKYMEHTOB, OTBETCTBEHHOCTh 32 MX COXPAHHOCTb, & TAKKE
KOHTPOJIb MCIIOJHEHUs MNPHUHATBIX OKCIIEPTHOM KOMMCCHUEH CyJa pelIeHUun
BO3JIaralOTCs Ha CEKpeTaps SIKCIEPTHOU KOMUCCHUM CYJa.

4.11. Tlo pesynpTaTaM SKCHEPTHU3BI IIEHHOCTH IOKYMEHTOB B CYyIEOHBIX
KOJUIETUSIX, CYyAEOHBIX COCTaBaX, TIOCTOSIHHBIX CYJE€OHBIX MPUCYTCTBUSX,
CTPYKTYPHBIX TIOJIpa3JeICHUSIX Cya COCTABIISIOTCS:

HOMEHKJIATyphl JIe] CyAeOHbIX KOJUIETUH, CYAEOHBIX COCTAaBOB, MOCTOSHHBIX
CyJ€OHBIX TPUCYTCTBHI, CTPYKTYPHBIX MOAPA3ACIICHUN CY/a;

OMHCH JIeJ, OMHCH OJJIEKTPOHHBIX Jel CyAE€OHBIX KOJUIETUH, CYICOHBIX
COCTABOB, MOCTOSIHHBIX CYACOHBIX MPUCYTCTBUM, CTPYKTYPHBIX MOJpa3eiIecHUN
CyJla: MOCTOSTHHOTO, BpeMeHHBIX (CBbIIIe 10 JieT) CPOKOB XpaHEHHUs, M0 JTUYHOMY
COCTaBY;

NpCIJIOKCHHUA K aKTy O BBIACIICHHMH K YHHYTOXCHHUIO JOKYMCHTOB, HC
IMOJICKAIMUX XPAHCHUIO.

5. OdopmiieHne 1eJ1 U HHBIX JOKYMEHTOB K XPAHEHHUIO B apXHUBe CyIa

5.1. 3aKoHYEHHBIE JEIOMPOU3BOCTBOM Jl€jia TIOCTOSHHOTO (B TOM YHCIIE CO
CPOKOM XpaHeHHus "0 JUKBUJAIMU cyna") U BpeMeHHbIX (cBbime 10 jeT) cpokoB
XpaHEeHHUs, B TOM YHUCJE MO JIMYHOMY COCTaBy, MOJATOTABIMBAIOTCS K MEpeaayde B
apXuB CyJia U MOJjIeKaT MOJTHOMY O(DOPMIICHUIO U OTTMCAHUIO (BKJIFOUEHUIO B OTTUCH
nen).

Odopmienue u omucaHue JAed J0 Mepeladyd B apXUB OCYIIECTBISACTCS
pabOTHHUKaMH, OTBETCTBEHHBIMH 32 BEJICHHUE [IEJIONPOU3BOJCTBA B CyACOHOMU
KOJUIETUH, CYIeOHOM COCTaBe, TMOCTOSSHHOM CYACOHOM TPUCYTCTBHHM WJTU
CTPYKTYPHOM TIOJIpa3/ieJICHUH Cy/ia, B COOTBETCTBUU ¢ TpeboBanusimu [IpaBun N
77, THCTPYKIIMH TI0 CyJIeOHOMY JEIONPOU3BOICTBY M HacToseh MHCTpyKIuu.

5.2. Tlpu dQopmupoBaHuu el HEOOXOAMMO COONIOAATH  CICTYIOIIHNE
TpeOOBaHMUS:

JOKYMEHTBI TIOCTOSHHOTO W BPEMEHHOIO XpPAaHEHUS TPYNNUPYIOTCA B
OTJEJIbHBIC J1ET1A;

B JICJI0 BKIKOYAKOTCA HOOKYMCHTBLI, KOTOPBIC TII0 CBOCMY COACPKAHUIO



COOTBETCTBYIOT 3aroJIOBKY J€Jia, IPEeIyCMOTPEHHOMY HOMEHKJIATYpOil. 3aroja0BOK
JieJla YTOUHSIETCS. B COOTBETCTBUM C (DAKTMUECKHM COCTAaBOM M COJEPKAHUEM
JIOKYMEHTOB;

B ICJIO BKIIFOUACTCA OHH 3K3CMILIAP KAKIOI'0 JOKYMCHTA,

B JIeJla TPYIIUPYIOTCS JOKYMEHTBI OJJHOIO KaJIEHJIAPHOTO rojia (MCKIIIOUYEHHUE:
"mepexosue” nena; cyAaeOHbIE JeNa; JUYHBIE JieJa, KOTopble (OpMHUPYIOTCS B
TEUYEHHUE BCEro Mepuojia paboThl);

IMPUIIOKCHUA, JIACTBI O3HAKOMIICHHA, COINIACOBAHMA HW  PC30JHOLHHHU K
JAOKYMCHTAM ABJIAIOTCA UX HEOTHhEMJIEMOH YacThIO U BKJIIOYAIOTCS B JACJI0 BMECTC C
JAOKYMCHTAMM, K KOTOPBIM OHH OTHOCATCA,

npuKa3bl (paclopsKeHUs) TPYHNIUPYIOTCS B Jejla B COOTBETCTBUU C
YCTAaHOBJICHHBIMM JUUI1 HUX CPOKaMU XPaHECHMUS;

JJUYHBIC OCJIa (1)OpMI/Ipy10TC$I OTACJIbHO Ha KaXXA0I'0 pa6OTHI/IKa, JOKYMCHTEI B
JIMYHBIX OCJIaX paclojararorcsa B XPOHOJOTHMYCCKOM IIOPAAKE II0 MCPE
IOCTYIIJICHUS,

JUIEBBIE CUETa IO OIUlaTe TPpyJaa PabOTHUKOB TPYIIHUPYIOTCS B OTIACIbHBIC
Jefa U pacnoJiaralorcs B HHUX 1o andaButy (ammimii, IMEH U OT4eCTB (IpHU
HaJINYUN);

HC AOIIYCKACTCA I'PYIIIMPOBATH B ACJIa YCPHOBLIC U I[Y6JICTHBIG OK3CMILIAPBI
JAOKYMCHTOB, a4 TaKXKC JOKYMCHTGI, ITOAJICKAIIUC BO3BPATY.

5.3. IlonHoe odopmiieHne nen Ha OyMa>KHOM HOCHUTEJNE NMPEAyCMAaTPUBAECT:
U3bATUE (aillIoB-BKIAABIIIECH, CKPENOK, METANIMYECKUX CKOO, CTUKEPOB;

MOAIIMBKY WX TEpervieT JOKYMEHTOB jena (HepopMaTHbIE TOKYMEHTHI
XPaHATCS B 3aKPBITHIX TBEPABIX MaIKax WA KOPOOKax);

HyMEPALHIO JIMCTOB JETa;

COCTaBJICHUE JUCTa-3aBeputenisa Jaena (mpuioxkenue N 10 k HacTosmiei
Wuctpykiun);

COCTAaBJICHUE BHYTPEHHEH OMUCU JOKYMEHTOB Jena (mpuioxkenue N 11 k
HacTosier MHcTpykuun);

odopmiieHue o06s10xkku nena (mpunoxkenne N 12 k HacTosiiet Muctpykuum);,

JIUCT MCTIOJIb30BaHUs (TP HEOOXOIUMOCTH).



5.4. leno Ha OyMa)kHOM HOCHTEJE HE JOJDKHO conaepkarh oonee 250 muctoB
Opyd TOJNIIMHE Kopemka He Oomee 4 cM. B ciywae, ecim JOKyMEHT ¢
NpuIoKEeHUEeM(sIMH), TIOMEIIeHHbIE B JieNo, cojepxkar Oonee 250 JHCTOB,
nomyckaercst GOpMUpPOBATH J1€J10 C HE3HAUNUTENILHBIM ITPEBBIIIIEHUEM HOPMATUBHOTO
o0OBbeMa.

Ecnu xonM4uecTBO JUCTOB B J€JI€ 3HAYUTENIBHO IpeBbimaeT 250, JOKyMEHTBI
dbopMupyIOTCA B TOMa B XPOHOJOTHUECKOM mopsiike. ToM 2 MOXeT ObITh HauaT
JUIIb Tociie OKOHYaHus Toma 1. /lata OoTKpbITHS TOMa 2 HE JO0JKHA OBITH paHee
naTtel OKOHYaHMsA ToMa 1. Ha Tomax momkeH OBITH OOIMI 3arojioBOK IO
HOMEHKJIaType eIl

5.5. JIOKyMEHTBI IOJIIIMBAIOTCSI HA YETHIPE MPOKOJIa B TBEPAYIO OOJI0KKY UITU
MEPeIyIeTaloTCsl C Y4€TOM BO3MOKHOCTH UTEHHSI BCEX JIOKYMEHTOB, JaT, BU3 U
PE30JIIOLIMI HA HUX.

[Ipu HeoOxoaumocTH OOKyMEHThl MeHee (opmata AS (Y€KH, KBUTAHIIMH,
crpaBkH, potorpaduu U Ipyrue) B LesX y100CTBa MOAIIMBAaHUS HAKJIEUBAIOTCS HA
auct ¢popmara A4. Ilpu orcyTcTBUM NOJS 7S MOAIIMBKU JOKYMEHT HEOOXOAUMO
HaKJIEUTh 0€3 MOBPEKIACHHSI TEKCTa HAa BCIIOMOTaTEJIbHBIN JIHCT.

JIOKyMEeHTBHl TOJIIUBAIOTCS B J€JI0 B XPOHOJOTUYECKOM TOPSIKE, BCE
MPUOOIIEHHBIC B MPOIECCE PACCMOTPEHUS Cy1I€OHOTO JIeTia JOKYMEHTHI - B TOPSIAKE
WX MOCTYTUICHHSI.

B caydyae wucnonb3oBanus uis (PUKCHpPOBAHHUS Xona CyneOHOro 3acemaHus
CPEIICTB ayJMO3alMMCU ¥ HHBIX TEXHUYECKUX CPEJICTB AJIEKTPOHHBIE HOCUTEIH
uHdopMaIuu (IUCKH, IUCKETHI, (IEnI-KapThl) XPaHATCS BMECTE C CYACOHBIM
nenoM. [lpu 3TOM OHU JOHKHBI OBITH BIIUTHI B CyneOHOE eN0 (MPUOOIIEHBI K
MIPOTOKOJY Cy/IeOHOTO 3aceaHusl) B yITaKOBaHHOM BUJE (KOHBEPT) C YKa3aHHUEM Ha
yIakoOBKe HOMepa Jiefa, JaThl, a TAK)KE MOAMUCAHBI YITOTHOMOYCHHBIM PAOOTHUKOM
ammaparta cyna. YTMakoBKa JOJDKHAa OO0ecCTeunBaTh COXPAHHOCTH DJIEKTPOHHOTO
HOCHTEIIS OT TIOBPEKICHUHN U TIOPYH.

5.6. Ilpu Hymepanuu JUCTOB B JieJiax coOJII0AaI0TCs CIeAyIoIIKe TpeOOBaHUS:

HyMepaiusi TPOU3BOAMUTCS apabCkuMu mudpamMu MPOCTHIM TpadUTHBIM
KapaHJalIoOM WM HyMEpPaTOpPOM C BOJOCTOMKOM IITEMIIEIBHON KPAaCKOM;

HOMCPA JIMCTOB IMPOCTABJIAIOTCA B IIPaBOM BEPXHEM YIIY JIUCTA JOKYMCHTA,

doTorpaduu, yepTeKU, AMArpaMMBbl U APYTHUE UIUTFOCTPATUBHBIC JTOKYMEHTHI,
MPEJCTABIISAIONINE CAMOCTOSITENIbHBINA JIUCT B JieJie, HyMEpPYIOTCs Ha OOOPOTHOM
CTOPOHE B JICBOM BEPXHEM YTy,

JIUCT C HaKJICCHHBIMU AOKYMCHTaMM1 (BBIpCSKaMI/I, BBIIIMCKaMHU,



dotorpadusiMu) HyMepyeTcsi Kak OAHMH JIUCT;

JUCTHI (BBIPE3KH, BCTABKU TEKCTA, TIEPEBO/IbI), MOAKICCHHBIE OJTHUM KPaeM K
JIPYTrOMY JIUCTY, HyMEPYIOTCS OTAENbHO;

KOHBEPTHI C BIIO)KCHHUSIMH, MOJAIIUTHIE B JIEJ0, HYMEPYIOTCS B CIEAYIOLIEM
MOPSJIKE - BHAYAJIE HYMEPYETCs] KOHBEPT, @ 3aTEM OYEPEIHBIM HOMEPOM - KaXJ10€
BJIO)KCHHE B KOHBepTe. Eciau BIIOKEHUS HYMEpOBaTh HENIb3S, MX HaJIU4He
OrOBapUBAECTCS B 3aBEPUTEIILHON HAIIUCH;

MOJIIUTHIE B JIEJI0 JOKYMEHThI C COOCTBEHHON HyMepallei JIMCTOB (BKIOYas
MEYaTHBIC U3/IaHNS) HYMEPYIOTCSI B O0OIIEM MOPSAKE WA COXPAHSIOT COOCTBEHHYIO
HYMEPALMIO, €CJIM OHAa COOTBETCTBYET IMOPSJIKOBOMY PACIIOJIOKECHUIO JINCTOB B
b1 (SN (K

JUCTHI O0NbIIUX (POPMATOB MOAIIMBAIOTCA 3a OJUH Kpail U HyMEpyloTCa Kak
OJIMH JIUCT;

BCE JIMCTHI Jena (TomMa, 4acTh) Ha OyMaKHOM HocuTele (Kpome JIMcTa-
3aBEPUTEIIS JiejIa M BHYTPEHHEH OMMCH TIOKYMEHTOB JIeJIa) HyMEPYIOTCSI B BAJIOBOM
TIOPSIJIKE;

JIMCTBI ACJI, COCTOAIMNX N3 HCCKOJIBKUX TOMOB, HYMCPYIOTCA IO KAKAOMY TOMY
OTACJIBHO.

B Cclaydasax O6Hapy7K€HI/IH OIMOOK B HyMCpaluu JIUCTOB ACJIa ITPOBOJIHUTCA
NnepeHymMCcpanua Uil UCIIOJb30BAHUC JIMTCPHBIX HOMEPOB JIUCTOB.

5.7. Jluct-3aBepurens Aena (npunoxenue N 10 k Hactosmert MHCTpyKiun)
COCTaBIISIETCSI HAa OTAEJIBHOM JIUCTE, MOAMUCHIBAETCS €r0 COCTABUTEIEM,
MOMIIMBAETCS (BKICUBAETCS) B JEIIO.

3anpeniaeTcss BRIHOCHTH JIMCT-3aBEPUTEIbL Ha OOJIOXKKY Jiella WM YUCTHIN
000pOT JIKCTa MOCIEAHETO TOKYMeHTa. Eciu €10 MoUTO UiIu NeperyieTeHo 0e3
0JIaHKa JINCTa-3aBEPUTEIISL, OH JOJDKEH ObITh HAKJIECH 32 BEPXHIOK YaCTh JINCTA Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHIIE Jea.

[Ipy 3HAYUTENHHOM KOJIMYECTBE OLIMOOK B HYyMEpAalUU JIUCTOB €IUHULIBI
XpaHEHUsl JIMCT-3aBEpUTENb IepecocTaBisgerca. CTapblil  JIHCT-3aBEpUTENb
aKKypaTHO IEpEeYEpKUBAETCS U OCTAETCS B JAEIIC.

Bce nmocnenyromye u3aMeHeHHsI B COCTaBE M COCTOSTHUU Jiena (TMOBPEXKICHUS,
3aMeHa MOJIMHHBIX JOKYMEHTOB, TPUOOIIEHUE HOBBIX JOKYMEHTOB) OTMEYAIOTCS B
JIMCTE-3aBEPUTEIIE CO CCHUIKOM HAa COOTBETCTBYIOLINM aKT.

5.8. Ha o6Gnoxke nema (mpwioxkenue N 12 k nHactosmenr WHcTpykiun)



YKa3bIBAKOTCH:
HaMEHOBAHUE CyJ1a (MIOJHOCThIO, B UMEHUTEILHOM MaJIEKE);

HAaUMEHOBaHUE CYJEOHOW KOJUIETHH, CYyIeOHOTO COCTaBa, IOCTOSHHOTO
CyZIeOHOTO TPUCYTCTBUS WU CTPYKTYPHOTO TOApa3AeeHus cyaa (TIpyU HAJTUIHH );

HOMEp ToMa (4acTH);
UHJICKC JIeJia 10 HOMEHKJIaType el
3aroJI0BOK Jiefia (Toma, 4acTH);

dbamMumus, UMsi, OTYECTBO OCYKJICHHOT'O JIMIIA U MTOJTHOE HAUMEHOBAHUE CTAaThU
YronosHoro koaekca Pocculickont @enepanyu, o KOTOPOU JIULO OCYKJICHO;

dbaMuTus, MHUITMAIBI UCTIIA, OTBETYMKA (HAMMEHOBAHWE OPTaHU3AINH), CYTh
ucKa (3asBICHUS);

(1)aMI/IJ]I/IH, HMs, OTYCCTBO OIIPpABAAHHOIO JIMIAd HWJIX JIMId, B OTHOIICHHH
KOTOPOI0 IMPpOU3BOJACTBO IIPCKPAIICHO,

HOMED MPOU3BOICTBA TI0 JIeTy, YHUKAILHBIN HICHTU(PUKATOD Jena;
KpaiiHue AaThl Jena (TomMa, 4acTu);
KOJIMYECTBO JIUCTOB B JieJie (TOME, YacTH);

CPOK XpaHEHHs Jena € YKa3aHueM Troja, OO0 KOTOpPOro OCYLIECTBIISIETCS
XpaHEHUE;

Ha CyAeOHBIX Jefax - TMOANMHCH CYyJIbH, PACCMOTPEBIIETO JAEN0, Ha Jenax
oOIIero  JeJONpOM3BOJACTBA - MOJINUCHh HAYalbHUKA COOTBETCTBYIOIIETO
CTPYKTYPHOTO MOJIpa3IeJICHHUS;

apXUBHBIA UQP ena (Mpy HATUYHN);

nomeTka "Jls ciy’keOHOTO MOJb30BaHMs" Wi TpU(d OrpaHUYEHUS JTOCTYIIA
(Tpu HAJTMYHM).

5.9. Ha o0no0kax aef MOCTOSSHHOTO CpOKa XpaHEHUs MpelycMaTpUBaEeTCs
MECTO JIJI1 HANMEHOBAHHUs FOCYJapCTBEHHOTO ApXMBa, B KOTOPBIN ITEpEAAIOTCS 1eJ1a
CyJla - UICTOYHUKA KOMILJIEKTOBAHUS.

[Ipu n3mMeHeHnrn HaMMEHOBaHUS CyJla (CTPYKTYPHOIO MOAPA3AEIEHUS Cy1a) B
TEUEHUE TNEepPHoJia, OXBATbIBAEMOrO0 JIOKYMEHTaMU JieJa, Ha OOJIOXKKe Jelna
YKa3bIBAa€TCsl MOCIIETHEE HAUMEHOBAHUE.



5.10. 3arosoBOK Jena JOJKEH COOTBETCTBOBATH (DAKTUYECKOMY COCTaBY
cofiepKaHus JOKYMEHTOB JIeJa.

Ecnu neno cocTtouT M3 HECKONBKUX TOMOB (YacTeil), Ha OOJIOKKY KaXKI0To
TOMa (4aCTH) BBIHOCUTCS OOIIMI 3ar0J0BOK, & TAKKE 3ar0JIOBOK U HOMEP KaXKJI0TO
ToMa (4acTu).

IIpumep:

"JIoOKyMEHTBl ONEpPaTUBHBIX COBEHIaHW cyner B 2 Tomax. Tom N 1 -
COBEIIAHUS CYyJIel CyJIeOHOM KOJUIETUH MO YTOJOBHBIM JienaM';

"JIoKyMEHTBI OINEpPATUBHBIX COBelaHWi cyaed B 2 Tomax. Tom N 2 -
COBEIIAHMS CyJiel Cy/1IeOHOM KOJIJIErHH 110 TPaXKIaHCKUM Jienam".

B 3aronoBkax ngen, comepkamuyx KONHWHU JTOKYMEHTOB, JEIaeTCAd YKa3aHUE Ha
HaJIM4ne Konuil. [IoJIMHHOCTh JOKYMEHTOB JIeJia B 3ar0JI0BKE HE OrOBAPUBAECTCS.

5.11. Ha o0noxke jpaena yKa3bIBalOTCA KpallHUE JaThl JOKYMEHTOB,
MOMEIICHHBIX B JIEIIO.

Ecnu B neno BKIIIOYEHBI JOKYMEHTHI, J1aTa KOTOPBIX HE COBHAAAeT C JaTOu
Jiena, TO Mo AaTOM C HOBOM CTPOKM JiefiaeTcsi o0 3ToM 3amnuch: "B nene umerorcs
JIOKYMEHTHI 3a... To/1(b1)".

JlatamMu i€, COJEpXKallUX PACTOPAIUTEIbHYI0 U HMHYI JOKYMEHTAIIUIO
(TokJampl, MHUChbMA, CTEHOTPAMMBI) SIBISIIOTCA JIaThl (YHUCTIO, MECSI, TON)
peructpainuu (CoCTaBlICHUS, TTOCTYIJICHUSI) CAMOTO PaHHETO U CaMOTO TO3HETO
JIOKYMEHTOB, BKJIFOUEHHBIX B /110 (KpaiHue JaThl Je, JOKYMEHTOB).

JlaTtoit nena, copepkaiero MpoTOKOJIbI 3aCeIaHUM, IBJISIFOTCS JaThl IEPBOTO U
MOCJIETHETO MPOTOKOJIA, BKJIIFOYEHHBIX B JIEJIO.

I[aTOﬁ JIMYHOI0 Aacjia ABJIAIOTCA OAaTbl IOAINMMCAHWA IMPHUKA30B O IMPHEME H
YBOJIbHCHHH JIMI[A, HA KOTOPOC OHO 3aBCACHO.

JlaTo# IMYHOTO Jeja rOCyJapCTBEHHOIO TPAXKIAHCKOTO CIYKAIIETO SBIISFOTCS
JIaThI €r0 MOCTYIUICHUS Ha TOCYIapCTBEHHYIO IOJXKHOCTh M YBOJIBHEHUS C HEE.

Ecnu nenom siBnsiercs sxypHai, 1aToi efa Oy1yT TOUHbIC KaJeHIapHbIC 1aThl
MIEPBOU U IMOCIIECIHEN 3aUCEN B KypHAJIE.

[Tpu 0603HaUYeHNM TaTHl TOKYMEHTA CHaYala yKa3blBA€TCsI YHUCIIO, 3aTEM MECSII
u roa. Yucimo u rog o0o3HAYarOTCsA apaOCKuUMU IMdpamu, Ha3BaHUE Mecdla -
TIPOITHCHIO.

Ecim nara AOKYMCHTA MM OTACJIBHBIC €€ OJICMCHTLI ONPCACIAIOTCA



MPUOJIM3UTEIIEHO, HA OCHOBAaHUHW aHAJIM3a COJEPIKAHMS TOKYMEHTA, TO Jara WJu
OTIICJIbHBIE €€ DJEMEHTBhI, HE SBISAIOUIMECS aOCOJNIOTHO JIOCTOBEPHBIMH,
3aKJIIOYAIOTCA B KBajJpaTHbIE CKOOKM (Hampumep, [He panee 2026 r.]; [He paHee
HIOHS - He To3aHee uronst 2026 .], 11 [utons] 2026 r., [11 utons 2026 1.]).

I[aTa ACJIa HC YKA3bIBACTCA Ha 00J105KKaX ACJ, COACPKAIINX T'OOOBBIC IIJIAHEI,
OTYCTBI U APYTUC JOKYMCHTHI, JdThl KOTOPBIX OTPAKAKOTCA B 3aI0JIOBKax JCJI.

5.12. KonnyecTBOo JMCTOB Ha 00JIOKKE Jej1a YKa3bIBA€TCSI HA OCHOBAHHUU JIUCTA-
3aBEpUTETISL.

5.13. Cpok xpaHeHus Ha OOJIOKKE Jejla YKa3blBaeTCsl B COOTBETCTBUHU CO
CPOKOM XpaHEHUs, YCTAHOBJICHHBIM HOPMATUBHBIMM IIPABOBBIMH  aKTAMH
Poccniickonn @epepanuu, TUNOBBIMU MEPEYHSIMU JOKYMEHTOB, llepeunem
JOKYMEHTOB.

5.14. ApxuBHBII KPP NpPUCBAUBAETCS TOCYAAPCTBEHHBIM APXUBOM U
BKJIIOUAeT B ce0s HOMepa: apXUBHOTO (OHJIA, OMHUCHU eI, JOKYMEHTOB, €IUHUIIBI
XpaHeHus - aena. Ha enuHunax xpaneHus, cogepkaiiux JOKyMEHTbI Ha OyMaXHOM
HOCUTEJIE, apXUBHBINA MIH(PP HAHOCUTCS HA OO0JIOXKKY B JIEBOM HUKHEM M IPaBOM
BEpXHEM yriax B LesAX oOecredeHuss ydera W uaeHTHpukauuu. llpu stom
0003HaYeHUEe, HAHOCHMOE B IMPABOM BEPXHEM YIiy, nepeBopaunBaercs Ha 180
IpaJlyCOB MO OTHOLIEHUIO K 0003HAYEHUIO B JIEBOM HUKHEM YTIIy.

Ha nena, BHeceHHble B ONMUCh Je€d (TOAOBOWM pas3jesl ONUCU JieN) cynaa -
HMCTOYHHUKA KOMIUJIEKTOBAHUS TOCYJapCTBEHHOTO apXWBa AapXUBHBIK IUGD
MPOCTABIIACTCS TIOCIE YTBEPXKICHUS OMUCHU JieNl (TOJOBOTO pas3jiesia OMHUCH JIeN)
OIIK apXuBHOTrO YUpeKAEHUS U YTBEPKICHUS MPEICENATEIIEM CY/Ia.

5.15. Bo Bcex cyneOHBIX nenax, MOJUICKAIIUX T[epeJadye B apXuB Ha
MIOCTOSTHHOE ¥ BpeMeHHOe XpaHeHwue (cBoimie 10 jeT), a Takke B Jenax 1Mo JUIHOMY
COCTaBYy, COCTAaBJIICTCSI BHYTPEHHSISI ONUCh IOKYMEHTOB jena (mpuioxenue N 11
Hacrosmed MacTpyKIun).

BHyTpeHHsIE oOmuch JOKYMEHTOB [ena MOAIMBaeTcs (MOJKJIEUBAaETCA K
BHYTPEHHEHN CTOPOHE JUIEBOM OOJIO0KKH JIe]ia) B Hayaje jena.

JIMCTBI BHYTPEHHEN ONTUCH TOKYMEHTOB JI€J1a HYMEPYIOTCS OTAEJIBHO OT 0011en
HyMepaluKu TOKyMeHTOB jena. Mudopmaius o KoaudyecTBe JIMCTOB BHYTPEHHEH
ONMCH JOKYMEHTOB JI€JIa BKJIFOYAETCS B JINCT-3aBEPUTEIIb.

N3menenue cocrtaBa JOKYMEHTOB Jiena oTpaxkaercs B rpade "lIpumedanne"
BHYTPEHHEHW OMUCH JTOKYMEHTOB JieJla CO CChUIKAMHU Ha COOTBETCTBYIOIIHE aKTHI.
[Ipu npuoOuIeHun K A€y HOBBIX JOKYMEHTOB BHYTPEHHSSI ONUCH JIOMOJIHIETCS, K
HEeW COCTaBJISIETCSI HOBAsi UTOTOBAsI 3aIUCh.



5.16. B y4eTHO-pErucTpallMOHHBIX >KypHajaX MOCTOSHHOIO W BPEMEHHOTO
(cBbitie 10 yer) XxpaHeHUs nepen ux mnepefadeil B apxuB paOOTHUKaMM OTEJIOB,
OTBETCTBEHHBIMM 32 BEJCHUE JIAaHHBIX JIOKYMEHTOB, OCYILIECTBIISIETCS HyMepauus
JHMCTOB U IIPOU3BOAUTCS 3aBEPUTEIbHASI HAIITUCh.

Ha o6noxxke PETUCTPAIUMOHHOTIO KYPHAaJIa HJIIM KHUT'H COTJIACHO HOMCHKJIATYPC
MMPOCTAaBJIICTCA CPOK XPAHCHUA N YKA3bIBACTCA KOJIMYCCTBO JIMCTOB.

[lepen mepemadeld B apXWB YYETHO-CTATHCTHUECKHX KapTOUeK pabOTHUK
oTAeNa JEJONPOU3BOACTBA IMPOBEPSET MX HAJIWYWE W 3allOJIHEHUE BCEX
IIPEYCMOTPEHHBIX PEKBU3UTOB.

[Tocre mepemaun e B apXUB YYCTHO-CTATHCTUYCCKUE KAPTOUYKH OJKHBI
XpaHUTBCSA B KapTOTEKax (SAMIUKaX, KapTOTCUHBIX INKadax) OTIACIBHO TI0
YrOJIOBHBIM,  TPaXJaHCKMM,  aJIMHHHCTPAaTHBHBIM  JejiaMm, JeidaM 00
aJIMHHHACTPATHBHBIX TPABOHAPYIICHUSIX B TOPSAIKE MX HOMEpPOB IO rojgam. B
Ka)XJIOM TOME JOJDKHO OBITh He Ooiiee 150 y4eTHO-CTaTUCTHYECKUX KapTOYeK, HO
He 6oiee 250 aUCTOB.

YYEeTHO-CTaTUCTUYECKAE KApTOYKM IEPENAIOTCA B apXWB BMECTE C
an(aBUTHBIM yKa3aTeJeM.

6. HOpH}]OK YHHUYTOKCHHUA apXHUBHBIX TOKYMCHTOB

6.1. Haxomsmmecs B apxuBe neilia, MO KOTOPBIM MCTEK CpPOK XpaHEHWH,
YCTAaHOBJICHHbIA  JedcTByromuM IlepeyHeM JOKyMEHTOB, OTOUparoTci K
yHUUTOXKEHUI0. Pabora mo orOOpy Jen K YHUYTOXKEHHIO OCYIIECTBISETCS
pabOTHHUKOM, OTBETCTBEHHBIM 32 pa0OTy apXuBa Cy/a, €KEroTHO.

Jlena W JOKYMEHTBHI BKJIKOYAKOTCA B AKT O BBIACICHUM K YHHYTOXEHUIO
JIOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO, €CIIU MPEyCMOTPEHHBIN IJI1 HUX CPOK
XpaHEHMs UCTEK K | stHBaps rojja, B KOTOPOM COCTAaBJIEH aKT.

YHUYTOXKEHUE JOKYMEHTOB [JI0 MPOBEACHHS OKCIEPTU3bl I[IEHHOCTH U
YTBEPXKACHUS NPEACEHATeNIeM CyJa OIMCEN el ITOCTOSHHOTO XpaHEHUs W
COIVIACOBAHMS ONMCEW eI 10 JIMYHOMY COCTaBy 32  AHAJIOTMYHBIN
XPOHOJIOTHYECKHUN NIEPUOJ 3AIPELIACTCS.

6.2. Ha ocHOBe NpemIOKEHHM K akTy O BBIACICHHMH K YHUYTOKEHHIO
JIOKYMEHTOB, HE TMOJIeKAIIUX XPaHEHUIO, COCTABJICHHBIX TIO0 pe3yibTaTaM
HKCIEPTU3bl LIEHHOCTU B CYACOHOW KOJUIErMH, CylIeOHOM COCTaBe, MOCTOSSHHOM
CyneOHOM TMPHUCYTCTBUHU, CTPYKTYpHOM TIOApa3felieHuH Cyaa, paOOTHHK,
OTBETCTBEHHBIN 3a paboOTy apxuBa CyJa, COCTaBJSIET COOTBETCTBYIOUIMI MPOEKT
akta (mpwioxenne N 13 k Hacrosmer WHcTpykinuu). YKa3aHHBIA TPOEKT
MOJIMCHIBACTCA HAYAJIbHUKOM OTJIENa JAeJIONPON3BOACTBA (0OIIEro OTAeNa).



[IpoekT akTa O BBIJIEIEHUH K YHUUTOXEHHUIO JOKYMEHTOB, HE MOJJIEKAIIUX
XPaHEHHUIO, MPEACTABISETCS Ha COMVIACOBAHME AKCIIEPTHON KOMHUCCUM CyJa, 3aTeM
HampaBisiercsi Ha paccmoTpenue OIIK apxuBHOro yupexzaeHus (eciu cyn
BBICTYNA€T MCTOYHHUKOM KOMIUJIEKTOBAHUS TOCYJAApPCTBEHHOIO apXuWBa WM Ha
OCHOBAHMHM  COOTBETCTBYIOIIETO  JIOTOBOpa), IOCJIE€ YEero  YTBEpXkKAaeTcCs
npejcenaTesaeM cya.

6.3. HpH COCTABJICHHUHU aKTa O BBIACJICHHUU K YHHYTOXCHHUIO TOKYMCHTOB, HC
noajic:kalmunx XpaHCHUIO, JOJIKHBI CO6JIIOI[3TBC$I CJICaAyronme rnmpaBuiia:

AcIa paclrojiararorcsa B aKTC II0 roJaM HX pacCMOTPCHHA B IOPAOKE
BO3paCTaHUA HOMCPOB JICJI;

B KOHIIC aKTa ACJIACTCA 3aIllMChb O TOM, YTO M3 JCJI (CYI[G6HBIX I[GJ'I) HU3BATHI
INOJJINMHHUKHA CYI[C6HBIX AKTOB, JIMYHbIC TOKYMCHTHEI.

6.4. AKTbl O BBIICICHUHA K YHUYTOXKEHHUIO JOKYMEHTOB, HE IOJJICIKAIINX
XpPaHEHUIO, PACCMATPUBAIOTCS M COIJIACOBBIBAIOTCA HA 3aCEIaHUM JKCIIEPTHOM
KOMHUCCHH CyJa OJHOBPEMEHHO C OIKUCSIMH Ha JieJia TOCTOSIHHOIO XPaHEHUs, U 10
JIMYHOMY COCTAaBY.

[Tocre yTBepkIeHUs IpeaceaaTeeM Cyaa OMHCEeH I MOCTOSHHOTO CpoKa
XpaHEHUs, OMKCEH JIeT 110 JJMYHOMY COCTaBY, aKTOB O BBIICJICHUH K YHUYTOXKCHHIO
JOKYMCHTOB, HC TIOJJICKAIIMX XPaHCHHWIO, Jeja, BBIJCICHHBIC IO aKTy K
YHHUYTOXKEHHUIO, MOTYT OBITh YHUYTOXCHBI.

6.5. lena ¢ ormerkoit "JIIK" momyexxkar moaucTHOMY (I SJIEKTPOHHBIX
JIOKYMEHTOB - TOJIOKYMEHTHOMY) MPOCMOTPY B IEJSIX BBISBICHUS apXHUBHBIX
JIOKYMEHTOB, TIO/IJIC)KAIIUX MOCTOSHHOMY XpaHEeHUIO. BhIsIBIEHHBIE B TAKUX JI€JIax
JIOKYMEHTBI TOCTOSSHHOTO CpPOKa XPaHEHUsI BBIJCNSIOTCS W MPUCOCTUHSIIOTCS K
OJTHOPOJHBIM JieJIaM COOTBETCTBYIOUIETO IOJI0BOTO pazjiena Wik (GOpMHUPYIOTCS B
OTJIEJIbHBIE JIETA.

OcraBmuecs JOKyMEHTbI BPEMEHHOI'O CPOKa XPAaHEHUs BKIKOYAKOTCSA B aKT O
BBIJICJICHUNA K YHUYTOXXCHHUIO JOKYMEHTOB, HE NOMJIECKAIIUX XpaHeHuro. Ilpu
BKJIIOYEHHH B AKT JOKYMEHTOB, BBISIBJIEHHBIX NPU IPOCMOTPE AEI CO CPOKOM
xpaneHuns ¢ otMetkon "OIIK", ormerka "OIIK" B akTe He yka3piBaeTcs.

6.6. M3 0TOOpaHHBIX K YHUYTOXKECHHUIO T'PakKAaHCKUX, aIMUHUCTPATUBHBIX,
YTOJOBHBIX JIeN, Jied1 00 aJMUHHUCTPATUBHBIX MPABOHAPYIICHUSX H3BIMAIOTCS
MO/JTMHHUKY CYZCOHBIX aKTOB, BRIHECEHHBIX IO CYIIECTBY Jieia, a TAKKe CyJIecOHbIe
aKThl CYIOB AallCJUIALIMOHHOW, KACCAaUMOHHOM W HAJA30pPHOM WHCTAHIUU,
BBIHECEHHBIE T10 PE3yJIbTaTaM PACCMOTPEHHS ANEIUISIUOHHBIX MM KaCCAlMOHHBIX
*ano0 (mpeacTaBieHuit) MO0 MepecMOTpa PEIIeHUH Cy1a B TOPSJIKE HaI30pa.

U3 MNPCKpAIICHHbIX ACJ, ACI II0 HMCKaM, OCTAaBJICHHBLIM oe3 pPaCcCMOTPCHHA,



U3bIMAIOTCSl MOJUIMHHUKW ~ OINpEAENeHU (ITOCTAaHOBJIEHHS) O MpEeKpauieHUuU
IIPOM3BOCTBA M0 ey, 00 OCTaBJIEHUU HcKa 0€3 pacCCMOTPEHHUSL.

[Tpy HEOOXOAMMOCTH TaKKE€ MOTYT M3bIMAThCS MPHUOOILEHHBIE K /1€y HUHBIE
JOKYMEHTBI (MUPOBOE COTJIALIEHUE, MEAUATUBHOE COTJIAILIEHUE . T.[I.).

[TpuobiieHHble K CyaeOHOMY Jelly AJIEKTPOHHBbIE HOCUTENIHN HH(POpMAIUH
(IMCKH, AUCKETHI, (IIeII-KapThl) YHUUTOKAIOTCSI OAHOBPEMEHHO C JIEJIOM ITyTEM UX
(U3NYECKOTO YHUUTOXKEHMSI WM YHUYTOXKEHHUS MPOrPaMMHO-TEXHHUUYECKUMU
CpEACTBaMH.

6.7. IIpu orbope K YHHUUTOXXEHUIO MATEpUATIOB, PACCMOTPEHHBIX B IMOPSIIKE
IPAXKJAHCKOr0, aJAMUHUCTPATHUBHOTO, YTOJOBHOIO CYJOIPOMU3BOJACTBA, a TaKkKe
IPOU3BOJACTBA IO JejlaM 00 aJIMHUHHUCTPAaTUBHBIX NPABOHAPYIICHUSX, M3 HHUX
M3bIMAIOTCS OJJIMHHUKH CYyICOHBIX aKTOB, B TOM YHUCJIE BBIIIECTOSIIIUX CY/IOB.

6.8. Ha Bcex cyieOHBIX aKTax MPOCTABIISIOTCS PErUCTPAllMOHHBIE HOMEpA Jena
(MaTepuana), HOMEp MPOM3BOJICTBA, YHUKAIbHBIN HACHTUPHUKATOp Jena, U3
KOTOPOTO OHU M3BATHL. 3aTeM JIOKYMEHTHI MOJIIMBAIOTCS B COOTBETCTBUH C
TpeOOBaHMsIMU HacTosed WMHCTpykiuu B OTHAENbHBIE JieJa B 3aBUCUMOCTH OT
KaTeropuu cyJ1e0HOro zena (MaTepuana), i3 KOTOpOro OHU ObUIA U3BATHI, U CPOKA
XpaHEeHHUs BHOBb C(HOPMUPOBAHHOTO JIEJIa.

Cpok xpaHeHus e, CPOPMHUPOBAHHBIX M3 CYACOHBIX AKTOB, U3BITHIX U3
CyleOHBIX el (MaTepualioB) B CBSI3M C MCTEUYCHHEM CpOKAa HMX XpaHEHUS,
OMpeEeIAeTCsl B COOTBETCTBUU ¢ [lepeuyneM TOKyMEHTOB.

Taxue nena nojiexar BKIFOUEHUIO B COOTBETCTBYIOIIME OMKUCH JIEJ 3a IO, B
KOTOPOM cyzie0HOe /1e710 (MaTepua) MOoAJIekKano YHUUTOKEHUIO.

6.9. 3 apXuBHBIX JTOKYMEHTOB, MOMJICKAIINX YHHUYTOXKEHUIO, OCTAIOTCA HA
XpaHEHHe JIMYHBIC JOKYMEHTHI (ITacrmopTa, BOCHHbIC OUJICTHI, TPYAOBbIC KHHUKKH U
JIpyTUE JIMYHBIE JOKYMEHTBI), KOTOpbIC IIOMEIIAIOTCS B OTACIBHYIO MaIKy,
COJIEpIKaIIlyI0 BHYTPEHHIOIO OIMKMCh IOKYMEHTOB. B omuck BHOCATCS: hamMuius, ums,
OTYECTBO BJIAJICJIbIA JIOKYMEHTA, HAMMEHOBAHHUE JIOKYMEHTAa W HOMEpP Jiena
(IpOU3BOCTBA), U3 KOTOPOTO OH U3BAT, IOl PACCMOTPEHUS JieJia, HOMEDP U JaTa aKTa
00 yHUUYTOXEHUU Jena. HeBocTpeOOBaHHBIC JIMYHBIE JOKYMEHTHI XPaHSATCA B
apXxuBe cyza 75 JeT, mocie 4ero yHu4TOKarTC.

6.10. ApXUBHBIE JTOKYMEHTHI, MOJJICKAIINE YHUUTONKEHHIO, MEPEAAIOTCA Ha
YTHJIM3AIMIO B OPTaHU3AIMH, 3aHUMAIOIIHECS TIepepad0TKOM BTOPCHIPHSI.

B cnydae oTcyTcTBUS OpraHM3alludid, TPOU3BOIAIIMX YTUIU3AIUIO B JaHHOM
peruoHe, JOKYMEHThl YHUUYTOXKAIOTCS CHEIUabHO CO3/JaHHOW Ha OCHOBAaHUU
pacmopsbDKeHHsl  TpejceaaTesss CcyJa KOMUCCHEH TyTEM  COXKEHUS WM
MEXaHUYECKOM nepepaboTKH, O YEM COCTABIISETCS aKT.



6.11. Ilepen mepengaveil Ha YHUYTOXKEHUE JTOKYMEHTBHI YIIaKOBBIBAIOTCA, a B
HEOOXOIMMBIX clydasx onedarsiBatorcs. llepemaua odopmisieTcs mpuemo-
CIATOYHOM HAaKJIaIHON (aKTOM), B KOTOPOH yKasbIBalOTCS JaTa Iepeayd,
KOJINYECTBO BKJIIOYEHHBIX B aKT JeJI M APYruX IOKYMEHTOB, BeC OyMasKHOM
MaKyJaTyphbl.

6.12. JlokymeHThl, uMeronme noMmerky "Jlis cimykeOHOro mosib3oBaHus", a
TaKKe  cojepkamue HWHOOPMAIMI0O  OTPAHMYEHHOTO  JOCTYIa,  JOJIKHBI
YHUYTOXXAThCA B CyJl€ IyTEM MEXaHUYECKOTO U3MENbUCHUS (IIPEIUPOBAHUS) WIH
WHBIM CIIOCOOOM, HCKIIOYAIOIIMM BO3MOXHOCTh BOCCTAaHOBHUTH COJIEpPKAHUE
JIOKyMEHTOB. Byma)kHble OTXOJbl MEpefaloTCs B OpPraHHU3alMI0, 3aHUMAIOIIYIOCS
nepepaboTKON BTOPCHIPHS (MPU HATUYUH).

6.13. [lorpy3ka, BbIBO3 Ha YTUIU3ALMIO U YTHIM3ALUS OCYIIECTBISIOTCS O]
KOHTPOJIEM YIIOJHOMOYEHHOTO pa0OTHUKA Cya.

6.14. AKTBI O BBIIECTIEHNN K YHUYTOKEHHUIO TOKYMEHTOB, a TAKXKE JTOKYMEHTHI,
NOJTBEpXKIAOLMEe (DAKT yTWIM3AlLMM, MOJIIMBAIOTCS B OTAEIBHBIA Haps B
XPOHOJIOTHYECKOM TOPSJIKE.

B peructpanmumonnsix KypHanmax (rpada - mpuMedYaHHE) WIM Y4YeTHO-
CTATUCTUUYECKUX KapTouKax (CHelnuasbHbIA MYHKT WK CBOOOJHOE TOJIE) JeIaeTCs
OTMETKAa 00 YHUYTOXXEHUHU JieJla ¢ yKa3aHHEeM HoMepa, JaThl aKkTa U MPOTOKOJa
3aceaHusl SKCIIEPTHON KOMUCCHH CY/Ia.

OTMeTKa 00 YHUUYTOXEHHUU JieJla MPOCTABIISIETCSI TAKKE B COOTBETCTBYIONICH
OIUCH JIEJI.

6.15. 3anpemniaeTcs MCIOJB30BaHUE OTOOPAHHBIX K YHHUYTOXCHHUIO ST IS
X035MCTBEHHBIX HYX]I.

6.16. Ilocne pu3nyeckoro yHUYTOKEHUS JOKYMEHTOB B YUETHBIE IOKYMEHTHI
apXvBa JOJDKHBI OBITh BHECEHBI M3MEHEHHS. CBEJEHUSI O BBHIOBITUM JOKYMEHTOB
OTPaXal0TCS B KHUTE yueTa BBIOBITUS U TTOCTYIIJICHUS IOKYMEHTOB, a TAKXKE B JIUCTE
dboHIa CO CCHUIKOM Ha aKT O BBIICJIEHUN K YHUUTOXXCHHIO (APXUBHBIX ) IOKYMEHTOB,
HE TOJICKAINX XpaHeHWI0. PaOOTHHK, OTBETCTBEHHBIN 3a apXuB CyjAa, MOCIe
BHECEHHSI U3MEHEHUN B YUYETHBIE IOKYMEHTBhI CTaBUT B aKT€ COOTBETCTBYIOLIYIO
OTMETKY, COCTOSIIYI0 U3 (pa3sl "M3MeHEHUs] B y4eTHbIE JOKYMEHTHI BHECEHBI",
COOCTBEHHOPYYHOU MOJMUCH, pacin(PPOBKH MOJIUCH U IATHI.

6.17. PalioHHBIMM CyJaMH KONHUHU AKTOB O BBIJCICHUM K YHUUYTOXECHUIO
JIOKyMEHTOB, a TaK)Ke JOKYMEHTBI, MOATBEpKIaroIIne GakT yTHIN3aIii, B TCUCHHUE
10 pabouumx pgHEH C€O [JHA YHUUYTOXKEHHS JOKYMEHTOB HAIpaBiSIOTCS B
COOTBeTCTBYIOMIEE yrnpasienue CyneOHoro nenapramenTa B cyobekre Poccuiickoit
denepanum.



7. llepenaya ges (3J1EKTPOHHBIX /1€J1) B ApXUB Cy/1a, MOPAIOK
X XpaHeHHUS

7.1. ApxuB cyna KOMIUIEKTyeTcsl JAokyMeHTaMu AdD P®, nokymMeHTamu
MIOCTOSTHHOTO CpOKa XpaHeHus, He BoueamuMu B coctaB AD PD, nokymeHTamu
BpeMeHHbIX (cBbilie 10 J1eT) CPOKOB XpaHEHUsI, B TOM YHUCJIE IO JINYHOMY COCTaBY,
KOTOPbIE BKIIFOUAIOTCS B €r0 apXUBHBINA (DOHS.

Jlena moCTOSIHHOTO XpaHeHus1, BpeMeHHbIX (cBbllle 10 J1eT) CpOKOB XpaHEHUs
NEPEJAIOTC B apxXuB CyJa HE IO3[HEE YeM 4epe3 HIECTb MECALEB IOCIIe
3aBEpUICHUs Il B JEJONPOM3BOJCTBE IO OMUCAM JEJ CyAeOHBIX KOJIJIETHUH,
CYIEOHBIX COCTAaBOB, IOCTOSIHHBIX CYyAEOHBIX TPUCYTCTBUH M CTPYKTYPHBIX
nojpaszzaenenuit cyaa (npunoxenus N 3, 4 k Hacrosien MacTpykiumn). OkoHyanue
IPOU3BOJCTBA MO CYACOHBIM J€JIaM OIpPEAENAETCS B MOPSAKE, YCTaHOBICHHOM
COOTBETCTBYIOLIEH HHCTPYKIMEN IO Cy1€OHOMY J1€J0IIPOU3BOJICTBY.

JIOKYMEHTBI 0 JMYHOMY COCTaBy CyJel KacCallMOHHBIX CyJIOB oOOLIeil
IOPUCAUKIINY, aNeUIMOHHBIX CYJOB OOIIeH FOPHUCIUKIINN, BEPXOBHBIX CYOB
pecnyOIuK, KpaeBbIX U 00JACTHBIX CY0B, CYJI0B FOPOJOB (peiepanbHOro 3HaUYEHUs,
CYZI0OB aBTOHOMHOM 00JaCTH ¥ aBTOHOMHBIX OKPYTOB IE€PEIaloTCs B apXUB Cy/1a T10
uctedyeHuu 10 yeT co AHS OCBOOOXKIEHHS OT JOJDKHOCTU CyAbH (OTUMCIICHUS U3
mrara cyzaa); (enepajabHbIX TOCYAApCTBEHHBIX TPaXJAHCKUX CIyXallUX - IO
uctedyeHuu 10 JieT co AHS YBOJIbBHEHUS.

JIOKyMEHTBI 110 JIMYHOMY COCTaBYy - ApXHUBHBIE JTOKYMEHTBI, OTPAKAIOIIHE
TPYJOBbIE OTHOIIEHUSI pabOTHHKA C padoropareneMm. K yuciay JOKyMEHTOB IO
JUYHOMY COCTaBy OTHOCSTCSI HE BCE JOKYMEHThl CHCTEMBI KaJIpOBOM
JOKYMEHTAlMU, a TOJbKO JJIUTENbHbIX (cBbIIIEe 10 JIET) M MOCTOSHHOIO CPOKOB
XpaHEHHUS.

7.2. Pemenue Ha riepeiaqy B apXuB CYJEOHBIX J€J1, MPOU3BOJICTB U MAaTEPUATIOB
MPUHUMAET CYbs, UX PACCMOTPEBIIHI, a IPU €ro OTCYTCTBUU - MPEJCEAATENb Cy/1a
(cyneOHOM KoOJIIETHH, CyAEOHOr0 CoCTaBa), €ro 3aMeCTUTEIb WM HWHOE
YIIOJTHOMOYEHHOE TpeAceaareneM cyaa JuIo (B TOCTOSHHOM CyJIeOHOM
npuCyTCTBHHM). [Ipu 3TOM Cynbsi MPOBEPSET COCTOSTHUE KAKIOTO CYAeOHOTO Jena,
IIPOM3BOICTBA WM MaTepHuaia.

7.3. PemieHne Ha epeady B apXuB CyZa HOMEHKIIATYPBI, ’KYPHAJIOB U YUYETHO-
CTaTUCTUYECKUX KapTOYeK MPUHHUMAET Mpejcenareib cyna (CyneOHol KoJIeruu,
CyZIeOHOro cocTaBa), €ro 3aMEeCTUTENb UITM HHOE YITOJIHOMOUYEHHOE TpeiceaaTesieM
cyJia TUIo (B MMOCTOSIHHOM CYZ€OHOM MPUCYTCTBHH).

7.4. Pemenne Ha mepenady B apXWB WHBIX JOKYMEHTOB Cy/a MPUHUMAET
HayaJbHUK  OTJENa JIEJIONPOM3BOoJACTBA  (OOIIero oTAeNna) cyjaa, HHOE
YIOJTHOMOYEHHOE TpeAceaareseM cyaa Juio (B TMOCTOSHHOM CyJIeOHOM
IPUCYTCTBHH).



7.5. JlokyMeHTbl BpeMeHHbIX (10 10 1eT) CpokoB XpaHEHUs WM IO
MUHOBaHMsI HAJOOHOCTH" B apXUB CyJia 0 o0LIeMy IPABHIIY HE NIEPENAIOTCA.

B cooTBeTCTBHM ¢ pacmopspDKeHHEM Mpejcenarens Cyaa B UCKIIOYHTEIbHBIX
clTydasx (oTcyTCcTBUHE BO3MOKHOCTH oOecrieueHus COXPaHHOCTH,
COOTBETCTBYIOIINUX MIOMEIIEHUH IS UX XPAHECHHSI U UHBIX ) TOKYMEHTHI BPEMEHHBIX
(mo 10 ;meT) cpoKOB XpaHEHUS WA "0 MUHOBaHUS HaOOHOCTH" /1eJla MOTYT OBITh
NIepPeIaHbl B ApXUB CYyJa TI0O COOTBETCTBYIOIIUM OITHCSIM.

ITogroroBka nen BpemeHHBIX (10 10 7€eT) CpokoB XpaHeHUs WM '"1IO
MUHOBaHUS HaJIOOHOCTU" NJIsl TIEpelayu B apXUB, a TAKXKe Mepefadya Takux Jenl B
apXvB CyJa OCYIIECTBIISIETCS B COOTBETCTBUM CO CPOKaMH, YCTaHOBJICHHBIMHU
nyHktamu 5.1, 7.1 Hacrosmenn MHCTpyKUInH.

Takue nena  opopmisitoTcs  paOOTHUKAMM,  OTBETCTBEHHBIMH  3a
JIEJIONPOU3BOJCTBO B CYJIEeOHOM KOJUIETUM, CYAEOHOM COCTaBe, IMOCTOSTHHOM
CyleOHOM TMPUCYTCTBUH, CTPYKTYPHOM TMOAPA3ACICHUU CYJa, CJCIYIOIUM
obOpazom.

Jlena mnoammMBaroTCs, Ha OOJOXKE YKa3bplBalOTCS: HAMMEHOBAaHUE CYyHa;
3aroJIOBOK Jiena (ToMa, 4acTH); MHAEKC JeJia IO HOMEHKJIAType Aelt; (haMuiIus, uMs,
OTYECTBO OCYXKJICHHOIO JHIA W TIOJHOE HAMMEHOBAHUE CTAaTbU YTOJOBHOIO
kogekca Poccuiickoit ®enepanuu, MO KOTOPOH JUIO OCYXACHO; (aMuius,
WHULMAIBl UCTUA, OTBETYMKAa (HAMMEHOBAaHUE OpraHu3aluu); CyTh HCKa
(3asBNICHUA); KpailHME OaThl JI€J1a; HOMEp IPOU3BOJACTBA MO JAENY, YHUKAJIbHBIN
UAEHTU(DUKATOP JIe]a; HOMEpP TOMA; CPOK XPaHEHHs Jena ¢ yKa3aHHeM roja, 10
KOTOPOT'O OCYIIECTBIISIETCS XpaHEHHUE; MOANUCH CYIbH, PACCMOTPEBILIETro Jeno (¢
pactuppoOBKOM MOMUCH).

ITo ncreyeHnn cpoka XpaHEeHUs WIM 0 MUHOBAHWU HAJJOOHOCTH JOKYMEHThI
BpeMeHHBIX (10 10 jeT) cpokoB XpaHeHus] WM "MO MHUHOBaHUS HagoOHOCTH"
YHUYTOXKAIOTCSI B TMOPSAKE, YCTAaHOBJIEHHOM Hacrtosumend MHcTpykuuen, o 4dem
cocraisiercs akT (npuinoxenue N 13 k Hacrosmen Muactpykuun). [pennoxenus k
aKTy O BBLACJICHUM K YHHUYTOXEHUIO TOKYMEHTOB, HE NOJJICKAIINX XPAHCHMIO,
peaycCMOTpEeHHbIE ab3aneM 4eTBepThiM NyHKTa 4.11 Hactosimerd WHcTpykuuwm,
COCTABJISIFOTCSL pa0OTHUKAMHU, OTBETCTBEHHBIMHU 32 JIEIOMPOU3BOJICTBO B Cy1€OHOMN
KOJUJIETHH, CyJIeOHOM COCTaBe, IOCTOSTHHOM CyJ1IeOHOM MPUCYTCTBUU, CTPYKTYPHOM
IIOAPA3AEIICHUU Cyla COOTBETCTBEHHO.

7.6. DNEKTPOHHBIE JTOKYMEHThl BPEMEHHBIX CpPOKOB XpaHeHusi ao 10 ner
BKJIFOUUTENIbHO XPAHITCS B TEUEHHE YCTAHOBJIEHHOI'O CPOKa B MH(OPMAIMOHHOU
cucTeMe (XpaHWIMIIE 3JEKTPOHHBIX JOKYMEHTOB) B (popMarte, B KOTOPOM OHU ObLIH
CO37aHbl WM BKJIIOYEHbl B MH(QOpPMALMOHHYIO cucTeMy. B apxuB cyna Takue
JIOKYMEHTBI HE TIepeIatoTCsl.

7.7. llepenayda fien, B TOM YUCIIE Jiesl BpeMeHHbIX (710 10 J1eT) CpOKOB XpaHEHUs



win "0 MMHOBaHUS HaJOOHOCTH'", B apXMB Cy/Aa OCYIIECTBISETCS MO Trpaduky,
COIVIACOBAHHOMY C  CyA€OHBIMM  COCTaBaMH, CYAECOHBIMM  KOJUIETHSIMH,
INOCTOSIHHBIMU CY/A€OHBIMM NPUCYTCTBUSMH, CTPYKTYPHBIMHU IOJPa3JCIICHUSMH,
HepeJaloUMMU JOKYMEHTBI B apXUB, U YTBEPKACHHOMY IIPEACEIATENIEM CY/Ia.

7.7.1. Ilpu mepenaye MOKYMEHTOB Ha OyMa>XHOM HOCHUTEJNE B apXWB CyJa
pabOTHUKOM, OTBETCTBEHHBIM 32 pa0OTy apXuBa CyJa, IPOBEPSAIOTC:

COOTBCTCTBHUC 3arojiOBKa Acjia IO OIMMCHU ACJ CTPYKTYPHOI'O IOoApa3dCICHUA
COACPKAHUIO NOKYMCHTOB B JICJIC,

IPaBUIBHOCTh O(DOPMIICHUS W TPYIIIUPOBKH JOKYMCHTOB, BKIIFOUCHHBIX B
JIeTI0;

Ka4CCTBO IIOAIMIMBKHU HJIN IICPCILICTA ACJIa,
IMPaBHUJIBHOCTb HYMCpPALlUKU JIUCTOB ACJIA,

MPaBUJILHOCTh COCTABJICHWS BHYTPEHHEH OINMMUCH TOKYMEHTOB Jena (mpu
HaJINYUN);

ITPaBUIIBHOCTDH O(l)OpMJIeHI/ISI 00JI0KKH Aciia,
HaJIMYUC U IIPABUJIbHOCTD 3aIIOJIHCHUA JIUCTA-3aBCPUTCILA ACJIA.

Bce BbIsIBIIEHHBIE IPU TPOBEPKE HEJOCTATKU B POPMUPOBAHUU U 0(OPMIICHUN
nen pabOTHUKHU CyJIeOHOTO COCTaBa, Cy1€0HON KOJUIETHH, TIOCTOSHHOTO CYJ€OHOT0O
OPUCYTCTBUS, CTPYKTYPHOI'O MOJIpa3iesieHus: 00s3aHbl YCTPAHUTb.

7.7.2. Ilpuem-nepenadya JOKYMEHTOB B apXWB CyJa MPOU3BOJIUTCS
pabOTHHUKOM, OTBETCTBEHHBIM 32 pabOTy apXuBa Cyja, B IPUCYTCTBUM pPAOOTHHKA
CyJe0HOro cocTaBa, Cy/1IeOHON KOJUIETUH, TOCTOSIHHOTO CyJeOHOr0 MPHUCYTCTBHS,
CTPYKTYPHOT'O MOJpa3JeieHus cyna. B otMeTke o mpueMe el B KOHIE KaXKJ10TrO
HK3EMILISIpa OIMUCH eI YKa3bIBAIOTCS KOJMUECTBO (PAaKTUUYECKU MIPUHATHIX B apXUB
JIeJ1, HOMEPAa OTCYTCTBYIOIIMX JEJI, aTa IpUeMa-nepe1add, a TakKe MOAINNCH U
pactrppOBKHU MOAMUCEH YKa3aHHBIX PAOOTHUKOB.

7.8. llepemaua >IEKTPOHHBIX JOKYMEHTOB B apXHWB IIPOU3BOAMTCS Ha
OCHOBAHUM OIMCEH JJEKTPOHHBIX €] CyAEOHOro cocraBa, CyAcOHON KOJUIETuH,
CTPYKTYPHOTO MOAPAa3AeSIeHUs Cy1a 0 MH()OPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON
ceTH (IIpU HAJIMYUU B apXUBE CyJ1a THGOPMAILIMOHHON CUCTEMBI) WJIA HA (PU3HUECKU
000COOJIEHHBIX MaTepUAIbHBIX HOCHUTENSIX, KOTOpPbIE MPEACTABISIIOTCA B JBYX
UJEHTUYHBIX 3K3EMILISIpax.

TexHuueckoe COMPOBOXKICHHE MO OOECIEUEHUI0 Tepeaaun SIEKTPOHHBIX
JIOKYMEHTOB B apXUB, CBSI3aHHOE C HACTPOWKOW MPOrPaMMHBIX KOMILUIEKCOB U UX



(GYyHKIIMOHUPOBAHUEM, a TAKXKE YJOCTOBEPECHUE KAadeCTBA IMEpPEAaBAEMbIX €IMHHII
XpaHEHHsI ~ DJIEKTPOHHBIX  JIOKYMEHTOB  oOecneuuBaeTcsi  paOOTHUKAMH,
OTBEYAIOMIMMH 3a (QYHKIIMOHUPOBAHUE MHPOPMALMOHHBIX TEXHOJIOTHH B Cyne, a
takke pabotHukamu ¢punuanoB ®I'bY UAILL CynebHoro nenaprameHnra.

7.8.1. IIpu nmepenayde 3JIEKTPOHHBIX JOKYMEHTOB B apXUB CyJia BBITIOJHSIIOTCS
CJIEIYIOLIME OCHOBHBIE TPOLIETYPHI pa0OThI C JOKYMEHTAMMU:

¢opmupoBanne B UHGOPMAIMOHHONW CHCTEME CyJa OJJIEKTPOHHBIX eI,
SBJISIONINXCS COBOKYITHOCTBIO KOHTEHHEPOB JJEKTPOHHBIX JOKYMEHTOB WIIU
KOHTEHHEPOM HJIEKTPOHHOTO JIOKYMEHTA, COJIEpP)KalllMM KOHTEHT W METaJlaHHbIe
AJIEKTPOHHOT'O JOKYMEHTa, (PaiJibl 3JIEKTPOHHBIX MOMUCEN U BU3YATU3UPOBAHHYIO
KOITHIO TEKCTOBOTO 3JIEKTPOHHOTO JI0KyMeHTa B (popmate PDF/A;

(opMHpOBaHHE OMUCH JJIEKTPOHHBIX €], TOKYMEHTOB CyI€OHOIO COCTaBa,
CyJ1€0HOM KOJIJIETHH, CTPYKTYPHOTO TOJIpa3IeieHUs Cy1a;

ITPOBCPKA apXUBOM CyJa SJICKTPOHHBIX JOKYMCHTOB Ha HAJIMYKUC BPCAOHOCHBIX
KOMIIBIOTCPHBIX ITPOIrpaMM H BOCIIPOU3BOAUMMOCTH JJICKTPOHHBIX JOKYMCHTOB,

IpoBepKa (PU3NIECKOr0 U TEXHUYECKOTO COCTOSIHUS HOCUTEeH (ITpu nepeaayde
ANEKTPOHHBIX JIOKYMEHTOB B apXWB CyAa Ha (u3nyecku 000COOIEHHBIX
MaTepUaIbHBIX HOCUTEIISX ).

7.8.2. [IpueM »IEeKTPOHHBIX JOKYMEHTOB B apXMB Cyja Mo WH(OpMAIMOHHO-
TEJICKOMMYHUKAIIMOHHON CeTH (MpU HaJTWYMHU B apXuUBe CcyJa WHOOPMAIMOHHOU
CUCTEeMbl) UMM Ha (GU3UYECKH OO0O0COOJCHHBIX HOCHUTENSIX O(QopMIIIeTCs
COCTaBJICHUEM HWTOTOBOM 3alMCU B KOHIIE OMHUCH DJEKTPOHHBIX JI€J, B KOTOPOU
nudpamMu U TPOMUCKHI0 YKa3bIBACTCS KOJWYECTBO (PAKTUUECKU MPUHATHIX B apXUB
AIIEKTPOHHBIX JIE] U JIEKTPOHHBIX JOKYMEHTOB. MITOrOBast 3anuch MoATBEPAKAACTCS
noANuUCAMU pabOTHHUKA, OTBETCTBEHHOIO 3a pabdOTy apxuBa Cyna, U pabOTHHKA,
MepeaBIIero dSJEKTPOHHBIE Jeia W JOKyMeHThl. [Ipu mnpueme Ha apxXuBHOE
XpaHEHUE AJEKTPOHHBIE JIeJIa 3aBEPAIOTCS AIEKTPOHHON MOANUCHIO MpeaceaaTes
CyJla WJIA YIIOJTHOMOUYEHHOTO UM JIUIIA.

7.8.3. Tlocne mpueMa B apXuB DJEKTPOHHBIX TOKYMEHTOB Ha (hU3UYECKU
000COOJIEHHBIX MaTepUaIbHBIX HOCHUTENSX BKJIQJABIIIH, MOMEIIEHHBIE B (QyTisap
eIMHUIIBI XPAaHEHHUS B CTPYKTYPHOM IOAPA3IEICHNUN, 3aMEHSAIOTCS Ha BKJIAJIBIIIH,
o opMJICHHBIE B ApXUBE.

Ha Bxianpliie, momemniaeMmoM B GyTiIsip €IUHULIBI XpaHeHHs, 0hOopMIIIEMOM B
apXMBe, YKa3bIBalOTCS: HAaWMEHOBaHHE cyJa (TOJIHOE, COKPAIEHHOE), HOMEP
dboHma, HOMEP OMUCH AIEKTPOHHBIX /1], HOMEP JieJia TI0 OMUCH, OTMETKA O CTaTyce
AK3EMIUISAPA AICKTPOHHBIX TOKyMeHTOB: "OcH." (ocHOBHO#) min "Pab." (pabounii),
KpailHue JaThl JOKYMEHTOB DOJEKTPOHHOTO Jieja, MpPU HEOOXOJIUMOCTH
oOPMIISIFOTCSI ~ JIOTIOJTHUTEIbHBIE OTMETKM 00 OrpaHWYeHUHU JOcCTyna K



JOKYMEHTAaM.

Bxriaapiin nomemiaercs B gy Tisip puznuecku 000co0JIEHHOTO MaTEPHATIBHOTO
HOCHUTEJIS TaKUM 00pa3oM, 4TOObl HAAMKMCH HA HEM ObUIM BUIAHBI NIPU 3aKPHITOM

dbyTtispe.

Hannucu Ha BKIaAbIIax MMe4aTaroTCs UM HAHOCITCS OT PYKH pa300pUrBBIM
IIOYEPKOM CIIELIMATIbHBIMU BOJOCTONKUMU YepHUIaMU. BO3MOXHO UCIIOIB30BaHUE
LITAMIIOB U IPYTUX aHAJIOTUYHBIX CPEICTB.

7.9. llpm mnpueme »>JIEKTPOHHBIX JOKYMEHTOB HA XpaHEHUE B AapXUB
YYUTHIBAIOTCS (DAKTOPHI: OTpaHWYCHUS Ha TPUEM DJIECKTPOHHBIX TOKYMEHTOB;
3aBEPIICHHOCTh IPOLIECCA CO3JaHHS DJIEKTPOHHOIO JOKYMEHTA; HaJIU4He
3aKOHOJATEIbHBIX aKTOB, MPEMSITCTBYIOIIUX MEpeaade dJIEKTPOHHOIO JTIOKYMEHTA,;
HaJuyue HeoOXOAMMOMN COMPOBOJAUTEIBLHON JOKYMEHTAIUM; COOTBETCTBUE THIIA
AJIEKTPOHHOTO OOOpPYJOBaHMS PA3JIMYHBIM PEXKHUMaM XPaHEHUS DJIEKTPOHHBIX
JIOKYMEHTOB.

7.10. Jlena, mo KOTOPBIM CyA€OHbIE pelieHUs] He 00paIleHbl K UCTIOJTHEHUIO B
MOPSJIKE, MPEAYCMOTPEHHOM HMHCTPYKIMEH MO CyAeOHOMY J1eJI0NpPOU3BOJICTBY, B
apXxuB CyJa HE MepeatoTCs.

Ha y4eTHO-cTaTUCTHYECKON KapTOUYKe AeNaeTcsd OTMETKa O Mepefade Jiena B
apXuB.

7.11. TloctynuBimmMe B apXuB Cyna Aena U APYrue JOKYMEHTBHI XpaHATCS IO
dboHIaM B XpOHOJOTUYECKOM MOPSAJIKE.

7.12. ]Jlema B apxuBe CHCTEMATU3UPYIOTCA COIVIACHO ONUCAM J€l |
MTOMEIIAIOTCS B KOPOOKH.

Ha xopetke 00105KKH KaK101 KOPOOKH yKa3bIBAIOTCS HAaYaIbHBIC M KOHEYHBIC
perucTpalmoHHbIe HOMEpa JieJ1, TOMEIIEHHBIX B KOPOOKY.

8. CipaBo4HO-IOMCKOBBIE CPEACTBA K APXUBHBIM JI0KYMEHTAM

8.1. Cucrema CHpaBOYHO-TIONCKOBBIX CpEICTB BKIIIOYACT APXUBHBIC
CIIPABOYHMKH HAa OyMa)KHOM HOCHUTEJIE U (WIJIH) B 3JIEKTPOHHOM BHUJE: 00513aTENbHbIE
- OMHCH [N, ONUCHU DJIEKTPOHHBIX JIeJ; BCIOMOTraTelbHble (HEOOsS3aTelbHbIE) -
WCTOpUYECKasl CrpaBka K (DOHIy, KaTaJOTH, yKa3aTeJqu U 0030pbI, CIIy>KeOHbIE
KapTOTEKH, peecTpbl, 0a3bl JAHHBIX U APYTUE CIPABOYHUKH.

Cocrasn BCIIOMOI'aTCJIBHBIX APXHUBHBIX CIIPaBOYHHUKOB OIIPCACIIACTCA
CaMOCTOATCIIBHO.

8.2. Hcropuyeckas cripaBka K (OHAY COCTOHUT U3 TPEX Pa3/eliOB: HCTOPUS



dbonmo0OpazoBaTeNs, OTpaxkaromas HCTOPUI0O CyAa CO  CChUIKAMH  Ha
COOTBETCTBYIOIIUE 3aKOHOJATEIbHBIC U HOPMATHUBHBIC aKThI (IaThl 0Opa3oBaHus,
NICPEUMCHOBAHUS, PCOPraHU3alliK, JIMKBUAAIUN, CTPYKTYpY W (QYHKIMH, HUX
U3MCHCHHS, MPSKHUE HAaUMCEHOBaHUs), ucTopus (oHma (00beM, KpailHHE JaThl
JOKYMCHTOB, CTEICHb WX COXPAHHOCTH, JaThl TIepeladd JOKYMCHTOB Ha
MIOCTOSIHHOE XPaHEHHME) U XapaKTCPUCTHKA TOKYMEHTOB (hoHnIa (pa3HOBHIHOCTH
JOKYMCHTOB, OCOOCHHOCTH  (OpPMHUPOBAHHUS  CIAMHHUI] XpaHCHHS M  UX
CHUCTEMAaTH3allMH, HAJIWJUe JOKYMEHTOB, BBIXOJAIIMX 332 XPOHOJIOTHYECKUE
TpaHUIBl JIEATEIEHOCTH (OHI000pa30BaTENs, COCTaB CIIPABOYHOIO ammapara K

donmy).

HcTtopuueckas cripaBka K (POHIy COCTABISAETCS B IBYX SK3eMILIApax (eciu cya
BBICTYNA€T HCTOYHUKOM KOMIUIEKTOBaHHUS TOCYJApCTBEHHOTO apXuBa), OJUH
XpaHUTCS B Jele CcyJa, BTOpPOM TmepedaeTcsi B TOCYIapCTBEHHBIM apXuB.
HcTopuueckas cripaBka K (pOHAY HOJIMUCHIBAETCS COCTABUTEIIEM.

9. Yuer 10KyMEHTOB B apXuBe Cyaa

9.1. Yuery nomgnexar Bce HaxXOMSIIMECS HA APXUBHOM XPAaHEHUH JOKYMEHTHI,
B TOM YHUCJIE JOKYMEHTHI 10 INYHOMY COCTaBY, KOITMU JOKYMEHTOB, BKIIFOUEHHBIE B
dboH m0sIb30BaHMS (IPU HAJIMYUK) U OMKUCH JI€JT, OIMCH AJICKTPOHHBIX JE]I.

OCHOBHBIMM €IMHUIIAMH Yy4Y€Ta apXUBHBIX JOKYMEHTOB SIBJISIOTCS apXUBHBIN
dboHa, equHUIIA XPaHESHHUS.

9.2. Cenenusi 00 oObeMe W COCTaBe E€AMHUI] XPAHEHHUS YKa3bIBAIOTCA B
aApXUBHBIX YYETHBIX JOKyMeHTaX. OOs3aTenbHbIC M BCIIOMOTATEIbHBIE apXUBHBIC
Y4eTHBIE JOKYMEHTBI BEIYTCS IS OOSCICYCHHS ydeTa MOCTYIICHUS, BBIOBITHSA,
KOJIMYECTBA, COCTABa U COCTOSIHHS AQpXUBHBIX IOKYMEHTOB.

9.3. K 00s13aTeIbHBIM YUETHBIM JJOKYMEHTaM apXuBa CyAa OTHOCSTCS:
nacnopt apxusa (npuioxenue N 14 k Hacroseit Uactpykumm);

YYETHBIC CBEACHUS O TJOKYMEHTAaX, XpaHAIINXCS B apXuBe cyaa (MPHIOKCHHE
N 15 k nHactosiment MHCcTpyKIInnM);

KHUTA y4eTa MMOCTYIUICHUS U BBIOBITHS J1e]1, JOKYMEHTOB (npuiioxenue N 16 k
HacTosier MHcTpykuun);

muct ¢ponaa (mpunoxenue N 18 k Hacrosuieit MacTpykumm);
onucu aen (npunoxkenus N 5, 6, 7 k Hactosie MacTpykuun);

OMUCh JJIEKTPOHHBIX JIOKYMEHTOB (mpwmioxkenue N 8 K HacTosmiel
Nuctpykuum);



neno dhoHmaa.
K BcrioMorate/IbHbIM yYETHBIM JOKYMEHTaM OTHOCSITCS:

criucok GoumoB (npuioxkenue N 17 k Hacrosmed MHCTpyKiuM), KOTOPBIH
COCTaBJISIETCS P OCYIIECTBICHUU XPAHEHUS APXUBHBIX JOKYMEHTOB, OTHECEHHBIX
0osee yem K 0 JHOMY (OHITY;

KHHTa BbIIaYW €IMHUI] XPAHEHUSI BO BpEMEHHOE M0JIb30BaHue (puiioskenre N
27 x Hacrosimeid MHCTpyKIun);

peectp onucelt nen (mpuinoxkenue N 9 k Hactosiielt MHCTpyKimm);

tonorpaduueckue ykaszarenu (mocteraxHbeld (mpmiokenne N 36 k
Hactosimer MuHcTpykumn) u modoujoBeiid (mpuwioxenue N 37 K HacTosmIeH
Wuctpykiun) (Mpu HATMYUUA apXUBOXPAHWIIHIIL).

9.3.1. Ilacnopt apxuBa (mpwioxxenue N 14 k nHactosimed HNHCTpyKIiun)
COCTABJISIETCSI €KETOJJTHO, OTPAXKAET COCTAB, COCTOSTHUE, 00BEM U YCIIOBHS XPAHEHUS
JIOKYMEHTOB M XPaHUTCS IOCTOSIHHO.

HacnopT apxXuBa COCTABJLACTCA 110 COCTOAHUIO HA 1 z[eKa6p51 OTUYCTHOI'O roaa.

Ecau cyn BeICTymaeT HCTOYHMKOM KOMIUIEKTOBAHUSA I'OCYJIapCTBEHHOIO
apXxvBa WA TPU HAJIWYUU COOTBETCTBYIOLIETO JOTOBOpAa MAacmopT apXuBa
COCTAaBIIETCS B JBYX OK3EMIUIIpax: OJHMH DJK3EMIULID HAIpaBlsIeTCS B
rOCYJapCTBEHHBIM apXHWB, BTOPOM XPAHUTCSA B COOTBETCTBYIOLIEM Haps/Ie apXHUBa
cyna.

OObemMHBIE MOKa3aTeIN JAIOTCSA B YKA3aHHBIX €UHUIIAX U3MEPEHHUs COTJIACHO
dbopme nacnopta apxuBa. VcripaBienus, BKICUKN HE JOMYCKAOTCA.

B agpecHoil wacTu OnaHka macmopTa apxuBa, PACMHOJIOKEHHOW B JICBOM
BepxHEeM yriy, B cTpoke "KoMy mnpencraBisieTca" yKa3blBaeTCs Ha3BaHUE
rocyJapCTBEHHOTO apXuBa (IIpU HAJTUYHH).

B cTpoke "Kem npencrapisercs” yka3pIBalOTCS: MOJHOE HAUMEHOBAHUE CY/Ia,
MOYTOBBIN aJipec ¢ yKazaHHEeM MHJEKCa, KoJla ropojia U Homepa tenedona (Jakc, e-
mail).

B paznene "Oo6mue cBenenus” 3anonnsercs: ctpoka 101, koTopas cOCTOUT U3
cienyroux rpad:

KoJmuecTBo GonmoB (rpada 1);

IUIOLIAAb ApXUBOXPAHUIIUIIA B KBaIpaTHRIX MeTpax (KB. M) (Tpada 2);



3arpy>KeHHOCTh apXHWBOXpaHWIHUIA B TiporieHTax (%) (rpada 3).

B rpade 1 crpoku 101 yka3wsiBaeTcsl KOJIUYECTBO (DOHIIOB, XpAHAIIUXCS B
apxuBe cyaa. Ecinu B apxuBe cyjia XpaHATcs JOKYMEHThI TOJIBKO OZHOTO CyAa, TO
yKkazpiBaeTcs nmdpa 1; ecnmu xpaHsATCs nena, JAOKYMEHTBI JIPYTHUX CYJOB,
yKa3bIBaeTcs udpa Mo KOJTUIECTBY XPaHIIIHUXCS (POHIOB B apXHUBeE.

Kaxxapiit ¢poHI, HE3aBUCUMO OT TOTO, COCTOHUT JIM OH U3 JOKYMEHTOB OJHOTO
WJIM HECKOJIBKUX BUJIOB, YUUTHIBAETCS B IMACIIOPTE apXUBa TOJIBKO OJUH pPa3.

B rpade 2 ctpoku 101 yka3biBaeTcs MI01aAb OTAEIBHOTO MIOMEIIEHUS, B TOM
YHUCJIE€ MOCTOSSHHOTO Cy/1€0HOTO MPUCYTCTBUS, apXUBa (ApXHUBOXPAHWIMILA) B KB. M
WIHM CyMMa IIOIAAEeH BCEX IOMELICHHH.

HHOIH&I[B HU3MCPACTCA TOYHO M YKA3bIBACTCA C TOYHOCTBIO 1O ACCATBIX I[OJ'IteI
KBaaApPaTHOI'O MCTpa - HC MCHCC OAHOI'O 3HAKa II0CJIC 3aMsToOu. HaanMep: 25,4 KB.
M.

HJ'IOHIaI[I) pa60qu KOMHAT NN HOI[CO6HI>IX HOMGIIIGHI/Iﬁ HC YUHUTBIBACTCA.

HpI/I OTCYTCTBUM OTACIBLHOI0 IIOMCHICHHA [JII XpPAaHCHHA APXHUBHBIX
JOKYMCHTOB B IIaHHOﬁ rpa(be CTaBUTCA IIPOUYCPK.

I'pada 3 ctpoku 101 3anonHsieTcs npu HaIUYUU OTAEIBHOTO MOMEIICHUS IS
XpaHEHUs] apXUBHBIX JOKYMEHTOB B CyJl€ (ApXMBOXPAaHWUJIMUIIA) U TMPU YCIOBUU
3anojgHeHus rpadsl 2.

[TokazaTenp  3arpy’K€HHOCTH  ApPXMBOXPAHWJIMINA  SABJISIETCS  CTPOTO
BBIUUCISIEMOU BEJIMYMHOW, IIPUMEPHOE €0 ONPEAECICHUE HE JOMYCKAETCS.

CreneHnp 3arpy€HHOCTH apXWBOXPAHWIMIIA PACCUUTHIBAETCS B IPOLIEHTAX
IyTEM JENEHUS KOJIMUECTBA XPAHSIIINXCS B HEM JI€]l HA PACUETHYI0 BMECTUMOCTD
apXMBOXpAaHWIMIIA (B €IMHUIIAX XpaHEeHHUs ) 1 yMHokeHus Ha 100.

PacduerHas BMECTHMOCTh apXMBOXPAaHWIMINA ONPEAEISETCS CIEAYIOIINM
o0pa3oM: u3MepsieTcst B MeTpax 00111asi NPOTSHKEHHOCTD IJTMHBI CTEIIaXHBIX MOJIOK,
3aHATBIX JOKYMEHTAMH; PACCUMTHIBACTCA KOJIMYECTBO EIMHMUIl XPAHEHUS,
HaXOJSIIMXCS Ha OJHOM IOTOHHOM METpE MOJIOK, JUIsl Yyero oluiee KOJIUYECTBO
€AUHUL XPAHEHUS JENUTCSA HA KOJIMYECTBO MOTOHHBIX METPOB; KOJIMYECTBO €ANHULL
XpaHEHUs, HAXOMSIIMXCS Ha OJHOM IIOFOHHOM METpE, YMHOXKUTh Ha OOIIYyIO
MPOTSKEHHOCTh CTEJUIAXKHBIX MOJIOK (B TOM YHCII€ CBOOOIHBIX).

dopmyia:



o011ee KOJINYECTBO XPAHSIIITUXCS ST

CTEIEeHb 3arpykeHHOCTH (%) = x100

pacucTHass BMCCTUMOCTD



Ecan APXHUBOXpPAHUIIUIL HECKOJBbKO, TO CyMMa BCCX XPAHAMIUXCS B HUX JCI
ACIINTCA Ha CYMMY pvaeTHOﬁ BMCCTHUMOCTH KaXXI0I'O 1 YMHOXKACTCA HA 100.

B pasnene "CBeneHust o HOKyMeHTax" BHOCATCS CBEICHHS O JOKYMEHTax
MOCTOSIHHOTO XpaHEHUs, JaHHbIE O JOKYMEHTax MO JUYHOMY COCTaBy U
YKa3bIBa€TCs CIEAYIONICE:

B rpade 1 - KOJIMYECTBO EIWHUI] XPAHEHUS JOKYMEHTOB IOCTOSIHHOTO
XPaHEHUs U 110 JTUYHOMY COCTaBY, HAXOAIMXCS Ha XPAaHEHUH B ApXUBE CY/1a;

B rpade 2 - 1aTta caMoro paHHETO U3 XPaHSAIIUXCS B apXUBE Cya IOKYMEHTOB;
B rpade 3 - KOHEUHbIe JaThl XPAHSIINXCS B apXUBE Cy/J1a JOKYMEHTOB;

B rpade 4 - oOuiee KOJIUYECTBO J€J, KOTOPhIE BHECEHBI B YTBEP)K/ICHHBIC
(cornmacoBannbie) DK apXxuBHOTO yupeKIeHHs ONUCH;

B rpade 5 - camble paHHHE T'OJIbl, 32 KOTOPbIE JOKYMEHTBI, BHECEHHBIE B OIUCH
JIeJ1, XpaHATCS B apXUBE CyAa;

B rpade 6 - cambie MO3IHUE TOJbI, 32 KOTOPbIE JIOKYMEHThI, BHECEHHBIE B
yTBepxkIAeHHbIE (cornacoBanHbie) DIIK apXHUBHOTO yUpeKI€HUS ONUCH, XPAHATCS B
apXxuBe Cy/a;

B rpade 7 - KOIMYECTBO €Nl MOCTOSHHOIO XPAaHEHHs, HAXOIAIIUXCS Ha
XPaHEHHH B apXUBE CyJa MOCIE UCTEYEHUS] YCTAHOBIEHHOTO 3aKOHOATEIbCTBOM
CpOKa MX IPEIEIbHOTO XpPaHEHUS B CYE.

I'pada 8 3amonHsETCS MIyTEM MOJICUETA KOJMYECTBA €KETOAHO 00pa3yIOMMXCs
Jie]1 JaHHOTO BHUJIa B COOTBETCTBUU C HOMEHKJIATYPOU JeI.

B ctpoke 201 menecooOpa3HO BHOCUTH JaHHBIE O JeJlax MOCTOSIHHOTO
XpaHEHUSI OTIICJIbHO MO TPaKIAHCKUM, aJMUHHUCTPATHBHBIM, YTOJIOBHBIM JieJiaM,
JesaM 00IIero ASIONMPOU3BOICTRA.

B pazgene "Kaape" B ctpoke 301 yka3piBaeTcsi KOJIMYECTBO IITATHBIX
pabOTHUKOB apXuBa CyJla, ONPEEICHHOE B INTATHOM PAaCIUCAHUU CY/A.

Ecnm B mTaTHOM paclucaHWM HE TMPEAYCMOTPEHa JIOJDKHOCTH INTATHOTO
paboTHHKA apxuBa Cyaa, MPU ITOM MpejCeaaTesieM cyla Ha3HaueH pabOTHUK,
OTBETCTBEHHBIH 3a pabOTy apXuBa, B 3TOH rpade cTaBUTCS MPOUYEPK.

B paznene "YcnoBusi XxpaHeHUs! TOKYMEHTOB' MOTYEPKUBAIOTCS T€ CBEICHUS,
KOTOPBIE COOTBETCTBYIOT YCJIOBUSAM XPaHEHUSI apXUBHBIX JTOKYMEHTOB B cyje. [Ipu
HaJW4YuU B CyJle ABYX W 0OoJiee TOMEIIEHUM apxuBa, CBEICHHUS 00 YCIOBHUSIX



XPpaHCHUA JOKYMCHTOB YKA3bIBAIOTCA HA KAXKI0C IIOMCIICHHUEC OTACIBHO.

B cnyuae XxpaHeHHs TOKYMEHTOB CyJia B O0BbEIMHEHHOM Cy/1eOHOM apXuBe, B
HacropTe apxWBa JENIaeTCsl COOTBETCTBYIOIIAS ITOMETKA O KOJHYECTBE JICl,
HaXOISIIMXCS HAa XpaHCHWH B TakoM apxuBe. [lnomaap TMOMEIIEeHUsS
o0BeMHEHHOTO Cy1e0HOTO apxuBa B pazzeine "OOmnue cBeneHus" macmopTa apXxuBa
HE YKa3bIBACTCH.

B macmopre apxmBa ykaspiBatoTcs (amwimds U TeNePOH HCIIOTHHUTEIS
(cocTtaBuTens).

HaCHOPT ApXHBa IMOAIIUCBIBACTCA IPCACCAATCIICM Cya C ITPOCTABJICHUCM JAThI
MNOoAIMCAaHUA, ITOCJIC 3alIOJIHCHUA BCCX PA3JICIIOB 3aBCPACTCA IMEUAThIO Cyaa.

IIpn HampaBneHMM B TOCYJAapCTBEHHBIM AapXWB K IIACHOPTY apXHBa
IIPUKJIAJIBIBACTCS MOSACHUTEIbHAs 3allMCKa, B KOTOPOM YKa3bIBAKOTCS CIELYIOLIUE
CBEICHU:

00 M3MEHEHHUAX B HAMMEHOBAHUH cyaa,
O HAJIMYKWH B CyA€ HOMCHKJIATYPHI JACJI 1 HHCTPYKLUHU 110 JCJIOIPOU3BOACTBY,

[IPUYUHBI U3MEHEHHs KOJIMYECTBA J€J1 110 CPABHEHUIO C JAHHBIMU Iacropra
IPEAIIeCTBYIOEro roja (KOJIMYECTBO ONMCAaHHBIX €], NEpPeJaHHbIX Ha
ITOCTOSTHHOE XPAaHEHHE B ApXUBHOE YUPEKIAEHUE, CHATHIX C y4eTa B CBA3M C yTPATOU
WJIM HEMCIPAaBHBIMU MTOBPEXICHUSIMHU);

HaJIMuue B apXuBe cyJia (POHIOB IPYTUX CYAOB,;

0 KaJpOBOM COCTaBe - HaJIM4YME IITATHBIX paboTHUKOB apxuBa cyaa, ©.N.0.
pabOTHUKOB;

0 MECTE XpaHCHHS JOKYMEHTOB NPH OTCYTCTBHH OTACIIBHOTO MOMEIICHUS U
OCOOEHHOCTSIX Pa3MEIIEeHUs IOKYMEHTOB.

KOHKpeTHBI CHHCOK MPUJIOKEHUS K TACIOpTy apXxuBa MOXKET ObITh
COTJIACOBAH C TOCYIAPCTBEHHBIM apXUBOM, KyZa OH IIPEACTABIISAETCS.

B cnydae ecnu apxuB cyna pacnosioKeH B HECKOJIBKUX MOMENIEHUSX, TACIIOPT
apXuBa COCTABJISIECTCS €OUHBIA HAa BCE MOMELICHHS. PallOHHBIMU CyJaMH KON
nacropTa apXyuBa HaNpaBisieTCs JUISl CBEJCHUSI B COOTBETCTBYIOLIEE YNPABICHUE
Cynebnoro nenapramenTa B cyonekte Poccuiickoii @enepamnmm.

9.3.2. JlonmoJHUTENHHO K MACHOPTy apXuBa paOOTHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa, €XEroAHO 3aMOJHSIOTCS YYETHbIE CBEICHHUS O JIOKYMEHTax,
XpaHsmmxcsa B apxuBe cyna (mpunoxkenue N 15 k Hactosimein MHcTpykumm) (mo



COCTOSIHMIO Ha | nekaOpsi), B KOTOPHIX MOMHUMO KOJUYECTBA €] MOCTOSHHOTO
XPaHEHHUsI, HAXOIAILIUXCS B apXUBE CY/Ia, YKA3bIBAETCS KOJIUYECTBO J1e71 BPEMEHHBIX
(cBbrmie 10 y1eT) cpokoB XpaHeHUs, BpeMeHHBIX (10 10 j1eT) CpokoB XpaHeHus U "0
MUHOBaHUS HaJI0OOHOCTH" (MPU HAJTUYHUN).

Y4eTHbIE CBEJICHHS O JOKYMEHTaX, XPAHSIINXCSI B ApXHUBE Cy1a, COCTABIISFOTCSI
B OJIHOM DK3EMILUIIPE M XPAHATCS B COOTBETCTBYIONIEM HOMEHKIIATYPHOM Hapse
cyna.

PaiioHHBIMM CyaMK KOIHS YYETHBIX CBEACHUN O IOKYMEHTAaX, XPaHIIIUXCA B
apXMBE CyJa, HanpaBiseTcd ISl CBEACHUS B COOTBETCTBYIOLIEE YIPABICHUE
Cynebnoro nenapramenTa B cyobekte Poccuiickoii @enepanmu.

9.3.3. B kHUTY y4eTa OCTYIUJICHUS U BBIOBITHS JIEJ, TOKYMEHTOB (ITPUIIOKEHUE
N 16 x HacTosmel MHCTpYyKIMKM) TOCIeI0BATEIHFHO BHOCSTCS BCE IMEPBHYHBIC U
MOBTOPHBIE TMOCTYIJIEHUs (BBIOBITHS) A€, JOKyMeHTOB. Kaxknoe mocryruieHue
(BBIOBITHE) B Ipeesaax OTUYETHOTO roja MoIy4aeT MOPSAIKOBbI HOMEpP B BaJOBOM
IIOCJIEIOBATEIBHOCTH.

E)KGI‘OI[HO Ha 1 SAHBApA IIOABOAUTCA HTOI' KOJHMYCCTBA IIOCTYIIMBIINX H
BBLIOBIBIIINX 3a roJa acii, I0OKyMCHTOB.

9.34. Jluctr donga (mpunoxenue N 18 k Hacrosmeir HWHCTpyKIuN)
COCTAaBJISIETCS] HA KaX/IbI apXUBHBIN (DOHJ. B HEM yunTHIBAIOTCS BCE MOCTYIUICHUS
Y BBIOBITHSI OMTMCAHHBIX U HEOMMCAHHBIX JIOKYMEHTOB (DOH/Ia.

JIuctol (OHIOB XpaHATCSA B OPSAKE BO3pACTaHNUS HOMEPOB ApXUBHBIX (POHJIOB.
JIuctel GoHAOB (hOPMUPYIOTCS B AEIJI0, K KOTOPOMY COCTaBIISIETCS JINCT-3aBEPUTEND.

B JIMCTC-3aBCPUTCIIC YKA3BIBAIOTCA O6H_I€€ KOJIMYCCTBO JIMCTOB JOKYMCHTOB,
BKIIFOYCHHBIX B ACJI0, HAYAJIBHBIC 1 KOHCYHBIC HOMCPA apXHBHBIX (I)OHI[OB, O6HI€C
KOJIMYCCTBO apXHUBHbBIX (I)OHI[OB, JIMCTBI KOTOPBIX BKIIFOUCHBI B ACJIO.

9.3.5. B neno ¢donaa BKIIOYAETCS KOMIUIEKC JOKYMEHTOB (MCTOPUYECKUE U
TEMaTUYECKHE CIIPaBKH, JOTOBOPHI O Iepeaadye JOKYMEHTOB Ha IIOCTOSHHOE
XpaHCHWE, aKThl TPOBEPKHM HAJUYHMsI WM COCTOSHHUS JTOKYMEHTOB, AaKTBl O
TEXHUYECKUX OIMMOKax, aKThl TpHeMa W Tepeladd, akThl BBIACICHUS NIET U
JIOKYMEHTOB K YHHUYTOXXCHHIO, aKThl 00 yTpaTeé M aKThl O HEHCIPaBUMBIX
MOBPEIKJICHUSAX, aKThl 00 OOHApY)KCHHH JTOKYMEHTOB, aKThl PACCEKPCUYMBAHUS U
JIPYTUE JTOKYMEHTBI, OTpakarolue paboTy ¢ GOHIOM, a TaKKe IMepecoCTaBICHHBIC
JUCTHI ()OH/IA) TIO UCTOPUU CyJa U apXUBHOTO (OHAA, OOBETUHEHHOTO APXHUBHOTO
donma.

Bce nokymenTsl B gene (QoHIAa pacmoyararoTcs B XPOHOJOTHYECKOU
MOCJIEIOBATEIBbHOCTH HX cocTaBieHus. Ha pokymeHTsl (oHIOa cocTaBisieTcs
BHYTPEHHSISI OMKCH, JIUCTHI Jiesia Hymepytores. [lo Mepe nononHenus aena GoHaa



BHYTPCHHSA OIMMUCH JOIIOJIHACTCH.

9.3.6. Jlma TMOEIWHUYHOTO U CYMMApHOTO y4eTa apXUBHBIX JIOKYMEHTOB,
3aKperIeHUs MopsIKa UX CUCTeMaTU3alluH, ydeTa U3MEHEHUM B COCTaBe U 00bemMe
apXHUBHBIX JIOKYMEHTOB COCTaBJISIETCSI OMKCH JIE], OMUCH SJIEKTPOHHBIX Ae (pa3ael
3 HacTosimeit UucTpykuum).

9.3.7. Criucoxk poumos (mpunoxenue N 17 k HacTosimiet HCTpyKIum) BeaeTcs
B apXuBe Cyla, XpaHSIIeM TOKYMEHThI Oosiee yem omHoro ¢onma. Kaxmprit
apXUBHBIA (POHJ BKIIOYACTCSI B CHUCOK (POHIOB TOJBKO OJWH Pa3 MpPU IEPBOM
MIOCTYIUICHUH apXWBHBIX JIOKYMEHTOB YkazaHHoro ¢onga. Kaxgomy donmy
NIPUCBAMBACTCS MHIWBUIYaTbHBIA HOMED, KOTOPBIA COXpPAHSIETCS 32 HUM BO BCEX
YUETHBIX JJOKyMeHTaX. HoMmepa ¢poHIaM mprcBanBarOTCS B BAJIOBOM MOPSIKE.

B cinydae mepenaun apxuBHOTrO (pOHIA B JPYrol apXuB, BKJIIOYEHUS €rO B
cocTaB OOBEIUHEHHOr0 apXWBHOTO ()OHAA WIIM BBIIEJIEHUS BCEX JTIOKYMEHTOB K
YHUUYTOKEHUIO OCBOOOJMBILMICS HOMEp JpPYroMy apXuBHOMY (OHIY He
IIPUCBAaNBACTCS.

OObenuHEHHbIE apXMBHBIE (POHIBI YUUTHIBAIOTCS HA OOLIMX OCHOBAaHUSX.
OObeMHEHHOMY apXUBHOMY (HOHY, 00pa30BAHHOMY U3 ApXUBHBIX (DOHIOB, paHee
YUTEHHBIX CAMOCTOSITEJIbHO, TPUCBANBAETCS HOMEP OJTHOTO U3 apXHUBHBIX (POHJIOB,
BKJIFOYEHHBIX B €I0 COCTAB.

Homep apxuBHOro Qonma cyaa - HCTOYHHUKA  KOMIUJIEKTOBAHUS
roCyJapCTBEHHOTO apXHBa BHOCUTCS B CHHUCOK (DOHIOB IMOJ HOMEPOM, KOTOPBIN
MIPUCBOEH €MY B TOCYJapCTBEHHOM apXUBE.

Hazpanue apxuBHOro (oHIa BHOCUTCS B CHHCOK (POHIOB Ha OCHOBAHHUU
UCTOPUYECKOM CHOpaBKU K (POHIY WM TUTYJIBHOI'O JIMCTa OINUCU €N, OMHUCH
AIEKTPOHHBIX JIEIT.

HazBanue apxuBHOro (poHAa COCTOUT W3 IOJHOIO HAaUMEHOBAHMS CyAa C
YKa3aHHEM €ro MECTOHAaXOXKACHUSA, JaT CO3JaHusd W JMKBUJauuu. Ecmm
HAaUMEHOBAHHUE HM3MEHSIOCh, TO B CIHCKE (OHJOB YKa3bIBAETCS €ro MOCieIHee
Ha3BaHME B paMKax MEPHOJIa, 3a KOTOPBIM MPUHATHI TOKYMEHTHI. Bee npenpinymme
WU3MEHEHHUS] B HAMMEHOBAHUU OTMEYAIOTCS B JIUCTE (POH/IA.

Ha3zBanue oOBeIMHEHHOTO apXWBHOTO (OHIA COCTOUT U3 OO0OOIIEHHOTO
Ha3BaHMS BKIIFOUCHHBIX B HETO apXUBHBIX (GOHAOB. B muCT hoHIa BKIIFOYAIOTCS BCE
HAaWMEHOBAHUS CYOB, TOKYMEHTBHI KOTOPBIX BKIIFOUECHBI B 00beTUHEHHBIN (hOH]I.

E)I(GFOI[HO K CIIUCKY (I)OHI[OB COCTaBJICTCA HMTOIrOBasdA 3aIllMCh O KOJIMYCCTBC
APXHBHBIX (bOH)IOB, MNOCTYIMMBIINX U BBIOBIBIIINX B TEYCHUE roga, Hu O6IHCM
KOJIMYCCTBC ApPXHUBHLBIX (1)OH)10B, HaxoosAImuruxCsli Ha XpaHCHMM B apXuBE II0
COCTOSIHHMIO Ha 1 AHBaps, CICAYIOIICTO 3a OTUCTHLIM I'OA0M.



Crucok (OHIOB MOAIIMBAETCA B TBEPAYIO OOJIOXKKY, JIUCTHI HYMEPYIOTCH,
COCTaBIIIECTCS JINCT-3aBEPUTEIIb.

9.3.8. B mensx ydera omucen Aen B apXMBE CyAa BEAETCS PEECTpP OIMUCEH
(mpuwinoxenue N 9 k Hacrosmed HWHCTpykiMu), MO KOTOPOMY BEIETCS
MTOEUHUYHBIN U CYMMAapHBIN y4€T OIHUCEU JIEIL.

Onuck e, cocTosas U3 HECKOJIBKUX TOMOB, YUUTBIBAETCS B PEECTPE OMUCEN
Kak oJiHa onvch. HoMepa onucsM npucBanBaroTCsi B COOTBETCTBHUH C JINCTOM (OHJIA.

Omnwucu nen cyieOHbIX KOJUIETHH, Cy1e0HBIX COCTaBOB, TOCTOSIHHBIX CYIEOHBIX
IIPUCYTCTBUM, CTPYKTYPHBIX NOAPA3ACICHUN CyAa HE MOJJIEKAT yU4ETy B PEECTpe
OIMCEMN.

B peectpe ommceit (GUKCUPYIOTCSI OCHOBHBIE JaHHBIE MO COCTABY KaxKIOM
ONMKMCH JIeJ, OMHUCH DJIEKTPOHHBIX Jel: Homep (oHJa, HOMEp OIUCH, BUJ
JIOKYMEHTOB, BKJIIOUYEHHBIX B OMHUCh, KOJIMYECTBO €AUHUILl XPAHECHUS, KOJINYECTBO
JIMCTOB B OIKCH U €€ 3K3EMIUISIPOB.

E)KGI‘OI[HO 10 COCTOSHHMIO Ha 1 sAHBapsas B PECCTpC OIMCEH COCTaBIISICTCS
WTOrOBas 3alMCh O KOJIUYCSCTBE OINMMCEH ACJI, XPpaHAIIHUXCA B ApXHUBC Cyld, a TAKIKC
JaHHBIC O IMOCTYIIMBIINX U BBLIOBIBIIINX 34 Trod OIIUCAX ACII.

9.4. YderHble 0a3bl TaHHBIX BEAYTCS MPU HAIMYMU B CYyA€ TEXHUYECKHX U
IPOrpaMMHBIX CPEJICTB HapaBHE C 0053aTeIbHBIMU apXUBHBIMU YUETHBIMU
JOKYMEHTAMU.

9.5. ApXuBHBIE YYETHBIE TOKYMEHTBI, B TOM YHUCJIE M0 OJHOMY JK3EMILISPY
OIKCH JIeJl, Pa3MEUIAIOTCA B TOMEIICHUH JIJIsl XPAHEHHS YYETHBIX TOKYMEHTOB WM
Ha OT/ICJIbHOM CTeJUTaKe B paboueit koMHaTe pabOTHUKA, OTBETCTBEHHOTO 32 paboTy
apxuBa cyza.

Bropoil »3Kk3emIuisp oOmucuM JAen  pa3MellaeTrcss B - apXHUBOXPAHUIIUIIE
000COOJIEHHO OT €ANHUI] XPAHEHUSI.

9.6. ApxuBHBIE YUYETHBIE JOKYMEHTBI, KpPOME OIIUCEN JEN, OIHCEN
AIIGKTPOHHBIX JIeNl [peJHa3HAuyalTCs I CIYXKEOHOro TMOJb30BaHUS U
II0JI30BATENISIM aPXUBHBIMU JOKYMEHTAMU HE BBIJAIOTCH.

9.7. Yder mocTymuieHHs U BBIOBITHS J€J, JOKYMEHTOB B apXHBE Cyja
OCYLIECTBIISIETCS. HA OCHOBAHUH:

OMKMCH JIeJ, OMHCH OJJEKTPOHHBIX [l CYAEOHBIX KOJUIETUH, CYyIAeOHBIX
COCTaBOB, TIOCTOSIHHBIX CYJ€OHBIX MPUCYTCTBUHM, CTPYKTYPHBIX MOJpa3AesieHUuil U
rOJI0BOI0 paszesa CBOJAHOU OIKUCH JIEJI, OIIMCH DJIEKTPOHHBIX TOKYMEHTOB;



HOMEHKJIATYpbl JIe]d IPU OTCYTCTBUU OIUCEH /eI, ONMUCEH 3JIEKTPOHHBIX eI
CyJeOHBIX KOJUJIETUM, CYAEOHBIX COCTABOB, MOCTOSIHHBIX CYJIEOHBIX MPUCYTCTBUM,
CTPYKTYPHBIX TIOJIpa3IeJICHUM;

aKTa O TEXHUYECKUX OLIMOKAX B yUETHBIX JOKyMeHTax (mpuioxkeHue N 19 k
HacTosmer MHcTpykuun);

akta 00 OOHapy>KEHUU [TOKyMEHTOB, HE OTHOCSIIMXCS K JTaHHOMY (OHIY,
HeyuTeHHBIX (mpunoxenue N 20 k Hactosmend MHcTpykuun);

akTa 0 HEOOHapy>KeHHHM AapXMBHBIX JTOKYMEHTOB, MYTH PO3bICKA KOTOPBIX
ucuepnansl (npuinoxenue N 21 k Hactosiert Mactpykunn);

aKTa mpueMa-repeadyu apXuBHBIX JJOKYMEHTOB Ha XpaHeHue (mpuiioxkeHrue N
22 k Hacrosed MHCTpyKIun);

aKTa O HEHCIPABUMBIX MOBPEKICHUAX apXUBHBIX JOKYMEHTOB (IIPUIIOKCHHE
N 23 k "actosieit UucTpykumm);

aKTa O BBIJCJICHUH K YHUYTOKEHHUIO APXUBHBIX JOKYMEHTOB, HE TOJIEKAITAX
xpanenuio (npuioxkenue N 13 k Hacrosmen MHCTpyKIun).

9.8. Ha ocCHOBaHMM JOKYMEHTOB, YyKa3aHHbIX B IyHKT€ 9.7 HacTOsIIEH
NHCcTpyKIIMu, BHOCSATCS HEOOXOAMMBbIE HW3MEHEHHS B 00s3aTelIbHbIe apXUBHBIC
YYE€THBIE TOKYMEHTHI:

B KHUTY Y4YCTa MOCTYIICHUA U BBIOBITHS ACJI, JOKYMCHTOB M B JIUCT (I)OHI[a -
IIpHU KAKAOM U3MCHCHHU B COCTABC U o0BeMe APXHUBHBIX JOKYMCHTOB,

B CIIMCOK (DOHIOB - MPU MOCTYIUICHUH HOBOTO ApXUBHOTO (POH]1A HJIA BHIOBITUU
BCEX JIeJI, TOKYMEHTOB HaXOAMBIIETOCS Ha XpaHEHWHU apxuBHOro ¢oHma. B rpade
"OtMmeTka o BBIOBITHMM (oHIa" crucka (OHIOB yKa3bIBaeTCs MecTo (ampec)
BBIOBITHSI apXuBHOTO (OHMA, a TAaKXKe Jara U HOMEP JOKYMEHTa, Ha OCHOBAaHUU
KOTOPOT'O OH BBIOBLI,

B PEECTp OMUCEH e - MPU MOCTYTVICHUU HOBOM OMUCHU A€ WU BHIOBITUH BCEX
CAVHUI] XpAHSHHSI HaXOAMUBIIIEHCS Ha XpaHeHuu omucu. Homep BBIOBIBIIIEH omucu
JPYTUM OIIMCSAM JEJI, ONKCSAM JJIEKTPOHHBIX JEJ HE IPUCBAUBAECTCS U OCTAETCS
CBOOOTHBIM;

B OIMMCH ACJI, OIMHMCH JJICKTPOHHBIX JCJI - IIPH KaKJAOM IIOCTYILUICHHUU U (I/IJ'II/I)
BBIOBITHH ACII, JOKYMCHTOB, 3JICKTPOHHBIX ICJI, YYTCHHBIX B ﬂaHHOﬁ OIINCH.

COOTBCTCTBYIOH_II/IC HN3MCHCHHUS BHOCATCA BO BCIIOMOI'aTCJIBHBIC APXHWBHBIC
YUCTHBIC JIOKYMCHTHI.



10. ITpoBepka HAJMYNS U COCTOSIHUA IOKYMEHTOB
(3/1eKTPOHHBIX /IeJ1) B apXHUBe, MOPSA0K NMepeaady apXUuBHbIX
JOKYMEHTOB IPHU CMeHe MmpejacenarTess cyaa

10.1. ApxuBHBIE JOKYMEHTHI MPOBEPSIOTCA HA MpeaMeT UX (PaKTUYecKoro
HaIM4Msl U (PU3NYECKOro COCTOSIHUS (Jajiee - MpoBepKa Halu4yusi) B TUIAHOBOM
MOPSIZIKE.

[IpoBepka Hamuuus apXUBHBIX JOKYMEHTOB MPOBOJUTCA KOMHCCHUEH,
Ha3HA4YaeMOM MpeJceaaTesIeM CyJla, B COCTaB KOMUCCUU 0053aTE€IbHO BKIKOYAETCS
pabOTHHK, OTBETCTBEHHBII 3a paboTy apXuBa cyja.

IIpoBepka HalW4usi apXUBHBIX JOKYMEHTOB PAalOHHBIX, TOPOJCKHUX,
MEXpalOHHBIX CYJOB MPOBOAUTCSA C YJacTHEM PaOOTHUKOB COOTBETCTBYIOIIETO
ynpasienust CyneOHoro genapramenrta B cyobekre Poccuiickoit @enepanuu.

10.2. ITpoBepka HaIMYMs MPOBOAUTCS:

B CPOKH, YCTAHOBJICHHBIE TIPEACEAATENEM CyJla, HO HE PEKE OAHOTO pas3a B 5
JeT (B TOM 4HcIie ¢ moMeTkou " /{7 ciyeOHoro nmoiap30BaHus");

Ipu CMEHE TpelaceAarens cynaa, pyKoOBoauTens apxuBa (paOoTHHKA,
OTBETCTBEHHOTO 3a pabOTy apXxuBa);

IIpu IIOATOTOBKC APXHWBHBLIX JOKYMCHTOB K IICPCAAUC B I‘OCYI[&pCTBGHHBIfI
apXuB (I[JBI Ccyaa, BBICTYIIAIOCTO HCTOYHHUKOM KOMHHGKTOB&HI/ISI);

IIOCJIE MAacCOBOTO NEPEMELICHUS] apXHWBHBIX [TOKYMEHTOB, YpE3BBIYaNHOMN
CUTyalluu U (Uin) APYruX oOCTOATENBCTB, B PE3YJIbTAaTe KOTOPHIX OHM MOTJIU OBl
OBITh yTpaueHbI U TTOBPEK/ICHBI;

IIpU peopraHu3aluu cyaa.

10.3. IlpoBepka HaTUUHSI JOKYMEHTORB IMPOBOIUTCS TTOCPEICTBOM BU3YaIbHOTO
OCMOTpa EAWHHI] XPAaHEHUS W CBEPKH OMHUCATEIBHOW CTAaThbU OIMUCH el C
3aroJIOBKOM (OMUCaHUEM) Ha O0JI0KKE €TUHUIIBI XPaHEHUSI.

10.4. ITpoBepka HaIM4YMS TOKYMEHTOB BKJIFOYAET:

BBIBEPKY apXUBHBIX YUYETHBIX JOKYMEHTOB U YCTPAHCHUE BBIABICHHBIX B HUX
HETOYHOCTEH;

YCTAaHOBJICHHC (baKTI/ILIeCKOFO HaJIn4dusl CAWHUL] XPaHCHUSA B COOTBECTCTBHU C
APXUBHBIMH YYCTHBIMH JJOKYMCHTAMMU,

BBISIBIICHHE HETIPaBUILHO O(DOPMIICHHBIX €IMHUII XPAHSHUS (J1e7);



BBISIBIICHHE W TIOCTAaHOBKY Ha y4YeT JOKYMEHTOB W €IWHWI] XPAHCHWSI,
TpeOyrommx (U3NKO-XUMHUECKOH, MPOPUIAKTHUECKON W/WIN pecTaBpallioHHO-
npodrIaKTHIECKONH 00padOTKH;

OpPraHU3aLMI0 PO3BICKA OTCYTCTBYIOIIMX JOKYMEHTOB.
10.5. IIpu npoBepke HAIMYUS JOKYMEHTOB HEOOXOIUMO:

COXpaHATh  MOPSAOK  PACHOJIOKEHHUS  €IMHUIl  XpaHEHUs  COIJIACHO
TonorpaduYeCcKUM yKa3aTelsim;

MOMENIaTh Ha MECTa HAJJIKAIIEro XpaHEHUs OOHApyXEHHbIE BO BpeMs
IIPOBEPKHU HEMPABWIBHO Pa3MELIEHHBIE €IMHULIBI XPAHEHUS;

U3bIMaTh C TOCIEAYIOUIEH H30JA0Ue JOKYMEHTbI, €OUHMIIBI XpaHEHUS,
3apakKCHHbIE IJIECEHbIO U (MJIM) APYTMMU OMOJOTMYECKUMH BpEAUTENSIMU (I
JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE);

npoctaBisATh 0TMeTKy 'TIPOBEPEHO" ¢ yka3anmem HOMepa W JaThl akTa
IIPOBEPKU B KOHLIE IPOBEPEHHON OIIUCH JEI1.

10.6. Ilo pe3ynpTaTaM MPOBEPKH HAIUYUS JOKYMEHTOB JOJIKHBI OBITh
COCTaBJICHBI ¥ IOJANKUCAHbl KOMUCCHEH, a 3aT€M YTBEPKJICHBI ITPEACEaaTEIEM Cya:

aKT MPOBEPKU HAIMYUSA U COCTOSIHUS apXUBHBIX JOKYMEHTOB (MpuiiokeHne N
24 k Hacroswmed MHCTpyKIun);

aKT O TEXHUYECKUX OIMMUOKAX B YUETHBIX JOKyMeHTax (mpuioxkenue N 19 k
Hactosmed WMHCTpyKIMU), KOTOPBI COCTAaBISETCA B CIy4dae BbIABICHUS
HECOOTBETCTBHUS 3alHUCEl B AapXWBHBIX YYETHBIX JOKYMEHTaX (haKTHUECKOU
uH(popmanuu;

akT 00 OOHapy>KCHHHM apXWBHBIX JIOKYMEHTOB, HE OTHOCSIIHUXCS K JAHHOMY
dbonny, HeyureHHbix (mpuioxkenue N 20 k Hacrosmed WHCTpyKIuu), KOTOPHIi
COCTaBJISIETCSI B CIydae OOHApy>KEHHUS HEYUYTCHHBIX apXUBHBIX JOKYMEHTOB, HE
OTHOCAIIUXCS K JaHHOMY (OH/TY.

[IpoBepka HamMUKsI JOKYMEHTOB CUATAETCS 3aBEPILICHHOM I10CIIE YTBEPKICHUS
aKTa MPOBEPKU HAJIMYUS U COCTOSIHUSI APXUBHBIX JOKYMEHTOB, IMOCJIE BHECEHHUS T10
pe3yJibTaTtaM TPOBEPKU HEOOXOJMMBIX HW3MEHEHHH B apXUBHbIE YYETHBIC
JIOKYMEHTHI.

10.7. Ecam mnpoBepkoil Hamu4yusg JOKYMEHTOB YCTAHOBJIEHO OTCYTCTBHE
JIOKyMEHTOB, JIOJDKEH OBITHh OPraHU30BaH HMX PO3BICK, MPOBOAMMBIA B TEUEHHUE
OJHOTO TOJla C JaThl BBISBICHUA UX OTCYTCTBHUs. JlomyckaeTcs MpOMJIEHUE CPOKa
pO3BICKA IOKYMEHTOB Ha 1 rox.



B cnydae oTpunarenbHBIX pe3yJbTAaTOB PO3BICKA COCTABISIETCA AKT O
HEOOHApy)KEHUM apPXUBHBIX JOKYMEHTOB, IYTH PO3bICKA KOTOPBIX HCUYEpPIIaHBI
(mpunoxenune N 21 k HacToswmed WMHCTpyKunn), yTBepkKAaeMblil Ipeceaarenem
Cyla II0 COTJIaCOBAaHUIO C JKCHEPTHOM Komuccuen cyna. K akry mpumnaraercs
CpaBka O mpoBeaeHuu posbicka. Cyx - HMCTOYHHUK  KOMIUIEKTOBaHMS
rOCyJIapCTBEHHOI'O apXHBa B CiIy4ae HEOOHAPYKEHMsI JOKYMEHTOB, OTHECEHHBIX K
cocraBy ApxuBHoro ¢onna Poccuiickoit denepannu, 10KeH NPEACTABUTH aKT O
HEOOHAPY)KCHUH apXUBHBIX JOKYMEHTOB, MYTH PO3bICKAa KOTOPHIX HCUEPIIaHBI, B
COOTBETCTBYIOIIMM T'OCYJApPCTBEHHBIM apXUB WJIM YIOJHOMOYEHHBIM OpraH
UCTIOJTHUTENbHOM BiacTu cyobekTa Poccuiickoit denepanuu B chepe apXUBHOTO
JieIa U IeJIONPOU3BOICTBA ISl IPUHATHS PELICHUS O CHATUN YTPAYEHHBIX €IUHULL
XpaHEHUs C y4eTa.

10.8. ApXUBHBII TOKYMEHT, COCTOSIHUE KOTOPOTO HMCKJIIOYAET BO3MOXKHOCTh
BOCCTAHOBJICHUSI ~ €r0  MAaT€pUajJbHOrO  HOCHUTENS U HMCIOJIb30BaHUsA
(BocTipou3BEICHMSI) COJIeprKallleiicsi B HeM HH(OpMaIuu, MPU3HAETCS HEUCITPABUMO
ITIOBPEXKICHHBIM.

10.9. IIpu BBISBIEHMH HEUCIIPABUMO MOBPEXKACHHOTO apXUBHOI'O JTOKYMEHTA
COCTAaBIISIETCSI AKT O HEHUCIPABUMBIX IIOBPEKICHUSIX AapPXUBHBIX JTOKYMEHTOB
(nmpunoxkxenne N 23 k wHacrosimed WHCTpyKIuu), KOTOpBINA yTBEpKIaeTcs
IpeaceaaTeseM Ccyaa o COriacOBaHUIO C HKCIIEPTHOM KOMHUCCUEH Cyaa.

B ciydae BBISABIEHUS HEMCIPABUMO MOBPEKIECHHOIO JOKYMEHTa ApPXUBHOTO
donna Poccuiickoii denepanuy akT O HEUCIPABUMOM IOBPEXICHUHN apXUBHBIX
JOKYMEHTOB HarpasiisieTcsl Ha paccMorpenne JIIK apXuBHOTO yupexaeHus nocie
COTJIACOBAHMS C IKCIEPTHOU Komuccuen. [locne BeIHECEHUS pelIeHUs O TPU3HAHUHT
aApXMBHOTO JIOKYMEHTa HEUCIIPAaBUMO MOBPEXKIECHHBIM aKT YTBEP>KIAETCS
npeAcesaTeeM Ccyda M COOTBETCTBYIOIIME W3MEHEHHS BHOCATCS B apXUBHBIC
YYETHBIE JOKYMEHTHI.

10.10. TIIpu cmene mpeacenaTenss cyna MpueM-liepenadya apXUBHBIX
JIOKYMEHTOB, apXUBHBIX YUETHBIX JOKYMEHTOB M CIIPABOYHO-TIOMCKOBBIX CPEJICTB K
HUM (Zajee - mpueM-Tepeaaya JAell) OCYIIEeCTBISETCS KOMHCCHEW, Ha3HadyaeMou
npeaceaaTeneM cya.

[Ipu npueme-nepenaye aei1 NPOBOJUTCS CILIONIHAS WIIM BEIOOPOYHAs MPOBEPKa
HaJIMYus U COCTOSIHUS JOKYMEHTOB, apXUBHBIX YYETHBIX JOKYMEHTOB U CIIPABOYHO-
ITIOMCKOBBIX CPECTB.

[Tpuem-niepenaua aen opopmisercs aktoMm (mpwioxenue N 38 k HacTosIIeH
HUuctpykuun).

11. Opranu3zauusi HCNOJIb30BAHUA TOKYMEHTOB aPXHUBA

11.1. Hcnonp3oBaHWE IOKYMEHTOB apxXHBa CyJla IPOBOJMUTCS TOJBKO C



paspelieHust  npeaceaarens  cyna  (YOOJHOMOYEHHOTO MM 3aMECTUTENs
npejcenaress cyna).

PabGoTHUK, OTBETCTBEHHBIH 3a pabOTy apXxuBa cyAa:
BBIJIAET IOKYMEHTaJIbHbIE MATEpUaJbl B CTPYKTYPHBIE TIOJIpA3/ICICHUS;

HalpaBJIACT HAa OCHOBAHUW IIMCBMCHHOI'O 3aIipoCa MaTcpualibl B JAPYIUc
OpraHbl, Opranu3alv 1 YUPCIKACHUA 110 YKA3aHUIO IIPCACCHAATCIIA Cy A,

MHPOPMUPYET MPEACEIATENS Cy/la O COCTaBE U COACPKAHUH JOKYMEHTATbHBIX
MaTepHalioB,;

BbIAACT CIIPABKH U BBIIIMCKU U3 APXUBHBIX TOKYMCHTOB.

11.2. Bpimaua eguHULl XpaHEHHS W3 APXUBOXPAHWINILA IOJIEKHUT
o0s3aTeNbHOM (PUKCAMKM B KHUTE BBIAAYM E€JIMHUL XPAHEHUS BO BPEMEHHOE
noJsib3oBanue (npuinoxenne N 27 k HacTose MHcTpykuun).

11.3. Beinauy e Ha OyMa)KHOM HOCHTEJIE U3 ApXUBOXPAHUIIUIIA U IPUEM UX
0o0paTHO, B TOM YHCJIE€ MOJUCTHYIO NMPOBEPKY HAIMUYUS U COCTOSHUS JOKYMEHTOB
nepes Bblayell M3 apXMBOXpAHWIMIIA M MHPU BO3BpaTe, MPOU3BOAUT PaOOTHUK,
OTBETCTBEHHBIM 3a paboTy apxuBa CyJa, B NPUCYTCTBUM JIMLA, MOJIYYarOUIETO
(BO3BpAIlLIAIOIIEro) Jena.

B ciyuae eciu mocne Bo3BpalleHus Jena padOTHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa Cy/a, BHISABICHO U3BATHE, TOBPEXKICHUE MaTEPUAIIOB JIeja, a TAKKe
BHECEHHE B HUX MCIPABJICHUMN U JOMUCOK, 00 ITOM HE3aMEUTUTEIHHO CO00IIaeTCs
npeAceaaTeNto CyAa WIN €r0 3aMECTUTEITIO.

11.3.1. EauHuubel XpaHEHUs, BblIaBaeMble BO BpPEMEHHOE I0Jb30BaHUE,
JIOJDKHBI UMETh apXMBHBIM MU(p, MPOHYMEPOBAHHBIE JHCTHI, JIUCT-3aBEPUTEID
Jefla W JIUCT MCIOJIb30BaHUSI JOKYMEHTOB (mpujiockeHue N 28 K HacTosien
HNuctpykuun).

Brimaua eawHWI] XpaHEHWs, HAXOASAIMIMXCSI B HEYJAOBICTBOPUTECIHBHOM
(bU3MYECKOM COCTOSIHUU M HE TIPOIIEIINX TEXHUIECKOTO 0(hOPMIICHUS U OTICAHMUS,
MOKET ObITh OTPaHUYCHA.

11.3.2. ITonroToBKa apXuBHBIX JOKYMEHTOB K BBIJAU€ U3 apXMBOXPAHMIMIIA
BKJIIOYAET BBIEMKY apXWBHBIX JOKYMEHTOB, CBEPKYy apXWUBHOTO Iudpa u
3aroJI0BKOB C OMUCHIO JIeJ, MPOBEPKY (PU3UUECKOTO COCTOSIHUS JIeia.

11.3.3. DnexkTpoHHbIE JOKYMEHTHI BBIJAIOTCS W3 apXWBOXPAHUJIUIIA B BUIE
AJIEKTPOHHBIX KOMUW WM KOTIUI Ha OyMa)KHOM HOCHUTEJNE, KOTOPhIE CO3Jal0TCS Ha
OCHOBE pabouero »JK3eMIUIIpa KOHTEWHepa OJJIEKTPOHHOTO JOoKymMeHTa. Ha



ApXUBHBIX KOIHWSAX, BKJIIOYAs apXWBHbIE KOMWM HAa OYMa)XHOM HOCHUTEJE
AJIIEKTPOHHBIX JOKYMEHTOB, apXHBHbIE MIHU(GPHI MPOCTABISIOTCA Ha 000pOTe
KQXKJIOTO JIMCTa apXHUBHOW KOTHH, a 3aBepUTENbHAS HA/IIUCh U OTTUCK ME€YaTH - Ha
000pOTE MOCIIETHETO JUCTa KOTTHH.

ITo 3ampocy aull, UMEIOIIMX MPAaBO HA MOJIYYEHUE KOMHUM JOKYMEHTOB, U IIPU
HAJIMYUM TEXHHUYECKOW BO3MOXXHOCTH AapXWBHBIE CIPABKU (BBIUCKH) MOTYT
BBI/IaBaThCA B DJIEKTPOHHOHN (POpME Ha 3JIEKTPOHHOM HOCHUTENE IN00 EpeChUIaThCs
10 WH()OPMALIMOHHO-TEIEKOMMYHUKAIIMOHHBIM CETSIM.

OJIEKTPOHHBIE APXMBHBIE CHPABKU (BBIIUCKU) 3aBEPSIIOTCA AJIEKTPOHHOMN
MOJAMKCHIO TIPeIceIaTeNsl Cy/1a UIH €r0 3aMEeCTUTEIIS.

@dakT BbIAYM KOMUN AJIEKTPOHHBIX JOKYMEHTOB (DUKCHUpYETCS B KypHale
BBIJIAYU AJICKTPOHHBIX IOKYMEHTOB.

Hoctyn cyneit 1 pabOTHUKOB CyZa K 3JEKTPOHHBIM JOKYMEHTaM apXuBa MpH
HAJIMYUU UHPOPMAIIMOHHOM CHCTEMBI MOYKET OCYILIECTBIIATHCSA HEMOCPEACTBEHHO C
pabo4mx MECT B COOTBETCTBUU C YCTAHOBJICHHBIMH NPUKA30M MpecenaTens cyaa
IIpaBaMH JOCTYIIA K JJOKYMEHTaM.

[lo pemenuto npeacenaTens cyaa apxXuB CyAa MOKET MPEAOCTABIATh CYAbSIM U
pabOTHHKAaM Cyna 3JIEKTPOHHBIE JOKYMEHTHI IO JIOKaJIbHOW ceTH cyla. B 3tom
CJIy4yae BEJETCA AIEKTPOHHBIN )KypHaJ ydyeTa BbIJau 3JIEKTPOHHBIX IOKYMEHTOB U3
apxuBa, B KOTOpPOM (UKCUPYIOTCS: Jara Bblgaud, (QamMuius, WHUIHAIIBI
3aIPOCUBLIETO JTOKYMEHT, Ha3BaHHWE CTPYKTYPHOI'O IOJpa3JEICHUs, 3ar0J0BOK U
YYETHBII HOMEP BBIIAHHOTO JOKYMEHTA.

11.3.4. JIoKyMeHThl BBIJAIOTCS W3 apXUBOXPAHWIMINA HA CpPOK, HE
MPEBBIIIAOIIHIA:

OJIHOTO MEcHIIa - JIJIsl UCTIOJIb30BaHUs CYAbsIMH, pa0OTHUKAMU CYa;

meCTH MCCAILICB - Cy,[[e6HI>IM, IIPpaBOOXPAaHUTCIIbHBIM n HHBIM
YIIOJIHOMOYCHHBIM OpraHaM.

[IponneHne yCTaHOBJIEHHBIX CPOKOB BbIAAa4M JOKYMEHTOB JIOIYCKAaeTCs C
paspenieHus mpejacenarens cyja Ha OCHOBAaHHM JOKYMEHTa (MHUChMa, CIIyKEOHOU
3alMCKW) TIONIb30BATENII O TOATBEPXKICHUU  OOECleueHus COXPaHHOCTH
JIOKYMEHTOB.

11.3.5. Bbimaua apXuUBHBIX JOKYMEHTOB BO BpPEMEHHOE I0JIb30BaHUE
CyIeOHBIM, TPABOOXPAHUTEIBHBIM W HMHBIM  YIOJHOMOYEHHBIM OpraHam
MPOU3BOMTCS] HA OCHOBAHUH aKTa O BbIIaU€ apXUBHBIX JTJOKYMEHTOB BO BPEMEHHOE
nosib3oBaHue (npuinoxkenue N 25 k Hacrosmed Muctpykuun). [Ipu Hanpasienuu
3aMpamBaeMbIX apXUBHBIX JOKYMEHTOB IOYTOM WJIM JPYTMMH BHUJAMHU CBS3H B



rpade "Ilpumeuanus" axTa yKa3bIBAIOTCA PEKBU3UTHI JOKYMEHTa-3alpoca Hu
COIIPOBOJUTENBLHOIO MHUChbMa CyZAa, a TAKKE€ PEKBU3UTHI BXOJAIIETO JOKYMEHTA,
KOTOPBIM OHM OBLIM BO3BpallleHbl. B 3TOM cilydyae NOpOCTaBI€HHUE MOIIUCH
pabOTHUKA OpraHU3aLMH-TI0Iy4aTeNs B aKTE HE TpeOyeTcsl.

Bbimaya apXWBHBIX JOKYMEHTOB CYIbsIM, PYKOBOAMUTENSAM CTPYKTYPHBIX
noJpa3fefiecHudl Ccyna B IeNAX peanu3alldd WX CIYyKEeOHBIX 00s3aHHOCTEH
IPOU3BOJAMTCS MPHU COIVIACHM Tpenacenarens cyaa (3aMecTUTeNs IpencenaTens
CyJla) Ha OCHOBAaHHUU CITy>K€OHOM 3aMCKH Ha BbIIayy €UHHI] XPAHEHUS.

.HI/II_[O, [oJIyauBHICC JICJI0 U3 apXuBa CyJid, OTBCYACT 3a €TO0 COXPAHHOCTD.

11.4. Ha Mecro BbIIaBacMbIX €IMHMI] XPAHEHUS M OIHKCEH e JOJDKHA
nomMemarbes  (MOAKIAABIBATECS)  KapTa-3aMECTUTENb  €IMHULBI  XPaHEHUs
(npunoxxenne N 29 k nHactosmeid WHctpykuum). Ilpu BO3BpallleHUH €IUHULBI
XpaHEHUsI KapTa-3aMECTUTENb U3bIMAETCS U XPAHUTCS JO MUHOBAHMS HAIOOHOCTH.

11.5. Beigaua HaxoAsIIKMXCS B apXUBE CyI€OHBIX /1€ (MHBIX MaTEpUAJIOB) JJIs
O3HAKOMJICHUS JIMIIAMM, YYAaCTBYIOIIMMH B JI€J€, UX MPEICTABUTEISIMU, a TaKKe
VHBIMH JIML[AMU OCYILIECTBIISIETCS B IOPSAJIKE, YCTAHOBIEHHOM IIPECEAATENIEM CY/1a,
Ha OCHOBAHWM WX IMMHCbMEHHOTO 3asBJICHUS U MPU NPEIbABICHUH JOKYMEHTOB
corsacHo npunoxkeHnto N 39 k Hacrosmen MHCTpyKIun.

11.6. O3nakomiieHHE€ C CYIEOHBIM JEJIOM JIOJDKHO TPOU3BOAUTHCA B
CIeIUAJIbBHO OOOPYIOBAaHHOM ISl 3TOM IIEIM TOMEIICHUH CyJa B IPUCYTCTBUH
paboTHHKa apXuBa cyaa (MHOTO YIIOJHOMOYEHHOTO pabOTHHKA ammapara cyja) B
YCIOBUSIX, KOTOpbIC HCKIIOYAIOT U3bATHE, IOBPEKJICHUE, YHUYTOXEHUE
MaTepHUajIoB /e, a TAaK)KE BHECECHUE B HUX UCIPABICHUHN U JIOMMCOK, TIepeady ux

JpyTroOMy JIULLY.

OO0 oO3HaKOMJIEHUM C JEJIOM JelaeTcsl OTMETKa B JIMCTE HCIOJIb30BaHUS
noKyMeHTOB (mipuioxkeHue N 28 k Hacrosmer Mucrpykiun). [Ipu otkaze nuua,
O3HAKOMUBIIIETOCSI C JIEJIOM, OT TOJIMHCH, 3aMUCh 00 O3HAKOMJIEHUU C JIEJIOM
MPOU3BOIUTCS] pAOOTHUKOM apXvBa Cya.

11.7. O3HakomIiIeHUE JIUIIAMU, YYACTBYIOIIMMU B JI€Jie, X MPEACTABUTEIISIMU,
a Tak’Ke MHBIMM JIMI[AMU C ayJIM03alliChio Cy1eOHOr0 3aceaHusl, MPUOOILIEHHON K
CyleOHOMY JIely, MPOU3BOAUTCS MO MX MHCbMEHHOMY 3asBJIICHUIO B MOPSJIKE,
npeaycMoTpeHHoM nyHkTamu 11.5 u 11.6 nacrosmenn UacTpykumm.

O3HakOMJIGHHE C ayAHO3alliChlo CyneOHOro 3acefaHus MPOU3BOJUTCS B
CHEIUaIbHO O0OpPYAOBAaHHOM JISI TOW IIEJIM TIOMEIICHUU CyJa B MPHUCYTCTBHUH
paboTHHKA apxXuBa Cy/a MyTeM MPEIOCTaBICHUS BO3MOXKHOCTH MPOCIYIIHBAHUS
COOTBETCTBYIOIIEH ayJMO03aIlMCH C UCIOJIb30BAaHUEM HEOOXOIMMBIX TEXHUYECKUX
CPE/ICTB.



11.8. [IpaBo Ha CHATHE KON JOKYMEHTOB C MATEPHAJIOB JI€JIa 32 CBOM CUET, B
TOM 4HCJI€ C MCIOJb30BAHUEM TEXHUYECKUX CPEICTB, IPENOCTABISIETCS
CJIEYIOIIUM JIMLIAM:

O6BI/IHHGMLIM, OCYXKICHHBIM, OIIpaBAaHHBIM, 159, ¢ 3allTUTHUKaM u
NpCaACTaBUTCIISAM;

MOTEPIIECBIINM;

IPAXKIAHCKOMY HUCTILY, €ro MPEICTABUTEI0 B YaCTH KOIHM MPOLECCYAIbHBIX
pEelIeHN, OTHOCSAIIUXCS K IPEIBABICHHOMY UM I'PaXKIaHCKOMY HCKY;

rpaXaaHCKOMY OTBCTUYHHKY MW €TI0 MPCACTABHUTCIIIO B YaCTH MATCPHUAIOB
YT'OJIOBHOI'O ACJId, KOTOPBIC KACAIOTCSA I'PAKIAAHCKOI'O UCKA,

CTOpOHaAM M HMHBIM JIMIAM, YHACTBYIOIIHMM B I'paKIaHCKOM JCJIC, 4 TAKIKC HX
NpCaACTaBUTCIIAM;

JyuaM, Y4aCTBYIOIIUM B aIMUHUCTPATUBHOM ACIIC,
JrunaM, ydaCTBYIOIIHMM B ACJIC 00 AIMHUHUCTPATHUBHOM IIPABOHAPYIICHUU,

peadUIUTHPOBAHHBIM JIMIIAM, @ C UX COIVIACHS WJIM B CIydae HUX CMEpPTH -
pPOJICTBEHHWKAM (FDKIMBEHIIAM) B YacTH O3HAKOMJIICHHS C MaTepHhallaMu
MIPEKPAIICHHBIX YTOJIOBHBIX U aJIMUHUCTPATUBHBIX JCI M TOJYYCHUS ¢ HUX KOTIHM
(cratesa 11 3akona Poccuiickoit @eaeparuu ot 18 okTsa6ps 1991 r. N 1761-1 "O
peaduIMTalK JKEPTB MOJUTUUECKUX perpeccuit™).

VYKa3zaHHbIE JMIa CHUMAIOT KOMUU MO MUCbMEHHOMY 3asIBJIEHUIO B MOPSIIKE,
YCTAaHOBJICHHOM MpeJceAaTesieM Cyla WU CyAbeHd, MpeacenareabCTBYIOIUM I10
neny. JJaHHOe MMChbMEHHOE 3asBJIEHUE C pa3peIIAOIIEH PE30JIIOIHNEN MPEeACEaaATEI
Cyla WU CyAbH, IPEACENaTeIbCTBYIOUIErO MO ey, MOJUIMBAETCA B CyaeOHOe
JIeJI0, HaxXOJsIleecsl Ha XpaHEHUU B apXUBE Cy/a, U BHOCUTCS BO BHYTPEHHIOIO
onuch Aena. B ciiydae npenbaBieHns JOBEPEHHOCTH K JIeTy MIPUOOIIAETCS TAKKE ee
KOIIHSI.

CHsTBIEC 3a CBOM CUET KOIHM C MaTCpUuaIoB cy,ue6H0r0 Jcjaa, B TOM 4YHCIIC C
IMIOMOIIBIO TCXHUYCCKUX CPCACTB, CYAOM HC 3aBCPAIOTCA.

11.9. Beinaua komnuii JOKyMEHTOB U3 Cy1€OHOTO Jieja, HaXOAsIIerocs B apXuBe
cyaa, JIMIAM, YYacTBYIOIIMM B JI€JI€, MNPOU3BOAUTCA IO HX MNUCbMEHHOMY
3asIBJICHUIO C Pa3peIeHUs! CYJIbH, B MPOU3BOICTBE KOTOPOTO HAXOAUIIOCH €TI0, WIIN
npeacenatenss cyaa (ymoJHOMOYEHHOTO WM JHIa). Bblgaya Takux KONMUNA W3
CyZ1IeOHOTO JieTia MHBIM JIUIaM M OpPTaHU3aI|sIM MPOU3BOIUTCA PAOOTHUKOM apXuUBa
cyla MO IHUCBMEHHOMY 3alpoCy WIM 3adBJICHUI0O HAa OCHOBAaHUMU PE30JIOLUU
npejacenarens Ccyga Wid  YIOJHOMOYEHHOTO UM JIMIA, O 4YeM JIeJIaeTCs



COOTBETCTBYIOIIAsl OTMETKA B )KYPHAJIE PETUCTPALIMU BBIAAHHBIX KOIWM, BBIUCOK,
noKyMeHTOB (mpuiiokeHue N 35 k Hactosed MHCTpyKIun).

11.10. BeimaBaemble CyOM KOMHHU CYyJneOHBIX aKTOB (IIPUTOBOp, PEIICHUE,
OTIpeJICICHNE, TIOCTAHOBJICHUE, CYACOHBIA TMpHKa3) ITOJDKHBI OBITH 3aBEpPEHBI
NOJANKCSIMU CYAbH, PEICEAATENBCTBYIOIIETO I10 1€y, & B CIIy4ae €ro OTCYTCTBHS -
npeacenarenas  cyga  (3aMecTUTens — Opeacenarens  cyda) WIM MHOIO
YIOJHOMOYEHHOIO UM JIMIA, CEKpeTaps cyda JUOO WHOIO YIOJIHOMOYEHHOIrO
pabOTHHKa ammaparta cyJa, a Takxke repO0oBoil meuateto cyzna. [Ipu 3aBepeHun
COOTBETCTBHSI KOIMUU CYAE€OHOTO aKTa NOJJIMHHUKY Ha JIUIEBOM CTOpPOHE
MOCJIETHEr0 JIUCTa IMOJ TEKCTOM KOMUU CYJeOHOro akta (HUXKE pEKBU3UTA
"llonmuce") mpocrabnstores mramn "Komms BepHa" (mpuiokenue N 30 k
HacTosier MHcTpykuun) u repOoBasi mevyarb Cy/a.

N3roToBieHue 3aBepeHHBIX KOMUM Cy/IeOHBIX aKTOB U MHBIX JOKYMEHTOB Cy/1a
OCYILECTBIISIETCS YIIOJITHOMOUYEHHBIM PA0OOTHUKOM apXxuBa cyja. B nmpaBoMm BepxHeM
yIIIy MIEPBOTO JINCTA JOKYMEHTA MpocTasisercs mramn "Komus".

11.11. Eciin xonust TOKyMEHTa COCTOUT U3 HECKOJIBKUX JIMCTOB, TO BCE JIUCTHI
JOJDKHBI  OBITh TMPOHYMEPOBAHBI, MPOIIMTHl MPOYHOM HUTHIO, KOHIIBI KOTOPOH
BBIBOJISITCS. HA OOOPOTHYIO CTOPOHY IMOCTEAHEro JIUCTa KOMWUU JOKYMEHTa WM
CKPEIUISIOTCS CKOOOM ¢ MCIOJIb30BaHUEM CTeIiepa; Ha OOOPOTHOM CTOpPOHE
MOCJIETHETO JINCTa B MECTAaX CKPEIUICHUS HakJienBaeTcs OymMaskHas HakKJeWka ¢
3aBEPUTENHLHON HAJIUCHIO "TPOHYMEPOBAHO U CKPEIUICHO MEYaThIO JIUCTOB,
IIOJITHACH " (mpunoxkenue N 31 k Hactosmeir MHCTpykuum) ¢ yka3aHuEM
Cylla, KOTOPBIM BbIJIaeTcsl Komusi aokymeHTa. [loamuch ckperuisiercss repOoBoit
neyatbio cyna. ['epboBas meyaTh CTaBUTCS TakUM 0Opa3oMm, 4YTOObI YACTUYHO
3aXBaTUTh OTPE30K OyMaru, 3aKJICUBAONIUNA KOHIIbI HUTH JIUOO MECTO CKPETICHHUS.

11.12. B ciydae eciy BBIIECTOSIIMMI CyJT U3MEHUII PELICHHUE Cy/Aa, HA KOIINU
cyneOHOro akTa (IIpUroBopa, peIIeHus, ONPeACIICHHs, IOCTAHOBIICHUS, CY1e0HOTO
mpukaza) o0 3ToM jaenaerca orMeTka. Ha BbigaBaeMoil komuu CyneOHOTO akTa
pabOTHUKOM apXWBa CyAa TaKKe JenaeTcs OTMETKAa O JaTe BCTYIUICHUS €Tro B
3aKOHHYIO CHJIY M YKa3bIBA€TCS, B KAKOM JIeJI¢ TIOAIMIUT MO TMHHBINA TOKYMEHT U B
MIPOU3BOJICTBE KAKOTO Cy/a HAXOIUIJIOCh JEN0.

11.13. Komuu 3anpammBaemMbix CyJIE€OHBIX aKTOB, KOMHH ayAHO3aIUCU
CyZleOHBIX 3aceaHMil, a TAK)Ke apXUBHBIE cripaBku (mpuioxkenue N 34 k HacTosIIeH
WHCTpyKLIMK) U3rOTaBIMBAIOTCA PaOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apXuBa
Cyla, B CpOK, HE IMPEBBIIAIONIMI ISATHAALATA KAJICHIAPHBIX [HEW, CO JHS
NOCTYIJIEHUSI COOTBETCTBYIOILIETO 3asBJICHUS

11.14. UsroTtoBneHHble, HO HE MOJYyUYEHHBIC 3asABUTEJEM KOMHUU CYICOHBIX
aKTOB, TUCbMEHHBIX CIPABOK MEpPEAatoTCs JUIsl OTIIPABKH 110 MOYTE.

JIumo, modyyuBIIEEe KOMHMIO CyAeOHOro  aKkTa, JOJDKHO — Halucath



COOTBETCTBYIOIIYIO pacUCKy. B cilyyae HanpaBiieHHs] KOMUU JOKYMEHTA 10 MOYTe
B JIEJIO MOIIMBAECTCS KOMHS COMTPOBOUTEIHLHOTO MUChMa ¢ UCXOASIIMM HOMEPOM U
natoil. Taxxke nenaroTCss COOTBETCTBYIOUIUME OTMETKH B JIMCTE HCIOJIb30BaHUS
JIOKYMEHTOB.

11.15. Konuu cynaeOHBIX aKTOB MOTYT OBITh BBIJaHBI (HAIpaBJICHbI) WHBIM
JUIAM, YbH WHTEPECHhl HEMOCPEICTBEHHO 3aTParuBarOTCsA CyIeOHBIM aKTOM, C
pa3pelieHus MpeaceaaTeNIbCTBYIONIET0 CyIbU WM TpeAcenaTens cyaa (B ciydae
OTCYTCTBHSI - 3aMECTUTENsI TpeAceAaress CyAa) MO MHUCbMEHHOMY 3asiBICHHIO
(mpuiioxenue N 32 k HacTosiiel MHCTpyKIMK), B KOTOPOM JOJIXKHO ObITh YKa3aHO,
KaKue TpaBa WM 3aKOHHBIE UHTEPECHl ATOr0 JIUIA HAPYIICHBI STUMU CYJI€OHBIMU
aKTaMH.

11.16. IToBTOpHAs BBIJIaYa KOMUM CYJeOHBIX aKTOB (pELICHUM, ONIpEeACIICHUH,
MPUTOBOPOB, MMOCTAHOBJICHUH, CY/ICOHBIX MPUKA30B) JIMIIAM, YU4aCTBYIOIIUM B JEIE,
WX TPEACTABUTENISIM, a TaKXKe JIPYTUM JIMIAM, YbH MHTEPECHhl HEMOCPEICTBEHHO
3aTparuBaroOTCs CyJIeOHBIM aKTOM, OCYIIECTBISICTCS MO HX MHUCbMEHHOMY
MOTHUBUPOBAHHOMY 3asIBJICHUIO B YCTAHOBJIICHHOM IIPE/ICENATEIEM Cy 1A MOPSIJIKE.

11.17. M3roToBiieHHE W BblAa4a KOMHUH ayJAHO3alUCU CyJIEeOHOTo 3aceqaHus
OCYILECTBIJIIETCS 110 MUCBMEHHOMY 3asBJICHUIO JIMI[, Y4YacCTBYIOLIUX B JEJIE, UX
npeacTaBuTeNel (CTOPOH, MHBIX YYaCTHUKOB Cy1€0HOr0 pa30upaTenbCcTBa) U 3a UX
CYET B IIOPSAKE, YCTAHOBIECHHOM IIpeJCeaTeIeM Cya.

11.17.1. Ha nuceMeHHOM 3asBieHuu (mpwioxenue N 33 k HacTosuien
HNucTpykuun) npeaceaaresb cyna (€ro 3aMecTUTeNb) A€1aeT COOTBETCTBYIOIIYIO
OTMETKY O TIOPYYEHHH Pa0OTHHUKY apXuBa CyJla M3TOTOBUTH M BBIIATh KOIUIO
ayJIno3anucu cye0Horo 3aceaanus. JlaHHoe 3asiBIeHHE TTOAIIMBAETCS B JIENO, a B
cilydae MpebsBICHUS JOBEPEHHOCTH K JIeTy MPUOOIIAETCs TaKKe €€ KOIH.

11.17.2. Ins ©3roToBICHUSI KOMUU ayJMO3aMKICH JUIIO, ITOAABIIEE 3asBJICHUE,
MPEJACTABIAECT B CYyJ MaTepUalibHbId HOCUTENb MHpopManuu (Jueni-kapra, JUCK
CD-R, DVD u apyrue HOocutenu nH(OpMAaIIUY, TEXHUIECKasi BO3SMOXXHOCTD 3alTUCH
Ha KOTOPbIE UMEETCSI B COOTBETCTBYIOIIEM CYIE).

11.17.3. IlpeacraBieHHble B CyJ MaTepHabHbIE HOCUTEIUW MHPOPMaLUUU HE
JIOJDKHBI COJIepKaTh Kakyro-mnbo mHpopmaruio. B nensx 6e3omacHocTu mepen
3allChI0 TPEJACTAaBICHHBIH B CyJ MaTepUalbHbI HOCUTENIb MOXET ObITh
oTopMaTUpPOBaH YIOJHOMOYEHHBIM pa0OTHUKOM allnapara cyia, OTBETCTBEHHBIM
3a W3TOTOBJICHWE W BBIJAYy KOMHHM ayAHO3alWCH, IOCJIE MPEeIBAPUTEILHOTO
YBEJOMIJICHHUSI JIMLIA, TOJIABIIETO COOTBETCTBYIOLIEE 3asBICHUE.

11.17.4. 3anuch aynuodaitia Ha MaTepuaIbHbI HOCUTENb JIUIIA, TTOAABIIETO
3asiBJICHUE, TPOU3BOJUTCS YIOJTHOMOYEHHBIM pPAOOTHUKOM ammapara cyja Ha
JIOKaJIbHOM KOMIIBIOTEpE, HE MPUCOETUHEHHOM K JIOKaJbHOM CETH CyJa U He
MMEIOIIEM JIOCTyMa B c€Th IHTEpHET.



11.17.5. Konus ayauno3anucu cyeOHOTO 3acejaHus CyZ0M HE 3aBepsieTCsl.

[Tocne BbIJAYM KOMHMM ayJAUO3aMMCU CYA€OHOTO 3acellaHus Ha MUCbMEHHOM
3asiBJICHUH 00 U3rOTOBJICHUU U BblJIaue paOOTHUKOM apXuBa CyJa JeIaeTcsl OTMETKa
00 M3TOTOBJICHUH U BBIJIAY€, & JTUIIOM, TIOJTYYUBITAM KOTIHIO aYNO03AITUCH, JETACTCS
COOTBETCTBYIOIIas 3alUCh O NOJydeHHH. [laHHOE 3asBIIEHHE MNpPUOOIIAeTCA K
CyaeOHOMYy Jeily, MpU ASTOM JENaeTcsi COOTBETCTBYIONIAs OTMETKA B JIUCTE
UCIIOJIb30BaHUs JOKYMEHTOB.

HenonyquHa;I 3asBUTCIICM KOIINA ayAuO3alluCu CYI[C6HOF0 3accaaHusa I10
IMOYTC HC HAIIPABJIACTCA.

DNEKTPOHHBIA HOCUTENh MH(POPMALIMHU, C KOTOPOIO M3rOTaBIMBAIACh KOIMS,
JOJDKEH OBITh BIIMT B J€70 (MpUOOIIEH K IMPOTOKONY CyAeOHOro 3acefaHus) B
yIIaKOBaHHOM BHE (KOHBEPT) C yKa3aHHEM Ha yHakoOBKEe HOMepa Jena, AaThl, a
TaK)Ke MOJANUCAaH PAOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa cyJa. Y TaKoBKa
JOJKHA 00€ecrieynBaTh COXPAHHOCTD 3JIEKTPOHHOIO HOCHUTENS OT MOBPEXKICHUN U
HOPYH.

11.18. TlognuHHBIE TOKYMEHTHI M3 CyJIeOHBIX Jie7 (MHBIX MAaTepUajoB) U UX
HaJJIeKalMM 00pa3oM 3aBEpPEHHBIE KOIMWHU, MPEACTABICHHbIC YYaCTHUKaMU
CyJOIIPOM3BO/ICTBA (JIMLIAMH, YYaCTBYIOIIUMHU B JI€JI€), @ TAK)KE CIIPABKH M0 JeJIaM
BBIJJAIOTCST MM paOOTHUKAMM apXvBa CyJa Ha OCHOBAaHMM HUX IHUCbMEHHOTO
3asBJICHUSI; JIPYTUM CyAaM, OpraHaM JO3HaHUS U CJEJICTBUS - HAa OCHOBAHUU
MOTHMBHPOBAHHOTO 3ampoca # (WIM) HWHBIX HEOOXOIUMBIX JIOKYMEHTOB,
MPETyCMOTPEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoii @enepaunn. Ha 3asaBnenun
WJIM 3aMpOoce O BbIJIaye MOITMHHBIX JOKYMEHTOB U3 CyICOHOTO JieJia MPOCTaBISETCS
pasperniaroniasi pe30JItoIus IpeceaTes cyaa (3aMecTUTeNs IpeaceaTesl Cyaa).

11.18.1. B3ameH BbIIaHHOTO TMOJIMHHUKA K JIeTy MPUOOIIAETCS €ro KOmus,
3aBEpEHHasl CyJIbei 1 repOoBOM MevyaThio Cy/a.

11.18.2. ITpu BhImaue MOMJIMHHUKOB JIOKYMEHTOB M3 CYJI€OHOIO Jeja Ha UX
3aBEPEHHBIX KOIMUSIX JIODKHBI YKas3bIBaThCA (aMHIIUS, HMMsS, OTYSCTBO JIUIIA,
MOJIYYHBIIETO JOKYMEHT, €ro IPOLECCYallbHOE IOJIOKEHHUE I10 JIey, JaHHBIE
JIOKYMEHTA, YJOCTOBEPSIOLIETO JIMYHOCTh. B IMOJydeHHH JOKYMEHTa 3TO JIMIIO
JIOJDKHO pacIlMCcaThCs U MPOCTABUTh AaTy IMOJy4dyeHus. JIMio, BeAaBIIee TOKYMEHT,
JOJDKHO yKa3aTh CBOI (haMIJIMIO, JOJDKHOCTh M IIOCTaBUTh noAmnuchk. [lpu
MPEABSIBICHUH IOBEPSHHOCTH HEOOXOMMO CHATH C Hee KOIHMIO U MOAIINTH B JICIIO.

11.18.3. JJokyMeHTBI, HA OCHOBaHUU KOTOPBIX M3 CYACOHOTO Jeja BBIJIAHbBI
MOJJIMHHUKH, a TAKXK€ WX 3aBEPCHHBIE KOMWHW MOMAIIMBAIOTCS B Jen0. B ciydae
HalnpaBJICHHWs T[OJJIMHHOTO JIOKYMEHTa 3aKa3HOM IIOYTOM B JI€JI0 TAaKkKe
MOJIIIMUBAETCS KOMUS COMPOBOAUTEILHOIO MUChMA C UCXOASAIIUM HOMEPOM M JIATOM.

11.18.4. TTopsioK ¥ CPOKH BbIJIaYu MOJJIMHHBIX JOKYMEHTOB, UX 3aBEPEHHBIX



KOIMI yCTAHABJIMBAIOTCA MPEACEAATENIEM CYy/1a.

Bbiaya nucbMEHHBIX JOKA3aTeIbCTB, HE BO3BPALICHHBIX MPEJICTABUBIINM HX
JUIaM JI0 TIepejadu Jiejia B apXuB Cy/1a, 0 MPOCh0e ITHUX JIUIl OCYIIECTBISETCS B
TaKOM K€ MOpPSJIKE.

11.19. Ilo nuChbMEHHBIM TpEeOOBAHHUSIM OPraHoB, KOTOPBIM 3aKOHOM
IPEJOCTABICHO NPaBO MCTPEOOBaHUS Jiela, M HAa OCHOBAHHUU PACHOPSIKEHUS
npejaceaarens Cyjla WM €ro 3aMecTUTENs cyAecOHble Jeja HalpaBlsloTCd UM B
TPEXTHEBHBIN CPOK.

11.20. PaGoTHHK apxuBa cya 00s13aH KOHTPOJIUPOBATH BO3BPAT /1€ B ApXUB U
HE PEKe OJHOI0 pa3a B MECSI] IOKIAbIBaTh NPEACEAATENIO CYa.

Jlo BO3BpalieHus Jena B CyAd TpeOOBaHME O €ro BBICBUIKE, KOIUU
CONPOBOJIUTEIIBHOTO MUChMa, MPUTOBOPA WM PEIICHUS XPAHATCA B KOHTPOJIBHOM
Tarke.

B kHure BpIJauy €AMHULL XpPAaHEHHS BO BPEMEHHOE 10JIb30BaHKE (TPUIIOKEHNE
N 27 k nacrosmeid MHCTpyKIMK) U3 apXuBa cyJa OTMEYaeTcs, KOraa, KOMy H 110
KaKOMY 3aIpocCy €0 HAIPaBIEHO, KOTJa U KEM OHO BO3BPAILECHO.

11.21. B cnyyae mocTyrsieHuss B CyH 3asBI€HUS B3bIcKaTens (1100 ero
IpECTaBUTEN) O BblJaue (HANPaBICHUM) HCIOIHUTEIBHBIX JOKYMEHTOB IO
CYIEOHBIM Jie1aM, HaXOAALIUMCSl B apXuBe CyAa, UX o(opMIIeHUE, HAIpaBJICHUE
(BBII@4a) OCYLIECTBIIAIOTCS B MMOPSIIKE U CPOKH, YCTAHOBJIEHHBIE COOTBETCTBYIOLICH
MHCTPYKLKEH MO0 CyAeOHOMY J1EIONPOU3BOCTBY.

11.22. O3HakomieHHE C MaTepualaMy YTrOJIOBHOTO JENa, CHATHE KOIHM C
YrOJOBHOTO Jiefla, K KOTOpPOMY TIPHOOIIEH OIeYaTaHHbIi KOHBEPT C
MIOCTAHOBJICHUEM CJIEOBATENSI WM JI03HABATEIISI O COXPAHEHUH B TallHE JIaHHBIX O
JUYHOCTH YYaCTHUKA CJEACTBEHHOTO JEHCTBUS, OCYIIECTBISIOTCS C Y4YE€TOM
MOJOKEHUM TmyHKTa 9 crateu 166  YTonOBHO-NpOlIECCYyalbHOTO KOJEKCa
Pocculickon ®@enepanuu.

11.23. HWuble, He ycTaHOBJEHHbIE Hacrodmer WMHcTpykuuel mnpaBuia
03HAKOMJICHUS C MaTepualiaMy CyJ1Ie0HOTO Jieja, BbIIauu MOJJTMHHBIX TOKYMEHTOB,
3aBEPEHHBIX KOMHWM MaTepuaoB Jiefla, MMChbMEHHBIX CIPABOK, KOMHUM CyAeOHBIX
aKTOB, ONPEEISIOTCS MpeceaaTeNeM Cya.

12. Ob0ecneueHne COXPAHHOCTH APXMBHBIX JOKYMEHTOB

12.1. XpaHeHue apXuBHBIX JOKYMEHTOB B CyJie 00ecreunBaeTcs peain3annen
KOMILJIEKCA MEPOITPUATHI, HAITPABJICHHBIX HA MTOIEPKAHUE APXUBHBIX JOKYMEHTOB
B ONTUMAJIbHOM (PU3UYECKOM COCTOSIHUM, MUHUMHU3ALIMIO PUCKOB UX MOPYU U (MIIH)
yTpaThl, B COCTAB KOTOPOT'O BXOISAT:



MpCeaOCTABIICHUC HU30JUPOBAHHBIX HOMGHIGHI/II\/'I AJT PasMCIICHUA ApPXWBHBIX
JOKYMCHTOB M IIPOBCACHMUSA pa60T, CBA3AaHHBIX C AapXUBHBIM XPAaHCHHUCM,
OCHAIlICHHBIX CpcacTBaMu MMOXKAapOTYILICHUA, OXpaHHOﬁ )41 HO)KapHOﬁ
CHFH&HHBaHHeﬁ, O60py,Z[OBaHHeM IJIA XpaHCHUA JOKYMCHTOB,

OopraHu3anua nu oOecrcueHue CO6JIIOI[€HI/ISI IIPOTUBOIIOKAPHOI'O, OXPAaHHOTIO,
TEMIICPATYPHO-BJIAKHOCTHOI'O, CBCTOBOI'O U CAHUTAPHO-TUTUCHUYCCKOI'O PCIKNMOB,

BBIITOJIHCHHUEC TpGGOBaHI/Iﬁ K pasMCIICHUIO JOKYMCHTOB B apXHWBOXPaHUIINIIIC,

MPOBEICHUE TMPOBEPKH HAIWYUS U COCTOSIHUA COXPAHHOCTH ApPXHUBHBIX
JIOKYMEHTOB B COOTBETCTBUHU C TIOPSIAKOM, YCTAHOBJIEHHBIM pazzaenom 10
Hactosimen MHcTpykimu;

oOecrieyeHrne BO3MOKHOCTH MPOBEACHUS MPOPUIAKTUYECKON U TEXHUYECKON
00pabOTKH apXUBHBIX TOKYMEHTOB;

OIINCAaHHUC (COCTaBHeHI/Ie onuceu IIGJ'I) N CBOCBPCMCHHAS IIOCTAHOBKA apXHNBHBIX
JAOKYMCHTOB Ha YUYCT B COOTBCTCTBUM C ITOJIOKCHUAMU HaCTOHH_[Cﬁ I/IHCTPYKI_II/II/I.

12.2. ApxuB pa3memiaercs B 3JaHUU U (WJIH) OTACIBHBIX TOMEIIEHUSX 3/1aHUS.
OCHOBHBIE TOMEIICHMS, TPEAHAZHAYECHHBIE 1)1 XPAHEHHUs, yU€Ta, KOMIUIEKTOBAHUS
51 UCIIOJIb30BaHUsA apXMUBHBIX JOKYMEHTOB, U BCIIOMOTaTEJIbHbIE
(aIMUHUCTPAaTUBHO-XO3UCTBEHHOI0, TEXHUYECKOTO M OBITOBOTO Ha3HAUYECHMUS),
JOJDKHBI  COOTBETCTBOBATh TPEOOBAaHUSM, YCTAHOBJIEHHBIM IyHKTOM 12.1
HacTosAwell WMHeTpykuuu, a Takxke oOIMMHU TpeOOBaHUSMHU O€30MaCHOCTU K
OOIIECTBEHHBIM 3[JaHUSIM U COOPYKEHUSIM <1>.

<1> ®epepanbusiii 3akoH 0T 30.12.2009 N 384-D3 "TexHUUeCKHU perjIaMeHT
o 6e3omacHOCTU 3aHUM U coopykeHuid"; ['pamocTponTenbHbI Kogeke Poccuiickoit
denepanum.

XpaHeHHE AapXUBHBIX JIOKYMEHTOB B 3aBHCUMOCTH OT HX 0OBEMOB
OCYILIECTBIISIETCS C HCIOJIb30BAHWEM OJHOTO HMJIM HECKOJIBKHMX BapHaHTOB
pa3MeIleHHSI:

B 3/IaHUM, OTBEYAIOLIEM TPEOOBAHUSIM, YCTAHOBJICHHBIM YIOJHOMOYEHHBIM
dbenepaabHBIM OpPraHOM HMCIOJHHUTEIBHOM BJIAacTH B cdepe apXHUBHOTO Jelia U
JIeTIONIPOU3BOICTBA <2>;

<2> IlpaBuna oOpraHu3alyMd XpPaHEHUs, KOMIUICKTOBAaHUSA, Yy4e€Ta U
WCITIOJIb30BaHUs JOKYMEHTOB ApxuBHOro (hoHaa Poccuiickoit Deaepanuu u 1pyrux



apXHUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX U MyHUILIMIATbHBIX apXUBaX, MYy3€iX U
OuOMMoTeKax, HAYYHBIX OpraHU3alusaX, YTBEpKACHHbIC NMpukazomM DenepaabHOro
apxuBHoro areurctsa ot 02.03.2020 N 24.

B CHEIUaIbHO 000PYJOBAHHOM [IJIsi XpaHEHUS! JTOKYMEHTOB M30JIMPOBAHHOM
MOMEIICHHUH - apXuBoxpaHwiuiie (myHkT 12.3 Hacrosmieit MacTpykumm);

B 3anuparomumxcs mkadax uiau cerdax.

Pa3Melienrie apxvBa B IpUCIIOCOOJICHHOM 37]aHUU (ITOMEIEHUH ) TOITyCKaeTCs
TOJIbKO TIOCJI€ €ro o00ciieoBaHUs (B TOM YHCJE TMOJBAJBbHBIX M YEpAayHBIX
MOMEIICHUH, paboTOCIIOCOOHOCTH AIEKTPOCETEH, OTOMUTEIBHBIX u
BEHTWISILIUOHHBIX CHUCTEM, MPOYHOCTH MEXKITAXKHBIX TEPEKPHITUH C y4eTOM
MOTEHIUAJIBHBIX HArPY30K).

He nomyckaercs pa3menieHle apxuBa B rapaxkax.
12.3. ApXHBOXpaHHIIUILIE TOJKHO:
OTJAEIIATHCSA OT COCEHUX MOMEIICHUI OTHEYIIOPHBIMU CTEHAMM;

HMCTb CCTCCTBCHHYIO MJIM MCKYCCTBCHHYIO BCHTUJIIALMIO, O6€CHC‘-II/IBaIOH_Iy10
PCOUPKYIALIMIO BO3AYyXa, HCKIIOYAIOIIyIO 06p&30BaHI/Ie HCIIPOBCTPHUBACMBIX 30H;

COXPaHSTh CTAOMIBHOCTH TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA;
HMMETh BBIXOJIbI K TU(TaM U (W) JTECTHUYHBIM KJIETKAM;

HE MMETh MPOJIOKEHHBIX Yepe3 Hero TpyO BOJOCHAOKEHUS W KaHAJIU3alluH,
TEXHOJIOTUYECKUX WJIU OBITOBBIX BHIBOJIOB BOJIBI;

HE UWMEThb BHYTPU PACIPEACIUTEIbHBIX IIUTOB, MPEIOXPAHUTEICH U
OTKJTFOYAIOIIUXCSI PyOUIIBHUKOB;

HE pacIojaratbCs B MOJABAIAX U IOMELIEHUAX, PACIIOJIOKEHHBIX HUXKE YPOBHS
NOBEPXHOCTH  3€MJIM, 3a  MCKJIIOYEHHWEM  XpaHwmin]  (TOMEIIEeHUN),
00€eCleynBaOIIMX 3alIUTy OT NPOHUKHOBEHUS B HUX TPYHTOBBIX, TallbIX U
MABOJKOBBIX BOJl, B BETXUX CTPOEHUSX, NE€PEBAHHBIX MOCTPOMKAX, TOMEILIECHUSIX C
OTHOCUTEIBHOM BIIaKHOCTBIO BO3/1yXa Oosiee 55% M C MEUHBIM OTOIJICHUEM;

UMETh MTPOTUBOIOKAPHBIE (METAITUYECKUE) ABEPH;

MMETh  3aluparoliydecs pemieTku Ha  OKHax (Ipu  pa3MelleHUun
apXUBOXPAHWIIMIIA HA IIOKOJIbHOM, TIEPBOM HJIM BTOPOM dTa)Ke 31aHU).

Pacuer HeoOXomuMoO#l  TUIOIIAAM  ApXMBOXPAHWIMILA  PEKOMEHIYETCS
IIPOM3BOJUTh C YYE€TOM pACIIOJOKEHUSA CTEIUIaXEd W KX HAIOJHEHHs B



COOTBETCTBUM C MyHKTOM 12.7 Hactosdmeid WHCTpyKuuu, a Takke C Y4ETOM
BO3MOKHOCTH pa3meniennss 400 eauHul; XpaHeHuss Ha | KB. M IUIOIIAIH
apXUBOXPaHWINIIIA.

KaxxtoMmy apXMBOXpaHWIHILY ITPUCBANBACTCSI HOMEDP, KOTOPBI OTpaykaeTcs B
TomorpaUYecKuX yKas3aTelsix B COOTBETCTBHHM ¢ MyHKTOM 12.19 Hacrosimei
HNucTpykuum.

12.4. Jlns oOecriedeHust AESITENbHOCTH apxuBa (Ipu HEOOXOIUMOCTH)
BBIJICJISIIOTCS TIOMEILIEHHE JIJIsl IprueMa JOKYMEHTOB, X BPEMEHHOTO XpPaHEHUs U
alanTalyy K HOBBIM YCJIOBUSM (aKKJIMMaTH3alMK), pabodasi KoMHaTa pabOTHHKA,
OTBETCTBEHHOTO 3a pabOoTy apXuBa CyJa, IOMEIIEHUE AJIs TPEIOCTaBICHHUS JOCTYTIa
K apXUBHBIM JIOKyMEHTaM.

12.5. ApxuBHBIE JOOKYMEHTBHI Pa3MEIIAIOTCA B aApPXMBOXPAHWIHILE Ha
CTaIl[MOHAPHBIX, NEPEIBUKHBIX U (MIM) MOOMIIBHBIX METAJNIMYECKHUX CTeJIaXax, B
MeTaJNINYECKUX MKadax, ceiiax nin KOHTeHHepax.

B kadectBe CIICOHUAJIbHOI'O O60py,ZIOBaHI/IH BO3MOXXHO HCIIOJIB30BaHHC
CTalMOHAPHBIX OTCEKOB-OO0KCOB C METAUIMYCCKUMU MeperopoaKkaMu U IIOJIKaMHU.

He pazpemaercs xpaHeHHe apXUBHBIX JOKYMEHTOB B TPAaHCIOPTHOMW Tape, B
mradensx, Ha MOJy, MOJOKOHHUKAX, JECTHUYHBIX IUIOMIAJKaX M JAPYTUx, HE
IIpeJHA3HAYCHHBIX U1 UX XPAHEHUSA MECTaXx.

12.6. Ilpu paccTaHOBKE CTEJUIAXEH B apXUBOXPAHWIMIIEC MPEANOYTECHUE
JIOJDKHO OTAABaThCs UX MEPHEHANKYISIPHON OpUEHTAIIUY 110 OTHOIIICHHUIO K CTEHAM
C OKOHHBIMU TTPO€MaMU U Pa3MEIICHUIO Ha yIAJICHUU HE MeHee | M OT HCTOYHUKOB
TerJa.

12.7. Tlpu paccranoBke cremaxei (mkadoB, ceiihoB) B apXHUBOXPaHUIIHUIIE
PEKOMEHAYETCS IPEAYCMATPUBATD CIEAYIOLINE PACCTOSHUS MEXKIY:

TOpLIaMH CTeJUTaKe (TJIaBHBIN TTpoxo) - He MeHee 120 cM;
psAaamMu cTesiaxei (MeXCTelUIaKHbIM IPOX0/1) - HE MeHee 75 cM;

CTeJJIaYKaMu, MMapaJUIeIbHBIMUA CTEHE, U HAPYKHOU CTEHOU 3/1aHUs - HE MEHEE
75 cm;

TOPLIOM CTEJUIaKa U CTEHOU - HE MeHee 45 cMm;
BEPXHEH MOJIKOU CTEJUIaXKa U MOTOJIKOM - 50 cMm;

HIDKHEHN MOJIKOM CTellIaXka v IOoJIOM - He MeHee 15 ¢M (B LIOKOJIBHBIX ATa)Kax -
He MeHee 30 cMm).



Pa3menienne MOOMITBHBIX CTEIUIaXKEH MPOU3BOIUTCS C yUETOM OCOOCHHOCTEM
NOMEILIEHUH U pa3MeIaeMoro o0opy10BaHusl.

12.8. ApxuBHBIE JIOKYMEHTHI pa3MEIIAlOTCS B MEPBUYHBIX CPEACTBAX
XpaHEHUS:

Ha OyMa)>XHOM HOCHUTEJE - B KOpOOKax, mamkax, KOHBEpTax;

QJICKTPOHHBIC Ha (i)I/ISI/I‘ICCKI/I 000COOJICHHBIX HOCUTENISIX - B YIIAKOBKC,
pGKOMCHI[OBaHHOﬁ IMPOU3BOAUTCIIIMHU HOCHTEIICH.

JIns XpaHEeHHsT KapTOYEK M CHPABOYHBIX MATEpUAIIOB B ITOMELICHHHM apXUBa
yCTaHABIUBAIOTCSA KAPTOTEUHBIC MIKA(BI.

12.9.Ha IICPBUYHOM CPCACTBC XPAHCHUA APXUBHBIX JOKYMCHTOB YKA3bIBAIOTCA
HOMCP W HAa3BAHHUC (bOHIIa, HOMCD OIIMCH AOCII, KpaﬁHHe HOMCpa CAMHUI XpaHCHU,
PasSMCIICHHLIX B HCM.

12.10. IIpoTMBOMOXapHBIM pEXKHUM B 3JAHUMA WM TOMELICHUM apXHWBa
YCTaHAaBJIMBAETCs B COOTBETCTBUM € 3aKOHOAATENILCTBOM Poccurickoit denepannu o
MoKapHOi O6e3omacHocTr <1>.

<1> ®epepanbubii 3akoH oT 21.12.1994 N 69-®3 "O noxapHou
oe3onacHoctu"; mnocraHoBieHue IlpaButenbctBa Poccuiickoii ®denepauuu OT
16.09.2020 N 1479 "O06 ytBepxnenuu IIpaBuia MpOTHBOMOXKAPHOTO PEXUMA B
Poccuiickoit @enepanun'.

PaGoTHuK, OTBETCTBEHHBI 3a pabOTy apxuBa CyJa, JODKEH MPOUTH
WHCTPYKTX 1O BOMPOCAM MPOTHUBOMOKAPHON OE30MacHOCTH, O3HAKOMUTHCS C
mpaBuUjaMu  TOJB30BAHUSA  TPOTHUBOIMOXKAPHBIM  HWHBEHTapeM. MHCTpyKTax
pabOTHUKOB apX¥Ba IO MPOTHUBOIOKAPHOI 0€30IMaCHOCTH JIOJKECH IMTPOBOIUTHCS HE
peke OTHOTO pa3a B rojJ OTBETCTBEHHBIM PAaOOTHHKOM, Ha3HAYCHHBIM IPHKA30M
npeaceaarens cyaa.

12.11. Ecnu apxuB cyaa pa3MenieH B OTAEIbHOM OT CyJa 31aHUU, OXPAHHBIN
pexkuM obecrieunBaeTcsl MyTeM OO0OpYAOBaHUS 3/IaHMs WIIM TIOMEIIECHUN apXuBa
CpeICTBaMH OXpaHbl, 00ECIIEUNBAIOIIMMHI KOHTPOJIb JOCTyNa B HHUX, a TaKXKe
COOJTIOJIEHUEM TOPSKA CHAYW/CHSITHS OXpPaHbl MTOMEIICHUS apXUBOXPAHUIIHINA U
MOpsiAKA JOCTYyNa B HETO, YCTAHOBJIEHHOTO TPUKA30M IpeAceaaTes cyaa.

12.12. ApxuBHBIE JOKYMEHTHI HEOOXOIUMO XpaHUTh B TEeMHOTE. EcTecTBeHHOE
OCBEIICHHE B apXHWBOXPAHUIIUIIE IONMYCKAETCS MPU YCIOBUU MPUMEHEHHS Ha OKHAX
CBETOpACCEUBATENCH, PEryJIsSTOPOB CBETOBOIO MOTOKa (CHEUUATbHBIX CTEKOJ),
3alIUTHBIX (PUIBTPOB U MOKPBITH, KaJIIO3H.



I[HH HCKYCCTBCHHOI'O OCBCHICHHA INPUMCHAIOTCA JIaMIIbl HAKaJIMBAHHA B
3aKPbIThIX HJIa(I)OHaX C FJI&,ZIKOIZ IMOBECPXHOCTEIO.

Paspemraercsi npuUMEHEHWE JIFOMUHECHEHTHBIX JIaMII C  YPE3aHHBIM
yIbTPa(QUONETOBEIM ~ y4acTKOM  CIIEKTPa,  CBETOMMOIHBIX  CBETHIIHLHUKOB,
Pa3peIICHHBIX YIIOJIHOMOYCHHBIM (pe/IepaaTbHBIM OPTaHOM HCIIOJIHUTEIILHON BIIACTH
B cdepe MmokapHoi 6€30MacHOCTH.

12.13. OnTumanbHBIMH YCIOBUSAMH XPAaHEHHsS apXHMBHBIX JIOKYMEHTOB
SBIISFOTCSL:

JUIsl JOKYMEHTOB Ha OyMa)kHOM Hocutene - Temmeparypa 17 - 19 °C,
OTHOCHTEJbHAS BIaXKHOCTH BO3ayxa - 50 - 55%;

JUTST TOKYMEHTOB Ha MAarHUTHBIX JHUCKaX W JUCKOBBIX HAKOMHUTEIAX -
temriepatypa 8 - 18 °C, oTHOcUTEIbHAS BIAXKHOCTh Bo3ayxa - 45 - 65%;

Ul JOKYMEHTOB Ha ONTHUYECKUX HHUCKax - Temmeparypa 10 - 23 °C,
OTHOCHTEINbHAS BIAKHOCTH Bo3ayxa - 20 - 50%.

12.14. KoHTpoJib 32 TEMIIEpaTypHO-BIAKHOCTHBIM PEXXHUMOM O0ECIIEYMBAETCS
pPEryJIAipHBIM HM3MEPEHMEM C IIOMOLIBIO TEPMOMETpPA M TUIPOMETpA WIH
TEPMOTUIPOMETPA, Pa3MEIIEHHBIX B  OJHOM WM  HECKOJBKHMX  TOYKax
apXUBOXPaHWIUIIA (B 3aBUCUMOCTH KOHCTPYKIIMOHHBIX OCOOEHHOCTEHN U IIOIIA )
BJIAJIM OT OTOMMUTENIBHBIX U BEHTUJIILUMOHHBIX CUCTEM Ha BBICOTE HE MeHee 1 M OT
110J1a, [IapaMeTPOB BO3LYIIIHON CPEIbIL:

B CIIELIMATIM3UPOBAHHOM 3/IaHUU - HE pexe | paza B HeZemo;

B CIICIIMAIILHO 00OPYAOBAaHHOM IS XpaHEHUS U30JMPOBAHHOM MOMEIIEHUH -
HE pexe 2 pa3 B HEJENIO;

IPY HECOOTBETCTBUH NTAPAMETPOB HOPMATHUBHBIM TPEOOBAHUSIM - 1 pa3 B CYyTKH.

12.15. B apxuBe A0MKHA BECTHCh (PUKCALUS TEeMIIEpaTypHO-BIAKHOCTHBIX
XapaKTepUCTUK BO3AYIIHOW Cpelbl B APXUBOXPAHWIMILE U MEDP, NMPUHATBHIX II0
HOPMAaJIM3alMHU TEMIIEPATYPHO-BIAKHOCTHOIO PEKMMA B CIIydasX €ro HapyILICHUS.

12.16. Hannexaiiee CaHUTAPHO-TUTUEHUYECKOE COCTOSIHUE B apXHUBE
MOJACP>)KUBAETCS MPOBEJACHUEM B HEM HE PEKE OHOTO paza B MECSI] BIIAXKHOU
yOOpKH TI0JIOB, 0OECIIBUIMBAHUS 000PY/IOBAaHUS U TIEPBUYHBIX CPEACTB XpaHEHUS,
00pabOTKM IOKOJIbHBIX YAaCTeH CTEJUIaKEH, TUIMHTYCOB, MTOJOKOHHUKOB BOJIHBIMU
pacTBOpaMU aHTHUCENTUKOB.

12.17. ApxuBHBIE TOKYMEHTHI, IOJBEPTIINECS OMOIOTHUYECKOMY MOPaKEHUIO,
NOJIekKAT HEMEJJIEHHON W30JIALMU U CAHUTAPHO-TUTUEHUYECKON 00padoTke



(me3uHb ey, JIC3UHCEKIINH ), a apXUBOXPAHUIINILIC, MIOPAXKEHHOE
OMOJIOTMYECKUMU BPEAUTEISAMU, - ACpPaTHU3AIINH.

12.18. Cremnaxku u mkadbl JOHKHBI OBITH NMPOHYMEPOBAHBI B Ka)XJI0M
apXUBOXpPAHWIIMILE B MOPSJKE ClieBa HAmpaBO OT BXOJHOW JABEpH, MOJIKM Ha
CTEJUIaXKaX JOJKHBI ObITh MPOHYMEPOBAHHI M0 MIKadam B OPSAKE - ClIeBa HAMPaBO,
CBEpXY BHU3.

12.19. MecTo XpaHeHHsI €IUHUI XPAaHCHUS B apXUBOXPAHIITHIIE (PUKCHPYETCS
B TonorpauyecKkux yKaszarelsix: MocTesuiaxHoM (mpuioxkenue N 36 k HacTosiei
NHcTpykiun) u, ipu HaTu4Iuu 0osee oHoro (Goxaa, modhoHa0BOM (MpuiiokeHne N
37 k Hactosmeit MHCTpyKImM).

[Ipu BegeHuu TOMOrpaMUEcKOro ykazaTess OJUH €ro 3K3eMIULIp J0JKEH
XpaHUTBCS Y paOOTHUKA, OTBETCTBEHHOTO 3a pabOTy apxuBa CyJa, BTOpPOM -
pa3MeIaTbCa B COOTBETCTBYIOUIEM apXHUBOXPAHWIIULIE.

Tomor pa(i)I/ILIeCKI/IG YKa3aTclin HC COCTaBJIAIOTCA IIpu OTCYTCTBUHU
APXUBOXpaHWUJIMIIA.

13. Cpoxu ¥ NOpsiIOK nmepeaayu Ael Ha XpaHeHue
B rOCYAapPCTBEHHbIH apXHUB

13.1. lena oOmiero AenONpOM3BOACTBA IMOCTOSHHOTO CpPOKa XpaHEHUS M
CyleOHbIe JieJla TOCTOSHHOIO CpOKa XpaHEHHs 10 MCTEYEHUU CPOKOB UX
BPEMEHHOTO XpaHeHus B apxuBe cyda (15 ner) mepeparoTcs Ha MOCTOSHHOE
XpaHEHHE B TOCYAApCTBEHHBIM apXWB, €CIU CYJ BBICTYNAET HCTOYHUKOM €TI0
KOMIIJIEKTOBAHHSI WJIM MPHU HAIWYUU COOTBETCTBYIOIIETO JOTOBOpPA C APXUBHBIM
YUPEKIACHUEM.

Pemenne o ¢opme mnpuema AOKYMEHTOB (MOJHOTO WM BBIOOPOYHOTO)
npuHuMaetcs DK apxuBHOro yupexaeHusl.

Cynpl, HE BBICTYIAIONINE UCTOYHUKAMU KOMILUIEKTOBaHUS TOCYIApCTBEHHOTO
apXuBa, NEPENarT JOKYMEHThl Ha IOCTOSHHOE XPAaHEHUE B TOCYAApPCTBEHHBIN
apXWB MPU UX JIMKBUJAIIMN U HATMYUHU IOKYMEHTOB ApxuBHOTO (poH1a Poccuiickoit
denepanum.

13.2. Ilepenaya JOKYMEHTOB NOCTOSHHOI'O XpaHEHUS B TOCYJapCTBEHHBIN
apXvMB OCYLIECTBJISIETCS B COOTBETCTBUM C IUIAHOM-TpaUKOM, KOTOPBIN
YTBEPKIAAETCS PYKOBOAUTEIIEM TOCYJAPCTBEHHOIO apXMBa WM YIOJIHOMOYEHHBIM
UM JIOJDKHOCTHBIM JIULIOM.

JlocpouHasi mepenaya JOKYMEHTOB HAa IMOCTOSTHHOE XpaHEHHE MOKET ObITh
OCYyILIECTBJIEHA NpPHU OTCYTCTBUM HEOOXOAMMBIX YCJIOBHM sl obOecreueHus
COXpaHHOCTH T0KYMEHTOB ApxuBHOro (poHna Poccuiickoit denepanuu, npu yrpose



yTpatbl (YHUYTOXKEHUS) JOKYMEHTOB, a TaKX€ Ha OCHOBAHHMHM JOrOBOpa C
rOCy/1apCTBEHHBIM apXUBOM.

IIponnenue CpoKOB XpaHEHHUs JTOKYMEHTOB B apXMBE CyJa JOIYCKAETCs II0
pemennto DIIK apXuBHOTrO yupexaeHusl.

13.3. PaboThl, cBsI3aHHBIE C OTOOPOM, MMOATOTOBKOM U Mepeaadyei TOKyMEHTOB
Ha TIOCTOSHHOE XpaHEHHWE B TOCYNAapCTBEHHBIH apXWB, B TOM YHCIE C HX
YIOPSI0YEHHEM, TPAHCTIOPTUPOBKOIA, BBITMIOIHAIOTCS 32 CUET CPEJICTB CyAa.

13.4. llepen mnepemadeil [OOKYMEHTOB Ha TIOCTOSIHHOE XpPaHEHHE B
rOCYJapCTBEHHBIN apXUB MPOBOISATCS:

pacCMOTpPEHHE JOKYMEHTOB Ha TMPEAMET PACCEKPEUMBAHUA HOCHUTEIEH
CBEJICHUM, COCTABIIAIOIINX IOCYJIAPCTBEHHYIO TalHY, B CIIy4ae UCTCUYCHUS] CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOJIATENBLCTBOM Poccuiickon denepanuu;

paccMOTpEeHHE JTOKYMEHTOB Ha IMpeiMeT CHATUS momeTku "/[is ciyxeOHoro
MOJIb30BaHUA" ¢ HOCUTENEH WH(OpMAUU OrPaHUYEHHOTO PacHpOCTPAaHEHUsS B
MOPSAJIKE, YCTAHOBJIEHHOM 3aKOHOAATENLCTBOM Pocculickon denepaiuu, a Takxke B
cooTBeTcTBUHM ¢ [lonokeHnem o mopsiike oOpaleHus co cayxedHoi nHpopmanuen
OTPaHUYEHHOI'0 PACHPOCTpPAHEHHs B (elepalibHbIX CyAaxX OOUIeH FOPUCIUKIINH,
(denepaibHbIX APOUTPAXKHBIX CyAaX, YTBEPXKIECHHbIM npukazoM CyaeOHoro
nernapramenTa npu BepxoBHom Cyne Poccuiickoit @enepanuu.

13.5. Ilepenava >neKTPOHHBIX APXUBHBIX JIOKYMEHTOB B MH(POPMAIMOHHYIO
CUCTEMY TOCYJApCTBEHHOTO apXWBa MPOU3BOAMUTCS B MOPSAKE, YCTAaHOBICHHOM
(denepaibHBIM OPraHOM MCIOJHUTENBHONW BJIACTH B cepe apXMBHOIO Jelia U
JIEJIONPOU3BOCTBA, MO COTIACOBAHUMIO C TOCYAApPCTBEHHBIM apXHUBOM IO OMUCSAM
AJIIEKTPOHHBIX JOKYMEHTOB. K OMMCSIM 3JIEKTPOHHBIX A€M MPUIAraloTCsl peecTpbl
(aiiIoB 3JIEKTPOHHBIX JOKYMEHTOB.

13.6. Tlepemaua 10KyMEHTOB oOQoOpMIsieTCsl akTOM IpueMa-Teperadu
apXWBHBIX JIOKYMEHTOB Ha XpaHeHue (mpwioxkeHue N 22 Kk Hacrosmieu
WNucTpyKiuu), COCTaBIIeMbIM B JABYX OHK3eMIUIsipax. OJuH SK3EMIUISp aKTa
OCTaeTCs B rOCY/IapCTBEHHOM apXHUBe, IPYroi - B Cye.

BuMecTte ¢ nokymMeHTamMu nepenatoTcsl YEThIPE IK3EMILISAPA OMUCH I, & TAKKE
OJIMH - B DJICKTPOHHOM BHJE, B ¢opmare, COrJIaCOBAHHOM C TOCYJIapCTBEHHBIM
apxuBoM. OJIMH PK3EMIUISIP OMKUCH Ha OyMa)KHOM HOCHTEJIE OCTAETCS B CYyJI€.

13.7. Ha Bcex ak3eMIuIsipax OMKCH JIeJI TOCY/IapCTBEHHBIM apXUBOM JEIAI0TCS
OTMETKHA O MPUEME APXMBHBIX JTOKYMEHTOB B apxuB. [Ipu OTCYTCTBHMU €IMHUIL
XpaHEHUs, YKa3aHHBIX B OMUCH A€, CyJ IPUHUMAET MEPHI MO UX PO3bICKY. Eciu B
X0JIe PO3bICKA OTCYTCTBYIOIIME JOKYMEHTHI HE OBUIM HaWJICHbI, B OIMHUCHU JEI
JIeJIaeTCsl HOBask UTOroBas 3amuch. HoMepa OTCYTCTBYIOIIMX €AWMHUIL] XpPAaHEHUS U



INPHUYXHBL OTCYTCTBHA OTIOBAPHBANOTCA B 4AKTC IPpUCMA-IICPCIadn JOKYMCHTOB Ha
XpaHCHHC U B HpHHaraeMOﬁ K aKTy CIIpaBKC, COCTaBIISIEMOM CyaoM.

Cyn, nepenarmomuii JOKYMEHTbl Ha XpaHEHHE B TOCYJapCTBEHHBIM apXuB,
o0s3aH TPUHATH MEpPhl K BOCCTAHOBJIICHHWIO YTPAYCHHBIX IPOM3BOJICTB B
COOTBETCTBHH C T1aBoil 38 ['pakmaHckoro mpoueccyanbHOro kojaekca Poccuiickoit
denepanum.

[Ipu orcyrcTBUM (yTpaTe) MOATUHHUKOB MEPEIAIOTCS UX 3aBEPEHHBIC KON
(Tpu HATMYHH).

13.8. JIokyMeHTHI nepeaaroTcs Ha MOCTOSHHOE XpaHEHUE B YMOPSJ0UYECHHOM
COCTOSIHUHM CO CIIPAaBOYHO-TIOMCKOBBIMU CPEJICTBAMM.

CornacoBana
I[Tucemo

denepanbHOrO apXUBHOIO areHTCTBA
o1 30.06.2026 N 12/2824-A

[Ipunoxenune N 1

K MHCTpYKIIMK O TIOPSIKE OpraHu3aIiuu
paboThI apxuBOB (herepaTbHBIX CYI0B
00111e¥ FOPUCTUKITIT

(HauMeHOBaHUE Cy/1a)

(HauMeHOBaHUE CTPYKTYPHOTO MOIPA3ICICHUS CY/a)

[TPE/JIOXXKEHNA B HOMEHKIJIATYPY JEJI

Ha rojg <I1>
Nunex 3arojoBOK Jena KonnuectBo Cpok [Ipumeuanus
C nena TOMOB XpaHEeHUS U

(uacrteit) |N crarbu no
NEPEYHIO




1 2 3 4 3)

Ha3zBanue paznena

HavanpHUK CTPYKTYPHOTO
nojipasiesieHus (yImoIHOMOYEHHOE
JIAIIO)

IIOAIINCH ACIIN(PPOBKaA
p p
IIoAIINCH
) )

<1> K HOMEHKJaType A€ CTPYKTYpPHOI'O NOAPA3JCJICHHUS 10 OKOHYAHUHU
KJICHJIApPHOTO Troja COCTaBJSETCS HMTOroBas 3amuch 1O ¢opme, YKa3aHHOW B
npuiioxeHnud N 2, U JAenaercss OTMETKa O Mepeaade UTOTOBBIX CBEJACHHUM B OTHEI
JIEIIOITPOU3BOCTBA Cy/1a.

[Tpunoxenue N 2

K MHCTpyKIIUU O MOPSIJIKE OpraHu3aIiu
paboThI apxuBOB (henepanbHBIX CYI0B
001IIeH FOPUCIUKITIT

YTBEPXJIAIO
(HammMeHOBaHUE Cy/1a) [Ipencenarens cyaa
HOMEHKIJIATYPA JEJI (moamucs) (pacmudpoBka
MOTTUCH )

Ha rog

(mata)



Nunex 3arosoBok neina | KoanuectBo Cpoxk [Tpumeuanus
c aeia TOMOB xpaHeHus u N
(dacTeit) CTaTbH IO
MIEPEYHIO
1 2 3 4 5

Ha3zBanue paznena

HavansHuk otmena
JIeTIOTIPOU3BOICTBA (OOIIIETO

oT/iena)
(moamucek) (pacuugpoBka
MOATIUCH )
(mata)
Bu3za paGoTHuKa, OTBETCTBEHHOTO
3a paboTy apxuBa
COI'JTACOBAHO YTBEPXIEHA
[IpOoTOKOJI SKCIIEPTHOM IIpoTOKOJI 3KCIIEPTHO-IIPOBEPOUHOMN
KOMHCCHUH Ccya KOMHCCHUU apXUBHOTO YUPEKICHUS
OT " " N OT " " N

Hrtorosas 3anuch 0 KaTerOpUsix U KOJIUYECTBE J€ET,
3aBEJICHHBIX B roay B Cyne

[1o cpokam xpaHeHus Bcero B ToMm uncie:

MEPEXOAAIINX | C OTMETKOU
"3HKH

1 2 3 4

Ha 6ymaxxHoM HOCHTEIE
(Mpy HaTU4YUK TUOPUJIHBIX J1e], ToM(a) Ha OyMa>KHOM HOCHUTENE YUYUTHIBAIOTCS
B pazjeie Tadauibl "Ha 6ymaxkHoMm HocuTene", Tom(a) Ha JIEKTPOHHOM




HOCHUTEJIE YUUTHIBAIOTCS B pazjiesie TaOmuIlbl "IIeKTPpOHHBIX"):

IlocTossHHOTO

BpemenHnoro (cBbiie 10 ner)

Bpemennoro (g0 10 et
BKJIFOUHTEIIBHO)

DIIEKTPOHHBIX
(mpu HATMYUKM THOPUIHBIX JIe]1, ToM(a) Ha OyMa)KHOM HOCUTEJIC YIUTHIBAIOTCS
B pazjeiie Tadauibl "Ha 6ymaxkHoMm HocuTene", ToM(a) Ha AIIEKTPOHHOM
HOCHTEJIC YUUTHIBAIOTCS B pa3zelie Ta0auilbl "IIeKTPOHHbBIX"):

IlocTostHHOTO

Bpemennoro (cBoiie 10 ner)

Bpemennoro (g0 10 net
BKJIFOUHTEIIHHO)

HNUTOI'O:

HavanpHuk otmerna
JIeTIONPOU3BOCTBA (0OOIIETO
oT/ena)

(moamucs) (pacmmdpoBka
TIOJITTHCH )

(mata)

Hrorossie CBCACHUS IICPCAAaHbI B apXHUB.

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyja

(moamucs) (pacmudpoBka
TIOJIITHUCH )

(maTa)



[Tpunoxxenue N 3

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThl apXUBOB (hesiepaibHBIX CYJ0B
001IIeH IOPUCANKIINN

(HamMeHOBAaHME CyIa)

(HaMMeHOBaHME CTPYKTYPHOTO IOoOpasmesieHus cyna)

OIIMCH N
nes, IOOKYMEHTOB
3a Ton

N [Hugaexc | 3aronoso | Kpaithu | Cpoxk xpanenust | Konnuects | [Ipumeuanu
n/m| nena K JIeJla | € JIaThl (rpada nHe 0 JIUCTOB s
3aMoJHAETCS B
OIKCH JIET
IIOCTOSIHHOT'O
CpOKa XpaHEHUs1)

1 2 3 4 3) 6 7

Hazpanue pa3aciia

B DmaHHHEM paszesl ONMCK BHECEHO nes
(UppaMmu M OPONMCHIO)

c N no N , B TOM UMCJIIE:

JMTEePHBIE HOMEpa: ’

NPONyHlEeHHBe HOMepa:

HamMeHOBaHME OOJDKHOCTU
cocTaBUTEIJIA OIIMCHU

(momnmce) (pacumdpoBka MONNUCH)
(mara)
PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna
(momnmceo) (pacumpporka IOONMUCH)

(nara)

COTIJIACOBAHO
HauvaslbHUK oTmeJia
OeJIoNpoM3BOIOCTBa (obuero oTnejia)

(momnmce) (pacumdpoBka MONNUCH)



(naTa)

[lepenan

SIVHNIL XPaHeHUdAd

(umdpaMm M MOPONMCHEI)
PETUCTPALMOHHO-KOHTPOJIbHEIX

(umdpaMm M OPONMUCHI)

KapTOoTeK K IOKYMEHTaM.

HauMeHOBaHME IHOOJDKHOCTU paGOTHMKa
CTPYKTYPHOI'O IIoIOpa3neliIieHUnA

(momnmce) (pacumdporka IOONMUCH)

(naTa)

[Ipuuan

u

SIOVMHNILL XPaHEHUA

(umbpaMy M NPONMUCHIO)
PETUCTPALMOHHO-KOHTPOJIbHEIX

(umdpaMm M OPONMUCHI)

KapToTeK K IOOKYMEHTaM.

PaB®oOTHUK, OTBETCTBEHHHIMN
3a pabory apxmuBa Ccyna

(momnmce) (pacumppoBKa IOONUCH)

(nara)

[Tpunoxenue N 4

Kk MHCTpyKIIUK O MOPSIJIKE OpraHu3aIiuu
paboThI apxUBOB (heepabHBIX CY0B
0011IIeH FOPUCIUKITIT

(HaMMeHOBaHMe cyma)

doumg N
OIlNCh N
BJIEKTPOHHBEIX INOKYMEHTOB

(MOCTOAHHOTO XpaHeHMUs/BpPEeMEeHHBIX

(cBomie 10 JjileT) XpaHeHMa/MO JIMUHOMY COCTAaBy)

3a

(HaMMeHOBaHME CTPYKTYPHOTO MOoApas3mesieHus cyna)

ron



N | Manex | 3aromnoBok |Perucrpamnmo Bun n Hara | Cpok | Komuuects | O0bem | [Ipumedanu
I/TI| C IeJia | DJICKTPOHHOT | HHBIA HOMED | 3arojIOBOK | IOKY |XpaHeHH | O (aiiyioB B '
O JIeJla IO | 3JIEKTPOHHOT | JIEKTPOHHOT | MEHT i (kommuecTB | barTax
HOMEHKJIATYyp | O JOKYMEHTA | O IOKYMEHTa | a o (aityioB B
e KOHTEHHED
S)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM razmeJi OIlMCKM BHECEHO

c N

Banr.

NPOIylleHHEIE HOMEpPa:
K 3JIeKTPOHHBIM IOKYyMEeHTaM COCTAaBJIEHH PeeCTpH 0aljioB.

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMyt ¥ OPONUCHI)

no N

, obbeMoM

B ToM umcIiie JIMTEepHEIE HOMEpa:

4

HammMeHOBaHMEe IOOJIXKHOCTU
COCTaBUTEJIS OIUCKU

(mara)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmBa cymna

(mommnmce)

(mommnmce)

(pacumppoBKka MOONMUCH)

(pacumppoBra NOONMUCH)




(naTa)

COT'JIACOBAHO
HauvasnbHUK oTnmesia
meJjionpou3BonCcTBa (obmwero orTnea)

(momnmce)

(nara)

[lepenan

(pacumdporka IOONUCH)

BJIEKTPOHHBIX IOOKYMEHTOB

(umdpaMm M OPONMUCHI)
oOBEMOM

danr.

(umbpaMm M NPONMUCHIO)

HavMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O NoIpaslelieHUs
(momnmceo)

(pacumbpoBka MOONMUCH)

SJIEKTPOHHBIX IOKYMEHTOB

Banr.

(mara)
[MprHAan
(undpaMm M OPONUCHIO)
o0BBEMOM
(undpaMm ¥ OPONMCHIO)
PaboTHUK, OTBETCTBEHHHMN

3a paboTy apxmuBa cyzna
(momnmce)

(pacumdpoBka IOONUCH)

(nara)
PeecTp 0anjioB 2JIEKTPOHHOTO HOOKYMEHTa
N n/m N HaunmenoBanu| Jlatau Bpemss | Oobem | dDopmat
AIIEKTPOHHOTO e ¢aiina MOCJIETHETO (B daiina
JIOKYMEHTA MO M3MEHEHUS OaifTax)
OTHUCH daiina

K

[Tpunoxenue N 5
HNHCcTpyKIuy 0 NopsIKE OpraHu3alun
paboThl apXUBOB (hesiepanbHbIX CYJ0B



00111e# IOPUCANKIINN

VTBEPXJIAIO

(HauMeHOBaHUE Cy/1a) [Ipeacenarens cyna

®ona N (moamnucs) (pacmumdpoBka
OIIMCH N TIO/ITUCH )
JIeJT, JOKYMEHTOB ITOCTOSIHHOTO
XpaHCHUS
3a ro1 (mara)

N | Unpexc gena | 3arojoBOK Kpaiinue | Konmuectso | [Ipumeuanns
n/m nena JIAThI JIUCTOB

1 2 3 4 5 6

Hazpanue pa3aciia

B DaHHBIL pasnesl ONMCM BHECEHO

(undpaMm M OPONUCHI)

el

c N

JIMTEPHEIE HOMepPa:

10

, B TOM UMCJIe:

14

IPOIylleHHEIE HOMEpPaA :

HamMeHOBaHME OOJLDKHOCTU
COoCTaBUTEeJIA OIINUCHU

(momnmce) (pacumdpoBKa MONNUCH)
(mara)
PaboTHMK, OTBETCTBEHHBM
3a paboTy apxmuBa cyzna
(mommmce) (pacumdpoBKa MIOONMUCHK)

(naTa)

COTI'JTACOBAHO
ITpoTOKOJI SKCIIEpTHOU
KOMHUCCHH Cyaa
OTV! " }J

YTBEPXJIEHA

[IpoToKOII 3KCIIEPTHO-TIPOBEPOYHOM
KOMHCCHUU apXUBHOIO YUPEKICHUS

oT

n

N




[Tpunoxenue N 6

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThl apXUBOB (hesiepaibHBIX CYJ0B
oO0111eH IOpUCANKINN

YTBEPXJIATO
(HauMeHOBaHUE Cy/1a) IIpencenarens cyna

®oung N (moamnucs) (pacmudpoBka
OIIMCBb N MOTTUCH )
JieJ1, TOKYMEHTOB I10 JINYHOMY
COCTaBy
3a roj (mata)

N Nunexc 3aronoBok | Kpaithue | Cpok | Komuuec | [Ipumeuan
n/m nena nena JaThI XpaHEH TBO us

us JIMCTOB
1 2 3 4 5 6 7

Ha3zBanue paznena

B DaHHBII pasnesl ONMCM BHECEHO

(umdppaMm M OPONMCHIO)
ne
c N no N , B TOM UMCJIE:
JIMTEPHBIE HOMEpa: ’
IPOIylIeHHEIE HOMepa:

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBuUTEJIA ONUCHU

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumbpoBka MIONNUCH)

(nara)



COT'JIACOBAHO YTBEPXIEHA

[IpoTOoKOI BKCIIEPTHOM [IpoTokoJ1 3xcepTHO-

KOMHCCHUU Ccyza IPOBEPOYHON KOMUCCUU

or" " N APXUBHOTO YUPEKIACHUS
OT " n N

[Tpunoxenue N 7

K MHCTpYyKIIUK O IOPSIAKE OPTaHU3aLNH
paboThl apXUBOB (hesiepaibHBIX CYJ0B
00111e¥ FOPUCTUKITIT

YTBEPXJIATO
(HauMeHOBaHUE Cy/1a) IIpencenarens cyna

®ouna N (moamnucs) (pacmudpoBka
OIIMCBb N MOTTUCH )
JieN, TOKyMEHTOB BPEMEHHBIX
(cBoime 10 1eT) cpokoB
XpaHEeHHUS
3a roj (mara)

N Nupexc | 3aronoso | Kpaiiaue | Cpok | Kommuectso | [Ipumeuan
n/n nena K Jena JaThl | XpaHEHW | JIMCTOB us

S
1 2 3 4 5 6 7

HazBanue paznena

B DaHHBI pas3nesl ONMCM BHECEHO

(umdpaMy M MOPONMUCHIO)
neJ
c N no N , B TOM UMCJIE:
JINTEPHBE HOMepa: ’
NPONYyIMEHHEE HOMEPA :

HauMeHOBaHME IOOJLDKHOCTU
cocTaBMUTEJIA OIIMCU




(nara)

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(naTa)

COI''TACOBAHO
[IpoTOKOMI dKCTIEPTHOMN
KOMUCCHH CyzAa
oT " " N

(momnmce) (pacumbpoBka MOONMUCH)

(momnmce) (pacumdpoBka IOONMUCH)

YTBEPXIEHA
IIpoTokos 3KCIIEpTHO-
MMPOBEPOYHON KOMUCCUU

APXUBHOTO YUPEKICHUS
oT " " N

[Tpunoxenue N 8

K HCTpYKIIMM O TIOPSIKE OpTraHu3aIiuu
paboThI apxXUBOB (heIepaTbHBIX CYI0B
00111e¥ FOPUCTUKITIT

YTBEPXJIAIO

(HauMeHOBaHUE Cy/1a)

®onng N

OIMNCh N

AJIEKTPOHHBIX IOKYMEHTOB
(TTOCTOSTHHOTO
XPaHEeHUs1/BPEMEHHBIX
(cBoire 10 jeT) XpaHeHUs/TIo
JUYHOMY COCTAaBY)

3a roJI

[Ipencenarens cyna

(momgmucek)  (pacmmdpoBka
TTOITUCH )

(mata)



N | Maaex | 3aronoBok | Peructpauvonsn | Buawu Hara | Cpok | KonudectB | O6nveM | [Ipume
I/TI | C IeTia | AJICKTPOHHOT bIil HOMED 3aroJIOBOK | IOKyMe | XpaHeH| o ¢aiiioB B JaHUsA
0 IeJIa 10 | AJEKTPOHHOTO | AJEKTPOH | HTa ug | (KoaumdecTs | ObarTax
HOMEHKJIaTy JIOKyMEHTa HOTO o (aityioB B
pe JOKYMEHT KOHTEUHED
a e)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM razmeJi OIlMCKM BHECEHO

c N

Banr.

NPOIylleHHEIE HOMEpPa:

K meyjaM cocCTaBJIEHEL BHYTPEHHME OINCU

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMyt ¥ OPONUCHI)

no N

, obbeMoM

HammMeHOBaHMEe IOOJIKHOCTU
COCTaBUTEJIS OIUCKU

(mara)

PaboTHUK,
3a pabory

OTBETCTBEHHEI
apxmuBa cyna

(mommnmce)

(mommnmce)

(peecTprl)

neJl.

B ToM umcIiie JIMTEepHEIE HOMEpa:

4

(pacumppoBra NOONMUCH)

(pacumppoBka NOONMUCH)




(naTa)

COT'JIACOBAHO YTBEPXKXJIEHA

[IpoTOKOI BKCIIEPTHOM [IpoTokoJ1 3xkcepTHO-

KOMHCCHUH Ccyza IPOBEPOYHON KOMUCCUU

or" " N APXUBHOTO YUPEKIACHUS
oT n n N

PeecTp (aiioB 3JIEKTPOHHOIT'O IOKYyMEHTAa

N N HaumenoBanue | [lata u Bpems Oo6bem | @opmar
II/T1 | JIEKTPOHHOTO ¢aiina nocienHero | (B 6aitax) | (aitna
7ieJia 1o OMUCH U3MEHEHUS
daiina

[Tpunoxenue N 9

K MHCTpYyKIIUU O MOPSJIKE OpraHu3aIiuu
paboThI apxUBOB (heepabHBIX CY0B
0011IIeH FOPUCIUKITIN

(HaMMeHOBaHMe cyma)
PEECTP OIUCEMN IOEJI, IOKYMEHTOB

Hauat
OKOHUEH




N | N N |Ha3s | KomnuuectBo aen B omucu | Kpaii | Konmuu | Komnue | [Tpum
/1 | GoH | onucC | aHWE JieJ1, TOKYMEHTOB HUE | €CTBO | CTBO |€4YaHHU
hit2} u | ommc JaThI |JINCTOB | DK3EMIT | S
4 | TIOCTOSH | BDEMEHH|  TI0 OIHCH | 15IPOB
nenm, | HOTO Oro | INYHOM nen, | ommcm
noky | XPaHeHH (cBBIIIE y TOKYM | e,
MEHT A 10 ner) |coctaBy EHTOB | TOKyMe
OB XpaHCHH HTOB
s
1 2 3 4 5 6 7 8 9 10 11




Nroro Ha 01.01.... B apxmuBe XpPaHUTCH onmucemn

(IpM OTCYTCTBMM HEe BKJIOUATCH B MTOTOBYK 3alMChb), M3 HUX:

yIpaBJIEHYECKOM HNOKYMEHTAaLUMU onuceu,
(umbpaMy M MNPONMUCHIO)

IOOKYMEHTOB JIMUHOT'O IIPOMCXOXIEHMS onmcen,
(umdpaMm M OPONMUCHI)

Hay4UHO-TEeXHUUECKOM IOKYyMeHTalUuM onuceu,
(umdpaMm M OPONMUCHI)

BUIOEOIOKYMEHTOB onmcen,
(umbpaMy M MNPONMUCHIO)

KMHOIOOKYMEHTOB onuceu,
(umdpaMm M OPONMUCHI)

GOHOODOKYMEHTOB onmcewn,
(umbpaMy M MNPONMUCHIO)

GOTOODOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

DJIEKTPOHHBEIX INOKYMEHTOB onmcewn,
(umdpaMm M OPONMUCHI)

B TOM UMCJIE:

IOCTYIINJIO B T. omnucen,
(umdpaMm M HOPONMUCHIO)

BEIORIJIO B . onmucen.
(umdpaMm M HOPONMUCHI)

PaboTHUK, OTBETCTBEHHHMN

3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBka IOONUCH)
(mata)
HauvasibHUK oTnejia
OeJjionpomMs3BOOCTBa (obwero ornesia)
(momnmce) (pacumdpoBKa IOONUCH)

(nara)

[Tpunoxenue N 10

K MHCTpYKIIMK O TOPSIAKE OPraHU3ALNU
paboThI apxXUBOB (hesiepanbHbIX CYJ0B

JMCT-3ABEPUTEJIL JOEJIA N

B mejie nmommmMTO M NPOHYMEPOBAHO

00111e¥ FOPUCIUKITIT

(umdpaMy M MOPONMUCHIO)

(mucTa (oB)

c N no N

, B TOM umcCJe:

JIMTEPHBEIE HOMEpa JIMCTOB

14

NpoOMnyleHHEEe HOMepa JIMCTOB

14

+ JIMCTOB BHYTPEHHEM ONMCU

OcobeHHocTH (M3MYECKOTO COCTOSTHUS U (HOPMHUPOBAHMUSI

Howmepa nucros




Aciia

HauMeHOBaHME HOOJDKHOCTU paGOTHVIKa,
COCTaBMBIIET'O 3aBEPUTEIJIEHYIO
HaOmnmcChe

(momnmceo) (pacumbpoBka MONNMUCH)

(naTa)

[Tpunoxenue N 11

K MHCTpYKIIUM O IOPSIAKE OpTaHU3aAINT
paboThI apXUBOB (eepaibHBIX CYA0B
00111e¥ FOPUCTUKITIT

BHyTpeHHAA onmcsh
IOKYMEHTOBR p»ejia N

N | PeructpanroHHbII Jara |3aronoBox| Howmepa [Iprmeuanus
n/n N noxkymeHnra JOKYMEHT | JOKYMEHT | JIMCTOB Jeia

a a
VToro IOKYMEHTOB .
(umdpaMm M NOPONMUCHIO)
KonnuecTBO JIMCTOB BHYTPEHHEMN OIUCHU JILCTOB
(undppaMm ¥ OPONMCHIO)
HamMeHOBaHMeE HOOJDKHOCTM JMLa,
COCTaBMBUIETO BHYTPEHHIOK OIMCH
OOKYMEHTOB Ieja
(momnmce) (pacumdpoBKa MONNUCH)

(naTa)

[Tpunoxenue N 12
K MHCTpYyKIIUH O IOPSIAKE OPraHU3aALNT



paboThI apxUBOB (heIepaTbHBIX CY0B
00111e¥ FOPUCIUKITIT

oN I7

oN "L

N ‘O

(HaMMEHOBaHUE TOCYAAPCTBEHHOIO aApXHUBA)

(HauMEeHOBaHUE Cy/1a)

(HaMMEHOBaHUE CTPYKTYPHOTO MOPA3ACIICHUS )

Jeno, yromoBHoe Aeno,
rpakIaHCKOE JeJ0,
aIMUHUCTPATUBHOE
JIeNno, aeJio oo
aIMUHUCTPATUBHOM
MpaBOHAPYIICHUH,
Marepual

JIEJIO (YUI) N [TPOM3BOJICTBO N

MATEPUAJI
TOM N

(Ha3BaHuUeE 1ema)

1 nHCTAHIIMS 2 UHCTaHIIUS

ITocTynmno [Toctynumno

Paccmotpeno Paccmotpeno

Jlata Hauana Jlata okOHYaHUSA
MIPOU3BOJCTBA MIPOU3BOJCTBA



Kpaiiaue

JaThl

Ha

JIUCrax

XpaHUT

b

Om. N

(HaMMeHOBaHME Cyna)

AKT
" " N

O BHIOEJIEHUM K YHUUTOXEHUIO
(2aPXMBHHIX) IOKYMEHTOB,
He nomjiexaumyx xXpaHeHMO

Ha ocHoOBaHUM

(cpoK XpaHEHHS B rojiaX, 0 KaKoTo roja
XPaHUTB)

(moamucek) (pacumppoBka
MO/ITKCH )

[Tpunoxenue N 13

Kk MHCTpYKIIMK O TIOPSIKE OpraHu3aIiuu
paboThI apxXUBOB (heIepaTbHBIX CYI0B
00111e¥ FOPUCIUKITIT

YTBEPXIAIO

[lpencenmaTesnis cyna

(momnmceo) (pacumpporka IOONMUCH)

(nara)

(Ha3BaHUE
c

¥ BHIXOIHBEIE IaHHBIE [IepPeuduHsa IOKYMEHTOB
yKasaHMeM CPOKOB MX XPaHEHUS)

OTO@paHH K YHUYTOXEHUIO KakK

yTrpaTmuBiye IIPpaKTUMUYeCKOoe 3HadeHMVe IOJOKYMEHTEI @OHﬂa N

He mMemKmmne HaquO—MCTOqueCKOﬁ LEeHHOCTN U




(N m HazBaHue OQoOHIA)

N | 3aronosok | I'ox | Homep Howmep KomuuectB| Cpoku | [Ipum
n/n nena BI a €IMHULIBI O €IMHUII | XpPaHEHU | CYaHU
(rpymmoBoi ONKCH | XPaHEHUS MO | XpPaHECHUS au s
3aroJ0BOK <2> |omwmcu (MHIEKC (mexn) HOMEpa
JIOKYMEHTOB o crareu
) HOMEHKJIAType o
Jien) nepeyH
10
1 2 3 4 5 6 7 8

NToro eIVHUI XPaHeHMd (IOeJsl, DJIeKTPOHHBIX IeJ) 3a
(umdppaMm ¥ OPONMCHIO)
TOIbL .

Onycy neJsl MNOCTOSHHOT'O XPaHEHMS 3a TOnOE

yTeepxneHs JIIK ,
(HaMMEeHOBaHME apPXMBHOTO YUPEXIEHUS)
IPOTOKOJI OT N

PaB®OTHUK, OTBETCTBEHHHIMN
3a pabory apxmuBa Ccyna

(momnmco) (pacumdpoBKa MIOANMUCHK)
(mara)
COTJIACOBAHO YTBEPXIEHO
[IpPOTOKOJI DKCIEPTHOM KOMMCCUML [IPOTOKOJI DKCIEPTHO-NIPOBEPOUHOM
cyna KOMMCCHUM APXUBHOTO YUYPEXIeHMUS
OT " " N OT ” ” N
IOKYMEHTH B KOJMUECTBE eOVHMUL XpaHeHUd (me,

(UmdpamMmu M OPONMCHIO)
BIJIEKTPOHHBIX IOOKYMEHTOB) @
Ha OyMaXHOM HOCHTeJIe BeCOM KI' CIOaHBl Ha YHMUTOXEHUE;
Ha 3JIEKTPOHHOM HOCHUTEJIe CIaHBl Ha YHUUTOXEHUE

(cmoco® yHMUTOXEHWUS)

HamMeHOBaHME IOOJIXKHOCTU
paboTHMKa cyna,
COaBLIETO OOKYMEHTEL

(mommmce) (pacumdpoBKa MIOONMUCHK)

(mara)
JOKYMEHTE YHMUYTOXEHEl B YCTAHOBJIEHHOM IOpAOKe.
HamMmeHOBaHME IOOJIXKHOCTU

paboTHUKA CyIa, YIOJHOMOUEHHOTO
OCYWECTBJIATH KOHTPOJIb 3a yTUIM3aumen

(momnmceo) (pacumppoBka IOONMUCH)

(nara)



VIsMeHeHMa B yUeTHHE IJOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmupa

(momnmceo) (pacumbpoBka MONNMUCH)

(naTa)

<2> [lpu BBIIETEHUU K YHHUYTOXXEHHUIO JOKYMEHTOB IIPHU MOATOTOBKE AEN K
nepeave B apxXuB cyaa rpada He 3amoHsAeTcs.

[Tpunoxenue N 14

K HCTpYKIINK O TIOPSIKE OpTraHu3aIiuu
paboThI apXUBOB (eiepaibHBIX CYA0B
00111e¥ FOPUCTUKITIT

Komy npencrapjideTrcd

(HaMMeHOBaHME M alpec MNoJyJuaTesis)

KeMm mpencramifaeTcs

(HaMMeHOBaHMe M aipecC OTUMTHIBaAIEI'OCHA apXMBa

(bopmMa COOCTBEHHOCTM OTUMTHERBAKIEIOCS apxMBa)

[lacnnopT apxmpBa cyzna
Ha "1" mexabpsa 20 roma

1. ObOume cBemeHUS

Kon crpokn | KonnuectBo [Tmomane 3arpyK€HHOCTb
doHmoB apXMBOXPAHWJINILA, apXMBOXpAHWIKIIA (B
KB. M IPOLIEHTAX )
A 1 2 3
101

2. CBemeHmMsa O IOKyMeHTax

IToka3arenu Ko KonnuecTBo equHuIl XpaHeHUs
A .
o |BCC| KpaitHHe U3 HUX XpaHUT | 00pazy
PO ro TaThl BHECEHO B cs eTCs B
OINCH, CBEPX roji




KU YTBEP>KJICHHBIE | YCTAHO | e
(coryiacoBaHHbI | BIGHHO
e) OIIK o
apXWBHOTO | CpOKa
YApeKICHUS
Haya |KOHE |Bce| KpailHue
JbHA |YHas | TO JaThl
A
Haya | KOH
JbHA | €4H
1 | as
A b 2 3 14 5 6 7 8
[TocTostHHOTO 20
XpaHeHus <3> 1
[To nmuunomy coctaBy | 20 X
2
3. Kanmpsl
Kon ctpoku KonuyecTBo mTaTHBIX paOOTHUKOB
301

YcinoBusa XpPaHeHrd IOOKYMEHTOB

(HyXHOE NIOOUEPKHYTH)

XpaHuauiie €CTh, HET; CYX0€, ChIPOE; CBETIIOE, TEMHOE

OronieHue LHEHTPAIBHOE, TIEYHOE; OTCYTCTBYET

Cremnaxu METAJUIMYECKUE, JEPEBSIHHBIC,
KOMOMHUPOBAHHbBIE; HET

[Ixadwr JIEPEBSIHHBIC, METAJUINYECKUE;
OTCYTCTBYIOT

CurHanm3anus MOXKapHas: €CTh, HET; OXpaHHas: €CTh, HET

YuTtanbHBIN 3aJ1

€CTh, HET

TeMreparypHO-BIaXKHOCTHBIN
pexuM

coOJrrojaeTcs, He COOII0AAaeTCs




[lpencepmaTerns cyna

(momnmce) (pacumdporka NIOONMUCH)

(®.M.0. mMcCHOOJHUTEJA) (TesredOH MCIIOJIHUTETIS)

<3> Ilpu cocraBjieHUU Iacmopra apxuBa IeiecoodpasHo B crtpoke 201
BHOCHUTH JIaHHBIE O JI€JaX IMOCTOSIHHOTO XPaHEHUs OTACJIBHO IO TPaXKJaHCKUM,
aJIMUHUCTPATUBHBIM, YTOJOBHBIM JIeJiaM, JIeJaM OOIIEro AeI0NMpOU3BOICTRA.

[Tpunoxenue N 15

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiuu
paboThl apxXUBOB (hesIepabHBIX CY0B
0011IeH FOPUCIUKITIT

(HamMMeHOBAaHME CyIa)

YUeTHBEIEe CBEeIEeHUS O OJOKYMEHTAaX, XpaHALlMXCHd B apXmMBe Ccyla

Ha " " 20 .
1. Obmme ceemeHUs
Kopa ctpokn | Konnuectso ITmomanp 3arpy€HHOCTb
GOHIOB | ApXUBOXPAHUIIUIIL, KB. apXUBOXPAHWJINILL,
M IIPOLIEHTHI
A 1 2 3
101

2. CBenmeHUs O IOKyMeHTax

[Toxazarenu KonuyecTBo enuHAIl XpaHCHUS
BCE| KpailHue U3 HUX XpaHuTC | 00pazye
TO JIAThI BHECCHO B | 1 CBEpX | TCA B
OTIHCH YCTaHOB | TOJ JIe
_ JICHHOT
Haua |KOHE|BCe| KpaHHUE | cnoia
JbHA |9HAsl | TO JATHI
s

Ha4da | KOH




JbHA | €4H
A as
A 1 2 3 | 4] 5 6 7 8
ITocTrossHHOTO XpaHeHus
Bpemennbix (cBbime 10
JIET) CPOKOB XPaHECHUS
Bpemennnix (10 10 net)
CPOKOB XpaHEHHUSI WM "0
MUHOBaHHUS Hago0HOCTH"
[1o nmuHOMY COCTaBY
[IpencenarTesie cyna
(momnmco) (pacumdpoBKa MIOANUCHK)

(naTa)

®.M.0. MUCHOOJIHUTEeJS

[Tpunoxenue N 16

Kk MHCTpyKIIUK O MOPSIJIKE OpraHu3aIiuu
paboThI apxUBOB (hesepabHBIX CY0B
0011IIeH FOPUCIUKITIT

(HaMMeHOBaHMe cyma)

(Ha3BaHME apxmBa Ccyna)

KHUT'A
ydyeTa NOCTYIJIEHUA U BEOBTUA OeJI, OOKYMEHTOB

Tom N
Hauat

OKOHUEeH



N| Jlata |HammenoB|Haumenos|Ha3sa| I'oxbl Bun [Toctyruienue BriObiTHe onucannbix | Heonucannsl | [Ipumeu
11/ | TOCTYTL aHue aHWe, | HA€ U | IOCTYIIH | HOCUT | OTIMCAHHBIX JIOKYMEHTOB JIOKyMEHTOB X JIed, aHus
I | GHUS U | OpTaHM3AI]| HOMEpP M |HOMEp| BIIUX enst JTOKyMEHTOB,
BEIGEITH _— mata  |domma| <4> KOJIMYECTBO €TMHUIL KOJIMYECTBO €JIMHUIL J—
A (CTpYKTYp | IOKYMEHT BBIOBIBIII XPaHCHITA XPaHCHIA
HOTO a, 1o ux IIOCTOSH | BpEMEH | IO | HOCTOSIH | BPpEMEH | II0 | IIOCTYH | BEIO
TOApas/ell| KOTOpoMy AOKYyMCH HOTO HBIX | JJMYH | HOTO HBIX | JIMYH | WJIO | BUIO
CHUA, | MOCTYHHI ToB 1O XpaHEHH | (CBBILIE | OMY |XpaHEHH | (CBBIIIE| OMY
mna, e onuen b 10 ner) | cocta A 10 ner) | cocta
apxuBa), | BBIOBLIU nen, BY BY
oT JTIOKYMEHT JIOKyMEH
KOTOpOU bl TOB
MOCTYTINJ
U (Uu
BBIOBLIN )
nena,
JTOKYMEHT
BI
1 2 3 4 3) 6 7 8 9 10 11 12 13 14 15 16




NToro B Tony IIOCTYIIMIIO

(umdpaMm M HOPONMUCHI)

eOVIHUL], XpaHeHud <5>, B TOM yucie :

Ha OyMaxHOM HOCHUTeJIe ,
(umbpaMy M MNPONMUCHIO)

BIIEKTPOHHEBIX ,
(umdpaMm M OPONMUCHI)

AyOMOIOOKYMEHTOB ,
(umbpaMy M MNPONMUCHIO)

BMIOESOOOKYMEHTOB

(umdpaMm M OPONMUCHI)
[loxkaseBaAKTCSA pa3OeJIbHO MTOTOBHE HOaHHbHEe nno 11, 12, 13, 15.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxusa

(momnmce) (pacumdporka IOONMUCH)

(nara)

<4> BH - nokyMeHTbl Ha OyMaxkHOM Hocutene, O] - SIEKTpOHHBIC
NOoKyMeHThL, ['/] - B onrch BHECEHBI THOPUIHBIE JIETIA.

Koncynpranrlntoc: npumedanue.
Hywmepatys CHOCOK JaHa B COOTBETCTBUU C O(DUIIMAIBHBIM TEKCTOM JOKYMEHTA.

<55> Ilpu Hamuuuu TUOPUIHBIX JAed ToM(a) Ha OyMa)XHOM HOCHTEIe
yuuTbiBaeTcss B crpoke "Ha OymaxkHoMm Hocutene", ToM(a) Ha 3JIEKTPOHHOM
HOCHUTEJIE YUUTHIBAETCS B CTPOKE "DINEKTPOHHBIX".

[Ipunoxenune N 17

Kk HCTpYKIIMK O TIOPSIKE OpraHu3aIiuu
paboThI apxUBOB (hesepabHBIX CY0B
001IIeH FOPUCTUKITIN

(HamMeHOBaHMEe cCyma)
CIIMCOK ©OHIOB

Tom N

HauatT

OKOHUEH



N JaTa HasBanu OtMeTKa 0 BBIOBITHH (hOHA [Tpume

donn | mepBoro |e doHaa YaHUs
a | moCTyILICHH MeceTo
g BBIOBITH
JAOKYMCHTOB A aara "u N JAOKYMCHTA, HA
(130HI[a OCHOBAHHHU KOTOPOI'o BBIOBLI
1 2 3 4 5 6
Ha 01.01. B CIIMCOK BKJIOUEHH GQOHIEI C N mo N ,
U3 CIOMCKa MCKJIIOUYeHB QOHIEI C N no N .
Bcero XpaHUTCS B apxuBe boHIOB, M3 HUX:

(undpaMm M HOPONMCHEI)
comepxaT ocofo LieHHEE meJja.

(undpaMm M OPONUCHIO)

HomMmepa ceoOOnHEIE:
HomMepa BHIOBIBIIME ([I€pPEeOaHHHE) @

HamMeHOBaHMe OOJDKHOCTM JiMLla,
COCTaBMBIIETO MTOTI'OBYID I'OIOOBYI 3allMMChb

(momnmce) (pacumdpoBka IOONUCH)
(mara)
Pa®OTHUK, OTBETCTBEHHHM
3a paboTy apxuBa
(momnmce) (pacumdpoBka IOONUCH)
(mara)
[Tpunoxenue N 18
KIJHCTPYKHHH()HOpﬂHKeOpFaHHSaHHH
paboThI apxUBOB (hesrepanbHBIX CYI0B
0011IIeH FOPUCIUKITIT
JINCT ®OHIA N
MecTOoHaxoxneHre ¢ouma (DaTa HepBOTO MNOCTYIJIEHUS
(HamMeHOBaHME cCcyma, IOKYMEHTOB GoHIa)

TIne xpaHuTcs GoHD)

Kpalinue maTel kaxa0ro Ha3BaHUS HazBanue dhonna
dbonga




1. YueT HeONMCaHHBIX IJOKYMEHTOB

Jara | Ha3zBanue, N u [TocTtyruienue BriObiTHE Hanuuune
3ammc naTta (octarok
U | IOKyMEHTa, 10 )
KOTOpOMY _ _
rocTymumu | KOTMUECTBO | KpaHiH | KOTMHYECTBO | KpaiH |  BCEro
VLY BEIGBLIH ¢ IMHHII ue S IMHUI] ue nen
JTOKYMEHTHI XpaHEeHUsI | JaThl | XpaHEHUs | AaThl
(JIOKYMEHTOB (IOKyMEHTOB
, JIUCTOB, , JIUCTOB,
OaifT) OaiiT)
1 2 3 4 5 6 7

2. YueT OINMCAHHBEX IJOKYMEHTOB




Hara | Home | I'o |Ha3Banu | [TocT BriObiTHE Hanuuune (ocTaTok) euHULl XpaHEHUsI
3ami | p | A(BI| € OUCH | YIIUJ
cu |omucu| ) nen, o |KOJIMY|OCHOB| B TOM YHCJIC | KOJIMY B TOM YUCJIE:
€CTBO | aHHWE | IO ONUCSAM, | €CTBO
II:;J(I}»] I:())I;YII;/IHCHH eiiH eHHH | BBIOBI | YTBepIKICHH | e1uHY MOCTOSTHHOT'O XpaHEHUs HOCJ;ZI;I:;MY
11 TUSA piM OIIK 1T y
MEHTO aHHOTAIl | XpaH
B us e | XP2HE | (Ha3Ba XPAHC | xonmu | kpait U3 HUX 110 KOJIY | KpalH
(kpaTkas HUA | HUC, HUA | ecTRO | HuE OTIUCSIM, YeCcT | He
XapaKTe Aata, €IWHU | 1aThl | yTBEP/KICHHBIM | BO | JaThl
puUcTUKa N 11 OIIK €INH
JOKYMEH AOKY _ XpaHe | un
TOB) MEHTA | KOJIN4e | Kpan — KOJIMYEC | KPaHH | y oy
) CTBO | HUE TBO M | oyms
€IUHU | 1aThl €IMHULL | 1aThI
| XpaHEHU
XpaHEH S
usi
1 2 3 4 3) 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenue N 19

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThl apXuBOB (efepaIbHbIX CY/I0B
o01IIeH IOPUCANKIINN

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
" N
(momnmceo) (pacumbpoBka MONNMUCH)
O TEeXHUUYEeCKMX ommbKax
B YUETHEIX IOKYMEHTAaxXx
(mara)

doum N
HazBaHuue ¢oHIa

B xome BHBIIIOJIHEHUA

(Bn paboT)
OBHAPYXEHH TexXHUYeCKMe OmWMOKM B BalMCsAaX:

Hazpanue AOKYMCHTA

Cy1ecTByronias 3amnuch

Cnenyer 3anucatb

1

2

3

B pesyJsibTaTe

KOJIMYeCTBO

eIVHNL],

U3MEHUJIOCE / yBEeJIMUMUIIOCE / YMEHbIIMIIOCE Ha

XpaHeHud (eImHUL ydeTa) .

[lprMeyaHus :

XPaHEeHUsI

(enmHML], yderTa) He

eIVHNL],

(undpaMm ¥ HOPONUCHIO)

PaB®OTHUK, OTBETCTBEHHHIMN
3a paboTy apxmuBa cyna

(naTa)

(momnmce)

3MeHeHMda B YyUYeTHHE IOKYMEHTHE BHECEHH.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(nara)

(momnmceo)

(pacumdpoBKa MONNUCH)

(pacumpporka IOONMUCH)




(HamMMeHOBAaHME CyIa)

AKT

06 OOHAPYXEHUM apPXMUBHEIX

IOKYMEHTOB,
K OaHHOMY GOHIY,

B xome

He OTHOCAIMXCHA,
HeYU4TeHHBIX

[Tpunoxenue N 20

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThl apXUBOB (hesiepaibHBIX CYJ0B
oO0111eH IOpUCANKINN

YTBEPXIAI

[lpencenaTens cyna

(momnmceo) (pacumbpoBka MONNMUCH)

(naTa)

OBLJIO ODHAPYXEHO

(Bun paboTel)

(B doHme, B apxuBOXpaHMIMIe, paboueM IIOMEUEHUM)

N | 3aronosok | [Hudp Kpaithue |KomnuectBo | K kakomy |IIpumeua
/11 | €TUHULBI (pu JTaThl JINCTOB bouy HUS
XpaHEHHUs], | HAJIMYUN) (OaiiT) OTHOCHTCS

JIOKYMEHTA (HOBBIH
m¢p)
1 2 3 4 5 6 7
MToro ODOHaApPyXeHO
(undpaMm ¥ HOPONUCHIO)
JOKYMEHTOB .
PaboTHMK, OTBETCTBEHHBM

3a paboTy apxmuBa cyna

(nara)

(mommmce)

VI3MeHeHMrd B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.

PaboTHUK,

OTBETCTBEHHHN

3a paboTy apxuBa cyna

(nara)

(mommnmce)

(pacumdpoBKa MIOONMUCHK)

(pacumdpoBka MONNUCH)



[Tpunoxenue N 21

K MHCTpyKIIMK O OPSJIKE OpraHu3auu
paboThl apXUBOB (hesiepabHBIX CY0B
oO0111eH IOpUCANKINN

YTBEPXIAI

(HamMMeHOBAaHME CyIa)

AKT [lpencenaTens cyna
" N
(momnmceo) (pacumbpoBka MONNMUCH)
O HeOOHaPyXEeHUM apXMBHEIX
IOOKYMEHTOB, IIYyTU PO3EICKa
KOTOPEIX MCUEePIIaHbL (mara)

HazBanme u N QoHOa

B pesynbTatre

YCTAHOBJIEHO OTCyTCTBME B GOHIE IEepPEeuMCJIEHHHX HMXe el (moxyMeHTOB) ,
NPENIPUHATEE apXMBOM MEPHEL 10 PO3BICKY IeJl [NOJIOXMTEJIbHEIX Ppe3yJIbTaTOB He naJwu,
B CBS3M C UEeM CUMTaeM BO3MOXHHM CHATb C ydeTa:

B)

N | Onuc | Enunui | 3aronoBok | Kpaiinu | Konuyects | [Ipenmnonara | [Tpumeu
n/m| N a CAUHUIIBI | € IaThl | O JIMCTOB QYISE aHus
XPAaHEHU | XpaHEHUS (OaiiT) MIPUYUHBI
aN | (apXuBHBIX OTCYTCTBUS
TOKYMEHTO

1 2 3 4

VToro
(undpaMm M HOPONUCHIO)
eOVHUL XpaHeHUS (apXUBHBIX ITOKYMEHTOB) .
ComepxaHye YTpPaudyeHHHX MaTepMaJioB MOXEeT OBITb YAaCTUUYHO BOCIIOJIHEHO CJIeIYIOMMMMU

eIMHMIIAMM XPaHeHUS (ODOKyMeHTaMM) :

PaboTHMK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo)

(nara)

YTBEPXIEH <6>
[IPOTOKOJ BKCIEPTHO-NPOBEPOUYHOMN
KOMUCCHUM APXUBHOTO YUYPEXIEeHMUSI
OT " " N

(HOMepa SIOVHUIL XPaHeHMA
" X T'PYIIIIOBHE BaI‘OJ'IOBKI/I)

(pacumpporka IOONIMUCH)

COT'JIACOBAHO
[IPpOTOKOJI BKCIEPTHOV KOMUCCUU
cyna
OT " " N

VI3MeHeHUd B YUEeTHBEE ITOKYMEHTHEl apXMBa BHECEHE.




PaboTHUK, OTBETCTBEHHHIM
3a paboTy apxmuBa cyla

(naTa)

(momnmceo) (pacumbpoBka MOONMUCH)

<6> [1pu HeoOHapy)eHun nen ApxuBHoro ¢onaa Poccutickoit deneparmm.

YTBEPXIAI

HpencenaTenb Cynoa

[Tpunoxenue N 22

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThI apxXUBOB (hesIepabHBIX CY0B
00111eH FOPUCIUKITIT

YTBEPXIAI

(HaMMeHOBAHME OOJIKHOCTU
PYKOBOOUTEJIA OpITaHM3aluu,
IpMHYManIEey ITOKYMEHTEH)

(momnmcso) (pacumdpoBKa MIOONUCHK)

(naTa)

AKT
" " N
nprueMa-nepenauy apxXMBHBEIX
IOOKYMEHTOB Ha XpaHeHUue

(momnmcso) (pacumdpoBKa MIOONUCHK)

(naTa)

(OCHOBaHVIe Inepenady, K IIpMUMepy, MCTEeUeHMe CPpOKa XpPaHeHUA ,I[OKYMeHTOB)

(Ha3BaHMe HnepenaBaeMoTro QoHIa)
coan,
(HazBaHMe cyma)
a IPUHAI .
(HaMMeHOBaAHME OpTraHM3alMM, IPMHMMAaLIEN IOKYMEHTEH)
HpI/IHI/IMaeT Ha TOoCymapCTBEHHOE XpPaHEHMEe IOOKYMEHTELI 3a T"OOBL
M CHOPaBOUHEM allapaT K HUM:
N | Ha3zBanue, Homep KomunuecTBo KomnuectBo | IIpumeu
/11 OIINCH ICI, 9K3CMIIJIAAPOB OIIMCH CANHHUILL AdHUA

JAOKYMCHTOB AcJI, JOKYMCHTOB XPpaHCHUA

1 2

3 4 5




Toro mpmMHATO

(umdpaMm M HOPONMUCHI)

e OUHULL
XPaHEeHUS .
[lepemauy HOPOMUBBEJINM: [lpyeM OpPOMBBEM:
(mosxHOCTB) (mommmuch) (pacumdporka (DOJIXHOCTE) (momnmuce) (pacumppoBKa
MOIINCH) MIOIINCH)
(mara) (mara)
JI3MeHeHUa B ydeTHbBEe INOKYMEeHTH BHECEHH.
PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmuBa cyna
(momnmce) (pacumdporka IOONMUCH)
(mara)
[Tpunoxenue N 23

K MHCTpYKIIUK O TIOPSIIKE OpTraHU3aliH
paboThI apXUBOB (heJepaTbHBIX CYI0B
00111e¥ FOPUCTUKITIT

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencepmaTess Ccyna
"_" N
(mommmce) (pacumdpoBKa MIOONMUCHK)

O HEeMCHPaBMMEIX [IOBPEXIEHUAX
APXMBHBEIX INOKYMEHTOB (mara)

Hazrpaume m N donHma
B doHme oOHapyXeHH NOKYMEHTEl, [NPM3HAHHBIE HEMCIPaBMMO [IOBPEXIESHHBIMMU :

N | Onuch | Enun | 3aronoBok | Kpaitau | Konmnuect | Cynraocts | [Ipumeu

n/m| N WA | TOBPEXKJEHH | € 1aThl | BO JIMCTOB | U IPUYUHBI | aHUS
XpaH | BIX EAUHUIL (OaiiT) | moBpeXxaeH
€HUsSl | XPaHEHUs usi

N

1 2 3 4 S) 6 7 8

UToro O6Hapy>1<eHo HEeNCIIPpaBMMO IIOBPEXIOEHHBIX

(umdppaMm M HOPONMCHI)



SIOVMHNUIL XPaHEeHUA (apXMBHMX HOKyMeHTOB).

[lepeunCIIeHHEE EeOVHMUIE XPaHeHUS  (apXMBHBE OOKYMEHTH) [OIJieXaT CIOMCAaHWI
BBUIY :

OkcHnepTr <7>:

(HamMMeHOBAaHME IOOJIKHOCTEM BSKCIEePTOB IIoOnmMcum
’ ’
pacmm@pOBKa nopgrnmucen, nara)

(N n mara IIpMKasa Ilpencenarejyid cyla O CHATUM HEeMCIIpabBMMO IIOBPEXIOEHHBIX
APXMBHEIX IOKYMEHTOB C yuyeTa)

Pa®OTHMK, OTBETCTBEHHEI
3a paboTy apxuBa cyna

(momnmce) (pacumppoBKa MNOONMUCHU)
(nara)
COT'JIACOBAHO YTBEPXIEH <8>
[IPOTOKOJI BKCIEPTHOM KOMMCCUMU [IPOTOKOJI BKCIEPTHO-NPOBEPOYHOM
cyna KOMMCCUM apXMBHOTO Yy4YpeXIeHUSI
oT " " N oT " " N

VI3sMeHeHUs B YUEeTHBEE IOOKYMEHTEHEl apXMBa BHECEHEL.

PaboTHUK, OTBETCTBEHHEM
3a paboTy apxmuBa cyzna

(momnmco) (pacumdpoBKa MIOANMUCHK)

(naTa)

<7> Ilpu HaJIMYMU NOKYMEHTOB, BKIIIOUEHHBIX B COCTaB ApPXHMBHOr0O (poHIa
Poccuiickon @enepanumu.

<8> JIns1 JOKYMEHTOB, BKJIIFOUEHHBIX B cocTaB ApxuBHOro gonna Poccutickoi
denepanum.

[Ipunoxenune N 24

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiuu
paboThI apxXUBOB (hesrepaTbHBIX CY0B
001IIeH FOPUCIUKITII

YTBEPXIAI

(HamMMeHOBAHME CyIa)

AKT [lpencenmaTens cyna

(momnmceo) (pacumpporka IOONMUCH)



IIPOBEPKM HAJIMUMUA M COCTOAHMA

APXMBHBEIX INOKYMEHTOB (mara)
®oHno N
HazBauue ¢poHIa
Homepa omnmcen
[IpoBepka OpoBOOMIIACH C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UMCcamMTCs O ONMCAM Oej: eOVHUL XPaHeHUs.
(koJIMuecTBO)
2. BHIABJIEHBl TEeXHUUYECKME OWMOKM :
2.1. VmMewnTCca JMUTEPHHE HOMEpPaA:
a) He YUTeHHBEE B MTOTOBOM 3alNucCu enOVHUL XPaHeHUsS;
(koJIMuecTBO)
©) He IIepeuMCJIeHHBE, HO Yy4YTEHHHE
B MTOTOBOM 3almcu eOVHUL XPaHeHUs.
(koMMuecTBO)
2.2 . IllponymeHO HOMEPOB:
a) He YUYTEeHHEIX B MTOI‘OBOI\/lI 3allcCm eOVMHUILT XpaHeHI/IH;
(koJIMuecTBO)
©) He [NepeuMCJIEHHHIX, HO YYTEHHHX
B MTOTOBOM 3almMcCu enMHUL XPaHEeHUS .
(koIMuUuecTBO)
2.3. Ipyrue, B pel3yJbTaTe uyero oOwveMm
YBeJIM4YMIICA Ha eOVMHUIL] XpaHeHI/IH;
(koJIMuecTBO)
YMEHBIIMIICA Ha enMHUL XPAaHEeHUS .
(koNIMuUuecTBO)
3. UmMcamMTCcH IO ONMCAM B pes3yJbTaTe
yCTpaHeHVIH TEeXHNUYEeCKUX OLLU/I6OK e IVHNILI XpaHeHI/IH.
(koJIMuecTBO)
4. He okasajyioCb B HAaJIUUUK enMHUL XPaHEeHUs .
(xkoNmMuecTBO)
5. VimMeeTcsa B HaJMuMM 110 IOaHHOMY OQOHIOY
(BKJIIDUEHHEBIX B OIIMCH) eIVMHNL, XPaHeHud,
(koJIMuecTBO)
M3 HUX TpelyonlMX:
a) nesuHbexkuUn eOVHUL XPaHEeHUS;
(koJIMuecTBO)
0) IOes3uHCEeKLUNU eOMHNI XPaHEeHUSA;
(koJIMuecTBO)
B) pecTaBpaluumn eOVHUL XPaHEeHUS;
(koJIMUecTRBO)
I‘) nepenneTa I IIOOUWMBKM e IOVHNILT XpaHeHI/IF[,'
(koJIMuecTBO)
II) BOCCTAHOBJIEHUS 3BaTyxXallMX TEeKCTOB eIOVHNL, XPaHEeHMA;
(koJIMUecTRBO)
€) CHATUS C ydeTa BBUIY HEUCIPAaBMMEIX [IOBPEXIESHUM e OVMHMNLL
(koNIMuecTBO)
XpaHeHUsd;
X) HNpOBeIEeHMS MUIPaLUMU
(o198 3JIEKTPOHHBIX IOKYMEHTOB
Ha O(usrueckm 0O0COOJIEHHEIX HOCUTEJIAX) eOMHNL XPaHEeHUSA.
(xkoJIMuecTBO)
6. lVMeeTcs He BKJIOUEHHBIX B OIMCHU eOVHUL XPaHeHUS.
(xkoJIMuecTBO)
7. VTOoTO 1O maHHOMY OGOHIY (BKJIOUEHHEIX M He BKJIOUEHHEIX B OIMUCH) ,
VMEIMXCHA B HaJIMUUMM e IOVHNILI XpaHeHMH.

(koJIMUecCTRBO)



8. XapakTepMCTMUKA YCJOBUM MX XPAHEHUS.
OTpulLlaTeJIbHEE SABJIEHMS B COCTOSHUM UM YCJIOBUSAX XPaHEHU.

[I[poBepKy MNPOUBBOONIINM :

HamMeHOBaHUE
IOJDKHOCTEN
PaboOTHUKOB

(nara)

(momnmce) (pacumdporka IOONMUCH)

[Tpunoxenue N 25

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThI apxXUBOB (hesIepabHBIX CYJ0B
00111eH FOPUCIUKITIT

(HauMEeHOBaHUE Cy/1a)
AKT
mn n N

O BbIAA4C apXHBHBIX
JOKYMCHTOB BO BPCMCHHOC
IIOJIB30BAaHUC

(HaMMEeHOBaHUE OpPraHU3aLUN )

(ouTOBBIH ajIpec)

OcHoOBaHH
e

Ilens BeIaun
JIOKYMEHTOB




BBII[aIOTCSI clIeayromue CAMHUIbI XPaHCHUA U3

dbonma N
(Ha3zBaHue)
N |Onuce| EnunHuna 3aronoBoOK KommnuectBo | IIpumeuanuns
/1 N | xpanenust N €UHUIIBI JTUCTOB (0akT)
XpaHEeHHUSI

1 2 3 4 3) 6
Bcero
BbIIa€TCS CIMHUI] XpaHEHUS

(mudpaMu ¥ IPOIUCHIO)

OOIIMM KOJIMYECTBOM JINCTOB

(6aiT)

(tmudpamMu ¥ IPOITUCHIO)

Ha
CpOK

I[OKYMCHTI)I BbIAAHBI B YIIOPAOJOYCHHOM COCTOSHHH, IIOAIINTEIL, B O6J'IO)KKaX,
C IPOHYMCEPOBAHHBIMHU JINCTAMHU W 3aBCPUTCIIbHBIMU HAAIIUCAMU.

JIOKyMEHTBI BbIAAI:

PaboTHHK, OTBETCTBCHHBIH 3a
paboTy apxuBa cyjaa

(moamuce) (pacumugpoBka
MIOTTUCH )

(mata)

HauanpHuk otnesna
JIeTIOTPOU3BOICTBA (OOIIIETO




oT/eNa) cyaa

(moamuce) (pacuugpoBka
MOITUCH )

(mata)

[Tomydarens 00s13yeTCss HE MPEAOCTABIATh JOKYMEHTHI, IMOJYYCHHBIC BO
BPEMEHHOE  TOJB30BaHHUE, JUISI  NPOCMOTPA,  MOPOCIYIIMBAHUS  WIIH
MCMOJIb30BaHUs APYTUM OPraHU3aLMsIM U TOCTOPOHHUM JIMIAM, HE BbIJaBaTh MO
HUM KOTIUH, BBITTUCOK M CIIPABOK, HE MPOU3BOJAUTH U3BITUS KaKUX-JTHOO0 YacTeit
W3 BBIJIAHHBIX JIOKYMEHTOB, HE ITyOJIMKOBaTh JOKYMEHTHI 0€3 pa3pericHus
OpraHu3alliy, BbIJABIICH MOKyMeHTHL. [lomydatens mpeaynpexiaeH o0
OTBETCTBCHHOCTH 3a yTpaTy WJIM TOBPEKJICHUE BBIIAHHBIX JTOKYMEHTOB B
COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccurickoit denepanuu.

[Tonyuarenb 00si3yeTcs BEpHYTh JOKYMEHTHI B apXUB B YKa3aHHBIN B aKkTe
CPOK.

JIOKyMEHTBI IPUHSLT:

HanmMmenosanne n10KHOCTH
pabOTHHKA OpraHU3aluu-

noJIyqaTesis
(moamucs) (pacmmdpoBka
MIOTTUCH )
(mara)
JIokyMeHTBI crat:
HanmMmenosanne n10mKHOCTH
pabOTHHKA OpraHU3aluu-
noJIyqaTesis
(moamnwuce) (pacumugpoBka
MOAIUCH )
(mara)

JIOKyMEHTBI pUHAIL:

PaboTHMK, OTBETCTBEHHBIH 3a
paboTy apxuBa cyaa




(moamucs) (pacmmdpoBka
TIO/TTUCH )

(mata)

[Ipunoxenue N 26

Kk MHCTpyKIIMK 0 MOps/IKe OpraHu3aluu
paboThl apXuBOB (efepaIbHbIX CYI0B
oO11elt IOpUCAUKITNN

YTBEPXJIAIO

(HauMeHOBaHUE Cy/ia)

[Ipencenarens cyna

AKT
1 I_I 1 N
KOHBEPTAILIUHU 3JIEKTPOHHBIX (moamnucs) (pacmudpoBka
ApXUBHBIX JIOKYMEHTOB MOTTUCH )
(mara)
CBA3M C HEBO3MOXHOCTBIO BOCIIpOM3BeOeHMA, MCIIOJIb30BAHMA SJIEKTPOHHBIX

APXVMBHEIX IIOKYMEHTOB B @opMaTax, B KOTOPEIX OHM OBLIM IIPVMHATEI Ha ApPXVMBHOE
XpaHeHue, OrblTa IIpoM3BEeOCHA KOHBeEpTaLlMA:

(DaTa MaM NepMuon BPEMEHM)



ApxuB |3aronoBok k | Ucxonno | Mcxonn | Ucxonna | Ucxonn | Mcxonn | Haumeno | Jlatrau | Kontpon| O6wvem | @opmar | D.M.O.
HBIN TEKCTY, e bl€ JaTa S 1917} 1917} BaHUE BpeMms bHAas (B daitna | paboTHHUK
mdp naTta u HAaUMEHO | ¥ BpeMs | KOHTpou | 00beM (B | popmar | caiima | mocnmean | cymma | OaifTax) |3JI€KTpPOH a,
perucTpaiy | BaHME | IOCJIEOH | bHas | Oaiitax) | haita | 3JIEKTPOH ero (xer- daiina HOTO | BBIIIOJIHUB
OHHBIN ¢aiina ero cymma | (pailla [3JE€KTPOH| HOTO | U3MEHEH | CyMMa) |3JIEKTPOH | JOKYMEH | IIEero
HOMEP AJIEKTPOH | U3MEHEH | (Xel- |3JEKTPOH| HOro |JOKYMEHT |us (aiina| Qaiina HOTO Ta KOHBEPTA
JOKyMEHTa | HoOro |ug Qaitna| cymma) HOTO | TOKyMEH a AJIEKTPOH | JIEKTPOH | TOKYMEH 17000)
JIOKYMEHT | 3JIEKTpOH | (paiina | TOKyMeH Ta HOTO HOTO Ta
a HOTO  |3JIEKTPOH Ta JOKYMEH | JOKYMEH
JOKYMEH | HOTO Ta Ta
Ta JOKYMEH
Ta
1 2 3 4 5 6 7 8 9 10 11 12 13




VcxonHEIe @aﬁﬂbl SJIEKTPOHHBIX APXMBHEBEIX IHJOKYMEHTOB COXPaHEHEBI.

PaGoTHHK, OTBETCTBEHHBII
3a paboTy apxuBa cyJa

(moamucs) (pacmmdpoBka
TIOTTUCH )

(maTa)

[Tpunoxenue N 27

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThI apXUBOB (efiepaibHbIX CYI0B
00111e¥ FOPUCTUKITIT

KHMT'A BHIAUM EIOVHNMI XPAHEHVA BO BPEMEHHOE IIOJIB30OBAHME

HauaTa
OKOHUEeHa

@opMa TUTYJIBHOT'O JIMCTa KHUI'M BbBEIOAYM IOEJI

N | HaumenoBanme | Komy | [laTa Beimauwu, ara [Ipumeuanus
/T (HOMED) BBIJIAHO, | TOAIKCH JIMIIA,| BO3BpaTa
BBIJIAHHOTO C KaKkoW | MOJIy4YHBIIETO nena,
JTOKYMEHTa LEJIbIO JIeJI0 MOJINACH
J1a,
BEPHYBIIIETO
JETI0
1 2 3 4 5 6
NToro B I'ony BHBIDAHO M3 XpaHMJMia N

(umdpaMm M HOPONMUCHI)
eOMHNI XPaHEeHUS.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyla

(momnmceo) (pacumppoBka IOONMUCH)




(nara)

[Ipunoxenue N 28

Kk MHCTpyKIIMK 0 MOps/IKe OpraHu3aluu
paboThl apXuBOB (efepaIbHbIX CYI0B
o01IIeH IOPUCANKIINN

(HauMeHOBaHUE Cy1a)

JINCT UCITOJIb3OBAHMA JOKYMEHTOB

®onn N Onucs N Enunnna xpanenus N
Harta Komy Xapaxkrep N IToamuce
WCIOJIB30 |  BBIIAHO: UCIIOJIb30BaHUS | UCIIOJIb30BaHH uua,
BaHMS dbamumnus, (komMpoBaHUE, BIX JINCTOB | UCIIOJIb30BaBII
1903050002621 BBINTHCKU, €ro JIeJI0
(pa3bopuuBo IPOCMOTD)
1 2 3 4 5
[Ipunoxenue N 29

K MHCTpYKIIUK O TIOPSIKE OpraHu3aIuu
paboThI apXUBOB (he/IepaTbHBIX CY0B
00111e¥ FOPUCTUKITIT




(HauMeHOBaHUE Cy/1a)

KAPTA-3AMECTUTEJIb EJJUHNILIBI XPAHEHWA

BBIJIAHO
®pon |Onuce N| Enunnna | Komy Hara | Ilognuc | [ara |Iloamuc
o N XpaHEeHUS BBIJIAYH b BO3BpaT b
N a
1 2 3 4 5 6 7 8
[Ipunoxenue N 30

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiuu
paboThI apxUBOB (heepabHBIX CY0B
001IIeH FOPUCIUKITIT

IITAMII "KOIT1 A BEPHA"
JUIA 3BABEPEHUA COOTBETCTBHA KOIINMU CYAEBHOI'O AKTA
[HOJJIMHHUKY

"Komnust BepHa"
MOAIUCH CYIbU

HaunmenoBanue qOJKHOCTH
YIIOJITHOMOUYEHHOTO paOOTHHKA
arnmapara

dbenepanpHOro Ccyaa ooiei
FOPUCIUKIIUH




(moamnucs) (MHUIIAAIBI, (haMUITHS)

20 T
[Ipunoxenue N 31
K MHCTpyKIIMK 0 NOpsAKe OpraHu3aluu
paboThl apXuBOB (efepaIbHbIX CYI0B
oOu1eil FopUCIUKINT
OBPA3EL HAKJIEUKA 5
C 3ABEPUTEJIBHOU HAAITNUCBIO, UCITIOJIb3YEMOU I1PU

O®OPMJIEHUN
3ABEPEHHbLIX KOIINHM CYAEBHBIX AKTOB

HaunmenoBanue denepanbHoro cyaa
oO111el FOPUCAUKIINU

[IpoHyMEPOBAHO U CKPEIUIEHO
II€YaThIO JIUCTOB
NOATIHUCH

[Ipunoxenue N 32

Kk HCTpYKIIMK O TIOPSIKE OpraHu3aIiiu
paboThI apXUBOB (heIepaTbHBIX CYI0B
00111e¥ FOPUCTUKITIT

[lpencepmatTerno cyna

oT

14
(®.11.0., mnpoueccyaJlbHOE IOJIOXEeHMEe,

IaHHBEE IOKYMEHTAa, YIOCTOBEPSIeIrO
JIMYHOCTBL U TIOJIHOMOUMS)
IPOXMBAKIETO IO ampecy:




HOMEP KOHTAKTHOI'O TeJjiepoHa:

3asgaBJIeHUE
O BBJAUE KONMM CyImedbHOTO akKTa

1. Ipowy BBEIOATbL MHE KOIMU (MM) CyIeOHBEIX akTOB

(yKasaHme HalVMEHOBaHME UM PEKBUI3UTEI cyneGHoro akTa)
10 pmeiy

Nomonuce/®.M.0. (pacumdpoBarh) :

nom 20__ .

2. Kommuio cymeBHOTO akTa OOJIYyUMII

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

3. Bweimai

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

[Tpunoxenue N 33

K MHCTpyKIIUU O MOPSJIKE OpraHu3aIiu
paboThI apXUBOB (efiepaibHBIX CYA0B
00111e¥ FOPUCIUKITIT

[lpencemaTerno cyna

oT 14

(®.11.0., mnpoueccyaJibHOE IOJIOXeHHUEe,

IDaHHEE INOKYMEHTa, YyIOCTOBEPSAILEeIO
JIMYHOCTEL ¥ IIOJIHOMOUMS)

IIPpOXMBAKILEro IO alpecy:

HOMEP KOHTAKTHOTO TejedoHa:

3asaBJjieHue
O BHIDAUE KOIMM AYyOMO3ANUCU CymebHOTO 3acemaHuda

1. Ipoumy BHOATL MHEe KOIM (MM) ayOMo3alMCK CyneOHOT'O 3acelaHud IO ey

Nomnuce/®.M.0. (pacumbpoBaTs) :

nom 20__ .

2. OJIeKTPOHHHM HOCUTeNb MHbOpMalUMM HpuiaraeTcs.

3. Kommo B3JIEKTPOHHOTO HOCUTEJS IOJIYyUMII

(®.M.0. m monxmmch Julia,



4. Bwimai

MOJIYUMBIIETO KOIMMIO, IaTa BHEIOAUU
KOIINUIM)

(mosmxkHOCTL, ®.M.0., mommmch paboTHMKA amnnapaTa CyIda, BHIOABIETO

BJIEKTPOHHBIN

HOCMUTeJIb, »IaTa)

[Tpunoxenne N 34

K MHCTpYKIIMK O TOpsSIAKE OPraHU3aLUU

(HaMMeHOBAaHME cyma)

(mouToOBHIM aIpec, MHIOEKC)

(renedon, obakc)

(ampec BJIEKTPOHHOM IIOUTH)

APXVIBHAA CIIPABKA

N
(mata)
Ha N oT
TekcT
OcHOBaHue:
[lpencepmaTens Ccyna
(MHOEe YIIOJIHOMOUEHHOEe JIMIIO)
(mommmce)
(meuatTs)

VICTIOJIHUTEJIb

(baMmmms, wmHMUMAJE, HOMep TejedoHa)

paboThI apxXUBOB (hesIepaTbHBIX CYI0B
001IIeH IOPUCANKIIAN

Apmpecar

(pacumdpoBKa MIOONMUCHK)

[Tpunoxenue N 35

K MHCTpYyKIIMK O IOpSIAKE OPraHU3aLNU

paboThI apXUBOB (he/IepaTbHBIX CYI0B
00111e¥ FOPUCIUKITIT



(HauMeHOBaHUE Cy1a)

XKXYPHAIJI
pErucTpalvy BhIJAaHHBIX KOMUH, BBIMKHCOK, TOKYMEHTOB
N ABTOp Hatau | Conep | Hazanue | Jlarau |Pacnuck | [lpum
I/TI| 3ampoca, | perucTpall | >KaHWEe | BBIJIAHHOT | pEerucTpa aB C4YaHU
UCXOJISIIIM | HMOHHBIM | 3ampoc 0 [MOHHBINA | TOJIy4YeH |
i HOMeED, HOMED a JIOKYMEHT | HOMEp | UM UK
nara, 3arpoca a (komusi, | BBIAAHHOT | Jarta
azpec, BBINKCKA, 0 OTIIPaBK
HOMEp CIpaBKa U | JOKYMEHT U
tenedona Jpyroe) a
1 2 3 4 5 6 7 8
[Ipunoxxenue N 36
K MHCTpyKIIMK 0 MOpsiiKe OpraHu3aliuu
paboThl apXuUBOB (efepaIbHBIX CYI0B
00111e¥ FOPUCIUKITIT
(HauMeHOBaHUE Cy/1a)
KAPTOUKA
[MTOCTEJUIAKHOI'O
TOIIOI'PAOUYECKOI'O
YKA3ATEJIA
CTEJIUIAXK N APXNBOXPAHWIIMIIE N



Mxad N | [Honka N | @oua N | Onuce | Enunun xpanenus | [Ipumedanu
N c N A
o N
1 2 3 4 3) 6
[Tpunoxenue N 37

K HCTpYKIIMK O MOPSAIKE OpraHu3aIiuu
paboThI apXUBOB (heJIepaTbHBIX CYI0B
00111eH FOPUCIUKITIT

(HauMeHOBaHUE Cy/1a)

KAPTOYKA ITO®OHJOBOI'O
TOIIOI' PAOHUYECKOI'O
YKA3ATEJIA

®OH/I N APXNBOXPAHUJIMIIE N

HasBanue
dbonga

Omnnc Enynann xpanenus Cremnax | llIxad N | [Tonka N | [Ipumeuan




BN [cN N us

mo N

[Tpunoxxenue N 38

K MHCTpYKIIMK O MOPSIKE OpraHu3aIiuu
paboThl apxXUBOB (hesIepabHBIX CY0B
0011IeH FOPUCIUKITIT

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

npueMa-rnepenauy apxUBHEX
OOKYMEHTOB CyIa IIpHu (marTa)
CMeHe IpencenaTesnsda cyla

Hazpaume m N dounma <9>
B coorBeTCcTBMM C OPpUKas30OM N
nepenan,
(®.11.0. mepenammero) (®.11.0. npmHMMaOILETO)
IPMHAJ B IOPUCYTCTBUM KOMMCCUM, ODOPA30BAHHOM Ha OCHOBAHMUM IAHHOTO IIpMUKa3a,
IOOKYMEHTEl apxMBa 3a

(romer)
n CHpaBOLIHbH?I aliriapaT K HYM.
N HasBanue, Homep KonnuectBo Komnuectso | [Ipumeuann
/Tl | OTIMCH JIEJ, TOKYMEHTOB |  3K3EMILIIPOB €IUHULL A
OIMCH e, XpaHEHUS
JNOKYMEHTOB

1 2 3 4 )

VTorO HOPMHATO eOVHUL XPaHeHud, B TOM UMCIIE:
(udpamMmu M MNPONMUCHIO)
Ha OyMaXHOM HOCUTeJe eOVHUL XPaHeHUHd,
(umdpaMm M OPONMCHIO)
BIIEKTPOHHBIX eOVHUL XPaHEeHUHd,
(udpamMmu U MNPOMNMUCHIO)
" onmcey B BK3eMIJIgpax.

(undpaMm M HOPOIUCHIO) (undpaMm ¥ HOPOIUCHIO)



CocTosgHME OOKYMEHTOB U OIMUCEN:

(obwasa xapaKTepUCTUKa COCTOSHUSA)

OODHOBPEMEHHO IMepenanTcd

(Bum (eI) M COCTAaBR CIHPaABOYHOT'O amnlapara, ero OOBbeMb
U COCTOSHUE)

CocTosAHME [OMEUEeHUM apxmuBa

(obmwasa xapaKTepUCTUKa COCTOSHUSA)

Hamuume u cocToAHMe oOOOpyHOBaHMSA U MHBEHTapA

(ofOmasa xapaKTepuCTUKa
COCTOSHUA)

[lepena:

(bamMmmsa, MHMLMAJIBL) (momnmce) (mara)
MpuHA:

(bamMmmsa, MHMLMAJIB) (momnmce) (mara)

HpencenaTenb KOMMCCHUMN :

(bamMmMsa, MHMLMAJTILL) (momnmce) (mara)

YJjieHBEl KOMMCCUU :

(bamMmams, MHULIMAJIL) (momnmcso) (marTa)

<9> [lpu nepenaue AByX U OoJiee apXWBHBIX (DOHIOB TaOJIMYHAS YACTh aKTa
paszensercs Ha MOApa3eiibl, COOTBETCTBYIONTHE (POHIaM, Ha3BaHUS MOPA3/CIOB
COOTBETCTBYIOT HOMEPY M HAaWMEHOBAaHUIO ()OHJIOB.

[Tpunoxenue N 39

K MHCTpyKIIUU O MOPSIJIKE OpraHu3aIiu
paboThI apxUBOB (hesIepaTbHBIX CY0B
001IIeH FOPUCIUKITII

JlokyMeHTamu, yI0CTOBEPSAIOIIMMU JTUYHOCTD, SABJISFOTCS:
nacrnopt rpaxaannHa Poccuiickon denepanuu;

BPEMEHHOE YJAOCTOBEPEHUE JTUYHOCTU IpaxkaaHuHa Poccuiickon Denepanuu



no Gopme N 2I1 (mns yTpaTUBIIUX MACOPT TPaKIaH, a TAKXKe ISl TPAKIaH, B
OTHOIIIEHWW KOTOPBIX O BBAAYM TACHOpPTa MPOBOIUTCS TOTOJTHHUTEIbHAS
MIPOBEPKA);

YAOCTOBCPCHUC INTHOCTHU UJIN BOCHHBIN OMJICT BOCHHOCJIY>KalllCro,
IMacCIiopT MOpPsIKa,

oOmerpax1aHCKUIM 3arpaHUYHBIN macnoptT (I MpHOBIBIIMX HAa BPEMEHHOE
KUTENbCTBO B Poccuiickyro @epepanuto rpaxiaad Poccum, MOCTOSIHHO
IIPOKMBAIOIINX 3a TPAHULIEH);

MacrmopT MHOCTPAHHOTO TPa)KJaHWHA JIMOO WUHOW JIOKYMEHT, YCTaHOBJIECHHBII
dbenepaibHBIM 3aKOHOM WJIM TPU3HABAEMBIN B COOTBETCTBUM C MEXIYHAPOIHBIM
norosopom Poccutrickonn denepanyy B KayecTBE JTOKYMEHTA, YJIOCTOBEPSIOLIETO
JIMYHOCTD, - JUIsI UTHOCTPAHHBIX IPaX/aH;

paspelieHre Ha BpEMEHHOE MPOKUBAHKE, BUJ] HA KUTEIBCTBO;
YAOCTOBEPEHUE OCKEHIIA;
CBHJICTEJILCTBO O PACCMOTPEHUHU XOJAaTalCTBa O IPU3HAHUHN OCKEHIICM;

JIOKYMEHT, BBbIJAHHBIH HMHOCTPAHHBIM TOCYJapCTBOM M IIPU3HABACMBIN B
COOTBETCTBHM C MEXIYHAPOIHBIM JOTOBOpOM Poccuiickoit denepanuy B KA4eCTBE
JIOKYMEHTa, YyJIOCTOBEPSIOUIET0 JMYHOCTh JHuIla 0€3 TrpaxJaHCTBa; WHbIC
JIOKYMEHTBI, TIPEIYCMOTPEHHBIC (eepaabHbIM 3aKOHOM WIIM IIpU3HABacMble B
COOTBETCTBHU C MEXKIAYHAPOIHBIM JOTOBOpOM Poccuiickoit denepanniu B KaueCTBE
JTIOKYMEHTOB, YJOCTOBEPSIOMINX JUIHOCTb, - JIs JIMI 0€3 rpakJaHCTBa;

yIOCTOBEPEHUE aJBOKATA;
PEIaKIIMOHHOE YIOCTOBEPEHUE JIJIsl KYPHAIIUCTA,

OpPYTUE JOKYMEHTBI, YIOCTOBEPSAIOLIME JINYHOCTD.




