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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

CYOEBHbIN AEMNAPTAMEHT NPV BEPXOBHOM CY[E
POCCUMNCKOU ®EOEPALIUA

NMPUKA3
ot 19 mapta 2019 r. N 56

OB YTBEPXXOEHUN MHCTPYKLIUU
O NOPAOKE OPrAHU3ALIMN KOMIMJIEKTOBAHUA, XPAHEHUA, YHETA
M UCNOJIb3OBAHUA NOKYMEHTOB (3JIEKTPOHHbIX JOKYMEHTOB)
B APXUBAX ®ELEPAJIbHbIX CYAOB OBLUEW FOPUCOUKLINK

Cnncok M3MEHSIOLLNX JOKYMEHTOB
(B pea. Mpukasos CynebHoro genaptameHTa npu BepxosHom Cyne P®
oT 16.07.2019 N 147, ot 14.06.2022 N 97, o1 09.01.2024 N 1,
oT 29.05.2024 N 124)

B cooTtBeTcTBMM ¢ PepepanbHbiM 3akoHoM oT 8 siHBaps 1998 r. N 7-®3 "O CynebHom genaptaMeHTe npu
BepxosHom Cyge Poccunckon ®egepaumn” nprkasbiBato:

1. YTBepauTb npunaraemyo VIHCTPyKUMO O Nopsiake opraHusaumu KOMMMEeKTOBaHWUs, XpaHeHus, yyeta u
NCMoNb30BaHMA AOKYMEHTOB (3MIEKTPOHHBIX AOKYMEHTOB) B apxvBax defeparnbHbiX CyAoB OOLIEeN opucauKLmum
(nanee - VHcTpykums).

2. TlpencenatensiM KacCaUMOHHbIX CydOB OOLWE OpUCOVKUUK, anennsiuMoHHbIX CydoB  oOLlew
IOPUCOMKLNN, BEPXOBHbLIX CyOOB pecnybnuk, KpaeBblX M obnacTHbIX CydoB, CydoB ropogoB dhepeparnbHoro
3HaYeHusi, CyaoB aBTOHOMHOWM 06nacTv M aBTOHOMHbIX OKPYrOB, PaMiOHHbLIX, FOPOACKUX U MEXPaMOHHbLIX CYLOB
opraHM3oBaTb U3y4eHne Ha3BaHHOWM VIHCTpYKLUUM U oBecnednTb ee NPUMEHEHNE B NPaKTUYECKON AeATENbHOCTY.

3. Mpun3HaTb yTpaTUBLUNMK CUNY:

npukas CynebHoro genaptameHTa npu BepxosHom Cyae Poccuiickon ®enepauun ot 28 gekabps 2005 r. N
157 "O6 ytBepxaeHun WHCTpyKUMM O mopsigke oTOopa Ha XpaHeHue B apxvB dedepanbHbiX CygoB obuien
IOPUCONKLUN JOKYMEHTOB, UX KOMMIIEKTOBaHUS, y4eTa U NCnorb30BaHms";

npukas Cyne6Horo genaptameHTta npu BepxosHom Cyne Poccuiickon ®enepauun ot 28 asrycta 2007 r. N
102 "O BHeceHUM M3MeHeHun B MIHCTpykuuto O nopsgke oTbopa Ha XpaHeHve B apxuB dpedeparnbHbIX CyLOB
obLLeln PUCONKLUN OOKYMEHTOB, UX KOMMIIEKTOBAHUS, y4eTa U NCNomb3oBaHMA";

npukas CynebHoro genaptameHTa npu BepxosHom Cyae Poccuinckon ®egepauun ot 22 gekabps 2011 r. N
234 "O BHeceHUN M3MeHeHun B WIHCTpyKuuto O nopsigke oTbopa Ha xpaHeHve B apxuB diedeparnbHbIX CyLoB
o6LLEeN PUCONKLUN OOKYMEHTOB, UX KOMMIIEKTOBAHUSA, Y4eTa U NCMONb30BaHMA";

npukas CygebHoro genaptameHTta npu BepxosHom Cyae Poccuiickon ®enepauun ot 27 gekabpsa 2012 r. N
246 "O BHeCeHWM MW3MEHeHUNn W [JonornHeHun B WHCTpykuMio O nopsgke oTbopa Ha XpaHeHue B apXxuB
denepanbHbIX Cy0B 06LLEN PUCONKLMM OOKYMEHTOB, MX KOMMIIEKTOBAHUS, y4eTa U UCMoNnb3oBaHnS";

npukas CynebHoro genaptameHTta npu BepxosHom Cyae Poccuiickon ®enepauun ot 30 gekabps 2013 r. N
265 "O BHeCeHWM MW3MEHeHUM W [JonorHeHun B WHCTpykuMio O nopsgke OThopa Ha XpaHeHue B apxuB
dhedepanbHbIX Cy4oB 00Len pUCONKLMN JOKYMEHTOB, X KOMMIIEKTOBAHUSA, y4eTa 1 UCNoMb30BaHMs".

"eHeparnbHbIN QUpPEKTop
A.B.I'YCEB
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

YTBEpXKOEHa

npukaszom CygebHoro genaprameHTa
npv BepxosHom Cygae

Poccuiickon depepanmm

oT 19 mapta 2019 r. N 56

MHCTPYKLUA
O NOPAAKE OPTAHU3ALIMMN KOMIMNEKTOBAHUA, XPAHEHUA, YHETA
N NCNoNb30BAHUA JOKYMEHTOB (QJIEKTPOHHbIX AOKYMEHTOB)
B APXUBAX ®ELAEPAJIbHbIX CYAOB OBLUEW FOPUCOUKLINK

Cnmncok N3MeHsILLMX JOKYMEHTOB
(B peq. Mpukasos CypebHoro genaptameHTa npu BepxosHom Cyne PO
o1 16.07.2019 N 147, o1 14.06.2022 N 97, ot 09.01.2024 N 1,
o1 29.05.2024 N 124)

1. OGOLWMe NonoxeHus

1.1. WHcTpykumMst O nopsigke opraHu3aumMm KOMMIEKTOBAHMUS, XpaHeHWsi, ydeTa U WCMNOSb30BaHMWs
OOKYMEHTOB (3NTEKTPOHHbLIX [OOKYMEHTOB) B apxuBax ¢bedepanbHbiX CyqoB oOwen topucavkumm (oanee -
VIHCTpYyKUMS) SABNSIETCS HOPMATUBHBIM akTOM, pa3paboTaHHbIM Ha OCHOBaHUW heaepanbHbIX KOHCTUTYLIMOHHBIX
3akoHoB oT 31 gekabpsa 1996 r. N 1-®K3 "O cyaebHon cucteme Poccuinckon egepaumn”, ot 7 cdhespans 2011 r.
N 1-®K3 "O cypax obuien topucaukummn B Poccuinckon ®epepaummn”, hbegepanbHbix 3akoHOB oT 8 stHBaps 1998 .
N 7-®3 "O CynebHom genaptameHTe npu BepxosHoM Cyae Poccuiickon ®Pepepaummn”, ot 29 gekabpsa 2015 r. N
382-®3 "O6 apbuTtpaxe (TpeTenckom pasbupatenbctse) B Poccuiickon ®enepaumn”, ot 22 oktabpa 2004 r. N
125-®3 "O6 apxuBHOM gene B Poccuiickonn ®eanepaummn”, [NpaBun opraHu3auum XpaHeHWUsl, KOMMEKTOBaHus,
yyeTa M UCNOMb3oBaHWs [OOKyMeHTOoB ApxuBHOro doHaa Poccuiickon ®egepaumm v Opyrvx apxXmMBHbIX
OOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpaBfeHus 1 OpraHnM3aLmsaX, yTBEPXAEHHbIX
npukasom denepansHoro apxmsHoro areHTctsa ot 31 uiona 2023 r. N 77 (nanee - MNpasuna N 77), UHCTpykumm
no cynebHoMy Oenonpon3BOACTBY B paiOHHOM cyae, yTBepXaeHHon npukasom CypebHoro genaptameHTa npu
BepxosHom Cyne Poccunckon ®eagepaunm ot 29 anpend 2003 r. N 36 (ganee - UHctpykuma N 36), UHcTpyKumm
no cynebHomy 0enonpousBoacTBY B BEPXOBHbIX Cydax pecnybnuk, KpaeBbix U 06nacTHbIX cyaax, Cyaax ropogos
degepanbHOro 3HaveHusi, cygax aBTOHOMHOW 06nacTu U aBTOHOMHBLIX OKPYroB, YTBEPXAEHHOW MpuKasom
CynebHoro genaptameHTa npu BepxosHom Cyae Poccunckon egepaumm ot 15 gekabpsa 2004 r. N 161 (ganee -
WHcTpykuma N 161), MHcTpykuum no cygebHoMy [enonpov3BOACTBY B KacCauUMOHHbIX cydax obuiew
IopuCcavKuMM, YyTBEPXOEHHONW npuka3om CypebHoro paenaptameHTa npu BepxoBHom Cyne Poccunckon
®epepaummn ot 1 oktabpa 2019 r. N 224 (panee - WHctpykuus N 224), Wdcipykumm no cyaebHomy
OenonponsBoACTBY B anenmsiuMoHHbIX cydax obLwen pucavkuum, yTBepXaeHHow npukasom CypebHoro
aenaptameHTa npu BepxoBHom Cyae Poccunckon ®epepauum ot 1 oktabps 2019 r. N 225 (ganee - HCTpykums
N 225), n gpyrnx HopmMaTUBHbIX NPABOBbLIX AKTOB.

(8 pea. MNpukasoe CynebHoro genaptameHTa npu BepxosHom Cyne P® ot 14.06.2022 N 97, o1 09.01.2024 N 1)

1.2. Hacrosiwass WVHCTpykumsa paspaboTaHa B Lensx obecrneyeHuss eOuMHOro nopsiaka opraHvM3aumm
KOMMIEKTOBAHUA, XpaHEeHWsl, y4eTa U UCMOMb30BaHWUS OOKYMEHTOB (3MEeKTPOHHbIX AOKYMEHTOB) KaCcCauMOHHbIX
CydoB o6LLen pucanKumMmn, anennsauuoHHbIX CyA0B ObLLEen IpUCOnKLMN, BEPXOBHBLIX CyA0B pecnybnuk, kpaesblx
n obnacTHbIX CydoOB, CYOOB ropofoB defeparnbHOro 3HadeHus, CyaoB aBTOHOMHOM 06nacTM M aBTOHOMHbIX
OKpYroB, pafoHHbIX, FOPOACKNX U MEXPanoHHbIX CyaoB (fanee - cyabl, Cya), a Takke onpedensieT npasuna:

COCTaBlieHnA HOMeHKnaTypbl gen cyaa,

cocTaBneHus onucen gen (onMcen aneKkTpoHHbIX aen <1>) cyaa, cyaebHbix konnernn, cyaebHbIX coCTaBoB,
CTPYKTYPHbIX NOApa3aeneHun cyaa;

<1> DnEeKTPOHHOe [eno - 3MEKTPOHHbIA JOKYMEHT WM COBOKYMHOCTb SMNEKTPOHHBLIX [JOKYMEHTOB W
MeTafaHHbIX K HAM, CDOPMMUPOBaHHbLIE B COOTBETCTBUM C HOMEHKITATYpOI Aen.
(cHocka B peq. [pukasa CygebHoro genaptameHTa npu BepxosHom Cyge P® o1 29.05.2024 N 124)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

NpoBeAEHUS IKCNEPTU3bI LLIEHHOCTM JOKYMEHTOB 1 paboTbl 9KCNEpPTHOW KOMUCCUN CYAa;
ocbopMneHust cyaebHbIX Aen U UHbIX JOKYMEHTOB K MOCINeAyoLLeMy XpaHeHIo B apxuBe cyaa;
nepepayv oen (3NeKTPOHHbIX Aer) B apxXvB CyAa;

0oTOOpa JOKYMEHTOB Ha YHUUTOXEHNE;
(B pea. MNpukasa CynebHoro agenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

BeeH1s yYeTa apXUBHbIX gen <2>;

<2> ApxMBHO€ Aeno (apXMBHbIN AOKYMEHT) - 0pOpMIEHHOE B COOTBETCTBMM C TPeOOBaHUAMUN HACTOSILLEN
WHcTpykumm geno (cyoebHoe geno, Npov3BOACTBO, maTepuan, geno obuwero AenonpousBoAacTsBa, 4eno no
NNYHOMY COCTaBy W Apyrne [OKYMEHTbl cyda), nepedaHHoe Ha XpaHeHue B apxuB cyaa, B TOM 4ucne B
3NEKTPOHHON hopme.

NPOBEPKN HaNN4YNS U COCTOSHUS apXUBHbIX AerT;
opraH13aLmmn UCMoNb30BaHNA apXMBHbIX Oer;

obecrneyeHnss COXpaHHOCTM apXMBHbIX Aen;

nepegayn apxmBHbIX AeN Ha XpaHeHWe B rocyaapCTBEHHbIN apXuB.

1.3. 3agaum 1 chyHKUMM apxvBa cyaa onpeaensioTcs NnonoXeHMeM, yTBepxaaeMbiM npeaceaarternem cyaa.

1.4. Tpukasom (pacnopsbkeHvem) npeacepjaTens cyga HasHavalTcs paboTHMKM, OTBETCTBEHHbIE 3a
paboTy apxuBa cyga.

1.5. [dencteme Hactoswen WHCTPYKUUMM He pacnpoCTpaHAEeTCs Ha OpraHu3auuio KOMMMEKTOBaHWS,
XpaHeHus, ydyeTa M UCMONb30BaHWUS OOKYMEHTOB, COAEepXalunx CBeOeHWs, COCTaBMnsloue rocyaapCTBEHHYHO
TanHy.

1.6. CornacoBaHue (YTBEpXOEHME) HOMEHKNaTypbl Aen cyda, onucen Aen, AOKYMEHTOB cyda (gmanee -
onuCb Aen), onucew 3MNeKTPOHHbIX AOKYMEHTOB WM APYrMX AOKYMEHTOB C 3KCNEPTHO-MPOBEPOYHOM KOMUCCUEN
denepanbHOro rocygapCTBEHHOIO apxvMBa WM YMOMHOMOYEHHOr0 OpraHa MCMOMHUTENbHOW Bnactn cybbekTa
Poccuickon depepaumm B obnactn apxmBHoro gena (ganee - ONK apxuBHOro ydpexaeHusi) ocyLlecTBnseTcs
Ccydamu, BbICTYNAOWMMN WUCTOYHMKAMM KOMMSIEKTOBAHUS TFOCYAapCTBEHHbIX apXMBOB, NMOO Npu HanmM4uu
COOTBETCTBYHLLENO J0r0BOPa C apXMBHBIM YUPEXOEHNEM.

Cygapbl, He BbICTynawLmne NCTOMHUKAMM KOMMIEKTOBAHNS FTOCY4apCTBEHHOMO apxuea, imbo nNpu OTCYTCTBUM
COOTBETCTBYIOLLIErO JOrOBOpPa C apXMBHbIM ydpexaeHneM yTBepXXOalT HOMEHKNaTypy Aen cyaa, onucu gen u
Opyrvue OOKYMEHTbI Cyfla CaMOCTOATENBHO.

(n. 1.6 B peq. [pukasa CynebHoro aenaptameHTa npu BepxosHom Cyae PP ot 09.01.2024 N 1)

1.7. Topsagok opraHM3aumny KOMMNEKTOBaHNS, XpPaHEeHWsl, y4eTa U UCMNOMb30BaHNS AOKYMEHTOB OKPYXXHbIX
(dbnoTCcKMX) BOEHHbIX CyO0B, FAPHU3OHHBIX BOEHHbIX CyAOB OonpedenseTcs B COOTBETCTBUM C MHCTpyKUMen no
[enonpon3BOACTBY B BOEHHbIX Cydax, yTBepaeHHou npukazom CyaebHoro genaptameHTa npu BepxoBHom
Cyne Poccuiickon ®egepauum ot 9 oktsiopsa 2014 r. N 219.

1.8. Tpn Hannunmm TEXHUYECKON BO3MOXHOCTU DOPMUPYIOTCA 3MekTpoHHble pAdena. OpraHusauums
KOMMMEKTOBAHWSA, XpaHEeHUs, y4eTa 1 NCMoMb30BaHUS SNEKTPOHHbIX e U JOKYMEHTOB CyOB OCYLLECTBNAETCH B
COOTBETCTBMU C TPpeOOBaHNAMU HacTosLLEN VIHCTPpyKLMN.

1.9. TocTtynneHne B degepanbHble cyabl OOLWEN PUCOUKUMM OOKYMEHTOB B 3JIEKTPOHHOM BuAe B
cooTBeTCTBMM C TpeboBaHuamu [lopsaaka nopjayum B depeparnbHble Cyabl OOLWEen HpucauKkuMm OOKYMEHTOB B
3NEKTPOHHOM BMAE, B TOM 4ucne B hopme SMEKTPOHHOrO OOKYMEHTa, YTBepXAeHHoro npukasom CypebHoro
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

aenaptameHTa npu BepxoBHom Cyae Poccuiickon ®epepaumm oT 27 gekabpsi 2016 r. N 251, He Brneder
0065s3aTeNbHOCTM (POPMUPOBAHMS SFIEKTPOHHOIO Aena.

1.10. KomnnektoBaHue, XpaHeHue, y4eT U UCMNOMb30BaHWE peLleHur U MaTepuanos, NOCTYNMBLUMX U3
TPeTEenCKUX CyaoB, OCYLLECTBSETCS B COOTBETCTBMU C TPEOOBaHUAMN HacTosLWEeR VIHCTPpYKLUN.

1.11. MNopsgok nepegayn apxmMBHbIX OOKYMEHTOB Ccyda B O0beOuHEHHbIA CyaeOHbIN apXMB M MOPSOoK UX
XpaHeHMs1 B TaKMX apxuBax YCTaHaBMNMBAETCA MNPUMMEPHLIM MOSIOKEHMEM O MOpsSAKE OpraHusaumm pabdoThbl
o6beaMHeHHbIX cyaebHbIX apxmBoB, yTBepXaaeMbim npukasoMm CyaebHoro genaptameHTa npu BepxosHom Cyae
Poccuiickon ®epepauuu.

(n. 1.11 BBegeH [pukazom CynebHoro nenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

2. CocTaBneHue CBOAHOM HOMEHKNaTypbl Aen, HapsaaoB
M NpoOU3BOACTB cyaa

2.1. [lokyMeHTbl, 06pa3oBaBLLMECS B NpoLiecce AeATeNbHOCTU cyaa, COCTaBNAT AOKYMEHTarnbHbIA OHA
cyna.

EovHuuen knaccudmkauum M cuctematm3auum AOKYMEHTOB (MO  CTPYKTYPHOMY, (OYHKLMOHArbHOMY,
TEMaTMYECKOMY MpuU3HaKkam W CPpOKaM XpaHeHusl, BHE 3aBUCMMOCTM OT BMAa HoOcuTens uHdopmauuun) B
OOKyMeHTanbHOM boHAe sABNaeTCa Aeno.

[ns yyeta gen, copgepXawmux OOKYMEHTbI JOKYMEHTansHoro ooHAa cyaa, CoCcTaBnsAeTca HOMeHKnaTtypa
aen cyga (npunoxenne N 2 k HacToswen MHCTpykumm).

HomeHknatypa pen cyda (manee - HOMeHKnatypa) - OMOPMIIEHHbIA B YCTaHOBMEHHOM MOpsiAKe
CMCTEMAaTU3NPOBAHHBIA NepeyYeHb 3arofioBKOB (HAMMEHOBaHWIA) cyAebHbIX Aern, HapsaoB, KHWAT U KypHaros
peructpaummn (yyeta) AOKYMEHTOB, PEECTPOB, KapToyek, 6a3 JaHHbIX, B TOM YMCIEe OOKYMEHTbI, codepxaline
CBEOEHUs1 OrpaHUYEHHOro AOCTyna, 3aBOAMMBLIX B CyAeOHbIX KOMnerusx, cyAeGHbIX cocTaBax, MOCTOSIHHbIX
cyne6HbIX MPUCYTCTBUAX, CTPYKTYPHBbIX MoapasgeneHnax cyaa, nNubo no  onpegeneHHbIM HanpaBrieHUsm
[AesiTeNbHOCTM cyda (ecnu anmapaTt cyAa COCTOMT M3 pabOTHWUKOB, 3aMeLLallmnx OTAENbHbIE AOMKHOCTU) C
yKasaHMeM CPOKOB WX XpaHEeHWs!, OTpakaloLwuii COCTaB M OpraHn3aLmio JoKyMeHTarnbHoro ooHaa cyaa.

He BkrntovaloTca B HOMEHKNaTypy nepuoamdeckue U3gaHnst, KHurn, 6poLutopsi.
(n. 2.1 B pea. [pukasa CyaebHoro genaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

2.2. HomeHknaTypa npegHasHauyeHa ONs opraHusauMu yyeTa OOKYMEHTOB B OENONpOV3BOACTBE Cyada,
TPYMNMUPOBKM UCMONTHEHHBLIX JOKYMEHTOB B [ena, Hapsiabl M NMpoM3BOACTBA, UX CUCTeMaTUsaummn, MHAeKcaummn
onpeaeneHns CPOKOB XpaHeHus.

HomeHknaTypa siBNgeTCcs OCHOBOW ANS COCTaBMeHUst onncen Aen noCTosiHHOro U BpemeHHoro (cebiwe 10
NET) cpoKa XpaHeHus, a Takke Ansa ydeTa gen BpemeHHoro (0o 10 neT) cpoka XxpaHeHus.

2.3. B cyge cocTtaBngaTCs HOMEHKNaTypbl Aen cyaebHbiX konnerumn, cyaebHbIX COCTaBOB, MOCTOSIHHbIX
cynebHbIX MPUCYTCTBUIA U CTPYKTYPHbIX nogpasaeneHun cyaa (npunoxenve N 1 k HacToswen VHCTpykuun) m
HoMeHknaTtypa cyaa (npunoxexue N 2 k HacToswen NHCTpyKumK).

(8 pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

24, Mpn  cocTaBneHMM  HOMEHKMATypbl  CrefyeT  PYKOBOACTBOBATLCA  MpoLeccyarnbHbIM
3aKOHOJATENbCTBOM, HOPMAaTUBHLIMW MPABOBLIMKW  aKTaMWM W METOAUYECKMMU [OKyMeHTamu B cdepe
opraHM3auMn [enonpovs3BoACTBa M apXMBHOMO fAena, nornoxeHnem o6 annapate cyda, MONOXEHUSIMU O
CTPYKTYPHbIX TMNOApasfeneHusix cyaa, LWTaTHbIM —pacnucaHueM, LEeNCTBYOWUM MNepeyHeM  [OKYMEHTOB,
obpasytonxcss B npouecce AesaTenbHOCTU dheaepanbHbiX CyaoB oOLIelr topucamkumm, C ykasaHWeM CpPOKOB
XpaHeHusi (ganee - MNepeyeHb JOKYMEHTOB), a Takke HOMEHKNaTypamu 3a npeaLlecTByoLme rofbl.

2.5. HomeHknatypa gen cynebHbix konnerum, cynebHblX cOCTaBoB, MOCTOSAHHbIX CyAeOHbIX MPUCYTCTBUI U
CTPYKTYPHbIX MogpasgeneHun cyga (mpunoxeHne N 1 Kk Hactoswen WHCTpykumMm) Ha odepegHon rog
cocTaBnsieTcs pabOTHMKOM, OTBETCTBEHHbIM 3a BefeHue Aerionpou3BoacTBa B cyaebHon konnernn, cyaebHom
cocTaBe, MOCTOSIHHOM CyAebHOM npUCYTCTBMM WK CTPYKTYPHOM nogpasgeneHun cyga, noanvcbiBaeTcs
COOTBETCTBYWOLLIMM Mpefceparenem cygebHom konnermu, cyaebHoro coctaBa, HayanbHUKOM CTPYKTYPHOrO
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

noapasgeneHus, MHbIM YNonHOMOYEHHbIM NpeaceaaTteneM cyaa Nnuom (B MoCTOSAHHOM cyaebHOM NpucyTCTBUN),
COrnacoBbIBaeTCA C HayarbHUKOM OTAena genonpoussoacrtsea (obuwero otgena) n paboTHUKOM, OTBETCTBEHHbBIM
3a paboTy apxvBa cyaa, U NpeAcTaBnsieTcs B OTAeN genonpouseoactea (obwwmm otgen) Ao 1 Hosi0ps Tekywero
roga.

(n. 2.5 B pea. [pukasa CyaebHoro genaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

2.6. Ha ocHoBe HOMeHknaTyp Aen cyaebGHbIX Konnerui, cyaeGHbIX COCTaBOB, MOCTOSIHHbIX CyAeOHbIX
MPUCYTCTBUA W CTPYKTYPHbIX MOApa3fdeneHnin cyga OTAenoM aenonpoussoacTBa (OOWMM OTAENoM) WK
paboTHMKOM, OTBETCTBEHHbLIM 3a BeAeHWe OenonpoussBoacTBa (ecnv anmnapaT cyda COCTOUT M3 pabOoTHMKOB,
3aMeLLarLLnX oTAeNbHbIE OOMKHOCTM), COCTaBNAETCA HOMEHKATypa Ha o4epefHON KaneHaapHbIn rod.

(8 pea. MNpukasa CynebHoro agenaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

HomeHknaTypa cocTouT M3 pas3gernioB, HauMMEHOBaHWS KOTOPbIX COOTBETCTBYHOT HauWMEHOBAHWUSIM
nogpasgeneHni cyfa, pPacrnosyioKEeHHbIX B COOTBETCTBUM CO CTPYKTypoWn cyaa, nubo m3 pasgenoB COrnacHo
HanpaBneHusaM AesTenbHOCTU cyda (ecnu annapaTt cyda COCTOMT M3 pabOTHUKOB, 3aMeLlaloLmnx OTAerbHble
OOJIMKHOCTK), pacnonoXeHHbIX C y4eTOM AENCTBYIOLLEN CXeMbl MOCTPOeHUs NepeyHs 4OKYMEHTOB.

(B pea. Mpukaza CynebHoro aenaptameHTa npu BepxosHom Cyae P® ot 14.06.2022 N 97)

2.7. HomeHknaTypa Bu3upyeTcsl paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyda, noanuchbiBaeTcst
HavanbHUMKOM OTAEena Aenonpom3BoacTBa (06Lero otaena), CornacoBbIBAETCS C 9KCNEPTHOM KOMUCCHEn cyaa U
yTBEpXaaeTcst npeacefaTenem cyaa.

OpuH pa3s B 5 neT ¢y, BbICTyNaloLWMin UCTOYHNKOM KOMMIIEKTOBAHMS rOCyapCTBEHHOIO apxmea, NMbo npu
HanMuYMM COOTBETCTBYIOLLEro 4OroBOpa COrNacoBbiBaeT HOMEHKNaTypy ¢ cooTBeTcTBytowmMm OMMK apxuBHOro
yupexaeHus.

(8 pea. MNpukasa CynebHoro agenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

2.8. HomeHknaTypa BBOAMTCA B AeNcTBME C 1 AHBaps CreayroLwero KaneHaapHoro roga.
2.9. HomeHknaTypa cocTaBngeTcs B ABYX IK3eMnnsipax:

NnepBbli  3K3EMMMAP YTBEPXKAEHHOW HOMEHKNATypbl SIBNSIETCS AOKYMEHTOM MOCTOSIHHOTO XpaHeHus,
nomMeLLaeTcs B OTAENbHOE AENo M BKMYaeTCsl B HOMEHKNAaTypy B pa3den oTaena genonpoussoctea (obLuero
oTgena);

BTOpOVI 3K3eMnnap nepegaeTcda B apxmB Cyga B Ka4eCcTBe y4ETHOIro JOKyMeHTa.

B cyaax, BbICTyNnakwWwnx WUCTOYHUKOM KOMMIIEKTOBaHUA TroCydapCTBEHHOro apxuea, WM nNpu Hanlnndmu
COOTBETCTBYHOLLEro aoroeopa C apxmBHbIM y4ypexaeHnem HOMEHKNnaTtypa COCTaBIIAETCA B TpeX 3K3emMnndapax,
TpeTI/II‘/'I 9K3eMnnaAp nepenaeTcd B COOTBeTCTByPOLLI,VIIZ Focy,D,apCTBeHHbIVI apxXuB, apxXnBHOE y4ypexneHune.

B kauyectBe pabouyero ak3emnnsapa B otaene enonpomsBoacTBa (0Owem oThene) Mcnonb3yeTcsa Konus
yTBEPXAEHHOW HOMEHKNaTypbl.

HomeHknaTypa Ha oyepegHon rog paccbinaetcs B cyaebHble konnerun, cyaebHble cocTaBbl, MOCTOSAHHbIE
cynebHble MpUCYTCTBUSA, CTPYKTYpHbIe MNOApasfeneHns cyda B SMEeKTPOHHOM Buae WnvM B BMOE KOMUN
COOTBETCTBYIOLUMX pasfenos Ha 6ymMaxxHOM HocuTene.

(n. 2.9 B pea. [pukasa CyaebHoro genaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

2.10. yTBep)K,D,eHHbIIZ 3K3eMMIAp HOMEeHKNaTypbl ABNAETCA JOKYMEHTOM NOCTOAHHOIO XpaHeHus.

2.11. YTOYHEHUA B 3arofoBKM AeNn W HOBble 3arosfioBkM Aen, He MNpeayCMOTPEHHble YTBEPXAEHHON
HOMEHKMNaTypon, BHOCATCHA B COOTBETCTBYIOLLME pa3aeribl HOMeHKNaTypbl. HoBble 3aronoBku Aen BKM4YalTcs B
NpenycCMOTPEHHbIE AN 3TOro pe3epBHbIE HOMEpA.

Mo 3aBeplieHnn roga AaHHble 00 M3MEHEHUSX U OOMOMHEHMUSX, BHECEHHbLIX B pa3aeribl HOMEHKNaTypsbl,
BMECTE C UTOrOBbIMM 3aMMUCSMN O KaTEropusix U KONM4ecTBe Aer, 3aBefeHHbIX B cyaebHon konnermun, cygedHom
COCTaBe, NOCTOSIHHOM CyAeBHOM NPUCYTCTBUM, CTPYKTYPHOM MOApasdeneHun cyaa B TeHeHWe rofa, nepegarTcs
B OTAen genonpoussoacTaa (06w otaen).
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oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

Otoenom pgenonpousBoacTBa (OOLWMM OTAENOM) Ha OCHOBE MOJTYYEHHbIX AaHHbIX 006 M3MEHEeHUsX u
OOMNOJTHEHNAX, BHECEHHbIX B pa3fesfibl HOMEHKNaTypbl, rOTOBUTCA OOMNOJfIHEHME K HOMEHKINaTtype, B KOTOPOM
nocnegoBarteslibHO B COOTBETCTBMM C  pasderniaMm  HOMEHKNaTypbl YKa3blBalOTCA 3arosyioBkM gen, He
NpeayCMOTPEHHbIE YTBEPXKOEHHBIM 3K3EMMNSPOM HOMEHKIATYpPbI.

[ononHeHne K yTBEpPXAEHHOW HOMEHKNaType MoANUCLIBAeTCs HayanbHUKOM OTherna Aenonpov3BoAacTBa
(obwero otagena), BusMpyeTcd pabOTHUMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa Cyda, COrfacoBblBaeTCs
3KCMepTHOWM KOMUCCHEN CyAa 1 yTBepxaaeTcsa npeacedaTenemM cyaa, nocrne Yero BMECTe C MTOTOBOW 3anmcblo O
KaTeropusix 1 KonuyecTBe [en, 3aBefeHHblXx B Cyde B TeyeHue roga, npuobliaeTca K yTBepKOEHHOMY
3K3eMMMsipy HOMEHKMATYpbI.

Pabouunii ak3emMnnsap HOMEHKNaTypbl XpaHUTCA B OTAeNe OenonponsBoacTea (obwem otaene) oo tex nop,
noka Ha gerna, copMMpoBaHHbIE B COOTBETCTBUM C HOMEHKNATYpoun Aen, He ByayT CoCTaBneHbl onucuK aen.
(n. 2.11 B pegn. [pukasa CyaebHoro genaptameHTta npu BepxosHom Cyane P® ot 09.01.2024 N 1)

2.12. B cny4ae uameHeHus1 CTPYKTypbl cyaa (ynpasgHeHune, peopraHm3aums CTPYKTYPHOro noapasaerneHus
cyda, CO3[aHMe HOBOro CTPYKTYPHOrO MogpasfdeneHus cyga) HOMeHKnaTypa COCTaBnseTcs  3aHOoBO,
COrnacoBbIBAeTCA C 9KCMEepTHOM komuccuen cyga, OlK apxvMBHOro yypexgeHus W yTBepxaaeTtcs
npeacepaTtenem cyaa.

HomeHknaTypa pgen BHOBb CO34aHHOMO CTPYKTYPHOrO noapasgeneHus cyga paspabartbiBaetcs U
npeacrtaensieTcs paboTHMKOM, OTBETCTBEHHbIM 3a BeAeHue Aeronpou3BoACTBa B CTPYKTYPHOM NodpasgeneHnu,
B oTAen Aenonpowussogctsa (obwun otaen) unm paboTHMKY, OTBETCTBEHHOMY 3a BedeHue OenonpoussBoacTsa
cyda (ecnu annapat cyga COCTOUT 13 paboTHUKOB, 3aMeLLaloLwmnx oTAeNbHbIE AOMMKHOCTH), B MECSIHHbBINA CPOK.

B uHbIX cnyyasx (K npymepy, M3aMeHeHne CPOKOB XPaHEeHUS OOKYMEHTOB HOBbIM [lepevyHeM AOKYMEHTOB U
Apyroe) NoBTOPHOE cornacoBaHune NnpoekTa HomeHknaTypbl ¢ OMNK apxnBHOro yypexageHus He TpebyeTcs.
(n. 2.12 B peg. [pukasa CyaebHoro genaptameHTta npu BepxosHom Cyne P® ot 09.01.2024 N 1)

2.13. I'padbl HOMEHKNaTypbl 3aMNOMHATCS CreayLWwmm odpas3om.

2.13.1. B rpadbe 1 (nHAeKkc gena) HOMeHKNaTypbl NPOCTaBNATCA MHOEKChI KaXaoro aena, BKIHOYEHHOMO B
HoMeHKknaTypy. VIHOekc aena COCTOMT M3 YCTaHOBMEHHOrO B CyAe LMGPOBOro unu GykBeHHOro obo3HayveHus
cynebHon konnernu, cyaebHoro coctasa, NOCTOSHHOIO cyaebHOro NpUCYTCTBUSA, CTPYKTYPHOro NogpasaeneHus,
HanpaBneHuss OeATenbHOCTM cyda (ecnu annapaT cyga COCTOUT M3 pabOoTHMKOB, 3aMeLLalolwmx OTAeNbHble
OOMMKHOCTN) M MOPSAKOBOTO HOMepa 3arofioBka gena no HOMeHKnatype B npegenax cygebHom konneruu,
cynebHoro cocraBa, MOCTOSIHHOIO CyAeOHOro MpUCYTCTBUS, CTPYKTYPHOrO NoapasferieHust Uiy HanpasneHus
OedTenbHOCTU cyda (ecnu annapaTt cyda COCTOUT u3 pabOoTHWUKOB, 3aMeLlalolmnxX OTAENbHble AOMMKHOCTW).
MHpekcbl gen obosHadvatoTcs apabckumm umdppamu. Hanpumep: 02-03, rge 02 - MHOEKC CTPYKTYpPHOro
nogpasgenexus, 03 - NopsiAKOBbIV HOMEpP 3arofioBka Aeria No HOMeEHKNaType.

(nn. 2.13.1 B pea. [Npukasa CynebHoro aenaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

2.13.2. B rpady 2 HOMEHKNaTypbl BKMOYAKTCA 3arofloBKM Aen (TOMOB), KOTOpble OTpaxakT OCHOBHOE
cofepXaHue 1 coctaB JOKYMEHTOB Aena.

Mopsiaok pacnonoXeHWst 3arofIOBKOB e BHYTPU pa3ferioB v noapasaesioB HOMEHKNATypbl onpeaensieTcs
CTeneHbio BaXHOCTM JOKYMEHTOB, COCTaBMALIMX Aena, U X B3aMMOCBSA3bI0.

BHavane pacnonararoTca 3arosyioBkun aen, coaepxalwimne OpraHn3aumoHHO-pacnopAanTerbHYH
OOKyMeHTauulto. Hanee pacnonararTca 3arosioBk1 e, cogepxxatline niaHoBblie 1 OTYETHbIE JOKYMEHTDI.

3aronoBok Aena AOIMKeH oTpaxaTtb NpusHak (Mpu3Haku), No KOTopomy(biM) OHO CCHOPMUPOBAHO:

HOMMWHanbHbIA - Ha3BaHWe BUAa Aena (nepenucka, XypHan, Aeno) unvM Buaa OOKYMEHTOB, BKMOYEHHbIX B
aeno (MpoToKosibl, NPUKasbl);

aBTOPCKUI - HAUMEHOBaHWE NOCTOSIHHO AENCTBYIOLLLErO UMM BPEMEHHOrO opraHa, AOMKHOCTHOrO Uy UHOro
nunua, co3aaBLUnX JOKYMEHT(bI);
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(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

KOPPECMNOHAEHTCKUIA - HauMeHOBaHWe OpraHv3auuv, nvua, KOTOPOMY afpecoBaHbl UM OT KOTOPOro
NonyYeHbl OKYMEHTbI;

NPeAMETHO-BOMPOCHBIN - KpaTKoe cofepXaHue JOKYMEHTOB [ena;
XPOHOMOrMyecknii - gata (nepuog), kK KOTOpon(omy) OTHOCSTCS LOKYMEHTbI Aena;
reorpacpmyeckunin - Ha3aBaHWe MECTHOCTU (TEPPUTOPUN), C KOTOPOK CBA3AHO COAEPXKaHNE OOKYMEHTOB Aena;

ykasaHue Ha KOMMNHOCTb JOKYMEHTOB Aena.
(8 pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

He ponyckaeTcs Mcnonb3oBaHWe HaMMEHOBaHWUIA 3arofloBKOB [ef, KOTOpble HE OTpaXalT COAepKaHue U
COCTaB AOKYMEHTOB Aen (Hanpumep: pasHble maTepuanbl, obwas nepenMcka M Tomy MogoOHoe), a Takke
BBOAHbLIX CINOB N CITOXXHbIX CUHTaKCU4YeCKNX 060pOTOB.

B saronoekax [Oen, codepXalMX [OOKYMEHTbl MO OJHOMY BOMPOCY, HO HE CBA3aAHHbIX
rnocneaoBaTenbHOCTLIO AEMONPON3BOACTBA, B KaYeCcTBe Buaa Aena ynotpebnsetcs TepMUH "OOKYMEHTbI", a B
KOHLIe 3arofioBka B CKOBKax YKasblBalOTCA OCHOBHbIE PA3HOBUOHOCTU [OKYMEHTOB, KOTOPble AOMKHbI BbiTh B
gene.

TepMuH "OOKYMEHTBI" NPUMEHSIETCS Takke B 3arofioBkax Aen, coaepXallmx AOKYMEHTbI (CrpaBKu, OTYeThI,
nepenucky 1 npoyee), ABNSIOWMNECS NPUIOKEHUAMN K KAKOMY-ITMBO JOKYMEHTY.

Ecnn pgeno coctont M3 HeCKONbKUMX TOMOB, TO COCTaBndeTcs oOLiMiA 3aronoBOK fena, a 3atemMm npu
HeOOXO4MMOCTIN COCTaBIAOTCS 3arofoBKN KaXK4oro ToMa, YTOUHSIHOLLME COAepKaHue 3aronoBka gena.

3aronoBku gen no Bomnpocam, He paspelleHHbIM B TEYeHWe OOHOro roga, sIBfsTCA "nepexogawmmmn” um
BHOCATCHA B HOMEHKNATYpy Cyda CreaytoLlero roga ¢ TeM XXe MHOEKCOM C MpoCTaBfeHMEM COOTBETCTBYIOLLEN
oTMeTKM B rpadpe "MNpumedaHue".

Mpw BKITHOYEHUN 3arofTIOBKOB ANIEKTPOHHbIX A€M B HOMEHKNAaTypy MHOEKChl 3IEKTPOHHOIO Aerna 1 3arofoBKu
3MEKTPOHHbIX AEN COCTaBMAKTCHA MO TEM Xe MpaBuiaM, YTO M UHAEKCbl M 3arofioBkU Aern C JOKYMeHTaMu Ha
OymaXKHOM HocuTene.

B 3aronoBkax fen, cogepXalimMx [AOKYMEHTbl OrpaHMYeHHOro A0CTyna, B HOMEHKNaType NpocTaBnsieTcs
cooTBeTCTBYOWasa otmeTka ("Onsa cnyxebHoro nonb3osanua”, "OCM").
(ab3au BBeaeH [Npukaszom CyaebHoro genaptameHTa npu BepxoeHom Cyge PP ot 09.01.2024 N 1)

2.13.3. B rpade 3 HOMeHKknaTypbl MO OKOHYaAHUW KaneHOapHOro roja YKa3sblBaeTCsl KONMM4ecTBO
3aBefeHHbIX Aen (ToOMOoB).

2.13.4. B rpacbe 4 HOMeHKNaTypbl YKasblBalOTCA CPOK XpaHeHus Aerl, Homepa cTaTen, YCTaHOBMEHHbIX
[MepevyHem JOKYMEHTOB.

COKpaLLI,eHI/IFI CPOKOB XpaHeHUA, yCTaHOBJIE€HHbIX D,eVICTBYIOU.lVIM I'Iepel-lHeM LOOKYMEHTOB, HE OOMNyCKaeTCA.

2.13.5. B rpadhe 5 B TeyeHMe BCEro cpoka AeViCTBUS HOMEHKIaTypbl NPOCTaBNSATCA OTMETKM O BeAeHUU
Aen B 3reKTPOHHOM BuAe, 0 nepexogsLmx aenax, o BbideneHun gen K yHUYTOXEHUIO 1 Apyroe.

2.13.6. 3anonHeHne rpad HOMEHKNAaTypbl No cyaebHbIM Aenam OoCcyLLeCTBSeTCS No o0WMM npasunam.
(8 pen. MNpukasa CypnebHoro aenaptameHTa npy BepxosHom Cyae PO ot 09.01.2024 N 1)

Fpaq:)a 2 3anonHsieTcss B COOTBETCTBMM C HaAMMEHOBaHMAMU BWOOB OOKYMEHTOB, MnpeayCMOTPEHHbIX
I'Iepet-lHeM OOKYMEHTOB, 0e3 BKIMoYeHUs B HOMEHKITaTypy HOMepPOB KOHKPETHbIX Cyﬂ,EGHbIX aern.

2.14. To 3aBeplieHUn kanengapHoro roga (oo 1 cheBpansa cnepytoulero roga) cyaebHble konneruu,
cynebHble cocTaBbl, MOCTOSIHHbIE CyAeOHble NPUCYTCTBUS, CTPYKTYPHbIE NoapasgeneHns oopmIsiioT UTOroBYHO
3anncb K HOMEHKNaType e, B KOTOPYH BHOCHATCS CBEAEHUS O KONMMYECTBE 3aBEAEHHbIX OeNl C y4eToMm
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

KonvdecTtBa TOMOB (rpacba 3 HOMeEHKNaTypbl Aer), OTAENbHO MOCTOSAHHOTO M BPEMEHHbLIX CPOKOB XPaHEHWs,
BPEMEHHbIX CPOKOB XpaHeHusi ¢ oTmeTkon "OINK" n nepexogsawmx. MItoroeasa 3anvcb AONOMAHSETCS AaHHbIMU O
KONMMYeCTBE 3MEKTPOHHLIX AefT COOTBETCTBYHOLLUX CPOKOB XpaHEHUS.

[Hanee aTu cBegeHus nepegatoTcs B 0TAeN Aenonponssoactaa (00Lwumii otaen) Ansg cocTaBneHns MTOroBow
3anmcu K HoMeHknartype.

CeepgeHus, cogepxalmecs B MTOrOBOM 3anmMcy HOMEHKNATYpbl, nepeaatTcst paboTHNMKY, OTBETCTBEHHOMY
3a paboTy apxmBa, 0 YeM B HOMEHKNaType NpOoCTaBnsieTCs OTMETKa C yKa3aHWeM OOSPKHOCTU U noanmcu nuua,
nepeaaBsLUEro CBeAeHUs.

(n. 2.14 B pepn. [pukasa CyaebHoro genaptameHTta npu BepxosHom Cyane P® ot 09.01.2024 N 1)
3. CocTaBneHue onucen gen (onucemn aNeKTPOHHbIX gen)
CyAeOHbIX Konnernm, cyaebHbIX COCTaBOB, NOCTOAHHbIX CYAEeOHbIX
NPUCYTCTBUN, CTPYKTYPHbIX NoapasaenieHni cyaa U CBOAHbIX
onucen gen cyaa

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

3.1. Onuce gen (onMcb 3NEKTPOHHbLIX AOKYMEHTOB) - 3TO apXMBHbIVA CNPaBOYHMK, NpeacTaBnsaoLwmn cobon
CMCTEMaTU3MPOBAaHHbBIN NepeyeHb 3arofoBKOB AeNn U NpefHas3HavYeHHbIN Ans packpbiTUSA cocTaBa U cogepxaHus
en, 3aKpenfieHns Nx cuctemaTtusaumm BHYTPU JOKYMEHTanbHOro hoHaa n nx yyeta.

Onwuce gen (onncb aNeKTPOHHbIX 4OKYMEHTOB) COCTaBMASETCH Ha OCHOBE HOMEHKNaTypbl.

O6bekTOM onucaHnsa B onncy Aen (On1McKu areKTPOHHBIX JOKYMEHTOB) ABNSETCA AeN0 (SNeKTPOHHOE AeN0).

3.2. Onucn pgen, onucu pen cyaebHbix Komnnernn, cyaebHbIX COCTaABOB, MOCTOSIHHBIX CyAebHbIX
NMPUCYTCTBUW, CTPYKTYPHbIX noapasgenexnun (npunoxenua N 3, 4, 5, 6, 7, 8 k HacTtoswen WHCTpyKumn)
COCTaBNSATCA OTAENbHO Ha:

YronoBHbIE Aena NOCTOSHHOIO XPaHEHUS;

rpaxgaHckue gerna noCTossHHOIO XpaHeHwus;

agMVHUCTPaTUBHbIE Aerna NOCTOSHHOIO XpaHEeHWs;

Aena obLuero 4enonpor3BoacTBa NOCTOSAHHOIO XPaHEHUS;

YronoBHbIE Aena BpeMeHHbIX (cBbilwe 10 neT) CpoKoB XpaHEHUS;

rpaxgaHckue gena BpeMeHHbIX (cbile 10 NeT) CpoKoB XpaHeHUs;

agMVHUCTpaTUBHbIE Aerna BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHEHWs;

Aena obLero Aenonpor3BoacTBa BpeMeHHbIX (CBbille 10 neT) CPoKoB XpaHEeHUS;

Aena no nMYyHoMy cocTaBy.

AHarnornyHble onMcK CoCTaBNSIOTCA Ha 3NEKTPOHHbIE Aena.

3.3. Ha cynebHble gena BpemeHHbIX (0o 10 neT) CpoKOB XpaHEHWUs ONUCKU Aen BeayTCsl B SNIEKTPOHHOM
BMae paboTHMKOM, OTBETCTBEHHbIM 3a BeAeHune Oenonpou3BOACTBa B cyaebHon konnernn, cyaebHom cocTase,
NOCTOSAHHOM CyAeBOHOM NPUCYTCTBUN, CTPYKTYPHOM NoapasferieHnm.

B cnyyae nepegauv Ha XxpaHeHue B apxuB cyda Aen BpemeHHbiX (4o 10 neT) cpokoB xpaHeHus (B

COOTBETCTBMM C MYHKTOM 7.5 Hactosilen VHCTpyKumm), onucu Oen B 3NeKTPOHHOM BuUAE BeOyTCsl Takke Ha
apyrve gena BpemeHHbIx (4o 10 neT) CpokoB XpaHeHus.
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

Mpn yHN4YTOXEHUN Takux gen B rpade "lMpumevaHmne” onnucu NpocTaBnsSeTCa COOTBETCTBYOLWAA OTMETKa
CO CCbIJIKOM Ha akT 06 yHU4TOXEeHUM gena.

3.4. Onucu pen cyaebHbIX Konnervn, cygebHbIX COCTaBOB, MOCTOSIHHBLIX CyAeOHbIX NPUCYTCTBUW,
CTPYKTYPHbIX NoApasferneHnii cyga CoCTaBnsTCs No ycTaHoBneHHon dopme (npunoxenns N 3, 4 k HacTosLwewn
MHCTpyKUMM) B OBYX 3K3EeMNNsSpax U NpeacTaBrisioTCs B apxXuB Cyda He NO3dHEee Yem yepes LeCTb MecsueB
nocne 3aBepLUeHNs Aen B Aen0onpon3BOACTBE.

Mepenaya pJen nOCTOsSIHHOrO WU BpemeHHoro (cebiwe 10 NeT) CpPOKOB XpaHEHUs B apxvMB cyaa
OCyLLEeCTBMSAETCA MO OnuMcaM fgen cyaebHbiXx Konnerun, cynebHbIX COCTaBOB, MOCTOSHHbLIX CyAEOHbIX
NPUCYTCTBUI, CTPYKTYPHbIX noapasaeneHui (npunoxenusa N 3, 4 k HacTosawen MIHCTpykumn).

3.5. Mpu coctaeneHun onucu Oen cyaebHbiX Konneruin, cyaebHbIX COCTaBOB, MOCTOSIHHbIX CyAe6HbIX
NPUCYTCTBUIA, CTPYKTYPHbIX NodpasaeneHuin cyaa cobniogatoTcs cnegyrowmne TpeboBaHus:

3aronoBKu Oen BHOCATCA B OMUCH MOMHOCTLIO;
Kakgoe [eno, ToM BHOCUTCS B OMUCh Mo CaMOCTOATENbHbIM NOPSAKOBLIM HOMEPOM;
rpadbl ONUCK 3aMonHATCA B COOTBETCTBUM CO CBEAEHUSIMU, KOTOPbIE BbIHECEHbI HAa OBMOXKY Aena;

rpaca onucu "TpumedaHue" ucnonb3lyetcss AN OTMETOK O npueme (nepepadve) peri, 0COOEHHOCTSX
hU3MYECKOrO COCTOSHMSA, O HANUYMKN KOMUNA.

B koHue onucu gen 3a nocnegHen onucaTenbHOW CTaTben 3anoriHAeTCs MTOroBasi 3anucb, B KOTOPOW
yKasblBaloTcs (Unpamm 1 nponucebio) KONMYecTBo Aer, NepBbin U NocneaHnn HoMepa Aen no onucu gen, a
Takke oroBapvBaloTCsl 0COOEHHOCTU HyMepaLun en B ONMCcK (Hanuume NIMTEPHbLIX U NPONYLLEHHbIX HOMEPOB).

3.6. lMepen BHeceHMem 3arofioBKOB Aen B OnNUCKM Aen cyfebHbix Konnernn, cyaebHbiX COCTaBoOB,
MOCTOSIHHBLIX CyAebHbIX MPUCYTCTBUW, CTPYKTYPHbIX nodpasgeneHvi cyja paboTHuKamu, OTBETCTBEHHbIMU 3a
BeeHe [Oenonpou3BoAcTBa, NPOBEPSIOTCA kavyecTBO OpMMpoBaHUS U odopMneHns aen, cooTBeTcTBUE
KonuyecTBa Aern, BHOCUMbIX B ONKUCh, KONMYECTBY 3aBeAEHHbIX AeN N0 HOMEHKIaTYype.

|_|pl/l npocMoOTpe Aen NpoBepAldTCA: COOTBETCTBME 3arosfioBka Aena coaepXXaHui OOKYMEHTOB B Aene;
npaBuUIbHOCTb Oq.)OpMJ'IeHI/IH N rpynnmpoBKN LOOKYMEHTOB, BKIMOYEHHbIX B AeJ10; Ka4dyeCTBO NoALUMBKUA WUINKU
nepenneta gena; npasuiibHOCTb Hymepauun nucTtoB pnena; Hanun4dne B pene BHyTpeHHeI7I onucn pgena um
npaBuUbHOCTb €€ COCTaBlEHUA, MNPaBUITIbHOCTb OCbOpMﬂeHVIS'-I 00noXkn Aena; Hanuyune wu npaBuUbHOCTb
JINCTa-3aBeputend.

[Mpu oBHapyXeHUn HapyLIEeHUs YCTaHOBMEHHbIX NpaBuil (hopMupoBaHns 1 opopMIeHNs Aen OHW SOSKHbI
ObITb YCTpaHeHbl paboTHMKaMK, OTBETCTBEHHbIMW 3@ BefileHVe Aenonpon3BoaACTBa.

3.7. B cny4yae o6HapyxeHuss OTCYyTCTBUS [Oefl, 3aBeAEHHbIX B COOTBETCTBMM C HOMEHKaTypon,
paboTHMKOM, OTBETCTBEHHbIM 3a BedeHue Aenonpou3BoacTBa B cydebHow konnernn, cyaebHom cocTase,
NMOCTOSIHHOM CyAeOHOM MNPUCYTCTBUM UMM CTPYKTYPHOM MoApasdeneHun cyga, NpUHUMAaloTcs Mepbl no MX
po3bicky. OBHapyxeHHble Aena BK4YaTcsa B ONUCh Aer.

Ecnu npuHaTble Mepbl He Aanu pe3ynbTaToB, TO HA HEOOHapy>KeHHble Aena cocTaBnsaeTcs akT ob ytpare
OOKYMEHTOB B NPOW3BOMbHOW (OpMe, KOTOPbIA MNOoAMNMUChbIBAETCA HadvarbHUKOM oTAena nernonpons3BOACTBa
(obwero otpena) u npepcepatenem cyoebHon konnernn, cynebHOro cocrtaBa, YMNOSTHOMOYEHHbLIM JIMLIOM
MOCTOSIHHOrO cyAeBHOro NPMCYTCTBUSA, Ha4YanbHUKOM CTPYKTYpPHOro nogpasgeneHus cypa. [lanee akt ob ytpate
OOKYMEHTOB yTBEpXAaeTcs npefacedatenem cyga v nepegaeTcs BMecTe C onucbio Aen cyaebHon konneruu,
cygebHoro coctaBa, MOCTOSHHOrO cyaebHOro npucyTCTBMSA, CTPYKTYPHOro noapasgeneHus cyaa paboTHuKy,
OTBETCTBEHHOMY 3a paboTy apxuBa cyaa.

3.8. Onucun gen, onucu aNeKTPOHHbIX JOKYMEHTOB (rofoBble pa3fenbl onucen Aer, onnucen 3neKTPOHHbIX
aokymeHToB) (Mpunoxexus N 5, 6, 7, 8 k HacToswen VHCTpyKummM) cocTaBnstoTcs paboTHUKOM, OTBETCTBEHHBIM
3a paboTy apxvBa cyga, Ha OCHOBaHWM OMWCEN Oef, ONMUCEN 3NEKTPOHHbIX AOKYMEHTOB CyAebHbIX Konnerun,
cynebHbIX COCTaBOB, MOCTOSIHHLIX CyAeOHbIX NPUCYTCTBUIN U CTPYKTYPHbIX NOApa3aeneHnii cyaa.
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"06 yTBepxaeHun MHCTpyKUMH O...

(B pea. Mpukaza CynebHoro aenaptameHTa npu BepxosHom Cyae P® ot 29.05.2024 N 124)

3.9. MNepBomy rofoBoMy pasgeny OnucKU [Oen npuceamBaeTcsl HOMep OnMcuM No NUCTy boHAda, Bce
nocrneayoLie roqosble pasaenbl YUCNATCS 3a AaHHLIM HOMEPOM A0 3aBepPLLEHUS ONUCK.

He ponyckaeTcsa NpucBOeHne onncsaM Aen O4MHAKOBbIX YYETHbIX HOMEPOB B Npedenax OgHoro oHaa.

3.10. Ecnn onuck gen coctouT M3 HECKOSbKMX rofoBbIX pa3fenios, TOMOB, MTOrOBas 3anncb COCTaBnsieTcs
K Kaxgomy rogoBomy pasgeny, Tomy. K kaxgomy nocneayrowemy rogoBoMmy pasgeny, TOMy B HapacTtawolem
nopsiike COCTaBMsieTcs CBOAHAs UTOroBasi 3anmuchb.

logoBble pasaenbl, eCrni OHU He ABNAKTCA 3aKOHYEHHOWM OMUCHIO, HE NMOALUNBAKOTCS U HE nepenneTarTCcA.

3.11. 3akoH4eHHast onucb gen Ha OymaXHOM HocuTene [OIbkHa BKMYaTb He Oonee 9999 epumHuL
XpaHeHus1.

3akoH4YeHHas onucb aen BMecTe C TUTYINbHbIM JINCTOM N CNpaBOYHbIM annapaTtoM K Hewn 3akno4vaeTcsa B
TBEpayr O6J'IO)KKy, HyMepyeTCda U noawnBaeTcAa Unm nepenrnetaeTca.

Kaxkgas 3akoH4YeHHasi onuch Aer, Kaxabli TOM OnncK gen OOMKHbI UMETb NINCT-3aBEPUTENb.

3.12. B cnpaBo4HbIN annapaT K onucu Aen BXOAAT: TUTYMbHbIA MUCT; NepevyeHb nepeumMeHoBaHui cyaa
(ecnn nHdopMaLmMsa 0 NepeuMeHOBaHNN HE COOEPXKNUTCS B TUTYSIBHOM NIMCTE ONWUCK), coaepXaHue (ornasrneHue);
NpeaucrnoBme; CMMCOK COKPaLLEHWIA; yKasaTenu K onucu (NpeameTHbIA, UMEHHON, reorpadouyeckon).

3.13. Ha TutynsHOM nucTe onucu gen ykasbiBaloTCs:

MOfMHOE HaMMEHOBaHWE TroCyJapCTBEHHONO apxuBa (ecnu  cyd  BbICTYNaeT €ero  UCTOYHMKOM
KOMMJIEKTOBAHWS);

nonHoe HaMMeHoBaHve cyaa;
HOMEpP apXMBHOro YOHAA;

HOMEP U Ha3BaHWe Onucy;

KpanHue gaTbl BHECEHHbIX B OMWUCb €AMHUL, XPaHEHUS.

HanmeHoBaHWe cyna ykasbiBaeTCcsi No nocnegHemy rogy BKIHOYEHUs LOKYMEHTOB B ONUCH Aen.

3.14. B npeaucrnoBum K onNMcU Oen yKasblBalOTCA CBEOEHMS B XPOHOMOMMYECKMX pamMKax KpanHux aaT
eaNHNL XpaHeHuda, BKIKYEHHbIX B OMNMUCb:

06 M3MeHeHUsIX B HaMMEHOBaHUM cyaa;

0 CTPYKType CyAa;

06 0coBeHHOCTSAX 0hOpMIIEHNS U DOPMUPOBAHUS OEr, ONUCaHMS U CUCTeMaTU3aLMmn 3arofloBKOB Jert;
0 CofepXXaHuu 1 NonHoTe Aern;

0 HanMiMm N OCOBEHHOCTAX WH(POPMALMOHHBIX cucTem, 6a3 AaHHbIX, UCMoNb3yemblX Ans paboTbl C
3MEeKTPOHHBLIMU JOKYMEHTaMU, PErnCTPaLMOHHO-YYETHBIMM dopMaMmn Aen U JOKYMEHTOB U obpasamu (CkaHamu)
Oen 1 I0KYMEHTOB.

3.15. B cnyyae oGHapyXeHUs1 HOBbIX [erl, He BHEeCeHHbIX B onucK Aen cyaebHoi konneruu, cyneGHoro
cocTaBa, NOCTOSIHHOro cyeGHOro MPUCYTCTBUA UMW CTPYKTYPHOIO NoapasierneHus cyaa unv onucy gen, Takve
[ena BHOCSTCS B yKa3aHHble ONvcK Nofd NUTEPHLIMU HOMEpaMU.

BHeceHne wun3meHeHW B rogoBble pasgensl onucu gen nocne wux yteepxaeHus O3lMK apxueHoro
yupexgeHus unv rocyaapcTBEHHOrO apxuBa [OMyCcKaeTCs TOMbKO Ha OCHOBAHMU COOTBETCTBYIOLUMX peLUeHUin
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"06 yTBepxaeHun MHCTpyKUMH O...

akcnepTHon komucecum cyaa u MK apxmBHOro yupexaeHus (rocyaapcTBEHHOro apxmsa).

3.16. Onucun gen (rogoBble pasgernbl ON1cen) NOCTOSTHHOTO XpaHeHUs, BpeMeHHbIX (cBbiwe 10 neT) cpokos
XpaHeHus1, onucen aen no fIMYHOMY COCTaBY COMNacOBbLIBAKOTCS C SKCMEPTHOW KOMUCCUEN cyaa.

3.17. CornacoBaHHble 3KCMEPTHOW KOMMUCCMEW cyda onucu gen (rogoBble pasfernbl OnNucent), ecnu cyq
BbICTYNaeT WUCTOYHMKOM KOMMIEKTOBAHUSI rOCYyAapCTBEHHOIO apxmBa, NMOO MpW HanuuMmM COOTBETCTBYIOLLIErO

[JOroBopa C apXuBHbIM y4pexaeHneM, NpeacTaBnsalTCa Ha yTBepXxaeHue cooTBeTcTBytowen OMNK apxvMBHOro
yUYpexXaeHus.

Onucm gen (rogoBble pasaenbl ONUCE) HaNpaBnsloTCs B YETLIPEX 3K3eMMNIsipax Ha BymaxxHOM HocuTene u
OOHOM 3K3eMMsipe B SMEKTPOHHOM BWAe B pedakTMpyeMom chopmaTte He nosgHee 4em uepe3 3 roda nocre
3aBepLUEHUs [en B AeNONPOM3BOACTBE.

3.18. I'Iepep, HanpasneHnem onucen gen Ha yTBEpPXOEeHNE NpOoBEPAETCA Hann4dme aer, BKIOYEeHHbIX B 3TU
onucu.

3.19. lMNocne yTBepxaeHua onucen gen (rogoBbix pasgenos onucen) OMNK apXuBHOMO yypexgeHus OHM
yTBEpXAaloTCA NpeacenarenemM cyaa.

4. dKkcnepTu3a LLEHHOCTU [OKYMEHTOB. 3agauun U OyHKLUM
3KCNEepTHOM KOMUCCUM cyaa

(8 pea. MNpukasa CynebHoro aenaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

4.1. TlpegMeToM 3KCMEpTM3bl LEHHOCTU [OKYMEHTOB (damee - 9KcnepTusda LEHHOCTU) sBNseTcs
onpegeneHne COOTBETCTBUSA [LOKYMeHTa W (UnM) OOKYMEHTOB KpuUTeEpusiM ero (uMx) LEHHOCTM B LEensiX
onpefeneHns cpoka xpaHeHus n otbopa AOKYMeHTa U (UNnn) AOKYMEHTOB ANS BKIHOYEHMS B cOCTaB APXMBHOIO
doHoa Poccuiickon ®egepaumn UNUM BbiAENEHUS K YHUYTOXEHUIO MO MCTEYEHUW YCTaHOBIIEHHOro Ccpoka
XpaHeHust.

OOBEKTOM 3KCNEPTU3bI LEHHOCTN SABMAETCA OKYMEHT U (UIN) OOKYMEHTHI.

SKcnemesa LEeHHOCTN NpoBOOAUTCA Ha OCHOBaHWUW NMPUHLUMNOB UCTOPM3MA, CUCTEMHOCTU N LIeNTOCTHOCTU
nyTemM KOMMJIEKCHOro npuMeHeHuna cnenyrumnx KoutTepnes:

NPOUCXOXAEHMS (3HAYMMOCTb BbINOMHAEMbIX CyA0M PYHKLMIA, BPEMS 1 MECTO 06pa3oBaHUs JOKYMEHTA);

coepXaHus (3HaYeHne MMetoLLEelica B JOKYMeHTe MHpopMaLmMK, NOBTOPeHMe 3TON MHopMaumn B Opyrux
AOKYMeHTaXx, NoaSIMHHOCTb JAOKYMEHTa);

BHELLUHMX OCOBEHHOCTEN OOKYMEHTOB (BUA AOKyMeHTa, hopma (PMKCUMpOBaHMA U Nepefaydn coaepaHus,
topugudeckas OOCTOBEPHOCTb (Hanuune nognucen, aat, nevaten) AOKYMeHTa, ero usnyeckoe CocTosiHue), a
Takke MNPUrogHOCTM ANS UCMONb30BaHMsA (BOCMPOWM3BOAMMOCTM (NMPW 3KCMEPTU3E LEHHOCTU SMEKTPOHHBIX W
ay4MoBM3yarnbHbIX JOKYMEHTOB).

4.2. BKcnepTm3a LeHHOCTU JOKYMEHTOB CyAa NPOBOANTCS:

npv COCTaBMNEHUN HOMEHKNATYpbI, B Npouecce hopMupoBaHns gen;

npv NoAroToBKe Aer, 3NeKTPOHHbIX Aen K nepefaye B apxuB Cyaa;

npv NOAroTOBKE K nepegave Aesl, 3NeKTPOHHbIX A& Ha XpaHeHMe B roCy4apCTBEHHbIN apXuB;

Npu BblAENEHUN K YHUMTOXEHWUIO AEr, SNEKTPOHHbIX Aer, He nognexalux XpaHeHuto.

4.3. 3agavyamun 9KCMNEepPTU3bl LUEHHOCTU ABNAKOTCA:

onpeeneHne CPOKOB XpaHEHUs JOKYMEHTOB Npu pa3paboTke HOMEHKNATYpbI;
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0oTOOpP OOKYMEHTOB ANS BKOYEHUs B cocTaB ApxuBHoro cgpoHaa Poccunckon depgepaumm, a Takke Ons
nepenayun B apxus,

BblABlIEHNE LOOKYMEHTOB C WUCTEKWUMU CpPOKaMU XpaHEeHUA ONA BKIMHOYEeHUA UX B aKT O BblOENIeHUn K
YHUYTOXEHNIKO JOKYMEHTOB, HE noarnexXawnx XpaHeHuto.

4.4. SkcnepTnse LEHHOCTU NoAnexaT Bce AOKYMEHThI Cyda He3aB/MCMMO OT BUAOB HOCUTENEN U cnocobos
3anucu.

PelueHne o BKIHOYEHMM OOKYMEHTOB B cocTaB ApxmBHOro doHaa Poccuiickon degepaumm npuHMMaeTcs
OlMK apx1BHOro yypexageHus.

4.5. CpokM XpaHeHUsi [OOKYMEHTOB Mpu MPOBEAEeHUMM WX IKCNEepTM3bl LIEHHOCTU YyCTaHaBNMBalOTCA B
COOTBETCTBUM C pedepanbHbiMU 3aKOHaMU U WHBIMW  HOPMaTWMBHBLIMW MpaBOBbIMKM akTamu Poccuiickoit
degepaumm, NEepeyHsAMM TUMOBLIX APXMBHLIX AOKYMEHTOB C YKa3aHWEM CPOKOB WUX XpaHeHust u [lepeyHem
[IOKYMEHTOB.

4.6. B uensx opraHusaLum 1 nNpoBeaeHnsi MeToAMYECKON M NPaKTUYECKon paboTkl MO IKCNepTUse LIEHHOCTH
[IOKyMEHTOB, 0Opa30BaBLUMXCA B [OEATENbHOCTM Cyda, CO3OaeTca OKCMepTHas KOMUCCUS cyda, KoTopast
ABNAETCA coBellaTernbHbIM OPraHoM U ENCTBYET Ha MOCTOSIHHOM OCHOBE.

JKcnepTHasi KOMUCCUS Cyda CO3faeTcs Mpukasom npeacedatens cyoa W OeMCcTBYeT Ha OCHOBaHUM
MONOXeHusi, paspaboTaHHOro Ha OCHOBE MNPUMEPHOro MOSIOKEHUS 06 9KCMEePTHOW KOMWUCCUM OpraHusaumu,
YTBEPXOEHHOW YMNOMHOMOYEHHbLIM peaeparnbHbiM OpraHoM MCMOMHUTENBHON BIacTh B cdepe apXMBHOTO Aena u
[ernonpon3BoaCTBRa.

Cyﬂ,bl, BbICTynawwime MUCTOYHUKOM KOMMJIEKTOBAHUA TOCy4apCTBEHHOINO apxuBa, COrnacoBbiBakOT
rnonoxeHune od SKCHepTHOVI KOMUCChUn cyga c COOTBeTCTByIOU.LeVI Ak AdPXMBHOIO y4pexaeHus.

4.7. B cocTtaB 9KCNepTHOW KOMWUCCUW cyda, HasHavYaembl MNpuUKasoMm npeacefaTtens cyna, BXOAAT:
npeacegjaTtens Komuccuu (OAMH M3 3amecTuTenen npegcegartens cyga wnuv cydbsa (B cryvyae OTCYTCTBUS
3amMecTuTens npegcenatenst cyga), cekpetapb (paboTHUK cyda, OTBETCTBEHHLIN 3a paboTy apxuBa), paboTHUKK
oTaena pJenonpousBogacTtBa (obwero otgena), cynebHbix konnervn, cyaebHbIX COCTaBOB, MOCTOSIHHOMO
cyaebHOoro NpucyTCTBUA U APYrMX CTPYKTYPHbIX NOApa3deneHun cyaa.

Takke B COCTaB 3KCMEPTHOM KOMUCCUM cyga MOXeT ObiTb BKMHOYEH MpeAcTaBuTENb rocyaapCTBEHHOrO
apxuBa w/unu ynorHOMOYEHHOrO opraHa MCNoHUTENbHOW BnacTu cybbekta Poccuiickon ®epepaunn B cdhepe
apXMBHOTO Aerna (Mo cornacoBaHuio).

4.8. DKcnepTHas KOMMUCCUSA cyda OCyLLEeCTBNAET cnegyrowmne pyHKUmm:

4.8.1. OpraHnsyeT exerogHbli oT60p gen ons XpaHeHUs U YHUUYTOXEHUS.

4.8.2. PaccmaTpuBaeT U NpMHMMAaET peLleHne O COrnacoBaHuu:

NPOEKTOB onucen Aen MOCTOSHHOro M BpeMeHHbIX (cBbie 10 neT) CpoOKOB XpaHeHus, onucen aen no
FNINYHOMY COCTaBYy;

NPOEKTOB HOMEHKNaTyp Aen;

NPOEKTOB aKTOB O BbIAEMEHNMN K YHUUTOXEHMWIO e, HE NOoANeXalUmMX XpaHEHWHO;

NPOEKTOB aKkTOB O HEOOHAPYXEHUN apXMBHbLIX JOKYMEHTOB, NMyTWN PO3bICKa KOTOPLIX UCHEpNaHbI;
NMPOEKTOB aKTOB O HEUCTPABUMbIX NOBPEXAEHMSAX apXUBHBLIX JOKYMEHTOB;

NPOEKTOB J1OKallbHbIX HOPMAaTUBHbIX akKTOB U MeTOAMYECKMX OOKYMEHTOB Ccyda No Aenionpou3BOoACTBY U
apXuBHOMY feny.
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4.8.3. [oTOBUT NpeanoxeHnst 06 ycTaHOBNEHUN (M3MEHEHMMN) CPOKOB XPaHEHWsSI AOKYMEHTOB M BHECEHMWM
COOTBETCTBYHOLLNX N3MEHEHNN B I'Iepequb OOKYMEHTOB, C p,aJ'IbHeI7ILIJI/IM Mx npegcraesiieHUneEM Ha pacCMOTpeHune
CynebHoro genaptameHTta npu BepxosHom Cyae Poccuiickon ®epepauun.

4.8.4. CoBMECTHO C apxvMBOM cyaa, OTAenom genonpoussofcrsa (06wmmM oTaenomM) n kagpoBon Cryxoow
opraHusyeT Ansa paboTHMKOB Cyda KOHCyMbTauuu Mo Bomnpocam paboTbl C AOKYMEHTamMW, OKasbiBaeT UM
METOAMYECKYID MOMOLLb, Yy4yacTByeT B MOArOTOBKE W MPOBEAEHUW MEepOonpuUATAA MO  MOBLILWEHUIO KX
KBanudmkaumm.

4.8.5. BbInonHseT uHble (yHKLUMK, yCTaHOBMEHHbIE 3aKkoHOoAaTenbCcTBOM Poccunckon depepauuu B cpepe
apXMBHOrO Aena v Aenonpov3BoacTBa M MONoXeHMeM 00 3KCNepTHOM KOMUCCUK cyaa.

4.9. 3acefaHust aKCNepPTHOM KOMUCCUK cyAa NPOBOAATCS MO Mepe HeobXoaNMMOCTH, HO HE MeHee OBYX pas3
B rog, ooopMnsOTCA NPOTOKOIOM, KOTOPLIN NOANUCBLIBAETCS NpeacefaTenem n ceKkpeTapem KOMUCCUM.

3acefaHne IKCMNEepTHOW KOMUCCUM cyda W MPUHATbIE PELUEeHUs CUYMTATCA MPaBOMOYHLIMU, €Cnv Ha
3acefaHuy NpUcyTCTByeT Gonee NofoBUHLI ee CocTaBa.

PelueHns SKCNepTHOWM KOMWCCHUM CyZda Mo KakgoMy BOMPOCY (AOKYMEHTY) MPUHUMAOTCS GOMbLUMHCTBOM
ronocoB. CropHble BOMPOCHI NpU pas3fdeneHnn rofiocoB MOPOBHY paspeLualTcsl npeacenaTenieM 3KCrnepTHOM
KoMuccum cyaa.

4.10. BepeHue [enonpov3BOACTBA 3JKCMEPTHOW KOMMUCCUMM CyAda, XpPaHEHUE U UCMONb30BaHWE ee
OOKYMEHTOB, OTBETCTBEHHOCTb 3@ MX COXPAHHOCTb, @ TaKkKe KOHTPOSfb MWCMOJIHEHMS MPUHATBIX 3KCMEPTHOM
KOMMUCCHEN Cyaa peLLEeHMIA BO3MnaratoTCs Ha cekpeTaps aKCnepTHOM KoMuccun cyaa.

4.11. o pes3ynbTataM 3KCnepTu3bl ULEHHOCTU OOKYMEHTOB B CyD,GGHbIX Konnernax, Cyﬂ,e6HbIX COCTaBax,
NOCTOAHHbIX Cy,D,e6HbIX NPUCYTCTBUAX, CTPYKTYPHbIX nogpasaerieHnAX cyaa CoCTaBATCA:

HOMEHKNaTypbl Aen cyaebHbIX Komnerui, cyaebHbIX COCTaBOB, MOCTOSIHHbIX CyAeGHbIX MPUCYTCTBUM,
CTPYKTYPHbIX NOApasaeneHuii cyaa;

OMUCK Oen, OMNWUCK 3MEKTPOHHbIX Aen cyAeGHbIX Komnernid, cyaebHbIX COCTaBOB, MOCTOSIHHBIX CyAeGHbIX
MPUCYTCTBUIA, CTPYKTYPHBIX NoapasaeneHnii cyaa: NoCTOsHHOro, BpeMEHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHus,
Mo NIMYHOMY COCTaBYy;

npeanoXeHua K akty O BblAENTIeHUN K YHUHTOXEHUK JOKYMEHTOB, HE noaneXalwnx XpaHeHUo.

5. OhopmMneHue gen u UHbIX [OKYMEHTOB K NnocregylowemMy XpaHeH o
B apxuBe cyAa

(B pea. MNpukasa CynebHoro aenaptameHTa npu BepxoesHom Cyne PO
o1 09.01.2024 N 1)

5.1. 3akoH4YeHHble [enonpou3BOACTBOM [Aena MOCTOSAHHOro (B TOM 4MCre CO CPOKOM XpaHeHus "go
nvkemMgauum cyga") n BpeMeHHbix (cBbiwe 10 neT) CPpoKoB XpaHeHWsl, B TOM 4Mcre no fMYHOMY COCTaBy, nocre
OKOHYaHWSA KaneHgapHoOro roga noaroTaBnMBalOTCA K nNepefade B apxvB cyga W noanexar nosiHomy
OCHOPMITEHUIO U ONUCAHUIO (BKMOYEHWIO B ONUCH Aen).

OdopmneHune 1 onucaHve aen oo nepegayv B apxmB OCyLLECTBNSAETCSA paboTHMKaMK, OTBETCTBEHHbIMK 3a
Be[eHNe Aenonpou3BOACTBa B cydeGHoOM konneruu, cygebHom cocTaBe, MOCTOSHHOM CyaeBGHOM MpUcyTCTBUM
Unu CTPYKTYpPHOM noApasfaeneHnn cyaa, B cootBeTcTBumn ¢ TpebosaHuamn MNpasun N 77, nHctpykumin N 36, N
161, N 224, N 225 u HacTosiLen NHCTpyKuuu.

5.2. MNMpwn dbopmmpoBaHnm aen Heobxoaumo cobnogaTth creayroLmne TpedoBaHMS:
OOKYMEHTbI MOCTOSIHHOIO Y BPEMEHHOIO XpaHEHUS FPYNNUPYOTCA B OTAENbHbIE Aena;

B AeJyi0 BKIMOYaKTCA OOKYMEeHTbl, KOTOpble MO CBOEMY coAdepXXaHUKD COOTBETCTBYHOT 3arofioBky pgena,
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npeaycMoTpeHHOMY HOMeHKJ'IaTyPOIZ. 3aronoBok gena YTO4YHAETCA B COOTBETCTBUN C (baKTI/I‘-IeCKI/IM COCTaBOM U
cogepxaHnem OOKYMEHTOB;

B AeNi0 BKNo4YaeTCA OAMH 3K3eMMIAp KaXXaoro JOKyMeHTa,

B [ena rpynnupyloTcs AOKYMEHTbl OOHOMO KareHaapHoro roga (MCKMoYeHue: nepexopsiuve Oena;
cynebHble gena; nuuHble gena, kotopble POPMUPYIOTCS B TEYEHME BCEro nepuoaa paboThbl);

NPUNOXeHnA, InnUCTbl O3HakOMIEHUA, cornacoBaHnA W pe3oniunm K OOKYMEeHTaM dABndArTCA UX
HEOTbEMIIEMOM YaCTbIO M BKITHOHMAKOTCH B AEN0 BMECTE C LOOKYMEHTaMW, K KOTOPbIM OHU OTHOCATCA,

npuKasbl (pacrnopsKeHusl) rpynnupyoTcs B Aena B COOTBETCTBUM C YCTAHOBIEHHBbIMU Afst HUX CPOKaMu
XpaHeHus;

NWYHble Jdena OpPMUPYIOTCA OTAENbHO Ha Kaxgoro paboTHMKA, [OOKYMEHTbl B JIMYHBIX Aenax
pacronaratTcsi B XpPOHONOrMYECKOM Mopsiake Mo Mepe NOCTYMNieHs;

nuueBble cyeTa No onnarte Tpyaa paboTHMKOB rpynnUPYOTCSA B OTAENbHbIE Aerna M pacnonaralTcs B HUX
no andasuty hamunumn, UMeH u oT4eCTB (NPU HaNU4MK);

He [JonyckaeTcs rpynnvMpoBaTb B Aefna YepHOBble M OyOneTHble 3K3eMnnspbl OOKYMEHTOB, a TaKke
OOKYMEHTbI, moasiexalume Bo3Bpary.

5.3. NonHoe oopmneHne gen Ha BymaxHOM HocuTene npegycmaTpyBaeT:
n3bsTME hannoB-BKNaabILLEN, CKPENOK, MeTanIM4eCckmx ckob, CTUKEpOB;

MOALUMBKY MNM NepenneT AOKYMEHTOB Aena (HedopMaTHble AOKYMEHTbl XPaHSITCH B 3aKpbITbIX TBEPAbIX
narnkax unm kopobkax);

HyMepaLuio NMCTOB Aena;
cocTaBrieHue nucta-3aBeputens gena (npunoxenue N 10 k HacTosAwen MHCTpykuun);
cocTaBneHne BHyTpPeHHEN onnucu JokyMeHToB aena (npunoxeHune N 11 k Hactosiwen MHCTpykumm);
odopmrieHne obnoxku gena (npunoxenue N 12 k HacToswen HCTpyKuun);

NNCT MCnonb3oBaHUS (Mpy HEOOXOAMMOCTH).

5.4. [leno Ha OymaxxHOM HOcuTeNe He OOMMKHO cogepxaTb 6onee 250 NMCTOB Npu TOSMLWMHE KOPELLKa He
bonee 4 cm.

Ecnu konuyecTtBo NUcToB B Aerne npesbiaeT 250, AOKYMEHTbI (DOPMUPYIOTCS B TOMa B XPOHONOMMYECKOM
nopsake. ToMm 2 MoxeT OblTb HauyaT NULLb Nocrne okoH4YaHus Toma 1. [JaTta oTKpbITUA ToMa 2 He AOMKHa ObITb
paHee gaTbl OKOHYaHWA Toma 1. Ha Tomax aomkeH GbiTh 0BLLMIA 3aronoBoK No HOMEeHKNaType aern.

5.5. ,D,OKyMeHTI:I noawmnBarOTCA Ha 4YeTbipe NpoKosla B TBepayr OGJ‘IO)KKy nnn nepennetavTca C y4eToM
BO3MOXHOCTU YTE€HUA BCEX JOKYMEHTOB, AaT, BU3 U pe3OJ'HOLI,I/Il7I Ha HUX.

Mpu HeobxoaMMOCTY OOKYMeHTbl MeHee bopmaTa A5 (Y4eku, KBUTaHuuW, cnpasku, boTorpadum n gpyrue)
B Uensax ygobcTBa noAlwmvBaHUS HaknemBawTcs Ha nuct dopmaTta A4. lNMpu oTCyTCTBMU NOMS AN MNOOLUIMBKM
OOKYMEHT HeobxoaMMOo HaknenTb 6e3 NoBpexaeHUs TeKCTa Ha BCoMoraTesbHbIN fUCT.

[oKyMeHTbl MoALIMBalOTCA B Oerno B XPOHONMOrM4yeckoM nopsiake, Bce MNpuoblieHHble B npolecce
paccMoTpeHust cyaebHoro gena AoKYMEeHThI - B MOPSAKe UX NOCTYMNNeHNs.

B cnyyae ncnonb3oBaHus Anst UKCUpoBaHNA xoda cyaebHoro 3acegaHust cpecTB ayamo3anucu U UHbIX
TEXHUYECKNX CPEACTB 3NEKTPOHHbIE HOCUTENW MHAPOPMALIMK (AUCKM, ANCKETbI, (oreLl-KapTbl) XpaHATCs BMeCTe C
cynebHbim genom. NMpy 3TOM OHWU OOMMKHbI ObITh BLUMTBI B cyaebHoe geno (npuobLleHbl K NpoToKony cyaebHoro
3acefaHusi) B ynakoBaHHOM BuAe (KOHBEPT) C yKa3aHMEM Ha YMakoBKe HOMepa Aena, Aathl, a Takke NoAnucaHbl
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YNOJTHOMOY€E€HHbIM pa6OTHl/IKOM annaparta cyna. YnakoBka OofmkHa obecneyvBaTb COXPaHHOCTb 3JIEKTPOHHOIO
HOCUTENA OT I'IOBpE‘)K,EI,GHVIVI N nop4un.

5.6. NMpun Hymepaumm NUCTOB B Aenax cobntogatotcsa crnepyowme TpeboBaHms:

HyMepaums npoussogutca apabckumu uudpamm NpocTbiM rpacpMTHBIM KapaHgaloM Unmn HymepaTopoM C
BOJOCTOMKOM LUTEMMENBHOW KPaCKOW;

HOMepa JIMCTOB NMPOCTaBAKTCA B NpaBOM BEPXHEM YIIy JNIUCTa OOKYMEHTA,

doTorpachun, 4YepTexu, OuarpaMMbl U ApyrM€ WUNMIOCTPATUBHbIE AOKYMEHTbI, MpeAcTaBsiolme
CaMOCTOATENbHbLIN IUCT B Aene, HYMepyTcs Ha 060POTHON CTOPOHE B NIEBOM BEPXHEM YII1Y;

JINCT C HakKrneeHHbIMWU OOKYyMEeHTaMu (Bblpe3KaMVI, BbIlMNCKamMu, (bOTOFpad)MFIMVI) HyMepyeTCda KakK OAuH
JINCT;

nncThl (BblPe3kn, BCTaBKM TEKCTa, NepeBodbl), NOAKNEeeHHbIe OOHUM KpaeM K ApYromy JICTY, HYMepytoTcs
OTAENbHO;

KOHBEPTHI C BMIOXEHMSIMMW, NOAWNTLIE B AETI0, HYMEpYIOTCs B CrieayiloLleM NMopsiake - BHavarne HymepyeTcst
KOHBEpPT, a 3aTeM o4epeHblM HOMEPOM - KaX[oe BIIOXKeHWe B KoHBepTe. Ecnu BrnoxeHns HyMepoBaTb Henbas,
WX Hanuune orosapusaeTcs B 3aBepuUTenbHON Haanuecy,;

noawnTble B [Oeno OOKYMeHTbl C COBGCTBEHHOM HyMepauuei NUCTOB (BKMioyasl neyaTHble U3gaHust)
HyMepyloTcs B OOLIEM MOpsiAKe WM COXPaHsloT COOCTBEHHYIO Hymepauuio, ecni OHa COOTBETCTByeT
NOpPSIAKOBOMY PacrofioXXeHUIo NMMCTOB B Aene;

NUCTbI GonbLUNX hOpMaTOB MOALLNBAIOTCA 3a OOUH Kpal U HYMepYTCs Kak OAMH JTUCT;

BCE NUCTbI Aena (Toma, Yactu) Ha ByMaHOM HocuTene (Kpome NucTa-3aBeputens gena U BHYTPEHHeWn
onncy AOKYMEHTOB ena) HyMepytoTCs B BanoBOM Nopsigke;

JINCTbI e, COCTOALMNX N3 HECKOJTbKMX TOMOB, HYMEPYHKTCA NO KaXXAOoMYy TOMY OTAEJ1bHO.

B cnyyasax obHapyxeHus owunBOK B HymMepauuMu IUCTOB [fena MpoBOAMTCA MepeHymepauust unu
Ncrnonb3oBaHWe NMTEPHbIX HOMEPOB NUCTOB.

B cnyyae nameHeHus1 Hymepauumn IMCTOB [eNia COCTaBIsieTC HOBbIV NMCT-3aBEpPUTENb, NPU 3TOM CTapbli
CoxpaHsieTcs B gene.

5.7. INuct-3aBeputens gena (npunoxexHve N 10 k HacTodwen NHCTpyKUuuKM) cocTaBnaeTcs Ha OTAENbHOM
nncTe, NoANMCLIBAeTCH ero coctaBuTenem, noawmeaeTcs (Bkrensaetcs) B Aeno. Bce nocnegytouine nameHeHus
B COCTaB€E M COCTOSIHMM [iena OTMeYatoTCs B NIUCTE-3aBEPUTENIE CO CCbISIKOM HA COOTBETCTBYIOLLMIA aKT.

3anpelyaeTcsi BbIHOCUTL JIUCT-3aBEpPUTENb Ha OOMOXKY Aena unu 4ucTbii o6opoT nucTa nocregHero
JokymeHTa. Ecnvn geno noawnto unu nepenneteHo 6e3 6naHka nucra-3aBepuTens, OH JOJKEH ObITb HakneeH 3a
BEPXHIOI YaCTb NICTa HA BHYTPEHHIOK CTOPOHY OBMOXKKM B KOHLIE aena.

Bce nocneaywwmne mM3MeHeHna B COCTaBe U COCTOoAHUWM pena (noapem,quMﬂ, 3amMeHa MnoAJIMHHbIX
D,OKyMeHTOB) OTMeYalTCA B NNINCTE-3aBepPUTENE COo CCbIITKOM Ha COOTBGTCTByPOLLI,MVI aKT.

5.8. Ha obnoxke gena (npunoxexHne N 12 k HacToswwen VIHCTPYKLMK) yKasbiBaOTCA:
HavMeHoBaHWe cyaa (MOMHOCTbLIO, B UMEHUTENBHOM Nagexe);

HavMeHoBaHue cygebHon konneruu, cyaebHoro cocraBa, MOCTOAHHOrO cynebHOro MnpuCyTCTBUS UMK
CTPYKTYPHOro noAapasgeneHust cyga (npu Hanuumm);

HOMep Toma (4YacTu);

MHOEKC Aena no HOMEHKNaTYpe;
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3arosioBoK gena (Toma, 4actu);

damunus, MMd, OTYECTBO OCYXKOEHHOro nuua M MNOfHOEe HavMeHOBaHWe cTaTbWM YronoBHOro Koaekca
Poccuiickon deaepalimm, No KOTOPON NULO OCYXOEHO;

dhamunus, nHMUmManbl UCTua, OTBETYMKA (HAaMMEHOBaHME OpraHn3auun), CyTb Ucka (3asiBNeHus);

damunus, “MsA, OTYECTBO OMpaBAaHHOrO Nuua WM NUua, B OTHOLIEHWM KOTOPOro MPOM3BOACTBO
npekpaLLeHo;

HOMep NPOM3BOACTBA MO AeNy, YHUKanbHbIA naeHTndukaTop aena;

KpanHue gaTbl gena (Toma, 4yacTu);

KONUYECTBO NUCTOB B Aerne (Tome, 4actu);

CPOK XpaHeHust Jena c ykasaHueM roga, Ao KOTOPOro OCyLLECTBAETCHA XPaHEHME;

Ha cyaebHbIX Aenax - Noanuchb CyabW, PacCMOTPEBLUEro Aerio, Ha Aenax obLliero [ernonpou3BoacTsa -
NoAnNuUCb HayanbHVKa COOTBETCTBYHOLLErO CTPYKTYPHOrO NoapasfaeneHus;

apxXuBHbIN WGP Aena;
nomeTka "0ns cnyxebHoro nonsb3oBaHna" nnu rpud orpaHnYeHnst goctyna (Npy Hanuyum).

5.9. Ha oGnoxkax gen MOCTOSIHHOTO Cpoka XpaHeHWsi npedycMaTpuBaeTcsi MEecTo Al HauMeHOBaHWst
rocy4apCTBEHHOrO apxmBa, B KOTOPbIN NepeaatoTcs Aena cyaa - UCTOYHMKA KOMMIEKTOBaHUS.

an N3MEHEHNN HaMMeHOBaHuA Ccyaa (CprKTypHOFO nogpasgerneHna cyp,a) B Te4dyeHue nepuopa,
OoXBaTblBaeMOro 4OKyMeHTaMu gerna, Ha obnoxke gena YKa3blBaeTCa nocriegHee HanMeHoBaHue.

5.10. 3aronoBok Aena JOSMKeH COOTBETCTBOBATL (pakTMYeCKOMy COCTaBy CoAepXaHUo AOKYMEHTOB Aena.

Ecnu geno coctout 3 HECKONbKUX TOMOB (4YacTen), Ha 0OMOXKY KaXaoro ToMa (4acTu) BbIHOCUTCS OOLLMIA
3arorioBOK, a Takke 3arofioBOK M HOMEp Kaxgoro Toma (4actm).

Mpumep:

"[JoKyMeHTbI OnepaTUBHLIX COBeLLaHun cyaen B 2 Tomax. Tom N 1 - coBelanna cyaen cynebHon konnernm
no yronoeHbIM genam";

"[IoKyMeHTbI OnNepaTUBHbIX COBELLaHMIN cyaen B 2 ToMax. Tom N 2 - coBellaHusa cygen cynebHom konnermm
no rpaxkgaHckum genam".

B 3aronoBkax Aen, cogepXallmx KonMm JOKYMEHTOB, AeraeTcs yka3aHue Ha Hanuune konui. MognmMHHOCTb
JOKYMEHTOB [ena B 3arofioBke He OrosapuBaeTcs.

5.11. Ha obnoxke gena ykasbiBalTCs KpanHue AaTtbl JOKYMEHTOB, MOMELLEHHbIX B 4ENO.

Ecnu B geno BkroYeHbl AOKYMEHTbI, JaTa KOTOPbIX HE COBMagaeT ¢ AaTou Aena, TO NOA AaToW C HOBOW
CTpOKM fgenaetcsi 06 aTom 3anuck: "B aene umetotcst 4OKYMEHThI 3a ... rog(bl)".

[lata gena He yKkasbiBaeTca Ha O6GMOXKax fAen, codepkaluuMx rofoBble MnaHbl, OTYeTbl U Apyrue
JOKYMEHTbI, AaTbl KOTOPbIX OTPaXXaloTCA B 3arofoBkax Aer.

HaTtamu gen, cogepkallmx pacnopsiATENbHYIO U MHYI0 AOKYMEHTaUMIo (AoKnaabl, MMcbMa, CTEHOTrPamMMbl),
ABNAKOTCA AaTtbl (4MCno, Mecsd, roa) perncrpauum (COCTaBrieHUsl, MOCTYMNSIEHWUsI) CaMOro paHHEro U camoro
No3aHero AOKYMEHTOB, BKITHOUYEHHLIX B 4erno (KpanHue aathl Aen, AOKYMEHTOB).

[aTton gena, coaepxallero npoToKosbl 3acefaHuin, SBnaTCA AaTtbl nepBoro M nocrneagHero nportokona,
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BKITHO4EHHbIX B AENO.

[aton nn4Horo gena siBNATCA AaTbl NognncaHus NpuKasoB O npmumeme 1 yBoJsibHEHUN NNLa, Ha KOTOpoe
OHO 3aBeieHo.

Mpn ob6o3HayYeHUM [aTbl OKYMEHTa CHavana ykasblBaeTcsl YMCro, 3aTeM Mecsal M rog. Yucrno u rog
o0603HavatoTcst apabckumm uudpamm, HasBaHne mMecsiLa - NPOMNUCHIO.

Ecnn pata OOKYMeHTa unn oTaelibHble ee 3J1IeMeHTbl onpeaendarTca I'IpM6J'II/13I/1TeJ'|bHO, Ha OCHOBaHWU
aHanm3a coepxaHuda AOOKyMeHTa, TO daTa WK OTAellbHble €€ 3NeMEeHTbl, He dABnAlLnecd abcontTHO
AOOCTOBEPHbIMU, 3aKINO4YakoTCA B KBagpaTHbIe CKOOKM.

5.12. KonuyecTtBo nMcToB Ha obrnoxke gena ykasblBaeTcs Ha OCHOBaHWM NMCTa-3aBepuTens.

5.13. Cpok xpaHeHMsi Ha o0OGrnoxKke gena YykasblBaeTCsi B COOTBETCTBMM CO CPOKOM XpaHeHus,
YCTAHOBMIEHHbIM HOPMAaTUBHLIMK TMpaBoOBbIMW  akTamu Poccuiickonn ®depgepauun, TUMOBbIMKA  MEPEYHSIMU
AOKYyMeHTOB, MepeyHeM JOKYMEHTOB.

Ha pena, BHeceHHble B onucb Aen (rodoBOK pasden onucu Oen) cyda - UCTOYHMKA KOMMIEKTOBaHUS
rocy4apCTBEHHOTO apXxvBa, apXMBHbIN WGP NPOCTaBMSETCA nocre yTBepXKAeHUs onvcu aen (rogoBoro pasgena
onvcy gen) AMNK apxvMBHOIo yyYpexaeHusi U yTBepXKaeHUst NpeaceaaTenem cyqa.

5.14. ApxuBHbI Wncp BKMtoYaeT B cebs HoMepa: apxMBHOro oHAa, onvucK Aer, LOKYMEHTOB, €4MHULbI
XpaHeHus - gena. Ha egmMHuuax xpaHeHusl, cogepXalimx JOKYMEHTbl Ha OyMa)KHOM HOCUTeNe, apXMBHBIN WNdp
HaHOCMTCA Ha OOMOXKY B JIEBOM HWKHEM M MNpPaBOM BEpXHEM yrnax B uUenax obecrneveHus yyeta U
noeHTudpmkauumn. Mpu 3Tom 0603HaYEeHWe, HAHOCMMOE B MPaBOM BEPXHEM Yriny, nepesopaymBaetca Ha 180
rpagycoB No OTHOLUEHMIO kK 0603HAYEHUIO B TEBOM HWDKHEM Y1y,

5.15. Bo Bcex cygebHbix genax, nognexawux nepegadye B apxme Ha NOCTOSIHHOE M BPEMEHHOE XpaHeHUe
(cBbiwe 10 neT), a Takke B Aenax Mo JIMYHOMY COCTaBY, COCTaBIISAETCA BHYTPEHHSAS ONMUCb AOKYMEHTOB gena (
npunoxexHne N 11 kK HacToswen NHCTpyKumm).

BHyTpeHHs191 onncb AOKYMEHTOB Aerna nojwmBaeTcs B Havane gena.
(ab3au BBeaeH [pukasom CyaebHoro genaptameHTa npyu BepxosHom Cyne PO ot 29.05.2024 N 124)

JICTbI BHYTpPEHHEW ONUCKU OOKYMEHTOB Aena HYMepykTcsl OTAENbHO OT obLiert Hymepauun LOKYMEHTOB
pena. WHdopmauus o KonvmyecTBe NUCTOB BHYTPEHHEW ONWCKM [OOKYMEHTOB [ena BKM4YaeTcs B
nucT-3aBepuTenb.

M3ameHeHMe cocTaBa [OOKYMEHTOB Jena oTpaxaeTrca B rpade "lpumeyaHue" BHYTPEHHEN ONUCK
OOKYMEHTOB Aiefna CoO CChIfIkaMu Ha COOTBETCTBYHOLLME aKThbl.

Ecnn peno Ha GymaxHOM HocuTene nepensieTeHO MNM noAawuTto 6e3 GnaHka BHYTPEHHen onucu
OOKYMEHTOB, TO COCTaBfieHHas MO YCTaHOBMEHHOW (hOpMe BHYTPEHHSII OMUCb MOAKNEUBAETCH K BHYTPEHHEN
CTOpOHE NUUEBOV 00NOXKM gena.

5.16. B yyeTHO-perncTpaumoHHbIX XypHanax NoCTOSHHOro U BpeMeHHoro (cBbiwe 10 neTt) xpaHeHus nepea
ux nepejadei B apxuB paboTHMKaAMKM OTOENOB, OTBETCTBEHHbIMW 3a BeAEHUE [aHHbIX [OKYMEHTOB,
OCYLLECTBMAETCHA HYMepauusi IMCTOB U MPOU3BOAUTCA 3aBEPUTENbHAS HAAMUCh.

Ha obnoxke perncTpaumoHHOro XXypHana Wunn KHUNM CcornacHo HOMeHKNnaType npoCTaBAeTCA CpOK
XpaHeHUA N yka3biBaeTCd KOJ1M4eCTBO JIUCTOB.

Mepen nepedaveil B apxuMB Y4YETHO-CTATUCTUMYECKUX KapToyek paboTHWK oThena [AenonpousBoacTBa
NpoBepsieT UX HamnM4me 1 3anorHeHne Bcex NpeaycMOTPEHHbIX PEKBUSUTOB.

Mocne nepepayn gen B apxuB YYETHO-CTATUCTUYECKME KAPTOYKM [OMKHbI XPaHUTbCA B KapToTekax
(AWmMKax, KapTOTEYHbIX LKadax) OTAENbHO MO YrONOBHbLIM, FpaXaaHCKUM, adMUHUCTPATUBHBLIM Aenam, Aenam ob
aAMMHUCTPATMBHBLIX MpaBOHapPYLUEHUSIX B MOPSAKE MX HOMEPOB MO rogam. B kaxgom ToMe AOMmKHO ObiTb He
bonee 150 y4yeTHO-CTAaTUCTUYECKMX KapTo4ek, HO He bonee 250 nucTos.
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Y4eTHO-CTaTUCTUYECKME KapTOYKM NepeaaroTcs B apxvMB BMECTE C andaBUTHbIM yKasaTenem.
6. NopsAAOK YHUUYTOXEHUA apXUBHbIX AOKYMEHTOB

(B pea. [Npukasa CynebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

6.1. Haxogswmeca B apxuBe gena, Mo KOTOPbIM MUCTEK CPOK XPaHEHWsi, YCTAHOBIEHHbIN OEeVCTBYHOLLMM
lMepeyHem OOKYMEHTOB, OTOMPAIOTCA K YHUYTOXEHU0. Pabota no otbopy Aen K YHUUYTOXEHNIO OCYLLEeCTBIAeTCS
paboTHUKOM, OTBETCTBEHHbBIM 3@ paboTy apxuBa cyaa, exerogHo.

Hena n OOKYMEHTbl BKMHOYAKTCA B akT O BblAeNlIeHUU K YHUYTOXEHUID OOKYMEHTOB, He noanexawunx
XpaHeHuto, ecrnn I'Ipe,El,yCMOTpeHHbIVI ONAa HAX CPOK XpaHeHUA UCTEK K 1 AHBaAp4 roga, B KOTOPOM COCTaBJIIEH aKT.

YHU4YTOXEHNE OOKYMEHTOB [0 npoBedeHUA 3KCnepTu3bl LEHHOCTU U YTBEPXAEHUA npeacenarenemMm cyaa
onucen gen NoCTOAHHOIo XpaHeHuaA n cornacoBaHnA onucen gen no JINYHOMY COCTaBy 3arnpeLlaeTcA.

6.2. Ha ocHoBe npennoXeHun K akTy O BblAENEHUN K YHUYTOXEHUIO OOKYMEHTOB, He noanexalumx
XpaHEHMI0, COCTaBIEHHbIX MO pesyrnbTatamM 3KCNepTusbl LeHHOCTUM B cyaebHon konneruun, cyaebHOM cocTase,
MOCTOSIHHOM CyaebHOM NpUCYTCTBMK, CTPYKTYPHOM noApasgeneHnn cyaa, paboTHUK, OTBETCTBEHHbIN 3a paboTy
apxuBa cyga, COCTaBMisieT COOTBETCTBYHOLUMI NpoekT akta (mpunoxenHne N 13 k HacTtoswewn WHCTpykumm).
YKa3aHHbIN NPOEKT NOANMCLIBAETCA HavYanbHNKOM oTAena genonpoussoactea (obero otaena).

MpPoeKT aKkTa 0 BbiAENEeHUN K YHUUTOXEHMIO [IOKYMEHTOB, HE MOANEeXalluxX XpaHeHuo, NpeacTaBnAeTcsa Ha
cornacoBaHVWe OKCMepTHOM KOMUCCUMM Cyda, 3aTeM HanpaBnseTcsa Ha paccmoTpeHve OMK  apxuBHOro
yupexaeHusi (ecnu cyq BbICTyNnaeT UCTOYHMKOM KOMMIEKTOBaHMS rocy4apCTBEHHOrO apXvBa UMM Ha OCHOBAHWUU
COOTBETCTBYIOLLLENO JOrOBOPA), NMOCre Yero yTeepxaaercs npeaceaarenemM cyaa.

6.3. an COCTaBJieHMN akTa O BbleneHMn K YHUHTOXEHUID OOKYMEHTOB, He noanexawunx XpaHeHuio,
[OIMKHbI cobrogaTtbest cnenywwime npasuna:

[ena pacronaraloTcs B akTe Nno rogam Mx pacCMOTPeHUs B MOpsiAKe Bo3pacTaHus HOMepPOoB Aer;

B KOHLiE aKTa [lenaeTcs 3anncb 0 TOM, YTO U3 aen (cyaebHbIX Aen) UsbATbl NOANMHHUKN cyaeGHbIX aKkToB,
NTMYHbIE OOKYMEHTbI.

6.4. AKTbl O BblaeneHum K YHUYTOXEHUIO OOKYMEHTOB, HE noanexawmnx XpaHeHUr, pacCMaTpuBardTCAa U
cornacoBbIiBalOTCA Ha 3aceaHnn SKCI'IepTHOIZ KOMUccun cyga ogHoBpeMeHHO C onmcamMm Ha gena noCtodaHHOro
XpaHeHud, n no JIMYHOMY COCTaBy.

Mocne yTBepxaeHus mpeacedaTenem cyda onvcei Aen MOCTOSHHOMO CPOKa XpaHeHusl, onucei aen no
MIMYHOMY COCTaBy, aKTOB O BbIOENEHUN K YHUUTOXEHWUIO [AOKYMEHTOB, He noAfexalluMx XpaHeHuo, aena,
Bbl€NEHHbIE MO aKTY K YHUYTOXEHUIO, MOTYT BbiTb YHUUTOXEHbI.

6.5. [lena c otmeTkon "OIK" nognexart NOAUCTHOMY (OS5 SNEKTPOHHbBIX JOKYMEHTOB - NOAOKYMEHTHOMY)
NPOCMOTpPY B Uenax BbiABNEHUA apXUBHbIX OOKYMEHTOB, noanexawnx noCToAHHOMY XpaHeHUIo. BbisBneHHble B
Taknx genax AOKYMEHTbl MOCTOAHHOINO CpokKa XpaHeHUA BblAENATCA U NPUCOeaNHAKTCA K OOHOPOAHbIM AenaM
COOTBETCTBYIOLLLEr0 rogoBOro pasaena unv opMuUpYTCs B OTAENbHbIE Aena.

OcTaBwmecss AOKyMEHTbl BDEMEHHOIO CpOKa XpaHEHWs BKITHOYAKTCH B akT O BbIAENEHUN K YHUUTOXEHWIO
OOKYMEHTOB, He nognexalux XpaHeHuto. Npu BKNIOYEHUN B aKT JOKYMEHTOB, BbISIBNIEHHbLIX NPW NPOCMOTPE Aen
CO CpOKOM XpaHeHus ¢ oTmeTkon "OlMK", otmeTka "3OMNK" B akTe He ykasbiBaeTcs.

6.6. N3 oTOBpaHHbIX K YHUYTOXEHUIO CydeOHbIX Aen (rpaXaaHCKux, aAMUHUCTPATMBHBIX, YTOMOBHbIX, 06
a4MVHUCTPATMBHBIX MPaBOHAPYLLEHMSAX) HA MOCTOSIHHOE XpaHeHWe HeobX0AMMO N3biMaTb NOANMHHUKN CyAebHbIX
aKTOB, BbIHECEHHbIX MO CyLWeCTBY Aena, a Tawkke cyaebHble akTbl CydoB anennsiuyyMoHHOW, KacCauMOHHOM WU
HaA30pPHOW WHCTaHLUMIA, BbIHECEHHbIE MO pe3ynbTaTaM PacCMOTPEHUST anennsiUMOHHbIX WM KacCauMOHHbIX
Xanob (npegcTtaBneHuin) NM6oO nepecmoTpa peLleHnin cyaa B Nopsiake Hag3opa.
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M3 npekpalleHHbIX Oen, Oef Mo UcKam, OCTaBreHHbIM 6e3 pacCMOTPEeHUs, M3bIMAKTCH MOAMUHHIKM
ornpeaeneHunii o NpekpalleHy NPpoM3BoACTBa Mo Aesy, 06 ocTaBneHun ncka 6e3 pacCMOTPEHUS.

Ha Bcex cyneGHbIX akTax MNpOoCTaBMNSATCA perucTpauuoHHble Homepa [Jdena, HoMep Npou3BOACTEa,
YHUKanbHbIN UAEHTU(UKATOP Oena, U3 KOTOPOro OHW U3bATbl. 3aTeM OOKYMEHTbl MOALIMBAOTCA MO MOPSAKY
HOMepOB [ieNn B OTAernbHble Aena 1 NOMeLLalTCcs B TBePAY 0BIMOXKY.

MprobLeHHble kK cyaeGHOMY Aeny aNeKTPOHHbIe HocuTenu uHdopMaummn (OUCku, AUCKeTbl, doneLl-KapTbl)
YHUYTOXAIOTCA OOHOBPEMEHHO C [OenoM MyTeM WX (PU3NYECKOro YHUYTOXKEHUS WIN  YHUHTOXEHUS
NporpamMmmMHO-TEXHUYECKUMU CpeacTBaMu.

6.7. lpwn oTOOpe K YHUYTOXKEHUO MaTepuanoB, pPacCMOTPEHHbIX B MNOPsAKe rpaXOaHCKoro,
aAMWHUCTPATMBHOrO, YrofioBHOrO CyA0MpPOMU3BOACTBA, a Takke NPOM3BOACTBA MO Aenam 00 agMUHUCTPATMBHbIX
NpPaBOHapPYLUEHWSAX, U3 HUX WU3bIMAKOTCA MOAMMHHUKM CyAebHbIX akToB, B TOM YMCNE BbILECTOSLWMX CYAOB,
KoTopble POPMMPYIOTCA B COOTBETCTBYOLWEee Aeno paboTHWKOM apxuBa cyga M nepedarTcd Ha MOCTOSHHOE
XpaHeHue ¢ cobniogeHnem TpeboBaHuM HacTosALwen VIHCTpyKunn.

6.8. N3 apxmBHbIX JOKYMEHTOB, MOAMEXALUMX YHUMTOXKEHWNIO, OCTalOTCH Ha XPaHEHWe MNUYHble OOKYMEHTbI
(nacnopTta, BOeHHble OGuUneTbl, TPYAOBbIE KHWXKKA W ApYrue nnYHble AOKYMEHTbI), KOTOpble MOMeLiarTcs B
OTAENbHYI0 Narnky, cogepXallyto BHYTPEHHIOI ONUCb JOKYMEHTOB. B onuck BHOCATCA: dhamMunns, UMsi, OTHECTBO
BragenbLa AOKYMeHTa, HaMMeHOBaHue AOKyMeHTa U HoMmep gena (Mpovs3BOACTBA), M3 KOTOPOro OH M3bAT, rof
paccMOTpeHus Adena, HoOMep M gata akta o6 yHuuToXeHun Aena. HesocTpeboBaHHble NWYHbIE OOKYMEHThI
XPaHATCSH B apxuBe cyaa 75 net, nocne Yero yHU4ToXaroTcs.

6.9. ApXvBHbIE [OKYMEHTbI, MOASIeXaLUME YHUUTOXEHMIO, NepeaaloTcs Ha yTUNM3auumio B opraHusaumm,
3aHMMaloLLecs nepepaboTKoi BTOPCIPLS.

B cny4yae OTCyTCTBUA opransau,MVl, npon3sogdawinx ytunmsaunio B OaHHOM peEernoHe, [OOKYMEeHTbI
YHUYTOXAKTCA cneunanbHO CO30aHHON Ha OCHOBaHWUU pacnopsaxeHna npencenatena cyaa Komuccuen nyTem
COXOKEHMS UMM MEXaHNYECKOM nepepaGOTKM, O 4YeM COCTaBJIAETCA aKT.

6.10. lNepen nepepayert Ha YHWYTOXEHUE [OOKYMEHTbl YNaKOBbLIBAKOTCA, @ B HEOBXOAMMBIX Cryyasx
onevartbiBatoTcd. [lepegava odopmnsaerca nNpMeMo-CAaToOuHOM HaknagHown (akTom), B KOTOPOW yKasbiBalOTCA
Jarta nepegayu, KOnmM4ecTBO BKIIOYEHHbIX B aKT AeN U APYTNX OOKYMEHTOB, BEC OYMaXHOW MakynaTypbl.

6.11. [okymeHTbl, umetowme nomeTky "[dns cnyxkebHoro nonb3oBaHus", a Takke cogepxalwue
MHOPMaLMIO OFPaHUYEeHHOro AOCTYyna, AOMKHbl YHMUTOXATbCA B Cyde MYyTEM MEXaHW4YecKoro M3MerbYyeHus
(LWpeamMpoBaHus) UM MHBIM CNOCOBOM, UCKIYaOLWUM BO3MOXHOCTb BOCCTAHOBUTL COAEPXaHWE OOKYMEHTOB.
BymakHble oTxoabl NepeaatoTcs B opraHM3aLumio, 3aHumatoLLyocst nepepaboTkoi BTOPChIpbS.

(8 pea. Mpukaza CynebHoro genaptameHTa npu BepxosHom Cyge P® ot 29.05.2024 N 124)

6.12. MNorpyska, BbIBO3 Ha yTUNN3aLuio 1 yTUNn3auusa OCyLLEeCTBNSAITCA NOA4 KOHTPOIEM YNOSTHOMOYEHHOMO
paboTHuka cyaa.

6.13. AKTbl O BblAESNIEHMM K YHUYTOXEHMIO AOKYMEHTOB, a Takke OOKYMEHTbl, NoarBepxpatowme dakT
yTunusaumu, noalnBaroTCcAa B OTJJ,eJ'IbeIVI Hapad B XPOHOJ1IOrM4eckomMm nopdaake.

B pPerncTpaumoHHbIX XypHanax (rpacba - npmmeanme) Mnn Yy4eTHO-CTaTUCTUYECKUX KapTo4kKax
(cneuwaanbM NYHKT U1 cBobogHoe none) penaeTca oTtmeTka o6 YHUHTOXEeHUN fena C ykasaHunem HomMmepa,
OaTbl akTa U NpoTOKoS1a 3acedaHnda SKCHepTHOVI KOMMUccumn cyga.

OTtmeTKa 00 YHUYTOXEHUN Aena npocTaBnAeTCA Takxke B COOTBeTCTByIOLLI,eIZ onucu gen.

6.14. 3anpeLuaeTcs MCNonb3oBaHMe OTOBPAHHBIX K YHUUTOXEHMWIO AeN AN X035ACTBEHHbIX HYXA,.

7. Nepenaya aen (3NeKTPoHHLIX Aen) B apxus cyaa. NMopsaaok
XpaHeHUs1 apXUBHbIX AeJ (3NEeKTPOHHbIX apXUBHbLIX Aen)

7.1. [ena nocTosiHHOTO XpaHeHWsl, BpeMeHHbIX (cBbile 10 NeT) CPOKOB XpaHeHUsl NepedaloTcs B apxvB
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

Cyda He nosfgHee YeM 4Yepes LWeCTb MeCsILEB Mocre 3aBeplleHus aen B Aenornpou3BOACTBE MO ONUCAM Aen
cynebHbIx konnernit, cyaebHbIX COCTaBOB, MOCTOSIHHBIX CYAEOHbIX MPUCYTCTBUI U CTPYKTYPHbIX NoApasaeneHuin
cyoa (npunoxennss N 3, 4 k Hactoswen WHcTpykumm). OKOHYaHMe npou3BoACTBa MO cyaebHbIM aenam
onpeaensieTcs B NOpsiAKe, yCTAHOBMEHHOM COOTBETCTBYIOLLEN MHCTPYKUME No cyAebHOMY Aenonpon3BoCcTBY.
(8 pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

[oKyMeHTbl M0 IMYHOMY COCTaBY CyAel KacCauMOHHbIX CyA0B OOLLeNn IopUCONKLUM, anennsaumMOHHbIX Cya0B
obLien pUCAMKUMKM, BEPXOBHbIX CYAOB pecnybnuk, KpaeBblx M 00NacTHbIX CydoOB, CydOB TOpPOAOB
hegepanbHOro 3HayYeHusl, CyqoB aBTOHOMHOW 06nacTn u aBTOHOMHbIX OKPYroB mepegatoTcs B apxvB cyga no
ncredyeHum 10 neT co OHA OCBOBOXAEHUS OT AOIMKHOCTWU CydbM (OTYMCIEeHWs M3 wTtaTa cyaa); denepanbHbiX
rocygapCTBEHHbIX MPaXaaHCKUX CRyxaLumx - no ucteveHum 10 net co OHSA YBOMNbHEHWUS.

(B pea. Mpukaza CynebHoro aenaptameHTa npu BepxosHom Cyae P® ot 14.06.2022 N 97)

7.2. PelweHne Ha nepefady B apxve CyAeOHbIX ger, NPOU3BOACTB M MaTepuanoB NpUHMMAaET cyabsi, MX
paccMOTpeBLUMIA, @ MpK ero OTCYTCTBMM - NpeacenaTtens cyaa (cynebHon konneruun, cygebHoro cocrtasa), ero
3aMecTUTeNb UMM MHOE YNONTHOMOYEHHOE NpeacedaTenem cyga nmuo (B MOCTOSHHOM CyAeOGHOM MpUCYTCTBUNM).
Mpu aToM cyabs NPOBEPSIET COCTOSIHME KaXkaoro cyaebHoro Agena, NpoM3BoACTBa UK MaTepuana.

(n. 7.2 BBepeH [pukasom CynebHoro genaptameHTta npy BepxosHom Cyae PP ot 09.01.2024 N 1)

7.3. PelweHne Ha nepegavy B apxvB CyAa HOMEHKMATYpbl, )KYpHarioB U y4eTHO-CTaTUCTUYECKUX KapToyek
npvHUMaeT npegcepatens cyaa (cygoebHon konnermu, cygebHoro cocraBa), €ro 3amecTuTenb WM UHoe
YMNoNHOMOYEHHOE NpeaceaaTtenemM cyga nuuo (B NOCTOSIHHOM cyaAe6GHOM NpUCyTCTBUN).

(n. 7.3 BBegeH [pukasom CynebHoro genaptameHTta npy BepxosHom Cyae P® ot 09.01.2024 N 1)

7.4. PeweHve Ha nepejadyy B apxvMB WHbIX [JOKYMEHTOB Ccyda nNpuUHMMAaeT HavanbHUK oTaena
AenonponsBoacTea (0o6Liero otaena) cyga, MHoe ynosriHOMOYEHHOe npeacedarternem cyaa nvuo (B NOCTOSIHHOM
cyneGHOM npucyTCTBUM).

(n. 7.4 BBepeH [pukasom CynebHoro genaptameHTta npy BepxosHom Cyae PP ot 09.01.2024 N 1)

2.5. lokyMeHTbl BpeMeHHbIX (8o 10 neT) CpokoB XpaHeHus unu "4o MMHOBaHUSA HagobHoCTU" B apxmB cyda
no obLemy npasuny He nepefatoTcs.

B cooTtBeTcTBMM C pacnopsikeHMem npegcefatenst cyda B MCKIIOYMTENbHbIX cry4vasdx (OTCcyTCTBME
BO3MOXHOCTU obecneyveHnst COXpaHHOCTU, COOTBETCTBYHOLLUX MOMELLEHUIA ONs1 UX XPAHEHUS U UHBIX) JOKYMEHTbI
BpeMeHHbIX (0o 10 neT) CpoKoB XpaHeHust unu "00 MMHOBaHWSA HagobHoCTM" gena moryT ObiTb nepefaHbl B
apxvB cya no COOTBETCTBYIOLLMM OMUCAM.

MoagrotoBka gen BpemeHHbix (4o 10 neT) CpOKOB XpaHeHMs Unu "O0 MUHOBaHMS HagobHocTU" ans
nepegayn B apxuBe, a Takke nepefaya Takux Aen B apxvB cyda OCYLLECTBNSETCA B COOTBETCTBMM CO CPOKaMU,
yCTaHOBMEHHbIMU NyHKTamun 5.1, 7.1 HacToswen NHCTpyKuun.

Takvne gena ocopmnstoTcs paboTHUKaMM, OTBETCTBEHHLIMU 3a 4ENONPON3BOACTBO B cyaebHow konneruu,
cynebHOM cocTaBe, MOCTOSIHHOM CyAeGHOM MpUCYTCTBUM, CTPYKTYPHOM MoApasfeneHun cyaa, cregyrowum
o6pasom.

Jena noplumeatoTcsi, Ha OOMOXKe yKa3blBAOTCHA: HaVMeHOBaHWe Cyaa; 3arofioBOK Aena (Toma, 4yactu);
WHAEKC Aena no HoOMeHKnatype; pamunms, ums, oT4ECTBO OCYXXAEHHOro Nnuua 1 NofiHoe HauMeHoBaHue CTaTbi
YronoBHoro kogekca Poccuiickonn ®Pepepaumu, no KOTOPOW NUUO OCyXAeHo; daMunusi, MHUUMansl uUcTua,
oTBeTYMKa (HaMMeHOBaHWe opraHusauumn); CyTb UCKa (3asiBNeHUs); KpanHue gaTel Aena; Homep Npon3BoAcTBa no
Aeny, YHUKanbHbI naeHTudunkaTop Aena; HoMep ToMa; CPOK XpaHeHus gena ¢ ykasaHueMm roga, 4o KOToporo
OCYLLECTBMAETCH XpaHeHue; NOANNCL CyabW, pacCMOTPEBLLUErO Aeno (C paclumMdpOBKON NOANUCHK).

Mo ncTeyeHun cpoka XpaHeHuUs unuM Mo MWHOBAHWM HaAOBHOCTU AOKYMEHTbl BpeMeHHbIX (go 10 meT)
CPOKOB XpaHeHus unuM "O40 MUHOBaHMS HagobHOCTM" YHUYTOXAKTCS B MOPsSAKe, YCTAHOBMEHHOM HacTosiLewn
UHcTpykumen, o yem coctasnsietcs akT (npunoxernve N 13 k HacToswen NHCTpykuun). MpeanoxeHus K akTy o
BblOENEHUN K YHUHMTOXEHNIO JOKYMEHTOB, HE noanexawux XpaHeHuio, npegycMoTpeHHble ab3aueM YyeTBepTbiM
nyHkTta 4.11 HacToswen VHCTpykunn, cocTaBnsaloTca paboTHMKamMK, OTBETCTBEHHbIMM 3a Aernonpov3BOACTBO B
cynebHon konnermun, cyaebHom cocTtaBe, MOCTOAHHOM CygebHOM MpUCYTCTBUM, CTPYKTYPHOM noApasgaerieHuu
cyda COOTBETCTBEHHO.

(nyHkT B pea. [Ipukasa CyaebHoro genaptameHTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)
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7.6. OneKkTpoHHble AOKYMEHTbl BPEMEHHbIX CPOKOB XpaHeHus Ao 10 neT BKMYMTENbHO XPaHATCH B
TeYeHNe YCTaAHOBMEHHOIO CPoka B WMHEOPMALMOHHOW CUCTEME (XPaHUIULLE 3NEKTPOHHbIX OOKYMEHTOB) B
cdopmate, B KOTOPOM OHM ObinnM CO3AaHbl UNKU BKMOYEHbI B MHADOPMAaLMOHHYO cuctemy. B apxuB cyna Takue
OOKYMEHTbI He nepeaaroTcs.

7.7. MNepepava pen, B TOM unucrie gen BpeMeHHbIX (40 10 neT) CpokoB XpaHeHWs MM "0 MUHOBaHUS
HagobHoCTN", B apxvMB Cyda OCYLECTBRSieTCs MO rpadumky, COrnacoBaHHOMY C CyAebHbIMM COCTaBamM,
cyaebHbIM1  KoNnerusimMn, MNOCTOSIHHBbIMKM - CYyAEeBHbIMM - MPUCYTCTBUSIMU,  CTPYKTYPHBIMU  MOApasaeneHnsamu,
nepegaroLLMMn JOKYMEHTbI B apXxvB, Y YTBEPXAEHHOMY npeaceaaTenem cyaa.

(nyHkT B pea. [Ipukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO ot 09.01.2024 N 1)

2.7.1. Npwn nepegave AOKYMEHTOB Ha BymaXHOM HocuTene B apxuB cyda paboTHUKOM, OTBETCTBEHHbIM 3a
paboTy apxuBa cyaa, NpoBepsIoTCS:

COOTBETCTBME 3arofioBka [ena no onvucu Aen CTPYKTYPHOro noApasfefieHnsi COAepKaHuio OOKYMEHTOB B
nene;

NpaBUNbHOCTb 0DOPMIIEHNS U TPYNMUPOBKM OKYMEHTOB, BKIIOUYEHHbIX B AENO0;
KayecTBO MOALUMBKM UMK NepenseTa aena;

NpaBUNbHOCTb HyMepaLuW NUCTOB Aena;

NPaBUbHOCTb COCTaBIIEHUSI BHYTPEHHEN OMUCK OOKYMEHTOB Aena (Mpu Hanuunm);
NpaBUNbHOCTb 0DOPMIIEHNS OBNOXKM Aena;

Hanuuve v NPaBUbHOCTb 3aMNofTHEHNS NTMCTa-3aBepuTens aena.

Bce BbIsiBNEHHbIE NpY NpoOBeEpKe HeAoCTaTkM B (DOPMUPOBAHUN U 0dhopMIeHUn gen paboTHUKM cygebHoro
cocTaBa, cyaeGHOl Komnmnernu, NocTOsIHHOIO cyaeBGHOro mpuUcyTCTBUS, CTPYKTYPHOrO MnogpasgeneHus o6si3aHbl
YCTpaHu!Tb.

(moanyHkT B pea. Mpukasa CygebHoro genaptameHTta npu BepxosHom Cyge P® ot 09.01.2024 N 1)

1.7.2. Nprem-nepenaya AOKYMEHTOB B apXuB Cyaa Npon3BoamTcs paboTHMKOM, OTBETCTBEHHBLIM 3a paboTy
apxvBa cyda, B MpucyTCcTBMM paboTHWka cyaebHOoro cocrtaBa, CcyaebGHOM Konnerum, NnocTOSHHOro cyaeGHOoro
NPUCYTCTBUS, CTPYKTYPHOro mogpasgerneHns cyga. B oTmeTke o mpueme gen B KOHUE KaXdoro ak3emnnspa
OnMCK Aen ykasblBalTCH KONMMYECTBO (haKTUYeCKM NPUHATBIX B apxvB Aern, HoMepa OTCYTCTBYHOLWMX Aen, AaTta
npvema-nepegaydu, a Takke NOANNCH U pacluMAPOBKM NOANMCEN yKa3aHHbIX PabOTHNKOB.

(nognyHkT B ped. [pukasa CyaebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

7.8. Nepenayva 3neKTPOHHbLIX JOKYMEHTOB B apXMB NPON3BOAUTCS HA OCHOBaHWUU OMNUCE 3MNEeKTPOHHbIX Aen
cynebHoro cocTaBa, cynebHo Konnerum, CTPYKTYPHOrO nogpasaeneHus cyna no
MH(POPMALIMOHHO-TENIEKOMMYHUKALIMOHHON CeTU (MpU HanmMuuM B apxvBe cyaa UHPOPMaLMOHHON CUCTEMbI) UIK
Ha u3nyeckn 0BOCOGNEHHBLIX MaTepuanbHbIX HOCUTENSX, KOTOpble MPEACTaBMSIOTCA B ABYX WAEHTUYHbIX
aK3emnnsipax.

TexHnyeckoe conpoBoXaeHME Mo obecneyeHnto nepegayn aNeKTPOHHbIX JOKYMEHTOB B apXuB, CBA3aHHOE
C HaACTPOWMKOM MpOrpamMMHbIX KOMMMEKCOB UM MX (YHKUMOHUMPOBAHUEM, a TaKKe YOOCTOBEPEHME KayecTBa
nepegaBaeMbIX €4uMHUL, XpaHEHUSA ANEKTPOHHbIX JOKYMEHTOB obecneunBaeTcst paboTHMKaMuK, OTBEYaLWNMK 3a
(hYHKLMOHNPOBaHNE WHOPMALMOHHBIX TEXHONMOMUA B cyde, a Takke paboTHukamu dwununanos ®rey MAL
CypebHoro genapTameHTa.

7.8.1. lNpn nepepaye SMNEKTPOHHLIX OOKYMEHTOB B apxXuB cyda BbINOMHAKTCA Creaylolne OCHOBHbIE
npouenypbl paboTbl C JOKYMEHTaMu:

dopMrpoBaHMEe B WMHPOPMAUMOHHON CUCTEME Cyda SMEKTPOHHbIX Aer, SBMSIOLUXCA COBOKYMHOCTbLIO
KOHTEHEPOB 3NEKTPOHHBIX [JOKYMEHTOB UM KOHTEMHEPOM 3MIEKTPOHHOIO AOKYMEHTa, CoAepKallUM KOHTEHT U
MeTafaHHble OMEKTPOHHOro [OOKyMeHTa, (halrnbl SMEKTPOHHbIX MOANUCEeN W BU3YanmU3MPOBaHHYIO KOMWUIO
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TEKCTOBOIO 3NEKTPOHHOro AoKyMeHTa B oopmaTe PDF/A;.

bopMUpOBaHME OMWUCU SNEKTPOHHBLIX [Aen, AOKYMeHTOB cydebGHoro cocTaBa, cyaebGHon Konneruu,
CTPYKTYpPHOro NoapasfeneHus cyaa;

npoBepKa apxXxnBoM Cyaa SNEKTPOHHbIX OKYMEHTOB Ha Haln4ne BpeOHOCHbIX KOMMNbHTEPHbIX NMporpamMm;
npoBepka BOCNpPon3BOANMOCTU SNEKTPOHHbIX OOKYMEHTOB;

nposBepka dU3NYECKOro U TEXHUYECKOTO COCTOSIHUA HOCUTENEN (NpU Nepeaave 3NekTPOHHbIX AOKYMEHTOB B
apxvB cyaa Ha uanveckm 060Cco0NeHHbIX MaTepuarbHbIX HOCUTENSX).

7.8.2. MpuneM 3neKTPOHHbIX JOKYMEHTOB B apXvB cyda no MHGOPMAaLMOHHO-TENEKOMMYHUKALMOHHOW CeTu
(Npu HanuuMu B apxuBe cyda MH(OPMALMOHHOW CUCTEeMbl) MNU Ha U3MYeckn 060COBNEHHbIX HOCUTEnsX
ohopMNSIeTCA COCTaBrieHWeM WTOTrOBOM 3anuch B KOHLE OMUCKU 3MEKTPOHHbIX Aern, B KOTOpoW uudpamu u
MPOMUCLIO YKa3bIBAETCA KONMUYECTBO (PaKTUYECKM MPUHSTBIX B apPXMB 3IEKTPOHHbIX [ENl M 3N1eKTPOHHbIX
OOKYMEHTOB. MToroeas 3anucb MoATBepXOaeTcs noanucsaMu paboTHMKa, OTBETCTBEHHOro 3a paboTy apxvsa

cyda, n paboTHMKa, nepefaBLUEro 3MeKTPOHHble Aerna WM OOKYMeHTbl. [pu npueMe Ha apxuMBHOE XpaHeHue
3MNeKTPOHHbIE ena 3aBepsnTCA SMNeKTPOHHOW NOANMNCHIO0 NpeaceaaTens cyaa Unm ynomHOMOYEHHOro UM nuua.

7.8.3. Tocne npyvema B apxvB 3MEKTPOHHbIX OOKYMEHTOB Ha usnveckn o60CcobneHHbIX MaTepuarnbHbIX
HOCUTENAX BKMNadbllM, MOMELLEHHble B QYTNAP eduvHUUbl XpaHeHUs B CTPYKTYPHOM noAdpasgerieHuu,
3aMeHS0TCA Ha BKagbIwn, 0hOpMIeHHbIE B apXumBe.

Ha Bknagpiwe, nomeliaemoM B hyTnap eauHULblI XpaHeHWs, 0popMISEMOM B apXuBe, YKasblBaloTCS:

HaumeHoBaHuWe cyaa (MorHoe, CoKpaLLeHHoe);

Homep hoHaa;

HOMEp ONMCK SNEKTPOHHbIX Aer;

HOMep Aerna no onucy;

OTMeTKa O cTaTyce 3K3emnnspa 3NeKTPOHHbIX AoKyMeHToB: "OcH." (ocHoBHOM) unun "Pab." (pabouunn);

KpaiHue gaTbl JOKYMEHTOB 3fIEKTPOHHOrO Aena;

npu HeobGxoaumocTu O(bOpMJ'IFlI-OTCFl OONOSTHUTENbHbLIE OTMETKM 00 orpaHun4eHun oocTtyna K JOKyMeHTaM.

Bknagpiw nomeluaeTtcs B yTnsap dpuandeckm 060cobreHHOro MaTepuarnibHOro HocUTens TakuMm o6pasom,
4yTOObl HAAMMCU HA HEM ObINM BMOHbI NPU 3aKPLITOM YThsipe.

Hagnucm Ha Bknagplwax nedaTtalTcss UK HAHOCATCHA OT PYyKn pa360p‘-II/IBbIM no4yepKkomM cneunanbHbIMU
BOOOCTOMKMMMU YepHunamn. B03MOXHO UCMOMnb30BaHME LWTaMMoB 1 OPYrnx aHanorn4HblX cpencTs.

2.9. Mpu npueme 3NEKTPOHHbLIX AOKYMEHTOB Ha XpaHEHWE B apXMB YYUTbIBAOTCS (DAKTOPbI: OrpaHUYEHUS
Ha NpYeMm 3NEeKTPOHHbIX JOKYMEHTOB; 3aBEPLUEHHOCTb Npouecca co3naHUs ANIEKTPOHHOMO AOKYMEHTa; Hanuune
3aKOHOAATENbHbIX aKTOB, MPENATCTBYIOLMX Mepefayve INeKTPOHHOro [AOKyMEHTa; Hanuine Heobxoaumon
COMPOBOAUTENBHOW [OKYMEHTaLUMW; COOTBETCTBME TUMA 3MEKTPOHHOrO OBOPYLOBaHUSI Pa3fM4YHbIM pexvmam
XpaHEHUs ANEKTPOHHBIX LJOKYMEHTOB.

7.10. dena, no koTtopbiM cyaebHble peleHns He obpalleHbl K UCMONMHEHUIO B nopsagke, npegyCcMOTPEHHOM
nHcTpykunamu N 36, 161, B apxvB cyaa He nepefatoTcs.

Ha y4eTHO-CTaTUCTUYECKON KapTodKe AenaeTcs OTMeTKa o nepefave aena B apxus.

711. |-|OCTyI'IMBLLII/Ie B apxuB Cyaa aena un gpyrne OOKYMEeHTbl XPaHATCA MNo d)OHp,aM B XPOHOJIOr’M4eCcKom
nopAagke.

7.12. ApxuBHble gerna cucTemMaTu3npytoTCs COrfacHoO ONUCAM Aen U NOMeLLatoTCs B KOPOOKH.
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Ha kopellke 0BNOXKN Kaxkaon KOPODOKM yKa3biBalOTCsl HadaribHble N KOHEYHbIE PErMCTPALMOHHbIE HOMEpaA
Oen, NOMeLLEHHbIX B KOPOOKY.

8. CnpaBquo-noucxoable cpencTBa K apXMBHbIM AOKYyMeHTaM

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

8.1. Cncrtema cnpaBoOYHO-MOUCKOBbLIX CPEACTB BKNIOYAET apXUBHbIE CNPABOYHMKM Ha ByMaKHOM HocuTene
n (unn) B SMNEKTPOHHOM BuAe: obs3aTeNbHble - ONUCKU LEerl, OMUCKM JNEKTPOHHBLIX Oen; BCromoraTesbHble
(HeobsiI3aTenbHbIE) - UCTOPUYECKasi cpaBka K OHAY, KaTanoru, ykasatenu u o63opbl, cryXebOHble KapTOTEKM,
peecTpbl, 6a3bl JaHHBIX U OPYTYE CMPaBOYHUKM.

CoctaB BcnomoraTesbHbIX apXMBHBIX CNPaBOYHUKOB onpeaensieTcs CaMoCTOATENbHO.

8.2. Wctopuyeckas cnpaBka K ¢oOHAYy COCTOMT M3 Tpex pasgenos: uctopus doHgoobpasoaTens,
oTpaxatoLLias UICTOpPUIO Cya CO CCbISIKaMy Ha COOTBETCTBYIOLLNE 3aKOHOAATENbHbIE U HOPMATMBHbIE aKTbl (OaTbl
o6pasoBaHus, NepeMMeHOBaHNS, peopraHm3aLmm, MKBMAaUnMm, CTPYKTYPY U YHKUUKN, UX U3MEHEHWUS], NPEXHNE
HaMMeHoBaHus), nctopus doHga (obvem, KpanHne gaTtbl AOKYMEHTOB, CTEMEHb UX COXPaHHOCTK, AaThbl Nnepegaym
OOKYMEHTOB Ha MOCTOSIHHOE XpPaHEHWe) M XapakTepucTuka OOKYMeHToB dhoHAa (pasHOBUMAHOCTW OOKYMEHTOB,
0COBEHHOCTU (POPMUPOBAHUSA €OUHUL, XPAHEHUSI U UX CUCTEMATU3auMmK, Hanuume AOKYMEHTOB, BbIXOAALMX 3a
XPOHOJOrMYecKme rpaHnLbl 4eaTensHOCTU hoHaoobpa3oBaTensi, CoCTaB CNpPaBOYHOroO annaparta K ooHay).

WNcTopuueckas cnpaska kK poHOy coCTaBnsieTcs B ABYX 9K3eMnnspax (ecnu cyd BbICTYynaeT UCTOYHUKOM
KOMMIEKTOBaHUA rOCydapCTBEHHOIO apxmBa), OAWH XpaHWTCA B pJdene cyda, BTOpOM - nepepjaeTcs B
rocyapCTBeHHbIN apxumB. VIcTopryeckas cnpaBka kK hoHAY NoAMNMChIBAETCA COCTaBUTENEM.

9. YyeT AOKYMEHTOB B apxuBe cyaa

(8 pea. MNpukasa CynebHoro aenaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

9.1. YueTy noanexaT BCe HAXOASLIMECS HA apXMBHOM XpPaHEHUWN OOKYMEHTbI, B TOM YMCIe JOKYMEHTbI Mo
MIMYHOMY COCTaBY, KOMUWM AOKYMEHTOB, BKIMOUYEHHbIE B POHA MOMb30BaHWA (NMPU HanMMyMu) U onNvucyu Aen, onvcu
3NEKTPOHHbIX Aen.

OCHOBHbIMW eMHULLAMM yYeTA apXMBHbIX JOKYMEHTOB SIBMNAIOTCSH apXMBHbIA (YOHA, €AMHULA XPaHEHNS!.

9.2. CBegeHnst 06 o6beMe U cocTaBe eQuHUL XpPaHEHMWS YKa3bliBalOTCA B apXMBHbIX YYETHbIX AOKYMEHTaX.
ObGsszaTenbHble M BCMoOMoOraTenbHble apXuBHble YYeTHble [OOKYMEHTbl BedyTcsa Ans obecneyeHus yyeta
MOCTYNMEHNs1, BbIObITUSA, KONMYECTBa, COCTaBa M COCTOSIHUS apXUBHbIX JOKYMEHTOB.

9.3. K 06sa3aTenbHbIM yY4eTHBIM AOKYMEHTAM apXuBa cyaa OTHOCATCS:

nacnopt apxmea (npunoxeHme N 14 k HacTodLen NHCTpyKuun);

yYeTHble CBEOEHUA O [OOKyMeHTaX, XpaHsawuxcss B apxumBe cyga (npunoxenme N 15 Kk HacTosAwen
UHcTpyKumm);

KHUra ydyeTa NocTynneHus 1 BblObITUS aen, 4oKyMeHToB (npunoxeHue N 16 k HacToswwen MHcTpykumm);
nnct doHaa (npunoxexne N 18 k HacToswen MHCTpyKkuun);

onucu gen (npunoxeHus N 5, 6, 7 k HacTodALwen NHCTpyKuun);

ONnCb aNeKTPOHHbIX gen (npunoxexue N 8 k HacToswen NHCTpykuun);

neno cdoHaa.
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K BcnomoraTesibHbIM Y4YeTHbIM JOKYMEHTAM OTHOCATCA:

cnucok poHooB (npunoxenne N 17 kK HacTtoswen WHCTpykuMM), KOTOPbLIN COCTaBnsieTCs Mpu
OCYLLECTBIEHUN XPaHEHUS apXMBHbIX LOKYMEHTOB, OTHECEHHbIX Bonee YeM K ogHOMY OOHAY;

KHWra BblJayn edvHUL, XpaHeHus BO BpemMeHHOoe nonb3oBaHue (npunoxeHne N 27 K HacTosLwen
UHcTpyKumm);

peecTtp onucen gen (npunoxeHune N 9 k HacToswwen VHcTpykummn);

Tonorpadpmyeckme ykasatenu (noctennaxHbin (npunoxeHne N 36 Kk Hactoswen WHCTpykumm)) wu
nocpoHaoBbIv (NpunoxeHune N 37 k HacToswen HCTpyKLMM) (NpY HaNnnMumMn apxXmBOXpPaHUNLLL);
(B pea. Mpukaza CynebHoro aenaptameHTa npu BepxosHom Cyae P® ot 29.05.2024 N 124)

KaTanoru;

yKasaTenu.

9.3.1. MacnopTt apxusa (npunoxeHune N 14 k HacTosWwen VIHCTPyKUUN) COCTaBNSAETCA €XErogHo, oTpaxaeT
COCTaB, COCTOsIHME, O6bEM U YCIOBUS XPaAHEHUS AOKYMEHTOB U XPaHUTCS NOCTOSIHHO.

I'IacnopT apxumBa COCTaBJ1A€TCA NO COCTOAHUIO Ha 1 ,qua6p$| OTYETHOro roaa.

Ecnu Cya BbICTynaet WUCTOYHWUKOM KOMMIIEKTOBAHUA TOCyAapCTBEHHOINo apxmBa WK MNMpu  Hann4uum
COOTBETCTBYHOLLEro pnoroesopa nacnopt apxmBa COCTaBNAeTCA B AOBYX 3K3eMnndpax: OAUH 3K3eMmnnidap
HanpaBnaeTca B rocyﬂ,apCTBeHHblﬂ apxwus, BTOpOI7I - XpaHUTCA B COOTBETCTBYHOLLEM HapAOe apxumBa cyaa.

O6bemMHble MOKasaTenu AalTCa B yKasaHHbIX eguHMLax M3MepeHust cornacHo doopme nacnoprta apxusa.
VcnpaBneHus, BKINEenK He AonyCKatTCs.

B agpecHon yactu BnaHka nacrnopTa apxuBa, PacnofioKEHHOW B FIEBOM BepxXHEM yrny, B cTpoke "Komy
npeacrtaenseTca” ykasblBaeTCA Ha3BaHUE rocyAapCTBEHHOIO apxuBa (Mpu Hanmumm).

B cTtpoke "Kem npepacrtaBnsietca" ykasblBalOTCS: MOMHOE HauMMeHOBaHWe cyaa, MOoYTOBbIM agpec C
yKasaHueM uHaekca, koga ropoga u Homepa TenedoHa (akc, e-mail).

B pasgene "O6wue ceBegeHna" 3anonHaeTcsa ctpoka 101, KoTopas COCTOMT U3 crieayoLlmx rpad:

Konu4yectso oHaoB (rpada 1);

nnowagb apxuBoxpaHunva B kKBagpaTtHbIX MeTpax (kB. M) (rpada 2);

3arpyXeHHOCTb apxmBoxpaHunuiia B npoueHTax (%) (rpada 3).

B rpace 1 ctpokm 101 ykasbiBaeTcs konu4yectso (poHOOB, XpaHsALWMXCS B apxvBe cyda. Ecnn B apxuse
cyda XpaHaTcs AOKYMEHTbl TONbKO OOHOro cyfa, TO ykasbiBaeTcs umdpa 1; ecnvm xpaHaTcs gena, OKYMeHTbI

Opyrux cyaos, yka3bliBaeTcA LIM(*)pa NO KOJIMYECTBY XpPaHALLNXCA d)OHD,OB B apxuBe.

Kaxgblii cooHa, He3aBUCMMO OT TOrO, COCTOWUT N OH U3 OOKYMEHTOB OAHOTO MITM HECKONbKMX BWOOB,
YyYUTbIBAETCS B NacrnopTe apxuea TOMbKO OAMH pas.

B rpacdhe 2 ctpokn 101 ykasbiBaeTca nnowiadb OTAEMNbHOMO MNOMELLEHWUs, B TOM 4YUCIEe MOCTOSIHHOMO
cyaebHOro NpucyTCTBUSA, apxmBa (apXMBOXpaHUnmLLa) B KB. M UITM CyMMa NoLagen Bcex NoMeLLEHNIA.

|-|J'IOLIJ,a,lJ,b n3mepdaeTcda TOMHO U yKa3biBaeTCA C TOYHOCTbK OO0 OEeCATbIX p,one|7| KBagpaTtHOro MeTpa - He
MeHee OHOro 3Haka nocne 3anaTon. Hanpumep: 25,4 kB. M.

Mnowanb paboynx KOMHaT UMK NOACODHBIX MOMELLEHUIA HE YYUTLIBAETCS.

I'Ipvl OTCYTCTBUMN OTAESNTBHOIO NOMeLLeHUA aAnd XxpaHeHna apXmuBHbIX JOKYMEHTOB B OaHHON rpacbe CTaBuUTCA
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NpoyepK.

Npacda 3 ctpokm 101 3anonHAETCA NpWM HanMMYMM OTOENbHOr0 MOMELLEHUST ANSA XPaHEHUS apXMBHbIX
OOKYMEHTOB B cye (apXuBOXpaHunumLia) 1 npu ycrioBum 3anosiHeHus rpadbl 2.

MokasaTtenb 3arpy>XeHHOCTUN apXmBoXpaHuUInia ABNAeTCcd CTporo BblY4MCNAEMON BESNTMYUHON, npumepHoe
ero onpepgeneHne He gonyckaeTcd.

CTeneHb 3arpyXeHHOCTM apXUBOXPaHWUMMLLA pacCYUTbIBAEeTCA B NPOLEHTax nyTeM AeneHust Konnyectsa
XPaHSILLMXCA B HEM [€en Ha pacyeTHY BMECTMMOCTb apXMBOXpaHUNuLLA (B eAMHULAX XpaHEHWs!) U YMHOXEHMS
Ha 100.

PacyeTHas BMECTUMOCTb apXMBOXpaHUnuLLa onpegensercs cregyowmm obpasom: nsmepsaeTcs B MeTpax
obLan npOTSKEHHOCTb AJIMHbLI CTEMMAXHbIX MOSOK, 3aHSATbIX [OKYMEHTaMW; pPacCyYUTLIBAETCHA KONMYeCcTBO
eaVHUL, XpaHEHUs1, HaxXOoAsLWMXCA Ha OAHOM MOFrOHHOM METpPe MONOK, AN Yero obliee KONMYecTBO eauHUL
XPaHEeHUst AENUTCA Ha KONMUYECTBO MOTOHHBLIX METPOB; KONMYECTBO €AUHUL, XPaHEHMUS!, HAXOAALWMXCA Ha OOHOM
NMOrOHHOM METpPE, YMHOXUTb Ha OBLLYI0O MPOTSXKEHHOCTb CTENNaXHbIX MOSOK (B TOM YMcrie CBOBOOHbIX).

dopmyna:

DE]I[ € KOMMMECTEO XDaHAI FINCA IO &1

=100

CTEleHs 3arpyieHHocTH (Yo) =
pacdeTHad EMeCTHMOCTE

Ecnu apxuBoxpaHunuiLLy, HECKOMNbKO, TO CyMMa BCEX XPaHSLLMXCA B HUX Aen OEeNUTCH Ha CYMMY pacyeTHOM
BMECTUMOCTM Kaxaoro n ymHoxaetcs Ha 100.

B pasgene "CBegeHus 0 AoKyMeHTax" BHOCATCSA CBeAeHWs1 O LOKYMEHTaxX NOCTOSHHOMO XpaHeHus!, AaHHble
0 JOKYMeHTax Mo fIMYHOMY COCTaBy W yKa3blBaeTCs criegyloLLlee:

B rpacbe 1 - KONIMYECTBO eauHuL XpaHeHUA OOKYMEHTOB MOCTOAHHOIo XpaHeHud U no sin4HOMy COCTaBy,
HaxogAlwKnxca Ha XpaHeHnn B apxmee cyaa,

B rpacpe 2 - ata camoro paHHero 13 XpaHsLmnxcs B apxuee cyaa 4OKYMEHTOB;
B rpacpe 3 - KOHEeYHble AaTbl XPaHSLLMXCS B apX1Be CyAa AOKYMEHTOB;

B rpade 4 - obuiee KOnMMYecTBO [fen, KOTopble BHECEeHbl B yTBepXAeHHble (cornacoBaHHblie) MK
APXUBHOTO Y4YpeEXaEHUS ONUCH;

B rpadge 5 - camble paHHWE rofpl, 3a KOTOpblE JOKYMEHTbI, BHECEHHbIE B OMWUCU [€er, XPaHATCA B apXxvBe
cyna;

B rpacpe 6 - camble No3gHWE TOAbl, 33 KOTOPbIE AOKYMEHTbI, BHECEHHbIE B YTBEPXKAEHHbIE (COrNacoBaHHbIe)
MK apXxMBHOTO yYpexXaeHUst ONUCK, XpaHSATCS B apxvBe cyaa;

B rpaq)e 7 - KONN4YeCTBO Aen MNOCTOSAHHOIo XpaHeHUsl, HaXxo4sLWmMXCA Ha XpaHeHUN B apXmBe Cyaa nocne
NcTe4yeHnd yCtaHOBITIEHHOIro 3aKoHO4aTes1IbCTBOM CPOKa UX npenesribHoro XxpaHeHud B cyae.

pacba 8 sanmonHseTcs nyTem MOACYETa KoNuMyecTBa exerofgHo obpasylolmxcs Aen AaHHOoro Buaa B
COOTBETCTBMM C HOMEHKNATYpPOMN.

B cTtpoke 201 uenecoobpasHo BHOCUTbL [AaHHble O [Aenax MOCTOAHHOTO XpaHeHUst OTAeNbHO Mo
rpaXkgaHcKUM, aaMUHUCTPATMBHBIM, YTOMNOBHLIM Aierniam, fenam o6Luero 4enonpon3BoAcTea.

B pasgene "Kagpbl" B cTpoke 301 ykasblBaeTCA KOMMYECTBO LUTATHbIX PabOTHMKOB apxuBa cyaa,
onpeferneHHoe B LUTaTHOM pacnucaHum cyaa.

Ecnu B wtaTtHOM pacnvcaHmm He NpedycMoTpeHa AOMKHOCTb WTaTHOro paboTHMka apxuea cyaa, npu aToM
npegcenaTtenem cyaa HasHadyeH paboTHUMK, OTBETCTBEHHLIN 3a paboTy apxmBa, B 3TON rpade CTaBUTCA NPoOYEpK.

www.consultant.ru CrpaHuua 25 u3 90
HafeXHasa npaBoBas noaaepXxka


https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru
https://www.consultant.ru

Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

B pasgene "YcnoBua xpaHeHUs OOKYMEHTOB" MOAYEpPKMBAIOTCA Te CBELEHMUs, KOTOpble COOTBETCTBYIOT
YyCnoBuAM XpaHeHnda apxXmuBHbIX JOKYMEHTOB B cyde.

B cnyyae xpaHeHus1 fOKYMEHTOB cyaa B 06beaMHEHHOM cyAeOHOM apxvBe, B MacnopTe apxvea AenaeTcs
COOTBETCTBYIOLIAA MOMETKA O KONMMYecTBe [er, HaxoAslWMXCs Ha XpaHeHuM B Takom apxue. [lnowagb
nomelleHmss obbeanHeHHOro cygebHoro apxvmBa B pasgene "O6wme cBedeHMs" nacnopta apxvBa He
yKkasblBaeTcs.

B nacnopte apxuBa ykasbiBaoTca baMunns n TenedoH UCNoNHUTeNs (coctaButens).

MacnopT apxuBa noanucbLiBaeTca npeacedaTeneM cyda C MpocTaBneHnem Oathl MoOAnMcaHusi, mnocre
3anonHeHns BCex pasaenoB 3aBepsaeTcs nevaTbio cyaa.

Mpv HanpaBneHWM B rOCYOAPCTBEHHbI apXMB K MacropTy apxvBa MpWKIagblBaeTcsl MOSICHUTENbHAS
3anucka, B KOTOPOW yKasblBaloTCA crieaylollime cBeeHUs:

06 M3MEHEeHWsIX B HaMMEHOBaHUM cyaa;
O HanM4Mu B CyAe HOMEHKNATYpbl U MHCTPYKLUUK MO AeNonpon3BOACTBY;

NPUYNHbI M3MEHEHUA Konun4yectBa Aefl No CpaBHEHUKO C OaHHbIMM nacnopTa npealecTtBylolwero roga
(KOJ'IM‘-IeCTBO ONMUCaHHbIX aen, nepeaHHbIX Ha NOCTOAHHOE XpaHeHne B apXMUBHOE y4dpeXXaeHUe, CHATbIX C y4eTa
B CBA3U C yTpaTon nnn HeumcrnipaBHbIMn I'IOBpe)K,D,eHVIﬂMVI);

Hanuyne B apxmee cyga poHO0B ApYrUX CYAOB;
0 KaJpOBOM COCTaBe - Hanuuue LWtaTHbIX paboTHMKOB apxuBa cyaa, ©.1.0. paboTHMKOB;

O MeCTe XpaHeHUAa OOKYMEHTOB MNMpu OTCYTCTBUW OTAESIbHOIO nomMeLlleHna u 0CcoBGEeHHOCTAX pasmeLlleHuns
OOKYMEHTOB.

KOHKpeTHbIi CNMCOK MPUIOXEHUs K NacnopTy apxuBa MOXeT OblTb COrfacoBaH C rocyAapCTBEHHbIM
apxXMBOM, Ky[la OH NpeacTaBnseTcs.

B Cny4yae eclni apxXmB cyga pacnofioXeH B HECKOJIbKMX MOMeELLeHUAX, NMacnopT apxmBa COCTaBAETCA
€4VHbI Ha BCE NOMELLEHMS.

9.3.2. [lononHuTensHO K nNacnopty apxuBa pabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxmBa, exerogHo
3aMoNHSAITCA yYeTHble CBeAeHUs O JOKYMEeHTaX, XpaHAwmxcs B apxmee cyaa (npunoxeHue N 15 k HacTosLen
WHcTpykumm) (no coctosiHMio Ha 1 gekabpsi), B KOTOPbIX MOMWMO KONMYECTBa AeNT MOCTOSIHHOTO XpaHEeHWs,
HaxoAsILUMXCA B apxvBe Cy[a, yKasblBaeTCs KONMMYEeCTBO OeNl BpeMeHHbIX (cBbiwe 10 feT) CpOoKOB XpaHEeHws,
BpeMeHHbIX (0o 10 neT) cpokoB XpaHeHUs U "0 MUHOBaHUSA HagobHoCTU" (MpY HanMuun).

YyeTHble cBeaeHus o OOKYMeHTaXx, XpaHALWNMXCA B apXuBe cyaa, COCTaBNAKTCA B OOHOM 3K3emnnsape U
XPaHATCA B COOTBETCTBYHOLLEM HOMEHKNATYPHOM Hapsaae cyaa.

9.3.3. B kHury ydeta noctynneHuss u BblOblTUS Aen, OOKyMeHTOB (npunoxeHune N 16 Kk HacToswewn
WHcTpyKkumM) nocnegosaTenbHO BHOCATCA BCe MEpBUYHbIE M MOBTOPHbIE nocTynneHus (BblObiTUS) Aen,
pokymeHToB. Kaxgoe nmocTtynneHue (BblObITME) B Mpefernax OTYETHOro roga nonyyaeT NOPSAKOBbIA HOMep B
BanoBoOW NocnegoBaTesibHOCTY.

ExerogHo Ha 1 AHBApA NoABOAUTCA UTOI Konn4yecTBa NOCTYNUBLLNX U BbIObIBLUMX 3@ rog gen, AOKYMEHTOB.

9.3.4. Jlnct cboHpa (npunoxeHue N 18 k HacTodwen VHCTpyKUMM) COCTaBNAETCA Ha KaxAbld apXUBHbIN
doHA. B HeM yumTbIBaKOTCA BCE NOCTYNMEHUS U BbIOLITUS OMMCAHHBIX U HEOMMCAHHBIX JOKYMEHTOB hoHAa.

JInctel poHOoB XpaHATCA B NOpsdke BO3pacTaHWs HOMEPOB apXuMBHbIX OHAOB. JIucTbl oHAOB
hopMuUpyLoTCS B Aeno, K KOTOPOMY COCTaBIISIETCS NIMCT-3aBepUTEnb.
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B JINCTe-3aBepuTterie YykKasblBalOTCA obuiee KONMMYEecTBO JNCTOB OOKYMEHTOB, BKIMHOMEeHHbIX B Aerso,
Ha4vallbHble U KOHEeYHble HOMepa apXUBHbIX CII)OHAOB, obLlee KONM4YecTBO APXUBHbIX CbOH.ElOB, JTINCTbl KOTOPbIX
BKIMOYEeHbl B Aes0.

9.3.5. B peno coHaa BKMOYaAETCA KOMMIEKC OOKYMEHTOB (MCTOPUYECKME W TeMaTU4ecKue CrpaBku,
[OroBOpbl O nepefjaye [OKYMEHTOB Ha MOCTOSIHHOE XPaHEeHWe, akTbl MPOBEPKM Hanuyns U COCTOSHWA
[OKYMEHTOB, aKTbl O TEXHWYECKMX OLIMOKax, akTbl Mpuema v nepegayu, akTol BblAeNeHNs Aen U JOKYMEHTOB K
YHUYTOXEHUIO, aKTbl 06 yTpaTe U aKkTbl O HEWUCTPABUMbIX MOBPEXAEHUSX, akTbl 06 OBHapYXeHUN [JOKYMEHTOB,
aKTbl paccekpeunBaHusi U Apyrve AOKYMEHThI, oTpaxatowume paboTy ¢ hoHAOM) Mo UCTOPUM Cyda U apXUBHOTO
doHaa, 06beAMHEHHOrO apXMBHOro ooHAa.

9.3.6. [na noeguHWYHOrO M CyMMapHOro yyeTa apXMBHbIX [OKYMEHTOB, 3aKpenfieHus nopsigka Mx
cucTemMaTmMsaumm, ydyeta U3MEHeHUd B cocTaBe U oObeme apXMBHbIX JOKYMEHTOB COCTaBnseTCd Onucb Aen,
OMUCb 3MEKTPOHHbIX Aern.

9.3.7. Cnucok dongos (npunoxerHne N 17 k HacTosawen VIHCTpyKUMM) BegeTcs B apxXuBe cya, XpaHsiLem
OOKyMeHTbl 6onee yem ogHoro poHaa. Kaxabii apxmBHbI OOHA, BKIOYAETCA B CMMCOK DOHO0B TOMBbKO OAMNH pas3
npy nepBOM MOCTYMNMEHUM apXMBHbIX AOKYMEHTOB YkadaHHOro doHga. Kaxagomy doHOy npucBanBaeTcs
UHOUBMAYanbHbIM HOMEpP, KOTOPbLIN COXPaHAETCS 3a HUM BO BCEX Y4YeTHbIX AOKymeHTax. Homepa doHaoam
npucBanBaloTCA B BarioBOM nopsigke.

B cnyyae nepepaum apxvmBHOro choHaa B Apyro apxue, BKIOYEHWs ero B cocTaB 06beaMHEHHOro
apxvMBHOrO oHAA WX BbIOENEHUST BCEX [AOKYMEHTOB K YHUHUTOXEHWIO O0CBOOOAMBLUMIACA HOMEP ApYromy
apxvBHOMY hoHAY He NpucBanBaeTcs.

OObeauHeHHble apxuBHble (OOHAbI YYMTBLIBAOTCS Ha 0OWMX OocHoBaHMAX. OGbeaUHEHHOMY apXMBHOMY
oHay, 0b6pa3oBaHHOMY W3 apXMBHbIX (POHAOB, paHEE YYTEHHbIX CaMOCTOSITENbHO, NMPUCBaMBaETCs HOMeEp
OAHOro U3 apXuBHbIX ¢)OHﬂOB, BKJTHOMEHHbIX B €0 COCTaB.

Homep apxvBHOro ooHAa cyda - MCTOYHMKA KOMMIEKTOBaHMS rOCydapCTBEHHOrO apxuMBa BHOCUTCA B
CNMCOoK pOHAOB NO4 HOMEPOM, KOTOPbIN NPUCBOEH EMY B rOCYyAapCTBEHHOM apXUBe.

HassaHune apXnBHOIo (bOHD,a BHOCUTCA B CIMNCOK (bOHJJ,OB Ha OCHOBaAHUN I/ICTOpW-IeCKOIZ cnpaBku K (bOHﬂ,y
NInn TUTYNbHOTO NICTa ONUCK Aen, ONMUCKU SANEKTPOHHbIX Oen.

HasBaHue apXnBHOIro C*)OHJJ.a COCTOUT M3 MNOJIHOr0O HauMeHoBaHMA Ccyada C YyKasaHuem ero
MECTOHaxOXaeHus, gaTt Cco3gaHus W nukeMgauun. Ecnv HanmeHoBaHME W3MEHSINIOCb, TO B CMCKe q.)OHJJ,OB
YKa3blBaeTCa ero nocregHee HasBaHue B paMKax nepuoga, 3a KOTOprVI NPUHATBI OOKYMEHTbI. Bce npeabigywmne
N3MEeHEeHNA B HaMMeHOBaHNN OTMEYatoTCA B JIUCTE CbOH,D,a.

HasBaHne o6beaMHEHHOro apxXxuBHOro oOHZA COCTOMT M3 ODOOLLEHHOrO Ha3BaHWsSI BKIKOYEHHbLIX B HEro
apxmBHbIX OHOO0B. B nucT dhoHaa BKNOYAKTCSA BCE HAUMEHOBAHUS CYAOB, OOKYMEHTbI KOTOPbIX BKIMOYEHbI B
06beanHEHHbIN hoHA.

ExerogHo K CrnMcKy (OOHOOB COCTaBIISIETCA WTOrOBasi 3amuCb O KOMMYECTBE apXMBHbIX (HOHAOB,
MOCTYNUBLUMX U BbIObIBILMX B Te4YeHMe roda, M oBLUEeM KONUYecTBe apXuMBHbIX (DOHOOB, HaXOAALMXCA Ha
XpaHeHUW B apX1Be Mo COCTOSAHMIO Ha 1 SHBaps, CNeayoLWero 3a OTYETHLIM roZIoM.

Cnmncok (*)OHE,OB nogwmnBaeTcd B TBeEpAYHO O6J'IO)KKy, JINCTbl HYMEPYKTCA, COCTaBIIAETCA JINCT-3aBEPUTESb.

9.3.8. [Inga peructpaumm onucen gen, onucemn aNeKTPOHHbIX Aer, yYeTa UX KonmyecTBa U cocTaBa BegeTcs
peecTp onvcen aen, JOKYMEHTOB.

B peecTtpe onvcen UKCUPYOTCA OCHOBHbLIE JaHHbIE NO COCTaBY KaXOoOW OMUCWU Oerl, ONMUCKU 3MEKTPOHHbIX
jen: Homep cpoHaa, HOMep ONUCK, BUA AOKYMEHTOB, BKMHOYEHHbLIX B OMUCb, KOMMYECTBO eOMHUL XpaHeHus,
KOJTM4eCTBO JTUCTOB B ONMUCKU N €€ IK3eMMNIIAPOB.

9.4. YyeTHble 6a3bl AaHHbIX BeOyTCA Npu Hannydnmm B cyae TexXHN4YeCKMX U nporpamMmMHbIX CpeacTB HapaBHEe
¢ obsizaTenbHLIMMK aApPXUBHbLIMU YY4E€THBIMW OOKYMEHTaMU.
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9.5. ApXVMBHblE YYeTHble [JOKYMEHTbl, B TOM YXCIe MO OAHOMY 3K3EeMMNIsipy Onucu Aer, pasMellalTcs B
MOMeLLLeHUN AN XpaHEeHUs YYETHbIX JOKYMEHTOB UMW Ha OTAENbHOM CTennaxe B pabodei komHaTe paboTHUKa,
OTBETCTBEHHOIO 3a paboTy apxuBa cyaa.

BTOpOIZ JK3eMMJidap onncun gen pasMellaeTcqa B apxXxmBoxpaHunuilie 060c0o0neHHO OT eauHNL XpaHeHus.

9.6. ApxuBHble y4YeTHble AOKYMEHTbl, KpOMe Oonucen Aden, onucen dNeKTPOHHbIX Aen, npegHasHa4valTcs
Ansi cny>kebHoro Nonb3oBaHWs 1 NOMb30BaTENSAM apXUBHbIMU AOKYMEHTaMW He Bbl4alTCS.

9.7. Y4yeT nocTynneHust n BblbbITUS Aen, JOKYMEHTOB B apXuBe Cyaa OCYLLECTBSIETCH Ha OCHOBaHWUM:

onucun aern, onnucu 3NeKTPOHHbIX Aen Cy,El,e6HbIX Konnerumn, Cyﬂ,e6HbIX COCTaBOB, MOCTOAHHbIX Cyﬂe6HbIX
I'Ipl/lC)/TCTBI/IVI, CTPYKTYPHbIX nop,paa,u,eneHMPl M rogoBoro pasgena CBOAHOW onucu gen, onucu ANIEKTPOHHbIX
OOKYMEHTOB;

HOMEHKNaTypbl NPU OTCYTCTBUW OMUCEN AeN, ONUCEN 3MEKTPOHHbIX Aen cyaebHbIX konnerun, cyaebHbix
COCTaBOB, MOCTOSAHHbIX CyAe0bHbIX NPUCYTCTBUN, CTPYKTYPHLIX NoApasgeneHuni;

aKTa 0 TEXHMYECKUX OLMOKax B y4eTHbIX AoKyMeHTax (npunoxenune N 19 k HacTtosiwen VHCTpykumn);

akTa 06 0GHapy>XeHUN JOKYMEHTOB, HE OTHOCALLMXCH K AaHHOMY hoHay, HeyuTeHHbIX (MpunoxeHue N 20 k
HacTosLen NHCTpyKuun);

akTa 0 HeobHapy>KeHUN apXMBHbIX JOKYMEHTOB, MyTW PO3biCka KOTOPbIX McyepnaHbl (npunoxeHne N 21 k
HacToswen UHeTpykumm);

aKkTa npuema-nepedayn apxMBHbIX [OKYMEHTOB Ha XpaHeHue (npunoxeHve N 22 Kk HacTosiwew
WHCTpyKumn);

aKktTa O HeucnpaBMMbIX MOBPEXOEHUAX apXMBHbIX [OKyMeHToB (npunoxeHne N 23 k HacTosdLen
WHCTpyKumn);

akTa O BblAENEeHNN K YHUHTOXEHMWIO apXUBHbIX JOKYMEHTOB, He Noanexalmx xpaHeHuto (npunoxeHne N 13
K HacToswen NHCTpyKumn).

9.8. Ha ocHOBaHUM [JOKYMEHTOB, YKasaHHbIX B MyHKTe 9.7 HacTtoswen WHCTpyKuun, BHOCATCS
HeobxoaMMble U3MEHEHNs1 B 00A3aTeNbHbIE apXMBHbIE YYETHbIE AOKYMEHTbI:

B KHUTY ydeTa NOoCTynfeHua n BbIObITUSA aen, LOOKYMEHTOB U B JNUCT CbOHJJ,a - Npn KaXXgomMm U3MeHeHnn B
cocTaBe 1 obbeme APXUBHbIX JOKYMEHTOB;

B CMMCOK (pOHOOB - MpY NOCTYMNIEHUN HOBOrO apXuBHOrO oHAa WM BbIOLITUM BCex Aen, OOKYMEHTOB
HaxoA4MBLLErocs Ha XpaHeHuu apxmBHoro doHga. B rpadpe "OTmeTka o BbIObITUM poHOA" chnmcka ¢hoHOoB
ykasblBaeTcs MecTo (agpec) BblObiTUsi apxmBHOro hoHAa, a Tawkke AaTa U HOMep LOKYMEHTa, Ha OCHOBaHWM
KOTOPOro OH BbIObIS;

B peecTp onucen gen - npu MnocTynneHUM HOBOW Onuvcu Aen unu BblObITUM BCEeX €eOUHUL XpaHeHWus
HaxoAMBLUENCS Ha XpaHeHMn onucu. Homep BhIOLIBLUEN OMMCKM OPYTMM OMMCAM Oer, ONUCAM 3NeKTPOHHBLIX Aer
He npucBamBaeTcs U ocTaeTcsl CBOOOAHbIM;

B OMWCU [Eer, ONUCK 3MEKTPOHHbIX A€ - NMPU KaXKZoM MOCTYNneHnn u (Mnu) BbiGbITUM Aern, AOKYMEHTOB,
SMEKTPOHHbIX aPXUBHBIX A€M, YYTEHHbIX B AaHHOW ONUCK.

CoOTBETCTBYIOLLME NBMEHEHMS BHOCATCS BO BCMIOMOraTeNbHbIE aPXUBHBIE YYETHBIE LOKYMEHTbI.
10. NMpoBepka HaNMN4YNA U COCTOSAHMUA [OKYMEHTOB (3NIEKTPOHHbIX

Aen) B apxmBe cyaa, Nopsaok nepeaavym apxXmMBHbIX 4OKYMEHTOB
npu cMeHe nNpeaceaarens cyaa
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(B pea. [pukasa CynebHoro genaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)

10.1. ApxvBHble AOOKYMEHTbl MPOBEPSIOTCA Ha npeameT KX pakTMyeckoro Hammums M PU3NYeCcKoro
COCTOSIHMSA (Janee - NpoBepKa Hann41s) B NNaHOBOM nopsigke.

MpoBepka HanMuMs apXmBHbLIX JOKYMEHTOB NPOBOAUTCS KOMUCCUEN, Ha3Ha4YaeMol npeacenaTenem cyaa, B
COoCTaB KOMUCCUM 00si3aTENbHO BKIoYaeTcs paboTHMK, OTBETCTBEHHbIN 3a paboTy apxuBa cyaa.

lMpoBepka HanmuMuns apxmMBHbIX AOKYMEHTOB PaNOHHbLIX, FMOPOACKUX, MEXPaNOHHbIX CyAOB NPOBOAUTCH C
yyactmem pabOTHMKOB COOTBETCTBYlOLLero ynpasneHus CyaeGHoro genapTameHTa B cybbekte Poccuiickon
degepauum.

10.2. NpoBepka Hann4yns NPOBOAUTCS:

B CPOKW, YCTaHOBJIEHHblE NpeacenaTeneM cyda, HO He pexe OfHoro pasa B 5 net (B ToM uucre ¢
nomeTkon "Ons cny>kebHoro nonb3oBaHusa");

npu cMeHe npeaceaaTens cyaa, PyKoBoaMTens apxuea (paboTHMKA, OTBETCTBEHHOO 3a paboTy apxuBa);

Npu NOArOTOBKE apXMBHbIX AOKYMEHTOB K NMepeaaye B rocyaapCTBEHHbIN apxvB (4Ns CyAa, BbICTyNatoLLero
NCTOYHMKOM KOMMMEKTOBaHNA);

nocne MaccoBoro nepemMeleHna apxXmBHbIX [OOKYMEHTOB, ‘-Ipe3BbI‘-Ial7IHOIZ cutyaumm un (I/IJ'WI) apyrnx
06CcTOATENLCTB, B pe3ynbTate KOTOPbIX OHU MOITIN Obl ObITb yTpadeHbl U NOBPEXOEHbI;

npv peopraHnsauum cyga.

10.3. MpoBepka HanMuMs JOKYMEHTOB NMPOBOAMTCS NMOCPEACTBOM BU3yaribHOFO OCMOTpa eAVHUL, XpaHeHNs
N CBEPKU OnmcaTeribHOWM CTaTbl ONMCK Aer C 3arofioBKOM (OnuncaHnem) Ha 06MoXKKe eauHULIbI XpaHEHUS.

10.4. MNpoBepka HanNnunsa JOKYMEHTOB BKMNOYaET:
BbIBEPKY apXMBHbIX YY4ETHbIX JOKYMEHTOB M YCTPAHEHUE BbISIBIIEHHbIX B HUX HETOYHOCTEW;

yCTaHoOBIeHne (baKTW-IeCKOFO Hanm4na eguHuy XpaHeHuAa B COOTBETCTBMM C apPXUBHbIMU YyYEeTHbIMU
OOKYMEeHTaMu;

BbISIBNIEHNE HENPABWUIBbHO OPOPMITEHHbIX €AUHMWL, XpaHeHUs (aen);

BbISIBIIEHWE W MOCTAHOBKY Ha Y4YeT [OKYMEHTOB U eOuHUL, XpaHeHUsl, TPeGYLWMX oM3NKO-XUMMUYECKON,
NPOdUNaKTUYECKON U/UNKN pecTaBpaLmOHHO-NPOdUIaKTUYEeCcKon 06paboTKu;

OpraHu3aumio po3sbicka OTCYTCTBYHOLLNX JOKYMEHTOB.
10.5. Npwu npoBepke HaNN4Ynsa 4OKyMEHTOB HEOOX0OUMO:
COXPaHsATb NOPSAAOK PACMNONOXEHUs1 €AMHUL, XpaHEHUS COornacHo TonorpadynyeckuM ykasaTensam;

nomMeuwlatb Ha MeCTa Hapanhexalwero XxXpaHeHUA 06Hapy>+<eHHb|e BO BpeMA MNpoBEPKN HeMnpaBuiibHO
pa3melleHHble eJUHULbI XpaHEeHUA,

n3bimMatb C nocne,u,yrou.l,eﬁ naonsiumen LOOKYMEHTbI, eAUHULblI XpaHeHUA, 3apaXeHHble MNieCeHbo U (I/IJ'II/I)
aopyrumum Buonormyeckumm BpeauTenamm (,CI,J'IH OOKYMEHTOB Ha 6yMa)KHOM HOCI/ITeJ'Ie);

npoctaensatb otMeTky "NMPOBEPEHQ" ¢ yka3aHmem HomMepa 1 gaTbl akta NpOBEPKM B KOHLIE NMPOBEPEHHOM
onucu gen.

10.6. Mo pesynbTatam MNPOBEPKM HanNMuMsl [OOKYMEHTOB [OJKHbI ObiTb COCTaBMEHbl M MOANUCaHbI
KOMUCCUEN, a 3aTeM yTBepXxaeHbl Npeaceaarenem cyaa:
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aKT NPOBEPKM HamNMMYnNA 1 COCTOSHUS apXUBHBIX AOKYMEHTOB (MpunoxeHue N 24 k HacTosien MHCTpyKuun);

aKT O TexHMYecKkux owmnbkax B y4eTHbIX AokymeHTax (npunoxenve N 19 k Hactoswen WHcTpykumm),
KOTOpbI COCTaBnsAETCA B Cryyae BbISIBIIEHWS HECOOTBETCTBMA 3anucell B apXMBHbIX YYETHbIX AOKyMeHTax
drakTn4eckon nHdopmaumu;

akT 06 OBHapyXeHUM apXuBHbIX [AOKYMEHTOB, HE OTHOCALUMXCA K AaHHOMY POHAY, HEYYTEHHbIX (
npunoxeHve N 20 k HacToswen WHCTpyKuMmM), KOTOPbIA COCTaBNSeTCHA B criydyae OOHapyXeHUS HeyYTEeHHbIX
apPXMBHbIX AOKYMEHTOB, HE OTHOCALLMXCS K JaHHOMY (hoHAY.

I'IpoaepKa Hann4na OOKYMEHTOB CHUTaeTCA 3aBep|.ueHH0|7| nocne yTeBepXxaneHna akta npoBepKn Hanmnuma m
COCTOAHNA apXMBHbIX OOKYMEHTOB, MOCIie BHeCEeHUA Nno pes3ynbTataM NpOoBEpKu HeobXoauUMbIX U3MEHEHUN B
ApPXUBHbIE€ y4Y€THble JOKYMEHThbI.

10.7. Ecnn npoBepKOW Hanuyuus AOKYMEHTOB YCTAHOBMIEHO OTCYTCTBME [OOKYMEHTOB, AOSMKEH ObiTb
OpraHnM3oBaH X pPoO3bICK, I'IpOBOﬂVIMbIVI B Te4yeHne OAHOro roga Cc Aatbl BbiABNEHUA UX OTCYTCTBUA. ,ﬂOI‘IyCKaeTCH
npoafieHne cpoka po3biCka AOKYMEHTOB Ha 1 roa.

B cnyyae oTpuuatenbHbIX pe3ynbTaTOB poO3biCKa COCTaBNAETCA aKT O HeOoOHapy>XeHWU apXMBHbIX
OOKYMEHTOB, MyTW po3biCKa KOTOpPbIX ncyepnanbl (mpunoxeHue N 21 k HacTosilwen VIHCTpyKUuMmn), yTBEPXKAaeMbIN
npegcefatenemM cyga no COrnacoBaHUIO C 3KCMepTHOM komuccmen cypa. K akTy npunaraetca crnpaska O
npoeefeHun posbicka. Cya - UCTOYHUK KOMMIEKTOBAHUA rocyJapCTBEHHOIO apxmBa B Criydae HeobHapyKeHus
JOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxuBHoro goHaa Poccuiickon ®epepauun, AOmKeH npeacrtaBUTb akT O
HeOOHapy>XeHUN apXMBHbIX [OOKYMEHTOB, MNyTU pPO3bICKA KOTOPbLIX WCYEpNaHbl, B COOTBETCTBYHOLLMN
roCy0apCTBEHHbIN apxXvMB WM YMONTHOMOYEHHbIA OpraH WCMONHUTENbHOW BRactu cybbekta Poccumnckon
depepaummn B cdhepe apxXMBHOMO Aena AN NPUHATUS PELUEHUSA O CHATUM YTPAYeHHbIX eQVHUL, XPaHEHUS C yyeTa.

10.8. ApXMBHbIA [OOKYMEHT, COCTOSIHUE KOTOPOro WCKMYaeT BO3MOXHOCTb BOCCTAHOBIEHUS ero
MaTepuanbHOTrO HOCUTENA W UCMOMb30BaHMSA (BOCMPOU3BEOEHWSs) coepxallenics B Hem WHdopmauumu,
NpU3HaeTCsl HEUCNPaBMMO NOBPEXOEHHbLIM.

10.9. Tlpu BbISBNEHWM HEUCNPaBUMO MOBPEXAEHHOrO apXMBHOMO [OKYMEHTa COCTaBNAeTcs akT o
HencnpaBMMbIX MOBPEXAEHNSAX apXUBHbIX AOKYMEHTOB (npunoxeHue N 23 k HacToswen NHCTpyKUmMK), KOTOPbIN
yTBepXaaeTca npeaceAarenemM cyaa no CornacoBaHUI0 C 9KCNEPTHON KOMUCCHeEN cyaa.

B cnyyae BbisIBNeHNs HeucnpasuMMO MOBPEXAEHHOro [AOKyMeHTa ApxuBHOro doHga Poccuinckomn
degepaummn akT 0 HENCNPaABMMOM MOBPEXOEHUMN apXUBHbIX OKYMEHTOB HanpaBnsdeTcs Ha paccmoTtpeHne OMMK
apXUBHOTO YYpEeXOAEeHUs Mocne COrnacoBaHUsA C 3KCNepTHOW Komuccuewn. [locrne BbIHECEHUSA peLleHus o
NPU3HaHWN apXMBHOIO AOKYMEHTa HeMcrnpaBuMMO MOBPEXOEHHbIM akT yTBepxaaeTcs npeacepaTtenemMm cyaa w
COOTBETCTBYHOLLME U3MEHEHNS BHOCATCH B apXMBHbIE YYeTHblE AOKYMEHTbI.

10.10. Mpu cmeHe npeacepjaTens cyga npuvem-nepefadya apxmMBHbBIX OOKYMEHTOB, apXUBHbIX YYETHbIX
OOKYMEHTOB W CMpaBOYHO-MOMCKOBLIX CPEACTB K HUM (danee - npueM-nepegada pAen) ocyllecTBnseTcs
KomMuccuen, HasHavyaemon npeacegaTenem cyaa.

I'Ipvl npueme-nepenade nen npoBoanTca cnnowHaa unm Bbl60p0'~IHaF| npoeepka Hanm4yma U COCTOAHUA
OOKYMEHTOB, apXMUBHbIX Y4E€THbIX JOKYMEHTOB U CNpaBO4YHO-NMOUCKOBbLIX CpenCTB.

Mpuem-nepenada gen ogpopmnsercsa aktoM (npunoxexme N 38 k HacTosLwen MHCTpykuun).
11. OpraHusaumsa Mcnosib3oBaHUA AOKYMEHTOB apXvMBa

11.1. Ncnonb3oBaHWe OOKYMEHTOB apxuBa cyda NPOBOAMTCS TOMbKO C paspelueHus npeacegartens cyga
(YNMONTHOMOYEHHOrO M 3aMEeCTUTENS).

PaboTHWK, OTBETCTBEHHbIN 3a paboTy apxuea cyaa:

BblAaeT OOKYMEHTallbHble MaTepuarbl B CTPYKTYPHbIe nogpa3aeneHus;
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

HamnpaBnsieT Ha OCHOBaHWM MUCbMEHHOrO 3ampoca MaTepuasribl B ApyrMe opraHbl, OopraHusauumM wu
yypexaeHus Mo ykasaHuio npeaceaatens cyaa;

I/IH(bOpMVIpyeT npeacenarend cyga o CoctaBe U coaepXaHun OOKyMeHTallbHbIX MaTtepuaros;
BblAaeT CnpaBKn N BbIMNCKN U3 apXUBHbIX JOKYMEHTOB.

11.2. Bblgaya eavHUL, XpaHeHUst U3 apXMBOXpaHUNMLLA MOANEXUT obsAsaTenbHoW dukcaumm B KHUre
BblJayn eaunHUL, XpaHeHUs BO BpEMEHHOE Monb3oBaHmne (npunoxenne N 27 k HacTodawen NHCTpyKumn).
(n. 11.2 B pea. Npukasa CygebHoro genaptameHTta npu BepxosHom Cyge P® o1 09.01.2024 N 1)

11.3. Bblgayy gen Ha BGymaxHOM HocuTene M3 apxXuBOXpaHWMLa 1M npuem ux obpaTtHo, B TOM Yucre B
criydyae HeobOXOoOMMOCTM TMOMMUCTHYIO MPOBEPKY HanuMuMsi U COCTOSIHAS [OKYMEHTOB Meped Bblaadyen u3s
apXMBOXpaHMnuLia M npu BO3BpaTe, NPOM3BOAUT pPabOTHMK, OTBETCTBEHHbIN 3a paboTy apxuBa cyda, B
NPUCYTCTBUK NLa, Nosy4varowero (Bo3spallarolLero) gena.

B cnyyae ecnn nocne Bo3BpalleHust gerna paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa,
BbISIBIIEHO U3bSATUE, MOBPEXAEHUE MaTepuanoB [ena, a Takke BHECEHWE B HMX UCMpaBREHUI U Oonucok, ob
3TOM He3aMefITENbHO coobLLaeTca NpeacefaTento cya UK ero 3amecTUTESNH.

(n. 11.3 B pea. Npukasa CygebHoro genaptameHTta npu BepxosHom Cyge P® o1 09.01.2024 N 1)

11.3.1. EQWHULbI XpaHeHUs, BblaaBaemble BO BPpEMEHHOE MNOSib30BaHME, AOMKHbI UMETb apXUBHbIN WGP,
NPOHYMEPOBAHHbIE NUCTbI, JIMCT-3aBEPUTENb AeNna U JINCT UCMOoNb30BaHUA OOKYMeHTOB (npunoxeHue N 28 K
HacToswwen MHcTpykumm).

Bblgavya eavHUL XpaHeHWsi, HaxOoAsLWMXCA B HeyOooOBNETBOPUTENBHOM (U3MYECKOM COCTOSHUM U He
npoleawmnx TEXHNYECKOro opopMNEHNs 1 ONUCaAHUS, MOXET ObITb OrpaHMyeHa.
(nn. 11.3.1 B pea. [Ipukasa CynebHoro aenaptameHnTa npu BepxosHom Cyge P® ot 09.01.2024 N 1)

11.3.2. [NogrotoBka apXxmMBHbIX JOKYMEHTOB K Bbi4aye 13 apXnuBoxpaHunimLia BKIYaeT:
BblEMKY apXMBHbIX JOKYMEHTOB;

CBEpPKy apXuBHOro wndpa 1 3arofoBKOB C ONUCHIO AerT;

npoBepKy dM3NYECKOro COCTOSHMSA Aena.

11.3.3. SneKkTpoHHbIE OOKYMEHTbI BbiAAOTCA M3 apXMBOXPaHUMLLA B BUAE SMEKTPOHHbLIX KOMWUIA MW KOMUI
Ha BymaxHOM HocuTene, KOTOpble CO3[alTCA Ha OCHOBE paboyero aK3emnnapa KOHTenHepa SneKTPOHHOro
OOKyMeHTa. Ha apxvBHbIX KOMUWSX, BKMOYAA apxvBHble KOMUM Ha OyMaxHOM HOcWUTene 9SMneKTPOHHbIX
OOKYMEHTOB, apxMBHble LMdpPbl MPOCTaBMAAIOTCA Ha 0O0OPOTE KaXaoro N1cTa apxXMBHOWM KOMWKM, a 3aBeputernbHas
Hagnucb 1 OTTUCK NeyaTu - Ha obopoTe NocneaHero nMcTa Konuu.

Mo 3anpocy nuy, nMewwmnx npaBo Ha nonydvyeHue Konumn OOKYMEHTOB, U Mnpu Hanndmu TEXHNYECKON
BO3MOXHOCTU apXMBHbIE CMNpaBKu (BbII'II/ICKI/I) MOryT BblaBaTbCA B SJ'IeKTpOHHOIZ q)opme Ha 3NEeKTPOHHOM
HocuTene nubo nepecbilnaTbCA no I/IHq)OpMaLI,VIOHHO-TeJ'IeKOMMyHI/IKaLI,VIOHHbIM CceTdaM.

OnNeKTPOHHbIE apXMBHbIE CMpaBku (BbINMUCKW) 3aBEPSAIOTCA 3MEeKTPOHHOW MOANUCBID npedcedartens cyaa
Unn ero 3aamecTuTens.

dakT Bblgadn Konum QNEKTPOHHbIX OOKYMEHTOB CbVIKCVIpyeTCFI B JKypHane Bblda4n 3JN1EeKTPOHHbIX
OOKYMEHTOB.

JocTyn cynein n paboTHUKOB cyda K SNEKTPOHHbIM [OKYMEeHTaM apxuBa npu Hanuium MHopMaLMOHHOM
CUCTEMbl MOXET OCYLLECTBNATbCA HENOCPEACTBEHHO C paboymx MeCT B COOTBETCTBUMM C YCTaHOBMEHHbIMU
npukasom npegcenarens cyaa npaBamu 4ocTyna K JOKYMEHTaM.

Mo pelweHWtio Npegcepatens cyga apxvMB cyga MOXET NpefocTaBnsaTb CyAbsM M paboTHMKam cyga
3NIEKTPOHHbIE OOKYMEHThbI MO foKaribHOW ceTu cyda. B aTom cnyyae BegeTcs 3MeKTPOHHbIA XXypHan ydeTa
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BblJayM 3NEKTPOHHbIX JOKYMEHTOB W3 apXuBa, B KOTOPOM (PMKCMPYIOTCA: AaTta Bblgauu, damunus, MHULmMans
3anpOCUBLLENO AOKYMEHT, Ha3BaHWe CTPYKTYPHOro rnoapasfesieHusi, 3arofloBOK U YYeTHbId HOMEpP BblAaHHOIO
JOKyMeHTa.

11.3.4. [JokyMeHTbI BblAAIOTCA U3 apXMBOXPAHUMNLLA Ha CPOK, HE NPeBbILIAOLLMIA:
O[HOro Mecsila - 4118 UCNoNb30BaHNA CyabaMK, paboTHMKaMK cyaa;
LLEeCTM MecsiLeB - cyaebHbIM, MPaBOOXPaHUTENBHBLIM U MHBIM YMONTHOMOYEHHbLIM OpraHam.

lMpoaneHne ycTaHOBMEHHbBIX CPOKOB BblAa4v JOKYMEHTOB JOMYyCKaeTCH C paspeLleHns npegcegartend cyga
Ha OCHOBaHWM [JOKyMeHTa (MMcbMa, CrykebHOW 3anucku) nonb3oBaTens O noATBEPXKAEHMM obecneyeHus
COXPaHHOCTU AOKYMEHTOB.

11.3.5. Bbligaya apxvBHbIX AOKYMEHTOB BO BpeMEHHOe Mosib3oBaHune cyaebHbiM, NpaBOOXpaHUTENbHbBIM Y
MHbIM YMONIHOMOYEHHbIM OpraHam Mpou3BOAUTCH Ha OCHOBaHUWM akTa O Bbidaye apXvBHbLIX [OKYMEHTOB BO
BpeMeHHoe nornb3oBaHue (npunoxernve N 25 k Hactosiwen WNHcTpykuuu). MNpu HanpaBneHun 3anpaluvMBaeMbliX
apXUBHbIX [OKYMEHTOB MOYTOM MMM ApyrMMuM Bugamm cBasm B rpadpe "lMpumMedaHusa” akta ykasbiBaloTCH
peKBU3NTLI JOKYMEHTa-3anpoca U ConpoBOANTENBHOIO NMCbMa CyAa, a Takke PeKBU3UTbI BXOASALWEro AOKYMEHTA,
KOTOpbIM OHU GbINM BO3BpaLleHbl. B aTom crnyyae npoctaBneHve nognucy paboTHUKa opraHusaumm-nonyyarens
B aKTe He TpebyeTcs.

(B peq. Npukasa CypnebHoro aenaptameHTa npy BepxosHom Cyae PO ot 29.05.2024 N 124)

Bbligava APXUBHbIX OOKYMEHTOB CydbdAM, PYKOBOAUTENAM CTPYKTYPHbIX nop,pas,qeneHMﬁ Cyda B Uenax
peanun3aumn unx CJ'IY)Ke6HbIX obsizaHHOCTEMN npon3BoaAnNTCA Npu cornacumn npencenartend cyaa (3aMeCTI/ITeJ'I$'-|
npencenartensa cyp,a) Ha OCHOBaHUU C.I'Iy)K66HOl7I 3alfnCKn Ha Bbiga4vy eanHUL XpaHeHus.

Jlnuo, nonyymsLLee apxMBHOE AeNo, OTBEYAET 3a €ro COXPaHHOCTb.
(nn. 11.3.5 BBepgeH [Mpukasom CynebHoro genaptameHTta npu BepxosHom Cyane P® ot 09.01.2024 N 1)

11.4. Ha mecTo BblaBaeMbIX €OUHUL, XPaHEHUST U OMMUCEN Oen AOoJMPKHa nomellatbest (nogknagbiBaTbes)
KapTa-3samecTutenb eguHuubl xpaHeHus (npunoxenme N 29 k Hactoswen WHcTpykumm). [Npy BO3BpaLeHum
€[VHULbI XpaHEeHWs KapTa-3aMecTUTEeNb U3bIMAETCH U XPaHUTCA 4O MUHOBaHMSA HagobHoCTH.

(n. 11.4 B pegn. [pukasa CyaebHoro genaptameHTta npu BepxosHom Cyane P® ot 09.01.2024 N 1)

11.5. Bbligaya HaxogsawmMxcs B apxvBe cydeOHbIx aen (MHbIX MatepuarnoB) Afsi O3HAKOMIIEHUST NULaMM,
yyacTBywLWMMM B [fene, UX NpeactaButensMn, a Takke MWHbIMU JfuLaMu  OCYLLECTBMSIETCS B Mopsfke,
YCTaHOBMEHHOM MpeAcepatenem cyaa, Ha OCHOBAaHUM UX MUCbMEHHOrO 3asiBNEHUs U Mpu npeabsiBrieHun
OoKymeHToB cornacHo npunoxeHmam N 1 k nHetpykumam N 36, N 161, N 224, N 225.

(n. 11.5 B pen. [pukasa CyaebHoro genaptameHTta npu BepxosHom Cyne P® ot 14.06.2022 N 97)

11.6. O3HakomneHne ¢ cyaebHbIM OenoM JOIMKHO NMPOU3BOAMTLCA B creuumanbHO ob6opynoBaHHOM s
3TOM Uenu nomeLleHnn cyaa B MpucyTcTBuM paboTHWKa apxmBa cyga (MHOro yrnorHOMOYEHHOro paboTHuKa
annaparta cyfa) B YCroBUSIX, KOTOPbIE UCKIIOYaOT U3bATUE, NOBPEXAEHUE, YHUUTOXEHWe MaTepuanos aen, a
TakkKe BHECEHWEe B HUX UCNpaBneHU u AONUCOK, Nepeaady nx Apyromy nuuy.

O6 o3HakoMMneHun ¢ AenoM genaeTca OTMeTKa B MCTE UCMONb30BaHUA JOKYMeHTOB (npunoxeHne N 28 k
HacToswen NHcTpykumm). MNpn oTkase nuua, 03HAKOMUBLLErOCH C AeNoM, OT NOANUCH, 3anucb 06 03HaAKOMMNEHU
C [lenomM Npomn3BogmMTCcsa paboTHUKOM apxvBa cyaa.

(B pea. Mpukaza CynebHoro genaptameHTa npu BepxosBHom Cyge P® ot 09.01.2024 N 1)

11.7. O3HakomneHve nuuamu, y4acTBylOWMMY B Aene, UX npeacraBuTtensMu, a Takke MHbIMY nuuamu ¢
ayamosanucbto cyaebHoro 3acefaHusi, NpuMobLLeHHOW K cyaebHomy geny, npou3BOAMTCH MO UX NMUCbMEHHOMY
3asBneHnto B Nnopsake, npeaycMoTpeHHoM nyHkTamu 11.5 n 11.6 HacToswen MHCTpyKumun.

OsHakomIieHve ¢ ayamMo3anncbio cyaebHoro saacegaHus NpoM3BoanUTCS B crieluansHo 060pyaoBaHHOM Ans
3TOW LEenu nomeLleHnn cyda B MPUCYTCTBUM paboTHMKA apxuBa cyda MyTem MpefocTaBneHUst BO3MOXHOCTU
NpocnyLIMBaHUS COOTBETCTBYIOLLEN ayanMo3anicu ¢ UCMoNb30BaHNEM HEOBXOANUMBIX TEXHUYECKUX CPEACTB.

11.8. lNpaBo Ha cHATWE KONMWA [OKYMEHTOB C MaTepuanoB [fena 3a CBOW CYeT, B TOM u4ucre cC
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"06 yTBepxaeHun MHCTpyKUMH O...

MCNnoJsib30BaHMeEM TEXHUHECKUX CpencTB, NpeaocTtaBndaeTca creyrwnm nmuam:
00OBMHSIEMBIM, OCYXOEHHbIM, onpaBAaHHbIM, X 3alLUUTHUKaM U NpeactaBUTENAM;
noTepneBLINM;

rpaxxgaHckoMy WCTLY, €ro MpeAcTaBMTEN0 B YaCTWM KOMUI MPOLECCyarnbHbIX PELUEHWUA, OTHOCSLUMXCH K
npeabsBIEeHHOMY MM rpaXxgaHCKOMY UCKY;

rpaxgaHCKkoMy OTBETHMKY W €ero npencraBsutesnito B 4acCtu mMartepuarnioB YroyioBHOro gena, KoOTopble
KacarTca rpaxxgaHCKoro Ucka,

CTOpPOHaM U UHbIM NnUamMm, y4acCcTBYOLMM B rpaXaaHCKOM ferne, a TakkKe UX npencraBuTenam,
nuam, y4dacTByrLWnM B agMUHUCTPAaTUBHOM dene;
nnudam, ydacTBylOLWKX B aene (o]] aAMUHUCTPATUBHOM NpaBOHaApPYLUEeHNU;

peabunMTMpoBaHHbLIM NMLAM, @ C X COrnacus unu B crnyvae nux CMepTu - POACTBEHHMKaM (MXAnBEHLam) B
4YacTu O3HAKOMITEHWUsI C MaTepuanamu npekpaweHHbIX YroNOBHbIX U aAMUHUCTPATMBHBLIX AEN U MNOMYYEHUs C HUX
konun (ctatba 11 3akoHa Poccuiickon ®egepaummn ot 18 oktabps 1991 r. N 1761-1 "O peabunutaumm xepTs
nonuTUYeckux penpeccun”).

YKasaHHble nuua CHUMMAalT KOMMU MO  MUCbMEHHOMY 3asiBMeHM0 B Mopsake, YCTaHOBNEHHOM
npeacedaTtenem cydoa WM cydbeil, npeaceqartenbCTBYIOWMM No Aeny. [daHHoe MUCbMEHHOe 3asiBreHue C
paspeluatoLLeit pesoniouuneit npeaceaartens cyaa unu cyabW, npeaceaaTensCTBYIOWEro no Aeny, noglwmvsaeTcs
B cyaebHoe [Oeno, Haxodslleecs Ha XpaHeHWM B apxuBe cyda, M BHOCUTCS BO BHYTPEHHIOW onuch gena. B
cry4yae npeabsBreHusl JOBEPEHHOCTU K Aeny NpuobLLaeTcs Takke ee Komnusl.

CHATble 3a CBOW CYeT Komuu ¢ martepuanos cyaebHoro gena, B TOM YMCNE C MOMOLLLIO TEXHUYECKUX
CpencTB, CyZJOM He 3aBepsioTCS.

11.9. Bblgaya Konum [OOKYMEHTOB W3 cydebHOro pJena, Haxodsilerocs B apxuBe cyda, Juam,
y4yacTBylOLWMM B gerne, Npou3BOANTCA MO UX MMCbMEHHOMY 3asiBIIEHMIO C paspelleHus cyabu, B NPOM3BOOCTBE
KOTOpPOro Haxogurnocb Aeno, unu npegcegarensa cyga (ynorHOMOYEHHOro MM nuua). Beligaya Takux konuin 13
cynoebHoro gena wWHbIM nuuam U opraHv3auusmM nNPouM3BOAMTCS PabOTHMKOM apxmBa cyga Mo MMCbMEHHOMY
3anpocy nnu 3asiBneHuIo Ha OCHOBaHUKM pe3oniouun npeacefartens cyga unv yrnonHOMOYEHHOIo UM nnua, o Yem
JenaeTca COOTBETCTBYKOLLAA OTMETKa B >XypHare peructpaumm BbiAaHHbIX KOMUIA, BbIMUCOK, OOKYMEHTOB (
npunoxenne N 35 k HacTosawen NHCTpyKLmn).

(B peq. MNpukasa CynebHoro aenaptameHTa npy BepxosHom Cyae PO ot 09.01.2024 N 1)

11.10. BbigaBaemble cygom Konum cyaebHbIX akToB (MPUroBOp, peLleHne, onpeaernexHne, nocTaHoBeHWE,
cynebHbIV Npukas) OOIMKHbI ObITb 3aBepeHbl NOANUCAMU CyAbW, NPeAceAaTenbCTBYIOWEro No Aeny, a B criyyae
ero oTCyTCTBMSA - NpeAcedaTtens cyda (3amecTutens npeacejartens cyda) MIu MHOMO YNOMHOMOYEHHOro MM
niua, cekpeTtapsi cyda nubo MHOro yrnoriHOMOYEHHOro paboTHMKa annaparta cyda, a Takke repboBon nevartbio
cyna. Npn 3aBepeHnn COOTBETCTBUS KONUW CyAeOHOro akta NOAMMHHMKY Ha NMLEBOW CTOPOHE NMocreaHero nucra
nog TekcToM konuu cydebHoro akta (Hwke peksusuTta "lognuck") npocTtasnstoTcs wrtamn "Konus BepHa" (
npunoxexue N 30 k HacToswen NHCTpykuun) n repboBas nedatb cyaa.

(B pea. Mpukaza CynebHoro genaptameHTa npu BepxosBHom Cyge P® ot 09.01.2024 N 1)

M3rotoBneHne 3aBepeHHbIX KOMUMMA CydeOHbIX aKTOB W MHbIX [OOKYMEHTOB Cyda OCyLlecTBnseTcs
YNOMIHOMOYEHHbIM  paboTHUMKOM apxvMBa cyga. B npaBom BepxHeM yrny NepBOro nucrta [JOKyMeHTa
npocTtaenseTca wramn "Konus".

11.11. Ecnu Konusi AOOKYMEHTa COCTOMT W3 HECKONbKUX JIMCTOB, TO BCE JIUCTbl [OOIDKHbI ObITb
NPOHYMEepPOBaHbl, MPOLUUTBI MPOYHOM HUTbLIO, KOHLbl KOTOPOW BbIBOASTCS Ha OBOPOTHYHO CTOPOHY MocreaHero
nMcTa Konuyv [OKyMEHTa WM CKPennalTca CKkobon € Mcrnonb3oBaHUEM cTennepa; Ha ODOPOTHOW CTOPOHE
nocrnegHero nucta B MecTax CKPEMnmeHWst HakneuBaeTcs OymMakHasi Haknenka C 3aBepuUTEeNIbHOW Hafnucbio
"NPOHYMEepoBaHO M CKpenneHo nevyaTblo NUCTOB, NOANUCH " (npunoxeHne N 31 Kk HacTosLen
MHCTpyKUMM) C yKasaHWeM cyda, KOTOpbIM BblAaeTcs Konusi JoKymeHTa. [lognuck ckpennsdetcs repboBoM
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

neyaTblo cypa. epboBas neyaTb CTaBUMTCS TakuM 06pa3oM, 4YTOObl YaCTMYHO 3axBaTUTb OTPe3ok Bymaru,
3aKnenBatoLLnii KOHLbI HUTU TGO MECTO CKpenneHus.
(B pea. MNpukasa CynebHoro aenaptameHTa npy BepxosHom Cyae PO ot 09.01.2024 N 1)

11.12. B cnyyae ecnu BbIWECTOSALLMIA Cya M3MEHWN peLleHre cyaa, Ha konuu cynebHoro akta (npurosopa,
peLleHns, onpeaeneHusl, noctaHoBneHusl, cynebHoro npukasa) o6 aTom genaetca oTMeTka. Ha BblgaBaemon
Konum cyaebHoro akta paboOTHUKOM apxvBa cyfa Takke [enaeTcs OTMeTKa O JaTe BCTYMN/IEHUS €ro B 3aKOHHYH
CWINy M yKa3blBaeTCd, B KAKOM Jerfie NogWmnT NOASIMHHBIN OOKYMEHT U B NPOM3BOACTBE KAaKOro cyga Haxo4uriochb
aeno.

11.13. Konum 3anpawmBaembix cynebHbIX aKkTOB, KOMMM aygauo3anucu cydebHbIX 3acefaHuid, a Takke
apxuBHble cnpaeku (mpunoxenne N 34 Kk HacTosawewn WIHCTpykuum) wmsrotaBnueBaroTcsa pabOTHMKOM,
OTBETCTBEHHbIM 3a paboTy apxmBa cyda, B CPOK, He NMPEBbILIALWMIA NATHAOLATU KaneH4apHbIX OHEW, CO OHS
NOCTYNJIEHNSA COOTBETCTBYHOLLIETO 3asBNEHUS.

(n. 11.13 B pea. [pukasa CynebHoro genaptameHTta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.14. V3rotoBneHHble, HO He NnoJiy4eHHble 3adaBuUTernieM Konuun Cyﬂ,e6HbIX aKTOB, MNCbMEHHbIX CrnpaBOK
nepeaarTca angd oTrnpaBky No no4yre.

Jnuo, nony4usLluee Konuwo Cyﬂ,GGHOFO akTta, OOJIDKHO HanumcaTb COOTBETCTBYHOLUYH pPaCrMnCKy. B cny4ae
HanpaBneHua KOonmnun AOOKyMeHTa Nno no4yte B Aefl0 nogwmBaeTcda KonnAa conpoBOAUTENIbHOIO nucbma C
nexogAawmm  Homepom u“ paton. Takke p[enarTcs cooTBeTCTBYyOWLME OTMETKM B JINCTE WUCMNOJ1b30BaAHUA
OOKYMEHTOB.

11.15. Konum cynebHbix aktoB MOryT ObiTb BblAaHbl (HampaBrneHbl) WHbIM fULaM, YbM WHTEPECHI
HenocpeACTBEHHO 3aTparMBaloTcs cyaebHbIM akToMm, C paspelleHus npeacenatenbCTBYIOLEro Ccyabu unu
npegcegatens cyga (B criydae OTCYTCTBUS - 3aMecTUTens npeacegarens cyaa) no NMCbMEHHOMY 3asBreHuto (
npunoxernne N 32 k Hactosiwen MHCTpyKuun), B KOTOPOM OOIDKHO ObiTb YKa3aHo, KakMe npaBa WUy 3akOHHble
WHTEpeChl 3TOro Nuua HapyLeHbl 3TUMKU CyAeBHbIMM akTamu.

(8 pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.16. NoBTopHas Bbligayva Konuw cygebHbIX akToB (peLLeHnid, onpeaeneHnii, NpUroBopoB, NOCTAHOBIEHWN,
cyaebHbIX npvKasoB) nvuam, yyacTByWOWWUM B Aene, WX MNpeacTaBuTensdM, a Takke JpyrMM nuuam, Ybu
WHTEpPeCbl HEenocpeacTBEHHO 3aTparvBaloTCs CyAeOHbIM aKTOM, OCYLUECTBMASIETCS MO WX MUCbMEHHOMY
MOTUBMPOBAHHOMY 3asIBfIEHMIO B YCTaHOBIIEHHOM NpeaceaaTenem cyaa nopsigke.

11.17. WsroTtoBneHne W Bblgaya Konuv ayauosanucu cydeGHOro 3acefaHusi OCYLLUECTBRSieTCs Mo
NMUCbMEHHOMY 3asIBIIEHUIO 1L, Y4acTBYIOLWMX B Aere, UX npeacraButernei (CTOPoH, MHbIX Y4aCTHUKOB cyaeGHoro
pa3bupaTenbCcTBa) 1 3a UX CUET B NOpsiAKe, yCTaHOBMEHHOM npeaceaaTtenem cyaa.

11.17.1. Ha nnucemeHHoMm 3assrieHun (npunoxeHve N 33 k HacTodwen NHCTpyKuuKn) npeacenatens cyna
(ero 3amecTuTenb) AenaeT COOTBETCTBYIOLLYIO OTMETKY O MOpyyYeHuu paboTHMKY apxvBa Cyda W3roTOBUTb U
BbldaTb KOMWUIO ayamosanucy cygebHoro 3acefaHusi. [laHHOe 3asBrieHve NoALIMBaeTCa B Aeno, a B cnydae
npeabsiBNEeHNsa OOBEPEHHOCTU K Aeny NpuobLLaeTcs Takke ee Konusl.
(8 pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.17.2. [Ona wn3rotoBneHnsa konuu ayguosanucy nuuo, nofasluee 3agdBrieHue, npeacTtaBnseT B cyn
MaTepuarnbHbIl HOcuTenb MHdopMaumn (dpneww-kapta, auck CD-R, DVD wn gpyrme Hocutenu uHdopmaumm,
TeXHMYeckas BO3MOXHOCTb 3ar1cy Ha KOTOpble MMEETCS B COOTBETCTBYHOLLIEM cyae).

11.17.3. TlpencrtaBneHHble B cyn MaTepuarnbHble HOCUTENW UHAOPMaUUM He [OMKHbl coaepXaTb
Kakyto-nmbo mHdopmaumio. B uensix GesonacHoCcTV nepen 3anvcblo MpeacTaBrfeHHbIN B Cyh, MaTtepuanbHbIl
HOCUTENb MOXET OblTb O0TOPMAaTUPOBaH YMNOSIHOMOYEHHBIM pPabOTHMKOM annapaTta cyda, OTBETCTBEHHbIM 3a
W3roTOBIMEHME W Bbla4yy KOMUKU ayamo3anucu, nocrne npeaBapuTenbHOro yBeoOMIEHMS nvua, MOoAaBLIero
COOTBETCTBYIOLLIEE 3asABMEHME.

11.17.4. 3anucb ayanodanna Ha maTtepuanbHbli HOCUTENb Nnua, NOAABLUErO 3asABIieHNe, NPOM3BOAMTCS
YMNOSITHOMOYEHHBbIM pabOTHMKOM annaparta Cyda Ha JIoKanbHOM KOMMbKTEPE, HE NMPUCOEOUHEHHOM K NOKarbHOWN
CeTu cyda U He MMetoLLIeM A0oCTyna B ceTb VIHTEpHeT.
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11.17.5. Konua aygunosanucu cygebHoro saaceganns CyqoM He 3aBepsieTcs.

Mocne Bblgayun konmum ayamnosanucu cy,u,e6Horo 3acefaHnsl Ha NMCbMEHHOM 3asiBNEeHUN 06 M3roToBMEHUMN U
Bblaa4ye pa60THI/IKOM apxXuBa cyaa genaetcd OTMeTKa 00 M3roToBMEHMM 1 Bblaye, a NMLOoM, nony4unsLinm Konumwo
aygunozanucu, pgenaetcda COOTBETCTByKLWada pacnmcka O nNoJyvYeHuu. [laHHoe 3asBneHue I'IpVIO6LLI,a€TCFI K
cyp,e6Homy aeny, npu aToMm gernaeTca COOTBETCTBYOLLAaA OTMETKA B JINCTE UCMOJ1b30BaHNA JOKYMEHTOB.

HenonyquHaﬂ 3adaBuTenem Konma ayanosanmcu Cyﬂ,e6HOFO 3acegaHuda no no4yTe He HanpaBlAETCA.

OneKTPOHHbIA HOoCcUTENb MHOPMaUMK, C KOTOPOro M3roTaBnMBanacb KOMnusl, AOMmkeH OblTb BWUWT B Aeno
(MprobLeH k npoTokony cyaebHoro 3acefdaHus) B ynakoBaHHOM BuAe (KOHBEPT) C yKa3aHMEM Ha yMnakOBKe
HOoMepa fena, AaTthl, a Tawke nognucaH pabOoTHUKOM, OTBETCTBEHHbIM 3a paboTy apxvBa cyga. YnakoBka
OorkHa obecneynBaTb COXPaAHHOCTb SMIEKTPOHHOIO HOCUTENS OT NOBPEXAEHWI U MOPYM.

11.18. lMoanuHHbIE OOKYMEHTbl M3 cydeOHbIX Aen (MHbIX MaTepuanoB) M MX Hagnexawum obpasom
3aBepeHHble Konuw, NpeacTaBreHHble yYacTHMKaMu CydOnpOM3BOACTBA (nvuamu, yyYacTBylwMMn B Aene), a
TakKkKe crnpaBky No genam BblaakwTCcA UM pa6OTHI/IKaMI/I apxuea cyda Ha OCHOBaHUM X NMUCbMEHHOIo 3adaBlieHUA;
OpYrMM cydam, opraHam [O3HaHus M CreacTBusi - Ha OCHOBaHMM MOTMBMPOBAHHOMO 3anpoca W (UNnn) MHbIX
HeobX0AMMbIX OOKYMEHTOB, MPEeAyCMOTPEHHLIX 3akoHogaTenbcTBOM Poccuiickon denepaumun. Ha 3asBneHumn
Unu 3anpoce o Bbidade NOANMHHbLIX OKYMEHTOB U3 cyaebHOoro gena npoctapnsieTcs paspellarollas pesosntoLus
npegcenaTens cyaa (3amectuTens npeacenarens cyaa).

11.18.1. B3ameH BblgaHHOro NoAnvHHUKA K aeny npuobLiaeTcs ero konwsi, 3aBepeHHas cyaben n repboson
neyarbto cyaa.

11.18.2. MNpwu Bblgaye NOASIMHHUKOB LOKYMEHTOB U3 cyAebHOro gena Ha ux 3aBepeHHbIX KOMUAX SOMKHbI
yKasblBaTbCa (haMunns, Ums, OTYECTBO NMLA, NOMyYMBLUErO OOKYMEHT, €ro npoLeccyarnbHOe MNOSIoXKeHne no
Jeny, OaHHble [OKYMEeHTa, YOOCTOBEpALero IMYHOCTb. B nonyyeHunm [JokymeHTa 3TO NUUO  OOMXKHO
pacnucaTbCsl U NPOCTaBWUTb AaTy nonydeHus. JIvuo, BbliaaBLlee OOKYMEHT, OOJDKHO yKas3aTb CBOK hamMuiuio,
OOIDKHOCTb U MocTaBuUTb nognucb. [pyn npeabsBneHnn OOBEPEHHOCTM HEOOXOOAMMO CHSITb C HEe KOMUIo U
noAwuTb B Aero.

11.18.3. [JOKyMEHTbI, Ha OCHOBaHMW KOTOPbIX M3 cyAeOHOro gena BblAaHbl MOASIMHHMKKU, a Takke KX
3aBepeHHbIe KOMMK NoALlmnBatoTCcsa B geno. B cnyvyae HanpaBneHus NOANMHHOIO LOKYMEHTA 3aka3HOMW MOYTON B
[Aeno Takke noALlmnBaeTCcsi KONMsi CONPOBOANTENBHOMO NMCbMa C UCXOASALLMM HOMEPOM M OaTOMN.

11.18.4. MNopsaok M CpoOKM BblAa4M MOASNIMHHBIX OAOKYMEHTOB, MX 3aBEPEHHbIX KOMW yCTaHaBnMBalTCA
npeacepaTtenem cyaa.
(B pea. Mpukaza CynebHoro genaptameHTa npu BepxosBHom Cyae P® ot 09.01.2024 N 1)

Bblgada nMcbMeHHbIX foKa3aTernbCTB, He BO3BpaLLEHHbIX NpeacTaBMBLUMM MX NuaM 4o nepegayun gena B
apxuB cyaa, No npocbbe 3TUX NNL, OCYLLECTBISIETCS B TAKOM e nopsiake.

11.19. Mo NMCbMEHHbIM TPeGoBaHUAM OpraHoB, KOTOPbIM 3aKOHOM MPEAOCTaBIEHO NPaBoO UCTpPeGoBaHuA
Jena, M Ha OCHOBaHWM pacriopsPkeHus npeacedaTens cyda WM ero 3amecTutens cyaebHble pena
HanpaBnaTCA UM B TPEXAHEBHbIN CPOK.

11.20. PaboTHUK apxuBa cyda obsisaH KOHTPONMpOBaTb BO3BpaT AeN B apXuB U He pexe OAHOro pasa B
MecsL, AoKNaablBaTh NpeacedaTernto cyaa.

o BO3BpalleHuna gena B cyq Tpe6OBaHI/Ie O ero BbICblJike, Konun conpoBognTesibHOro nucbma, npuroBopa
NN pelleHna XpaHATcAa B KOHTpO.I'IbHOI;l narike.

B KHMre Bblgaun eauHWL XpaHeHMs BO BPEMEHHOE Monb3oBaHue (npunoxeHne N 27 K HacTosiLen
VHCTpyKUMn) U3 apxuBa cyda OTMeYaeTcsl, Korga, KoMy 1 rno KakoMy 3anpocy Aerio HanpaeneHo, Koraa v KeM OHO
BO3BpaLLEHO.

(8 pea. MNpukasa CynebHoro agenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

11.21. B cny4ae nocTynneHus B cyn 3asiBNeHus B3bickaTens (NMMbo ero npeacraBuTens) O Bblgadve
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(HanpaBneHun) WUCMONHUTENbHBLIX AOKYMEHTOB MO cyAebHbIM Jdenam, HaxodslMMCA B apxvBe CyAa, WX
ochopmneHne, HanpaeneHne (Bblaava) OCYLLECTBASIOTCA B NOpPAAKE U CPOKW, YCTAHOBMEHHble MHCTPyKumamu N
36, N 161.

(n. 11.21 B pea. [pukasa CynebHoro genaptameHTta npu BepxosHom Cyae P® o1 09.01.2024 N 1)

11.22. WNHble, He ycTaHOBMEHHble HacTosiwen WHCTpykuuen npasBuna O3HaKOMMEeHUs ¢ MaTepuanamu
cynoebHoro pgena, Bbl4aun MOASMHHBIX [OKYMEHTOB, 3aBEPEHHbIX KOMWMA MaTepuanoB [fena, MUCbMEHHbIX
CMpaBoK, KoNui cyaebHbIX akTOB OnpeaensaTcs npeaceaarenem cyaa.

12. O6ecneyeHne COXpaHHOCTU apXUBHbLIX AOKYMEHTOB

(B pea. [Npukasa CynebHoro genaptameHTa npu BepxosHom Cyne PO
o1 09.01.2024 N 1)

12.1. XpaHeHve apxuBHbIX JOKYMEHTOB B cyAe obecneunBaeTcs peanusauuen Komniekca MeponpusaTn,
HanpaBfeHHbIX Ha MOoAAepXaHWe apXMBHbIX [OOKYMEHTOB B  ONTUMarnbHOM  (U3NYECKOM  COCTOSIHUM,
MUHMMM3aLUIO PUCKOB UX NOPYY 1 (MnK) yTpaTbl, B COCTaB KOTOPOro BXOAAT:

npefocTaBneHne M30NMPOBaHHBLIX NMOMELLEHUA ANS pasMeLLeHUs apXMBHbBIX JOKYMEHTOB W MpOBEAeHMWs
paboT, CBA3aHHbIX C apXMBHbIM XPaHEHWEM, OCHALLEHHBIX CPeACTBAMU NOXAPOTYLLEHUS, OXPAHHOW U NOXapHOW
curHanusaumen, obopyaoBaHneM onsa XpaHeHUs 4OKYMEHTOB;

opraHunsauua n obecneyeHne cobnoaeHus NpPOTMBONOXKapHOro, OXpaHHOro, TemnepaTtypHoO-BJ1aXXHOCTHOTO,
CBEeTOBOIo " CaHNUTAPHO-TUTMEHNYECKOIO PEeXNMOB;

BbIMNONTHEHNE Tpe6OBaHI/IIZ K padMeLleHNio JOKYMEHTOB B apXUBOXPaHUIULLE;

nposefeHne MPOBEPKN HaNMUuUA U COCTOSHUSA COXPaHHOCTU apXUBHbIX [OKYMEHTOB B COOTBETCTBUM C
NopsiikOM, YCTaHOBIEHHbIM pasaenom 10 HacTosAwen NHCTpyKuun;

obecrneyeHne BO3MOXHOCTU npoBeaeHnA HpOCbMﬂaKTMHeCKOVI N TeXHUYEecKomn 06pa6OTKI/I APXUBHbIX
LOOKYMEHTOB;

onvcaHve (CocTaBfieHue onucer Aen) u CBoeBpeMeHHasi MOCTAHOBKA apXMBHbIX AOKYMEHTOB Ha y4eT B
COOTBETCTBUU C NONOXEHUAMM HacTosLen MHCTpykumm.

12.2. Apx1B pasmMeliaeTcs B 3g4aHUN U (MNK) OTAENbHbIX NOMeLleHuaX 3aaHnss. OCHOBHbIE MOMELLEHNS,
npegHasHa4veHHble ONnA XpaHeHudA, ydyeTa, KOMMNJIEKTOBaHUA U WUCNOJIb30BaHUA aApPXUBHbIX OOKYMEHTOB, WU
BCrnomMmoraTteribHble (a,lJ,MVIHI/ICTpaTI/IBHO—XO3F|VICTBeHHOFO, TEXHUYECKOrO U ObITOBOro Ha3Ha‘-IeHI/I$|) OOJTKHbI
COOTBETCTBOBATb TpebOBaHUSAM, YCTAHOBIEHHbIM NMyHKTOM 12.1 HacToswen WHCTpykuMu, a Takke obmmun
TpeboBaHNsIMM 6e30NacHOCTM K OOLLECTBEHHBIM 34aHUSM U COOPYXXEHUAM <1>.

<1> ®epgepanbHbIn 3akoH oT 30.12.2009 N 384-03 "TexHu4yeckuii pernameHT o 6e3onacHOCTM 34aHuNA K
coopyxeHuin"; MpagocTponteneHbIn kogekc Poccuinickon degepaumu.

XpaHeHme APXUBHbIX OOKYMEHTOB B 3aBMCUMOCTU OT KX obbemoB ocyLlecTBndeTcAa C ucnonb3oBaHNEM
OAHOro U HECKOJTbKMX BapMaHTOB pa3MeLleHnA:

B 30aHun, oTBevaoleMm TpeboBaHMAM, YCTAHOBMIEHHBIM YMONHOMOYEHHbIM hegepanbHbIM  OpraHoM
NCMNONHUTESTbHON BNacTu B cpepe apXMBHOro Aena 1 Aenonponssoacrea <2>;

<2> [1paBuna opraHvM3auMn XpaHeHusl, KOMMJIEKTOBAHWS, ydeTa U NCMNONb30BaHNsST JOKYMEHTOB APXMBHOTO
doHga Poccunckon Pegepaumm n Opyrux apxmBHbIX OOKYMEHTOB B FOCYAApCTBEHHbLIX W MyHUUMNANbHbIX
apxuBax, My3esx n ubnuoTtekax, Hay4HbIX OpraHusauusx, yTBepxaeHHble npukasom degepansHOro apxXMBHOMO
areHtctBa oT 02.03.2020 N 24.
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B creunanbHo 0OOpyooBaHHOM ANst  XpPaHEHUS  OOKYMEHTOB  M30SIMPOBAHHOM  MOMELLEHWM -
apxuBoxpanunuie (NyHKT 12.3 HacToswen MHCTpykuun);

B 3anuparoLumxcs wkadax unum cendax.

PasmelleHve apxuBa B NPUCMOCOGNEHHOM 34aHUM (MOMELLEHUN) [OMNyCKaeTcs TONbKO MOcCMe ero
obcnegoBaHMa (B TOM 4ucrnie NOABAlbHbIX UM YepAayvHbiX MOMeLLEeHUn, paboToCNOCOBHOCTM 3reKTpoceTen,
oTonUTEeNbHbIX N BEHTUNAUMOHHBLIX CUCTEM, MPOYHOCTU MEXITaXHbIX HeperbITMVI C y4eTOM noTeHuuarnbHbIX
Harpysok).

12.3. ApXMBOXpaHUIMLLE AOSTKHO:
OTAENATLCA OT COCEQHUX NMOMELLIEHUIA OrHEYNOPHBIMU CTEHAMU;

MUMETb ECTECTBEHHYI MIM MCKYCCTBEHHYIO BEHTUNALUMIO, O6GecreqvBalolLylo PeLypKynsaumMio Bo3ayxa,
CKNovaroLLyo o6pasoBaHme HENMpPOBETPMBAEMbIX 30H;

COXPaHATb CTAabUNbHOCTb TEMNepPaTypPHO-BNa)KHOCTHOIO Pexuma;
UMeTb BbIXodbl K nudpTaM U (Unn) NecTHUYHbIM KreTKaMm;

He UMEeTb NPOOXEHHbIX Yepes Hero TPpyG BOAOCHAGKEHMS U KaHanM3auum, TEXHONOMMYECKUX UK BbITOBbIX
BbIBOAOB BOAb;

He UMETb BHYTPW pacnpeaenuTenbHbIX WWUTOB, NPpeaoXpaHUTENEN N OTKIMHOYAOLMXCS PyOUNbHUKOB;

He pacronaraTtbCs B noABarnax W MOMELLEHUSIX, PACMONIOXKEHHbIX HWXE YPOBHS MOBEPXHOCTU 3emMiu, 3a
UCKIMHOYEHMEM XPaHUMULL (MOMELLLEHUIA), obecrneunBaowmnx 3aWmnTy OT NPOHUKHOBEHWUSI B HUX TPYHTOBbIX, TanbIX
N NaBOAKOBbLIX BOM, B BETXMX CTPOEHUSIX, AEPEBSAHHbIX MOCTPOMKaX, MOMELLEHUSIX C OTHOCUTENBbHOWN BNa)XHOCTbIO
Bo3ayxa 6onee 55% 1 ¢ neYHbIM OTONMEHNEM;

UMETb ABepu C NOBbILLEHHOW TEXHUYECKOM YKpenneHHOCTbH (MeTannmquKme Unun obLNTLIE MeTaJ'I.I'IOM);

UMETb 3anupaloLlLmecs pelleTkn Ha OkHax (Mpu pasMeLleHUM apXMBOXPaHUNMLLA Ha LOKONIbHOM, NepBOM
UN1 BTOPOM 3Taxe 3aaHus).

PacueTr HeobOxogumon nfowagn apxvMBOXpaHUNULLA PEKOMEHOYyeTCA MpouM3BOAUTb C  Yy4YETOM
pacnonoXXeHus cTennaxen n X HanoSfIHEHNA B COOTBETCTBMM C NYHKTOM 12.7 HacToswen NHCTpyKuuK, a Takke ¢
Y4E€TOM BO3MOXHOCTU pasmelleHns 400 eauHmL, xpaHeHnst Ha 1 KB. M NoLaan apXuBOXpaHunmLLa.

Kaxxgomy apxvmBOXpaHUNuLLy npuUcBaMBaEeTCsl HOMeEpP, KOTOpbIA OTpaxaeTcda B Tonorpaduyeckux
yKasaTensx B COOTBETCTBUM C NyHKTOM 12.19 HacToswen NHCTpyKuuu.

12.4. [Ina obecneyeHns peATenbHOCTM apxuBa (MpyM HeOBXOOUMOCTM) BbIAENAOTCA MNOMELLEHME NS
npvemMa LOKYMEHTOB, UX BPEMEHHOIO XpaHeHWs1 U aganTauum K HOBbIM yCroBMAM (akknumartmsaumm), paboyas
KOMHaTa paboTHMKa, OTBETCTBEHHOroO 3a paboTy apxuBa cyda, NMoOMelleHvue Ansi NPefocTaBleHus gocTyna K
APXUBHbIM JOKYMEHTaM.

12.5. ApxvBHbIe JOKYMEHTbI Pa3MeLLaloTCA B apXMBOXPAHUIULLIE HA CTALMOHAPHBIX, NepeaBMXHBIX U (1K)
MOOMIbHBIX METamnMMYecKMx cTennaxax, B MeTanmnmyeckunx wkadax, cendax unm KoHTenHepax.

B kayectBe cneumanbHOro 060py,EI,OBaHVIFI BO3MOXHO WUCMNOJ1Ib30OBaHMe CTauMOHapHbIX OTCEKOB-OOKCOB C
MeTannm4yecknMmmn neperopogkamMmm U nonkamu.

He pas3pewaeTca XpaHeHne apXmMBHbIX OOKYMEHTOB B TpaHCHODTHOVI Tape, B wrabensx, Ha nony,
NOAOKOHHUMKAX, NMECTHUYHbIX Niiowagkax, B rapaxax n opyrnx, He npegHa3Ha4eHHbIX 114 UX XpaHeHNdA MecTax.

12.6. lpn paccTaHOBKE CTEMMaXem B apXMBOXpaHUNWLWEe npeanodyTeHne [OIDKHO OoTAaBaTbCs WX
nepneHavKynsapHON opneHTaumnm No OTHOLLEHMIO K CTEHaM C OKOHHbIMW MpoemMaMmn U pasmeLLeHnio Ha yaaneHum
He MeHee 1 M OT UCTOYHUKOB Tenna.
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12.7. Tlpu paccrtaHoBke cTennaxen (wkadoB, CendoB) B apXMBOXPaHUIMLLE pPEKOMEHOyeTCs
npegycMmartpuBaTh crnegyloLwmne pacCcTosHUS Mexay:

TopLaMu cTennaxemn (rnaeHbIv Npoxoa) - He MeHee 120 cwm;

psgamu ctennaxen (MexcTennaxHbeli Npoxon) - He MeHee 75 cw;

cTennaxamu, napannenbHbIMU CTEHE, U HAPY)XKHOW CTEHOW 34aHUA - He MeHee 75 cwm;

TOPUOM CTesnaxa u CTeHom - He MeHee 45 cw;

BEPXHEN MOSKOW cTennaxa u notonkom - 50 cm;

HVKHEN MOMKOW CTennaxa v nosiom - He meHee 15 cM (B LIOKOSbHbIX 3Taxax - He meHee 30 cm).

PasmelleHne MOOUMbHBIX CTennaxemn npon3BoanTCA C y4deToMm 0CoBEeHHOCTEN MOMELLEHUA U
pa3meliaemoro 060pyD,OBaHVIFI.

12.8. ApxvBHble JOKYMEHTbI pa3meLLaloTCs B MEPBUYHBLIX CPeACcTBaX XpaHEeHUs:
Ha BymaxxHOM HocuTere - B Kopobkax, nankax, KoHBepTax;

3NEKTPOHHblIE Ha  u3ndyeckn OOOCOBNEHHbIX HOCUTENSAX - B YNakoBKe, pPEeKOMEeHOOBaHHOM
NPON3BOANTENSIMU HOCUTENEN.

[ns XpaHeHua KapToOYeK W CNpaBOYHbIX MaTepuarnoB B [MOMELLUEHUN apxumBa YCTaHaBIMBAOTCA
KapToTeyHble WKadbl.

12.9. Ha nepBMYHOM CpencTBe XpaHeHUA apXMBHbIX JOKYMEHTOB YKa3blBalOTCA HOMEP N Ha3BaHue (bOHD,a,
HOMEP onuncu aern, Kpal?lHVIe HOMepa eAnHNL XpaHeHUA, pa3MeLLlEeHHbIX B HEM.

12.10. MNpoTuBONOXapHbLIA PEXMM B 30aHUM UNWU NOMELLEHNM apxmBa yCTaHaBNMBaETCs B COOTBETCTBUU C
3akoHogaTenbcTBoM Poccuiickon Pegepaumm o noxxapHon 6e3onacHocTn <3>.

<3> OQepepanbHbil 3akoH OT 21.12.1994 N 69-®3 "O noxapHoh ©Oe3onacHocTU"; MNOCTaHOBMEHWE
MpaeuTtenbctBa Poccuiickon ®epepaumm oT 16.09.2020 N 1479 "O6 ytBepxaeHuu NpaBun NpoTUBOMNOXapHOro
pexuma B Poccunckon degepaumm”.

PaboTHUK, OTBETCTBEHHbIN 3a paboTy apxvBa cyAda, [OOMKEH MNPONTM WMHCTPYKTaX Mo BOMpocam
NPOTMBOMNOXapHOW 6e30MacHOCTU, 03HAKOMUTLCS C MpaBuiaMy Mosb30BaHUSA NPOTMBOMOXAPHBIM MHBEHTApPEM.
WHCTpykTaxx paboTHUKOB apxvBa MO MPOTUMBOMNOXapHOW 6e30nacHOCTU AOIKEH NPOBOOUTLCS HE pexe OOHOro
pasa B ro, 0OTBETCTBEHHbIM pabOTHUKOM, Ha3HaYEHHbLIM NPUKa3oM NpeacefaTens cyaa.

12.11. OxpaHHbIn pexum obecnevmBaeTcs nyTem OOOpPyAOBaHMSA 30aHWS WKW MOMELLEHWUA apxmBa
cpenctBaMu oxpaHbl, obecnedmBaoLWMN KOHTPOMb AOCTyNna B HUX (€CNN apxvB cyda pasMelleH B OTAENbHOM
OT cyda 3gaHun), a Takke cobnogeHvem nopsigka CAavn/CHATUS OXpaHbl MOMELLEHMS apXMBOXpaHunuLa u
nopsifka AoCTyrna B Hero, yCTaHOBMEHHOMO NpMKa3oM npeacenarens cyaa.

12.12. ApxuvBHble [OOKYMEHTbl Heobxooumo XpaHuTb B TemHoTe. EcTecTBeHHOe ocBelleHue B
apxXuBOXpaHunue [OoMnyckaeTcs npu YCroBMM MPUMEHEHUS Ha OKHAxX CBeTopacceuBaTenewn, perynsaTopos
CBETOBOro NoToKa (cneumarnbHbIX CTEKOS), 3aLUMTHBIX (PUNBTPOB U MOKPLITUN, XXanto3u.

[nsi MCKYCCTBEHHOTO OCBELLEHUS MPUMEHSIIOTCS MamMnbl HaKanvMBaHUA B 3aKpbITbiX nrad)oHax ¢ rragkoi
NOBEPXHOCTLHO.

PaspeLuaeTc;l npuMeHeHune NIOMUHECLIEHTHbIX JTaMn C ype3aHHbIM yﬂpra(bl/IOJ'leTOBblM y4acCTKOM cnekKkTpa,
CBeTOAMOOHbIX CBETUJIbHUKOB, pa3pelleHHbIX YMNOJIHOMOYE€HHbIM cbe,qepaanuM OopraHom NCMONHNTENBHOWN
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BMacTu B coepe noxxapHon 6e30nacHoOCTy.
12.13. OnTUManbHbIMK YCIIOBUAMW XPaHEHUS apXUBHbIX JOKYMEHTOB SIBNAIOTCA:

ONsl JOKYMEHTOB Ha BymaHOM HocuTene - Temnepatypa 17 - 19 °C, oTHocuTenbHasi BNaXHOCTb BO3ayXa -
50 - 55%;

ONS JOKYMEHTOB Ha MarHUTHbIX AMCKax 1 OUCKOBbLIX HakonuTensax - Temneparypa 8 - 18 °C, oTHocuTenbHas
BNaXHOCTb Bo3ayxa - 45 - 65%;

AN JOKYMEHTOB Ha ONTUYeCKMX Auckax - temnepatypa 10 - 23 °C, oTHocuTenbHas BNaXHOCTb BO3ayxa -
20 - 50%.

12.14. KoHTpornb 3a TeMnepaTypHO-BNaXXHOCTHLIM PEXMMOM oBecneumBaeTcsl perynspHbiM M3MepeHneM c
MOMOLLbIO TEPMOMETpa U TMrpoMeTpa U TePMOrMrpPOMETpa, pasMeLLeHHbIX B OAHOW MIN HEeCKONbKMX ToYKax
apXxMBOXpaHunvLa (B 3aBUCMMOCTU OT KOHCTPYKTMBHbIX OCOGEHHOCTEN Mnowiaaun) Boanu OT OTOMUTENbHLIX U
BEHTUIISILMOHHbIX CUCTEM Ha BbICOTE HE MeHee 1 M OT norna, napaMeTpoB BO3AYLUHOW cpeabl:

B cneuynann3mpoBaHHOM 30aHNN - HE peXe 1 pa3a B HEOETIO;
B crneuunanbHO O60pyp,OBaHHOM Ona XxpaHeHnda n3onnpoBaHHOM NoMeLleHN - He pexe 2 pa3 B Heaeno,
npn HECOOTBETCTBUN NapaMeTPOB HOPMAaTUBHbLIM Tpe6OBaHVI$'-|M -1 pa3 B CYTKW.

12.15. B apxvBe [OomkHa BeCTUCb (hUKCauMs TeMnepaTypHO-BNaXHOCTHLIX XapaKTepuCTUK BO34YLUHOW
cpedbl B apXuBOXpaHWUnuie M Mep, MPUHATBIX NO HOopManu3auuu TemrnepaTypHO-BIaXHOCTHOMO pexuma B
cny4vasix ero HapyLueHus.

12.16. Hagnexallee caHUTapHO-TUrMEHNYECKOe COCTOSIHUE B apxvBe MOAAEPXKMBaETCs NpoBeAEeHWEM B
HEM He pexe OOHOro pasa B MecsL BNaXHOW yOopku nomnos, obecnbinuBaHus 000pydoBaHMS M MEPBUYHLIX
cpencTB XpaHeHus, O6p360TKI/I LIOKOJ1bHbIX yacTten CTennameﬁ, NITMHTYCOB, NOAOKOHHMKOB BOAHbIMU paCcTBOpaMu
aHTMCENTUKOB.

12.17. ApxuBHble OOKYMEHTbl, NMoABeprmecss OMOnorMyeckomy MOpaXkeHuto, noanexar HemMearleHHON
M30MALUUN N CaHUTAPHO-TUTMEeHMYeckon obpaboTke (Ae3nHMEeKUMM, OEe3VHCEKUMM), a apXMBOXPaHUIULLE,
nopakeHHoe 6nonornyecknMn BpeanTensamu, - gepatusaumu.

12.18. Ctennaxu u wkadbl 4OMmMKHBI ObITb MPOHYMEPOBaHbLI B NMOPSAKE CNeBa HanpaBoO OT BXOL4HOW ABeEpW,
MOMKN Ha cTennaxax AormkHbl 6bITb NPOHYMEPOBaHbI MO LWKadam B Nnopsgke - CrieBa Hanpaso, CBEPXY BHUS.

12.19. MecCTO XpaHeHuUst eauHWL, XpaHeHWs B apxuBOXpaHunuile ukcmpyetcs B Tonorpaduyeckux
ykasartenax: nocrennaxHom (mpunoxeHme N 36 k Hactosawen WHCTpykuumn) n, npy Hanuuum 6Goree OAHOro
doHaa, nodoHaosom (npunoxenne N 37 k HacTodAwen NHCTpyKLmn).

Mpn BegeHun TOMorpachmyeckoro ykasatens OAWMH €ro 3K3eMMsp AOJDKEH XPaHWUTbCA Yy paboTHUKA,
OTBETCTBEHHOrO 3a paboTy apxmBa cyaa, BTOPOM - pa3MeLlaTbCs B COOTBETCTBYIOLLEM apXMBOXPaHWUMMLLE.

Tonorpaduyeckme ykasaTenv He COCTaBISIOTCSA NPU OTCYTCTBUM apXMBOXPaHUNLLA.

13. Cpoku 1 nopsaoK nepenaym Aen Ha xpaHeHuwe
B rocyAapCcTBEeHHbIN apXuB

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

13.1. Oena obwero genonpon3BoacTBa MOCTOAHHOIMO CpOKa XpaHeHus un cyaebHble gena NocTOSHHOro
CpoKa XpaHEeHWUs MO UCTEYEHMM CPOKOB WX BPEMEHHOrO XpaHeHwust B apxumee cyda (15 net) nepepatotcsa Ha
MOCTOSIHHOE XpaHEHWE B roCYAapCTBEHHbLIA apXxvB, €CNN Cyn BbICTYMaeT UCTOYHUMKOM €ro KOMMIEKTOBaHUS U
npy HanU4MM COOTBETCTBYHOLLIENO AOTOBOPA C apXUBHbLIM YYpEXAEHNEM.
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PeweHne o dopme npuemMa AOKYMEHTOB (MOSHOrO wunn BbIGOpo4YHOro) npuHumaetcs JAINK apxvmBHOro
ydpexaeHus.

Cyabl, He BbICTynatoLmMe MCTOMHMKaMM KOMMIEKTOBaHNS rOCyAapCTBEHHOMO apxmBa, nepeaaroT AOKYMEHTbI
Ha MOCTOSIHHOE XpaHEeHWEe B rocyapCTBEHHbIA apXMB MpU UX NMKBUAALMU U HanMyuMm OOKYMEHTOB APXMBHOIO
doHaa Poccuiickon ®epepauun.

13.2. I'Iepep,aqa OOKYMEHTOB MNOCTOAHHOINO XpaHeHuA B rocy/J,apCTBeHanZ apXnB OCYLUEeCTBIIAETCA B
COOTBETCTBUMN C ﬂﬂaHOM-Fpad)VIKOM, KOTOprVI yTBEPXKOAaeTCA pyKoBoguTerieMm rocygapCTtBeHHOro apxmba WUIu
YNOJSIHOMOYE€HHbIM UM OOJTXHOCTHbIM JINLLOM.

[ocpoyHas nepefada JOKYMEHTOB Ha MOCTOSAHHOE XpaHEeHWe MOXET ObITb OCyLLeCTBNEHa Npy OTCYTCTBUM
HeOoOXOAMMbIX YyCrnoBui ans  obecrneyeHuMs COXPaAHHOCTM LOKYMEeHTOB ApxuBHOro coHaa Poccuinckon
depepaumun, npu yrpose yTpatbl (YHUYTOXEHWS) [AOKYMEHTOB, a TaKKe Ha OCHOBaHMM [oroBopa C
rocygapCTBEHHbIM apX1BOM.

[MpooneHne CpoKOB XpaHeHWs AOKYMEHTOB B apxuBe cyaa ponyckaetcs no peweHuio OINK apxvBHoro
yupexgeHus.

13.3. PaboThbl, cBsi3aHHbIEe C OTOOPOM, NOArOTOBKOW U Nepegavert JOKYMEHTOB Ha NOCTOSAHHOE XpaHeHWE B
rocygapCTBEHHbIM apXuB, B TOM YMCIE C UX yNopsgoYeHneM, TPaHCNOPTUPOBKOW, BbIMOMHAKOTCS 3a CHET CpeacTB

cyga.
13.4. MNepen nepegayein JOKYMEHTOB Ha NOCTOSAHHOE XpaHeHWe B rocyapCTBEHHbIN apXnB NPOBOASATCS:

paccMoOTpeHMe [OOKYMEHTOB Ha MpeaMeT paccekpeumBaHusi HOCUTENen CBEeAEHUNA, COCTaBNSAOLLMX
rocydapCTBEHHYKD TanHy B Crnydae WCTEYEHUS CPOKOB, YCTAHOBMEHHbIX 3aKoHOAaTenbCcTBOM Poccuickomn
degepauuuy;

paccMOTpeHME OOKYMEHTOB Ha MpeAaMeT CHATUSA noMeTku "Ons crnykebHOoro nonb3oBaHUsa" ¢ HOcuTenewn
MHGOPMAaLMM OFPaHUYEHHOro pacnpocTpaHeHus B nopsake, YCTaHOBMEHHOM 3akoHodaTernbcTBOM Poccumnckon
depepauuu.

13.5. lNepegaya 3neKTPOHHbIX apXMBHbIX Aen B MH(OPMAaLMOHHYIO CUCTEMY rOCYy4apCTBEHHOrO apxuea
npousBoguTCa B MNOPSAKe, YCTaHOBNEHHOM defeparibHbiM OpraHoM WCMONHUTENbHOW BRactn B cdepe
apXMBHOrO Aena v AenonpousBoaCcTBa, N0 COrnacoBaHUIO C rOCy4apCTBEHHBIM apXMBOM MO ONUCAM 3MEKTPOHHbIX
OOKyMeHTOB. K onucam aneKkTpoHHbIX AeNn npunaratTca peecTpbl hannoB 3NeKTPOHHbIX JOKYMEHTOB.

13.6. MNepenaya AOKYMEHTOB O(hOPMIISETCA akKTOM Nprema-nepenadm apxmBHbIX JOKYMEHTOB Ha XpaHeHue
(npunoxenne N 22 k HacToswen WMHcTpykumm), coctaBnseMbiM B OBYX 3dk3emnnspax. OguH ak3emnnsap akra
OCTaeTCs B rocyAapCTBEHHOM apxvBe, ApYron - B cyae.

BmecTe ¢ gokyMeHTaMu nepenatoTcsl YeTblpe 3K3eMnisipa onvucu Aer, a Takke OAUH - B 3NIEKTPOHHOM
Buae, B copmarte, COrMacoBaHHOM C FOCYAAPCTBEHHbIM apxuBoM. OAWH 3K3eMMnsip OnvMcu Ha GymMakHOM
HocuTene ocTaeTcs B cyae.

13.7. Ha Bcex ak3emnnsipax ONMCU Jen rocyaapCTBEHHbIM apXvMBOM AenalwTcd OTMETKM O npueme
apXMBHbIX JOKYMEHTOB B apxuB. [1py OTCYTCTBUM eOQuHUL, XpaHEHWs, yKa3aHHbIX B ONWCW Aer, Cyd NpuHUMaeT
Mepbl MO WX po3bicKy. Ecnv B xoge po3bicka OTCYTCTBYIOLLUME OOKYMEHTbl He ObinvM HawdeHbl, B onucu gen
JenaeTca HoBas uToroBas 3anncb. Homepa OTCYTCTBYHOLWIMX €OUHWUL, XpPaHEeHWs U MPUYUHBI OTCYTCTBUS
oroeapmBardTCA B akTe npuema-nepenadn OOKYMEHTOB Ha XpaHeHune u B npvlnaraeM0|7| K aKTy chnpaBke,
COCTaBMNsieMON CyAOM.

Cyn, nepepawowmin OOKYMEHTbl Ha XpaHeHMe B TFOCyAapCTBEHHbIV apxvB, 00si3aH MPUHATbL Mepbl K
BOCCTaHOBMEHUIO YyTpayeHHbIX NPOW3BOACTB B COOTBETCTBUW C [nasor 38 [paxgaHckoro mnpoueccyarnbHOro
kogekca Poccwuiickon ®epepaumu.

Mpu oTcyTCTBUM (YTpaTe) NOASIMHHUKOB NepeatoTcsl X 3aBEPEHHbLIE KOMUK (NP Hanu4um).
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

13.8. [JoKkymMeHTbl nepegawTcsas Ha MNOCTOSAHHOE XpaHeHue B  YNopsgOYeHHOM  COCTOSIHAM  CO
cnpaBO4YHO-NONCKOBbLIMU CpeacTBaMu.

Mpunoxexne N 1

K MHCTpyKLMKM O nopsifike opraHu3auunm
KOMMMNEKTOBAHUS, XpaHeHUs, y4eTta

N NCMONb30BaHUS JOKYMEHTOB
(3NEKTPOHHBIX AOKYMEHTOB) B apxmBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

Cnmncok N3MEHSILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

(HanmeHoBaHue cyna)

(HaMMeHoBaHWe CTPYKTYPHOro noapasaeneHvs cyaa)

HOMEHKIIATYPA OEN
Ha rog <1>
UHpekc 3aronosok gena KonunyecTtso Cpok xpaHeHusi | lMpumedvaHuns
nena ToMoB (4acten) | n N ctaTbu no
nepeyHto
1 2 3 4 5
HassaHuve pasgena
HavanbHWK CTPYKTYpHOro nogpasgeneHuns
(ynonHomo4eHHoe nunuo)
(mognwuce) (pacwmdpoBka nognmcu)

(nata)

<1>K HOMEeHKNnaType gen CTpyKTypHOro nogpasgeneHna no OKOH4YaH1UM KaneHgapHoro roga coCtaBndaeTcA
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

ntorosas 3arnmcb no (bopme, yKa3aHHOIZ B NMPpUIoXxeHumn 2, N genaetcda oTMeTKa o nepegadvye UToroBbIixX cBedeHun
B OoTAen genonpon3soactea cyaa.

Mpunoxexne N 2

K VHCTpyKLMKM O nopsifike opraHv3aunm
KOMMMEKTOBAHWS, XpaHeHUs], y4eTa

N UCNONb30BaHNS AOKYMEHTOB
(3NeKTPOHHbIX JOKYMEHTOB) B apxXmuBax
denepanbHbIX Cy4oB 00LLEeN OPUCONKLMM

Cn1coK N3MEHSIIOLNX JOKYMEHTOB
(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO
o1 09.01.2024 N 1)

YTBEPXXOAHO

(HaMmeHoBaHwWe cyfa) Mpeacenatens cypa
HOMEHKIATYPA OEIN (noanuce) (pacwmndpposka noagnucu)
Ha rog

(nata)
NHpaekc 3aronoBsok gena KonnyectBo Cpok xpaHeHus n MNpumeyaHus
aena TOMOB (4acTen) N ctatbu no
nepeYHto
1 2 3 4 5
HasBaHue pasgena
HavanbHuk otaena
JenonponsBoacTea (obwero otaena)
(noanuchk) (pacwmdpoBka nognmncu)

(naTa)
Bu3sa paboTHuka, OTBETCTBEHHOIO
3a paboTy apxuBa
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

COIMACOBAHO YTBEPXOEHA
MpoToKon aKCcnepTHOW KoMUCCUK cyaa MpoToKOMN 3KCNepTHO-MPOBEPOYHON
KOMWUCCUWN apXMUBHOIO YUYpexaeHust

OT " " N OT n n N
NToroBasi 3anncb 0 KaTeropusix 1 KONMYECTBE Aen, 3aBeeHHbIX B rogy B cyae
Mo cpokam xpaHeHus Bcero B Tom uucne:
nepexoasaLmnx ¢ otmeTkon "IrK"
1 2 3 4

Ha 6ymaxxHom HocuTene
(Npy HanM4uMKn rMBpUAHLIX Aen, Tom(a) Ha GymakHOM HocUTene y4UTbiBalOTCS B pasgene Tabnuubl
"Ha 6ymaxHoM HocuTene", Tom(a) Ha 3NeKTPOHHOM HOCUTENE YYUTbIBAOTCS B pasaene Tabnuubl
"ONEeKTPOHHbIX"):

MNocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BKIMOYUTENBHO)

ONEeKTPOHHbIX
(npw Hann4mMm MbpuaHbIX gen, Tom(a) Ha ByMaXkHOM HOcUTenNe y4nTbiBaloTCa B pasgene Tabnuubl
"Ha 6ymaxxHom HocuTene", Tom(a) Ha 3NeKTPOHHOM HOCUTENE YYnTbIBAlOTCA B pasgene Tabnuubl
"ONeKTPOHHbIX"):

[MocTosaAHHOrO

BpemeHHoro (cBbliwe 10 neT)

BpemeHHoro (go 10 net
BKIMOYUTENBHO)

NTOro:

HayanbHuk oTaena
JenonponssoacTea (o6Lero otaena)

(nognuce) (pacwmndposka nognmcu)

(nata)

WToroBble cBeaeHUs nepegaHbl B apXuB.

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

PaboTHMK, OTBETCTBEHHbIN
3a paboTy apx1Ba cyaa

(nata)

(mognwuce) (pacwmdpoBka nognmcu)

MpunoxexHne N 3

K VIHCTpYKLMM O NOpsiAke opraHM3aumm
KOMMIIEKTOBAHNS, XpaHEHUs!, y4eTa

M ncnonb3oBaHUA JOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXuBax
degepanbHbIX Cy4oB 00LLe OPUCONKLMM

Cnncok N3MeHsILNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO

o1 09.01.2024 N 1)

(HavMeHOBaHME cCyma)

(HaMMeHOBaHME CTPYKTYPHOT'O [OOpas3mesieHus Cyna)

OIMUCH N
neJjl, IOOKYMEHTOB
3a __ rToxm
N Mupekc 3aronoBok gena KpanHne patbl Cpok KonuyectBo MpumeyaHusa
n/n aena XpaHeHus nmcToB
(rpadha He
3anornHse
TCS B ONUCK
oen
NMocTosiH
HOro cpoka
XpaHeHus)
1 2 3 4 5 6 7
HaseaHue pasgena

B maHHBIT pas3mesl ONMCU BHECEHO

neJt

c N o N

(uudpamMm M IPONUCHIO)
, B TOM UMCJIE:

JIMTEPHBEIE HOMEepa:

’

[IPONylEeHHEe HoMepa:
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

HammMeHOBaHME IOOJIXHOCTU
cocTaBuTEe A OIIMCHU

(momnmce) (pacumdporka NOIOIMNMUCHK)
(mara)
PaBoTHUK, OTBETCTBEHHLI
3a paboTy apxmBa Ccyna
(monmmce) (pacumdpporka MNOLIMNMUCHK)
(nara)
COTJIACOBAHO
HauanbHUk oTnesia
OeJIoONpOM3BOACTBa (ofwero oTnesa)
(momnmce) (pacumbpoBra NONIMCH)
(mara)
llepenan eOVHUL XPaHeHUS
(undpamMm M IIPONUCHIO)
u PEeIMCTPaLUMOHHO-KOHTPOJIbHEIX
(umdpamMy M NPONUCHIO)
KAapTOTEK K HOOKYMEHTaM.
HammMmeHOBaHME IOJIXHOCTK paboTHMKA
CTPYKTYPHOT'O NOIpa3neJIeHUS
(momnmce) (pacumdpporka MNOLIMNMUCHK)
(mnara)
NpuHAaI eOVHUL XPaHeHUS
(umbpamMm ¥ OPONMUCHIO)
Z8 PETUCTPALMOHHO~KOHTPOJIbHEIX
(undpamMm M IIPONUCHIO)
KapTOTeK kK IOOKYyMEHTaM.
PaboOTHMK, OTBETCTBEHHHM
3a paboTy apxmBa cyna
(mommnmce) (pacumdppoBka MNOIOMNMUCH)

(mara)

Mpunoxexne N 4

K MHCTpyKLMKM O nopsifike opraHu3aunm
KOMMMNEKTOBAHUS, XpaHeHUs, y4eTa

1 UCNONb30BaHUS JOKYMEHTOB
(3NEKTPOHHbBIX AOKYMEHTOB) B apxmnBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

Cnmncok N3MEHSILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(HaMMeHOBaHME cCyma)

(HaMMEeHOBAaHME CTPYKTYPHOT'O INOoOpas3nesieHus Ccyna)

®oung N

OIlCh N

3JIEKTPOHHEIX HeJl

(IOCTOSAHHOTO XPaHeHUs:/BPEeMeHHEX

(cBome 10 JjieT) xpaHeHuUs /IO JIMUHOMY COCTAaBY)
3a ron
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MNpuka3 CyaebHoro genaptameHTa npu BepxosHoM Cyae P® ot 19.03.2019 N 56
(pea. ot 29.05.2024)

"O6 yTBEepXXaeHun MHCTpyKumm o...

[lokyMeHT npenocTasneH KoHcynbTaHTlntoc

[aTa coxpaHeHus: 22.07.2025

N Mupekc 3aronoBok PernctpauunoH | Bug v 3aronosok | [darta Cpok Konuye O6bvem B | [MpumeyvaHus
n/n aena 3NEeKTPOHHOro HbI HOMEp 3NEKTPOHHOro no XpaHeHus CTBO Bbantax
pena no 3NEeKTPOHHOro OOKYMeHTa Kyme darnnos
HOMeHKnaType [OKyMeHTa HTa (konnye
CTBO
¢annos B
KOHTENHe
pe)
1 2 3 4 5 6 7 8 9 10

B DmaHHBEM pasneil ONMCY BHECEHO

c N

danT.

[IPOIyleHHEIE HOMEPaA :
K 2JIeKTPOHHBIM IOKYMEHTAaM COCTaBJIEHH peecCTpH (aljos.

(umdpamMm M HOPONUCHI)
no N

’

B ToOM umclie JIMTEpPHHE HOMepa:

BJIEKTPOHHEIX IOOKYMEHTOB

o0BBEMOM

’

HammMeHOBaHME IOOJIXKHOCTU
cocTaBUTEeJId ONMUCHU

(mara)

PaBoTHMK, OTBETCTBEHHBIM
3a paboTy apxmBa cyla

(mommnmceo)

(momnmce)

(pacumdporka NOIONMUCHK)

(pacumdpporka MNOINMUCHK)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(mara)

COTJIACOBAHO
HauanpHUk oTnesia
OeJIONPOM3BOACTBA (ofmwero oTnesa)

(monmmce)

(nara)

llepenan

(pacumdpporka MNOLIMNMUCHK)

BJIEKTPOHHEIX IOOKYMEHTOB

(umbpamMm ¥ OPONMUCHIO)
0O6BEMOM

tanr.

(umdpamM ¥ NPONMUCH)

HamMeHOBaHMe OOJDKHOCTM paboTHUKA
CTPYKTYPHOT'O NOIpa3neJIeHUS
(momnmce)

(pacumdpporka MNOLOIMNMUCHK)

OJIEKTPOHHEIX ITOKYMEHTOB

danr.

(mara)
IpuHAan
(umdpamMm ¥ IPONMUCHIO)
06BEMOM
(umdpamM ¥ NPONUCH)
PaBoTHMK, OTBETCTBEHHLI

3a paboTy apxmBa Ccyna
(momnmce)

(pacumdpporka MNOLOIMNMUCHK)

(mara)
PeecTp (anJioB B3JIEKTPOHHOT'O IOKYMEHTAa
N n/n N anekTpoHHoro HanmeHoBaHue [aTta n Bpems Obbem dopmar
AOKYyMeHTa no danna nocrnegHero (B banTax) danna

onucun

n3meHeHuns cganna

MpunoxeHne N 5

K IHCTpyKL MK O nopsifike opraHvMsauum
KOMMIIEKTOBAHMS, XpaHeHus!, y4eTa

M NCMONb30BaHNS JOKYMEHTOB
(3NEeKTPOHHbIX OKYMEHTOB) B apXmBax
denepanbHbIX CyaoB obLLEen PUCANKLMM

Cnncok M3MEHSAILLNX JOKYMEHTOB
(B pen. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyne PO
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

o1 09.01.2024 N 1)

YTBEP>XOAKO
(HaumeHoBaHuVe cyaa) Mpencepatens cyna
doHg N (mognwuce) (pacwwmndppoBka nognucu)
OMNCb N
aen, 0OKYMEHTOB MOCTOSIHHOIO
XpaHeHus
3a ron (nara)
N n/n WNHpekc pena 3aronoBok gena KpaliHue gatbl KonnyectBo MpnmeyaHus
nucrtos
1 2 3 4 5 6

HasaaHmepaauena

B IaHHEM pasnesl ONMCY BHECEHO

(undpamMy U NPOMNMCHI)

neJst
c N no N , B TOM 4UmMCJIE:
JIMTEPHBEIE HOMEpPa: 14
NpONylleHHBIE HOMepa:
HaumeHoOBaHME IOOJIXHOCTU
CcoCTaBMUTEJIS ONMUCKU
(mongmnmce) (pacumbppoBra NONIMCH)
(mara)
PaBoTHMK, OTBETCTBEHHLI
3a paboTy apxmBa Ccyna
(mommmcek) (pacumdpoBKka MNOANMCHK)
(mara)
COIMACOBAHO YTBEPXOEHA
[poToKON 9KCNEepTHON KOMMCCUM cyaa [MpoTOKON aKCNEepPTHO-NPOBEPOYHOW
or" " N KOMWCCUU apXMBHOTO yYpexXaeHuUs
- OT n n N
Mpunoxexne N 6
K MHCTpyKLMKM O nopsifike opraHu3auunm
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO

(HaumeHoBaHuVe cyaa)

KOMMIIEKTOBaHWS, XpaHEHUS], ydeTa
N MCNONb30BaHNSA JOKYMEHTOB
(3MEeKTPOHHBIX JOKYMEHTOB) B apXmuBax

Cnmncok N3MeHsILLMX JOKYMEHTOB

o1 09.01.2024 N 1)

YTBEPXOAIO

Mpencenatens cyna

denepanbHbIX CynoB ObLLEn PUCANKLMM

doHg N (mognwuce) (pacwwmndppoBka nognucu)
OMNCb N

aen, DOKYMEHTOB Mo JIMYHOMY

cocraBy

3a ron (nara)

N n/n| WHaoekc pena | 3aronoBok gena | KpaHune pgatol Cpok Konnuyectso | MpnmedaHna

XpaHeHus nucrtos
1 2 3 4 5 6 7
HaseaHwue pasgena
B maHHE pas3nejl ONMCKM BHECEHO
(uudpamMm M NPOMNMCHI)
neJl

c N

1o

I4

JIMTEPHEIE HOMepa:
NPOIyIEeHHEEe HOoMepa:

B TOM 4YMCIIE:

’

HammMeHOBaHME IOOJIXKHOCTU
cocTaBuTEeJid OIIMCHU

(mara)

PaboTHUK,

(natra)

[poToKON aKCNEepTHON KOMMCCUM cyaa

or"

OTBETCTBEHHBI
3a paboTy apxmBa Ccyna

COIMACOBAHO

N

(momnmce)

(momnmce)

(pacumbpoBKka NOOIMCH)

(pacumdpoBKka MNOANMCHK)

YTBEPXXIOEHA

[MpoToKON aKCNEepPTHO-NPOBEPOYHOW

oT

KOMUCCUW apXMBHOTO YYpEXaEHNS
N
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

Mpunoxexune N 7

K IHCTpyKL MK O nopsifke opraHvMsauum
KOMMIEKTOBAHMS, XpaHeHus1, y4eTa

N NCMONb30BaHUSA JOKYMEHTOB
(3MEeKTPOHHBIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CynoB ObLLEn PUCANKLMM

Cnmncok N3MeHsILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO

o1 09.01.2024 N 1)

(HaumeHoBaHuVe cyaa)

YTBEPXOAIO

Mpencenatens cyna

doHg N (mognwuce) (pacwwmdppoBka nognucu)
OrNnCb N
Oen, OKYMEHTOB BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHUs
3a roa (nata)
N n/n| WHoekc gena 3aronoBok KpaiiHne Cpok Konnyectso MNpumeyaHus
aena narbl XpaHeHus nncToB
1 2 3 4 5 6 7
HasBaHue pasgena
B maHHE pas3mejl ONMCKM BHECEHO
(uudpamMm M NPOMNMCHI)
el

c N no N

; B TOM 4YMCJIE:

JIMTEPHBEIE HOMEpa:

’

NPOIyIMEeHHEEe HOMepa:

HammMeHOBaHME IOOJIXHOCTU
cocTaBuTEe A OIIMCHU

(pacumbpoBKka NOOIMCH)

(momnmce)
(mara)
PaBoTHUK, OTBETCTBEHHLI
3a paboTy apxmBa Ccyna
(monmmce)

(natra)

(pacumdpoBKka MNOANMCHK)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun MHCTpyKUMH O...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

COIMACOBAHO
MpoTokon aKkcnepTHOM KOMUCCUK cyaa
OT ll_ll

YTBEP>XOEHA
MpoToKON 3KCNEePTHO-NPOBEPOYHON
KOMWCCUWN apXMBHOIO YYpeXxaeHust
OT n n N

Mpunoxexne N 8

K VHCTpyKLMKM O nopsiike opraHv3aunm
KOMMMEKTOBAHWS, XpaHeHUs1, y4eTa

N UCNONb30BaHNSA AOKYMEHTOB
(3NeKTPOHHbIX JOKYMEHTOB) B apXmuBax
degepanbHbIX Cy4oB 00LLEe OPUCONKLMM

Cnncok n3aMeHsLLnX LOOKYMEHTOB

(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO

(HaMmeHoBaHwWe cyfa)

dona N

OMNnNCb N

3NEKTPOHHbIX Aen

(MOCTOSIHHOrO XpaHEHUSA/BPEMEHHbIX
(cBbiwe 10 neT) xpaHeHus/no
NINYHOMY COCTaBY)

3a

roq

o1 09.01.2024 N 1)

YTBEPXOAIO

Mpencenatens cyna

(nognwuce) (pacwmdpoBka nognucw)

(nata)
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MNpuka3 CyaebHoro genaptameHTa npu BepxosHoM Cyae P® ot 19.03.2019 N 56
(pea. ot 29.05.2024)
"O6 yTBEepXXaeHun MHCTpyKumm o...

[lokyMeHT npenocTasneH KoHcynbTaHTlntoc

[aTa coxpaHeHus: 22.07.2025

N n/n Mupekc 3aronoBok PerncrpaumnoHHbIn Bug n HaTta Cpok KonunyectBo | O6bem B | Npumeya
aena 3NEeKTPOHHOro Homep 3arofioBoK | [OKyme XpaHe davinos Bantax HUS
pena no 3IEKTPOHHOIo 3MEKTPOH HTa HUS (konnyecTBO
HOMeHKnaType OOKyMeHTa Horo dannos B
OOKYyMeHTa KOHTeWHepe)
1 2 3 4 5 6 7 8 9 10
B I[aHHbHZ rasmeJi OonmMcCmM BHECEHO SJIEKTPOHHBIX IOJOKYMEHTOB
(umdpamMm ¥ OPONMUCHI)
c N mo N , obbeMoM
SarT. B TOM umcie JIMTEPHBIE HOMEpPa: ’

IPONyILeHHEE HOMEePa :

K meylaM coCTaBJIEHEl BHYTPEHHME OINMCHU (peecTprl) »neJj.

HaumeHoBaHMEe IOJIXHOCTU
cocTaBUTEJIg OIMCHU

(mommmce) (pacumbpoBka NONMIUCH)
(mara)
PaBoTHMK, OTBETCTBEHHBIM
3a paboTy apxmBa cyla
(momnmce) (pacumbpoBka NOOIMCH)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

(mara)
COIrMACOBAHO YTBEPXOEHA
lMpoTokon aKCnepTHOM KoMUCCUn cyaa lMpoTokon aKCNEePTHO-NPOBEPOYHON
or" " N KOMMCCUM apXUBHOTO YYpexaeHns
OT Il_ll
PeeCTp (i)aﬁJ'IOB SJIEKTPOHHOT'O IOOKYMEHTa
N n/n N anekTpoHHoro HanmeHoBaHue carina | [aTa n Bpemsi Obbem dopmar
Aena no onucu nocrnegHero (B GanTax) Ganna
N3MeHeHns
danna
Mpunoxexne N 9
K VIHCTpyKLMKM O nopsifike opraHvM3aumnm
KOMMIEKTOBAHMS, XpaHeHns, y4eTa
N UCNONb30BaHNS AOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxuBax
dheepanbHbIX Cy4oB 00LLEe OPUCONKLMM
Cnncok N3MEeHSILLNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO
o7 09.01.2024 N 1)
(HaMMeHOBaHME cyma)
PEECTP ONVCEN IEJ, IOKYMEHTOB
Hauart
OxoOHUEeH
N N o N Hasga KonnyectBo gen B onucu gen, Kpan | Konwnue Konnue | MNpumeyva
n/m | Hoa | onmcu HVe OOKYMEHTOB Hue CTBO CTBO HYS
onucu aatbl | NUCTOB | 3K3emnns
aen, NoCTOSH BpeMeH no onucu | pos onucu
o HOro Horo NIMYHOMY aen, aen,
Kyme | xpaHenus | (cBbiwe 10 | cocTaBy OOKyme | Ookyme
HTOB ner) HTOB HTOB
XpaHeHus
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

1 2 3 4 5 6 7 8 9 10 11
Uroro Ha 01.0l1.... I. B apxuBe XpPaHUTCH onmucemn
(IpM OTCYTCTBMM HE BKJIOUAITCS B MTOTOBYK 3alMChb), M3 HUX:

YyIpaBJIEHUECKOM HOOKYyMEeHTal N onmcen,
(umbpamMy ¥ NPONMUCHIO)

OOKYMEHTOB JIMUHOT'O MPOUCXOXIEHUS onmucemn,
(umdpamMm ¥ NPONUCHI)

HAYUYHO-TEXHUUYECKOV INOKYyMEeHTAaLUn onucemn,
(umdpamMy ¥ NPONUCHI)

BUIOEOIOKYMEHTOB onmcen,
(umbpamMy ¥ NPONMUCHIO)

KMHOIOOKYMEHTOB onmcen,
(umdpamMm ¥ NPONUCHI)

GOHOIIOKYMEHTOB onucemn,
(umdpamMy M NPONUCHI)

QOTONOKYMEHTOB onmcen,
(umbpamMy ¥ NPONMUCHIO)

3JIEKTPOHHEIX IOOKYMEHTOB onmucemn,
(umdpamMm ¥ NPONUCH)

B TOM 4uCJIe:

MIOCTYINMJIO B T. onmucen,
(umdpamMm ¥ NPONUCHI)

BEIOBLJIO B T, onmuceun
(umdpamMy ¥ NPONUCHID)

PaBoTHUK, OTBETCTBEHHLIM

3a paboTy apxmBa cyna

(momnmce) (pacumbpoBra NOOIMCH)
(mara)
HauanpHUK oTnesia
OeJIoNpOM3BOACTBa (Oobmero ornesna)
(momnmce) (pacumbpoBKka NOOIMCH)
(mara)

Mpunoxexne N 10

K IHCTpyKL MM O nopsifke opraHuMsauum
KOMMIEKTOBAHWS, XpaHeHus1, y4eTa

M NCMONb30BaHUSA JOKYMEHTOB
(3MEeKTPOHHbIX JOKYMEHTOB) B apXmBax
denepanbHbIX CynoB ObLLEN PUCANKLMM

Cnmncok N3MeHSILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

JMCT-3ABEPUTEJIE IEJIA N

B mesne nomumTo 1" IIPOHYMEPOBAHO

(undpamMm M IIPONUCHI)

(nucTa (oB)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

c N o N , B TOM UMcCJIe:
JIMTEPHEIE HOMepa JIMCTOB

IIPOINIYyUWEHHBIE HOMEpa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ Oonncum

’

’

Oco6eHHOCTU hM3NYECKOro COCTOSIHMSA U (DOPMUPOBaHNSA dena Homepa nnctos

1 2

HammMeHOBaHMEe OOJIKHOCTU pa@OTHMKa,
COCTaBMBUIET'O 3aBEPUTEJIbHYIO

HaOIIMChb
(mommmce) (pacumbppoBKa MNONIUCK)
(mara)
Mpunoxexne N 11
K MIHCTpyKLMM O nopsiike opraHu3aLmm
KOMMAEKTOBAHMS, XpaHEHNS, y4eTa
W UCMNONb30BaHUA AOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxuBax
dheepanbHbIX Cy4oB 00LLen OPUCONKLMM
Cnncok M3MEHSIIOLLNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyne PO
ot 09.01.2024 N 1)
BHyTpeHHHH OIINCBb
IOOKYMeHTOB pnejia N
N PernctpaunoHHsin N [HaTa 3aronoBok Homepa nucrtos MpumeyaHus
n/n JOKyMeHTa OOKyMeHTa JOKyMeHTa aena
1 2 3 4 5 6
Toro JOKYMEHTOB .
(undpamMm M IIPONUCHIO)
KonmuecTBO JMCTOB BHyTpeHHeﬁ OIInCHr JIICTOB
(undpamMm M IIPONUCHIO)
HammMeHOBaHME OOJIXHOCTM JiMlia,
COCTapBMBUIET'O BHYTPEHHKK OIMCHb
IJOKYMEHTOB IeJla
(mommmce) (pacumbpoBKa MNONIUCK)

(mara)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

Mpunoxexne N 12

K VIHCTpyKLMKM O nopsifke opraHvM3aunm
KOMMIEKTOBAHMS, XpaHeHns, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxmBax
dheepanbHbIX Cy4oB 00LLEen OPUCONKLMM

Cnncok N3MEeHSILLNX JOKYMEHTOB
(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO
ot 09.01.2024 N 1)

W B‘l
N 1O '
N D
_
(HaumeHoBaHWe rocyaapCTBEHHOIO apxmBa)
(HanmeHoBaHue cyaa)
(HaumeHoBaHWe CTPYKTYPHOTrO NoapasfeneHns)
[Heno, yronosHoe geno,
rpaxgaHckoe aeno,
agMUHUCTPaTUBHOE
aeno, geno o6
aOMUHUCTPaTUBHOM
npaBoHapyLLEHNN,
MaTtepuan
OEJO (YWA) N nPOM3BOOCTBO N
MATEPWAN
TOMN
(HasBaHwue gena)
1 MHCTaHUMA 2 NHCTaHUMA
Moctynuno Moctynuno
PaccmoTtpeHo PaccmoTtpeHo
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

[aTa Havana [laTa okoH4YaHus
nponssoacTea npouseBoacTea

KpanHne gathbl

Ha nucTax

XpaHuTb

(CpOK XpaHeHua B rogax, Ao Kakoro roga XpaHI/ITb)

d. N
On. N

o N (

)

(mognwucek) (pacwmdposka nognmcu)

MpunoxeHne N 13

K IHCTpyKLMKM O nopsifke opraHu3auum
KOMMIEKTOBAHMS, XpaHeHus!, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxmBax
denepanbHbIX CynoB obLLEen PUCANKLMM

Cnncok M3MEHSIILLNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO
o1 09.01.2024 N 1)

YTBEPXIOAI
(HavMeHOBaHME cyma)
AKT I[lpencenmaTesib cyna
"o N
(momnmce) (pacumdpoBka MNOIOMNMUCH)

O BHOEJIEHUM K YHUUTOXEHUIO
(apxXMBHBEIX) IOKYMEHTOB, (maTa)
He IMonJjiexallx XpPaHEeHMIO

Ha ocHoBaHuu

(HaBBaHMEe ¥ BHIXOIHHE IaHHBEIE [I€ePeuyHs IJOKYMEHTOB
C yKasBaHMEeM CPOKOB WUX XPaHEHMS)

0T06pa1—u:1 K YHUYTOXESHUIO Kak He uMempimme HaquO—MCTOqueCKOﬁ LIeHHOCTM "
yTpaTuBplre IIPaKTMYEeCKOEe 3HaudYeHMe IOKYMEHTEL C_bOHJIa N

(N m HazBaHme ¢oHIa)

N 3aronoBok lNogbl | Homepa Homep eanHuubl KonunyectBo Cpoku
n/n aena onuncu XpaHeHwusi no eouHnL XpaHeHus
(rpynnoBow <2> onucu (MHAEKC no XpaHeHus 1 Homepa
3aronoBoK HOMeHKnaType (nen) cTaTeu no
OOKYMEHTOB) aen) nepeyHo

Mpn
MeYa
HUSA
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

1 2 3 4 5 6 7 8
UToro enuHUL XPaHeHus (IOejl, BJEeKTPOHHEX IeJl) 3a
(umdpamMm M IIPONUCHIO)
TOIEI.
OnmMcu meJ MOCTOSHHOTO XPaHeHUs 3a T OB

yTBepxneHs OIIK ’
(HaMMeHOBaHME apXMBHOTO YyYPEXIOEeHM)
IPOTOKOJI OT N

PaboOTHMK, OTBETCTBEHHHM
3a paboTy apxmBa cyna

(mommnmce) (pacumdppoBKa MNONIMCH)
(mara)
COTJIACOBAHO YTBEPXIEHO
[IPOTOKOJI 3KCIEPTHOM KOMUCCUU I[IPOTOKOJI BKCIIEPTHO-IIPOBEPOUYHOM
cyna KOMMCCUM apXMBHOTO yUpeXIeHUSI
O T " " N OT " " N
JIOKYMEHTE B KOJIMUECTBE eouHMNL XpaHeHus (mes,

(umdpamM ¥ NPONUCHI)
3JIEKTPOHHEIX IeJl) :
Ha OyMaXHOM HOCHUTEJIE BeCOM KI' CIAHBl Ha YHUUTOXEHME;
Ha DJIEKTPOHHOM HOCHUTEJIe CHAaHBl Ha YHUUTOXEHUE

(cnoco® YHUUTOXEHUS)

HammeHoOBaHME IOOJIXHOCTU
paboTHMKA CyIa,
CIoaBIeI'O IOOKYMEHTEL

(nmommmceb) (pacumbpoBKa MNONIUCK)

(nara)
JOKYMEHTEl YHMUTOXEHB B YyCTAHOBJIEHHOM MOpAIKE.
HanumMmeHOBaHME IOOJIXKHOCTU

paboTHMKa CyHa, YIOJHOMOYEHHOTO
OCYWECTBJATE KOHTPOJIb 3a yTWUIM3aLuen

(nmommmceb) (pacumbpoBKa MNONIUCK)
(mara)
JI3MeHeHMUsI B yUeTHHE IOKYMEHTHl BHECEHH.
PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmuBa
(mongmnmce) (pacumbpoBra NOOIMCH)

(nara)

<2> [pun BbIAENEHMMN K YHUUTOXEHUIO JOKYMEHTOB NPV NOArOTOBKE AEn K nepegadve B apxuB cyaa rpada

He 3anornHAeTCcA.
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

Mpunoxexne N 14

K MIHCTpyKUMKM O Nopsiake opraHunsaumm
KOMMNJIEKTOBaHUS, XpaHeHusl, ydeTa

¥ UCNOMNb30BaHUSA [OKYMEHTOB
(3NMEKTPOHHBIX JOKYMEHTOB) B apXvBax
theneparnbHbIX CyA0B 06LLEN HOPUCAUKLN

Cn1cok N3MEHSIIOLNX AOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyne PO
o1 09.01.2024 N 1)

Kowmy InpencraBjideTCAa

(HaMMeHOBaHME M anpec NojlydaTeJis)
KeM mnpencramigeTcs

(HaMMeHOBaHMe M agpecC OTUMTEIBAKIIET'OCA apXubBa

(bopMa COOCTBEHHOCTM OTUMTHBAIETOCS apxXuBa)

IlacnopT apxupa cyna

Ha " " 20 roma
1. Obume cBenmeHUS
KOJJ, CTPOKK KonuyectBo |-|J'IOLLI,a,EI,b APXNBOXPAHUINLLL, CteneHb 3arpy>XeHHoctun
doHO0B KB. M apXMBOXPaHWUNULL, MPOLEHTbI
A 1 2 3
101

2. CBemeHUs O IOKyMEHTax

[NokasaTtenu Kopn KonnyectBo eanHUL, XpaHeHns
CTpoO
Kn | Bcero KpanHue M3 HUX BHECEHO B XpaHutcs | obpasyeTcs
parbl onucu cBepx B rog gen
ycTaHo
Ha KOHe | BCero | kpalHue gatbl | BIIEHHOrO
yanb | YyHas Cpoka
Has Ha KOHe
yanb | 4Has
Has
A [5) 1 2 3 4 5 6 7 8
[NocTosiHHOrO 201
XpaHeHusa <3>
Mo nu4Homy 202
cocraBy
3. Kagpw
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[aTta coxpaHeHus: 22.07.2025

Kop ctpoku

KonunuyecTtBo WTaTHbIX paboTHUKOB

301

4. YCJOBUS XPaHEeHUS NOKYMEHTOB (HYXHOE MOOUEPKHYTH)

ApxvBoxpaHunmLia €CTb, HET; CyXue, Cbipble; CBETMbIE, TEMHbIE.

OronneHue LeHTpanbHoe, Ne4YHoe; OTCYTCTBYET.

Crennaxu MeTannuyeckme, AepeBsiHHbIE; KOMOVMHUPOBAHHbIE;
HeT.

LWkadbl OepeBsiHHbIE, MeTarnMYeckne; OTCYTCTBYHOT.

CurHanusaums no)kapHasi: ecTb, HET; OXpaHHasi: ecTb, HeT.

YuTanbHbin 3an

€CTb, HET.

TemnepaTypHO-BNaXXHOCTHBIN PEXUM

cobntopaeTcs, He cobntogaeTcs.

" " 20 .

IlpencenmaTess cyna

(mara)

®.M.0. m TeyedOH MUCIOJIHUTEIS

(mommnmce)

(pacumdppoBKa MNONIMCH)

<3> lpu cocTaBneHun nacnopTa apxmea LernecoobpasHo B cTpoke 201 BHOCUTb AaHHble O Aenax
MOCTOSIHHOTO XpaHEeHWs1 OTAENbHO MO rPaXAaHCKUM, afMWHUCTPATMBHBLIM, YrOMOBHBIM Jenam W gernam no
3KOHOMMYECKUM criopaMm, Aenam obLiero 4enonpon3BoacTBa.

CHMCOKM3MeHﬂKHuMXﬂ0KyMeHTOB

Mpunoxexne N 15

K VIHCTpyKLMKM O nopsifike opraHv3aunm
KOMMMEKTOBAHWS, XpaHeHUs], y4eTa

N UCNONb30BaHNSA AOKYMEHTOB
(3NeKTpOHHbIX JOKYMEHTOB) B apxXuBax

dhenepanbHbIX CyooB 06LEl OPUCANKLNM

(B pea. Mpukasa CynebHoro genaptameHTa npu BepxoBHom Cyaoe PO

o1 09.01.2024 N 1)

(HaMMeHOBaHME cCyma)

YueTHBIEe CBeIeHUSa O IOOKyMeHTax,

ua " "

20 T.

XPaHAIIMXCA B apXMBe Cylda

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CynebHoro AenapTameHTa
o1 19.03.2019 N 56
(pea. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumm o..

npu BepxosHoM Cyae PO

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

1. Obume cBemeHUS

Kopg cTpoku Konuuecteo | MNnowagb apxmBoxpaHunuy, | 3arpy>K€HHOCTb apXMBOXPaHWMMLL,
¢oHaoB KB. M NPOLEHTHI
A 1 2 3
101

2. CBemeHUs O IOKyMeHTax

MNokasaTtenu KonnyecTtBo eanHuL XpaHeHus
BCE KpanHue 13 HUX BHECEHO B | XpaHuTcsa | obpasye
ro narbl onucu cBepx TCA B rog
yCTaHo nen
Ha KOHe | Bce KpanHue BNEHHOro
yanb | 4YHasa | ro natbl Ccpoka
Has
Ha KOHE
yanb | YyHas
Has
A 1 2 3 4 5 6 7 8
lMocToAHHOrO XpaHeHus
BpemeHHbIx (cBbiwe 10 neT)
CPOKOB XpaHeHus
BpemeHHbIx (8o 10 neT) cpokos
XpaHeHus unu "0o MMHOBaHUS
HapgobHocTn"
Mo nuyHomy cocTaBy
I[lpencenaTesie cyna
(mommmce) (pacumdpoBKa NOANMCHK)

(mara)

®.M.0. mMCHOJIHUTEJS

Mpunoxexne N 16

K MHCTpyKLMKM O nopsifike opraHu3aunm
KOMMMNEKTOBAHWS, XpaHeHUs, y4eTa

N NCMONb30BaHUS JOKYMEHTOB
(3NEKTPOHHbBIX JOKYMEHTOB) B apxmnBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

CHMCOKM3MeHﬂKMuMXﬂOKyMeHTOB

(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO

o1 09.01.2024 N 1)

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc

(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[aTta coxpaHeHus: 22.07.2025

(HauMMeHOBaHMEe cymna)

(Haz3BaHMe apxupBa cyzna)

KHUTA
ydeTa NOCTYIJIEHMA M BEIOHTMA HeJI, HOKYMEHTOB

Tom N
Hauat

OKOHUEH
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MNpuka3 CyaebHoro genaptameHTa npu BepxosHoM Cyae P® ot 19.03.2019 N 56

[HokymeHT npepoctasneH KoHncynbtaHtlatoc
SDEA. or 29'05'2024) [aTa coxpaHeHus: 22.07.2025
06 yTBepxaeHun UHCTpykumm o...
N [ata HanmeHoBaHne | HanmeHoBa | HasBa lMoabl Bua MocTynneHne BbiGbiTME onncaHHbix | HeonncaHHbix | [Mpu
n/n nocTty opraHusaumn Hune, Homep Hne n nocTynu HOCU OMNCAaHHbIX OOKYMEeHTOB aen, mMeda
nneHus (cTpykTypHOro n paTa HOMep | BWMX UMK | Tens OOKYMEHTOB OOKYMEHTOB, HUS
1 BbIObI | Noapasgenexns, | AOKYMEHTa, BbIObIBLUMX | <4> NUCTOB
™A nvua, apxvea), no doHaa | JOKYMEHTOB KOINMMYEeCTBO eaAnNHNL KONMYEeCTBO eanHuLY
OT KOTOpOW KOTOpOMY no onucu XpaHeHus XpaHeHus
noctynunu (Mnu | NocTynunn nen,
BbIObINIM) Aena, unm OOKYMEHTOB no Bpe |nonu no Bpe |nonwu | nocty Bbl
OOKYMEHTbI BbIObINK CTOSIH MEH | YHOM | CTOSIH | MeH | YHom | nuno | ObIno
OOKYMEHTbI Horo HbIX y co | Horo HbIX | Yy CO
XpaHe | (cBbiWw | cTaBy | xpaHe | (CBbiW | cTaBy
HUSA e 10 HUSA e 10
ner) ner)
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

VToro B rony IMIOCTYIIMIIO

(umdpamMm ¥ OPONMUCHI)
e OVHNLL XPaHeHUs <5>, B TOM ducrie:
Ha OyMaxHOM HOcCHuUTeJle

(umdpamMm ¥ OPONMUCHI)
3JIEKTPOHHEIX

(UMbpamMm ¥ TPONMUCHIO)
[Ioxka3HBATCSA pPas3nejIbHO MTOTOBEE IaHHHe o 11, 12, 13, 15.

PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmuBa

(mongmnmce) (pacumbpoBka NONOIMCH)

(nara)

<4> BH - pokymeHTbl Ha BymaxHOM HocuTene, 3[] - aNeKTPOHHble OOKYMeHTbI, [l - B onncb BHECEHbI
rmbpuaHble gena.

<5> MMpu HanuumMm rMBpMAaHbIX Aen ToM(a) Ha BymMakHOM HocuTerne yuuTbliBaeTcs B cTpoke "Ha GymaxkHoM
HocuTene", ToMm(a) Ha 3NEeKTPOHHOM HOCUTESE YUNTBIBAETCS B CTPOKE "ONeKTPOHHbIX".

Mpunoxexnne N 17

K MIHCTpyKLMKM O nopsiike opraHusaLmm
KOMMNNEeKToOBaHuA, XpaHeHusa, y4yeTa

N UCNONb30BaHNS AOKYMEHTOB
(3NEKTPOHHbBIX JOKYMEHTOB) B apXmnBax
degepanbHbIX Cy4oB 00LLen OPUCONKLMM

Cn1coK N3MEHSIIOLNX AOKYMEHTOB
(B pen. Mpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

(HauMMeHOBaHMEe cymna)

CIIMCOK ©®OHJIIOB

Tom N
Hauart
OKOHUEeH

N [aTa nepBoro | HassaHue OTtmeTKa 0 BbIObITUN hoHAa MNpumeyva

doHOa | nocTynneHus doHaa HUS
OOKYMEHTOB mMecto | Aata u N gokyMeHTa, Ha OCHOBaHUU
doHaa BbIObITUSA KOTOPOro BbIObIN
1 2 3 4 5 6
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

Ha 01.01. Toma B CIMCOK BKJIOUEHHE GOHIE C N no N
M3 CHUCKA MCKJIOYeHH QOoHIEl ¢ N no N .
Bcero XpaHUTCS B apxuBe bOHIOB, U3 HUX:

(undpamMm M IIPONUCHIO)

(undpamMm M IPOMMCHI)

HoMepa cBOOOMHHE :

comepxaT ocofo lieHHBE nesa.

Homepa BrIOBIBUIME ([IepelaHHBE) :

HamMeHOBaHMEe IOOJIKHOCTM JIMlla, COCTaBUBIIETO MTOTOBYI I'OLNOBYI 3alMCh

PaboOTHMK, OTBETCTBEHHHM
3a paboTy apxmuBa

(nmomnmce) (pacumdppoBKa MNONIUCK)

(nara)

MpunoxexHne N 18

K VIHCTPYKLMK O NopsiaKe opraHu3aumm
KOMMMEKTOBaHWS, XpaHeHus, yyeTa

1 UCMOSb30BaHMSA JOKYMEHTOB
(9NEeKTPOHHbIX JOKYMEHTOB) B apXmBax
dhenepanbHbIX CyooB 06LLEl OPUCANKLNM

CHMCOKM3MeHﬂKHuMXﬂ0KyMeHTOB

(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO

o1 09.01.2024 N 1)

JMCT OOHIOA N

MECTOHaxoxIeHre GoHIa
(HamMMeHOBaHME cyna,
roe xpaHuTcsa QOHI)

(DmaTa nepBOTO MNOCTYIJIEHUS
OOKyMeHTOB GoHIa)

KpaliHue gaTtbl kaxgoro Ha3saHusa poHaa HasaHwne doHaa

1 2

1. YueT HeONMCAHHHIX JOKYMEHTOB

Oata HasBaHue, N u MocTtynnexHne BeibbiTHe Hannuve
3anucu | gata OOKyMeHTa, (ocTarok)
no KOTOPOMY
NOCTYNUIN UMK KONMYeCcTBO KpaviHue KONMMYeCcTBO | KparHWe | Bcero gen
BbIObINN eomHuy aatbl eanHuL Aatbl
AOKYMEHTBI XpaHeHus XpaHeHus
(OOKyMeHTOB, (OoKymeHTOB,

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56
(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[aTta coxpaHeHus: 22.07.2025

nucros., 6anT)

nucTtoB., 6anT)

3 4

5

2.

YdueT ONMCAHHEIX IOKYMEHTOB
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MNpuka3 CyaebHoro genaptameHTa npu BepxosHoM Cyae P® ot 19.03.2019 N 56
(pea. ot 29.05.2024)
"O6 yTBEepXXaeHun MHCTpyKumm o...

[lokyMeHT npenocTasneH KoHcynbTaHTlntoc

[aTa coxpaHeHus: 22.07.2025

Hata | Homep | Noa( | Haseanme | lNocty BbibbiTME Hannuue (ocTtaTok) eanHuL, XpaHeHus
3a onucn | bl) onucu nnno
nicm aen, aen, eon | Konuye | OCHOBa | B TOM YMcChe NO | Konuye B TOM YMChE:
OOoKyMme OOKyme HUL CTBO Hue onncsim, CTBO
HTOB HTOB UNW | XpaHe | eanHuWy, | BbiObl | YTBEPXOEHHBIM | eauHWL, MOCTOSIHHOIO XpPaHeHust no fM4YHOMY
aHHoTaumsa | HusA XpaHe ™4 OlK XpaHe cocTaBy
(kpaTkas HUs (HasBa HUSI
XapakTtepu Hue, Konuye | Kkpal | W3 HUX NO OMNUCSIM, KO Kpan
cTuKa parta, N CTBO Hue |yTBepxaeHHbIM JMK | nnye Hue
OOKyme Konude | Kpan eouHuL | gaTel CTBO Aathbl
HTOB) OOKyMe CTBO Hue XpaHe en
HTa) eouHuy | paTl HUS Konuye KpaMn HUL,
XpaHe CTBO HUE | xpaHe
HMA eanHnL Aarhl HUSA
XpaHeHus
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(HaMMeHOBaHMe cyma)
AKT
" " N

O TEeXHUUYECKUX ommbkax
B YUETHHIX IOOKYMEHTax

doug N
HasBaHue oQoHIza

Mpunoxexne N 19

K IHCTpyKL MK O nopsifke opraHvMsauum
KOMMIIEKTOBAHMS, XpaHeHus!, y4eTa

M NCMONb30BaHNS JOKYMEHTOB
(3NEeKTPOHHbIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CygoB ObLLEn PUCANKLMM

Cnncok M3MEHSIOLLNX JOKYMEHTOB
(B pen. MNpukasa CynebHoro aenaptameHTa npu BepxosHom Cyne PO

o1 09.01.2024 N 1)

YTBEPXIAIO

I[lpencemaTesib cyna

(mommnmce)

(mara)

(pacumdppoBKa MNONIMCH)

B xome BEHIIOJIHEHUA

(Bn pabor)

ODHApPyXeHE TeXHMYEeCKMe OWMOKM B 3alMCHax:

HassaHune OOKYMEeHTa

CyuiecTBytoLlas 3anucb

CneuyeT3anmcaTb

B pesyJepTaTre KOJIMUECTBO e OVHUILL XPaHeHUs (enuHMIL yuera) He
N3MEHUJIOCE / yBEIMUMIIOCE / YMEHBIIMIIOCE Ha eOMHNLL
(undpamMm M IIPONUCHIO)
XpaHeHus (eOmMHMl] ydeTa) .
[IpuMeuaHms :
PaBoTHUK, OTBETCTBEHHLI
3a paboTy apxmBa Ccyna
(mommmcek) (pacumdpoBKa MNOANMCHK)
(mara)
JI3MeHeHMsI B yUeTHHE IOKYMEHTHl BHECEHH.
PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxupa cyna
(mommnmce) (pacumbppoBrka NONIMCH)

(mara)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

Mpunoxexne N 20

K IHCTpyKL MK O nopsifke opraHvMsauum
KOMMIEKTOBAHMS, XpaHeHus1, y4eTa

N NCMONb30BaHUSA JOKYMEHTOB
(3MEeKTPOHHBIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CynoB ObLLEn PUCANKLMM

Cnmncok N3MeHsILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

YTBEPXIAI
(HavMeHOBaHME cyma)
AKT [IpencenaTesb cyna
"_" N
(nmomnmce) (pacumdppoBKa MNONIUCK)

00 OOHAPYXEHUM aAPXMUBHBIX
IOKYMEHTOB, HE OTHOCAMMXCSH,
K OaHHOMYy (QOHIY, HEYYTEeHHBIX (mara)

B xome

(B paboTH)
OBIO ODHaPyYXEeHO

(B doume, B apxmBOXpaHuIuue, paboyeMm IOMEIEHNN)

N n/n| 3aronosok Wwndbp (npn | KpanHne gatel |  Konunuectso K kakomy Mpnumeya
eAVHULbI Hanuynm) nuctos (6anT) coHay HUs
XpaHeHwus, OTHOCUTCA
OOKYMeHTa (HoBbIN
Lmcp)
1 2 3 4 5 6 7

MIToro OOHapyXeHO

(undpamMm M IIPONUCHIO)
OOKYMEHTOB

Pa®oOTHMK, OTBETCTBEHHHI
3a paboTy apxmbBa Ccyna

(nmomnmceb) (pacumbpoBKa MNONIUCK)

(mara)
VIsmMeHeHUusa B YUYeTHBIE IOOKYMEHTEI BHECEHEL.

PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmBa cyna

(mongmnmce) (pacumbpoBra NONOIMCH)

(mara)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

o1 19.03.2019 N 56
(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(HavMeHOBaHME cyma)
AKT
" " N

0 HeOOHapPyXEeHMM apXMUBHBIX
IOOKYMEHTOB,
KOTOPHIX MCUYepPIaHH

Haspanme u N doHma

Mpunoxexne N 21

K IHCTpyKL MK O nopsifke opraHvMsauum
KOMMIEKTOBAHMS, XpaHeHus1, y4eTa

N NCMONb30BaHUSA JOKYMEHTOB
(3MEeKTPOHHBIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CynoB ObLLEn PUCANKLMM

Cnmncok N3MeHsILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

YTBEPXIAIO

B pesymnbTare

YCTaHOBJIEHO

[IpencenaTesb cyna
(nmomnmce) (pacumdppoBKa MNONIUCK)
IIyTU PO3HCKa
(mara)
oTcyTCcTBME B (QOHIE I[IE€PEUMCIJIEHHBIX HIWXEe OeJl (IOKYMEeHTOB) ,

NIPEenlnprMHATEIE apPXVMBOM MEPEL IO PO3BICKY HOeJI IIOJIOXUMTEJIBbHBEIX PEe3yJIbTAaTOBR He najiu,

B CBA3M C YeM CUMTaeM BO3MOXHEIM CHATbB C ydeTa:

N | Onucb | Egunuua 3aronoBok KpanHne | KonuyectBo | lpegnonarae | lNpumeva
n/n N XpaHeHus eauHULbI natol nncToB (6anT) | Mble NPUYUHLI HUA
N XpaHeHunsa OTCYyTCTBUA
(apxmBHbIX
OOKYMEHTOB)
1 2 3 4 5 6 7 8
Toro
(umdpamM ¥ NPONUCHI)
eOVHNL XPaHeHMs (apPXMBHBIX OOKYMEHTOB) .
ComepxaHMe yTPadeHHHIX MaTepMaJioB MOXET OBTb HWaCTMUYHO BOCIIOJIHEHO CJlenylyMMI
eOVHMLIAMM XPaHeHUsd (HOKYyMEHTaMM) :
(HOMepa enMHMI XPaHeHMS
M MX TPYNNOBHE 3aTOJIOBKM)
PaBoTHUK, OTBETCTBEHHLIM

3a paboTy apxmBa cyna

(mara)

YTBEPXIEH <6>
[IPOTOKOJI BSKCIEPTHO-NPOBEPOYHOU
KOMMCCHUM APXVMBHOI'O Y4YPEXIEeHMA
OT " " N

(mongmnmce)

(pacumbpoBra NONOIMCH)

COT'JIACOBAHO

[IPOTOKOJI BSKCIEPTHOM KOMMCCUU

cymna

or "

" N
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

VI3MeHeHVsa B ydeTHBEe NOOKYMEeHTEL apXrvBa BHECEHEHI.

PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmupa cyna

(mommnmce) (pacumdpoBra NONIMCH)

(mara)

<6> lNpun HeobHapyxeHnn aen ApxuBHoro doHaa Poccunckon ®egepaumn.

Mpunoxexne N 22

K MIHCTpyKLMKM O nopsiike opraHusaLmm
KOMMNNEeKToBaHuA, XxpaHeHusa, y4yeTa

N UCNONb30BaHUS AOKYMEHTOB
(3NEKTPOHHbBIX JOKYMEHTOB) B apXmnBax
degepanbHbIX Cy4oB 00LLen OPUCONKLMM

Cn1coK N3MEHSIIOLNX AOKYMEHTOB
(B pen. Mpukasa CynebHoro aenaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

YTBEPXIAI YTBEPXIAIK

IlpencenmaTesie cyna

(HavMeHOBaHME IOOJIKHOCTU
PYKOBOIUTEJIS OpTaHM3aLuM,
IPpMHYMAaKIEe OOKYMEHTH)

(mommnmce) (pacumdporka NOIONMUCH) (momnmceo) (pacumdppoBra NONIMCH)
(mara) (mara)

AKT
" " N
npmueMa-nepenaur apxmMBHEIX
IOKYMEHTOB Ha XpPaHeHUue

(ocHOBaHMUE nepenady, K IIprMMepy, MKCTedUeHIMe CpOKa XpaHeHMA ,HOKyMeHTOB)

(HazBaHMe nepenaeaeMoro QoHzma)

cnaj,
(Ha3BaHMe cyzna)
a MIPVHAJT.
(HaMMeHOBaHMe OpI‘aHMsaLU/IM, HpMHMMaIOLLLeIZ ,ILOKyMeHTBI)

HpVIHVIMaeT Ha TOCyIHapCTBEHHOE XpPaHeHMre IOOKYMEHTEI 3a I"OObBL
Y CHPaBOUYHBIM annapaT K HUM:

N HassaHune, Homep onucun Konn4yectBo ak3emMnnsapoB KonnuectBo egunuy | MNpumeya

n/n aen, OKyMEHTOB onucu aen, AOKYMEHTOB XpaHeHus HuA
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

MITOTO NPUMHATO

(umdpamMy M NPONUCHID)

S OVMHNILL

XPaHeHMA.

Ilepenmauy NOPOUBBEJIN:

(IOJIXHOCTE )

(nara)

(nmomnmcek)

VIsMeHeHVSa B ydYeTHBE INOKYMEHTEl BHECEHH.

PaboTHUK,

(mara)

OTBETCTBEHHBIM
3a paboTy apxmBa cyna

[IlpyeM HOpomU3BEIN:

(pacumdppoBkra (IOJIXHOCTH ) (momnmce) (pacumdpoBka
TIOOIINCH) MIOIIINCH)
(mara)
(mommnmce) (pacumdppoBKa MNONIMCH)

Mpunoxexne N 23

K MIHCTpyKLMKM O nopsiike opraHusaLmm
KOMMNNEeKToOBaHuA, XxpaHeHusa, y4eta

N UCNONb30BaHUS AOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apXmnBax
degepanbHbIX Cy4oB 00LLen OPUCONKLMM

Cn1cok N3MEHSIIOLNX JOKYMEHTOB
(B pen. MNpukasa CynebHoro aenaptameHTa npyu BepxosHom Cyne PO
o1 09.01.2024 N 1)

(HauMMeHOBaHMe cymna)

AKT

N

O HEMCIIPaBMIMBIX I[TOBPEXIEHMAX
APXMBHBEIX OOKYMEHTOB

HazBaume u N doHma

B donHIme oOHapyXeHBl HOKYMEHTEL,

YTBEPXIAK

I[lpencenmaTesis cyna

(mommmcek) (pacumdpoBKa MNOANMCHK)

(mara)

IIPVMI3HAHHEIE HENMCIIPAaBMMO IIOBPEXIEHHEIMUA @

N
n/n

Onuncb N

Eaun
HuUa
XpaHe
Hma N

3aronoBok
NMOBPEXAEHHbIX
e[MHULL XpaHeHus

KpanHne
aarbl

Konunuectso | CyLHOCTb 1 Mpumeva
nMcToB MPUYNHBI HUS
(6anT) NoBpeXaeHUs
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

JToro 06Hapy>1<eHo HEMCIIPaBMMO IIOBPEXIESHHBIX

(umdpamMy M NPONUCHI)

SIOVMHNL, XPaHEeHMA (apXMBHBIX ,HOKyMeHTOB) .

[lepeunCIIeHHBE eIOMHMULIE XpaHeHUs (APXMBHBIE JOKYMEHTEl) [OIJIeXaT CIMCAaHMIO
BBUIY :

SxcnepTs <7>:

(HaMMeHOBAaHME HOOJDKHOCTEM BSKCIEePTOB, MNOANMCH,
pacurdppoBKa HOANMCEN, IOaTa)

(N u maTa npukasza nperncemaTesis Cyla O CHATUM HEMCIPABMMO IIOBPEXIEHHBIX
APXMBHEIX HOOKYMEHTOB C yudeTa)

Pa®oOTHMK, OTBETCTBEHHLI
3a paboTy apxmBa cyna

(nmommmcek) (pacumbppoBKa MNONIUCK)
(mara)
COTJIACOBAHO YTBEPKIEH <8>
[IPOTOKOJI DKCIEPTHOY KOMMCCUU [IPOTOKOJI BDKCIEPTHO-NIPOBEPOUYHON
cyna KOMMCCUM apXUBHOTO YyUYpexIeHMUsS
OT "7" N OT " " N

VI3MeHeHUsa B ydYeTHBE IOOKYMEHTEL apxXryea BHECEHEHI.

PaboTHUK, OTBETCTBEHHHM
3a paboTy apxmBa cyla

(nmomnmce) (pacumdppoBKa MNONIMCH)

(mara)

<7> lNpun HanNn4MM OOKYMEHTOB, BKIIOYEHHbIX B cocTaB ApxuBHoro cpoHaa Poccuiickon ®enepauuu.

<8> [Ina AOKYMEHTOB, BKMOYEHHbIX B cocTaB ApxmBHoro ¢oHaa Poccuickon depepaumm.

Mpunoxexue N 24

K IHCTpyKL MK O nopsifke opraHusauum
KOMMIEKTOBAHMS, XpaHeHus1, y4eTa

M NCMONb30BaHUSA JOKYMEHTOB
(3MEeKTPOHHbIX JOKYMEHTOB) B apXmBax
denepanbHbIX CynoB ObLLEN PUCANKLMM

Cnmncok N3MeHsILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

YTBEPXIAK
(HaMMeHOBaHME cCyma)
AKT [lpencenaTenb cyna
" " N
(mommmcek) (pacumdpoBKka MOANMCH)
[IPOBEPKM HaAJMUUMSa U COCTOSHUS
APXMBHEIX INOKYMEHTOB (mara)
®oung N
HazBaHme odoHIa
HomMmepa omnmcen
I[IpoBepka NPOBOOUIJIACE C jate}
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmMcauTcsa Mo ONucCAaM IOej: eIMHUL XPAaHEHUS .
(KOMMUEeCTBO)
2. BHIIBJIEHBEl TEeXHMUUECKUE OMMOKU :
2.1. VMeonTCs JIMTEpPHBE HOMEPA:
a) He YUTEeHHBIE B MUTOIT'OBOM 3aluMcCu eIMHULl XPaHeHUT;
(konmmMuecTBO)
©) He IEepPEeuMCJIEHHEE, HO YyYTEHHBE
B MTOT'OBOM 3alMCHU eIMHUL XPaHeHUd .
(konmmMuecTBO)
2.2. IlpomymeHO HOMEPOB:
a) He YUTEeHHHEX B MTOTOBOM 3almcu eIMHULl XPaHeHUd;
(kommMuecTBO)
©) He [EePEeuUMCJIEHHEIX, HO YyYTEHHBIX
B MTOTOBOM BalucCu eIMHULl XPaHeHUd .
(kommMuecTBO)
2.3. Ipyrue, B pesyjibTaTe Yero O0BeM
YyBEJIMUMIICS Ha eIMHULl XPaHeHUd;
(kommMuecTBO)
YMEHBUIMIJICS Ha eIMHUL XPAaHEHUS .
(KOMMUYEeCTBO)
3. UumcamuTcs MO ONMCSAM B pesyjbTaTe
YCTPaHEHUs TeXHUUYECKUX OomnboK eIMHUL XPAaHEHUS .
(KOMMUEeCTBO)
4. He okxasajioCb B HalIU4UU eOVHNIL XPaHEeHUS.
(KOJIMUEeCTRBO)
5. VMeeTcsa B HaJlMuMM IO HOaHHOMY OGOHIY
(BKJIIOUEHHBIX B OIIMCH) enVHNIL XPaHeHUd,
(KOJIMUEeCTRBO)
M3 HUX TPeOyolMX:
a) mesuHberUUU eOVHNL XPaHEeHUS;
(koJIMuecTRBO)
6) Ies3mMHCeKUUM eOVHNL XPaHeHMH;
(kommnuecTBO)
B) pecTaBpauum eIMHUL XPAaHEHUS;
(kommMuecTBO)
') Hnepenjiera MWiIX NONUMBKN/ enIMHUL XPAaHEeHUS;
(koJIMuecTBO)
II) BOCCTAaHOBJIEHMS 3aTyxXallMX TEeKCTOB eIMHULl XPaHeHUT;
(kommMuecTBO)
€) CHATHMA C ydeTa BBUIY HEMCIPABUMEX IIO0BPEXIEHUMN e OVHMNLL
(KOMMUEeCTBO)
XPaHEeHUH ;
X) [IPOBEIEHMS MUI'PaALUN
(o1 DJIEKTPOHHBIX INOKYMEHTOB
Ha OGusmueckyu 0OOCOBOJIEHHBIX HOCUTEJISIX) eIOMHNL XPaHeHU.

(KOJIMUEeCTRBO)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

6. VMeeTCcd He BKJIOUEHHHIX B OIUCU eOVHNIL XPaHEeHUS.
(koJIMUuecTRBO)
7. WToTo MmO maHHOMY GOHIY (BKJIIOUEHHBIX M HE BKJIOUEHHBEIX B OINUCH) ,
VMMEMMXCS B HAJIMUUU eOVHNIL XPaHEeHUS.
(koJIMuecTBO)

8. XapakKTepuCTMUKa YCJIOBUM UX XPaHEHUS.
OTpuuaTesIbHEIE SBJIEHMS B COCTOSHMM M YCJIOBUSAX XPAaHEHUS.

[IpoBepPKY NPOM3BOIMIIN :

HammeHOBaHME
IOOJDKHOCTEN
PabOTHUKOB

(mommnmce) (pacumbpoBra NONIMCH)

(mara)

Mpunoxexune N 25

K MHCTpyKLMKM O nopsifike opraHu3auunm
KOMMMNEKTOBAHUS, XpaHeHUs, y4eTta

N NCMONb30BaHUS JOKYMEHTOB
(3NEKTPOHHBIX AOKYMEHTOB) B apxmnBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

CHMCOKM3MeHﬂKMuMXﬂOKyMeHTOB

(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO

o1 29.05.2024 N 124)

(HanmeHoBaHue cyaa)
AKT
n n N

O BblAa4e apXmBHbIX JOKYMEHTOB BO
BpeMeHHO€E Nosib3oBaHne

(HaumeHoBaHWe opraHusaumn)

(nouTOBLIN agpec)

OcHoBaHue
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc

(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[aTta coxpaHeHus: 22.07.2025

Lleﬂb Bbla4yn JOKYMEHTOB

Bblgatotca cnegyowme eanHuLbl XpaHeHna ns porga N

(HasBaHue)
N n/n| Onwucb EavHnua 3aronoBoK eaAnHULIbI Konun4yectBo MpumeyaHus
N XxpaHeHusi N XpaHeHus nnctoB (6anT)
1 2 3 4 5 6
Bcero BbigaeTcs €AVHUL XpaHEeHMS!

(umdpamu 1 NponuckHo)

obLWwmmM konuyecTBoM nMcToB (H6awT)

(umMdpamu 1 NPoNUCHLIO)

Ha CPOK

,D,OKyMeHTbI BblAaHbl B ynopago4Y4eHHOM COCTOAHUMN, noaLnThlI, B
NpoHyMepoBaHHbIMU JTINCTaMN N 3aBEPUTESIbHbIMU HAANMNCAMMWN.
,D,OKyMeHTbI Bblaan:

PaboTHWK, OTBETCTBEHHbIV 3a paboTy
apxuBa cyaa

obnoxkax, ¢

(nognwuce) (pacwmdpoBka nognmcm)
(nata)
HavanbHuk oTAena genonpovs3soacTsa
(obwero otaena) cyna
(mognwuce) (pacwmdpoBka nognmcm)

(nata)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun MHCTpyKUMH O...

MonyyaTenb o006a3yeTcA He nNpPefoCTaBNSATb [AOKYMEHTbl, MOMy4YeHHble BO BpEMEHHOe
nonb3oBaHve, AN NPoCMOTpa, MPOCMYLIMBAHUA WU UCMOMb30BaHWUA APYrM OpraHv3auusaMm u
NOCTOPOHHUM NWLLaM, He BblaBaTb MO HUM KOMWIA, BLINUCOK U CMPaBOK, HE NPOU3BOAUTL U3bSTUS
Kakmx-nnbo 4acTen M3 BblOaHHbIX JOKYMEHTOB, He MybnukoBaTb AOKYMEHTbl 6e3 paspelueHus
opraHusauum, BblgaBLLein AoKyMeHThl. [Monyyatens npegynpexneH o6 0TBETCTBEHHOCTM 3a yTpaTy
nnn noepexageHune BblOaHHbIX OOKYMEHTOB B COOTBETCTBUMM C 3aKOHOAATEJIbCTBOM Poccuickon
depepaumn.

MonyyaTenb 0693yeTcst BEpPHYTb AOKYMEHTbI B apXMB B YKa3aHHbIV B aKTe CPOK.

JlOKyMeHTbI MPUHAR:

HaumeHoBaHve O0MmKHOCTU paboTHKKA
opraHusauumn-nonyyarens

(noanuchb) (pacwmdpoBka nognmcm)

(nata)
[okymeHTbl coan:

HanmeHoBaHMe OOMKHOCTH pa6OTHI/IKa
opraHusauunmn-nony4varend

(noanuchk) (paclumdpoBka nognmucu)

(narta)
[loKyMeHTbI NpUHSAN:

PaboTHWK, OTBETCTBEHHbIV 3a paboTy
apxuBa cyga

(nognwuce) (pacwmdposka nognmcu)

(nata)

MpunoxeHne N 26

K IHCTpyKLMKM O nopsifke opraHvMsauum
KOMMIEKTOBAHMS, XpaHeHus!, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEeKTPOHHbIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CynoB ObLLEn PUCANKLMM

CnncoK M3MEHSIOLLNX JOKYMEHTOB
(B pen. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyne PO
o7 09.01.2024 N 1)

YTBEPXOAIO
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56
(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

(HaMmeHoBaHWe cyna)

AKT
n n N

KOHBepTaunn 3NEeKTPOHHbIX
APXUBHbIX JOKYMEHTOB

B ¢cBA3M C HEBO3MOXHOCTBI
ApPXMBHEIX IOOKYMeHTOB B ¢dopMarax,

XpaHeHue,

(DaTa uIM nepuon BPEMEeHU)

Mpencenatens cyna

(mognwuce) (pacwmdpoBka nognucu)

(nata)

BOCIIPOM3BEOEHNMA, MVCIIOJIE30BaHMA SJIEKTPOHHBIX

KOTOPEIX OHUM OBLIM IIPMHATEL Ha apXMBHOE

OBlIIa InpomM3spelleHa KOHBepTaluAd:

HafeXHasa npaBoBas noaaepXxka
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MNpuka3 CyaebHoro genaptameHTa npu BepxosHoM Cyae P® ot 19.03.2019 N 56
(pea. ot 29.05.2024)
"O6 yTBEepXXaeHun MHCTpyKumm o...

[okyMeHT npegoctasneH KoncynbraHTAKOC
[aTa coxpaHeHus: 22.07.2025

Apxn | 3aronoBok | icxogHoe | WexogHble McxoagHasa | VicxoaHbin Mcxo Haunwve HDataun Ko O6bvem | ®opmat | $.MN.O.
BHbIN K TEKCTY, Havme |pgaTa m Bpemsi | KOHTponb | obbem (B OHbIN HoBaHue Bpems HTpOnb (B danna | paboTHu
wmndp narau HOBaHWe | nocnegHero | Has cymma | Ganmtax) | dopmat | dhanna nocne Hasi GanTax) |9nekTpoH Ka,
perucTtpa danna M3MeHeHus (xeww-cy danna danna ane aHero cyMmma danna HoOro BbIMNOJSTHN
LUMOHHbIA | SNEKTPOH danna MMa) 3NEKTPOH ane KTPOH N3MeHe (xew-cy ane OOKyMe BLLEro
HoMmep HOro 3IEKTPOH anna HOro KTPOH HOro HUS Mma) KTPOH HTa KOHBepTa
OOKYMeHTa | [JOKyMe Horo 3MEKTPOH OOKyMe HOro JOKyMme danna ¢anna HoOro Lm0
HTa OOKyMeHTa HOro HTa OOKyme HTa 3NEKTPOH ane OOKyme
OOKyMeHTa HTa Horo KTPOH HTa
Jokyme HOro
HTa OOKyMe
HTa
1 2 3 4 5 6 7 8 9 10 11 12 13
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56
(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[aTta coxpaHeHus: 22.07.2025

VIcxOoHEIE @aﬁﬂbl SJIEKTPOHHBIX APXMBHEIX ITOKYMEHTOB COXPAaHEHH.

PaboTHMK, OTBETCTBEHHbIN
3a paboTy apx1Ba cyaa

(nata)

(noanuchb)

(pacwmdposka nognmcu)

Mpunoxexne N 27

K VIHCTpyKLMM O Nopsigke opraHusaumm
KOMMIEKTOBaHWS, XpaHeHs1, y4eTa

M ncnonb3oBaHUA JOKYMEHTOB

(3NEKTPOHHbIX JOKYMEHTOB) B apXmBax
denepanbHbIX Cy4oB 00LLEe OPUCONKLMM

Cnncok N3MeHSILLNX JOKYMEHTOB
(B pea. Mpukasoe CyaebHoro genaptameHTa npu BepxosHom Cyne PP
o1 09.01.2024 N 1, o1 29.05.2024 N 124)

KHMT'A BHJIAYM EIVHUI XPAHEHVA BO BPEMEHHOE IIOJIb3OBAHME

Hauara

OKOHUEeHa

@opMa TUTYJIBHOT'O JIMCTa KHUI'VM BBEIOAYM IOeJl

N HanmeHoBaHue Hata Komy BbigaHo, ¢ | [laTa Bo3BpaTta MpumeyaHus
n/n (Homep) BblAAHHOIO Bblgaun KaKoW Lienbto pena
OOKyMeHTa

1 2 3 4 5 6

Toro B TOnOy BBEIODAHO M3 XpaHuauma N
(umdpamMm M NPONMUCHI)
SOMHNMIL, XPaHEHMA.
PaBoTHUK, OTBETCTBEHHLIM
3a paboTy apxmupa cyna
(mommnmce) (pacumbppoBKa MNONIMCH)

(mara)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

Mpunoxexne N 28

K VIHCTpyKLMKM O nopsifke opraHvM3auunm
KOMMMEKTOBAHUS, XpaHeHUs1, y4eTa

N UCNONb30BaHNS AOKYMEHTOB
(3NeKTPOHHbIX JOKYMEHTOB) B apXmuBax
denepanbHbIX Cy4oB 00LLen OPUCONKLMM

Cn1coK N3MEHSIIOLLNX JOKYMEHTOB
(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO
o1 09.01.2024 N 1)

(HanmeHoBaHue cyaa)

JINCT NCMNOJIb3OBAHNA OOKYMEHTOB

doHa N Onucb N EavHnua xpaHerns N
[ara Komy BbigaHo: | XapakTep Ucnosnb3oBaHuA N Moanunck nuua,
ncnonb3oBa damunus, (konMpoBaHue, BbIMUCKY, MCNONb30BaHHbIX ncrnonb3oBa
HUSA WMHULUManb! NpocMoTp) nucrtos BLLIEro Aerno
(pa3bopunBo)
1 2 3 4 5

Mpunoxexne N 29

K VIHCTpyKLMKM O nopsifike opraHvM3aunm
KOMMIEKTOBAHWS, XpaHeHns, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxmBax
dhenepanbHbIX Cy4oB 00LLEe OPUCONKLMM

CnMcoK N3MEeHSILLNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO
ot 09.01.2024 N 1)

(HanmeHoBaHKe cyaa)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

KAPTA-SAMECTUTEJTb EAMHNLIbI XPAHEHNA

BblIJAHO
®oHa N | Onucb N EavHnua Komy Jata MNMognucb [aTta MNoanucb
xpaHeHusa N Bblga4un BO3BpaTa
1 2 3 4 5 6 7 8

Mpunoxexne N 30

K MIHCTpyKLMKM O nopsiike opraHusaLmm
KOMMNNEeKToBaHuA, XpaHeHusa, y4yeTa

N UCNONb30BaHNS AOKYMEHTOB
(3NEKTPOHHbBIX JOKYMEHTOB) B apXmnBax
degepanbHbIX Cy4oB 00LLen OPUCONKLMM

Cn1cok N3MEeHSIIOLNX JOKYMEHTOB
(B pen. Mpukasa CynebHoro aenaptameHTa npu BepxosHom Cyane PO
o1 09.01.2024 N 1)

WTAMIM
"KOMNMmA BEPHA" ANnA 3ABEPEHUA COOTBETCTBUA KON CYOEBEHOIO
AKTA NMOANUHHUKY

"Konus BepHa"
noanuch cyabu

HaunmeHoBaHne gOmKHOCTH
YNONHOMOYEHHOro paboTHUKa annapara
defepanbHOro cyga obuien lpucomKumm

(noanucek) (MHMUManel, hamunus)

" 20 r.
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

Mpunoxexne N 31

K VIHCTpyKLMKM O nopsifke opraHvM3aunm
KOMMIEKTOBAHMS, XpaHeHns, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxmBax
dheepanbHbIX Cy4oB 00LLEen OPUCONKLMM

Cnncok N3MEeHSILLNX JOKYMEHTOB
(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO
ot 09.01.2024 N 1)

5 OBPA3EL| HAKNEVKA
C BABEPUTEJTIbHOW HALMUCLIO, NCMONb3YEMOW NMPY O®OPMITEHNN
3ABEPEHHbIX KON CYOEBHbLIX AKTOB

HaumeHoBaHue depepansHoro cyaa obuen
FOPUCAMKLMN

MpoHyMepoBaHO 1 CKpensieHo
ne4vyaTtbio INCToB
noanucb

Mpunoxexne N 32

K MIHCTpyKLMKM O nopsiike opraHusaLmm
KOMMNNEeKToOBaHuA, XxpaHeHusa, y4eTa

N UCNONb30BaHNS AOKYMEHTOB
(3NEKTPOHHbBIX JOKYMEHTOB) B apXmnBax
degepanbHbIX CyaoB 00LLen OPUCONKLMM

Cn1cok N3MeHSIIOLNX AOKYMEHTOB
(B pen. Mpukasa CynebHoro aenaptameHTa npu BepxosHom Cyane PO
o1 09.01.2024 N 1)

I[lpencenaresno cyna

oT

’

(®.1.0., mnpoueccCyalJibHOEe I[OJIOXEHME,
IOaHHBEIE IOKYyMeHTa, yIOCTOBepsolero
JIMYHOCTEL U IIOJIHOMOUMS)
IPOXMBAKIETO II0 aIpecy:

HOMEP KOHTAKTHOTIO TeJ’Ie(I)OHa :

3agaBJyieHUE
O BHIIAUE KOMNUM CyIeBHOTO akTa
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

1. Dpowy BHOATH MHE KONMIO (MM) CyIOeOHHX aKTOB

(yka3aHMe HaMMEHOBAHME U PEeKBMBUTHE CymeOHOI'O akTa)
o nejy

Hoanuce/®.MU.0. (pacumdppoBaTs) :

" 1] 20 .

2. Kommio cymeBHOTO akTa IOJIyUM

(©.M.0. m momnmuchk JuMlla, IIOJIYUMUBIIETO
KOMMIO, JaTa BHEOAUM KOIIUMN)

3. Brumaut

(momxHOCTH, @.JM.0., nmommmuce paboTHMKa annapaTa Cyna, BHIOABIETO
cynmebHOoe @mejo, naTa)

Mpunoxexne N 33

K MHCTpyKLMKM O nopsifike opraHu3auunm
KOMMMNEKTOBAHUS, XpaHeHUs, y4eTta

N NCMONb30BaHUS JOKYMEHTOB
(3NEKTPOHHBIX AOKYMEHTOB) B apxmnBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

CnmMcoK N3MEHSILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

[IpencenmaTeso cyna

oT ,
(®.1.0., mpoleccCyajibHOe IOJIOXEeHM e,
IOaHHBIE IJOKYMEHTa, YyIOOCTOBEpHAKIeIro

JIMUHOCTbL U HOJ‘IHOMOV—IMFI)

IPOXMBAKIETO IO aIpecy:

HOMEPp KOHTaKTHOTO TejyiehoHa:

BagaBjieHue
O BBOAUE KONMM ayIMO3alMCK CyneOHOTO 3acenaHusa

1. Ipoumy BHIATb MHE KOIMO (MM) ayaMosanmcu cynebHOI'O 3acellaHusa [0 Iejry

HNonnuce/®.1.0. (pacumbpoBaTsh) :

" 1] 20 .

2. DJIeKTPOHHEI HOCUTEJNb MHOOpMalUMM OpuiIaraeTcs.

3. Kommo 2JIeKTPOHHOTO HOCUTEJNS [1OJIYYNII

(¢.1.0. u mommmuch Jmua,
MNOJIyUMBIIETO KOINMI, HOaTa BHIOAYU
KOIINM)

4. Briman
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

(momxHOCTBH, @.JM.0., nommmce paboTHMKa anlapaTa Cyha, BHIOABIETO
3JIEKTPOHHEI HOCUTEJIb, IaTa)

Mpunoxexne N 34

K MHCTpyKLMKM O nopsifike opraHu3auunm
KOMMMNEKTOBAHUS, XpaHeHUs, y4eTta

N NCMONb30BaHUS JOKYMEHTOB
(3NEKTPOHHbBIX AOKYMEHTOB) B apXxmnBax
degepanbHbIX CyqoB ObLLEN PUCANKLN

Cnmncok N3MEHSILLMX JOKYMEHTOB
(B pen. MNpukasa CynebHoro genaptameHTa npyu BepxosHom Cyane PO
o1 09.01.2024 N 1)

(HamMeHOBaHME cyma)

Anmpecat
(mOYTOBEIM aIpec, MHOEKC)
(Tenedbon, odaxc)
(ampecC BJIEKTPOHHOM IIOUYTHI)
APXVBHAS CIIPABKA
N
(mara)
Ha N oT
TexkcT
OcHOBaHMe :
I[lpencenaTesib cyna
(MHOE YIMOJIHOMOUYEHHOE JIMIIO)
(mommmce) (pacumdppoBKa NONIMCH)
(meuaTs)
JlcrioslHUTE b
(pamMmnmsa, wmHMLMAJE, HOMep TejieQoHa)
Mpunoxexune N 35
K |/|HCprKLIMI/I O nopsaaKke opraHunsaunm
KOMMNNEKTOBaHUA, XpaHeHus, y4eTa
M Ncnonb3oBaHNA OKYMEHTOB
(3MEeKTPOHHBIX JOKYMEHTOB) B apXmuBax
denepanbHbIX CynoB ObLLEn PUCANKLMM
www.consultant.ru CrpaHvua 86 u3 90
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)

"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

Cnncok n3MeHsLLNX LOOKYMEHTOB

o1 09.01.2024 N 1)

(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO

(HanmeHoBaHKe cyaa)

KYPHAN
pervcTpaummy BblgaHHbIX KOMUIA, BbIMUCOK, 4OKYMEHTOB

N ABTOp HaTtan Cogepxa HaseaHue HaTtan Pacnucka Mpn

n/n 3anpoca, pervcTpaumoH Hue BblJAHHOIo perucTpa B Meva

ncxoasaLmi HbIl HOMep | 3anpoca | [OKyMeHTa LUMOHHbIA | Nony4YeHun HUSA

Homep, aaTa, 3anpoca (konus, HoMep unu gata
agpec, Homep BbINUCKa, BbldaHHOIO | OTMNpaBKu
TenedoHa cripaBka u OOKyMeHTa
Apyroe)
1 2 3 4 5 6 7 8
Mpunoxexne N 36
K MIHCTpyKLMM O Nopsiake opraHmM3aLmm
KOMMMEKTOBaHWs, XpaHeHus!, y4eTa
N NCMONb30BaHMS JOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXmBax
denepanbHbIX Cy4oB 00LLen OPUCONKLMM
CnMcokK N3MeHSILLNX JOKYMEHTOB
(B pea. Mpukasa CynebHoro genaptameHTa npu BepxosHom Cyaoe PO
o1 09.01.2024 N 1)
(HaMmeHoBaHue cyfa)
KAPTOYKA MOCTENNAXHOIO

TOMNOINPA®PNYECKOIO YKASATENA

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO
o1 19.03.2019 N 56

(pen. ot 29.05.2024)
"06 yTBepxaeHun UHCTpyKumum o...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[aTta coxpaHeHus: 22.07.2025

CTENMNAX N APXBOXPAHUJTNLLE N
Wkadcp N Monka N doHg N Onuncs N EavHuy xpaHeHns MpumeyaHus
cN
noN
1 2 3 4 5 6

Mpunoxexne N 37

K VIHCTpyKLMKM O nopsifike opraHvM3aunm
KOMMIEKTOBAHWS, XpaHeHns, y4eTa

M NCMONb30BaHNSA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apxmBax
dhenepanbHbIX Cy4oB 00LLEe OPUCONKLMM

CnMcoK N3MEeHSILLNX JOKYMEHTOB
(B pea. MNpukasa CynebHoro genaptameHTa npu BepxosHom Cyge PO

o1 09.01.2024 N 1)

(HaMmeHoBaHwWe cyfa)

KAPTOYKA NMO®OHAOBOIO

TOMNOIMPAGNYECKOIO YKASATENA

®OHO N

HassaHne doHaa

APXNBOXPAHUITULLIE N

Onucb

EnvHul xpaHeHus

cN

noN

Crennax N Lkacp N Monka N MNpumeyaHus

HafeXHasa npaBoBas noaaepXxka
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

MpunoxeHne N 38

K IHCTpyKLMKM O nopsifke opraHvMsauum
KOMMIIEKTOBAHMS, XpaHeHus!, y4eTa

M NCMONb30BaHNS JOKYMEHTOB
(3NEeKTPOHHbIX OKYMEHTOB) B apXmuBax
denepanbHbIX CynoB obLLen PUCANKLMM

CnncoK M3MEHSILLNX JOKYMEHTOB
(B pen. pukasa CynebHoro aenaptameHTa npu BepxosHom Cyne PO
o7 09.01.2024 N 1)

YTBEPXIAI
(HavMeHOBaHME cyma)
AKT [lpencenaTesie cyna
"—" N
(mommmce) (pacumbpoBKa MNONIMCH)

npreMa-nepenaun apxrBHEX
OOKYMEHTOB CyIa IIpu (maTa)
CMeHe IpencenaTess cyna

HazBanme m N ¢onHma <9>
B cooTBeTCTBMM C NPMKA3O0M N
nepernaj,
(©./.0. mnepenamnumero) (©.7.0. npuHMMaKUEITO)
NPMUHAJI B OPUCYTCTBUM KOMUCCHUM, OOpPaz30BaHHOM HAa OCHOBaHMM IAHHOTO IIpMKasza,
IOOKYMEHTH apxupBa 3a

(Tromer)
M CIPaBOYHBEIM anmnapaT K HUM
N n/n HasBaHue, Homep onucu gen, KonuuecTtso KonuuecTtso MpumevaHus
OOKYMEHTOB 9K3eMMsapoB onmucu eanHnL,
Aaen, HOKYMEHTOB XpaHeHus
1 2 3 4 5
VITOTO NPUHATO €IVHNMI XPaHeHMS, B TOM UYMUCJIe:
(umdpamMy M MNPONMUCHI)
Ha OyMaXHOM HOCHTEJIE eIVIHULl XPaHEHUS,
(uMdpamMy U IPOMMCHI)
3JIEKTPOHHEIX eOUHNL, XPaHeHMd,
(umdpamMm M IIPONUCHIO)
n onmcey B SK3eMIJapax.
(umdpamMm ¥ OPONMUCHIO) (umdpamMm M OPONMUCHIO)

CocTosHME OOKYMEHTOB UM OINMUCENM:

(obmas xapakTepucTMKa COCTOSHMS)
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Mpuka3 CyaebHoro aenaptameHTa npu BepxosHoMm Cyae PO

oT 19.03.2019 N 56 JokyMeHT npepocTasneH KoHcynbTaHTnoc
(pen. ot 29.05.2024) [aTa coxpaHerus: 22.07.2025

"06 yTBepxaeHun UHCTpyKumum o...

OODHOBPEMEHHO epenainTCcsa

(Bun (EI) M CcoOCTaB CIPaBOYHOI'O alnaparTa, e€Iro OO0BbeMbl
”“ COCTOSHUE)

CocTosHME MOMEIEeHUM apxuba

(obmas xapakTepucTMKa COCTOSHMS)

Hammume m cocrodHUe O60py,ZLOBaHI/IH M VMHBEHTAapA

(obmasa xapakTepucTUKa
COCTOSHMSA)

[lepenan:

(bamMunvsa, MHMULIMAJIEL) (mommmcek) (maTa)
IpuHA:
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