CYAEBGHbLIA AENAPTAMEHT NP BEPXOBHOM CYAE
POCCUMNCKON GEAEPALIUN

MPUKA3
ot 19 mapra 2019 r. N 56

OB YTBEPXAEHUN MHCTPYKLUUN
O NOPAAKE OPTAHM3ALUN KOMNJIEKTOBAHUA, XPAHEHUA, YYETA
M UCNONb3OBAHUA AOKYMEHTOB (3/IEKTPOHHbIX JOKYMEHTOB)
B APXMBAX ®EAEPA/IbHbIX CY,0B OBLUEN OPUCAUKL UK

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

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

1. YTBepanTtb npunaraemyto MHCTPYKLMIO O NOPAZAKe OpraHM3auMy KOMMIEKTOBAHUA, XpaHeHus,
yyeTa M MUCNONb30BaHUA AOKYMEHTOB (3N1EKTPOHHbIX [AOKYMEHTOB) B apxmBax deaepasnbHbIX CyAoB
obuwen topucamkunm (aanee - UHcTpyKuma).

2. Mpeacepatenssm KacCalUMOHHbIX CYA0B OOLWEN pUCAUKLUKM, anennsunmoHHbIX cyaoB obuiei
IOPUCOMKLMU, BEPXOBHbIX CyAOB pecnybauK, KpaeBblX M 061aCTHbIX Cy4OB, CyAOB rOpoAoB
denepanbHOro 3HaYeHUA, Cya0B aBTOHOMHOMN 06/1aCTU M aBTOHOMHbIX OKPYroB, PallOHHbIX, TOPOACKUX U
MeKpPalOoHHbIX CY[I0B OPraHM30BaTb M3ydeHNe Ha3BaHHOMW MHCTPYKUMKM U obecneyntb ee NpUMeHeHNe B
NPaKTUYECKOM AeATEe/IbHOCTH.

3. Mpu13HaTb YyTPATUBLLMMMU CUAY:

npukas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon ®epepaumm ot 28 gekabps
2005 r. N 157 "O6 ytBepaeHnn NHCTpyKuMM 0 nopsake oTbopa Ha XpaHeHue B apxuB dpeaepanbHbIX
CYyA,0B 06LLEeN OPUCANKUMN AOKYMEHTOB, UX KOMMIEKTOBAHWSA, y4eTa U UCNOb30BaHMA",

npuka3s CynebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon depepaumnm ot 28 asrycra
2007 r. N 102 "O BHeceHUM M3MeHeHUl B MHCTpYKLMIO O nmopaake otbopa Ha XpaHeHWe B apxuB
benepanbHbIX cynoB ob6LLEeN OPUCANKLNN AOKYMEHTOB, UX KOMMNIEKTOBAHMA, yYeTa U UCNOIb30BaHUA";

npuKkas CygebHoro aenaptameHTa npu BepxoBHom Cyae Poccuiickoit depepaumm ot 22 aekabpsa
2011 r. N 234 "O BHeceHUM M3MeHeHMUl B MHCTpYKLMIO O nopaake oTbopa Ha XpaHeHWe B apxuB
depepanbHbIX Cya0B 06LWEN OPUCAUKLAN AOKYMEHTOB, MX KOMMNIEKTOBAHMA, yYeTa U UCNOIb30BaHUA";

npukas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickon ®epepaumm ot 27 gekabps
2012 r. N 246 "O BHECEHUN U3MEHEHWNIT U AONONHEHWUI B MHCTPYKLMIO O nopAaKe oT6opa Ha XpaHeHue B
apxuB deaepanbHbIX CynoB OOWEN OPUCANKUMN [OKYMEHTOB, WX KOMMIEKTOBAHWMA, Yy4YeTa MU
Mcnonb3oBaHuA";

npuKkas CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickoit deaepauum ot 30 aekabpa
2013 r. N 265 "O BHECEHUU U3MEHEHWNI N AONONHEHWUI B MHCTPYKLMIO O nopAgKe oTbopa Ha XpaHeHue B
apxuB denepanbHbIX CyAoB OOWEN OPUCANKUMN [OKYMEHTOB, WX KOMMNJIEKTOBAHWA, y4yeTa MU
MCNONb30BaHUA".



leHepanbHbI AUPEKTOP
A.B.I'YCEB

YTBepKaeHa

npukasom CyaebHoro aenaptameHTa
npu BepxosHom Cyae

Poccuitckoit egepaumm

o1 19 mapta 2019 r. N 56

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

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

1. O6bwue NoNoXKeHnsa

1.1. MHCTpYKUMA O nopAgKe OopraHmsaLMym KOMMJIEKTOBAHMWA, XpaHEeHUA, y4eTa U UCNoib30BaHUA
OOKYMEHTOB (3/1EKTPOHHbIX JOKYMEHTOB) B apxmBax ¢enepanbHbiX CyaoB obuei opucankumumn (ganee -
MHCTPYKUMA) ABNAETCA HOPMATUBHbIM aKTOM, pPa3paboTaHHbIM Ha OCHOBaHMM deaepanbHbIX
KOHCTUTYLIMOHHbIX 3aKoHOB OT 31 agekabps 1996 r. N 1-®K3 "O cyaebHol cucteme Poccuinckoi
depepaunn’, ot 7 pespana 2011 r. N 1-dK3 "O cypax obuielt topucamkummn B Poccuiickon ®egepaumn’,
denepanbHbix 3aKkoHoB OT 8 AHBapA 1998 r. N 7-®3 "O CyaebHom aenapTtameHTe npu BepxosHom Cyae
Poccuiickot ®epepaumnn”, oT 29 pgekabpa 2015 r. N 382-d3 "O6 apbutpaxke (TpeTeirckom
pasbupaTenncrse) B Poccuiickoit degepauun’, ot 22 oktabps 2004 r. N 125-$3 "O6 apxuBHOM aene B
Poccuitckoin Pepepaumn”, NMpasun opraHNsaLMmn XpaHEHUA, KOMNIEKTOBAHMA, y4eTa U MCMNO/Ib30BaHUA
OOKymeHToB ApxuBHoro ¢oHaa Poccuinckoit degepaunm M ApyrMx apXMBHbLIX  AOKYMEHTOB B
roCcyAapCTBEHHbIX OpraHaX, OpraHax MeCTHOrO CamOyMnpaB/lEeHMA W OpraHU3aLUAX, YTBEPXKAEHHbIX
npukasom deaepanbHOro apxmeHoro areHtctea ot 31 monsa 2023 r. N 77 (panee - Mpasuna N 77),
MHCTpYKUMM no cyaebHOMy [enonpousBoACTBY B PAaMOHHOM cyfde, YTBEPMKAEHHOM MNpPUKA3oMm
CynebHoro genaptameHTa npu BepxosBHom Cyae Poccuiickoi ®eaepaumm ot 29 anpena 2003 r. N 36
(nanee - WHctpykuma N 36), UHCTpyKummn no cypsebHomy AenonpousBoAcCTBY B BEPXOBHbIX CyAaX
pecnybauK, KpaeBbix M 06NACTHbIX CyAax, CyAax ropoaos ¢eaepanbHOro 3Ha4YeHNA, Cyaax aBTOHOMHOM
061aCTV M aBTOHOMHbIX OKPYroB, YyTBepXAeHHOW npunkasom CyaebHoro aenapTameHTa npu BepxoBHOM
Cyne Poccuiickoii ®enepaumm ot 15 aekabpsa 2004 r. N 161 (panee - UHcTpykuma N 161), MHCTpyKumm
no cypebHomy [enonponsBOACTBY B KACCALMOHHBIX CyAax obLWen pUCAMKUMKN, YTBEPXKAEHHOWN
npukasom CyaebHoro genaptameHTa npu BepxosHom Cyae Poccuitckort depepaunm ot 1 oktabpa 2019
r. N 224 (panee - UHcTpykuma N 224), UHCTpyKuum no cygebHomy 4enonponsBoacTBY B aneALNOHHbIX
cypax obuiel lopucamKumMm, yTBepKaeHHOM npmkasom CyaebHoro aenaptameHTa npu BepxosHom Cyae
Poccuiickolt depepaumm oT 1 oktabpsa 2019 r. N 225 (ganee - WHcTpykuma N 225), n apyrux
HOPMaTUBHbIX NPABOBbIX AKTOB.

(8 pea. MNpukasos CysebHoro aenapTtameHTa npu BepxosHom Cyae PP ot 14.06.2022 N 97, ot
09.01.2024 N 1)

1.2. HacTtosAwasa VHCTpyKumMA paspaboTaHa B Lensx obecneyeHns eAnHOro nopsagaka opraHnsaumm



KOMMN/IIEKTOBAHMUA, XPaHEHUs, ydyeTa M UCNONb30BaHMA [JOKYMEHTOB (3/1eKTPOHHbIX [OKYMEHTOB)
KaccaluMOHHbIX Cya0B 0b6ulei pUCaAnKUMU, anennsiuMoHHbIX Cy0B ObLLIENH IOPUCANKLNN, BEPXOBHbIX
cynoB pecnybauK, KpaeBbix M 06MaCTHbIX CyA0B, CyA0B ropoAoB deaepanbHOro 3HayYeHus, CyaoB
aBTOHOMHOW 06/1aCTM M aBTOHOMHbIX OKPYroB, PaloOHHbIX, FOPOACKUX U MeXPaMoHHbIX CcyaoB (aanee -
CyAbl, cya), a Tak:Ke onpeaenseT npasuna:

COCTaB/IEHMA HOMEHKATYPbI AeN Cyaa;

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

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

npoBeaeHNa 3KCNepTU3bl LEHHOCTU AOKYMEHTOB U paboTbl SKCNEPTHOM KOMUCCUU CYAa;
odopmieHUs cyaebHbIX AN U UHbIX AOKYMEHTOB K MOC/eAyoLWeMy XPaHeHUIO B apXmBe CyAa;
nepeaayn aen (3NeKTPOHHbIX AEN) B apXMB CyAa;

oT60pa IOKYMEHTOB Ha YHUUYTOMKEHUE;
(8 pea. Npukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)

BeAEeHUA y4yeTa apXUBHbIX Aen <2>;

<2> ApxvBHOe Aeno (apXuBHbIA AOKYMEHT) - 0pOpPM/IEHHOE B COOTBETCTBUM C TpeboBaHUAMM
HacToawen WHcTpykumn pgeno (cyaebHoe [aeno, npousBoACTBO, MaTtepuan, Aeno obuero
AeNonpousBoAcTBa, Ae10 NO IMYHOMY COCTaBY M APYrne AOKYMEHTbI cyaa), nepegaHHoe Ha XpaHeHue B
apXuB cyZa, B TOM YMCNe B INEKTPOHHOMN dopme.

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

obecneyeHns COXPaHHOCTU apXMUBHbIX AeN;

nepegaun apxmBHbIX 4eN Ha XpaHeHMWe B rocy4apCTBEHHbIN apXmB.

1.3. 3agaun M  OYHKUMKM  apxMBa Cyha ONPedensloTcd  MNOJIOXKEHMEM, YTBEPXKAAEMbIM
npeaceaartenem cyaa.

1.4. Npukasom (pacnopsaxkeHMem) npeacenatens cyaa HasHayaloTcA pPaboTHUKM, OTBETCTBEHHbIE
3a paboTy apxuBa cyaa.

1.5. OeiictBue HacTosAwen MHCTPYKLMM He pacnpoCTPaHAETCS Ha OpraHM3aumio KOMMJIEKTOBaHWA,
XpaHeHWs, Yy4yeTa W  WUCMNO/Nb30BaHWA LOKYMEHTOB, COAEpP)Kalux CBeAeHWsA, COCTaBastolLme
rocyA,apCTBEHHYO TaliHYy.

1.6. CornacoBaHve (yTBepXkAeHWe) HOMEHKNATypbl Aen cyda, onucel Aen, AOKYMEHTOB cyaa
(nanee - onucb Aen), onuceil 3NEKTPOHHbLIX AOKYMEHTOB M APYrMX [AOKYMEHTOB C 3KCMEpPTHO-
NPOBEepOYHON Kommuccuen deaepanbHOro rocyaapcTBEHHOTO apxXxueBa WAM YNOJAHOMOYEHHOrO opraHa
NCMNONHUTENLHOW BAacTM cybbeKkTa Poccuiickoit degepaumm B o61actn apxmsHoro gena (aanee - MK



apXMBHOTO YYpEXKAEHWA) OCYLLECTBAAETCA CYAamM, BbICTYNAOWMMM MCTOYHMKAMM KOMMIEKTOBaHUA
rocyAapCTBEHHbIX apxvMBoB, /AMBO MPUM  HaAMUYMM  COOTBETCTBYIOWEro [0roBopa C apXWMBHbIM
yupexaeHuem.

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

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

1.7. NopAJoK OpraHn3aunn KOMMNAEKTOBaHWA, XpPaHEeHUA, y4yeTa U MCNOJIb30BaHUA OOKYMEHTOB
OKPYKHbIX (GNOTCKMX) BOEHHbIX CYA0B, FAPHU30HHbIX BOEHHbIX CYA0B ONpPesenseTcs B COOTBETCTBUN C
WHCTpyKUMel no [enonpousBOACTBY B BOEHHbIX CyAadx, YTBepPKAEeHHOM npukasom CyaebHoro
AenapTameHTa npu BepxosHom Cyae Poccuitckoit ®egepaumm ot 9 okTabpsa 2014 r. N 219.

1.8. Mpu HaANYUKN TEXHUYECKOM BO3MOMKHOCTM GOPMMPYIOTCA 3NEKTPOHHbIE Aena. OpraHvsauus
KOMM/IEKTOBaHMNA, XpPaHEHMA, yyeTa M UCMONb30BAHUA 3/EKTPOHHbIX Aen U AOKYMEHTOB Cy/aoB
OCYLLECTBNAETCA B COOTBETCTBUN C TPeBOBaHNAMU HACTOALLEN MHCTPYKUMN.

1.9. NMoctynneHue B deaepanbHble Cyabl 06LLEN OPUCONKLUN LOKYMEHTOB B 3/1IEKTPOHHOM BUAE B
cooTBeTCTBUM C TpeboBaHuamM [lopagka nogaum B denepanbHble cyabl 06LWeEN OPUCOUKUUK
OOKYMEHTOB B 3/1€KTPOHHOM BUAE, B TOM uuc/ie B popme 3/1eKTPOHHOIo JOKYMEHTA, YTBEPKAEHHOTO
npukasom CynebHoro genaptameHTa npu BepxosHom Cyae Poccuiickoli ®epepaumn o1 27 aekabpa
2016 r. N 251, He BneyeT 0653aTeIbHOCTU GOPMUPOBAHUA SNEKTPOHHOrO Aena.

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

1.11. Mopsfaok nepefaynm apxXmMBHbIX AOKYMEHTOB cyda B 0O6beAMHEHHbIM cyaebHbli apxuB M
nopagoK WX XpaHeHMA B TaKMX apxuMBax YCTaHAB/MBAETCA MPUMEPHbLIM MOJIOKEHMEM O MopsAgKe
opraHmsaumm paboTbl 0ObeAMHEHHbIX CyAebHbIX apXMBOB, yTBep)KAaembim npukazom CyaebHoro
AenaptameHTa npu BepxosHom Cyae Poccuiickoit Peagepaumu.

(n. 1.11 BeBeaeH Mpukasom CyaebHoro genaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

2. CocTaBneHue CBOAHOI HOMEHKNATYpbl AeN, HapaAaoB
M NPOU3BOACTB cyAa

2.1. lokyMeHTbl, 06pa3oBaBLUMECs B NPOLLECCe AeATENbHOCTU CyAa, COCTAaBAAIOT AOKYMEHTa/IbHbIN
doHAa cyaa.

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

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

HomeHKnaTypa gen cyaa (4anee - HOMeHKNaTypa) - 0GOPM/IEHHbIV B YCTaHOBJIEHHOM MopsaKe
CUCTEMATM3MPOBAHHbIN MepeyeHb 3aro/0BKOB (HAaMMeEHOBAHWIA) cyaebHbIX Aen, HApAAOB, KHUT U
KYPHANOB perucTpaumm (yyeta) AOKYMEHTOB, PEECTPOB, KapToyeK, 6a3 AaHHbIX, B TOM uucie
OOKYMEHTbI, cogeprKallume CBeAeHMA OrpaHWUYEHHOro AO0CTyna, 3aBOAMMbIX B CyAebHbIX Koanerusx,
cyaebHbIX cocTaBax, MOCTOAHHbIX CyAebHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NoApasgeneHuax cyaa, nmbo
no onpeaeneHHbIM HanpaBAEHMAM AeATeNbHOCTM cyaa (ecan annapaT cyfda COCTOMT U3 paboTHUKOB,
3aMelLaloWmnX oTAe/bHble O0/MKHOCTA) C YKa3aHMEM CPOKOB MX XPaHEHWA, OTpaKalowmit coctaB U
OpraHM3aumio 4OKyMeHTanbHoro poHaa cyaa.

He BKAtOYalOTCA B HOMEHKNATYpy Nepnognyeckne n3aaHmsa, KHUru, 6pOLUPOpr.



(n. 2.1 B pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)

2.2. HomeHKnaTypa npegHasHadeHa ANA OpraHM3auumn ydyeta AOKYMEHTOB B AeN0MNpPOM3BOACTBE
cyA4a, rpynnupoBKM UCMOJIHEHHbIX AOKYMEHTOB B Ae/fa, Hapaabl U NPOU3BOACTBA, UX CUCTEMATU3ALMM,
WHAEKCaLMM U onpeneieHns CPOKOB XpaHeHUS.

HomeHKnaTypa fABAAETCA OCHOBOWM A/ COCTaBAEHUA OMUCel Aen NOCTOAHHOro M BPEMEHHOro
(cBbiwe 10 neT) cpoKa XpaHeHUs, a Tak:Ke A1a yyeTa Aen sBpemeHHoro (Ao 10 neT) cpoKka XxpaHeHus.

2.3. B cyne cocTtaBnAawoTcA HOMEHKAATypbl Aen cynebHbix Koanerni, cynebHbiXx COCTaBOB,
MOCTOAHHbIX CyAebHbIX MNPUCYTCTBMIA WM CTPYKTYPHbIX nogpasgeneHuii cyga (npunoxkeHne N 1 K
HacToswen UHCTpYKUMM) U HOMEeHKNaTypa cyaa (npunoxkeHume N 2 K HacToswen UHCTpyKumm).

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

2.4. [Tlpn coOCTaBAeHUM HOMEHKAATYpbl cnegyetr pPyKOBOACTBOBATbCA  MPOLLECCYasibHbIM
3aKOHO4aTeNbCTBOM, HOPMATUBHbIMU MPaBOBbIMMU aKTaMn U MeTOAUYECKMMU OOKYMEHTaMU B cd)epe
opraHusaLmnmn 4enonpou3BoACcTBa U apXMBHOTO Aena, NoAoXKeHnem ob annaparte cyaa, NONOXKEHUAMU O
CTPYKTYPHbIX NnoApasaeneHuax cyaa, WTaTHbIM pacnucaHnem, AenCTBYIOWMM NnepevyHem AOKYMEHTOB,
obpa3syolWmnxca B npouecce AeaTesibHOCTU deaepasbHbiX CyAoB OOLel HPUCAUKLUMUK, C YKazaHUeM
CPOKOB XpaHeHuA (Janee - MNepeyeHb AOKYMEHTOB), a TaKXKe HOMEHKNaTypamMu 3a npegecTsylolme
roabl.

2.5. HomeHKknatypa Aen cyaebHbix Konnervit, cygebHbix COCTaBOB, MOCTOSAHHbIX CyAebHbIX
NPUCYTCTBUIA U CTPYKTYPHbIX noapasgeneHuit cyga (npunoxkeHme N 1 K HacTosawen MHCTpyKumun) Ha
oyepeaHOW rof cocTaBfAeTcs PaboOTHMKOM, OTBETCTBEHHbLIM 3a BeAeHMe [e/loNpPou3BOACTBA B
cyaebHon Konneruun, cyaebHom coctaBe, MOCTOSHHOM CyAebHOM MPUCYTCTBUM WU CTPYKTYPHOM
nogpasgeneHnn cypa, nNOANUCbIBaeTCA COOTBETCTBYIOWMM npeaceaatenem cyaebHol Konneruw,
cyaebHoOro coctaBa, HayanbHUKOM CTPYKTYPHOro noApasaeneHusi, WHbIM  YNOJAHOMOYEHHbIM
npeacegartenem cyga MLOM (B NOCTOSHHOM CyAeb6HOM NPUCYTCTBUM), COTNIACOBLIBAETCA C HAYa/IbHUKOM
oTaena Aenonpoussoactsa (obuwero otaena) U paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxMBa cyaa, U
npeacTaBAseTca B oTAeN AenonpounssosacTtsa (06wmin otaen) Ao 1 Hoabps TeKkyllero roaa.

(n. 2.5 B pea. MNpukasa CyaebHoro agenaptameHTa npu BepxosHom Cyae P® ot 09.01.2024 N 1)

2.6. Ha ocHoBe HOMeHKNaTyp Aen cyaebHbix Koanerui, cygebHbiXx COCTaBOB, MOCTOAHHbIX
CyAebHbIX MPUCYTCTBUI M CTPYKTYPHbIX NogpasgeneHuii cyaa oTaeNom AenonpousBoacTBa (06uwmm
oTAeNnoM) uUAn paboTHMKOM, OTBETCTBEHHbIM 33 BeAeHWE [eNonpousBoacTsa (eciv annapaT cyga
COCTOUT M3 PabOTHMKOB, 3aMeLLatoWMX OTAE/bHble LO/IKHOCTM), COCTABAAETCA HOMEHKNATypa Ha
oYyepenHOM KafeHOAPHbIN roa.

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

HomeHKnaTypa COCTOUT M3 pa3aenosB, HAMMEHOBAHUA KOTOPbIX COOTBETCTBYIOT HAMMEHOBAHUAM
noapasgeneHuii cyaa, PacrnofioXKeHHbIX B COOTBETCTBUM CO CTPYKTYpoOi cyaa, nmbo w3 paspenos
COMMAaCHO HanpaB/leHMAM fOeATe/IbHOCTM cyaa (ecnu anmapaT cyga CoCTOUT U3 PaboTHMKOB,
3aMelLLaloWUX OTAENbHbIE AO/IKHOCTU), PACMONOMKEHHbIX C YY4ETOM AENCTBYIOWEN CXeMbl MOCTPOEHUA
MepeyHA AOKYMEHTOB.

(B pea. MpuKkasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP ot 14.06.2022 N 97)

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

OauH pas B 5 neT cya, BbICTYNAOWMIA UCTOYHUKOM KOMMIEKTOBaHMA FOCYAapCTBEHHOMO apXxmBa,
nMbo NpY HaAM4YMM COOTBETCTBYIOLLErO AOrOBOPa COrNacoOBbIBAET HOMEHKAATYPY C COOTBETCTBYIOWMM
OlK apxnBHOro yupexxaeHus.

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



2.8. HomeHKnaTypa BBOAMTCA B AeicTBMe ¢ 1 AsHBapsA cieAylowero KaneHaapHoro roaa.
2.9. HomeHKnaTypa cocTaBAeTca B ABYX IK3emnaspax:

NepBblii  3K3EeMNAAP YTBEP)KAEHHOW HOMEHKNaTypbl ABAAETCA AOKYMEHTOM MOCTOAHHOrO
XpaHeHus, nomellaeTca B OTAe/NbHOe Aes0 W BKAYAeTcA B HOMEHKNATypy B pasgen oTtaena
AenonpoussoacTsa (obuiero otaena);

BTOpOﬁ IK3eMNIAP nNepeaaeTca B apXmB Cyda B Ka4eCTBE yH4ETHOIO AOKYMEHTA.

B cyZax, BbICTYNAlOWMX MCTOYHMKOM KOMIMJIEKTOBAHWA TFOCYZ4apCTBEHHOro apxuBa, WauM Npu
Ha/ZIMYMM COOTBETCTBYIOLLLErO AOrOBOPA C apXMBHbIM yYpexaeHUeM HOMEHKAaTypa COCTaBAAETCA B Tpex
3K3emMnAApax; TPEeTUI IK3eMNAAP NepeaaeTcs B COOTBETCTBYIOLWMIM roCcyAapCTBEHHbIA apXMB, apXUBHOe
yupexaeHue.

B kauectBe paboyero sksemnispa B oTaene [e/onpousBoacTsa (oblem otaene) ncnonbsyercs
KOMMA YTBEPKAEHHON HOMEHKATYPbI.

HomeHKknaTypa Ha ouyepegHoW rog paccbinaetca B cyaebHble Konnernu, cyaebHble cocTaBbl,
NMOCTOAHHbIE CyAebHble NPUCYTCTBUA, CTPYKTYPHbIE NoApasaeneHusa cyaa B 31eKTPOHHOM BUAE WAW B
BMAE KOMWIN COOTBETCTBYHIOLLMX Pa3aenoB Ha bymaxKHOM HocuTene.

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

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

2.11. YTOUYHEHMs B 3aroJIOBKWU AE/1 U HOBbIE 3aro/I0BKU Ae/1, He NPeayCMOTPEHHbIE YTBEPKAEHHOM
HOMEHKNATYpPOi, BHOCATCA B COOTBETCTBYHOLIME pa3aesibl HOMEHKNaTypbl. HoBble 3aronoBku aen
BKNOYAIOTCA B MpesyCMOTPEHHbIe A4 3TOro pe3epBHble Homepa.

Mo 3aBeplleHUMM rofda [AaHHble 06 W3MEHEHUAX M AOMONIHEHMAX, BHECEHHbIX B pasgefbl
HOMEHKNaTypbl, BMecTe C UTOroBbIMWU 3anUCAMM O KaTeropuax W KoaudecTse AeN, 3aBefeHHbIX B
cyaebHoi Konnermu, cyaebHom cocTaBe, MNOCTOAHHOM cyAebHOM MPUCYTCTBUM, CTPYKTYPHOM
noapasaeneHuun cyaa B TedeHue roaa, nepeaaroTca B oTaen Aenonpoussoactsa (obwuin otgen).

OTaoenom AenonponssoacTea (06U.I,MM omenom) Ha OCHOBE MOJIy4EHHbIX AaHHbIX 06 n3meHeHuaAXx
M AONOJIHEHUAX, BHECEHHbLIX B pa3aenibl HOMEHKNATypbl, TOTOBUTCA AOMNOJIHEHNE K HOMEHKNATYpPE, B
KOTOpPOM nocnenoBaTesibHO B COOTBETCTBUU C pa3geaMm HOMEHKNATYPbI YKa3biBalOTCA 3aro/ioBKU Aen,
He npegyCcMoTpeHHbIe YTBePXKAEHHbBIM 3K3eMNIAPOM HOMEHK/N1ATYPbI.

[lononHeHne K yTBEPXAEHHOM HOMEHKAAType MOAMUCbIBAETCA Haya/libHMUKOM  OTAena
aenonpounssoacTsa (obuero otaena), BusMpyeTcs paboOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa
CyAa, CorlacoBbIBAETCA IKCMEepPTHOM KOMUCCUEN Cyaa U YyTBEPXKAAETCA NpeaceaaTeneM cyaa, Nocsie Yero
BMeCTe C MTOrOBOW 3aMuCblo O KaTeropmax M KOJIMYECTBE e/, 3aBeeHHbIX B Cyde B TeyeHue rosa,
NPMOBLLAETCA K YTBEPIKAEHHOMY 3K3eMNAAPY HOMEHKNATYPbI.

Paboumnii aK3emMniAp HOMEHKNATYPbI XPaHUTCS B OTAENe Aenonponssoactsa (obwem otaene) go
TeX Nop, NoKa Ha aena, copMMpPOBaHHbIE B COOTBETCTBUMN C HOMEHKNATYPOM Aen, He ByayT cocTaBneHbI
onucu gen.
(n. 2.11 B pea. Mpwukasa CygebHoro agenaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

2.12. B cnyyae M3MeHeHMA CTPYKTypbl cyaa (ynpasgHeHue, peopraHusauma CTPYKTYPHOro
nofpasfeneHnna cyfa, CO3JaHMe HOBOTO CTPYKTYPHOTO MoApasgeneHvs cyaa) HOMEHKNaTypa
COCTaB/IAETCA 3aHOBO, COI/IaCOBbLIBAETCA C IKCMEPTHOM Komuccuel cyaa, MK apxMBHOIo yuperkaeHus u
yTBEPKAAETCA NpesceaaTesiem cyaa.

HomeHKnaTypa Aen BHOBb CO3LaHHOIO CTPYKTYPHOro noapasaesneHus cyga paspabatbiBaeTcs v



npeacrasnsercs paboTHUMKOM, OTBETCTBEHHbIM 3a BefieHMe [e/IoNpPou3BOACTBA B  CTPYKTYPHOM
noapasgesieHnun, B OTAEeN Ae/nonpoussBoacTsa (obwmin otaen) wan paboTHUKY, OTBETCTBEHHOMY 3a
BeJeHMe [enonpou3BOACTBa Ccyda (ecnn annapat cyda COCTOMT M3 paboTHMKOB, 3ameLlatolmx
oTAe/NbHbIE AO/IKHOCTU), B MECAYHDIA CPOK.

B MHbIX cayyaax (K npumepy, U3MeHEeHWe CPOKOB XPaHeHWs AOKYMEHTOB HOBbiM [lepeyHem
JOKYMEHTOB M JApyroe) MNOBTOPHOE COracoBaHWE MPOEKTa HoMeHKNaTypbl ¢ MK apxuBHOro
yupexaeHua He TpebyeTcs.

(n. 2.12 B pea. Mpwukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

2.13. I'padbl HOMEHKNATYPbI 3aMONHAOTCA Cneayowmm obpasom.

2.13.1. B rpade 1 (MHAEKC Aena) HOMEHKNATypbl MPOCTABAAIOTCA WHAEKCbl KaxKOoro nAena,
BK/IIOYEHHOrO B HOMeHKNaTypy. MHAEKC Aena coCTOMT M3 YCTaHOB/AEHHOMO B cyae uudpoBOro uam
b6ykBeHHOro o0603HayeHus cyaebHol Konnermn, cyaebHoro coctaBa, MOCTOAHHOrO cyaebHoro
NPUCYTCTBMA, CTPYKTYPHOrO MOApasAeNeHuns, HanpasieHua AesTeNbHOCTM cyda (ecan annapart cyda
COCTOUT M3 PabOTHUKOB, 3aMelLaloWMX OTAE/bHbIE AO/IKHOCTA) M MOPSAAKOBOrO HOMEpPA 3aro/ioBKa
[ena no HOMeHKNaType B npeaenax cygebHon kKonneruu, cyaebHoro cocraBa, NoCTOSHHOIO cyaebHoro
NPUCYTCTBUA, CTPYKTYPHOTO NnogpasaeneHnsa Uan HanpasaeHus AeaTenbHoCTM cyda (ecnm annapaT cyaa
COCTOMT M3 pPabOTHUKOB, 3amellaloWmMx OTAeNbHble AO0/XKHOCTU). MHAeKcbl gen ob6o3HavatoTcs
apabckmmm undpamn. Hanpummep: 02-03, rae 02 - MHAEKC CTPYKTYpHOro nogpasgeneHua, 03 -
NopsAKOBbIA HOMEp 3aro/I0BKa Ae/ia N0 HOMeHKANaType.

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

2.13.2. B rpady 2 HOMEHKNaATypbl BK/AKOYAIOTCA 3aroNOoBKU Aen (TOMOB), KOTOpble OTpakatoT
OCHOBHOE COZepKaHUe 1 COCTaB LOKYMEHTOB Aena.

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

BHauyane pacnonaraloTcA 3aro/sioBKM Aen, CoAeprKallme OpraHvM3aLMOHHO-PacrnopaanTesbHYO
AOKymeHTaumio. [lanee pacnosiaraloTcA 3arofioBKM [e/l, COAEep)Kallue MAaHoBble U OT4YeTHble
[OKYMEHTBI.

3aro/IoBOK Aena AO/KEH OTpaxKaTb NPU3HaK (MPM3HaAKK), Mo KOTopoMy(biM) OHO chOPMMPOBAHO:

HOMMWHANbHbLIA - Ha3BaHWe BMAA Aena (Nepenuncka, *KypHan, 4eno) WavM Buaa AOKYMEHTOB,
BK/IHOYEHHbIX B €10 (NPOTOKO/1bl, MPUKa3sbl);

aBTOPCKMI - HAMMEHOBaHME NOCTOAHHO AEWCTBYIOLWErO MW BPEMEHHOTO OpraHa, A0/KHOCTHOro
WA MHOTO /ML, CO34aBLINX JOKYMEHT(b);

KOPPECMNOHAEHTCKUIA - HAaMMEHOBaHME OpraHM3aumu, JMua, KOTOPOMY ajpecoBaHbl MAW OT
KOTOPOTro Mo/y4YeHbl OKYMEHTbI;

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

reorpapuyecknii - HasBaHMe MEeCTHOCTU (TeppuTOpUKM), C KOTOPOM CBA3AHO CoAeprKaHue
JOKYMEHTOB fena;

yKa3aHue Ha KOMUHOCTb JOKYMEHTOB Aena.
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP ot 09.01.2024 N 1)

He AO0NyCKaeTcaA uncnoab3oBaHUe HaMMEeHOBaHMI 3aro/I0BKOB Aen, KOTopble HE OTpaxakoT



COAEp!KaHWe M COCTaB AOKYMEHTOB Aen (Hanpumep: pasHble maTepuanbl, obuias nepenucka u Tomy
noao6Hoe), a TaKXke BBOAHbIX C/I0B M CIOXKHbIX CUHTAKCMYeCKMX 060pOTOB.

B 3aronoBKax [Aen, coAeprkallMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnefoBaTeNbHOCTbIO  AE10NPOoM3BOACTBA, B KayecTBe BWAa JAena ynoTpebnAaerca TepMUH
"NOKyMeHTbI", @ B KOHLe 3aronoBKa B CKOBKAx YKas3blBalOTCA OCHOBHble Pa3HOBMAHOCTU AOKYMEHTOB,
KOTOpble A0/IXKHbI ObITb B Aene.

TepmuH "OOKYMEHTbI" NPUMEHSETCS TaK}Ke B 3aro/IoBKax e, COA4ePKalMX JOKYMEHTbI (CNpaBKu,
OTYETbI, NEPENUCKY U NPOYEE), ABNAIOLLMECA NPUIOKEHUAMM K KAKOMY-TMOO LOKYMEHTY.

Ecan neno coctont U3 HECKONbKMX TOMOB, TO COCTaBAAETCA O6LLI,MI71 3aroz10BOK Aena, a 3atem npu
HeO6XO,D,MMOCTM COCTaBAAKOTCA 3alroJ1IOBKM KaxKgoro Toma, yrodyHArwowme cogepXaHme 3arosioBka gena.

3aronoBKM gen No BOMpocam, He paspeleHHbIM B TeyYeHWe OAHOro roda, ABAAKTCA
"nepexogAwmMmmM" M BHOCATCA B HOMEHKANATYpPy CyAa CAeaylowero roga ¢ Tem Xe WHAEKCOM ¢
NpoCTaBAeHMEM COOTBETCTBYHOLLEN OTMETKM B rpade "MpumedaHne".

MpY BKAOYEHMM 3ar0/I0BKOB 3NEKTPOHHbIX A/ B HOMEHKAATYPY UHAEKChI 3/1EKTPOHHOro Aena u
3aroN0BKM 3/1EKTPOHHbIX e/ COCTaBAAOTCA MO TeM e Nnpasuaam, YTo U UHAEKCbl U 3aro/IOBKU Aen C
OOKYMeHTaMM Ha BymaxKHOM HocuTene.

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

2.13.3. B rpade 3 HOMEHKNATYpbl NO OKOHYAHUWM KajsieHAAPHOro roAa YKasbiBaeTcA KOMYEeCTBO
3aBefeHHbIX gen (Tomos).

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

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

2.13.5. B rpade 5 B TeyeHMe BCEro CPOKa AENCTBMA HOMEHKIATypbl NPOCTABAAKOTCA OTMETKU O
BEAEHUN AeN B 3/1IEKTPOHHOM BWAE, O NEepexoiawmx Aenax, O BblAeNeHUN OeN K YHUUTOMKEHMUIO U

apyroe.

2.13.6. 3anonHeHue rpad HOMEHKAATYpbl MO cyaebHbIM Aenam OCyLLecTBAAeTcAs no obwum
npasuaam.
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

lpada 2 3anoNHAETCA B COOTBETCTBUM C HAUMEHOBAHUAMM BULOB AOKYMEHTOB, NPeAyCMOTPEHHbIX
MepeyHeM AOKYMEHTOB, 6€3 BKAKOUYEHMA B HOMEHKAATYPY HOMEPOB KOHKPETHbIX CyaebHbIX aen.

2.14. Mo 3aBepleHMM KaneHgapHoro roga (go 1 ¢espana cneaytouwero roga) cyaebHble
Konnermm, cyaebHble coOCTaBbl, MOCTOAHHble cyaebHble NPUCYTCTBUA, CTPYKTYpHble NoApasaeneHus
0pOPMAAIOT UTOTOBYIO 3aMMCb K HOMEHKNAType Aef, B KOTOPYK BHOCATCA CBEAEHMA O Ko/audecTse
3aBeAEeHHbIX AeN C yYeTOM KOAMYecTBa TOMOB (rpada 3 HOMEHKNaTypbl Aen), OTAE/bHO NOCTOAHHOIO U
BPEMEHHbIX CPOKOB XPaHEHWs,, BPEMEHHbIX CPOKOB XpaHeHusa ¢ oTmeTkoi "IMK" u nepexomawmx.
WUToroBas 3anucb AOMONHAETCA AAaHHbIMU O KOJIMYECTBE 3/IEKTPOHHbIX A/ COOTBETCTBYHOLMX CPOKOB
XpaHeHus.

[anee 3Tu cBegeHMA NepeaatoTca B OTAEN Ae/oNpon3BoACcTBa (06Wmii oTAen) ANA COCTaB/eHUs
WTOrOBOW 3aNnCKU K HOMEHKNATYpe.



CBegeHus, cogepiKalmecs B WTOrOBOM 3anuCU  HOMEHKNATypbl, nNepesaroTcs paboTHUKY,
OTBETCTBEHHOMY 3a paboTy apxuBa, O YemM B HOMEHK/AAType MPOCTaBAfeTCA OTMETKAa C yKasaHWem
AONIXKHOCTM M NoANWUCK MLA, NepeaaBLlero ceeaeHus.

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

3. CoctaBneHue onucei aen (onuceii 3aN1eKTPOHHbIX aen)
cyae6HbIX Konnerni, cyaebHbiX COCTaBOB, NOCTOAHHbIX CyAe6HbIX
NPUCYTCTBUA, CTPYKTYPHbIX NOAPA3AeNeHUIA CyAa U CBOAHbIX
onucen gen cypa

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

3.1. Onucb paen (ONUCb 3NEKTPOHHbLIX [OKYMEHTOB) - 3TO apXMBHbIA  CMAPABOYHMUK,
npeAcTaBAAOWMNN cOBOM CMCTEMATU3NPOBAHHDBIN NepeyYyeHb 3arosI0BKOB AeN U NpeaHasHaYeHHbI ans
PacKpbITUA COCTaBa U COAEPKAHUA AEN, 3aKPENnAeHUA UX CUCTEMATU3ALMMU BHYTPU AOKYMEHTA/IbHOTO
$oHAa U uX yyeTa.

Onuce gen (OI'IMCb 9/1EKTPOHHDbIX LI,OKyMeHTOB) COCTaB/1IA€TCA HAa OCHOBE HOMEHKNATYPbLI.

O6bbekToM onuWcaHua B onNucu gen (ONUCU  3NEKTPOHHbIX [LOKYMEHTOB) ABAAeTCA Aeno
(3nekTpoHHOE Aeno).

3.2. Onucn gen, onucu aen cyaebHbIX KoAMernn, cyaebHbix COCTaBOB, MOCTOSHHbIX CyAebHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX noapasgeneHuin (npunoxenunsa N 3, 4, 5, 6, 7, 8 K HacToAwel UHCTpyKLmK)
COCTaBAAOTCA OTAE/IbHO Ha:

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

aAMUHUCTPATMBHbIE Ae/la NOCTOAHHOrO XpaHeHus;

Aena obluero 4enonpor3BoACTBa NOCTOAHHOIO XPaHEHMS;

YroNI0BHble AeNa BpemMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHUs;

rpaskaaHcKue aena BpemMeHHbIxX (cBbiwe 10 neT) CpoKoB XpaHeHUs;
aAMUHUCTPATUBHbIE Aena BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs;

Aena obluero A4enonpon3BoAcTBa BpemeHHbIX (CBbile 10 fIeT) CPOKOB XpaHeHus;
[Aena no IMYHOMy COCTaBy.

AHanorMyHble ONUCK COCTABAAIOTCA HA 3/1IEKTPOHHbIE Aena.

3.3. Ha cynebHble gena BpemeHHbix (40 10 neT) CPOKOB XpaHeHMs OMUCK Aen BeayTcA B
3/IEKTPOHHOM BWAe pPabOTHMKOM, OTBETCTBEHHbIM 3a BeAeHWe [e/fonpou3BOACTBA B CyaebHoi
Kosanerum, cyaebHom cocTaBe, MOCTOAHHOM CyZebHOM NPUCYTCTBUM, CTPYKTYPHOM NOApasaeneHun.

B cnyyae nepenauv Ha XxpaHeHWe B apxuB CyAa Aen BpeMeHHbIX (40 10 neT) cpokoB xpaHeHus (B
COOTBETCTBUM C MYHKTOM 7.5 HacTosAwen NHCTPYKLMKM), ONnCK SeN B 3NeKTPOHHOM BUAE BeAyTCA TaKkKe
Ha Apyrve gena BpemeHHbIX (80 10 neT) CpoKoB XpaHeHMs.

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



3.4. Onuck gen cyaebHbix Konnermi, cygebHbix coCTaBoB, NOCTOAHHbIX CyAebHbIX NPUCYTCTBUN,
CTPYKTYPHbIX NoApa3sAeneHuii cyaa COCTaBAAOTCA MO ycTaHoBAeHHoW dopme (npunoxernua N 3, 4 K
HacToAwwen MHCTPYKUMM) B ABYX 3K3eMNaaApax 1 NpeacTaBAfloTCA B apXMB Cyaa He nosgaHee yem yepes
LIeCTb MecALeB Noc/e 3aBeplleHna Aen B Ae10MNPon3BoACTBeE.

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

3.5. MNpu cocTaBneHuMn onucu gen cypebHbix Koanerui, cynebHbiX COCTaBOB, MOCTOAHHbIX
cyaebHbIX NPUCYTCTBUI, CTPYKTYPHbIX NOApa3aeneHunii cyaa cobaogatortca cnegytowme TpebosaHun:

3aroz10BKM Aen BHOCATCA B ONMUCb NOJIHOCTbIO;
Kaxaoe aeno, Tom BHOCUTCA B OMUCb NoA CaMOCTOATE/IbHbIM NOPAAKOBbIM HOMEPOM,

rpadbl OMNMCK 3aMOJIHAIOTCA B COOTBETCTBMM CO CBEAEHUAMM, KOTOPble BbIHECEHbl Ha OB/I0MKKY
aena;

rpada onucu "MpumedvaHue" wucnonblyetTca ANs8 OTMETOK O npueme (nepepaye) Agen,
0CcobeHHOCTAX GU3NYECKOro COCTOSHMA, O HANIMYMM KOMUN.

B KoHUe onucu Aen 3a nocnedHei onucatenbHOM CTaTbeit 3amnoHAETCA MTOrosas 3anucb, B
KOTOpPOW yKa3biBatoTcs (LmMbpamm 1 NPONMCbI0) KOANYECTBO Aes, NePBbIA U NocNeAHMI HoMepa Aen no
ONUCKU AeN, a TaKXKe OroBapuBaloTCA O0COBEHHOCTM HymMepauuu Aen B ONUCU (Hanuume NUTEPHbIX U
NpPonyLweHHbIX HOMEepPOoB).

3.6. Mepen, BHeCEHWEM 3ar0/IOBKOB A€N B ONUCU Aen cyaebHbix Koanerui, cyaebHbiXx cOCTaBoOB,
MOCTOAHHbIX  CyAebHbIX  MPUCYTCTBUIA,  CTPYKTYPHbIX  noapasfeneHuit  cyga  paboTHMKamuy,
OTBETCTBEHHbIMM 33 BeAeHWe [eN0oNpoM3BOACTBA, MNPOBEPAOTCA KavyecTBO (GOPMMPOBAHUA U
obopmMNeHUs gen, COOTBETCTBUE KONMYECTBA A€/, BHOCUMbIX B ONUCb, KOJIMYECTBY 3aBeAEHHbIX AeN NOo
HOMEHKNAType.

Mpu npocmoTpe gen npoBepAlTCA: COOTBETCTBME 3aro/I0BKa Aesla COAEPKAHMIO AOKYMEHTOB B
Aene; npaBuibHOCTb Od)OpMI'IEHVIFI N rpynnMpoBKkMn OOKYMEHTOB, BK/IIOYEHHbLIX B A€/10; Ka4deCTBO
noAaWwnBKN NN nepenneTta gena; NnpaBnibHOCTb HYMmepaunun INCTOB Aena,; Hanymne B gene BHYTpeHHeVI
onucun aena 1 NpPaBubHOCTb €e COCTaBNeEHNA; NPABUNIbHOCTb Od)OpM/'IeHVIFI 06./10KKHM Aena; Haanm4ymne u
NpPaBUIbHOCTb JINCTA-3aBePUTENA.

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

3.7. B cnyyae obHapysKeHUs OTCYTCTBMA Ae/, 3aBeAeHHbIX B COOTBETCTBMM C HOMEHKNIATypoOW,
paboOTHMKOM, OTBETCTBEHHbIM 33 BefeHWe AenonpousBoacTBa B cyaebHoit Konnerun, cypebHom
coctase, NOCTOAHHOM cyAeB6HOM MPUCYTCTBMM UM CTPYKTYPHOM noapasfeneHun cyaa, NnpUHMMaoTCA
Mepbl NO UX PO3bicKy. OBHapyKeHHble Aena BKAKYaloTCA B ONUCH Ae.

Ecnv npuHATbIE Mepbl HE 4anun Pe3ynbTaToB, TO Ha HEOBHApPYXKeHHble Aefla COCTaBAAeTCA aKT 06
yTpaTe AOKYMEHTOB B MPOW3BO/IbHOM ¢GOopmMe, KOTOPbIA MOANUCLIBAETCA HayajbHMKOM OTAena
Aenonpoussoactea (obwero otaena) u npeacepatenem cyaebHol Koanernu, cyaebHoro cocTaea,
YNOAHOMOYEHHbIM  AIMLOM MNOCTOAHHOrO CyaebHOro NPUCYTCTBUA, HaYyaZbHMKOM CTPYKTYPHOrO
noapasgeneHunna cyaa. danee akT 06 yTpaTe AOKYMEHTOB YyTBepXAaeTca npeacejatesnem cyda M
nepenaeTcs BMeCTe C ONUCbIo gen cygebHol Konnernu, cynebHoro coctaBa, NOCTOAHHOMO cyaebHoro
NPUCYTCTBUSA, CTPYKTYPHOTO NogpasaeneHus cyaa paboTHMKY, OTBETCTBEHHOMY 3a paboTy apxvBa cyAa.

3.8. OnucK aen, onucK 3/1EeKTPOHHBIX AOKYMEHTOB (rofoBble pasgenibl onuceit aen, onuvcei



3/IeKTPOHHbIX [A0KyMeHTOB) (npunoxeHua N 5, 6, 7, 8 K HacTosAlel WMHCTPYKUMK) COCTaBAAKOTCA
paboTHMKOM, OTBETCTBEHHbIM 32 PaboTy apxmBa cyaa, HA OCHOBaHWW ONUCEN AeN, ONUCEN 3EKTPOHHbIX
OOKYMEHTOB cyaebHbIX Konnernit, cyaebHblX COCTaBOB, MOCTOAHHbIX CyAeOHbIX MPUCYTCTBUIA W
CTPYKTYPHbIX NogpasaeneHui cyaa.

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

3.9. NMepBOMy rofoBOMYy paszeny onucu gea NpucBavMBaeTca HOMep onuck no aucty GoHaa, Bce
nocneaywowme rogosble pasaesbl YACAATCA 32 AaHHbIM HOMEPOM 10 3aBepLUEHNA OMUCK.

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

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

lfogoBble pasdesnbl, eciM OHU He ABNAIOTCA 3aKOHYEHHOW OMUCbIo, He MOALWMBAIOTCA U He
nepenseratTca.

3.11. 3aKOHYEeHHasA onucb Aen Ha bymarKHOM HoCcUTe e A0/1KHa BKAOYaTb He 6bosiee 9999 eanHuy,
XpaHeHus.

3aKOHYEeHHaA Onucb gen BMmecTe C TUTYZIbHBIM  INCTOM U CNPaBOYHbIM annapaTtom K Hew
3aK/TI04aEeTCA B TBEPAYHO 06110)KKV, HYMepyeTcAa n no4LwnBaeTCcAa UM nepensieTaeTcA.

Kaxaaa 3aKOHYeHHaA onuchb aen, Ka)KLI,bIVI TOM onucum aen AO0NXKHbl UMETb JINCT-3aBEPUTE/b.

3.12. B cnpaBoYHbIV annapaT K onucu aen BXoAAT: TUTYbHbIN INCT; NepeyYyeHb NepenmeHOBaHNM
cyaa (ecnm nHpopmauma o NnepeMmeHOBaHUM He COAEPMKUTCA B TUTYJIbBHOM JICTE OMNWUCK), coaepKaHne
(ornaBneHune); npeamcnoBue; CMUCOK COKPALLEHMI; YyKasaTean K Onucu (npegMeTHbI, UMEHHOMN,
reorpapuyeckon).

3.13. Ha TUTyNIbHOM INCTE ONUCK AEeN YKA3bIBAOTCA:

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

no/IHoe HaMMeHoBaHWe cyaa;

HoMep apxmnBHoro ¢poHA3;

HOMEp W1 Ha3BaHMe ONucy;

KpaliHue AaTbl BHECEHHbIX B ONMUCb eANHUL, XPaHEeHUA,

HanmeHoBaHMe cyaa yKasblBaeTcA No NocneAHeMy rody BKAOYEHWUA LOKYMEHTOB B OMUCH AEN.

3.14. B npegucnoBmn K ONMCK Aen yKasblBaloTcA CBEAEHUS B XPOHONOMMYECKUX PaMKax KpanHMX
OaT e ANHUL, XPaHEHWA, BKIHOYEHHDBIX B OMUC:

06 M3MeHeHUsX B HAMMEHOBAHWM CYAa;
0 CTPYKType cyaa;

06 ocobeHHOCTAX Od)OpM/'IeHVIFI n dJOpMMpOBaHMFI aen, onncaHmMAa U CUCtematmsaunm 3aroi0BKOB
nen;



O coaepaHn n NONHOTE Aen;

0 HaNYMM U 0COBEHHOCTAX MHPOPMALMOHHBIX CUCTEM, 6a3 AaHHbIX, MCNOAb3YEeMbIX 418 PaboTbl €
3NIEKTPOHHbIMWN AOKYMEHTAaMM, PEFUCTPALMOHHO-YY4ETHBIMWU GOPMaMMK AeN U AOKYMEHTOB M obpasamu
(ckaHamu) gen n LOKYMEHTOB.

3.15. B cnyyae obGHapy*KeHWA HOBbIX Aesi, He BHECEHHbIX B onucu gen cyaebHoi Konneruwm,
cyaebHoro cocraBa, NOCTOAHHOrO cyaebHOro NPUCYTCTBUA UAN CTPYKTYPHOrO NoapasaenieHma cyaa unm
onucu gen, Takne Aena BHOCATCA B YKa3aHHbIE ONUCK NOoA NNTEPHBIMU HOMEPAMM.

BHeceHMe M3MeHeHWI B rofoBble pasgesbl onucu Aen nocie ux yreepxaeHua MK apxmBHOro
YUPEKAEHUS WAWU TOCYLAPCTBEHHOrO apxmMBa OOMYCKAETCA TOJ/IbKO Ha OCHOBAHMM COOTBETCTBYHOLLMX
peLleHnid 3KCNepTHOM Komuccum cyaa v MK apxmBHOTo yupexgeHus (rocy4apcTBEHHOTO apXmuBa).

3.16. Onucu gen (rogoBble pasaesbl ONUcelt) NOCTOSHHOIO XpaHeHWs, BpeMeHHbIX (cBbiwe 10 nerT)
CPOKOB XpaHeHWs, onucel gen no IMYHOMY COCTaBy COr1aCOBbIBAIOTCA C SKCNEPTHOM KOMMUCCHeE cyaa.

3.17. CornacoBaHHble 3KCNEPTHOW KOMUCCUEN cyaa onucK aen (roaosble pasaensl onuceit), ecau
Cy[, BbICTYMaeT WCTOYHUKOM KOMMNEKTOBaHWA rOCyAapCTBEHHOrO apxusa, /AMb0 nNpu  HanMuuu
COOTBETCTBYIOLLErO A0roBOopa C apxXMBHbIM y4ypeskaeHuMem, MNpeacTaBAAOTCA Ha  yTBepAeHue
cooTBeTcTaytoLLel MK apXMBHOro yupexaeHua.

Onuck gen (roaosble pasaensbl ONUcei) HaNPaBAAIOTCA B YETbIPEX 3K3eMNAApax Ha BymarkHOMm
HOCMTENe M OAHOM 3K3eMNAsApe B 3NEeKTPOHHOM BUAE B peAakTupyeMom ¢opmaTte He MosgHee Yem
yepes 3 roaa noc/e 3aBeplieHnsa aen B A4eN0NPON3BOACTBE.

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

3.19. Mocne yTBepxAaeHMA onucen aen (roaosbix pa3aenos onuceit) MK apxMBHOIO yupeskaeHUs
OHW YTBEPXKAAOTCA NpeacenaTenem cyaa.

4. JKCnepTM3a LLeHHOCTU AO0KYMEHTOB. 3agaun U GyHKUUK
3KCNepTHOI KOMUCCUU CyAa

(B pea. Mpukasa CyaebHoro genaptameHTta npu BepxosHom Cyae PO
071 09.01.2024 N 1)

4.1. MNpegMeToM 3KCMEpPTU3bl LEHHOCTU AOKYMEHTOB (Aanee - 3KCMepTM3a LEeHHOCTU) ABAAeTCH
onpeaeneHne COOTBETCTBUA AOKYMEHTA U (MNM) SOKYMEHTOB KpUTEpUAM ero (Mx) LEeHHOCTU B Lenax
onpeaeneHna CpoKa XpaHeHMA M OTbopa AOKYMEHTa U (MNM) LOKYMEHTOB A/1A BK/IOYEHMA B COCTaB
ApxuBHoro ¢oHpa Poccuiickolt ®depepaumyt UMW BbILENEHUA K YHUUTOXKEHMIO MO  MCTEYEHUM
YCTaHOBJ/IEHHOTO CPOKa XPaHEHMWs.

O6BbEKTOM 3KCNEPTU3bI LLEHHOCTU ABASAETCA AOKYMEHT U (M/1M) LOKYMEHTbI.

3Kcr|epT|/|33 LEeHHOCTM npoBOAUTCA HA OCHOBaAaHUM NpUHUMNOB WUCTOPU3MA, CUCTEMHOCTUN U
LeNOCTHOCTU NyTEM KOMNJIEKCHOIO NpMeHeHnA cheayrwmnx Kputepumes:

NPOUCXOXKAEHNA (3HAYMMOCTb BbIMOAHAEMbIX CyaoM OYHKLMI, BpemAa M MecTo obpasoBaHuMsA
OOKYMeHTa);

coaepyKaHua (3HayeHne UmeloLeinca B JOKyMeHTe nHGopMaLmm, NOBTOPEHME 3TON MHbOPMaLUK
B APYrMX AOKYMEHTaX, NOAJIMHHOCTb LOKYMEHTA);

BHEWHUX OCOBEHHOCTEl AOKYMEHTOB (BMA, AOKymeHTa, dopma OUKCMPOBaHUA WU Nepenayv



COAEp!KaHuUA, lopUaNYecKas AO0CTOBEPHOCTb (Hannune noAnucei, AaT, nevatei) AOKYMeHTa, ero
dM3nYecKoe COCTOAHME), a TaKXKe MNpPUrogHOCTU ANA WCMONb30BaHMA (BOCMPOM3BOAMMOCTM (Mpu
3KCMEePTM3E LLEHHOCTU 3N1IeKTPOHHbBIX U ayAMO0BM3YasbHbIX LOKYMEHTOB).

4.2. 9KcnepTusa LEeHHOCTU AOKYMEHTOB CyAia NPOBOAUTCA:

npuW COCTaBAEHNN HOMEHKAATYpPbI, B Npouecce popMnpPOBaHUA Len;

npu NOAroToBKe AeN, 3NEKTPOHHbIX AeNn K nepejaye B apxus cyaa;

npu NOArOTOBKE K Nepesade Aen, 3N1eKTPOHHbIX Ae HA XPaHEeHWe B rocyAapCTBEHHbIN apXMB;
Npuv BblAENEHUN K YHUUTOMKEHUIO Ae/1, SNEKTPOHHbIX e/, HE NOAJEKALLNX XPAHEHUIO.

4.3. 3apga4amm 3KCNEpPTM3bl LLEHHOCTU ABNAIOTCA:

onpezeneHne CPOKOB XpaHEHUA AOKYMEHTOB Npu pa3paboTke HOMEHKNATYPbI;

oTbop AOKYMEHTOB AN151 BKNOUEHUA B cOCTaB ApxmBHOro ¢oHaa Poccuiickolt degepaumm, a TakKe
ANA Nepefayn B apxms;

BbIIB/IEHNE AOKYMEHTOB C UCTEKLLUMMM CPOKAaMU XPAHEHUA 418 BKAKOYEHUA UX B aKT O BblAeseHUU
K YHUUTOXKEHUIO LOKYMEHTOB, HE NOAJIEXKALLMX XPAHEHUIO.

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

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

4.5. CpOKM XpaHeHNA AOKYMEHTOB Npu NpoBeAeHUN UX IKCNepTU3bl LEHHOCTU YCTaHABANBAIOTCA B
COOTBETCTBUM C defepasbHbIMM 3aKOHAMU U MHBIMWU HOPMATMBHBIMKW NPABOBbIMWU akTamMu Poccuinckoi
depepaunm, nNepeyHAMM TUMOBbLIX APXMBHLIX [AOKYMEHTOB C YKa3aHMEM CPOKOB MX XPAHEHUA U
MNepeyHem OOKYMEHTOB.

4.6. B uensax opraHMsaumm 1 NpoBeLeHNA METOAMYECKON M NPaKTUYECKOM paboTbl NO 3KcnepTuse
LEeHHOCTM SOKYMeHTOB, 06pa3oBaBLUMXCA B AEATEIbHOCTM CyAa, CO34aeTCA IKCnepTHasAs KoMUCCUA cyaa,
KOTOpas ABAAETCA COBeLLaTe/IbHbIM OPraHOM U AeNCTBYET Ha NOCTOAHHOM OCHOBE.

JKCnepTHaA KOMMUCCUA Cyaa Co3a4aeTcs NPMKasom npeaceaartens cyaa U AeWCTBYeT Ha OCHOBaHUK
NoNoXeHna, pa3paboTaHHOrO Ha OCHOBE MPUMEPHOro MONOXKEHMA 06 3KCNepTHOW KOMUCCUM
opraHv3auun, yTBepPKAeHHON YyNnoNHOMOYEHHbIM deaepanbHbIM OPraHOM WCMONHUTENbHON BAacTu B
chepe apxMBHOro Aena u Aenonpon3BoACTBa.

CyAbl, BbICTyNatoLWMe UCTOYHUKOM KOMMIEKTOBAHUA rOCYAapCTBEHHOMO apxMBa, COr1acoBbIBaOT
nosioKeHne 06 sKCNEepPTHOM KOMMCCUM cyaa ¢ cooTBeTcTBYOLWEeN IMK apXMBHOrO yuperkaeHus.

4.7. B cocTaB 3KCNepTHOW KOMMUCCMM CcyAa, HasHavyaeMblii NPMKa3om npegcesatenn cyaa, BXOAAT:
npeacegatenb Komuccumn (oguH U3 3amecTuTeneli npegcenaTens cyia Uau cyaba (B caydae oTcyTCTBUA
3amecTuTena npegcefatens cyfa), cekpetapb (paboTHUK cyda, OTBETCTBEHHbIM 3a paboTy apxusa),
paboTHMKM oTaena Aenonpoussoactsa (obuiero otaena), cyaebHbix Konnerui, cyaebHbiXx cOCTaBoOB,
NOCTOAHHOrO CyAebHOro NPUCYTCTBUA U APYTUX CTPYKTYPHbIX NogpasaeneHuii cyaa.

TakKe B COCTAaB I3KCMEPTHOW KOMMCCUM cyda MOXKeT 6biTb BK/AOYEH nNpeacTaBUTENb
rocyAapCTBEHHOro apxuBa W/MAM  YNOAHOMOYEHHOTO OpraHa WCMNOAHWUTENbHOW BAacTM cybbekTa
Poccuiickolt depepaumm B chepe apxmMBHOroO gena (no cornacoBaHuIo).



4.8. DKCNepTHaA KOMUCCUSA cyaa OCYyLLEecTBAAET creayowme GyHKUNK:
4.8.1. OpraHusyeT exerogaHoln oTbop Aen AnA XpaHeHUA U YHUUTOXKEHUA.
4.8.2. PaccmaTpuBaeT v NPUHMMAET pelleHne 0 COrnacoBaHuun:

MPOEKTOB ONMncen Aen NOCTOAHHOTO M BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs, onucei aen
No IMYHOMY COCTaBYy;

NPOEKTOB HOMEHKIATYpP Aen;

NPOEKTOB aKTOB O BblAENEHUN K YHUUTONKEHUIO A€, HE NOAJIEXKALLMX XPAHEHUIO;

NPOEKTOB aKTOB O HEOOHAPYXKEHUN aPXUBHbIX JOKYMEHTOB, MYTWU PO3bICKa KOTOPbIX MCYEPNAHDI;
NPOEKTOB aKTOB O HEUCMPABMMbIX NOBPEXAEHUAX APXMUBHbBIX JOKYMEHTOB;

NPOEKTOB  /IOKAa/JIbHbIX HOPMATMBHbIX aKTOB WM  METOAMYECKMX [AOKYMEHTOB cyga Mo
AeN0NPon3BOACTBY M apXUBHOMY Zeny.

4.8.3. TOTOBMT NpeasioXKeHna o6 ycTaHOBNAEHUN (M3MEHEHWUWN) CPOKOB XPaHEHUSA AOKYMEHTOB U
BHECEHWM COOTBETCTBYHOLUMX U3MEHEHMI B [lepeyeHb JOKYMEHTOB, C Aa/ibHENLUMM MUX NPeaCcTaBAEHUEM
Ha paccmoTpeHune CyaebHoro aenaptameHTa npu BepxosHom Cyae Poccuitickoint Pegepaunu.

4.8.4. COBMECTHO C apXMBOM Cy/a, OTAE/NOM AeNonpounssoactsa (0bwum oTaenom) U Kaaposown
cny>Kboi opraHmsyeT ana paboOTHUKOB CyAa KOHCY/bTaUuMW MO Bonpocam paboTbl C AOKYyMEHTamu,
OKa3blBaeT MM METOAMYECKYID NOMOLLb, Y4acTBYeT B MOArOTOBKE W MPOBEAEHUU MeponpusaTUiAi no
NOBbILLIEHMIO UX KBaNMPUKaLUK.

4.8.5. BbINoNHAET UHble GYHKUMK, YCTAHOBNEHHbIE 3aKOHOAATENbCTBOM Poccuiickolt depepaumm
B cdhepe apxMBHOTO Aena U AeN0NPOoN3BOACTBA U NOJIOXKEHNEM 06 IKCMEPTHON KoMMUCCUM CyAa.

4.9. 3acepaHunsa 3KCNEPTHOM KOMMCCUM Cyaa NPOBOAATCA MO Mepe HEOBXOAMMOCTU, HO HE MeHee
ABYX pa3 B roZ, obopMAAIOTCA MPOTOKOOM, KOTOPbIM MOANUCbIBAETCA NpeacesaTeseM U CeKpeTapem
KOMMCCUM.

3acegaHue 3KCMepPTHON KOMMCCUM Cyaa M MPUHATbIE PELIEHUA CYUTAIOTCA MPaBOMOYHbIMU, €CAN
Ha 3acegaHuu NpucyTcTByeT 6osiee NOMOBUHbI €e COCTaBa.

PeweHns 3KCNepTHOM KOMWCCUM CyAa MO KaxKAOMY BOMPOCY (JOKYMeEHTY) NpUHMMAtOTCA
60nbWMHCTBOM ronocoB. CnopHble BOMNPOCbI MpU  pasfeneHuu ros0CoB MOPOBHY pa3peluatoTca
npeaceaartenem sKCNepTHOM KOMMUCCUM CYAa.

4.10. BegeHvie genonpomsBoACTBa IKCNEPTHOM KOMMUCCUU CyAa, XPaHEHUE M UCNONb30BaHUE ee
AOKYMEHTOB, OTBETCTBEHHOCTb 3@ MX COXPAaHHOCTb, @ TaKXe KOHTPOAb WCMOJAHEHUA MPUHATbIX
3KCMNEePTHON KOMUCCUEN Cyaa PeLleHNIt BO31AraloTcA Ha CEKpeTapsa SKCNepPTHOM KOMUCCUMN Cyaa.

4.11. Mo pe3ynbTaTaM 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB B CyAeOHbIX Konnernsax, cynebHbix
cocTaBax, NOCTOAHHbIX CyAebHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NOAPa3AeNeHUAX CyAa COCTaBAAIOTCA:

HOMEHKNATypbl Aen cyaebHbix Koanerui, cyaebHbiIX COCTaBOB, MOCTOAHHbIX CyAebHbIX
NPUCYTCTBUI, CTPYKTYPHbIX NOApa3aeneHunii cyaa;

ONucKM Aen, OMUCK INEKTPOHHbIX Aen cyAebHbIX Koanerui, cyaebHbIX COCTaBOB, MOCTOAHHbIX
cyaebHbIX NPUCYTCTBUI, CTPYKTYPHbIX NOApa3AeNeHnid cyaa: NoCTOAHHOro, BpemeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHMUs, No IMYHOMY COCTaBY;



npegnoxeHmAa K akTy O BblAeNEHUN K YHUUTOXKEHUIO AOKYMEHTOB, HE NOoANEXALWNX XPaHEHUIO.

5. OdbopmneHune gen N HbIX AOKYMEHTOB K Nocaeaylowwemy XpaHeHuo
B apxuBe cyaa

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

5.1. 3aKOHYeHHble AeNoNpPOU3BOACTBOM Aefa MOCTOAHHOMO (B TOM YMC/ie CO CPOKOM XpaHeHus
"0 AnKBMAaLMK cyaa') n BpemeHHbIx (cBbiwe 10 NeT) CPOKOB XpaHEHWs, B TOM Yucae No JNYHOMY
COCTaBy, NOC/e OKOHYaHWA KaNeHOApHOro rofga noAroTaB/AMBAlOTCA K Mepejaye B apxuB cyda M
noasaexaT NnosIHOMY 0pOPMIEHMIO U OMMUCAHMIO (BKNHOYEHUIO B ONKUCH Aen).

OdopmneHve u onucaHne pen [0 NepefadyM B apxMB  OcyllecTBaseTcA  paboTHMKamu,
OTBETCTBEHHbIMW 33 BeAeHME Jenonpou3BoacTBa B cyaebHolt Koanermn, cypgebHom cocTase,
NMOCTOAHHOM CyAebHOM MPUCYTCTBUM MM CTPYKTYPHOM NOApPAa3AeNeHun cyda, B COOTBETCTBUM C
TpeboBaHuaMM Mpasuna N 77, nHctpykumin N 36, N 161, N 224, N 225 1 HacTosiwen VHCTpyKuuu.

5.2. NMpu dpopmuposaHmm gen Heobxoammo cobntogaTb cregyrowme TpeboBaHuA:
[OKYMEHTbI NOCTOAHHOIO M BPEMEHHOMO XPaHEHUSA FPYNMNUPYIOTCA B OTAENbHbIE AeNa;

B [€/10 BK/IOYAIOTCA AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPMKaHMIO COOTBETCTBYHOT 3aro/ioBKY
Aena, npeaycMOTPEeHHOMY HOMEHKNATypoi. 3aronoBOK [Jena  YTOYHAETCA B  COOTBETCTBUMM  C
daKTUUECKMM COCTaBOM U COAEPIKaHNEM [OKYMEHTOB;

B AEN0 BKIKOYAETCA OAMH 3K3EeMNNIAP KaXXA0ro AOKYMEHTAQ;

B AeNa rpynnupyoTca 0KYMEHTbl OIHOrO KaNeHAapHoro roja (UcKaoUYeHne: nepexoaalime aena;
cynebHble Aena; IMUHble Aena, KoTopble oPMUPYIOTCA B TeYeHMe BCero nepnosa pabotbl);

NPUNOXeHUA, TNCTbl O3HAKOMJIEHUA, COrNacoBaHNA U pe3oalUUNN K AOKYMEHTaM ABNAKOTCA UX
HEOTbEM/IEMOM YaCTbIO M BK/IOYAKOTCA B AeNo BMmecTe C 4OKYMEeHTaMM, K KOTOPbIM OHU OTHOCATCA;

npuKasbl (pacnopaxeHusa) rpynnupytoTca B Aena B COOTBETCTBMM C YCTAHOB/JEHHbIMU AO/1A HUX
CPOKaMM XpaHeHMUS;

NM4YHble aena d)OpMMpyIOTCﬂ OTAENbHO Ha KaXgoro pa6OTHMKa, AOKYMEHTbI B ZIMYHbLIX Aenax
pacnonaratoTca B XPOHO/IOrM4eCKOM nopAagKke no mepe noctynneHusa;

NMueBble cyeTa No onJsate Tpyaa paboTHMKOB rPyNNMpPyIOTCA B OTAENbHbIE AeNa U pacnosaratoTca
B HUX M0 andasuty Gamuanin, UMeH 1 OTYeCTB (MpU HaMYMK);

He AO0MNYyCKaeTcA rpynnmposaThb B Aesla HepHOBbie U ,u,y6neTHb|e 3K3eMnaApbl AOKYMEHTOB, a TaKXe
AOKYMEHTbI, nognexauine so3Bparty.

5.3. MonHoe odpopmneHne gen Ha BymaxKHOM HocuTene NpeaycMmaTpuUBaerT:
n3baTUE PpanoB-BKNAAbIWEN, CKPEMNOK, METANINYECKUX CKOD, CTUKEPOB;

NOAWMBKY WAM NepenseT SOKYMeHTOB gena (HepopmaTHble AOKYMEHTbI XPAHATCA B 3aKPbITbIX
TBEPAbIX Nankax uan Kopobkax);

Hymepauunko INCTOB Aena,

cocTaB/ieHMe nucTa-3aBeputenn gena (npunoxkexme N 10 K HacToAwen MHCTpyKumn);



COCTaB/ieHME BHYTPEHHEeN onucKM JAOKymeHToB gena (npunoxkenne N 11 K HacToswen
NHCTpYKUMN);

odopmieHne 0610KKM aena (npunoxkeHune N 12 K HacTosiwen MHCTpyKummn);
JIUCT UCNONb30BaHUA (NpK HeobxoauMocTH).

5.4. leno Ha BymaxKHOM HOcCUTeNle He OO0/MKHO cofepaTb 6onee 250 nucToB Npu TOAWMHE
KopelwlKa He bonee 4 cm.

Echn KonmyectBo nuctoB B pgene npesbiwaeT 250, AOKYMeHTbl GOpMUMpPYOTCA B TOMa B
XPOHO/IOrMYecKkom nopsake. Tom 2 MOXKeT HbITb HauyaT ANLWb NOCAe OKOHYaHUA Toma 1. [lata oTKpbITUSA
TOMa 2 He Ao/XKHa bObiTb paHee AaTbl OKOHYaHMA Toma 1. Ha Tomax gonxeH bbiTb 06LNIA 3aro/I0BOK No
HOMEHKNaType gen.

5.5. IoKyMeHTbl NOALIMBAOTCA HA YeTblpe NMPOKoAa B TBEPAY 00JIOXKKY UK nepenseTaoTca C
YYETOM BO3MOKHOCTM YTEHMA BCEX AOKYMEHTOB, AaT, BU3 U PE300LUMNIA Ha HUX.

Mpy HeobXoAMMOCTU AOKYMEHTbl MeHee dopmaTa A5 (YeKM, KBUTaHLMMK, CNPaBKKU, poTorpadum u
apyrve) B Lenax yaobcrea NoAWMBAHNA HAKNENBAOTCA HA AUCT dopmaTa A4. Mpu OTCYTCTBMM NONA ANA
NOALWMBKN AOKYMEHT HEOBX0AMMO HaKNenTb 6e3 NOBPEXAEHNA TEKCTA HA BCMOMOraTe/IbHbIN /ICT.

JOKymMeHTbl NOALWNBAIOTCA B e/10 B XPOHO/I0OTMYeCKOM NnopAaaKe, Bce I'IpMO6LLI,eHHbIe B npouecce
paccMmoTpeHnA Cy,[l,E6HOI'O Aena AOKYMEHTbI - B NOpAAKE UX MOCTYyNNeHNA.

B cnyyae Mcnonb3oBaHua Ana GUKCMpPoBaHUA Xoaa cyaebHoro 3acefaHna cpeacTs ayanmosanmcu u
WHbIX TEXHUYECKUX CPeACTB 3/1EKTPOHHble HocuTenn uHbopmauuu (ANCKU, AUCKeTbl, daell-KapTbl)
XpaHATcA BMmecTe C cyaebHbim genom. Mpu 3TOM OHM A0MXHbI 6bITb BWKWTLI B cyaebHoe aeno
(npuobuieHbl K npoToKkony cyaebHOro 3acefaHus) B ynakOBaHHOM BuAe (KOHBEPT) C yKasaHMem Ha
yrnakoBKe Homepa Aena, AaTbl, @ TakKKe MOoAMMCaHbl YyNoJHOMOYEHHbIM pPaboTHUKOM annapaTa cyaa.
YnaKkoBKa [0/1KHa obecrneymBaTb COXPaHHOCTb 3/IEKTPOHHOrO HOCUTESA OT MNOBPEXKAEHUIA U NOPUMN.

5.6. Mpu Hymepaummn IMCTOB B Aenax cobatoaatoTca cneaytowme TpeboBaHmA:

HyMepauma npou3BOAUTCA apabckummn umdpamm NpocTbiM rPadUTHBIM  KapaHZAWoM  wuau
HYMepaTopOM C BOAOCTOMKOM LUTEMMNENBbHON KPACKOW;

HOMeEpPa /IMCTOB NPOCTABNAKOTCA B MPaBOM BEPXHEM YIny INCTa AOKYMEHTa,

doTorpadumn, YepTeku, anarpammbl U APYrue UAIOCTPATUBHbIE AOKYMEHTbI, NpeacTasasiolme
CaMOCTOATE/IbHbIN IUCT B AeNe, HYMepytoTcA Ha 06OPOTHOM CTOPOHE B 1IEBOM BEPXHEM YrAY;

JIUCT C HAK/IEEHHbIMWU AOKYMEHTaMM (Bblpe3kamu, BbiNnMcKamu, GoTorpadusmm) HymepyeTca Kak
O4MH NUCT;

NUCTbI (BbIPE3KM, BCTABKM TEKCTa, NepeBoAbl), MOAKNEEHHbIE OAHMM Kpaem K ApYyromy AWCTY,
HYMepYIOTCA OTAE/bHO;

KOHBEPTbI C BNOKEHNUAMU, NnoAaLnNTbie B A€N10, HYMEPYIOTCA B cneaylolem nopAagke - BHayane
HYMepPYeTCA KOHBEPT, a 3aTem o4YepeaHbIM HOMEPOM - KaxXa4o0€e B/1I0OXKEHUE B KOHBEpPTE. Ecan BnoxeHua
HYMepOBaTb HE/b3A, UX Ha/InYne OroBapmBaeTCA B 3aBepMTean0171 Hagnucu,

nogLmnTble B 4eN10 AOKYMEHTbI C COBCTBEHHOW HyMmepauuei NMCTOB (BKAtOYas nevyaTHble U3gaHus)
HyMepyloTcA B 06LIeM MOPAAKE MAM COXPaHAIOT COBCTBEHHYIO HYMepaLuio, eciu OHa COOTBETCTByeT
nopAAKOBOMY PacroOXeHUIO INCTOB B AeNe;

IUCTbl 6oNbLINX d)OpMaTOB noAawnsaroTcAa 3a ogunH Kpaﬁ N HYMEPYHOTCA KaK OAUH TUCT,



BCE J/IUCTbl gena (Toma, 4yacTu) Ha bymMarKHOM HocuTese (Kpome /NucTa-3aBepuTens gena u
BHYTPEHHEN ONNCK AOKYMEHTOB Aefla) HYMEpPYHOTCA B BaJIOBOM MOPAAKE;

JINCTbI A€, COCTOALLNX U3 HECKOJIbKMX TOMOB, HYMEPYHOTCA MO KaXXA0My TOMY OTAENbHO.

B cnyyasx obHapy»KeHus oWMBOK B Hymepauum AUCTOB Aesia NPpoBOAUTCA MepeHymepaumns uam
NCNo/Ib30BaHMeE INTEPHbIX HOMEPOB JINCTOB.

B CcQlydae U3aMeHeHNA Hymepauunm IMCTOB Aesla COCTaBIAETCA HOBbI NTNCT-3aBEPUTENb, NPU 3TOM
CTaprﬁ COXpaHAETCA B Aene.

5.7. Nuct-3aBeputenb gena (npunoxkeHme N 10 K Hactosawen WMHCTpyKUMK) cocTaBaseTca Ha
OTAENbHOM JIUCTE, MOAMNWUCLIBAETCA ero cocTaBuTenem, nogluimBaeTtca (BkaeuBaeTtca) B geno. Bce
nocneayrowme N3MEHEHUA B COCTaBE M COCTOAHUKN Aena OTMEYAlOTCA B /INCTE-3aBEPUTENIE CO CCbIKOM
Ha COOTBETCTBYHOLLMI AKT.

3anpewaeTca BbIHOCUTb JINCT-3aBepuTe/lb Ha O0ONOXKKY Jena WAM YucTbii 06opoT AucTa
nocnefHero goKymeHTa. Ecam geno noawunTo waun nepenneteHo 6e3 6aaHKa NMcTa-3aBepuTens, OH
[0KeH BbITb HaKNeeH 3a BEPXHIOK YaCTb IMCTA Ha BHYTPEHHIOK CTOPOHY 0610KM B KOHLLE Aena.

Bce nocnegyrowye nsmeHeHMA B COCTaBe U COCTOAHMK Aena (I'IOBpE)K,EI,EHMFl, 3amMmeHa NoA4/IMHHbIX
AOKYMEHTOB) OTMEeYaloTCA B INCTE-3aBepUTeNe Co CCbI/IKOM Ha COOTBETCTBVIOLLI,Mﬁ aKT.

5.8. Ha obnoke gena (npunoskeHme N 12 K HacToswen MHCTpyKUmMKM) yKasbiBakoTCA:
HaMmeHoBaHMe cyaa (NoNIHOCTbIO, B UMEHUTENILHOM MajexKe);

HaumeHoBaHuWe cyaebHol Kosnerum, cyaebHoro coctaBa, NOCTOAHHOMO cyaebHOro NMpuUcyTCTBUA
WU CTPYKTYPHOro noapasaeneHuma cyaa (npy Haanumm);

HoMep Toma (4acTu);
WHAEKC Aena no HOMeHKNaType;
3aro/IoBOK gena (Toma, yacTu);

bammnusa, MmaA, OTYECTBO OCYXKAEHHOTO /MLA M NOJHOE HauMeHOBaHWe cTaTbW Yros0BHOTO
KofeKca Poccuiickoin ®eaepaumm, No KOTOPOM NLLO OCYKAEHO;

bammnua, MHUUMaNbl UCTLA, OTBETYMKA (HaMMeEHOBaHWE opraHu3aLmMm), CyTb UCKa (3aaBneHus);

bamunama, MMA, OTYECTBO ONPaBAAHHOMO AMULA UAW NULA, B OTHOLIEHWM KOTOPOFrO MPOU3BOACTBO
NpeKpalLLeHo;

HOMep NPOM3BOACTBA MO ANy, YHUKaNbHbIA AeHTUGUKATOp Aena;

KpaiiHue gatbl gena (Toma, yactu);

KOJINYECTBO /ICTOB B Ae/ie (ToMe, 4acTu);

CPOK XpaHeHUA Aena c yKa3aHUem roaa, A0 KOTOPOro OCYLLECTBAAETCA XpaHEHNE;

Ha cyaebHbIX fAenax - MOAMNUCb CydbW, PacCMOTPEBLUEro fAeno, Ha Aenax obulero
OenonponsBoACTBa - MOANMCb Hauya/lbHUKa COOTBETCTBYHOLLLETO CTPYKTYPHOro nogpasaeneHus;

apXuBHbLIN WKdp aena;

nometKka "[na cnyxebHoro nosb3oBaHUA" UaM rpud orpaHMyeHUsa 4octyna (Npy Hannuumm).



5.9. Ha ob6noxkax Aen noCToAHHOrNro CpoOKa XpaHeHuAa npeaycmatTpuBaeTca MeCcto AanAa
HanmeHOoBaHNA TOCyadapCTBEHHOINO apxuvea, B KOTOprVI nepenarTcA Aena Ccyaa - WUCTOYHMUKa
KOMMN/1eKTOBAHUA.

Mpy U3MEHEHUN HaMMeHOBaHUA cyaa (CTPYKTYPHOro noapasaeneHus cyaa) B TeyeHue nepuoaa,
OXBaTblBAEMOTr0 AOKYMEHTamMK Aena, Ha 06/103KKe Aena yKasblBaeTca nociegHee HaMMmeHoBaHMe.

5.10. 3arosoBOK [Aena [AO/IKEH COOTBETCTBOBaTb (PAKTUYECKOMY COCTaBy COAEPKaHUIo
DOKYMEHTOB gena.

Ecnun geno coctomT N3 HECKOJIbKMX TOMOB (4acTelt), Ha 0610XKKY Kaxaoro Toma (4actu) BbIHOCUTCA
06LWNI1 3ar0N0BOK, @ TAK}Ke 3aroNI0BOK M HOMEP KaKaoro Toma (4actu).

Mpumep:

"[JOKYyMEeHTbl ONepPaTMBHbIX COBELLaHMI cyael B 2 Tomax. Tom N 1 - coselaHuna cyaen cynebHol
KOJIIerMn MO YroNoBHbIM genam";

"[JOKYyMEeHTbl OMepPaTMBHbIX COBELLaHMI cyael B 2 Tomax. Tom N 2 - coBelaHua cyael cynebHol
KO/INerMm no rpa*kaaHckum genam'.

B 3aronoBkax pen, cofepralmx Konuum OOKYMEHTOB, Ae/1aeTCA YKa3aHuMe Ha Haauyue Konun.
MNoANMHHOCTb OKYMEHTOB Ae/1a B 3aro/lIoBKe He OroBapMBaeTcA.

5.11. Ha 06n03Ke Aena yKasblBaloTcA KpalHWe AaThbl AOKYMEHTOB, MOMELLEHHbIX B AeN0.

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

[ata gena He yKasbiBaeTca Ha 06/I0XKax A€/, COAep’)Kaluux rofoBble MNaHbl, OTYETbI U Apyrue
OOKYMEHTbI, AaTbl KOTOPbIX OTPaXKaloTCA B 3aro/10BKax Aen.

Oatamun fen, cogepKalux pPacrnopsaaUTENbHYIO U WHYIO AOKYMeHTauuio (AoKnadbl, NUCbma,
CTeHOorpamMmbl), ABAAIOTCA AaTbl (YMCN0, Mecal, roA) pernctpaumm (coctasneHusa, NOCTynaeHUs) camoro
paHHEero 1 camoro no3aHero AOKYMEHTOB, BKAOYEHHbIX B A0 (KpalHue AaTthl AeN, AOKYMEHTOB).

[atoin faena, coaeprKallero MPOTOKO/blI 3acedaHuid, ABAAIOTCA AaTbl MEpPBOro M MoC/iAeAHEero
NPOTOKONA, BK/IOYEHHbIX B A4€/10.

ﬂ,aTOVI JIMYHOTO Aena ABNAKTCA OaTbl NOA4NMNCaHUA NMPUKA30B O Npueme U yBoJibHEHUU ZiNLUa, Ha
KOTOpO€Ee OHO 3aBeadeHO.

Mpwn 0b03HayeHuun [aTbl JOKYMeHTa CHayasa yKasblBaeTCA YMcio, 3aTem mecal, u rod. Ymcno mn rog,
obo3HauvatoTcs apa6CKVIMVI Ll,VId)paMM, Ha3BaHWMe mecAaua - NPonucCbHO.

Echn pata AOKyMeHTa WM OTAe/IbHble ee 3/ileMeHTbl onpeaenAtoTcA I'IpM6I'IM3MTel'IbHO, Ha
OCHOBAHMKN aHa/n3a coaepKaHNUA AOKYMEHTa, TO AaTa UIU OTAEe/IbHble ee 3/1eMeHTbl, He ABAAlOLWMECA
abcontoTHO AO0CTOBEPHbIMMU, 3aKNHOYAOTCA B KBaApaTHbIE CKOBKM.

5.12. KonnyectBo MCTOB Ha 0610 KKe AeNna yKa3blBaeTCA Ha OCHOBAaHUU NNCTa-3aBeEPUTENA.

5.13. CpOK XPaHEHUA Ha 0b6n10XKe Aena YyKa3blBaeTCA B COOTBETCTBMM CO CPOKOM XpPaHEHMUA,
YCTaHOB/IEHHbIM HOPMATUBHbIMW NMPaABOBbIMU aKTaMU Poccuiickoi CDep,epau,MM, TUNOBbIMU MepeyHAMU
LOKyMeHTOB, lNepeyHem JOKYMEHTOB.

Ha pena, BHeceHHble B onucb Aen (rogosoit pasgen onucu Aen) cyda - WCTOYHUKA
KOMMNEKTOBaHUA rOCyAapCTBEHHOrO apxumBa, apXMBHbIA WNMGP MNPOCTaBAAETCA MOCAe YTBepAeHuA



onucu gen (rogosoro pasgena onuvcu gen) OMK  apXMBHOMO YUYPEKAEHUA U yTBEPXKAEHUA
npeaceaatenem cyaa.

5.14. ApxuBHbIn WP BKIOYAET B ceba Homepa: apxmBHoro ¢oHAa, onucu Aen, AOKYMEHTOB,
eaMHULbI XpaHeHUS - Aena. Ha eAnHULAX XpaHEeHUSA, COAEPKALLMX AOKYMEHTbI HA BymaxHOM HocuTene,
ApPXMBHbIMA WKUPP HAHOCMTCA Ha OONOXKKY B JIEBOM HUMHEM W MPaBOM BEPXHEM Yriax B Lenax
obecneyeHns yyeTta U ngeHTMPUKaunm. MNMpu aTom 0603HaYeHNE, HAHOCMMOE B NPABOM BEPXHEM YAy,
nepesopaymnBaeTca Ha 180 rpagycoB NO OTHOLIEHUIO K 0603HAUYEHUIO B IEBOM HUMKHEM YIy.

5.15. Bo Bcex cygebHbix genax, nognerkalwmx nepegadye B apxuB Ha NMOCTOAHHOE U BpeMeHHoe
XpaHeHue (cebiwe 10 neT), a TakKe B Aenax Mo JIMYHOMY COCTaBYy, COCTaBAAETCA BHYTPEHHAS ONUCb
OOKyMeHToB gena (npunoxeHue N 11 K HacToAweln MHCTpyKLumn).

BHYTpEHHAS onMcb AOKYMEHTOB Ae/a NoAWNBaeTCA B Hayane gena.
(ab3au, BBegeH Mpukaszom CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 29.05.2024 N 124)

JINcTbl BHYTPEHHEN ONWUCKM OOKYMEHTOB [ena HyMepylTcs OTAe/lbHO OT obuielt Hymepauumu
OOKYMeHTOB gena. WMHdopmauma O KOJIMYECTBE JIMCTOB BHYTPEHHEM ONUCU [OKYMEHTOB nena
BK/IIOYAETCA B /IMCT-3aBEPUTEb.

MN3meHeHMe cocTaBa AOKYMEHTOB Aena oTparkaetca B rpade "MpumeyaHue" BHYTPeHHeM onucu
OOKYMEHTOB AieN1a CO CCbI/IKaMU Ha COOTBETCTBYHOLLME aKTbl.

Ecnv geno Ha BymakHOM HocuTene nepenieTeHo MM nogwmnto 6e3 6aaHKa BHYTPEHHEW onucu
AOKYMEHTOB, TO COCTaB/JIeHHas MO YCTaHOBAEHHOM ¢GOpMe BHYTPEHHAA OMNWCb MNOAKAenBaeTca K
BHYTPEHHEN CTOpOHEe NNLLEBOI 06N0KKM Aena.

5.16. B y4eTHO-perncTpaumoHHbIX YPHanax MNOCTOAHHOrO W BpemeHHoro (csbilie 10 nerT)
XPaHeHUs nepes Mx nepegayein B apxue paboTHMKaMKn OTAEN0B, OTBETCTBEHHLIMU 33 BeAeHWe OAHHbIX
OOKYMEHTOB, OCyLLEeCTBAAETCA HYMepaLMA INCTOB 1 NPOMN3BOANTCA 3aBepUTENIbHAA HAAMNUCD.

Ha 06/10KKe perucrpaumMoHHOro »ypHasa WAW KHWUMM COracHO HOMEHK/aType npocTaBafercs
CPOK XpaHeHMA 1 YKa3blBAaeTCA KOMYECTBO /INCTOB.

MNepen nepep,aqel‘/’i B apxus YYE€THO-CTaTUCTUYECKUX KapTo4yeKk pa6OTHMK oThena
Aenonponssoacrtsa NpoBepAeT UX HaiMvne 1 3anosIHeEHNE BCeX NpeayCMOTPEHHbIX PEKBU3UTOB.

Mocne nepefayn Aen B apxXmMB YYETHO-CTAaTUCTUYECKME KAaPTOUKM AOKHbI XPaHUTLCA B KapTOTeKax
(AwmKax, KapToTeuHbIX WKadax) oTAeNbHO MO YrofIOBHbIM, FPaXKAaHCKUM, agMUHUCTPATUBHbIM Ae/aMm,
Aenam o6 agMMHUCTPATMBHbLIX NPaBOHapyLEHUAX B NOPAAKE MX HOMEPOB MO rogam. B Kaxgom Tome
O0MKHO BbITb He 60nee 150 yYeTHO-CTaTUCTUYECKUX KapToyek, Ho He 6oaee 250 ncTos.

YUYeTHO-CTaTUCTUUYECKME KapTOUKM NepesatoTcs B apXme BMecTe C aidaBUTHbIM yKa3aTenem.
6. MOPAAOK YHUUTOXKEHNUA APXUBHbIX AOKYMEHTOB

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

6.1. Haxogawmecs B apxuBe fena, MO KOTOPbIM MCTEK CPOK XPaHEHWA, YCTaHOBAEHHbI
aencreylowmm lMepeyHeM AOKYMEHTOB, OTOMPAOTCA K YHWUTOMKeHWto. Pabota no otbopy gen K
YHUUTOMKEHMIO OcyLLecTBAseTCA PabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxXxmBa cyaa, eXKerogHo.

Jena n [OKYMEHTbl BKAKOYAOTCA B aKT O BblAeNEHUN K YHUUTOXKEHMIO [OKYMEHTOB, He
nognexawmnx XxpaHeHuo, ecam I'Ipep,yCN\OTPEHHbIﬁ AnAa HUX CPOK XpaHEHUA UCTEK K 1 AHBaApPA roga, B
KOTOPOM COCTaB/IEH AKT.



YHUUYTOXKEHUe AOKYMEHTOB A0 npoBeaeHnA  3KCNepTusbl LUEHHOCTUM WU YyTBEPXKAOEHUA
npeacenartesiem cyga onucem Aen NoCtoAHHOro xpaHeHmnA U cornacoBaHuA onucemn Aen no a1n4Homy
COCTaBy 3anpeLllaeTca.

6.2. Ha ocHOBe npepnoXeHWin K aKTy O BblAENEHUM K YHUYTOXKEHUIO [AOKYMEHTOB, He
nognexalinx XpaHeHUIo, COCTaBAEHHbIX MO pPe3y/bTaTam 3KCNEepPTM3bl LLEHHOCTU B cyAebHOM Konnernm,
cynebHom coctaBe, NOCTOAHHOM cyAebHOM NPUCYTCTBMM, CTPYKTYPHOM MOApasAeneHun cyaa,
paboTHUK, OTBETCTBEHHbIN 3a pPaboTy apxvMBa cyda, COCTaBAAET COOTBETCTBYHOLMA MPOEKT aKTa
(npunoxkeHme N 13 K HactoAwelr WMHCTpyKuMK). YKasaHHbIM NPOEKT MOAMNMUCHIBAETCA HaYa/lbHUKOM
oTaena genonpounssoacTtea (obuiero otaena).

npOEKT dKTa O BblaeNeHNnn K YHUUTOXEHUIKD [OOKYMEHTOB, He noanexauwunx XpaHeHuto,
npeacrtaBnAeTca Ha cornacoBaHue 3KCﬂepTHOl7I KOMUCCUU Cyda, 3aTEM HaANpaBaAeTCA Ha paCcCMOTpPeEHNE
oMK dPXUBHOIO y4dpexgeHunA (ecnm CyA4 BbICTynaeT UCTOYHUKOM KOMNNEKTOBAHUA TOCydapCTBEHHOIO
apxuBa UM Ha OCHOBAHWMU COOTBETCTBYIOLWLETNO ,u,orosopa), nocne 4yero yrBepXaaetca npeacenartesiem

cyaa.

6.3. lpn coctaBneHUM aKTa O BbIAEAEHUM K YHUUTOXEHUIO AOKYMEHTOB, HE MoAg/eXKawmx
XPaHEHWIO, JONKHbI cOBNtOAaTLCA CAeayloWme npasmia:

[leNa pacnonaraloTca B aKTe Mo rofam Ux pacCMOTPEHUA B MOPAAKE BO3pacTaHUA HOMEpPOB Aen;

B KOHLLe aKTa AenaeTca 3anmncb 0 TOmM, 4To U3 aen (cyaebHbix Aen) nsbAtbl NOANAUHHUKK CyaebHbIX
aKTOB, IMYHbIE OKYMEHTbI.

6.4. AKTbl O BblgeneHun K YHUYTOXEHUIKO OOKYMEHTOB, He noanexauwunx XpaHeHuto,
pPacCMaTpuBalOTCA U COrNacoBbiBAalOTCA Ha 3acedaHuu 3KCI'IepTHO[/‘I KOMUCCnn cyga oaHoBpemMeHHO C
onncammn Ha aesia NOCTOAHHOIO XpaHeHuAa, n No TIMYHOMY COCTaBy.

Mocne yTBepKAeHMA npeacepatenem cyga Onuceit en NnocTOAHHOTO CPOKA XpPaHeHus, onucen
OeN No /JINYHOMY COCTaBy, aKTOB O BbIAE/NEHUM K YHUUTOMKEHMUIO [OKYMEHTOB, He noaJsiexalimx
XpaHeHuto, Aena, BblAeNeHHbIE MO aKTy K YHUUTOXKEHMUIO, MOTYT BbITb YHUUTOMKEHbI.

6.5. [fena c ortmetkoi "INK" nopnexkar MNOANCTHOMY (A1 3SNEKTPOHHbIX [AOKYMEHTOB -
NOAOKYMEHTHOMY) NPOCMOTPY B LLENIX BbIABNEHUS apXUBHbIX JJOKYMEHTOB, NOAJ/IEKALLNX NOCTOAHHOMY
XpaHeHuto. BbisiBNeHHble B TaKUX Aenax [LOKYMEHTbl MOCTOSHHOTO CPOKa XPaHEHUA BbIAENAIOTCA U
NPUCOEAMHAIOTCA K OAHOPOAHBIM [eNaM COOTBETCTBYIOLLErO FOA0BOrO paszena uan GopmupytoTcs B
oTAenNbHble Aena.

OcTaBwnecs AOKYMEHTbl BPEMEHHOTO CPOKA XPaHEHWs BK/IOYAKOTCA B aKT O BbIAENEHUM K
YHUUTOXKEHUIO [OOKYMEHTOB, He Mnog/eralmx XpaHeHuto. [pu BKAOYEHUMM B aKT [AOKYMEHTOB,
BbIIBJIEHHbIX MPU MNPOCMOTPE AEN CO CPOKOM XpaHeHus ¢ oTmeTkoi "IMK", otmeTka "IMK" B aKTe He
yKa3blBaeTca.

6.6. M3 OTOBpPaHHbIX K YHUUTOMKEHUIO CyAebHbIX Aen (rpakAaHCKMX, aaMMHUCTPATUBHBIX,
YrOJIOBHbIX, 006 aAMMHUCTPATMBHbLIX NPABOHAPYLIEHUAX) Ha MOCTOSHHOE XpaHeHWe HeobxoaMmo
M3bIMaTb NOAJIMHHUKK CyAebHbIX aKTOB, BbIHECEHHbIX MO CYLLECTBY Ae/1a, a TaKxkKe cyaebHble aKTbl CyA0B
anennAUMOHHOM, KAacCaLMOHHOM N HaA30PHOM MHCTAHLMM, BbIHECEHHbIE MO pe3y/abTaTaM PacCMOTPEHUA
anenNAUMOHHBIX MAM KACcCAUMOHHBIX Kanob (npeactaBneHwuit) nMbo nepecmoTpa peleHui cyda B
nopsake Hag3sopa.

M3 npeKpalleHHbIX Aen, Aen Mo MWCKaMm, OCTaBneHHbiM 6e3 pacCcMOoTpeHusa, W3bIMaloTcA
NOA/IMHHUKX onpedeneHuii O MpekpaweHMM Npou3BOACTBa No Aeny, o6 ocTaBneHMM uUcKa 6es
paccMmoTpeHus.

Ha Bcex Cy,D,E6HbIX AKTaX NPOCTaBNAKTCA PErNMCTPaUNOHHbIE HOMEpPAa Aela, HOMeP nNpon3soactea,



YHUKaNbHbIN NAEHTUOMKATOP Aena, U3 KOTOPOro OHM M3bATbl. 3aTem AOKYMEHTbl MOALIMBAOTCA MO
NopsAKYy HOMEepPOoB AenN B OTAe/IbHble Aela U NOMELLAOTCA B TBEPAYIO 06/10XKKY.

MpuobLieHHbIe K cyaebHoMy Aeny 3/1IeKTPOHHbIe HocuTenn nHpopmaumm (AUCKU, AUCKETbI, daell-
KapTbl) YHWYTOMKAOTCA OAHOBPEMEHHO C Ae/OM NyTeM WX (PU3NMYECKOrO YHUYUTOMKEHUA UM
YHUUTOXKEHUA MPOrPamMMHO-TEXHUYECKMMM CPeCTBaMMU.

6.7. Mpn oTOOpE K YHUYTOXKEHWIO MaTepuanos, PACCMOTPEHHbIX B MNOPAAKE TPaxKAaHCKOro,
aAMMHUCTPATMBHOrMO, YrOJIOBHOIMO CYyAOMNPOM3BOACTBA, a TaKXe Mpou3BoAcTBA No  genam o6
aAMMHUCTPATMBHBIX NPaBOHAPYLWEHMAX, U3 HUX U3bIMAOTCA NOAJMHHUKN CyaebHbIX aKTOB, B TOM Yucie
BbILLECTOALMX CYAOB, KOTOpble GOPMUPYIOTCA B COOTBETCTBYIOLWLEE AeN0 PaboTHMKOM apxuBa cyga U
nepepatoTca Ha NOCTOAHHOE XpaHeHMe ¢ cobatogeHnem TpeboBaHMiA HacToAwEeN UHCTpYKUUN.

6.8. U3 apxmBHbIX AOKYMEHTOB, MOANEXAWMX YHUYTOXKEHMIO, OCTAKOTCA HA XPaHEHWE NUYHble
JOKYMeHTbI (macnopTta, BOEHHble BUNEeTbl, TPYAO0BbIE KHUMKKU U APYrUe NNYHbIe AOKYMEHTbI), KOTopble
NOMELLAOTCA B OTAE/IbHYIO ManKy, COAEPXKaALLY BHYTPEHHIOK ONUCb AOKYMEHTOB. B onucb BHOCATCA:
damumans, mmsA, OTYECTBO BAafde/bla [AOKYMEHTa, HaMMeHOBaHMEe [AOKYMeHTa W Homep gena
(npousBoACTBa), N3 KOTOPOTO OH M3bAT, rOA, PAaCCMOTPEHUA AeNla, HOMep M AaTa akTa 06 YHUUYTOXKEeHUK
aena. HesocTtpeboBaHHble J/IMYHbIE AOKYMEHTbl XpaHATCA B apxuBe cyga 75 net, nocne uyero
YHUYTOXKAOTCA.

6.9. ApxuBHble [OOKYMEHTbl, MNoAjeXKaline YHUYTOXKEHUIO, NepefarTcA Ha YTUAM3auuio B
opraHu3aumm, 3aHMMmatoLmecs nepepaboTKol BTOPCbIPbA.

B cny4yae otcyTtcTBUA opraHM3au,m71, npounssogAunX ytmnamsauunio B 4aHHOM permoHe, 4OKYMEHTbI
YHUYTOXKAOTCA cneunanbHO CO3,E|,aHHOl7I Ha OCHOBaHUWU pacnopAXeHnA npeacenartena cyga KOMUCCUEN
nyTem COXXeHna nnm MeXaHUYecKom nepepa60TKM, O Yem COCTaB/IAETCA aKT.

6.10. Mepen nepenayeit Ha YHUUTOXKEHNE [IOKYMEHTbI YNaKOBbIBAOTCA, a B HEOBXOANUMbIX CayYanx
oneuvatbiBatoTcA. [Mepepaya odopmaseTca NPUEMO-CAATOYHON HaKnagHoW (akTom), B KOTOPOI
yKa3blBalOTCA AaTa nepesayu, KOJIMYeCTBO BKAIOYEHHDBIX B aKT A&/ U APYTUX AOKYMEHTOB, BeC 6ymarKHOM
MaKynaTtypbl.

6.11. [lokymeHTbl, UMetoLme nomeTky "Ana cnyxebHoro nonb3oBaHMA", a TaKke coaep:Kalime
MHOOPMALUMIO OrpaHUYEHHOro A0CTyna, [AOJIKHbI YHMUTOXKATbCA B Cyde MyTeM MeXaHWYecKoro
n3mesibYyeHUn (WpeampoBaHMsa) MAM MHbIM CNOCOOOM, MCKAHOYAIOWMM BO3MOMKHOCTb BOCCTaHOBUTb
copepXaHne [JOKYMEHTOB. bymarkHble OTx0oAbl nNepefatoTcA B OpraHM3aLMio, 3aHMMAOLLYHOCA
nepepaboTKoM BTOPChIPbS.

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

6.12. Morpyska, BbIBO3 Ha YTUAM3AUMIO W YTUAM3ALMA OCYLLECTBAAIOTCA MOZL KOHTPOJEM
YNO/IHOMOYEHHOro paboTHMKA cyaa.

6.13. AKTbl O BblAe/IEHUN K YHUUTOXKEHUIO AOKYMEHTOB, a TaKXe AOKYMEHTbI, NoATBEpKAatowme
daKT yTUAM3aLUUK, NOALIMBAIOTCA B OTAENbHbIN HapA, B XPOHOIOMMYECKOM NopALKe.

B peructpaumoHHbIX KypHanax (rpada - npuMmeyvaHue) WAM YYETHO-CTAaTUCTUYECKMX KapTOYKax
(cneumnanbHbIA NYHKT MAK cBoboAHOe Mosie) genaetca OTMETKa 06 YHUUTOMKEHWW Aena C yKasaHuem
HOMepa, 4aTbl aKTa M NPOTOKOA 3acefaHnA 3KCNepPTHOM KOMUCCKM cyaa.

OTmeTKa 06 YHUYTOXEHUN AeNna NPOCTAaBAAETCA TaKXKe B COOTBeTCTByIOLLI,Eﬁ onucu gen.

6.14. 3anpeu.|,aeTc;1 Mncnosab3oBaHue OTO6paHHbIX K YHUYTOXKEHUIO aen gna XO3AMUCTBEHHbIX HYXA.

7. Nepepgaua gen (3NeKTPOHHbIX gen) B apxus cyaa. Mopaaok
XpaHeHUA apXMBHbIX Aen (3NeKTPOHHbIX apXMBHBIX aen)



7.1. lena NocTOAHHOTO XpaHeHus, BpemeHHbIx (cBbilie 10 neT) cpoKoB xpaHeHMA nepeaatoTca B
apXuB Cyda He No3aHee 4Yem 4yepes LECTb MecsLeB Mnocse 3aBeplleHna Aen B AeNnonpousBoacTBe no
onucam gaen cyaebHbix Koanerni, cyaebHbiX COCTAaBOB, MOCTOSIHHbIX CyAeOHbIX MNPUCYTCTBUA U
CTPYKTYPHbIX nogpasaeneHnin cypa (npunoxkenma N 3, 4 K HactoAwen WMHcTpyKkumm). OKOH4YaHWe
npoussoacTBa Mo cyaebHbiM Aenam onpeaensercs B NopAgKe, YCTaHOBJAEHHOM COOTBETCTBYIOLLEM
WHCTPYKLMeN no cyaebHoMy Aenonpoms3BoacTsy.

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

[JOKyMeHTbl NO /AIMYHOMY COCTaBY CYAEN KacCaUMOHHbIX CyAoB OOWen pUCcanKkumnm,
anenNAUMOHHBIX CYyA0B OOLWEN HOPUCAMKUNKM, BEPXOBHbIX CyA0B pecnybnunK, KpaesbiXx M 06/aCTHbIX
Cy[o0B, cynoB roponos denepanbHOro 3Ha4eHUA, CyA0B aBTOHOMHOM 061aCcTM M aBTOHOMHbIX OKPYros
nepepatoTca B apxuB cyga no uctedeHun 10 net co AHA OCBOOOXMAEHWS OT AO/MKHOCTU Cyabu
(oTuncnenuns n3 wraTa cyaa); denepanbHbiX rOCYAAPCTBEHHBIX MPAXKAAHCKUX CAYNKALLMX - MO UCTEYEHUN
10 net co AHA YBONbHEHMUA.

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

7.2. PeweHne Ha nepepadyy B apxmB cyaebHbIX Aen, npousBOACTB U MaTepuasoB NpUHUMaET
CYAibsi, UX PAaCCMOTPEBLLNIA, @ NPU ero oTCYTCTBUM - NpeaceaaTens cyaa (cyaebHoi Konnermu, cyaebHoro
COCTaBa), ero 3amMecTuTeslb UM UHOE YMNOJIHOMOYEHHOe npeacegartenieM cyda AMuo (B NOCTOAHHOM
cypebHom npucyTtcTBum). Mpu 3TOM cyabA MPOBEPSET COCTOAHWME Kaxgoro cypebHoro paena,
npou3BoACTBa UKW MaTepuana.

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

7.3. PeweHne Ha nepefayy B apxvB CyAa HOMEHKAATYpPbl, }YPHAN0B U YYETHO-CTaTUCTUYECKUX
KapTo4YeK NpUHUMaET npeacesatens cyaa (cyaebHol konnermu, cynebHoro coctaBa), ero 3amectTuTesb
WAN MHOE YNONHOMOYEHHOE NpeacesaTenem cyaa Amuo (B NOCTOAHHOM cyaebHOM NpUCYTCTBUM).

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

7.4. PeweHne Ha nepegayvyy B apXMB MHbIX AOKYMEHTOB CyAa NMPUMHMMAET Ha4vaNbHWK OTAena
aenonpoussoactsa (obuwero otaena) cyaa, MHOeE YMNOJIHOMOYEHHOE npeacefdaTtenem cyga avuo (s
NOCTOSAHHOM CyAebHOM MPUCYTCTBUM).

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

7.5. [loKymeHTbl BpeMeHHbIX (80 10 fIeT) cpoKOB XpaHeHUs uan "4o MUHOBAHMA HagobHocTU" B
apxuB cyZa no obuemy npasuay He nepeaatoTca.

B cOOTBETCTBMU C pacrnopsKeHMem npeacesatens cya B UCKAKUYUTENbHBIX Cyvanx (oTcyTcTeue
BO3MOXKHOCTU 06ecneyeHnn COXPaHHOCTM, COOTBETCTBYIOLMX NOMELWEHUI ONA UX XPAHEHMA U UHbIX)
OOKYMEHTbI BpemeHHbIX (4o 10 neT) cpoKoB xpaHeHMAa unan "oo MMHOBaHUA HagobHocTM" aena moryT
6bITb NepeAaHbl B apXMB CyAa NO COOTBETCTBYIOLLMM OMUCAM.

MoaroToBKa gen BpemeHHbIX (40 10 feT) cpoKoB XpaHeHUa unn "o MMHOBaHWA HagobHocTn" ans
nepefaym B apxvB, a TaKXKe nepegaya TaKMX LN B apXMB CyAa OCYLLEeCTBAAETCS B COOTBETCTBUM CO
CPOKaMM, yCTaHOBAEHHbIMM NyHKTamu 5.1, 7.1 HacToAwwel UHCTpyKLmK.

Takve gena opopmnaioTca paboTHMKAMKM, OTBETCTBEHHbIMM 33 [e/I0NPOM3BOACTBO B CyZebHOM
Kosnnermm, cyaebHom coctaBe, MOCTOAHHOM CyAebHOM MPUCYTCTBMM, CTPYKTYPHOM MOApasaeneHun
cyAa, cnepyoLmm obpasom.

Jena noawwvsatotcs, Ha 0BN0XKKe YKa3blBAlOTCA: HAaMMEHOBAHWE CyAa; 3aro/IoBOK Aena (Toma,
YyacTu); MHAEKC Aena No HOMeHKnatype; Gbamuava, UM, OTYECTBO OCYXKAEHHOro /MUA M MojHOoe
HauMeHOBaHMWe CTaTbM YronoBHOro Kogekca Poccuiickoit ®epepaumn, NO KOTOPOM AULO OCYMKAEHO;
dbamuana, MHMUMaNbI UCTLA, OTBETYMKA (HAMMEHOBaHWE OpraHM3aLmMm); CyTb UCKa (3aABNEHNA); KpalHKe
AaTbl Aena; HoOMep MPOM3BOACTBA MO AeAny, YHWUKaNbHbIM naeHTUOMKATOp Aena; HOMep TOMa; CPOK



XpaHeHMs fena C YyKasaHMem roja, A0 KOTOPOro OCYLIECTBAAETCA XpaHeHue, NOoANUCb CyAabu,
paccmoTpesLiero aAeno (c paciwmdpoBKon noanuchu).

Mo MCTeYeHUN CpoKa XpPaHEeHUs AW MO MMHOBAHUMU HaZOBHOCTU AOKYMEHTbI BpemeHHbIX (4o 10
NIeT) CPOKOB XpaHeHUs UaM "A0 MMHOBaHUA HAaA0BHOCTU" YHUUTOMKAIOTCA B MOPAAKE, YCTAHOBNEHHOM
HacToAwen MHCTpyKuMelr, o yem cocTaBnsetcs akT (npunoskeHne N 13 K HacToAwen MHCTpykumm).
MpepnoXeHNs K akTy O BbIAENEHUM K YHUUTOMKEHMUIO OOKYMEHTOB, HE MOAJEXAWMX XPAHEHMUIO,
npeaycMoTpeHHble absauem 4eTBepTbiM nNyHKTa 4.11 Hactoawein WHCTPYKUMM, COCTaBAAOTCA
paboTHMKaMW, OTBETCTBEHHbIMM 33 [AEN0MNPOM3BOACTBO B cyaebHOM Konnermu, cynebHom cocTase,
NOCTOAHHOM cyfebHOM NPUCYTCTBMM, CTPYKTYPHOM NOAPA3AENEHNN CyLa COOTBETCTBEHHO.
(nyHKT B pea. MNpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP o1 09.01.2024 N 1)

7.6. DNEKTPOHHbIE AOKYMEHTbI BPEMEHHbIX CPOKOB XpaHeHuna 4o 10 feT BKAOYMTENbHO XpaHATCA
B TeYyeHMe YCTaHOB/IEHHOr0O CpoKa B WHOOPMALMOHHOM cucTemMe (XpaHWUAULLE 3NEKTPOHHbIX
AOKYMeHTOB) B GopmaTe, B KOTOPOM OHM BbIIM CO34aHbl UK BKAOYEHBI B MHOOPMALMOHHYIO CUCTEMY.
B apxu1B cyZa Takue JOKYMEHTbI He nepeaatoTcs.

7.7. Nepepaya Aen, B TOM 4yucie aAen BpemeHHbiXx (4o 10 neT) cpokoB xpaHeHua uau "ao
MMHOBaHMA HagobHOCTM", B apXxmB cyda OCYLECTBAAETCA no rpaduky, COrlacoBaHHOMY C cyaebHbIMMU
cocTaBamu, CcyaebHbIMM KOANeruamu, MOCTOAHHbIMU CyAeOHbIMU MPUCYTCTBUAMMU, CTPYKTYPHbIMMU
noapasaeneHuaMn, nepesaonmm LOKYMEHTbI B apXmB, U YTBEPKAEHHOMY Npeacepatenem cya.
(nyHKT B pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae P® o1 09.01.2024 N 1)

7.7.1. Mpun nepegaye [AOKYMEHTOB Ha OyMarKHOM HOCUTEsie B apxvMB cyda pPaboTHUKOM,
OTBETCTBEHHbIM 3a paboTy apxMBa cyaa, NpoBepatoTCa:

COOTBETCTBME 3arosiIoBKa Aesia no Oonucn pAen CTPyYKTYypHOro noapasgeneHma cogepraHuko
AOKYMEHTOB B A€ENe;

NpPaBUAbHOCTb OPOPMIEHNA U FPYNMNPOBKU JOKYMEHTOB, BK/OYEHHbIX B A€/10;
KayecTBO NOALLMBKM UK nepensieTa Aena;

NPaBUIbHOCTb HYMepaLUn INCTOB AeNa;

NPaBUAbHOCTb COCTABNEHUA BHYTPEHHEN ONMUCU AOKYMEHTOB Aena (Npu Hannumm);
NpPaBUAbHOCTb 0POPMIEHNA 0BNOXKKMN AeNa;

Ha/iM4Yne 1 NPaBUAbHOCTb 3aN0IHEHUA INCTa-3aBepuTens aena.

Bce BbifiBNEHHble NpM NPOBEpPKe HeAoCTaTKM B GOpMMpPOBaHUM U opopmaeHnn aen paboTHUKM
cypebHoro coctaBa, cyaebHOM Konnernu, MOCTOAHHOrO CcyAebHOro npPUCYTCTBUA, CTPYKTYPHOrO
noapasgeneHumsa 06s3aHbl YyCTPAHUTD.

(noanyHKT B pea. NMpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

7.7.2. Npuem-nepesayda AOKYMEHTOB B apXMB CyZa Npou3BoAUTCS PabOTHUKOM, OTBETCTBEHHbLIM
33 paboTy apxuBa cyaa, B NPUCYTCTBMM pPaboTHMKa cypebHoro coctaBa, cyaebHoOM Koaneruu,
NOCTOAHHOro cyaebHOro NpUCyTCTBMA, CTPYKTYPHOrO noapasgeneHuna cyaa. B otmeTke o npueme gen B
KOHLE KaXKAOro 3K3eMnaapa OnucK Aen yKasblBatoTCA KONMYECTBO GaKTUYECKM NPUHATBIX B apXuB Aen,
HOMepa OTCYTCTBYHOLLMX AeN, AaTa Npuema-nepenayn, a Takxe NOAMMCU U pacmdpoBKM noanuceit
YKa3aHHbIX pabOTHUKOB.
(noanyHKT B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP o1 09.01.2024 N 1)

7.8. Mepenaya 3/1E€KTPOHHbIX AOKYMEHTOB B apXvB MPOM3BOAWUTCA HA OCHOBaHUW oOnUcei
3/IEKTPOHHbIX AeN cyaebHoro cocrtaBa, cyaebHOW Konerumn, CTPYKTYPHOro mnoApasgeseHus cyga no



NHPOPMALMOHHO-TENEKOMMYHUKALMOHHOW CceTh (MpU HaauuMmM B apxuBe cyda MHGOOPMaLMOHHOM
cucTembl) MAK Ha Gpu3Myeckn 060cobNeHHbIX MaTepuasnbHbIX HOCUTENAX, KOTOPble MPeACTaBAAOTCA B
ABYX MAEHTUYHbIX 3K3eMNAApax.

TexHMYecKoe conpoBOXAeHME MO obecneyeHUto nepesavm 3NeKTPOHHbIX SOKYMEHTOB B apXuB,
CBA3aHHOE C HACTPOMKOM MPOrpPaMMHbIX KOMMNEKCOB WM UX OYHKUMOHMPOBAHMEM, a TaKXKe
YOOCTOBEPEHME  KayecTBa  NepefaBaeMblX  e4MHUL,  XPaHEeHUA  3/IEKTPOHHbIX  AOKYMEHTOB
obecneunBaeTca paboTHMKamMM, OTBEYAOWMMM 33 PYHKLMOHUPOBAHME MHOOPMALMOHHBIX TEXHOIOMMIM
B CyAe, a TakKe paboTHMKamu punmnanos OreyY UAL, CyaebHoro aenaprameHTa.

7.8.1. Mpu nepepaye 3/M1EKTPOHHbLIX AOKYMEHTOB B apXWMB CyAa BbIMOAHAIOTCA cleaylolime
OCHOBHbIe npoueaypbl paboTbl C 4OKYMEHTAMMU:

dopmupoBaHMe B MHPOPMALMOHHON CUCTEME Cyda SNEKTPOHHbIX AeN, ABAAKLMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3N1EKTPOHHbIX AOKYMEHTOB UM KOHTEMHEPOM 3/1EKTPOHHOIO AOKYMEHTa,
CoAep)KalWMM KOHTEHT U MeTafaHHble 3/1eKTPOHHOrO AOKYMeHTa, ¢aisibl 3N1eKTPOHHbIX noanucen u
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1EKTPOHHOIO AoKYyMeHTa B popmate PDF/A;.

dopMUpPOBAHUE OMUCK IJIEKTPOHHbLIX Ae/, AOKYMEHTOB cyaebHoro cocraBa, cyaebHol Konnermu,
CTPYKTYPHOTO nogpasaeneHus cyaa;

NpoBepKa apXMBOM CYAa 3NEKTPOHHbIX AOKYMEHTOB Ha Hanuume BPEAOHOCHbLIX KOMMbIOTEPHbIX
nporpamm;

npoBepKa BOCNPON3BOANMOCTUN INEKTPOHHbLIX AOKYMEHTOB,

nposepka GU3NYECKOro U TEXHUYECKOro COCTOAHUA HocuTenel (Npu nepepade 31eKTPOHHbIX
JOKYMEHTOB B apXxmB cyAa Ha ¢pu3nyeckn 060cobneHHbIX MaTepranbHbIX HOCUTENAX).

7.8.2. Tpyem  3/MEKTPOHHbIX [OKYMEHTOB B apxXxuB cyda nNo  MHPOPMALMOHHO-
TeNeKOMMYHUKALUMOHHOW ceTu (Npu HaandmMmM B apxuee cyda MHPOPMALIMOHHOM CUCTEMbI) UAU Ha
dusnuyeckn obocobsieHHbIX HocuTeNnax oGOpPMASETCA COCTaBNIEHUEM MTOIOBOM 3aMUCU B KOHLE ONUCK
3/IEKTPOHHbIX AeN, B KOTOPOM undpamm 1 NPONUCHI0 YKa3biBaeTCA KOAMYECTBO GaKTUUYECKM NPUHATbIX B
APXMB INEKTPOHHbIX A€/ N SNEKTPOHHbIX AOKYMEHTOB. MTOroBaa 3anmcb NOATBEPKAAETCA NOAMUCAMM
paboTHMKa, OTBETCTBEHHOro 3a PaboTy apxmBa cyaa, U paboTHUKa, NepenaBLUero 3/JIeKTPOHHbIE Aena u
OOKyMeHTbl. lMpu npueme Ha apxMBHOE XPaHEHWE 3/1IEKTPOHHblE Aena 3aBepstoTcA 31eKTPOHHOWN
nognucobto Nnpeacenatena cyga uam ynoJIHOMOYEHHOIO UM AnLa.

7.8.3. MNocne npvema B apxXWMB 3/EKTPOHHbIX LOKYMEHTOB Ha ¢OU3MYECcKM 060CcobaeHHbIX
MaTepUaIbHbIX HOCUTENAX BKAALbIWM, MOMELeHHble B OYTAAP eOUHULBI XPaHEHUA B CTPYKTYPHOM
noApaszeseHnn, 3aMeHAITCA Ha BKAAAbIWK, 0POPMIIEHHbIE B apXMBe.

Ha BKnagplwe, nomewaemom B o¢yTAAp eaMHULbl XpaHeHus, opopmaseMoM B apxuBe,
YKa3blBaloTCA:

HaMmeHoBaHMe cyaa (NosiHoe, COKpaLLeHHoe);
Homep doHAa;

HOMEP OMMCK IEKTPOHHbIX Aen;

HOMep Aena no onucu;

OTMETKa O CcTaTyce 3K3eMnaApa 3/NeKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOI) wuan "Pab."
(pabounit);

KpaﬁHME AaTbl JOKYMEHTOB 3/1IEKTPOHHOIO Aena,



npu HeobxoAMMOCTU OPOPMAAIOTCA LOMOJHUTE/IbHbIE OTMETKM 06 OrpaHuMyeHun goctyna K
AOKYMeHTaM.

Bknagpiw nomeutaetca B ¢ytasp pusmyeckm o060cob6/1€HHOro matepuanbHOro HOCUTENSA TaKUM
o06pasom, 4Tobbl HaZNUCK HA HeEM BblaM BUAHbBI NPU 3aKpPbITOM dyTAApE.

Hagnucu Ha BKnagplwax NeyaTatoTcas WMAM HAHOCATCA OT PYKM pasbopumBbIM  MOYEPKOM
CneuManbHbIMWU - BOLOCTOMKMMU  YepHUAaMKU. BO3MOXKHO MCNO/Ab30BaHME LWITAMMOB W APYruX
aHaNOrMYHbIX CPeaCTB.

7.9. Mpn nprveme 3NEKTPOHHbIX AOKYMEHTOB Ha XpPaHEHWEe B aApPXMB Y4uTbIBaAtOTCA aKTopbl:
OrpPaHMYEHMA Ha NPUEM INEKTPOHHBIX JOKYMEHTOB; 3aBEPLUEHHOCTb NPOLECCA CO34aHMNA 3NEKTPOHHOIO
OOKYMEHTa; Ha/inume 3aKOHOAaTeNbHbIX aKTOB, NPENATCTBYOWMX Nepefayde 3N1EKTPOHHOTO AOKYMEHTA;
HannuuyMe HeobXo4MMOWN CONPOBOAUTENbHOM [OKYMEHTaUMW; COOTBETCTBME TWUMa 3/EKTPOHHOIo
060pYyA0BaHUA PA3UUYHBIM PEXKMMAM XPaHEHUA SNEKTPOHHbIX LOKYMEHTOB.

7.10. [ena, no KoTopbiM cynebHble pelweHuA He obpaleHbl K WMCNONHEHWUIO B MNOPAAKE,
npegycmoTpeHHoM nHcTpyKuuamm N 36, 161, B apxmB cyaa He nepeaatoTca.

Ha yuyeTHO-CTaTUCTUUYECKOMN KapTouKe AenaeTcA OTMETKa O nepejaye Aesa B apXus.

7.11. MocTynuBWKWE B apxXuB cyda Agena v Apyrue AOKYMEHTbl XpaHaTca no ¢oHaam B
XPOHONOTMYECKOM MOPAAKE.

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

Ha Kopeluke 06/10KKK KaxKa0iM KOPOOKM YKa3bIBaAOTCA Haya/ibHble M KOHEYHbIE PerMcTpauuoHHble
HOMepa Aefl, NOMeLLEHHbIX B KOPOBKY.

8. CnpaBO4YHO-NOUCKOBbIE CPEACTBA K aPXUBHBIM AIOKYMEHTaM

(B pea. Mpukasa CygebHoro genaptameHTa npy BepxosHom Cyae PO
071 09.01.2024 N 1)

8.1. Cuctema CnNpaBOYHO-NMOWUCKOBBIX CPEACTB BK/IOYAET apXMBHblE CMPABOYHUKM Ha BymarkHOM
HocuTene M (MAM) B 3NEKTPOHHOM BMAae: obsA3aTesbHble - OMUCU AN, ONWUCK 3NEKTPOHHbIX AEN;
BCNOMoOraTenbHble (Heoba3aTeNbHbIE) - UCTOPMYECKan cnpaBKa K GoHAy, KaTanoru, ykasaTtenn n o63opbl,
cnyebHble KapToTeKU, peecTpbl, 6asbl AaHHbIX U APYrMe CNPaBOYHMNKM.

CoctaB BCNomoraTenbHbIX dPXUBHbIX CNPaBOYHNUKOB onpenenaeTcA CaMOCTOATE/IbHO.

8.2. UcTtopuueckana cnpaBka K ¢oHAY COCTOMT M3 Tpex pasgesioB: uctopus ¢oHpoobpasosaTtens,
OTpakatolLas MCTOPUIO CyAa CO CCbIJIKAMM Ha COOTBETCTBYHOLUME 3aKOHOAATE/IbHbIE U HOPMATUBHbIE
aKTbl (gaTbl 06pa3oBaHMA, NepenMmeHOBaHWA, PeopraHn3aumm, TMKBUAALMMK, CTPYKTYPY U OYHKUUK, KX
N3MEHEHWA, NPeXKHNEe HaumeHoBaHUA), nctopus ¢oHaa (06beM, KpaliHMEe AaTbl AOKYMEHTOB, CTENEHb
MX COXPaHHOCTW, QAaTbl MNepefayYn L[OKYMEHTOB Ha MNOCTOAHHOE XPaHEHWE) W XapaKTepuCTUKa
AOKymeHToB ¢doHAa (PasHOBUAHOCTU AOKYMEHTOB, 0COHEHHOCTM GOPMUPOBAHNA eAUHUL, XPaHEHUS U
MX CUCTEMATU3ALMKN, HaNNUYMEe [OKYMEHTOB, BbIXOAALMX 32 XPOHO/NOIMUYECKUE FPaHULLbI AEATENbHOCTU
doHao0bpasoBaTensn, cocTaB CNpaBoYHOro annapara K ¢oHay).

McToprueckana cnpaBka K ¢oHAY COCTaBAAeTcA B ABYX 3K3emnaapax (ecau cyag BbicTynaer
MCTOYHMKOM KOMM/IEKTOBaHMA FOCYAapCTBEHHOrO apxvBa), OAMH XpaHMTCA B Aefe cyda, BTOPOW -
nepeaaeTcs B roCcyaapcTBEHHbIN apxuB. MicTopuyeckan cnpaeka K ¢oHAy NOANUCLIBAETCA COCTaBUTE/IEM.

9. YueT AOKYMEHTOB B apxuBe cyaa



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

9.1. YyeTy nognexaT BCe Haxo4ALMECA Ha APXMBHOM XPaHEHUW AOKYMEHTbl, B TOM 4ucne
JOKYMEHTbl MO JIMYHOMY COCTaBy, KOMWUW AOKYMEHTOB, BKAOYEHHble B (OHA NONb30BaHUA (npu
Ha/IMYUKM) U ONMUCK AeN, ONUCU INEKTPOHHbIX Aen.

OCHOBHbIMW €AMHULAMM y4YeTa apPXMBHbIX AOKYMEHTOB ABAAKOTCA apXMBHbIM GOHA, eanHMUa
XpaHeHMUs.

9.2. CeepeHuA 06 obbeme M cocTtase eaAnHUL, XpaHEeHUA YKa3biBalOTCA B APXUBHbLIX YYETHbIX
AOKYMEHTAaXxX. Obn3aTtenbHble W BCMOMOraTe/bHble dpPXMBHbIE Y4YeTHble [OOKYMEHTbl BeAyTCA AONA
obecneyeHus y4yeTa nocTtynneHuA, Bbl6bITMF|, Koan4yectBea, COCTaBa U COCTOAHUA apPXUBHbBIX JOKYMEHTOB.

9.3. K 06A3aTeNbHbIM YYETHbIM LLOKYMEHTAM apXMBa CyAa OTHOCATCA:
nacrnopt apxmea (npunoxeHue N 14 K HacTosAwen MHCTpyKunn);

YyYeTHble CBeZeHUA O OOKYMEHTaX, XpaHALMXCA B apxuBe cyga (npunoxeHne N 15 K HacTosweln
NHCTpYKLMN);

KHUra yyeta nOCTYNAeHUA U BbIBbITUA Aen, OOKYMeHTOB (npunoxkeHne N 16 K HacTosLein
NHCTpYKLMN);

nuct doHaa (npunoxkernne N 18 K HacToAwen NHCTpyKumn);

onucu aen (npunoxkeHua N 5, 6, 7 K HacTos el MHCTpyKumK);

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

K BcnomoraTesibHbIM Y4ETHbIM AOKYMEHTaM OTHOCATCA:

cnucok ¢oHaos (npunoxkeHne N 17 K Hactoswein WMHCTPYKLMM), KOTOPbIM COCTaBAAETCA Mpu
OCYLLECTBNEHUM XPAHEHWNA aPXMBHbIX OKYMEHTOB, OTHECEHHbIX 60/1ee yem K ogHomy GoHAy;

KHUra BblAaun eAUHUL, XPaHEHUSA BO BPEeMEHHOe Mosib3oBaHue (npuaoxeHne N 27 K HacTosLuen
NHCTpYKLUMK);

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

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

KaTanoru;
yKasaTenu.

9.3.1. NacnopTt apxuBa (NpunoxeHune N 14 K HacToswwel UHCTPYKUMKU) COCTaBAAETCA EXerogHo,
OTparkaeT COCTaB, COCTOAHUE, 0ObEM W YCNOBUA XPAHEHUS AOKYMEHTOB U XPaHUTCA NOCTOAHHO.

MacnopT apxuBa COCTaBAAETCA MO COCTOAHMIO Ha 1 ,u,eKa6pﬂ OTYETHOro roaa.

Ecnaun cypg BbicTynaeT MCTOYHUKOM KOMIMJIEKTOBAHUA FOCYAapPCTBEHHONO apxmBa Wan Npu HanM4ymm
COOTBETCTBYHOLLEINO A0roBopa nacnopTt apxmBa COCTaB/AAETCA B ABYX 3K3eMMNJ/IApPax: O4UH 3K3emMnaap



HanpaeAAeTCcA B roCcy4apCTBEHHbIN apX1B, BTOPOI - XpaHWUTCA B COOTBETCTBYIOLLLEM Hapaae apxuBa cyaa.

ObbemHble MoOKasaTeNu AaloTcA B yKasaHHbIX eauHMLAX M3MepeHMs coriacHo dopme nacnopta
apxuBa. MicnpaBneHus, BKAEMKM He A0MyCKatoTCA.

B agpecHoi YacTM 61aHKa macnopTa apXuBa, PacroIOXKEHHOM B 1EBOM BEPXHEM YTy, B CTPOKe
"Komy npeacraBnaeTtcs" yKasblBaeTcs Ha3BaHWeE rocyAapCTBEHHOMO apxmaa (Npu Hanuuuu).

B cTpoke "Kem npepacTtaBaseTca” yKasbiBalOTCA: NONHOE HaMMEHOBaHWe CyZa, NOYTOBbLIN agpec ¢
yKa3aHWeM MHAEKCa, Koga ropoaa U Homepa TesiepoHa (dakc, e-mail).

B pasgene "Obwme ceepeHuns" 3anonHsaeTcsA cTpoka 101, KoTopas cocTouT U3 cnegytowmx rpad:
KonmdectBo ¢poHAoB (rpada 1);

naowazb apXMBOXPaHUANLLA B KBaZPATHbIX MeTpax (KB. M) (rpada 2);

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

B rpade 1 cTpoku 101 yKasbiBaeTcA KOAMYECTBO POHAOB, XpaHAWMXCA B apxuse cyga. Ecam B
apxuBe cyZa XpaHATCA AOKYMEHTbI TO/IbKO OAHOrO CcyAa, TO yYKasbiBaeTca undpa 1; ecam xpaHatca aena,
OOKYMEHTbI APYrnX CyA,0B, YKa3blBaeTca Luppa No KOANYeCTBY XpaHalwmxca GoHA0B B apxuBee.

Kaxabiit ¢poHa, He3aBUCMMO OT TOrO, COCTOWUT /IM OH M3 AOKYMEHTOB OAHOIO MAN HECKObKMX
BMA0B, Y4NTbIBAETCA B MACNopTe apXmBa TO/IbKO OAMH Pas.

B rpade 2 ctpoku 101 yKasbiBaeTca NAoLWaLb OTAE/IbHOIO NOMELLEHUS, B TOM YMCAE NOCTOAHHOMO
cynebHoro NpPUcyTCTBUA, apxmBa (aPXMBOXPAHUAMLLA) B KB. M AW CYMMa NAOLWAAEN BCEX NOMELLEHWA.

Mnowaab M3mepaeTcs TOYHO U YKa3blBaeTCA C TOYHOCTbIO 40 AECATbIX 40/1el KBagpaTHOro MeTpa -
He meHee 04HOro 3HaKa nocne 3anatoi. Hanpumep: 25,4 KB. M.

MNnowaap pa6oqu KOMHAaT nnaun I'IOLI,COGHbIX I'IOMELLI,EHMVI HE YYNTbIBAETCA.

Mpwn OTCYTCTBMM OTAENBHOMO NOMELLEHUA A1 XPaHEHMA apPXUBHbLIX LOKYMEHTOB B AaHHON rpade
CTaBUTCA NPOYEPK.

lpada 3 cTpokn 101 3anonHAETCA NPU HAMYUKN OTAENBHOTO MOMELLEHMA AN XPAHEHMA apXMBHbIX
OOKYMEHTOB B cyZie (apXMBOXPAHWAMLLA) M NPU YCI0BUM 3aN0IHEHUS rpadbl 2.

NMoKa3aTenb 3arpy*kKeHHOCTU apXMBOXPAHWUAUWA ABAAETCA CTPOro BbIYMCNAEMON BEINUYNHON,
npuMmepHoe ero onpegeneHme He gonyCcKaeTcAa.

CreneHb 3arpy*KeHHOCTU aPXMBOXPAHUAMULLA PACCUMTLIBAETCA B MpOLEHTax nyTeM AeseHus
KOJIMYECTBA XPaHALLMXCA B HEM A€/l Ha PacYeTHYI BMECTMMOCTb apXMBOXPaHWAMWA (B eaMHMLAx
XpaHeHus) U yMHOKeHua Ha 100.

PacyeTHas BMECTMMOCTb apXMBOXPaHUAWLLA ONpeaenseTcs cneayowmm obpasom: nsmepsetcs B
MeTpax obLas NPOTAXKEHHOCTb AJ/IMHbI CTENNAXKHbIX MOJIOK, 3aHATbIX AOKYMEHTAMU; PaccYuTbiBaeTcA
KO/IMYECTBO eAMHUL, XPaHEHMWA, HAXOLALMXCA HAa OLHOM MOTOHHOM MeTpe MOJIoK, AN yero obuiee
KO/IMYECTBO eAuHUL, XPaHeHWUA OAEAUTCA Ha KO/MYECTBO MOFOHHbIX METPOB; KO/MYECTBO eauHUL,
XpaHeHWA, HaXoAAWMXCA Ha OAHOM MOTOHHOM MEeTpe, YMHOMWUTb Ha 06y MPOTAXEHHOCTb
CTeNNaXKHbIX NOJIOK (B TOM Yncne cBo60AHbIX).

dopmyna:



o0I111ee KOJIMIECTBO XPAHSIIMXCS JIET 9

CTEIEeHb 3arpykeHHOCcTH (%) = 100

pacu€THasd BMCCTUMOCTD

Ecan dPXUBOXPaAHUINLL, HECKONIbKO, TO CyMMa BCEX XPaHALWMNXCA B HUX OEN AENNTCA Ha Cymmy
pacquHoﬁ BMECTUMOCTU KaxXA0ro U YMHOXAETCA Ha 100.

B pasgene "CBegeHua o AOKYMeHTax'" BHOCATCA CBeAeHUsA O AOKYMEHTaxX NOCTOAHHOIO XpaHeHus,
JaHHble 0 JOKYMEHTax Mo IMYHOMY COCTaBY M YKa3blBaeTca cneayoliee:

B rpade 1 - KOANYECTBO eAMHUL, XPaHEHUA AOKYMEHTOB MOCTOSHHOrO XPaHEHUs U Mo JINYHOMY
COCTaBY, HAXOAALLMXCS Ha XpaHEHMM B apXMBE CYA3;

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

B rpade 4 - obluee KOMYECTBO AeN, KOTOpble BHECEHbI B yTBEPXKAEHHbIe (cornacoBaHHble) IMK
apPXMBHOTO yUYpeXxaeHnA onucu;

B rpade 5 - camble paHHME rofpl, 33 KOTOPblE AOKYMEHTbI, BHECEHHbIE B OMUCK Ae/, XpaHATCA B
apxuse cyaa;

B rpade 6 - camble Mo3gHMe roAbl, 33 KOTOpble AOKYMEHTbl, BHECEHHbIE B YTBEPMKAEHHble
(cornacoBaHHble) MK apXMBHOTO yupeXRAEHMUA ONUCKU, XPAHATCA B apXMBE CYAa;

B rpacbe 7 - KONN4YecTBO AeN NOCTOAHHOIO XpPaHeHWA, HaXo4AWMXCA Ha XPaHEHUN B apxuBe cyaa
nocne ncTte4yeHnAa yCtaHoBNEHHOIO 3aKOHO4AaTe/1IbCTBOM CPOKa UX NPeae/IbHOIro XxpaHeHA B cyae.

lpada 8 3anonHAeTCA NyTeM NOACYETa KOIMYECTBA eXeroAHoO 06pasyoLmMxca Aen AaHHOTo BUAA B
COOTBETCTBUM C HOMEHKNATYPOMW.

B ctpoke 201 uenecoobpasHO BHOCUTb AaHHble O Aefax MOCTOAHHOrO XPaHeHWs OTAe/ibHO Mo
rpa*kaAaHCKMM, aAMUHUCTPATUBHbIM, YTONOBHbLIM AefaM, Aenam obLLero 4enonponsBoacTBa.

B pasaene "Kagpbl" B cTpoke 301 yKasblBaeTCA KOAMYECTBO LITATHbIX PabOTHMKOB apxMBa Cyaa,
onpeaeneHHoe B LUTAaTHOM pacnmncaHum cyaa.

Ecnv B WTAaTHOM pacnmcaHUKM He NpeaycMOTPeHa AO/IKHOCTb WTAaTHOrO paboTHWKA apxmBa CyAa,
npu 3ToM npeacegatenem cyaa HasHayeH paboTHUK, OTBETCTBEHHbIN 3a paboTy apxuBa, B 3ToW rpade
CTaBUTCA NPOYEPK.

B pasgene "YcnoBua xpaHeHMA [OKYMEHTOB" MOAYEPKMBAIOTCA Te CBELAEHMA, KOoTopble
COOTBETCTBYIOT YC/IOBUAM XPaHEHWUS apXMBHBIX JJOKYMEHTOB B CyZe.

B cnyyae xpaHeHMs AOKYMEHTOB cyAa B 06beAuMHEHHOM cyaebHOM apxuBe, B nNacropre apxusa
AenaeTca COOTBETCTBYHOLLAA NMOMETKa O KOAMYecTBe Aef, HaxoAALWMXCA Ha XpaHEeHUN B TaKOM apxuse.
Mnowaab nomelleHna obbeanHeHHoro cyaebHoro apxmsa B pasgene "Obume ceBegeHus" nacnopTa
apxMBa He yKa3blBaeTcs.

B nacnopTe apx1Ba yKasblBatoTcs pammana u tenedoH ncnoaHmTena (coctasutens).

MacnopT apxvMBa noAnuCbIBaeTCA npejcepatenem cyga C NpocTtaBneHUMem AaTtbl NOAMNUCAHMUA,
nocne 3ano/IHEHNA BCEX pPa3fenioB 3aBepPAETCA nevyaTbio Cyaa.

MpyM HanNpaBieHUWM B TOCYAAPCTBEHHbIV apXMB K MNACMopTy apxvBa MpPUKAagblBaeTcs
NOACHMTE/IbHAA 3anucKa, B KOTOPOW YKa3biBalOTCA CeaytoLme CBEAEHUS:



06 M3MeHeHUsX B HAMMEHOBAHWM CYAa;
0 Ha/NMuMKM B Cyae HOMEHKNATypbl U MHCTPYKLUMM NO AeN0NPOM3BOACTBY;

NPUYUHbI NU3MEeHEHNA Koan4yecTtBa Aen Mo CPpaBHEHUIO C AaHHbIMKX MaCnopTa npealecTsytolero
roga (KO}'IVI‘-IeCTBO OMUCaHHbIX Aen, nepefaHHbIX Ha NMOCTOAHHOE XpPaHeHWe B apxXuBHOe y4ypexgeHue,
CHATbIX C y4€Ta B CBA3U C YTpaTOVI U1 HencnpaBHbIMU FIOBPE)-K,CI,EHMHMM);

Ha/nuue B apxmBe cyaa GoHA0B APYrUX CYA0B;
0 KaZpoBOM COCTaBe - Ha/Iume LTaTHbIX paboTHMKOB apxmBa cyaa, ©.1.0. paboTHUKOB;

O MeCTe XpaHeHMA [AOKYMEHTOB Mpu OTCYTCTBMW OTAENbHOro MOMeLleHMa U 0cobeHHOCTAX
pasmelleHMa JOKYMEHTOB.

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

B cnyvyae ecnn apxmB cyda pacnosioXeH B HECKOJIbKMX MNOMeLleHUAX, nacrnopT apxuea
CoCTaBnAeTCcA EAMHbIﬁ Ha BCe NomeLlleHunA.

9.3.2. [JonoNHWUTENbHO K MNacrnopTy apxvmea pabOTHWMKOM, OTBETCTBEHHbIM 3a paboTy apxuea,
€)KerogHo 3ano/IHAITCA yYeTHble CBeAeHUA O AOKYMEHTaX, XpPaHALLMXCA B apxuse cyaa (npunoxexHue N
15 K Hactosawen UMHCTpyKkumn) (no coctosiHMio Ha 1 aekabps), B KOTOPbIX MOMMMO KOAMYECTBa LeN
MOCTOAHHOIO XPaHeHWsi, HaxXxo4AWMXCA B apxXvMBe CyAa, YKa3blBaeTCs KOJMYECTBO AeN BPEMEHHbIX
(cBbiwe 10 neT) cpoKoB XpaHeHWs, BpemeHHbIX (40 10 NneT) cpoKoB XpaHeHUs M "A0 MMHOBaAHUA
HagobHocTM" (Npu Hannuum).

YyeTHble cBeAeHUA O [AOKYMEHTax, XpaHAWMXCA B apxuBe Cyda, COCTaBAAOTCA B OAHOM
3K3eMMAApe U XPaHATCA B COOTBETCTBYHOLLLEM HOMEHKNATYPHOM Hapsaae cyaa.

9.3.3. B KHUry yyeTa nocTyneHma 1 BblbbITUS Aen, AOKyMmeHToB (npunoxkerHune N 16 K HacToALleln
MHCTPYKLMM) NocnenoBaTelbHO BHOCATCA BCE MEPBMYHbIE M MOBTOPHbIE MOCTyneHus (BblObITMA) gen,
OOKyMeHTOB. Karkaoe noctynneHue (BblObITME) B Mpefenax OTYETHOIO roga noJsiydaeT NOpsAKOBbI
HOMep B Ba/I0BOM NOCAe[0BaTe/IbHOCTH.

ExkerogHo Ha 1 sHBapAa NOABOAMTCA MTOr KOAMYECTBa MOCTYMMBLUMX WM BbiBbIBLUIMX 33 rog Aen,
[OKYMEHTOB.

9.3.4. luct doHpa (npunoxkeHve N 18 K HacToAwen MHCTPYKUMKM) COCTaBAAETCA Ha KaxkAabli
apxuBHbIA ¢poHA. B Hem yuuTbiBalOTCA BCE MOCTYN/JEHWUA U BblObITUA OMUCAHHBIX M HEOMUCAHHbIX
OOKYMeHTOB ¢poHAa.

JIncTbl GOHAOB XPaHATCA B MOPAAKE BO3pacTaHWMA HOMEPOB apXmBHbIX GoOHAO0B. JIncTbl GOHAO0B
bopmmMpytoTCA B Ae10, K KOTOPOMY COCTaBAAETCA IMCT-3aBEPUTEND.

B nucte-3aBepuTesie yKasbiBatoTcA 06Lu,ee KO/ZIN4eCTBO INCTOB AOKYMEHTOB, BK/IIOYEHHbIX B A€eNO0,
Ha4Ya/ibHbleé U KOHEYHblE HOMEPA apPXUBHbIX d)OHAOB, o6|.u,ee KO/IMYECTBO aAPXUBHbIX d)OHAOB, INCTbI
KOTOPbIX BKNIKOYEHDbI B 4€N10.

9.3.5. B peno ¢oHAa BKAOYAETCA KOMMIEKC AOKYMEHTOB (MCTOpUYECKME M TemaTuyeckue
CMPaBKW, AOroBOPbI O Nepefaye SOKYMEHTOB Ha NMOCTOAHHOE XpaHeHWe, aKTbl MPOBEPKU HaANuus u
COCTOSIHUA LOKYMEHTOB, aKTbl O TEXHUYECKUX OLIMOKaAX, aKTbl MpUema 1 nepeaayn, akTbl BbiAENEHUS Aen
N OOKYMEHTOB K YHUUTOXEHUIO, aKTbl 06 yTpaTe M aKkTbl O HEMCMPABMMbIX MOBPEXKAEHUAX, aKTbl 06
O0OHapy»KeHNN AOKYMEHTOB, aKTbl PACCeKPeYMBaHWA U Apyrue AOKYMEHTbl, OTpakatowme paboTy c
¢$oHAOM) NO UCTOPUM Cyaa M apxmBHoro ¢poHaa, 06beaNHEHHOro apxXnBHoro GpoHAaa.



9.3.6. 1A NoeANHNYHOIO Y CYMMapHOTO yYeTa apXMBHbIX AOKYMEHTOB, 3aKpenieHns nopaaka ux
cMcTemaTtusalmu, yyeta U3MeHeHUn B cocTase U 06beme apXMBHbIX JAOKYMEHTOB COCTaB/AETCA ONUCh
€N, OMUCb 3NEKTPOHHbIX Aen.

9.3.7. Cnucok ¢poHaoB (npunoxkeHne N 17 K Hactoawelh MHCTpyKLMM) BeaeTcs B apxuBe cyaa,
XpaHALWLEM AOKYMeHTbl bonee yem ogHoro ¢poHaa. Kaxkabiit apxmBHbIM GOHA BKAOYAETCA B CMMUCOK
$OHO0B TONBKO OAMH pa3 Mpu NepBOM MOCTYNJAEHUM aPXMBHbLIX LOKYMEHTOB YKaszaHHOro ¢oHaa.
Kaxkgomy ¢oHay npuceamBaeTca MHAMBUAYAbHbIA HOMEpP, KOTOPbIA COXPAHAETCA 3a HUM BO BCEX
y4YeTHbIX JOKymeHTax. Homepa doHaam npuceansatoTca B BaJIOBOM NOPALKE.

B cnyyae nepefaumn apxusHoro ¢oHAa B APYroi apxmB, BKAOYEHUA €ro B COCTaB 06beaNHEHHOTO
apxuBHoro ¢oOHZA WAW BblAeNeHUA BCEX AOKYMEHTOB K YHWUTOXEHMIO OCBOBOAMBLUMIACA HOMep
Apyromy apxmsHomy ¢poHAy He NpucBavBaeTcs.

Ob6beanHeHHble apxuBHble GOHAbI YYMTHIBAOTCA HA OOLWMX OCHOBaHWAX. O6beaUHEHHOMY
apxmgHomy ¢oHay, obpa3oBaHHOMY M3 apxMBHbIX (OHAOB, pPaHEe Y4YTEHHbIX CAMOCTOATENbLHO,
npucBanBaeTca HOMeP OAHOTO U3 APXMBHbIX POHAOB, BKAHOUYEHHbIX B €0 COCTaB.

Homep apxuBHOro ¢poHaa Cyaa - UCTOYHMKA KOMMMIEKTOBaHMA rocy4apCTBEHHOMO apXnBa BHOCUTCA
B CMMCOK $OHA0B No4 HOMEPOM, KOTOPbI MPUCBOEH eMy B roCcyAapCTBEHHOM apxuBe.

HasBaHuWe apxvMBHOro ¢poHAa BHOCUTCA B CMUCOK GOHAO0B HAa OCHOBAHWN MCTOPMYECKOM CNpPaBKM K
$OoHAY AU TUTYNBLHOTO INCTa ONMUCKU AN, OMUCK SNEKTPOHHbIX Aen.

HasBaHue apxuBHOro ¢oHAa COCTOMT M3 MNOJHOIO HaMMeHOBaHMA Cyda C YKasaHuMem ero
MECTOHaxXOXAeHUWA, AaT co34aHuA UM AuKBMaaumu. EcnM HammeHoBaHWE M3MEHANOCb, TO B CMUCKe
$oHA0B YyKa3blBaeTCA ero nociaeaHee HasBaHWe B PamKax nepuoaa, 3a KOTOPbIA MPUHATbI AOKYMEHTbI.
Bce npeabiayuine nameHeHUa B HAaMMeHOBaHUM OTMeYatoTca B incre GpoHaa.

HasBaHue 06beAMHEHHOTO apXMBHOIro ¢oHAa COCTOUT U3 0606LLLEHHOTO Ha3BaHWUS BKAKOYEHHbIX B
Hero apxmeHbIXx poHAOB. B ancT doHAa BKIKOYAIOTCA BCE HAMMEHOBAHWUA CYZOB, LOKYMEHTbI KOTOPbIX
BK/ItOYEHbI B 06 beANHEHHbIN POHA,.

ExxerogHo K CMUCRY d)OH,CI,OB COCTaB/1IAETCA UTOroBaA 3anMnCb O Kosin4yectBe apXUBHbIX d)OHAOB,
NOCTYNUBLLUUNX U BbIObIBLLUMX B TEUEHUE roga, un O6LU,eM KO/IN4ecTBe apXnBHbIX d)OHp,OB, HaXo4AWwnxca Ha
XpaHeHWN B apXxmnee No COCTOAHUIO Ha 1 AHBApPA, cneaytoulero 3a OT4ETHbIM roaom.

Cnucok ¢OHAOB noalwnBaeTca B TBepAayro o6no>m<y, JINCTbl HYMEPYHOTCA, COCTaBNAETCA NUCT-
3aBepuTtenb.

9.3.8. lna perncrpaumm onucen aen, onucen aNEKTPOHHbIX Aes, yYeTa UX KOAMYecTBa U coCTaBa
BeLETCA peecTp onucen aen, LOKYMEHTOB.

B peecTpe onuceit GUKCUPYIOTCA OCHOBHblE AaHHble MO COCTaBYy KaK4oW Onucu Aen, onucu
3N1EKTPOHHbIX Aen: Homep GoHAA, HOMEP OMUCK, BMA AOKYMEHTOB, BK/IOYEHHbIX B OMWUCb, KOIMYECTBO
eANHWUL, XPaHEHUSA, KONMYECTBO SINCTOB B OMMUCKU U €€ 3K3EMNNAPOB.

9.4. YyeTHble 6a3bl AaHHbIX BeAyTCA NpPpU HaIM4YnnM B cyae TeXHNYECKUX N NPOrpaMmHbIX Cpeacts
HapaBHe C 0b6s3aTeNnbHbIMK dPXUBHbIMU YHYETHbIMU OOKYMEHTAMM.

9.5. ApXMBHble Yy4YeTHble AOKYMEHTbl, B TOM 4MCAe MO OAHOMY 3K3eMNaapy Onucu gen,
Pa3sMeLLAloTCA B MOMELLEHUN A8 XPAHEHUS YYETHbIX AOKYMEHTOB WM Ha OTAE/IbHOM CTe/ilaxKe B
paboueit KomHaTe paboTHMKa, OTBETCTBEHHOrO 3a paboTy apxmBa cyaa.

BTOpOI‘/JI aK3emMnaAap onuncn aen pasmMmellaeTtca B apXMBOXpPaHUIULLLE 060c061eHHO OT eanHuL,
XPaHEHUA.



9.6. ApxvBHble Yy4yeTHble [JOKYMEHTbl, KPOMe Onucerl nen, ONUCer 3SNeKTPOHHbIX Aen,
npegHasHavyaloTca ANA CAyXKebHOro nosib3oBaHWMA M MO/b30BaTeNAM apXMBHbIMW AOKYMEHTaMU He
BblAAlOTCA.

9.7. YueT nocTtynneHua u BblbbITMA Aen, AOKYMEHTOB B apXxvMBe CyAa OCYLLECTBAAETCA Ha
OCHOBaHMUU:

ONUCK [en, ONUCU SNEKTPOHHbIX Aen CyAebHbIX Konneruwin, cygebHbiX COCTaBOB, MOCTOAHHbLIX
cyaebHbIX NPUCYTCTBUIA, CTPYKTYPHbIX NOAPa3AeeHnA U ro40BOoro pasaenia CBOAHOM onucKu e, onucu
3N1EKTPOHHbIX AOKYMEHTOB;

HOMEHKNATYpPbl NPW OTCYTCTBMM ONWUCEN Aefl, ONUCEN 3NEKTPOHHbLIX Aen cyAebHbIX Koanernmu,
cyaebHbIX COCTaBOB, NOCTOSHHbIX CYAeBHbIX NPUCYTCTBUIA, CTPYKTYPHbIX NoApasaeNeHuit;

aKTa O TEeXHUYECKMX OLMOKAxX B Y4YeTHbIX AOKymeHTax (mpunoxeHne N 19 K HacTosLei
NHCTpyKLMK);

akTa 06 OOHapy)XeHUW [OKYMEHTOB, He OTHOCAWMXCA K JAaHHOMY QOHAY, HeyuyTeHHbIX
(npunoskeHune N 20 K HacToswen UHCTpyKumn);

aKTa 0 HEOBOHapyKEeHUM apXUBHbIX OKYMEHTOB, MyTM PO3bICKa KOTOPbIX MCYEpnaHbl (NpUNoKeHUe
N 21 K HacTosawen NHCTpyKuum);

aKTa npuema-nepenayn apxmMBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxeHve N 22 K HacToALeM
NHCTpYKLMK);

aKTa O HEUCNPaBMMbIX MOBPEKAEHUAX APXMBHbIX AOKYMEHTOB (npunoxkeHne N 23 K HacTosALwedn
NHCTpYKLMK);

AKTa O BbIAENEHUM K YHUYTOXKEHUIO APXMBHbIX [AOKYMEHTOB, He MOAJEXALMNX XPaHEHUIO
(npunorkeHme N 13 K HacToAweN UHCTpyKLUMN).

9.8. Ha OCHOBaHMM [OOKYMEHTOB, YKa3aHHbIX B MyHKTe 9.7 HacToAwelh WMHCTPyKLMKM, BHOCATCA
HeobXxoanMble U3MeHEHUSA B 0653aTe/IbHble aPXMBHbIE YYETHbIE JOKYMEHTbI:

B KHWUTY y4dyeTa NOoCTynneHuna u BblObITUSA aAen, AOKYMEHTOB U B JIUCT d)OHLI,a - Npn Kaxagom
M3MEHEHMN B COCTaBe U obbeme dPXUBHbIX AOKYMEHTOB;

B CNUCOK QOHAOB - MpPY MOCTYNJEHUU HOBOTO apxmBHOro ¢oHAa WaAM BbIOLITUM BCex Aen,
OOKYMEHTOB Haxo4MBLUErocs Ha XpaHeHWW apxmsHoro poHaa. B rpade "OTmeTKa o BbIObITUM dOHAA"
cnucka GOHOOB YKasbiBaeTcs MecTo (agpec) BbIObITUA apxMBHOrO GOHAA, a TaKXKe AaTta U Homep
[OKYMEHTa, Ha OCHOBAHMM KOTOPOTO OH Bblbbl;

B peecTp onucen Aen - npn nocrtynneHmn HOBOM onucK aen nan BbIObLITUM BCEX eanHUL, XpaHeHnA
HaXOAMBLUGVICFI Ha XpaHeHun onucn. Homep BblObIBLIEA OMNUCK apyrum  onncam agen, onucam
9IEKTPOHHLIX AeN1 HE NPUCBAUBAETCA N OCTaeTCA CBO60,C],HbIM,'

B onnucn pgen, onnuCum 3SNEeKTPOHHbIX Aen - NPU KaxXaom NoCTtynaeHun m (MI'IVI) BblObITUM aen,
AOKYMEHTOB, 3/1IEKTPOHHbIX aPXMUBHbIX A€/, YHTEHHbIX B ILl,aHHOl‘;i onucu.

COOTBeTCTBYPOLLI,I/Ie M3MEHEHNA BHOCATCA BO BCMOMOTraTe/ibHblE€ apPXUBHbIE YHETHbIE 4OKYMEHTDI.

10. MpoBepKa HaNNUMA U COCTOAHUA AO0KYMEHTOB (3/1eKTPOHHbIX
Aen) B apxuee cyaa, NOPAAOK Nepeaaymn apxXmBHbIX AOKYMEHTOB
npu cMeHe npeacepartens cyga



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

10.1. ApxmBHble [OKYMEHTbI NPOBEPAIOTCA HA NpeaMeT UX GaKTUYECKOro Haanuma u GmMsmyYeckoro
COCTOAIHMSA (Aanee - NPOBEPKA Ha/MUMA) B NIAHOBOM NOPAIKE.

MpoBepka Ha/AWuMA  apXMBHbIX  JOKYMEHTOB MPOBOAMTCA  KOMWUCCMEN, HasHadaemou
npeacepatenem cyaa, B COCTaB KOMWUCCUMM 06A3aTeNibHO BK/OYAETCA PabOTHWMK, OTBETCTBEHHbIN 3a
paboTy apx1Ba cyaa.

MpoBepKa HaAMuMA aPXMBHBLIX [OKYMEHTOB PAMOHHbLIX, FOPOACKUX, MEMKPANOHHbIX CyZ0B
NPOBOAMTCA C y4yacTMeM pPabOTHMKOB COOTBETCTBYIOLWEro ynpasneHus CyaebHoro genapTameHTa B
cybbeKTe Poccuiickont Pegepaunn.

10.2. MNpoBepKa HaANYMA NPOBOAMUTCA:

B CPOKW, YCTaHOB/IEHHbIE NpeaceaaTesieM Cy4a, HO He peXke o4Horo pasa B 5 net (B Tom uncne ¢
nomeTkol "[ina cnyskebHoro nonb3osaHmAa");

npu cmeHe npeacefatens cyfa, pyKoBoauTens apxuea (paboTHMKA, OTBETCTBEHHOro 33 paboTty
apxvBa);

npn nNoarotoBke apxXmBHbIX OOKYMEHTOB K Nnepeaadye B I'OCV,CI,&pCTBEHHbIVI apxuse (LI,!'IFI cyAaa,
BbICTynatowero MCTOYHNKOM KOMI'IJ'IeKTOBaHMFI);

Nnoc/je MacCoBOro NepPeMeLLEHNA apXMBHbIX OKYMEHTOB, Ype3BbIYaMHOM CUTYaUMn U (MaK) Apyrux
06CTOATENBCTB, B pe3y/ibTaTe KOTOPbIX OHW MOTAN Bbl BbITb yTPaueHbl UAN MNOBPEXKAEHbI;

npv peopraHnsaumm cyaa.

10.3. MNpoBepKa HaAnMuYMA AOKYMEHTOB NPOBOANTCA NOCPEACTBOM BMU3YasNbHONO OCMOTPA €4MHUL,
XPaHEeHUs U CBEPKU ONMUcaTeNbHOM CTaTbM ONUCK AEN C 3aro/IOBKOM (onMcaHuem) Ha 0610KKe eauHULbI
XpaHeHua.

10.4. MpoBepKa HaNMYMA SOKYMEHTOB BK/IOYAET:
BbIBEPKY apPXMBHBIX YYETHbIX AOKYMEHTOB U YCTPAaHEHWE BbIABNIEHHbIX B HUX HETOUHOCTEW;

ycTaHoBNEeHNE GAaKTUYECKOrO HAIMYMA eAMHUL, XPaHEHWUA B COOTBETCTBMU C APXMBHBIMU YHETHBIMU
OOKyMeHTamMu;

BbISIB/IEHNE HeNnpaBuAbHO 0GOPMIEHHbIX eAUHUL, XpPaHeHUA (aen);

BbIIB/IEHWE M MOCTAHOBKY HAa Y4YyeT AOKYMEHTOB W eAMHUL, XpaHeHus, Tpebylowmx ¢usmKo-
XMMUYECKON, NPOoPUAaKTUIYECKOM /MK pecTaBpauMOHHO-NPodUNaKkTMYecKoi 06paboTky;

OpPraHW3aLMIo PO3bICKa OTCYTCTBYHOLWMX AOKYMEHTOB.
10.5. Mpw npoBepke HannymMa OKYMEHTOB HeEOHX04MMO:
COXPaHATb NOPAAOK PACMONONKEHUA EANHUL, XPAHEHMA COTNACcCHO TonorpaduyeckMm ykasaTenam;

nomeuwaTb Ha MeCTa HaaneXallero xpaHeHua O6Hapy)+(EHHbIe BO BpemA NpoBepKn HenpasuabHO
pa3meLlleHHble egUHULbI XPaHEHUA,

M3bIMaTb C NOCAeayoLULel M30AALUMEN AOKYMEHTbI, €AMHULLbI XPaHEHUA, 3aPasKeHHble NeceHbio 1
(nnun) apyrumun 6ronormyeckumm BpeguTensimm (ona 4OKYMeEHTOB Ha BymaskHOM HocuTene);



npoctanatb otmeTky "MPOBEPEHQO" c yKasaHMem Homepa M OaTbl aKTa NPOBEPKU B KOHUE
NpoBEPEHHOM onNucK gen.

10.6. Mo pe3ynbTaTam NPOBEPKU HANNYUSA AOKYMEHTOB A0/IKHbI ObITb COCTAaBAEHbI U NOANUCAHbI
KOMUCCUENR, a 3aTeM YTBEPXKAEHbI NpeacesaTenem cyaa:

aKT MPOBEPKU HAaNMUYMSA U COCTOAHUA apXMBHbIX OOKYMEHTOB (npunoxkeHne N 24 K HacTosLuei
NHCTpYKLMN);

aKT O TEeXHWYECKMX OWMBKax B YYETHbIX JAOKYMeHTax (npunoxkeHne N 19 K HacToAweMn
MHCTPYKUMM), KOTOPbIMA COCTaBAAETCA B C/Ay4Yyae BbIBNEHUS HECOOTBETCTBMA 3anucelt B apXMBHbIX
YYETHbIX OKYMeHTax GpaKkTuyeckon nHdopmaumm;

aKT 06 OBHAPYKEHUN APXMBHbLIX AOKYMEHTOB, HE OTHOCALMXCA K AaHHOMY GOHAY, HEYUYTEHHbIX
(npunoskeHme N 20 K HactosAwen WMHCTPYKLMM), KOTOPbIA COCTaBAAETCA B C/yvyae OBHapyKeHus
Hey4YTeHHbIX aPXMBHbIX LOKYMEHTOB, HE OTHOCALLMXCA K JaHHOMY GOHAY.

MpoBepKa Ha/MuMA OOKYMEHTOB CYMTAETCA 3aBEPLUEHHOM MOC/e YTBEPXAEHUA aKTa MPOBEpKM
Ha/MuMA U COCTOAHMA apPXMBHbLIX [JOKYMEHTOB, MOCAe BHECeHMA Mo pe3yabTaTam MpPoBepKu
HeoBXOANMbIX U3MEHEHMWI B aPXMBHbIE YYETHbIE JOKYMEHTbI.

10.7. Ecnv npoBepKoit HaIMUMA LOKYMEHTOB YCTaHOB/IEHO OTCYTCTBUE AOKYMEHTOB, AO/KEH BbiTb
OpraHuM3oBaH WX PO3bICK, MPOBOAMMbIN B TeYeHWe OOHOro roga C AaTbl BbIABNEHWA WX OTCYTCTBUA.
[onyckaeTca npoa/ieHne cpoka po3bicka AOKYMEHTOB Ha 1 roa,.

B cnyyae oTpuuaTenbHbIX pe3y/sbTaToOB PO3biCKa COCTABAAETCA aKT O HeOOHapyKEeHUU apXMBHbIX
OOKYMEHTOB, MyTM pPO3biCKa KOTOPbIX McuyepnaHbl (NpunoxkeHne N 21 K HacToAwein WHCTpyKumn),
yTBEPXKAAEeMbI npeacenaTenem cyga NO COMMACOBAHUIO C 3KCMepTHOM Komuccuen cypa. K akty
npuaaraeTca crnpaBka O nposeaeHun posbicka. Cya - UCTOYHMK KOMMAEKTOBAHWA rocyfapCTBEHHOrO
apxuBa B c/lydae HeobHapyXeHUA AOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxuBHoro poHaa Poccuiickol
depepaunn, AoOMKeH NPeACTaBUTb aKT O HeoOHapyXeHWW apPXMBHbIX AOKYMEHTOB, MyTUM PO3bICKa
KOTOPbIX MCYepnaHbl, B COOTBETCTBYIOWMIA TOCYAAPCTBEHHbIA APXMB WM YNOJHOMOYEHHbIA OpraH
UCNONHUTEeNbHOM BnacTu cybbekta Poccuitckoit ®epepaumm B chepe apxvMBHOrO Aena ANA NPUHATUA
peLleHnsa 0 CHATUM YTPaYEeHHbIX eANHUL, XPaHEHUA C yYeTa.

10.8. ApXVIBHbIVI AOKYMEHT, COCTOAHMNE KOTOPOro UCKNKOYaeT BO3MOXHOCTb BOCCTAHOB/IEHUNA €ro
MaTepnanbHOro HOCUTENA U UCNOIb30BaHUA (BOCI'IpOM3Be,CI,EHMFI) cop,epmam,eﬁcn B HEM MHd)OpMaLI,MM,
NPU3HaeTCcA HENCNpPaBMMO NoBpeXAeHHbIM.

10.9. Mpwn BbIABNEHMN HEUCNPABMMO MNOBPEXAEHHOrO apXMBHOrO AOKYMEHTA COCTaBAAETCA aKT O
HEeMUCcnpaBMUMbIX NOBPEKAEHMAX aPXMBHbIX LOKYMEHTOB (npunoskeHme N 23 K HacToAwen MHCTpyKuun),
KOTOPbIV yTBEPKAAETCA NpeaceAaTesIeM CyZa NO COrNacoBaHMIO C SKCMEPTHOM KoOMUCCHen cyaa.

B cnyyae BbiABNEHMA HEUCNPABMMO NOBPEXAEHHOrO AOKYMeHTa ApxmsHoro ¢oHaa Poccuiickoi
CDe,u,epau,MM dKT O HeucnpaBMmom nospexaeHUn apXmMBHbIX OOKYMEHTOB HanpaBndaeTrca Ha
paccmoTpeHue MK apxMBHOrO yyperKAeHMAa Nociae COraacoBaHMA C 3KCMepTHOW Komuccueit. Mocne
BbIHECEHUA pELEeHUA O MNPU3HAHUM APXMBHOFO [AOKYMEHTA HEWCMNPaBMMO MNOBPEKAEHHbIM aKT
YTBEP)KAAETCA NpeacenateNem CyAa U COOTBETCTBYIOLWLME U3MEHEHMA BHOCATCA B apXMBHblE y4YeTHble
OOKYMEHTbI.

10.10. Mpun cmeHe npeacegaTtens cyda nNpuvem-nepefada apxXMBHbLIX AOKYMEHTOB, apXMUBHbIX
YUYETHbIX [AOKYMEHTOB WM CMNpPaBOYHO-MOMCKOBbLIX CPeacTB K HMM (danee - npuem-nepegaya gen)
OCYLLECTBNAETCA KOMUCCUEN, Ha3HaYaeMoW nNpeacesatenem cyaa.

Mpu npueme-nepenayvye gen NpPoBOAUTCA CMJAOLWHAA WMAU Bbl60p0‘-IHaF| npoBeEpPKa HaanynAa "
COCTOAHMA AOKYMEHTOB, daPXNBHbIX YHETHbBIX JOKYMEHTOB U CNPaBO4YHO-NMOUCKOBbLIX CPEACTB.



MNpuem-nepeaaya gen opopmnsetca aktom (npunoxkeHne N 38 K HacTosawen MHCTpyKumm).
11. OpraHu3auma UCNONb30BaHUA AOKYMEHTOB apXuBa

11.1. Ucnonb3oBaHMe AOKYMEHTOB apXmBa Cyda NPOBOAMTCA TO/IbKO C paspelleHna npeacenarens
cyAa (YynoNHOMOYEHHOro UM 3aMecTUTens).

PaboTHWK, OTBETCTBEHHDIM 33 paboTy apxmBa cyaa:
BblOAET AOKYMEHTA/IbHblE MaTepuanbl B CTPYKTYPHbIE NOAPA3AeNeHUS;

HanpasaAeT Ha OCHOBAaHUN MUCbMEHHOIO 3anpoca MmaTtepuasnbl B Apyrne opraHbl, opraHmn3aummn 1
ydpexaeHunA no ykasaHuto npeacenartena cyaa,

UHbOpMUpPYET Npeaceaatensa cyaa O COCTaBe M COAEPHKaHUM AOKYMEHTabHbIX MaTeprasnos;
BbIJAET CNPaBKM M BbIMUCKM U3 aPXUBHbIX JOKYMEHTOB.

11.2. Bblgaya eguHuL, XpaHEHUA M3 apXMBOXPaHWAMLWLA NOANEXUT 0ba3aTenbHO ¢uKcaummn B
KHUTe Bblauyu eAMHWL, XPaHeHWAa BO BPEMEHHOEe MNoJsb3oBaHMe (npunoxeHuve N 27 K HacToALllein
NHCTpYKLMN).

(n. 11.2 B pea. Mpwukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

11.3. Bblgauy gen Ha 6ymaxkHOM HocuTene U3 apxMBOXpaHWAMLLA U NpUem UX obpaTHO, B TOM
yucne B C/ly4ae HeobXoAMMOCTU MOJIUCTHYIO MPOBEPKY Ha/MUYMA U COCTOSIHUA [OKYMEHTOB nepes
BblAayen M3 apXMBOXPaHUAMLIA M MPU BO3BpaTe, NPOU3BOAMT PaAabOTHMK, OTBETCTBEHHbLIM 3a paboTy
apxuBa cyaa, B MPUCYTCTBUM MLA, NMOoyYatoLero (Bo3BpaLatowero) aena.

B cnyyae ecnm nocne BosBpalLeHMA Aena paboTHUKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa,
BbIAB/IEHO M3bATUE, MOBPEXAEHWEe MaTepuanoB Aena, a TaKKe BHeCeHWe B HWUX WUCMPaBAEHUA U
O0NNCOK, 06 3TOM HesameaMTeNbHO coobliaeTca npeaceaaTento cya Uam ero 3aMecTuTento.

(n. 11.3 B pea. Mpwukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

11.3.1. EAMHMUbI XpaHeHWA, BblAABAaeMble BO BPEMEHHOE MO/b30BaHWE, [AOMKHbI UMETb
apXMBHbIA WKP, NPOHYMEPOBaHHbIE NIUCTbl, JIMCT-3aBEpPUTE/Nb Aefa WM AUCT  UCMNOAb30BaHUA
AOKYMeHTOB (NpunoxeHue N 28 K HacToaLlwen MHCTpyKuun).

Bblgaya eaMHUL, XpaHeHUA, HaXxoAALWMXCA B HEeYA0BNETBOPUTENIbHOM GU3MUYECKOM COCTOSHUM U
He npouweawnx TeXHU4eCcKkoro Od)OpMﬂeHWFI M OMUCaHNA, MOXeT 6bITb orpaHunyeHa.
(nn. 11.3.1 B pea. Npukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP o1 09.01.2024 N 1)

11.3.2. NoAaroTtoBKa apXmMBHbIX 4OKYMEHTOB K BblAavye U3 apXMBOXPaHU/IMLLA BK/IOYaET:
BblEMKY apPXUBHbIX AOKYMEHTOB,

CBEPKY apXMBHOTO WNdpPa M 3ar0/I0BKOB C ONUCHIO AEN;

npoBepKy GU3NYECKOro COCTOAHNA aena.

11.3.3. JNeKTPOHHbIE SOKYMEHTbI BblAAIOTCA U3 apXMBOXPAHMAWLLA B BUAE INEKTPOHHbIX KOMUIA
WM KOMWIA Ha BYMaXKHOM HOcUTesle, KOTOpble CO34at0TCs Ha OCHOBE paboyero ak3emnasapa KOHTelHepa
3/1EKTPOHHOIO AOKYMEHTa. Ha apXMBHbIX KOMMUAX, BK/IOYAsA apXMBHbIE KOMUW Ha ByMarKHOM HocuTesne
3/IEKTPOHHbIX JOKYMEHTOB, apxMBHble WKdpPbl NPOCTAaBAAIOTCA Ha 060pPOTe KarKAOro AMCTa apxXMBHOM
KOMWK, a 3aBepuTeIbHasA HaZMUCb U OTTUCK NeYaTu - Ha 0bopoTe NociegHero AnMcTa Konuu.

Mo 3anpocy /WL, MMEKWWMX MPaBO Ha MOJyYeHWe KOMUM [OKYMEHTOB, WM MpU  Haauuuu
TEXHWUYECKOI BO3MOMKHOCTU apXMBHbIE CNPABKM (BbIMUCKM) MOTYT BblAABaTbCA B 3/1EKTPOHHOMN PpopmMe Ha



9/1IEKTPOHHOM HOCUTeNe nnbo nepecblnaTbCA No VIHd)OpMEiLJ,VIOHHO-TGHEKOMMVHVIKEL],VIOHHbIM ceTaM.

DNEeKTPOHHbIE apXMBHble CNPaBKU (BbIMMCKKN) 3aBePAIOTCA 3/1EKTPOHHOW NOANUCLIO NpeaceaaTens
cy4a WM ero 3amectuTens.

®aKT BblgaYM KOMNUIA 3NEKTPOHHbIX AOKYMEHTOB GUKCUPYETCA B XKYpPHane BblAauM 3/EKTPOHHbIX
OOKYMEHTOB.

Hoctyn cyzein u paboOTHMKOB cyZda K 3/EKTPOHHbIM AOKYMEHTAM apxuBa Mpu  HaaMuyuu
MHPOPMALMOHHOM CUCTEMbI MOKET OCYLLLECTBAATLCA HEMOCPEACTBEHHO C Pabounx MecT B COOTBETCTBUM
C YCTAHOBNEHHbIMW NPUKA3OM NpeacesaTens cyaa NnpaBaMu AOCTyNa K JOKYMEHTaM.

Mo peleHUto NpeacedaTens cy4a apxuB cyaa MOMKET NpeaocTaBasTb CyAbsM U paboTHUKaM cyaa
3NIEKTPOHHbIE AOKYMEHTbI NO SIOKA/IbHOM CeTU cyaa. B aTom cnyyae BeAeTca 3NeKTPOHHbIN KypHan yyeTta
Bbl4a4YM 3/IEKTPOHHbIX AOKYMEHTOB M3 apxvMBa, B KOTOPOM OUKCUPYHOTCA: AaTa Bblgayu, damuaus,
WMHULMANbl 3aNPOCKBLLETO AOKYMEHT, Ha3BaHME CTPYKTYPHOro NoApasaeneHus, 3arofloBOK U YYETHbIN
HOMep BblAaHHOIO AOKYMEHTa.

11.3.4. loKyMeHTbI BblAAIOTCA U3 apXMBOXPAHWUANLLA Ha CPOK, HE NPEBbILWAOLWMNA:
OZHOro MecAua - 418 UCMONb30BAHMUA CYAbAMM, PAaOOTHUKAMM cyaa;
LIECTN MecALEB - CyaebHbIM, NPABOOXPAHUTENbHBIM U MHBIM YNOJIHOMOYEHHbIM OpraHam.

MpoaneHve YCTAHOBAEHHbIX CPOKOB BblAaYM [OKYMEHTOB [OOMYCKAETCA C paspelueHus
npeaceaatens cyda Ha OCHOBaHMM [AOKymeHTa (Mvcbma, CAyXebHOW 3anmMcku) nosib3osBaTtens o
noatsepXaeHum obecneveHmsa COXpaHHOCTN JOKYMEHTOB.

11.3.5. Bblgaya apxMBHbIX [JOKYMEHTOB BO BpPEMEHHOE [M0Jib30BaHWe CcyaebHbIm,
NpPaBoOOXPaHUTENIbHBIM M WHBIM YMOJIHOMOYEHHbIM OpraHam MNPOM3BOAMTCA Ha OCHOBAHUM aKTa o
Bblaye apPXMBHbIX AOKYMEHTOB BO BpPEeMEHHOe Monb3oBaHWe (npunoxkeHne N 25 K HacToALlei
WHCTpyKumn). Mpu HanpaBAeHUM 3anpalMBAEMBbIX APXMBHbLIX AOKYMEHTOB MOYTOM MAW APYTMMU
Buaamm ceasn B rpade "MpumevaHua" aKTa YyKasblBAlOTCA PEKBU3UTLI AOKYMEHTa-3anpoca MU
COMPOBOAUTENIBHOIO MUCbMA CyAa, A TaKXKe PEeKBU3UTbI BXOAALWErO AOKYMEHTa, KOTOPbIM OHU 6blin
BO3BpaLleHbl. B 3TOM cnyyae npoctasneHme noanucy paboTHUKA OpraHM3auumn-nonyyaTens B akTe He
TpebyeTcs.

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

Bblgaya apxMBHbIX JOKYMEHTOB CyAbAM, PYKOBOAMUTENSM CTPYKTYPHbIX NoApasfeneHuin cyaa B
Lenax peanusaumm ux cnyxebHbix 06sA3aHHOCTEN MPOM3BOAMTCA NPW cOrnacuu npeaceaartens cyaa
(3amectutens npeaceaartens cyaa) Ha OCHOBaHWUM CAYXKeBHOM 3aNUCKN Ha BblAavy eauHNLL XPaHEHMS.

Jlnuo, nonyymeLlee apXMBHOE AeN10, OTBEYAET 33 €r0 COXPAHHOCTb.
(nn. 11.3.5 BBeaeH Npukasom CyaebHoro genaptameHTa npu BepxosHom Cyge PO o1 09.01.2024 N 1)

11.4. Ha mecTo BblAaBaeMbiX €AWHUL, XPaHEHMA U Onucelk n[en [OMKHA NOMeLwaTbCcA
(nopKknagpiBaTbCA) KapTa-3amecTUTeNb eAMHUUBI XpaHeHua (npunoxenne N 29 K HacToAllei
NHCTpyKummK). Mpy BO3BPALLEHUN €OUHULbI XPAaHEHUS KapTa-3aMecTUTe/lb M3bIMAETCA M XPaHUTCA A0
MWHOBAHMA HaZo6HOCTU.

(n. 11.4 B pea. Mpwukasa CyaebHoro agenaptameHTa npu BepxosHom Cyae PO ot 09.01.2024 N 1)

11.5. Bblgaya HaxoasWMXcA B apxuBe CyAebHbIX Aen (MHbIX MaTepuanos) 417 O3HAKOMJIEHWS
IMLUAMM, YYacTBYIOWUMKU B Aene, UX NpeacTaBuTeNaMn, a TakKe MHbIMU AMLAMKW OCYLLECTBAAETCA B
nopsaake, yCTaHOB/IEHHOM Mpeacegartenem Cyga, Ha OCHOBAaHUM WX MUCbMEHHOro 33aABAEHMA U MNpwU
npeabaABAeHUN 4OKYMEHTOB cornacHo npunaoxeHmam N 1 K uHctpykumam N 36, N 161, N 224, N 225.

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



11.6. OsHakomneHne C cyaebHbIM [enom  OO/MKHO  MPOM3BOAMTLCA B CMeuuasnbHo
060pyA0BaHHOM AnA 3TOM Lenu MOMELLeHUW cyaa B MPUCYTCTBUM PaboTHMKa apxuea cyda (MHoOro
YyNOAHOMOYEHHOrO paboTHWKA annapata cyda) B YCNOBMAX, KOTOpble WCKAOYAOT U3bATHE,
NOBPEXAEHUE, YHUUTOXKEHME MATEPUaNoB Ae/, a TaKKe BHeCeHWEe B HUX MUCMPaBieHU W AOMMCOK,
nepeaavy Ux Apyromy auuy.

O6 o03HaKOMJIEHMM C [eNoOM fenaeTcA OTMETKA B JINCTE UCNOAb30BaHMA [OKYMEHTOB
(npunoskeHme N 28 K HactoAwen MHCTpyKummn). Mpu oTKase anua, O3HAKOMMBLUEroca C AEe/N0M, OT
noanucu, 3anucb 06 03HaKOMJIEHUU C AeN10M NPOM3BOAUTCA PAabBOTHMKOM apxmBa cyaa.

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

11.7. O3HaKOMANEHWE MLAMM, YYaCTBYIOWMMU B Aefie, UX NPefCcTaBUTENAMM, a TaKKe UHbIMU
iMLaMK € ayamo3anucbio cyaebHoro 3acefaHus, npuobeHHoM K cyaebHomy aeny, Npov3BoAnUTCA Mo
MX MUCbMEHHOMY 3aAB/IEHMIO B NOpsAKe, MNpeaycMoTpeHHoM nyHKTamu 11.5 u 11.6 HactoAwed
MHCTPYKUMHK.

O3HaKkoM/ieHWe C ayAmosanucblo cyaebHoro 3acefaHus  NPOWM3BOAMTCA B CMEeUManbHo
060pyA0BaHHOM A1 3TOW LEenM MOMEeLLeHUU cyaa B NPUCYTCTBMM paboTHMKa apxuBa cyda myTem
npeaocTaBAeHMs BOSMOXHOCTM MPOC/AYLIMBAHNA COOTBETCTBYIOLLEN ayAmMo3anmcu C UCMO/Ib30BaHNEM
HEeOobX0AMMbIX TEXHUYECKUX CPEeACTB.

11.8. MpaBo Ha CHATUE KOMUN AOKYMEHTOB C MaTepuasioB Aesia 3a CBOW CYET, B TOM 4ucie C
MCNONb30BaHMEM TEXHUYECKUX CPEeACTB, NPeaoCTaBAAETCA CAeAYOWNM ANLLaM:

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

rpa)K4aHCKOMy WCTUY, €ro npeacTaBMTeN0 B YacTU KOMUIA  NPOLECCYyasibHbIX  pPeLlleHui,
OTHOCALLUMXCA K NPeabABNEHHOMY UM rPaXK4aHCKOMY UCKY;

rpaskA4aHCKOMY OTBETUMKY W ero npeactaBuTe/to B 4aCcTM MaTepManoB YrosioBHOMO Aena, KoTopble
KacaloTcA rpaykAaHCKOro MUCKa;

CTOPOHAM M UHbIM INLLAM, YYaCTBYIOLLMM B FPaXKAaHCKOM Aefie, a TaKKe UX NPeACcTaBUTeNnsam;
NMLAM, Y4aCTBYIOLLMM B aAMUHUCTPATUBHOM AeNe;
NNLAM, YYACTBYIOWMX B Aesie 06 a4MUHUCTPATUBHOM NPaBOHapYLIEeHWM;

pPeabuANTUPOBAHHbLIM /IMLAM, @ C WX COrlacua WAM B CAyYae WX CMeEPTU - POACTBEHHMKAM
(vkamMBeHUaM) B YaCTM  O3HAKOMJIEHMA C MaTepuanaMum  MPEeKPaLLeHHbIX  YroNOBHbIX U
aAMWHUCTPATUBHbIX A€M M NOAYYEeHUA C HUX Konuit (ctatba 11 3akoHa Poccuitckoi Peaepauyun ot 18
oKTA6pa 1991 r. N 1761-1 "O peabunuTaumm KepTB NOJUTUYECKUX penpeccuii™).

YKa3zaHHble AMLA CHUMMAaKT KOMMM NO MUCbMEHHOMY 3asiBIeHUI0 B NOPAAKE, YCTaHOB/AEHHOM
npeacegatenem cyaa UAuM cyabeid, npeaceaaTenbcTByoWmm no aeny. JaHHoe NUCbMeHHOoe 3asaB/eHue
C paspelualollein pesonoumenn npeacesatens cyaa Wau cyabW, npeaceaaTtenbCTBYIOWEro No Aeny,
noALmeaeTca B cyaebHoe Aeno, HaxoAAlLleecs Ha XPaHeHUN B apxmnee cyaa, M BHOCUTCA BO BHYTPEHHIOI
onuck aena. B cnyyae npeabABAeHUA AOBEPEHHOCTU K Aeny NpMobLLaeTca TakxKe ee Konus.

CHATble 33 CBOM CYET KOMWUU C maTtepmanos CYAE6HOI'0 Aena, B TOM 4yucse C nOMoublo TEXHNYECKNUX
cpeacTts, CygOM He 3aBepPAOTCA.

11.9. Bblgaya Konuii AOKYMEHTOB M3 cyaebHOro Aena, Haxo4ALLErocs B apxuBe cyaa, nLam,
y4yacTeylOlWMM B Aefe, NPOM3BOAUTCA MO MX MUCbMEHHOMY 3asaBAEHWIO C pa3pelleHuA CcyabW, B



Npou3BOACTBE KOTOPOro HaxoAunoCb Aefo, UAU npeacegartens cyga (ynoAHOMOYEHHOro MM vua).
Bblgaua TakMx Konuit n3 cypebHoro aena MHbIM AMLAM M OPraHU3aLMAM Npou3BoauTCA PaboTHUKOM
apxuvBa cyZa No NMCbMEHHOMY 3anpocy UK 3aaBIEHUIO Ha OCHOBAHUK pe3oatounm npeacesaTtens cyaa
WM YNOSIHOMOYEHHOIO UM /INLLA, O YeM AenaeTcA COOTBETCTBYIOLLAA OTMETKA B XypHase perncrpauum
BblAAHHbIX KOMWI, BbIMUCOK, AOKYMeHTOB (npunoxkeHune N 35 K HacToawen NHCTpyKLmm).
(8 pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.10. BblgaBaemble cyaoM KonUW CcyaebHbiX aKToB (NpPUroBop, pelleHue, onpeaesneHue,
NnocTaHOBNEHWEe,  CyAebHbIM  NpMKas)  [O/MKHbI  OblTb  3aBepeHbl  NOAMUCAMWM  CYAbM,
npeacenaTenbCTBYIOWEro NO Aeny, a B C/lydae ero OTCYTCTBMA - npeaceatens cyfa (3amectutens
npeacepatens cyga) WAM MHOTO YNOJHOMOYEHHOIO MM /MUa, CeKpeTapa cyda Anbo MHoro
YNONHOMOYEHHOrO paboTHMKA anmapaTa cyha, a TakkKe repboBoi nedvatbio cyga. Npu 3aBepeHun
COOTBETCTBUA KONUW cyaebHOro akTa NoAAMHHWUKY Ha IMLEBON CTOPOHE NOCAEAHEro UCTa NoA TEKCTOM
Konun cyaebHoro akta (Huke peksusmta "Moanuch") npoctasnstotcs wrtamn "Konusa BepHa"
(npunorkeHume N 30 K HacToAwweN UHCTpyKLUMK) U repboBan neyaTb cyaa.

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

MN3rotoBneHne 3aBepeHHbIX KOMUIA CyAebHbIX aKTOB U MHbIX AOKYMEHTOB CyAa OCYLLECTBASETCH
YNOJAHOMOYEHHbIM PaboOTHMKOM apxuBa cyfa. B nmpaBom BepxHem yray mnepBoro JmMcTa AOKYMEHTa
npocrasnsetcs wramn "Konusa".

11.11. Ecam Konusa AOKYMEHTA COCTOUT M3 HECKOJIbKMX JINCTOB, TO BCE JINCTbl AO/KHbI ObITb
NPOHYMEPOBAHbI, MPOLINTbI MPOYHOM HUTbIO, KOHLblI KOTOPOM BbIBOAATCA Ha OOOPOTHYI CTOPOHY
nocnegHero NMCTa KonuM AOKYMEHTa MW CKPenaatoTca CKoboW € MCnosb3oBaHMEeM CTensepa; Ha
06OPOTHOIM CTOPOHE NOCNeAHEero AIMCTa B MeCTax CKpensieHUs HakneuBaeTca BymarkHas HaKkneiKa ¢
3aBepuUTENbHOM HaLMUCbIO "MPOHYMEPOBAHO M CKPENJeHO MeyaTbto NCTOB, NoANUCh !
(npunoxkeHne N 31 K Hactoswel WHCTPyKUMM) C yKasaHMeM cyha, KOTOPbIM BblAAeTca Konua
OOKyMeHTa. Moanucb ckpennsetcsa repboBoi neyaTbio cyaa. lepbosasn nevaTb CTaBUTCA TakMM 0Bpasom,
YTOObI YaCTUYHO 3aXBaTUTb OTPE3OK ByMaru, 3aKNenBatoWMIA KOHLbl HUTU IMGO MECTO CKpPenaeHus.

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

11.12. B cnyyae ecau BbllECTOAWMIA Cyd, U3SMEHMA pelleHMe cyfa, Ha Konuu cyaebHoro akta
(npurosopa, pelleHus, onpeaeneHus, NoCTaHOBAEHMS, CyAebHOro npmKasa) o6 sTom AenaeTtca oTMETKa.
Ha Bblagasaemoit Konum cyaebHoro akta paboTHMKOM apxvBa CyAa TaKKe AeNaeTcs OTMETKa O Jarte
BCTYM/IEHNA €ro B 3aKOHHYIO CU/Y M YKa3blBAeTCA, B KaKOM Aene MoALWMT NOA/MHHbBIN AOKYMEHT 1 B
NPOM3BOACTBE KaKoro Cyaa HaxoAmua0Ch Aeno.

11.13. Konuu 3anpawmsBaemblx cygebHbIX aKTOB, KOMMWU ayamosanucu cyaebHbix 3acedaHui, a
TaKKe apxuBHble cnpaBku (npunoxkeHme N 34 K HacTtoAwen WMHCTPYKUMKU) M3roTaBAMBAOTCA
pabOTHMKOM, OTBETCTBEHHbIM 33 paboTy apxvBa cyAa, B CPOK, He MNpPEBbIWAOWMA NATHAALATU
KaneHAapHbIX AHEeR, CO AHA MNOCTYN/JeHNA COOTBETCTBYIOLLETO 3aABAEHMSA.

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

11.14. V3roToBAEHHbIE, HO He nony4yeHHble 3aABuUTeNnem Konuu CyAE6HbIX dKTOB, NMNCbMEHHDbIX
CNpaBoOK NepeaarTca ANnAa OTNPaBKK NO noyTe.

JInuo, nonyymsliee Konuio cy,a,e6Horo aKTa, OOMKHO HanuMcaTb COOTBETCTBYHOLLYIO pacnumcKy. B
CQlydae HanpasieHnAa Konunnm OOKyMeHTa Nno noyte B AEeN0 nogwunBaeTca Konna conpoBoauUTeNIbHOro
nncbma C uUcxogawmm HOMeEpom U LI,aTOﬁ. Takxke penatoTca COOTBETCTBYHOLLME OTMETKUN B /UCTE
MCcnonb30BaHNA OOKYMEHTOB.

11.15. Konuu cyaebHbix akToB MOTYT 6bITb BblAaHbl (HanpaBieHbl) UHbIM ANLAM, YbU UHTEPECHI
HenocpeacTBEHHO 3aTparMsaloTca cyAaebHbiM akToMm, C paspelleHusa npeacenaTeNnbCTBYIOWEro Cyabu
AN npeaceaatena cyaa (B caydae OTCyTCTBMA - 3aMecTUTensa npeaceaartens cyga) no NUCbMeHHOMY
3aaBneHnio (npunoxkeHne N 32 K Hactosallen MHCTPYKUMKM), B KOTOPOM AO0NXKHO BbiTb YKa3aHo, Kakue



npaBa WM 3aKOHHbIE MHTEPECHI 3TOFO NLA HapyLeHbl 3TUMM CyAeOHbIMM aKTaMu.
(8 pea. Npukasa CyanebHoro aenaptameHTa npu BepxosHom Cyae P o1 09.01.2024 N 1)

11.16. MNoBTOpHas Bblgaya KOMUIA cyaebHbiX aKToB (pelleHuid, onpeaeneHuid, NPUrosBopos,
NOCTaHOBNEHUI, cyaebHbIX NPUKA30B) AULAM, YY4acTBYIOLWMM B [ene, UX NPeAcTaBUTeNnsm, a TaKwkKe
APYTMM N1Lam, YbM MHTEpPECbl HEMOCPEeACTBEHHO 3aTParnBatoTca cyaebHbIM aKTOM, OCYLLLEeCTBAAETCA No
MX NMUCbMEHHOMY MOTUBMPOBAHHOMY 3aAB/IEHUIO B YCTAHOB/AIEHHOM NpeaceaTesiem cyaa nopaake.

11.17. U3rotoBAeHWEe M Bblgada KOMUKW ayamosanucu cyaebHoro 3acegaHms OCYLLECTBAAETCA Mo
NMUCbMEHHOMY 3aAB/IEHUIO /L, YYaCTBYIOWMX B Aene, Ux npeacrasuteniel (CTOPOH, MHbIX YY4aCTHUKOB
cyaebHoro pasbupaTtenbcTsa) M 3a UX CYET B MOPALKE, YCTAHOBIEHHOM NpeaceaaTenem cyaa.

11.17.1. Ha nucbmeHHom 3asBneHun (npunoxkeHne N 33 K HacToAwen WHCTpyKumm)
npeacegatenb cyaa (ero samecTutenb) gefaeT COOTBETCTBYIOLLYHO OTMETKY O MOpyvyeHUU PaboTHUKY
apxvMBa cyZa W3roToBUTb W BblAaTb KOMWIO ayauosanucu cysebHoro sacepanua. [aHHoe 3asBneHue
noALIMBaAETCA B Ae/10, a B C/lydae npeabsaBieHUa AOBEPEHHOCTU K Aeny NPMoOLLaeTca TaKKe ee Konus.
(8 pea. Npukasa CyanebHoro aenaptameHTa npu BepxosHom Cyae PO o1 09.01.2024 N 1)

11.17.2. lna n3rotoBAeHUA KONUM ayanosanmcu 1nuo, nogasluee 3aaBaeHue, NnpeacTaBaseT B cys,
MmaTepuanbHblii  HocuTenb WHbopmauumn (dnew-kapta, auck CD-R, DVD u papyrue Hocutenu
MHbOPMaLUK, TEXHUYECKAA BO3MOMKHOCTb 3aMMCU Ha KOTOPbIe MMEETCA B COOTBETCTBYHOLLLEM CyAe).

11.17.3. MpeAcTaBneHHble B CyA, MaTepuanbHble HoCUTeNN MHOGOPMALMM He AO/KHbI CoaepiKaTb
KaKylo-nMbo WHPopmaumio. B uenax 6e3onacHOCTM nepes 3anucblo NPeACTaBAEHHbIM B CyA4
MaTepuanbHbIi HOCUTENb MOMKET BbiTb OTPOPMATMPOBAH YMNOJAHOMOYEHHbIM PAabOTHMKOM annapaTa
Cy4a, OTBETCTBEHHbIM 33 W3rOTOB/JIEHME M BblAayy KOMWWM ayamo3anucu, nocne npeaBapuTenbHoro
yBeAOM/IeHNA nLa, NOAABLIEro COOTBETCTBYIOLLEE 3asB/IEHME.

11.17.4. 3anucb ayamodaiina Ha MmaTepuanbHbli HOCUTENb AMUA, NOAaBLIEro 3aAB/eHue,
NPou3BOAMUTCA YNONHOMOYEHHbIM pPAaBOTHMKOM annapaTa CcyAa Ha JIOKa/ibHOM KOMMblOTEpe, He
npucoegMHEHHOM K JIOKa/IbHOM CeTU cya U He MMetoLLem 40CTyna B ceTb MHTepHeT.

11.17.5. Konua ayamosanucu cynebHoro sacefaHuns cyaom He 3aBepaeTcs.

MNocne Bblgaumn Konumu ayanosanuncu cyp,e6Horo 3acefaHnA Ha NMUCbMEHHOM 3aAB/IEHUU 06
M3roToBN€HNN N Bblda4e pa6OTHMKOM apXuBa Cyaa OeNaeTca OTMETKa 06 n3rotoBNEHUN U Bblga4e, a
NLOM, NONYyYUBLWUMM KOMUIKO ayano3anncu, penaetca COOTBETCTBYHOWaA pPacnnCKa O NoJly4YeHun.
JaHHoe 3aaBneHue I'IpVIO6LU,aeTCFI K cyp,e6Homy Aeny, npn asTom AenaetTca COOTBETCTBYHOLWAA OTMETKA B
INCTE NCNOJZIb30BaHMA AOKYMEHTOB.

HenonyyeHHasa 3asBuTenem Konus ayauosanucn cynebHoro 3acefiaHus Mo NoyTe  He
HanpasnseTca.

DNEKTPOHHbINA HOCUTEeNb MHGOPMALIMK, C KOTOPOTO M3roTas/MBasach KONus, A0/XeH 6biTh BLUUT B
aeno (NnpuobuieH K NpoToKony cyaebHoro 3acesaHuns) B ynakoBaHHOM BUAe (KOHBEPT) € yKasaHUeMm Ha
yrnakoBKe Homepa Aena, 4aTbl, a TakKe nognuncaH paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apx1Ba cyaa.
YnakoBKa [0/13kHa 0b6ecneymBaTb COXPAaHHOCTb 3/1IEKTPOHHOrO HOCUTE/A OT MOBPEXKAEHWNIA N MOPUMN.

11.18. Moa/nHHbIE AOKYMEHTbI M3 CcyAebHbIX Aen (MHbIX MaTepuanos) U UX HaANeKalluum
obpa3om 3aBepeHHble KOMNWKW, MNpeAcTaB/ieHHble Y4YaCcTHMKaMKM  CyAonpous3BoAcTBa  (nvuamu,
Yy4YacTBYIOWMMM B Aefie), a TakyKe CNpaBKM MO Aenam BblaaloTca Mm paboTHMKaMKU apxvBa cyda Ha
OCHOBaHUM WX MUCbMEHHOTO 3asaBAeHUA; APYrMM cydam, opraHam A03HaHMA W CAeACTBMA - Ha
OCHOBaHUM MOTUBMPOBAHHOrO 3anpoca U (MNK) UHbIX HEOBXOANUMbBIX AOKYMEHTOB, NPEAYCMOTPEHHbIX
3aKoHodaTenbcTBom Poccuiickont ®epepaumn. Ha 3aaBneHUM MAKM 3anpoce O BblAaye MNOANMHHbIX
OOKYMEHTOB M3 cyaebHOro Aena npocTaB/seTcA paspellalollas pesonoumnsa npegcegatenn cyga
(3amecTuTensa npeacenatens cyaa).



11.18.1. BsameH BblgaHHOro NOAJIMHHMKA K geny nprMobuiaeTca ero Konua, 3aBepeHHas cygbei un
repboBoii neyaTbto cyaa.

11.18.2. Mpwn BblAaye NOAJIMHHUKOB AOKYMEHTOB M3 CyAebHOro Aena Ha UX 3aBEePEeHHbIX KOMUsX
[OOJI>KHbI YKa3blBaTbCA Ppamuans, UMA, OTYECTBO NMLA, NONYYMBLLErO AOKYMEHT, ero npoueccyasibHoe
NONOXKeHNe No Aeny, AaHHble AOKYMEHTA, YA0CTOBEPAOWEro IMYHOCTb. B NonyyeHnn AOKYMeEHTa 3TO
VMU0 OO0MKHO pacnucaTbCa M NPOCTaBUTb AaTy nosydeHuA. JlMuo, Bblgasliee OOKYMEHT, A0/KHO
yKas3aTb CBOKO ¢amMuanio, AO/MKHOCTb M MOCTaBuUTb nognucb. Mpu npeabaABNEHUN OOBEPEHHOCTU
HeobX0AMMO CHATb C Hee KOMuio 1 NoALWNTb B Ae/0.

11.18.3. [JoKyMeHTbl, Ha OCHOBaHMM KOTOPbIX U3 cyaebHOro gena BblAaHbl NOA/IMHHUKK, a TaKkKe
NX 3aBEpPEHHble KONUKU NoaLInBaloTcA B geno. B cnyyae HanpaBneHUs NOAJIMHHOIO AOKYMEHTa 3aKa3HoM
NMoyTon B AEN0 TaKX¥Ke MNOALMBAETCA KOMWUA COMNPOBOAMTENIbHOIO MUCbMA C MCXOAAWMM HOMEPOM WU
[aTon.

11.18.4. TMMopsgoK M CPOKU BblAAYM MOAJIMHHBIX OOKYMEHTOB, WX 3aBEPEHHbIX KOMui
YCTaHaBAMBALOTCA Npeaceaatenem cyaa.
(8 pea. Npukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae Pd o1 09.01.2024 N 1)

Bbl4aya NMCbMEHHbIX [40Ka3aTeNbCTB, He BO3BPALLEHHbIX NPeACTaBUBLUMM UX ANLLAM A0 nepeaayu
[ena B apxuB cyaa, No npocbbe 3TMX 1L, OCYLLLECTB/IACTCA B TAaKOM 3Ke nopagxe.

11.19. Mo nucbmeHHbIM TpeboBaHUAM OPraHOB, KOTOPbIM 3aKOHOM NPeAOCTaB/lEHO NpPaBo
ncTpeboBaHMA Oena, MU Ha OCHOBAHWW PACMOPAXMEHMA npeaceaaTens cyaa WaM ero 3aMectTutens
cyaebHble Aena HanpaBAAOTCA UM B TPEXAHEBHbIN CPOK.

11.20. PaboTHUK apxmBa cyaa 06a3aH KOHTPOMPOBATb BO3BPAT A€/ B apXMB U HE peke 04HOro
pasa B MecAL, A0KNaAbIBaTb NpeacesaTento cyaa.

[lo Bo3BpauleHua aena B cya TpeboBaHME O €ro BbICbIIKE, KOMUKU COMPOBOANTE/IBHOMO MUCbMAa,
MPMroBopa UAN PeLLEHUA XPAHATCA B KOHTPO/IbHOW Narnke.

B KHUTe BblAauu eANHUL, XpaHEHMA BO BpeMeHHOe Nosib3oBaHMe (npunoskeHme N 27 K HacToAwei
MHCTPYKLMK) N3 apx1Ba Cya OTMEYAEeTcs, Korga, KoMy M Mo KakomMy 3anpocy Aeno HanpasaeHo, Korga u
Kem OHO BO3BpaLLeHo.

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

11.21. B cnyyae nocTynneHus B cya, 3asB/eHUA B3bicKaTens (nMbo ero npeacraButens) o Bblgaye
(HanpaBneHUKN) UCNONHUTENBHBIX AOKYMEHTOB MO CyAebHbIM Aenam, HaxoAALWMMCA B apxmBe cyaa, Ux
obopmneHne, HanpaBieHWe (Bblgaya) OCYLLECTBAAIOTCA B TMNOPAAKE U CPOKW, YCTaHOB/EHHblE
nHctpykumamu N 36, N 161.

(n. 11.21 B pea. Mpukasa CygebHoro genaprameHTta npu BepxosHom Cyae PP ot 09.01.2024 N 1)

11.22. WHble, He yCTaHOBAEHHble HacToAwel WHCTpyKuMen npaBuMna O3HAKOMEHUA C
maTepuanamu cynebHoro gena, BblgayuM NOAJIMHHbLIX AOKYMEHTOB, 3aBEPEHHbIX KOMUIA maTepuanos
Aena, NTMCbMEHHbIX CNPaBOK, KONW cyaebHbIX aKTOB ONpeaensatoTca npeacenatenem cyaa.

12. O6ecneyeHne COXPAHHOCTM aPXMBHbBIX AOKYMEHTOB

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

12.1. XpaHeHue apxMBHbIX OOKYMEHTOB B cyae obecneuynBaerca peanusaumeint Komnnekca
MEepONpPUATUIA, HanpPaBAEHHbIX Ha NOAAEPKAaHME APXMBHbIX AOKYMEHTOB B ONTUMaAbHOM GpU3MYECKOM
COCTOAHWUM, MMHUMM3ALMIO PUCKOB UX MOPYM U (MAK) yTPaTbl, B COCTAaB KOTOPOro BXOAAT:



npesfocTaBNeHNE WU30/IMPOBAHHbLIX MOMELLEHUIA O PaA3MELLEHUA aPXMBHbIX AOKYMEHTOB U
nposeaeHnsa paboT, CBA3aHHbIX C aPXMBHbIM XPaHEHUEM, OCHALLEHHbIX CPeACTBAaMM MOXKAPOTYLLUEHUS,
OXPaHHOM N NOXapPHOM CUrHanM3aunen, obopyaoBaHNUEeM AN XPaHEHMA AOKYMEHTOB;

opraHusauma u obecrneuveHne cobNOAEHUA MPOTMBOMOMKAPHOINO, OXPAHHOro, TemnepaTypHOo-
BN1aYKHOCTHOTrO, CBETOBOIO W CAHUTAPHO-TUTMEHMYECKOTO PEXKNUMOB;

BbIMNO/IHEHME TPEOOBAHMM K Pa3MeLLLEHNIO JOKYMEHTOB B apXUBOXPAaHUINULLE;

nposeaeHne npoBepKM Haanuna wn  COCTOAHUNA COXPAHHOCTU QaAPXUBHbIX OOKYMEHTOB B
COOTBETCTBMU C NOPAAKOM, YCTAHOB/NIEHHbIM Pa3ae/ioM 10 HaCTOFILLI,em MHCprKLI,MVI;

obecneyeHne BO3MOXKHOCTM MpPOBeAEHUA NPOPUNAKTUYECKON U TexXHUYecKo 06paboTKM
APXUBHbIX AOKYMEHTOB;

onucaHue (coctaBneHMe onuceit Aen) U CBOeBPeMEHHas MOCTaHOBKA apXMBHbIX AOKYMEHTOB Ha
Y4eT B COOTBETCTBUU C NOJIOKEHUAMM HacToAWen UHCTpYKUmUK.

12.2. ApxvB pasmewaerca B 34aHUN U (MM) OTAENbHBLIX MOMeweHUax 3aaHusa. OCHOBHble
nomeLleHus, npeaHasHavyeHHble ANA XPaHEeHWA, ydyeTa, KOMNAEKTOBAaHUA U MCNONb30BaHUA apXMUBHbIX
OOKYMEHTOB, M BCMomoratesibHble (aAMMHUCTPATUBHO-XO3ANCTBEHHOIO, TEXHUYECKOr0 W 6bITOBOTO
Ha3Ha4YeHWA) AO0/MKHbI COOTBETCTBOBATL TPeOOBAHWMAM, YCTAaHOBAEHHbIM MNyHKTOM 12.1 HacTosLiei
MHCTPYKUMK, a TaKkke obwumn TpeboBaHMAMM 6E30MNaCHOCTM K OOLLECTBEHHbIM 34aHUAM U
COOpYKeHnam <1>.

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

CALN

34aHUI 1 coopyKeHuin"; MpagocTponTenbHbln Koaekc Poccuiickon Peaepaumn.

XpaHeHWe apxMBHbIX [OKYMEHTOB B 33aBMCMMOCTM OT WX O6bLEMOB OCyLLEeCTBASETCA C
MCMNOb30BaHNEM OAHOTO MM HECKO/IbKMX BapUAHTOB PasMeLLEHUS:

B 34aHUKN, oOTBe4arlwem Tpe6OBaHMﬂM, YCTaHOB/NEHHbIM YNO/THOMOYEHHbIM d)e,u,epaanblm
opraHom WMCMNOJIHUTENIbHOM BNACTU B cd)epe dAPXMUBHOIO Aena n Aenonponssoacrea <2>;

<2> MMpaBuna OpraHU3auuM XpPaHEHUA, KOMMIEKTOBaHUA, y4eTa U UCNO/Ib30BaHMA OOKYMEHTOB
ApxuBHoro ¢oHga Poccuitckoit Pepepaumm U ApYyrux apXmBHbLIX AOKYMEHTOB B rOCYAapPCTBEHHbIX U
MYHUUUNANbHbIX apXnUBaX, My3eAax u 6M6}1MOT€Kax, Hay4YHbIX OpraHn3aumnax, yreepxaeHHble NPpUKasom
depepanbHOro apxusHoro areHtcTea ot 02.03.2020 N 24.

B CneuManbHO 060pyAOBaHHOM [A/1A XPaHEHUA [AOKYMEHTOB M30/MPOBAHHOM MOMELLEHUN -
apxuBoxpaHunuuie (NyHKT 12.3 HacTosawen NHCTpyKkuum);

B 3anupatowmxca Wwradax nnm cedax.

PasmeleHne apxmsa B I'IpVICI'lOCO6l1€HHOM 340aHUN (I'IOMELIJ,eHMVI) AONYCKaeTCA TO/IbKO nocne ero
O6CI'IEAOBaHMFi (B TOM 4Hucne noaBasbHbIX WU YepOdadyHbIX I'IOMELLI,eHMl‘;i, pa60TOCI'IOC06HOCTI/I
3J'IEKTpOCGTEI7I, OTOMUTENIbHBIX N BEHTUNAUUOHHDBIX CUCTEM, MPOYHOCTU MEMKITAXKHbIX HEDEKprTMﬁ C
y4eTOM NOTEHUMNANBbHbIX Harpy30|<).

12.3. ApXMBOXPAHUANLLE AOMKHO:

oTAENATbCA OT COCEOHUX I'IOMELLI,GHMVI OrHeynopHbiMun CTe€Hamu;



MMeTb eCTeCTBEHHYHO W/IM UCKYCCTBEHHYHO BEHTUNAUUIO, OﬁeCﬂe‘-lVlBaPOLLI,YI-O pPeunpryaaumnio
BO34yXa, NCKNKOYaloLWyro o6pasoBaHV|e HenpoBETPUBAEMbIX 30H;

COXPaHATb CTabUIbHOCTb TEMMNEPaTYPHO-BAAXKHOCTHOIO PEXKMUMA;
MMETb BbIXOAbl K IMPTAM U (MN) NECTHUYHBIM KNETKaM;

HEé MMETb NPOJI0KEHHbIX Yepe3 HEro TDYG BO,CI,OCHa6)KEHMﬂ M KaHaan3sauunn, TeEXHONOTMYeCKNX Unun
6bITOBbIX BblBOA0OB BOAbl;

HE WMEeTb BHYTPWU pacnpesenunTeNnbHblX LIUTOB, MpefoxXpaHuTenein U  OTKAKYatoLWMXCA
py6UAbHUKOB;

He pacnonaraTbCa B MnoAsanax U MOMELLEHUAX, PACMOJIOKEHHbIX HUXE YPOBHA MOBEPXHOCTU
3eM/IN, 32 UCKNOUYEHNEM XPaHUAULL, (NOMeLLEHNIM), 0becneynBatoLmMX 3aWUTy OT NPOHUKHOBEHMA B HUX
rPYHTOBbIX, Ta/blX M MaBOAKOBbIX BOA, B BETXMX CTPOEHUSX, AePEeBAHHbIX MOCTPOMKaX, MOMELLEHMAX C
OTHOCUTE/IbHON B/IaXKHOCTbIO BO3ayXa 6osee 55% 1 ¢ neyHbiM oTONIEHNEM;

UMETb ABEPU C MOBbLILEHHON TEXHUYECKOW YKPENNeHHOCTbIo (MeTananyeckne Man obliuTble
MeTannom);

MMETb 3annparowimeca peeTknm Ha OKHax (an pasmelleHnn apxmBoxpaHmnanila Ha LOKOJIbHOM,
nepBom U1 BTOPOM 3TaxKe 3L|,aHM‘r'|).

PacueT HeobxoAMMON NAOWAAM APXMBOXPAHUANUWLE PEKOMEHAYETCA MPOU3BOAMUTL C YYETOM
pPacnonoXKeHUs CTeNNaxKen N X HanoNHEeHUA B COOTBETCTBMM C NYHKTOM 12.7 HacToAwen MHCTpyKumu, a
TaKXe C y4yeTOM BO3MOXHOCTM pasmeweHna 400 eauHuUL, XpaHeHuAa Ha 1 KB. m naowaan
apXMBOXpaHUAULLA.

Karkaomy apxmBOXpaHMAMLLY MPUCBAMBAETCS HOMEpP, KOTOPbIN OTPAXKAeTca B TOMorpaduyeckmx
yKa3aTessx B COOTBETCTBMMU C NYHKTOM 12.19 HacToAwen NHCTpyKuum.

12.4. Ana obecneyeHnna AeATeNbHOCTM apxmBa (NpyM HeObXOAMMOCTM) BbIAENAOTCA NOMELLEHUE
ANA  nNpuema AOOKYMEHTOB, MX BPEMEHHOrO XpaHeHMs W  aganTauMM K HOBbIM  YC/IOBMAM
(akkNMMaTM3aumK), paboyas KomHaTa PaboTHMKA, OTBETCTBEHHOTO 3a PaboTy apxuMBa cy4a, NOMeLLEeHNe
ANA NpeAocTaBNeHMA AOCTYNa K apXUBHbIM AOKYMEHTaM.

12.5. ApxuBHble [OOKYMEHTbl Pa3MEeLAloTCa B  apPXMBOXPAHWIWLLIE Ha  CTaLMOHapPHBbIX,
nepeaBuKHbIX U (MM) MOBUIbHBIX METAIIMYECKUX CTENNAXKaX, B MeTalIMYeckux WKadax, cerdax mam
KOHTENHepax.

B KauyecTBe cneumanbHOro O60py,CI,OBaHVIF| BO3MOXHO MCMNO/N1b30BaHUNE CTAaUMOHAPHbIX OTCEKOB-
H6OKCOB C METaN/IMYECKUMU neperopogkamum U NnoaKkamu.

He paspellaeTca xpaHeHWe apXMBHbIX AOKYMEHTOB B TPAHCMOPTHOM Tape, B WTabensax, Ha nony,
NOAOKOHHUKAX, NECTHUYHbIX NAOWAAKAX, B rapaxax M Apyrux, He npegHasHauYeHHbIX 418 UX XPaHEeHUs
MecTax.

12.6. Mpwn paccraHoBKe cTennaxen B dpXnUBOXpaHUAULLE nNpeanoyteHne AONXKHO OTAaBaTbCA UX
I'IepI'IEHFI,MKyl'IFIpHOI‘/JI OpueHTaLnMn No OTHOWEHUIO K CTEHAaM C OKOHHbIMKU NpoeMamMmn U pasMeLlLeHNIO Ha
yYO3aNeHNUN HE MeHee 1 m OT UCTOYHMKOB Tenna.

12.7. MNpu pacctaHoBKe cTennaskeit (wkados, celidoB) B apXMBOXPaHUAULLE PEKOMeHAyeTcs
npesycmaTpMBaTh C/efyoWmne pacCcToOSHUA MeXay:

TOopUamMK cTennaxen (rnasHbiii npoxoa) - He meHee 120 cm;



pagamm ctennaxen (MeKCTennarkHblii Npoxoa) - He meHee 75 cm;

cTennaxkamwu, napannesibHbiMu CTEHE, U HaPYKHOM CTEHOM 34aHUA - He meHee 75 cm;

TOPLOM CTE/NNAaXKa U CTEHOM - He meHee 45 cw;

BEPXHEN NONKOW cTennaxka u NnoTonkom - 50 cm;

HUKHEM NONKOM cTenaxa 1 Nosom - He meHee 15 cm (B LLOKO/IbHbIX 3TaxKax - He meHee 30 cm).

PasmelleHne MOBMUAbHbLIX CTeNNaXKel MPOU3BOAMUTCA C yYeTOM OCOBeHHOCTel MOoMEeLLeHUi U
pa3meLlaemoro obopyaoBaHumsA.

12.8. Apx1BHble AOKYMEHTbI Pa3MeLLatoTCA B NEPBUYHBIX CpeaCcTBax XpaHeHUA:
Ha BymarKHOM HocuTesne - B KOpobKax, Nankax, KOHBepTax;

3/1EKTPOHHbIE Ha ¢M3VI‘-IECKVI 060c0o6eHHbIX HOCUTENsIX - B ynakoBKe, pEKOMEHAOBaHHOVI
npounssoanTenamm HoCUTENEen.

[na xpaHeHUs KapToYeK M CMpaBOYHbIX MATEPMANOB B MOMELLEHUN apXMBa YCTaHaB/NMBAlOTCA
KapToTeuYHble WKadbl.

12.9. Ha nepBMYHOM CpeacTBe XpaHEeHUA apXMBHbIX AOKYMEHTOB YKa3blBAlOTCA HOMepP U Ha3BaHue
$oHAZa, HOMep onucK Aen, KpaHue Homepa eaUHULL XPAaHEHUSA, Pa3MELLEHHbIX B HEM.

12.10. MpOTUBOMOMKAPHbLIN pPEXMM B 34aHUU MAM MOMELLEHWW apXMBa YCTAHAB/AMBAETCA B
COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickoit ®eaepaLmm o noxapHoi 6e3onacHoCTH <3>,

<3> dPepepanbHbiii 3aKoH oT 21.12.1994 N 69-d3 "O noxkapHon 6e3onacHocTn"; nocTaHOBAEHUE
Mpasutenbctea Poccuiickot depepaumm ot 16.09.2020 N 1479 "O6 ytBepxaeHun [pasun
NPOTUBONOXapHOro pexunma B Poccuiickoit ®epepaumn’.

PaboTHUK, OTBETCTBEHHDIM 33 PaboTy apxmBa cyna, AOIKEH NPONTU MHCTPYKTAXK NO BOMPOCAM
NPOTMBONOMKapHO/ 6e30NacHOCTM, O03HAKOMMUTLCA C MPaBWUAAMWU MOJIb30BAHUA NPOTUBOMOKAPHLIM
MHBEHTapeM. WHCTpyKTaxX pabOTHMKOB apxuBa NO MPOTUBOMOMKAPHOM 6e30MacHOCTU  JOJ/IKEH
NPOBOAMTBLCA HE peXke OOHOro pasa B roj, OTBETCTBEHHbIM PABOTHMKOM, Ha3HAYeHHbIM MPUKA30M
npeacenartens cyza.

12.11. OxpaHHbI pexunm obecrnednsaerca nyTem 060pyA0BaHNA 34aHNA AN NOMELLEHMI apXMBa
CpeAcTBamMM OXpaHbl, 06ecneynBaloMMmM KOHTPOIb AOCTYNa B HUX (ecAn apxvB cyda pasmelleH B
OTAEeNbHOM OT cyZa 34aHuK), a TakKe cobntogeHnem nopsfdKka CAauyu/CHATUA OXpaHbl MOMeLLeHUA
apXMBOXPaHWIMLLA M NOPAAKA AOCTyNa B HEro, yCTaHOBNEHHOTO NPMKa3om npeaceaatens cyaa.

12.12. ApXMBHbIe AOKYMEHTbI HEO6XOAMMO XpaHUTb B TeMHoTe. EcTecTBeHHOe oOcCBelleHWe B
dpXnBOXpaHuanuie AOonyCKaeTcA npu ycaoBumnm nNpuMMeHeHUA Ha OKHaxX CBGTOpaCCGMBaTeIIEﬁ,
PErynAaTopoB CBETOBONO NOTOKaA (CﬂeLl,I/Ia}'lebIX CTEKOI'I), 3aWNTHbIX d)MﬂprOB n FIOKprTI/II?I, Kan3n.

Ona NUCKYCCTBEHHOIO OCBeWEeHUA NMPUMEHAIKOTCA N1aMibl HAaKa/IMBaHUA B 3aKPbITbIX I'IJ'Iad)OHaX C
I'J'Ia,EI,KOﬁ NOBEPXHOCTbHO.

PaspelaeTca NpUMeEHEHNE NHOMUHECLLEHTHbIX 1aMM C ype3aHHbIM YAbTPadMONEeTOBbIM YHaCTKOM
CMEeKTpa, CBETOAMOAHbLIX CBETU/bHUKOB, Pa3peLUeHHbIX YNOJHOMOYEHHbIM deaepasnbHbIM OpraHoM
NCMNONHUTENLHOW BNACTM B chepe norKapHoi 6esonacHoCTy.



12.13. ONTMMaANbHBLIMM YCAOBUAMM XPAHEHMA apPXUBHbIX 4OKYMEHTOB ABNAIOTCA:

ONA OOKYMEHTOB Ha BymarkKHOM HocuTene - TemnepaTypa 17 - 19 °C, oTHocuTenbHan BAAXKHOCTb
Bo3ayxa - 50 - 55%;

ONA JOKYMEHTOB Ha MarHUTHbIX AUCKaX WU AMCKOBbIX HaKonuTenax - Temnepatypa 8 - 18 °C,
OTHOCUTENbHAA BNAXKHOCTb BO34yXa - 45 - 65%;

ONA LOKYMEHTOB Ha OMNTUMYECKUX AMcKax - TemnepaTypa 10 - 23 °C, oTHOCMTeNbHAA B/IAXHOCTb
Bo3ayxa - 20 - 50%.

12.14. KoHTpoib 3a TemMnepaTypHO-BAAXKHOCTHbIM peXMMOM obecneymBaeTca peryaspHbiM
M3MEepEeHMEM C MNOMOLLbID TEPMOMETPA U TMIPOMETPA UM TEPMOTMIPOMETPA, Pa3MeELLEeHHbIX B OAHOM
NN HECKOJIbKMX TOYKaX apxXmBOXpaHuWaUlla (B 3aBUCMMOCTU OT KOHCTPYKTUBHbIX ocobeHHocTeln
HﬂOLI.I,a,CI,VI) BAa/N OT OTOMUTENIbHbIX U BEHTUNAUMOHHBIX CUCTEM Ha BbICOTE HE MeHee 1 mort nona,
napameTpoB BO34yLLIHOW cpeapl:

B CNeuunanM3npoBaHHOM 34aHNK - He pexe 1 pasa B Heaenio;

B CneunanbHo 060pyA0BaHHOM A1 XPaHEHUA U30/IMPOBAHHOM MOMELLEHUN - He pexke 2 pas B
Heaento;

npn HECOOTBETCTBUN NAapaMeETPOB HOPMATUBHbIM TDE6OBaHMﬂM -1 pa3 B CyTKWU.

12.15. B apxuBe [0/KHA BeCcTUCb OMKCAuMA TemMnepaTypHO-BAAXKHOCTHbLIX XapaKTepuCTUK
BO3AYLIHOW Cpeabl B apXMBOXPaHWUAMULLE W Mep, MPUHATBIX MO HOPMaJaM3aUMK TemnepaTypHo-
BAIAXKHOCTHOMO PeXnma B C/Iy4anx ero HapyLleHus.

12.16. Hapnexawee CaHUTAPHO-TUTMEHMYECKOE COCTOAHME B apxmBe noadeprkusaetca
NpoBelEHMEM B HEM He peKe OAHOro pasa B MecCAl, BAaXHoM ybopKu nonos, obecnbliMBaHUA
0b0opyaoBaHMA N NEPBUYHBIX CPEACTB XpaHEHMs, 06pabOoTKMN LLOKONbHbIX YacTeN CTENNANKEN, NAUHTYCOB,
NOAOKOHHMKOB BOAHbIMM PAacTBOPAMM AaHTUCENTUKOB.

12.17. ApxuBHble [OKYMEHTbl, noasepriumeca 6MONOTMYECKOMY MOPaXKeHUto, noasaexar
Hemea/IeHHOW U30/1ALUMN U CaHUTAPHO-TUTMEHMYECKo 06paboTke (oe3nHeKunn, aesnmHcekumu), a
apXMBOXPaHUANLLE, NOPaXKeHHoe BMONOTMYECKUMM BpeaUTENAMU, - AepaTusaumnu.

12.18. CTennaxu v WwKadbl 4OMKHbI 6bITb NPOHYMEpPOBaHbI B MOPAAKE CNeBa HanpaBo OT BXOAHOW
ABepwu, MOJIKM Ha CTeNaXKax A0/XKHbl BblTb MPOHYMEPOBaHbI MO WKadam B NopsgKe - cleBa Hanpaeo,
CBEPXY BHM3.

12.19. MecTo XpaHeHUA eguUHUL, XPaHEHUA B apXMBOXPaHUaMLLe pUKCMpyeTca B TONOrpaduyeckmx
yKasaTtensx: nocrennaxkHom (npunoxkeHve N 36 K Hactosawein UMHCTpYKUMKM) U, Npu Haanummn bonee
opHoro ¢poHaa, nodoHaoBom (npunoxkeHne N 37 K HacTosLel MHCTpyKLmu).

Mpn BepeHun Tonorpad)mqecr(oro YKa3saTtena OoO4uH ero 3K3emMnnap AO0JIXKeH XPaHUTbCA Yy
pa60THMKa, OTBETCTBEHHOIO 34 pa60Ty apxuea cyAaa, BTOpOﬁ - pa3melaTbCA B COOTBETCTBYHOLLEM
dpPX1UBOXpPaHUAULLE.

Tonorpad;muecxme YKa3aTe/in He COCTaB/IAKOTCA NPU OTCYTCTBUUN apXUBOXPaHUINLLA.

13. CpoKu 1 nopAaaoK nepenaym gen Ha xpaHeHue
B roCyAapCTBEeHHbIN apXuB

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



13.1. Oena obuero [AOenonpov3BOACTBa MOCTOAHHOrO CPOKa XpaHeHua u cyaebHble gena
MOCTOSAHHOIO CPOKa XpaHeHMA MO UCTeYEHNU CPOKOB MX BPEMEHHOro XpaHeHus B apxuee cyda (15 nert)
nepeaaroTca Ha NOCTOAHHOE XpaHeHWe B roCyAapCTBEHHbIN apXMB, eCN CyA, BbICTYyNaeT UCTOYHUKOM ero
KOMM/IEKTOBaHMA UAN NPU HAIMYUKN COOTBETCTBYIOLLETO A0rOBOPa C aPXMBHbIM YUpEXKAEHNEM.

PeweHne o ¢opme npuema AOKYMEHTOB (NosHOro wauM BblbopouyHoro) npuHumaetca MK
APXMBHOTO yYpexaeHus.

CyAabl, He BbICTynalowWwmMe UCTOYHUKAMM KOMMNEKTOBAHUA rOCyAapCTBEHHOrO apxuBa, nepeaarot
AOKYMEHTbI Ha NOCTOAHHOE XPaHEeHMEe B rOCYAAPCTBEHHbINM apxvB MPU UX JIMKBUAALMM U HANNYUK
AOKYMeHTOB ApxnBHOro ¢poHaa Poccuiickon Peaepaumn.

13.2. Nepepaya A4OKYMEHTOB MOCTOAHHOIO XPaHEHWs B rOCYAapCTBEHHbIN apXuB OCYLLECTBAAETCS
B COOTBETCTBUM C MAAHOM-TPAaPUMKOM, KOTOPbIA YTBEPKAAETCA PYKOBOAMTENEM rOCYAapPCTBEHHOMO
apX1Ba UAM YNOAHOMOUYEHHbIM UM AO0AKHOCTHbIM JINLLOM.

JocpoyHas nepegaya AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHMe MOXeT ObiTb Ocyl,ecTBieHa npu
OTCYTCTBMM HEOobXOAMMBbIX YCNoBMIA Ana obecrneyeHns COXPaHHOCTU AOKYMEHTOB ApPXMBHOro ¢oHAa
Poccuitickonn depepaumu, npu yrpose yrpatbl (YHUUTOXMEHUA) JOKYMEHTOB, a TakK)Ke Ha OCHOBaHWUM
[0roBopa C rocy4apcTBEHHbIM apXMBOM.

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

13.3. PaboTbl, cBA3aHHble ¢ OT6OPOM, MOArOTOBKOM WM Nepegayei JOKYMEHTOB Ha MOCTOSHHOE
XpaHeHWe B TrOCYAapCTBEHHbIA apxvMB, B TOM 4YWUCAE C WX YMNOPAAOYEHMEM, TPAHCMOPTUPOBKOM,
BbINOJ/IHAIOTCA 3@ CYET CPeACcTB cyaa.

13.4. MNepen nepepayveinn [OKYMEHTOB Ha MOCTOAHHOE XPAHEHME B TOCYAAPCTBEHHbIN apxuB
NpoBOAATCA:

pPaccMOTpeHME AOKYMEHTOB Ha NPeaMeT paccekpeuymBaHns HocuTesen cBeaeHui, COCTaBAAOLLMNX
rocyapcTBEHHYIO TallHy B C/lyyae UCTeYEHMA CPOKOB, YCTAHOB/IEHHbIX 3aKOHO4ATeNIbCTBOM Poccuiickoi
depepauny;

paccMoOTpeHME AOKYMEHTOB Ha NpeaMeT CHATUA nomMeTkM "[Ons cny:kebHoro nonb3oBaHua" C
HocuTenen uMHOOpPMALMM  OFPaHMUYEHHOrO  PaCNpPOCTPaHEHMs B NOpPAAKe,  YCTAaHOB/NEHHOM
3aKoHoaaTenbcTBoM Poccuiickoit Pepepaumu.

13.5. MNepenaya 3/1eKTPOHHbIX apXMBHbIX AeN B MHPOPMALMOHHYIO CUCTEMY TOCYLAAPCTBEHHOMO
apxvBa NPOM3BOAUTCA B NOPAAKe, yCTaHOBNEHHOM deaepasibHbiM OPraHOM UCMONHUTENbHOM BNACTU B
chepe apxuBHOro aena v AenonNpoM3BOACTBA, MO COMIACOBAHMIO C FOCYAAPCTBEHHbIM apXMBOM MO
ONUCAM 3/IEKTPOHHbIX AOKYMEHTOB. K OMMUCAM 31EKTPOHHbIX Aen npuaaratlTca peecTtpbl dalinos
3/IEKTPOHHbIX OOKYMEHTOB.

13.6. Nepegaya AOKYMEHTOB 0OPMAAETCA aKTOM MpUema-Nepesayn apXmBHbIX AOKYMEHTOB Ha
XpaHeHue (npunoxkeHne N 22 K HacToAwen MHCTPYKLMMK), cOCTaBaseMbIM B ABYX 3K3emnaapax. OanH
3K3eMNAApP aKTa OCTaeTCA B roCyAapCTBEHHOM apXuBe, APYrok - B cyae.

BmecTe € AOKyMeHTaMM nepeparoTca 4eTbipe 3K3emMnasapa Oonuvcu Aen, a TakXKe OAMH - B
9/1EKTPOHHOM BUAE, B cbopmaTe, COrnacoBaHHOM C rocyaapCTtBeHHbIM apX1UBOM. OauvH IK3emMnaap onnucun
Ha 6YMa)'KHOM HOCUTenNne OCtaeTcAa B cyae.

13.7. Ha Bcex aK3emMmnaAapax onncun gen rocygapCrBeHHbIM apXmMBOM OEM1AHOTCA OTMETKU O Npueme
dPXMUBHbIX OOKYMEHTOB B apXMUB. |-|pl/| OTCYTCTBMUN eaUNHUL, XpPaHEeHUA, YKa3aHHbIX B OnNnCcun aen, cyn



NPUHMMaET Mepbl MO UX PO3bICKY. EC/IM B XoAe po3biCcKa OTCYTCTBYIOLME AOKYMEHTbI He Bbln HalleHbI,
B ONWUCKU Aien AenaeTcsa HoBas UTOrosas 3anuMcb. Homepa OTCYTCTBYIOLMX €AUHULL XPaHEHMUA U NPUYUHBI
OTCYTCTBMS OrOBapMBalOTCA B aKTe Mpuema-nepenayn AOKYMEHTOB Ha XpaHeHWe M B npunaraemon K
aKTy crnpaBKe, COCTaB/AAEMOM Cy10M.

Cya, nepefatowmii LOKYMEHTbI Ha XpaHEHWE B rOCYAapPCTBEHHbIN apxmB, 06A3aH NPUHATL Mepbl K
BOCCTAaHOB/IEHUIO  YTPAYeHHbIX MPOU3BOACTB B COOTBETCTBMM C rnaBoit 38 [paxaaHcKoro
npoLeccyanbHOro Kogekca Poccuiickon Peaepauymn.

Mpu oTcyTcTBUK (YTPaTe) NOANMHHMKOB NEPEAAIOTCA UX 3aBEPEHHbIE KOMUM (NpY Hannumum).

13.8. ,ﬂ,OKyMEHTbI nepegaroTca Ha NOCTOAHHOE XpaHeHue B ynopAgo4YeHHOM COCTOAHUU CO
CNpPaBO4YHO-NOUCKOBbIMU CpeaCTBaMMU.

MpunoxkeHne N 1

K VIHCTPYKL MM O MOpsAAKe opraHn3aumm
KOMMM/IEKTOBaHUA, XpaHeHUs, yyeTta

M UCMO/b30BaHWUA LOKYMEHTOB
(31EeKTPOHHbIX 4OKYMEHTOB) B apXMBax
deaepanbHbix Cya0B 06LLeN IOPUCANKLUN

CNUCOK U3MEHSAIOLLMX JOKYMEHTOB
(8 pea. MNpukasa CygebHoro aenaptameHTa npv BepxosHom Cyae PP
071 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOro NoApasaenieHnn cyaa)

HOMEHK/IATYPA OEN
Ha___ rop<l>
NHaekc 3aros0BOK Aena Konnyectso | Cpok xpaHeHua | [MpumedaHusa
aena TomoB (4acTtei) | u N cTaTbu no
nepeyHto
1 2 3 4 5

Ha3ssaHue pasgena




HauyanbHUK CTPYKTYpHOro NoAapasaeneHus
(ynonHomoueHHoOE nunuo)

(moanucob) (pacwmndporka nognucum)

(nata)

<1> K HOMmeHKnatType gen CTPyKTYpHOro nogpasgeneHus Mo OKOHYaHWWM KaseHAapHoro roga
COCTaB/IAETCA MTOroBas 3anucb No ¢Gopme, YKa3aHHOM B MPUIOXKEHUU 2, U [enaeTcs OTMETKa O
nepegaye UTOroBbIX CBEAEHWUI B OTAEN 4e/I0NPON3BOACTBA Cyaa.

MpunokeHue N 2

K MHCTPYKLMM O NopsaaKe opraHM3aumnm
KOMM/IEKTOBAHMUA, XpaHEHMUs, yyeTa

M UCNONb30BaHUA AOKYMEHTOB
(31€KTPOHHbIX AOKYMEHTOB) B apXmBax
denepanbHbIX CyA0B 06LEeN pUCANKLUN

CnNMCOK U3MeHALWMX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenapTameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

YTBEPXKOAIO
(HaumeHoBaHue cyaa) Mpepcenatens cyaa
HOMEHK/ATYPA EN (noanuco) (pacwmndposka nognucum)
Ha roa
(maTa)

MHpaekc 3aronoBoK gena Konnuectso | CpoK xpaHeHmna n N MpumeyaHua

aena TOMOB (4acTelt) | cTaTbM NO NEPEYHIO

1 2 3 4 5

Ha3ssaHue pasgena

HavyanbHuK oTAaena




Aenonpoussoactsa (obuero otaena)

(nata)

Bn3a paboTHWKa, OTBETCTBEHHOIO
3a paboTy apxmBa

COIMACOBAHO
MpPOTOKON 3KCNEePTHON KOMMUCCUN cyaa

oT N

(moanucob) (pacwmndporka nognucum)

YTBEPXAEHA
MPOTOKOA 3KCNEPTHO-NPOBEPOUHOI
KOMMCCMM apXMBHOIO yUperKaeHnn

OT n n N

MNTorosas 3anmcb O KaTeropusax 1 KOANYECTBe e/, 3aBeAeHHbIX B roay B cyae

Mo cpoKam xpaHeHusA

Bcero

B Tom uuncne:

nepexoaALLmnx ¢ otmeTKom "IMK"

2

3 4

Ha 6ymarkHoOMm HocuTene
(npy HannuMM rMbpuaHbIX Aen, Tom(a) Ha BYMarKHOM HOCUTENEe YUUTbIBAIOTCA B pa3aene Tabaupl
"Ha 6ymarkHOM HocuTene", Tom(a) Ha SNEKTPOHHOM HOCUTE e YYMTbIBAIOTCA B pasaene Tabanubl

"INeKTPOHHbIX"):

[TocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOYMUTESIbHO)

DNEeKTPOHHbIX

(Npu Hannuum rMMbpuaHbIX aen, Tom(a) Ha BymaXKHOM HOCUTE e YUUTBLIBAIOTCA B pasaene Tabanupl
"Ha 6ymarkHOm HocuTenie", Tom(a) Ha 3IeKTPOHHOM HOCUTENE YUUTLIBAIOTCA B pasaesie Tabamubl

"INeKTPOHHbIX"):

[TocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOUYMTE/IbHO)

NTOTO:




HayanbHUK oTaena
Aenonpoussoactsa (obuero otaena)

(moanucob) (pacwmndporka nognucum)
(nara)
UTorosble cBeZleHUA NepeaaHbl B apXuUB.
PaboTHMK, OTBETCTBEHHbIN
3a paboTy apxvBa cyaa
(mognuce) (pacwmdposKa noanuncu)

(naTa)

MpunoxkeHune N 3

K MIHCTPYKLMM O NopsaKe opraHn3aumm
KOMMNEKTOBaHUSA, XpaHEHUs, yyeTa

W UCMO/Ib30BAHUA JOKYMEHTOB
(51eKTPOHHbIX 4OKYMEHTOB) B apXMBax
desepanbHbIX Cyao0B 06LWEN PUCANKLNN

CN1COK U3MEHSAIOLLMX OOKYMEHTOB
(8 pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaMMeHOBaHMe cyma)

(Ha¥MEeHOBAaHME CTPYKTYPHOTO NIONpasnejieHus cymna)

OINnChb N
nes, IOOKYMEHTOB
3a ron




n/n

MHAaeKc
aena

3aros10BOK Aena

KpanHue aatbl

Cpok
XpaHeHusA
(rpada He
3anoNHAEeTC
A B onucum

aen
NOCTOAHHOT
0 CpoKa
XpaHeHus)

Konnyectso
2ucTos

MpumeyvaHua

4

5

HassaHue pa3gena




B maHHBE pasnel ONMCYM BHECEHO

el

c N no N

(umdpaMm M MOPONMCEI)
, B TOM YKcCJe:

JIMTEPHEIE HOMEPaA:

4

IPOIIyMEeHHEEe HOMepa:

HauMeHOBaHME IOOJDKHOCTU
cocTaBUTEeJId OIIMCU

(naTa)

PaB®OTHUK, OTBETCTBEHHHM
3a paboTy apxmeBa Ccyna

(nara)

COIJIACOBAHO
HauaspHMK oTnesa
OeJlonpomMs3BOOCTBa (obwero oTrnesia)

(naTa)

[lepenan

(momnmceo)

(momnmceo)

(momnmco)

(pacumbpoBka MONNUCH)

(pacumbpoBka MONNUCH)

(pacumdpoBKa MIOANMUCHK)

SOVHNML, XPaHEeHUA

(undpaMm M OPONUCHIO)

u

pPermMCcTPpalMOHHO ~KOHTPOJIb HEIX

(umdpaMm ¥ HOPONMUCHI)

KapToTeK K IOOKYMEHTaM.

HamMeHOBaHME IOOJLDKHOCTU pa@OTHMKa
CTPYKTYPHOIT'O IIOoIpa3neJieHUnA

(nara)

[TprHAa

(momnmce) (pacumdpoBKa MONNUCH)

SIOVMHNIL XPaHEHUA

(umdpaMm M NOPONMUCHI)

PEeTMCTPaAlVMOHHO~KOHTPOJIb HBEIX

(UdpamMmu M OPOMNMUCHI)
KapTOTEeK K IOOKYMEHTaM.

PaboTHMK, OTBETCTBEHHEM
3a paboTy apxmBa cyna

(nara)

(mommmce) (pacumdpoBKa MIOONMUCHU)

Mpwunoxkenne N 4
K MHCTpyKLUMK O nopaaKe opraHu3saumm
KOMMJIEKTOBAHUA, XPaHEHUA, yyeTa



N UCNO/Ib30BaHUA IOKYMEHTOB
(31eKTPOHHbIX OKYMEHTOB) B apXmBax
denepanbHbIX cyaoB o6Lein pUcaMKLMn

CrNnNCOK U3MEHAILWMNX LOKYMEHTOB
(8 pea. Mpukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

(HaMMeHOBaHUE cyma)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoIOpaslesieHMs cyna)

doHnm N

OIMCh N

BJIEKTPOHHEIX IeJl

(IOCTOSHHOTO XpPaHeHMS/BpPEeMEeHHBIX

(cBomie 10 Jji1eT) xpaHeHMs /MO JIMUHOMY COCTaBy)
3a Tom




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

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Banr.

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

(umdpaMr ¥ HPONUCHI)

rno N

SJIEKTPOHHBIX HOOKYMEHTOB

, OOBeMOoM

B ToM umcIiie JIMTEepHEIE HOMEpa:

4

HamMveHOBaHMEe OOJIKHOCTU
coCcTaBUTEeJId OIIMCU

(mara)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmBa cyna

(mommnmce)

(mommmce)

(pacumppoBka NOONMUCH)

(pacumppoBKa MIOLANUCHK)




(naTa)

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

(nara)

[lepenan

(pacumdporka IOONUCH)

BJIEKTPOHHBIX IOOKYMEHTOB

(umdpaMm ¥ OPONMUCHI)
oOBEMOM

danr.

(umbpaMm M NPONMUCHIO)

HavMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O NoIpaslelieHUs
(momnmceo)

(naTa)

[MprHAan

(pacumbpoBka MOONMUCH)

SJIEKTPOHHBIX IOKYMEHTOB

(undpaMm M OPONUCHIO)
o0BBEMOM

Banr.

(umdpaMm ¥ OPONMUCHI)

PaboTHUK, OTBETCTBEHHHMN
3a paboTy apxmuBa cyzna
(momnmce)

(nara)

(pacumdpoBka IOONUCH)

PeeCTp @aﬁHOB SJIEKTPOHHOT'O IOOKYMEeHTa

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

MpunoxkeHne N 5

K MHCTPYKLMM O NnopAaaKe OpraHn3aumnm
KOMMNIEKTOBAHWA, XPaHEHUA, y4eTa

N NCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXnBax
benepanbHbIx cya0B 06LWEN LOPUCAMKUAN



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

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

Ha3sBaHue pasgena

B DaHHBI pasnesl ONMCM BHECEHO

(undpaMm M HOPONMCHEI)
neJ
, B TOM UYMcCJe:

c N rno N
JIMTEPHBIE HOMEepa:
INPOIylIeHHEIE HOMEepa:

14

HamMeHOBaHME IOOJDKHOCTU
cocTaBUTEJIA OIIMCHU

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

OT n n N




MpunnoxkeHne N 6

K MHCTPYKLMM O NnopsaaKe opraHn3aumum
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCMOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXuBax
denepanbHbIX cyaoB 0bLen pucamKkumm

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

YTBEPKOAIO
(HaMmeHoBaHMe cyaa) Mpeacepatens cyaa

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

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

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

HassaHue pa3gena

B DaHHBI pasnesl ONMCM BHECEHO

(umdpaMm M NOPONMUCHIO)
nen

c N

no N , B TOM UMCJIE:

JINTEPHBIEe HOMEepa: ’
IPOIylleHHEIE HOMEpPaA :

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBuUTEJIA ONUCHU

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa IONNUCH)

(nara)



MPOTOKOA 3KCNEPTHON KOMUCCUM CyAa

COrACOBAHO

YTBEPXAEHA
MPOTOKON 3KCNEPTHO-NPOBEPOUHOW

or"_" N KOMMCCUM apXMBHOTO YUpeXAEHUS
OT II_II N
MpunnoxkeHne N 7
K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNIEKTOBAHWA, XPaHEHUSA, yyeTa
W UCNOJIb30BaHWNA LOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apXuBax
denepanbHbIX cyaoB obLen pucamKkumm
Cn1COK U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP
o1 09.01.2024 N 1)
YTBEPXKOAIO
(HanmeHoBaHwMe cyaa) MNpepcepatens cyaa
®oHa N (noanuceb) (pacwwndposka nognucwm)
OMUCb N
Aen, LOKYMEHTOB BPeMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHEeHUs
3a roa, (paTa)
N MHpeke pgena 3aronoBok KpaitHne Cpok Konunyectso MpumeyaHua
n/n aena haTbl XpaHeHus nmctos
1 2 3 4 5 6 7
Ha3sBaHue pa3gena
B DaHHBII pasnesl ONMCM BHECEHO
(umdpaMy M MOPONMUCHIO)
oeJl
c N no N , B TOM UMCJIE:
JIMMTEPHBIE HOMEepa: ’

[IPOIylleHHEIE HOMEpa :

HauMeHOBaHME OOJIDKHOCTU
cocTaBUTEJIA OIIMCU

(momnmceo) (pacumpporka IOONMUCH)




(nara)

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmpa Ccyna

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

(momnmceo) (pacumbpoBka MONNMUCH)

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

MpunoxkeHmne N 8

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

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

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

(HaMmeHoBaHMe cyaa)

®oHa N

OMNCb N

3N1EKTPOHHbIX Aen

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

3a rog,

01 09.01.2024 N 1)

YTBEPXOAKO
Mpeacepatens cyaa
(nognucs) (pacwmdposka nognucu)

(nata)



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

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Bant.

ONPOIylleHHEIE HOMEpPa:

K meyjaM cocCTaBJIEHEL BHYTPEHHME OINCU

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMr ¥ HPONUCHI)
rno N

, OOBeMOoM

B ToM umciie JIMTEepPHBIE HOMEpa:

HammMeHOBaHMEe IOOJIXKHOCTU

coCcTaBuUTEeJId OIIMCU

(mnara)

PaboTHUK,

OTBETCTBEHHEI

3a paboTy apxmBa cymna

(peecTprl)

(mommmce)

(mommmce)

neJl.

4

(pacumppoBKa MIOLANMUCHK)

(pacumdpoBKa MIOLANMUCHK)




(naTa)

COINACOBAHO YTBEPXKAEHA

MpPOTOKON 3KCNEPTHON KOMUCCUM CYyAa MpPOTOKOA 3KCMEPTHO-MPOBEPOYHOM

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

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

MpunnoxkeHne N 9

K MHCTpYKUMK O NopsaaKe opraHn3aumm
KOMM/IEKTOBAHMA, XPaHEHUA, yyeTa
M UCNONb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX AOKYMEHTOB) B apX1Bax
deaepanbHbix CyaoB obLLei lpUcanKumm

Cn1COK M3MEHSAIOLWMX OKYMEHTOB

(B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PO

01 09.01.2024 N 1)

(HamMeHOBaHME cyma)

PEECTP ONMCEN IIEJI, HOKYMEHTOB

Hauat

OKOHUEH




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




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

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

YyIIpaBJIEHUECKOM IOKYMEeHTaluuu onmceu,
(umbpaMy M MNPONMUCHIO)

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

HAYUYHO-TEXHUUYECKOM HOOKYMEHTAaluMn onmcen,
(umdpaMm M OPONMUCHI)

BUIOEOIOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

KMHOIOOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

GOHOODOKYMEHTOB onmcewn,
(umbpaMy M MNPONMUCHIO)

GOTOODOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

BJIEKTPOHHEIX ITOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

B TOM UMCJIE:

IOCTYIINJIO B T. omnmcen,
(undpaMm M HOPONUCHIO)

BEIORIJIO B . onmucemn
(umdpaMm M HOPONMUCHIO)

PaboTHUK, OTBETCTBEHHHN

3a paboTy apxmuBa cyzna

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

(nara)

Mpunoxenue N 10

K MHCTPYKLMK 0 NOpsALKe OpraHM3aumm
KOMMNNEKTOBaHMSA, XpaHeHUs, y4eTa

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

CNMCOK N3MEHSIOLLMX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP

0T 09.01.2024 N 1)

JMCT-3ABEPUTEJIE IEJIA N

B meJsie nmomumTo U IIPOHYMEPOBAHO

(umdpaMy M MOPONMUCHIO)

(mmcTa (oB)

c N
JIMTEPHBIE HOMEepa JIMCTOB

10

4

B TOM 4UMCJIe:

IIPOIIyHIeHHBIE HOMEepa JIMCTOB




+ JIMCTOB BHyTpeHHeVI Oonmcum

OcobeHHOCTN GU3NYECKOTO COCTOAHMA U GOPMUPOBAHUSA Aena Homepa nuctos

1

2

HammMeHOBaHME IOJIKHOCTM pPabOoTHMKAE,
COCTAaBMBIIETO BaBEPUTEJILHYIO

HaIOnuchb
(momnmce) (pacumdporka IOONMUCH)
(mara)
MpunnoxkeHne N 11
K HCTPYKLWKM O nopAaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa
M NCNON1Ib30BaHUA JOKYMEHTOB
(3N1EKTPOHHBIX LOKYMEHTOB) B apXuBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN
Cnucok N3MEHAKWNX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro agenaptameHTa npu BepxosHom Cyae PO
o1 09.01.2024 N 1)
BHyTpeHHAA onmcsh
OOKYMEeHTOB gnejya N
N PerncrpaumnoHHbin N Jata 3aronosok Homepa nucros MpumeyvaHma
I'I/I'I AOKYMEHTa AOKYMEHTa AOKYMeEHTa Aena
1 2 3 4 5 6
NToro OOKYMEHTOB .
(umdpaMm ¥ NOPONMUCHI)
KommuecTBO JMCTOB BHyTpeHHeﬁ OIInCum JIICTOB
(undpaMm ¥ HOPONUCHI)
HamMeHOBaHME OOJIKHOCTM JIMLIA,
COCTaBMBIIETO BHYTPEHHKK OIIMCH
IOOKYMEHTOB Ieja
(momnmce) (pacumppoBKa NOONMUCH)

(nara)




MpunnoxkeHne N 12

K MHCTPYKLMM O NnopsaaKe opraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, y4eTa

N UCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXuBax
denepanbHbIX cyaoB 0bLen pucamKkumm

Cn1CoK U3MEHAIOLWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

N 1O |

Y
|

(HaMmeHoBaHMe rocyAapCcTBEHHOIO apXMBa)

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOro NoapasaeneHuns)

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

LENO (YWA) N MPOM3BOACTBO N

MATEPUAN

TOM N

(Ha3BaHUWe aena)

1 nHcTaHumA 2 MHCTaHUMA

MocTtynuno MocTtynuno

PaccmoTtpeHo PaccmoTtpeHo




[aTta Havana
npou3BOACTBA

KpaiHue aaTbl

[laTta OKOH4YaHuA
npou3BoACTBa

Ha

NNCTax

XpaHuTb

®.N

Oon. N

O.N

(cpok xpaHeHuWA B rogax, 40 KaKoro rofa XpaHuTb)

(noanuceb) (pacwwndposka nognucum)

MpunnoxkeHne N 13

K HCTPYKLMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

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

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa CygebHoro genaptameHTta npy BepxosHom Cyae PO

(HamMMeHOBAaHMUE
AKT
" " N

cyna)

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

Ha ocHoBaHUM

o1 09.01.2024 N 1)

YTBEPXIAIO

[lpencenmaTens cyna

(momnmce) (pacumdpoBKa MONNUCH)

(nara)

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

OoTOOPAaHEl K YHMUTOXEHMIO Kak
yTPpaTUBIIME NPAaKTUUECKOEe 3BHaueHMe IOKYyMeHTH GoHma N

He mMeKmue HaquO—MCTOqueCKOﬁ IIEHHOCTM "

(N u HaszsBaHUe OQoOHIa)

N |3aronoBok gena
n/n| (rpynnosoi

3aronoBoOK
[OKYMEHTOB)

loabl | Homepa
onuecum
<2>

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




nen) NnepeyHto

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

yTeepxneHs OIIK ’
(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMS)
IPOTOKOJI OT N

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(momnmceo) (pacumbpoBka MONNMUCH)
(mara)
COTJIACOBAHO YTBEPXIEHO
[IPOTOKOJI DKCIEPTHOW KOMMCCUU [IPOTOKOJI BKCIEPTHO-NIPOBEPOUHOM
cyna KOMUCCHUM APXUBHOTO YUPEXIOEeHUSI
OT ll_ll N OT ll_ll N
,D;OKyMeHTI::I B KOJIMUeCTBe eOMHUILT XpaHeHI/IH (nen,

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

(cmoco® yHMUTOXEHMS)

HamMeHOBaHME IOOJIXHOCTU
paboTHMKA Ccyona,
COaBmEeTro IOOKYMEHTH

(mommmce) (pacumdpoBKa MIOONMUCHK)

(mara)
JOKYMEHTE YHUUTOXEHEl B YCTAHOBJIEHHOM IIOpPAIKE.
HavMeHOBaHME IOJIKHOCTU

paboTHMKA CyIa, YIOJHOMOUEHHOTO
OCYIWECTBJATL KOHTPOJBb 3a yTulM3aluen

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

(nara)

<2> I'IpM BblAENEHUN K YHUHTOXKEHNIO JOKYMEHTOB NPU NOAroTtoBKE AeN K nepeaaye B apxms Cyaa

rpada He 3anonHseTca.



MpunnoxkeHue N 14

K VIHCTPYKLMM O nopsfKe opraHn3aumm
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXnBax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

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

KoMy mnpencrasjsgeTcd

(HaMMeHOBaHMe n azjmpec HonyanenH)
Kewm npencrapjideTrcd

(HaMMeHOBaHMe M ajpec OTUMTEIBaAKIEI'OCA apXumBa

(bopmMa COOCTBEHHOCTM OTUMTHERBAKIEIOCS apxMBa)

[lacopT apxuBa cyna

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

2. CBenmeHUs O IOKyMeHTax

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

MocTosiHHOrO 201
XpaHeHuna <3>

Mo nnyHomy 202
cocrasy




3. Kanpu

Koa cTpoKku

Konnyectso WTaTHbIX pa6OTH MKOB

301

4. YcrnoBusa XpPaHeHd IOOKYMEHTOB

(HyXHOEe MNOOUEPKHYTH)

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

OTtonneHue LEeHTpanbHOe, MeyHoe; OTCYTCTBYET.

Crennaxu MeTaN/IMYeckne, AepeBAHHbIE; KOMBMHUPOBAHHbIE;
HeT.

LWkadsbl AepeBsiHHbIe, MeTa/lINYecKMe; OTCYTCTBYIOT.

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

YuTanbHbIN 3an

€CTb, HET.

TemnepaTypHO-BAAXKHOCTHbIN PEXUM

cobnogaerca, H

e cobntogaercs.

nw nw 20 .

HpencenaTenb Cynoa

(naTa)

O®.M.0. u TenedOH MCIOJIHUTETS

(momnmco) (pacumdpoBKa MIOANMUCHK)

<3> lMpu cocTaBneHUM NacnopTa apxmea LenecoobpasHo B cTpoke 201 BHOCUTb AaHHble O Aenax
NOCTOAHHOIO XPaHEHWA OTAE/IbHO MO rPa*KAAaHCKMM, aAMUHUCTPATUBHBIM, YTOJI0BHBIM Ae/laM U Aeam
Mo SKOHOMMYECKUM crniopam, Aenam obLero 4enonpon3BoLCTBa.

MpunnoxkeHme N 15

K VIHCTPYKLUMM O NopszKe opraHn3auum
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BaHNA AOKYMEHTOB
(3NEKTPOHHbIX LOKYMEHTOB) B apXuBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

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

0T 09.01.2024 N 1)

(HamMMeHOBAHME CyIa)



YUeTHBEEe CBeIeHMHA O IOKYMEeHTAax,

XPaHAIlMMXCA B apxXmuBe cyla

Ha " " 20 T.
1. OBbume cBemeHUSA
Kog, ctpoku Konnuectso | Mnowagb apxmMBOXpaHUAULL, | 3arpy*KEHHOCTb apXMBOXPaHUANULL,
$oHaoB KB. M NPOLEHTbI
A 1 2 3
101
2. CBemeHMs O IOOKyMeHTax
MoKasatenu Konnuectso eguHUL, XpaHeHUA
Bcer KpanHue N3 HUX BHECEHO B | XpaHuTCcA | obpasyeTc
o narbl onucu cBepx ABroa
ycTaHoBNe aen
Ha4yan | KoHeY |Bcer| KpawmHue HHOrO
bHaA | Has o OaTbl cpoka
Hayan | KoHe
bHaA | YyHaA
A 1 2 3 4 5 6 7 8
MNocToAHHOro xpaHeHnA
BpemeHHbIx (cBbiwwe 10 net)
CPOKOB XpaHeHuA
BpemeHHbIx (8o 10 neT) cpokoBs
XpaHeHus unm "ao MMHOBaHUA
HapgobHocTn"
Mo nnyHomy cocrasy
[lpencenaTesnis cyna
(momnmce) (pacumdpoBka MONNUCH)

(nara)

®.M.0. MUCHOOJIHUTENS

MpnnoxkeHne N 16

K MHCTPYKLMM O NopsaaKe opraHu3aumnm
KOMMNIEKTOBAHUA, XpaHEHUS, yyeTa

N UCMO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHbIX LOKYMEHTOB) B apXuBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN



CNMCOK M3MEHALWMX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

(HaMMeHOBaHME cyma)

(Ha3BaHMe apxuBa cyna)

KHUT'A
ydyeTa [NOCTYIJIEHUA U BEOHETUA LOeJl, IOOKYMEHTOB

Tom N
Hauat

OKOHUYEH



[ata

HanmeHoBaHMU

HanvmeHoBaH

Ha3BaH

oAbl

Bug, MocTynneHne onucaHHbIX BbIbbITME ONUCAHHbIX HeonucaHHbix | MpumeyaH
n/ | noctynneH e ne, Homep U Mewn | NoCTynuBLW | HOCUTe AOKYMEHTOB AOKYMEHTOB aen, us
n nau opraHusauumu AaTta Homep UX UK na <4> [OKYMEHTOB,
BbIGbITUA | (CTPYKTYpHOro | AoKymeHTa, | ¢oHAa | BbIBbIBLLMX KO/IM4ECTBO €ANHNL, XPaHEHNA | KOJIMHECTBO €iMHNL, XpaHEHUA INCTOB
noApaszeneH | no KoTopomy [OKYMEHTO
us, aua, nocTynnAu B MO onucK MOCTOAHHO | BpeMEHH no NMOCTOAHHO | BpeMEHH no nocTynu | Bbibbin
KOTOpOM AOKYMEHTbI [OKYMEHTO XpaHeHus | (cBblwe My XpaHeHus | (cBblwe My
nocTynnAu B 10 net) |cocrasy 10 net) |cocraBy
(nnu BbIGBINAK)
nena,
OOKYMEHTbI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Vitoro B TOOYy NOCTYNMJIIO

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

(umbpaMy M MNPONMUCHIO)
BIIEKTPOHHBIX

(umdpaMm M MOPONMCHEI)
[IoxasHBATCSA pas3neljlbHO MTOT'OBHE IaHHBEe 1o 11, 12, 13, 15.

PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmupea

(momnmce) (pacumdporka IOONMUCH)

(nara)

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

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

MpunnoxkeHne N 17

K MHCTPYKLWUKM O nopAaaKe opraHmM3aumm
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

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

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

(HaMMeHOBaHMe cyma)

CIIMCOK ®OHIOOB

Tom N
Hauar
OxOHUEeH

N [ata nepsoro | HassaHue OTmeTKa o BblbbITUK POHAA Mpumeya

doHpa | noctynneHun doHaa HUSA
[LOKYMEHTOB mecto | AaTa u N 4OKYMEHTa, Ha OCHOBAHWUK
donaa BbIObITUA KOTOPOro BblbbIN
1 2 3 4 5 6




Ha 01.01.

U3 CHOMUCKa MCKJOUeHB GOoHIE C N

Bcero xpaHuTCca B apxuse

ToIma B CHOMCOK BKJIOUEHH GOHAH C N

no N
no N

boun

(umdpaMm M MOPONMCHEI)
comepxaT ocob00 LeHHEE neJa.

(umbpaMy M NOPONMUCHIO)

Homepa cBOOOZXOHEIE :

Homepa BHIOHIBIIME
HayMeHOBaHME IOJDKHOCTM JIMLla,

PaboTHUK,

OB, M3 HUX:

3a paboTy apxusa

(nara)

OTBETCTBEHHHN

(mepenaHHBE)

COCTaBMBIIETO MTOTOBYK I'OOOBYI 3allMChb

(momnmce) (pacumbporka

MOIONMCH)

MpunnoxkeHne N 18

K MHCTpYKLMK O MopAaaKe opraHusaumm
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCMO/Ib30BaHNA LOKYMEHTOB
(3N1EKTPOHHbIX LOKYMEHTOB) B apXuBax
dbeaepanbHbix cyaos obLeit PUCANKLUM

CNMCOK M3MEHSIOLLMX AOKYMEHTOB
(B pea. Mpukasa CyaebHoro genaptameHTta npy BepxosHom Cyae PO

o1 09.01.2024 N 1)

JMCT ®OHIOA N

MEeCTOHaXOXIeHue GoHIa
(HaMMeHOBaHME CynOa,

roe xpaHuTcsa QOHI)

(maTa HDepBOTO MNOCTYIJIEHUS

IOKYMEHTOB GoHIa)

KpaiHue aaTbl KaXkaoro HassaHua ¢oHaa

HasBaHue doHaa

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




AOOKYMEHTDI

XpaHeHus
(BoKymeHTOB,
nnctos, 6anT)

XpaHeHus
(ooKymeHTOB,
nnctos, 6anT)

3

5

2.

YueT ONMCAHHEIX INOKYMEHTOB




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




MpunnoxkeHue N 19

K IHCTPYKLUMM O NopszKe opraHusauum
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXnBax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpwukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

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

doum N
HazBaHue ¢QoHIa

B xome BHBIIIOJIHEHUA

(Bum pabor)
ODOHApPYXEHE TeXHUYEeCKMe OWMOKM B BalMCAX:

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

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

[lpyMeyaHus :

PaBOTHMK, OTBETCTBEHHLI
3a paboTy apxuBa cyna

(momnmce) (pacumbpoBka MIONNUCH)

(mara)
3MEeHEeHUS B yUETHBEE IOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumppoBka IOONMUCH)




(nara)

MpunnoxeHue N 20

K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCMO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXuBax
denepanbHbIX cyaoB 0bLen pucamKkumm

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1)

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

00 OOHaAPYXEHUM APXMUBHEIX
IOOKYMEHTOB, He OTHOCAUWMXCH,
K OaHHOMY OGOHIY, HEeYUTEeHHHBX (mara)

B xome

(BD paboTH)

OBLJIO ODHAPYXEHO

(B QoHOe, B apxmMBOXpaHmIMiEe, pabodyeM IIOMELEHMN)

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

MToro ODOHaApPyXeHO

(umdppaMm M OPONMCHIO)
OOKYMEHTOB

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa IONNUCH)

(nara)

VI3MeHeHMrd B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyla




(momnmce) (pacumbpoBka MOONMUCH)

(naTa)

MpunnoxkeHme N 21

K MHCTpYKLMKM O NnopAaaKe opraHn3aumnu
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

N UCNO/Ib30BAHUA JAOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apX1Bax
denepanbHbIx cya08 0bLEeN OPUCAMKUAN

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

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

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

Hasepaume u N ¢oHma

B pesysneTare

YCTAHOBJIEHO OTCYTCTBME B (QOHIE IEepPeUYMCJIeHHBIX HWXe »ej (moxyMeHTOB) ,
IPENIPUHATEE apXMBOM MEPEl IO PO3BICKY IOeJl [NOJIOXMUTEJIbHEX pe3yJIbTaTOB He najwu,
B CBSBM C UEeM CUMTaeM BO3MOXHHM CHSATb C ydeTa:

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

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

ComepxaHue YTPauyeHHHX MaTepMaJioB MOXET OBTb YAaCTUUYHO BOCIIOJIHEHO CJIeIYIOMMMMU
eIMHMIIaAMM XPaHeHUs (DOKyMeHTaMM) :

(HOMepa enmuHUIl] XPaHeHUs
Y MX TPYIIOBEE 3aTOJIOBKM)

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmco) (pacumpporka IOONMUCH)



(naTa)

YTBEPXIOEH <6>
[IPOTOKOJI 3KCIEPTHO-IIPOBEPOUHON

COTJIACOBAHO
[IpPOTOKOJI DKCIEPTHOM KOMMCCUMU

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

VIzMeHeHMa B yUeTHEHE IJOKYMEHTH apXMBa BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(momnmce) (pacumdporka IOONMUCH)

(nara)

<6> MNpun HeobHapyeHun aen ApxmeHoro ¢oHaa Poccuiickoin Pepgepaumu.

MpunnoxkeHne N 22

K MHCTPYKLMM O NnopAaaKe opraHu3aumnu
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

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

CnnCOK U3MEHAILWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
071 09.01.2024 N 1)

YTBEPXIAI YTBEPXIAI

[lpencenmaTens cyna

(HaMMeHOBaHME IOJIXKHOCTU
PYKOBOOMTEJIA OpraHM3aluy,
NPUHYMAKIEY NOKYMEHTH)

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

(mnaTa) (maTa)

AKT

" " N
InprueMa-IiepenadmM apXMBHBIX
JOKYMEHTOB Ha XpPaHeHNte

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

(Ha3BaHMe IeperaBaeMoTro GoHza)
cmaud,

(HazBaHMe cyma)
a IPUHAT .
(HauMeHOBaHME OpTaHM3aluM, IPMHMMAaUEN IOKYMEHTEH)




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

N HasBaHue, Homep onucm Konunyectso ak3emnnapos | Koanuectso eguHul | MNpumeyaH
n/n Aen, LOKYMEHTOB onucu gen, LOKYMEHTOB XpaHeHuA mA

1 2 3 4 5

VTOTO OPUHATO

(umdpaMm M OPONMUCHI)

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

(nara)

MpunnoxkeHne N 23

K MHCTpYKLMM O NnopAaaKe opraHm3aumum
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

M NCNO/Ib30BAHUA JAOKYMEHTOB
(3NEKTPOHHBIX JOKYMEHTOB) B apX1Bax
benepanbHbIx cya0B 06LWEN LOPUCAMKUNN

CNNCOK U3MEHALWMX OKYMEHTOB
(8 pea. Mpukasa CyaebHoro genaptameHTta npu BepxosHom Cyae PP
o1 09.01.2024 N 1)

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

O HEUVCIIPaBMMEIX TINOBPEXIEHMAX
APXMBHEIX IOOKYMEHTOB (,HaTa)

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




N | Onucb N | EguHm 3aronoBoK KpaliHne | Konnuectso CywHocTtb 1 Mpumeya

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

NToro oGHapyero HENCIIPaBMMO IIOBPEXIOEHHBIX

(umbpaMy M MNPONMUCHIO)

SIOVMHNIL XPaHEHUA (apXMBHHX HOKyMeHTOB).

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

SOkcHnepTe <7>:

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

(N m maTa npmkasza OpelcenaTeiisa Ccyla O CHATUM HEMCIPAaBMMO [OBPEXIEHHBIX
APXMBHEIX IOKYMEHTOB C yudeTa)

PaB®OTHUK, OTBETCTBEHHHIMN
3a pabory apxmuBa Ccyna

(momnmce) (pacumdpoBKa IOONUCH)
(mara)
COTJIACOBAHO YTBEPXIOEH <8>
[IPOTOKOJI BKCIEPTHOM KOMMCCUMU [IPOTOKOJI BKCIEPTHO-IIPOBEPOUHON
cyna KOMMCCHUM apPXMUBHOTO YyUpPEeXIEeHUI
oT " " N oT " " N

VI3MeHeHMda B YyUeTHHE IOKYMEHTEL apXrMBa BHECEHEHL.

PaboTHMK, OTBETCTBEHHEM
3a paboTy apxmuBa cyna

(mommmce) (pacumdpoBKa MIOONMUCHK)

(naTa)

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

<8> [1nAa OKYMEHTOB, BKAOYEHHbIX B cOCTaB ApxmMBHOro ¢poHaa Poccuiickon deaepaumm.

Mpnnoxkenne N 24

K MHCTPYKLMM O NnopAaaKe opraHn3aumnm
KOMMNIEKTOBAHWA, XPaHEHUA, yyeTa

N UCNOJ/Ib30BAHUA AOKYMEHTOB



(31eKTPOHHbIX JOKYMEHTOB) B apXmBax

denepanbHbIX cyaoB o6Len pucaMKumm

CnnCOK U3MEHAILWMX JOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO

(HaMMeHOBaHME cyma)

o1 09.01.2024 N 1)

YTBEPXIAI

AKT [lpencepmaTesns Ccyna
" " N
(momnmce) (pacumdporka IOONMUCH)
IIPOBEPKM HAJIUUMS U COCTOSHUS
APXMBHBEIX INOKYMEHTOB (marTa)
®oHo N
HaseaHue odoHIa
Homepa onmcen
[IpoBepKa OpoBOOMJIACE C 1o
[IpOBEPKOM yCTaHOBJIEHO:
1. UycamTcsa IO OIMCAM neji: e IVHNILI XpaHeHI/IH.
(koIMuUuecTBO)
2. BHIABJIEHBEl TeXHUUECKMNE OmMOKMN :
2.1. VmenTCca JMUTEpPHBIE HOMEpa:
a) He yuUuTeHHBEe B MTOTOBOM 3allMCu eOMHUL, XPaHEeHMI;
(koJIMuecTBO)
©) He IepeudMuCIJIeHHBle, HO YyUTEHHBIE
B UTOTOBOM 3allCU eOVHUL XPaHEeHUS.
(koIMuUuecTBO)
2.2. IlponylueHO HOMEPOB:
a) He YUTEHHBIX B MTOTOBOM 3alucu eIOVHUL, XPaHEeHUH;
(koJIMUecTRBO)
©) He IIepPeuMCJIEHHBIX, HO YUTEHHBIX
B UTOTOBOM 3alMCU eOVHUL XPaHEeHUS.
(koJIMuecTBO)
2.3. Ipyrue, B pel’yJbTaTe yero obbeMm
YBEJIMUYNIICS Ha eOVHUL XPaHEeHUS;
(koJIMUecTRBO)
YMEHBIIMIICS Ha eOVHUL XPaHEeHUS.
(koJIMuecTBO)
3. UmciomTCHa IO ONMCAM B pPe3yJbTaTe
YCTPaHeH S TEeXHUUECKMX omMbok eOVHUL XPaHEeHUS.
(koJIMUecTRBO)
4. He oKa3aJioCh B HAJIUUUU eOVHUL XPaHEeHUS.
(koJIMuecTBO)
5. VMeeTcsa B HaAMUMM IO HOAHHOMY OQOHIY
(BKJIDUEHHEIX B OIIMCH) eOVHUL XpaHeHUHd,
(xomMuecTBO)
M3 HUX TPpeOyo X :
a) nmesuHbexkUIUU eIVHNL, XPaHEeHUHd;
(koJIMuecTBO)
©) InesmMHCeKLUU eOVHUL XPaHeHUs;
(koJIMUecTRBO)
B) pecTaBpalumn eOVHUL XPaHeHUs;
(koJIMuecTBO)
') IeperieTa WIY DOIUMBKU eOVHUL, XPaHEeHMA;
(koJIMUecTRBO)
II) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB eOVHUL XPaHeHUS;




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

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

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

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

[IpOBEPKY MIPOMUBBOONIIN :

HamMeHOBaHMUE
IOJIDXKHOCTEMN
PaboOTHUKOB

(momnmce) (pacumdpoBKa IOONUCH)

(nara)

Mpunoxenune N 25

K VIHCTPYKLUMM O NopsfKe opraHn3auum
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M UCMONb30BaHUA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apXuBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLAN

CNMCOK N3MEHSIOLLMX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP
oT 29.05.2024 N 124)

(HaumeHoBaHUe cyaa)
AKT

n n N

O BblAa4e apXUBHbIX JOKYMEHTOB BO
BpemMeHHOE NoJib30BaHUE




(HaMmeHoBaHMe opraHM3auunm)

(noutoBbIV agpec)

OcHoBaHue

Llenb Bblaauym AOKYMEHTOB

BblgatoTca cneayrowme egMHnLbl XxpaHeHua ns poHaa N

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

(undpamm 1 nponuceto)

06LWUM KONNYECTBOM NNCTOB (6anT)

(umdbpamm 1 nponuceto)

Ha CPOK

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

[LOKyMeHTbI Bblaan:

PaboTHMK, OTBETCTBEHHDIN 33 paboTy
apxuBa cyaa

c

(mnognuce) (pacwmdposka nognucu)

(naa)

HauanbHUK oTAena AenonponsBoacTea
(obuiero otaena) cyaa




(noanuce) (pacwudposKka nognucu)

(nata)

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

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

JOKYMeHTbI NpUHAN:

HanmeHoBaHMe O0/KHOCTU pa6OTHMKa
OopraHusauunun-nonyyartena

(noanuce) (pacwmdpposka nognucu)

(naTa)
JokymeHTbl caan:

HanmeHoBaHMe O0/KHOCTU pa6OTHMKa
OopraHusauunun-nonyyartena

(noanuceb) (pacwmdpposka nognucu)

(naTa)

JOKyMeHTbI NPUHAN:

PaboTHMK, OTBETCTBEHHbIN 32 paboTy
apxuBa cyga

(noanuce) (pacwmdpposka nognucu)

(naTa)

MpunnoxkeHne N 26

K MHCTpYKLMM O NnopsaKke opraHn3aumnm
KOMMNIEKTOBAHWA, XpaHEHUS, yyeTa

N UCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHbIX LOKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN



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

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

APXUBHbIX AOKYMEHTOB

(pata)

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

(DaTa MIM NepMuon BPEMEHU)




ApXu1BH 3aronoBoOK K McxoaHoe UcxoaHble | UcxogHas | UcxogHbit | UcxogHbid | HammeHoBaH Hataun KoHTposbH | O6bem (B dopmaTt d.1.0.
bIn TEKCTY, AaTa U | HAMMeHOBaH haTtau KOHTpO/IbHa | 06bem (B dopmar ne daiina Bpems as cymma 6anTax) danna paboTHMKa,
wudp |perncTtpaumoHH| ue danna Bpems A cymma 6anTax) daiina 3N1eKTPOHHOT | nocnegHero (xew- daina 3N1eKTPOHHO | BbINONHMBLL
bli HOMep 3NEKTPOHHOT | mocneaHero (xew- danna SNEKTPOHHO | O OKYMEHTA | UBMEHEHUA |  CYMMA) | 3N1EKTPOHHO ro ero
OOKYMEHTA | O JOKYMEHTA | USMEHEHUA | CYMMa) | 3/1EKTPOHHO ro OENE! OENE! ro OOKYMeHTa | KOHBepTaum
danna daiina ro OOKYMEHTa 3/IEKTPOHHO | 3/IEKTPOHHO | AOKYMEHTA o
3NEKTPOHHO | 3N1EKTPOHHO | AOKYMEHTa ro ro
ro ro AOKYMeHTa | AOKYMEHTa
OOKYMeHTa | AOKYMEHTa
1 2 3 4 5 6 7 8 9 10 11 12 13




VicxonHele Gaiybl BJIIEKTPOHHEIX aPXMBHEX IOKYMEHTOB COXPAaHEHEH.

PaboTHUK, OTBETCTBEHHbIN
3a paboTy apxvBa cyaa

(mognuce) (pacwmdposka noanucu)

(nata)

MpunnoxkeHue N 27

K MHCTPYKLUMKM O nopAaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

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

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasos CyaebHoro genaptameHTa npu BepxosHom Cyae PO
01 09.01.2024 N 1, o1 29.05.2024 N 124)

KHUT'A BHIAUM EIVHNMI XPAHEHNVA BO BPEMEHHOE IIOJIB3OBAHME

HauatTa

OKOHUEeHa

@opMa TUTYJIBHOT'O JIMMCTa KHUI'M BbBEIODAYM IOEJI

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

(undpaMm ¥ HOPONUCHIO)
eOMHNL XPaHEeHUSA.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumpporka IOONMUCH)

(nara)



MpunnoxkeHne N 28

K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apXnBax
denepanbHbIX cyaoB 0bLen pucamKkumm

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

(HaumeHoBaHMe cyaa)

NINCT NCNO/Ib3OBAHNA AOKYMEHTOB

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

Mpunoxenune N 29

K MHCTpYKLMM O NopsaKe opraHn3aumum
KOMMJIEKTOBAHMA, XPaHEHUS, YYeTa

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

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




(HaumeHoBaHMe cyaa)

KAPTA-3AMECTUTE/1b EANHULLbI XPAHEHNA

BbIAAHO
PoHa N | Onuce N EanHunua Komy [ata Mognuce [ata Moanucb
XxpaHeHuna N BblAaumn BO3BpaTa
1 2 3 4 5 6 7 8

Mpunnoxkenue N 30

K HCTpYKUMKM O nopaaKe opraHn3aumm
KOMM/IEKTOBaHMA, XPaHeHUs, yyeta

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

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

WTAMIM
"KOMWA BEPHA" ANA 3ABEPEHWA COOTBETCTBMA KOMWUK CYJEEHOIO
AKTA NOO/IMHHUKY

"Konusa BepHa"
noAnuchb cyabu

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

(mnognuce) (MHMumansl, pammnnms)

" 20 .




MpunnoxeHue N 31

K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXnBax
denepanbHbIX cyaoB 0bLein pucamKkumm

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

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

HanmeHoBaHue peaepanbHOro cyga obuiei
HOPUCAMKLMM

MpOHYMepoBaHO U CKPenaeHo
nevyaTbio ncToB
noAnucb

MpunoxeHune N 32

K VIHCTPYKLUMM O NopszKe opraHn3auum
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

M UCMONb30BaHUA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXuBax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

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

[lpencemaTerno cyna

oT

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



HOMEP KOHTAKTHOI'O TeJjiepoHa:

3asgaBJIeHUE
O BBJAUE KONMM CyImedbHOTO akKTa

1. Ipowy BBEIOATbL MHE KOIMU (MM) CyIeOHBEIX akTOB

(yKaBaHVIe HalVMEHOBaHME UM PEKBUI3UTEI cyneGHor\o akTa)

10 pmeiy

Nomonuce/®.M.0. (pacumdpoBarh) :

nom 20__ .

2. Kommuio cymeBHOTO akTa OOJIYyUMII

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

3. Bweimai

(momxuocTs, ®©.M.0., nommmch paboTHMKA annapaTa CcyOa, BHEIOABIETO
cynebHoe meJsio, marTa)

MpunnoxkeHne N 33

K HCTPYKLMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

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

CNMCOK M3MEHSIOLLMX AOKYMEHTOB
(8 pea. Mpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP
01 09.01.2024 N 1)

[lpencepmaTerno cyna

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

JIMUHOCTbL U HOJ'[HOMOLH/[F[)

IpoXyBammeIro 0 aIpecy:

HOMEP KOHTAKTHOTO TejedoHa:

3agaBJIeHUEe
O BHIOAYE KONUM ayIOMO3alUCU CymebHOTO 3acenmaHud

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

Nonnuce/®.M.0. (pacumbpoBaTh) :



" " 20 .

2. SHGKTPOHHHﬁ HOCHUTeEeJIb MH@OpMauMM npujiaraeTrc4d.

3. Konwmmwo SJIEKTPOHHOT'O HOCUTEJIA IIOJIYy4NII

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

4. Bwiman

(mnommxHOCTL, ®.M.0., nomnmuch paboTHMKA allapaTa Ccyla, BHIABIIEIO
DJIEKTPOHHEIM HOCUTEJIb, IaTa)

Mpunnoxkenne N 34

K MHCTpYKLMM O NnopsaaKe opraHu3aumnm
KOMMNIEKTOBAHWA, XpaHEHUS, yyeTa

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

CNM1COK M3MEHSAIOLLIMX AOKYMEHTOB
(8 pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP
01 09.01.2024 N 1)

(HaMMeHOBaHME cyma)

Anpecar

(mouToOBHIM alIpec, MHIOEKC)

(resedon, obakc)

(ampec BJIEKTPOHHOM IIOUTH)
APXVBHAA CIIPABKA

N

(nara)
Ha N oT

TexcT
OcHOBaHue :

[lpencepmaTens cyna
(MHOEe YIIOJIHOMOUEHHOE JIMIIO)

(momnmceo) (pacumpporka IOONMUCH)
(mreuaTs)

VicnnonmHuTEJb

(bammnmsa, wmHULIMAJE, HOMep TejedoHa)



MpunnoxkeHue N 35

K IHCTPYKLUMM O NopszKe opraHusauum
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHBIX LOKYMEHTOB) B apXnBax

denepanbHbIX cyaoB 0bLein pucamKkumm

Cnu1CcoK U3MEHAIOLWMX JOKYMEHTOB
(B pea. Mpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO

o1 09.01.2024 N 1)

(HaumeHoBaHMe cyaa)

HKYPHAN
perncTpauun BblAaHHbIX KOMKWI, BbIMUCOK, AOKYMEHTOB

N ABTOp JdaTtan Copepxa | HasaHue JdaTtan Pacnucka B | Mpumey
n/n 3anpoca, perucTpaumoH Hue Bbl4AHHOIO | PerucTpaLmo | NosAyYeHn | aHus
ncxo4ALLMM Hbl HOMep | 3anpoca | AOKYMeHTa |HHbIA HOMEpP | U nan aata
HoMmep, AaTa, 3anpoca (konus, BblAA@HHOIO | OTMPABKM
agapec, Homep BbINWCKa, AOKYMeHTa
TenedoHa cnpaBKka u
Apyroe)
1 2 3 4 5 6 7 8

MpunnoxkeHne N 36

K MHCTpYKLMK O NopsaKe opraHu3aumm
KOMMJ/IEKTOBAHMA, XPaHEHUS, YYeTa

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

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

o1 09.01.2024 N 1)



(HanmeHoBaHMe cyaa)

KAPTOYKA NOCTENNAKHOIO
TOMOTPA®UNYECKOIO YKA3ATE/IA

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

MpunnoxkeHue N 37

K MHCTPYKLMKM O nopAaaKe opraHM3auum
KOMMJIEKTOBAHUA, XpaHEHUA, yyeTa

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

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

(HaMmeHoBaHMe cyaa)

KAPTOYKA NMO®OHAOBOIO
TOMNOIPA®UYECKOIO YKA3ATENA

®OHA N APXMBOXPAHU/TULLIE N

HasBaHue ¢oHAa



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

MpunnoxkeHne N 38

K IHCTPYKLWKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

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

CNM1COK M3MEHSIOLLMX AOKYMEHTOB
(8 pea. MNpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PP
071 09.01.2024 N 1)

(HamMMeHOBAHME CyIa)

AKT
N

npueMa-rnepenaum apxXMBHBIX
IOKYMEHTOB CyIa Mpu
CMeHe MpenceraTesis Cyla

Hazpanme um N ¢onma <9>

YTBEPXIAI

[lpencepmaTenis Ccyna

(mommmce) (pacumdpoBKa MIOONMUCHK)

(nara)

B cooTrBeTCTBUUM C IIPMKaA30M

nepena,

(®.1.0.

TIPMHAJI

n cnpaBqumﬁ aliriapaT K HJM

B

nepenamumero)

IIPUCyTCTBUM KOMMUCCUMN,
JOKYMEHTElI apXuBa 3a

N

(®.71.0. npmHMMaoWEIO)

0Opas0OBaHHOM Ha OCHOBAHMM IOAaHHOT'O IIpHMKasza,

(Tomer)



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




VTOorOo OPMHATO

SIOVHNL XPaHeHMud, B TOM UMCIIE:

(umdpaMm M HOPONMUCHI)

Ha OyMaXHOM HOCHUTEeJe

SIOMHNIL XPaHEeHUuA,

SJIEKTPOHHEX

(umbpaMy M NPONMUCHIO)

SIVHNL XPaHeHUu4d,

u

(umbpaMy M NPONMUCHIO)

onmucen

(umdpaMm M OPONMUCHI)

CocTosHME IOOKYMEHTOB U OIMCEN:

B

SK3eMIlJIdpax.

(umdpaMm M OPONMUCHI)

(oBumasa xapaKTepucTUKa COCTOSHUSA)

ODHOBPEMEHHO IepenanTcd

(Bum (br)

M COCTaB CIpPpaBOYHOI'O arnaparTa, €ro OOBEMEL

M COCTOSHUE)

CocTOosHME IIOMEUEHUM apxXuBa

(obmasa xapaKTepUCTUKa COCTOSHUS)

Hanmnume m CcOCTOSAHME ODOPYyINOBaHMA M MHBEHTAPHA

(obmas xapaKTepucTUKa
COCTOSHUSA)

[lepenas:

(bamMmams, MHULIMAJIL)

[MpuHuAa:

(bamMmams, MHULIMAJIL)

[lpencenmaTesyib KOMMCCUM @

(bamMuavsa, MHULIMAJIL)

UJjieHB KOMUCCUMN :

(bamMmms, MHMLIMAJILL)

(momnmcso)

(momnmcso)

(mommmce)

(momnmce)

(nara)

(nara)

(nara)

(naTa)

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

HaMMeHOBaHMK)¢OHAOB.

noapasaenoB COOTBETCTBYKOT HOMepy WU




