CYJIEBHBIN JAENNAPTAMEHT IIPA BEPXOBHOM CVY/JIE
POCCUUCKOU ®EJEPALINN

INIPUKA3
ot 19 mapra 2019 r. N 56

OB YTBEPKJIEHUU UHCTPYKLIUN

O MOPSIIKE OPTAHU3ALIMYA KOMILJIEKTOBAHUSI, XPAHEHHUS, YUETA

U UCHOJIb30BAHUSI JOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB)
B APXUBAX ®EJEPAJILHBIX CYJOB OBILIE FOPUCIUKLIUN

CHucoK N3MEHSIOMUX JOKYMEHTOB
(B pexn. Ilpukazos Cyne6Horo aenapramenta npu BepxosHom Cyne PD
o1 16.07.2019 N 147, ot 14.06.2022 N 97, o1 09.01.2024 N 1,
o1 29.05.2024 N 124)

B cootBercTBriM ¢ DenepanbHbiM 3akoHOM OT § stHBaps 1998 r. N 7-03 "O CynebHOM jaenapraMeHTe mpu
BepxoBnom Cyne Poccuiickoii @eneparun’ mpuka3bpiBaro:

1. V1BepauTh npuiaraeMyio WHCTPYKIMIO O MOPSIKE OpraHW3aldd KOMIUICKTOBAHHWS, XPAaHCHUsS, yueTa U
UCIIONIb30BaHMs JIOKYMEHTOB (JJIEKTPOHHBIX ITOKYMEHTOB) B apxuBax (hefepaibHBIX CyIOB OOIIEH OPUCIUKIINN
(manee - UucTpyKIIHSA).

2. IlpeacenatensM KacCcallMOHHBIX CyJOB OOIIECH IOPUCANKIINY, alleIUSIINOHHBIX CYA0B 00LIeH I0pHUCIUKIINY,
BEPXOBHBIX CYJOB PECHyOJHMK, KPaeBbIX M OOJACTHBIX CYJOB, CYIOB TOpoJ0B (eaepajbHOro 3Ha4eHHs, CyIOB
ABTOHOMHOW 00JIaCTMU M aBTOHOMHBIX OKPYTOB, PallOHHBIX, TOPOJACKMX M MEXPalOHHBIX CYJOB OpraHWU30BaTh
M3ydeHUe Ha3BaHHOH VHCTPYKIMK 1 00eCIIeYUTh €€ IPUMEHEHUE B IPAKTHIECKOHN JIESITEIEHOCTH.

3. [Ipu3HaTh yTPaTUBLIUMU CUITY:

npuka3 CynebHoro nenapramenrta npu BepxoBrnom Cyzne Poccuiickoit denepanun ot 28 nexadpst 2005 r. N
157 "O6 yrBepxkneHnn WHCTpyKIMH O TOpsSOKe OTOOpa Ha XpaHCHHE B apXuB (elepalbHBIX CYHOB oOmIen
IOPUCIUKIMN TOKYMEHTOB, HX KOMIUIEKTOBaHHS, yueTa 1 UCTIOIb30BaHUs";

npuka3 CyznebHoro nemapramenTa npu BepxoBHoMm Cyne Poccuiickoit @enepanuu ot 28 aBrycta 2007 . N
102 "O BHeceHUH M3MEHEHHH B MIHCTPYKIIHIO O MOPsAKEe OTOOpa HA XpaHEHHE B apXuB (DeepabHBIX CYI0B 00IIeH
IOPUCIUKIIMY JOKYMEHTOB, NX KOMIJICKTOBAHMS, y4eTa U UCIOJIb30BaHU";

npuka3 CynebHoro aenapramenta npu BepxoBaom Cyne Poccuiickoit @enepannu ot 22 nekabps 2011 r. N
234 "O BHeceHUH M3MECHEHUH B IHCTPYKINIO 0 MopsiAKe 0TOOpa Ha XpaHEHHE B apXuB (peepanbHBIX CYI0B 00mIen
IOPUCIUKIMN TOKYMEHTOB, HX KOMIUIEKTOBaHHMS, yueTa 1 UCTIOJIb30BaHUs";

npuka3 CynebHoro aenapramenra rnpu BepxoBHoMm Cyne Poccuiickoit @enepanuu ot 27 nexadps 2012 r. N
246 "O BHeceHMHM W3MEHEHMH M JomosHeHHH B MHCTpykuumio o mopsake oTOopa Ha XpaHEHHE B apXuB
(henepanbHBIX CYZ0B 00IIEH IOPUCIUKIIUN JOKYMEHTOB, UX KOMIUIEKTOBAHUS, YU€Ta U UCTIOIh30BaHU";

npuka3 CynebHoro aenapramenta npu BepxoBaoMm Cyne Poccuiickoit ®eneparmu ot 30 nexabpst 2013 r. N
265 "O BHeceHMM H3MEHEHMH W JOMOJHEHWH B MHCTpyKIMio O mopsjgke oTOopa Ha XpaHEHHE B apXHB
(enepabHBIX Cy/10B 001 IOPUCANKINH JJOKYMEHTOB, HX KOMIUIEKTOBAHUS, YU€Ta 1 UCIIOJIb30BaHMA".

I'enepanbHbIi AUPEKTOP
A.BIYCEB

VYTBepxaeHa

npuka3oM CyzneOHOro nenapraMmenra
npu Bepxosaom Cyne

Poccuiickoil ®enepanuun

ot 19 mapta 2019 r. N 56



HNHCTPYKIOUSA
O NOPSAJKE OPTAHU3AIIMN KOMIIVIEKTOBAHUSA, XPAHEHUWS, YYETA
N UCITOJIb30BAHUS JOKYMEHTOB (QJIEKTPOHHBIX TOKYMEHTOB)
B APXUBAX ®EJEPAJIBHBIX CYJIOB OBIIEN IOPUCIUKIIUH

Crrcok N3MEHSIOMUX JOKYMEHTOB
(8 pen. IlpukazoB CynedHoro nemapramenta nmpu Bepxosaom Cye PD
ot 16.07.2019 N 147, ot 14.06.2022 N 97, ot 09.01.2024 N 1,
ot 29.05.2024 N 124)

1. O0mue MoJI0:KeHHu s

1.1. MHCTpYKIHSI O MOPSIIKE OpraHM3alil KOMIUIEKTOBAHHS, XPAaHEHNUS, yUeTa U HCIIOIb30BaHMS JOKYMEHTOB
(3MeKTPOHHBIX JOKYMEHTOB) B apXHBax (eepalbHBIX CYZOB 00IIel FOpUCIUKINH (fanee - MHCTPYKIWS) SBIsAETCS
HOPMaTHBHBIM aKTOM, pa3pa0OTaHHbIM Ha OCHOBAHUM (e/epallbHbIX KOHCTHUTYLIMOHHBIX 3aKOHOB OoT 31 mexaOps
1996 r. N 1-®K3 "O cyznebnoii cucreme Poccuiickoii @enepauun", or 7 despans 2011 r. N 1-OK3 "O cymax
oOmiet ropucaukiu B Poccuiickoit deneparun”, ¢enepanbHbIX 3aKOHOB OT 8 sHBaps 1998 r. N 7-03 "O
Cyne6nom nenapramente mnpu BepxoBaom Cyne Poccuiickoit @enepanun’, ot 29 agexadbps 2015 r. N 382-d3 "O6
apburpaxe (TpereiickoM pasduparenbctse) B Poccuiickort deneparmu”, ot 22 oktsiopst 2004 r. N 125-03 "0O6
apxuBHOM Jene B Poccuiickoit ®enepanuu, IlpaBus opraHusanuy XpaHEHUs, KOMIUICKTOBAaHHUS, ydeTa H
UCTIONb30BaHMS JTIOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit ®enepannn W Apyrux apXuUBHBIX JTOKYMEHTOB B
TOCYAAapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO CAaMOYMpPAaBJICHWS W OPTraHW3ALMAX, YTBEPKICHHBIX IPHKA30M
®enepanpHOT0 apxuBHOTO areHTcTBa OT 31 mroms 2023 r. N 77 (manee - IlpaBmma N 77), MHCTpyKINH 1O
CyaeOHOMY IENONpPOU3BOJICTBY B DPallOHHOM CyZAe€, YTBEpKAEHHOW mpuka3zoMm CyneOHOro nemapraMeHTa IpH
BepxosHoMm Cyne Poccuiickoit @enepanuu ot 29 anperns 2003 r. N 36 (ganee - Uactpykmus N 36), MacTpyknnu mo
CyaeOHOMY J[IeJIONPOM3BOACTBY B BEPXOBHBIX CyJax pecIyONnK, KpaeBbIX W OOJIACTHBIX CYAAX, CyIdax TOPOAOB
(denepanbHOrO 3HAYEHMs, CyJax aBTOHOMHOI 0OJAacTH M aBTOHOMHBIX OKPYIOB, YTBEPXKICHHOW IPHKa30M
Cynebnoro nemapramenta npu BepxoBaom Cyae Poccuiickoii @enepanuu ot 15 aexadpst 2004 r. N 161 (manee -
Wucrpykumst N 161), MHcTpykunu o cyneGHOMY J1€I0POU3BOCTBY B KACCAI[MOHHBIX Cyax 00LIel IOpUCIUKIINY,
yTBepxkaeHHoM npukazom CyzaeOHoro aenapramenTa npu BepxosHom Cyne Poccuiickoit @eneparuu ot 1 okTs0pst
2019 r. N 224 (manee - Uucrpykius N 224), UHCTpYKIMU MO CyIeOHOMY ACIOMPOU3BOJCTBY B aNCIIISIIIMOHHBIX
cyaax oOmeld OpHCAWKINK, YTBepKAeHHOW mnpukazom CyneOHoro nenapramenta npu BepxosHom Cyne
Poccuiickoit @enepanmu ot 1 oktsadps 2019 r. N 225 (mamee - UncTpykmms N 225), u ApyruX HOPMATHBHBIX
MPaBOBBIX AKTOB.

(8 pen. Ilpukazor CynebHoro nemapramenta npu BepxosHoM Cyne PO ot 14.06.2022 N 97, ot 09.01.2024 N 1)

1.2. Hacrosimas WHCTpykius paspaboTaHa B LelsiX 0OECIEUYeHHs €IUHOrO TIOpsKa OpraHu3alnuu
KOMIUICKTOBAaHUS, XPaHEHUs, y4eTa M HCIOJIb30BAaHUS JTOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) KacCaIlMOHHBIX
CyJOB O0IIeH IOPUCIUKIINY, aleJUIAIHOHHBIX CyI0B OOIIeH IOPUCAUKIINY, BEPXOBHBIX CYA0B peCIyOirK, KPaeBbIX
U 0OJACTHBIX CYJIOB, CYAOB TOpOJOB (helepaabHOTO 3HAYCHHUS, CyJOB aBTOHOMHOW OOJIACTM M aBTOHOMHBIX
OKpYTOB, palOHHBIX, TOPOJICKUX M MEXPAHOHHBIX CyJIOB (Ijajiee - Cy/bl, Cy[I), a TAKXKe ONpeersieT MpaBuiIa;

COCTABJICHUA HOMCHKJIATYPBI JACJI Cyaa;

COCTaBJICHHUS ommcel Jen (omucel 3JIEKTPOHHBIX Jen <1>) cyzaa, cyaeOHBIX KOJUIETHH, CyAeOHBIX COCTaBOB,
CTPYKTYPHBIX MOJpa3/ieieHl Cy1a;

<1> DnexTpoHHOE [JeN0 - 3JEKTPOHHBIA MOKYMEHT WM COBOKYHNHOCTb JJIEKTPOHHBIX JOKYMEHTOB MU
MeTaJaHHbIX K HUM, CQOPMHUPOBAHHEIE B COOTBETCTBUH C HOMEHKIIATypOH AeI.
(cnocka B pen. [Ipukaza Cynebnoro nenapramenta npu BepxosHom Cyne P® ot 29.05.2024 N 124)

MIPOBEICHUS SKCIIEPTU3BI ICHHOCTH JOKYMEHTOB U pa0OTHI 3KCIIEPTHOW KOMHUCCUU CYAA;
odopMIleHHs CyIeOHBIX JIENT U HHBIX TOKYMEHTOB K MOCJICAYIONIEMY XpPaHCHHIO B apXHBE CYy/1a;
nepenaqu fei (IEKTPOHHBIX JIEN) B apXUB CyJIa;

0TOOpa IOKYMEHTOB Ha YHHUTOKEHHE;
(8 pen. Ilpukaza Cynebnoro nemapramenta npu Bepxoaom Cyne P® ot 09.01.2024 N 1)

BEJICHUS y4eTa apXUBHBIX I <2>;



<2> ApxuBHOE /eJ0 (apXHBHBIA OKYMEHT) - O(pOPMIICHHOE B COOTBETCTBHH C TPEOOBAaHUSIMH HACTOSIICH
Wuctpykiuu peno (cygebHoe aeno, IpOU3BOACTBO, MaTepHal, 1eJ0 OOLIEero AeI0NpPOU3BOACTBA, JEI0 0 JIMYHOMY
COCTaBY U JIpyrue JOKYMEHTHI Cy/ia), IepeaHHOe Ha XpaHEeHHe B apXUB Cy/a, B TOM YHCIIE B DJIEKTPOHHOM (opMme.

MIPOBEPKU HAJIMYUS U COCTOSIHUA apXUBHBIX €T,
OpraHM3alMK MCIOIb30BaHUS aPXUBHBIX JIET;

obecrieueHns: COXpaHHOCTH apXUBHBIX JET;

nepeaayd apXUBHBIX JIe]l HA XpaHEHUE B IOCY1apCTBEHHBIN apXuB.

1.3. 3amaun u GYHKIMK apXUBa CyZIa OMPEACIAIOTCS MOJI0KEHHEM, YTBEP K IAEMBIM MPECEaaTeNeM Cyaa.

1.4. Tlpuka3oMm (pacropspKeHHEM) TpeJceaaTelis cyia Ha3Ha4yalTcs paOOTHUKH, OTBETCTBEHHBIE 32 paboTy
apxuBa cyja.

1.5. He#ictBue Hacrosmed MHCTpyKLINK HE paclpOCTpaHsIeTCs Ha OPraHU3allii0 KOMIUIEKTOBAHUS, XpaHEHMS,
ydeTa M UCIIOJIb30BaHMsI TOKYMEHTOB, COJICP)KAIINX CBEJCHUS, COCTABIIAIOIINE TOCYapCTBEHHYIO TalHY.

1.6. CornacoBanue (yTBEep)KJIeHHUE) HOMEHKIIATYpHI €I CyJa, OMUCEH JeN, TOKYMEHTOB cy/a (J1ajee - OMuch
JIe), ONHCEeH DIEKTPOHHBIX JIOKYMEHTOB M JPYTUX JOKYMEHTOB C JKCHEPTHO-IPOBEPOYHONW KOMHCCHUEH
(hemepaTpHOTO TOCYIAPCTBEHHOTO apXHBa WM YIIOJHOMOYCHHOTO OpraHa HCHOIHHUTEIBFHOW BIIACTH CYOBEKTa
Poccuiickoit @enepannu B obmactu apxuBHOTO fena (mamee - DIIK apXWBHOTO yUpeKICHHS) OCYIICCTBIIICTCS
CyJaMH, BBHICTYNMAIONIMMH HWCTOYHHKAMHU KOMIUICKTOBAHUS TOCYAAapCTBEHHBIX AapXWBOB, JHOO TIPH HAIHYAU
COOTBETCTBYIOLIETO JOTOBOPA C apXUBHBIM YUPESIKICHUEM.

Cynpl, He BBICTYNAIOIIHE NCTOYHNKAMH KOMIUIEKTOBAHHUS TOCYIapCTBEHHOTO apXMBa, JIMOO MPH OTCYTCTBUH
COOTBETCTBYIOIIETO JIOTOBOPA C apXUBHBIM YUpPEXKIECHHEM YTBEp:KIAlOT HOMEHKJIATYpy Hell CyJda, ONHCH Jel U
JIpyTHe TOKYMEHTHI Cy/la CAMOCTOSITEIBHO.

(1. 1.6 B pen. [Ipukaza Cyne6Horo nenapramenta npu Bepxosaom Cyzne P® ot 09.01.2024 N 1)

1.7. Tlopsinok opraHu3anMy KOMIUICKTOBaHMS, XPAHEHHMS, yUeTa ¥ MCHOJIB30BAHUS JOKYMEHTOB OKPYKHBIX
(10TCKMX) BOCHHBIX CYyJOB, TApPHU30HHBIX BOEHHBIX CYAOB OIpPENENIIeTCs B COOTBETCTBMM ¢ VHCTpyknmeid mo
JIeJIONPOU3BOJICTBY B BOGHHBIX CyZax, YTBep)kAeHHO# npuka3zom CyzneOHoro nenapramenTa npu BepxoBaom Cyne
Poccuiickoit @eneparun ot 9 okTs16ps 2014 1. N 219.

1.8. Ilpm HamM4Mu TEXHUYECKOH BO3MOXKHOCTH (OPMHUPYIOTCS 3JIEKTpOHHBIE aena. OpraHuzanus
KOMIUIEKTOBAHHMSI, XPAHEHUs, y4eTa M WCIIOJIb30BAHMS JJICKTPOHHBIX /€ U JIOKYMEHTOB CY/IOB OCYILECTBIISIETCS B
COOTBETCTBHH C TPeOOBaHUSIMHU HacTosel MHcTpykumm.

1.9. Tocrtynnenne B QeaepanbHbie CyAbl OOLIEH OPUCAUKIMUA JOKYMEHTOB B JJIEKTPOHHOM BH/IE B
COOTBETCTBUM C TpeOoBanusMu [lopsaka momaun B ¢eaepaibHbie CyAbl OOIIEH IOPUCIUKIMH JOKYMEHTOB B
3JICKTPOHHOM BHJE, B TOM 4YucCie B (OpME BJIEKTPOHHOIO JOKYMEHTa, YTBEPXKIACHHOTO mpuka3zoM CymneOHOro
nenaptamenta npu BepxoBHom Cyne Poccwuiickort @enepamum ot 27 nexabpst 2016 r. N 251, He Bieder
00s13aTeNbHOCTH (POPMUPOBAHUSI DIEKTPOHHOTO JIeTa.

1.10. KommnexkToBaHHe, XpaHEHHE, y4eT MU HCHOIb30BAHUE PEIICHUH M MaTepuanoB, MNOCTYNMBLIMX U3
TPETEHCKUX CYI0B, OCYIIECTBISIETCSI B COOTBETCTBHHU C TpeOOBaHUAMH HacTosmeil MHCTpyKmw.

1.11. Tlopsnok mepemayn apXWBHBIX TOKYMEHTOB CyAa B OOBEAWHEHHBIN CyIeOHBIH apXWB M MOPSAOK HX
XpaHEHHs B TAaKMX apXuBaX YyCTaHABJIMBACTCS NPUMEPHBIM IIOJOKEHHEM O TOpSAAKE OpraHM3aluud padoThI
00bEANHEHHBIX CyleOHBIX apXMBOB, YTBEpkAaeMbIM npukazom CyneOHoro nemnaprameHta npu Bepxosrnom Cyne
Poccuiickoit @enepanui.

(. 1.11 BBenen I1pukasom Cyznebnoro nenapramenta npu Bepxosnom Cyzne P® or 09.01.2024 N 1)

2. CocTaBjeHue CBOJHOH HOMEHKJIATYPHI /ieJl, HAPSIA0B
U NIPOM3BOJACTB CcyJa

2.1. JloxymeHThI, 0Opa3oBaBIIMEeCs B IMpPOIECCE AEATENBHOCTH CYZa, COCTaBIAIOT JOKYMEHTAIBbHBIA (HOHI
cyna.

Enuaunedr kmaccuukamuyd M CHCTEMAaTH3AlMH JOKYMEHTOB (IO CTPYKTYPHOMY, (YHKIHOHAJIHHOMY,



TEMATHYECKOMY TpPH3HAKAM M CpPOKaM XpaHEHHs, BHE 3aBHCHUMOCTH OT BHIa HOCHUTENS HWHPOpPMAIUHN) B
JIOKYMEHTAJIbHOM (DOHIIE SIBIAETCS JIEINO.

st ygera Jen, COAEpKaluX JOKyMEHTBI TOKYMEHTAIbHOrO ()OHMAA CyJa, COCTaBIICTCS HOMEHKJIATypa Jel
cyna (mpunoxkenue N 2 k HacTosimel MHCTpykun).

Homenknatypa nen cyna (majgee - HOMEHKIATypa) - OQOPMIICHHBIH B YCTAHOBJICHHOM IOPSJIKE
CHCTEMaTH3HPOBAHHBIN II€PEUYCHb 3arojoBKOB (HAMMEHOBAaHHMH) CyNeOHBIX €N, HapsioB, KHUI M JKypHalOB
peructpanuu (y4era) IOKYMEHTOB, PEECTpOB, KapTOdeK, 0a3 ITaHHBIX, B TOM YHCIEC IOKYMEHTHI, COMACpKaIlUe
CBEJICHMS OIPAaHWYEHHOTO J[OCTYNa, 3aBOJMMBIX B CYAEOHBIX KOJJIETHAX, CyJeOHBIX COCTaBaX, MOCTOSHHBIX
CyAeOHBIX TPHCYTCTBHAX, CTPYKTYPHBIX IIOAPA3[ENCHUSIX CyZAa, JMOO IO OIPENCICHHBIM HAaIlpaBICHHAM
JEATeNPHOCTH Cyfa (ecnm ammapar CyJa COCTOMT M3 PaOOTHHUKOB, 3aMEIIAIONINX OTAEIbHBIE MOJDKHOCTH) C
yKa3aHUEM CPOKOB MX XPaHEHHMs], OTPaXKAaIOUIMH COCTaB U OPraHU3alMI0 TOKYMEHTaJIbHOTO (hOH/A Cya.

He BkiItouaroTcsi B HOMEHKIATYPY TEPHOIUUECKHUE H3JIaHUsl, KHUTH, OPOIIIOPEI.
(1. 2.1 B pen. I[Ipukaza Cyne6Horo nenmapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

2.2. HomeHKnaTypa NpenHa3HAa4YeHa Ui OPraHH3alMd ydeTa JOKYMEHTOB B JICNONPOM3BOJACTBE CYAa,
TPYNIIUPOBKH HUCIOJHEHHBIX JOKYMEHTOB B Ji€jla, HapsAAbl U MPOMU3BOJCTBA, UX CHUCTEMAaTH3allM{, HUHAEKCALUU U
OTIpeIeNIeHUs] CPOKOB XPaHEHHUSI.

HomeHnknatypa sBIseTCSI OCHOBOM JJIsI COCTaBJICHHUS OMHCEH Jiel MOCTOSHHOIO M BpeMeHHoro (cBeime 10
JIET) CpPOKa XpaHEHHMs, a TAKXKe IS yueTa Jies BpeMeHHoro (1o 10 yieT) cpoka XpaHeHUs..

2.3. B cyze cocTaBisilOTCS HOMEHKIATYPHI A€ CYAEOHBIX KOJUICTHH, CyIeOHBIX COCTABOB, MOCTOSHHBIX
CyAeOHBIX NMPUCYTCTBUI M CTPYKTYPHBIX NojpaszzaeneHuil cyna (nmpuioxkenue N 1 k Hacrosmed WHcTpykimun) u
HOMEHKJaTypa cyaa (npuioxkenue N 2 k Hactosamed MHCTpykuun).

(8 pen. IIpukasza CyneOHoro nenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

2.4. IIpu cocTaBlIeHNHU HOMEHKJIATYPHI CIIEyeT PYKOBOJCTBOBATHCS MPOIECCYATbHBIM 3aKOHOIATEIbCTBOM,
HOPMATHBHBIMHU NPABOBBIMH aKTaAMU M METOJAWYECKHMHU TOKYMEHTaMH B cepe OpraHu3aliH JeJIONPON3BOICTBA U
apXUBHOTO JeJa, MOJI0KEHHEeM 00 aImapaTe CyAa, MOJOKEHUSIMU O CTPYKTYPHBIX HOAPA3ACICHUAX CyIa, ITaTHBIM
pacnucaHueM, JCHCTBYIOIIMM IMEPEYHEM JOKYMECHTOB, 0Opa3ymONIUMXCSA B IMpoIecce ACSITEIbHOCTU (efepalbHbIX
CylloB oOOIIel IOPUCAWKIINK, C YyKa3aHWEM CpPOKOB XpaHeHus (manmee - llepeyeHb JOKYMEHTOB), a TaKkKe
HOMCHKJIaTypaMU 3a IPE€ANICCTBYIONINE T'OJIbI.

2.5. HomeHkiatypa jien cyAeOHbIX KOJUIErHi, Cy/eOHbIX COCTaBOB, IIOCTOSIHHBIX CY/I€OHBIX MPUCYTCTBUHA U
CTPYKTYPHBIX TIoApa3aeneHuii cyna (nprmioxenne N 1 k HacTosmel MHCTpYKIMN) HA OYepeTHOM T'OJ] COCTABISACTCS
paOOTHHKOM, OTBETCTBEHHBIM 3a BEICHHE JCJOMPOM3BOJICTBA B CYNEOHOW KOJUIETHH, CYACOHOM COCTaBe,
MOCTOSTHHOM CYA€0HOM MPHUCYTCTBUH WM CTPYKTYPHOM TMOIpa3IeIICHIH CY/Aa, ITOMUCHIBACTCS COOTBETCTBYIOIINM
npejcenareaeM CyneOHOW KOJUIETHH, CyIeOHOTO cOCTaBa, HAYAIbHHUKOM CTPYKTYPHOTO ITOJIPa3JEICeHUs, WHBIM
YIOJIHOMOYECHHBIM TIPEACEAATEIIEM Cyaa JIHMIOM (B IIOCTOAHHOM CyI[e6HOM HpI/ICyTCTBI/II/I), COTI'JIaCOBBIBACTCA C
HAYaJIbHUKOM OT/IeNIa JIIOMPOU3BOICTBA (00IIero oTena) u paboTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa cya,
Y TIPEJICTABIISIETCS B OT/IEN JIEIOMPOU3BOICTBA (001uit oTAen) 10 1 HOosIOps TeKyIlero rojaa.

(. 2.5 B pen. Ilpukaza Cyne6Horo nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

2.6. Ha ocHOBe HOMEHKIATyp JeJl CyAEeOHBIX KOJUIETMH, CyAeOHBIX COCTAaBOB, IMOCTOSIHHBIX CYyIEOHBIX
NPUCYTCTBUA W CTPYKTYPHBIX IIOIpPA3JCNIiCHUI Cyda OTHEIOM JeJONPOM3BOJACTBA (OOIIMM OTAEIOM) WM
pabOTHUKOM, OTBETCTBEHHBIM 32 BEJCHHE JEJIONPOM3BOJCTBA (€CIM ammapar CyAa COCTOMT W3 pabOTHHKOB,
3aMelIaoNuX OTAEIbHBIE IOJDKHOCTH), COCTABIIAETCS HOMEHKIIATYpa Ha O4epeJHON KaJleHIapHbIi To/.

(8 pen. Ilpukaza Cynebnoro nemapramenta npu Bepxoaom Cyne P® ot 09.01.2024 N 1)

Homenknatypa COCTOMT W3 pa3lesioB, HAaUMEHOBAaHHMS KOTOPBIX COOTBETCTBYIOT HAWMEHOBAHMSAM
MOZIpa3/ieNieHU Cylla, PACIIOJIOKEHHBIX B COOTBETCTBHM CO CTPYKTYpO#l cyzaa, JMOO W3 pas3/ielioB COIJIACHO
HalpaBJIeHUsIM JIESATENBHOCTH cyzia (eciad ammapar cyAa COCTOUT W3 PaOOTHHMKOB, 3aMEIIAOIINX OTENbHbIC
JIOJDKHOCTH ), PAcIIOJIOXKEHHBIX C Y4EeTOM JISHCTBYIOIIEH cXxeMbl mocTpoeHus [IlepedHst JOKyMeHTOB.

(8 pen. Ilpukasza Cyne6Horo nenapramenta npu Bepxosaom Cyne P® ot 14.06.2022 N 97)

2.7. HomeHknaTypa BH3HMpyeTCs paOOTHHKOM, OTBETCTBEHHBIM 3a PalOTy apXuBa Cyja, IOJIHCHIBAETCS
HadaIbHUKOM OTeNa AEJONMPOU3BOJCTBA (OOIIEro OTAesa), COTJIACOBBIBACTCS C AKCIEPTHON KOMHCCHEH Cyda u
yYTBEpKIaeTcs IpeaceaTeIeM Cyaa.

OHI/IH pa3 B 5 ner cyn, BLICTyHaIOIlII/Iﬁ HNCTOYHHMKOM KOMIUICKTOBAHHA IOCYAapCTBCHHOT'O apXuBa, 1160 npu
HaJIMYUK COOTBETCTBYIOLWICTO AOrOBOpa COTJIACOBBIBAET HOMCHKIATYPY C COOTBETCTBYHOIIUM OIIK APXUBHOI'O



YUPEKICHUSI.
(B pen. IIpukaza CynebHoro aemapramenTa npu BepxosHom Cyzae P® ot 09.01.2024 N 1)

2.8. HomeHkIaTypa BBOOUTCS B ACHCTBHE C 1 STHBaps CIEAYIOMIETO KaJeHIAPHOTO TOIa.
2.9. HomeHKkaTypa coCTaBisieTcs B ABYX IK3EMIUIApaXx:

MEePBBIA  JK3EMIULP YTBEPXKICHHOW HOMEHKJIATYPBI SIBISIETCSI OKYMEHTOM IOCTOSIHHOTO XpaHEHWH,
MOMEIaeTCs B OTJACNBHOE [IEJI0 M BKJIOYACTCS B HOMEHKIATYPY B pasfiei OT[ela IeNIONPOM3BOACTBA (0OIIero
oTnena);

BTOpOﬁ SK3CMIIJIAPp NEPEAACTCA B apXUB CyJd B KAYE€CTBC YUCTHOIO JOKYMCHTA.

B cynmax, BBICTymaroIMxX HCTOYHMKOM KOMIUIEKTOBAHUS TOCYJApCTBEHHOTO apXHBa, WIH IIPH HAINYNAU
COOTBETCTBYIOILETO JIOTOBOpPA C ApXWBHBIM YYPEKACHHEM HOMEHKJIATYpa COCTABISIETCS B TPEX SK3EMILIIpax;
TpeTuil 3K3eMIUISIp MepeacTcs B COOTBETCTBYIOLIUI rOCyJapCTBEHHBIN apXUB, apXUBHOE YUPESIKICHHUE.

B kagectBe pabouero sKk3eMIuIsipa B OT/AENE JAEIONPOM3BOACTBAa (0OOIIEM OTeNe) HCIOJIb3YeTCsl KOIHS
YTBEPKIACHHOW HOMEHKIIATYPBI.

Homenknatypa Ha ouyepelHON roj pacchuiaeTcsi B CyAeOHbIE KOJUICTHH, CyqeOHBIE COCTABbI, MOCTOSIHHBIC
CylncOHBIC TPUCYTCTBHSI, CTPYKTYPHBIC MOIPA3ACICHUS CyAa B OJJICKTPOHHOM BHUJAEC WIA B BHUAC KOIHH
COOTBETCTBYIOIINX Pa3/ieioB Ha OyMa)KHOM HOCHTEIIE.

(1. 2.9 B pen. Ilpukaza Cyne6Horo nenapramenTa npu BepxosHom Cyae PD ot 09.01.2024 N 1)

2.10. YTBepKACHHBIN 3K3EMIUIIP HOMEHKIATYpHI ABISECTCSA JOKYMEHTOM ITOCTOSHHOTO XPAaHEHHS.

2.11. YTo4yHeHHs B 3arojJOBKH Je€J W HOBBIE 3aroJIOBKHM JI€Jl, HE IPEAYCMOTPEHHBIC YTBEP)KACHHOM
HOMEHKJIATypOH, BHOCATCSA B COOTBETCTBYIOILIHE pa3/eiibl HOMEHKIATypbl. HOBBIE 3aroj0BKM 1€ BKJIIOYAIOTCS B
IpeyCMOTPEHHBIE 711 3TOTO Pe3epBHBIE HOMEPA.

ITo 3aBepiicHMM roja JaHHBIE 00 M3MCHEHHUSIX M JOIOIHEHUSX, BHCCCHHBIX B pa3felibl HOMEHKIIATYPHI,
BMECTE C MTOTOBBIMH 3alUCSIMHU O KATETOPUSX U KOJMYECTBE [IeJl, 3aBEJCHHBIX B CyAeOHOI KOJUIerHH, CyaeOHOM
COCTaBe, MOCTOSIHHOM CYJIeOHOM MPUCYTCTBHHU, CTPYKTYPHOM TOAPA3ICICHUU CYAa B TCUCHUE r0/ia, MEPEAaloTCs B
OTJIEeN IeJIONPOM3BOACTBA (00IIHiT OTIEN).

OtaenoM Jenonpou3BoAcTBa (OOIMIMM OTIEIOM) Ha OCHOBE TOMYYEHHBIX IaHHBIX 00 H3MEHEHUSX U
JOMOJIHCHUAX, BHECCHHBIX B pa3Acjibl HOMCHKJIATYPbI, TOTOBUTCA OOIIOJHEHHUE K HOMEHKIIATYpPE, B KOTOPOM
MOCJIEIOBATENIbHO B COOTBETCTBUH C  pa3fejaMd HOMEHKIIATYphl  YKa3bIBAIOTCS  3arOJIOBKH  JIed, He
MPEyCMOTPEHHBIE YTBEPIKICHHBIM HK3EMILISIPOM HOMEHKJIATYPBI.

JlomosiHeHne K YTBEPXKICHHOH HOMEHKJIATYpe MOJNUCHIBACTCS HAYaJIbHHKOM OTJea JeIONPOU3BOACTBA
(obmero otaena), BUSUPYETCS paOOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXHBa CyJ1a, COTIACOBBIBACTCS SKCIIEPTHON
KOMUCCHEH CyZia U yTBep)KAaeTcs ImpeJiceaaTeNeM CyAa, IOocie Yero BMECTe ¢ HTOTOBOM 3alMCBI0 O KATETOPUSIX U
KOJIMYECTBE JIeJ, 3aBElICHHBIX B Cy/A€ B TEYCHHE T0Jia, IPUOOLIAETCS K YTBEPKIECHHOMY OSK3EMIULIPY
HOMCHKJIaTYpPHbI.

PaGounii 3k3eMIUIIp HOMEHKJIATYpPBl XPaHUTCS B OTHENE AEJIONPOU3BOACTBA (00LIEM OTHENe) 0 TeX Iop,
TIOKa Ha Jies1a, ChOPMUPOBAHHBIE B COOTBETCTBUHU C HOMEHKIIATYPOH A€, He OyIyT cOCTaBIICHbI ONUCH /.
(. 2.11 B pen. [Ipukaza CyznebHoro nenapramenta npu BepxoBHom Cyzne P® ot 09.01.2024 N 1)

2.12. B cnyyae u3aMeHEHHUsI CTPYKTYpHI cyaa (ynpa3IHEHUe, PeopraHu3alis CTPYKTYPHOTO MOApa3IeiICHUS
CyJa, CO3JaHWE HOBOTO CTPYKTYpHOTO IOJIpa3JeNeHusl CyJaa) HOMEHKJIATypa COCTaBIseTcsS 3aHOBO,
COTJIACOBBIBAETCS C OKCIEPTHOM koMuccueil cyna, DIIK apXuBHOTO yupekIeHHs] U yTBEpKIAeTcsl MpejaceiaTeseM
cyna.

HomeHknatypa Jien BHOBb CO3JAaHHOTO CTPYKTYPHOTO TOJpa3[elicHHs Ccyaa pa3padareiBaeTcsl U
MPpEACTABIACTCA pa6OTHI/IKOM, OTBCTCTBCHHBIM 3a BCJCHHUE JCIIONPOU3BOACTBA B CTPYKTYPHOM IOJAPA3IACICHUU, B
OTJIIeN ACOTPOU3BOICTBA (00U OTAEN) WM pabOTHUKY, OTBETCTBEHHOMY 3a BEJCHHE JIEJIONMPOU3BOJICTBA Cyaa
(ecnu ammapar cyzia COCTOUT U3 PaOOTHUKOB, 3aMEIIAIONIUX OT/IENIbHbIE JOJKHOCTH), B MECSYHBIN CPOK.

B mHBIX ciaydasx (K mpuMmepy, H3MEHEHHE CPOKOB XpaHEHHS JOKYMEHTOB HOBBIM [lepeuHeM TOKYMEHTOB U
JIpyroe) HOBTOPHOE COTJIacOBaHME NPpOoeKTa HoMeHKIaTypbl ¢ DIIK apxuBHOTO yupexaeHus He Tpedyercs.
(1. 2.12 B pen. IIpukaza Cynebnoro nenapramenta npu Bepxosnom Cyzne P® or 09.01.2024 N 1)



2.13. I'pabl HOMEHKIIATYPBI 3aMOJIHSIOTCS CIIEAYIOLIUM 00pa3oM.

2.13.1. B rpade 1 (nHAEKC Aena) HOMEHKIATYPHl MPOCTABISIOTCS WHAEKCH KaXKAOTO JIeNa, BKIIOUYCHHOTO B
HOMEHKJaTypy. MHIeKCc nena COCTOMT M3 YCTaHOBJIEHHOTO B cyne LU(POBOro uian OyKBEHHOTO 00O3HAUYEHHS
CyAeOHOM KOJJIETHH, CyJeOHOr0 COCTaBa, MOCTOSIHHOTO CyNEOHOTO NPHUCYTCTBHSA, CTPYKTYPHOTO IOJpa3/eiCHus,
HalrpaBjeHUsl JEATENBHOCTH cynaa (€cid ammapar cyJa COCTOMT M3 pPabOTHHKOB, 3aMELIAIONIMX OTJeNIbHbIC
JOJDKHOCTH) W TOPSJKOBOTO HOMeEpa 3arojioBKa Jejia MO HOMEHKIAaType B Ipenenax CyAeOHOW KOoJlIeruw,
CyAeOHOro cocraBa, IMOCTOSHHOTO CyAeOHOro MPHCYTCTBHS, CTPYKTYPHOTO IOJpPA3ZCICHUS WIM HalpaBICHHS
JIeITeNIbHOCTH cyza (eciy ammapar cyJa COCTOUT U3 pabOTHHKOB, 3aMEIalONINX OTIeNIbHbIE TODKHOCTH). MHaeKCh
nen obo3Havarorest apabcknmu nuppamu. Hampumep: 02-03, roe 02 - uHAEKC CTPYKTypHOTO HoApasaenerus, 03 -
HOPSIKOBBI HOMEp 3aroJIoBKa AeNa [0 HOMEHKJIaType.

(. 2.13.1 B pen. Ilpukaza Cynebnoro aenapramenta npu Bepxosaom Cynme PO ot 09.01.2024 N 1)

2.13.2. B rpady 2 HOMEHKJIATyphl BKJIIOYAIOTCS 3ar0JOBKH Nel (TOMOB), KOTOPBIE OTPa)KAIOT OCHOBHOE
CoZiepKaHUe U COCTaB JOKYMEHTOB Jea.

HOpHZ[OK PAacCIIOJIOKECHHU 3aroJIOBKOB JCJI BHYTPU pPa3AacjioB U MOAPAa3aC/IOB HOMCHKIIATYPbI ONPEACIACTCA
CTEIIEHBIO BAXKHOCTU JOKYMEHTOB, COCTABIIAIOIIUX A€JIa, U X B3aUMOCBA3BIO.

Brauaie pacnojiaratoTcs 3aroJIOBK1 pi(S2) CoACpIKalue OpPraHn3alfuOHHO-PACIIOPAAUTCIIBHYIO
JOKYMCHTalHIO. I[aﬂee pacnooJiararoTcs 3arojiIoBKu A€J1, COACPKAIIUE MJIaHOBBIC U OTYETHBIC JOKYMEHThI.

3aroJi0BOK JieNa J0DKSH OTPaXkaTh MPHU3HAK (IPU3HAKH), IO KOTOPOMY(BIM) OHO c(hOpMUPOBAHO:

HOMHHAJIBHBII - Ha3BaHHE BUjA jAena (Mepenucka, KypHal, elio) WIM BUIa JOKYMEHTOB, BKIIOYCHHBIX B
Jieno (IIPOTOKOJIBI, IPUKA3bl);

ABTOPCKHIA - HANMCHOBAHUE MTOCTOSIHHO JCHCTBYIOIIECTO WM BPEMEHHOTO OpraHa, JOHKHOCTHOTO MJIM HHOTO
JIMIIa, CO3aBIINX JOKYMEHT(HI);

KOppCCHOHZ{eHTCKI/Iﬁ - HAMMCHOBAHUC OpraHu3alny, JIMLa, KOTOPOMY aApeCOBAHBI WIHW OT KOTOPOro
IMOJYYCHBI TOKYMCHTbI;

IIPEMETHO-BOIIPOCHBIN - KPAaTKOE COJIepKaHUe TOKYMEHTOB JIeNa;
XPOHOJIOTHUECKHH - faTa (TIepHo.), K KOTOPOi(OMy) OTHOCSTCS TOKYMEHTHI JIela;
reorpadMuecKuii - Ha3BaHHE MECTHOCTH (TEPPUTOPHUH), C KOTOPOIi CBSI3aHO COJiepKaHHEe JOKYMEHTOB JIela;

yKa3aHWe Ha KOIMHHOCTB JTOKYMEHTOB JIea.
(8 pexn. Ilpukaza CynedHoro nemapramenTta npu BepxosaoMm Cyme P® ot 09.01.2024 N 1)

He nmomyckaeTcs MCHOIp30BaHHE HAMMEHOBAaHHUI 3arojIOBKOB JeJl, KOTOPBIE HE OTPa)kaloT COJEpKaHHE U
COCTaB JJOKYMEHTOB JIeJI (HampuMep: pa3Hble MaTepHalibl, o0IIas mepenucka 1 TOMy MoJI00HOE), a TaK)Ke BBOJIHBIX
CJIOB H CJIOKHBIX CHHTaKCHYECKHX 00OPOTOB.

B 3aromoBkax nein, cofepKamux TOKYMEHTHI IO OJHOMY BOIIPOCY, HO HE CBSA3aHHBIX TOCIIECOBATEIIEHOCTHIO
JIJIOTIPOM3BOICTBA, B Ka4eCTBE BHUJA Jlea yNoTpeOseTcs TePMHUH "JOKYMEHTHI", a B KOHIIE 3ar0JIOBKa B CKOOKax
YKa3bIBalOTCS OCHOBHBIE PA3HOBUIHOCTH JIOKYMEHTOB, KOTOPBIE JOJKHBI OBITH B JIEIE.

TepmuH "moKyMeHTHI" IPUMEHSETCS TaKKe B 3ar0JIOBKAxX JIeJI, COAEPKAIIUX JOKYMEHTHI (CIIPaBKH, OTUYETHI,
MEepENnCKy 1 poyee), SBISIOMNeCsS NPHUIOKESHUSIMU K KAKOMY-JIH0O0 JTOKYMEHTY.

Ecimm JA€JI0 COCTOUT H3 HECKOJbKHX TOMOB, TO COCTaBJIACTCA 06H11/II71 3arojJiIoBOK Jejia, a 3aTreM IIpUu
H606XO}II/IMOCTI/I COCTaBJIAIOTCA 3ar0JIOBKH KaXX/10T0 TOMa, YTOUYHAIOMINE COJACPKAHUEC 3ar0oJIOBKa A€a.

3aroyoBKM J1e7 TIO0 BOMPOCaM, HE pa3pelleHHbIM B TEUCHHE OJHOTO TOJa, SBJISAIOTCS 'TepexoAsmuMu’ u
BHOCSITCSI B HOMEHKJIATypy CyJa CIEAYIOLIEro rojaa ¢ TeM >X€ HHIEKCOM C TMPOCTAaBIEHUEM COOTBETCTBYIOIIEH
otMmeTku B rpade "[Ipumeuanne".

HpI/I BKJIIOUCHHWH 3ar0JIOBKOB 3JICKTPOHHBIX JI€JI B HOMCHKIIATYPY MHACKCHI 3JICKTPOHHOI'O [I€JIa U 3ar0JIOBKH
QJICKTPOHHBIX €I COCTABJIAIOTCA IO TEM XK€ IMpaBUJIaM, YTO W UHJACKCHBI W 3aroJIOBKH A€JI C JTOKYMEHTaMH Ha

OyMa)kHOM HOCHTEIE.

B 3aromoskax JCI, COACpNKAIMUX ITOKYMCEHTBI OIPAaHHYCHHOTO AOCTYIIa, B HOMCHKJIATYPE IPOCTABIACTCA



cooTtBeTcTByOmas otMetka (" s ciryxxebnoro mons3oBanus'”, "JICII").
(a63ar BBegeH [pukazom CynebHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

2.13.3. B rpade 3 HOMEHKIATYpHI TI0 OKOHYAHWHU KaJCHIAPHOTO TroJa YKa3bIBACTCS KOJIMIECTBO 3aBEICHHBIX
JieI (TOMOB).

2.13.4. B rpade 4 HOMEHKIATYphl yKa3bIBaIOTCSI CPOK XpaHEHHs e, HOMepa CTaTeH, YCTaHOBJIEHHBIX
IlepeuneM JOKYMEHTOB.

CoxkpareHus! CpOKOB XpaHECHHS, YCTAHOBICHHBIX AEHCTBYIOINM IlepedHeM TOKyMEHTOB, HE JOIYCKAaeTCsL.

2.13.5. B rpade 5 B TeueHue Bcero cpoka AeHCTBIS HOMEHKIIATYPBI POCTABIISIIOTCS OTMETKH O BEJICHUH )T
B 3JICKTPOHHOM BHJIE, O IEPEXOASIIINX AETaX, O BBIACICHUH AEN K YHHUTOKEHHIO U APYTOE.

2.13.6. 3amonHeHNe rpad HOMEHKIATYPHI IO CYAEOHBIM JIeIaM OCYIIECTBISETCS IO OOIINM IIPaBIIIaM.
(8 pen. Ilpukasa Cynednoro nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

Fpaq)a 2 3amoJIHIETCA B COOTBETICTBUM C HAUMEHOBAaHUSIMH BUIOB JOKYMCHTOB, MNPEAYCMOTPCHHBIX
HepequM JAOKYMCHTOB, 0e3 BKJIIOUCHUS B HOMCHKJIATYPY HOMCPOB KOHKPCTHBIX CyZ[e6HBIX JCII.

2.14. To 3aBepiieHny KaJeHAApHOTO Tona (10 1 deBpans ciexyromniero roaa) cyacOHbIe KOLUICTHH, CyAeOHbIe
COCTaBBI, MOCTOSIHHBIE CyIEOHbIE MPUCYTCTBUS, CTPYKTYypHBIE MOJpa3jeicHus] 0(QOPMILIIOT UTOTOBYIO 3aIlMCh K
HOMEHKJIaType JAeJ, B KOTOPYIO BHOCSTCS CBEJCHMSA O KOJIMYECTBE 3aBEACHHBIX /€T C YYeTOM KOJIMYecTBa TOMOB
(rpada 3 HOMEHKNIATYphI A€J), OTHEIHLHO IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XPAaHEHHS, BPEMEHHBIX CPOKOB
xpaHeHuss ¢ orMmerkoi "OIIK" wu mepexomsmux. MToromas 3ammch MAOMONHSAETCS JAaHHBIMM O KOJIUYECTBE
3JIEKTPOHHBIX A€ COOTBETCTBYIOIIUX CPOKOB XPaHEHHUS.

Jlanee 3Tu CBeleHMs MEpPENAOTCs B OTIEI JEIONPOU3BOACTBA (OOLIMH OTAEN) ISl COCTABICHHS MTOTOBOM
3aIMcy K HOMEHKJIIaType.

CaeneHus1, copeprKaluecs: B MTOTOBOW 3alliCH HOMEHKJIATYPBbI, IepeIaloTcss paOOTHUKY, OTBETCTBEHHOMY 32
paboTy apxuBa, O YeM B HOMEHKJIAType MPOCTaBJISIETCS OTMETKA C YKa3aHHEM JOJDKHOCTH W IIOJIHCH JIHIL,
MepeIaBIIeTo CBEICHNUS.

(1. 2.14 B pen. Ilpukaza CynebHoro aenapramenTta npu Bepxosaom Cyme P® ot 09.01.2024 N 1)

3. CocrasJieHue onucei e (onucei 3J1eKTPOHHBIX /1eJ1)
cyae0HbIX KOJUIETHi, CyAeOHbIX COCTABOB, MOCTOSIHHBIX CYyAe0HbIX
NPHCYTCTBHIA, CTPYKTYPHBIX MOAPa3aeIeHHI Cy1a U CBOTHBIX
onucei aes cyga

(B pen. IIpukasza Cynebnoro nenapramenta npu BepxoBaom Cyne PO
o1 09.01.2024 N 1)

3.1. Onwmch aen (OMUCH IEKTPOHHBIX JTOKYMEHTOB) - 3TO apXHMBHBIM CIPAaBOYHUK, NMPEICTABIAIONINNA COO0MH
CHCTEeMaTH3HPOBaHHBIN N€peUeHb 3ar0JIOBKOB JIeJI M TPEAHA3HAUCHHBIN JUIS PACKPBITHSI COCTaBa M COJECPIKaHMS JIell,
3aKpeIUICHHS MX CUCTEMaTH3allii BHYTPU IOKYMEHTAIBHOTO ()OH/A U MX YUeTa.

Ommce nen (Onuch 3JIEKTPOHHBIX JJOKYMEHTOB) COCTABIISICTCSI HA OCHOBE HOMEHKJIIATYPHI.

OOBEKTOM OMMCAHMS B OTTUCH JIeN (OTIMCH AJICKTPOHHBIX IOKYMEHTOB) SIBJISIETCS 1EJ10 (3JIEKTPOHHOE JIENIO).

3.2. Omnucu e, onucy Jiest CyAeOHBIX KOJJIETHH, CyIeOHBIX COCTaBOB, IOCTOSIHHBIX CYJEOHBIX IPUCYTCTBHH,
CTPYKTYPHBIX mozpazaenenuii (nmpwioxkenus N 3, 4, 5, 6, 7, 8 k Hacrosmelt MHCTpyKINK) COCTAaBISIOTCS OTACIBHO
Ha:

YTOJIOBHBIE JIeJIa TIOCTOSTHHOTO XPAaHEHHS;

rpaXkJaHCKHe Jeia TOCTOSIHHOTO XPaHEeHNUS;

aJIMUHUCTPATUBHBIE JIeJ1a TOCTOSHHOTO XPaHEHUS;

acia O6H.ICFO JCJIONPOU3BOACTBA TOCTOAHHOTO XPAHCHUS,

YroJIOBHBIC Ji€jia BDEMCEHHBIX (CBLIIIIC 10 J'ICT) CPOKOB XpaHCHUS;



rpaxkJaHCKHe Jesla BpeMEHHBIX (CBbiIe 10 j1eT) CPOKOB XpaHEHHUS;
aZMHHUCTPATUBHBIC /IeNa BpeMEHHbIX (CBbImIe 10 J1eT) CpOKOB XpaHEHHUS;

Jie1a 00ILero AeIONPOU3BOICTBA BpeMEHHBIX (cBblmie 10 JIeT) CpOKOB XpaHEeHHUS;
Jienia 1o IMYHOMY COCTaBy.

AHaJIOTUYHBIC OIMCH COCTABIISIFOTCS HAa JJIEKTPOHHBIE JIETIa.

3.3. Ha cyneOHble nena BpeMeHHBIX (10 10 J1eT) CpoKOB XpaHEHHs OMHCH JeN BEIyTCsS B DJIEKTPOHHOM BHJIC
pabOTHHKOM, OTBETCTBCHHBIM 32 BEACHHE [CIONPOM3BOJACTBA B CyAcOHON KOJUIETHH, CyAeOHOM COCTaBe,
MIOCTOSTHHOM CYZI€OHOM NIPHUCYTCTBHH, CTPYKTYPHOM HOAPAa3IeIICHHN.

B cimyuae mepenmadm Ha XpaHEHHE B apXWB Cyda jAel BpeMeHHBIX (mo 10 meT) cpokoB xpaHeHUs (B
COOTBETCTBHH C IIYHKTOM 7.5 Hactosmeld IHCTpYKLUK), OIIMCH JIeN B 3JIEKTPOHHOM BHJIE BEIIyTCsI TaKXKe Ha Jpyrue
Jiena BpeMeHHbIX (10 10 J1eT) CpoKOB XpaHEeHHUS.

[Tpu yHuuTOXXKEHMHM Takux jen B rpade "[Ipumedanue” onucK mpocTaBiseTCs] COOTBETCTBYIOIIAs OTMETKA CO
CCBUIKOW Ha aKT 00 YHHYTOXCHUH Aea.

3.4. Ommcu nenm cyneOHBIX KOJUIETHH, CyIOeOHBIX COCTAaBOB, IOCTOSHHBIX CYyIEOHBIX TIPHUCYTCTBUH,
CTPYKTYPHBIX MOJpa3e/ICHHI Cyla COCTABIIAIOTCS IO yCTaHOBICHHOU (opme (mpuokenust N 3, 4 k HacTosIICH
WNHcTpykuun) B ABYX SK3EMIUISIpax U MPEACTaBISIOTCSA B apXMB CyJlla HE TIO3/IHEE YeM uepe3 IEeCTh MECALEB MOCie
3aBEpIICHUS JIEN B ICTOMPOH3BOJICTBE.

Iepenaya mes MOCTOSIHHOTO M BpeMeHHOTO (cBbImIe 10 J1eT) CpOKOB XpaHEHHS B apXUB Cy/a OCYIIECTBISIETCS
MO OIKCSM JIeNl CYA€OHBIX KOJUIEIHMH, CYIEOHBIX COCTABOB, IOCTOSHHBIX CYIEOHBIX MPUCYTCTBHUM, CTPYKTYPHBIX
noapasaeneHuit (mpmwioxkerus N 3, 4 k Hacroset MHCTpyKun).

3.5. Ilpu cocraBineHuH ONKMCU Jed CYyAEOHBIX KOJUIETHH, CyqeOHBIX COCTaBOB, IOCTOSIHHBIX CYIEOHBIX
MPUCYTCTBHUH, CTPYKTYPHBIX TOAPA3IeNCHNH CyJa COOM0AI0TCS Clelyone TpeOoBaHUs:

3aroJIOBKHM J€JI BHOCATCA B OITMCH IMOJITHOCTBIO,
KaxJa0¢€ a€J10, TOM BHOCUTCA B OIIUCH MO CAMOCTOATCIIbHBIM IMOPAJKOBBIM HOMEPOM;
Fpa(bLI OIIMCH 3alIOJIHAKOTCA B COOTBETCTBUHN CO CBCACHUAMU, KOTOPLIC BBIHECCHBI Ha O6J'IO)KKy Jecia,

rpada ommcu "llpumeuaHue" wucmonb3yeTcs AN OTMETOK O Ipueme (mepegade) Aen, OCOOEHHOCTSX
(hU3MUECKOTO COCTOSHHSI, O HATMYUU KOTTHH.

B xoHne ommcu fen 3a MmocIHeIHEH OMUCAaTeNbHOW CTaTbell 3alloNHSETCS WTOroBas 3alich, B KOTOPOH
yKa3bIBaroTcs (IndpamMu U MPONHUCHIO) KOJINYECTBO /€I, NEPBBIH U MOCIETHUH HOMepa A€ 10 OIHCH eI, a TaKKe
OTOBAapHUBAIOTCSA 0COOEHHOCTH HyMEpPAaIlUH JIeJ B OMUCH (HAJTMUUE TUTEPHBIX U NMPOIYIICHHBIX HOMEPOB).

3.6. [lepen BHECEHUEM 3arOJIOBKOB €I B OMUCH JIeNl CYA€OHBIX KOJUIETHH, CYZeOHBIX COCTABOB, MOCTOSHHBIX
CyAeOHBIX MNPUCYTCTBHM, CTPYKTYPHBIX TOJApa3[elieHni Cyaa pabOTHHKAaMH, OTBETCTBEHHBIMH 3a BeICHHE
JICTIONPOU3BOJICTBA, MIPOBEPSIFOTCS KauecTBO (popMmupoBaHUs U OGOPMIICHUS €, COOTBETCTBUE KOJIMUYECTBA JIEI,
BHOCHMBIX B OIIHCH, KOJHYECTBY 3aBEICHHBIX €I 10 HOMCHKIIATYPE.

IMpu mpocMoTpe [ei MPOBEPSIFOTCS: COOTBETCTBHE 3arojiOBKa JieNa COJCPIKAHHIO JTIOKYMEHTOB B JIEliE;
IMPpaBUJIbLHOCTH O(bOpMJ'IeHI/ISI U TPYONOUPOBKH JOKYMEHTOB, BKIIFOUCHHBIX B JI€JI0; KAa4Y€CTBO IIOAINMWBKHU WIIN
meperuieta Jefia; TPaBUIBHOCTH HYMEpalMd JIMCTOB Jejia; Halndde B Jielic BHYTPCHHEH ONMWCH Jeia |
IMPaBUJIBHOCTE €€ COCTaBJICHUA, MPABUIIBHOCTH O(pOpMJ'[eHI/IH O6J'IO)KKI/I JcJia; HAJIWNYUEC W NPABUIBHOCTH JIMCTA-
3aBEpPHUTEIISL.

[Tpn oOHapyxeHMM HapyIIEHWs YCTAaHOBJICHHBIX NMPaBWI (GOPMHUPOBaHMS W O(QOPMIICHUS A€ OHM JJOJDKHEI
OBITH yCcTpaHEeHBI pabOTHUKAaMH, OTBETCTBEHHBIMH 32 BEJICHUE JIEJIONPONU3BOJICTBA.

3.7. B ciydae oOHapyXeHHs OTCYTCTBHSI JIeJI, 3aBEACHHBIX B COOTBETCTBHH C HOMEHKJIATYpOH, paOOTHHKOM,
OTBETCTBCHHBIM 32 BEICHHE JICIIONPOU3BOJICTBA B CYACOHON KOJUIETUH, CyJeOHOM COCTaBe, IIOCTOSTHHOM CyJIcOHOM
MPUCYTCTBUH WIIM CTPYKTYPHOM IIOJIPA3/ICICHUN Cyla, IPUHUMAIOTCS MEPHI 110 WX PO3bIcKy. OOHapyKEeHHBIC Jieia
BKJIIOUYAIOTCS B OMKCH JIEI.



Ecnu npussATHIe Mepbl HE JaNu pe3ysbTaToB, TO Ha HEOOHApYy>KEHHBIC Jiejla COCTABIIETCS akT o0 yrpare
JOKYMEHTOB B IIPOM3BOJILHOM (hOpME, KOTOPBIH MOANNCHIBACTCS HAYAIbHUKOM OTAETa JEeJI0NpOU3BOCTBa (00Imero
OTAENa) M TpelcenaTeNeM CyAeOHOW KONIEerHu, CyAeOHOrO COCTaBa, YNOJHOMOYEHHBIM JIMIIOM MOCTOSHHOTO
CyaeOHOro HPHUCYTCTBHS, HAYaTbHHUKOM CTPYKTYpHOTO IMOApasfeieHus cyna. Jamee akT o0 yTpare HOKYMEHTOB
YTBEPKIAeTCs MpeceiaTeIeM Cyja U MEPEAAETCS BMECTE C OMMCHIO A€ CyleOHON KOJUIEIH, CyIeOHOTO COCTaBa,
MIOCTOSIHHOTO CYZI€OHOTO TPHCYTCTBHS, CTPYKTYPHOTO MOpPa3IeICHUs Cyja pabOTHHUKY, OTBETCTBEHHOMY 3a paboTy
apxuBa cyja.

3.8. Onmcu zmen, onucH 3JIEKTPOHHBIX JOKYMEHTOB (TOJOBBIE Pa3feibl OMHCEH A€, OMHCEeH AIEKTPOHHBIX
OKyMeHTOB) (tiprutoskeHust N 5, 6, 7, 8 k HacTosmeit THCTpyKIH) COCTaBIAIOTCS pabOTHUKOM, OTBETCTBCHHBIM 32
paboTy apxuBa cyla, Ha OCHOBAaHHH OIMCEIl e, OIMHMCEeH 3JEKTPOHHBIX JOKYMEHTOB CYNCOHBIX KOJIICTHi,
CyZIeOHBIX COCTABOB, IOCTOSHHBIX CYAEOHBIX IPUCYTCTBHI M CTPYKTYPHBIX IOJpa3leleHIH cyaa.

(8 pexn. Ilpukaza Cynebnoro nemapramenta npu Bepxosaom Cyme P® ot 29.05.2024 N 124)

3.9. TlepBomy TromoBOMY pa3lelly ONHCH el MPHUCBAUBAcTCS HOMEp OIMCH M0 JHCTy (OHIA, BCE
MOCJIE/TYFOLIME TOJIOBBIE Pa3Aeibl YUCIATCS 32 JaHHBIM HOMEPOM JI0 3aBEPIICHHUS OIHCH.

He nomyckaercst IpUCBOCHUE OIHCAM JICJ OJIMHAKOBBIX YYETHBIX HOMEPOB B Ipeieiax OJJHOTO (OH/A.

3.10. Eciiu ommCh €N COCTOUT M3 HECKOJBKUX TOOBBIX Pa3IesioB, TOMOB, HTOTOBAs 3aIlHCh COCTABIIIETCS K
KaXJIOMy TOAOBOMY pasfeny, ToMy. K Kkaxaomy mocienyromeMy IOJOBOMY pas3ziely, TOMY B HapacTarollieM
MOPSIAKE COCTABJISETCS CBOJIHAS UTOTOBAS 3aITUCh.

T'omoBble pa3jiensbl, €Clii OHU He SIBJISIFOTCS] 3aKOHYEHHOH OIMKUCHIO, HE MOIIMBAIOTCS U HE TIEPEIUIeTAl0TCS.

3.11. 3akoHYCHHAs OMHCH e Ha OyMakKHOM HOCHTEJE JOJDKHA BKIIIOYATh He Oorree 9999 enuHUI XpaHSHMUS.

3aKoHYCHHAs OIUCH A€ BMECTC C TUTYJBHBIM JIMCTOM U CIIPABOYHBIM alllapaToM K HEH 3aKjIoYyacTcs B
TBEPAYIO O6J'IO)KKy, HYMCPYCTCS U NOAIINBACTCA UJIN NICPCIIJICTACTCA.

Kaxxmast 3akoHYCHHAS OTIUCH eI, KaKIBIH TOM OIFCH e JOIDKHBI UMETh JINCT-3aBEPUTEID.

3.12. B cipaBouHBIif anmapar K OMUCH JIeT BXOSAT: TUTYJbHBIHN JIUCT; IepeueHb NepeuMEHOBaHMM cyaa (ecnu
HHPOpPMALUS O TEPCHMEHOBAHWU HE COACPIKUTCS B TUTYJIBHOM JIUCTE OMNCH), COACp)KaHUE (OTJIaBIICHUE);
MIPENCIIOBUE; CIIICOK COKPAIICHUH; YKa3aTelln K OMUCH (TIpeIMETHBIN, IMEHHOMH, TeoTrpaguuecKoi).

3.13. Ha TUTYJIbHOM JIUCTE OIKCH A€ YKa3bIBAIOTCSL:

IIOJTHOE HAUMEHOBAaHHUE FOCYJapCTBEHHOTO apXuBa (€CIIU Cy/ BBICTYNACT €0 HCTOUHUKOM KOMITJIEKTOBAHUS);

MTOJTHOE HANMEHOBAHUE CY/Ia;

HOMEp apXUBHOTO (OH/A;

HOMeEp U Ha3BaHME OIUCH;

KpaifHHe 1aThl BHECEHHBIX B OIACH CIUHUI] XPAHCHUSI.

HaunmenoBanue CyZla YKa3bIBACTCA 1O MOCICAHEMY I'OY BKIIFOUCHHSA JTOKYMEHTOB B OIIUMCH JCII.

3.14. B NpeaUCIOBUU K ONHMCHU ACJI YKa3bIBAIOTCA CBCACHUSA B XPOHOJIOTMYECKUX pPaMKax KpaﬁHHX JaTt
CAVHUI] XpaHCHU, BKIIFOYCHHBIX B OITHCh:

00 M3MEHEHUIX B HANMEHOBAHUH CY/1a;

0 CTPYKTYpE Cy[a;

00 ocoOeHHOCTAX ohopMIIeHHS B (HOPMHUPOBAHMSI JIEN, OTIMCAHUS U CUCTEMATH3AIMH 3aTr0JIOBKOB JIETT;

0 COZIep>KaHHUH | MTOJTHOTE JIeIT;

0 HaJIMYUM W OCOOEHHOCTSAX HH()OPMALMOHHBIX CHUCTEM, 0a3 JaHHBIX, HMCHOJIB3YEMBIX Uil paboThl C
AIIEKTPOHHBIMH JTOKYMEHTaMH, PETUCTPAIIMOHHO-YIETHBIMU (popMaMu Jell U TOKYMEHTOB M oOpa3amu (CKaHaMH)

JCT U JOKYMCHTOB.

3.15. B ciyyae oOHapy)keHHs HOBBIX JieJI, HE BHECEHHBIX B ONMCH JIeJl CyAeOHOH KoJulernu, cyneGHOro



cocTaBa, MOCTOSIHHOTO CYAEOHOTO NMPHCYTCTBUS WIIM CTPYKTYPHOTO ITOJAPA3/CICHUS CyAa UM OIHCH JeN, TaKue
Jiena BHOCSTCA B yKa3aHHBIE OIMCH TIOJT JINTEPHBIMHA HOMEpPaMH.

BHecenne n3MeHeHHH B TOJJOBBIE pa3/Ielbl OIICH Jel mocie ux yreepxkaeHus JIIK apxuBHOro yapexxaeHus
WX TOCYIApCTBEHHOIO apXUBa MAOIYCKaeTCs TOJBKO HAa OCHOBAHUU COOTBETCTBYIOLIUX PELICHUN 3KCIEPTHOH
komuccuu cyna u OI1K apxuBHOTO yupexaeHus (rocy1apCTBEHHOTO apXHBa).

3.16. Onucu nexn (rogoBbIe pa3zieibl ONMUCEH) MOCTOSHHOTO XpaHEeHHUs, BpeMeHHBIX (cBblie 10 JieT) cpokoB
XPaHEHUs, ONKCEN eI 10 IMYHOMY COCTaBYy COIJIACOBBIBAIOTCS € HKCIIEPTHOM KOMHUCCHEN cya.

3.17. CormacoBaHHBIE SKCIIEPTHOW KOMHCCHEH cyma OmucH nen (TOHOBBIE pas[eNlbl OMHCEi), eCl CYA
BBICTYIIa€T HMCTOYHHUKOM KOMIUIEKTOBAHHUSI TOCYJapCTBEHHOTO apXMBa, JHOO NPU HAIWYUU COOTBETCTBYIOLIETO
JIOTOBOpA C apXHMBHBIM YYPEXKICHHEM, NPEICTABISIIOTCS Ha yTBep)kJaeHue coorBercTByromed OIIK apxuBHOTrO
YUpEXKICHUSI.

Omnucu aen (rofoBble pa3zienbl ONKMCe) HAIpPaBISIIOTCA B YEThIPEX JK3eMIUIIpax Ha OyMa)KHOM HOCHUTENE U
OHOM D3K3EMIULIPE B JJIEKTPOHHOM BHJIE B PEAaKTUpyeMoM ¢opMaTe He IMO3JHEE YeM depe3 3 roja Imocie
3aBEpILICHUS JIeT B AETOTPOU3BOJICTBE.

3.18. Tlepen HampaBiieHHEM OIUCEN JeN Ha YTBEP)KIACHHE MPOBEPSETCS HAIMYUE e, BKIIOYEHHBIX B 3TH
OIIHCH.

3.19. IMocne yrBepxkaeHUs ommceil aen (rogoBeIX pasmenoB omuceir) DIIK apXxuBHOTO y4pekneHHS OHHU
YTBEPKAAIOTCS TIPeJICeaaTeNIeM Cyaa.

4. JxcnepTH3a HEHHOCTH I0KYMEHTOB. 3agaun M GyHKIUH
JKCNEPTHOH KOMHMCCHH Cyla

(8 pen. Ilpukaza CyneOHoro aenapramenrta npu Bepxosaom Cyne PD
o1 09.01.2024 N 1)

4.1. IIpeameToM 3KCHEpPTHU3bI IEHHOCTH JIOKYMEHTOB (Jlajiee - SKCIepTH3a IIEHHOCTH) SIBIISIETCS OpEICIICHHE
COOTBETCTBHS JOKyMEHTa M (WIN) IOKYMEHTOB KDPHUTEPHSAM €ro (MX) IEHHOCTH B IIESIX ONPENEJICHHS CpPOKa
XpaHeHHs M 0TOOpa JOKyMEeHTa M (WJIM) JOKYMEHTOB Ul BKJIIOYEHHsS B coctaB ApxuBHoro ¢oHma Poccuiickoit
denepanuy WM BBIJICICHNS K YHIYTOXXCHHUIO 110 UCTEUEHUN YCTAHOBJIEHHOTO CPOKa XPaHEHHUS.

OOBEKTOM IKCTIEPTH3bI LIEHHOCTH SIBJISIETCS JOKYMEHT U (MJIH) IOKYMEHTBI.

9KCHepTI/I3a IECHHOCTU MNPOBOJAUTCA HAa OCHOBAHWU NPUHIOHWUIIOB HCTOPU3MA, CUCTEMHOCTU U HEJIOCTHOCTH
IIYTEM KOMIUJICKCHOI'O IPUMEHCHUS CICAYIOIMINX KPUTCPUCB!

IIPOUCXOKACHUSA (3Ha‘H/IMOCTB BBITIOJIHACMBIX CyIOM (I)yHKIII/IfI, BpEM U MECTO 06pa30BaH1/m Z[OKyMGHTa);

coJiepkaHusl (3HaUeHHE UMEIOIIeiicss B JIOKYMEeHTe WH(pOpMalMK, OBTOPEHHE 3TOH MH(OpMALUK B IPYrHX
JIOKyMEHTaX, ITOJUIMHHOCTh JIOKYMEHTA);

BHEITHUX OCOOEHHOCTEH OKYMEHTOB (BHI TOKyMeHTa, (opMa (DUKCHPOBAHUS M TMEPEAaddl COJCPIKAHUS,
IOpUINYEcKas JOCTOBEPHOCTh (HalIWuue TOJIUCEH, JaT, medarei) JOKyMeHTa, €ro (M3MYecKOe COCTOSHHE), a
TaKKE€ TMPUTOAHOCTHU JIsA HCIIOJb30BaHUA (BOCHpOI/ISBOI[I/IMOCTI/I (HpI/I OKCIICPTU3C HEHHOCTHU DJJICKTPOHHBIX M
ayIMOBU3YaIIbHBIX JOKYMEHTOB).

4.2. DKcrepTr3a IICHHOCTH JJOKYMEHTOB CyJia IPOBOIUTCS:

IIPH COCTABJICHUH HOMEHKJIATYPHI, B Iporecce (GOPMUPOBAHUS JICIT,

IIpU TIOATOTOBKE €I, OJICKTPOHHBIX JICJI K IEPEAAYUC B apXUB CyJia,

IIPH OATOTOBKE K Tepenave Aei, JIEKTPOHHBIX el Ha XPaHEHUE B TOCYIapCTBCHHBIN apXUB;

TIPpU BBIACJICHUN K YHUUYTOXKCHUIO €I, DJICKTPOHHBIX €], HE TOJICKAINTNX XPAaHECHUTO.

4.3. 3ajauaMu SKCIEPTU3bI LIEHHOCTH SIBIISIFOTCSL:

OTIpe/ieIeHNe CPOKOB XPaHEHUs TOKYMEHTOB IIPH pa3paboTKke HOMEHKIJIATYPHI;



0oTOOp JOKYMEHTOB JUIs BKIIIOYCHHUS B cocTaB ApxuBHOro ¢onma Poccuiickoit denepanmu, a Takke s
Tepeaayn B apXuB;

BBIABJICHHUE NOKYMCHTOB C HCTCKIIMMH CPOKaMH XpaHCHUS I BKIIIOUCHHUS HUX B aKT O BBIACICHUH K
YHUYTOKCHUIO JOKYMEHTOB, HC MOAJICI)KAIIUX XPAHCHUIO.

44, 3KCHepTI/I3e HNCHHOCTU NMOJIC)KAT BCC NOKYMCHTHI CyJla HE3aBUCUMO OT BUAOB HOCHTEJIEH U CrocoOoB
3aIIiCH.

Pemenne o BKIIOYCHHH AOKYMEHTOB B cocTaB ApxuBHOro ¢oumga Poccuiickoit @enepariy MpuHAMAETCS
OIIK apXUBHOTO YUpEKICHHUS.

4.5. Cpoku XpaHEHUs [OKYMEHTOB IpPHU MPOBEICHUU HUX D3KCIEPTU3bl IIEHHOCTU YCTAHABJIMBAIOTCS B
COOTBETCTBHH C (e/iepalbHBIMI 3aKOHAMH U MHBIMH HOPMAaTHBHBIMH ITPaBOBBIMHU akTaMu Poccuiickoit deneparmn,
MEPEYHSIMHU THUIOBBIX apXUBHBIX JTOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHMS U IlepedHeM TOKyMEHTOB.

4.6. B mensx opraHu3anuy ¥ MPOBEICHHUS METOIUYECKON M MPAKTUIECKON PabOTHI 110 3KCIIEPTH3E LIEHHOCTH
JIOKyMEHTOB, 00pa30BaBIIUXCS B AEATEIBHOCTH CYZa, CO3/AETCSl HKCIEPTHAasi KOMUCCHUS CyJa, KOTOpas SIBISIETCS
COBEIIAaTeIbHBIM OPIaHOM U JIEHCTBYET Ha MOCTOSIHHOI OCHOBE.

3KCHepTHa§I KOMHUCCHUA CyJa CO3JacTCsad IMPpUKAa3soOM Mpeacecaareyia cyla u I[eﬁCTByCT Ha OCHOBaHHUU
IIOJIOXKCHU A, pa3pa60TaHHOr0 Ha OCHOBC IIPUMCEPHOTO IOJIOKCHUA 00 3KCH€pTHOI>i KOMHUCCHUU OpTraHU3aluu,
yTBep)I(Z[eHHOI;'I YIIOJTHOMOYCHHBIM @eﬂepaHBHHM OpraHomMm HCIOJHUTSILHOU BJIACTH B C(bepe APXMBHOT'O Acjia U
ACJIOIIPOU3BOACTBA.

Cy}lbl, BBICTYIIAIOIUC HUCTOYHUKOM  KOMIUJICKTOBAHUA TOCYJAAPCTBCHHOI'O apxXuBa, COIIACOBBIBAIOT
MOJIOXKEHHE 00 IKCIEPTHON KOMUCCHHU cya ¢ cooTBeTcTBytomei DK apXxuBHOTO yupekIeHHUs.

4.7. B cocTaB SKCIEPTHOH KOMHUCCHH Cy[a, Ha3HAYaeMblil MPHKA30M MpEACEAaTeNsl Cyaa, BXOJST:
npejcenarenb KOMHUCCHM (OIMH W3 3aMeCcTHTeNiell IpeicepaTtelss cylna WM Cyabs (B Clydae OTCYTCTBUS
3aMECTHUTENS TpEceaaTeNis Cyaa), ceKpeTaph (paOOTHHK Cyaa, OTBETCTBCHHBIM 3a pabOTy apXuBa), paOOTHUKU

OTZeNa AeJIONpPOn3BOACTBA (00IIero oTnena), CyneOHbIX KOJUIErHi, CyeOHBIX COCTaBOB, MOCTOSHHOTO CYAeOHOTO
MPUCYTCTBHS U APYTUX CTPYKTYPHBIX MOJIpa3/iesIeH il cyaa.

Taxke B cocTaB IKCIEPTHONH KOMHCCHU CyJa MOXET OBITh BKIJIIOYEH IPEACTABHTENb I'OCYAapPCTBEHHOIO
apXvBa W/WJIM YNOJHOMOYCHHOTO OpraHa HCIOJNHHTEIBHON BiacTH cyObekta Poccuiickoit denepaunu B chepe
ApXUBHOTO JieJa (110 COTJIACOBAHHMIO).

4.8. DKcnepTHas KOMUCCHSI Cya OCYILECTBISIET CIIeAYIOIue (YHKIHHU:

4.8.1. Opranusyer exXeroJiHbli 0TOOp JIeJ Il XPaHEHUSI U YHUUTOKEHHSI.

4.8.2. PaccmaTpuBaeT U NPUHUMAET PELICHHUE O COTJIACOBAHUU:

IIPOEKTOB OIMCEH JeN MOCTOSHHOTO M BPEMEHHBIX (cBbImie 10 JIeT) CpPOKOB XpaHEHUs, ONHCEH Oen 1o
JUYHOMY COCTaBY;

IIPOCKTOB HOMCHKIIATYP ACJI;

IIPOCKTOB aKTOB O BBIJICIICHUHU K YHUYTOXCHUIO A€, HEC TTOJIC)KAINX XPAHCHHUIO,

IIPOCKTOB aKTOB O H€O6Hapy)K€HI/II/I APXUBHBIX JOKYMCHTOB, IIYTH PO3BICKA KOTOPLIX UCYCPIIAHbI;
IPOCKTOB aKTOB O HEUCIIPABUMBIX IMMOBPEKACHUAX apXUBHBIX TOKYMCHTOB;

MIPOEKTOB JIOKAJFHBIX HOPMAaTHBHBIX aKTOB M METOAWYECKHX TOKYMEHTOB CyZAa IO JEIONPOU3BOJCTBY U
ApXHUBHOMY JIEJTy.

4.8.3. T'oToBHT mpeIoKeHUsI 00 YCTAHOBJICHUU (M3MCHEHUHU) CPOKOB XpPaHEHHUsS NTOKYMEHTOB M BHECCHUU
COOTBETCTBYIOIIUX H3MEHEHHUH B HepequL JOKYMEHTOB, C )IaJ'H)HeI‘/’H_UI/IM X MNpEACTABJICHHUEM Ha PACCMOTPECHUE
Cynebnoro nenapramenta npu BepxoBaom Cyne Poccuiickoit @enepanum.

4.8.4. CoBMECTHO C apXHMBOM CyJa, OT/IEJIOM JIEJIONPOMU3BOACTBA (OOIIMM OT/AEIOM) M KaApOBOW CITyX00H
OpraHu3yer Juis pPabOOTHUKOB CyAa KOHCYJIbTallMd II0 BONpocaM pabOThl C ITOKYMEHTaMH, OKAa3bIBa€T WM
METOAMYECKYI0 TOMOIIb, YYacTByeT B TIOATOTOBKE M TPOBEACHHH MEPOIPHUATHI 10 TOBBIIICHHIO HX



KBTI (D UKATTAH.

4.8.5. BommonHseT MHBIE (YHKINH, yCTAaHOBJICHHBIC 3aKOHOAATeNsCTBOM Poccuiickoit ®eneparmu B chepe
ApXMBHOTO JIeJa U JIeJIONPOM3BOACTBA U MOJIOKEHNUEM 00 SKCIIEPTHONH KOMHCCHH CY/a.

4.9. 3acenaHus SKCIEPTHOW KOMHCCHHU CyJia IPOBOJSTCS 110 Mepe He0OXOJUMOCTH, HO HE MEHEe JIBYX pa3 B
rof, 0(hOPMIISIFOTCSI ITPOTOKOJIOM, KOTOPBIH MOANUCHIBAETCS NPEACEIATENEM H CEKPETAPEM KOMHCCHH.

3acemaHne 3KCHEPTHOM KOMHCCHM CyAa W IPHHATHIC PEIICHUS CUYUTAIOTCA HPaBOMOYHBIMH, €CIM Ha
3aceJJaHUU MIPUCYTCTBYET OoJiee IIOJOBHHBL €€ COCTaBa.

Pewrennst skcnepTHOW KOMHCCHM CyJa MO KaKIOMY BOINPOCY (ZOKYMEHTY) NMPUHUMAIOTCS OOJBITMHCTBOM
ronocoB. CHOpHBIE BOMPOCHI HPH pa3leIeHHMH TOJOCOB ITOPOBHY DPAa3pelIaloTCs IIpelcenaTesieM 3KCIEPTHOMH
KOMHCCHH CyJia.

4.10. Benernne 1e1onpon3BOACTBA SKCIIEPTHOH KOMHUCCHH CyAa, XpaHCHHE U HCIIOB30BAHNE €€ TOKYMEHTOB,
OTBETCTBEHHOCTh 332 UX COXPAaHHOCTb, a TaKXKe€ KOHTPOJb HCIIOJHEHMS MPUHATBIX SKCIEPTHOW KoMmHccuell cyna
pelIeHNi BO3JIaraloTcsl Ha CeKpeTapst SKCIEPTHON KOMUCCHHU CYAa.

4.11. Tlo pe3ynbpTaTaM SKCIEPTU3bI LIEHHOCTH JAOKYMEHTOB B CYAEOHBIX KOJUIETHSX, CyJeOHBIX COCTaBax,
MOCTOSIHHBIX CYAEOHBIX MMPUCYTCTBUSX, CTPYKTYPHBIX MOIPA3JEICHUIX Cyla COCTaBISIOTCS:

HOMEHKJIATYPBI /e CyOeOHBIX KOJUICTHH, CyIHEeOHBIX COCTaBOB, IOCTOSHHBIX CYIEOHBIX IPUCYTCTBHH,
CTPYKTYPHBIX MOApa3AeICHUH cyaa;

ONUCH [N, ONKCH DJIEKTPOHHBIX NN CYACOHBIX KOJJIErHi, CyleOHBIX COCTaBOB, IOCTOSHHBIX CYAEOHBIX
NPUCYTCTBHH, CTPYKTYPHBIX TTOAPA3EICHUI Cy/a: HOCTOSIHHOTO, BpeMeHHBIX (cBblme 10 JIeT) cpokoB XpaHEHUs, IO
JMYHOMY COCTaBYy;

MPEAIOKCHUA K aKTY O BbIACJICHUHN K YHUYTOXCHHUIO TOKYMCHTOB, HC MOAJICIKAIUX XPAHCHUIO.

5. Odopmienue ge1 M HHBIX JOKYMEHTOB K NOC/IeyIOLIEeMYy XPaHEHHIO
B apXHuBe cyaa

(8 pen. Ilpukaza CyneOHoro aemnapramenTta npu Bepxosaom Cyne PO
01 09.01.2024 N 1)

5.1. 3akoHYEHHbIE IEJIONPON3BOJICTBOM JI€Ja IOCTOSHHOTO (B TOM YHCIIE CO CPOKOM XpaHeHHs "o
JUKBUAALUH cyAa") U BpeMeHHBIX (cBbime 10 jeT) CpoKOB XpaHEHHs, B TOM YHCIIE MO JMYHOMY COCTaBy, IOCIE
OKOHYaHHMS KaJEHJIAPHOTO rojia MOATOTaBINBAIOTCS K IIepelaue B apXHB Cy/a U MOJJIekKAT MOTHOMY O(QOPMIICHHIO U
OIUCaHUIO (BKJIFOYEHUIO B OIHUCH JIEN).

OdopmiieHre U ONMCaHUe JIeN JI0 Mepefayd B apXUB OCYLIECTBIISIETCS pPaOOTHUKAMM, OTBETCTBEHHBIMH 32
BE/ICHHE JICJIONPOM3BOCTBA B CyAeOHON KOJUIETHH, CYyA€OHOM COCTaBe, MOCTOSHHOM CY/A€OHOM IPUCYTCTBUH WU
CTPYKTYPHOM TIOJpa3JeNicHIH CyIa, B COOTBeTCTBUH ¢ Tpeboanusamu [IpaBun N 77, uacTpykmmii N 36, N 161, N
224, N 225 u Hacrosiuedt UacTpykuuu.

5.2. Ilpu popMupoBaHUH €T HEOOXOANMO COOMOAaTh cIeayIoIne TpeOOBaHuU:

JOKYMEHTHI TOCTOSTHHOTO ¥ BPEMEHHOTO XPaHEHHS TPYMITUPYIOTCS B OTACIBHBIE JIeNa;

B JIeJ0 BKJIIOYAIOTCA JOKYMEHTBI, KOTOPbIE IO CBOEMY COJAEP’KaHMIO COOTBETCTBYIOT 3arojlOBKY [ela,
MPEIyCMOTPEHHOMY HOMEHKJIATYpOH. 3aroJIoBOK Jefla YTOYHSETCS B COOTBETCTBHH C (PaKTHUECKUM COCTAaBOM U
COJIEpKAHNEM JIOKYMEHTOB;

B ICJI0 BKITFOYACTCA OJIUH SK3CMIIAP KaXXI0Ir0 JOKYMCHTA,

B JeJia TPYIIHPYIOTCS JOKYMEHTHI OJTHOTO KaJICHAAPHOTO rojia (MCKII0UYEHUE: MIEPeX0IsIIue ieia; cyacOHbIe
Jiena; JINYHBIE JeTa, KOTopble GOpMUPYIOTCS B T€UCHHE BCETO Meproia paboThl);

TPUIIOKCHUA, JIMCThI O3HAKOMIJICHHUA, COIIACOBAHUA W PE3OJTIONMHA K JOKYMEHTaM SABJIAIOTCA HX
HEOThEMJIEMOM YaCThIO M BKIIFOYAIOTCS B JACJIO BMECTE C JOKYMCHTAMHU, K KOTOPBIM OHU OTHOCATCH;

NpuKa3bl (pacrnopspKeHUs) TPYNIMPYIOTCS B JieJla B COOTBETCTBUHM C YCTAHOBJICHHBIMM JUISI HUX CPOKaMH
XpaHEHUs;



JINYHBIC JeTa POPMUPYIOTCS OTACIBHO HAa KAXI0T0 pAaOOTHHKA, JOKYMEHTHI B JIMYHBIX JEJaX PacroararTcs
B XPOHOJIOTHYECKOM HOPSIIKE TI0 Mepe IMOCTYILICHHS;

JIMIEBBIE CUETA MO OIJIaTe TPYAa PAOOTHUKOB IPYMITUPYIOTCS B OTACNIBHBIE JIE)Ia ¥ PAcIIONararoTcsl B HUX 110
angaButy haMUINi, UMEH M OTYECTB (TIPH HAJIUIHN);

HE JIOITyCKaeTcsi TPYNIMpOBaTh B Jejia YEpPHOBBIE M JyOJIETHBIE SK3EMIULIPHI JOKYMEHTOB, a TaKKe
JOKYMEHTBI, TIO/IIEXKAIINE BO3BPATY.

5.3. IlomHOE O opMITeHHE HeT Ha OyMa)KHOM HOCHTENE MPEeayCMaTPHBACT:
n3bsiTUE (HaiIoB-BKIAABIIIEH, CKPEIIOK, METAJUINYECKHX CKOO, CTUKEPOB;

NOAIIMBKY WIHM IEperuieT TOKYMEHTOB Jena (HeopMaTHBIC NOKYMEHTHI XPaHATCS B 3aKPBITHIX TBEPIBIX
TanKax Ml KOpoOKax);

HyMepaluIo JIICTOB JIeNa;

cOCTaBJICHHUE JIHCTa-3aBepuTens aena (npuioxkerue N 10 k Hactosimeit MHCTpyKIun);

COCTaBJICHHE BHYTPEHHEH OIMICH JOKYMEHTOB Jena (mpmwioxenne N 11 k Hacrosmeit UacTpyknnn);
odopmiieHre 00J105KKH Aeia (npuwroskenue N 12 k Hactosiedt MHCTpyKIwn);

JUCT UCTIONB30BaHUs (TIPU HEOOXOIMMOCTH).

5.4. Jleno Ha OyMa)KHOM HOCHTeENle HE JOJDKHO coaepxkarh Oosee 250 JIMCTOB HpH TONIIMHE KOpEIIKa He
Gonee 4 cm.

Ecnu kommuectBo nucToB B Aene npesbimaet 250, TOKyMEHTHl (JOPMHPYIOTCS B TOMA B XPOHOJIOTHYECKOM
nopsake. Tom 2 MoxeT ObITh HA4aT JIMIIb OCJIE OKOHYaHKs ToMa 1. JlaTa OTKpbITHS ToMa 2 He 10JDKHA OBITh paHee
Jatel OKoH4YaHus ToMa 1. Ha Tomax ospkeH ObITh 0OLIMH 3aroI0BOK 110 HOMEHKIIATYpE /.

5.5. JIokyMeHTH! MOALIMBAIOTCA Ha YeThIpe NMPOKOJNa B TBEPAYIO OOJIOKKY MM MEpeIuIeTaloTca C Y4eTOM
BO3MOKHOCTH YTEHUS BCEX JOKYMEHTOB, JaT, BU3 M PE3OIIOLMN Ha HUX.

[Ipu HEOOXOAMMOCTH TOKYMEHTHI MeHee (hopmaTa AS (YeKH, KBUTAHINH, CIIPAaBKH, GoTorpaduu U Ipyrue) B
Hensix ynoOcTBa NOALIMBAaHHMS HakieuBaloTcss Ha juct ¢opmara A4. Ilpu oTCyTCTBMM MO Ui MOZIIMBKH
JIOKyMEHT He00X0IMMO HAKJIEUTh 0€3 OBPEXKCHHUS TEKCTa Ha BCIIOMOTATENbHbIH JIUCT.

JIOKyMEHTBI TOJIIMBAIOTCS B JEJIO B XPOHOJOTMUECKOM TMOpsIKEe, BCE MPHUOOIICHHbIE B TIpoIecce
paccMOTpeHHs CyAeOHOTO Jea JOKYMEHTHI - B MOPSIKE UX IMOCTYIUICHHS.

B ciyuae ucrnonb3oBaHUS I (QUKCHPOBAHHS XOAa CyIHeOHOrO 3acelaHHs CPEACTB ayAMO3allMCH M MHBIX
TEXHHUYECKUX CPEICTB DJIEKTPOHHBIE HOCUTENN MH(OpMALUK (AUCKH, TUCKETHI, (Ien-KapThl) XpaHsiTcs BMECTe C
cyneOHbIM aesioM. [Ipu 3TOM OHM JIOJKHBI OBITH BHIMTHI B CyneOHOe Jiesio (IPHOOIIEHBI K MPOTOKOJY CyAeOHOTO
3ace/iaHusl) B YIaKOBaHHOM Bujie (KOHBEPT) C YKa3aHHMEM Ha yIaKOBKE HOMepa JieNa, JIaThl, a TAKXKE MOJIHCaHbI
YIIOJHOMOYEHHBIM PAaOOTHHKOM ammapara cyaa. YIakoBKa JOJDKHa oOecledrBaTbh COXPAHHOCTH JIEKTPOHHOTO
HOCHTEJIS OT OBPEXKACHUI U MOPYH.

5.6. IIpu HymMepaluu JINCTOB B JejaX COOJIOIAI0TCS CIIeyIoIIne TpeOOBaHuUS:

HyMepanusi MPOU3BOAMTCS apabCKuMu nudpaMy MPOCTHIM TpadUTHBIM KapaHAANIOM M HYMEPaTopoM ¢
BOJIOCTOMKOH IITEMIIENBHOMN KpacKOM;

HOMCPA JIMCTOB NPOCTABJIAIOTCA B IPABOM BEPXHEM YTy JIMCTA JOKYMCEHTA,

doTorpaguu, uepTexH, JUArpaMMbl M JPYTME€ HWIUIIOCTPATHBHBIE JOKYMEHTHI, IIPEJICTaBIIAIONINE
CaMOCTOATENBHBIN JIUCT B JIENE, HYMEPYIOTCA Ha 0O0OPOTHOH CTOPOHE B JIEBOM BEPXHEM YTIIY;

JIMCT ¢ HaKJICEHHBIMHU JIOKYMEHTaMH (BbIpE3KaMu, BBIITUCKaMH, (oTorpausMi) HyMepyeTcsl Kak OJIMH JIUCT;

JUCTHI (BBIPE3KH, BCTABKH TEKCTA, NEPEBOABI), MOJKICCHHBIE OJHUM KPaeM K JpYromy JIMCTY, HyMEpYIOTCS
OTZETBHO;

KOHBEPTHI C BJIOXKCHUAMU, NOALIUTLIC B AC€JI0, HYMECPYIOTCA B CICAYIOMICM MOPAAKE - BHA4YaJIC HYMEPYCTCs



KOHBEPT, a 3aTEM OUYCPEAHBIM HOMCPOM - KaXXJI0€ BJIOKCHUC B KOHBEPTE. Ecmm Bnoxxenus HYMCEPOBATh HEJIB3A, UX
HaJIM4YUC OroBapmuBacTCs B 3aBep1/1Tean0171 HaOImCcu,

MOJIINTEIE B JAENO0 JOKyMEHTBI C COOCTBEHHOW HyMeparueidl JHCTOB (BKIIOYAs II€YATHBIC H3IaHWA)
HYMEpYIOTCS B 00IIEM MOPSI/IKE UM COXPAHSIOT COOCTBEHHYIO HyMEPAIIMIO, €CIIM OHA COOTBETCTBYET HOPSIKOBOMY
PacIoIOKEHUIO JTHUCTOB B JIETIE;

JINCTHI OOJIBIITUX (l)OpMaTOB IIOAIIMBAKOTCA 3a OJJUH Kpaﬁ 1 HYMCPYIOTCS KaK OAWH JIUCT,

BCE JIMCTHI JeTa (ToMa, 9acTH) Ha OyMa)XxHOM HOcHTeJe (KpOMe JINCTa-3aBepUTENs Ieia U BHYTPEHHEH onucH
JIOKyMEHTOB JIeJia) HyMEpYIOTCSl B BaJIOBOM IOPSIJIKE;

JIMCTBI A€J1, COCTOAINX N3 HECKOJIBKUX TOMOB, HYMEPYIOTCA IO KAKAOMY TOMY OTACJIBHO.

B cimydasx oOHapyXeHHs OMmIMOOK B HyMEpalM JHCTOB Jiefla IIPOBOAWUTCA NEpPEHYyMEpanus WIN
UCIIOJIb30BaHNE JTUTEPHBIX HOMEPOB JICTOB.

B Cllyda€ M3MCHCHHSA HYMEpallMu JUCTOB JCjIa COCTABJIACTCA HOBBIN JINCT-3aBCPUTECJIb, TIPHU 3TOM CTapLIﬁ
COXpaHsACTCA B ACJIC.

5.7. JIuct-3aBeputens nena (mpuioxenne N 10 x Hactosmeid MHCTpYKINH) COCTaBIAETCS HA OTACIHHOM
JIUCTE, MOAMUCHIBAETCSI €T0 COCTABUTENIEM, MOAIINBAETCs (BKJIEUBAaeTCs) B 1eno. Bee mocienytome n3MeHeHHs B
COCTaBE€ U COCTOSTHUH JIela OTMEUAI0TCS B JIUCTE-3aBEPUTENIE CO CCHUIKOM HAa COOTBETCTBYIOIIUH aKT.

3anpeniacTcss BBIHOCHTH JIMCT-3aBEPUTEIb HAa OOJOXKKY Jefia WM YUCTBI 000pOT JHCTa IMOCIICAHEro
OKyMeHTa. Ecii eio moamuTo Wid mepersieTeHo Oe3 OaHKa JrcTa-3aBEepUTels, OH JOJDKEH OBITh HAKIICCH 3a

BCPXHIOIO YaCTh JIMCTA HAa BHYTPCHHIOIO CTOPOHY 00JIOKKH B KOHIIE aeja.

Bce mocnenyromue W3MEHEHHS B COCTaBe W COCTOSHUM Jeia (TMOBPEXKICHHs, 3aMEHA ITOJUTHHHBIX
JIOKYMCHTOB) OTMEYAOTCS B JICTE-3aBEPUTEIIC CO CCHUIKOI Ha COOTBETCTBYIOIIMHI aKT.

5.8. Ha ob6noxke aena (npunoxenne N 12 k HacTosieit MHCTpyKINHU) yKa3bIBalOTCS:
HauMEHOBaHHe cya (IIOJHOCTHIO, B IMCHUTEIIBHOM ITaJICKe);

HaUMEHOBaHUE CyIeOHOH KOJUIETMH, CyJeOHOTO COCTaBa, HOCTOSHHOIO CYAEOHOr0 NPHUCYTCTBHSA WIIH
CTPYKTYPHOTO TO/Ipa3/ieNieHns cya (Ipu HaJMIuHN);

HOMEp ToMa (JacTH);
MHJIEKC JieJla 0 HOMEHKIIATYPe;
3aroJIOBOK Jieja (ToMa, YacTH);

(damMmTusg, WM, OTYECTBO OCYXJICHHOTO IIMI]A W TIOJHOC HAaWMCHOBAHHE CTaThH YTOJOBHOTO KOJIEKCa
Poccuiickoit ®enepannu, Mo KOTOPOH JUIO OCYKIEHO;

(bamunus, THULUAJIBI UCTHA, OTBETYMKA (HAMMEHOBAHHUE OPraHU3alliH), CYTh HCKa (3asBIICHHS);

(dbamunusi, WMs, OTYECTBO ONPABJIAHHOIO JIMIA WM JIMIA, B OTHOLICHHH KOTOPOrO MPOU3BOJCTBO
MPEKPaIIeHo;

HOMEp MMPOU3BOJICTRA I10 [IE]Ty, YHUKAIbHbIN HACHTU(UKATOP [eIIa;

KpaifHue aThl ena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JieNe (TOMe, 4acTH);

CPOK XpaHEHU JieNia C YKa3aHHUEeM T'0/1a, 10 KOTOPOTO OCYIIECTBIISICTCS XPaHEHHE,

Ha CyIeOHbBIX JeJlaX - HOANUCH CYAbU, PACCMOTPEBIIETO JEJI0, Ha JeNaxX OOIMIETO AENONpPOU3BOACTBA -
MOJIHCh HaYaIbHUKA COOTBETCTBYIOIIETO CTPYKTYPHOT'O TIOpa3IeNICHHS;

apXUBHBIHA NP rena;

nometka "Iyt ciry>keOHOTO0 1M0JIb30BaHMs" WIIM IpUQ OrpaHHYEeHNUS JOCTyNA (IPU HATHYHN).



5.9. Ha o0noxxkax Jen IMOCTOSHHOTO CPOKa XpPaHCHHs IPEAYCMAaTPHBACTCS MECTO JUIi HAWMEHOBAHUS
TOCYIapCTBEHHOTO apXHBa, B KOTOPHII IepenaroTcs Aejia Cyia - ICTOYHNKA KOMITJICKTOBAHHS.

IIpn w3MeHEeHMHM HaUMEHOBaHHWA Cyna (CTPYKTYPHOTO TOApa3JeNieHHs Cyda) B TEUYEHHE IEpHOJa,
OXBaThIBAEMOT'0 JOKYMEHTaMH JIeJIa, Ha 00JIOKKeE Jiefla YKa3bIBaeTCsl IOCIeAHee HAaNMEHOBaHHUE.

5.10. 3aroJyioBoK Jiena I0JKEH COOTBETCTBOBATh (PAKTHUECKOMY COCTaBY COJEPKAHUIO JOKYMEHTOB JeJa.

Ecmu memo cocTonT M3 HECKOJIBKHX TOMOB (YacTei), Ha OOJIOKKY KaXKIO0TO TOMa (YacTH) BEIHOCHUTCS OOIIN
3aroJIoBOK, a TAK)KE 3ar0JIOBOK U HOMEP KaXKIOTO TOMa (4acTH).

IIpumep:

"JIOKyMEHTHI OTICpaTHBHBIX coBemanuii cyneit B 2 Tomax. Tom N 1 - coBemanus cyneil cyaeOHON KOeruu
IO YTOJIOBHBIM AeiaM";

" JIOKyMEHTBI OTICPaTHBHBIX coBemanuii cyneit B 2 Tomax. Tom N 2 - coBemanus cyneil cyaeOHON KOJIeTHI
M0 TpKIAHCKUM Jenam".

B 3aronoBkax AL, COACPIKAINX KOMHMU NOKYMCHTOB, ACJIACTCA YKA3aHHUC Ha HAJTUYUC KOIIHH. HOI[J'II/IHHOCTB
JAOKYMCHTOB /I€JIa B 3aI'0JIOBKEC HE OTOBAPUBACTCA.

5.11. Ha oGnoxke Aesa yKa3bIBalOTCS KpallHHE 1aThl JOKYMEHTOB, IOMELICHHBIX B JIEJIO.

Ecnu B Aeno BKIIOUEHBI JOKYMEHTHI, JaTa KOTOPBIX HE COBIMAJaeT C JATOW Jiena, TO MOJA JaToi ¢ HOBOM
CTPOKH JieNiaeTcst 00 3TOM 3amuch: "B gene nMeroTest JOKYMEHTHI 3a ... To(bl)".

I[aTa JAcJIa HC YKa3bIBACTCs Ha 00JI0KKaAX ACJ, COACPIKAIUX IOAOBBIC IJIAHbI, OTUCTBI U APYTrUe JOKYMCHTHI,
JaThbl KOTOPBIX OTPAXKAIOTCA B 3arojlIoBKax AeCJI.

Jatamu fen, cofepKalux pacrnopsauTeNbHYI0 U HHYIO TOKYMEHTAIUIO (JIOKJIaabl, MMChMa, CTEHOTPaMMBI),
SBIISTIOTCSL JAATHI (YHCIIO, MECAI, TOM) PETUCTpali (COCTABJICHHUS, MOCTYIUICHHS) CaMOTO PaHHETO W CaMoOro
MO3HETO TOKYMEHTOB, BKJIIOYEHHBIX B JIEN0 (KpallHUE NaThl J1ed, JOKYMEHTOB).

IlaTOfI JcJa, COACPIKAIIETO IMPOTOKOJIbI 3ace}1aHM1?I, ABJAKOTCA JaTbl NMEPBOTO MW MOCJICIAHETO0 MPOTOKOJIA,
BKJIFOUCHHEIX B JICJIO0.

ﬂaTOI\/'I JIMYHOIO JcJia ABJIAIOTCA AAThbl MOANMCAHNA IIPHUKA30B O IMIPUEME U YBOJIbHCHUH JIMIld, HA KOTOPOC OHO
3aBCICHO.

HpI/I 0003HaUYeHUN JaTbl OJOKYMCHTA CHa4dajla YKa3bIBaC€TCsa YHCJIO, 3aTEM MECALl U TOM. Yucno u roxg
0003HaYarOTCS apa6CKI/IMI/I I_lI/I(l)paMI/I, Ha3BaHHUC MECsla - MPONKMCHIO.

Ecimm JaTa AOKYMCEHTa WJIHW OTACJIbHBIC €€ DJICMCHTBI OHPCACIIAIOTCS HpI/I6HI/ISI/IT6HBHO, Ha OCHOBaHHH
aHaliu3a COACpXKaHHUA OOKYMEHTA, TO JaTa HWIW OTACJIBHBIE €€ OJOJIEMCHTBI, HC ABJIAIOMINECA a0COJFOTHO
JOCTOBEPHBIMHU, 3aKITIOYAOTCA B KBaAPATHLIC CKOOKH.

5.12. KonauyecTBo JHCTOB HA 00JIOKKE JIeIa YKa3bIBACTCSI HA OCHOBAHUH JIHCTA-3aBEPUTEIIS.

5.13. Cpoxk xpaHeHHUs Ha 0OJIOXKKE Jie]a YKa3bIBaeTCsl B COOTBETCTBHH CO CPOKOM XPaHEHU, YCTaHOBICHHBIM
HOpPMaTUBHBIMHU MpaBOBbIMU akTamMu Poccuiickoit denepanuu, TUIIOBBIMU TMEPEYHSMU JTOKYMEHTOB, IlepeunHem
JIOKYMEHTOB.

Ha nena, BHeceHHbIe B OmuCh Aen (TOJOBOHM paslesl OMHMCH JeN) CyAa - HCTOYHHKA KOMIUIEKTOBaHHSA
TOCYAapCTBEHHOTO apXMBa, apXWBHBIM MU(P MPOCTABISIETCS MOCHE YTBEP)KICHUS OMUCH el (TOJI0BOTO pasjerna
ornucu zen) DK apXuBHOTO yupekIeHus U yTBEP)KACHUS IIpeAceiaTelIeM cya.

5.14. ApxuBHblii mm¢p BKIIOYAaET B ceOs HOMepa: apXMBHOTO (DOHMA, ONMHUCH JieJ, JOKYMEHTOB, €IMHUIIBI
XpaHeHHs - Jena. Ha eauHUIIaX XpaHEHUs, COAEPIKALINX JOKYMEHTHl Ha OyMa)XKHOM HOCHTENe, apXUBHBIN mupp
HAHOCHTCS Ha 00JI0XKKY B JIEBOM HIDKHEM M IIPaBOM BEPXHEM YTIJIaxX B IEJISIX OOECTIeYeHUs ydeTa U HACHTHU(UKAIIHH.
IIpu 3ToM 0603HaUEHHE, HAHOCUMOE B IIPABOM BEPXHEM YTy, epeBopaduBaercs Ha 180 rpagycoB 1o OTHOIIEHUIO
K 0003HAYCHHUIO B JIEBOM HIDKHEM YTIIy.

5.15. Bo Bcex cymeOHBIX jenax, HOJUICKAIINX Iepefade B apXHB Ha IOCTOSHHOE W BPEMCHHOE XpaHCHUE
(cBemme 10 ;er), a Takke B Jelax MO JUYHOMY COCTaBY, COCTABJISICTCS BHYTPEHHsISI OMHUCH JOKYMEHTOB Jelia



(mpunoxenue N 11 k HacTostmeit THCTpyKITHN).

BHyTpeHHsS oMCh TOKYMEHTOB JiejIa TOIINBACTCS B Hadasie Jeja.
(ab3ar BBeieH [Ipukaszom CymebHoro nenapramenta npu Bepxosaom Cyne PO ot 29.05.2024 N 124)

JlucThl BHYTpEeHHEW OIKMCH JTOKYMEHTOB JieJla HyMEpYIOTCSl OTIENIHO OT OOIIeil Hymepaluu JOKYMEHTOB
nena. IHGopMaIys o KOJIHMYECTBE JUCTOB BHYTPEHHEH OIMCH TOKYMEHTOB JieJla BKIIOYACTCS B JTUCT-3aBEPUTEITD.

W3meHeHne cocTaBa JOKYMEHTOB Jiea oTpaxaercs B rpade "[Ipumedanne” BHyTpeHHEH OMICH TOKYMEHTOB
JieJia CO CChIJIKAMU Ha COOTBETCTBYIOIHE aKThI.

Ecnu neno Ha OyMakHOM HOCHTEIIE TIEPEIICTEHO MK TOIIUTO Oe3 OJaHKa BHYTPCHHEH OMICH JOKYMEHTOB,
TO COCTABIICHHAsI M0 YCTAHOBJICHHOH (popMme BHYTPEHHsISI OMKCH MOJAKICUBACTCS K BHYTPEHHEH CTOPOHE JIHIEBOM
00JIOXKKH JIeNa.

5.16. B y4eTHO-perucTpaloOHHBIX KypHAIaX MOCTOSHHOTO M BpeMeHHoro (cBhimre 10 mer) XpaHeHus nepexn
uX Tepejayell B apXxuB pabOTHHKaMH OT/JEJIOB, OTBETCTBEHHBIMH 3a BEACHHE JaHHBIX JTOKYMEHTOB, OCYILECTBISACTCS
HyMepalus JIUCTOB U IPOU3BOIUTCS 3aBEPUTENIbHAS HAJIIHCh.

Ha o0noxke PErucTpalluOHHOr0 JKypHajla WJIKW KHUTH COIJIaCHO HOMCHKIIATYPE MNPOCTABIIACTCA CpPOK
XpaHCHHA U YKa3bIBACTCSA KOJINYCCTBO JIUCTOB.

Hepeﬂ nepez[al{el‘/'l B apXuB YUYCTHO-CTAaTUCTHYCCKUX KapTOUYCK pa6OTHI/IK oTAcHa HACJIOMPOU3BOACTBA
IMPOBEPACT UX HATTMIUC U 3aITIOJTHEHUE BCCX MPECAYCMOTPCHHBIX PEKBU3UTOB.

ITocne nepenauu fen B apXUB Y4€THO-CTATUCTUYECKHE KAPTOUKH JODKHBI XPAHUTHCS B KapTOTeKax (SIIUKaXx,
KapTOTeYHbIX IOKa(ax) OTAENBHO II0 YrOJOBHBIM, TPAXIAaHCKHM, aJAMHHHUCTPATHUBHBIM JenaM, JAenaMm o0
aJIMUHUCTPATUBHBIX NPaBOHAPYIICHHUSAX B MOPSIKE X HOMEPOB IO rofaM. B kakmoMm ToMe 10/KHO ObITh He Ooree
150 ygeTHO-CcTaTHCTHYECKUX KapTodeK, HO He Oonee 250 mucToB.

Y4eTHO-CTaTHCTHYECKHE KAPTOUKH MEPEIAlOTCs B apXHB BMECTE C ali()aBUTHBIM yKa3aTeJIeM.
6. IlopsAIOK YHUUTOKEHUS] APXMBHBIX IOKYMEHTOB

(8 pen. Ilpukaza CyneOHoro aemnapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

6.1. Haxonsmmecst B apxuBe J€la, 10 KOTOPBIM HMCTEK CPOK XPAaHEHHs, YCTAHOBJICHHBIH NEHCTBYIOIINM
[TepeuHeM JDOKYMEHTOB, OTOMPAIOTCS K YHUUTOXKeHHI0. PaboTta mo oTOOpy JieNl K YHUUTOKEHHIO OCYIECTBIISETCS
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy apXuBa CyJa, €KETrOJHO.

I[ena U JOKYMCHTHI BKJIFOYAKOTCSA B AKT O BBIACJICHHU K YHHYTOXCHUIO JOKYMCHTOB, HE€ MNOIJICKAIIUX
XpaHCHUIO, €CJIN HpeZ[YCMOTpeHHBIfI JUI1 HUX CPOK XPAaHCHU UCTCK K 1 sIHBaps rojia, B KOTOPOM COCTaBJICH AKT.

VHu4TOXKCHUE JAOKYMCEHTOB J0 TNPOBEACHUA SKCHEPTHU3bl HCHHOCTH W YTBECPKACHUSA IPEACCHATCIIEM Cyda
OIKCEH JAeN MOCTOSTHHOTO XpaHEHHUA U COrIaCOBAHUA omnuceH aen mo JIMYHOMY COCTaBY 3alpeiiacTcCs.

6.2. Ha ocHoBe mpemyoXeHWH K aKTy O BBIJCICHHM K YHHUTOXCHHIO JOKYMEHTOB, HE IOAJIEKAIINX
XPaHEHHIO, COCTAaBJICHHBIX MO pe3ylbTaTaM SKCIEPTH3bl EHHOCTH B CyneOHOH KOJIIernn, CyAeOHOM COCTase,
MOCTOSIHHOM CyJIeOHOM HPHUCYTCTBHH, CTPYKTYPHOM IIO/Ipa3JIeNIeHn CyZAa, padOTHHK, OTBETCTBEHHBIN 3a paboTy
apxMBa CyJa, COCTaBIISIET COOTBETCTBYIOLIMH INpoekT akra (mpuioxenue N 13 k Hacrosimed MHcTpykium).
VKa3aHHBII [TPOEKT MOAMUCHIBACTCS HAYaJIbHUKOM OT/IEINA JISJIONPOU3BOACTBA (0OIIEro OT/AeNna).

IIpoekT akTa 0 BBLAECIECHUU K YHUYTOKEHHUIO JOKYMEHTOB, HE MOJUICKALINX XPAHEHUIO, NMPEICTABIACTCA Ha
COTJIACOBAHME SKCIIEPTHOW KOMICCHH Cy/a, 3aTeM Hampasisiercss Ha paccmorpenne JIIK apXuBHOTO ydpexIaeHus
(ecmu  cya BBICTymaeT MCTOYHUKOM KOMIUIEKTOBAaHUS TOCYAApCTBEHHOTO apXWBa WM Ha OCHOBaHHU
COOTBETCTBYIOIIIETO JOTOBOPA), MOCJIE YETO YTBEPXKIAAETCS Ipe/Ice/IaTeleM Cy/Ia.

6.3. [lpu cocraBieHUM aKTa O BBIICICHWU K YHHUYTOKCHHIO JOKYMCHTOB, HE MOJJICKANIMX XPaHCHUIO,
JTOJDKHBI COOTIOAATHCS CIeAYIONTNE MpaBuila:

J€Ia pacriojiararoTcsa B aKkTe 1o rojaM ux paCcCMOTPEHHUA B TOPAJIKE BO3paCTaHUSA HOMEPOB A€,

B KOHII€ aKTa AC€JIacTCA 3alluCh O TOM, 4TO U3 €I (Cyﬂ€6HLIX ,uen) HU3bATHI IIOATHMHHUKNA CyﬂC6HBIX aKTOB,
JIMYHBIC TOKYMCHTBI.



6.4. AKTBI O BBIICTICHUU K YHHYTOXKEHUIO OKYMEHTOB, HE MOJAJEKAIIUX XPAHEHUIO, PACCMATPUBAIOTCS U
COTJIACOBBIBAIOTCSI HAa 3aCENaHUU SKCIEPTHOW KOMHCCHH CyJa OJHOBPEMEHHO C OINHUCAMH Ha Jela MOCTOSHHOTO
XpaHEHU, U 10 TNYHOMY COCTaBYy.

Ilocne yTBepkAecHUs NpeAceNaTeNieM CyAa ONMCE Jel MOCTOSHHOTO CPOKa XpaHEHUs, ONuced Aesl IO
JUYHOMY COCTaBy, aKTOB O BBIIEICHUU K YHHUTOXKECHHMIO JIOKYMEHTOB, HE MOJICXKAIIUX XpaHEHUIo, mena,
BBIJICJICHHBIE 10 aKTY K YHUYTOXXEHHUIO, MOT'YT OBITh YHHYTOKEHBI.

6.5. llena ¢ ormertkoit "OIIK" noanexaT MOMUCTHOMY (Ui AJIEKTPOHHBIX TOKYMEHTOB - MOJOKYMEHTHOMY)
MPOCMOTPY B IEJSIX BBISBICHHUS apXUBHBIX JOKYMEHTOB, ITOUISKAIIUX MOCTOSHHOMY XPaHEHUIO. BBISIBICHHBIC B
TaKUX AEJax JOKYMEHTHI IOCTOSHHOTO CPOKa XPAaHEHMS BBIACISIOTCS M MPUCOCTUHSAIOTCS K OJHOPOTHBIM JellaM
COOTBETCTBYIOIIETO TOJ0BOTO pa3iesia Wik GOPMHUPYIOTCS B OTACIBHBIC JETa.

OcraBunecs JOKyMEHTHl BPEMEHHOIO CpPOKa XPaHEHHs! BKIIIOYAIOTCS B aKT O BBLACICHHH K YHUYTOXCHHUIO
JIOKyMEHTOB, HE MOJIeKALTNX XpaHEeHHUI0. [Ipy BKIIOUECHNH B aKT JOKYMEHTOB, BBISIBJIEHHBIX IIPH IPOCMOTPE JIEN CO
cpokxom xpaHenus ¢ ormerkoit "OIIK", ormerka "OIIK" B akTe He yKa3bIBaeTCs.

6.6. I3 0TOOpaHHBIX K YHHUYTOXXCHHIO CYHEOHBIX aed (TpaKTaHCKUX, aJMHHHUCTPATHBHBIX, YTOJOBHBIX, 00
AIMHUHUCTPATUBHBIX npaBOHapymeHm{x) Ha MOCTOAHHOC XPAaHCHUEC HeO6XOI[I/IMO HU3bIMATh IOJJIMHHUKN Cy[[e6HI)IX
aKTOB, BBIHECEHHBIX IO CYIIECTBY JleNia, a Takke CylneOHble aKkThl CYJOB ameJUISIMOHHOHN, KacCallMOHHOW H
HaI[SOpHOﬁ HHCTaHHHﬁ, BBIHCCCHHBIC IO pPE3YyJIbTaTaM PACCMOTPCHUA allCJUIAIIUOHHBIX WM KaCCAllUOHHBIX )KaJ'IO6
(mpencTaBiieHu#t) OO MEpecMOTpa PeIIcHUH Cya B OPSIIKE HAI30pa.

U3 MPpCKpallCHHbIX JCJI, OS] MO0 HCKaM, OCTaBJICHHbBIM 0e3 pacCMOTPECHHUA, HU3BIMAIOTCA NOAJIMHHUKA
OHpeI[eHeHI/Iﬁ O INPCKpalICHUHU NPOU3BOACTBA IO ALY, 00 OCTaBIICHMH HCKa 0e3 paccMOTpCHUA.

Ha Bcex cymeOHBIX aKTax MpPOCTABISAIOTCS PETHCTPALIOHHBIE HOMeEpa Jela, HOMEp MpPOM3BOJCTBA,
YHUKQJIBHBII WACHTU(UKATOP 1ea, M3 KOTOPOrO OHU M3BSTHL. 3aT€M JOKYMEHTHI MOJIIMBAIOTCS MO IMOPSIKY
HOMEPOB JIeN B OT/ICNIbHBIC A€1a ¥ HOMEIIAIOTCS B TBEPAYIO OOJIOKKY.

[IpuoOmuieHHBIE K CyNeOHOMY eIy 3JIEKTPOHHBIC HOCHUTENH MH(POPMAUUHU (IUCKH, OUCKETHI, (ICII-KapThHl)
YHUYTOXKAIOTCS OJHOBPEMEHHO C JICJIOM ITyTeM HX (PU3MYECKOr0 YHHYTOXKCHHS WM YHHYTOXKCHHUS IPOrPAMMHO-
TEXHHYECKUMH CPEICTBAMHU.

6.7. Ilpu orbope K YHHYTOXKCHHIO MaTepHAJIOB, PACCMOTPEHHBIX B TMOPSAKE TPaKTAHCKOTO,
aJIMUHHCTPATUBHOTO, YTOJIOBHOTO CYIONPOM3BOACTBA, a TAKKe MPOM3BOACTBA MO JesiaM 00 aJMHHHCTPAaTHBHBIX
MPaBOHAPYIIEHUAX, W3 HHUX M3BIMAIOTCS IIOJUIMHHHUKM CyJIeOHBIX aKTOB, B TOM 4YHCIE BBIIIECTOSIIUX CY/OB,
KOTOpBIE (OPMHUPYIOTCSI B COOTBETCTBYIOIIEE A€N0 pabOTHHKOM apXuBa Cylda M HEpelaroTcsi Ha IOCTOSHHOE
XpaHeHHe ¢ coOIoieHreM TpeOoBaHMi HacTosmeld MHCTpyKIuH.

6.8. 13 apXuBHBIX JTOKYMEHTOB, MOAJEKAIINX YHUUTOKEHHIO, OCTAIOTCS HA XPAHEHUE JINYHBIE JTOKYMEHTBI
(macmiopTta, BOEHHBIE OWIETHI, TPYJOBbIE KHIKKH W JAPYIM€ JHWYHbIE JOKYMEHTHI), KOTOpBIE IOMELIAI0TCA B
OTZAEJBbHYIO NAaIlKy, COAEPKAILIYI0 BHYTPEHHIOIO ONHMCh JOKYMEHTOB. B omuch BHOCSTCS: paMuiius, UMs, OTYECTBO
BJIaJeNblla JOKYMEHTa, HAMMEHOBAaHHE TOKYMEHTa M HOMep jeia (IIPOM3BOJACTBA), U3 KOTOPOTO OH M3BAT, TOJ
paccMOTpeHus Jiesa, HOMEp U J1aTa akTa 00 yHHYTOXXeHHH aena. HeBoctpeOoBaHHbBIE TMYHbBIE JOKYMEHTBI XPaHATCS
B apXMBe CyJa 75 JeT, OCIIE Yero YHUYTOXKAOTCS.

6.9. ApXMBHBIE JOKYMEHTHI, HOAJEKAIINE YHUYTOXEHHUIO, MEPEeAaloTcsd HA yTWINM3ALHUI0O B OpraHM3allWH,
3aHUMAIOIIUeCs IIepepabOTKON BTOPCHIPHSI.

B ci1ydga€ OTCYTCTBHUA opraHmauHﬁ, MpOM3BOJAIIUNX YTWIM3AIUIO B JaHHOM PETUOHEC, OJOKYMCHTBI
YHUYTOXKAKOTCA CICUAJIBHO CO3HaHHOI>i Ha OCHOBAHHMHU PACIIOPSKCHUSA TIpEeACCHaTeiid Cyda KOMHUCCHEH myTeM
COOKECHMS WIM MEXaHUICCKOI Hepepa60TKI/I, O 4EM COCTaBJIACTCA aKT.

6.10. Tlepex mepemauyeli Ha YHHYTOKEHHE MJOKYMEHTBI YIIAaKOBBIBAIOTCS, a B HEOOXOJUMBIX CIIydasx
omevateiBaroTes. Ilepenaga odopmirsgercss mpueMo-cIaTOYHON HAaKIaJAHOW (aKTOM), B KOTOPOH yKa3bIBalOTCS Jara
nepeaayn, KOJIMIeCTBO BKIIOYEHHBIX B aKT A€J U APYTHX JOKYMEHTOB, BeC OyMaKHOW MaKyJIaTyphl.

6.11. JlokymeHTBl, uMeroniue moMeTky "Ijisg ciayxkeOHOTO TOoNb30BaHUA", a TakkKe CojepKalinue
WHQOPMALMIO OTPAHUYECHHOT'O OCTYIA, JOJDKHBI YHHYTOXAThCS B CYAE ITyTEeM MEXaHHYECKOTO W3MEIbYCHUS
(pemupoBaHus) WM WHBIM CHOCOOOM, HCKIIFOYAIOIIAM BO3MOXKHOCTh BOCCTAHOBHTH COJCPIKaHHE JOKYMCHTOB.
ByMaskHbIe OTXO/IbI IEPEAAIOTCS B OPraHU3aIINI0, 3aHUMAIOIIYIOCS TepepabOoTKON BTOPCHIPHSI.

(B pen. IIpukaza Cynebnoro aemapramenta rmpu Bepxosaom Cyme P® ot 29.05.2024 N 124)

6.12. Tlorpy3ka, BIBO3 Ha YTHJIM3AIMIO U YTHIM3ALUS OCYIIECTBITIOTCS MOl KOHTPOJIEM YIOITHOMOYEHHOTO



paboTHUKA Cy/a.

6.13. AKTBHI O BBIICICHHH K YHHYTOKEHHIO HOKYMEHTOB, a TakK)Ke JIOKYMCHTHI, ITOATBEP)KAAONINE (aKT
YTHIN3ALHUU, TOJUINBAIOTCS B OTACNbHBIN HAPsA B XpOHOJOTUYECKOM MOPSJIKE.

B peructpanmoHHBIX OKypHanax (rpada - TpUMEYaHHe) WM YYETHO-CTaTHCTHUECKHX KapTOUYKax
(crienMaNpHBIA MYHKT WM CBOOOIHOE II0JIE) AENACTCs OTMETKAa 00 YHHUTOXKCHHH Jeja ¢ yKa3aHHeM HOMepa, JaThl
aKTa ¥ IIPOTOKOJIA 3aCEIAHMUS SKCIIEPTHON KOMHUCCHH Cy/a.

OtrMeTka 00 YHUYTOXKECHUHU A€J1a IPOCTABIIAICTCA TAKKE B COOTBCTCTBy}OH.IeI\/‘I OITMCH OCII.

6.14. 3anpemnaercs UCMOIB30BaHHE OTOOPAHHBIX K YHHUTOXKEHHIO JIEN JJISl XO3SHCTBEHHBIX HYXKI.

7. llepenaua eJ1 (3J1eKTPOHHBIX Aen) B apxuB cyaa. [lopsinoxk
XPaHeHMs1 APXMBHBIX Je] (31eKTPOHHBIX APXUBHBIX /1eJ1)

7.1. Jlena mOCTOSHHOTO XpaHEHUS, BpeMEHHBIX (cBhImIe 10 JIeT) CpOKOB XpaHEHHs MEepeaaroTCcs B apXuB Cyaa
HE TIO37HEEC YeM 4epe3 MIECTh MECSIEB IMOCE 3aBEPLICHUS JE B JICJIONPOU3BOACTBE IO OMMUCSIM JeN CyAeOHBIX
KOJUICTHH, CyIeOHBIX COCTAaBOB, MOCTOSIHHBIX CYACOHBIX MPHUCYTCTBUII M CTPYKTYPHBIX MOApA3ICICHHUNA Cyna
(mpunoxxenust N 3, 4 k HacTosmed MacTpykiun). OkoHYaHUE POU3BOACTBA 0 CYACOHBIM JieflaM OTIpeesIaeTcs B
MOPSJIKE, YCTAHOBJICHHOM COOTBETCTBYIOLICH HHCTPYKIUEH 110 Cy1eOHOMY JIEONPOU3BOICTRY.
(8 pen. Ilpukasa Cynednoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

JIOKYMEHTBI 110 IMYHOMY COCTaBY CYyJICH KacCallMOHHBIX CYA0B OOIICH FOPUCIUKIINHY, alle/UIIIIUOHHBIX CYI0B
o0mIell IOPUCIUKINH, BEPXOBHBIX CYIOB PECITyOJIHK, KPaeBBIX M 00JAaCTHBIX CYIOB, CYIOB rOpoJOB (herepaabHOro
3HAYCHUs, CYI0B aBTOHOMHOW 00JIACTH M aBTOHOMHBIX OKPYTOB IIEPENAOTCS B apXUB cyAa o ucredeHuu 10 net co
JHS OCBOOOXKICHUSI OT JOJDKHOCTH CyIbH (OTYMCIEHHMS M3 INTata cyzAa); (enepalbHbIX ToCyJapCTBEHHBIX
rpaXXJIaHCKUX CJIyKallluX - 10 UCTCYCHUUN 10 net co JAHs YBOJIbHCHUA.

(8 pen. [Ipukasza Cyne6Horo nenapramenta npu BepxoHom Cyzae P® ot 14.06.2022 N 97)

7.2. Pemenue Ha mepemady B apXHMB CYyAEOHBIX JieJ, MPOU3BOJICTB M MaTEpPHAJIOB NPUHUMACT CYAbS, UX
paccMOTPEBIINA, a NPH €ro OTCYTCTBHM - IpeAcenaTenb cynaa (cyneOHOH KOJUIerHH, cyleOHOTro COCTaBa), €ro
3aMECTHUTENb WIN MHOE YIOTHOMOYEHHOE IPEe/IceIaTeNIeM Ccy ia JIUMO (B TIOCTOSIHHOM cyeOHOM IpucyTcTBHn). [1pn
3TOM CyJIbs IPOBEPSIET COCTOSHUE Ka)KA0T0 CYAeOHOTO Aena, MPOM3BOACTRBA WIIN MaTepHaa.

(1. 7.2 BBenen [Ipukazom CyneOHoro aemnapramenta npu BepxosaoMm Cyne P® ot 09.01.2024 N 1)

7.3. PemieHne Ha mepegady B apXuB Cyla HOMEHKJIATYPHI, KypHAJIOB M yYETHO-CTaTUCTUYECKHUX KapTOUeK
NpUHUMAaeT TpenacenarteNs cyaa (cyneOHOil Komerumu, cyaeOHOro cocTaBa), €ro 3aMecTUTENb MM HHOe
YIIOJIHOMOYEHHOE NpeJice1aTelIeM cy/ia JIUIO (B MOCTOSTHHOM CYA€OHOM IPHCYTCTBHN).

(1. 7.3 BBenen [Ipukazom CyneOHoro aemapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

7.4. Pemenne Ha Tiepeqadyy B apXUB HHBIX JIOKYMEHTOB CyAa TNPHHAMAET HAYalbHHUK OT/ela
JIEIONPOU3BOICTBa (00IIero OT/Aena) Cyla, WHOE YHNOJHOMOYEHHOE MpejacenaTesieM cyla JUIo (B MOCTOSHHOM
CyAeOHOM NPUCYTCTBHH).

(. 7.4 BBeneH [Ipukazom Cynebnoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

7.5. JJoxymenThI BpeMeHHBIX (0 10 J1eT) cpoKoB XpaHEHHS WM "0 MUHOBAaHHUS HaJ0OHOCTH" B apXHB CyJa
0 00IIeMy IIPaBHILY HE TIePEIaroTCsl.

B cooTBeTcTBHHM C pacHmopsDKeHHEM TNpeAcenareis CcylJa B HCKIIOYHATEIBHBIX CiIydasx (OTCYTCTBHE
BO3MOXHOCTH 00€CIIEYeHHS] COXPAHHOCTH, COOTBETCTBYIONIUX MOMEIIEHUH ISl MX XpaHEHHs] U UHBIX) JTOKYMEHTBI
BpeMeHHBIX (10 10 jeT) cpokoB XpaHEeHUs] WM 10 MHUHOBaHUS HaJIOOHOCTH" Jiena MOTYT OBITh TIEpe/laHbl B apXHUB
CyJla IO COOTBETCTBYIOIIMM OIHCSIM.

IoxroToBka nen BpeMeHHBIX (10 10 jeT) cpoKOB XpaHEHUs WK "'I0 MHHOBAaHUS HATOOHOCTH" [UIS Mepeaadn
B apxuWB, a Takke TMepefada TaKuX JIeJ] B apXWB Cyla OCYIIECTBISIETCS B COOTBETCTBHH CO CpPOKaMw,
YCTaHOBJICHHBIMH ITyHKTaMu 5.1, 7.1 Hactosmet MHCTpyKInn.

Takue mena 0hOpPMITIOTCS pabOTHHKAMHU, OTBETCTBEHHBIMH 3a JEJIOTPOU3BOJCTBO B CyMeOHOM KOJUIICTHH,
CyZne0HOM cocTaBe, MOCTOSHHOM CYAeOHOM MPUCYTCTBHU, CTPYKTYPHOM MOJIpa3jeieHHu CyJa, CIEAYOIHM
o0pazom.

Jena TOAIMMBAIOTCSA, Ha OOJIOKKE YKA3BIBAIOTCS: HAUMCHOBAHHE CyJlla; 3aroJIOBOK Jena (TOMa, YacTH);
WHACKC A€JIa 1O HOMCHKIIATYPE; (baMI/IJ'lI/ISI, UMsA, OTYECTBO OCYXJCHHOTO JIMIIa U IOJTHOC HAaMMEHOBAHUE CTATbU
YronmoBHoro konekca Poccuiickoit ®emeparuu, N0 KOTOPOW JUIO OCYXKIEHO; (GaMWINsi, WHULHAIBI HCTIA,



OTBETYMKA (HAMMEHOBAHHWE OPTaHW3AIlNN); CyTh MCKa (3asABICHU);, KpaliHUE NaThl Jieja; HOMep MPOU3BOJCTBA IO
JleNly, YHUKaJIbHbIA WACHTU(UKATOP JeNna; HOMEp TOMa; CPOK XPaHEHHUs JeNa C yKazaHWeM roja, 70 KOTOpPOro
OCYILECTBIISICTCS XpaHEHHUE; TIOATNNCH CYIbH, PACCMOTPEBIIIETO AeJO0 (¢ paciu(pPOBKO ITOAINCH).

Mo ucreuennn cpoka XpaHEHHUs WJIM 110 MHHOBAaHUM HAaJJOOHOCTH JOKyMEHTHI BpeMeHHBIX (10 10 sieT) cpokos
XpaHeHHs WM "JO MHHOBaHMA HaJOOHOCTH" YHHYTOXAIOTCS B IOPSJIKE, YCTAHOBJICHHOM HAcTOSIICH
WucTpyxuumelt, o ueM coctaBiseTcs akT (mpunoxenue N 13 k Hactosamed WHctpykuun). IIpeanosxkeHus k akTy o
BBIJICJICHUM K YHHUUYTO)KEHHIO JTOKYMEHTOB, HE IOJJIEXKAIIMX XPAHEHMIO, NMPEIyCMOTPEHHBIE ab3aleM 4eTBEpPTHIM
nyHkTa 4.11 Hactodmed MHCTpykimM, cOCTaBISIOTCS pabOTHHKAaMHU, OTBETCTBEHHBIMHU 3a JIENONPOU3BOACTBO B
CyneOHOH KOJIJIETHH, CyIeOHOM COCTaBE, IIOCTOSHHOM Cy/A€OHOM MPUCYTCTBUH, CTPYKTYPHOM IOJpa3/eIeHIN Cyaa
COOTBETCTBEHHO.

(mmysKT B pen. [Ipukaza Cynebnoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

7.6. DNEKTPOHHBIE TOKYMEHTHI BPEMEHHBIX CPOKOB XpaHEHHS 10 10 JIeT BKIIOYUTENBHO XPAHITCSA B TEUCHNE
YCTaHOBJICHHOTO CpOKa B MH(OPMAalMOHHOM cucTeMe (XpaHWIMIIE JJIEKTPOHHBIX JOKYMEHTOB) B Qopmare, B
KOTOPOM OHH OBUIM CO3/1aHbl MJIM BKIIIOUEHBI B MH(QOPMAIIMOHHYIO CHCTEMY. B apXuB cyaa Takue HOKYMEHTHI HE
HepenaroTcs.

7.7. Ilepemnaga men, B TOM uHcie el BpeMeHHBIX (1o 10 jeT) cpokoB XpaHeHHs HIH "0 MHUHOBaHUS
HaJ0OHOCTH", B apXMB CyJa OCYIIECTBISIETCS 110 TpauKy, COTJIACOBAHHOMY C CYACOHBIMU COCTaBaMH, CyJeOHBIMU
KOJUICTHSIMH, TIOCTOSHHBIMU CyAeOHBIMH TIPHCYTCTBHUSAMHE, CTPYKTYPHBIMH IIOAPA3JCICHUSMH, TEpeAaronIiMu
JIOKYMEHTHI B apXHB, U YTBEPXKIEHHOMY IpeicenaTeseM cya.

(nyskr B pen. [Ipukaza CynedHoro nenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

7.7.1. Ilpu nepenade TOKyMEHTOB Ha OyMa>KHOM HOCUTENIE B apXUB CyAa paOOTHHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa cyza, IIPOBEPSIOTCA:

COOTBETCTBUE 3aroJiOBKa JIeja MO OIMKCH JIeNl CTPYKTYPHOTO MOAPA3JC/ICHUsI COACPKAHUIO JOKYMEHTOB B
Jiene;

MPaBUJILHOCTH O(OPMIICHUSI U TPYIITUPOBKU JTOKYMEHTOB, BKIIIOUEHHBIX B JI€J10;
Ka4eCTBO MOALINBKY MU IIEpEIUIeTa Aeila;

IIPaBWIBHOCTh HYMEPALIUHY JIUCTOB J€11a;

MIPaBUJILHOCTh COCTaBJICHHS] BHYTPEHHEH OIICH IOKYMEHTOB Jielia (IIpH HaJINIUH);
MIPAaBIIILHOCT O(OPMIICHUS O0JIOKKH JIeNa;

HaJIM4YMeE U NIPABUIILHOCTD 3aII0JIHEHUS JINCTA-3aBEPUTENIS JIENa.

Bce BBIIBIICHHBIE ITPU NPOBEPKE HEAOCTATKU B (YOPMUPOBAHUHM U OPOPMIICHUH A€l PabOTHHKU CyneOHOro
COCTaBa, CyJeOHOH KOJUIETHH, MOCTOSHHOTO CYyAeOHOTO HPHUCYTCTBHSA, CTPYKTYPHOTO IOJApPA3AENICHUs OOSM3aHBI
YCTPaHHTh.

(moanyskt B pen. [Ipuxasa Cyne6Horo nenapramenta npu BepxosHom Cyne P® ot 09.01.2024 N 1)

7.7.2. TlpueM-tiepeiaya JOKYMEHTOB B apXHB Cy/a MPOM3BOAUTCS PaOOTHHKOM, OTBETCTBEHHBIM 3a paboTy
apxuBa Cyla, B TPHUCYTCTBHUH pPa0OTHHKA CyIeOHOTO cOCTaBa, CyNeOHOW KOJUIETHH, IOCTOSHHOTO CyIeOHOTO
NPUCYTCTBHSL, CTPYKTYPHOTO TO/Ipa3ielieHus cyaa. B oTMeTKe o rmpueme Jiell B KOHIIE KaXKI0T0 SK3eMILIIpa OIUCH
JIeNT YKa3bIBAIOTCS KOJIMYECTBO (PAKTUYIECKH NMPHUHATHIX B apXHUB J€J], HOMEpPa OTCYTCTBYIOIIMX €N, JaTa MpuemMa-
nepeaayn, a TakKe IMOAIUCH U pacn(pOBKY MOANHCEH yKa3aHHBIX PaOOTHUKOB.

(moamyskT B pen. [Ipuxaza Cyne6Horo nenmapramenta npu BepxosHom Cyae P® ot 09.01.2024 N 1)

7.8. Ilepemaua >7IEKTPOHHBIX JOKYMEHTOB B apXUB IPOW3BOIWTCS HA OCHOBAHWHU OIMHUCEH AIIEKTPOHHBIX AET
CcyaeOHOro cocraBa, CyHeOHOW KOJUIETMH, CTPYKTYpPHOTO TOJpasfelieHus cyda 1o HH(OpManuoHHO-
TEJICKOMMYHHUKAIIHOHHOW ceTH (IpH HalM4MK B apXUBe cyna MH()OPMALMOHHOM CHCTEMBI) WIM Ha (DPU3MYECKH
000CO0JICHHBIX MaTepUalbHBIX HOCUTENSX, KOTOPBIE TPECTABIISIOTCS B IBYX HACHTHYHBIX SK3EMILISIpax.

TexHuueckoe CONpoBOXKICHIE 0 00ECTICYCHHIO TIepeiadyr SJICKTPOHHBIX JOKYMEHTOB B apXUB, CBSI3aHHOE C
HACTPOHKOM TPOTPAaMMHBIX KOMIUIEKCOB M WX (YHKIMOHHPOBAaHWEM, a TakKe YHIOCTOBEpEHHE KauecTBa
nepeslaBaeMbIX €IMHUIl XPaHEHHs 3JIEKTPOHHBIX JIOKYMEHTOB oOecnednBaeTcs paOOTHHKaMH, OTBEYAIOIIMMH 32
(yHKIIMOHMpOBaHWE WH()OPMALMOHHBIX TEXHOJIOTMH B Cyzae, a Taikke paboTHukamu ¢uimano OI'BY HAIL
CyneGHoro nenapraMeHTa.



7.8.1. Tlpu mnepenaue SIEKTPOHHBIX JOKYMEHTOB B apXHUB CyJAa BBINOJHSIOTCS CIEAYIOIINE OCHOBHBIE
MPOTIETYPHI paOOTHI C JOKYMEHTaMU:

¢dopmupoBaHue B HH(OOPMALMOHHOW CHCTEME CyAa JJIEKTPOHHBIX [EJl, SBISIOIIUXCS COBOKYITHOCTBIO
KOHTEHHEPOB JIEKTPOHHBIX JOKYMEHTOB WJIM KOHTCHHEPOM 3JIEKTPOHHOTO JAOKYMEHTa, COAEPKAIUM KOHTEHT U

MeTaIaHHbIE HJICKTPOHHOT'O JOKYMEHTa, (haifiIbl 3JIEKTPOHHBIX NOANUCEH 1 BU3yaIN3UPOBAHHYIO KOIHIO TEKCTOBOTO
3JIEKTPOHHOTO oKyMeHTa B (hopmare PDF/A;.

(OpMHpOBaHHE OIKMCH JJICKTPOHHBIX JIeJl, JOKYMEHTOB CYAEOHOro cocTaBa, CyAeOHOW KOJIIErHH,
CTPYKTYPHOTO HIOAPA3ICIICHUS Cya;

IIPOBEPKA APXHBOM CyZa 3JIEKTPOHHBIX JOKYMEHTOB Ha HAJIMYUE BPEIOHOCHBIX KOMITBIOTEPHBIX IIPOTPaMM;
IIPOBEPKA BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;

IIPOBEpKa (PU3NIECKOTO M TEXHMIECKOTO COCTOSIHUS HOCHTENEH (IpH mepenade 3JIeKTPOHHBIX JOKYMEHTOB B
apXuB cyza Ha pU3NIecKu 000COOIEHHBIX MaTepPHUalIbHBIX HOCHTEISX).

7.8.2. IlpreM 3J€KTPOHHBIX JOKYMEHTOB B apXMB Cy/a MO MH(POPMAIIMOHHO-TEIIEKOMMYHHKAIMOHHOW CETH
(mpy HanMMYUM B apXuWBe Cyda WHGOPMAIIMOHHON CHCTEMBI) WIH Ha (U3UIECKH OOOCOOTIEHHBIX HOCHTEIIX
0(OpMIIAETCS COCTABICHUEM HTOTOBOM 3aITUCH B KOHIIE OIIMCH 3JIEKTPOHHBIX 1€, B KOTOPOH IH(ppaMu U MPOMUCHI0
YKa3bIBACTCS KOJIMYECTBO (DAKTHYESCKH HPHHATHIX B apXUB DJICKTPOHHBIX €T ¥ DJIEKTPOHHBIX JOKYMEHTOB.
WTtorosas 3amuch MOATBEpXKIACTCS MOAMKCAMH paOOTHHKA, OTBETCTBEHHOTO 3a paboTy apXuBa Cyaa, U pabOTHHKA,

NepeAaBIICTO DJJICKTPOHHBIC [€JIa W AOKYMCHTBI. HpI/I OpueMe Ha apXHBHOC XPAHCHHUC JSJICKTPOHHBIC Ocjia
3aBCPAIOTCA SHEKTpOHHOﬁ NOANMCHIO MpeaAceaaTeIAa cyaa Wik YIIOJTHOMOYCHHOT'O UM JIMIIA.

7.8.3. Tlocne mpueMa B apXWB 3JCKTPOHHBIX JTOKYMEHTOB Ha (DU3MYECKH 00OCOOJICHHBIX MaTepHaIbHBIX
HOCHTEJISX BKJIAJIBIIIH, OMEIICHHbIE B QYTIIAP SAUHUIBI XPAHCHUS B CTPYKTYPHOM MOJPA3/ICICHUHU, 3aMEHSIOTCS
Ha BKJIJIBIIIH, OOPMIICHHBIE B apXHBE.

Ha Bruagpiie, moMermaeMoM B pyTirsip eIHHULBI XpaHESHHs, 0QOPMIIIEMOM B apXUBE, YKa3bIBAIOTCS:
HauMeHOBaHHe cyaa (II0JHOe, COKpalIeHHOE);

HOMep (oHa;

HOMEp OIKCH ANEKTPOHHBIX JIEJ;

HOMeEp JieJia 1o OITUCH;

OTMETKA O CTaTyce 3K3EMIULIpa IEKTPOHHBIX TOKyMeHTOB: "OcH." (ocHOBHOM) mim "Pab." (pabouwnii);
KpaiiHHe J1aThl JOKYMEHTOB AJIEKTPOHHOT'O JIeNa;

IpH HEOOXOAMMOCTH OOPMIIIOTCS IOTIOTHUTEIbHBIE OTMETKH 00 OrpaHHYCHHH JIOCTYTA K JOKYMEHTaM.

Brutageim nomermaercs B GyTisap ¢uzndeckn 060COOIEHHOTO MaTEpUAIBHOTO HOCHUTENS TaKUM 00pas3oM,
YTOOBI HAJIMCH HA HeM OBUIH BUIHBI IIPHU 3aKPHITOM QyTIIsipe.

Haz[rmcn Ha BKJaJblIIaX MNEYATAKOTCA WM HAHOCATCA OT PYKH paS60p‘II/IBLIM TIOYCPKOM CIIeHHaJIbHBIMHA
BOJOCTOMKHMU YCpHUJIAMH. Bo03M0XHO HCTIOIR30BaHNE IITAMIIOB U APYTUX aHAJIOTUYHBIX CPEACTB.

7.9. Ilpu mpuemMe 3MEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B apXHB YUUTHIBAIOTCS (DAKTOPHI: OTPAHUYCHUS Ha
IIPUEM 3JIEKTPOHHBIX [OKYMEHTOB; 3aBEPLICHHOCTb IIPOLIECCA CO3[aHUS JJIEKTPOHHOIO JIOKYMEHTAa; HAJIU4HE
3aKOHOJIATENIFHBIX aKTOB, TNPEIATCTBYIOUIMX IIepefade 3JIEKTPOHHOTO JOKYMEHTa; HaJndue HeoO0XOIUMOH
COIPOBO/IMTEIBHON JOKYMEHTAIlMH; COOTBETCTBHE THIIA HJIEKTPOHHOTO OOOPYAOBAHHUS Pa3IMUHBIM pPEXHMaM
XPAaHEHUS JJIEKTPOHHBIX JOKYMEHTOB.

7.10. [ena, mo KoTOpeIM CyJeOHBIC PEIICHUS HE OOpaleHbl K UCTIOJHCHHUIO B MOPSIKE, MPETyCMOTPCHHOM
nHCTpyKuusaMu N 36, 161, B apxuB cya He TIepeIaroTCsl.

Ha yquHO—CTaTHCTquCKOﬁ KapTO4KE ACIa€TCA OTMETKA O Mepeaade Jacjia B apxXuB.

7.11. TloctynuBmivie B apXuB CyJa JieJia U APYrue JOKYMEHTHI XpaHsTCs Mo (OHIaM B XPOHOJIOIMYECKOM
TOPSIZIKE.



7.12. ApXI/IBHbIe Aca CUCTEMATU3UPYIOTCA COITIaCHO ONUCAM ACJI U TOMEIIAIOTCA B KOpO6KI/I.

Ha xopermmke 0OGIOKKH KaXI0H KOPOOKH yKa3bIBaIOTCSl HA4albHbIC M KOHEYHBIC PETHCTPAMOHHBIE HOMEpPA
JieJ1, IOMELIEHHBIX B KOPOOKY.

8. CHpaBO'{HO-IIOI/ICKOB])Ie CPEeACTBA K aPXUBHBIM JOKYMEHTaAM

(8 pen. Ilpukaza CyneGHoro nenapramenra npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

8.1. Cucrema CripaBOYHO-IIOUCKOBBIX CPEICTB BKIIIOYAET apXUBHBIC CLIPABOYHHUKH Ha OyMa)KHOM HOCHTENE U
(w1n) B OJEKTPOHHOM BHIE: O00s3aTeNIbHBIC - ONUCH JEN, ONHCH OJEKTPOHHBIX JIeJ; BCIIOMOTaTeNbHbIC
(Heobs3aTenbHBIC) - MCTOpUYECKasi CIpaBKa K (OHIY, KaTaJlloTH, yKa3aTelnn W 0030pbI, CcIyXeOHBbIe KapTOTEKH,
peecTpsl, 6a3bl JaHHBIX U APYTHE CIIPABOYHHKH.

CocTaB BCIIOMOTaTEIbHBIX aPXUBHBIX CIIPABOYHUKOB OIPEAEIIAETCS CAMOCTOATEIBHO.

8.2. Ucropmueckas cmpaBka K (OHIY COCTOMT W3 Tpex pasfenoB: wuctopus QongoobpazoBares,
OTpaXKaloIasi MCTOPHIO CyJa CO CCHUIKAMH Ha COOTBETCTBYIOIME 3aKOHOJAATEIbHBIC M HOPMATHUBHBIE aKTHI (JaThI
00pa3oBaHys, NMEPEMMEHOBAHMS, PEOPTaHU3AINHY, JTUKBUAALNH, CTPYKTYPY M (PYHKIMH, UX W3MEHEHHS, MPEKHHUC
HaMMEHOBaHUs), ucTopus (oHma (00beM, KpaifHHE AaThl JOKYMEHTOB, CTEICHb MX COXPAaHHOCTH, AATHI MEpeAadn
JIOKyMEHTOB Ha IOCTOSIHHOE XpaHEHHE) U XapaKTepHCTHKa IOKyMEHTOB (oHJa (Pa3HOBUIHOCTH JOKYMEHTOB,

OCO6CHHOCTI/I (bOpMI/IpOBaHI/Iﬂ CAWHUL XpaHCHUA U UX CHUCTEMATHU3allMH, HAJIUYUEC AOKYMCHTOB, BBIXOIAIHX 3a
XPOHOJIOTHYECKHE IPaHHIIBI AEATEIBHOCTH (POHI000pa30BaTEeNs, COCTAB CIIPABOYHOTO armnapaTa K GoHuy).

Hcropuueckasi cnpaBka K (OHIY COCTaBISIETCS B JBYX DK3eMIUIIpax (€CIM CyJ BBICTYMAeT MCTOYHHUKOM

KOMIUJICKTOBaHUSA TOCYAapCTBECHHOI'O apXI/IBa), OIWH XpaHUTCd B [JcJIE Cyla, BTOpOﬁ - [MepeaacTtcsa B
FOCY,HapCTBeHHLIﬁ aApXuB. I/ICTOpI/I‘IeCKaﬂ CIIpaBKa K (I)OHZ[y IOAMHUCBIBACTCA COCTABUTCIICM.

9. Y4er 10KYMEHTOB B apXuBe cy/J1a

(8 pen. Ilpukaza CyneOHoro aenapramenrta npu Bepxosaom Cyne PD
o1 09.01.2024 N 1)

9.1. Yuery noanexat BCe HaxXOJIIHECs Ha apXUBHOM XpaHEHUH JIOKYMEHTBI, B TOM YHCIIE JIOKYMEHTHI 110
JMYHOMY COCTaBY, KOIIMH JOKYMEHTOB, BKIIFOUCHHbIC B (OHA Mojb30BaHMs (IIPU HAJMYMHM) M ONMUCU AN, OIHCH
JNIEKTPOHHBIX JIEJ1.

OCHOBHBIMH €TMHULIAMH YYeTa apXUBHBIX JOKYMEHTOB SIBIISIOTCS apXMBHBIA QOHI, SMHULA XPAHCHUS.

9.2. Cenennst 06 o0beMe M COCTaBE €IUHMI] XPAaHEHMS YKa3bIBAIOTCA B apXHUBHBIX YYETHBIX JTOKyMEHTaXx.
OOs3aTenbHBIE M BCIIOMOTATENBHBIC apXHMBHBIC YYSTHBIE JOKYMEHTBHI BeIyTcs JUlsi OOeCledeHus ydera
HOCTYIUICHUS], BBIOBITHS, KOJIMYECTBA, COCTABA M COCTOSHUS aPXUBHBIX JOKYMEHTOB.

9.3. K 00s3aTe/IbHBIM YYETHBIM JOKYMEHTaM apXHBa CyJa OTHOCATCS:

nacropt apxuBa (npuinoxkerue N 14 k Hacrosmeit MHCTpyKImn);

yUYETHBIC CBEJCHHS O JOKYMEHTax, XpaHsIUXcs B apxuBe cyna (mpwioxkenme N 15 k Hacrosmei
WHcrpykiun);

KHHTA y4eTa MOCTYIUICHUS U BBIOBITHSA /1€, JOKyMeHTOB (mpmtokeHue N 16 k Hactosmeit HCTpyKInm);
et porna (mpunoxxenue N 18 k Hacrosmeit MHCTpyKImn);

ormcu aen (npuinoxxenus N 5, 6, 7 k Hacrosmed MHCTpyKIun);

OTIHCH JIEKTPOHHBIX J1en (mprtokerne N 8 k HacTosme MHCTpyKunn);

neno GhoHpa.

K BcrioMoraTensHBIM Y9€THBIM JOKYMEHTAM OTHOCSTCSI:

cnucok  ¢onHnoB (nmpwioxkenne N 17 k Hacrtosmeidl VHcTpyKnmum), KOTOPBIH COCTaBiseTCS HpHU
OCYIIECTBIICHAN XPAaHEHUsI ApXUBHBIX JOKYMEHTOB, OTHECEHHBIX 00JIE€ 4eM K OTHOMY (DOHIY;



KHHATAa BBIJAYM CIWHUI] XPaHECHUS BO BPEMEHHOE NOJb30BaHME (mpmiiokeHne N 27 K HacTOsIIeH
HHcTpykumn);

peectp onmceit nen (mpunoxkerne N 9 x Hactosamer MHCTpyKunm);

Tororpaguyeckue ykazarenu (mocTelIaxHeld (mpwiokenne N 36 Kk Hacrosmied HMHcTpyknum)) u
nodonrnoBsIi (mpuioxenue N 37 x HacTosmer MHCTpykuun) (IpH HATHYIHH apXHBOXPaHHIIHIL);
(8 pexn. Ilpukaza Cynednoro nemapramenta npu Bepxosaom Cyme P® ot 29.05.2024 N 124)

KaTajoru;
yKa3aTelu.

9.3.1. llacmopt apxuBa (mpmnoxxenne N 14 k Hactosmel NHCTPYKIIUI) COCTABIISIETCS €KETOTHO, OTpakaeT
COCTaB, COCTOSIHHE, 00BEM U YCIIOBHS XPaHEHUS JOKYMEHTOB U XPaHUTCS IOCTOSHHO.

HacnopT apXuBa COCTaBJIACTCSA IO COCTOAHUIO Ha 1 z[eKa6pﬂ OTYCTHOTI'O I'oaa.

Ecimu cyn BbICTymaeT HCTOYHHMKOM KOMIUIEKTOBAaHUS TOCYJapCTBEHHOTO apxXWBa WM NPU HAIWIUU
COOTBETCTBYIOIIETO J0TOBOPa MACIOPT apXHBa COCTABIAETCS B ABYX AK3EMIUIAPAX: OAHMH SK3EMIUIAP HAIPaBIACTCS
B TOCYJapCTBEHHBIN apX1B, BTOPOH - XPaHUTCSI B COOTBETCTBYIOIEM HapsAe apXuBa Cyza.

OObeMHBIE TIOKa3aTeNy JaloTCsl B yKa3aHHBIX €IMHHLAX W3MEpEeHHUsl COrjacHo (hopMme macrmopTra apxHpa.
HcnpasiieHus1, BKICHKN HE IOIIyCKAKOTCSL.

B agpecHoit wacTu GaHKa macropTa apXwBa, PAcIIONIOKEHHOH B JIGBOM BEpXHEM YTy, B cTpoke "Komy
IpeACTaBIsIeTCs" yKa3bIBAaCTCSl HA3BaHKUE FOCYJaPCTBEHHOTO apXuBa (TIPH HATNYUH).

B ctpoke "Kem npezacraBisercs" yka3pIBalOTCS: MOJHOE HAMMEHOBAaHHUE CYZa, TOYTOBBIN aapec ¢ yKa3aHHEM
MHJIeKca, Kojla ropoza 1 HoMepa tenedona (dakc, e-mail).

B paszpmene "O6mue cBenenns" 3amonHseTcs cTpoka 101, KoTopas COCTOUT U3 CIEAYIOMIHX rpad:
konuecTBo (ounoB (rpada 1);
IUTOINAAb APXUBOXPAHMIIUINA B KBAIPATHBRIX MeTpax (KB. M) (Tpada 2);
o
3arpy’kKeHHOCTh apXHUBOXpaHWIMINA B npoueHTax (%) (rpada 3).
B rpage 1 crpoku 101 yka3siBaeTcsi KOJMuecTBO (OHJIOB, XpaHSIINXCS B apxXuBe cyna. Eciu B apxuBe cyna
XPaHATCSI TOKYMEHTHI TOJBKO OJHOTO CyZa, TO yKasblBaeTcs nudpa l; ecim xpaHATCs 1ena, JOKYMEHTHI APYTHX

CYZIOB, yKa3bIBaeTcs [dpa Mo KOIMIECTBY XpaHIIUXCs (OHIOB B apXUBe.

Kaxo:[mﬁ (I)OHI[, HE3aBUCUMO OT TOro, COCTOUT JM OH M3 NOKYMEHTOB OJHOI'O WJIMW HCECKOJbKHX BHUIOB,
YUYHUTBIBACTCA B MMACIOPTEC apXrBa TOJBKO OAWH pas.

B rpade 2 crpoku 101 ykasbiBaercs IUIOLIA[h OTAEIBHOIO IIOMEIICHHS, B TOM 4YHCIE ITOCTOSHHOIO
CyAeOHOT0 IPUCYTCTBHS, apXUBa (apXUBOXPAHWIININA) B KB. M HJIM CyMMa IIJIOIIA/Iei BCeX TTOMEIIEHHH.

[Tomans u3MepseTcst TOYHO U YKa3bIBACTCS ¢ TOYHOCTHIO /10 JECATHIX J0JICH KBaJpaTHOTO METpPa - HE MEHee
OJTHOTO 3HaKa rociie 3amiaroit. Hampumep: 25,4 kB. M.

[Tnomans pabounx KOMHAT WITH ITOJICOOHBIX TOMEIIEHUI HEe YIUTHIBAETCS.

[Ipu OTCYTCTBHH OTICIBFHOTO MOMEIICHHSI I XPAHEHUsI apXUBHBIX JOKYMEHTOB B JaHHOU rpade CTaBHTCS
MPOYEpK.

I'padba 3 crtpoxu 101 3amosnHseTcs TpW HAIMYMK OTACIHHOTO TOMEIIEHHUS I XPaHCHUS apXHUBHBIX
JIOKYMEHTOB B CyJie (apXUBOXPAHIIUINA) U TIPU YCIOBUH 3aITOTHEHUS Tpadbl 2.

Iloka3aTens 3arpy’K€HHOCTH apXUBOXpAaHWIHIIA ABIACTCSA CTPOTO BBIYHCIISIEMOI BeJ'IPI‘IHHOﬁ, MIPUMEPHOC €TO0
OIPCACIICHNUE HE TOITYCKAaCTCA.

Crenenp 3arpy’>KCHHOCTHU apXHUBOXPAHWIIHUILA PACCUHHUTBIBACTCA B IPOICHTAX MYTEM ACJICHUA KOJIUYECCTBA
XpaHAIUXCsA B HEM JIC€J1 Ha paCUYCTHYIO BMECTUMOCTL apXUBOXpPaHUJIMIIA (B CANHULAax XpaHGHI/Iﬂ) 1 YMHOXXCHUS Ha
100.



PacueTHast BMECTMMOCTb apXMBOXPaHWIMIIA OINpPENEIIETCs CIEeXyIONUM 00pa3oM: H3MepsieTcsi B MeTpax
o0IIast MPOTSHKEHHOCTh JIIMHBI CTEIIAXKHBIX MOJIOK, 3aHATHIX JOKYMEHTaMHU; PACCYUTHIBACTCS KOJHYECTBO CIHHHIL
XpaHEeHWs, HaxXOMSAIIUXCS Ha OZHOM IIOTOHHOM MeTpe MOJIOK, UL 4ero oOmiee KOJMYECTBO CIMHHLl XpaHECHHS
JETUTCS Ha KOJMYECTBO NOTOHHBIX METPOB; KOJMYECTBO EAMHHUI] XpAaHEHHs, HAXOIIIIMXCA Ha OZHOM HOTOHHOM
MeTpe, YMHOXKUTH Ha OOIIYIO MPOTSHKEHHOCTH CTEIIIaXKHBIX ITOJIOK (B TOM YHCIIE CBOOOIHBIX).

®dopmyna:

06mee KOJIMYCCTBO XPAHAIIUXCA OCIT y

cTeneHb 3arpyxeHHoctu (%) = 100

pacu€THasd BMECTUMOCTD

Ecnu apXuBOXpaHWIHI HECKOIBKO, TO CYMMa BCEX XPaHSIIMUXCS B HUX JIEJ] JIEJIUTCS HA CYMMY pacyeTHOH
BMECTUMOCTH KaXXJ0ro U yMHOXkaetcs Ha 100.

B paznene "Cenenust o JokyMeHTax" BHOCSTCS CBEACHHS O JOKYMEHTaX IMOCTOSIHHOTO XpaHEHUs, JaHHbIE O
JIOKYMEHTaX I0 JJHYHOMY COCTaBy M YKa3bIBA€TCS CIIeIyIOIIee:

B rpa(be 1 - KOIHMYECTBO CANHUL XPAHCHUA NOKYMCHTOB IMOCTOAHHOI'O XpPAaHCHHA U IO JIMYHOMY COCTaBy,
HaxXoJAIUXCsa Ha XpaHCHUU B apXUBC Cyaa,

B rpade 2 - 1aTa caMoro paHHEro M3 XpaHs;IUXCs B apXUBE CyJa JOKYMEHTOB;
B rpade 3 - KOHEUHbIE AATHI XPAHSIIIMXCS B apXUBE CyJa JOKYMEHTOB;

B rpade 4 - o0lee KOJIMYeCTBO A€, KOTOphle BHECEHBI B yTBepiKIeHHbIe (coriacoBanubie) DK apxuBHOTO
YUPEXKICHUS OINCH;

B rpa(be 5 - caMpIe paHHHEC I'OAblL, 3a KOTOPbIC JOKYMCHTBI, BHCCCHHBIC B OIIMCH JCJI, XPAHATCA B AapXUBC Cya,

B rpade 6 - camble MO3HUE T'OABI, 32 KOTOPbIE JOKYMEHTHI, BHECCHHbBIE B YTBEP)KACHHBIE (COITIACOBAHHBIC)
OIIK apXHBHOTO Yy4peKICHUS ONUCH, XPAHATCS B ApXUBE CYJa;

B rpa(be 7 - KOJIIMYECTBO ACJT NOCTOSHHOI'O XpAaHCHMSA, HAXOAAIIUXCS Ha XPAaHCHUHM B apXHBC CyJa IOCIC
HUCTCYCHN YCTAHOBJICHHOI'O 3aKOHOJATCIILCTBOM CPOKAa UX NPEACIBHOIO0 XpaHCHUSA B CYJIE.

I'papa 8 3zamosHsiercst myTem IMoJcYeTa KOJIMYECTBA EXKEroJHO OO0pa3yloIIUXCsl el JAHHOTO BHUIA B
COOTBETCTBUH C HOMEHKJIATYPOU.

B CTpOKE 201 L[GJ'IGCOO6P213HO BHOCHUTb JaHHBIC O ACJIaX MOCTOAHHOI'O XpaHCHUS OTACIBbHO IO I'PAXIAaHCKUM,
AIMUHUCTPATUBHBIM, YT'OJIOBHBIM A€JIaM, A€jIaM oo01ero JACTIOITPOU3BOACTBA.

B pasgene "Kagper" B crpoke 301 yka3piBaeTcsl KOJIHYECTBO INTATHBIX pPAaOOTHHKOB apXuBa Cyaa,
OIIPe/IeNICHHOE B LITATHOM PACIUCaHHUU CYJa.

Ecnu B mtaTHOM pacnucaHUd HE MPeTycMOTPEHa JOJDKHOCTD ITATHOTO paOOTHHKA apXuBa CyZAa, IIPU 3TOM
IpezicelaTeNeM cy/la Ha3HaueH paOOTHHUK, OTBETCTBEHHBIH 3a paboTy apxuBa, B 3TOH rpade cTaBUTCs IPOUEPK.

B pazmene "YcnoBust XpaHeHHs] HOKYMEHTOB'" MOMUYEPKHUBAIOTCS T€ CBEJCHHS, KOTOPBIE COOTBETCTBYIOT
YCIIOBUSIM XpAaHEHUS apXUBHBIX JIOKYMEHTOB B Cy/JIE.

B ciryuae xpaHeHHs TOKYMEHTOB Cyla B OOBCJIMHCHHOM CyJIcOHOM apXWBe, B MACIIOPTE apXUBa JelIacTCs
COOTBETCTBYIOMIAA IMOMETKA O KOJIMYECTBE JICJI, HAXOAANIUXCA HA XPAHCHUN B TAKOM apXHBE. Hnomam) IIOMCUICHHUA
00BEAMHEHHOTO CYZIeOHOTO apxuBa B pasneie "OOmue cBeieHus " macopTa apXuBa He YKa3bIBACTCA.

B macmopre apxuBa yka3pIBaloTCsS (haMuins U Tene(OH NCTIOTHUTENS (COCTaBUTENS).

HacnopT apxuBa IIOAIUCBIBACTCA IIpCAcCeAaTeyieM Ccyda C IPOCTABJICHUEM MAaTbl HNOAINMMCAHUA, MOCJIC
3aIIOJTHEHHUA BCEX PA3JICIIOB 3aBEPACTCA IEYATHIO CyJIa.

IIpu HanpaBiaeHUH B rOCYAAPCTBEHHBIM apXUB K N1aCIIOPTY apXUBa IPUKIIAAbIBACTCS OSICHUTEIbHAS 3AIIUCKA,
B KOTOPOI1 yKa3bIBaIOTCS CIEIYIOIIUE CBEACHUS!

00 U3MEHEHUSIX B HAUMECHOBAHUH cynaa;

0 HAIMYHH B CyZ€ HOMEHKJIATYpBl ¥ HHCTPYKIMH IO AETIOMPOU3BOJICTRY;



IPUYMHBI U3MEHEHUs KOJIMYECTBAa el IO CPaBHEHUIO C JAaHHBIMH MaclopTa MpPEeIIECTBYIOLIET0 roja
(KONMMYECTBO ONMMCAHHBIX JIeJI, IEPEIaHHBIX Ha IIOCTOSIHHOE XPaHEHHE B apXMBHOE YUPEXKICHUE, CHATHIX C y4eTa B
CBSI3H C YTPATOH MM HEUCIPAaBHBIMHU TIOBPEXXICHUSIMN);

HaJIM4YHe B apXuBe cyaa GOHAOB JPYTHX CYIOB;
0 KaZpOBOM COCTaBe - HAIMYNE IITATHBIX paOOTHUKOB apxuBa cyaa, ©.1.0. paboTHHKOB;

0 MECTE€ XpaHCHHA NOKYMEHTOB IIPpU OTCYTCTBHU OTHACIBHOTO IOMEMICHUA U 0COOEHHOCTSX pasMECHUs
JOKYMCHTOB.

KoOHKpeTHBII CIHMCOK NPHUIOKEHHs K MAacHOpTy apXvBa MOXET OBITh COIJacoBaH C TOCYNApCTBEHHBIM
apXMBOM, KyZia OH IIPECTaBIISETCS.

B ciyuae ecnu apxuB cyJa pacoo)keH B HECKOJIBKUX MOMEIIEHUSX, TACTIOPT apXUBa COCTABIISIETCS €AMHBIIN
Ha BCE MOMEICHHUS.

9.3.2. JIONONHUTENBHO K MaclopTy apxuBa pabOTHUKOM, OTBETCTBEHHBIM 3a PalOTy apXuBa, €XEroaHO
3aMOJIHSIOTCS YYETHBIE CBEICHHUS O NOKYMEHTAX, XpaHAIMXCsA B apxuBe cyna (mpuiokende N 15 k Hacrosmei
Wuctpykimu) (M0 cocTOsHHIO HAa 1 nekaOps), B KOTOPHIX MOMHMO KOJMYECTBA A€ IIOCTOSHHOTO XPaHCHUS,
HAaxXOIIUXCSA B apXUBE CyHa, YKas3bIBaeTCsi KONMYECTBO A€M BpeMeHHbIX (cBbimie 10 JeT) CpOKOB XpaHEHWUS,
BpeMeHHBIX (10 10 1eT) cpokoB XpaHEeHUS | " 10 MUHOBaHUS HanoOHOCTH" (TIpH HAJTHYIHUH).

VYdeTHble CBEACHUS O JOKYMEHTAaX, XPAaHALINXCS B apXHBE Cy[a, COCTABIAIOTCS B OJHOM 3K3eMIULIpE U
XPaHATCS B COOTBETCTBYIOIIEM HOMEHKIIATYPHOM Hapsijie cyaa.

9.3.3. B kHuTy ydera INOCTYIUIEHHS M BBIOBITHS Jiell, AOKyMeHTOB (mpuioxkenne N 16 Kk Hacrosiieit
WHCTpyKIMN) IOCIE0BaTebHO BHOCSTCSA BCE ICPBUYHBIC M IOBTOPHBIE MOCTYIUICHUS (BBIOBITHA) JIEl,
nokyMmeHToB. Kakzoe mocTymsieHne (BBIOBITHE) B TNpelenax OTYETHOTO Tofia MOJydaeT MOPSIKOBBI HOMEp B
BaJIOBOM IOCJIE0BATENIBHOCTH.

E)KeI‘OI[HO Ha 1 AHBaps NOABOJUTCA UTOI' KOJIMYECTBA NOCTYIIUBIINX U BBIOBLIBIIIHMX 32 rog acji, 1I0KyMEHTOB.

9.3.4. Jluct donpa (mpmnoxenne N 18 k Hacrosmeit WHCTpYKIMH) cOCTaBIACTCA Ha KAaXKABIA apXUBHBIH
¢onz. B HeM yuuTHIBalOTCS BCE MOCTYIICHUS U BHIOBITHS ONIMCAHHBIX ¥ HEOIMCAHHBIX JOKYMEHTOB (DOH/IA.

Jluctel QoHIOB XpaHATCS B TOPSJAKE BO3pACTaHUS HOMEPOB apxHWBHBIX (OHAOB. Jluctbl (oHIOB
(hopMupyIOTCA B 1€710, K KOTOPOMY COCTaBIISIE€TCS JIUCT-3aBEPUTEINb.

B JINCTC-3aBCPUTCIIC YKa3bIBAKOTCA 06]1[66 KOJIMYECTBO JIUCTOB [JOKYMCHTOB, BKIIIOYCHHBIX B J¢CJIO,
Ha4YaJIbHbIE W KOHCYHBIC HOMCEPA aApXHBHBIX (I)OH,HOB, O6H.[€e KOJIMYCCTBO apXHUBHBIX (i)OH,I[OB, JIMCTBI KOTOPBIX
BKJIFOUCHBI B JICJIO.

9.3.5. B nmeno ¢oHma BKIOYaeTCSs KOMIUIEKC JOKYMEHTOB (HCTOpPHMYECKHE M TEMaTHUYECKHE CIIPAaBKH,
JIOTOBOPBI O Tepeadye JOKYMEHTOB Ha IIOCTOSHHOE XpaHEeHHe, aKThl IPOBEPKH HAJIHYHUS M COCTOSHUS TOKYMEHTOB,
aKTBI O TEXHHYECKHX OIIMOKaX, aKThl PHEMa U Mepeaadd, akThl BBIACICHHUS 1€ U JOKYMEHTOB K YHHYTOXKEHHIO,
aKTel 00 yTpaTe M aKkThl O HEHCIIPABUMBIX IOBPEXKICHHAX, aKThl 00 OOHApY)KCHHH JOKYMEHTOB, AaKThI
pacceKpeunBaHus U Apyrue JOKYMEHTBI, OTpakawliue paboTy ¢ (GOHIOM) [0 UCTOPHH Cyla M apXUBHOTO (oHAa,
00BETMHEHHOTO apXUBHOTO (POH/A.

9.3.6. Jlns NOEOMHUYHOTO M CYMMAapHOTO Y4eTa apXHUBHBIX JOKYMEHTOB, 3aKpeIUIeHUs MOopsaKa HX
CHUCTeMAaTH3alliH, y9eTa U3MEHEHUH B COCTaBe M 00beMe apXHUBHBIX JIOKYMEHTOB COCTABJIETCS OMHCH JIEJ, OMHUCH
3JIEKTPOHHBIX JEJI.

9.3.7. Crnincok ¢onnos (npuinoxenue N 17 k Hactosmeil VHCTpyKIMM) BeeTcs B apXuBe CyJa, XpaHsIEeM
JIOKyMEHTHI OoJiee ueM oHoro ¢onaa. Kaxplil apXuBHbIH (OHA BKIIIOYAETCS B CIIUCOK (DOHIOB TOJILKO OJMH pa3
IpH TIEPBOM TIOCTYIUICHUHM AapXWBHBIX JOKYMEHTOB YyKa3zaHHoro ¢onnma. Kaxnmomy ¢onny npucBamBaercs
WHINBUAYAIBHBIH HOMEp, KOTOPBIN COXpaHAeTCS 3a HHUM BO BCEX YUYETHBIX NOKyMeHTax. Homepa Qonmam
MIPHUCBAUBAIOTCS B BAJIOBOM TIOPSIIIKE.

B ciaydae nepemaun apxuBHOTO (DOHA B IPYTOM apXUB, BKIIIOYCHHS €r0 B COCTaB 0OBEANHEHHOTO apXUBHOTO
(hoHIa MK BBIJIETICHUS BCEX JIOKYMEHTOB K YHHUTOKEHHIO OCBOOOAMBIINIICS HOMEP PyroMy apXuBHOMY (GOHIY He

MMpUCBANBACTCA.

O6’I>CHI/IHCHHLIC ApPXWBHbBIC (i)OH,Z[BI YUYUTBIBAKOTCA Ha O6IIII/IX OCHOBaHHUIX. O6’LCHI/IHCHHOMY APXHUBHOMY



(houIy, 00pa30oBaHHOMY W3 apXUBHBIX (POHIOB, paHEe YUTCHHBIX CAMOCTOSTEIHHO, IIPUCBAMBACTCS HOMEP OHOTO
W3 apXUBHBIX ()OHAOB, BKIIOUYCHHBIX B €TO COCTAaB.

Howmep apxuBHOTO (hOHIA CyAa - HCTOYHHKA KOMIIEKTOBAHHS TOCYAaPCTBEHHOTO apXUBA BHOCHTCS B CITHCOK
(hOHIOB 1101 HOMEPOM, KOTOPBIH IIPHCBOECH EMY B TOCYIapPCTBEHHOM apXHBE.

HazBanue APXHUBHOTO (1)0H,Z[a BHOCHUTCA B CIIMCOK (bOH[[OB Ha OCHOBaHHH HCTOpH‘IeCKOﬁ CIIpaBKU K (l)OHJ_'[y
WJIN TUTYJBHOTO JINCTA ONMUCH €I, OITMCHU DJIEKTPOHHBIX OEII.

Hazpanwne APXUBHOTO (1)0H,E[a COCTOUT M3 ITOJHOI'O HAMMEHOBAHUA Cyda C YKa3aHUEM €r0 MECTOHAXOXIACHUS,
JIaT co3JaHMsA U IUKBUAanuu. Ecin HanMeHOBaHUE HU3MCHAJIOCHh, TO B CITMCKC (bOHZ[OB YKa3bIBaCTCsA €ro nocjeaHee
Ha3BaHUC B paMKax Iepuoja, 3a KOTOpLIﬁ MPUHATBI TOKYMCHTHI. Bce npeabpiAymue N3MEHCHUA B HAMMCHOBAaHUN
OTMCYAKOTCA B JIMCTC (bOHI[a.

Ha3Banue 00BETUHEHHOTO apXHBHOTO (DOHIA COCTOMT M3 OOOOLICHHOTO Ha3BaHHS BKJIFOUCHHBIX B HETO
apxuBHBIX (OHAOB. B nHCT (QoHIA BKIIOYAIOTCS BCE HAMMEHOBAHHUS CYMIOB, JOKYMEHTBHI KOTOPBIX BKJIIOYCHBI B
00BeTMHEHHBIN (DOHT.

E)KGFO,I[HO K CIIUCKY (I)OH,HOB COCTABJIAICTCA HUTOTOBAadg 3allMCbhb O KOJHUYCECTBC APXUBHBIX (1)OH,I[OB,
TMOCTYNNMBIINX U BBIOLIBIIIMX B TCUEHHE roga, u 06III€M KOJIMYCCTBC apXHUBHBIX (I)OH[[OB, HaxoJAMUXCs Ha XpaHCHUN
B apXHBE€ MO COCTOAHUIO HA 1 sSHBaps, CJICAYIOUICTO 3a OTYETHBIM I'OJIOM.

Crucok (bOHI[OB NOAIINBACTCA B TBCPAYIO O6J'IO)KI(y, JIMCTBI HYMCPYIOTCs, COCTABJIACTCS JINCT-3aBCPUTCIIb.

9.3.8. [Ina peructpauuu Omnucei Aell, ONUCEN 3JIEKTPOHHBIX JEJ, yueTa UX KOJMYECTBA U COCTAaBa BENETCS
peecTp onucei e, JTOKyMEHTOB.

B peectpe omuceii GDUKCHUPYIOTCS OCHOBHBIC JaHHBIC MO COCTABY KaXKIOH OIMUCH eI, OMUCH JICKTPOHHBIX
nen: HoMep (oHAa, HOMEpP ONWCH, BUJA JOKYMECHTOB, BKJIIOUCHHBIX B OIHCH, KOJWYECTBO CAMHUI] XPaHEHUS,
KOJINYECTBO JIMUCTOB B ONHCH U €€ 3K3eMIUISIPOB.

9.4. YuerHble 0a3bl JaHHBIX BEAYTCS IPU HAIMYHMHU B CY/I€ TEXHUYECKUX U MPOrPAMMHBIX CPEACTB HapaBHE C
00s13aTeIbHBIMH apXUBHBIMH YIETHBIMH JTOKYMEHTaMH.

9.5. ApXWBHBIC YYETHBIC NOKYMECHTHI, B TOM YHCIIE IO OJHOMY SK3EMIUIAPY OIUCH JeJ, pa3MEIIaloTcs B
MOMEIICHUH JJIsl XPAaHCHUS YYETHBIX JOKYMEHTOB HIIM Ha OTICILHOM CTEJUIaXKe B paboyeil KOMHATe pabOOTHHKA,
OTBETCTBEHHOTO 32 PabOTy apXuBa Cyja.

Bropoii sK3eMIUIsAp OMMCH 18] pa3MeIaeTcs B apXUBOXpaHUIIHIIE 000COOICHHO OT €MHHUI] XPAHEHHS.

9.6. ApXI/IBHbIe YUCTHBIC TOKYMCHTBI, KPOMC ommcei pI(SAI N ommceit QJICKTPOHHBIX AL, TPEAHA3HAYAOTCA JI
CJ'Iy)Ke6HOFO IMOJIb30BaHMUS U MOJIB30BATEIAM APXUBHBIMU TOKYMEHTAMM HE BbIAAIOTCA.

9.7. Yuer TMOCTYIJICHUA U BBIOBITHS JCJI, TJOKYMEHTOB B apXUBE CyJla OCYIIECTBIIACTCA HAa OCHOBaHUU:

OTHCH JEJ, OMUCH AJEKTPOHHBIX JIeN CYACOHBIX KOJUICTHH, CYHeOHBIX COCTaBOB, IIOCTOSHHBIX CYIEOHBIX
MPUCYTCTBUHA, CTPYKTYPHBIX MOApA3ICICHUA W TOJOBOTO pa3jieia CBOIHOM OIMUCH MAEJ, OMUCH SJICKTPOHHBIX
JIOKyMEHTOB;

HOMEHKJIATYpHI NIPH OTCYTCTBHHU OIHMCEH IEJ, OMHCEH 3JIEKTPOHHBIX JAeT CYAeOHBIX KOJIIETHH, CyIeOHBIX
COCTaBOB, IIOCTOSIHHBIX CYAE€OHBIX ITPUCYTCTBUH, CTPYKTYPHBIX HOAPa3/JIeIICHNH;

aKTa O TEXHUYECKHX OIIMOKaX B YUETHBIX JJOKyMeHTax (npuioxenue N 19 k Hacrosmeit MHcTpyKmn);

akTa 00 0OHapyXeHUH JOKYMEHTOB, HE OTHOCAILINXCS K JaHHOMY (OHITy, HeyuTeHHBIX (mpmioxkerne N 20 Kk
Hacrosmei MHCTpyKImn);

aKTa 0 HeOOHAapY)KEHUH apXWBHBIX JIOKYMEHTOB, ITyTH PO3bICKAa KOTOPHIX McuepnaHsl (mpwioxkenne N 21 k
Hacrosieit MaeTpykumm);

aKTa npueMa-lepeaadd apXUBHBIX JIOKYMEHTOB Ha xpaHeHue (npuioxeHue N 22 K HacTosIuei
WHcrpykiun);

aKTa O HEHWCHPABHMBIX HOBPEXJICHUSAX AapXUBHBIX JOKyMEHTOB (mpwiokenne N 23 Kk HacTosIeH
WucTpykmn);



aKTa O BBIJICIICHUM K YHUUTOKCHHUIO aPXUBHBIX JIOKYMCHTOB, HE MOJICKAININX XpaHeHHIO (nprmwioxkenue N 13
K HacToseld MHCTpyKInm).

9.8. Ha ocHOBaHMH JOKYMEHTOB, YKa3aHHBIX B TyHKTE 9.7 HacTosmeH MHCTPpYKIINH, BHOCATCS HEOOXOIMMEIE
W3MEHEHHs B 00s13aTEIIbHbIC ApDXUBHBIEC YUETHBIC JOKYMEHTBIL:

B KHUTY Y4Y€Ta NOCTYIUICHUA U BBIOLITHS ACJI, TOKYMCHTOB U B JIMCT (I)OH[[a - IIpU KaXaAO0M HU3MCHCHUU B
cocTaBe U 00beMe APXUBHBIX JOKYMEHTOB;

B CcOHMCOK (POHIOB - MPH MOCTYIUICHMH HOBOTO apXMBHOTO ()OHAA WIIM BBHIOBITUM BCEX [eJ, TOKYMEHTOB
HAXONIMBIIIETOCS HAa XpaHEHWU apxuBHOro ¢oHmga. B rpade "Ormetka o BbIOBITHH (OoHIA" crnucka (OHIOB
yKa3bIBaeTCs MeCTO (ampec) BBIOBITHS apXUBHOTO (POHMIA, a TaKXKe JaTa W HOMEp JOKYMEHTAa, HA OCHOBAaHUH
KOTOPOT'O OH BBIOBLI;

B peecTp OMHUCEH el - NpPU MOCTYIUICHMM HOBOW ONMCU NI WM BBIOBITHH BCEX CIMHUI] XPaHCHUS
HaxOJMBIIICHCS Ha XpaHeHHH onuck. HoMep BBIOBIBINIEH OMUCH APYTHM OMHUCSM JIelT, OMUCSM 3JICKTPOHHBIX JIEN HE

IPUCBAUBACTCI U OCTACTCA CBO60I[HLIM;

B OIIUCH ACJ, OIMUCH JIJICKTPOHHBIX ACJ - NPHU KAXKIAOM MOCTYIUICHUU U (I/IJ'II/I) BBIOBITHH ACJ, TOKYMCHTOB,
QJICKTPOHHBIX apXUBHBIX JCJI, YUTCHHBIX B JAHHOM OITHCH.

COOTBCTCTByIOIlII/Ie N3MCHCHUA BHOCATCA BO BCIIOMOT'aTCIIbHBIC ApXUBHBIC YUCTHBIC TOKYMCHTHI.

10. ITIpoBepka HAJIUYMSA U COCTOSIHUS IOKYMEHTOB (3JIEKTPOHHBIX
JeJ) B apXuBe cyJ1a, NOPSAI0K Nepejavyu ApXUBHBIX J0KYMEHTOB
IIPH CMeHe NpejcegaTelisi cyaa

(8 pen. Ilpukaza CyneOHoro aenapramenra npu Bepxosaom Cyne PD
o1 09.01.2024 N 1)

10.1. ApxWBHBIC JOKYMEHTHI IIPOBEPSIOTCS HAa MpPEAMET HMX (AKTUYECKOTO HAIW4IHA W (PU3UUECKOTO
COCTOSIHHS (Iajiee - IpOBepKa HAJTWYHA) B IUIAHOBOM ITOPSIZIKE.

IMpoBepka HAJIUYUSI APXUBHBIX JIOKYMEHTOB HPOBOJUTCS KOMHUCCHEH, Ha3HAUYAeMO mpejceaTeneM Cyaa, B
COCTaB KOMHUCCHH 00513aTeIhHO BKJIIOUAETCS paOOTHUK, OTBETCTBEHHBIH 32 paboOTy apXuBa Ccyja.

IIpoBepka HanMU4YUsI apXUBHBIX JOKYMEHTOB PAOHHBIX, TOPOJCKHX, MEKPAHOHHBIX CYJOB MPOBOJIUTCS C
ydacTreM pabOTHHKOB COOTBETCTBYOIIEro ympasieHus CyneOHOro pemapramMeHtra B cyObekTe Poccuiickoit
denepanuu.

10.2. IIpoBepka HaNUY U TPOBOJAUTCS:

B CPOKH, YCTAaHOBJICHHBIC MPEICEAaTeNIeM Cyla, HO HEe PeXe OIHOro pasa B 5 jeT (B TOM YHCIE C MOMETKOMN
" 17151 ciry>keOHOTO TONB30BaHU");

TIPU CMEHE TIpeJIceaTelIs Cy1a, PyKOBOIUTENS apXxuBa (pabOTHHKA, OTBETCTBEHHOTO 32 PaOOTy apXHBa);

IIPYU TOATOTOBKE apXMBHBIX JOKYMEHTOB K Ilepeiade B rOCYAapCTBEHHBIN apXuB (U CyAa, BHICTYIAIOIIETO
MCTOYHMKOM KOMIUIEKTOBAHH);

IIOCJIE MAaccoBOTO IepeMEIIEeHHs apXWBHBIX JIOKYMEHTOB, Ype3BBIYAHHOW cuTyaluu H (WIM) IPYTHX
00CTOATENBCTB, B PE3yNbTaTe KOTOPBIX OHU MOTJIH OBI OBITh YTPAa4Y€HBI WIIN TTIOBPEKACHBI,

IIPU PEOPraHU3alNH Cya.

10.3. IIpoBepka HanU4Ks JOKYMEHTOB IPOBOJUTCA MOCPEACTBOM BU3YalIbHOIO OCMOTpPA €UHUL] XpPAaHEHUS U
CBEPKH OTHCATEIHHOM CTAThH OIHCH JIEN C 3ar0JI0OBKOM (OMICaHHEeM) Ha 00JI0KKe €IHUIBI XPaHESHHSI.

10.4. TIpoBepka HaIM4IHUs JOKYMEHTOB BKJIIOYAET:
BBIBEPKY apXUBHBIX YUETHBIX JOKYMEHTOB U YCTPAHCHHE BBIABICHHBIX B HUX HETOYHOCTEH;

YCTaHOBIIEHUE (PAKTUYECKOTO HAIWYUS EIWHUIl XpPaHEHWs] B COOTBETCTBUM C apXHBHBIMH YYETHBIMHU
JIOKYMEHTaMHU;



BbBISIBJICHUC HCIIPABUIIBHO O(i)OpMJ'IeHHLIX CAWHUL] XpaHCHU S (z[en);

BBIBJICHUE W IIOCTAHOBKY Ha y4eT NOKYMEHTOB M €AMHHI] XPaHCHUs, TPEOYIOMMX (DU3MKO-XHMHYECKOH,
npodUIaKTHYECKOH W/HITH PecTaBpallHOHHO-TIPO(QHIaKTHYECKOI 00paboTKH;

OpTraHU3aIUI0 PO3BICKA OTCYTCTBYIOIIUX JOKYMEHTOB.
10.5. Tlpu mpoBepKe HATMYHSA JOKYMEHTOB HEOOXOIMMO:
COXPAaHATH MOPSJIOK PACTIONIOKEHUS SAMHUII XPAHEHUS COTIIACHO TOMOrpaMIECKUM yKa3aTesiv;

noMeuiatb Ha MECTa HaAJICKaIEro XpaHCHU 06Hapy>i(eHHI:Ie BO BpEMs TIPOBEPKU HCHIPABUIIBHO
PasMEIICHHBIC €AMHULIBI XPAHCHUS,

M3BIMATh C TOCTECIYIOMEH H30JAIMel NOKYMEHTHI, CIMHHIBI XpaHEHUs, 3apakKCHHBIC IUIECEHBIO U (TUTH)
JPYTUMU OHUOJOTHYCCKUMHU BPEIUTEISIMU (7151 TOKYMCHTOB Ha OYyMa)KHOM HOCHUTEIE);

npoctasiaTe otMeTKy "IIPOBEPEHO" ¢ yka3aHuem HoMmepa M JaThl aKTa IPOBEPKU B KOHIIE MPOBEPEHHOMN
OIINCH JIE.

10.6. Ilo pe3ynapraTaM NPOBEPKH HAIWYHS [TOKYMEHTOB IOJDKHBI OBITH COCTABICHBI M TOIIHCAHBI
KOMHCCHEH, a 3aTeM yTBEp>KACHBI IIpeiceaTeIeM Cyaa:

aKT NMPOBEPKHU HAIUYHS U COCTOSHUS apXUBHBIX TOKYMEHTOB (mpuioxkenue N 24 k Hactosauie MHCTpykuun);

aKT O TEeXHHYECKHX OINMOKAaX B YYCTHBIX HOKyMeHTax (mpmioxxeHne N 19 k Hacrosmeil MHcTpykmum),
KOTOPBIN COCTaBIIsSICTCS B Ciydae BBISBJICHHMS HECOOTBETCTBMS 3amKceil B apXWMBHBIX YYETHBIX JIOKYMEHTaxX
(axTryeckoil HHMOPMaIHH;

aKT 00 OOHapy)KCHWH AapXWBHBIX JOKYMEHTOB, HE OTHOCAIIMXCS K JaHHOMY (OHIY, HEYYTEHHBIX
(mpunoxxenne N 20 k Hacrosimed MHCTpyKIWHM), KOTOPBIH COCTaBISIETCSA B Ciiydae OOHApY>KCHHS HEYITCHHBIX
ApXMBHBIX JOKYMEHTOB, HE OTHOCSAIINXCSA K JTaHHOMY (DOHY.

IIpoBepka HalIM4KMs JOKYMEHTOB CUMTACTCA 3aBEPIICHHOM IOCIE YTBEPKIACHHUS aKTa IIPOBEPKU HAIMYUA U
COCTOSIHUSI apXHMBHBIX JOKYMEHTOB, IIOCJIE BHECEHHS IO pe3yabTaTaM IPOBEPKH HEOOXOAMMBIX W3MEHEHHH B
ApPXUBHBIC YYETHBIE JOKYMEHTBIL.

10.7. Ecnu mnpoBepkoil HalWuusi IOKYMEHTOB YCTaHOBJICHO OTCYTCTBHE JIOKYMEHTOB, IOJDKEH OBITh
OpPraHM30BaH MX PO3BICK, MPOBOJMMBIN B T€YEHHE OJHOTO rojia C JaThl BBIBICHHS UX OTCYTCTBUs. Jlomyckaercs
MpOJUIEHHE CPOKA PO3bICKA TOKYMEHTOB Ha 1 Tof.

B caywae oTpumaTenpHBIX pE3yJIBTATOB PO3BICKA COCTABISAETCS aKT O HEOOHAPYXKEHHH AapXHMBHBIX
JIOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX Hcuepnansl (nmpuiokenne N 21 k HacTosmeid MHCTpyKIMK), yTBEp)KAaeMbIi
npejcenaTeleM CcyAa [0 COMNIACOBAHUIO C OSKCIEpTHOW Komuccued cyna. K akrty npunaraercs cnpaBka o
npoBenieHuH posbicka. Cya - UCTOYHHWK KOMIUIEKTOBAaHHS T'OCYAAapCTBEHHOTO apXmBa B Clydae HEOOHapyKeHHS
JIOKyMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHoro (onma Poccuiickoit ®@enepannu, NODKEH MPEACTaBUTH AKT O
HEOOHAapyXEHHH AapXUBHBIX JIOKYMEHTOB, IIyTH pO3bICKA KOTOPHIX HCUYEpPHaHbl, B COOTBETCTBYIOIIMH
TOCYJapCTBEHHBIH apXWB WM YIIOJIHOMOYEHHBI OpraH HCIOJHUTENIbHON BiacTH cyOwBekTa Poccuiickoit
Denepanun B chepe apXMBHOTO Jesa JJsl IPUHSTUS PELISHUS O CHSTUH YTPaYeHHBIX SIUHUI] XPAHEHUS C yUeTa.

10.8. ApXuBHBI [OKYMEHT, COCTOSHHE KOTOPOTO WCKJIIOYaeT BO3MOXKHOCTH BOCCTAHOBIICHUS €ro
MaTepuaIbHOTO HOCHTEINS M HCIIOJIb30BaHMS (BOCIIPOM3BENICHHUS) COJeprKalleiicss B HeM WH(opManuy, nIpu3HaeTcs
HEHCIIPABUMO MOBPEXKIECHHBIM.

10.9. Tlpu BBIABICHUU HEUCHPABUMO IOBPEXKJCHHOTO ApPXMBHOTO JOKYMEHTa COCTABISIETCA akT O
HEHCIIPABUMBIX TMOBPEXACHUSIX apXUBHBIX JOKyMEHTOB (mprmiiokeHue N 23 k HacTosmerd MHCTpyKIum), KOTOPBIT
YTBEPKIAETCS NPEACeNaTeIeM Cy/ia IO COTMIaCOBAHUIO C OKCIIEPTHONM KOMUCCHEN CyJa.

B ciydae BeIABNICHHS HEMCTIPABIMO TOBPEXKACHHOTO JOKyMeHTa ApxuBHOro (hoHna Poccuiickoit enepannn
aKT O HEHCIPAaBUMOM IOBPEXKACHUH apXHUBHBIX JOKYMEHTOB HampaBisercss Ha paccmorpenue OIIK apxuBHOro
YUpEKACHUS MOCTE COrIacoBaHMs ¢ dKCIepTHON komuccueil. [locine BeIHECeHHs peleHys O IPU3HAHUY apXUBHOTO
JIOKyMEHTa HEMCIPABUMO IIOBPEXKICHHBIM aKT YTBEP/KAAECTCS IPEACENATENIEM CYyJ1a U COOTBETCTBYIOLUE U3MEHEHUS
BHOCSITCS B ApXMBHbBIE YUETHBIE JOKYMEHTBHI.

10.10. IIpm cmeHe mpexncematens cCyga TNpHEM-Iiepefada apXWBHBIX JOKYMEHTOB, apXHMBHBIX YYETHBIX



JIOKYMEHTOB M CIIPaBOYHO-TIOMCKOBEIX CPEICTB K HUM (Zanee - mprueM-Tepeada Jeil) OCyIeCTBISeTC KOMUCCHEH,
Ha3HAYaeMOH IpeiceiaTeNIeM Cy/a.

ITpn mpueme-niepenade Aen MPOBOAWTCS CIUIOUIHAS MM BHIOOPOYHAs] NMPOBEpKAa HAIWYMS M COCTOSHUS
JIOKYMEHTOB, apXUBHBIX YUETHBIX JOKYMEHTOB U CIIPABOYHO-TIOMCKOBBIX CPEJICTB.

[Mpuem-nepenaya nen opopmisiercs: akroM (npunoxxerne N 38 k Hacroseit MTHCTpyKImn).
11. Opranuzanusi MCNOJIb30BAHNUS JOKYMEHTOB apXuBa

11.1. HMcnonp3oBaHuE JOKYMEHTOB apxXHBa CyAa IPOBOAUTCS TOJBKO C pa3pelleHUs Ipelaceaaresis cyaa
(YITOTHOMOYEHHOTO UM 3aMECTUTEIS).

PaboTHHK, OTBETCTBEHHBIN 3a pabOTy apXuBa CyJa:
BBIZIA€T JOKYMEHTAJIbHbBIE MAaTEPUAIIbI B CTPYKTYPHBIE TIOpa3ACICHUS;

HampaBisIeT Ha OCHOBAaHMM IHCBMEHHOTO 3alpoca MaTepualisl B JAPYTME OpraHbl, OpPraHU3alud |
YUpEKACHUS 110 YKa3aHUIO IIpe/iceiaTelIs Cya;

nHpopMHUpYET npeceaTeNst Cyaa O COCTaBe U COICPKAHUH JOKYMEHTAILHBIX MaTepHAJIOB;
BBIIACT CIIPABKY U BBHITTICKH U3 apXUBHBIX JOKYMEHTOB.

11.2. Boiaua eiuHUI XpaHEHUs U3 apXHUBOXPAHUIIHUIIA MTOJUICKUT 00s3aTeNIbHOM (PUKCalMy B KHUTE BbIIAYH
€IMHMI] XpaHEHHUs BO BPEMEHHOE TTouIb30BaHue (npuioxenue N 27 k Hacrosmel MHCTpyKiyn).
(. 11.2 B pen. Ilpukaza CynedHoro aenapramenta npu Bepxosaom Cyme P® ot 09.01.2024 N 1)

11.3. Beigauy nen Ha OyMa)KHOM HOCHTENC M3 apXUBOXPAHWIIHUINA U MPHEM HX OOpaTHO, B TOM YHCIE B
cllydyae HEOOXOJUMOCTH TOJUCTHYIO NPOBEPKY HAIWUYMs W COCTOSHUSA JOKYMEHTOB TIepel Bbimauei u3
apXMBOXpAHWIMIIA W TP BO3BpaTe, NPOM3BOIUT pabOTHHMK, OTBETCTBEHHBIH 3a paboTy apxuBa cyla, B
MPUCYTCTBUH JIUIA, MOJTYYArOIIero (BO3BPAIIAOIIEro) aAena.

B ciydae ecnu mociie BO3BpAllleHHs Jiea pabOTHHUKOM, OTBETCTBEHHBIM 3a pabOoTy apXuBa Cy/a, BBISBICHO
U3bATHE, MOBPESKACHHE MATEPHANOB Jejla, a TAaK)Ke BHECEHHE B HUX WCIPABICHUN M JIOMUCOK, 00 3TOM
He3aMeJ/IIUTENILHO COO0IIaeTCs MPEACEaTeNo Cyla K €0 3aMECTHTEIIIO.

(n. 11.3 B pen. [Ipukaza Cyaebnoro nenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

11.3.1. Enqununel XpaHeHus, BblJjaBaeMble BO BPEMEHHOE I10JIb30BaHUE, JOJDKHBI UMETh apXWBHBIH U,
MPOHYMEPOBAHHBIE JIMCTHI, JINCT-3aBEPUTENb J€Na M JIMCT HCIIOJIb30BAaHHUA JOKYMEHTOB (mpmioxkeHne N 28 k
Hacrosmei MHCTpyKImn).

Bbljaua eMHUIl XPAaHCHUS, HAXOIAIIUXCS B HEYJOBICTBOPUTEILHOM (PU3UYECKOM COCTOSIHUM U HE
MpOoIEAINX TEXHUICCKOTO O(i)OpMHeHI/IH " OIUCaHUs, MOXKCET 6I)ITI) OTpaHUYCHA.
(mm. 11.3.1 B pen. Ilpukaza Cynebnoro aenapramenTa npu BepxosHom Cyzae P® ot 09.01.2024 N 1)

11.3.2. IloaroToBKa apXMBHBIX JOKYMEHTOB K BBIJJaue U3 apXUBOXPAHWININA BKIIFOYALT:
BBIEMKY apXUBHBIX JIOKYMEHTOB;

CBEPKY apXHMBHOTO MIH(pa U 3ar0I0BKOB C ONUCHIO A€,

MIPOBEPKY (PU3HIECKOT0 COCTOSIHUS JIeNa.

11.3.3. DnexTpoHHBIE TOKYMEHTHI BBIIAIOTCS U3 apXUBOXPAHWININA B BUAE SJICKTPOHHBIX KOMH WM KOTHH
Ha OyMa)XHOM HOCHTeElNe, KOTOpBIE CO3JAIOTCS Ha OCHOBE pPabo4yero HK3eMIUIpa KOHTEHHepa 3JIeKTPOHHOTO
JOKyMeHTa. Ha apXMBHBIX KOTIHSX, BKIIOYAsl apXUBHBIE KOITUH Ha OyMa)KHOM HOCHTEJIE 3JIEKTPOHHBIX JOKYMEHTOB,
apXMBHBIE MHU(PHI MPOCTABIAIOTCS HAa 000pOTE Ka’KAOTO JHMCTa apXMBHOW KOIMM, a 3aBEpUTENbHas HAAIUCh U
OTTHCK IIeYaTH - Ha 000pOTe MOCIEIHEr0 JIUCTa KOTIHH.

Ilo 3ampocy nul, MMEIOMMX NPaBO Ha MOJYYEHHE KOMMH JOKYMEHTOB, M INpPHU HAIMYUM TEXHUYECKOH
BO3MOKHOCTH apXUBHBIE CIIPAaBKHU (BBIITUCKH) MOTYT BBIIAaBAaTHCS B 3JICKTPOHHOU (popMe Ha 3JIEKTPOHHOM HOCHUTENIE
700 MepecrsIIaThes M0 HHPOPMAIOHHO-TEJICKOMMYHUKAIMOHHBIM CETSIM.

OJEeKTPOHHBIE apXUBHBIE CIIPABKH (BBIITUCKH) 3aBEPAIOTCS SIEKTPOHHON MOAIUCHIO MpEaceIaTeNs Cy1a Wil



€TI0 3aMCCTHUTCIIA.

@akT BBIAYM KOIHMH JICKTPOHHBIX [JOKYMEHTOB (HMKCHPYETCS B JKYPHAJle BBIIAYM 3JIEKTPOHHBIX
JIOKYMEHTOB.

Hoctyn cyneil 1 paOOTHHKOB Cy/a K 3JEKTPOHHBIM JIOKyMEHTaM apXuBa MpH HaJIWMYud WH(OpMAaNMOHHOMN
CHCTEMBI MOJKET OCYIIECTBISTHCS HEMOCPEACTBEHHO C pabOYMX MECT B COOTBETCTBHM C YCTaHOBIJICHHBIMH
MPUKa30M MpeZceaTeNs cyia MpaBaMy A0CTyIa K JOKyMEHTaM.

Ilo pemenuto mpeacemaTenst CyAa apXUB Cyda MOXET INPENOCTABIATh CyIbsM KM pPaOOTHHKaM cyna
3IEKTPOHHBIE JOKYMEHTHI O JIOKAJIbHON ceTH cyna. B 3ToM cityuae BemeTcst 31eKTPOHHBIN KypHA yueTa BblIauu
JJNIEKTPOHHBIX JIOKyMEHTOB M3 apXuBa, B KOTOpPOM (UKCUpYIOTCS: Jara BbIIaud, (aMUIds, WHHIUAIBI
3alpOCUBILEr0 JOKYMEHT, Ha3BaHHE CTPYKTYPHOIO INOApa3feieHUs, 3ar0JIOBOK U YYETHBIM HOMEp BBIIAHHOTO
JIOKYMEHTA.

11.3.4. JlokyMeHTHI BBLAAIOTCS U3 ApXUBOXPAHUIINIIA HA CPOK, HE MPEBbIIIAOIIHIA:
OJTHOTO MeCsIIia - JUI UCIIOIb30BaHMS CYAbsSIMH, paOOTHHKAMH Cy/a;
IIECTH MECSIIEB - CyZeOHBIM, IPABOOXPAHUTEIHHBIM U HHBIM YIOJIHOMOYEHHBIM OpIraHaM.

[Iponnenne ycTaHOBICHHBIX CPOKOB BHIIAUN JJOKYMEHTOB JOITyCKASTCsI ¢ pa3pelIeHus IpeIceaTels cyaa Ha
OCHOBaHHUU JOKyMeHTa (MMChMa, CITy:KeOHOM 3aMUCKH) MOJIb30BaTeNsI O OATBEPKACHIUH 00eCTIeYeHUsI COXPAaHHOCTH
JIOKyMEHTOB.

11.3.5. Beijaya apxXuBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BAaHHE CYICOHBIM, MPAaBOOXPAHUTEIbHBIM H
WHBIM YIIOJTHOMOYEHHBIM OpraHaM MpPOM3BOAWTCS Ha OCHOBAaHMM aKTa O BBbAAY€ ApPXUBHBIX IOKYMEHTOB BO
BpeMeHHOe Moib3oBanne (mpmokeHne N 25 k Hactosmed WHcTpykumm). [Ipu HampaBieHWH 3ampamiBacMbIX
apXMBHBIX JOKYMEHTOB MOYTON MJIM APYTHMMHU BHIAMH CBA3H B rpade "lIIpruMedanns” akTa yKa3bIBarOTCS PEKBU3HTHI
JIOKYMEHTa-3apoca 1 CONPOBOAUTEIHLHOIO MUChMa CyJa, a TaKKe PEKBU3UTHI BXOJSIIETO JTOKYMEHTa, KOTOPHIM
OHU OBbLIM BO3BpallleHbl. B 3TOM ciydae mpocraBieHHe MOANUCH Pa0OTHHKA OpPraHM3alMU-NIONydaTens B aKkTe He
Tpedyercs.

(8 pen. Ilpukasa Cynednoro aenapramenTa npu Bepxosaom Cyme P® ot 29.05.2024 N 124)

Bblgaua apxuBHBIX JOKYMEHTOB CYZAbSIM, PYKOBOAMTEISIM CTPYKTYPHBIX MOJPAa3felIieHUH cylJa B LEJAX
peanm3ali UX CIyKeOHBIX O00S3aHHOCTEH NPOM3BOIAMTCS TPH COTJIACHM IpeAceAaTelst cyaa (3aMecTHTels
npesiceiaTeNs CyAa) Ha OCHOBAHUH CITYXeOHOH 3aliCKy Ha BbIAAYy €AMHHII XPAHSHHUS.

Jluio, mony4uBIiee apXUBHOE €10, OTBEYAET 3a €0 COXPAHHOCTb.
(mm. 11.3.5 BBeaen [Ipukazom Cyaebnoro nenapramenta npu BepxoBaom Cyne PO ot 09.01.2024 N 1)

11.4. Ha MecTo BBIIaBaeMbIX €IMHMI[ XPAaHEHHS M OMHCEH Jesl MOJDKHA MOMEINaThCs (TIOAKIIAABIBATHCS)
KapTa-3aMeCTUTENIb SAMHUIBI XpaHeHus (mpmwioxkeHne N 29 k Hacrosmeid Muctpykmwm). [Ipu Bo3BpameHun
€/IMHMIIBI XPaHEHNUS KapTa-3aMECTUTEIb N3BIMACTCS U XPAHUTCS 1O MUHOBAHHS HaTOOHOCTH.

(1. 11.4 B pen. Ilpukaza Cynebnoro aenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 N 1)

11.5. Brlgaya HaxonsAIMMXCS B apXuBe CyAEOHBIX Jel (MHBIX MaTepHalloB) AJSI O3HAKOMJICHHS JIHIIAMH,
YYacTBYIOIIMMH B JIeJle, HMX MPEICTaBUTEIISIMHM, a Takke WHBIMH JIMIAMH OCYLIECTBISETCS B IOPSIKE,
YCTaHOBJICHHOM TMpejce/aTel]eM CyAa, Ha OCHOBAaHMM HMX IHMCHBMEHHOTO 3asBICHUS M TPU TPEIbSBICHUN
JIOKYMEHTOB coriacHo npunoxenusm N 1 k uactpykmmam N 36, N 161, N 224, N 225.

(. 11.5 B pen. IIpukaza Cynebnoro nenapramenTa npu Bepxosnom Cyzne P® ot 14.06.2022 N 97)

11.6. O3HakoMIIeHHE C CyJIeOHBIM JIETIOM JIOJDKHO MPOM3BOANTHCS B CHEIHAIbHO 000PYA0BaHHOM ISl ATOM
I[eNTM TTOMEMICHNH CyJa B MPUCYTCTBUHM paOOTHHWKA apXuBa cyna (MHOTO YIOJHOMOYEHHOTO Pa0OTHHKA ammapara
CyJa) B yCIOBHUAX, KOTOPBIE HCKITIOYAIOT U3bATHE, IOBPEKACHNE, YHHUTOKECHNE MaTEPHANIOB JIel, a TAK)KE BHECCHHE
B HUX HMCIIPABJICHUN U JOMHUCOK, epefady UX APYroMy JHIly.

OO0 03HAaKOMJICHHH C JIJIOM JEJaeTcs OTMETKA B JIMCTE HMCIIOIb30BaHMS JOKYMEHTOB (mpuioxeHne N 28 k
Hacrosiieit MacTpykiun). [Ipu oTkase nuia, 03HAKOMHUBIIIETOCS C JIEJIOM, OT MOJIIHCH, 3aIiUCh 00 03HAKOMIICHHH C
JIeTIOM TIPOM3BOJUTCS PAaOOTHUKOM apXHBa CyZa.

(8 pexn. Ilpukaza Cynebnoro nemapramenta npu Bepxoaom Cyne P® ot 09.01.2024 N 1)

11.7. O3HaKOMIJIEHHE JHUIIAMH, YYaCTBYIOUINMH B J€J€, UX MPEACTaBUTEISIMH, a TAKXKe WHBIMU JIIIAMH C
ayJMO03aIiuChlo Cy/lleOHOTO 3aceiaHus, MPUOOIIEHHOW K CyAeOHOMY Aely, NPOM3BOJIHUTCS II0 MX HHCHMEHHOMY
3aBIECHUIO B IIOPSIIIKE, IPeLyCMOTpeHHOM nyHkTaMu 11.5 u 11.6 Hacrosimeit MHCTpyKInu.



O3HAaKOMJICHHE C ayAHO3AIKCHI0 CYICOHOTO 3acelaHusl MPOM3BOJUTCSA B CIICHUAIBLHO O00OPYIOBAHHOM ISt
3TOM IENHM TOMENICHWH CyJa B NPUCYTCTBHHM PAaOOTHHKA apXWBa CyJda IIyTeM IPEIOCTAaBICHHUS BO3MOXKHOCTH
MIPOCITYITHBAHUS COOTBETCTBYIOLICH ayJHO3aIICH C HCITOIB30BAHNEM HEOOXOANMBIX TEXHHYECKHIX CPENICTB.

11.8. IIpaBo Ha CHATHE KONUH JOKYMEHTOB ¢ MAaTEPHUAJIOB Jieja 3a CBOM CUET, B TOM YHCJIE C UCIIOIb30BAaHUEM
TEXHUYECKUX CPEJCTB, NPEAOCTABIACTCA CIEAYIOIIUM JIHLAM:

OGBI/IHHCMBIM, OCYXXJICHHBIM, ONIpaBJaHHbIM, UX 3alIUTHUKAM U MPEACTABUTCIIAM,
TIOTEPIICBIINM,

IpaXkJaHCKOMY HCTIly, €ro IpEeACTaBUTENI0 B YAaCTH KOMHUH MpOIecCyalbHBIX PEIICHUH, OTHOCAIIMXCS K
HPEABSIBICHHOMY UM I'PaKIaHCKOMY HCKY;

TPaXXJaHCKOMY OTBETUYUKY U €T0 NPEACTABUTEIIO B YaCTU MAaTEPHUAJIOB YTOJIOBHOI'O €14, KOTOPBIE KACAIOTCA
TpaKIaHCKOT'O UCKaA,

CTOpOHAaM M MHBIM JIMLAM, YHaCTBYIOIIIUM B I'paKAaHCKOM JI€JIC, 4 TAKKC UX NPEACTABUTCIIAM
JiMnaM, y49aCcTBYHOIIUM B /IMUHUCTPATUBHOM J€CJIC;
JiMiaM, y4acTBYHOIIUX B ICJIC 00 AIMMHUCTPATUBHOM IIPABOHAP YILICHUHU

peadHIMTUPOBAHHBIM JIUIIAM, a C UX COTJIACHUsl WM B CIy4ae UX CMEPTH - POJCTBEHHUKAM (MXKIUBEHIAM) B
YacTH O3HAKOMJICHHUS ¢ MaTepuajaMy MPEKPAICHHBIX YTOJOBHBIX M aAMUHHUCTPATUBHBIX AET U TOJNYYCHHUS C HUX
kormii (ctathst 11 3akoHa Poccuiickoit @enepanmu ot 18 oxtsiOps 1991 r. N 1761-1 "O peaOunuranuu >xepTB
MOJMTUIECKUX perpeccuii”).

Yka3aHHbIE JIMIIa CHUMAIOT KOTIMU 110 TUChbMEHHOMY 3asIBIICHUIO B TIOPSIIKE, YCTAHOBIEHHOM TMpejiceiaTeeM
Cyla WIH CyAbeW, TIpercefaTeNbCTBYIONIMM @0 Jely. JlaHHOe NHChMEHHOE 3asBICHHE C pa3peliaroniei
pe3oIoIre mpeacenaTelns CyAaa WiIH CYAbH, IPeICceAaTeNbCTBYIOMETO M0 Aey, HOAIINBAcTCI B CyIeOHOe Nero,
HaxoJisIIeecss Ha XpaHEHUH B apXWBE CyIa, M BHOCHTCS BO BHYTPSHHIOIO ONWCH Jeia. B ciydae mpembsBiIeHUSA
JIOBEPCHHOCTH K JICNTy TPHOOIIACTCS TAKKE €€ KOTIHSL.

CHsTBIC 3a CBOM CUET KOIIUU C MaTepualioB CyZ[€6HOFO AcJia, B TOM YUCJIC ¢ TOMOIIBIO TEXHUYCCKUX CPEJICTB,
CyAOM HE 3aBECPAIOTCA.

11.9. Beinaua Konuii TOKYMEHTOB U3 CyI€OHOTO J1e1a, HaXOAAIIEerocs B apXuBe CyJa, JHUIaM, yJacTBYIOIIUM
B JeNe, NMPOU3BOAMTCS IO HX INUCBMEHHOMY 3asBICHUI0 C DPA3pElICHUs CYIbH, B IPOU3BOACTBE KOTOPOrO
HaxOAMIIOCH JIeTI0, MK TIpecenarelis cya (yIoJIHOMOYEHHOTO UM JiHla). Brinaua Taknx kommit n3 cyae6HOro aema
WHBIM JIML[AM W OPTaHHU3AIMSIM [TPOU3BOIUTCS PAOOTHUKOM apXuBa Cy/a 10 MMCbMEHHOMY 3alpoCy WM 3asiBICHUIO
Ha OCHOBAHHUHM PE30JIOIHMHU IIPpeceaaTelsl CyAa WK YIIOJTHOMOUYEHHOTO MM JIMIA, O YeM JEIaeTCsl COOTBETCTBYIOIIAs
OTMETKa B JKypHaJe PEerucTpalMy BBIIAHHBIX KOIHH, BBIIMHMCOK, TOKYMEHTOB (mpmiuokeHune N 35 k HacTosuien
WucTpykuun).
(B pen. IIpukaza Cynebnoro aemapramenta mnpu Bepxosaom Cyae P® ot 09.01.2024 N 1)

11.10. BrimaBaemble cyaoM KOMUHM CyA€OHBIX aKTOB (MPUTOBOP, PEIIEHUE, ONpe/esieHne, MOCTaHOBIECHUE,
CyAeOHBIH MPHKa3) TOJDKHBI OBITH 3aBEPEHBI MOANUCSIMHU CYIbH, TPEICENaTEIbCTBYIOMIETO 110 JIeNTy, a B CIIy4ae ero
OTCYTCTBUS - IIpeAceiaTelst CyAa (3aMecTUTeNs NpejacenareNs CyAa) WIM WHOTO YIOJHOMOYEHHOTO MM JIHIA,
cekperaps cyJa JInbo MHOTO YIIOJIHOMOYEHHOTo pabOTHHKa armnapara cyza, a Takke repOoBoii neuarsio cyna. [Ipu
3aBEpPEHUH COOTBETCTBHS KOIMHU CyZeOHOT0 aKTa MOUIMHHUKY Ha JIUIIEBOI CTOPOHE IMOCIEIHET0 JIUCTA O TEKCTOM
Kommu cynebHoro akta (Hmxe pekBusuta "Ilognmces") mpocrasmstores mramn "Komnmst BepHa" (mpumokerne N 30
HacTosmei MHCTpyKIn) u repOoBas mevyarth Cyza.

(8 pexn. Ilpukaza Cynebnoro nemapramenta npu Bepxoaom Cyne P® ot 09.01.2024 N 1)

W3roToBneHne 3aBepEHHBIX KOMHKA CYA€OHBIX AaKTOB W HMHBIX JOKYMEHTOB Cy/Ja OCYIIECTBISIETCS
YIOJHOMOYEHHBIM paOOTHHKOM apXvBa cyza. B mpaBoM BepXHEM YIiIy IEPBOTO JINCTA JOKYMEHTa MPOCTABISACTCS
mramn "Komug".

11.11. Ecnmm xomms HOKyMEHTa COCTOMT W3 HECKOJIBKHX JIMCTOB, TO BCE JIUCTHI JIOJDKHBI OBITH
MPOHYMEPOBAHBI, MPOIIUTHI MPOYHON HHUTHIO, KOHIBI KOTOPOW BBIBOAATCA HA OOOPOTHYIO CTOPOHY IOCIEIHErO
JUCTa KONMHU JIOKYMEHTa WJIM CKPEIUIIIOTCS CKOOOW C MCHOJNB30BaHMEM CTeIulepa; Ha OOOpPOTHOW CTOpOHE
MOCJICIHETO JICTAa B MECTaxX CKpPEIUICHMS HakJIeMBaeTcs OyMakHas HakieHKa C 3aBEpUTENbHON HaJHChIO
"MPOHYMEPOBAHO U CKPEMJIEHO MNEeYaTbio JIUCTOB, IOAINUCH " (mpunoxenue N 31 k HacTosmen
WHcTpykimn) ¢ ykazaHHeM CyZa, KOTOPBIM BbIIaeTcst Konus JokyMmeHTa. [loanuce ckperssiercst repOoBoii edaThbio



cyna. ['epOoBas me4yaTh CTAaBUTCS TaKHMM 00pa3oM, 4TOOBI YaCTUYHO 3aXBATHTh OTPE30K OyMmard, 3aKJICHBAIONTHI
KOHI[bl HUTH JINOO MECTO CKPETUICHHUSI.
(8 pexn. Ilpukaza Cynednoro nemapramenta npu Bepxosaom Cynme P® ot 09.01.2024 N 1)

11.12. B cirydae ecnu BEIIECTOSAMAN CyA M3MEHWI PELICHHE Cy/Aa, Ha KOIHH CyaeOHOro akrta (IpuUToBOpa,
peLIeHust, onpe/eieHNs], TTOCTaHOBJICHHS, CyIeOHOro MpHuKas3a) o0 3TOM JenaeTcst oTMeTka. Ha BbnaBaeMoi Konuu
cyaeOHOro akta pabOTHMKOM apxHBa CyJAa TakKe JIeNaeTCsl OTMETKa O JIaTe BCTYIUICHHUS €0 B 3aKOHHYIO CHIIY H
YKa3bIBA€TCsl, B KAKOM JIeJIe TOJIIUT MOUTMHHBIN JOKYMEHT U B IPOU3BOJICTBE KAKOT'0 Cy/a HAXOMIOCh AEO.

11.13. Komuu 3ampammBaeMbIX CyneOHBIX aKTOB, KONWHM ayAMO3alHCH CYACOHBIX 3acelaHui, a TakKe
apxuBHble cmpaBku (mpmiokeHne N 34 k Hacrosmed VHCTpYKIHMH) HW3rOTaBIMBAIOTCS PabOTHHUKOM,
OTBETCTBEHHBIM 32 PabOTy apxuBa CyAa, B CPOK, HE IPEBBIMNAIOMNI NMATHAAUATH KaJCHIAPHBIX AHEH, CO IHS
MOCTYIUICHUS] COOTBETCTBYIOLIETO 3asiBJICHUS.

(. 11.13 B pexn. IIpukaza Cyne6noro nenapramenra npu Bepxosaom Cyne PO ot 09.01.2024 N 1)

11.14. I/IBFOTOBJ'IGHHLIC, HO HC MOJYYCHHBIC 3asABUTCIEM KOIINHU CyI[e6HI)IX AKTOB, IMMCbMCHHBIX CIIPABOK
MEPEAAOTCA TSI OTIIPABKU 110 IIOYTE.

.HI/II_IO, MOJy4YUBIICC KOIIUIO cyz(e6H0r0 aKTa, NOJDKHO HaIMCaTb COOTBETCTBYIOLIYIO PACIHCKY. B clrydac
HalpaBJICHUA KOIMMMU JOKYMEHTA IO MOYTE B JACJIO NOAIIUBACTCA KOIHNA COIPOBOAUTCIILHOTO MUCbMa C UCXOAAIIUM
HOMCpPOM U naroi. Taxke JaenaroTcs COOTBETCTBYIOIIIHUC OTMETKHU B JINCTC UCIIOJIB30BAHUA JOKYMCHTOB.

11.15. Konmu cyneOHbIX akTOB MOTYT OBITh BBbIJaHbl (HampaBieHbI) HHBIM JIMIAM, YbH HHTEPECHI
HETIOCPEJICTBCHHO 3aTParuBaloTCsl CYACOHBIM aKTOM, C pa3pelleHHs IpelCeaTeNbCTBYIOMET0 CyabH HIIN
npexacenarens cynga (B cilydae OTCYTCTBHSI - 3aMECTHTENS MpEeAceAaTelsl cyla) MO NMHCBMEHHOMY 3asBICHHIO
(mpunoxxenne N 32 k Hactosmed MHCTpyKnuM), B KOTOPOM JOJDKHO OBITh yKa3aHO, KakHe IIpaBa MM 3aKOHHBIE
MHTEPECHI 3TOT'0 JIMLA HApyLIEHBI 3TUMHU CYIeOHBIMHU aKTaMHU.

(8 pen. IIpukasza CyneOHoro nenapramenta npu BepxosHom Cyne PO ot 09.01.2024 N 1)

11.16. TloBropHas BbIaua KOMMH CyneOHBIX aKTOB (pELIeHUi, ONpe/ieeHuid, IPUTOBOPOB, TIOCTAHOBICHHH,
CyAeOHBIX NMPHUKA30B) JIUIIAM, yJacTBYIOIINM B JI€J€, UX MPEACTaBHTEISM, a TaKkKe JPYTHM JIMIAM, YbH HHTEPECH
HETIOCPEJICTBEHHO 3aTParkBalOTCS CYAE€OHBIM aKTOM, OCYLIECTBISIETCS MO WX IMHCHbMEHHOMY MOTHBHPOBAaHHOMY
3asBJICHHUIO B YCTAHOBJICHHOM IIPEACEIaTeIEM Cyia MTOPSIIKE.

11.17. WsroToBieHWe W BBIa4a KOMHM ayIUO3alMCH CyAeOHOTO 3acelaHus OCYIIECTBISCTCA II0
MUCHMEHHOMY 3asIBJICHHIO JIUI, YYaCTBYIONINX B JieJie, UX MpeJCTaBUTeNel (CTOPOH, UHBIX YYACTHHKOB CyIeOHOTO
pazbuparenbCcTBa) U 3a UX CUET B MOPSJIKE, YCTAHOBICHHOM TIpeJiceIaTelIeM Cyaa.

11.17.1. Ha nucemenHom 3asiienun (npuioxenue N 33 k Hactosmed MHCTpykumu) mpejacenatens cyaa
(ero 3amecTHTENb) AENA€T COOTBETCTBYIONIYIO OTMETKY O TOPYYEHHH paOOTHHUKY apXvWBa Cyla H3TOTOBUTH U
BBIJIATh KOIMIO ayAHO3alliCH CyAeOHOTro 3acemaHus. JlaHHOe 3asBIICHHE IONNIMBACTCS B [0, a B CIydYae
MpeIbSBICHUS TIOBEPEHHOCTH K JIETy IPHOOIIAETCS TAKXKE €€ KOMUSI.
(B pen. IIpukaza Cyne6Horo aenapramenta npu BepxosHom Cyzae P® ot 09.01.2024 N 1)

11.17.2. Jna W3roTOBJCHHsI KOMWU ayJWO3alUCH JIUI0, MOJaBIlee 3asBICHHE, MPEICTaBIsIeT B CYH
MaTepuanbHBIil HocuTens wHGopManmu (puem-kapra, auck CD-R, DVD wu nppyrue Hocutenn WHQOpMaNuw,
TEXHUYECKasi BO3MOXXHOCTh 3aITUCH Ha KOTOPBIE NMEETCS B COOTBETCTBYIOIIEM CYE).

11.17.3. [IpencraBneHHbIC B CYJ] MaTepUATbHBIC HOCUTENH HHGOPMAIIHA HE JOJDKHBI COJIEPKATh KaKyI0-ITHO0
nHpopmanmio. B mensx 6e3omacHOCTH IMepen 3aluChi0 MPEICTABICHHBIM B CyJl MaTepUAIBHBI HOCHUTEIh MOXKET
ObITh OT(hOpMATHPOBAH YIIOJHOMOUYEHHBIM PAaOOTHMKOM ammapara Cyla, OTBETCTBEHHBIM 3a HM3TOTOBJIICHHE U
BBIJIaYy KOIHMH AayAHMO3alNCH, IOCIE NPEABAPUTEIHHOTO YBEIOMJICHHS JIHIA, IIOJABIIETO COOTBETCTBYIOIIEE
3asBICHHUE.

11.17.4. 3anuce ayanocdaiina Ha MaTepUabHBIA HOCHUTENb JIMNA, MOJABIIETO 3asBICHUE, IMPOU3BOIUTCS
YIOJTHOMOYEHHBIM Pa0OTHHKOM ammapara CyAa Ha JIOKaJbHOM KOMITBIOTEpE, HE MPHUCOETMHEHHOM K JIOKAITBHOW
CEeTH CyJa U He UMEIOIIEM JI0CTyTa B ceTh HTepHeT.

11.17.5. Konmst ayauo3anucu cy1eOHOTo 3aceTaHus CyI0M He 3aBEpSeTCs.

Ilocie BblJa4M KOIIMU ayAW03aluncCH cy,ue6H0r0 3aCcJaHus Ha IMMCbMCHHOM 3asBJICHHU 00 U3rOTOBICHUH H
BbIZIAYC pa60THPIKOM apxuBa cyaa A€JIacTCd OTMETKA 00 M3TOTOBJIIEHUH BbIJA4€C, a JIMIIOM, IOJYYUBIINM KOITHUIO
aAyano3aIriimcu, A€JacTCd COOTBETCTBYIOMIAA PACIIUCKA O MOJYYCHUH. ﬂaHHOC 3asBJICHUC Hpno6maeTcs1 K csze6H0My
JCITy, IPU OTOM J€JIACTCA COOTBETCTBYIOIAsA OTMETKA B JIMCTE UCIIOJIb30BAHUA TOKYMCHTOB.



HenonyquHaﬂ 3a4BUTCIICM KONUA ayAN03aIlMUuCH cyue6H0ro 3accaaHusl IO MOoYTEC HC HAIIPABJIACTCS.

ONeKTpOHHBIN HOCUTENb MH(OPMALUH, C KOTOPOTO H3TOTaBIMBAIACh KOMUS, MOJDKEH OBITH BIIUT B AEIO
(npuoOIIeH K MPOTOKOIY Cy1eOHOT0 3aceaantsi) B YIIaKOBaHHOM BHJIe (KOHBEPT) C YKa3aHHEM Ha yIaKOBKE HOMEpa
Jena, JaThl, a TaKXKe IOAMMCAaH PaOOTHHKOM, OTBETCTBEHHHIM 3a palOTy apxuBa cyja. YTaKOBKa JOJDKHA
obecreuynBaTh COXpaHHOCTh 3JIEKTPOHHOT'O HOCUTENS OT HOBPEXKICHUH U ITOpYH.

11.18. IlomnmuHHBIE JOKYMEHTHl W3 CyNeOHBIX Jed (MHBIX MaTepHajloB) WM HMX HaAJeXalluM o0pa3oMm
3aBEPEHHbIE KOINH, NTPEACTABICHHBIC YIaCTHUKAMH CYAOTPON3BOACTBA (JIMLAMH, YIaCTBYIOIMMH B JIENE),  TAKXKE
CIPaBKH MO JIeJIaM BBIJAIOTCSI UM PaOOTHHKAMH apXHBa CyJa Ha OCHOBAaHWM MX ITMCBMEHHOTO 3asBICHUS; NPYTHM
CyZaMm, OpTaHaM JIO3HAHHA M CIIEACTBHA - HA OCHOBAaHMM MOTHBHPOBAHHOTO 3ampoca M (WIN) HHBIX HEOOXOAMMBIX
JIOKyMEHTOB, IPEIyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoit ®enepanuu. Ha 3asBneHun wid 3ampoce o
BbIJIa4ye MOJIMHHBIX JOKYMEHTOB U3 Cy/IeOHOTO Jiella MPOCTaBIISIETC s pa3pellatoias pe3oIoLus npeaceaTeNs cyaa
(3amecTuTens npejaceaaTens cyaa).

11.18.1. B3ameH BbIIaHHOTO MOAJIMHHHKA K eIy MPHOOINAETCS €ro KOMusl, 3aBepeHHas Cyabel n repOoBoii
MEeYaThio Cya.

11.18.2. Ilpu BeIgaue MOMIMHHUKOB JOKYMEHTOB M3 CyICOHOTO Jeia Ha MX 3aBEPCHHBIX KOMHAX MOJDKHBI
YKa3bIBaTHCS (PaMUIIHS, UMS, OTYECTBO JIMIIA, OJYYHBIIETO JOKYMEHT, €r0 IPOILECCYaTbHOE MOJOXKECHUE 10 JIEITY,
JIaHHBIe JIOKYMEHTa, yJOCTOBEPSIOUIET0 JIMYHOCTh. B MOMyYyeHUH MOKyMEHTa 3TO JIULO JOJDKHO PaclucaThCcsl U
MPOCTAaBUTh JaTy NOJy4eHus. JIuio, BbIABIIEEe MOKYMEHT, NO/DKHO YyKa3aTh CBOK (DaMUIIHIO, JOJDKHOCTh MU
MOCTAaBUTh MOANUCH. [Ipu mpebsABICHUH JOBEPEHHOCTH HEOOXOJUMO CHATH C Hee KOIHUIO U MOIINUTh B JIEIIO.

11.18.3. JIokyMeHTBHI, HA OCHOBAaHUM KOTOPBIX W3 CYJAeOHOTO JeNa BBIJAHBI MOJJIUHHUKH, a TaKXKe HX
3aBEPEHHbIC KOMUM MOALIMBAIOTCSA B JIe70. B cinydae HampaBieHHs MOJIMHHOTO JOKYMEHTA 3aKa3HOHM MOoYTol B
JICIIO TAKXKE MOJIINBACTCS KOIHS COMPOBOIUTEIBHOIO MMChMa C UCXOISAIIMM HOMEPOM U JTaTOM.

11.18.4. Tlopsimok M CPOKM BBIJAUM TOAJMHHBIX JOKYMEHTOB, MX 3aBEPEHHBIX KOMHMH YCTaHABIMBAIOTCS
npesceaTeeM cya.
(8 pexn. Ilpukaza Cynednoro nemapramenta npu BepxoBaom Cyme P® ot 09.01.2024 N 1)

BBII[a‘Ia MNUCBbMCHHBIX N0Ka34aTCJIbCTB, HC BO3BPAIICHHBIX NPEACTABUBIIMM HX JHOaM N0 Nepeaadu Jcjia B
apxuB CyJa, 1o l'[pOCI:-6e OTHUX JIUI] OCYIIECTBIIACTCA B TAKOM K€ IMOPSAJIKE.

11.19. Tlo nuceMeHHBIM TpeOOBaHHSAM OPraHOB, KOTOPHIM 3aKOHOM IPEJOCTABJIEHO NPaBO HCTPEOOBaHMUS
JieTia, 1 Ha OCHOBAHUM PaclOpsDKEHUS TIpeJiceaTelisl Cy/a WM ero 3aMeCTHTENsl Cy/IeOHbIe Jiefla HalpaBIIsIoTC UM
B TPEXTHEBHBIN CPOK.

11.20. PaboTHnk apxuBa cyna 00s3aH KOHTPOJIMPOBATH BO3BPAT JIE]l B ApXHUB U HE PEXe OJJHOTO pa3a B MECSI]
JIOKJTaJIbIBaTh NIPEJCENATEIN0 Cya.

Jlo BOo3BpameHus aena B cyl TpeOOBaHUE O €ro BBICHUIKE, KOMUU COMPOBOIUTENLHOTO MUChMa, MPUTOBOPA
WIIH PEICHUS XPaHATCS B KOHTPOIBHOH ITarke.

B kHUre BbIIAYM EJUHUI] XpaHEHHS BO BpPEMEHHOE Moib30BaHue (mpuioxenue N 27 Kk Hacrosieit
WHCTpyKIMK) U3 apXUBa CyJa OTMEUAeTCs, KOra, KOMY M 10 KaKOMY 3ampocCy JAejI0 HAIpPaBiICHO, KOr/ia U KeM OHO
BO3BpAILEHO.

(B pen. Ilpukaza CynebHoro aenapramenTa npu BepxosHom Cyzae P® ot 09.01.2024 N 1)

11.21. B cnydae THOCTYIUIGHHS B CyX 3asBICHHS B3bICKaTeNs (MO0 €ro MpeICTaBHTENS) O BBIgaue
(HanpaBJIeHMM) WCIIOJHUTENBHBIX JOKYMEHTOB II0 CYAEOHBIM JiellaM, HaxoJsAIIMMCS B apxuBe CyJAa, HX
odopmieHne, HanpaByieHHE (Bbla4a) OCYLIECTBISIOTCS B IOPS/IKE U CPOKH, YCTAaHOBJICHHBIE MHCTPYKIMAMHU N 36,
N 161.

(. 11.21 B pen. [Ipukaza Cynebnoro nenapramenta npu Bepxosaom Cyzxe PO ot 09.01.2024 N 1)

11.22. WNnbie, HE yCTaHOBIEHHBIC HacTosmied WHCTpyKIMEeW NpaBuiia O3HAKOMJICHHSI C MaTepuajamMu

Cyﬂ€6HOF0 JcJa, BblJa41 NOJJIMHHBIX NOKYMEHTOB, 3aBEPCHHBIX KOIIUH MaTepHuaJIoB acjid, MIMCbMCHHBIX CIIPABOK,
KOIIHUI Cyﬂ€6HLIX AKTOB OMNPCACIIAKOTCSA IMPEACCAATCIIEM Cyaa.

12. O0ecneyenne COXpAaHHOCTH APXMBHBIX JOKYMEHTOB

(B pen. IIpukasza Cynebnoro aemapramenra rpu Bepxosaom Cyae PO
o1 09.01.2024 N 1)



12.1. XpaHeHue apxXWBHBIX JOKYMEHTOB B Cylle OOeCIeYMBacTCsS peanu3aleil KOMIUIEKca MEpOTPHUSTHH,
HaIpaBJICHHBIX Ha MOJ/ICP)KaHHE apXUBHBIX JOKYMEHTOB B ONTHMAJIHHOM (PU3MYECKOM COCTOSIHUH, MUHIMH3ALINIO
PHUCKOB UX TOPYH | (WIH) YTPATHI, B COCTaB KOTOPOTO BXOJSAT:

TIPpEAOCTABIICHUE H30JIMPOBAHHBIX HOMCH.[QHI/II\/'I JUIT pasMEIICHUA apXWBHBIX NOKYMCHTOB W IIPOBEACHUA
pa60T, CBA3aHHBIX C ApXHMBHBIM XPaHCHHUCM, OCHAIIICHHBLIX CPEACTBAMU MOKAPOTYUICHUA, OXpaHHOﬁ n nomapﬂoﬁ
cnmanmauneﬁ, 060pyZ[OBaHI/IeM U XpaHCHUS TOKYMECHTOB;

OopraHuzanus u obecrneueHne CO6J'HO)ICHI/IH MMPOTUBOIOXKAPHOI'0, OXpPAaHHOI'0, TEMIICPATYPHO -BJIA)KHOCTHOTO,
CBETOBOI'0 U CAHUTAPHO-TUTUEHUYIECKOT'O PEXKUMOB;

BBINTOJTHEHHNE TPEOOBAHHUH K Pa3MEIICHHIO JOKYMEHTOB B apXHUBOXPAHMIIHIIE;

MIPOBEICHUE TPOBEPKU HAIWYMS M COCTOSHHSI COXPAaHHOCTU apXUBHBIX JOKYMEHTOB B COOTBETCTBHU C
MOPSAKOM, YCTAaHOBJIEHHBIM pa3zaenoM 10 HacToswmen MHeTpykiuy,

obecrieueHre BO3MOXXHOCTH NPOBENEHHUS MNPOQMIAKTUYECKOH H TEXHHYECKOW OOpaldOTKHM apXHBHBIX
JIOKyMEHTOB;

onucaHue (COCTaBICHHE OMHCEH Jel) U CBOEBPEMEHHas IOCTAaHOBKA apXHBHBIX JOKYMEHTOB Ha y4yeT B
COOTBETCTBHH C MOJOKEHUSAMH HacTosAmel MHCTpyKIHH.

12.2. ApxuB pa3Memnaercss B 3[JaHUM W (MIM) OTAEIBHBIX IOMEIIEHUAX 3maHui. OCHOBHBIE NOMELICHUS,
IpeHa3HaYeHHble IS XpaHEHWs, y4yeTa, KOMIIJIEKTOBAaHHS M HCIIOJIB30BAHUS APXUBHBIX JIOKYMEHTOB, H
BCIIOMOTaTeIbHbIE (aAMUHUCTPATUBHO-XO3SHCTBEHHOTO, TEXHHYECKOTO M OBITOBOTO HA3HAYEHHUS) JOJDKHBI
COOTBETCTBOBaTh TpPeOOBAaHUSIM, YCTAHOBJIEHHBIM NyHKTOM 12.1 Hacrosmed MHcTpykiuu, a Takke OOIIMMH
TpeOOBaHUAMHU 0E30MaCHOCTH K OOIIECTBEHHBIM 3AaHUSIM U COOPYKESHUAM <1>.

<1> ®enepanbubiii 3akoH oT 30.12.2009 N 384-D3 "TexHudeckuil periaMeHT O 0€30MacHOCTH 3AaHUN U
coopyxenuit"; I'pagoctpoutenbHblil koneke Poccuiickoii @eneparuu.

XpaHCHI/Ie APXMBHBIX AOKYMEHTOB B 3aBUCUMOCTU OT HX 00BEMOB OCYHICCTBJIACTCA C HCIIOJIb30BAHHUEM
OAHOT'O WJIN HECKOJIbKHUX BAPUAHTOB PA3MCIICHUA:

B 3JaHUW, OTBEYANOIIEM TpPeOOBaHHUAM, YCTAHOBJICHHBIM VIIOJIHOMOYEHHBIM (elepabHBIM OpraHOM
HCITIOJIHUTEIILHON BJIACTH B Chepe apXUBHOTO JieJia U ACJIOMPOU3BOICTBA <2>;

<2> IlpaBuna OpraHu3alliyd XpaHEHUs, KOMIUIEKTOBAHUS, Y4e€Ta ¥ HCHOIb30BAaHUS JOKYMEHTOB ApPXHBHOIO
torma Poccuiickoit @enepannu u qpyrux apxXuBHBIX JOKYMEHTOB B FOCY/IapCTBEHHBIX M MYHHIIMIIANBHBIX apXUBax,
My3esx M OMOIHOTeKaX, HAYYHBIX OpPraHM3alUAX, YTBEp:KIEHHbIe NMpHKa3oM DelepatbHOTO apXWBHOTO areHTCTBA
ot 02.03.2020 N 24.

B CHEIUATFHO O00OpYyIOBAaHHOM [ XpPaHEHHS JOKYMEHTOB H30JHPOBAHHOM  IIOMEUICHUH -
apxuBoxpanmtuie (myHKT 12.3 HacTosmei MHCTpyKInN);

B 3anuparomuxcs mradax mim ceitdax.

Pazmemenne apxuBa B IIPUCHOCOOJCHHOM 3HaHMM (IIOMEIIEHWH) JOIMYCKAeTCsl TOJBKO IIOCIE €ro
oOcmemoBanust (B TOM 4HCJIE TMOABAJIBHBIX M UYEPJAYHBIX IOMEIIEHHH, pPabOTOCIOCOOHOCTH DJIEKTpOCeTel,
OTONMTENBHBIX M BEHTUJSILIMOHHBIX CHUCTEM, MPOUYHOCTH MEXKITaKHBIX MEPEKPBITHI C y4eTOM MNOTEHIHMAIbHBIX

Harpys3ok).
12.3. ApXHBOXpaHWJIHILE JAOJKHO:
OTETATHCS OT COCETHUX OMEIIEHUI OTHEYTOPHBIMY CTEHAMHU;

UMETh ECTECTBEHHYIO WJIM MCKYCCTBEHHYIO BEHTWIILMIO, OOECICUMBAIOUIYIO PELHUPKYIALHUI0 BO3IyXa,
HCKITIOYAIOIIyI0 00pa30BaHHE HEIIPOBETPUBAEMBIX 30H;

COXPaHATHh CTAOMIBHOCTD TEMIIEPATyPHO-BIAKHOCTHOTO PEXHIMAa;



HUMCTb BbIXO/JIbI K J'[I/I(l)TaM n (I/IJ'II/I) JICCTHUYHBIM KJICTKAM,

HE UMETH IPOJIOKEHHBIX YE€PE3 HETO pr6 BO,HOCHa6)KeHI/Iﬂ M KaHaAJIU3alluu, TCXHOJIOTHYCCKUX WU OBITOBBIX
BBIBOJIOB BOJbI,

HC UMCTb BHYTPH paclpCACINTCIbHBIX IIIUTOB, Hpe,HOXpaHHTeHeﬁ 1 OTKJIIOYAOIUXCA py6I/IJ'H)HI/IKOB;

HE pacriojiaraTteCsi B THOIBANaX M IMOMEMICHUSIX, PACIIONIOKEHHBIX HIDKE YPOBHS MOBEPXHOCTH 3E€MIIH, 3a
UCKITIOYCHUEM XPaHHUJIHI (TOMEIIeHNH ), 00eCTIeYMBAIOIINX 3aIIUTY OT IPOHUKHOBEHHUS B HUX TPYHTOBBIX, TAIBIX U
MABOJAKOBBIX BOJ, B BETXUX CTPOCHHUAX, JAEPEBSHHBIX MOCTPOMKAX, MOMEIIEHUSIX C OTHOCUTEILHON BIa)KHOCTBHIO
BO3/yXa Ooiee 55% U C IEYHBIM OTOTUICHHEM;

HUMCTb JABEpU C MOBBIIICHHON TEXHUYECKOMU YKPEIJICHHOCTBIO (MeTaJ'IJ'II/IquKI/Ie WU OOILIUTEIE MeTaJ’IJ’IOM);

HMETb 3alliparolyecs pemeTKH Ha OKHaxX (IPH pa3MEeICHUH apXUBOXPAHMIUINA Ha [IOKOJIEHOM, TIEPBOM HIIH
BTOPOM JTaxe 3/1aHUs).

Pacuer HEOOXOIMMO# MJIOIIAIN APXUBOXPAHUIIUINA PEKOMCHIYETCSI MMPOU3BOIUThH C YUETOM PACIOIOKCHUS
CTEJJIA)KEH W UX HAIOJHEHUS B COOTBETCTBUM C NMyHKTOM 12.7 Hacrosimed MHCTpyKLMH, a Takke € y4YETOM
BO3MOXKHOCTH pa3menicHns 400 enHUI] XpaHeHHS Ha | KB. M IUIOIIAAH apXHBOXPaHIIIHIIA.

Kaxxnomy apXuBOXpaHHWIMILY MPHUCBaNBAETCSI HOMEP, KOTOPBIH OTpaXkaeTcs B TOMOTpadMUeCKUX YKa3aTeIsIx
B COOTBETCTBHH C IyHKTOM 12.19 HacTtosmeit MHCTpyKumu.

12.4. lns obecriedeHust AesITEIbHOCTH apXuBa (IIpU HEOOXOMMOCTH) BBIJCISIOTCS TIOMEIICHHE JUIsl ITpUeMa
JOKYMEHTOB, UX BPEMECHHOTO XpaHEHHs M aJalTallii K HOBBIM YCJIOBHAM (aKKIMMAaTH3alnH), pabodas KOMHATa
pabOTHHKa, OTBETCTBEHHOTO 3a paboTy apXuBa CyAa, MOMEUICHHE A HPENOCTAaBICHUS IOCTYNa K apXHUBHBIM
JOKyMEHTaM.

12.5. ApxXuBHBIE JOKYMEHTHI Pa3MEINAOTCS B ApXUBOXPAHMIIUIIE HA CTAIIMOHAPHBIX, IEPEABIKHBIX U (MIJIN)
MOOMJIBHBIX METAIMYECKUX CTEIJIaXax, B METAJUINUECKHX mKadax, ceidax mim KoHTeHHepax.

B kauecTBe crnenuanbHOTO O60pyI[OBaHI/ISI BO3MOXHO HCIIOJB30BAHNUC CTAalMOHAPHBIX OTCEKOB-00KCOB C
MCTAJUNIMICCKUMHU NIEPETOPOAKAMHU U ITOJIKAMH.

He paspemaercst xpaHeHWe apXWMBHBIX JOKYMEHTOB B TPAaHCIIOPTHOM Tape, B INTa0eNsX, Ha IOy,
MOJJOKOHHMKAX, JIECCTHUYHBIX IJIOMIAKaX, B Tapaxax U APYTuX, He MpeJHa3HAYCHHBIX U HX XpaHCHUS MecTax.

12.6. TIpu paccraHOBKE CTeUIKEH B apXMBOXPAaHWIMILE NPEANOUYTEHHE JOHKHO OTJAaBaThCs HUX
MEePIEeHANKYISIPHON OPUEHTAIIMH 110 OTHOIICHUIO K CTEHAM C OKOHHBIMH POEMAaMU M Pa3MEICHHUIO Ha Y/IAIeHUN He

MeHee | M OT HCTOYHHKOB TeIla.

12.7. Tlpu paccraHoBke creiuaxeit (wkagoB, ceHpoB) B apXUBOXPaHWIHMIIE PEKOMEHIYETCs
IpegyCMaTpUBaTh CIEAYIOMUE PACCTOSHUS MEXKILY:

TOpLAMH CTeUIaXel (TIaBHEIA poxoxn) - He MeHee 120 cM;

psAaaMu cresaked (MeXCTEIITaXXHBIN MIPOX0) - He MeHee 75 cM;

cTeJIaKaMHu, MapajyielIbHbIMUA CTeHE, U Hapy>KHOM CTEHOU 3/1aHus - HE MeHee 75 cM;

TOPLIOM CTeJUIaXKa U CTEHOH - He MeHee 45 cM;

BEpXHEH MOJIKOH CTeJIaXka ¥ TIOTOJIKOM - 50 cM;

HIDKHEH MOJIKO# CTellIaXka U TOJIOM - He MeHee 15 cM (B IIOKOJIBHBIX ATaxkax - He MeHee 30 cM).

Pa3menienrne MOOMIIBHBIX CTEIUIaKeH MPOU3BOAMUTCS C YIETOM O0COOCHHOCTEH TIOMENICHU U pa3MenaeMoro
000pyIOBaHHUS.

12.8. ApXvBHBIE JOKYMEHTHI Pa3MEIIAIOTCsl B IEPBUYHBIX CPE/ICTBAX XPaHEHHMS:
Ha OyMa)KHOM HOCHTEJE - B KOPOOKax, IanKax, KOHBEpTax;

ANEKTPOHHBIE Ha QU3MUECKH 000COOICHHBIX HOCUTENSIX - B YIAKOBKE, PEKOMEHAOBAHHON HMPOU3BOIUTEISIMA
HOCHUTEIIEH.



Jis XpaHCHHS KapTOYCK WM CIIPABOYHBIX MAaTCPUAIOB B OMEIICHIH apXHBa YCTAHABIMBAKOTCS KAPTOTCYHBIC
mKagsbl.

12.9. Ha nepBUYHOM CpEACTBE XpaHEHHs apXHBHBIX JJOKYMEHTOB YKa3bIBalOTCS HOMEp M Ha3BaHHE (OHJA,
HOMEp OIMCH JIeJ, KpalfHie HoMepa €UHUL] XPaHEHUs, Pa3MEIIEHHBIX B HEM.

12.10. IIpoTuBONOXKApHBIN PEXXUM B 3[aHUU WM MOMEIICHUU apXWBa yCTAHABIMBACTCS B COOTBETCTBUM C
3aKOHOJATEeIHCTBOM Poccuiickoit @enepariun o moskapHoi 6e3omacHoCTH <3>.

<3> @enepanbublii 3akoH or 21.12.1994 N 69-®3 "O mnoxapHoil 0e30macHOCTH"; IOCTAHOBJICHHE
IIpasurensctBa Poccuiickoit @eneparmm ot 16.09.2020 N 1479 "OO6 yrBepxaernn [IpaBui mMpOTHBOMOXKAPHOTO
pexxuma B Poccuntickoit @enepartim’”.

PaboTHUK, OTBETCTBEHHBIH 3a pabOTy apxuBa CyAa, MAODKEH MPOMTH HMHCTPYKTaX IO BOIIPOCaM
MPOTHUBOMOXKAPHOH OE€30MacHOCTH, O3HAKOMHTBECS C NPABWIAMH IOJb30BaHMS NPOTHBONOKAPHBIM HHBEHTAPEM.
WHcTpykTax paOOTHHKOB apXHBa MO MPOTHUBOMOXKAPHONW OE30ITaCHOCTH JIOJDKEH IIPOBOANUTHCS HE PEXKE OJTHOTO pas3a
B T0J OTBETCTBEHHBIM paOOTHUKOM, Ha3HAYEHHBIM MPUKA30M MpEeJCceaaTels cy/a.

12.11. OxpaHHBI pexuM oOecreunBaeTcsl MyTeM OOOpYJOBaHMS 3JaHUS WM ITIOMELICHHH apxuBa
CPEACTBAMH OXpPaHbI, 00ECIICUNBAIONIMMHI KOHTPOJIb IOCTYIA B HUX (€CIM apXUB CyJa pa3MEIleH B OTACIHFHOM OT
CyZJa 3[aHUM), a TAKXKE COOJIOACHUEM TOPS/IKA CIAuW/CHATHSA OXpaHbI MOMEIICHUS apXUBOXPAHMINIIA U TIOPSAAKA
JOCTYIa B HETO, YyCTAHOBJIICHHOTO NPHUKA30M IIpeJiceaTeNs Cya.

12.12. ApxuWBHBIE JOKYMECHTHI HEOOXOIWMO XpaHHTh B TEMHOTE. EcCTecTBEHHOE OCBEIICHHE B
apXMBOXpAHWINIIE JIOMYCKAeTCd MpPH YCJIOBUM TIPUMEHEHUS] Ha OKHax CBETOpaccemBarelied, peryisiTopoB
CBETOBOTO MOTOKA (CHEIUATBHBIX CTEKOJT), 3aAIIUTHBIX (PHIBTPOB U MOKPBITHH, )KATO3H.

HHH HUCKYCCTBCHHOT'O OCBCIICHUSA TPUMCHAIOTCA JIAMIIbl HaKaJIUBaHUA B 3aKPBITHIX HJ'IaCI)OHaX C rnam(oﬁ
MOBCPXHOCTBIO.

PaspemaeTcs npuMeHeHHE JTIOMUHECLICHTHBIX JIAMI C YPE3aHHBIM YIbTPa(HOJICTOBBIM YYACTKOM CIICKTpA,
CBETOAUOAHBIX CBETUJIIbHUKOB, Pa3pCIICHHLIX YITOJIHOMOYCHHBIM (be}lepaJ'H)HI)IM OpraHom HCITOJTHUTEJILHON BJIACTH
B chepe MmokapHoit 6€30MacHOCTH.

12.13. OnTUManbHBIMU YCIOBUSIMU XpaHEHUs apXUBHBIX TOKYMEHTOB SIBJISIIOTCS:

JUIL TOKyMEHTOB Ha OyMa)kHOM HocuTele - Temreparypa 17 - 19 °C, oTHocuTeNbHAS BIaXKHOCTH BO3IyXa -
50 - 55%;

JUTSL TOKYMEHTOB Ha MarHUTHBIX JUCKAaX U TUCKOBBIX HAKOMUTENAX - Temmeparypa § - 18 °C, oTHocutenbHas
BIAKHOCTb BO3AyXa - 45 - 65%);

JUIsl IOKYMEHTOB Ha ONTHYECKUX AMCKax - Temmeparypa 10 - 23 °C, oTHOCUTeNbHas BIAXHOCTh Bo3ayxa - 20
- 50%.

12.14. KoHTponp 3a TeMIEpaTypHO-BIAKHOCTHBIM PEKUMOM O0ECIIEYMBACTCS PETYJISIPHBIM M3MEPEHHEM C
MOMOIIBI0 TEPMOMETPA M TUTPOMETPA WM TEPMOTHIPOMETPA, Pa3MEUICHHBIX B OJHOW WM HECKOJIBKMX TOUYKaX
apXMBOXpAHWINIIA (B 3aBUCHMOCTH OT KOHCTPYKTHBHBIX OCOOCHHOCTEH IUIOLIAH) BIAIM OT OTONHTEIBbHBIX U
BEHTWISIIMOHHBIX CHCTEM Ha BBICOTE HE MeHee | M OT 1oIta, mapaMeTpoB BO3AYIIHON CPEIbL:

B CHENHAIM3UPOBAHHOM 3[aHUU - He peke 1 pasza B HEZEIo;
B CHCHHATEHO 000PYIOBAHHOM JIJISl XpAHEHUSI H30JIMPOBAHHOM ITOMEIICHHUU - HE pexke 2 pa3 B HEJIeIIIo;
IIPH HECOOTBETCTBHHU TAPAMETPOB HOPMATUBHBIM TPEOOBAHUAM - 1 pa3 B CYTKH.

12.15. B apxumBe AODKHA BECTUCH (UKCAIMS TEMIIEPAaTypPHO-BIAXHOCTHBIX XapaKTEPUCTHK BO3IYIIHON
Cpelibl B apXUBOXPAaHWINLIEC U MEP, IPUHATHIX 110 HOPMaIU3aluu TEMIIEPATyPHO-BIaKHOCTHOI'O PEKHUMA B CIydasx
€r0 HapyLICHHUS.

12.16. Hamnexamiee caHUTapHO-TUTHEHNYECKOE COCTOSHUE B apXHBE MOJICPKUBACTCA IMPOBEICHIEM B HEM
HE peke OJHOTO pa3a B MECAIl BIAXHON yOOpKH IOJIOB, 00eCHBUIMBAaHUS 00OpPYIOBaHMSA M MEPBUYHBIX CPEICTB
XpaHeHHs, OOpabdOTKM IOKOJBHBIX 4YacTel CTelulaked, IUIMHTYCOB, II0JIOKOHHHKOB BOJHBIMU pacTBOPaMHU



AHTHUCCIITUKOB.

12.17. ApxXuWBHBIE TOKYMEHTHI, MOIBEPIIIHECS OHOJIOTHICCKOMY MOPaKEHHIO, MOIekKAT HEMEUICHHON
M30JSIIMM W CAaHUTapHO-TUTHEHUYECKOH 00paboTke (ne3sMH(eKnuu, Ie3MHCEKIWH), a apXUBOXPaHWIIUILE,
MOpaXeHHOE OMOJIOTMYECKUMH BPEAUTEISIMH, - I€PaTH3ALUH.

12.18. Cremnaxu u mkagsl TODKHBI OBITH IPOHYMEPOBAHBI B MOPSIJIKE CJIEBAa HANPaBO OT BXOJHOW JBEpH,
TMIOJIKM Ha CTEJJIAXaX JOJDKHBI OBITh IPOHYMEPOBAHBI 10 MIKadaM B HOPSAIKE - CJIEBa HAIIPABO, CBEPXY BHU3.

12.19. MecTo XpaHEHHS CIUHHII XPAHCHUS B apXUBOXPAHWINIIE (UKCHUPYETCS B TOIOTPAPHUECKIX
yKazareysix: nocTeakHoM (npuitokenne N 36 k HacTosiiedl MHCTpyKIuK) 1, npu Haau4uu Oojee oxHoro Qouna,
no¢onnoBoM (npunoxenue N 37 k Hacrosimend MHCTpyKIum).

IMpu Benenuu TtomorpaMyYecKOro yKaszaTesls OJUH €ro SK3eMIULIP JOJDKEH XpaHUThCS y paboTHHKa,
OTBETCTBEHHOT'O 3a pabOTy apXuBa CyAa, BTOPOH - pa3MENIaThCsA B COOTBETCTBYIOIIEM apXUBOXPAHUIIHUIIE.

Tomnorpadudeckue ykazaTean HE COCTABIIFOTCS IIPU OTCYTCTBHU apXUBOXPAHMIIUIIA.

13. Cpoxu 1 nopsiioK nepesayvu e Ha XpaHeHue
B rocyJI1apcTBeHHBIil apXuB

(8 pen. Ilpukaza CynebHoro aenapramenTa npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

13.1. lema o0mero AeI0npON3BOICTBA IIOCTOSHHOTO CPOKA XpAaHCHUS U CyIeOHBIC JIelia TIOCTOSHHOTO CpOoKa
XpaHEeHHs 10 MCTEYCHUH CPOKOB MX BPEMEHHOTO XpaHECHHs B apxuBe cyna (15 mer) mepemaroTcs Ha IMOCTOSHHOE
XpaHeHUe B TOCYAapCTBEHHBIA apXuB, €CJIM CYJ BBICTYNAeT UCTOYHUKOM €TI0 KOMILIEKTOBAHMS WM MPH HATUIUH
COOTBETCTBYIOIIETO JOTOBOPA C apPXUBHBIM YUPEKIACHUEM.

Pemenne o ¢opme mpuemMa MOKYMEHTOB (TIOJIHOTO WM BbIOOpoYHOro) mpuamMmactcss DIIK apxuBHOTO
YApeKACHUS.

Cyzpl, He BEICTYMAIONIME UCTOYHIKAMH KOMIUICKTOBaHHS TOCYJAPCTBEHHOI'O apXUBa, NEPEealoT JOKYMEHTHI
Ha MOCTOSIHHOC XpaHCHUE B FOCyI[apCTBeHHBIﬁ ApXUB IpU UX JIUKBUAAIIUHU U HAJIUYUU JOKYMCHTOB ApXI/IBHOFO
tonna Poccuiickoit @enepanuu.

13.2. Tlepemauya IOKYMEHTOB IIOCTOSIHHOTO XpPAHEHHS B TOCYJapCTBEHHBIM apXWB OCYILECTBISAETCS B
COOTBETCTBHM C IUTAHOM-TPauKOM, KOTOPBIH YTBEPXKIAETCS PYKOBOJIMTEIEM T'OCYAAPCTBEHHOT'O apXHBA HIIH
YIIOJHOMOYEHHBIM UM JOJDKHOCTHBIM JIULIOM.

HocpoyHas mepejaya JJOKYMEHTOB Ha ITOCTOSHHOE XpaHEHHE MOJKET OBITh OCYIIECTBIICHA NPH OTCYTCTBHH
HEOOXOMMBIX YCIIOBHUIl [Jisi 00ecrieueHnsi COXpaHHOCTH JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparuu,
MIPH yIpo3e yTpaThl (YHUITOXKEHHUS) TOKYMEHTOB, a TAaK)Ke Ha OCHOBAHUH JIOTOBOPA C FOCYIapCTBEHHBIM apXUBOM.

[Ipoanenne cpoKOB XpaHEHHUS JOKYMEHTOB B apXHBe cyda AomyckaeTca mo pemenuio OIIK apxuBHOTO
YUPEKICHHUS.

13.3. PaboTsl, cBsi3aHHBIE ¢ OTOOPOM, TIOJATOTOBKOW W Tieperadeii TOKYMEHTOB Ha TOCTOSHHOE XpaHECHUE B
TOCYJapCTBEHHBIA apXHB, B TOM YHCIIE C UX YIOPAJOYCHHUEM, TPAHCIOPTUPOBKOI, BRITIOJIHSAIOTCS 3a CUET CPEJICTB
cyza.

13.4. Tlepen nepenaveil JOKyMEHTOB Ha MIOCTOSIHHOE XpaHEHUE B FOCYIapPCTBEHHBIN apXUB IPOBOASTCS:

paccMOTpeHHe JOKYMEHTOB Ha IMpeIMEeT pacCeKpeuuBaHMs HOCHUTENEH CBENEHUH, COCTaBIISIOIIUX
rOCyJlapCTBEHHYI0 TallHy B Clly4ae HCTEYEHHUS CPOKOB, YCTAaHOBJIEHHBIX 3aKOHOJIaTeabCcTBOM Poccuiickoit
denepanuy;

paccMOTpeHHe JOKYMEHTOB Ha TMPEIMET CHATUS MOMETKH "Il CIy’)KeOHOTO TOJB30BaHUS" ¢ HOCHUTEICH
MHQOPMALIMU OTPAaHUYEHHOTO PACIPOCTPAHEHHS B TOPAIKE, YCTAHOBIEHHOM 3aKOHOIATEIHCTBOM Poccuiickoit
denepanuu.

13.5. Tlepemaga 3MEKTPOHHBIX APXHUBHBIX AeN B HHOOPMAIMOHHYIO CHCTEMY TOCYIApCTBEHHOTO apXuBa
MPOU3BOJIUTCS B MOPSJIKE, YCTAaHOBJICHHOM (hefiepaibHBIM OpPraHOM HCIIOJIHUTENILHOM BJIacTH B cepe apXUBHOTO
JieNa | JeJI0ONPOU3BOICTBA, [10 COIVIACOBAHUIO C FOCYAapCTBEHHBIM aPXUBOM II0 OIIUCIM 3JIEKTPOHHBIX JOKYMEHTOB.
K omucsiM 37IeKTpOHHBIX €T TpUIaraloTes peecTpbl (ailyioB 3IEKTPOHHBIX JOKYMEHTOB.



13.6. Ilepenaua MOKYMEHTOB OOPMIISCTCS aKTOM IpUEMa-TIEPeaul apXUBHBIX JOKYMCHTOB Ha XPaHCHHE
(mpunoxenue N 22 x Hacrosimied WMHCTPYKIMHK), COCTAaBIsSEMBIM B ABYX JK3eMIUIApax. OIUH JK3EMIUIp aKTa
0CTaeTCsl B TOCYIapPCTBEHHOM apXHBe, IPYroi - B Cy/Ie.

Bwmecte ¢ JOKYMEHTaAMU IEPEAAIOTCS YETBIPE SDK3EMIUISAPA OIMMCH A€JI, a TAK)KE OAUH - B DJIEKTPOHHOM BUJIEC, B
(bopMaTe, COTJIACOBAHHOM C TOCYJapCTBCHHBIM apXHWBOM. OZ[I/IH OK3CMIIIAp ONHMCHU Ha 6yMa)KHOM HOCHTCIJIC
OCTacTCAd B CyJ€.

13.7. Ha Bcex sK3eMIUIApax ONUCH €T TOCYAAPCTBEHHBIM apXUBOM JENAI0TCsl OTMETKH O IMpUEMe apXUBHBIX
JOKYMEHTOB B apxuB. [Ipn OTCYTCTBMM €IWHUI] XpaHEHHS, YKa3aHHBIX B OITHCH JIeJ, Cyl IPHHUMAET MEPHI 0 HX
posbicky. Ecnm B Xozme po3bicka OTCYTCTBYIOIIME TOKYMEHTHI HE OBIIM HAaWAEHBI, B ONMHCH JEN JENaeTCsl HOBas
UTOTOBasl 3amuch. Homepa OTCYTCTBYIONIMX EIUHMI] XPAaHCHUS M NPHUYHHBI OTCYTCTBHS OTOBapHBAIOTCS B aKTe
InpreMa-nepeadd JOKyMEHTOB Ha XpaHEHUE U B IIPUJIaraeMoil K akTy CIpaBKe, COCTAaBIISIEMOM CyIOM.

Cyn, mepenarmomuii JOKYMEHTBI Ha XpaHCHHE B TOCYIApCTBCHHBIA apXWB, O0s3aH MPUHITH MEPBI K
BOCCTAaHOBJICHHIO YTPadeHHBIX MPOWM3BOJCTB B COOTBETCTBHM C TiaBoi 38 I'pakmaHCKOTO IpoleccyalbHOTO
koznekca Poccuiickoit denepanuu.

ITpu oTcyTcTBHM (yTpaTe) MOUIMHHNKOB MEPENAIOTCS UX 3aBEPEHHBIE KOMMH (IIPH HATMYHUH).

13.8. JlokyMeHTHI HepeAaroTcs Ha MOCTOSHHOE XPAaHEHHE B YIOPSAOYEHHOM COCTOSHHM CO CIIPaBOYHO-
TIOMCKOBBIMH CPEIICTBAMH.

IIpunoxenue N 1

K MHCTpyKIIMK 0 NOPSIKE OpraHU3aLiH
KOMIUIEKTOBaHHMSI, XpAaHEHHsI, y4eTa

W UCTIOJIb30BAHUSI JOKYMEHTOB
(37IeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(beaepanbHbIX CyI0B 00l FOPHCIUKINH

CrHcOK N3MEHSIOMNX JOKYMEHTOB
(8 pexn. Ilpukaza CynedHoro nemapramenta npu BepxoBHoMm Cyne PO
ot 09.01.2024 N 1)

(HanMeHOBaHUE Cy/Ia)

(HanMeHOBaHME CTPYKTYPHOTO MOJIpa3eIeHus Cy/a)

HOMEHKIJIATYPA JIEJI
Ha rog <1>
MNupexe 3aroyoBoK sena KomngectBo TomoB | Cpok XpaHeHUS IIpumeuanus
nena (gacTeit) u N craTbu 1O
TIEPETHIO
1 2 3 4 5

Hasganue paznena




HavansHUK CTPYKTYpPHOTO NOAPA3AEIECHUL
(YOITHOMOYEHHOE JIULIO)

(Tmomuch) (pacmmgppoBKa OAITNUCH)

(mata)

<1> K HOMeHKJaType AeJ CTPYKTYpHOTO MOApa3JeeHHs M0 OKOHYAHUHU KaJeHJIApHOTO rojia COCTaBISETCS
UTOTOBAas 3amuch 1Mo (popMe, YKa3aHHON B MPUIOKECHUU 2, U JIENIacTCI OTMETKA O Mepe/iaye UTOTOBBIX CBEACHUN B
OTJIEN IeJIONPON3BOJICTBA Cy/a.

IIpunoxenne N 2

K MHCTpyKIIMK 0 NOPSIKE OpraHU3aLiH
KOMIUIEKTOBaHHMSI, XpaHEHHsI, y4eTa

Y MCTIOJIb30BAHUSI IOKYMEHTOB
(37IeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHbIX CyI0B OOILEH IOPUCIUKIMN

CHucoK N3MEHSIONINX JOKYMEHTOB
(8 pexn. Ilpukaza CynedHoro nemapramenta npu BepxoBHoMm Cyme PO
ot 09.01.2024 N 1)

YTBEPX/AIO
(HauMeHOBaHHUE Cy/Ia) [pencenarens cyaa
HOMEHKIJIATYPA JIEJI (Toammck) (pacmmdpoBKa MOAITHUCH)
Ha roj
(nara)
Wnnekc 3aroJyoBOK jena Komuaectso Cpoxk xpaneHus u N [Tpumeuanus
Jena TOMOB (4acTeif) | CTaThU IO MEPevHI0
1 2 3 4 5

Hazganue pasznena

HauansHuk oTena
JIEITOTPON3BOACTBA (00IIEero oTaeNa)

(oamuce) (pacmmdpoBKa OAITNCH)




(nara)

Buza paboTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa

COI'JTACOBAHO YTBEPXJIEHA
IIpoTokon skcnepTHOI KOMHUCCHU CyAa IIpoTokon sKCepTHO-NPOBEPOUHOIT
KOMHUCCUU apXMBHOIO YUPEXKICHUS

OT n " N OT " " N
Hrorosas 3anucek 0 KaTEropusax U KOJIUYECTBE J1€]1, 3aBEACHHBIX B rofy B cyne
Ilo cpokam xpaHeHUsI Bcero B toMm uucne:
NEePEXOAALIUX ¢ otMmeTtkoii "DIIK"
1 2 3 4

Ha 6ymaxkHoM HocuTene
(Tpu HaTMYMH THOPHUIHBIX A€, ToM(a) Ha OyMa)KHOM HOCHTEIIE YIHTHIBAIOTCS B paserne Tadmumsl "Ha
Oyma)kHOM HOcHuTele", ToM(a) Ha SJICKTPOHHOM HOCHTEIIE YUUTHIBAIOTCS B pa3zelie TaOMUIbl "DIeKTPOHHBIX ")

ITocTossHHOTO

Bpewmennoro (cBeime 10 net)

Bpemennoro (o 10 et BKIIOYUTETHHO)

DNEKTPOHHBIX
(Tpu HaTMYMH THOPHUIHBIX A€, ToM(a) Ha OyMa)KHOM HOCHTEIIE YIUTHIBAIOTCS B paszerne Tadmuisl "Ha
OymakHOM HOcHuTele", ToM(a) Ha 3JIEKTPOHHOM HOCHTEIE YIUTHIBAIOTCS B pa3zaeliec TaOIuIbl "IIeKTpOHHBIX"):

ITocTostHHOTO

Bpewmennoro (cBsime 10 neTt)

Bpemennoro (10 10 et BKIFOYUTETHHO)

HUTOI'O:

Havansruk ornena
JIeTIONpOn3BOJICTBa (00IIero oTaena)

(moamuce) (pacmmdpoBKa MOAINCH)

(nata)

Hrorossie CBCACHUA MCPEIAHbI B apXHUB.

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyna




(monmnwuck) (pacum¢poBka noamucH)

(mata)

[Mpunoxenne N 3

K MHCTpYKINH O IOpsIIKE OpraHU3aLiH
KOMIUICKTOBAHHS, XpaHEHHs, ydeTa

1 UCTIOJIb30BaHMS JOKYMEHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXHBax
(henepasbHBIX CyIOB 00N I0PUCANKINN

CIHUCOK M3MEHSIOIINX JTOKYMEHTOB
(B pen. Ilpukaza Cynebnoro aemapramenta rnpu Bepxosuom Cyae PD
ot 09.01.2024 N 1)

(HamMMeHOBAaHME CyIa)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoApas3mesieHus cyna)

OIMChb N
nes, OOKYMEHTOB
3a ron




n/n

NHunexc
Jena

3aroJIoBOK aena

Kpaiinue natei

Cpok
XpaHeHHs
(rpada He

3aI0JIHSACTCS
B OIIHCH JIeJT
MOCTOSTHHOTO
cpoka
XpaHEeHHS)

KoanuectBo
JINCTOB

IIpumeuanus

4

5

Hazpanme pa3aciaa




B maHHBE pasnel ONMCY BHECEHO

neJ1

(umdpaMm M OPONMUCHI)

c N no N

, B TOM umcCJe:

JIMTEPHBEIE HOMEPaA:

4

IPOIIyMEeHHEEe HOMepa:

HavMeHOBaHME IOJDKHOCTU
cocTaBUTEJId ONUCU
(momnmce)

(naTa)

PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmpa Ccyna
(momnmce)

(nara)

COIJIACOBAHO
HauasnpHMK oTnesa
OeJlonpomMs3BOOCTBa (obwero oTrnesia)

(momnmcso)

(naTa)

[lepenan

(pacumbpoBka MOONUCH)

(pacumbpoBka IOONUCH)

(pacumdpoBKa MIOAONUCHK)

SIOVHNML, XPaHEeHUA

(undpaMm M OPONUCHIO)

(umdpaMm ¥ OPONMCHIO)
KapToOTeK K IOKYyMeHTaM.

HamMeHOBaHME HOOJDKHOCTM paboTHMKA
CTPYKTYPHOI'O NOIOpaslesieHMs
(momnmce)

(nara)

[TprHAaI

pPerMCcTpalMOHHO ~KOHTPOJIbHEIX

(pacumdpoBKa MNONNMUCH)

SIOVMHNL XPaHEeHUA

(umdpaMm ¥ NOPONMUCHIO)
"

(undpaMm M HOPONUCHIO)
KapTOTEeK K IOKyMeHTaM.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyla
(momnmceo)

(nara)

PEeTrMCTPalVMOHHO~KOHTPOJIb HBEIX

(pacumpporka IOONMUCH)

Ipunoxenne N 4

K MHCTPYKIMH O MOPSIIKE OpraHU3aluu
KOMIUIEKTOBAHMS, XpAaHEHUsI, ydeTa

1 MCHOJIB30BaHUS JOKYMEHTOB
(9JIeKTPOHHBIX TOKYMEHTOB) B apXHMBaX



(enepanbHBIX Cy0B O0MIEH IOPUCAUKINT

CHHCOK H3MEHSIONNX JOKYMEHTOB
(8 pen. Ilpukaza CynebHoro nemapramenTta npu Bepxosaom Cyne PO
or 09.01.2024 N 1)

(HaMMeHOBaHME cyna)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoIOpaslesieHMs cyna)

doum N

OIlICh N

DJIEKTPOHHEIX el

(MOCTOSHHOTO XPAaHEeHMs/BPEeMeHHHX

(cBomie 10 JjileT) XpaHeHMa/MO JIMUHOMY COCTaBy)
3a Ton




N HNupexe 3arojaoBok Peructpanuonss! | Bun u 3aronosok | Jlara Cpok Kommuecto | OObeM B IIpumeuanus
n/n zena 3JIEKTPOHHOTO 1 HOMep 9JIEKTPOHHOI'O | IOKyM€ | XpaHEHHUs ¢aiinoB OaiiTax
Jiea 1o 3JIEKTPOHHOIO JIOKyMEHTa HTa (xommuecTBO
HOMEHKJIAType JIOKYMEHTa (aiinos B
KOHTEWHepe)
1 2 3 4 5 6 7 8 9 10
B ,JIaHHI::Iﬁ rasmeJi OoIMcCHrM BHECEHO OJIEKTPOHHEIX IOOKYMEHTOB
(umdpaMmt M HOPONMCHEI)

c N rno N

, OoOBeMoM

Banr.

IIPOIIYyUIEHHEIE HOMEPa:

B ToM umcre JIMTEePHBIE HOMepa:

4

K 3JeKTPOHHEIM IOKYyMEHTaM COCTAaBJIEHBEl peeCTpH (QaljioB.

HamMveHOBaHMEe OOJIXKHOCTU
cocCcTaBUTEJIA OIIMUCU

(mommnmce)
(mara)
Pa®oOTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna
(mommnmce)

(pacumppoBKka MOONMUCH)

(pacumppoBka NOONMUCH)




(naTa)

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

(nara)

[lepenan

(pacumdporka IOONMUCH)

BJIEKTPOHHEIX ITOKYMEHTOB

(umdpaMm ¥ OPONMUCHI)
06 BEMOM

danr.

(umbpaMm M NPONMUCHIO)

HavMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O NoIpaslelieHUs
(momnmcso)

(naTa)

[MprHAan

(pacumdppoBKa MIOAONUCHK)

OJIEKTPOHHEIX IOOKYMEHTOB

(undpaMm M OPONUCHIO)
o0BBEMOM

Banr.

(undpaMm ¥ OPONMCHIO)

PaboTHUK, OTBETCTBEHHHMN
3a paboTy apxmuBa cyzna
(momnmce)

(pacumdpoBka IOONUCH)

(mara)
PeecTp 0GanjioB 2JIEKTPOHHOTO HOOKYMEHTa
N /i N 3J€KTpOHHOTO HaumenoBanue [Hata u Bpems O0Bvem ®dopwmar daitna
JOKYMEHTA 10 OIHICH (haiina IOCJIETHETO (B OaiiTax)

M3MeHeHHus Qaiina

IIpunoxenue N 5

k MHCTpyKIIMU 0 OpsIKe OpraHu3aluu
KOMILUIEKTOBAaHUS, XPAaHEHHUS, ydeTa

U UCTIOJIb30BaHUs JJOKYMEHTOB
(9JIeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHHCOK N3MEHAOMUX JOKYMCHTOB
(B pen. IIpukasza Cynebnoro aemnapramenta npu BepxoBaom Cyne PO

o1 09.01.2024 N 1)



YTBEPXIAIO

(HanMeHOBaHHE Cya) [pencenatens cyna
Do N (moamuck) (pacmmgppoBKa MOAITNUCH)
OIIMCH N
JIeIT, MOKYMEHTOB TOCTOSTHHOTO
XpaHCHHS
3a rox (maTa)
N /i Unnekc gena 3arojIoBOK jena Kpaitnue natei KonuuectBo [Mpumevanus
JINCTOB
1 2 3 4 5 6

Hasganue pasnena

B ImaHHBIM pazsmesi OIlMCKM BHECEHO

(undpaMm M HOPONUCHI)

pALSH)

c N no N

JIITEPHBIE HOMepa:

B TOM 4YMCJIe:

4

IIPOIIyLieHHBIe HOMepa:

HamMeHOBaHME IOOJIXHOCTU
COCTaBUTEJIA OIUCU

(mommmce) (pacumdpoBKa MIOONUCHK)
(mara)
PaBoOTHUK, OTBETCTBEHHLI
3a paboTy apxmuBa cyna
(mommmce) (pacumdpoBKa MIOONUCHK)
(mara)
COT'JIJACOBAHO VTBEPXJIEHA
IIpoTokon sKkcrepTHON KOMUCCHHU Cy1a [IpoTokois sKCcEePTHO-NIPOBEPOUHOM
or" " N KOMHUCCUU apXMBHOIO YUPEXKICHUS

" n

oT

N__

Ipunoxenne N 6

K MHCTpyKIMM 0 MOPsIAKE OpraHu3alnuu
KOMIUIEKTOBAHHUSI, XPAaHEHUS, yUeTa

U UCIOJIb30BaHUS JOKYMEHTOB
(2TIEKTPOHHBIX TOKYMEHTOB) B apXUBax
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH



CrHCOK N3MEHSIOINX JOKYMEHTOB
(8B pen. Ilpukasza Cyne6Horo nenapramenta npu Bepxosnom Cyne PO
o1 09.01.2024 N 1)

YTBEPXJAIO
(HauMeHOBaHHME cyia) IIpencenareins cyna
®oun N (monnuck) (pacum¢poBKa MoMUCH)
OIIMCBH N
JIeT1, JOKYMEHTOB IO JINYHOMY COCTaBY
3a N0 (mara)
Nu/m| Wupekc nena 3aronoBok fena | KpaitHue natst Cpok KomugectBo | IIpumeuanus
XpaHCHUA JIUCTOB
1 2 3 4 5 6 7

HasBanue paznena

B ImaHHBIM pazsmesi OIIMCM BHECEHO

(undpaMm M OPONUCHI)
nen
c N no N , B TOM UMCJIE:
JITEPHBEIE HOMEpPa: ’
IIPpONylleHHEIE HOMepa:

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBuUTEJId OINUCHU

(momnmce) (pacumdpoBka MIOONUCH)

(naTa)

PaboTHMK, OTBETCTBEHHBM
3a paboTy apxmBa cyla

(mommmce) (pacumdpoBKa MIOONUCHK)

(nara)
COI''TACOBAHO YTBEPXJEHA
IIpoTokon sxcnepTHOI KOMUCCHU Cya IIpoTokon 3KCepTHO-NPOBEPOUHOI
or" " N KOMHUCCUU apXMBHOIO YUPEXKICHUS

oT " " N

IIpunoxenue N 7

K MHCTpyKIMH 0 MOPsIAKE OpraHu3alnuu
KOMIUIEKTOBAaHUA, XPaHCHUA, YUCTa

1 UCIIOJIB30BaHUA TOKYMCHTOB
(9JIEKTPOHHBIX JOKYMEHTOB) B apXHMBaX



(enepanbHBIX Cy0B O0MIEH IOPUCAUKINT

Crrcok N3MEHSIOMUX JOKYMEHTOB
(B pen. IIpukasza Cynebnoro aemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPX/AIO

(HanMeHOBaHHE Cya) [pencenatens cyna

®dorn N (moamuce) (pacmmgppoBKa MOAITNUCH)
OIIMChb N
JIeIT, TOKYMEHTOB BPEMEHHBIX
(cBpimre 10 5eT) CpOKOB XpaHEHHUS
3a roJ (mara)
Nu/m| Wuanekc nena 3aronoBok | Kpaitnue natsi Cpok Konugectso ITpumeuanus
Jcia XpaHCHUA JIUCTOB
1 2 3 4 5 6 7
HasBanue paznena
B DaHHBI pasnesl ONMCM BHECEHO
(umdpaMy M HOPONMUCHI0)
neJl

c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEPaAa: ,
INPOIyILIeHHEIE HOMEepa:

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBuUTEJId ONUCHU

(mommmce) (pacumdpoBKa MIOONUCHK)
(mara)
PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna
(momnmce) (pacumdpoBKa MIIOONUCH)

(nara)
COT'JIACOBAHO YTBEPXIEHA
IIpoToKOII AKCTIEPTHOI KOMUCCHU Cyia ITpoTOKOI IKCTIEPTHO-TIPOBEPOYHOIA
or" " N KOMHCCHHU apXHUBHOTO YUPEKICHUSI

oT " " N

Ipunoxenue N 8
k MHCTpyKIMU 0 OPsIKE OpraHu3aluu



KOMIUICKTOBAaHUS, XPAHCHUS, yICTa

1 UCIIOJIB30BaHUs TOKYMEHTOB

(9TEKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepanbHBIX Cy0B O0MIEH IOPUCAUKINT

CIHCOK M3MEHSIONINX JAOKYMCHTOB

(B pen. IIpukasza CynebHoro aemapramenta npu Bepxosaom Cyie PD

o1 09.01.2024 N 1)

YTBEPX/AIO

(HanMeHOBaHHE Cya)

doug N

OIIMCBhb N

3JEKTPOHHBIX eI

(TIOCTOSTHHOTO XPaHEHHSI/BPEMEHHBIX
(cBbime 10 net) XpaHeHHs1/TIO JINYHOMY
COCTaBYy)

3a roj

IIpencenarens cyna

(moamuce)

(mara)

(pacmmgppoBKa IOAINCH)



N n/n WNupexe 3arojaoBok PerucrpannonHsiii Bunu Hara Cpok KommuectBo | O6bem B | [Ipumeuan
nena 3JEKTPOHHOT 0 HOMEp 3JEKTPOHHOTO | 3aroJIoBOK | JOKYMEHT | XpaHEHHs daiinoB OaiiTax us
Jiena 1o JIOKyMEHTa 3EeKTPOHHOT a (xomuuecTBO
HOMEHKJIaType 0 JOKyMEHTa (aiiioB B
KOHTelHepe)
1 2 3 4 5 6 7 8 9 10
B ,HaHHI::Iﬁ rasmeJi OoIMcCHrM BHECEHO OJIEKTPOHHEIX IOOKYMEHTOB
(umdpaMmt M HOPONMCHEI)
c N no N , O0OBeMoM

BarT. B TOM UMCJIe JIMTEPHBIE HOMEPA: ,

IIPOIIYyUIEHHEIE HOMEPa:

K nmenaM cocTaBJIeHHE BHYTPEHHME ONMCU (pPeecTprl) IeJl.

HamMveHOBaHMEe OOJIXKHOCTU
coCTaBUTEeJIA OIIMCU

(mommnmce) (pacumppoBKka MOONMUCH)

(mara)

Pa®OTHUK, OTBETCTBEHHLIN
3a paboTy apxmBa cyna

(mommmce) (pacumppoBKa MIOLANUCHK)




(naTa)

COTI'JIACOBAHO
IIpoTokoun sKCcIEepTHON KOMHMCCHU Cyla
OT n " N

YTBEPXJIEHA
IIpoTokos sKcnEpPTHO-IPOBEPOUHOM
KOMHCCHHU apXUBHOTO yIPECIKIACHHS
OT " n N

PeecTp GanyioB 2JIEKTPOHHOTO HOOKYMEHTa

Jcja 1o onm1ucu

N /o N a5ekTpoHHOTO HammenoBanwue daiina Hara u Bpems O6Bpem dopmar
MTOCIICTHETO (B GaiiTax) (aitna
N3MEHEHUS
¢aitna

IIpunoxenne N 9

K HCTpYKIMK 0 OPAIKE OpraHU3aLUH
KOMIUIEKTOBAHHS, XPaHEHUs, yIeTa

1 UCTIONIb30BaHMA JOKYMEHTOB
(3TIEeKTPOHHBIX JOKYMEHTOB) B apXHBax
(enepabHBIX Cy/I0B OOIIEH IOPUCANKIIH

Crucok N3MEHAOMUX JOKYMCHTOB

(B pen. IIpukasza Cynebnoro aenapramenta npu BepxoBaom Cyne PO

o1 09.01.2024 N 1)

(HaMMeHOBaHMe cyma)

PEECTP OIVCEN IEJ, IOOKYMEHTOB

Hauat
OKOHUEH




N N N Hassan KomnugectBo nen B onucu fed, Kpaitau | Komnuect | Konnuects | Ilpumeuan
n/n | ¢donpa | ommcu ue JIOKyMEHTOB € JaThl | BO JIMCTOB 0 us
OIMCH OIMCU | JK3EMILLIP
Jell, | MOCTOSIHHOT | BpEMEHHOTO o nien, OB OIUCHU
JoKyMe | O XpaHeHus | (cBblme 10 | mMuHOMY JOKYMEHT zel,
HTOB JIET) cocTaBy OB JIOKyMEHTO
XpaHEeHHUs B
1 2 3 4 5 6 7 8 9 10 11




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

(mp¥ OTCYTCTBUM He BKJIOUAKNTCS B MTOTOBYK 3alMChb), M3 HUX:

YyIIpaBJIEHUECKOM IOKYMEeHTaluuu onmceu,
(umbpaMy M NPONMUCHIO)

IOOKYMEHTOB JIMUHOT'O IIPOMCXOXIEHMS onucen,
(umbpaMy M MOPONMUCHIO)

HAYUYHO-TEXHUUYECKOM OOKYMEHTAaluMn onmceu,
(umdpaMm M OPONMUCHI)

BUIOEOIOKYMEHTOB onucen,
(umbpaMy M NPONMUCHIO)

KMHOIOOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

GOHOODOKYMEHTOB onmcewn,
(umbpaMy M NOPONMUCHIO)

GOTOODOKYMEHTOB onucen,
(umbpaMy M NOPONMUCHIO)

BJIEKTPOHHEIX ITOKYMEHTOB onucen,
(umdpaMm ¥ HOPONMUCHI)

B TOM UMCJIE:

IOCTYIINJIO B T. onucen,
(undpaMm M OPONUCHIO)

BEIORIJIO B . onmucemn
(umdpaMm M OPONMUCHI)

PaboTHUK, OTBETCTBEHHHMN

3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa IOONUCH)
(mara)
HauvasbHUK oTmeJia
OeJlonpomMs3BOOCTBa (obwero oTrnesa)
(momnmce) (pacumdpoBka MIOONUCH)

(nara)

IIpunoxenne N 10

Kk MHCTpYKIMHU 0 TIOPSIKE OpraHu3auu
KOMIUICKTOBAaHUS, XpaHEHHUS, yIeTa

Y MCIIOJIb30BAHUS TOKYMEHTOB
(3TIEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/I0B OOIIEH IOPUCANKIIIH

Crrcok N3MEHAOIHUX JOKYMCHTOB

(8B pen. Ilpukaza Cyne6Horo nenapramenTa npu BepxosHom Cyne PO

o1 09.01.2024 N 1)

JMCT-3ABEPUTEJIE IEJIA N

B nmesie nmomumTo ” IIPOHYMEPOBAHO

(undpaMm ¥ HOPONUCHIO)

(mmcTa (oB)

c N
JIMTEPHEE HOMEepa JIMCTOB

10

14

B TOM 4YMCJIe:

14

IIPOIIyHIeHHBIE HOMEepa JIMCTOB

4

+ JIMCTOB BHyTpeHHef/JI OInMcum




Oco0OCHHOCTH (PU3UUECKOTO COCTOSIHUS M (DOPMUPOBAHUS JAeTa Howmepa nucros

2
HavMeHOBaHME IOJDKHOCTM pPaBOoTHUKA,
COCTaBMBIIETO 3aBEPUTEJIEHYIO
HaOIUCh
(momnmuce) (pacumdporka IOONMUCH)
(mara)
IIpunoxenue N 11
Kk MHCTpYKIIMU O TOpsIKE OpraHu3aluu
KOMIUICKTOBAHUS, XpaHEHHUS, ydyeTa
U MCIIOJIb30BaHMA JOKYMEHTOB
(37IeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX CyI0B 00IIEH IOPUCANKIINH
CHucok N3MEHSIOIMUX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro nemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)
BHYTPEHHSS ONMChH
IOKYMEHTOBR pejia N
N Peructpaumonnsiii N [Hata 3aronoBokK Howmepa nucros IIpumevanus
n/m JOKyMEHTa JIOKyMEHTa JOKyMEHTa Jena
1 2 3 4 5 6
VToro IOKYMEHTOB .

KomnuecTBO JIMCTOB BHyTpeHHeﬁ oInncu

(umdpaMm M NOPONMUCHI)

HamMeHOBaHME IOOJIKHOCTM JIMLE,
COCTaBMBIIET'O BHYTPEHHIOKO OIIMCbH

OJOKYMEHTOB IeJjla

(nara)

JIMCTOB

(undpaMm ¥ HOPONUCHIO)

(monnmce) (pacumdppoBKa MIOONUCHK)

Ipunoxenne N 12

Kk MHCTpYKIMHM 0 TIOPSIKE OpraHu3auy
KOMIUIEKTOBAaHUS, XpaHEHHUs, y4eTa

U MCTIOJIb30BaHMA JJOKYMEHTOB
(9JIeKTPOHHBIX JTOKYMEHTOB) B apXHMBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH



CIUCOK N3MEHSIIOINX JOKYMCHTOB
(8 pen. IIpukaza CyneOHoro aemnapramenrta npu Bepxosaom Cyne PD
ot 09.01.2024 N 1)

N 1O |

WD

(HanMeHOBaHME TOCYJapPCTBEHHOTO apXUBa)

(HanMeHOBaHUE Cy/Ia)

(HanMeHOBaHME CTPYKTYPHOTO MOPA3ICICHNS)

JHeno, yronoBHoe neino,
rpa)xIaHCKOE JIEJI0,
aJIMUHUCTPATUBHOE
nieiio, aeno oo
aJIMUHUCTPATUBHOM
MpaBOHAPYIICHHH,
Marepuan

JAEJIO (YU L) N MMPOMN3BOACTBO N

MATEPHAIL

TOM N

(Ha3BaHUE Je7a)

1 nHCTAHIHSA 2 UHCTaHIUA

IToctynuno IToctynuno

Paccmotpeno PaccmoTpeno

[Hata Havana Hata okoHuaHus
MIPOU3BOJICTBA MIPOU3BOJICTBA

Kpaiinue natel

Ha JIMCcTax

XpaHUTb

(Cpok XpaHeHUS B roJ1ax, 10 KaKOTO ro/1a XpaHUTh)




On. N

AN ( )

(moamnuce) (pacum¢poBKa MoAMUCH)

[punoxenne N 13

K MHCTpYKIUH O MOPsAKE OpraHu3aliu
KOMIUICKTOBaHU, XpaHEHHUS, ydeTa

U HUCTIOJIb30BAaHUS TOKYMEHTOB
(3TEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B O0IIEH IOPUCANKIIN

CHI/ICOK N3MCHAOMUX JOKYMCHTOB
(B pen. IIpukaza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
"o N
(momnmce) (pacumdpoBka IOONUCH)

O BBIOEJIEHUM K YHUUTOXEHUIO
(2apxXMBHBEIX) IOOKYMEHTOB, (marTa)
He [oIJiexallMxX XpaHeHU

Ha ocHOBaHUU

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

OTO@paHbI K YHUYTOXEHUIO KakK He mMeKmue HayQHO—V[CTOpV[quKOﬁ IIEHHOCTM "
yTpaTmMBIIME INPAaKTUUECKOE 3HadveHMe OOKYMEHTEI (bOH,Ha N

(N m HazBaHue ¢GoHIa)

N | 3aromoBok gena | I'ogsr | Homepa Homep enunuib Komnuectso Cpoxu ITpumeu
/I (TpynmoBoi omucH <2> | XpaHEHUS 110 OIUCH SIMHUI] XpaHCHUSA U | aHUA
3aroJIOBOK (MHIEKC O XpaHeHus (en) | HoMepa
JIOKYMCHTOB) HOMEHKJIATypEe JIe) crareit mo
TIEPEYHIO
1 2 3 4 5 6 7 8
Uroro enyHUL, XpaHeHMs (mej, SJIeKTPOHHHX IeJj) 3a
(umbpaMm M NOPONMUCHIO)
TOIbI.
Onycu nOeJyl MOCTOSHHOTO XPaHeHMS 3a TOIBL

yTeepxneHs OIIK

(HaMMeHOBAaHME aApPXMBHOIT'O YUPEXIeHUS)
NPOTOKOJI OT N

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmBa cyla

(monnmce) (pacumdppoBKa MIOONUCHK)

(nara)



COTIJIACOBAHO YTBEPXIEHO
[IPOTOKOJ SKCIEPTHOM KOMMCCUU [IPOTOKOJ SKCIEPTHO-NIPOBEPOUHOM
cyma KOMUCCUM apXMBHOTO yUpPEXIeHMUS
or "_ " N or " " N

IJOKYMEHTEl B KOJIMUECTBE

SIOVMHNIL XPaHEHUA (mned,

(umdpaMm M MOPONMCHEI)
BIIEKTPOHHBEIX IeJl) :
Ha OyMaXHOM HOCHUTEJIE BECOM

KI' CIOAaHBEI Ha YHUUTOXEHUE,;

Ha DJJIEKTPOHHOM HOCHUTeJIe CIHOaHBI Ha YHUMUTOXEHME

(crtoco® YHUUTOXEHMS)

HamMeHOBaHMEe IOOJIXKHOCTMU
paboTHMKA Ccyna,
COaBUIeTO IOKYMEHTE
(momnmce)

(mara)
JOKYMEHTE YHUUYTOXEHEl B YCTAHOBJIEHHOM IIOpPSANKE.
HamMeHOBaHME OOJIKHOCTM

paboTHMKA CyIla, YIOJHOMOUEHHOTO
OCYWECTBJIATE KOHTPOJbL 3a yTUIM3ALUENn

(momnmce)
(mata)
VI3MeHeHVsa B YyUueTHHEe JOKYMEHTHE BHECEHH.
PaboTHUK, OTBETCTBEHHEM
3a paboTy apxusa
(mommmce)

(naTa)

(pacumdporka IOONMUCH)

(pacumdpoBka IOONUCH)

(pacumdpoBKa MIOONUCHK)

<2> TIpu BbIIETICHUH K YHUUTOXKEHHUIO TOKYMEHTOB IMPH MOJATOTOBKE JIeJI K Tiepeiaue B apXuB cyja rpada He

3aIIOJIHACTCA.

IIpunoxenue N 14

Kk MHCTpYKIMHM 0 TIOPSIKE OpTraHu3auu
KOMIUICKTOBAaHUS, XPaHEHHUS, yIeTa

1 MCTIOJIB30BaHMSA JOKYMEHTOB
(97I€KTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHucok N3MEHSIOIUX JOKYMEHTOB
(8B pex. Ilpukaza CyneGHoro nenapramenta npu Bepxosaom Cyne PO

o1 09.01.2024 N 1)

Komy npezncrasiisgeTcs

(HaMMeHOBaHME M alpec MIoJyJuaTesisd)

Kem mnpencrareiigeTcs

(HamMeHOBaHMUE U agpec OTUMTEIBAKIEI'OCA apXluBa




(bopMa COOCTBEHHOCTM OTUMTHEBAIIEIOCS apxmuba)

[lacnmopT apxmMea cyzna

Ha " " 20 roma
1. Obume ceBeneHUs
Kon crpoku Komunuectso [Inomane apxuBOXpaHUINL, CremneHsb 3arpyK€HHOCTH
dhonI0B KB. M apXUBOXPAHUIIUII, IPOLEHTHI
A 1 2 3
101

2. CBemeHMs O IOOKyMeHTax

IToka3zarenu Kon KonunuecTBo equHul XpaHeHus
CTPOK
u BCEro | KpaiHue MaThl | M3 HUX BHECCHO B OMMCH | XpaHUTCS | oOpasyeTcs B
CBepX roj Aen
HaJal | KOHEY | BCETO | KpalHHE JAaThl | yCTaHOBJIEH
bHas Has HOTO CpoKa
Hayallb | KOHEYH
Hast ast
A b 1 2 3 4 5 6 7 8
[TocTossHHOTrO 201
XpaHeHus <3>
[To nuynomy 202
COCTaBy
3. Kanmpe
Kox cTpoxu KonmdecTBo mraTHBIX PaOOTHHKOB
301

4. YcnoBMSA XpaHeHUs OOKYMEHTOB (HYXHOE MNOOUEPKHYTH)

ApXHUBOXpaHUIIHINA €CTbh, HET; CYXUE, CHIPBIE; CBETIIBIEC, TEMHBIE.
Oromenue LEHTPAIBHOE, IEYHOE; OTCYTCTBYET

Cremnaxu MeTaJTNIeCKHe, JepeBSIHHbIC; KOMOMHUPOBAHHBIC; HET
Ikadsr JIepEBSIHHBIC, METAIINYECKUE; OTCYTCTBYIOT.
CurHanuzanus MOYKapHAsl: €CTh, HET; OXPAaHHAsl: €CTh, HET
UuTanbHbIH 321 €CThb, HET.

TemmepaTypHO-BIaXHOCTHBIH PEKUM coOmoaeTcs, He COOTI0JaeTcsl.

mon 20 .

[lpencenmaTens cyna

(momnmce) (pacumbpoBKa MIOONUCH)




(nara)

®.M.0. m TeynedOH MCIOJIHUTEIS

<3> Ilpu cocTaBlcHHH TacIIOpTa apxuBa IieaecoobpasHo B crpoke 201 BHOCHTH NaHHBIC O JAeiax
MOCTOSIHHOTO XpaHEHUS! OTAENbHO MO0 TPaXXTAHCKUM, AJMHHHCTPATHBHBIM, YTOJOBHBIM Ji€JJlaM W JieJaM IO
SKOHOMHYECKUM CIIOpaMm, JejlaM OOIIEeTO AEeTOMPON3BOJICTRA.

IIpunoxenune N 15

k MHCTpyKIMU 0 TOpsIIKe OpraHu3aluu
KOMIUICKTOBAaHUS, XpaHEHHUs, y4eTa

1 UCTIOJIb30BaHMA JOKYMEHTOB
(3TIEeKTPOHHBIX JOKYMEHTOB) B apXHBax
(enepabHBIX Cy10B 00IIEH IOPHCANKIINH

CrHycoK N3MEHSAIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro nemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

(HaMMeHOBAaHME cyma)

YUeTHBEIe CBeIeHMA O IOOKYMEeHTAax, XPaHAIMXCA B apXuBe CcyIa

Ha " " 20 T.
1. OBbume cBemeHUA
Kon crpoku KomuuectBo [Tnomanp apXUBOXpaHWIKIL, KB. |  3arpy>KEHHOCTb apXUBOXPAHUJIIUILL,
¢doHI0B M MIPOLICHTBI
A 1 2 3
101

2. CBemeHuMsa O IOKyMeHTax

IToxazarenu KonmdecTBo eauHuUI] XpaHEeHUS
BCeTr | KpalHWE JaThl | W3 HUX BHECEHO B XpaHuTcsa | oOpasyercs
0 OIUCH CBEPX B rof Jen
YCTaHOBIIE
Hayajib | KOHEY | BCer | KpailHue JaThl HHOTO
Hast Hast 0 CpoKa
Haydajb | KOHEY
Hast Hast
A 1 2 3 4 5 6 7 8

IlocTostHHOTO XpaHEHUA

Bpemennsix (cBeimie 10 neT) cpokoB
XpaHeHHs

Bpewmennsix (1o 10 neT) cpokos
XpaHeHUs WK "0 MUHOBaHUS




HanoOHOCTH"

Ilo nnynOMy cocTaBy

[lpencepmaTens cyna

(momnmuce) (pacumdporka IOONMUCH)

(nara)

®.M.0. UCHOOJIHUTENS

[punoxenne N 16

K MHCTpYKIUH O MOPSIAKE OpraHu3aliu
KOMIUICKTOBaHUS, XpaHEHHUS, ydeTa

" UCIIOJIb30BaHUA TOKYMCHTOB
(3TIEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B O0IIEH IOPUCAUKIIIN

CHI/ICOK N3MCHAIOMUX JOKYMCHTOB
(B pen. IIpukasza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

(HamMMeHOBAaHME CyIa)

(Ha3BaHME apxuBa Ccyna)

KHUT'A
yyeTa MNOCTYIMJIEHUA U BEOBTUA OeJI, OOKYMEHTOB

Tom N
Hauat

OKOHUEH



N Jara HaumenoBanue | HaumenoBanu | Ha3zpanu T'onwr Bun Iloctynnenue onucaHHbIX Bri6biTHE OnMcaHHBIX T0KyMeHTOB | Heonmcannbix nemn, | [Ipumeuanu
1/ | MOCTYIUICHH | OpraHU3aIluH €, HOMep U eu MOCTYIUBUIN | HOCUTEN JIOKYMEHTOB JIOKYMEHTOB, s
o U (cTpyKTYpHOTO narta HOMEp X UJIHA a1 <4> JIMCTOB
BBIOBITHS noJpas3zieJiecHu | JOKyMEHTa, o q)OH)Ja BBIOBIBIIINX KOJIMYECTBO €ANHUIL XPAHCHU S KOJIMIECTBO €AMHUILl XpPaHCHUSA
s, Id1Ia, KOTOPOMY JIOKYMEHTOB
apprBa)’ oT MOCTYIIWIN 10 OIIUCHU IMOCTOAHHOT | BDCMCHHBI o NOCTOAHHOT | BDCMCHHBI o MOCTYNHNII BBIOBLT
KOTOpOi UM BBIOBLIN e, 0 XpaHeHHUs | X (CBBIIIE | JIUYHOM | O XpaHEeHHs | X (CBBIIIE | IMYHOM 0 0
MOCTYIWIH JIOKYMEHTBI JIOKyMEHTOB 10 ner) y 10 net) y
(I/IJ'II/I 3516[,]][1/[) COCTaBy COCTaBy
nena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Vitoro B Tony IIOCTYIIMIIO

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

(umbpaMy M NPONMUCHIO)
BIIEKTPOHHBIX

(umdpaMm M MOPONMCHEI)
[IoxasHBATCSA pas3nesjlbHO MTOT'OBHE IaHHBEe 1o 11, 12, 13, 15.

PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmupa

(momnmuce) (pacumdporka IOONMUCH)

(nara)

<4> BH - moxyMeHTH Ha OymMa)XHOM Hocutene, D/ - aIeKTpoHHBIE MOKYMEHTHI, ['J[ - B ONHCH BHECEHBI
THOpUIHBIE Jera.

<5> [lpu HamuuuK THOPUIHBIX Jen ToM(a) Ha OyMa>KHOM HOCHUTENEe YuuThIBaeTcs B cTpoke "Ha OymarkHOM
HocuTene", ToM(a) Ha IIEKTPOHHOM HOCHTEIE YIUTHIBACTCS B CTPOKE "DICKTPOHHBIX .

IIpunoxenue N 17

K MHCTpYyKIMH 0 NOPSIIKE OpraHU3aluu
KOMIUICKTOBaHUS, XpaHEHHs, ydeTa

1 HCTIOJIb30BAaHUS TOKYMEHTOB
(9MIEKTPOHHBIX TOKYMEHTOB) B apXHBaxX
(benepanbHbIX CyJI0B 00IEeH FOPUCIUKINH

CrHcoK N3MEHSIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro aemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

(HamMeHOBaHME cyma)

CIIMCOK ®OHIOOB

Tom N
Hauar
OxoHueH
N ¢onga| [lata mepBoro HasBanue OtmeTka o BERIOBITHH (hoHITA IIpumeuan
MOCTYTUICHUS ¢donma ust
JIOKYMEHTOB MECTO nata u N JOKyMeHTa, Ha OCHOBaHUHU
donna BBIOBITHS KOTOPOTO BBIOBLI
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUeHH GOHIH C N mo N ,
13 CIOMUCKa MCKJIoUYeHbBl QoHIel ¢ N no N .

Bcero XpaHMUTCHA B apxmBe boumorB, m3 HUX:




(umbpaMy M NOPONMUCHIO)
comepxaT ocob0O LleHHHEe Ieja.

(umdpaMm M OPONMUCHI)

Homepa cBOOOZXOHEIE :
HoMepa BHIOHBIIME (IIe€pPEeNaHHHE) @

HauMeHOBaHME HOOJDKHOCTUM JiMlla, COCTABMBIEI'O MTOT'OBYI T'ONOBYK 3alllChb

PaBOTHMK, OTBETCTBEHHBI
3a paboTy apxusa

(momnmuce) (pacumdporka IOONMUCH)

(nara)

IIpunoxenne N 18

K MHCTpYyKIMH 0 NOPSIIKE OpraHU3aluu
KOMIUIEKTOBAHHMS, XpaHEHUsI, y4eTa

Y MCHOJIb30BaHUsI JOKYMEHTOB
(9JIeKTPOHHBIX TOKYMEHTOB) B apXHMBaX
(benepanbHbIX CyI0B 00IEel FOPUCIUKIUH

CrucoK N3MEHSAIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CyneOHoro nemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

JMCT ®OHIOA N

MeCTOHaxXOXIeHrue GoHIa (DaTa HepBOTO NOCTYILJIEHUS
(HamMMeHOBAaHME CyIOa, IOOKYMEHTORB (GoHIAa)
roe xpaHuTcsa GoHI)

Kpaitaue nate! kaxmoro Ha3zBaHus QoHIA Hazpanue donnma

1 2

1. YyeT HeONMCaHHHX OJOKYMEHTOB

Jara Hassanue, N n nata ITocrynnenue BriObITHE Hanuuwne
3anmcu JOKYMEHTa, I10 (ocTaTok)
KOTOpOMY
TOCTYITHIH WITH KOJINYECTBO KpaiiHue KOJINYECTBO KpailHue | Bcero aen
BI)I6I)IJ'[I/I JIOKYMCHTBI CAVHUI] XpaHCHUA AaThl CAWHUI] XPAaHCHUA JaThl
(TOKyMEHTOB, (TOKyMEHTOB,
JIMCTOB, OalT) JIUCTOB, OaifT)
1 2 3 4 5 6 7

2. YueT ONMCAHHEIX IOOKYMEHTOB



Hara | Homep | I'on(| Hassanue |Iloctyn BriObITHE Hanuuue (ocTaTox) eAMHUL] XpaHEHUS
3allUCH | OMNHCHU BI) | ONNCH jed, UI10
zen, JIOKYMEHTOB | €JMHUII | KOJMYEC | OCHOBAH | B TOM YHCIIE [0 | KOJIMYEC B TOM UHCIIE:
JIOKYMEH UIu XpaHeH TBO ue OIUCSIM, TBO
TOB aHHOTALUS ust €IMHMI[ | BBIOBITH | YTBEP)KACHHBIM | CIIMHUI] IIOCTOSIHHOTO XpaHEHUs O JTHIHOMY
(kpatkas XpaHeHu i OIIK XpaHeHH COCTaBy
XapaKTepuc ST (Ha3BaH s N 3
THKa ue, nara, KONHWYeC | KpallHW | M3 HHX II0 OMHCAM, | KONWde | KpaiiHue
JIOKyMEHTOB N TBO e natel | yrBepxkaeHHsM OIIK | cTBO JTaThl
) JIOKyMeH | KOJMYECT | KpaiHH SIMHUI] €INHU
T2) BO € J1aThl XpaHEeH! i
€IMHUL] o KOJIMYECTBO | KpallHHE | XpaHeH
XpaHEHHUS €IVHULL JaThl us
XpaHEHHS
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[punoxenne N 19

K MHCTpYyKIMK 0 NOpSIKE OpraHU3aLuH
KOMIUIEKTOBaHHS, XpaHEHUs], y4eTa

1 MCHOJIB30BaHUsI JOKYMEHTOB
(9JIEKTPOHHBIX JTOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIIN

CHucok N3MEHSIOIMUX JOKYMEHTOB
(8B pen. Ilpukaza CyneGHoro nenapramenta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

YTBEPXIA
(HaMMeHOBAaHME cyma)
AKT [lpencenmaTens cyna
"o N
(momnmce) (pacumdpoBKa IOONUCH)
O TeXHUUECKMUX ommbkrax
B YUETHEIX IOOKYMEHTax
(mara)

dounm N
HaseaHue odoHIa

B xome BHIIOJIHEHUSA

(Bum pabor)
OOHAPYXEeHB TeXHUUeCKMe OWMOKM B 3alMCHAX:

HazBanue moxymenra CymecTByIOIIast 3aI1ch Crnemyer 3amucarb
1 2 3
B pesynabTaTe KOJIMUECTBO e OMHMALL XpaHeHus (emmumL yuera) He
U3MEHUJIOCE / yBEeJIMUMUIIOCE / YMEHbIIMIIOCE Ha e OVHNLIL

(umdpaMm M NOPONMUCHIO)
XpaHeHUsa (eIuMHML ydeTa) .

[IpuMeyaHmA :

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(monnmce) (pacumdppoBKa MIOONUCHK)

(mara)
3MEeHEeHUS B yUETHBEE IOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(momnmce) (pacumbpoBka MIOONUCH)

(nara)



[punoxenne N 20

K MHCTpyKINH 0 MOPSAKE OpraHU3aUH

KOMIUIEKTOBaHHSA, XPaHEHUS, yIeTa
1 MCIIONIBb30BAHUS JOKYMEHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXHUBaX

(denepalbHBIX CYIOB OOIICH OPUCIUKIIMN

Crucok HN3MCHAOMUX JOKYMCHTOB

(8B pen. Ilpukaza CyneGHoro nenapramenta npu Bepxosraom Cyne PO

01 09.01.2024 N 1)

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencepmaTerns Ccyna
"o N
(momnmco) (pacumdpoBKa MIOANUCHK)
06 OOHapPyXeHUM apxXMUBHEIX
IOKYMEHTOB, He OTHOCSAWMXCH,
K OaHHOMY OGOHIY, HEeYUTEeHHBX (mara)

B xome

(BD paboTH)
OBIJIO ODOHAPYyXEHO

(B QoHOe, B apxmMBOXpaHmIMilEe, pabodyeM IIOMELEeHMM)

N o/n 3aronoBoK Mudp (mpu Kpaiinue natel Komnuuectso K kaxomy IIpumevanus

€ IMHALLI HAJTHYHUH) JUCTOB (OalT) ¢boHIy

XpaHeHUs, OTHOCHTCS

JOKYMEHTa (HOBBIN IHGD)

1 2 3 4 5 6 7
UrToro OBHApPyXeHO
(undpaMm M HOPONUCHIO)
IOOKYMEHTOB

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmBa cyna

(mommmce)

(nara)
VI3MeHeHUSa B YYeTHBle OOKYMEHTBI BHECEHEL.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(pacumdpoBKa MIOONUCHK)

(mommmce)

(nara)

(pacumdppoBKa MIOONUCHK)

Ipunoxenue N 21



K MHCTpyKIMH O IOpsiAKe OpraHu3aliy
KOMIUICKTOBaHUS, XpaHEHHUS, ydeTa

1 HUCTIOJIb30BAaHUS JOKYMEHTOB
(3TEeKTPOHHBIX JOKYMEHTOB) B apXHBAX
(enepanbHBIX CyOB O0IMIEH IOPUCAUKINT

Crrcok N3MEHSIOMUX JOKYMEHTOB
(B pen. IIpukasza Cynebnoro aemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIIA
(HaMMeHOBaHUE cyma)
AKT [lpencenaTens cyna
ll—ll N
(momnmceo) (pacumbpoBka MONNUCH)

O HeOOHApPyXeHMM apxXMBHEBIX
OOKYMEHTOB, IYyTM PO3EICKAa
KOTOPEIX MCUEePIIaHB (mara)

HazBaume u N QoHOa

B pesysneTare

YCTAHOBJIEHO OTCYyTCTBME B GOHIE IEepPEeuMCJIEHHHX HMXe el (moxyMeHTOB) ,
NPENIPUHATEE apXMBOM MEPHEL 10 PO3BICKY IeJl [NOJIOXKMUTEJIbHEX Ppe3yJIbTaTOB He naJwu,
B CBS3U C uUyeM CUMTaeM BO3MOXHEIM CHSTb C ydeTa:

N |Onuce N| Enununa 3arooBoK Kpaitnne KomnuectBo | Ilpeanonaraems! | [Ipumedann
n/m xpaHeHus N €IMHALLI IaThl JUCTOB (OalT) € TIPUYUHBI 1
XpaHCHHS OTCYTCTBUS
(apXuBHBIX
JOKYMEHTOB)
1 2 3 4 5 6 7 8
NToro

(umdpaMm ¥ NOPONMUCHI)
eIOMHNI XPaHeHUS (APXMBHHX IOKYMEHTOB) .

ConepxaHMe YTPAQ4YEeHHEIX MaTepMaJIOB MOXeT OBITHE YACTUUHO BOCIIOJIHEHO CJIe oy rmMIm
SIOVMHUIIaMM XPaHEeHUA (HOKyMeHTaMM):

(HoMepa eIMHUL, XPaHEeHMS
¥ UX TPYIIOBHE 3aT'OJIOBKU)

PaBOTHMK, OTBETCTBEHHLI
3a paboTy apxuBa cyna

(momnmce) (pacumbpoBka MIIOONUCH)
(mara)
YTBEPXIOEH <6> COIJIACOBAHO
[IpPOTOKOJI BKCIEPTHO-IIPOBEPOUHON [IpOTOKOJI DKCIEPTHOM KOMMCCUMU
KOMMCCHUNM apXMBHOTI'O YUPEXIESHMA cynoa
oT " " N oT " " N

3MeHeHMa B YyUeTHHE IOKYMEHTEL apXmMBa BHECEHEH.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(monnmce) (pacumdppoBKa MIOONUCHK)




(nara)

<6> [1pu HeoOHapyskeHnu aen ApxusHoro ¢onnaa Poccuiickoit denepanuu.

IIpunoxenue N 22

K MHCTpYyKIMK 0 MOPSIIKE OpraHU3aluy
KOMIUIEKTOBAaHHSA, XPaHECHUS, yIeTa

1 MCTIONB30BAHUS JOKYMEHTOB
(9TEKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepanbHBIX Cy0B O0IMIEH IOPUCAUKINT

CrucoK N3MEHSAIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro nemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

YTBEPXIAI YTBEPXIAI

[lpencenaTenbs cyna

(HaMMeHOBAHME OOJIKHOCTU
PYKOBOOUTEJIA OpraHM3auuu,
IpMHYManIEey ITOKYMEHTEH)

(momnmce) (pacumdporka IOONIMUCH) (momnmce) (pacumdporka MOONMUCH)

(mata) (mnaTa)

AKT
" " N
npreMa-Inepenadm apxMUBHBIX
IOOKYMEHTOB Ha XpaHeHU’e

(ocHOBaHME mepenauyM, K IIPUMEPY, MCTEUEHMEe CPpOKa XPaHEHMS IOOKYMEHTOB)

(HazBaHMe mnepemaBaeMoro QoHIa)

coaj,
(HazBaHMe cyma)
a [IPUHAJ .
(HauMeHOBaHME OpTaHM3aluM, IPpMHMUMAaLEN IOKYMEHTEH)
[IpMHMMaeT Ha IOCYyHapCTBEHHOE XpaHeHMe IOKYMEHTH 3a T ORI

n CHpaBOquHZ aliriapaT K HYM:

N | Ha3zBanue, Homep onucu e, | KonnuectBo sx3emmigpoB onucu | KosmuectBo equnun | [lpumeuanu
n/ma JIOKyMEHTOB JIeNT, TOKYMEHTOB XpaHeHUs i

1 2 3 4 5

MToro HNpmMHATO

(undpaMm ¥ HOPONUCHIO)
eInMHMLL

XPaHEeHUHd .

[lepenaduy OPOUBBEIIN: [IpyeM MNPOU3BEJIN :




(mosmxHOCTL) (mommmuch) (pacumbpoBka (DOJIXKHOCTE ) (momnmuce) (pacumbppoBKa
MIOANMCH) MOANMCH)

(maTa) (maTa)
/I3MeHeHUs B ydeTHHE IOKYMEHTHE BHECEHE.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmpa Ccyna

(momnmce) (pacumbpoBka IOONUCH)

(naTa)

IIpunoxenne N 23

K MHCTpyKINH 0 MOPSAKE OpraHU3aLUH
KOMIUIEKTOBAaHHS, XPaHEHUs, yIeTa

1 MCTIOJTB30BAHUS JOKYMEHTOB
(37IeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX CyI0B 00IIEH IOPUCANKIINH

CIHUCOK N3MEHSIOIINX JOKYMEHTOB
(B pen. IIpukaza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
Il_ll N
(mommmce) (pacumdpoBKa MIOONMUCHK)

O HEMCIPaBMMBIX [NOBPEeXIEHMIX
APXMBHBEIX INOKYMEHTOB (mara)

HazBanuve m N doHOa
B doHme oOHapyXeHH NOKYMEHTEl, [NPM3HAHHBIE HEMCIPaBMMO [IOBPEXIESHHBIMMU :

N | Omuce N | Equanig 3aronoBoOK Kpaitane | Kommuectso CymHocTs 1 IIpumeuan
n/n a MIOBPEKIECHHBIX JIaThl nucToB (6aifT) IIPUYUHBI us
XpaHeH | eIUHHUI] XpaHEeHHS TIOBPEXICHUS
ns N
1 2 3 4 5 6 7 8

JITOTO OOHapyXeHO HEMCIPaBMMO NOBPEeXIEHHBIX

(umdpaMm M OPONMCHIO)

SIOVMHNUIL XPaHEeHUA (apXI/IBHbIX ,JIOKyMeHTOB) .

[lepeunCJieHHEE EeOMHMUE XPaHEeHMSA  (apxXMBHBIE IOOKYMEHTEHI) I[IOIJIeXaT CIMCaHMIO
BBUIY :

OKcHepTH <7>:

(HaMMeHOBaHME IOJDKHOCTEM DKCIEepTOB, IIOANMUCH,
pacumdpoBka OOIONMCEV, HaTa)




(N m maTa npmkKasza OpencemaTesyis Cyda O CHATUM HEUCHIPaBUMO IMOBPEXIEHHHX
APXUBHHX IOKYMEHTOB C yueTa)

PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmpa Ccyna

(momnmuce) (pacumdporka IOONMUCH)
(mara)
COTJIACOBAHO YTBEPXIOEH <8>
[IPOTOKOJI 3KCIEPTHOM KOMMCCUMU [IpPOTOKOJI BKCIEPTHO-IIPOBEPOUHON
cyna KOMUCCHUM apxXMBHOTO yUPEeXIEHUSI
OT ll—ll N OT ll—ll N

VIzMeHeHMa B yUeTHEHE IJOKYMEHTH apXMBa BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmuBa cyna

(momnmcso) (pacumdppoBKa MIOAONUCHK)

(naTa)

<7> [Ipn HanM4MK JOKyMEHTOB, BKIIOYEHHBIX B cocTaB ApxuBHoro ouna Poccuiickoii denepanun.

<8> JIst JOKYMEHTOB, BKITIOUEHHBIX B cocTaB ApxuBHOTO (hoHma Poccuiickoit @enepannu.

IIpunoxenue N 24

K MHCTpyKINK 0 MOPSIIKE OpraHU3aluH
KOMIUIEKTOBAHHS, XpaHEHUsI, ydeTa

Y MCIIOJIb30BAHNUS TOKYMEHTOB
(2TIEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/I0B OOIIEH IOPUCANKIIIH

CHI/ICOK N3MEHAOIUX JOKYMCHTOB
(B pen. IIpukasza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPXIOAK
(HamMMeHOBAHME CyIOa)
AKT [lpencepmaTesns Ccyna
" " N
(momnmceo) (pacumpporka IOONMUCH)
IIPOBEPKM HaJIUUME U COCTOSHUS
APXMBHBEIX INOKYMEHTOB (mara)
®ono N
Hazsrpanue doHOa
Homepa onmucen
[lpoBepka npoBOOUIIACh C o
[IpOBEPKOM YCTAHOBJIEHO:
1. UMCcamMTCsa 1O ONMCAM Oej: eOVHUL XPaHeHUS.
(xkoJIMuecTBO)

2. BHIIBJIEHB TEeXHUUECKMUE OMMOKM :



2.1. VmMenTCa JMUTEPHHE HOMEpPA:

a) He YUTeHHHE B MTOTOBOM 3alucu eOVHUL XPaHeHUs;
(koJIMuecTBO)
©) He IepeuMrcJIeHHHE, HO YyUTEeHHBE
B MTOTOBOM 3almMCu eOVHUL XPaHEeHUS.
(koJIMuecTBO)
2.2. TlponylleHO HOMEPOB:
a) He YUTEeHHHX B MTOTOBOM 3alucu eOVHUL XPaHeHUs;
(koNMMuecTBO)
©) He MNepPeuMrCJIeHHHIX, HO YUTEHHBIX
B UTOTOBOM 3alMCU eOVHUL XPaHeHUs.
(koJIMuecTBO)
2.3. IOpyrue, B pes3yJjibTaTe uero oOBeM
YBEIMUYNMIICI Ha enOVHUL XPaHeHUsS;
(koMmMuecTBO)
YMEHBIINMJICA Ha eOVHUL XPaHEeHUs.
(koJIMuecTBO)
3. UMcamTCcsa IO ONMCAM B pesyJibTaTe
YCTpaHeHUsT TEeXHUUECKUX OWMboK enMHUL XPaHEeHUs .
(koNIMuUuecTBO)
4. He okaszsajioCh B HaJIM4YUU eIVHUL, XPaHeHUHd.
(koJIMuecTBO)

5. VimMeeTcsa B HaJMuMM 110 IOaHHOMY OQOHIOY

(BKJIOUEHHEIX B OIIMCU) SOVHUL XPpaHeHUSd,
(koIMuUuecTBO)

"3 HUX TPeOyo X :

a) mesuHbexUUM eIOMHNL XPaHEeHUA;
(koJIMUecTBO)

©) ImesuHCeKLUU eOVHUL XPaHEeHUS;
(koNIMuUecTBO)

B) pecTaBpauumn eOVHUL XPaHeHUs;
(koJIMUecTBO)

T') [OeperjieTa WUIM IOOUMBKU eOVHUL XPaHeHUs;
(koJIMuUecTRBO)

II) BOCCTAHOBJIEHMS 3aTyXallMX TEKCTOB eOVHUL XPaHEeHUS;

(koJIMuecTBO)
€) CHATUS C ydeTa BBUIY HEUCHPABMUMEIX TOBPEXIOSHUMN eIVHNL],
(koJIMuecTBO)
XPaHEeHUs;

X) HIpoBeIeHMS MUI'PALUMK
(OJ19 BJIeKTPOHHEIX IOKYMEHTOB

Ha O¢usmnueckm OOOCOOJIEHHBEIX HOCUTEJISAX) eOMHNI XPaHEeHUSA.
(koJIMuecTBO)
6. lMeeTcsa He BKJIOUEHHBIX B OINWCU eOVHUL XPaHeHUs .
(koJIMuecTBO)
7. WTOoTO 1O maHHOMY OGOHIOY (BKJIOUEHHBEIX ¥ HEe BKJIOUEHHBEIX B OINMUCH) ,
VIMEIMMXCS B HAJIMUUU eOVHUL XPaHeHUS.
(koJIMuecTBO)

8. XapakTepucTuka YCJIOBUM MX XPaHEHN.
OrTpuLlaTeJIbHEE SBJIEHMS B COCTOSHUM U YCJIOBUSAX XPaHEHUS.

[IpOBEPKY MIPOUBBOINUIIN :

HamMeHOBaHMUE
IOJIDKHOCTEMN
PabOTHUKOB

(momnmce) (pacumbpoBka IONNUCH)




(nara)

[punoxenne N 25

K MHCTpYKIUH O MOPSIAKE OpraHu3aliu
KOMIUICKTOBaHUS, XpaHEHHUS, ydeTa

1 HUCTIOJIb30BAaHUS TOKYMEHTOB
(9JIEKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHucoK N3MEHSIOIMUX JOKYMEHTOB
(8B pen. Ilpuxaza CyneGHoro nenapramenta npu Bepxosaom Cyne PO
oT 29.05.2024 N 124)

(HaMeHOBaHUE Cy/a)
AKT

" n N

O BbLJIAYC apXHUBHBIX TOKYMECHTOB BO
BPEMCHHOC IMOJIb30BAHUE

(HauMeHOBaHME OpPTaHU3AIMN)

(TouTOBBHIH anpec)

OcHoBaHHE

LIEJ'H) BbIJa41 TOKYMCHTOB

Brigarotcs crnenyromue e IMHALBI XpaHeHus u3 Gormga N

(HazBaHMe)
N /n | Onues N Ennnnna 3aroJIoBOK € IUHHIIBI KoanuecTBo nuctoB [Ipumeudanus
xpaHeHuss N XpaHEHUs (baiir)
1 2 3 4 5 6
Bcero Boinaercs SMHUI] XpaHCHHUS

(mdpamMu 1 TPONUCHIO)



00IIMM KOJIMYECTBOM JIMCTOB (0aiiT)

(mmpaMu 1 IPOTIHCHIO)

Ha CPOK

JIOKyMEHTBI BBIIAHBI B YIOPSAJOYCHHOM COCTOSIHWH, IOAIINTHI, B OOJOXKaX, ¢ MPOHYMEPOBaHHBIMH
JUCTaMH U 3aBEPUTEIILHBIMU HATTUCSIMHU.
JIOKyMEeHTBI BbLAAIL:

PaboTHUK, OTBETCTBEHHBIH 3a paboOTy
apxuBa cyjna

(Tmoamuch) (pacmm¢poBKa OIIHCH)
(mara)
HavanpauK OTHIENA 1ETONMPON3BOICTBA
(obmero otnena) cyna
(moamnucs) (pacmmdpoBKa MOIIKUCH)

(mata)

[omydaTtens 00s3yeTcsi HE MPENOCTABIATh JOKYMEHTHI, IOJTYYCHHBIE BO BPEMEHHOE IOJIb30BAHUE, IS
MPOCMOTpa, MPOCITYIIMBAHUS HWIM HCIOJIb30BaHMS JPYTMM OpPTaHM3AlMAM W IIOCTOPOHHUM JIMIAM, HE
BbIaBaTh 110 HUM KOHHﬁ, BBITIUCOK M CIIPAaBOK, HE MPOU3BOANUTH U3BATUA KaKuX-I1100 4yacTeil us BBIJAHHBIX
JOKYMEHTOB, HE Hy6J’II/IKOBaTL JOKYMEHTBI 6e3 pa3pC€ii€Huss OpraHu3alnuu, BLI}I&BIHCﬁ JOKYMCHTHI.
[Monyuarens npeaynpexaeH o0 OTBETCTBEHHOCTH 3a YTpaTy HIIM IOBPEXICHUE BBIJIAHHBIX JOKYMEHTOB B
COOTBETCTBUU C 3aKOHOAATENLCTBOM Pocculickoit ®enepanuu.

ITonmygarens 00s3yeTcs BEpHYTh JOKYMEHTHI B apXUB B YKa3aHHBIN B aKTe CPOK.

JIOKyMEHTBI IPUHSII:

HaunmenoBanue JOJDKHOCTHU pa6OTHI/IKa
OpraHnu3anuu-1oJayvdaTeiid

(oamnucs) (pacmm¢ppoBKa HOAMHCH)
(mara)
JlokyMeHThI cai:
HaumeHnoBaH#e HOKHOCTH pabOTHUKA
OpraHHU3alMU-TI0yYaTels
(Toamuce) (pacmmpoBKa MOIIHCH)

(mara)
JIOKYMEHTBI TIPUHSLIL:

PaboTHHK, OTBETCTBEHHBIN 3a pabOTy
apxuBa cyna

(moamuce) (pacmmpoBKa HOIIHCH)




(mata)

IIpunoxenue N 26

K MHCTpYKIUH O MOpsIAKE OpraHu3allin
KOMIUICKTOBaHU, XpaHEHHUS, ydeTa

U HUCTIOJIb30BAaHUS TOKYMEHTOB
(3TEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepanbHBIX CyOB O0IIEH IOPUCAUKINT

Crrcok N3MEHSIOMUX JOKYMEHTOB
(B pen. IIpukasza CynebHoro jaemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

YTBEPX/IAIO

(HanMeHOBaHHE Cya)
[pencenarens cyaa

" n N

KOHBEPTAIHNHU JICKTPOHHBIX apXUBHBIX (moarmce) (pacmmdpoBKa MOAITHUCH)
JOKYMEHTOB

(mara)

B CBA3M C HEBO3MOXHOCTBIO BOCIPOMBBEIEHMS, MUCIOJbL30BaHUS 3BJIEKTPOHHBIX
APXVBHEIX IOKYMEHTOB B dopMarTax, B KOTOPHEIX OHM OBUJIM MNPUHSATE Ha aApPXMBHOE
XpaHeHue, OpJIa MPOMBBEIEHa KOHBEPTALMS:

(maTa MM nepmuon BPEMEHU)




ApPXUBHBI 3arosoBoK K Hcxonnoe Hcxonnsie Hcxonnas Ucxonupiit | Ucxoanblii | HaumeHnoBaHu [Hara u Kontponsaa | O0wem (B ®dopmar ®.1.0.
Wmmdp | TekcTy, JaTa M | HAMMEHOBAHM | jaTa U BpeMs | KOHTPOJIbHAsl |  00beM (B ¢dopmar e daiina BpeMs s cyMMa OaiiTax) ¢aiina paboTHHKa,
PEerUCTpaiiOHHbI e aitna MOCJETHEro | cyMMa (Xell- Oaiitax) (aiina 9JIEKTPOHHOTO | TMOCIEIHEro | (Xeum-cymma) ¢aiina SJIEKTPOHHOT | BHITIOJIHUBILET
it HoMep QJIEKTPOHHOT | HM3MEHEHUS cymma) ¢aiina JJIEKTPOHHOT | JIOKYMEHTa HU3MEHEHUS daiina 3JIEKTPOHHOT | O JTOKyMEHTa 0
JOKyMEHTa 0 JJOKyMeHTa ¢aiina ¢aiina AJIEKTPOHHOT | O JOKYMEHTa daiina 9JIEKTPOHHOT | O JOKyMEHTa KOHBEPTAIHIO
JJIEKTPOHHOT | AJIEKTPOHHOT | O JOKyMEHTa 9JIEKTPOHHOT | O IOKyMEHTa
0 TOKyMEHTa | 0 TOKyMeHTa 0 TOKyMEHTa
1 2 3 4 5 6 7

9

10

11

12

13




VicxonHele Gaiybl BJIEKTPOHHBEIX APXMBHEX IOKYMEHTOB COXPAaHEHE.

PaboTHHK, OTBETCTBEHHBII
3a paboTy apxuBa cyjaa

(nata)

(Tmomuch) (pacmmgppoBKa MOAITNCH)

IIpunoxenue N 27

Kk MHCTpYKIIMU O TOpsIKE OpraHu3aluu
KOMIUICKTOBAaHUS, XpaHEHHUS, ydeTa

1 UCTIOJIb30BaHUA JOKYMEHTOB
(37IeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX CyI0B 00IIEH IOPUCANKIINH

CrmcoK N3MEHSAIOMNX JOKYMEHTOB
(8 pexn. Ilpukazor Cyne6Horo nemapramenta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1, ot 29.05.2024 N 124)

KHUT'A BHIAUM EIVHNMI XPAHEHNVA BO BPEMEHHOE IIOJIB3OBAHME

HauaTa

OKOHUEeHa

@OpMa TUTYJIBHOI'O JIMMCTa KHUI'W BEBEIODAYM IOeJI

N | HammenoBanue (HoMep) [Hata Komy BbIIaHo, ¢ [Jara Bo3Bpara IIpumevanus
I/ | BBIIAHHOTO JOKYMEHTa BBIJJaYH KaKOH IIeJbI0 Jiena
1 2 3 4 5 6
Uroro B TOINy BHIAHO M3 XpaHmymma N

(undpaMm ¥ HOPONUCHIO)
eOMHNI XPaHEeHUSA.

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa cyna

(nara)

(mommmce)

(pacumpporka IOONMUCH)

[punoxenne N 28

K MHCTPYKIIMH O MOPSIJIKE OpraHU3aluu
KOMIUIEKTOBAHHSI, XpaHEeHUsI, y4eTa

1 HUCTIOJIb30BAaHUS JOKYMEHTOB



(3TEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepanbHBIX Cy0B O0MIEH IOPUCAUKINT

Cricok N3MEHSIOMUX JOKYMEHTOB
(B pen. IIpukasza CynebHoro gemapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

(HanMeHOBaHHE Cy/Ia)

JINCT NCITOJIb30OBAHMA JOKYMEHTOB

®oua N Omucs N Envnnna xpanenus N
[Hata Komy BrII@HO: XapakTep UCIOJIb30BaHuUs N ucnons3oBansbix | Ilognucs nuna,
HCTIONB30BaHU bammus, (xommmpoBaHMe, BHITUCKH, JACTOB HCTIOJIb30BaBIICTO
o WHUIIHAAJBI TIPOCMOTP) ZIeITo
(paz6opunBo)
1 2 3 4 5
IIpunoxenne N 29
Kk HCTpYKIMHU 0 TIOPSIKE OpraHu3auu
KOMIUICKTOBAaHUS, XPaHEHHUS, yIeTa
Y MCIIOJIb30BAHUS TOKYMEHTOB
(2TIEeKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepanbHBIX Cy0B 00MIEH IOPUCAUKIINN
CIMCOK N3MEHSIOMUX JOKYMCHTOB
(B pen. Ilpukaza CynedHoro aemapramenTta npu Bepxosaom Cyne PO
ot 09.01.2024 N 1)
(HauMeHOBaHUE CyIa)
KAPTA-3AMECTUTEJIb EAMHUIIBI XPAHEHU A
BBIZIAHO
®oug N Onuce N Enunauna Komy Hata [Moanuce Hata IMoanuce

XpaHCHUA N BbIa4uu BO3Bpara




[punoxenne N 30

K MHCTpYKIUH O MOpSIAKE OpraHu3aliu
KOMIUIEKTOBaHHMS, XpaHEHUsI, y4eTa

1 MCIOJIB30BaHUsI JOKYMEHTOB
(9JIEKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B OOIIEH IOPUCANKIIIN

CHI/ICOK N3MCHAIOMUX JOKYMCHTOB
(B pen. IIpukaza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

TAMII
"KOITINA BEPHA" JIUIAA 3BABEPEHN S COOTBETCTBU A KOITMU CY AEBHOI'O
AKTA IIOJJIMHHUKY

"Konus Bepra"
HOAIHUCH CYAbU

HaumMeHoBaHME ODKHOCTH
YIIOJHOMOYEHHOTO PabOTHUKA amiapara
(dhenepanpHOTO Cyna o0l IOPUCTUKITUN

(oamnucs) (uHULMAIB, hamMuTis)

" " 20_ r.

IIpunoxenne N 31

k MHCTpyKIIMU 0 OpsIKe OpraHu3aluu
KOMIUICKTOBAaHUS, XPAaHCHHUS, yIeTa

1 MICTIOJIB30BaHMSA JOKYMEHTOB
(2TIEKTPOHHBIX TOKYMEHTOB) B apXUBax
(enepanbHBIX CyI0B 00IIEH IOPUCINKIINN

CHHCOK N3MEHAOMHUX JOKYMCHTOB
(B pen. Ipukasza Cynebnoro aemapramenta rnpu Bepxosaom Cyue PD
o1 09.01.2024 N 1)

OBPA3EILl HAKJIEMKI
C 3ABEPUTEJIbHOM HAJIITUCHIO, UCITIOJIB3YEMOM ITPU OPOPMJIEHUN
3ABEPEHHBIX KOITMI1 CYIEBHBIX AKTOB



HaumenoBanwue ¢enepanbHOTO cyaa 00IIei FOPUCIUKINT

[IpoHymMepOBaHO U CKPEMIIEHO
NIeYaThio JIMCTOB
MIOJITHCh

IIpunoxenue N 32

k MHCTpyKIIMU 0 TOpsIKe OpraHu3aluu
KOMIUICKTOBAaHUS, XpaHEHHUs, ydeTa

1 UCTIOJIb30BaHMA JOKYMEHTOB
(37IeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepaybHBIX CyI0B 00IIEH IOPUCANKIINH

CrHucoK N3MEHSAIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro nemapramenta npu BepxoBHom Cynme PO
o1 09.01.2024 N 1)

[lpencenaTerno cyna

oT

(®.1.0., mpolueccyaJibHOEe IOJIOXEeHUE,
IOaHHBlE IOKYMEHTa, yIOCTOBepAMIeIo
JIMUHOCTBL M IIOJIHOMOUMS)
OpoXMBaKRIETO IO alpecy:

HOMEep KOHTAKTHOTO TejedoHa:

BasaBJjieHUe
O BHIAUE KONUM CymebHOTO akKTa

1. Ipowy BEIOATbL MHE KOIMU (MM) CyIeOHBIX akTOB

(yxkasaHMe HaUMMEHOBAHME ¥ PEKBU3UTH CyneBHOTO akrTa)
o meiy

Nomnuce/®.M.0. (pacumbpoBaTs) :

" " 20 .

2. Kommo cyneOHOTO akKTa IOJIyYMJI

(®.M.0. m mommmchb JMlla, [IOJIYUMBIIETO
KONMIO, JaTa BBEOAYM KOIUM)

3. Bweimai

(momxHOCTL, ®.M.0., nommmuch paboTHMKA amnmnapaTa cyla, BHIABIIEITO
cynebHoe pmeJsio, znaTa)



ITpunoxenne N 33

K MHCTpYKIUH O MOpsIAKe OpraHu3aliu
KOMIUICKTOBaHUS, XpaHEHHUS, ydeTa

U HUCTIOJIb30BAaHUS TOKYMEHTOB
(3TEKTPOHHBIX JOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHucok N3MEHSIOIUX JOKYMEHTOB
(8B pen. Ilpukaza CyneGHoro nenapramenta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

[lpencepaTerno cyna

oT

(®.11.0., mnpoueccyalJibHOE IOJIOXeHHUEe,
IOaHHBE OOKYMEHTa, YIOOCTOBEepAoIEeIo
JIMYHOCTBL U IIOJIHOMOUMUS)
IpoXuBamwumero o azpecy:

HOMEep KOHTAKTHOI'O TejedoHa:

BasaBJjieHue
O BBIIDAUYUE KONUM ayIMo3alMcU CyIebHOT'O 3acelaHus

1. Ipomwy BHEOATH MHE KOIMDO (MM) ayOMO3ANMUCU CyHeDHOT'O 3acelaHud IO Iely

Nomnuce/®.M.0. (pacumbpoBarTs) :

nw nw 20 .

2. gﬂeKTpOHHHﬁ HOCHUTEJIb MH@OpMaHMM npujiaraeTcHd.

3. Komomo BJIEKTPOHHOT'O HOCUTEJIS IOJIyUMJI

(¢.M.0. m momnmuchb Jula,
IOJIYUMBIIETO KOIMIO, HOaTa BHIOAYU
KON )

4. Bremaj

(mommxHOCTL, ®.M.0., nmommmch paboTHMKA alnapaTa Ccyla, BHIABIIEITO
BJIEKTPOHHBEIY HOCUTEJIL, IaTa)

Ipunoxenne N 34

K HCTPYKLIMK O NOPSKE OpraHU3aluK
KOMIUIEKTOBAHHSI, XpaHEeHUsI, y4eTa

Y MCIIOJIb30BaHUSI JOKYMEHTOB
(9JIeKTPOHHBIX JOKYMEHTOB) B apXHBax
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHucok U3MEHSIOIUX JOKYMEHTOB
(8B pex. Ilpuxaza CyneGHoro nenapramenta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

(HamMeHOBAaHME cCyma)



Anpecart

(mouToOBHM alIpec, MHIOEKC)

(Tenedon, odakc)

(ampec BJIEKTPOHHOM I[IOYTH)

APXVIBHAA CIIPABKA

N
(mara)
Ha N oT
TexcT
OcHOBaHME :
[lpencenaTens cyna
(MHOE YIOJIHOMOUEHHOEe JIMIIO)
(momnmuce) (pacumdpoBKa IOONUCH)
(meuatTsb)

VICTIOJIHUTEJIb

(bammnmsa, wmHMLIMAJE, HOMep TenedoHa)

IIpunoxenne N 35

K MHCTpYKIIMH O MOPSIIKE OpraHU3alum
KOMIUICKTOBAaHUSA, XpPaHCHUSA, YUCTa

1 UCTIOJIb30BAHUA JOKYMCHTOB
(2TIEKTPOHHBIX JOKYMEHTOB) B apXHBaX
(benepanbHbIX CyJI0B 00IIEeH FOPUCIUKIUH

CrHcoK N3MEHSIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro aemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

(HauMeHOBaHUE CyIa)

KYPHAJL
pEerucTpanyy BblJaHHBIX KOMHUH, BBIMHCOK, JOKYMEHTOB

N | ABTop 3ampoca, Haran Conepxan Hazpanue Hara u Pacnucka B | [Ipumeua
/I | MCXOAAIIMH | perHCTpanuoHH ne BBIIAHHOTO | PETHCTPALUOH | MOTyYeHHU HUS
HOMep, Jarta, BIif HOMEP 3ampoca JOKyMEHTa HBII HOMEP WK JaTta
azipec, HoMep 3ampoca (xomws, BBIJJAHHOTO OTIIPABKU
TeseoHa BBIINKCKA, JIOKyMEHTa
CrpaBKa u
Apyroe)




[punoxenne N 36

K MHCTpYKIUH O MOpsIAKEe OpraHu3aliu
KOMIUIEKTOBaHHS, XpaHEHUsI, y4eTa

1 MCHOJIb30BaHUsI JOKYMEHTOB
(9JIEKTPOHHBIX TOKYMEHTOB) B apXHUBaX
(enepabHBIX Cy/10B O0IIEH IOPUCANKIIIN

CHI/ICOK N3MCHAOMUX JOKYMCHTOB
(B pen. IIpukasza Cynebnoro aenapramenta npu BepxoBaom Cyne PO
ot 09.01.2024 N 1)

(HanMeHoBaHUE cyaa)

KAPTOUYKA ITIOCTEJIJTA’KHOI'O
TOIIOTPAGHNYECKOI'O YKA3ATEJIA

CTEJUIAX N APXMNBOXPAHWJIUIIE N
HIkadp N ITonka N ®oug N Onmcs N Enunun xpaneHus IIpumevannus
cN
mo N
1 2 3 4 5 6

Ipunoxenne N 37

K MHCTpyKIMM 0 MOPsIAKE OpraHu3alnuu
KOMIUICKTOBAaHUA, XPAaHCHUA, YUCTa

1 UCIIOJIB30BaHUA TOKYMCHTOB
(9JIeKTPOHHBIX TOKYMEHTOB) B apXHBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CHucok N3MEHSIOIUX JOKYMEHTOB
(B pen. Ilpukaza CyneOHoro aemnapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)




(HaMEeHOBaHHME cy1a)

KAPTOYKA ITO®OHJOBOI'O
TOIIOTPAOHNYECKOI'O YKA3ATEJIA

OOHA N APXMNBOXPAHWJIUIIE N

Hazpanue donna

Omnucs N Enunun xpaneHus Cremnax N Ikadp N ITonka N IIpumeyanus
cN
mo N
1 2 3 4 5 6
IIpunoxenne N 38

Kk MTHCTpYKIIMHU O TIOPSIJIKE OpraHU3aIIH
KOMIUICKTOBAHUS, XPaHEHHUS, yIeTa

1 MCTIOJIB30BAHUS JOKYyMEHTOB
(97IeKTPOHHBIX TOKYMEHTOB) B apXHUBaX
(enepabHBIX Cy/10B 00IIEH IOPUCANKIINH

CrHcoK N3MEHSIOMNX JOKYMEHTOB
(8 pen. Ilpukaza CynedHoro nemapramenTta npu Bepxosaom Cyne PO
o1 09.01.2024 N 1)

YTBEPXIAI
(HamMeHOBaHME cCyma)
AKT [lpencenmaTens cyna
"7" N
(monnmce) (pacumppoBKa MNOONMUCHU)

npreMa-nepenadym apxXMUBHBIX
IOOKYMEHTOB CyIa IIpHu (mara)
CMeHe IpelncenaTeind cyla

Haszspauue m N douma <9>
B coorBeTCcTBMM C OPUKa30M N
nepenan,
(©.71.0. mepenammero) (®.71.0. HnpMHMMAKLMETO)
NIPUHAJ B NOPUCYTCTBMM KOMMCCMM, OOpPas30BaHHOM Ha OCHOBaHMUM IAaHHOTO MINpukasa,
IOOKYMEHTE apxusa 3a

(romer)



M CHIPaBOYHEBIM amnnapaT K HUM



N /i HasBanue, Homep omnucu jed, KonuuectBo KonnuecTBo IIpumeuanus
JIOKyMEHTOB 9K3EMIUISIPOB OMUCH | €IVHUII XpaHEHUS
JieN1, JOKYMEHTOB
1 2 3 4 5




JITOTO OPMHATO eIVHULl XPaHEeHMs, B TOM UYMCJIe:
(umdpaMm M HOPONMCHI)

Ha OyMaXHOM HOCHUTEeJe eOVHUL XPaHeHUsd,
(umbpaMy M MOPONMUCHIO)
BIIEKTPOHHBIX eIOMHNIL XPaHeHUs,
(umbpaMy M NPONMUCHIO)
1z onmcey B DK3eMIJIApax.
(umdpaMm M OPONMUCHI) (umdpaMm M OPONMUCHI)

CocTosHME IOOKYMEHTOB U OIMCEN:

(oBumasa xapaKTepucCcTUKa COCTOSHUS)

ODHOBPEMEHHO IepenanTcd

(Bum (eI) M COCTAaB CIHPABOYHOT'O allapaTa, ero OOBbeMH
M COCTOSHUE)

CocTosgHMe IIOMelEeHUM apxuBa

(obmasa xapaKTepUCTUKa COCTOSHUS)

Hanmnume m CcOCTOAHME ODOPYyIOOBaHMSA M MHBEHTAPHA

(obmas xapaKTepucTUKa
COCTOSHMA)

[lepenas:

(bamMmams, MHULIMAJIL) (momnmcso) (marTa)
[prHA:

(bamMuvsa, MHULIMAJILL) (mommmce) (mara)

[lpencenmaTesyib KOMMCCUM @

(bamMuavsa, MHULIMAJIL) (mommmce) (mara)

UJjieHB KOMUCCUN :

(bamMmims, MHMLIMAJILL) (momnmce) (mara)

<9> Ilpu mepenaye AByX U 0ojice apXUBHBIX (POHIOB TaOJIMUYHAS YaCTh aKTa Pa3JeisIeTCs Ha MOApa3iesbl,
COOTBETCTBYIOMIHME (hOHIAM, HA3BAHISI [TOJIPA3ICIIOB COOTBETCTBYIOT HOMEPY U HANMEHOBAHUIO (DOHIOB.




