CYAEBHbIA AENAPTAMEHT NMPU BEPXOBHOM CYAE
POCCUNCKOWN EAEPALIUN

NPUKA3
ot 2 nona 2026 r. N 185

Ob YTBEPKAEHUN MHCTPYKLUUN
O NOPAAKE OPTAHM3ALUU PABOTbI APXUBOB ®EAEPA/IbHBIX CYA0B
OBLLEN OPUCOUKLMU

B cooTBeTCcTBUM c DeaepanbHbiM 3aKOHOM OT 8 AHBaps 1998 r. N 7-d3 "O CyaebHom genapTameHTe
npu BepxosHom Cyae Poccuiickoin ®epepaymm™ npukasbiBato:

1. YTBEpAMTb Npuaaraemyto MHCTPYKLMIO O nopagKe opraHm3aumm paboTbl apxmeos pesepanbHbix
cyzoB obuielt opucankumm (ganee - MHCTpykuma).

2. MNpeacepatensm KaccaUMOHHbIX CyaoB O6LWEN opUcaMKUUKM, anenasumoHHbIX cyaoB obliei
IOPUCANKLMN, BEPXOBHbIX CYA0B pecnybauK, Kpaesbix M 061acTHbIX CyA0B, CyA0B roposos peaepasbHOro
3HaYeHMsA, Cy40B aBTOHOMHOM 06/1aCTM M aBTOHOMHbIX OKPYrOB, PaliOHHbIX, FOPOACKUX N MeXKPaMOHHbIX
CYL0B OpPraHn30BaTb U3y4YeHMe Ha3BaHHOM NHCTPYKUMM 1 0becneuntb ee NpMMeHeHne B AeATeIbHOCTH
cyna.

3. MpusHaTb yTpaTUBWIMMKU cuay npuKkas CyaebHoro pgenapTameHTa npu BepxosHom Cyge
Poccuitckoit ®Pepepaumm ot 19 mapta 2019 r. N 56 "O6 yrBepaeHUM MHCTpyKUMM O nopsagke
OpraHM3aumMmM KOMMJIEKTOBAHUA, XPaHEHMA, y4vyeTa M WCNONAb30BAHWA [AOKYMEHTOB (3/N€KTPOHHbIX
OOKYMEHTOB) B apxmBax denepasbHbix CyAo0B obuiel topucamkummn' n npukasel CygebHoro AenaptameHTa
0 BHECEHUW B HETO M3MeHeHu oT 16 niona 2019 r. N 147; ot 14 noHAa 2022 r. N 97; o1 9 AHBapAa 2024 r. N
1; o1 29 man 2024 r. N 124.

4. HactoAwwmi NnpuKas BCTynaeT B CUY CO AHA ero noanucaHuma.

leHepanbHbI UPEKTOP
r.6.JIONATUH

YTBepKaeHa

npukasom CyaebHoro aenaptameHTa
npu BepxosHom Cyae

Poccuitckoin ®epepaumm

oT 2 niona 2026 r. N 185

MHCTPYKUMA
O NMOPAAKE OPFAHU3ALIUU PABOTbI APXUBOB ®ELEPA/IbHbIX CYI0B
OBLLUEN IOPUCAUKLIUU

1. O6bwue nonoxeHunsa

1.1. WHcTpyKuMA O nopsake opraHM3aumm paboTbl apxmeoB ¢denepanbHbiX CyaoB obuiel
fopucanKuMn (ganee - UHCTpyKumAa) ABAAETCA HOPMATMBHbIM aKTOM, pa3paboTaHHbIM Ha OCHOBaHMM
desepanbHbIX KOHCTUTYLMOHHbIX 3aKoHOB OT 31 aekabpa 1996 r. N 1-®dK3 "O cyaebHoi cucTeme
Poccuitckoit ®epepaumn”, ot 7 dpespana 2011 r. N 1-dK3 "O cyanax obuiert opucamkumm B Poccninckol
depepaunn', degepanbHbix 3aKoHOB oT 8 aHBapa 1998 r. N 7-®3 "O CypebHom genapTameHTe npu


https://login.consultant.ru/link/?req=doc&base=LAW&n=510610&dst=80
https://login.consultant.ru/link/?req=doc&base=LAW&n=482051
https://login.consultant.ru/link/?req=doc&base=LAW&n=330128
https://login.consultant.ru/link/?req=doc&base=LAW&n=424391
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790
https://login.consultant.ru/link/?req=doc&base=LAW&n=472790
https://login.consultant.ru/link/?req=doc&base=LAW&n=482003
https://login.consultant.ru/link/?req=doc&base=LAW&n=531285
https://login.consultant.ru/link/?req=doc&base=LAW&n=531287
https://login.consultant.ru/link/?req=doc&base=LAW&n=510610&dst=80

BepxosHom Cyae Poccuitckon degepaumnmn”, ot 22 oktabpa 2004 r. N 125-®3 "0O6 apxusHOM aene B
Poccuitckoin Pepepaumn”, NMpasun opraHnsaLmMm XpaHEHUA, KOMMNJIEKTOBAHMA, y4eTa U UCMNONb30BaHMA
OOoKymeHToB ApxuBHoro ¢oHaa Poccuiickoir depepauum M Apyrux apXMBHbLIX  AOKYMEHTOB B
rOCYyZ4apCTBEHHbIX OPraHax, OpraHax MeCTHOrO CaMOyMpaBAeHMA W OpraHU3auMAaX, YTBEPXKAEHHbIX
npukasom PeaepasibHOro apxmBHoOro areHTcTea ot 31 uiona 2023 r. N 77 (nanee - Npasuna N 77), Apyrmx
HOPMaTUBHbIX MPABOBbIX aKTOB B cdepe apxMBHOTO Aena W [enonpousBoOAcCTBa, cyaebHoro
AenonpounssoacTea.

1.2. HactoAwas NHcTpyKkumA paspaboTaHa B Lenax obecneyeHns eAnMHOro nopAagKa OpraHn3aumm
KOMMN/IEKTOBAHUA, XpPaHEeHWs, yyeTa M WCMNO/Ib30BAHUA [LOKYMEHTOB (3/IEKTPOHHBIX [AOKYMEHTOB)
KacCCalUMOHHbIX CyA0B OOLEN HOPUCOMKUMKN, anennsaumMoHHbIX CyA0B 00LWen pucamKLmmn, BEpPXOBHbIX
cypoB pecnybavk, KpaeBblXx M 06aCTHbIX CyAOB, CYAOB ropoAos ¢denepasbHOro 3HayeHus, cypos
aBTOHOMHOW 061aCTM U aBTOHOMHbIX OKPYroB, PaloHHbIX, FOPOACKUX U MEXKPAMOHHbIX CyaoB (panee -
CYyAbl, Cyh, PaNoHHbIe CyAbl), a TaKXKe onpeaenseT npasuna:

COCTaB/NIEHUA HOMEHKNaTypbl Aen cyAa, onucel pAen, AOKYMEHTOB (onucel 31eKTPOHHbIX
OOKYMeHTOB <1>) cyaa;

<1> 3IIEKTpOHHoe Aeno - 3ﬂ6KTpOHHbIﬁ AOKYMEHT NI COBOKYNMHOCTb 3/1IEKTPOHHbIX AOKYMEHTOB U
MeTaAaHHbIX K HUM, C(I)OpMVIpOBaHHbIX B COOTBETCTBUU C HOMEHKﬂaTypOVI aen.

NpoBeAeHNA IKCNEPTU3bl LLIEHHOCTU JOKYMEHTOB;
obopmMaEHUA AN M UHbIX AOKYMEHTOB K NOCNEAYIOWEMY XPaHEHMIO B apXMBe CyAa;
nepenaun aen (3NeKTPOHHbIX Aen) B apXuB Cyaa;

oT60pa JOKYMEHTOB Ha YHUUTOMKEHUE;

BeAeHUA yyeTa aen <1>, HaxoJAWMXCA B apXmBe Cyaa, NPOBEPKU UX HAIMYUA N COCTOAHUSA;

<1> [eno - odopmneHHoe B COOTBETCTBUM C TPebOBaHWUAMM HacTOALENn WMHCTpPyKUuMM aeno
(cynebHoe geno, npon3BoACTBO, MaTepuran, Hapsad, Aeno obuiero AenonponsBoacTBa, 4e/10 Mo IMYHOMY
COCTaBy U Apyrne AOKYMEHTbI CyAa), B TOM YMCNE B 3/1IEKTPOHHOM popme.

OpraHu3aLMy UCMO/Ib30BaHNA e/, HaXOAALMXCA B apXmBe cyaa, U obecneyeHuns nx COXpaHHOCTY;

nepeaayun Aen Ha XpaHeHWe B rocyAapCTBEHHbIV apXMB.

1.3. 3agaum 1 GyHKUMM apxMBa cyaa OnpeaenatoTca NosoxKeHnem, pa3pabatbiBaeMbiM Ha OCHOBE
MprMMepHOro NoioXKeHMsA 06 apxmMBe OpraHn3aLLMm, yTBEPKAEeHHOro NprMKkasom PeaepanbHOro apxXMBHOMO
areHTCcTBa.

MonoskeHune o paboTe apxmnBa cyaa yTBEPKAAETCA NPUKA3oM Npeaceaatens cyaa.

1.4. MpurKasom (pacnopaxkeHnem) npeaceaatens cyfa HasHavatoTcsa paboTHMKM, OTBETCTBEHHbIE 33
paboTy apxuBa cyaa.

1.5. CornacoBaHue (yTBep:KaeHWe) HOMEHKNATYpbl AeN CyAa, onuceit Aen, AOKYMEHTOB cyaa (aanee
- ONUCb Aen), Onucei 3NEKTPOHHbIX AOKYMEHTOB W APYIUX AOKYMEHTOB C 3KCNEPTHO-NPOBEPOYHOM
Komuccuen dpesepanbHOro rocy4apcTBEHHONO apxXmMBa MM YNOAHOMOYEHHOTO OpraHa UCMOAHUTENbHOWN
BNacTu cybbeKkTa Poccninickon Peaepaunm B 061acTn apxMBHOro gena u Aenonpoussoactsa (aanee - MK
apPXMBHOrO YYpexaeHus) OCYLLEeCTBAAETCA CYyAaMU, BbICTYNAOWMMU MUCTOYHMKAMM KOMMJIEKTOBAHUSA
rocyZfapCTBEHHbIX apXMBOB, /MO0 MpW  HA/NMYMM  COOTBETCTBYIOLLETO [JOroBopa C apXWMBHbLIM
yypexkgeHuem.

Cyabl, He BbICTyMNaloLWMe UCTOYHUKAMMU KOMMJIEKTOBAHMA FOCYAApPCTBEHHOIO apxuBa, AMb6o npu
OTCYTCTBMM COOTBETCTBYIOLLLEIO LOrOBOPA C aPXMBHLIM YUYPEKAEHUEM YTBEPKAAOT HOMEHKAATYPY Aen
cyaa, onucK gen v apyrme AOKYMEHTbI Cya CAaMOCTOATE/bHO.

1.6. Mpu HaANYUKN TEXHUYECKOM BO3MOMKHOCTM GOPMMPYIOTCA 3NEKTPOHHbIE Aena. OpraHvsauus
KOMIM/IIEKTOBAHWA, XPaHEHMWA, y4yeTa M UCMONb30BaHUA 3/IEKTPOHHBLIX A€ W AOKYMEHTOB CyZOB
OCYLLECTBNAETCA B COOTBETCTBUM C TPebOBaHNAMM HacToALLEN UHCTPYKUMN.

1.7. NocTtynneHuve B deaepanbHble Cyapl 06LWEN IOPUCANKLMN AOKYMEHTOB B 3/1EKTPOHHOM BUAE B
cooTBeTcTBUM Cc TpeboBaHuaMM NMopagKa nogaun B pegepanbHble cyabl 06Wen PUCANKLNN OKYMEHTOB
B 3/IEKTPOHHOM BMAE, B TOM 4ucie B GpopmMe 3/eKTPOHHOro AOKYMEHTa, YTBEPKAEHHOro MpPMKasom
CynebHoro aenaptameHTa npu BepxosHom Cyae Poccuiickoii ®eaepaumn.
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1.8. leiictBMe HacToALEeN MHCTPYKLMN He pacnpoCTPaHAETCA Ha OpraHM3aLMIo KOMNIEKTOBaHUS,
XpaHeHUsi, y4yeTa U MWCMNO/MIb30BAaHUA AOKYMEHTOB, COAep)KalWux CBeAeHWs, COoCTaBasoLme
rocyAapCTBEHHYIO TalHy.

1.9. NopAagoK opraHmM3aLnmM KOMMNAEKTOBAHMA, XPaHEHUA, y4eTa U MUCNO/b30BaHMA AOKYMEHTOB
OKPYHbIX (PIOTCKMX) BOEHHbIX CYA0B, FApPHU3OHHbIX BOEHHbIX CYA0B ONpeaenseTcs B COOTBETCTBUN C
WMHCTPYKUMEN NO Aenonpou3BOACTBY B BOEHHbIX CcyAax, YTBep)KAeHHon npuKkasom CyaebHoro
AenaptameHTa npu BepxosHom Cyae Poccuiickoit Pepepaumn.

1.10. KomnneKToBaHMe, XpaHEHME, Y4ET U UCNONb30BAHME PELLEHNI U MaTepmanos, NOCTYNMBLLNX
N3 TPETENCKMX CYA0B, OCYLLECTBNAETCA B COOTBETCTBUMN C TPebOBaHMAMM HacToALLENH MHCTPYKLMN.

1.11. MNopafok nepefayn apXMBHbIX AOKYMEHTOB cyfa B O0bbeAuHEHHbIN cyaebHbl apxuB U
NopAZOK WX XPaHEHWMA B TaKUX apXmMBax YCTAHABAMBAETCA MPUMEPHbLIM MONOXKEHMEM O MOpAOKe
opraHusaumm paboTbl obbeauHEeHHbIX cyaebHbIX apXMBOB, YTBEpPXKAEHHbIM npuKasom CyaebHoro
AenapTameHTa npu BepxosHom Cyae Poccuinckoit egepaumm.

2. CocTaBnieHUe CBOAHOI HOMEHKNATYpbl Aen, HapaaoB
M NPOU3BOACTB cyaa

2.1. [JokymeHTbl, 06pa3oBaBLUMECA B NpoLLecce AeATENbHOCTU cyaa (YYTeHHbIe B cyde BXogalume,
ncxogALme, BHYTPEHHUE AOKYMEHTbI), COCTAaBAAIOT AOKYMEHTabHbIM GOoHA cyaa.

EamHuMLei KnaccuduKaumm u cucTemaTmsaLmm ZOKYMEHTOB (Mo CTPYKTYPHOMY, GYHKLMOHAAbHOMY,
TeMaTUYeCKOMY MPU3HaKaM M CPOKaM XPaHEeHUs, BHE 3aBMCUMOCTU OT BMAA HOCUTENs MHpopmaumn) B
OOKYMeHTaslbHOM $oHAe ABNAETCA AeNo.

Ona ydyeTa pen, cofepyKallmMx [AOKYMEHTbl AOKyMeHTanbHoro ¢oHAa cyga, cocTaBaseTcs
HOMEHKNaTypa Aen cyaa (aanee - HomeHKknaTypa, HOMeHKNaTypa aen) (npunoxenue N 2 K HacToALlel
NHCTpYKLMK).

HomeHknaTypa gen - odopmMIEHHbI B YCTaHOBAEHHOM MOPSAAKE [AOKYMEHT, CcoAepyKaluuii
CUCTEMATU3NPOBAHHDBIN MNepeyeHb 3aro/I0BKOB (HaMMeHOBaHMUI) cyaebHbIX Aen, HapAgoB, KHUT U
YKYPHaNOB perucrTpaumm (y4eTta) 4OKYMEHTOB, PEECTPOB, KapToyek, 6a3 AaHHbIX, B TOM YUC/E AOKYMEHTbI,
cogeprkalime cBeAeHUA OrpaHWYeHHOro A0CTyrna, 3aBOAMMbBIX B CyAebHbIX Koanerusx, cyaebHbix
COCTaBaX, MOCTOSIHHbIX CyAebHbIX MPUCYTCTBUAX, CTPYKTYPHbIX MNoApasgeneHusx cyga, ambo no
onpeaeneHHbIM HanpaBAeHUAM AeATeNbHOCTM cyaa (ecnu annapaT cyda COCTOMT M3 PaboTHWMKOB,
3aMelLLaloWnX oTAeNbHblE AO/KHOCTA) C YKa3aHMEM CPOKOB MX XPaHEHWA, OTpaKalowWwmit coctas M
OpraHun3aumio 4OKyMeHTanbHoro poHaa cyaa.

He BK/NtOYAlOTCA B HOMEHKIATYpY AeNl Nepuoanyeckme nsgaHunsa, KHuru, 6poLtopbl.

2.2. HomeHKnaTypa [Jen npefAHasHayeHa ANA  OpraHMsauMM  yyeTa [OKYMEHTOB B
AeNonpousBoAcTBe cyaa, rPYNNMPOBKMU UCNONHEHHbIX JOKYMEHTOB B Aena, Hapaabl U NPOU3BOACTBa, UX
cucTeMaTusaumm, MHAEKCaLMM 1 onpeaeneHna CPOKOB XpPaHEHMS.

HomeHKnaTypa Aen ABASETCA OCHOBOMW A/ COCTaBNEHUA Onucei Aen NOCTOAHHOIO U BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpPaHEHMSA, @ TaKKe ANA yueTa Aen BpemeHHbIX (40 10 neT BKAYMTENbHO) CPOKOB
XpaHeHus.

2.3. Mpu coCTaBNeHUM HOMEHKNATypbl Aen caedyeT PyKOBOACTBOBATbCA MPOLECCYasibHbIM
3aKOHOAATe/IbCTBOM, HOPMAaTUBHbIMM MPaBOBbIMM aKTaMM U METOAMYECKMMM AOKYMeHTaMmu B chepe
opraHvsaumMn 4enonpousBoACTBa U apXMBHOIO Aena, NooXKeHnem o6 annaparte cyaa, NosioXeHUaMu o
CTPYKTYPHbIX NOApasAeneHmnax cyna, WTATHbIM pacnucaHUeM, AeWCTBYHOLWMM NepeyHem LOKYMEHTOB,
obpasyrolwmxca B npouecce aeAatenbHOCTU defepanbHbIX CyAoB obLwein pUCAMKLMU, C yYKasaHuem
CPOKOB XpaHeHun (aanee - NMepeyeHb JOKYMEHTOB), @ TaKKe HOMEHK/IaTypamMm AeN 3a NpeLecTsytolme
rogbl.

2.4. B uensax coctaBneHUa HOMEHKNATYPbl Aen Ha ovyepeaHon rog oo 1 Hosbps Tekylero rona
paboTHMKOM, OTBETCTBEHHbIM 32 BeAeHWe A4,e/10NPoM3BOACTBA B cyaebHoM Konnermu, cyaebHom cocTase,
NOCTOAHHOM  cygebHOM  NPUCYTCTBMM  WAM  CTPYKTYPHOM MNoApasfeneHnun cyaa B oTAen
AenonpounssoacTtea (06wWwmii oTaen) NnpeacTaBAAOTCA NoANMcaHHble COOTBETCTBYIOWMNM Npeaceaarenem
cyaebHoit Konnermu, cygebHOro coctaBa, HayaNbHUKOM CTPYKTYPHOTO MoApasfeneHuns, WHbIM
YNOAHOMOYEHHbIM Mpeacegatenem cyda /AWUOM (B MOCTOAHHOM cyaebHOM NpUCYTCTBUKM) U
COrNacoBaHHble C Haya/lbHUKOM OTAena [Aenonpoussoactsa (obwero otgena) M pPaboOTHUKOM,



OTBETCTBEHHbIM 3a pPaboTy apxvMBa cyAa, NPeaoXeHus AN BKAKYEHMA B HOMEHKNatypy aen
(npunorkeHue N 1 K HacToawen UHCTpyKLUK).

2.5. Ha ocHoBe npepnoxeHunin cyaebHbix Konnermn, cyaebHbix cocTaBoB, NOCTOSIHHbIX CyAebHbIX
NPUCYTCTBUIA U CTPYKTYPHbIX NOApa3aeseHunii cyaa oTAe oM AeNonpoun3BoAcTBa (0bwum otgenom) mam
paboOTHMKOM, OTBETCTBEHHbIM 33 BeAeHMe AeN0NpPOon3BOACTBA, COCTABAAETCA HOMEHKNATypa Aen Ha
oyepeaHOM KasieHAaPHbIN roa.

HomeHknaTypa pgen cocToutT wu3  pas3genos, HAUMEHOBAHWA  KOTOPbIX COOTBETCTBYHOT
HAaMMeHOBaHMAM NoApPasaeneHnn cyaa, PAcnOIOKEHHbIX B COOTBETCTBUM CO CTPYKTYpOM cyaa, nmbo us
pa3gesioB COrlacHO HamnpaB/AeHUAM AeATe/IbHOCTU cyda (ecnu annapaT cyga COCTOMT M3 PaboTHMKOB,
3ameLaloWwmnx oTAeNbHbIE AO0KHOCTM), PACNOIOXKEHHbIX C YYETOM AENCTBYOWEN CXeMbl NMOCTPOEHUS
MepeyHs 4OKYMEHTOB.

2.6. HomeHknatypa gen Busnpyetcs paboOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxvBa cyaa,
noanucbiBaeTcs HayaZbHUKOM oOTAena JAenonpousBoacrtea (obuiero oTgena), COrnacoBbiBaeTca C
3KCMNEePTHOM KOMUCCUEN Cyaa U YTBEPKAAETCA Npeacenatenem cyaa.

OauH pas B 5 neT cya, BbICTYNAOLWMN UCTOYHUKOM KOMMAEKTOBAHMS rOCyAapCTBEHHOIO apXxmBa,
60 Npu HaZIMYMM COOTBETCTBYIOLLLEFO A0rOBOPA COrNacoBbIBaeT HOMEHKNATYPY e C COOTBETCTBYOLLEN
OMNK apxnBHOro yupexxaeHus.

2.7. HomeHKnaTypa aen BBogMTCA B AencTBUE € 1 AHBapA cleaytoLLero KafeHaapHoro roga.

2.8. HomeHKnaTypa Aen cocTaBNaeTca B ABYyX 3K3emMnaspax:

nepBbIi 3K3eMNAAP YTBEPKAEHHOM HOMEHKNATYPbI ABNAAETCA AOKYMEHTOM NOCTOAHHOIO XpaHeHus,
nomeLlaeTca B OTAE/IbHOE AEe/10 U BK/AYAEeTCAs B HOMEHKAATYpy B pas3gen oTaena 4enonpousBoacTsa
(obuwero otaena);

BTOPOI 3K3eMNAAP NepesaeTca B apXMB Cy4a B Ka4YeCTBE YYETHOIO AOKYMEHTA.

B cynax, BbICTyMalOWMX MCTOYHMKOM KOMMJIEKTOBAHMA rOCYAAPCTBEHHOrO apxuBa, WAM npwu
HA/IMYMM COOTBETCTBYIOLLErO AOrOBOPA C apPXMBHbLIM yUYpeXKaeHMeM HOMEHKNATypa AeNl COCTAaBAsETCA B
Tpex 3K3eMNnAsapax; TPETUIM 3K3eMnaAp nepesaeTcs B COOTBETCTBYIOLWLMIM FOCYAAPCTBEHHbIN apxuB,
apPXMBHOE yYpexaeHue.

B KauecTBe pabouero sksemnnspa B oTAene AenonponssoacTsa (obuem otaene) UCNoJb3yeTcs
KOMMWA YTBEPKAEHHON HOMEHKNATYPbI AeN.

HomeHKnaTypa gen Ha odyepedHol rog, paccbiiaetcs B cyaebHble Konneruu, cygebHble cocTaBbl,
NoCTosiHHbIE cyAebHble MPUCYTCTBUA, CTPYKTYpPHble NoapasaeneHns cyaa B 3/IeKTPOHHOM BUAE UK B
BMAE KOMWUIM COOTBETCTBYIOWMX Pa3fenioB Ha BymaxKHOM HocuTene.

2.9. YTOUYHEHUs B 3aro/I0OBKU [N U HOBbIE 3aro/I0OBKU AeN, He NPeAyCMOTPEHHbIE YTBEPKAEHHOM
HOMEHKNATYpPoI Aen, BHOCATCA B COOTBETCTBYOWIME pasAenbl HOMEHKNaTypbl. HoBble 3aronoBku aen
BK/IIOYAOTCA B NPeAyCMOTPEHHbIE A1 3TOro pe3epBHble HoMepa.

Mo 3aBeplleHUMM rofAa [AaHHble 06 M3MEHEHUAX U OONONHEHUSX, BHECEHHbIX B pa3fefbl
HOMEHKNATYpbl Ae/, BMECTe C UTOrOBbIMM 3aNUCAMM O KaTeropusax U KOAUYeCTBe Ae/, 3aBefleHHbIX B
cyaebHon Konnermu, cyaebHoOmM cocTaBe, MOCTOAHHOM CyAebHOM MNPUCYTCTBMU, CTPYKTYPHOM
noapasgeneHun cyaa B TeYeHMe roga, nepenaloTcs B oTAeN Aenonponssoacrea (0bwmii otaen).

Otpenom genonpounsBoacTsa (06WMM OTAEN0M) Ha OCHOBE MOJYYEHHbIX AaHHbIX 06 U3MEHEHUAX
W 0OMNO/IHEHUAX, BHECEHHbIX B Pa3ae/ibl HOMEHKAATYPbI A€, FOTOBUTCA AOMNOJIHEHME K HOMEHKANATYpe, B
KOTOPOM MOC/1Ie40BaTE/IbHO B COOTBETCTBUM C pa3aeslaMmv HOMEHKATYPbl YKa3blBatOTCA 3ar0/I0BKU Aern,
He NpeAyCMOTPEHHbIE YTBEPKAEHHbBIM 3K3EMNAAPOM HOMEHKNATYPbI.

JononHeHne K yTBEPKAEHHOW HOMEHKAaType ngen MNOANUCbIBAaeTCA HayvalbHUMKOM oTaena
aenonpounssoactsa (obuero otaena), BUIMPyeTcs paboTHUKOM, OTBETCTBEHHbIM 33 paboTy apx1Ba cyaa,
COrNacoBbIBAaeTCA 3KCMEPTHOM KOMWUCCMEN Cyda M yTBepXKOaeTca npeacepatenem cyga, nocie 4yero
BMeCTe C MTOroBOM 3aMWCbi0 O KAaTEropusx MU KONMYecTBe e/, 3aBefeHHbIX B CyAe B TeYeHue roaa,
npuobLiaeTca K yTBepXKAeHHOMY 3K3eMNIApy HOMEHKAATYPbI.

Pabouuii ak3emnasp HOMeHKNaTypbl AeN XpaHUTCA B oTAeNe AeN0oNpon3BoacTBa (oblem otaene)
[0 Tex nop, Noka Ha gena, chopMMpPOBaHHblE B COOTBETCTBUW C HOMEHKNATypol Aen, He byayt
COCTaB/IeHbl ONKCK Aen.

2.10. B cnyyae M3MeHeHUs CTPYKTypbl cyaa (ynpasfgHeHue, peopraHusaumsa CTPYKTYPHOro
noapasgeneHuna cyga, co3faHuMe HOBOro CTPYKTYPHOro nogpasfaeneHua cyda) HOMeHKnaTypa Aen
COCTaB/ISIETCA 3aHOBO M NOANEXKUT COrNacoBaHUIO U YTBEPXKAEHMUIO B YCTAHOBIEHHOM NopsaKe.



HomeHKnaTypa gen BHOBb CO3[4aHHOIO CTPYKTYPHOro noapasfeneHusa cyfa paspabatbiBaeTca m
npeacrasnfeTca paboTHMKOM, OTBETCTBEHHbIM 33 BegeHMe [AeN0onNpoM3BOACTBA B CTPYKTYPHOM
nogpasgeneHum, B OTAEN Ae/onpousBoacTBa (obwuit otaen) uam paboTHUKY, OTBETCTBEHHOMY 3a
BeJEeHWe [esonpou3BOACTBA Cyda (ecnn annapaT cyga COCTOMT M3 pabOTHMKOB, 3ameLatolmx
oTAeNbHble JOKHOCTU), B MECAYHbIN CPOK.

B MHbIX caydyasax (Hanpumep, M3MEHEHWE CPOKOB XPaHEHMA [OKYMEHTOB HOBbiM [lepeyHem
OOKYMEHTOB M ApYyroe) MoBTOPHOE COrlacoBaHMe NpoeKkTa HoMeHKAaTypbl ¢ MK apXMBHOTO yupekaeHus
He TpebyeTcA.

2.11. I'padbl HOMEHKNATYPbI A€ 3aNONHAKOTCA CeayowmMm obpasom.

2.11.1. B rpade 1 (MHAEKC Aena) HOMEHKNATYpbl A€/ NPOCTaBAAITCA MHAEKCbI Kax4oro Aena,
BK/IIOYEHHOTO B HOMEHKNaTypy. MHAEeKC aena cOCTOMT M3 YCTAaHOBJIEHHOrO B cyae uudpoBoro uam
b6ykBeHHoro o6o03HayeHuAa cyaebHoW Konnerumn, cyaebHoro coctaBa, MOCTOSHHOrO cygebHoro
NPUCYTCTBMA, CTPYKTYPHOrO MNOAPAsAeNeHua, HanpaBieHUA AeATeNbHOCTM cyda (ecnn annapaT cyaa
COCTOUT N3 PabOTHMKOB, 3aMeLLAOLLNX OTAENbHbIE AOMKHOCTM) M NOPAAKOBOrO HOMEpPA 3aro10BKa Aena
No HOMEeHKNaType B npegenax cyaebHol Koanermn, cyaebHoro coctaBa, NOCTOAHHOMO cyAebHOro
NPUCYTCTBMA, CTPYKTYPHOrO NoApasgesieHna WAW HanpaB/ieHuA AeATenbHOCTU cyaa. MHaeKkcbl agen
obo3Hauvatotcs apabckumm umdpamu. Hanpmumep: 02-03, rae 02 - MHAEKC CTPYKTYPHOTO noapasaeneHus,
03 - nopAaAKoBbI HOMep 3aro/I0BKa Aiena N0 HOMEHKNAType.

2.11.2. B rpady 2 HOMEHKNATYpbl €N BKAOYAOTCA 3aro/IOBKU Aen (TOMOB), KOTOpble OTpaKatoT
OCHOBHOE COJepaHWe W CcoCTaB [AOKYMeHTOB gena. [pu cocTaBneHWM 3aronoBKOB Jen ANs
HOMEHKNaTypbl cneayeT MWCNOAb30BaTb HAMMEHOBAHMA [OOKYMEHTOB, umelowmxcAa B [lepeyHe
OOKYMEHTOB, C AOMOJIHEHMEM 3aroN0BKOB KOHKPETHbIM COAEpPXAaHUEM U APYTMMU HEOBXOoAMMbIMM
3NleMeHTaMM 3arosioBKa, NPenycMOTPEHHbIMW HOPMATMBHbLIMM MPABOBbIMM aKTamu, B TOM 4ucie
pernameHTUpPYLWMMM BONPOCHI 4e10MPON3BOACTBA M apXMBHOTO Aena.

MopALOK pacnonoXeHWA 3aro/IOBKOB Ae/1 BHYTPU Pas3AesioB U NoApasfenoB HOMEHKNATYPbLI gen
onpeaenaeTca CTeneHbio BaXKHOCTU JOKYMEHTOB, COCTaBAAOLWMNX AENa, U UX B3aMMOCBA3bIO.

BHavane pacnonaratoTcA 3aron0BKM e/, COoAeprKaline OpraHM3aLuMOHHO-PacnopaAanTesIbHYIO
OOKyMeHTaumto. [lanee pacnonaratoTca 3aro/I0BKKM e, CoAeprKalline NaaHoBble U OTYETHbIE LLOKYMEHTbI.

3aro/IoBOK Aena AO/KEH OTpaXKaTb NPU3HAK (MpMU3HaKK), Mo KOTopomy(biM) OHO chOPMMPOBAHO:

HOMWHa/IbHLIA - Ha3BaHWe BMAA Aena (nepenucka, KypHaa, Aeno) WaM BuAa AOKYMEHTOB,
BK/IIOUYEHHbIX B 4€/10 (MPOTOKOAbI, NPWKa3bl);

ABTOPCKWUI - HAMMEHOBaHME NOCTOAHHO AEWCTBYIOLLErO UM BPEMEHHOIFO OpraHa, AO/IKHOCTHOrO
WAW MHOTO /ML, CO34aBLINX AOKYMEHT(bI);

KOPPECNOHAEHTCKUIA - HaMMEeHOBaHME OpraHu3auuu, nuvua, KOTOPOMY aZpecoBaHbl MAM OT
KOTOPOro MoJlyYeHbl JOKYMEHTbI;

npeaMeTHO-BONPOCHbIN - KPAaTKOE COAEP)KAaHME AOKYMEHTOB AeNa;

XPOHOMOMMYECKUIA - AaTa (Nepuog), K KOTOpPon(oMy) OTHOCATCSA LOKYMEHTbI 4eNa;

reorpaduyecknii - HasBaHME MECTHOCTU (TeppuUTOpPUM), C KOTOPOWM CBA3AHO COAEpP)KaHUE
OOKYMEHTOB Aena;

yKa3aHue Ha KONUIMHOCTb OKYMEHTOB Aena.

He ponyckaetca ucnonb3oBaHMEe HAMMEHOBAHW 3aro/IOBKOB A€/, KOTOPble He OTpa)KkatoT
cogeprkaHne U coCTaB OOKYMEHTOB Aen (Hanpumep: pasHble maTtepuanbl, oblias nepenucka n Tomy
noaobHoE), a TaKKe BBOAHbIX C/10B U CNOMKHbIX CUHTaKCMYECKNX 060pOTOB.

B 3arosoBkax fAen, coAeprkaliuMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
noc/sefoBaTeIbHOCTbIO AeN10NPOM3BOACTBA, B KAYECTBE BUAA Aena ynoTpebaseTca TepmuH "A0KyMeHTbI",
a B KOHLLE 3aro/1oBKa B CKOOKax yKa3blBatOTCA OCHOBHbIE PAa3HOBUAHOCTU AOKYMEHTOB, KOTOPbIE AOKHbI
6bITb B Aene.

TepmuH "AOKYMEHTbI" NPUMEHAETCA TaKKe B 3ar0N0BKaX AeN, COAEPKALLMX AOKYMEHTbI (CNpaBKy,
0T4YeTbl, MePernuncky 1 Npoyee), ABAAIOLLMECA MPUIOKEHUAMU K KAKOMY-TMHO JOKYMEHTY.

Ecnn peno coctouT U3 HECKOJIbKMX TOMOB, TO COCTaBAAETCA 0OLWMIA 3aro/I0BOK Ae/la, a 3aTem npu
HeobX0AMMOCTM COCTABASIOTCA 3ar0/I0BKM KaXKA0ro TOMa, YTOYHAOWME COAeprKaHNe 3aros0BKa Aena.

3aronoBKM pgen no BoMpocam, He paspeweHHbIM B TeYeHMe OFHOro roja, ABAAKOTCA
"nepexofAwMmMn” M BHOCATCA B HOMEHKAATYpy Cy4a CAeaylolero roga € TeM Ke WHOEKCOM C
npocTaBAeHNeM COOTBETCTBYHOLLEN OTMETKM B rpade "MpumeyaHune".



Mpu BKAOYEHMW 3ar0ONOBKOB INEKTPOHHbIX e/ B HOMEHKIATYPY UHAEKCbl 3EKTPOHHOro Aena u
3aro/0BKM 3N1EKTPOHHbBIX A1 COCTABAAKTCA MO TEM }Ke MpaBuUAaM, YTO U UHAEKCbl U 3aroN0BKK Aen
OOKYMeHTaMM Ha BymarKHOM HocuTene.

B 3aronoBkax fAen, cogepXalwux AOKYMEHTbl OrpaHWYEHHOro J0CTyna, B HOMEHKnaType
NPOCTaBNAETCA COOTBETCTBYOWAn oTMeTKa ("Ana cnyrkebHoro nonbzosanuma”, "4CMN").

2.11.3. B rpade 3 HOMeHKNATYypbl AN MO OKOHYaHMW KaJleHAAaPHOTO rofia YKa3blBAaeTCs KONMYECTBO
3aBefeHHbIX gen (Tomos).

2.11.4. B rpade 4 HOMEHKNATypbl AEN YKa3blBalOTCA CPOK XPaHEHUA n[en, Homepa CTaTei,
YCTAaHOBNEHHbIX [lepeyHem JOKYMEHTOB.

COKpallleHNAa CPOKOB XpaHEHWs, YCTaHOB/EHHbIX AeWcTByOWMM [lepeyHemM [OKYMEHTOB, He
Jornyckaertca.

2.11.5. B rpade 5 B TeyeHMe BCEro CpoKa AENCTBMA HOMEHKNATYpPbl MPOCTaBAAKTCA OTMETKM O
BeAeHUU Aen B 9IN1eKTPOHHOM BUAe, O Nepexoaalmx Aenax, 0 BblAeNeHUM AeN K YHUUTOXKEHUIO U Apyroe.

2.11.6. CynebHble gena noanexart ob6asatelbHOMY YYETY U BKIOYEHUIO B HOMEHKNATYpyY Aen.

3anosiHeHWe rpad HOMeHKNATYpPbl Aen No cyAebHbIM Aenam OCyLwecTBAAETCA NO O6LWMM NpaBUAaM.

lpada 2 3anonHAeTcA B COOTBETCTBMM C 3aroN0BKamu, nNpeaycMoTpeHHbiMu [lepeyHem
OOKYMEHTOB, 6€3 BK/I0OYEHMA B HOMEHKNATYPY PErMCTPALLMOHHbBIX HOMEPOB KOHKPETHbIX CyAebHbIX aen.

Hanpumep, K noAcyAHOCTM PAaMOHHOIO CyAa OTHOCATCA rpaXKAaHCKMe Aena O pacTopKeHnn Bpaka,
COOTBETCTBEHHO, B HOMEHKNATYPY MO COOTBETCTBYHOLMM MHAEKCOM OLMH Pa3 BHOCUTCA HEOO6X04MMblIl
3aronoBoK 13 llepeyHa AOKYMEHTOB.

2.12. Mo 3aBeplueHMn KaneHaapHoro roga (oo 1 ¢despans cneayollero roga) cyaebHble Konnernm,
cynebHble cocTaBbl, NOCTOAHHbIE CyaebHble NPUCYTCTBUA, CTPYKTYPHble nogpasgeneHns odopmnatoT
MTOTOBYIO 3aMMUCb K HOMEHKATYpe Aen, B KOTOPYHO BHOCATCA CBEAEHMA O KOJIMYeCTBe 3aBefeHHbIX gen ¢
Yy4eTOM KomyecTsa TOMOB (rpada 3 HOMeHKNaTypbl Aen), OTAe/IbHO NOCTOAHHOIO MU BPEMEHHOIO CPOKOB
XPaHEHWUs, BPEMEHHbIX CPOKOB XpaHeHus ¢ otmeTkoh "IMK" un "nepexogawmx". Utorosaa 3anucb
LOMONIHAETCA AaHHbIMU O KONIMYECTBE 3NEKTPOHHbIX Ae/1 COOTBETCTBYHOLLMX CPOKOB XPaHEHMUA.

[anee 371 cBefeHUn nepenatoTca B OTAEN AEN0NPON3BOACTBA (06WMI oTAeN) AfA COCTaBAEHUS
WTOrOBOM 3aNMCK K HOMEHKAAType.

CBefeHus, copeprkalumeca B MTOrOBOM 3anMcuM  HOMEHKAATypbl, nepesatoTca pPaboTHWMKY,
OTBETCTBEHHOMY 3a paboTy apxuBa, O YemM B HOMEHKANAType MPOCTaBAAETCA OTMETKA C YyKasaHuem
OONKHOCTU M NOANUCK NNLQA, NepeaBLUero cBeaeHus.

3. CoctaBneHue onucei gen (onucei aNeKTPOHHbIX
AOKYMEHTOB) cyaa

3.1. Onuck gen (onncb 3NEKTPOHHbIX IOKYMEHTOB) - 3TO aPXMBHbIN CNPABOYHUK, NPEACTaBAAOLWMA
cob0li cMcTEMATM3MPOBAHHbIM NepeYeHb 3aroI0BKOB AeN U NpeAHasHaYeHHbIM AN1A pacKkpbITUA cocTaBa
N coaepKaHuA Ae, 3aKpenaeHns ux cucTtemaTmsalnmm BHYTPU AOKYMEHTaIbHOro poHaa U 1X y4yeTa.

Onuck gen (oNUCb 3NEKTPOHHbIX AOKYMEHTOB) COCTaBASETCA Ha OCHOBE HOMEHKNATYPbI Aen.

O6beKToM onncaHus B onucuK Aen (0NUCK 3N1eKTPOHHbIX JOKYMEHTOB) ABNAETCA A0 (3N1eKTpoHHoe
aeno).

3.2. Onucn pgen, onucn gen cypebHbix Konnernn, cyaebHbix COCTaBOB, MOCTOSHHbLIX CyAebHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX NnogpasaeneHuii (npunoxenua N 3, 4, 5, 6, 7, 8 K HacTosAwen UHCTpyKunn)
COCTaBAAOTCA OTAE/bHO Ha:

rpaxgaHcKkue gena NOCTOSHHOIO XpPaHeHUs;

a4MUHUCTPATUBHbBIE Ae/la MOCTOSHHOMO XpaHeHus;

Yro/fIoBHble fAe1a NOCTOAHHOIO XpPaHeHus;

Aena ¢ cyaebHbIMW aKTamMK, U3BATbIMU M3 FPaAKOAHCKMX 4N M MaTepuanos, paspellaembix B
nopsake rparkAaHCKOro cygonpor3BOACTBa, B CBA3M C UCTEYEHUEM CPOKa WMX XPaHEHUA, NOCTOAHHOIo
XpaHeHus;

Aena c cyaebHbIMM akTaMu, U3bATBIMU U3 aMUHUCTPATMUBHbIX Ae/, MaTepMUanos, paspeLlaemMbix B
nopsake aAMMHUCTPATUBHOIO CyAOMNPOW3BOACTBA, B CBA3M C WUCTEYEHMEM CPOKa WX XpaHeHus,
NOCTOAHHOIO XpaHeHus;

nena c cyaebHbIMM aKTaMK, U3bATbIMU M3 YrONOBHbLIX [€/1, MaTepuanos CyaebHOro KOHTpoAs,



MaTepuanos, paspellaembiXx B MOPAZKE WCMOJIHEHMA MNPUroBopa, B CBA3W C UCTEYEHMEM CpOKa MX
XpaHeHUs, NOCTOAHHOIO XpaHeHus;

Aena obuiero AeNonponsBoacTBa NOCTOAHHOIO XPaHeHUS;

rpaxgaHcKue aena BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs;

aAMUHUCTPATMBHbIE Aena BpemMeHHbIX (cBbiwe 10 neT) cpoKOB XpaHeHus;

Yro/IoBHble fiena BpemeHHbIX (cBblille 10 1eT) CPOKOB XpaHeHuUs;

aena ¢ cyaebHbiMM  aKTamu, W3bBATbIMM M3  Aen, MaTepuanoB 06 aaMUHUCTPATMBHbLIX
NnpaBOHapPYyWeHUAX B CBA3M C UCTEYEHMEM CPOKA MX XpaHeHWs, BpemMeHHbIX (cBbiwe 10 neT) cpokos
XpPaHeHUs;

Aena obuiero Aes0npom3BoACTBA BpeMeHHbIX (cBbiwe 10 1eT) CpoKoB XpaHeHUs;

Aena no IMYHOMY COCTaBYy;

Aena co CpoKom xpaHeHua "[lo nukeuaaumm cyaa" (B cnydae, npeayCMoOTPEHHOM NyHKTom 3.2.1
HacTosiwen UHCTpyKunm).

3.2.1. Jena co cCpoKOM XpaHeHua "[o nMKBMAaumm cyaa" B cyaax, BbICTYMaOWMX MCTOYHMKAMMU
KOMMN/IEKTOBaHMA rOCYAAaPCTBEHHOIO apXxuBa, BKAKOYAIOTCA B OTAENbHYHO ONUCb AeN; B cydax, He
BbICTYMAOLWMNX MCTOYHMKAMM KOMMNEKTOBAHUA roCyAapCTBEHHONO apXxMBa, BK/HOYAOTCA B OMNWUCb Aen
NMOCTOSAHHOIO CPOKa XpaHeHMs.

3.2.2. AHanorn4Hble onNMcK COCTABAAIDTCA Ha SNEKTPOHHbIE Aena.

3.3. Ha cyaebHble gena BpemeHHbIX (40 10 neT BKAHOUYUTENIbHO) CPOKOB XPaHEHWsA Oonucu aen
BeAyTCA B MNPOWU3BO/IbHON Gopme B 3/1EKTPOHHOM BUAe PabOTHMKOM, OTBETCTBEHHbIM 33 BedeHue
AenonpounsBoacTsa B cyaebHom Konnermm, cyaebHom coctaBe, MOCTOAHHOM CyAebHOM MpUCYTCTBUM,
CTPYKTYPHOM noapasaeneHum.

B cnyyae nepenaun Ha xpaHeHWe B apxuB cyda Aen BpemeHHbIX (40 10 net) cpoKoB XpaHeHus (B
COOTBETCTBUM C NMyHKTOM 7.5 HacTosweln VHCTpYKuuMK), onucu Aen B 3N1eKTPOHHOM BUAE BeAyTCA TaKKe
Ha Apyrve aena BpemeHHbIx (A0 10 neT) cpokoB XxpaHeHUs (aena obliero AeNONpPoOn3BOACTBA: HapAAbI,
KHUTU, }KYPHaNbI U T.4.).

Mpu yHUYTOXKEHUN TaKnx aen B rpade "MpumeyaHume" onmcu gen NPocTaBaAeTcAa COOTBETCTBYOLWAA
OTMETKa CO CCbIIKOM Ha aKT 06 YHUUYTOXKEHUN aena.

3.4. Onucu pen cyaebHbIx Konnerni, cyaebHbiX cOCTaBOB, MOCTOAHHbLIX CyAebHbIX MPUCYTCTBUN,
CTPYKTYPHbIX NoApashefieHnit cyga COCTaBAsATCA MO YCTaHOBAEeHHOM dopme (npunoxkeHus N 3, 4 K
HacToswWwen MHCTPYKUMKN) B ABYX IK3EeMNIApax U NpeacTaBAAOTCA B apXMB CyAa He nosgHee Yem yepes
LLIeCcTb MecALeB Noc/e 3aBepLleHNs Aen B Ae/I0NpPOU3BoACTBE.

Mepenaya Aen NOCTOAHHOIO U BpemeHHoro (csbilie 10 NeT) CPOKOB XpaHeHMA B apxuB cyda
OCyLLEeCTBASIETCA MO onucAM Aen cyAebHbIX Koanerni, cynebHbiXx cOCTaBOB, MOCTOAHHbIX CyAe6HbIX
NPUCYTCTBUI, CTPYKTYPHbIX NnoapasgeneHnn (npunoxenunsa N 3, 4 K HacToAwen MHCTpyKumn).

3.5. MNpu cocTaBieHMn onuck aen cyaebHbix KONNernin, cyaebHbIX COCTaBOB, NOCTOAHHbIX CyAe6bHbIX
NPUCYTCTBUIA, CTPYKTYPHbIX NoapasaeneHnn cyaa cobaogatorca cneaytoume TpeboBaHuma:

3aroJIoBKM ZleN BHOCATCA B ONUCh NMOJHOCTbIO;

Kaxkgoe Aenio, TOM BHOCMTCA B ONUCb NOJ, CAMOCTOATE/IbHbIM NOPAAKOBbIM HOMEPOM;

rpadbl ONMCK 3aNONHAIOTCA B COOTBETCTBUM CO CBEAEHUAMM, KOTOPbIE BbIHECEHDLI HA 0BI0XKKY Aena;

rpada onucu "MpumedaHme" ncnonb3yeTcs oa OTMETOK O Npueme (nepegave) aen, ocobeHHoCTAX
$U3NYECKOro COCTOAHMA, O HAIMYMM KOMUNA.

3.5.1. OCHOBHbIM 31€MEHTOM ONUCKU AeN ABAAETCA ONMcaTes/ibHaA CTaTbA, B KOTOPYIO BXOAAT: HOMep
Aena no nopsaaKy, MHAEKC gena No HOMEeHKNAType Aen, 3aro0BOK Aena, KpalHue AaTbl Aena, KoANYecTBo
JINCTOB, NPUMEYAHMUS.

3.5.2. NopsagKroBbIi HOMepP Aena NPUCBaAMBAETCA NOC/Ee ero BKAKYEHMA B ONUCh M PAaCcnoNOXKeHUs B
OMMUCK B COOTBETCTBUM C MPUHATOMN CXEMOWN CUCTEMATM3IALMNMN.

B cnyyae obHapyKeHUsA HOBbIX A€/, HE BHECEHHbIX B ONUCK gen cyaebHon Konneruu, cygebHoro
COCTaBa, NOCTOSAHHOrO cyAebHOro NPUCYTCTBMA AN CTPYKTYPHOIO NoapasfeneHuns cyga uav onucu gen,
Takue Aena BHOCATCA B YKa3aHHble ONMcK Noj, INTEPHbIMU HOMEPaMMU.

[ena, BHECEHHble B ONWUCb NOA INTEPHLIMU HOMEPAMM, BHOCATCA B Hee ¢ flobaBieHMeM K HoMepy
nena 6yks andasuTta (K npumepy: 4, 5, 53, 56, 6).

3.5.3. WHpeKc pena npeaHasHayeH ANA MNPOCTAHOBKU HOMEHKNATYPHbIX Homepos aen. [lo
pelweHuto cooTBeTcTByloWen MK apXMBHOrO yuypexKaeHua AaHHas rpada MOXKeT MCNOo/b30BaThCa ANA



WHbIX OTMETOK.

3.5.4. 3aronoBOK Aena CoAepKUT MHGOPMALMIO O BKOYEHHBIX B AE/10 BUAAX AOKYMEHTOB WU
peLaembiX UMW BOMPOCaX.

B rpade 3arosoBKa gena ¢ HOBOWM CTPOKM MOMKET BbITb NpMBEAEHA AONOAHUTENbHAA MHPOPMaLMA
06 0CO6EHHOCTAX AOKYMEHTOB, BK/IIOYEHHbIX B A€/10.

Kaxkablih 3aronoBoOK NULIETCA NOJIHOCTLIO, COKpaleHue "To xe" He gonycKaeTca.

Mpy BKAOYEHWUM NNYHBIX A€ TUMNoBasa 4acTb 3arosioBka ("/lnuHoe peno paboTHuKa..") u
WMHAMBUAOYAIbHAA OTAENATCA APYr OT Apyra ABoeTounem, npobenom nocne Hero u ab3auem. Hanpumep:

N n/n| NHaekc 3aron0BOK aena KpaitHue gatbl Konunuects | MpumeyaH
aena O /INCTOB ua
1 2 3 4 5 6
1. NnyHoe peno paboTHMKaA 01 utonsa 2015 - 05 54

MocKoBcKoro obnactHoro cyaa, |aeKkabpsa 2015
yBoneHHoro B 2015 roay:
MBaHoB MBaH MBaHOBWY

2. JNlnuHoe geno paboTHMKaA 03 asrycra 2015 - 06 76
MockoBcKoro obnactHoro cyga, |Hoabps 2015
yBoneHHoro B 2015 roay:

MatseeB Matsein MaTtBeeBuy

AHanormyHbiMm 06paszom 0GopPMAAIOTCA U MHbIE 3ar0I0OBKU A, UMEIOLLME TUMOBYIO U NEPEMEHHbIE
4acTu 3aro/I0BKOB.

Mpu BHECEHWW B OMWUCb 3ar0/I0BKOB CyAeOHbIX AeN CleAyeT yKasblBaTb B 3aro/IOBKE HOMep Aena
(YWNL), Homep nponsBoacTBa No geny.

3.5.5. I'pada "KpaiHune patbl" coaep»KUT KpaHUe AaTbl (HaYa/ibHYIO M KOHEYHYH0) JOKYMEHTOB
Aena nam cobbITUin, KOTOPbIE OCBELLAIOTCA STUMM AOKYMEHTAMM.

KpaiHue aatbl B onucK MoryT 6bITb NpeacTaBaeHbl caeayowmm obpasom:

MMetoTCA HavanbHaa U KoHeYyHaa aatbl: 08 AHBapa 2025 - 07 asrycta 2025;

Ha4yasibHaA U KOHeYHaa Aatbl coBnagatot: 15 aHeapa 2025;

B OA4HOW U3 AAaT OTCYTCTBYET YMCI0 U/uam mecau: aueapb 2025 - 03 mapta 2025, 01 anpena 2025 -
2026;

Haya/ibHaA UM KOHeYHadA AaTa onpeaensaeTca no KOCBEHHbIM AaHHbiM: [2025];

KpalHue aaTbl yCTaHOBUTL He yaanock: [6/4).

CoKpawaTtb aatbl (K npumepy, 15 - 23 mapTa 2025, mapT - anpenb 2025) He gonyckaeTcs.

K uncnam mecsua ot nepsBoro Ao aesatoro nobasnsetca snepegm croawmini Honb (03 mapta, 06
ceHTAbps); cnoso "roa" (cokpawenus "r.", "rr.") He ucnonb3yercs.

3.5.6. B onucax nen BpPeMEHHbIX CPOKOB XPaHEHWA CPOK XPaHEeHWA fena yKasblBaeTcs B
COOTBETCTBUM C AENCTBYIOLLMM HA MOMEHT COCTaB/IEHMA ONUCK MNepeyHeM AOKYMEHTOB.

3.5.7. Brpade "Konnuectso AUCTOB" BHOCUTCA KOJIMYECTBO NPOHYMEPOBaHHbIX 1MCTOB B gene (6e3
KOJIMYECTBA JINCTOB BHYTPEHHEN onuck). KoaiMyecTBo INCTOB B ONMCaTe/IbHON CTaTbe A0/KHO COBNaAaTh
C KOJINYECTBOM JIUCTOB, YKa3aHHbIX B INCTE-3aBepuUTese gena.

3.6. Mepen BHECEHMEM 3ar0/IOBKOB AEN B ONUCKU AeN cyAebHbIX Koanernin, cyaebHbiX cOCTaBOB,
MOCTOAHHbIX  CyAeOHbIX  MPUCYTCTBMM,  CTPYKTYPHbIX  MOApasAeneHuin  cypga  paboTHUMKamM,
OTBETCTBEHHbIMW 33 BeAEHWEe [Oe/0NPOU3BOACTBA, MNPOBEPAIOTCA KayvecTBO (GOPMMPOBAHUA U
obopMNeHna aen, COOTBETCTBUE KOMYECTBA e, BHOCMMbIX B ONWUCb, KONIMYECTBY 3aBeAEeHHbIX AeN No
HOMeHKANaType aen.

Mpy npocmoTpe Aen NpoBepPAIOTCA: COOTBETCTBME 3aro/I0BKA Aefla COAEP!KaHUI0 AOKYMEHTOB B
aene; NpaBuUIbHOCTb OPOPMAEHMA W TPYNMNUPOBKM [OKYMEHTOB, BK/IOYEHHbIX B [A€/10; KA4YecTBo
NoALWMBKN UAW NepenneTa Aena; NPaBUIbHOCTb HYMepaLMn IMCTOB AeNa; HaAn4Yue B Aene BHYTPEHHEN
onucK Aena n NPaBUIbHOCTb €€ COCTaBAEHUA; NPaBUIBHOCTb 0QOPMAEHUA OBNOXKKN Aena; Haanvme u



NpPaBuUAbHOCTb INCTA-3aBEPUTENA.

Mpyn obHapy*KeHUM HapyLeHUA YCTaHOBEHHbIX Npasua GopMUPOBAHUA U 0DOPMIEHNS AEN OHU
[OO0/13KHbI BbITb YCTPaHeHbl PabOTHMKAaMM, OTBETCTBEHHbIMM 33 BeAeHMe Ae/10NpPon3BOACTBa.

3.7. B cnyyae obHapyXeHua OTCyTCTBUA A€, 3aBeAEHHbIX B COOTBETCTBUM C HOMEHKAATypon aen,
paboTHMKOM, OTBETCTBEHHbIM 33 BeZleHWe Ae/10NpPoM3BOACTBa B cyaebHoM Konnernun, cyaebHom cocTtaBe,
NOCTOAHHOM CyZAe6HOM NPUCYTCTBUMN UM CTPYKTYPHOM NOApasAeneHnn cyaa, NPUMHUMAOTCA Mepbl MO UX
po3bICcKy. OBHapy»KeHHbIe Ae/la BKAOYAOTCA B ONUCH AEeN.

Ecan npuHATble Mepbl He Jann pe3ynbTaToB, TO HA HEODHAPY)KEHHbIE Aefla COCTaBAAETCA aKT 06
yTpaTte [OKYMEHTOB B MPOU3BONAbHOW (opmMe, KOTOPbIA MNOAMUCLIBAETCA HAYaNbHUKOM oOTAena
nenonpoussoactea (obliero otaena) u npeacepatenem cyaebHolt Koaneruu, cyaebHoro cocTasa,
YNONHOMOYEHHbIM  JIMLLOM MNOCTOAHHOIrO CyAebHOro MPUCYTCTBUA, Haya/llbHUKOM  CTPYKTYPHOrO
nogpasgeneHua cyga. fanee akT o6 yTpaTe OOKYMEHTOB YTBEPKAAeTCA npeacedatesiem cyda wm
nepeaaeTcs BMecTe C ONucbio gen cyaebHon Konnernmn, cyaebHoro coctaBa, NOCTOSSHHOro cyaebHoro
NPUCYTCTBMA, CTPYKTYPHOTO NoapasaeneHmns cyaa paboTHUKY, OTBETCTBEHHOMY 3a paboTy apxuBa cyaa.

3.8. OnucK gen, onucu 3NeKTPOHHbIX AOKYMEHTOB (rogoBble pasgenbl onucein aen, onuvcei
3/IEKTPOHHbIX AOKyMeHTOB) (npunoxkeHua N 5, 6, 7, 8 K HacToAwel WMHCTPYKUMK) COCTaBAsAOTCA
paboTHMKOM, OTBETCTBEHHbIM 33 PaboTy apxmBa cyaa, Ha OCHOBaHWUW ONUCEN AeN, ONUCEN 3TIEKTPOHHbIX
OOKYMEHTOB cyaebHbIXx Konnernn, cygebHblXx COCTaBOB, MOCTOAHHbLIX CyAeOHbIX NPUCYTCTBUIA W
CTPYKTYPHbIX NogpasaeneHuni cyaa.

3.9. MNepBOMYy rogoBOMY pasaeny onucu Aen NpMceamBaeTca HOMep onucu no ancty GoHaa, Bce
nocneayroLwme rogosble pasaesibl YACAATCA 33 AaHHbIM HOMEPOM [0 3aBepLUEHMA ONUCK.

He ponyckaeTtca npucsoeHMe ONUCAM A€/ OAMHAKOBbLIX YYETHbIX HOMEPOB B Mpenesax 04HOro
doHAa.

3.10. 3aKOHY€eHHasA onucb Aen Ha bBymarKHOM HOoCUTe e A0/IKHA BKAOYaTb He bosiee 9999 eanHumy,
XpPaHeHus.

Mpn AOCTUNKEHUN MAKCMMAZIbHOFO KO/AIMYECTBA CTaTeN UAM NPUBAMIKEHUM K 3TOMY YMCAY, KOraa
KOJINYECTBO AeN B Cneaylolem rofgoBOM paszesie MOXKeT MNPeBbiCUTb AaHHOEe OrpaHuveHue, Onucb
3aKpPbIBAETCA M HAYMHAETCA HOBaA OMMCb CO CAeAyoLMM CBOBOAHbIM HOMEPOM.

TaKKe onucb Aen 3aKpbiBaeTcA, eC/IM HOBbIE Aea B Hee NocTynaTb 6o/blue He byayT (Hanpumep B
CBA3M C ynpasaHeHuem cyaa).

3aKOHYEHHaa onNucb Aes BMeCTe C TUTYbHbIM JIMCTOM M CNPaBOYHbIM annapatom K Hewn
3aKNt04aeTca B TBepAyo 06/10KKyY, HymepyeTcsa M NoALMBaeTCs UK nepenseTaeTcs.

Kaxkgas 3aKoOHYeHHasA onucb Aen, KaxKabli TOM ONUCK AeN A0KHbl UMETb NINCT-3aBEpPUTENb.

3.11. Ecam onucb Aen COCTOUT M3 HECKOJIbKMX TOAOBbIX pa3fenoB, TOMOB, UTOroBas 3anucb
COCTaBNAETCA K KaX}AOMy rogoBomy pasgeny, Tomy. K Kaxgomy nocneaylowemy rogoBomy pasgeny,
TOMY B HapacTatoLem nopsagKe CoCTaBAAETCA CBOAHAA MTOroBas 3anuchb.

Mpw 3aKpbITUK onrcK odopmaseTca eauHas UTOroBas 3anuchb, B KOTOPOM yKasbiBatoTca (Uydbpamm
1 nponucbto) obobLiatolme CcBeeHNA NO BCEM ro40BbIM pasaenam, BolleAWwnmM B AaHHYH0 OMNUCH.

Hanpumep: Mepsblt rogoBon pasaen: B gaHHyto onucb BHeceHo 130 gen ¢ N 1 no N 130, B Tom
yncne: AnTepHble HOMepa - HeT, NponyLeHHble Homepa - N 113.

Bropoi rozoBsoli pasgen: B AaHHyto onuck BHeceHo 100 gen ¢ N 131 no N 230, B Tom yucne:
unTepHble HoMepa - 138a, nponyuweHHbIX HOMEpPOB - HeT.

3aKAounTeNbHbIM FTO40BOM pPasaes, ONMUCb 3aKpbiBaeTcA: B AaHHYHO onncb BHeceHo 500 gen ¢ N 1
no N 500, B TOm yncne: amTepHble HOMepa - 138a, nponyLleHHble Homepa - N 113.

Onsa KarKooro rogoBoro pasgenia onucu gen HeobxoAuMMo yKasblBaTb rof, OMMCU, 33 KOTOPbIN
NpeAcTaBAEHbl JOKYMEHTbI.

fogoBble pasfenbl, €C/iM OHU He ABAAIOTCA 3aKOHYEHHOW OMUCbio, He MOALWMBAOTCA U He
nepenneTaroTCca.

3.12. B cnpaBoYHbI annapaT K onucu aen BXoAAT: TUTYbHbIN JINCT; NepeyeHb NnepeumeHoBaHNM
cyaa (ecnm nHbopmaums o NepPeEMMEHOBAHMM He COAEPKUTCA B TUTYILHOM JIUCTE OMNUCKU), coaepKaHue
(ornaBneHune); npeamMcioBue; CNUCOK COKPALLEHWI; yKasaTenu K onucu (npeameTHbli, MMEeHHOM,
reorpaduyeckon).

3.13. Ha TMTyAbHOM NUCTe ONUCK AEN YKas3blBAOTCA: MOJHOE HaMMEHOBAHME roCyAapCTBEHHOrO
apxuBa (ecnu cya BbICTyMaeT ero UCTOYHMKOM KOMMAEKTOBaHMA); NONHOE HaMMeHOBaHWe cyaa; HoMep



apxuBHoro ¢poHAa; HOMEpP N Ha3BaHME ONUCU; KpalHME AaTbl BHECEHHbIX B ONMMUCb e AUHUL, XPaHEHUA.

HanmeHoBaHMe cyaa yKasbiBaeTcA No NOc/ieAHEeMY roay BK/OYEHMA AOKYMEHTOB B ONUCH Ae.

3.14. B npeaMcnoBMn K ONUCK AeN YKa3blBaloTCA CBEAEeHMA B XPOHONOMMYECKMX PaMKaX KpanHuMX
0AT eANHUL, XPAaHEHWA, BKOYEHHbIX B ONUCh: 06 M3MEHEHUAX B HAMMEHOBAHUW CYAa; O CTPYKTYpPE cyaa;
06 ocobeHHOCTAX odpopmaeHna n GOPMUPOBAHMA AEN, ONUCAHNA U CUCTEMATU3ALLMMN 3ar0N0BKOB AEeN; O
CoOZEpPXKaHNUN M MOAHOTE AEN; O HAaAMYMM U O0COBEHHOCTAX MHPOPMALMOHHBIX cucTeM, 6a3 AaHHbIX,
NcnosibdyemMbix gna paboTbl C 3NEKTPOHHbIMU AOKYMEHTAMM, PETUCTPALNOHHO-YYETHbIMM GOPMaMM Aen
N OOKYMEHTOB M 06pa3amu (CKaHamK) aen U AOKYMEHTOB.

3.15. BHeceHWe U3MeHeHMU B rof0Bble pasaesibl onucK aen nocae ux yreepxaeHns MK apxmsHoro
YYpPEKOEHMA WUAM TOCYLAPCTBEHHOIO apxuBa [AOMYCKAeTCA TO/IbKO HA OCHOBAHWU COOTBETCTBYHOLLUX
peLleHni aKCcnepTHOM Komuccum cyga v IMK apxmMBHOro yupeKaeHus (rocyapcTBeHHOro apxmea).

3.16. Onucu gen (rogosble pasaenbl onucelt) NOCTOSSHHOMO XpaHeHUs, BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHUs, onucen gen No AMYHOMY COCTaBY COM/1aCOBbLIBAOTCA C IKCNEPTHOM KOMMCCUen cyaa,
rnocse Yero ecnu cyfd BbICTYMaeT UCTOYHMKOM KOMMJIEKTOBAHUA rocy4apCcTBEHHOrO apxuBa, AMbo Ha
OCHOBaHMM AOroBOPa C apXMBHbIM YUYpeEKAEHUEM, NPEACTABAAIOTCA Ha YTBEPKAEHNE COOTBETCTBYIOLWEMN
OMNK apxnBHOro yupexxaeHus.

Onucu gen (rogosble pasaensl onuceit) HanpaeastoTca Ha MK apXMBHOTO yupeXKaeHUs B YeTblipex
3K3emnaspax Ha Byma’KHOM HOCUTENEe M OAHOM 3K3EMNSPE B 3/IEKTPOHHOM BUAE B pPeAaKTUpPyeMoMm
dopmaTe He no3gHee Yem Yepes 3 roga Nocae 3aBeplleHma Aen B 4e/I0NPOU3BOACTBE.

MNepen HanpaBAeHUEM ONUCEN AEN Ha YTBEPKAEHUE NPOBEPAETCA HAa/IMUME AEN, BKIOYEHHbIX B 3TU
onucw.

3.17. Mocne yTBepxaeHUA onucei aen (roaosbix pasaenos onuceit) MK apxMBHOTO yupexkaeHus
OHW YTBEPXKAAOTCA NpeacepaTenem cyaa.

4. 3KcnepTU3a LLeHHOCTU JOKYMEHTOB. 3a4auu U PyHKLUKN
3KCMNepTHOI KoMmUccum cyaa

4.1. dKcnepTnsa LIEHHOCTU [IOKYMEHTOB (Aanee - 3KCneptusa LEHHOCTM) - AeATeNbHOCTb Mo
YCTaHOB/IEHUIO CPOKOB XPaHEHWUs AOKYMEHTOB, OTOOPY UX A1 aPXMBHOIO XPaHEHUS UM YHUUTOXKEHWUS,
BbIAB/NEHNIO 0COBO LEHHbIX U YHUKa/bHbIX AOKYMEHTOB Ha OCHOBaHWW TpeboBaHWI HOPMATMBHBbIX
NPaBOBbIX aKTOB W KPUTEPUEB SKCNEPTU3bI LLEHHOCTU JAOKYMEHTOB.

MpegmeToM 3KCNepTU3bl LEHHOCTU ABAAETCA OnpefesneHUe COOTBETCTBUA AOKYMEHTa U (Mau)
AOKYMEHTOB KpUTEpUAM ero (MX) LeHHOCTU B LLeNsX onpeaeneHnn CPoKa XpaHeHna 1 oTbopa AOKYMeEHTa
M (MNnM) OOKYMEHTOB ANA BKAOYEHMA B cocTaB ApxuBHoro ¢oHpa Poccuiickoit depepaumm uau
BblAENEHUA K YHUUTOXKEHMIO NO UCTEYEHMUM YCTAaHOBEHHOIO CPOKa XpaHeHUsA.

JKcnepTMsa LEHHOCTM MPOBOAMTCA Ha OCHOBAaHWM MPUHUMMNOB WMCTOPM3MA, CUCTEMHOCTM M
LLeNOCTHOCTM NyTEeM KOMMIEKCHOTO NMPUMEHEHMSA CieayoWwmnX KpUTepues:

NPOUCXOXKAEHNA (3HAYMMOCTb BbINOAHAEMbIX CyAOM OYHKLMK, BpemAa U MecTo obpasoBaHMsA
OOKYMEHTa);

coaepyKaHua (3HayeHne UMeIoLENCa B JOKYMeHTe MHGOPMALLMK, NOBTOPEHUE 3TON UHPOPMaLMN
B 4PYIUX AOKYMEHTaXx, NoA/IMHHOCTb AOKYMEHTA);

BHEWHMX OCOBEHHOCTEN AOOKYMEHTOB (BMA, AOKYMeHTa, ¢opma (PUKCUMPOBAHMA WM nepenauu
coAeprKaHua, lopuanyeckas [AOCTOBEPHOCTb (Hanavume nognucel, AaT, nedyatei) AOKYMEHTa, ero
du3MYecKoe COCTOSIHME), a TaK¥e MNPUrogHoCTU A1 WCMNONb30BaHWA (BocnpousBoaMMocTU (npw
3KCnepTUse LEeHHOCTU 3/1EKTPOHHbIX M ayAN0BM3YasibHbIX LOKYMEHTOB).

4.2. DKcnepTMn3a LEeHHOCTU LLOKYMEHTOB CyAa NPOBOAUTCA:

NpW COCTaBNIEHNUN HOMEHKIATYpbI Aes, B npouecce GopMUPOBaHUA Aen;

npv NOAroTOBKe AeN, 3/EKTPOHHbIX Ae/ K Nepesaye B apxuB cyaa;

npwv NOAroToBKe K Nepeaave Aes, 3NeKTPOHHbIX AeN Ha XPaHeHWe B roCyAapCTBEHHbIN apXuB;

NpPY BbIAENEHUMN K YHUUTOXKEHWNIO A€/, SNEKTPOHHbIX 4, He NOA/EXKaLNX XPaHEHMIO.

4.3. 3aga4amMu 3KCNepTU3bl LLEHHOCTU ABAAKOTCA:

onpeaeneHne CPOKOB XpaHeHMA 4OKYMEHTOB Npu pa3paboTke HOMEHKNATYpbI 4EN;

oTbOp OOKYMEHTOB ANA BKAOYEHMA B cocTaB ApxmBHOro ¢oHaa Poccuiickoit depepaumn <1>
(nanee - A® P®), a TakkKe gNa nepenaym B apxms;



<1> JokymeHTbl ApxusHoro ¢poHaa Poccuiickoi desepaumn - apxmsBHble AOKYMEHTbI, Npollealine
3KCMNepTu3y LEHHOCTM [AOKYMEHTOB, MOCTaBAEHHble Ha TrOCYAapCTBEHHbIN Yy4yeT M noajexalpe
MOCTOAHHOMY XPaHEHMIo.

BblfIBNEHNE JOKYMEHTOB C UCTEKLUMMMU CPOKaMWN XPAHEHMA ANA BKAOYEHUA MUX B aKT O BblAeNEHUN
K YHUUTOXKEHUIO LOKYMEHTOB, HE NOAJ/IEXKALLMX XPAHEHUIO.

4.4. dKcnepTUse LEHHOCTM NoAJsiexkaT BCe AOKYMEHTbI Cya He3aBUMCUMMO OT BUAOB HOCUTENEN U
cnocob6oB. 3anucu.

PewweHune o BkAtOYEHUM AOKYMEHTOB B cocTaB A® PO npuHmumaetca MK apxMBHOro yupexaeHus.

4.5. CpoKM XpaHeHUs LOKYMEHTOB NPV NPOBEAEHUMN UX SKCNEPTU3bI LLEHHOCTN YCTaHABAMBAOTCA B
COOTBETCTBUM C deaepasbHbIMU 3aKOHAMM U UHBIMU HOPMATUBHbBIMM NPaBOBLIMW aKTaMu Poccuiickol
depepaumn, NnepeyHaMM TUMOBbLIX APXMBHbIX LOKYMEHTOB C YKa3aHMEM CPOKOB MX XpaHeHus 1 MNepeyHem
OOKYMEHTOB.

4.6. B uenax opraHM3aunm 1 NPoBEAEHNA METOANYECKOW U NPaKTUYECKOM paboTbl NO sKcnepTUse
LEHHOCTU JOKYMEHTOB, 06Pa30BaBLUMXCA B AEATENIbHOCTU CyAa, CO343ETCA SKCNEPTHAA KOMUCCUA Cyaa,
KOTOpanA ABAAETCA COBeLLaTEeIbHbIM OPraHOM W AeNCTBYET HAa NOCTOAHHOM OCHOBE.

JKcnepTHaA KOMUCCUA Cyda co3zaeTca NpuMKasom npeacesaTens cyaa v 4eNCTBYET HA OCHOBAHUM
NOMIOXKEHUA, Pa3pabOTaHHOrO Ha OCHOBE MPMMEPHOrO MONOXKEHUA 0O 3KCMEPTHOM KOMUCCUM
OpraHv3aumn, yTBEPKAEHHON YNONHOMOYEHHbIM deaepanbHbIM OPraHOM WMCMONHUTENIbHON BNacTU B
chepe apxMBHOro Aena 1 Aenonpon3BoACTBa.

Cyapl, BbICTYMalOLME UCTOYHMKOM KOMMIEKTOBAHMA FOCYAapPCTBEHHOrO apxmBa, COMacoBbIBAIOT
nosoXeHne 06 sKCNePTHOM KOMMCCUM cyaa ¢ cooTBeTcTBYOLWEN IMK apXMBHOTO yuperkaeHums.

4.7. B cocTaB 3KCNEPTHON KOMUCCUMM CyAa, Ha3HAYaeMbli NPUKA3oM npepcenatenn cyaa, BXo4AT:
npeacegartenb Komuccumn (oguH U3 3amecTuTenieli npegceaaTens cyaa Uam cyaba (B cayyae oTcyTCTBUA
3amecTuTena npegcegatens cyga), cekpetapb (paboTHUK cyda, OTBETCTBEHHbIM 3a paboTy apxusa),
paboTHMKKN oTaena AenonpoussoacTBa (obulero otaena), cyaebHbIx Konanernit, cyaebHbIX COCTaBOB,
NMOCTOAHHOIO cyAebHOro NPUCYTCTBUA U APYIMX CTPYKTYPHbIX NOAPasaeneHni cyaa.

TakXKe B COCTAB I3KCMEPTHOM KOMWUCCUM cyga MOKeT ObiTb BKAOYEH npeacTaBuTenb
rocy4apCTBeHHOro apxumBa W/MAW  YNOAHOMOYEHHOrO oOpraHa WCMOAHWUTENbHOW BRacT cybbekTa
Poccuitckolt Pepepaunm B chepe apxMBHOro aena (No cornacoBaHuto).

4.8. IKcnepTHaA KOMUCCKA Cyaa OCYLLECTBAAET caeayowme GyHKUNN:

4.8.1. OpraHu3yeT eXxeroaHbli 0T60p Aen ANA XPaHEHWUA N YHUUTOXKEHMA.

4.8.2. PaccmaTpumBaeT U NPUHMMAET PeLLUEHUE O COrNacoBaHNUMN:

NPOEKTOB ONUCel Aen NOCTOAHHOTO U BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs, onucei aen
no IMYHOMY COCTaBY;

NPOEKTOB HOMEHKNATYpP AeN;

NMPOEKTOB aKTOB O BbIAENEHUN K YHUUTOXKEHUIO A/, He NOA/ENKALWMX XPAHEHUIO;

NMPOEKTOB aKTOB O HEOOHAPYKEHUMN apPXMBHbBIX LLOKYMEHTOB, MYTU PO3bICKa KOTOPbIX MCYEpPNaHbI;

NMPOEKTOB aKTOB O HEMCNPABUMbIX NOBPEKAEHUAX APXMBHbIX JOKYMEHTOB;

NMPOEKTOB  JIOKA/bHbIX HOPMATMBHbIX aKTOB M  METOOMYECKUX [OOKYMEHTOB cyga no
OEeN0oNpPoOn3BOACTBY M apPXUBHOMY Aeny.

4.8.3. ToTOBUT NpeasioxeHna o6 ycTaHOBNEHUM (M3MEHEHUM) CPOKOB XPaHEHMA LOKYMEHTOB U
BHECEHWM COOTBETCTBYHOLUMX U3MEHEHUI B [lepeyeHb SOKYMEHTOB, C Aa/ibHENLUMM MX NpeacTaBieHUEM
Ha paccmoTpeHue CyaebHoro genaptameHTa npu BepxosHom Cyge Poccuiickon Pepepauum.

4.8.4. COBMECTHO C apXvMBOM CyAa, OTAE/IOM Ae/IoNpoM3BOACTBaA (0OLWMM OTAEN0M) U KaapoBoi
cny>kboi opraHusyetr anAa paboOTHUMKOB CyAa KOHCY/AbTauuu no Bonpocam paboTbl C AOKYMEHTamM,
OKa3blBaeT UM METOAMYECKYID MOMOLLb, Y4acTBYeT B MOArOTOBKE M MPOBEAEHUM MEPONPUATUA MO
NOBbILEHMIO UX KBaNUbUKaLUW.

4.8.5. BbInonHAET MHble GYHKLMU, YCTAHOB/IEHHbIE 3aKOHO4aTeNbCTBOM Poccuiickoit depepaumm B
chepe apxMBHOro Aena u AenonpounsBoACTBa U NOOKEHNEM 06 IKCNEPTHOM KOMUCCUM Cyaa.

4.9. 3acefaHna 3KCNePTHON KOMMCCUM Cyaa NPOBOAATCA MO Mepe HEOBXOAMMOCTH, HO He MeHee
ABYX pa3 B rog, opopmastoTcA NPOTOKO/IOM, KOTOPbIM NOANUCBIBAETCA NpeacenaTenieM U CeKpeTapem
KOMMCCUMU.



3acenaHue 3KCNepTHON KOMUCCUMN CyAa U NPUHATbIE PeLleHMa CYMTAOTCA NPaBOMOYHbIMMK, €C/IN Ha
3aceflaHUM NpuUCyTCTBYEeT 6oJsiee NONOBUHLI €€ COCTaBa; pelleHUA NOo KaxKAomy Bonpocy (AoKymeHTy)
npuMHUMatoTca 60abWMHCTBOM r0n0coB. CrnopHble BOMPOCbI MPW pPas3AesieHUN [O0JI0OCOB MOPOBHY
pa3peLlaloTca npeacesaTesiem sKCNepTHOM KOMUCCUMN Cyaa.

4.10. BegeHne AenonpousBoACTBA IKCMEPTHOM KOMUCCUM CyAa, XPaAaHEHME U UCNOJIb30BaHME ee
[OKYMEHTOB, OTBETCTBEHHOCTb 3@ MX COXPAHHOCTb, @ TaK¥e KOHTPO/1b UCMO/IHEHMA MPUHATbIX SKCNEPTHOM
KOMMCCUEN cyaa peLleHMin BO31aratoTca Ha CeKpeTapa IKCNepTHOM KOMUCCUM Cyaa.

4.11. Mo pe3ynbTaTamM 3KCNEPTU3bl LEHHOCTU AOKYMEHTOB B cyAebHbIXx Konnerusax, cynebHbix
COCTaBax, NOCTOAHHbIX CyAeOHbIX MPUCYTCTBUAX, CTPYKTYPHbIX NOApa3AeNeHMAX cy[da COCTaBAAOTCA:

HOMEHKNaTypbl Aen cyaebHbix Konnerni, cyaebHbIX COCTaBOB, MOCTOAHHbLIX CyAaebHbIX
NPUCYTCTBUI, CTPYKTYPHbIX NoApasaeneHni cyaa;

OonucKM AOen, OMUCKM 3NIEKTPOHHbIX Aen cyaebHblx Konnerui, cyaebHbiXx COCTaBOB, MOCTOSHHbIX
CyAebHbIX NPUCYTCTBUIM, CTPYKTYPHbIX NoApasaeneHumii cyaa: NoCTOAHHOro, BpemMeHHbIx (cBbiwe 10 ner)
CPOKOB XpaHeHMA, N0 AMYHOMY COCTABY;

NPeaNOXKeHMA K aKTY O BblAeNIEHUN K YHUUTOXKEHMIO AOKYMEHTOB, HE NOANEXKALLMX XPAHEHUIO.

5. OdpopmneHue gen u MHbIX AOKYMEHTOB K XPaHEHUIO B apXuBe cyAa

5.1. 3aKOHYeHHble AeN0NPOU3BOLACTBOM Ae/1a MOCTOAHHOIO (B TOM YMCIE CO CPOKOM XpaHeHua "o
NMKBUAAuMK cyaa") u BpemerHblx (cebiwe 10 neT) cpoKoB XpaHEeHUs, B TOM YMCAE NO IMYHOMY COCTaBY,
NnoAroTaBAMBAIOTCA K Nepegaye B apxmMB cyda WM NoAfexat nosHOMY OGOPMAEHUID U OMUCAHUIO
(BKNtOYEHMIO B ONUCH Aen).

OdopmneHne u onucaHve pen [o Nepegaym B aAPXMB  OCyLLecTBAAeTcA paboTHMKamuy,
OTBETCTBEHHbIMW 33 BeAeHMe [Je/IoNpou3BOACTBa B cyaebHoM Konnermu, cyaebHom cocTase,
NMOCTOAHHOM CyAeb6HOM NPUCYTCTBUW MAM CTPYKTYPHOM MNoApasgeneHnn cypa, B COOTBETCTBUMU C
TpeboBaHMAMM Mpasua N 77, MHCTPYKLMM NO cypebHOMYy AeN0NPOU3BOACTBY M HacToALLe MHCTpYKLUM.

5.2. MNpu dopmunposaHum gen Heobxoammo cobntogaTb cieaylolme TpeboBaHUA:

OOKYMEHTbI MOCTOAHHOTO M BPEMEHHOTIO XPaHEeHMA FPYNNUPYIOTCA B OTAE/NbHbIE AeNa;

B [4€/10 BKKYAOTCA AOKYMEHTbI, KOTOPble MO CBOEMY COAEPKAHUIO COOTBETCTBYOT 3aro/10BKY
Aena, npeaycMoTpPeHHOMY HOMEHKNATYPOI. 3aro/I0OBOK AeNa YTOYHAETCA B COOTBETCTBMM C GaKTUYECKUM
COCTaBOM W COAEPHKAHNEM AOKYMEHTOB;

B [,€/10 BK/IIOYAETCA OAMH IK3EMMASAP KaXKA0ro AOKYMEHTa;

B Aena rpynnupyroTca AOKYMEHTbl OA4HOr0 KafeHZapHoro roga (UckntoueHue: "nepexogsaiume’
4ena; cynebHoble Aena; AnYHble Aena, KoTopble GOPMUPYIOTCA B TEYEHWE BCErO Neprosa paboTol);

NPUNOXKEHUSA, INCTbl O3HAKOM/IEHWSA, COrNACOBAHMNA U PE30JIIOLMN K AOKYMEHTaM ABAAIOTCA WX
HEOTbEM/IEMOWM YacTbtO U BKAOYAIOTCA B AE/10 BMECTE C AOKYMEHTAaMM, K KOTOPbIM OHM OTHOCATCS;

NpuWKasbl (pacnopaxeHusa) rpynnupytoTca B Aena B COOTBETCTBMM C YCTAHOB/IEHHbIMU A8 HUX
CPOKaMM XpaHEHMUS;

NMyHble gena GopMMpPYOTCA OTAENbHO Ha Kaxgoro paboTHMKA, AOKYMEHTbl B JIMYHbIX Aenax
pacnosiaratoTcsa B XPOHO/I0rMYECKOM NopAAKe Mo Mepe NOCTynAeHuUs;

JiMueBble cyeTa no onsaTe Tpyaa PaboTHUKOB rpynnupytoTca B OTAE/NbHbIE Aena U pacnoiaratoTcs
B HUX M0 andasuty Gamuanin, UMeH 1 OTYeCTB (MpPU HAMYMK);

He AOoNyCKaeTca rpynnupoBaTh B Aes1a YepHOBbIe U AybneTHble 3K3eMNAAPbl 4OKYMEHTOB, a TaKXKe
OOKYMEHTbI, NogneKalune Bo3Bpary.

5.3. MonHoe opopmaeHne gen Ha BymaxKHOM HocuTesle NpeaycMaTpUBaeT:

n3bATUE PalinoB-BKNAAbILLEN, CKPEMOK, METAN/IMYECKMX CKOD, CTUKEPOB;

NoALIMBKY UAM NepenneT AOKYMeHTOB Aena (HedbopmaTHble AOKYMEHTbl XPAHATCA B 3aKPbITbIX
TBEPAbIX Nankax uan Kopobkax);

HyMepaLuio NCTOB Aena;

COCTaB/IeHMe NUCTa-3aBeputenn gena (npunoxkexme N 10 K HacTosAwen MHCTpyKumn);

COCTaB/IEHME BHYTPEHHEN ONUCKU AOKYMeHTOB gena (npunoxkeHume N 11 K HacToswen MHCTpyKummn);

odopmeHne 0610xKn aena (npunoxkeHune N 12 K HacTosiwel MHCTpyKumm);

JIUCT UCMO/Ib30BaHMA (NpU HeobxoaAMmocTH).

5.4. lleno Ha BymaxHOM HOcCUTene He AO/KHO copepkaTb H6osnee 250 AUCTOB MpU TOWMHE
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KopellKka He 6onee 4 cm. B cnyyae, ecnv AOKYMEHT C NPUAONKeEHUEM(AMK), NOMELLEHHble B Aeno,
copepKat 6onee 250 nucros, gonyckaetca GopmupoBaTb A€N0 C HE3HAUYUTE/IbHbIM MPEBbILWEHNEM
HOPMaTUBHOIO ob6bema.

Ecnn KonnMyecTBo UCTOB B Ae/1e 3HaYMTeIbHO npesbiwaeT 250, A0KYMeHTbl GOPMUPYIOTCA B TOMA
B XPOHONOrMYeCcKOM nopsaake. Tom 2 MOXKeT 6bITb Ha4yaT INLLb NOCAe OKOHYaHUA Toma 1. [laTa OTKpbITMA
TOMa 2 He AonXHa bbiTb paHee AaTbl OKOHYaHMA Toma 1. Ha Tomax aonkeH 6biTb 06N 3aro/10BOK NO
HOMEeHKNaType gen.

5.5. IoKyMeHTbl NOALIMBAOTCA HA YeTblpe NPOKoAa B TBepAylo 06JI0XKKY MK nepensieTaloTca C
YY4ETOM BO3MOXKHOCTM YTEHUNA BCEX AOKYMEHTOB, AaT, BU3 U PE30OUMIA HA HUX.

Mpn HeobXoAMMOCTU AOKYMEHTbI MeHee dopmaTta A5 (YeKn, KBUTaAHLUUK, cnpasBku, doTorpadum u
apyrve) B uensax yoobcrea noAwMBaHMA HaknemBatoTcs Ha nct ¢opmata A4. Mpum oTcyTcTBMM Noaa gns
NoALWNBKN AOKYMEHT HEOHXOAMMO HAKNEeUTb 6e3 NOBPEXKAEHMA TEKCTA Ha BCMOMOraTeNbHbIN JICT.

JOKYMeHTbI NoAgLMBalOTCA B AEN0 B XPOHO/IOMMYECKOM NopsaKe, Bce NpuobLeHHble B npouecce
paccmoTpeHua cyaebHoro aena AOKYMEHTbI - B MOPSAAKE UX NOCTYN/IeHUA.

B cnyyae ucnonb3oBaHua ans GUKCMPOBAHUA Xo4a cyaebHOoro sacegaHus cpeacTs ayamosanmcu m
MHbIX TEXHUYECKUX CPEeACTB 3NEKTPOHHble HocuTenn uHdpopmauuu (AUCKKU, AUCKeTbl, daew-KapThbl)
XPaHATCA BMecTe ¢ cyaebHbiM aeniom. NMpy 3TOM OHUM A0NKHbI 6bITb BLUUTLI B cyaebHoe aeno (nprobueHbl
K NpoToKoNy cyaebHoro 3aceaHuna) B ynakoBaHHOM BuAe (KOHBEPT) C yKa3aHMEM Ha ynaKoBKe Homepa
Aena, AaTbl, a TaKXe noAnucaHbl YNoJHOMOYEHHbIM PabOTHMKOM annapaTa cyfa. YNakoBKa AO/XKHa
obecneunBaTb COXPaHHOCTb 3/IEKTPOHHOIO HOCUTE/A OT NOBPEXAEHMI U NOPYU.

5.6. MNpu Hymepaunmn INCTOB B Aeslax cobtoaatoTca caeaylolmne TpeboBaHus:

Hymepauma npousBoauTca apabckmmm undpamm NpocTbiM rPpaduUTHbIM KapaHAALOM WK
HYMEpPaTopPOM C BOAOCTOMKOM LITEMMNENIbHON KPaCKOW;

HOMepa IMCTOB NPOCTABAAIOTCA B MPABOM BEPXHEM YTy INCTa AOKYMEHT];

doTorpadun, YyepTexn, anarpaMmmbl U Opyrue UAACTPATUBHbLIE AOKYMEHTbI, NpeacTaBastowme
CaMOCTOATE/IbHbIN JINCT B Aene, HYMepyrTcs Ha 060POTHOM CTOPOHE B 1IEBOM BEPXHEM YIY;

JIUCT C HaKNleeHHbIMN AOKYMEeHTaMu (Bbipe3Kamu, BbiNnMcKamu, GoTorpadpusammn) Hymepyetcsa Kak
OAWH NUCT;

JIUCTbI (BbIPE3KW, BCTABKM TEKCTa, NMepeBoAbl), NOAKNEEHHblE OAHWM Kpaem K APYromy JIUCTY,
HYMepYyoTCA OTAE/NbHO;

KOHBEPTbI C BAOXKEHWAMW, NOALWMUTbIE B AE/10, HYMEPYIOTCA B C/leayloWemM nopaake - BHadvane
HYMepYyeTCcA KOHBEPT, @ 3aTeM o4yepegHbIM HOMEPOM - KaxK40e BAOXKeHNe B KoHBepTe. Ecnn BnoXKeHua
HYMEpPOBaTb HeJb3sl, UX Ha/IMuMe OroBapMBAETCA B 3aBEPUTENIbHOM HaANUCK;

noALwunTble B A0 AOKYMEHTbI C COBCTBEHHON HyMepaLMel NMCTOB (BKAtOYasA NevyaTHble M3aaHuA)
HyMepyloTCcA B OOLLEM MOPALKE UM COXPAHAOT COBCTBEHHYIO HYMepaLuio, ec/iv OHa COOTBETCTBYET
NOpALKOBOMY PACMONIOXKEHUIO INCTOB B AENE;

NUcTbl 6onbwnx GopmaToB NOALIMBAIOTCA 33 OAMH Kpalh U HYMepPYHOTCA KaK OAWH JIUCT;

BCE /INCTbl Aena (Toma, 4yactu) Ha BymakHOM HocuTene (Kpome nucTa-3aBeputens aena u
BHYTPEHHEeN onncu AOKYMEHTOB fe/ia) HyMepyroTca B BaJIOBOM MOPAAKE;

JNINCTbI AeN, COCTOALUMX U3 HECKOIbKMX TOMOB, HYMEPYIOTCA MO KaXXA0MY TOMY OTAENbHO.

B cnyyasx obHapyrKeHMA oWMBOK B Hymepaumm NUCTOB Aena NpPoBOAUTCA NepeHymepauma uau
MCNONb30BaHUE NUTEPHbLIX HOMEPOB JINCTOB.

5.7. Nuct-3aBeputens gena (npunoxkeHve N 10 K Hactoswei WMHCTpyKuuK) cocTaBnseTcAa Ha
OTAENbHOM NIUCTE, NOANUCLIBAETCA €ro COCTaBUTeIEM, NOALMBAETCA (BKAEMBaeTcA) B 4eO0.

3anpeLLaeTcs BbIHOCUTb JINCT-3aBEPUTESb HA 0O10XKKY Aena AW YNCTbIM 060POT INCTA NociesHero
OOKymeHTa. Ecnn geno noawunTo uam nepensieteHo 6e3 61aHKa UCTa-3aBepuTens, OH AOJIKeH ObiTb
HaK/IeeH 3a BEPXHHOO YacTb IMCTa Ha BHYTPEHHIOIO CTOPOHY 06/10XKKKN B KOHLLE Aena.

Mpn 3HauUTEIbHOM KOAMYEeCTBE OWMOOK B Hymepauuu JAUCTOB eAMHWULbl XPaHEHWUS JINCT-
3aBepuTenb nepecocrasaseTca. CTapblil IUCT-3aBepUTE/Ib aKKYPaTHO NepeyepKUBaEeTCs M OCTaeTcs B
aene.

Bce nocneayoume U3sMeHeHMA B COCTaBe U COCTOSHUN Aena (NoBpeXKaeHus, 3aMmeHa NOANHHbIX
OOKYMEHTOB, MpuobLLEHME HOBbIX AOKYMEHTOB) OTMEYaloTCAs B JIMCTE-3aBEpPUTENIE CO CCbIIKOW Ha
COOTBETCTBYHOLLMI aKT.

5.8. Ha o6noKke gena (npunoskeHne N 12 K HacToswen MHCTpYKUUKM) yKasbiBakoTCA:



HaMmeHoBaHMe cyaa (NoNHOCTbIO, B UMEHUTENILHOM MajerKe);

HaMmeHoBaHMe cyaebHoi Konnernu, cyaebHoro coctaBa, NOCTOAHHOIO cygebHoro npucyTcTBumA
WAW CTPYKTYPHOTO nogpasaeneHus cyaa (npy Hanuuumm);

HoMep ToMa (4acTw);

WHAEKC Aena no HOMeHKIaType aen;

3aros0BOK gena (Toma, yactu);

bammnus, ms, OTYECTBO OCYKAEHHOTO ML U MOJIHOE HAMMEHOBaHMe CTaTbM YTO0BHOTO KOAeKca
Poccuiickoin Pepepaumm, No KOTOPOM INLO OCYKAEHO;

bammnus, MHUUMANbI UCTLA, OTBETYMKA (HAMMEHOBAHWE OpraHu3aLMm), CyTb UCKa (3anaBneHus);

dbammnus, umsa, oT4eCTBO OMPaBAAHHOIO NLA WUAWN NULA, B OTHOLIEHUU KOTOPOTO MPOM3BOACTBO
npeKpaLLeHo;

HOMep NPOM3BOACTBA MO AeNy, YHUKaAbHbIA MAeHTUUKATOP Aena;

KpaiHue gatbl gena (toma, yactu);

KOJIMYECTBO /IUCTOB B Aee (Tome, YacTu);

CPOK XpaHeHMA fAena C yKasaHWem rofa, [0 KOTOPOro OCYLLECTBAAETCA XPaHEHUE;

Ha cyebHbIX Aenax - NoOANUCh CyAbW, PaCCMOTPEBLLENO AEN0, Ha Aenax obLero Aenonpon3BoacTsea
- NOANMUCb Ha4YaIbHUKA COOTBETCTBYIOLLENO CTPYKTYPHOTO NnoapasaeneHus;

apxuBHbIN WKdp aena (Npu HanMunn);

nomeTka "[ns cnyxebHoro nonb3oBaHma" nam rpud orpaHnyeHusa goctyna (Nnpu Haanumm).

5.9. Ha o06noxKax p[en NOCTOAHHOTO CPOKa XpaHeHMA npeaycmaTpuBaeTca MecTo Ans
HaMMeHOBaHMA TOCYAAapPCTBEHHOIO apxmMBa, B KOTOPbIA MNepejalTca Aena cyga - MCTOYHMKA
KOMM/IEKTOBaHMUSA.

Mpy M3MEHEHUU HAaMMEHOBAHUA cyaa (CTPYKTYpPHOro nogpasaesneHusa cyaa) B TedeHue nepuoaa,
OXBaTblBaeMOro AOKYMeEHTaMM ena, Ha 0610KKe Aena yKasblBaeTca nocaeaHee HaMMeHOBaHMe.

5.10. 3aronoBoOK Aena A0/IKeH COOTBETCTBOBaTb GaKTUYECKOMY COCTaBY COAEPKaHUA AOKYMEHTOB
aena.

Ecnun feno coctomT N3 HECKO/IbKUX TOMOB (YacTeit), Ha 06103KKY Kaxaoro Toma (4actu) BbIHOCUTCSA
06LLUMIA 3ar0/I0BOK, @ TaKXKe 3aro/I0BOK M HOMEP KaxKAoro Toma (4actum).

Mpumep:

"[JOKYyMeHTbl OMepPaTMBHbIX COBELLaHMI cyael B 2 Tomax. Tom N 1 - coBelaHusa cyael cynebHol
KOM/IErnK Mo YyroNoBHbIM aenam";

"[lOKYMEHTbl ONepaTMBHbIX COBELLAHNIN cyaen B 2 Tomax. Tom N 2 - coBelaHua cyaen cyaebHom
KOIIETNU MO rPaxkgaHCKUm aenam".

B 3arosioBKax Aen, coAeprKalinx KOMuM AOKYMEHTOB, AE/1aeTCA YKasaHMe Ha Ha/iuuuMe KomMuid.
MoA/IMHHOCTL AOKYMEHTOB €13 B 3ar0/I0BKE HE OrOBapMBAETCA.

5.11. Ha 06n0:KKe aena yKasblBatoTcA KpanHWe AaTtbl 4OKYMEHTOB, MOMELLEHHbIX B AE€/O0.

Ecnn B fieno BKAKOYEHbI AOKYMEHTbI, AaTa KOTOPbIX HE COBNAAaeT C AaTOWN Aena, To Noj AAToM ¢
HOBOW CTPOKM Aenaerca 06 aTom 3anuck: "B gene uMmeroTca AOKYMeHTbI 3a... rog(bl)".

Jatamun gen, copeprawmx pPacnopsaamuTeNnbHYIO M WHYH AOKYMeHTauuto (4OKAagbl, NUCbMA,
CTEHOrpaMmbl) ABAAKOTCA AaTbl (UMCNO, mMecal, rof) pernctpaumm (coctaBaeHus, NOCTyNaAeHMA) camMoro
paHHEero 1 camoro no3aHero AOKYMEHTOB, BK/IIOYEHHbIX B AeN0 (KpaitHue aatbl Aen, 4OKYMEHTOB).

[aToin pena, copeprkawiero MpPOTOKOJbl 3acedaHui, ABNAKOTCA AaTbl NMEpPBOro M nocaeaHero
NPOTOKOA, BKAOUYEHHBIX B AEN0.

[aToi NMYHOro Aena ABAAIOTCA AaTbl NOANMCAHUA NPUKA30B O NPUEME U YBOJIbBHEHUM NULA, HA
KOTOpPOEe OHO 3aBefeHO.

JaTo NnYHOro pfena rocyfapCTBEHHOTO FPaXKAAHCKOrO CAYMKALLero fABAAKTCA AaTbl €ero
NOCTYMN/IEHUA HA rOCYAAaPCTBEHHYHO AO/IKHOCTb U YBOJIbHEHUA C Hee.

Ecnv nenom asnseTcs KypHan, 4aTon gena byayT ToUHble KaneH4apHble AaTbl NePBOM U NocaeaHewN
3anucen B XKypHane.

Mpu 0603HaYEeHUM AaTbl JOKYMEHTA CHa4Yaa YKasblBAeTCA YNCNO, 3aTEM MecAL, U rog,. Yncno n rog,
0603HayaloTCs apabckMmm undpamm, HazBaHUe MecsLa - MPOMNUCHIO.

Echn pata OOKYMeHTa WAW OTAe/IbHble ee 3/1eMeHTbl onpefenstoTca npubanmsnTenbHo, Ha
OCHOBAHWW aHa/IN3a COAEP!KaHUA AOKYMEHTA, TO AaTa WM OTAE/IbHbIE €€ 3/IEMEHTbI, He ABAAIoLMECS
abCcoNoTHO AOCTOBEPHbLIMM, 3aKNOYAKOTCA B KBagpaTHble CKOBKM (Hanpumep, [He paHee 2026 r.]; [He



paHee UIoHSA - He no3aHee utona 2026 r.], 11 [uoHA] 2026 ., [11 nioHA 2026 1.]).

[ata gena He yKasblBaeTca Ha 06N10XKax Aen, CoAeprKallmMx rofosble NaaHbl, OT4EeTbl U Apyrue
[OKYMEHTbI, AaTbl KOTOPbIX OTPar*KatoTCA B 3aro/0BKax Aen.

5.12. KonnyectBo NCTOB Ha 06/10KKe Aena YKasbiBaeTcsi HA OCHOBaHWUW INCTa-3aBepuTens.

5.13. CpoK xpaHeHMA Ha 06/I0KKe Aena yKasblBaeTCcA B COOTBETCTBMM CO CPOKOM XpPaHEeHUs,
YCTaHOBNEHHbIM HOPMAaTUBHbIMM MPaABOBbIMM aKTamu Poccuitckon Pegepaumm, TMNOBbIMU NepeYHAMM
OOKyMeHTOB, [lepeyHem JOKYMEHTOB.

5.14. Apxu1BHbIV WP NPMUCBAMBAETCA FOCYAAPCTBEHHBIM apXMBOM M BKAKOYAET B ceba Homepa:
apxumBHoro ¢oHAa, onucu fen, AOKYMEHTOB, eAMHWUbl XPaHeHWs - gena. Ha eauHuMuax XpaHeHus,
cofepKalmx AOKYMEHTbl Ha BYMaXKHOM HOCUTENE, APXMBHbIN WNPP HAHOCUTCA Ha 0BM0XKKY B IeBOM
HUXHEM W NPaBOM BEpXHEM yrnax B Uenax obecrneyeHua yyeTa M ugeHTMdukauuu. Mpu 3tom
o0b03HauyeHne, HAaHOCMMOE B NPABOM BEPXHEM YTy, NepeBopaymBaetca Ha 180 rpagycoB Mo OTHOLEHWUIO
K 0603HAaYEHUNIO B IEBOM HUMKHEM YTy,

Ha gena, BHeceHHble B onuck Aen (roaoBoi pasaen onucu gen) cyaa - UCTOYHUKA KOMMNIEKTOBaHMUA
rocy4apcTBEHHOrO apXxmBa apXMBHbIN WKWpP NPOCTABASETCA NOC/e YTBEPKAEHUSA onucK agen (roaoBoro
pasgena onucu gen) MK apXMBHOTO yUpeEKAEHUS U YTBEPKAEHUA NpeaceaaTenem cyaa.

5.15. Bo Bcex cygebHbix genax, nognerkalwmx nepegadye B apxuB Ha NMOCTOAHHOE U BpeMeHHoe
XpaHeHue (ceblwe 10 neT), a TakKe B Aenax MO JIMYHOMY COCTaBYy, COCTaB/AETCS BHYTPEHHAS OMMUCb
AOKymeHToB gena (npunoxeHune N 11 K HacToAwelr NHCTpyKumn).

BHYTpeHHAA onucb AOKYMEHTOB Aena noglmsaeTtca (NoAKNEeMBaeTCA K BHYTPEHHEN CTOpOoHe
NNLEBON 0610XKM Aena) B Havane gena.

JINCTbl BHYTPEHHE ONUCU OOKYMEHTOB [Aefla HYMepyloTca OTAENbHO OT obwel Hymepaumm
OOKyMeHTOB fena. MHbopmaums o KoanyecTBe IMCTOB BHYTPEHHEN ONUCK OKYMEHTOB AeNa BKAoYaeTcA
B IMCT-3aBEpUTESIb.

MN3meHeHMe cocTaBa AOKYMEHTOB Aena oTparkaetca B rpade "MpumedaHune"” BHYTPEHHeN onucu
OOKYMEHTOB Z,eN1a CO CCblIKaMM Ha COOTBETCTBYIOLUME aKTbl. [Tpy NprobLLEHNN K AeNy HOBbIX JOKYMEHTOB
BHYTPEHHSAA ONUCb AONONHAETCA, K Hell COCTAaBAAETCA HOBaA UTOroBas 3amnuchb.

5.16. B yueTHO-permcTpaLMOHHbIX }KYpPHanax nocTOAHHOTo U BpemeHHoro (cabiwe 10 feT) xpaHeHus
nepea ux nepeaayeit B apxme paboTHMKaMM OTAENOB, OTBETCTBEHHbIMM 33 BEAEHME AaHHbIX OKYMEHTOB,
OCYLLECTBNAETCA HYMepaLMa IMCTOB M NPOU3BOAMUTCA 3aBEPUTENbHAA HAANMUCh.

Ha 06103KKe perncTpaumoHHOrO }KypPHaia UAM KHUIMM COrTacHO HOMEHKNAType NPoCTaBAAETCAa CPOK
XPaHEeHUSA M YKa3blBaeTCA KOJIMYECTBO /INCTOB.

Mepen nepenayelt B apxmB y4eTHO-CTaTUCTUYECKMX KapToyeK paboTHUK oTaena AeNonponsBoacTBa
NpoBepsieT UX Ha/IMYME U 3aMNOJHEHME BCEX NPEAYCMOTPEHHbIX PEKBU3UTOB.

MNMocne nepegayn gen B apxme YH4ETHO-CTAaTUCTUUECKME KAapPTOYKU AO/MKHbI XPAHUTBCA B KapToTeKax
(AWwmMKax, KapToTeYHbIX WKadax) OTAENbHO MO YroJIOBHbIM, MPa*KAAHCKUM, aAMUHUCTPATMBHbLIM Aenam,
Aenam 06 agAMUHUCTPATMBHbLIX NPaBOHapYLEHUAX B MOPALKE UX HOMEPOB Mo roaam. B Kaxgom Tome
OO0MKHO BbITh He 6onee 150 yYeTHO-CTaTUCTUYECKUX KapTodek, Ho He 6onee 250 NCTOB.

YYeTHO-CTaTUCTUYECKME KapTOYKKN NepenaroTca B apXxmB BMecTe € anihaBUTHbIM YKa3aTesiem.

6. MopAaOK YHUUTOXKEHUA aPXUBHbIX AOKYMEHTOB

6.1. Haxogswueca B apxvBe pgena, MO KOTOPbIM WCTEK CPOK XPaHEHMWA, YCTAaHOBJ/IEHHbIN
aencreyrowmm lNepeyHem [OOKYMEHTOB, OTOMPAlOTCA K YHUYTOXeHuto. PaboTta no otbopy aen K
YHUUYTOXKEHUIO OCyLLLeCTBAAETCA pabOTHMKOM, OTBETCTBEHHbIM 3a PaboTy apxMBa cyaa, exXerogHo.

Jena v LOKYMEHTbI BKAKOYAKOTCA B aKT O BbIAENEHUN K YHUUTOXKEHWUIO JOKYMEHTOB, HE NOAAEXaLLMX
XPaHEHWIO, eC/IN NPEAYCMOTPEHHbIN A5 HUX CPOK XpaHeHMA UCTeK K 1 AHBapA roga, B KOTOPOM COCTaB/IeEH
aKT.

YHUUTOXKEHNE [OOKYMEHTOB [0 MNPOBEAEHMA  3KCNEePTU3bl LEHHOCTU U YTBEPXKAEHUA
npeaceaatenem cyaa onuvcen Aen NOCTOAHHOMO XPaHEHWUs M COrnacoBaHMA ONUCelr Aen No JANYHoOMY
COCTaBY 3a aHA/IOTMYHbIN XPOHOJ/IOTMYECKUIM Nepuog, 3anpeLlaeTcs.

6.2. Ha ocHoBe NpeanorKeHUM K akTy O BblAENEHUM K YHUUTOXKEHUIO AOKYMEHTOB, HE NoAJerKalumnx
XPaHEHUIO, COCTaB/IEHHbIX MO pe3y/bTaTaM 3KCNepPTU3bl LLEEHHOCTU B cyaebHol Konneruu, cyaebHom
cocTaBe, MOCTOAHHOM cyaebHOM NpUCYTCTBUKW, CTPYKTYPHOM noapasgeneHnn cyaa, pPaboTHUK,



OTBETCTBEHHbI 32 paboTy apxMBa cy4a, COCTaBAsAET COOTBETCTBYIOLWMIM NPOEKT aKTa (npunoxkeHune N 13 K
HacToAwen MHCTPYKUMK). YKasaHHbIN NPOEKT NognucbiBaeTca HavyaibHUKOM OTAeNa 4e/I0Npon3BoACTBa
(obuwero otaena).

MpoeKT aKTa O BbIAENEHUUM K YHUUTOKEHMUIO [OKYMEHTOB, HE MNOANENAWMX XPaAHEHUIO,
npeacTaBAAeTCcA Ha COrnacoBaHMe 3KCNEPTHOM KOMUCCUKM CyAa, 3aTEM HaMpPaBAAETCA HAa PaCcCMOTPEHUe
3MNK apxvBHOro yypexaeHus (ecnu cyh BbICTYNaeT UCTOYHMKOM KOMMJIEKTOBAHMA FOCyAapCTBEHHOrO
apxvMBa MAM Ha OCHOBAHWW COOTBETCTBYIOLLErO A4OrOBOpPA), MOCNAE YEro yTBEpP:KAAETCA npeacesaresiem
cyaa.

6.3. MNpu cocTaBneHUM aKTa O BbIAENEHUM K YHUYTOXKEHWUIO [AOKYMEHTOB, HE NOA/EXaLmX
XPaHEHWIO, JONKHbI cOBNOAATLCA CAeaytolme npasma:

[Aena pacnonaratoTcsa B aKTe No rofam UX pacCMOTPEHMA B NOPSAKE BO3PACTaHNA HOMEPOB Aen;

B KOHLLE aKTa [ileN1aeTca 3anmncb 0 TomM, YTo M3 Aen (cynebHbix gen) n3bAtbl NOANMHHUKK CYyAeOHbIX
aKTOB, /INYHbIE LOKYMEHTbI.

6.4. AKTbl O BbIOENEHUM K YHUUTONKEHUIO [OOKYMEHTOB, He MNOAJEXAWMX XPAHEHUIO,
paccMaTPUBAKOTCA M COMNAcOBbLIBAOTCA Ha 3acefaHUM 3KCMEPTHOW KOMMUCCUM cyaa OAHOBPEMEHHO C
ONUCAMM Ha Aena NOCTOAHHONO XPaHEHMA, U MO IMYHOMY COCTaBY.

Mocne yTBepKAeHUA NpeaceaaTenem cyaa onucei Aen NoCTOAHHOMO CPOKa XpaHeHUs, onucen aen
Mo SIMYHOMY COCTaBY, aKTOB O BbIAENEHUN K YHUUTOKEHWUIO JOKYMEHTOB, HE MOAJEXKALUNX XPAHEHUIO,
0eNa, BblAeNIeHHbIE MO aKTy K YHUUTOMXKEHUIO, MOTYT ObITb YHUUTOXKEHDI.

6.5. Odena c otmetkor "IMK" noanexkatr noAUCTHOMY (ANA SNEKTPOHHbIX [OKYMEHTOB -
NoAOKYMEHTHOMY) MPOCMOTPY B LLENISAIX BbISIBIEHUS aPXUBHbIX AOKYMEHTOB, MOAJENKALLMX NOCTOAHHOMY
XPaHEeHWUIO. BblfiBNEHHbIE B TaKMX Aenax AOKYMEHTbl MOCTOAHHOIO CPOKA XPaHEHWs BblAeNAlTCA U
NnpUCcoeamMHAITCA K O4HOPOAHbIM Aenam COOTBETCTBYHOLWEro rofgoBoro paszena wan Gopmmpyrotca B
oTAeNbHble Aena.

OcTtaBwmneca AOKYMEHTbl BPEMEHHOFO CPOKa XPaHEHMA BKOYAKOTCA B aKT O BbIAENEHUM K
YHUUTOXKEHUIO [OKYMEHTOB, He Mog/erkalmx XpaHeHuto. [pu BKAOYEHMM B aKT [OOKYMEHTOB,
BbIABJIEHHbIX MPU MPOCMOTPE AN CO CPOKOM XpaHeHusa ¢ oTmeTkon "IMK", otmeTka "IMK" B aKTe He
yKasblBaeTcs.

6.6. /13 0TOBPaHHbIX K YHUUTOXKEHUIO TPaXKAaHCKUX, aAMUHUCTPATUBHbIX, YTO/I0BHbIX Aes, gen o6
aAMMHUCTPATUBHBIX MPaBOHAPYLIEHUAX M3bIMAOTCA MOLJAMHHUKU CyAebHbIX aKToB, BbIHECEHHbLIX NO
CYLWLeCTBY Aefla, a TaKXKe cyaebHble aKTbl CyA0B anennsuMOHHOM, KacCauMOHHOM W HAA30pPHOM
WHCTAHLMN, BbIHECEHHbIE MO pPe3y/ibTaTaM PAacCMOTPEHMA aANeNALMOHHDBIX UAM KAacCaLMOHHBIX ¥Kanob
(npeacTaBneHnit) iMboO NepecMoTpa peLleHnn cyaa B nopsaKke Haa30pa.

M3 npeKpaleHHbIX Aen, Aen NO UCKaM, OCTaBNeHHbIM 6e3 paccCMOTPEHMA, U3bIMAIOTCS NOAMHHUKN
onpeaeneHnin (NOCTaHOBMEHMA) O MPeKpaLeHUN NPOU3BOACTBA NO Aeny, 06 oCTaBneHWW UCKA bGe3
paccmoTpeHus.

Mpy HEOb6XO4MMOCTU TaKKe MOTYT M3bIMATbCS NPUODLLEHHbIE K AeNY MHblE LOKYMEHTbl (MMpoBOe
cornaweHue, MeanaTMBHOE CoralleHne u. T.4.).

MpuobLeHHble K cyaebHoMy Aeny SNeKTPOHHbIe HoCMTeNN MHpopMaLLMK (ANCKK, ANCKETbI, daeL-
KapTbl) YHUUTOXKAIOTCA O4HOBPEMEHHO C AE/IOM NYTEM UX GU3UYECKOTO YHUUTOKEHUA UM YHUUTOXKEHUA
NPOrpamMmmMHO-TEXHUYECKMMM CPEACTBaAMM.

6.7. Mpn oTbOpe K YHUUTOXKEHUIO MaTepuanos, PACCMOTPEHHbLIX B NOPAAKE rParKAaHCKOro,
aAMWHUCTPATUBHOIO, YrOJIOBHOrO CyAONpOM3BOACTBA, a TaKKe MpPoM3BOACTBA NO  gefam 06
aAMUHUCTPATUBHbIX NPABOHAPYLLEHUAX, U3 HUX U3bIMAIOTCA NOA/IMHHUKN CyAebHbIX aKTOB, B TOM Ync/ie
BbILLECTOALLMX CYA0B.

6.8. Ha Bcex cyiebHbIX aKTax NPOCTaB/AOTCA PErMCTPALMOHHbIE HOMepa Aena (Matepurana), Homep
NPOW3BOACTBA, YHWKa/bHbIA MAEHTUPUKATOP Aena, M3 KOTOPOro OHW U3bATbL. 3aTem AOKYMEHTbI
NOALWMBAIOTCA B COOTBETCTBUM C TPebOBaHMAMM HacToAwen WHCTPYKUMM B OTAeNbHble Aena B
3aBUCMMOCTM OT KaTeropum cyfebHoro gena (matepuana), M3 KOTOPOTO OHW OblIM U3bATLI, U CPOKa
XpaHeHMs BHOBb CHOPMMPOBAHHOIO Aena.

CpoK xpaHeHus pen, CHOPMUPOBAHHLIX M3 CyAeBHbIX aKTOB, M3bATbIX M3 cyaebHbIx aen
(maTepuranoB) B CBA3M C UCTEYEHMEM CPOKA MUX XPAHEHUs, onpesensneTca B COOTBETCTBUM C [epeyHem
OOKYMEHTOB.

Takue gena noanerkat BK/AOYEHWUIO B COOTBETCTBYIOLLME ONUCU AEN 33 04, B KOTOPOM cyaebHoe



Aeno (Matepuan) noaneskano YHUUTOKEHMIO.

6.9. N3 apXuBHbIX AOKYMEHTOB, NOANEXKALMX YHUUTOMKEHUIO, OCTAOTCA HA XPAHEHWUE /INYHbIE
[JOKYMeHTbI (MacnopTa, BOEHHble BUNETbI, TPYAOBbIE KHUMKKU U APYrUe NUYHbIE AOKYMEHTbI), KOTOpble
NOMELLLAIOTCA B OTAENbHYIO Manky, CoAeprKallyto BHYTPEHHIO ONUCb AOKYMEHTOB. B onucb BHocATCA:
damununs, mMmA, OT4YeCTBO BAaZeNbLa [AOKYMEHTA, HaMMEHOBaHME [OKyMeHTa W HOMep Aena
(npousBoAcCTBa), U3 KOTOPOTO OH M3bAT, rOA, PAaCCMOTPEHUA Ae/a, HOMep U AaTa akTa 06 YHUUTOXKEHUK
aena. HesocTtpeboBaHHble /NYHbIE AOKYMEHTbl XpaHATCA B apxuBe cyga 75 net, nocne udero
YHUYTOXKAOTCA.

6.10. ApxuBHble [OOKYMEHTbI, NoAfeXKawme YHUUTOXKEHWUID, MepesaroTca Ha YTUAM3aAuMIO B
OpraHusaLmm, 3aHMMatoLwmecs nepepaboTKomn BTOPCbIPbA.

B cnyyae oTcyTcTBMA OpraHU3aumii, NpomnsBOAALLMX YTUAN3ALUIO B AaHHOM PErMOHE, AOKYMEHTbI
YHUUTOXKAIOTCA CNeunanbHO Co34aHHOM Ha OCHOBAHUKM PacnopsirKeHua npeaceaaTtens cyaa KOMUCCUEN
NMyTEM COXKMKEHUSA UM MEXaHMYECKOW NepepaboTKM, O YEM COCTAB/ISETCA aKT.

6.11. Mepepn nepeaayelt Ha YHUUTOXKEHNE AOKYMEHTbI YNaKOBbIBAOTCA, @ B HEOOXOANUMBIX CAy4Yasx
oneuyatbiBatoTcA. [epegaya odopmaseTca nNpPUemo-coaTOYHON HaKnagHoW (aktom), B KOTOpoOi
YKasblBaloTCA AaTa Nepenayn, KoNMYECcTBO BKAKOUYEHHbBIX B aKT AeN U APYrUX AOKYMEHTOB, BeCc bymarkHoM
MaKynaTypbl.

6.12. [lokymeHTbl, uMmetolme nomeTky "Ana cnyxebHoro nonb3oBaHUA", a TaKkKe coAeprKalme
MHPOPMALUMIO OrpaHMYEHHOro A0CTyna, AO/XHbl YHMUTOXKATbCA B Cyde MNyTemM MexXaHUYecKoro
M3MesibiyeHns (WpeanpoBaHus) UAM UHbIM CNOCOBOM, WMCKAOYAOLWMM BO3MOXHOCTb BOCCTaHOBUTb
cofep)KaHue [OOKYMeHTOB. bymaHble OTXoAbl NepesatoTca B  OPraHM3auMio, 3aHMMAlOLWLYHOCA
nepepaboTKoi BTOPCbIPbA (NPU Hannuum).

6.13. Tllorpy3ka, BblBO3 HA YTUAM3AUMIO U YTUAM3AUMA OCYLLECTBAAIOTCA NO4, KOHTPOJIEM
YNOJAHOMOYEHHOTO PaboTHMKaA cyaa.

6.14. AKTbl O BblAENIEHNMN K YHUUTOMKEHUIO AOKYMEHTOB, a TaKXe AOKYMEHTbl, NOATBEpXKAatowme
daKT yTMAM3auUK, NOALIMBAOTCA B OTAENbHbIN HapAs, B XPOHOIOMMYECKOM NOopALKeE.

B pernctpauMoHHbIX XypHanax (rpada - npumedvaHue) UM YYeTHO-CTaTUCTUYECKUX KapTouKax
(cneumanbHbIA NYHKT MAK cBoboAHOE MoJie) AenaeTca OTMETKa 06 YHUUTOMKEHUM Aefla C yKasaHWem
HOMepa, AaTbl aKTa M NPOTOKONA 3aCefaHNA SKCMEPTHON KOMUCCUN CYaa.

OTmeTKa 06 YHUUTOXKEHUN Aefla NPOCTaBAAETCA TaKXKe B COOTBETCTBYIOLLEN onunucu aen.

6.15. 3anpeLaeTca Ucnonb3oBaHNEe OTOBPAHHbIX K YHUUTOXKEHUIO AeN ANA XO3ANCTBEHHbIX HYKA,

6.16. Nocne $p1M3MYECKOro YHUUTOXKEHMUA JOKYMEHTOB B YYETHbIE AOKYMEHTbI apX1Ba A0/KHbl ObITb
BHECEHbl M3MeHeHusA. CBedeHUA O BbIObITUM AOKYMEHTOB OTPA*KalOTCA B KHUre y4yeTa BbIObITUA U
NOCTYNAeHUA AOKYMEHTOB, a TaKKe B NcTe GOHAA CO CCbIIKOM Ha aKT O BblAENEHUN K YHUYTOXKEHUIO
(apX1BHBbIX) JOKYMEHTOB, HE NOANENKALLNX XPAaHEHUIO. PaBOTHMK, OTBETCTBEHHbIM 3a apXmB cyaa, nocne
BHECEHWA U3MEHEHUN B YYETHbIE AOKYMEHTbI CTaBUT B aKTe COOTBETCTBYIOLLYIO OTMETKY, COCTOALLYO U3
dpasbl "MameHeHMA B y4yeTHble AOKYMEHTbl BHeceHbl", cOBCTBEHHOPYYHOW noAnucK, paclimdpoBKU
nognucu u aatol.

6.17. PallOHHbIMM CyAaMM KOMWUW aKTOB O BbIAENEHUM K YHUUTOMKEHUIOD AOKYMEHTOB, a TaK¥Ke
OOKYMEHTbI, noATBepXaatolimne GakT yTuamnsaumm, B TedeHne 10 paboumx AHen co AHA YHUUTOXKEHMUS
OOKYMEHTOB HanpaB/sOTCA B COOTBETCTBYlOWEe ynpaBaeHue CynebHoOro genaprameHTa B cybbekTe
Poccuitckoin Pepepaumn.

7. Nepepaya gen (3NEKTPOHHbLIX Aen) B apxmB cyaa, NopaaoK
MX XpaHeHuA

7.1. ApxvB cyfda KOMMNAEKTyeTcA [OKymeHTamu AD PO, goKymeHTamm MNOCTOAHHOIO CPOKa
XpaHeHus, He BoweAwrMn B cocTas AD PO, nokymeHTaMu BpeMeHHbIX (cBbiwe 10 1eT) CpoKoB XpaHeHus,
B TOM YMCae NO IMYHOMY COCTaBY, KOTOPbIE BK/OYAOTCA B €0 apXMBHbI GOHA,

[ena nocTosHHOro xpaHeHus, BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHMA NepeaatoTca B apxms
CyZa He no3gHee 4Yem yepes LWeCTb MecALEB NOC/e 3aBepLlIeHMA 4en B AeONPOU3BOACTBE MO ONUCAM
Aen cynebHbix Konnerui, cypebHblXx COCTaBOB, MOCTOAHHbLIX CyAeOHbIX MPUCYTCTBUA U CTPYKTYPHbIX
nogpasgenenunit cyaa (npunoxkenuns N 3, 4 K Hactosuweln UHcTpykummn). OKOHYaHMe NpPon3BOACTBa NO
cypebHbiMm aenam onpegenseTca B NOpsAAKe, YCTAHOBAIEHHOM COOTBETCTBYIOWEN WMHCTPYKUMEA MO



cypebHomy oenonponsBoacTBy.

JOKYMeHTbl MO /JIMMHOMY COCTaBy CyAel KacCauMOHHbIX CyAOB OOLWeN HopUCauKLMK,
anenNAUMOHHBIX CyA0B 06LLEeN OPUCANKLMKN, BEPXOBHbIX CYA0B pecnybnK, Kpaesblx 1 061acTHbIX CY40B,
CyLOB ropofoB denepanbHOro 3HavyeHWsA, CyAOB aBTOHOMHOW 06/1acTM M aBTOHOMHbIX OKpYros
nepegaoTca B apxmBe cyaa no nctedeHmm 10 neT co AHA 0CBOBOXKAEHNA OT AOJIKHOCTU CyabU (OTYMCNEHUA
n3 WTaTa cyaa); denepasnbHbIX rocyAapCTBEHHbIX FPaXKA4aHCKUX CAYXKaLMX - No ncteyeHmmn 10 neT co gHA
YBOJIbHEHMUS.

JOKYMeHTbl MO JIMYHOMY COCTaBY - apXMBHbIE AOKYMEHTbI, OTpaKatolWwme TPyLOBble OTHOLWEHMUA
paboTHMKa ¢ paboTogatenem. K umcny JOKYMEHTOB MO IMYHOMY COCTaBY OTHOCATCA HE BCE AOKYMEHTbI
CUCTEMbI KagpoBOM OOKYMEHTaUWMW, a TONbKO AauTeNbHbiX (cBbiwe 10 neT) M NoCTOAHHOIO CPOKOB
XpaHeHMUs.

7.2. PelweHune Ha nepeaayy B apxmB cyaebHbIX gen, NPOM3BOACTB U MaTePUaNoB NPUHUMAET Cyabs,
WX PAcCMOTPEBLUWI, a MPU ero OTCYTCTBUWM - npeacenaTens cyaa (cypebHow konneruum, cyaebHoro
COCTaBa), ero 3aMecTuTe/slb UAN MHOE YMNOJIHOMOYEHHOE NpeacesatesieM cyaa Anuo (B NMOCTOAHHOM
cypebHom npucytcteun). Mpu 3ToM cyapA NPOBEPSAET COCTOAHWME Kaxporo cypebHoro paena,
Npou3BOACTBA UM MaTepuana.

7.3. PeweHune Ha nepefavy B apxvB CyAa HOMEHKNATYPbl, XYPHANOB U YYETHO-CTAaTUCTUUECKMX
KapToyeK NpUHUMaET npeacesatens cyaa (cyaebHol konnernu, cyaebHoro coctasa), ero 3amectuTenb
WAN MHOE YNONHOMOYEHHOE NpeacesaTenem cyaa Amuo (B NOCTOAHHOM cyaebHOM NpUCYTCTBUM).

7.4. PelweHne Ha nepefayy B apxXmMB WMHbIX AOKYMEHTOB CyAa NMPUHMMAET Ha4ya/ibHUK OTAena
Aenonpoussoactea (obulero otaena) cyaa, MHOe YMNOJIHOMOYEHHOe npeacefdaTtenem cyaa avuo (s
NOCTOAHHOM cyAebHOM NPUCYTCTBUM).

7.5. lIoKymeHTbl BpemeHHbIX (40 10 neT) cpokoB XpaHeHUs uaun "Ao MMHOBaHUA HagobHocTu'" B
apxvB cyga no obLiemy npasuay He nepenatoTcs.

B coOTBETCTBMM C pacrnopsyKeHMemM npeacenarena cya B UCKAKOUYUTENbHbIX Caydaax (oTcyTcTBue
BO3MOXHOCTM obecneyeHmsa COXPaHHOCTU, COOTBETCTBYIOLMX NMOMELLEHUI O UX XPAHEHUA U UHbIX)
OOKYMEHTbI BpeMeHHbIX (840 10 ieT) CpoKOB XpaHeHUs MAn "O0 MUHOBaHWA HagobHocTU" gena moryTt
6bITb NepefaHbl B apPXMB Cy4a NO COOTBETCTBYIOLLMM ONUCAM.

MoarotoBKa Aen BpemeHHbIX (40 10 neT) cpoKoB XpaHeHUs Uaun "A0 MUHOBaHUA HagobHocTn" ana
nepefaym B apxvB, a TaKXKe nepegaya TaKMX LN B apXMB CyAa OCYLLEeCTBAAETCA B COOTBETCTBUM CO
CPOKaMM, yCTaHOBAEHHbIMM NyHKTaMu 5.1, 7.1 HacToswwel UHCTpyKumu.

Takue pgena odpopmnatoTcs paboTHUKaMM, OTBETCTBEHHLIMM 33 AE/10MNPOM3BOACTBO B CyAebHOM
Konnernu, cyaebHom coctase, NOCTOAHHOM cyAeBHOM NPUCYTCTBUM, CTPYKTYPHOM NOApPa3AeNeHUN cyaa,
cnegytowmm obpasom.

Jena noawmeatotcs, Ha 0O/I0XKKe YKA3blBAOTCA: HAaMMEHOBaHME Cy4a; 3ar0N0BOK Aena (Toma,
YyacTu); UHAEKC Aena No HOMeHKNaType gen; GaMuana, MMA, OTYECTBO OCYXKAEHHOro Anua M NoaHoe
HaMMeHoBaHMe cTaTbM YrosoBHOro Kogekca Poccuiickolt depepauun, no KOTOPON ANLO OCYKAEHO;
bammnmna, MHULMANAbI UCTUA, OTBETYMKA (HAMMEHOBaHWE OpPraHM3aLmnn); CyTb UCKa (3aABNEHMA); KpaliHue
AaTbl Aena; HOMep MNPOM3BOACTBA MO AeNy, YHUKaAbHbIM MAeHTUUKATOP Aena; Homep ToOMa; CPOK
XpaHeHMsA Jena C YKasaHMem rofa, A0 KOTOPOro OCYLLECTBAAETCA XPaHeHWe; NoAnNUCb CyAabu,
paccmoTpeBsLero aeno (c paclwmdpoBKon noanuciu).

Mo MUCTeYeHUN cpoKa XpPaHEeHUs UKW MO MMHOBAHUU HAZOBHOCTU AOKYMEHTbI BpemeHHbIX (go 10
JIeT) CPOKOB XpaHeHUa UM "0 MMHOBAHUA HafZobHOCTU" YHUUYTOXKAOTCA B NOPAAKE, YCTaHOBAEHHOM
HacToAwen MHCTpyKuMelr, o yem cocTaBnsetcsa akT (npunoskeHne N 13 K HacToAwein MHCTpyKumn).
MpepnoXKeHns K akTy O BblAENEHUN K YHUUTOMKEHUIO LOKYMEHTOB, HE MNOAMEXALMX XPaAHEHWIO,
npeaycmoTpeHHble ab3auem 4YeTBepTbiM NyHKTa 4.11 HacToAwen WHCTPyKUMM, COCTaBAAKOTCA
paboTHMKaMn, OTBETCTBEHHbIMM 33 AENONPOU3BOACTBO B cyaebHOl Konnermu, cyaebHom cocTtase,
NOCTOAHHOM cyaebHOM NPUCYTCTBMM, CTPYKTYPHOM NOAPA3AeNEHNN CyAa COOTBETCTBEHHO.

7.6. DNEKTPOHHbIE LOKYMEHTbl BDEMEHHbIX CPOKOB XpaHeHMA A0 10 NeT BKAUNTENBHO XPaHATCA B
TeYeHMe YCTaHOBNEHHOIO CPOKA B MHPOPMALIMOHHOM cucTEME (XPaHMAMULLE SNEKTPOHHbIX 4OKYMEHTOB) B
dopmaTe, B KOTOPOM OHM OblIN CO34aHbI AW BKAKOYEHBI B MHPOPMALIMOHHYIO cucTemy. B apxus cyaa
TaKne JOKYMEHTbI He nepeaatoTcs.

7.7.Nepepnaya gen, B TOM Yncae gen sBpemeHHbix (40 10 neT) cpokoB XpaHeHMsA nam "' 40 MUHOBAHUA
HafZobHOCTM", B apXMB CyAa OCYLLECTBAAETCA MO rpaduKy, COrnacoBaHHOMY C cyaebHbIMM cOCTaBamu,



cynebHbIMK KONNEernamu, NOCTOAHHbIMM cynebHbImM NPUCYTCTBUAMM, CTPYKTYPHbIMMU
nogpasgeneHnaAMM, NnepesaomMmn AOKYMEHTbI B apXUB, U YTBEPKAEHHOMY NpeaceaaTenem cyaa.

7.7.1. Mpun nepepaye [AOKYMEHTOB Ha OymMarKHOM HoOcuTesle B apxvmB cyda pPaboTHUKOM,
OTBETCTBEHHbIM 32 paboTy apxMBa cyaa, NpoBepAtoTCA:

COOTBETCTBME 3aro/I0oBKa fgefa Mno OnUCU AeN CTPYKTYPHOro MoApasfeNneHua COoAepKAaHWUIo
OOKYMEHTOB B gene;

NPaBUAbHOCTb 0POPMAEHUA U FPYNNNPOBKN AOKYMEHTOB, BK/IIOYEHHbDIX B AENO;

KauyecTBO NOALWMBKM UAKN NepenaeTa 4ena;

NPaBUAbHOCTb HYMepaL MM INCTOB AeNa;

NpPaBWJIbHOCTb COCTABNEHMA BHYTPEHHEN ONMUCK AOKYMEHTOB Aena (Mpy Hanuuumm);

npaBuabHOCTb 0DOPMAEHUA OBN0XKKN AeNa;

Ha/InyMe 1 NPaBUIbHOCTb 3aMoJIHEHWA INCTA-3aBepuTena gena.

Bce BbifiBNIEHHbIE MPX NPOBEPKE HeAOCTaTKM B GOPMMPOBAHUM N opopmaeHnn aen paboTHUKM
cypebHoro coctaBa, cyaebHOM Konnermu, MOCTOAHHOMO CyAebHOro NpPUCYTCTBUA, CTPYKTYPHOrO
noapasgeneHmsa 06s3aHbl YyCTPAHUTD.

7.7.2. Npuem-nepenaya LOKYMEHTOB B apXMB Cya NPoM3BOAUTCA PAaBOTHUKOM, OTBETCTBEHHbIM 33
paboTy apxuBa cyna, B NpUCYTCTBUM paboTHMKa cyaebHOro coctasa, cyaebHomn Konnermm, NOCTOAHHOIO
cynebHoro NnpucyTCcTBMA, CTPYKTYPHOrO NogpasaeneHus cyna. B oTMeTKe o npueme Aen B KOHLE KaXKAoro
9K3emMnaapa OnNucK [en YKasblBalOTCA KOMYEeCTBO (PaKTUYECKM NPUHATbIX B apXuB Aes, Homepa
OTCYTCTBYHOLIUX AeN, AaTa Npuema-nepesaym, a TakKe nognucu n paclndpoBKU NOANUCEN YKa3aHHbIX
paboTHUKOB.

7.8. lMNepenaya 3NEKTPOHHbIX [AOKYMEHTOB B apXMB MPOM3BOAMTCA Ha OCHOBAHUM OMMCEM
3NIEeKTPOHHbIX aen cyaebHoro coctasa, cynebHOM Konnermm, CTPYKTYpHOrO mnogpasgeneHva cyaa no
MHPOPMALNOHHO-TENEKOMMYHUKALUMOHHOM ceTu (MpM Haavumm B apxuBe cyga MHOOPMALMOHHOM
cucTembl) MM Ha dusmnyeckn ob6ocobneHHbIX MaTepuabHbIX HOCUTENAX, KOTOPble NPeacTaBAsoTCA B
OBYX UOEHTUYHbIX 3K3eMNAAPaX.

TexHMYecKoe cONpoBOXKAEHME MO obecneyeHUto nepesayvm 3N1eKTPOHHbIX SOKYMEHTOB B apXuB,
CBA3aHHOE C HACTPOMKOM MPOrpaMMHbIX KOMMNEKCOB WM  UX OYHKUMOHMPOBAHMEM, a TaKXKe
Y40CTOBEPEHME KAYecTBa NepesaBaemMbliX e4MHUL, XPaHEHUA SNEKTPOHHbIX LLOKYMEHTOB obecrneynBaeTca
paboTHUKamM, oTBeYaloWMMKN 33 GYHKLMOHMPOBaAHME MHOOPMALIMOHHbIX TEXHOIOTUIN B CyAe, a TaKXKe
paboTHMKamn punmnanos SPrey UAL, CyanebHoro aenaptameHTa.

7.8.1. Mpw nepepaye sNeKTPOHHbIX LOKYMEHTOB B apPXMB Cy/Aa BbINOHAIOTCA C/leAytoLLMe OCHOBHblE
npoueaypbl paboTbl C LOKYMEHTAMMU:

dopmupoBaHne B MHPOPMALMOHHOM CUCTEME CyAa SNEKTPOHHbIX AeN, ABAAKLLMXCA
COBOKYMHOCTbHO KOHTEMHEPOB 3/IEKTPOHHbIX JOKYMEHTOB UM KOHTEMHEPOM 3/IEKTPOHHOFO LOKYMEHTA,
coAepKaWMM KOHTEHT U MeTafaHHble 3/IEKTPOHHOrO AOKYMEHTa, daiibl SNEKTPOHHbIX nognucen u
BM3Ya/IM3MPOBAHHYHO KOMUIO TEKCTOBOTO 3/1IEKTPOHHOrO AOKYMeHTa B dopmaTe PDF/A;

dbopMmnpoBaHME ONUCK 3/IEKTPOHHbIX A&/, LOKYMEHTOB cyaebHOro cocrasa, cyaebHol Konnernu,
CTPYKTYPHOrO noapa3aeneHua cyaa;

NPOBEPKa apXMBOM CyAa 3/1IEKTPOHHbIX AOKYMEHTOB Ha Ha/nyme BPeLOHOCHbIX KOMMbIOTEPHbIX
NpPorpamm 1 BOCNPOU3BOAUMOCTU 3/IEKTPOHHbIX JOKYMEHTOB;

npoBepka ¢GU3NYECKOro U TEXHUYECKOTO COCTOAHMA HocuTenel (Mpu nepegaye 3/1€KTPOHHbIX
OOKYMEHTOB B apXxMB cyZa Ha dpM3myeckn 060cobneHHbIX MaTepuasibHbIX HOCUTENAX).

7.8.2. [lpvem 3N1EKTPOHHbIX OOKYMEHTOB B apxMB cyda nNo  MHPOPMaLMOHHO-
TEeNIeKOMMYHMKAUUMOHHON ceTu (Npu HaAvuum B apxuBe cyga MHOOPMALMOHHOM CUCTEMbI) MAU Ha
¢dur3mnyeckn 060cobaeHHbIX HOocUTensAX 0odOpPMAAETCA COCTaBEHMEM UTOTOBOM 3anNUCKU B KOHLE OMUCK
SNEKTPOHHbIX AeN, B KOTOPOW LUndpamm 1 NPONUCbIO YKa3blBAETCA KONMYECTBO GAKTUYECKM NPUHATLIX B
apXMB 3/1EKTPOHHbIX Ae/1 U SNEeKTPOHHbIX AOKYMeHTOB. MTorosaa 3anmcb noareBeprKAaeTca nognucamm
paboTHMKa, OTBETCTBEHHOTO 3a PaboTy apxMBa cyAa, U paboTHUKA, NepeaaBLUEro 3/IeKTPOHHbIE Aena U
OOKYMeHTbl. [lpM npueme Ha apXMBHOE XPAHEHWE 3/IEKTPOHHblE Aefla 3aBepATCA 3/1EeKTPOHHOM
noAnucbio npeacesatens cyaa nan ynoHOMOYEHHOTO UM NLA.

7.8.3. MNocne npuema B apXMB 3SNEKTPOHHbIX OOKYMEHTOB Ha ¢GU3NYECKM 060COBNEHHbIX
MaTepuanbHbiX HOCUTENAX BKAAAbIWW, NOMeLLeHHble B GYTAAP eAMHUUbI XPAaHEHUA B CTPYKTYPHOM
noapasgeneHnn, 3aMeHAITCA Ha BKNAAbIWKW, 0opOopMAEHHbIE B apXUBe.



Ha BKnagpiwe, nomewaemom B ¢yTasp eaMHUUBI XpaHeHus, odpopmasemMom B apxuse,
yKa3blBalOTCA: HAMMeHOoBaHWe cyaa (NosHoe, CoKpaleHHoe), Homep GoHAa, HOMEpP OMUCHK INEKTPOHHbIX
Aen, Homep Aena no OMNuMCKU, OTMETKa O CTaTyCe 3K3emMnaApa 3/EKTPOHHbIX AoKymeHToB: "OcH."
(ocHoBHOI) UK "Pab." (pabounii), KpaliHMe AaTbl LOKYMEHTOB 3/1IEKTPOHHOTO AeNa, NpPu HeobXoANMMOCTH
odOopMANATCA AONOHUTENbHbIE OTMETKU 06 OrpaHUYeHMN 40CTYNA K AOKYMEHTAM.

Bknagbiw nomewaerca B ¢ytaap ¢dmsmyeckn ob60cobaeHHOro MaTepuanbHOro HOCUTENA TAaKUM
o06pasom, 4Tobbl HaZNUCK HA HeM Bblan BUAHbBI NPU 3aKPbITOM dyTAApE.

Hagnucu Ha BKnagplwax nNeyaTatoTcad WMAM HAHOCATCA OT pPYKM pa3bopymBbiM  MOYEPKOM
CNeuManbHbIMM  BOAOCTOMKMMM  YepHUNamu. BO3MOMKHO WCNOAb30BaHWE LWITAaMMNOB W APYrKX
aHaNOrMYHbIX CPEACTB.

7.9. Mpn npuveme 3NEKTPOHHbIX AOKYMEHTOB HA XPaHEHWE B APXMB Y4YMTbIBAIOTCA (aKTopbI:
OrpaHMYEHMA Ha NPUEM INEKTPOHHBIX JOKYMEHTOB; 3aBEPLUEHHOCTb NPOL,ECCA CO34aHNA INEKTPOHHOIO
OOKYMEHTa; Ha/inune 3aKoHOAATe/IbHbIX aKTOB, MPEnATCTBYIOWMX Nepeaaye 3/1eKTPOHHOIO AOKYMEHTa;
HanuumMe HeobXO4MMOWM CONPOBOAUTENLHOM [OKYMEHTALUMW; COOTBETCTBME TWMA 3/EKTPOHHOIO
060pYA0BaHUA PA3NUUYHBIM PEXMMAM XPaHEHUA SNEKTPOHHbIX SOKYMEHTOB.

7.10. [fena, no KoTopbiMm cyaebHble pelweHWa He obpalieHbl K MCMOSHEHUIO B MNOPSALKE,
npeaycMOTPEHHOM MHCTPYKLMEN No cyaebHOMY Aenonpon3BoACTBY, B apXuB CyAa He nepesatoTca.

Ha y4eTHO-CTaTUCTMYECKOM KapToUKe AenaeTca OTMETKA O nepesayde Aena B apXumB.

7.11. NMoctynuelMe B apxvB Cyda AeNna W Apyrue AOKYMEHTbl XpaHaTca no ¢oHpgam B
XPOHOIOrMYECKOM NOPAAKE.

7.12. Jena B apxmBe CUCTEMATMU3UPYIOTCA COM/TaCHO ONMUCAM AEN M MOMELLAIOTCS B KOPOOKM.

Ha Kopellke 06/10KKK KaxKa0iM KOPOOKM YKa3bIBaAOTCA Haya/ibHble N KOHEYHbIE PerucTpauuoHHble
HOoMepa Aefl, NOMELLEHHbIX B KOPOOKY.

8. CnpaBO4YHO-NOUCKOBbIE CPEeACTBA K aPXUBHBIM AOKYMEHTaM

8.1. Cuctema cnpaBOYHO-MOUCKOBBIX CPEACTB BK/AOYAET apXUBHbIE CMPABOYHUKM Ha ByMarkHOM
HocuTene M (MAKn) B 3NEKTPOHHOM BuAe: oba3aTesibHble - OMWUCKM AeN, OMUCU SNEKTPOHHbIX Aef;
BCMomoraTesibHble (Heobs3aTenbHbIe) - UICTOPMYECKAn CrpaBKa K poHAY, KaTanoru, ykasaTenu n 063opsi,
cny>KebHble KapTOTEKK, peecTpbl, 6a3bl AaHHbIX U ApPYr1e CPaBOYHUKN.

CocTtaB BCMOMOraTe/ibHbIX aPXUBHbIX CNPAaBOYHMKOB ONpeaensieTca CaMoCTOATENbHO.

8.2. UcTtopunueckana cnpaBka K ¢oHAY COCTOUT M3 TPeX pasaenoB: uctopus poHaoobpasoBaTens,
OTparkatoLLLan UCTOPUIO CyAa CO CCbIJIKAMM HA COOTBETCTBYHOLME 3aKOHOAaTeIbHble U HOPMATMBHbIE aKTbl
(maTbl obpasoBaHMA, NepeMmMeHOBaHMWA, pPeopraHM3auuu, NUKBUAAUUKM, CTPYKTYPY U OYHKUMU, UX
NM3MEHEHMA, NpeXKHUEe HaMMeEHOBaHUA), UcTopus poHaa (06bem, KpaHUe AaTbl LOKYMEHTOB, CTEMEHb UX
COXPaHHOCTM, AaTbl Nepesayn AOKYMEHTOB Ha MOCTOAHHOE XpPaHEHWUE) N XapaKTEPUCTUKA AOKYMEHTOB
doHaa (pasHOBMAHOCTM [OOKYMEHTOB, OCOH6EHHOCTM GOPMUPOBAHUA eAMHWUL, XPaHEHUs U  UX
cMcTEMaTU3auMM, HaAnuMe AOKYMEHTOB, BbIXOAALIMX 33 XPOHOMOTMYECKME TpaHWULbl OeATebHOCTU
doHao0bpasoBaTensn, cocTaB CNpaBoYHOro annapara K ¢oHay).

NcTopuyeckaa cnpaBka K ¢oHAYy coCTaBAAeTcA B ABYX 3K3emnaapax (ecnu cyg BbicTynaet
MCTOYHMKOM KOMMJIEKTOBAHUA FOCYAapCTBEHHOrO apxuBa), OAMH XpaHUTCA B Aene cyaa, BTOPOW
nepefaeTcs B rocyAapCcTBEHHbIV apxuB. McTopuyeckasa cnpasBKa K poHAY NOANMUCbIBAETCS COCTaBUTENEM.

9. YueT AOKYMEHTOB B apxuBe cyaa

9.1. YueTy noAne)KaT BCE HAXOAALLMECA Ha apXMBHOM XpPaHEHWWM AOKYMEHTbl, B TOM uucie
AOKYMEHTbI MO JIMYHOMY COCTaBY, KOMWUW AOKYMEHTOB, BK/IOYEHHbIE B POHZ, N0Nb30BaHUA (MPU HaAUYMK)
W ONWUCK LeN, ONUCK 3/TEKTPOHHBIX Ael.

OCHOBHbIMW €AMHULAMWU Yy4YeTa apPXMBHbIX LOKYMEHTOB ABAAIOTCA apxMBHbIM ¢oHA, eanHuLa
XpaHeHus.

9.2. CeegeHna ob obbeme M cocTaBe eAMHUL, XPaHEHMS YKa3biBAlOTCA B aPXMBHbIX YYETHbIX
AOKymeHTax. O6asaTenbHble W BCNOMOraTe/NlbHble apXMBHble YyyeTHble AOKYMEHTbl BeayTcs Ans
obecneyeHnna yyeta NOCTYNAEHUA, BblObITUA, KOIMYECTBA, COCTAaBa U COCTOAHMNA aPXMBHbIX AOKYMEHTOB.

9.3. K 06A3aTeNbHbIM YYETHbIM LOKYMEHTAM apXMBa CyAa OTHOCATCA:



nacnopT apxusa (npunoxeHune N 14 K HacToAweln NHCTpyKumKn);

YYeTHble CBeAEeHUA O SOKYMEHTaX, XpaHALLMXCS B apxuBe cyaa (npunoxkeHne N 15 K HacTosAwen
NHCTpYKUMN);

KHMra y4yeTa MOCTYN/JeHMA M BbIObITUA Aen, AOKYMeHTOB (mpunoxeHuve N 16 K HacToAwei
NHCTpyKLMK);

nuct doHaa (npunoxkernne N 18 K HacTosAwen NHCTpyKUmK);

onucu aen (npunoxenusa N 5, 6, 7 K HacToawen NHCTpyKuum);

OMUCb 3/IEKTPOHHbIX LOKYMEHTOB (npunoxkeHue N 8 K HacToAwen UHCTpyKuuK);

aeno poHAa.

K BcnomoraTesibHbIM Y4ETHbIM AOKYMEHTaM OTHOCATCA:

cnucok ¢oHaos (npunoxkeHne N 17 K HactoAwen WMHCTPYKUMKM), KOTOPbIN COCTaBASETCA Npu
OCYLLECTBNEHNN XPAHEHUA apXUBHbIX LOKYMEHTOB, OTHECEHHbIX HoNee Yuem K ogHOMY GOHAY;

KHUIa Bblgaun eAuHUL, XpaHEHUA BO BPeMeHHOe Nosib3oBaHue (npunoxkeHne N 27 K HacTosweln
NHCTpYKLMN);

peecTp onucelt gen (npunoxkernune N 9 K HacToAwelr UHCTpyKLmKn);

Tonorpapuyeckne ykasatenu (nocrennaxkHoin (npunoxernne N 36 K HacToAwen MHCTpyKumn) m
nodoHAoBbIN (NpunoxeHne N 37 K HacTosAwe MHCTPYKLMK) (MPY HAANYMKM apPXMBOXPaHUAMLL).

9.3.1. Macnopt apxmBa (npunoxeHne N 14 K HacToswen UMHCTPYKUMN) COCTaBNAETCA eXerogHo,
OTpParkaeT COCTaB, COCTOAHNE, 0ObEM W YCNOBUA XPAHEHUA OKYMEHTOB U XPAaHUTCA NOCTOAHHO.

MacnopT apxmMBa COCTaBASAETCA MO COCTOSHMIO HA 1 AekabpAa oTYeTHOro roaa.

Ecnm cyn BbICTynaeT UCTOYHMKOM KOMMIEKTOBAHWUA rOCYyA4apCTBEHHOMO apXxmMBa WU MPU HaANYMK
COOTBETCTBYIOLLEFO A0roBOpa MacnopT apXxuMBa COCTAaBAAETCA B ABYX 3K3eMNAspax: OAWH 3K3emnaap
HaMNpaBAAETCA B FOCYAaPCTBEHHbI apXMB, BTOPOM XPaHUTCA B COOTBETCTBYIOLLEM HapsAAe apxmBa cyaa.

Ob6beMHble NOKasaTeNn [At0TCA B YKA3aHHbIX eguMHULAX M3MepeHUs coriacHo ¢opme nacnopTa
apxuBa. MicnpaBneHusa, BKIEMKM He JoNycKaloTcA.

B agpecHoM yacti 6naHKa nacnopTa apxuBa, PACMNONOXKEHHOM B IEBOM BEPXHEM Yray, B CTPOKe
"Komy npeacrasnaetca” yka3blBaeTcs HazBaHWe rocyaapcTBEHHOro apxunea (Npu Hanmuum).

B ctpoke "Kem npeacrasasetca” yKasbiBalOTCA: NOJIHOE HAaMMEHOBAHUE CyAa, NOYTOBbLIN agpec C
yKasaHMeM MHAEeKCa, KoAa ropoaa u Homepa tenedoHa (dakc, e-mail).

B pasgene "Obuwme ceegeHmn" 3anosiHaAeTca cTtpoka 101, KoTopan coCTOUT U3 caeaytowmx rpad:

KonmyecTBo ¢poHAoB (rpada 1);

njaouaab apXMBOXpaHUAMLLA B KBaAPaTHbIX MeTpax (KB. m) (rpada 2);

3arpyeHHOCTb apPXMBOXPaHUAULLA B NpoueHTax (%) (rpada 3).

B rpade 1 cTpokn 101 yKasbiBaeTcs KOMYeCcTBO pOHAOB, XPaHALMXCA B apxmBe cyaa. Ecam B apxmse
CYAA XPaHATCA OOKYMEHTbl TO/NbKO OZHOro CyAa, TO yKasbiBaeTcs umédpa 1; ecnm xpaHatcs aena,
OOKYMEHTbI APYIMX CYA0B, YKA3blBaeTCA uudpa no KoAnYecTsy xpaHawmxca GoHA0B B apxumBe.

Kaxabl oHA, HE3aBUCMMO OT TOFO, COCTOMUT /1M OH M3 JOKYMEHTOB OZLHOIO MW HECKOJIbKUX BUAOB,
YUYUTbIBAETCA B NACNOpPTE apXMBa TONIbKO OAMH pas.

B rpade 2 ctpokm 101 yKasbiBaeTcA naolagb OTAE/NbHOrO NOMELLEHUS, B TOM YMCae NOCTOAHHOO
cynebHoro NPUCYTCTBUA, apXmBa (aPXMBOXPAHUANLLA) B KB. M UM CYMMa NJIOLLLALEN BCEX MOMELLEHUN.

Mnowaab M3mepseTcs TOYHO U YKa3blBAETCA C TOYHOCTbIO A0 AECATbIX 40Neil KBafpaTHOrO MeTpa -
He MeHee 04HOro 3HaKa nocse 3anatoit. Hanpumep: 25,4 KB. M.

Mnowaab paboymx KOMHAT AN NOACOOHBIX NOMELLEHWUI HE YYMTbIBAETCS.

Mpy OTCYTCTBUM OTAE/NbHOrO NOMELLEHUA A1 XPAaHEHUS apXMBHbIX AOKYMEHTOB B AaHHOM rpade
CTaBUTCA NPOYEPK.

lpada 3 cTpokm 101 3anonHAETCA NPU HANMYMUU OTAENBHOTO NOMELLEHUA ANA XPAHEHUA APXMBHbIX
[OKYMEHTOB B cyAe (apXMBOXPaHWUAULLA) U MPU YCAOBUM 3anoHeHUs rpadbl 2.

MokasaTenb 3arpy*KeHHOCTU APXMBOXPAHUAULLA ABAAETCA CTPOrO BbIYUCAAEMON BENUYUHOW,
NpUMepHoe ero onpeaesieHMe He AOMNYyCKaeTcA.

CTeneHb 3arpy*keHHOCTU aPXMBOXPAHMMLLA PACCYMTLIBAETCA B MPOLLEHTAX NyTeM JAeneHus
KO/IMYECTBA XPAHALMXCA B HEM [EN Ha PacYeTHYD BMECTMMOCTb apXMBOXpaHWIMLWA (B eAMHULAX
XpaHeHUs) n ymHoXKeHuaA Ha 100.

PacyeTHas BMeCTMMOCTb apXMBOXPaHUAWLLA ONpeaenseTca caeayowmm obpasom: usmepsercs B
MeTpax obLWan NPOTAXKEHHOCTb A/MHbI CTE/IAXKHbIX MOJIOK, 3aHATLIX LOKYMEHTAaMW; PacCYUTbIBAETCS



KO/IMYECTBO eAMHUL, XPaHEHUs, HaxoAALLIMXCA HA OAHOM MOrOHHOM METpe MOJOK, Ans 4Yero obllee
KO/IMYECTBO eAMHUL, XPaHEeHUA AenuTcA Ha KOJIMYECTBO MOFOHHbIX METPOB; KOAMYECTBO eAUHMUL,
XpaHeHUs, HaxoAALLMXCA Ha OAHOM MOFOHHOM METPE, YMHOXUTb Ha 0B LLLYIO NPOTAKEHHOCTb CTEN/TAMXKHbIX
NosoK (B Tom uncne cBoboaHbIX).

dopmyna:

00111ee KOJTUIESCTBO XPAHSITUXCS JIeIT <100

CTENeHb 3arpy>keHHOCTH (%) =
pacueTHasi BMECTHMOCTb

Ecnn apxMBOXpaHUAULL, HECKOJIbKO, TO CYMMa BCEX XPAHALWMXCA B HUX AN OAENUTCA Ha Cymmy
pacyeTHOM BMECTUMOCTM Kaxkaoro U ymHoKaetca Ha 100.

B pasgene "CBegeHua o AOKyMeHTax" BHOCATCA CBEAEHUA O AOKYMEHTAX NOCTOSIHHOIO XpPaHeHUs,
OaHHble 0 AOKYMEHTax No IMYHOMY COCTaBY M YKa3blBaeTca cneayollee:

B rpade 1 - KOANYECTBO eAMHUL, XpPaHEeHUA AOKYMEHTOB MOCTOSHHOrO XPaHEeHUs U Mo JIMYHOMY
COCTaBY, HAXOAALLMXCS Ha XpaHEHMM B apXMBe Cyaa;

B rpade 2 - AaTa CamMoro paHHEro U3 XPaHALLMXCA B apXMBE CyAa AOKYMEHTOB;

B rpade 3 - KoOHeyHble 4aTbl XPaAHALLMXCA B apPXMBE CYAa AOKYMEHTOB;

B rpade 4 - obliee KONMYECTBO A€/, KOTOpble BHECEHbI B YTBEPKAEHHbIe (cornacoBaHHble) MK
apPXMBHOIO YUYPEKAEHUA ONUCHK;

B rpade 5 - camble paHHUWe roApl, 33 KOTOPbIE JOKYMEHTbI, BHECEHHbIE B ONUCK AE/, XPaHATCA B
apxuBe cyaa;

B rpade 6 - camble no3gHWe rofdbl, 3@ KOTOpble [AOKYMEHTbl, BHECEHHble B YTBEPKAEHHbIE
(cornacoBaHHbie) 3MK apXMBHOTO yUYpeEKAEHUA ONNUCK, XPAHATCS B apXmBe cyaa;

B rpade 7 - KO/IMYECTBO AeN NOCTOAHHOIO XpaHeHUs, HaxodaWMXCA Ha XpaHeHMM B apXuBe cyaa
nocse UCTe4YeHMn YCTaHOBEHHOMO 3aKOHOAATE/IbCTBOM CPOKa UX Npeae/ibHOro XpaHeHus B cye.

lpada 8 3anonHAETCA NyTeM NoAcYeTa KOJIMYECcTBa eXeroaHo o0bpasyroLmxca gen AaHHOro Buaa B
COOTBETCTBUM C HOMEHKIATypou aen.

B ctpoke 201 uenecoobpasHO BHOCUTb AaHHble O Aenax MOCTOAHHOrO XPaHeHWsA OTAEe/IbHO Mo
rpaxgaHCKMM, agMUHUCTPATUBHbLIM, YTONOBHbIM Aeflam, Aefam obLero 4enonpor3BoACcTBa.

B pasgene "Kagpbl" B cTpoke 301 yKka3sbiBaeTcA KOJIMYECTBO LUTATHbIX PabOTHMKOB apxuBa cyaa,
onpeaeneHHoe B LUTAaTHOM pacnucaHum cyaa.

Ecam B WITaTHOM pacnmcaHum He NpeaycMOTPEHa AO0/IKHOCTb WTATHOrO paboTHMKa apxuBa cyAa,
npu aTom npeacenateniem cyga HasHayeH pPaboTHMK, OTBETCTBEHHbIM 33 pPaboTy apxuBa, B 3TOM rpade
CTaBUTCA NPOYEPK.

B pasgene "YcnoBua xpaHeHMA [OKYMEHTOB" MOAYEPKMBAIOTCA Te CBeAEeHMA, KoTopble
COOTBETCTBYHOT YC/IOBUAM XPaHEHMA apXUBHbIX AOKYMEHTOB B cyge. MNpu Hanuumu B cyae AByx U bonee
NoMeLLeHNn apxuBa, CBeAeHUA 06 YCNOBUAX XpaHEHUs [OOKYMEHTOB YKasblBAlOTCA Ha KaxKaoe
nomeLleHne oTaeNbHO.

B cnyyae xpaHeHMA OOKYMEHTOB cyda B 06beaAnHEHHOM cyaebHOM apxuBe, B MacrnopTe apxuBa
AenaeTcs COOTBETCTBYIOWAA NOMETKA O KOJIMYEeCTBe Ae/, HaXOoAALLMXCA Ha XpaHEHUN B TaKOM apxuBe.
Mnowaab nomelleHns obbeanHeHHOro cyaebHoro apxmsa B pasgene "Obuwme cBeaeHus" nacnopTa
apxuBa He yKasblBaeTcs.

B nacnopte apxu1Ba yKasblBatloTca damuana u tenedoH UcnonHuTens (coctaButens).

MacnopT apxvMBa nognucbiBaeTca Npeacenatenem cyaa c NpocTaBNeHMeM AaTbl NoANMCaHKUsA, nocne
3ano/IHEHUA BCeX pa3AesioB 3aBepsAeTca neyaTblo cyaa.

Mpwn HanpaBAEHUN B rOCYAaPCTBEHHbIN apPXMB K NacnopTy apXnBa NPUKAaabIBaeTCA NOACHUTEIbHAnA
3anuncka, B KOTOPOI YKa3bIBaOTCA Ceayoline CBeleHunn:

06 U3MeHeHMAX B HAUMEHOBaHMWM Cyaa;

0 Ha/IMYUM B CyZ.e HOMEHKNATYPbI 4N N UHCTPYKLUMKN NO AeN0NpoM3BOACTBY;

NPUYNHBbI USMEHEHMA KOAMYECTBA AN MO CPaBHEHMIO C AaHHbIMW NacnopTa NpeaLlecTBYOLEero
roga (KosamMyecTBo OMMCaHHbIX Aen, nepefaHHbIX Ha NOCTOAHHOE XpPaHeHWe B apXMBHOE y4yperKaeHue,
CHATBIX C YY€Ta B CBA3U C YTPATOMN UM HEUCNPABHbIMW MNOBPEXAEHUAMMN);

Ha/n4me B apxmBe cyaa poHA0B APYrUX CYL0B;



0 KaZipoOBOM COCTaBe - HaZinyme WTaTHbIX PaboTHMKOB apxmBa cyaa, .MN.0. paboTHMKOB;

O MeCTe XpaHeHMA [AOKYMEHTOB MNpu OTCYTCTBMW OTAENbHOr0 MOMeLWeHMA U 0cobeHHOCTAX
pasmelleHMa JOKYMEHTOB.

KOHKpEeTHbIM CINCOK NPUAOXKEHUA K NACMOPTY apXMBA MOMKET ObITb COrNAcOBaH C rocyAapCTBEHHbBIM
apXMBOM, KyZa OH NpeAacTaBaAeTcs.

B cnyyae ecnm apxmB cy[a pacnonoXeH B HECKONbKUX NOMELLEHUAX, NAaCNOPT apXMBa COCTABAAETCA
e4MHbIM Ha BCe NOMeLLeHMA. PalloOHHbIMKM CyZaMn KONKUA NacnopTa apxuBa HanpaBAAeTcA oA CBeAeHUA
B COOTBETCTBYlOLLEe ynpasneHne CyaebHoro genaprameHTa B cybbekTe Poccuinickon ®egepaumu.

9.3.2. [lononHUTENbHO K MacnopTy apxvBa PabOTHMKOM, OTBETCTBEHHbIM 3a pPaboTy apxuBsa,
€)KerogHo 3ano/IHAKTCA YYEeTHble CBeAEHUA O LOKYMEHTaX, XpaHAWwmMxXca B apxmBe cyga (npunoxexue N
15 K Hactoswen MHcTpyKkumn) (no coctosHuio Ha 1 gekabps), B KOTOPbIX MOMMMO KOAWYecTBa Aen
NMOCTOSHHOIO XpPaHEHWs, HaXOAALLMXCA B apXMBE CyAa, YKa3blBAeTCA KONMYECTBO AeN BpeMeHHbIX (CBblle
10 neT) cpoKOB xpaHeHUs, BpeMeHHbIX (40 10 neT) cpoKoB XpaHeHus n "' A0 MMHOBaHMA HagobHocTn" (Npu
Hannumum).

YyeTHble cBeAEeHUSA O AOKYMEHTAX, XPaHALLMXCA B apPXMBE CYAa, COCTABAAKOTCA B O4HOM 3K3eMnaspe
W XPAHATCA B COOTBETCTBYIOLLEM HOMEHKAATYPHOM HapAaae cyaa.

PaliOHHbIMM CyAamMM KOMWA YYETHbIX CBEAEHWM O OOKYMEHTaX, XPaHALMXCA B apxuBe cyda,
HanpaBAAeTca A1s CBeAeHWs B COOTBeTCTByolee ynpasBneHne CyaebHoro aenaptameHTa B cybbeKkTte
Poccuiickoin Pepepaunn.

9.3.3. B KHUry yyeTa NOCTynieHMA 1 BbiObITUA Aen, AOKYMeHToB (npunoxkeHne N 16 K HacToALLel
MHCTPpYKLMM) NocnenoBaTe/lbHO BHOCATCA BCe MepBMYHbIE M MOBTOPHbIE MOCTYN/eHus (BbiObITUA) gen,
OOKyMeHTOB. Karkgoe noctynneHue (BblbbiTME) B npeaenax OTYETHOro roga noJsiydaeT NopsAKoBbIV
HOMep B BaJI0OBOM NOCNE[0BaTE/IbHOCTH.

ExxerogHo Ha 1 AHBapsA NOABOAWUTCA WUTOr KOAMYECTBA MOCTYMUBLUMX W BbIObIBLUMX 33 rog Aen,
OOKYMEHTOB.

9.3.4. Nluct doHpa (npunoxkeHve N 18 K HacTtoAwen MHCTPYKUMKM) COCTaBASAETCS Ha KaxkAabli
apxmBHbIA GOoHA. B Hem yumTbiBalOTCA BCE MOCTYNAEHMA U BbIObITUA OMUCAHHbLIX WU HEOMMCAHHbIX
OOKYMeHTOB PpoHAa.

Jlnctbl GOHAOB XPAHATCA B NOPAAKE BO3pacTaHMA HOMEPOB apXMBHbIX ¢oHAO0B. JlncTbl poHA0B
dopmumpytoTCA B 410, K KOTOPOMY COCTaB/IAETCA INCT-3aBEPUTENb.

B nucTe-3aBepuTene yKasbiBatoTcA 00LLEE KONMYECTBO JIMCTOB AOKYMEHTOB, BK/OYEHHbIX B A€/0,
Haya/ibHble U KOHEeYHble HoMepa apXUBHbIX POHAOB, 06LULEE KONMYECTBO apXMBHbIX GOHAOB, NUCTbI
KOTOPbIX BK/HOYEHDI B 4€N0.

9.3.5. B geno ¢oHaa BKAOYAETCA KOMNAEKC IOKYMEHTOB (MCTOPUYECKME N TEMATUUYECKMNE CNPABKMU,
[0roBopbl 0 Nepegayvye AOKYMEHTOB Ha MOCTOAHHOE XpaHEHWEe, aKTbl NMPOBEPKM HANNYMA U COCTOAHMUA
OOKYMEHTOB, aKTbl O TEXHWYECKMX OWWMOKax, akTbl NpuMema W nepefauyu, aKTbl BblAeNeHus Oen u
OOKYMEHTOB K YHUUTOXKEHMIO, aKTbl 06 yTpaTe M aKTbl O HEUCNPABMMbIX MOBPEKAEHUAX, aKTbl 06
0bHapyXeHUM [AOKYMEHTOB, aKTbl pPacCceKpeyMBaHMA U Apyrue AOKYMEHTbl, OoTparkawoline paboTy c
doHOOM, a TaKKe MnepecocTaBfieHHble AUCTbl ¢oHAA) Mo MCTopUM cyaa U apxuBHoro ¢oHAa,
06beANMHEHHOro apxuBHOro GoHAaa.

Bce OOKymeHTbl B Aene GoHAa pacnonaraloTca B XPOHOJOrMYECKON MOCAefOoBaTENbHOCTU UX
cocTaBneHuns. Ha LoKyMeHTbl GoHAa COCTaBAAETCA BHYTPEHHAA ONUCb, IMCTbI Aena HymepytoTca. Mo mepe
nonosiHeHns gena ¢poHAa BHYTPEHHAA ONUCb AOMONHAETCA.

9.3.6. lnAa noeAMHMYHOIO M CYMMApPHOrO yyeTa apXMBHbIX OKYMEHTOB, 3aKpenieHna nopagKka nx
CUCTEMATU3ALUN, YyYeTa U3MEHEHUI B cocTaBe M 0bbeme apXMBHbIX LOKYMEHTOB COCTaBASETCA OMNUCH
OeN, ONuCb 3NEKTPOHHbBIX Aen (pa3aen 3 HacToAwen NHCTpyKLmm).

9.3.7. Cnucok ¢poHaoB (npunoxkeHne N 17 K HacToAwein MHCTpyKUMM) BedeTcs B apxuse cyaa,
XpaHaWwem [oKymMeHTbl 6osiee yem ogHoro ¢oHAa. Kaxablit apxuBHbIA GOHA BKAOYAETCA B CMMCOK
$OHO0B TONBKO OAWH pa3 MpuM NepBOM MOCTYNAEHUN APXMBHBLIX AOKYMEHTOB YyKasaHHoro ¢oHaa.
Kaxagomy ¢oHAy npucBamBaeTca UHAMBMAYA/IbHbIA HOMEpP, KOTOPbLIA COXPaHAeTCcA 3a HMM BO BCEX
YYETHbIX JOKYMeHTax. Homepa poHAam nprcBamBatoTcsa B BaJIOBOM NOpAAKe.

B cnyyae nepepaum apxmBHoro ¢poHaa B Apyroit apxms, BKAKOYEHMA €ro B COCTaB 06beAMHEHHOrO
apxmBHOro ¢oHAa UK BblAENIEHUA BCEX JOKYMEHTOB K YHUUTOXKEHWUIO OCBOOOANBLLUMINCA HOMEpP ApYyromy
apxuBHomy GOHAY He NpucBanBaeTcA.



Ob6beanHeHHble apxuMBHble GOHAbI Y4YMTHIBAIOTCA Ha OOWMX OCHOBaHUAX. O6beaMHEHHOMY
apxuBHomy ¢oHAy, o6pa3oBaHHOMY W3 apxMBHbIX GOHAOB, paHee Y4YTEHHbIX CaMOCTOATE/bHO,
npucsanBaeTcs HOMep 0AHOTO U3 apPXMBHbIX POHAOB, BKAKOUYEHHbIX B €r0 COCTaB.

Homep apxmnsHoro ¢poHAa cysa - MICTOYHMKA KOMMNIEKTOBAHMA FOCYAapPCTBEHHOMO apXmMBa BHOCUTCA
B CNUCOK POHAOB NOA HOMEPOM, KOTOPbIN NPUCBOEH EMY B rOCYZapCTBEHHOM apXMBe.

HassaHue apxuBHOro ¢oHAa BHOCUTCA B CMNCOK GOHA0B HA OCHOBAHUM UCTOPUYECKOM CMPABKK K
$OoHAY UAU TUTYNBHOTO INCTA ONUCK e/, ONNCK S/TEKTPOHHbIX Aen.

HasgaHune apxvMBHOro ¢oHAa COCTOMT M3 MOJHOMO0 HaMMEHOBaHMA CyAa C YKasaHMem ero
MECTOHAXOXKAEHUSA, AaT CO34aHMA U INKBMAAUMUK. ECn HaMMeHOBaHME U3MEHSANOCh, TO B CrMCKe GOHA0B
YKa3blBaeTCA ero nocjegHee Ha3BaHWe B PamMKax Mepuoaa, 3a KOTOpbI MPUHATbI AOKYMeHTbl. Bce
npeaplaylmne U3smeHeHns B HAMMEHOBAHUM OTMeYatoTca B ncte GoHaa.

HasBaHue 06beanHEHHOro apXMBHOro poHAa COCTOUT U3 0606LW,EHHOTO Ha3BaHWUA BKIOYEHHbIX B
Hero apxmeHbix ¢oHAOB. B AncT poHaa BKAOYAKOTCA BCE HAaUMEHOBAHWUA CyA0B, AOKYMEHTbl KOTOPbIX
BK/IlOYEHbI B 06 beANHEHHbIN POoHA.

ExxerogHo K cnucky ¢OHAOB COCTaBAAETCA MTOroBas 3aMMUCb O KOAMYECTBE apXMBHbIX POHAOB,
MOCTYMMBLUMX U BbIObIBLUMX B TEYEHUE roda, U 06LemM KoNNYecTBe apXmBHbIX POHAO0B, HAXOAALLMXCA Ha
XPaHEHWM B apXMBe MO COCTOSHWUIO Ha 1 AHBapS, CNeAyoLLEro 3a OTYETHbIM ro40M.

Cnucok ¢poHAoB nogluMBaeTca B TBepAyto O6/I0XKKY, NUCTbl HYMEPYHOTCA, COCTaBAseTCA JIUCT-
3aBepuTenb.

9.3.8. B uenax ydyeta onucei gen B apxuBe cyda BeaeTtcs peectp onucel (npunoxkeHme N 9 K
HacToawWwen MHCTPYKLUMM), NO KOTOPOMY BeAeTcA NOeANHUYHbIA U CYMMapHbIN y4eT onucein aen.

Onuce fen, coctoAwan U3 HECKOJIbKMX TOMOB, YYUTbIBAETCA B PEECTPe OMnucen Kak ogHa OMnuch.
Homepa onncam npmuceBamBatoTCA B COOTBETCTBUM C IMCTOM OHAA.

Onucn pen cygebHbix Koanerni, cyaebHbiXx COCTaBOB, MOCTOAHHbLIX CyAebHbIX MPUCYTCTBUA,
CTPYKTYPHbIX NOAPa3aeneHnN cyaa He NoAexKaT yYeTy B peecTpe onuce.

B peectpe onuceit GUKCMPYIOTCA OCHOBHbIE AaHHble MO COCTaBYy KakAoM Oonucu Aen, onucu
3NIEKTPOHHbIX aen: Homep GoHAA, HOMEP ONUCK, BUA AOKYMEHTOB, BKAOYEHHbIX B ONUCb, KOJNMYECTBO
eaMHUL, XPaHEeHWUA, KOJIMYECTBO JINCTOB B OMMCK U e 3K3eMMNIAPOB.

ExxerogHo Mo cocTosHMIO Ha 1 AHBaps B peecTpe Onucein COCTaBAAETCA MTOroBas 3anucb O
KO/IMYEeCTBE ONUCEN e, XPAHALLMXCA B apXMBe CyAa, a TaKXKe AaHHble O MOCTYNUBLUMX M BblObIBLUMX 33
rog onucsx aen.

9.4. YyeTHble 6a3bl AaHHbIX BeAYTCA NPU Ha/IMUUM B Cy[e TEXHUUYECKUX U NPOrpamMMHbIX CPeacTB
HapaBHe c 06A3aTe/IbHbIMU aPXUBHLIMW YYETHBIMW AOKYMEHTaMM.

9.5. ApXMBHble YyYeTHble JOKYMEHTbl, B TOM 4MUC/Ne MO OAHOMY 3K3eMNAapy Onucu Jaen,
pasmelLalnTcA B NOMELLEHUM ANSA XPAHEHUA YYETHbIX AOKYMEHTOB W/IM Ha OTAE/NIbHOM CTennake B
paboueit KomHaTe paboTHMKa, OTBETCTBEHHOrO 3a paboTy apxmBa cyaa.

BTopon ak3emnnsp onucu gen pasmellaeTca B apxmBoxpaHuauue obocobseHHO OT eguHuL,
XpaHeHus.

9.6. ApxuMBHble Yy4YeTHble [AOKYMEHTbl, KPOME Onuceir pAOen, ONUCEN 3INEKTPOHHbIX Aen
npegHasHayaloTca ANA CAYKeBHOro Mo/sib30BaHWS M M0JIb30BaTENAM apPXMBHbIMKU OOKYMEHTaMKU He
BblaroTCA.

9.7.YueT nocTynaeHua v BblbbITUA Aen, AOKYMEHTOB B apPXMBE CyAa OCYLLECTBAAETCA HA OCHOBAHUMU:

OonucKM AOen, OMUCU 3NIEKTPOHHbIX Aen cyaebHbIx Konneruin, cygebHbix COCTaBOB, MOCTOAHHbIX
cyAebHbIX NPUCYTCTBUN, CTPYKTYPHbIX NoApPasaeeHnin U rogoBoro pasaesia CBOLHON ONUCK Aen, Onucu
3/IEKTPOHHbIX LOKYMEHTOB;

HOMEHKNATYpPbl AeN Npu OTCYTCTBMU ONUCEN AEN, ONUCEN SNEeKTPOHHbIX AeN cyaebHbIX Konnerni,
cyAebHbIX COCTaBOB, MOCTOAHHbIX CyAeOHbIX MPUCYTCTBUI, CTPYKTYPHbIX NOAPa3AeNeHunN;

aKTa O TexHUYEeCKMX OLMBKax B Y4YeTHbIX AOKymeHTax (npunoskeHne N 19 K HacToAwei
NHCTpYKLMK);

akTa 06 OOHapyKeHUW [OKYMEHTOB, He OTHOCAWMXCA K AaHHOMY ¢OHAY, HeydTeHHbIX
(npunorkeHme N 20 K HacToALLel UHCTpYKUMN);

aKTa 0 HeobHapyKeHUM apXMBHbIX JOKYMEHTOB, MYTM PO3bICKa KOTOPbIX MCYepnaHbl (MpUaoxKeHue
N 21 K HacTosawen NHCTpyKuum);

aKTa npuvema-nepenayn apxmBHbIX AOKYMEHTOB Ha xpaHeHue (npunoxkeHue N 22 K HacTosLleMn



NHCTpYKUMN);

aKTa 0 HEUCNPaBMMbIX NMOBPENKAEHUAX aPXMBHbIX AOKYMEHTOB (NpunoxeHne N 23 K HacToswei
NHCTpYKUMN);

aKTa O BbIAENEHUM K YHUYTOXNKEHUIO APXMBHBLIX [AOKYMEHTOB, He MOA/MEXALMX XPaHEHWUHO
(npunoskeHune N 13 K HacToswel MHCTpyKLUMK).

9.8. Ha ocHOBaHMW AOKYMEHTOB, YyKa3aHHbIX B MyHKTe 9.7 HactosAwen WMHCTpyKUMKM, BHOCATCS
HeobxoaMMmble U3MEHEHUA B 0053aTe/IbHblE APXUBHbIE YYETHbIE AOKYMEHTbI:

B KHUTY y4eTa NOCTyNAeHUsA U BblObITUA AeN, LOKYMEHTOB U B ANCT GOHAA - NPU KaXKA0M U3MEHEHNN
B cOCTaBe M 06beMe apXMBHbIX JOKYMEHTOB;

B CNUCOK GOHAOB - MpPM NOCTYNJIEHUM HOBOTO apxMBHOro ¢GoHAa WMAW BbIObITUM BCex Aen,
OOKYMEHTOB HAxXOAMBLUErOCA Ha XpaHeHWW apxuBHoro ¢oHAa. B rpade "OTmeTKa o BblbbITUM PoOHAA"
cnucka ¢oHAO0B YyKasbiBaeTcA mMecTo (agpec) BbibbITUA apxvMBHOro GOHAA, a TaKXKe Jata M HoMep
OOKYMeHTa, Ha OCHOBAHWMW KOTOPOFO OH BblObLS;

B peecTp onucel Aen - Npu NOCTYNAEHNUN HOBOM ONWUCK AeN UAW BblBbITUM BCEX eAMHUL, XPaHEHMUSA
HaxoAMBLUEWCA Ha XpaHeHuW onucu. Homep BbIObIBLIEN ONUCK APYrUM OMUCAM Aef, ONUCAM
SNEKTPOHHbIX A&/ HE NPUCBAMBAETCA M OCTAeTCA CBOOOAHbIM;

B OMNWUCKU [eN, ONUCU SNEKTPOHHbIX AeN - NpU KaxkgoM NocTyniaeHuu u (unau) BblbbiTUKM aen,
OOKYMEHTOB, 3/IEKTPOHHbIX Ae/l, yYTEHHbIX B laHHOM ONUCHK.

CooTBeTCTBYIOLLME N3MEHEHMA BHOCATCA BO BCNOMOraTe/IbHble apXMBHbIE YHETHbIE AOKYMEHTbI.

10. NMpoBepKa HaNM4YUA U COCTOAHUA JOKYMEHTOB
(3N1eKTPOHHbIX Aen) B apxuse, NOPAAOK Nepeaaumn apxXmBHbIX
AOKYMEHTOB Npu CMeHe npeaceaarens cyaa

10.1. ApxmBHble JOKYMEHTbI NPOBEPAIOTCA HA NpeaMeT UX PaKTUYECKOro Haanuma u GMsmMyYeckoro
COCTOAHUA (fanee - NpoBepKa HaAn4MA) B N1aHOBOM NopsAaKe.

MpoBepKa HaANMUMA  APXMBHbIX  OOKYMEHTOB  MPOBOAUTCA  KOMWUCCUMEN, HasHayaemom
npeacenartesem cyaa, B COCTaB KOMUCCMM 06A3aTeNIbHO BKAOYaETCA pabOTHUK, OTBETCTBEHHbIN 3a paboTy
apxuBa cyfa.

MpoBepKa HaNAUuYMA aAPXMBHbIX [OKYMEHTOB pPaMOHHbIX, TFOPOACKUX, MEMKPANOHHbIX CyAO0B
NPoOBOAMTCA C y4acTMeM pPabOTHMKOB COOTBETCTBYOWEro ynpasneHua CyaebHoro penapTtameHTa B
cybbekTe Poccuiickon deaepauumn.

10.2. MpoBepKa HaANYMA NPOBOAMUTCA:

B CPOKM, YCTaHOB/IEHHbIE NpeaceaaTesieM cyAa, HO He peXe oAHOro pasa B 5 sieT (B Tom yncne ¢
nomeTkol "Ona cny:kebHoro nonb3osaHmAa");

npu CMeHe npeacepaTtensa cyna, pykosoautens apxuea (paboTHWKA, OTBETCTBEHHOrO 3a paboTy
apxuBa);

npu NOAroTOBKE apXMBHbIX AOKYMEHTOB K Mnepegaye B rocyfapCTBEHHbINM apxuB (ana cyaa,
BbICTYMNAIOLLErO MCTOYHNUKOM KOMMJIEKTOBAHMSA);

rnoc/sie MacCoBOro NepemeLLEHNA APXMBHbBIX OKYMEHTOB, YPE3BbIYANHON CUTYaUMM U (MAn) ApYrux
06CcTOATENBLCTB, B PE3Y/IbTATE KOTOPbIX OHWU MOTAU Obl BbITb YTPAYEHbI AN NOBPEXKAEHDI;

npu peopraHM3aumm cyaa.

10.3. MpoBepKa HaAN4YNA AOKYMEHTOB NPOBOAMTCA NOCPEACTBOM BM3YasbHOrO OCMOTPa eAnHUL,
XPaHEHUSA M CBEPKU OMMCATENbHOM CTaTbM ONKUCK e C 3aro/I0BKOM (onMcaHnem) Ha 0610KKe e ANHULbI
XpPaHeHus.

10.4. MNpoBepKa HaNNYMA 4OKYMEHTOB BKAKOYAET:

BbIBEPKY apPXMBHbIX YYETHbIX LLOKYMEHTOB W YCTPAHEHWE BbIABNEHHbIX B HUX HETOYHOCTEW;

ycTaHoBNEHNE GAKTUYECKOrO HAIMYMA eAMHUL, XPAaHEHWNA B COOTBETCTBMM C APXMBHBIMU YHETHBIMMU
OOKYMeHTamu;

BbIIB/IEHNE HEMPABUAbHO 0POPMIEHHbIX eAUHUL, XpPaHeHUA (gen);

BbIIB/IEHWE M MOCTAaHOBKY HAa Y4yeT AOKYMEHTOB W eAMHUL, XpaHeHus, Tpebylowmx o¢usmKo-
XMMUYECKON, NPOPUAaKTUUYECKOM /MK pecTaBpauMoHHO-NpodunaKkTMYeckoin o6paboTky;

OpPraHU3aLLMIo PO3bICKA OTCYTCTBYHOLMX LOKYMEHTOB.

10.5. Mpw npoBepKe HaAn4Ma AOKYMEHTOB HeobXoAMMO:



COXPAHATb MOPALOK PACMONOKEHNA €ANHUIL, XPAHEHMA COMTACHO ToNorpaduUeckum yKasaTenam;

NOMELLATb Ha MECcTa Hag/1IeXKalllero XxpaHeHUA obHapy»KeHHble BO BPEMS MPOBEPKM HEMPaBUIbHO
pasmeLleHHble eaNHULbI XPaHEeHUS;

M3bIMaTb C NOCNEAYIOWEN N30AALMEN LOKYMEHTbI, €ANHULBI XPAaHEHMWA, 3apParKEHHble NNEeCEHbHO U
(nnun) opyrumun 6ronormyeckumm BpeguTensimm (o8 4OKYMEHTOB Ha BymarKHOM HocuTesne);

npoctagnAtb otmeTky "MPOBEPEHO" c yKasaHMem HOmepa M AaTbl aKTa NPOBEPKM B KOHUE
npoBepeHHOM onucu aen.

10.6. Mo pe3ynbTaTam NPOBEPKU HAaNNUMUA AOKYMEHTOB AO/XKHbI OblTb COCTaBAEHbl M NOANMUCAHDI
KOMUCCUENR, a 3aTeM YTBEPXKAEHbI NpeacesaTenem cyaa:

aKT MPOBEPKN HANMUYMSA U COCTOAHMA apXUBHbIX AOKYMeHTOB (npuaoxeHune N 24 K HacToAwei
NHCTpYKLMN);

aKT O TEXHMYECKMX OLIMOKaX B y4ETHbIX AOKYyMeHTax (npunoxkeHune N 19 K HacToAwen MHCTpyKumm),
KOTOPbIA COCTABAAETCA B C/ly4ae BbIBAEHUA HECOOTBETCTBMA 3aMMCeN B apXMBHbIX YYETHbIX JOKYMEHTaX
dakTnyeckol MHGopmauymm;

aKT 06 OBHAPYKEHUN APXMBHbLIX AOKYMEHTOB, HE OTHOCALIMXCA K AaHHOMY GOHAY, HEYUYTEHHbIX
(npunoxkeHne N 20 K Hactoswel WMHCTPYKUMKM), KOTOPbIM COCTaBAAeTCA B C/y4ae OOHapyXKeHwuA
Hey4YTeHHbIX apPXMBHbIX JOKYMEHTOB, HE OTHOCALWMXCA K AaHHOMY GOoHAY.

MpoBepKa Ha/AMuMA OOKYMEHTOB CYMTAeTCA 3aBEpPLUEHHOW Moc/ie YyTBEPXKAEHUA aKTa NpPOBEpPKM
HaNYMA U COCTOAHUSA APXMBHbIX LOKYMEHTOB, NOC/AE BHECEHWUS MO pe3y/ibTaTaM NPOBEPKU HEOOXOAUMBbIX
U3MEHEHMW B apXUBHbIE y4eTHble AOKYMEHTbI.

10.7. Echv npoBepKoi Hannumnsa AOKYMEHTOB YCTAHOB/IEHO OTCYTCTBME AOKYMEHTOB, A0/IKEH ObITb
OpraHn3oBaH MX PO3bICK, MPOBOAUMBIA B TEYEHME OAHOMO rofa C AaTbl BbIABAEHWUA WX OTCYTCTBUS.
JonyckaeTtca npogneHne cpoka po3biCKa AOKYMEHTOB Ha 1 roa.

B cnyyae oTpuuaTenbHbIX pe3ynbTaToOB PO3biCKa COCTAaBAAETCA aKT O HEOOHAPYKEHUN APXMBHbIX
OOKYMEHTOB, MyTM pPO3biCKa KOTOPbIX McuyepnaHbl (npunoxeHne N 21 K HactosAwen WHCTpyKumu),
YyTBEPXKAAEMbIA NpeacesaTenem cyda MO COMNacoBaHMIO C 3KCNEpPTHOM Komuccuel cyaa. K akrty
npuiaraeTca cnpaBka O NpoBeAeHUU po3bicka. Cya - UCTOYHUK KOMMJIEKTOBAHUA rOCYyOapCTBEHHOIO
apxMBa B C/ly4ae HEOOHAPYKEeHUA LOKYMEHTOB, OTHECEHHbIX K cocTaBy ApxmBHoro ¢oHaa Poccmitckoli
dPepepaunn, oMKEH NpPeacTaBUTb aKT O HeOOHapYy*KEHMM APXMBHBLIX LOKYMEHTOB, MyTM PO3bICKa
KOTOPbIX MCYEepnaHbl, B COOTBETCTBYIOWMIA FOCYAAPCTBEHHbIN apXMB WAW YNOJHOMOYEHHbIN OpraH
WCNONIHUTENbHON BnacT cybbekTa Poccuitickolt depepaumm B chepe apxMBHOrO Jena W
[enonponsBoaCcTBa ANA NPUHATUA peLlleHna O CHATUM yTPaYeHHbIX eMHUL, XpaHeHUA C yyeTa.

10.8. ApxuBHbIA OOKYMEHT, COCTOAHME KOTOPOro MCK/AOYaeT BO3MOXKHOCTb BOCCTAHOB/AEHMA €ro
MaTepUanbHOro HOCUTENA U UCNOIb30BaHUA (BOCMPOM3BEAEHNA) coaeprKalenca B Hem MHGopmaLmy,
NpU3HaeTcA HEMCNPaBUMO MOBPEKAEHHbIM.

10.9. Mpwn BbIABNEHUN HEUCNPABMMO MOBPEXAEHHOIO apXUBHOrO AOKYMEHTA COCTaBAAETCA aKT O
HEMCNPAaBUMbIX NOBPEKAEHUAX aPXMBHbIX AOKYMEHTOB (npunoxeHue N 23 K HacToAwen UHCTpyKuunm),
KOTOpPbIM yTBEPXKAAETCA NpeaceaaTeieM Cya No COrnacoBaHMIO C SKCNEPTHOW KOMUCCHEN cyaa.

B cny4yae BbIABNEHMA HEMCNPABUMO MOBPEXAEHHOrO AOKYyMeHTa ApxmBHoro ¢doHaa Poccuiickon
dPepepaunmn akKT O HEUCNPABMMOM MOBPEXAEHUM APXMBHBIX [OOKYMEHTOB HaMpasnAeTcA Ha
paccmoTpeHue MK apxMBHOro y4ypexaeHuAa Nocae COrfnacoBaHUA C 3KCNepTHOM Komuccueil. Mocne
BbIHECEHUA peWeHnA O MNPU3HAHUU APXMBHOIO [AOKYMEHTA HEUCNPaBUMMO MOBPEKAEHHbIM aKT
yTBepXxAaeTca npeacenaresiem cyaa U COOTBETCTBYIOLWME U3IMEHEHUA BHOCATCA B apXMBHble YYETHble
LOKYMEHTBI.

10.10. Mpu cmeHe npepcepatend cyga npuem-nepenaya apXMBHbLIX AOKYMEHTOB, apXMBHbIX
YYETHbIX [AOKYMEHTOB WM CMpPaBOYHO-MOMCKOBLIX CPeACcTB K HUMM (Zanee - npuem-nepegaya gen)
OCYLLECTBNAETCA KOMUCCMEN, HA3HAYaeMOoW NpeaceaaTenem cyaa.

Mpyn npueme-nepefave Aen MNPoBOAMTCA CMJOWHAA WMAM BbIODOPOYHAsA MpPOBEpPKA HanMuma u
COCTOAHUA AOKYMEHTOB, apXMBHbIX YYETHbIX JOKYMEHTOB U CNPaBOYHO-MOUCKOBBIX CPeACTB.

Mpuem-nepegaya aen opopmnserca aktom (npunoxkeHme N 38 K HacToAwen UHCTpyKuun).

11. Opl'aHM3aLl,VIﬂ MUCNnos1b3oBaHNA OOKYMEHTOB apXuBa

11.1. Ucnonb3oBaHMe AOKYMEHTOB apXmBa CyAa NPOBOAMUTCA TOJIbKO C paspelleHna npeacenartens



cyaa (YnonHOMOYEHHOTO MM 3aMecTUTeNn npeaceaaTens cyaa).

PaboTHWK, OTBETCTBEHHbIN 3a paboTy apxunBa cyaa:

BblAAeT AOKYMEHTaIbHble MaTepMabl B CTPYKTYPHbIE NoApa3aeneHus;

HanpasnAeT Ha OCHOBAaHUM MUCbMEHHOrO 3anpoca maTtepuanbl B Apyrne opraHbl, OpraHM3aunm m
yypexaeHua no yKkasaHuo npeaceaatens cyaa;

nHbopmMUMpyeT NpeacesaTens cyaa 0 COCTABE U COAEPHKAHUM AOKYMEHTA/IbHbIX MaTepmanos;

BblAAET CMPaBKM U BbINMUCKU N3 aPXMBHbIX JLOKYMEHTOB.

11.2. Bblgaya eaAMHUL XPaHEHWUA M3 aPXMBOXPAHUAMLLA NOANEKNT 0653aTe/IbHOM PUKCALMM B KHUTE
Bbl4aun egMHUL, XPaHEHNA BO BpeMEHHOE Noab3oBaHMe (npunoxkeHue N 27 K HacTosawen MHCTpyKumm).

11.3. Bblgauy aen Ha bymarKHOM HocUTesle N3 apXMBOXPaHMANLLA U NPUEM UX 06PaTHO, B TOM Ymcne
MOJIUCTHYO NPOBEPKY HA/IMUMA U COCTOAHUA AOKYMEHTOB MNepes, BblAaven U3 apXMBOXPAHUAULLA U NpU
BO3BpaTe, MPOU3BOAMUT PabOTHWMK, OTBETCTBEHHbLIA 3a pPaboTy apxmBa cyha, B MPUCYTCTBMM ANLQ,
noJsiyyatoLlero (Bo3spalatoLLero) aena.

B cnyyae ecnm nocne BosBpalleHMa Aena paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxmBa cyaa,
BbIAB/IEHO U3bATUE, NOBPEXKAEHME MATEPMANOB A3, A TAKKE BHECEHUE B HUX UCMIPABAEHUI U AOMMUCOK,
06 3TOM He3amegnTeNbHO coobLaeTCA NpeaceaaTeNto cyAa UAN ero 3amecTUTento.

11.3.1. EAMHMLbI XpaHEeHUs, BblAaBaeMble BO BPEMEHHOE M0/Ib30BaHUE, JOKHbI UMETb aPXUBHbIV
wudp, NPOHYMEpPOBaHHble JIUCTbl, JINCT-3aBepUTENb fAefla WU JICT MCNOAb30BaHMA [OKYMEHTOB
(npunorkeHme N 28 K HacToAweN UHCTpyKLUMN).

Bblgaya egMHUL XpaHEHUA, HAXOALWMXCA B HEYA0BAETBOPUTENBbHOM PU3NYECKOM COCTOAHUN U He
npoLweaLwnx TEXHNYECKOro opopmaeHNA U ONUCAHUA, MOXKET ObITb OrpaHMYEHa.

11.3.2. MNoaroToBKa apXMBHbIX OOKYMEHTOB K BblAave M3 apXMBOXPaHUAMULLA BKAKOYAET BblEMKY
aPXMBHbIX LLOKYMEHTOB, CBEPKY apXMBHOTO WKdpa M 3aro/I0BKOB C ONUCLIO AeA, NPOBEPKY PpUsnyeckoro
COCTOAHMA aena.

11.3.3. DNeKTPOHHbIE AOKYMEHTbI BblAAIOTCA U3 aPXMBOXPAHUANLLA B BUAE /IEKTPOHHbIX KOMUI
WKW KOMUI Ha BymMarKHOM HOCUTeNe, KOTopble CO34at0TCA HA OCHOBE paboyero aKk3emnaApa KOHTENHepPa
3/IEKTPOHHOIO AOKYMeHTA. Ha apXMBHbIX KOMWUAX, BKAOYAA apXMBHble KONMUKM Ha BymaKHOM Hocutene
3/IEKTPOHHbIX AOKYMEHTOB, apXuMBHble WNGPblI NPOCTAaBAAIOTCA Ha 060POTE KarKAOoro JIMCTa apXUBHOM
KOMMWW, 3 3aBepUTE/IbHAA HAAMUCb U OTTUCK NeYaTh - Ha obopoTe NocaeLHEro NCTa Konuu.

Mo 3anpocy AnL, MMeoLWMX NPaBO HA NOJyYEHME KOMUIN OKYMEHTOB, U MPU HaZIMYMM TEXHUYECKON
BO3MOHOCTM apXMBHble CNPABKM (BbINWUCKM) MOTYT BblAaBaTbCA B 31EKTPOHHON GOpPME Ha 3/1EKTPOHHOM
HocuTene NMbo nepecblNaTbca N0 MHGOPMALLMOHHO-TETIEKOMMYHMUKALMOHHbIM CETAM.

INEeKTPOHHbIE APXMBHbIE CNPaBKYM (BbINMUCKK) 3aBEPAIOTCS 3NEKTPOHHOM NOANUCHIO NpeacesaTens
cyda Unu ero samectutens.

PaKT BblAAYM KOMUIA 3NEKTPOHHbIX AOKYMEHTOB QUKCUPYETCA B }KypHane BblAauM 3/EKTPOHHbIX
OOKYMEHTOB.

Joctyn cyneit n paboOTHUKOB CyAa K 3NEKTPOHHbIM AOKYMEHTaM apxvBa Mpu  HaAU4mu
MHPOPMALNOHHOMN CUCTEMbBI MOMKET OCYLLLECTBATLCA HEMOCPEACTBEHHO C Paboynx MecT B COOTBETCTBUM
C YCTaHOBNEHHbIMM NPUKA30M NpeaceaaTens cyaa npaBamm AOCTyNa K AOKYMEHTaM.

Mo pelweHUto NpeacesaTens cyaa apxme Cyaa MOXKET NPeaocTaBaaTb cyabam U paboTHMKam cyaa
3/IEKTPOHHbIE LOKYMEHTbI NO SIOKA/IbHOM CeTU cyaa. B aTom cnyyae BefeTcs SNEKTPOHHBIV XKypHaa yyeTta
Bbl4auYM 3/IEKTPOHHbIX AOKYMEHTOB M3 apxvMBa, B KOTOPOM OUKCUpYLOTCA: AaTa Bblgauu, damuaus,
WMHULMANbl 3aNPOCKBLLErO AOKYMEHT, Ha3BaHME CTPYKTYPHOro NoapasaesneHus, 3arosloBOK U YYeTHbIN
HOMep BblJAHHOMO AOKYMEHTa.

11.3.4. lOKyMeHTbI BblAAIOTCA U3 apXMBOXPAHWUINLLA Ha CPOK, HE NPEBbILWAOWMNA:

OZLHOT0 MecAua - A1 UCMONb30BaAHNA CyAbAMM, PabOTHUKAMU cyaa;

LeCcTU mecALeB - CyaebHbIM, NPAaBOOXPAHUTENbHBIM U UHBbIM YNOJIHOMOYEHHbBIM OpraHam.

lMpoaneHne yCTaHOBNEHHbIX CPOKOB BblAauyn [AOKYMEHTOB [JOMNyCKaeTcA C paspelleHus
npegcepatens cyfa Ha OCHOBAaHMM JAOKYMeHTa (MvcbMa, CAyXKebHOM 3anmMcku) nosib3oBaTens o
noATBEPKAEHUN 0becrneyeHns COXPAaHHOCTU AOKYMEHTOB.

11.3.5. Bblgaya apxuBHbIX [OKYMEHTOB BO BPEMEHHOe NoJib30BaHWe  cynebHbIm,
NpPaBOOXPaHUTEIbHbIM U UHbIM YNONHOMOYEHHbIM OpraHam NPon3BOANTCA HAa OCHOBAHMK aKTa O Bblaaye
apPXMBHbIX LOKYMEHTOB BO BPpeMEHHOE Mo/ib30BaHue (npunoxkeHune N 25 K HacToawen UHCTpyKummn). Mpu
HanNpaB/ieHMM 3aMpPaLLIMBAEMbIX APXMBHBIX OOKYMEHTOB MOYTOM MAM APYTMMKU BUOAMW CBA3KU B rpade



"MpumedaHma" aKTa yKa3blBalOTCA PEKBU3UTLI AOKYMEHTA-3anpoca U CONPOBOAMTENbHOIO NMUCbMA CYAa,
a TaKXe PEeKBM3UTbl BXOAALLEFO AOKYMEHTa, KOTOPbIM OHM OblnM BO3BpalleHbl. B atom cnyyae
npocTasaeHne noanncyn paboTHMKA OpraHn3aLMn-NoayyYaTensa B aKkTe He TpebyeTca.

Bblgaya apXmMBHbIX AOKYMEHTOB CyAbAM, PYKOBOAWUTENAM CTPYKTYPHbIX MOApasaeneHuin cyaa B
Lensx peanusaumm Ux CyxebHbix o0bA3aHHOCTEN MPOM3BOAMTCA NMPU COrlacuMM npeacepatensa cyna
(3amecTuTensa npeacenatens cyna) Ha OCHOBaHUM CNYKeOHOM 3aMUCKM Ha BblAadvy eANHUL, XPaHEHMA.

Jlvuo, nonyymeLlee aeno 13 apxmBea Cyaa, OTBEYAET 32 ero COXPaHHOCTb.

11.4. Ha mecTo BblgaBaemMblX eAWMHUL, XPaHeHMA W onucer aen A[OAXKHA nomewaTbea
(nopknapgpiBaTbCA) KapTa-3amecTUTeNb eauHULbl  XpaHeHua (npunoxeHne N 29 K HacTosLel
MHCTpyKumun). Mpy BO3BpaALLEHUN €OUHULbI XPAaHEHUS KapTa-3amMecTUTe/lb U3bIMAEeTCA M XPaHUTCA Ao
MWHOBAHMA HagobHOCTU.

11.5. Bblgaya Haxoasawmxca B apxuBe cyAebHbIXx aen (MHbIX MaTepuanos) A1A O3HAKOMAEHMUSA
AMLaMK, yyacTBYIOWMMU B Aene, UX NpeacTaBUTenamMu, a TakXe MHbIMU NLaMKU OCYLLEeCTBAAEeTCA B
nopagke, yCTaHOBNEHHOM npeacegatenem CyAa, Ha OCHOBAaHUWU UX NMUCbMEHHOrO 3asABAEHUA U Npu
npeabABNEHUN LOKYMEHTOB COFNAcHO npuaoxeHuto N 39 K HacToAwen MHCTpyKLUmu.

11.6. O3HaKomneHue ¢ cyaebHbIM Ae10M AOMKHO NPOU3BOAUTLCA B CNeLMaNbHO 060pyA0BaHHOM
ONA 3TON Lenn NOMeLLEeHUM cyha B NMPUCYTCTBMM PabOTHWMKA apxuBa cyda (MHOrO YNOJHOMOYEHHOrO
paboTHMKa annapaTa cyfa) B YC/IOBUAX, KOTOPbIE MCKAKOYAIOT U3bATUE, NOBPEKAEHME, YHUUTOXKEHME
MaTepmanoB [ef, a TaKKe BHeCeHME B HUX UCMPAB/IEHUM U AOMUCOK, Nepesady ux apyromy auuy.

06 03HaKOM/IEHMM C AEIOM AENAETCA OTMETKA B JINCTE UCMNOJIb30BaHWUS AOKYMEHTOB (NpuaoxeHne
N 28 K HacToAwel NHCTpyKumu). Mpu o0TKase iMua, 03HaKOMMBLUEroCs C 4e/IOM, OT MOANMCH, 3anuck 06
03HAKOMJIEHWUM C Ae/I0OM NPOM3BOAMTCA PabOTHMKOM apXxmBa cyaa.

11.7. O3HakomneHne nMuamMu, y4acTBYOWNUMKN B Aesie, UX NpeacTaBUTEeNaAMN, a TaKXKe UHbIMU
JuamMmu ¢ ayamosanucbto cyaebHoro sacesaHuns, NprMobLLLEHHOM K cyaebHoMy Aeny, Npon3BoaMTCA No nx
NMUCbMEHHOMY 3aABNIEHUIO B NOPAAKE, NPeayCMOTPeHHOM NyHKTamm 11.5 n 11.6 HacToAwel MHCTpyKumu.

O3HaKomneHMe ¢ ayaumosanucbto cyaebHOro 3acegaHWa NPOUM3BOAUTCA B CreuMasbHO
obopyaoBaHHOM g 3TOW LEAW MOMELLEHMM CyAa B MPUCYTCTBUMM PaboTHMKa apxmBa cyga nytem
NnpeaocTaBNeHNA BO3SMOMKHOCTU MPOC/AYLWIMBAHUA COOTBETCTBYHOLLEN ayAMO3anNMCK C UCNO/Ib30BaHMEM
HEeOHXOAMMbIX TEXHUYECKMX CPeACTB.

11.8. MpaBo Ha CHATUE KOMWUN JOKYMEHTOB C MaTepuasioB Aesia 3a CBOW CYET, B TOM 4YuUcie C
NCNO/Ib30BaHNEM TEXHUYECKUX CPeaCcTB, NpefoCTaBAAeTCA CeayoWwmMm AnLam:

06BUHAEMbIM, OCYXKAEHHLIM, ONPABAAHHbBIM, UX 3aLUMTHUKAM U NpeacTaBUTENAM;

noTepnesLInm;

rpa*kAaHCKOMY WCTLY, €ro npeacTtaBuTeNlo B 4AacTM  KOMWIM  MpOLEecCyanbHbIX pPeLleHuH,
OTHOCALLMXCA K NpeaAbABNEHHOMY UM FPa*KAaHCKOMY UCKY;

rpa}4aHCKoOMy OTBETUMKY U ero NpeacTaBUTeNtO B YacTM MaTepuanos YroN0BHOIO Aena, KoTopble
KacatoTcA rpa*KAaHCKOro UCKa;

CTOPOHAM M UHbIM INLAM, YHACTBYIOLWMM B FPaXKAaHCKOM Aene, a TaKXKe Ux npeacTaBuTenam;

MUAM, YYacTBYIOWMM B aAMUHUCTPATUBHOM AefNE;

JIMLLAM, YHaCTBYHOLWLMM B Aene 06 aAMUHUCTPATUBHOM NPABOHAPYLLUEHUM;

peabuanTMpoBaHHbIM AML@AM, @ C MX COrNacMa WAM B C/y4ae WX CMEPTU - POACTBEHHWMKAM
(MxKaMBeEHLaM) B 4aCTW 0O3HAKOMJIEHUSA C MaTepUanamm NPeKpaLLeHHbIX yroJ0BHbIX U aAMUHUCTPATUBHbIX
OeN Y NoNyYeHnn ¢ HUX Konuii (ctatbsa 11 3akoHa Poccuiickont depepaumm ot 18 oktabps 1991 r. N 1761-
| "O peabunuTaumm }KepTB NOANTUYECKUX penpeccuin”).

YKasaHHble /IMUA CHUMAKOT KOMWU MO MUCbMEHHOMY 3afBJIEHUIO B MOpPALKe, YCTAHOBJIEHHOM
npeacenatenem cyaa uav cyabei, npeacefatensCcTayownm no geny. [laHHoe nMcbMeHHoe 3asB/eHue ¢
paspellalolLeit pesontoumeit npeacepatena cyga WAM CyAbM, NpeacenaTenbCTBYHOWLEro Mo geny,
noALwmBaeTca B cyaebHoe Aeno, HaxoAAWeecs Ha XPaHEHUN B apXMBe CyAa, U BHOCUTCA BO BHYTPEHHIOH
onuck aena. B cnyyae npeabABaeHUA AOBEPEHHOCTU K Aely NpMOobLLLaeTca TaKxKe ee Konus.

CHsATble 33 CBOM CYET KOMUM C MaTepuranos cyaebHoro gena, B TOM YMC/IE C MOMOLLbIO TEXHUYECKMX
CpPeAcTB, CYyA0M He 3aBepAtoTCA.

11.9. Bblgaya Konuii OOKYMEHTOB M3 cyAebHOro gena, HaxogsaLLeroca B apxmBe cyda, Auuam,
yyacTeyloWMM B Aene, NPOM3BOAUTCA NO MUX MUCbMEHHOMY 3afAB/IEHUID C paspelleHua cyapu, B
Npou3BOACTBE KOTOPOro HAaxoAuAOCb A€o, UAW npeacepatens cyga (YNnoNHOMOYEHHOro MM svua).
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Bblgaua TakMx Konuit n3 cypebHoro gena MHbIM AMLAM M OpPraHU3aLMAM Npou3BOAMTCA PaboTHUKOM
apxmBa cyga no NMcbMeHHOMY 3anpocCy MM 3aABIEHUIO HA OCHOBAHWKM pe3o/loumMK npeacesaTens cyaa
AN YNONHOMOYEHHOTO MM INLA, O YEM AeNaeTcA COOTBETCTBYHOLLAA OTMETKA B XKypHasae perncrpauuu
BblAAHHbIX KOMWI, BbIMUCOK, AOKYMeHTOB (npuioxeHne N 35 K HacToawen MHCTpyKuum).

11.10. BblgaBaemble cyaom Konuu cyaebHbiXx aKkToB (Npurosop, pelleHue, onpeaeneHue,
NOCTAHOBJ/IEHMUE, cynebHbIn npuKas) OOJIKHbI OblTb  3aBepeHbl noanucamm cyabMu,
npeacenaTenbCTBYIOLWEro No Aeny, a B C/lydae ero OTCyTCTBUA - npeacedatens cyga (3amectutens
npeacegatens cyga) WAM MHOTO YNOJHOMOYEHHOIO MM /MuUa, CeKpeTaps cyda /Ambo MHoro
yNno/HOMOYeHHOro paboTHMKA annapata cyda, a TakKe repboBoi nevatbto cypa. Mpu 3aBepeHumn
COOTBETCTBUA KOMUK CyaebHOro akTa NOAJAMHHUKY Ha NLEBOM CTOPOHE NOCAeAHEro ANCTA N0 TEKCTOM
Konun cyaebHoro aKkta (Huke peksusuta "Moanuck") npoctaBnsawTca wramn "Konua BepHa"
(npunorkeHume N 30 K HacToAwel UHCTpyKLMK) U repboBan neyaTb cyaa.

MN3rotoBneHne 3aBepPeHHbIX KONUI cyAebHbIX aKTOB U MHbIX AOKYMEHTOB CyAa OCYLLECTBASAETCS
YNO/JIHOMOYEHHbIM PAabOTHMKOM apxvBa cypa. B mpaBom BepxHem yray MepBOro /AMcTa AOKYMeHTa
npocrasasetca wramn "Konusa".

11.11. Ecnm KonuAa OOKYMEHTA COCTOWUT M3 HECKONIbKUX JINCTOB, TO BCE JIUCTbl AOJIKHbI ObITb
NPOHYMEPOBaHbI, MPOLWMWUTbI MPOYHON HUTbIO, KOHLbl KOTOPOM BbIBOAATCA Ha OOOPOTHYIO CTOPOHY
nocnegHero NMCTa KOMWW AOKYMEHTa MW CKPenastoTcAa CKoboW € MCnosb3oBaHMEM CTenepa; Ha
060OPOTHOIM CTOPOHE NOCNeAHEro AUCTa B MeCTax CKpenieHUs HaK/aeuBaeTca bBymaykHas Haknelka c
3aBepuUTEeNbHOM HAANWUCHIO "NPOHYMEPOBAHO M CKPENNEHO MeYaTbto JIMcTOoB, NOoANUCh "
(npunoskeHune N 31 K HacToAwen MHCTPYKUMK) C yKasaHMEM CyAa, KOTOPbIM BblAAEeTCA KOMUA AOKYMEHTa.
Moanuch cKkpennsetca repboBoi nedyatbio cyaa. FepboBas nedyatb CTaBUTCA TakMM 0Opasom, 4ToObI
YaCTUYHO 3aXBaTUTb OTPE3OK Bymaru, 3aKNenBaOLLMA KOHLbl HUTM NGO MECTO CKpenieHus.

11.12. B cnyyae ecnu BbIWECTOAWMIA Cya M3MEHUN pelleHue cyaa, Ha Konuu cyaebHoro akTa
(npurosopa, peweHus, onpeaeneHns, NocTaHoBAeHUs, cyaebHoro npukasa) 06 aTom Aenaetcs oTMeTKa.
Ha BblgaBaemol Konun cygebHoro akta paboTHMKOM apxvBa cy[a TaKKe AenaeTca OTMEeTKa O gaTte
BCTYMN/JIEHNA €ro B 3aKOHHYIO CWAY M YKa3blBAETCA, B KAKOM Aene NOAWWUT NOSJAUHHbBIA LOKYMEHT U B
NpPon3BOACTBE KAaKOro cyAa Haxoamiochb Aeno.

11.13. Konuun 3anpalwmBaemblx cyaebHbIX akToB, KOMWUM ayamo3anucu cyaebHbix 3acedaHui, a
TaK)Ke apxMBHble cnpaBku (npunoskeHune N 34 K HacToswwel MHCTPYKLMM) U3roTaBIMBatoTCA PabOTHUKOM,
OTBETCTBEHHbIM 33 paboTy apxMBa cyAa, B CPOK, HE NPEBbILWAIOWMIA NATHAALATM KaNeH4apHbIX gHeR, co
OHA NOCTYN/IEHMA COOTBETCTBYIOLLLErO 3aAB/EHNA

11.14. U3roToBNEHHbIE, HO HE MOJNYYEHHbIe 3asBUTENIEM KOMUU CyAebHbIX aKTOB, MUCbMEHHbIX
CNPaBOK NepeaatoTca oA OTNPaBKKU MO noyTe.

JNnuo, nonyumsliee Konuio cynebHOro akTa, LOKHO HanMcaTb COOTBETCTBYHOLLYIO PachMCKy. B
C/lydyae HanpasieHUA KOMWUW AOKYMeHTa MO MoYTe B AEe/I0 MOAWMBAETCA KOMMA COMPOBOAUTENLHOMO
NMUCbMa C UCXOZAWMM HOMEPOM WM AaTol. TakkKe AenatoTcA COOTBETCTBYHOLIME OTMETKM B JINCTE
NCNo/Ib30BaHUA AOKYMEHTOB.

11.15. Konuu cypebHbix akToB MOryT 6bITb BblAaHbl (HanpaB/ieHbl) UHbIM AKLLAM, YbW UHTEPECHI
HenocpeaCcTBEHHO 3aTParnBaoTca CyaebHbIM aKTOM, C paspelleHns npeaceaaTesbCTBYOWENO CyAbM UK
npeacegatens cyga (B cnyyae OTCYTCTBMA - 3amecTuTena npegcefatens cyfa) no MUCbMEHHOMY
3anBneHuo (npunoxkeHne N 32 K HacToAwwen MHCTPYKUMK), B KOTOPOM ZONKHO 6biTb YKa3aHO, KaKkue
npaBa WM 3aKOHHbIE MHTEPECHI 3TOFO LA HapyLLEeHbl 3TUMM CyAeOHbIMMN aKTaMM.

11.16. MoBTopHas Bblgaya KOMUIM cyaebHbIX aKTOB (pelleHwni, onpeaeneHuii, NpPUroBOpOB,
NOCTaHOBNEHWUN, cyaebHbIX NPWKA30B) NLAM, YY4acTBYIOLMM B Aefle, UX NPeAcTaBUTENAM, a TaKkKe
APYTMM N1LAM, YbM MHTEPECHl HENOCPeACTBEHHO 3aTparneaoTca cyaebHbIM akTOM, OCyLLecTBAAETCA NO
X MMCbMEHHOMY MOTUBMPOBAHHOMY 3aABJ/IEHMIO B YCTAaHOBJIEHHOM Npeacenartesiem cyga nopsagxe.

11.17. U3roTtoBNeHWe M Bblgaya KONMK ayamosanuckn cynebHoro 3acesaHma ocyLecTBAAETCA Mo
NMMCbMEHHOMY 3aAB/IEHMIO /1L, YYaCTBYIOLWMX B Aene, UX npeactaButeneit (CTOPOH, UHbIX Y4aCTHUKOB
cynebHoro pa3bupaTtennbCTBa) M 3a UX CHET B NOPSAKE, YCTAHOBNEHHOM NpeaceaaTenem cyaa.

11.17.1. Ha nucbmeHHOM 3aaBsieHMun (NpunoxkeHue N 33 K HacTosawen MHCTpyKunKn) npeacenatens
cypa (ero 3amectutenb) genaeT COOTBETCTBYHOLLYIO OTMETKY O MOPYyYeHUM PabOTHUKY apxuBa cyaa
M3roTOoBMTb M BblgaTb KOMWUIO ayamo3anucu cyaebHoro 3acefgaHus. [laHHoe 3asBaeHMe NoAlwunBaeTcs B
OenNo, a B c/lyvae nNpeabaBAeHUA 40BEPEHHOCTU K Aely NpMobLLaeTca TaKkKe ee Konwus.



11.17.2. 1na M3roToBAEHMA KONUKN ayan0o3anmcu AMuo, nogasLuee 3asaB/eHNe, NPeacTaBAAeT B Cya
mMmaTepuanbHblii Hocutenb MHpopmaumn (pnew-kapta, auck CD-R, DVD u apyrue Hocutenn nHpopmaumu,
TEXHMYECKAn BO3SMOXKHOCTb 3aMM1CK HA KOTOPblE UMEETCA B COOTBETCTBYIOLEM CYAE).

11.17.3. MNpeacTasnieHHble B Cyd, MaTepuasibHble HOCUTENN MHPOPMaALUM He AO0JKHbI coaepKaTb
KaKkyto-nmbo uHpopmaumio. B uensax 6e3onacHocTM nepen  3anucbio NpeacTaB/eHHbId B cya
MaTepuanbHbIN HOCUTENb MOXKET ObITb 0TGOPMaTUPOBAH YNOJIHOMOYEHHbIM PAabOTHMKOM annapaTa cyaa,
OTBETCTBEHHbIM 33 W3roTOB/JEHWE W BblAAYy KOMWUW ayAuo3anucu, nocne npeaBapuTesbHOro
yBeAOMNEHUA NLA, NOAABLUErO COOTBETCTBYIOLLEE 3aAB/IEHME.

11.17.4. 3anucb ayamodaiina Ha MaTepuanbHbli HOCUTENb AuMUa, MNoJaBLIEero 3asABJfieHue,
Npou3BOAMTCA YNOAHOMOYEHHbIM PabOTHWMKOM annapata cyAda Ha JIOKabHOM KOMMbIOTEPE, He
npucoegMHEHHOM K IOKa/IbHOM CETU CyAa U He MMetoLeM 0CTyNa B ceTb MHTepHeT.

11.17.5. Konua ayamnosanucu cyaebHoro sacegaHuns cyaom He 3aBepaeTcs.

Mocne Bblg4auM KOMMM ayauvosanucu cynebHoro 3acefaHua Ha MUCbMEHHOM 3asaBAEHUU 06
M3roToBAEHUW W Bblgadye PabOTHUMKOM apxMBa cyfa Aenaetca OTMEeTKA 06 M3roToBAeHUM M Bblgave, a
NNLOM, NONYUYMBLUMM KONUIO ayamMOo3anucu, AenaeTca COOTBETCTBYIOWAA 3anNncb 0 nonyyeHun. laHHoe
3aABneHne npuobuiaeTca K cygebHomy aeny, Npy 3TOM AEeNaeTcA COOTBETCTBYHOLWLAA OTMETKa B IUCTE
MCNo/Ib30BaHWNA AOKYMEHTOB.

HenonyyeHHas 3aaBUTENEM KOMUA ayAMO3aNncK CyAebHOro 3aceaHns No noyTe He HanpaeaAeTcA.

INEKTPOHHbIN HOCUTENb MHOPMALUK, C KOTOPOTFO U3roTaBAMBANACH KONWA, A0KEH ObiTb BLUMT B
aeno (npuoblieH K npoTokony cyaebHoro sacegaHuns) B ynakoBaHHOM Buae (KOHBEPT) C yKasaHMEM Ha
ynaKoBKe HOMepa Aena, AaTbl, a TaKKe NoAnuMcaH paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa.
YnaKoBKa f0/1’KHa obecrneuynBaTb COXPAHHOCTb S1EKTPOHHOTO HOCUTENA OT NOBPEKAEHUI U NOPUM.

11.18. MoaNnHHbIE 4OKYMEHTbI U3 cyAebHbIX Aen (MHbIX MaTepManoB) N UX Hagexalmm obpasom
3aBepeHHble Konuu, NpeacTaBfieHHble YYaCTHMKaMKU CyaonpousBoAcTBa (AMUamMu, yyacTByOWMMU B
OeNe), a TakKe CMnpaBKM MO AeflamM BblAAlTCd MM PaboTHMKaMM apxmMBa CyAa Ha OCHOBAHMM WX
NMUCbMEHHOTO 3aABJIEHMA; APYTMM  CyAaM, OpraHam f[O03HaHMA W CNeacTBUA - HA OCHOBAHWUM
MOTUBMPOBAHHOTO 3anpoca W (MIM) MHbIX HeobXoAUMbIX [AOKYMEHTOB, MNpeayCMOTPEHHbIX
3aKoHoAaTenbcTBOM Poccuiickon Pepepaumun. Ha 3asBiAeHMM mMAM 3anpoce O Bblgave MOAJMHHbIX
OOKYMeHTOB M3 cyaebHOro pena npocTaBAsfeTcA paspellalowan pesoniouma npeacegatens cyga
(3amectuTena npeacenatens cyaa).

11.18.1. B3ameH Bbl4aHHOrO NOAJMHHMKA K AeNy NpMobLLaeTca ero Konusa, 3aBepeHHan cyabei u
repboBoli nevyaTbto cyaa.

11.18.2. Mpu BblAaYe NOAJINHHUKOB AOKYMEHTOB M3 CyAebHOro Aena Ha MX 3aBEPEHHbIX KOMUAX
OO/MKHbI YKasblBaTbCcA Gamuana, MMA, OTYECTBO AL, NOAYYMBLUErO AOKYMEHT, ero npoleccyanbHoe
NnonoXkeHwe No aeny, AaHHble AOKYMEHTA, yAOCTOBEPAOLWero AMYHOCTb. B nonyyeHnn aoKymeHTa 3To
N0 AOMKHO pacnmcaTbCa U NPOCTaBUTL AaTy NoayyYeHua. Jinuo, Bblaasliee AOKYMEHT, AO/IKHO YKa3aTb
cBOO pammanio, JOMKHOCTb M MOCTaBUTb NOoANMUCb. Mpy NpeabaABAEHUUN AOBEPEHHOCTU HeobxoaAnMo
CHATb C Hee KOMuio U NoALWUTbL B AeNo.

11.18.3. [JoKymeHTbl, Ha OCHOBAHWW KOTOPbIX U3 cyaebHOro Aena BblaaHbl NOAJMHHUKM, a TaKke
NX 3aBepeHHble KONUKU NOALIMBAIOTCA B AeNno. B cnyyae HanpasaeHUA NOAJIMHHOIO AOKYMEHTA 3aKa3HoM
MOYTOM B 4,€/10 TaK¥Ke NOoALIMBAETCA KONMUA CONPOBOAUTENBHOMO MUCbMA C UCXOAALLMM HOMEPOM U AATOMN.

11.18.4. TMMopsgoK M CPOKM BblAaYN MNOAJMHHLIX LOKYMEHTOB, WX 3aBEPEHHbIX KOMWuit
YCTaHaB/AMBALOTCA NpeaceaaTenem cyaa.

Bblgaya NMCbMEHHbIX 00KA3aTeNbCTB, HE BO3BPALLEHHbIX MPeACTaBUBLUMM MX IMLLAM A0 nepesaym
Aena B apxuB cyAa, No npocbbe 3TUX /ML, OCYLLECTB/IAETCA B TAKOM *Ke NopALKe.

11.19. Mo nucbMeHHbIM TpeboBaHWSAM OpPraHoB, KOTOPbIM 33aKOHOM MpPeAOCTaB/eHO MNpPaBo
uctpeboBaHMA Aena, U Ha OCHOBAHMM PacropsAMeHUA npeacefatens cyfa WMAUM ero 3amectutens
cynebHble Aena HanpaBAAOTCA UM B TPEXAHEBHbIN CPOK.

11.20. PaboTHUK apxmBa cyaa 0653aH KOHTPOAMPOBATL BO3BPAT AN B apXUB U He perke 0AHOro
pasa B mecAL, AOKNaAbIBaTb NpeaceaaTento cyaa.

[o Bo3BpalweHna aena B cyn TpeboBaHMe O €ro BbiCbl/IKE, KOMUK CONPOBOAUTENIBHOIO MUCbMA,
NPUroBopa Wan peLleHna XPaHATCA B KOHTPO/IbHOM Nanke.

B KHUre BblAauM eANHUL, XPaHEHMA BO BpEMEHHOe Nosib3oBaHue (npunoxeHue N 27 K HacTosLwemn
MHCTPYKLMK) N3 apxMBa Cya OTMEYaAEeTcs, Korga, KoMy M Nno KakomMy 3anpocy Aeo HanpasBaeHo, Korga u



Kem OHO BO3BpPaLLLEHO.

11.21. B cnyyae nocTynneHus B cyA 3asBAeHUA B3bicKaTens (nMbo ero npeacrasutens) o Bblaade
(HanpaBneHUN) UCNONHUTENBHbBIX AOKYMEHTOB MO CyAebHbIM Aenam, HaxoAALMMCA B apxmBe Cyaa, Ux
obopmneHune, HanpasneHue (BblAaya) OCYLIECTBASAIOTCA B MNOPAAKE W CPOKW, YCTaHOB/EHHbIEe
COOTBETCTBYIOLLEN MHCTPYKLMEN MO cyaebHOMY AenonponsBoAcCTBY.

11.22. O3HakoOM/iIeHMEe C MaTepuanamn YroaoBHOIO Aenia, CHATME KOMWI C YyrosioBHOro Aena, K
KOTOpOoMy npuobLLeH onevyaTaHHblA KOHBEPT C MOCTAaHOB/IEHWEM c/iefoBaTena WUAM Ao3HaBaTena o
COXPaHEeHUW B TallHe AaHHbIX O IMYHOCTU YY4ACTHMKA C/IeACTBEHHOIO AEMCTBUA, OCYLLLECTBAAKTCA CY4eTOM
NoNOXKEeHUM NyHKTa 9 cTaTbM 166 YrosnoBHO-NpoLeccyasibHOro Kogekca Poccuiickoin Pepgepaumn.

11.23. WHble, He ycCTaHOBAEHHble HacToAweln WHCTpyKuMen npaBuna O3HAKOMJIEHUA C
maTepuanamm cygebHoro gena, Bblaaun NOAMHHbIX LOKYMEHTOB, 3aBEPEHHbIX KOMUI MaTepuasnos Aena,
NMUCbMEHHbIX CNPABOK, KoMK cyaebHbIX aKTOB, ONpeaenatoTca npeaceaaTenem cyaa.

12. O6ecneyeHne COXPAHHOCTU aPXUBHbIX AOKYMEHTOB

12.1. XpaHeHMe apxMBHbIX [OOKYMEHTOB B cyae obecrneuymBaeTcs peanusaumen Komnaekca
MEpPONPUATUIM, HAMPaB/IEHHbIX Ha NOAAEP!KaHME apPXMBHbIX AOKYMEHTOB B ONTMMasbHOM GU3MYECKOM
COCTOAHUM, MUHUMMN3ALMIO PUCKOB UX NMOPYM U (MNIM) yTPaTbl, B COCTAaB KOTOPOTrO BXOAAT:

npeaocTaB/iieHNE W30/MPOBAHHbLIX MOMELLEHUN ANA Pa3MELLEHUA aAPXMBHbLIX [AOKYMEHTOB W
nposBefeHMA PaboT, CBA3AHHbIX C aPXMBHbIM XPaHEHMEM, OCHALLEHHbIX CPeACTBaMMU MOXKaPOTYyLWEHUS,
OXPaHHOM N NOXapPHOM CUrHaIM3aLUmnen, obopyaoBaHNEM AN XPAaHEHUA JOKYMEHTOB;

opraHusaums mn obecnedyeHne cobaoLeHMA NPOTUBOMOMKAPHOIO, OXPAHHOrO, TemnepaTypHO-
BJTAYKHOCTHOIO, CBETOBOIO WU CAHUTAPHO-TUTMEHUYECKOTO PEKMMOB;

BbINONHEHWE TPEOOBAHWNI K pa3sMeLLEHNIO OKYMEHTOB B aPXMBOXPAHWU/IULLE;

nposeAeHNe NPOBEPKM HAZIMUUA U COCTOAHMA COXPAHHOCTU APXUBHbBIX JOKYMEHTOB B COOTBETCTBUU
C NOPAAKOM, YCTaHOB/IEHHbIM pa3genom 10 HacToAwen UHCTpyKLmK;

obecrneyeHne BO3MOXKHOCTM MPOBEAEHUA MNPOPUNAKTUYECKON U TeXHUYEeCKon 0bpaboTku
APXUBHbIX AOKYMEHTOB;

onucaHue (coctaBneHue onuceit Aen) U CBOeBPeMeHHas MOCTaHOBKA apXMBHbIX AOKYMEHTOB Ha
Yy4YeT B COOTBETCTBUM C NONOKEHUAMM HAcToALWEN NHCTPYKUUK.

12.2. ApxvuB pasmellaetca B 34aHMM U (UNK) OTAENbHbIX MOMELLEHUsX 34aHuA. OCHOBHble
nomeLlleHns, npeaHasHauyeHHble A1A XPaHEHUs, yvyeTa, KOMMNNEKTOBAHUA U MCNO/b30BaHMA apXMBHbIX
OOKYMEHTOB, M BCMoMoraTesibHble (aAMUHUCTPATUBHO-XO3ANCTBEHHOIO, TEXHUMYECKOrO W BbITOBOrO
Ha3HayeHuA), AONKHbl COOTBETCTBOBAaTb TpebOBaHMAM, YCTaHOB/IEHHbIM MNyHKTOM 12.1 HacToAwei
MHCTPYKUMKN, a TaKkKe obwumu TpeboBaHMAMKM 6e30MacHOCTM K OOLWECTBEHHbIM 34aHUAM MU
COOpYKeHnam <1>.

<1> depepanbHbiit 3akoH oT 30.12.2009 N 384-d3 "TexHWuyecKui pernameHT o 6e30nacHoOCTM

CALN

34aHUI U coopyKeHuin"; MpagocTponTenbHbl Koaeke Poccuiickon ®epepaumn.

XpaHeHWe apxMBHbIX [OKYMEHTOB B 33aBMCMMOCTM OT WX O6bLEMOB OCYLLEeCTBASETCA C
MCNONb30BaHMEM OAHOIO UM HECKOIbKMX BAPUAHTOB PasMelLeHus:

B 34aHWM, oOTBevalowem TpeboBaHUAM, YCTAaHOBJAEHHbIM YMNOAHOMOYEHHbIM denepanbHbimM
OpPraHoOM WUCMNOAHWUTEIbHOM BNacTu B chepe apxMBHOTO Aefla U A4eN0oNPON3BOACTBA <2>;

<2> MpaBuna opraHnsaumMm XpaHeHUA, KOMMJIEKTOBAHMWA, y4eTa U UCNOb30BaHUA AOKYMEHTOB
ApxusHoro ¢oHaa Poccuiickoii Depepaumm n Apyrux apxmMBHbIX AOKYMEHTOB B rOCYAapPCTBEHHbIX U
MYHUUMNANbHbIX apxmMBax, My3eax u 6ubnmoTeKkax, Hay4dHbIX OpraHU3aLmaAxX, YTBEPKAEHHbIE NPUKa3om
depepanbHoOro apxusHoro areHtcTea ot 02.03.2020 N 24.

B CneuManbHO 060pyAOBaHHOM A/A XPaHEHMA OOKYMEHTOB M30/MPOBAHHOM MOMELLEHUN -
apxmBoxpaHuanwe (NyHKT 12.3 HacToAwen UHCTpyKumun);

B 3anupatowmxca wradax nnm cerdax.

PasmeLlyeHne apxuBa B NPUCNOCOHAEHHOM 343aHMM (MOMELLLEHMM) AONYCKAETCA TONbKO Noc/ae ero
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obcnenoBaHMA (B TOM YMCAe NOABANbHbIX U YepAayHbiX MOMeLLEeHMIA, paboToCcnocobHOCTU 31eKTpoCeTeN,
OTOMUTE/IbHLIX U  BEHTUAALMOHHBIX CUCTEM, MPOYHOCTM MEXKITaXKHbIX MEPEKPbITUA C  Yy4YeTom
NnoTeHUMaNbHbIX HAarpy3oK).

He ponyckaetca pasmelleHne apxmBa B raparkax.

12.3. Apx1MBOXpaHUANLLE AOMKHO:

OTAENATHbCA OT COCEAHUX MOMELLEHMI OFTHEYNOPHbBIMW CTEHAMU;

MMETb eCTEeCTBEHHYI WM WCKYCCTBEHHYIO BEHTUAALMIO, 06ECNEeUYMBAIOLLYIO PELMPKYNALUIO
BO3/4yXa, UCKAtOYatOLLyO0 06pa3oBaHne HENMPOBETPUBAEMbIX 30H;

COXPaHATb CTabMAbHOCTb TEMNEPATYPHO-BNAYXKHOCTHOIO PEKMUMA;

MMETb BbIXOAbl K IMPTAM U (MN) NECTHUYHBIM KNETKaM;

He MMETb NPOJIOKEHHbIX Yepes Hero Tpyb BOAOCHAOXKEHUA U KaHAN3aLMU, TEXHOIOTUYECKUX UK
6bITOBbIX BbIBOAOB BOAbI;

HE WMEeTb BHYTPU pacnpefesiUTeNbHbIX LWTOB, NpeaoxXpaHUuTenenm un  OTKAHYaroLmMXCA
pPybUIbHUKOB;

He pacnonaraTbCs B NOABaNaX U NOMELLEHUAX, PACNONOKEHHbIX HUMXKE YPOBHA NOBEPXHOCTUN 3EMAMU,
33 WUCKAKOYEHMEM XpaHuauw, (NnomelleHui), obecneymBaloWmMX 3aUTYy OT MPOHUMKHOBEHMA B HUX
FPYHTOBbIX, Ta/bIX M MaBOAKOBbIX BOA, B BETXUX CTPOEHUSAX, AEPEBSAHHbIX NOCTPOMKAX, MOMELLEHUAX C
OTHOCUTE/IbHOW BNAXKHOCTbIO BO34yxa 6onee 55% 1 ¢ NeYHbIM OTOMNEHNEM;

MMETb NPOTUBOMNOKAPHbIE (METaNIUYECKUE) ABEPU;

MMETb 3annpatomecs peweTkM Ha OKHax (Mpy pasmelLeHnn apXMBOXPaHMIMLLA Ha LLOKOJIbHOM,
NepBOM WM BTOPOM 3Taxke 34aHus).

Pacuer Heobxogumoi nNAOWAAN apXMBOXPAHWAWLLA PEKOMEHAYETCA MPOU3BOAUTb C YYETOM
pPacnonoXKeHUs CTenNnarkei n nx HanoNHeHUA B COOTBETCTBMM C NYHKTOM 12.7 HacToAwen MHCTpyKumu, a
TaKXe C y4yeTOM BO3MOXHOCTM pasmeweHmna 400 eauHuUL, XxpaHeHuA Ha 1 KB. M naowaam
APXMBOXPAHUANLLA.

Karkaomy apxmBOXpaHMAMLLY MPUCBAMBAETCS HOMEpP, KOTOPbIN OTParkaeTca B Tonorpaduyeckmx
yKasaTensx B COOTBETCTBUM C NYHKTOM 12.19 HacToAwen NHCTpyKLmMK.

12.4. ina obecnevyeHns AeATeNbHOCTM apxmBa (NpuM Heo6X0AMMOCTM) BbiAENAIOTCA NOMeLleHUe
ON8  NpUema  LOKYMEHTOB, WX BPEMEHHOrO XpPaHeHMA UM agantauuum K  HOBbIM  YCNOBUAM
(akkNMmaTm3auum), paboyas KomHaTa paboTHMKA, OTBETCTBEHHOrO 3a paboTy apxMBa cyaa, NnomelleHue
ONs NPeaocTaBNeHUs A0CTyNna K apXMBHbIM JOKYMEHTaM.

12.5. Apx1BHbIe AOKYMEHTbI Pa3MELLAOTCA B apXMBOXPaHU/IMLLE Ha CTaUMOHAPHbIX, NepeaBUKHbIX
N (MNM) MOBUNBHBIX METANZIMYECKUX CTENNAKAX, B METAN/IMYECKUX WKadaX, celidax nan KoHTelHepax.

B KauecTBe cneumanbHOro o60pyAOBaHUA BO3MOMKHO MCNONb30BaHME CTaLMOHAPHbIX OTCEKOB-
HOKCOB C META/I/IMYECKUMU NEepPeropogkaMmn 1 NoIKaMu.

He paspeluaetca xpaHeHMe apXMBHbIX AOKYMEHTOB B TPaHCNOPTHOM Tape, B wTabensax, Ha nony,
NOAOKOHHUKAX, IECTHUUYHbIX NOLWAAKaX U APYTrMX, HE NpeaHa3HaYeHHbIX A5 UX XPaHEHMA MecTax.

12.6. MpuK pacCTaHOBKE CTENNANXKEN B apXMBOXPaHUAMLLE NpeanoYTeEHUE A0/MKHO OTAABATbCA UX
nepneHanKYNAPHON OPUEHTALMKN MO OTHOLIEHUIO K CTEHAM C OKOHHbIMM NPOEMaMn U PasMELLEHUNIO Ha
yAaneHun He meHee 1 M OT UCTOYHMKOB Tenna.

12.7. MNpu pacctaHoBKe cTennaskei (wkados, ceiidoB) B apXMBOXPaHUAULLE PEKOMEHAYeTCA
npeaycmaTpuBaTth Cneaytowme pacCToAHUA MeXAY:

TOpUAMU cTennaxel (rnaBHbili Nnpoxoa) - He meHee 120 cm;

pafamu cTennaxkei (MexcTenna)KHbii npoxoa) - He meHee 75 cm;

cTennarkamw, napannesibHblMU CTEHE, U HAPYKHOM CTEHOM 34aHUA - He MeHee 75 cm;

TOPLLOM CTe//1aKka U CTeHOM - He MeHee 45 cm;

BEpPXHEel No/KoM cTennaxa U NoTonKkom - 50 cm;

HUMKHEN NOIKOW CTeNNaxKa U NoAoM - He meHee 15 cm (B LLOKO/IbHbIX 3TaxKax - He meHee 30 cm).

PasmelleHne MOOUABbHBLIX CTeNNaxKel MNPoM3BOAMTCA C YYETOM OCODEHHOCTEN NOMEeLLeHUn u
pa3mellaemoro o6opyaoBaHums.

12.8. Apx1BHble OKYMEHTbI pa3melliatoTca B NEePBUYHbIX CPEACTBAX XPaHEHUS:

Ha BymayKHOM HocuTese - B KOpobKax, Nankax, KoHBepTax;

3/1eKTPOHHblE Ha ¢U3NYecKMn 060COBNEHHBIX HOCUTENSX - B YMNAKOBKE, PEKOMEH0BaHHOM
npou3BoAUTENAMU HOCUTENEN.



Onsa xpaHeHMA KapTouyeK U CrpaBOYHbIX MaTepuanoB B NMOMELLEHUW apXuMBa yCTaHaBAMBalOTCA
KapToTeuHble LWKadbl.

12.9. Ha nepBMYHOM CcpeicTBE XPaHEHMUA apPXMUBHbIX AOKYMEHTOB YKa3biBalOTCA HOMEP U Ha3BaHUe
$oHAa, Homep onucK Aen, KpaHue Homepa eANHUL, XPaHEHUSA, Pa3MELLEHHbIX B HEM.

12.10. MpOTMBOMOMKApPHbLIA PEXMUM B 343aHWUM WAM MOMELLEHMW apxXMBa YCTAHAB/IMBAETCA B
COOTBETCTBMM C 3aKOHOAATeNIbCTBOM Poccuinckon deaepaumnm o noxapHom 6esonacHoctm <1>,

<1> ®epepanbHbiit 3aKoH 0T 21.12.1994 N 69-®3 "O nokapHoi 6e3onacHocTU"; NocTaHOBAEHME
MpasutenbctBa Poccuitickoit @Pepepaummn ot 16.09.2020 N 1479 "O6 yvBep:aeHun [pasun
NpPOTMBONOXKAPHOTO pexunma B Poccuitckoit Pepepaumn’.

PaboTHMK, OTBETCTBEHHDbIN 3a paboTy apxmBa CyAa, AO/KEH NMPOWUTU MHCTPYKTAXK NO BOMPOCam
NPOTUBONOXKapHON 6e30MacHOCTM, O3HAKOMMUTBLCA C MpPaBUAAMWM MOJIb30BaHMA MNPOTUBOMNONKAPHLIM
MHBEHTapeM. WHCTpYKTaK pabOTHMKOB apxvMBa MO NPOTUMBOMNOXKAPHOM 6e30MacHOCTU  [OJ/IKEH
NPoOBOAMTLCA HE pexke OAHOro pas3a B rof, OTBETCTBEHHbIM PABOTHMKOM, HA3HAYEHHbIM MPUKA3OM
npeacepatend cyaa.

12.11. Ecnm apxuB cyga pasmelleH B OTAENbHOM OT cyda 34aHMM, OXPaHHbIA pPeXum
obecneunBaeTca nytem 06OpyAOBaHUA 34aHMA WMAM MOMELLEHMWA apXMBa CPeACTBAMM  OXPaHbl,
obecneumBaloWMMM KOHTPO/Ib AOCTyMNa B HUX, a TaKXKe cobaogeHrem nopsgaka caadvn/cHATUMA oxpaHbl
NoMeLLEHUA apXMBOXPAHUANLLA U MOpPALKA [OCTYMNa B HEro, yCTaHOB/IEHHOTO NMPUKAa3oM Npeacenartens
cyaa.

12.12. ApxvBHble AOKYMEHTbl HEOOXO4MMO XpPaHWTb B TeMHoTe. EcTecTBeHHOe ocBelleHWe B
APXMBOXPAHUAMLLE JONYCKAETCA NPU YCNOBUM NPUMEHEHWNS Ha OKHAxX CBETOpAccenBaTenen, perynaTopos
CBETOBOrO NOTOKA (CneumanbHbIX CTEKOJ), 3aLUMUTHBIX PUABTPOB U MOKPBITUI, Kao3u.

[nA MCKYCCTBEHHOTO OCBELLEHMA MPUMEHAIOTCA S1aMMbl HaKainMBaHMA B 3aKpPbITbiX NaadoHax ¢
rnafKoi NoBepPXHOCTLIO.

PaspeluaeTca NnpUMeHeHME NIOMUHECLEHTHbIX TAMM C YpPe3aHHbIM YbTPAaPUONETOBLIM YHACTKOM
CNeKTpa, CBETOAMOLHbIX CBETU/IbBHUMKOB, paspelleHHbIX YMNOJHOMOYEHHbIM deaepanbHbiM OpPraHoOM
WCMOJIHUTE/IbHOM BNacTu B chepe noxkapHoi besonacHoCTH.

12.13. ONTUMaNbHBLIMM YCAOBUAMM XPAHEHUA aPXUBHbIX 4OKYMEHTOB ABAAIOTCA:

ANA AOKYMEHTOB Ha BymarKHOM HocuTene - Temnepatypa 17 - 19 °C, oTHocUTeNbHAs BAAXKHOCTb
Bo3ayxa - 50 - 55%;

ONA [OKYMEHTOB Ha MarHUTHbIX AMCKax M AUCKOBbIX HaKonutenax - temnepatypa 8 - 18 °C,
OTHOCUTENIbHAA BNAXKHOCTb BO34yXa - 45 - 65%;

ONA [OKYMEHTOB Ha OMNTUMYECKUX AMcKax - TemnepaTypa 10 - 23 °C, oTHOCMTeNbHAA BIAXHOCTb
Bo3ayxa - 20 - 50%.

12.14. KoHTpONb 3a TemnepaTypHO-BAAXKHOCTHBIM pPeXMMOM obecneymBaeTca pPeryaspHbim
N3MepeHMEM C MOMOLLbIO TEPMOMETPA U TUrPOMETPA UAN TEPMOTUIPOMETPA, Pa3MeELLLEHHbIX B OAHOM
WM HECKOJIbKMX TOYKAX apXMBOXPaHUAMWA (B 3aBUCMMOCTM KOHCTPYKLMOHHbIX OCOBeHHoCTen U
naowaam) BAanAn OT OTOMUTE/NIbHLIX U BEHTUIALMOHHBIX CUCTEM HA BbICOTE He MeHee 1 M OT Mona,
napameTpoB BO3AYLIHON cpeabl:

B CMeLmasM3npoBaHHOM 30aHUM - He perke 1 pa3a B Hegento;

B crneumManbHO 060pyn0BaHHOM A/1A XPaHEHMA U30/MPOBAHHOM NMOMELLEHUMU - HE pexe 2 pas B
Hegeno;

NpPW HECOOTBETCTBMM NAPaMeTPOB HOPMATMBHbIM TpeboBaHMAM - 1 pas B CyTKM.

12.15. B apxuBe p[O0/KHA BecTUCb MKcauMAa TemnepaTypHO-BAXKHOCTHbIX XapaKTepUCTUK
BO3AYLWIHOW cpeabl B APXMBOXPAaHUAWLWLE W Mep, MNPUHATbIX MO HOPMaAM3auuM TemnepaTypHO-
B/IA’KHOCTHOTO pPeXKMMa B C/Ty4Yasx ero HapyLeHums.

12.16. Hapnexawee CaHUTApPHO-TUTMEHMYECKOE COCTOAHME B apxuMBe MoALeprKuBaeTcA
NpoBeAeHMEM B HEM He peXe OAHOro pasa B MecAl, BAaXHON ybopKM nosioB, obecnblIMBaHUS
060pyA0BaHUA U NEPBUYHBIX CPEACTB XPaHEHMA, 06PabOTKM LLOKO/IbHbIX YaCTel CTeNNaXKen, NINHTYCOB,
NOAOKOHHWUKOB BOZHbIMM PacTBOPaMM aHTUCENTUKOB.

12.17. ApxuBHble [OKYMEHTbl, nogBeprwimeca 6OMONOTMYECKOMY MOPAXKEHUIO, MNogaexaT
HemMeA/IEHHOM M30/AUMN U CAaHUTAPHO-TUTMEHMYECKON 06paboTKe (Le3nHPEKUMN, Ae3nHCEKUMH), a
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APXMBOXPAHUAULLE, NOPAXKEHHOE BUONOTNYECKMMM BPEAUTENAMM, - AepaTU3aLLUN.

12.18. Crennaxm u wWKadpbl A0MKHbI OblTb NPOHYMEPOBAHbI B KaXKAOM apPXMBOXPAHUAULLE B
nopsaKe cfieBa HanpaBO OT BXOAHOM ABEPU, MOMKU HA CTeNNaXKaX AOJXKHbl ObiTb NPOHYMeEpPOBaHbI MO
WKadam B nopsaaKe - cieBa Hanpaso, CBEPXY BHU3.

12.19. MecTo XpaHeHMA egUHUL, XPaHEHUA B apXMBOXpaHUaMLe GUKCMpyeTca B TONorpadmryecknx
yKasatensax: nocrennaxHom (npunoxkeHme N 36 K HactoAwen WMHCTpyKuuu) 1, npu Hanmuum 6onee
opHoro ¢poHaa, nodoHaoBOM (npunoxkeHune N 37 K HacTosel MHCTpyKumu).

Mpw BegeHUM Tonorpaduyeckoro ykasatena oguH ero aK3emMnasap SOMKEH XPaHUTbCA Y paboTHUKa,
OTBETCTBEHHOTO 3a paboTy apxMBa cy[a, BTOPO - pa3MeLLaTbCs B COOTBETCTBYIOLLEM APXMBOXPAHUANLLE.

Tonorpaduryeckme yKasaTenm He COCTaBAAKOTCA NPU OTCYTCTBUM apXMBOXPAHUAULLA.

13. CpoKu 1 nopAaaoK nepepayn gen Ha XxpaHeHue
B roCyf,apCTBEHHbIN apxuB

13.1. [Jena obuwero [enonpousBoaCcTBa MOCTOAHHOTO CPOKA XpaHeHus U cypebHble aena
NMOCTOAHHOMO CPOKa XPaHEHMUA MO UCTEYEHUN CPOKOB MX BPEMEHHOIFO XpaHeHUA B apxuee cyaa (15 ner)
nepesatoTca Ha NOCTOAHHOE XPAaHEHWE B FOCYAAPCTBEHHbIN apX1B, ECAU CYA, BbICTYNAeT MCTOYHUKOM €ro
KOMMNIEKTOBAHUA AN NPU HAaZIMYMM COOTBETCTBYIOLLENO A0r0BOPA C APXMBHbBIM YUPEXKAEHNEM.

PeweHne o ¢opme npuema AOKYMEHTOB (NOAHOrO wAM BblOOpo4YHOro) npuHUmaetca MK
APXMBHOIO yYpeXKAeHMUA.

Cyabl, He BbICTynalowWwue UCTOYHUKAMM KOMMJIEKTOBAHUA roCyapCTBEHHOro apxvBa, nepenaroT
OOKYMEHTbI Ha MOCTOAHHOE XPaHEHWe B roCYAapPCTBEHHbIA apXMB MPU WX JIMKBUZAUUW U HA/MYUK
OOKymeHToB ApxmBHoOro poHaa Poccuiickon degepaumm.

13.2. NMepeaaya AOKYMEHTOB MOCTOAHHOIO XPaHEHMA B FOCYAaPCTBEHHbIN apXMUB OCYLLECTBASETCS B
COOTBETCTBUM C NJIAHOM-TPaPUKOM, KOTOPbIN YTBEPKAAETCA PYKOBOAUTENIEM FOCYAapCTBEHHOrO apXxmBa
WAWN YNIOTHOMOYEHHbIM UM LO/IKHOCTHBIM JINLOM.

JocpoyHas nepefaya AOKYMEHTOB Ha MOCTOSIHHOE XpaHEeHMe MOXeT ObiTb Ocyl,ecTBieHa npu
OTCYTCTBMU HEObXOAMMBbIX YCNoBUIA gnsa obecneyeHUs COXPAHHOCTU AOKYMeHToB ApxuBHoro ¢poHaa
Poccuiickoli depepaumn, nNpu yrpose yTpaTtbl (YHUUTOXKEHUA) OOKYMEHTOB, a TaKKe Ha OCHOBaHWUU
[O0roBopa C rocy4apCcTBEHHbIM apXUBOM.

MpoaneHne CPOKOB XpaHEHWA [AOKYMEHTOB B apxvMBe cyga AoOnyckaetcs no peweHuto 3MK
APXMBHOIO yYpeXKaeHuUA.

13.3. PaboTbl, cBA3aHHble ¢ OTOOPOM, MOAFOTOBKOM WM Mepeavyer AOKYMEHTOB Ha MOCTOAHHOE
XpaHeHMe B rOCYAAPCTBEHHbIM apxuB, B TOM 4uCae C WX YNOPALOYEHMEM, TPAHCMNOPTUPOBKOW,
BbINOJIHAIOTCA 33 CYET CPeacTB cyAa.

13.4. Nepen nepepayelt AOKYMEHTOB HA MNOCTOSSHHOE XpPaHEHME B TOCYAAPCTBEHHbIA apxuB
nposogATcA:

paccMoTpeHMe AOKYMEHTOB Ha NPeAMET PacCeEKPeYMBaHMA HOCUTENEN CBEAEHWNI, COCTABASIOLLNX
rocyapCTBEHHYIO TalHy, B C/ly4ae UCTEYEHMA CPOKOB, YCTAaHOB/IEHHbIX 3aKOHOAATEIbCTBOM Poccuitckoi
depepauny;

PaccCMOTpPEHME LOKYMEHTOB Ha NpegMmeT cHATUA nomeTku "[na cayxkebHoro nonb3oBaHua" ¢
HocuTenel  WMHPOPMAUMW  OrpaHMYEHHOro  PacnpocTpaHeHua B MNOpAAKe,  YCTaHOBJEHHOM
3aKoHogaTenbcTBom Poccuitickont depepauun, a TakkKe B COOTBETCTBUM C [ONOXKeHMEM O MopsaKe
obpalteHma co cayxebHoin MHPopmaumein orpaHUMYEHHOro PacnpocTpaHeHus B denepasnbHbIX cypax
obwen topucomkummn, deaepanbHbiXx apbUTparkHbIX cygax, yTBEpPXAEeHHbIM npukasom CyaebHoro
AenaptameHTa npu BepxosHom Cyae Poccuiickoit ®Peaepaunn.

13.5. Mepepaya 3NEKTPOHHbIX APXMBHbBIX [OKYMEHTOB B MWHOOPMALMOHHYI CUCTEMY
rocyapCTBEHHOTO apxuBa MPOM3BOAWUTCA B MOpPAAKE, YCTAaHOBAEHHOM deaepasbHbiIM OpraHom
WCNONHUTENbHOM BNacTM B chepe apxMBHOrO fJena M OeNonpou3BOACTBA, MO COMNACOBAHUIO C
rocyapCTBEHHbIM APXMBOM MO OMMUCAM 3/IEKTPOHHbIX AOKYMEHTOB. K OMMCAM 3/M1EKTPOHHBIX Aen
npuaaratoTca peectpbl GansoB 3NEKTPOHHbIX JOKYMEHTOB.

13.6. Mepenaya AOKYMEHTOB 0POPMASETCS aKTOM MpuUeMa-nepesaym apxmMBHbIX SOKYMEHTOB Ha
XpaHeHue (npunoxkeHne N 22 K HacToAwen MHCTPYKLMM), COCTaBAAEMbIM B ABYX 3K3emnaapax. OauH
3K3eMNASApP aKTa OCTaeTcA B roCyAapCcTBEHHOM apxXuee, APYron - B cyae.



Bmecte ¢ AOKYMeHTaMWM MepepnatoTcAa 4YeTbipe 3K3eMniapa ONuUCU Aen, a TaKKe OAUH - B
3/IEKTPOHHOM BUAe, B popmaTte, COrnacoBaHHOM C rocyAapCcTBEHHbIM apxnBom. OANH 3K3emMnaap onmcu
Ha BymarKHOM HocuTeNe OCTaeTca B Ccyae.

13.7. Ha Bcex aK3emnasapax onmcu gen rocyaapcTBeHHbIM apXMBOM AEeNa0TCA OTMETKU O Npueme
APXUBHbBIX AOKYMEHTOB B apxmB. [Mpn OTCYTCTBUM €OUHUL, XPAHEHMUA, YKa3aHHbIX B ONUCU €N, CYyA4
NPUHUMAET Mepbl MO UX PO3bICKY. ECAK B Xxo4e po3biCKa OTCYTCTBYHOLWME AOKYMEHTbI He OblIM HAaNAEHbI,
B ONMCKU Aen aenaetca HOBasa UTOroBaA 3anucb. Homepa OTCYTCTBYIOWMX eAUHULL XPAHEHMA U MPUYNHDI
OTCYTCTBMA OrOBaApPUBAIOTCA B aKTe NpMema-nepeayn JOKYMEHTOB Ha XpaHEeHWE U B MPUAaraemoMm K akTy
cnpaBKe, COCTaB/IAEMOMN CYA0M.

Cya, nepeaatolmii AOKYMEHTbI Ha XpaHEHWE B rOCYAapPCTBEHHbIN apXxMB, 06A3aH NPUHATL MepbI K
BOCCTAaHOB/IEHUIO  YTPayeHHbIX MPOU3BOACTB B COOTBETCTBUM C rnaBot 38 [paxaaHcKoro
npoueccyanbHoro Kogekca Poccuinckoit Pegepaumn.

Mpw oTcyTcTBMM (YTpaTe) NOAIMHHUKOB NepenatoTcs UX 3aBepPeHHbIE KOMUK (Npu HanunK).

13.8. [loKymeHTbl NepenaroTca Ha MNOCTOAHHOE XpaHeHue B YNOPALOYEHHOM COCTOAHMWU CO
CNpaBOYHO-MOMCKOBbLIMM CpeaCTBaMM.

CornacoBaHa

Mncbmo

denepanbHOro apxXMBHOrO areHTCTBa
o1 30.06.2026 N 12/2824-A

MpunoxkeHne N 1

K IHCTpYKLKUM O nopAaKe opraHmM3auum
paboTbl apxnBoB deaepasibHbIX CyA0B
obLwen topucamKunm

(HaumeHoBaHMe cyaa)

(HaMmeHoBaHMe CTPYKTYPHOro NoApasaeneHnn cyaa)

MPEONNOKEHNA B HOMEHKATYPY OEN

Ha___ rop<l>
NHaekc 3aros0BOK Aena Konnyectso | Cpok xpaHeHusa | [MpumedaHusa
nena TomoB (4acTteit) | u N cTaTbu no
nepeyHto
1 2 3 4 5

Ha3ssaHue pasgena



https://login.consultant.ru/link/?req=doc&base=LAW&n=538695&dst=100188

HauanbHUK CTPYKTYpHOro NoapasaeneHus
(ynonHomoueHHoOEe nunuo)

(nata)

(mnognuce)

(pacwmdposka noanucu)

<1> K HOmeHKnaType gen CTPYKTYPHOro nogpasgesneHus Mo OKOHYaHWWM KaseHAapHoro roga
COCTaB/IAETCA UTOroBas 3anucb No ¢opme, yKasaHHOM B npunoxkeHun N 2, U Oenaetcs OTMETKa O
nepegaye UTOroBbIX CBEAEHWUI B OTAEN AEN0NPOU3BOACTBA Cyaa.

(HaMmeHoBaHMe cyaa)

MpunokeHue N 2

K IHCTPYKL MK 0 NopsAaKe opraHnsaumnm
paboTbl apxmMBoOB deaepanbHbiX Cya0B

oblLel pUCaANKLUM

YTBEPMKIAIO

Mpeacenatens cyaa

HOMEHK/TATYPA OEN (mognuce) (pacwmdposKa noanuncu)
Ha__ roa
(naTa)
MHpaekc 3aronoBoK gena Konnuectso | CpoK xpaHeHna n N MpumeyaHua
dena TOMOB (4acTelt) | cTaTbu NO NepeyHto
1 2 3 4 5

Ha3sBaHue pasgena

HayanbHUK oTaena

AenonpoussosacTtsa (obuiero otaena)

(paTa)

(mnognuce)

(pacwmndposka nognucum)



Bu3a paboTHMKA, OTBETCTBEHHOTO
3a paboTy apxuea

COIrACOBAHO

MpPOTOKON 3KCNEePTHON KOMUCCUK cyaa

OT n n N

YTBEPAKAEHA

oT

N

MPOTOKO/ 3KCNEPTHO-NPOBEPOYHON KOMUCCUN
apXMBHOTO yypexaeHuna

MTorosasa 3anucb o KaTteropmnax n KoiM4ecTee aen,

3aBeAEeHHbIX B rogy B cyae
Mo cpokam xpaHeHwuA Bcero B TOM umncne:
nepexoanLLmx c oTmeTKomM "IMK"
1 2 3 4

Ha 6ymaykHoM HocuTene

(npy HannuMm rMbpuaHbIX aen, Tom(a) Ha BymarKHOM HOCUTENe YUUTbIBAIOTCA B pa3aene Tabamubl
"Ha 6ymarkHOM HocuTene", Tom(a) Ha SNEKTPOHHOM HOCUTE e YYMTbIBAIOTCA B pasaene Tabanupl

"I neKTpoHHbIX"):

[MocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOUYUTE/IbHO)

DNEeKTPOHHbIX

(npy HannuMm rMbpuaHbIX gen, Tom(a) Ha BymarKHOM HOCUTENE YUUTbIBAIOTCA B pasaesne Tabanupl
"Ha 6ymarkHOM HocuTene", Tom(a) Ha SNEKTPOHHOM HOCUTE/E YUMTbIBAIOTCA B pasaese Tabanupl

"I neKTpOoHHbIX"):

[MocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (ao 10 net
BK/IIOUYUTE/IbHO)

NTOTIO:

HauyanbHuK oTgena
aenonpoussoactsa (obuero otaena)

(naTa)

(nognuce)

(pacwmdposka noanucu)




MToroBble cBeAEHUA NepeaaHbl B apXmB.

PaboTHWK, OTBETCTBEHHbIN
3a paboTy apxmBa cyga

(noanuce)

(pnaTa)

(pacwmdposka nognucu)

MpunorkeHune N 3

K MIHCTPYKLMM O NopsaKe opraHn3aumm
paboTbl apxnBoB deaepasibHbIX Cya0B
obLwen topucamKunm

(HamMMeHOBAaHME CyIa)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoApas3mesieHus cyna)

ONMUCH N
oeJji, IOOKYMEHTOB
3a _~TOo&
N NHpoeke | 3aronoBok | KpaiHue CpoK xpaHeHusa Konnyectso MpumeyvaHua
n/n aena aena [aThbl (rpada He nctos
3aMn0/IHAETCA B ONUCK
AeNn NOCTOAHHOro
CPOKa XpaHeHwun)
1 2 3 4 5 6 7
HassaHue pasgena
B DaHHBI pasnesl ONMCM BHECEHO ne

(umdpaMm M NOPONMUCHIO)

c N no N

, B TOM UmMCJe:

JIMMTEPHBIE HOMEepa:

14

[IPOIylleHHEIE HOMEpa :

HamMmeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA ONUCHU
(momnmce)

(nara)

(pacumpporka IOONMUCH)



PaboTHUK, OTBETCTBEHHHIM
3a paboTy apxmuBa cyla

(momnmce) (pacumbpoBka IOONUCH)
(mara)
COTJIACOBAHO
HauvasnbHUK oTnmesia
meJjionpou3BonCcTBa (obmwero oTnesa)
(momnmce) (pacumdporka IOONMUCH)
(mara)
[lepeman eOVHUL XPaHeHUS
(umdpaMm ¥ OPONMUCHI)
u PETUCTPALMOHHO—KOHTPOJIbHEIX
(umbpaMy M NOPONMUCHIO)

KapTOTEK K IOKYyMeHTaM.
HavMeHOBaHME IOJDKHOCTM paboTHMKA
CTPYKTYPHOTO NOoIpasIelieHUs

(momnmcso) (pacumdpoBKa MIOONUCHK)

(mara)
puHAan eOVHUL XPaHEeHUS
(umdpaMm ¥ HOPONMUCHI)
128 PETUCTPALMOHHO-KOHTPOJIbHEIX
(umdpaMm ¥ OPONMUCHI)

KapToOTEeK K IOKyMEeHTaM.
PaboTHUK, OTBETCTBEHHEM
3a paboTy apxmuBa cyna

(momnmce) (pacumdporka IIOONUCH)

(naTa)

MpunoxkeHune N 4

K MHCTpYKLMKM O NopAfKe opraHM3aumm
paboTbl apxnBoB peaepanbHbIX Cya08B
obLwen topucamKumnm

(HamMMeHOBAHME CyIa)

(Ha¥MeHOBAaHME CTPYKTYPHOTO NONpas3nejieHus cymna)

doum N

OIIMCE N

BJIEKTPOHHEIX JOKYMEHTOB

(MOCTOAHHOTO XpaHeHMs/BpPEeMeHHBX

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







N NHaeKc 3aronoBoK PernctpaunoHH | Bug v 3aronosok | [aTa Cpok Konnuecteo | O6bem B | MpumeyaHun
n/n aena 3/IEKTPOHHOrO bl HOMep 3/IEKTPOHHOrO | AOKYM | XpaHeHus daiinos 6anTax
Aena no 3/IEKTPOHHOrO OOKYMEHTa eHTa (konunuecteo
HOMEeHKANaType OOKYMeHTa dainos B
KOHTeWHepe)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Bant.

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

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMr ¥ HPONUCHI)

rno N

, OOBeMOoM

B ToM umciie JIMTEPHBIE HOMEepa:

4

HamMveHOBaHME OOJIKHOCTU
coCTaBUTEeJIA OIIMCU

(mara)

PaboTHUK,

OTBETCTBEHHEM

3a paboTy apxmBa cyna

(mommnmce)

(mommmce)

(pacumppoBka NOONMUCH)

(pacumppoBKa MIOANUCHK)




(naTa)

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

(nara)

[lepenan

(pacumdporka IOONUCH)

BJIEKTPOHHBIX IOOKYMEHTOB

(umdpaMm M OPONMUCHI)
oOBEMOM

danr.

(umbpaMm M NPONMUCHIO)

HavMeHOBaHME IOJDKHOCTU paboTHMKA
CTPYKTYPHOT'O MNoIpasIeliIeHUs
(momnmceo)

(naTa)

[MprHAan

(pacumbpoBka MOONMUCH)

SJIEKTPOHHBIX IOKYMEHTOB

(undpaMm M OPONUCHIO)
o0BBEMOM

Banr.

(umdpaMm ¥ OPONMUCHI)

PaboTHUK, OTBETCTBEHHHMN
3a paboTy apxmuBa cyzna
(momnmce)

(nara)

(pacumdpoBka IOONUCH)

PeeCTp @aﬁHOB SJIEKTPOHHOT'O IOOKYMEeHTa

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

MpunoxkeHne N 5

K MHCTPYKLMM O NnopAaaKe OpraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obLel PUCANKLMM

YTBEPXOAIO



(HaMmeHoBaHMe cyaa)

Mpeacepatens cyna

®oHg N (noanuco) (pacwudposka nognucu)
ONUCb N
Oen, LOKYMEHTOB NOCTOAHHOTO XPAaHEHUA
3a rog, (naTa)

N Unpaekc pena 3aros10BOK Aena KpaliHue gaTbl Konunuectso MpnmeyvaHua
n/n INCTOB

1 2 3 4 5 6

Ha3BaHue pasgena
B DaHHBII pasnesl ONMCM BHECEHO
(umdpaMm M HOPONMUCHI)
neJl

c N rno N

JIITEPHBIE HOMepa:

B TOM 4YMCIJIE:

4

IIPOIIYyUIEeHHBIE HOMEPa:

HamMeHOBaHME IOOJIXKHOCTU
COCTaBUTENIA ONUCHK

(momnmco)
(mara)
PaboOTHMK, OTBETCTBEHHHIN
3a paboTy apxmuBa cyna
(momnmce)

(nara)
COrNnACOBAHO
MpOTOKON 3KCNEPTHON KoMUCCUK cyaa
OT n n N

oT

(pacumppoBKa MIOANMUCHU)

(pacumdpoBKa MONNUCH)

YTBEPHKAEHA

N

MPOTOKOA 3KCNEPTHO-NPOBEPOUHOW
KOMMCCMM apXUBHOIO YUperKaeHNn

MpnnoxkeHne N 6

K HCTpYKLMK O NopsaKe OpraHn3aumm
paboTbl apxMBOB deaepasnbHbIX Cya0B

obuwein topucamKkumnm

YTBEPXOAIO



(HaumeHoBaHMe cyaa)

Mpeacepatens cyna

®oHg N (noanuco) (pacwudposka nognucu)
ONUCb N
OeNn, LOKYMEHTOB MO AMYHOMY COCTaBY
3a rog, (nata)
N NHaeKkc gena | 3aronoBok gena | KpaiHue gatbl Cpok Konnuyectso | MpumeyaHna
n/n XpaHeHus nctoB
1 2 3 4 5 6 7

HassaHue pa3gena

B DaHHBII pasnesl ONMCM BHECEHO

(umdpaMm M HOPONMUCHI)

pALSH)

c N

1o

JIITEPHBIE HOMepa:

IIPOIIYyUIEeHHBIE HOMEPa:

y B TOM 4YMCIIE:

4

HamMeHOBaHME IOOJIXKHOCTU

coCcTaBUTEIJIA OIIMCHU

PaboTHUK,

(naTa)

OTBETCTBEHHLIM

3a paboTy apxmuBa cyna

oT

(nara)

COIrnACOBAHO
MPOTOKOA 3KCNEPTHON KoMUCCUM Cyaa

(momnmco)

(momnmce)

(pacumdpoBKa MIOANMUCHK)

(pacumdpoBKa MONNUCH)

YTBEPHKAOEHA

MPOTOKOA 3KCNEPTHO-NPOBEPOUHOW
KOMMCCMM apXMBHOIO yUperKaeHnn
oT

N

MpwunoxkeHne N 7

K HCTpYKLMK O NopsaKe OpraHn3aumm

pab

OTbl apXMBOB PpeaepasbHbIX CyA0B
obuwein topucamKkumnm

YTBEPXOAIO



(HanmeHoBaHwWe cyaa) Mpeacepatens cyna

®oHg N (noanuco) (pacwudposka nognucu)
OnnCb N
Aen, LOKYMEHTOB BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHEeHUs
3a ron, (nara)

N MHaekc gena 3aronoBok KpaiiHue Cpok Konnyectso MpumeyvaHua

n/n aena AaTbl XpaHeHusA McToB
1 2 3 4 5 6 7
HasBaHwue pasgena
B ,ILaHHbHZ pazsmesi OIIMCKM BHECEHO
(umdpaMm M HOPONMUCHI)
neJl

c N o

JIITEPHBIE HOMepa:

B TOM dYMCIJIE:

4

IIPOIIyLleHHBIe HOMepa:

HamMeHOBaHME IOOJIXHOCTU
COCTaBUTENIA OIUCHK

(naTa)

PaB®oOTHUK, OTBETCTBEHHHIMN
3a paboTy apxmuBa cyna

(nara)

COIrnACOBAHO
MPOTOKOA 3KCNEPTHON KoMUCCUM Cyaa

oT

(momnmco)

(momnmce)

KOmMucc

oT

(pacumdpoBKa MIOANMUCHK)

(pacumdpoBKa MNONNUCH)

YTBEPXKAEHA
MPOTOKON 3KCNEPTHO-NPOBEPOUHOI

N apPXUBHOTO y4dypexaeHna
N

MpunnoxkeHne N 8

K MHCTpYKLMM O NnopsaKke opraHn3aumnm
paboTbl apxmnBoB peaepasnbHbIX Cya08B
obuwein topucamKkumnm



(HaMmeHoBaHMe cyaa)

®oHg N

ONMMNCb N

3N1EKTPOHHbIX AOKYMEHTOB
(noctosHHOrO XpaHeHWA/BpeMeHHbIX
(cBblwe 10 net) xpaHeHWsA/no AMYHOMY
cocrasy)

3a rog,

YTBEPKOAIO

Mpeacenatens cyaa

(noanuceb) (pacwndposka
nognucu)

(nata)



N NHaeKc 3aronoBokK PernctpaumnoHHbIi Bua wm [ara Cpok Konnuyecteo | O6bem B | Mpumeua
n/n aena 3/IEKTPOHHOIO HOMmep 3aro/0BOK | AOKYMEH | XpaHEeHU daiinos 6anTax HUA
aena no 3/IEKTPOHHOIO 3/IEKTPOHHOT Ta A (konunuecteo
HOMeHKNaType OOKYMEHTa 0 AOKYMEHTa dainos B
KOHTeWHepe)
1 2 3 4 5 6 7 8 9 10

B IaHHBIM pasmeil OIIMCHM BHECEHO

c N

Bant.

ONPOIylleHHEIE HOMEpPa:

K meyjaM cocCTaBJIEHEL BHYTPEHHME OINCU

SJIEKTPOHHBIX HOKYMEHTOB

(umdpaMr ¥ HPONUCHI)

rno N

, OOBeMOoM

B ToM uYmciie JIMTEpPHBIE HOMEpPa:

HammMeHOBaHMEe IOOJIXKHOCTU
COCTaBUTEJIS OIUCKU

PaboTHUK,

(mnara)

OTBETCTBEHHEI

3a paboTy apxmBa cymna

(mommmce)

(mommmce)

(peecTprl)

neJl.

4

(pacumppoBKa MIOLANMUCHK)

(pacumppoBKa IOLANMUCHK)




(naTa)

COrNACOBAHO
MpPOTOKON 3KCNEePTHON KOMUCCUN cyaa
OT n n N

YTBEPKAEHA
MPOTOKOM 3KCNEPTHO-NPOBEPOUHOW
KOMMCCMM apXMBHOIO yUperKaeHnn
or" " N

PeecTp GaiiioB 3JIEKTPOHHOTO IOKYMEHTAa

N N a71eKTpOHHOro HanvmeHoBaHue
n/n Aena no onucu daina

[aTa v Bpema Ob6bem dopmaTt
nocneaHero (B 6aliTax) daiina
n3meHeHuna panna

MpunoxkeHne N 9

K MHCTpYKLMK O NopsaKe opraHu3saumm
paboTbl apxnBoB peaepanbHbIX Cya0B
obuwein topucamkumnm

(HamMeHOBaHMEe cyma)

PEECTP ONMCEN IEJI, HOKYMEHTOB

Hauat

OKOHUEH




N N N HasBa Konunuyectso aen B onucu gen, KpaiHu | Konnuec | Konmyect | Mpume
n/n | doHga | onucn | Hue OOKYMEHTOB e fatol TBO BO YaHuA
onucu JINCTOB | 3K3emnAA
AOKYM ro ro (csbllle | AMYHOMY nen, nen,
eHToB | XPaHeHus 10 nerT) cocTasy LOKYMEH | LOKyMeHT
1 2 3 4 5 6 7 8 9 10 11




Ntoro Ha 01.01.... B apxmBe XPaHUTCH onmcen

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

YyIIpaBJIEHUECKOM IOKYMEeHTaluuu onmceu,
(umbpaMy M MNPONMUCHIO)

IOOKYMEHTOB JIMUHOT'O IIPOMCXOXIEHMUS omnucen,
(umbpaMy M MNPONMUCHIO)

HAYUYHO-TEXHUUYECKOM HOOKYMEHTAaluMn onmcen,
(umdpaMm M OPONMUCHI)

BUIOEOIOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

KMHOIOOKYMEHTOB onucen,
(umdpaMm M OPONMUCHI)

GOHOODOKYMEHTOB onuceu,
(umbpaMy M MNPONMUCHIO)

GOTOODOKYMEHTOB onucen,
(umbpaMy M MNPONMUCHIO)

BJIEKTPOHHEIX ITOKYMEHTOB onmuceu,
(umdpaMm M OPONMUCHI)

B TOM UMCJIE:

IOCTYIINJIO B T. omnmcen,
(undpaMm M HOPONUCHIO)

BEIORIJIO B . onmucemn.
(umdpaMm M HOPONMUCHIO)

PaboTHUK, OTBETCTBEHHHN

3a paboTy apxmuBa cyzna

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

(nara)

Mpunoxenue N 10

K MHCTpYKLUMK O nopaaKe opraHU3saumm
paboTbl apxnBoB peaepasnbHbIX Cya08

JMCT-3ABEPUTEJIE IEJIA N

B nmejsie momumTo M IIPOHYMEPOBAHO

obuwei topucamKkumnm

(umdpaMm M NOPONMUCHIO)

(nmmucTa (oB)

c N no N

, B TOM UMCJIe:

JIMTEPHBIE HOMEpa JIMCTOB

14

IIPOIIyLIIeHHBIE HOMEepa JIMCTOB

14

+ JIMCTOB BHYTPEHHEM ONMCU

OcobeHHOCTU GU3NYECKOTO COCTOAHMA U GOPMUPOBAHUSA Aena

Homepa nucros

1

2




HammMeHOBaHME IOJIKHOCTM PabOoTHMKA,

COCTaBMBIIET'O 3aBEPUTEIJIBHYIO

HaOOMChb
(momnmce) (pacumdpoBka IOONMUCH)
(mara)
MpunoxkeHne N 11
K MIHCTPYKLMKM O nopAaaKe opraHmM3auum
paboTbl apxnBoB peaepanbHbIX Cya0B
obuwein topucamkumnm
BHyTpeHHAA onmch
IOKYMEHTOBR nmejia N
N PerncrpaumnoHHbin N [ata 3aronoBokK Homepa nucros MpumeyvaHma
n/n OOKYMEHTa OOKYMEHTa OOKYMEHTa aena
1 2 3 4 5 6
NToro OOKYMEHTOB.
(undpaMm M OPONUCHIO)
KonmuecTBO JIMCTOB BHyTpeHHeVI OIInCum JIICTOB

HamuMeHOBaHMeE OOJDKHOCTM JiMila,
COCTAaBUBIIETO BHYTPEHHIWD OIMMUCH
IOOKYMEHTOB IeJjia

(nara)

(umdpaMm M HOPONMUCHI)

(momnmce)

(pacumdpoBka MONNUCH)

Mpunoxenune N 12

K MHCTpYKLUMK O nopaaKe opraHu3saumm
paboTbl apxnBoB peaepasnbHbIX Cya08

obuwein topucamKkumnm

N T

oN ‘IO

N D




(HaMmeHoBaHMe rocy4apcTBEHHOrO apxmBa)

(HaMmeHoBaHMe cyaa)

(HaMmeHoBaHWe CTPYKTYPHOIO NoapasnenieHuns)

[Oeno, yronosHoe aeno,
rpaxgaHckoe aeno,

aaMUHUCTPaTUBHOE
aeno, neno o6
aAMUHUCTPATUBHOM
npaBoHapyLeHnH,
martepuan
OENO (Yna) N MPOU3BOACTBO N
MATEPUAN
TOMN
(Ha3BaHMe gena)
1 nHcTarHumA 2 MHCTaHUMA
Moctynuno Moctynuno
PaccmoTpeHo PaccmoTpeHo
[ata Havana JaTa oKoH4YaHuMA
npou3BoacTBa npou3BoAcCTBa
KpaitHue patbl
Ha ncTax
XpaHuTb
(cpoK xpaHeHuMA B rogax, A0 KaKoro ro4a XpaHuThb)
®.N
On.N
A.N ( )

(mnognuce) (pacwmdposka nognucu)



MpunnoxkeHne N 13

K IHCTPYKLUMKM O nopAaKe opraHM3auum
paboTbl apxnBoB deaepasibHbIX Cya0B
obLen puUcanKLnm

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
ll—ll N
(momnmceo) (pacumbpoBka MONNMUCH)

O BBIIOEJIEHUM K YHUUTOXEHUIO
(APXMBHHX) IOKYMEHTOB, (marTa)
He IoIJjiexallx XpaHeHU

Ha ocHoOBaHUM

(HaBBaHMe W BBEIXOIHBIE IOAHHEIE IIepedHA IOKYMEHTOB
C YKazaHreM CPOKOB UX XpaHeHMH)

OTO6paHH K YHUYTOXEHUIO KakK He mMeKnmue HayQHO—MCTOqueCKOﬁ IIEeHHOCTM "
yTrpaTuBiye IIPpaKTUUeCKOoOe 3HaUeHMVe IOJOKYMEHTEI @OHﬂa N

(N m HazBaHue GoHIa)

N |3aronosok gena| logbl | Homepa | Homep eanHumubl Konnyectso Cpoknu Mpume
n/n (rpynnosot onucu XpaHeHua no eanHuUL, XpaHeHUAa | YaHuA
3aro/sI0BOK <2> onucu (MHAEKC no XpaHeHus n Homepa

OOKYMEHTOB) HOMEHKNaType (aen) cTaTel no
aen) nepeyHo
1 2 3 4 5 6 7 8
VToro eIOMHNMI XPaHeHMs (IOeJi, DJIEKTPOHHBIX IeJI) 3a
(undpamMm ¥ HOPONIUCHIO)
I"OOhBI.
Onmcu nmeJsli NMOCTOAHHOTO XPaHeHuAd 3a T"O OBl

yTeepxneHs JIIK ’
(HaMMEeHOBAHME apXMBHOTO YUYPEXIEHUd)
IIPOTOKOJI OT N

Pa®OTHUK, OTBETCTBEHHHM
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa MONNUCH)
(mara)
COT'JIACOBAHO YTBEPXIEHO
[IPOTOKOJI BKCIEPTHOM KOMMCCUMU [IPOTOKOJI BKCIEPTHO-IIPOBEPOUHON
cyna KOMMUCCHUM apxXMBHOTO yUPEXIEHUI
OT " " N OT " " N
IOKYMEHTE B KOJIMUECTBE enMHNL XpaHeHusa (neJ,

(umdpaMm M OPONMCHIO)
BJIEKTPOHHEX IOKYMEHTOB) :
Ha OyMaXHOM HOCUTEJIe BECOM KI' COaHE Ha YHUYTOXEHME;
Ha DJIEKTPOHHOM HOCHUTEJIe CHAaHb Ha YHMUTOXEHUE




(crtoco® YHUUTOXEHMS)

HamMeHOBaHMEe IOOJIKHOCTMU
paboTHUKA Cyzna,
COaBlLIETO HOOKYMEHTEL
(momnmce)

(nara)
EOKyMeHTH YHUYTOXEHEI B YCTAaHOBJIEHHOM IIOpAIKE.
HaumeHnoBaHUe OOJI)KHOCTU

paboTHMKA Cyla, YIOJHOMOUEHHOTO
OCYWEeCTBJSATHE KOHTPOJL 3a yTulImM3laluemn

(momnmce)
(mara)
VI3aMeHeHVs B YyUYeTHHE JOKYMEHTHE BHECEHH.
PaboTHMK, OTBETCTBEHHEM
3a paboTy apxuBa
(momnmco)

(naTa)

(pacumdporka IOONUCH)

(pacumdporka IOONUCH)

(pacumdpoBKa MIOANUCHK)

<2> Mpu BblAENEHUN K YHUUYTOXKEHUIO AOKYMEHTOB NpM NOAMOTOBKe AeN K nepejaye B apxuBs cyaa

rpada He 3anonHsercsa.

Komy mnpezncraBiisgeTcsa

Mpunoxenue N 14

K MHCTpYKLUMK O nopaaKe opraHU3saumm
paboTbl apxmnBoB peaepasnbHbIX Cya08
obuwein topucamKkumnm

(HamMeHOBaHMUE U azgpec HonyanenH)

Kem npencrareisgeTcs

(HaMMeHOBaHMe M ajpec OTUMTEIBAKIETI'OCA apXmMBa

(@opMa CODCTBEHHOCTHM OTUMTHEBAKIETOCSH apXMBa)

[lacnnopT apxmpBa cyzna

Ha "1" mexabpsa 20 roza

1. Obume cBemeHUS

Kog cTpoku Konnyectso MNnowanap 3arpy»KeHHoOCTb
¢doHpoB APXMBOXPAHUANLLA, KB. M | apXMBOXPaHMAULLA (B NPOLLEHTAX)
A 1 2 3

101




2. CBemeHmMsa O OOKyMeHTax

MokasaTtenun Koa Konnyectso eaAnHUL, XpaHeHMA
cTp
oKu | BCET KpanHue M3 HUX BHECEHO B | XpaHUTcA | obpasye
o} Aatbl onucm, CcBepx | TcAaBrog
YTBEPXKAEHHbIE | YCTAHOB/ nen
(cornacoBaHHble) | eHHOro
IINK apxuBHOro CpoKa
yyperKaeHus
Hayan | KoHeY |Bcer| KpailiHue
bHaA | HaA o [atbl
Hayan | KoHe
bHaA | YyHaA
A b 1 2 3 4 5 6 7 8
MocTtoaHHOro xpaHeHua <3> | 201
Mo nnyHomy cocrasy 202 X

3. Kanmpel

Koga cTpoku

Ko/im4yecTBo WTaTHbIX paboTHUKOB

301

YycinoBusa XpPaHeHd IOOKYMEHTOB

(HyXHOE NIOIYEPKHYTH)

XpaHunuuwe €CTb, HET; CyX0e, CbIpPOe; CBET/I0., TEMHOE

OTonnexune LLeHTpabHOE, NeYHOoe; OTCyTCTBYeT

Crennaxmu MeTaNNNYecKme, AepeBsaHHble, KOMBMHUPOBAHHbIE;
HeT

WkKaobl LepeBsiHHble, MeTaNIMYeckme; OTCYTCTBYHOT

CurHanusaums noKapHas: ecTb, HEeT; OXPaHHasA: ecTb, HeT

YuTtanbHbIM 3an

€cTb, HeT

TemnepaTypHO-BNAXKHOCTHbIN PEXUM

cobntopaertca, He cobatopaerca

20 T.

[lpencepmaTens cyna

(momnmce)

(®.M.0. UCOOJIHUTEJIS)

(TesredOH MCIIOJIHUTEJIS)

(pacumdpoBKa IONNUCH)




<3> lpwu cocTaBneHUN nacnopra apxmsa LenecoobpasHo B cTpoke 201 BHOCUTL AaHHble O Aenax
MOCTOAHHOMO XPaHeHWA OTAENbHO MO rPaMKAAHCKMM, afMUHUCTPATUBHbLIM, YIrONIOBHbIM Aenam, Aenam
obuiero aAenonponsBoAcTBa.

MpunnoxkeHue N 15

K MHCTpYKLMM O Nopsake opraHu3aumnm
paboTbl apxnBoB peaepasnbHbIX Cya0B
obuwein topucamkumnm

(HaMMeHOBaHME cyma)

YUeTHBEIe CBeIeHMA O IOOKYMEeHTAax, XPaHAIMXCA B apXuBe Ccyla

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

2. CBemeHmMsa O OOKyMEeHTax

MokasaTenu KonnuectBo egnHuL, XxpaHeHNa
BCer| KpaiHue U3 HWUX BHECEHO B | XxpaHuUTcA | obpasyeTc
o AaTbl onucu cBepx ABroa
) ycTaHoBne aen
Hayan | KoHeu | Bcer| KpaiHue HHOTO
bHaA | Haa | o AaTbl cpoka

Ha4yan | KoHe
bHaA | YHaA

A 1 2 3 4 5 6 7 8

MocToAHHOroO XpaHeHwUA

BpemeHHbIx (cBbiwe 10 neT)
CPOKOB XpaHeHus

BpemeHHbIx (a0 10 net) cpokos
XpaHeHus unm "ao MMHOBaHUA
HagobHocTn"

Mo AnYHOMy cocTasy

[lpencenmaTens cyna




(naTa)

®.11.0.

VCIIOJIHUTEJIA

(momnmce) (pacumbpoBka MOONMUCH)

MpunnoxkeHue N 16

K IHCTPYKLUMKM O nopAaKe opraHM3auum
paboTbl apxnBoB deaepasibHbIX Cya0B
obLen opucanKumnm

(HamMeHOBAaHME CymIa)

(Ha3BaHME apxuBa Ccyna)

KHUT'A
ydeTa NOCTYIUJIEHMA U BHOBTUA OeJl, OOKYMEHTOB

Tom N

Hauar

OKOHUEH



[ata HanmeHoBaH | HaumeHoBaH | Ha3eaH oAbl Bua MNMocTynneHmne onncaHHbIX BbibbITME ONMCAHHbIX HeonucaHHbIx | MpumeyaH
n/ | noctynneH ne ne, Homep u Mewn | noctynuew | HOCUTE OOKYMEHTOB LOKYMEHTOB nen, na
n mamn opraHmMsauumn haTa HOMmep WX UIn na <4> LOKYMEHTOB,
BbI6bITMA | (CTPYKTYpHOrO | AOKyMeHTa, | ¢oHAa | BbiBbIBLIMX KO/IM4ECTBO €ANHNL, XPaHEHNA | KOJIMHECTBO €ANHNL, XPaHEHNA INCTOB
noapasaeneH | No KoTopomy OOKYMEHTO
W, Nnua, nocTynuam B N0 ONUCK MOCTOAHHO | BPEMEHH no NMOCTOAHHO | BPEMEHH no nocTynu | BblbbIn
apxuBa), oT | UK BbIBbIM nen, ro bIX NIMYHO ro bIX JINYHO no o}
KOTOpOM [OKYMEHTbI [IOKYMEHTO XpaHeHusa | (cBbiwe my XpaHeHus | (cBblwe My
nocTynnAu B 10 net) | coctas 10 net) | coctas
(nnn BbIGBINK) y y
aena,
OOKYMEHTbI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Vitoro B TOOYy NOCTYNMJIIO

(umdpaMm M OPONMUCHI)

eOVHNL], XpaHeHud <5>, B TOM yuucie :

Ha OyMaxHOM HOCHUTeJIe ,
(umbpaMy M MNPONMUCHIO)

BIIEKTPOHHEBIX ,
(umdpaMm M OPONMUCHI)

AyIMOIOKYMEHTOB ,
(umbpaMy M MNPONMUCHIO)

BUIOEOIOKYMEHTOB

(umdpaMm M OPONMUCHI)
[lokaseBaATCSA pa3OeJIbHO MTOTOBHE HOaHHHEe nno 11, 12, 13, 15.

PaBOTHMK, OTBETCTBEHHBI
3a paboTy apxusa

(momnmce) (pacumdporka IOONUCH)

(nara)

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

KoHcynbTaHTIAOC: NpUMeYaHue.
Hymepaumnsa CHOCOK AaHa B COOTBETCTBMU C ODULMANbHBIM TEKCTOM AOKYMEHTA.

<55> Mpn HaaMuum rmbpuaHbix aen Tom(a) Ha BymaxkHOM HocuTene yyuTbiBaeTca B cTpoke "Ha
6ymarkHOM HocuTene", Tom(a) Ha 3/1eKTPOHHOM HOCUTENE YUNTLIBAETCS B CTPOKE "DIEKTPOHHbIX".

MpunnoxkeHmne N 17

K MHCTpYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obLLel PUCANKLMM

(HamMeHOBaHMEe cyma)

CINMCOK $OHIOB

Tom N
HauatT
OxKOHUYeH

N [ata nepsoro | HasaHue OTmeTKa o BbibbITUM doHAA Mpumeya

doHaa | noctynneHus doHAaa HUA
[OKYMEHTOB MECTO | nata u N gOKymeHTa, Ha OCHOBaHUU
doHaa BbIObITUA KOTOPOTO BbibbIA
1 2 3 4 5 6




Ha 01.01.

B CIIMCOK BKJIOUEHH GOHIEI C N

U3 CHOMCKa MCKJUeHB GoHIE C N

Bcero xpaHuTCca B apxuse

no N ,
no N

bOHOOB, M3 HUX:

(umdpaMm M OPONMUCHI)

comepxarT ocoDO LieHHBlEe »ea.

(umbpaMy M NOPONMUCHIO)

Homepa cBOOOZXOHEIE :

Homepa BHIOHIBIIME

(mepenaHHBE)

HamMeHOBaHMEe OOJDKHOCTM JMlla,

COCTaBMBIIETO MTOTOBYK I'OOOBYI 3allMChb

(naTa)

PaboTHUK,

OTBETCTBEHHLIM

3a pabory apxmusa

(nara)

JMCT SOHIOA N

(momnmceo) (pacumbpoBka MONNMUCH)

(momnmce) (pacumdpoBKa IIOONIUCH)

MpunnoxkeHne N 18

K MHCTpYyKUMK O nopaaKe opraHUsaumm
paboTbl apxmBoB PpeaepasbHbIX CyL0B
obLLel PPUCANKLMM

MEeCTOHaXOXIOeHN e @OHHa

(HamMeHOBaHMEe cyna,
roe xpaHuTcsa QOHIA)

(naTa IIepBOT'O IIOCTYIIJIEHUA

IOKYMEHTOB GoHIa)

KpaiHue aaTbl KaXkaoro HassaHua ¢oHaa

HasBaHue doHaa

1 2
Yuer HeOIMCAaHHHX JOKYMEHTOB
[arta Ha3BaHue, N n MNoctynneHune BbibbiTHe Hannuue
3anMcu | AaTa AOKYMeHTa, (ocTaTok)
no KoTopomy
AOCTYNWAK MK KO/IMYecTBo KpaniHu KO/IMYeCTBO KpaliHu | Bcero aen
BbIBLILM eanHUL, e AaTbl eanHUL, e aatbl
[OKYMEHTbI XpaHeHus XpaHeHus
(moKkymeHTOB, (morkymeHTOB,
nucTos, 6aunT) nncTos., 6anT)




2. YueT ONMCAaHHBX IJOKYMEHTOB




Oata | Homep | loa( | HasBaHue | Moctyn BbibbiTHE Hannune (octaToK) eAnHUL, XpaHeHus
3anmuc | onucu | bl) onucu uno
" nen, nen, efuHn | KOZMYe | OCHOBa | B TOM YMCNe MO | Ko/nde 8 TOM yuncne:
[OKyMe LOKYMEHT m CTBO Hue onucam, CTBO
HTOB 0BMAM | xpaHeH | EAMHNLL BbIBLITU | YTBEPIKAEHHBIM | eauMHuL, NOCTOAHHOIO XpPaHeHUA no IMYHOMY
aHHOTauUMA | s XpaHeH A 3MK XpaHeH cocrasy
(kpaTkan "7 (HaszaH " KO/INYE | KpaliH | M3 HUX NO ONUCAM, | KOAWUY | KpaiHU
XapakTepu me, CTBO ve | ytBepaeHHbIMm IMNK | ecTtBo | e Aathbl
CThKa Aara, N efnHuL, | AaTbl eanHn
AORYMEHT AOKYME | onmuec | kpaiit XpaHeH KONNYECTB | KpalHu m
08) HTa) TBO ne us O eAuHuL, | e AaThl | xpape
eAnHuy, | aaTbl XpaHeHus HUS
XpaHeHn
A
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




MpunnoxkeHue N 19

K IHCTPYKLUMKM O nopAaKe opraHM3auum
paboTbl apxnBoB deaepasibHbIX Cya0B
obLen opucanKLnm

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
"o N
(momnmce) (pacumdporka IOONUCH)
O TEeXHUUECKMX ommbKax
B YUYETHHX IOOKYMEHTax
(mara)

doum N
HazBaHue ¢oHIa

B xome BBIIIOJIHEHUA

(Bum pabor)
OOHAPYXEHBE TeXHUUeCKMe OWMOKM B 3alMCHAX:

Ha3BaHue goKymeHTa CywecTaytoLLan 3anmncb Cnepyet 3anucatb
1 2 3
B pesyJibTaTre KOJIMUECTBO eOVHNIL] XPpaHeHusa (emmHMII yueTa) He
U3MEHUJIOCE / yBEeJIUMUMUIIOCE / YMEHbIIMIIOCE Ha e OVHNLIL

(undpaMm ¥ HOPONUCHI)
XpaHeHud (eImHUL ydeTa) .

[lpyMeyaHus :

Pa®oOTHUK, OTBETCTBEHHHIMN
3a paboTy apxmuBa cyna

(momnmce) (pacumdpoBKa MONNUCH)

(naTa)
VI3MeHeHUSI B YYeTHBEIe OOKYMEHTEI BHECEHEL.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(momnmceo) (pacumpporka IOONMUCH)

(nara)

Mpunnoxenme N 20



K IHCTPYKLUMM O NopsZKe opraHusaumum
paboTbl apxnBoB deaepasibHbIX Cya0B
obuen pucamkumum

YTBEPXIIAK
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
" " N
(momnmceo) (pacumbpoBka MONNMUCH)
06 OOHAPYXEHUM apPXMUBHEIX
IOOKYMEHTOB, He OTHOCSMXCH,
K IOaHHOMY OGOHIYy, HEeYUTEeHHHX (mara)

B xome

(Bun paboTel)

OBLJIO ODHAPYXEHO

(B doHme, B apxmuBOXpaHMIMIlle, padoueM IIOMEUEHUN)

N 3aronoBok Wnop (npn | KpaltHme gatbl |  Konmyectso K Kakomy MpnmeyaH
n/n eauHULbI Han4mm) nnctos (6anT) doHay us
XpaHeHus, OTHOCUTCA
OOKYMEHTa (HoBBbIM
wudp)
1 2 3 4 6 7
VToro OOHAPYyXEeHO
(undpaMm M HOPONUCHI)
IJOKYMEHTOB .

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna
(mommmce)

(nara)
VIsMeHeHa B yquHbIe ,HOKyMeHTbI BHEeCEHEI.
PaBoOTHMK, OTBETCTBEHHHIMN

3a paboTy apxmBa cyna
(momnmce)

(nara)

(pacumdpoBKa MIOONMUCHK)

(pacumdpoBKa MONNUCH)

MpunnoxkeHne N 21

K MHCTPYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obLel PUCANKLMM

YTBEPXIAI



(HamMeHOBAaHME cCymOa)

AKT [lpencenmaTens cyna

(momnmce) (pacumdpoBka IOONMUCH)
O HeOOHAapyXeHMM apxXMBHEBIX
IOOKYMEHTOB, IIyTM PO3EHCKA
KOTOPHEIX MCUepPIlaHbL (marTa)

Hasepaume u N ¢oHma

B pesysneTare

YCTaHOBJIEHO oTcyTCTBMe B (QOHIEe [EepPeuMCJIEeHHEX HMke nej (OOKYMEHTOB),
IPEeONPUHATEHE apXMBOM MEpPHl IO POBHCKY HeJl HOJIOXKUTEJbHHX Pe3yJIbTaTOB He Iaju,
B CBSA3M C YeM CUMTaeM BO3MOXHBIM CHATH C ydeTa:

N | Onuce | EgmHmua 3aronoBok KpaliHne | Konuuectso |[Mpegnonaraem | MpumeyaH
n/n N XpaHeHus eNHULbI Aarbl nnctos (6aliiT) | ble NPUYKHBI ua
N XpaHeHus OTCYTCTBMA
(apxuBHbIX
[OOKYMEHTOB)
1 2 3 4 5 6 7 8
JToro

(undpaMm M OPONUCHIO)
eIMHUL XPaHEeHUs (APXMBHHX HOOKYMEHTOB) .

ComepxaHue YTpPaudyeHHHX MaTepMaJjioB MOXeT OBTb YaCTMUUYHO BOCIIOJIHEHO CJIeIyIIUVMMU
eIMHMIIAMM XPaHeHMs (ODOKyMeHTaMM) :

(HOMepa SIOVHUIL XPaHeHMA
n X T'PYIIIIOBEHE BaI‘OJ'IOBKI/I)

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna

(mommmce) (pacumdpoBKa MIOONMUCHK)
(mara)
YTBEPXIEH <6> COTJIACOBAHO
[IpOTOKOJI BKCIEPTHO-NIPOBEPOUHON [IpOTOKOJI DKCIEPTHOM KOMMCCUMK
KOMMCCUM aPXUBHOTO YyUYpexXIeHUSI cyna
OT " " N OT " " N

VI3MeHeHMrd B YUEeTHBEE IOOKYMEHTHE apXMBa BHECEHE.

PaB®OTHUK, OTBETCTBEHHHIMN
3a paboTy apxmuBa cyna

(mommnmce) (pacumbpoBka IONNUCH)

(nara)

<6> Mpun HeobHapyKeHun aen ApxusHoro ¢oHaa Poccuitckoit Pepepaumn.



MpunnoxkeHne N 22

K IHCTPYKLUMM O NopsZKe opraHusaumum
paboTbl apxnBoB deaepasibHbIX Cya0B
obuwein topucgmKkumnm

YTBEPXIAI YTBEPXIAI

[lpencenaTens cyna

(HaMMeHOBAHME IOOJIKHOCTU
PYKOBOOUTEJIA OpIlaHM3aluny,
NIPUHYMAIMEY NOKYMEHTH)

(momnmce) (pacumbporka NOONIMUCH) (momnmce) (pacumdporka IOONIMUCH)

(naTa) (naTa)

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

(ocHOBaHME mepenaduyM, K IPMUMEPY, MCTEUEHMEe CPpOKa XPaHEHMS IOOKYMEHTOB)

(HazBaHMe mnepemaBaeMoro QoHIa)

coaj,
(HazBaHMe cyma)
a IPUHAT .
(HaMMeHOBaAHME OpTraHM3alLMUM, IPMHMMAaLILEN IOKYMEHTEH)
[I[pMHMMaeT Ha I'OCYyHapCTBEHHOE XpaHeHMEe IOKYMEHTH 3a T'OOH

n CHpaBOT-:IHbe/JI aliriapaT K HYM:

N HasBaHue, HOMep onucun Konunyecrso 3K3emMmnnAapos Konnuyectso eanHu, MpumeyaH
ﬂ/ﬂ aen, OKYyMeHTOB onucun aen, OKYMeHTOB XpaHeHUnA nAa

1 2 3 4 5

MToro MNpmMHATO

(undpaMm M HOPONUCHI)

eIOVHNL],
XPaHeHUs .
[lepenadyy TNPOU3BEJIN: [IpyieM NPOMBBEJINU :
(DoJpxkHOCTL) (mommmch) (pacumppoBKa (DOJIXHOCTE ) (momnmuce) (pacumbppoBKa
MOIINCH) MNOIINCH)
(mara) (mara)
3MeHEeHUS B yUEeTHBEE IOKYMEHTH BHECEHH.
PaboTHUK, OTBETCTBEHHBM
3a paboTy apxmuBa cyna
(momnmceo) (pacumpporka IOONIMUCH)

(nara)



MpunnoxkeHue N 23

K IHCTPYKLUMKM O nopAaaKe opraHu3aumm
paboTbl apxnBoB deaepasibHbIX Cya0B
obuwein topucamKkumnm

YTBEPXIAI
(HamMMeHOBAaHME CyIa)
AKT [lpencenaTens cyna
ll—ll N
(momnmceo) (pacumbpoBka MONONMUCH)

O HEeMWCHPAaBVMBIX [MOBPEXIESHUAX
APXMBHBEIX INOKYMEHTOB (mara)

HazBaume u N QoHOa
B doHIe oOHapyXeHH INOKYMEHTH, NIPU3HAHHEE HEMCIPaBMMO [NOBPEXIEHHBIMMU :

N | Onuco N | EgnHm 3aronoBok KpaitHne | Konnuectso | CyLHOCTb U Mpumeya
n/n ua NnoBpeXaeHHbIX hatbl nmcTtoBs NPUYUHBI HUA
XpaHeH eanHuL, (6anT) nospexaeHus
ma N XpaHeHuA
1 2 3 4 5 6 7 8

JITOro OOHapyXeHO HEMCIPabBMMO MNOBPEeXIEHHBIX

(undpaMm ¥ HOPONUCHIO)

SIOVMHNIL XPaHEeHUA (apXI/IBHbIX ,I[OKyMeHTOB) .

[lepeuncJieHHEEe eOUHULE XpaHeHMd  (apXMBHBEIE NOKYMEHTH) I[IOIJIeXaT CIMCAHUIO
BBUILY :

SOkcHnepTe <7>:

(HaMMeHOBaHME IOJIKHOCTEM SKCIepTOB, IIONIMUCH,
pacumpporKa MNOONMCENM, IaTa)

(N m maTa npukasza OpencelaTelid Cylda O CHATMM HEUCIPaABUMO I[IOBPEXIEHHEIX
APXMBHEIX IOKYMEHTOB C yudeTa)

PaB®oOTHUK, OTBETCTBEHHHIMN
3a paboTy apxmuBa cyna

(monnmce) (pacumppoBKa MNOONMUCHU)
(nara)
COT'JIACOBAHO YTBEPXIEH <8>
[IPOTOKOJI 3KCIEPTHOM KOMMCCUU [IPOTOKOJI 3KCIEPTHO-NPOBEPOUHOM
cyna KOMMCCHUM apPXMBHOTO YyYpPEeXIEeHUI
oT " " N oT " " N

3MeHeHMa B YyUeTHHE IOKYMEHTEL apXrMBa BHECEHEH.



Pa®OTHMK, OTBETCTBEHHEI
3a paboTy apxmuBa cyna

(momnmce) (pacumdporka IOONMUCH)

(nara)

<7> MNpun HaNMUNKN JOKYMEHTOB, BKAHOUYEHHbBIX B cOCTaB ApxmnsHoro ¢oHaa Poccuiickoin deaepauymm.
<8> [1na AOKYMEHTOB, BK/IIO4EHHbIX B cocTaB ApxuBHoro ¢oHaa Poccuiickoin Pepepauymn.

MpunnoxeHue N 24

K MHCTpYKUMK O nopaaKe opraHu3saumm
paboTbl apxmBoB dpeaepasibHbIX CyL0B
obLLel PPUCANKLMM

YTBEPXIA
(HaMMeHOBaHME cyma)
AKT [lpencenmaTens cyna
" " N
(momnmce) (pacumdpoBKa IOONUCH)
IIPOBEPKM HaJIUUMS M COCTOSHUS
APXMBHEIX HOOKYMEHTOB (marTa)
doum N
HaseaHue oGoHIa
Homepa onmucen
[I[poBepka NPOBOOMIJIACH C 1o
[IpOBEPKOM yCTaHOBJIEHO:
1. UMcamMTCcda IO ONMCHAM Iejl: eOVHUL XPaHEeHUS.
(koJIMUecTRBO)
2. BBISBJIEHBE TeXHUUYECKMUE OMMOKM :
2.1. VmMmenTCHa JIMUTEPHHE HOMEpPaA:
a) He YUTeHHHE B MTOTOBOM 3alucCu eOVHUL XPaHeHUs;
(koJIMUecTRBO)
©) He IIepeuMuCJIeHHbBle, HO YyUTEHHBIe
B MTOTOBOW 3aluCU eOVHUL XPaHEeHUs .
(koJIMuecTBO)
2.2. TlponyleHO HOMEPOB:
a) He YUTEeHHEX B MTOT'OBOM 3alllCU eOVHUL XPaHEeHUS;
(koJIMUecTRBO)
©) He I[epeuMCJIEHHHIX, HO YUYTEHHHX
B MTOTOBOW 3aluCU eOVHUL XPaHeHUs .
(xomMuecTBO)
2.3. IOpyrue, B pes3yJjibTaTe uero oOBLeM
YBeJIMUMIJICS Ha eOVHUL XPaHeHUs;
(xkoJIMuecTBO)
YMEHBIIMIICS Ha eOVHUL XPaHEeHUS .
(xomMuecTBO)
3. UMcamMTCda IO ONMCHAM B pesyJbTaTe
YCTPaHeH s TeXHUUECKUX OomMbok eOVHUL XPaHeHUS.
(komMuecTBO)
4. He okaszajioCh B HaJINUUU eOVHUL XPaHEeHUs .

(xomMuecTBO)



5. VMeeTcs B HaJMUMUM 110 IaHHOMY OGOHIY

(BKJIOUEHHBIX B OIIMCHU) eOVHUL XpaHeHUsd,
(koJIMuecTBO)
U3 HUX TpeOyolUX :
a) mesuHbekIUU eOMHNIL XPaHEeHUS;
(koJIMuecTBO)
©) Oe3MHCeKLUU eOVHUL XPaHEeHUHd;
(koJIMuecTBO)
B) pecTaBpauuu eOMHNIL XPaHEeHUS;
(koJIMUecTBO)
T') I[epeljieTa WM IONOWUMBKU eOVHUL XPaHeHUs;
(koJIMuecTBO)
II) BOCCTAHOBJIEHMS BaTyXallMX TEKCTOB eOVHUL XPaHEeHUs;
(koNMMuecTBO)
€) CHATMSA C ydyeTa BBUIY HEUMCIPABUMEIX [1OBPEXIESHUMN eIVIHNL],
(koIMuecTBO)
XPaHeHUs;
X) [OPpOBeIeHUS MUTI'PaALUMU
(OJI19 DJIEeKTPOHHEIX IOOKYMEHTOB
Ha Oousnueckm OOOCOOJIEHHBEIX HOCUTEJISX) eIVHUL XPaHEeHUId.
(koJIMuecTBO)
6. VMeeTCcs He BKJIIOUEHHHX B OINUCHU eOVHUL XPaHEeHUS.
(koJIMuecTBO)
7. VToro mO IOaHHOMY OQOHINY (BKJIIOUEHHBIX M HE BKJIOUEHHHBIX B ONMUCH),
VIMEIIMXCA B HaAJIMUUU eOMHUIT XpaHeHI/IH.
(koNIMuUuecTBO)
8. XapakTepMUCTMKa YCJIOBUM MX XPaHEHUS.
OTpmuaTeanHe ABJIEHVMA B COCTOAHUNM UM YCJIOBUMAX XpaHeHI/IH.
[IpOBEPKY NPOU3BOIOUIIM :
HammeHoOBaHUE
IOJIDXKHOCTEN
PabOTHMKOB
(momnmce) (pacumdpoBKa MONNUCH)
(mara)

(HaumeHoBaHMe cyaa)
AKT

n n N

MpunnoxkeHne N 25
K MHCTpYKLMM O NnopAaaKe opraHn3aumnm

paboTbl apxmMBoB PpeaepasibHbIX CyA0B
obLel PUCANKLMM



O Bbla4€ apXMUBHbIX JOKYMEHTOB BO
BpemMeHHOE NoJib30BaHKNE

(HaMmeHoBaHMe opraHM3auunm)

(noutoBbIV agpec)

OcHoBaHue

Llenb Bblgaum OKYMEHTOB

BblaatoTca cieaytoume eanHULbl XpaHeHus us ¢oHaa N

(Ha3BaHue)
N n/n | Onucb N EamHuua 3aronoBOK eanHULbI Konunyectso MpumevaHua
XpaHeHusa N XpaHeHus nucTos (6anT)
1 2 3 4 5 6
Bcero BbigaeTca eANHUL, XpaHeHns

(umdpamm 1 nponuceto)

06LWUM KONMYECTBOM NNCTOB (6anT)

(undpamm 1 nponuceto)

Ha CPOK

JOKYMeHTbl  BblAaHbl B  YNOPALOYEHHOM  COCTOAHMM, NOAWMUTbI, B  06/0XKKaX,
NPOHYMEPOBAHHbIMU IMCTAaMM U 3aBEPUTENbHBIMM HAAMUCAMM.

[OKyMeHTbI Bblaan:

PaboTHMK, OTBETCTBEHHDIN 33 paboTy
apxuBea cyaa

c

(noanuce) (pacwmdposka noanucu)

(naTa)




HayanbHUK oTAeNa AenonpomnsBoacTsa
(obwero otaena) cyaa

(noanucob) (pacwwndposka nognucwm)

(nata)

MonyyaTeno 06A3yeTcA He NpPefoCTaBAATb AOKYMEHTbl, MNOJIyY4EHHblE BO BPEMEHHOE
nosib3oBaHWe, ANA NPOCMOTPA, NPOCAYLWMBAHUA WM UCMNOJIb30BAaHUA APYrMM OpraHM3aumam u
NMOCTOPOHHMM NIML,AM, HE BblAaBaTb NO HUM KOMMUI, BbINMMUCOK M CMPABOK, HE NPOU3BOAUTL U3bATUA
KaKMX-nMbo 4acten M3 BblAaHHbIX AOKYMEHTOB, He Myb6AMKOBATb AOKyMeHTbl 6e3 paspelueHus
OpraHusaumm, Bblaasliei OKyMeHTbl. MNonyyatens npeaynpexaeH ob oTBETCTBEHHOCTU 3a yTpaTy
WKW NoBpeXAeHMe BblAAHHbLIX AOKYMEHTOB B COOTBETCTBMM C 3aKOHOZATENbCTBOM Poccuitckom
depgepaunn.

MonyyaTenb 06A3yeTcA BEPHYTb AOKYMEHTbI B aPXMB B YKa3aHHbI/ B aKTe CPOK.

[OKYMEHTbI NPUHAN:

HanmeHoBaHWe AOMKHOCTU PaBOTHUKA
opraHusauum-noayyaTens

(noanuce) (pacwmdposka nognucu)

(naTa)
[lokymeHTbI caan:

HanmeHoBaHWe AOMKHOCTM paboTHUKa
opraHusaumu-nonyyaTens

(nognuce) (pacwmdposka nognucu)

(naTa)

JOKyMeHTbI NPUHAN:

PaboTHMK, OTBETCTBEHHbIN 32 paboTy
apxuBea cyaa

(noanucob) (pacwmndposka nognucum)

(naTa)

MpnnoxkeHne N 26

K MHCTPYKLMM O NnopAaaKe OpraHn3aumnm
paboTbl apxmMBOB PpeaepasibHbIX CyL0B
obLel PUCANKLMM



YTBEPKOAIO

(HaMmeHoBaHMe cyaa)

Mpeacepatens cyaa
AKT
n n N
KOHBEPTALMMN NEKTPOHHbIX (noanuce) (pacwudposka nognucu)
apPXMBHbIX AOKYMEHTOB
(pata)

B CBA3U C HEBO3MOXHOCTBIO BOCIIpOM3BENEHNUA, MCIIOJIE30BAHUSA BJIEKTPOHHBIX
APXMBHEIX IOKYMEHTOB B dopmMaTax, B KOTOPHBX OHM OBJIM IIPUHSATEL Ha apxXMBHOE
XpaHeHue, OblJla NpoM3BeleHa KOHBEPTAaLMA:

(maTa MM nepmuon BPEMEHMU)



ApXu1BH 3aron10BOK K NcxogHoe | UcxopHble | UcxopHasa | UcxogHbid | Ucxogdbid | HammeHoBaH Hataun KoHTponbH | O6bem (B dopmat d.1N.0.
bInA TEKCTY, AaTa U | HAUMEHOBAH AaTtau KOHTPO/NbH | 0b6bem (B dopmart ne dalina Bpems an cymma 6ainTax) daina paboTHMKa,
wudp |perucTpaumoHH| ue daina Bpems an cymma 6ainTax) daina 3/IeKTPOHHOT | nocnegHer (xew- daina 3/TEKTPOHH | BbIMOJIHUBLL
bl HOMEpP | 3/IEKTPOHHOT | nocnegHer (xew- dainna 3NEKTPOHH | O AOKYMEHTA o cymMmma) 3NEKTPOHH oro ero
OOKYMEHTa | 0 OKYMeHTa o cyMma) 3NEKTPOHH oro N3MeHeHuA danna oro OOKYMEHTa | KOHBepTaLM
M3MEHeHUA daiina oro OOKyMeHTa daina 3/IEKTPOHH | AOKYMEHTA o
danna 3NEKTPOHH | AOKYMEHTA 3NEKTPOHH oro
3NEKTPOHH oro oro OOKYyMeHTa
oro OOKyMeHTa AOKYMeHTa
AOKYMEHTa
1 2 3 4 5 6 7 8 9 10 11 12 13




VicxonHele Gaiybl DJIEKTPOHHEIX aPXMBHEX IOKYMEHTOB COXPAaHEHEH.

PaboTHUK, OTBETCTBEHHbIN
3a paboTy apxvBa cyaa

(mata)

(mnognuce)

(pacwmdposka noanucu)

MpunnoxkeHue N 27

K MHCTPYKLUMKM O nopAaKe opraHM3auum
paboTbl apxnBoB deaepasibHbIX Cya0B
obwei topucamKkumnm

KHMT'A BHIAUM EIOVHNMI XPAHEHVA BO BPEMEHHOE IIOJIB30OBAHME

HauatTa

OKOHUEeHa

@opMa TUTYJIBHOT'O JIMCTa KHUMI'WM BbBIOAYM OEJI

N HanmeHoBaHue Komy [ata Bblgaun, [ata Bo3Bparta MpumeyvaHma
n/n | (Homep) BblAAHHOrO | BbIAAHO, C| NOAMUCH MLA, 4ena, nognucb
OOKYMEHTa Kakom NoJly4YmBLLErO vua,
Lenbo aeno BEpHyBLLEero
aeno
1 2 3 4 5 6
NToro B Tony BBEOAHO M3 XpaHunmma N
(umdpaMy M HOPONMUCHIO)
SIOVMHNL XPaHEHUA.
Pa®OTHUK, OTBETCTBEHHHM
3a paboTy apxmuBa cyna
(momnmce) (pacumdpoBka MONNUCH)

(nara)

MpunnoxkeHne N 28
K MHCTpYKLMKM O NnopAaKe opraHu3aumnu
paboTbl apxmBoB PpeaepanbHbIX CyL0B



obLeln pUCaAnKLNK

(HaumeHoBaHMe cyaa)

JINCT NUCNOJIb3OBAHNA JOKYMEHTOB

®oHa N Onucb N EamHuua xpaHeHmna N
[ata Komy BblgaHo: | XapaKTep Ucnosib30BaHMA N Mognuce nnua,
MCnosb30Ba dbamnnns, (konuMpoBaHMe, BbIMUCKK, | UCMOIb30BAHHbIX | UCMOb30BABLLETO
HUA WMHULMaNbI npocmoTp) nnctos aeno
(pazbopumso)
1 2 3 4 5
MpunnoxkeHne N 29
K MHCTpYKLMK O MopsaaKe opraHu3saumm
paboTbl apxnBoB deaepasibHbIX Cya0B
obuwei topucamKkumnm
(HaumeHoBaHMe cyaa)
KAPTA-3AMECTUTE/Ib EANHULBI XPAHEHWA
BblJAHO
®poHg | Onucb N EomHuua Komy JaTta MNognucob JaTta Moanuck
N XpaHeHuna N Bblgaumn BO3BpaTa
1 2 3 4 5 6 7 8




Mpunnoxkenue N 30

K MHCTPYKLMM O nopAaKe opraHu3aumm
paboTbl apxnBoB deaepasibHbIX Cya0B
obLen opucanKLnm

WTAMM "KONWA BEPHA"
[71A 3ABEPEHUA COOTBETCTBUA KOMKN CYAEBHOIO AKTA NOAJ/IMHHUKY

"Konus BepHa"
NoANUCh Cyabu

HaumeHoBaHUWe A0NKHOCTU
YNONHOMOYEHHOIo paboTHUKa annapaTa
denepanbHoro cyga obuien lopucamkumm

(noanuco) (MHMumansl, pammnnms)

" 20 .

MpunnoxkeHme N 31

K MHCTpYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obLLel PUCANKLMM

OBPA3EL, HAK/IEMKMN
C 3ABEPUTENIbHOW HAZMWUCBIO, NCMONB3YEMOW MPY OSOPMJ/IEHUN
3ABEPEHHbIX KOMWUIM CYAEEHbIX AKTOB

HanmeHoBaHue depepanbHoro cyaa obuiei
PUCANKLNN

MpPOHYMepoBaHO U CKPenIeHo
neyatblo imcToB
noAanucb




1.

MpunnoxkeHne N 32

K MHCTPYKLMM O NnopsaaKe opraHn3aumnm
paboTbl apxMBOB PpeaepasibHbIX CyL0B
obuwein topucgmKkumnm

[lpencepaTerno cyna

oT

14
(¢.11.0., mnpoueccyaJibHOE IIOJIOXeHUe,
IOaHHEE IOOKYMEHTa, YIOCTOBEpSoIeTO
JVYHOCTH M IOJIHOMOUMS)
IpoXuBamumeIro 10 aIpecy:

HOMEP KOHTAaKTHOI'O TeyedboHa :

3agaBJIeHUE
O BHIAUE KONUM CymebHOTO akKTa

[lpowy BEIOATH MHE KONMO (MM) CyHOeOHBIX aKTOB

o mejy

(yxazaHMe HaMMEeHOBAaHME M PEeKBU3UTH CyneOHOT'O aKTa)

Nomnuce/®.M.0. (pacumbpoBarTs) :

2.

" 20 T.

Konuioo cymeBHOTO akKTa MIOJIyuMJI

(. M.0. u mommnmchb JMula, [IOJIYUMUBIIETO
KOIMMIO, JaTa BBOAUM KOIIUM)

Beimas
(momxHOCTL, ®©.M.0., nommmch paboTHMKA allapaTa CyDa, BHBIOABIETO
cynebHoe pneJsio, naTa)

MpnnoxkeHne N 33

K MHCTpYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obuwein topucamKkumnm

[lpencemaTerno cyna

oT 14
(®.11.0., mpoueccyaJibHOE IOJIOXeHUEe,
IDaHHEE INOKYMEHTa, YyIOCTOBepdAoleIo

JIMYHOCTEL ¥ IIOJIHOMOUMS)

NPpOXMBAaKIETO IO aIpecy:

HOMEP KOHTAKTHOTO TejedoHa:

3asaBJIeHUE
O BHIOAYUE KOIUM ayIOMO3AaNUCKU CymeOHOTO 3acenaHms



1. Mpowy BHOATH MHE KONMI (MM) ayOuMoO3anucu CcyneBbHOTO BacelaHud [0 Helly

Nononuce/®.M.0. (pacumbdpoBarsh) :

1] 1] 20 .

2. DJIeKTPOHHHM HOCUTEJIb MHOOpMalMy OpuiiaraeTcsd.

3. Komnwmwo SJIEKTPOHHOT'O HOCHUTEJIA IIOJIYyUMII

(®.1.0. u momnmuchb Juia,
MOJIYUMBIIETO KOIMI, OAaTa BHIOAUN
KOIINWM)

4. Brenmaj

(mnomxHOCTL, ®.M.0., nommmuch paboTHMKA allapaTa Ccyla, BHIABIIEIO
DJIEKTPOHHEIM HOCUTEJIb, IaTa)

MpunnoxkeHne N 34

K MHCTpYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmBoB PpeaepasbHbIX CyL0B
obLel PPUCANKLMM

(HaMMeHOBaHME cyma)

Apmpecar

(mouToOBHIM aIpec, MHIOEKC)

(renedon, odakc)

(ampecCc B2JIEKTPOHHOM I[IOYTH)
APXVIBHAS CIIPABKA

N

(nara)
Ha N oT

TexkcT
OcHOBaHME :

[lpencenmaTens cyna
(MHOE YIIOJIHOMOUEHHOE JIMUILIO)

(momnmceo) (pacumpporka IOONMUCH)
(nmeuaTnb)

VICTIOJIHUTEJIb

(baMmnmsa, MHMLUMAJE, HOMep TejiedoHa)



MpunnoxkeHue N 35

K MHCTPYKLMM O nopAaKe opraHu3aumm
paboTbl apxnBoB deaepasibHbIX Cya0B
obLen puUcanKLnm

(HaumeHoBaHMe cyaa)

KYPHAN
perucrpaumm BblAaHHbIX KOMWIA, BbIMUCOK, JOKYMEHTOB

N ABTOp [datau Copepxa | HasBaHue Lataun Pacnucka B | Mpumeuy
n/n 3anpoca, pPerncTpaumnoH Hue Bbl4AHHOIO | PerucTpaLmo | NoaydYeHn | aHus
ncxo4ALLMM Hbl HOMep | 3anpoca | AOKYMeHTA |HHbIA HOMep |1 uau gata
HoMep, AaTa, 3anpoca (konus, BbI4AHHOIO | OTNPAaBKMK
agpec, Homep BbINMUCKa, OOKYMeHTa
TenedoHa cnpaBKa u
Apyroe)
1 2 3 4 5 6 7 8

(HaMmeHoBaHMe cyaa)

KAPTOYKA MOCTE/I/TAXKHOIO
TOMNOIPA®UYECKOIO YKA3ATENA

CTENNAKN

APXMBOXPAHU/TULLIE N

MpunnoxkeHne N 36

K MHCTpYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoB PpeaepasibHbIX CyL0B
obLLel PUCANKLMM

Wkad N

Monka N

doHa N

Onucb N

EanHU, XpaHeHnA MNpumeyvaHma

cN




noN

(HaMmeHoBaHMe cyaa)

KAPTOYKA NMO®OHAOBOIO
TOMOTPA®UNYECKOIO YKA3ATE/A

®OHA N

HasBaHue ¢poHAa

APXNBOXPAHUIULLIE N

MpunnoxkeHne N 37

K MHCTpYKLMM O nopsake opraHM3aumnm
paboTbl apxnBoB peaepanbHbIX Cya0B
obuwein topucamkumnm

Onwucb EomMHUL, XpaHeHuA Crennaxk N Wkrad N MNonka N MpumeyaHuma
N cN
noN
1 2 3 4 5 6

MpunnoxkeHne N 38

K MHCTPYKLMM O NnopAaaKe opraHn3aumnm
paboTbl apxmMBoOB PpeaepasibHbIX CyL0B
obLel PUCANKLMM

YTBEPXIAIO



(HamMeHOBAaHME CymOa)

AKT [lpencenmaTens cyna
" " N

(momnmceo) (pacumbpoBka MONNMUCH)
npreMa-Iepelady apxXUBHBIX
IOOKYMEHTOB CyHa IIpHu (mara)
CMeHe IpencenaTesnsd cyla

Hazspaume m N ¢ponma <9>

B coorereTCTBUU C IIPMKa30M N

rnepemnar,

(®.11.0. nmepenamomero) (®.11.0. npmHMMaILETO)
NPMHSAJ B IHNPUCYTCTBMM KOMMCCHM, OOpPas30BAHHOM Ha OCHOBaHMM HaHHOIT'O NpuKasa,
IOOKYMEHTH apxXmuBa 3a

(romer)
M CIPaBOUHEM allapaT K HUM.
N n/n | HassaHue, Homep onucu gen, Konunyectso Konunyectso MpnmevaHua
AOOKYMEHTOB 3K3emMnaAapoB onncu eanHuny,
Oen, AOKYMEHTOB XpaHeHusA
1 2 3 4 5
VITOTO HOPUHATO eOVHUL XPaHeHus, B TOM UYMCIIE:
(umdpaMm M HOPONMUCHI)
Ha OyMaxHOM HOCUTeJIe eOVHUL XPaHEeHUS,
(umdpaMm M HOPONMUCHI)
BIIEKTPOHHBIX eOVHUL XPpaHeHUHd,
(undpaMm M OPONUCHIO)
u onmucey B DK3eMIJIApax.
(umdpaMm ¥ NOPONMUCHI) (umdpaMm M NOPONMUCHI)

CocTosHue OJOKYMEHTOB I onucen:

(obmas xapakKTepUCTUKa COCTOSHUS)

OOHOBPEMEHHO IepenanTCcHa

(BuI (EI) M COCTaB CHPaBOUYHOI'O amnapara, e€ro OO0BbeM:bl
U COCTOSHUE)

CocTosgHME NOMEUEeHUM apxmuBa

(obmas xapakKTepUCTUKa COCTOSHUS)

Hannume M cocTosHMEe OOOPYyHOBAHMS M MHBEHTApPS

(obmasa xapaKTepMCTUKA
COCTOSHMSA)

[lepenai:

(bamMuamsa, MHULIMAJIEL) (mommmce) (mara)

[MpmHA:

(bamMuamsa, MHULIMAJIEL) (mommmce) (mara)



[lpencenmaTesib KOMMCCUM X

(bamMumsa, MHMLMAJIE) (momnmce) (mara)

YJIeHB KOMMCCUM :

(bamMmnmsa, MHMLMAJIB) (momnmce) (mara)

<9> Mpu nepegaye AByx u 6osee apxvMBHbIX POHAOB Tab/AMYHAsA YacTb aKTa pas3fensAercs Ha
noApaszenbl, COOTBETCTBylOWMEe GOHOAM, Ha3BaHMA NOAPA3AE/NOB COOTBETCTBYIOT HOMepy W
HauMeHoBaHUIO GOHAOB.

MpunnoxkeHue N 39

K MHCTPYKLUMKM O nopAaaKe opraHM3auum
paboTbl apxnBoB deaepasibHbIX Cya0B
obuwei topucamKkumnm

JoKymeHTamu, yo0CTOBEPAOLWMMMN TNYHOCTb, ABNAIOTCA:

nacnopT rpaxaaHuHa Poccuiickot Pepepaunu;

BpemMeHHoe yA0CTOBEPEHMNE NIMYHOCTU rparkaaHnHa Poccuiickoit Peaepaumm no popme N 20 (ans
YTPaTMBLUMX NAcMoOpPT rpaxKAaH, a TakXe AN1a rpax[aH, B OTHOLWEHWM KOTOPbIX A0 BblAayuM nacrnopra
NnpoBOANTCA AOMNONHUTENbHASA NPOBEPKA);

YO0CTOBEPEHME IMYHOCTU NN BOEHHbIV BUIET BOEHHOC/YKALLLETO;

nacnopT MOpsKa;

obuierpaxaaHCKMii 3arpaHMyHbIA nacnopT (4ns nNpUObLIBLUMX Ha BPEMEHHOE XUTENbCTBO B
Poccuinckyto Pegepaunio rpaxkaaH Poccum, NOCTOAHHO NPOXKUBAKOLMX 33 FpaHuLeit);

nacnopT MHOCTPAHHOrO rpa)AgaHWHa NAMB60 WMHON [AOKYMEHT, YCTaHOB/EHHbIN deaepanbHbIM
3aKOHOM W/ NPU3HABAEMbIN B COOTBETCTBUM C MEKAYHAPOAHbIM A0roBopom Poccuiickoit eaepaumm B
KauyecTBe AOKYMEHTa, YA0CTOBEPAIOWErO IMYHOCTb, - /1A MHOCTPAHHbIX rpaXkaaH;

pa3spelleHne Ha BpeMEHHOE NPOXKMBAHWUE, BUA, Ha Y KUTENbCTBO;

y40CTOBEPEHME DEXKEHL3;

CBUAETENbCTBO O PACCMOTPEHUN XO43TANCTBA O NPU3HAHUM BEXKEHLEM;

OOKYMEHT, BblAaHHbIA MHOCTPAHHbIM FOCYZApPCTBOM M MPU3HABaeMbliA B COOTBETCTBUU C
MeXAYHapoaHbIM foroBopom Poccuiickon Pepepaumm B KayecTBe [LOKYMEHTa, YA0CTOBEPANOLLErO
JINYHOCTb nua 6e3 rpaXkgaHcTBa; UHble JOKYMEHTbI, NPeayCMOTPEHHble dpeaepanbHbiM 3aKOHOM UK
NnpW3HaBaemble B COOTBETCTBUM C MeXKAYHapOoAHbIM AoroBopom Poccuitickoit Pepepaunmn B Kayectse
OOKYMEHTOB, Y4,0CTOBEPAOLWMX IMYHOCTD, - A5 AL, 6e3 rparkaaHCcTBa;

Yy40CTOBEPEHME aBOKATa;

penakuMOHHOE yA0CTOBEPEHNE A1 KYPHANMUCT];

Apyrve OOKYMEHTbI, y40CTOBEPALOLIME IMYHOCTb.
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