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06 yrBepxkaenun UHCTPYKIHH 0 IOPSAKE OPraHA3anuH
paGoThl apxuBOB (eaepaabHbIX CyJ0B 00LIeH IOPHCAHKIIHH

B cootBerctBuu ¢ DenepanbHbIM 3akoHOM OT 8 sHBaps 1998 r. Ne 7-03
«O Cyneonom nemapramente npu BepxoBnom Cynme Poccuiickon ®Peneparnun»
I[TPUKA3BIBAIO:

1. VrBepaute npuiaaraemyio MHCTPYKLHIO O IHOpSOKE OpraHu3alu paboTsl
apXMBOB (eiepalbHbIX CY0B 001eit ropucaukiuy (fanee — MHCTpyKIms).

2. IpencenarensM KacCal[HOHHBIX CyJOB OOLIEH IOPHUCIAMKIUH, ale/UIsIIHOHHBIX
CyZIOB OOIIEeHM FOPUCAUKLMH, BEPXOBHBIX CYIOB peclyOIMK, KpaeBhIX M OO0JIaCTHBIX
CyIOB, CyJOB TOpOZOB (enepansHOro 3HAa4eHWs, CyJOB aBTOHOMHOM obyacTu
¥ aBTOHOMHBIX OKPYI'OB, PallOHHBIX, TOPOJICKAX U MEXPaiOHHBIX CyJ0B OpraHU30BaTh
U3ydeHHe Ha3BaHHOM MHCTPYKIUHU U 00ECIIEYHTh €€ IPUMEHEHHE B ICATEIBHOCTH Cya.

3. Ilpusuate yTpatuBlIAMH cuily npukaz CynebHoro jenapraMeHTa IIpU
Bepxosaom Cyne Poccuiickoit ®enepanmm ot 19 wmapra 2019 r. Ne 56
«O06 yrBepxkaeHur MHCTpYKIMU O NOpsAKE OpraHu3aliy KOMIICKTOBAHUSA, XPaHCHUS,
yu4eTa M MHCIOJB30BaHHUA JOKYMEHTOB (SJIEKTPOHHBIX JOKYMEHTOB) B apXuBax
denepanbHEIX Cyn0B 00mmel opucaukimuy» u npukassl Cynebnoro pemaprameHTa
0 BHECeHHUH B Hero m3MeHenuil ot 16 urong 2019 r. Ne 147; ot 14 utons 2022 r. Ne 97,
ot 9 suBaps 2024 r. Ne 1; ot 29 mas 2024 r. Ne 124.

4. Hacrosmui npuka3 BCTyIIaeT B CUIY CO JHs €ro NOJIUCaHHs.

['eHepaBHBIA JUPEKTOP I'.B. Jlonarun



VYTBEPXJIEHA

npukazoM CyznebHoro genapraMmeHTa
npu Bepxosuom Cyne

Poccutickoit ®enepanuu

oT«ol » wroLd  2026T. Ne 78S

WHCTPYKIIAS

0 NopsiiKe OPpraHu3aluy paboTel apXHBOB
(egepanabHBIX cy10B 001IEH IOPHCAMKIHH

1. O6mue nmoJ1oxKeHUs

1.1. MHCTpYKILHSA O IOpPSIKE OpraHU3alde paboThl apXUBOB (elepalbHBIX CyO0B
obme# ropucaukumu (manee — HHerpykuws) sBaseTcs HOPMAaTHBHBIM — aKTOM,
pa3pabOTaHHEIM Ha  OCHOBaHMM  (efepalbHBIX  KOHCTUTYLMOHHBEIX  3aKOHOB
oT 31 pmekabpst 1996 r. Ne 1-®K3 «O cynebHOU cucreme Poccuiickoi ®enepauuny,
or 7 dempans 2011 r. Ne 1-®K3 «O cymax obmeil ropucaukiuu B Poccuiickon
denepanun», (emneparbHbx 3akoHOB oT 8 siHBaps 1998 1. Ne 7-@3 «O Cynebrom
nenapramente npu Bepxosaom Cyne Poccmiickoit @enepanum», ot 22 oktaops 2004 r.
Ne 125-®3 «O6 apxusHOM pnene B Poccuiickoit ®enepauumn», IlpaBun oprasusanyu
XpaHeHWs, KOMIUIEKTOBaHWs, y4eTa W HUCIIOJIb30BaHMs JOKYMEHTOB ApXHMBHOro (oHIa
Poccuiickoit @enepalinu U OpyrUuX apXUBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIpaBJI€HHs M OpraHu3alusaX, YTBEPKIEHHBIX IPHUKa30M
denepanbHOro apxuBHOro arearctsa oT 31 mromst 2023 r. Ne 77 (nanee — Ipasuna Ne 77),
JIPYTrUX HOPMATUBHEIX MPABOBBIX aKTOB B cdepe apXMBHOIO Jela U JeNIONPOU3BOJICTBA,
cyaeOHOro Aenonpou3BOACTBA.

1.2. Hacrosimas Muctpykuus paspaboTaHa B Ie/sIX oOecliedeH s eIMHOr0 IopsiaKa
OpraHM3alMi KOMIUICKTOBAHUS, XpaHEHHUs, y4YeTa M MCIOJIb30BaHUsS JIOKYMEHTOB
(37EKTPOHHBIX JOKYMEHTOB) KaCCALlMOHHBIX CYI0B 00LIEH IOPHCANKIIIHY, alleJUISIIMOHHBIX
Cy/10B OOIIEH FOPHCAUKIMH, BEPXOBHBIX Cy/IOB pecIlyOiuK, KpaeBbIX U 00JIaCTHBIX Cy/I0B,
CY/IOB TOpPOJIOB (pelepalbHOro 3HAYEHHs, CyJOB aBTOHOMHON 00IIacTM M aBTOHOMHBIX
OKPYI'OB, PalfOHHBIX, TOPOJICKHX M MEXPaHOHHBIX CYIOB (Hanee — CyHbl, Cy, paliOHHBIC
CYIBI), @ TAKXKE OIIpeAeNseT paBuiia:

COCTaBJEHMS HOMEHKJIATYPhl /el Cyja, OMHCed Jel, JOKyMEHTOB (omucer
5JIEKTPOHHEIX JIOKYMEHTOB') Cya;

! DNIEKTPOHHOE €0 — 3JIEKTPOHHBIH HOKYMEHT MIM COBOKYMHOCTb 3JIEKTPOHHBIX NOKYMEHTOB M METaJaHHBIX K HHM,
C()OpPMHUPOBaHHLIX B COOTBETCTBHH ¢ HOMEHKJIaTYpOii ne.



IIPOBEIEHHS SKCIIEPTU3E! LIEHHOCTH JOKYMEHTOB;
ohopMIIEHHS NIeNl ¥ UHBIX JOKYMEHTOB K ITOCIIEAYIOIIEMY XPAHEHUIO B apXUBE CY/1a;
nepeaayu Jiel (3MeKTPOHHEIX J1e]l) B apXUB Cya;

orbopa TOKYMEHTOB Ha YHHUTOXKEHHE,

BEJICHHUS] ydeTa [ejl', HaXOIALIMXCH B apXMBe Cy/Ja, NPOBEPKM MX HAIW4Ms H
COCTOSIHUS,

OpraHM3aliy MCII0JIb30BaHUs Ae)l, HaXOAIIUXCS B apXUBe Cyia, U 00ecrieYeHus uxX
COXPaHHOCTH;

Iiepeia4yy el Ha XpaHeHHe B FOCY1apCTBEHHBIN apXUB.

1.3. 3amaun u GyHKIMH apxuBa CyJa ONpPEAENSIOTCS  IOJOXKEHHEM,
paspabaTbIBaeMBIM Ha OCHOBe [IpuMepHOro moyioXKeHUss 00 apXuBe OpraHHW3allWH,
yTBEpPKAeHHOr0 Ipuka3zom PeepalbHOr0 apXUBHOT'O areHTCTBA.

[Tonoxxenune o pabore apxuBa cy/a yTBepxKaaeTcs IPUKa30M IIpeiceaareis Cy/a.

1.4. Ilpukasom (pacnopsbkeHHeM) IIpefcenaresst Cyla Ha3HadaroTcs pabOTHUKH,
OTBETCTBEHHBIE 3a paboTy apxuBa cyza.

1.5. CornacoBanue (yTBep)KAeHHE) HOMEHKIATYphl Jell Cynaa, OIMCeH Jel,
JOKYMEHTOB CyZa (lajiee — OIUCH JeN), OIMHCEH 3JeKTPOHHBIX NOKYMEHTOB M JAPYTHX
JOKYMEHTOB C 3KCIEpPTHO-IIPOBEPOYHON KOMHUCCUEH (elepalbHOro rocyaapCTBEHHOTO
apXWBa MJIM YIOJTHOMOYEHHOIO0 OpraHa HCIIOJHMTENBHOH BlacTH cyObekTa Poccuiickoi
Oenepanuu B 00JacTH apXUBHOTO Jeyia U jaenonpousBozactsa (nanee — OIIK apxuBHOTrO
YUPEXACHHS) OCYIIECTBISAETCS CyJaMu, BEICTYAIOIIUMHU HCTOYHIKAMU KOMILIEKTOBAHHUS
rOCyJapCTBEHHBIX apXWBOB, JHOO MpU HAIWYUMM COOTBETCTBYIOILErO JOrOBOpA
C apXUBHBIM YUPEKICHHEM.

Cynsl, He BBICTyHAWOIIWE HCTOYHHKAMHM KOMILIEKTOBaHMS TOCYAAapCTBEHHOI'O
apxuBa, TU00 IpU OTCYTCTBUU COOTBETCTBYIOLIErO JOTOBOpA C apXHUBHBIM YUPEKIECHHEM
YTBEPXKAAIOT HOMEHKJIAaTypy el CyAa, ONWCH Jel W Jpyrue JOKyMEHTBI CcyzAa
CaMOCTOATEJBHO.

1.6. Ilpu HaMMYUU TEXHUIECKONH BO3ZMOXKHOCTU (OPMHUPYIOTCS SNIEKTPOHHBIE JIesa.
Opranuzanus KOMIUIEKTOBaHUS, XPaHEHUs, yIeTa U UCIIOIB30BAHUS 3JIEKTPOHHBIX AeT U
JOKYMEHTOB CYIOB OCYIIECTBIIIETCS B COOTBETCTBUM C TpeOOBAaHMSIMM HaCTOALIEH
HNucTpyKummy.

1.7. Ilocrymnenue B (denepanbHble CyAbl OOHIEH IOPUCIUKIUM JOKYMEHTOB
B 3JIEKTPOHHOM BHJIe B COOTBeTCTBUU ¢ TpeboBanusmu [lopsaka nonauu B (enepanbHble
Cynsl oOLIel FOPUCIUKIMH HOKYMEHTOB B JJIEKTPOHHOM BHJE, B TOM d4HCIe B (opme
3JIEKTPOHHOIO JOKYMEHTa, yTBep)kJIeHHoro mnpukazoM CyzneOHoro aenapramMeHTa IIpH
Bepxosrnom Cyne Poccuiickoii @enepanui.

1.8. MeiictBue Hacrosmeil MHCTpyKIUHM HE paclpoOCTpaHAETCs Ha OpraHM3alldio
KOMIUIEKTOBAaHMS, XpaHEHHUs, ydeTa U UCIIONb30BaHUSA JOKYMEHTOB, COJEpXallux
CBEJIEHMSI, COCTABJISIIOIINE I'OCYJaPCTBEHHYIO TalHy.

1.9. Ilopsinox opraHu3alliyd KOMILIEKTOBAaHHUS, XpaHEHUs, ydeTa U HCIOJb30BaHUsI
JIOKYMEHTOB OKpYXXHBIX ((JIOTCKMX) BOEHHBIX CYJI0B, FapHHU30HHBIX BOEHHBIX CYIIOB

! Jleno — ohopMIeHHOE B COOTBETCTBUM C TpeGoBaHMAMM HacTosulell MHcTpykuuu pemo (cymeGHoe Oeno, MPOM3BOACTBO,
Marepual, Hapsan, Oeno 06H.LBI‘D OeTONpOMU3BOACTEAE, HEI0 I10 IHYHOMY COCTaBY H APYIrHe NOKYMEHTHI cy,ua), B TOM 4HCIIE B
3NEeKTPOHHOM hopMe.,



ONpEeAeIISIETCS B COOTBETCTBHM C MHCTPYKILMEHN IO AEIONPOU3BOACTBY B BOGHHBIX Cydax,
yTBepxKaeHHOM npukazom CynebHoro nenapramenta npu Bepxosaom Cyne Poccuiickoit
Qenepanuu.

1.10. KomnekroBanue, XpaHeHHE, YIET W UCITOIb30BAHUE PEIIEHNI U MATEPUAIIOB,
IOCTYIUBIINAX W3 TPETEHCKUX CYZOB, OCYIIECTBIISIETCS B COOTBETCTBHH C TPeOOBaHHAMH
Hacrosed MHCTpyKIUH.

1.11. Ilopsnok nepenaun apXuUBHBIX JOKYMEHTOB Cy/la B 00BbeIUHEHHBIN Cy1eOHbIH
apXuB M MOPSINOK HX XpaHEHHs B TaKHX apXWBaX YCTAHABIMBAETCS IPUMEPHBIM
TIOJIOKEHWEM O TIOpSAKE OpraHu3aluu paboTbl OOBEIUHEHHBIX CYIAeOHBIX apXWUBOB,
yTBepXKIeHHBIM npukazoM CynebHoro nemapramenTta rpu BepxosHom Cyne Poccuiickoit
Denepauuu.

2. CocraBJjienue CBOJHOM HOMEHRKJIATYPHBI J€J1, HApAJOB H NMPOU3BOACTB cyda

2.1. JloxymeHTbl, 00Opa3oBaBIIMecs B TpoOLEcce AEATENbHOCTH cyna (Y4YTEHHEIE
B CyJie BXOJSIIUEe, UCXOAIINe, BHYyTPEHHUE NOKYMEHTHI), COCTABISIOT JOKYMEHTaIbHBIH
doHx cyna.

Enununedd xnaccuukanuu ¥ CUCTEMATU3aLUU JOKYMEHTOB (II0 CTPYKTYpHOMY,
(YHKIIMOHAIEHOMY, TEMaTHYECKOMY ITPHU3HAKaM M CPOKaM XpaHeHHs, BHE 3aBUCUMOCTH OT
BHUJIa HOCUTEJI HH(OPMALIAN) B JOKyMEHTAIBHOM (DOHJE ABISETCA HEIO.

Jns ydera Jen, comep)XaluX JOKYMEHThl JOKYMEHTalIbHOro (QoHIa Ccyna,
COCTaBIIsIeTCSl HOMEHKJIaTypa nen cyna (majee — HOMEHKJIATypa, HOMEHKIaTypa Jen)
(mpunoxenue Ne 2 k Hactosmed MuacTpykuun).

Homenknarypa nen — OQOpPMIIGHHBIH B YCTaHOBIIEHHOM IIOpSIKE JOKYMEHT,
COJepIKallliii CUCTEeMaTH3MPOBAHHBIA NEpPEeYeHb 3arojlOBKOB (HAaUMEHOBaHMMN) CyIeOHBIX
JIeJ, Hapsa0B, KHUT U )KYpPHAJIOB perucTpanuu (ydera) J0KyMEHTOB, PEeCTpPOB, KapTOYEK,
0a3 JaHHBIX, B TOM 4HCJIe JOKYMEHTHI, COIepIKallie CBECHHs OrPaHUYEHHOrO JOCTYIIa,
3aBOMMMBIX B CyIeOHBIX KOJUIETHSX, CyIeOHBIX COCTaBaxX, ITOCTOSHHBIX CyJIeOHBIX
NPUCYTCTBHUSIX, CTPYKTYpHBIX [OApasfeNeHusXx Ccyha, Jubo II0 OIpeleleHHBIM
HallpaBJIEHUSAM JeATEIbHOCTH cyja (eciy ammapaT cyJa COCTOUT H3 pPabOTHHKOB,
3aMeIIaoIIuX OTIEeNbHbBIe JO/DKHOCTH) C yKa3aHHeM CPOKOB MX XpPaHEHMs, OTPaXKaroLuii
COCTaB ¥ OpraHU3aIUI0 JOKyMEHTaIbHOro GoH/a cya.

He BKIIFOYArOTCs B HOMEHKIIATYPY JeJ IEPUOANYeCKUe U3aHUs, KHUTH, OPOIIIOPEL.

2.2. Homenknatypa pnen IpeiHa3HadeHa I OpraHu3aluy ydeTra JOKYMEHTOB
B JIEJIONPOU3BOJCTBE CyJa, IPYIIIAPOBKU HCIIOJTHEHHBIX JAOKYMEHTOB B Jieja, Hapsbl
U IIPOU3BOJICTBA, UX CUCTEeMAaTH3allU1, HHIEKCALlUU U OIIpe/IeNIeHUs CPOKOB XpaHEHHS.

HomeHnkiatypa fen siBisieTcsi OCHOBOM ISl COCTABIICHUS OIUCEHR [N IOCTOSHHOIO
¥ BpeMeHHbBIX (cBhime 10 JieT) CpOKOB XpaHEHMs, a TaKXe I y4yeTa Jell BpEMEHHBIX
(mo 10 neT BKIIOYUTENBHO) CPOKOB XPaHEHUSI.

2.3. Ilpu cocraBieHHH HOMEHKJIATYypbl Jel CIeOyeT pYyKOBOJCTBOBATHCS
IpPOLIECCYaIbHBIM ~ 3aKOHOHATEIHCTBOM,  HOPMATUBHBIMM  IIPAaBOBBIMH  aKTaMH
U METOJMYECKUMH IOKYMEHTaMHU B cepe OpraHu3alliy JeI0NpOU3BOJICTBA U ApXUBHOIO
nena, MoJoXkeHneM 00 ammapare Cynaa, IMOJIOKEHUSMU O CTPYKTYPHBIX MOApa3ie/IeHUIX
Cyda, INTATHBIM paclliCaHWeM, HEeWCTBYIOIIMM II€PEeYHEM JOKYMEHTOB, 00pasyroluxcs
B IIpoliecce IesITeIbHOCTH (peliepanbHBIX CYA0B OOIIeH FOPUCAUKIUY, C YKa3aHHEM CPOKOB



4

XpaHeHus (manee — IlepedeHp [JOKYMEHTOB), a TakKXXe HOMEHKJIATYpaMH Hej
3a MPeLIeCTBYIOIUE T'OBI.

2.4. B nensx cocraBleHUs HOMEHKIATyphl Jesl Ha odepenHou rox a0 1 HosOps
TEKYLIEro roga pabOTHUKOM, OTBETCTBEHHBIM 3a BeJICHHUE JEJONPOU3BOICTBA B Cy1eOHOM
KOJJIETHH, Cy[e0HOM COCTaBe, IIOCTOSTHHOM CyJe0HOM IPUCYTCTBUM WM CTPYKTYPHOM
NOApa3EJeHUU Cyla B OTAEN JAeNOonpou3BoAcTBa (0OIMM OTAEN) NpeACTaBISIOTCS
NOJANKMCAHHBIE COOTBETCTBYIOIMM IIpejcenaTeneM CcyneOHONH Koylerud, cyaeGHOro
COCTaBa, HaAYaIbHUKOM CTPYKTYPHOI'O TIOApa3feseHus, HHBIM YIOJHOMOYEHHBIM
npezceaaTesieM Cyaa JIMLOM (B MOCTOSHHOM CyaeOHOM IPUCYTCTBUM) U COTJIaCOBaHHEBIE
C Ha4aJbHUKOM OTHeNna OelonpousBoicTBa (obmiero otraena) U pabOTHUKOM,
OTBETCTBEHHBIM 3a paboTy apXHBa cyza, PeJIONKEeHUs I BKIIOYEHUSI B HOMEHKJIATYPy
nen (mpunoxxerne Ne 1 k Hacroseit THCTpYKIUR).

2.5. Ha ocHOBe mnpennoxeHuil CyneOHBIX KOJUIETHH, CYJIeOHBIX COCTaBOB,
IIOCTOSHHBIX CyJNeOHBIX IPUCYTCTBUH M CTPYKTYPHBIX IMOApa3[eNeHUd Cyla OTAEIOM
JIENIONpPOn3BOACTBa (00mMM OTAeNoM) WU pabOTHHUKOM, OTBETCTBEHHBIM 3a BEIEHHE
IEJIONPOU3BOACTBA, COCTABNISIETCS HOMEHKIIATypa JIel Ha OYepeIHON KalleHAapHBIA IO,

HomeHnkimatypa e COCTOUT U3 pa3/ielioB, HAUMEHOBaHUS KOTOPBIX COOTBETCTBYIOT
HaVMEHOBAHUSM MOJpa3/e/IeHU Cy/1a, PacloIOKEHHBIX B COOTBETCTBUU CO CTPYKTYPOM
cyzia, Tu00 U3 pa3/esioB COrJIaCHO HaIlpaBJICHUAM JEsITeIbHOCTH Cy1a (eciiy anmnapar cyaa
COCTOMT U3 pPabOTHUKOB, 3aMEIAlOLIUX OTAEJIbHBIE OJDKHOCTH), PacIOJI0XEHHBIX
C Y4E€TOM JEHCTBYIOLIEH cXeMbl TOCTPOEeHUS IIepeyuHst TOKYMEHTOB.

2.6. HomeHkiaTypa [gen BH3UpyeTcs pPaOOTHHUKOM, OTBETCTBEHHBIM 3a paboTy
apxuBa CyJa, IIOJNMChIBACTCS Ha4aJbHUKOM OT/eNIa JeIONpOU3BOACTBa (001ero otaena),
COTJIACOBBIBAETCS C HKCIIEPTHONM KOMUCCHEH CyZa ¥ YTBEp)KIaeTcs NpejceaTelIeM Cyia.

Omur pa3 B 5 ner cyA, BBICTYNAOIUANA HCTOYHHMKOM KOMIIJIEKTOBAHMS
rOCyJapCTBEHHOrO apxuBa, JuOO IpH HaJIM4YUM COOTBETCTBYIOLIErO JIOrOBOpa
COIJIaCOBBIBa€T HOMEHKJIATYpy JieN ¢ cooTBeTcTByromen DI IK apxuBHOro yupeKaeHHs.

2.7. HomeHnknarypa Jnen BBOAUTCS B JeicTBHe ¢ | sHBaps CIEIyHOLIETO
KaJICHIapHOTO To/a.

2.8. HomenkiaTypa nen cocTaBiseTcs B ABYX 9K3eMIUIIpax:

NEepBBIA JK3eMIUISIp YTBEP)KAEHHOM HOMEHKIATyphl SBISIETCS JOKYMEHTOM
ITOCTOSTHHOTO XpaHEeHHMSI, [IOMEIIaeTcsl B OTAEIbHOE JIEJI0 U BKIIFOYAETCsS B HOMEHKIATYPY B
paszzien oTAeNna JeI0nporu3BoICcTBa (001Iero oTaena);

BTOPOH 3K3eMIUIAp NEpelaeTcs B apXUB Cy/la B KAYECTBE YYETHOIO JOKYMEHTA.

B cynax, BEICTyHarOIUX UCTOYHUKOM KOMIUIEKTOBAaHHUsI OCY IapCTBEHHOIO apXHUBa,
UMM TpU HAJIWYMM COOTBETCTBYIOLIETO JIOrOBOpa C AapXWBHEIM  YYpeXJIECHUEM
HOMEHKJIaTypa JIeJ COCTaBIseTCS B TPeX SK3eMIUIApax; TPETUH SK3EMIUIAP IepeaaeTcs
B COOTBETCTBYIOLIMHI IOCY1apCTBEHHBIH apXUB, apXUBHOE YUPEKICHHUE.

B kavecTBe paGouero sK3eMILISpa B OTHAENE JEIONPOU3BOACTBA (00IeM OTxerne)
UCIIONB3YEeTCS KOIHS YTBePKACHHOM HOMEHKIATYPhl €]l

HomeHknarypa nen Ha ouepeQHOH ToJx pacchliaercss B CyneOHBIE KOJUIETHH,
cyneOHbIe COCTaBBl, ITOCTOSHHBIE Cye0HbIe MPUCYTCTBHS, CTPYKTYPHBIE IOIpa3eIeHus
Cy/lia B 3JIEKTPOHHOM BHE WM B BHJIE KOIIMI COOTBETCTBYIOLIMX pa3/esioB Ha OyMaKHOM
HOCHUTEJE.



2.9. YTOuHeHuUs B 3arojIOBKM Jell U HOBBIE 3arOJIOBKH JeJl, He IIPeIyCMOTPEHHBIE
YTBEPXXICHHOM HOMEHKJIATypoH [el, BHOCATCS B COOTBETCTBYIOLIME pa3feibl
HOMEHKIAaTypbl. HoBble 3aroyioBKM Aen BKIIIOYAIOTCS B MPEIyCMOTPEHHBIC Uil 3TOTO
pe3epBHEIE HOMepa.

Ilo 3aBepmieHuM roma AaHHblE 00 K3MEHEHMSX M JOINOJHEHHUSX, BHECEHHBIX
B paslenbl HOMEHKJIATyphl [el, BMECTe€ C WTOTOBBHIMH 3allHUCSIMH O KaTeropHsX
U KOJIMYECTBE JIeJl, 3aBeICHHBIX B CyAeOHOH KOJUIernu, cyaeOHOM cOCTaBe, MOCTOSHHOM
CyeOHOM NPUCYTCTBHUH, CTPYKTYpHOM ITO/Ipa3/ieIeHHH CyZia B Te4eHHe rojia, IepelatoTes
B OTZIeJ AeJONpou3BoAcTBa (0OIIHE OTAEN).

Otnenom penonpou3BojcTBa (OOIMM OTHENIOM) Ha OCHOBE IOJYYEHHBIX IaHHBIX
00 M3MEHEHUSX U JONONHEHUSX, BHECEHHBIX B pa3/eibl HOMEHKIATYPhI eI, FTOTOBUTCS
JOIIOJIHEHHE K HOMEHKJIAaType, B KOTOPOM IIOCIEIOBATEbHO B COOTBETCTBHUH
C pasiejaMM HOMEHKIATyphl YKa3bIBAKOTCS 3aroJIOBKM Jell, He IIpefyCMOTpEHHBIE
YTBEPXKICHHBIM 3K3eMILIIPOM HOMEHKJIATYpHI.

JloronHeHre K yTBepXKIeHHONH HOMEHKJIAType Hell IMOANUCHIBAETCS Ha4albHUKOM
OTJeNa JIeJ0NpPou3BOACTBa (001Iero oTena), BUSHpPyeTcss pabOTHUKOM, OTBETCTBEHHBIM
3a pabOTy apXHBa CyJla, COTJIaCOBBIBACTCS SKCIIEPTHON KOMMCCUEH Cy/ia M YTBEpKAAaeTCs
IpeacefaTesieM Cynaa, IIOcle 4Yero BMecTe C HTOrOBOM 3allMChi0 O KaTeropHsix
¥ KOJIMYECTBE JIeJl, 3aBEeJICHHBIX B Cy/ie B TeUeHHe rofia, Ipuodinaercs K yTBepKICHHOMY
9K3EMILIIPY HOMEHKIIATYPEI.

PaGouunii sK3eMIUIsp HOMEHKJIATYphl e XpaHUTCS B OTHAele [eIONPOU3BOJCTBA
(obmem otnene) mo Tex mop, MOKa Ha Jena, cHOpPMUPOBAHHBIE B COOTBETCTBHHU
C HOMEHKJIaTypoii ey, He OyIyT COCTaBlI€Hb! OIHUCH Jell.

2.10. B cnyyae wu3MeHeHUs CTPYKTyphl cyna (ynpasgHEHHe, peopraHu3alus
CTPYKTYPHOI'O TOApa3feNieHusl CyAa, CO3JaHHUE HOBOI'O CTPYKTYPHOIO IOIpasfeeHHs
cyla) HOMEHKJAaTypa Mel COCTaBisieTCs 3aHOBO M IOMJIEKHUT  COIVIACOBAHMIO
Y YTBEP)KACHHUIO B YCTaHOBIEHHOM IOPSIAKE.

HomeHkmatypa men BHOBb CO3J@HHOTO CTPYKTYpPHOIO IIOJpasfeleHus Ccyna
pa3pabaTeiBaeTcsi ¥ IpEACTaBisfeTCss pPaOOTHUKOM, OTBETCTBEHHBIM 3a BeElCHHE
NENONMPOU3BOCTBA B CTPYKTYPHOM IMOAPA3eIeHUu , B OTAEN AeJIONPOnU3BOACTBa (0OLMiA
oTnen) wiu pabOTHUKY, OTBETCTBEHHOMY 3a BeJEHHE JeJONpPOM3BOJCTBA Cynaa (eciu
anmapar cyJa COCTOMT U3 pabOTHHKOB, 3aMEIIalollUX OTAEIbHBIE JOJDKHOCTH),
B MECSIYHBIA CPOK.

B uHBIX ciay4asx (HampuMep, U3MEHEHHE CPOKOB XpaHEHHs JOKYMEHTOB HOBBIM
[lepeyneM IOOKYMEHTOB U JApPYroe) IOBTOPHOE COIJIacOBaHHE MPOEKTa HOMEHKJIATYPhI
¢ OIIK apxuBHOro yupexaeHus He Tpedyercs.

2.11. I'patdhpl HOMEHKIIATYPHI JeJT 3aMOJIHSIIOTCS CIeAYIOIUM 00pa3oMm.

2.11.1. B rpade 1 (uHIOEKc mena) HOMEHKIATYpPHI NIl MPOCTABIISIOTCS MHIEKCHI
Ka)KJIOTO Jelia, BKIFOYEHHOTO B HOMEHKIATypy. IHIeKC [ief1a COCTOUT U3 YCTaHOBIEHHOI'O
B cyme uudpoBoro wid OyKBeHHOro o0O3HaueHHsI CyneOHOH KOJUIErMH, CyHAEOHOro
coCTaBa, IIOCTOSHHOrO CyAeOHOro INPUCYTCTBHUS, CTPYKTYPHOIO IIOJpa3slelieHus,
HalpaBJieHUs JeATelbHOCTH cynAa (ecnu ammapar cyga COCTOMT U3 pabOTHHKOB,
3aMEILAIOIIUX OTHEIbHBIE JO/DKHOCTH) M IOPSIKOBOIO HOMEpa 3arojioBKa JeNia II0
HOMEHKJIaType B IMpenenax cyaeOHOW Koyuleruy, cyneOHOro cocTaBa, IIOCTOSHHOIO
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CyAeOHOro NMpUCYTCTBHS, CTPYKTYPHOT'O NOAPa3AeIeH s WM HAPABJICHUS IEATEIBHOCTH
cyma. Mupmexcel nen oOo3Havarorcs apabckumu uudpamu. Hampumep: 02-03, roe
02 — uHAOekc cTpykTypHOro noxpaszaenenus, 03 — MOpSOKOBEI HOMED 3arojioBKa Jeja
110 HOMEHKJIaType.

2.11.2. B rpady 2 HOMEHKJIATypbl JAeNl BKIIOYAIOTCS 3arojioBKA 1eid (TOMOB),
KOTOPbIE OTPa)KatOT OCHOBHOE COAEp)KaHUe U COCTaB JOKYMEHTOB jAena. [Ipu cocraBieHHH
3aroJIOBKOB €] JJIsi HOMEHKIIATypEI CleAyeT HCIIOIb30BaTh HANMEHOBAHHUS JOKYMEHTOB,
uMmeromuxcs B IlepeyHe JOKyMEHTOB, C J[OIOJHEHHEM 3arojOBKOB KOHKPETHEIM
COJIEpXKaHUEM U OPYTMMH HeoOXOIMMBIMU 3JIEMEHTaMM 3arojioBKa, MPeayCMOTPEHHBIMU
HOPMAaTUBHBIMH IIPaBOBBIMH aKTaMH, B TOM YHCIE DPErNIaMEHTHUPYIOIIMMHU BOIPOCHI
JEJI0NPOU3BOIACTBA ¥ apPXUBHOIO JeJa.

[lopsiiOK pacrnoioXeHUs 3arojioBKOB JeNl BHYTPH pa3lelioB M IOApa3zeioB
HOMEHKJIaTYphl Jell ONpeNeNseTcsl CTENeHBI0 Ba)KHOCTH JIOKYMEHTOB, COCTaBIISIOLIUX
nena, U UX B3aUMOCBS3bIO.

Bnauane pacrmomararoTcsi 3arojiOBKM JleJl, COJAeprKallie OpraHu3allMOHHO-
pacIopsIUTENbHYIO NOKyMeHTaluo. [lanee pacrnosnaraioTcs 3arojIoBKY Jell, COAEpKalie
IUIAHOBBIE ¥ OTYETHBIE JOKYMEHTEI.

3aroJIoBOK Jefna JIOJDKeH OTpaykaTh NpU3HaK (IpPU3HAKH), IO KOTOpOMY(BIM) OHO
c(hOpMUPOBAHO:

HOMHWHAJIBHBIA — Ha3BaHWe BuUAa Jena (mepenucka, XypHal, [eJ0) HJIHA BHIA
JIOKyMEHTOB, BKJIFOUEHHBIX B J€JI0 (IPOTOKOJIBI, IIPUKA3bl);

aBTOPCKHH — HAMMEHOBAaHUE IMOCTOSHHO AEHCTBYIOLIEro MM BPEMEHHOI'O OpraHa,
JIOJDKHOCTHOI'O MJIM MHOTO JIMLA, CO3JaBIINX JOKYMEHT(bI);

KOPPECTIOHICHTCKUIl — HaMMEHOBAHUE OpPraHU3allyH, U@, KOTOPOMY aJpECOBAHEI
HIIM OT KOTOPOTrO IOIy4Y€HBl JOKYMEHTHI;

IIpeAMETHO-BOIPOCHBINA — KPaTKOE CoAep KaHue JOKYMEHTOB JIelia;

XPOHOJOrHYeCKUi — farta (Tepruo), K KOTopoi(oMy) OTHOCATCSA JOKYMEHTHI Jlea;

reorpaduyeckuii — Ha3BaHHE MECTHOCTH (TEppPUTOpPHH), C KOTOPOH CBA3aHO
colleprkaHue JOKYMEHTOB JIeN1a;

yKa3aHue Ha KOMMMHHOCTh JOKYMEHTOB Jiefa.

He momyckaeTcss HCIONB30BaHHE HAMMEHOBAHMM 3aroJIoOBKOB JIeJl, KOTOpPBIE
HE OTPaXKalOT COJEP)KaHUEe U COCTaB JIOKYMEHTOB el (HallpuMep: pasHble MaTepHalbl,
of1as mepenucka U ToMy 1ogo6Hoe), a Takyke BBOJHBIX CJIOB U CJIOKHBIX CHHTAKCHYECKHX
000poTOB.

B 3aromoBkax men, cofepkaniux JOKYMEHTHI 10 OAHOMY BOIIPOCY, HO HE CBA3aHHBIX
IIOCJIEOBATEIBHOCTEIO AEJIONPOU3BO/ICTBA, B KAY4ECTBE BUA Jella YIIOTpeOIIseTcss TEpMUH
«IOKYMEHTBI», a B KOHIIE 3aroJIoBKa B CKOOKaX yKa3bIBalOTCS OCHOBHBIE Pa3HOBUIAHOCTH
JOKYMEHTOB, KOTOpPBIE TOJXKHBI OBITh B JI€JIe.

TepMUH «JIOKYMEHTBD» TNPUMEHSIETCS TaK)Xe B 3arojoBKax Iell, COIepiKalluX
IOKYMEHTBI (CIpaBKH, OTYETHI, IEpPEelucKy U IIpovee), SIBISIOIIMECS IPHUIIOKEHUIMU
K KaKOMY-1100 JOKYMEHTY.

Ecnu 1e710 COCTOUT U3 HECKOJIBKMX TOMOB, TO COCTaBJISIETCs] OOLIMI 3aroI0BOK JIea,
a 3aTeM IMpH HeOoOXOJUMOCTH COCTABJISIOTCS 3aroJIOBKU KaXKJ0TO TOMa, yTOYHSIOLIHE
coJlep>kaHHe 3aroJioBKa Jeja.
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3aroJIoBKH JieJl 10 BOIPOcaM, He pa3pelIeHHBIM B TeUEHHE OJHOTO T0JIa, SBIISIOTCS
«IEepeXoAIIMMI» M BHOCATCS B HOMEHKIATypy Cyda CIEOYIOIIero roja ¢ TeM JXe
HHJIEKCOM C IIPOCTaBIEHHEM COOTBETCTBYIOIIEH OTMETKH B rpade «IIpumedanuey.

IIpy BKIIIOYEHUUM 3aroJIOBKOB OJJIEKTPOHHBIX [l B HOMEHKJIATypy HHAEKCHI
3JIEKTPOHHOTO JeJIa U 3aroJIOBKH AJIEKTPOHHBIX JE] COCTABIISIFOTCS 10 TEM K€ IIpaBUIIaM,
YTO U MHAEKCHI ¥ 3ar0JIOBKH JeJI C TOKYMEHTaMH Ha OyMa)KHOM HOCHUTEIIe.

B 3aronoBkax gen, coaepXKamIMX JOKYMEHThI OrPaHMYEHHOTO JOCTYIIa,
B HOMEHKJIaType IpOCTaBisIeTCsi COOTBETCTBYyromIast otMmerka (« s ciyxeGHOro
noab30BaHus», «1CIT»).

2.11.3. B rpajpe 3 HOMEHKIAaTypsl Jel IO OKOHYaHMM KaJeHJapHOro rojia
yKa3bIBaeTCs KOJIMYECTBO 3aBEEHHBIX J1e] (TOMOB).

2.11.4. B rpade 4 HOMEHKIATYphl [eJl YKa3bIBalOTCS CPOK XpaHEHUs Jell, HoMepa
cTaTei, yctaHoBleHHBIX [lepeuHeM TOKyMEHTOB.

CokpallleHHsi CpPOKOB XpaHEHHs, YCTaHOBIEHHBIX JeicTByromuM Illepeunem
JOKYMEHTOB, HE JIOIyCKaeTCs.

2.11.5. B rpade 5 B TeueHue Bcero cpoka AeMcTBUS HOMEHKIIATypPhl IIPOCTaBIISIOTCS
OTMETKHU O BEJIEHUH JIel B 3JIEKTPOHHOM BHJIE, O MEePEXOASAIIUX AelaxX, O BRIAEICHUN Ael
K YHUYTOXXECHUIO U JAPYyToe.

2.11.6. Cypnebuple pmena nomjexaT o0sg3aTeIbHOMY Y4YeTy U BKIIOYEHHIO
B HOMEHKJIATypy Ael.

3anonHenue rpad HOMEHKIATYpHl Jel IO CyAeOHBIM JellaM OCYIIECTBIISAETCS
1o o0LIUM ITpaBUJIaM.

I'padba 2 3amonHseTcss B COOTBETCTBUU C 3arojoOBKaMM, IPeIyCMOTPEHHBIMH
[TepeyHeM NOKyMeHTOB, 0e3 BKJIIOYEHHUSI B HOMEHKIATYpPy PErMCTPAallMOHHBIX HOMEPOB
KOHKPETHBIX CyZeOHBIX Hell.

Hanpumep, Kk MOACYAHOCTH PalOHHOIO CyJa OTHOCATCS TIpaXkJaHCKue Jela
0 pacTtopxeHuH Opaka, COOTBETCTBEHHO, B HOMEHKJATYpy IOJ COOTBETCTBYIOIIMM
MH/IEKCOM OJIMH Pa3 BHOCUTCS HEOOXOAUMBIN 3arooBoK U3 IlepeyHs TOKyMEHTOB.

2.12. Ilo 3aBepmeHun KaneHgapHoro roja (mo 1 despans ciexyroiero roaa)
cyneOHble KOJUIErHH, CcyaeOHble COCTaBBl, IIOCTOSHHbIE CyHeOHBIE IIPUCYTCTBHS,
CTPYKTYpHBIE TOapasieieHusi oGOpMIISIFOT HTOTOBYIO 3allMCh K HOMEHKJIAType Mell,
B KOTOPYIO BHOCSATCS CBEIEHHS O KOJIMYECTBE 3aBE/ICHHBIX JEJI C y4eTOM KOJIMYECTBa TOMOB
(rpada 3 HOMEHKIATYPHI Jiel), OTIeIBHO IIOCTOSIHHOI'O ¥ BPEMEHHOI'O CPOKOB XpaHEHHH,
BPEMEHHBIX CPOKOB XpaHeHus ¢ otMeTkoi «OITK» u «nepexomsammx». Mrorosas 3amucek
JIOTIOJTHSIETCS. JIaHHBIMH O KOJHYECTBE 3JIEKTPOHHBIX J€JI COOTBETCTBYIOLIHUX CPOKOB
XpaHEeHHUs.

Jlanee 5TH CBeIEHMS IIEPENAIOTCS B OTHAEN AEJONpOM3BOACTBa (00U OTHEN)
ISl COCTaBJIEHUSI UTOIOBOM 3alACH K HOMEHKJIaType.

CBeneHus, cojep)kaiuecs B MTOIOBOM 3allMCH HOMEHKIATYPBI, IIE€PeNatoTCs
pabOTHUKY, OTBETCTBEHHOMY 3a paboTy apxuBa, O YeM B HOMEHKJIAType IPOCTaBISAETCS
OTMETKa C YKa3aHHWeM JODKHOCTHU U TIOJIIUCH JIMLIA, IIEPEJABIIEro CBEICHUS.

3. CocraBienue onuceii e (onucei 3JIeKTPOHHBIX J0KYMEHTOB) ¢yAa

3.1. Onuce gen (OMHUCh 3JIEKTPOHHBIX JOKYMEHTOB) — 3TO apXMBHBIN CIIPABOYHHUK,



NPEACTaBIAIOIINA cOOOM CUCTEMAaTU3UpPOBAHHBIA IepedyeHb 3arojoBKOB Jel U
[pE/IHa3HAYEeHHBIA I pacKpbITUS COCTaBa M COJAEPXAHHUS MeN, 3aKperUICHHUs
UX CHCTEMaTU3alluU BHYTPH JOKYMEHTAIBHOTO (JOH/A U UX y4eTa.

Omuce nen (omuch OIEKTPOHHBIX HOKYMEHTOB) COCTaBIse€TCS Ha OCHOBE
HOMEHKJIaTypHI Jell.

ObbexkToM omucaHusi B OMUCU e (OMUCH 3JIEKTPOHHBIX IOKYMEHTOB) SIBIISETCS
Ielo (3JeKTPOHHOE JEeN0).

3.2. Onucu men, OnucH Ael CyAeOHBIX KOJIIEr i, CyIeOHbIX COCTABOB, ITOCTOSHHBIX
CyHeOHBIX NMPUCYTCTBUH, CTPYKTYPHBIX ToApasneneHuit (mpunoxenus Ne 3, 4, 5, 6, 7, 8
K HacTosierd MHCTpYKIMH) COCTaBISAIOTCSA OTACIBHO Ha:

rpakAaHCKHE Jieia IOCTOSSHHOTO XpaHeHNUs;

aIMWHHUCTPATUBHEIE [ie)la IOCTOSSHHOTO XpaHEeHHUS;

YTOJIOBHBIE JieJ1a IOCTOSHHOIO XpPaHEeHUS;

nena ¢ CyneOHBIMH aKTaMH, MU3BSITHIMU U3 TPAXIAHCKUX [l M MaTepualos,
paspelaeMbIX B IOPSAKE TPaKJaHCKOro CyAOIPOU3BOICTBA, B CBA3HM C HCTEYEHUEM CPOKA
UX XpaHEeHWs], IIOCTOSHHOTO XpaHEeHUs,;

nena ¢ cyeOHBIMU aKTaMHU, U3BATHIMU M3 aJIMUHUCTPAaTHBHBIX [€Jl, MaTepHaJIOB,
paspeliaeMbIX B MOPSAIKE aAMIHUCTPATUBHOI'O CYIOIIPOU3BOJICTBA, B CBA3H C UCTEYEHHEM
CpOKa UX XpaHEeHUSs, IOCTOSIHHOTO XPaHEeHUSI;

nena ¢ cyaeOHBIMU aKTaMH, U3bSITHIME U3 YTOJIOBHBIX JIe]l, MaTepHUalIoB CyIeOHOTO
KOHTpPOJISl, MaTepHalioB, pa3pellaeMblX B IIOpSAKE MCIIOJIHEHUS IIPUrOBOpa, B CBA3H
C UCTEYEHUEM CPOKa UX XpaHEeHHs, TIOCTOSHHOIO XpaHEHHSI;

nena oOIero Jeaonpou3BOACTBA IIOCTOSHHOIO XPaHEeHMUS];

rpaxaaHCKue aeiia BpeMeHHbIX (cBbliie 10 eT) CpoKoB XpaHEeHUs;

aJIMAHUCTpaTUBHBIE JieJla BpeMeHHBIX (cBbiie 10 1eT) CpOKOB XpaHEHHUs;

yrOJIOBHEIE Jiesia BpeMeHHBIX (cBbliie 10 J1eT) CpoKOB XpaHEHHUS;

nena ¢ cyaeOHBIMH aKTaMH, U3bITHIMH U3 JIeJI, MaTepUalioB 00 aIMUHUCTPATUBHBIX
IpaBOHAPYIIEHHUSAX B CBSI3M C HCTEYEHUEM CpOKAa MX XpaHEHHWs, BPEMEHHBIX
(cBeimie 10 eT) cpoKOB XpaHEeHUS;

nelia o0IIero JeIoIpoU3BOACTBAa BpeMeHHbIX (cBblie 10 J1eT) CpOKOB XpaHEeHHS,

JleJia 1o JIMYHOMY COCTaBYy;

nena co cpokoM XpaneHus «Jlo nukBuzauuu cyna» (B ciydae, NpeayCMOTPEHHOM
nmyHKToM 3.2.1 Hacrosmed MHcTpykiun).

3.2.1. Jlena co cpokoM xpaHeHHs «/lo mUKBUAALUK Cy/la» B CyAax, BRICTYITAIOIIHX
HUCTOYHUKAMH KOMITJIEKTOBAHUS I'OCYIapCTBEHHOI'O apXHBa, BKIIOYAKOTCA B OTHAEIBHYIO
OITHCH JEeJT; B Cy1ax, He BRICTYIAIOIINX UCTOYHIKAMU KOMIJIEKTOBAHUS FOCYIapCTBEHHOIO
apXvBa, BKIIFOYAIOTCS B ONUCH €] IIOCTOSIHHOIO CPOKa XpaHEHHsI.

3.2.2. AHaJIOTUYHBIE ONMCH COCTABIISIIOTCA Ha 3JEKTPOHHBIE JIe)ia.

3.3. Ha cyne0Gusle nena BpeMeHHBIX (10 10 JleT BKIIOYUTENBHO) CPOKOB XPaHEHHUS
ONUCH Mell BENYTCS B TPOM3BOJEHONH (opMe B JJIEKTPOHHOM BHIE PaOOTHHKOM,
OTBETCTBEHHEIM 3a BEJICHHUE JIEJIONTPOU3BOJICTBA B Cy1e0HOM KOJIernH, CyAeOHOM COCTaBE,
IIOCTOSIHHOM Cy1e0HOM IPUCYTCTBUHU, CTPYKTYPHOM II0/Ipa3/e/IeHUH.

B ciyuae nepejiaud Ha XpaHeHHe B apXUB CyJa Ael BpeMeHHBIX (0 10 1et) cpokoB
XxpaHeHus (B COOTBETCTBHM C IMYHKTOM 7.5 Hactosimed MHCTpyKiuMM), ONMCH 1€l
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B DJICKTPOHHOM BHUJE BeIyTCs TaKKe Ha Jpyrue jaena BpeMeHHBIX (o 10 ner) cpokoB
XpaHeHus (Iea o0mIero Aeonpor3BOACTBA: HAPS/IBI, KHUTH, XKypPHAJIEI U T.]11.).

IIpr yHH4TOXKEHMHU TakuXx Aen B rpade «IlpumeyaHuey» OmMHUCH € MPOCTABISETCS
COOTBETCTBYIOILAsl OTMETKA CO CCHIIKOM Ha aKT 00 YHUUYTOXKEHUH Aella.

3.4. Onucu fen cyneOHBIX KOJIIETHH, CyIeOHBIX COCTABOB, MOCTOSIHHEIX CYIeOHBIX
NPUCYTCTBUM, CTPYKTYPHBIX IMOJpa3feleHUil cyZa COCTaBIAIOTCA IO YCTaHOBJIEHHOM
popme (mpumoxenus Ne 3, 4 x Hacrosuied MWHCTpyKIMH) B JOBYX 3K3eMIUIIpax MU
IIPEACTABISAIOTCS B apXUB Cy/ia He IO3Hee YeM depe3 IIeCTh MECSIEB II0CIe 3aBepIeHHUs
Jiell B IeJIOTIPOU3BOJICTRE.

Ilepenava nen mocTosIHHOrO M BpeMeHHOro (cBeime 10 JIeT) CpOKOB XpaHEHHS
B apXHB Cy/la OCYLIECTBIISETCS 10 OIMUCIM el Cy1eOHBIX KOJIIeruii, CyeOHbIX COCTaBOB,
IIOCTOSIHHBIX CyJNeOHBIX IPUCYTCTBUMN, CTPYKTYPHBIX MoApasaeseHuit (mpruioxenus Ne 3,
4 x sacroset UacTpykuun).

3.5. Ilpu cocraBieHuM ONHMCH Jei CyHeOHBIX KOJUIETHMH, Cy/leOHBIX COCTaBOB,
IIOCTOSIHHBIX CyIe0HBIX NPUCYTCTBUMN, CTPYKTYPHBIX ITOAPA3JENIEHUN Ccya COOMI0aatoTCs
crenyouue TpedoBaHus:

3arOJIOBKU JIeNl BHOCSTCS B OMUCH MOJHOCTBIO;

Ka)XJ[0€ JIeJI0, TOM BHOCHTCS B OITUCH I10]] CAMOCTOSTEIEHBIM IIOPSIAKOBEIM HOMEPOM;

rpagbl OnucH 3aMOMHAKTCS B COOTBETCTBUYU CO CBEICHUSIMH, KOTOPBIE BEIHECEHBI Ha
00JIOKKY nena;

rpada onucu «IIpumeyaHue» UCIOIB3yeTCs IS OTMETOK O IpueMe (1epenade) aell,
0COOEHHOCTIX (YU3NIECKOTO COCTOSHUS, O HaTUIUU KOTIHH.

3.5.1. OCHOBHBIM 3JIEMEHTOM OIIMCH JIEJ1 SIBJISIETCS ONUCATENbHAS CTAThsl, B KOTOPYIO
BXOJST: HOMEp Jena 10 MOpSAKY, HHIEKC Jella 10 HOMEHKIIAaType Jell, 3arojloBOK Jena,
KpalHHe NaThl [eja, KOJIUYEeCTBO JIUCTOB, IPUMEYAHHUS.

3.5.2. TlopsankoBerid HOMEp JAeNia MPUCBAUBAETCs IIOCJIE €ro BKIIOYEHMs B OIKCh
Y PaCIIOJIOXKEHHUS B OMKMCH B COOTBETCTBUY C IPUHITON CXEMOM CHCTEMATHU3aI1H.

B ciyuae oOGHapy)XeHHsS HOBBIX JeJI, HE BHECEHHBIX B ONMCH Jell CcylaeOHOH
KOJUIETHH, CyAeOHOro CoCTaBa, IOCTOSIHHOTO CyIe0HOro NPUCYTCTBHUS UM CTPYKTYPHOTO
oApa3feeHus CyJa HWIH OIMCH [eJl, TaKue Jejla BHOCATCS B YyKa3aHHBIE OIIMCH
I10J1 TUTEPHBIMHU HOMEpaMH.

Jlena, BHeceHHble B OIKCH IOJ JIMTEPHBIMM HOMEpPAaMM, BHOCITCI B Hee
¢ mobOaBieHUEM K HOMepy Aena OykB andasura (k npumepy: 4, 5, 5a, 50, 6).

3.5.3. Unpekc nmena mpeaHa3Ha4deH i NIPOCTAHOBKU HOMEHKJIATYPHBEIX HOMEDOB
nen. ITo pemrenuro cootBercTByromeit DIIK apXuBHOTO yIpekaeHus JaHHas rpada MOXET
VICIIOJIB30BATHCS JIJIs1 MHBIX OTMETOK.

3.5.4. 3arojoBoK jnena COJEP>XUT HH(OpPMALMIO O BKIIIOYEHHBIX B €0 BHAAX
JIOKYMEHTOB HJIM pelIaeMbIX UIMH BOIIPOCaX.

B rpade 3aronoska gena ¢ HOBOM CTPOKH MOXET OBITh IIpUBE/ICHA AOIOIHUTEIbHAS
uHpopMaus 00 0COOEHHOCTAX JOKYMEHTOB, BKIIOYEHHEIX B JEII0.

KayxpIit 3aroloBOK IMINETCS IIOJIHOCTBIO, COKpalleHue «To xe» He JOIyCKaeTcs.

[lpy BKIIOYEHHH JIMYHBIX JeJl THIIOBas dYacTh 3arojioBka («Jluunoe peino
paboTHUKA...») ¥ UHIUBUIyaTbHAs OTAEJSIOTCS JPYT OT Apyra JBOETOYHEM, IPOOeIoM
nocie Hero u ab3auem. Hanpumep:



10

Ne | Hnnpexc 3aroJoBOK Jiena Kpaitaue nater | Konmmuectso | IIpume-
n/m nena JIUCTOB YaHUs
1 2 3 -+ 5 6
j JIngnoe neno paboTHUKA 01 wmronst 2015 — 54
MocxkoBckoro obactHOro cyna, 05 nexabps 2015

yBosieHHOTO B 2015 roay:
Wpanos VBan HBanoBua

2. Jlngnoe neno paboTHUKA 03 aBrycra 2015 — 76
MockoBckoro oby1acTHOro cyaa, 06 nHos16ps 2015
yBonenHoro B 2015 roay:

Marsees Marseli MarBeeBuy

AHaJIOrU49HBIM 00pa3oM 0(POPMIISIOTCS ¥ HUHBIE 3ar0JIOBKH JIeJ, UMEIOIIHe TUIIOBYIO
Y IIEpEMEHHBIE YaCTH 3aroJIOBKOB.

Ilpu BHECEeHHMHM B ONMCH 3ar0JIOBKOB CyAeOHBIX ZIeJl ClIeIyeT yKa3bIBaTh B 3ar0JIOBKE
HomMmep aena (YH/I), Homep npou3BOACTBA 110 JETY.

3.55. TIpaba «KpailHue [aTel» COHEPIKUAT KpailHHe JaThl (HAYaIbHYIO
M KOHEYHYI0) JOKYMEHTOB Jejla WM COOBITHH, KOTOpBIE OCBELIAl0TCS 3THMHU
JIOKYMEHTaMHU.

Kpaiinue natel B OUCH MOTYT OBITE IIPEACTABIIEHBI CIENYIOLIUM 00pa3oMm:

UMeEIOTCsl HavanbHas U koHeuHas gatel: 08 suBaps 2025 — 07 asrycra 2025;

HadaJlbHas ¥ KOHe4yHas JaThl coBrajaroT: 15 susaps 2025;

B OJTHOM M3 AT OTCYTCTBYeT YHCIO M/uiau Mecsi: ssHBaps 2025 — 03 mapra 2025,
01 ampens 2025 — 2026;

HaqaJlbHas WM KOHEYHas J1aTa ONpeAelsieTcs 110 KOCBEHHBIM JaHHbIM: [2025];

KpalHUE NaThl YCTAaHOBUTH HE YIaIock: [0/1].

Cokpamiate gatel (k npumepy, 15 — 23 mapra 2025, mapt — ampens 2025)
HE OIyCKaeTcsl.

K 4gucnam mecsna OT epBOro IO AEBITOro No0aBisieTcs BIepequ CTOALIUI HOJb
(03 mapra, 06 cenTsbps); cnoBO «roa» (COKpAIEHHS «T.», «IT.») HE UCIIONb3YETCsl.

3.5.6. B ommcax men BpeMEHHBIX CPOKOB XpaHEHHs CpPOK XpaHEHWs Jieja
yKa3bIBaeTCsl B COOTBETCTBHUH C JEHCTBYIOIIMM Ha MOMEHT COCTaBlI€HHUs onucH Ilepeunem
JIOKYMEHTOB.

3.5.7. B rpajpe «KomuyecTBO JIHUCTOB» BHOCUTCS KOJMYECTBO IPOHYMEPOBAHHBIX
TUCTOB B Jene (0e3 KonmwduecTBa JIMCTOB BHYTpeHHeW omnucu). KonumdecrBo JHCTOB
B OIIACATENIbHOM CcTaThe JMJO/DKHO COBIAJaTh C KOJNMYECTBOM JIMCTOB, YKa3aHHBIX
B JIUCTE-3aBEpUTEIIE ea.

3.6. Ilepen BHECEHHEM 3ar0JIOBKOB JIEJT B OITUCH [ CyIeOHBIX KOJLIEruH, CyAeOHbIX
COCTaBOB, ITOCTOSIHHBIX CYJI€OHBIX IPHUCYTCTBUM, CTPYKTYPHBIX MOJpa3/ielleHu# cyaa
pabOTHUKAaMH, OTBETCTBEHHBIMHU 3a BEJCHHUE HEJIONPOU3BOACTBA, IIPOBEPSIOTCA Ka4eCTBO
(GopmupoBanus U ohopMIEHHS Aell, COOTBETCTBUE KOIMYECTBA JeJl, BHOCUMBIX B OIUCH,
KOJIMYECTBY 3aBEJEHHBIX /el 10 HOMEHKJIAType Aell.

[Ipu mpocMoTpe nen IMpOBEPSIIOTCSA: COOTBETCTBUE 3aroJioBKa JeNa COIep KaHHIo
OOKyMEHTOB B Jelle; IIPaBUIBHOCTh O(OpMIEHUS U TPyIIUPOBKH JIOKYMEHTOB,
BKJIFOYEHHBIX B /€0, KadyecTBO IOAIIMBKM WM Iepersiera Jena; NpaBUIBHOCTH
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HyMEpaluy JIMCTOB J€Jla;, HajlW4yhe B Jejle BHYTPEHHEH OIMCH Jejia M IPaBHIBHOCTH
€€ COCTaBJIEHUs]; IIPAaBUIBHOCTh O(POPMIIEHHUsI OOJIOKKH Jela; HAIHYHEe U MPaBHIBHOCTD
JIACTa-3aBEPUTEINS.

Ilpy oOHapy)XeHMM HapylIeHUs YCTAHOBJIEHHBIX IIpaBWiI (HOPMHUPOBAHHUS
¥ o(OpMIIEHHS [el OHU JODKHBI OBITH YCTpaHeHBI PaOOTHHKAMH, OTBETCTBEHHBIMH
3a BEJIEHHE [eJIONPOU3BOJICTBA.

3.7. B cimydae oOHapyXeHHUs OTCYTCTBHUS JeJ, 3aBEICHHBIX B COOTBETCTBHH
C HOMEHKJIATYypo# neil, pabOTHUKOM, OTBETCTBEHHBIM 3a BEJEHHUE JeJIONPOU3BOJCTBA
B CyneOHOM Koyleruu, cyaeOHOM cocTaBe, ITOCTOSIHHOM CyneOHOM ITPHCYTCTBHH
WM CTPYKTYPHOM IOJpa3felieHHH CyJa, IPUHUMAIOTCS Mephl II0 HX PO3BICKY.
Obnapy>XxeHHBbIe Jie/1a BKIIIOYAIOTCS B ONUCH el

Eciy npussTEIe Mepbl He Jajld pe3ylbTaToB, TO Ha HEOOHapy)XeHHBIe [ena
cocTaBisieTcss akT o0 yTpaTe [OOKYMEHTOB B IIPOM3BOJBHOM QopMe, KOTOPBIH
IOJANUCHIBAETCS ~ HAa4YaJlbLHUKOM  OTAeNa  JejomnpousBoiacTBa  (obOumero  otaena)
U IpezcenareneM cyneOHON Koileruu, cyneOHOro cocraBa, YIOJHOMOYEHHBIM JIMLIOM
MIOCTOSIHHOT'O CyZIeOHOr0 MPUCYTCTBUSL, Ha4aJIbHUKOM CTPYKTYPHOTO oApa3AeleHus cy/a.
Jlanee akT 00 yTpaTe NOKYMEHTOB YTBEpXKZaeTcs IpeicenareieM Cyla U IepenaeTcs
BMECTE C OIMCEIO JieN cyeOHOo# Koyueruy, cyaeOHoro cocraBa, IOCTOSIHHOTO Cy1e0HOro
IIPUCYTCTBHUSL, CTPYKTYPHOT'O [TOpa3AeIeHuUs CyAa pabOTHHKY, OTBETCTBEHHOMY 3a paboTy
apxuBa cyJa.

3.8. Onucu gen, OonucH 3NIEKTPOHHBIX JOKYMEHTOB (IOJ0BBIE pa3jielibl OIUCEH e,
OITHCEH IIEKTPOHHBIX JOKYMEHTOB) (Tipuiiockerus Ne 5, 6, 7, 8 x HacTosmed HCTpyKIUn)
COCTaBIISIFOTCS pabOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cyAa, Ha OCHOBAaHWH
oIHceH [el, onuced 3JeKTPOHHBIX JOKYMEHTOB Cy1e0HBIX KOJUIETHi, CyJeOHBIX COCTABOB,
IIOCTOSIHHBIX CYAEOHBIX IPUCYTCTBUM U CTPYKTYPHBIX ITOApa3eIeHuH cya.

3.9. IlepBoMy roJoBOMY pasjely OIUCH Jel NPHUCBAHMBAETCS HOMED OIHMCH
o Jucty GoHIa, Bce MOCIEAYIOIIHe IOJOBBIE pa3/ielbl YUCIATCS 32 AAHHBIM HOMEPOM
110 3aBEPILEHMUS OIHCH.

He pomyckaeTcss NpUCBOEHME ONHUCAM [ OJUHAKOBBIX YYETHBIX HOMEPOB
B IIpeJieNax OqHoro (GoHza.

3.10. 3akoHuyeHHas ONUCh JeJ Ha OyMaKHOM HOCHUTENle JOJDKHA BKIIIOYATh
He Oonee 9999 enuHuUL XpaHEHUS.

[Tpu JOCTHIKEHUM MAKCHMAIBHOTO KOJHMUYECTBA CTAaTeH WM NPUOIMIKEHUU K TOMY
YUCIy, KOrJa KOJUYECTBO Jell B CIEAYIOIIEM IFOOBOM pa3/ielie MOXKET IPEBLICUTE JJaHHOE
OrpaHWYeHHe, OIMCh 3aKPHIBAETCS U HAUMHAETCS HOBAs OIUCH CO CIIELYIOIIUM CBOOOAHBIM
HOMEPOM.

Taxoke OImuCh JIe)T 3aKphIBAETCS, €CITH HOBEIE IeNia B Hee [TOCTyIaTh Ooblie He OyayT
(HampuMep B CBA3H C yIpa3IHEHUEM Cyia).

3aKoHYEeHHas OIKCH JIeJl BMECTe C TUTYIBHBIM JIMCTOM U CIIPaBOYHBIM alIapaToM
K Hel 3aKJII04aeTcs B TBEPAYIO 00JI0KKY, HyMepyeTCs U IOJUIMBAETCs WIIH IIEPEIIeTaeTCs.

Kaxcnas 3aKkoHUYeHHAs ONUCH e, KaXIbIi TOM OIUCH e JOJDKHBI UMETh JIUCT-
3aBEPUTEIb.

3.11. Ecau onuce Jien COCTOUT U3 HECKOJIBKUX F'OJOBBIX Pa3ziesoB, TOMOB, HTOI'OBas
3aITUCh COCTaBIISIETCSA K Ka)XIOMY T'OJOBOMY paszfeiny, ToMy. K kaxaoMy MocieayroleMy



12

roJIOBOMY paszelly, TOMy B HapacTarolleM IOpsAKe COCTABISETCS CBOJHAs WUTOrOBas
3aITUCE.

IIpu 3akpeiTM omucu OG(OPMISIETCS €IUHAash UTOroBas 3aluch, B KOTOPOH
yKasplBaloTCsl (UUPpaMM M IPONUCHI0) 0000IIaroIue CBEOEHHS II0 BCEM TOJOBBIM
paszenaM, BOLIEAIIUM B JaHHYIO OIHUCH.

Hanpumep: IlepBrlit rogoBoii pasgen: B JaHHYO onuch BHeceHo 130 mem ¢ Ne 1 mo
Ne 130, B TOM yucne: nuTepHble HOMEpPA — HET, MPOIyIeHHbIe HoMepa — Ne 113.

Bropoii rogoBoii pa3zgen: B ganHyro ornuck BHeceHo 100 mem ¢ Ne 131 mo Ne 230,
B TOM YHCJIE: JUTEpHBIE HoMepa — 138a, mpomnyIIeHHBIX HOMEPOB — HET.

3aKJIFOUUTENBHBIA TO0BOM pasziell, ONUChH 3aKphIBAeTCs: B JaHHYIO OIUCH BHECEHO
500 men ¢ Ne 1 mo Ne 500, B TomM uucie: nuTepHble HoMepa — 138a, mpoIrylieHHbIe
Homepa — Ne 113.

J1s Ka)KIoro rofoBOro paszenia OMHMCH JIeJl HeoOXOIMMO YKa3bIBaTh T'OJf[ OIKCH,
32 KOTOPBIX IIPE/ICTaBIEHb] JOKYMEHTEHI.

["otoBEI€ pa3nensbl, €ClIi OHH HE SIBJIAIOTCS 3aKOHUYEHHOH OIUCHI0, HE NOALINBAOTCS
Y HE IeperyIeTaTCs.

3.12. B cnpaBo4HBI{ anmapaTr K ONUCH el BXOIST: TUTYJIBHBIMA JIUCT, IIEpPEYEHb
NepeuMeHoBaHui cyaa (ecad uHGoOpMalus O IEPEeUMEHOBAHWM HE COLEPKHUTCA B
TUTYJIBHOM JIUCTE OITUCH ), COJIep)KaHue (OriIaBlieHue); IPeIUCIOBUE; CIIUCOK COKPAILleHUH;
yKazaTeJu K ornucH (peaMeTHbINH, HMEHHOH, reorpaduueckoit).

3.13. Ha THUTYynpHOM JHCTE OMIMCH Jell yKa3bIBalOTCS: IIOJHOE€ HaMMEHOBaHWE
roCyJapCTBEHHOTO apXwBa (eClM CyJ BBICTYIIA€T €ro MCTOYHUKOM KOMIUIEKTOBAHMUS);
IIOJJTHOE HAaWMMEHOBaHMUE CyJa; HOMEp apXWBHOro (OHAa; HOMEP M Ha3BaHME OIIUCH;
KpalHue JaThbl BHECEHHBIX B ONIUCH €IMHUI] XpaHEHUS.

HaumeHoBanme cyna ykasplBaeTcs IO IOCIEAHEMY TONY BKIFOYEHHUS JOKYMEHTOB
B OITUCH ZeJI.

3.14. B npenucinoBUM K ONKUCH JEJ YKa3bIBAIOTCS CBEIAECHHUS B XPOHOJIOTMYECKHX
paMKax KpalHHUX [aT €IOWHHUI[ XPaHEHWs, BKIIOYEHHBIX B ONHUCh: 00 HM3MEHEHHUAX
B HaWMEHOBAaHHHM CyHda; O CTPYKType cyxa, 00 o0coOeHHOCTAX O(OpPMIIEHHS WU
(opMuUpOBaHHUs [€J, ONMHCAHHWS U CUCTEMATU3allMU 3arojJIOBKOB JIeJl; O COIEPKaHWH U
IIOJIHOTE MHeN;, O HAJIMYUH U OCOOCHHOCTSX MHGOPMALMOHHBIX CHCTeM, 0a3 IaHHBIX,
UCIIOIB3YEMBIX IS pabOTHI C DJIEKTPOHHBIMU JOKYMEHTaMHU, PETUCTPalliOHHO-YYETHEIMU
dbopMaMu 1 ¥ TOKyMEHTOB U 00pazamu (CKaHaMM) ZeJl ¥ TIOKyMEHTOB.

3.15. BHeceHue u3MeHeHU! B I'OJOBBIE pa3iellbl OIKUCH AEII IIOCIE UX YTBEPXKIACHHUS
OIIK apXuBHOro yupexaeHHsi WJIA TOCYJapCTBEHHOIO apXuBa JIOIYCKAeTCs TOJILKO
Ha OCHOBAaHUM COOTBETCTBYIOIMX pELIEHUNA OSKCIIEPTHOM KOMHMCCHM Cyla |
OIK apxuBHOro y4pexaeHus (rocyapCTBEHHOIO apXuBa).

3.16. Onucu men (romoBble pa3ziebl ONUCE) OCTOSHHOIO XpaHEHUs, BPEMEHHBIX
(cBbime 10 jeT) CpOKOB XpaHEHUsI, OIUCEH N1e] IO JTUYHOMY COCTaBy COITIACOBBIBAOTCS
C DJKCIEepPTHOM KOMHMCCHEM cyJaa, IIOCJIe Yero €ecid Cy[ BBICTYIIaeT HCTOYHHKOM
KOMILJIEKTOBaHHUs I'OCYIapCTBEHHOIO apXuBa, TM00 Ha OCHOBaHUH JIOIOBOpA C apXUBHBIM
yUpeXIeHHeM, NMPeACTaBIAI0TCS Ha yTBepxkaeHue coorBeTcTByromeid OIIK apxuBHOro

YUPEIKACHHUSL.
Onucu pen (romoBele pasnensl onuced) Hampasistores Ha JIIK apxusHOro
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YUPEeXJeHU B YETBIPEX SK3eMIUIIpax Ha OyMaKHOM HOCUTENle M OJHOM SK3eMIUIIpE
B JJICKTPOHHOM BHJE B peJakTHpyeMOM (opMmaTe He IO3[Hee YeM Hepe3 3 roja Iocie
3aBEPILUEHUs 1]l B IEJI0NPOU3BOACTBE.

Ilepen HampaBneHHeM ONMCeH JeNl Ha YTBep)KAEHHE MPOBEPAETCS HAIMYME el
BKJIFOYEHHBIX B 3TH OIUCH.

3.17.Tlocne yrBepxxaenus onucei nen (rogoBeIX paszaesnos omuceil) DIIK apxusHoro
YYPEKIESHUS OHU YTBEPKIAIOTCS IpecejaTeNieM CyIa.

4. JKcnepTH3a NEHHOCTH JOKYMEHTOB. 3a1aui 0 QYHKIHH SKCIEPTHON
KOMHCCHH cyaa

4.1. OkcnepTu3a LEHHOCTH HOKYMEHTOB (Jalee — OSKCIEPTH3a I[IEHHOCTH) —
JEATENBHOCTh II0 YCT@HOBJIEHHIO CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpY WX IJIs
ApXMBHOIO XPaHEHHUs] WM YHUYTOXKEHUsSI, BBIABICHUIO 0CO00 IEHHBIX M YHHKAJIBHBIX
JIOKYMEHTOB Ha OCHOBaHMM TpeOOBAaHUN HOPMATHBHBIX IIPAaBOBBIX aKTOB U KPUTEPUEB
SKCIIEPTHU3bI HEHHOCTU JOKYMEHTOB.

IIpenMeToM 3KCHEpTH3Bl LEHHOCTH SIBISETCS OIpEAeNieHHe COOTBETCTBHS
OOKYyMEHTa U (WIH) JOKyMEHTOB KPUTEPHSIM ero (MX) IeHHOCTH B IENIIX OIpeIeeHHUs
CpoKa XpaHeHUs U oTOopa JAOKyMeHTa W (W) JOKYMEHTOB /IS BKJIIOYEHHS] B COCTaB
ApxuBHoro ¢onzaa Poccuiickoii ®Penepanud UMM BBIACIEHHUS K YHHYTOXKEHHUIO
I10 HICTEYECHUH YCTAaHOBJICHHOTO CPOKa XPaHEHUS.

OKcrnepTu3a I[IEHHOCTH INPOBOAWUTCA Ha OCHOBAaHMM IIPUHIIUIIOB HCTOPH3MAa,
CHUCTEMHOCTH M I[EJIOCTHOCTH ITyTeM KOMIUIEKCHOI'O IPUMEHEHUs CIIeAyIOLIUX KPUTEPHUEB:

IIPOUCXOXKIEHUS (3HAYMMOCTh BBINIOJIHSEMBIX CyIOM (yHKLUH, BpeMs U MECTO
o0pa3oBaHUs IOKYMEHTA);

cozepxaHus (3HaYeHHe UMeIoIelcs B JOKyMeHTe HH(OopManuy, IOBTOpeHHe 3TOH
UHPOpMaLIMU B IPYTUX JOKYMEHTaX, IOJJIMHHOCTh JOKYMEHTA);

BHEILIHUX OCOOEHHOCTEH MOKYMEHTOB (BHJ IOKyMeHTa, (opma (UKCHpOBaHUS
W TIepeflaud COJEpXKaHMs, IOpUAMYECKas HIOCTOBEPHOCTh (HalW4ue IIOANUCEH, IarT,
nedared) MOKyYMEHTa, ero (HU3WYecKoe COCTOsSHHE), a TakkKe IPUTOJAHOCTH [JIs
UCIIOJIB30BaHMUsl (BOCIIPOM3BOAMMOCTHA (IIPH OSKCHEPTU3€ LEHHOCTU DSIIEKTPOHHBIX WU
ay[IMOBHU3yaIbHbBIX TOKYMEHTOB).

4.2. DxcriepTr3a LIEGHHOCTH JIOKYMEHTOB CyZa IMPOBOAUTCS:

IIPYU COCTaBJICHIH HOMEHKIIATypHhI e, B Iporecce GOpMUPOBaHHUS Jell;

IIpX IOATOTOBKE JIEN, 3JIEKTPOHHBIX JIeJl K Ilepejade B apXuB Cy[a;

IIpM  TMOATOTOBKE K Iepenade [Jejl, OJJIEKTPOHHBIX Jiel Ha XpaHEHWe
B FOCYJapCTBEHHBINA apXUB,;

IIpM BBIIETICHUH K YHHUYTOXKEHHUIO JeJ, JJIEKTPOHHBIX [ied, He MOoIJexallux
XpaHEeHUIO.

4.3. 3ajavyaMy 3KCIEePTU3bl LIEHHOCTH SBJIIOTCS:

OIpeeNICHHe CPOKOB XPaHEHUsI IOKYMEHTOB IIpH pa3paboTKke HOMEHKIIATYpPBI JIell;

0oTOOp IMOKYMEHTOB JUIsi BKJIIOYEHHUS B cocTaB ApxuBHOro ¢onaa Poccuiickoi
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®enepanun’ (nanee — AD PD), a Taxoke s repeiadyu B apXuB;

BBISIBIEHHE JOKYMEHTOB C MCTEKIIMMHM CpPOKaMH XpaHEHHsS Il BKIIIOUECHHS
HX B aKT O BBIJICJIEHUH K YHUYTOXXECHHUIO JOKYMEHTOB, HE MOIJIeXKAIIUX XPAHEHHUIO.

4.4. DKcriepTH3e LIEHHOCTH MOJJIeXAT BCe JOKYMEHTHI CyJa HE3aBUCHMO OT BHIIOB
HOCHUTeNeH U CrIocOO0B 3alKCH.

Pewenne o BKMIOYeHUH OOKYMEeHTOB B coctaB A® P® mpunumaercs DIIK
apXUBHOT'O YUPEXKICHHUS.

4.5. Cpoku XpaHeHus JOKYMEHTOB IIPU TIPOBENEHHM WX SKCIEPTH3bI LEHHOCTH
YCTaHaBIMBAIOTCS B COOTBETCTBUU C (pefiepalbHBIMU 3aKOHAMM U MHBIMH HOPMAaTUBHBIMU
IpaBOBBEIMU akTaMu Poccuiickoli @enepanuy, IepedyHSIMH THUIIOBBIX apXUBHBIX
JNIOKyMEHTOB C yKa3aHHEeM CPOKOB UX XpaHeHus U [lepedHeM qOKYMEHTOB.

4.6. B memnsix opraHuzaliui U IPOBENSHUS METOAMYECKOH U NPaKTUIECKOH paboThI
10 SKCIEPTU3E LEHHOCTH JOKYMEHTOB, 00pa30BaBILIMXCS B ACSATEIHHOCTH Cy/a, CO3AaeTCs
SKCIIEpTHAas KOMHUCCHS CyJla, KOTopas SBJAETCS COBELIATEIbHBIM OPraHOM M JEHCTBYET
Ha [TOCTOSSHHOM OCHOBE.

OKcrnepTHas KOMUCCHUS CyJla CO3JJaeTCsl MPUKa30M INpe/cenaress cyaa U OeicTByeT
Ha OCHOBAHMU IIOJIOKEHUS, pa3pabOTaHHOIO Ha OCHOBE IIPHMEPHOTO IIOJOXECHHS
00 3KCIepTHOM KOMUCCHH OPraHU3aIliH, yTBEP)KAEHHON YIIOJTHOMOYEHHBIM (eepanbHbIM
OpraHOM HCIIOJIHUTENBHOM BIACTH B c(pepe apXUBHOTIO Jieja U JelIONpPOU3BOACTBA.

Cynpl, BBICTyNArOIIMe UCTOYHUKOM KOMILIEKTOBaHMS T'OCYINapCTBEHHOIO apXuBa,
COIIACOBBIBAIOT TIOJIOKeHHEe 00 OJKCIEepPTHOM KOMHUCCHM CyJa C COOTBETCTBYIOILLEH
OIIK apXMBHOIO y4pexIeHUs.

4.7. B cocTaB 3KCIIEpTHOM KOMUCCHU Cyla, Ha3Ha4YaeMbli NIPHKa30M Ipecenarens
cyza, BXOJIST: IpelcenaTe)ib KOMUCCUU (OUH U3 3aMeCTUTeNel NpeacenaTes cyaa Wil
cynbsi (B ciydyae OTCYTCTBMS 3aMECTUTENs Ipejcenarens cynaa), cekperaph (paOOTHHUK
Cylla, OTBETCTBEHHBIN 3a paboTy apxuBa), paOOTHUKHU OT/eJa AeI0Npou3BoAcTBa (001ero
oTzena), cyaeOHbIX KOJUIerHii, Cy1leOHBIX COCTaBOB, IOCTOSIHHOIO CyZeOHOr0 IPUCYTCTBUS
U IpYTUX CTPYKTYPHBIX NOApa3esieHuH cy/a.

Taxxe B cocTaB SKCIEPTHOW KOMUCCHH Cy/la MOXKET OBITh BKIIFOYEH NPEICTaBUTEIND
roCyJapCTBEHHOI0 apx#uBa W/WJIKA YIOJHOMOYEHHOIO OpraHa HUCITOJIHUTENBHOM BIIACTH
cy6owekra Poccuiickoit @enepanuu B cepe apXHUBHOTO Jiena (TI0 COrTIacOBaHUIO).

4.8. DKcriepTHas KOMUCCHS Cy/Ja OCYILECTBIISIET CIEAYIOIINe (PYHKINH:

4.8.1. Opranu3syer exeroJHsli 0TOOp A€ IS XpaHEeHUs. U YHUITOKEHHS.

4.8.2. PaccmaTpuBaeT ¥ IPHHUMAET PEILIEHHE O COTTIaCOBAHMM:

[IPOEKTOB OIKMCEH MAed IOCTOSHHOTO W BpeMeHHbIX (cBeime 10 jeT) cpokoB
XpaHEeHUs, OIIUCEN [IeN [0 INYHOMY COCTaBY;

IIPOEKTOB HOMEHKJIATYp AEll;

IIPOEKTOB aKTOB O BBIIEJIEHUHN K YHUYTOXKEHHUIO eI, He MOJIeKALUX XPaHEHHUIO,

IIPOEKTOB aKTOB O HEOOHAPY)KEHUH apXUBHBIX JOKYMEHTOB, ITyTH PO3bICKAa KOTOPHIX
UCYEPIaHbl;

IIPOEKTOB aKTOB O HEHCIIPaBUMBIX ITOBPEXKACHUIX apXUBHBIX JOKYMEHTOB;

MPOEKTOB JIOKAJIBHBIX HOPMAaTHBHBIX aKTOB M METOAMYECKUX NOKYMEHTOB Cyaa

! Moxymentsl ApxusHoro qouna Poccuiickoit ®emepanuu — apXUBHbIe JOKYMEHTEHI, MOIIEAIINE 3KCNEPTH3Y LEHHOCTH
HOKYMEHTOB, NOCTABJIGHHbIE HAa FOCYAaPCTBEHHBIH YUET H NMOUIEIHKALLHE MTOCTOSHHOMY XPaHeHHIO.
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I10 JI€JIONPOU3BO/ICTBY U apXUBHOMY JEITy.

4.8.3. I'oroBUT mpennoxeHus o0 yCTaHOBIEHUU (M3MEHEHHH) CPOKOB XPaHEHHUS
JOKYMEHTOB I BHECEHHH COOTBETCTBYIOIIUX H3MeHeHud B IlepedyeHb OOKYMEHTOB,
C JalbHEHIIMM HX IpeacTaBileHHeM Ha paccMoTpeHne CyneOHoro nenapraMeHTa
npu Bepxosaom Cyne Poccuiickoit ®enepauuu.

4.8.4. CoBMECTHO C apXMBOM CyJia, OTAEJIOM JIeJONPOU3BOACTBA (OOLIMM OTIETIOM)
M KagpoBod  cimyx0Ooi opraHu3yer s paOOTHHKOB Cylda  KOHCYJIbTAl[UH
110 BOIpocaM paboTkl ¢ JOKyMEHTaMHU, OKa3bIBaeT UM METOIUYECKYIO IIOMOIIb, Y4aCTBYET
B IIOATOTOBKE U ITPOBEJEHUH MEPOIPHUSITHIH 110 IOBHIIIEHUIO UX KBAIU(DUKAIIIH.

4.8.5. DBommonHseT uWHble (YHKLUH, YCTAaHOBJIEHHBIE 3aKOHOIATEIHECTBOM
Poccuiickoit ®enepauun B chepe apXUBHOTO Aejia U JICIONPOU3BOIACTBA U TOJOKEHHEM
00 3KCIIepPTHOM KOMUCCHHU CYIA.

4.9. 3acenaHus SKCIEPTHON KOMHUCCHH CyJla IPOBOISTCS IO Mepe HeoOXO0JUMOCTH,
HO HE MEeHee JIByX pa3 B roj, o(GOpMIIIIOTCS IPOTOKOJIOM, KOTOPBIM IOAMKCHIBAECTCS
npeacenaTesieM U ceKpeTapeM KOMUCCHH.

3acemaHue OSKCIEPTHOM KOMHCCHH CyAa W TPUHATBIE pEeLIeHUs CUUTAIOTCs
IIPaBOMOYHBIMH, €CJTH Ha 3aceJaHiH IIPUCYTCTBYET OoJiee IMOJIOBUHBI €€ COCTaBa; PEeIICHHS
0 KaXXJI0My BOIpocy (JOKYMEHTY) NMPHUHUMAIOTCA OOJBIIMHCTBOM rojocoB. CropHbIe
BOIIPOCHI IIPH pa3lie]IeHUH T'OJIOCOB IIOPOBHY pa3pelIaroTcsl IpelcenaTeeM 3KCIepPTHOH
KOMUCCHHU Cyaa.

4.10. Bepenue nOenOmpOM3BOACTBA OKCIIEPTHONH KOMHCCHHM CyZAa, XpaHEHHE
¥ HCITOJIB30BAHMUE €€ IOKYMEHTOB, OTBETCTBEHHOCTH 33 UX COXPAHHOCTb, a TAK)Ke KOHTPOJIb
UCITOJIHEHUSI IPUHATHIX OKCIIEpTHON KOMHCCHEN Cy/ia pellieH!H BO3JIaraloTCs Ha ceKpeTapst
9KCIIEPTHOM KOMHUCCHH CyJa.

4.11. I'lo pesyiasTaTaM 3KCIIEPTH3BI LIEHHOCTU JOKYMEHTOB B CYJEOHBIX KOJJIETHUSX,
CyneOHBIX  CcOCTaBaxX, IIOCTOSHHBIX  CyJAeOHBIX  IPUCYTCTBHUAX,  CTPYKTYPHBIX
NOApa3AeIeHUsIX Cy/1a COCTaBISIOTC:

HOMEHKJIATYphl Jej1 CyneOHBIX KOJIIEerui, CyneOHBIX COCTaBOB, ITOCTOSHHBIX
CyZ1eOHBIX PUCYTCTBUM, CTPYKTYPHBIX IOApPa3Ae/IeHUH cy/a;

OITHCH JIeJ, OMUCH DIIEKTPOHHBIX HeNl CyAeOHBIX KOJIeTHi, CyleOHBIX COCTaBOB,
IIOCTOSIHHBIX CyAeOHBIX MPUCYTCTBUM, CTPYKTYPHBIX IIOApa3/IeNeH!Hl Cy1a: IIOCTOSHHOTO,
BpeMeHHBIX (CBEImIe 10 J1eT) CpOKOB XpaHEHHUS], 110 INYHOMY COCTaBY;

OpeVIOKEHHS K akTy O BBIZIGIGHHM K  YHHYTO)XXEHHIO  JIOKYMEHTOB,
He MOJUIeXKAIUX XPaHEeHHUIO.

5. OdopmiteHne nen U HHBIX JOKYMEHTOB K XPaHEHHIO B apXuBe cyaa

5.1. 3akoHuYeHHBIE JEJONPOM3BOACTBOM Jeja IIOCTOSIHHOIO (B TOM YHCIE
CO CPOKOM XpaHEHHs «JI0 JMKBHAALMM CyAa») M BpeMeHHBIX (cBbime 10 yeT) cpokos
XpaHeHUsI, B TOM YHCJIe 10 JINYHOMY COCTaBY, IOATOTABIIMBAIOTCA K IIepe/iadye B apXyB Cyaa
¥ [TOJIJIEXKAT ITOJIHOMY O(OPMIIEHHIO U OITHUCAHUIO (BKIIOYEHHUIO B OIHCH JIEIN).

Odopmitenue 1 omEcaHye el 10 ITepejady B apXUB OCYILECTBISIETCS paOOTHIKaMH,
OTBETCTBEHHBEIMM 3a BEJIEHWE JIEIONPOU3BOJICTBA B CyAeOHOM KOIUIerHu, cynebHoM
cocTaBe, TTOCTOSSHHOM Cy/IeOHOM IPHUCYTCTBUHU HIIA CTPYKTYPHOM IIOJpas[eIeHUuHd Cyna,
B CcoOTBeTCTBMM ¢ TpeboBanmsiMu IlpaBun Ne 77, HHCTpyKUMHM @O CyneGHOMY
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JeJIONIPOU3BOICTBY U HacTosel MHCTpyKImH.

5.2. Ilpu dopmupoBanun e HeoOX0AUMO COOMIOAATE Cleayolue TpeOOBaHHUS,:

JIOKYMEHTBI IIOCTOSHHOTO ¥ BPEMEHHOI'0 XpaHEHHs TPYIIHPYIOTCS B OTAENbHEIE
nerna,

B JIEJIO BKJIIOYAIOTCS JOKYMEHTBI, KOTOPBIE 10 CBOEMY COJIEPIKAHUIO COOTBETCTBYIOT
3aroJIOBKYy Jejla, IpeoyCMOTPEHHOMY HOMEHKJIaTypod. 3arojloBOK Jejla YTOYHSeTCsS B
COOTBETCTBHUH C (JaKTUYECKHM COCTABOM U COJEpPIKAHHEM TOKYMEHTOB;

B JIEJIO BKJIFOYAETCS OJMH 3K3EMIUISIP KaXXI0ro JOKYMEHTa,

B Jejga TIpyNIUpPYIOTCs AOKYMEHTHI OJHOIO KaJeHAapHOro rojaa (UCKIHOYECHHE:
«repexojiyey» aena; cyfedHble qena; JMYHble jie1a, KOTopble (OpMUPYIOTCS B TEUEHHUE
BCEro rnepuojia paboTkl);

IIPHJIOKEHHUS, JIUCTHI 03HAKOMJIEHHS], COTJIAaCOBAHUS M PE30JIIOLHMK K JOKyMEHTaM
SIBIIIOTCSL UX HEOTHEMJIEMOM YacThiO W BKIIIOYAIOTCS B JIEJI0O BMECTE C JOKYMEHTaMHU,
K KOTOPBIM OHH OTHOCSTCS;

NpuKasel  (paclopsDKEHUs])  TPYIINUPYIOTCS B Jeda B COOTBETCTBHHU
C YCTAHOBJIEHHBIMHU JIJIsl HUX CPOKaMU XpaHEeHUS;

JTUYHBIE Jena (QOpMHUPYIOTCS OTHENbHO Ha KaXJoro pabOTHMKA, IOKYMEHTBI
B JINYHBIX JIeJIaX PacIloJIararoTcsi B XpOHOJIOTHYECKOM IMOPSAKe 110 Mepe MOCTYIIIIeHHUS;

JMIeBBIe cYeTa I0 OIulaTe TpyAa pabOTHHUKOB IPyNIUPYIOTCS B OTAEIbHBIE JeNa
¥ pacroiiararoTcs B HUX 10 andaBuTy haMUInii, IMEH U 0T4eCTB (IIpY HAJINYHH);

HEe JOIlycKaeTcs TIpyNIHpOBaTh B Jejla 4YEpPHOBBIE M OyOJETHBIE 3K3EMILISAPEI
JOKYMEHTOB, a TaKk)Xe JOKYMEHTBHI, I0JIeXallle BO3BparTy.

5.3. ITonHoe odopmienue ex Ha OyMaKHOM HOCHUTEIe NpeaycMaTpUBaeT:

uzbATHE (haiioB-BKIAABIIIEH, CKPEIIOK, METANIMYECKHUX CKOO, CTUKEPOB;

MOJIINBKY HJIM TIeperUieT JOKYMEHTOB nena (HegopMaTHbIE JOKYMEHTBI XpaHATCA
B 3aKPBITHIX TBEPAbIX MAKax WU KOPOOKax);

HyMEpaIIO JIUCTOB JIeNa;

cocTaBiieHHe JHcTa-3aBeputens pena (mpuinoxenue Ne 10 x Hacrosmen
HNuCcTpyKIHH);

COCTaBJIeHWEe BHYTPEHHEH OMUCH JOKyMeHTOB Jjena (mpunoxenue Ne 11
K Hactosied MHCcTpyKLun);

ohopmirenne o6noxku aena (mputoxenue Ne 12 k Hactosme# HCTpyKIun);

JIUCT UCIIONIE30BaHUs (IIPH HEOOXOIUMOCTH).

5.4. Jleno Ha OyMaXHOM HOCHTeJle He NOJDKHO comepkath Oomee 250 mucToB
[P TOJNIIMHE Kopelnka He 6onee 4 cM. B ciiydae, eciu JOKyMEHT C IIPUTIO)KEHHUEM (SIMH),
NIOMeIleHHBIE B JelNo, comepxar Oosee 250 ymcToB, mormyckaercs (pOpMHPOBATH LEIIO
C HEe3HaYUTEIbHBIM MIPEBBIIIIEHHEM HOPMaTHBHOI'O 00BeMa.

Ecnu KonmuvecTBO JIMCTOB B €€ 3HAYMUTENbHO IpeBbiniaeT 250, NOKYMEHTHI
(GOpMHUPYIOTCS B TOMa B XPOHOJOTHYECKOM Iopsake. ToMm 2 MoxeT ObITh HayaT JIMIIb
nocjie OKOH4YaHus Toma 1. Jlata OTKphITHS ToMa 2 He JOoJDKHA ObITh paHee JaThl OKOHYaHHs
toMma 1. Ha Tomax momxeH ObITh OOILIUI 3ar0JI0BOK 110 HOMEHKIIAType Je.

5.5. JIOKYMEHTHI TOIIIMBAIOTCS Ha YeThIpe MPOKOJa B TBEPAYIO OOJIOXKKY HIIU
MEeperieTaloTCsl € Y4YeTOM BO3MOXKHOCTM UTEHHUS BCEX JOKYMEHTOB, 1aT, BH3
U PE30JIFOLMY Ha HUX.
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[Ipu HEoOXoaMMOCTH HOKYMEHTHI MeHee opMmara A5 (Yeku, KBUTAHIIUH, CIIPaBKH,
Qororpaduu U gpyrme) B LeSIX  yAoOCTBA  MOJIIMBAHUS  HAKJIECHUBAIOTCS
Ha jguCcT (opmara A4. Ilpu OTCYTCTBHM MOJS ISl TIONINUBKHA JOKYMEHT HEOOXOMMMO
HaKJIEUTh 0e3 ITOBPEXXIEHUS TEKCTA Ha BCIIOMOTATE LHBIN JIUCT.

JloxyMeHTBI HOAIIMBAIOTCS B 1EJI0 B XPOHOJIOTHYECKOM MOPSIKE, BCE MPHOOIIEHHEIE
B IIPOIIECCE PACCMOTPEHHUsI Cy1e0HOr0 fAena JOKYMEHTBI — B ITOPSAKE UX MOCTYILICHHS.

B ciydae ucnons3oBaHus Ul GUKCHPOBaHUS X0Ja CyIeOHOro 3aceqaHus CPEICTB
ayIMO3aIliCH ¥ MHBIX TEXHUYECKUX CPELCTB IeKTPOHHBIE HOCUTEH HH(DOPMALMK ( IUCKH,
IOUCKETBI, (IIeI-KapThl) XpaHITCs BMecTe ¢ CyneOHbIM aenoM. [Ipu 3TOM OHHM HOJDKHBI
OBITH BLIMTEI B cyneOHoe aeno (IMpUOOINeHsI K IPOTOKONY CyAeOHOro 3acejiaHmus)
B YIIaKOBaHHOM BHJe (KOHBEpPT) C yKa3aHHEM Ha YIIaKOBKEe HOMepa JieNa, aThl, a TaKKe
IOAIMCAHbl  YIOJIHOMOYEHHBIM pabOTHHKOM amnmapara cyjaa. YIakoBKka JOJDKHA
obecreunBaTh COXpPaHHOCTD 3TTEKTPOHHOTO HOCHUTEJS OT MOBPEXISHUMN U IIOPYH.

5.6. ITpu Hymepaiuu JTUCTOB B [iefiaX COOIOAI0TCS CEAYIOIINe TpeOOBaHHS

HyMepaLnus Iporu3BoAUTCs apabCKUMU U pamMu MPOCTHIM rpaUTHBIM KapaHIalIoM
WJIA HyMEpaTOpPOM C BOJOCTOMKOM IITEMIIEIBHON KPacKOwH;

HOMepa JIUCTOB IIPOCTABISAIOTCS B IIPaBOM BEpPXHEM YTIIy JIUCTA JOKYMEHTa;

dororpaduu, yeprexu, AWarpaMMbl U Jpyrue HIUIIOCTPaTUBHBIE JIOKYMEHTSI,
NIPEACTABISIOLINE CAMOCTOSTENbHBIA JTUCT B [ieNie, HyMEepYIOTCs Ha 00OpPOTHON CTOpOHE
B JIEBOM BEPXHEM YTILYy;

JIUCT C HaKJICeHHBIMH IOKyMEHTaMH (BBIpe3KaMH, BBIMHUCKaMH, (poTorpadusMu)
HyMepyeTcsl KaK OIMH JIUCT;

TUCTBl (BBIPE3KH, BCTABKHA TEKCTa, IEPEeBOJBI), IOJAKIECEHHbIE OJHHUM KpaeMm
K JpYroMy JIUCTY, HYMEPYIOTCS OTAEIBHO;

KOHBEPTHI C BIOXEHHSIMH, NOAIIWTHIE B JEJI0, HYMEPYIOTCS B CIEAYIOIIEM
IOpsiIKE — BHAudalle HyMepyeTCs KOHBEPT, a 3aTeM O4YepeJHBIM HOMEPOM — KaKIO0€
BJIOJKEHUE B KOHBepTe. Eciii BIOXKEHHUS HyMepOBaTh Helb3s, UX HAJIMYUE OroBapUBacTCs
B 3aBEpUTENBHON HAIINCH;

IOJIIUTEIE B HEN0 JOKYMEHTHl ¢ COOCTBEHHOW Hymepalueidl JIHCTOB (BKIHOYas
neyaTHBIE W3JaHHs) HyMepyroTcs B OOINeM IOpsAKe WM COXPaHSAIT COOCTBEHHYIO
HyMepaluIo, €ClIi OHa COOTBETCTBYET IOPSIKOBOMY PACIIOJIOKEHHUIO JIUCTOB B AEIIE;

JUCTEI O0NbIIMX (OPMATOB MOALIMBAIOTCS 38 OAUH Kpall U HYMEpPYOTCs KaK OJHH
JTUCT;

BCE€ JIUCTHI Aena (ToMa, 4acTH) Ha OyMa)XHOM HOCHTele (KpOMe JINCTa-3aBEPHTENS]
nerna ¥ BHYTpPEHHeH OIUCH IOKYMEHTOB Jiefla) HyMEpYIOTCs B BaJIOBOM ITOPSIKE;

JIACTHI I, COCTOSIIMX M3 HECKOJIbKMX TOMOB, HYMEPYIOTCS II0 KaXKIOMy TOMY
OTJENBHO.

B cnydasx oOHapy)eHuss OIIMOOK B HyMepaluu JHCTOB Jela IIPOBOJUTCS
NepeHyMepalus I UCIIOJB30BaHUE JINTEPHBIX HOMEPOB JIUCTOB.

5.7. Jluct-3aBepurens nena (mpunoxenwe Ne 10 k Hacrosiued WHCTpyKnum)
COCTaBIISIETCS Ha OTIEIBHOM JIHCTE, TIOJMHCHIBAETCS €r0 COCTAaBUTENIEM, MOIIMBACTCS
(BKIIEMBAaETCs) B OEJIO.

3amnpeniaercss BEIHOCHTD JINCT-3aBEPUTENs Ha OOJOXKKY Jiefia MIH HUCTBIA 060poT
JICTA MOCJIENHEr0 HoKyMeHTa. Ecii 1eno moammTo uiy nepemniereHo 6e3 GiaHka IucTa-
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3aBEPUTEIS, OH JOJDKEH OBITh HaK/I€eH 3a BEPXHIOIO YacTh JINCTA Ha BHYTPEHHIOIO CTOPOHY
00JIOKKH B KOHIIE JIENIA.

Ilpu 3HauwmTenpHOM KONMMYECTBE OIIMOOK B HyMEpaldH JHUCTOB EIUHHUIIEI
XpaHEeHHUs JIMCT-3aBepUTeNb IepecocTaBisiercs. CTapplif JIHCT-3aBEpHUTENb aKKYpaTHO
[IEPEYEPKUBAETCS U OCTAETCS B JEleE.

Bce nocnenyromye u3aMeHeHNs B COCTaBe U COCTOSIHUH Jielia (TIOBPEeXKIeHHUs, 3aMeHa
IOJJIMHHEIX JOKYMEHTOB, NpPUOOIIEHHE HOBBIX HNOKYMEHTOB) OTMEYAalOTCs B JIHCTe-
3aBEpHUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIUM aKT.

5.8. Ha o6noxke nena (mpunoxenwme Ne 12 kx Hacrosmed MHCTpyKuuu)
YKa3bIBAIOTCSI:

HalMEHOBaHUe cy/ia (IOJHOCThI0, B UMEHUTEIEHOM Maieike);

HaMMEHOBaHMe CyleOHOM Kouleruy, cyZieOHOro cocrasa, IIOCTOSSHHOTO CyAeOHOro
IIPUCYTCTBHS MM CTPYKTYPHOTO IOApa3ieNeHus cyaa (IIpyu HaJIu4uu);

HOMEp ToMa (YacTH);

UHJEKC JIesla 10 HOMEHKJIaType Jel;

3aroJIOBOK Jiefia (ToMa, 4acTu);

(aMunus, UM, OTYECTBO OCYXKICHHOI'O JIMIAa U IIOJIHOE HAauMEHOBAaHWE CTaTbH
YronosHoro koznekca Poccuiickoit @enepanuu, 10 KOTOPOH JIUIIO OCYXKAEHO;

(bamuIus, HTHULIMATIBI UCTIA, OTBETYMKA (HAUMEHOBaHWE OpraHU3aliH), CyTh HUCKa
(3asBIEHUSA);

(bamuusi, UMs, OTYECTBO ONPABIAHHOIO JIMLA WU JIMLA, B OTHOUIEHUU KOTOPOTO
IIPOM3BOJCTBO MPEKPaIEHO;

HOMeEp IIPOU3BO/ICTBA II0 eIy, YHHKaIbHBIM HAeHTU()HUKATOp Aena;

KpaiiHue JaThl Aeya (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JieNe (TOMe, YacTH);

CPOK XpaHEHHs Jiefia C yKa3aHUeM rojia, 10 KOTOPOro OCyIleCTBIAETCS XPaHEHUE;

Ha CyHeOHBIX Henax — MOAIKMCh CYIbH, PACCMOTPEBILIEro Jejo, Ha Jieax o0Iero
NENONpPONU3BOACTBA — IIOANUCH HA4YaJbHHKAa COOTBETCTBYIOLIETO  CTPYKTYPHOIO
MOIpa3Ae/ICHHUST;

apXUBHBIN (P Aena (TpH HATUYHH);

nomeTKka «J{mst cimyxeOHOro IONB30BaHUSA» HIM TIpU(] OrpaHUYEHHsS JIOCTyIa
(TIp¥ HaTU4YUM).

5.9. Ha o6noxkax gen IMOCTOSHHOTO CpOKa XpaHEHHUs NpeayCcMaTpUBAETCsS MECTO
JUIs. HaNMEHOBAaHHS TIOCYJAapCTBEHHOTO apXWBa, B KOTOPBIA IepejaroTcs Jeia cyaa —
HUCTOYHUKA KOMITIEKTOBAHHUS.

[Ipy wW3MeHEHWH HaWMEHOBaHHMA cyga (CTPYKTYpHOTO IIOJpa3feNeHus Cyza)
B TEUYEHHE NEPHOJIa, OXBATHIBAEMOIO JIOKYMEHTaMH JieNa, Ha O0JIOXKKe Jiela yKa3bIBaeTCs
nocieHee HauMEeHOBaHUE.

5.10. 3arosoBok [Jena JOJDKEH COOTBETCTBOBaTh (PAaKTUYECKOMY COCTaBy
COZIep)KaHUs TOKYMEHTOB Jela.

Ecnu neno cocToUT M3 HECKOJNBKHUX TOMOB (HacTelt), Ha OOJIOKKY KaXXIOoro ToMa
(gacTi) BEIHOCHTCS OOIIHI 3ar0JI0BOK, a TAK)KE 3ar0JIOBOK M HOMEP Ka)KJ0ro Toma (4acTh).

ITpumep:

«JloKyMeHTBI onepaTUBHBIX coBellaHui cyaeit B 2 Tomax. Tom Ne 1 — cosemanus
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cyZied cynieOHON KOJUIETHH TI0 YTOJIOBHBIM JIeamy;

«JlokyMeHTHI omepaTUBHEIX CoBellaHu# cyaeit B 2 Tomax. Tom No 2 — coBelaHus
Cynen CcyneOHON KOJUIErHH 10 TPaXXIaHCKUM JeJiam.

B 3aronoBkax pmen, comep)kaliuX KOIMH JOKYMEHTOB, [eNlaeTcsi yKa3aHHe
Ha Hayuyue Konui. [loqnuHHOCTE JOKYMEHTOB [1ejia B 3ar0JIOBKe HE OrOBapHBAETCS.

5.11. Ha obnoxxke nena yka3pIBarOTCs KpailHME JaThl JOKYMEHTOB, ITOMEIICHHBIX
B JIETI0.

Ecnu B nmeno BKIFOYEHBI JOKYMEHTHI, JaTa KOTOPBIX HE COBIANaeT C JaTOW Jena,
TO TIOJ JIaTOX C HOBOM CTPOKH JenaeTcs o0 3TOM 3amuch: «B mene UMEIoTCs TOKyMEHTHI
3a... ToA(BI)».

Haramu fien, cogepKaliux paclopsIUTENbHYI0 H HHYIO JOKYMEHTAMIO (OKIazibl,
IIMCbMa, CTEHOI'PaMMBI) SIBIISIOTCS JaThl (YMCII0, MECSILI, F0J1) perucTpaliy (CoCTaBIeHus,
IIOCTYIUICHHS]) CaMOro PaHHEro M CaMOro IMO3JHEro JOKYMEHTOB, BKIIIOYEHHBIX B JEJIO
(kpaliHue JaThl Ael, JOKYMEHTOB).

Jlatoil nena, copmepXallero IPOTOKOJBI 3acelaHMii, SBISIOTCS OaThl IIEPBOTO
U TIOCJIEAHETO MIPOTOKOJIA, BKIIOUYEHHBIX B JIEJI0.

JaTtoli nuyHOrOo [ena SBISAIOTCS JaThl MOANUCAHWSA IIPHKa30B O IIpUEME
U YBOJIBHEHUU JIHMIIA, HA KOTOPOE OHO 3aBE/ICHO.

JlaToit THYHOrOo Jiena rocy AapCTBEHHOTO IPaXkIaHCKOTrO CIIy XKalllero sBJISFOTCS 1aThl
€ro MOCTYIUIEHUS Ha FOCYAapCTBEHHYIO OJDKHOCTE U YBOJIBHEHHUS C HEE.

Ecnu nenom siBisieTcst XKypHal, AaToi Aena OyOyT TOYHBIE KaJleHAAapHBIE AT
IIEPBOH U MOCJIEIHEN 3aIUCeH B )XypHale.

[Ipu oGo3HavyeHuM HaThl JOKyMEHTa CHadajga yKa3bIBaeTCs 4YMCIIO, 3aTEM MeCsI
u roa. Yucio u rox 0603Havar0TCs apabCKuMu HudpamMu, Ha3BaHHE MeCSIla — IPOIHUCHIO.

Ecaim npara gokyMeHTa MM OTHeNbHBIE €€ 3JEMEHTBl  OIPEeNeIIsTIOTCs
NpUOIM3UTEIFHO, HAa OCHOBaHUHM aHalu3a COJEpXKaHWi [HOKYMEHTa, TO Jara WId
OTJEJIbHBIE €€ DJIEMEHTHI, He SBJISIoIuecs aOCONIOTHO [IOCTOBEPHBIMH, 3aKIIIOYaIOTCS
B KBaJIpaTHbIE CKOOKU (HampuMmep, [He panee 2026 r.]; [He paHee UIOHS — HE I103/IHEE HIOIIS
2026 1.], 11 [urons] 2026 r., [11 urons 2026 r.]).

Jlata nena He yka3bIBaeTCsl Ha 00JI0XKKaX Jell, COAepXKallluX I'o0BbIe IUIaHbl, OTYETHI
U Apyrue JOKYMEHTBI, JaThl KOTOPBIX OTPaXXaroTCsl B 3ar0JIOBKAX Jell.

5.12. KonuyecTBO NHCTOB Ha OOJIOKKE Jeja yKa3blBaeTCs Ha OCHOBaHUHU JIMCTa-
3aBepUTeIIs.

5.13. Cpok XpaHeHHUs Ha O0JIOXKKe Jesia yKa3blBaeTcss B COOTBETCTBHH CO CPOKOM
XpaHEeHHs, yCTaHOBIIEHHBIM HOPMAaTUBHBIMY IIPaBOBEIMU akTaMu Poccuiickoit @enepanumy,
TUITOBBIMHU NTepeYHSIMH JOKyMEHTOB, [lepeuyneM JOKyMEHTOB.

5.14. ApxuBHBIH mIM(p MPUCBAMBAETCS TOCYIAPCTBEHHBIM aPXHBOM U BKIFOYAET
B ce0st HoMepa: apXUBHOro (oH/a, ONUCH JIell, JOKYMEHTOB, EAUHHIIBI XpaHEHUs — Aelia.
Ha enunumax xpaHeHus, COAEpIKalINX JOKYMEHTBl Ha OyMaKHOM HOCHTEIE, apXHBHEIM
mudp HAHOCHUTCS Ha OO0JIOKKY B JIEBOM HI)KHEM M MPaBOM BEpPXHEM yriax B IENiX
obecnieueHus ydera u uaeHTH(ukanuu. Ilpu 3ToM 0003HadyeHHe, HAHOCHMOE B IPABOM
BEpXHEM YIUIy, repeBopauyuBaercsi Ha 180 rpamycoB IO OTHOLIGHHIO K OOO3HAYECHHIO
B JIEBOM HIDKHEM YTIIY.

Ha nena, BHeceHHBIE B ONMUCH [el (TOI0BOM paslen ONUCH Jel) CyJa — UCTOYHHKA
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KOMIUIEKTOBAaHMs TIOCYJAapCTBEHHOIO apXuBa apXWBHBIM MMQp NpocTaBIseTCsS IMOCIe
YTBEPXKIEHUsI OoIHUCcH Aen (romoBoro paszzena omnucu gen) DIIK apXuBHOrO ydpexxaeHUs
U yTBEPXKAECHUs NpelceaaTeNeM cyaa.

5.15. Bo Bcex cyneOHBIX nenax, Mojexalux nepeaade B apXuB Ha IIOCTOSIHHOE U
BpeMeHHOoe XpaHeHue (cBpimie 10 JyieT), a Takxke B Jenax IO JUYHOMY COCTaBy,
COCTaBJISIETCS] BHYTPEHHsSI ONHUCh JOKYMEHTOB jena (mpunoxkenue Ne 11 k Hacrosmei
Wucrpykuum).

BHyTpeHHss onuch JOKYMEHTOB Jiefia MOAIMBaeTCs (TIOAKIENBACTCSA K BHY TPEHHEH
CTOpPOHE JIMLIEBOI O0JI0XKKH [eja) B Havyae Jena.

JIMCTBI BHYTpeHHe# OIHMCH NOKYMEHTOB Jiejla HyMEpYIOTCS OTHENBHO OT o0Iei
HyMepanuy JOKyMeHTOB fena. MHdopMaius o KOJTHYECTBE JIMUCTOB BHYTPEHHEH ONUCH
JOKYMEHTOB Jiefia BKIIFOYaeTCs B JIUCT-3aBEPUTEINb.

V3MeHeHue cocraBa JOKYMEHTOB Jena oTpaxkaerca B rpade «lIpumeuanuer
BHYTPEHHEH ONMCH OOKYMEHTOB [ejla CO CChUIKAMH Ha COOTBETCTBYIOIIME AaKTHL.
[Tpu npuoOlleHnH K Jely HOBBIX JOKYMEHTOB BHYTPEHHSS OIIUCH JIONOJHSIETCS, K HEeH
COCTABIISIETCS] HOBAsi HTOrOBas 3aIUCh.

5.16. B yueTHO-perucTpallHOHHBIX JKYypHaJlaX IIOCTOSSHHOIO M BPEMEHHOIO
(cBemme 10 JieT) XpaHeHHWs Iiepel MX Iepenadyell B apXuB pabOTHMKaMH OTHAENOB,
OTBETCTBEHHBIMHU 3a BeJleHUE JaHHBIX JOKYMEHTOB, OCYIIECTBIIAETCS HyMEpallus JIMCTOB U
IIPOU3BOAMTCS 3aBEPUTEIIbHAS HAIIUCK.

Ha o065oxke perucTpallMiOHHOTO JXypHalga WM KHUIH COIVIaCHO HOMEHKIAType
IIPOCTABJISAETCS CPOK XPaHEHUSI U YKa3bIBAETCS KOIUYECTBO JIMCTOB.

Ilepen mepemaueil B apXWB YYETHO-CTATUCTHYECKUX KapTodek pabOTHHK OTAeNa
NEJOTIPOU3BOACTBA IPOBEepseT MX HalW4he M 3allOJIHEHUE BCEX MPeayCMOTPEHHBIX
PEKBU3UTOB.

[Tocne mnepemayu [el B apXWB Y4YETHO-CTaTHCTHYECKHME KApPTOYKH JOJDKHBI
XpaHWUTBCS B KapTOTeKax (SIMKaX, KapTOTEYHBIX INKa(ax) OTAENBHO II0 YrOJIOBHBIM,
IpaXIaHCKUM,  aJMUHHCTPATUBHBEIM  JeiaM, JenaM 00  aJMHMHHCTPaTHBHBIX
NpaBOHAPYIIEHUAX B IMOPAAKE MX HOMEPOB IO rojam. B kamaoM Tome JOMKHO OBITH
He Gostee 150 y4eTHO-CTAaTHCTHYECKUX KapTo4ek, HO He Oonee 250 iucToB.

Y4eTHO-CTATUCTUYECKUE KAPTOYKM IepealoTCs B apXUB BMeCTe C al(aBUTHBIM
yKazareJeM.

6. IlopsiIoK YHHYTOKEHHS APXHBHBIX JOKYMEHTOB

6.1. Haxomsmecs B apxuBe Jella, IO KOTOPBIM MCTEK CpPOK XpaHEHHS,
YCTAHOBJIEHHEIN JeWcTByrOIIUM [lepedHeM NOKyMEHTOB, OTOMpArOTCS K YHHYTOXKEHHIO.
Pa6oTa 1Mo oT6opy e K YHHYTOKEHHIO OCYIIECTBIISETCS paOOTHHUKOM, OTBETCTBEHHBIM
3a paboTy apxuBa Cyza, eXXeroaHo.

Jlena u TOKyMEHTBI BKJIFOHAIOTCS B aKT O BBIAEIEHUH K YHHYTOXXEHHIO JOKYMEHTOB,
He MOAJEXAIIUX XPAHEHUIO, €CIIA INPeIyCMOTPEHHBIH A HUX CPOK XpaHEHHs HCTeK
K 1 ssHBaps rojia, B KOTOPOM COCTaBJIEH aKT.

YHUUTOXEHUE TOKYMEHTOB 10 IIPOBEACHUS 3KCIIEPTU3HI IIEHHOCTH U yTBEPKICHUS
IpeJceiaTeseM Cy/ia OMUCed el IMOCTOSHHOTO XpaHEHHs M COINIaCOBAHHUS ONHUCEH el
[0 JTMYHOMY COCTaBY 3a aHAJIOTUYHBIA XPOHOJIOTHYECKUH IIEPHOJ] 3alIPEIIaeTCs.
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6.2. Ha ocHOBe npemioxeHUi K aKTy O BBIAENECHUH K YHHYTOXEHHIO JOKYMEHTOB,
HEe IOJJIeXalUX XPaHEHWIO, COCTABJICHHBIX I10 pe3ylbTaTaM 3KCIEPTU3bl LEHHOCTH
B cyneOHOH Koiiernu, cyaeOHOM cocTaBe, IIOCTOSIHHOM CyneGHOM IIPHCYTCTBHUH,
CTPYKTYPHOM IOJpa3[elieHHu cyaa, pabOTHHK, OTBETCTBEHHBIN 3a paboTy apXuBa cyza,
COCTaBJIIET COOTBETCTBYIOIIMM MpOEKT akra (mpuiaoxenwe Ne 13 k HacrosmeH
WMucTpykuuun).  YKa3aHHBIAE ~ IPOEKT  IOAMNKCHIBAETCS  HAYAIBHUKOM  OTHena
JIeJI0NIpOU3BOACTBA (00IIero oTaena).

IIpoekT aKkTa O BBIAEIEHWHM K YHHYTOXXEHHUIO IOKYMEHTOB, HE IOAJIEXKAIIMX
XpaHEeHUIO, IIpeCTaBIIsAETCS Ha COIVIACOBAHHWE OKCIIEPTHOM KOMHCCHHM CyJAa, 3aTeM
HanpaBiseTcss Ha paccMorpeHue OIIK apxuBHOro ydpexzaeHus (€ciu CyJA BBICTYIaeT
UCTOYHMKOM KOMIUIEKTOBAHUS [OCYHApPCTBEHHOI'O apXWBa MJIM Ha OCHOBAaHMHU
COOTBETCTBYIOIIIErO JOrOBOpPa), IOCIE Yero YTBEp KIaeTcs NpeceaaTeieM cyaa.

6.3. Ilpu cocraBieHMM aKTa O BBIACIEHHMM K YHUUYTOXEHHUIO JOKYMEHTOB,
He IOJUIeXAaIIUuX XPaHeHHIO, TOJDKHEI COOII0NaThCs CleAyIoIIKe IpaBuia:

Jlefla paclojiararoTcs B akTe 110 roJlaM UX pacCMOTPEHUs B IIOPSJIKE BO3PACTAHHUS
HOMEPOB JIEI;

B KOHIIE aKTa JeaeTcsi 3allich O TOM, 4TO H3 Jen (CyfeOHBIX [ell) H3BATHI
NIOJUTMHHUKH CYZeOHBIX aKTOB, JIMIHBIE JOKYMEHTEL.

6.4. AKTEHI O BBIJIEIEHHH K YHUUTOXXEHHIO JOKYMEHTOB, HE IIOJJIEXAaIUX XPaHEHHIO,
paccMaTpHUBAIOTCSI U COIJIACOBBIBAIOTCS Ha 3acelJaHHM SKCIEPTHOM KOMHCCHH Cyla
OJIHOBPEMEHHO C OIMCSIMH Ha Jiesia TIOCTOSIHHOTO XPaHEHHUs], U 110 TUYHOMY COCTaBY.

[Tocne yTBepXxaeHHs IIpeAcenaTeleM CcyJa OIHUCEH Jen IIOCTOSHHOrO Cpoka
XpaHeHMsI, ONMCEeH el IO JIMIHOMY COCTaBy, aKTOB O BBIJCIIEHHH K YHHYTOXXEHHIO
IOKYMEHTOB, He IOJUIeXallluX XpPaHEeHUIO, Jella, BBIJIEIEHHBIE 110 aKTy K YHMYTOXXECHHIO,
MOTYT OBITH YHHYTOXKEHBI.

6.5. Jlema c¢ ormerkoit «OIIK» momiexar MOIUCTHOMY (IUIsl 3JIEKTPOHHBIX
JOKYMEHTOB — ITOJ0OKYMEHTHOMY ) TPOCMOTPY B LIEJISX BBISBICHUS apXUBHEIX JTOKYMEHTOB,
HOJJIeXAIIUX IIOCTOSHHOMY XpaHeHHIO. BBISBICHHBIE B TaKuX JellaX [AOKYMEHTBI
MIOCTOSITHHOT'O CpPOKa XpaHEHHUsl BBIIEISIOTCS U IPUCOEAMHSIOTCA K OJHOPOAHBIM JelaM
COOTBETCTBYIOILIETO I'OZOBOTO pa3ziena Win GOpMHUPYIOTCS B OTAEIBHEIE Jea.

OcraBiivecs DOKYMEHTHl BpPEMEHHOIO CpOKa XpaHEHHs BKIIOYAlOTCS B akT
O BBIJIEJIEHUH K YHUYTOXXEHHUIO JOKYMEHTOB, He MO JIeXaliX XpaHeHuo. [Ipu Bxirouennu
B aKT JJOKYMEHTOB, BBISBJIIEHHBIX [IPU IPOCMOTPE JEJI CO CPOKOM XpaHEHHMS C OTMETKOM
«OIIK», ormeTka «OIIK)» B akTe He yKa3bIBaeTCs.

6.6. M3 oroOpaHHBIX K YHHYTOXKEHHUIO TIpaXKIaHCKHUX, aIMUHHCTPaTHUBHBIX,
YTOJIOBHBIX /eI, IeJ1 00 aqMIHUCTPATUBHBIX IIPaBOHAPYLIEHUAX U3BIMAIOTCS ITOTUHHUKA
CyHneOHBIX aKTOB, BHLIHECEHHBIX IO CYIIECTBY Jena, a Takke cyAeOHBIe aKThl CyIOB
aneJUIAMMOHHOM, KaCCAllHOHHOM U HaJA30pHON MHCTAHLIMH, BBIHECEHHBIE II0 pe3yJbTaTam
pPAacCMOTpEHMs aNe/UISIMOHHBIX WM KACCAI[MOHHBIX JKajlo0 (mpencTaBieHH) OO
IepecMoTpa pelleH it cya B opsiKe Haa3opa.

W3 mnpekpalleHHBIX [el, el [0 KCKaM, OCTaBIeHHBIM 0e3 pacCMOTpeHHs,
U3BIMAIOTCS MMOIJIMHHUKY OIpefesieHu (IIOCTaHOBJIEHH)SA) O IPeKpalleH!H IIPOU3BOICTBA
1o Jieny, 00 ocTaBlIeHUH UcKa 6€3 pacCMOTpEHHS.

IIpy HeOOXOOWUMOCTH TaKXXe MOTYT H3BIMAThCH IPUOOIIEHHBIE K JelIy HHBIE
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INOKyMEHTHI (MUPOBOE COTJIallleHHe, MeIHAaTHBHOE COTJIAIIEHHE H. T.JI.).

IIpnoOiiennsle kK cyeGHOMY ey 3JEeKTPOHHBIE HOCUTENH UH(OpMaLUK (IUCKH,
IUCKETBI, (IIeII-KapThl) YHUYTOXKAIOTCS OJHOBPEMEHHO C JEJIOM IMyTeM MX (PU3HYECKOro
YHUYTOXEHHUSI WU YHUYTOKEHHUA IIPOrPaMMHO-TEXHUYECKUMH CPEICTBAMHU.

6.7. Ilpu orbope K YHHUYTOKEHUIO MAaTEPHAJIOB, PACCMOTPEHHBIX B IOPSAKE
I'paXJaHCKOI0, aJMHUHHCTPATHBHOIO, YIOJIOBHOTO CYy/AOIPOMU3BOJCTBA, a Takxke
IIPOM3BOJICTBA 10 fiesiaM 00 aZIMMHUCTPAaTHUBHBIX IPaBOHAPYILEHUSIX, U3 HUX U3BIMAIOTCS
NOJJIMHHUKY Cye0HBIX aKTOB, B TOM YUCJIE BBILIECTOSIIUX CY/I0B.

6.8. Ha Bcex cyneOHBIX aKkTax IPOCTaBISIOTCS PErMCTPALMOHHBIE HOMepa Jena
(Marepuaina), HoMep IIPOU3BOJCTBA, YHUKAIBHBIN UIeHTU(UKATOP Jea, U3 KOTOPOro OHU
U3BATHL. 3aTe€M JIOKYMEHTHI MTOJIIUBAIOTCS B COOTBETCTBUM C TPeOOBaHMSIMM HaCTOSIIEH
WMHCTpyKIIMM B OTJENbHBIE [€Ja B 3aBUCHMOCTHM OT KaTeropuu CcyJeOHoOro ena
(MaTepuaina), U3 KOTOPOro OHM ObUTM U3BATHI, ¥ CPOKA XpaHEHUs] BHOBb CPOPMUPOBAHHOTO
nena.

Cpox xpaHeHus e, chOpMUPOBAHHBIX U3 CyIeOHBIX aKTOB, U3BATHIX U3 CyNeOHBIX
nen (MaTepualioB) B CBA3H C HCTEUYEHHEM CpOKa HX XpaHEHHWs, OIpeelseTcs
B COOTBETCTBUM C [lepeunem NOKyMEHTOB.

Takue nena mMmojyiexar BKIIOYEHHUIO B COOTBETCTBYIOIIME OIMCH €Nl 3a TOJ,
B KOTOPOM cyzaeOHoe ero (MaTepHal) MOJIexKalo yHUYTOKEHHIO.

6.9. M3 apXWBHBIX [OKYMEHTOB, IIOJIEXKAIIUX YHUYTOKEHHIO, OCTAIOTCI Ha
XpaHeHHe JIMYHBIE JOKYMEHTHI (I1acriopTa, BOEHHBIE OHJIETBI, TPYIOBHIE KHMKKH
U IpyTHe JUYHBIE JOKYMEHTHI), KOTOpble IOMEIIAI0TCs B OTAENIBHYIO IAIKY, COAEPIKAIIYIO
BHYTPEHHIOIO OIMKCH IOKYMEHTOB. B onucek BHOCATCS: (haMHIIus, UMsl, OTYECTBO BJIaJeNbla
IOKYMEHTa, HauMEHOBaHHE IOKyMEHTa M HOMep Jena (IPOM3BOJCTBA), U3 KOTOPOIO
OH W3BST, IOJ PAacCMOTpeHHs Jela, HOMep M JaTa akTa o0 yHHYTOXEHHH JIeja.
HeBoctpeboBaHHbIe THYHBIE TOKYMEHTBI XPaHATCS B apXuBe cyla 75 JIET, IIOCJE Yero
YHUAYTOKAFOTCSL.

6.10. ApxuBHbIE JOKYMEHTHI, IIOJJIeXKAI[ME YHWUYTOXKEHHIO, IIepeHaroTCs
Ha YTUIM3ALMIO B OpraHU3alliy, 3aHUMAIOIIUecs epepaboTKON BTOPCHIPbS.

B cnywyae oTcyTCTBUS OpraHu3alldi, MNPOU3BOMIIIUX YTHIM3ALMIO B JaHHOM
peruoHe, MJOKYMEHTbl YHHUYTOXAIOTCS CHELUalbHO CO3[JaHHOWM Ha OCHOBaHWHU
pacropshKeHusl Ipeacenares Cyla KOMHCCHEH IyTeM COMOKEHHS WIM MEeXaHWYECKOH
nepepaboTKu, O 4eM COCTABISAETCS aAKT.

6.11. Ilepen mepenauell Ha YHHUYTOXKEHHE JOKYMEHTHI YIIaKOBBIBAIOTCH,
a B HeOOXOMMBIX Cclyyasix omnedartsiBatorcs. [lepenada opopmiisercs NpUeEMo-CAaTOYHOR
HaKJIaJJHOH (aKTOM), B KOTOPOH yKa3bIBalOTCs JaTa Mepefayd, KOIMIeCTBO BKIFOYEHHBIX
B @KT JIeJI ¥ IPYTUX JOKYMEHTOB, BeC OyMa)KHOH MaKyJaTypBhl.

6.12. JIOKyMeHTHI, UMEIOIHe MOMeTKy « /[ cayeGHOro moiabp30BaHMA», a TAKKE
coaepikaliie HMHGOPMALMIO OIPaHUYEHHOI'O JIOCTYIIA, JOJDKHBI YHHYTOXATHCS B CyIe
IyTeM MEXaHHYEeCKOro u3MelbueHusl (IIpeIHpOBaHUS) MIH HHBIM crocoboM,
WCKJIIOYAIOIIAM BO3MOXXHOCTH BOCCTaHOBHMTH COJEp)XXaHHE IOKyMEHTOB. bymaikHble
OTXOJbl TEPENalOTCs B OPraHM3alldIo, 3aHUMAIOLIYIOCS IIepepabOTKON BTOPCHIPHA
(mpu HaU4UM).

6.13. Tlorpyska, BBIBO3 Ha YTHUIM3ALUIO M YTWIM3AUMA OCYIIECTBISIOTCS
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10/l KOHTPOJIEM YIIOJIHOMOYEHHOT0 pabOTHHKA Cya.

6.14. AKTBI O BBIJIEIEHMH K YHHYTO)XXEHHIO IOKYMEHTOB, @ TaKXe JIOKYMEHTHI,
NOATBEpXKAAOIMe  (akT  YTWIM3ALUM, [OJNIIMBAKOTCS B  OTHENBHBIH  Hapsa
B XPOHOJIOTHYECKOM ITOPSIKE.

B perucrtpauuonHslx OkypHanmax (rpada — @pUMeYaHHWE) MU Y4YETHO-
CTaTUCTUYECKUX KApTOUKax (CrerualbHbIN IyHKT WIK CBOOOIHOE 10JIe) [eSIaeTCsl OTMETKa
o0 YHHYTOXXEHHH JeNa C yKa3aHHEeM HOMepa, HaThl akTa M IIPOTOKOJA 3acelaHus
SKCIIEPTHON KOMHUCCHUH CyZa.

OtmeTKa 00 yHMUYTOXEHHH Jiefla IPOCTABISETCs TaK)Ke B COOTBETCTBYIOLLEH OIHCH
Jell.

6.15. 3ampemaercsi HCIIOJIB30BaHME OTOOPAaHHBIX K YHHUYTOXKEHHIO J€1 Ui
XO3SICTBEHHBIX HYX/I.

6.16. Ilocne ¢u3nyecKOro yHUHYTOXKEHHUS NOKYMEHTOB B YYETHBIE IOKYMEHTHI
apXuBa IOJKHBI OBITH BHeCEHbl H3MeHeHus. (CBeJeHUS O BBIOBITUM JOKYMEHTOB
OTPaXKAXOTCs B KHUTE y4YeTa BBIOBITHSI U IIOCTYIIJICHHUS JOKYMEHTOB, a TAKXKe B JIUCTE (POHAA
CO CCBUIKOM Ha akT O BBICJIEHHM K YHHYTOXXEHUIO (apXWBHBIX) [IOKyMEHTOB,
He MoJNex)almux XxpaHeHuo. PabOTHUK, OTBETCTBEHHBIN 3a apXUB CyJa, II0CJIe BHECECHUS
U3MEHEHUH B Y4YETHble JOKYMEHTHl CTaBUT B AaKT€ COOTBETCTBYIOILYID OTMETKY,
COCTOSLLYIO U3 (ppa3sl «I3MeHeH!s B y4eTHbIE JOKYMEHTHI BHECEHBD), COOCTBEHHOPDYYHOM
MIOJMKCH, PACITU(PPOBKH MOIITUCH U JATHI.

6.17. PaliloHHBIMHU CyZaM¥ KOTIMY aKTOB O BBIJEJIEHUH K YHUYTOXKEHHIO JOKYMEHTOB,
a Tak)Ke JOKYMEHTHI, TOATBepXKaatomume GakT yTuiuzanuy, B Tederne 10 pabouux nHei
CO JHS YHHYTOXEHMS JOKYMEHTOB HAIpAaBISIOTCS B COOTBETCTBYIOIIEE YIIpaBIEHHE
CyznebHoro nenapramenTa B cyosekTe Poccuiickoit Denepanuu.

7. llepenaua gen (3J1eKTPOHHBIX JeJ1) B ApXHUB Cy/J1a, NOPAAOK HX XpPaHEHHU

7.1. Apxus cyna komiuiektyercs fokymeHTamu A® PO, noxymeHTaMu MOCTOSHHOTO
Cpoka XpaHeHus, He Bomegmumu B cocraB AD PO, noxymMeHTaMH BpPEMEHHBIX
(cBbime 10 7neT) CpokOB XpaHeHHs, B TOM 4YHCIIE II0 JHMYHOMY COCTaBy, KOTOpbIE
BKJIFOYAIOTCS B €70 apXUBHBIN (DOHII,.

Jlena MOCTOSIHHOTO XpaHeHHs, BpeMeHHbIX (cBeimie 10 JeT) CpOKOB XpaHEHHS
MepealoTcs B apXyB CyJa He MMO3/IHee YeM Yepe3 LIECTh MECALIEB I10CIIe 3aBePIIeHHS eIl
B JICIONPOM3BOJICTBE II0 OIKCAM Jel CyAeOHBIX KOJIIerHd, CyAeOHBIX COCTaBOB,
IIOCTOSIHHBIX CYIe0HEBIX MPUCYTCTBHH U CTPYKTYPHBIX IOApa3/ieleHu Ccy/ia (IpUIIOKEHHS
Ne 3, 4 x nacrosmeit Muctpykuuu). OKOHYaHHE IPOU3BOJACTBA IO CyJeOHBIM JeliaM
ompefelseTcsi B  IOpAAKE, YCTAaHOBIEHHOM  COOTBETCTBYIOIIEH  HMHCTPYKIHUEH
10 Cy/1IeOHOMY IeNIONIPOU3BOICTBY.

JIOKyMEHTEI 110 INYHOMY COCTaBY CyJel KacCallHOHHBIX Cy10B 0011l FOPHCIUKIINY,
areJUISLHOHHBIX CYJOB OOIIeH FOPHUCIMUKLUYU, BEPXOBHBIX CYJOB PECIYyONIHK, KpaeBhIX
¥ 06JTaCTHEIX CYIOB, CyJOB FOPOJIOB (efepabHOTO 3HaYSHHUS, Cy10B aBTOHOMHOH 061acTH
¥ aBTOHOMHBIX OKPYrOB II€pelaroTCs B apXuB cyAa 1o ucredeHun 10 jer co mHA
0CBOOOXKIEHUS OT MOJDKHOCTH CyHbH (OTYHMCIEHHs M3 IITata cyna); (emepanbHbIX
rOCYIapCTBEHHBIX MPaKIAHCKHUX CIIYXaIuX — 110 uctedeHuy 10 J1eT co IHA yBOJBHEHHS.

JIOKYMEHTBI 10 IHYHOMY COCTaBY — apXUBHBIE JIOKYMEHTEI, OTPaXKaroliue TPpyAOBbIe
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OTHOLIEHMs paboTHHKa ¢ paboromareneM. K 4uCiy HOKYMEHTOB IO JTHYHOMY COCTaBy
OTHOCSTCS HE BCE JIOKYMEHTHI CHCTEMbI KaApOBOM JTIOKYMEHTAIMH, & TOJBKO JIUTEIbHBIX
(cBbimre 10 J€T) M MOCTOSHHOIO CPOKOB XPaHEHHUS.

7.2. Pemenve Ha mepefady B apXuB CyAeOHBIX J€J, MPOU3BOACTB M MaTepHalloB
IPHHUMAET CYJbs, UX PAaCCMOTPEBIIUM, a MpPU €ro OTCYTCTBHHM — IIpefceaaTenb Cyla
(cynebHOM KOIeruy, cy1ebHOro cocTaBa), ero 3aMeCTUTENh MM HHOE YIIOJTHOMOUEHHOE
npenacenaTeneM cyna Juio (B MOCTOSSHHOM cyaeOHoM mpucytctBuu). [Ipu 3ToMm cymbs
IIPOBEPSIET COCTOSHUE KAXIOro CyAeOHOro fena, IIporu3BOJICTBA WIM MaTepuaa.

7.3. Pemenue Ha nepejady B apXUB CyJa HOMEHKIATYpPBI, KypHalOB U y4YETHO-
CTaTUCTHUYECKMX KapTOYeK MPHUHHMMAaeT Ipeicenarens cyna (cyneOHOHW KOJUIeruy,
CyZle0HOro cocTaBa), ero 3aMeCTUTENb WU MHOE YIIOJIHOMOYEHHOe IpeJceiaTeNeM cy/ia
MO (B IIOCTOSHHOM Cy/Ie0HOM TIPUCYTCTBHH).

7.4. Perenue Ha nepegady B apXUB UHBIX JIOKYMEHTOB CyJla IPUHUMAaET HadalbHUK
OTJena NeNoIpon3BoAcTBa (001ero oTaena) cyia, MHOe yIIOJTHOMOYEHHOE TIpeficelaTesIeM
cyJa JUI0 (B TTIOCTOSHHOM CYy/1e0HOM IIPUCYTCTBUH ).

7.5. JoxymeHTsl BpeMeHHBIX (10 10 J1eT) cpoKOB XpaHEHHs WM «JI0 MHUHOBAaHMs
HaZoOHOCTW» B apXHB CyJia 0 00IeMy IIpaBUiLy He IepeaaroTcs.

B cooTBeTCTBHH ¢ pacniopskeHUeM IpeceaaTess Cya B HCKIIOUUTENbHBIX CITydasx
(oTcyTCTBHE BO3MOXHOCTH OOecliedeHHs] COXPaHHOCTH, COOTBETCTBYIOIIMX ITOMELIEHHH
IUIST MX XPaHEHWs W WHBIX) JOKYMEHTHI BpeMeHHbIX (no 10 jeT) cpoKoB XpaHEHHs HIIU
«I0 MHHOBaHUS HamoOHOCTW» Jiena MoOryT OBITh TIlepeflaHbl B apxXuB cyJa
II0 COOTBETCTBYIOIIIUM OIHUCSIM.

[TonroroBka nen BpeMeHHbIX (D0 10 J1€T) CPOKOB XpaHEHHUS WIH «I0 MUHOBAHHUA
HagoOHOCTH» Ui IlepeJayd B apXWB, a Talke IepeAada TaKuX JeJl B apXuB cyzaa
OCYUIECTBJISIETCS B COOTBETCTBHM CO CpPOKaMH, YCTaHOBIEHHBIMU IyHKTamu 5.1, 7.1
HacTroswmen MHCTpyKIKUH.

Takue nemna odopmisitoTcsi paOOTHUKaMH, OTBETCTBEHHBIMU 32 JEJIONPOU3BOJICTBO
B CyneOHO# KoJuleruu, cyneOHOM cocTaBe, IOCTOSHHOM CyAeOHOM IpPHCYTCTBHUH,
CTPYKTYPHOM MOApa3AeieHUU Cy/ia, CIeIYIOIHUM 00pazoM.

Jlena mommmBaroTcs, Ha 00JI0KKE YKa3bIBAaIOTCS: HaMMEHOBAaHHE CY[a; 3ar0oJIOBOK
nena (ToMma, 4acTH); MHIEKC Jella 10 HOMEHKIaType jnei; (hamMunus, ums, OTYECTBO
OCYXICHHOIO JIMIIa U IMOJIHOE HAaMMEHOBAaHMWE CTaThU YTOJIOBHOIO Kojekca Poccuiickoi
Denepauuu, 0 KOTOPOM JIMILO OCYXIEHO; (haMuius, WHULHAIBI HCTLA, OTBETYMKA
(HaMMeHOBaHWE OpraHMW3alliM); CYTh MCKa (3asBlICHHS); KpalHHE IaThl Jieja; HOMep
IIPOM3BOCTBA 10 JIeNTy, YHHKAJIbHBIA UOSeHTU(HUKATOP JeNa; HOMEp TOMa; CPOK XpaHEeHHMs
Jena ¢ yKa3aHHeM roja, JO0 KOTOpPOI'o OCYILIECTBISETCS XpaHEHHE; IOAIHUCEH CYJbH,
paccMOTpeBIIIero Jeno (¢ pacu(poBKOH MOAIHICH).

[Io MCTEYeHHMH CpOKa XpaHEHHS WM [0 MUHOBAHHUU HaJOOHOCTH HOKYMEHTEI
BpeMeHHBIX (0 10 JeT) CpOKOB XpaHeHHs WIM «IO MHHOBaHUS HaZOOHOCTH»
YHHYTOXKAIOTCSI B IOpsAKe, YCTaHOBJIEHHOM Hacrosmed WMHcTpykiued, 0 YeM
cocrasisiercsi akT (mpmwioxkenue Ne 13 k Hacrosmed Muctpykium). IIpenmoxenus
K aKTy O BBIZIEIEHHHM K YHHYTOXXEHHIO HNOKYMEHTOB, HE IOJJIeXalUuX XpaHEHHIO,
peayCMOTpeHHbIe ab3aueM 4erBepThIM myHkTa 4.11 Hacrosmed HWMHCTpyKIwH,
COCTaBISIOTCS pabOTHHKAMM, OTBETCTBEHHBIMH 3a JIEJNONPOHM3BOACTBO B CyaeOHOI
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KOJIJIETHH, CyneOHOM COCTaBe, IOCTOSSHHOM CyAe0OHOM IPUCYTCTBHH, CTPYKTYPHOM
II0/Ipa3/IeJIeHUHU Cy1a COOTBETCTBEHHO.

7.6. DIeKTpOHHBIE [OKYMEHTHl BpEeMEHHBIX CpPOKOB XpaHeHHs no 10 et
BKJIFOYUTENBHO XPAHATCS B TEUEHHUE YCTAaHOBIEHHOIO CPOKa B MH(POPMALIMOHHON CUCTEME
(XpaHUIUIIE DJIEKTPOHHBIX JOKYMEHTOB) B (hopmare, B KOTOPOM OHM OBLIH CO3IaHBI MK
BKJIIOYEHbl B HH(QOPMAalMOHHYIO CHCTeMy. B apxuB cyna Takue JOKYMEHTHI
HE NepelaloTCsl.

7.77. Ilepenaya nen, B TOM 4Yucie el BpeMeHHBIX (10 10 1eT) CpoKOB XpaHEHUs WU
«0 MHHOBaHMs HaJoOHOCTU», B apXWUB Cyna OCYILECTBIsSeTCs 1O rpaduky,
COIIaCOBaHHOMY C CYJeOHBIMH COCTaBaMH, CyJeOHBIMU KOJUIETHUSMH, IOCTOSTHHBIMH
CyZeOHBIMH IPHCYTCTBUSIMH, CTPYKTYPHBIMU IOApPAa3JEICHUSIMH, IepeJaroliMu
JOKYMEHTHI B apXUB, U yTBEP)KISHHOMY Mpe[ceaaTeeM Cyaa.

7.7.1. Tlpu mnepepmaye HOOKyMEHTOB Ha OyMa)XHOM HOCHUTENE B apXuB Cyzaa
pabOTHUKOM, OTBETCTBEHHBIM 32 paboTy apXuBa Cy/1a, IPOBEPSIOTCS:

COOTBETCTBHE 3arojioBka Jejla II0 ONUCH [l CTPYKTYpHOIrO IOApa3/ielIeHHUs
COJIep>kaHUIO JOKYMEHTOB B JIelle;

[IPaBUIBHOCTD O(OPMIICHUS U TPYIIIUPOBKU JOKYMEHTOB, BKIFOYEHHBIX B JIEJIO;

Ka4yecTBO IOAIIMBKY WU TIeperieTa 1ena;

IIPaBHJIBHOCTh HyMEpallWHY JIUCTOB JIElIa;

IPaBWIBHOCTH COCTaBJIEHHUS BHYTPEHHEN OIMCH JOKYMEHTOB Jiesia (IIpH HaJIHuHiH);

IPaBUIBLHOCTH 0(hOpMIIEHUS OOJIOKKH [eNa;

HaJM4Me U IPaBUIBHOCTD 3aII0IHEHHUS JTUCTa-3aBEPUTENS Jela.

Bce BBIsIBIIEHHBIE TIPH MIPOBEPKE HEJOCTATKU B (OPMUPOBAHUH ¥ ODOPMIIEHUH HEIT
paboOTHUKKM CymeGHOro cocraBa, CyneOHON KOJUIETHH, IIOCTOSHHOIO CyAeOHOro
IIPUCYTCTBUS, CTPYKTYPHOTO IOpa3ieNieHns: 00s3aHbl YCTPAHHUTb.

7.7.2. Ilpuem-niepenaya HOKYMEHTOB B apXWB Cy[a IPOHU3BOAUTCA PabOTHHKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa Cy[a, B MPUCYTCTBUM pabOTHHKA CyAeOHOro cocrasa,
CyneOHOM  KOJUIETMH, IIOCTOSHHOIO  Cy[AeOHOro  IpHUCYTCTBHUS,  CTPYKTYPHOIO
nojpaszesieHus cyaa. B oTMeTke o mpueMe Jiel B KOHIE KaXK/I0ro K3EMIUISIpa OIUCH JIETT
YKa3bIBAIOTCS KOJIMYECTBO (haKTHHYECKU MPUHSITHIX B apXUB ]I, HOMEpa OTCYTCTBYIOIIMX
N1, JaTa IpueMa-Tepeiau, a Takke MOANUCH W pacir(ppoBKU MOIIHCEH yKa3aHHBIX
pabOTHHUKOB.

7.8. Tlepenava 3JeKTPOHHBIX OKYMEHTOB B apXUB IIPOM3BOJMUTCS Ha OCHOBaHUHU
ONMCeN BJIEKTPOHHBIX Jell CyneOHOro cocraBa, CyAeOHOM KOJUIETHH, CTPYKTYpPHOTO
TIOpa3IesieHus cyaa mo HHGHOPMAIMOHHO-TeIeKOMMYHHUKAIMOHHON ceTH (IIpH HaIUYUM
B apxuBe cyna HMHOOPMAIMOHHON CHCTEMBI) WIM Ha QH3HIeCKH 0060COOIEHHBIX
MaTepUaJIbHBIX HOCHUTEIISAX, KOTOPBIE IIPEACTABIAIOTCS B ABYX HACHTHYHBIX 9K3EMILIIpaxX.

TexHuueckoe CONMPOBOXKIEHHE II0 OOeCHedeHHI0 Iepefadd 3JIEKTPOHHBIX
NOKYMEHTOB B apXuB, CBS3aHHOE C HAaCTPOMKOW INPOrPaMMHBEIX KOMIIJIEKCOB
1 X (QYHKIMOHHMPOBAaHUEM, a TAaKXKe YAOCTOBEPEHHE KauyecTBa IT€PENaBacMBIX €IUHHII
XpaHEHHUS] 3JIEKTPOHHBIX JIOKYMEHTOB oOecneunBaeTcsi pabOTHHKAMH, OTBEYAIOIIUMHU
32 (QYHKIHOHMPOBAHWE HWH()OPMAIMOHHBIX TEXHOJIOTHH B CyZe, a TaKKe pabOTHHUKaMH
¢unmuanoB ®I'BY UAIL] Cynebnoro nenaprameHTa.

7.8.1. Ilpu nepenaye 3JIEKTPOHHBIX JOKYMEHTOB B apXWB CyJda BBITIOJHSIOTCS
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CJIelyIOLIEe OCHOBHBIE IPOLIEYPhl PaOOTHI C JOKYMEHTaMH:

(opMupoBaHKe B HHOOPMAIIMOHHOM CUCTEME CyJa SIEKTPOHHBIX JEJI, ABISIOIIMXCS
COBOKYIIHOCTBKO  KOHTEHHEpPOB  3JIEKTPOHHBIX JOKYMEHTOB WM  KOHTEHHEPOM
3JIEKTPOHHOT'O OOKYMEHTa, COAep)KalluM KOHTEHT U MeETaJaHHble 3JIEKTPOHHOIO
JIOKyMEHTa, (ailyibl 31MeKTPOHHBIX MOANUCEN U BU3YaJIU3UPOBAHHYIO KOIUIO TEKCTOBOTO
JIEKTPOHHOTO noKymeHTa B popmate PDF/A;

(¢hopMHpOBaHHE OIMUCH 3JIEKTPOHHBIX eI, JIOKYMEHTOB Cyae0HOro coCTaBa,
Cy1e0HOM KOJIETHH, CTPYKTYpPHOTO ITOIpa3ieIeH s Cya;

IIpOBEpPKa apXMBOM CyJa DJIEKTPOHHBIX JOKYMEHTOB Ha HalH4Me BpPEIOHOCHBIX
KOMITBFOTEPHBIX IIPOTPaMM U BOCIIPOM3BOAMMOCTH 3JIE€KTPOHHBIX JOKYMEHTOB;

MpoBepKa (U3UYECKOro U TEXHUYECKOTO COCTOSHUS HOcHTened (mpu mepenade
9JIEKTPOHHBIX JOKYMEHTOB B apXWB CyAa Ha (u3udecku 000COONEHHBIX MaTepHaIbHBIX
HOCHUTEIISIX).

7.8.2. TlpueM 3JEKTPOHHBIX IOKYMEHTOB B apXWB CyJa II0 HMH(MOPMaIHMOHHO-
TeJIEKOMMYHHKAIHOHHOM ceTH (IIpY HATWYUH B apXHBe Cy/la HHOOPMALMOHHOH CHCTEMBI)
Wiy Ha (uznyecku 000COOJIEHHBIX HOCUTENSX O(OPMIISETCS COCTABJIEHHEM HTOTOBOM
3aIliCH B KOHIIE OITUCH 3IEKTPOHHBIX JIeN, B KOTOPOH LH(PpaMH U IIPONKCHIO YKA3bIBAETCS
KOJIMYECTBO (PaKTHYECKH MPHUHATBIX B apXUB DJIEKTPOHHBIX JE€I U OJIEKTPOHHBIX
JOKYMeHTOB. MITOroBas 3amuck MOATBEPIKIASTCS TOANNUCIMHE paOOTHHKA, OTBETCTBEHHOTO
3a paboTy apxuBa cyjaa, U paOOTHHKA, [TepeAaBIIero 3JIEKTPOHHEIE Jela U JIOKyMEHTHI.
[Ipy mpueme Ha apXHUBHOE XpaHEHHE BJIEKTPOHHBIE Jella 3aBEPSIOTCSA 3JIEKTPOHHON
MOAMUCKIO MpeicenaTens cyaa Wi yIOJIHOMOYEHHOr0 UM JIKIA.

7.8.3. Tlocne mpuemMa B apXWB OJEKTPOHHBIX [OKYMEHTOB Ha (HU3MYECKH
060COBIEHHBIX MAaTEPHABHEIX HOCUTEISX BKIIAJBIIIH, TOMEIeHHbIe B QYTISAp eJHHHULIL
XpaHEHWss B CTPYKTYPHOM IIOpa3/ielIeHUH, 3aMeHSIOTCs Ha BKJIAJBIIIH, 0(QOpMIIEHHbIE
B apXxuBe.

Ha Bxiagpime, noMmermaeMoM B (yTsp eIWHHUIB XpaHeHHS, odopMiiieMOM
B apXMBe, YKa3bIBAIOTCS: HaMMEHOBaHMe cyja (IIOJHOe, COKpallleHHoe), Homep (hOHa,
HOMeEp OITUCH 3JIEKTPOHHEIX JeJ, HOMEp Aela II0 OIMCH, OTMETKA O CTaTyCe dK3eMILUIIpa
SIIEKTPOHHBIX JOKYMeHTOB: «OcH.» (ocHOBHO#) mwinm «Pab.» (pabounii), kpaliHHE HATHI
JIOKYMEHTOB 3JIEKTPOHHOTO Jiefia, TIPH He0OXOIUMOCTH OGhOPMIISIOTCS IOIOIHHUTEIbHEIE
OTMETKH 00 OTpaHMYEHUHU AOCTYIA K JOKYMEHTaM.

Bxagpimn mnomemiaercs B GyTsip (usudeckn 000COOJIEHHOIN0 MarepHaabHOTO
HOCHTEJIS TAKUM 00pa3oM, 4ToObI HAAMUCH Ha HeM OBLIH BUIHBI IIPH 3aKPEITOM (yTIIspe.

Haanucu Ha BKIaAplIax I1€9aTAIOTCS WM HAHOCATCS OT PYKH pPa3OOpUMBBEIM
IIOYEPKOM CIEINHaIbHBIMA BOLOCTOMKMMK YepHMIaMH. BO3MOXHO HCIIOJIE30BaHHE
IITAaMIIOB U JPYTUX aHAJIOIMYHBIX CPELCTB.

7.9. Ilpu mpueMe 3JIEKTPOHHBIX JOKYMEHTOB Ha XPaHEHHE B apXWB YUHUTHIBAIOTCS
(aKTOpBI: OrpaHWYEHHs Ha MPUEM 3JIEKTPOHHBIX JOKYMEHTOB; 3aBEPLUICHHOCTh IIpolecca
CO3maHUs  JJIEKTPOHHOrO  JOKyMEHTa;  HaJW4yde  3aKOHOJATENbHBIX  aKTOB,
MPENATCTBYIOMNX Ilepefade dJIEKTPOHHOIO JOKyMEHTa; Hajluyhe HeoOXOoIuMOoH
CONPOBOIUTENILHON JOKYMEHTAIIMU; COOTBETCTBHE THIA 3JIEKTPOHHOIO 000pYIOBaHUS
pasIUYHBIM PeXXUMaM XpaHEHHS SJIEKTPOHHBIX JIOKYMEHTOB.

7.10. Jlena, mo KOTOpPBIM CyaeOHBIE pelleHHs He oOpalleHbl K MCIIOIHEHHIO
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B MOpPSAJIKE, IPENYCMOTPEHHOM UHCTPYKIMEHN 10 Cy1eOHOMY IeNONPOU3BOACTBY, B apXUB
CyZa He IepeaaroTcs.

Ha y4yeTHo-cTaTHCTHYECKON KapTOUKe NENTaeTCsa OTMETKA O Iiepeade Ielia B apXHUB.

7.11. Iloctynusmue B apXuB CyZa JeNa U Apyrue JOKYMEHTHI XPaHsTCS 110 (GOoHIaM
B XPOHOJIOTHYECKOM ITOPSIIKE.

7.12. lena B apXuBe CHCTEMATHU3UPYIOTCS COIVIACHO OIUCAM JeNl U ITOMEIIAITCs
B KOPOOKH.

Ha xopemke 00510KkM Ka)XIoi KOPOOKH YKa3bIBAIOTCS Ha4yalbHbIE W KOHEUYHEIE
pErucTpalMOHHbIE HOMepa Jiell, [IOMEIEeHHbBIX B KOPoOKy.

8. CﬂpaBO‘lHO-ﬂOHCKOB]ﬂe CpeacTBa K apXHBHBIM JOKYMCHTaM

8.1. Cucrema cipaBOYHO-IIOMCKOBBIX CPEJICTB BKIIIOUAET apXUBHBIE CIIPABOYHUKHU Ha
OyMaxHOM HocuTene U (WJIK) B JIEKTPOHHOM BHE: 00s3aTeNbHbIE — OIKUCHU JeJ, OIHICU
3JIEKTPOHHBIX [1€JI; BCIIOMOrarelbHble (HeoOs3aTeNbHblE) — HCTOPHYECKas CIpaBKa
K (hoHAY, KaTalory, yKa3aTeln U 0030pbl, CIyKeOHbIe KapTOTEeKH, peecTpbl, 6a3bl JaHHBIX
U JpyTUe CIIPaBOYHUKH.

Cocras BCIIOMOTaTeIbHBIX ApXWUBHBIX  CIIPaBOYHHKOB  OIpEJeNseTcs
CaMOCTOSTEIHHO.

8.2. Hcropudeckas cmpaBKka K (OHIY COCTOMT U3 TpeX pas3[elioB: HCTOPHS
pornoobpazoBarens, oTpakaroas UCTOPUIO CyZa CO CChIKAMU Ha COOTBETCTBYIOIIHE
3aKOHOZATENbHblE M HOpPMAaTUBHBIE akThl (ZaTel 0Opa3oBaHMsA, IIE€PEMMEHOBAHUA,
peopraHu3alliy, JUKBUIALUH, CTPYKTYpPY M GYHKIOWHM, KX HM3MEHEHHUs, IIpeXHHE
HaVMEHOBaHUs), HcTopusi (oHma (oObeMm, KpaiiHMe [aThl JOKYMEHTOB, CTENEHb
MX COXPaHHOCTH, MaThl Ilepefadyd J[JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHeE)
M XapaKTepUCTHKAa JOKYMEHTOB (oHAa (pa3sHOBHIHOCTH JOKYMEHTOB, OCOOEHHOCTH
(GopMHpOBaHUS eIUHHI] XpaHEHHS M MX CHCTEMAaTH3alluH, HalW4yue IOKYMEHTOB,
BBIXO/IIMX 32 XPOHOJOIMYECKHe I'paHULBl AesTeIbHOCTH (POHA00OpazoBarelns, COCTaB
CIIPaBOYHOrO amnmnapara K GoHzy).

Vcropudeckas crpaBka K (DOHAY COCTaBIsSeTCS B JBYX 3K3eMILIsSpax (€ciu Cyn
BBICTYIIa€T MCTOYHHMKOM KOMIUIEKTOBAaHUS I'OCYJapCTBEHHOIO apXuBa), OJUH XPaHHUTCS
B Jlelie Cyla, BTOpPOW MepenaeTcss B rocyJapCTBEHHbIH apxuB. Mcropuueckas crpaBka
K (DOHIY MOJIUCHIBAETCS COCTAaBUTEINIEM.

9. Yuer 10KyMEHTOB B apXHBe CyJa

9.1. Yyery nonnexaT Bce HaxOAsAIIMeCs Ha apXWBHOM XpaHEHHH IOKYMEHTEI,
B TOM YHCJIe JOKyMEHTHI II0 JMYHOMY COCTaBy, KOIHU JAOKYMEHTOB, BKIFOYCHHEIC
B (DOHJI 1OJIB30BaHUS (MIPH HAJIMYUHM) U ONIUCH [1e]1, OIMCH IEKTPOHHEIX JIEl.

OCHOBHEBIMHM €IMHUIIAMY yYETa APXUBHBIX JOKYMEHTOB SBIISIOTCS apXUBHBIN QOHI,
eIUHUIIA XPaHSHHUS.

9.2. CBenenus 06 oO0beMe U COCTAaBE NUHUL] XPaHEHHs YKa3bIBAIOTCS B apXUBHBIX
Y4ETHBIX JOKyMmeHTax. (0s3aTenpHble W BCIIOMOraTelbHBIE AaApPXHMBHEIE YYETHBIE
JIOKyMEHTBI BexyTcsl Ui obecrieueHMs ydeTa IIOCTYIUICHMS, BBIOBITHS, KOIMYECTBa,

coCTaBa U COCTOSAHHA apXHUBHBIX TOKYMEHTOB.
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9.3. K o6s3aTenbHbIM YY€THBIM JOKYMEHTaM apXHBa CyJla OTHOCSTCS:

nacropT apxusa (npuioxenue Ne 14 x Hacrosimeit HCTpykuun);

y4eTHbIe CBEIEHMsS O [OKYMEHTax, XpaHAIUXCs B apXuBe cyna (IpUIOKEHHE
Ne 15 k Hacrosimet MacTpykuum);

KHUTa yd4eTa IIOCTYIUICHWS M BBIOBITHS neJ, HOKYMEHTOB (mpuinoxeHue Ne 16
K HacTtosued MHeTpykuun);

mucT ponna (npunoxenue Ne 18 k Hacroseit MucTpykimn);

orucH aen (mpunoxenus Ne 5, 6, 7 k Hacrosimieit MHCTpyKIun);

OIUCH BIIEKTPOHHBIX HOKYMEHTOB (npuioxenue Ne 8 k Hacrosmel MucTpykmn);

neno ¢oHmaa.

K BcrmoMoraTenbHBIM YYETHBIM JOKYMEHTaM OTHOCSTCS:

cucok ¢oumoB (mpmwioxenue Ne 17 x Hacrosmeid MHCTpykumu), KOTODBIHA
COCTaBJISIETCS MIPU OCYILECTBICHUM XpaHEHHs apXUBHBIX JJOKYMEHTOB, OTHECEHHEIX Ooiee
4eM K OJJHOMY (OHIY;

KHUTA BBIIaYM EIWHMI] XPaHEHHS BO BpEeMEHHOE IIoNb30BaHME (TIPHIOKEHHE
Ne 27 k macrosimen MHCTpyKLIUN);

peectp omuceit aein (npunoxenue Ne 9 x Hacrosedt MacTpykumn);

Tororpaguyeckue ykasarenu (IocTeUTaXHBIH (mpunokeHue Ne 36 x HacTosIIen
WUnctpykuuu) u nodoumoseiid (mpmwiokenune Ne 37 k Hacrosmed Mucrpykuum)
(TIpy HaTMYMM apXUBOXPaHUIIMIL).

9.3.1. TIlacmopr apxuBa (mpwioxenue Ne 14 x Hacrosmedt WMHcTpykium)
COCTAaBIISIETCS €XETOJHO, OTPaKaeT COCTaB, COCTOSIHME, 00BEM M YCIIOBHS XpaHEHHUSA
JIOKYMEHTOB M XpaHUTCS IIOCTOSHHO.

[TacmopT apXuBa COCTaBISIETCSI ITO COCTOSHUIO Ha 1 lekabpsi OTYETHOrO roja.

Ecnu cy BEICTyITaeT HICTOYHUKOM KOMITIEKTOBaHHMsI FOCY IapCTBEHHOTO apXUBa HIIH
IIpH HaJIMYUM COOTBETCTBYIOLIEro [OTrOBOpa IAaclopT apxXuBa COCTABIAETCS B ABYX
OK3EMILTAPaX: OMUH OK3eMIULIp HaIpaBisfeTcs B TOCYAapCTBEHHBIA apXWB, BTOPOi
XPaHUTCS B COOTBETCTBYIOILEM HapsAe apXuBa cyza.

OGbeMHEBIE TIOKa3aTeld JaloTCS B yKa3aHHBIX eIUHUIAX H3MEPEHHsS COIJIAaCHO
dhopme nacriopta apxuBa. VicripaBieHus, BKJICHKH He JOITyCKalOTC.

B anpecHoit yactu GnaHkKa nmacropTa apXuBa, PacIlOJOXEHHOM B JIEBOM BEpXHEM
yriy, B cTpoke «KoMy mpencTaBisieTcs» yKas3blBaeTCsi Ha3BaHHE IOCYIapCTBEHHOTO
apxuBa (IIpU HATUYUHN).

B cTtpoke «Kem mpezicraBisieTcs» yKa3bplBalOTCA: IIOJIHO€ HaWMEHOBaHHE Cyna,
TIOYTOBEIN aJpec ¢ yKazaHWeM HHIEKca, KoJa ropoja i HoMmepa Tenedona (daxc, e-mail).

B pasgene «OOGmue cBemeHus» 3amonHsercs cTpoka 101, kKoropas COCTOUT
U3 creayromux rpad:

KoJu4ecTBO (poHI0B (rpada 1);

IUIOIIA b apXUBOXPAHHIIKILA B KBaAPaTHRIX MeTpax (kB. M) (rpada 2);

3arpy)KEHHOCTh apXHMBOXpaHWIMIIA B poueHTax (%) (rpada 3).

B rpade 1 crpoku 101 ykaspiBaeTcsi KOTHYECTBO (OHJOB, XPaHAIIUXCS B apXuBe
cyma. Ecu B apxuBe cy/a XpaHATCS JOKYMEHTBI TOJBKO OJHOIrO CyJa, TO yKas3bIBaeTCs
mubpa 1; ecnm XpaHaTcs Jena, JOKYMEHTHI APYrHX CyHOB, yKasplBaeTcs Iudpa
10 KOJIMYECTBY XpaHAIUXCs POHIOB B apXUBE.
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Kaxcaprit Gponza, He3aBUCHMO OT TOTO, COCTOMT JIM OH M3 JOKYMEHTOB OJHOI'O HIIH
HECKOJIbKHX BH/IOB, YUUTHIBAETCS B IIaCIIOPTE apXUBa TOJBKO OJHH pas.

B rpade 2 crpoku 101 yka3piBaeTcss ILIOIIAAs OTHAEIBHOTO ITOMEIIEHMS,
B TOM 4YHUCJIE IIOCTOSHHOTO CyJAeOHOro NpHCYTCTBUS, apxuBa (apXHWBOXPAaHWIIUIIA)
B KB. M WJIM CyMMa ILIoIIafe BceX IOMEIIEHHWH. ‘

[Inomane u3MepseTcs TOYHO U YKa3bIBA€TCs C TOYHOCTBIO IO HECATBIX JOJIEH
KBaJpaTHOrO MeTpa — He MEHEE OJJHOro 3Haka mociie 3amsatoi. Hanpumep: 25,4 xB. M.

ITnomans pabounx KOMHAT HIIH TOJCOOHBIX TOMELIEHH HE YIUTHIBAETCS.

Ilpy OTCYTCTBHM OTHETHHOTO ITOMEIIEHWs AJSI XPaHEHUs] apXUBHBIX JOKYMEHTOB
B JJaHHOH rpade CTaBUTCS NPOYEpK.

I'pada 3 ctpoku 101 3amonHseTcs NMpU HATUYHM OTHAEJBHOIO ITOMEIIEHHS IS
XpaHeHUs] apXUBHBIX JOKYMEHTOB B Cy/ie (apXUBOXPAHIIIKIIA) U ITPU YCIIOBHHU 3aITOTHEHHUSI
rpagsr 2.

IToxazaTens 3arpyKeHHOCTH apXWBOXPAHWIHUINA SBJISETCS CTPOrO BBIYMCIIAEMOR
BEJIMYMHOM, IPUMEPHOE €ro OIpeAesIeHIe He JOIMyCKaeTCs.

CreneHsp 3arpy)K€HHOCTH apXUBOXPAHMIIUINE PACCUUTHIBAETCS B IPOIEHTAX IIyTeM
JNEJIeHUsl KOJIMYECTBAa XpaHALIMXCS B HEM Jel Ha pacyeTHYl0 BMECTHUMOCTh
apXMUBOXpaHUIUIIA (B eIUHHUIAX XpaHeHus) U yMHOxkeHus Ha 100.

PacueTHas BMeCTMMOCTH apXWBOXpPaHUIIHUIIIA ONpeAeNseTcs CIeIyIomUM o0pa3oMm:
uU3MepsieTcss B MeTpax o0mias NpOTSHKEHHOCTh JJIMHBI CTEJUIAXKHBIX IIOJIOK, 3aHATHIX
IOKYMEHTaMH; paCCYUTHIBACTCS KOJUYECTBO SAMHUL] XpaHEHUS, HAXOMIIUXCS Ha OJHOM
IIOTOHHOM MeTpe IOJIOK, Ui dYero oOfllee KOJMYECTBO EIAMHMI] XpaHEHHUs JeIUTCs
Ha KOJIMYECTBO IIOTOHHBIX METPOB; KOJIUYECTBO E€IMHMI| XpaHEHWs, HaXOMAIIMUXCS Ha
OZHOM IIOTOHHOM MeETpe, YMHOXXHUTh Ha OOIIYH NPOTSIKEHHOCTH CTEJUIAXHBIX IIOJIOK
(B TOM 4HCIIe CBOOOIHBIX).

Dopmyiia:

CTeIeHb 3arpyxeHHocTd (%) = obuiee koauyecTBO XpaHsammxces gen x 100
pacdeTHasi BMECTUMOCTh

Ecnu apXxuBoXpaHHUIUI HECKOJIBEKO, TO CYMMa BCEeX XPaHAIIUXCS B HUX J1€JI AEIUTCA
Ha CyMMY pacy€THOW BMECTUMOCTH KaXXJIoro u ymHoxkaetcs Ha 100.

B paspene «CsemeHus O MOKYMEHTax» BHOCSTCS CBEIEHHS O JOKYMEHTax
IIOCTOSIHHOTO XpaHEHHWs, JaHHblE O JOKYMEHTaX II0 JIMYHOMY COCTaBy M yKa3bIBAa€TCs
clleyrolee:

B rpage 1 — KONMYECTBO €IMHUI] XPaHEHHs JOKYMEHTOB IIOCTOSSHHOI'O XpaHEHUs U
10 JTUYHOMY COCTaBY, HAXOAAIIMXCS Ha XPaHEHUH B apXHBe Cy/1a;

B rpade 2 — 1aTa caMoro paHHero u3 XpaHsIUXcs B apXUBE Cy/la JOKYMEHTOB;

B rpade 3 — KOHeYHbIe aThl XPaHAILIUXCS B apXUBE Cy/la JOKYMEHTOB;

B rpajpe 4 — oOmee KOIUYECTBO eI, KOTOpbIE BHECEHBI B YTBEpP)KJEHHBIE
(cornacosannsie) DIIK apXUBHOrO y4pexJIeHHs OIUCH;

B rpade 5 — cambie paHHHE I'Ofbl, 32 KOTOPBIE JIOKYMEHTbI, BHECEHHBIE B OIIUCH JIETI,
XpaHATCA B apXUBE CyAa;

B rpage 6 — cample MO3[HHE TIOABI, 3a KOTOpbIE IOKYMEHTHI, BHECEHHBIE
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B yTBepxkJeHHble (cormacoBaHHble) OIIK apXMBHOrO yUYpeXIEeHHS OIUCH, XPaHATCS
B apXHBe Cyna;

B rpad)e 7 — KOIUYECTBO [eJ IOCTOSHHOTO XPaHEHHUs, HaXOIAMIUXCSA HA XPaHEHUH
B apxuBe CyJa IIOC/I€ MKCTEUEHHUS YCTAaHOBJIIEHHOTO 3aKOHOJATENbCTBOM CpOKa HX
IIPEJEIBHOTO XpaHeHUs B CYe.

I'pacda 8 3amonHsIeTCS MyTeM MOACYETA KOJIMIECTBA €XKEr0HO 00pa3ylonMXcs Ae
JIAaHHOT'O BHJIa B COOTBETCTBUYU C HOMEHKJIATYpO# JeJ.

B crpoke 201 nenecoo6pa3Ho BHOCUTH JaHHBIE O JellaX IIOCTOSHHOTO XpaHEHUS
OTAENBHO 110 IpaXAaHCKUM, aJIMHHHCTPATHBHBIM, YrOJOBHBIM [ejiaM, AejlaM OOIIEero
JIeJI0IIPOU3BOJICTRA.

B pasnene «Kanpsi» B ctpoke 301 yka3siBaeTCs KOJUYECTBO IITATHBIX PAOOTHUKOB
apXxuBa Cy/ia, OIpeJeJIeHHOe B IITATHOM pacIMCaHuu Cya.

Ecnu B muTaTtHOM pacnucaHuy He MperycMOTpeHa JO/DKHOCTD IITaTHOTO paboTHHUKA
apxuBa CyJa, NpU 3TOM INpencelaTeNeM Cyla Ha3Ha4eH pabOTHUK, OTBETCTBEHHBIN
3a paboTy apXuBa, B 3TO# rpade CTaBUTCS POUYEPK.

B pasgene «YcinoBus XpaHEHHs AOKYMEHTOB» IIOQUEPKHBAIOTCS Te CBEIEHUS,
KOTOpBIE COOTBETCTBYIOT YCJIOBUSM XpaHEHUsT apXWBHBIX JOKYMEHTOB B CyIe.
Ilpy Han4uu B cyae AByX U OoJiee MOMEIICHUN apXUBa, CBEICHHS 00 YCIOBUAX XpaHEHUS
IOKYMEHTOB YKa3bIBalOTCS Ha KaXX10€ TIOMEIICHHE OTHEIBHO.

B cnmydae XpaHeHuss HOKYMEHTOB cyAa B OOBEAMHEHHOM Cyae0HOM apxuse,
B [1aCIIOPTE apXuBa JellaeTcsi COOTBETCTBYIOIAs [IOMETKA O KOJIMYECTBE JIeJI, HaXOAAIIUXCs
Ha XpaHEeHUH B TakoM apxuBse. [Lnomans noMenieHus: 00beAMHEHHOr0 Cy1eOHOro apXuBsa
B pazzene «O0mue cBeeHIsD MacropTa apX1uBa HE YKa3bIBaeTCs.

B nacnopre apxuBa yka3sIBaroTCs )aMIIIHS U Tee(OH UCTIONHHUTENS (COCTaBUTENS).

ITacmopT apxwBa MOJMUCHIBAETCS MpefcenaTeleM CyAa C MPOCTaBICHHEM HaThbl
MIOAIIMCAHHS, TIOCIIE 3aMI0THEHUsI BCEX pa3/iesioB 3aBepsieTCs [IeYaThio Cyaa.

[Ipu HanpaBlIeHUH B TOCYIapCTBEHHBIN apXUB K I1aCIIOPTy apXUBa IPUKIIAJ(bIBAETCS
IIOSICHUTEJIbHAS 3alliCKa, B KOTOPOU yKa3bIBAIOTCS CIIEAYIOIINE CBEICHUS:

00 U3MEHEeHUSIX B HAUMEHOBAaHUU Cy/1a;

O HaJIUYWH B CyJle HOMEHKIIATYPBI A& U HHCTPYKLUHU I10 IEJIOIPOU3BOJICTBY;

IIpUYMHBI W3MEHEHMsI KOJIMYeCTBa Jell II0 CPaBHEHHWIO C JaHHBIMHM I1acIopTa
IIPEIIECTBYIONIEro rojga (KOMWYeCTBO OIMCAHHBIX [el, MEepeJaHHBIX Ha IIOCTOSHHOE
XpaHEeHUE B apXUBHOE YUPEIKIEHUE, CHATHIX C yueTa B CBS3U C yTpaTOi UM HEUCIIPaBHBEIMHU
[IOBPEXICHUSIMH);

HaJIM4Me B apXuBe cyJa (OHIOB IPYTUX CyIOB;

O KaJIpOBOM COCTaBe — HaJW4He INTAaTHEIX paboTHWKOB apxuBa cyaa, ©.M.O.
pabOTHHUKOB,

O MeCTe€ XpaHEHUs [AOKYMEHTOB IIpH OTCYTCTBMHM OTAEIBHOIO ITOMEIIEHHUS
Y 0COOEHHOCTSIX pa3MeIleHus JOKYMEHTOB.

KoHKpeTHBIN CIHUCOK MPHJIOKEHUS K MaclopTy apXuBa MOXET OBITh COIJIacoBaH
C TOCYZapCTBEHHBIM apXUBOM, KyZa OH IIPECTaBISAETCS.

B ciydyae eciu apxuB Cyaa pacIoyio)KeH B HECKOJIBKHUX ITOMELIEHUSX, MaclopT
apXyBa COCTABJISETCS €IUHBIN Ha Bce ITOMeleHHs. PalloHHBIMH Cy/1aMM KOs [acropra
apxX@Ba HaIpaBIsgeTcs U1 CBEIEHUS B COOTBEeTCTBYyIoulee ympaBieHue CyneOHOro
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nenapraMeHTa B cyObekTe Poccuiickoit Depepanuu.

9.3.2. JIOMONHUTENBHO K IIaclOpTy apxuBa pabOTHUKOM, OTBETCTBEHHBIM
3a paboTy apxuBa, €XErogHO 3alOoJHSIOTCS YYeTHble CBEIeHHs O JOKyMEHTax,
XpaHAImuxcss B apxuBe cyna (mpmiokeHne Ne 15 k  Hactosmed MHCTpyKnum)
(mo cocrosHuio Ha | nexabpsi), B KOTOPBIX IOMUMO KOJHYECTBa el IIOCTOSHHOIO
XpaHEHWsl, HaXOMSIIMXCAd B apXWBe Cyla, yKa3bIBaeTCs KOJMYECTBO €] BPEMEHHBIX
(cBpime 10 7eT) cpokoB XpaHeHHUs, BpeMeHHbIX (1o 10 1eT) cpokoB XpaHEHHA
U «J10 MUHOBaHUs HaJoOHOCTHY (IIpU HAJIUYHUK).

Y4yeTHbIe CBEACHHS O JOKyMEHTaX, XpaHSIIUXCS B apXUBe Cy[a, COCTaBJISIOTCS
B OJIHOM 3K3EeMILISIpe U XpaHATCs B COOTBETCTBYIOIIEM HOMEHKIATYPHOM Hapsze cyza.

PalioHHEIMH CyJaMH KOIIHMSI yYeTHBIX CBEJeHHM O JOKYMEHTaX, XpaHSIIIMUXCS
B apXUBe CyJa, HalpaBjsieTcs Uil CBeICHUs B COOTBETCTBYOIIee yrnpapieHne CynebHoro
nenapraMeHTa B cyosekre Poccuiickoi Penepanuu.

9.3.3. B KHMTY y4eTa IOCTYIUICHHS M BBIOBITHS Jel, JOKYMEHTOB (TIPHIJIOJKEHHUE
Ne 16 k Hacrosmert WHCTpYyKLMHM) IIOCIEJOBATEIbHO BHOCITCA BCE IMEPBHYHBIE
U IIOBTOpPHBIE ITOCTYIUIeHUs (BBIOBITHS) 1en, AokyMeHToB. Kaxloe mnocrymnieHue
(BeIOBITHE) B Ipefenax OTYETHOTO roja IIOJydaeT IOPSIKOBEIM HOMEpP B BajlOBOU
MIOCJIeI0BATEILHOCTH.

EsxeromHo Ha 1 ssHBaps MOABOJUTCS UTOT KOJIMYECTBA IIOCTYIMBIINX U BBIOBIBIIMX
3a rof e, JOKYMEHTOB.

9.3.4. JIuct donna (npunoxenune Ne 18 k Hacrosmeit HCTpYKIIUH) COCTaBIISETCS
Ha KaXIbli apXWBHBIH (oHA. B HeM yJYHWTHIBAIOTCS BCe IOCTYIUIGHHS M BBIOBITHS
OTIMCAHHBIX ¥ HEOTIUCAHHBIX JOKYMEHTOB (OH/A.

Jluctel (GOHIOB XpaHATCsS B MOPSIAKEe BO3PacTaHUs HOMEPOB apXMBHEIX (DOHJIOB.
JIuctel GoHIOB GOPMUPYIOTCS B [IENI0, K KOTOPOMY COCTaBIIAETCS JIUCT-3aBEPUTED.

B nmcre-3aBeputene ykaspIBaroTCs 00IIee KOJIUYECTBO JIUCTOB JTOKYMEHTOB,
BKJIFOYEHHBIX B JIeJI0, HadyalbHbIE ¥ KOHEYHble HOMepa apXMUBHBIX (OHIOB, obIiee
KOJIMYEeCTBO apXUBHBIX (POHIOB, JIUCTHI KOTOPBIX BKJIFOYEHEI B JIETIO.

9.3.5. B peno (oHZAa BKIIOYAETCS KOMIUIEKC JOKYMEHTOB (MCTOpHUYECKHE
U TeMaTHYeCKHue CIIpaBKH, JOTOBOPEI O Iepejade JOKYMEHTOB Ha IOCTOSIHHOE XpaHEHHUE,
aKTHI IIPOBEPKY HAJIMYHUS U COCTOSIHUSI JOKyMEHTOB, aKTHI O TEXHUYECKUX OINUOKAX, aKThI
nmpueMa M IMepefavyd, aKkThl BBIAEICHUS el M JOKYMEHTOB K YHMYTOXXEHHUIO, aKThI
00 yTpaTe ¥ aKThl 0 HEUCIIPaBUMBIX MIOBPEXICHUAX, aKThl 00 0OHapyKEHUH JOKYMEHTOB,
aKTBl pacCEeKpe4YnBaHus U JApyrre IOKYMEHTHI, OTpaxaronme paboty ¢ GoHIOM, a TaKkKe
IepecocTaBIeHHbIE JUCTEI (POH/IA) [0 UCTOPUH CyJa U apXHUBHOIO (OoHMA, 00BEIMHEHHOTO
apxuBHOTO (hoHAA.

Bce mokymeHTHI B gene (GOHIAa pacloyiaraloTcsi B XPOHOJIOTHYECKOi
IIOCJIEI0BATENBHOCTH UX cocTaBleHus. Ha qokyMeHTs! (poHAa COCTaBIIAETCS BHYTPECHHSIA
OIKCH, JIUCTHI Jiejia HymepyroTes. [1o mepe momonHeHus Aena GoHJa BHYTPEHHSS OIUCH
IOTIOJIHAETCS.

9.3.6. Jlnusg TMOEOWHWYHOTO M CYMMapHOrO yd4yera apXWBHBIX JOKYMEHTOB,
3aKpeIUIeHHs TMOpANKAa HX CHCTEeMaTH3alliy, ydeTa W3MEHeHWil B cocTaBe M 00beMe
apXMBHBIX JOKYMEHTOB COCTABIJIAETCS OICH JElN, ONHMCh 3JIEeKTPOHHBIX Jen (pasgen 3
HacTosmet MHCTpyKIun).
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9.3.7. Ciucox ¢ounmoB (mpunoxxenue Ne 17 x Hacrosmedt MHcTpykiun) Benercs
B apxHBe CylIa, XpaHslleM JOKyMeHTHI Ooiee dem omuoro ¢onma. Kaxaplii apXvBHBIM
(GoHA BKIIOYaeTCS B CHHCOK (DOHIOB TONBKO OAWH pa3 IIPH IIEPBOM IOCTYILUICHHH
apXMBHBIX JIOKyMEHTOB yka3zaHHoro (onaa. Kaxgomy ¢oHIy mnprcBauBaercs
UHAUBUIYaIbHEIN HOMEp, KOTOPBIN COXpaHsIeTCs 32 HUM BO BCEX YYETHBIX JOKYMEHTaX.
Howmepa donmgam mpucBauBaroTCsi B BaJIOBOM ITOPSIIKE.

B cnydae nepenaun apxuBHOro )OHIA B APYroid apXuB, BKIIOUEHHUS €r0 B COCTaB
O00BEIMHEHHOTO apXUBHOTO (OHIA WU BEIJENCHHs BCEX JOKYMEHTOB K YHHYTOXECHHIO
0CBOOOIMBIIMICS HOMEp IPYrOMy apXHUBHOMY (OHJy HE TPUCBAUBAETCS.

OObennHeHHBIE apXWBHBIE (OHIBI YYUTBIBAIOTCS Ha OOIIMX OCHOBAHHUSX.
O6benuHeHHOMY apXWBHOMY (OHAY, 0Opa3oBaHHOMY M3 AapXMBHBIX (OHIOB, paHee
YUTEHHBIX CaMOCTOSITEIEHO, IPUCBAaUBAETCS HOMEpP OJHOTO U3 apXUBHBIX (OHIOB,
BKJIFOUEHHBIX B €r0 COCTaB.

Howmep apxuBHOro ¢onna cyna — HCTOUHHKA KOMIUIEKTOBAHUS I'OCYIAPCTBEHHOIO
apXxyBa BHOCHUTCS B CIHCOK (OHAOB II0J HOMEpPOM, KOTOPBIH IPUCBOEH €My
B IOCYJJapCTBEHHOM apXUBe.

HasBanue apxuBHOro ¢oHJa BHOCHUTCA B CIHCOK (OHAOB HAa OCHOBaHUHU
HUCTOPUYECKOM CIIPaBKU K (POHAY WIM TUTYJIBHOIO JIUCTA OIIUCH JIeJI, OIIUCHU 3JIEKTPOHHBIX
Iell.

Ha3panue apxuBHOrO (pOHAA COCTOMT K3 IIOJHOrO HAUMEHOBaHHs cyJa
C YKa3aHHeM ero MeCTOHaXOXJEHHs, HaT CO3JIaHus U JIUKBHIAIMH. Eciau HauMeHOBaHME
U3MEHAJIOCh, TO B CIHMCKe (DOHOOB YKa3bIBAETCs €ro IOCIEIHEE Ha3BaHHE B paMKax
nepuosia, 3a KOTOpPhIA TMPHHATHI JOKyMEHTHL. Bce mpensigymue W3MEHEHHS
B HAUMEHOBaHUU OTMEYAIOTCs B JIUCTE (POHJA.

HasBaHue 00beMHEHHOT0 apXUBHOTO (JOHJA COCTOHUT U3 0OOOILEHHOrO Ha3BaHUS
BKJIFOYEHHBIX B HEr0 apXWBHBIX (JOHIOB. B nmuCT doHIa BKIFOYAIOTCS BCe HAUMEHOBAHUS
CYIOB, TOKYMEHTBI KOTOPBIX BKJIIFOUEHBI B 00BeIMHEHHBIN (POHI.

ExeromHo k cmnucky (OHJIOB COCTaBIISETCS WMTOrOBas 3allUCh O KOJIHYECTBE
apXUBHBIX (DOHIOB, IOCTYIUBIIMX ¥ BBIOBIBIIUX B TEYEHHE rofa, U oOIIeM KOIMYECTBE
apXUBHBIX (DOHIOB, HAXOISIIUXCS Ha XPaHEHWH B apXUBE II0 COCTOSHUIO Ha | sHBaps,
CIIEIIOIIETO 32 OTYETHBIM IOLOM.

Croucox (OHIOB TOAIIMBAETCS B TBEPAYK OOIOXKKY, JHCTEI HyMEpYTed,
COCTaBIISIETCS JIUCT-3aBEPUTEIb.

9.3.8. B memsax ydera Omuced Jen B apxuBe CyJa BEUETCS pEecTp OIMCeH
(mpunoxenune Ne 9 x Hacrosmed MHCTpyKIuM), O KOTOPOMY BEIETCS IMOEIMHUIHBIA U
CYMMAapHBIN y4eT OIUCeH Jel.

Onuce e, cocTosmas U3 HECKOJIBKMX TOMOB, YYUTBIBAEICS B PEECTpE OINMCEH
KaK ofHa ormuch. Homepa omucsM NpHUCBauBarOTCs B COOTBETCTBHH C JIMCTOM (OHA.

Onucu nen cyneOHBIX KOJUIETHH, CyA€OHBIX COCTaBOB, ITOCTOSHHBIX CYyAEOHBIX
IIPUCYTCTBHIA, CTPYKTYPHBIX IIOApa3IelIeHuil cyia He TIOJIeXaT y4eTy B peecTpe OIHCEH.

B peectpe omnuceit GUKCHUPYIOTCS OCHOBHBIE JaHHBIE II0 COCTABY KaXXI0M OIKMCH JIE,
OIKCHU BJIEKTPOHHBIX Jell: HoMep (OHOa, HOMEp OIMCH, BUJ JOKYMEHTOB, BKIIOYEHHEIX
B OIKChH, KOJHYECTBO €ANHHUII XpPaHEHUS, KOJIMIECTBO JIUCTOB B ONKCH U €€ IK3EMILISIPOB.

E’XeroJiHo 10 COCTOSHHIO Ha | sSHBapsi B peecTpe ONUCEeH COCTaBIsAETCs MTOroBast
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3alMCh O KOJIMYECTBE OIMCEH [el, XpaHAIUXCS B apXWBe CyJa, a TaKXke JaHHbIe
O IMOCTYNHBIIMX YU BBIOBIBIIMX 32 F'OJ OIUCSX Jell.

9.4. VwuerHble 0a3pl HaHHBIX BENYTCS IPH HAJIWYUU B CyIe TEXHHYECKHX
M I[pOrpaMMHBIX CpEJICTB HapaBHEe C OOS3aTeNbHBIMH ApXUBHBIMH  YYETHBIMH
TOKYMEHTaMH.

9.5. ApxuBHbIe y4eTHbIE JOKYMEHTBI, B TOM YUCJE MO OJHOMY 3K3EMIUISIPY OIHCH
JIeJ1, pasMEIIArOTCs B IIOMELIEHUH JUIs XPaHEHUs YUYETHBIX JOKYMEHTOB MIIH Ha OTAEIHEHOM
cTesuaxe B pabodeif koMHaTe pabOTHHKA, OTBETCTBEHHOTO 32 paboTy apXxuBa cyza.

Bropo#i 3kx3eMIUIsip ONMMCU el pa3MellaeTcss B apXUBOXPAaHUIHILE 000COOIEHHO
OT eAUHUL] XpPaHEHUSI.

9.6. ApXuBHEIE y4eTHBIE TOKYMEHTBI, KpOME OIUCEeH J1eJI, OIUCeH 3JIeKTPOHHBIX Je
IIpe[Ha3Ha4YaroTCs Ul CIyXKeOHOro II0JIb30BaHMUsS M IIOJIB30BATENISIM apXHBHBIMHU
JIOKYMEHTaMH He BBIJAFOTCS.

9.7. VYuer mnoctymieHus ¥ BbIOBITUS JeJl, JOKYMEHTOB B apxuBe cyaa
OCYILECTBIISIETCS Ha OCHOBaHMHU:

OIMCH JIell, OIMCH BJIEKTPOHHBIX JeNl CyINeOHBIX KOJUIErHiH, CyneOHBIX COCTaBOB,
IIOCTOSIHHBIX Cy/I€OHBIX MPUCYTCTBUH, CTPYKTYPHBIX ITOAPa3/IeIeHUi U roJIOBOT0O pa3jiena
CBOJIHOM OIKCH JIeJI, OITUCH 3JIEKTPOHHBIX IOKYMEHTOB;

HOMEHKJIaTYphl [ell NpPA OTCYTCTBHM OIIMCEH JeJl, ONHUCEH SJIEKTPOHHBIX el
CyneOHBIX KOJUIernid, CyaeOHBIX COCTAaBOB, IIOCTOSIHHBIX CYHEOHBIX IPUCYTCTBHH,
CTPYKTYPHBIX NOAPa3ICIICHUN;

aKTa O TEeXHHYEeCKMX OIIUOKax B Y4YETHBIX JOKyMeHTax (mpuioxkeHue Ne 19
K HacTosied MHCTpyKLUun);

akta 00 OOHapy)XeHHH [JOKYMEHTOB, HE OTHOCSIIMXCS K JaHHOMY (QOHZIY,
Hey4TeHHbIX (npunoxenne Ne 20 k HacTosamed MHcTpykuun);

aKTa 0 HeoOHapyKEHUH apXUBHBIX JOKYMEHTOB, ITyTH PO3bICKa KOTOPEIX UCYEPIIaHbI
(mpunoxenue Ne 21 k Hactosuedt MHCcTpyKImn);

aKTa IpHeMa-Tiepefiadd apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxeHue Ne 22
K HacToswmed MucTpykiun);

aKTa 0 HEMCIPAaBUMBIX MMOBPEXICHUIX apXUBHEBIX JOKYMEHTOB (TpuiokeHue Ne 23
K Hactosmed MacTpykuun);

aKTa O BBIJEJIEHHMM K YHHYTOXXEHHUIO apXUBHBIX JIOKYMEHTOB, HE IOIeXalluX
xpaHeHuto (npunoxenue Ne 13 k Hacroseit HCcTpykuun).

9.8. Ha ocHOBaHMH JOKyMEHTOB, yKa3aHHEIX B ITyHKTe 9.7 HacTosmel HcTpyKumy,
BHOCSITCSI HEOOXOIMUMbIe U3MEHEHUs B 0053aTeNIbHbIE apXUBHbBIE YYETHBIE JIOKYMEHTHL:

B KHHUT'Y yd4eTa IOCTYIUICHWS W BBIOBITHS Jell, JOKYMEHTOB U B JHUCT (GoHIA —
IIPU Ka)KJIOM U3MEHEHHUHU B COCTaBe U 00beEME apXUBHBIX JOKYMEHTOB;

B CITUCOK (hOHIOB — IIPH ITOCTYILUIEHUU HOBOT'O apXUBHOI'0 (JOHIA UM BEIOBITHH BCEX
nell, JOKyMEHTOB HaXOJMBIIErocs Ha XpaHEeHUHU apxXuBHoro (onpga. B rpade «Ortmerka
0 BeIOBITHM (hoHIa» crucka (GOHIAOB yKa3bIBaeTcsi MecTo (anpec) BHIOBITHS apXUBHOIO
¢oH/Ia, a TaKkKe JaTa ¥ HOMep JOKYMEHTa, Ha OCHOBaHHH KOTOPOT'O OH BBIOBLT;

B PEECTp OIHUCEH JeN — MPH MOCTYIUICHHHA HOBOM OIMCH Jell MM BBIOBITHH BCEX
eIMHUILI XPaHEHUs HaXOqUBILeics Ha XpaHeHuu orucu. Homep BBIOBIBIIEH ONKMCH APYTHM
OIMCSIM JIEJI, OIKCSM 3JIEKTPOHHBIX JIeJI He IPUCBAUBAETCS U OCTAaeTCsl CBOOOIHBIM;
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B OIHKCH [€JI, ONHCH 3JICKTPOHHBIX MOCJI — IMNPH KaXIOM IIOCTYIINIEHHMH H (HJ’[H)
BBIOBITUH A€, TOKYMEHTOB, 3JICKTPOHHBIX €JI, YUTEHHBIX B r[lElHHOf/i OITHCH.

COOTBGTCTBYTOH.IHG N3MEHEHUs] BHOCSTCS BO BCIIOMOI'aTCIBHBIC apXHWBHEIE YUCTHEIC
HAOKYMECHTEI.

10. ITpoBepka HAIUYHUS U COCTOSTHUSI JOKYMEHTOB (3JIEKTPOHHBIX /J1€J1)
B apXHBe, MOPS/A0K NepeJayd apXHBHBIX JOKYMEHTOB IIPH CMeHe Npe/aceaaTeis cyaa

10.1. ApxuBHBIE JOKYMEHTHI IIPOBEPSIOTCS HA NpeaMeT UX (PaKTUIECKOro HaIU4Hs
¥ (U3UYECKOr0 COCTOSIHUSA (ajnee — IpoBepKa Hajau4dKs) B [NIAHOBOM IOPAIKE.

[IpoBepka HaMIU4Us apXUBHBIX JOKYMEHTOB ITPOBOAUTCS KOMUCCHEN, Ha3HAYaEMOM
npencefaTeleM Cyda, B COCTaB KOMMCCHUU OOS3aTENbHO BKIIOYAETCS pabOTHHK,
OTBETCTBEHHBIH 32 paboTy apxuBa cyaa.

[IpoBepka HaJIM4Ms ApXUBHBIX JOKYMEHTOB palOHHBIX, TOPOJICKUX, MEXPAHOHHBIX
CYZIOB IIPOBOIUTCS C y4acTreM pabOTHHKOB COOTBETCTBYyIOLIEro ynpasienus CyneOHoro
naenapraMeHTa B cyobekTe Poccuiickoit @enepanuu.

10.2. ITpoBepka HaMuus IPOBOSUTCA:

B CPOKH, YCTaHOBJIEHHBIE MpeJcenarelieM CyJa, HO He pe)ke OJHOIo pas3a B 5 JeT
(B TOM ymCIIE C MOMETKOMN «J{J1st CITy)KeOHOTrO MOIB30BAHUN);

[P CMEHE NpejceIaTeNs CyAa, pyKOBOAUTeNIs apxuBa (paboTHHKa, OTBETCTBEHHOI'O
3a paboTy apxuBa);

Ipy MOATOTOBKE apXMBHBIX JHOKYMEHTOB K Iepefade B IOCYIapCTBEHHBIM apXuB
(w1st cyna, BRICTYIIAIOIIEr0 HCTOYHMKOM KOMIUIEKTOBAHHUA);

II0CJIE MACCOBOI0 IEPEMEICHHS apXUBHBIX JOKYMEHTOB, YPE3BBIYalHOM CHTYyalluu
¥ (WIK) IpyTruX 006CTOSATENBCTB, B pe3yJIbTaTe KOTOPEIX OHU MOITIM 6B OBITh yTpaueHbI HIIH
IIOBPEKIEHEI;

IIPY pEOpraHu3aliy cyaa.

10.3. TlpoBepka HanW4usi [TOKYMEHTOB IIPOBOJMTCS ITOCPEJICTBOM BHU3YaJlbHOI'O
OCMOTpa €AWHMI] XpaHeHHs U CBEpKM OIMCATEILHOM CTaThHM ONMCH JeJl C 3arojIOBKOM
(ormrcaHueM) Ha O0JIOKKE €IMHULIBI XPaHEHHS.

10.4. ITpoBepka HaIM4YXs JOKYMEHTOB BKJIFOYAET:

BBIBEPKY aQpXUBHBIX YYETHBIX [OKYMEHTOB M YCTPAaHEHHE BBIABICHHBIX B HHUX
HETOYHOCTEMH;

yCTaHOBJIeHHe (DaKTUUeCKOro Halu4Ms €IWHMIl XpaHEeHHsI B COOTBETCTBUH
C apXMBHBIMHU YYETHBIMU JOKYMEHTAMU,

BBISIBJIEHHE HENPAaBUIILHO O(OPMIIEHHBIX eIUHUL] XpaHEeHUs (1el);

BBISIBJIGHUE U TTIOCTAHOBKY Ha YUYET JOKYMEHTOB WM eIMHHI] XpaHeHMs, TpeOyroImux
QU3UKO-XMMHUYECKOH, MPOQUIAKTHYECKOH W/WIM pecTaBpaliMOHHO-NIPO(PUIaKTHYECKOH
00paboTKH;

OpraHU3alH{I0 PO3bICKa OTCYTCTBYIOLIUX JJOKYMEHTOB.

10.5. Ilpu nmpoBepke HATMYHS JOKYMEHTOB HEOOX0AUMO:

COXPaHATH MOPSIOK PACIIONOKEHUS SAUHAL XPAHEHHS COITIACHO TONOrpadu4ecKum
yKa3aTesiM;

[TOMEIAaTh Ha MEeCTa HaJIeXallero XpaHeHus: 0OHapy)KeHHbIE BO BpPEMsl IIPOBEPKH
HENPaBUJIBHO pa3MellleHHbIe eIMHULIEI XPaHEHMUS,
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U3BIMATh C IIOCIEAyIOIIEeW M30NsALMeld HOKyMEHTBI, €IWHHUIBI XpaHEeHHS,
3apaXCHHBIE  IUIECEHBO W  (MJIM) JAPYTMMH  OHOJIOTMYECKMMU  BpPEAUTEISIMU
(7151 TOKyMEHTOB Ha OyMa)KHOM HOCHTEJNE);

npoctasiisiTe 0TMeTKy «ITPOBEPEHO» ¢ ykazanuem Homepa U JaThl aKTa IIPOBEPKU
B KOHIIE ITPOBEPEHHOM OIIUCH JIEI.

10.6. Ilo pe3ynpratam NpoBepKH HAIUYHSI JOKYMEHTOB JIOJKHBI OBITh COCTABJIEHBI
U TIOJIIKCAaHbl KOMHCCHEH, a 3aTeM YTBEepPXKASHEI IIpecenaTesieM cya:

aKT MPOBEPKHU HAJNU4YUA U COCTOSHHUS apXMBHBIX JOKyMEHTOB (nmpuioxenue Ne 24
K HacTosmed MHcTpyKiun);

aKT O TEeXHHUYECKHMX OIMMOKax B YYeTHBIX HOKyMeHTax (mpuioxenue Ne 19
K HacTosend MIHCTpyKIUK), KOTOPBIN COCTABIISIETCS B ClIydae BBIABIEHUS HECOOTBETCTBHUS
3aIMCel B apXUBHBIX YYETHBIX TOKyMEHTax (akTu4ecKoi uHpopMaluy,

aKT 06 oOHapy)KeHUH apXUBHBIX JOKyMEHTOB, HE OTHOCSIIMXCS K JaHHOMY (OHLY,
Hey4yTeHHbIX (npunoxenue Ne 20 x Hacrosmied MHCTpyKIWH), KOTOPBIA COCTaBISETCS
B Cllydae OOHapyXEHHs HEYYTEHHBIX apXUBHBIX JOKYMEHTOB, HE OTHOCSIIUXCS
K 1aHHOMY OHIY.

ITpoBepka HaIMUKs JOKYMEHTOB CYUTAETCS 3aBEpPIISHHON MIOCe YTBEPXKISHHUS aKTa
IIPOBEPKH HaNUYMsl M COCTOSHHUS apXWMBHBIX [JOKYMEHTOB, TIIOCI€ BHECEHHS
II0 pe3yJibTaTaM MPOBEPKH HEOOXOAUMBIX N3MEHEHUH B apXUBHBIE YYETHBIE JOKYMEHTHI.

10.7. Ecnu npoBepKoi HATW4HsI JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBUE JOKYMEHTOB,
IOJDKeH OBITh OpraHM30BaH MX PO3BICK, IIPOBOJMMEIM B TE€YEHHE OJHOIO roja C JaThl
BBISIBJIEHUS UX OTCYTCTBHUSA. JlonyckaeTcs IpoJIeHHe CpoKa po3bIcKa JOKYMEHTOB Ha 1 roz.

B  cioyd4ae OTpUIATENBHBIX  pe3yJbTAaTOB  PO3BICKA  COCTABISAETCS  aKT
0 HeoOHapy)XEHHH apXUBHBIX JOKYMEHTOB, IIyTH pO3bICKA KOTOPBIX MCUEpIIaHBbI
(mpunoxxenre Ne 21 x Hacrosmed MHCTpyKuMM), yTBEp)KIaeMblil IpefcefaTeneM cyza
II0 COIJIaCOBAHHIO C DJKCIEepTHOW KoMmMuccued cyga. K akrTy mnpumaraercss crpaBka
0 InpoBefeHUH po3bicka. Cya — UCTOYHUK KOMILJIEKTOBAHMS OCYJapCTBEHHOIO apXMBa
B Ciy4ae HeoOHapyXXeHHs JOKyMEHTOB, OTHECEHHBIX K cocTaBy ApXWBHOro (oHza
Poccuiickoit ®epmeparuu, HODKEH IPEACTaBUTh akT O HeOOHApy)XEHUH apXHMBHBIX
JIOKyMEHTOB, ITyTH PO3bICKa KOTOPHIX HCUYEPIIaHbl, B COOTBETCTBYIOIIHNH IrOCy 1apCTBEHHBIA
apXuB WM YIIONIHOMOYEHHBI OpraH HCIIOJHHUTEIBHOH BlIacTH cybwmexTa Poccuiickoi
Qepepanuu B chepe apXWBHOTO JAella M HEJIOIPOU3BOJACTBA [Js NPHHATHS PELICHHS
O CHATHUHU yTpadeHHBIX eIUHHUI] XPAHEeHHUS C yueTa.

10.8. ApXHBHBIA JOKYMEHT, COCTOSIHME€ KOTOPOrO HCKIIIOYaeT BO3MOXXHOCTB
BOCCTAHOBJIEHUSI €r0 MaTe€pUalbHOrO HOCUTENII W HCIIONB30BaHHUS (BOCIPOM3BEIEHU)
cozepxkaineiics: B HeM uHGOpMAIUK, IPU3HAETCS HEUCIIPABUMO IIOBPEXIE€HHBIM.

10.9. Ilpu BBIABIEHHHM HEUCIIPABUMO IIOBPEXKACHHOIO apXMBHOIO JOKYyMEHTa
COCTaBJISIeTCS AKT O HEUCIIPAaBUMBIX ITOBPEKICHHUSIX apXUBHBIX JOKYMEHTOB (IIPHIIOKEHHE
Ne 23 k mHacrosmedt MHCTpyKUHMH), KOTOpBIM yTBEp)KAaeTcs MpefcefaTesieM cyna
II0 COIJIACOBAHMIO C OKCIIEPTHOM KOMHCCHEH Cy/Ia.

B cnyyae BBISIBJIEHNS HEHCIIPABUMO ITOBPEXIEHHOT0 TOKyMeHTa ApXHUBHOro GoH/a
Poccuiickoii @epnepanuy akT O HEHUCIPaBUMOM IIOBPEXKICHHH apXHBHBEIX JTOKYMEHTOB
HampaBisieTcs: Ha paccmorperue OIIK apXuBHOro y4ypexJeHHs IIOCIIE COIIaCOBaHMS
C DJKCIepTHOM komuccuedd. Ilocrme BBIHECEHHs peEIIeHHs O IPU3HAHUM apXHUBHOIO
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JOKYMEHTa HEHUCHPaBHMO IIOBPEXIEHHBIM aKT YTBEp)KJAeTcs IpeicenareeM Ccyda H
COOTBETCTBYIOLIHE U3MEHEHHUS] BHOCSATCS B ApXUBHBIE YUETHBIE IOKYMEHTHI.

10.10. Ilpu cMeHe mpezncenaTens cyza NpHEM-Iiepeaadya apXHUBHEIX JOKYMEHTOB,
apXMBHBIX YYETHBIX JOKYMEHTOB H CIIPaBOYHO-IIOMCKOBBIX CPECTB K HUM (jasiee — IIpHeM-
iepejiaya JIeN) OCyIIeCTBISIETCS KOMUCCHEN, Ha3HAYaeMOH NIpeICceIaTeNIeM Cya.

Ilpu mpueme-nepesaue Oen IIPOBOAUTCS CIUIOLIHAS WIJIM BHIOOpPOYHAS IpOBEpKa
HaJU4usi U COCTOSHUSA JOKYMEHTOB, apXHBHBIX YUeTHBIX JOKYMEHTOB H CIIPaBOYHO-
IIOMCKOBBIX CPEJICTB.

IIpuem-niepenaga nen odopmisiercss aktoM (mpuwioxenue Ne 38 k HacTosiei
HNHCTpYKIUK).

11. OpFaHHSaHHﬂ HCMOJb30BAHHS JOKYMEHTOB apxuBa

11.1. Mcrionp3oBaHue JOKyMEHTOB apXKBa Cyia MPOBOAUTCS TONBKO C pa3pelieHus
npejcenaress cyaa (ynoJlHOMOYEHHOTO UM 3aMECTUTENS TIpeiceaTeNs Cyia).

PaboTHUK, OTBETCTBEHHEIH 3a paboTy apxuBa cya:

BBIZAET NOKYMEHTAJIBHBIE MaTePHaJIbl B CTPYKTYPHBIE ITOApa3IeIeHuUs;

HalpaBJIsgeT Ha OCHOBaHUM IHMCBMEHHOIO 3allpoca MaTepHalbl B JpyrHe OpraHsbl,
OpraHM3allMH ¥ YYPEXKIEeHUs 0 yKa3aHHUIO NpeacenaTelis Cyaa;

UH(OOPMHpYET NpefcefareNs CyAa O COCTaBe M COIEP)KaHWH JIOKYMEHTAIBHBIX
MaTepHuaoB;

BEIZIAET CIIPAaBKM U BBIIMCKH U3 apXUBHBIX JOKYMEHTOB.

11.2. Beigaga euHUI] XpaHEHUs] U3 apXUBOXPAHUIIMINA MOIJIEKUT 00s3aTeNbHON
(ukcanuu B KHHre BBIIaYM ©IUHHUI] XpaHEHWs BO BpPEMEHHOE IIOJb30BAHHUE
(npunoxenue Ne 27 k HacToseld MHCTpYKIHH).

11.3. Brigauy nen Ha OyMa)KHOM HOCHTENIE M3 ApXMBOXPAHWJIHILA M IIPUEM
uX 00paTHO, B TOM YHCJIEe NOJMUCTHYIO IPOBEPKY HATUYUSI U COCTOSHUS JOKYMEHTOB Iepe/]|
BBIJa4el U3 apXUBOXPAaHUIIUINA U IIPU BO3BpPATE, IPOU3BOIUT PAOOTHUK, OTBETCTBEHHBIN
3a paboTy apXxuBa Cyla, B IPUCYTCTBUH JIUIIA, TIOJTYYaroIero (BO3BPAILAIOIIETo) Iea.

B ciaygae ecnu nocne Bo3BpalieHus Aena pabOTHUKOM, OTBETCTBEHHBIM 3a paboTy
apxXMBa CyJa, BBIABICHO U3BATHE, MOBpPEXICHHE MaTepHallOB Jejia, a TaKKe BHECeHHE
B HHUX HCIPaBJICHHUH U JOMHUCOK, 00 3TOM He3aMeIIUTEIbHO cOO0IIaeTcs NpeacenaTello
CyJZla MY €ro 3aMEeCTUTEIO.

11.3.1. Enunannel XpaHeHHs, BbIIaBaeMble BO BPEMEHHOE IIOJb30BaHUE, JOJDKHBI
UMETh apXMBHBIM MM(p, NPOHYMEpPOBaHHbIE JIMCTHI, JIUCT-3aBEpUTENIb Jela U JIUCT
UCITONB30BaHus JOKyMeHTOB (mpunoxxeHue Ne 28 k Hacrosmeit MHcTpykuum).

Brigada equHuUI XpaHeHHsl, HAXOAAIIUXCS B HEYIOBIETBOPUTEIEHOM (U3UUECKOM
COCTOSHMM M HE MPOIIEAIINX TEXHHYECKOro O(OpMIIEHHS U OMUCAHUSA, MOXKET OBITh
orpaHUYeHa.

11.3.2. TlogroroBka apxXWBHBIX JOKYMEHTOB K BblJau€ W3 apXWBOXPaHIIMILA
BKJIFOYaeT BBIEMKY apXMBHBIX NOKYMEHTOB, CBEPKY apXMBHOro Im(pa u 3arojioBKOB
C OIHMCBIO A, IPOBEPKY (PU3NIECKOr0 COCTOSHHS [era.

11.3.3. DOnexkTpoHHBIE NOKYMEHTHI BBIIAIOTCA W3 AapXWBOXPAHMWIMUILNA B BHIE
9NIEKTPOHHBIX KOMHMM WM Komuid Ha OyMaXHOM HOCHTeNle, KOTOpBIe CO3Jar0TCs
Ha OCHOBe pabodero sk3eMIulsipa KOHTeHHepa 3JIeKTPOHHOro AOKyMeHTa. Ha apXuBHBIX
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KOITHSX, BKJIFOYasl apXUBHBIE KOIMM Ha OyMa)XHOM HOCHUTEIIe 3JEKTPOHHBIX JIOKYMEHTOB,
apX¥WBHBIE IIHU(PHEl TPOCTABIAIOTCS Ha 000pOTE KaXAOro JIMCTa apXUBHOM KOITHH,
a 3aBEpUTEJIbHAS HAIHICh U OTTHUCK IIeYaTH — Ha 000pOTe MOCIeIHEero IUCTa KOTIHH.

Ilo 3ampocy nuI, MMEIOIIMX IPaBO Ha IOIY4YEHUE KOMUU JOKYMEHTOB, W IIPH
HaJIUYMH TEXHUYECKOH BO3MOXKHOCTH apXHWBHBIE CIIPaBKU (BBIMMCKH) MOI'YT BBIIABaThCS
B DJJIEKTPOHHOHM (opMe Ha »3JIeKTPOHHOM HocuTene JHO0 IepechuUlaThCs 10
UH(POPMAIIMOHHO-TEIEKOMMYHUKAIIHOHHBIM CETSIM.

DNEeKTPOHHBIE apXUBHBIE CIIPABKU (BBIMKUCKH) 3aBEPSIOTCS SIEKTPOHHON MTOIITUCHIO
npejcenaTesis Cy/ia WA ero 3aMeCTHTEIS.

@axT BBIJA4YX KOIMUM 3JIEKTPOHHBIX TOKYMEHTOB (DUKCUPYETCs B XKypHaJe BBIAAYH
3JIEKTPOHHBIX JOKYMEHTOB.

Joctyn cyneii u pabOTHHMKOB cyJa K DJJIEKTPOHHBIM JOKYMEHTaM apXuBa
NpY HAJIUYUM HMH(DOPMALMOHHON CHCTEMBI MOXXET OCYIIECTBIIATHCS HENOCPEACTBEHHO
¢ pabo4Mx MECT B COOTBETCTBUHM C YCTAQHOBJEHHBIMH IIPHKa30oM IIpefcefaTens cyna
IIpaBaMU JOCTYyIa K JOKYMEHTAM.

[lo pemienuro mpexcenaTens cyda apXuUB CyAa MOXET IPENOCTaBIsATHE CYyAbSIM
U pabOTHUKaM Cy[a 3JIEKTPOHHBIE JOKYMEHTHI II0 JIOKAIIbHOW ceTH cyna. B sTom ciydae
BENIETCs DJIEKTPOHHBIN J)KypHaJl ydeTa BBIJAa4d 3JIEKTPOHHBIX JOKYMEHTOB W3 apXWBa,
B KOTOPOM (DHKCHPYIOTCS: JaTa BbIOA4M, (DAMUIIHSI, HHULUAJIB] 3aIIPOCHUBILETO JOKYMEHT,
Ha3BaHUE CTPYKTYPHOIO IOJpPAa3/eleHHs, 3aroJIOBOK M YYETHBIH HOMEp BBIJAHHOIO
IOKYyMEHTA.

11.3.4. JIokyMeHTHI BBIJAIOTCS U3 apXUBOXPAHUIIHINA Ha CPOK, HE IIPEBBIIIAFOIIHM:

OJHOI'0 Mecsla — ISl UCTIONB30BaHUs CyIbsIMU, paOOTHUKaMU CyJ1a;

IIECTH MeCSIeB — CyAeOHBIM, IPaBOOXPAaHUTENBHBIM U UHBIM YIIOJIHOMOYEHHEIM
opraHam.

[IpomnieHre  yCTAHOBJIEHHBIX CPOKOB  BBIJA@4M  JOKYMEHTOB  JIOITyCKAaeTCs
C paspelleHHs Tperacenarelss Cyda Ha OCHOBaHMM JOKyMeHTa (IIHCbMa, CIIy:KeOHOH
3aIIMCKH) ITOJI30BaTeNls O MOATBEP)KACHUH 00eCriedeHusl COXPaHHOCTH JJOKYMEHTOB.

11.3.5. Boijaua apXMBHBEIX JOKYMEHTOB BO BpPEMEHHOE IIOJIE30BaHHE CyAeOHBIM,
IIPaBOOXPAHUTENIEHEIM M UHBIM YIIOJJHOMOYEHHBIM OpraHaM IIPOM3BOIUTCS Ha OCHOBAaHUH
aKTa O BbIJaYe apXMBHBIX JOKYMEHTOB BO BpPEMEHHOE I10JIb30BaHue (IpHuoxenue Ne 25
K HacTosmed Muctpykuun). [Ipyu HampaBaeHUH 3alpallliBacéMbIX apXUBHBIX JOKYMEHTOB
MOYTON WM JPYrMMU BHAaMU CBsi3M B rpade «lIpumeuanus» akTa yKasbIBaKOTCS
PEKBU3HUTHI JOKYMEHTAa-3alpoca U COIIPOBOJUTEIBLHOIO NMMCEMa CY/Ia, 8 TAK)XXe PEKBU3UTHI
BXO/ISLIETO JOKYMEHTa, KOTOPEIM OHM OBLIW BO3BpalleHsl. B 3ToM ciiydae mpocTaBieHHe
HIOJTIMCH pabOTHHKA OpraHU3alMU-TIONyYaTess B akTe He TpedyeTcs.

Brigaua apXWBHBIX ~JOKYMEHTOB CYAbSM, pPYKOBOAMUTEISM CTPYKTYPHBIX
TIOZIpa3/ieIeHri Cy/ia B IENAX Pealn3alii UX CIy)KeOHBIX 00sS3aHHOCTEN IPOMU3BOJHUTCS
IOpH COINIaCHHM Ipeicenarels cyaa (3aMecTuTens IpeicenaTens CyJa) Ha OCHOBaHHM
CITy»KeOHOM 3aIMCKU Ha BbIIa4dy €IUHUIL] XpaHEHHUs.

JIuuo, mosyduBIIEe A0 U3 apXHUBa Cy/1a, OTBEYAET 3a €r0 COXPaHHOCTh.

11.4. Ha MecTo BhIIaBaeMBIX eIUHUI] XpaHSHHUS U OMMCEeHN el JOJDKHA [TOMEaThCsa
(moAKIanBIBaTECsA) KapTa-3aMECTUTENb EOMHUIBI XpaHeHust (mpunoxkeHue Ne 29
K Hacrosmed Muctpykiun). [Ipu Bo3BpallleHUH €IMHUIBI XpaHEeHUs KapTa-3aMeCTUTeIIb
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MU3BIMAETCs ¥ XPaHUTCS 10 MUHOBaHHS HagOOHOCTH.

11.5. Brimaua Haxomsuxcsi B apxuBe CyHeOHBIX Mgen (MHBIX MaTepHalloB)
JUIS O3HAKOMJIEHUS JIMI[aMH, Y9aCTBYIOIIUMHU B JeJle, UX NPEJCTAaBUTEISIMH, a TaKKe
WHBIMM JIMIIAMU OCYIIECTBISIETCS B IOpsAKE, YCTAaHOBIEHHOM IIpelcenaTelieM Cyha,
Ha OCHOBaHWM MX IHUCBMEHHOI'O 3asBJICHHUS U NpU NPEABIBICHUU JOKYMEHTOB COIIACHO
nipunoxenuro Ne 39 k Hacrosed MHCTpYKLIUH.

11.6. O3HakomieHue ¢ CyneOHBIM J€JIOM JOJDKHO NMPOU3BOIMTECS B CITEIHATBHO
000pyZIOBaHHOM IS 3TOM IIEJTH MOMEINEHUH Cyia B MPUCYTCTBIM pabOTHHUKA apXuBa Cy/a
(MHOTrO YIOMTHOMOYEHHOro paboTHMKA amnapara cyAa) B YCIOBHUSIX, KOTOPBIE UCKITIOYAOT
U3BATHE, IIOBPEXEHUE, YHUUYTOXXEHHE MaTepHalioB [ejl, a TaKXe BHECeHWe B HHUX
MCIIpaBJIICHUN U JOMUCOK, Ilepefaydy UX JApYroMy JIHILY.

OO0 03HaKOMIJIEHUH C JIEJIOM JIeIaeTCsi OTMETKa B JIUCTE UCIIOJIb30BAHUS JOKYMEHTOB
(mpunoxenue Ne 28 k nactosimeit Uuctpykiuu). [Ipu oTkase nuia, 03HAKOMUBIIIETOCS
C JelIoM, OT MOAIMCH, 3alKuch 00 O3HAKOMIIEHHM C JeJIOM IIPOM3BOAUTCS PabOTHUKOM
apXuBa CyJa.

11.7. O3HakomiieHHe IULAMH, YYacTBYIOIIMMM B Jelle, UX IIPeACTaBUTEIISIMH,
a TakXe HWHBIMH JIMUAMH C ayJuO3allUChi0 CyAeOHOro 3acelaHus, IPHOOIIEHHOH
K cyaeOHOMY [eiy, NpPOHM3BOOUTCS II0 WX NHCEMEHHOMY 3asBICHHIO B IOpPSKe,
npeaycMoTpeHHoM myHktamu 11.5 u 11.6 Hacrosmed MHCcTpyKIuy.

O3nakoMieHHe C  ayAHo3amluchio  CcynebHOro 3acefaHusi [POU3BOAUTCS
B CHENUAIbHO OOOpYMIOBaHHOM [Jisi 3TOM L€ IIOMEIIeHWHM CyJa B IIPHUCYTCTBUU
paboTHHMKa apxuBa Cyjaa IyTeM IIPeJOCTaBICHMUSI BO3MOXHOCTH IIPOCIIyIIMBaHMS
COOTBETCTBYIOIIEH ay/IM03aIUCH C UCIIOIB30BaHUEM HEOOXOMMbIX TEXHUYECKHX CPEICTB.

11.8. IlpaBo Ha cHsTHE KOIHM JOKYMEHTOB C MaTepHalOB Jejla 3a CBOM CYET,
B TOM YHCJIE C UCIIOJIb30BAaHHMEM TEXHHYECKHX CPEACTB, IPENOCTABIISLETCS CIIELYHOLIUM
JTULaM:

OOBHHSIEMBIM, OCYXKI€HHBIM, OTIPaBIaHHBIM, UX 3aIIUTHUKAM U IIPEICTABUTEIIM;

IIOTEPIIEeBIINM;

rpaXJaHCKOMY HCTIy, €ro IpPEeJCTAaBUTENI0 B 4YacTH KONUN IIPOLECCYAIBHBIX
pelIeHUuH, OTHOCSIIUXCS K NIPeABSIBICHHOMY UM I'PaXK1aHCKOMY UCKY;

IPpa)XJaHCKOMY OTBETYHKY U €ro IPeICTaBUTENIO B YaCTH MaTEpPHUAIOB YIOJIOBHOIO
nena, KOTOpble KacaroTcs MPaKJaHCKOIo UCKa,

CTOPOHAaM ¥ HMHBIM JIMIIaM, YYaCTBYIOIIMM B TpaXXJaHCKOM Jejie, a TaKxke HX
IIpeCTaBUTEIISIM;

JUIaM, y9acTBYIOIIUM B aIMUHHUCTPATUBHOM JIEIIE;

JULaM, YYaCTBYIOIIUM B Jieie 00 aIMUHUCTPATUBHOM IIpaBOHAPYIICHHUH;

peaOUITUTHPOBAHHBIM JIMI]AM, @ C HUX COIVIAaCHUs WM B ClIy4ae HMX CMEPTH —
POACTBEHHHMKaM (MDKIWBEHIIAM) B 9aCTH O3HAKOMIIEHMS C MaTepHalaMH IIpeKpalleHHBIX
YTrOJIOBHBIX W aJIMHHUCTPATHBHBIX IeNl U MOJdy4deHus ¢ HuX komui (ctates 11 3akoHa
Poccuiickoit ®enepanuu ot 18 oktsiOps 1991 r. Ne 1761 - I «O peabunuranuu XKepTB
IIOJIUTHYECKHUX PEIPECCHi»).

Vka3aHHBIE JHIIa CHAMAIOT KOIMHM IO INHUCEMEHHOMY 3asBICHUIO B IIOpsOKeE,
YCTaHOBJICHHOM IIpejcesaTeeM Cyla WM Cylbed, IpeacenareiabCTBYIOLIUM I10 JEIy.
JlaHHOe NHUCBMEHHOE 3asBIEHHE C pa3pellarolled pe3orolued MpelcenarTens cyna
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WIN CyAbH, IIpEJCeNaTeNbCTBYIONIEro M0 Jelly, HOoAIIMBaeTcs B cyneOHoe [elo,
HaxoJilleecs Ha XpaHEeHHH B apXMBe CyJa, U BHOCHUTCS BO BHYTPEHHIOIO OIKCH Jelia.
B cinyuae npenpsiBieHus JOBEPEHHOCTH K A€y IPHOOINAETCS TAKIKE €€ KOS,

CHATBIE 32 CBOW CYET KOIMH C MAaTepHaioB CyAeOHOro Jjena, B TOM 4YHCIE
C ITIOMOIIBIO TEXHUYECKHUX CPEACTB, CYJIOM HE 3aBEPSIOTCS.

11.9. Beinaga xonuii JOKyMEHTOB U3 CyJeOHOTO Jiefia, HaXOASIIEerocs B apXuBe Cya,
JULAaM, YYacTBYIOIIUM B Jele, IIPOM3BOAMTCS II0 HUX IMCBMEHHOMY 3asBIICHHIO
C paspelleHus Cy[bH, B IIPOU3BOACTBE KOTOPOro HaXxOAMJIOCH JEJ0, WIM Ipeaceaaress
cyJia (yIIOJIHOMOYEHHOr 0 UM Jinlia). Beiaua Takux KOMUi U3 CyIeOHOTo Jiejia HHBIM JIHIaM
¥ OpraHM3alMsIM IPOU3BOAUTCS PaOOTHUKOM apXHBa CyJia M0 MUCbMEHHOMY 3arpocy WA
3asBJIEHUIO Ha OCHOBAHMHM pPE30JIIOLUHU IIpejcenartens cyla HIA YIOJTHOMOYEHHOTO
MM JIMLA, O YeM JIeJIaeTCsl COOTBETCTBYIOLIAsi OTMETKA B )KypHale perucTpalii BbITaHHBIX
KOITM#, BBINMMCOK, JOKYMEHTOB (nipuiioxkenue Ne 35 k HacTosimedt MHCTpyKIum).

11.10. BsimaBaemple CyaoM KONUU CyAeOHBIX aKkTOB (IIPUrOBOp, peIIeHHe,
oIpejelIeHHe, IIOCTaHOBIIEHHEe, CyneOHBIM MprKa3) HOKHBI ObITh 3aBEPEHbI IOAIUCIMU
CYIIbH, IpeJiCeJaTeIbCTBYIOLIErO 110 JIeNy, a B ClIy4Yae ero OTCyTCTBUS — IIpe/ice/iaTeNs cy1a
(3amectuTens mpejacenaTess CyJa) WIM HHOTO YIOJIHOMOYEHHOTO MM JIMIIA, CeKpeTaps
cyna nubO HMHOTO YIOJHOMOYEHHOrO pabOTHHKa ammapara cynaa, a Takke repOoBoif
neqarbio cyna. [Ipuy 3aBepeHMHM COOTBETCTBUS KONMHU CyAeOHOro akra MOIMHHHUKY
Ha JIMIEBOM CTOpPOHE IIOCJEIHEero JIMCTa IO0J TeKCTOM KONHMM cy[eOHOro axra (Huxe
pekBusura «Ilognuce») mpocraBmsitorest mramn «Komus BepHay (mpuioxenHue Ne 30
K Hacrosmed MHcTpykuuu) u repboBas re4aTs cyza.

WsroroBnenne 3aBEepeHHBIX KOMHUM CyNeOHBIX aKTOB M HMHBIX JOKYMEHTOB CyIa
OCYILECTBJISIETCS YIIOJIHOMOYEHHBIM pabOTHHKOM apxuBa cyaa. B nmpaBoMm BepxHeM yriy
IIepBOTrO JIUCTA JOKYMEHTA IpocTasiseTcs mramil «Komusy».

11.11. Ecnu xomus AOKyMEHTa COCTOUT U3 HECKOJBKHUX JIUCTOB, TO BCE JIUCTHI
JOJDKHBI OBITH POHYMEPOBAHBI, MPOIIXTEI MPOYHON HUTBIO, KOHIIBI KOTOPOH BBIBOLSTCS
Ha 00OPOTHYIO CTOPOHY IOCTEIHEro JIHCTa KOIIMU JOKYMEHTa UM CKPEIUIIIoTCS CKOOOMH
C HCIOJB30BaHUEM CTeruiepa; Ha OOOPOTHOM CTOpOHE IIOCJIENHEro JHCTa B MecTax
CKpeIUieHUsT HakieuBaeTcs OyMmaxkHass Hakjeilika ¢ 3aBepUTENIbHOM  HAIIMCBIO
«IPOHYMEPOBAHO U CKPEIIEHO I1€YaThIO JIACTOB, MOAIHUCH » (IpuIoXKeHue
Ne 31 x Hacrosmeid MHCTpyKLMM) C yKa3aHUEM CyJa, KOTOPBIM BBIJIAETCS KOIIHS
nokymenTa. [Toamucek ckperuisercs: repOoBoi meuyaThio cyna. I'epboBas medaTb CTaBUTCA
TaKUM 00pa3oM, 9TOOBI YaCTUYHO 3aXBATUTH OTPE30K OyMary, 3aKjIeUBarOLIHi KOHIIBI HUTH
100 MECTO CKpEIUICHUSI.

11.12. B ciny4ae eciu BBILIECTOSIIMNA CyJ H3MEHWJ pELICHHE CyJda, Ha KOIHMH
cyneObHOro akrta (IIPUTOBOpa, pEIIeHHs, OIpeleNeHHs, I[IOCTAaHOBIEHHS, CyAEOHOro
npukasa) o0 3ToM aenaercs otMeTka. Ha BeliaBaeMoii Konuu cy1e0Horo akra paboTHUKOM
apxy¥Ba CyJa TaKXe JelaeTcs OTMeTKa O JAaTe BCTYIJIEHUs €ro B 3aKOHHYIO CHILY
U yKa3bIBaeTCsl, B KAKOM JieJie MOJAMINT MOAIHUHHBIA JOKYMEHT U B IIPOU3BOJICTBE KaKOI'0
CyJla HaXOQUJIOCh JIEJIO.

11.13. Komuu 3amparmnBaeMbIX CyleOHBIX aKTOB, KOIHMM ayAHO3aIllUCH CyIeOHBIX
3acelaHMii, a Tak)Ke apXuBHbBIe cripaBku (mpunoxenue Ne 34 k Hacrosmei MHCTpyKyn)
M3rOTABJIMBAIOTCY pabOTHMKOM, OTBETCTBEHHEIM 3a paboTy apxuBa cyjaa, B CpOK,
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HE TIIPEBBIMIAIOIMIMANA MATHAAUATA KaJCHJApPHBIX JHEW, €O [OHA IIOCTYIUICHUS
COOTBETCTBYIOILETO 3asIBIICHHUS

11.14. H3roToBneHHble, HO HE IMOJyYeHHBIE 3asBUTENEM KOMUM CYIeOHBIX aKTOB,
IIMCBMEHHBIX CIIPABOK MEPENAOTCs U1l OTIIPABKH 10 TIOYTE.

JIuno, monay4uBIIee KOUIO Cy1e0HOro aKTa, 0JKHO HallucaTh COOTBETCTBYIOLIYIO
pacnucky. B cirydae HanpaBieHUs KOIMK JOKyMEHTA I10 II0YTE B €10 IIOIIIMBAETCS KOTIUs
COIIPOBOJIUTENIFHOIO IHUCHMa C HUCXOIAIIAM HOMEpoM U naarod. Takke [AenarTcs
COOTBETCTBYIOIIHE OTMETKH B JIUCTE MCIIOJIB30BaHMUs JOKYMEHTOB.

11.15. Konuu cyneOHBIX akKTOB MOT'YT OBITH BBIHAHBI (HAIpaBlIeHbl) HHBIM JIKIAM,
YbM HKHTEPECHI HEIMOCPEICTBEHHO 3aTparuBaroTCs CyHeOHBIM aKkTOM, C pa3pelieHHs
IpeAceNaTesIbCTBYIOIIEr0 CyJbM WM Ipencenarens cyaa (B cioydae OTCYTCTBUS —
3aMecTUTeNs IIpelcenareis cyla) [0 NHMCBMEHHOMY 3asBieHuIo (IpuiioxeHue Ne 32
K HacTosLel MHCTpyKIuH), B KOTOPOM JOKHO OBITH yKa3aHO, KaKue IpaBa Uild 3aKOHHBIE
MHTEPECHI ATOTO JIMIIa HApyIIEeHbI STUMH Cy1eOHBIMU aKTaMH.

11.16. TloBTopHas Bblgaya KONUE CyneOHBIX AKTOB (pEILEHUM, OIpEeNIeHHH,
IIPUTrOBOPOB, IIOCTAHOBIICHHH, CyAeOHBIX NPHUKAa30B) JIMILAM, Y4acTBYIOIIUM B Jele,
WX I[peACTAaBUTENSM, a TakKe [APYTMM JIMLaM, 4YbH MHTEPEChl HEINOCPENCTBEHHO
3aTpardBalOTCsi  CyHeOHbIM  aKTOM, OCYILECTBISETCS II0 HX  IHCbMEHHOMY
MOTHBHPOBAHHOMY 3asBJIEHHIO B YCTAHOBIIEHHOM IIpeceiaTelIeM Cyia ITOpsIKe.

11.17. HMsrorosieHre W BbiJaya KOIHMH ayJMO3aIlMCH CyAeOHOro 3acenaHus
OCYIIECTBISIETCS IO IHCbMEHHOMY 3asBJIEHHIO JIMI, Y4YaCTBYIOLUMX B JI€Je,
UX MPeICTaBUTENEH (CTOPOH, HHEIX YYACTHUKOB CyZeOHOro pa3dupaTenbcTBa) U 3a UX CUET
B ITOPsiIKE, YCTAHOBJIEHHOM IIpeceaaTeleM Cy aa.

11.17.1. Ha nuceMmeHHOM 3asBieHuu (mpuioxernwe Ne 33 k HacTosIeH
HMHcTpyKLIuK) npeacenaress cyaa (ero 3aMecTUTeNb) Ae1aeT COOTBETCTBYIOIYH) OTMETKY
0 TOpy4YeHUH pabOTHHUKY apXuBa CyJa HU3rOTOBUTH M BBIJATh KOIHIO ayIHO3AIIUCH
cynebHoro 3acenanus. JJaHHoe 3asiBJI€HUE ITOAIIMBAETCS B JIENIO, @ B CllyJae IIPeAbsIBICHUS
JIOBEPEHHOCTH K JIeJTy IIpUOOIIaeTCsl TAaK)Ke ee KOIIHS.

11.17.2. Jlnsg W3roToBJeHUs KOMUU ayAUO3alluCH JIMALO, IIOJaBlIee 3asBJIEHHUE,
IPEJICTABISIET B CyJ MaTepUallbHBIN HocuTeslb HHpopManuu (dmem-kapra, auck CD-R,
DVD u gpyrue Hocutenu MHGOpMALMU, TEXHUYECKAs: BO3MOXXHOCTD 3aIIUCH Ha KOTOPBIE
HMMEETCSI B COOTBETCTBYIOLIEM Cy[ie).

11.17.3. TlpencraBieHHBle B Cyl MaTepHaibHble HOCUTENIM HHQOPMALUH
He JOJDKHEI COZIEpKaTh KaKyo-11u6o nHopManuio. B nesx 6e301macHoCTH IEpe/] 3aiChio
NPE/ICTABIICHHEIM B CyJ MAaTepHalbHBI HOCHTENF MOXeT OBITE OT(OpPMaTHpPOBaH
YIOJHOMOYEHHBIM pa0OTHUKOM ammapara cyja, OTBETCTBEHHBIM 3a H3rOTOBJIEHHE U
BbIZIa4y KOIIMH ayJHO3alliCH, II0CIIe NIPEeABapUTEIBLHOIO YBEJIOMIEHH JIMIA, ITOJAaBLIETO
COOTBETCTBYIOIIIEE 3asiBIICHUE.

11.17.4. 3anmuce ayauodaiina Ha MaTepUAILHBIA HOCUTENb JIMIA, TTOAABILEro
3asiBJIEHUE, TPOU3BOUTCS YIIOJTHOMOYEHHBIM PaOOTHHUKOM aInrapara cyza Ha JIOKaJbHOM
KOMIIBIOTEpPE, HE IPHCOEeIWHEHHOM K JIOKAJbHOM CETH Cyla M He HMEIOLIEM IOCTyIa
B ceTh MIHTEpHeT.

11.17.5. Komnus ayauosanucu cyaeOHOro 3aceianus Cy10M He 3aBEPSIEeTCs.

Ilocie BBIIAYM KONMWHM ayauMO3almucH CcyAeOHOro 3acefaHus Ha IHMCbMEHHOM
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3asBJIeHUM OO0 WM3rOTOBIEHUM U BBIIade PaOOTHUKOM apx#Ba Cyjaa IeNlaeTcs OTMETKA
00 HM3rOTOBJIEHHMH U BblAa4Ye, a JIHLOM, ITOJYYHUBLIMM KOIMIO AyIHO3aIMCH, [eIaeTCs
COOTBETCTBYIOIIAsl 3allUCh O MOJy4YyeHUU. [laHHOe 3asBlIeHHe MpUuodIuaeTcs K cyaedHoMy
Jelly, IpH OTOM [eJIaeTcs COOTBETCTBYIOLIAs OTMETKa B JIHCTE WCIIOJE30BaHUS
JIOKYMEHTOB.

Henomyuennas 3asBuTeneM KOIHUS ayIHO3allUCH CyAeOHOr0 3aceJaHus 1o I0YTe
HE HallpaBIIsSIETCS.

ONeKTPOHHBIM HOCHTENb HH(OPMANUHK, C KOTOPOr0 H3TOTABIMBAIACH KOIIKS,
IO/DKeH OBITh BIOUT B Jelo (MpHOOINEH K MPOTOKONY CyaeOHOro 3aceaaHws)
B YIIAKOBaHHOM BUJIe (KOHBEPT) C yKa3aHHWEM Ha yNakKoBKe HOMepa Jejia, JaThl, a TaKkxkKe
MOANKMCAaH pabOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuWBa Cyla. YIIAaKOBKa HOJDKHA
obecnieynBaTh COXPAHHOCTD 3JIEKTPOHHOTO HOCHUTEJS OT IIOBPEXICHUIN U IIOPYH.

11.18. TIlomnuHHBIE HOOKYMEHTBI M3 CyaeOHbIX fAen (MHBIX MaTepHUalioB)
U UX HayexauuM o0pa3oM 3aBepeHHbIe KOINWUM, IIPeICTaBIeHHBIE YYaCTHUKAMH
CyIONPOU3BOJACTBA (IMLIaMH, Y4YacTBYIOIIMMH B Jielie), a TaKXe CIpaBKH IO Jejam
BBIJIAFOTCS UM pabOOTHUKAaMHU apxXWBa CyJja Ha OCHOBaHUM HMX IHCHMEHHOI'O 3asBIICHUS;
JIpYyTMM CyJam, OpraHaMm J[03HaHUs W CIIEJCTBUS — HAa OCHOBAaHMM MOTHUBHUPOBaHHOTO
3anpoca M (MNIM) HMHBIX ~ HEOOXOOUMBIX  JOKYMEHTOB,  IPEIyCMOTPEHHBIX
3akoHomarenscTBoM Poccuiickort @epepanuu. Ha 3asBneHun unu 3ampoce O BblAade
MNO/JIMHHBIX JTOKYMEHTOB U3 CyJeOHOro Jiena IpOoCTaBIseTCs pa3pellarolas pe30roLus
npencenaTes cyaa (3aMecTurens npeacenarens cyaa).

11.18.1. B3aMeH BBIIAHHOIO IIOJJIMHHHKA K Jel1y IpHOOIIaeTcss ero KOIIu,
3aBepEHHas CyAbed U repOOBOM IeYaThio Cyaa.

11.18.2. Ilpu BBIJ24Ye NOAJMHHUKOB JOKYMEHTOB M3 CyneOHOro nena Ha HX
3aBEPEHHBIX KOMUSX JOJDKHB! YKa3bIBAThCS (DAMMIIMS, UMSI, OTYECTBO JIUIIA, IIOJyYUBIIETO
IOKYMEHT, €ero mnpoleccyalbHOe IIOJIOKEHUWe [0 Jedy, JaHHble JOKyMEHTa,
YIOCTOBEPSIOLIEr0 JTUYHOCTh. B IMOIyYeHUU NOKYMEHTa 3TO JIMLO JOJDKHO paclucaThCs
U IPOCTaBUTHL AaTy mnojyudeHus. JIuio, BeIfaBllee NOKYMEHT, IO/DKHO yKa3aTh CBOXO
(baMunuo, NODKHOCTh M IIOCTaBUTh MNONNHUCH. [IpH NpenbsBIEHUH TOBEPEHHOCTH
HE0OXO0IMMO CHSITH C Hee KOMUIO U MOJAIIUTE B AEJO.

11.18.3. JlokymeHTB, Ha OCHOBAaHHM KOTOPHIX M3 CYAeOHOro jejia BBIIAHBL
NOUIMHHHUKK, a TakkKe HX 3aBEepeHHble KOMWM IIOJIIMBAIOTCS B Jeno. B cioyvae
HaIlpaBJICHUs IIOJJIMHHOIO MOKYMEHTAa 3aKa3HOM IIOYTOH B JAEN0 TaKKe IOMAIIMBAETCS
KOIIUS COITPOBOUTENILHOIO MUCHMA C UCXOIAIIUM HOMEPOM U JaTOM.

11.18.4. TTopsiok ¥ CpOKHM BBIAAYH ITOAJTUHHBIX JOKYMEHTOB, HX 3aBEPEHHBIX KOIIHH
yCTaHaBIUBAIOTCS IpeceaaTesIeM Cya.

Brijaua mnHMCBMEHHBIX 10KAa3aTeNIbCTB, HE BO3BpAIlCHHBIX IPEACTABUBIIUM
UX JUIaM 0 MepeJavyd Aejia B apXUB CyJa, MO Ipockbe 3THX JHUI[ OCYIIEeCTBIAETCS
B TaKOM )K€ IOpsJIKe.

11.19. I'To nuceMeHHBIM TPeOOBaHUSIM OPraHOB, KOTOPBIM 3aKOHOM IIPEIOCTaBJIEHO
npaBo ucTpeOoBaHHSA [ella, XU Ha OCHOBAaHUU DACIOPSDKEHUS IIpejcenarels cyna
WJIK €ro 3aMecTUTels cyaeOHble fea HallpaBIsiloTCs UM B TPEXIHEBHBIN CPOK.

11.20. PaboTHuk apxuBa cyla oO0s3aH KOHTPOJIHPOBATH BO3BpaT Jejl B apXuB
Y HE peXe OJTHOro pas3a B MecsIl JOKJIaAbIBaTh IIPEICEaaTelo Cyaa.
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Jlo BosBpamieHus gena B cyAd TpeOoBaHWE O €ro BBICBUIKE, KOIUH
COTIPOBOJUTENIBHOIO IIMChMa, IIPUrOBOPA WM PELIEHUs XPAHATCS B KOHTPOJILHOM Marke.

B KHHMre BBIaud eIMHHUI] XpPaHEHUS BO BpPEMEHHOE IOJB30BaHUE (IIPHIIOKEHHE
Ne 27 x nacrosme#t MHCTpyKInu) 13 apxuBa cya OTMe4YaeTcsi, KOria, KOMy U 110 KaKOMYy
3aIpocCy A€JI0 HalpaBJIeHo, KOraa U KeM OHO BO3BpAILeHO.

11.21. B cnydae nocTymieHMs B CyJ[ 3asBIeHUs B3bpickaTens (Jnubo ero
NPENCTaBUTENS) O BhlAa4e (HAaIpaBIeHWH) UCIOTHUTEIBHBIX JOKYMEHTOB IO CyAeOHEIM
JenaM, HaxosdllUMcs B apxuBe cyjAa, UX odopMieHHe, HampaBieHHe (BblAava)
OCYIIECTBIISIOTCS B MOPSAAKE U CPOKHU, YCTAHOBIEHHBIE COOTBETCTBYIOIIEH MHCTPYKIUEH
10 cyAeOHOMY JIeNIOIIPOU3BOJICTBY.

11.22. OsHakomneHue C MaTepuajaMyd YroJOBHOTO Jejla, CHATHE KOIHH
C YroJIOBHOTO Jiena, K KOTOpOMY IPHOOINEH One4aTaHHbIH KOHBEPT C IIOCTAHOBIEHUEM
CIIEZIOBATENsl MJIM JO3HABATeNlsl O COXPAaHEHWHU B TaliHe JaHHBIX O JIMYHOCTH y4JacTHHKA
CIIEZICTBEHHOIr'O JEWCTBHSA, OCYIIECTBIISAIOTCA C YIE€TOM ITOJIOKEHHUH IMyHKTa 9 crathu 166
YronosHo-IponeccyansHoro koaekca Poccuiickoit @enepannu.

11.23. Wusle, He ycTaHOBJIEHHBIE HacTosIed MHCTpyKIuel npaBuiia 03HaKOMIICHHUS
C MaTepHalamMu CyfeOHOro esna, BbIIAa4d IOJUIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KONHH
MaTepHaNioOB Jejla, MHChMEHHBIX CIIPaBOK, KOMHH CyleOHBIX aKTOB, OIpPEAEISAIOTCSA
npejcenaTeseM cya.

12. OGecneyenne cOXpAaHHOCTH APXHBHBIX JOKYMEHTOB

12.1. XpaHeHHe apxXUBHBIX [IOKYMEHTOB B CyAe oOOecreduMBaeTcs peanu3aluei
KOMIUIEKCA MEpOIIPUATHN, HalpaBIEHHBIX Ha IOJAJIEpXaHUE AapXUBHBIX JOKYMEHTOB
B ONTUMAaJIBHOM (PU3UYECKOM COCTOSHMM, MUHUMH3ALUI0 PUCKOB HX IOpYd U (WINK)
yTpaThl, B COCTaB KOTOPOTO BXOJAT:

IpeOCTaBIeHUe W30JIUPOBAHHBIX IIOMEIIEHUN JJs pasMELIeHHs apXHUBHBIX
JOKYMEHTOB W TNpoBeHeHUs paboT, CBS3aHHBIX C apXMBHBIM XpaHEHHEM, OCHAIllEHHBIX
CpelICTBaMM II0XapPOTYIIEHHUsI, OXPaHHOW M IOXXKapHOM CUrHaiu3aluei, o0opy1oBaHHEM
IUI XpaHEHHUs IOKYMEHTOB;

opraHuzanus u obecrneyeHue COONIOAEHUS IPOTHBOIIOKAPHOTO, OXPaHHOIO,
TEMIIEPaTyPHO-BIAKHOCTHOT'0, CBETOBOI'O U CAHUTAPHO-TUTHEHUYECKOT0 PEKHUMOB,;

BBHINIOJIHEHUE TpeOOBaHUH K pa3MeleHHUIO JOKYMEHTOB B apXUBOXPAHUIIUILIE;

IIPOBEEHKE NTPOBEPKHU HAIMYUS U COCTOSIHUSI COXPAHHOCTH apXUBHBIX IOKYMEHTOB
B COOTBETCTBHHU C IOPSIIKOM, yCTaHOBIIEHHBIM pasnernoM 10 rHacrosmieit MHCcTpyKumy;

obecrieyeHHe BO3MOXKHOCTH IPOBEACHUS IPO(GHUIAKTUIECKOM U TEeXHUYECKOH
00paboTKH apXUBHBIX JOKYMEHTOB,;

onucaHue (COCTaBIEHHE OMMCEH [el) U CBOEBPEMEHHas IIOCTaHOBKAa apXUBHBIX
JIOKYMEHTOB Ha y4eT B COOTBETCTBUHU C MOJIOKEHUSIMU HacTosed MHCTpy KUK,

12.2. ApxuB pa3Mmelnaercs B 3JaHUU U (MJIM) OTAENBHBIX IOMEIUEHUSIX 3/aHMWs.
OcHoBHBIE TOMeIEHHUs, NpeJHa3HAUYE€HHBIE ISl XpaHEHHs, y4eTa, KOMIUIEKTOBaHUS
¥ HCIIOJIE30BaHUs apXHBHBIX JOKYMEHTOB, W BCIIOMOraTelbHEIe (aIMHHHUCTPAaTHBHO-
XO035WCTBEHHOI'0, TEXHHYECKOr0 ¥ OBITOBOrO HAa3HAa4YeHHs), NOJDKHBI COOTBETCTBOBATH
TpeOOBaHMUAM, YCTaHOBJIEHHBIM ITyHKTOM 12.1 Hactosmeit MHCTpyKIuy, a Takke o0mmmMu
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TpeboBaHUAMU 6€30IIaCHOCTH K OOIECTBEHHBIM 3[aHUAM H COOPYKEHHAM .

XpaHeHKe apXUBHBIX JOKYMEHTOB B 3aBUCHMOCTH OT UX 00BEMOB OCYILECTBIISETCS
C MCIIOJIb30BaHUEM OJTHOT'O MJIM HECKOJIBKUX BAPUAHTOB pa3MelleHus:

B 3JaHWH, OTBEYarolleM TpeOOBaHUSAM, YCTAaHOBJIEHHBIM YIIOJHOMOYEHHBIM
denepanbHEIM  OPraHoM HCIOJNHWUTENbHOM BiacTh B cdepe apXUBHOrO Jela M
IEJIONPOU3BOICTBA%;

B CHENUalbHO OOOpYyJOBAaHHOM [IJIsi XpaHeHHs JIOKYMEHTOB H30JUPOBAHHOM
IIOMEIIEHHH — apXuBoXpaHunuine (myHkT 12.3 Hacrosmei MacTpyKIunm);

B 3alMparoluxcs mkadax uin cerdax.

Pasmelnienne apxuBa B INPUCIIOCOOTIEHHOM 3IaHHM (IIOMEIIEHHH) IOIYCKAeTCs
TOJIBKO IOC/Ie ero obciejoBaHus (B TOM YHCIE TOABANBHBIX W YepHAadHbIX TOMEIEHHI,
paboTOCIIOCOOHOCTH BIEKTpPOCETed, OTOMMTENBHEIX ¥  BEHTHIIAMOHHBIX CHCTEM,
TIPOYHOCTH MEXITaXKHBIX ITIEPEKPBITUH C YYETOM MOTEHI[MANbHBIX HArPy30K).

He nomyckaetcs pa3MelnieHue apXxuBa B rapaxax.

12.3. ApXuBOXpaHUIIHILE AODKHO:

OTJENIATECS OT COCEHUX ITOMEIEHUN OTHEeYIOPHBIMU CTEHAMU;

UMETh ECTECTBEHHYI0 WJIM MCKYCCTBEHHYIO BEHTHJIALHUIO, O0ECIednBaroLyIo
PELUPKYJISLMIO BO3AyXa, UCKIFOYAOIIYyI0 00pa30BaHue HETIPOBETPUBAEMBIX 30H;

COXpPaHsTh CTaOMIBHOCTh TEMIIEPATypPHO-BIaXXHOCTHOTO PeXHUMa;

MMETH BBIXOJIbI K TU(TaM U (UIIH) IECTHUYHBIM KIIeTKaM;

HE MMETh IIPOJIOKEHHBIX Yepe3 Hero TpyO0 BONOCHAaOXXeHHS M KaHaJIU3alluy,
TEXHOJIOTUYECKUX MU OBITOBBIX BHIBOJIOB BOJIBI;

HE HMETh BHYTPHM paCIpElNENUTENbHBIX IIWTOB, [pelOXpaHuTeNed U
OTKJIIOYAIOIIUXCSI PYOUITEHUKOB;

HE pacrionararbCcsi B IIO[BaJlaX U I[OMELICHUSAX, PACIIOJIOKEHHBIX HIKE YPOBHS
IIOBEPXHOCTH 3€MJIM, 3a HCKIIOYEHHEM XpaHWJIUI (TIOMeIleHui), obecnedrnBaroIux
3aIUTy OT IPOHUKHOBEHHWS B HHUX IPYHTOBBIX, TalbIX M I1aBOJKOBBIX BOJl, B BETXUX
CTPOCHMUSX, ACPEBSHHBIX MOCTPOMKAX, MOMEIIEHUSX C OTHOCHUTEJIbHOW BIIAXKHOCTBIO
BO32lyXa 6oiiee 55% U ¢ IEYHBIM OTOIUIEHHUEM;

HUMETH IIPOTUBOIIONKAPHBIE (METANTUYECKUE) IBEPH;

UMETH 3alMparolyecs pelleTKH Ha OKHax (MpU pa3MelleHuH apXUBOXPAHUIHINA Ha
IJOKOJIBHOM, IIEPBOM HJIM BTOPOM 3TaXKE 3JaHUSA).

Pacuer HeoOxomuMo# IUIOIMIANM apXHMBOXPaHWIMIIA PEKOMEHIYEeTCs IIPOM3BOJIUTE
C YYETOM PAaCIIONIOKEHHs CTeUIaXKeH U UX HAIOJHEHHUs B COOTBETCTBUU C ITyHKTOM 12.7
HacTosmed MHCTpykuuu, a Takke C y4eToM Bo3MoxkHocTH pasMemienus 400 exuHwmIl
XpaHeHUs Ha | KB. M IUIOIAAX apXUBOXPaHUIIHUIIIA.

KaxxnoMmy apXWBOXpaHWIMINY IIPUCBAUBAECTCS HOMEpP, KOTOPBIA OTpaKaeTcs
B Tomorpa)Myeckux yka3aTelsiX B COOTBETCTBUM C IyHKTOM 12.19 nHacTosmen

WuctpyKuumu.
12.4. liist obecnieveHus qesATeIbHOCTH apxXuBa (Ipu HEOOXOAMMOCTH) BBIACIISIOTCS

! denepanbublii 3akon ot 30.12.2009 Ne 384-03 «Texuuueckuii pernameHt o Ge30MacHOCTH 3AaHHI W COOPYIKEHHHN;
I'panoctponTensHelf koaeke Poceuiickoit @enepaluu.

% [IpaBuiia OpraHW3aliK XpaHEH!s, KOMIUIEKTOBAHHs, YUETa U MCIIOJIB30BaHMA JOKYMEHTOB ApxuBHOTO (hoHna Poccuiickoit
denepaudy ¥ OPYrHX apXMBHBIX JOKYMEHTOB B rOCYJ@pPCTBEHHBIX M MYHMUMIIANBLHBEIX apXuBaX, My3esx M OubnmoTekax,
Hay4HBIX OpraHU3aLusxX, yTBepKaeHHbIe npukasom PenepanbHoro apxusHoro arentersa ot 02.03.2020 Ne 24,
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IIOMEIeHHE [JIs IIpYeMa JOKYMEHTOB, UX BPEMEHHOI'0 XpaHeHHs U afanTalidd K HOBEIM
YCIOBHSAM (aKKIMMaTH3alkHK), pabodas KOMHaTa pabOTHHKA, OTBETCTBEHHOTO 3a paboTy
apXuBa cyza, [IOMelleHue ISl IPeJOCTaBIeHHUs JOCTYIa K apXUBHBIM JOKYMEHTaM.

12.5. ApXuBHBI€ JOKYMEHTBI pa3MeIlaloTCs B apXUBOXPAHUIIUILE Ha CTAIMOHAPHBIX,
NEPEABUKHBIX U (MIM) MOOMIBHBIX METaUIMYECKUX CTejUlakaX, B MeTaNIMIECKHX
mKkagax, cefdax Uiu KOHTelHepax.

B  kayecTBe cCHenMaJbHOTO  OOOpYIOBaHHS  BO3MOXHO  KCIIOJB30BaHHE
CTAlLMOHAPHBIX OTCEKOB-O0OKCOB C METAJNIMYECKUMU IIEPEropoaKaMH H IOJIKaMH.

He pa3pemaercst XxpaHeHHWe apXWBHBIX JIOKYMEHTOB B TpaHCIOPTHOH Tape,
B IuTabensx, Ha IMOJNy, IIOJOKOHHMKaX, JIECTHUYHBIX IUIONIaJKaX H OpPYTHUX,
HE [IpeJHa3Ha4YeHHbIX U1 UX XPaHEHHUS MECTax.

12.6. Ilpu paccraHOBKe cTe/UIaXked B apXUBOXPAHMWIULIE IPEANIOYTEHHUE JIOJDKHO
OTAaBaThCA UX NEPHEHAUKYISIPHOA OPHUEHTALUU 10 OTHOLIECHUIO K CT€HaM C OKOHHBIMU
MpoeMaMy U pa3sMelIeHHuIo Ha yIaJleHU He MeHee | M OT UCTOYHUKOB TeIlIa.

12.7. Tlpu paccraHoBke cremutaxeit (mkados, celoB) B apXUBOXpPaHHUIHUILE
pEKOMEHyeTCsl IpeayCMaTpUBaTh CIIEAYIOIINE PACCTOSHUSI MEXKIY:

TOpLIaMH cTeJutaxed (r1aBHbIM mpoxox) — He MeHee 120 c;

pAOaMH CTeJIaxed (MeXCTEeIIaXHbIN IPoXo/1) — He MeHee 75 cMm;

CTeJUTa)XaMH, NapajieIbHBIMU CTeHEe, U HapyKHOU CTEHOH 3/JaHMs — He MeHee 75 CM;

TOPLIOM CTeJlIa)ka U CTEHOM — He MeHee 45 cM;

BEpXHEH IMOJIKOH cTeuiaa ¥ NoTonkoM — 50 cm;

HIDKHEH ITOJIKOM CcTelaXka U IT0JIoM — He MeHee 15 cM (B IIOKOJIBHBIX 3Ta)kax —
He menee 30 cMm).

PasMerienne MOOWJIBHBIX CTEJUIaXKEW IPOM3BOJUTCS C Y4eTOM OCOOEHHOCTeH
NOMEIIeHHH U pa3MelaeMoro o0opy10BaHuUs.

12.8. ApxuBHBIE JOKYMEHTHI pasMeIaroTCs B IEPBUYHBIX CPEICTBAX XpaHEHM:

Ha Oyma)kHOM HOcHUTelle — B KOpoOKkax, Iankax, KOHBepTax;

SJIEKTPOHHBIE Ha (Qu3uyuecku 000COONIEHHBIX HOCUTENSIX — B  YIIAKOBKE,
peKOMEHJOBaHHOU ITPOU3BOIUTENIMU HOCUTEIIEH.

Jlns XpaHeHHs KapTOUeK M CIIPaBOYHBIX MaTepHaloB B IIOMEIIEHHMH apxuBa
yCTaHaBIUBAIOTCS KAPTOTEYHBIE IIIKADBHI.

12.9. Ha nepBHYHOM CpEICTBE XPAaHEHUs APXMBHBIX NOKYMEHTOB YKa3bIBAHOTCS
HOMEp M Ha3BaHue (OHAA, HOMEp OIHCHU Jel, KpaWHHWe HOMepa EIMHHIl XpaHeHWS,
pa3MElLIeHHBIX B HEM.

12.10. TIIpoTHBOMOXAPHBIM peXUM B 3JaHUU HJIM [IOMEIIEHHH apxuBa
yCTAHABIIMBAETCS B COOTBETCTBHHM C 3aKOHOJATENbCTBOM Poccuiickoii @Denepanuu
0 noxapHo¥ 6e3omnacHocTu’.

PaGoTHUK, OTBETCTBEHHBIH 3a pabOTy apXuBa CyJa, JOJDKEH IIPOHTH HHCTPYKTaX I10
BOIIpOCaM MPOTHUBONOXKApHOH 0e3011aCHOCTH, O3HAKOMHUTHCS C IIPaBHIIaAMHU ITOJIH30BAHHI
MPOTUBOIIOXKapHBIM MHBeHTapeM. MIHCTpyKTaX pabOTHUKOB apX1Ba IO IPOTHBOIIOKAPHOM
0e30macHOCTH JOJDKEH IIPOBOJAUTECA HE peXe OIHOro pasza B IOJ OTBETCTBEHHBIM
pabOTHUKOM, Ha3HAUYEHHBIM IPUKA30M IIpeAceaaTels cyia.

! ®enepansHbiii 3akon ot 21.12.1994 Ne 69-@3 «O noxapHoit 6esonacHocTyy; nocraHopaenue [pasutensctsa Poccuiickoii
Denepaunn ot 16.09.2020 Ne 1479 «OG6 yreepxaesun [Ipasun npoTuBonokapHoro pexuma B Poccuiickoit @enepauuny.
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12.11. Eciu apxuB cyJa pa3MelleH B OTJeIEHOM OT Cy[a 3MaHUH, OXPaHHBIA PEXUM
obecrednBaeTcs IIyTeM OOOpYIOBaHWS 3[aHUS WM ITOMEINEHHIM apXuBa CpeICTBaMU
OXpaHbl, 00eCneYnBaOIUMHI KOHTPOJIb IOCTYIIA B HUX, a TakKKe COOJIIOJEHUEM MOpsIIKa
CIAui/CHATUSI  OXpaHbBl IOMELIEHHs AapXWBOXPAHWIHINA ¥ TMOpSOKa JOCTYyIa
B HET'0, YCTAHOBJIEHHOI0 IIPUKA30M IIpeAceaaTels cya.

12.12. ApxuBHBIE NOKYMEHThl HEOOXOAMMO XpPaHUTh B TeMHOTe. EcTecTBeHHOE
OCBEIlICHHE B apXMBOXpPaHWUIUILIE [JOIMYyCKaeTcsi MPHU YCIOBHM IIPUMEHEHHs Ha OKHax
CBETOpaccerBaTesell, peryasiTOPOB CBETOBOI'O ITOTOKA (CIIEUAIBHBIX CTEKOI), 3alUTHBIX
(UIBTPOB U OKPBITUH, KATIO3H.

J1ss  HMCKYCCTBEHHOrO  OCBELIEHHMS  INPUMEHSIOTCS  JaMIlbl  HaKaJWBaHHSI
B 3aKPBITHIX IJ1aOHAX C TITaIKOM MOBEPXHOCTBIO.

Paspermaercs  mpuMeHeHHWEe — JIIOMHHECLIEHTHBIX  JIaMII C  Ype3aHHBIM
YJIBTPa(HOIETOBBIM YYaCTKOM CIIEKTpPa, CBETOAMOAHBIX CBETUIBHUKOB, pa3pelleHHbIX
YIOJHOMOYEHHEIM (elepalIbHbIM OpraHOM HCIIOJIHUTEIBHOM BJIACTH B c(epe MoKapHOU
0e30macHOCTH.

12.13. OnTuManbHbIMU yCIOBUSMU XPaHEHUS! apXUBHBIX JIOKYMEHTOB SBJISIOTCS:

IUIs TOKYMEHTOB Ha OymMa)kHOM HocuTelse — TeMiieparypa 17-19°C, oTHocuTenbHas
BIIaXKHOCTB Bo3ayxa — 50-55%;

JUIS IOKyMEHTOB Ha MarHUTHBIX JUCKaX M JUCKOBBIX HaKOIUTENSX — TeMIlepaTrypa
8—18°C, oTHOCHUTEIBbHAS BIAXHOCTH BO3ayXa — 45—-65%;

IUTS TOKYMEHTOB Ha ONTHYECKHX AucKax — Temneparypa 10-23°C, oTHocuTenpHas
BII&XKHOCTH Bo3ayxa — 20—-50%.

12.14. KoHTponp 3a TeMIepaTypHO-BIQXXHOCTHEIM pPEXUMOM 0OecreunBaeTcs
peryJIsipHbBIM U3MEpPEHHUEM C ITIOMOIIBI0 TEPMOMETpa ¥ TUIPOMETpa UIId TEPMOTUIPOMETPA,
pa3sMelIeHHbIX B OJHON MM HECKONBKHUX TOYKAX apXMBOXpaHWIMINA (B 3aBHCHMOCTH
KOHCTPYKIIMOHHBIX OCOOEHHOCTEH M IUIOIIAmy) BJAIM OT OTONMUTENBHBIX H
BEHTHJISILIUOHHBIX CHCTEM Ha BBICOTE HE MEHee 1 M OT Ioja, MapaMeTpPoB BO3LYILUHOM
Cpensl:

B CIIELIMAIM3UPOBAHHOM 3/1aHUU — HE peXxke 1 pasa B HeAelo,

B CIELUaNbHO O0OpYIOBAaHHOM [Jisl XpaHEHHs M30JIHMPOBAaHHOM IIOMELIEHHH —
He pexe 2 pa3 B HeJleo,;

IIPY HECOOTBETCTBHH I1apaMeTPOB HOPMAaTHUBHBEIM TpeOOBaHUAM — 1 pa3 B CYyTKH.

12.15. B apxuBe [OODKHA BECTUCh (UKcCALUs TeMIIepaTypHO-BIaXHOCTHBIX
XapaKTEePUCTUK BO3OYLIHOM cCpeasl B apXMBOXPAHWIMINE M MEp, IPUHATHIX II0
HOpMaJIU3aIllH TeMIIepaTypPHO-BIAKHOCTHOIO PEXXHUMA B CIIydasX €ro HapylleHus.

12.16. Hamnexainee CaHUTApPHO-TUTHEHUYECKOE  COCTOSHHE B apXHBe
IOJIIEPXKUBAETCS NIPOBEIEHHEM B HEM He peXe OJHOrO pa3a B MecCsl| BIaXXHOW yOOpKH
I0JIOB, O0ecCHBUIMBaHUSA O0OOPYIOBaHMUS W IIEPBUYHBIX CPEACTB XpaHEHWs, 00paboTKH
IIOKOJBHBIX YacTed creuiaked, IUIMHTYCOB, IIOJOKOHHUKOB BOJHBIMH pacTBOpPaMH
AHTUCENITUKOB.

12.17. ApxwuBHbBIE IOKYMEHTBHI, NOABEprimuecss OHONOrHYecKOMY IOpPaXKEHHUIO,
MOMJIE)KAaT HEMENJEHHOW H3OJIAUMH W  CaHUTapHO-TMIMEHHYecKod  oOpaborke
(me3suHbEKINKH, NE3WHCEKIUH), @ aApPXUBOXPaHWIUILE, IMOPAXKEHHOE OHOIOrHYEeCKHMMHU
BpEIIUTENISIMU, — AepaTU3aliHU.
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12.18. Cremnaxu u 1mkadbl HOMKHBI OBITh NPOHYMEPOBAaHBI B KaXIOM
apXMBOXPaHUJIMIIE B MOPSIKE CIeBa HAIPaBO OT BXOJHOW JIBEPH, ITOJIKM Ha CTeIIaxax
JOJDKHBI OBITE IIPOHYMEPOBAHEI 110 IIKa(aMm B IIOPSAKE — ClIeBa HAIIpaBo, CBEPXY BHUS.

12.19. Mecto XpaHeHMsS EOUHUI] XpaHEHUS B apXUBOXpaHUIHIIE (UKCHPYETCs
B TONOrpaUYecKux yKazaTelsx: INocTemnaxHoM (mpuinoxenne Ne 36 k Hacrosmen
WncTtpyknuu) u, npu Hanuuuu 6onee oxHoro ¢onna, nodonnoBom (mpunoxenue Ne 37
K HacTosed MHCTpyKLuHM).

[Ipu BemeHuu TomorpadUYecKoro ykasaTels OJUH €ro SK3eMIULIp IOJDKeH
XpaHHUTHCS y pabOTHUKA, OTBETCTBEHHOIO 3a paboTy apXuBa CyJia, BTOPO! — pa3MeIIaThecs
B COOTBETCTBYIOIIEM apXUBOXPAHHUIIULIE.

Tomorpaduyeckre  ykazaTenu  He  COCTaBISIIOTCS ~ IIPU  OTCYTCTBUM
apXUBOXPaHWIIHIIA.

13. CpOKH H NOPHAOK NnepeJaatdu Jej1 Ha XpaHEHHE B FOCYﬂapCTBeHHBIﬁ apxuB

13.1. Jlena oGuiero menompoU3BOACTBA MOCTOSHHOIO CPOKa XPAHEHHS U CyAeOHbIE
Jlefia MOCTOSIHHOI'O CpOKa XpaHEHMs! 110 MCTEUYEHHHM CPOKOB HMX BPEMEHHOIO XpaHEHHS
B apxuBe cyja (15 ner) nepenaroTcs Ha IOCTOSIHHOE XpaHEHHE B FOCY 1apCTBEHHEIN apXUB,
€CIM CyJI BBICTyIlaeT MCTOYHHKOM €ro KOMIUIEKTOBaHHMS WIIM IIPH  HaIdYHH
COOTBETCTBYIOILEr0 0r0BOpa ¢ apXUBHBIM YUPEKICHHUEM.

Pemenne o hopMme npuemMa JOKYMEHTOB (TIOJIHOTO WX BEIOOPOYHOI0) IIPUHUMAETCS
OIIK apXUBHOTO yYpeKICHUS.

Cynpl, He BBICTYMAKOIIME MCTOYHUKAMH KOMILIEKTOBAHHUSA TOCYAAapCTBEHHOTO
apXuBa, [epelaloT JOKYMEHTHI Ha IIOCTOSIHHOE XpaHEeHUe B I'OCYIapCTBEHHEIN apXHB IIPH
UX JIMKBUALMU ¥ HATHYUH JOKyMeHTOB ApxuBHOro ¢oxna Poccuiickoit @enepanuu.

13.2. Ilepenaya TOKYMEHTOB IOCTOSHHOTO XpPaHEHHUS B I'OCYNAapCTBEHHBIA apXuB
OCYULIECTBJISIETCSI B COOTBETCTBHM C IIJIAHOM-IPa(UKOM, KOTOPBIA YyTBEpXKIAAETCS
PYKOBOIHUTENEM TIOCYJApCTBEHHOTO apXHBa WM YIOTHOMOYEHHBIM UM JIOJDKHOCTHBIM
JTULOM.

JlocpouHast Tiepefavya OOKyMEHTOB Ha IIOCTOSHHOE XpaHeHHE MOXET OBITh
OCYILECTBJIEHA IIPU OTCYTCTBHM HEOOXOIUMBIX YCIOBUH Ul obecriedeHus: COXpaHHOCTH
OOKyMeHTOB ApxuBHoro ¢onna Poccuiickoii ®@enepanyy, IIpd Yrpo3e yTparbl
(YHMUYTOXEHUs) TOKYMEHTOB, @ TaK)X€ Ha OCHOBAHHMH JOr0BOpa C TIOCYIapCTBEHHBIM
apXUBOM.

[Iponnenne CpoKOB XpaHEHHUS JOKyYMEHTOB B apXuBe CyJa [JOIyCcKaeTcs
1o pemieHuto DK apxuBHOro yupexaeHusl. _

13.3. PaboTel, cBsizaHHEIE ¢ OTOOpPOM, IOATOTOBKOM U Iepenadyei TOKYMEHTOB
Ha IIOCTOSIHHOE XpaHeHHe B FOCY1apCTBEHHBIN apXuB, B TOM YHCJIE C UX YIIOPSAIOYCHUEM,
TPaHCIIOPTUPOBKOM, BBIIOIHSAIOTCA 34 CUET CPEACTB Cy/a.

13.4. Tlepen repenaveii JOKyMEHTOB Ha ITIOCTOSIHHOE XPaHEHHUE B IOCY 1apCTBEHHBIN
apXUB IIPOBOJSTCS:

paccMOTpeHHE NTOKYMEHTOB Ha INpeAMeT pacceKpedyHMBaHHWs HOCHUTEJIEH CBEICHHMH,
COCTaBJISIFOIIMX [OCYAapCTBEHHYIO TaliHy, B CIy4Yae HMCTEUEHHs CPOKOB, YCTaHOBJICHHBIX
3akoHOJaTenbcTBoM Poccuiickoit @enepanuy;

pPaccMOTpeHME JOKYMEHTOB Ha IIpeAMET CHATHs HoMeTku «Jlns ciayxe6Horo
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II0JIB30BaHMS» ¢ HOCUTeNIeH MHPOpMaly OIPaHUYEHHOI'0 paclpOCTPaHEHHUs! B IOPSAKE,
YCTaHOBJIEHHOM 3aKoHojaTenbcTBOM Poccuiickoit Penepaiuy, a Takke B COOTBETCTBUU
¢ ITonoxeHnem o mopsiike oOpamieHus co ciyxeOHOW HHpOpMalyeld OrpaHHYEHHOTO
pacnpocTpaHeHuss B (QeepalbHBIX cyAax oOmed HOpUCOUKLUY, (enepalbHbIX
apOUTpPaXHBIX  CylaX, YyTBepXAeHHbIM npukazom CyznebHoro gemaprameHTa
npu BepxosHom Cyne Poccuiickoit @enepanuu.

13.5. ITepenaua 3;IeKTPOHHBIX apXUBHBIX JOKYMEHTOB B HUH()OPMAIMOHHYIO CUCTEMY
roCyJapCTBEHHOIO apxXuBa IPOU3BOAMUTCS B IIOpsAJKe, YCTaHOBIEHHOM (elepalbHBIM
OpraHOM MCIIOJIHUTENIBHOM BJIacTH B cdepe apXHBHOrO [ela U JeIOIIpOU3BOJCTBA,
10 COIVIACOBAHHIO C IOCYAAapCTBEHHBIM apXWBOM I10 OMUCSAM 3JIEKTPOHHBIX JOKYMEHTOB.
K onucsM 3/1€KTPOHHBIX JIeJT PUJIararoTcsl peecTpsl (PaiaoB 3IEeKTPOHHBIX JOKYMEHTOB.

13.6. Ilepegaya nOKyMEHTOB O(OpPMIISETCS aKTOM IIpUeMa-liepe/layd apXUBHBIX
JIOKYMEHTOB Ha XpaHeHue (npuinoxenue Ne 22 k HacTosmed MHCTpyK1uK ), COCTaBIsIEMBIM
B AByX o9K3eMIunsipax. OOuH S5K3eMIUISp aKTa OCTaeTcs B TOCY[AapCTBEHHOM apXWBE,
Ipyrou — B Cyze.

BmecTe ¢ moKymMeHTaMu MepefaloTcsl YeThIpe SK3eMIUIApa OIUCH e, a Takke
OJWH — B 3JIEKTPOHHOM BHJE, B (hopmaTe, COrIaCOBAHHOM C I'OCYIapCTBEHHBIM apXHBOM.
OnvH 3K3eMIUSIp ONUCH Ha OyMa)KHOM HOCHTEIIE OCTaeTCs B CyJIe.

13.7. Ha Bcex sK3eMIUIsIpax OIMCH JeJl TOCYJapCTBEHHBIM apXMBOM JENIar0TCs
OTMETKH O IpUeMe apXHUBHBIX JOKYMEHTOB B apXuB. [IpH OTCYTCTBMM €IMHHUI] XpaHEHHS,
yKa3aHHBIX B OITMCH JeJ, CyZ IpHHHUMaeT Mephl 10 UX po3bicKy. Eciu B Xoxe po3bicKa
OTCYTCTBYIOLIHE JIOKYMEHTHl He ObLIMA Hal/IeHbl, B ONKCH JeJl AeIaeTcsi HOBask HTOroBas
3anuck. Homepa OTCYTCTBYyIOIMX €OMHHL XpaHEHWs M IIPHYHUHBI OTCYTCTBHS
OrOBapUBAIOTCS B aKkTe NpHeMa-liepeqaddl HOKYMEHTOB Ha XpaHEHHE M B IIpUJIaraeMoii
K aKTy CIpaBKe, COCTaBIIIEMOM CyIOM.

Cyp, nepenarlyi JOKyMEHTbl Ha XpaHeHWe B TOCYHapCTBEHHBIH apXuB, 00s3aH
TPUHATH MEPBI K BOCCTAHOBJIEHUIO YTPaueHHBIX IIPOU3BOJICTB B COOTBETCTBUH C INIaBoM 38
['paxkgaHcKoro nmpoueccyanbHoro konekca Poccutickoi @enepanuu.

ITpu otcyrctBum (yTpare) IOUIMHHHUKOB IIE€PENAIOTCA HMX 3aBEPEHHBIE KOIHH
(TIpu HATUYIHUH ).

13.8. JlokymeHThl INepefaroTCs Ha IIOCTOSHHOE XpaHEHHE B YIOPSIOYCHHOM
COCTOSIHUH CO CIIPaBOYHO-TIOUCKOBBIMH CPEIACTBAMH.

COI''TACOBAHA
ITuceMmo
denepalbHOrO apXHUBHOIO areHTCTBA

ot 30.06.2026 Ne 12/2824-A
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[Tpunoxenne Ne 1

Kk MHCTpyKIMu 0 mopsiike opraHu3aiyy
paboThI apXUBOB (heIepaIbHBIX CYI0B
00me IOPHUCIUKITNA

(HaHMEeHOBaHHUe Cyza)

(HauMeHOBaHHE CTPYKTYPHOrO NOApa3AeIeHHs Cy1a)

[TPUEJJIOXXEHMA B HOMEHKIJIATYPY JIEJI

Ha rox’

Wunexc 3aroyIoBOK Aena KomunuecTBo Cpox xpanenus | Ilpumeuanus
nena ToMOB (4acTeif) | u Ne cTaThbu IO
[EPEYHIO
1 2 3 4 5
Haspanwue pasnena

HauanpHUK CTpYKTYPHOTrO

roapaszaesieHus (YrnoJHOMOYEHHOE JIUIIO)

(noamnuce) (pacuugpoBKa NOANHCH)

(nara)

! K HOMEeHKJIaType el CTPYKTYPHOTO MOApa3/e/IieHus M0 OKOHYaHUM KaJeHAapHOTO rofla COCTaBJIAETCA UTOrOBas 3alkCh
no dopMe, ykasaHHO# B mpunoxkeHHH Ne 2, H JejiaeTcd OTMETKAa O Mepejaye MWTOrOBbIX CBEelEHMIl B OTHEN!

AEJIOITPON3BOACTBA CYa.
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[Tpunoxenne Ne 2

K MHCTpYKIHH 0 MMOpsA/IKEe OpraHu3alum
paboTE! apXuBOB (peepalbHBIX CYI0B
obmeit FopuCANKLIUT

YTBEPXJIAKO

(HanmeHOBaHwMe Cy/1a) IIpencenarens cyna
HOMEHKIJIATYPA JIEJI (moxmuck) (pacmu(poBKa NOMHCH)
Ha o)

(nara)
Wunexc 3aronoBok Jena KomuuectBo | Cpok XpaHeHHs U ITpumevanus
nena TOMOB Ne cratbu o
(gacreit) [IEPEYHIO
1 2 3 4 5
Haspanwue paszgena
HagansHuk otnena
ZIEJI0NpPOU3BOACTBA (001Iero oTaena)
(moamuce) (pacmudposka MOAMHCH)

(nata)
Bu3sa paboTHHKa, OTBETCTBEHHOI'O
3a paboTy apxuBa
COI'JTACOBAHO YTBEPX/IEHA

IIpOTOKOJI 9KCTIEPTHON KOMHUCCHHA
cyna

OT « » Ne

[IpoToko 3KCIEPTHO-IIPOBEPOYHOM
KOMUCCHHY apXUBHOT'O YUPEIKICHUSA

OT « » Ne
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Wtorosas 3anuce o KaTeropuax U KOJIMIECTBE LI,

3aBEJ€HHBIX B rozy B Cyzae
ITo cpokam XxpaHeHHS Bcero B Tom uucie:
TIepexXOAIIMX C OTMETKOH
«3OIIK»
1 2 4

Ha 6yma)kHOM HOCHTENE

(npyu Hamauu rubpuaHBIX gei, ToM(a) Ha GyMaXKHOM HOCHTeNe YUUTHIBAlOTCA B pasnene tabnuis! «Ha GymaHOM
HOCHTENe», ToM(a) Ha IMEKTPOHHOM HOCHTEJe YUMTHIBAIOTCA B pasjene Tabnuib! «NeKTPOHHBIXY):

ITocTosnnoro

Bpemennoro (cerime 10 ner)

Bpemennoro (zo 10 ner
BKJIFOYHUTEIBHO)

ONEeKTPOHHBIX

(mpu HaNMYKK rHOPHIHEIX mel, ToM(a) Ha OyMa)KHOM HOCHTeJle YIHUTHIBAIOTCA B pasfelie Tabnuie! «Ha Gymamuom
HOCHTeJe), ToM(a) Ha 3MeKTPOHHOM HOCHTENe YUHTHIBAIOTCA B pasjele TablIuLbl « DMEKTPOHHBIX)):

ITocTossHHOTrO

Bpemennoro (cBsime 10 er)

Bpemennoro (mo 10 ner
BKJIFOYHUTEIILHO)

HUTOI'O:

HauvanpHuk ornena

IENONPOU3BOICTBA (OOLIET0 OTAEIIA)

(nara)

(moamnuce)

HtoroBelie cBeIeHUS IIE€pEAaHbl B apXHB.

PaGoOTHUK, OTBETCTBEHHEINI
3a paboTy apxuBa cyaa

(mara)

(moxnucs)

(pacmuudpoBka MOATICH)

(pacimgpoBKa MO MHCH)
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[Tpunosxenue No 3

K UHCTpYKLIMH O IOpsIKe OpraHu3aiuy
paboThI apXUBOB (eepalbHBIX CYJ0B
001IeH FOPUCIUKIAN

(HaumeHOBaHHE cya)

(HauMeHOBaHHE CTPYKTYPHOIO MOpa3/ielieHus Cyaa)

OIIMCBH Ne
IleJl, TOKYMEHTOB
3a rox
Ne | Manexc | 3aronoBok nena | Kpaitnue nater | Cpox xpanenus | Komnuectso | [IpuMedanus
o/n | gena (rpada HE JIACTOB
3aMOJIHSIETCS B
OIIHCH JIe
IIOCTOSTHHOTO
cpoka
XpaHEeHHS)
1 2 3 4 5 6 7
Ha3sanue pasgena
B nannslif pa3zaen onucu BHECEHO pi(Sh)
(uutpamu | NPOTIHCEHIO)
¢ Ne mo Ne , B TOM 4YHCJIE:
JINTEPHEIE HOMEpA: :
NpPOITyLIEHHBIE HOMEpa:
HaumeHoBaHMe TOKHOCTH
COCTaBUTEJIS OIIUCH
(mopmuce) (pacmugpoBKa MoAITHCH)
(mara)
PabGoTHHK, OTBETCTBEHHEII
3a paboTy apxuBa cyna
(moamuces) (pacumdpoBka MOAMHCH)
(mara)
COI''TACOBAHO
Hagansuuk otaena
nenonpou3BoacTsa (061ero oraena)
(moamuce) (pacmudpoBKa NOAMHCH)

(nara)
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Ilepenan

CIHHHI XpaHCHUA

(uMtpaMu ¥ MPOMUCEIO)

"

(uidpamu u nponHcko)
KapTOTCK K JOKYMEHTaM.

HaunmenoBanue no/pKkHOCTH pabOTHHKA

CTPYKTYPHOI'O MOApa3aeCHUs]
(monmnuce)

(nara)

IIpunsin

PEruCTpallMOHHO-KOHTPOJIBHBIX

(pacumpoBKa HOAIMHCH)

CIMHHL XpaHCHHA

(umdpamMu U MPONHCEIO)
)51

(untpaMu ¥ NPOMHUCHIO)
KapTOTCK K JOKYMECHTaM.

PaboTHUK, OTBETCTBEHHEIN

3a paboTy apxuBa cyaa
(moamucek)

(mara)

PEruCTpaliiOHHO-KOHTPOJIBHBIX

(pacmudpoBKa NMOAMMCH)
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ITpunosxenne Ne 5

K MHCTpYKIMH 0 TOps/IKe OpraHu3aIiy
paboTsl apXUBOB (helepabHBIX CYZ0B
ob1e IOpUCAUKINH

YTBEPXJIAIO
(HauMeHoBaHHeE Cyla) Hpe,uce,[[a'renb cynma

®onHg Ne (monmucs) (pacumgpoBKa noamHCH)
OIIMCB Ne
J€JI, JOKYMEHTOB ITOCTOAHHOI'O XpaHCHHA
3a roj (nara)

Ne | Hnpexc nena 3aronoBoK Jena Kpaiinue natel | KonugectBo [Tpumeuanus

/o JTMCTOB

1 2 3 4 5 6
HasBanue pasnena

B nanneiii pasgen onucu BHECEHO

(unpamMu ¥ MPOITHUCEIO)

c Ne

JIUTEpHBIE HOMEpA!

MNpOoImyLICHHBIC HOMEDPA:

HaunMeHnoBaHue T0DKHOCTH
COCTaBHTECIIA OIIMCH

(nara)

PaGOTHHUK, OTBETCTBEHHEIN
3a paboTy apxuBa cyaa

(nara)

COI''TACOBAHO
IIpoTOKON 3KCIIEPTHOM KOMUCCUH

cyna
OT « » No

pi (A
1o Ne , B TOM YHCJIE:
(moanucs) (pacmu¢poBKa MOATUCH)
(noamucs) (pacumdpoBKa MOANHCH)

YTBEPXJIEHA

IIpoTOKOJ 3KCIIEPTHO-IIPOBEPOYHOM
KOMUCCHH apXUBHOTO YUPEKICHUS

OT «

» Ne
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Ipunosxenne Ne 6

K VIHCTpyKIUK O TIOpsIIKE OpraHu3aluy
paboTsl apxuBOB (eJepartbHBIX CYA0B
obeit IopUCIUKIHY

YTBEPXJAIO
(HaumeHoBaHue cyaa) Hpence,uaTenB cyna

®onp No (moamuce) (pacmudpoBKa MOAMHCH)
OITHUCH Ne
JIeJT, JOKYMEHTOB 110 JINYHOMY COCTaBy
3a rom (nata)

Ne | Unpexc nena | 3aronoBok jgena | Kpaiinue nater Cpox KomuuectBo |IIpumedganus

n/n XpaHEeHUS JIHCTOB

1 2 3 4 3 6 7

Hazsanue pazzgena

B mannbIf paszaci OolucHu BHECCHO

(unudpamu # NIPONKCEHIO)

hi(Sh)
¢ Ne o Ne , B TOM 4HCJIE:
JIMTEpHbIE HOMEpA: >
IIPOITYILIEHHEIE HOMEpA:
HauMeHnoBaHue T0KHOCTH
COCTAaBUTEJIS OIIUCH
(noanuce) (pacmudpoBKa MOAMUCH)
(mata)
PaboTHHK, OTBETCTBEHHEBIH
3a paboTy apxuBa cynaa
(moanuce) (pacmmudpoBka MOAINHCH)
(mara)
COI'TACOBAHO YTBEPX/IEHA
[IpoTOKOJI 3KCTIEPTHON KOMHCCHHU [TpoTOKOa 3KCIIEPTHO-IIPOBEPOYHOM
cyna KOMMCCHH apXUBHOTO YUPEXKACHUS

OT « » Ne OT« » Ne
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(HauMeHoBaHuE Cyna)

ITpunoxernune Ne 7

k MHCTpyKIIUH O IopsiKe OpraHu3anuy
paboTel apXUBOB (eiepalbHBIX CyI0B
o01eH FopPUCIUKITHN

YTBEPXJIAIO
IIpencenarens cyna

Donpg Ne (noanuce) (pacmudpoBKa NOANHCH)
OITHMCDH Ne
JIeJI, TOKYMEHTOB BPEMEHHBIX
(cBerme 10 1eT) cpokoB XpaHEeHUs (nara)
3a roa
Ne | Mupexc nena | 3aromoBok gena | Kpaitaue mater Cpox Komugectso |IIpumedanus
/I XpaHeHHs JIACTOB
1 2 3 4 5 6 7
Hazpanwue pasnena
B nmauHEIN pa3nen onucu BHECEHO
(undpaMy U IPOIHUCHIO)
zen
¢ Ne 1o Ne , B TOM 4HCJIe:
JIUTEPHBIE HOMEpA: 3
MPOMYIIEHHEIE HOMEpa:
HaumeHoBaHUE JOIDKHOCTH
COCTaBUTEJISI OTTUCH
(moanHck) (pacmudpoBKa MOAMHICH)
(mara)
PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyza
(roanmuce) (pacmmdpoBka NOAMHCH)
(mara)
COT'JTACOBAHO YTBEPXJIEHA
IIpoToK0J 3KCIEPTHON KOMHACCHHA [IpoTOKOII 3KCIIEPTHO-TIPOBEPOYHOM
cyna KOMMCCUU apXUBHOTO YUPEKICHUS

OT« » Ne

OT« » Neo
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ITpunoxxenue Ne 9
K VIHCTpyKIIuK 0 NOPSIIKE OpraHu3aluu
paboThl apXUBOB (heaepaIbHBIX Cy10B

obmelt FopUCINKIINH

(HauMeHOBaHHe cyna)

PEECTP OITMCEM JIEJI, JOKYMEHTOB

Hauat

OxoHueH

Ne Ne Ne |Haszga- | KonmmuectBo men B onmcu nen, | Kpaii- | Komu- | Komuue- | Ilpume-
/i | GoHOa | ONKCH | HHE JOKyMEHTOB HHE | YeCTBO CTBO YaHUS
OIIHCH JaTel | JJUCTOB | 9K3EMII-
men, | HOCTOSIH- | BDEMEH- 1o ONUCH | IIIPOB
0Ky~ HOTO HOrO | TUYHO- e, OTIHCH
MeH- | XpaHeHus | (CBpHIE | My JOKY- ner,
TOB 10 net) | cocra- MEHTOB | JIOKY-
XpaHe- BY MEHTOB
HHSA
1 2 3 -4 5 6 7 8 9 10 11
Hroro ma 01.01.... B apxuBe XpaHUTCH onucen
(TIpH OTCYTCTBUY HE BKIIFOYAIOTCSA B UTOTOBYIO 3aIlUCh), U3 HUX:
YIIPaBICHYECKON JOKYMEHTaUN OITHCEH,
(uudpaMu ¥ NPONUCKHIO)
JOKYMEHTOB JIMYHOTO ITPOUCXOXKICHHUS OIIHCEH,
(unpaMu ¥ MPONHUCHIO)
Hay4YHO-TEXHUYECKON TOKYyMEHTallUU OITUCEH,
(umdpaMu B NPOMUCHIO)
BUJIEOJOKYMEHTOB OIUCEN,
(uudpaMu U NPOMHCHIO)
KMHOLOKYMEHTOB OIHUCEH,
(umpaMu 1 IPOMHCHIO)
(hOHOAOKYMEHTOB OTIHCEH,
(unrdpamMu ¥ NTPONKCHIO)
(hOTOIOKYMEHTOB OIUCeH,
(undpaMy ¥ MPOTUCEIO)
OITHACEH,

SJICKTPOHHBIX JOKYMEHTOB

(undpaMy U NMPOIUCKHIO)



B TOM 4YHCJIC!

MMOCTYIIUIIO B I%,

62

oInucem,

BEIOBLIIO B T

(uupamMu ¥ NPOIHUCHIO)

OIIUCEIA,

PaboTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa cyna

(mara)

HavansHuk otaena
JIeJIOTIpOM3BOACTBA (00IIIero oT/aena)

(nata)

(umpamMut ¥ IPOMKCHIO)

(noanuce)

(moamnucs)

(pacumidpoBKa NOANHCH)

(pacwngpoBKa NOATHCH)
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[Tpunoxxenue Ne 10
K MHCTpyKIUH 0 MOpsiKe OpraHu3aiu

paboTHI apXUBOB (heepalbHBIX CYHI0B
o61mel IopuCcIuKIUI

JIMCT-3ABEPUTEJIb [AEJIA Neo

B mene moammTo 1 mpoHyMEpOBaHO

(umdpaMu 1 MPONHUCHIO)

(smcra(oB)
¢ Ne o Ne , B TOM 4HCJIE:
JIUNTEPHBIE HOMEpPA JIMCTOB ;
IIPOIYIIIEHHEIE HOMEpa JIUCTOB "
+ JIUCTOB BHYTPEHHEH OIIUCH

OcobenHocTr (HU3UIECKOro COCTOSHUS ¥ (POpMUPOBaAHUS [ena Homepa mucros

1 2

HaumMmenoBaHue I0DKHOCTH paﬁoTHHKa,
COCTaBHBIIICI'O 3aBEPUTCIIBHYIO
HaOInchL (moamuce)

(pacmu¢poBKa MOAMHCH)

(mara)
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[Tpunoxenue Ne 11

K VHCTpYKIIMHU O IOps/IKe OpraHu3alul
paboTEl apXHBOB (peliepalbHEIX CYA0B
o0mei IOpUCIUKIHH

BuyTtpeHnHss onuck
JOKyMEHTOB gena Ne

Ne | PerucrpannoHHbIi Hara 3aroI0BOK Homepa nmucros [Tpumevanus
n/n |  Ne gokymeHTta IOKyMEHTa IOKyMEHTa nena
Hroro JOKYMEHTOB.

(unpamMu ¥ NPONUCEIO)

KonuyecTBO MUCTOB BHYTPEHHEH OIUCH JINCTOB
(undpamu ¥ NPOTMKCEHIO)

HaumMmenoBaHue ITOKHOCTH JIHIIA,
COCTaBHBIIEr0 BHYTPEHHIOIO OIIUCH
JOKYMEHTOB [€Jia (ronuek)

(pacmmbpoBKa NOANHCH)

(nara)
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[Tpunoxenne Ne 12

K MHCTPYKIIMH O OPsIKE OpraHu3aIiy
paboTs! apXUBOB (deepalbHBIX CYT0B
of1meit FOpUCOUKIIHA

N T
oN 'HO
N 'D
(HauMeHOBaHHe rocy1apcTBEHHOTO apXKBa)
(nauMeHOBaHUE cy/a)
(HaHMeHOBaHKE CTPYKTYPHOIO MOApa3/ie/IeHus)
Jeno, yronoBHoe Jeo,
rpakKJaHCKOE IIelIo,
aIMAHUCTPaTUBHOE
neno, aemo ob
aIMUHUCTPAaTUBHOM
IIpaBOHAPYLICHUH,
MaTepuan
JEJIO (YUI) Ne I[TPONU3BOACTBO Ne
MATEPHUAIJI
TOM Ne
(nazBaHue gena)
1 uHCcTaHIUA 2 UHCTaHLUA
IToctynumno [TocTynumno
Paccmotpeno Paccmorpeno
[lara Hagana JlaTta okoH4YaHusA
IIPOU3BOJICTBA IIPOU3BOJICTBA
Kpaiinue natsl
Ha JTACTaxX
XpaHUTh
(cpox XpaHeHus B rofiax, 10 KaKoro rofia XpaHHTh)
@D. Ne
Om. Ne
JI. Ne
( )

(moanucs)  (pacmugpoBKa MOANHCH)




«

(HaMMeHOBaHMe Cyaa)

AKT

»

Ne

O BBIACIICHUH K YHUYTOXXEHHIO

(apXWBHBIX) JOKYMEHTOB,
HE IOJISKAIUX XpaHESHHIO

Ha ocHoBannu

66

IIpunoxenue Ne 13
K MHCTpyKIIMU O NOpsIIKE OpraHu3aiu
paboTE! apXUBOB (penepaIbHBIX CYIOB

o0Ied IOPUCAUKIINY

[Ipencenarens cyna

(moamnuck)

(nmata)

YTBEPXJIAIO

(pacim(ppoBKa MOAITHCH)

(Ha3BaHHe U BHIXOJHBIE IaHHBIE MEPEUHS NJOKYMEHTOB C yKa3aHHEM CPOKOB WX XpaHEeHH:)

0T06paHBI K YHHYTOXCHHIKO KaK HC HMCIOIIHEC HayLIHO-HCTDPHLICCKOﬁ IIEHHOCTH H

yTpaTHUBIIUE NPAaKTHYECKOE 3HAUCHHNE JOKYMEHTH! oHa Ne

(Ne v HasBaHUe (oHIA)

Ne 3aronoBox Fomer| Homepa Homep Konuuecteo | Cpoku |[Ipumeuanus
n/n | nena (rpymnIoBoi onucy’ €/INHUILIBI eNUHUI | XpaHeHHS
3aroJI0BOK XpaHEHWs 10 | XpaHEHHWs | H HOMepa
TOKYMEHTOB) OmucH (nem) crareit Mo
(unnexc no IIEPEYHIO
HOMEHKJIaTy-
pe nen)
1 2 3 4 5 6 7 8
Uroro eIUHUIL] XpaHeHus (Ies, SIEKTPOHHBIX JeN) 3a

(uudpaMu 1 IPOMKUCHIO)

Omnucu Jies1 IOCTOSIHHOIO XpaHEeHUs 3a
yTBepxkaeHs! DITK

IIPOTOKOJ OT

roasl.

Troabl

(HauMeHOBaHMe apXHBHOT'O YUPEKASHHUA)

Ne

PaboTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyaa

(mata)

(nomnucs)

(pacmugpoBKa NOANHCH)

2 [1pu BHIIETIEHMH K YHUYTOXKEHHUIO I0KYMEHTOB MPH MOATOTOBKE €] K Nepe/iaye B apXyB cysia rpada He 3amoJHseTcs.
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COI'JTACOBAHO
IIpoToKON 3KCNIEPTHONH KOMUCCHH
cyna
OT« » Ne

,HOKYMGHTBI B KOJIHYECTBE

YTBEPX/IEHO
IIpoTokoi1 3KCIEPTHO-IIPOBEPOYHOM
KOMHUCCHUU apXUBHOT'O YUPEKIACHUA
OT «__ » Ne

EOUHUL] XpaHeHus (mer,

(undpaMy 1 MPOMHCEHIO)

3JIEKTPOHHBIX JOKYMEHTOB):
Ha OyMa)KHOM HOCHTEJIE BECOM

KI' CTaHbl Ha YHUYTOXCHHUC,

Ha 3JICKTPOHHOM HOCHTEJIC CAaHbl HA YHHUYTOXKCHHE

(criocob yHHYTOMXKEHH)

HaumenoBaHue H0DKHOCTH
paboTHHKa CyJa,

CHaBIICTO NOKYMCHTEI
(noamucs)

(nara)

,HOKyMeHTBI YHHUYTOKCHEI B YCTAHOBJICHHOM ITOPALKE.

HaumenoBaHue J0/DKHOCTH
paboTHHKA Cyaa, YITOJTHOMOYEHHOTO
OCYIIECTBIATH KOHTPOJIb 3a YTUIU3aIUe

(roamnucs)
(nara)
HUsmeHeHus B YUYC€THEBEIC JOKYMCHTEI BHCCCHEL.
PaboTHUK, OTBETCTBEHHEBIH
3a paboTy apxuBa
(moanucs)

(mata)

(pacmudpoBka MOANKUCH)

(pacim(ppoBKa NOAMUCH)

(pacmmdpoBka NOAMUCH)
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[Ipunoxenue Ne 14

K VIHCTpyKIMH 0 OpsiKe OpraHu3aui
paboTs! apXuBOB (eepalbHBIX CYI0B
o01Iel FOPHCIAKIIUN

Komy npeacrapnsercs

(HaMMeHOBaHMe H afipec MojyJarens)

Kewm npencrasisercs

(HEHMGHOBBHHG H ajpec OTHHTEIBAKOLWIETOoCA Cyoa

(dopma cobCTBEHHOCTH OTYHTELIBAIOLIETOCs Cy/a)

ITacopT apxuBa cyaa
Ha «1» nexabps 20 roxa

1. OO0 e cBegeHus

Ko crpoxu KomuuecTro [Ino b
s o 3arpyKeHHOCTh
bonmos apXHMBOXPAHUIIHUIIIA,
e apXHBOXpaHHJIMIIA
' (B npomueHTax)
A 1 2 3
101
2. CBeieHH 0 JOKYMEHTaX
IToxazarenu | Kon KomugecTBo equHUIl XpaHEeHHUS
CTPOKH | Bcero | KpaifHWe JaThl |M3 HEX BHECEHO B OIIHCH, | XpaHHUTCs | 00pasyercs
yTBEP)KICHHBIE CBEpX B IoJI e
(cornacoBannsie) IIIK | ycraHOB-
APXUBHOTO YUPEIKICHHS | JICHHOTO
cpoka
KpaifHue JaThl
HaYaJlb- | KOHEeY-
BCETO0 | HaYalh- | KOHEY-
Hag Has
Hag Hag
A b 1 2 3 4 5 6 7 8
ITocrosuuoro| 201
XpaHeHHs °
[o nuunomy | 202 X
COCTaBY

3 TIpu cocraBneHuy acmopTa apxusa lenecoofpazHo B cTpoke 201 BHOCHTL JaHHbIE O JeNax MNOCTOAHHOIO XpAHEHHS
OTHEJIBHO 10 IPAKAAHCKUM, aIMMHUCTPATHBHBIM, YTOJIOBHBIM J€aM, fejaaM 00IIero Ael0npoM3BO/ICTBA.
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3. Kagpsbr
Kox ctpokn KonuygecTBo mraTHeIX
pabOTHHKOB
301

YcnoBus XpaHeHHs JOKYMEHTOB (HYKHO€E IOJ4YEPKHYTh)

XpaHHIIHH.Ie C€CTh, HET, CYXOC, ChIPOE; CBETIIOE, TEMHOE

Oronnenue OEHTPAJIBHOE, [IEYHOE; OTCYTCTBYET

Cremmaxu METAJUIMYECKHE, NEPCBAHHEIC, KOM6HHHPOB8HHHC; HET
].HKaCl]BI HJEPEBAHHBIC, MECTAJNIMIECKHE, OTCYTCTBYIOT
CurHanusanus TNoXKapHasi: €CTh, HCT, OXpaHHasdA: €CTh, HET

UutansHbIl 3a71

€CTh, HET

TemnepaTypHO-BIOKHOCTHBIN PEKHM

cobmonaercs, ne cobnogaercs

« »

20

IIpencenarens cyna

(moanucs) (pacmuppoBKa NOANHCH)

(®.H.0. ucnionsHuTENSN)

(TeneclmH HCTIOTHUTEIA)
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[Tpunoxenue Ne 15

Kk MHCTpyKIIMH 0 MOpsiIKe Oprasu3ayuy
paboThl apxUBOB (enepanbHbIX CyI0B
o0nIe# FOPUCIUKITHH

(HaHMeHOBaHHUe Cy/a)

Y4eTHbIE CBeIEHHs 0 JOKYMEHTAaX, XpaHALINXCH B apXHBe CyJa
Ha « » 20 1.

1. O01me cBeneHus

[Tnomane 3arpyKeHHOCTh
apXMBOXPAHWIHII, | apXHBOXPAaHHUIIHUIIL,
KB. M IIPOIICHTEI
A 1 2 3
101

KomugecTBo

Kon ctpoku
TP tdonmOB

2. CBeieHus 0 JOKYMEHTaX
[TokazaTenu KonugecTBo euHUII XpaHEHUS
KpaiHKe J1aThl M3 HUX BHECEHO B ONMCH  |XpaHHUTCH| oOpa3syercs B
KpaiHuE JaThbl CBepX ron aen
BCCT'O | Ha4allb- | KOHEY- Hayanb- | KOHe4yHas |yCTaHOB-

BCETO
Hadx Has Has JIEHHOT'O

cpoka
A 1 2 3 B 5 6 7 8

ITocTostaHOrO
XpaHEeHHUs
BpemenHbIx
(cBprme 10
JIET) CPOKOB
XpaHEeHHus
BpemeHHBIX
(mo 10 ner)
CpPOKOB
XpaHeHHs
W «I0
MUHOBaHUS
Hag00HOCTH Y
[To nuynomy
COCTaBY

Hpe,ucenaTeHB cyaa

(nmoamuce) (pacumdpoBka MoAIHUCH)

(narta)

@ .1.0. ucnonuuTens
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[Tpunoxenne Ne 19

K WHCTpYKIIMH 0 TOpAAKE OpraHu3anun
paboTh! apXHUBOB (eAepaIbHEIX CYI0B
o011e FOpHUCAUKITHA

YTBEPXAIO
(HauMeHOBaHHUeE cya)
AKT [Ipencenarens cyna
« » Ne
(noamnuce) (pacmmrdpoBKa NOAIHCH)
0 TEXHUYECKUX OIIMOKax
B YYETHBIX JOKYMEHTaX (nata)
@onpg Ne
Hasganue ¢ponma
B xone BBINOIHEHUS
(Buz pabor)
0OHapy > EHBI TEXHUYECKHE OIMUOKH B 3aITHCAX:
Hazpanue noxymeHnTa CyimecTByromas 3auch Cnenyer 3anucars
1 2 3
B pe3yJibTare KOJIMYECTBO SIMHUIL XpaHEHUs (eTMHUIL ydera) HE
MU3MEHUJIOCH/ Y BETUYMIOCH/ YMEHBIIHIOCH Ha €JIMHUILL

(uudpaMu B MPOMHUCHIO)
XpaHeHUs (€AUHHUI] ydeTa).

[Ipumeyanus:

PaboTHHUK, OTBETCTBEHHEIH
3a paboTy apxuBa cyaa

(moamuce) (pacmupoBKa MOATHCH)
(mara)
HM3meneHus B YYETHBIE JOKYMCHTEI BHCCCHEI.
PaboTHUK, OTBETCTBEHHBIH
3a paboTy apXuBa cya
(noanuce) (pacumugpoBKa MOATHCH)

(nara)
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[Tpunoxenue Ne 20

K MHCTpyKIHH 0 IOpsAKEe OpraHu3aiy
paboThI apXHBOB (eAepaTbHEIX CY/I0B
obmielt IopuCANKINT

YTBEPXJAIO

« »

(HauMeHOBaHHe cyna)

AKT

No

00 oOHapyKeHUH apXUBHBIX
JOKYMEHTOB, HE OTHOCSIIMXCS
K JaHHOMY (pOH/IY, HEYYTEHHBIX

B xone

Hpenceﬂarenb cylna

(nonnucs) (pacmutpoBKa MOAMHCH)

(mata)

OB110 OOHApYIKEHO

(Bua paboThi)

(8 donae, B apxuBOXpaHUIHLIE, paboueM MOMEIEH!H)

Ne 3aronoBok | HIudp (mpu |Kpaituue natei| KommyectBo | K kakomy | IIpumeuanus
/1 €IUHULIBI HaJTMYHUH) nucToB (6akiT) donny
XpaHEeHHs, OTHOCHUTCS
JNOKYMEHTa (HOBBIH
)
1 2 3 o 5 6 7
Htoro obuapysxeHo
(undpamu ¥ NPONHCEIO)
JIOKYMEHTOB.

PaboTHHK, OTBETCTBEHHEIN

3a paboTy apxuBa cyIa

(mata)

(moanuce) (pacumdposka noanucy)

N3menenus B Y4€THBIC JOKYMEHTEI BHCCCHEL.

PaboTHHK, OTBETCTBEHHBIN

3a paboTty apxuBa cya

(mara)

(nmonmnuce) (paciun(poBKa ITOATUCH)
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[Tpunoxenue Ne 21

K MHCTpYKIIMH O HOpPsI/IKE OpraHu3alHy
paboTs! apXuBOB (heiepalbHBIX CYI0B
ob1eit FOpUCAUKIUA

YTBEPXJIAIO
(HauMeHOBaHHe cyIa)
AKT [Ipencenarens cyna
« » No
(moamnuce) (pacmmdpoBka MoanMUcH)

0] HEO6H3.]JY)KCHHI/I aApXHUBHBIX
JOKYMEHTOB, IIYTH PO3BICKa (mara)
KOTOPBIX UCYCPIIAHBI

Haspanue u Ne dhonna
B pesynsraTe
YCTaHOBJIEHO OTCYTCTBHE B (DOHJE IEPEUUCICHHBIX HIDKE [l (IOKyMEHTOB), IPEAIPUHSATEIE
apXUBOM MEpHI 110 PO3BICKY JE€J IOJIOKUTENBHBIX pe3y/IbTaTOB HE Jalld, B CBI3U C 4EM
CYMTAEM BO3MOXKHBIM CHSATH C y4eTa:

Ne | Onuce | Enunauna | 3aromoBox | Kpaitaue | Kommgectso |IIpeanonaraemsie | [Ipumedanus
m/n| Ne |XpaHeHMs | €IUHHIIBI natel | acToB (6aiT) [PUYUHBI
Ne XpaHeHUs OTCYTCTBHS
(apXUBHBIX
JIOKyMEHTOB)
1 2 3 4 5 6 s 8
Hroro

(undpaMy U NPOMKCHIO)
€IMHUL] XpaHeHUS (apXUBHBIX JOKYMEHTOB).

Co,uepmaHHe YTpad€HHBIX MaTCPHAJIOB MOXKET OBITH YACTUYHO BOCIIOJHEHO CJIeOyIOmuMHA
CAWHHUIAMH XpaHCHUA (IlOKYMCHTaMH)Z

(HOMepa eMHUI] XPaHEHUSA U HX TPYIIIOBbIE 3ar0JIOBKH)

PaboTHHK, OTBETCTBEHHEIH
3a paboTy apxuBa cyia

(moxmnuce) (paciudpoBKa MOANUCH)
(nara)
YTBEPXJIEH® COI''TACOBAHO
HPOTOI(OJI BKCHepTHO-HPOBGPOT-IHOﬁ HpOTOKOJI BKCHepTHOf"I KOMHCCHH
KOMHCCHH apXHBHOI'0 YUPCIHKICHUA cynna
OT &« » Ne OT«__ » Ne

¢ [Tpu neobHapyxxenun aen ApxusHoro Gouna Poccuiickoit @enepaiyy.
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M3MeHeHus B y4eTHbIE JOKYMEHTHI apXUBa BHECEHEI.

PabGoTHUK, OTBETCTBEHHBIH
3a paboTy apxuBa cy/a

(nopmuce) (pacmndpoBka moanHCH)

(mata)




VTBEPXIATO

IIpencenarens cyna
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[Tpunoxenue Ne 22

Kk MHCTpYKIIMH O MOpAAKE OpraHu3aIuy
paboTeI apXHUBOB ()eACPAIBLHBIX CY/I0B
o011eH IOPHCAUKIIH

YTBEPX]/IAIO

(HauMEeHOBaHUE JOHKHOCTH PYKOBOIUTENA
OpraHu3aliH, MPHHAMAOLIEH TOKYMEHTHI)

(noamuce) (pacuu¢poBKa NOANKCH)
(mata)
AKT
« _» Ne

npueMa-nepenadn apxXuBHBIX
JAOKYMECHTOB Ha XpaHCHHE

(noanuce) (paciuKgpoBKa MOAMHCH)

(nara)

(OCHOBaHPIe nepena4vi, K NnpEMepy, HCTEHYEHHE CPOKa XpaHEeHHA IlOKYMeHTDB)

(Ha3BaHMe repenaBaeMoro (GoHzaa)

(nara)

can,
(Ha3BaHue cyna)
a ITPUHAI.
(HauMeHOBaHHE OpraHH3aLHH, IPHHUMAIONIEH TOKYMEHTSHI)
IIpuHHMMaeT Ha rocyJapCTBEHHOE XpaHEHUE JOKYMEHTHI 3a roJibl
¥ CIIPAaBOYHEBIM alapar K HUM:
Ne | Hazeanue, Homep omucH | KonuuecTBo 3K3eMILIAPOB Kommaectso [Tpumeuanus
n/n Zien, TOKyMEHTOB OIIMCH JEJI, JOKYMEHTOB | €QWHHI] XpaHEHUs
1 2 3 - 5
Wroro npunsTO
(umppamMu M IIPOITHCEIO)
€IUHUIL
XpaHEeHHS.
IIepenauy npousBenu: IIpuem npoussenu:
(momxHOCTE)  (nmoamuck) (pacmmdpoBka (momxHOCTE) (noxmmuce) (pacmmdposka
TOJITUCH) TOZTTHCH)

(mara)
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W3MmeHeHus B YYCTHLIC TOKYMEHTEI BHCCCHEI.

PabGoTHUK, OTBETCTBEHHEIMN
3a paboTy apxuBa cyia

(noanwuck) (pacumppoBKa MOANKCH)

(nara)
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INpunoxenue Ne 23

k MHCTpyKIuH 0 MOps/Ke OpraHu3aluy
paboThI apXUBOB (peAEPaIbHBIX CYOB
o01mei IOPHCIUKIIHU

YTBEPX/AIO
(HauMeHOBaHUe cyna)
AKT IIpencenarens cyna
« _» No
(mommnuce) (pacindpopka moamucH)
O HECUCIIPABUMBIX ITOBPEKACHUAX
APXMUBHBIX TOKYMEHTOB (nara)

Hassanue u Ne ponna
B ¢donne obHapykeHBI JOKyMEHTHI, IPU3HAHHBIE HEUCTIPABUMO MOBPEKICHHBIMU:

No [ Omuce Ne |Enununa 3aroyIoBOK Kpaitane | Komugectso | Cymrocts u | [IpuMeyanust

n/n XpaHe- | IOBPEXKICHHBIX | HaThbl JIMCTOB IPHYUHBI
HUS |€QHHMI] XpaHEHUA (baitT) MIOBPEIKICHHS
Ne
1 2 3 4 5 6 7 8

Htoro o6HapyKeHO HEUCIPABUMO MOBPEKICHHBIX

(umdpamu ¥ IPONKCEHIO)

€IUHUL XpaHEHUs (apXUBHBIX JIOKYMEHTOB).

[TepeuncieHHble eIUHUIE XpaHEHUs (apXUBHbIE JOKYMEHTHI) ITOJIENKAT CIIMCAHUIO BBUY

DKCIepTsl’:

(H&HMeHUB&HHe JOJDKHOCTEH JKCIIEPTOB, MOOIHCH, pacmm[]pomca TIOAIMHCEH, ,[La'ra)

(NE W faTa npHuKasa npeacenare)is cyla 0 CHATHH HeHCIIpaBHMO ITOBPEKAEHHBIX apXHUBHBIX JOKYMEHTOB C yqera)

PaboTHHK, OTBETCTBEHHBIN

3a paboTy apxuBa cy/ia

(moamnuce) (pacmndpoBKa MIOATHCH)
(nara)

COI'JTACOBAHO YTBEPX/IEH®
IIpoTOKON SKCIEPTHON KOMHCCHH [IpoToKOI 9KCIIEPTHO-ITPOBEPOUHON
cyna KOMMCCHHU apXUBHOTO YUPEKICHUS
OT &« » Ne OT &  » Ne

7 [1pu HATMYWK AOKYMEHTOB, BKIIOYEHHBIX B COCTaB ApXuBHOro (ouna Poccuiickoit Menepariui.
8 JIns IOKYMEHTOB, BKJIIOYEHHBIX B cOCTaB ApXuBHOTO (oHna Poccuiickoit deaepalii.
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H3meHenus B YYE€THBIC JOKYMCHTEI apXKWBa BHCCCHEL.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyzaa

(moamnuce) (pacungpoBKa MOATIMCH)

(mata)




(HanMeHOBaHHe CyIa)
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[Tpunoxenue Ne 24

K MHCTpyKIi¥ 0 OpsiIKE OpraHu3aIiy
paboTsI apXUBOB (hefepanbHbIX CY0B

o01el IOpUCIUKITHY

YTBEPXJIAIO

AKT IIpencenarens cyna
« » Ne
(moamuck) (pacuugpoBKa NOAMHCH)
IIPOBEPKU HAJIMYUS U COCTOSAHUSA
apXMBHBIX JOKYMEHTOB (nata)
®ona Ne
HazBanue ponna
Howmepa onuceii
IIpoBepka nmpoBoIUiIach ¢ 15(0)
[IpoBepkO#i yCTaHOBIEHO:
1. YncauTes 1o onmucsIM Jell: €IUHULl XpaHEHHS.
(KOMHYECTBO)
2. BBISIBIEHBI TEXHUUECKHE OITUOKH:
2.1. AiMeroTcst muTepHbIe HOMEpa:
a) He YUYTEHHEBIE B HTOTOBOM 3aIIUCH EIUHHUL XpaHEHHS;
(xomuuecTBO)
0) HE NMepeunCIeHHbIE, HO YYTCHHBIE
B UTOTOBOM 3aITUCH €OUHNL] XpaHCHHUS.
(KONH9YeCTBO)
2.2. IIpony1ieHo HOMEPOB:
a) HE YYTEHHBIX B UTOTOBOM 3amUCH CAMHUL] XpaHEHUST;
(xonu4ecTBO)
0) HE MEePEeUUCIICHHBIX, HO YYTEHHBIX
B UTOTOBOM 3aIUCH €QUHUL] XPAHEHUS.
(xonuyecTBO)
2.3. Ipyrue, B pe3yIbTaTe 4ero 00beM
YBEIIUYUIICS Ha €IVHUI] XpaHEHHUS;
(ko4ecTBO)
YMEHBIIUJICA Ha €JIUHUI] XpaHEHHUS.
(xonu4ecTBO)
3. Hucaurest o OMUCSIM B pe3yJibTare
yCTpaHEHUS TEXHUIECKUX OLIMOOK €IMHUL] XpaHECHUS.
(xonmuuecTBO)
4. He oxa3ajioch B HATUYUH €AVHHUL] XpaHEHU.
(rxomuuecTBO)

5. imeeTcs: B HAIMYUH M0 JaHHOMY HOHIY

(BKJIFOUEHHBIX B OITHACH)

CONHHUILT XpaHCHWS,

(xonu4ecTso)
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U3 HUX TpeOyoImuX:

a) ne3uHGeKIUu €IVHULL XPaHEHUS;
(xonudecTBO)

0) ne3uHCeKIMuu €IMHUL] XPaHEHUS,
(xomu4ecTBo)

B) pecTaBpaliu COUHUL] XpPaHEHUS,
(xonHM4ecTBO)

1") neperuieTra Uik IMoaIMTHBKH COWHUIT XpPaHCHHI,
(konnvecTBO)

,T_L) BOCCTAHOBJICHHUA 3aTyXalolUX TCKCTOB COUHHIT XPaHCHU,;

(KOJIHYEeCTBO)
€) CHATHS C yueTa BBUAY HEUCIPABUMEIX ITOBPEXKICHHN COUHUL] XPAHECHHUS;
(xomuiecTBO)

K) IPOBEJICHUS MUTPALITH
(U1 37IEKTPOHHBIX JOKYMEHTOB Ha

busnueckn 060co0IEHHBIX HOCUTESIX) €IVHHUL] XpPaHEHU.
(xonmuuecTBO)
6. ImeeTcs HE BKIIOYEHHBIX B OIUCH CAUHHULL XpaHCHUS.
(xonuyecTBo)
7. Utoro no nanHoMy GoHay (BKJIIOYEHHBIX U HE BKJIIOYEHHEIX B OIKCH),
UMEIOLIMXCS B HAJTUIUU € AMHHUIL] XPAaHEHHUS.
(konmuuecTBO)

8. XapakTepucTuKa yCI0OBHH UX XpaHEHUS.
OtpuuaTenbHbIe ABICHUSA B COCTOSHUH U YCIIOBUAX XpaHEHMUS.

ITpoBepKy MPOU3BOAUIIH:

HaumeHnoBanue
IOKHOCTEH
pabOTHHKOB

(moanuce) (pacmudpoBKa NOAMUCH)

(nara)
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[Tpunoxenue Ne 25

K MHCTpyKIIHH 0 MOpsAKe OpraHu3aIiy
paboTEI apXHUBOB ()eAepPATBHEIX CYI0B
o01Iel IOPHCIUKIIH

(HauMeHOBaHMe cyna)

AKT
« » Ne

O BBLAAa49€ apXHUBHEIX JOKYMEHTOB BO
BPEMCHHOE ITI0JIB30BAHHE

(HauMeHOoBaHHe OpraHn3aLKn)

(mouTOBEIIf agpec)

OcHoBaHHue

Hem; BBIIaYH JOKYMEHTOB

Brinarores cnenyronye equHALEI XpaHeHus u3 poraa Ne

(Ha3BaHue)
No | Omuce Ne Enunnna 3aronoBok equHuNE!l | KonpuecTBO MTHCTOB [Tpumeyanus
1/ xpanenus Ne XpaHEHHUS (baiiT)
1 2 3 4 5 6
Bcero Beigaercs €IUHULl XpaHEHHUS

(uudpaMu 1 NPONHCEHIO)
0OIIMM KOJTMYECTBOM JIMCTOB (6aiiT)

(umdpamu ¥ NPONKCEHIO)
Ha CpOK

,HOI{YMeHTBI BbIIaHBI B YIHOPAOOYCHHOM COCTOSHHH, IIOAINWUTEI, B 00moXKKax,
C IMPOHYMEPOBaAHHBIMH JIUCTAMH H 3aBCPHUTCIIBHBIMHA HAOITUCIMHA.

I[OKYMGHTBI BbIOaJl:

PaboTHHK, OTBETCTBEHHBII
3a paboTy apxuBa cyaa

(mopnuce) (pacmm(poBKa MOAMHCH)

(nata)
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HavansHuK oTAena aea0npou3BoOACTBa
(obmiero ornena) cyna

(moamuce) (pacundpoBKa NOAIKCH)

(nara)

ITonmyyarens ob6s3yercs He NMpPEAOCTaBIATh JOKYMEHTEI, MOJYYEHHBIE BO BPEMEHHOE
ITOJIB30BAaHME, JUIS IIPOCMOTPA, MPOCIYIIUBAHUSA WM UCIIOIB30BAaHUS JAPYTUM OpPTraHU3aIUAM
¥ MIOCTOPOHHHUM JIMIAM, HE BBIAaBaTh 110 HUM KOIIUi, BHIIMCOK M CIPaBOK, HE IPOU3BOIMTH
M3BATHS KaKuX-TMO0 yacTell W3 BBIAAHHBIX JOKYMEHTOB, HE ITyGIMKOBaTh HOKYMEHTEI
0e3 paspellleHMst OpraHW3allUy, BBIJABIIEH JOKyMeHTHL. Iloiy4arens mpeaynpexaeH
00 OTBETCTBEHHOCTHU 3a yTpaTy WM IOBPENKACHHE BBIAAHHBIX JOKYMEHTOB B COOTBETCTBHMH
¢ 3aKoHOoJaTenbcTBOM Poccuiickoit @eneparnuu.

[TonmyyaTens 06s3yeTcs BEpPHYTh JOKYMEHTHI B apXUB B YKa3aHHBIN B aKT€ CPOK.

JIOKyMEHTBI IpUHST:

HaumeHoBaHue NODKHOCTH pabOTHHKA
OpraHU3alUU-TI0JIyYaTelsn

(moanuce) (pacumgpoBKa MOAMHCH)

(nara)

JoKyMEeHTEI cai:

HaumeHoBaHHe HOIKHOCTH pabOTHUKA
OpraHM3alU-TI0IydaTesIsa

(moanucs) (pacmud)poBKa MOANKCH)

(nara)
JIOKyMEHTEI IpUHSLI:

PaboTHHK, OTBETCTBEHHEIN
3a paboTy apxuBa cyaa

(noamuce) (pacmutpoBKa MOATHCH)

(maTa)




(erer)

(monnron exgodpumoed) (9ounrorr)
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[Tpunoxenne Ne 27

K MHCTpyKIMH 0 MOpsIIKe OpraHu3alii
paboTel apXUBOB (eepanbHbIX CyI0B
o0mIel IOPHUCIHKITNA

KHHI'A BBIJIAYUM ENVHUL] XPAHEHM A BO BPEMEHHOE ITOJIb30OBAHUE

Hauara

OxoHueHa

<I>opma THUTYJIBHOI'O JIUCTa KHUT'H BBIOAAYH IEJI

No Haumenopanue Komy Hata Hara [Tpumeuanus
/1 (momep) BBIJIAHO, BLIZJAYH, ITOAIHCE BO3Bpara
BBIIAHHOT'O C Kako# | JiMua, MOJYYHBIIEro | Jena, MOJIHCH
TIOKYMEHTa 1(11300) ZIEJI0 nHna,
BEPHYBILETO
IeJIo
1 2 3 - 5 6
Wtoro B roay BBIaHO M3 XpaHmiauia Ne

(uMdpamMu ¥ POMHCEHIO)

COVHUIT XpaHCHHS.

PaGoTHuK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(moanuck) (paciuupoBKa MOIIHCH)

(narta)
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IIpunoxenne Ne 28
K VHCTpYKIUH O MOPsIKEe OPraHu3auH
paboThl apXUBOB (peepabHbIX CYI0B

o0ImeH IOPHCAUKIHH

(HauMeHOBaHue cyaa)

JIMCT UCIIOJIb3OBAHWS JIOKYMEHTOB

®onx Ne Omuce Ne Enununa xpanenus No
Jara Komy Beimano: | Xapakrep ucrnonb3oBanus | Ne ucrone3osan- | Iloamucs i,
HCIIOJIB30- (hamums, (KoTIMpOBaHHUE, BBITHCKH, HBIX JIUCTOB HCII0JIE30BABIIEro
BaHHS HHHUITAAITBI IIPOCMOTD) ZIEN0
(pazbopuugo)
1 2 3 - 5
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[Tpunoxenue Ne 29

Kk MHCTpYyKIIMH 0 OpsIKe OpraHu3auy
paboTEI apXHBOB (pelepalIbHBIX CYI0B

ob11eli IOpUCTUKITHN

(HauMeHoOBaHuME cyaa)

KAPTA-3AMECTUTEJIb EJVUHUILIBI XPAHEHM

BBIJIAHO
®porx | Onuce Ne |  Epununa Komy Hata [Toanuce Hara IMoxmucs
Ne xpaHeHus Ne BBIJIa4YH BO3BpaTa
1 2 3 o 5 6 7 8
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[Tpunoxenue Ne 30

k MHCTpyKIIMH 0 HOpsiike OpraHu3aliy
paboTs! apXHUBOB (eiepaIbHEIX CYI0B
of11el IOpHUCAUKITNH

HITAMII «KOITIMA BEPHA»
JULAI SBABEPEHUA COOTBETCTBUA KOIIMU CYIEBHOI'O AKTA TTOJJIMHHUKY

«Komnus BepHay
HOJMUCE CYJIBH

HanMeHOBaHHE JODKHOCTH
YIIOJTHOMOYEHHOTO pabOoTHHKA amnapara
¢enepanbHoOro cyza obmei IOpHCAUKIAH

(onmuce) (uHuumans, GamMunud)

« » 20 I.
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ITpunoxenue Ne 31

K MHCTpYKIHH O TIOpsKEe OpraHu3aIue
paboTEI apXUBOB (heiepalIbHBIX CYIO0B
o0Iei FOpUCIUKITHN

5 OBPA3EIl HAKJIEMKM
C 3ABEPUTEJIbHOM HAJIIMCBIO, MCII0JIb3YEMOM TP O®OPMJIEHUN
3ABEPEHHBIX KOITUI CYIEEHBIX AKTOB

HaumernoBanue ¢enepalibHOro cyna
ob1meH IOpUCAUKITHA

IIpoHyMepoBaHO M CKPEIJIEHO
II€4aThIO JIUCTOB
HOJIUCH
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[Tpunoxenue Ne 32

K VHCTpYKIMU O MOpsiAKE OpraHu3aIiy
paboTEI apXHBOB (helepaIbHBIX CYH0B
o0Imei FOPUCIUKITHH

IIpencenaremnto cyaa

orT

2
(©.1.0., npoueccyalbHoe T00YKeHHe, JTaHHbIE JOKYMEHTa,
YIOCTOBEPSIOIIETrO IMYHOCTE H MOJTHOMOYHA)

MPOXKUBAIOLIETO 110 apecy:

HOMEP KOHTAaKTHOI'O TGJ'IG(l)OHaI

3asBlIeHHE
0 BBIJIa4ye KOIUH Ccy/1e0HOro aKTa

1. Ilpomry BeIAaTh MHE KOIUIO(MH) CYHEOHBIX aKTOB

(yra3aHue HaHMEHOBAHHA U PEKBH3HTOB Cye0HOro aKTa)

o 1y

IToamucs/®.1.0. (pacmmppoBats):

« » 20 r.

2. Konuro cye6HOro axra rnosy4yui

(®.1.0. n noanuck JMLa, NOJYYUBILEr0 KOTHIO, aTa BbIIauH
KOITHH)

3. Berman

(momxnocts, ®.M.0., noanuck paboTHHKA anmapaTa Cyaa, BelAaBLIero cyaebHoe aeno, Aara)
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IIpunosxenue Ne 33

K MHCTpyKIMU 0 MOpsiIke OpraHu3auy
paboThI apXHBOB (helepaIbHBIX CYI0B
o01IeH IOpUCIUKIIUH

IIpencenaremo cyna

OT s
(®.1.0., npouieccyanbHOE MOJIOKEHHE,
[@HHbIE JOKYMEHTa, YI0CTOBEPSIOIIErO
JIMYHOCTE M [OJTHOMOYMS )

IIPOXXHUBAKIICTO IO aApeCy:

HOMeEp KOHTaKTHOro TejedoHa:

3asBieHnE
O BBIJIa4€ KOIHMHU ayIUO03aIUCH CyAeOHOro 3aceJaHus

1. Hpomy BBIJIaTh MHE KOHH}O(HH) ayaHuosarcHu cy,z[eﬁﬂor 0 3acclaHuA II0 HOelIy

[Toamucs/®.1.0. (pacmudpoBats):

« » 20 r.

2. DJIEKTPOHHBIN HOCUTENb UH(OpMAIIUU IPUIIAraeTcsl.

3. Kormuio 371eKTpOHHOT0 HOCUTEJIS MOy Y1

(®©.1.0. 1 noanuch JHLa, MOJTYYHUBIIEro
KOIIMIO, AaTa BelOavyH KOI’[H}I)

4. Beroan

(momxHocTs, @.H.0., noanuck paGoTHHKA anmapara Cyaa, BEIIABIIETO
3JIEKTPOHHBIH HOCHTENb, 1aTa)




97

[Tpunoxenue Ne 34

K MHCTpyKIMH 0 NOpsiaKe OpraHr3aum
paboTEI apXHBOB (eIepaTBLHEIX CYJI0B
o01eit FOpUCAUKIINT

(HaumeHOBaHME Cyna)

Anpecat

(movTOBbII afpec, HHIEKC)

(TenedoHn, daxc)

(anpec 31eKTPOHHOM TI0YTHI)

APXVIBHAJ CITPABKA

Ne

(nara)

Ha Ne oT

Texker

OcHoBaHue:

IIpencenarens cyna
(MHOE YIIOJTHOMOYEHHOE JIUIIO)

(moamuce) (pacmmppoBKa NOAMHCH)

(meuath)

Hcnonuurens

(bamunus, MHUIHATIEL, HOMep Tenedona)
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ITpunoxenue Ne 35

K MHCTpYKIMH 0 IOpPSIJIKE OpraHu3auu
paboThl apXUBOB (heiepanbHEIX CYI0B
o01meit FOpHCAUKIIUY

(HaMMeHOBaHHE CyHIa)

XKYPHAII

pEerucTpalmy BelAaHHBIX KOHI‘Ii;I, BBITTUCOK, MTOKYMCHTOB

Ne ABTOp Jarau Conepxa- | Haspanue Harau Pacnucka | Ilpume-
/o 3ampoca, | perucTpalioH- HUE BBIJAHHOTO | PErucrpa- | B IIONIY- YaHUs
HACXOISAIIHH HBIl HOMEp 3ampoca | JOKYMEHTa | IMOHHBIA YEHUH
HOMEp, 3ampoca (xomus, HOMED WK JaTa
nata, ajpec, BBINMCKA, | BBIIAHHOIO | OTIPABKH
HOMEp CIpaBka M | JOKyMEHTa
tenedona Apyroe)
1 ¥ 3 4 5 6 7 8
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[Tpunoxenue Ne 36

Kk MHCTpYyKIUH 0 MOps/IKE OpraHu3aliy
paboTsl apXUBOB (helepaTbHEIX CYHIOB
o01me IOpHUCANKITHU

(HauMeHOBaHHUe cyna)

KAPTOYKA TTIOCTEJUIA’KHOI'O
TOIIOTPAOHUYECKOI'O YKA3ATEJIA

CTEJIJIAXK Ne APXVBOXPAHUIJIUIIIE Ne
Ixadp Ne | TITomnxa Ne @oun Ne | Ommes Ne | EnuHUI XpaHEHUS [Ipumeyanms
¢ Ne
1o Ne




(HanMeHoBaHHe cyaa)
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ITpunoxenue Ne 37
K MHCTpYKIIHH O IOpAZIKE OpraHu3aluu
paboTsl apxuBOB (peepabHBIX CYI0B

obmeH IopHCANKIAN

KAPTOYKA ITO®OHAOBOI'O
TOIIOTPAOUYECKOI'O YKA3ATEJIA
®OH/I Ne APXVBOXPAHWJIUIIIE Ne
HasBanue pouna
Onuck Enuuun XxpaneHus Crennax [lIxad Ne | ITonka Ne | Ilpumeuanus
Ne c No Ne
o Ne
1 2 3 - 5 6
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[Tpunoxxernue Ne 38

K MHCTpYyKIMH O ITOpsiIke OpraHu3alyy
paboThl apXHBOB (elepalbHbIX CYI0B
of01el IOpUCAUKITHH

YTBEPXIAIO
(HanMeHoBaHMe cyna)
AKT IIpencenarens cyna
«__» Ne
(mopnucse) (pacmudpoBka moanuUcH)

[IpUeMa-repeaayn apxXmuBHBIX
JAOKYMEHTOB CyJia IIpu (naTa)
CMEHE IIpEncenareiis cyaa

Hassanue u Ne ponya’

B cooTBeTCTBHH C IPUKA30M Ne

nepezai,
(®.H.0. nepenatomero) (©.1.0. npuHUMaroLIero)

NpUHAN B IIPHCYTCTBUM KOMHCCHM, OOpa3oBaHHOH Ha OCHOBaHHHM [JAaHHOIO IIpUKa3a,

JOKYMEHTEI apXHBa 3a

(ronsr)
Y CIIPaBOYHBI anmapaT K HUM.
Ne Hassanne, HoMep onmcu aei, KommgectBo KonugectBo [Tpumeuanus
n/n JOKYMEHTOB 3K3EMILISIPOB €IMHUL]
OTIHCH JIeI, XpaHeHus
JIOKYMEHTOB
1 2 3 4 5
Htoro IIPHUHATO CIUHHUI] XpaHCHHSA, B TOM YHCJIE:
(umdpamu H NPOMUCHIO)
Ha 6yMa)KHOM HOCHTEJIE COUHHUIL] XpaHECHUA,
(undpaMu B NPOMHCEIO)
SJICKTPOHHBIX CIOMHUII XpaHCHUA,
(unpamMu M NPOTIHCHIO)
U OITKCEN B SK3eMILIIpax.
(uwudpaMu 1 IIPOMHCHIO) (uagpamMy K IPONHCEI0)

CocTosiHUEe JOKYMEHTOB M OIHCEi:

(ob1as XapakTepHCTHKA COCTOAHUA)

O,H.HOBPCMCHHO nepenarTea

(Bun (b1) H COCTAB CIPAaBOYHOIO aMnapara, ero 00beMsl H COCTOAHHE)

® Ipu nepenaue aByX ¥ Gonee apXUBHBIX (GOHIOB TAOIMYHAS YACTh AKTA PA3MENACTCA Ha MOAPA3AEbI, COOTBETCTBYIOMHUE
¢oHnam, HazBaHuA NOAPA3/Ie/IOB COOTBETCTBYIOT HOMEpY H HaHMEHOBaHMIO (POHMOB.
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CocrosiHue MoMemeHnit apxusa

(ob1as XxapakTepHCTHKA COCTOAHMUS)

Hanuuwe u cocrosiHre 000py10BaHUs U MHBEHTaps

(ob1as xapakTepHCTHKa COCTOSHHUSA)

[lepeman:

(damunus, HHULMANEL) (moanuce) (nara)
[Ipunsit:

((hamumnus, MHHLOUATIE) (moamnuce) (mata)

IIpencenarens KOMUCCHU:

(bamusust, HHULHAATEI) (moxmHcs) (nara)

YieHbpl KOMHUCCHHA:

(thamunus, MTHHULHAILT) (nmoanucs) (nara)
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[Tpunoxxenue Ne 39

K HCTpYKIIMH O IOpsSIKE OpraHu3aliui
paboThl apXUBOB (elepaIbHBIX CYHA0B
ob11ei JOpHCAUKITNH

I[OKyMeHTaMH, YAOCTOBEPAKWINHMH JIHMYHOCTL, ABJIAIOTCH:

nacnopt rpaxaanuHa Poccuiickoit @enepanuy;

BPEMEHHOE YIOCTOBEPEHHE JMYHOCTU rpaxkaanuHa Poccuiickoit @enepanun mo popme
Ne 2IT (st yTpaTUBIIMX IAcIOpPT Ipak[aH, a TaKKe JUIA Ipak[laH, B OTHOIIEHUHM KOTOPBIX
JI0 BBIJIa49M 11aCIopTa IPOBOJUTCS JONOTHUTEIFHAS TPOBEPKA);

YAOCTOBEPEHUE JTMYHOCTH MIIM BOCHHBIN OUIIET BOGHHOCITYKAIIETO;

[acIopT MOpSKa;

OOIIEerpaKJaHCKU  3arpaHWYHBIA  macmopT (s npuOBIBIINX HA BPEMEHHOE
xuTenbcTBO B Poccmiickyto ®enepanmio rpaxaaH Poccuu, IOCTOSHHO MPOXKUBAIOIIUX
3a IpaHuLei);

[acrmopT MHOCTPAHHOIO TpakJaHWHA NHOO0 WHOM HOKYMEHT, YCTaHOBJICHHBIH
(enepalbHBIM 3aKOHOM WIIM NIPU3HABAEMBI B COOTBETCTBUM C MEXKIYHApOIHBIM JAOTOBOPOM
Poccuiickoit ®epepaiuu B KadecTBe JOKYMEHTa, YIOCTOBEPAIOIIErO JIMYHOCTh, — IJIA
UHOCTPAHHBIX TPaXIaH;

paspeleHre Ha BpeMEHHOE TIPOXKUBaHKE, BUJI Ha )KUTEIBCTBO;

yIOCTOBEpeHHE OeiKeHIIa;

CBHUETEIBCTBO O PACCMOTPEHHH XOIaTalCTBa O MPU3HAHUU OEIKEHIIEM;

JIOKYMEHT, BBIJIJaHHBIM MHOCTPAHHBIM I'OCYZJapCTBOM M IIPU3HABAaeMbId B COOTBETCTBHH
C MexayHapomHeIM JgoroBopoM Poccuiickoit ®enepamum B KauecTBe JAOKYMEHTa,
YZIOCTOBEPSIOMIEr0 JIMYHOCTh Nula 0e3 rpa)dIaHCTBa; UHBIE JOKYMEHTEI, NPEIyCMOTPEHHEIE
tbenepalbHBIM 3aKOHOM WIM IPU3HABAEMBIE B COOTBETCTBHM C MEXIYHAPOIHBIM JOrOBOPOM
Poccuiickoit @enepanyu B KayecTBE JOKYMEHTOB, YIOCTOBEPSIOIIMX JIMUHOCTD, — IUIs JIUL] 63
rpayKIaHCTBa;

yJIOCTOBEPEHHUE aJIBOKATA,

pENaKLMOHHOE yI0CTOBEPEHHUE JUIs XKYPHAIUCTA;

OPYTHE NOKYMEHTBHL, YI0CTOBEPSIONIHE JINIHOCTB.




