CY/EBHBIN TENAPTAMEHT ITPH BEPXOBHOM CY/IE
POCCHUIICKOI ®EJEPALIUUA

IMPUKA3
ot 19 mapra 2019 r. Ne 56

OB YTBEPKJIEHUM MHCTPYKIIUN
O TTOPSIIKE OPTAHWU3ALINM KOMILIEKTOBAHMSI, XPAHEHMSI, VUETA
1 NCNTOJIL30OBAHMS TOKYMEHTOB (QJEKTPOHHBIX JOKYMEHTOB)
B APXMBAX ®EJIEPAJIBHBIX CYJIOB OBIIEN IOPUCINKIIAN

CHUCOK U3MEHSIOIINX TOKYMEHTOB
(8 pen. [IpukazoB Cynebnoro nemapramenTa mpu Bepxosaom Cyne PO
ot 16.07.2019 Ne 147, ot 14.06.2022 Ne 97, o1 09.01.2024 Ne 1,
ot 29.05.2024 Ne 124)

B cootBerctBun ¢ denepanbHbiM 3aKOHOM OT 8 stHBaps 1998 r. Ne 7-03 "O CynebHoM
nenapramente npu BepxoBHoM Cyae Poccuiickoil @eaepannn’ npukasbIBaro:

1. YTBepanTh nmpuinaraemyro MHCTPYKIHIO O MOPSIKE OPraHU3AMK KOMIUICKTOBAHUS, XPaHCHHUS,
yueTa W HCIOJb30BaHUS JOKYMEHTOB (IEKTPOHHBIX JOKYMEHTOB) B apXHWBaxX (QeaepalbHBIX CYAOB
o0meit opucnuknmu (nanee - MHCTpyKIus).

2. IlpencemarensiM KacCaIMOHHBIX CYAOB OOMIEW IOPHCIUKIINH, ANEIUISIIUOHHBIX CYAOB OOIIeH
IOPUCIVKIIMK, BEPXOBHBIX CYIOB pecrmyONHMK, KpaeBbIX M OOJIACTHBIX CYNIOB, CYIOB TOpOJIOB
(benepanabHOro 3HAYCHHUS, CYA0B aBTOHOMHOM 00JIACTH M aBTOHOMHBIX OKPYI'OB, PalOHHBIX, TOPOACKHX H
MEKPalOHHBIX CYJI0B OPTraHW30BaTh M3y4YeHUE Ha3BaHHOW MHCTPYKIMU U 00eCNeUnTh €€ IPUMEHEHHE B
[IPaKTUYECKOH NEATEIbHOCTH.

3. I[Ipu3HaTh yTpaTUBLIUMU CUITY:

npuka3 CynebHoro aenapramenta rnpu BepxoBHom Cyzae Poccuiickoit @eneparu ot 28 nexabps
2005 r. Ne 157 "O0 yrBepxaeHun MHCTpyKIMU O MOpsAKe 0TOOpa Ha XpaHEHHE B apXuB (eaepanbHbIX
CYJIOB O0IIIEH FOPUCIUKIINN JOKYMEHTOB, HX KOMIUICKTOBAHHS, YUeTa U UCIIOJIb30BaHUA";

npuka3 CynebGHoro nemapramenta mpu BepxoBaom Cyzne Poccuiickoit @eneparuu oT 28 aBrycra
2007 1. Ne 102 "O BHeceHuu M3MeHEHMH B MHCTpyKIMIO O Mopsiike OTOOpa Ha XpaHEHUE B apXUB
(benepanbHBIX CyI0B 0OLIEH IOPUCAUKLINHN JOKYMEHTOB, MX KOMIUIEKTOBAaHUS, y4eTa U UCIOJIb30BaHM";

npuka3 CynebHoro aenapramenta rnpu BepxoBHom Cyzae Poccuiickoit @eneparu ot 22 nexabps
2011 1. Ne 234 "O BHeceHuMH M3MEHEHMH B MHCTpyKIMIO O mopsiike oTOOpa Ha XpaHEHHUE B apXHB
(benepanbHBIX CyI0B O0OIIEH IOPUCAUKLINN JOKYMEHTOB, MX KOMIUIEKTOBAaHUS, y4eTa U UCIOJIb30BaHM";

npuka3 CynebHoro aenapramenta npu BepxoHoM Cyzne Poccuiickoit @eneparyn ot 27 aexadps
2012 1. Ne 246 "O BHeceHMM U3MEHEHUH U fomnosHeHuH B HCTPYKLHMIO 0 TOpsaKe 0TOOpa HAa XpaHEHHUE
B apxuB (QellepalbHbIX CyJOB OOIIEH OPUCIUKINN JIOKYMEHTOB, WX KOMIUIEKTOBAaHHUS, y4yeTa H
HCITOJIB30BaHUS |

npuka3 Cynebnoro aenapramenta npu BepxoBHom Cyzne Poccuiickoit @enepamun ot 30 gexabps
2013 r. Ne 265 "O BHeceHMHM M3MEHEHUH U JIOTOHEHUH B IHCTPYKIIMIO O MOpsiaKe 0TOOpa Ha XpaHEHHUE
B apxuB (QellepalbHbIX CYyJOB OOINEH HOPUCIUKINKA JIOKYMEHTOB, UX KOMIUIGKTOBAaHHUS, ydeTa U
UCIIOJIB30BaHUA".

I'eHepanbHbI TUPEKTOP
ABIVYCEB



YT1BepxaeHa

npukazoM CyaeOHOTo JenapTaMenTa
pu BepxoBaom Cyze

Poccuiickoit ®enepanuu

ot 19 mapra 2019 r. Ne 56

WHCTPYKIIAA

O MOPSIIKE OPTAHU3ALIMM KOMILIEKTOBAHMS, XPAHEHMSI, YUETA

1 NCMOJIL30OBAHMS TOKYMEHTOB (QJEKTPOHHBIX JOKYMEHTOB)
B APXMBAX ®EJIEPAJIBHBIX CYJ10B OBIIEN IOPUCINKIIAN

CIUCOK U3MEHSIONINX TOKYMEHTOB
(B pen. [IpukazoB Cynebnoro nemapramenTa mpu Bepxosaom Cyne PO
ot 16.07.2019 Ne 147, ot 14.06.2022 Ne 97, ot 09.01.2024 Ne 1,
ot 29.05.2024 Ne 124)

1. O01mue moI0KeHus

1.1. MHCTpYKIMS O MOpsIIKE OpraHM3allid KOMIUIEKTOBaHUS, XpaHEHUs, y4eTa U HCIIOJIb30BaHUS
JOKYMEHTOB (3JIEKTPOHHBIX JIOKYMEHTOB) B apXuBax (peaepalbHbIX CYIO0B OOIIeH I0pUCAUKINY (Hanee -
WHcTpyKuus) SBISIETCSl HOPMATHBHBIM aKTOM, pa3pa0OTaHHBIM Ha OCHOBaHMU (enepabHbIX
KOHCTUTYIIHOHHBIX 3aKOHOB oT 31 mekabps 1996 r. Ne 1-OK3 "O cynmebHoii cucteme Poccwmiickoit
Oenepannu”, or 7 deppans 2011 r. Ne 1-OK3 "O cymax oOmeli ropucnukiuud B Poccuiickoit
Oenepanyn”, degepanbHbIX 3aKOHOB OT 8 sHBaps 1998 1. Ne 7-03 "O CyneOHOM nemapraMeHTe TpH
BepxoBaoom Cynme Poccuiickoit ®@enepammn”, ot 29 nexabps 2015 r. Ne 382-®3 "OO6 apbutpaxe
(Tpertetickom pazbupatensctBe) B Poccuiickoit @enepanun”, ot 22 oktsabps 2004 r. Ne 125-03 "O6
apxuBHOM Jiesie B Poccuiickoit ®@enepanuu', [IpaBui opranusanuy XxpaHeHus, KOMIUIEKTOBaHUS, yieTa U
UCIIOJIb30BaHMs JOKyMeHTOB ApxuBHoro ¢onga Poccuiickolt ®enepauru u Apyrux apXUBHBIX
JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYNpPAaBJICHHS M OpraHHu3alusiX,
YTBEpXACHHBIX MpukazoMm PeaepanbHOro apxuBHoOro arerrcrsa ot 31 wurong 2023 r. Ne 77 (manee -
IIpaBuna Ne 77), UHCTpyKumH 1O cyneOHOMY A€JIONPOMU3BOACTBY B PAalOHHOM CyJi€, YTBEPKIEHHOM
npukazom CyneOHoro aenapramenTa npu BepxosHom Cyne Poccuiickoit @enepaunu ot 29 anpens 2003
r. No 36 (manmee - Uuctpykius Ne 36), MHCTpyKIIMH 1O CyAeOHOMY JEIIONPOU3BOJICTBY B BEPXOBHBIX
cyJax pecrnyOnHK, KpaeBbIX W OOJACTHBIX CyAax, CyAax TOpoAoB (eaepalbHOTO 3HAYCHUS, Cyaax
ABTOHOMHOM 00J1aCTH ¥ aBTOHOMHBIX OKpPYI'OB, yTBEpXAeHHOH npukazoM CyaeOHOro AenapTaMeHTa IpH
BepxoBaom Cyne Poccuiickoit @eneparmu ot 15 nexkadpst 2004 . Ne 161 (nanee - Uactpykuust Ne 161),
WHCcTpykimn 1o cyneOHOMY JIEIONPOM3BOACTBY B KACCAIIMOHHBIX CyAax OOIIEed HOpPUCIUKIIHH,
yTBepkAeHHON npuka3zoM CyzneGHoro nemapramenta npu BepxoBHom Cyne Poccuiickoit @enepanuu ot
1 okTs16pst 2019 1. Ne 224 (manee - Muctpykuus Ne 224), MHCTpyKIMU 1O CyAeOHOMY AEIONPOU3BOJACTBY
B aleJUIAIIMOHHBIX cy/lax oOlIel I0pUCANKINY, YTBEPKICHHOM mprka3oM CyaeOHOro aenapTaMeHTa mpH
Bepxosaom Cyzne Poccuiickoit @enepaunu ot 1 oktsi0ps 2019 r. Ne 225 (nanee - Unctpykuus Ne 225), u
JpYruX HOPMaTHUBHBIX IPABOBBIX aKTOB.

(B pen. Ilpukasos Cynebnoro aemapramenta npu BepxoBHom Cyne P® ot 14.06.2022 Ne 97, ot
09.01.2024 Ne 1)

1.2. Hacrosimast MHCTpyKIus pa3paboTaHa B LeNx oOecreueHus eANHOTO MOpsAKa OpraHu3alun
KOMIUIEKTOBaHUS, XpaHEHHUS, Y4YeTa W WCIOJIb30BAHHUA [IOKYMEHTOB (SJIIEKTPOHHBIX JOKYMEHTOB)
KacCalMOHHBIX CYJIOB OOIIel IOPHUCAMKINY, aNeJUISIIUOHHBIX CYJ0B OOIIeH FOPUCAMKIINN, BEPXOBHBIX
CyJOB pecmyOiMK, KpaeBbIX M OOJACTHBIX CYIOB, CYIOB TOpOAOB (eAepajbHOr0 3HAueHHs, CYyIOB
aBTOHOMHOW 00JaCTH M aBTOHOMHBIX OKPYTOB, palOHHBIX, TOPOACKUX U MEXPAHOHHBIX CYAOB (najnee -
CYJIBL, Cy[), @ TAK)KE OTPEAETISET MpaBuiIa:



COCTAaBJICHUA HOMCHKJIATYPBI A€ Cya,

COCTABJICHHSI OTHCEH e (OMUCEH DIIEKTPOHHBIX 1en <1>) cyma, CyaeOHBIX KOJUICTHH, CyIneOHBIX
COCTaBOB, CTPYKTYPHBIX TIOJIpa3/ICICHUN Cy/Ia;

<1> DReKTPOHHOE JIEJI0 - AICKTPOHHBIN TOKYMEHT HIIM COBOKYITHOCTH JICKTPOHHBIX JOKYMEHTOB U
METa/IaHHBIX K HUM, CHOPMUPOBAHHBIC B COOTBETCTBUHU C HOMEHKIIATYPOU I
(cuocka B pea. IIpukasza Cynebnoro nenmapramenta npu Bepxosaom Cyae P® ot 29.05.2024 Ne 124)

MTPOBEJICHUSI SKCIIEPTU3HI IICHHOCTH JJOKYMEHTOB U pa0OThI SKCIIEPTHOM KOMUCCHHU CY/Ia;
odopmiteHUs CyAeOHBIX 1€ U UHBIX JOKYMEHTOB K MOCIIEAYIOIEMY XPaHEHHIO B apXUBE CYa;
nepenayn Jei (3JICKTPOHHBIX JIel) B apXUB CY/Ia;

0TOOpa JOKYMEHTOB Ha YHHYTOKCHHUE;,
(8 pen. Ilpukasza Cynebuoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

BEJICHUS y4eTa apXUBHBIX Jes <2>;

<2> ApxuBHOE 1eN0 (apXHUBHBIH JOKYMEHT) - O(OPMICHHOE B COOTBETCTBUU C TPeOOBAHUSIMU
HacTosmert MHcTpykmmm gmeno  (cymeOHoe neno, TPOW3BOACTBO, MaTepuai, Jelo  OOIero
JeJIONPOU3BOJICTBA, JIENI0 II0 JMYHOMY COCTaBy U APYI'He JOKYMEHTHI Cy/a), IIepelaHHOE Ha XpAHEHUE B
apxuB CyJia, B TOM YHUCIIE B JJIEKTPOHHOH (hopme.

IIPOBEPKU HAJIUYUA U COCTOAHUA apXUBHBIX OCJI;

Opranuvs3anuu UCII0JIb30BaHU apXUBHBIX OCJI;

obecrieueHUs COXPaHHOCTHU apXHUBHBIX OEJI;

nepeaadyun apXuBHBIX OS] HA XPAHCHUEC B FOCYI[apCTBeHHBIfI ApPXUB.

1.3. 3agaun u GyHKUMHU apXuBa Cyza ONPEACISIOTCS MOJI0KEHUEM, YTBEPKAAEMbBIM MIpeJicelaTeIeM
cyla.

1.4. [pukazom (pacropsbkeHHEeM) TIpesiceiaTeNs CyAa Ha3HauarTcsi pabOTHUKH, OTBETCTBEHHBIE 32
paboTy apxuBa cya.

1.5. leiictBue HacTosmeil MTHCTpYKIMKM HEe pacTpoCTpaHsAeTCs Ha OpraHU3aIMi0 KOMIUIEKTOBAaHUS,
XpaHEeHHs, YydYeTa W HCIOJb30BAHUS JIOKYMEHTOB, COACP)KAIIMX CBEACHUS, COCTaBIISIOIINE
roCyJapCTBEHHYIO TaiHy.

1.6. CornacoBanue (yTBEpKICHHME) HOMEHKIATYpHl JeJl CyAa, OMHCEW JieN, JOKYMEHTOB CyAa
(mamee - omMCh JieN), OMHMCEH OAIEKTPOHHBIX IOKYMEHTOB M JIPYTMX JOKYMEHTOB C OSKCIEPTHO-
HPOBEPOYHOI KOMHCCHEH (enepabHOr0 TOCYIapCTBEHHOTO apXMBa WM YINOJIHOMOYEHHOTO OpraHa
WCIOJHUTEIBHON BiacTH cyobekTa Poccutiickoit denepaiuu B obnactu apxuBHOro aena (manee - DIIK
ApPXUBHOTO YYPEKACHHUS) OCYIIECTBISICTCA CyJaMM, BBICTYHNAIOIIMMH HCTOYHUKAMH KOMIUIEKTOBAaHUS
TrOCYyJapCTBEHHBIX apXHBOB, JHMOO MNpPH HAIMYMM COOTBETCTBYIOIIEIO JOrOBOpa C AapXUBHBIM
YUpEKICHUEM.

CyZ[BI, HE BBICTYNAKOINNUE HCTOYHHKAMU KOMINICKTOBAHUA TOCYyAapCTBEHHOI'O apxXuBa, HI/I60 nmpu
OTCYTCTBHH COOTBETCTBYIOIIETO JIOTOBOPA C apXHUBHBIM YUPESIKICHUEM YTBEPXKIAIOT HOMEHKIATYPY JEN
Cy/1a, OTUCH JIEN U JPYTHe TOKYMEHTHI Cy/1a CaMOCTOSTENBHO.

(1. 1.6 B pex. Ilpukasa Cyne6Horo nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)



1.7. Tlopsimox opraHu3ali KOMIUIEKTOBAaHUS, XpaHEHMs, y4eTa M HCIOJIb30BaHUs JTOKYMEHTOB
OKPYXHBIX ((DITOTCKMX) BOGHHBIX CYAOB, TAPHH30HHBIX BOCHHBIX CY/IOB OIPEAEIACTCS B COOTBETCTBUH C
WHcTpykumeil mo Jenompou3BOJICTBY B BOEHHBIX CyAax, YTBEpXKIACHHOW mpukazoM CyaeOHOTo
nemapramenta npu Bepxosaom Cyne Poccuiickoit @eneparnyu ot 9 oktadps 2014 1. Ne 219.

1.8. Ilpn HaMMYMM TEXHUYECKOW BO3IMOXKHOCTH (DOPMHUPYIOTCS DJIEKTPOHHBIE Aena. OpraHu3anus
KOMILJICKTOBAHHUSA, XpPAaHEHHUsS, Yy4yeTa M HCIIOJNb30BAHUS DJJIEKTPOHHBIX JEl U JOKYMEHTOB CYZOB
OCYIIECTBISICTCS B COOTBETCTBUH C TPEOOBaHUAMU HacTosied MHCTpyKimy.

1.9. Ilocrynnenwne B dhenepanbHble CyAanl 00MIei IOPUCIUKIINN JOKYMEHTOB B 3JIEKTPOHHOM BHJIE B
COOTBETCTBUM ¢ TpeOoBaHusiMu [lopsinka momaun B (denaepaidbHble CYIbl OOIMIEH IOPUCIUKIIUU
JIOKYMEHTOB B DJICKTPOHHOM BHJIE, B TOM 4YHCIIE B (DOpPME IJIEKTPOHHOTO JOKYMEHTA, YTBEPIKICHHOTO
npuka3zom Cynebnoro nemapramenta npu BepxoBaom Cyne Poccuiickort ®@enepanmm ot 27 aexabps
2016 1. Ne 251, He BiieueT 0053aTeILHOCTH (POPMHUPOBAHUS DIICKTPOHHOTO JIEJA.

1.10. KommuiekToBaHue, XpaHEHUE, YUET U UCTIOIH30BaHUE PEIICHUN U MaTEPUANIOB, TOCTYIUBIINX
U3 TPETEHCKUX CyIOB, OCYIIECTBIISIETCS] B COOTBETCTBHUY C TpeOOBaHUAMH HacTosmeld MHcTpykmm.

1.11. Tlopsnok mepenadn apXUBHBIX JOKYMEHTOB Cyda B OOBEAMHEHHBIH CyNeOHBIH apXuB H
NOPSIIOK MX XPaHEHUs] B TAKUX AapXMBaxX YCTAHABIMBACTCS NPUMEPHBIM IIONOKEHHEM O IOPAIKE
opram3ani paboThl O0BENWHEHHBIX CYACOHBIX AapXWBOB, yTBEepKIaeMbIM TmpukazoMm CynedHOTO
nenapramenta npu BepxosaoMm Cyne Poccuiickoit denepanuu.

(m. 1.11 BBenen IIpukazom CynebHoro aenapramenta npu BepxosHom Cyne PO ot 09.01.2024 Ne 1)

2. CocTaBiieHre CBOHOI HOMEHKJIATYPHI AeJl, HapsiA0B
U NPOU3BOJCTB Cy/a

2.1. loxymeHTHI, 00pa3oBaBIIyiecs B IpoIlecce MeATEIbHOCTA Cy1a, COCTABISAIOT JOKYMEHTAIbHBIN
¢doHxI cyna.

Emuanneld  kmaccudukanmm W CUCTEMaTH3alUHM  JIOKYMEHTOB (110 CTPYKTYpHOMY,
(YHKIMOHAILHOMY, TEMAaTHYeCKOMY NpU3HaKaM M CpOKaM XpaHEHHs, BHE 3aBHCHMOCTH OT BHZA
HOCUTENS HHPOPMALIMH) B TOKYMEHTAIBHOM (DOHJE SBISAETCS JEIO.

Hnst ydera gen, coxepXamux JOKYMEHTBl JOKYMEHTaJIbHOrO (oHAa Cyda, COCTaBIIsETCS
HOMEHKJIaTypa Jien cyna (npuioxxkenne Ne 2 k HactosAuielt MHCTpyKIum).

Homenknarypa gen cyna (najiee - HOMEHKJIATypa) - O(OPMIICHHBI B YCTQHOBJICHHOM IIOpS/IKE
CHCTEMaTH3MPOBAaHHbIM MepeueHb 3arojOBKOB (HAMMEHOBAaHMI) CyHEOHBIX [eJI, HapsIoB, KHUT H
JKypHAQJIOB perucTpanuu (ydera) IOKYMEHTOB, PEEeCTpPOB, KapTouyek, 0a3 JaHHBIX, B TOM YHCIIE
JIOKYMEHTBI, COJIEp)Kall[e CBEACHUS OTrPAaHMYEHHOIO JOCTyIa, 3aBOJAUMBIX B CYJEOHBIX KOJUIETHSX,
CyJeOHBIX COCTaBax, MOCTOSHHBIX CYACOHBIX MPUCYTCTBUAX, CTPYKTYPHBIX MOAPA3AEICHUsIX Cyaa, Tu00
IO OIpEAETIECHHbIM HAlpaBIEHHAM JAEATEIbHOCTH Cyda (eciM ammapaT cyJa COCTOUT U3 PabOTHUKOB,
3aMelIaloIUX OTAENbHBIE JOHKHOCTH) C yKa3aHHEM CPOKOB WX XpaHEHMS, OTPaKalolluil COCTaB M
OpraHU3alMI0 JOKYMEHTAJIBHOTO (hOoHIa Ccya.

He BKJIFOYarOTCSl B HOMEHKIJIATYPY TIEPHOIUUECKHE H3aHuUs, KHUTH, OPOIIOPHI.
(1. 2.1 B pex. Tpukasa Cyne6Horo nenapramenta nmpu Bepxosuom Cyzae PO ot 09.01.2024 Ne 1)

2.2. HOMCHK.TIaTypa npeaHa3HadyCHa Ui OpraHu3alvui y4e€Ta AOKYMCHTOB B ACJIOMNPOU3BOACTBE
Cyaa, rpynoImmupOBKH HMCIOJHEHHBIX NJOKYMEHTOB B A€J1a, HaApAAbl U IIPOMU3BOACTBA, UX CUCTEMATHU3alllU,
HWHACKCAIIUN U ONIPCACIICHUA CPOKOB XpaHCHUS.

Homenknarypa sBIsieTCss OCHOBOW JJIi COCTaBJICHHS ONKCEH JeNl TOCTOSHHOTO W BPEMEHHOTO
(cBprmre 10 7eT) cpoka XpaHeHUs, a TaKoKe I yueTa el BpemeHHoro (10 10 jgeT) cpoka XpaHeHUsI.

2.3. B cynme coOCTaBIAIOTCS HOMEHKJIATYyphl 1€l CyAEOHBIX KOJUIETHH, CyHeOHBIX COCTaBOB,
MOCTOSIHHBIX CYAEOHBIX NPUCYTCTBUH W CTPYKTYPHBIX MOApasaeneHuil cyna (mpunoxenne Ne 1 k
HacTosAer MHCTpyKIuM) 1 HOMEHKJaTypa cya (mpuioxkenue Ne 2 k HacTosmiet MHCTpyKIum).



(8 pen. IIpukasza Cynebnoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

24. Tlpu cocTaBieHHM HOMEHKJIATYpPHl CJEIYeT PYKOBOACTBOBATHCS MPOIECCYATbHBIM
3aKOHOJIaTeJIbCTBOM, HOPMATHBHBIMU INPABOBHIMH aKTaMH U METOJMYSCKUMHU JIOKYMEHTaMu B cdepe
OpraHu3aluy JEJONPON3BOJICTBA U APXMBHOTO JIENa, MOJIOKEHHEM 00 ammapare cyna, MOJOKEHUSIMH O
CTPYKTYPHBIX MOJPA3JICICHUSX Cylla, MITATHBIM PaCIUCaHUEM, JACUCTBYIOIIUM ITepeUYHEM JIOKYMEHTOB,
00pa3ymrIuxcsi B mporecce ACITSIBHOCTH (enepaibHBIX CYIO0B OOIICH FOPUCAWKIIUKN, C yKa3aHUEM
CpPOKOB XpaHeHUs (naynee - [lepeyeHb MOKYMEHTOB), a TaKK€ HOMEHKIIATYpaMH 3a MPE/IICCTBYIOIINE
TOJIBI.

2.5. Homenknatypa aen cyneOHBIX KOJUISTHH, CyJNeOHBIX COCTAaBOB, MOCTOSIHHBIX CYICOHBIX
NPUCYTCTBUH M CTPYKTYPHBIX HOApasnencHuil cyna (mpuioxenne Ne 1 k Hacrosmieit MHCTpyKIMu) Ha
OYepeTHOM TO COCTAaBIsIETCS PAOOTHIUKOM, OTBETCTBEHHBIM 3a BEICHHE JICTOIPOU3BOICTBA B CyIeOHOMN
KOJUICTHH, CY/IeOHOM COCTaBe, TIOCTOSIHHOM CyJAeOHOM MPUCYTCTBHH WM CTPYKTYPHOM HOApa3IeliCHUN
CyJa, MOJAMMCBHIBACTCS COOTBETCTBYIOLIMM IpejcenaresieM cyaeOHOI Komteruu, cyaeGHOro CoCTaBa,
HAa4YaJIbHUKOM CTPYKTYPHOTO ITIOZpA3/eICHUs, NHBIM yIIOJHOMOUYCHHBIM IIpe/ceaTeNieM cyaa JUIoM (B
HOCTOSIHHOM CyJe0OHOM IPUCYTCTBHH), COTJACOBBIBACTCS C HAYAJIBHUKOM OT/IENa IEIONPOU3BOICTBA
(obmero otmena) U pabOTHUKOM, OTBETCTBEHHBIM 3a paboOTy apxuBa CyAa, U MPEICTABISECTCS B OTACT
JIEIIONPON3BOICTBA (00t oTHem) 10 1 HOSOps TeKyIero roaa.

(m. 2.5 B pen. Ipukasza Cynebnoro nemapramenta mpu Bepxosaom Cyne PD ot 09.01.2024 Ne 1)

2.6. Ha ocHOBe HOMEHKJIATyp J€N CyAeOHBIX KOJUICTHH, CYIEOHBIX COCTaBOB, IOCTOSIHHBIX
CyneOHBIX MPUCYTCTBUH M CTPYKTYpPHBIX MOApPA3ACNCHUN CyAa OTAEIOM [EJIONPOU3BOICTBA (OOLIMM
OTJENIOM) UM PaOOTHUKOM, OTBETCTBEHHBIM 3a BEICHHE JEIONPOM3BOACTBA (€CIM anmapar CyAa COCTOUT
13 pabOTHUKOB, 3aMEIIAIOIINX OTAEbHBIE JOJKHOCTH), COCTABISETCS HOMEHKJIAaTypa Ha OdYepelHOM
KaJICHOApHbBIU TOJ.

(8 pen. Ipukasza Cynebnoro nenapramenta npu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

HomeHnknarypa cocTOUT M3 pa3liesioB, HAMMEHOBAaHUSI KOTOPBIX COOTBETCTBYIOT HaMMEHOBAHHSIM
NoJpa3eNeHui CyZAa, PacHoNOKEHHBIX B COOTBETCTBHU CO CTPYKTYpoH cyna, Ju0OO U3 pa3lesioB
COIJIACHO HAIIPABJICHUSM JESTEIBHOCTHU CyAa (€CIM anmnapar cya COCTOUT U3 PaOOTHHUKOB, 3aMELIAIOLINX
OTJIeNbHbIE JOJDKHOCTH), PACIONOKEHHBIX C y4eTOM JeWcTByromied cxembl nocTpoeHus Ilepeuns
JIOKYMEHTOB.

(B pen. Ipukasa Cyne6Horo nenapramenra mpu BepxosHom Cyzne PO ot 14.06.2022 Ne 97)

2.7. Howmenxiatypa Bu3upyercsi paOOTHHKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cCyna,
NOJMNHCHIBACTCS HAYAJIBHUKOM OTAENa JAEJIONpOM3BOACTBA (OOIIEro OTHena), COrjacoBBIBACTCS C
9KCIIEPTHOM KOMHCCHEH CyZia M YTBEp)KIAeTCsl peiceiaTesieM Cyaa.

OnuH pa3 B 5 JeT cyll, BRICTYNAIOUINI UCTOYHUKOM KOMIUIEKTOBAHHUS TOCYIaPCTBEHHOTO apXHBa,
100 TMPH HATMYUKM COOTBETCTBYIOIIETO JIOTOBOPA COTNIACOBBIBAET HOMEHKJIATYPY C COOTBETCTBYIOIIUM
OIIK apXHBHOTO y4UpexIcHUsI.
(8 pen. Tpukasza Cynebuoro nemapramenta npu Bepxosaom Cyme PD ot 09.01.2024 Ne 1)

2.8. HomenknaTypa BBOAUTCS B IEUCTBHE C | sTHBAPS CISAYIOMIETO KAJICHIAPHOTO T0/1a.
2.9. HomeHKknaTypa cocTaBisieTcs B IBYX SK3eMILISPax:

HepBbIﬁ OK3EMILIAP YTBep)KI[eHHOﬁ HOMCHKJIATYPbI ABJISACTCA JOKYMCHTOM IMOCTOSAHHOT'O XpaHCHUA,
MOMEIIAaeTCd B OT/AEIbHOE JIeNI0O W BKIIOYACTCS B HOMEHKJIATYPY B pasfiell OT/eNa JeIONPOU3BOJICTBA
(obmrero otmena);

BTOpOI71 OK3EMILIAP NEPEAACTCA B apXUB Cyla B KAYECTBEC YYETHOI'O JOKYMCHTA.

B cymax, BBICTYHarmOmUX HCTOYHUKOM KOMIUIEKTOBAHHUSI TOCYJApCTBEHHOIO apXuBa, WM MpU
HaJIMYUH COOTBETCTBYIOIIETO JOTOBOPA C aPXMBHBIM YUPEXKACHUEM HOMEHKIIATypa COCTABIISAETCS B TPEX
9K3EMITISIPAX; TPETHM SK3EMIULP MEPENaeTCsl B COOTBETCTBYIOINN TOCYJapCTBEHHBI apXUB, ApXUBHOE
YUpEXKICHHE.



B kadectBe pabouero 3k3eMIUIsipa B OTJENE JCIONPOU3BOJCTBA (OOIIEM OT/IENe) UCIONb3yeTCs
KOIHUS YTBEPKACHHON HOMEHKIIATYPHI.

Homenknatypa Ha OuYepelHOW TOX pacchbUiacTCsi B CyACOHBIC KOJJICTHH, CYAeOHBIE COCTaBBHI,
HOCTOSIHHBIC CY€OHbIE MPUCYTCTBHSL, CTPYKTYpPHBIC MOAPA3eICHUs Cyla B SJICKTPOHHOM BHIE HIH B
BHUJIC KOIHMI COOTBETCTBYIOIINX Pa3/eioB Ha OYMaKHOM HOCHTEIIE.

(1. 2.9 B pex. Ipukasa Cyae6Horo nenapramenta npu Bepxosrom Cyzae PO ot 09.01.2024 Ne 1)

2.10. YTBer(I[eHHLIﬁ OK3CMIUTAP HOMCHKIIATYPHI ABJIACTCA JOKYMCHTOM IMOCTOAHHOI'O XpaHCHUS.

2.11. YTouHeHus B 3ar0JOBKH JeNl U HOBBIE 3ar0JOBKH e, He MPEeIyCMOTPEHHBIE YTBEPKICHHON
HOMEHKJIATypO#, BHOCATCS B COOTBETCTBYIOILIME pa3Aelibl HOMEHKIaTypbl. HoBBIE 3aroioBku Jen
BKITFOYAIOTCS B PEAYCMOTPEHHBIE IJISI 3TOTO pe3epBHBIC HOMEpA.

Ilo 3aBepmieHun roma pAaHHble 00 M3MEHEHMAX M JOINOJHEHUSX, BHECEHHBIX B Ppa3feiibl
HOMEHKJIaTyphl, BMECTE€ C HUTOTOBBIMM 3allUCSMU O KAaTErOpPHSIX M KOJIMWYECTBE J€J, 3aBEJCHHBIX B
CcyneOHOH KOJIJIeTHH, CyIeOHOM cOCTaBe, IIOCTOSIHHOM CyA€OHOM NPUCYTCTBUH, CTPYKTYPHOM
HOApa3/e/ICHUH Cy/ia B TeUEeHHE IoJia, IepeAarTcs B OTeN JeJI0NpOonu3BOACTBA (00LMiA OTAeN).

OtnenoM nenonpou3BoACTBa (OOIIUM OT/IEJIOM) Ha OCHOBE MOJTYYEHHBIX JAaHHBIX 00 U3MEHEHUSX U
JIOTIOJTHEHUSX, BHECEHHBIX B pa3Jeibl HOMEHKJIATYPBI, TOTOBHTCS MIOIOJHEHHEe K HOMEHKIAType, B
KOTOPOM II0C/IE€A0BATENILHO B COOTBETCTBUU C Pa3fielaMi HOMEHKIIATYPbl YKa3bIBAIOTCS 3arOJIOBKU JIEll,
HE IIPEAYCMOTPEHHBIE YTBEPKACHHBIM dK3EMILIIPOM HOMEHKIIATYPEI.

JononHeHue K  yTBEPKICHHON HOMEHKIATYpE IOANUCHIBACTCS HAYAJIBHUKOM  OTZAela
JIeNOTIPOM3BOJICTBA (00IIEro oTaemna), BUBUPYETCsl paOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apXuBa Cya,
COTJIaCOBBIBAETCS IKCIIEPTHOM KOMHCCHEH Cyla W yTBEpXAaeTcs IpelceAaTeleM CyAa, MOCie Yero
BMECTE€ C MTOrOBOM 3alMCBhI0 O KAaTErOpUsAX U KOJMYECTBE N€J, 3aBEICHHBIX B CyIE B TE€UCHHUE TOja,
npruoOIIaeTcs K yTBEPKACHHOMY 3K3eMIUISIPY HOMEHKIIATYPBIL.

Pabounii sx3eMIUIIp HOMEHKIIATYPbl XpaHHUTCS B OT/AENE JIEIONPOU3BOICTBa (00IeM oTaene) 10
TEeX HOp, IOKa Ha Jeia, ChopMHUPOBaHHBIE B COOTBETCTBUH C HOMEHKJIATYPOIl Jiell, He OyIyT COCTAaBIICHBI
OTIHCH el
(1. 2.11 B pen. Ipukasza Cymebnoro aenapramenta npu Bepxosuom Cymae P® ot 09.01.2024 Ne 1)

2.12. B cny4yae HU3MEHEHHsS CTPYKTYyphl cyna (yIpa3IHEHHE, PeOopraHu3alisi CTPYKTYPHOTO
HOJpa3JeNeHus CyJa, CO3JaHHe HOBOI'O CTPYKTYPHOTO IIOZpa3/eleHus cyna) HOMEHKIATypa
COCTaBJISIETCS 3aHOBO, COTJIACOBBIBAETCS C IKCIEPTHOM Komuccuei cyna, 1K apxuBHOTO yupexieHus u
YTBEPXKAAETCS IpeAcesaTeNeM Cya.

Homenkiatypa jie1 BHOBb CO3/IaHHOTO CTPYKTYPHOTO TOJpa3JeicHUs cyaa pa3pabaThiBacTcs U
MPEJICTABRNISICTC PAOOTHUKOM, OTBETCTBCHHBIM 3a BEACHHUE JICJIONPOM3BOJCTBA B CTPYKTYPHOM
MoJipa3feNieHN , B OTIEN JeJONPOU3BOJACTBA (OOMMI OTHEN) MM pabOTHUKY, OTBETCTBEHHOMY 3a
BEJICHUE JICJIONPOU3BOJACTBA CyJa (eciM ammapar cyJa COCTOMT U3 PAaOOTHUKOB, 3aMELIAOIIMX
OTJICJIbHBIC JTOJIKHOCTH ), B MECSIYHBIN CPOK.

B wuHBIX cinywasx (K mpumepy, U3MEHEHHE CPOKOB XpaHEHHUS JOKYMEHTOB HOBbIM Ilepeunem
JIOKYyMEHTOB M Jpyroe) IOBTOPHOE COIJIacOBaHME TMpoekTa HoMeHkiatypsl ¢ OIIK apxuBHOro
YUpeXIEHUS HE TpeOyeTcs.

(1. 2.12 B pen. [Ipukasza CyneoHoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

2.13. I'padpl HOMEHKIATYPHI 3aMOTHIIOTCS CIEAYIONIIM 00pa3oM.

2.13.1. B rtpade 1 (uHAEKC Jnena) HOMEHKJIATYPHI TMPOCTABISIOTCS WHACKCHI KaXJIOTo Jena,
BKJIIOYEHHOTO B HOMEHKJIATypy. MHIEKC Jena COCTOMT W3 YCTaHOBJICHHOTO B cyzae HHU(POBOIO HIIH
OyKBEeHHOTO 00O3Ha4YeHHA CyIAeOHOM KOJIeTuH, Cyne0HOro COCTaBa, TIOCTOSHHOTO —Cy/eOHOTo
NPUCYTCTBHS, CTPYKTYPHOTO MOIpa3JesieHHs, HalpaBICHUs NEATEIbHOCTU cyaa (eciu ammapaT cyna
COCTOUT U3 PaOOTHHUKOB, 3aMEIIAIOIINX OTAEIbHBIE JOIKHOCTH) U HOPSIIKOBOIO HOMEpa 3arojioBKa Aejia
[0 HOMEHKJIaType B Tpeenax CyAeOHOH KOoJIernd, CyAeOHOTO COCTaBa, IOCTOSHHOTO CyAeOHOro



HPUCYTCTBHSA, CTPYKTYPHOTO MOAPA3/ICIICHNS WM HANPABJICHUS IESATEIFHOCTH CyAa (€CIy ammapar cyaa
COCTOMT W3 pPaOOTHHUKOB, 3aMENIAIONINX OTAENbHBbIE TOJKHOCTH). WHIEKCH aen 0003HadaroTcs
apabckumu nudpamu. Hanpumep: 02-03, rme 02 - uHAEKC CTPYKTypHOro mnoapasgenenus, 03 -
MOPSIKOBBIA HOMEP 3arojioBKa Jiejia 0 HOMEHKIIAType.

(mm. 2.13.1 B pen. Ipukasa Cynebnoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

2.13.2. B rpady 2 HOMEHKIATYypHl BKJIIOYAIOTCS 3arojOBKH €1 (TOMOB), KOTOpBIE OTPaKaroT
OCHOBHOE COJIEpKaHUE U COCTAaB JOKYMEHTOB JIena.

[lopsimox pacronoXeHrs 3aroJIOBKOB e BHYTPH pa3/IeloB M MOIPa3leloB HOMEHKIATYPHI
ONPENIETSETCS CTENEHBIO BAXXHOCTH IOKYMEHTOB, COCTABJISIONTUX JIEa, U UX B3aUMOCBS3BIO.

Bnauane pacnojiararoTCsl 3aroJioBKu  ACJ1, COACPIKaIlUe OPraHu3allMOHHO-PACHOpPAAUTCIIbHYIO
JOKYMCHTAIIUIO. I[anee pacmojararoTcs 3aroJIOBKu A€J1, COACPKaIINC IIAHOBBIE U OTUCTHBIC JOKYMEHTHI.

3aroJIoBOK Jiena JOKEH OTPaKaTh MPU3HAK (TPU3HAKHU), 10 KOTOPOMY(BIM) OHO C(DOPMHUPOBAHO:

HOMUHAJIBHBIA - Ha3BaHWE BUAa Jesia (IEepenucKa, JKypHall, IeJ0) WIH BUAA IOKYMEHTOB,
BKJIFOUEHHBIX B JIEJI0 (ITPOTOKOJIBI, TPUKA3BI);

ABTOPCKUM - HAMMEHOBAHME MOCTOSHHO JICHCTBYIOIIETO WJIM BPEMEHHOTO OpraHa, JOKHOCTHOTO
WJIH WHOTO JINIIA, CO3/IaBIINX JOKYMEHT(BI);

KOppCCHOH[IeHTCKI/Iﬁ - HaWMCHOBAHUEC OpraHusanyy, Jdla, KOTOPOMY aJApCCOBAHbI WM OT
KOTOPOT'O IMOJIYYECHBI IOKYMECHTBI;

MIPEIMETHO-BOIIPOCHBIN - KPATKOE COAEPKaHUE JOKYMEHTOB JI€JIa;
XPOHOJIOTHYECKUH - faTa (Mepruo), K KOTOpOi(oMy) OTHOCSTCS JOKYMEHTHI JIeJa;

reorpad)iyecKkii - Ha3BaHWE MECTHOCTH (TEPPHUTOPWH), C KOTOPOH CBSI3aHO COJAEp KaHUE
JOKyMEHTOB JIeJIa;

yKa3aHHe Ha KOMUHHOCTh JJOKYMEHTOB JIeJIa.
(8 pen. TTpukasza Cynebnoro nemapramenta npu Bepxosuom Cyme PD ot 09.01.2024 Ne 1)

He pomyckaercs wuconb30BaHNe HAWMMEHOBAHHMMA 3aroJIOBKOB JI€J, KOTOpPBIE HE OTPa)KaroT
COJIep’)KaHUEe W COCTaB JOKYMEHTOB JieNl (HampuMmep: pa3Hble MaTepuaibl, oOIias MepenucKka W TOMY
mo00HOE), a TAKKE BBOJHBIX CIIOB M CIIOKHBIX CHHTAKCHYIECKUX 000POTOB.

B 3aronoBkax jei, coAepXailuxX JOKYMEHTBI 110 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEeIOBATEILHOCTBIO JISIONPOU3BOJICTBA, B KAYECTBE BUJIA Jeia YIOTPEOIAeTC TEPMUH ""TOKYMEHTHI",
a B KOHIIE 3ar0JIOBKa B CKOOKaX yKa3bIBAIOTCS OCHOBHBIC Pa3HOBUIHOCTH JIOKYMEHTOB, KOTOPBIC JIOJIKHBI
OBITH B J€EJIE.

TepmuH "nOKyMEHTBI" IPUMEHSIETCS TAKXKE B 3ar0JI0BKaXx JIeJl, COAEPKAIINX JOKYMEHTHI (CIIpaBKH,
OTYETHI, IEPENUCKY U TpoYee), SIBISFOIUECS TPUIOKEHHSIMHU K KAKOMY-JIH00 JIOKYMEHTY.

Ecim neno cocTouT u3 HECKOJIBKUX TOMOB, TO COCTABJIACTCA O6IHHﬁ 3arojioBOK J¢cJjia, a 3aTeM IIpHu
HGO6XOZII/IMOCTI/I COCTaBJIAKOTCA 3aroJIOBKM KaXa0T0 TOMa, YTOUHAIOIIHUE COACPKAaHUC 3arojioBKa acia.

3arojoBKM 7€ 10 BOIpOCAM, HE pas3pelieHHbIM B TEYEHHWE OJHOI0 TIoja, SBISOTCA
"mepexoJAmMMHA" U BHOCATCA B HOMEHKIATypy CylJa CIENYIOIIET0 roja ¢ TEeM K€ HHAEKCOM C
NPOCTaBJIEHUEM COOTBETCTBYIOIIEH oTMeTKH B rpade "[Ipumeyanue".

HpI/I BKJIFOUCHHWH 3aroJIOBKOB JJICKTPOHHBIX JI€JI B HOMCHKIIATYPY MHIACKCHI 3JICKTPOHHOT'O ACjia U
3aroJOBKH JIEKTPOHHBIX A€ COCTABIISIIOTCS MO TeM K€ MpaBHJIaM, YTO M MHICKCHI M 3arojIOBKH el C
JIOKYMEHTaMH Ha OyMa)KHOM HOCHTEJIE.



B 3aromoBkax jmen, cogepXKalmux JOKYMEHTBl OTPaHMUYEHHOIO JOCTyNa, B HOMEHKIAType
MIPOCTABIIACTCS COOTBEeTCTBYIomAast oTMeTKa (" list cimyske6Horo nons3oBanus”, "JICIT").
(a63ar BBeneH Ilpukasom CyneOHoro nenapramenta nmpu BepxoBHom Cyne PO ot 09.01.2024 Ne 1)

2.13.3. B rpade 3 HOMEHKIATYphl M0 OKOHYAHWU KAJICHIAAPHOTO TOJa YKA3bIBACTCS KOJIUYECTBO
3aBEJICHHBIX JEIT (TOMOB).

2.13.4. B rpade 4 HOMEHKIATYphl YKa3bIBAlOTCS CPOK XpaHCHUS [N, HOMEpa CTaTei,
yCTaHOBJIEHHBIX [lepednem JOKyMEHTOB.

CoxpareHusi CpOKOB XpaHEHHs, YCTaHOBJEHHBIX IeHCTByomuM [lepedHeM HOKyMEHTOB, He
JTOTTyCKaeTCsl.

2.13.5. B rpade 5 B TeueHme BCero cpoka ACHCTBUS HOMEHKIATYPHI MPOCTABISIOTCS OTMETKH O
BEJICHUH JICIT B 3JICKTPOHHOM BHUJIE, O IMEPEXOIAIIMX JieaX, O BBIICICHUN JIe] K YHUUTOXKCHUIO U IPYyToe.

2.13.6. 3anonHeHue rpad HOMEHKIATYPHl 1O CYJASOHBIM JIelaM OCYIIECTBISCTCS IO OOIIUM
npaBUIIaM.
(8 pen. IIpukasza Cynebuoro nemapramenta npu Bepxosaom Cyme PD ot 09.01.2024 Ne 1)

I'pada 2 3anonHsAETCS B COOTBETCTBUM C HAMMEHOBAHUSIMH BHJIOB TOKYMEHTOB, MTPEIyCMOTPEHHBIX
Ilepeunem TOKyMEHTOB, 6€3 BKIIIOUEHHUs B HOMEHKJIATYPY HOMEPOB KOHKPETHBIX CyIEOHBIX JIE.

2.14. Tlo 3aBepiieHnHU KajleHIapHOTO roAa (10 1 deBpais cieayroIero roja) cyieoOHbie KOJUICTHH,
cyneOHbIE COCTaBbl, NOCTOSHHbIE CyAEOHbIE NPUCYTCTBUS, CTPYKTYpHBIE MOApA3AeiIeHUs O(QOPMIISIOT
UTOTOBYIO 3aIIUCh K HOMEHKJIATYpE eI, B KOTOPYIO BHOCSATCS CBEJCHHUS O KOJIMYECTBE 3aBEICHHBIX eIl C
YUETOM KOJIM4EcTBa TOMOB (Tpada 3 HOMEHKIATYpHI e]), OTACIBHO MOCTOSHHOTO U BPEMEHHBIX CPOKOB
XpaHEeHUs,, BPEMEHHBIX CpOKOB xpaHeHuss ¢ oTtMmerkod "OIIK" u mepexopsmmx. WToromas 3amuch
JOIOJTHSETCS TaHHBIMH O KOJIMYECTBE AJIEKTPOHHBIX JIEJ1 COOTBETCTBYIOIUX CPOKOB XPAaHEHHUS.

Jlasiee 3TH CBelEHUS MEPENAlOTCA B OTACT JSIONpPOM3BOJCTBA (OOIIUI OTHEN) IS COCTAaBJICHUS
UTOTOBOM 3aIUCH K HOMEHKJIATYPE.

CBeneHusi, conepKalmMecss B HWTOrOBOM 3alMCHM  HOMEHKJIATYPBI, IEpeAaroTcsi pabOTHUKY,
OTBETCTBEHHOMY 3a PalOTy apxuBa, O 4YeM B HOMEHKJAType IPOCTaBIseTCS OTMETKAa C YKa3aHHEM
JOJDKHOCTH Y TIOATIMCH JIMLA, IEPEAABIIETO CBEICHHS.

(1. 2.14 B pen. Ipukasza CynebHoro aenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

3. CocraBienue onuceii ges1 (onucei 3JIeKTPOHHBIX J1eJ1)
cyae0HBbIX KOJJIernii, Cy1e0HbIX COCTABOB, MOCTOSTHHBIX CyAe0HbIX
NMPHUCYTCTBHUI, CTPYKTYPHBIX MOAPa3/IeJIeHUi cy1a U CBOIHBIX
omnmceil 1exa cyna

(B pen. [Ipukaza CynebHoro aernapraMmenta npu Bepxosaom Cyjie PD
ot 09.01.2024 Ne 1)

3.1. Omuce pen (ONMUCh OBIIEKTPOHHBIX JIOKYMEHTOB) - 3TO apXHUBHBIM CIPaBOYHHK,
NPECTABISIONINIA COOOH CHCTEMAaTH3UPOBAHHBIA TEpEUeHb 3arojiOBKOB Je W MpeIHa3HAYeHHBIH s
PACKpBITUSI COCTaBa M COJCPIKAHMS JIeN, 3aKpeIUIeHUs MX CHCTEMaTH3allMd BHYTPU JOKYMEHTAJIBHOTO
¢doHIa U uX yderta.

Onuck pi(SA (OHI/ICB OJICKTPOHHBIX JIOKYMGHTOB) COCTaBJIACTCA HA OCHOBE HOMCHKIIATYPhI.

OObeKkTOM oOmucaHWs B OMHUCH Jel (OMHCH DIIEKTPOHHBIX JIOKYMEHTOB) SIBIISIETCS  JIEJIO
(2JIEKTPOHHOE JIETI0).

3.2. Onucu paen, ONMUCH Jed CYACOHBIX KOJIJICTHH, CyAeOHBIX COCTABOB, MOCTOSHHBIX CYACOHBIX
NPUCYTCTBUH, CTPYKTYPHBIX noApasaenenuii (npunoxenus Ne 3, 4, 5, 6, 7, 8 x nacrosimeit Muctpykunn)
COCTABIISIFOTCSI OT/IENTFHO Ha:



YTOJIOBHBIC JIeJIa IIOCTOSTHHOTO XPaHEHUS;
IpaXkJaHCKHE JIeNa TIOCTOSHHOTO XPaHCHHUS;

aJIMMHUCTPATUBHBIC JIeJIa TIOCTOSIHHOTO XPaHEHUS;

Jienia o0IIero JeI0NpPOU3BOCTBA IIOCTOSHHOTO XPaHEeHUS;

YTOJIOBHBIC Jieia BpeMEHHBIX (CBbIIe 10 JIeT) CPOKOB XpaHEHUS;

TpaKIaHCKHE JeTa BpeMeHHBIX (cBhImre 10 JeT) CpoKOB XpaHEHUS;
aJIMMHUCTPATUBHBIC Je)Ia BpeMEHHBIX (CBhIIe 10 JIET) CPOKOB XpaHCHUS;

Jiera o0IIero eI0MPOn3BOICTBA BPEMEHHBIX (CBEITIE 10 JIeT) CpOKOB XpaHCHUS;
JieJia 110 JIMYHOMY COCTaBY.

AHaJIOTHYHBIC ONKCH COCTABIIIOTCS HA 3JICKTPOHHBIE JIeiIa.

3.3. Ha cyneOnpie nmema BpeMmeHHBIX (0 10 1eT) CpOKOB XpaHEHHS ONWCH el BEAyTCS B
9JIEKTPOHHOM BHUjie paOOTHUKOM, OTBETCTBEHHBIM 32 BEJCHHE JICIOMPON3BOCTBA B CYICOHOH KOJUIETHHY,
CyeOHOM COCTaBe, IOCTOSIHHOM CYA€OHOM IPUCYTCTBHHU, CTPYKTYPHOM ITOIpa3/IeICHHUH.

B caywae mepenaun Ha XpaHeHHe B apXuB cyZa Jes BpeMeHHBIX (1o 10 5eT) cpokoB xpaHeHus (B
COOTBETCTBHH C IYHKTOM 7.5 HacTosmed NHCTpyKIMK), OMMCH 1N B 3JIEKTPOHHOM BH/JIE BEAYTCS TaKkKe
Ha JIpyTrHe Jena BpeMeHHBIX (10 10 j1eT) cpoKoB XpaHEeHWsI.

[Ipu yanuroxxennu takux aen B rpade "[lpumeuanue” OMUCH MPOCTABISAETCS COOTBETCTBYIOMIAS
OTMETKA CO CCBUIKOHM Ha aKT 00 YHUUYTOXXECHUH JIeNia.

3.4. Ommcu nen cyeOHBIX KOJUIETHH, Cy/IeOHBIX COCTaBOB, IIOCTOSHHBIX CYJEOHBIX MPHUCYTCTBUH,
CTPYKTYPHBIX TOJpA3JeNeHUH Cylla COCTaBIAIOTCS MO YCTaHOBIEHHOH (opme (mpuioxenuss Ne 3, 4 x
Hacrosime MHCTpyKuK) B ABYX 3K3eMIUISIpax M HPEACTAaBIISIOTCS B apXUB CyZa HE MO3IAHEE YeM depes
IECTh MECSIIEB MOCIIE 3aBEPIICHUS JIE] B IEIONPOU3BOJICTBE.

ITepenada nenm MOCTOSHHOTO W BpeMeHHOTo (cBbiie 10 JIeT) CpOKOB XpaHEHUS B apXuWB Cyaa
OCYILIECTBIISIETCS. 110 OMUCSAM €N CyIeOHBIX KOJUIETHH, CyleOHBIX COCTaBOB, NMOCTOSIHHBIX CyIEOHBIX
NPUCYTCTBUH, CTPYKTYPHBIX MoapasaeneHuil (nmpunoxenns Ne 3, 4 x Hacrosmel MHcTpykumn).

3.5. Tlpu cocraBiIeHHWU OIUCH JIeN CYAeOHBIX KOJUIETHH, CyJeOHBIX COCTaBOB, MOCTOSHHBIX
CyIeOHBIX IPUCYTCTBHUM, CTPYKTYPHBIX IOPa3/IEICHUN cyja cOOMI0IAI0TCs ClIeAYIOINe TPEOOBAHUS:

3arojJOBKH ACJT BHOCATCA B OIIMCH ITOJTHOCTBIO,
KaXao€ ae€ji0o, TOM BHOCUTCA B OIMUCH 1O CaMOCTOATCIIbHBIM TOPAAKOBBIM HOMEPOM;

rpadbl OMUCH 3AMOJHAIOTCS B COOTBETCTBHHM CO CBEJCHHSMH, KOTOPHIC BBIHECEHBI HA OOJIOKKY
Jena;

rpada onucu "lIpumedanue" ucnonb3yercs sl OTMETOK O mpHueMe (Tepeaye) aei, 0COOEHHOCTAX
(U3NYECKOTO COCTOSHUS, O HATTMYUK KOTIHH.

B koHme ommcu Aen 3a MOCHEAHEW OIMMUCATEIBbHOM CTaThEeW 3aIlOHSETCS HTOroBas 3amuch, B
KOTOPO# yKa3bIBalOTCA (IHppaMu U MPOMKCHI0) KOJIMYECTBO JIeJ, IEPBBIN U MOCIEIHUN HOMEpa el 10
OIKCH JIeI, a TaKKe OroBapHBalOTCS OCOOEHHOCTH HyMEpaluH el B OnucH (Hajdudue JIMTEPHBIX W
MPOMYIIEHHBIX HOMEPOB).

3.6. Ilepen BHECEeHHEM 3aroJIOBKOB €] B ONHMCH JIeJl CyAE€OHBIX KOJJIETHH, CyAeOHBIX COCTaBOB,
MOCTOSIHHBIX ~ CYAEOHBIX  NPHCYTCTBUM, CTPYKTYpPHBIX  TOJpa3jiejieHuil  cyJa  pabOTHHKaMH,



OTBETCTBEHHBIMU 32 BEJICHHE JEIIOPOU3BOJICTBA, MPOBEPSIOTCS Ka4ecTBO POPMHUPOBAHUA U 0POPMIICHUS
JIeJI, COOTBETCTBHE KOJIMYECTBA eI, BHOCUMBIX B OIIMCH, KOIMYECTBY 3aBEACHHBIX €I 10 HOMEHKJIAType.

[Ipn mpocMoTpe Jien MPOBEPSIOTCS: COOTBETCTBHE 3aroJIOBKA € COJICPIKAHUIO JTOKYMEHTOB B
JieTie; TIPaBWIIBHOCTE O(GOPMIICHHS M TPYNIIUPOBKHM JOKYMEHTOB, BKJIIOUCHHBIX B JIENIO; KAadeCTBO
NOANIMBKY WJIM MEPeIuIeTa JieNa; MPaBIWIbHOCTh HyMEpaIiy JINCTOB JeNa; HAIW4ue B JIeJe BHYyTpPEHHEH
OIUCH JIe7Ia M MPAaBUIBHOCTh €€ COCTAaBIICHHUS; TPABHIBHOCTh O(OPMIICHHS OOJIOKKHU JeNa; HaMYhe U
NPaBHIBHOCTH JIUCTA-3aBEPHUTEIIS.

[Ipu obHapyKeHNHN HapYIIEHHUsS YCTAHOBJICHHBIX MpaBwil (OpMUPOBaHUS U O(OpMIICHUS €T OHU
JTOJIKHBI OBITh YCTPaHSHBI pA0OTHUKAMU, OTBETCTBCHHBIMHU 32 BEJICHHE JCIIONPOU3BOICTRA.

3.7. B cnayuyae oOHapy»KeHHsI OTCYTCTBHA JIeN, 3aBEACHHBIX B COOTBETCTBMH C HOMEHKJIATYpOI,
pabOTHUKOM, OTBETCTBEHHBIM 3a BEJCHUE AEJIONPOM3BOACTBA B CyIEeOHOM KOJUIETHH, CyAeOHOM COCTaBe,
MOCTOSIHHOM CyAE€OHOM HPUCYTCTBUU HJIM CTPYKTYPHOM IOJAPA3/EICHUN Cyla, TPUHUMAIOTCS MEPHI 110
uX po3bIcKy. OOHapyKeHHbIE Jie1a BKJIIOYAIOTCS B OIHCH JIEl.

Ecnm npusATHIC MEpHI HE Tl Pe3yabTaToOB, TO HA HEOOHAPYXXEHHBIE JIeJa COCTABIACTCSA akT 00
yTpare JOKYMEHTOB B MpPOHM3BOJBHON (opMe, KOTOpPBIM IOAMUCHIBACTCS HAYaIbHUKOM OT/AENa
JISIONPON3BOICTBA (00IIero oTnmena) W TpeacemaTesieM CyAeOHOW KOJUIETHH, CyINeOHOTO cocTaBa,
YIIOTHOMOUYCHHBIM  JIUIIOM TIOCTOSIHHOTO CyJeOHOTO MPUCYTCTBUS, HAYaJbHUKOM CTPYKTYPHOTO
noapaszeneHus cyaa. Jlamee akT 00 yTpare IOKYMEHTOB YTBEPXKAAeTCs IpejaceraTeleM cyaa u
nepenaeTcss BMECTE C OIHUCBHIO JIeN CyNeOHOM KOJUIerHH, Cyqe0HOro cocraBa, MOCTOSHHOIO CyneOHOro
HPHUCYTCTBHS, CTPYKTYPHOTO TIO/IpA3ACICHUS Cyaa paOOTHHKY, OTBETCTBEHHOMY 3a pabOTy apXuBa cy/a.

3.8. Omucu J1en, OMUCH 3NIEKTPOHHBIX JOKYMEHTOB (TOJOBBIE pa3fiefbl OMuCced e, omucei
ANIEKTPOHHBIX JOKyMeHTOB) (mpmiockeHuss Ne 5, 6, 7, 8 k Hactosmeld WHCTpyKIUM) COCTaBISIOTCS
paOOTHUKOM, OTBETCTBEHHBIM 3a PadOTy apXuBa CyZAa, HA OCHOBaHUM ONHCEH JeJl, OMUCEH IEKTPOHHBIX
JOKYMEHTOB CyJIEOHBIX KOJUICTHH, CYAEOHBIX COCTAaBOB, IOCTOSHHBIX CYAEOHBIX NPUCYTCTBHH U
CTPYKTYPHBIX IIOJPa3CICHAN Cya.

(8 pen. Ipukasza Cyne6uoro nenapramenta npu Bepxosaom Cyae PD ot 29.05.2024 Ne 124)

3.9. IlepBoMy TOJI0BOMY pa3jieily OIKCH JeJ MPUCBAUBACTCS HOMEP OIMUCH 1O JHUCTY (OHIA, BCE
MOCJIEYIONIHE TOIOBBIE Pa3/IeNbl YUCIATCS 32 IAHHBIM HOMEPOM JI0 3aBEPIICHUS OTIHCH.

He nomyckaercst MPUCBOCHHE OMMUCSM JIEJT OJMHAKOBBIX YYCTHBIX HOMEPOB B Tpeeiax OIHOTO
donna.

3.10. Eciim ommch nen COCTOMT W3 HECKOJIBKHUX TOJOBBIX Pa3JelIoB, TOMOB, WTOTOBAsl 3aIUCh
COCTaBJSIETCS K KaXJOMY TOJIOBOMY pazfieny, ToMy. K Kaxaomy mocieayroieMy roJoBOMY pasfelny,
TOMY B HapacTaroIlleM MOpPsIKE COCTABIAETCS CBOAHAS UTOTOBAs 3aIKCh.

FOI[OBLIG pa3aciibl, €CJIM OHU HC ABJIAIOTCA 3aKOHYCHHOM OIIMCBbIO, HC IIOAIIMBAIOTCA H HEC
IMEPEIIICTAr0TCA.

3.11. 3akoHuUeHHAas! OMKUCH JEJ Ha OyMaKHOM HOCHTEJNE JIOJDKHA BKIIIOUaTh HE Oojiee 9999 enuuuiy
XpaHCHUS.

3aKOHYEHHAsI OIIMCh A€ BMECTC C TUTYJIBbHBIM JIMCTOM W CIPAaBOYHBIM allmaparoM K Heit
3aKJII0OYACTCA B TBEPAYHO O6J'IO)KKy, HYMEPYCTCA U IMOAUINBACTCA WKW NCPCIICTACTCA.

Kaxxnas 3akoHueHHast OnMCh A€, KaXK/Iblid TOM ONHCHU €T TOJIKHBI UMETh JIUCT-3aBEPUTETb.

3.12. B cmpaBOYHBIi anmapar K OMUCH JeNl BXOAST: TUTYJIBHBIA JINCT; IEepEUYeHb epENMEHOBAaHUI
cyna (eciu uHMOpMANKs O MEPEUMEHOBAHUU HE COJCPXKUTCSI B TUTYJIBHOM JIUCTE OMHCH), COAEpKaHUE
(ornamienHne);, MPEAUCIIOBHE; CIMCOK COKPAICHHM; YKa3aTelnu K ONHCH (MPEAMETHBIA, WMEHHOM,

reorpaguueckoi).

3.13. Ha TuTyNbHOM JIHCTE OMUCH A€ YKA3bIBAIOTCS:



MOJIHOC HAWMCHOBAHHE TOCYJApCTBCHHOTO apxuBa (€Cld CyJ BBICTYHNAeT €ro HCTOYHHUKOM
KOMITJICKTOBAHHSA );

MOJTHOE HANMEHOBAHHUE CY/Ia;

HOMEP apXUBHOTO (OHIA;

HOMED ¥ Ha3BaHHE OTHCH;

KpaliHUE JaThl BHECCHHBIX B OIUCH CIMHUI] XPAHCHUSI.

HawnmMeHoBaHue cyna yKa3bIBaeTCsl MO MOCIEIHEMY TOY BKIIFOUCHHUS TOKYMEHTOB B OITHCH JICI.

3.14.B NpeaArCIIOBUN K OIMUCHU JICJI YKA3bIBAIOTCA CBCACHHUA B XPOHOJIOTHYCCKUX paMKax KpaﬁHHX
JaT €AMHULL XPaHCHU S, BKIIFOYCHHBIX B OIIMCh!:

00 M3MEHEHUAX B HANMEHOBAHUN cyaa,

O CTPYKTYype Cyaa;

00 ocoOeHHOCTSIX oopMiIcHHUS ¥ (HOPMUPOBAHUS JCJ, OMMCAHUS U CUCTEMATHU3allMU 3aroJIOBKOB
e,

0 COZIepP’KaHUH | TIOJTHOTE JET;

0 HAJIMYMU U OCOOCHHOCTSX MH(POPMAIMOHHBIX CUCTEM, 0a3 JAaHHBIX, UCIIOIb3YEMbIX JUIsSI paObOTHI C
3NIEKTPOHHBIMU JIOKyMEHTAMH, PETUCTPAIIMOHHO-YISTHBIMU (POPMaMH JIeNT U JTIOKYMEHTOB M 00pazaMu
(ckaHamu) 771 ¥ TOKyMEHTOB.

3.15. B cny4ae oOHapyKCHHs HOBBIX JIeJI, HC BHECCHHBIX B OIMCH JIe] CYACOHOW KOJIJICTHH,
CyJeOHOTr0 cocTaBa, MOCTOSTHHOTO Cy/ICOHOTO MPUCYTCTBYSI MK CTPYKTYPHOTO TOAPa3ACICHUS Cy/a WK
OIIMCH JICJI, TAKKE JIeJIa BHOCATCS B YKa3aHHBIC OIKMCH T10/] JINTEPHBIMH HOMEpPaMHU.

Brecenne u3meHeHU B rOJOBHIE pa3lieibl OMHUCH Jea mocie ux yreepxkiaenus JOIIK apxuBHOTO
YUPEeXJIEHUS WU TOCYAapCTBEHHOTO apXWBa IOIMyCKAeTCS TOJIBKO HAa OCHOBAaHHH COOTBETCTBYIOIIMX
pereHuit s3xcnepTHOi Komuccuu cyaa u JIIK apxuBHOTO yupekaeHus (rocyjapcTBEHHOTO apXuBa).

3.16. Onucu nen (roIoBbIe pa3jiessl OMKUCeN) TOCTOSIHHOTO XpaHeH!s, BpeMeHHbIX (cBbie 10 jer)
CPOKOB XpaHEHHs, OIIMCEH JIeJI TI0 IMYHOMY COCTaBY COTJIACOBBIBAIOTCS C SKCIIEPTHON KOMUCCHEH Cy/a.

3.17. CornacoBaHHBIE SKCIIEPTHON KOMHCCHEHN CyAa OMHMCH A€l (TOJOBBIE pa3JieNbl OMHUCeit), eciIu
Cyld BBICTYHAeT HCTOYHHMKOM KOMIUIEKTOBAaHHMS TOCYJApCTBEHHOTO apxHuBa, MO0 MNpH HAIUYUU
COOTBETCTBYIOIIETO JOrOBOpa C AapXWBHBIM YUPEKACHUEM, MPEIACTABISIIOTCS HA YTBEP)KACHHUE
cootBetcTBytomieit DIIK apxuBHOTO yupexaeHus.

Onwmcu nen (TOJOBBIE pa3/eNbl ONMMCEH) HAMPAaBISIOTCS B YETHIpEX JK3EMIUIIpax Ha OyMakHOM
HOCHUTEJIE ¥ OJJHOM 3K3EMIUISIPE B DJIEKTPOHHOM BHJIE B pEIaKTUPyeMOM QopMaTe He MO3/IHEee YeM dyepe3
3 rojia mocIie 3aBepIIeHus e B IeIONPOU3BO/ICTBE.

3.18. Ilepen HampaBiIeHUEM OMMCEH JI€J HA YTBEPKICHUE MPOBEPSIETCS HATMYUE JIeJ1, BKIFOUEHHBIX
B OTH OTIHCH.

3.19. [locne yrBep:xaeHus onuced aen (rogoBeix pasaenoB onuceid) DK apxuBHOTO yupexmaeHus
OHH YTBEPKJIAIOTCA NPEACceaaTesIeM Cyia.

4. JKcnepTH3a eHHOCTH JOKYMeHTOB. 3a7a4yu U GyHKUIMHA
JKCIePTHON KOMHMCCHH Cy/a

(B pen. [Ipukasa CynebHoro aernapraMmenta npu Bepxosuom Cyne PD



ot 09.01.2024 Ne 1)

4.1. IlpeqMeToM SKCIEPTU3BI IIECHHOCTH JOKYMEHTOB (Jajiee - 3KCIEepTU3a IEHHOCTHU) SBISCTCS
OTpesIe/ICHUE COOTBETCTBHUS JIOKYMEHTA W (WJIHM) JOKYMEHTOB KPHUTEPHSIM ero (MX) IIEHHOCTH B IENSIX
ompezieNieHNs] CpOKa XpaHEHWs W OTOOpa JOKyMeHTa M (WIM) JOKYMEHTOB JUIA BKJIIOYEHHS B COCTaB
ApxuBHoro ¢onnma Poccuiickoit @enmepanny WiIH BBIACTEHHUS K YHHYTOXKEHHIO IO WCTEYCHHUU
YCTaHOBJICHHOT'O CPOKa XpaHEHHUSI.

OO0BeKTOM KCIIePTH3HI IIEHHOCTH SBIISIETCS TOKYMEHT | (WJIN) IOKyMEHTBI.

3KCHCpTI/ISa HOEHHOCTU IPOBOAUTCA Ha OCHOBAHUM MPHUHIUIIOB HCTOpPU3MA, CHUCTCMHOCTH U
[CJIOCTHOCTU MYTEM KOMIUICKCHOTO MPUMEHCHUA CICAYIOIINX KPUTCPUCB!:

MIPOMCXOXKAEHHUS (3HAYMMOCTh BBIIOJHAEMBIX CyIOM (YHKIMH, BpeMs M MecTO 0O0pa3oBaHMSA
JIOKYMEHTA);

coJiepKaHus (3HaAUCHUE UMEIOIIEHCS B TOKYMEHTe MH(OPMAaIINH, TOBTOPEHNE 3TON WHGOpMAIH B
JIPYTUX TOKYMEHTaX, MOATUHHOCTh TJOKYMEHTA);

BHEIIHUX OCOOCHHOCTEH JOKyMEHTOB (BWJ JOKyMEHTa, (opMa (QHUKCHpPOBaHMS H Tepeladu
COIepKaHUs, IOPUANYECKas IOCTOBEPHOCTh (HAJIWYME TIIONNKCEH, JaT, Tedareil) ITOKyMEHTa, ero
¢u3nuecKkoe COCTOSHHUE), a TaKKe NPUTOAHOCTH [UIS HWCIONB30BaHHA (BOCIPOM3BOJMMOCTU (TIpH
9KCIEPTH3€E LEHHOCTH 3JICKTPOHHBIX U ayIMOBU3YaIbHBIX JOKYMEHTOB).

4.2. DKcnepTu3a LHEHHOCTU JOKYMEHTOB CyJ1a IPOBOIUTCSL:

IIPY COCTABJICHUM HOMEHKJIATYPBI, B TIpo1iecce (hOpMUPOBAHUS TSI,

TIPH ITOATOTOBKE JIET, SJIEKTPOHHBIX JeT K Tepeaade B apXuB Cy/a;

[IpU TOJITOTOBKE K Tiepeade /e, SJICKTPOHHBIX JIEJ Ha XpaHEHHUE B TOCYJapCTBCHHBIN apXUB;
TIPH BBIICTICHUH K YHHYTOXXEHHIO JIEN, DIIEKTPOHHBIX JIEN, HE TOAIEKAIUX XPAHSHHIO.

4.3. 3amayaMu 3KCIEPTU3bI LICHHOCTH SIBJISIOTCS:

OMpeICJICHUE CPOKOB XPAHEHHUS JJOKYMEHTOB TIPU pa3paOd0TKe HOMEHKJIATYPHI;

0TOOp JOKYMEHTOB I BKIIFOUEHUS B cocTaB ApxuBHOTO doHaa Poccuiickoit Deaeparum, a Takxke
IS TIEpeIaduyl B ApXUB;

BBISAIBJICHUEC JOKYMCHTOB C UCTCKIIMMH CPOKaMHU XpaHCHUA MJIA BKIIFOYCHUS UX B AKT O BBIACIICHUU
K YHUYTOXCHUIO IOKYMCHTOB, HC MMOAJIC)KAIINX XPAHCHUIO.

4.4. DkcrepTr3e MEHHOCTH TOMJIEKAT BCE JOKYMEHTHI Cy/la HE3aBHUCHUMO OT BHJIOB HOCUTENECH U
croco00B 3amucH.

Pemrenne o BKJIIOUEHHHM JOKYMEHTOB B cocTaB ApxuBHoOro ¢onma Poccuiickoii Peneparmn
npuHnMaetcs J1IK apxuBHOTO yupexaeHusI.

45. CpOKI/I XpaHCHHA JOKYMCHTOB ITPU MPOBCACHUHN UX SKCIICPTU3BI HCHHOCTH YCTAHABJIMBAIOTCA B
COOTBETCTBUHU C Q)enepam,HmMH 3aKOHaMU W MHBIMHW HOPMATHWBHBIMU IIPABOBBIMH aKTaMU Poccuiickoit
CDe;[epauI/H/I, NEPpCUYHAMU THUIIOBBIX APXMBHBIX JOKYMCHTOB C YKAa3aHUCM CPOKOB HUX XpPaHCHUA U
HepequM JOKYMCHTOB.

4.6. B nensx opra#u3andy U MPOBEICHAS METOIMYECKON M MPAKTUIECKON pabOTHI IO SKCIEPTH3E
[IEHHOCTHU JIOKyMEHTOB, 00pa30BaBIINXCS B JEATEILHOCTH CY/a, CO3/IaeTCs IKCIIEPTHAS KOMUCCHS CYIia,
KOTOpas SBJISIETCA COBEIIATEIbHBIM OPraHOM U JICCTBYET Ha MMOCTOSIHHOM OCHOBE.

:‘)KCHepTHaSI KOMHCCHA Cyaa CO3aacCTCA IMPUKAa30M IpeaAceaaTeiid Cyaa u Zlel\/'ICTByeT Ha OCHOBaHHH



MOJIOKEHUS, pa3pabOTAaHHOTO Ha OCHOBE MPUMEPHOTO TIONOXKEHHA 00 DOKCIEPTHOH KOMHCCHU
OpTraHM3all{, YTBEP)KICHHON YIOJHOMOYEHHBIM (helepalbHbBIM OPraHOM HWCHOJHHUTEIHHON BIIACTH B
chepe apXHUBHOTO JIeNia U ISIONPOU3BOICTBA.

Cynpbl, BBICTYIAIOUINE UCTOUHUKOM KOMIUIEKTOBAaHMS TOCYapCTBEHHOTO apXHBa, COTJIacOBBIBAIOT
MOJIO’KEHHE 00 DKCIIEPTHON KOMHUCCHH cyia ¢ cooTBeTcTBYIomEei DIIK apXuBHOTO yUupex AeHHUS.

4.7. B cocTtaB 3KCHEpTHONW KOMHUCCHU CyJa, Ha3HAYaCMbIN MPUKA30M TpecenaTeNs Cy1a, BXOIIT:
npezceaarenb KOMUCCUY (OJIMH U3 3aMeCcTUTeNeH TpeIceaaTeNs cyaa Wik CyJIbs (B cllydae OTCYyTCTBHS
3aMeCTUTENs TpejAcenarens cyaa), cekpeTapb (pabOTHUK cyna, OTBETCTBEHHBIH 3a paboOTy apxmBa),
pabOTHUKHM OTHeNna AeIonpou3BoAcTBa (00miero otaena), cyaeOHBIX KOJUJIETHH, CyOeOHBIX COCTaBOB,
MOCTOSTHHOTO CYJICOHOTO MPUCYTCTBUS U APYTUX CTPYKTYPHBIX TOPA3ICICHUN Cya.

Takke B COCTaB DOKCIIEPTHOW KOMHCCHH Cyla MOXET OBITh BKIIOYCH IIPEJICTABHTENb
TOCY/IapCTBCHHOTO apXWBa W/WIM YIIOJHOMOYCHHOTO OpraHa WCIIOJHUTEIBHON BIIACTH CYObeKTa
Poccuiickoit @eaepannu B chepe apxXxuBHOTO Jena (TI0 COTIIACOBAHMIO).

4.8. DKcriepTHAS KOMHCCHS Cyla OCYIIECTBISIET CIEAYIONIHe ()yHKITHUH:
4.8.1. Opranuzyet eXerofHbId 0TOOP A€ Ui XpaHEeHHUS U YHHUTOXKCHUSL.
4.8.2. PaccmaTpuBaeT U MPUHUMAET PELICHHUE O COIIACOBAHUU:

MIPOEKTOB OMMCEN J1e] MOCTOSIHHOTO U BpeMeHHBIX (cBbliie 10 JeT) cpokoB XpaHEeHHUs, OIICeN aem
10 IUYHOMY COCTaBY;

MIPOEKTOB HOMEHKJIATYp A€,

MIPOEKTOB aKTOB O BBIACTICHUH K YHUUYTOXEHHIO JIe]1, He MOAIEKALTNX XPaHEHHIO;

MIPOEKTOB aKTOB O HEOOHAPYKEHUU apXUBHBIX JOKYMEHTOB, IIyTH PO3bICKAa KOTOPBIX HCUEPIIAHBL;
MIPOEKTOB aKTOB O HEMCIIPABUMBIX TOBPEXKICHUIX apXUBHBIX JOKYMEHTOB;

MPOEKTOB  JIOKAIGHBIX HOPMATHUBHBIX aKTOB W METOJAMYECKHUX JIOKYMEHTOB Cyna II0
JIEIIONPON3BO/ICTBY U apXUBHOMY JIENY.

4.8.3. TOTOBUT TpeasokeHUs] 00 YCTAHOBICHUU (M3MEHEHHH) CPOKOB XPAHEHUS TOKYMEHTOB W
BHCCCHUUN COOTBECTCTBYIOUINX W3MEHEHHUH B Hepequb JOKYMECHTOB, C HaJ'IBHeﬁIHHM X NpeaAcCTaBJICHUEM
Ha paccmoTrpenue Cynednoro aemapramenta npu Bepxosaom Cyne Poccuiickoit deneparum.

4.8.4. COBMECTHO C apXHMBOM Cy/a, OTAEIIOM JIeJIONPOU3BOJACTBA (OOUIMM OTIEIOM) M KaJpOBOH
CIy>K00i opranm3yeT il pabOTHUKOB Cyla KOHCYJIbTallMd II0 BOIpPOCaM pabOThl C JOKYMEHTaMH,
OKa3bhIBACT UM METOJMYECKYIO TOMOIIb, YYACTBYeT B IOITOTOBKE M IIPOBEIEHUHU MEPOIPUITHHA TIO
TIOBBIIICHHUIO WX KBATN(HUKAIINH.

4.8.5. BeinonHsieT uHble (YHKIIMH, YCTaHOBIICHHBIC 3aKOHOIaTeIbCTBOM Poccuiickoi denepanuu B
cdepe apXUBHOTO JieNa U JeTOMPON3BOJICTBA U MOJIOKEHUEM 00 IKCIIEPTHOW KOMUCCHH CYA.

4.9. 3acenaHus SKCIEPTHOM KOMHCCHHU CyZAa MPOBOIATCA 10 Mepe HEOOXOAWMOCTH, HO HE MEHee
JBYX pa3 B ToJ, 0QpOPMIISIOTCS TPOTOKOJIOM, KOTOPBIH TOJIHCHIBAETCS TpeJIceaTeNieM U CeKpeTapeM
KOMHCCHH.

3aceianne SKCIEPTHON KOMUCCHH CyJla M IPUHSTHIC PEIICHUS CUUTAIOTCS TPABOMOYHBIMU, €CITH HA
3ace/laHuH MPUCYTCTBYET OO0JIee MOJIOBUHBI €€ COCTaBa.

PeriteHust SKCMEPTHOW KOMHUCCHM CyJda MO KaKIAOMY BOMPOCY (JIOKYMEHTY) MPUHUMAOTCS
OOJIBIIMHCTBOM T0JI0cOB. CHOpHBIE BOMPOCHI TIPH Ppa3jeieHHH TOJIOCOB IOPOBHY pa3periarTcs
npeJiceIaTeNieM SKCIIEPTHOH KOMUCCHH CY/Ia.



4.10. BCI[CHI/IC ACIOIPOU3BOACTBA 3KCH€pTHOI>i KOMHUCCHHU CyJa, XpaHCHUC MU HUCIOJb30BAHUC €C
JOKYMCHTOB, OTBCTCTBCHHOCTb 3a HX COXPAaHHOCTb, a TaKXXC€ KOHTPOJIb MCIOJHCHUA IIPHUHATBIX
BKCHCpTHOfI KOMHCCHCH cyaa peH.ICHI/If/i BO3JIarar0oTCd Ha CCKpCTaps BKCHepTHOﬁ KOMHCCHHU Cya.

4.11. Ilo pe3yiabTaTaM SKCIICPTHU3bl HECHHOCTH JOKYMCHTOB B Cy,E[C6HI)IX KOJICTUAX, CyI[C6HBIX
cocCTaBax, IMOCTOSIHHBIX Cy,[[e6HI>IX MPUCYTCTBUAX, CTPYKTYPHBIX IMOAPA3ACTICHUAX CyJa COCTABJIAIOTCA:

HOMEHKJIATYpBl JIell CYACOHBIX KOJUIETHH, CYIOCOHBIX COCTaBOB, IOCTOSIHHBIX CYACOHBIX
MPUCYTCTBUNA, CTPYKTYPHBIX HOJIPA3ACICHUNA CYa;

OIHCH JEJ, OMUCH DJICKTPOHHBIX el CyNeOHBIX KOJUIETHWid, CYINeOHBIX COCTaBOB, ITOCTOSHHBIX
CyJIeOHBIX MPUCYTCTBHUH, CTPYKTYPHBIX MOJPa3ACICHHI Cy/Ia; MOCTOSHHOTO, BpeMEeHHBIX (cBbime 10 yer)
CPOKOB XpaHEHHS, TI0 TMIHOMY COCTaBY;

MPEAJIOKEHNA K aKTy O BBIACIICHUN K YHUYTOXCHUIO JOKYMEHTOB, HE MOJJIC)KAIIUX XPAHCHUIO.

5. OdopmiieHue Ae/1 1 MHBIX JOKYMEHTOB K MOCJIeyI0oIeMy XPAaHEHH IO
B apXuBe cy/Aa

(B pen. [Ipukaza CynebHoro aemapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

5.1. 3akOHYEHHBIE AENOIPOU3BOACTBOM JI€1a IIOCTOSHHOIO (B TOM YHUCIIE CO CPOKOM XpaHEHus "o
TUKBHAJAIVH cyaa') U BpeMeHHbIX (cBbime 10 j1eT) CpOoKOB XpaHEHWsI, B TOM YHCIIE 110 JIMYHOMY COCTaBYy,
[I0CJI€ OKOHYAHUS KaJ€HJAPHOIO roja IOJArOTABIMBAIOTICA K IIepellau€ B apXuB CyJa M IIOAJIEKAT
MOJTHOMY O(OPMIICHHIO U ONMCAHUIO (BKIIIOUEHHIO B OITUCH JIEN).

Odopmiierre © onmcaHue Jen OO0 Tepedadyd B apXHB OCYHIECTBISECTCS PaOOTHUKAMH,
OTBETCTBEHHBIMHU 3a BEJCHUE JIEJIONPOU3BOJICTBA B CyJe0HOI KOJUIerny, CyAe0HOM COCTaBe, MOCTOSIHHOM
CylIeOHOM TPHUCYTCTBUM WJIM CTPYKTYPHOM TMOAPA3JCIICHUU CyJa, B COOTBETCTBUU C TPeOOBaHUAMHU
[Tpasun Ne 77, uacTpykuunit No 36, No 161, No 224, Ne 225 u HacTosmmer UHCTpyKInm.

5.2. [Ipu popmupoBaHuy e HEOOXOIUMO COOJIFOAATh CICAYIOUIUE TPCOOBAHMS:
JOKYMCHTBI ITIOCTOAHHOI'O 1 BPDEMCHHOI'O XpaHCHUSA I'PYIIIHUPYIOTCA B OTACIIBHBIC A€J1a,

B IO BKIIOYAIOTCS JIOKYMEHTBI, KOTOPBIE TI0 CBOEMY COJEPKAHHIO COOTBETCTBYIOT 3arOJIOBKY
Jiena, peyCMOTPEHHOMY HOMEHKIIATYpOH. 3arojoBOK Jiefla YTOYHSETCS] B COOTBETCTBHH C (PaKTHIECKUM
COCTaBOM H COJIEpP’)KaHUEM JJOKYMEHTOB;

B ZICJI0 BKIIIOYACTCA OJIMH SK3EMILIAP KaXXJ10ro JOKYMCHTA,

B JieJIa TPYIIUPYIOTCS JOKYMEHTHI OTHOTO KaJeHIApHOTO rofia (MCKIIOUeHHE: TIepeXo/Isiue Aena;
cyneOHbIe J1ena; JINYHBIE Aea, KOTOpble POPMUPYIOTCS B TE€UEHUE BCETO IMEPHOAa paboThl);

MIPUITIOKCHHUA, JIUCTBI O3HAKOMJICHUSA, COIJIACOBAHUA W PE3OJIONUU K JOKYMCHTAM SABJIAIOTCA HX
HEOTHEMJIEMOI YaCThIO U BKIIFOYAIOTCS B ACJI0 BMECTE C JOKYMCHTAMU, K KOTOPBIM OHU OTHOCATCA,

IIpUKa3bl (pacnop;mceHI/m) TpynmnupyroTcsa B A€ja B COOTBECTCTBUU C YCTAHOBJICHHBIMU JISI HUX
CpOKaMHu XpaHCHUS,

JIMYHBIC AcJIa (bOpMI/IpyIOTCFI OTACJIbHO Ha KaXXI0ro pa6OTHI/IKa, JAOKYMCHTBI B JIMYHBIX ACJIaX
pacmojiararoTCs B XpOHOJIIOTMYCCKOM IMOPAAKE 110 MEPE MOCTYIIIICHUSA,

JIUIIEBbIE cYeTa MO OIIaTe TpyAa paOOTHUKOB IPYNIUPYIOTCSA B OTAENbHBIE Jiefla U PaclioiaratoTcst
B HUX 10 aJ(aBUTy paMHUIHNNA, UIMEH U OTYECTB (IIPU HAJTHYHNH);

HE OOITyCKACTCA IpyHItupoBaTh B Ji€jia YEPHOBLIC U Hy6HeTHBIe OK3EMILUIAPBI JOKYMEHTOB, 4 TaK¥XE
JOKYMCHTBI, ITOJICIKAIIIUC BO3BPATY.



5.3. Ilonnoe odopmiieHue nen Ha OyMaKHOM HOCHTEIIE TPelyCMaTpUBACT:
n3bATHE (aIoB-BKIABIIICH, CKPETIOK, METAJUINYECKUX CKOO, CTUKEPOB;

MOJAIIMBKY WJIM TEPEIUICT JTOKYMEHTOB jeiia (HeopMaTHbIC NTOKYMEHTBI XPAHSATCS B 3aKPBITHIX
TBEPIBIX MAIKaxX WIH KOpoOKax);

HyMEpaluIo JMCTOB JIeNa,;
COCTaBIICHHE JINCTa-3aBepuTeNs nena (mpuioxenue Ne 10 k Hactosmelt MacTpykumn);

COCTaBJeHHE BHYTPEHHEHW ONWCH JOKyMEeHTOB Jema (mpmiokenne Ne 11 k Hacrosmei
Huctpykuun);

odopmtenue 06moxku aena (mpunoxkenue Ne 12 x Hacrosimei MaCcTpyKmn);
JIUCT UCTIONIL30BaHUs (IIPH HEOOXOJUMOCTH).

5.4. Jleno Ha OyMaXKHOM HOCHTEJE HE IOJDKHO coepxarb Oonee 250 JHCTOB TpH TOJNIIWHE
Kopelka He Oonee 4 cM.

Ecmu konmyectBo nmcTOB B aene mpeBbimiaeT 250, JOKyMEHTHl (QOPMHUpPYIOTCS B TOMa B
XPOHOJIOTHYECKOM Topsifike. ToM 2 MokeT ObITh HauaT JIWIIG MOCIe OKOHYaHus Toma 1. [laTa oTkpeIThs
ToMa 2 He JIOJDKHA OBITh paHee JaThl OKOHYaHUs ToMa 1. Ha Tomax moymkeH ObITh OOIIHMI 3ar0j0BOK IO
HOMEHKJIaType JIe.

5.5. IoKyMeHTHI MOIIINBAIOTCA HA YETHIPE IMPOKOJIA B TBEPAYIO OOJOXKKY WM IMEPEIUICTAI0TCS C
y4€TOM BO3MOKHOCTH YTE€HHUS BCEX JOKYMEHTOB, J1aT, BU3 U PE30JIOLUI Ha HUX.

[Ipu HE0OXOAUMOCTH TOKYMEHTHI MeHee ¢opmara AS (4eku, KBUTAHIIWH, CTIPaBky, GoTorpaduu u
JpyTHe) B IeJsIX y1o0CcTBa MOJIIMBAHUS HAKJICHBAIOTCs Ha TUCT popmaTa A4. [Ipu oTcyTCTBUY OIS 11t
MOJIINBKY TOKYMEHT HEOOXOMMO HAKJICUTh 0€3 MOBPEXKICHHS TEKCTa Ha BCIOMOTaTEIbHBIN JIUCT.

JIOKYMEHTHI TIOJIIIMBAIOTCS B JIEN0 B XPOHOJIOTHYECKOM IIOPSIKE, BCE MPUOOIIIEHHBIE B MPOIIECCe
paccMoTpeHus cy1eOHOTO jJenia JOKYMEHTEHI - B MOPSIIKE X MTOCTYTICHUS.

B ciyuae ucnionb3oBanus i GUKCUPOBAHUS X0/1a Cy1eOHOTO 3aceaHusl CPEJCTB ayANO3aIUCU U
WHBIX TEXHHUYECKUX CPEACTB DJIEKTPOHHBIE HOCUTEIM HHGOpPMaLUUHU (IUCKU, AWUCKETHI, (Iem-KapThbl)
XpaHATCS BMECTE€ C CyAeOHbIM JienoM. [lpu 3TOM OHM JOKHBI OBITH BHIMTHL B CyAcOHOE /€0
(IpHOOIIEHBI K MPOTOKOJYy CyAeOHOTO 3acelaHus) B YIAaKOBAaHHOM BHJE (KOHBEPT) C yKa3aHWEM Ha
YIIaKOBKE HOMEpa JeNa, JaThl, a TaKXe HOANKCAHbI YINOJHOMOYEHHBIM PaOOTHUKOM ammapaTta Cyaa.
YnakoBKa JOJDKHA 00€CTIeYnBaTh COXPAHHOCTD MJIEKTPOHHOTO HOCUTENSI OT MOBPEKIACHUI U IOPYH.

5.6. [Ipu HyMepaIuu JJUCTOB B Jiejax COOJIOIAI0OTCS CIIEAYIONIHE TPEOOBAHMS:

HyMepalysi TPOU3BOAMUTCA apabCckuMmu IM(paMu TPOCTHIM TpadUTHBIM KapaHAAIIOM WIIN
HYMEpaToOpoOM C BOJOCTOMKON IITEMIENbHON KPaCKOM;

HOMEpa JIMCTOB ITPOCTABJIAIOTCA B [IpaBOM BEPXHEM YTIJTY JIMCTAa TOKYMCHTA,

¢dororpaduu, yepTeKu, AUArpaMMbl U IPyTrue WUTIOCTPATUBHBIE JTOKYMEHTHI, NPEACTaBIAIOLINE
CaMOCTOSITEIIbHBIH JIUCT B JieJIe, HyMEPYIOTCs Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy;

JUCT C HAKJIECHHBIMU JOKyMEHTaMHU (BBIPE3KaMH, BBITHCKaMH, GoTorpadusiMu) HyMEpyeTcsl Kak
OJIVH JIUCT;

JTUCTHI (BBIPE3KH, BCTaBKM TEKCTa, MEPEBOJBI), MOJKIECHHBIE OJHMM KpaeM K IPYyroMmy JIHCTY,
HYMEPYIOTCA OTAEIIBHO;

KOHBEPTHI C BJIOKEHUSIMU, MOJIIUTHIE B JIEJ0, HYMEPYIOTCA B CJIEIYIOIIEM MOPSJKE - BHAJae



HyMepyeTcsl KOHBEPT, a 3aTeM O4YepeIHBIM HOMEPOM - KaXK[oe BIOXEHHE B KOHBepTe. Ecim BrokeHus
HyMEpOBAaTh HENb3sl, UX HAJIMYNE OTOBAPUBACTCA B 3aBEPUTEIHLHON HA/IINNCH;

MOJIIINTHIE B JIENIO TOKYMEHTBI C COOCTBEHHOH HyMepaluel JUCTOB (BKIIIOYAs MeYaTHbIC U3IaHuUs)
HYMEPYIOTCS B OOILIEM MOPSIKE WIN COXPAHSIOT COOCTBEHHYIO HYMEpAIMIO, €CJIM OHa COOTBETCTBYET
HOPSIIKOBOMY PACIOJIOKEHUIO JIUCTOB B JIEJIC;

JINCTHI OOJIBIIMX (pOpMaTOB IIOJIIMBAIOTCA 3a OAUH Kpaﬁ 1 HYMCPYIOTCA KaK OJUH JIUCT,

BCE JHCTHI Jaena (ToMma, YacTh) Ha OyMaXKHOM HOCHTeNe (KpoMe IMCTa-3aBepuTeNs [ena U
BHYTPEHHEH OMKCH JOKYMEHTOB JIeJIa) HyMEPYIOTCS B BaJIOBOM TOPSIJIKE;

JIMCTBI ACJI, COCTOAIINX U3 HECKOJIbKUX TOMOB, HyMEPYIOTCA 110 Ka)KAOMY TOMY OTACJIBHO.

B caygasx oOGHapykeHHS OmMMOOK B HyMepaIiu JHCTOB Jeja MPOBOAUTCS MEepeHyMepanus HIn
HCII0JIb30BAaHUE JINTEPHBIX HOMEPOB JIUCTOB.

B ciydae u3mMeHeHUs] HymMepaluu JIMCTOB JieJla COCTABIISIETCSl HOBBIN JINCT-3aBEPUTENb, IPU ITOM
CTapblil COXpaHseTCA B IEIIE.

5.7. Jlucr-3aBepurens aena (mpuinoxkenue Ne 10 x Hacrosimedt MHCTpykumu) cocTaBisieTcsl Ha
OT/AENBHOM JINCTE, IIOJIMKCBIBACTCS €T0 COCTABUTENEM, IOJIIIMBAaeTCs (BKJIEHBaeTcs) B jaeno. Bcee

MOCIIEAYIONINE U3MEHEHUS B COCTaBE U COCTOSIHUH JI€JIa OTMEYAIOTCS B JINCTE-3aBEPUTENE CO CCBUIKOM Ha
COOTBETCTBYIOIIUN aKT.

3ampemaercss BBIHOCHTH JIMCT-3aBEPUTEIb HA OOJOXKKY Jela MWIM YHCTBIA 000pOT JHcCTa
MOCJIeTHEer0 JAOKyMeHTa. Eciam [eno MOAmUTO Wi MeperuieTeHo 0e3 OJaHKa JIHCTa-3aBEpUTEIis, OH
JIOJKEH OBITh HAKJIECH 32 BEPXHIOIO YacTh JINCTAa HA BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHIIE JIea.

Bce mocnenyrone n3MEHEHNS B COCTaBE M COCTOSIHUM Jieia (TIOBPEXACHUS, 3aMeHa TOUTHHHBIX
JIOKYyMEHTOB) OTMEYAIOTCSI B JIMCTE-3aBEPUTEIIC CO CCHUIKON Ha COOTBETCTBYIOIIHIA aKT.

5.8. Ha obmoxke nmena (mpunoxenne Ne 12 k Hactosmed MHCTPYKINH) yKa3bIBaIOTCA:
HaMMEHOBaHUE Cy/ia (IIOJHOCTHIO, B UMEHUTEIEHOM MaJIEKE);

HAMMEHOBAHHUE CyAeOHOW KoJIeruu, CyaeOHOro cocTaBa, MOCTOSHHOTO CYAE€OHOTO NPHCYTCTBUS
WIN CTPYKTYPHOTO MOJApa3ieNeHus cyna (Ipy HaJIuuun);

HOMEp TOMa (4acTH);
WHJICKC JieNa IO HOMEHKIIAType;
3aroJI0BOK Jieiia (ToMa, JacTH);

(haMuHsg, MMs, OTYECTBO OCYXKJEHHOTO JIMIIA M IIOJIHOE HAUMEHOBAaHUE CTaThbH YTOJOBHOTO
kozekca Poccuiickoit deaepaiuu, 1o KOTOPOH JIUIO OCYAKIEHO;

(dbamuusl, THALATBI UCTIA, OTBETYNKA (HAUMEHOBAaHUE OPTaHU3AINH), CYTh HCKa (3asIBIICHHS);

(bamMuTusl, UM, OTYESCTBO OMPABJAHHOTO JIMIA WJIH JIUI[A, B OTHOIICHUH KOTOPOTO MPOU3BOJCTBO
HpPEKpAaIeHO;

HOMEp MPOM3BOJCTBA IO JIeNy, YHUKAIbHBIA HISHTH(UKATOD Jena;
KpaiiHue JaThl 1eja (ToMa, 4acTH);
KOJIMYECTBO JIUCTOB B Jielie (TOME, YacTH);

CPOK XpaHCHU: A€Jia C YKa3aHUEM IoJia, 10 KOTOPOro OCYHICCTBIACTCA XPAHCHHUC,



Ha CyAeOHBIX Jelax - TOJMUCh CYyIbH, pPacCMOTPEBIIETr0 JeNo, Ha Jelax o0IIero
JISIIONIPOM3BO/ICTBA - TIOJITUCH HAYAIbHUKA COOTBETCTBYIOIIETO CTPYKTYPHOTO MOIPa3IeTICHIIS;

apXuBHBIN mudp aena;

mometka " {7 ciry>keOHOTO MoTh30BaHuA" WITH TP OrpaHrUYeHHs 10ocTyna (P HATWIHH).

5.9. Ha o0noxkax [ell TIOCTOSIHHOTO CpOKa XpaHCHUsS MPEIyCMaTpPUBACTCS MECTO JIs
HAUMCHOBaHUS TOCYJapCTBEHHOTO apXuBa, B KOTOPBIM MepemaroTcs Jeja Ccylda - HWCTOYHHKA

KOMIIUICKTOBaHUA.

[Ipn u3MeHeHNHM HAaUMEHOBaHUS CyJa (CTPYKTYPHOTO MOApa3/AeieHUs Cyaa) B TCUCHHE MEPUOJa,
OXBaThIBAEMOI'0 JOKYMEHTAMH JI€J1a, Ha OOJIOKKE /IeJ1a YKa3bIBAaeTCsl IOCIEAHEe HAUMEHOBAHUE.

5.10. 3aronoBoK fena JOMKEH COOTBETCTBOBATEH (PaKTHIECKOMY COCTABY COJEPKAHHUIO TOKYMEHTOB
Jena.

Ecnmm nmeno cocTomT W3 HECKONBKHX TOMOB (WacTeil), Ha OOJOXKKY KaXIOrO Toma (4acTH)
BBIHOCHUTCS OOIIUI 3aTr0JIOBOK, a TAK)KE 3aroJIOBOK M HOMEP KaXKJI0ro ToMa (J4acTH).

ITpumep:

" JIoKyMeHTBHI OTIepaTUBHBIX COBeIIaHmii cyael B 2 Tomax. Tom Ne 1 - coBemanus cyaeit cyaebHoit
KOJUIETHH TI0 YTOJIOBHBIM AenaM';

" JIoKyMeHTBI OTIepaTUBHBIX COBEIIaHM cyaei B 2 Tomax. Tom Ne 2 - coBemanus cyaeil cyaeOHoit
KOJUJIETMH 0 TpakIaHCKUM Jiesiam'".

B 3aronoBkax men, coaepXkaliuxX KOMUHU JOKYMEHTOB, JEJacTCs YKa3aHHE Ha HaJU4he KOIWM.
[MomTMHAOCTH TOKYMEHTOB JIeNia B 3aT0JIOBKE HE OTOBapHBACTCH.

5.11. Ha o6noxke fena yKa3plBaloTCs KpaliHUE AAThl TOKYMEHTOB, TOMEIIEHHBIX B JIEJIO.

Ecnmu B f1eno BKITIOYEHBI JOKYMEHTHI, JaTa KOTOPBIX HE COBMANACT C JATOM Jiena, TO MOJ| IATOH ¢
HOBOU CTPOKH JieiiaeTcsi 00 3TOM 3amuch: "B jene uMeroTes JOKyMEHTHI 3a ... roji(bl)".

JlaTa nena He ykaspIBaeTCs Ha OOJIOXKKAxX JIEJ, COACpPIKAaIUX T'OJOBBIC IUIAHBI, OTYETHI U JIPyTHE
JIOKYMEHTBI, 1aThl KOTOPBIX OTPAYKAIOTCS B 3ar0JIOBKaX JIElI.

Hatamu fmem, coiepKalux paclopsAUTEIRHYI0 W HWHYIO JTOKYMEHTAIIWIO (IOKJIaabl, MHUChMA,
CTEHOTPaMMBI), SBIISIOTCS TAThI (YUCIIO, MECSII, TOA) PErHCTPaUU (COCTABIEHUs, TIOCTYIIEHHUS) CaMOT0O
paHHET0 U CaMoro MO3IHEr0 JIOKYMEHTOB, BKIIFOUEHHBIX B JIEJI0 (KpaiiHue JaThl e, JOKYMEHTOB).

Haroii nena, coaepkallero MNpOTOKOJbl 3acEelIaHui, SABISIOTCS JaThbl MEPBOIO M IOCIETHETO
MPOTOKOJIA, BKIFOUYEHHBIX B JEIIO.

I[aTOﬁ JIMYHOI'O ACJa SABJIAIOTCA AAThbl MOANHWCAHUSA IIPHUKA30B O MPUCME U YBOJIBHCHHHU JIMIA, HAa
KOTOpPOC OHO 3aBC€ACHO.

ITpu 0603HAYCHNH AThl TOKYMEHTA CHAYasa YKa3bIBACTCS YHCIIO0, 3aTEM MeCAI ¥ Toj. Yucio u rox
0003HaYaI0TCs apaOCKUMU 1 pamMu, Ha3BaHUE MECSIIIA - TPOITUCHIO.

Ecan naTa OOKYMCHTAa WM OTACJIBbHBIC €€ OJJCEMCHTBI OIIPCACIAIOTCA HpI/IGHI/ISI/ITeHBHO, Ha
OCHOBAHUHM aHaJin3a COACPIKAHUA NOKYMCHTA, TO AaTa WJIHW OTACJIBHBIC €€ 3JICMCHTBI, HC ABJIAIOLIUCCS
abCOIIOTHO JOCTOBEPHBIMHU, 3aKJIIOYAKOTCA B KBa/IPAaTHBIC CKOOKH.

5.12. KonndecTBo JIMCTOB HAa OOJIOKKE Jiea YKa3bIBACTCSl HA OCHOBAHUH JICTA-3aBEPHUTEIIS.

5.13. CpOK XpaHCHHA Ha 00JIOKKE AcJia YKa3bIBACTCA B COOTBCTCTBHUU CO CPOKOM XpPaHCHUA,
YCTAaHOBJICHHBIM HOPMATHBHBIMH IIPABOBLIMH aKTaMHU Poccuiickoit (I)e)lepaum/l, TUIIOBBIMU TIEPECUHAMU



JIOKyMEHTOB, [lepeuyHemM qOKyMEHTOB.

Ha nena, BHECEHHBIE B OIUCH JIeTT (TOXOBOM pa3zeil OMUCH JIeN) CyIa - HCTOYHHKA KOMITJICKTOBAHUS
TOCY/IapCTBCHHOTO apXMBa, apXUBHBIN MU(DP MPOCTABISACTCS IMOCIE YTBEPKICHUS OMUCH Ae (TOJ0BOTO
pasnena onucu nen) DK apxuBHOTO yUpekIeHHs U yTBEPKISHUS TpeIceaaTeeM Ccya.

5.14. ApxuBHbIH mudp BKIOYaeT B ceOs HOMepa: apXWBHOTO (OHIA, OMHCH JeJ, JOKYMEHTOB,
SJIVMHUILIBI XpaHeHHS - Jieia. Ha euHuIIaX XpaHEeHUs, CONCPKAIINX JOKYMEHThHI Ha OyMaKHOM HOCHUTEIIS,
apX¥WBHBIM TGP HAHOCHUTCSA Ha OOJIOKKY B JICBOM HW)KHEM M TIPAaBOM BEpXHEM yIiax B IENIAX
obecrieyeHus: yyera u uaeHTudukamuu. [Ipu 3ToM 0003HAaYEHUE, HAHOCUMOE B TIPABOM BEpPXHEM YTIIY,
nepeBopaunBaeTcs Ha 180 rpagycoB 1Mo OTHONICHHUIO K 0003HAYCHHUIO B JICBOM HIDKHEM YTITY.

5.15. Bo Bcex cyneOHBIX neiax, MOJICKANUX Tepeadye B apXUB Ha MOCTOSHHOE W BPEMEHHOE
xpanenue (cBopime 10 7eT), a Takke B Jelax M0 JIMYHOMY COCTaBY, COCTABIISIETCS BHYTPEHHSS OIHCH
JIOKyMeHTOB Jiena (mpunoxenue Ne 11 k nacrosiiein MaCTpyKImm).

BHyTpeHHs1s1 OUCh TOKYMEHTOB Jieja MO/IIIMBACTCS B HAYasIe Jiefa.
(a63an BBeneH Ilpukasom CynebHoro aenapramenta npu BepxoHom Cyne PO ot 29.05.2024 Ne 124)

JlucTel BHYTpEHHEH ONKCH JIOKYMEHTOB Jefla HYMEpPYIOTCS OTAEIBHO OT OOILIeH HyMeparuw
JOKyMeHTOB Jena. HWHdopMamuss o KoldudecTBE JHCTOB BHYTPEHHEH OMNHMCH [TOKYMEHTOB [elia
BKJIFOYAeTCs B JINCT-3aBEPUTEII.

U3meHeHne coctaBa TOKYMEHTOB Jena oTpaxkaercs B rpade "llpuMedanue” BHyTpeHHEH OmucH
JOKYMEHTOB JIeJla CO CCBUIKAMHU Ha COOTBETCTBYIOIUE AKTHI.

Ecnu neno Ha OyMa)kHOM HOCHTENE MEPEIUICTEHO WM MOAMNTO Oe3 OnaHKa BHYTpEHHEH ommcu
JOKYMEHTOB, TO COCTaBJICHHAasl II0 YCTAHOBJICHHOW (opMe BHYTPEHHSS ONKMCh IOIKJIEUBACTCA K
BHYTPEHHEW CTOPOHE JINIIEBOH OOJIOKKH JIeTa.

5.16. B ydeTHO-perucTpallMOHHBIX >ypHallax MOCTOSHHOTO M BpeMeHHoro (cBeime 10 Jjer)
XpaHEeHUs Nepe] UX Iepenadeil B apxuB paOOTHHKAaMHU OTAEJIOB, OTBETCTBEHHBIMH 3a BEIEHHE NaHHBIX
JOKYMEHTOB, OCYILIECTBIISIETCSI HyMEpaLus JIUCTOB U IPOU3BOANTCS 3aBEPUTEIbHAS HAIIHCh.

Ha o6nojxke perucTpanioHHOTO KypHaja WIM KHUTH COTJIACHO HOMEHKJIAType IpOCTaBIIAETCS
CPOK XpaHEHUS W yKa3bIBACTCS KOJIMYECTBO JINCTOB.

Hepez[ nepez[aqei/i B apXUB YYCTHO-CTATUCTUYCCKUX KapTOUCK pa60THI/IK OoTACJa ACIOMPOU3BOACTBA
IMPOBEPACT X HAITNYUC U 3aIIOJTHCHHUE BCCX MPEAYCMOTPCHHBIX PEKBHU3HUTOB.

[locne nepemayn nen B apXuB Y4€THO-CTATUCTUUECKUE KAPTOUKH JOJKHBI XPAHUTHCS B KAPTOTEKAX
(suKax, KapTOTEYHBIX MKadax) OTAENBHO MO YTOJIOBHBIM, TPAKJAHCKUM, aJJMHHUCTPATUBHBIM JIEJaM,
Jenam o0 aJMHHUCTPATUBHBIX NPaBOHAPYLICHUSAX B MOPSAAKE UX HOMEPOB IO rogaMm. B kaxxgom Tome
JIOJKHO OBITh He Oosiee 150 yueTHO-CTaTUCTHYECKHUX KapTodek, Ho He Ooinee 250 nmcToB.

VY4eTHO-CTaTHCTHUYECKHE KaPTOUKHU MePEIAloTCs B apXUB BMecTe ¢ a(haBUTHBIM yKa3aTesieM.
6. IlopsA0K YHUYTOKEHUS APXUBHBIX JOKYMEHTOB

(B pen. IIpukasza Cymebnoro aemnapramenta npu Bepxosaom Cyme PO
o1 09.01.2024 Ne 1)

6.1. Haxonmsammecs B apxuBe Jefla, MO KOTOPHIM HCTEK CpPOK XpaHEHHs, YCTaHOBJIEHHBII
neiictByromM [lepeuneM mOKyMEHTOB, OTOMpAalOTCsi K YHHUUTOXeHHIO. Pabora mo orbopy menm k
YHUYTOXXEHHUIO OCYIIECTBIISICTCS PAOOTHUKOM, OTBETCTBEHHBIM 3a padOTy apXHBa CyAa, €KETrOIHO.

Heﬂa U JOKYMCHTBI BKJIIOYAKOTCAd B aKT O BBIACICHHUM K YHHUYTOXCHHUIO JOKYMCHTOB, HC
MoJICKAIX XpaHCHUIO, C€CIIN Hpe,Z[YCMOTpeHHBII;’I I HUX CPOK XPAaHCHHA UCTCK K 1 sSHBapsd roJa, B
KOTOPOM COCTAaBJICH aKT.



YHUYTOXKEHUE JOKYMEHTOB JI0 MPOBEACHUS SKCIEPTU3bI LICHHOCTHU U YTBEPKICHUSA MPEACceaaTeIeM
Cylla ONHCEW [eN TOCTOSHHOTO XPAaHEHHWS M COTJIACOBAHWS OMNHCEW JIel IO JIMYHOMY COCTaBy
3amperaeTcs.

6.2. Ha ocHOBe MpeiioKeHH K aKTy O BBIJICICHUH K YHUUTOKECHUIO JOKYMEHTOB, HE MOJICKAIINX
XPaHEHWIO, COCTABJIEHHBIX IO Pe3yJabTaTaM 3KCIIEPTH3BI IEHHOCTH B CyJAeOHON KOJUIErHH, CyneOHOM
COCTaBe, TIOCTOSHHOM CYJSOHOM TMPHUCYTCTBHM, CTPYKTYPHOM TMOAPA3JCIICHUN Cyna, pPaOOTHHUK,
OTBETCTBCHHBIN 32 pabOTy apXuBa Cyja, COCTABIISET COOTBETCTBYIOIINH MPOCKT akTa (mpuiioxkenue Ne 13
K Hacrosmed MHcTpykumn). VYKazaHHBIA TPOEKT  MOJMUCHIBAETCS  HAYaJbHUKOM  OTIeNa
JISIIONPOU3BOJICTBA (00IIEro oTAea).

[TpoekT akTa O BBIICICHUM K YHUYTOKCHHIO JOKYMECHTOB, HE MOUICKAIIMX XPaHCHUIO,
NPE/ICTABIICTCS Ha COTJIACOBAHUE HKCIIEPTHON KOMHCCHHU Cy/a, 3aTE€M HAIpaBIIsIeTCsl HA PaCCMOTPEHHE
OIIK apXuBHOTO y4pexJeHusi (€cu CyJ BBICTYNACT UCTOYHHKOM KOMIUICKTOBAHHS TOCYIapPCTBEHHOTO
apXWBa WIM Ha OCHOBAaHHMH COOTBETCTBYIOLIErO JOrOBOpA), MOCIE YEro YTBEPIKAACTCS IpeicenaTesieM
cyna.

6.3. Ilpu cocraBieHMH aKTa O BBIJICJICHHH K YHHUYTOXXEHHUIO IOKYMEHTOB, HE TMOJUIekKAIINX
XPaHEHUIO, TOJKHBI COOJTIOAThCS CIICIYIOIINE TIPaBUJIa;

Acja pacrojararoTcsa B aKTe 1o roaM X paCCMOTPEHMS B MOPAAKE BO3paCTaHHUA HOMEPOB ACJI;

B KOHIIC aKTa JIeJIacTCs 3aliCh O TOM, YTO M3 JIeN (CyAeOHBIX JIeN) U3bSITHI MOATMHHUKA CyIeOHBIX
aKTOB, JINYHBIC JOKYMEHTHI.

6.4. AXTBI O BBIJENIGHUHM K YHHYTOXKCHHIO JOKYMEHTOB, HE TMOMJISKAIINX XPaHEHUIO,
paccMaTpUBAIOTCA U COIJIACOBBIBAIOTCS HA 3aCEIaHUU DKCIEPTHOM KOMHUCCHU CyJa OJHOBPEMEHHO C
OTHCSAMH Ha JIeJa MOCTOSHHOTO XPaHEHHS, U 110 INYHOMY COCTaBY.

ITocne yrBepxkaeHUs MpeacenaTeneM Cyna ONUCcen 11 OCTOSHHOIO CPOKa XPAHEHMs], OIIUCEH 1eT
10 JIMYHOMY COCTaBy, aKTOB O BBIACJICHUH K YHUUYTOXCHHIO JOKYMCHTOB, HC NOLJICKAIIUX XPaHCHHIO,
JieNia, BbIJICJICHHBIE 110 AKTy K YHUYTOXEHHIO, MOTYT OBITh YHUYTOKEHBI.

6.5. Jlema c¢ ormerkoi "JOIIK" mnomiexar momucTHOMY (JUIsl 3JEKTPOHHBIX JOKYMEHTOB -
HOJOKYMEHTHOMY) IIPOCMOTPY B HEJSAX BBISBICHUS apXUBHBIX JOKYMEHTOB, MOJIEKAIINX TIOCTOSHHOMY
XpaHeHHIO. BBISBICHHBIE B TaKUX JeJlaX JTOKYMEHTHI IIOCTOSIHHOTO CPOKa XPaHEHWS BBIICISIOTCS U
HPUCOEIUHAIOTCA K OJHOPOAHBIM JieJIaM COOTBETCTBYIOILETO I'OJOBOTO pasfena Wi (GpopMHUPYIOTCS B
OTZAENbHBIC JeTIa.

OcTaBmmecss TOKYMEHTBl BPEMEHHOIO CpPOKa XpaHEHHs BKIIOYAIOTCS B aKT O BBIACICHUHM K
YHUUYTOKEHUIO JOKYMEHTOB, HE MOJJISKAIIMX XpaHeHuto. [Ipu BKIIOYEHWH B aKT JOKYMEHTOB,
BBISIBIIEHHBIX TPU MPOCMOTpE AeN co cpokoM xpaHeHus ¢ orMmeTkoil "OIIK", otmerka "OIIK" B akte He
YKa3bIBAETCHL.

6.6. 13 oToOpaHHBIX K YHUYTOXKEHHIO CYyAeOHBIX Jenl (TpaXIaHCKHX, aIMUHUCTPATUBHBIX,
YrOJIOBHBIX, 00 aJMHMHUCTPATUBHBIX NPABOHAPYILIEHHUAX) HA IIOCTOSHHOE XpaHEHHWE HEOoO0XOIUMO
W3bIMAaTh MOJJIMHHUKH CyJIeOHBIX aKTOB, BHIHECEHHBIX 110 CYILECTBY JI€N1a, a TaKXKe CyJeOHBIE aKThl CylI0B
aNeJUISIIMOHHOM, KaCCallMOHHOM M HA/I30PHOM MHCTAHLIUN, BBIHECEHHBIE 10 pE3yJbTaTaM PacCMOTPEHHUS
amneJUIALIMOHHBIX WM KacCallMOHHBIX >Kayo0 (MpeAcTaBieHui) MO0 MepecMoTpa pelleHHd cyna B
MOpsZIKE HA/30pa.

W3 ipexpaieHHsIX e, eI 10 MCKaM, OCTaBICHHBIM 0€3 PacCMOTPEHUS, H3BIMAIOTCS MO UTHHHUKH
OIpeIeJIeH I O TPEKPAICHIH TIPOU3BOICTRA 10 JIeNTy, 00 OCTABJICHUH UCKa 0€3 pacCMOTPEHHSI.

Ha Bcex CyI[€6HLIX aKTax MPOCTABJIAKOTCA PECrUCTPALIMOHHBIC HOMCPA [Jijia, HOMCP MMPOU3BOJICTBA,
YHHKaHBHLIﬁ I/IJIeHTI/I(i)I/IKaTOp Aciia, U3 KOTOPOro OHH HU3BATHI. 3aTreMm JOKYMCHTBI IMOJUIMBAIOTCA I10
MOPAAKY HOMCPOB ACJI B OTACIIBHBIC ACJIa U TIOMEIArOTCA B TBEPAYIO O6J'IO)KKy.

[IproOiieHHbIe K CyeOHOMY JeNly 3IeKTPOHHBIE HOCUTENIN HHPOPMaK (AUCKH, TUCKETHI, (hiem-



KapThl) YHUUYTOXAIOTCS OJHOBPEMEHHO C JIEJIOM NyTeM UX (U3UYECKOr0 YHHUUTOXKCHUS HIIH
YHHUYTOXKEHUS MPOTPAMMHO-TEXHHYECKUMHU CPEICTBAMHU.

6.7. Ilpu orbope K YHUUYTOXKCHHUIO MAaTEpPHANOB, PACCMOTPEHHBIX B MOPSAKE TPaKAAHCKOTO,
aJMUHUCTPATUBHOIO, YIOJOBHOI'O CYAONPOU3BOACTBA, a TaKXKe IPOMU3BOACTBA II0 JAeidaM 00
aJMUHUCTPATUBHBIX [IPABOHAPYIIEHUSX, U3 HUX M3BIMAIOTCS MOJUIMHHUKU CyJeOHBIX aKTOB, B TOM YHCIIE
BBIIIECTOSIIINX CYJOB, KOTOpbIE (POPMHUPYIOTCS B COOTBETCTBYIOLICE 10 PAOOTHUKOM apxHBa CyAa H
NepeaoTcs Ha IIOCTOSIHHOE XpaHeHue ¢ coOMroieHueM TpeboBanuii HacTosmeld MHcTpykuuy.

6.8. U3 APXUBHBIX AJOKYMCHTOB, MNOQJICKAIINX YHHYTOXCHHIO, OCTAIOTCA Ha XPAaHCHHUC JIMYHBIC
JOKYMCHTBI (r[acnopTa, BOCHHBIC 6I/IJ'I€TI:I, TPYAOBBIC KHUKKH U OAPYTUC JIMYHBIC I[OKyMeHTI)I), KOTOPBIC
MOMEIIAIOTCA B OTACJIBHYIO MAIKy, COACPKAILYIO BHYTPCHHIOKO OIMUCH JOKYMCHTOB. B onuce BHOCSTCS:
(baMI/IJ'II/IH, uMs, OTYECTBO BJag€jiblila AOKYMCHTA, HAWMMCHOBAHUE JOKYMEHTa W HOMEp [JfJia
(HpOI/ISBOI[CTBa), N3 KOTOPOTO OH U3BAT, I'0Jl PACCMOTPCHUA [CJIa, HOMCP U JaTa aKTa 00 YHUYTOXCHUN
JAcia. HCBOCTpC6OBaHHBIe JIMYHBIC OOKYMCHTBI XpPaHATCA B apXuBC Cyada 75 JICT, IIOCJIC 4YE€ro
YHHUYTOXKAKOTCA.

6.9. ApxuBHBIE TOKYMEHTHI, IIO/JIEKANINE YHUYTOKCHHIO, IEPEeNaloTCs Ha YTHIU3AIUI0 B
OpraHM3aIliy, 3aHUMAFOIINECs TIePEPadOTKON BTOPCHIPHSI.

B ciyuae orcyTcTBHA OpraHu3aunui, NPOU3BOASIINX YTHIM3ALMIO B JAHHOM PErHMOHE, JOKYMEHTEI
YHHUYTOXKAIOTCS CIIELUAIBHO CO3JAHHONM Ha OCHOBAaHMU PACIOPSDKEHUs Ipejcenarens cyAa KOMUCCHER
MYTEM COMOKEHUS MJIH MEXaHHYECKOH mepepabOTKU, O YeM COCTaBIISETCS aKT.

6.10. Ilepen mepegadeii Ha YHUYTOXKEHHE JOKYMEHTHI YIIAKOBBIBAIOTCS, 2 B HEOOXOIUMBIX CITydasx
omevateiBatoTcs. [lepegaya odopmisieTcss MpUEMO-CAATOYHONW HAKIagHOM (akToM), B KOTOPOH
YKa3bIBAIOTCS 1aTa epeavyr, KOJMYECTBO BKIIFOUCHHBIX B KT JIEN U IPYTUX JOKYMEHTOB, BeC OyMasKHON
MaKyJIaTypBhl.

6.11. JlokyMeHTBI, UMerolHe MOMeTKy "J[s ciy)keOHOro MoJb30BaHHA", a TAKXKe COACpIKAIIUC
MH()OPMALMIO OrPaHUYEHHOTO JOCTYIA, MJOJDKHBI YHHUYTOXKAThCS B Cyle IYTEM MEXaHH4eCKOTro
U3MeIbYeHUS (IIPEANPOBAaHMS) WIM HHBIM CHOCOOOM, HMCKIIOYAIONIMM BO3MOXKHOCTH BOCCTAHOBHTH
coJepKaHue JOKYMEHTOB. byMakHbIe OTXOIbI TMEPEJaroTCs B OpraHU3aldio, 3aHHUMAaIOUIYIOCS
nepepadoTKOH BTOPCHIPHSI.

(B pen. Ipukasa Cyne6Horo nenapramenta npu BepxosHom Cyzne PO ot 29.05.2024 Ne 124)

6.12. Tlorpy3ka, BBIBO3 Ha YTHIM3AIWIO W YTWIN3AIUA OCYIIECTBISIOTCS IIOJ KOHTPOJIEM
YIOJIHOMOYEHHOTO PabOTHUKA Cy/Ia.

6.13. AkTBI O BBIACJICHUHN K YHUYTOKCHHUIO JOKYMCHTOB, @ TAKXC JOKYMCHTBI, IOATBCPKAAOIINUC
(I)aKT yTUin3anuu, moJuInBarOTCA B OTI[GJ'ILHBII\/’I Hapgaa B XPOHOJIOTUYCCKOM ITOPAIKE.

B perucrpanuonHbsix kypHasiax (rpada - npuMeyaHHe) WM yYETHO-CTATUCTUYECKHUX KapTOUKax
(crienanbHBIN MyHKT WM CBOOOJHOE IOJie) JieNaeTcsi OTMETKa 00 YHHUTOXXCHUH Jiea C yKa3aHWeM
HOMeEpa, JaThl aKTa U MPOTOKOJIA 3aceJaHtsI SKCIIEPTHON KOMUCCHH Cyia.

OtmeTKa 00 YHUYTOXCHUU A€JIa TPOCTABIACTCA TAKIKEC B COOTBGTCTBymH.IGﬁ OITKUCH IECII.

6.14. 3anpemaercst HCNIOJIB30BaHHE OTOOPAHHBIX K YHUUTOXKECHHUIO JIEH JJIsl XO3SHCTBEHHBIX HYX/I.

7. Ilepenaua ges (371eKTPOHHBIX J1e) B apxuB cyaa. [lopsigok
XpaHeHUs] apXUBHBIX JeJ1 (3JIEKTPOHHBIX APXUBHBIX J1€J1)

7.1. Jlena moOCTOSSHHOTO XpaHEHWs, BpeMEHHBIX (CBbIIe 10 JIET) CPOKOB XpaHEHUs MEPeIaroTCs B
apxXuB CyJla HE TO3[[HEee YeM dYepe3 IIeCTh MECAIEB IOCje 3aBEpIICHHs 17 B JEJONPOU3BOJCTBE I10
ONHUCSAM JeN CYINeOHBIX KOJUISTHH, CYIeOHBIX COCTAaBOB, ITOCTOSIHHBIX CYIEOHBIX MPUCYTCTBHHA H
CTPYKTYPHBIX ToApasneneHuii cyna (mpwioxkenuss Ne 3, 4 x Hactosmiedt MHcTpykumm). OkoHYaHUE
MPOU3BOJCTBA IO CYACOHBIM JeJIaM OMpeACNseTCs] B IMOPSIKE, YCTaHOBICHHOM COOTBETCTBYIOIICH
WHCTPYKIMEH M0 Cy1e0HOMY eTONPON3BOICTBY.



(8 pen. IIpukasza Cynebnoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

JIOKyMEHTBI 10 JHYHOMY COCTaBy CyAE€H KACCAITMOHHBIX CYIOB OOIIEH IOPUCIUKIINH,
amneJUISIUOHHBIX CYZ0B OOIICH FOPUCAUKIIMY, BEPXOBHBIX CYJIOB PECIYOJIMK, KPacBbIX M O0JIaCTHBIX
CyJIOB, CYJIOB TOPOIOB (elepallbHOTO 3HAYCHHS, CYJI0B aBTOHOMHOUM 00JacTh W aBTOHOMHBIX OKPYTOB
nmepesaroTcss B apxuB cyga mo wucredeHndn 10 et co AHA OCBOOOXKICHHWS OT JOJDKHOCTH CYIbH
(oTumcnenus u3 mraTa cyaa); heaepantbHbIX FOCYIaPCTBEHHBIX TPAXKIAHCKUX CIyXKAIlUX - IO UCTCYCHUU
10 neT co AHs yBOJIBHEHHUS.

(8 pen. Ipukasza Cynebuoro nenapramenta npu Bepxosaom Cyae PD ot 14.06.2022 Ne 97)

7.2. Pemenue Ha riepenavy B apXuB CyJIeOHBIX JIEN, MPOU3BOACTB U MaTEPUAIOB MPUHUMAET CYIIbs,
WX PacCMOTPEBIIUM, a MPU €ro OTCYTCTBHM - MpeiAcelnaTellb cynaa (CyneOHOW KOJUIETHH, CyIeOHOro
COCTaBa), €ro 3aMeCTUTENh WJIH WHOE YIOJIHOMOYCHHOE MpelcenaTeNeM Cylaa JHIo (B TMOCTOSHHOM
cyneOHoM mpucytcTBuM). [Ipm 3TOM Cyabsi TPOBEpSET COCTOSIHME KaXJOro CyJIeOHOTo Jena,
MPOU3BOICTBA WJIM MaTepUaa.
(m. 7.2 BBeaen [Ipukazom Cymebnoro nemapramenta npu Bepxosuom Cyzae PD ot 09.01.2024 Ne 1)

7.3. Pemrenne Ha miepeqady B apXUB Cy/Ja HOMECHKIATYPbI, )KyPHAIOB U yYETHO-CTATUCTUYCCKUX
KapToYeK MPUHHUMAET Ipejacenaress cyaa (cyneOHOi Komiernu, cyieOHOro cocTaBa), €ro 3aMeCTHTEIb
WK HHOE YITOJTHOMOYCHHOE TPeCceaaTeNIeM Cy/ia JIUIO (B MOCTOSHHOM CyIcOHOM MPUCYTCTBHM).

(1. 7.3 BBeaeH Ilpukaszom Cyaebroro aenapramenta mpu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

7.4. Pemienue Ha mepenady B apXuMB HHBIX JOKYMEHTOB CyJa IMPUHHMaeT HauyalbHHUK OTAeNa
JIeIONPOn3BoIcTBa (00IIEero OT/Aena) cyaa, WHOE VYIOIHOMOYEHHOE IMpelcenareieM cyaa Juio (B
MOCTOSTHHOM CYJICOHOM MPUCYTCTBHH).

(. 7.4 BBenen [Ipukazom CynebHoro nenapramenta npu Bepxosuom Cyzae P® ot 09.01.2024 Ne 1)

7.5. JlokymeHTsl BpeMeHHBIX (10 10 j1eT) cpokoB XpaHeHHs WK "IMO MHHOBaHWS HaAOOHOCTH" B
apXuB cyJia 1o o0IeMy IpaBHLy He NepeaaoTcs.

B cooTBeTcTBUM C pacnopsDKeHUEM Tpeaceaarens cy/a B UCKIIOUUTENbHBIX cly4asX (OTCYTCTBUE
BO3MOXXHOCTU 00€CHEeUEHHsI COXPAHHOCTH, COOTBETCTBYIOIIMX HMOMEIEHUN JUIsI MX XPAaHCHHS M MHBIX)
JOKYMEHTBI BpeMEHHBIX (10 10 51eT) cpoKOB XpaHEHHUsS WK "0 MHUHOBaHHS HAJAOOHOCTH" Jiea MOTYT
OBITH TIEpeaHbl B apXUB CyJ1a TI0 COOTBETCTBYIOIIMM OIHCSM.

[MoxroroBka nen BpemeHHBIX (110 10 j1€T) CPOKOB XpaHEHHs WK ""10 MUHOBAaHUS HalOOHOCTH" st
mepeaadr B apXWB, a TaKKe IMepefada TaKuX Jed B apXUB Cyla OCYIIECTBISETCS B COOTBETCTBHH CO
CpOKaMHU, YCTaHOBJIEHHbIMU ITyHKTamu 5.1, 7.1 Hacrosmeit MucTpykuun.

Takue nmema odopmirstoTcss pabOTHHKaMH, OTBETCTBEHHBIMH 3a JIETIONPOM3BOJICTBO B CyIEOHOMN
KOJUIETHH, CYJICOHOM COCTaBe, IOCTOSIHHOM CYZcOHOM MPUCYTCTBHH, CTPYKTYPHOM TOJIpa3ICiICHUH CY/Ia,
CIIEIFOIIAM 00Pa30M.

Jena mommmBaroTcs, Ha OOJIOKKE YKa3bIBAIOTCS: HaWMMEHOBAaHWE CYZa; 3arojIoBOK jena (Toma,
YyacTH); MHJEKC Jejia 10 HOMEHKJAType; (aMuius, WMs, OTYECTBO OCYXKICHHOI'O JIMIA W TOJHOE
HaUMEHOBAaHUE CTaTbU YTOJOBHOro Kojekca Poccuiickoil ®@enepanuu, Mo KOTOPOM JHUIIO OCYXACHO;
(haMwuIHs, MHUIMAIBI HCTIA, OTBETYMKA (HAUMEHOBAaHUE OPTaHM3AINN); CYTh UCKa (3asBJICHHS); KpaliHue
JIaThl JieJla; HOMEP MPOM3BOJCTBA IO JEYy, YHUKAJIbHBIA HIACHTHU(OUKATOpP Jelia; HOMEP TOMa; CPOK
XpaHEHUs Jena C yKa3aHHWeM Toja, 0 KOTOPOTO OCYIIECTBISETCS XpaHEHWE; IIOANUCH CY/AbH,
paccMOTpeBLIEro A€o (¢ paciuppOBKON HOAUCH).

[lo ncreuennn cpoka XpaHEHHUS WM 110 MUHOBAaHWHU HAJTOOHOCTH JOKYMEHTH BpeMeHHBIX (10 10
JIeT) CPOKOB XpaHEHUs WM "0 MUHOBaHMSA HAaJOOHOCTH" YHHUUYTOXAIOTCSA B MOPSIKE, YCTAaHOBICHHOM
Hacrosiel MHcTpykuueid, o yem cocrtaBisieTcs akT (mpunokeHue Ne 13 k Hacrosimeit MHCTpyKIum).
IIpennoxxeHust K aKTy O BBIJICIEHHH K YHHYTOXKEHHIO JTOKYMEHTOB, HE TIOJUIEKAIINX XPaHEHHIO,
npeyCMOTpeHHbIe a03ameM 4eTBepThiM TNyHKTa 4.11 Hacrosimeidr WHCTPYKIMHM, COCTaBIISIOTCS
paOOTHUKaMM, OTBETCTBEHHBIMH 3a JIEJIONPOM3BOACTBO B CYAEOHOH KOJJIETMH, CyIeOHOM COCTaBe,
MOCTOSTHHOM CYZIeOHOM NMPHUCYTCTBHUH, CTPYKTYPHOM HOJPA3/IEICHUH CyJa COOTBETCTBEHHO.



(myskT B pen. Ilpukasza Cymednoro nemapramenta mpu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

7.6. DIEKTPOHHBIE TOKYMEHTHI BPEMEHHBIX CPOKOB XpaHeHuUs 0 10 JIeT BKIFOUNTEIHHO XPAHSITCS B
TEYCHHUE YCTAHOBIICHHOTO CPOKA B MH(MOPMAIIMOHHOW CUCTeME (XPaHMIIHILE 3JIEKTPOHHBIX IOKYMEHTOB) B
¢dopmare, B KOTOPOM OHH OBUIM CO3J[aHBI WJIM BKJIFOUEHBI B HH(OPMAIMOHHYIO CUCTeMy. B apxuB cyna
TaKue IOKYMEHTBI HE MTepeIatoTCsl.

7.7. Tlepenava nena, B TOM yHcle el BpeMeHHbIX (1o 10 jeT) cpokoB XpaHeHHs WM 1O
MWUHOBaHHS HAaJOOHOCTH'", B apXHB CyJa OCYIIECTBISIETCS MO TpaduKy, COTIACOBAHHOMY C CyA€OHBIMU
COCTaBaMH{, CYAEOHBIMH KOJUIETHSIMH, IIOCTOSIHHBIMU CYACOHBIMH TNPHCYTCTBHSMH, CTPYKTYPHBIMH
NoJpa3aeNCHUsAMH, NIEPEAAIONINMU TOKYMEHTHI B apXHB, M YTBEPKACHHOMY TIpeicelaTeNeM Cyaa.

(mynkr B pen. [lpukasza Cyneonoro nenapramenta npu Bepxosaom Cyzne P® ot 09.01.2024 Ne 1)

7.7.1. Ilpm mepemaue AOKYMEHTOB Ha OyMa)XHOM HOCHTENE B apXuB cyAa pabOTHHKOM,
OTBETCTBECHHBIM 32 PabOTy apXHBa Cyia, MPOBEPSIOTCS:

COOTBCTCTBUC 3arojioBKa nAe€ja I0 OIMCU OS] CTPYKTYPHOI'O IOApasACICHUsS COACPKAHUIO
JOKYMCHTOB B JICJIC,

MPaBUIBHOCTH OOPMIICHHS M TPYMITUPOBKH JTOKYMEHTOB, BKIIOUEHHBIX B JIEJIO;
Ka4eCTBO MOIIIMBKY WIIU MEpeETIeTa IeNa;

MIPaBUJIBHOCTh HyMepalliy JIUCTOB JIeNa;

MIPaBUIBHOCTh COCTABJICHUS BHYTPEHHEH OMMCU TOKYMEHTOB JieJia (IIpU HaJIMYUH);
HPaBHIBHOCTH OPOPMIICHUS OOIOKKH JIeNa;

HaJIM4YHUE U MPABWIBHOCTD 3aIIOJTHEHMS JTUCTA-3aBEPUTENS Iea.

Bce BbIsSBICHHBIC NPU TPOBEPKE HEAOCTATKH B (POPMHUPOBAHMM U OPOPMIICHUHU N7 PaOOTHUKU
CyleOHOTO COCTaBa, CyAeOHOW KOJJIETHH, TOCTOSHHOTO CyIeOHOTO TPUCYTCTBHUS, CTPYKTYPHOTO
noipa3AeNeHus 00sI3aHbI YCTPaHUTh.

(moamyskt B pea. Ipukasa Cyne6Horo menapramenta mpu Bepxosaom Cyme PD ot 09.01.2024 Ne 1)

7.7.2. Ilpuem-niepesaua TOKYMEHTOB B apXHB CyJla TIPOU3BOAUTCS paOOTHUKOM, OTBETCTBEHHBIM 32
paboTy apxuBa cyna, B IPUCYTCTBUU pabOTHUKA CyJeOHOro cocTaBa, CyAeOHOH KOJIErHH, TIOCTOSIHHOTO
Cy/IeOHOTO TPHUCYTCTBHS, CTPYKTYPHOTO MOApasfeNieHusl cyna. B oTMeTke o mpueMe el B KOHIE
Ka)XJIOTO SK3EMILISIPa OIHCH JIeN YKA3bIBAIOTCS KOJIMUYECTBO (PAKTHUECKH MPUHSTHIX B apXUB JIel, HOMepa
OTCYTCTBYIOIIMX J€Jl, AaTa MpueMa-epeaadn, a TakKe MOANNCH U paciIu(pPOBKH NOANHMCEH yKa3aHHBIX
PpabOTHHUKOB.

(momnyHkt B pen. [Tpukaza Cyne6Horo nenapramenta nmpu Bepxoaom Cyne PO ot 09.01.2024 Ne 1)

7.8. llepenmaua SNEKTPOHHBIX [JOKYMEHTOB B apXWB IPOU3BOJUTCS Ha OCHOBaHMM OIHUCEH
EKTPOHHBIX JIeT CyAEeOHOr0 cocTaBa, CyAeOHOHM KOJJIErHH, CTPYKTYPHOTO MOJpa3felieHHs cynaa IIo
WHQOPMAIMOHHO-TEIEKOMMYHHKAIIMOHHOW ceTH (TIpM HAIMYMK B apxuBe cylda HHPOPMAIMOHHON
CHCTEMBbl) WK Ha (U3NUECKH 000COOIEHHBIX MaTepHUANbHBIX HOCHUTEISX, KOTOPBIE MPEICTABISIOTCS B
JIBYX UIEHTUYHBIX DK3EMIUIIpax.

TexHuueckoe COMPOBOXKJICHHE MO OOECICUSHHIO Iepeaayr AJIEKTPOHHBIX JOKYMEHTOB B apXWB,
CBSI3aHHOE C HACTPOMKOH NPOTrpaMMHBIX KOMIUIEKCOB W HUX (YHKIMOHHPOBaHHEM, a TaKKe
YIIOCTOBEpPEHHE KauecTBa Tepe/laBaeMbIX €MHHUI] XPaHEHHUs SJICKTPOHHBIX JIOKYMEHTOB 00eCreunBacTCs
pabOTHUKaMH, OTBEYAMOIIMMHU 32 (YHKIHOHHPOBaHUE MH()OPMAIIMOHHBIX TEXHOJOTHH B CyJle, a TaKKe
pabotHukamu ¢punuanos PI'bY MAL CyneOHoro nenapraMeHTa.

7.8.1. Ilpm mnepenaue SNEKTPOHHBIX JOKYMEHTOB B apXWB CyAa BBIIOJHSIOTCS CIEIYIOLINE
OCHOBHBIE TIPOIIETYPHI pa0OTHI C TIOKYMEHTaMMU:



¢opmupoBaHue B HHPOPMALUOHHOM CHCTEME CyAa OJCKTPOHHBIX €N, SIBISIOMINXCS
COBOKYITHOCTbO KOHTEHHEPOB IEKTPOHHBIX JOKYMEHTOB MM KOHTEHHEPOM 3JIEKTPOHHOI'O JTOKYMEHTa,
CoJepKalllMM KOHTEHT M METaJaHHbIE SJIEKTPOHHOTO IAOKYMEHTa, (aiiibl 3IEKTPOHHBIX MOAMUCEH H
BU3yaJIM3UPOBAaHHYIO KOMHIO TEKCTOBOTO 3JIEKTPOHHOT0 TIokyMeHTa B popmaTe PDF/A;.

(hopMHpOBaHUE ONMHCH SIEKTPOHHBIX JIEN, TOKYMEHTOB CyJeOHOTO COCTaBa, CyAeOHON KOJJIETHH,
CTPYKTYPHOTO TTOJIPa3ACICHHUS Cy1a;

MPOBEPKA apXMBOM Cy/a DJICKTPOHHBIX JOKYMCHTOB HA HAJHYHE BPEIOHOCHBIX KOMITBIOTEPHBIX
POTPaMM;

MMPOBCPKAa BOCHPONU3IBOAUMOCTH IJICKTPOHHBIX TJOKYMCHTOB,

MpoBepKa (HU3MUECKOTO M TEXHUYECKOTO COCTOSHUS HOocuTened (mpu repenade 3JIeKTPOHHBIX
JIOKYMEHTOB B apXUB CyJia Ha (hU3HUECKU 000COOICHHBIX MaTePUAILHBIX HOCUTEISX ).

7.8.2. TlpueM  DJIEKTPOHHBIX  JOKYMEHTOB B  apXWB cyaa 10  HH()OPMAIMOHHO-
TEIICKOMMYHUKAIIMOHHON CeTH (IPH HAJIMYHMK B apXWBe Cyla HWH()OPMAIHMOHHOW CHCTEMbI) WU Ha
(u3nYeCKu 000COOJICHHBIX HOCHUTEISAX O(POPMIIIETCS COCTABJICHUEM HMTOTOBOW 3allUCH B KOHIIE OITUCH
AJNEKTPOHHBIX JIeJl, B KOTOPOH IU(paMH U MPONKCHIO YKa3bIBAETCS KOINYECTBO (DaKTUYECKU MPUHSTHIX B
apXWB JICKTPOHHBIX JIEJI U 3JEKTPOHHBIX JTOKYMEHTOB. ITOroBasi 3amuch MOATBEPIKIACTCS MOIITUCIMU
pabOTHHKA, OTBETCTBEHHOT'O 3a paboOTy apxuBa Cy/a, U paOOTHHUKA, TIEPEIaBIICro IEKTPOHHbBIC Jeia U
JMOKyMeHTBI. Ilpy TpreMe Ha apXWBHOE XpaHEHHE O3JCKTPOHHBIC JeNia 3aBEPSIOTCS DICKTPOHHOU
HOMUCHIO TIPEICEeaTeNIs Cy/Ia WITH YITIOJTHOMOYEHHOTO MM JIHIIA.

7.8.3. Ilocme mpuema B apXWB OJJIEKTPOHHBIX JOKYMEHTOB Ha (U3NYECKH 000COOIIEHHBIX
MaTepHaJbHBIX HOCHTENAX BKIAJBIIH, TMOMEIICHHbIE B (QYTISAp €AWHUIBI XPaHEHUS B CTPYKTYPHOM
HO/pa3IeNICHNH, 3aMEHSIOTCS Ha BKIIAIBIIIHN, OOPMIICHHBIE B apXUBE.

Ha Bknangeime, momeniaeMoM B (GYTIAp EAWHHUIBI XpaHEeHUs, OQOpPMIIEMOM B apXUBE,
YKa3bIBalOTCS:

HauMeHOBaHHWe cyza (TI0JTHOe, COKpaIleHHOe);
HOMep (OH/Ia;

HOMEp OIHCH AIIEKTPOHHBIX JIET;

HOMED JieJia 10 OTIHCH;

OTMETKa O CTaTyce B3K3eMIUIIpa 3JIEKTPOHHBIX JOKyMeHTOB: "OcH." (ocHOoBHOH) nim "Pal."
(paboumii);

KpaifHHe JaThl JOKYMEHTOB 3JIeKTPOHHOIO JIeTa;

IpU HEOOXOOUMOCTH O(OPMIISIIOTCS JOTONHUTEIbHbIE OTMETKM OO0 OrpaHMYeHHH JOCTyla K
JIOKyMEHTaM.

Bxuagpimn nomemaercss B QyTisip ¢puznueckn 000COOIEHHOIO MAaTEPHAIbHOTO HOCHUTEINS TaKUM
00pa3oM, 4TOOBI HAJITMCH HA HEM ObUTH BHIIHBI TIPU 3aKPHITOM QYTIIspeE.

Hapmucn Ha BKIanmeliax MeYaTarOTCs WM HAHOCATCS OT PYKH pa30OpYHMBBIM  TIOYEPKOM
CHEIUATBbHBIMA  BOJOCTOMKMMM 4YepHWIaMH. BO3MOXXKHO HCHONB30BaHME IITAMIOB U JIPYTHX
AHAJIOTUYHBIX CPEICTB.

7.9. Ilpu mpueme SNEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE B apXUB YUYHUTHIBAIOTCS (DAKTOPBI:
OTpaHUYECHUS Ha IIPUEM DJIEKTPOHHBIX JOKYMEHTOB; 3aBEPLICHHOCTb IIPOLECCA CO3AAHUS 3JIEKTPOHHOTO
JIOKYMEHTA; HaJU4Me 3aKOHOJATEJBHBIX AKTOB, IPEMATCTBYIOIIMX IIE€peaade 3JIEKTPOHHOIO JTOKYMEHTA;
Hanu4yue HeoOXOAMMON COMPOBOJIUTENFHON JOKYMEHTAllMH; COOTBETCTBHE THIA JJIEKTPOHHOTO



000pymOBaHUS Pa3IUYHBIM PEKMMaM XPaHEHHUS IIEKTPOHHBIX IOKYMEHTOB.

7.10. Jlema, mo KOTOpPBIM CcyAcOHBIE pEIICHWS HE OOpameHbl K HWCIOJHEHHIO B IOPSIIKE,
MpeTycMOTpeHHOM HHCTpYKIusMu Ne 36, 161, B apxuB cyia He IepeatoTcs..

Ha y‘ICTHO-CTaTI/ICTH‘ICCKOﬁ KapTO4YKE ACIACTCA OTMETKA O I€peaadue acjia B apXus.

7.11. TloctymuBme B apxWB Cyda Jela M Jpyrue IOKYMEHTHl XpaHsarcsi 1o ¢GoHIaM B
XPOHOJIOTHYECKOM TIOPSIIIKE.

7.12. ApxuBHBIE JIeTla CHCTEMATH3UPYIOTCS COTIACHO OMUCSM JIEN U TIOMEIIAI0TCS B KOPOOKH.

Ha kopeiike 00JI0KKH Kax10i KOPOOKHM yKa3bIBAIOTCS HAYAIbHBIC U KOHCYHBIC PErUCTPAIlHOHHBIC
HOMeEpa J1eJ1, TOMEIIeHHBIX B KOPOOKY.

8. CripaBo4HO-TIOUCKOBBIE CPEACTBA K APXMBHBIM JOKYMEHTaM

(B pen. [Ipukaza CynebHoro nemapramenta npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

8.1. Cucrema CrnpaBOYHO-TIOUCKOBBIX CPEJCTB BKIIIOYACT apXUBHBIC CIIPABOYHHKU Ha OyMa)KHOM
HocHuTelle W (WJIM) B DJICKTPOHHOM BHJZE: 00s3aTeNbHBIC - ONUCH JEN, OMHCH DIICKTPOHHBIX [IE;
BCIIOMOTaTeNbHbIC (HEOOsA3aTeNbHBIC) - HCTOpUYECKas CIpaBka K (OHIy, KaTalory, yka3aTeian U 0030pHl,
CITy)KeOHbIe KapTOTEKH, PEeCTpPbl, 0a3bl JAaHHBIX U IPYTHe CIIPABOYHUKH.

CocTaB BCIOMOTaTEIbHBIX APXUBHBIX CIIPABOYHUKOB OIPEACIIACTCA CaAMOCTOATEIIBHO.

8.2. Ucropudeckast cripaBka K (OHIY COCTOMT M3 TpeX pa3zenoB: ucropus (oHmooOpasoBatels,
OTpa)karomasi UCTOPUIO CyJa CO CCHUIKAMU Ha COOTBETCTBYIOIIWE 3aKOHOMATEIbHBIC M HOPMATHBHBIC
akThl (1aThl 00pa30BaHMA, EPEUMECHOBAHUS, PEOPraHU3aALNH, TUKBUAAUH, CTPYKTYPY U (QYHKIHH, UX
W3MEHEHUS], TIPE)KHUE HAUMEHOBaHHMSA), UCTOpHUs (oHaa (00beM, KpaifHue JaThl TOKYMEHTOB, CTENIEHb HX
COXPaHHOCTH, JIaThl Tepeaadyr JOKyMEHTOB Ha IOCTOSIHHOE XPAaHEHHE) W XapaKTepHCTHKA JTOKYMEHTOB
¢doHaa (Pa3sHOBUAHOCTH JOKYMEHTOB, OCOOCHHOCTH (OPMHUPOBaHMS €OUHUI] XpaHEHUS U UX
CHUCTEMaTH3alluK, HaJlMYue JOKYMEHTOB, BBIXOISIIMX 33 XPOHOJOTMYECKHE TPaHUIBI JesITeTbHOCTH
(hoHI000pa3oBaTeElNsl, COCTAB CIIPABOYHOTO anmapara K GoHy).

Uctopuueckass crnpaBka K (oHIY cocTaBiseTcs B ABYX OJK3EMIUIIpax (€ciu Cyl BBICTYHAeT

MCTOYHUKOM KOMIIJIEKTOBAHUSI T'OCYJApCTBEHHOTO apxuBa), OAWH XPAaHUTCA B Jiel€ CyJa, BTOPOU -
nepeaaeTcs B ToCy1apcTBEHHbIN apxuB. Vcropuieckas cripaBka K (YOHIY HOANUCHIBAETCS COCTABUTEIIEM.

9. YueT 10KyMEHTOB B apXuBe CyAa

(8 pen. Ilpukaza Cynebnoro nenapramenta npu Bepxosnom Cyne PO
ot 09.01.2024 Ne 1)

9.1. quTy moJIe’KaTt BCEC HaAXOAAMIUMECd Ha AapXMBHOM XpPAHCHHUU JOKYMCHTBI, B TOM YHCIIC
JOKYMCHTBI I10 JIMYHOMY COCTaBy, KOIIMU OOKYMCHTOB, BKJIIOYCHHBLIC B (1)OH}J; I10JIb30BaHUsA (HpI/I
HElJ'H/I‘II/II/I) " OIIMCH J1€J1, OTTMCHU DJICKTPOHHBIX JICII.

OCHOBHBIMH €IMHHMLIAMH YYeTa apXWBHBIX IOKYMEHTOB SBISIOTCS apXWUBHBIA (DOHI, eIWHHLA
XpaHEHHUS.

9.2. Ceenenusi 00 o0beMe W COCTaBE EIWHHII XPAHEHUS YKA3bIBAIOTCS B apXWBHBIX YUETHBIX
JokyMeHTax. OOsi3aTenbHblE M BCIIOMOTaTeNbHBIE APXHUBHBIE YYETHBIE JOKYMEHTBHI BEOYTCS ISt
obecrieyeHus yueTa MoCTYIUIeHUS, BEIOBITHS, KOJIMYECTBA, COCTABA U COCTOSIHUSI ApXUBHBIX JJOKYMEHTOB.

9.3. K 006s13aTenpHBIM yYETHBIM TOKYMEHTaM apXHBa Cy/la OTHOCSTCS:

nacropt apxuBa (npuioxkeHue Ne 14 k Hactosieit MHcTpykuum);



YUYETHBIC CBEJICHUS O JIOKYMCHTAaX, XpaHSIIUXCS B apxuBe cyaa (mpuinoxenne Ne 15 k HacTosmien
HucTpykimm);

KHHWTa ydYeTa TMOCTYIUICHUS W BBIOBITHS JeJ, JOKyMEHTOB (mpmiokeHue Ne 16 k Hacrosiien
WHCcTpyKIINN);

mucT ponrpa (mpunoxxenne Ne 18 k Hactosmend MHCTpyKIHN);

ormcu jaen (npunoxkenust Ne 5, 6, 7 k Hactosmieit THCTpyKIun);

OTIHCH AIIEKTPOHHBIX e (mpuioxenue Ne 8 k Hacrosmei MacTpyknmn);
neno GoHma.

K BcriomoraTensHBIM yYETHBIM TOKYMEHTAaM OTHOCSTCS:

cnucok ¢onHnoB (mpunoxkeHne Ne 17 k Hacrosmerd WHCTpyKuum), KOTOPBIM cOCTaBisieTCsl Mpu
OCYILECTBIICHUN XPAHEHUS apXUBHBIX TOKYMEHTOB, OTHECEHHBIX 0osiee 4eM K OHOMY (DOHIY;

KHHTA BBIIAYM €IUHUI] XPAaHEHUS BO BPEMEHHOE TOJIbh30BaHue (MprutokeHre No 27 K HacTosmIen
Wnctpykum);

peectp ommceit nen (mpunoxerne Ne 9 k Hacrosmed MacTpykumn);

tororpaduyeckre ykazatenu (mocteaxHbiii (mpunokenue Ne 36 k Hacrosmieid MHCTpykumn)) u
nodoHA0BEIH (TTpunoxkeHune Ne 37 k HacTosameid MHCTpyKIun) (TIpy HATMYNH apXUBOXPAHUIIHIN);
(8 pen. Ipukasza Cyne6noro nenapramenta npu Bepxosaom Cyae PD ot 29.05.2024 Ne 124)

KaTaJIoTH;
yKa3aTelu.

9.3.1. [Tacnopt apxuBa (mpmioxenue Ne 14 x Hactoseit MHCTPYKIINMH) COCTaBISIETCS €KETOJIHO,
OTpaXkaeT COCTaB, COCTOSTHHUE, 00BEM U YCIIOBUSI XPAHCHHUS TOKYMEHTOB M XPAHUTCSI TOCTOSIHHO.

HacnopT apXuBa COCTABJIACTCS IO COCTOSIHUIO Ha 1 z[eKaGpﬂ OTYETHOTO Iroaa.

Ecau cyn BBICTYIIaeT MCTOUHUKOM KOMIUIEKTOBAHUS FOCYJIaPCTBEHHOIO apXyBa Wi NPU HAIUNYUU
COOTBETCTBYIOILLIETO AOrOBOpa MACIOPT apXHWBa COCTABIAECTCS B ABYX 3K3E€MILIIPax: OJUH DK3EMILIAP
HaIIPaBJISIETCS B TOCYIapCTBEHHBIN apXUB, BTOPOH - XpaHUTCS B COOTBETCTBYIOLIEM HapsJe apXuBa Cy/a.

OOBbeMHBIE TOKa3aTeNln JAIOTCS B YKa3aHHBIX CIUHHIAX WU3MEpEHHs COrJiacHO (opme macropra
apxuBa. McnpaBieHusi, BKISHKH HE JOMYCKAOTCA.

B aznpecHoit yactu OnaHKa 1acropTa apXuBa, PacloIOKEHHOW B JIEBOM BEPXHEM YTIIy, B CTPOKE
"Komy npencrasinsiercs” yKa3blBaeTCsl Ha3BaHKE TOCYIApPCTBEHHOTO apXyBa (MPH HAJTUYUH).

B ctpoke "Kem nmpeacraBisieTcs’" yka3pIBarOTCS: MOJHOE HAMMEHOBAHUE CyJla, IOYTOBBIM aapec ¢
yKa3zaHWeM MHJEKCa, Kojia ropojaa u HoMmepa Teaedona (daxc, e-mail).

B pazgene "O6mue cBenenus” 3amonHsercs crpoka 101, koTopas COCTOUT U3 CIEAYIOMIHX Tpad:
kojruecTBo (hoHoB (rpada 1);

IUIOIIAAb APXUBOXPAHWIINIIA B KBAIPATHBIX MeTpax (KB. M) (Tpada 2);

3arpy’>KeHHOCTh apXMBOXpaHuuina B nporieHrax (%) (rpada 3).

B rpade 1 crpoku 101 ykasbiBaeTcs KoiauyecTBO ()OHAOB, XpaHSLIMXCS B apxuBe cyna. Eciu B
apx#Be Cy/a XpaHITCsA JOKYMEHTBI TOJIBKO OJHOTO Cyna, TO yKasbiBaeTcs uudpa 1; ecnu xpaHsaTcs zrena,



JIOKYMEHTBI APYTUX CYI0B, YKa3bIBaeTCs nu(pa 1Mo KOJINIECTBY XpaHAIuXcs (OHIOB B apXUBE.

Kaxxnprit ¢hoHx, HE3aBUCUMO OT TOTO, COCTOWT JIM OH W3 JOKYMEHTOB OJIHOTO WJIM HECKOIBKUX
BUJIOB, YUYUTHIBACTCSI B MACTIOPTE apXUBa TOJIBKO OJUH pa3s.

B rpade 2 crpoku 101 yka3piBaeTcs miom@anb OTAESIHHOTO TOMEIIEHHS, B TOM YHCIIE TTOCTOSTHHOTO
CylIeOHOTO PUCYTCTBUS, apXKBa (APXUBOXPAHWIMIIA) B KB. M HJIM CyMMa TUIOIIAACH BCEX MTOMEIICHU.

[Tnomane u3MepsAETCsS TOYHO M YKA3BIBACTCS C TOYHOCTBIO JIO JICCATHIX JIOJICH KBaApaTHOIO METpa -
HE MEHee OJTHOTO 3HaKa mocie 3amsatoi. Hampumep: 25,4 kB. M.

IInomans pa6oq1/1x KOMHAT WJIn HOI[CO6HI)IX IMOMEIIICHUI HE YUYHUTLIBACTCA.

[Ipu oTCyTCTBHM OTNIENHHOTO MOMEIICHHUS JJIsl XPaHEHUSI apXUBHBIX JOKYMEHTOB B JTaHHOW Tpade
CTaBUTCS MTPOUYEPK.

I'pacha 3 crpoku 101 3amonHsAETCS MPU HATMYUH OTACIBHOTO MOMEIICHHUS ISl XPAHCHUST apXUBHBIX
JIOKYMEHTOB B Cy/ie (apXMBOXPAHUIIUIIA) U TIPH YCIOBUH 3aII0THEHUS Tpads 2.

IToxasaTens 3arpyK€HHOCTH APXUBOXPAHWIMILA SIBJISETCS CTPOrO BBIYUCISIEMOW BEJIMYUMHOM,
MPUMEPHOE €ro ONPECICHUE HE JOIMYCKAETCS.

CreneHp 3arpy’kxeHHOCTH apXHMBOXPAaHWIIMINA PACCUUTHIBACTCS B INPOLEHTAX IIyTeM MAEJICHUs
KOJIMYECTBA XpaHAINIMUXCA B HCM JCJI Ha pPAaCYCTHYIO BMECTUMOCTL ApXHWBOXPAaHUIIMIIA (B cAMHUIax
XpaHeHus) 1 yMHOkeHus Ha 100.

PacueTHass BMECTUMOCTh apXHWBOXPAHWIIUINA OMPEACIICTCS CICAYIONNM 00pa3oM: H3MEpSeTcsl B
METpax 06111351 MMPOTAKECHHOCTL JJIMHBI CTCIIJIAXKHBIX ITOJIOK, 3aHATBIX AOKYMCEHTAMH, PAaCCUYHUTLIBACTCA
KOJIMYECTBO CIUHMI[ XPAHCHHS, HAXOAAIIMXCS HA OJHOM IOrOHHOM METpe MOJOK, JUIs 4ero ooiiee
KOJIMYECTBO CJUHUI[ XPAHCHUS JICMUTCS HA KOJIMYECTBO IOTOHHBIX METPOB; KOJIUYECTBO CIAMHUIL
XpaHCHHUA, HaXOAAIIMUXCA Ha OJHOM IIOTOHHOM METPE, YMHOXHTL Ha O6HIYIO IMPOTA)KCHHOCTDH
CTEJUTAXKHBIX TIOJIOK (B TOM YHCJIE CBOOOIHBIX).

®opmyna:

Ecnu apxuBOXpaHWIHI HECKOJNBKO, TO CyMMa BCEX XPAaHSIMIMXCS B HUX JEN JENUTCA Ha CyMMY
pacyeTHOM BMECTUMOCTH KaxA0ro U ymHoxkaetcst Ha 100.

B paznene "CBenenus o JOKyMeHTax" BHOCSATCS CBEICHHUS O JTOKYMEHTaX IMOCTOSIHHOTO XpaHEHHS,
JIAHHBIC O JOKYMEHTAX IO TMYHOMY COCTaBY M YKa3bIBACTCS CIIEIYIOIIEE:

B rpade 1 - KOJIMYECTBO €OUHHUI] XPAHEHUS JOKYMEHTOB IOCTOSIHHOTO XPAaHEHHS M IO JMYHOMY
COCTaBy, HaXOIAIMXCsl HA XPAHEHHUH B apXUBE CYJa;

B rpade 2 - 1aTa caMoro paHHETO U3 XPaHSIIUXCS B apXUBE CyAa JOKYMEHTOB;
B rpade 3 - KOHEUHBIE IaThl XPaHSIINXCS B ApXUBE CyJla JIOKYMEHTOB;

B rpade 4 - oOmiee KOJTUYECTBO /e, KOTOphIe BHECEHBI B yTBEpKAEeHHBIE (cornacoBaHHble) DK
ApPXUBHOTO YUPEKIEHHS OTHICH;

B rpade 5 - camble paHHHE TOJIbI, 332 KOTOPBIC JIOKYMEHTBI, BHECEHHBIC B OIHUCHU JIEJ, XpaHITCS B
apXHBE CyJa;

B Tpade 6 - camble TMO3IHHE TOMABI, 32 KOTOPbIE JOKYMEHTHI, BHECEHHBIE B YTBEP)KICHHBIC



(cornacosannbie) DI1K apXuBHOTO YUPEIKICHUS OMFKCH, XPAHATCS B ApXUBE CY/Ia;

B rpade 7 - KOIWYECTBO /e MOCTOSHHOTO XPAaHEHWs, HaXOIAIINXCS Ha XpaHEeHNH B apXvBe CyJa
MOCJIC UCTEYCHUS YCTAHOBJICHHOTO 3aKOHOIaTEILCTBOM CPOKA UX MPEACIBHOIO XpaHEHHUS B CY/IE.

I'pacda 8 3anonmsieTcs myTeM MmojacyYeTa KOIMIECTBa eKEroqHO 00pa3yomuxcs e JaHHOTO BUa B
COOTBETCTBUH C HOMEHKJIATypOil.

B crpoke 201 menecooOpa3HO BHOCUTH JIaHHBIC O JIeJIaX MOCTOSHHOTO XPaHCHHS OTACIBHO IO
TPpaXXTaHCKUM, aIMAHUCTPATUBHBIM, YTOJIOBHBIM JIeJIaM, JIeJaM OOIIeTo JIeIOmpOn3BOICTBA.

B paznmene "Kanper" B ctpoke 301 yka3pIBaeTCsi KOIMYECTBO IITATHBHIX PAaOOTHUKOB apXHBa Cy[a,
OIIpEeJICJIEHHOE B LITATHOM PACIIMCAHUH CYIa.

Ecnu B mtaTHOM pacnvcaHuy He MPETyCMOTPEHa JOJDKHOCTD IITAaTHOTO Pa0OTHHKA apXuBa Cy/a,
P 3TOM TIPEJCeIaTeNieM Cy/ia Ha3HaueH paOOTHHK, OTBETCTBEHHBIN 3a pabOTy apxXuBa, B 3TO# rpade
CTaBUTCS IIPOYEPK.

B pazgene "VYcnoBus XpaHeHUsT JOKYMEHTOB' MOAYEPKUBAOTCS TE€ CBEIEHUS, KOTOpbIE
COOTBETCTBYIOT YCJIOBUSAM XpaHEHUS apXUBHBIX JOKYMEHTOB B CYJIE.

B ciydae xpaHeHHs TOKYMEHTOB Cyla B OOBEIHHEHHOM CyIcOHOM apXuBe, B MACIOPTE apXuBa
JIENIAeTCsl COOTBETCTBYIOIIAS MTOMETKA O KOJMYECTBE JEJI, HAXOSIIUXCSA Ha XPaHCHUH B TAKOM apXHBE.
[Tnomane momerneHuss OOBEAMHEHHOrO CyaeOHOro apxuBa B paszzaeie "OOmme cBeicHus" macropra
apXuBa HE YKa3bIBACTCA.

B macnopre apxuBa yka3siBaroTcs haMuiust U TeneOH UCTIOTHUTENS (COCTABUTEINS).

HacnopT apxXuBa NOAMUCBIBACTCA MPEACCAATCIICEM CyJa C IIPOCTABJICHUCM AAaThl MOANIMCAaHUA, ITOCIIC
3allOJIHCHUA BCEX pa3JIC€IOB 3aBEPACTCA I€YAThIO Cyda.

IIpn HampaBileHMM B TOCYJAPCTBEHHBI AapXUMB K IACHOPTYy apXxuBa IPUKIIAJBIBACTCS
MOSICHATENBHAA 3aIIMCKa, B KOTOPOH YKa3bIBAIOTCS CIEAYIOIINE CBEICHHUS:

00 M3MEHEHUAX B HANMCHOBAHUH cyaa,
0 HAJIMYHU B CyA€ HOMCHKIIATYPbl U HHCTPYKIIHUU 110 JCJIOIIPONU3BOJCTBY,

MNPUYINHBI U3MCHCHUA KOJMYCCTBA JCJ IO CPABHCHHUIO C HJAaHHBIMU ITaCliOpTa MPEAIICCTBYROLICTO
roaga (KOJ’II/I'—IGCTBO OIMUCAaHHBIX M€JI, NMCPECAAHHBIX Ha MOCTOAHHOC XPAHCHUE B aAPXUBHOC YUYPCIKIACHUC,
CHSATBIX C YUCTa B CBA3U C YTpaTOﬁ HJIN HCUCIIPAaBHBIMU HOBpe)K,Z[eHI/IHMH);

HaJIN4KE B apXuBe cylia (pOHI0B OPYTHX CY/AO0B;
0 KaJJpOBOM COCTaBE - HAJIMUKE ITATHBIX paOOTHUKOB apxuBa cyna, ©.1.0. paboTHHUKOB;

0 MCCTC XpaHCHHA MOOKYMCHTOB IIpU OTCYTCTBHU OTACJIBHOTO IOMCIICHUSA U 0COOEHHOCTSX
pasMeICHUA JOKYMCHTOB.

KoHkpeTHbIil cnHCOK TPWIOKEHHA K HAaclopTy apxwBa MOXET OBbITb COIJIacCOBaH C
rOCYJapCTBEHHBIM apXHUBOM, KyZa OH IIPEICTaBISETCS.

B chywae ecnm apxuB Ccyda pacmoioKEeH B HECKOJNBKHX ITOMEIIEHHUSX, MaclopT apxuBa
COCTAaBJISICTCS €IMHBII Ha BCE MOMELICHUS.

9.3.2. JlOmOMHUTENBHO K TACMOPTy apXwBa pPaOOTHMKOM, OTBETCTBEHHBIM 3a PaldOTy apXuBa,
©XKEroHO 3aIOJIHAIOTCS YUETHbIE CBEACHHUS O JOKYMEHTAaxX, XpaHsIIINXCs B apXuBe cyaa (mpuiokenue Ne
15 x Hacrosimeir MHCcTpykuun) (mo coctosiHuio Ha 1 jgexaOpsi), B KOTOPHIX MOMHMO KOJHYECTBA AEI
MOCTOSTHHOTO XpaHEeHHs, HaXOAAIIMXCA B apXUBE CyZa, yKa3bIBaeTCcid KOJIMYECTBO A€M BPEMEHHBIX
(cBbime 10 ;et) cpokoB XpaHeHHs, BpeMeHHbIX (10 10 5ieT) cpokoB XpaHeHHS W "0 MHUHOBAHMS



HamoOHOCTH" (TP HATTUIHH).

YdeTHbIE CBEICHUS O JOKYMCHTaX, XpaHANIUXCA B apXHWBE Cyaa, COCTAaBIIAIOTCA B OJJHOM
OK3CMILIAPC U XpaHATCA B COOTBECTCTBYIOIIIEM HOMCHKIIATYPHOM Hapsaa€ Cyaa.

9.3.3. B kHUTY y4eTa MOCTYIUIEHHUS U BBIOBITHS JIe), JOKyMeHTOB (Tiprinokerne Ne 16 k HacTosmei
WHcTpyKIum) mocieaoBaTeIbHO BHOCSATCS BCE NEpBUYHBIE U MIOBTOPHBIC MOCTYIUICHUS (BBIOBITHS) e,
nokymeHnToB. Kaxnoe mocrymieHue (BBIOBITHE) B IpeefiaX OTYETHOTO Tofa TONMydaeT MOPSIKOBBIN
HOMEp B BaJIOBOH TOCIIEIOBATEIbHOCTH.

Exeromno Ha 1 sHBaps MOJBOAWTCS WTOT KOJHYECTBA MOCTYIHBINUX W BBIOBIBIIUX 3a TOJ JIEIN,
JIOKYMEHTOB.

9.3.4. Jluct ¢onna (mpunoxenne No 18 k Hacrosmeld WHCTPYKIIUM) COCTaBIISIETCS HA KaxIbIil
apxuBHBIA (PoHA. B HEM yuuTHIBAalOTCS BCE TMOCTYIUICHUS W BBIOBITHS OMHMCAaHHBIX M HEOMHCAHHBIX
JOKYMEHTOB (hOH[IA.

JIuctel GOHIOB XpaHATCS B MOPSAKE BO3pACTaHUS HOMEPOB apXWBHBIX (hoHmOB. JlucTel poHmOB
(bopMHPYIOTCS B €TI0, K KOTOPOMY COCTABIISIETCS JINCT-3aBEPUTE.

B nucre-3aBepurene ykas3bIBaloTCs 00IIee KOINYECTBO JIMCTOB JTOKYMEHTOB, BKIIOYEHHBIX B JI€JIO,
HayalbHbIE U KOHEYHBIE HOMEpa apXWBHBIX (DOHIOB, OOIIEe KOJIMYECTBO APXMBHBIX (DOHIOB, JIUCTEHI
KOTOPBIX BKJIIOUEHBI B J€JI0.

9.3.5. B gemo ¢oHma BKIFOYAETCS KOMIUIEKC IOKYMEHTOB (MCTOPHYECKHE M TEeMATHYECKUE
CIIPaBKH, JOTOBOPHI O Iepeiavye AOKYMEHTOB Ha IOCTOSHHOE XpaHEHHWE, aKThl NMPOBEPKH HATHYMSA U
COCTOSIHUSI TOKYMEHTOB, aKThl O TEXHUUECKMX OLIMOKAaX, aKThI PHEMa 1 MepeAayn, aKThl BBIICICHUS Tl
U JOKyMEHTOB K YHHYTOKCHHIO, aKThl 00 yTpaTre M aKThl O HEHCIPABUMBIX ITOBPEKACHHAX, aKTHI 00
OOHapy)KCHHH JIOKYMEHTOB, aKTBhl PAacCEKPEUMBAHUS M JPYTHe JOKYMEHTBI, OTpa)Kalolue paboTy C
($oHIOM) IO UCTOPUH CyJa U apXUBHOTO (OHAA, OOBEANHEHHOTO apXUBHOTO (HOHJIA.

9.3.6. [l MoeIMHUYHOTO ¥ CYMMapHOTO y4eTa apXUBHBIX JTOKYMEHTOB, 3aKpeIUICHHS MOPsIKa UX
CHCTEMaTH3alliK, y4eTa U3MEHEHUH B COCTaBE M 00bEME ApPXUBHBIX JOKYMEHTOB COCTABIISICTCS OIUCH
JIeJ1, OIIUCH 3JIEKTPOHHBIX JIEN.

9.3.7. Crnucok ¢onnoB (npunoxenne Ne 17 k Hacrosmerd HCTpyKunu) BegeTcs B apxXuBe Cyaa,
XpaHsiIeM AOKyMEHThl Oonee yeMm ofHoro ¢onma. Kaxaplii apxuBHBIH (DOHI BKIIOYAETCS B CHHCOK
(GOHIOB TOJILKO OIWH pa3 MpU TEPBOM IOCTYIJICHHH apXUBHBIX JOKYMEHTOB YKa3zaHHOTO (oHfa.
Kaxnomy QoHmy mpucBamBaeTcsi MHAUBHIYAIbHBIH HOMEP, KOTOPBIH COXpaHSETCS 3a HUM BO BCEX
YUYeTHbIX JoKyMeHTax. Homepa ¢oHmaM npucBanBaloTCs B BAJIOBOM MOPSIKE.

B cnyyae nepenaun apxuBHOTO (DOHJA B JPYroi apXwB, BKIIOUYEHUS €ro B COCTAaB 00BEIMHEHHOT'O
apXWUBHOTO (POH/IA MITU BBIJEIIEHUS BCEX TOKYMEHTOB K YHUYTOXKEHHIO OCBOOOUBIIHNACS HOMED APYyTOMY
apXuBHOMY (OHJy HE TIPUCBANBAETCS.

OObenvHEeHHBIE apXWBHBIE (OHIBI YUYUTHIBAIOTCS Ha OOmMX OcHOBaHUIX. OObeIMHEHHOMY
apxuBHOMY (oHAY, 0Opa3oBaHHOMY M3 apXUBHBIX (DOHIOB, paHee YUYTEHHBIX CAMOCTOSATEINIBHO,
NPUCBANBAETCS] HOMEP OJIHOTO M3 apXUBHBIX (DOHIOB, BKIIFOUCHHBIX B €I0 COCTaB.

HOMep APXUBHOTI'O (1)OHIIa Ccyaa - UICTOYHHUKA KOMIUIEKTOBAHUSA I'OCYJapCTBEHHOI'O apXUBa BHOCUTCA
B CIIMCOK (1)0H,I[0B noJg HOMEpOoM, KOTOpBIﬁ IIPUCBOCH €MY B roCy1apCTBECHHOM apXHBC.

HazBanue apxuBHOTO (pOHIA BHOCHTCS B CIIMCOK (POHAOB HA OCHOBAHHH MCTOPUYECKON CHPABKH K
(GOHIY MM TUTYJIHOTO JINCTA OIUCH JEJl, OTIMUCH 3JIEKTPOHHBIX .

HazBanue ApXUBHOTI'O (1)0H}_Ia COCTOUT U3 IIOJIHOTO HAMMCHOBAaHUA Cyda C YKa3aHUEM Cro
MECTOHAXO0XIACHU, AaT CO3JaHUA U JIMKBUAAITUN. Ecnu HaumeHoBanue HU3MCHAJIOCH, TO B CITHCKE (1)OH,ZIOB
YKa3bIBaCTCA C€ro IMocCJICAHCC Ha3BaHHUC B paMKax IICpuoaa, 3a KOTOpBIﬁ MMPUHATBI JOKYMCHTBI. Bcee
npeaAbIAyIMC U3BMCHCHUSA B HAUMCHOBAHNU OTMCYAKOTCA B JIUCTC (1)0H}_Ia.



Hazpanue 00beTMHEHHOTO apXUBHOTO (POHIA COCTOUT M3 OOOOIICHHOTO HA3BAHUS BKIFOYCHHBIX B
HEro apXWBHBIX (QOHIOB. B mucT QoHma BKIIOYAIOTCS BCe HAUMECHOBAHUS CYJIOB, JJOKYMEHTBI KOTOPBIX
BKITFOUCHBI B 00BETMHCHHBIN (DOHI.

Exerogno CIIUCKY q)OHILOB COCTaBJIICTCA UTOIOBasA 3allMCbh O KOJIMYCCTBEC apXHUBHBIX (bOHI[OB,
IMOCTYIIMBIIUX U BBIOBIBIIIX B TEUCHHUE roga, u 06H_ICM KOJINYECTBC apXUBHBIX CbOHZ[OB, HaxogAImuxcs Ha
XPpaHCHHUHU B apXUBE 110 COCTOSHUIO Ha 1 sHBap4, CJICAYIOLIETO 3a OTUCTHBIM I'OJO0M.

Criucok (hOHIOB TONIMBACTCS B TBEPAYIO OOJOXKKY, JUCTHI HYMEPYIOTCS, COCTABJISIETCS JIUCT-
3aBEPUTEIb.

9.3.8. st peructpanyy OmMMUCEH I, OMUCEH MEKTPOHHBIX JIe]l, YUeTa UX KOJMYECTBa U COCTaBa
BEJIETCSI PEECTp OIMHUCEH Jell, JOKYMEHTOB.

B peectpe ommceit ¢UKCHPYIOTCS OCHOBHBIE JaHHBIE IO COCTaBY KaXKIOW OMHCH eI, OIUCH
3JIEKTPOHHBIX JIeN: HOMEp (JOHIa, HOMEP OIMHUCH, BHJ JOKYMEHTOB, BKJIFOUCHHBIX B OMHChH, KOJIHUYECTBO
€IMHAL] XPAaHEHWsI, KOJIMYECTBO JINCTOB B OMFCH U €€ SK3eMILISPOB.

9.4. YuerHsle 0a3bl TaHHBIX BEAYTCS MPH HAIUYUH B CyJ€ TEXHUYECKUX M MPOrpaMMHBIX CPEICTB
HapaBHE ¢ 00s13aTeIbHBIMU APXUBHBIMU YUYETHBIMH JOKYMEHTAMHU.

9.5. ApxuBHBIC y4YeTHBIC IOKYMEHTHI, B TOM YHCIE IO OJHOMY OK3EMIULIPY OIHCH Jell,
pasMeliaroTCd B IMOMCHICHUU I XpaHCHHUA YYCTHBIX AOKYMCHTOB HWJIM Ha OTACJIBHOM CTCIJIAXKE B
paboueii koMHaTe pabOTHHKA, OTBETCTBEHHOTO 32 pa0dOTy apXuBa Cyza.

Bropoit skzemmuisip ommcu Aen pa3MelaeTcs B apXHBOXPAHWIUINE 00OCOONEHHO OT eIWHUI
XpaHCHHUS.

9.6. ApxwBHBIE YYEeTHBIE JOKYMEHTHI, KpOME OIIMCEH [IeJ, ONHCEHd OIEKTPOHHBIX e,
npeaHasHavdaroTCda Jid CJIy)KC6HOFO IMMOJIb30BaHWA W II0JIBb30BATCIIAM APXHWBHBIMHU JOKYMCHTAMH HE
BBIJIAIOTCS.

9.7. Yder moctymieHHs U BBIOBITHA 7€, JOKYMEHTOB B apXHBE Cyla OCYIIECTBIIIETCS Ha
OCHOBAHUU:

OIUCH JIeJl, ONKCH 3JCKTPOHHBIX JeNl CYyACOHBIX KOJUIETHH, CyAeOHBIX COCTABOB, TMOCTOSHHBIX
CyJeOHBIX IPUCYTCTBHUI, CTPYKTYPHBIX MOJPA3/eIEHUH U TOJOBOr0 pa3zeiia CBOAHOM OMUCH [ell, OTIUCH
3IEKTPOHHBIX JOKYMEHTOB;

HOMEHKJIATyphl TIPU OTCYTCTBHUU OITMCEH [EJ, ONHMCEH ANEeKTPOHHBIX AeN CYyAE€OHBIX KOJUIETHIA,
CyJeOHBIX COCTaBOB, IOCTOSIHHBIX CYIE€OHBIX IPUCYTCTBUH, CTPYKTYPHBIX HOAPa3AeIeHNN;

aKTa O TEXHHYECKHMX OIMOKax B YYETHBIX JOKyMeHTax (mpuioxenue Ne 19 k nHacrosmei
WucTpykmmm);

akTa 00 OoOHapy)XeHHM JIOKYMEHTOB, HE OTHOCSIIUXCS K JaHHOMY (OHIY, HEYYTEHHBIX
(npunoxxenne Ne 20 k Hactosimeit MHCTpyKIUm);

aKTa 0 HeoOHapy>KEHUH apXUBHBIX JTOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX HCUEPIaHbl (IPHUIIOKEHHUE
Ne 21 k Hacrosimeit MaCTpyKINN);

aKTa mpueMa-Tiepe/iadd apXWBHBIX JIOKYMEHTOB Ha XpaHeHue (mpuioxkenue No 22 k Hacrosiien
Unctpykunm);

aKTa 0 HEHCHPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB (mpuioxkenue Ne 23 k Hacrosmien
Unctpykunm);

aKTa O BBIICICHUM K YHUYTOXEHUIO ApPXUBHBIX JTOKYMEHTOB, HE TMOJICKAINX XPAHCHHUIO
(mpunmoxkerne Ne 13 x HacTosime MHCTpYKITHN).



9.8. Ha ocHOBaHMM JOKYMEHTOB, yKa3aHHBIX B NyHKTe 9.7 Hacrosmed MHCTpyKIuu, BHOCATCS
HE00XOUMbIe U3MEHEHUS B 0053aTEIIbHbIC APXUBHBIC YUETHbIE JJOKYMEHTHIL:

B KHUTY Yy4d€Ta NOCTYIJICHUSA H BBIOBITHS ACJI, NOKYMCEHTOB U B JIUCT (I)OH):[a - IpU KaXKaoM
W3MEHEHHH B COCTaBE M 00beMe APXUBHBIX JOKYMEHTOB;

B CNUCOK (OHJOB - MPH TOCTYIUICHMH HOBOTO apXWBHOTO (OHAA WM BBIOBITHH BCeX e,
JIOKYMEHTOB HaXOJMBIICTOCS Ha XpaHCHWU apxuBHOro (GoHma. B rpade "Ormerka o BbIObITHH (oHAA"
crucka (OHIOB yKa3bIBaeTcs MecTO (ampec) BBIOBITHS apXwBHOTO (OHOA, a Takke JaTa M HOMeEp
JIOKYMEHTa, HA OCHOBAaHHU KOTOPOTO OH BBIOBLI;

B PEECTp OIMUCEH JIei - IPHU MOCTYIICHUH HOBOM OMKCH JIEN WJIM BEIOBITHH BCEX SAMHUII XPAHCHUS
HaXOJAWBIIEHCS Ha XpaHeHWH ommcd. Homep BBIOBIBIIEH OMHCH [OPYTHM OMHCAM 1€, OIUCSM
AIEKTPOHHBIX JE]T HE TIPHUCBAUBACTCS U OCTACTCS CBOOOIHEIM;

B OIHUCHU [JCJI, OMUCHU IJJICKTPOHHBIX OC€JI - MNpU KaAXKIAOM IMOCTYIUICHUU U (I/IJ'II/I) BBIOBITUH pi(SA) 8
JOKYMCHTOB, 3JIEKTPOHHBIX apXUBHBIX JCJI, YYTCHHBIX B I[aHHOﬁ OIINCH.

COOTBCTCTBYIOHH/IC N3MCHCHUS BHOCATCA BO BCIOMOT'ATCJIBHBIC APpXUBHBIC YUCTHBIC JOKYMCHTHI.

10. ITIpoBepka HAJIMYMSA U COCTOSTHUS JOKYMEHTOB (3J1eKTPOHHBIX
JeJ1) B apXuBe CyJa, OPS/A0K MepeJadu apXuBHBIX JOKYMEHTOB
NPH CMEHe NpeacesaTens cyaa

(B pen. [Ipukaza CynebHoro aemapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

10.1. ApxuBHBIE JOKYMEHTHI TPOBEPSIFOTCS HA MpeIMeT UX (aKTUIECKOTO HATHYHS B (PH3UIESCKOTO
COCTOSTHUS (aJiee - MpoBepKa HaJIN4us) B IJIAHOBOM TMOPSIKE.

[IpoBepka HanU4Ms apXUBHBIX TOKYMEHTOB IPOBOJUTCA KOMUCCHEH, Ha3HaYaeMoil npejcenaTenemM
Cyla, B COCTaB KOMHCCHH 0053aTEJIbHO BKJIIOYAETCs] pa0OTHUK, OTBETCTBEHHBIN 3a paboTy apxuBa cy[a.

IIpoBepka HanuuMsi apXUBHBIX JOKYMEHTOB palOHHBIX, T'OPOJCKHUX, MEKPAalHOHHBIX CYJIOB
NPOBOAMTCS € ydyacTHEM PabOTHHUKOB COOTBETCTBYIOIEro ympasieHusi CyneOHOro nenapTaMeHTa B
cyonexTe Poccuiickoii @enepanuu.

10.2. IlpoBepka HaMYUS TPOBOIUTCS:

B CPOKH, YCTAaHOBJIICHHBIE MpPE/ICeIaTeNeM Cya, HO He PeXe OJHOTO pasza B 5 JeT (B TOM YHCIIe C
nomeTkoi "Jyig ciry>ke0HOro MoJb30BaHus");

IpU CMEHe MpeJcenareNs Cyla, pyKOBOAUTENS apxuBa (pabOTHUKA, OTBETCTBEHHOIO 3a paboTy
apxuBa);

P TOJATOTOBKE apXWBHBIX JOKYMEHTOB K Tiepefade B TOCYIapCTBEHHBIA apxuB (I Cyna,
BBICTYMAIOIIETO NCTOYHIUKOM KOMIUIEKTOBAHMUS);

MOCJIE MAaCCOBOI'O IEPEMELICHHUS apXUBHBIX TOKYMEHTOB, YPE3BBIYAHON CUTyalluu U (M) JPyTUX
00CTOSITENBCTB, B PE3YIIBTATE KOTOPHIX OHM MOTJIH OBI OBITH YTPaueHBI MIIN TIOBPEKIEHBI;

IIpY PEOPraHU3alrU CyIa.
10.3. IIpoBepka HaIWYUS TOKYMEHTOB MPOBOIHUTCS IMOCPEICTBOM BHU3YaJIHHOTO OCMOTpA CHMHHUIL
XPaHEHUS U CBEPKU OMUCATEIHHON CTAaThH OIKCH JIEN C 3aT0JIOBKOM (OIHMCAaHUEM) Ha OOJIOKKE €IUHUIIBI

XpaHCHUA.

10.4. TIpoBepka HAMYINS JOKYMEHTOB BKIIFOYACT:



BBIBCPKY apXHUBHBIX YYCTHBIX NTOKYMCHTOB U YCTPAHCHHUC BBISIBJICHHBIX B HUX HCTOHHOCTCﬁ;

YCTaHOBJICHHUE (baI(TI/I‘ICCKOFO Ha4usg CIWHHUL, XpaHCHHA B COOTBETCTBUU C apXUBHBIMH
YUCTHBIMU JOKYMCHTAMMU,

BBISIBJICHUC HETIPABMIIHFHO OPOPMIICHHBIX SIHHHUIT XPAaHCHHSI (1e);

BBISIBIICHHE M TOCTAaHOBKY Ha y4eT JOKYMEHTOB M €IWHHIl XpaHeHHs, TpeOyroummx (usuko-
XUMHYECKOH, MpoQHUIaKTUIECKOH W/UIIN pecTaBpalnOHHO-TIpoHIaKTHIECKOi 00padOoTKy;

OPTaHMU3AIHIO PO3BICKA OTCYTCTBYIOIINX TOKYMEHTOB.
10.5. Ilpu npoBepke HaMUYHUA AOKYMEHTOB HEOOXOAUMO:
COXPAaHATH MOPSIOK PACIIONOKEHHUS €INHUI] XPAHEHHUS COTJIACHO TOTOTPapUISCKUM yKa3aTeIsIM;

MOMEIaTh HA MECTa HaJISKAIIETO XpaHeHUs] 0OHAPYKCHHBIC BO BPEeMsl IIPOBEPKH HEMPABUIBHO
pa3MeIIeHHbIC CIMHAIIB XPaHSHUS;

M3BIMATh C TOCIEIYIOMEH H30IIHel TOKyMEHTHI, eANHHUIBI XPAaHEHUS, 3apayKCHHBIE TUIECEHBIO U
(nmu) ApyruMu OMOJIOTHUYECKUMU BPEAUTENSIME (7151 TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE);

npoctaBiath oTMeTKy "IIPOBEPEHO" ¢ yka3zaHueM HoMepa W JaThl aKTa IPOBEPKH B KOHLE
IIPOBEPEHHOM OIHUCH JEI.

10.6. o pe3ynapTaTaM MPOBEPKH HAIWYMSI JOKYMEHTOB JIOJKHBI OBITh COCTABJICHBI U TIOJIITUCAHBI
KOMUCCHEH, a 3aTEeM YTBEPKACHBI IPEICEAATENIEM CyIa:

aKT MPOBEPKH HAIWYMS U COCTOSIHHUS apXUBHBIX TOKYMEHTOB (mpuioxkenue Ne 24 k Hacrosiei
Wuctpykmmm);

aKT O TEXHWYECKHMX OIMMOKaxX B YUYETHBIX HOKyMeHTax (mpmioxkeHue Ne 19 x Hacrosmei
WNHcTpyKInm), KOTOPBIN COCTAaBISIETCSl B CIIy4dace BBISBICHUS HECOOTBETCTBUS 3allUCE B apXUBHBIX
YUYETHBIX TOKyMEHTax (pakTuueckoil nHpopMaum;

aKT 00 OOHapy)XeHUHM apXWBHBIX JIOKYMEHTOB, HE OTHOCSIIUXCSA K JaHHOMY (OHJY, HEYUTEHHBIX
(mpunoxenne Ne 20 x Hacrosmed MHCTpykmmM), KOTOpBIM COCTaBisieTcd B cilydae OOHAapy>KEHUS
HEYYTEHHBIX apXMBHBIX IOKYMEHTOB, HE OTHOCSALIMXCS K JaHHOMY (DOHITY.

[IpoBepka HanmMuMs TOKYMEHTOB CUHTAETCS 3aBEPIICHHOMN IIOCIE YTBEPXKACHUS aKTa MPOBEPKHU
HaJIMYMS M COCTOSIHMS AapXHMBHBIX JIOKYMEHTOB, IIOCJI€ BHECEHHMS IO pe3yJibTaraM IpPOBEPKH
HEOOXOIUMBIX U3MEHEHUI B apXMBHBIC YUETHBIE JIOKYMEHTHI.

10.7. Eciiv mpoBepKO# HaIMUMs JOKYMEHTOB YCTAaHOBJICHO OTCYTCTBUE JOKYMEHTOB, JOJDKEH OBITh
OpPraHU30BaH WX PO3BICK, MPOBOJMMBIA B TEUCHHE OJHOTO rojia C JaThl BBIIBICHUS UX OTCYTCTBUSL.
JlomyckaeTcst MpoJIJICHHE CPOKa PO3bICKa IOKYMEHTOB Ha 1 roj.

B ciydae orpuiaTenbHBIX PE3yNIbTATOB PO3BICKA COCTABISETCS aKT O HEOOHAPYKEHUH apXHUBHBIX
JOKYMEHTOB, IIyTH PO3bICKa KOTOpBIX Hcuepnanbl (mpuwiokeHue Ne 21 k Hactosimedt MHcTpykuum),
YTBEPKAAEMBIM TIpeAcenaTeieM CyJa IO COIMIaCOBAaHUIO C 3KCIEPTHOM Komuccued cyna. K akty
MpUjIaraeTcsi CIpaBKa O MPOBeNeHWH po3bicka. Cya - MCTOYHWUK KOMITIEKTOBAHHS TOCYAAPCTBEHHOTO
apxuBa B cilydae HeoOHapy>KeHHsS JOKYMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHoro ¢onaa Poccuiickoit
Oenepanuy, A0KEH NPEACTaBUTh aKT O HEOOHApYXEHWH AapXWUBHBIX JOKYMEHTOB, IYTH pPO3bICKa
KOTOPBIX HCYEPIIAHBI, B COOTBETCTBYIOIIMN T'OCYJAPCTBEHHBI apXUB WM YIOJIHOMOYEHHBIH OpraH
UCTIOJIHUTENHbHOM BlacT cyObekTa Poccuiickoit denepannu B cdepe apXUBHOTO Jiena JUIsl MPHHSATHS
peLIeHHs O CHATUU YTPAYCHHBIX €IMHUIL XPAHEHHS C ydeTa.

10.8. ApXUBHBII TOKyMEHT, COCTOSTHAE KOTOPOT'O HMCKIIOYAeT BO3MOYKHOCTH BOCCTAHOBIIEHHUS €TI0
MaTepUaTbHOTO HOCUTENA W HCIOJIH30BaHMSA (BOCIPOM3BEACHMS) COJIEpXKalmieicss B HeM HH(]opmanuy,



IIPU3HACTCA HEUCIIPABUMO ITOBPECIKACHHBIM.

10.9. Ilpu BBIABNEHUH HEWCIPABUMO MOBPEXIESHHOTO apXHWBHOTO JTOKYMEHTA COCTaBJISIETCA aKT O
HEUCTIPABUMBIX TTOBPEKICHUSIX apXUBHBIX JIOKYMEHTOB (mpuiiokenue Ne 23 k Hacrosimedt MHCTpyKINn),
KOTOPBIN YTBEPKAACTCS NPEACENATEIEM Cy1a IO COTTIACOBAHUIO € AKCIIEPTHOW KOMUCCHEN Cyaa.

B ciydae BbISBIEHHS HEMCIPAaBHMO MOBPEXACHHOTO TOKyMeHTa ApxuBHOTO ¢oHma Poccuiickoit
®denepanuy akT O HEUCITPABUMOM MOBPEXKICHUH APXUBHBIX JTOKYMEHTOB HAMPAaBISETCS HA PACCMOTPEHHE
OIIK apXWBHOTO YYpeXJEHHS IOCIEe COTJACOBaHUS C OJKcrmepTHOW komwmccueil. [locime BeiHECEeHUS
pelieHnss O MpH3HAHWKA apXUBHOTO JOKYMEHTa HEHCIIPaBHMO TIOBPEXKIEHHBIM aKT YTBEPKIAAETCS
MpejiceiaTeleM CyJa U COOTBETCTBYIOIINE U3MEHEHUS BHOCSITCSL B ApXHUBHBIC YUETHBIE TOKYMEHTHI.

10.10. Ilpu cMmeHe mnpexacenatenss cyjaa IpHeM-Tiepenadya apXUBHBIX JOKYMEHTOB, apXUBHBIX
YYETHBIX JIOKYMEHTOB M CIIPaBOYHO-TIOMCKOBBIX CpEICTB K HHUM (jamee - TpHeM-Tieperada Jem)
OCYLIECTBIISIETCS] KOMUCCUEH, Ha3HaYaeMoH NpejceaTeIeM cya.

[Ipu npueme-miepenade men MPOBOAWTCS CIUIOIIHAS WM BbIOOpOYHAS TMPOBEpPKAa HAIHYUS W
COCTOSIHUSI TOKYMEHTOB, apXUBHBIX YUYETHBIX JOKYMEHTOB U CIIPABOYHO-TIOMCKOBBIX CPECTB.

[Mpuem-nepenaya aen opopmisiercs aktoM (mpriokenue Ne 38 k Hacrosimedt MHCTpyKIum).
11. Opranu3anusi MCNOJIb30BAHUSA TOKYMEHTOB apXHBa

11.1. Ucnonb3oBaHue TOKYMEHTOB apXHBa CyAa MPOBOJIUTCS TOJBKO C Pa3pelICHHs MpeacenaTes
cyna (YHOJTHOMOYEHHOTO UM 3aMECTHTEIS ).

PaboTHUK, OTBETCTBEHHBIH 32 pabOTy apXuBa Cyja:
BBIJACT JOKYMEHTAIbHbIE MATEPUAIIbI B CTPYKTYPHBIE IOJIpa3ACICHHUS;

HaIpasJsieT Ha OCHOBAaHMM NMHMCHMEHHOTO 3alpoca MaTepHabl B APyrue OpraHbl, OpraHu3alud U
YUPEXACHU 10 YKa3aHMIO IpeACeaaTeNs Cyaa;

nHGOPMHUPYET IpeacenaTes Cyaa O COCTaBe U COACP)KaHUU JOKYMEHTaJIbHbBIX MaTepUaJIOB;
BBIJIA€T CIPABKH U BBIMHUCKU U3 apXUBHBIX IOKYMEHTOB.

11.2. Bplmaya enuHMIl XpaHEHHS M3 apXUBOXPAHWJIMINA MOUICKHUT 00s3aTesbHON (uKcauuu B
KHUTC BBIIaYM CAWHHI] XPAaHCHHS BO BPEMEHHOE IMOJIb3oBaHHWE (mpmioxkeHue Ne 27 K HaCTOSIICH
WucTpyxkimm).

(m. 11.2 B pen. Ipukasza CyznebHoro aenapramenta npu Bepxosaom Cyne P® ot 09.01.2024 Ne 1)

11.3. Beimauy nenm Ha OyMa)KHOM HOCHUTEJIE M3 apXWUBOXPAHWIHINA U MPHEM HX 0OpaTHO, B TOM
quciie B Cllydae HEOOXOIMMOCTH TIOJIMCTHYIO TPOBEPKY HAIMYUS M COCTOSHHS JTOKYMEHTOB Mepe[
BBIZIaYell M3 apXMBOXPAHWWIMIIA M NPHU BO3BpaTe, MPOMU3BOIUT PabOTHHK, OTBETCTBEHHBIH 3a PaboOTy
apxXuBa Ccyja, B MPUCYTCTBUH JIUIIA, TIOTyJaromIero (BO3BPaIIaloIero) aena.

B cnyuae eciu mocie Bo3BpalleHHs Jefla paOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa cyna,
BBISIBIICHO M3BATHE, TIOBPEXKICHIE MaTePHAIOB Jiela, a TaKXKe BHECEHHE B HUX UCIPABICHUN U TOTHCOK,
00 3TOM He3aMeUTUTEIHbHO COOOIIAETCsI MPEICeIaTEIIO0 Cy la MIIN €T0 3aMECTUTEIIO.

(. 11.3 B pen. [Ipukasza Cyneonoro nenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

11.3.1. EnuHunel XpaHeHus, BblIaBaéMble BO BPEMEHHOE IMOJIb30BAHUE, JOJKHBI UMETh apXUBHBII
mudp, MPOHYMEPOBAHHBIC JIMCTHI, JIMCT-3aBEPUTEIb JejJa W JIMCT HCIOJb30BaHUS JIOKYMEHTOB
(npunoxenne Ne 28 k Hactosme MHcTpyKmnm).

Brinava eguHul XpaHeHHs, HAXOJSIIMXCS B HEYAOBIETBOPUTEILHOM (PU3NYECKOM COCTOSIHUU U HE
MPOIIEANINX TEXHUIECKOTO 0(hOpMIICHUS U OMTUCAHUS, MOXKET OBITh OTpaHUYEHA.
(mm. 11.3.1 B pea. [Ipukaza CynedHoro nenapramenta npu Bepxosaom Cyzne P® ot 09.01.2024 Ne 1)



11.3.2. IloaroToBka apXMBHBIX JOKYMEHTOB K BbIJAU€ U3 ApXUBOXPAHMWIMILA BKIIIOYACT:
BBIEMKY apXHUBHBIX JIOKYMEHTOB;

CBEPKY apXUBHOTO MIK(pa U 3ar0JIOBKOB C OTHCHIO JICIT;

MIPOBEPKY (PH3MUECKOTO COCTOSHUS JIena.

11.3.3. DnekTpoHHBIC JOKYMEHTHI BBIAAIOTCS M3 apXHUBOXPAHHJIMIIA B BHAC DIEKTPOHHBIX KOIHHA
WIN KOTUI Ha OYMa)KHOM HOCHTEIe, KOTOPhIE CO3/al0TCsl Ha OCHOBE Pabovero SK3eMIuispa KOHTeHHepa
AIIEKTPOHHOTO JTIOKYMeHTa. Ha apXUBHBIX KOMHSX, BKJIFOYAs apXHBHbIC KOIMHHM HA OYMa)KHOM HOCHUTEIE
3IEKTPOHHBIX JIOKYMEHTOB, apXHMBHBIC IMH(PHI MPOCTABISIOTCA Ha 000POTE KAXKJIOTO JUCTA apXHUBHOMU
KOTIHH, a 3aBEPUTENbHAsI HA/IMUCh U OTTHCK NIEYaTH - HAa 000pOTE MOCIIETHETO JIUCTA KOITUH.

Ilo 3amnpocy Jiil, HUMCIOIMHNX IIPpaBO Ha IIOJYYCHHE KOITHIA AOKYMCHTOB, W IIpU HAJIUINU
TEXHUYCCKON BO3MOKHOCTH APXUBHBIC CIIPABKU (BLIHI/ICKI/I) MOTYT BblAaBaTLCsA B SHCKTpOHHOﬁ (popMe Ha
SJICKTPOHHOM HOCHUTCIIC oo NEPEChLIATHCA 110 I/IH(l)OpMaI_II/IOHHO-TCJ'IGKOMMYHI/IKaLII/IOHHLIM CCTAM.

DJEeKTPOHHbBIC APXUBHBIE CIPABKU (BBINKMCKH) 3aBEPAIOTCS SJIEKTPOHHOH MMOAMUCHIO IpeaceaaTess
CyJia WIH €r0 3aMECTUTEIS.

@DakT BbIIAYM KONHUH 3JIEKTPOHHBIX JOKYMEHTOB (PUKCHpYyeTCsl B XKypHale BbIIAYH IEKTPOHHBIX
JIOKYMEHTOB.

Hoctyn cyneii u paOOTHHKOB cyla K OJIEKTPOHHBIM JIOKyMEHTaM apXuBa IMpH HaJIUYUH
MH(QOPMALIMOHHON CHCTEMbI MOXET OCYILECTBISATHCA HEMOCPEACTBEHHO ¢ PabOYNX MECT B COOTBETCTBUU
C YCTaHOBJICHHBIMU NPUKA30M IpejceaaTeNs cya npaBaMu JOCTYyTa K JOKYMEHTaM.

o pemeHuto mpeacenaTens cyjia apxuB Cya MOXKET MIPEAOCTaBIATh CyAbAM U PaOOTHHUKAM Cyza
JIEKTPOHHBIE JOKYMEHTHI T10 JIOKAJIBHON CETH Cya. B 3ToM ciydae BeeTcs 21eKTpOHHBIN JKypHaI ydeTa
BBIJJa4M DJICKTPOHHBIX JTOKYMEHTOB M3 apXWBa, B KOTOPOM (HKCHUPYIOTCS: Jara Bbigauu, (paMuius,
WHUILMAIBl 3alIPOCHUBIIETO TOKYMEHT, Ha3BaHHE CTPYKTYpHOTO MOApa3feleHHs, 3arojIOBOK M yYETHBIN
HOMEp BBIJaHHOTO JOKYMEHTA.

11.3.4. lokyMeHTHI BBIJAIOTCS U3 apXUBOXPAHMIIUINA HA CPOK, HE TPEBbIIIATOIITHIA:
OJTHOTO Mecsila - UIs UCIIOJIb30BaHUs CyAbSIMHU, paOOTHUKAMH CyJa;
IIECTH MECSIIEB - CyIeOHBIM, MPABOOXPAaHUTEINBHBIM U HHBIM YIIOJTHOMOYEHHBIM OpTraHaMm.

HpozmeHHe YCTAHOBJICHHBIX CPOKOB BbIAa4W JOKYMCHTOB JIOIYCKAC€TCA C paspCiiCHusd
npeaceaareiii cyla Ha OCHOBAHHMU JNOOKYMCHTa (HI/ICI)Ma, CJ'Iy)KG6HOI>i 3aHI/ICKH) IOJB30BaTCIA O
MMOATBEPIKACHUN obecreueHus COXPaHHOCTHU JOKYMCHTOB.

11.3.5. Bsimaua apXuBHBIX JOKYMEHTOB BO BPEMEHHOE IOJb30BaHHE  CYACOHBIM,
MIPaBOOXPAHUTEIHHBIM U UHBIM YIIOJTHOMOYEHHBIM OpraHaM MPOU3BOAUTCA Ha OCHOBAaHUH aKTa O BBIJaue
apXUBHBIX JIOKYMEHTOB BO BpeMEHHOE IMojb3oBaHue (mpuiokenue Ne 25 k Hacrosmed WMuHcTpykumn).
IIpu HampaBiIeHNUN 3aNpalIiBaeMbIX ApXUBHBIX JOKYMEHTOB IIOYTOM WIIM APYTHMH BUJAMH CBSI3U B rpade
"Ilpumeuanus” akTa yKa3bIBaIOTCS PEKBU3UTHI JOKYMEHTA-3allpoca U COIPOBOIUTEIBHOrO MHUChMa Cyaa,
a TaKKe PEKBU3WUTHI BXOMSIIErO MOKYMEHTa, KOTOPBHIM OHHM OBUIM BO3BpalleHbl. B sTOoM ciydae
MIPOCTaBJIEHNE TIOANHNCH Pa0OTHUKA OPTaHN3ALMU-TIONYYaTeNs B aKTe HE TpeOyeTcs.

(8 pen. Ilpukasza Cynebnoro nenapramenta npu Bepxosaom Cyzne PD ot 29.05.2024 Ne 124)

Brigaya apXuBHBIX JTOKYMEHTOB CYIbSIM, PYKOBOJAMTESIM CTPYKTYPHBIX IOApPA3NEICHUN Cyna B
LEeNIX peaju3aluy HX CIY)XeOHBIX 005f3aHHOCTEH MPOM3BOAMTCS NMPH COTJIACHMH TpelcenaTens cynaa
(3amecTuTens mpeacenaTens cyaa) Ha OCHOBaHUH CITY>K€OHOH 3alTMCKH Ha BbLAAYy €JUHUL XPaHCHHS.

JIuno, noyduBIIee apXUBHOE AEJI0, OTBEUAET 33 €r0 COXPAHHOCTb.
(. 11.3.5 BBenen [Ipuka3zom CynedHoro nenapramenta npu Bepxosaom Cyzne PD ot 09.01.2024 Ne 1)



11.4. Ha w™ecto BbAaBacMBbIX EOUHUI] XpPaHEHUS U ONHCEH [l JOKHA TOMENIaThCs
(TomKITamBIBaTECS) KapTa-3aMECTHTENh CAWHMIBI XpaHeHUs (mpuioxkenne Ne 29 k  Hacrosmien
WHucTpykuun). [Ipu Bo3BpalleHUH €IWHUIBI XpAaHCHHS KapTa-3aMECTUTENb M3BIMACTCS U XPAHUTCS JI0
MUHOBaHUS HAJIOOHOCTH.

(. 11.4 B pen. Ipukasza Cyne6Horo aenapramenta npu Bepxosaom Cyne PO ot 09.01.2024 Ne 1)

11.5. Beigaya HaxoIAIIMXCS B apXUBe CYAEOHBIX el (MHBIX MaTepHasoB) UL O3HAKOMIICHUS
JMIAMY, YYacTBYIOIIMMH B J€Je, MX MPEICTABUTEISIMU, @ TAK)KE WHBIMH JIMI[AMHU OCYILECTBISCTCS B
HOpSAIKE, YCTAaHOBICHHOM Mpe/ceNaTeNeM Cyaa, Ha OCHOBAaHMM WX IMCbMEHHOTO 3asiBICHUS W TPHU
NpEIbsBICHUN JOKYMEHTOB COTJIacHO mpuiioxeHusM Ne 1 x uncTpykuumsam Ne 36, Ne 161, Ne 224, No 225.
(m. 11.5 B pen. [Ipukasza CyneoHoro nenapramenta npu BepxosHom Cyne PO ot 14.06.2022 Ne 97)

11.6. O3HakomIIeHHE C Cy/IeOHBIM JI€JIOM JIOJDKHO MPOU3BOANTHCS B CIIENHAIBHO 000PYTOBAHHOM
JUI 3TOM LeNW TMOMEUICHWH Cyla B MPHUCYTCTBHHM PaOOTHHKA apXuBa cyja (MHOTO YIOJIHOMOYEHHOTO
paboTHHKa ammapaTa CyJa) B YCIOBHUSX, KOTOPBIE HCKIIOYAIOT M3BATHE, MOBPEKACHUE, YHUUTOKCHHE
MaTepuaIoB JIell, a TAK)KEe BHECCHNE B HUX MCIIPABJICHUI H JOTHCOK, ITepeady UX ApyroMy JIUILY.

OO0 03HAKOMJICHHH C JEJIOM JIEJIAeTCSl OTMETKA B JIUCTE MCIIOIb30BAHMUS JTJOKYMEHTOB (TIPHIIOKEHHE
Ne 28 x mHacrosmiei Muctpykium). [Ipu oTkase nuia, 03HAKOMHUBIIETOCS € IETIOM, OT ITOAIMUCH, 3aIIKCh 00
O3HAKOMJICHHH C JIEJIOM TIPOU3BOIUTCS PAOOTHUKOM apXHBa Cy/a.
(8 pen. IIpukasza Cynebuoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

11.7. O3HakomIieHHE JIUIIAMU, YYACTBYIOIIMMH B Jelie, X MNPEICTABUTCISIMHU, a TAKKE HUHBIMHU
JMLAMH C ayTHO03aIUChI0 CyIeOHOro 3aceaanusi, MPUOOIIEHHON K CyeOHOMY Jely, IPOU3BOAUTCS 10 MX
MUCBMEHHOMY 3asBJICHHIO B TOpsAKe, NpeaycMoTpeHHoM nyHkTamu 11.5 u 11.6 Hacrosmei
HNHcTpyknuu.

OzHakOMJIGHWE C ayJHo3alliChi0 CyNeOHOTO 3acelaHds MPOW3BOAWTCS B  CIICIHUAIBHO
000pyIOBaHHOM ISl 3TOM IIEIM TOMEIICHWM Cyla B NPUCYTCTBHHM pPaOOTHHKA apxXuBa Cyla IyTeM
MPEIOCTABICHUS BO3MOKHOCTH TPOCIYIIMBAHUSA COOTBETCTBYIOIICH ayIMO3allUCh C HCIOJIB30BAHUEM
HEOOXOJUMBIX TEXHUYECKUX CPEICTB.

11.8. [IpaBo Ha cHsATHE KOMHUH JOKYMEHTOB C MaTepHaJOB Jejia 3a CBOM cueT, B TOM 4YHCIE C
UCIIOJIb30BaHUEM TEXHUYECKUX CPEICTB, IPEIOCTABIIAETCS CIEAYIOIIUM JIUIAM:

OOBUHSIEMBIM, OCYXIEHHBIM, ONIPABAAHHBIM, UX 3aIlIUTHUKAM U PEACTABUTEISIM;
MTOTEPIEBIINM;

rpakaAaHCKOMY HCTHY, €T0 MNpCACTAaBUTCIIO B YaCTHU KOIINH mponecCyalbHbIX pemeHHﬁ,
OTHOCAIIUXCS K IPEABABICHHOMY UM I'paXXAaHCKOMY UCKY;

TpaXXaAaHCKOMY OTBETUYUKY U €I0 MPEACTABUTEIIIO B HaCTHU MAaTCPHUAJIOB YTOJOBHOTI'O JI€J1a, KOTOPLIC
KaCaroTCA IrpaXXJaHCKOI'0 UCKa,

CTOPOHAaM M MHBIM JIMIIAM, YYaCTBYIOIIHUM B IPAKJAHCKOM J€JIe, a TAKKE UX IPEICTABUTEIISM;
JIMLAM, Y4aCTBYIOLIUM B aIMUHUCTPATUBHOM JEIIE;
JUIaM, yYacTBYIOIIUX B Jiefie 00 aIMUHUCTPATUBHOM IPaBOHAPYIIICHUH;

peadWINTHPOBAHHBIM JIMLAM, a C MX COIVIacHsl WJIM B CIy4ae HMX CMEpPTH - POJICTBEHHHUKAM
(WwKIMBEHIIAM) B YacTH  O3HAKOMIICHHS C  MaTepuallaMd  [PEKPAICHHbIX  YTOJOBHBIX U
aJMHUHHACTPATHUBHBIX JEN U MOoIy4eHus ¢ Hux komuil (crates 11 3akona Poccuiickoit degeparun ot 18
okTsI0ps 1991 1. Ne 1761-1 "O peabunuranuu KepTB MOTUTUIESCKUX Perpeccuii”).

VYKazaHHbIE JMIla CHUMAIOT KOMHM IO MUCBMEHHOMY 3asBIICHUIO B TMOPSAKE, YCTAHOBIECHHOM
mpejcenaTeneM cyla Wid Cyabei, mpeaceaaTeIbCTBYIOMNM 10 feny. JJaHHOe MHUChMEHHOE 3asBICHHUE C
paspeuiaronieil pesononuel mnpeacenaTens Ccyna WIM CyAbH, MPEACENaTeNbCTBYIOIIETO IO eIy,



MOJIIMBACTCS B CyAe0HOE )10, HAXOAIIeeCs Ha XpaHCHUH B apXUBE Cy/la, U BHOCHTCS BO BHYTPCHHIOIO
OTHCH Jieia. B cirydae mpeabsaBiIeHUS JOBEPEHHOCTH K JISTy MPHUOOIITAETCS TaAKKE €€ KOTIHS.

CHATBIC 32 CBOM CYET KONMHMU C MaTepUAIOB CyAeOHOrO Jeia, B TOM YHCJIE C ITOMOIIBIO
TEXHUYECKUX CPEJICTB, CYyIOM HE 3aBEPSIOTCS.

11.9. Brigada xommii TOKYMEHTOB M3 CyAE€OHOTO JAeNa, HAXOMSIIErocs B apXHBe Cy/a, JIHIIaM,
YYacTBYIOIIUM B JieJe, MPOU3BOAMTCA IO HMX IMHUCBMEHHOMY 3asBICHHUIO C pa3pelieHus CyIbH, B
MPOM3BOICTBE KOTOPOTO HAXOMWIOCH JIEN0, WIHM Tpencenareis cyla (YHOJTHOMOYEHHOTO WM JIUIA).
Brigaua Takmx Komwid M3 CyAeOHOTO Jeia WHBIM JIMIAaM M OPTraHU3aIisaM MPOU3BOIAUTCS PaOOTHHKOM
apxuBa CyJa M0 MMCbMEHHOMY 3alpoCy WM 3asBJICHUIO HA OCHOBAaHUH PE30JIIOLIMU TpeJceiaTeNs cya
WIHM YIIOJTHOMOYEHHOT'O UM JIMIA, O YeM JENaeTcsd COOTBETCTBYIOLIAs OTMETKA B JKypHaJe PErucTpaluu
BBIIaHHBIX KOTIHH, BBIITUCOK, TOKyMeHTOB (Tipriioxenne Ne 35 k Hactosmieit UHCTpyKIm).

(8 pen. IIpukasza Cynebnoro nemapramenta npu BepxoBaom Cyme P® ot 09.01.2024 Ne 1)

11.10. BrigaBaemble CyAOM KONHHM CYAEOHBIX akTOB (IIPUTOBOp, pEIIEHHE, ONpeIeeHUE,
[IOCTAaHOBJIGHHE,  CyOeOHBIH  NpHKa3)  JODKHBI ~ OBITh  3aBEpeHbl  IOANMUCAMH  CYZABH,
Ipe/CeIaTeNIbCTBYIOLIEr0 MO Jely, a B Cllydae €ro OTCYTCTBUS - IpeiceaaTens cyaa (3aMecTHTENs
npejacenarens cyga) WM HMHOTO YINOJHOMOUYEHHOTO MM JIMI@, CeKpeTaps cyAa 00 HHOro
YIIOJIHOMOYEHHOTO DPa0OTHHMKA ammapara Cyla, a Takke repOoBoi medateio cyna. Ilpu 3aBepenun
COOTBETCTBHS KOIHMH CyJeOHOrO aKTa MOAJMHHUKY Ha JIMIEBOH CTOPOHE MOCIEIHEr0 JIUCTA MO TEKCTOM
Konuu cyneOHoro akta (Hwke pekBusuta "[logmmcw") mpoctaBnsiores mTamn "Komus Bepna
(npunoxenne Ne 30 k HacTosmer MHCTpyKIum) u repOoBas meyarsh cyaa.

(8 pen. Ipukasza Cyne6noro nenapramenta npu Bepxosaom Cyae P® ot 09.01.2024 Ne 1)

Wsrorosnenue 3aBCPCHHBIX KOMHUM CYZ[€6HLIX AKTOB U HMHBIX JOKYMCHTOB CyJa OCYIIECTBIIACTCA
YIIOJIHOMOYEHHBIM PaOOTHUKOM apxuBa cyga. B mpaBoMm BepxHeM yYIdy HEpBOro JHCTa IOKYMEHTA
npocrasigerca mramn "Komus".

11.11. Eciu komus JOKYMEHTa COCTOMT M3 HECKOJIBKMX JIUCTOB, TO BCE JIUCTHI JOJDKHBI OBITh
POHYMEPOBAHBI, MPOIIUTHI HNPOYHONH HHUTHIO, KOHIBI KOTOPOH BBIBOIATCS Ha OOOPOTHYIO CTOPOHY
MOCJIETHETO JIUCTa KOMHMH JTOKYMEHTa WM CKPEIUISIOTCS CKOOOH € HCIONBb30BAaHMEM CTEIUiepa; Ha
00OpOTHOH CTOpPOHE TOCIEAHErO JIHCTAa B MECTaxX CKpEIUICHWs HakjeuBaeTcs OyMakHas HaKJeWKa C
3aBEPUTENBbHON HAIMMCHIO "TIPOHYMEPOBAHO M CKPEIUIEHO IeYaThI0 JICTOB, TOAIUCH "
(npunoxernne Ne 31 k nHacrosmed WHCTpyKUuHM) ¢ yKa3aHMEM CyZAd, KOTOPHIM BBIAAETCS KOIUS
nokymeHTa. [lonmuchk ckperuisieTcsi repOoBoii MedaThio cysa. ['epOoBas meyath CTaBUTCS TAKUM 00pa3oM,
YTOOBI YACTUYHO 3aXBATUTH OTPE30K OyMaru, 3aKJIeUBAIOLIMKA KOHIBI HUTH JINOO MECTO CKPEIICHHUS.

(B pexn. Ipukasa Cyne6uoro nenapramenra mpu BepxosHom Cyzae PO ot 09.01.2024 Ne 1)

11.12. B ciydae ecnu BBINIECTOSIIIMKA CyJl U3MEHIJI PEIICHHE CyJa, HAa KOMUU CyAeOHOTO akTa
(mpuroBopa, penieHus, onpeeNeHus, IIOCTAHOBJICHUs, CyAe0HOro MprKa3a) 00 3TOM JIeJaeTcs OTMETKA.
Ha BrigaBaemoit konuu cyaeOHOro akta paOOTHHKOM apxXuBa CyJla TakKe JellaeTcs OTMETKa O Jare
BCTYIUUICHUA €T0 B 3aKOHHYIO CWJIY WM YKa3bIBA€CTCs, B KaKOM JCJIC MOJUIUT HO,I[J'II/IHHLII‘/’I JOKYMCHT U B
MIPOM3BOICTBE KAKOTO Cy/la HaXOMJIOCh JIEJIO.

11.13. Konnu 3ampammBaeMbIX CyneOHBIX aKTOB, KOMWHU ayJUO3AIMCH CyNeOHBIX 3acelaHui, a
TaKke apxuBHbIC chpaBku (mpuioxeHue Ne 34 x Hacrosmeld WHCTPYKIIMM) W3rOTaBIUBAIOTCS
pabOTHHKOM, OTBETCTBEHHBIM 3a paboOTy apxuBa CyAa, B CpPOK, HE MPEBHIAIONNN MATHAAIATH
KaJICHOAPHBIX THEW, CO JHS MOCTYIUICHHSI COOTBETCTBYIOIIETO 3asBJICHUSL.

(1. 11.13 B pen. Tlpukasza Cynebnoro memapramenta pu Bepxosaom Cyme PD ot 09.01.2024 Ne 1)

11.14. M3roromicHHBIC, HO HE IOJYYCHHBIC 3aSBHUTEIIEM KOMHMH CYAEOHBIX aKTOB, MHUCHMEHHBIX
CIIPaBOK MEPENaroTCs ISl OTIIPABKU 10 MOYTE.

JIuno, moJy4uBllee KOMUIO CyA€OHOIO aKTa, JOJKHO HAalMCaTh COOTBETCTBYIOIIYIO paclucky. B
ClIy4ae HampaBjieHHA KONHU JOKYMEHTa IO IOYTE B JEJIO MOAIIMBAETCA KOMHSA COIPOBOAMTEIBHOIO
MUChbMa C HMCXOAAIIMM HOMepoM M JjaTod. Taxke nenaroTcsi COOTBETCTBYIOLIME OTMETKH B JIMCTE
WCTIOJIb30BaHMS JOKYMEHTOB.



11.15. Konun cyneOHBIX aKTOB MOTYT OBITh BBIJIaHBI (HAIPABJICHBI) UHBIM JIUIAM, YbH HHTEPECHI
HETIOCPE/ICTBEHHO 3aTParuBaroTCs CyJcOHBIM aKTOM, C Pa3pelIeHusl MPECEeaTeIbCTBYIONMETO CY U HITH
npencenarenst cyaa (B ciiydyae OTCYTCTBUS - 3aMECTUTEINs IMpelceiaTeNsi CyAa) MO0 NHCbMEHHOMY
3asBieHUI0 (punoxkenue Ne 32 k Hacrosield MHCTpyKIUK), B KOTOPOM JIOJKHO OBITh YKa3aHO, KaKue
NpaBa WM 3aKOHHBIC HHTEPECHI ATOTO JINIIA HAPYIICHBI STUMH Cy/ICOHBIMU aKTaMHU.

(8 pen. Ipukasza Cynebnoro nenapramenta mpu Bepxosuom Cyae P® ot 09.01.2024 Ne 1)

11.16. TloBTopHas BblAaYa KOMHMH CyAEOHBIX AaKTOB (pELICHHWH, oOIpeaeNeHHH, MPUTOBOPOB,
MIOCTAaHOBJICHUH, CyIeOHBIX NPUKA30B) JIMIAM, YYacCTBYIOIIUM B J€l€, UX IPEACTaBUTEISAM, a TAKKe
JpYTUM JIMLAM, YbH WHTEPECHl HEMOCPEICTBEHHO 3aTParuBarOTCs CyIeOHBIM aKTOM, OCYIIECTBIISICTCS 110
UX MMCbMEHHOMY MOTHBHPOBAHHOMY 3asIBJICHHIO B YCTAaHOBJIEHHOM IIpeceaTeNIeM CyAa MOpsIKe.

11.17. UsrotoBneHne u Bblada KOMWHU ayAHO3aIHCH CyJeOHOTO 3acelaHusl OCYIIECTBIISIETCS I10
MUCBMEHHOMY 3asIBJIICHHUIO JIMII, YYAaCTBYIOIUX B JIeJ€, UX MpeACTaBUTENEN (CTOPOH, MHBIX YYaCTHUKOB
CyaeOHOro pa3dupaTenbCcTBa) U 3a UX CUET B MOPSI/IKE, YCTAHOBIEHHOM IIpejiceiaTeIeM Cya.

11.17.1. Ha mucemenHoM 3asBieHnu (mpmiokenue Ne 33 k wHacrosmed WHCTpyKImn)
npezcenarend cyaa (ero 3aMecTUTeNb) JelacT COOTBETCTBYIOIIYIO OTMETKY O MOPYYEHHUH pabOTHUKY
apXuBa CyJa W3TOTOBUTh U BBIJIaTh KOIHIO ayJUO3alMCU CYJIeOHOTO 3acenaHus. [laHHOe 3asBICHUC
TIOJIIINBACTCS B JICNIO, @ B CITy4Yae MPeIbsIBICHHUS JOBEPEHHOCTH K JIENTy MPHOOIIACTCS TAKKE €€ KOTHSI.

(8 pen. IIpukasza Cynebuoro nemapramenta npu Bepxosaom Cyme P® ot 09.01.2024 Ne 1)

11.17.2. JIng u3roToBiIeHUS KOMMU ayTUO03aIMCH JIUI0, TI0/IaBIlIee 3asBICHUE, IPEACTABISIET B CYI
MaTepuanbHBI HOcuTenb uHpopMmarmu (duem-kapra, guck CD-R, DVD wu nppyrume HOcuTenu
MHQOPMAIUH, TEXHHYECKAsi BO3MOXKHOCTD 3aIHCH HA KOTOPBIE HMEETCS B COOTBETCTBYIOIIEM CY/IE).

11.17.3. TlpencraBneHHble B Cy/l MaTepUaIbHbIE HOCUTENH MH()OPMAIMH HE TOJDKHBI COIEPIKATh
Kakylo-muoo wuHpopMaruio. B memsx Oe30macHOCTH Tepen 3aluChi0 TPEICTaBICHHBIA B CYA
MaTepHaJIbHBI HOCUTENh MOKET ObITh 0OT(OPMATUPOBAH YIIOJIHOMOUYCHHBIM Pa0OTHHKOM ammapara cy/a,
OTBETCTBEHHBIM 32 W3TOTOBJIGHHWE M BbIAAYY KOMHM ayJuO3aliCH, MOCJIE MPeIBapPUTEIHLHOTO
YBEIOMJICHHS JIMIA, TOAABIIET0 COOTBETCTBYIOIEE 3asIBICHUE.

11.17.4. 3anuce aynuodaiina Ha MarepHadbHBI HOCHUTENb JIMIA, IIOJABIICTO0 3asBJICHHUE,
MPOU3BOAMTCS YIOJHOMOYCHHBIM pPa0OTHUKOM ammapara cyJa Ha JIOKQJIbHOM KOMIIBIOTEpE, HE
MIPUCOCMHEHHOM K JIOKAJBHOW CETH Cy/Ia U HE UMEIOIIEM JIOCTYIa B ceTh HTEepHeT.

11.17.5. Konua aynuo3anucu CyJeOHOTO 3ace/laHus Cy/I0M He 3aBepseTcsl.

Ilocne BbIIAYU KOIIMHU aYyJAUO3allUuCH Cy):[66H01"0 3acCaaHnsd Ha IIHMCbMCHHOM 3asBJICHHUHU 00
HU3roTOBJICHHMMU M BbIAA4YC pa6OTHI/IKOM apxuBa cyaa ACJIacTCsA OTMETKaA 00 HM3rOTOBIIEHUU U BbIZJa4yec, a
JIMIIOM, TIOJYYHMBIIHMM KOIIMIO ayAauo3aliucu, ACJIac€TCsa COOTBETCTBYIOIIAA paclrCKa O IIOJIYUYCHHH.
I[aHHOe 3asABJICHHUC HpI/IO6H_Ia€TC$I K Cy,[[66HOMy ACiy, IIpU 3TOM ACJIACTCA COOTBCTCTBYHOIIAA OTMCTKA B
JIMCTC UCIIOJIB30BAHUA JOKYMCHTOB.

HenonyquHaﬂ 3asABUTCJICM KOIIUA ayU03allucCu CYIle6HOFO 3aCCJaHusA 110 TOYTC HC HAIIPABJIACTCA.

DJEeKTPOHHBIN HOCUTENb HHPOPMALIUH, C KOTOPOr0 W3rOTaBIUBAJIACh KOMUS, TOKEH OBITh BIIUT B
Jeno (puoOIeH K MPOTOKONY CyAeOHOTO 3aceaHus) B yIIaKOBAaHHOM BHje (KOHBEPT) C yKa3aHHWEM Ha
yIIaKOBKE HOMeEpaA JIeJIa, JIaThl, a TAKKE MOJINICcaH PaOOTHUKOM, OTBETCTBEHHBIM 32 Pa0OTy apXuBa Cyaa.
YTakoBKa JI0JKHA 00€CIIeunBaTh COXPAHHOCTD AJIEKTPOHHOI'O HOCUTENS OT OBPEXACHUH U IOPYH.

11.18. I[TogymHABIE AOKYMEHTHI U3 CyACOHBIX el (MHBIX MaTEePHAJIOB) U WX HAJICKAIIUM 00pa3oM
3aBEpPEHHBIC KOMHH, MPEICTABICHHBIC YYACTHUKAMH CYIOMPOU3BOACTBA (JIUIIAMH, YYaCTBYIOITUMHU B
JieNe), a TaKKe CIOPaBKU II0 JieaM BBIAIOTCS WM PaOOTHHKAMH apXuBa Cy/la Ha OCHOBAaHWUU HX
MMACEMEHHOTO 3asBJIICHMSI, JPYTrUM CyIaM, OpraHaM JO3HaHUS M CIEJACTBUS - Ha OCHOBAHHH
MOTHBHUPOBAHHOTO 3ampoca © (WIM) WHBIX HEOOXOMWMBIX OKYMEHTOB, IPEIyCMOTPECHHBIX
3aKoHOAaTenbCcTBOM Poccuiickoit @enepanuu. Ha 3asBieHun wnm 3ampoce O BblAaue MOIJIMHHBIX
JIOKyMEHTOB W3 CyJeOHOro Jefia MPOCTaBISETCS paspelnaronias pe3oJonus Ipenceaarens cyna
(3aMecTuTens mpenceaaTels Cya).



11.18.1. B3aMeH BBIJaHHOTO TMOJUIMHHUKA K JCITy MPHOOIIASTCS €ro KOIMUs, 3aBepeHHasi Cybel U
repboBO¥ TIeYaThIo cya.

11.18.2. [Ipu BBIgaYe MOATMHHHUKOB JIOKYMEHTOB U3 CyICOHOIO Jiea Ha MX 3aBEPCHHBIX KOIHSIX
JIOJDKHBI YKa3bIBaThCSA (haMITHS, MMsI, OTYECTBO JIHMIIA, TIOJYYHBIIETO AOKYMEHT, €ro MpOIecCyalbHOe
TOJIO’KEHHUE TIO JIeNy, JaHHBIE JTOKYMEHTA, YJOCTOBEPSIONIETO JIHYHOCTh. B momydeHnn JOKyMeHTa 3TO
JUIO JOJDKHO pacHucaThCsl M MPOCTABUTH JaTy MoiydeHus. JIWilo, BBIJABIIEE TOKYMEHT, TOJKHO
yKa3zaTh CBOI (DaMWIHIO, JIOJDKHOCTh M TOCTaBUTh MOANMKUCH. [Ipu TNpenbsBICHUM TOBEPEHHOCTHU
HEOOXOIMMO CHATH C HEE KOIMIO M IOJIINTE B AENO0.

11.18.3. JIokyMeHTBI, HA OCHOBaHWUU KOTOPBIX U3 CYJCOHOTO Jiea BhIIaHbl MOJJIMHHUKH, a TaKKe
UX 3aBEPEHHBIC KOMMHM TOJIINBAIOTCA B J1e70. B cinyuae HanpaBieHuUs MOUIMHHOTO JTOKYMEHTa 3aKa3HOM
MMOYTON B JENO TaKKe ITOANIABACTCS KOIHS COMPOBOAUTEILHOTO MHIChMa C HCXOISAITAM HOMEPOM H
IaTOM.

11.18.4. Tlopsmok ¥ CpOKM BbIIaYM TOJUIMHHBIX JOKYMEHTOB, HX 3aBEPEHHBIX KOIUH
YCTaHaBIMBAIOTCA IPEACEaATENIEM CyIa.
(8 pen. IIpukasza Cynebnoro nemapramenta npu BepxoBaom Cyme P® ot 09.01.2024 Ne 1)

Brimaga mucbMEHHBIX JOKa3aTENbCTB, HE BO3BPAIICHHBIX MIPEICTABUBIINM UX JIMIIAM JIO TIEpenadu
JieJia B apXUB CyZa, M0 MPOCKOe STUX JIUII OCYIIECTBISIETCS B TAKOM e TTOPSIKE.

11.19. Ilo nuChbMEHHBIM TpPeOOBAHUSAM OpPraHOB, KOTOPHIM 3aKOHOM INIPEIOCTaBICHO IIPAaBO
UCTpeOOBaHNUS JeTia, U HA OCHOBAHUHU PACIIOPSHKSHHS MTPEICEAATENsI Cy/Ia WIIH €ro 3aMECTHTENS CyIeOHbIe
JleJTa HAPaBJISIOTCS UM B TPEXTHEBHEIN CPOK.

11.20. PaGoTHHMK apxuBa cyja 00s3aH KOHTPOJIUPOBATh BO3BPAT JIEJI B apXUB U HE PEXKE OJTHOTO
pas3a B MecsIIl JOKJIAbIBATh TIPEACEaTeIto Cy/aa.

Jlo Bo3BpaillieHus Jeia B Cyl TpeOOBaHUE O €ro BBICHUIKE, KOMHMH COMPOBOAMTEIHHOIO MHUCHhMA,
MIPUTOBOPA WK PELICHUS XPAHATCA B KOHTPOJILHOM Marke.

B xHure BIIaUM eAMHUII XpaHEHHS BO BpEMEHHOE IoJIb3oBaHue (Tpriiokerne Ne 27 k HacTosien
WHcTpykiun) U3 apxuBa cyJa OTMEYaeTcsi, Korjaa, KoMy U 10 KakoMy 3aIlpocy JIeJIo HalpaBiIeHo, Koraa U
KEM OHO BO3BPAILIEHO.

(B pen. Ipukaza Cyne6Horo nenapramenta npu BepxosHom Cyzae PO ot 09.01.2024 Ne 1)

11.21. B ciywae nmocTynieHus B CyJ 3asBIC€HUS B3bICKaTeNs (MO0 ero MpeJICTaBUTENs) O Bblaaye
(HampaBNIeHNN) MCHIOJIHUTENBHBIX JTOKYMEHTOB 110 CyJeOHBIM JAeiaM, HaXOJSIIUMCS B apXHBE CyJa, MX
odopmieHue, HampaBieHHE (BbIada) OCYLIECTBISIOTCS B IOPSAKE W CPOKH, YCTAaHOBIJICHHBIE
uHcTpykiusivu Ne 36, Ne 161.

(. 11.21 B pen. Tlpukasza Cynebnoro memapramenta npu Bepxosaom Cyme PD ot 09.01.2024 Ne 1)

11.22. Wuble, He YyCTaHOBJIECHHbIE HacTosAweld HMHCTpykuued mnpaBuia O3HAKOMIICHHS C
MaTepuantaMy cyeOHOTo Jiena, BBIAaYd MOJUTMHHBIX JTOKYMEHTOB, 3aBEPEHHBIX KOIUI MaTepHalioB Jena,
MUCbMEHHBIX CIIPaBOK, KOTIMI CyIeOHBIX aKTOB ONPENEIIAIOTCS MpeceiaTe]IeM Cyaa.

12. ObecneyeHne COXPAHHOCTH APXNUBHBIX TOKYMEHTOB

(8 pen. IIpukaza Cynebnoro nenmapramenta npu Bepxosnom Cyne PO
ot 09.01.2024 Ne 1)

12.1. XpaHeHue apXuBHBIX JOKYMEHTOB B cyne oOOecleduBaeTcsl peaju3anueil KOMIUIeKca
MEpONPHUITUH, HANpaBlICHHBIX HA MOAJCPKAHUE apPXUBHBIX JTOKYMEHTOB B ONTHUMAJIBHOM (DH3MYECKOM
COCTOSTHIH, MUHIMH3AIHNIO PUCKOB UX ITOPYH U (MJIN) YTPATHI, B COCTaB KOTOPOTO BXOJST:

[PEAOCTABIECHUE H30JIMPOBAHHBIX IIOMEIIECHUN MU Pa3MEUICHUS AapXUBHBIX JOKYMEHTOB U
npoBeleHHs padoT, CBSA3aHHBIX C apPXMBHBIM XPAaHEHHWEM, OCHAIIEHHBIX CPEACTBAMH MOXKApOTYLICHHS,
OXpaHHOH M MOKapHOM CUTHANTM3aIMel, 000pyI0BaHNEM TS XpaHEHHS IOKYMEHTOB;



opranuvsanus Hn obecreueHue CO6J'IIOI[€HI/I$I MMPOTUBOIIOXXAPHOTO, OXPAaHHOI'0, TCMIICPATYPHO-
BJIQAX)XHOCTHOI'O, CBETOBOT'O U CAHUTAPHO-TUTUCHUYCCKOI'O PEXKNMOB;

BBITIOJTHCHUC Tpe60BaHHfI K pa3MCHICHUIO JOKYMCHTOB B apXUBOXPaHUIUIIIEC,

MMPpOBEACHUE TIPOBEPKU HaAJIUYUA U COCTOAHHA COXPAaHHOCTH AapXMWBHBIX HOOKYMCHTOB B
COOTBCTCTBUU C MOPAAKOM, YCTAHOBJICHHBIM pa31cJIOM 10 HaCTOSIICH I/IHCprKHI/II/I;

oOecriedeHne BO3MOXKHOCTH IPOBEACHUS NPOPHUIAKTHYECKOH W TeXHUYECKOW o00paboTku
ApXUBHBIX TOKYMEHTOB;

OIIMCaHUC (COCTaBHCHI/IC oInuceu ):[CJ'I) U CBOCBPCMCHHAA IMOCTAHOBKA ApXMWBHBIX JOKYMCHTOB Ha
Y4€T B COOTBETCTBUHU C ITOJIOKECHUAMU HACTOSIIEH I/IHCprKHI/II/I.

12.2. ApxuB pasMmemaercs B 3HaHUM W (WIM) OTIACIBHBIX IOMEMICHHAX 3maHus. OCHOBHEIE
MOMEIIEHUs, MpeJHa3HaueHHbIE AJIS XpaHEHHs, y4yeTa, KOMIUIEKTOBAHUS W HCIIOIb30BAHUS apXHBHBIX
JIOKyMEHTOB, W BCIIOMOTAaTeNIbHbIE (aIMHUHHCTPATHBHO-XO3SICTBEHHOTO, TEXHUYECKOTO W OBITOBOTO
HA3HAYEeHHS) JOJDKHBI COOTBETCTBOBAaThH TPEOOBAaHWSIM, YCTAHOBIEHHBIM IyHKTOM 12.1 Hacrosmen
WucTpykiun, a Takke oOmMMH TpeOOBaHMUSAMHU O€30MACHOCTH K OOINECCTBECHHBIM 3IaHHUAM U
COOpYXKEeHHUAM <1>.

<1> ®enepanbupiii 3akoH oT 30.12.2009 Ne 384-@3 "Texaudeckuil perinaMeHT O 0€30MaCHOCTH

5.

31aHui U coopyxkenuit"; ['pagoctpoutensHblil kojeke Poccuiickoit @eaepanuu.

XpaHeHHE AapXHMBHBIX JIOKYMEHTOB B 3aBUCHMOCTH OT HX OOBEMOB OCYIIECTBISIETCS C
UCIIOJI30BaHUEM OJHOTO WJIN HECKOJIBKUX BapUAaHTOB Pa3MEILCHHUS:

B 3/IaHUH, OTBEYAIOIIEM TPeOOBaHHIM, YCTAHOBICHHBIM YIIOJTHOMOUYEHHBIM (heZiepalbHBIM OpraHOM
UCIIOJHUTEIBLHOU BIACTH B cpepe apXUBHOTI'O Jiejia U JACJIONPOU3BOCTBA <2>;

<2> [lpaBuna OpraHu3allii XpaHEHHA, KOMIUIEKTOBAaHUS, y4yeTa M HCIOJIb30BAHHUA JTOKYMEHTOB
ApxuBHoro ¢doHma Poccuiickoit Denepariini U Jpyrux apXWBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX U
MYHHIIMTIATBHBIX apXUBaxX, My3esiX U OMONMOTeKax, HAyYHBIX OPTaHHU3AIHAX, YTBEPKICHHbBIE TPUKAa30M
®denepanbHoro apxuBHoro areHrcrsa ot 02.03.2020 Ne 24,

B CHELUAIBHO OOOPYAOBAaHHOM [UI XPAaHEHHs JOKYMEHTOB H30JMPOBAHHOM IIOMEILEHUH -
apxuBoxpanunuie (myHkT 12.3 Hacrosmei MacTpykunn);

B 3anuparoiuxcs mkadax uim cerndax.

Pasmemienne apxuBa B NPUCIIOCOOJICHHOM 3aHUM (ITOMEIIEHUH) AOMYCKAETCS TOJBKO IOCIE €ro
o0ceoBanus (B TOM YHCIIE TIOJABAIBHBIX U YepJavHbIX TTOMEIeHHH, pab0TOCTIOCOOHOCTH JIEKTPOCETEN,
OTONHUTENFHBIX ¥ BEHTWIILUOHHBIX CHCTEM, MPOYHOCTH MEXKITAKHBIX IEPEKPHITHH C y4eToM
MOTEHIHANBHBIX HAIPY30K).

12.3. ApXuBOXpaHWIHIIE JODKHO:
OTHETSATHCS OT COCEAHUX MOMEIICHU OTHEYIIOPHBIMU CTEHAMY;

MMETh €CTECTBCHHYIO WM HCKYCCTBEHHYIO BEHTHJIAINIO, OOECICUMBAIONIYIO PEIUPKYIIITHIO
BO3/IyXa, UCKITIOYAOIIYI0 00pa30BaHUE HETIPOBETPHBACMEBIX 30H;

COXpaHATb CTaOUIBLHOCTD TCMIICPATYPHO-BJIA’JKHOCTHOI'O PEIKHMA,

WMETb BBIXOJIBI K TU(TaM ¥ (WITH) JIECTHUYHBIM KIIETKaM;



HE UMETh MPOJIOKECHHBIX Yepe3 Hero TpyO BOJOCHAOKEHUS U KaHATU3AIUH, TEXHOIOTHUSCKUX WIIH
OBITOBBIX BBIBOJOB BOJIBI;

HE UMETh BHYTPHU paclpeleNuTeNbHBIX LIUTOB, TMPEIOXpaHUTENed W  OTKIIOYAIOLIUXCS
PyOMIBHUKOB;

HE pPacHojaraTtbCsi B MOJABANAX M IIOMELICHUSX, PACIIONOXKEHHBIX HMIKE YPOBHS IIOBEPXHOCTH
3eMJIH, 33 UCKITIOUCHUEM XPaHWIHL] (TOMEIIeHHUH ), 00eCTIeYMBAONINX 3AIIUTY OT IPOHUKHOBEHHS B HUX
TPYHTOBBIX, TaJbIX U MAaBOJKOBBIX BOJ, B BETXMX CTPOCHHUSX, AEPEBSIHHBIX MOCTPOIKaX, IOMELICHUIX C
OTHOCHUTENBHOH BIAKHOCTBIO BO3yXa Ooisiee 55% U ¢ IEYHBIM OTOILICHUEM;

MMETh JIBEPH C TIOBBIIICHHOW TEXHUYECKOH YKPCIUICHHOCTHhIO (METAJUIMYECKUE WIIM OOIIUTHIC
METaJUIOM);

MMETh 3alAParoIIrecsl PemeTKd Ha OKHaxX (MPU pa3MelleHUH apXWBOXPAHWIIHINA HA IIOKOIHHOM,
MIEPBOM WJIK BTOPOM 3TaXKE 37aHHS).

Pacuer HeoOXomuMOH IUIOIAAM APXMBOXPAHWIMILA PEKOMEHIYETCSl MPOM3BOAMTH C YUYETOM
pacmooKeHHs CTeJUTaXel U WX HAlOJIHEHHS B COOTBETCTBHM C IMyHKTOM 12.7 HacTosmei UucTpykiuu,
a TaKkKe C Yy4eToM BO3MOXHOCTH pasmemnieHuss 400 enuHun XpaHeHHS Ha 1 KB. M IUIOHIAAH
apXUBOXPaHWINILA.

Kaxmomy apXuBOXpaHWIHIY NPUCBAUBACTCS HOMEP, KOTOPBIH OTpaskaeTcs B TOMOrpaduvyecKux
yKa3aTeJsiX B COOTBETCTBUHM € IMyHKTOM 12.19 HacTosawmeit MHCTpyKUMH.

12.4. Ina obecriedeHnst OesTENFHOCTH apxuBa (MPH HEOOXOAMMOCTH) BBINEISIOTCS TTOMEIICHUE
g 1nmpueMa OOKYMCHTOB, HX BpPEMCHHOI'0 XpaHCHHA MW aJalTalkyd K HOBBIM  YCIOBHAM
(axxmumaTm3anun), pabodas KoMHaTa pabOTHHKA, OTBETCTBEHHOTO 32 pabOTy apxuBa Cy/a, TOMEIICHNE
JUTS TIPEIOCTABIICHHS IOCTYIIAa K ADXHUBHBIM JIOKYMEHTaM.

12.5. ApxuBHbIE JOKYMEHTHl pa3MelIaloTCs B apXWBOXpPAHWIMILE Ha CTAaIlMOHAPHBIX,
TIEPEIBUKHBIX U (FITH) MOOMIIBHBIX METAITHYECKUX CTEeIUTaKaX, B METAIUTMUECKUX mKadax, cefidax wumn
KOHTEHHEepax.

B xaugectBe crienuaJibHOI'O O60py210BaHI/I$I BO3MOXHO HCIIOJIb30BAHUEC CTAlIMOHAPHBIX OTCEKOB-
OOKCOB C METAJNTMUECKUMH NeperopoaKaMiu U MOJIKaMH.

He paspemaercst xpaHeHHe apXMBHBIX JOKYMEHTOB B TPAaHCIIOPTHOH Tape, B 1uTabelsx, HA MOy,
MOJIOKOHHUKAX, JIECTHUYHBIX IUIOIIAJKaX, B rapaxax M JPYTHUX, HE MpeIHa3HAYeHHBIX JJIS UX XPaHEHUs
MecTax.

12.6. IIpu paccTraHOBKE CTEJUIAXEH B apXUBOXPAHIIUIIE MPEANOYTEHUE JODKHO OTIABATHCA UX
NEPIICHIUKYISIPHONW OPUEHTAIMHU 10 OTHOIICHUIO K CTEHAM C OKOHHBIMH MPOEMaMHU M Pa3MEIICHUIO Ha
yIaJIeHUH He MeHee | M OT HCTOYHUKOB TEILIa.

12.7. Tlpu paccraHoBke creyuaxed (mkados, ceiioB) B apXMBOXpaHWIHIIE PEKOMEHAYETCS
HpeTycMaTpyUBaTh CIEIYIOIINE PACCTOSIHUS MEKITY:

TOpPLIAMU CTeJUIaxel (TTIaBHBIA IpoXo) - He Meree 120 cM;

pAIaMu cTeIuTaxel (MeXCTEIIaKHBIN MPOX0) - HE MeHee 75 CM;

CTeJUIaXKaMu, apajuieIbHBIMU CTEHE, U HApyKHOU CTEHOU 31aHusI - HE MeHee 75 cMm;
TOPIIOM CTEJUIaXka M CTEHOH - He MeHee 45 cM;

BEpXHEH MOJKOH CTeIUIaxka U MOTOJIKOM - 50 cM;

HIDKHEH TIOJIKOW CTEeJUIaXxa | IMOJIOM - He MeHee 15 cM (B IOKOIBHBIX dTaXax - He MeHee 30 cm).



Pa3sMernienre MOOMIBHBIX CTE/UIQXKEH MPOU3BOAUTCS C YYETOM OCOOCHHOCTEH MOMEIICHUN WU
pasmeniaeMoro o0opya0BaHHS.

12.8. ApXuBHBIC JIOKYMECHTHI Pa3MEIIA0TCS B IEPBUYHBIX CPEICTBAX XPAHCHUS:
Ha OyMa)KHOM HOCHTEIE - B KOpOOKax, Imarkax, KOHBEpPTax;

QJICKTPOHHBIC Ha (1)I/I3I/IIIGCKI/I 000COOTIEHHEIX HOCHUTEIAX - B YIIaKOBKE, peKOMGH}IOBaHHOfI
MMPOU3BOAUTCIIAMUA HOCHUTEJICH.

I[J'IH XpaHCHHA KapTOYC€K U CIPAaBOYHBIX MATCPpUAJIOB B INOMCHICHUH apxXyBa YCTAaHABJIMBAIOTCS
KapTOTCUYHBIC HIKa(I)BI.

12.9. Ha mepBUYHOM CpeICTBE XPaHEHHS apXUBHBIX TOKYMEHTOB YKa3bIBAIOTCS HOMEp M Ha3BaHWE
¢doHIa, HOMEp ONHCH JIeJ, KpaitHie HoMepa eIUHHI] XpPaHEHH, Pa3MEIIEHHBIX B HEM.

12.10. IIpoTuBOMOXKApHBI pPEXKMM B 3JaHUM WM TOMEIICHHM apXUBa YCTAHABIUBACTCS B
COOTBETCTBHH C 3aKOHOJIATEIHCTBOM Poccuiickoit Denepanuu o moxkapHoi 6€30macHOCTH <3>.

<3> denepanpublii 3ak0H OT 21.12.1994 Ne 69-@3 "O moxkapHOU 6€30macHOCTH'"; TIOCTAHOBICHUE
[IpasutensctBa Poccuiickoit ®emepammu ot 16.09.2020 Ne 1479 "O6 yrBepxnenuu [lpasun
MIPOTUBOIIOKAapHOTO pexkuMa B Poccuiickoit @enepannn’.

PaboTHuK, OTBETCTBEHHBIN 3a pabOTy apxuBa CyAa, IODKEH NMPOUTH MHCTPYKTaX IO BOIIpOCAM
MPOTHUBOMOXKAPHOH 0€30MacHOCTH, O3HAKOMHUTBCS C TpaBWJIAMH IIOJI30BaHUS IMPOTHBOIOXKAPHBIM
WHBEHTapeM. MHCTpyKTaxX pa0OTHHKOB apxuBa IO TPOTHBOMOXKAPHOW OE30MacHOCTH JOJDKEH
NPOBOAMUTHCS HE PeKe ONHOIO pa3a B IO OTBETCTBEHHBIM PAOOTHUKOM, HAa3HAYEHHBIM IPHUKA30M
npezcenarens cyaa.

12.11. OxpaHHBI pexxuM oOecreunBaeTCsl MyTeM 000pyI0BaHUS 3[aHHs MU MOMEIIEHUH apXuBa
CpeACTBaMHU OXpaHbl, 00ECIEYMBAOLIIMMH KOHTPOJb JOCTYNAa B HHUX (€CIM apXWB Cyla pPa3MEIICH B
OTJENBFHOM OT CyJAa 3JaHHH), a TaKKe COONIOJCHHEM MOpsIKa CHaul/CHATHS OXpaHbl MTOMEIICHUS
apXMBOXPaHWIMIIA U NOPsAKA JOCTYIIA B HETO, YCTAHOBJIEHHOI'O IIPUKA30M IIpeJicelaTels cyla.

12.12. ApxuBHBIE JHOKYMEHTHI HEOOXOAWMO XPaHHTh B TeMHOTe. EcTecTBEeHHOE OCBelleHuEe B
APXHUBOXPAHIIIUIIE JOMTYCKASTCS MPHU YCIOBUH MPUMEHEHHS HA OKHAX CBETOPACCEUBATENICH, PETYIATOPOB
CBETOBOT'0 TIOTOKA (CHEIUANILHBIX CTEKOJ), 3AIIUTHBIX (QUILTPOB U MOKPBITUH, KaITIO3H.

JUIs UCKYCCTBEHHOTO OCBEUICHHsI MPUMEHSIOTCS JIaMIIbl HaKaJMBaHHS B 3aKPBITHIX IutadoHaX C
IJ1aIKOM TOBEPXHOCTBIO.

Paspermaercsi mpuMeHEHHE JTFOMUHECIICHTHBIX JIAMIT C YPE3aHHBIM YIIbTPa(GHUOIETOBBIM y4aCTKOM
CIIEKTPa, CBETOJMOJHBIX CBETHJIBHHUKOB, Pa3pEUICHHBIX YIIOJHOMOYEHHBIM (eaepaabHBIM OpPraHOM
WCIIOJHUTEILHON BJIaCTH B chepe mokapHOi O€301MaCHOCTH.

12.13. OnTuMalIbHBIMH YCIIOBUSIMHM XPaHEHUS ApXUBHBIX JOKYMEHTOB SIBIISIFOTCSL:

JUIs JOKyMEHTOB Ha OyMa)kHOM HocuTene - Temrepatypa 17 - 19 °C, oTHocuTenbHas BIaKHOCTb
Bo3ayxa - 50 - 55%);

JUI IOKYMEHTOB HA MAarHUTHBIX JHUCKaX M JUCKOBBIX HAKOMHTENSX - Temmeparypa 8 - 18 °C,
OTHOCHTEJIbHAS BJIAXKHOCTh Bo3ayxa - 45 - 65%);

JUIsL TOKYMEHTOB Ha ONTHYECKUX AUCKax - temmeparypa 10 - 23 °C, oTHocUTeNnbHas BIAXKHOCTh
Bo3ayxa - 20 - 50%.

12.14. KoHTponb 3a TeMIEpaTypHO-BIAKHOCTHBIM PEXKHUMOM O0ECIEUNBACTCS PETYISPHBIM



WU3MEPEHHUEM C TIOMOILBIO TEPMOMETPA U TUTPOMETPA HIIH TEPMOTUTPOMETPA, PA3MEIEHHBIX B OJHON WIIN
HECKOJIBKMX TOYKAaX apXWBOXPAaHWIHUINA (B 3aBUCHMOCTH OT KOHCTPYKTHUBHBIX OCOOCHHOCTEH ILIOILAAN)
BJAJIM OT OTONHTENBHBIX M BEHTHISALMOHHBIX CHCTEM Ha BBICOTE HE MEHEe | M OT Moia, MapaMeTpPOB
BO3JIyIIIHOM CPEJbIL:

B CIICIMATM3UPOBAHHOM 3J]AaHUU - HE pexe | pasa B HeNelo;

B CHEHUAIBHO 000PYIOBAHHOM U XPAHEHHS H30JIMPOBAHHOM IMOMEIICHUH - HE peke 2 pa3 B
HEJIEIIO;

MIPH HECOOTBETCTBHUH MAPaMETPOB HOPMATHBHEIM TpeOOBaHMM - 1 pa3 B CYTKH.

12.15. B apxuBe JODKHa BECTUCH (HKCALUS TEMIEPATYPHO-BIaKHOCTHBIX XapaKTepUCTUK
BO3AYIIHONH Cpelbl B apXUBOXPAHWIMINE W Mep, NPHUHATHIX I10 HOPMAJIM3aLUH TeMIIEpaTypHO-
BJIQ)KHOCTHOTO PEXXHMMa B CIIydasix €ro HapyIIeHHUs.

12.16. Hanpnexaimiee CaHUTAPHO-TUTHEHUYECKOE COCTOSHHUE B apXUBE IMOJJCPKUBACTCS
MPOBEJICHNEM B HEM HE peXe OJHOr0 paza B MeCAll BIAXHONH yOOpKH TOJIOB, OOECTIBUINBAaHUS
000pyIOBaHUS U TICPBUYHBIX CPEACTB XPaHCHUs, 00PabOTKH I[OKOIBHBIX YaCTEH CTEIUIAXKEH, IIIMHTYCOB,
MMOJIOKOHHUKOB BOJHBIMH PACTBOPAMH aHTHUCEIITUKOB.

12.17. ApxuBHBIE JOKYMEHTHI, MOJBEPIIINEeCcS OHOJOTHYECKOMY MOPAKEHUIO, TMOJJIeKAT
HEME/JICHHOH M30JIALMU M CAaHUTApPHO-TUTMEHUYECKOH 00paboTke (ne3uH(EKIuU, Ie3UHCEKIUHU), a
apXUBOXPaHWINLIE, TOPAKEHHOE OMOIOTHUECKIMHU BPEAUTEIISIMHY, - JepaTH3aL1H.

12.18. Cremnaxu n mikadsl TOIKHBI OBITH TPOHYMEPOBAHKI B TIOPSAKE CJIEBA HAIIPABO OT BXOAHOMN
ABCPHU, MOJIKU Ha CTCIUIaAXaX MOJIKHBI OBITH IMPOHYMEPOBAHLI I10 HIKa(I)aM B IOpAAKE - CJI€Ba HAIIpaBo,
CBEpPXY BHH3.

12.19. MecTo XpaHeHUs €IUHAI] XpaHEHUS B apXUBOXPAHMIAIIE (PUKCHPYETCS B TOIIOTPaPUIECKUX
yKazareisix: MocTeuiaxHoM (mpuiokenue Ne 36 k Hactosuied WHCTpYKIMH) U, IPU HaJIM4YUU OoJiee
onHoro ¢ouaa, nodhorgoBoM (puioxenue Ne 37 k HacTosmen MHCTpYKITHN).

IIpn BenmeHum TOHOrpauyYecKoro ykazaTelas OIMH €ro JK3EMIUIIp OODKEH XPaHUThCA Y
paboTHUKA, OTBETCTBEHHOTO 3a paboOTy apxwBa Cyja, BTOPOHW - pa3MelaThCsi B COOTBETCTBYIOIIEM
ApXUBOXPaHWINILIE.

Tonorpa(bnqecxne YKa3aTejin HC COCTABJIAIOTCSA MPU OTCYTCTBUH apXUBOXPaHUIIAIIIA.

13. Cpoku u mopsAAOK Nepegayvu el Ha XpaHeHHe
B rocyJ1apcTBEHHBIH apXHUB

(8 pen. Ilpukaza Cynebnoro nenapramenta npu Bepxosnom Cyne PO
ot 09.01.2024 Ne 1)

13.1. Jlema oOrmero AeNmONpPOM3BOACTBA ITOCTOSHHOTO CpOKa XpaHeHUs W CyAeOHbIe jena
MIOCTOSTHHOTO CPOKa XPaHEHUs 10 MCTEYEHUH CPOKOB MX BPEMEHHOTO XpaHEeHHs B apxuBe cyna (15 mer)
MepPEeAAr0TCS Ha TMTOCTOSIHHOE XPAaHEHNE B TOCYJaPCTBEHHBIA apXUB, €CIIA CYJ BBICTYIIAET UCTOYHUKOM €TO
KOMITJIEKTOBAHUS WJIU TPU HATMYHANA COOTBETCTBYIOIIETO JOTOBOPA C APXHUBHBIM YUPEIKICHUEM.

Pemenne o ¢opme mpuema JOKyMEHTOB (IOJHOTO WM BbIOOpouHOro) mnpuHHMaercs OIIK
APXHUBHOTO YUPEHKIACHHUS.

Cynpl, He BBICTYNAIOIIME WCTOYHHKAMH KOMILJIEKTOBAHUS TOCYJAapCTBEHHOTO apXWBa, MEperaroT
JIOKYMEHTBI Ha IIOCTOSIHHOE XPAaHEHUE B TOCYIAAPCTBEHHBIM apXWB NpPU HMX JHMKBUAALMK U HATUYUU
JIOKyMeHTOB ApxuBHOTO (oHAa Poccuiickoit denepanuu.

13.2. Hepez[aqa JAOKYMCHTOB IIOCTOSIHHOI'O XpaHCHUS B I‘OCY,I[apCTBeHHLIﬁ ApXUB OCYHICCTBIIACTCA
B COOTBCTCTBHMH C IIJIAaHOM-T paq)I/IKOM, KOTOpLIﬁ YTBCPIKAACTCA PYKOBOAUTCICM TIOCYAapCTBECHHOI'O



apxuBa WA YIIOJIJTHOMOYCHHBIM UM JOJDKHOCTHBIM JIMIIOM.

JocpouHasi mepenada JOKyMEHTOB Ha TIOCTOSTHHOE XpaHEHHE MOXKET OBITh OCYIIECTBICHA MpH
OTCYTCTBHM HEOOXOJMMBIX YCIIOBHH IJisi OOCCIICUCHMsI COXPAHHOCTH JIOKYMEHTOB ApXuBHOro (hoHIa
Poccuiickoit @enepanuu, mpu yrpo3e yTpaThl (YHHYTOXKEHHS) ITOKYMEHTOB, a Takke HAa OCHOBAHHUU
JIOTOBOpPA C TOCYJAPCTBEHHBIM apXUBOM.

[Iponnenue cpokoB XpaHEHHUs MJOKYMEHTOB B apXuBe cyaa nomyckaercs mo pemeHuto OITK
APXUBHOTO YUPEXKICHIS.

13.3. Pabotsl, cBsizaHHBIE C OTOOPOM, IMOATOTOBKOM M Tepemadell TOKYMEHTOB Ha TMOCTOSHHOE
XpaHEHUE B TOCYAApCTBCHHBIN apXWB, B TOM YHCIE C HX YIOPSAAOYCHHEM, TPaHCIOPTHPOBKOM,
BBITIOJTHSIOTCS 32 CUET CPEJCTB CY/Ia.

13.4. Tlepen mepenmadeil NOKyMEHTOB Ha IIOCTOSHHOE XpaHEHHE B TOCYAAapCTBEHHBIN apXuB
MIPOBOISATCS:

paccMOTPEHHE JOKYMEHTOB Ha MPEIMET pacCEKPEUUMBAHUSI HOCUTENEH CBEOEHUM, COCTABIISIFOLINX
rOCyJIapCTBEHHYIO TailHy B ClIy4ae UCTEUEHHUs] CPOKOB, YCTAHOBJIEHHBIX 3aKOHOAATENBCTBOM Poccuiickoii
®denepauny;

paccMOTpeHre JIOKYMEHTOB Ha MpenMeT CHATHS moMmeTku "J[ims cimykeOHOro monb30BaHUsA" ¢
HocuTene  WHGOpMAMK  OTPAaHUYEHHOTO  PAcCHpOCTpaHEHHS B  HOPAOKE, YCTAHOBICHHOM
3aKOHOAaTeabCcTBOM Poccuiickoit denepanuu.

13.5. [lepemavya SMEKTPOHHBIX APXHWBHBIX JIe B MHPOPMAIMOHHYIO CHCTEMY TOCYAapCTBEHHOTO
apxuBa NpPOU3BOAUTCA B MOPAAKE, YCTAHOBJICHHOM @CﬂepaﬂbelM OpranomMm HCIOJTHUTEILHOM BJIACTH B
cepe apxMBHOTO Jena U IEJONPOU3BOJCTBA, MO COIVIACOBAHUIO C T'OCYAAPCTBEHHBIM apXHUBOM IIO
OMHUCSIM D3JIEKTPOHHBIX JOKYMEHTOB. K OmMCSAM 53JIEKTPOHHBIX [eJ1 MpUiIaraiorcsi peecTpsl (ailnos
OJICKTPOHHLIX TOKYMCHTOB.

13.6. Ilepenaua nOKyMEeHTOB O(OPMIISIETCS aKTOM IpUeMa-liepeiadd apXUBHBIX JTOKYMEHTOB Ha
xpaHenue (mproxkenue Ne 22 k Hacrosmed MHCTpyknmm), cOCTaBIseMBbIM B ABYX dK3eMIusapax. OnuH
9K3EMILLIP aKTa OCTAeTCs B TOCYAapCTBEHHOM apXUBE, APYroi - B CyE.

BwMmecte ¢ JAOKYMCHTAMHU TNEPCHAAIOTCA 4YCTBIPC OSK3CMIUISIpAa OIIMCHU [CJI, a TaKKE OJUH - B
9JICKTPOHHOM BUJIC, B (bopMaTe, COTJIaCOBAHHOM C IroCy1apCTBECHHbBIM apXHWBOM. OI[I/IH 9K3CMIUIAp OIIMCHU
Ha 6YMa)KHOM HOCHUTECJIC OCTACTCA B CY/JEC.

13.7. Ha Bcex 9K3eMIIIsIpax OMKMCH AEN FOCYAAPCTBEHHBIM apXHBOM JIENAIOTCA OTMETKU O IpUEMeE
ApXMBHBIX JOKYMEHTOB B apxuB. IIpu OTCYTCTBHM €IMHHMII XPAaHEHUs, YKAa3aHHBIX B ONHUCH NN, Cy.H
MPUHUMAET MEpPHI 110 UX PO3bICKY. Ecin B X0/1€ PO3bICKa OTCYTCTBYIOIINE JIOKYMEHTHI He ObIITH Hal/ICHBI,
B OITHCH JIEJI IeTacTcsa HOBasl UTOTroBas 3amuch. Homepa OTCYTCTBYIOINX €AVHALl XPAHEHUS W TPUUUHBI
OTCYTCTBHS OTOBapHBAIOTCA B aKT€ NpHEMa-Tiepeiaul JOKYMEHTOB Ha XpaHEHHUE U B IIPUIIAraeMou K aKkTy
CIIPAaBKE, COCTABIIAEMON CYIOM.

Cyn, mepenaromuii JOKYMEHTB Ha XpaHEHHUE B TOCYIaPCTBEHHBIN apXUB, 0053aH MPUHATH MEPHI K
BOCCTAaHOBJICHHIO yTPA4y€HHBIX TIPOM3BOJICTB B COOTBETCTBMH ¢ TnaBoi 38 ['paxmanckoro
MpoLECCYaIbHOTO KoJiekca Poccuiickoit @enepaiuu.

[Ipu orcyrcTBHM (yTpaTte) MOUIMHHUKOB NIEpeIaloTCs X 3aBEPEHHBIE KONHUH (TIPH HAJTUYUH).

13.8. [loKyMeHTHI TepenaloTcsi Ha IIOCTOSHHOE XpaHEHHWE B YHOPSJAOYEHHOM COCTOSIHHHA CO
CIPaBOYHO-TIOMCKOBBIMHU CPEICTBAMH.



IIpunoxenue Ne 1

Kk MHCTpyKIUH 0 MOpsi/IKEe OpraHu3aiuu
KOMIUICKTOBaHUS, XpaHEHUS, ydeTa

Y UCTIOJIBh30BAHHS JJOKYMEHTOB
(9MEKTPOHHBIX JOKYMEHTOB) B apXHBax
(henepanbHBIX CyI0B OOMIEH FOPUCAMKITIH

CrrcoK U3MEHSIOIINX TOKYMEHTOB
(8B pen. [Ipukaza CynedHoro nenapramenTa npu Bepxosaom Cyae PD
ot 09.01.2024 Ne 1)

(HamMeHOBaHHE Cy/1a)

(HanMeHOBaHME CTPYKTYPHOTO MOIpa3ieNIeHUs cyia)

HOMEHKIJIATYPA JIEJI
Ha rox <1>
Wupneke 3aroJjoBOK Jaena KomnuectBo | Cpok xpanenusi| Ilpumeuanus
Jena TOMOB (uyacteif) | u Ne ctatbu o
MEPEYHIO
1 2 3 4 5
Ha3Banue pa3znena
HauanbHHK CTPYKTYpHOTO MOJpa3/ieieHUs
(YTIOITHOMOYEHHOE JTUIIO)
(Tmorrck) (pacmmdpoBKa MoOANHCH)

(mata)

<1> K HOMeHKIaType Ael CTPYKTYPHOTO IMOApa3AeieHUs] 10 OKOHYAHMM KaJeHJapHOro Toja
COCTAaBIISIETCS UTOTOBAs 3alKCh 10 (opMe, YKa3aHHOH B MPHIIOKEHNUH 2, U JIEaeTCs OTMETKA O Iepeaade
WUTOTOBBIX CBEJICHHI B OT/IEN JEIONPOU3BOJICTBA CYyAA.

[Mpunoxenne Ne 2
K MHCTpYyKIIMH O MOPSI/IKE OpTaHU3alnun



KOMILJICKTOBaHMS, XpaHEHUs, yueTa

U UCIIOJIb30BAHUS IOKYMEHTOB
(971€KTPOHHBIX JOKYMEHTOB) B apXHBax
(enepanbHBIX CYA0OB 00LIEH IOPUCAUKINT

CHrCcOK U3MEHSIOIINX TOKYMEHTOB
(8 pen. [Ipukaza Cynebnoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIALO

(HaMeHOBaHHE Cy/a) [Ipencenarens cyna
HOMEHKIJIATYPA JEJI (Tmonrmck) (pactmpoBKa TOIITHACH)
Ha TOJT

(mara)
Nnnexc 3aroyoBOK aena KomnnuectBo | Cpok xpaHeHUS U [Ipumeuanus
nena TOMOB (4JacTeil) Ne craTbu IO
TIEPEYHIO
1 2 3 4 5
Haszpanue paznena
HavansHuk otnena
JISIONPOU3BOJICTBA (00IIIEro OT/Aea)
(moamucs) (pacudpoBKa MoIwCcH)

(mara)
Bu3za paboTHHKa, OTBETCTBEHHOIO
3a paboTy apxuBa
COI'JTACOBAHO YTBEPXJIEHA
[IpoToKoII 3KCTIEPTHOW KOMUCCHHU CyAa [IpoToKoI 3KCTIEPTHO-IIPOBEPOUHOM

KOMMCCHH apXUBHOTO YUPEKIACHUS

or" " No or" " No

Hrorosas 3anuce o KaTCropusax U KOJUYECTBE A€, 3aBECACHHLIX B roay B cyae

ITo cpoxam xpaHeHUst Bcero B toM uuce:




MEPEXOIAINX C OTMETKOU
n BHK"
1 2 3 4

Ha 6ymaxxaom HOCHTETE

(mpu HaNMU4YKMK THOPUITHBIX A€, ToM(a) Ha OyMa)KHOM HOCHTEJIE YUUTBIBAIOTCS B pa3Jiesie Ta0InIbI
"Ha Gymaxnom HocuTene", ToM(a) Ha SJIEKTPOHHOM HOCHUTEJIE YUUTHIBAIOTCS B pa3zaesic TaOIuLbl

"D MeKTpOHHBIX"):

ITocTossHHOIO

Bpemennoro (cBsime 10 ser)

Bpemennoro (o 10 et
BKITFOUUTEIILHO)

OIEeKTPOHHBIX

(pu HaNMMYKMK THOPUITHBIX A€, TOM(a) Ha OYMa)KHOM HOCHTEJIE YUUTBIBAIOTCS B Pa3Jiesie Ta0INIIbI
"Ha 6ymaxxaom HOcHTene", ToM(a) Ha 3JEeKTPOHHOM HOCHUTEIIE YIUTHIBAIOTCS B pa3zelie TaOIHIlbl

"DnexkTpoHHBIX"):

IMocTossHHOTO

Bpemennoro (cbiie 10 ser)

Bpemennoro (mo 10 net
BKJIFOUHUTEIHHO)

HUTOI'O:

HavansHuk otnena
JICIIONPOU3BOJICTBA (00IIIEro OT/Aea)

(Tmoruck)
(mata)
HroroBbie cBeeHNS IepeaHbl B ApXHB.
PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa
(moanvce)

(mata)

(pacmmdpoBKa MOAHCH)

(pacumgpoBKa MOAIKCH)




Ipunosxenne Ne 3

Kk MHCTpyKIUH 0 MOpsi/IKEe OpraHu3aiuu
KOMIUICKTOBaHUS, XpaHEHUS, ydeTa

Y UCTIOJIh30BAHMS JOKYMEHTOB
(9MEKTPOHHBIX JOKYMEHTOB) B apXHBax
(henepanbHBIX CyI0B OOMIEH FOPUCAMKITIH

CrrcoK U3MEHSIOIINX TOKYMEHTOB
(8 pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HanMeHOBaHHE Cya)

(HanMeHOBaHHE CTPYKTYPHOTO MOpa3IeNICHIS Cy/Ia)

OIINCD Ne
JIeT1, JOKyMEHTOB
3a ros




n/m

uanexc
Jena

3aroma0BOK jaeia

Kpaitaue natsl

Cpox
XpaHeHHUs
(rpada He

3aIOTHSIETCS
B OITUCH €T
MOCTOSTHHOT
0 CpoKa
XpaHEeHUs)

KonuuectBo
JIUCTOB

ITpumeyanus

4

5

HasBanue pazgena




B nannbif pa3nen onvcu BHECEHO nen
(TdpaMu 1 TPOTIHCHIO)

¢ Ne o Ne , B TOM YHCIIC:

JUTEpHBbIE HOMEPA: .

MPOIMYIIEHHBIE HOMEPA:

HaumeHoBaHuE TOKHOCTH
COCTaBUTCJIA OIIUCH

(nmoamnuce) (pacumdpoBka moanucH)

(nata)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyza
(nmoamnuce) (pacum¢poBka noamnucH)

(mara)

COT'JTACOBAHO

HauanbHuk oTnena

JIEITOTIPON3BOACTBA (00IIero oTaema)
(Tmoammch) (pacmm¢poBKa MOAINCH)

(mata)

Ilepenan €AVHULl XpPaHEHUS
(tmdpamu 1 POMTUCHIO)
u PErrCTPallMOHHO-KOHTPOJIBHBIX
(1mdpaMu ¥ IPOIHCHIO)
KapTOTEK K JOKYMEHTaM.

HaunmMeHoBaHue TODKHOCTH pabOTHHKA
CTPYKTYPHOTO HO/pa3e/IeHUs
(mopmuce)  (pacmugpoBKa MOAITUCH)

(mara)

[Mpunsin €/IMHUL XPaHEHUS
(umudpaMu ¥ IPOITUCHIO)
" PETHCTPALIMOHHO -KOHTPOJIBHBIX
(mmpaMu U IPOTTUCHIO)
KapTOTEK K JOKYMEHTaM.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyJna

(momnuce)  (pacmmgpoBKa MOAMUCH)

(mara)

[Tpunoxenue Ne 4
Kk MHCTpyKIMH 0 MOpsiIKe OpraHu3ainuu
KOMIUIEKTOBAHUSI, XpaHEHUs], y4eTa



Y WCIIONIb30BaHUS IOKYMEHTOB
(2IIEKTPOHHBIX JOKYMEHTOB) B apXHUBax
(enepanbHBIX CYJIOB OOIICH FOPUCAUKIIHH

CHCOK U3MEHSIOIINX IOKYMEHTOB
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

(HanMeHOBaHHE Cya)

(HanMeHOBaHHE CTPYKTYPHOTO MOpa3IeIICHIS Cy/Ia)

®DoHp Ne

OIIMCB Ne

3NEKTPOHHBIX JeJ

(TIOCTOSIHHOTO XpaHEHHs/BPEMEHHBIX

(cBbime 10 yet) XxpaHeHHs/TIO JIMYHOMY COCTaBY)
3a rox




No | Hupekc 3arojaoBok Peructpanuonn | Bun u 3aronosok | [lara Cpox Komnuuect | O0vem B | Tlpumeuanus
/o zena 3JIEKTPOHHOIO Bl HOMEP 3JIEKTPOHHOTO | IOKYM | XpaHEHUA o (aiiyoB | Oaiitax
Jiena mno 3JEKTPOHHOTO JOKyMEHTa €HTa (xomm4ecTB
HOMEHKJIaType JOKYMEHTA 0 (aiinoB B
KOHTENHEP
e)
1 2 3 4 5 6 7 8 9 10

B naHHbIN pa3zgein onucu BHECEHO
(undpamu ¥ IPONUCHIO)
o Ne , 00BEMOM
Gaiit. B ToM yucnie nurepHbIle HOMEpa: ,

OJICKTPOHHBIX TOKYMCHTOB

c Ne

MIPOITyLIIEHHbIE HOMepa:
K »51eKTpOHHBIM IOKYMEHTaM COCTaBJIEHBI peecTphI (haiiiios.

HaumeHoBaHue JOIKHOCTH
COCTaBUTEJISI OTTUCH
(oamMch)

(pacmudpoBKa IMOATUCH)

(mara)

PaboTHUK, OTBETCTBEHHBII
3a paboTy apxuBa cyna
(monuch)

(pacum¢ppoBKa NOANUCH)




(mara)

COI''TACOBAHO

Havanpuuk oTnena

JIEITOTIPON3BOACTBA (00IIero oTaena)
(monnuce)  (pacmmgppoBKa HOAIUCH)

(mata)
[epenan 9JIEKTPOHHBIX JIOKYMEHTOB
(1mdpaMu 1 IPOTTHCHIO)
00BeMOM OairT.

(mnhpaMu 1 IPOTTUCHIO)

HanmMenoBanne 1omKHOCTH pabOTHHKA
CTPYKTYPHOTO TIOAPA3ICICHUS
(monnuce)  (pacmmgppoBKa HOAIUCH)

(mata)
[pussn ANEKTPOHHBIX JOKYMEHTOB
(unpaMu 1 IPOTTUCHIO)
00BeMOM Oaiir.

(mnpaMu 1 IPOTTUCHIO)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa
(momnuce)  (pacmmgpoBKa MOAUCH)

(mara)
Peectp ¢aiiiioB 35IeKTPOHHOTO TOKYMEHTA
Ne ni/mt | Ne samektponnoro | HawmeHoBanue [ara u Bpems O6bpem ®dopmar
JIOKYMEHTa I10 (atina MOCJICTHETO (B Oaiitax) (hatina
OIINCH n3MeHeHus Qaiina

[Tpunoxenue Ne 5

Kk MHCTpyKIMH 0 OpsiIKe OpraHu3anuu
KOMITJICKTOBaHHUS, XPaHEHHS, YIeTa

1 MCIIOJIb30BAaHUS IOKYMEHTOB
(37IEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(benepanbHBIX CyI0B OOIICH IOPUCAUKIINT

Crmcok n3MEHSIONNX JOKYMEHTOB



(B pen. Ilpukaza CynebHoro nenapramenta mpu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

YTBEPXJIAIO
(HamMeHoBaHUe cyia) [Ipencenarens cyna

®onp Ne (moamuce) (pacuudpoBKa MOAIKCH)
OIINCDH Ne
JIeJl, JOKyMEHTOB ITIOCTOSIHHOI'O
XpaHEHUs
3a N0 (marta)

Ne WNunekc nena 3aronoBok nena | Kpaiinue gatel | KomnuecTBo [Ipumeyanus

n/n JIICTOB
1 2 3 4 5 6
Ha3Banue paznena
B nauHbIif pa3nen onvcu BHECEHO
(1mdpaMu U IPOIHCHIO)
nen
c Ne o Ne , B TOM YHCJIE:
JUTEPHBIC HOMEpA: ,
MpOIyLIeHHBIE HOMepa:
HaumeHnoBanue JOKHOCTH
COCTaBUTEJISI OTIUCH
(moamucs) (pacmm¢ppoBKa MOAMINCH)

(mara)
PaboTHUK, OTBETCTBEHHBIN
3a paboTy apXuBa cyna

(Toamuck) (pacmmdpoBKa MOAITUCH)

(nara)

COI''TACOBAHO YTBEPXJEHA
IIpoToKOJ 3KCIIEPTHOM KOMUCCUU Cyia [IpoToKOa 3KCIEPTHO-IPOBEPOUHOI
or" " Ne KOMHUCCHH apXHUBHOTO YUPEKICHUS

OT n n No

[Tpunoxenue Ne 6
Kk MHCTpyKIMH 0 MopsiIKe OpraHu3anuu



KOMIUJIEKTOBaHUS, XPaHEHUs, yueTa

U UCIIOJIb30BAHUS JIOKYMEHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(benepanbHBIX CYI0B OOLIEH IOPUCAUKLINT

CHucok U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyune PO
ot 09.01.2024 Ne 1)

YTBEPXJIAIO
(HaMeHOBaHUE Cy1a) [Ipencenarens cyna
®Donm Ne (Tmonrmck) (pacmmpoBKa OAITHACH)
OIINCDH Ne
JIeJT, JOKYMEHTOB 110 JIMYHOMY
COCTaBy
3a roj (mara)

No Wnnexc nena | 3aronoBok nena | Kpaitnue natei| Cpok | Konmgectso | [Ipumeuanus
n/m XpaHeHUs JUCTOB

1 2 3 4 5 6 7

Ha3zpanue paznena

B naHHBII pa3fein onucu BHECEHO
(mdpamu 1 TPONHCHIO)

e
¢ Ne mo Ne , B TOM 4HCJIE:
JIUTEPHBIC HOMEpA: ,
MpPOMYIIEHHBIE HOMepa:

HaumMeHoBaHHE JODKHOCTH
COCTABHUTEJIsI OTUCH
(TomHCh) (pacmmgpoBKa OAINCH)

(mara)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cya
(Toamuce) (pacmmgpoBKa OAIUCH)

(nara)

COI'JTACOBAHO YTBEPXKIAEHA
[IpoToKOoII IKCTIEPTHOW KOMUCCHH Cy/a [IpoToKoI 3KCTIEPTHO-TIPOBEPOYHOM
or" " Ne KOMHUCCHH apXHUBHOTO YUPEXKICHUS

or" " Ne




[Ipunoxenune Ne 7

Kk MHCTpYKIIMH O MOpsKEe OpraHu3aluu
KOMIUICKTOBAHUS, XpaHEHUsI, yueTa

W WCIIONIb30BAHUS IOKYMECHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaxX

(denepanbHBIX CYJI0B OOIICH FOPUCAUKIIH

CIHCOK N3MEHSFONUX JTOKYMCHTOB
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

(HaMeHOBaHUE Cy1a)

YTBEPXJIAIO

IIpencenarens cyna

®Donm Ne (Tmoxrmck) (pacmmdpoBka moammcH)
OIINCDH Ne
JleJ, TOKYMEHTOB BPEMEHHBIX
(cBpime 10 eT) CpOKOB XpaHEHUS
3a roj (mara)

No Wnpexc nena | 3arojoBok Kpaitnue Cpok KonuuectBo | Ilpumeuanus

n/m nerna JIaTHI XpaHeHUs JUCTOB

1 2 3 4 5 6 7
Haspanwue paznena
B nanHbIif pa3nen onvcu BHECEHO
(mdpamMu 1 TPOMUCHIO)
JACTT

¢ Ne mo Ne

, B TOM 4HCJIE:

JIUTEPHBIE HOMEPA:

IIPOIYILIEHHbIE HOMEPA:

HaunmenoBanue JOJDKHOCTHU
COCTAaBUTEIIA OITMUCHU

(TommCh) (pacmmdpoBKa MOAINCH)

(nara)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cya

(Toamuce) (pacmmdppoBKa MOANCH)

(nara)



COI'JTACOBAHO

IIpoTOKOJ IKCIIEPTHOM KOMUCCUU Cyia

or" " No

YTBEPXIEHA
IIpoToKO 3KCTIEPTHO-TTPOBEPOUHON
KOMHCCHH apXUBHOTO YUPEKICHUS
or" " No

[punoxenune Ne 8

K MHCTpYKIHK 0 TOPSIIKE OpraHu3aiuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

U UCTIOJIb30BaHHSI JIOKYMEHTOB
(97EKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepaabHbIX CYI0B OOIIECH IOPUCAUKIINN

CHOucok U3MEHSIOMNX JOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mpu Bepxosaom Cyune PO

(HauMeHOBaHUE Cy/1a)

®onpg Ne

OITUCDH Ne

QJICKTPOHHBIX ACTT

(TTOCTOSIHHOTO XpaHEHWs/BPEMEHHBIX
(cBbimre 10 net) xpaHeHUs1/TIO
JIUYHOMY COCTaBY)

3a roa

ot 09.01.2024 Ne 1)

YTBEPXJAIO

IIpencenarens cyna

(Tmoxrmck) (pacmmdpoBka moammcH)

(mata)



Ne i/t MNuanexc 3aroaoBok Peructpanmonnslii Bun u Jlara Cpox KomnuuectBo | O0bem B | [Ipumeua
Jena 3JIEKTPOHHOTO HOMED 3aroJIOBOK | JOKYMEHT | XpaHEHU ¢atinos OaifTax HUSA
JieJia 1o AIIEKTPOHHOTO AIEKTPOHHO a i (KoIecTBO
HOMEHKIIaType TOKYMEHTa ro (haiimoB B
JIOKyMEHTa KOHTEIHepe)
1 2 3 4 5 6 7 8 9 10

B nanHbIi pa3gen onucu BHECEHO
(1mdpamu 1 IPOTTUCHIO)

c Ne

mo Ne

OJICKTPOHHBIX TOKYMCHTOB

, 00bEMOM

HIPOIYILIEHHbIE HOMEPA:

Gaiit. B ToM uucne nurepHbIe HOMEpa:

>

K nmemam coctaBiieHbl BHYTPEHHUE OMHCHU (PEECTphl) JIE.

HaumenoBanme JOJIDKHOCTH
COCTaBUTCIIA OITUCH

(oamMch)

(mara)

PaGoTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cyJa
(moauCh)

(pacmmgppoBKa IOAUCH)

(pactdpoBKa MOAMCH)




(nata)

COI'JTACOBAHO YTBEPXXIEHA
IIpOTOKOI 3KCIIEPTHON KOMUCCHUU CYJa IIpoTOKOI 3KCIIEPTHO-TIPOBEPOUHOMI
or" " Ne KOMHUCCHH apXHUBHOTO YUPEKICHUS
or" " Ne
Peectp (aiinoB 3:1€KTPOHHOTO TOKYMEHTA
Ne n/m | Ne anextponnoro | Hammenosanue daiina | lata u Bpems Ob6Bem ®opmar
Jiesa 1o OIHCH TTOCJICTHETO (B Gaifrax) (hatinma
M3MEHEHUS
¢aiina

[Mpunoxenue Ne 9

Kk MHCTpYKIIMH 0 IOpsAKE OpraHnu3auu
KOMIUIEKTOBAHMS, XpaHEHHs, ydeTa

1 UCIIOJIb30BaHUA JOKYMCHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(enepanbHBIX CyJ0B OOIIEH IOPUCANKIN

CHnucok U3MEHSIONINX T0KyMEHTOB
(8 pexn. IIpukasza Cynebnoro aenapramenta npu Bepxosnom Cyne PO
ot 09.01.2024 Ne 1)

(HaMeHOBaHUE Cy/a)
PEECTP OITMCEH JIEJI, JOKYMEHTOB

Haugar

OKOHUYEH



Hasga KomuuectBo aen B onucu nen, | Kpaitnu | Konnuec | Konmuuecr | [Tpumeua
n/n | GoHga | onucu | HuUe JIOKYMEHTOB € J1aThl TBO BO HUSA

OIHCH JIUCTOB | DK3EMIUIA

Jell, IMOCTOSAHHO | BPpCMCHHOT 110 OIIUCHU pOB omucu
JIOKYyM ro (0] (CBI)IIHC JINYHOMY Jel, e,
€HTOB | XPAaHCHUA 10 meT) | cocraBy JOKYMEH | TOKyMEHT

XpaHCHUA TOB OB
1 2 3 4 5 6 7 8 9 10 11




Hroro na 01.01.... T. B apXuBe XpaHUTCS onucen

(Ipu OTCYTCTBUH HE BKJIIOYAIOTCS] B UTOTOBYIO 3aITUCh), U3 HUX:

YIPaBJIEHYECKONW JOKYMEHTALUU onucen,
(umdpamu U MPONHUCHIO)

JIOKYMEHTOB JIMYHOT'O NPOUCXOKIACHHS omnucei,
(undpamu ¥ IPONUCHIO)

Hay4HO-TEXHUYECKOH JJOKyMEHTAIH ornuced,
(undpamu ¥ IPONUCHIO)

BUJICOZIOKYMEHTOB orucei,
(mdpamu 1 IPOTTUCHIO)

KHUHOJOKYMEHTOB OITHCEH,
(mpamu 1 IPOTTUCHIO)

(hOHOTOKYMEHTOB OTIHCeH,
(mdpamu 1 IPOTTUCHIO)

(hoToI0KyMEHTOB omnucei,
(undpamu ¥ IPONUCHIO)

JJIEKTPOHHBIX JOKYMEHTOB ornuced,
(undpamu ¥ IPONUCHIO)

B TOM YHCIIE:

MIOCTYIHWIIO B r. onuceM,
(mdpamu 1 IPOTTUCHIO)

BBIOBUIO B T omuceit

(1mdpamu 1 IPOTTUCHIO)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyzaa

(moamnuce) (pacmmdpoBka moanucH)

(mara)

Hauanbauk oTaena
JIEITOTIPON3BOACTBA (00IIero oTaema)

(Tmoammch) (pacmm¢poBKa MOAINCH)

(mara)

[Mpunoxenue Ne 10

K MHCTPYKIMHU O MOPSAKE OpraHu3alum
KOMILJICKTOBAHUsI, XPaHEHHUSI, yueTa

Y UCTIOJIb30BaHHS JIOKYMEHTOB
(9MIEKTPOHHBIX JOKYMEHTOB) B apXUBaX
(enepanbHBIX Cy10B 00LIEH IOPUCIUKIIMA

CHnucok U3MEHSIONINX T0KyMEHTOB
(8 pexn. IIpukaza Cynebnoro aenapramenta npu BepxoBHom Cyne PO

ot 09.01.2024 Ne 1)

JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noamuTo u mpoHyMepOBaHO

(undpamu 1 IPONUCHIO)

(stucra(oB)

¢ Ne o Ne

, B TOM YHCJIC:

JIMTEPHBIC HOMEPA JIMCTOB

MNpOMyHICHHBIC HOMEPA JIMCTOB




+ JIMCTOB BHYTPEHHEH OIMICH

OcobeHHOCTH (hHU3MIECKOTO COCTOSTHHS M (POPMHUPOBAHUS JeTa Howmepa mrcros

1 2

HaumeHoBaHue TOKHOCTH paGOTHI/IKa,
COCTAaBHBIICTO 3aBCPUTCIIbHYIO

HaAImHuCh
(mommuck)  (paciiugpoBKa IOAMKCH)
(mata)
[punoxenune Ne 11
K MHCTpYyKIIMM O OpsAKEe OpraHu3auu
KOMIUIEKTOBaHUs, XPAaHEHUs, ydeTa
Y UCTIOJIb30BaHUA JJOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBax
(enepanbHBIX CyJOB OOIIEH FOPUCAUKIIHH
CHnHcoK M3MEHSIONINX TOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)
BuyTpeHHs4 onuch
JIOKYMEHTOB fiena Ne
Ne Peructpammonnsiit Ne [Hara 3aromoBok | Homepa nucrtos IIpumeuanus
n/n JIOKYMEHTa JIOKyMEHTa | JIOKyMEHTa Jena
1 2 3 4 5 6
Hroro JAOKYMCHTOB.
(1mdpamu 1 IPOTTUCHIO)
KommgectBo muctoB BHyTpeHHCﬁ OIIUCH JIUCTOB

(mmdpaMu ¥ IPOTHCHIO)

HaunmeHnoBaHue TOKHOCTH JIMIIA,
COCTaBUBILIETO BHYTPEHHIOIO OIKCH
JIOKYMEHTOB JieJia

(moamuce)  (pacmmdpoBKa IMOAITUCH)

(nara)

[Mpunoxenue Ne 12
Kk MHCTpyKIMH 0 MOpsiIKe OpraHu3ainuu



KOMIUJIEKTOBaHUS, XPaHEHUs, yueTa
U UCIIOJIb30BAHUS JIOKYMEHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(benepanbHBIX CYI0B OOLIEH IOPUCAUKLINT

CHucok U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyune PO
ot 09.01.2024 Ne 1)

N 1O |

Y
|

(HauMEeHOBaHUE TOCYIAPCTBEHHOTO apXHBa)

(HamMeHOBaHME Cy/1a)

(HauMEeHOBaHUE CTPYKTYPHOTO MOIPa3 IeIICHHS)

Jemno, yronoBHoe zieno,
TpaXAAHCKOE JIETIO,
aJIMHHHACTPATUBHOE
JIeJ10, 1ej1o 00
a[IMI/IHI/ICTpaTI/IBHOM
MIpaBOHAPYIICHNUH,
MaTepual

HEJIO (YUH)  Ne IMPON3BOJACTBO Ne

MATEPUAJI

TOM Ne

(Ha3BaHwMe nena)

1 uHCTAaHIMSA 2 WHCTAHIUI

IToctynuiio ITocTynmiio

Paccmotpeno Paccmorpeno

Jlara nauana Jlata okoHuaHMs
MIPOU3BOJICTBA MIPOU3BOJICTBA

Kpaiinne natst




Ha JIACTax

XpaHuThb
(cpok XpaHeHUs B TOAax, 10 KaKOTo T0/1a XPaHUTb)
@D. Ne
Om. Ne
J. Ne ( )

(moamuce) (pacuudpoBKa MOANIKCH)

[Ipunoxxenne Ne 13

Kk MHCTpYKIMH 0 OpsAKE OpraHn3auu
KOMIUICKTOBaHHWA, XpaHCHHUA, yUC€Ta

Y HCTIOJIb30BaHMS JIOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(enepanbHBIX CyI0B OOIIEH IOPUCAUKLIUH

CrOmcok U3MEHSIOMNX JOKYMEHTOB
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHUE Cy/Ia)
AKT [Ipencenarens cyna
oo No

(nmoamuce) (pacmudpoBKa IMIOATUCH)
0 BBIJICJICHUH K YHUUTOXKEHHIO
(apXMBHBIX) TOKYMEHTOB, (mata)
HE TOJIeKAIUX XPaHSHUIO

Ha ocHoBanuu
(Ha3BaHWE ¥ BEIXOJHBIC TaHHBIC MIEPEYHS TOKYMEHTOB
C YKa3aHHEM CPOKOB MX XPaHEHHSI)

0TOOpaHbl K YHHYTOXKCHUIO KaK HE HUMEIONINE HAYYHO-UCTOPHUYECKOW IEHHOCTH U
YTPATUBIIKE PAKTUIECKOE 3HAYCHUE TOKYMEHThI (hoH1a No
(Ne u Ha3Banue (onza)

Ne | 3aromnoBok nena | I'onet | Homepa | Homep enunnusr | KonmudectBo Cpoku | Ilpume

n/n | (rpynmnoBoit OIHCH XpaHEHUS 110 €JIHHII XpaHEHHUs | YaHHS
3aroJIOBOK <2> onucy (MHIEKC IO | XpaHEHHS U HOMepa
JTOKYMEHTOB) HOMEHKJIaType (mem) craTei 1o
Jien) TIePETHIO

1 2 3 4 5 6 7 8




Hroro SIIMHHUII XpaHeHUs (1€, dJIEKTPOHHBIX JIEN) 3a

(mdpaMu 1 TPOTUCHIO)
TOJIBL.
OnucH Jien MOCTOSHHOTO XPAHEHHUS 32

TOIBI

yrBepxkaeHs! DITK

(HanMeHOBaHHE apXUBHOTO YIPEIKICHNUA)
IIPOTOKOJI OT Ne

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyza

(monmuck)  (pacmmppoBKa NOAMUCH)

(nata)
COTI'JTACOBAHO YTBEPXJIEHO
IIpoTokon 3KcrepTHON KOMUCCUH
cyna KOMHCCHHU apXUBHOTO yIPEIKACHHS
OT n " Ng OT " "

IIpoToKo0ia 3KCTIEPTHO-IIPOBEPOUHOU

JIOKyMEHTBI B KOJIUYECTBE

(tmdpamu 1 IPOMTUCHIO)
ANEKTPOHHBIX JIEN):
Ha OyMa)XHOM HOCHTEJIE BECOM
Ha AJIEKTPOHHOM HOCHUTEJE C/IaHbl HA YHUUTOXKEHHE

€JIMHUII XpaHeHus (e,

KI' CAaHbl HA YHUYTOXKCHUE,

(c10c06 YHUITOXKEHUS)

HanmeHOBaHUE TOKHOCTH
paboTHHUKA cyaa,
C/IaBILETO JIOKYMEHTEI

(moamuce)  (pacmudppoBKa MOIKHCH)
(mata)
JIOKyMEHTBHI YHUUTOKEHBI B YCTAHOBJIEHHOM TOPSIJIKE.
HaumeHnoBaH#e HOKHOCTH

pa6OTHI/IKa cyaa, YHoJIHOMOYECHHOI'O
OCYHICCTBJIATH KOHTPOJIb 3a yTI/IJIPISaLIHeﬁ

(moamuce)  (pacmmppoBKa HOIIHCH)
(mara)
V3MeHeHHs B YYSTHBIC JOKYMEHTHI BHECCHBI.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa

(moamuce)  (pacmmppoBKa HOIIHCH)

(mara)

<2> [Ipu BBIAENIEHUH K YHHYTOXEHHUIO JOKYMEHTOB IIPH MOATOTOBKE eI K TIepeiade B apXuB Cya

rpaga He 3aI0IHACTCA.

[Ipunoxenune Ne 14
Kk MHCTpYKLIMM 0 OpsiAKEe OpraHu3aluu



KOMIUJIEKTOBaHUS, XPaHEHUs, yueTa

U UCIIOJIb30BAHUS JIOKYMEHTOB
(2TEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(benepanbHBIX CYI0B OOLIEH IOPUCAUKLINT

CHucok U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyune PO
ot 09.01.2024 Ne 1)

Komy npexncrasnsercs
(HanMEHOBaHHE U aJPeC IOITyJaTes)

Kewm npencrasnsiercs
(HauMeHOBaHKE M aJIPeC OTYUTHIBAIOIIETOCS apXUBa

(popma cOOCTBEHHOCTH OTYUTHIBAFOIIETOCS aPXUBA)

ITacnopt apxuBa cyna

Ha" " 20 roma
1. OOmme cBeneHns
Kon cTtpoku KonnuectBo | Ilmomane apXuBOXpaHUIIUILI, CreneHb 3arpy>K€HHOCTH
¢dhoH0B KB. M ApXUBOXPAHMIIMIL, TPOLIEHTHI
A 1 2 3
101
2. CBeeHus 0 TOKyMEHTax
[TokazaTenu Kon KonunyecTBo equHuL XpaHeHUs
CTpO
KU | BCEro KpalHue 13 HUX BHECEHO B XpaHuTcsl | oOpasyercs B
JIaThl OIHCH CBEpX roJ zien
YCTaHOBIIE
HayaJ | KOHeY | BCEro | KpailHHe AaTbl HHOTO
bHas Has CpoOKa
Havajb | KOHEY
Has Has
A b 1 2 3 4 5 6 7 8
[locrossHHOTO 201
XpaHeHus <3>
[To muurOMY 202
COCTaBy
3. Kanpst
Kon ctpokn KonnuecTBo mraTHbIX paOOTHHUKOB
301

4. YcnoBus XpaHeHHMs IOKYMEHTOB (HYKHOE IOYEPKHYTh)



ApXUBOXpaHIWIUIIA €CTh, HET; CYXHe, CHIPBIE; CBETIIbIC, TCMHEIC.

Orormnenwue [EHTpaIbHOE, IEYHOE; OTCYTCTBYET.

Cremnaxn METaJTNYECKre, IePEeBsIHABIE; KOMOMHUPOBAHHEIE;
HeT.

[Hxadwr JIEPEBSIHHBIE, METAILTIMYECKHE; OTCYTCTBYIOT.

Curnanuzanus MOKapHast: €CTh, HET; OXpaHHas: €CTh, HET.

YuTanbHBIN 3271 €CTh, HET.

TemnepaTypHO-BIIaXXHOCTHBIA PEKUM cobimro1aeTcs, He COOIIoaaeTCs.

non 20 .

IIpencenarens cyna

(monnuck)  (pacumppoBKa NOAMUCH)
(mara)

@®.11.0. u TenedoH UCIIOTHATEIS

<3> [Ipu cocTaBiIeHUH MACIOPTa apXuBa IesIeco00pa3Ho B cTpoke 201 BHOCHUTH JaHHBIC O Jeiax
MOCTOSIHHOTO XPaHEHHS OTACTBHO MO MPAXKJAHCKUM, aIMHHUCTPATUBHBIM, YTOJIOBHBIM JIeJaM U JIeNIaM I10
9KOHOMHYECKHM CIIOpaMm, JiesiaM 00IIEro eJI0NpOru3BOICTRA.

[Ipunoxenune Ne 15

Kk MHCTpyKIMH 0 MOpsiIKe OpraHu3anuu
KOMITJICKTOBaHHMSI, XpaHEHHs, yIeTa

Y HCTIOJIb30BaHHS JIOKYMEHTOB

(27K TPOHHBIX JIOKYMEHTOB) B apXUBax
(benepanbHBIX CyI0B O0IIeH IOPUCAUKIIUH

CHOmcox N3MEHSIONNX JOKYMEHTOB
(8B pen. [Ipukaza CynedHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HanMeHOBaHUE Cy/Ia)

VYuerHble CBEACHHS O JOKYMEHTaX, XPAHAIIMXCS B apXUBE Cya
ma" " 20 .

1. O61ue cBeneHus

Kon ctpoxn KonmuectBo | Ilnmomaap apxuBoXpaHuiuil, | 3arpyKeHHOCTh apXUBOXPAHHITHUIIL,
¢doHI0B KB. M MPOLICHTBI

A 1 2 3




101

2. CBenieHUs O JOKyMEHTaxX

Iloxa3zaTenu KonuuectBo equuul xpaneHus
BCe | KpaliHHe JaThl | U3 HUX BHECCHO B | XPAaHUTCS | 00pazyeTc
ro OITHCH CBEpX s B TOJ
YCTaHOBIIE Jen
HayaJl | KOHEeY | Bce KpaiiHue HHOTO
pbHas | Hasg | ro JIaThl cpoka
HayaJl | KOHE
bHaAs | yHas
A 1 2 3 4 5 6 7 8

IToCTOSIHHOTO XpaHEHHUS

Bpemennsix (ceime 10 ier)
CPOKOB XpaHEHUs

Bpemennsix (o 10 met) cpokos
XpaHeHUs WK " 10 MUHOBaHUS
HagoOHOCTH"

Ilo nuuHOMY cocTaBy

[Ipencenarens cyna
(moamnucs)

(mara)

®.1.0. ucnoiHUTENS

(pacmmpoBKa MOIMKUCH)

CHnucok U3MEHSIONINX T0KYMEHTOB
(8 pen. IIpukaza Cynebnoro aenapramenta npu BepxosHom Cyne PO

ot 09.01.2024 Ne 1)

(HaMMeHOBaHUE Cy/a)

(Ha3BaHUE apxuBa Cy/a)

KHUT' A

y4deTa NMOoCTYIJICHUA U BBIOBITHS ACJI, JOKYMCHTOB

[punoxenue Ne 16
K MHCTPYKIMHK O MOPSAKE OpraHu3alum
KOMILJICKTOBAHUsI, XpaHEHHUSI, yueTa

Y UCTI0JIb30BaHHSI JIOKYMEHTOB
(271eKTPOHHBIX JIOKYMEHTOB) B apXUBax
(enepanbHbIX CyI0B 00LIEH IOPUCIUKIIMI




Tom Ne

Haugar

OxoHYEeH



Ne Jara HaumenoBan | HaumenoBan | Ha3pan TI'ogwr Bun IToctynnenne onucaHHbIX BEI0BITHE ONMMCAaHHBIX Heonucanneix | Ilpumeuan
1/ | HOCTYILICH ue ne, HOMEp U W€ U | OCTYNUBII | HOCUTE JIOKYMEHTOB JIOKYMEHTOB JIeJl, JOKYMEHTOB, us
¢ Ul 1 OpraHu3aluu JaTa HOMEp UX WUIN s <4> JINCTOB
BHIOBITHS | (CTPYKTYPHOT | JOKyMeHTa, | (OHAA | BHIOBIBIINX KOJINYECTBO €IMHUL XPAaHEHUS | KOJIMYECTBO €IMHUI] XPAHECHHUS
0 110 KOTOPOMY JIOKYMEHTO
NoJpasaeleH | MOCTYIHIN B O OMUCH MOCTOSIHHO | BPEMEHH 10 MOCTOSIHHO | BPEMEHH o MOCTYIH | BBIOBLT
Vs, JIMIIa, WM BHIGBIIN e, ro BIX JIMYHOM To BIX JIMIHOM JI0 0
apxXuBa), OT | JOKYMEHTb JIOKYMEHTO XpaHeHus | (CBBbIIIE y XpaHeHus | (CBBIIIE y
KOTOPOit B 10 mer) | cocraB 10 met) | cocraB
HOCTYIHITH y y
(i
BBIOBLIN)
zena,
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




HUroroB  roay mocTymnuio
(TdpaMu 1 TPOTIHCHIO)

CIUHUIL XpaHCHHU <5>, B TOM qHUCIIC:

Ha OyMa)KHOM HOCHTEIe ,
(umdpamu ¥ MPONUCHIO)

3IEKTPOHHBIX ,
(undpamu ¥ IPONUCHIO)

IToka3bIBaloTCS pa3aesibHO UTOTOBBIE naHHble 1o 11, 12, 13, 15.

PaboTHUK, OTBETCTBEHHBIN
3a paboty apxuBa

(moamuce)  (pacmmppoBKa HOIIHCH)

(mata)

<4> BH - pgokymeHTHl Ha OyMakHOM HocuTene, D/ - amekTpoHHbIe AOKyMeHTHI, /] - B ommchk
BHECEHBI THOPHIHBIC JCTIa.

<5> [lpu Hanuuuu ruOpUAHBIX Jen ToM(a) Ha OyMakHOM HOCHTENIE yYHThIBaeTcsi B cTpoke "Ha
OyMaxxaoM HocuTene", ToM(a) Ha IEKTPOHHOM HOCHTEIIE YUYUTHIBAETCS B CTPOKE ""DIEKTPOHHBIX .

[Ipunoxxenne Ne 17

Kk MHCTpYKIIMH 0 IOpsAKE OpraHnu3auu
KOMIUICKTOBaHHWA, XpaHCHHUA, yUC€Ta

1 UCIIOJIb30BaHUA JOKYMCHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(enepanbHBIX CYI0B OOIIEH IOPUCAUKLIUH

Crrcox M3MEHSIONINX TOKYMEHTOB
(B pen. [Ipukaza CynedHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HanMeHOBaHUE CyJIa)
CIINCOK ®OHIOB

Tom Ne

Hauar

OxoHueH

Ne [Hara neporo | Ha3panue OtmeTka 0 BBIOBbITHH (OH/IA IIpumeua

doHOa | mocTymiIeHHs ¢donna HUS
JIOKYMEHTOB MECTO marta u Ne JOKYMC€HTA, Ha OCHOBaHUHN

douna BBIOBITHS KOTOPOTO BBIOBIIT

1 2 3 4 5 6




Ha 01.01. ropma B cmcok BKIIOUEHBI GOHIBI ¢ Ne o Ne ,

M3 CITMCKA UCKITIOYEHBI (OHIBI ¢ No o Ne

Bcero xpanutcs B apxuBe (hOHIOB, U3 HAX:
(tmdpaMu ¥ IPOITUCHIO)

coaepiKar 0c000 IICHHBIE Jea.

(undpamu ¥ IPONUCHIO)

Howmepa cBoGonHbIE:
Homepa BrIObIBIINE (TIEpEaaHHbIE):

HanmenoBanne qomDKHOCTH Jmna, COCTaBUBLIIETO UTOTOBYIO I'OJOBYIO 3allMCh

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa

(monnuck)  (pacmmppoBKa NOANUCH)

(nara)
[Ipunoxxenne Ne 18
K MHCTpyKIMU O NOPSIAKE OPraHU3aLuu
KOMIUICKTOBaHHWA, XpaHCHHUA, yUC€Ta
Y ACTIOJIb30BaHMS JJOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(enepanabHBIX CyI0B 00N IOPUCAUKLIUH
CHOucok U3MEHSIONNX JOKYMEHTOB
(8 pen. [Ipukaza Cynebnoro aenapramenta npu BepxosHom Cyne PO
ot 09.01.2024 Ne 1)
JINCT ®OHIA Ne
MCCTOHAXOXKXACHUEC (I)OH,Ila (z[aTa TIEPBOTO MOCTYIJICHUSL
(HamMeHoBaHUeE cya, JIOKYMEHTOB (hoH1a)

rze XpaHutes GoHxI)

Kpaitnue naTel kaxaoro Ha3panus (QoHa Haspanue donma

1 2

1. YyeT HeonMCaHHBIX JOKYMEHTOB

Hata HasBanue, Ne n Iloctynenue BriObiTHE Hannune
3amucy | JaTa JOKyMeHTa, (ocTatok)
10 KOTOPOMY y 3
IOCTYIHIIN HITH KOJIMYECTBO | KpallHHE | KOJMYECTBO |KpailHHE | BCEro Jeln
BBIOBLIH €IMHHII JIaTHl €JIMHUII JIaThI
JIOKYMEHTBI XPaHCHU XpaHCHUA
(1OKYMEHTOB, (1OKyMEHTOB,
JIUCTOB, OaNT) JUCTOB, OaMT)




2. YueT onMcaHHbIX JAOKYMCHTOB




Harta | Homep |T'oa(| Hasanue | Ilocty BriObiTHE Hannuwme (ocTaTok) equHHLL XpaHEHHsI
3aluC | OMUCH | bI) |OMUCH Jel, | WO
" e, JIOKYMEHTO | efuHy | KOJIMYe | OCHOBA | B TOM YHCIIC [0 | KOJIHYEC B TOM YHCIIE:
TIOKyMe B WIN I CTBO HUE OTIHCSIM, TBO
HTOB AHHOTAIMS | XpaHeH | CIAMHHI] BBIOBITH | YTBEPIKICHHBIM | CIIUHUIL MOCTOAHHOT'O XPaHCHUA 110 TINIHOMY
(kpaTkas us XpaHEH s OIIK XpaHeH COCTaBy
XapakTepu ust (Ha3BaH us B B
CTHKA ve, KOJINYE | KpallH | M3 HUX MO OMHUCSM, | KOJWY | KpaliHUe
JOKYMEHTO nata, Ne S - CTBO ue YTBEP>KIACHHBIM €CTBO | [JaThl
B) NOKyMe P €IUHUI] | JaThl OIIK eIMHU
HTa) TBO ue XpaHEeH y I
eIMHUIL | JaThl ust KOJIMYECTB | KPAalHHU | xpane
XpaHeH! 0 €IMHUI] | € JaThl | gpg
o XpaHeHUs
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




IIpunosxenne Ne 19

K MHCTpYKIHK 0 TOPSIIKE OpraHu3aiuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

U UCTIOJIb30BaHHSI JIOKYMEHTOB
(97EKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepaabHbIX CYI0B OOIIECH IOPUCAUKIINN

CHucox U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHoBaHUE cya)
AKT IIpencenarens cyaa
noon o

(monnuce) (paciuudpoBKa MOAMUCH)
0 TEXHUYECKHUX OIINOKax
B YYETHBIX IOKYMEHTaxX

(mara)
Dong Ne
Hazpanue ¢onna
B xone BeImonHEHUS
(Buz pabor)

00OHapyKEHBI TEXHUYCCKHIE OITUOKH B 3aIHCSIX:

HazBanue gqoxkymenra CymiecTByoIIas 3aM1Ch Crenyer 3anucarh

1 2 3

B pesympraTe KOJNMYECTBO CIUHUII XpaHCHMs (SIUHUI[ y4YeTa) He

M3MEHUIIOCH/YBEINYMIOCH/ yMEHBIIMIIOCHh Ha €IMHHUI]
(mdpamMu ¥ POITUCHIO)

XpaHeHHs (EUHUI] yIeTa).

IIpumeuanus:

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa
(moxnuce) (pacumdpoBka moamcy)

(mata)
V3MeHeHHs B y4eTHbIC JOKYMEHThI BHECECHBI.
PaboTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cya
(moamucs) (pacmm¢ppoBKa MOANCH)

(mata)




[punosxenne Ne 20

K MHCTpYKIHK 0 TOPSIIKE OpraHu3aiuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

U UCTIOJIb30BaHHSI JIOKYMEHTOB
(97EKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepaabHbIX CYI0B OOIIECH IOPUCAUKIINN

CHucox U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHUE Cy/a)
AKT
" on o

IIpencenarens cyna

(monnuce) (paciuudpoBKa IMOIIICH)
00 0OHAPYKCHUU apXUBHBIX
JIOKyMEHTOB, HE OTHOCSIIIHXCS,
K JaHHOMY (pOHZY, HEYITCHHBIX (mata)

B xozne

(B paboTHI)
OBLTO 0OHAPYKEHO
(8B hoHze, B apXMBOXpaHWIHIIE, pabOYeM ITOMEIIECHNH )

No 3aroiaoBok udp (mpu | Kpaitaue natel | KomuuecTso K xakomy [Tpumeuan
/I S IUHHUIIBI HaJTUIHH ) TcTOB (OaiT) honmy us
XpaHeHus, OTHOCHUTCS
JIOKyMEHTA (HOBBII
mdp)
1 2 3 4 5 6 7
Htoro o6HapyxeHO
(mdpaMu 1 TPOMHUCHIO)
JIOKYMEHTOB

PaboTHUK, OTBETCTBEHHBIN

3a paboTy apXuBa cyna
(moxnuce)

(mata)

H3menenus B YUCTHBIC JOKYMCHTLI BHECCHBI.

PaboTHUK, OTBETCTBEHHBIN

3a paboTy apxuBa cya
(moamuCs)

(mara)

(pacumdpoBka moammcy)

(pacmm¢ppoBKa MOANCH)




IIpunosxenne Ne 21

K MHCTpYKIHK 0 TOPSIIKE OpraHu3aiuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

U UCTIOJIb30BaHHSI JIOKYMEHTOB
(97EKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepanbHbBIX CYI0B OOIIEeH IOPUCAUKIINN

CHucox U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HanMeHOBaHUE Cy/a)
AKT IIpencenarens cyaa
noon o

(monnuce) (paciuudpoBKa IMOIIICH)
0 HEOOHAPYKEHUHU apXUBHBIX
JOKYMEHTOB, ITyTH PO3bICKa
KOTOPBIX UCUCPIIaHBI (mata)

Hazpanue u Ne ¢ponna
B pesynbrare
YCTaHOBJICHO OTCYTCTBHE B (POHJAE IEPCUUCICHHBIX HIDKE OeN (TOKyMEHTOB),
MPENNPUHSITHIE APXUBOM MEPHI IO PO3BICKY JIeT TOJOXKHUTEIBHBIX PE3yJIbTAaTOB HE Ay,
B CBSI3H C YEM CUUTAEM BO3MOXHBIM CHSTH C yUeTa:

Ne | Omucey | Enununa 3aroa0BoK Kpaiinue | KomuuectBo | IIpenmonaraem | Ilpumeuan
/1 No XpaHEeHUs € TUHUILIBI aThI TUCTOB (0alT) | BI€ MPUYUHBI us
Ne XpaHEHUs OTCYTCTBHS
(apxuBHBIX
JIOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro

(mdpaMu 1 TPOMHUCHIO)
€MHUI] XpaHEHU (ApPXUBHBIX TOKYMEHTOB).

CopepkaHue yTpadeHHBIX MaTEPUAIIOB MOXKET OBITh YaCTHYHO BOCIIOJIHEHO CIICAYIOIIUMHU
€IMHULIAMX XpaHEeHNUs (TOKyMEHTaMH):
(HOMepa eTMHUI] XpaHEHHs
1 UX TPYIIIOBBIC 3aT0JIOBKH)

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyna
(moamucs) (pacmm¢ppoBKa MOANCH)

(mara)

YTBEPXEH <6> COI'TTACOBAHO
IIpoTokon 3KkCnepTHO-IPOBEPOUHOM IIpoToxois 3KCIEpTHONH KOMUCCHH



KOMICCHH apXUBHOTO YUPEKICHHS cyna
OT n " NQ OT n n No

H3menenns B YYE€THBIEC TOKYMEHTBI apXruBa BHCCCHBI.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyza
(moamucs) (pacumdpoBka moanucH)

(mata)

<6> [1pu HeoOHapyxeHuu nen ApxuBHOTO (porma Poccuiickoit deneparnm.

[Ipunoxxenne No 22

K MHCTpyKIMU O IOPSIAKE OPraHU3aLuu
KOMIUIEKTOBAHMS, XpaHEHHs, ydeTa

Y HCTIOJIb30BaHMS JIOKYMEHTOB
(37EeKTPOHHBIX TOKYMEHTOB) B apXUBax
(enepanabHBIX CyI0B OOIIEH IOPUCAUKLIUH

CHOucox U3MEHSIOMNX JOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXIAIO YTBEPXIAIO

[Ipencenarens cyna

(HaMMeHOBaHUE JTOJDKHOCTH
PYKOBOJUTENSI OpTaHU3AIIHH,
MPUHUMAIOIIEH TOKYMEHTHI)

(monnuce) (pacumgppoBKa MOAMUCH) (moanuce) (pacmndpoBKa MOAMNCH)

(nata) (naTa)

AKT
w o No

rpueMa-nepeaun apXuBHbIX
JIOKYMEHTOB Ha XpaHEHHE

(ocHOBaHMeE Mepenayu, K MpuMepy, HCTeIeHHE CPOKa XPaHEHUs JOKYMEHTOB)

(Ha3BaHue nepenaBaeMoro (GoHa)

caal,
(Ha3BaHue cyna)
a TMPpUHSII.
(HaMEeHOBaHNE OpraHU3alUH, IIPUHUMAIOIIEH TOKYMEHTHI)
HpI/IHI/IMaeT Ha rocyJapCTBEHHOC XpaHCHUEC JOKYMCHTHI 3a TOJbI
U CIIPaBOYHBIN anmnapar K HUM:
Ne | HasBanue, HoMep onucu KonnuectBo sk3emiuisipos | Konudectso equnun | ITpumedan

/11 A, JOKyMCHTOB OITUCH €)1, TOKYMCHTOB XpaHCHHUA us




Hroro npunsro

(tmdpamMu ¥ IPOMTUCHIO)
eIMHUII

XpaHCHUA.

Ilepenauy npoussenu: IIpuem npoussemnu:

(mommxHOCTD) (MOANHCH) (pacmudpoBka  (TOMKHOCTH) (moanuch) (pacumdpoBka
TTO/TITHCH) TTO/IITHCH)

(mata) (nara)
W3MeHeHMs B yYCTHBIC JOKYMCHTHI BHECCHBL.
PaboTHHK, OTBETCTBEHHBIN

3a paboTy apxuBa cyaa
(oammck) (pacmmppoBKa MOAINCH)

(mara)

[punoxenune Ne 23

Kk MHCTpYKIIMH 0 OpsAKE OpraHn3auu
KOMIUIEKTOBAHMS, XpaHEHHs, ydeTa

1 UCIIOJIb30BaHUA JOKYMCHTOB
(37EeKTPOHHBIX TOKYMEHTOB) B apXUBax
(enepanbHBIX CyJOB OOIIEH FOPUCAUKIIHH

Crrcok HU3MCHAIOIINX TOKYMCHTOB

(8 pexn. IIpukaza Cynebnoro aenapramenta npu BepxoBHom Cyne PO

ot 09.01.2024 Ne 1)

YTBEPXIAIO

(HaMeHOBaHUE Cy/a)
AKT IIpencenarens cyaa
oo o

(moamuce) (pacurudpoBKa ITOIITHUCH)
0 HEHCTIPABUMBIX MOBPEKICHUAX
APXUBHBIX JOKYMEHTOB (mara)

HazBanue u Ne ponna
B donne oGHapyKXeHbI TOKYMEHTHI, MPU3HAHHBIE HEUCITPABUMO MOBPEIKICHHBIMU:

No | Ones Neo | Ennau 3aroyioBok Kpaitnue | KommuectBo | Cymmnuocts n | [Ipumeuan
/o na MOBPEXKICHHBIX JIaThI JICTOB NPUYHUHBI ust
XpaHeH | eAVHULl XpaHEHHS (OaiiT) MOBPEXKACHUSA
ns Ne

1 2 3 4 5 6 7




HToro oOHapykeHO HEeHCIIPaBUMO HOBPEXKICHHBIX
(1mdpamMu 1 IPOTTHCHIO)

€VHUI] XpaHeHHS (ApPXUBHBIX TOKYMEHTOB).

[lepeuncnenHple enUHUNIBI XpaHEHUS (ApPXUBHBIC JOKYMEHTHI) IMOJJIEKAT CIIHCAHHIO
BBHUIY:

Oxcneptsl <7>:
(HaMEHOBaHHME JIOJDKHOCTEH IKCIEPTOB, HOAIUCH,
pacumppoBKa NOANUCEH, 1aTa)

(Ne u maTa mpuKkasa npeacenaTeNs Cyaa O CHATHH HEHCIIPABUMO HOBPEKICHHBIX
apXMBHBIX TOKYMEHTOB C y4eTa)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyzaa

(moamuck) (pacmm¢ppoBKa MOAINCH)
(mata)
COI'JTACOBAHO YTBEPXEH <8>
IIpoTokoJ1 SKCIEPTHON KOMUCCUU IIpoTokous sxcnepTHO-IPOBEPOYHOU
cyna KOMHCCHHU apXHUBHOTO YUPEKACHUSL
OT n " N‘9 OT n " -N‘9

H3menenns B YUCTHBIC NJOKYMCHTBI apXHUBA BHCCCHBI.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyjaa
(moamucs) (pacumdpoBka moanucH)

(mara)

<7> llpm HaaMUMu JOKYMEHTOB, BKJIIOYEHHBIX B cocTaB ApxuBHoro Qonaa Poccuiickoit
denepanuu.

<8> Jlnst JOKyMEHTOB, BKJIIFOUEHHBIX B cocTaB ApxuBHOTO PoHAa Poccuiickoit deneparuu.

[Tpunoxenune Ne 24

K MHCTpYKIIMH O TOpsi/IKe OpraHu3aluy
KOMITJICKTOBaHHUS, XPaHEHHS, YIeTa

1 MCIIOJIb30BAHUS IOKYMEHTOB
(37IEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(benepanbHBIX CYI0B OOIECH IOPUCAUKIINT

CrOmcok n3MEHSIONNX JOKYMEHTOB
(8 pen. IIpukaza CynebHoro aenapramenta npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)



YTBEPXIAIO

(HaMMeHOBaHUE Cy/a)

AKT [Ipencenarens cyna
woou o

(monnuce) (paciudpoBKa IMOIIHICH)
MIPOBEPKH HAJIMYHS U COCTOSHUSA
ApXUBHBIX TOKYMEHTOB (mara)

Donpg No

Haszsanue donnma
Howmepa onuceit

IIpoBepka npoBoauiIacek ¢ no

IIpoBepkoii ycTaHOBIEHO:

1. YUncauTes 1Mo onmucaM Aei: €IVHUL] XpaHEHUS.
(kxomnuecTBo)

2. BoIgBiI€HBI TEXHUYECKHE OIIHOKHI:

2.1. ImeroTcs TuTepHBIE HOMEpA:

a) HE YYTCHHBIC B UTOTOBOH 3aIUCH €/IMHUL] XpaHEHHS;
(xomuecTBO)
0) He TIepevnCIIeHHBIE, HO YITCHHEIC
B UTOTOBOM 3aITHCH SAVHUI] XpPAaHCHHUS.
(KoJIM4ecTBO)
2.2. IlponyieHO HOMEPOB:
a) HE YYTCHHBIX B UTOTOBOH 3aIIICH SIMHUI] XpPAaHCHUS;
(KoJIM4ecTBO)
0) He MePeUNCIICHHBIX, HO YUYTCHHBIX
B UTOT'OBOH 3aMiCH €/IMHUL] XpaHEHUS.
(xomuecTBO)
2.3. lipyrue, B pe3ysibTaTe 4ero oobeM
YBEJIMYMIICS Ha €/IMHHUI] XpaHEHUS;
(xomuecTBO)
YMCHBIIIICS Ha SIMHUI] XpPAaHCHUS.
(KOJIM4eCTBO)
3. YucmuTcs 1o OIHCSAM B pe3yIbTaTe
YCTpaHEHHUS] TEXHIYECKHUX OMINO0K SAMHUI] XpPAaHCHHUSI.
(KOJIM4eCTBO)
4. He oka3anock B HATHYUHN SIMHUI] XPAaHCHUS.
(xomuecTBO)
5. Imeercst B HAJIMYHH 110 JAHHOMY (OHTY
(BKITIOYEHHBIX B OTTHCH) €IMHUI] XpaHEHHs],
(xommuecTBO)
U3 HUX TPeOyIONuX:
a) nesuHpexn €IMHUI XpPaHCHHUS;
(KOJIM4eCTBO)
0) De3UHCEeKITUH eIMHUI] XpPaHCHHUS;
(KOJIM4eCTBO)
B) pecTaBparuu eIMHUI] XpPaHCHHUS;
(KOJIM4eCTBO)
T) HeperuieTa Wi MOIIUBKU €/IMHUL] XpPaHEHHUS;
(Kom4ecTBO)
J) BOCCTaHOBJICHHSI 3aTYXaIOIIUX TEKCTOB €IMHHUL] XpaHCHUSL;
(xomuecTBO)
€) CHATHS C yueTa BBUIly HEUCIIPABUMBIX MOBPEKICHUI €/INHHIL
(KomIuecTBO)
XpaHCHHUS,

K) IPOBEICHUS MUTPAIHH

(751 PIEKTPOHHBIX JOKYMEHTOB

Ha pu3HYecKr 000COOICHHBIX HOCUTEISX) €MHUL XpaHEHUSI.
(Konn4uecTBo)




6. ImeeTcs He BKIIIOYEHHBIX B OIUCH SIUHUL XpAaHEHHUSI.
(Kom4ecTBO)
7. Utoro no nanHOMYy (OHLY (BKIIOYCHHBIX M HE BKIIFOUEHHBIX B OITUCH),
MMEIOIINXCS B HATUYUH €/IMHUL] XpPaHEHUS.
(kKonru4ecTBO)
8. XapakTepucTHKa yCIOBHH X XpaHEHUS.
OTpHLaTenbHbIE SBICHUS B COCTOSHUHU U YCIIOBUSX XPaHEHHUSI.

IIpoBepky npou3BOaMIN:

HanmenoBanune
OJKHOCTEN
pabOTHUKOB

(moamucs) (pacumdpoBka moanucH)

(mata)

[Ipunoxxenne Ne 25

K MHCTpyKIIMU O NOPSIAKE OPraHU3aLuu
KOMIUICKTOBaHHWA, XpaHCHHUA, yUC€Ta

Y HCTIOJIb30BaHMS JIOKYMEHTOB
(37EeKTPOHHBIX TOKYMEHTOB) B apXUBax
(benepanbHBIX CYI0B OOLICH IOPUCAUKINT

Cnucox M3MEHSIONINX T0KyMEHTOB
(8 pexn. IIpukaza Cynebnoro aenapramenta npu BepxoBHom Cyne PO
oT 29.05.2024 Ne 124)

(HamMeHOBaHUE Cy/a)
AKT

" Ne

O BbIJA4Y€C apXUBHBIX TOKYMCHTOB BO
BPEMCHHOC I10JIb30BAHUC

(HaMEeHOBaHHME OpPTraHU3aALIUH)

(TTOYTOBBII afpec)

OcHoBaHme




Lens BRIgaYM TOKYMEHTOB

Brigarotces CJICAYIOINHNE CAUMHUIBI XPaHCHUSA U3 (I)OHI[a Ne

(Ha3BaHue)
Ne | Omwmce Enununa 3aroJI0BOK €IHMHHUIIBI KonuuectBo [Tpumevanus
n/m Ne xpaHeHust Ne XpaHeHus ucToB (6alT)
1 2 3 4 5 6

Bcero BeigaeTcs

O0MIMM KOJMYECTBOM JIUCTOB (OaiiT)

Ha CPOK

eIMHUI] XpaHeHHS

(umdpamu 1 MPOMUCHIO)

(mrdpamu 1 IPOMTUCHIO)

JoxymMeHThI

BbBIJaHbl B

YIOPAOOYECHHOM

COCTOSHHHM, TOAIIMTEL, B  OOJOXKKaX,

IMPOHYMEPOBAHHBIMH JIMCTaMH U 3aBEPUTCIIbHBIMU HAAITUCAMU.

I[OKyMeHTBI BbIOAJI:

PaboTHuK, OTBETCTBEHHBIH 32 paboOTy

apxuBa cyaa

(mara)

(omrcsk)

HauanbHuK OTIEIA JeTOMPOU3BOACTBA
(obmrero otaena) cyaa

(nara)

HonyanenL 06H3yeTC$I HEC MNOpCAOoCTaBJIATL JOKYMCHTBI,

(moammcy)

C

(pacmmdpoBka nmoAmHCcH)

(pactmdpoBka MOAIKMCH)

IMOJIY4YCHHBIC BO BpPCMCHHOC

MOJIb30BaHUEC, I MPOCMOTpA, MPOCIYIIHMBAHUA WX HCIIOJB30BaHHA APYTHM OpPraHU3alUsaIM H
IMOCTOPOHHUM JIMIIaM, HE BbIJIaBaTh 110 HUM KOHPII7[, BBIITMCOK U CIIPAaBOK, HE IMTPOU3BOJUTH U3BATUA
KakuX-I1u00 yacTed u3 BbIIAHHBIX NOKYMCHTOB, HC HY6J'II/IKOBaTB HAOKYMCHTBI 0e3 paspeuiCHuA




OpraHM3aIliy, BRIIABIICH TOKyMeHTHI. [lonydarens npeaynpexaeH 00 OTBETCTBEHHOCTH 3a YTPaTy
WIM TIOBPEKICHHUE BBIIAHHBIX JOKYMEHTOB B COOTBETCTBHH C 3aKOHOIATEIHCTBOM Poccuiickoit
®denepanuu.

[MomyuaTenb 00s3yeTCsl BEpHYTh JJOKYMECHTHI B ApXHB B YKa3aHHBIN B aKTE CPOK.

JIOKyMEHTBI IPUHSLT:

HanmenoBanue JOJDKHOCTH pa60THI/IKa
OpraHu3aluru-1IoJIy4aTCIid

(moxmuce) (pacuudpoBka MoANKCH)

(mara)
JoxymeHTBI caan:

HanMmenoBaHue J101KHOCTH pa60THI/IKa
OpraHu3aluu-1oJaIydaTeiIsa

(moamucy) (pacmmdpoBKa MoAIKCH)

(marta)
JIOKYMEHTBI TIPUHSLT:

PaboTHUK, OTBETCTBEHHBIH 32 padoOTy
apxuBa cyaa

(ommrcsk) (pacmmdpoBka moAmwCH)

(marta)

[Ipunoxenue Ne 26

Kk MHCTpyKIMH 0 MOpsiIKe OpraHu3aiuu
KOMITJICKTOBaHHMSI, XpaHEHHs, yIeTa

Y HCTIOJIb30BaHHS JIOKYMEHTOB
(2TEeKTPOHHBIX JIOKYMEHTOB) B apXUBax
(enepanbHBIX CYyI0B 00N IOPUCAUKIIUH

Cnucox M3MEHSIONINX T0KyMEHTOB
(8 pexn. IIpukaza Cynebnoro aenapramenta npu BepxoBHom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXJAIO

(HanMeHOBaHUE Cy/1a)
Ilpencenarens cyna

" Ne

KOHBEPTALUU AJIEKTPOHHBIX (moanuce) (pacmmdpoBka moamnucK)



APXUBHBIX TOKYMCHTOB

(marta)

B cBs3M ¢ HEBO3MOXKHOCTBIO BOCIPOU3BEICHHS, HCIIOIB30BAHUS JICKTPOHHBIX
aApXUBHBIX JIOKYMEHTOB B (hopMaTax, B KOTOPBIX OHH OBUIM HMPUHSITHI HA apXUBHOEC
XpaHCHHE, ObLIa IPOU3BEICHA KOHBEPTALIUS:

(maTa wim nepuo] BpeMeHH)




ApxuBH 3aroJIoBoK K HUcxognoe | Ucxonunie | Mcxomnas | Mcxomubiii | Mcxonnuwiii | HaumenoBan Jataun Kontponbn | O0beM (B ®dopmar ®.1.0.
bIi TEKCTY, 1aTa U | HAUMEHOBAH JaTta u KOHTpPOJIbHA | 00BeM (B (dhopmar ue daitna BpeMs as cymma OaiiTax) (hatina paboTHHKA,
mudp | perucTpanmoHH | ue (aiina BpeMs S CyMMa OariTax) ¢atina 3JICKTPOHHOT | TTOCJICTHETO (xem- (atina AJICKTPOHHO | BHITIOJTHUBIIIE
BIif HOMEP AIIEKTPOHHO | TIOCIIETHETO (haiima ANIEKTPOHHO | O IOKYMEHTa | H3MEHEHUS CyMMa) | 3JIEKTPOHHO TO TO
JIOKyMEHTa ro WU3MCHECHHUS 3IIEKTPOHHO TO ¢atina (hatina ro JIOKyMEHTa | KOHBEpTaIu
JTOKYMEHTa (haiima ro JTOKYMEHTa AIIEKTPOHHO | AJIEKTPOHHO | JOKYMEHTa 0
AIIEKTPOHHO | DIIEKTPOHHO | JOKYMEHTa TO o
ro JOKyMEHTa | TOKyMEHTa
JIOKYMEHTa | TOKyMEHTA
1 2 3 4 6 7 8 9 10 11 12 13




HWcxonHbie ¢Gailiibl 2IeKTPOHHBIX apXUBHBIX TOKYMEHTOB COXPAaHEHEI.

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(Tmonrmck) (pacmmpoBKa OAITHACH)

(mara)

[punosxenne Ne 27

K MHCTpyKIMU O IOPSIAKE OPraHU3aLuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

1 UCIIOJIb30BaHHSI JIOKYMEHTOB
(37EeKTPOHHBIX TOKYMEHTOB) B apXUBax
(benepaabHbIX CYI0B 00N IOPUCAUKITHH

COucok U3MEHSIOMNX JOKYMEHTOB
(8 pen. [Ipukazos CynebHoro nenmapramenra npu BepxosHom Cyne PO
ot 09.01.2024 Ne 1, ot 29.05.2024 Ne 124)

KHUTI'A BBIJAYY EAVMHNL XPAHEHIA BO BPEMEHHOE I10JIb3OBAHUE

Hauata

OxoHueHa

d)opMa TUTYJIbHOTO JINCTAa KHUTHU BbIAa4YU OEJI

Ne HanmenoBanne Hata Komy Beinano, ¢ | Jlara Bo3Bpara IIpumeuanus
n/ma (HOMEDP) BBIIAHHOTO BbLIAYN KAaKOM LEJIBIO0 nena
JOKYMEHTa
1 2 3 4 5 6
Hrtoro B roJly BbIJAHO U3 XpaHuiuia Ne

(tmdpamu ¥ IPOTTUCHIO)
SIIMHUIL XPAHCHHUSI.

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cya
(moamuch) (pacmmdppoBKa MOANCH)

(mata)



[Ipunosxenne Ne 28

Kk MHCTpyKIIMK O TIOpSKE OpraHu3auu
KOMIUICKTOBAHUS, XpaHEHUsI, yueTa

Y WCIIONIb30BAHUS IOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXHBaxX
(denepanbHBIX CYJI0B OOIICH FOPUCAUKIIH

CIHCOK N3MEHSFONUX JIOKYMCHTOB
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

(HauMeHOBaHUE Cy/a)

JIMCT UCIIOJIb30BAHMA JOKYMEHTOB

Domnx Ne Omnuce Ne Enununa xpanenus Ne
[Hara Komy Bbinano: | XapakTep HCIONb30BaHUS Ne IToanuce nuua,
UCIIOJIB30BaH bamumnus, (KomUpOBaHUE, BBIMUCKH, | WCHOJB30BAHHBIX |HMCIIOJIb30BABILICT
us WHULIAAJIBI IIPOCMOTD) JIUCTOB 0 JIeJI0
(pa3bopunBo)
1 2 3 4 5

[punoxenue Ne 29

K MIHCTPYKIIMHU O TOPSI/IKE OpraHU3aluu
KOMILJICKTOBAHUsI, XPaHEHHUSI, yueTa

Y HUCTIOJIb30BaHHSI JIOKYMEHTOB
(2J1eKTPOHHBIX JIOKYMEHTOB) B apXUBax
(enepanbHBIX Cy10B 00LIEH IOPUCIUKIIMA

Cnucox M3MEHSIONINX T0KyMEHTOB
(8 pexn. IIpukaza Cynebnoro aenapramenta npu BepxoBHom Cyne PO
ot 09.01.2024 Ne 1)

(HamMeHOBaHME Cy/1a)

KAPTA-3AMECTUTEJIb EJJUHNULIbI XPAHEHU A



BbIJIAHO

®ong Ne| Omuck Ne Enununa Komy Hara Iloanuce Jara Iloanuce
xpaHeHus: No BBIJIaYU BO3Bpara
1 2 3 4 5 6 7 8
[Ipunoxxenne Ne 30
K MHCTpYKIIMHK O TIOPSAKE OpraHU3aIul
KOMIUICKTOBaHUS, XpaHEHUs], yueTa
Y UCTIONBh30BAHUS JOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaX
(denepanbHBIX CYJIOB OOIICH FOPUCAUKIIMN
Crrcox M3MEHSIONINX TOKYMEHTOB
(8B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyue PD
ot 09.01.2024 Ne 1)
ITAMIT
"KOITNA BEPHA" U1 3ABEPEHN S COOTBETCTBU A KOITMU CY AEBHOI'O
AKTA IIOAJIMHHUKY

"Konus BepHa"
HOAIHUCH CYbH

HaumeHnoBaH#e JT0KHOCTH
YIIOJHOMOYEHHOTO pabOTHHKA armapara
(denepanbHOTO cyaa o0IIeH IOPUCIUKIINN

(Tmoarmck) (vHUMANTBL, (paMuITHIS)

" " 20 T.

[punoxenune Ne 31

Kk MHCTpyKIMH 0 OpsiIKe OpraHu3ainuu
KOMITJICKTOBaHHUSI, XPaHEHHS, YIeTa

1 MCIIOJIb30BAaHUS IOKYMEHTOB



(2IIEeKTPOHHBIX JOKYMEHTOB) B apXHUBax
(dheneparbHBIX CYA0B 00IIeH FOPHUCTUKITHH

CIUCcOK U3MEHSIFOIUX JIOKYMEHTOB
(B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

5 OBPA3ELl HAKJIEUKHA
C 3ABEPUTEJIbHOW HAJMKCHIO, UCITIOJIb3Y EMOW ITPY O®OPMJIEHUHN
3ABEPEHHbIX KOITHI CYJIEBHBIX AKTOB

HawmmenoBanue ¢enepansHOro cya oomen
FOPUCIUKIIHA

[IpoHnyMepoBaHO U CKpEIIEHO
Ie4aThbio JINCTOB
HOAINCH

[Ipunoxxenne Ne 32

K MHCTpyKIIMU O NOPSIAKE OPraHU3aLuu
KOMIUICKTOBaHHWA, XpaHCHHUA, yUC€Ta

Y HCTIOJIb30BaHMS JIOKYMEHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(benepanbHBIX CyI0B 00N IOPUCAUKIIUH

CHOmcox N3MEHSIONNX JOKYMEHTOB
(8B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

[pencenarento cyna

oT

(®.1.0., nporeccyanbHOE TOI0XKEHHUE,
JaHHbIE JOKYMEHTA, YIOCTOBEPAIOIIETO
JIMYHOCTBb U HOHHOMO‘II/IH)
IPOXKUBAIOIIETO 110 aJ{Pecy:

HOMEP KOHTAKTHOI'O TeJ'IC(l)OHaZ

3asBiieHue
0 BBIJIa¥e KOIHHU CYAeOHOTO aKTa

1. ITpoury BeIIaTh MHE KOMUIO(MH) CYIeOHBIX aKTOB

(YxazaHue HAaUMEHOBAHNE M PEKBU3UTHI CYA€OHOTO aKTa)
IO Jeiry




TToamucs/®.1.0. (pacmmdpoBats):

n n 20— .

2. Komnuro cyneGHOTo akTa Moxyqut
(®.1.0. n noamuck I11a, MOJIyYUBIIETO
KOIIHIO, JaTa BBLAAYHN KOIUH)

3. Beigan
(momxuOCTh, ®.U1.0O., moamuch pabOTHUKA ammapara Cy/a, BHIIABIICTO
cyneOHOe meno, 1aTa)

[punoxenune Ne 33

K MHCTpyKIMU O NOPSIAKE OPraHU3aLuu
KOMIUIEKTOBAHMS, XpaHEHHs, ydeTa

1 UCIIOJIb30BaHUA JOKYMCHTOB
(37EeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(henepanbHBIX CyJOB OOIIEH FOPUCANKIIIH

CrOmcok U3MEHSIOMNX JOKYMEHTOB
(8 pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

[Ipencenarento cyna

oT ,
(®.1.0., nporieccyalibHOE TOT0XKEHHUE,
JaHHBIE IOKyMEHTA, YI0CTOBEPSIOIIETO

JIMYHOCTB M TIOJTHOMOYHS)

NPOXKUBAIOLLETO 110 aIPECy:

HOMEP KOHTAKTHOI'O T€.]'I€(1)OHEIZ

3asBiieHnEe
0 BbIJIaY€ KOIHHU ayIHO3aIICH CYeOHOr0 3acCeIaHusI

1. ITpomry BBIAaTE MHE KOMHIO(MH) ayIHO3aIICH CyIe0HOr0 3acelaHus 10 ey

oamuce/®.1.0. (pacmmdporars):

no 20 T

2. DIIeKTPOHHBIH HOCUTEINIb HH(POPMAIUU TIPHIIaraeTcs.

3. Konmto 351eKTpOHHOTO HOCHUTEINS MOTYIHI
(®.1.0. u moamuck NuIa,
TMOJIYYMBIIETO KOMHIO, JaTa BhIJA4Yn
KOTIVIH)

4. Beigan
(momxHocTh, ®.1.0., moanucy paboTHHKA anmapara cysa, BbIIABIIETO
9JIEKTPOHHBII HOCUTEIb, 1aTa)




[Ipunoxxenne Ne 34

K MHCTpYKIHK 0 TOPSIIKE OpraHu3aiuu
KOMIUIEKTOBAHMUS, XPAaHEHHS, yueTa

U UCTIOJIb30BaHHSI JIOKYMEHTOB
(97EKTPOHHBIX JOKYMEHTOB) B apXHUBax
(benepaabHbIX CYI0B OOIIECH IOPUCAUKIINN

CHucox U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

(HanMeHoBaHUE cya)

Anpecar

(TOYTOBBIH azipec, UHIEKC)

(tenedon, dakc)

(ampec >MEKTPOHHOM TTOYTHI)
APXVBHAS CITPABKA

Ne

(mara)
Ha Ne oT

Tekcr
OcHoBaHHE:
Ipencenatens cyna

(MHOE YTIOJTHOMOYEHHOE JIUIIO)
(oamnuce) (pacmmdppoBKa MOANNCH)

(meuats)

HUcnoanurens

(ammnms, MTHALIAAEL, HOMEp Tele(OHA)

[punoxenue Ne 35

K MHCTpyKIIMK O MOPSIAKE OPraHU3aLuu
KOMIUICKTOBAHUS, XPaHEHHUS, ydeTa

" UCIIOJIb30BaHUA JOKYMCHTOB
(3MEKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(enepanbHBIX CyJI0B OOIIEH FOPUCANKIHN



Crucok U3MEHSIONIMUX JT0KYMEHTOB
(B pen. [Ipukaza Cynebnoro aenapramenta npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HaumMeHOBaHUE Cy/a)

XKYPHAII
PETHCTPaLiU BBIJAHHBIX KOIUi, BBIMMCOK, JOKYMEHTOB

Ne ABTOp Jarta n Conepxa | Haszsanue Jata n Pacticka | [Ipumeu
n/n 3ampoca, | perUCTpalyoOH HUE BBIJIAHHOTO | PETUCTPAIO B aHus

HUCXOSAIINAN HBII HOMEp | 3ampoca | JOKYMEHTa | HHbIM HOMEp | IOJIy4YEHUU

HOMEp, J1aTa, 3armpoca (vomms, BBIAaHHOTO | WJIM JaTa

azpec, Homep BBIITMCKA, JIOKyMEHTa | OTHpPaBKH

TenedoHa CIpaBKa U
Jpyroe)

1 2 3 4 5 6 7 8

[Ipunoxxenne Ne 36

Kk MHCTpYKIINH 0 IOpsAKE OpraHu3auu
KOMIUJICKTOBaHUWA, XpaHCHUA, yU€Ta

1 UCIIOJIb30BaHUA JOKYMCHTOB
(9JIeKTPOHHBIX JIOKYMEHTOB) B apXUBaX
(benepanbHBIX CyI0B O0IIeH IOPUCAUKIIUH

Crrcox M3MEHSIONINX JTOKYMEHTOB
(B pen. [Ipukaza CynedHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HauMeHOBaHUE Cy/1a)

KAPTOUKA TITIOCTEJIJIAXKHOI'O
TOIIOI'PAOUYECKOI'O YKA3ATEJIA

CTEJUTAX Ne

APXMNBOXPAHWMJIMIIE Ne

[kag Ne

ITonxa Ne

Donpg Ne

Omuce Ne

Enunun xpanenus IIpumeuanus




c Ne

o Ne

[Ipunosxenne Ne 37

K MHCTpYKITUM O TIOPSI/IKEe OpraHu3alIiu
KOMIUICKTOBaHUS, XpaHEHUsI, yueTa

Y WCIIONIb30BAHUS IOKYMECHTOB
(3MEeKTPOHHBIX TOKYMEHTOB) B apXUBaxX
(denepanbHBIX CYJIOB OOIICH FOPUCAUKIIHN

CrOucok U3MEHSIOMNX JOKYMEHTOB
(B pen. [Ipukaza CynebHoro nenapramenTa npu Bepxosaom Cyne PD
ot 09.01.2024 Ne 1)

(HauMeHOBaHUE Cy/a)

KAPTOYKA ITO®OHAOBOI'O
TOIIOI'PAOUYECKOI'O YKA3ATEJIA

DOOHJI Ne APXMBOXPAHWMJIMIIE Ne

Hazpanwne dhonna

Onuce Enunnn xpanenus Cremnax Ne | Illkad Ne | Ilonkxa Ne | Ilpumedanus
Ne ¢ Ne
o Ne




[punoxenune Ne 38

Kk MHCTpyKIMH 0 MopsiiKe OpraHu3anuu
KOMIUIEKTOBAHUSI, XpPaHEHUsI, ydeTa

Y WCIIONIb30BAHUS IOKYMECHTOB
(2TIEeKTPOHHBIX JOKYMEHTOB) B apXUBax
(enepanbHBIX CyJJOB OOIIEH FOPUCANKIIHH

CHucok U3MEHSIONINX JTOKYMEHTOB
(8B pen. [Ipukaza Cynebnoro nenapramenTa mnpu Bepxosaom Cyne PO
ot 09.01.2024 Ne 1)

YTBEPXJIAIO

(HanMeHoBaHue cyaa)

AKT [Ipencenatens cyna
"o No
(momnuck) (pacmugpoBKa MOATUCH)
mpreMa-Tiepeadn apXuBHBIX
JIOKYMEHTOB Cy[ia TIPU (mara)
CMEHe TpeicenaTels cyaa

Hazpanue u Ne ¢ponma <9>

B cootBeTcTBHU C IPUKA30M Ne

nepenai,
(®.1.0. nepenaroriero) (®.1.0. npuHUMAIOLIEro)

MPUHSUT B MPUCYTCTBUU KOMHUCCHH, 00pa30BaHHON HA OCHOBAaHUM JAHHOTO MPHUKa3a,

JIOKyMEHTBI apXHBa 3a

(rojer)
Y CIIPAaBOYHBIN anmapar K HIM



Ne /i HasBanue, Homep onucu nien, KoanuectBo KomnyectBo [Tpumeuanus
JIOKyMEHTOB SK3EMIUISIPOB OITUCH €TUHMIT
JIeJT, JOKYMEHTOB XPaHCHHS
1 2 3 4 5




HUroro mpuHsTo €/IMHUI] XPAHCHUsI, B TOM YHUCIIe:
(dpaMu ¥ POTIHCHIO)

Ha OyMa)KHOM HOCHTENe €IMHHI] XpaHEHUS,
(tmpaMu ¥ IPOTTUCHIO)
IJEKTPOHHBIX €/IMHUI] XpaHEHUs,
(undpamu ¥ IPONUCHIO)
u ornucel B 9K3EMIUIAPAX.
(undpamu 1 IPONUCHIO) (undpamu 1 IPONUCHIO)

CocTostHUE TOKyMEHTOB H OIHCEH:
(o0Omras xapakTepHUCTHKA COCTOSTHU)

OIHOBPEMEHHO TIEPEIAr0TCA
(BuA(BI) M COCTAB CIIPABOYHOTO alapaTa, ero 00beMbI
U COCTOSIHHE)

CocTosiHME IOMEIIEHHUH apXuBa
(oO11ast XxapaKTePUCTUKA COCTOSIHHS)

Hanwawre u cocTostHUEe 000pYAOBaHHS 1 HHBEHTAPS
(o0Omas xapaKkTepuUCTHKA

COCTOSTHUS)
[lepenan:
(pamuus, uaUIAANBI)  (TIOMAIUCH) (mata)
IIpunsn:
(pammms, maUIAANED)  (TIOAITHCH) (mata)
Ipencenarens KOMUCCHU:
(pamusus, uauIHATB])  (TIOAIUCH) (mata)
UiieHbl KOMUCCUU:
(pamunus, naUIMANED)  (OAMUCH) (mata)

<9> [lpu nepenaue IByX M OoJiee apXWMBHBIX (POHIOB TAOJUYHAS YaCTh aKTa pas3ieiseTCs Ha
MOJpa3JieNibl, COOTBETCTBYIOIIUE (OHAAM, Ha3BaHUS MOJPA3/ICIOB COOTBETCTBYIOT HOMEpPY U
HAMMEHOBaHUIO (OHJIOB.




