[okyMmeHT npepoctasneH KoHcynbTaHTINt0C

CYAEBHbIA AENAPTAMEHT NMPU BEPXOBHOM CYAE
POCCUNCKOWN EAEPALIUN

MPUKA3
ot 19 mapTta 2019 r. N 56

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

CNMCOK M3MEHAILWMX LOKYMEHTOB
(8 pea. Mpukasos CyaebHoro aAenaprameHTa npu BepxosHom Cyae PO
o1 16.07.2019 N 147, o1 14.06.2022 N 97)

B cooTBeTCTBUM c DepepanbHbiM 3aKOHOM OT 8 AHBaps 1998 r. N 7-d3 "O CynebHom aenapTameHTe
npv BepxosHom Cyae Poccuinickon Pepepaumnn’ npukasbisato:

1. YtBepanuTb npunaraemyto VIHCTPYKUMIO O NOPAAKE OPraHU3aLmMmnm KOMNAEKTOBaHUA, XPaHeHUs,
y4yeTa 1 UCMO/Ib30BaHWUA AOKYMEHTOB (3/1€6KTPOHHbIX AOKYMEHTOB) B apXx1Bax ¢eaepasbHbiX CyL0B 0bLei
ropucankumm (aanee - MHCTpyKumsa).

2. Mpeacepatenssm KacCalUMOHHbIX CYA0B OOLWEN pUCAUKLUKM, anennsunMoHHbIX cyaoB obuiei
IOPUCANKLMU, BEPXOBHbIX CYA0B pecnybaukK, Kpaesbix U 061aCTHbIX CYA0B, CyA0B ropoaos pesepanbHOro
3HauYeHuA, Cya0B aBTOHOMHOMN 061aCTN U aBTOHOMHbIX OKPYroB, PalOHHbIX, FOPOACKUX U MeXPaNOoHHbIX
CYyA0B OpraHn3oBaTb U3yYeHne Ha3BaHHOM MHCTPYKUMK U obecnedymnTb ee NpUMeHeHne B NPakTUYEeCKoM
AeATeNbHOCTH.,

3. Mpu3HaTb YTPaATUBLLMMU CUANY:

npukas CyaebHoro genaptameHTa npu BepxosHom Cyae Poccuiickon Pepepaummn ot 28 aekabps
2005 r. N 157 "O6 ytBepaeHnn NHCTpyKuMM 0 nopsake otbopa Ha XxpaHeHue B apxmB peaepanbHbix
CYy40B 06LLEeN PUCANKLNN LOKYMEHTOB, UX KOMIMIEKTOBAHMSA, yYeTa U UCNO/Ib30BaHMA";

npukas CygebHoro aenaptameHTa npu BepxoBHom Cyge Poccuitckoit ®Pepepaunn ot 28 aBrycra
2007 r. N 102 "O BHeceHUM M3MeHeHMI B MHCTpYKUMIO O MopaaKke oTbopa Ha XpaHeHWe B apxuB
depepanbHbIX Cya0B 06LWEN OPUCANKLNN AOKYMEHTOB, UX KOMMNAEKTOBAHMA, yYeTa U UCNO/Ib30BaHUA";

npukas CyaebHoro aenaprameHTta npu BepxosHom Cyae Poccuiickoit depepaumnn ot 22 aekabps
2011 r. N 234 "O BHeceHUM M3MeHeHMUI B MHCTpyKUMIO O nopaake oTbopa Ha XpaHeHWe B apxuB
depepanbHbIX Cya0B 06LWEN OPUCANKLAN AOKYMEHTOB, MX KOMMIEKTOBAHMA, yYeTa U UCNOIb30BaHUA";

npukas CyaebHoro aenaptameHTta npu BepxosHom Cyae Poccuiickon ®epepaunm ot 27 aekabps
2012 r. N 246 "O BHECEHUWN U3MEHEHWNIT U [ONONHEHWUI B MHCTPYKLMIO O nopAagKe oTbopa Ha XpaHeHue B
apxuB ¢eaepanbHbiX CysoB 06WelN PUCAMKLMUM LOKYMEHTOB, WX KOMIJIEKTOBaHWA, y4yeTa W
MCcnonb3oBaHuA";

npukas CyaebHoro agenaptameHTa npu BepxosHom Cyge Poccuiickon Pepepaumn ot 30 aekabps
2013 r. N 265 "O BHeceHUN U3MEHEHWNI N AONONHEHWUI B MHCTPYKLMIO O NopAAKe oTOopa Ha XpaHeHue B
apxuB denepanbHbIX CyaoB OOWEN OPUCANKUMN LOKYMEHTOB, WX KOMMJIEKTOBAHWA, Yy4YeTa MU
MCNoNb30BaHuA".
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leHepanbHbI AMPEKTOP
A.B.I'YCEB

YTBepKaeHa

npukasom CyaebHoro aenaptameHTa
npu BepxosHom Cyae

Poccuitckoit egepaumm

o1 19 mapta 2019 r. N 56

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

CnNMCoK M3MeHALWMX AOKYMEHTOB
(8 pea. Mpukasos CyaebHoro aenaptameHTa npu BepxosHom Cyae PO
o7 16.07.2019 N 147, ot 14.06.2022 N 97)

1. O6bwue NoNoXKeHnsa

1.1. MHCTpYKUMA O nopAgKe OpraHu3aLmMm KOMMIEKTOBaHMA, XPaHEHUA, y4eTa U UCNOo/Ib30BaHMUA
OOKYMEHTOB (31E€KTPOHHbIX OKYMEHTOB) B apxmBax deaepanbHbix CyAoB obuei topucankummn (ganee -
MHCTPYKUMA) ABNSETCA HOPMATUBHbIM aKTOM, pPa3paboTaHHbIM Ha OCHOBaHMM deaepanbHbIX
KOHCTUTYLIMOHHbIX 3aKoHOB OT 31 aekabps 1996 r. N 1-®K3 "O cyaebHol cucteme Poccuinckon
depepaunn’, ot 7 pespana 2011 r. N 1-dK3 "O cypax obuwielt topucamkummn B Poccuiickon ®egepaumn’,
denepanbHbix 3aKoHOB OT 8 AHBapA 1998 r. N 7-®3 "O CygebHom genapTameHTe npu BepxosHom Cyae
Poccuiickot depepaumn”, oT 29 pekabpa 2015 r. N 382-d3 "O6 apbutpaxke (TpeTeirckom
pasbupaTenncrse) B Poccuiickoit degepauun’, ot 22 oktabps 2004 r. N 125-$3 "O6 apxuBHOM aene B
Poccuitckoit ®epepaumn”, NMpasun opraHN3aLLMn XpPaHEHUA, KOMMNIEKTOBAHMA, y4eTa U UCMOb30BaHUA
OOKyMmeHToB ApxmBHOro ¢oHaa Poccuiickonn desepauum U gpyrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocy4apcTBEHHOW BJIACTM, OPraHax MECTHOFO CaMOYMPaBAEHUA U OpraHM3auMmaX, YTBEPXKAEHHbIX
nprKasom MuHUcTepcTBa KynbTypbl Poccuiickoit depepaumm ot 31 mapta 2015r. N 526 (nanee - Mpasuna
N 526), UHCcTpyKuMM no cyaebHOMY AenonpoM3BOACTBY B PallOHHOM cyae, YTBEPKAEHHOM NPUKasom
CynebHoro genaptameHTa npu BepxoBHom Cyae Poccuiickoit deaepauum ot 29 anpena 2003 r. N 36
(manee - WHctpykuma N 36), UHCTpyKumm no cypsebHomy AenonpousBoAcCTBY B BEPXOBHbIX CyAaX
pecnybauK, KpaeBbix M 06NACTHbIX CyAax, cyAax roponos genepanbHOro 3HaYeHUs, cyaax aBTOHOMHOM
061aCTV M aBTOHOMHbIX OKPYrOB, yTBEpXAEeHHOW npunkasom CyaebHoro aenapTameHTa npu BepxoBHOM
Cyne Poccuiickoit Pegepaumm ot 15 aekabpa 2004 r. N 161 (ganee - UHcTpykuma N 161), UHCTpyKuumn no
cypebHomy AenonponsBoACTBY B KAaCCALLMOHHDBIX CyAax O6LLeln opUCAMKLUNN, YTBEPKAEHHOM NPUKa3om
CynebHoro genaptameHTa npu BepxosBHom Cyae Poccuiickoni depepaunn ot 1 oktabps 2019 r. N 224
(manee - UHcTpykuma N 224), UHCTpYKUMM No cyaebHOMY Ae10MNpoM3BOACTBY B aneIALMOHHbBIX CyAaX
obluein opuUcanKLMM, YyTBEPNKAEHHOW npukasom CyaebHoro penaptameHTa npu BepxosHom Cygae
Poccuiickolt Pegepauun oT 1 oktabpsa 2019 . N 225 (ganee - UHcTpyKuma N 225), u ApyrMx HOPMaTUBHbIX
NpPaBOBbIX AaKTOB.

(8 pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP ot 14.06.2022 N 97)

1.2. HacToAwan UHCTpyKuma paspaboTaHa B Lenax obecneyeHnna eguMHoOro nopagka opraHuMsaumm
KOMM/IEKTOBaHUA, XpaHeHWA, yyeTa M WCNONb30BaHUA [OOKYMEHTOB (3/1EKTPOHHbIX [OKYMEHTOB)
KacCaUuMOHHbIX CyZ0B 06Liel PUCANKLMM, anennsauMoHHbIX CyAoB 0bLLei opUCANKLMM, BEPXOBHbIX
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cynoB pecnybamk, Kpaesblx M 061acTHbIX CyA0B, CyAoB ropoAos denepanbHOrO 3HayeHus, cyaos
aBTOHOMHOW 06/1aCTM U aBTOHOMHbIX OKPYroB, PalioHHbIX, FTOPOACKUX M MEXKPaNOoHHbIX cyaoBs (ganee -
cyapl, CyA), a TaKKe onpeaenseT npasuna:

COCTaB/IEHMA HOMEHKATYPbI AeN CyAa;

coCTaB/ieHMA onucelt aen (onucel aNEKTPOHHbIX aen <1>) cyaa, cyaebHbIXx Konnerui, cyaebHbix
COCTaBOB, CTPYKTYPHbIX NoApasaeneHnn cyaa;

<1> SNneKTpPOHHOE [Aen0 - COBOKYMHOCTb 3/1EKTPOHHbIX JAOKYMEHTOB, CHOPMMPOBAHHLIX B
COOTBETCTBMM C HOMEHKIATYPON aen.

npoBeAeHNst SKCNepTM3bl LEHHOCTU AOKYMEHTOB 1 PaboTbl 3KCNEPTHOM KOMUCCUM CYAa;
odopmnenuns cyaebHbIX e U UHbIX AOKYMEHTOB K NOCAeayoweMy XpaHEHUIO B apxmBe Cyaa;
nepenaun aen (3NeKTPOHHbIX Ae) B apXuB Cyaa;

onpeaeneHna CPOKOB XpaHeHMA Aen 1 oTbopa AOKYMEHTOB Ha YHUUTOMKEHUE;

BeAeHNA y4eTa apXUBHbIX Aen <2>;

<2> ApxvBHOe Aeno (apXMBHbIA AOKYMEHT) - 0pOPM/IEHHOE B COOTBETCTBUM C TpeboBaHUAMM
HacToAwen WHcTpykuun aeno (cyaebHoe peno, npousBoAcCTBO, MmaTtepuan, JAeno obliero
AenonponsBoAcTBa, AeN0 Mo IMYHOMY COCTaBy U Apyrue AOKYMEHTbI cyaa), nepeaaHHoe Ha XpaHeHue B
apxuB cyaa, B TOM YMC/e B SNEKTPOHHON dopMme.

NPOBEPKMN HAMUUA N COCTOAHUA aPXMBHbIX AeN;
OpraH13aumnm UCNoNb30BaHNA apPXMBHbIX AEN;

obecneyeHns COXPaHHOCTU apXMUBHbIX AeN;

nepegayn apxmBHbIX 4eN Ha XpaHeHMUe B rocy4apCTBEHHbIN apXmB.

1.3. 3agaunm n ¢yHKUMM apxvMBa CyZa OMNpPeaenstoTcs MOJIOXKEHUEM, YTBEPKAAEMbIM
npeacenartenem cyaa.

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

1.5. denictBme HacToAwen MHCTPYKLMKM He pacnpoCTpaHAETCA Ha OPraHU3aLMI0 KOMIMIEKTOBAHMS,
XpaHeHuA, yyeTa W  WUCNO/Mb30BaHWA [AOKYMEHTOB, COAEpPKaliux CBeAeHusa, COCTaBaAlolme
rocyapCTBEHHYHO TalHY.

1.6. CornacoBaHue (yTBepKAeHWe) HOMEHKNaTypbl Aen cyfa, Onucel fen cyja U Apyrux
AOKYMEHTOB C 3KCNEpPTHO-MPOBEPOYHON KOMMUCCUMEN deaepanbHOro rocy4apCTBEHHOrO apxuBa WMAM
YNOAHOMOYEHHOIO OpraHa WMcNoaHWUTeNbHOW Bnact cybbekta Poccuiickoit ®egepaunmn B obnactu
apxuBHoro pgena (manee - DOIMK apxXMBHOMO YYPEKAEHMUA) OCYLLECTBAAETCA MNPU  HaAU4YUK
COOTBETCTBYIOLLErO A0rOBOPA.

HomeHKnatypa gen cypa, onucm pen cyga wn apyrme AOKYMEHTbl CyA0B, He ABAAIOLWMXCA
NUCTOYHUKaMN KOMMNNEKTOBAHUNA TOCYAapPCTBEHHbIX apPXMBOB, COr/1aCoBbIBAKOTCA 3KCI'IepTHOl‘;1 KOMMCCUEN



COOTBETCTBYIOLLErO CyAa 1 YTBEPXKAatoTcA npeaceaatenem cyaa.

1.7. NopAAoK OpraHU3aLMN KOMMIEKTOBaHMA, XpPaHeHUA, yyeTa U UCMO/b30BaHNA [IOKYMEHTOB
OKPYKHbIX (PNOTCKMX) BOEHHbIX CYA0B, FapPHU30HHbIX BOEHHbIX CY/10B OnpeaenaeTcs B COOTBETCTBUU C
MHCTpYKUMEN NO A[enonpousBOACTBY B BOEHHbIX CyAax, YTBepXAeHHoM npukasom CyaebHoro
AenaptameHTa npu BepxosHom Cyae Poccuiickoit Peaepaumm ot 9 oktabpa 2014 r. N 219.

1.8. MpW HaNMUYUM TEXHNYECKOI BO3MOMKHOCTU GOPMUPYIOTCA 3NEKTPOHHblEe Aena. OpraHm3aumsa
KOMM/IEKTOBAHUA, XpaHeHuAa, yyeTa W MUCMNONb30BAHUA 3NEKTPOHHbIX AeN U OOKYMEHTOB CyAoB
OCYLLECTBNAETCA B COOTBETCTBUM C TPebOBaHUAMM HacToALen NHCTPYKLMK.

1.9. MoctynneHue B peaepanbHble Cyabl 0OLLEN HOPUCONKLUN LOKYMEHTOB B 3/1IEKTPOHHOM BUAE B
cooTBeTCTBUM C TpeboBaHMAMM Mopsaaka nogaum B benepasbHble cyabl 0OLWEeN OPUCANKUMN LOKYMEHTOB
B 3/IEKTPOHHOM BWAE, B TOM 4ucie B GOPME 3NEKTPOHHOTO AOKYMEHTa, YTBEPKAEHHONO MPMKA3om
CynebHoro genaptameHTa npu BepxosHom Cyae Poccuiickon ®eaepaumnm ot 27 aekabpa 2016 r. N 251,
He BaeYeT 06A3aTeNlbHOCTM GOPMUPOBAHMA INEKTPOHHOIO Aena.

1.10. KomnaeKkToBaHMe, XpaHEHME, YYET M UCNONb30BAHME PeLLEeHNI U MaTepmanos, NOCTYNMBLLNX
U3 TPETEeNCKUX CYI0B, OCYLLECTBAAETCA B COOTBETCTBMU C TPpeboBaHUAMM HacToAlen MHCTpyKLmMK.

2. CocraB/ieHUe CBOAHO HOMEHKATYPbI Aen, HapaA[o0s
M NPOU3BOACTB Cyaa

2.1. CBoaHaa HOMeHKnaTypa [en, HapsA4oB M NPOM3BOACTB CyAa (Aanee - HOMeHKnaTypa) -
OpOPM/IEHHbI B  YCTAHOBAEHHOM MOPAZAKE  CUCTEMATM3UPOBAHHbLIA  MepeYyeHb  3aro/IoBKOB
(HaMmeHoBaHWI) cyaebHbIX Aen, HapAa4oB, MPOW3BOACTB, KHUM M KYPHANOB perucrpaumm (ydeta)
AOKYMEHTOB, PEecTpoB, KapTOYEK, 3aBOAMMBIX B CyAebHbIX KoNNerusx, cyaebHbix cocTaBax, CTPYKTYPHbIX
noapasgeneHunx cyaa, imbo no onpeaeneHHbIM HanpasAeHUAM AeATeNbHOCTM cyaa (ecam annapart cyaa
COCTOMT M3 PabOTHUKOB, 3aMeELLAIOWMX OTAE/bHbIE AO0MKHOCTU) C YKa3aHMEM CPOKOB WX XpaHeHwus,
OTpaXkaloLMii COCTaB M OpraHU3auMio 4OKYMEHTabHOro poHAa cyAa.

2.2. HomeHKnaTtypa npegHasHayeHa ANs OpPraHM3aummn yyetTa AOKYMEHTOB B Ae/0MpOM3BOACTBE
cyaa, rpynnmupoBKM UCMNOJIHEHHbIX AOKYMEHTOB B Ae/fa, Hapaabl U NPOU3BOACTBA, UX CUCTEMATU3ALMM,
MHAEKCaLMM U onpenesieHNs CPOKOB XpaHeHMA.

HomeHKnaTypa ABNAETCA OCHOBOW A/ COCTABNEHMA OMUCEN Aen NOCTOAHHOTO UM BPEMEHHOro
(cBblwe 10 neT) cpoKa xpaHeHWs, a TaKKe 414 yyeTa gen spemeHHoro (8o 10 neT) cpoKa XxpaHeHus.

2.3. B cyZe COCTaBAAOTCA HOMEHKANATypbl Aen cyaebHbiXx Konnerni, cynebHbiXx COCTaBOB M
CTPYKTYPHbIX NoapasaeneHuii cyaa (npunoxkerue N 1 K HacToswen MHCTPYKLUMM) M HOMeHKAaTypa cyaa
(npunoxkeHune N 2 K HacToAwwen UHCTpYKUMHK).

2.4. Tlpu cocTaBNeHWM HOMEHKANATypbl CAeayeT PYKOBOACTBOBATbCA  MPOLECCyabHbIM
3aKOHOAATeIbCTBOM, HOPMATMBHbIMM MPABOBLIMM aKTaMW U METOAMYECKMMU OOKYMeHTamu B cdepe
OpraHun3aLmm Les0NpPon3BOACTBA U apPXMBHOIO AeNa, NoJoKeHnem ob annapaTe cyaa, NOJ0XKEHUAMMU O
CTPYKTYPHbIX NOApasAeneHnax Cyaa, WTaTHbIM pacnucaHuem, AeWCTBYIOWMM NepeyHem AOKYMEHTOB,
obpasylolwmxcs B npouecce AeaTenbHOCTU denepanbHbIX CyA0B 0OLLelr HPUCAUKLUUN, C YKa3aHWeM
CPOKOB XpaHeHun (fanee - MepeyeHb JOKYMEHTOB), a TaKKe HOMEHKNATYpamu 3a NpeLecTsylolime
rogbl.

2.5. HomeHknaTtypa gen cynebHbix Konnernn, cyaebHbix COCTaBOB U CTPYKTYPHbIX NOApa3aeneHni
cy4a Ha oyepenHoOM rog cocTaBaseTca paboTHMKOM, OTBETCTBEHHbIM 33 BegeHue 4en0Npou3BOACTBa B
cynebHoit Konnermn, cyaebHoOM cocTaBe MAM CTPYKTYpPHOM MNoApasgeneHun cyaa, nognucbiBaerca
COOTBETCTBYIOWMM Npeacegatenem cyaebHol Konnermu, cyaebHoro coctaBa (HayasNbHUMKOM
CTPYKTYPHOro noAapasgeneHunsa), COrNacoBbiBaeTCA C HavabHUMKOM OTAena Aenonpounssoacrsa (obuiero
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oTaena) n paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa cyaa, W nNpeacTaBAAeTcA B oOTAen
nenonpowussoacTtsa (06wWmit otaen) 4o 1 HoabpA TeKkyllero roaa.

2.6. Ha ocHoBe HOMeHKNaTyp Aen cynebHbix Koanernit, cyaebHbiXx COCTaBOB M CTPYKTYPHbIX
noapasaeneHuin cyaa oTaAenom Aenonpoussoactsa (06LmMm oTaenom) Mam paboTHUKOM, OTBETCTBEHHbIM
3a BeAeHMe Ae/1onpon3BoACTBa (eCamM annaparT cy4a COCTOUT U3 PabOTHMKOB, 3aMeLLAIOLLNX OTAE/bHbIE
OOJ/IKHOCTM), COCTaB/AETCA HOMEHKATypa Ha oYepeaHOoM KaneHaapHbIn roa,.

HomeHKnaTypa cOCTOUT M3 pa3fenoB, HAMMEHOBAHUA KOTOPbIX COOTBETCTBYIHOT HAaUMEHOBAHUAM
noapasgeneHuii cyaa, pacnofioXeHHbIX B COOTBETCTBMM CO CTPYKTYPOW cyaa, imbo us pasfenos cornacHo
HanpaBfeHMAM [eATeNbHOCTM cyaa (ecan annapaT cyda CocTouT M3 pPabOTHUKOB, 3ameLLatoLmx
OTAeNbHble AO0MKHOCTM), PACNONOXNKEHHbIX C YYETOM JENCTBYHOLWEN CXeMbl MOCTpoeHus [lepeyHs
OOKYMEHTOB.

(8 pea. NMpukasa CyaebHoro aenaprameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)

2.7. HomeHKnaTypa BuM3MpyeTcA pPabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuea cyaa,
MOAMMCLIBAETCA Haya/NbHUKOM OTAena JAesnonpoussoactsa (obuwiero oTaena), cornacosbiBaeTca C
3KCMepPTHOM KOMMUCCUEN Cyaa M YTBEPXKAAETCA npeaceaateniem cyaa.

He pe)e ogHoro pasa B NATb /JeT, €cin He OblNo M3SMEHEHUI B CTPYKType cyaa, npu Haauyum
LOroBopa HOMEHK/IATypa coraacosbiBaeTca € cooTsetcTByrowmm IMK apxnBHOro y4ypexgeHua uam
denepanbHOro rocygapcTBeHHOro apxmaa.

2.8. HomeHKnaTypa BBOAMTCA B AeicTBre ¢ 1 AsHBapsA cieaylowero KaneHaapHoro roaa.

2.9. HomeHKnaTypa Ha ouepeaHOW rof, 4OBOANTCA A0 CBEAEHMA cyaei, paboTHUKOB annapara cyaa
C NpPeAoCTaBfeHNeM BbIMMCOK COOTBETCTBYIOLLMX Pa3aenoB A/1A UCMONb30BaHuA B paborte.

YTBEPKAEHHbIA (NepBblil) 3K3eMNAApP HOMEHKAATypbl XPaHWUTCA B OTAene [Ae/onpou3BoACTBa
(obwem otaene).

2.10. YTBEPKAEHHDIV 3K3EeMMNAAP HOMEHKAATYPbl ABAAETCA AOKYMEHTOM NOCTOSHHOMO XpaHeHus.

2.11. EcnM B TeyeHMe rofa BO3HMKAKOT HOBble [OKYMEHTMPOBAHHbIE Y4acTKM paboTbl,
HenpeaycMOTPEHHbIE AeNa, OHU AO0NONHUTE/IbHO BHOCATCA B HOMEHKNATYPY. [lns BHOBb 3aBOANMbIX AeN
B KaXXAOM pasgesnie HOMEHKNATypbl OCTaBAAOTCA pe3epBHble HomMepa AN60 NPUMEHSAIOTCA NUTEPHbIE
Homepa. CocTaBneHNA HOBOM HOMEHKNATYPbI He TpebyeTcA.

2.12. B cnyyae ynpasaHeHuna (peopraHnsaumm) CTPYKTYpHOro nogpasaeneHns cyaa uam cosgaHmsa
HOBOrO CTPYKTYPHOro nogpasfesieHnsa cyaa HOMeHKNaTypa COCTaBAAeTCA 3aHOBO, COrNacoBbIBaeTCA C
3KCMepTHOM Komuccuein cyaa, MK apxMBHOroO yyperkpeHus uau depepanbHOro rocyfapcTBEHHOO
apxvBa (Npu HaaMuMKM OrOBOpPa) U YyTBEPXKAAETCA NpeaceaaTesiemM cyaa.

HomeHKnaTypa fen BHOBb CO34aHHOMO CTPYKTYPHOrO NoApasgeneHus cyaa paspabaTtbiBaerca u
npeacrasnsetca pPaboTHMKOM, OTBETCTBEHHbIM 33 BeAeHWE nOeN0NPOoM3BOACTBA B  CTPYKTYPHOM
noapasfeneHnn, B oTaen AenonpovsBoacTsa (obwmii otaen) uam paboTHWMKY, OTBETCTBEHHOMY 3a
BEeAEHMEe [eNonpou3BOACTBA CyAa (ecnn annapaT cyfZa COCTOMT M3 PaboTHMKOB, 3aMeLLaloLLmX
oTAeNbHble A0XKHOCTM), B MECAYHDBIN CPOK.

2.13. I'padbl HOMEHKNATYypPbl 3aMOAHAIOTCA CAeAyHOWMM 06pasom.

2.13.1. B rpade 1 (MHAEKC Aena) HOMEHKNATYypbl NPOCTABAAOTCA MHAEKCbl KaxKaoro Aena,
BK/IIOYEHHOTO B HOMEHKNaTypy. MHAEKC Aena cocTouT M3 YCTAHOBNEHHOro B cyZe LMPPOBOro wmam
b6yKkBeHHOro 0b03HauyeHus cynebHoi Konnernu, cyaebHOro cocrtaBa, CTPYKTYPHOrO MnoApasaeseHus,
Hanpas/ieHUs AeATeIbHOCTM cyaa (ecniv annapaT cyZa COCTOUT U3 paboTHMKOB, 3aMeLLAoLLNX OTAE/IbHbIE
AOJIXKHOCTM) M MOPSAZLKOBOro HOMEpPA 3aro/10BKa AeJa No HOMeHKNaType B Npeaenax cyaebHol konneruy,
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cynebHoro coctaBa, CTPYKTYPHOrO NoApasae/ieHns navM HanpasieHus AeaTeslbHOCTM cyda (ecam annapar
CyAa cocTouT M3 paboTHWKOB, 3aMeLlaloWwmnx OTAe/bHble AO0KHOCTM). MHAeKchl aen obo3HayakoTcs
apabckmmn umdppamun. Hanpumep: 02-03, rae 02 - UHAEKC CTPYKTypHOro noapasgenerHus, 03 -
NopsAAKOBbIA HOMepP 3aro/I0BKa Aesia N0 HOMeHKAaType.

2.13.2. B rpady 2 HOMEHKNATypbl BKAIOYAIOTCA 3aroNoBKU Aen (TOMOB), KOTOpble OTpakaloT
OCHOBHOE COoAepKaHue U COCTaB AOKYMEHTOB Aena.

MopsAAOK pPacno/ioXKeHMs 3aro/fioBKOB AeN BHYTPM pas3fesioB M MnoAapasfefioB HOMEHKNATYpbl
onpeaensaeTca CTeneHblo BaXKHOCTU AOKYMEHTOB, COCTABAAOWMX AeNa, U UX B3aMMOCBA3bIO.

BHauane pacnonaratdTCA 3aro/10BKU Aen, cogepxaume opraHM3auMoHHO-pacnopAauTenbHYHO
AOKYMeEHTaUuto. Hanee pacnonarakoTCA 3aros1oBKU gen, cogepKallme na1aHoBble U OTYETHbIE AOKYMEHTDI.

3aro/I0BOK Zie/1a Al0/IXKeH YeTKO 1 B 0606L1eHHON dopme OTpaXKaTb OCHOBHOE COAEPKaHNE U COCTaB
AOKYMEeHTOB Aena.

He ponyckaetca WCMo/b30BaHME HaMMEHOBAHMI 3aro/I0OBKOB [e/, KOTOpble He OTpakatloT
CoAep}KaHMe M COCTaB AOKYMEHTOB Aen (Hanpumep: pasHble maTepuanbl, obLiaa nepenucka u Tomy
NoAo6HOE), a TaK¥Ke BBOAHbIX C/I0B U C/IOXKHbIX CUHTAKCUMUYECKMX 060POTOB.

B 3aronoBKax gen, coAepskallMx AOKYMeHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnenoBaTe/IbHOCTbIO AeI0NPOU3BOACTBA, B Ka4ecTse BMaa Aea ynoTpebnserca TepMuH "A0KyMmeHTbI",
a B KOHLLe 3aro/1oBKa B CKOBKax yKa3blBaloTCA OCHOBHbIE Pa3HOBUAHOCTM AOKYMEHTOB, KOTOPbIE A0KHbI
6bITb B Aene.

TepMuH "AOKYMEHTbI" NPMMEHSAETCA TaK¥Ke B 3aro/IoBKax Ae/l, COAEPKaLLMX AOKYMEHTbI (CNPaBKu,
OTYETbl, MEePENUCKY U Npoyee), ABNAIOLLMNECA NPUIOKEHUAMN K KAKOMY-TMOO [OKYMEHTY.

Ecnm oeno coctouT U3 HECKO/IbKMX TOMOB, TO COCTaBAAETCA 0BLIMIA 3aro/I0BOK fena, a 3aTemM npu
HeobX0AMMOCTM COCTaB/IAIOTCA 3aro/IOBKM KaXKA0ro TOMa, yTOUYHALLIME COAepKaHNe 3aro/loBKa aena.

3aronoBKM Aen No BOMPOCaM, He paspeleHHbIM B TeYeHMe OAHOro roga, ABAAOTCA
"nepexodAwmMMmM" M BHOCATCA B HOMEHKAATypy CyAa CAeAylollero roga C TEeM Ke WMHAEKCOM C
NnpocTaBAeHNeM COOTBETCTBYHOLLEN OTMETKM B rpade "MpumeyaHune".

Mpn BKAHOYEHUW 3ar0/IOBKOB 3/IEKTPOHHBIX A€/ B HOMEHKNATYPY UHAEKCHI 3/IEKTPOHHOTO Aena u
3aro/I0BKM 3/IEKTPOHHbIX AN COCTaBAATCA NO TEM Ke MPaBUIAM, YTO U UHAEKCbI U 3aroIoBKU Aen C
AOKYMeHTaMM Ha BymaykHoOm HocuTene.

2.13.3. B rpade 3 HOMEHKNATypbl MO OKOHYaHMU KaseHOAPHOro rofa YKasblBAaeTcs KOAMYECTBO
3aBeAeHHbIX aen (Tomos).

2.13.4. B rpade 4 HOMEHKAATypbl YKa3blBAlOTCA CPOK XpPaHEeHWA nesn, Homepa cTaTel,
YCTAHOB/IEHHbIX [lepeyHem AOKYMEHTOB.

COKpalJ.I,EHVIFl CPOKOB XpaHeHWMA, YCTAaHOBNEHHbIX AEVICTBWOU.I,MM NepeyHem [OOKYMeHTOB, He
AonycKaeTcA.

2.13.5. B rpade 5 B TeyeHMe BCEro CPOKa AENCTBMA HOMEHKAATypbl NPOCTaBAAKOTCA OTMETKU O
BEAEHMUN e/l B SNEKTPOHHOM BUAE, O NEPEXOAALIMX AeaX, O BblAeNEeHUU AeN K YHUUTOXKEHUIO U Apyroe.

2.13.6. 3anosiHeHWe rpad HOMEHKNATYPbI NO cyAebHbIM Aenam, aneNNsLMOHHbIM U KacCaLMOHHbIM
NPOX3BOACTBAM OCYLLECTBAAETCS MO O6OLMM NpaBuUaam.

Fpad)a 2 3aN0/HAETCA B COOTBETCTBUM C HAMMEHOBAHMAMM BNAOB AOKYMEHTOB, NpeayCMOTPEHHbIX
MepeyHem AOKYMEHTOB, 6e3 BKOYEHUA B HOMEHKNATYypy HOMEPOB KOHKPETHbIX Cyﬂ,e6HbIX aen.



2.14. Mo OKOHYaHUM KaneHgapHoro roga (ao 1 despana cnegyrowero roga) cyaedbHbiMu
Konnermamu, cyaebHbiIMM cocTaBaMM WM CTPYKTYPHbIMM  MNoApasfeneHnsmn cyga B oTAen
AenonpounssocTtsa (06K OTAEN) NPeacTaBAAKTCA CBEAEHUA O KaTeropmax U KOAMYecTBe 3aBeAeHHbIX
B MCTEKLIEM Fro4y AeN AN BHECEHUA B HOMEHKAATYpY.

Ha ocHoBe 3TMX AaHHbIX OTAEN0M AeN0oNpPomn3BoacTBa (06LWMM OTAENOM) B KOHLE HOMEHKANATYPbI
COCTaBASIeTCA MTOroBas 3anMMcb O KOJIMYECTBE 3aBedeHHbIX Aen (TOMOB) OTAEe/IbHO MOCTOAHHOro U
BpeMeHHOro xpaHeHua (npunoxeHne N 2 K Hactosawer WHcTpykuuu). CBeaeHun, coaepxalimecs B
MTOrOBOM 3anNMcKM HOMEHKNATYpPbl, NepeaatoTcs paboTHUKY, OTBETCTBEHHOMY 3a paboTy apxuBa.

3. CoctaBneHue onuceit gen (onucei aNeKTPOHHbIX Aen) cyaebHbix
Konnerui, cyaebHbIX cOCTaBOB, CTPYKTYPHbIX NoApasaeneHui cypa
M CBOAHDIX ONuUcei gen cyaa

3.1. Onucb aen (oNUCb 3N1EKTPOHHbLIX Aen) - 3TO apXMBHbIA CNPaBOYHMK, NPEACTABAAIOWMIA COOOIM
CUCTEMATU3NPOBAHHbIN MepeyeHb 3aro/I0BKOB Aen U npefHasHayeHHbld ANA PacKpbITUA cocTaBa M
cogeprKaHua aen, 3akpenneHna ux cuctemaTmsaummn BHyTpU AOKYMeHTanbHoro poHaa 1 ux yyeTta.

Onucb gen (onncb 3NEKTPOHHbIX Ae/) COCTaBAAETCA Ha OCHOBE HOMEHK/ATYpbl.
O6BbEKTOM ONMUCAHUA B ONUCK AN (ONUCK SNEKTPOHHbIX Ae) ABNAETCA A0 (3NEeKTPOHHOEe Aeno).

3.2. Onucu pen (cBoAHble ONUCK Aen, ONUCU Aen cyaebHbIXx Konnerui, cyaebHbiXx COCTaBoOB,
CTPYKTYPHbIX NOApasaeieHnit) cocTaBAAOTCA OTAENbHO Ha:

cyp,e6Hb|e Aena NoCToOAHHOIo XpaHeHuA (OI'IMCM Aen CoOCTaBNAKTCA NO Kateropunam gen - onncum
YronoBHbIX Aen NOCTOAHHOINoO XpaHeHUA, ONUCKU TpaxXAaHCKUX Aen NOCTOAHHOIo XpaHeHuA, onucu
AAMUHUCTPATUBHDLIX AeN1 NTOCTOAHHOIo XpaHEHMH),'

Aena obluero 4enonpon3BoACTBa NOCTOAHHOIO XPaHEHMS;

cynebHble aena spemeHHoro (csbiwe 10 neT) cpoKa xpaHeHwWs (onuMcuM Aen CoCTaBAAKTCA MO
KaTeropusm Aen - OMUCK YroJIOBHbIX AN BpemeHHoro (cbiwe 10 NeT) cpoKa XpaHeHWus, Oonucu
rpaskaaHCcKMX aen sBpemeHHoro (cebitie 10 neT) cpoka XpaHeHUs, ONUCUM aAMWHUCTPATUBHbIX Aen
BpemeHHoro (cebilwe 10 neT) cpoka XxpaHeHus);

Aena obluero g4enonporsBoacTBa BpemeHHoro (cBbiwe 10 neT) cpoka XpaHeHus;
Aena no MMYHOMY COCTaBy.
AHanornyHble oNMUCKU COCTABNAIOTCA Ha SNIEKTPOHHbIE Aena.

3.3. Ha pena BpemeHHoro (8o 10 neT) cpoKa XpaHeHUs OMucK AeN BeAyTCA B 3/1EKTPOHHOM BuAae
paboTHMKOM, OTBETCTBEHHbIM 33 BEAEHNE AEN10NPON3BOACTBA B CyAebHOM Konnernn, cyaebHom cocTase,
CTPYKTYPHOM noapasaeneHuu.

MpY YHUUTONKEHUU TaKKX Aen B rpade "MprumeyaHue" NpocTaBAseTcA COOTBETCTBYIOWAA OTMETKA
CO CCbI/IKOM Ha aKT 06 YHMUTOXKEHUU gena.

3.4. Onucn pgen cygebHbIXx Konnerni, cyaebHblX COCTaBOB, CTPYKTYPHbIX MoApasgeneHni
COCTaBAAOTCA MO YycTaHoBAeHHOW dopme (npunoxkeHne N 3 K HacToAwel WMHCTpyKuun) B ABYX
3K3EeMNIAPAX U NPeACTaBAAOTCA B aPXUB CYAa He NO34Hee Yem Yepes WeCTb MecsaLEeB Noc/1e 3aBepLleHus
[en B AeNonpon3BOACTBE.

Mo onucam pen cynebHbIx Kosnerui, cyfebHbiX COCTaBOB, CTPYKTYPHbIX MoApasgeneHui
OCYLLEeCTBNISIETCA Nepeaaya Aesl NOCTOSHHOIO U BpeMeHHOro (cBbilwe 10 neT) CPOKOB XpaHeHUs B apxvB



cyaa.

3.5. Mpu cocrtaBaeHUn onucu aen cyaebHbiXx Koanerni, cyaebHbiX COCTaBOB, CTPYKTYPHbIX
noapasaeneHunii cyaa cobnaogaroTcs cneayoume TpeboBaHus:

3aroz10BKM Aen BHOCATCA B COOTBETCTBUM C I'IpVIHFITOVI CXemoi cncremaTtmsaumm Ha OCHOBe
HOMEHKNATypbl,;

ecnanm aeno CoCtounT U3 HeEeCKOJZIbKUX TOMOB Un ‘-IaCTel\;1, TO Ka)K,D,blﬁ TOM WUJIK 4aCTb BHOCATCA NoL,
OTAENbHbBIM MNOPAAKOBbIM HOMEPOM,

rpadbl 3aNONHAIOTCA B TOYHOM COOTBETCTBUM CO CBEAEHUAMM, KOTOPbIE BbIHECEHbI Ha 0BN0MKY
aena;

rpada "MpumeyaHue" mncnonb3yeTcs ANA OTMETOK O npueme (nepepaye) Aen, ocobeHHOCTAX
$dU3MYECKOro COCTOAHMSA, O HAIMYUN KON N Apyroe.

B KOHUe onucK aen cyaebHbIX Koanernn, cyaebHbix COCTaBOB, CTPYKTYPHbIX NoapasaeneHunin cyga
BC/ieg, 32 NocaefHel onucaTe/ibHOM CTaTbel COCTaBAAETCA UTOroBas 3anucb, B KOTOPOW YKasblBaOTCA
(uMdpamm M NPOMNUCHIO) KONMYECTBO Ae/, NEPBLIA M NOCAeAHMI HOMEePa AeN MO ONUCK AeN, a TaKkKe
OroBapmBaloTCcA 0CO6EHHOCTN HYMepaLuKn Aen (Haamume ANTEePHbIX U NPOMYLLEHHbIX HOMEPOB).

B KOHLE OMMCU 3/1EeKTPOHHBLIX Aen CcyAebHbIX KoAnerui, cyfebHbiX COCTaBOB, CTPYKTYPHbIX
noapasgeneHunin cyaa (npunoxkerve N 4 K Hactoawen MHCTPYKLMKM) COCTaBAAETCA UTOroBas 3anuch, B
KOTOPOI YKa3blBaeTCA KOMYECTBO e4MHUL, XpaHeHUA (Lndpamm U Nponucblo), 06bem eamHUL, XpaHEHUA
3N1EKTPOHHbIX AOKYMeHTOB B M6, obliee KONMYECTBO eAnHUL, XpaHeHNA (OCHOBHbIX/pabounx) n nHble
KOJIMYECTBEHHbIE XapPaKTEPUCTUKU 3SNIEKTPOHHbIX [OKYMEHTOB. WToroBas 3anucb NoOANUCbIBaETCA
pyKoBoAMUTENEM MNOCPEACTBOM 3/IEKTPOHHOM NMOAMMUCH C YKazaHUEM AaTbl.

3.6. Mepen, BHECEHWEM 3ar0J/IOBKOB A€ B ONUCK Aen cyaebHbIX Konnerni, cyaebHbix cOCTaBoB,
CTPYKTYPHOTO noapasgeneHuns cyaa paboTHMKamM, OTBETCTBEHHbIMM 3a BeAeHue Aenonpov3BOACTBa,
NpoBepAOTCA KauecTBo GOPMUPOBAHUNA U OPOPMAEHUA e/, COOTBETCTBUE KOMYECTBA AeN, BHOCUMbIX B
OMNUCb, KOIMYECTBY 3aBeleHHbIX AeN N0 HOMEHKAaType.

Mpy NpocmoTpe Aen NPOBEpPAIOTCA: COOTBETCTBME 3aro/IoBKa [efla COAEPMKaHUIO AOKYMEHTOB B
Aene; NpaBuAbHOCTb OGOPMAEHMA W TPYNMMPOBKM AOKYMEHTOB, BK/OYEHHbIX B [E/10; KayecTBo
NOAWMBKM MAW nNepenieta Aena; NpPaBuAbHOCTb HYMeEpauuu NUCTOB Aena; Hanuune B Aene npu
HeobXoAMMOCTN BHYTPEHHEW ONMMCK Aefla U NPaBUAbHOCTb ee COCTaB/eHna (4NA Aen C NOCTOAHHbLIM,
BPEMEHHbIM (CBbiwe 10 f1IeT) CPOKaMM XpPaHEHMSA U AN NO IMYHOMY COCTaBy); NPaBUAbHOCTb 0GOPMAEHUSA
06/10KKM fleNa; HafMume 1 NPaBUAbHOCTb IMCTa-3aBepuTens.

Mpy 06HapyKEHUN HAPYLLEHMA YCTAHOBEHHbIX NPaBua GopMUpPoBaHMA U 0GOPMIEHUA AeN OHU
[OONIXKHbI BbITb YyCTpaHeHbl paboTHMKamMK, OTBETCTBEHHbIMM 3a BeZieHWe Ae10Mpon3BOACTBa.

3.7. B cnyyae obHapyKeHMA OTCYTCTBMA AEA, YMCAAWMXCA MO HOMEHKAaType, paboTHMKamu,
OTBETCTBEHHbIMW 33 BeAEHWEe [eNonpoM3BOACTBA B cyaebHoW Konnermu, cyaebHom cocTtase Mau
CTPYKTYPHOM NoApasaeneHum cyaa, NPMHUMAOTCA Mepbl NO PO3bicKy. OBHApYKEeHHbIe Ae/1a BKAOYAKOTCS
B onucb gen. Eciv npuHATbie mepbl He Aann pesyabTaToB, TO HA HEOOHAPYKEHHbIe Aena COCTaBAAEeTCA
aKT 06 yTpaTe AoKyMeHTOB (NpuaoxkeHne N 22 K HacTosLel MHCTPYKUMK), KOTOPbIM NepegaeTca BmecTe
C onucblo gen cynebHom Konnermm, cyaebHoro cocrtasa, CTPYKTYPHOIo NoApasaeeHns B apxms cyaa.

3.8. B apxuBe cyda COCTaBAAIOTCA CBOAHbIE ONUCK Aen cyaa (aanee - onuch gen, onucu aen),
KOTOpble COCTOAT W3 TrOAO0BbIX [Pa3feNoB, COCTaBASEMbIX Ha OCHOBE MepeAaHHbIX CcyaebHbImu
Konnernsmu, cyaebHbiMM CoCTaBaMK, CTPYKTYpPHbIMM nNogpasgeneHuamMM cyaa onuceld gen 3a
onpeaeneHHble rodbl, M CUCTEMATM3MPOBAHHbLIX B Npedenax KaKAoro roga B COOTBETCTBUWU C
YTBEPXKAEHHOW CTPYKTYPOW cyAa Ha 3ToT rog,



Karkaaa onuck gen segerca ¢ e4MHON, BaNOBOW Hymepauunen B TeYeHMe HeCKONbKKUX fieT. Homepa
no NopsaAKy B ro40BOM pasaene onucK Aen A0KHbI NPoAoKaTb HYMepaL Mo ro40BOro pasaesa onnucu
npeAaLwecTByoLLEero roaa. 3akoHYeHHan onNucb Aen A0/KHA BKAoYaTb He 6onee 9999 eanHML, XpaHEHUA.

3.9. B cnyyae ob6HapyXKeHMa HOBbIX Aes, He BHECeHHbIX B OMnucKM gen cyaebHon Konnerum,
cyaebHoro cocraBa MM CTPYKTYPHOro noapasaesieHns cyaa WaM onucu Aen, Takue Aena BHOCATCA B
YKa3aHHble On1cKu Noa AMTEPHLIMU HOMEPaMM.

BHeceHWe nsmeHeHWI B rogoBble pa3ae bl OnucKu Aen nocse ux yTeepraeHus (cornacosaHmsa) IMK
APXMBHOrO yuypeXaeHWA WAW TOCYAapCTBEHHOrO apxvBa [AOMNYCKaeTcA TO/bKO Ha OCHOBaHWUMU
COOTBETCTBYIOLLMX PELWEHUA IKCNepTHOM Komuccum cyga w IMK  apxMBHOro  yuperkaeHus
(rocypapcTBeHHOro apxmBa).

3.10. OnucK gen coctaBaatoTca No yctaHoBAeHHon dopme (NnpunoxkeHmna N5, 6, 7, 8, 9 K HacTonALweln
MHCTPYKLMN) U COCTOAT U3 ONUCATE/bHbIX CTaTell, UTOrOBOI 3anucu, NNCTa-3aBepPUTEeNs U CNPaBOYHOIo
annapaTa K onucu.

3.11. OnucaTtenbHana cTaTbsl ONUCK AN BKAOYAET: NOPSAAKOBbLIA HOMep Aena (KaxAablih Tom aena
BHOCUTCA B OMMWCb NMOJ CaMOCTOATE/IbHbIM NMOPAAKOBBIM HOMEPOM); MHAEKC Aena (Mo HoOMeHKnatype);
3aro/IoBOK fAena (3ano/iHAeTCA Ha OCHOBAHWW 3anucu, cAenaHHOW Ha 06/10XKe Aena), BKAYaoLLUA
yKa3aHWe Ha Ha/iMume KOMWiA; KpaliHue AaTbl Aena; CPOK XpaHeHusa (ana Aen BPeMEHHOro XpaHeHus);
KOJIMYECTBO INCTOB B AEefe.

3.12. CocTas CNMpaBO4YHOIo annaparta K onnucun aen 3aBUCUT OT CPOKa XPaHEHUA BKNIKOYEHHbLIX B HEE
AOKYMEHTOB U UX BUAOB.

K onucam Aen nocTosHHOro XpaHeHWA M Mo JMYHOMY COCTaBy COCTaBAAKOTCA TUTY/IbHbIN NCT,
orfaB/ieHune, NpeancaoBune, Npu HeobXoAMMOCTM - CMUCOK COKPaLLEHMI, YKa3aTenun.

Ha TUTYNIbHOM 1IMCTE OMUCK AeN YKa3bIBaAKOTCA: NOJIHOE HaMMEHOBAHWE roCyAapCTBEHHOIO apxXunBsa
(NpY HaNMUYMKM COOTBETCTBYIOLLENO [0roBOpPa), NOHOE HaMMEHOBAHME Cy1a, COOTBETCTBYIOLLEE HAa3BaHMIO
ee apxuBHOro GoHAa, HOMep apxmMBHOro GOHAA, HOMEP U Ha3BaHME OMUCK, KPaiHWE AaTbl JOKYMEHTOB,
BHECEHHbIX B OMUCH.

B npeaucnioBMM K OMWCM KPaTKO M3iaraloTcA MNepeMMeHOoBaHMsA cyAa B  WMCTOPMYECKOM
(xpoHoNOrMyeckon) nocnegoBaTeNlbHOCTM 33 MEPUOA, COOTBETCTBYIOLWMI KpalHUMM AaTam eamHuLL
XpaHeHWs, BKAOYEHHbIX B ONUCb. MpeauncioBre NOANNCbIBAETCA COCTAaBUTENEM C YKa3aHNEM LOMKHOCTU
W AaTbl COCTaB/IEHMA.

K onucu pen BpemeHHoro (cebiwe 10 neT) xpaHeHMA nNpu Heo6XOAMMOCTM TaKKe MOoryT
COCTaBNATLCA OTNABNEHMUE, CMIUCOK COKPALLEHUIA.

3.13. TopoBOWM pasfaen Kaxaom Onucu Aen 3aKaHYMBaeTCA WTOrOBOM 3anMcblo, B KOTOPOI
yKasbiBatoTca (LnMbpamu 1 NPonmcbio) KOAMYECTBO AeN, YUCAALLMXCA MO ONUCK, NepBbii U NOoCAeAHUIA
HOMepa Zen Mo OMNuCK, a TaKKe OroBapuBaloTCA OCOBEHHOCTM Hymepauuu Aen B ONUCU (NUTepHble
HOMepa, Hann4yMe NPonyLeHHbIX HOMEPOB, BblObIBLUME €ANHULLBI XPAaHEHWUS U OCHOBaHMWE BblObITMA U

ap.).

Ecnv onuch Aen coCcToUT U3 HECKOIbKUX rOA40BbIX Pa3aenos, TOMOB, MTOrOBas 3anucb COCTaBAAETCA
K KaXKZ0oMy rogoBomy pasgeny, TOMy; KPOME TOT0, K Kax40My nocieaytolemy rogoBomMy pasgeny, Tomy
B HapacTatlolem NopaaKe COCTaBAAETCA CBOAHAA UTOrOBas 3amnuch.

3.14. K 3aKOHYeHHOM onucu Aen CoCtaB/AeTCA 3aBepMTeﬂbeIVI JINCT, B KOTOPOM YKa3bliBalOTCA
KO/In4ecTBoO INCTOB ONUCH, o6u.|,ee YNUCNO Aen, BHECEHHbIX B OMUCb, @ TaKXe rogbl Ha4yazsa U OKOHYaAHUA
onucwu.



3.15. Onucb gen nognucbiaetcs paboTHMKOM, OTBETCTBEHHbIM 33 paboTy apxuBa cyaa. UTorosas
3anucb 3aBepsAeTcs Hadya/lbHMKOM OTAena Aenonpovs3BoacTsa (obuiero otaena), COriacoBblBaeTcA C
3KCMepPTHOM KoMMUCCUEN cyAa M yTBepPKAaeTca npeaceaatesiem cyaa.

3.16. MNocne BHeceHMA Aena B OMNUCb AeN Ha ero 06/0XKe pAAOM C MOMETKOM '"MOCTOAHHO"
NPOCTaBAAOTCA HOMEP OMNMUCK M HOMEP Ae/ia MO ONUCHU.

3.17. B onucu gen Aena yvyuTbiBalOTCA B COOTBETCTBMU C CUCTEMATM3aLMEN 33 MOPSAKOBbIMU
YYETHbIMWU HOMEPAMMU.

MepBoMy rogoBoMy pasgeny onucu gen ¢GoHga NpPUcBamBaeTca Homep Mo AUCTy GoHAa, BCe
nocaeaytolimMe rogosble pasaesibl YACAATCA 33 AaHHbIM HOMEPOM [0 3aBepLUEHUsA ONucKy gen.

He ponyckaeTtca npucBoeHUe ONUCAM Aen OAMHAKOBbIX YYeTHbIX HOMEPOB B npeaenax OAHOro
doHaa.

3.18. Mocne KaxKaoro NoCTynAeHUn Uam BblbbITUA LOKYMEHTOB (YTpaTa, 06HapYKeHNE HEeYUYTEHHbIX
[OKYMEHTOB) COCTaBNS€TCA HOBAs MTOroBas 3anmMcb K OMUCKU JAeJ, KoTopas MoAMWCbIBAaeTcA ee
COCTaBUTENIEM C YKa3aHNeM JO0MKHOCTU U AaTbl COCTaBAEHUA.

fopoBble pasgesnibl, €C/IM OHU He ABNAIOTCA 3aKOHYEHHOW ONUCblo, He noawnBaroTCcA U He
nepenneTarTCA; OHU XPaHATCA B apXMBe B NankKax.

3.19. 3aKoHYeHHaa onucb Aen BMecTe C TUTY/bHbIM JIMCTOM M CMPaBOYHbIM annapaTtom K Hew
3aKNto4aeTca B TBepAyto 0610 KKy, HYMEpyeTCA U NOALIMBAETCA UM NepensieTaeTcs.

Kaxaaa 3aKOHYeHHadA onuchb Aes, TOM ONncKU Aen AOIKHbI UMETb JINCT-3aBepuTens.

3.20. Mpu HanuMuum B apxuBe cyda ABYX WU Donee onucel Oen BedeTca peecTp onuvcen gen
(npunoskeHme N 10 K HacToAwWwen MHCTpyKUMK).

Onuncun gen BHOCATCA B peecTp onucemn aens XpOHOJ'IOI'VIHECKOVI nocnenoBaTeNbHOCTU NOCTYNNEHUA
noA COOTBETCTBYHOWMMU NOPAAKOBbIMU HOMEPaMMW.

B peecTpe onucei aen GUKCMPYHOTCA OCHOBHbIE AaHHbIE MO COCTaBY KaKA0W NOCTYNMUBLLEN B apX1B
cyaa onucy gen: Homep GoHAA, HOMEP OMUCKU, KOJIMYECTBO eAMHUL, XPaHEHUA B OMUCK, KOMYECTBO
JINCTOB B OMWUCK N €€ 3K3eMMNIAPOB.

3.21. ®opmMpoBaHWE 3INEKTPOHHOM OMUCK Len OCYLLEeCTBAAETCA Ha OCHOBE 3/1EeKTPOHHOM
HOMEHKNATypbl B aBTOMaTU3UPOBAHHOM pexume. Mpu atom "dunbtpom" gns otbopa nHbopmaumm
ABNAIOTCA CPOKM XPaHEHUs OOKYMEHTOB (MOCTOAHHOro, BpemMeHHoro (cebilwe 10 NneT) xpaHeHus, no
JIMYHOMY COCTaBy).

B 3}'IEKTpOHHOl7I Oonnucn aen coaepratca pekBu3nTbl ONMUCaHUA MH¢OpMaLI,MM Ha YypOBHE Aena.
O6s3atenbHbIMU PEKBU3UTAMU OMUCAHNA ABNAIOTCA: I'IOpﬂp,KOBbIVI HOMep 3anncu (Homep p,ena), MHOEKC
Aena, 3arosioBoK Aena, ykKa3aHnme Ha NoA/IMHHOCTbL (KOI'IMVIHOCTb), KpaﬁHme AaTbl OOKYMEHTOB,
KO/IN4eCTBO ZINCTOB B Aene, aHHOTaunA AOKYMEHTOB.

COBOKYMHOCTb 3/1eKTPOHHbBIX onuncen aen gaet MHbopmaumio o GoHAE B LEeIOM.
MoANMHHUK ONUCK 3IEKTPOHHBIX Aen odopMaseTcs Ha ByMarkHOM HocuTesne.

3.22. Onucu pgen (rofoBble pasgesnbl ONUCEN) MOCTOAHHOrO XpPaHeHWA paccMmaTpUBaloTCA
3KCMEePTHOM KoMWCCUEN cyaa, MPU MX COrIacoBaHUKM B KOHUe pasaena crasutca rpud "CornacosaHo" ¢
yKa3aHMeM Homepa NPOTOKO/1a 3KCMepPTHOM KOMUCCMM CyAa M AaTbl 3aceaHus.

3.23. CornacoBaHHble 3KCMEPTHOM KOMUCCUEN cyaa onucu Aen (rogosble pasgenbl onucei) npu



Ha/MuMM COOTBETCTBYIOLLEro AOroBopa MNPeACTaBAAOTCA Ha paccMoTpeHue cooTseTcTeytowei MK
apPXMBHOTO yYpeXKaeHUA:

MOCTOAHHOIO CPOKa XPaHEHMA - Ha YTBEPKAEHME;
Mo IMYHOMY COCTaBy - Ha COrnacoBaHue.

Onucn pgen (roposble pasfensi ONWcei) HanNpaBAAOTCA Ha paccmoTpeHue DMK apxvBHOro
YUPEKAEHUSA B TPEX IK3EMNIAPAX HA BYMarKHOM HOCUTENE, a TaKKe B 3/1IeKTPOHHOM BUE Yepes TpU roga
nocse nepeaayv Aen B apxus cyaa.

3.24. Nepea HanpaBAeHUEM ONKUCEN AeN Ha yTBepKaeHue (cornacoBaHue) nposepaeTca Haauyume
nen (HapAaoB), BKAOUYEHHbIX B 3T OMMUCMH.

3.25. Onucu (roposble pasgenbl onucei) pen BpemeHHoro (cBbiwe 10 feT) XpaHeHus
COrNIacoBbIBAKOTCA C IKCNEPTHON KOMMUCCHEN CyAa, NOCE YEro YTBEPKAAOTCA NpeaceaaTenem cyaa.

3.26. Onucu aen (rogosble pasaenbl oNUcen Aen) CoCcTaBAATCA:

NOCTOAHHOTO XPaHEHUA - HE MEHee YeM B YETbIPex 3K3eMnaspax: TpM Ha BymaxkHOM HocuTene u
O4MH B 3/1EKTPOHHOM BUAE (B KayecTBe paboyero aksemnnaapa);

BpemeHHoro (cBbiwe 10 neT) xpaHeHUs - He MeHee YeMm B [IBYX 3K3eMNAnapax;

[JOKYMEHTOB MO JINYHOMY COCTaBY - HE MEHEee Yem B YeTblpex 3K3eMnaapax: TPU Ha BymarkHoOm
HOoCUTENE, OAMH B 3/1EKTPOHHOM BUAE (B KauecTse paboyero aksemnnsapa).

3.27. Nocne yTBepaeHusa (cornacoBaHus) onuceir aen (onuceit 3NEKTPOHHbIX Aen), roaosbix
pa3aenos onucei aen (roaoBbiX pPasaesioB OnNncen 3NeKTPOoHHbIX Aen) MK apXUBHOIO yupeRaAeHNA OHU
yTBEpXAaloTca npeaceaarenem cyaa.

3.28. B rocyaapcTBeHHbI apxmB nepeaatoTca TPU 3K3emnaspa onmncu Aen nocToaHHOIo XpaHeHus,
OOMH 3K3eMMNAAp ONWCK AeN Mo NMYHOMY COCTaBy, YTBEPMKAEHHbIX (cornacosaHHbIx) JMK apxmeHoro
YUPEXAEHUA, a TaKXKe MO OAHOMY 3K3EeMMAAPY KasKAoM OnucKM B 31EKTPOHHON dopme (B KadvecTse
pabouero sksemnnspa).

O,CI,VIH 3K3emMnaap onncun gen NOCTOAHHOINO XpaHeHUA U ABa 3K3emnadapa onncu gen no 1MYHOMy
COCTaBY OCTalOTCA B Cy4e U XPaHATCA B cCneunasibHOM HapAage.

Ha aKk3emnaiapax onucu Aes, KoTopble XPaHATCA B apxvBe CyAa, rocyfapCTBEHHbIN apXuB CTaBUT
LWITaMN O NPUHATMM AOKYMEHTOB Ha y4eT.

3.29. MNpu nepsoit Nepegaye LOKYMEHTOB B rOCYyAapCTBEHHbIM apXxMB NepenaeTca UCTopuyeckas
cnpaBka K poHay. Mpu nocneayowmx nepeaadyax 4OKYMEHTOB NepeaaeTcsa OMNOAHEHME K UCTOPUYECKON
crnpaske.

McTopuueckana cnpaBka K ¢OHAY COCTOMT M3 Tpex pasaenos: uctopua ¢oHaoobpasosaTens,
oTpakatoLLas UCTOPMIO CyAa CO CCbIIKAMM Ha COOTBETCTBYIOLLME 3aKOHOAATE/IbHbIE M HOPMATUBHbIE aKTbI
(maTbl 0bpasoBaHWA, MepeMMeHOBaHUA, PeopraHW3aLMu, JUKBUOALMMK, CTPYKTYPY U OYHKLUUK, KX
N3MeHEeHWs, NpeXKHMe HaMMeHOoBaHUs), ucTopus GoHaa (06bem, KpaHKe AaTbl LOKYMEHTOB, CTENEHb UX
COXPAHHOCTK, AaTbl Nepesayn AOKYMEHTOB Ha MOCTOAHHOE XPAaHEHWE) U XapaKTepUCTMKa AOKYMEHTOB
¢doHAa (pasHOBMOHOCTM [OKYMEHTOB, OCOBEHHOCTM GOPMMUPOBAHUA €AMHUL, XPAHEHUs W UX
CUCTEeMATM3aUMK, HaMuMe LOKYMEHTOB, BbIXOAALMX 33 XPOHOJIOTMYECKME TPaHuLbl AeATeNbHOCTU
¢$oHp006pazoBaTens, CoOCTaB CNPAaBOYHOro annapaTa K poHay).

McTopuueckas crnpaBKa COCTaBAAETCA B [BYX 3K3eMMAsApax: OAWMH - XPAHWUTCA B CyAe, BTOPOW -
nepeaaeTcs B roCyAapCcTBEHHbIN apXuB.



4. JKcnepTusa LEeHHOCTU AO0KYMEHTOB. 3agaum u GyHKUUm
3KCNepTHOI KoMUCcCUM cyaa

4.1. lena n apyrne A4OKYMEHTbI MOCTYNAalOT B apXMB CyAa Noc/e NpoBeAeHUsA SKCNepTmn3bl LEHHOCTH,
KOTOpas NPOBOAUTCA B LENsX OUEHKN UX IOPUANYECKON, UCTOPUUYECKOM U MHOM 3HAYMMOCTU, OTOOpa Ha
rocyAapCTBEHHOE XpaHeHMe B COOTBETCTBMM C HOPMATMBHLIMU W METOAUYECKUMMU [LOKYMEHTaMMU,
YTBEPKAEHHbIMU YNOJHOMOYEHHbIM deaepasbHbIM OPraHOM WCMOAIHUTENbHOMW BNAacTM B obnactu
APXWBHOrO Aefla U 4enonpoun3BoaCcTBa.

JKcneptuse LEHHOCTM NOoA/eXKaT BCe AOKYMEHTbl CyJa He3aBMCMMO OT BWAOB HocuTenen wu
cnocobos 3anucu.

4.2. DKcnepTmn3a LEeHHOCTU LOKYMEHTOB CyAa NPOBOAMTCA:

B [E/10MPON3BOACTBE - NPU COCTAB/NEHUM HOMEHKNATYpPbl Aen cyAa M Npu MNoAroToBKe Aen K
nepeaave B apxus;

B apxuBe cy/aa - B npouecce NoAroToBKM Ae K nepedaye Ha NocTossHHOE XpaHeHue.

4.3. JKcneptusa LEHHOCTU AO0KYMEHTOB MpPOBOAMTCA exerogHo. 1o npoBegeHuAa 3KCNepTusbl
LEHHOCTM YHMUUTOXEHNE AOKYMEHTOB 3anpeLlaeTca.

3aI'IpELLI,aETCﬂ nposeageHne aKCNepPTMU3bl LEHHOCTU OOKYMEHTOB TOJIbKO MO 3aro/ioBKkam aen 6es
NPOCMOTPA CaMUX AOKYMEHTOB.

4.4, KcnepTusa LEeHHOCTU AOKYMEHTOB NPOBOAMTCA Ha OCHOBE AEMCTBYIOLLEro 3aKoHoAaTeNbCTBa
M MHbIX HOPMAaTMBHbIX NPaBOBbIX aKTOB Poccuitickont Peaepaummn B 06nactm apxmeHoro aena u MepeyHs
[OKYMEHTOB.

4.5. B uensax opraHvMsauum n NnpoBeLeHna MeETOAMYECKON M NPaKTUYECKOM paboTbl NO 3KcnepTuse
LEHHOCTU [OKYMEHTOB, 06pa30BaBLUMXCA B AEATENbHOCTU CyAa, CO343eTCs MOCTOAHHO AEMCTBYHOLLANA
9KCnepTHaa Komuccma cyaa.

dKcnepTHaA KOMMUCCUA Cyaa co3a4aeTca NPMKA3om npeacenatens cyaa v AeNCTBYeT Ha OCHOBAHUU
NOMIOXKEHUA, pa3paboTaHHOro Ha ocHoBe [IpMMEPHOro MNONOXKeHUA 06 3KCNepTHOM KOMMCCUM
opraHmMsauuu, yTBepXaeHHOro npmMkasom PegepanbHOro apxmMBHoOro areHTcTea ot 11 anpena 2018 r. N
43,

CyAabl, ABAAOWMECA UCTOYHMKOM KOMMNIEKTOBAHWUA TOCYAApPCTBEHHOIO apxuBa, COM1acoBbLIBAOT
nosioKeHne 06 sKCNEepPTHOM KOMMCCUM cyaa ¢ cooTBeTcTBYOLWEN IMK apXMBHOTO yuperkaeHums.

4.6. B cocTaB 3KCMepPTHOM KOMUCCUM CyAa, Ha3HAaYaeMblil NpMKa3om npeacesatens cyaa, BXOAAT:
npeaceaatens (OAWH U3 3amecTUTesNIeln NpeacesaTens cyaa), cekpeTapnb (PaboTHMK cya, OTBETCTBEHHbIN
3a paboTy apxuBa), paboTHMKK oTaena AenonpoussoacTBa (obuiero otaena), cyaebHbIX Konneruni,
cyaebHbIX COCTaBOB M APYrMX CTPYKTYPHbIX NoApa3aeneHuii cyaa.

B cocTaB aKcnepTHOM KOMUCCUM Cyaa LienecoobpasHo BKAOUNTL NPeACTaBUTENA TOCYAaPCTBEHHOMO
apxuea uU/MaM ynosIHOMOYEHHOro opraHa UCMOAHUTENBHOM BAacTu cybbekTa Poccuiickoin Peaepaumm B
cdepe apxmBHOro aena (No CornacoBaHuio).

4.7. DKCnepTHAA KOMUCCUA Cyaa OCYLLECTBAAET cneaytowme GyHKUUK:
4.7.1. OpraHu3yeT eXXerogHblin oToop Aen A1a XPaHEeHUS U YHUUTOXKEHUS.

4.7.2. PaccmaTpumBaeT M NPUHUMAET peLleHne O COrIacoBaHuu;
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onucel aen NOCTOSHHOIO U BpeMeHHbIX (cBbile 10 neT) cpoKoB XpaHeHU s, No IMYHOMY COCTaBy;
HOMEHKNaTypbl Aen;

aKTOB O BblAE/IEHWUM K YHUUTOXKEHUIO [1eN1, HE NOANENKALNX XPaHEHUIO;

aKTOB 06 yTpaTe AOKYMEHTOB;

aKTOB O HEUCMNPaBMMOM NOBPEKAEHUM aPXMBHbIX JOKYMEHTOB;

npegnoXKeHnin o6 ycTaHOBNEHUM  (M3MEHEHMM) CPOKOB  XPaHEHWs  JOKYMEHTOB, He
npeaycMoOTPEHHbIX (MpelyCMOTPEHHbIX) MNEepPeyYHsAMM TUMOBbIX apXMBHbIX AOKYMeHTOoB, [lepeyHem
OOKYMEHTOB, C AajfibHEWMM UX NpeacTaBieHMem Ha paccmoTpeHue CyaebHoro aenaptameHTa npwm
BepxosHom Cyae Poccuiickoit Peaepaumm n cornacosaHune LMK npu Pocapxuse;

MPOEKTOB  /IOKAa/IbHbIX HOPMATMBHbIX aKTOB WM  METOAMYECKMX [OOKYMEHTOB cyda Mo
AeN0MNpPon3BOACTBY M apXUBHOMY Zeny.

4.7.3. ObecneynBaeT COBMECTHO C apXMBOM CyAa NpeacTaBieHne Ha yTeepkaeHue MK apxneHoro
yypexaeHus (NpyM HanMuMuM O0roBOpa) COrNAcOBaHHbLIX 3KCMEPTHOWM Komuccuel cyda onucen gen
NOCTOAHHOTO XPaHeHMS.

4.7.4. O6ecneunBaeT COBMECTHO C apXMBOM Cy/a NpeacTaB/ieHne Ha cornacosaHue JMMK apxmMBHOro
YYPEKAEHMA COMNacoBaHHbIX JKCMEPTHOM KOMMUCCMEN cyda onucen gen no JIMYHOMY COCTaBy,
HOMEHKANATYpbI gen.

4.7.5. ObecrneynBaeT COBMECTHO C apXMBOM CyAa npeacTaBaeHme Ha cornacoBaHme MK apxusHoro
yyperKaeHua akTtbl 06 yTpaTe [OOKYMEHTOB, aKTbl O HEMWCMPaBUMbIX MOBPEKAEHUAX apPXMBHbIX
JOOKYMEHTOB.

4.7.6. OpraHusyeT U KOOpPAMHUPYET pPaboTy MO NOArOTOBKE METOAMYECKMX AOKYMEHTOB MO
3KCMNepTU3e LEHHOCTM AOKYMEHTOB, 06pasyoLmMxca B 4eATeNIbHOCTM cyaa, 0Tbopy UX B cocTaB APXMBHOTO
doHaa Poccuiickoi Peagepaumu.

4.7.7. CoBMECTHO C apXvMBOM CyAa, OTAE/NIOM Ae/IoNpoM3BoACTBa (06WMM OTAENOM) U KaapoBoi
cnyboit opraHusyetr gns pPaboTHMKOB CyAa KOHCyAbTauMW Mo Bonpocam paboTbl € JOKYMeEHTamu,
OKa3blBaeT MM METOAMYECKYIO MOMOLLb, Y4acCTBYeT B MOArOTOBKE M MPOBEAEHUU MEPONPUATUIA Mo
NOBbIWEHUND NX KBa!'IVId)VIKaLI,MM.

4.8. 3aceaHnA 3KCNEPTHON KOMMCCMM Cyaa NPOBOJATCA NO Mepe HeobX0aMMOCTM, HO He perke
ABYX pa3 B roa, 1 odopmaAITCA NPOTOKO/IOM, KOTOPbIN NOANMCLIBAETCA NpeaceaaTeNiem U CeKpeTapem
KOMMCCHUM.

4.9. 3acepaHue 3KCI'IepTHOﬁ KOMUCCUN Cyda U MPUHATbIE peLlleHNA CHUTAKOTCA MPaBOMOYHbIMU,
€C/11 Ha 3acegaHnn NpUCyTCcTByeT 60onee NONOBUHbI ee COCTaBa.

PeweHns 3KCNepTHOM KOMWCCMM Cyda MO KakAoMy BOMPOCY (AOKYMEHTY) NPUHMMALOTCA
60/bWMHCTBOM rosiocoB. CnopHble BOMPOCbI MpPU  pPasgeneHuu To/s0COoB MOPOBHY paspeLuatoTcs
npegceaartenem 3KCNepTHON KOMUCCUM CyAa.

4.10. BepgeHue Aenonponssoacrtea 3KCFIepTHOl7I KOMUCCUUN Cyda, XPaHEHUNE U UCNO/1Ib30OBaHNE €€
AOKYMEHTOB, OTBETCTBEHHOCTb 3@ UX COXPAHHOCTb, @ TaKXXe KOHTPOJ/1b UCMOJTHEHNA NPUHATBLIX 3KCI'IepTHOﬁ
Komuccuei Cyda DELIJEHMﬁ BO3/1aratoTCA Ha CEKpeTapA 3KCI'IepTHOl‘/JI KOMUCCHnn cyaa.

4.11. Mo pe3ynbTaTam 3KCNEePTU3bI LLEHHOCTM B CTPYKTYPHbIX NOAPA3Ae/eHUAX CyAa COCTaBAAOTCA
onuncuK Aen CTPYKTYPHbIX NoApasAeneHuUit: NOCTOAHHOMO, BpeMeHHbIX (cBbile 10 feT) CPOKOB XpaHeHus,
no MYHOMY COCTaBy.



4.12. OT60p 3N1EKTPOHHbIX AOKYMEHTOB Ha apXMBHOE XpPaHEHWEe OCYLLEeCTBASETCA B pesy/bTaTe
3KCMEepPTM3bl LLEHHOCTU 3/1EKTPOHHbIX JOKYMEHTOB, KOTOpaa NPOBOANTCA SKCNEPTHON KoMUCCUEN cyaa.

4.13. PaboTHMK, OTBETCTBEHHbIM 33 paboTy apx1Ba cyaa, COBMECTHO C OTAE/IOM Ae/I0NPOoM3BOACTBA
NN YNOJIHOMOYEHHbIM JIMLLOM, OTBEYAOWMM 33 PYHKLUMOHMPOBaAHME MHPOPMALIMOHHbBIX TEXHONOTMA B
cyae, onpeaenner nepedyeHb 3NEKTPOHHbIX AOKYMEHTOB, KOTopble noaserkaT akcneptuse. MepeyeHb
3/IEKTPOHHbIX AOKYMEHTOB, MOAJEXKALUNX aPXMBHOMY XPaHEHWIO, NMOMMMO 3aro/I0BKOB Aen, MX AarT,
[O/IKEH BKAOYaTb B cebA AaHHble 06 3/1eKTPOHHbIX HocUTenax (ux popmaTax, obbemax 1 ap.). B pamkax
3TOro nepeyHa NPoBOAUTCSA OTOOP 3NEKTPOHHbLIX A4OKYMEHTOB HA NOCTOAHHOE U BPEMEHHOE XpaHeHMe.
MepeyeHb YyTBEPKAAETCA IKCMEPTHON KOMUCCUEN.

4.14. 3KcnepTu3a 3/1EKTPOHHbIX LOKYMEHTOB NPOBOAWUTCA 3KCMEPTHOW KomMccuel cyfda BO
B3aMMOCBA3M C OOKYMEHTaMM cyda Ha BYMaKHbIX HOCUTENAX (NPUMEHSETCA B KOMMIEKCe CUCTEMbI
06LWMX M cneLManbHbIX KPUTEPUEB: 3HAYMMOCTb, NOJTHOTA (3aBEPLUEHHOCTb) AOKYMEHTA; ayTEHTUYHOCTb
AOKYMEHTa; OTCyTCcTBUE Aybanpytolieit MHPopMauumn B AOKYMEHTAX, MPUHATbLIX HA apXMBHOE XpaHeHue)
C YYETOM L0MNONHUTENbHBIX MPU3HAKOB:

NOA/TMHHOCTb 3/1EKTPOHHOIo AOKYMeHTa, Haaudyue SﬂeKTpOHHOVI noanncn mn nNoNoXuMteabHoOro
pesynbTaTa ee NPOBepKHU;

BO3MOXHOCTb BOCMpounsseaeHna n 06paboTku MHPOPMaLMMN SNEKTPOHHbIX AOKYMEHTOB;

BO3MOHOCTb 0becneyeHus BpemeHHOro (cBbile 10 eT) xpaHeHUA, NPOBEAEHUA TEXHONOTNYECKUX
MUTpaLLUi.

5. OdopmneHune gen n MHbIX AOKYMEHTOB K Noc/eaylowemy XpaHeHUIo
B apXxuBe cyaa

5.1. 3aKoHYeHHble AenonpousBoACTBOM cyaebHble aena, Hapaabl, maTepuanbl, apyrue
OOKYMEHTbI, MoA/iexKallme nepegade B apxmMB Ha NOCTOSSHHOE U BpeMeHHoe (cBbiwe 10 neT) xpaHeHue, B
TOM YmMcsie NO IMYHOMY COCTABY, NOCNE OKOHYAHUA KaneHA4apHOro rosa NoAroTas/IMBAKOTCA K Nepesave B
apxvB cyZa v noasexat opopMAEHMIO U OMUCAHUIO.

Bce OKOHYEHHble NPOM3BOACTBOM Aea U Apyrue AOKYMEHTbI 40 Nepesayn B apxmB A0/KHbI 6bITb
odopmneHbl paboTHMKaMM, OTBETCTBEHHbIMU 33 BeAEHME Ae/0NpPon3BOACTBa B CyAebHOM Konneruwm,
cynebHOM cocTaBe UK CTPYKTYPHOM NoApasaeneHuun cyaa, B COOTBETCTBUM ¢ TpeboBaHMAaMM Mpasun N
526, nHctpykumin N 36, N 161, N 224, N 225 v HacToswen MHCTpyKLMH.

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

<1> CHocKa nckntoueHa c 14 nioHs 2022 roaa. - NMpukas CyaebHoro genaptameHTta npu BepxosBHom
Cyane P® o1 14.06.2022 N 97.

5.2. PelueHue Ha nepenavy B apxme cynebHbIx Aes, Npon3BOACTB M MaTepuasioB NPUHUMAET Cyabs,
MX PacCMOTPEBLUUI, a MpPU ero OTCyTCTBUKM - npeacendaTenb cyaa (cyaebHoi Konnermu, cyaebHoro
COCTaBa) Wan ero 3amectutenb. Mpu 3TOM CyabsA NPOBepseT COCTOSIHME Kaxaoro cyfaebHoro aena,
Npo13BOACTBA UM MaTepuana.

5.3. PeweHne Ha nepegayy B apxvMB CyAa HOMEHKATYpPbl, *KYPHAZIOB U YYETHO-CTAaTUCTUYECKMX
KapToyek npuvHMMaeT npeacedatens cyaa (cyaebHoit Konnermu, cygebHoro cocrtasa) wau ero
3aMecTuTeNb.

5.4. PeleHne Ha nepegady B apxMB MHbIX AeN CyAa NPUHMMAET HadanbHUK (cneumanuct) otaena
AenonpowussoscTea (obliero otaena) cyaa (cekpetapumata cyaebHoit konnernn).
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5.5. Mpu dopmupoBaHnm gena Heobxogmmo cobnrogaTs cneaytolme TpeboBaHUs:
AOKYMEHTbI MOCTOSAHHOMO Y BPEMEHHOT0 XpaHeHMA Heo6X0AMMO FpyNNMpPoBaTh B OTAE/bHbIE AeN3;
BK/IO4ATb B /10 N0 OAHOMY 3K3eMMJIAPY KaXKA0ro AOKYMEHTa;

rpynnupoBaTtb B AeN0 AOKYMEHTbI OAHOrO KafieHAapHoro roda (McKatoYeHue: nepexoalime aena;
cynebHble fena; nyHble Aena, KoTopble OPMUPYIOTCA B TEYEHUE BCEro Nepmoaa paboTsl);

NPWUKa3bl MO IMMHOMY COCTaBY A0J1XKHbI rpynnmMpoBaTbCA B A€/1a B COOTBETCTBUU C YCTAHOB/IEHHbIMUA
Ana HUX CPOKamMum XpaHeHUA,;

OOKYMEHTbI B JINYHbIX AeNaX pacnonaralotca B XpOHO/I0Nr'M4eCKoOM nopAagKe no mepe noctynaieHusa,;

NiMueBble cYeTa No onsaaTe TpyAa paboTHMKOB rpynnMpytoTCA B OTAENbHbIE AeNa U pacnonararTca
B HMX N0 andasuTy GamMuanii, UMeH 1 OT4YeCTB.

5.6. B 3aBucumocTn ot CPOKOB XpaHeHNA Aen npoBoaAnUTCA NX NOJTHOE NN HaCTUYHOEe Od)OpMI'IEHME.

MonHomy odopmaeHUIO NogsexkaT Aena MNOCTOAHHOTO, BpPeMeHHbIX (cBbiwe 10 neT) cpokos
XpaHeHWsA 1 No IMYHOMY COCTaBy.

MonHoe odopmneHme gen Ha bymaxkHOM HocUTeNe NpeaycmaTpUBaeT:

NOALWNBKY UAN Nepennet AOKYMEHTOB Aena (HedbopmaTHble AOKYMEHTbl XPaHATCA B 3aKPbITbIX
TBEpP/AbIX Nankax nam Kopobkax);

HyMepauuto NCTOB Aena;

CoCTaBAeHUe NncTa-3aBeputens gena (npunoxkeHune N 11 K HacToAwel MHCTpyKUmK);
COCTaB/IEHME BHYTPEHHEW ONUCK LOKYMEHTOB Aena (npunokeHue N 12 K HacToswen MHCTpyKuun);
odopmieHne 0610KKM aena (npunoskeHune N 13 K HacToswen MHCTpyKumm).

5.6.1. [JoKyMmeHTbl, COCTaBAAOLME A0 HAa BYMarKHOM HOoCuTene, NOALINBAOTCA HE MEHEee YeM Ha
yeTblipe NPOKOoNa B TBEPAYHO 06J/I0MKKY UM NepenneTaloTcs C y4eTOM BO3MOXKHOCTN cBOBOAHOIO YTeHUS
BCEX [AOKYMEHTOB, 4aT, BM3 M pPe30/OUMA HA HUX, MeTa/ZIMYeCKMe CKPEenNeHMA U3 OO0KYMEHTOB
yaanatoTca. MNpu HeobxoaMMOCTU OOKYMeHTbl meHee dopmaTa A5 (4eKu, KBUTAHLUWU, CMPaBKW,
doTtorpadpun n gpyrue) B uensx yaobcrea noAlMBaHMA HaKeuBaloTcs Ha uct dopmarta A4. MMpu
OTCYTCTBMM NONA AN NOALWMBKA OOKYMEHT HeobXoAMMO HaKNeuTb 6e3 NoBpeXAeHMAa TeKCcTa Ha
BCMOMOraTe/IbHbIM JINCT.

[OKyMeHTbI NOALWMNBAIOTCA B AE/10 B XPOHO/NOMMYECKOM NopaaKe, BCce NPUOBLLEHHbIe B Npouecce
paccmoTpeHua cyaebHoro gena AOKYMEHTbl - B MOpsAAKe MX nocTynaeHusa. K geny He [O0AXKHbI
NOALIMBATLCA AOKYMEHTbI, MOA/EXKaLLMe BO3BPATY, @ TAKKe KOMUU AOKYMEHTOB, Y¥Ke UMEIOLLMXCA B Aene,
YEepPHOBUKM.

MaKkcMmanbHoe KONM4yecTBO JINCTOB, NOALIMBAEMbIX B OAMH TOM, He AO0JIKHO npesBbiWaTb 250
INCTOB NpPU TONWUHE HE 6onee 4 cm. Ecnm KonmMyectBo INCTOB B Aene npesbiwlaeT 250, mMaTepuanbl
d)OpMVIpyIOTCH B TOMa B XPOHO/I0OrM4YeCcKoM nopagke. Tom 2 MOMKET 6bITb HayaT A1Lb NOC/E OKOHYaHMA
Toma 1. [laTta OTKpbITMA TOMA 2 He fo/KHa 6bITb paHee AaTbl OKOHYaHMA TOMa 1. Ha Tomax gonxKeH 6bITb
O6LIJ,MV1 3aroJ1I0oBOK N0 HOMeHKANaType aen.

B Hauvane gena Ha 6YMa)KHOM HOCcuTene npu HGO6XO,EI,MMOCTM noAawnBatoTCcA NNCTLI BHyTpeHHeﬁ
OnnCcn JOKYMEHTOB Ae/1a, B KOHUE KaXXa0ro Aena - 1IMCT-3aBepuTesib Aena.



B cnyyae Mcnonb3oBaHMA 41a GUKCMPOBaHUSA Xo4a cyaebHoro 3acefaHna cpescTs ayano3anmcu m
MHbIX TEXHUYECKWUX CPEeACTB 3NEKTPOHHble HocuTenn uHdopmaumm (AUCKKU, AUCKeTbl, daell-KapTbl)
XpaHATCcA BmecTe ¢ cyaebHbim genom. MNpu 3ToM OHM A0MKHbI 6bITb BLUXTLI B cyaebHOe aeno (nprobuyeHbl
K MPOTOKO/Y cyaebHOro 3acegaHus) B ynakoBaHHOM Buae (KOHBEPT) C YKasaHMEM Ha yrnaKkoBKke Homepa
Aena, AaTbl, a TakKe NoAnMcaHbl YNoAHOMOYEHHbIM paboTHMKOM annapaTta cyda. YNakoBKa A0/XKHa
obecrneymBaTb COXPaHHOCTb 3/1EKTPOHHOrO HOCUTENA OT NOBPEXAEHUIA N NOPYUM.

5.6.2. B uenax obecneyeHmns COXPaHHOCTU U 3aKpenaeHusa nopsaaKa PacnosioXKeHUs JOKYMEHTOB,
BK/IIOYEHHbIX B AeN10 Ha BymaxKHOM HocuUTene, BCe ero UCTbl (Kpome IMCTa-3aBepUTENa N BHYTPEHHEM
OMUCK) HYMepPYIOTCA B Ba/lOBOM MopAgKe apabckumu umdpamu, KoTopble MPOCTaBAAOTCA B MPaBOM
BEPXHEM YTy NMCTa AOKYMEHTA NPOCTbIM rpadUTHbIM KapaHAalom MaM HymepaTtopom. YnotpebieHme
YEepHWUA W LBETHbIX KapaHgallen ans Hymepauum AUCTOB 3anpewaetcA. JINCTbl BHYTPEHHEN onucu
OOKYMEHTOB AeNa HYMepyHTCA OTAE/NbHO.

JIncTbl gen, cocToALMX N3 HECKONbKMX TOMOB, HYMEpPYHOTCA NO Ka*XAoMy TOMY OTAE/IbHO.

doTorpadun, yepTexkm U gpyrMe  UANOCTPATUBHbIE  AOKYMEHTbl, MpeAcTaBastolme
CaMOCTOATE/IbHbIN /INCT B AeNe, HYMepyrTcs Ha 060pPOTHOM CTOPOHE B 1IEBOM BEPXHEM YIy.

CNnoXKeHHbIN NUCT Pa3BOPaYNBAETCA U HYMEPYETCA B MPAaBOM BEPXHEM yray. Mpu aTom nucT nroboro
dopmarta, nogWwnTbIA 32 OAMH Kpal, HYMEpPYyeTcs KaK OAWH JIUCT; JINCT, CIOXKEHHbIA U NOAWNTbIA 3a
cepeaunHy, NoaNeKuT NepeLlnBKe U HYMePYEeTCA Kak OAMH JIUCT.

JINCT ¢ Harnyxo HaKNEEeHHbIMM [AOKYMeHTaMM (Bblpe3Kamu, BbINUCKamMK, ¢oTorpadpuamm)
HYMepYyeTca KaK oguH AUCT. ECM K AOKYMEHTY B Aefe NOoAK/AeeHbl O4HUM Kpaem Apyrue SOKYMEHTb
(Bblpe3KK, BCTaBKM TEKCTA, NEPEBOAbI), TO KaXKAbIM LOKYMEHT HYMEPYEeTCA OTAENbHO.

MoAwunTble B A€10 KOHBEPTbI C BJOMKEHUAMM HYMEPYIOTCA; MPM 3TOM BHauajle HYMepyeTcsa KOHBEpT,
a 3aTeM o4yepeHbIM HOMEPOM KaXKa0e B/IOXKEeHWe B KOHBepTe. EC/M BAOXKEHMA HYMepOoBaTb He/b3s, UX
Ha/iuMe oroBapMBaeTCs B 3aBEPUTE/IbHOM HagnucK.

B cnyyae ecnn BOXEHME B KOHBEPT ABAAETCA KOMWeN [AOKYMeHTa, MMelollerocs B Aene,
[AOMYyCKaeTcA NoALLIMBKA TO/IbKO KOHBepTa.

MoAwunTble B A€N0 AOKYMEHTbI C COBCTBEHHOW HyMmepaumen MCTOB (BKAtOYas nevyaTHble U3gaHus)
MOrYT HyMepoBaTbCA B O0OWEM MNOpPAAKE WAM COXPaHATb COBCTBEHHYID HyMepaumio, eciuM OHa
COOTBETCTBYET NOPAAKOBOMY PACNO/IOKEHUIO INCTOB B Aene.

B cnyyasx obHapy)KeHMs 60nblOro umMcna owunbok B Hymepauuu NUCTOB Aena NpOBOAMUTCS
nepeHymepaums, nNpu KOTOpPOW CTapble HOMepPa 3a4epPKMBAOTCA OAHOM HaAK/JOHHOW YepToi, U pALOM
CTaBUTCA HOBbI HOMep UCTa. MpK HaANYMK OTAENbHBIX OLUMOOK B HYMepaLLMm IMCTOB Aefia AO0NyCKaeTcs
ynotpebneHune nUTepHbIX HOMEPOB JINCTOB.

B cnyyae usmeHeHus HymepaLuuu IMCTOB Je/la COCTaBASETCA HOBbIW JINCT-3aBEpUTE b, NPU STOM
CTapbl COXpaHsEeTca B aene.

5.6.3. lNocne 3aBeplweHna HymepauuMm NUCTOB COCTABAAETCA 3aBepuTesIbHaA Hagnucb, KOTopas
pacrnosiaraeTca B KOHLUEe Aena Ha oTAeNbHOM nucte-3aseputene (npunoxenve N 11 K HacTosLiei
NHCTpYKUMK).

3anpeu.|,aeTcn BbIHOCUTb INCT-3aBEPUTE/Ib Ha o6no>+<|<y Aena nnun YNCTbIN O60pOT JINCTa nocnegHero
AOKymeHTa. Ecan geno noawmTto wamn nepenseteHo 6e3 6naHKa TNCTa-3aBepuTena, oH A0NKeH 6bITb
HaK/ieeH 3a BEPXHIOK 4aCTb /INCTA HA BHYTPEHHIOKO CTOPOHY 06/10KKN B KOHLEe aena.

B 3aBepMTean0|7| Ha4nNnMCU YKa3blBakOTCA Ll,Md)paMVl M NPONMUCbo KONINMYECTBO NMPOHYMEPOBAHHDbIX
JINCTOB N KOZINYECTBO INCTOB BHYTpeHHeVI onncu, oroeapmnBaroTCA ocobeHHOCTH Hymepaunn nctos aena



(Hapsga) (HanMuMe nNPONYyLLEHHbIX HOMEPOB; HOMEpa /UCTOB C HaKaeeHHbiMK doTorpaduamm,
AOKYMEHTaMM, Bblpe3KaMu U3 ra3eT; Homepa KOHBEPTOB C BAOKEHUAMMU U KOIMYECTBO BNOMKEHHbIX B HUX
NcToB).

Bce nocneaytolme M3MeHeHNs B COCTaBe M COCTOAHUN aena (MoBpexaeHus, 3ameHa NoANMHHbIX
JOKYMEHTOB) OTMEYatoTCA B INCTE-3aBEPUTE/IE CO CCbIIKOM Ha COOTBETCTBYIOLLMIA aKT.

3aBepuTesibHaA HaAnNMcb noanucbisaetca paboTHUKOM, Npou3BoAMBLIMM odopMIeHMe aena aaa
nepegayn B apxms, C YKasaHMEM AO/KHOCTU U AaTbl COCTaBAEHUA 3TON HagnNUCH.

Mpumep: B HacToAleM aene (Hapage) NpoLwmnTo 1 NPpoHyMepoBaHo 250 (4BecTu NATbAECAT) IMCTOB,
B ToM umcne 3 (Tpu) potorpadpmm Ha nucrax: 20, 113, 235. MmetoTca AUTEpHbIE NNCTbI C HOMepamu 10a,
333, 336. B KoHBepTe (ncT 245) HaxoauTcA TPYA0BaA KHUXKKA OCyKAeHHOro MBaHoBa A.B.

5.6.4. OdopmneHune 0610xKKu gen.

Ha obnoxkKax aen (npunosxkeHne N 13 K HacToAlel UHCTPYKUMK), noanexalmx nocToOAHHOMY U
BpemeHHoMy (cBblilie 10 feT) XpaHeHM o, YKa3blBalOTCA:

HaMmeHoBaHMe cyaa (NoNIHOCTbIO, B UMEHUTENILHOM MajexKe);
3aro/iIoBOK gena (toma);

bammnus, UM, 0TYECTBO OCYKAEHHOr0 MLA U NOAHOE HaMMeHOBaHWe CTaTbM YToN0BHOMO KoAeKca
Poccuiickoin Pepepaumm, No KOTOPOM UL OCYKAEHO;

bammnus, MHUUMANbI UCTUA, OTBETYMKA (HAMMEHOBaHWE OpraHu3aLmMm), CyTb UCKa (3aaBneHun);

bamunama, MMsA, OTY4ECTBO OMPaBAAHHOMO ANLLE UAW N1LE, B OTHOLIEHWM KOTOPOrO MPOU3BOACTBO
npeKkpaLlleHo;

[aTbl HaYyaNa U OKOHYaHWA Aena;
HOMep NPOM3BOACTBA MO Aeny;

WHAOEKC Aena;

HOMEp TOMa;

KO/ZIMYECTBO /INCTOB B AENE;

CPOK XPaHEeHUA Aena C yKasaHMem AaThbl, 40 KOTOPOW OCYLLECTBAAETCA XPaHEHME;
[aTta nepefayn Aena B apxus;

NoOAMMUCb CYZbW, PacCCMOTPEBLLETO Aeno (¢ pacwmdpoBKoin nognucu);

apXuBHbIN WKdp aena.

[lena noCTOAHHOrO CPOKa XpaHeHUA A0MKHbI 6bITb NOAWNTLI B TBEPAYIO 0610XKKY.

Ha 06n0)Ke fOen NOCTOAHHOrO XpaHeHWsa npeaycMaTpMBaeTCA MecTOo ANA HaMMeHOBaHMA
rocyZapCTBEHHOr0 apxMBa, B KOTOPbIV Aena cyaa byayT NpUHATLI (eCan Aena nepesatoTcs Ha XpaHeHWe B
rocyA,apCTBEHHbIN apxuB).

an N3IMEHEHUN HAaUMMEHOBAHUA Cyda Ha obnoxKKe Aena AonuncbiBaeTca HOBOE HaMMeEHOBAHME, a
npexHee 3aK/114aeTcAa B CKOBKM.
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3aronoBOK Aena Ha OymaxKHOM HOCUTEesle M 3aroJIoBOK 3/IEKTPOHHOrO fesa MepeHocATcA Ha
06/10XKKY [Aena (3/1eKTPOHHOro Aena) M3 HOMEHKAaTypbl. 3aro/ioBOK A0/XeH COOTBETCTBOBaTb
COAEPKaHWNIO JOKYMEHTOB B Aene.

Ecnn Hapag cocToUT M3 HECKO/IbKMX TOMOB, TO Ha OO0XKY Ka)XAOoro Toma BbIHOCUTCA 00N
3aro/I0BOK N0 HOMEHKAATYpe A€/, a 3aTeM YTOUYHAETCA COAEepIKaHNe Kaxkaoro Toma B OTAE/IbHOCTY.

Mpumep:

"[JOKYMEeHTbl OnepaTMBHbIX COBeLLaHuI cyael B 2 Tomax. Tom N 1 - coBelwaHus cyaen cyaebHoi
KOJINErMK No yrosioBHbIM genam";

"[JOKYMEeHTbl ONepaTMBHbIX COBELLaHW cyael B 2 Tomax. Tom N 2 - coBelaHus cyael cyaebHol
KOJIIErMn MO rpakaaHckum genam'.

Ha o6n0)Ke pgena yKasbiBaeTcAa ero pgata - rof(bl) 3aBefieHMs M OKOHYaHUA Aena B
OEeNnonponsBoACTBeE.

Ecnv B Aeno BKAOYEHbl AOKYMEHTbI (Hanpumep, NPUOXKeHus), AaTa KOTOPbIX He COBMagaer C
AaToi aena, To NofA, AaTol ¢ HOBOM CTPOKK AenaeTtca 06 3ToM 3anuch: "B aene nmeroTcs AOKYMEHTbI 3a ...

roa(bl)".

[datoit pen, copeprallmx pPacnopaauTeNbHYHO M UHYHO [AOKYMEHTauuio (4oKnagbl, MMCbMa,
CTEHOrpamMmbl), AN KOTOPOM TOYHAsA AaTUPOBKA MMEET BarKHOE 3HaYeHMe, a TaKKe 414 4e/, COCTOALMX
M3 HECKOJIbKMX TOMOB, ABAAIOTCA AaTbl (YMCI0, MecsL, rof) perncrpaumm (coctasnaeHus, NocTynaeHus)
CaMOro paHHero W Ccamoro MO34HEro [OOKYMEHTOB, BKJOYEHHbIX B Aesno (KpakiHue fatbl gen,
OOKYMEHTOB).

[aToit inyHoro Aena ABNAOTCA AATbl NOAMMCAHUA MPUKA30B O MPUEME U YBONbHEHMM AWLA, Ha
KOTOpOe OHO 3aBeAgeHo.

Mpu 0603HaueHNM AaTbl AOKYMEHTa CHaYyana yKa3blBaeTcs YMCA0, 3aTeM MecAL, U rod. Yncno u rog
0603HayaloTCa apabckumu undpamn, HazsaHMe mecsaLa - C1I0BOM.

0b6A3aTenbHbIMM PEKBU3UTAMU OB/OXKKM Aena Ha ByMarkKHOM HocuTene ABAAIOTCA YyKasaHue
KO/IMYecTBa /ICTOB B Aese (NpocTaBAseTcA Ha OCHOBAaHMM NNCTa-3aBEPUTENS AeNa) U CPOK XpaHeHus
Aena (Ha genax NOCTOAHHOrO XpaHeHUA nuweTca: "XpaHUTb NOCTOAHHO").

Ha aenax, BHECEHHbIX B roZl0Bble Pa3Aesibl onuceit aen, Wuop NpocTaBAfETCs NOC/Ie yTBEPHKAEHNA
(cornacoBaHuAa) B ycTaHOBIEHHOM MOPAJKE rOL0BOr0 paszena onucu cootsetctaytoleli MK apxMBHOro
YUYPEKAEHUA U YTBEPXKAEHWA npeacejatenem cyfa (40 3TOro apxvBHbid wudp npocTasaseTcs
KapaHaaLom).

ApxuBHbIN WwWKdp (0603HaYEeHMEe, HAHOCMMOE B /IEBOM HUXKHEM YI/ly Ha KarKaoe Oeno B Lenax
obecneyeHun yyeta n MAeHTUGUKALMM) COCTOUT U3: HOMEpPA apXMBHOro GoHAa; HOMepa onucu gen,
OOKYMEHTOB; HOMepa Aena.

5.6.5. Bo Bcex genax, nognexallmx nepeaade B apxms Ha NOCTOAHHOE U BPeMeHHOoe XpaHeHue
(cbiwe 10 neT), BKAKOYAA Aena No IMYHOMY COCTaBY, COCTaB/IAETCA BHYTPEHHASA ONUCb JIOKYMEHTOB Aena
(npunoskeHure N 12 K HacToAwel MHCTPYKUMK) C YKa3aHMeM 3arofioBKa, MHAeKca (HoMepa) AOKYMEHT],
AaTbl U HOMepa /INCTa B Hapse.

Ecnv peno Ha BymaxkHOM HocuTene nepenieTeHo Uan noglwunto 6e3 6aaHKa BHyTpeHHen onucu
[OKYMEHTOB, TO COCTaB/IeHHas MO YCTaHOB/AEHHOM ¢opmMe BHYTPEHHAA OMNUCb MOAK/JenBaeTca K
BHYTPEHHEeN CTOpPOHe /IMLLEBOM 0610KKKM aena.



N3meHeHMA cocTaBa AOKYMEHTOB Aena (M3bATUA, BKAOYEHUA AOKYMEHTOB, 3aMeHa AOKYMEHTOB
KonuaMK) oTpakatotca B rpade "MpumedyaHue" BHYTpEeHHEeN onmncK Co CCbIIKaMM Ha COOTBETCTBYOLLME
aKTbl. Mpn HEO06X0AMMOCTM MOTYT HbITb COCTAB/IEHbI HOBAA MTOFOBas 3aMMCb K BHYTPEHHEW ON1CcK U INCT-
3aBepuTens.

JncTbl, Ha KOTOPbIX CAenaHa BHYTPEHHAA OMNWUCb, HYMEPYIOTCA OTAEeNbHO apabckumu undpamm.
KonnyectBo NUCTOB BHYTPEHHEW OMNWCKM YKa3blBAeTCA B 3aBEPUTENbHOM Hagmnucu nocse obLiero
KOZIMYECTBA JINCTOB B Hapsae Yyepes apudpmeTmyeckuii 3Hak natoc.

5.7. B yueTHO-permcTpaumoHHbIX XKypHaiax NocTOSHHOTO M BPEMEHHOTO (cBbiwe 10 neT) xpaHeHun
nepes ux nepegavei B apxvme paboTHUKaMM OTAEe/10B, OTBETCTBEHHbIMM 33 BeAeHWE AaHHbIX JOKYMEHTOB,
OCYLLECTBNIAETCA HYMEPaLMs IMCTOB U NPOM3BOAMUTCA 3aBepUTEIbHAn HaAMUCh.

Ha o6noxke PErMCTPAUNOHHOIO XXYpHasia Uan KHUTM COrNMaCcHO HOMEHKNAType NPOCTaBAAETCA CPOK
XpPaHeHWA U YKa3biBaeTCA KOJINYeCTBO JINCTOB.

Mepen nepeaaven B apxms YYETHO-CTaTUCTUYECKNX KapTOYeK paboTHMK OTAeNa Ae/10Mpom3BOACTBa
npoBepsAeT UX Ha/inuYmne 1 3arnosiHeHne BCex NpeayCMOTPEHHbIX PEKBU3UTOB.

Mocne nepefayn Aen B apxmMB YYETHO-CTAaTUCTUYECKME KAaPTOUKM A0/KHbI XPaHUTLCA B KapToTeKax
(AWwmKax, KapToTeUYHbIX WKadax) OTAENbHO MO YrONOBHbIM, FPaXKAAHCKUM, agMUHUCTPATUBHBIM Aenam,
Aenam 06 agMMHUCTPATUBHBIX MPABOHAPYLUEHUAX B NOPAAKE MX HOMEPOB MO rogam. B Kaxkgom Tome
[AONIXKHO 6bITb He 6onee 150 y4eTHO-CTaTUCTUYECKMX KapToYeK, Ho He 6onee 250 UCTOB.

YyeTHO-CTaTUCTUYECKME KapTO4YKM nepegaroTca B apXmB BMECTE C al'ld)aBVITHbIM YKasartenem.

5.8. DNeKTpPOHHble AOKYMEHTbI, Nnognexaliue XpaHeHuIo, NepefaroTcs B apxus cyda B Buae
KOHTEHepOoB, 06ecneynBaloWmMX LENOCTHOCTb 3NEKTPOHHbIX AOKYMEHTOB, MO WHPOPMaLMOHHO-
TENEKOMMYHUKALUMOHHON CeTU U3 COOTBETCTBYIOLWEA aBTOMATU3MPOBAHHOW CUCTEeMbl Ccyda B
NMHPOPMaLMOHHYIO CUCTEMY apXMBa Cyaa WM Ha 060CO0BAEHHbIX HOCUTENAX OAHOKPATHOM 3anuch.

B KOHTEMHep 31eKTPOHHOTO AOKYMEHTa BKAOYaoTCA Galifl 3/IEKTPOHHOIO AOKyMeHTa B dopmaTe
apXMBHOro XxpaHeHua 1 dbainn MeTagaHHbIX 3N1EKTPOHHOIO AOKYMEHTA, BKAOYAA 3/1eKTPOHHbIE NoANncHu.

KoHTellHepbl 3N1EKTPOHHbIX AOKYMEHTOB MOTyT NepeAaBaTbCA B apXMB cyda Ha ¢U3MYECcKM
060C06/1eHHbIX MaTepuanbHbIX HOCUTENAX OOHOKPATHOW 3anMUCKU B ABYX MAEHTUYHbLIX 3K3eMnaapax -
OCHOBHOM (3Ta/IOHHbIM 3K3eMNAAP, KOTOPbIA MCNOJb3YETCA B UCKAOYMTENbHbIX CYYasaX, Hanpumep, gnn
co3faHuA Konuii paboyero sksemnaspa) M paboyem (C 3TOro 3K3emnaApa W3roTaBAMBAOTCA KONWUK
3N1EKTPOHHbIX AOKYMEHTOB, B TOM uncae ansa GoHAa UCNoAb30BaHMA).

5.9. lNpn noarotoBKe 3N1EKTPOHHbIX AOKYMEHTOB K MNepefaye Ha XpaHeHMe B apxuB Cyaa
NPOBOANTCA UX KOHBEPTUPOBaHME B GOpPMaT apxmMBHOro xpaHeHus PDF/A.

ONEeKTPOHHble [OKYMEHTbl, MMetoLWMe MPUIOKEHNA, ABAAIOWMECA HEOTbeMIIEMON YacTbio
OOKYMEHTa, Npuv KOHBEPTMPOBAHUM B POPMAT apXMBHOFO XPAHEHUS MPUCOEAMHAIOTCA K OCHOBHOMY
OOKYMeHTY, 0bpasya ¢ HUM oguH dain. MpunoxeHna 601blIOro 06beEMA MOryT KOHBEPTMPOBATLCA B
oTAaenbHble Gpainbl.

5.10. CuctemaTtM3auma 3SNEKTPOHHbIX [AOKYMEHTOB WM WX WHAEKCauus B COOTBETCTBMM C
HOMEHKNATYpoI, pOpMNPOBaAHME KOHTEMHEPOB 3NEKTPOHHbIX 4OKYMEHTOB ANA Nepeaaqn 31eKTPOHHbIX
AOKYMEHTOB B apXMB CyJa OCYLLEeCTBAAOTCA B CyAebHbIX Koanerusx, cyaebHbIX coCTaBax, CTPYKTYPHbIX
noApasfeneHnax cyaa B COOTBETCTBYHOLMX MHOOPMALMOHHbIX CUCTEMAX.

5.11. MoaroTosKa 3/1IEKTPOHHbIX OOKYMEHTOB K nepegadye B apxXmB Cyaa COCTOUT U3 caenyrowmx
3Tanos:



npoBepKa GpU3MYECKOro COCTOAHUA MALIMHHBIX HOCUTENEN, NPeAHa3HAYEHHbIX ANS nepesayn B
apxus;

3aMmMCb 3/1EKTPOHHbIX JOKYMEHTOB Ha MalLMHHbIE HOCUTENN;
npoBepKa KayecTsa 3anucuy;
onucaHue 3N1eKTPOHHOTO AOKYMEHTa;

NPOCTaB/leHNE ApPXMBHbIX WWOPOB Ha eAuMHMUAX XpaHeHua (Ha ¢yTnspax) B COOTBETCTBMMU C
apXMBHOM ONUCbIO (ONUCAMM) 31EKTPOHHBIX OKYMEHTOB MOCTOAHHOIO XPaHEeHWA U MO IMYHOMY COCTaBy;

NoAroToBKa KOMM/EKTa CONPOBOANTENbHOM AOKYMEHTALMMN.

ApXMBHBIN WNGP 3SNEKTPOHHbIX [AOKYMEHTOB, XPaHUMbIX Ha 060CO6AEHHbIX 3NEKTPOHHbIX
HOCUTENSAX, YKa3bIBAETCA Ha BKAAAbILE, BAOXKEHHOM B GyTAAP HOCUTENA. APXMBHDBIN UMD P 3NEKTPOHHbIX
OOKYMEHTOB, XPaHUMbIX B MHPOPMALMOHHOW CUCTEME apxMBa, ABNAETCA 06A3aTE/NIbHbIM 3/IEMEHTOM
ONUCaHMUA KOHTEMHEepPa 3NEKTPOHHOIO AOKYMEHTA.

5.12. ConpoBoanTenbHasa AOKYMEHTALMA 3NEKTPOHHbIX AOKYMEHTOB A0/KHA 6biTb A0CTaTOYHOM
Ana obecneyeHnsa UX yyeTa M UCNONb30BaHUA. B Hell oTpakaeTca ciegytolwan MHPOPMaLUA: Ha3BaHUE
AOKYMeHTa, AaTa ero Co34aHWus, XapaKTepUCTMKa codepraHus (aHHOTauMA), 3NEKTPOHHbIN dopmar,
du3nYecKan M Normyeckan CTPYKTypa (4Na yyeTHbIX 6a3 AaHHbIX, CAlUTOB M Apyroe), ob6bem AOKYMEHTa
(mnn 6a3 gaHHbIX TaKXKe - KOAWMYECTBO 3anucen).

5.13. [Oena (sNeKTpoHHble Aena) W Apyrne AOKYMeHTbl, OGOPM/IEHHble C HapylleHuem
YCTAHOBNEHHbIX TPebOBaHMI, apXMBOM Cyaa He NPUHMMAIOTCA.

5.14. PaboTHUK OTAeNa Aenonpom3BOACTBa (cekpeTapmaTa cyaebHol Konnermm) nepes nepeaadeit
cyaebHoro gena B apxvB A0/KeH obpawaTth ocoboe BHMMaHMe Ha obpalleHMe K MCNOoHEeHUIo
(McnonHeHMe) BCTYNMBLUErO B 3aKOHHYHO CUAY cyaebHOoro pelueHus.

5.15. CyaebHble gena noanexat obopmMmaeHUIo Ana nepesadm B apxms He No3aHee 04HOro mecaua
nocne o6paLleHmA K UCNOJTHEHUIO BCTYNUBLLIErO B 3aKOHHYIO CMAY 3aBepluatoliero cyaebHoro akra.

ObpalieHne K  WUCNOJMIHEHWIO  MPOM3BOAWUTCA B COOTBETCTBUM C  MPOLLECCYasibHbIM
3aKoHoaaTenbcTBOM Poccuiickoin ®egepaumm n nHcTpykumamm N 36, N 161.

5.16. OdopmneHrMe M NOAFOTOBKY K nepegaye B apxuB A€, NOANEeXaWwMUX MNOCTOSHHOMY M
BpemeHHOMYy (cBbilwe 10 feT) XpaHeHWto, MPOU3BOAAT PaBOTHUKM OTAE/I0B AE10MNPOU3BOACTBA CYAeOHbIX
Konnerni, cynebHbIX COCTaBOB M CTPYKTYPHbIX MNOAPa3fefieHuit cyAoB, Ha KOTOPbIX BO3/I0XKEHa
0653aHHOCTb NO Nepeaaye Aen B apxms cyaa.

6. MopAaAoK onpegeneHnA CPOKOB XpaHeHUA gen. OTéop
AOKYMEHTOB Ha YHUUTOXKeHue

6.1. CpoKM XpaHeHMs [OOKYMEHTOB CyAa YCTaHaB/AMBAKOTCA B COOTBETCTBUM C AEMCTBYHOLLMM
MepeyHeM AOKYMEHTOB.

6.2. Mpu BbLIABNEHUN AOKYMEHTOB, CPOK XpaHEHWsA KOTopbiX He npeaycmoTpeH [lepedHem
OOKYMEHTOB, NpeasoXeHus ob onpeaeneHUn CPOKOB XPaHEHUA TaKUX OOKYMEHTOB HanpaBAsloTcA B
CynebHbii  genaptameHT npu BepxoBHom Cyae Poccuitickolt ®Pepepaumm gns  ganbHenwero
paccMoTpeHus U cornacoBaHua LleHTpanbHOW 3KCNepTHO-NPOBepoYHOi Komuccueir degepanbHoro
apXMBHOrO areHTCTBa.

6.3. CpOKM XpaHeHUs BCex CyaebHbIx Aen, ApYrux aen U AOKYMeHTOB obLiero AenonponsBoactsa


https://login.consultant.ru/link/?req=doc&base=LAW&n=406274&dst=100012
https://login.consultant.ru/link/?req=doc&base=LAW&n=406282&dst=100011

ucuncnatotcs ¢ 1 AHBapAa roga, cneaylowero 3a rogom, B KOTOPOM OHWM 6biAM  3aKOHYEHbI
AeNonponsBoAcTBOM. BpemeHHble CPOKM XpaHEeHUA PEecTPOB, KHUT, }KYPHaI0B ncumcaaoTea ¢ 1 aHsapsa
roga, cieaylouero 3a rogom, B KOTopom 6b1/10 3aBEPLLEHO UX BEAEHME.

Hanpumep, ucuncieHne cpoKa XpaHeHMs Aen U OOKYMEHTOB (PeecTpoB, KHWP, XKYPHanos),
3aKOHYEHHbIX AenonponssoacTsom (BegeHnem) B 2022 rogy, HaumHaetcs ¢ 1 aHBapa 2023 r.
(n. 6.3 B pea. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 14.06.2022 N 97)

6.4. CpOK XpaHEeHUA YroNnoBHbIX Aen onpegenaeTca nyrem CYMMMPOBAHUA CPOKa Ha3HAYeHHOro
HaKa3aHWsA (Kak OCHOBHOTO, Tak W AOMO/IHUTENIbHOIO) N CPOKA, YCTaHOBEHHOro MNepeyHem AOKYMEHTOB
(B cooTBETCTBMM C KaTeropmen CoBepPLUEHHOMO NPecTynieHus).

an 3TOM CPOK XpaHeHUA yronoBHbIX Aen, yCTaHOBHEHHbIﬁ I'IepequM AOOKYMEHTOB, UCHUCNAETCA:

CO AHA OKOHYaHMUA CPOKa HaKa3aHWuA (Kak OCHOBHOrO, Tak U AOMNOJHUTENLHOrO), onpeae/ieHHOro
MPUroBOPOM, BCTYNMUBLIMM B 3aKOHHYHO CUAY;

CO AHA BbINAaTbl cyaebHoro wrpada. B ciyyae oTmeHbl NOCTaHOBIEHNA O MPUMEHEHMM 3TOM Mepbl
YrO/I0BHO-MPaBOBOro XapakTepa v NPUBAEYEHNN IULA K YTONOBHOW OTBETCTBEHHOCTU - CO AHA OKOHYaHMA
CPOKa HaKa3aHusA, onpeaeneHHoro NPMroBoOpPoOM, BCTYMMUBLUUM B 3aKOHHYIO CUNY;

CO AOHA UCTedYeHuMA UucnbiTaTeNIbHOro CpoKa npn yYyCAOBHOM OCYXAEHUU (OTMeHbI yCnioBHOro
OCyXaeHNA CO CHATUEM CYyAUMOCTHU B NopAAKe 4acCTn nepBoﬁ cTaTbyM 74 YronoBHOro Kogekca Poccuiickomn
dJep,epau,MM). B cnyyae oTmeHbl YCNOBHOIO OCYXKAEHUA U HanpaBAeHUA OCYXKAEHHOro AnA oTbHbIBAHUA
HaKa3aHWA, a TaKXKe OTMeHbI YCZTOBHOIO OCyXXAeHUA B CBA3U C COBepLUIEHUNEM APYroro npectynaeHuna - co
AHA OKOHYaHWA CPOKa Haka3aHwuA, onpeaeneHHoOro npuroBopom, BCTynnslwnMMm B 3aKOHHYHO CUNY;

CO AHA UCTEYEHMA CPOKa AeNCTBUA NPUHYANTENbHbIX Mep BOCMUTATENbHOIO BO3AeincTeuna. B ciyyae
OTMEHbI 3TUX MepP U MPUBJIEYEHUSA NULA K YrOJIOBHON OTBETCTBEHHOCTU - CO AHA OKOHYaHWA CPOKa
HaKa3aHusA, onpeaesieHHOro NPMroBoOPOM, BCTYMUBLLMM B 3aKOHHYIO CUAY;

CO [AHA MCTeYeHUA OTCPOYKM WCMONIHEHMA MNPUroBopa OGepeMeHHOM KEHLWMHE WU KeHLMHE,
UMeElOLLEN MaNofIeTHUX AeTeil. B cayvyae oTMeEHbl OTCPOYKM MCMOJAHEHMA MPUrOBOPa W HanpaB/eHUs
OCYXAEHHOW pA1a OTObIBAaHWA HaKasaHWMA - CO AHA OKOHYAHMA CPOKA HaKasaHuAa, onpeaeneHHoro
NPUroBOPOM, BCTYNUBLIMM B 3aKOHHYIO CUAY;

CO AHA WUCTEYEeHMA OTCPOYKM MCMONHEHMS MPUIOBOPa OCYKAEHHOMY, NPWU3HAHHOMY 60bHbIM
HapKomaHuen. B ciyyae OoTMeHbl OTCPOYKM MCMOJHEHMS MPUIOBOPa M HaMpaBAEHWUA OCYMKAEHHOro,
NPM3HAHHOTo 601bHBIM HApPKOMaHUEN, AN 0T6bIBAaHNA HAaKa3aHMSA - CO AHA OKOHYAHMA CPOKa HaKasaHus,
onpeaeneHHOro NPUroBoPOM, BCTYMUBLUMM B 3aKOHHYIO CUAY;

C MOMEHTa BblHECEHUA CyAOM onpeaesieHnA O nNpekpaweHnn npumeHeHnAa NpUuHyaAnTeIbHbIX Mmep
MeANUMHCKOIO XapaKTepa K /nulam, coBepLinBLUUM O6LIJ,€CTB€HHO onacHble AeAHMA B COCTOAHUU
HeBMEeHAEMOCTH,

C MOMEHTa BCTYN/JIEHUA B 3aKOHHYIO CWUJTy ONpPaBaaTe/IbHOro NPUroBOpa, a TaKXKe MOCTaHOBJ/IEHUA
(onpeaeneHnn) o npekpalleHmm gena.
(n. 6.4 B pea. Npukasa CyaebHoro aenaptameHTa npm BepxosHom Cyae PP ot 16.07.2019 N 147)

6.5. B cnyyae nepecmoTpa cyae6bHOro akta no HOBbIM WM BHOBb OTKPbIBLUMMCA 06CTOATENbCTBAM
N OTMeHbl CyaebHOro aKkTa, BCTYNMBLUErO B 3aKOHHYIO CUAY, CPOK XpaHeHusa cyaebHoro aena noanexut
nepecmoTpy.

CooTBeTcTBYIOLLME N3MEHEHMA BHOCATCA B yYeTHblE AOKYMEHTbI apx1Ba cyaa.
(n. 6.5 BBeaeH MNpukasom CyaebHoro aenaptameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)
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6.6. B cnyyae M3MeHEHWs CPOKOB XpPaHeHUA cyAebHbIX Aen U AOKYMEHTOB BHOBb MPUHATbIMU
HOPMATMBHbLIMM MPABOBbLIMM aKTaMM HOBbIE CPOKU XPaHEHMSA PACNPOCTPAHAIOTCA HA AeNa U AOKYMEHTDI,
3aKOHYEHHbIe [e/10MNPoM3BOACTBOM (B TOM UMC/Ie 3aKOHUYEHHbIe Ae/0NPOU3BOACTBOM A0 BCTYNNEHUA B
CUY HOPMaTMBHO-MPABOBbLIX aKTOB, YCTAaHAB/AMBAIOLMX HOBbIE CPOKU XPaHEHMA), 3@ UCKIIOUYEHUEM TeEX
OEeN U JOKYMEHTOB, KOTOpble BblIM BHECEHbI B ONUCKU A/l MOCTOAHHOIO XPaHEHWUS U aKTbl O BblAENEHUN K
YHUUTOXKEHUIO [OKYMEHTOB, COr/1aCOBaHHble C 3KCMepTHOM Komuccuen cyga, c¢ IMK apxuBHoro
yupexKaeHus (Mpy Hainuum Jorosopa) v yTBEep:KAEHHbIE NpeacesaTenieM cyaa A0 BCTYN/IEHUS B CUay
HOPMATUBHbIX MPABOBbIX aKTOB, YCTAHOBMBLLNX HOBbIE CPOKU XPaHEHUA.

(nyHKT B peaq,. Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP ot 14.06.2022 N 97)

6.7. Haxogawmecs B apxuse gena, o KOTOPbIM UCTEK CPOK XPaHEHUS, YCTAHOB/IEHHbIM MepeyHem
OOKYMEHTOB, OTOMPAOTCA K YHUUTOXKEHWUI0. PaboTy no oTbopy AeN K YHUUTOXKEHMUIO OCYLLEeCTBASIOT
paboTHMKM apxmnBa cyaa.

6.8. OT6OP apXMBHbIX AEN K YHUUTOXKEHUIO odopmAaseTca akTom (npunoxkeHne N 14 K HacToswein
WHCTPYKLMK) U NPOU3BOAUTCA TONIbKO MOCNAE COCTAB/JEHMA OMUCEN AeN NOCTOAHHOrO U BPEMEHHOrO
(cBbiwe 10 neT) XxpaHeHUs 3a 3TOT e nepuoa,

ApPXMBHblE Aena BKAOYAOTCA B aKT O BbIAENEHMU K YHUUTONKEHUIO AOKYMEHTOB, He nosiexallmx
XpaHeHWIo, eCV NPeayCMOTPEHHbIN A1 HUX CPOK XPaHEHMA UCTEK K 1 AHBapA roaa, B KOTOPOM COCTaB/IeH
aKT.

6.9. ena c otmeTKoi "IMK" nognexkat NOMCTHOMY NMPOCMOTPY B LLENAX BbIAB/IEHUA JOKYMEHTOB,
noanexalinx NOCTOAHHOMY XpaHeHMUto.

6.10. U3 oTOBpaHHbIX K YHUUYTOXKEHMUIO CyAEOHbIX AeN Ha MOCTOSHHOEe XpaHeHuMe HeobxoaMmo
M3bIMaTb NOAJIMHHUKM pPeWEeHnin, cyaebHbIX NpUKasoB, NPUroBOPOB U NOCAEAYIOWMX ONpeaeneHnii n
NOCTaHOB/NEHWIA, B TOM YMC/IE BbILIECTOALWMX CYA0B. M3 NpeKpaLLeHHbIX 4N, AN N0 UCKaM, OCTaBNEHHbIM
6e3 paccMoTpeHus, HEOHBX0AMMO OCTaBUTb MOAJIMHHUKMW ONpeaesieHNn O NPeKpaLLeHUn NPon3BOACTBA
no geny, o6 octaBneHUM UcKa 6e3 paccMoTpeHuUs.

Ha cyaebHbix peweHuax, cyaebHbIX MOCTaHOBAEGHUAX M MOCAeAyOWMX OnpeaeneHusax W
NOCTaHOB/IEHMAX BbILLECTOALMX CYA0B NPOCTaBAAOTCA PErMCTPALMOHHbIE HOMEpPA Ae, U3 KOTOPbIX OHM
M3bATbI. 3aTeM [AOKYMEHTbl MOALWMBAIOTCA MO MOPAAKY HOMEPOB Aen B OTAe/bHble Hapagbl M
NOMeLLatoTCA B TBEPAYHO 0BNOKKY.

MpuobLeHHble K cyaebHoMy Aeny SN1eKTPOHHbIe HoCUTeNN MHpopMaLMK (AUCKKU, ANCKETbI, dreLu-
KapTbl) YHUUTOXKAOTCA OAHOBPEMEHHO C AE/10M NYTEM UX GUINYECKOTO YHUUTONKEHUA UNN YHUUTOKEHUSA
NPOrpaMmHO-TEXHUYECKMMUN CpeacTBaMMU.

6.11. M3 apxuBHbIX Aen, NogNexalunX YHUUTOXKEHUIO, OCTAOTCA HA XpPaHEeHUe NYHble JOKYMEHTbI
(nacnopTa, BOeHHble BUAETbI, TPYAOBbIE KHUMXKMU U ApYyrMe IMYHbIE AOKYMEHTbI), KOTOPbIE MOMELLAOTCA
B OTAE/IbHYIO Narky, CoOAepPMKaLlyto BHYTPEHHIOK ONUCb AOKYMEHTOB. B onuck BHocATCA: damuama, uma,
OTYECTBO B/Iafe/bLia AOKYMEHTa, HAMMEHOBaHWE JOKYMEHTa M HoOMep gena (Npou3BoACTBa), M3 KOTOPOro
OH M3bAT, rof4, PacCMOTPEHUA Aena, HoMep M AaTa akTa 06 yHuuToXeHuu gena. HesocTpeboBaHHble
NINYHbIE AOKYMEHTbI XpaHATCA B apxuBe 75 neT, nocne yero yHUUTOXKALoTCA.

6.12. Npu oTHOpPE K YHUUTOXKEHUIO MaTePUaNoB cyaebHOro KOHTPOAA U MaTePUANOB, Pa3peLllaembix
B MOPAAKE WCMOJNHEHUSA MPUroBOPa, M3 HUX U3bIMAKOTCA MOAJIMHHUKM CcyAebHbIX aKToB, B TOM uucie
BbILIECTOALLMX CYA0B, KOTOpble GOPMMPYIOTCA B COOTBETCTBYIOWMIA HapAa paboTHUMKOM apxuBa cyda u
nepeaaroTca Ha NOCTOAHHOE XpaHeHue ¢ cobaogeHmnem TpeboBaHMIt HacToAwel MHCTPYKUMK.

6.13. Mpn cocTaBneHUM aKTa Ha BblaeNeHHble K YHUUTOXEHMIO Aena LOXKHbI CO6J'IIOLI,aTbCF|
cneaymouime npasuna:

Aena pacnosiaratoTcA B akTe NO rogam nUx pacCMoTpeHMA B NnopAaKe BO3PaCTaHNA HOMEPOB Aen,
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B KOHLE aKTa AeN1aeTCA 3alnncb O TOM, 4TO U3 €N U3DBATbI NOO/TUHHUKA CyAE6HbIX DELUEHMVI, TNYHbIE
AOKYMEHTbI.

6.14. AKTbl HQ YHUYTOXEHME OOKYMEHTOB PacCMATPMBAlOTCA M COrAacoBbIBAOTCA Ha 3acedaHumn
3KCNEepTHOM KOMMUCCUKN CyAa OAHOBPEMEHHO C ONMUCAMM Ha Aefia NOCTOAHHOIO XPaHEeHMA U MO IMYHOMY
cocTasy.

Mocne yTBepXAaeHWs wu cornacoBaHus IMK  apxuBHOro yypexaeHus (Npy  HanuMumm
COOTBETCTBYHOLLEIO AOroBOPa) oNmnceit Aen NOCTOAHHOIO CPOKa XPaHEHWUA M NO IMYHOMY COCTaBYy OMUCH
OeN N aKTbl O BblAENIEHUN K YHUUTOXKEHUIO AOKYMEHTOB, He MoAJ/IeXKaluux XpaHeHUto, yTBepKaatoTcaA
npeacepatenem cysa, nocae Yero Aena, BblAe/IeHHbIE MO aKTY K YHUUTOXKEHMIO, MOTYT ObITb YHUUTOMKEHDI.

6.15. AKTbl O BbIAENEHUM AN K YHUUTOXKEHWIO NOALWMBAOTCA B OTAEe/IbHbIM Hapag B
XPOHO/MIOrMYeckom nopsagke. B perucrpaumoHHbiX KypHanax (rpada - npuMmevaHue) MAM y4yeTHo-
CTAaTUCTMYECKMX KapTOYKax (cneumanbHbli MNYHKT WAM cBobogHoe none) aenaetcs OTMeTKa 06
YHUUTOXEHUWN AeNla C yKasaHMeM HOMepa, AaTbl aKTa M NPOTOKO/a 3aceAaHusa 3KCMepTHOM Komuccum
cyaa.

6.16. ApxnBHble gena, nogsexawme YHUUYTOXKEHMUIO, NOCAe YTBEPKAEHMA aKTa O BblAENEHUN K
YHUUTOXEHMNIO apPXMBHbIX AOKYMEHTOB, He NogaexKawux xpaHeHuto (npunoxkeHne N 14 K HacTosLiein
MHCTPYKLMK), CAQIOTCA Ha YTUAU3ALMIO B CEeLMaM3MpoBaHHbIe OpraHmn3aumun.

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

B cny4yae otcyTcTBUA OpFaHM3aLI,MI\;I, nponssogAwnx ytTmanmsaumno B 4aHHOM permoHe, AOKYMEHTbI
YHUYTOXKAOTCA cneuynanbHO CO3AaHHOl7I Ha OCHOBaHUWM pacnopAXeHnA npeacenartena cyga KOMUCCUEN
nyTem COXXeHna nnmn MeXaHUYecKom nepepa60TKM, O 4Yem COCTaBNAETCA aKT.

6.17. Mepen nepenavein Ha YHUUTOXKEHNE AOKYMEHTbI YNaKoBbIBAOTCA, @ B HEOBXOAMMbIX CAy4anx
oneuvatbiBatoTcA. [Mepepaya odopmaseTca NPUEMO-CAATOYHON HaKnagHoW (akTom), B KOTOPOI
yKa3blBalOTCA AaTa nepesayu, KOJIMYECTBO BKAIOUYEHHDBIX B aKT e/ U APYIUX LOKYMEHTOB, BeC BymMarKHOM
MaKynaTtypbl.

6.18. Tlorpyska, BbIBO3 Ha YTUAM3ALMIO WU YTUAM3AUUA OCYLLECTBAAIOTCA MOJ KOHTpOJem
YNOJHOMOYEHHOTo PaboTHUKaA cyaa.

6.19. 3I'IEKTpOHHbIe dpXmuBHblIE AeNla C UCTEKWWMMUN CPOKaMM XpPaHEHUA noanexat BblAENNEHUIO K
YHUYTOXEHUIO B NnopAgKe, YCTAaHOBJZIEHHOM AN1A OOKYMEHTOB Ha 6yMa)-KHOM HOCuUTene, nocne 4yero
nposoamnUTCA UX ¢M3MH€CKO€ YHUYTOXEHUNE NN YHUUTOXKEHNE NPOrpaMMHO-TEXHNUYECKMMMU CpeacCTBaMm C
COOTBeTCTByIOLLLeVI OTMETKOM B aKTe 0 BblAeNEHNUN K YHUYTOXKEHUIO JOKYMEHTOB.

6.20. 3anpeLaeTca NCNoAb30BaHNE OTOBPAHHbIX K YHUUTOXKEHWUIO AN ANA XO3AUCTBEHHbIX HYXK .

7. Nepepaua gen (3NeKTPOHHbLIX aen) B apxus cyaa. Nopaaok
XpaHeHUA apXUBHbIX Aen (3NEeKTPOHHbIX aPXMBHbIX Aen)

7.1. lena NoCTOAHHOIO XpaHeHWA, BPEMEHHOro xpaHeHus (cBbiwe 10 neT) nepenatoTcs B apxmBs
CyAa He nosaHee Yem Yyepes rof Nocse 3aBepLUeHUs Aen B A4eN0NPOU3BOACTBE NO ONUCAM Aen CyAebHbIX
Konnerni, cyaebHbIX COCTaBOB, CTPYKTYPHbIX MOAPA3AENEHNN.

JOKymeHTbl NO /JIMYHOMY COCTaBy CyAel KacCauMOHHbIX CyAOB OOLWeN HpUCoMKLMK,
anenNAUMOHHBIX CyA0B 0bLLEN IOPUCANKLMMN, BEPXOBHbIX CYA0B pecnybnK, KpaesblX M 061aCTHbIX CY40B,
CynoB ropogos ¢denepasbHOro 3HayeHus, CyAoB aBTOHOMHOM 06/1acTM M aBTOHOMHbIX OKPYros
nepegaoTca B apxmBe cyaa no nctedeHmm 10 neT co AHA 0CBOOOXKAEHNA OT AOJIKHOCTU CyAbW (OTYMCNEHUS
n3 WraTa cyaa); denepasnbHbiX rocyAapCTBEHHbIX FPAaXKAAHCKUX CAYXKaLLMX - NO ncteyeHmmn 10 neT co gHsA
YBOJIbHEHMUS.

(8 pea. NMpukasa CyaebHoro aenaptameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)
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7.2. JOKYMeHTbl BpemeHHOoro xpaHeHus (8o 10 neT) nnm "ao mmHoBaHusA HagobHocTK" B apxuB cyaa
no oblemy npasuay He nepeaaroTcs.

Mo peweHuo npeacepatens Cyaa B WCKAOUYMTENbHbIX C/Aydasx (OTCYTCTBME BO3MOMKHOCTU
obecneyeHnss COXPaHHOCTU AOKYMEHTOB BpeMeHHOro xpaHeHua (go 10 net) mam "Ao0 mMMHOBaAHWUA
Hago06HOCTN", COOTBETCTBYHOLLMX MOMELLEHWUI ANA UX XPAaHEHMA B CTPYKTYPHbIX NOAPa3LeneHnsax cyaa u
WHbIX) TaKMe OOKYMEHTbl MOryT ObiTb NepefaHbl B apXMB CyAa MO OMUCAM Aef, KoTopble BeayTca B
3/IeKTPOHHOM BUAeE B cyaebHoM Konnernu, cyaedbHom coctaBe UK CTPYKTYPHOM NoApasaeneHmm cyaa.

MoarotoBKa Aen BpemMeHHOro xpaHeHua (o 10 net) wam "o mMMHOBaHWS HagobHocTU" ans
nepefayv B apxvB, a TaKKe nepegaya TakMX AN B apXMB Cyda OCYL,ECTBAAETCS B COOTBETCTBUM CO
CPOKaMM, yCTaHOBAEHHbIMU NyHKTamm 5.1, 7.1 HacToswen UHCTpyKuuu.

(ab3aL, BBegeH MNpukasom CyaebHoro aenaptameHTa npun BepxosHom Cyae PO ot 14.06.2022 N 97)

Takue gena AoIKHbI 6bITb NOAWMKTLI. Ha 06/10}KKe YKa3biBalOTCA: HAMMEHOBaHMe cyAa; 3aro/loBoK
aena (Toma); dbamnnus, Ma, 0OTYECTBO OCYXKAEHHOTO INLA U NONHOE HauMeHOBaHUe CTaTbM YION0BHOTO
Kogdekca Poccuiickoit ®egepaumn, No KOTOPOWN NULO OCYKAEHO; GamMUanNs, MHULMA/bI UCTLA, OTBETYMKA
(HaMmeHoBaHWe opraHuMsaumu); cyTb WCKa (3aABNEeHUA); AaTbl Hayasa WM OKOHYAHWA nOena; Homep
npou3BoACTBa NO AeNy; UHAEKC Aena; HOMepP TOMA; CPOK XpPaHEeHMA Aena C YKazaHWeMm AaTbl, 40 KOTOPOi
OCYLLECTBASIETCA XpaHEeHUe; NoANUCHL CYAbW, PacCMOTPEBLLEro Aeno (¢ paclwndpoBKoi nognucu).

Mo wCTeYeHMM CPOKA XpPaHEeHUs WAM MO MWMHOBAHMU HAZOOHOCTU [OKYMEHTbl BPEMEHHOro
XpaHeHus (ao 10 net) uam "A0 MMUHOBAHWUA HAaAOBHOCTU" YHUUTOXKAOTCA B NopsAKe, YCTaHOBEHHOM
HacToswen UHCTpyKumnen, o yem coctaBnaeTca akT (npunoxeHue N 14 K HacToAwen UHCTpyKumn).

(n. 7.2 B peq. MNpukasa CyaebHoro genaptameHTa npu BepxosHom Cyae PP ot 16.07.2019 N 147)

7.3. DNEeKTPOHHbIE IOKYMEHTbI BpeMEHHbIX CPOKOB XpaHeHMA A0 10 NeT BKAUNTENbHO XPaHATCA B
TeyeHue yCTaHOBNEHHOro CPOoKa B MHGOPMALIMOHHOM cucTeme (XPaHMANULLE SNEKTPOHHbIX OKYMEHTOB) B
dopmate, B KOTOPOM OHM BbINN CO3AaHbI UM BKAKOHYEHbI B MHPOPMALMOHHYIO cucTtemy. B apxus cyaa
Takue JOKYMEHTbI He nepeaatoTca.

7.4. Nepepaya agen, B TOM Yucae Aen BPeMeHHOro xpaHenua (oo 10 net) nam "Ao0 MUHOBaAHUSA
HagobHOCTN", B apXMB CcyAa OCyLecTBAAEeTCs Mo rpadumKy, cornacoBaHHOMY € cyaebHbIMM coCTaBamu,
CyAeBbHbIMU KONNETNAMM, CTPYKTYPHBIMW NOAPA3AENEHMAMN, NEPesaloLMMN AOKYMEHTbI B apXuB, U
YyTBEPXKAEHHOMY NpeaceaaTenem cyaa.

(n. 7.4 B pepn, Mpukasa CyaebHoro genaptameHTa npu BepxosHom Cyge PP ot 14.06.2022 N 97)

7.4.1. Mpuv nepegaye gen Ha BymarkHOM HOCUTele B apXmB cyaa PaboTHMKOM apxMBa NpoBepseTca
NPaBUAbHOCTb MX GOPMUPOBAHMNA, OGOPMIEHUA U COOTBETCTBME KOIMYECTBA AN, BKAKOUYEHHbIX B ONUCH
Aen, Konmyectsy Aes, cGOPMMPOBAHHbIX B COOTBETCTBUM C HOMEHKNATYpOM. Bce BbiAB/AEHHblE MpU
NpoBepKe HeAOCTaTKN B GOPMUPOBAHUN U 0DOPMAEHUN aen PaboTHUKK cyaebHoro cocTasa, cyaebHol
KO/INEermu, CTPYKTYPHOro noapasaeneHuns obasaHbl yCTPaHUTD.

7.4.2. MNprem-nepegaya Aen B apxme cyaa NPoM3BOAMTCA PabOTHMKOM apxMBa CyAa B MPUCYTCTBUK
paboTHMKa cyaebHoro coctaBa, cyaebHOM Konnernu, CTPYKTYPHOro noapasgeneHuva cyga. Ha
3K3EeMMNJIAPAX ONMCK e NPOCTABAAETCA OTMETKA O Ha/IMUYUK fena. B KOHLLE KaXKaoro aK3emnispa onmcu
YKa3blBalOTCA UMPpamum M MPOMUCbIO KOAMYECTBO (AKTUYECKM MPUHATbIX B apxuB [Aesl, HOMepa
OTCYTCTBYIOLLMX A€, AaTa Npuema-nepesayun Aes, a TakkKe nognucy paboTHWKa, OTBETCTBEHHOrO 3a
paboTy apxuBa cyaa, v Mua, nepesasllero Aena.

7.5. Mepenaya 3NEKTPOHHbIX AOKYMEHTOB B apxvMB MPOWM3BOAWUTCA HA OCHOBAaHWM oONWcCeW
3N1EeKTPOHHbIX Aen cyaebHoro cocrasa, cyaebHOW KoAnerMu, CTPYKTYpHOro noApasgesneHus cyga no
NHPOPMALMOHHO-TENEKOMMYHUKALMOHHOW CceTU (MpUM HanuuMmM B apxuBe cyda MHGOOPMALMOHHOWM
cucTemMbl) MAK Ha PpU3MUeckn 060CobBNEHHbIX MaTepuanbHbIX HOCUTENAX, KOTOpble NpPeacTaBAAOTCA B
ABYX MAEHTUYHbIX 3K3eMMNAAPaX.
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TexHWYecKoe conpoBoXaeHWe no obecneyeHUo Nepesadn 3NEKTPOHHbLIX AJOKYMEHTOB B apXuB,
CBA3@HHOE C HACTPOMKOW MPOrpamMMmMHbIX KOMMJNEKCOB WM UX (PYHKLMOHMPOBAHMEM, a TaKXke
y40CTOBEpEeHME KayecTBa NnepesaBaeMblix egUHUL, XpaHEHMA 31EKTPOHHbIX AOKYMEHTOB obecneynBaeTcs
paboTHMKamu, oTBevaloWwMMM 33 GYHKLMOHUPOBaAHME MHOOPMALMOHHBIX TEXHONOTUI B CyAe, a TaKKe
paboTHUKamu ¢unmnanos Prey NAL, CynebHoro aenaptameHTa.

7.5.1. Npu nepenaye sNEeKTPOHHbIX JOKYMEHTOB B apXMB Cy/Aa BbIMOJHAIOTCA CAeytolWne OCHOBHbIe
npoueaypbl paboTbl C AOKYMEHTaMMU:

dopmupoBaHMe B MHOPOPMALMOHHOW CUCTEME CyAa 3NEKTPOHHbIX Aef, ABAALMXCA
COBOKYMHOCTbO KOHTEMHEPOB 3/IEKTPOHHBIX AOKYMEHTOB W/IM KOHTEMHEPOM 3/IEKTPOHHOTO AOKYMEHTAa,
COAEPMKALMM KOHTEHT M MeTaZaHHble 3/1eKTPOHHOrO AO0KYMEeHTa, ¢ali/ibl 3/IeKTPOHHbIX nognucein m
BM3Ya/IM3MPOBAHHYHO KOMUIO TEKCTOBOTO 3/IEKTPOHHOTO A0KYMeHTa B popmaTe PDF/A;.

bopmMMpoOBaHME OMUCK INEKTPOHHbIX AEN, AOKYMEHTOB cyaebHOoro coctaBa, cyaebHow Konnernm,
CTPYKTYPHOro NoApasgeneHunsn cyaa;

NpoBepKa apXMBOM CYAa 3/EKTPOHHbIX AOKYMEHTOB Ha Hanuume BPEAOHOCHbLIX KOMMbIOTEPHbIX
nporpamm;

NpOBEpPKa BOCMPOM3BOAMMOCTU 3/IEKTPOHHBIX JIOKYMEHTOB;

npoBepKa ¢M3M‘-IeCKOI'O M TEXHMYECKOro COCTOAHMA HOCUTENeMn (I'Ipl/l nepegayvye 3/1EKTPOHHbIX
AOKYMEHTOB B apXu1B Cyada Ha ¢M3MH€CKM 060cob1eHHbIX MaTepPUanbHbIX HOCMTEJ’IHX).

7.5.2. Tlpuem 31EKTPOHHbIX [OKYMEHTOB B apxMB cyda no  MHGOPMALMOHHO-
TEeNIeKOMMYHMKAUMOHHON ceTu (Npu Haanuum B apxuBe cyga MHOOPMALMOHHOM CUCTEMbI) MAWM Ha
du3mnyeckn 060cobIeHHbIX HOCUTENAX OPOPMASAETCS COCTAaBIEHMEM MTOTOBOM 3aMMCU B KOHLIE OMUCHU
3/1IEKTPOHHbIX AeN, B KOTOPOM LUndpamm 1 NPONUCHIO YKa3biBaeTCA KOANYECTBO GaKTUYECKN NPUHATLIX B
aPXUB 3N1EKTPOHHBIX AN M 3NEeKTPOHHbIX AOKYMeHTOB. MTorosaa 3anucb NoATBeEp KAaeTcs NoAnnucamm
paboTHMKa, OTBETCTBEHHOTO 3a paboTy apxMBa cyda, U paboTHUKA, NepeaaBLIero 3/IeKTPOHHbIe Aena u
OOKYMeHTbl. lMpu npuveme Ha apxXMBHOE XpPaHEHWe 3NEKTPOHHble Aefla 3aBepAloTCA 3/1EKTPOHHOW
nognucbio NpeaceaaTens cyaa uam ynoaHOMOYEHHOTO UM L.

7.5.3. MNocne npuema B apPXMB 3/EKTPOHHbLIX AOKYMEHTOB Ha ¢usnyeckm o060cobaeHHbIX
MaTepuanbHbIX HOCUTENAX BKAA4bIWM, MOMELeHHble B GYyTAAP eAuHUUBI XPaHEeHMA B CTPYKTYPHOM
noApasfeneHnn, 3aMeHAKTCA Ha BKNaabliwn, opopmMaeHHbIE B apXmBe.

Ha Bknagpllwe, nomeuwiaemom B OYyTAAP eAMHUUBI XpaHeHWs, 0hOopMAAEMOM B apxuBe,
YKa3blBaloTCA:

HaMmeHoBaHMe cyaa (NosiHoe, COKpaLLeHHoe);
Homep $oHAa;

HOMeEp OMMCU EKTPOHHbIX Aen;

HOMep Aena no onucu;

OTMeTKa O CcTaTyce 3K3emnasApa 3/1eKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHoOW) uan "Pab."
(pabounit);

KpaﬁHME AaTbl JOKYMEHTOB 3/1IEKTPOHHOIO A€ena,

npu H806X0,CI,I/IMOCTI/I Od)OpN\I'IFHOTCFl AOMNO/ITHUTENbHbIE OTMETKU 06 orpaHn4yeHnn AOocrtyna kK
AOKYMEHTaM.



Bknagbiw nomewaetca B ytaap epusmyeckn o60cob6AeHHOr0 MaTePUANbHOIO HOCUTENA TaKUM
obpa3om, 4tobbl HaANMCKU Ha HEM BblIN BUAHbI NPU 3aKpbiToM dyTaApe.

Hagnucu Ha BKnagplwax NeyaTatoTcad WMAM HAHOCATCA OT pPYKM pasbopumBbiM  MOYEPKOM
CNeunanbHbIMM  BOAOCTOMKMMM  YepHUNamu. BO3MOXKHO MCNOAb30BaHWE LWTAaMMOB W ApPYrux
aHaNOrMYHbIX CPEACTB.

7.6. Mpu npueme 3MEKTPOHHbIX AOKYMEHTOB HA XpPaHEHME B apXMB Yy4MUTbIBAlOTCA (aKTOpPbI:
OrpaHMyYeHmA Ha Npuem 3NeKTPOHHbIX JOKYMEHTOB; 3aBepLUIEHHOCTb NpoLecca Co34aHNA 3NEKTPOHHOro
OOKYMEHTa; Hanumne 3aKOHOoAaTeNIbHbIX aKTOB, NPEnATCTBYIOWMX Nepegaye 31eKTPOHHOro0 AOKYMEHTa;
HannumMe HeobXO4MMOWM CONPOBOAUTENLHOM [OKYMEHTAUMW; COOTBETCTBME TWUMA 3/IEKTPOHHOIO
060pYA0BaHUA PA3UUYHBIM PEXMMAM XPaHEHUA SNEKTPOHHbIX SOKYMEHTOB.

7.7. Oena, no KoTopbiM cyaebHble pelweHus He obpalieHbl K WCMNOMHEHUIO B MOPAAKE,
npegycmoTpeHHOM UHCTpyKumamu N 36, 161, B apxuB cyga He nepearoTca.

Ha y4eTHO-CTaTMCTMYECKOM KapToUKe AenaeTca OTMETKa O nepeaaye Aena B apxums.

7.8. MNoctynuBluMe B apxuB cyda Aena W Apyrne [OOKYMEHTbl XpaHATca no ¢oHaam B
XPOHONOrM4YecKom nopagke.

7.9. ApXMBHbIe Aena CUCTEMATUSUPYIOTCA COrnacHoO onncam Aen n NoOMeLwatoTca B KOpO6KVI.

Ha Kopellke 0610KN Kaxa40 KOPOBKM YKa3bIBalOTCA HavaibHble N KOHEeYHble perncTpaLmoHHble
Homepa Aen, NOMeLLEHHbIX B KOPOBKY.

8. YueTHOo-cnpaBoYHbIi annapaTt apxusa. ABTOMaTU3NPOBAHHbIN
YYETHO-CNPABOYHbINA annapaT apXxuBea

8.1. [na obecneyeHns COXPAHHOCTM W MOUCKA aAPXMBHbIX [OOKYMEHTOB, MWCNO/b30BAHMA
cogeprKallenca B HUX MHPOPMaLLIMK B apXMBe CO34aeTCA Y4ETHO-CNPaBOYHbI annapar.

8.2. B cocTaB y4eTHO-CNPaBOYHOro annapara BXo4AT:
y4eTHasa LOKyMeHTauums;

KapTOTEeKMW, B KOTOPbIX CBEAEHWMA O COAEPXKaHWUU [AOKYMEHTANIbHbIX MaTepuanoB OTpaxkeHbl Ha
andaBUTHBIX U PErUCTPALMOHHBIX KapTOYKax;

metToanyeckume I'IOCO6VIFI Nno pPas/nyHbiMm BUAAM aAPXUBHbIX pa60T n ,El,OKyMeHTafIbHOVI 4yactun
[e/10NPOM3BO/ICTBa;

NUcTopumnyeckme cnpaBkn U A40NOJIHEHNA K HUM KaK HOCALWNE NepPBUYHYIO Mchopmau,mo.

8.3. ABTOMaTM3MPOBaHHbIN y4eTHO-CNPaBOYHbIMA annapaT apx1Ba (Aanee - aBTOMaTU3UPOBaHHbIN
YCA) - KOMNIEKC 31EKTPOHHbIX CNPABOYHMKOB (6a3a AaHHbIX ONMCAHUI LLOKYMEHTOB), NpegHa3HaYeHHbIX
ANA 3PEKTUBHOrO NOUCKA apPXMBHBIX OKYMEHTOB U MHPOPMaLMN.

8.4. ABTOMaTM3NPOBaHHbIM YCA moxKeT 6a3npoBaTbCsa Ha MHPOPMALMOHHO-MOUCKOBON CUCTEME,
CO37aBaemMoOi B TeKywem [Je/IoNpPou3BOACTBE CyAa (3N1EKTPOHHble CMpPaBOYHbIE KAPTOTEKM,
HOMEHKNATYpPbl, KNaccupuKkaTopbl).

OCHOBHbIMW MONSAMWU  3/IEKTPOHHOM PErnCTPALLMOHHO-KOHTPOJIbHOM KapTouku (manee - PKK)
ABNAIOTCA: aBTOP (KOPPECNOHAEHT), HasBaHUe BUAA AOKYMEHTA, AaTa, MHAEKC AOKYMEHTa, 3aro/loBOK
(KpaTKkoe copeprkaHue), Pe3ooLMA, CPOK UCNOJTHEHUSA, OTMETKA 06 UCMOJIHEHUK, aPXUBHbIV WNP.

Mowuck MHd)OpMaLI,MM O AOKYMEHTe MOMKeT OCYLLEeCTBAATbCA KaK no ogHomy nonto PKK, Tak u no
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KOMBUHaUMKM nonen.

8.5. Mone PKK "Homep aena no HomeHknaType" aBnseTca CBA3YOLWMM NOMCKOBbIM PEKBU3UTOM NPU
nepexoe oT NOMCKa MHPOPMaLMM Ha YPOBHE AOKYMEHTA K MOUCKY HA YPOBHe Aena.

Mpn HannMuMM 3NEKTPOHHON HOMEHKNATYPbl B aBTOMATM3MPOBAHHOM PeEXKMME OCYLLECTBNAETCA
CNMcaHWe LOKYMEHTOB B A€/10 U U3B/IeYEHUE AOKYMEHTOB U3 Aena.

OCHOBHbIMW MOUCKOBbIMW PEKBU3UTAMU HOMEHKNATYPbl ABAAIOTCA: UHAEKC Aena, 3aroNI0BoK Aena
(Toma), KonmyecTBo gen (TOMOB), CPOK XpPaHEHUSA M CTaTbsA MO NepPeyHto.

8.6. dneKTpoHHble PKK aBAstoTCA OCHOBOW A/1A CO34aHMA aBTOMaTU3MPOBAHHOIO KaTasora.

Ecnau B TpaanumoHHom YCA BUAbI U Pa3HOBUAHOCTU KaTaioroB (CUCTEMATUYECKMIA, TEMATUUYECKUN,
UMEHHON M Ap.) cBA3aHbl Mexay coboi CMCTEMOI OTCbINOK, TO B aBTOMaTM3MPOBAHHOM pexKume
dopmupyeTca 0ANH 3NIEeKTPOHHbIN KaTasnor, coaep Kallunii onMcaHne Ha YpoBHE AOKYMEHTa UK aena.

Mpuv OTCYTCTBMM aBTOMATU3MPOBAHHOMN CUCTEMbI PErUCTPaLLMM OKYMEHTOB co3aaeTcs 6a3a AaHHbIX
onuncaHui Ha ypoBHE AOKYMEHTA (3/1eKTPOHHBINM KaTanor).

OCHOBHbIMW PEKBU3UTAMWU OMWUCAHWUIA B 3/MEKTPOHHOM KaTasore ABAAIOTCA: MHAEKC, HasBaHWe
¢doHaa, Homep poHAa, HOMEP OnMcK, HOMeEp Aena, HOMepP ANCTa. PeKBU3KTLI: HasBaHWe PpoHAA, HOMeEpP
$oHOa, HOMeEp OnucKu, Homep Aenla, HOMEep /NCTa COAEepPMKaT Y4YeTHble XapaKTePUCTUKM U MOTyT
TpaHcHOPMMPOBATLCA U3 YYETHOW aBTOMATU3MPOBAHHOM CUCTEMBI.

8.7. [OKymeHTbl, nogsexawme nepegaye Ha [MOCTOAHHOE XpaHeHWe, nepeparoTca B
rocyAapCTBEHHbIN apXnB BMecCTe C aBTOMaTu3npoBaHHbImM YCA.

Hannune obAsaTenbHbIX PEKBUIUTOB B CTPYKTYype 6a3 AaHHbIX aBTOMaTusnpoBaHHoro YCA u
npegocrasneHne WHOOPMaAUMM NO 3TUM PEKBU3UTAM B 3NEKTPOHHOM dopmaTe obecneumBaeT
COBMECTMMOCTb 6a3 AaHHbIX apXMBa cyda M aBToMaTusnpoBaHHoro YCA rocyaapcTBEHHOro apxmBea.

9. YyeT fOKYMEHTOB B apXuBe cyaa

9.1. Yuer AOKYMEHTOB B apxuBe Cyda - 3TO CPeACTBO KOHTPOA 3@ HA/IMYMNEM U obecneuyeHnem mx
COXPaHHOCTHW.

OCHOBHbIMW €AMHULAMM YyYeTa XPaHEeHMA aPXMBHbLIX JOKYMEHTOB ABAAIOTCA: Ae/10, SNeKTPOHHOoe
aeno.

Yuety noanexkaT BCe XPaHALLMECA B apXMBE CyAa AOKYMEHTbI, BKAOYAA AOKYMEHTbI MO JANYHOMY
COCTaBy M OMWCK A/, B TOM YNCE B INEKTPOHHOM BUAE.

9.2. OcHOBHbIMU (06A3aTENBHBIMM) YYETHBIMU LOKYMEHTAMM apXmBa CyAa ABNSAIOTCS:
nacnoptT apxusa (npunoxeHune N 15 K HacToAwel NHCTpyKumKn);

yyeTHble CBEAEHUA O AOKYMEHTaX, XPaHALLMXCA B apxuee cyaa <1> (npunoskenne N 16 K HacToAwein
NHCTpYKLMK);

<1> 3anosiHseTca AONOJHUTE/IbHO K MacrnopTy apXmBa CyAamMu, OCYLLLECTBAAIOWMMU XPaHeHUe aen
BpemeHHbIX (40 10 neT) cpoKoB XpaHeHUs Uan Ao MUHOBaHMA Haao6HOCTM" B apxMBe cyaa.

KHUra yyeTa MOCTYN/AeHUA U BbIObITUA Aen, OOKYMeHTOB (npunoskeHne N 17 K HacTosLein
NHCTpYKUMN);



cnucok ¢oHaoBs (NnpunoxkeHune N 18 K HacToswen NHCTpyKLummn);
nuct doHaa (npunoxkenne N 19 K HacToAwen NHCTpyKumn);

onucu gen (npunoxenusa N 5, 6, 7, 8, 9 K HacToALLel UHCTpyKLMK);
peecTp onuceli (npunoxkeHme N 10 K HacTosaLlen UHCTpYKLUUK).

[aHHble 06 06beme KOHTeliHepa 3/1eKTPOHHOro AOKYMEHTa MPU yyeTe B YYeTHbIX AOKYMeHTax
oTpakatoTcs B merabantax (M6).

9.2.1. Nacnopt apxmBa (npunoxeHne N 15 K HacToswen UHCTPYKLMKN) COCTaBAAETCS eXerogHo,
OTpaKaeT COCTaB, COCTOAHNE, 0OBEM U YCNOBUA XPAaHEHUA AOKYMEHTOB M XPAHUTCA NOCTOAHHO.

MacnopT apxmBa COCTaBAAETCA MO COCTOAHMIO Ha 1 aekabpsa oTYeTHOro roaa.

Mpy HanMuMmM AOroBopa C rocyAapCTBEHHbIM apXMBOM MAacMoOpT apxuMBa COCTABASAETCA B ABYX
3K3eMNAPax: OAMH 3K3eMNAAP HanpaeAAeTcd B rOCYAAPCTBEHHbIM apxvB, BTOPOM XPaHWUTCA B
COOTBETCTBYIOLEM HapPAAE apXx1Ba CyAa.

O6bemMHble NoKasaTtenu AaloTCA B YKA3aHHbIX eaAnHULLaX N3mMmepeHnAa cornacHo d)opme nacnopTa
apxuBa. MCﬂpaBHEHMH, BKNENKN He AO0NnyCKatkoTCA.

B agpecHoi yacTn 6GnaHKa nacnopTa apxvMBa, PacroJIOXKEHHOW B JIEBOM BEPXHEM YI/y, B CTPOKe
"Komy npeacrasnnetca” yka3blBaeTcs Ha3BaHWe rocyaapcTBEeHHOro apxmnea (Npu HanMuum Aorosopa).

B ctpoke "Kem npeacrasasetca’ yKasbiBalOTCA: NOJIHOE HaMMEHOBaHME CyAa, NOYTOBbIM agpec C
yKasaHueM MHAeKca, Koga ropoaa n Homepa TenedoHa (dakc, e-mail).

B paszene "Obwme cBepeHus" 3anonHsaeTcsa cTpoka 101, KoTopas COCTOUT U3 cnesytoLmx rpad:
KonmyecTBo ¢poHAoB (rpada 1);

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

3arpyeHHOCTb apXMBOXpaHUAKLLA B npoueHTax (%) (rpada 3).

B rpade 1 ctpokm 101 yKasbiBaeTca KonnMyecTso GOHA0B, XPaHALMXCA B apxmee cyaa. Ecnv B apxmse
CyZa XpPaHATCA AOKYMEHTbl TO/NbKO OAHOMO CyAa, TO YKasbiBaeTcA umdpa 1; ecam xpaHATCA nena,
OOKYMEHTbI ApYIUX CYA0B, YKa3blBaeTca uudpa No KOAMYeCcTBY XpaHawmxca GoHA0B B apxumBe.

Ka)i-(p,blﬁ d)OHLI,, HE3aBUCUMO OT TOlro, COCTOUT /i1 OH N3 AOKYMEHTOB OAHOI0 NI HECKOJ/IbKUX BUA OB,
YYNTbIBAETCA B NACNOPTE apxXxmnBa TO/IbKO OAMH pas3.

B rpade 2 ctpoku 101 yKasbiBaeTca Naowaab OTAe/1bHOIro NoMeLLEeHNA apxmMBa (apXmMBOXpPaHUIMLLA)
B KB. M MAN CYMMa NOLWAAen BCeX MOMELLEHUN.

Mnowaab U3mepaeTcsa TOYHO U YKa3blBAETCA C TOYHOCTbIO A0 AECATbIX A0/1ei KBaApaTHOro MeTpa -
He MeHee 0AHOro 3Haka nocse 3anatoi. Hanpumep: 5,2 KB. M.

Maowaab pabounx KOMHAT MAK NOACOBHbIX NOMELLLEHUI HEe YyYMUTbIBaETCA.

Mpwn OTCYTCTBUM OTAENBHOIO0 NOMELEHUA ANA XPAHEHUA apXUBHbIX AOKYMEHTOB B AaHHOVI rpacbe
CTaBUTCA NPOYEPK.

Mpada 3 cTpokun 101 3anonHAETCA NPU HAIMYMM OTLENBbHOTO NOMELLEHMSA A/ XPaHEHUA aPXMBHbIX
[OKYMEHTOB B cyAe (apXMBOXPAHWUAULLA) U MPU YCNOBUM 3aN0HeHUs rpadbl 2.



MNokasartenb 3arpy>eHHOCTU apXMBOXPaHUINLLA ABAAETCA CTPOro BblUMCNAEMOM BenM‘-IVIHDVI,
npumepHoe ero onpegeneHne He gonycKaeTcAa.

CTeneHb 3arpy*keHHOCTU apPXMBOXPAHMIMLLA PACCYMTLIBAETCA B MPOLLEHTAX NyTem AeneHus
KOJIMYECTBA XPAHALMXCA B HEM [EN Ha PacyeTHYD BMECTMMOCTb apXMBOXpaHWIMWa (B eAMHULAX
XpaHeHUs) U yMHOXKeHus Ha 100.

PacueTHaa BMeCTMMOCTb apXMBOXPaHWIULLA Onpeaenserca cneayomm obpasom: nsmepseTca B
MeTpax 06LWan NPOTAMKEHHOCTb ANUHbI CTENNAMXKHbIX MOJIOK, 3aHATLIX AOKYMEHTaMW; PaccYUTbiBaeTCA
KOMYECTBO eAMHUL, XpaHeHUA, HaXxoAdALWMXCA Ha OAHOM MOrOHHOM MeTpe MOJIOK, ANsA Yero obuiee
KONMYECTBO eAMHMUL, XpaHeHMA [OeNUTCA Ha KO/MMYECTBO MOrOHHbIX METPOB; KOAMYECTBO eauHUL,
XpaHeHUs, HaxoAALMXCA Ha OAHOM NOTOHHOM METPE, YMHOMWTb Ha 0BLLYIO NPOTAXEHHOCTb CTENNAMKHbIX
NosnoK (B Tom yncne cBobogHbIX).

dopmyna:

o0111ee KOJIUIECTBO XPAHIIUXCS JIeTT

CTETEeHb 3arpy>keHHOCTH (%) = x100

pacdCTHasA BMCCTUMOCTD

Ecan apxmBOXpaHUAMLL, HECKONIbKO, TO CYMMa BCEX XPaHALWMXCA B HUX OeN AeNUTCA Ha CyMMy
pacyeTHOM BMECTUMOCTM KaxKaoro U ymHoKaeTca Ha 100.

B pasgene "CBegeHus o JOKyMeHTax" BHOCATCA CBEAEHUA O AOKYMEHTAX NOCTOSIHHOTO XPaHEHUS,
OaHHble 0 AOKYMEHTaXxX No IMYHOMY COCTaBY M YKa3blBaeTca cneayollee:

B rpade 1 - KOMYECTBO eANHUL, XPAaHEHUS JOKYMEHTOB MOCTOAHHOIO XPaHEHWUS U MO JIMYHOMY
COCTaBY, HaXO4ALWMXCA HAa XPaHEHUWN B apXMBe Cyaa;

B rpade 2 - AaTa CaMOro PaHHEro M3 XPaHALLMXCA B apXMBE CyAa AOKYMEHTOB;
B rpade 3 - KOHeYHble AaTbl XPAHALLMXCA B apXMBE CyAa AOKYMEHTOB;

B rpade 4 - obuwiee KONMYECTBO A€/, KOTOPble BHECEHbI B YTBEPXKAEHHbIe (cornacoBaHHble) IMK
APXMBHOTO yUYpeXKaeHua onucu;

B rpade 5 - camble paHHME rofpl, 33 KOTOPblE AOKYMEHTbI, BHECEHHbIE B OMMUCK Ae/, XPaHATCA B
apxuBe cyaa;

B rpade 6 - camble No3gHMe rodbl, 3a KOTOpble AOKYMEHTbl, BHECEHHbIE B YTBEPMKAEHHbIE
(cornacoBaHHble) IIMK apXMBHOTO yUPEKAEHUA ONUCK, XPAHATCA B apXMBE CYAa;

B rpacbe 7 - KONN4YecTBO AeN NOCTOAHHOMO XpaHeHWA, HaXo4AWMXCA Ha XPaHEHUN B apxuee cyaa
nocne ncrte4yeHnA yCtaHOBNIEHHOIO 3aKOHOA4aTe/1IbCTBOM CPOKa UX Npeae/ibHOro XxpaHeHuA B cyae.

lpada 8 3anonHAETCA NyTeM NOACYETa KOIMYECTBA eXKerofHo 06pasytomxca Aen AaHHOro BMAaa B
COOTBETCTBUM C HOMEHK/IaTYpPONA.

B CTPpOKe 201 Ll,enecoo6pa3Ho BHOCUTb AaHHble O Aenax NOCTOAHHOIo XpaHeHWuA OoTAe/ibHO No
rpaXXgaHCKMm, agMNHUCTPATUBHDBIM, YTOTOBHbIM Aenam, AeslaM O6LLI,EFO AenonponssoacTtsea.

B pasaene "Kagpbl" B cTpoke 301 yKa3biBaeTCA KOAMYECTBO LUTATHbIX PabOTHWKOB apxvBa cyaa,
onpeaeneHHoe B LUTaTHOM pacnmMcaHum cyaa.

Ecnv B WTAaTHOM pacnmcaHUKM He NpeaycMOTPeHa A0/MKHOCTb WTaTHOro paboTHUKA apxuBa cyaa,
npv 3TOM npeacesartenem cyfa HasHayeH paboTHMK, OTBETCTBEHHbIN 3a paboTy apxuBa, B 3ToM rpade
CTaBUTCA NPOYEPK.



B pasgene "YcnoBuA XpaHeEHUs [OOKYMEHTOB" NOAYEpPKMBAIOTCA Te CBeAeHWs, KoTopble
COOTBETCTBYIOT YC/I0BUAM XPaHEHUA apXMUBHbIX JOKYMEHTOB B cyde.

B nacnopte apxuBa yKasbiBatoTca pamuana u tenedoH ncnonHutens (coctasurens).

MacnopT apx1Ba noAnucbiBaeTca npeaceaatenem cyaa c NpocTasjaeHMemM AaTbl NOANUCAHMA, NOCae
3aMo/IHEHWA BCEX Pa3ae/ioB 3aBepsaeTca neyaTbio cyaa.

K nacnopty apxuBa NpuKAagblBaeTcA MNOACHUTENbHAA 3anncka, B KOTOPOM YKa3biBaloTcA
cneaytolme cBeaeHus:

06 N3MEeHeHMUAX B HAMMEHOBAHMUM CYyAa;
0 HA/IM4YUM B CyZ,e HOMEHKAATYPbI U MHCTPYKLMM NO AENONPOU3BOACTBY;

NPUYUHbI NU3MEeHEeHNA KOoan4ectBa Aenl No CPpaBHEHUIO C AaHHbIMKX MacnNopPTa npealwecTsytoLlero
roga (KOJ'IVI‘-IECTBO OMUCaHHbLIX Oen, nepegaHHbIX Ha NOCTOAHHOE XpaHeHWE B apXUBHOE y4ypexXgeHue,
CHATbIX C y4€Ta B CBA3U C YTpaTOVI UM HencnpaBHbIMU ﬂOBpE)-K,CI,EHMFlMM);

Hannuue B apxmBe cyaa $oHA0B APYIrUX CYO0B;
0 KaZpoOBOM COCTaBe - Ha/Iume LTaTHbIX paboTHMKOB apxmBa cyaa, ©.1.0. paboTHUKOB;

O MecTe XpaHeHWs OOKYMEHTOB MpW OTCYTCTBMM OTAENbHOTO MNOMeELLeHUA M 0COBEeHHOCTAX
pasmeLleHnsA OKYMEHTOB.

KOHKPETHbIM CMMCOK NPUIOMKEHUA K NACNOPTY apXmMBa MOXKET BbITb COrNacoBaH C rocyaapCTBeHHbIM
apXMBOM, KyAa OH npeacTaBaaeTca.

B cny4vae ecnin apxmBe cyZia pacnosioXKeH B HECKONIbKUX NOMELLEHUAX, MAaCNopPT apXmBa COCTaBAAETCA
EAMHbIﬁ Ha BCe NomelieHnA.

9.2.2. Mpn XxpaHeHMM B apxmBe cyda Aen BpeMeHHbiX (4o 10 neT) cpoKoB xpaHeHus uau "ao
MWHOBaHWA Hago6HOCTU" PabOTHMKOM, OTBETCTBEHHbIM 33 PaboTy apXmBa, eXKerogHo (No COCTOAHMUIO Ha
1 pexkabps) AOMONAHWUTENBHO K MacMoOpTy apxXuBa 3aMOJIHAIOTCA Y4YeTHble CBEAEHMS O [AOKYMEHTaAX,
XpaHAwWwmxca B apxuse cyga (npunoxenne N 16 K HacToAwen NHCTpyKuuK).

Mpadbl yYETHbIX CBEAEHUIA O AOKYMEHTAX, XPaHALLMXCA B apXMBe CyAa, 3amnoIHAOTCA NO aHaIormm
c nacnopTom apxusa. O6bACHUTENbHAA 3aNKCKa He TpebyeTcs.

9.2.3. B KHUIY y4YeTa NocTynaeHusa 1 BblbbITUA Aen, AOKYMEHTOB (npunoxeHne N 17 K HacToAllel
MHCTPYKLMK) NocnenoBaTelbHO BHOCATCA BCE MEPBUYHbIE M MOBTOPHbIE MOCTYNeHUs (BbIObITUA) Aen,
OOKyMeHTOB. Karkgoe noctynneHue (BblbObITME) B npeaenax OTYETHOrO roga noJsiydaeT NopsAKOBbI
HOMep B Ba/I0BOW NOCAe[0BaTe/IbHOCTH.

ExkerogHo Ha 1 AHBapA NOABOAMTCA MTOr KOAMYECTBa MOCTYNUBLUMX M BblBbIBLWIMX 33 rog Aen,
[OKYMEHTOB.

9.2.4. Cnucok ¢poHaoB (npunoxkeHne N 18 K HacToaweln MHCTpPyKLMM) BeaeTcs B apxuBe cyaa,
XpaHaLWemM JOKYMeHTbl bonee ogHoro ¢poHaa. B cnucok poHA0B apxmBHbIN GOHA 3anNMUCbIBAETCSA TO/IbKO
OAMH pa3 MNpu MepBOM MOCTYN/AeHMU B apxuB cyga. Mo cnucky ¢oHAOB B BasOBOM MNopsake emy
NpUcBanBaeTCsA YYETHbIN HOMEP, KOTOPbIN COXPaHAETCA 3a HUM BO BCEX YYETHbIX OKYMEHTaX.

B cnyuyae nepefayn apxusHoro GoHAa B APYroi apxmB, BKAOYEHUA ero B coCTaB 06beANHEHHOro
apX1BHOro GoHAa MW BblAENEHMA BCEX JOKYMEHTOB K YHUUTOXKEHMUIO 0CBOHOAMBLUMICA HOMEP APYromy
apxuBHoOMy GpoHAY He npucBaMBaeTca.



ObbegunHeHHble apxuBHble GOHAbI YYUTHIBAOTCA Ha OOWMX OCHOBaHUAX. Ob6beanHEeHHOMY
apxusHomy ¢oHay, 06pa3oBaHHOMY M3 apxMBHbIX (HOHAOB, paHee YUYTEHHbIX CaMOCTOATE/bHO,
npucBanBaeTca HOMEP 04HO0 13 apPXMUBHbLIX GOHA0B, BKAKOUEHHbIX B €ro COCTaB.

B apxuBax CydOB MNpOCTaBAAETCA HOMep apxMBHOro ¢oHAA, 3a KOTOPbIM OH yyTeH B
rocy4apCTBEHHOM apXMBE M KOTOPbI COXPAHAETCA 3@ HMM NOCAEe MOCTYM/EeHWUA ero AOKYMEHTOB Ha
MOCTOSIHHOE XPaHeHue.

HasBaHMWe apxvMBHOro ¢poHAa BHOCUTCA B CMUCOK GOHAOB Ha OCHOBAHWN UCTOPMYECKOM CNpPaBKM K
$oHAY MU TUTYNIBHOTO INCTa ONUCK Zen.

HasBaHne 06beanHEHHOro apXMBHOro GoHAa COCTOUT U3 0606LWEHHOTO Ha3BaHWUA BKIOYEHHbIX B
Hero apxuBHbiXx GOHAOB, W3 MNEpPeyHA Ha3BaHUM CMEHSBLUMX Apyr Apyra cynoB. KoHKpeTHble
HaMMEeHOBaHWA BCEX CYA0B, AOKYMEHTbI KOTOPbIX BOLW/IM B 06beAMHEHHbI apXMBHbIA GOHA, a TaKKe UX
nepeMmeHOBaHWUA YKasbiBaloTca B aMcTe GoHAa.

B Ha3BaHWM apXMBHOW KONNEKLMM YKa3bIBAaETCA NPU3HaK (Npu3HaKkm) ee GopmMmUpoBaHMS.

ExxerogHo Ha 1 AHBapA K cN1cKy GOHA0B COCTABAAETCA UTOrOBas 3amnmncb O KOANYECTBE apXUBHbIX
$OoHA0B, NOCTYNUBLIMX M BbIOGLIBWMX B TeyeHWe roga, U obuwem Koauyectse apxuBHbIX (HOHAOB,
HaxoAALWMXCA Ha XpaHEeHUM B apxuse.

Cnucok (bOHLI,OB 3aK/1lo4aeTcA B TBEPAYHO o6no>1<|<y, JINCTbl HYMEPYIOTCA, COCTAaBNIAETCA JINCT-
3aBepuTtenb.

9.2.5. /luct ¢doHaa (npunoxkeHme N 19 K Hactoswen MHCTPYKUMM) COCTaBAAETCA Ha KaxAabli
apXuBHbIM doHA. B Hem yumTbiBatoTCA Bce onucu aen poHaa.

JNnct doHAa MOKeT BbITb NepPecocTaB/ieH TONLKO B C/ly4ae, €C/IM OH HEUCMPABMMO NOBPEKAEH UNN
nepecraeT oTpaxKaTb GpaKTUYeCcKoe CoCToAHME U 0b6bem apxmsHoro ¢oHAa. B cnyyae nepecoctaBieHus
nncta poHaa paHee gericTBoBaBLWNIA NCT doHAA nomellaeTcs B Aeno poHaa. B BepxHem npaBom yray
yKasaHHbIX nuctoB ¢oHAa Aenalotca  oTMeTKu: "Jluct nepecoctasneH" C  yKasaHMem [Aathbl
nepecocTaBneHns, A0AKHOCTM M NOAMNUCU COCTaBUTENSA.

JlncTol d)OHAOB XPaHATCA B NOpAAKE HOMEPOB apPXUBHbIX d)OHLI,OB. K KaH(AOVI nanke coCrtaBaAeTcAa
NTNCT-3aBeEpPUTENDL, TAe YKa3sbliBaloTCA Ha4da/ibHbleé U KOHEYHble HOMEpPa apPXMBHbIX d)OH,CI,OB n o6u1,ee
KOJINYECTBO apPXUBHbIX d)OH,CI,OB, JINCTbl KOTOPbIX HaXo4ATCA B NankKe.

9.2.6. Apx1BHble Aena (3N1eKTPOHHbIE apXMBHbIE Aefa) y4MTbIBaOTCA NO onMcam. FogoBble pasaensi
onuncen yumTbIBaOTCA MO TEM KE HOMEPOM, KOTOPbIN 6bl/1 MPUCBOEH OMMUCKU NPU NEPBOM NOCTYMNEHMM.

OnucK gen NoCTosHHOTO U BpemMeHHoro (6osiee 10 NeT) XpaHEHMA HYMEPYIOTCA OTAE/bHO.

9.3. YuyeT nocTtynneHuii gen MNOCTOAHHOrO M BpemeHHoro (6onee 10 neT) xpaHeHua BepdeTca
pa3genbHo.

9.4. CoctaB M $HOPMbl BCMOMOraTeNbHbIX YYETHbIX OOKYMEHTOB ONpeaenAloTcA apXWMBOM cyaa
CaMOCTOATE/IbHO.

9.5. YyeTHble AOKYMEHTbl A0/XHbl HaX0AWUTbCA B OAHOM MECTE W XPaHUTbCA B METaNNYeCcKMX
WwKadax.

9.6. YyeTHble JOKYMEHTbl apxXMBa Cy4a, Kpome onucen aen, npesHasHayalTea A1 cy»KebHoro
NO/1Ib30BaHWUSA 1 NOJIb30BATE/IIM HE BblAAOTCA.

9.7. Yyet nocrynneHmna n BbIObITUSA Aen B apxmee Cyaa ocyu,eCTBiA€TCA Ha OCHOBaHUN:



ONUCKU Aen CTPYKTYPHOro noapasaeneHuns 1 rofoBoro pasgena onucu aen cyaa;
HOMEHKNATYPbl, 3aMeHAI0LLLE rO40BOI pasaen onucK aen;

aKTa O TEeXHUYECKMX OLMOKAx B Y4YeTHbIX AOKymeHTax (npunoxeHne N 20 K HacTosLel
NHCTpyKLMK);

aKkTa 06 obHapyXeHUN AOKYMEHTOB (He OTHOCALMXCA K gaHHOMY GOHAY, apXMBY, HEyUYTEHHbIX)
(npunorkeHue N 21 K HacToAwweN UHCTpyKUMK);

aKTa 06 yTpaTte AokymeHToB (NpunoxkerHune N 22 K HacTosawen NHCTpyKkumm);

aKTa npuema-nepenayn apxuBHbIX AOKYMEHTOB Ha xpaHeHue (npunoxkeHne N 23 K HacToAlleln
NHCTpyKLMK);

aKTa O BbIJENEHUM K YHUUTOXKEHUIO aPXMBHbLIX AOKYMEHTOB, He MNOAJEXallMX XpaHEeHWUo
(npunorkeHue N 14 K HacToAwWweN UHCTpyKUMK);

aKTa O HEMCMNpPaBMMbIX NMOBPEKAEHUAX aPXMBHbIX OOKYMEHTOB (npuaoxkeHne N 24 K HacTosLien
NHCTpYKLMK).

Ha OCHOBaHMM YKasaHHbIX [AOKYMEHTOB BHOCATCA HeEOb6XOAMMble M3MEHEHMA B OCHOBHbIE
(obs3aTeNbHbIE) yYETHbIE AOKYMEHTbI apXMUBa:

B KHWUTY y4eTa NoCTYyN/eHUA U BbIObITUA e, LOKYMEHTOB M B INCT GOHAA - NPU KaXKAOM U3MEHEHUN
B cOcTaBe M 06beme LOKYMEHTOB apXmMBa Cyaa;

B CNUCOK ¢GOHAOB - MPM NOCTYNJIEHUM HOBOTO apxXMBHOro ¢GoHAa WMAW BbIObITUM BCex aen,
AOKYMEHTOB, HAaXOAMBLUErOCA Ha XPaHEHWWM apXMBHOTO ¢OHAA C yKasaHWEM, Kyaa Bblbbl1 apXMBHbIN
$OoHA, a TaKKe AaTbl U HOMEPA AOKYMEHTA, Ha OCHOBAHMM KOTOPOTO OH Bblbbi;

B peecTp onucemn Aen - Npun NoctynneHnn HOBOM onncuK aen nam BblObITUM BCEX eaAnHUL, XpaHeHNUA,
HaXOAMBLueVICﬂ Ha XpPaHeHWN Onucu. Homep BblObIBLUENA ONUCK Aen agpyrmm  onucam agen He
npucBanBaeTCA N OCTaeTCA CBO6OLI,HbIM,'

B OMMUCK AeN - NPU NOCTynAeHUN (0BHapyKeHNe HeyuTeHHbIX JOKYMEHTOB) U/Man BblbbITUM Aen,
OOKYMEHTOB (yTpaTa 4OKYMEHTOB), YY4TEHHbIX B A@HHOW OMUCH.

COOTBGTCTBVI-OLLI,VIG M3MEeHEHNA BHOCATCA BO BCNOMOTraTe/ibHble Yy4eTHble AOKYMEHTbI.

Bce aKTbl, AOKYMEHTUPYIOLME pe3y/ibTaTbl apXMBHbIX PaboT, BKAKOUYAOTCA B A4eN0 GpoHAa, KOTopoe
3aBOAMTCA Ha KaXKablii pOHA, HAXOAALLMIACA Ha XPaHEHUN B apXxuBe.

Odeno ¢oHAa Hapaay C AOKYMEHTaMM, OTpayKkalowmmm uctopuio ¢oHga n dpoHaoobpasosatens,
BK/IIOYAET YUYETHbIe AOKYMEHTbI, XapaKTepuaylolime uameHeHus GpoHaa.

9.8. ApXMB Cya MOXET BECTU TaKKe yyeT B aBTOMaTU3MPOBAHHOM pexume B BUAE yYeTHbIX 6a3
OaHHbIX.

YyeTHble 6a3bl AaHHbIX NTPUMEHAKOTCA BO B3aMMOCBA3N C APYrMMU VIHd)OpMaLI,VIOHHbIN\I/I 6asamu
AdHHbIX, MMerLWMNMNCA B apxmBe cyaa, U OO01KHbI 6bITb COBMECTUMbI C COOTBETCTBYHOWMMU YYE€THbIMU
6aszamu AaHHbIX TOCYy4aPCTBEHHbIX apPXNBOB 1 OPraHOB ynpaB/ieHNUA apPXUBHbIM AE/TOM.

10. MpoBepKa HaNUUA U COCTOAHUA AOKYMEHTOB (3/1eKTPOHHbIX
OOKYMEHTOB) B apXuBe cyaa

10.1. B uensax obecneyeHWa COXPAHHOCTM [AOKYMEHTa/NbHbIX MaTepuasnoB B apxuee cyaa



KOMMCCVIeVI, Ha3HavyaemoMm npeacegatenem cyga WaM ero 3amectutenem, npomsBoauUTCA NpPoOBeEpPKa
Ha/1M4nA U COCTOAHNA apXNUBHbIX AOKYMEHTOB (QHEKTpOHHbIX dPXUBHbIX LI,OKyMeHTOB).

MpoBepKa HaiNuMA U COCTOSIHUS apXMBHbIX AOKYMEHTOB (3N1EKTPOHHbIX apXMBHbIX AOKYMEHTOB)
PaliOHHbIX CYA40B, FOPOACKUX CY0B U MEXPaMOHHbIX CY40B NPOBOAUTCA C y4acTMem npeacTaButenei
ynpasneHus CyaebHoro aenaptameHTa B cybbeKkTe Poccuiickoit Peagepaumu.

10.2. B xoae npoBepKu ocyLLecTBAAeTCA:

YCTaHOB/IEHUE (I)aKTM‘-IeCKOI'O Hanandmna aen (3ﬂeKTpOHHbIX ,a,en) N NX COOTBETCTBUE YYETHbLIM
AOKYMEHTaM;

BblAB/IEHUNE N YCTPAHEHNE HEAOCTATKOB B YYETE AeN (3ﬂeKTpOHHbIX p,en);

BbIiIB/IeHME OTCyTCTBYIOWMX Aen (du3myeckm 060C06MEHHBIX MaTepuasnbHbIX HocuTenemn
KOHTEeMHEepPOB 31€KTPOHHbIX LOKYMEHTOB) M OpraHn3aumnsa UX Po3bICKa;

BblAB/EHME M Yy4YeT [AOKYMEHTOB, TPebylowmux MNpoduaakTUYeckon wu/muam pectaBpaLMoOHHO-
npodurnakTMyeckon ob6paboTky;

BblAB/IEHNE U YYET INNEKTPOHHbIX OOKYMEHTOB, Tp66WOLLI,MX nepe3anncun Ha HOBbl€ 3/1EKTPOHHbIE
HOCUTENN;

KOHTPONb PU3UYECKOro M TEXHMYECKOTo COCTOAHUA $pusmnyeckn ob60cobneHHbIX MmaTepuanbHbIX
HOCMTesIeit KOHTEMHEPOB 3/1EKTPOHHbIX AOKYMEHTOB, BOCMPOU3BOANMOCTN 3/1EKTPOHHbIX AOKYMEHTOB
NPOrpamMmHbIMMK CPeaCcTBaMu;

NpoBepKa Ha HasinuMe BpeAOHOCHbIX KOMMbIOTEPHbLIX MPOrPamMMm.
10.3. NpoBepKa HaANMyMA U COCTOAHUNA Aen NPOBOAMUTCA:

B CPOKM, YCTAaHOB/IEHHbIE NpeaceaaTeNiem Cyaa, HO He perXke O4HOro pasa B 5 /1eT, aNeKTPOHHbIX Aen
- He peXe Oo4HOoro pasas 3roaa;

KaXk4bli pa3, KOr4a 3TO BbI3blBAETCA KaKMM-1MBO HapyleHNEM HOPMAbHbIX YCNOBUI XpaHeHus
OOKYMEHTOB, NPW KOTOPbIX MMEIOTCA OCHOBaHWA mnpegnonaraTb WX Mopyy wWaAM yTpaty (nocne
Yype3BbIYaMHbIX MPOUCLIECTBMI, BbI3BaBLUMX NepemeLleHme (3BaKkyaumio) Aen uav AoCTyn B XpaHUIMLLA
NOCTOPOHHUX NNLL);

nocne nepemelieHna gen B gpyroe nomelleHue,

npu cmeHe npeacefartens cyaa, pykoBoauTens apxusa (paboTHMKa, OTBETCTBEHHOrO 3a paboTy
apxuBa).

10.4. Mpu npoBepKe HaNMUMA U COCTOAHMA AeN HeobXxoaANMO:

COXPaHATb MOPALOK PACMOOMKEHUA 4N HA CTeNNaXKaX U NEepPBUYHbIX CPeACTBaX XpaHeHus. Mpu
M3MEHEHUWN PACMONOMKEHUA AeN HeobXoAMMO CBOEBPEMEHHO AenaTb COOTBETCTBYIOLWLME 3anucu B
TonorpapuYeckmx ykasartensx;

noOmMeLlaTb Ha MeCTa Haanexalwero xpaHeHua O6H3py>KEHHbIe BO BpemMA NpPOBEPKN HENPABUIBHO
pa3melleHHble Aena,

Mn3blMaTb U pa3mMmellaTtb BCaie ] 3a Y4TEHHbIMU Aena, He BHECEHHbIE B ONMUCK aen;

M3biMaTb C MOCAeAyolWen U30AALUMEN [OOKYMEHTbl, 3apakeHHble MAECEeHbID WAU APYrUMHU
6MONOTMYECKUMM BpeanTeNaMU (A1A AOKYMEHTOB Ha BymaxHOM HocuTene);



M3bIMaTb E€AUHWUUBI XPAHEHUA SNEKTPOHHbIX [AOKYMEHTOB, COAEp’)KallmMe BPefOHOCHble
KOMMbIOTEPHbIE MPOrpammbl, MOMELLATb Ha CNEeLMaNbHO BblAENEHHYIO NOJKY (B AWMK) 414 nocaeayoLuLei
0bpaboTKu.

BHeceHMe BbIAB/EHHbIX B XOA€ NMPOBEPKMN HeyYTeHHbIX A€/ B ONUCh Aen 3anpelaeTtca. HeyuteHHble
Aena nognexar 06paboTke U ONMCAHUIO NOC/e 3aBEPLLEHUA MPOBEPKY.

10.5. MNMpoBepKa HanMumMa U COCTOAHUA Aen Ha Byma)KHOM HocuTene NPOBOAUTCA NyTEM CBEPKMU
onucaTe/IbHbIX CTaTel ONUCK C ONUCaHMEM AeNl HA 060XKKaX.

dunsnyeckoe cocTtoAaHMe Aen onpegenaerca nytem B1u3yasibHOro npocmoTpa.

Jenatb Kakume-nMbo MNOMETKM WMAM 3afucu B OMUCAX AeN U APYrUX YYeTHbIX [JOKYMeHTax
3anpeuiaeTcs.

B KOHLE KaXkaol NpOCMOTPEHHOM onNucK Aen Aenaerca 3annch "'npoBepeHo” ¢ ykasaHMem Homepa
M AaTbl aKTa NPOBEPKU HAaNNYNA U COCTOAHNA JOKYMEHTOB.

10.6. PaboTbl MO MPOBEPKE Ha/NMUYUA U COCTOAHUA SNEKTPOHHbIX AeN AO0JIKHbl HaunmHaTbCA C
OCHOBHbIX 3K3eMMNIAPOB €AMHUL, XPAHEHUA 3NEKTPOHHbIX AOKYMEHTOB M 3aKaHUMBaTbCA pabounmmu
3K3emnaapamm.

Mpy NpoBepKe HaAMumMA eAMHUL, XPaHEeHWA 3NEKTPOHHbIX Aen NPoBOAMUTCA CBepKa X obuero
KOZIMYECTBA N YYETHbIX HOMEPOB CO CBEAEHUAMU B KHWUre yyeTa NOCTyNAeHMIA U BblObITUA SNEKTPOHHbIX
Aen, AOKYMEHTOB 1 KOJIMYECTBa CO CBEAEHUAMM MO JINCTY YYETa INEKTPOHHbIX AN, AOKYMEHTOB.

Mpu NpoBepKe HaNUYUA eAUHUL, XPAaHEHWUSA STEKTPOHHbIX 4OKYMEHTOB NPOBOAMTCA CONOCTaBAEHNE
$aKTUYECKMX 0BLMX KOMYECTBEHHBIX M KOHTPO/IbHbIX XapaKTePUCTMK C UTOTOBOM 3aMMCbio ONuUCK Aer,
CBEPKA MUX HAJIMYUSA C OMUCHIO.

10.7. B cnyyae HeobxoauMoCTU (M3MeHeHUe GU3NYECKOTO COCTOAHUA HOCUTENeWn, yxyaweHue
BOCMPOM3BOAMMOCTH, U3MeHeHWe dopmaTa) No pelleHnto npeacenaTenn cyga nposogutca paborta no
nepesanunucy 3NeKTPOHHbLIX 4OKYMEHTOB Ha HOBblEe HOCUTENN.

Mpn ocywectBneHnUn nepesanncm A0JKHA 6bITb  0becneueHa dYyTEHTUYHOCTb, MOJZIHOTAa,
AOCTOBEPHOCTb, UENOCTHOCTb U HEWU3IMEHHOCTb MHd)OpMaLI,MVI, cop,epmam,eﬁcn B 3/1EKTPOHHbIX
AOKYMeHTax.

TekcToBble 3/IEKTPOHHbIE OOKYMEHTbI, noAaBepriineca nepes3anncn B HoOBble d)OpMaTbI VI/VIJ'IM Ha
HOBble HOCUTEeNUN, AO01KHbI OTBEYATb YCTAHOB/IEHHbIM TpE6OBaHMﬂM.

10.8. Eciv NpOBEPKOM HAIMUYNA U COCTOAHUA AeN YCTAHOBEHO OTCYTCTBUE A€/, TO Ha OCHOBaHWUM
pacnopsAxeHua npeacenaTena cyAa opraHM3yeTca nx po3biCK.

B aTnx Lenax pekomeHayerca:
NU3Y4YUTb BCe YYTEHHbIE OOKYMEHTbI MO BblAa4vye Aen U3 XpaHnnuuia,

OPraHM30BaTb PO3bICK HEe OBHAPYKEHHbIX MPU NMPOBEPKE A€/ B COOTBETCTBYHOLMX CTPYKTYPHbIX
noApasfeneHunx, B AeATe/IbHOCTU KOTOPbIX 06pa3oBaiMcb HEOBHapPYKeHHble Aena, NpesBapuUTesIbHO
M3YYMB MX CLATOYHbIE ONUCYK;

npoBepuTb HaxoaAawmneca pagom aena;

N3y4ynTb AOeno d)OHAa - aKTbl O BblaeNneHUn Aen K YHUYTOXKEHWUI, paHee COCTaB/IEHHbIE aKTbl
npoBePKN HAaNNYUA U COCTOAHUA apPXUBHDbIX AEN.



O6HapyKeHHble B UTOre po3biCKa Aefla pPa3MellatoTca Ha COOTBETCTBYIOLIME MeCTa; B KapTouke
yyeTa HeobHapy>KeHHbIX Aen Aenaetca oTMeTKa 06 ux oBHapysKeHuMM C yKasaHuem AaTtbl U NOAMMCH
OOJ/IKHOCTHOTO /inLa.

Jdena, npuyMHa OTCYTCTBMA KOTOPbIX MOATBEPXKAEHA COOTBETCTBYIOWMMN AOKYMEHTaMM,
WCKNOYAIOTCA B YCTAHOBIEHHOM MOPALKE M3 ONUCEN AN U APYTUX YYETHbIX SOKYMEHTOB.

Mocne paccmMoTpeHMs PesyNbTaTOB PO3bICKa 3KCMEPTHOW KOMMUCCMEN cyAa M YTBEPKAEHUA ee
pelweHuns npeaceaartenemM cyaa HeobHapysKeHHble JOKYMEHTbI CHUMAIOTCA C y4eTa.

10.9. Po3bICK apxMBHbIX Aef, He OOHAPYKEHHbIX B XOA4E MPOBEPKM, OPraHM3yeTca ¢ MOMEHTA
BbIAB/IEHNA OTCYTCTBMA W NPOBOAUTCA B TeYeHMe oAHOro roga. Ha aena, He ob6HapyKeHHble B xoA4e
NPOBEPKN HANNYMA U COCTOAHUA [e/, COCTAaBNAAETCA aKT 06 yTpaTe JOKYMeHTOB (npunoxeHne N 22 K
HacToAwen MHCTPYKUMM), KOTOPbIA PacCMaTPMBAETCA 3KCMEPTHOM KOMMUCCUEN cyda M yTBep:Kaaerca
npeacenatenem cyaa uau ero samectutenem. K akTy npunaraeTtca cnpaBka O NpoBeAeHUM PO3bICKa,
NoAroTOBNEHHAA M MOAMNWCAHHAsA NIMLOM, MPOU3BOAMBLUMM MPOBEPKY. AKT 06 yTpaTe AOKYMEHTOB
npeacTaBAAeTcA B COOTBETCTBYIOLWMIN FOCYAAPCTBEHHbIM apXMB WAW  YNOJAHOMOYEHHbIA OpraH
NCNONHUTENbHON BNacTn cybbekTa Poccuiickoin ®eaepaumm B 061acTM apXMBHOIO Aena ANA NPUHATUA
peLleHns O CHATUM YTPAYEHHDIX 4EN C yYeTa.

10.10. MpoBepKa HaANYUA U COCTOSIHUS JOKYMEHTOB CYMTAETCA 3aBepLUEHHOM NOC/e BHECEHUS
N3MEHEHMN, BbIIBNEHHbIX NPOBEPKON, B y4ETHbIE AOKYMEHTbI apXmBa.

Mo pesynbTaTam MPOBEPKU COCTABAAETCA aKT MPOBEPKM HANMUMA W COCTOAHWUA aPXMBHbIX
AOKYMeHTOB (npunoxeHue N 25 K HacToswen UHCTpyKuun).

Mpy 06HapYyKeHNN OWMBOK B YUETHbIX AOKYMEHTAX COCTABAAETCA aKT O TEXHUYECKMX OWMOKax B
y4YeTHbIX goKymeHTax (npunoxeHue N 20 K HacToAwen NHCTpyKuuK).

B cnyyae ob6HapyXeHWA [OOKYMEHTOB, He OTHOCAWMXCA K JaHHOMYy GOHAY, apxuBy cyaa,
Hey4YTeHHbIX JOKYMEHTOB, TaK}Ke COCTaB/AETCA COOTBETCTBYOWMI akT (npunoxkeHne N 21 K HacToALel
NHCTpYKLMK).

YKa3zaHHble aKTbl NOANUCLIBAKOTCA NCNOAHUTENAMMU U yTBEPXKAAIOTCA Npeacenarenem cyga Uuanm ero
3aMeCTuTenem.

11. Opraﬂusau,uﬂ MUCNos1b3oBaHNA AOKYMEHTOB apXuBa

11.1. Vcnonb3oBaHMe AOKYMEHTOB apXMBa CyAa NPOBOAMUTCA TO/IbKO C paspelleHus npeaceaatens
cyaa (ynoNHOMOYEHHOIO MM 3aMecTUTenNs).

PaboTHWMK, OTBETCTBEHHbIV 32 paboTy apxuBa cyaa:
BblAAET AOKYMEHTa/ibHble MaTepuasbl B CTPYKTYpHbIEe NoApa3aeneHus;

HanpasaAeT Ha OCHOBaHWU NMNCbMEHHOrIo 3anpocCa matepkhasnbl B Apyrne opraHbl, OpraHn3aLmn u
yypexaeHnAa no ykasaHuto npeacenartena cyaa,

MHd)OpMVIpyeT npeagcenaTtena cyaa o CoCrase n cogepXaHnMmM AOKYMEHTA/IbHbIX MaTepPUanos;
BblAaeT CNPaBKN U BbIMUCKN U3 aPXUBHbIX JOKYMEHTOB.

11.2. Bblgaya [OKYMEHTOB M3 apXMBOXPaHWIMLLA PErucTPUPYeTCs B KHUTe BblAaun aen
(npunoskeHune N 26 K HacToAwWwen UHCTpyKUmK).

11.3. Bblgauy gen Ha bymMarKHOM HOCUTENE U3 apXMBOXPAHUIULLA U MPUEM UX 0BPATHO, B TOM Yncie



B C/lyYae Heo6X0AMMOCTUN MNOAUCTHYIO NPOBEPKY HANMYMA U COCTOAHUA AOKYMEHTOB nepes, Bblaaden us
apXMBOXPaHWAMLLA U NPU BO3BpaTe, NPOM3BOANT PAaBOTHUK apXmBa B MPUCYTCTBMU AL, NOAYHAIOLLErO
(so3BpaluatolLero) aena.

B cnyuae ecnn nocne Bo3BpalleHUs Aena paboTHUKOM apxuBa CyAa BbIAB/AEHO M3bATUE,
noBpe)KaeHne maTepuanoB fena, a TaKXe BHeceHMe B HUX WCMpasieHuMA M Aonucok, o6 3Tom
HesameamnTeibHO cooblaeTca npeaceaatento cyaa Uan ero 3amecTuTento.

11.3.1. [dena, BblgaBaeMble W3 apXMBOXPAHWAWLLA, AO/KHbl MMETb aAPXUBHbIA  WNP,
NPOHYMEPOBAHHbIE IUCTbI, IUCT-3aBEPUTE/Ib AeNa U JIMCT UCMOIb30BaHUA AOKYMEHTOB (npunoxkeHue N
27 K HacToswemn NHCTpyKumK).

11.3.2. NoAarotoBKa apXmMBHbIX 4OKYMEHTOB K Bblgavye U3 apXMBOXPaHUMLLA BK/IOYaET:
BblEMKY apPXUBHbIX AOKYMEHTOB;

CBEPKY apXMBHOro Wndpa 1 3aro/I0OBKOB C ONUCHIO Aen;

npoBepKy GU3NYECKOro cOCTOAHMA aena.

11.3.3. JNeKTPOHHbIe AOKYMEHTbI BblAAOTCA U3 apXMBOXPAHMAWLA B BUAE 3N1EKTPOHHbIX KOMMUIA
WM KONWiA Ha ByMarKHOM HoCUTesle, KOTOPble CO34at0TCA Ha OCHOBe paboyero aksemnasapa KoHTelHepa
3/1EKTPOHHOMO AOKYMEHTA. Ha apXMBHbIX KOMMWAX, BKAKOYAA apXMBHble KOMUW Ha BymaxKHOM HocuTene
3/1EKTPOHHbIX AOKYMEHTOB, apXMBHble WKdpPbl NPOCTaBAAIOTCA Ha 060pPOTE KarKAoro AMcTa apxvMBHOM
KOMuK, a 3aBepuTe/IbHaA HAAMMCb U OTTUCK NeYaTu - Ha 06opoTe NoCNeAHEro NCTa KONuM.

Mo 3anpocy AunL, MMetoLMX NPaBo Ha NOyYeHMEe KOMUi AOKYMEHTOB, U NPU HaIMYUMU TEXHUUYECKOM
BO3MOXHOCTM apXMBHbIE CMPaBKM (BbINMUCKX) MOTYT Bbl4aBaTbCA B 3/1IEKTPOHHOM GOpMe Ha 3/1EKTPOHHOM
HocuTene nMbo nepecbinaTbecs N0 NHGOPMALIMOHHO-TENEKOMMYHUKALIMOHHbIM CETAM.

DNEKTPOHHbIE apXMBHbIE CNPaBKU (BbIMMCKKN) 3aBEPAIOTCA 3/1EKTPOHHOM NOANUCbIO NpeaceaaTtens
cyAa UK ero 3amecTutens.

dakT Bbl4a4yn Konui 3/N1EKTPOHHbIX OOKYMEHTOB d)MKCMpyeTCFl B XXYpHane Bblaa4yn 3N1EKTPOHHbIX
AOKYMEHTOB.

Hoctyn cysein M paboOTHMKOB cyda K 3SNEKTPOHHbIM AOKYMEHTamM apxuBa MNpu  Haauuum
NHOOPMALMOHHOW CUCTEMbI MOMKET OCYLLECTBAATLCA HEMNOCPEACTBEHHO C Paboymx MecT B COOTBETCTBUM
C YCTaHOBNEHHbIMM MPUKA30M NpeacesaTtens cyaa npaBamu 40CTyNa K AOKYMEHTam.

Mo pelweHuno NpeacesaTensa cyaa apxme Cyaa MOMKET NPefoCTaBaAATb CyAbAM U paboTHUKam cyaa
3/1eKTPOHHbIE AOKYMEHTbI MO IOKaNbHOM CeTU cyaa. B aTom cnydae BeAETCA 3/1eKTPOHHbIN XypHan yyeTa
BblAa4M 3NEKTPOHHbIX AOKYMEHTOB M3 apXuBa, B KOTOPOM OUKCUpYOTCA: AaTa Bblgadn, damunus,
MHUUMANbI 3aNPOCUBLLErO AOKYMEHT, Ha3BaHMEe CTPYKTYPHOro noApasaeneHuns, 3aro/loBoK M yYeTHbIl
HOMEp BblAAHHOIO AOKYMEHTA.

11.3.4. JOKYMeHTbI BblAatOTCA M3 apPXMBOXPAHWIMLLA HA CPOK, HE NPEBbILLAIOLLMIA:
0AHOro MecAua - AN UCMOb30BaHWA CYyAbAMMN, PAaBOTHUKAMU CyAa;
LEeCTM MecALLEB - CyAebHbIM, MPAaBOOXPAaHUTENbHBIM Y UHBIM YNOJIHOMOYEHHbBIM OpraHam.

npOLI,J'IEHI/Ie YCTAHOBJIEHHbIX CPOKOB Bblaa4n OOKYMEHTOB AOO0NyCKaeTcA C paspeweHna
npeacenatenAa cyga Ha OCHOBAHUKUM OOKYMEHTa (I'IMCbMa, C!'IV)KE6HOVI 3aI'IVICKM) nonb3oBaTtesia o
noatTeepXgeHnn obecneveHus COXPaHHOCTUN AOKYMEHTOB.

11.4. Boigaya apX1BHbIX Ae/1 BO BpeMeHHOEe N0/1ib30BaHMe NPOn3BOAMTCA NO MMCbMEHHbIM 3aABKaMm



(cny»ebHbiM 3anuckam) cyael M pPyKoBOAUTENEN CTPYKTYPHbIX noapasaeneHuid. Bbigada aen
Npou3BOAMUTCA C MTMCbMEHHOTO paspeLleHnn npeacegaTtens cyaa (ero samectutens). Ha BolgaHHoe aeno
3aBOAMTCA KapTa-3amectutesnb (MpunoxkeHue N 28 K HacTosLwel MHCTPYKUMK), K KOTOPOI NpUKpenseTcs
KOMMA CONPOBOAUTENBHOIO MUCbMA O HamnpaBAeHWUW Aena WU AenaeTca OTMETKA O BblAaye Ccynbe,
paboTHMKY annapaTta. B Helt yKasbiBaloTCcA HOMepP AeNa, ero HaMMeHOBaHWE, KeEM OHO 3aMnpOLUEHO U
noJly4eHo, AaTa Bblgaum, pOCNUCb NOy4aTeNAa, aTa BO3BPALLEHMA B apPXMB M NOANUCL PAabOTHMKA apXuBa,
npuHaswero geno. MNMpu BO3BpaLLEHUN AeNla KapTa-3aMeCcTUTENb U3bIMAETCA M XPAHUTCA B apxmBe cyaa
[0 MMHOBaHMA HagobHOCTU.

Jnuo, nonyyumnsLiee apxmMBHOe A0, OTBEYAET 32 €ro COXPaHHOCTb.

11.5. Bblgaya Haxoasawmxca B apxuBe cyfAebHbIX Aen (MHbIX MaTepuanos) ANA O3HAKOMJIEHUSA
IMLUAMM, y4acTBYHOWUMKU B Aene, UX NpeacTaBUTeNAMMU, a TaKKe MHbIMU JNMLAMKN OCYLLEeCTBAAETCA B
nopsaake, yCTaHOB/MIEHHOM npeacejatesiemM Cy4a, Ha OCHOBAHUM WX MUCbMEHHOTO 3aAaBJEHWMA U NpU
npeabvaABAeHUN 4OKYMEHTOB cornacHo npunoxeHmam N 1 K uHctpykumam N 36, N 161, N 224, N 225.

(n. 11.5 B pea. Mpwukasa CygebHoro genaptameHTa npu BepxosHom Cyae PO ot 14.06.2022 N 97)

11.6. O3HaKoMEeHME C cyaebHbIM Ae/I0M A0/IKHO NPOM3BOANTLCA B CMELMAIbHO 060pyA0BaHHOM
ONA 3TON Lenn NMoMeLeHMM cyaa B NMPUCYTCTBUM paboTHUKA apxvBa cyda (MHOro Yrno/sHOMOYEHHOrO
paboTHMKa annapaTa cyfa) B YC/IOBUAX, KOTOPbIE MCKAKOYAIOT U3bATME, NOBPEKAEHUE, YHUUTOXKEHME
MaTepuanoB Aes, a TaKKe BHECEHWNE B HUX UCMPAB/IEHWNI U AOMUCOK, Nepeaady ux Apyromy auuy.

06 03HaKOM/IEHWUM C AeNOM AeNaeTcA OTMETKA B /IMCTE MCNO/Ib30BaHNA OKYMEHTOB (NpUIoNKeHne
N 27 K HacToAwwel MHcTpyKummn). Mpu oTKase A1ua, 03HaKOMMBLLIEroCA C Ae/I0M, OT MNOANMCH, 3anNuch 06
03HaKOM/IEHMM C Ie/IOM NPOU3BOANTCA PabOTHUKOM apxmnBa cyaa.

11.7. O3HaKomneHne Anuamu, yy4acTBylOWMMKU B Aene, UX NpeacTaBuUTeNaMn, a TakKe UHbIMU
iMLLaMK € ayamo3anucbto cyaebHoro 3acegaHuns, NprMobLLeHHOM K cyaebHomy aeny, Npon3BoamnTca no ux
NMUCbMEHHOMY 3aABNIEHUIO B NOPAAKE, NPeaycCMOTPeHHOM NyHKTamm 11.5 n 11.6 HacToAwel MHCTpyKuuu.

O3HaKkom/fieHWe C ayamosanucblo cyaebHoro 3acegaHus  NPOM3BOAMTCA B CMEUManbHO
060pyA0BaHHOM A15 3TOW LENM MOMELLEeHUN cyda B MPUCYTCTBMM paboTHMKa apxusBa cyda nyTem
npeaocTaBAeHMs BOSMOXHOCTM MPOC/AYLWMBAHNA COOTBETCTBYIOLLEN ayAMOo3anmMcu C UCMO/Ib30BaHNEM
HeobX0ANMbIX TEXHUHYECKMX CPEACTB.

11.8. MpaBo Ha CHATME KOMWN OOKYMEHTOB C MaTepuasioB Aefia 3a CBOM CYET, B TOM 4ucie C
NCNO/Ib30BaHNEM TEXHUYECKUX CPeaCcTB, NpeAoCTaBAAeTCA CeAyoWwmMm AnLam:

06BMHﬂeMbIM, OCYyXAEeHHbIM, onpaBdaHHbIM, UX 3alLUNTHUKAM U NPeOCTaBUTENAM,
notepneswnm,

rpaskO4aHCKOMY MCTLy, €ero npeacTaBuUTe/l0 B 4YaCTM  KOMUIA MPOLECCYyasibHbIX pPeLleHui,
OTHOCALUMXCA K MPeabABAEHHOMY UM FPaXK4aHCKOMY UCKY;

rpa)K4aHCKOMY OTBETUYMKY M ero NpeacTaBuTesto B YacTM MaTepuasnos YroNoBHOro Aena, KoTopble
KacaloTcs rpa*KaaHCKoro UCKa;

CTOPOHAaM U UHbIM NNUAM, Y4aCTBYHOLWWNM B rpa*XAaHCKOM Aene, a TakKXKe UX NpeactaButenam;
nuam, yd4actsyroulmm B agMUHUCTPATUBHOM [ENE;
nuam, y4acteyrownx B gene 06 AOMUHNCTPATUBHOM NMPaBOHapPyLWeHWNN;

pea6I/IﬂI/ITMpOBaHHbIM muam, a C UX cornacma mam B cCayydyae UX CMeEpPTHU - poacCTBEHHUKaM
(M)KAMBGHLI,aM) B 4aCTW O3HAaKOM/1IEHNA C MaTePUaNaMU NPEKPALLEHHbIX YTONNOBHbIX M aAMUHUCTPATUBHDbIX
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Aen v noay4vyeHua ¢ HUX Konuii (ctatbs 11 3akoHa Poccuiickoit Peaepaunm ot 18 okTabpa 1991 r. N 1761-
1 "0 peabuantaumu KepTB NOANTUYECKUX penpeccuin”).

YKa3zaHHble /INLA CHUMAaIOT KOMUMU MO MUCbMEHHOMY 3asB/IEHUIO B MOPAAKE, YCTaHOBNEHHOM
npeaceaatenem cyaa wamv cyabeit, npeaceaatenbCTsyowmm no aeny. JaHHoe nMcbMeHHoe 3anaB/eHune ¢
paspellalollein pesonoumeit npeacedatens cyda WAM CyabW, npeacenaTesnbCTBYHOWEro Mo Aeny,
noALmeaeTca B cyaebHoe Aeno, HaxoA4Alleecs Ha XPaHeHUN B apXmBe CyAa, U BHOCUTCA BO BHYTPEHHIOO
onuck aena. B cnyvae npeabasBaeHUA AOBEPEHHOCTU K Aeny NpMobLIaeTca TakxKe ee Konus.

CHATble 33 CBOWM CYET KOMWUU C mMmaTepmanos cyp,e6Horo Aena, B TOM 4yucse C nOMoLblo TEXHNYECKUX
cpeAacTs, CygoOM He 3aBepA0TCA.

11.9. Bblgaya Konuii AOKYMEHTOB M3 cyAebHOro gena, Haxo4AaLLeroca B apxvBe cyda, Avuam,
yyacTBylOWMUM B Aene, Npou3BOAUTCA MO UX MUCbMEHHOMY 3afABNEHUIO C paspeleHuna cyabu, B
Npou3BOACTBE KOTOPOro HaxoAunoCb Aefo, UAn npeacegartensa cyga (ynosHOMOYEHHOro MM sivua).
Bblgaya TakMx Konuit n3 cypgebHoro aena MHbIM ANMLAM M OpPraHU3aLmMaAM Npou3BogMTCA PaboTHUKOM
apxuBa cyaa no NMMCbMeHHOMY 3arpocy WU/n 3aABJIEHUIO HAa OCHOBaHUK pe3ontounmn npepcepaTena cyaa
WU YNOJIHOMOYEHHOIO UM /INLA, O YeM AeNaeTcA COOTBETCTBYIOWAA OTMETKA B KypHane perncrpauum
BblAAHHbIX KOMWIA, BbIMUCOK, AOKYMeHTOB (NpunoxkeHune N 34 K HacToawen NHCTpyKLmm).

11.10. BblgaBaemble cyaoM KonUW CcyaebHbiXx aKToB (NpUrosop, pelleHwe, onpeaeneHue,
noctaHoBneHue,  cygebHbli  NpuWKas)  AO0MKHbI  ObiTb  3aBepeHbl  MOANUCAMM  CyAbM,
npeaceaaTenbCTBYIOWEro Mo Aey, a B C/lyyae ero OTCyTCTBMA - npeacedartens cyga (3amectutens
npegcepatens cyga) WM MHOTO  YNOAHOMOYEHHOTO MM AWUa, CeKkpeTapa cyda aMbo MHoro
ynoAHOMOYEeHHOro paboTHMKA annapaTta cyda, a Takke repboBol neyatbio cyga. lNpu 3aBepeHUm
COOTBETCTBMA KOMMM cyAebHOro akTa NogAMHHUKY Ha IMLLEBOIN CTOPOHE NOCAeAHEro UCTa Nog, TEKCTOM
Konun cyaebHoro aKkta (Huxe pekBusuta "Moanuch") npoctasnstotcs wrtamn "Konusa BepHa"
(npunoxkeHune N 29 K HacToAwel MHCTpYKUMK) M repboBas neyaTsb cyaa.

MN3roToBneHne 3aBepeHHbIX KOMUIA CyAebHbIX aKTOB U WHbIX AOKYMEHTOB CyAa OCYLLECTBASETCA
YNOJHOMOYEHHbIM PaboTHMKOM apxuBa cyga. B npaBom BepxHem yray nepBOro JMCTa AOKYMEHTa
npocrasnsetcs wramn "Konusa".

11.11. Ecam Konus AOKYMEHTA COCTOUT M3 HECKOJIbKMX JINCTOB, TO BCE JINCTbl AO/IKHbI 6bITb
NPOHYMEPOBAHbI, MPOLIMTbI MPOYHOM HUTbIO, KOHLblI KOTOPOM BbIBOAATCA Ha OOOPOTHYI CTOPOHY
nocsefHero /JINCTa KonuM LAOKYMEHTA WM CKPENnAnstoTcs CKoboi ¢ mMcnonb3oBaHMEM CTennepa; Ha
0bOpPOTHOM CTOPOHE MOCNeAHEero /ICTa B MEeCTax CKpPenJieHMA HakneuBaeTcA bymarkHas HaKnemka c
3aBepPUTENbHON HaANUCbIO "MPOHYMEPOBAHO M CKPENEHO NeyaTbio ZINCTOB, NOAMNMUCH "
(npunorkeHume N 30 K HacToAwen UHCTPYKUMM) C YKa3aHUEM cyaa, KOTOPbIM BblAAeTCcAa KONUA AOKYMEHTa.
Moanuck ckpennsetcs repboBoli neyaTbio cyaa. FepboBas neyaTb CTAaBUTCA TakMM 06pasom, 4TOObI
YaCTUYHO 3aXBaTUTb OTPE3OK Bymaru, 3aKNenBaoLLNN KOHLbl HUTU IMBO MECTO CKpenieHus.

11.12. B cnyyae ecau BblWECTOAWMIA Cya U3MEHWUAN pelleHue cyda, Ha Konuu cyaebHoro akta
(npurosopa, pelueHus, onpeaeneHus, NOCTaHOBAEHMS, CyAebHOro npmKasa) ob sTom AenaeTcs oTMeTKa.
Ha Bblaasaemoit Konum cyaebHoro akta paboTHMKOM apxvBa CyAa TaKMKe AefnaeTcs OTMETKa O Jarte
BCTYM/IEHNA €ro B 3aKOHHYIO CWJIY U YKa3blBAETCA, B KaKOM Aesie NOAWNT NOAJIUHHbIA AOKYMEHT 1 B
NPOM3BOACTBE KAaKOro CyZa Haxo4auaoCh Aeno.

11.13. Konuu 3anpawuvBaembix CyaebHbIX aKTOB, KONWUWM ayaMos3anucy cyfaebHbix 3acefaHui
M3roTaBaMBatoTCA PabOTHMKOM apxuBa CyAa B CPOK He bosnee Tpuguatv paboumx gHel co AHSA
NOCTYMN/JI€HNS COOTBETCTBYIOLLENO 3asiBJIEHUA.

11.14. N3roToBAEHHblE, HO He MNOoJIyYeHHble 3aaBuUTesIeM KoNum Cy,CI,E6HbIX adKTOB, NMNCbMEHHDbIX
CNpaBOK NepeaarTca ANAa OTNPaBKK NO noyTe.

Jlnuo, nonyymsliee Konuio cy,a,e6Horo aKTa, OO/IKHO HanMcaTb COOTBETCTBYIOLLYIO pPacnucKy. B
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CQlydae HanpasaeHnAa Konnn AOKYyMeHTa MO no4yte B AeN0 noAwnmBaeTCcA KomnmAa CconpoBOAUTENNbHOIO
nncbma C uUcCxogAawWMmM HOmMepom U LI,aTOﬁ. TaKkKe [enalTcA COOTBETCTBYHOWME OTMETKU B AUCTe
MCNONb30BaHNA JOKYMEHTOB.

11.15. Konuu cyaebHbix akToB MOTYT BbiTb BbldaHbl (HanpaB/ieHbl) MHbIM ANLAM, YbM MHTEPECHI
HernocpeACTBEHHO 3aTparnMBatoTca cyaebHbIM aKTOM, C pa3peLleHmna NpeaceaTeNbCTBYOLLENO CyAbW UK
npeacepatens cyga (B cnyyae OTCYTCTBMA - 3amecTuTena npegcefatens cyfga) no MNUCbMeHHOMY
3anaBneHuto (npunoxkeHme N 31 K HacToAlen UNHCTPYKLMK), B KOTOPOM [O/MKHO 6biThb YKa3aHo, Kakue
npaBa UKW 3aKOHHbIE MHTEPECHI 3TOro NLA HapyLEeHbl 3TUMM CyAeOHbIMMU aKTaMM.

11.16. MNoBTOpHas Bblgaya KOMUI cyaebHbIX aKTOB (pelleHwuid, onpeaeneHuii, NpuroBopos,
NOCTaHOBNEHUI, cyaebHbIX NPUKA30B) AMLAM, YYacTBYIOWMM B Aene, UX NpeacTaBUTeNaM, a TaKke
APYrMM ML,AM, YbW MHTEPECHI HEMOCPEACTBEHHO 3aTParMBatoTca cyaebHbIM aKTOM, OCYLLECTBASETCA MO
WX NMUCbMEHHOMY MOTMBMPOBAHHOMY 3asiB/IEHUIO B YCTAaHOB/IEHHOM Npeaceaateniem cyza nopsaake.

11.17. U3roToBNeHUe U Bblgaya KONMM ayamosanuck cyaebHoro 3acegaHuna OCyLLECTBASAETCA Mo
MMCbMEHHOMY 3aABNEHUIO /INLL, YYacTBYIOLMX B Aene, UX npeactasuteniein (CTOPOH, UHbIX Y4aCTHUKOB
cyaebHoro pasbupartennbcrsa) U 3a MX CYET B NOPAAKE, YCTaHOB/EHHOM npeaceaaresiem cyaa.

11.17.1. Ha nucbmeHHOM 3aaBneHumn (npunoxkeHme N 32 K HacToAwen UHCTpYKuMKM) npeacenatenb
cypa (ero 3amectutenb) genaeT COOTBETCTBYIOLLYIHO OTMETKY O MOPy4yeHUM paboTHUKY apxuBa cyda
M3roToBUTb M BblAAaTb KOMMUIO ayamosanucu cyaebHoro 3aceganus. [laHHoe 3asBieHWe NoAWwmnBaeTcs B
AeNo, a B cny4yae npeabaAsB/eHUA 40BEPEHHOCTM K Aeny NPUOBLLIAETCA TaKKe ee Konus.

11.17.2. AnA M3roToBAEHNA KONUW ayaMo3anucu 11Muo, noaasliee 3aasiaeHue, NpeacTasaaeT B cy
MaTepuanbHbIit Hocutenb MHbopmauuu (dnelw-kapTa, guck CD-R, DVD u gpyrue Hocutenm nHdpopmaumu,
TeXHMYEeCKan BO3MOXHOCTb 3aN1CK Ha KOTOPble UMeeTCA B COOTBETCTBYIOLLEM Cyae).

11.17.3. MNpeactaBneHHble B cyA, MaTepuanbHble HOCUTENU MHPOPMaLMKN He AO0MKHbI CoAepKaTb
Kakyto-nnbo uHpopmaumio. B uensax 6e3onacHocTM neped  3anucbio NpeacTaB/eHHbId B cya,
MaTepuanbHbIN HOCUTEIb MOKET ObITb 0TGOPMaTUPOBAH YNOJIHOMOYEHHbIM PaboTHMKOM annapaTa cyaa,
OTBETCTBEHHbIM 33 W3rOTOB/IEHWE W Bblgayy KOMWW ayaMo3anucu, nociae npeasapuTesbHoro
yBeAOoM/IeHNA ML, NOAaBLLEro COOTBETCTBYIOLLEE 3asAB/IEHME.

11.17.4. 3anucb ayauModanna Ha MaTepuanbHbliA HOCUTENb AWLA, MNOAABLUErO 3asAB/eHUe,
NPOU3BOAMUTCA YNONHOMOYEHHbIM PAbBOTHMKOM annapata CyAa Ha JIOKa/JibHOM KOMMbIOTEPE, He
NPUCOEAVHEHHOM K JIOKaNbHOM CETU CYZla U HE MMELOLLEM JOCTYNa B CETb MHTEPHET.

11.17.5. Konua ayguno3sanucu cygebHoro sacegaHua cyaom He 3aBepseTcs.

Mocne BblAAYM KOMMM aygmosanucu cyaebHoro 3acefaHusa Ha MUCbMEHHOM 3asaBieHuM 06
M3roToB/NIEHMU U Bblgaue PabOTHMKOM apxMBa Cyfa AenaetcA OTMeTKa 06 M3roTOBAEHUU U Bblgade, a
NNLOM, NONYYMBLIMM KONUIO ayAN03anncK, AeaeTca COOTBETCTBYIOLLAA PAacnMCKa O NoayYeHnn. [JJaHHoe
3asBneHne npuobuiaetca K cyaebHomy aeny, Npy 3TOM AenaeTcs COOTBETCTBYIOLWAA OTMETKA B UCTe
MCNONb30BaHMA AOKYMEHTOB.

HEI'IOI'Iy‘-IEHHaFl 3aABuTeNnem Konma ayamnosanmcum CYAeﬁHOFO 3aceiaHnA Nno NoYTe He HanpaB/aIAETCA.

DNEKTPOHHbINA HocUTeNb MHGOPMALMK, C KOTOPOTO M3roTaBaMBanach KONuUsA, A0MXKeH 6biTh BLUUT B
aeno (npuoblueH K npoTokony cyaebHoro sacegaHns) B ynakoBaHHOM Buae (KOHBEPT) C yKasaHMEM Ha
ynaKoBKe Homepa Aena, 4aTbl, a TakKe nognuncaH paboTHMKOM, OTBETCTBEHHbIM 3a paboTy apx1Ba cyaa.
YnaKkoBKa A0/1:KHa 0b6ecneymBaTb COXPAaHHOCTb 3/1IEKTPOHHOMO HOCUTENA OT MOBPEKAEHWNIA U NOPUM.

11.18. MNoANMHHbIE AOKYMEHTbI U3 cyAebHbIX AeN (MHbIX MaTepunanos) U UX Hagaexawmm obpasom
3aBEepeHHbIe KOMWUW, MPeACcTaB/ieHHble yYaCTHMKaMW CyAONpoOM3BOACTBA (MLAMM, Y4acTBYOWMMMK B
Jene), a TaKkke CNpaBKM NO AeNam BblAATCAs MM PaboTHMKaMM apxuMBa CyAa Ha OCHOBAaHWWU WX



MUCbMEHHOrO 3afAB/eHWA; APYrMM CcyAam, opraHam Jo3HaHWA WM CNeAcTBMA - Ha  OCHOBaHWK
MOTUBMPOBAHHOrO 3anpoca W (MAKM) WHbIX HEOBXOAMMBIX [OKYMEHTOB, NpeayCMOTPEHHbIX
3aKoHogaTenbcTBOM Poccuitckon depepaumm. Ha 3aaBneHMM AW 3anpoce O Bblgaye NOAJMHHbIX
AOKYMEHTOB M3 cyaebHOro Aefna MNpOCTaBASfETCA paspellalollas pesonouus npeacegaTtens cyaa
(3amectuTena npeacenatens cyaa).

11.18.1. BsameH BblAaHHOIO NOAJ/IMHHMKA K Aeny NpMobLLaeTcs ero Konus, 3aBepeHHan cygben u
repboBoii neyaTblo cyaa.

11.18.2. Mpwn BblgayYe NOAJIMHHUKOB AOKYMEHTOB M3 cyaebHOro gena Ha UX 3aBEPEHHbIX KOMUAX
OONXKHbI YKa3blBaTbCA Ppamnansa, UMA, OTYECTBO NMLA, NONYYMBLLETO AOKYMEHT, €ro npoueccyasbHoe
NonoXKeHne No geny, AaHHble AOKYMEHTA, YAOCTOBEPAIOWEro MMYHOCTb. B nonyyeHMn AOKYMeHTa 3TO
N0 A0MKHO pacnmcaTbCA M NPOCTaBUTb AaTy NoAyyYeHuA. JInyo, BblaaBLiee AOKYMEHT, AO/IKHO YKa3aTb
cBoo daMunIo, AOMKHOCTb M MOCTaBUTb Nognuck. Mpu NpeabaBieHUN A0BEPEHHOCTM HeobXxoaMmo
CHATb C Hee KOMUIo U NOALWNTb B AENO.

11.18.3. [JoKyMeHTbl, Ha OCHOBaHWM KOTOpPbIX U3 cyaebHOro Aena BbiAaHbl MOAJMHHUKN, A TaKKe
NX 3aBepeHHble KONUKU NOALMBAIOTCA B Aeno. B cnyyae HanpaBneHUsa NOAJMHHOIO AOKYMEHTA 3aKa3HOM
MoYTOM B A€/10 TaK}Ke NOALMBAETCA KOMMUA CONPOBOAMUTENIbHOIO MMCbMa C UCXOAALLMM HOMEPOM U AATON.

11.18.4. MNopsAoK M CPOKKU BblAaun NOAJMHHbBIX SOKYMEHTOB, MX 3aBEPEHHbIX KOMWUA, apXMBHbIX
cnpasoK (npunoxkeHue N 33 K HacTosAwel MHCTPYKUUKN) yCTaHABAMBAOTCA NpeaceaaTenem cyaa.

Bblgaya NMCbMeHHbIX J0Ka3aTeNbCT8, He BO3BPALLEHHbIX NPeaCcTaBUBLIMM UX ULAM 0 nepenayumn
Aena B apxus cyaa, no I'IpOCb6e 3TUX TNL, OCYLLECTBNIAETCA B TAKOM e nopAaKe.

11.19. Mo nucbmeHHbIM TpeboBaHUAM OPraHOB, KOTOPbIM 3aKOHOM NPeAOCTaB/EHO MpPaBo
nctpeboBaHMA fAena, M Ha OCHOBaHWWM PACMOPAXEHUA npeaceaaTens Ccyaa WAM ero 3amMectutens
cyaebHble Aena HanpasAAOTCA UM B TPEXAHEBHbIN CPOK.

11.20. PaboTHMK apxmBa cyda 0bA3aH KOHTPOAMPOBATb BO3BPAT [E/1 B apXUB U HE PEXe OAHOro
pasa B mecAu, A0K13aAbIBaTb NpeaceaaTento cyaa.

[o Bo3BpalLeHna aena B cyg TpeboBaHWE O €ro BbICblKE, KONUKU CONPOBOAUTENILHOTO NUCbMA,
NPMroBopa UAKN PeLleHUN XPaHATCA B KOHTPO/IbHOM Nanke.

B KHMre Bblgauu Aen U3 apxuMBa CyAa OTMEYaeTCcA: Korga, KOMy M Mo Kakomy 3anpocy Aeno
HanpaBe/IeHO, KOr4a M Kem OHO BO3BpaLeHo (NpunoskeHne N 26 K HacToAwwen MHCTpYKLMK).

11.21. B cnyyae noctynieHus B cyf 3asB/ieHMA B3bicKaTensa (1Mbo ero npencraButens) o Bblgade
(HanpaBnEHUN) UCMONHUTENBHbBIX AOKYMEHTOB MO CyAebHbIM Aenam, Haxo4AWMMCA B apxmBe cyaa, Ux
Hanpas/ieHue (Bblgaya) OCcyLecTBAAETCA B NOPAAKE, YCTaHOBNEHHOM MHCTpYKumMamu N 36, N 161.

(n. 11.21 B pea. MNpukasa CygebHoro aenaprameHTta npu BepxosHom Cyae PP ot 14.06.2022 N 97)

11.22. WHble, He yCTaHOBAEHHble HacToAwel WHCTpyKuMein npaBuna O3HAKOMEHUA C
maTepmanamm cygebHoro aena, BblAaun NOAMHHbIX JOKYMEHTOB, 3aBEPEHHbIX KOMUIA MaTepuanos aena,
NMUCbMEHHbIX CNPaBOK, KONKUIA CyAebHbIX aKTOB onNpeaenatoTca npeaceaatenem cyaa.

12. O6ecneyeHne COXPAHHOCTM aPXMBHbBIX AOKYMEHTOB

12.1. Ana obecneyeHnna COXPAHHOCTU apPXMBHbLIX AeN (3N1EKTPOHHbIX apPXMBHbLIX AeN) U APYruX
AOKYMEHTOB, CO34aHUA HeobxoauMbIX YCAOBMI AnAa paboTbl apxuBy Cyda OTBOAMUTCA cheumanbHO
060pyA0BaHHOE MOMELLEHNE, COOTBETCTBYIOLLEE YCTAHOBAEHHbIM YC/IOBUAM XPaHEHUA AOKYMEHTOB U
TpyAaa paboTHMKOB apxuBa.

B apx1Be L0/KHbI 6bITb NPEAYCMOTPEHbI:
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APXMBOXPAHUANLLE;
nomeLlLeHue Ans npmema, BPeMeHHOro XpaHeHns JOKYMEHTOB;
rnomeLlLeHue AN UCNOJIb30BaHUS SOKYMEHTOB (Y4acTOK BblAayM SOKYMEHTOB);

paboune KOMHaTbl PabOTHMKOB apXMBa, KOTOPbIE A0/IKHbI ObITb M30/IMPOBAaHbI OT NOMELLLEHWI, rae
XPaHATCA apXMBHbIE JOKYMEHTbI.

He AONyCKaeTCA pasmeuleHne apxmBa B HEI'IpMCHOCO6IIEHHbIX noAaBanbHbIX W YepdadHbIX
nomeuleHunAXx.

12.2. ApXMBOXpPaHUAULLE AOMKHO BbITb YAANEHO OT ObITOBbIX MOMELLEHUA U HE UMETb 06LWMX C
HUMW BEHTUAALMOHHBIX KaHAN0B, rAPaHTUPOBAHO OT 3aTOMNJIEHUA, OTAENEHO OT COCEAHUX MOMELLLEHWN
HecropaembiMU CTEHAMW U NEPEKPLITUAMM C NPeLeNamMm OFTHECTOMKOCTU He MeHee AByX 4acoB U UMETb
3anacHbIi BbIXOA,

DNeKTPoONpoBOAKa A[0/MKHA OblTb CKPbITOM WAWM BMOHTMPOBAHHOW B MeTanamnyeckue Tpybbl.
OcBeTuUTENbHAsA apmaTypa B MOMELLEHMM apxuBa AOJKHA OblTb nonyrepmetnyHoi. LUtencenbHble
PO3ETKM A1 NEePEHOCHbIX NAMMN UK NbIIECOCOB AO0MKHbI ObITb rePMETUYHBIMU UAW YCTAaHAB/IMBATLCA B
MeTaINYEeCKMX pacnpesennTenbHbixX WwKadax (KopobKax).

12.3. Mpu pasmelLeHMM apxXMBOXPaHWAWLLA B CNeunasbHOM WAM MPUCIOCOBNeHHOM 34aHuUK
npegnoyteHne (NpU paBHbIX TEMJIOBbIX XapaKTePUCTMKAxX) OTAAeTCA MOMELLEHUAM C CeBepHOM
OpUEHTaLMEN OKOH.

Matepuanbl MNOKPbLITUA CTEH, MONO0B, MOTOJIKOB, BHYTPEHHElN apmaTypbl apXMBOXPaHUAMULLA,
NnpUMeHsiemble NMpPU M3roToB/AeHUU 060pPYAOBaHUA U CPEACTB XPaHEHMA aPXMBHbLIX OLOKYMEHTOB, He
OOJIKHbI BblAENATb arpeccMBHbIE XMMUYECKNE BELLLECTBA U BbITb MCTOYHUKOM MblIN.

12.4. ApxvBOXpaHUAULLE [OO/IKHO MMeTb €eCTEeCTBEHHYI WM UCKYCCTBEHHYIO BEHTUAALMUIO,
06ecneunBaoLLy0 PEUMPKYNALUMIO BO3AyXa, CTabUAbHOCTb TEeMMEepaTypPHO-BAAXKHOCTHOIO pPEeXMMA,
OUYMCTKY BO34yXa OT NblAK.

12.5. ApXMBOXPaHMANLLA (33 UCKIOYEHNEM aPXMBOXPAHWUMLL, PacMoNaratoLMXca Ha oXpaHAeMom
Tepputopun) obopyayloTcA  OBepAMM C  MNOBLIWEHHOW TEXHUYECKOM YKPEenNeHHOCTbl0 NpPoTUB
BO3MOKHOIO B3/I0Ma (MeTannmyeckne Mam obwutble metannom). OKHa NOMELLEHNA apXMBa LOJIKHbI
6b1Tb 060pYA0BaHbI 3aNMPAOLWMMUCA PELLUETKAMMU.

12.6. 3anpeuLaeTca yCTaHOBKA B MOMELLEHMWN apXMBa Meyel M AbIMOXOLOB, NMPUMEHEHUE OrHA,
MCNO/b30BaHWE HarpeBaTe/bHbIX NPMbBOpPOB, pasmeLLeHne NOCTOPOHHUX 0O BEKTOB.

12.7. MNpoTMBONOXKAPHbIA PEXMM apXMBa YCTAHABAMBAETCA B COOTBETCTBUM C HOPMATUBHbIMMU
npaBoBbIMM aKTamm Poccuiickoit Pepepaumm B 061acti noxapHoOM 6esonacHocTH.

MomelleHWe apxmBa LOMKHO 6biTb 060PYA0BAHO NOXKAPHOW M OXPAHHOW CUrHaAU3aumnen, UMeTb
BbIXOAbl K NMPTAM M NECTHUYHbIM KJEeTKam B C/yyae 3Bakyauuu. MoxapHas 6e30nacHOCTb A0/KHA
06ecneymBaTbCa CUCTEMOIN aBTOMATUYECKOMO NOMKAPOTYLLIEHMA.

12.8. PaboTHUK, OTBETCTBEHHbIV 33 paboTy apxmBa Cyaa, A0/KEH MPONTM MHCTPYKTaX No BOnpocam
NPOTMBONOXKapHO/ 6e30NacHOCTM, O03HAKOMMUTLCA C MPaBWUAAMWM MO/b30BAaHUA NPOTUBOMNOKAPHLIM
MHBEHTapeM. MWHCTpyKTaXX paboTHMKOB apxuBa MO MPOTMBOMNOMKAPHOM 6e30MacHOCTU  LOJ/IKeH
NPOBOAMTLCA HE perke OOHOro pasa B roj, OTBETCTBEHHbIM PABOTHMKOM, Ha3HAYeHHbIM MPUKA30M
npeacenartens cyza.

12.9. ApxuBHble JOKYMEHTbI CIeAyeT XPaHWUTb B TeMHOTe. Bce BUAbI paboT C AOKYMEHTaMM LO/TKHbI



npoBoANTLCA NPU OrpaHNUYEHHbIX TN TEXHONTOTUYECKU HeO6XO,CI,MMbIX YPOBHAX OCBeLeHNA.

EcTecTBeHHOE OCBelleHMe B apXMBOXPaHMAMLLE AONYCKAETCA NPU YCNOBUN NPUMEHEHUNA Ha OKHaX
cBeTopaccemBaTeniei, 3alNUTHbIX GUABTPOB, LUTOP, *Kajto3M, HAaHECEHHbIX Ha CTEKAO MOKPbITMIA. A
WCKYCCTBEHHOIO OCBELLLEHMUA MPUMEHSAIOTCA NamMbl HaKaAMBaHMA B 3aKPbITbIX NaadoHax € rnaaxkon
NoOBEPXHOCTbIHO.

12.10. B apxuBoxpaHuanwe ana XxpaHeHUa 4OKYMEHTOB YCTaHABAMBAKOTCA CaeAyowme napameTpbl
TEeMNepaTypHO-BAAXKHOCTHOIO peXuma:

ONA XpaHeHUs OOKYMEHTOB Ha BymayKHOM Hocutene - Temnepatypa 17 - 19 °C, oTHocuTebHasA
BAAXKHOCTb Bo3ayxa - 50 - 55%;

ONA AOKYMEHTOB Ha MArHUTHbIX OMCKax WU AMCKOBbIX HaKonuTenax - Temnepatypa 8 - 18 °C,
OTHOCUTENIbHAA BNAXKHOCTb BO34yXa - 45 - 65%;

ONA NOKYMEHTOB Ha ONTUYECKUX AMCKax - Temnepartypa 10 - 23 °C, oTHOCUTENIbHAA BIAXKHOCTb
Bo3ayxa - 20 - 50%.

[nAa KoHTponAa TemnepaTtypbl W BAAKHOCTU BO3AyXa B MOMELLEHUM apXuMBa yCTaHaBAMBAOTCA
TEPMOMETPbl U TUFPOMETPbI, COMNacHO MOKa3aHMAM KOTOPbIX [AOMXHbl NPUHMMATLCA Mepbl K
obecneyeHno HOPMaabHOM TemnepaTypbl U BNaXKHOCTM BO3AyXa.

12.11. B apxuBOXpaHWUAMULLE [AOXHbl MNPUHUMATLCA MEpPbl, UCKAYaloWme BO3MOXKHOCTb
noABneHmA nneceHM, HaCeKoOMbIX, TPbI3yHOB W HaKonjaeHwuA nbian, cuctematuyeCkn nposoaUTbCA
CaHUTapHble AHU A7 YOOPKU NbIAN CO CTEeNNAXKEN, KOPODOOK, CBA3OK U BNAXKHOM YOOPKM NOMELLEHUN.

12.12. MocTynawowme B apXmMB AOKYMEHTbI PAa3MeLLAOTCA B apXMBOXPAHUINLLAX HA CTaLMOHAPHbIX
n/Mnn nepeaBuXHbIX META/IIMYECKUX CTENaXKaX, B METaNNINYECKMX LWKadax, KOpobKax UAn KoOHTelHepax
B NOpA/Ke, COOTBETCTBYIOLLLEM ONMUCAM AEeN, JOKYMEHTOB.

MopsAdoK pa3smelleHMsa Oen YCTaHaB/AMBAaEeTCA B 3aBUCMMOCTM OT PACCTOAHMA MeXAy MOAKamu,
$U3MYECKOTO COCTOAHUA AeN, a TaKKe OT TBEepA0CTM UM MATKOCTU NepenseTa. [ena, umetolime Teepaplii
nepensier, YyCTaHaBAMBAIOTCA BePTUKaNbHO, C MATKMM MepenneTtom WAM HenepenseTeHHble -
ropuM3oHTaAbHO.

He ponyckaetcs XpaHeHMe [OKYMEHTOB B TPaHCNOPTHOW Tape, B wWTabensx, Ha nony,
MOAOKOHHUKAX, NECTHMYHbIX MIOWAAKAX M APYrMX He npeAHasHaYeHHbIX A1 XPaHEeHWA OOKYMEHTOB
MecTax.

12.13. JneKTPOHHble A[OKYMEHTbl Ha ¢GU3NYECKM 0OO0COBNEHHDLIX HOCUTENSAX Pa3MeLLatoTCs
OTAENbHO OT APYrMX AOKYMEHTOB. KaxKabl HOCUTENb AO/IKEH UMETb HEFEPMETUYHbIN NHAMBUAYANbHbIN
byTNAp, Npyu 3TOM J0/KHO BbITh MCKAOYEHO cBOOOAHOE NepeMelLeHne HOCUTENA BHYTpU dyTasapa.

12.14. Ctennaxun fonxHbl 6bITb YyCTaHOBEHbI NEPNEHANKYNAPHO CTEHAM C OKOHHbIMM NPOeMamu,
a B NomelleHMM 6e3 OKOH - ¢ y4eToM ocobeHHocTel nomeleHns u obopyaosaHua. He gonyckaetcs
pa3meLlLeHmMe CTeNIaXKel BMJIOTHYHO K HAPYXKHbIM CTEHaM 34aHWNA U K UICTOYHMKAM Tenna.

PaccTaHoBKa cTennarkeih M WKadOB OCYLECTBAAETCA B COOTBETCTBMM CO C/Aedyiolumm
TpeboBaHMAMMU:

paccTosiHMe MeXay pAAaMu cTennaxel (rnaBHbli npoxoa) - He meHee 120 cm;
paccTtosiHMe (Npoxoa) meskay CTelaxkaMu - He meHee 75 cm;

paccTosHMe MeXKAY HapyKHOW CTEHOM 34aHMA U CTeNNAXKaMK, NapanienbHbIMU CTEHE, - HE MeHee
75 cm;



pPacCTosIHUE MeXKAY CTEHOM U TOPLLOM CTenNaxka nnu wrada (obxon) - He meHee 45 cm;

paccTosHMe Meay NONOM U HUMKHEN NoJIKoW cTennaxa (wkada) - He meHee 15 cm, B LLOKOJIbHbIX
3TaKax - He meHee 30 cm.

[NnA XpaHeHWAa KapToyeKk W CMpPaBOYHbIX MaTepuasnoB B NOMELLEHWMM apxMBa yCTaHaBAMBAIOTCA
KapToTeuHble WKadbl.

12.15. MomelueHun, cTennaxku, wrkadbl, NONKN, KOHTEMHEPbI AOMKHbI ObITb NPOHYMepOoBaHbl. Ha
KarKAOM CTennaxe yCTaHaB/IMBAETCA yKas3aTeslb, B KOTOPOM 0603HAYaloTcA HOMep CTesaxka, MOJKM,
HaMMeHOBaHMWe, PErncTpaLMoOHHblE HOMEepa M KpalHWe AaTbl JAOKYMEHTOB, Pa3MeLLEHHbIX HA KaxaoM
noske.

Ctennaxu, wKadbbl U KOHTEHEPbl HYMEPYIOTCA B KaKAO0M apXMBOXPaHUAULLE CAeBa Hanpaso OT
BXOZHOM ABepu, a NOJIKN Ha CTe1axKax - Mo LWKadam cBepXy BHWU3, C1eBa Hanpaso.

Ha KopobKu nNpuKnensatoTca ApPabIKK, HAa KOTOPbIX YKa3blBatoTcA: Homep GoHZa, HOMep onucK u
KpaliHne HoMepa AeJ1, pa3MeLleHHbIX B IaHHOM KOpobKe.

12.16. MecToHaxoXaeHWe AOKYMEHTOB B apXMBe 3aKpennaeTca NOCTeN/IaXKHbIMU YKa3aTenamm ¢
4YeTKO 0POPMIEHHbBIMM APIbIKAMMU.

12.17. B uensx onpedeneHns MmecTa XpaHeHMA [OOKYMEHTOB B apXMBOXPaHWUMULLIE MOTYT
COCTaBNATLCA TOMorpaduyeckne ykasaTenu: noctennaxkHble (npunoxeHme N 35 K HacToswei
NHCTpyKUMK), a npu 6onbwiom Konmdectse GpoHAoB - nodoHAoBble (MpunoskeHne N 36 K HacToALleln
NHCTpYKLMK).

MN3meHeHMsa, npoucxogalime B  pPasMELLEHMM  [AOKYMEHTOB, [JOJIKHbl  OTpaKaTbCad B
TonorpapuUYecknx ykasartensx.

12.18. O653aTeNIbHbIMW YC/IOBUAMM XPAHEHUA SNEKTPOHHbIX JOKYMEHTOB ABAAIOTCA:

HaZMuME B apXMBE CyZa He MeHee ABYX 3K3EMMAAPOB KaXKA0M egUHNLbI XPaHEHUA 3/1EKTPOHHbIX
AOKYMEHTOB (OCHOBHOM M pabounit 3K3emMNAApbl A0/XHbI HAXOAWTbCA Ha pPasHbiX GpU3MYECKUX
ycTpolicTBax);

HannumMe TEeXHUYECKUX M NPOrPaMMHbIX CPeAcTs, npefHasHayeHHbIX A8 BOCNPOU3BeAeHWA,
KOMMPOBaHWA, Mepe3anncyM 3SNEKTPOHHbIX AOKYMEHTOB, KOHTPO/A (GU3MYECKOro M TeXHUYECKOro
COCTOAHMSA;

obecrneyeHne pexMMa XPAHEHWUA  3/IEKTPOHHbIX AOKYMEHTOB, MCK/OYAIOWEro yTparty,
HEeCaHKLMOHNPOBAHHYIO PACCbIIKY, YHUUTOXKEHME UAN UCKAXKEHME MHDOPMaLUW.

12.19. [Jna onepaTMBHOro A0CTYNa K 9N1eKTPOHHbIM AOKYMEHTaM B CNPaBOYHbIX U MOUCKOBbIX LLenAx
B apXuBe Co34aeTcA (I)OHﬂ| MCNON1b30BaHNA 9NNEKTPOHHbIX JOKYMEHTOB.

13. CpoKu 1 nopAaaoK nepepayum gen Ha XxpaHeHue
B rocyA,apCTBeHHbIN apxuB

13.1. [Jena obuwero AenonpousBoAcTBa MOCTOAHHOrO CPOKa XpaHeHus U cyaebHble aena
NOCTOAHHOIO CPOKa XPaHEeHUA MO UCTEYEHUN CPOKOB MX BPEMEHHOIO XpaHeHusa B apxuse cyaa (15 ner)
nepegaloTca Ha MOCTOAHHOE XpaHeHWe B rocyfapCTBEHHbIM apXMB MPU HaJMYMM COOTBETCTBYHOLLEIO
Aorosopa.

13.2. ﬂ,ocpquaﬂ nepegadya 4OKYMEHTOB Ha MOCTOAHHOE XPaHEHNE MOXKET 6bITb ocywiecrtBieHa npu
OTCYyTCTBUNU HEOGXO,CI,MMbIX ycnosmﬁ Aana obecneyeHus COXPaHHOCTU OOKYMEHTOB, Npu yrpo3e yTpartbl



(YHMUTOXKEeHMA) AOKYMEHTOB, a TaKXe No npocbbe cyaa Ha OCHOBaHMWM AOroBOpa C rocyAapCTBEHHbIM
apX1BOM.

MpoaneHne CPOKOB XpaHeHMs [AOKYMEHTOB B apxvMBe CyAa AOMYCKaeTcs Mo MUCbMEHHOMY
paspelleHnIo rocyAapCTBEHHOIO apxvMBa B C/lyd4ae HeobXOAMMOCTM MPAKTUUYECKOro WMCMo/b30BaHMA
AOKYMEHTOB CyA0M.

13.3. Mepepaya ALOKYMEHTOB MOCTOAHHOMO XPAHEHMA B FOCYAAaPCTBEHHbIN apXMB OCYLLECTBAAETCA B
COOTBETCTBUU C NJIAHOM, YTBEPHKAEHHbIM PYKOBOAMTENEM COOTBETCTBYIOLLEro rocy4apCcTBEHHOro apxuBea
Mo COrNacoBaHMUIO C CyAOM.

JoKyMeHTbl NepeatoTcsa B rOCyAapCTBEHHDIA apXMB NO ONUCAM e/ MOCTOAHHOTO CPOKA XPaHeHUA,
yTBepXAeHHbIM IlK apxXxmBHOro yupexkaeHus.

13.4. Mepepn nepepadyen Aen Ha NOCTOSIHHOE XpaHeHWe PaboTHMK, OTBETCTBEHHbIM 3a paboty
apxMBa cyaa, COBMECTHO C nNpeAacCTaBUTENEM T[OCYAapCTBEHHOrO apxvBa MNPOBOAAT MNPOBEPKY
NPaBUALHOCTU onucaHuAa U odbopmneHus aen, GU3NYECKOro U CaHUTaPHO-TUTUEHUYECKOrO COCTOAHMS
JOKYMEHTOB.

13.5. Mepenaya 3/IEKTPOHHbIX AOKYMEHTOB B rOCYAapCTBEHHbIN apXUB OCYLLECTBAAETCA B BuAe
KOHTEMHEPOB 3/IEKTPOHHbIX AOKYMEHTOB MO MHPOPMALMOHHO-TEIEKOMMYHUKALUNMOHHOM CETU UM Ha
dusnyeckm o60cobNeHHbIX MaTePUaIbHbIX HOCUTENSAX MO NPaBMIAM, YCTAHOBNEHHbIM ANA AOKYMEHTOB
Ha 6ymasKHOM HocuTene.

13.6. Mpu o6Hapy:KeHUN [edeKTOB [AOKYMEHTOB B [Jenax COCTaBNASAETCA aKT. YcTpaHeHue
06HapyKeHHbIX AedeKTOB NPOBOAMTCA CUNaMKN PaBOTHUKOB cyaa.

AKTbl 0 HEUCNPABUMbIX NOBPEXAEHUAX AOKYMEHTOB PacCMaTpUBaKOTCA U cornacosbiBatoTca ¢ IlMK
APXMBHOTO yUypeXKaeHusa.

13.7. MNMepepgaya gen npoBoAUTCA B rOCygapCTBEHHOM apxmBe noegmMHMYHO. Ha Bcex 4eTtbipex
3K3emMnasapax onucen aen, 4OKYMEHTOB NPOCTABIAKTCA OTMETKM O NpMUeme gen.

Mpu nepBoii Nepeaaye AOKYMEHTOB B FOCYAapCTBEHHbIN apXMB NepeaaeTca UCTOpMYECKan cnpasKa
K doHAay. Mpu nocneayowmx nepeadax 4OKYMeHTOB NepeaeTcs A0N0JHEHNE K UCTOPUYECKON CpaBKe.

13.8. Nepepaya AOKYMEHTOB 0POPMAAETCA aKTOM MpuMema-nepesayn AOKYMEHTOB Ha XpaHeHue
(npunoskeHune N 23 K HacToAwen UHCTPYKUUK), cocTaBasieMbIM B ABYX 3K3emnaapax. OanH aKksemnasap
OCTaeTcA B rocyfapCTBEHHOM apxuBe, APYroW - B cyde. BmecTe ¢ AOKymMeHTamu nepenaroTca Tpu
3K3emMmnaapa onucu Aen, AOKYMEHTOB, B TOM YnNCie OANH B 3/IEKTPOHHOM BUAE.

13.9. Ecam npu nepenaye oH6HAPYKEHO PACXOXKAEHME MEXKAY MTOroBOM 3anucbio B ONWUCK Aen,
OOKYMEHTOB U GaKTUYECKMM Ha/IMuMem nepefaBaemblX Aen, B ONUCKU AeN, JOKYMEHTOB COCTaB/AETCA
HOBAaA UTOroBas 3aMucb, B KOTOPOI YKa3blBalOTCA PaKTMUYECKoe Hanuume Aen U HoMepa OTCYTCTBYIOLWMX
aen.

13.10. Homepa oOTCyTCTBYIOWMX AeN GUKCUPYIOTCA B aKTe npuema-nepesaydn AOKYMEHTOB Ha
NOCTOAHHOE XPaHeHWe, MPUUYMHbBI UX OTCYTCTBMA - B NPUAAraeMol K akTy npMema-nepeaaqn cnpaske cyaa.

13.11. Cya, nepepalowmii AOKYMEHTbI HA XPaHeHWe B rocy4apCTBEHHbIM apxmB, 06a3aH NPUHATL
Mepbl K BOCCTAaHOB/IEHUIO YTPAYeHHbIX MPOW3BOACTB B COOTBETCTBUM C naBoi 38 [pakaaHCKoro
npoveccyanbHOro Kogekca Poccuiickoin ®egepaumun. Ha oTcyTcTBYOLWME OKYMEHTbI COCTAaBAAETCA aKT 06
nX yTpaTe. YTpayeHHble NOAJIMHHUKN AOKYMEHTOB MOTYT 6bITb 3aMeHeHbl UX KONUAMM (NpWU Hannuum).

13.12. MepeBO3Ky AeN B rocyAapCcTBEHHbIN apxnB obecrneymnsaeT cya,.
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HamMeHOBaHME cyna

HammMeHOBaHME CTPYKTYPHOTO
nompasneJieHusa cyzna

HOMEHKIJIATYPA [EJI

Ha ronm <1>

MpunoxkeHne N 1

K MHCTPYKLMM O NopAaaKe opraHM3aumm
KOMM/IEKTOBAHMWA, XpaHEHMUS, yyeTa

W UCNO/Mb30BaHMA AOKYMEHTOB
(31eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX cyaoB obuen rpucamkumm

®dopmat A4 (210 x 297 mm)

MHpaeKkc gena 3aros10BOK Aena

Konnuyectso
TOMOB (4acTei)

CpoK xpaHeHna n N MpumeyaHue
CTaTbW NO NepeyHto

3

4 5

HassaHue pa3gena

HauanbHUK CTPYKTYPHOT'O
nonpasneseHus

ITaTa

[Tognmuce

PacumppoBKa MNOONMUCHU

<1> K HOMeHKnaType Aen CTPYKTYpPHOro noApasgeneHus No OKOHYaHMM KaneH4apHoro roaa
COCTaBNAETCA UTOTrOBas 3anunchb no Gopme, yKasaHHOM B NPUIOKEHUN 2, U fieNlaeTcs OTMETKA O Nepejaye
UTOrOBbIX CBEJEHWIA B OTAEN AEe/10NPOU3BOACTBA CyAa.

MpunoxkeHue N 2

K MHCTPYKLMM O NopsAaKe opraHM3aumnm
KOMMN/IEKTOBAHMUA, XpaHEHUs, yyeTa

M NCNO/Nb30BaHMA 4OKYMEHTOB
(3N1eKTPOHHbIX 4OKYMEHTOB) B apXMBax
denepanbHbIX CyaoB 06LLEN OPUCANKLNN

dopmat A4 (210 x 297 mm)



HaMMeHOBaHMECVAa

HOMEHK/TATYPA OEN

Ha rog,

YTBEPHKAAIO

Mpeacenatens cyaa

MNoanucb

Pacwundposka

noanuncun

[ata

MHpaeKkc gena 3aros10BOK Aena Konunuectso gen CpoK xpaHeHna n N MpumeyvaHue
CTaTbW NO MEPEYHID
1 2 3 4 5

HassaHue pa3sgena

PacumppoBka NOONUCHU

HauvasbHUMK oTrmesia Noonmce
OeJIONIPOM3BONCTBA

Buza paboTHUKA, OTBETCTBEHHOTIO

3a paboTry apxuBa

COTJIACOBAHO COTJIACOBAHO

HpOTOKOﬂ SKCHepTHOﬁ KOMMCCHUM CyIoa

[IPOTOKOJI BKCIEPTHO-INIPOBEPOYHOM

KOMMCCHUNM aAPXVMBHOTI'O YUPEeXIeHUA

or " " N or " " N
VNToroBad 3amnmMchb O KaTeropmax ¥ KoJinmdecTBe IneJl,
3aBelEeHHEIX B rony B Ccyne
Mo cpoKam xpaHeHuA Bcero B Tom uuncne:
nepexoaALLmnx ¢ oTmeTKomn "IMK"
1 2 3 4
MocTtoaHHOroO
BpemeHHoro (cBbiwe 10 neT)
BpemeHHoro (8o 10 neT BKAOUNTENBHO)
UTOro
HamMeHOBaHME IOOJIXKHOCTM HaudallbHMKA
oTmesia OeJIONPOM3BOLCTBAa [Nopgnmuco Pacumpporka nonmnmcu

ITaTa
JIToroBele CBEeOEeHUA [EepelnaHbBl B apXub.

HamMeHOBaHME IOOJIKHOCTM JIiMLa,




InepenaBmero CeBelgeHUdA

IDaTa

[onnmce

Pacumbpporka nomnmucu

MpunokeHune N 3

K VIHCTPYKLMKM 0 NopsAZKe opraHnsaumnm
KOMMN/IEKTOBAHWA, XpaHeHUA, yuyeTa

M NCNosib30BaHUA AOKYMEHTOB

(3NEKTPOHHbIX AOKYMEHTOB) B apXMBax

denepanbHbIX CyaoB 06LEeN IPUCANKLNN

®opmat A4 (210 x 297 mm)

HammMmeHOBaHMe cyna

HamMeHOBaHME CTPYKTYPHOTIO
nompasnesyieHusa cyna

ONMUCH N
el
N | UHaoekc | 3aronoBoK KpaiiHue CpoK xpaHeHusa Konunyectso MpumevaHve
n/n | pena aena AaTbl <1> JIMCTOB
1 2 3 4 5 6 7
HaseaHue pasgena
B IJAHHYIO OIIMCb BHECEHO oeJl

(umdpaMm M NOPONMUCHI)

c N no N

, B TOM UMCJIe:

JIMTEPHEIE HOMepPa:

IIPpOoIIyleHHBIe HOoMepa:

HamMmeHOBaHME IOOJIXKHOCTU
HadaJIbHMKa CTPYKTYPHOTO
nompasnesyieHussa I[Tognmuce
ITaTa

COT'JIACOBAHO
HauanpHUK oTrmesia
IeJIONPOMU3BONCTBA

Nomnmce PacumppoBra

[Toonmucu

<1> T'pada onmyckaeTcsa B ONMUCHU HOeJI IIOCTOSAHHOTO

PacumppoBKa MNOONMUCHU

CpOKa XpaHEeHUS.




[lepenan oejl.
(undpaMm M MOPONMCEI)

HammMeHOBaHME IOJDKHOCTM pPaOOTHMKA

CTPYKTYPHOT'O MNOoOpaslelieHMnda [Nomnuce Pacumdpporka nommnmcu

[Ipuuan nen.
(umbpaMy M NPONMUCHIO)

PaboTHUK, OTBETCTBEHHEN

3a paboTy apxusa

ITaTa

HamMeHOBaHME cyna

HamMeHOBaHME CTPYKTYPHOTIO

InogpasmelsieHrda Ccyla

OIlNCh N

BJIEKTPOHHEIX IOeJI

[Noonmce

PacumdpoBKa NOONIUCU

MpunoxkeHue N 4

K IHCTpYKLKUM O nopAaKe opraHmM3auum
KOMMNIEKTOBAHUA, XpaHeHUA, yyeTa

W UCNONb30BaHWNA AOKYMEHTOB
(3NEKTPOHHbIX OKYMEHTOB) B apXMBax

denepanbHbIX cyaoB 06LLeNn IPUCANKLNN

dopmat A4 (210 x 297 mm)

N n/n NHAeKc 3aron0BOK gena KpaliHue gaTbl O6bem, M6 MpumeyaHune
aena <1>
1 2 3 4 5 6

HanmeHoBaHue pasgena

B nmaHHBM pasmesi OIIMCM BHECEHO

c N

obBeMoM

HayMeHOBaHME IOJDKHOCTU
HaAuaJIbHMKA CTPYKTYPHOTO
nompasneseHus

IDaTa

COTJIACOBAHO

HauanpHUK oTrmesia

nes,
(UppaMu M NPONMCHIO)
mo N
M6.
[lonnucob Pacumdpporka NOONMUCU



OEeJIONPOM3BONCTBA [Tognuce Pacumbpporka nomnmucu

IDaTa

<1> I'pada omyckaeTcs B ONMCHU HeJI IIOCTOSHHOTO CPOKAa XPaHeHMU.

[lepenan ne.
(umbpaMy M NPONMUCHIO)

HauMeHOBaHME IHOOJDKHOCTU paGOTHMKa
CTPYKTYPHOI'O IIoIOpa3neliIieHUnA [omnuce PaCLLU/I@pOBKa ImoOrnmcum

[MpuHuan ne.
(umbpaMy M NPONMUCHIO)

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxusa [onnmce PacumppoBka NOONMUCHK

ITaTa

[IPVWJIOXEHME K OINCK N
BJIEKTPOHHEIX IeJl

PeecTp IOKYMEHTOB (KOHTENHEPOB BJIEKTPOHHBIX IOKYMEHTOB) BIIEKTPOHHOTO
meya <1>:
N eIMHMI XpaHeHMS 10 OIMUCU VlHOoexCc merna

3aroJIOBOK meJia

[aTa PernctpaunoHHbIit HanmeHoBaHwne O6bem, M6 MpumedaHue
OOKYMeHTa HOMep AOKYMEHTA OOKYMeHTa
1 2 3 4 5

HammMeHOBaHME IOOJDKHOCTU
COCTaBUTEJId ONMUCHU [loonucso Pacumdpporka NOONMUCH

MpunoxkeHne N 5

K MHCTPYKLMM O NopsAaKe opraHM3aumnm
KOMM/IEKTOBAHMUA, XpaHEeHUs, yyeTa

W UCNONb30BaHUA [OKYMEHTOB
(21eKTPOHHbIX AOKYMEHTOB) B apXxmBax
denepanbHbIX CyaoB 06LLEN LOPUCANKLNN

dopmat A4 (210 x 297 mm)



HaMMeHOBaHMECVAa

YTBEPKOAIO

®oHa N MNpeacepatens cyaa
Moanuch Pacwundposka
nognucum
Onucb N [ata
[0EeN NOCTOAHHOrO XpPaHeHUA
3a ron,
N n/n MHaekc 3aronoBoOK Agena KpaiHue aaTsl Konunyectso MpumevaHue
aena nctos
1 2 3 4 5 6

HassaHue pa3gena

B nmaHHBI pasnesl ONMCM BHECEHO

(umdpaMm M HOPONMUCHI)

c N

JIMTEPHEIE HOMepPa:

IIPOIIYyUIEHHBIE HOMEPa:

HamMeHOBaHME IOOJDKHOCTU
cocCTaBUTEIJIA OIIMCHU

PaboTHUK, OTBETCTBEHHEM
3a paboTy apxuBa

COTJIACOBAHO

[IpOTOKOJI 3KCIEPTHOM KOMMCCUMU
cyna

oT " " N

HanmeHoBaHMe cyaa
doHa N

nes,
rno N , B TOM UMCJIE:
14
[oonucse PacumppoBra NOONMUCHU
[Mopgnmuce Pacumdpporka nommnmcu

YTBEPXIEHO

[IPOTOKOJI BSKCIEPTHO-NPOBEPOYHOM
KOMMCCHUNM apXMBHOT'O YUPEXIESHMA

oT " "

N

dopmat A4 (210 x 297 mm)

YTBEPXOAHKD
Mpeacepatens cyaa

Moanuco

MpunorkeHne N 6
K MHCTPYKLMM O NnopAgKe opraHM3aumum
KOMMN/IEKTOBaHMWA, XpaHEHMS, y4eTa
W UCNO/Nb30BaHUA AOKYMEHTOB
(3N1eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX Cy[0B 06LWEN OPUCANKLNN

Pacwundposka

noanuncun




Onucb N
Aen no IMYHOMY COCTaBY
3a rog,

[ara

N NHaekc 3aronoBoK KpanHue CpoK xpaHeHusa Konunyectso MpumevaHue
n/n aena aena AaTbl nncrTos

1 2 3 4 5 6 7

B DaHHBIM pas3nesl ONMCM BHECEHO
(umdpaMm M OPONMUCHI)
neJji,

c N no N , B TOM UMCJIE:
JIMTEPHBIE HOMepa: p
[IPOIyIlIeHHEIE HOMEepa:
HamMeHOBaHME IOOJIKHOCTU
COCTaBUTEJIA ONUCHU [Mopnuce Pacumdpporka nomnmcu
Pa®OTHUK, OTBETCTBEHHHM
3a paboTy apxuBa [lonnmce PacumppoBka NOONUCHU
COTJIACOBAHO YTBEPXIOEHO
[IPOTOKOJI DKCIEPTHOM KOMMCCUN [IPOTOKOJI BKCIEPTHO-NIPOBEPOUHON
cyna KOMMCCHUM apxXMBHOT'O YyUPEeXISHUSA
OT " " N OT " " N

HanmeHoBaHue cypa

dopmat A4 (210 x 297 mm)

YTBEPXKOAIO

Mpunoxkenne N 7
K MIHCTPYKLMM O NopsKe opraHn3aumm
KOMMNEKTOBaHUSA, XpaHEHUs, yyeTa
M NCNONb30BAHNA AOKYMEHTOB
(5N1EeKTPOHHbIX OKYMEHTOB) B apXMBax
desepanbHbIX Cyao0B 06LWEN PUCANKLNN

doHg N Mpepacepatens cyaa
Noanuco Pacwudposka
nognucu
Onuce N [ara
Aen BpemeHHbIx (cebiwe 10 ner)
CPOKOB XpaHeHus
3a roa
Nn/n| WHaekc 3aronoBoK KpaliHue gaTbl Cpok Konunyectso MpumevaHue




Aena Aena XPaHeHUA INCTOB
1 2 3 4 5 6 7
B DaHHBIM pas3nesl ONMCM BHECEHO
(umbpaMy M MNPONMUCHIO)
neji,

c N no N , B TOM UMCJIE:
JIMTEPHBIE HOMEepa: ’
IPONylleHHBIE HOMepa:
HamMeHOBaHME HOOJDKHOCTU
CoCTaBUTEJIA OIUCHU [loonuce PacumppoBka NOONMUCHK
PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmupa [omnmce Pacumbpporka nomnmucu

COTJIACOBAHO

[IPOTOKOJI BKCIEPTHOM KOMMCCUMU
cyna

OT " " N

HanmeHoBaHue cypa

®oHa N

Onuco N
3/IEKTPOHHbIX Aen
NOCTOSAAHHOIO XPaHEeHUA

MpunoxkeHne N 8

K MHCTPYKLMM O NopsaaKe opraHM3aumnm

KOMIMJIEKTOBAHUSA, XpaHEHUS, ydyeTa
M UCNO/Ib30BaHMA 4OKYMEHTOB

(21eKTPOHHbIX AOKYMEHTOB) B apxmBax

desepanbHbIX CyaoB 06LEN PUCANKLNN

dopmat A4 (210 x 297 mm)

YTBEPKIOAIO

Mpepacepatens cyaa

Noanuco Pacwudposka
noanucu

[ara

3a rog,

N MHpeKc aena 3aronoBOK Aena KpaitHue aatol O6bem, M6 MpumeyvaHma
n/n

1 2 3 4 5 6




B DaHHBI pas3nesl ONMCM BHECEHO nes,
(umdpaMm M OPONMUCHI)
c N nmo N ,
(umbpaMm M NPONMUCHIO) (umbpaMm M NOPONMUCHIO)
oOBEMOM MO.
HavMeHOBaHME IOJDKHOCTU
COCTaBUTEJIS ONUCU Ilomnuce PacumdpoBka MNOOIUCK
PaBOTHUK, OTBETCTBEHHHM
3a paboTy apxmupa [lomnmce Pacumbpporka nomnmucu
COTJIACOBAHO YTBEPXIOIEHO
[IPOTOKOJI BKCIEPTHOM KOMMCCUM [IPOTOKOJI BKCIEPTHO-NPOBEPOYHOM
cyna KOMMCCHUM aPXUBHOTO YyUYpeXIeHUSI
OT " " N OT " " N
[IPMJIOXEHVE K OIMCU N
BJIEKTPOHHEIX IOeJl
IIOCTOAHHOT'O XpPaHeHMuA
3a ron
PeecTp OOKYMEHTOB (KOHTENHEPOB BJIEKTPOHHBIX INOKYMEHTOB) BJIEKTPOHHOIO
mejia <1>:
N eImHMl XPaHEHMS IO OIUCHK VHOexC mesa
3aroJyIoBOK Hejia
Jarta Per. N goKymeHTa HanmeHoBaHMe O6bem, M6 MpumeyvaHue
AOKYMeEHTa AOKYMeEHTa
1 2 3 4 5
HamMeHOBaHMEe OOJDKHOCTU
COCTaBUTEJNS ONUCHU ITomnmuceb PacumdpoBKa NOIOIMUCU

<1> CocTaBNAETCA Ha KaXAo0e 3/1eKTPoHHOoe Aeno.

MpunoxkeHne N 9

K MHCTPYKLMM O NnopAaKe opraHM3aumm
KOMMNJ/IEKTOBaHMWA, XpaHEHMUS, yyeTa

W UCNO/Mb30BaHUA AOKYMEHTOB
(3N1eKTPOHHbIX OKYMEHTOB) B apXMBax
denepanbHbIX Cy[0B 06LWEN OPUCANKLNN



dopmat A4 (210 x 297 mm)

HanmeHoBaHMe cyaa YTBEPXOAKO
®oHa N Mpeacepatens cyaa
Moanuck Pacwundposka
noanucu

Onucb N [ata

3/IEKTPOHHbIX Ae/1 BpeMEHHbIX (CBbllwe

10 neT) CPOKOB XpaHeHUs

3a rog,

N n/n MHaekc 3aronoBoOK aena KpaitHue patbl CpokK 061bem, | Mpumey

aena XpaHeHusA M6 aHue
1 2 3 4 5 6 7
B ,JZLaHHbH\/JI pazsmesli OIIMCM BHECEHO nei,
c N no N ,
(umdpaMm ¥ NOPONMUCHI) (umdpaMm ¥ NOPONMUCHI)

00BEMOM M6 .
HamMmeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA ONUCHU [Mopgnmuce Pacumdpporka nommnmcu
PaboTHUK, OTBETCTBEHHHN
3a paboTy apxusa [oonucse PacumppoBra NOONMUCHU
COTJIACOBAHO
[IpPOTOKOJI BKCIEPTHOM KOMMCCUMU
cyma
OT " " N
NPVMJIOXEHVE K ONNCK N
SJIEKTPOHHBIX II€JI BPEMEHHBIX

(cepme 10 JIeT) CPOKOB XPaHEHUS
3a Iono
PeeCTp IJOKYMEHTOB (KOHTeVIHepOB BJIEKTPOHHBIX ,JIOKyMeHTOB) BJIEKTPOHHOT'O
mejya <1>:
N en. XpaHeHMHA IO OIMCH MHupmexc npesia
3aroJIOBOK IOeja

[ata Per. N goKymeHTa HanmeHoBaHue O6bem, M6 MpumeyvaHue

AOKYMEHTa AOKYMEHTa

1 2 3 4 5




HamMeHOBaHMEe IOOJIXKHOCTMU
COCTaBUTEJNIA ONUCHK

[lopnuce Pacumbpporka nomnmucu

<1> CoCTaBNAETCA Ha Kad0e 3/1eKTPOHHOe Aeno.

Mpunoxkenue N 10

K MHCTPYKLMM O NnopAgKe opraHm3auum
KOMMJ/IEKTOBAHMWA, XpaHEHUA, y4eTa

W NCNONb30BaHUA AOKYMEHTOB
(3NEeKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX Cy[0B 06LWEN OPUCANKLNN

dopmat A4 (210 X 297 mm)

HammveHOBaHMe cyzna

PEECTP OIVCEN IEJ

HauartT
OKOHUEeH
N N N |HasBa Konunyectso gen B onucu KpaitH | Konmuec | Konnuec | Mpum
n/n | doHA | onuc | Hue ne TBO TBO eyaHu
a u | onuc | NOCTOAH | BDEMEHHO no faTbl | NUCTOB | 9K3emnn | e
" Horo ro (cebiwe | AM4HOMY BOMUCK | ApOB
xpaHeHu | 10 ner) cocraBsy onucu
A XpaHeHus
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHuTCa B apxmuBe onmcem, M3 HUX:

IIOCTOAHHOT'O XpPaHeHMA

(undpaMm M OPONMCHIO)

(undpaMm M HOPONUCHIO)

BPEMEHHOTO xpaHeHus (cBbume 10 JjieT) P

10 JIMYHOMY COCTaBy

(umdpaMy M MOPONMUCHIO)

B TOM 4YMCJIEe IIOCTYIIMJIO B

B TOM UMCJIe BHIOBIJIO B

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa

(undpaMm ¥ HOPONUCHIO)
rony onucemn,
(umdpaMm M OPONMCHIO)
rony ONNCEMN.
(umdpaMm M OPONMCHIO)

[lonnucsob Pacumdpporka NOONMUCU



DaTa

Mpunoxkenne N 11

K MHCTPYKLMM O NopAaaKe opraHM3aumm
KOMMN/IEKTOBAHMWA, XpaHEHMUS, yyeTa

W UCNO/Mb30BaHMA AOKYMEHTOB
(31eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX cyaoB obuien rpucamKkumm

®opmat A4 (210 x 297 mm)

JMCT-3ABEPUTEJIE IEJIA N

B mesie nmomumTo M IIPOHYMEPOBAHO

(umdpaMm M HOPONMUCHI)
(nmmcTa (oB)

c N

no N , B TOM UMCJIE:

JIITEPHBIE HOMepa JIMCTOB

IIPOIIyLIeHHBIE HOMepa JIMCTOB
JIMCTOB BHyTpeHHeﬁ onmcum

OcobeHHOoCTM PU3NYECKOro cocToaHna U GOpPMUPOBaHUS Aena Homepa nucrtos

1 2

HamMeHOBaHMe OOJDKHOCTM JiMLla,
COCTaBMBIIET'O 3aBEPUTEIIBEHYIO

HaOIMCh

IDaTa

[loonucso Pacumdpporka NOONMUCH

MpunoxkeHune N 12

K MHCTPYKLMM O nopAgKe opraHm3sauum
KOMMJ/IEKTOBAHMA, XpaHeHUs, y4eTa

M NCNONb30BaHNA AOKYMEHTOB
(3NeKTPOHHbIX AOKYMEHTOB) B apXuBax
denepanbHbix cyaoB obuielt opUCcaMKLMM

dopmat A4 (210 x 297 mm)

BHyTpeHHAaa onmchb
IJOKYMEHTOB nmejia N
3a ron

N MHaeKc AOKYyMeHTa

[aTta foKymeHTa 3aronoBokK Homepa nncros | Mpumey




n/n aena aHune

VToro IOIOKYMEHTOB .
(umdpaMm M OPONMUCHI)

KoimuecTBO JIMCTOB BHYTPEHHENM OIMCU

(umbpaMy M MNPONMUCHIO)

HauMeHOBaHME OOJDKHOCTM JiMlla,
COCTaBMBUIETO BHYTPEHHKI OINMCH
IOKYMEHTOB neja [Tonnmce Pacumbpporka nomnmucu

IDaTa

MpunoxkeHune N 13

K MIHCTPYKLMM O NopsaKe opraHn3aumm
KOMMNEKTOBaHUSA, XpaHEHUs, yyeTa

M UCMONb30BaHNA AOKYMEHTOB
(21eKTPOHHbIX AOKYMEHTOB) B apxmBax
denepanbHbIX CyA0B 0bLWEeN pUCANKLUN

dopmat A4 (210 x 297 mm)

(HaMMeHOBaHVIe I'oCyImapCTBEHHOI'O apXI/IBa)

(HaMMeHOBaHMe cyma)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoIOpaslesieHNnd)

OEJIO N TOM N

(3arosoBok gmeja)

(kpalHMe IaTH)

Ha JiMcTax
XpaHUTb

(Cpok XpaHeHMS B T'OHax,
OO KaKOT'O I'ona XPaHUTh)

®.N

Oon. N

O.N




HanmeHoBaHue cyga

AKT

n n N

O BblAeNneHNN K YHUUTOXKEHUIO

dPXUBHbIX AOKYMEHTOB, HE
nognexawmnx xpaHeHuo

Ha ocHOBaHUU

HNopnmuce PacumppoBka nomnmucu

Mpunoxkenue N 14

K MHCTPYKLMM O NnopAgKe opraHm3auum
KOMM/IEKTOBAHMWA, XpaHEHMUS, yyeTa

W UCNO/Mb30BaHMA AOKYMEHTOB
(31eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX cyaoB obuen rpucamkumm

®opmat A4 (210 x 297 mm)

YTBEPXKOAIO

Mpeacenatens cyaa

Noanuco Pacwudposka
noanucu

[ara

(Ha3BaHME U BHXOIHBIE IJaHHBE
CPOKOB UX

IIepeuHs OOKYMEHTOB C yKasaHUEM
XpaHeHUd)

OTOOPAHEL K YHUYUTOXEHMIO
yTpaTUBIIME NPAKTUUECKOEe 3HAUYeHMEe IOKYMEHTEH

KakK He mMeKmue

HaquO—MCTOqueCKOﬁ IIEHHOCTM "

(HazBaHMe ¢QoHIa)

N 3aronoBok gena | [oapl Homep Homep Konunyecr Cpoku Mpume
n/n (rpynnosot onucun <1> Aena no BO Aen XpaHeHuAa n YyaHue
3aro/s0BOK Aena) onucum Homepa cTaTei
Mo nepeyHo
1 2 3 4 5 6 7 8
VToro SIOVMHUILL XPaHEeHMA 3a T"OOBI.

(umdpaMy M NOPONMUCHIO)
Onucu meyl MOCTOSHHOTO XPaHEeHUd 3a

Tonel yTBepXOeHel JIIK

(HamMeHOBaHUE APXMBHOI'O yqpexneHMH)

(mpoTokoJ OT

N

)

PaboTHUK, OTBETCTBEHHBM

3a paboTy apxusa

COTJIACOBAHO

[IPOTOKOJI DKCIEPTHOM KOMUCCUM CyHa

Nomonmce

PacumdpoBka NOONIUCU



oT " " N

IOKYMEHTE B KOJIMUECTBE eOVHUL XPaHeHUS.
(umbpaMy M NPONMUCHIO)

Ha ©OyMaxHOM HOCHUTEJIE BEeCOM KI' COaHbBl Ha YHUUYTOXEeHNrEe;
Ha DJJIEKTPOHHOM HOCHUTeEeJIe CHOaHBI Ha YHUMUYTOXEHME

(crmoco® yHMUTOXEHMS)
HamMeHOBaHME OOJIDKHOCTM
paboTHMKa Cyna,
COaBlleTO IOKYMEHTE [loonucob PacumdpoBka NOIOIUCU
ITaTa
IOJOKYMEHTH YHUUTOXEHHE B YCTAHOBJIEHHOM IOPSAOKE.
HamMeHOBaHME IOOJIKHOCTMU
paboTHMKA CcyHa, YINOJHOMOUYEHHOT'O
OCYWECTBJIATE KOHTPOJIbL 3a yTUIM3alLuen [loonuchb PacumdpoBka NOIOIUCU
VIeMeHeHud B YUeTHBIe OOKYMEHTHEI BHECEHEL.
PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa, BHeCWUN
BMEeHEeHNAd B Y4YEeTHHIE

IOOKYMEHTEL Noonmce PacumppoBka NOONMUCHU

DaTa

<1> lMpw BbIGENEHNN K YHUUTOXKEHUIO OKYMEHTOB NPU NOATOTOBKE AN K nepeaaye B apxXuBe cyaa
rpadol 4, 5 He 3anonHATCA.

Mpunoxkenune N 15

K MHCTPYKLMM O NnopAgKe opraHM3aumnm
KOMMN/IEKTOBaHMWA, XpaHEHMS, y4eTa

W UCNONb30BaHUA AOKYMEHTOB
(3N1eKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX Cy[0B 06LWEN OPUCAUKLNN

Komy mnpezncramisgeTcsa

(HaMMeHOBaHME U alpec IoJyJuaTesisd)

Kewm npencrapijideTrcd

(HaMMeHOBaHME M azpec
OTUMTHIBAKIETOCS apxmuBa)

(bopMa CODOCTBEHHOCTM OTUMTHBAKIETOCS apxmBa)

[lacnopT apxmea cyzna
Ha " " 20 roma

1. Obume cBemeHUS



Kog, cTpoKku Konunuectso poHaos Mnowaab CreneHb 3arpy»XeHHOCTH
APXMBOXPAHUNLL, APXMBOXPAHUNLL,
KB. M NPOLEeHTHI
A 1 2 3
101
2. CBemeHMs O IOOKyMeHTax
MokasaTtenun Koa Konnyectso eaAnHUL, XpaHeEHMA
CTPOKM
BCEr | KpanHWe AaTbl | M3 HUX BHECEHO B ONWUCKU | XpaHUTCca | obpasy
o} cBepx eTca B
Hayanb | KOHeu | Bcer KpalHue patbl ycTaHoBe | rog, Aen
HanA HanA o HHOTO
Haya/IbH | KOHEYH
avanb OHeYHa cpoka
an A
A b 1 2 3 4 5 6 7 8
MNMocTtoaHHOroO 201
XpaHeHua <1>
Mo nnyHomy 202
cocTaBy
3. Kanmpe
Kopa cTpoku KonunyecTBo WwTaTHbIX pabOTHUKOB
301

4. YcnoBMSA XpaHeHUs OOKYMEHTOB (HYXHOE MNOOUEPKHYTH)

Apx1BOXpaHMAMLA €CTb, HET; CyX1e, Cbipble; CBET/IblE, TEMHbIE.
OTonneHune LLeHTPaNbHOE, MeYHOe; OTCYTCTBYET.

Crennaxmu MeTaNNNYecKme, AepeBsaHHbIe; KOMBUHMPOBAHHbIE; HET.
Wkaobl AepeBAHHble, METa/lIMYeCcKne; OTCYTCTBYIOT.
CurHanusaums noKapHas: ecTb, HET; OXpPaHHas: ecTb, HeT.

YuTanbHbIN 3an €CTb, HeT.

TemnepaTypHO-BNAXKHOCTHbIN pexxum | cobatogaeTca, He cobaoaaeTcs.

moom 20 1.

[lpencenmaTens cyna Nomonmce PacumppoBkra NOONMUCHK

®.MM.0. m TeynedOH MCIIOJIHUTEIS




<1> MNpwu cocTaBneHUN nacnopTa apxmea LenecoobpasHo B cTpoke 201 BHOCUTb AaHHble O Aenax
MOCTOSAHHOMO XPaHeHWA OTAE/IbHO MO rPaXKAAHCKMM, aAMUHUCTPATUBHbBIM, YrO0BHbIM AeNam M Aenam
Mo 3KOHOMWYECKMM criopam, Aenam obLiero 4enonpons3soacTea.

MpunoxkeHne N 16

K MHCTPYKLMM O NnopAgKe opraHm3auum
KOMMJ/IEKTOBAHMWA, XpaHEeHUA, y4eTa

W NCNONb30BaHUA AOKYMEHTOB
(3NeKTPOHHbIX JOKYMEHTOB) B apXMBax
denepanbHbIX Cya0B 06LWEN OPUCANKLNN

KeMm mpencramifaeTcs

(HaMMeHOBAaHME cyma)

YUeTHBEIe CBeIeHMA O IOOKYMEeHTAax, XPaHAIMXCA B apXuBe Ccyla

Ha " " 20 .
1. Obume cBenmeHUS
Koa Konnyectso MNnowaap 3arpy*KeHHoCTb
CTPOKM doHpoB APXMBOXPaHNANLL, APXMBOXPaHUANLL,
KB. M NPOLEHTHI
A 1 2 3
101

2. CBemeHMsa O IOKyMeHTax

MokasaTenu KonnuyectBo eanHUL, XpaHeHMA
BCer | KpalHue aatbl M3 HUX BHECEHO B OMUCH XpaHUTCA obpasyer
o cBepx CA B ToA4
Hayanb | KOHey | Bcer KpanHue patol YCTaHOBEHH aen
HaA HaA o 0ro cpoka
Haya/NbHa | KOHeYHan
A
A 1 2 3 4 5 6 7 8
MocTtoAaHHOrO
XpaHeHus
BpemeHHOro
XpaHeHus
(cBbiwe 10 ner)
BpemeHHOro
XpaHeHus (ao




10 net) nan "po
MWHOBaHUA
HapgobHocTn"

Mo nnyHomy
cocTaBy

3. Kanpwu

Koga CTPOKU Konnyectso WTaTHbIX pa6OTHMKOB

301

4. YcnoBMS XpaHeHUs NOKYMEHTOB (HYXHOE MOOUEePKHYTH)

ApXMBOXpaHUIMLLA €CTb, HET; CyXue, Cbipble; CBET/Ible, TEMHbIE.
OtonneHue LeHTpanbHOe, NeYHoe; OTCYTCTBYET.

Crennaxmu MeTa/lZINYeckne, AepeBsHHbIe; KOMBUHUPOBAHHbIE; HET.
Wkadbl AepeBsAHHble, MeTaNIMyecKme; OTCYTCTBYIOT.
CurHanusaums NoKapHas: ecTb, HET; OXpaHHasA: ecTb, HeT.

YuTtanbHbIN 3a0

€CTb, HeT.

TemnepaTypHO-BAAXKHOCTHbIN PEXUM

cobnopaertca, He cobatogaerca.

nw nw 20 .

[lpencenmaTens cyna

®.M.0. m TenedoH MUCHIOJHUTEIS

[Nopgnmuce Pacumdpporka NOONUCH

MpunoxkeHune N 17

K MIHCTPYKLMM O NopsKe opraHn3aumm
KOMMNEKTOBaHUSA, XpaHEHUs, yyeTa

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

dopmat A3 (297 x 420 mm)

(HaMMeHOBaHME cyma)

(Ha3BaHME apxmBa Ccyna)

KHUT'A

ydyeTa IIOCTYIIJIEHMA U BEIOBITU A neji, IOOKYMEHTOB



Tom N

Hauat

OKOHUEH




N [arta HanmeHoBaHue | HammeHoBaH | Ha3BaH oAbl Bua MNMocTtynneHmne onMCaHHbIX BbIb6bITME ONUCAHHbIX HeonucaHHbl | Mpum
n/n | noctynn | opraHuMsauMm | ue, Homepu | Mewn | NOCTyNu | HOCUT OOKYMEHTOB OOKYMEHTOB X gen, e4YaHu
eHMA U | (CTpYKTYypHOro Aata HOMep | BLIKX ens OOKYMEHTOB, | e
BbIBbITU | NOApa3aeneHna, | AOKyMeHTa, | doHAaa nnu <1> KONN4ECTBO €ANHNL, KO/IMHECTBO €ANHNLY NNCTOB
A NMua, apxmea), | Mo Kotopomy BbI6bIBLL XpaHeHnA XpaHeHuA
[OKyme 13 KoTopow nocTynuan nX
NOCTOAH | BpEMEH no NOCTOSIH | BpeMeH no nocty | Bblb
HTOB noctynuau (Mnmn | unm BbibbIAK OOKYMEH
HOro HOro | IMYHOMY | HoOro HOrO | IMYHOMY | NUNO | bINO
BblObIN) OOKYMEHTbI TOB No
XpaHeHu | (cBbiwe | cocTaBy | XpaHeHu | (cBblwe | cocTaBy
OOKYMEHTbI onucu
A 10 neT) A 10 neT)
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
ViToro B Irony IIOCTYIIMIIO eMHNVIL, XPaHeHMA, B TOM HMCIIe:

(unbpamm u
IPONUCH)

Ha OyMaxHOM HOCHUTeJe , DBJIEKTPOHHHBIX

(umbpaMy M MNPONMCHIO)

(umbpamMm un

[IPONKUCHI0)

IIOKa3BBalTCA pasneJIbHO MTOI'OBBIE IaHHEIE II0 Ppa@)aM 8,
BEIOELIIO ern. XpaHeHud,

9,
B TOM YMCJe:

10,

(umdpaMmt ¥ HOPONMCEI)
, DJIEKTPOHHEIX

14 xHUTU;
Ha OyMaxHOM HoOCHUTEeJe

(urdppaMm M HOPONMCEI)

IIOKA3EBATCA pas3mellbHO MTOT'OBHEe IaHHBEe o I'padam 11, 12, 13, 15.

OTBETCTBEHHEM
3a paboTy apxmusa

PaboTHUK,
I[lopnmce

TaTa

(urdppaMm M HOPONMCEI)

PacumppoBka nomnmcu




<1> B rpade ykKasbiBaetca BuA, HocuTena (BH - AoKymeHTbl Ha 6ymaxkHom HocuTene, 3/ -

3NEeKTPOHHbIE AOKYMEHTbI).

HammveHOBaHMe cyzna

CIIMCOK ®OHIOOB

MpunnoxkeHme N 18

K MHCTpYKLMKM O NnopAaaKe opraHn3aumnu
KOMMNIEKTOBAHMA, XPaHEHUA, yyeTa

N NCNO/Ib30BAHUA JAOKYMEHTOB
(3N1EKTPOHHbIX JOKYMEHTOB) B apXnBax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

dopmat A4 (210 x 297 mm)

Tom N
HauarT
OKOHUEH
N [aTa nepsoro HassaHue OTmeTKa o BbIbbITUK PpoHAA MpnmeyvaHu
doHAa | noctynneHus $oHaa e
LOKYMEHTOB KyZda BblbbIN nata u N ZOKyMeHTa, Ha
dboHaa OCHOBaHWWN KOTOPOTO
BblObIN
1 2 3 4 5 6
Ha 1 suBapsga I'. B CIOMCOK BKJIOUeHH QOHIOH C N no N ,

M3 CHUCKa MCKJIUeHEl QOHIEl C N
Bcero xpaHmuTCcHa B apxmee

no N

bOHIOB, M3 HUX:

(undpaMm M OPONMCHIO)
comepxaT ocobo lieHHBe »neja.

(undpaMm M HOPONIUCHIO)
Homepa ceoOOnHEIE:
(mepenaHHHE) @

Homepa BHIOHIBIIME

PaboTHUK, OTBETCTBEHHHN
3a paboTy apxmuBa

IDaTa

I[Tognmuce

PacumppoBKa MNOONMUCHU



JMCT ®OHIOA N

MpunnoxkeHne N 19

K HCTPpYKUMKM O NopaaKe opraHn3aumm
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BAaHNA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax

denepanbHbIX cyaoB 0bLen pucamKkumm

dopmat A4 (210 x 297 mm)

(MecToHaxoxmeHme QoHIA
roe xpaHuTcsa GoHI)

(HamMeHOBaHME cyna,

(DaTa nDepBOT'O MNOCTYIJIEHUS
IOOKYMEHTOB GoHza)

KpaliHue aaTbl Kaxaoro HassaHua ¢poHaa

HassaHue ¢poHaa

1 2
1. YueT HEONMCAHHBIX IOKYMEHTOB
[ara Ha3BaHue, HOmep U garta MocTtynneHune BbibbITHE Hannuune
3anMcu | [AOKYMEHTa, Mo KOTOpoMy (octaTok)
nocTynuan nau BblbbIAK
LOKYMEHTbI KO/IMYec | KpallHWe | Koandyec | KpamHue BCEro aen
TBO Aen 4atbl TBO gen [arbl
1 2 3 4 5 6 7

2. YueT ONMCAHHEIX IOOKYMEHTOB



Oata | Home | Toga | HaseaH | Mocty BbibbiTHE Hanunuwme (octaTok)
3anu p ne nuno
o | onue onucK | eaun | KONMY | OCHOBaH B TOM Yncne no Koany B TOM 4mcne:
n nen UM ny | €cTBO ne onucam, €cTBo
aHHOTa | xpaHe | €AWH | BbIGbITUA | yTBEpXAeHHbIM MK | eAnHK NOCTOAHHOTO XpaHEHNA no cn4Homy
um | Hma | uvu | (HasBaHw U cocTaBy
OOKyme XpaHe | e, AaTa, XpaHe B N
Konnde | KpaiHu M3 HUX MO ONUCAM, | KoAu4e | KpaiH
HTOB HUA | HoMep HUA
CTBO e aatbl | yTBepxaeHHbim IMK CTBO ne
AOKYMEH
1a) eAVHN | eANHUL, eaouHu | patol
KOAIMYeCTB | KpaliHue m XpaHeHw | KOJMYECTB | KpaiiHue m
0 eauHWL, | AaThl XpaHeH q 0 eanHUL, AaThbl XpaHeH
XpaHeHus us XpaHeHus us
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




Mpunnoxkenue N 20

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

M NCNO/Ib30BAHNA AOKYMEHTOB
(3N1EKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

dopmat A4 (210 x 297 mm)

HavmeHoBaHMe cyaa

AKT YTBEPXKOAIO

Mpeacenatens cyaa

II_II N
Moanuck Pacwudposka
nognucu
0 TEXHNYECKMNX OLLINBKax B YYE€THbIX
AOKYMeEHTax
[ara
dounmg N
HasepaHue odoHIa
B xoze BHIIOJIHEHUS ODHapyXeHBE TexXHUUYeCcKMue
omMOKM B 3BalMCHAX
Ha3BaHue AOKYMEHTA CyLLI,eCTByIOLLI,aFI 3anncb Cne,u,yeT 3anuncaTtb
1 2 3
B pesyabTaTe KOJMYUECTBO EIOMHMII XpPaHeHUd yBeJMUMJIOCh (YyMEHBUWMJIOCH) Ha
e OVHULL
(umdpaMy, NOPONUCHI)
XpaHeHUs .
[IpuMeyaHm :

HamMeHOBaHME IOOJKHOCTM paboTHMKA [loonmucso Pacumdpporka NOONMUCH



VIsMeHeHra B yUeTHHE IJOKYMEHTH BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxmupa [omnmce Pacumbporka nomnmucu

MpunnoxeHue N 21

K MHCTpYKUMK O nopaaKe opraHu3saumm
KOMMJIEKTOBAHWA, XpaHEHUA, yyeTa

N UCNONb30BaHNA AOKYMEHTOB
(3N1EKTPOHHbIX JOKYMEHTOB) B apXnBax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

dopmat A4 (210 x 297 mm)

HammeHOBaHmecyAa

AKT YTBEPXOAKO
Mpeacepatens cyaa

S N Mognuck PacwumndposKa
06 06HapyKEHNN AOKYMEHTOB (He noanucu
OTHOCALLMXCA K AaHHOMY GoHAy,

Hey4YTeHHbIX) HaTa

B xome
(Bun paboThl)
ODHapPyXeHO
(B doHme, =xpaHmnuile, paboueM IIOMEULIEHUN)
N | 3aronoBok eauHuubl | Wndp (ecnn | KpaliHue Konunyectso K Kakomy Mpume
n/n XpaHeHuA ecTb) 4aTbl nnctoB (06bem, doHay YaHue
M6) OTHOCUTCSA
1 2 3 4 5 6 7
JIToro OOHapyXeHO IOOKYMEHTOB.
(umbpaMm M NOPONMUCHIO)
HamumMeHOBaHME IOJIKHOCTM paboTHMKA lNomnuce PacumdppoBKa IOONUCK

VI3MeHeHMud B YUYeTHEIE IJOKYMEHTEI BHECEHEI.

PaboTHUK, OTBETCTBEHHBM
3a paboTy apxusa [oonmce PacumppoBkra NOONMUCHK



MpunnoxkeHue N 22

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

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHbIX OKYMEHTOB) B apX1Bax
denepanbHbIx cya08 06LEN LOPUCAMKUAN

dopmat A4 (210 x 297 mm)

HavmeHoBaHMe cyaa

AKT YTBEPHKOAIO
Mpeacenatens cyna
o N Moanuck PacwudpoBska
06 yTpaTe 4OKYyMEeHTOB noanucu
HdaTa
doHnm N
(HazBaHme ¢oHIa)
B pesymneTare YCTAHOBJIEHO OTCYTCTBME B QOHIEe
IIePpeUurCIJIEHHBIX HIVIXEe nei, IIpenrnprHATeEe aApPXVMBOM MePEBL I10 PO3EICKY neJl

MIOJIOKUTEJILHEIX Pes3yJbTaTOB He Haju, B CBSI3M C UeM CUMTaeM BOBMOXHBIM CHATH C
yueTa:

Onucb | EayHuua 3arono0BOK eANHULbI KpaiHue aaTbl Konunyectso | lMpeanonaraem
N XpaHeHuna N XpaHeHna 2nctos ble NPUYUHBbI
(06bEM, M6) OTCYyTCTBUSA
1 2 3 4 5 6
NToro e OVHUL],

(umdpaMm M NOPONMUCHIO)
XPaHeHUs .

ComepxaHMe YTPAadeHHHX MaTepMajloOB MOXET OBTbh YaCTUYUHO BOCIIOJIHEHO CJleOy UMMM
en. XpaHEeHUA:

(HoMepa en. XpaHeHUS U UX TPYIINOBEE 3aT'OJIOBKM)

PaboTHUK, OTBETCTBEHHHN

3a paboTry apxusa [Noonmce PacumppoBkra NOONMUCHK
COIJIACOBAHO <1> COIJTACOBAHO
MpOTOKON 3KCNEPTHO-NPOBEPOYHOM MpPOTOKOA 3KCNEPTHON KOMUCCUK cyaa

KOMUCCUUN apPXUBHOTO y4pexxaeHnAa opraHa



B cdhepe apxMBHOro Aena

OT n n N

VIzMeHeHMa B yUeTHEHE IJOKYMEHTH apXMBa BHECEHH.

PaboTHUK, OTBETCTBEHHEN
3a paboTy apxusa

[Mopnmucse Pacumdpporka nommnmcu

<1> Ecnn He obHapyKeHbl fena NOCTOAHHOMO XpaHeHus.

YTBEPXAAIO

Mpeacepatens cyaa

(HaumeHoBaHUWe cyaa NOMHOCTbIO)

Moanucb Pacwundposka
noanucu

[Jata lepboBan neyaTb
AKT

o N

npuema-nepenayum apxmBHbIX
[OKYMEHTOB Ha XpaHeHue

MpunnoxkeHme N 23

K MHCTpYKLMM O Nopsaake opraHu3aumnu
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

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

dopmat A4 (210 x 297 mm)

YTBEPXKOAIO

(HaMMEHOBaHMe AONXKHOCTHN

pyKOBOAMTENS OpraHM3aLmu,
NPUHUMAIOLWEN SOKYMEHTbI)

Moanuch PacwundposKa
noanucum
[ara MeyvaTb

(ocHOBaHME mnepenauu, K IIPUMEPY,

NCTEeUEeHMEe CpOoKa XPaHEHMS IOOKYMEHTOB)

cmaJ,
(HaBBaHMe InepernaBaeMoro @OHﬂa, HaVMeHOBaHME cyna)
a IPUHAJTL
(HaMMeHOBaHMe opraHmM3z3auuyM, anHMMammeﬁ ﬂOKyMeHTH)
JOKYMEHTE Ha3BaHHOTIO @om:a mu yquHO—CHpaBOquHX annapaT K HVM:
N n/n Ha3BaHue, Konnyectso Konunuectso gen Konunyectso |lpumeya
HOMep onucu 3K3eMNAAPOoB oNucK | (eaAnHUL, XpaHeHus) Konui Hue




MTOTO MNPMHATO

XPpaHeHu4d) .

ey (eguHMILL

[lepenauy nOpou3BEJIM:
IOIKHOCTb

[Noonmce
ITaTa

dounmy npmucBoeH N

(umdpaMm M OPONMUCHI)

PacumdpoBKa NOOIUCU

[lpyeM npoms3Besin:

HOJIXHOCTB

[Mopnmuce Pacumdpporka nommnmcu
HaTa

VI3MeHeHUsa B y4deTHEE IJOKYMEHTH BHECEHH.

JOJIXHOCTB

IDaTa

HanmeHoBaHue cypa

AKT
N

[onnmce

O HEUCNpaBuMbIX NoBpeXAeHNAX

dPXUBHbIX AOKYMEHTOB

B dbonnme obOHapyXeHBE IOOKYMEHTEH,

®oHno N

Pacumbpporka nomnmucu

MpunnoxkeHune N 24

K VIHCTPYKLUMM O NnopszKe opraHnsauum
KOMM/IEKTOBaHUSA, XpaHeHWs, yyeTa

M NCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 0bLen pucaMKLumMn

dopmat A4 (210 x 297 mm)

YTBEPKOAIO

Mpepacepatens cyaa

Noanuco Pacwudposka
noanucu

[ara

(HasBaHMe O¢oHIa)

IIPM3HAHHEIE HEUMCIIPABMMO IIOBPEXIESHHBIMU

N Onucb N EanHunua 3aronoBoK KpaiHu Konunyectso CywHocTb n
n/n XpaHeHus NoBpeEXAEHHbIX e fatbl | nucToB (06bem, NPUYUHBI
N eANHUL, XpaHeHnA M6) nospexaeHua
1 2 3 4 5 6 7




JToro OOHAPYXEHO HEMCIPaBMMO [TOBPEXIESHHBIX e OMHNLIL
(umbpaMy M MNPONMUCHIO)

XPaHEeHUs .

HepeqmcneHHme SIOVMHUNIIEI XPaHEHMA IIo4jieXxaT CIMCaHMI BBUIOY :

Pa®OTHUK, OTBETCTBEHHHMN

3a paboTry apxusa [onnmce PacumppoBka NOONMUCHK
COrnACOBAHO COINACOBAHO <1>

MpOTOKON 3KCNEPTHON KOMUCCUM MPOTOKOAN 3KCMEePTHO-NPOBEPOYHOM
cyaa KOMUCCUN apPXUBHOTO y4pexXaeHnA

OT Il_ll N OT n n N

V3MeHeHMda B yUeTHHE IOOKYMEHTEL apXryBa BHECEHHL.

HayMeHOBaHME IOJDKHOCTU

paboTHMUKAE,

BHeCIIeT'O M3MEeHEeHMA B Y4YEeTHHIE

IOOKYMEHTH lNomnuce PacumdppoBKa IOONUCK

ITaTa

<1> [na AOKYMEHTOB, BK/IOYEHHbIX B cOCTaB ApxmMBHoro ¢oHaa Poccuiickoih ®eaepaumn.

Mpunoxenune N 25

K MHCTpYKLUMK O nopAaaKe opraHu3saumm
KOMMNIEKTOBaHMA, XpaHeHUs, yyeTa

N UCNOJ/Ib30BAHUA AOKYMEHTOB
(9NeKTPOHHbIX AOKYMEHTOB) B apx1Bax
denepanbHbix CyaoB obLLei pUcanmKLmm

dopmat A4 (210 x 297 mm)

HanmeHoBaHue cyaa

AKT YTBEPHKOAIO
o N Mpeacenatens cyaa
NPOBEPKM HA/IMHNA N COCTOAHNA
apXMBHbIX Aen Moanuck Pacwudposka

noganuncun

[ara



dounmg N
HasepaHMe odoHIa

Homepa onucen

[lpoBepka npoBOOUIIACh C o

[IpOBEepPKOM yCTaHOBJIEHO:
1. UmcamTcsa IO ONMCAM IeJl:

(kommmuecTBO UMOPaAMM M IIPOIMCHIO)
2. BHIABJIEHBEl TeXHUUYECKME OIMOKU :
2.1. VmewnTca JIMTEPHHE HOMEpPaA;
a) He YyUTEeHHBe B MTOTOBOM 3alucu

(kommyecTBO LMbppaMU
Y TIPOINMCHIO)
©) He IepeuMrcCJIeHHHE, HO YyUYTEeHHHE
B MTOTOBOM 3alMcCU

(kommuecTBO LMOpPaMM M IPOIMCHIO)
2.2. TlponyleHO HOMEPOB:
a) He YUTEeHHHX B MTOTOBOM 3almcu

(kommmuecTBO UMbpamm
M MNPONMCBI)
©) He I[NepeuMCJIEHHHIX, HO YYTEHHHX
B MTOTOBOM 3alMcCu

(kommuecTBO LMpPaMM M IPOIMUCHI)
2.3. Ipyrue, B pe3yjbTaTe dyero oOBbeM
YBEeJIMUYNMIICS Ha

(kommuecTBO LMdpPaMM M IPOIMCHIO)
YMEHBUINMJICS Ha

(kommuecTBO LMbpPaMM M IPOIMUCHI)
3. UMcamMTCHa O ONMCSAM B pPe3yJbTaTe
YCTPaHeHUsa TEeXHUUECKUX OoumboK

(komm4uecTBO LUMbPpPaMmU
M MNPONMCBI)
4. He oxaszajioCb B HaJINUUU

(kommuecTBO LMpPaMM M IPOIMUCHI)
5. VimMeeTcsa B HaJMuMM 110 IOaHHOMY OQOHIOY
(BKJIIDUEHHEBIX B OIIMCH)

(kommuecTBO LMOPaAMM M IPOIMCHIO)
M3 HUX TpelyonlMX:
a) mesuHbeKUIUU

(konmmuecTBO LMOPaAMM M IPOIMCHIO)
0) IOes3uHCEeKLUNU

(konmmuecTBO LMOPaAMM M IPOIMCHIO)
B) pecTaBpaumun

(kommuecTBO LMpPaMM M IIPONMUCHIO)
') IeperJieTa WM DOIUMBKU

KOJIMYEeCTBO LUubpamMm u
IIPONMUCH)
I) BOCCTaHOBJIEHMs 3aTyxXallMUxX TEKCTOB

SIOMHNUILL XPaHEHUA.

SIOVHUILL XPaHEeHMA;

SIOMHNUIL XPaHEHUA.

SIVHNL XPaHEHUd;

SIOMHNIL XPaHEHUA.

SIOVMHUL XPaHEeHUA;

SIOMHNIL XPaHEHUA.

SIOMHNIL XPaHEHUA.

SIOVHNL, XPaHEeHMA.

SIOVMHNIL XPaHEHUA.

SIOVMHNIL XPaHEHUA;,

SIOVMHNL XPaHEHUA;

SIOVMHNIL XPaHEHUA;

SIOVMHNL XPaHEHUA;

(kommuecTBO LUMpPaMM M IPOIMUCHIO)

eOMHNI XPaHEeHUS;
€) HeMCIpaBMMO [NOBPEXIEHHBIX

(kommuecTBO UMbpamMm u
[IPONMCHIO)
6. lIMeeTCs He BKJIOUEHHHX B ONUCU

(kommuecTBO LMbpamMm u
IIPONMUCH)

SIOVMHNL XPaHEHUA.

SIOVMHNUIL XPaHEHUA.

7. VToro mO ImaHHOMY OQOHIOY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIMUCH) ,

MMEKIMXCA B HaJIM4YUU

(kommuecTBO LUMpaMu M IPOIUCHI)
8. XapakTepucTuKa YCJIOBUM XPaHEeHUS

SIOVMHNUIL XPaHEHUA.

(yKaBaTb OCHOBHEIE OTpMLaTEJIbHBEIE ABJIEHMA B COCTOAHMM UM YCJIOBUMAX




VX XPaHeHUS)

[IpoBEPKY NPOU3BOOMIIN :

HamMmeHOBaHME
IOOJIKHOCTEN
PaboOTHUKOB [Nononmcwu PacumppoBka nomnmcem
ITaTa
MpunnoxkeHue N 26
K IHCTPYKLUMKM O nopAaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa
M NCNO1Ib30BaHUA JOKYMEHTOB
(3N1EKTPOHHbIX OKYMEHTOB) B apXmBax
depepanbHbIX CyA0B 06LLEN OPUCANKLNN
Kumra seimaum pgen N
Hauara
OKOHUeHa

@opMa TUTYJIBHOT'O JIMMCTa KHUMI'M BbBEIOAYM IOEJI

N HanmeHoBaHue [Data | Komy BblgaHo, | Pacnuckas| [ata Pacnncka s | Mpum
n/n | (Homep) BblAAHHOTO | BblAAYM C Kakom NOJIly4eHU |BO3BpPaTa | BO3BPALLEHM | eYaHWU
OOKYMEHTa uenbto " aena n gena e
1 2 3 4 5 6 7 8
Toro B ooy BBHIOAHO M3 XpaHMJINMia N SIOVMHNIL XPaHEHUA.
(umbpamMmn un
IIPONMCHIO)

HamMeHOBaHME IOOJIKHOCTMU
paboTHMKa, COCTaBMBIETO
MTOTOBYIO 3amllMChb [loonucso Pacumdpporka NOONMUCH

ITaTa

MpunnoxkeHne N 27

K MHCTpYKLMKM O NnopAaaKe opraHusaumnu
KOMMIEKTOBAHWA, XPaHEHUA, yyeTa

M NCMOJ/Ib30BAHUA JOKYMEHTOB
(3NEKTPOHHbIX AOKYMEHTOB) B apX1Bax



HamMeHOBaHME cyna

denepanbHbIx cyaos obuen pucamkumm

dopmat A4 (210 x 297 mm)

JIMCT MNCIIOJIB3OBAHVA IJOKYMEHTOB

doHnm N Onmce N Ieno N
3aroJIoOBOK Hejia
[aTa Komy BblgaHo: XapakTep Ucnoab3oBaHKUA Homep Moanucb nnua,
ucnonb3 | pamuana, Hmumansl | (KonMpoBaHWe, BbIMUCKK, | UCNONb30BaH | MCNO/b30BaBLUErO
oBaHuA (pasbopumeo) npocmoTp) HbIX IMCTOB neno
1 2 3 4 5

HamMeHOBaHME cyna

Iesio

MpnnoxkeHne N 28

K MHCTpYKLMM O NnopAaaKe opraHu3aumnu
KOMMNIEKTOBAHMA, XPaHEHUA, y4eTa

N UCNO/Ib30BAHUA JAOKYMEHTOB
(3NEKTPOHHbIX JOKYMEHTOB) B apXnBax
denepanbHbIx Cya08 06LEN LOPUCAMKUAN

dopmat A4 (210 x 297 mm)

KAPTA 3AMECTUTEJIE IEJIA

Onmco

(N 1 HazBaHUEe)

®oHI

(N 1 HazBaHUe)

(N 1 HazBaHUEe)

BreimaHO BO BPEMEHHOE IIOJIbE30OBaHME:

N ®.1N.0. [aTa Bblgaumn JaTta Moanucb MNognuce nonyuunsllero
n/n | nonb3oBaTens BO3BpaTa BblAaBLUEro Aeno aeno
1 2 4 5 6




MpunnoxkeHue N 29

K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLein pucamKkumm

Pasmep 65 x 25 mm
WTAMN

"KONnA BEPHA" ANA 3ABEPEHWA COOTBETCTBMA KOMWUU CYAEBHOTO
AKTA MOAMMHHURY

"Konus BepHa"
noAnucb cyabu

HanmeHoBaHMe A40/IKHOCTH
YNOAHOMOYEHHOTO paboTHUKA annapaTa
depepanbHoro cyga obuien lopucankumnm

(noanucyb) (MHMumansl, pammnamnsa)

v 20 T

Mpunnoxxenne N 30

K MIHCTPYKLUMM O NopszKe opraHusaumm
KOMMN/IEKTOBaHUSA, XpaHeHWs, yyeTa

N UCNO/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

OBPA3EL, HAKNENKMK
C 3ABEPUTENbHOW HAZMWUCBIO, NCMONB3YEMOW MPU OSOPMJIEHUMN
3ABEPEHHbIX KOMWW CYAEEHbIX AKTOB

HanmeHoBaHue pegepanbHoro cysa obuiei
HOPUCAUKLMM

MpOHYMepoBaHO U CKpenaeHo
neyatblo nncTos
noanucb




MpunnoxeHue N 31

K MHCTPYKLMM O NnopsaaKe OpraHn3aumnm
KOMMNAEKTOBAHWA, XPaHEHUSA, yyeTa

N UCNOIb30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX OKYMEHTOB) B apX1Bax
denepanbHbIX cyaoB 0bLein pucamKkumm

[lpencemaTerno cyna

oT

(®.11.0., mnpoueccyaJibHOe IOJIOXeHHUEe,
IOaHHBIE OOKYMEHTa, YIOOCTOBepsAoleIlo
JIMYHOCTBL U IIOJIHOMOUMUS)
IpoXuBamwmero O aIpecy:

HOMEp KOHTAKTHOI'O TejedoHa:

3asaBJIeHUE
O BBJAUE KOIMM CyIeOHOT'O aKTa

1. Ipoumy BHIOATbL MHE KONMUI (MM) CyHOeOHHX akKTOB

(yxazaHMe HaMMEeHOBAaHME M PEeKBU3UTH CyIneOHOT'O aKTa)

1o pmeiy

Nomnuce/®.M.0. (pacumbpoBaTh) :

mo 20 1.

2. Kommuio cymeBHOTO akTa OOJYyUMII

(. 1.0. u mommmMchb Julla, OOJIYyUMBIIETO
KOMMIO, JaTa BBOAUM KOIIUM)

3. Bweimai

(moxHoCTh, ®©.M.0., nommmch paboTHMKA allapaTa CyDa, BbBIOABIIETO
cynebHoe neJsio, nara)

MpunoxeHune N 32

K MHCTpYKLMM O NopsaKke opraHn3aumnm
KOMMNIEKTOBaHWA, XpaHEHUS, yyeTa

N UCNOJ/Ib30BAHUA AOKYMEHTOB
(3NEKTPOHHBIX 4OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

[lpencepatTeno cyna

oT

(®.11.0., mpoueccyaJibHOE IIOJIOXeHUEe,



IOJaHHBEIE ITOKYMEHTa, YIOOCTOBepAnmeIro
JIMUHOCTBL M IIOJIHOMOUMSA)
IIPOXMBaAKILETO IIO alpecy:

HOMEP KOHTAaKTHOI'O TesgeboHa :

3asgaBJIeHUE
O BHIAUE KOIUM ayIOMO3ANMUCU CymebOHOTO BacermaHmsa

1. Ipomwy BHOATE MHE KOIML (MM) ayIMO3amlMcu CymeBHOTO 3acemaHmus [0 Oely

Nomonuce/®.M.0. (pacumbdpoBarsh) :
ll—ll 20— I‘.

2. BHeKTpOHHHﬁ HOCHUTeJIb MH@OpMaHMM npujaraeTrc4d.

3. Konwmmwo SJIEKTPOHHOT'O HOCHUTEJIA IIOJIYy4NII

(¢®.1.0. m momnmuchb Juua,
MOJIYUMBIIETO KOIMI, OAaTa BHIOAUN
KOIINUIM)

4. Bwiman

(nosmxHoCcTh, ®.M.0., nommnmuch paboTHMKA anlapaTa Ccyla, BHIABIIEIO
DJIEKTPOHHEIM HOCUTEJIb, IaTa)

MpunnoxkeHme N 33

K IHCTPYKLMM O NopszKe opraHnsaumm
KOMM/IEKTOBAHUSA, XpaHEeHWs, yyeTa

M NCNO/Ib30BAHNA AOKYMEHTOB
(3NEKTPOHHbIX OKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUAN

dopmat A4 (210 x 297 mm)

HanmeHoBaHue cypa

CnpaBo4Hble gaHHble cyaa Appecat
(nouToBbIV agpec, TenedoH,
TenedoH/dakc)

APXMBHAA CIMPABKA

N

(paTa)

Ha N oT

TexcT

OcHOBaHue :



[lpencenaTens cyna

(MHOE YIMOJIHOMOUYEHHOTO JIMIIO) [Monnuce PacumppoBkra NOONMUCHK
[leuaTs
daMmUIIMAa MUCIOJIHUTEJIS
Homep TesiedoHa
Mpunnoxkenne N 34
K MHCTpYKUMK O nopaaKe opraHu3saumm
KOMNNEKTOBaHWA, XpaHeHu s, yyeTa
M MCNONb30BaHUA JOKYMEHTOB
(3N1EKTPOHHbIX JOKYMEHTOB) B apX1Bax
denepanbHbIxX Cya08B 06LWEN LOPUCAMKUAN
HanmeHoBaHue cyga
HKYPHAN

pPerncTpaunmn Bbl4aHHbIX KOMWM, BbIMUCOK, LOKYMEHTOB

N ABTOp 3anpoca, Jdatau Copepx HassaHue JDatau Pacnincka | Mpum
n/n ncxoaALLmMm perucTpay, | aHue BblAaHHOIO perucrpaum B eyaHu
HOMep, AaTa, WMOHHbIM | 3anpoca OOKYMEHTa OHHbI NnoayyYeHu e
aapec, HOMmep (konusA, BbINKUCKa, HOMmep W Unm
TenepoHHbIN 3anpoca crpaBKa u BblAaHHOIO aata
HOMep apyroe) OOKYMEHTa | OTNPaBKK
1 2 3 4 5 6 7 8

Mpunoxenune N 35

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

M UCNO/Ib30BaHNA AOKYMEHTOB
(3NEKTPOHHbIX LOKYMEHTOB) B apX1Bax
depepanbHbIX CyA0B 06LLEN HOPUCANKLUN

dopmat A6 (148 x 105 mm)

HamMeHOBaHME cyna

KAPTOUKA IIOCTEJIJIAXHOI'O
TOIOT'PAOMUECKOI'O YKASATEJIA <1>

CTEJUJIAX N XPAHVWIIMIIE N




Wkad |MNonka N ®oHg N Onucb N EovHML, XxpaHeHuA Mpumey
N cN aHue
no N

<1> KapTO‘-IKVI NOCTENNTAaXXHOTO TOFIOFpa(I)MLIECKOI'O YKa3aTtenAa CoCTaBaATCA Ha Ka)l-(,ﬂ,blﬁ cTennax um
HpMernﬂﬂmTUqHaTOpuEBOﬁCTOpOHeCTeﬂﬂaHa.

MpunnoxkeHue N 36

K MHCTPYKLUMKM O nopAaaKe opraHM3auum
KOMMNNEKTOBaHUA, XPaHeHUA, y4yeTa

M UCNO/Ib30BaHNA AOKYMEHTOB
(31eKTPOHHbIX AOKYMEHTOB) B apXmnBax
denepanbHbIX CyaoB 06Len pucaMKumMm

dopmat A4 (210 x 297 mm)

HamMeHOBaHME cyna

KAPTOUKA IIOPOHIOOBOTO
TOIOT'PASMUECKOI'O YKASATEJIA <1>

®OHII N XPAHVWIJIMIIE N

Hazsranue doHOa

Onucb EonHUL, XpaHeHuA Crennaxk N Wkad N MNonka N | MNpume
N cN YaHue
noN
1 2 3 4 5 6

<1> KapTouku nodoHZ0BOro Tonorpadpuyeckoro ykasaTess COCTaBAANTCA Ha KaxAbl GoHa v
pacnonaratoTcs B nopagKe Homepos GOHAOB.




