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06 yTBep:xkaennu UHCTPYKUIMH 0 MOPSAKE OPraHU3alHH
pa6oThl apxuBOB (eiepaJbHbIX CYA0B 001LIeH IPHCAHKIHA

B cootBerctBun ¢ @enmepalbHeIM 3aKoHOM oT 8 stHBaps 1998 r. Ne 7-03
«O Cyne6uom nemapramente npu BepxoBHom Cyzme Poccuiickon ®Denepanun»
ITPUKA3BIBAIO:

1. VrBepmnuTh mnpuwiaraeMyro MHCTPYKUHIO O IOpSIOKE OpraHH3alMud pPaboTEI
apXMBOB (heflepalibHBIX CY0B 00IIell IOpUCIUKINY (Tanee — IHCTpyKIus).

2. TlpencenarensaM KacCallMOHHBIX CyZOB OOIIEH IOPHUCAUKIUH, ale/UIAIAOHHBIX
CyZIOB OOILIEHM IOPHCAUKLMH, BEPXOBHBIX CYIOB DPECIyONHK, KpaeBEIX M OOJIaCTHBIX
CyIOB, CYJOB TOpPONOB (elepabHOrO 3HAuYeHHs, CyHOB AaBTOHOMHOM obmacTu
U aBTOHOMHBIX OKPYI'OB, palOHHBIX, TOPOJICKHX U MEXPaHOHHBEIX CY/IOB OPraHHU30BaTh
u3ydeHre Ha3BaHHON VHCTpYKIMK U 00€CIIeYUTh €€ IPUMEHEHHE B IEITEIBPHOCTH Cyaa.

3. IlpusHare yTparuBmIMME cwiy Ipukaz CyzgeOHoro nemapraMeHTa IpH
‘Bepxosaom Cynme Poccuifickoit ®epmeparm ot 19 mapra 2019 1. Ne 56
«O06 yrBepxaeHur VMHCTPYKIMU O MOPSAKE OpraHM3alvy KOMIUIEKTOBaHUS, XpaHEHUS,
ydeTa M MCIOJB30BaHMA JOKYMEHTOB (SIIEKTPOHHBIX JOKYMEHTOB) B apXHBax
(enepanbHLIX Cyn0B 00mIed opucauknuu» U Inprkassl CyneOHOro aemnapraMeHTa
0 BHECEHHMHM B Hero m3MmeHeHuit oT 16 uromns 2019 r. Ne 147; ot 14 urons 2022 r. Ne 97;
ot 9 stuBaps 2024 1. Ne 1; ot 29 mast 2024 r. Ne 124.

4. Hacrosmyil mpuKa3 BCTYIaeT B CUILY CO JHSA €ro IIOANHCaHMS.

I'enepanbHBI TUPEKTOP I'.B. Jlomatux



YTBEPXIEHA
npukazoM CyzneOHOro genapraMeHTa
nipu BepxosHoMm Cyne

Poccutickoit @enepanun
oT«od » wrotd  2026T. Ne 78S

NHCTPYKIA

0 MopsiAKe OpraHu3anuyu paboTbl apXHBOB
(degepanbHBIX CyJ0B 00LIeH OPUCAUKIHHA

1. O01ue MoJI0KEeHU A

1.1. MlHCTpYKUHSA O MOpSIKE OpraHU3allii paboThl apXHWBOB (PeIEpalbHBEIX CYI0B
obmeii ropucoukiuu (mamee — VHCTpykius) SBIsS€TCS HOPMAaTUBHBIM — aKTOM,
pa3pabOTaHHEIM Ha  OCHOBaHMM  (efepalbHBIX  KOHCTUTYLIMOHHEIX  3aKOHOB
or 31 mexabpst 1996 r. Ne 1-®K3 «O cynebnoil cucreme Poccuiickoit ®enepanumy,
or 7 despans 2011 r. Noe 1-OK3 «O cynmax obmeit ropucouknud B Poccuiickoit
denepanun», (emepanbHbx 3akoHOB OoT 8 sHBaps 1998 r. Ne 7-®3 «O Cynebrom
nemapramente npu Bepxosuom Cyne Poccuiickoit @eneparumy, ot 22 okrsabps 2004 .
Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit @enepauum», IIpaBuin opranusamuu
XpaHEeHMs, KOMILUIEKTOBaHUs, ydeTa W HCIIOJb30BaHHsS TOKYMEHTOB ApXUBHOro (GoHIa
Poccuiickoit @eneparyiyl ¥ Ipyrux apXUBHBIX JOKYMEHTOB B I'OCYAapCTBEHHBIX OpraHax,
opraHax MECTHOTO CaMOYIIpaBJI€HUs U OpraHU3alusaX, YTBEPXIAEHHBIX IPHUKa30M
depepanbHOro apxuBHoro arentcrsa ot 31 umrosst 2023 . Ne 77 (nanee — IIpasuma Ne 77),
IPYTUX HOPMATHUBHBIX IPABOBBIX aKTOB B c(epe apXWBHOIO JeNla U JENTOIPOU3BOJICTBA,
cyneOHOro 1eJI0NpOU3BOACTBA.

1.2. Hacrosmas MucTpyKIus pa3paboTaHa B [essfX o0ecledeH s eJUHOr0 opsAaKa
OpraHM3alii KOMIUIEKTOBAHUS, XpaHEHHUs, ydeTa M MCIIONL30BaHUSI JOKYMEHTOB
(3J7IEKTPOHHBIX JOKYMEHTOB) KACCAIIMOHHBIX CYZOB O0ILEH IOPUCIUKIIUHY, Al UIAIMOHHBIX
Cy10B O0OLIeH FOPUCAUKIIMH, BEPXOBHBIX CYIOB PECITyOIHK, KPaeBEIX U OOJIACTHBIX CYIIOB,
CYIOB TOpOJOB (helepalbHOr0 3HAUCHHUS, CyJOB aBTOHOMHOM O0JaCTH M aBTOHOMHBIX
OKPYI'OB, PafOHHBIX, TOPOJICKHIX X MEXpaHOHHBIX CyJOB (Hanee — CyIbl, Cyl, pallOHHBIC
CyIbl), & TAaK)Ke OIpe/eseT IpaBua:

COCTaBICHMS HOMEHKIATyphl el Cynaa, Omuceidl maen, IOKyMEHTOB (omuced
5JIEKTPOHHEBIX JTOKYMEHTOB') Cya;

! DJIeKTpOHHOE €0 — 3JIEKTPOHHBIA JOKYMEHT MJIH COBOKYMHOCTh 3JIEKTPOHHBIX MOKYMEHTOB M METAJaHHBIX K HUM,
c(OpMHUpPOBaHHBIX B COOTBETCTBHU C HOMEHKJIATYPOM el



IIPOBENECHHUS] OKCIEPTU3EI LICHHOCTH TOKYMEHTOB,;
0(hOpMIIEHUS Ie) ¥ MHBIX JOKYMEHTOB K IIOCIIENYIOIIEMY XPaHEHHUIO B ADXUBE CYIa;
nepenayqy fei (3JeKTPOHHBIX 1) B apXHB CyIa;

0oTbopa NJOKYMEHTOB Ha YHHUTOXKEHHE,

BEICHUsI ydeTa Hejl', HaXONAIIUXCS B apXWBe CyJa, IIPOBEpKM HX HAIHUMA H
COCTOSIHUS;

OpraHM3alliY UCIIOJIB30BAHMS I€Jl, HAXOALIUXCS B apXUBE Cy1a, U 00eCIICYeHHS X
COXPaHHOCTH,

Iepesady el Ha XpaHEeHUE B TOCYJapCTBEHHBIN apXUB.

1.3. 3agaun wu ¢GyHKUMM apxuBa Cyda OIPENeAIOTCS  ITOJOXKEHHUEM,
paspabaTbIBaeMBIM Ha OCHOBe I[IpMMEpHOro ITOJIOXKEHHs 00 apXWBe OpraHU3allMy,
YTBEPXKIEHHOT 0 npuka3zom DenepaibHOr0 apXUBHOIO areHTCTBA.

ITonoxenwre o paboTe apxuBa Cylia yTBep)KIaaeTcs IPUKa30M IIpeceaTelis Cy/a.

1.4. IIpukazom (pacmopsbkeHHEM) IMpefcenaTeNss Cyna Ha3Ha4daroTcs pPabOTHUKH,
OTBETCTBEHHEIE 32 paboTy apXuBa Cy[a.

1.5. CornacoBanmne (yTBepXAE€HHE) HOMEHKJIATYpbl Hel Cyda, OIHCeH e,
IOKYMEHTOB Cyja (fajiee — OIUCH Jell), ONMHCeH SJIEKTPOHHBIX JTOKYMEHTOB M IPYIHX
JOKYMEHTOB C 3KCIIEpTHO-IIPOBEPOYHON KOMHCCHEHR (enepalbHOro rocynapCTBEHHOTO
apXuBa WJIM YIIOJJHOMOYEHHOT'O OpraHa HCIIOJHHUTENbHON BracTu cyObekTa Poccuiickoii
Qenepanuu B 00JaCTH apXUBHOTO fesa U aenonpousBoacTBa (nanee — IITK apxuBHOro
YUPEXIEHHUs) OCYILIECTBISETCS CyJaMH, BEICTYIIAOIIUMU HCTOYHUKAMU KOMIUIEKTOBaHHUS
rOCyHapCTBEHHBIX apXHBOB, JUOO TpH HaJUYUM COOTBETCTBYIOIIErO0 JIOrOoBOpa
C apXHUBHBIM yUpEKIECHUEM.

Cynel, He BEHICTYNAOIIME HWCTOYHUKAMH KOMIUIEKTOBAHHUS TI'OCYAapCTBEHHOIO
apXuBa, JIN0O IIPU OTCYTCTBHU COOTBETCTBYIOIIETO JOTOBOPA C apXUBHBIM yUpPEKICHHEM
YTBEPXKIAIOT HOMEHKIATypy JAel Cy[a, OINWCH Jel U Jpyrue JIOKyMEHTBl CyJa
CaMOCTOSITEIBHO.

1.6. Ilpy HaMWYUU TEXHUYECKOHA BO3ZMOXKHOCTH (OPMHUPYIOTCS 3JIEKTPOHHBIE Jiena.
OpraHusanus KOMIUIEKTOBaHUS, XpaHEHHUs, y4eTa U UCIOIb30BaHMUs 3JIEKTPOHHBIX el U
NOKYMEHTOB CYyIOB OCYIIECTBIISETCS B COOTBETCTBUM C TpeOOBAHUSIMH HaCTOAIIEH
WucTpyknumu.

1.7. Tloctrymnenwe B ¢enepaibHble CyAbl O0OIed IOPUCAUKIUN IOKYMEHTOB
B 3JICKTPOHHOM BHJIe B COOTBETCTBUU C TpebGoBanusMu [lopsiaka mogayu B denepaibHbIe
CyIsl OO0IIel FOPUCIAMKIMK HOKYMEHTOB B JJIEKTPOHHOM BHJE, B TOM 4ucie B (opme
9JIEKTPOHHOIO JOKYMEHTa, yTBepXKIeHHoro npukazoM CyaebGHoro aenapraMeHTa IIpU
BepxosaoMm Cyne Poccutickoit @enepanum.

1.8. [detictBue HacTosmed MHCTpyKIMM HE pacIpOCTpPaHSAETCs Ha OpraHU3alliio
KOMIIJIEKTOBaHMsI, XpaHEHHWS, ydeTa M UCIOJIb30BaHUA [TOKYMEHTOB, COJAEpXKallUX
CBEJIEHUSI, COCTABJISIIOLINE TOCYJaPCTBEHHYIO TaliHYy.

1.9. Ilopsimok opraHM3allMi KOMIUJIEKTOBAaHMS, XpaHEHUs, y4eTa ¥ HCIOJIb30BaHHUA
IOKYMEHTOB OKpPYXHBIX ((DIOTCKMX) BOEHHBIX CYJOB, FapHHU30HHBIX BOEHHBIX CYIIOB

! leno — oopMIIEHHOE B COOTBETCTBMM C TpeGoBaHMAMM HacTosAwmeid Muctpykuun neno (cymeGHOe 1eno, IMpOW3BOACTBO,
MaTtepual, Hapsi, A€o OOLIEro AeNONpPOM3BOACTBA, SN0 MO JUYHOMY COCTaBy H JpYrue NOKYMEHTHI Cyza), B TOM YHCIE B
3JIEKTPOHHOH (opMe.



ONPENEISICTCS B COOTBETCTBUU ¢ MHCTPYKLIMEN IO JEJIONPOU3BOACTBY B BOCHHBIX Cynax,
yTBepxaeHHOM npukazom CynebHoro nenapramenta npu BepxosHom Cyne Poccuiickoit
Qenepanum.

1.10. KommekroBanue, XpaHeHHE, yUeT U UCIIOIB30BaHIe PEIIEHUM U MaTepHaoB,
MOCTYNHUBIINX M3 TPETEHUCKUX CYIIOB, OCYILIECTBISIETCS B COOTBETCTBUHU C TPEOOBAaHUAMU
Hacrosed MHCTpyKIIuy.

1.11. Ilopsnok nepemadu apXUBHBIX JOKYMEHTOB Cy/ia B 00beMUHEHHBIN CYIeOHbIM
apXMB M IOPSANOK HMX XpaHEHHs B TaKUX apXuBaX YyCTaHABIMBAETCS IPHUMEPHBIM
IIOJIOKEHUEM O TOpsAKE OpraHu3aluu paboThl OO0BETUHEHHBIX CYIeOHBIX apXUBOB,
yTBEPXKIEHHBIM NpukazoM CyzneOHoro nenapramenTa npu Bepxosrom Cyne Poccuiickoit
Oenepanui.

2. CocTaBJ/ieHHEe CBOIHOW HOMEHKJIATYPHI J1eJI, HAPSAAOB U NMPOU3BOACTB Cya

2.1. ToxymeHThI, oOpa3oBaBIIMecs B IpoIlecce NesTeNBEHOCTH cyaa (ydTeHHBIe
B CyJ€ BXOJJIINE, UCXOSIINe, BHyTPEHHUE JOKYMEHTHI), COCTaBISIOT JOKYMEHTaIbHbIA
doHp cyna.

Enunnnei xnaccupuKaldd U CUCTeMaTH3alMH JOKYMEHTOB (IO CTPYKTYpPHOMY,
(yHKIMOHAIBHOMY, TEMaTHYECKOMY IPU3HAKAM U CPOKaM XpaHEHHs, BHE 3aBUCUMOCTHU OT
BUJIa HOCUTEIsI UH(QOpMAaLIUK) B TOKYMEHTaIFHOM (OH/IE SBISETCS AEJIO.

s ydera [en, comep)KalluX IOKyMEHTBI [OKyMEHTalbHOro (oHAa cyna,
COCTaBIIsIeTCSl HOMEHKJIaTypa Hel cyna (majee — HOMEHKJIATypa, HOMEHKIaTypa Jen)
(mpunoxenue Ne 2 x HacTosme# MHCTpYKIIUN).

Homenknarypa nemn — oOQOpMIEHHBII B YCTaHOBIEHHOM IIOpsIKE IOKyMEHT,
collep)Kallliii CHCTEeMaTH3UPOBAHHEIN MEepeuyeHb 3arojOBKOB (HaUMEHOBaHWM) CyAeOHBIX
IieJ1, Hapsi0B, KHUT U KYPHAJIOB PEerucTpaluu (y4ueTra) J0OKyMEHTOB, PEECTPOB, KapTOYEK,
6a3 JaHHBIX, B TOM YHCJE JOKYMEHTHI, COAepKalllhe CBEJEeHUSI OTpaHUYEHHOI0 NOCTYIIa,
3aBOJUMEIX B CYIEeOHBIX KOJUIETHSX, CyIEeOHBIX COCTaBaX, IIOCTOSHHBIX CyJeOHBIX
IPUCYTCTBUSIX, CTPYKTYPHBIX IIOApa3felieHusx cyna, Jubo 1o ompeneleHHBIM
HAIIPaBIEHUAM MEITENbHOCTH Ccyda (eclM ammapaT cyAa COCTOUT U3 pabOTHHKOB,
3aMelIaloNX OTAENbHBIe JODKHOCTH) C yKa3aHUEM CPOKOB MX XPaHEHHs, OTpaXKarolUui
COCTaB M OpPTaHU3aIUI0 JOKyMEHTAIFHOro POH/a Cya.

He BKITIOUaroTCsi B HOMEHKIIATYPY J€] IEPUOAMYECKIe U3JaHUs, KHUTH, OPOIIIOPEL.

2.2. HomeHknaTypa [nen IpeqHa3sHadeHa [ OpraHM3aldd ydeTa IOKYMEHTOB
B JEIONPOU3BOJICTBE CyJa, TPYNIHUPOBKUA HCIIOJHEHHBIX JOKYMEHTOB B J€lla, HapsIbl
U [IPOU3BOJCTBA, UX CUCTEMAaTHU3allNK, UHICKCAIlUU U OIIPEeIIeHUs] CPOKOB XpaHEHHS.

HomeHknaTypa Aen siBIseTCsl OCHOBOM IJIS COCTABJIEHUs OIUCEN AEN ITOCTOSHHOIO
U BpeMeHHBIX (cBbime 10 JeT) CpOKOB XpaHEHHs, a Takke Ul ydeTa el BPEMEHHBIX
(mo 10 ;e BKIIIOYHTENHHO) CPOKOB XpaHEHUSI.

2.3. Ilpm cocTaBIeHMM HOMEHKJIATyphl Jel CIELyeT pPyKOBOICTBOBATHCS
IPOIECCYAIbHBIM ~ 3aKOHONATENbCTBOM,  HOPMAaTUBHBIMHA  IIPABOBBIMM  aKTaMH
U METOJIUYECKHMH JTOKYMEHTaMH B cdepe OpraHu3alyy AeIONPOU3BOACTBA U apXUBHOIO
Jeria, MoJIOKeHHeM 00 ammapaTe CyJlia, IOJIOKEHUSMH O CTPYKTYPHBIX IIOApa3IeIeHUIX
CyZa, IITaTHBIM PACIHCAHMEM, NEHCTBYIOIIUM IepedyHeM JOKYMEHTOB, 00pa3yroIIuXCs
B IIpOILIECCE AESITebHOCTH (eepallbHbIX CYI0B 00IIel IOPUCIUKLINM, C YKA3aHUEM CPOKOB
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XxpaHeHus (manee — IlepedeHP IOKyMEHTOB), a TakKXe HOMEHKJIAaTypaMH el
3a MPeIIIEeCTBYIOIIHE TOMbL.

2.4. B pmenax cocraBleHUs HOMEHKJIATYyphl JeNl Ha ouepenHoi ron mo 1 HOsOps
TEKYIIEro roga pabOTHUKOM, OTBETCTBEHHEIM 3a BeJIEHHUE JeJIONPOU3BOJICTBA B CyIeOHOM
KOJUIETHH, CyJIe0HOM COCTaBe, IIOCTOSHHOM CyJIeOHOM IMPHCYTCTBHH MM CTPYKTYPHOM
IIOAPA3NEIICHUH Cyla B OTAEN MAeONpOoU3BOACTBa (OOIIMH OTHEN) MpPeACTaBIISIOTCS
IIOAIIMCAaHHBIE COOTBETCTBYIOIIMM IIpeAcenareieM CyneOHON Koyuleruy, cyaeOHoro
COCTaBa, HAYaIbHUKOM CTPYKTYPHOTO TIONpasfeeHus, HHBIM YIIOJHOMOYEHHBIM
IpejcenaresieM Cya JHUIOM (B IOCTOSIHHOM CyIeOHOM MPHUCYTCTBHM) U COTJIACOBAaHHBIE
C HaydaJlbHUKOM OTHeNa Jelonpou3BoiacTBa (obmiero otaena) u  pabOTHHUKOM,
OTBETCTBEHHBIM 3a pa0boTy apXWBa CyAa, IIPEeIOKEeHUS IS BKIIIOUYESHHS] B HOMEHKJIATYPY
nen (mpunoxenue Ne 1 x Hacrosied MHCTpyKIIUR).

2.5. Ha ocHoBe mnpemioxeHUd CyaeOHBIX KOJIJIErnid, CyneOHBIX COCTaBOB,
IIOCTOSIHHBIX CYyAEOHBIX IPUCYTCTBUH M CTPYKTYPHBIX IOApAa3[eleHUd Cyna OTIEIOM
NEJIONPOU3BOACTBa (OOIMM OTHENIOM) WU pPabOTHUKOM, OTBETCTBEHHBIM 3a BEIEHUE
JIeJIOIPOU3BOCTBA, COCTABIISIETCSI HOMEHKIIATypa JIell Ha ouepeIHOM KaJleHIapHbIi ro.

HomenkiaTypa en CoOCTOUT U3 pa3elioB, HAMMEHOBAHUSI KOTOPBIX COOTBETCTBYIOT
HaVMEHOBAHUSIM TIOJIpa3/IeIeHu Cy/1a, PacioIOKEHHBIX B COOTBETCTBUU CO CTPYKTYPOM
cyna, Tu00 U3 pa3/iesioB COrNIaCHO HANPaBJICHUSIM IEATEIbHOCTH cya (eciy anmapat cyna
COCTOHUT U3 pPabOTHUKOB, 3aMEIIAFOIINX OTHEJIbHBIE OJDKHOCTH), pPacHOJIOKEHHBIX
C Y4eTOM JIeUCTBYIOIIEH CXeMbI OCTpOeHUS [lepedHst TOKyMEHTOB.

2.6. HomeHnkiaTypa mgen BH3HpyeTCs PaOOTHHUKOM, OTBETCTBEHHBIM 3a paboTy
apX¥Ba Cy/a, MOAMKUCEIBAETCS HAaYaIbHIKOM OT/IejIa AeJIONPOr3Bo IcTBa (001mero oTaena),
COTJIACOBEIBAETCS C IKCIIEPTHOM KOMHUCCHUEH cyia U yTBepXKAaeTcs peaceaareeM Cyaa.

OmuH pa3 B 5 ner cyd, BBICTYNAOMIMH HCTOYHUKOM KOMIUIEKTOBAHHS
roCyJapCTBEHHOTO apxwBa, JUO0 I@pH HAIWYUM COOTBETCTBYIOLIETO JOrOBOpa
COTJIaCOBBIBA€T HOMEHKJIATYpY JeJ ¢ cooTBeTcTBYIoMIel DI IK apXUBHOTO yUpexkAeHHU .

2.7. Homenknatypa JIen BBOJIWTCA B JelcTBHe C | sHBapsg CIELYIOIIETO
KaJICHIApHOI'O roja.

2.8. HoMeHnkmaTypa Jie1 cCoCcTaBIsIeTCs B ABYX IK3EMIUISIPAX:

IEPBBIA  JK3EMIUIAP YTBEPXKIESHHOM HOMEHKJIATyphl SBISETCS IOKYMEHTOM
IIOCTOSIHHOT'O XpaHEHHs, [IOMEIIaeTCs B OTJAENBHOE JIeJI0 U BKIIF0YAaeTCs B HOMEHKIIATypy B
paszen oTAeNa IeJIOIPOU3BOACTBa (00IIEro OTAeNa);

BTOPOU 3K3eMILISIp ITepeiaeTCs B apXUB Cy/la B KQUeCTBE YYETHOIO JOKYMEHTA.

B cynax, BEICTYMarOMIX HCTOYHUKOM KOMITJIEKTOBaHMS I'OCYAapCTBEHHOIO apXKBa,
WId TpUd HaJWYWM COOTBETCTBYIOIIETO JIOTOBOpAa C ApPXUBHBIM  YYPEXKIEHHEM
HOMEHKJIATYypa JeJl COCTaBISETCS B TPeX SK3eMIUIIpax; TPETHH 3K3eMIULIp IepefacTcs
B COOTBETCTBYIOIIUI IOCYIapCTBEHHBIN apXUB, apXUBHOE YUPEKICHUE.

B kadecTBe pabodero sK3emIvisipa B OTHelNle JeJIONpOU3BoACTBa (00ILIeM OTZele)
UCIIOIB3YETCS KOS YTBEPKACHHOW HOMEHKIATYPHhI €.

Homenknatypa mem Ha oOdYepeIHOM TroX pacchulaeTcss B CyneOHbIE KOJJIETHH,
CyleOHbIe COCTaBhI, IOCTOSHHBIE CyneOHbIe IPUCYTCTBUS, CTPYKTYpPHBIE ITOAPa3IEICHHUS
Cy/la B DJIEKTPOHHOM BHJIE HJIM B BH/IE KOIIMIA COOTBETCTBYIOUINX Pa3/ieloB Ha OyMaKHOM
HOCHTEJIE.



2.9. YTo4yHeHMs B 3arojOBKH €] U HOBBIE 3arOJIOBKH JIEJ, HE IpelyCMOTPEHHEIE
YTBEPXXIAEHHOM HOMEHKIATYypOM Jesl, BHOCATCA B COOTBETCTBYIOIIHME pa3felibl
HOMEHKIATypbl. HOBBIE 3arojoBKU AeNl BKIIOYAIOTCS B MPEIyCMOTPEHHBIE ISl 3TOrO
pe3epBHBIE HOMEDA.

Ilo 3aBepuieHHMHM roja HaHHbIE 00 WM3MEHEHHSIX M JOIMOJHEHHUSAX, BHECCHHBIX
B paslelNbl HOMEHKJIATyphl [e, BMECTE€ C HWTOTOBBIMH 3allHCSIMH O KaTeropHsx
U KOJIMYeCTBe JeJl, 3aBEeJICHHBIX B CyAeOHOU KOJIIETHH, CyIeOHOM COCTaBe, TOCTOSHHOM
CyIneOHOM NPHUCYTCTBHUHU, CTPYKTYPHOM ITOAPa3/IeIEHHH Cy/la B TeUEHHE I'ofia, IIepeaaroTCs
B OTJEJI AeJIOIIpOor3BOACTBa (001U OTACN).

Otnenom pemompou3BocTBa (OOIIMM OTAENIOM) Ha OCHOBE IMOJIYYeHHBIX JaHHBIX
00 M3MEHEHUSX U JOINOJHEHHUAX, BHECEHHBIX B pa3felibl HOMEHKIATYPhI €], TOTOBUTCS
IOIIOJIHEHHE K HOMEHKJIaType, B KOTOpPOM IIOCIEHOBATENbHO B COOTBETCTBUU
C pasiesaMd HOMEHKJIATypbl YKa3bIBAIOTCS 3aroJIOBKH Jell, He IIpelyCMOTpPEHHBIE
YTBEPXKIAEHHBIM 3K3EMILIIPOM HOMEHKJIATYPHI.

JlononHeHne K yTBEpXACHHOW HOMEHKJIAType Hesl MOANMCHIBAETCS HadalbHUKOM
oTHeNa Aenonpou3BoiacTBa (00IIero oTaena), BU3UPyeTcss pabOTHUKOM, OTBETCTBEHHBIM
3a paboTy apXHBa Cy/a, COrJIaCOBEIBAETCS SKCIIEPTHOW KOMHCCHEH Cyda U YTBEpKIaeTCs
IpeAcenaTesieM CyJa, IIOCIe Yero BMECTE C HTOTOBOM 3aliChl0 O KaTeropusax
¥ KOJIMYECTBE JIeJ, 3aBEJICHHBIX B CyJle B TEUEHUE Io/ia, IPHOOIIaeTcsl K yTBEPXKACHHOMY
3K3EeMIUISIPY HOMEHKIIATYPBI.

PabGounii 3K3eMIUISIp HOMEHKJIATYPHI NIeJ XPaHUTCS B OTAENe JelIOlpOU3BOACTBA
(oOmeMm oTmenme) Oo Tex IOp, IOKa Ha Jeja, CHOPMHPOBAaHHBIE B COOTBETCTBHH
C HOMEHKJIaTypoil e, He OyIyT COCTaBIICHbI OIIUCH el

2.10. B cmydae wu3MeHEHHsS CTPYKTYphl cyna (ympa3gHeHHe, peopraHu3aiusd
CTPYKTYpPHOT'O TOApa3JieNieHus] CyAa, CO3[aHHe HOBOIO CTPYKTYPHOIO IOApa3felIeHUs
Cylla) HOMEHKJIaTypa Jel COCTaBIseTCS 3aHOBO Y IMOJJIEKHUT  COIVIACOBAHMIO
U YTBEPXKICHUIO B YCTAHOBJIEHHOM TOPSIAKE.

Homenkyatypa nmen BHOBb CO3J@HHOTO CTPYKTYPHOIO IOApa3felleHus Cyna
pa3pabarbiBaeTcsi M IIpelncTaBiisieTcss pabOTHHKOM, OTBETCTBEHHBIM 3a BEIEHUE
JeNTOTIPOU3BOCTBA B CTPYKTYPHOM MOJpa3e/ieHlH, B OTAEN AEIOIPOU3BOACTBA (00mmit
OTHeN1) WM pabOTHHKY, OTBETCTBEHHOMY 32 BeJIEHHE IeOIPOM3BOJCTBA CyAa (eciu
ammapaT Cyla COCTOMT U3 pabOTHHKOB, 3aMeIIaloIIUX OTHENbHBIE JIOJDKHOCTH),
B MECSIUYHBIN CPOK.

B wHBIX ciaydasx (HampuMep, U3MEHEHHE CPOKOB XpaHEHHs JOKYMEHTOB HOBBIM
[lepeyHeM NOKYMEHTOB M Apyroe) IOBTOPHOE COIJIaCOBaHME IIPOEKTa HOMEHKIIATYpBI
¢ OIIK apxuBHOTO yupexaeHus He TpebyeTcs.

2.11. I'padsr HOMEHKJIATYPHI JIENT 3aIIOJIHSIIOTCS CIEeYIOIIUM 00pa3oM.

2.11.1. B rpade 1 (nHOEKC nmena) HOMEHKJIATYpPHl [1€1 MPOCTABIISIIOTCS MHIEKCHI
Ka)XJIOTO JieJia, BKIIFOUEHHOTO B HOMEHKJIATypy. MIHAeKC 1ema COCTOUT U3 yCTaHOBIEHHOIO
B cyme IubpoBoro wid OyKBEHHOro 0003Ha4YeHUs CyneOHON KOoJUlernu, CyeOHOro
COCTaBa, IIOCTOSHHOTO CyIOeOHOro MPUCYTCTBUS, CTPYKTYPHOIO IIOApa3lelIeHusd,
HalpaBlieHUs JeATeNbHOCTH cyAa (ecmu ammapar cyda COCTOMT U3 pabOTHHKOB,
3aMeIarolnX OTAENbHBIE JO/DKHOCTH) U TOPSIKOBOIO HOMEpa 3arojioBKa Jena IIo
HOMEHKJIaType B Ipeneiax cyAeOHOM KoJuleruu, CyneOHOro coCTaBa, IIOCTOSHHOIO
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CyZIe0HOTO IIPUCYTCTBHS, CTPYKTYPHOTO IIOApa3e/IeHHs WM HAPABJIEHUS A€ TEIbHOCTH
cyna. VHnexcsl gnen ob6osHauarorcs apabckumu nudpamu. Hampumep: 02-03, rme
02 — MHIEKC CTpyKTypHOro nonpaszaeneHus, 03 — MOpsOKOBBIAH HOMEpP 3aroJioBKa Jeja
II0 HOMEHKJIaType.

2.11.2. B rpady 2 HOMEHKJIATyphl JAeNl BKJIIOYAIOTCS 3arojlOBKH e (TOMOB),
KOTOpPBIE OTPaXKar0T OCHOBHOE COZEpKaHUE U COCTaB JOKYMEHTOB Aena. [Ipu cocraBieHuu
3aroJI0OBKOB A€l IJIs1 HOMEHKJIATYphI ClleyeT UCII0Ib30BaTh HANMEHOBAHUS JOKYMEHTOB,
uMeronuxcss B IlepedHe JOOKyMEHTOB, C [IOIOJIHEHHEM 3arojIOBKOB KOHKPETHBIM
CoJlepPKaHMeM U APYTMMHU HeoOXOAMMBIMH 3JIEMEHTaMH 3arojioBKa, NMPeayCMOTPEHHBIMHU
HOPMAaTUBHBIMHM [IPAaBOBBIMH aKTaMH, B TOM YHCJIE PETJaMEHTHUPYIOIIUMH BOIPOCHI
JEJIONPOU3BOCTBA U apXUBHOTIO Jea.

ITopsimok pacrmoJioKeHHUsl 3arojlOBKOB el BHYTPU pa3felioB W IIOApa3/esioB
HOMEHKJIATYPBI JeJl OIpeNeNsieTcs CTEeNeHBI0 Ba)XKHOCTH JAOKYMEHTOB, COCTaBJISIOLINAX
Jiernia, ¥ X B3anMOCBSI3bIO.

BHauame pacmosaraiorcsi 3arojIoBKM JieJl, COJep)Kallue OpraHU3allMOHHO-
paclopsAUTENbHYIO TOKyMEeHTalro. Jlanee pacmosnararoTcs 3arojaoBKHY €, COAEepKallue
IIJIAHOBBIE U OTYETHBIE JOKYMEHTBI.

3aromoBOK JAena MO/DKEH OTpa)kaTh MpH3HaK (MPH3HAKH), 10 KOTOPOMY(BIM) OHO
c(hOpMHUPOBAHO:

HOMHHAJIBHBIA — Ha3BaHHWE BHAa neia (Mepemucka, XXypHal, Ael0) HJIA BHIA
JOKYMEHTOB, BKJIFOYEHHBIX B JAeJI0 (IIPOTOKOJIBI, IPUKa3bl);

aBTOPCKHH — HAaMMEHOBaHHE IOCTOSHHO AEHCTBYIOIIEro MM BPEMEHHOI'O OpraHa,
IOOJDKHOCTHOTO WJTA MHOTO JIMLA, CO3AABIINX TOKYMEHT(bI);

KOPPECIIOHAEHTCKUNA — HAUMEHOBaHUE OpraHU3alllH, JIULA, KOTOPOMY aApeCOBaHbI
WM OT KOTOPOTO IOJIy4€HBbl JOKYMEHTEI;

IIpeAMETHO-BOIPOCHBIA — KpaTKOe CoJlep)kaHue AJOKYMEHTOB Jella;

XPOHOJIOTHYECKUH — fata (epros), K KOTopoi(oMy) OTHOCATCS JOKYMEHTEI JI€]Ia,;

reorpauvecKuii — Ha3BaHHE MECTHOCTU (TEppUTOPHH), C KOTOpOH CBA3aHO
CoJiepKaHHe IOKYMEHTOB JIeJIa;

yKa3aHHe Ha KOIMIHHOCTH JOKYMEHTOB Jefa.

He pomyckaeTcs WCIIONb30BaHWE HAMMEHOBAHUM 3arojOBKOB Jiel, KOTOpBIE
HE OTPaXkaloT COJEP)KaHHE U COCTaB JOKyMEHTOB JieNn (Halpumep: pa3sHble MaTepHallbl,
oO1mas mepenucka u TOMy IoJg00HOE), a TAK)Ke BBOJHBIX CJIOB U CIIOXKHBIX CUHTAKCUYECKHUX
000pOTOB.

B 3aromnoBkax e, comepxaiux JOKyMEHTBI IT0 OJHOMY BOIIPOCY, HO HE CBSA3aHHBIX
TII0CJIEIOBATEILHOCTEIO IEIONPOM3BO/ICTBA, B KAUECTBE BUA JieNa YIOTpeOsieTcs TEpMUH
«JTOKYMEHTBI», a B KOHIIE 3aroJioBKa B CKOOKax YKa3bIBalOTCSI OCHOBHBIE Pa3HOBHUIHOCTHU
TOKYMEHTOB, KOTOPBIE JOJDKHEI OBITH B JIEJIE.

TepMUH «IOKYMEHTBD» TNPUMEHSETCS TaK)K€ B 3arojoBKax MIej, COIepiKallux
JIOKYMEHTBI (CIpaBKH, OTYETHI, IIEPENHCKy M Ipodee), SBISAIOIIUECS IPUIOKEHUIMU
K KaKOMY-JTHOO JJOKYMEHTY.

Ecnu 1eno cocTouT U3 HECKOJIBKHX TOMOB, TO COCTABJISIETCS OO 3ar0JI0BOK €A,
a 3aTeM MpPU HEeOOXOIUMOCTH COCTABJISIIOTCS 3arojOBKH KaXKJIOIO TOMA, YTOYHSIOIIME
CoJIep)KaHUe 3arojIoBKa Jiena.
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3aroJIoBKH JieJ 10 BOIpOcaM, He pa3pelleHHBIM B TeUeHHe OJHOr0 roJia, SBIISIOTCS
«IEepeXOAAIMMHU» M BHOCSATCS B HOMEHKIATYpy CyAa CIEHyIOLIero roma ¢ TeM XKe
MHIIEKCOM C IIPOCTaBIEHHEM COOTBETCTRYIOMIEH oTMeTKH B rpade «IIpuMedaHuey.

IIpy BKIIOUYEHHMU 3arojiOBKOB DJJEKTPOHHBIX Je B HOMEHKIATypy WHIEKCHI
3JIEKTPOHHOTIO [I€JIa U 3arOJIOBKHU 3JIEKTPOHHBIX JEN COCTABIISIOTCS [0 TEM XK€ IIpaBUiaM,
YTO ¥ MHIEKCHI U 3ar0JIOBKU €] C JOKYMEHTaMu Ha OyMa>XHOM HOCHUTEJIE.

B 3aronoBkax Jen, coAepXalldx JOKYMEHThl OTpPaHHMYEeHHOTrO JOCTYIIa,
B HOMEHKJIaType IpOCTaBsieTCss COOTBETCTBYyIoas oTMmeTka («ius ciyxeOHOTro
nonbp30BaHus», «JCIDy).

2.11.3. B rpade 3 HOMEHKIATyphl MAeJl MO OKOHYAHWM KaJleHAapHOro Troja
yKa3bIBa€TCsl KOJUYECTBO 3aBEeI€HHBIX J1e] (TOMOB).

2.11.4. B rpade 4 HOMEHKJIATyphl [Ie] YKa3bIBAIOTCS CPOK XpaHEHUs Hell, HoMepa
cTareil, ycTaHOBJIeHHBIX [lepedHemM JOKYMEHTOB.

CokpareHusi CpOKOB XpaHEHHUs, YCTaHOBJEHHBIX JeHcTByromuM llepeuneM
IOKYMEHTOB, He JOITyCKaeTCsl.

2.11.5. B rpade 5 B TeueHue Bcero cpoka IelCTBUS HOMEHKIIATYPhl IIPOCTABIISIOTCS
OTMETKHU O BEJCHHUH I B 3JIEKTPOHHOM BHUJIE, O MEPEXOAAIIUX AeNaX, O BBIAECICHUN el
K YHUUYTOXXEHUIO U JPYroe.

2.11.6. CyneOHble pmena TMoOyiekaT o00s3aTeNbHOMY Y4eTy M BKIIOYEHHIO
B HOMEHKJIATypy [ell.

3anonuenve rpad HOMEHKIATYPHI N1 IO CyAeOHBIM [eldaM OCYILIECTBIISETCS
10 OOIITUM ITpaBUIIaM.

I'pada 2 3amonHsAeTCS B COOTBETCTBUU C 3arojOBKaMH, IIPEIyCMOTPEHHBIMH
[Tepeunem mMOKyMeHTOB, 0e3 BKIIIOYEHHUS B HOMEHKIATYpy PETHCTPAllMOHHBIX HOMEPOB
KOHKPETHBIX CYJeOHBIX AEII.

Hanpumep, K MOACYAHOCTH pailOHHOrO Cyna OTHOCATCSA TIpaXKZaHCKHE Jela
0 pacTopxeHWHM Opaka, COOTBETCTBEHHO, B HOMEHKJIATYpy IIOL COOTBETCTBYIOIIUM
MHICKCOM OJIMH pa3 BHOCHUTCS HEOOXOAUMBIN 3arojoBOK U3 Ilepeuns JOKYMEHTOB.

2.12. Tlo 3aBepmieHnM KaneHmapHOro roma (mo 1 ¢eBpans ciemyrollero roja)
cyneOHBIE KOJUIEIMH, CyAeOHbIe COCTaBBl, IIOCTOSHHBIE CylneOHBle IPUCYTCTBHI,
CTPYKTypHBIE TOnpa3fesieHuss O(QOPMIISIOT HTOIOBYIO 3alMCh K HOMEHKJIAType Hel,
B KOTOPYIO BHOCSTCS CBEJICHISI O KOJINYECTBE 3aBEACHHBIX JEJI C y4€TOM KOJIMYECTBa TOMOB
(rpada 3 HOMEHKJIATypHI 1), OTAEIBHO [IOCTOSHHOIO U BPEMEHHOI'O CPOKOB XpaHEHHH,
BpPEMEHHBIX CPOKOB XpaHeHHus ¢ otMeTkon «OIIK» u «nepexonamux». MTorosas 3amuch
JOIOJIHSAETCS JAaHHBIMM O KOJHUYECTBE JJIEKTPOHHBIX JEJI COOTBETCTBYIOIIUX CPOKOB
XpaHEeHHUSI.

Jlanee 5TH CBeJEHHUA IEPENArOTCs B OTHEN AeNompou3BoacTBa (0OIMuH oTmen)
ISl COCTaBJICHUSI UTOIOBOM 3allCH K HOMEHKJIIATYpe.

CBenenusi, comep)kalidecs B HTOrOBOM 3allCH HOMEHKIATYPBI, II€pEIaroTCs
pabOTHUKY, OTBETCTBEHHOMY 3a pabOTy apxuBa, O YeM B HOMEHKJIATYpPE MPOCTABIIIETCS
OTMETKa C yKa3aHHUEM JOJDKHOCTHU U ITOAIIUCH JINLIA, [IEPENABIIETO CBEICHHUS.

3. CocraByienue onuceii e (onucei 3J1eKTPOHHBIX JOKYMEHTOB) Cy/1a

3.1. Omumce men (OMKCH 3JIEKTPOHHBIX TOKYMEHTOB) — 3TO apXMBHEINM CIIPABOYHHK,



IPEICTaBIAIOIIMN CcOO0M CcHUCTeMaTH3UPOBAHHBIH IIepedeHb 3aroJIOBKOB JIel U
IpeAHA3HAYE€HHBIM Ui pacKphITHs COCTaBa M COAEpXKaHUS [Jell, 3aKpervieHus
UX CUCTEMAaTHU3alli BHYTPH JOKyMEHTAIbHOTO (GOHIA U UX yUeTa.

Ommce pnen (omuch SJEKTPOHHBIX JOKYMEHTOB) COCTAaBJIIETCST Ha OCHOBE
HOMEHKJIATyPhI el

OOBeKkToM omucaHusl B OMUCH AeN (OIMUCH 3JIEKTPOHHBIX JOKYMEHTOB) SIBIISETCS
1enno (3MEKTPOHHOE JIENO).

3.2. Onucu nen, OnUcH Jell CyNeOHBIX KOJUIETHA, CyIeOHBIX COCTABOB, IIOCTOSIHHBIX
CyHeOHBIX MPUCYTCTBUH, CTPYKTYPHBIX HoApasneieHuit (mpuioxernus Ne 3, 4, 5, 6, 7, 8
K HacTosmed VHCTpYKIUN) COCTaBISIIOTCS OTAENBHO Ha!

IpaKJaHCKHE JieNa TOCTOSHHOTO XpaHeH!s;

aIMUHHCTPATUBHBIE JieJia IOCTOSSHHOTO XpaHEHUS;

YTrOJIOBHBIE JeJia IOCTOSIHHOTO XpaHEeHHUS;

nena ¢ CyIneOHBIMU aKTaMM, HU3BSATHIMU U3 TPAXIAHCKUX Jel U MaTepuajioB,
paspelaeMsIX B MOPSAKE IPaXIaHCKOTO CyJOIIPOU3BOICTBA, B CBA3U C UCTEUYEHUEM CPOKa
VX XpaHEeHUs], IOCTOSIHHOTO XpaHEeHUS;

nena ¢ CyneOHBIMH aKTaMH, U3BATBIMU U3 aIMUHHUCTPATUBHBIX IEJ, MaTepHaJIOB,
paspeliaeMbIX B IOPSIKE aAMIHUCTPATUBHOIO CyIOIIPOU3BOICTBA, B CBSI3H C HCTEYEHUEM
CpOKa UX XpaHEeHUs], IOCTOSTHHOTO XPaHEeHUS;

Iena ¢ CyJeOHEIMH aKTaMy, U3BITEIMU U3 YTOJOBHEIX JIeJl, MaTepHaloB CyAeOHOTo
KOHTpOJISl, MaTepUalIOB, pa3pellaeMbIX B IOpSAJKE WCIIONHEHHsS IPUrOBOpa, B CBA3M
C UCTEUYEHUEM CPOKa UX XPaHEHUs, IOCTOSHHOTO XpaHEeHUS;

nena oOIIero IeJonpou3BOACTBA IIOCTOSHHOIO XPaHEeHMUs],

rpaKJaHCKue Jeyia BpeMeHHBIX (cBbllIe 10 JIeT) CpPOKOB XpaHEHU,

aJIMIHUCTPATHBHEIE JleJia BpeMeHHbIX (cBbliIe 10 JeT) CpOKOB XpaHEHHUs];

yTOJIOBHEIE Jie)ia BpeMeHHBIX (cBBIlIe 10 JIeT) CPOKOB XpaHEHUS;

Jena ¢ CyneOHBIMHE aKTaMH, U3bATHIMH U3 JIeJI, MaTepHaioB 00 aIMUHUCTPATUBHBIX
MPaBOHAPYIIEHUSX B CBSI3M C HCTEYEHHWEM CpOKa MX XpaHEHUs, BpPEMEHHBIX
(cBoltre 10 1eT) CPOKOB XpaHEHUS,;

mena oOIIero MeoMpor3BOACTBa BpeMeHHBIX (CBbIlIe 10 1eT) CpOKOB XpaHEHU,

nena o JINYHOMY COCTaBYy;

Jena co cpokoM xpaneHus «Jlo nmukBumanuu cyma» (B cilydae, IpeayCMOTPEHHOM
nyHkToM 3.2.1 Hacrosuiei MHcTpykuun).

3.2.1. ena co cpokoMm xpaHeHHs «J[o TUKBHAALMM Cyna» B CyAax, BHICTYIAIOIINX
UCTOYHUKAMHU KOMIUIEKTOBAaHUS TOCYJApCTBEHHOI'O apXWBa, BKIKOYAIOTCS B OTAEIBHYIO
OIKCH JeJT; B CyAax, He BRICTYIAIOIIINX UCTOYHUKAMH KOMIUIEKTOBaHMs FOCYapCTBEHHOTO
apXuBa, BKJIIFOYAIOTCS B OIIUCH JI€J IOCTOSHHOIO CPOKa XpaHEHHS.

3.2.2. AHaJOTUYHBIE OMMCU COCTABIISAIOTCS Ha DJIEKTPOHHEIE Jea.

3.3. Ha cyneGHusle nena BpeMeHHBIX (10 10 JIeT BKIIOYUTEIHHO) CPOKOB XPaHEHHUS
ONUCH el BeNyTCs B IPOM3BOJILHON (oOpMe B 3JIEKTPOHHOM BHAE paOOTHHKOM,
OTBETCTBEHHLIM 32 BEJIEHHUE JIEJIONPOU3BOJICTBA B CyAeOHOM KOJIIEruy, CyAe0HOM COCTaBE,
ITOCTOSTHHOM CyneOHOM IPUCYTCTBUU, CTPYKTYPHOM IIOAPa3/IeIeHHH.

B ciiyuae nepenaun Ha XpaHeHHe B apXHB CyZa Iel BpeMeHHBIX (10 10 1et) cpokoB
XpaHenus (B COOTBETCTBHH C IIyHKTOM 7.5 Hacrosmied MHCTpyKIuM), OmMCH J€l



9

B DJIEKTPOHHOM BHJE BeIyTCs TaK)Xe Ha JApyrue jaeia BpeMeHHBIX (o 10 jeT) cpokoB
XpaHeHHs (feia 00LIero AeNTONpON3BOICTBA: HAPAIbI, KHUTH, XKyPHAIBI U T.1I.).

IIpy yHUYTOXEHUH TakuX Aell B rpade «IIpuMedanue» OMUCH JeNT MPOCTaBISIETCS
COOTBETCTBYIOIIAsl OTMETKA CO CCHUIKON Ha aKT 00 YHUUYTOXEHUH Jelia.

3.4. Omucu aen cyneOHBIX KOJUIETHH, CYJIeOHBIX COCTABOB, IIOCTOSHHEIX CYAeOHBIX
IIPUCYTCTBUM, CTPYKTYpPHBIX MOJPAa3AEIeHUN Cyda COCTaBJISIFOTCA II0 YCTAaHOBJIEHHOMN
dopme (mpumoxenuss Ne 3, 4 k Hacrosmedl MHCTpYKIMM) B OBYX OK3eMIUIIpax W
IIPEACTABIIAIOTCS B apXUB CyZa He MO3Hee YeM depe3 IIeCTh MECSIIeB ITOCe 3aBepIleHuUs
JIe B JEIONPOU3BOICTBE.

Ilepenavya nen mocTOSIHHOrO W BpeMeHHoro (cBeimie 10 JIeT) CpOKOB XpaHEHHUS
B apXUB CyZa OCYLIECTBIISETCS 10 OMUCIM el CyIeOHBIX KOJUIerui, CyneOHbIX COCTaBOB,
IIOCTOSIHHBIX CyJNeOHBIX IPUCYTCTBUN, CTPYKTYPHBIX IOApasaeneHuit (nmpuioxenus Ne 3,
4 x Hactoswen Muctpykunn).

3.5. Ilpu cocTtaBieHHM ONHMCH Jel CyAeOHBIX KOJUIETHH, CyleOHBIX COCTaBOB,
IIOCTOSIHHBIX CYJeOHBIX IPUCYTCTBUH, CTPYKTYPHBIX MOApa3felieH!i cyna cOOJIr0Nal0TCs
cienyrolue TpeboBaHuS:

3ar0JIOBKU €)1 BHOCSITCSI B OIIUCH ITOJTHOCTEIO;

Ka)kJ0€e J1eJI0, TOM BHOCHTCS B OITUCH ITOJ] CAMOCTOSTEIEHBIM ITOPSIKOBEIM HOMEPOM,;

rpadbl OMMKUCH 3aITOTHIIOTCS B COOTBETCTBHH CO CBEJICHUSMU, KOTOPBIE BEIHECEHBI Ha
00JIOXKKY Hena;

rpada omnucu «IIprMedaHre» UCIIONB3yeTCs IUIsl OTMETOK O IpueMe (Tiepenade) aed,
0COOCHHOCTSIX (hPU3MYECKOr0 COCTOSIHHUS, O HAJTMYUH KOIIHH.

3.5.1. OCHOBHBIM 3JIEMEHTOM OIIHCH JIEII SIBJIIETCS OIIACATENbHAS CTaThsl, B KOTOPYIO
BXOZSIT: HOMEp Jejia 0 MOPSAKY, UHAEKC Jela 0 HOMEHKIIAType Aell, 3aroj0BOK Jela,
KpallHUe aThl Jea, KOJIUYECTBO JIUCTOB, IPUMEYaHHUs.

3.5.2. TlopsaxoBbIi HOMEpP JAejia MPUCBAaMBAeTCs IIOCJIE €ro BKIIIOYEHHsS B OIMCH
U PaCIIONIOKEHUS B OIUCH B COOTBETCTBUHU C MPUHATON CXEMOU CUCTEMaTU3AIUH.

B cnyuae oGHapyeHHs HOBBIX JieJI, He BHECEHHBIX B OIIHMCH [ell CyJeOHOMH
KOJIJIET'MH, CyAeOHOT0 COCTaBa, MOCTOSIHHOTO CyA€0HOro MPUCYTCTBUS UIIU CTPYKTYPHOTIO
moApa3fesieHuss Cyda HIM OIMCH JeJl, Takuhe JAejla BHOCITCS B YyKa3aHHBIE OIIMCH
IO/ INTEPHBIMHA HOMEPaMH.

Jlena, BHeceHHble B OINKNCh IIOA JIUTEPHBIMA HOMEpaMH, BHOCATCSI B Hee
¢ mobaBiieHHEM K HOMepY Jeiia OykB andasura (k mpumepy: 4, 5, Sa, 56, 6).

3.5.3. Unpekc nena mpegHasHa4deH I IIPOCTAHOBKY HOMEHKJIATYPHBIX HOMEPOB
nein. ITo pemenuio coorsercTByroeii DI TK apXuBHOTrO yupexIeHus JaHHas rpada MOXKeET
HCIIOJIB30BAThCS JIJIS1 MHBIX OTMETOK.

3.5.4. 3aroioBoK Jeja COIEPXUT HMH(OpPMAIMIO O BKIIOYEHHBIX B JEJI0 BHAAX
JIOKYMEHTOB HJIU pellaeMbIX UMHU BOIIPOCAX.

B rpade 3aroioBka gena ¢ HOBOH CTPOKHM MOXKET OBITh IIPHUBECHA JOIIOIHUTEIbHAS
uHpopManus 06 0COOEHHOCTSIX JOKYMEHTOB, BKJIIFOYEHHBIX B JEII0.

Kayx1pIii 3arojI0BOK IHIIETCS MOITHOCTHIO, COKpalleHue «To xxe» He TOIIyCKaeTC .

[lpy BKJIIOYEHWH JUYHBIX Q€1 THIOBas dYacTh 3aroioBka («JImumoe meno
pabOTHHUKA. ..») U UHAUBUIyaIbHAs OTAENISIOTCS IPYT OT Apyra JBOETOYMEM, IPoOeroM
mmocyie Hero u a63aneM. Hampumep:
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Ne | Mupexc 3aroyoBOK Jiena Kpaiinue nater | Konmnuectso | Ilpume-
/o nena JICTOB YaHUs
1 2 3 4 3 6
1. JIngnoe neno paboTHHKA 01 mrons 2015 — 54
MockoBckoro obractHoro cyna, 05 nexabps 2015

yBosieHHOTro B 2015 roay:
WBanos MBau MBanosuu

2. JInynoe neno paboTHUKa 03 aBrycra 2015 — 76
MockoBckoro o61acTHOTO cyaa, 06 nHos6ps 2015
yBojenHoro B 2015 roay:

MargeeB MatBeit MarBeeBuY

AHaJIOTUYHBIM 00pa3oM OQOPMIISIOTCS ¥ MHBIE 3ar0JIOBKH JeJT, UMEIOIIHE THIIOBYIO
Y [IEpEMEHHBIE YaCTH 3ar0JI0BKOB.

IIpy BHECEHUU B OIUCH 3aI'0JIOBKOB CYJI€OHBIX JIeJI CIeyeT YKa3bIBaTh B 3ar0JIOBKE
HoMmep nena (YH/I), Homep mpou3BOACTBA IO IETY.

3.5.5. TI'papa «KpaitHue [aTeD» COHEpXXUT KpailHMe [aTel (HaYaIbHYIO
M KOHEYHYIO0) MJOKYMEHTOB Jeja WM COOBITHH, KOTOpBIE OCBEIIAIOTCS JTHMHU
JIOKYMEHTaMHU.

Kpaiinve natel B onmucu MOTYT OBITH IIpeICTaBIICHBI CIEAYIOIUM 00pa3oM:

HMMEIOTCsI HauanbHas 1 koHeuHast qatel: 08 saBaps 2025 — 07 asrycra 2025;

HavaJbHas U KOHEYHas aThl coBIanaroT: 15 saBaps 2025;

B OJZHOU M3 JaT OTCYTCTBYET YMCJIO W/uinu Mecsll: stHBapb 2025 — 03 mapra 2025,
01 anpens 2025 — 2026;

HavyaJbHas WX KOHEYHAs 1aTa OIpeaelieTcs 110 KOCBEHHBIM AaHHbIM: [2025];

KpallHWe 1aThl YCTAHOBUTH HE ylanock: [6/m].

Coxkparmate gatel (K mpumepy, 15 — 23 mapra 2025, mapt — ampens 2025)
HE JI0ITyCKaeTcsl.

K umcnam mecsiia oT 1mepBOro 10 AEBSITOro A00aBIISETCS BIEpEeOU CTOSIIHKI HOJb
(03 mapra, 06 ceHTSIOPs); CIIOBO «ro/» (COKPAIIEHHS T.), IT.») HE UCIIOIb3yeTCsl.

3.5.6. B omucsax nOen BpeMEHHBIX CPOKOB XpaHEHHsS CpPOK XpaHEeHUs Jena
yKa3bIBa€TCsl B COOTBETCTBUU C AEHCTBYIOIMM Ha MOMEHT COCTaBII€HUs onucH llepeuyneM
JIOKYMEHTOB.

3.5.7. B rpade «KomudecTBO JHUCTOB» BHOCUTCS KOJIMYECTBO NPOHYMEPOBaHHBIX
aucTOB B Jene (0e3 KojaudecTBa JINCTOB BHyTpeHHed omnucu). KommyecTBo NHCTOB
B OIMCATeNbHOM CTaThe JOJDKHO COBMAJaTh C KOJUYECTBOM JIMCTOB, YKa3aHHBIX
B JIUCTE-3aBEpUTEE JieTIa.

3.6. Ilepen BHEeCEHHEM 3ar0JIOBKOB JEJT B OTTHCH JeJT CyIeOHBIX KOJUIET A, Cy1e0HBIX
COCTaBOB, IOCTOSHHBIX CYIEOHBIX IPUCYTCTBUHM, CTPYKTYpHBIX IOJApasJeleHuil cyna
paboTHUKaMU, OTBETCTBEHHBIMU 32 BEJEHUE JEJIONPOU3BOACTBA, IIPOBEPSIOTCS KAa4eCTBO
¢dbopmupoBaHus u 0GOPMIIEHHUS e, COOTBETCTBUE KOJIMYECTBA J€Jl, BHOCUMBIX B OIIKCE,
KOJIMUECTBY 3aBEJICHHBIX JeJ 10 HOMEHKJIaType Aell.

[Ipu mpocMoTpe aen IMPOBEPSIFOTCSA: COOTBETCTBUE 3arojiOBKa [iella COLEPIKaHHUIO
OOKyYMEHTOB B Jejle; MNPaBWIBHOCTE OGOPMIIEHMS M TIPYNIHUPOBKH JOKYMEHTOB,
BKJIIOYEHHBIX B [I€J10; Ka4decTBO IIOAIIMBKMA MIJIM IIepeIrieTa [ejla; IPaBHIbHOCTH
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HyMEpallMM JIMCTOB JieJla; HaJIW4due B Jelle BHYTPeHHeH OIMCH [eja W NPaBHIBHOCTB
€€ COCTaBJIEHUs; NPaBUIBHOCTh O(OPMIIEHHUS OOJIOKKH Ielia; HaJIWNdhue W MPaBHIBHOCTD
JIUCTa-3aBEPUTEINS.

IIpy oOHapy)XeHHMH HapyIIeHUs YCTAaHOBJEHHBIX TpaBWwil (GOPMUPOBAHHUSL
¥ o(OpMIIEHHS el OHU JOJDKHBI OBITH YCTpaHEHBl PaOOTHUKAMH, OTBETCTBEHHBIMU
3a BEJIeHHE JEeJIONPOU3BO/ICTBA.

3.7. B cny4yae oOHapyXeHHUS OTCYTCTBHS eI, 3aBEI€HHBIX B COOTBETCTBUH
C HOMEHKIJIATypo# [ei, pabOTHHKOM, OTBETCTBEHHBIM 3a BEJCHHE IeJIONPOU3BOJICTBA
B CylIeOHOM KoJUlerud, cyneOHOM cocTaBe, IIOCTOSHHOM CyIeOHOM IPHUCYTCTBHH
WM CTPYKTYpPHOM IOIpaslelieHud Cyda, NPUHUMAIOTCS Mephl 10 HUX PO3BICKY.
OO6Hapy>XeHHBIe Jiejia BKIFOYAIOTCS B OIKCH eIl

Ecnm npunsTeIe Mepbl He Nalud pe3ybTaToOB, TO Ha HeOOHapy)XeHHBIE eja
cocTaBisieTcsl akT o0 yTpaTe [OKyYMEHTOB B IIPOU3BOJBEHOH (opMe, KOTOPBIA
IIOAIIACHIBAETCS  HayaJbHUKOM  OTJAeNia  JeJoNpou3BojacTBa  (obmiero  otmena)
U npencenaresieM cyneOHOM KoJulerHu, CyneOHOro cocTaBa, YIOJHOMOYEHHBIM JIHMIIOM
IIOCTOSIHHOT'O CyI€0OHOTO MPUCYTCTBHUSI, HAHAIbBHUKOM CTPYKTYPHOTO ITOApa3IeeHus Cyaa.
Hanee axT o0 yTpare HOKYMEHTOB YTBEpXKIAeTCs MpelcedaTesieM Cylla U IepeaaeTcs
BMECTE C OIHCHIO JIeN CylneOHOM KoJuernu, cyaeOHOro cocTaBa, MOCTOSIHHOTO Cy1ebHOro
IIPUCYTCTBUS, CTPYKTYPHOTO ITOApa3aesIeHus CyJa pabOTHHKY, OTBETCTBEHHOMY 3a paboTy
apxuBa cyJa.

3.8. Onucu nen, onmucH 3JMEKTPOHHBIX JOKYMEHTOB (FOIOBBIE pa3/eibl OMUCEN [Iel,
oTHUCeH JIeKTPOHHBIX TOKYMEHTOB) (mprutoxxeHust Ne 5, 6, 7, 8 k Hacroseit UHCTpyKIun)
COCTaBJISIIOTCS. paOOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa Cyla, Ha OCHOBAaHUU
OITHCEeH e, OIUCEH DIIEKTPOHHBIX TOKYMEHTOB CyIeOHBIX KOJIIETUH, Cy1eOHBIX COCTaBOB,
IIOCTOSIHHBIX CYNEeOHBIX IPUCYTCTBUN U CTPYKTYPHBIX NTOApa3AeeHUuN Cyaa.

3.9. TlepBomy romoBoMy pa3feny OIKCH JAeJ IPHUCBAWBAETCS HOMEDP OIHMCH
o JUCTy (DOHJA, BCe IMOCIIEeAYIONMEe TOMOBBIE pa3/iesibl YUCIIATC 3a HaHHBIM HOMEpPOM
JIO 3aBEPIIIEHUS OITHCH.

He nomyckaercs NpuUCBOeHHE OMHUCSAM [l OJUHAKOBBIX Y4YETHBIX HOMEpOB
B IIpeJiesiaX OqHOro (GoHAA.

3.10. 3akoHuyeHHas ONIHKCH JOeJ Ha OyMa)XHOM HOCHUTeNIe J[OJDKHA BKIIIOYATh
He 6osiee 9999 enuHUI XpaHEHUS.

IIpu JOCTIKEHNH MaKCHMAaJIBHOTO KOJIMYECTBA CTATeH MM MPUOIMKEHUH K 9TOMY
YHUCITY, KOTJa KOJIMYECTBO JeJ B CIEAYOIEM r'OJOBOM Pa3eie MOXKET IIPEBBICUTE JaHHOE
OrpaHUYEHHe, OIIUCH 3aKPhIBAETCS ¥ HAYMHAETCS HOBas OIIHCH CO CIIELYIOLIMM CBOOOIHBIM
HOMEPOM.

Taxoke OIUCEH J1el1 3aKPHIBAETCS, €CITH HOBEIE [lefia B Hee OCTYyIaTh 0oblie He OyayT
(HampuMep B CBSI3HU C YIIpa3IHEHUEM Cya).

3aKoHYEeHHAs OIHUCH JIeJl BMECTe C TUTYJbHBIM JINCTOM U CIIPaBOYHBIM allapaToM
K Hell 3aKITF0YaeTCs B TBEPAYIO 00JI0KKY, HyMepyeTCs U IOAILMBAETCs WM IIePeIlIeTaeTCs.

Kaxxmas 3akoHYEHHAs] OIKUCH MeJ, KaXOhIH TOM OIIMCH el JOJKHBI UMETH JIUCT-
3aBEpPHUTETh.

3.11. Eciu omuch el COCTOUT U3 HECKOJIBKUX I'OJIOBBIX pa3/ieioB, TOMOB, UTOIOBast
3aIIICh COCTAaBJIAETCS K KaXIOMY T'OJOBOMY pasfery, ToMy. K kaxaoMy HociaenyroieMy
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roJI0BOMy paszeily, TOMY B HapacTarollleM IOPSAKE COCTaBISECTCS CBOAHAs WUTOroBas
3aIIUCh.

IIpu 3axpelTuM omucu OQOPMIAETCS EOWHas HTOroBas 3alliCh, B KOTOPOM
yKas3bplBalOTCs (LUbpamMud U MPONUCHIO) O000OIMAroNIHe CBENEHUS II0 BCEM TI'OJOBBIM
pasznenaM, BOLIEAIINM B JaHHYIO OIIHCE.

Hanpumep: IlepBrlit rogoBoii pa3zaen: B naHHyro onuch BHeceHO 130 men ¢ Ne 1 mo
Ne 130, B TOM uucne: TUTepHBIE HOMEpa — HET, NIPOITyIIeHHble Homepa — Ne 113.

Bropoit rogoBoit pazznen: B gaHHyro onuck BHeceHO 100 mesn ¢ Ne 131 mo Ne 230,
B TOM 4HCJIE: JTUTEPHbIE HOMepa — 138a, mpomnyIIeHHBIX HOMEPOB — HET.

3aKJIIOYUTENBHBIM TOJOBOM pa3iell, ONMUCh 3aKPBIBAETCS: B JaHHYIO OMKUCH BHECEHO
500 mgen ¢ Ne 1 mo Ne 500, B ToM yucie: nuTepHble HOMepa — 138a, mpoIylIeHHbIE
HoMepa — Ne 113.

JI71st KaXXIoro roloBOro pasaeia OIMCH JeJ HeOOXOOUMO yKas3bIBaTh IO/l OIUCH,
3a KOTOPBIH IIpeICTaBIeHbI JOKYMEHTEHI.

["'omoBbIe pa3zensl, € OHU HE SABJISIIOTCSA 3aKOHYEHHON OIKCHIO, HE TOAIINBAKOTCS
Y HE MepeIIeTarTCs.

3.12. B cnpaBouHBI{ ammapaT K ONKUCH AeN BXOIAT: TUTYJIBHBIN JIMCT, IEpEYEHBb
[IEpEUMEHOBAaHUNM Ccyda (ecid HHpOpMalys O INEPEUMEHOBAHUM HE COHEPXKUTCSI B
TUTYJIBHOM JIUCTE OIKCH ), COJIep KaHue (OIIaBIeHHUE); IPEeIUCIOBHUE; CIIUCOK COKPALIEHUN;
yKazaTenu K ormucH (peaMeTHbIN, IMEHHOM, reorpaduyueckoi).

3.13. Ha TuTynpHOM JIHCTE OMHUCH JEJ YKAa3blBAIOTCS: IIOJHOE HaWMEHOBaHME
roCyJJapCTBEHHOI'O apxwBa (eClH CyJ BBICTYIIA€T €ro MCTOYHHUKOM KOMIUIEKTOBAHHUS);
IIOJITHO€ HaWMEHOBaHUE CyJa; HOMEp apXWBHOrO (OHIA; HOMEp U Ha3BaHWE OIHCH;
KpaiiHue aThl BHECEHHBIX B OIIUCH €IMHUI] XpPaHEHU.

HaunMenoBanue cyna yKa3pIBaeTCs IO MOCIEIHEMY TOXy BKJIIOYEHHUs JOKYMEHTOB
B OITHCH €.

3.14. B mpenucioBUM K ONMCH [l YKa3bIBAlOTCsS CBEIECHHUSA B XPOHOJIOIHYECKHUX
paMKax KpalHHMX JaT eIWHWI] XpaHEeHUs, BKIIOYEHHBIX B ONHUCH: 00 HM3MEHEHMIX
B HaWMEHOBaHHH CyJa; O CTPYKType cyma; o0 ocoOeHHOCTIX OQOpMIECHHS U
dbopMupoOBaHHUs IeJ, ONMHCAHWS W CUCTeMAaTHU3allMd 3aroJIOBKOB JIeJ; O COACpP)KaHHHU U
IIOJIHOTE JeNl; O HAJIWYHH ¥ OCOOEHHOCTSX HHGOPMAIMOHHBIX CHCTeM, 0a3 JaHHBIX,
UCITOIB3YEMBIX ISl pabOTHI C DJIEKTPOHHBEIMU JOKYMEHTAMH, PETUCTPALMOHHO-yYETHEIMU
dbopmamu 1ed U TOKyMEHTOB M 00pazamu (CKaHaMHM) el ¥ JOKyMEHTOB.

3.15. BHecenue u3MeHEHUH B TOIOBBIE pa3/esIbl OMKICH JeJl OCIe UX YTBEPIKICHHUS
OIIK apXWBHOTO YYpexJeHUs WM TOCYJapCTBEHHOI'O apXuBa IOILyCKAETCS TOJIBKO
Ha OCHOBaHMH COOTBETCTBYIOUIMX PpEIIEHUA OKCIEPTHOM KOMHUCCHUU Cyla H
OIIK apxuUBHOTO y4pexaeHus (TocyIapCTBEHHOTO apXUBa).

3.16. Omucu gen (romoBbIe pa3/eiibl OMUCEN) OCTOSHHOIO XpaHEHUs, BpEMEHHEIX
(cBpire 10 JeT) CpOKOB XpaHEHUs, ONMUCEN Je 10 JINYHOMY COCTaBy COIVIACOBBIBAOTCS
C DOKCIIEpTHOM KOMHCCHeEH cynaa, IOClie Yero €cid CyJ BBICTYIAaeT MCTOYHHKOM
KOMILIEKTOBAaHUSI TOCYAapPCTBEHHOT'O apXUBa, JU0O0 Ha OCHOBAHUHU JOrOBOpa C apXMBHBIM
YUpeXIeHHeM, MPEeCTaBSIIOTCS Ha yTBepXAeHue cooTBeTcTByromen JIIK apXuBHOIO
YUPEeXKICHUS.

Onucu pen (romoBele pasnmerisl omwmcel) Hamparisioress Ha OIIK apxuBHOro
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YUPEeXIEHUS B YETBIPEX SK3EMIUIIpax Ha OyMaKHOM HOCHUTeNle U OIHOM DK3EeMIUISIpE
B DJICKTPOHHOM BHJE B PEJaKTHpyeMOoM (opmaTe He IO3[Hee YeM uepe3 3 roja Imocie
3aBEpILIEHUS JIeN B JIEJIONPOU3BOJICTBE.

Ilepen HampaBieHueM oOIMCel el Ha yTBEpXKIEHHE IMPOBEPAETCS HAMYue e,
BKJIFOYEHHBIX B 3TH OIHCH.

3.17. Ilocne yTBepsxaAeHUS onHced e (ToJoBeIX pa3neiios omuceil) OITK apxuBHOTO
YUPEXIEHUs OHU YTBEPKOAIOTCS MpeaceaTeNieM CyIa.

4. JxkcnepTH3a EHHOCTH JOKYMEHTOB. 3aJaun U GYHKUHH dKCIEPTHOM
KOMHCCHH cyAa

4.1. OxcrnepTu3a LEHHOCTH JOKYMEHTOB (Hajee — OKCIepPTH3a IEHHOCTH) —
JEATENLHOCTE II0 YCTAaHOBIEHUIO CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpYy HX IS
ApXMBHOI'O XPAHEHUs WM YHUYTOXXEHUS, BBIABJICHHIO 0CO0O IEHHBIX M YHHUKaJbHBIX
JOKYMEHTOB Ha OCHOBaHWMM TpeOOBaHUI HOPMATHMBHBLIX NPABOBBIX aKTOB M KPUTEPUEB
3KCIIEPTU3bI LEHHOCTH JOKYMEHTOB.

IIpemMeToM 3KCHepTU3bl LIEHHOCTH SBJSETCS OIpelejieHHe COOTBETCTBHS
NOKyMeHTa U (WIM) JOKYMEHTOB KPUTEPHSIM ero (MX) IIeHHOCTH B IEJISIX OIPEeIICHISI
CpOKa XpaHeHUs u oTOOpa JOKyMeHTa U (MJIM) AOKYMEHTOB JUIS BKJIIOYEHHUS B COCTAaB
ApxuBHoro d¢onmga Poccuiickoit ®enmepanuu WM BBIACICHHS K YHUYTOXEHHUIO
10 ICTEYECHUN YCTAaHOBIIEHHOTO CPOKa XPaHEHHUS.

OKClepTHU3a IIEHHOCTH IIPOBOJUTCS HA OCHOBaHUM IPUHLMIIOB MCTOPU3MA,
CUCTEMHOCTH U I[EJIOCTHOCTH ITyTeM KOMIUIEKCHOTO IPUMEHEHUS CIeAYIOIINX KPUTEPUEB:

MIPOUCXOXKIEHUS (3HAYUMOCTD BEITIOIHIEMBIX CyIOoM (YHKIUH, BpeMs U MECTO
00pa3oBaHUs TOKYMEHTA);

colep>xanus (3HaUEeHHe UMEIOIeiics B JOKyMeHTe HH(OpMaIlUU, TTIOBTOPEHHE STOM
uHGOpMaINH B APYTHUX TOKYMEHTaX, MOITHHHOCTD JOKYMEHTA);

BHEIIHUX OCOOEHHOCTEH JOKYMEHTOB (BHJA MOKyMeHTa, ¢opMa (UKCHpOBaHUS
U Ilepeflaydl CoJepXXKaHus, OpUANYecKas JOCTOBEPHOCTh (HalIW4Yue IIOANKCEH, [arT,
neyaTey) OOKyMeHTa, ero (U3UYEeCKOoe COCTOSHHE), a TaKXKe IPUTOJHOCTH I
UCIIOJIB30BaHMUS (BOCIPOU3BOOMMOCTH (IIPH 3KCIEPTH3€ IIEHHOCTU 3JIEKTPOHHBIX U
ay IMOBU3yaIbHBIX JOKYMEHTOB).

4.2. DxcrepTr3a EHHOCTH TOKYMEHTOB CyZia IIPOBOIUTCS:

IIPY COCTaBJIEHUH HOMEHKJIATYPHI Jiell, B IIpoliecce GOpMUpOBaHUs e,

IIpY OATOTOBKE JIeJ, 3JIEKTPOHHBIX AeJ K Iepeade B apXuB Cyaa;

Ipd IIOArOTOBKE K Iepedade [QeJl, OJIEKTPOHHBIX JeJl Ha XpaHEHHE
B FOCYJapCTBEHHBIN apXUB,;

IIpU BBIJIEJICHUA K YHHYTOXXEHHUIO JeJ, DJIEKTPOHHBIX JeJ, He MOJIJIeXallux
XPaHEHHUIO.

4.3. 3amayamMu 3KCIIePTU3BlI LEHHOCTH SIBIIIOTCS:

OTpeliesIeHHe CPOKOB XpaHeH!Us JOKYMEHTOB IIpH pa3pad0TKe HOMEHKIIATYPBI JE;

oTOOp MOKYMEHTOB I BKJIIOYEHUsS B cocTaB ApxuBHOro ¢onma Poccuiickoi
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deneparyn’ (manee — A® P®), a taxke IJIs epeady B apXHB;

BBIABIIEHHE [OKYMEHTOB C MCTEKIIMMH CpPOKaMH XpaHEHHS MJIS BKIKOYEHHUS
UX B KT O BBIIEJIEHUH K YHUUYTOXXEHUIO JOKYMEHTOB, He IMOJIEXKAIINX XPaHEHHUIO.

4.4. DxcrepTru3e LHEHHOCTH MOAJIeXKAT BCe JOKYMEHTHI CyJla HE3aBUCHMO OT BHIOB
HOCUTEJIEH ¥ CIIOCOOOB 3aIIHCH.

Pemlenne o BkmoYeHHH OOKYMeHTOB B coctaB A® P® mpunumaercs OIIK
apXUBHOTI'O YUYPEXISHUSI.

4.5. Cpoky XpaHeHHs IOKYMEHTOB IPU IPOBEICHHUH HMX JKCIEPTHU3bI LIEHHOCTH
YCTaHaBJIMBAIOTCI B COOTBETCTBUU C (hellepaTbHBIMU 3aKOHAMH U MHBIMU HOPMAaTHUBHBEIMU
IIpaBOBEIMU  akTaMM Poccuiickoii @enepaluy, MEpPeUHSIMH THUIIOBBIX apPXUBHEIX
JOKYMEHTOB C yKa3aHHeM CPOKOB UX XpaHeHHs U [lepedneM JOKYMEHTOB.

4.6. B nmensix opraHu3aiuy U MIPOBEACHUS METOJUIECKON U MPaKTUIECKOH paboThI
I10 3KCIIEPTU3€E LIEHHOCTH JOKYMEHTOB, 00pa30BaBIINXCS B AESTENLHOCTH Cy/la, CO30aeTCs
SKCIIEpPTHAsT KOMHCCHUS CyJa, KOTOpas SBJISIETCS COBEIIATENbHBIM OPraHOM M [IEHCTBYET
Ha [TIOCTOSIHHOM OCHOBE.

OKcrnepTHasi KOMUCCHSI CyJia CO3JaeTcs IPUKa3oM IMpeaceaarens cyia U AefcTByeT
Ha OCHOBaHWM IIOJIOXKEHHs, pa3pabOTaHHOrO Ha OCHOBE IPHUMEPHOTO IIOJIOXKEHUS
00 3KCIIepTHOM KOMHUCCHH OPraHU3alliH, yTBEP)KICHHOH YITOTHOMOYESHHEIM (he/iepabHbIM
OpraHOM HCIIOJIHUTENFHOM BIACTH B c(epe apXUBHOTO Jiefia U 1€JI0NPOU3BOCTBA.

CyIpl, BBICTYIAIOIIHE HUCTOYHUKOM KOMILUIEKTOBAaHUS T'OCYydapCTBEHHOI'O apXWBa,
COTJIACOBBIBAIOT IIOJIOKEHHE 00 OKCIEpPTHOW KOMHUCCHH CyAa C COOTBETCTBYIOLIEH
OIIK apXMBHOTIO yUpeXICHUS.

4.7. B cocTaB 3KCIEpTHON KOMHCCHH CyZa, Ha3HauaeMbIi NIPUKa30M IIpeacenaTells
Cy[Za, BXOIST: MpencenaTesib KOMUCCUU (OWH U3 3aMeCTUTeNel Nnpeacenarels cyaa Wid
Cympst (B Ciydae OTCYTCTBHS 3aMECTHTENS Ipeicenartels cyla), cekperapb (paOoTHUK
Cyla, OTBETCTBEHHBIN 3a paboTy apXuBa), paOOTHUKHU OTIeNa NeJIONPOU3BOACTBA (00IIero
oTena), CyIeOHbIX KOJJIET i, CyIeOHBIX COCTABOB, IIOCTOSIHHOTO Cy1eOHOT0 IIPUCY TCTBUS
U JPYTUX CTPYKTYPHBIX MMOApa3eIeHul Cyia.

Taxoxe B cocTaB HKCIEPTHOM KOMUCCHHU Cy/ia MOXKET OBITh BKIIIOYEH IPEICTABUTEID
roCyIapCTBEHHOIO0 apXHBa H/HIIK YIIOJIHOMOYEHHOI'O OpraHa HCIIOJIHUTEIBHOW BIACTH
cyonekTa Poccuiickoit @enepanuu B cepe apXuBHOTO fena (10 COrIacoBaHUIO).

4.8. DKcIiepTHass KOMUCCHSI Cy1a OCYIIECTBIISIET ClIeAyroue GyHKIUHU:

4.8.1. Opranmu3syer exeroJHel 0TOOp e IS XpaHEeHUs U YHUYTOXKEHHS.

4.8.2. PaccMaTpuBaeT U MPUHUMAET PEILIEHHUE O COINIACOBAHUMU:

IIPOEKTOB OIIMCEH Jel IOCTOSHHOTO W BpeMeHHBIX (cBblme 10 1eT) CpoKoB
XpaHEHUs1, OIIMCeH Niel 1Mo JIUYHOMY COCTaBY;

IIPOEKTOB HOMEHKJIATYp eIl

IIPOEKTOB aKTOB O BBIJIEJICHUH K YHHYTOXEHUIO J1eJl, He IOAJIeKAILINX XPaHEHHUIO,;

IIPOEKTOB aKTOB O HEOOHAPYKEHUH apXUBHBIX TOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX
UCYEPIIaHbI;

IIPOEKTOB aKTOB O HEHCIIPABUMBIX TTOBPEXKIESHUSIX apXUBHBIX JOKYMEHTOB;

IIPOEKTOB JIOKAJIBHBIX HOPMATHBHBIX aKTOB M METONMYECKUX HNOKYMEHTOB Cyaa

! NoxymenTsl ApxuBHoro ¢oma Poccuiickoif ®emepauuu — apXUBHblE NOKYMEHTHI, MOIIENIINE 3KCNEPTH3Y LEHHOCTH
JIOKYMEHTOB, TOCTaBJIEHHbIE Ha FOCYJaPCTBEHHBIN yUeT ¥ MOJIeNKAIIUe [TOCTOSHHOMY XPaHEHHIO.
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II0 I€JIOIPOU3BOJICTBY M apXUBHOMY JEITy.

4.8.3. I'0TOBUT Ipe[yioKeHUsT 00 yCTaHOBIEHWH (M3MEHEHUH) CPOKOB XpaHEHHS
JIOKYMEHTOB Y BHECEHUH COOTBETCTBYIOLIUX H3MeHeHu! B IlepedeHb MTOKYMEHTOB,
C JalbHEHIIMM HX IpeAcTaBlieHueM Ha paccMmorpeHue CyneOGHOro memapTamMeHTa
npu Bepxosaom Cyne Poccuiickoit @eneparuu.

4.8.4. COBMECTHO C apXHBOM CyJia, OTAEJIOM AeJIOMPOU3BOICTBA (OOIIMM OTIEIIOM)
M KkagpoBod  ciyx0oif opraHusyer s paOOTHHKOB Cyda  KOHCYJIbTAI[UH
II0 BOIIpocaM paboThI C TOKYMEHTaMH, OKa3blBaeT MM METOIUYECKYIO IIOMOIIb, Y4aCTBYET
B [IOATOTOBKE U NPOBEACHUH MEPOIPUSTHI 110 MMOBHIIICHUIO X KBATA(DUKAIIUH.

4.8.5. Brmonuser wuHBIe (GYHKIWH, YCTaHOBJIEHHBIE 3aKOHOIATEBCTBOM
Poccuiickoii ®@enepanuu B chepe apXuUBHOTO Jiea U ACIOIPOU3BOJCTBA U MOJOKEHUEM
00 3KCIIEPTHON KOMHUCCHHU CYJa.

4.9. 3acenaHus SKCIIEPTHOW KOMUCCHUHU CyJla MPOBOJAATCS IO Mepe HE0OXOIUMOCTH,
HO HE MeHee NBYX pa3 B rof, ohOpPMIISIFOTCS MPOTOKOJIOM, KOTOPBIM IOAIIHCHIBAETCS
IpencenaTeieM U ceKpeTapeM KOMUCCHH.

3aceaHue OKCIIEPTHOH KOMECCHM Cyda W TPUHATBIE pELIEHHUS CUHUTAIOTCS
MIPaBOMOYHBIMH, €CJIH Ha 3acelaHud IIPUCYTCTBYET O0Jiee TOJIOBUHEI €€ COCTaBa; PEICHHs
0 KaXIOMY BOIpPOCY (HOKYMEHTY) MPUHUMAIOTCS OOJBIIMHCTBOM TI0J0COB. CIIOpHBIE
BOIIPOCKI IIPH pa3/ielIeHUH roJI0COB IOPOBHY pa3pelIaroTcs NpefcenaTelleM dKCIEPTHON
KOMUCCHUH CyJa.

4.10. Bepnenue neNoNpOM3BOACTBA OKCIIEPTHOM KOMHCCHUU CyZAa, XpaHEeHHe
1 KCII0JIL30BAHMUE €€ IOKYMEHTOB, OTBETCTBEHHOCTB 38 UX COXPAHHOCTB, a TAKXKe KOHTPOJIb
HCITOJTHEHHSI IPHHATHIX DKCIIEPTHOW KOMICCHEH Cy/1a pellieHUi BO3/1aratoTcs Ha CeKpeTaps
9KCIEPTHON KOMUCCHH CyAa.

4.11. Ilo pe3yibpTraTaM 3KCIIEPTHU3BI LIEHHOCTH JOKYMEHTOB B CyZ€OHBIX KOJJIETHUsiX,
CymeOHBIX  COCTaBaX, IIOCTOSHHBIX  CyHAeOHBIX  IPUCYTCTBUAX, CTPYKTYPHBIX
MoApa3aeIeHUsIX Cy1a COCTaBIISIFOTC:

HOMEHKJIATyphl Jel1 CyAeOHBIX KOJUIETWi, CyneOHBIX COCTaBOB, ITOCTOSHHEIX
CyneOHBIX MTPUCYTCTBUH, CTPYKTYPHBIX IIOJpa3ieeHul Cy1a;

OITHUCH JIEJ, OIUCH DJIEKTPOHHBIX NNl CyNeOHBIX KOJIETMH, CyleOHBIX COCTaBOB,
IIOCTOSIHHBIX CyA€0OHBIX IPUCYTCTBUM, CTPYKTYPHBIX IIOAPA3JEeIEHUN Cy1a: IIOCTOSHHOIO,
BpeMeHHBIX (cBaIe 10 JIeT) CpOKOB XpaHEHUs, 110 INYHOMY COCTaBY;

MpeIIOKEHUsT K aKTy O BBIGNEHWH K  YHHUYTOXXEHHIO  JIOKYMEHTOB,
He TToIeXaIuX XpaHeHHUIO.

5. OdopmieHue aes1 U HHBIX JOKYMEHTOB K XpaHEHHIO B apXHBe CcyAa

5.1. 3akoHuYeHHbLIE JEJIONPOU3BOJCTBOM J€lNa IIOCTOSSHHOIO (B TOM YHCIIE
CO CPOKOM XpaHEHHUsS «I0 JMKBHIALUHU CyIa») M BpeMeHHBIX (cBbime 10 JeT) CpoKoB
XpaHEHUs, B TOM YHCJIE [T0 JHMYHOMY COCTaBY, IOATOTaBIMBAIOTCA K IIepeadye B apXuB cyaa
¥ IIOJIEXKAT IIOJTHOMY O()OPMIIEHHIO M OMTUCAHHIO (BKJIFOYEHUIO B ONKCH JE).

Odopmitenrie 1 OIKMCaHKE AeN 0 [Tepeadd B apXUB OCYIIECTBISIETCSI paOOTHUKAMH,
OTBETCTBEHHEIMH 33 BEJIEHHE JElONPOM3BOJACTBA B CyAeOHOW KOJUIeTUH, CyneOHOM
COCTaBe, IIOCTOSSHHOM CyJIe0HOM IPUCYTCTBUU WA CTPYKTYPHOM IIOJpasfeIeHUuH Cyna,
B COOTBETCTBMHM C TpeOoBaHusamu IlpaBun Ne 77, HWHCTpyKIMH IO CyneOHOMY
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JeJIOIPOU3BOJICTBY U HacTOsAIIeH MHCTpyKIIHH.

5.2. Ilpu GpopmupoBaHuy Aesl HEOOXOAUMO COOTIONATh CIIeIyOIIHe TpeOOBaHMS:

JOKYMEHTBI IIOCTOSIHHOIO M BPEMEHHOT'O0 XpaHEHHUs IPyHIIUPYIOTCS B OTHEIbHBIC
nena;

B JIEJIO BKIIFOYAIOTCS JJOKYMEHTHI, KOTOPBIE I10 CBOEMY COJIEPKaHUIO0 COOTBETCTBYIOT
3aroJIOBKY JeJa, IpelyCMOTPEeHHOMY HOMEHKIJIAaTypod. 3arojIoBOK Jejla YTOYHSETCS B
COOTBETCTBHH C (aKTUIECKUM COCTABOM M COAEP)KaHUEM IOKYMEHTOB;

B JIEJI0 BKJIFOYAETCS OJIMH SK3EMIUISP KaXIOro JOKyMEHTa;

B JeJla TPyNIUPYIOTCS JOKYMEHTHI OJHOTO KaJleHAapHOTO roja (UCKIIOYeHHE:
«Irepexofsley nena; cyneOHble 1ena; JIUYHbIE Jena, KOTOpble GOPMUPYIOTCS B TEUCHUE
BCETO Ileproaa paboThl),

[IPUJIOXKEHUS, JIUCTHl O3HAKOMIIEHUS, COTJIACOBAHUS M PE30JIIOLUUA K JOKyMEHTaM
SBJISIFOTCSI UX HEOThEeMJIEMOW YacThIO U BKJIIOYAIOTCS B JIEJI0O BMECTE C JOKYMEHTaMH,
K KOTOPBIM OHHU OTHOCSITCS;

IpuKa3bl  (pacmopspDKeHUs) TPYHIUPYIOTCS B Jela B COOTBETCTBHUH
C YCTaHOBJICHHBIMH IS HUX CPOKaMH XpaHEHUs;

JIUYHBIE nena (QOpMHUPYIOTCS OTHENBPHO Ha KaXJoro paboTHHKA, ITOKYMEHTEHI
B JIMYHBIX J€JIaX PacIiojaraloTcs B XpOHOJIOTHUYECKOM IMOPSIKE I10 Mepe IIOCTYILICHHUS,

JULEBbIe cUeTa 0 oIulaTe Tpylda paOOTHHUKOB IPYyNIHUPYIOTCS B OTHEIBHBIE Aeia
¥ pacIojiaratoTcs B HUX 110 andaBuTy dhaMUINi, UIMEH U 0T4eCTB (TIpY HaIUYUH);

He JOITyCKaeTCs TpPYNIUPOBaTh B Jejia YEepPHOBBIE U OyOJIETHBIE 3K3EMIUIAPHI
TOKYMEHTOB, a TaKXe TOKyMEHTHI, IOJIeXaIllie BO3BpaTy.

5.3. IlonHoe odopmiteHre gen Ha OyMa>KHOM HOCUTEIE IIpelyCMaTpUBaeT:

u3bsATHE (DalIOB-BKIAABIIIEH, CKPEIIOK, METAJUIMYECKUX CKOO, CTUKEPOB;

MOAIINBKY WM IEpeIuieT JOKYMEeHTOB zena (HehopMmaTHbIe JOKYMEHTBI XpaHATCs
B 3aKPBITBIX TBEPIBIX ITANKax WK KOpOoOKax);

HyMepaIlyio JINCTOB JIeJa,

COCTaBJIeHHE JHCTa-3aBeputens nena (mpunoxenne Ne 10 k Hacrosmein
HNucTpykuum);

COCTaBJIeHHEe BHYTpPeHHeW oOmmcH JOKyMeHTOB Jena (mpmioxeHue Ne 11
K HacTosied MHCcTpykuum);

odopmitenue o6oxku aena (mpuioxenne Ne 12 x Hacroseit IHCTpyKIun);

JIUCT UCIIONB30BaHuUs (IIpU HEOOXOJUMOCTH).

5.4. Ileno Ha OyMaXHOM HOCHTENIle He IOJDKHO coaepxarh Oonee 250 mucToB
IIpY TOJIIIMHE Kopelka He Goiiee 4 cM. B ciydae, eciii JOKYMEHT ¢ IPHIOKEHUEM (SIMA),
IIOMEIIICHHBIE B J€J0, comepykar Gosnee 250 yucToB, momyckaercs (OpMHPOBAThH IEIIO
C He3HAYUTENIbHBIM MPEBBIIIIEHUEM HOPMaTHBHOTO 00BeMa.

Ecnu xoamdecTBO JIHUCTOB B Jelie 3HAYMTEIBHO IpeBblmaeT 250, JOKYMEHTEI
(GOPMHUPYIOTCA B TOMa B XPOHOJOTMYECKOM MOpsake. ToM 2 MoxeT ObITh HayaT JIHILNb
1ocJyie OKoH4YaHust ToMma 1. Jlata OTKpBITHS ToMa 2 He TOJDKHA ObITh paHee 1aThl OKOHYaHUs
toMa 1. Ha Tomax momkeH ObITh 00U 3ar0JI0BOK 10 HOMEHKIIATYPE €.

5.5. JIOKyMEHTHI MOIIIMBAIOTCS Ha YETHIpE IMPOKOJIa B TBEPAYIO OOJIOXKKY HIIU
MeperieTatoTcsT ¢ y4YeTOM BO3MOXXHOCTM UYTEHHUS BCEX JOKYMEHTOB, [IaT, BH3
Y pE30JIIOLMN Ha HUX.
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IIpu Heo6X0OMMOCTH TOKYMEHTHI MeHee dopMara A5 (d4eKu, KBUTAHINH, CIIPABKH,
pororpadur  u gpyrme) B mensx ymoOCTBa  MOAIIMBAaHWS — HAKJIEMBAOTCS
Ha jucT (opmara A4. IIpu OTCYTCTBHH MOJNIS Ui MONINUBKU JOKYMEHT HEOOXOIUMO
HaKJIEUTh 0€3 IMOBPEeXIEHUs TEKCTa Ha BCIIOMOTATEIbHBIM JIUCT.

JIOKyMEHTBI TOAIIMBAIOTCS B IEJIO B XPOHOJIOTHYECKOM MTOPSAIKE, BCE MPHOOIIEHHEIE
B IIPOIECCE PACCMOTPEHH CyAeOHOr0 fea TOKYMEHThI — B ITOPSAKE UX ITOCTYILIEHMS.

B cny4ae ncnonp3oBanus s GUKCUPOBaHUS X0Ja CyJIeOHOTO 3aceaHus CPECTB
ayIMO3aIlMCH U UHBIX TEXHUYECKUX CPEACTB IEKTPOHHBIE HOCUTENN HHGOPMAIINH (TUCKH,
IOVMCKETHI, (UIeII-KapThl) XpaHATCS BMeCTe ¢ CyIeOHbIM aesioM. IIpyu 3TOM OHH JOJDKHEI
OBITH BHIMTHI B CyleOHOe aeno (IPHOOMIEHBI K IPOTOKOIY CyXeOHOr0 3acelaHmus)
B yIIaKOBaHHOM BHJe (KOHBEPT) C yKa3aHHEM Ha yIIaKOBKe HOMepa Jela, JAaThl, a TaKKe
IIOAIIMCAaHbl yIOJHOMOYEHHBIM pabOTHUKOM armmapara cyna. YIaKoBKa JOJDKHA
obecrneunBaTh COXPaHHOCTD 3JIEKTPOHHOTO HOCHUTEIS OT MOBPEXIEHHM U IIOPYH.

5.6. IIpu HymepaIuu JUCTOB B JieJiax COOJIFOAal0TCS CIeIYIOIHe TPeOOBaHHUS

HyMepauusi IpOU3BOIUTCS apabCKUMHU I paMu IPOCTHIM rpaUTHBIM KapaHIallioM
HJIA HyMEPaTOPOM C BOJIOCTOMKOM INTEMIIEIBHONU KPACKOMH;

HOMEpa JIMCTOB IPOCTABIISIOTCS B IPaBOM BEPXHEM YIIIy JINCTA JOKYMEHTa,

doTtorpaduu, UepTexw, AWArpaMMbl U JPYrHe WUTFOCTPATUBHBIE JTOKYMEHTHI,
IIPE/ICTaBISAIOINE CAaMOCTOSTEIBHBINA JTUCT B Jelie, HyMEepyITCcs Ha 000pOTHOH CTOpOHE
B JIEBOM BEpXHEM YTIIY;

JUCT C HaKJICeHHBIMH JOKyMEHTaMH (BBIpE3KaMH, BBIMHUCKaMH, (GoTorpadusimu)
HyMepyeTcsl KaK OJH JIUCT;

JUCTHI (BBIPE3KH, BCTABKHM TEKCTa, IIEPEBOJBI), ITOAKJIECHHBIE OJHUM KpaeM
K IpyroMy JIUCTY, HyMEpPYIOTCS OT/IEJIbHO;

KOHBEPTHl C BIOXEHUSMH, MOJAIIWTHIE B JEJI0, HYMEpPyHTCS B CIELYIOIIEM
MOpsiAKE — BHadalle HyMepyeTcsi KOHBEPT, a 3aTeM OYepeJHBIM HOMEPOM — KaXKI0e
BJIOXKEHUE B KOHBepTe. Eciiu BIOXXKeHUSI HyMepOBaTh HENb3s, X HAIANYNAE OrOBApUBAECTCS
B 3aBEPUTEIILHON HAIIIUCH;

MOJAIINTEIE B JEJI0 JOKYMEHTHI C COOCTBEHHOH HyMepalueld JHCTOB (BKIIOYas
neJyaTHble W3MIaHUsI) HYMEPYIOTCA B OOIIEM IOPSAKE WX COXPAHSIIOT COOCTBEHHYIO
HyMepaluIo, €CJIH OHA COOTBETCTBYET IOPSIKOBOMY PacIOIOKEHHUIO JINCTOB B JEIIE;

JUCTHI OONBIIMX (OPMATOB MOAIIMBAIOTCS 32 OAWH Kpall U HyMEpYyIOTCS KaK OIUH
JIUCT;

BCE JIUCTHI Jena (ToMa, 9acTH) Ha OyMa)KHOM HOCHTele (KpOME JINCTa-3aBEPUTEIL
Ierna ¥ BHyTpeHHEH OIHCH TJOKYMEHTOB Jiejia) HyMepPYIOTCS B BAJIOBOM ITOPSIZIKE;

JIUCTBI OEN, COCTOSINUX M3 HECKOJIBKUX TOMOB, HYMEpPYIOTCS IO KaXIOMy TOMY
OTHEJBHO.

B cnydasx oOHapyxeHHs OmMOOK B HyMepalUWH JIACTOB Jejla IPOBOJMUTCS
nepeHyMepalusl WM UCIIOJIb30BaHNe INTEPHBIX HOMEPOB JIUCTOB.

5.7. Jluct-saBeputens nena (mpriokenume Ne 10 k Hacrosmed WHcTpykium)
COCTaBJISIETCS Ha OTHEJIBPHOM JIUCTE, MOMAMMUCHIBAETCS €r0 COCTAaBUTENIEM, IOIINBAETCS
(BKJIEHMBaeTCS) B AEJIO.

3amnperaercss BLIHOCHTD JIUCT-3aBEPUTENIb Ha OOJIOXKKY JeNla WIM YUCTBIA 000pOT
JIKCTA MOCJIETHETO MOKYyMeHTa. ECIH 1e0 MOIIMTO UiTH IeperieTeHo 0e3 GiaHka JIucTa-
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3aBEpUTENIS, OH JOJDKEH OBITh HaKJIeeH 33 BEPXHIOIO YacTh JINCTA Ha BHYTPEHHIOIO CTOPOHY
00JI0KKH B KOHIIE JIENA.

Ilpy 3Ha4YUTENBHOM KOJIMYECTBE OMIMOOK B HyMepaldd JIMCTOB €XUHMI[BI
XpaHEHHUs JIMCT-3aBepUTeNh IepecocTaBisercss. Crapblif JIUCT-3aBEPHUTENb aKKypaTHO
[IEPEYEPKUBAETCS U OCTAETCS B JIEIE.

Bce nocnenyrorye n3MeHeHUS B COCTaBe U COCTOSHUH Jiefia (IIOBPEeXIEHHUS, 3aMeHa
IOJJUHHEIX JOKYMEHTOB, NpPUOOIIEHHE HOBBIX IJOKYMEHTOB) OTMEYAalOTCA B JIHCTE-
3aBEpHUTEJIE CO CCBUIKONM Ha COOTBETCTBYIOIIUM aKT.

5.8. Ha o6noxke pnenma (mpumoxenue Ne 12 kx Hacrosmed MHCTpyKumm)
YKa3bIBAIOTCS:

HaVMeHOBaHUe cyza (IOJHOCTBIO, B UMEHUTEIFHOM Haexe);

HalMEHOBaHUe CyneOHOU KOJUIeTHuHu, CyIeOHOro CocTaBa, IIOCTOSHHOTO CyIneOHOro
IIPUCYTCTBUS WIHM CTPYKTYPHOTO IOpa3ieneHus cyaa (Ipu HAIUIun ),

HOMEp ToMa (YacTH);

VHJEKC Jela [0 HOMEHKJIaType Je;

3aroJI0BOK Jiefia (ToMa, YacTH),

baMuIMs, UM, OTYECTBO OCYXXICHHOIO JIMIAa U IIOJHOE HAaMMEHOBaHHE CTaTbU
VYronosHoro xonekca Poccuiickoit @enepaiiuu, o KOTOPOH JIUIIO OCYKIEHO;

(bamunus, HHUITMAEI UCTIA, OTBETYHMKA (HAaMMEHOBaHUE OpPTaHHW3alliH), CYTh HUCKa
(3asBNICHHS);

damunsi, UM, OTYECTBO ONPABIAHHOTIO JIMIA WK JIMIA, B OTHOLIEHUU KOTOPOTO
IIPOU3BOJCTBO MPEKPAIICHO;

HOMEp IIPOU3BOACTBA I10 JeNy, YHUKAIBHBIN HIeHTU(DUKATOD Hena;

KpaiiHue naThl fena (ToMa, YacTH);

KOJIMYECTBO JIUCTOB B Jeie (ToMe, YacTH);

CPOK XpaHeHHS JIejia ¢ yKa3aHHeM roJia, 10 KOTOPOro OCYIIEeCTBIAETCS XpaHEHUE;

Ha CyAeOHBIX JejlaX — IMOMANUCH CYIObH, PACCMOTPEBILEro NeJ0, Ha Jeyax oOIIero
NEeJOTPOM3BOACTBA — IOAIUCH HadaJbHHUKAa COOTBETCTBYIOIIETO CTPYKTYPHOI'O
oApa3aeIIeHUs;

apXUBHBIN U Aena (MpU HATUIHN);

nmoMeTka «J[s Ciy»eOHOTO IIONB30BAaHUSA» WM TpU(] OrpaHHUYEHHUs HOCTyIa
(Ipu HaIM4UM).

5.9. Ha o0moxxkax Jen IOCTOSHHOI'O CpoKa XpaHEHHs NpeyCMaTpUBaeTCs MECTO
JUIL HAaMEHOBaHHUs T'OCYJapCTBEHHOI'O apXuBa, B KOTOPBIM IepefaroTcs Aena cyna —
HUCTOYHUKA KOMIUIEKTOBAHHS.

[Ipy u3MeHEHHH HaMMEHOBaHMs Cyaa (CTPYKTYpHOTrO IOIpa3feNieHus Cyna)
B T€YEHHUE IIEPHO/Ia, OXBATHIBAEMOr0 JJOKYMEHTAMH Jieja, Ha 00JI0XKKE Jesla yKa3blBaeTCs
nocjeHee HanMEHOBaHUE.

5.10. 3aromoBok Jela JOJDKEH COOTBETCTBOBAaTh (DAKTHMUECKOMY COCTaBYy
CoZIep)KaHUs JOKYMEHTOB Jiela.

Ecnau nmeino cOCTOMT M3 HECKOJBKHUX TOMOB (4YacTeil), Ha OOJIOXKKY Ka)KIOro ToMa
(4acTr) BEIHOCHTCS OOII[Hif 3ar0JI0BOK, a TAKI)KE 3ar0JIOBOK M HOMEP KaXKI0ro ToMa (JacTH).

ITpumep:

«JloOKyMEeHTBI OIIepaTHUBHEIX COBeIaHui cyael B 2 Tomax. Tom Ne 1 — coBemanus
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cyzed cyneOHON KOJUIETHH TI0 YTOJIOBHBIM JeIamy;

«JlOKyMeHTBI OIIepaTUBHBIX COBELIaHUHU cynel B 2 Tomax. Tom Ne 2 — coBelaHus
Cylled Cy1eOHOM KOJIJIETUH 110 TPKIAHCKUM JeJIaM.

B 3aromnoBkax pnen, coaepXkalumxX KOMHKA JOKYMEHTOB, JeJlaeTcs YKa3aHWe
Ha HaJIM4Ke KONuH. [ lomIMHHOCTE TOKYMEHTOB Jiejia B 3aroJIOBKE HE OTOBapHBaeTCsl.

5.11. Ha obnoxke mena yKa3bIBaIOTCS KpallHWE NaThl JOKYMEHTOB, MOMEIIEHHBIX
B JIEJIO.

Ecnu B nemo BKIIIOYEHBI JOKYMEHTBI, JaTa KOTOPHIX HE COBIAJaeT C JaToi mena,
TO IIOJ, JaTOM C HOBOM CTPOKH Jenaercs 00 3TOM 3amuck: «B mene uMeroTcs JOKYMEHTHI
3a... ToJ(BI)».

Hatamu fien, cofepxaiuxX paclopsIuTENbHYIO H HHYI0 JOKYMEHTAIUIO (IOKJIaabl,
[IMCbMa, CTEHOIPaMMBI) SBIISIOTCS AaThl (YMCIIO, MECAILl, TO/I) perucTpanuu (COCTaBIICHHUS,
IIOCTYIUJICHUs) CaMOT0 PaHHEero M caMoro IMO3JHEero JOKYMEHTOB, BKIIOUEHHBIX B JEJIO
(kpafiHUe ATkl Jell, JOKYMEHTOB).

Hatoif pmenma, comepxallero IPOTOKOJBI 3aceNaHdi, SBISIOTCS OaThl IIEPBOTrO
Y TIOCTIEJHETO MPOTOKOJIa, BKIFOUEHHBIX B JEJIO0.

JaToil nuyHOro pena SBISAIOTCS JaThl NOANKUCAHUS IIPUKA30B O IIpHEME
U YBOJIFHEHUHU JIMIIa, HA KOTOPOE OHO 3aBENICHO.

Jatoit muyHoro Aena rocy1apCTBEHHOI'O IPaXk JaHCKOT'O CIIYI)KAILEro SBIIAIOTCS 1aThl
€ro MOCTYIUIEHHUS Ha TOCYAapCTBEHHYIO JOJDKHOCTh U YBOJIBHEHHS C HEE.

Ecnu penoM sBIseTcs )XypHal, JaToi gena OyAyT TOYHBIE KalleHAapHBIE NATh
[IEPBOY M IIOCJIEIHEN 3aIUCcell B XXypHaJe.

[Ipu oGo3HaueHWH HATHl JOKyMEHTa CHaudaja yKa3bIBaeTCS YHUCIIO, 3aTEM MECHI]
u ron. Yucno u rox 0o003HavaroTces apabckuMu L paMu, Ha3BaHUE MeCs1a — IIPONKCHIO.

Ecnmu pmara gokyMeHTa WIIM — OTHEIbHBIE €€ OJIEMEHTBl  ONpPEHENIIOTCS
NpUOJU3UTEIFHO, Ha OCHOBAaHHWHM aHalld3a COJASp)KaHUS [NOKyMEHTa, TO JaTra HIH
OTHENIbHBIE €€ 3JIEMEHTHI, He SBJMIoImuecs aOCONIOTHO TOCTOBEPHBIMH, 3aKJIFOYAIOTCS
B KBaJIpaTHbIe CKOOKH (Hampumep, [He paHee 2026 r.]; [He paHee UIOHS — HE II03IHEE IO
2026 r.], 11 [urons] 2026 r., [11 urons 2026 r.]).

JlaTa nena He yKa3bIBaeTCs Ha 00JI0)KKaX JeJl, COIep KallliX FOJOBbIE IUTaHbl, OTYETHI
U IpyTUe NJOKYMEHTHI, JaThl KOTOPBIX OTPaXKaroTCs B 3ar0JIOBKax Jell.

5.12. KonmuuecTBO NMHCTOB Ha OOJIOXKKE Jejia YKa3bIBAa€TCS HA OCHOBAHUU JIUCTa-
3aBepUTEIIS.

5.13. Cpok XpaHeHHUs Ha OOJIOXKKe Jesia yKa3bIBaeTcs B COOTBETCTBHU CO CPOKOM
XpaHEeHUs], yCTaHOBJIEHHBIM HOPMAaTHBHEIME IIPaBOBEIMU akTaMu Poccuiickoit @enepanumy,
TUTIOBBIMHU IIEPEYHSIMH JOKyMEHTOB, [lepedyneM NOKyMEHTOB.

5.14. ApxuBHBIA MK(QpP NPUCBAMBAETCS IOCYTAPCTBEHHBIM apXUBOM U BKIOYAET
B ce0s HoMepa: apXUBHOTO (POH[A, OIMCH eI, JOKYMEHTOB, €IMHUIIBI XpaHEHU — Aela.
Ha emunHMIax xpaHeHWs, COAEPXKAIIUX TOKYMEHTHl Ha OyMa)KHOM HOCHUTENE, apXMBHBIM
mudp HAHOCUTCA Ha OOJIOXKKY B JIEBOM HIDKHEM M IIPaBOM BEpXHEM YINIaX B IENAX
obecrieyeHus ydyera U uaeHTudukamuu. [lpu sToMm 0003HaUueHHEe, HAHOCUMOE B IIPAaBOM
BEPXHEM YIIy, IepeBopaumBaeTcs Ha 180 rpaxycoB IO OTHOIIEHUIO K OOO3HAYEHHMIO
B JIEBOM HIKHEM YTIIy.

Ha nena, BHECEHHEIE B OMUCH el (FOI0OBOM pa3felN ONKCH JeN) Cy[a — UCTOYHHKA
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KOMIIJIEKTOBAHUSI TOCYHApCTBEHHOI'O apxXWBa ApXUBHBIM IIH(p IPOCTaBISETCS IIOCTe
yTBEPXKIEeHUs onucu nen (romosoro pasnena omnwucu aenn) DIIK apXwBHOTO ydpexxaeHHs
U YTBEPXKIEHUS MpeaceaaTesneM cyaa.

5.15. Bo Bcex cyne6HBIX fenax, Moiekallux rnepeaade B apXuB Ha IOCTOSIHHOE U
BpeMeHHOe XpaHeHMe (cBbime 10 1eT), a Takke B Jelax IO JIUYHOMY COCTaBy,
COCTaBIISE€TCS] BHYTPEHHSS ONUCH NOKYMEHTOB Jeina (mpuioxeHue Ne 11 x Hacrosmel
HNucTpykium).

BHyTpeHHss onHCh TOKYMEHTOB Jiejla OAIIKBaeTCs (IOAKIENBAaeTCs K BHyTPEHHEN
CTOpOHE JIULIEBON 0OJI0XKKH Jiefia) B HavyaJe Jea.

JIucTel BHYTpEHHEH ONMCH JOKYMEHTOB Jiela HyMEpYIOTCS OTHEIBHO OT oOuiei
HyMepalW{d OOKyMEHTOB jena. MHdopmaius o KonudecTBe JUCTOB BHYTPEHHEH OIUCH
JIOKyMEHTOB JieJla BKJIFOYAeTCs B JIUCT-3aBEPUTEIIb.

N3meHeHrne cocTaBa JOKYMEHTOB Jerna oTpaxaeTcs B rpade «IIpumeuanuer
BHYTPEHHEH OIIMCH JOKYMEHTOB [€Jla CO CCBUIKAMU Ha COOTBETCTBYIOILIWE aKTEIL
[Tpu npuobuiernn K Aey HOBBIX JOKYMEHTOB BHYTPEHHSS ONHKCH IOIONHAETCS, K Hel
COCTaBJISIETCS HOBAsl UTOTOBAsI 3aIUCh.

5.16. B y4YeTHO-perucTpallMOHHBIX JXKypHaJlaX IIOCTOSHHOIO H BPEMEHHOTO
(cBpime 10 JieT) XpaHeHHs Iepeln WX IHepemadell B apxuB pabOTHUKaMH OTAEIOB,
OTBETCTBEHHBIMH 32 BeIeHHe JJaHHEBIX JOKYMEHTOB, OCYILLIECTBIIIETCS HyMepalus JINCTOB U
MIPOU3BOAUTCS 3aBEPUTEbHAS HAIINCh.

Ha o06m0xKe perucTpalioHHOrO JXypHajla WIM KHUI'M COIVIACHO HOMEHKIIAType
MIPOCTABJISIETCS] CPOK XPaHEHUS M YKa3bIBAETCsl KOJIMYECTBO JIUCTOB.

Ilepen mepemadeil B apXWB YYETHO-CTATUCTHYECKUX KapTO4deK pPabOTHUK OTAeNa
IEeTONPOU3BOACTBA IPOBEpsSeT HX HaIW4Yue K 3all0JIHEHHE BCeX IPEeTyCMOTPEHHBIX
PEKBHU3UTOB.

[Tocnme mnepemayd nenl B apxUB YYETHO-CTATUCTMYECKHE KapTOYKHM IOJDKHBI
XPaHWUTBCS B KapToTekax (AINUKaX, KapTOTeUHBIX IKadaX) OTAEIBHO IIO0 YIOJOBHEIM,
IPaKIAaHCKHM,  aAMHHHCTPATHBHBIM  JejaM, JelaM 00  aJMHUHHCTPaTHBHBIX
IpaBOHAPYLIEHHUAX B IOPAIKE WX HOMEPOB IO romaM. B KaXaoM ToMe HOJKHO OBITh
He 6osiee 150 y4eTHO-CTAaTHCTHIECKUX KapToUyek, Ho He b6oree 250 IUCTOB.

V4eTHO-CTATUCTHYECKHE KAPTOUKM IIEepPelaroTcs B apXUB BMECTE C al(aBHTHBIM
yKazaTeJeM.

6. HOpﬂ}IOK YHHUYTOXKCHHA aPXHUBHBIX JOKYMEHTOB

6.1. Haxopsmmecss B apxuBe Jena, II0 KOTOPBIM HCTEK CPOK XpaHEHHH,
YCTAHOBJIEHHBIN JelcTByIOIUM [lepedHeM NOKYMEHTOB, OTOMpAIOTCS K YHHYTOXKEHHIO.
Pa6oTa 1Mo oT6Gopy A€l K YHHYTOXEHHIO OCYIIECTBISETCS] pa0OTHHKOM, OTBETCTBEHHBIM
3a paboTy apxuBa Cy[a, €XKeroIHO.

Jlena ¥ TOKYMEHTHI BKIIFOYAIOTCS B KT O BBIAEICHUU K YHUYTOXXEHHUIO JOKYMEHTOB,
HE TOMJIeKANINX XPaHEHWIO, €CIU NPeIyCMOTPEHHBIA HJII HUX CPOK XpaHEHHS HCTEK
K 1 sHBaps rozia, B KOTOPOM COCTaBJIEH aKT.

YHUYTOXEHNE TOKYMEHTOB 10 ITPOBENEHUS SKCIIEPTU3El IEHHOCTH U YTBEPKICHHUS
npejceaaTeeM Cyla OIMKcell Jel NOCTOSHHOTO XPaHeHHs U COINIaCOBAaHUs OIHMCEH Iel
I10 JINYHOMY COCTaBY 3@ aHAJIOTHYHBIN XPOHOJIOIrNYECKUN IIEPHO 3alIpeliaeTCs.
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6.2. Ha ocHOBe mpemiokeHuH K aKTy O BBIIEICHHH K YHHYTOXEHHIO TOKYMEHTOB,
HE MOMIEeXKAIIUX XPaHEHUIO, COCTAaBIIEHHBIX IO pe3yJibTaTaM 3KCIEPTHU3bl LIEHHOCTH
B CynebOHOHM Kkoijeruu, cyneOHOM coCTaBe, IIOCTOSHHOM CyIOeOHOM IIpUCYTCTBUH,
CTPYKTYPHOM IOJpaselieHuH cyaa, pabOTHUK, OTBETCTBEHHBIHN 3a pabOTy apxuBa Cy[a,
COCTaBJISIET COOTBETCTBYIOIIMM MpoekT akta (mpuwioxenne Ne 13 K Hacrosmel
WMHcTpykiuu).  VKa3aHHBIH ~ NPOEKT  IOJIMCHIBAETCS ~ HAa4YaJIBHUKOM  OTJena
JleJIonpou3BoicTBa (00IIEro oTaAea).

[IpoexT axkTa O BBIJEIEHHWH K YHHUYTOXXECHHIO IOKYMEHTOB, HE IOIJIeXAaIIuX
XpaHEHHIO, IIPENICTABIISIETCS Ha COrJIaCOBaHME JKCIIEPTHOM KOMHCCHH CyJa, 3aTeM
HampasiseTcss Ha paccMmorperue OIIK apxuBHOro yupexaeHus (€cid Cyd BBICTyIaeT
WCTOYHUKOM KOMIUIEKTOBaHUS TOCYJAapCTBEHHOIO apxuBa MJIM Ha OCHOBAaHUU
COOTBETCTBYIOIIETO JOTOBOPA), ITOCJIE Yero yTBEepKAaeTcs IpeiceiaTeNieM Cya.

6.3. Ilpu cocTaBieHHMHM aKTa O BBIJACICHUHM K YHHYTOXKEHHUIO [OKYMEHTOB,
He TOJJIeXAaIINX XpaHEeHHIO, JODKHEI COOIIOAAaThCS CIeAyIoIINe IIpaBuia:

JleJla pacrioaraloTcsl B akTe IO rojlaM UX PacCMOTPEHUS B IIOPSALKE BO3pAaCTaHHUS
HOMEPOB [IEJI;

B KOHI[E aKTa JejaeTcs 3aluch O TOM, 4YTO H3 Jen (CyHeOHBIX nel) H3BATHI
MOJIMHHUKHY CyIeOHBIX aKTOB, IMYHbIE TOKYMEHTEHI.

6.4. AKTEI 0 BRIZIEJIEHUY K YHUUTOXXEHUIO TOKYMEHTOB, HE MTOIIEXAIIUX XPaHEHHIO,
paccMaTpUBAaIOTCS U COIVIACOBBIBAIOTCS Ha 3aceJaHUU OJKCIIEPTHOM KOMHCCHH Cyda
OJTHOBPEMEHHO C OIHCSIMH Ha JieJia IOCTOSIHHOTO XPaHEHHUs], U 10 TUYHOMY COCTaBy.

[Tocne yTBepxaeHUs IpeAcenareleM Cyna OINHCEH el IIOCTOSHHOTO CpoKa
XpaHeHUs, OMHCeHd Nes IO JUYHOMY COCTaBy, aKTOB O BBIJEICHHHM K YHHYTOXKCHHIO
JIOKYMEHTOB, He IOJIeXAaIllUX XPaHeHUIO, [1ela, BBIIEICHHBIE 10 aKTy K YHHYTOXXEHHIO,
MOTYT OBITH YHUUYTOXEHBI.

6.5. Jema c¢ orMmerkoir «OIIK» momnexar mnmonucTHOMY (Uil 3JIEKTPOHHEBIX
JIOKyMEHTOB — IIOJTOKyMEHTHOMY ) TPOCMOTPY B LI€JISIX BBIABIECHUSA apXUBHEIX JOKYMEHTOB,
MOUIEXKAIUX ITOCTOSTHHOMY XpaHEHHWIO. BEIsSBICHHBIE B TakuX JelaX JOKYMEHTEI
IIOCTOSTHHOT'O CpOKa XPaHEHHUS BBIACISIOTCS M NPUCOEIUHAIOTCA K OJHOPOIHBIM JejaM
COOTBETCTBYIOIIETO I'OJJOBOr0 pasjiena Wik (OPMUPYIOTCS B OTHAEIBHEIE JIETa.

OcraBmmecss OOKYMEHThI BpPEMEHHOIO CpOKa XpaHEHMs BKJIIOYalOTCS B akT
O BBIJEJIEHUH K YHHUTOXXEHUIO JOKYMEHTOB, He IIOIeXalyX XpaHeHuIo. [Ipy BKIIIOYeHHN
B aKT JOKYMEHTOB, BBISBIEHHBIX MPH MIPOCMOTpPE JEN CO CPOKOM XPaHEHHUS C OTMETKOM
«IK», otmetka «IIIK» B akTe He yKa3pIBaeTCs.

6.6. M3 oToOpaHHBIX K YHUYTOXECHHIO TPaXKIaHCKHUX, aIMHUHHCTPATHUBHBIX,
YTOJIOBHBIX JI€JI, Ie]1 00 aIMUHUCTPATUBHBIX IPaBOHAPYIICHUIX U3BIMAIOTCS IIONTUHHIKA
CyIeOHBIX aKTOB, BBIHECEHHBIX IO CYIIECTBY Jeja, a Takke CyAeOHble aKThl CyIOB
aneIAIUOHHOM, KaCCAI[HOHHOW M HaJI30pHON MHCTaHIIWM, BBIHECEHHEIE 110 pe3ybTaTaM
PAacCMOTpEHHs AaleJUIAIUOHHBIX WM KAaCCAlMOHHBIX JKano0 (IpencTaBieHuil) 6o
nepecMoTpa pelleHul cyia B OpsAIKe Haa30pa.

W3 mnpekpalleHHBIX [el, Hell [0 HCKaM, OCTaBJIeHHBIM 0e3 pacCMOTpEHWS,
H3BIMAIOTCS [TOIJIMHHUKH OMpeelieHuii (IIOCTaHOBJIEHUS) O IpeKpallleHuH IIPOU3BOICTBA
1o /ey, o0 OCTaBlIeHUU UCKa 6e3 pacCMOTPEHHUS.

IIpy HEOOXOOUMOCTH Tak)Ke MOTYT H3BIMAThCSA IIPUOOIIEHHBIE K JIEIy HHBIE
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IOKyMEHTHI (MHPOBOE COTJIallleH)e, MeTHATHBHOE COTJIAllleHHE U. T.JI.).

IIpuoOmieHHble K cyneOHOMY ey 3JeKTPOHHBIE HOCUTENH MH(pOpManuu (IUCKH,
JUCKETBI, (JIeII-KapThl) YHHYTOXKAIOTCS OJJHOBPEMEHHO C JIEJIOM ITyTeM HUX (HHU3UYECKOTO
YHUYTOXKEHUS WIA YHUUTOXXEHHUS IPOTPaMMHO-TEXHIUECKHUMHE CPEICTBAMHU.

6.7. Ilpu orOope K YHHYTOXEHHUIO MaTEpHalOB, PACCMOTPEHHBIX B MOPSIKE
IPaXIAaHCKOIO, AaJAMHHHUCTPaTHUBHOTO, YTOJIOBHOTO CYAOIPOUW3BOACTBA, a TaKXke
IIPOU3BOZCTBA IO fiesiaM 00 aAMUHUACTPATHBHBIX IMPAaBOHAPYIIEHUSIX, U3 HIUX H3BIMAIOTCS
IIOJUIMHHUKY CyAeOHBIX aKTOB, B TOM YHCJI€ BEIIIECTOSIINX CYIOB.

6.8. Ha Bcex cyneOHBIX akTax IPOCTaBISIOTCS pPErHMCTpalMOHHBIE HOMeEpa nelna
(MaTepuana), HOMep MPOU3BOACTBA, YHUKAIBHBIA HACHTU(DUKATOP JeNa, U3 KOTOPOTro OHU
U3BATHL. 3aT€M JOKYMEHTHI IIOAIIMBAIOTCS B COOTBETCTBUH C TPeOOBaHUSAMHU HACTOSIIEH
WHcTpyKMKM B OTHENbHBIE [ejla B 3aBHUCHUMOCTH OT KaTeropuu cyaebHoro mena
(MaTepuana), U3 KOTOPOTO OHM OBLIH U3BATHI, U CPOKa XpaHEHUS BHOBb CHOPMUPOBAHHOTO
nena.

Cpok xpaHeHust fei1, chOpMUPOBAHHBIX U3 CyI€OHBIX aKTOB, U3BATHIX U3 CyNeOHBIX
nen (MaTepualioB) B CBS3M C HCTEUEHHWEM CpoKa HX XpaHEHHWs, OIpeaelsieTcs
B COOTBETCTBUH C [lepedneM JOKyMEHTOB.

Takume nena IomiexaT BKIIOYEHHIO B COOTBETCTBYIOLIME OIMCU e 3a IO,
B KOTOpOM CyzAeOHOoe ej0 (MaTepual) MOJIeXKal0 YHUYTOXKEHHIO.

6.9. V3 apXWBHBEIX TOKYMEHTOB, MOJJIeXAIlUX YHUYTOXKEHHUIO, OCTAlOTCi Ha
XpaHeHHWe JIMYHBIE JOKYMEHTHI (IIaclopTa, BOEHHBIE OHIETHI, TPYIOBBIE KHIKKH
¥ IpyTHe JINIHEBIE JOKYMEHTHI), KOTOPBIE IOMEIAt0TCs B OTAEIBHYIO IIAIIKy, COAEPIKALIYIO
BHYTPEHHIOIO OITUCH IOKYMEHTOB. B onucek BHOCSTCA: haMunus, UMs, OTYECTBO BIIJENbLA
JOKYyMEHTa, HauMEHOBaHHe MOKyMeHTa M HoMep Jena (IpOM3BOJCTBA), U3 KOTOPOIO
OH H3BAT, TOJ pPacCMOTPEHHs Jejla, HOMep M Jara akrta 00 YHUUYTOXEHHUH Jeja.
HeBoctpeboBaHHbIE JIMYHBIE TOKYMEHTBI XpaHATCS B apXuBe Cyla 75 JIET, IIOCIE YETo
YHUAYTOXAOTCS.

6.10. ApxuBHBIE MJOKYMEHTHI, MOAJIEXAIME YHHUYTOXKECHHIO, IIEPENAIOTCH
Ha YTUIN3AIUIO B OpraHu3alliy, 3aHUMaIOIIHecs epepaboTKOM BTOPCHIPHSI.

B ciydae OTCYTCTBUS OpraHM3aIlMi, NPOU3BOAAIINX YTHUIU3ALUIO B JaHHOM
permoHe, MOOKYMEHTHl YHHYTOXKAIOTCS CIIELMAJbHO CO3JaHHOM Ha OCHOBaHUH
pacIOpsDKEHUS IIpelceaTeNls CyAa KOMHUCCHEH IyTeM COXOKEHUS MU MeXaHHYEeCKOM
nepepaboTKH, O YeM COCTaBIISETCS aKT.

6.11. Tlepem mepemauelt Ha YHHUYTOXXEHHE JOKYMEHTBHI YIIaKOBBIBAIOTCH,
a B HEOOXOUMBIX CiTydasx oredarbiBaroTcs. [lepenaya odopmisercss mprueMo-coaToOuHOM
HaKJIaJHOH (aKTOM), B KOTOpOH yKa3BIBalOTCs JaTa Nepefadd, KOJIUYECTBO BKIIIOUEHHBIX
B aKT JIeJI ¥ IPYTUX TOKYMEHTOB, BeC OyMa)KHOMN MaKyJIaTypHl.

6.12. JIoKyMeHTBI, HMEIOLIHe MOMETKY «J[1st ci1y’>keOHOro IONBb30BaHUAY, a TAKKE
coliepalire HHGOPMAIMI0 OTPaHMYEHHOI'0 JOCTyIa, NOJDKHBI YHHYTOXXAThCSI B CYHE
IyTeEM MEXaHWYECKOro H3MelbueHus (IIpeJUpOBaHMs) WIM HHBIM  CIIOCOOOM,
HCKJIIOYAIOIIMM BO3MOXXHOCTh BOCCTaHOBHUTH COZAEpXaHHE JOKYMEHTOB. byMaikHEIe
OTXOIBl TEPENaroTCss B OPraHU3aldI0, 3aHUMAIOIIYIOCS IIepepabOTKONM BTOPCHIPHS
(Ipu HaMTU4uM).

6.13. Ilorpy3ka, BBIBO3 Ha YTWIH3ALUI0 M YTWIXU3ALHUA OCYIIECTBIISIOTCS
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107, KOHTPOJIEM YIIOJTHOMOYEHHOTO pabOTHHKA Cy/a.

6.14. AKTBI O BBIJENIEHUH K YHHUYTOXXEHHIO JOKYMEHTOB, a TaKXe JOKyMEHTHI,
IOATBEpXKAAOmKe  (akT  YTWIM3allMM, IONIIMBAIOTCS B  OTHENBHBIM  Hapsn
B XPOHOJIOTHYECKOM IOPSIIKE.

B perucrpanuoHHBIX OKypHaiax (rpada — IpuMeYaHHWE) UM YYETHO-
CTAaTUCTAYECKUX KapTOoUKaX (CrelraIbHbIN ITyHKT WX CBOOOIHOE I10JIe) IeIaeTCs OTMETKA
00 YHHUYTOXXCHHH Jejla C yKa3aHHEM HOMepa, JaThl aKkTa M IPOTOKOJa 3acemaHws
3KCIIEPTHOW KOMHUCCHH Cya.

OtmeTKa 00 YHHUTOXXEHHUH Jelia MPOCTaBISAETCS TaKXkKe B COOTBETCTBYIOIEH OIHCH
ned.

6.15. 3anmpemaercs HCIOIB30BaHUE OTOOPAHHBIX K YHHUYTOXEHHMIO JeN IS
XO3SIHCTBEHHBIX HYX]I.

6.16. Ilocne Qu3MUECKOr0 YHHUYTOXKEHHUS MOKYMEHTOB B Y4YETHBIE IOKYMEHTHI
apxvBa [OJDKHBI OBITh BHEeCeHbI W3MeHeHHs. CBeleHHS O BBIOBITHMH JIOKYMEHTOB
OTpaXKarOTCS B KHUTE y4eTa BBIOBITHS U ITOCTYIUICHUSI JOKYMEHTOB, a TAK)X€e B JTUCTE QOHIA
CO CCBUIKOM Ha aKT O BBIIGIGHMH K YHUYTOXEHUIO (apXWUBHBIX) JOKYMEHTOB,
HEe MOJIeXAINX XpaHeHUI0. PaOOTHUK, OTBETCTBEHHBIN 3a apXUB CyZa, [10CJI€ BHECEHHUS
U3MEHEHUM B YyUYETHbIE JOKYMEHTHl CTaBUT B AaKT€ COOTBETCTBYIOLIYID OTMETKY,
COCTOSIIIYIO U3 (hpa3bl «VI3MeHEHUs B YyUETHBIE TOKYMEHThI BHECEHBI)», COOCTBEHHOPYYHOM
MTOATMUCH, pPacIuGPOBKHU MOAMUCH U AATHI.

6.17. PailoHHBIMHU CyJaM¥ KOITUY aKTOB O BEIZEJIEHUU K YHUYTOKEHHUIO JOKYMEHTOB,
a TaK)Ke JOKYMEHTEI, TOATBEp X aromue $HakT yTuim3auuy, B TedueHne 10 pabouux nHen
CO OHS YHUYTOXEHHs IOKYMEHTOB HAIpPAaBJISIOTCS B COOTBETCTBYIOIIEE YIIpaBIEHHE
Cyne6Horo nemapramenTa B cyosekTe Poccuiickont enepanuu.

7. Ilepenaua geJ (3JIEKTPOHHBIX J1eJ1) B ApXUB CyAa, NOPSAAOK HX XpaHEeHHs

7.1. ApxuB cyna koMIuiekTyercst fokymeHTamMu AD PO, noxyMeHTaMHU IOCTOSTHHOTO
Cpoka xpaHeHus, He BomemamuMu B coctaB AD PO, nokymeHTaMH BpEeMEHHBIX
(cBpime 10 JeT) CpOKOB XpaHEHHWs, B TOM YHCJIE II0 JHMYHOMY COCTaBy, KOTOpBIC
BKJTFOYAIOTCS B €0 apXWBHBIA (HOH/.

Jlena IOCTOSHHOIO XpaHeHWs, BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHs
IIepeIatoTCs B apXHUB CyJa He IMO3JHEe YeM Yepe3 LIECTh MECSIEB II0CIIE 3aBEPIICHHS eTT
B JIJIONPOM3BOJACTBE II0 OIMCAM Jell CyAeOHBIX KOJUIErHH, CyINeOHBIX COCTaBOB,
IIOCTOSTHHBIX CYIeOHBIX IIPUCYTCTBUHN M CTPYKTYPHBIX ITOpa3eleHuH cya (IPUI0KEeHHMS
Ne 3, 4 x mactosmedt Muctpykiwu). OKOHYaHME NPOU3BOACTBA 10 CyNEOHBIM JelaM
OmpefeNseTcss B  IOpSAAKe, YCTAHOBICHHOM  COOTBETCTBYIOIIEH  HMHCTPYKIHEH
110 cyneOHOMY JeIOIpPOU3BOJICTBY.

JIOKYMEHTEI I10 INYHOMY COCTaBY CyAeH KacCallHOHHBIX CyJIOB 00IEH FOPUCAUKIIH,
aneUIILHOHHEIX CyJ0B OOIIel FOPHUCIUKINHN, BEPXOBHBIX CYIOB PECITyOJIMK, KPaeBEIX
1 0GJIaCTHBIX CYIOB, CYZI0B FOPOJIOB (heIepalbHOr0 3HAUSHHU, CyJOB aBTOHOMHO# 0071acTH
M aBTOHOMHEBIX OKPYIOB IIepelaroTCi B apxXuB cyda o ucredeHuH 10 jeT co aHA
OCBOOOXIEHHS OT JO/DKHOCTH CyOpH (OTYHCIEHHsI W3 IITaTa cyna); (enepaabHBIX
roCyIapCTBeHHBIX IPKIAHCKIX CIIy)KaIllUX — 10 uctedeHuy 10 et co aHs yBOJIbHEHUS.

JIOKYMEHTHI IT0 THYHOMY COCTaBY — apXUBHBIE JOKYMEHTBI, OTPaXXaroIlIke TPYA0BbIE
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OTHOLIEHHsI paboTHUKaA ¢ paboTomareneM. K 4YHCIy MOKYMEHTOB IO JMYHOMY COCTaBY
OTHOCSTCSL HE BCE JOKYMEHTBHI CUCTEMBI KapOBOX JTOKYMEHTAIUH, & TOJIBKO JIUTEIbHBIX
(cBolimie 10 J€T) ¥ MOCTOSHHOTO CPOKOB XPaHEHHS.

7.2. Pemenne Ha nepenady B apXUB CyIeOHBIX IeJl, MPOU3BOJCTB M MAaTEPUAIOB
IIPUHAMAET CYJIbs, UX PACCMOTPEBLINI, @ IIPH €ro OTCYTCTBUU — IIpelcelaTeNlb Cyna
(cymeOHOM KoJterun, cy1IeOHOTO COCTaBa), €ro 3aMeCTUTENb WK MHOE YIIOJTHOMOUYEHHOE
npencenaTeseM cyda JULO (B MOCTOSHHOM CyneOHOM mpucyTcTBHH). [Ipu 3TOM Cynbs
IIPOBEpPsIeT COCTOSIHUE KXIOro CyIeOHOro Jena, IpOU3BOACTBa WIM MaTepHara.

7.3. Pemienne Ha mepefady B apXWB CyJa HOMEHKJIATYphI, XKYPHaJOB U YYETHO-
CTaTUCTUYECKHMX KapTo4yeK IMpHHUMAaeT Inpeacenarens cyna (cyneOHOH Kouieruw,
CyZleOHOro cocTaBa), ero 3aMeCTUTENIh WM HHOEe YIIOJHOMOYeHHOe IpejceiaTeeM Cyia
U0 (B IOCTOSTHHOM CYJIe0HOM MPUCYTCTBHUH).

7.4. Perienue Ha niepeiady B apXUB UHBIX JOKYMEHTOB CyJa IPUHUMAET HauyaJbHUK
OTJieNa AeJIoNpou3BoIcTBa (00IIIero oTAeNa) Cya, HHOE YIIOJIHOMOYEHHOE IIpe/iceaTeNieM
cyna JIUIO (B MOCTOSTHHOM CYZIeOHOM ITPHUCYTCTBHH ).

7.5. JoxymeHTsl BpeMeHHBIX (70 10 JIeT) CpOKOB XpaHEHUs WIH «JI0 MUHOBaHUS
HaJOOHOCTH B apX¥B Cy/Ia 0 001IeMy NpaBUily He IepearoTcs.

B cooTBeTcTBUM ¢ pacnopsHKeHUEM MPeIceNaTels Cy1a B ACKIIOYUTEIBHBIX CIy4Yasx
(oTCyTCTBHE BO3MOXHOCTH OOECIEUYEHUs] COXPAaHHOCTH, COOTBETCTBYIOLUIUX ITOMEIIEHUN
IUIST UX XpaHEHHS M MHBIX) JOKYMEHTHI BpeMeHHBIX (1o 10 jieT) CpoKOB XpaHEHUs HIIH
«I0 MHHOBAHHUS HaJoOHOCTW» [ena MOryT OBITh IepefaHbl B apxuB Cyna
10 COOTBETCTBYIOIIUM OITHCSIM.

[TogroroBka men BpeMeHHBIX (o 10 JieT) CpOKOB XpaHEHUsI WA «IO MHHOBAaHUS
HagoOHOCTHY IS Tlepeladyd B apXWB, a TaKXKe Iepefadya TaKMX Jel B apXuB cyla
OCYIIECTBIISIETCS B COOTBETCTBHU CO CpPOKamH, yCTAaHOBJIEHHBIMH IIyHKTamu 5.1, 7.1
Hacrosmen MHCTpyKIun.

Takue mena ohopmisroTcss paOOTHUKaM#, OTBETCTBEHHBIMHU 3a AEJIOIPOU3BOJICTBO
B CyneOHOM Koijlerud, cymeOHOM cocTaBe, IIOCTOSIHHOM CyAeOHOM IIpHCYTCTBUH,
CTPYKTYPHOM TOApa3AeJeHUH Cyia, CIeoYIOIKUM 00pa3oM.

Jena mommmBaroTcs, Ha 00JI0KKE yKa3bIBAalOTCS: HaUMEHOBAHHE CYJa; 3ar0JIOBOK
nena (ToMma, YacTH); MHIEKC Jella 10 HOMEHKJaType [nei; (haMuiIus, HUMs, OTYECTBO
OCYXJIEHHOIO JIMIIa ¥ ITOJIHOE HaWMEHOBaHHE CTaThU YTOJOBHOIO Kojekca Poccuiickon
@enepanyy, Mo KOTOPOH JHIIO OCYXIEHO; (aMIUINs, HMHULMAIBl HMCTLA, OTBETYHKA
(HaMMeHOBaHHE OpraHW3allNM); CyTh HCKa (3asBICHMS); KpalHHe NIaThl lena;, HOMep
IIPOU3BOJCTBA IO JIeNly, YHUKAJIBHBIA HUISHTU(UKATOp JeNa; HOMEP TOMa; CPOK XpaHEeHHs
JIejia ¢ yKa3aHHeM TroJa, OO KOTOpPOro OCYIIECTBIISIETCS XpaHEHUe; IOAIKCH CYIbH,
paccMoTpeBIIero Jeno (¢ pacuIudpoBKON TOAIKCH).

[Io MCTeYeHMH CpPOKa XpaHEHWS WX [0 MHUHOBAHHUU HaJOOHOCTH IOKYMEHTEI
BpeMeHHBIX (1m0 10 1eT) CpOKOB XpaHEHHS WIU «IO0 MHUHOBaHUS HaZoOHOCTH»
YHHYTOXKAIOTCSI B TIOpPSOKe, YCTAaHOBJIEHHOM HacTosdwmed MHCTpykiuen, O ueM
cocraBisiercss akT (mpmaoxerwe Ne 13 k mHacrosmeidt Hucrpykuum). IIpennoxenwus
K aKTy O BBIJCIEHWH K YHUYTOXEHHIO JIOKYMEHTOB, He IOJJEXAIlUX XPaHEHHIO,
IpeIyCMOTpeHHbIe ab3ameM dYeTBepThIM IyHKTa 4.11 Hactosmed MHcTpyKuumy,
COCTaBJISIOTCA pPabOTHHKAMH, OTBETCTBEHHBIMH 3a JEJIONPOM3BOJACTBO B CyJeOHOM
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KOJJIETMH, CyZHeOHOM COCTaBe, IOCTOSIHHOM CYA€OHOM MpPUCYTCTBHH, CTPYKTYPHOM
IIOpa3IeJIeHUH CyJja COOTBETCTBEHHO.

7.6. OJIeKTpOHHBIE JOKYMEHThI BpEMEHHBIX CpPOKOB XpaHeHus npo 10 et
BKJIFOUHUTEIBHO XPAHATCS B TEUEHHE YCTAHOBIEHHOTO CpOKa B MHPOPMAIIMOHHOM cucTEME
(XpaHWJIHIIE 3JIEKTPOHHEIX JOKYMEHTOB) B (hopMaTe, B KOTOPOM OHHU OBLIH CO3IAHbI FIIH
BKJIFOYEHBl B HHGOPMAIMOHHYIO CHCTeMy. B apXwB cyda Takue JTOKYMEHTHI
He IepealoTcs.

7.7. Ilepenava nemn, B TOM 4HUCIie el BpeMeHHBIX (10 10 1eT) CpoKOB XpaHeHUs UIH
«10 MHHOBaHMS HamoOHOCTH», B apXWB Cyda OCYIIECTBISETCS IO TIpaduky,
COIJIaCOBAaHHOMY C CYJIeOHBIMH COCTaBaMH, CYJAeOHBIMU KOJUIETUSMH, IOCTOSTHHBIMH
CyleOHBIMH TPHUCYTCTBHUSAMH, CTPYKTYPHBIMH IIOJpa3ACTCHISIMH, II€pPelalomuMU
JOKYMEHTHI B apXHB, U yTBEP)KICHHOMY IIpe/iceaTelieM CyIa.

7.7.1. Ilpu mnepemaye HOOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE B apXWB Cyna
PabOTHUKOM, OTBETCTBEHHBIM 3a pabOoTy apXuBa CyJia, IPOBEPIIOTCS:

COOTBETCTBHE 3arojioBKa Jejla II0 ONWCH Jell CTPYKTYpHOro IOApa3eleHHs
COJIep KaHHIO JOKYMEHTOB B JIeJIe;

IPaBUJIFHOCTE OOPMIIEHUS U TPYIIIIUPOBKU JOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO;

Ka4eCTBO IIOJIIINBKY WU IeperieTa 1eina;

IIPaBWIBHOCTh HyMepaluy JUCTOB J€J1a;

[IPaBHIBLHOCTE COCTABIIEHHUS BHYTPEHHEH OIUCH JOKYMEHTOB Jiena (IIpH HaIU4YuH);

IPaBHJIBHOCTH O OPMIIEHUS OOJIOXKKH JENa;

HaJIMYWe U IPaBIJIBHOCTD 3alI0JIHEHUS JTUCTa-3aBEPUTEIIS [ea.

Bce BbISIBIIEHHEIE TIPH TPOBEPKE HEAOCTATKH B (DOPMHUPOBAHUU U OPOPMIIEHUH L€
pabOTHUKK CymeOHOro CcocTaBa, CyOeOHOW KOJUIETHH, IIOCTOSHHOIO CyneOHOro
MIPUCYTCTBUSI, CTPYKTYPHOTO IIOApa3IeNIeHUsI 00513aHbl yCTPAHUTb.

7.7.2. Tlpuem-niepeaua JOKYMEHTOB B apXHB Cyla IPOU3BOAUTCSI PabOTHHKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa Cyda, B IPUCYTCTBUH PabOTHHKA Cy[eOHOIO COCTaBa,
CyneOHON  KOJUIETHH, IIOCTOSHHOrO  CyJeOHOro  IHpHCYTCTBUS, CTPYKTYPHOIO
nojipasiejieHus cyna. B oTMeTKe o mpreMe Jiel B KOHIE Ka)KIOro SK3EMILIIpa ONMKUCH e
YKa3BIBAIOTCS KOJIUYECTBO (PaKTHUECKH IMPUHATHIX B apXUB AeJl, HOMEpa OTCYTCTBYIOIIMX
Iell, maTa IpHeMa-liepeady, a TakKe MOIMUCH U pacu(ppOBKU MOANHKCEH yKa3aHHBIX
PabOTHUKOB.

7.8. Ilepenava 3JIEKTPOHHBIX JOKYMEHTOB B apXUB IIPOM3BOAMUTCS Ha OCHOBAaHHHU
oruceil 3JeKTPOHHBIX Jel CylneOHOro cocraBa, CyAeOHOM KONIEeruH, CTPYKTypHOTO
TOApa3elIeH|s Cyaa 0 HH(HOPMAIMOHHO-TEIEKOMMYHHKAITMOHHON ceTH (IIpH HaIM4YhH
B apXuBe Cyla HMHOOPMAIMOHHONW CHCTEMBI) WIHM Ha QU3NYECKH 000COOIEHHBIX
MaTepHaIbHBIX HOCUTENSX, KOTOPBIE MPECTABISAIOTCS B ABYX UACHTUYHBIX SK3eMILIIpax.

TexHWYECKOEe CONPOBOXKICHHE 10 OOEeCledYeHHIo Iepefadyd  3JIEKTPOHHBIX
IOKYMEHTOB B apXWB, CBA3aHHOE C HAaCTPOMKOM IPOrpaMMHBEIX KOMILIEKCOB
U uX (QYHKIMOHMPOBAHUEM, a TAK)KE yIOCTOBEPEHHE KadecTBa IIEPENaBa€MBIX €IUHHII
XpaHEHUsT JJIEKTPOHHBIX IOKYMEHTOB oOecmedrBaeTcsi pabOTHHKAaMH, OTBEYarOIIUMHU
3a (YHKIMOHUPOBAaHHE MH(POPMAIMOHHBEIX TEXHOJOTHH B Cyle, a Takke pabOTHHKaMH
dbunuanoB ®I'BY NAILL CynebHoro nemnapraMeHTa.

7.8.1. Tlpu mepenave SJIEKTPOHHBIX JOKYMEHTOB B apXHB Cy[a BBIIOJHAIOTCS
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CJIeIyIOIIMe OCHOBHBIE IPOLEyPHl PaOOTHI C JOKYMEHTaMHU:

bopmupoBaHue B MHOOPMAIIMOHHOW CHCTEME CY/Ia 3JIEKTPOHHBIX JIEJT, SBIISTFOIUXCSI
COBOKYIIHOCTBIO  KOHTEMHEpPOB  JJIEKTPOHHBIX  JOKYMEHTOB WM  KOHTEHHEPOM
3JIEKTPOHHOT'O JIOKYMEHTa, COJEpXkalluM KOHTEeHT M MeETaJaHHbIe JJEKTPOHHOIO
JOKyMEHTa, (ailyibl 3IEKTPOHHBIX MOANHUCEH W BU3YaIH3UPOBAHHYIO KOIIHIO TEKCTOBOTO
3JIeKTPOHHOTO okyMeHTa B hopmare PDF/A;

dbopMHpOBaHWE OMKCH OJJIEKTPOHHBIX JeJ, JOKyMEHTOB CyJIeOHOro COCTaBa,
CyneOHOM KOJLIerny, CTPYKTYPHOTO IIOApa3IesIeHus Cyaa;

IIpOBEpPKa apXWBOM CyJa BJIEKTPOHHBIX JOKYMEHTOB Ha HallM4He BPEIOHOCHBIX
KOMITBFOTEPHBIX IIPOrpaMM U BOCIIPOM3BOAUMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;

poBepKa (U3MYECKOTO M TEXHHYECKOTO COCTOSHUS HocuTened (Ipu Iepenade
DIIEKTPOHHBIX JOKYMEHTOB B apXUB Cyla Ha (Gu3muecKud 000COOJIEHHBIX MaTepHalIbHBIX
HOCHUTEJIIX).

7.8.2. TlpueM 3IEKTPOHHBIX NOKYMEHTOB B apXWB Cyla [0 HH(OPMalHOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTH (IPH HAJIMYUK B apXUBe Cya HHPOPMAIMOHHOHN CHCTEMBI)
WK Ha QU3nYecku 000COOJIEHHBIX HOCHUTENSX O(OpPMISETCS COCTaBICHHEM HTOTOBOM
3aITiCH B KOHIIE OIUCH 3JIEKTPOHHEIX eI, B KOTOPOM IU(ppaMU U IPONHUCHIO YKa3bIBACTC
KOJIMYECTBO (paKTUYECKH IPUHATBIX B apXUB DJJIEKTPOHHBIX Je€lI M 3JIEKTPOHHBIX
IoKyMeHTOB. MIToroBas 3amuch MOATBEPXKIAeTCS TOAMUCIMU pabOTHHKA, OTBETCTBEHHOIO
3a paboTy apxXwBa cyla, 1 pabOTHHKA, IIEPENaBIIEro 3JIEKTPOHHBIE Jella U JOKYMEHTHI.
[Ipu mpueMe Ha apXWBHOE XpaHEHHE DJIEKTPOHHBIE [eja 3aBEpsIOTCsS JJIEKTPOHHOM
MTOATNKCHIO IpecenaTeNs Cyja WK yIIOJJHOMOYEHHOTO UM JIMIIA.

7.8.3. Tlocine mnpuemMa B apxHWB OJEKTPOHHBIX JOKyMEHTOB Ha (QH3MYIECKH
000COOIEHHBIX MaTepHAIbHBIX HOCHTENISIX BKIAIBIIIH, [IOMEIIEHHBIE B QYTIAp €IUHHIIBI
XpaHEHHS B CTPYKTYpPHOM IIOJpa3[eieHHH, 3aMeHSI0TCA Ha BKJIAJBIIIH, O0QOPMIICHHEIE
B apXUBe.

Ha Bxjazgelme, noMmemaeMoM B QymISp EIUHUAIBl XpaHEHHS, OQOPMILEMOM
B apXWUBe, YKa3hIBAIOTCHA: HAUMEHOBaHHWe CcynAa (IIOJHOe, COKpalleHHoe), Homep (oHa,
HOMEP OIKCH 3JIEKTPOHHBIX Aell, HOMep eJa [0 OIIMCH, OTMETKA O CTaTyCe 3K3eMIuIsipa
SIIEKTPOHHBIX JOKyMeHTOB: «OcH.» (ocHOBHOM) mnu «Pa6.» (paboumii), kpaliHHE HaThI
JIOKYMEHTOB 3JIEKTPOHHOTO Jeja, TIPH HeoOXOIUMOCTA O(QOPMIISIOTCS JONOJHUTEIbHBIE
OTMETKH 00 OTpaHMYeHUHU AOCTYIA K JOKYMEHTAM.

Bxmageim moMemnjaercs B Gymisp (u3muecKd 000COOIEHHOr0 MaTepHalbHOIO
HOCHTEIS TaKUM 00pa3oM, 4ToOBI HaIUCK Ha HeM OBLIM BUIHBI IIPU 3aKPHITOM (yTIIApE.

Hannucy Ha BKIQABIIIAX I[I€YATAFOTCS WIIA HAHOCATCS OT PYKH DPa30OpYMBHIM
IIOYEPKOM CIENHMAIbHBIMA BOIOCTOMKMMU YepHMIAMH. BO3MOXHO HCIIOJIE30BaHHE
IITaMIIOB U JPYTUX aHAJIOTMYHBIX CPEJICTB.

7.9. Ilpu npueme 3JeKTPOHHBIX AOKYMEHTOB Ha XpaHEHHE B apXWB yYHUTHIBAIOTCS
(baKTOpBl: OTpaHUYCHUS Ha MpHUeM 3JIEKTPOHHBIX JOKYMEHTOB, 3aBEPIICHHOCTD IpoLecca
CO3MaHWs  DJJIGKTPOHHOTO  JOKYMEHTa;  HajuyWe  3aKOHOJATeNIbHBIX  aKTOB,
NPENATCTBYIOMMX Iepefade dJIEKTPOHHOrO JOKYMEHTa; HalWdue HeoO0XOauMOoM
COIPOBOJUTENEHOM JTOKYMEHTALMH; COOTBETCTBHE THIIA 3JIEKTPOHHOIO 00OpYIOBAHUS
pPa3IMYHBIM PeXXUMaM XpaHEHUs dJIEKTPOHHBIX JOKYMEHTOB.

7.10. [lena, mo KOTOpbIM CyJeOHBIe pelIeHHs He OOpalleHBl K HCIIOJIHEHHIO
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B MOpPSJIKE, IPENyCMOTPEHHOM HHCTPYKLIKEH 10 Cy1eOHOMY JeNONPOU3BOCTBY, B apXUB
CyJla He IIepeIaroTCsl.

Ha y4yeTHo-cTaTHCTHUECKON KapTOUKe JeslaeTcsl OTMETKa O Iiepeade Jejia B apXUB.

7.11. IToctynuBiuue B apxuB CyZa JieNa U APyTrue TOKYMEHThI XpaHSTCS 110 GOHIaM
B XPOHOJIOTHUYECKOM IOPSIIKE.

7.12. [lena B apXuBe CHCTEMaTH3UPYIOTCS COTJIACHO OIMUCSM JAEN U IMOMEeNIArTCs
B KOPOOKH.

Ha xopemke 0610XKHM KaXXIOH KOPOOKH yKa3bIBaIOTCS HAdalbHBIE H KOHEYHEIE
PErMCTpallMOHHbBIE HOMEPa A€, IOMEIIeHHBIX B KOPOOKy.

8. CﬂpaBO‘lHO-HOHCKOBble cpeacTrBea K apXHBHBIM JOKYMEHTaAM

8.1. Cucrema cipaBOYHO-ITOMCKOBBIX CPEJICTB BKIIOUAET ApXUBHBIE CIIPABOYHUKH HA
OyMa)KHOM HOCHUTeNe U (WIH) B 3JIEKTPOHHOM BHIE: 00S3aTeNbHBIE — OIKCHU eI, OIHCH
3JIEKTPOHHBIX [IeJ; BCIIOMOTaTelbHbIe (HeoOs3aTeNnbHble) — MCTOPHUYECKass CIIpaBKa
K (oHJy, KaTaJorH, yKa3aTelau i 0030p5I, CIIyKeOHbIe KapTOTEKH, peeCTpPhl, 0a3bl JaHHBIX
U IpyTrue CIpaBOYHUKH.

CocraB BCIIOMOTaTebHbIX apXUBHBIX CIIPaBOYHHUKOB OIpEeNEIsIeTCs
CaMOCTOSITEIBHO.

8.2. Ucropuueckas cmpaBka K (DOHIY COCTOMT U3 TpeX pa3lelloB: HCTOpHS
dbonnoobpazoBaTens, oTpaxkarolias UCTOPUIO CyJa CO CCBUIKAMH Ha COOTBETCTBYIOIIME
3aKOHOJATeNbHEIE W HOPMATHBHBIE akThl (HaThl oOpa3oBaHUs, IEPEUMEHOBAHUS,
peopraHus3aluy, JUKBHUAANUUA, CTPYKTYpY H (YHKIUH, KX H3MEHEHUd, IIPEXKHHE
HauMeHOBaHUs), wHcTopus ¢oHma (00beM, KpaliHHE [aThl [OKyMEHTOB, CTEIEHb
WX COXPaHHOCTHM, [JaThl TIepeladdl HOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHe)
W XapaKTepUCTHKa JOKYMEHTOB (oHAa (Ppa3sHOBHIHOCTH JOKYMEHTOB, OCOOEHHOCTH
GbOpMUPOBaHUS ENWHHI] XpaHEHWs M UX CHUCTEMAaTH3allUM, Halu4he JOKyMEHTOB,
BBIXOMSIIUX 32 XPOHOJOTMYECKHe T'PaHMIBI NesSTeNIbHOCTH (POHI000pa3oBaTelsi, COCTaB
CIIPaBOYHOTO amnmapara K GoHIy).

HcTopuyeckas crpaBka K (OHIY COCTaBISETCS B [BYX dK3eMIUIApax (Eciau Cyn
BBICTyIIAeT MCTOYHMKOM KOMILJIEKTOBAHHUSI T'OCYIapCTBEHHOI'O apXUBa), OAWH XPaHUTCA
B Jlefie CcyZa, BTOPOH IepenaeTcsi B rOCyJapCTBEHHBIA apxuB. Mcropuueckas clpaBka
K (DOHIy ITOATIMCHIBAECTCS COCTAaBUTENIEM.

9. Yuer JOKYMEHTOB B apXHBe CyAa

9.1. Ydery momiexaT Bce HaxONsSIIMecs HAa apXWUBHOM XPAaHEHUHU IOKYMEHTEI,
B TOM YHCJIe AOKYMEHTH II0 JHUYHOMY COCTaBy, KOIIMH IOKYMEHTOB, BKIIIOYEHHBIE
B (DOH[ MOTB30BaHuUs (MPY HAJIMYKN) ¥ OIIHUCH €)1, OIIUCH 3JIEKTPOHHBIX JEll.

OCHOBHEIMH €IUHHIIAMH YU€Ta apXUBHBIX JOKYMEHTOB SBIISIOTCS apXUBHBIN QOHT,
eIVHUIA XPaHEHHUSI.

9.2. CBenenus 06 o6beMe U COCTaBE €QUHUL] XPAaHEHUsI YKa3bIBAIOTCS B apXHBHBIX
YYEeTHBIX JOOKyMeHTaX. Os3aTenbHble X BCIIOMOIaTeNbHEIE apXWBHBEIE YYETHBIE
JIOKYMEHTHI BENyTCs IJsi O0ecledeHusl ydeTa IIOCTYIUICHHUS, BBIOBITHS, KOJIMYECTBA,
COCTaBa U COCTOSIHUS apXUBHBIX JOKYMEHTOB.
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9.3. K o6s13aTenpHBIM YYETHBIM IOKYMEHTAM apXuBa CyJla OTHOCSTCS:

nacropt apxuBa (mpunoxenue Ne 14 x HacTosmed MHCTpyKIum);

yUeTHbIe CBEJeHHs O JOKyMEHTaX, XPaHSIIUXCS B apxXuBe cyha (IpHUIOXEeHHEe
Ne 15 k Hacrosimelt MHCTpYyKIHN);

KHHWra ydeTa IOCTYIUICHHSI M BBIOBITHS e, MOKyMeHTOB (mpuinoxenue Ne 16
K Hacroswmel MucTpykun),

mucT ¢pouma (mpuoxerue Ne 18 x HacTosmeid MacTpykumn);

orvcu aein (mpunoxxerus Ne 5, 6, 7 x Hacrosimeit HCTpyKIun);

OIIHCH BJICKTPOHHBIX TOKYyMeHTOB (Tpriioxenre No 8 k Hacrosiieit IHCTpyKIun);

neno Gonma.

K BcriomoraTe pHBIM yYETHBIM TOKYMEHTaM OTHOCSITCS:

cnucok ¢oumoB (mpuwiaoxenne No 17 x Hacrosmeid MHCTpykuuu), KOTODBIH
COCTaBJIIETCS TIPU OCYILECTBICHUH XpaHEHUs apXUBHBIX JJOKYMEHTOB, OTHECEHHBIX Ooee
yeM K OJHOMY (OHZY;

KHUTA BLIJAYM €IMHMI[ XpaHEHHS BO BpPEMEHHOE IOJb30BaHMUE (IIPUIOXKEHHE
Ne 27 x Hacroste#t Muctpykuun);

peectp omnuceit nen (mputoxenue Ne 9 k Hacrosmei MHcTpykium);

TororpaduyecKie ykasateau (IocTeUIaxHbIH (mpunoxenne Ne 36 kK HacTosLIeH
Wuctpykiun) u modoHmoBeii (mpuioxkenne Ne 37 k  Hacrosmed HHcTpykuuu)
(IpY HAJTMYHUH apXUBOXPAHUIIHILY).

9.3.1. Tlacmopr apxuBa (mpuioxenme Ne 14 x wHacrosmeit MWHCTpyKiun)
COCTaBIISIETCS €XETOJHO, OTPaXaeT COCTaB, COCTOSIHAE, O0BEM M YCIIOBUS XpaHEHHUSA
JIOKYMEHTOB M XPaHUTCS [TIOCTOSHHO.

ITacropT apXuBa COCTaBISIETCS ITO COCTOSHUIO Ha 1 ekabpsl OTYETHOTrO roja.

Eciu cyp BEICTyIIaeT HCTOYHUKOM KOMIIJIEKTOBAaHHUS FOCYAApCTBEHHOI0 apXuBa WIIH
IpA HAJUYAXA COOTBETCTBYIOILErO JOrOBOpa IAclopT apXuBa COCTABIIETCS B JBYX
SK3EMIUISIpax: OJWH DOK3EMIUIIp HampaBiseTcss B TOCY[apCTBEHHBIM apXMB, BTOPOW
XPaHUTCS B COOTBETCTBYIOIIEM Haps/ie apXuBa Cyaa.

OO0BeMHBIE ITOKA3aTeId NaloTCs B yKa3aHHBIX €OWHHUIAX H3MEPEHHs COIIacHO
dbopme nacnopta apxuBa. VicnipaBieHus:, BKIEHKH HE JTOITY CKAIOTCS.

B ampecHoit yactu OnaHka MacmopTa apxuBa, PAacIIOJIOXEHHOH B JIEBOM BEpXHEM
yray, B cTpoke «KoMy mpencTaBiseTcs» YKa3bIBAaeTC Ha3BaHUE I'OCYTapCTBEHHOI'O
apxuBa (TIpU HATHYUHN).

B crtpoke «Kem mpezacraBisieTcs» yKa3bpIBalOTCA: IIOJIHOE HaMMEHOBaHHE Cyna,
TIOYTOBEIH aJpec ¢ yKazaHUeM MHIEKca, KoJa ropoaa i HoMmepa TenedoHa (daxc, e-mail).

B pasmene «OO6mue cBemeHus» 3amonHseTcss crpoka 101, xoropas COCTOUT
U3 CIIelyIoIuX rpad:

xordecTBO (GoHmoB (rpada 1);

IUTOIIAIb ApXHUBOXPAHIJIMIIA B KBaIpaTHBIX MeTpax (KB. M) (rpada 2);

3arpy’K€HHOCTh apXMBOXpaHUIUIIA B IpoueHTax (%) (rpada 3).

B rpade 1 ctpoxm 101 yka3piBaeTCsi KONU4YeCTBO (DOHJOB, XPaHAIIMXCSI B apXUBE
cyna. Ecau B apxuBe cyna XpaHATCS JOKYMEHTHI TOJIBKO OJHOIO Cyla, TO yKa3bIBaeTCs
mibpa 1; ecnum XpaHsaTcs Jeia, JOKyMEHTHI IPYTMX CYyHIOB, yKasblBaeTcsa Imbpa
10 KOJTUYECTBY XPaHSAIIUXCS OHIIOB B apXUBE.
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Kaxxnprii ¢hoHI, HE3aBUCHMO OT TOTO, COCTOUT JI OH U3 JOKYMEHTOB OIHOTO WU
HECKOJIBKMX BHIOB, YUUTHIBAETCS B IACIIOPTE apXUBa TOJHKO OJIHH pas.

B rpade 2 crpoku 101 yka3piBaeTcs ILIOIIANs OTHENBHOIO IIOMEIIEHMS,
B TOM 4YHCJIE IIOCTOSIHHOIO CyAeOHOro IpHUCYTCTBHUS, apXwBa (apXHBOXPaHMIIHUIIA)
B KB. M HJIM CyMMa IIJIolafiei Bcex MoMeIeHUH. '

[Inomans u3MepseTcss TOYHO U yKa3blBaeTCs C TOYHOCTHIO [0 JECATBHIX HOJIeH
KBaJpaTHOIO MeTpa — He MEHee OJJHOT0 3HaKa Iocie 3amstoid. Hanpumep: 25,4 xB. M.

[Tnomane pabounx KOMHAT MM NOACOOHBIX TOMEIICHUH He YUUTHIBACTCSL.

IIpy OTCYTCTBUHM OTHENBHOrO MOMEIICHHS IJI XPaHEHHs apXUBHBIX IOKYMEHTOB
B JAaHHOWU rpade CTaBUTCS MPOYEpK.

I'pada 3 ctpoku 101 3amomHsIeTCSs NPU HAIMYUH OTHAEIBHOTO ITOMEIIEHHS ISt
XPaHEHMs] apXUBHBIX JOKYMEHTOB B CyZ€ (apXUBOXPAHIIIUINA) U IIPH YCIOBUH 3aIT0THEHHUS
rpadsr 2.

Ilokazarens 3arpy’kXeHHOCTH apXWBOXPAHIIUINA SBJISETCS CTPOrO BBIYHCIISAEMO
BEJIMYUHOM, IIPUMEPHOE €ro OnpeesieHre He JOITyCKaeTCs.

CreneHp 3arpyX€HHOCTH apXUBOXPaHIIHIIA PACCUUTHIBAETCS B IPOICHTAX ITyTeM
JeJeHUus KOJIMYecTBa XpaHSAIIMXCA B HEM Jel Ha pacyeTHYI0 BMECTHMOCTh
apXWBOXpaHWIHINA (B eAMHHUIIAX XpaHEeHUs ) U yMHOxeHus Ha 100.

PacueTHas BMECTUMOCTH apXHWBOXpaHUIMIIA ONpeAeseTcs CIeqyomuM oopa3om:
U3MEpSieTCss B MeTpax oOIas MPOTSKEHHOCTh JJIMHBI CTEJUIXXHBIX IIOJIOK, 3aHSITBIX
NOKyMEHTaMU; PacCUHUTHIBACTCS KOJUYECTBO €IUHUI] XPaHEHUsI, HAXOIAIIUXCS Ha OJTHOM
IIOTOHHOM MeTpe IMOJIOK, Uil 4ero oOllee KOJMYECTBO EAWHMI] XPaHEHUs [eIUTCS
Ha KOJIMYECTBO IIOTOHHBIX METPOB; KOJMYECTBO EIUHHUI[ XpaHEHHUS, HaxOoIsAIIUXCS Ha
ONHOM IIOTOHHOM MeTpe, YMHOXWTh Ha OOIIyI0 MPOTSHDKEHHOCTh CTEJUIAXHBIX II0JIOK
(B TOM uHucIiie CBOOOIHBIX).

®opwmyna:

CTeneHb 3arpyxeHHocTH (%) = oblee KoaudecTBo xpaHsmuxcs gex x 100
pacdeTHas BMECTUMOCTh

Ecnu apXuBOoXpaHMIHI HECKOJIBKO, TO CyMMa BCeX XPaHAIIUXCS B HUX A€ JEIUTCS
Ha CyMMY pacdyeTHON BMECTUMOCTH Ka)Koro u yMHoxkaetcs Ha 100.

B paspmene «CBeneHuss O MAOKYMEHTax» BHOCSTCS CBEIEHHS O JOKyMEHTax
IIOCTOSSHHOTO XpaHEHHUs, JaHHbIe O JOKYMEHTax IO JUYHOMY COCTaBy M yKa3bIBAETCs
clenyroliee:

B rpade 1 — KOIMYECTBO €IUHUIl XPAHEHUs TOKyMEHTOB ITIOCTOSIHHOTO XpaHEHUs U
10 JINYHOMY COCTaBY, HAXOISALINXCS HAa XPaHSHUH B apXUBE CyJia;

B rpade 2 — mata caMoro paHHEero U3 XpaHsIIUXCs B apXUBe Cya JOKYMEHTOB;

B rpade 3 — KOHEUHbIe aThl XPAHSAIIUXCS B apXUBE Cya JOKYMEHTOB,;

B rpadge 4 — oOmee KOJNUYECTBO JeJI, KOTOpblE BHECEHbI B YTBEPXKICHHBIE
(cormacosannsre) DIK apXHBHOTO yUpekACHUS OITUCH,

B rpade 5 — caMble paHHHE T'Ofbl, 38 KOTOpPbIE TOKYMEHThI, BHECEHHBIE B OIIUCH [T,
XpaHATCS B apXHBE Cya;

B rpage 6 — cample MO3JHHE TOABI, 3a KOTOpBIE JIOKYMEHTBHI, BHECEHHBIE
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B yTBepXIeHHbIe (cornacoBaHHble) OIIK apXWBHOTO YUpEKIEHHS OIMCH, XPAHSITCS
B apXWBe Cy[a;

B rpade 7 — KOJIMYECTBO Je IOCTOSHHOTO XPaHEHHUs, HaXOMAIIUXCA Ha XpaHEHUH
B apxXWBe CyJa II0CIe MCTeYEHHs YCTaHOBJIEHHOTO 3aKOHOAATEIbCTBOM CpOKa WX
IIPEACIIBHOTO XPaHeHHUs B CY/I€.

I'padpa 8 3amomHsieTcst ImyTeM IMMojcYeTa KOJIUIECTBA €XKETOMHO 00pasyIOIIUXCs Hell
JAaHHOT'O BUJA B COOTBETCTBHM C HOMEHKJIATYpPO# JIel.

B crpoke 201 menecoo6pa3Ho BHOCUTH JaHHBIE O JejiaX ITOCTOSHHOTO XpaHEHHs
OTZAENBHO IO TPaXTAaHCKHUM, aAMHUHUCTPATHUBHBIM, YTOJIOBHBIM [ejiaM, JejlaM OOIIero
JIETTOTIPOU3BO/ICTBA.

B pasnene «Kagpe» B cTpoke 301 yka3piBaeTcsl KOJTHYECTBO IITATHBIX PAOOTHUKOB
apXuBa CyJa, ONpeJlelIeHHOe B IITATHOM PacIMCaHUH CyIa.

Ecnu B IITaTHOM pacnucaHuy He MpeayCMOTpeHa JODKHOCTH IITATHOIO PabOTHHKA
apXWBa CyJa, IIpU 3TOM IpefcefaTesieM Cylna Ha3Ha4eH paOOTHHK, OTBETCTBEHHBINA
3a paboTy apXuBa, B 3TOH rpade CTaBUTCS MPOUYEPK.

B paspene «YcioBus XpaHeHHs [TOKyMEHTOB» IIOAUYEPKUBAIOTCS Te CBEIEHUS,
KOTOpBIE COOTBETCTBYIOT YCJOBHSIM XpaHEHHs apXUBHBIX JOKYMEHTOB B CYJe.
IIpn Hanmuyuu B cyzne AByX U Ooiee MOMEIIEHUH apXrBa, CBEJIEHUS 00 YCIOBUAX XpaHEHUs
IOKYMEHTOB YKa3bIBalOTCS Ha KaXXI0€ ITOMEIIeHUE OTEIHHO.

B cnydae XpaHeHHWs MOKYMEHTOB cCyAa B OOBEIMHEHHOM CyneOHOM apxuBe,
B [1aCIIOPTE apXuBa JIEaeTCsI COOTBETCTBYIOIAS TIOMETKA O KOJIMYECTBE JeJI, HaXOASIIHAXCS
Ha XpaHeHUHU B TAKOM apxuBe. [nommans nmoMeneHuss 00beIMHEHHOTO Cy1e0HOro apXuBa
B pazzene «OO1mue cBeIeHus) MmacnopTa apXruBa He yKa3bIBaeTCs.

B nmacnopte apxuBa yka3pIBalOTCs GaMUIHs U TeJle(hOH UCTIOTHUTENS (COCTaBUTENS).

ITacriopT apxwBa MOAMKCHIBAeTCS MpefceAaTeseM cyAa C IPOCTaBICHHEM IaThbl
IOJTIMCAHMUSI, TIOCTIE 3aII0JTHEHUS BCEX pa3/IeioB 3aBepsieTcs MeYaThio Cyaa.

[Ipy HampaBJIeHWH B TOCYAAPCTBEHHBIN apXUB K IMACIIOPTY apXHUBa IMPUKIIaIbIBAETCS
MOSICHUTENIbHAS 3aITUCKa, B KOTOPOH YKa3bIBAIOTCS CIIEIYIOIINe CBEICHUS:

00 U3MEHEeHHIX B HAaNMEHOBAaHUY CY/JIa;

O HAJIMYWH B CyJe HOMEHKJIATYPBI A& M HHCTPYKLUHU 10 IETOIPOU3BOICTBY;

IPUYUHEI W3MEHEHHWS KOJUYecTBa JeJ II0 CPaBHEHHIO C [JaHHBIMU IaclopTa
IIpeAIIeCTBYIOMEro roga (KOJWYeCTBO OIMCAHHBIX [eN, MepelaHHbIX Ha IIOCTOSHHOE
XpaHeHUe B apXUBHOE yUpeXKIeHNe, CHITHIX C y4eTa B CBSI3U C YTPaTOU MIIM HEUCIIPaBHBIMHU
MTOBPEXIEHUSIMN),

HaJu4ue B apXuBe cyaa GOHI0B APYTUX CYIOB;

O KaJpOBOM COCTaBe — HaJM4Me INTaTHEIX paboTHHKOB apxuBa cyna, ©.M.O.
pabOTHHKOB;

O MeCTe XpaHEeHHs HOKYMEHTOB IpU OTCYTCTBUM OTIEIBHOIO IIOMEILIEHUA
¥ 0COOCHHOCTSIX pa3MeIleHus JOKYMEHTOB.

KOHKpEeTHBIN CMUCOK MPUJIOKEHHUS K IacllopTy apXuBa MOXXET OBITH COIJIacoBaH
C TOCYJapCTBEHHBIM apXUBOM, KyJa OH MPECTaBISETCS.

B ciydae ecnu apxuB Cyna pacIioyiOKeH B HECKOJIBKUX ITOMELIEHHUSX, MacIOpPT
apXyBa COCTaBJISETCS eIWHBIA Ha Bce ITOMeIleHUs. PalloOHHBIMY CylaMU KONHs IaclopTa
apxXWBa HAIpaBlIsAeTCs IS CBEICHHWsS B COOTBETCTBYyIomlee ympasieHue CyneOHoro
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nenapraMeHnTa B cyonsekte Poccutickoit @eneparm.

9.3.2. JIONONHUTENBPHO K TIACIOpPTy apxuBa paOOTHUKOM, OTBETCTBEHHBIM
3a paboOTy apxuBa, E€XEeroJHO 3aloJIHAIOTCS YYeTHBIE CBEHEHUS O [TOKyMEHTax,
XpaHsimuxcsi B apxuBe cyaa (mpmwioxenue Ne 15 k Hacrosmeid MHCTpyKInm)
(mo coctrosHuio Ha 1 mekaOps), B KOTOPBIX IOMHMO KOJIAYEeCTBa IeJl IOCTOSHHOTO
XpaHEHUsl, HaXOMSIIUXCAd B apXWBe CyJa, YKa3bIBaeTCs KOJIMYECTBO J€J BPEMEHHBIX
(cBeimre 10 jer) cpokoB XpaHeHHs, BpeMeHHBIX (o 10 1er) cpokoB XpaHEeHU
U «J10 MUHOBaHUS HaJOOHOCTHY (TIPH HAJIUYIHUH).

VYd4eTHBIE CBEIEHHS O MOKYMEHTaX, XpaHAIIUXCS B apXWBE Cy[a, COCTABJISAIOTCS
B OJTHOM JK3EMILTSIPE U XPaHITCSA B COOTBETCTBYIOIIEM HOMEHKIIATYPHOM Hapsze Cya.

PalioHHBIMM CymaMu KOIHMS YUYETHBIX CBEJAEHHUH O [OKyMEHTaX, XPaHSIIUXCs
B apXHUBe CyJa, HalpaBJISIeTCs IS CBEIECHUS B COOTBETCTRYOIIee ypasiueHue Cyne6Horo
nenaprameHTa B cyobexte Poccuiickoit @enepanuu.

9.3.3. B KHUTY y4yeTa NOCTYIUICHUS U BBIOBITHS JeJ, TOKYMEHTOB (IIPUIIOXKECHHE
Ne 16 x wHacrosme#t WHCTpyKIIMM) IIOCIEIOBATEIBHO BHOCATCS BCE IIEPBUYHEIE
U TIOBTOPHBIE ITOCTYIUIeHHS (BBIOBITHS) e, AOKyMeHTOoB. Kaxmoe mocTymeHue
(BBIOBITHE) B Tpenenax OTYETHOrO Troja IOJIydaeT IOPSAKOBBIM HOMEpP B BajlOBOM
IIOCJIEA0BATETEHOCTH.

Esxeromno Ha 1 sSHBaps MMOJBOIUTCS MTOT KOJWYECTBA IIOCTYIUBIINX U BBIOBIBIINX
3a rof Ae, JOKYMEHTOB.

9.3.4. JIuct douna (mpunoxenre Ne 18 x Hacrosmelt MHCTpYyKIMK) COCTABIAETCSA
Ha KaXIbli apXWBHBIM (oHA. B HEM YyYHTHIBAIOTCS BCE IIOCTYIIEHHS M BBIOBITHS
OMMCAaHHBIX ¥ HEOITMCAHHBIX JOKYMEHTOB (OH/A.

JIucThl (GOHIOB XpaHATCS B MOPSIKE BO3pAcTaHWS HOMEPOB apXUBHBEIX (OHIOB.
JIuctel GoHAOB HOPMUPYIOTCS B AEN0, K KOTOPOMY COCTaBIISIETCS JINCT-3aBEPUTEIIb.

B JmcTe-3aBepuTene yKa3pIBalOTCA OOIee KOJIMYECTBO JIMCTOB JOKYMEHTOB,
BKJIIOYEHHBIX B JeJI0, HadalbHbEIE W KOHEYHBIE HOMepa apXWBHBIX (OHIOB, obliee
KOJIMYECTBO apXUBHBIX (DOHIOB, JTUCTHI KOTOPBIX BKJIIOYEHEI B JEIIO.

9.3.5. B pmeno ¢oHma BKIOYAEeTCS KOMIUIEKC JOKYMEHTOB (HMCTOPHYECKHE
U TeMaTHYeCKHe CIIPaBKH, JOTOBOPEI O Iepefade JOKYMEHTOB Ha IIOCTOSSHHOE XpaHeHHe,
aKTBI IIPOBEPKY HAIUYHUS U COCTOSIHUSI TOKyMEHTOB, aKThl O TEXHUYECKHX OIIUOKaX, aKThI
mpueMa W Iepegadd, akThl BBIACNEHUSA Jell U JOKYMEHTOB K YHHYTOXXEHHUIO, aKThI
00 yTpaTe U aKThl 0 HEUCIIPABUMBIX TOBPEXIEHUIX, aKThl 00 0OHapyXEeHUH NOKYMEHTOB,
aKTBI PACCEKPEYUBAHKS U APyTHe IOKYMEHTHI, OTpaXKarolue paboTy ¢ (GOHIOM, a Takxke
TrIepecoCcTaBJIeHHEIE IUCTE (JOH/IA) IT0 HCTOPUH CyJa U apXUBHOTO QoHMa, 00BEJMHEHHOTO
apxuBHOTO (PoH/A.

Bce gmoxymenTsl B Jene (oHAa pacHoiaraloTcsi B XPOHOJOTHYECKOU
IIOCJIEZOBATENBHOCTH X cocTaBieHust. Ha mokyMeHTs! (OHAa COCTaBIIAETCS BHYTPEHHS
OIIMCh, JINCTHI Jiefla HyMepyroTcs. [1o Mepe momosiHeHus fena QOHJa BHYTPEHHSS OIKUCH
JOTIOJIHSIETCSL.

9.3.6. Jlisg MOEOUHHYHOTO M CYMMapHOIO Yyd4yeTa apXWBHBIX JOKYMCHTOB,
3aKpenyieHHs MOpsAAKAa MX CHCTEMaTH3alluy, ydeTa H3MEHEHHHl B cocTaBe M OOBeMe
apXUBHBIX JOKYMEHTOB COCTaBJIETCS OMUCH MEJN, OIUCH 3JIEKTPOHHBIX Jen (paszen 3
Hacrosei MHcTpykun).
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9.3.7. Coucok ¢onznoB (mpmnoxkerne Ne 17 k Hacrosmedt MHCTpykuuu) Bemercs
B apXWBE Cyla, XpaHsIeM NOKyMEHTHI Ooyiee deM omHOro Qouma. Kaxmblii apXUBHBIN
(GoHI BKIIOYAETCS B CIHCOK (OHIOB TOJBKO OXWH pa3 IpU IEPBOM IMOCTYILICHHU
apXMBHBIX JIOKyMEHTOB yka3zaHHoro (ouma. Kaxmomy ¢oHgy mnpucBamBaeTcs
VHIVBHUIYaJIbHBIA HOMEpP, KOTOPHIN COXPaHSIETCS 3a HUM BO BCEX YUYETHBIX JTOKYMEHTaX.
Howmepa ¢ormam npucBanBaroTCs B BAJIOBOM ITOPSIZIKE.

B ciyuae nepenaunm apxuBHOTO (hOHAA B APYro apXwB, BKIIOYEHHUS €0 B COCTaB
00BEIUHEHHOTO apXWBHOTO (OHJA WU BBIJEIEHUS BCEX HOKYMEHTOB K YHHYTOXXCHHIO
O0CBOOOIMBILIMICS HOMED JPYTroMYy apXUBHOMY (OHIY HE MPUCBAaUBAETCS.

OOvenuHeHHbIE apXWBHBIE (OHIOBl YYUTHIBAIOTCS Ha OOIIMX OCHOBAHHUSX.
O6benvHeHHOMY apXUBHOMY (GOHIY, OOpa3oBaHHOMY H3 apXMBHBIX ()OHIIOB, paHee
YYTEHHBIX CaMOCTOSITENIbHO, IMPHUCBAMBAETCS HOMEP OJHOTO M3 apXWUBHBIX (POHJIOB,
BKJIFOYEHHBIX B €I'0 COCTAaB.

Homep apxuBHOrO (oHIA Cyda — UCTOYHHKA KOMIUIEKTOBaHUS I'OCYJapCTBEHHOTO
apXxyvBa BHOCHUTCS B CIHCOK ()OHIOB IIOJ HOMEpPOM, KOTOpBIM IIPUCBOEH €My
B FOCYyapCTBEHHOM apXHUBE.

HaszBanme apxuBHOro (QOHIA2 BHOCUTCS B CIUCOK (OHIOB Ha OCHOBaHUU
HCTOPUYECKOM CITpaBKU K (GOHAY WIIM TUTYJIBHOIO JIUCTA OIUCH €], ONUCHU 3JIEKTPOHHBIX
hi(S)

Ha3sBanwe apxuBHOro ()OHIZa COCTOUT M3 IIOJHOIO HAaWMEHOBAaHHS Cyla
C YKa3aHHEM ero MeCTOHAXOXIECHWs, aT CO3NaHus U JTUKBUAanuu. Eciou HanMeHoBaHHE
HU3MEHIOCh, TO B CIHKCKe (DOHIOB yKa3bIBae€TCsi €ro IOCIENHEE Ha3BaHUE B DaMKax
Iepuoja, 3a KOTOpPBIA MPUHATHL JOKyYMEHTBL. Bce mpenslgylnue U3MEHEHHUs
B HAMEHOBAaHHUH OTMEYAIOTCS B JIHCTE (POH/A.

HasBanue o0beqMHEHHOTO apXWBHOTO ()OHIA COCTOUT U3 000OIEHHOTO HAa3BaHMUS
BKJIFOUCHHBIX B HETO apXWBHBIX (OHIOB. B NHCT QoHIa BKIIOYAIOTCS BCE HAUMEHOBAHMS
CYJZIOB, TOKYMEHTBI KOTOPHIX BKIIIOYEHBI B 00beIUHEHHBIN (HOHII.

Exxeromuo K cmmcKy (OHIOB COCTaBISETCS HTOrOBas 3allACh O KOJIUYECTBE
apXUBHBIX (DOHIOB, IMOCTYIHUBIIMX K BEIOBIBIINX B T€YEHHE roja, U OOIIEM KOJIUYECTBE
apXHWBHBIX (DOHIOB, HAXOMSIIUXCS Ha XpaHEHWH B apXHMBE 10 COCTOSHUIO Ha 1 gHBaps,
CJIEIYFOIIETO 32 OTYETHBIM ['OJIOM.

Crucox (OHIOB IOAIIUBACTCS B TBEPAYIO OOJIOXKKY, JHCTBl HyMEpPYIOTCH,
COCTABIISICTCS JIUCT-3aBEPUTE.

9.3.8. B mensx ydera ommceid el B apXWUBe CyAa BeNeTCs DPEecTp OIHUCer
(mpunoxenre Ne 9 x Hacrosimeit MHCTpyKUMK), IO KOTOPOMY BEIETCS IOSIUHUYHBIN U
CyMMapHBI# y4eT onuceit nei.

Omnuce fes, cocTosias U3 HECKOJNBKUX TOMOB, YYUTBIBACTCS B PEECTPE ONMCEH
KaK OJ[Ha OIKCh. HoMepa OMmucsaM MPUCBauBaOTCS B COOTBETCTBUH C JIUCTOM (DOHJA.

Omnucu fen cyneOHBIX KOJUIErHi, CymeOHBIX COCTaBOB, MOCTOSHHBIX CyJeOHBIX
IIPUCYTCTBUM, CTPYKTYPHBIX ITOpa3fesIeHui Cy1a He MOUIekKaT y4eTy B PEeCTPE OIHCEH.

B peectpe omuce# GUKCHPYIOTCS OCHOBHBIE JaHHBIE IO COCTABY KaXXOM OIKCH JIE,
OTIMICH 3JIEKTPOHHBIX Jell: HoMep (oHIa, HOMEp OIMCH, BUI JOKYMEHTOB, BKIIOYEHHEIX
B OIIKCH, KOJIMYECTBO EAMHHUI] XPaHEHUS, KOJIMYECTBO JIUCTOB B OIUCH U €€ SK3EMILIIPOB.

E>xeromHo 1o coctosHuio Ha 1 SHBaps B peecTpe ONMUCEH COCTABIISAETCS UTOIrOBas
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3aIlMCh O KOJIMYECTBE OIHUCEH [el, XpaHAIIUXCS B apXWBe Cyla, a TakXe JaHHEIe
O ITOCTYIHBIIMUX X BEIOBIBIINX 32 FOJ OIIHCSX Jell.

9.4. Vuernele 06a3pl [NaHHBIX BEAYTCS IPH HAJIUYUH B CyAE TEXHHUYECKUX
H IpOrpaMMHBIX CpEICTB HapaBHe C 0O0s3aTelbHBIMH APXHUBHBIMH YYETHBIMU
NOKyMEHTaMH.

9.5. ApxuBHbIE y4eTHbIE JOKYMEHTHI, B TOM YHCJIE IO OJHOMY SK3EMIUISIPY OIHCH
IeJ1, pa3MeIatoTCs B IOMELISHUH JIsl XpaHeHUsl YUeTHBIX JOKYMEHTOB WM Ha OTETEHOM
cTesulaxe B paboyeil KoMHaTe pabOTHHKA, OTBETCTBEHHOTO 3a paboTy apXuBa cyza.

BTopoif 3Kk3eMIuIsip OMHCH [eJl pa3MellaeTcsl B apXHUBOXPaHWIHINE 000COOIEHHO
OT €IVHHUI] XPaHESHUS.

9.6. ApxuBHBIE yUEeTHbIE TOKYMEHTBI, KpOME OIHCeH JieN, Onrcel 3JIeKTPOHHBIX Jell
IIpeHa3Ha4arOTCsl JUIsg CIy’KeOHOTrO IIONB30BAaHUS U IIOJB30BATENSIM apXUBHBIMU
IIOKyYMEHTaMH He BBIIAIOTCA.

9.7. VYyer mnocTyluileHHs U BBIOBITHS [€J, JOKyMEHTOB B apxuBe cyza
OCYILECTBIIIETCS Ha OCHOBAHUH:

OIHMCH JeJl, OMKMCH BJIEKTPOHHBIX IeJl CyHeOHBIX KOJUIErHi, CyNeOHBIX COCTaBOB,
IIOCTOSIHHBIX CyI€OHBIX MPUCYTCTBUH, CTPYKTYPHBIX NTOApPa3AeIEeHUN U rOJ0BOTO pa3fena
CBOJHOM OIHCH JeJI, OTIMCH 3JIE€KTPOHHBIX IOKYMEHTOB;

HOMEHKJIATYphl JAeNl MpU OTCYTCTBHM OIMCEH [eN, ONHCEeH 3JIEKTPOHHBIX el
CyneOHBIX KOJUIETHH, CyIHeOHBIX COCTaBOB, IIOCTOSIHHBIX CYJEOHBIX IIPUCYTCTBHH,
CTPYKTYPHBIX ITOJIpa3iesIeHu;

| aKTa O TeXHHYeCKHX OMHOKaX B y4eTHBIX JOKyMeHTax (mpunoxenue Ne 19
K HacToser MHCcTpyKun);

akTa 00 OOHapy)XeHWH [OKYMEHTOB, HE OTHOCSIIMXCS K JaHHOMY (oHZY,
Hey4TeHHBIX (rpuioxenue Ne 20 k HacTosmet MHcTpykuum);

aKTa 0 HeOOHapyXeHUH apXUBHBIX IOKYMEHTOB, IIyTH PO3bICKa KOTOPBIX MCYEPIIAHEI
(mpunnoxxenue Ne 21 k Hacrosmeit UHCTpyknum);

aKTa IpHeMa-Tiepeladl apXUBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxeHue Ne 22
K HacTosme MHCTpyKIun);

aKTa O HEHUCIPABUMBIX TIOBPEXICHISIX apXUBHBIX JOKYMEHTOB (puioxeHnue Ne 23
K HacTosmed MHCTpyKIun);

aKTa O BBINEIIEHHH K YHUYTOXXEHUIO apXUBHBIX JTOKYMEHTOB, HE IIOIUIEXAallnX
xpaHeHuro (mpunoxenue Ne 13 k Hacrosmeit MHcTpykIum).

9.8. Ha ocHOBaHMH TOKYMEHTOB, yKa3aHHBIX B ITyHKTe 9.7 HacTosmed MHCTpyKIHH,
BHOCSTCSI HEOOXOIMMEIe N3MEHEHUs B 00s3aTeNIbHbIE apXUBHBIE YUETHBIE JOKYMEHTEI:

B KHWIY yd4era IIOCTYIUIEHWMS ¥ BBIOBITHS IeJ, JOKYMEHTOB M B JHCT (oHAA —
IIPH Ka)XkI0M M3MEHEHHHU B COCTaBe ¥ 00BbEME apXUBHBIX JOKYMEHTOB;

B CITUCOK ()OHIIOB — IIPH MIOCTYILICHIH HOBOT'O apXUBHOI'O (DOH/A HIIU BBIOBITHH BCEX
I, TOKyMEHTOB HaXOAMBIIErocs Ha XpaHEeHWU apxuBHoro ¢gonzpa. B rpade «OrmeTka
0 BHIOBITHM (DoHIa» crnucKa (OHIOB yKa3bIBaeTCs MECTO (agpec) BBIOBITHS apXHBHOIO
¢GoHIa, a TaKXKe Jara ¥ HOMEP JOKYMEHTa, Ha OCHOBaHUU KOTOPOT'O OH BEIOBLI;

B PEECTp OMHUCEH el — IPU MMOCTYIICHHMHA HOBOM OIMCH JIeNl WM BBIOBITUH BCEX
eIMHULL XpaHeHHs HaXOUBIIecs Ha XpaHeHUH ornucu. HoMmep BBIOBIBILIEH OIUCH JPYTHM
OITKCSM JIEJI, OIIUCAM DJIEKTPOHHBIX JeJI He IIPUCBANBAETCS U OCTAeTCs CBOOOIHEIM;
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B OIIUCH JeJI, ONHCH 3JEKTPOHHBIX JeN — IPH KaXIOM IIOCTYIJICHUH U (WIIH)
BBIOBITHH J€J1, JOKYMEHTOB, 3JIEKTPOHHBIX J1e]l, yYTeHHBIX B JaHHOM OIUCH.

CoOTBETCTBYIOIINE U3MEHEHUSI BHOCSITCS. BO BCIIOMOIaTeIbHBIE apXUBHEIE YUYETHEIE
IOKYMEHTEI.

10. IIpoBepka HaTUYHUS U COCTOSTHHSI JOKYMEHTOB (3JIEKTPOHHBIX /1€J1)
B apXHBe, NOPAJA0K NepeIayd apXHBHbIX JOKYMEHTOB IIPH CMeHe npeJaceaaTeis cyaa

10.1. ApXuBHBIE JOKYMEHTHI ITPOBEPSIOTCS Ha MpeAMeT X (PaKTUIECKOr0 HaTUIHs
U HU3UYIECKOTO COCTOSIHUS (Iajiee — MpoBepKa HAJIWYKs) B INIAHOBOM IIOPSAIIKE.

[TpoBepka HaMYUS apXUBHBIX TOKYMEHTOB IIPOBOJUTCS KOMUCCHEN, Ha3HAYaeMOMI
mpeicenaTeleM Cyna, B COCTaB KOMHCCHUHM 0053aTebHO BKIIOUAeTCs pabOTHHK,
OTBETCTBEHHBIH 3a paboTy apxuBa cyza.

[TpoBepKka HaIUYHS apXUBHBIX JOKYMEHTOB palilOHHBIX, TOPOJICKUX, MEXPaHOHHEIX
CYZIOB IIPOBOJUTCS C y4acTHEM pabOTHHKOB COOTBETCTBYoLIero ynpanneHus CynebHoro
nenapTaMeHTa B cyorekte Poccuiickoit denepanun.

10.2. ITpoBepka Hanu4Ius IIPOBOIUTCA:

B CPOKH, yCTAHOBJIEHHbIE MpeJcenaTe]eM CyJa, HO He peXke OJHOro pasa B 5 JIeT
(B TOM 9mCIIEe C TOMETKOM «J[i1st CITy»KeOHOT0 MOIB30BAHUSN);

IIpY CMEHE TpeceiaTelisl CyIa, PyKOBOAUTEINS apxuBa (pabOTHHKA, OTBETCTBEHHOI'O
3a paboTy apXxuBa);

P TIOATOTOBKE apXWUBHBIX JOKYMEHTOB K Ilepefade B IOCYIAapCTBEHHBIH apXuB
(st cyma, BEICTYIIAFOIET0 HCTOYHIKOM KOMILIEKTOBAHHA);

II0CJIE MacCOBOI0 MepeMEIeHIS apXUBHBIX JOKYMEHTOB, UPE3BLIYaiHOM CUTYyalluU
1 (WIK) IPYTrUX 0OCTOSTENLCTB, B pe3yIbTaTe KOTOPBIX OHU MOIJIH OBI OBITh yTpaueHbl UIIH
TTOBPEXIEHEI,

IIpU peopraHU3aluU Cya.

10.3. IlpoBepka HagW4yus [OKyMEHTOB IPOBOJUTCS ITOCPEACTBOM BHU3YaJIbHOT'O
OCMOTpa €IWHHI| XpaHeHHUsS U CBEPKU ONMCATEIBHOM CTAaThU ONKCH JENl C 3arojIOBKOM
(ommrcanueM) Ha 00JI0KKe eIUHUIIBI XPaHECHUS.

10.4. ITpoBepka HaM4Xs JOKYMEHTOB BKIIFOYAET:

BBIBEPKY ApXUBHBIX YYETHBIX OKYMEHTOB M YCTpaHEHME BBIABJICHHBIX B HHUX
HETOYHOCTEM;

yCTaHOBIEHHEe (AKTHUYECKOTO HalW4YWs €OUHHI XpaHEeHHs B COOTBETCTBUU
C apXUBHBIMU yYETHBIMU JOKYMEHTaMHU;

BBISIBJIEHHE HENPABUIILHO O(OPMIIEHHBIX SIUHUL] XpaHEeHUs (1el);

BBIIBJICHNE U IIOCTAHOBKY Ha YYE€T JOKYMEHTOB M €JIMHHI] XpaHEHHs, TpeOyroIuX
(QU3UKO-XMMHUYECKOH, MPOMHIAKTUYECKON W/MIM PecTaBpalliOHHO-IPOPUIAKTHYECKOHN
00paboTKy;

OpraHU3aIHIo0 PO3BICKA OTCYTCTBYIOIIUX JOKYMEHTOB.

10.5. IIpu nmpoBepKe HaIW4Ks JOKyMEHTOB HE0OX0IUMO:

COXPaHATh MOPAIOK PACIIOIOKEHHS eJUMHHUII XpaHEHHs COTJIACHO TONOrpa(guIecKum
yKa3aTessiM;

[IOMEIATh Ha MeCTa HaJIeXalllero XpaHeHus: 0OHapyKEHHBIE BO BPEMsI IPOBEPKH
HETPaBIIBHO pa3MellleHHbIe €IMHULIBI XPaHEHNS,
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U3BIMAaTh C IIOCIENYIOIIEeW M30IsALueld JOKYMEHTHl, CIWHHIBl XPaHEeHWs,
3apaX€HHBIE  IIECEHBIO X (WIM) JpYrUMH  OHWOJIOTHYECKMMH  BpPEIUTENISIMU
(11 TOKyMEHTOB Ha OyMa)KHOM HOCHTEIIE);

npocraBiaTh 0TMeTKy «[IPOBEPEHO» ¢ ykazaHnueM HOMepa U IaThI aKTa IPOBEPKH
B KOHIIE [IPOBEPEHHON OIMHUCH JeJl.

10.6. I'lo pe3ynpraTaM MpOBEPKH HAIUYHS JOKYMEHTOB JOJDKHBI OBITH COCTABJIEHEI
U ITOAIIMCAaHbl KOMHCCHEH, a 3aTeM YTBEPXKICHBI IIpe/iceiaTeNIieM Cyia:

aKT IIPOBEPKH HaAJIW4YUs U COCTOSHHSI apXUBHBIX NOKYMEHTOB (mpuiiokeHue Ne 24
K HacTosed MHCTpyKIum);

aKT O TEXHHWYEeCKMX OIIMOKaX B YYETHBIX JOKyMeHTax (mpuiioxenue Ne 19
K HacTosel MHCTpyKINK), KOTOPBIM COCTABIISETCS B CITydae BBIIBICHUS HECOOTBETCTBUS
3aIIMCEN B apXUBHBIX YYETHBIX JOKYMEHTaX (hakTU4ecKOH HHpopMalny;

akT 00 oOHapyXeHHH apXUBHBIX JOKYMEHTOB, HE OTHOCSINUXCS K JaHHOMY (OH.Y,
Hey4YTeHHBIX (mpunoxenue Ne 20 x Hactosmeid VHCTpYKIWK), KOTOPBIA COCTaBJISETCS
B Clydae OOHapyXKeHHUsS HEYYTCHHBIX apXWBHBIX JOKYMEHTOB, HE OTHOCSIIUXCS
K JaHHOMY (QOH/Y.

IIpoBepka HaIM4Us JOKYMEHTOB CUMTAETCS 3aBEPIISHHON II0CIIe YTBEPXKASHUS aKTa
IIPOBEPKA HAJMYUsl W COCTOSHHS apXWBHBIX JOKYMEHTOB, IIOCIIE€ BHECEHHS
II0 pe3yJibTaTaM MPOBEPKU HEOOXOIUMBIX U3MEHEHUH B apXUBHBIEC yUYETHbIE JOKYMEHTHI.

10.7. Ecnu npoBepKoi HAMTWYUsI JOKYMEHTOB YCTaHOBJIEHO OTCYTCTBHE TOKYMEHTOB,
JNOJDKEH OBITh OpPraHM30BaH MX PO3BICK, MPOBOAMMEIN B TEYEHHE OJHOTO roja C AAThI
BBISIBIICHUS UX OTCYTCTBUS. JloIyckaeTcs NpoyieHre CpoKa po3bICKa TOKyMEHTOB Ha 1 ro.

B cmywae oTpuUmaTeNnbHBIX ~ pPe3yJbTATOB  PO3BICKA  COCTABISETCS  aKT
O HEOOHapy)XeHHUU apXUBHBIX [TOKYMEHTOB, IIyTH pO3bICKA KOTOPBIX HCUEpIIaHBEI
(mpunoxxenne Ne 21 x Hacrosmed MHCTpyKumu), yTBEp)XKIAaeMBbIl IpeceaaTeieM cyaa
II0 COTJIaCOBAHUIO C D3KCIEpTHOM KoMuccuedl cyna. K akTy mnpuiaraercss crpaBka
0 mIpoBeleHUM po3bicka. Cyl — MCTOYHUK KOMIUIEKTOBAaHUS IOCYAApCTBEHHOI'O apXHBa
B clydyae HeOoOHapyXeHHs IOKYMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHOro (QoHIa
Poccuiickoit ®enepanuy, MODKEH MPEACTaBUTh aKT O HEOOHApYXEHHHM apXUBHBIX
IOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX UCUEPIIaHbl, B COOTBETCTBYIOIIUN rOCy AapCTBEHHBIN
apXyB WM YIIOJTHOMOYEHHBIH OpraH HCIIOJHHUTENBbHON BiacTu cyOwpekTra Poccuiickoil
Qenepanuu B chepe apXUBHOTO Jeja M JEJIOINPOU3BOJCTBA JUISI IIPHUHATUSA pEIIEHHUS
O CHATHH YTPadeHHBIX €IMHUI] XPAaHEHHUS C y4deTa.

10.8. ApXuBHBIH JOKYMEHT, COCTOSIHHE KOTOPOrO MCKIIIOYaeT BO3MOXXHOCTH
BOCCTAHOBJICHHSI €r0 MaTE€pUalbHOTO HOCHUTENI W HCIIONB30BaHUs (BOCIPOU3BENEHHUS)
cozepialelics B HeM HHGOpMaluy, IPU3HAETCS] HEUCIIPAaBUMO ITOBPEXKAECHHBIM.

10.9. Ilpu BBIABICHHH HEHCIPAaBUMO IIOBPEXAECHHOIO apXHBHOIO JOKYMEHTa
COCTaBJISIETCS aKT O HEHUCIIPABUMBIX ITOBPEXICHUAX ApXUBHBIX TOKYMEHTOB (IIPUIIOKEHHE
Ne 23 k wnHacrosmedt HMHCTpyKUHMH), KOTOPBIA yTBepXAaeTcs IHpelaceaTeeM Cyna
II0 COIIACOBAHMIO C OKCIEPTHOM KOMHUCCHEH Cya.

B ciydae BbISBIEHHS HEUCIIPABUMO IIOBPEXISHHOIO JOKyMEeHTa ApXUBHOIO (hoHAa
Poccutickoit @enepaniui akT O HEUCIPABUMOM ITOBPEXIEHUU apXUBHBIX HTOKYMEHTOB
HampaBnsgeTcss Ha paccMorpeHue OIIK apxXWBHOro ydpexxAeHHs IIOCIIE COIIaCOBaHMs
C DOKcrepTHOW komwuccued. Ilocie BBIHECEHMsI pEIIEHHs O IPU3HAHUU apXUBHOI'O
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JOKYMEHTa HEHCIPaBUMO ITOBPEXIECHHBIM aKT YTBEp)KIaeTcs IIpefcenareieM cyaa U
COOTBETCTBYIOLIHE H3MEHEHHUS BHOCATCS B aQpXUBHbBIE YUETHBIE IOKYMEHTEI.

10.10. Ilpu cmeHe mpexacenatens cyna NpueM-liepenada apXHUBHEIX JOKYMEHTOB,
ApXMBHBIX YUYETHBIX JOKYMEHTOB U CIIPAaBOYHO-IIOUCKOBBIX CPEJICTB K HUM (aJiee — IprueM-
epejiaya JIej1) OCyLecTBIsIeTCS KOMUCCHEH, Ha3HAYaeMOM TIpejiceaaTelIeM Cy/Ia.

IIpu mpueme-nepesnaye men IPOBOAUTCS CIUIOLIHAS WM BLIGOpPOUYHAs IPOBEpKA
HaJU4¥sl U COCTOSHHUSA JOKYMEHTOB, ApXHBHBIX YUETHBIX JOKYMEHTOB H CIIPaBOYHO-
IIOMCKOBBIX CPEJICTB.

IIpuem-niepenada nmen odopmisiercs aktoM (mpuioxenune Ne 38 k HacTosIei
HNucTpyKIun).

11. Opranusanus HCNOJIb30BAHUS JOKYMEHTOB apXHUBa

11.1. Mcnone3oBaHue JOKyMEHTOB apXUBa Cyia IIPOBOAUTCS TOJBKO C pa3pelieHust
npencenaress cyna (yrnoJlHOMOUYEHHOIO UM 3aMECTHUTENS IpeceIaTens Cyaa).

PaboTHUK, OTBEeTCTBEHHEIH 3a pabOTy apX¥Ba Cya:

BBIJIa€T JOKYMEHTAJIbHEIE MATEPUAIIB] B CTPYKTYPHBIE IOApa3IeTICHNUS;

HaIpaB/IsSeT Ha OCHOBAHMM IMHCBMEHHOIO 3allpoca MaTepHalbl B APYyTHe OpraHsbl,
OpraHU3ally U YUYPEXKIEHUS 10 yKa3aHUIO IpeaceaaTelis Cya;

UHQOPMUpPYET IpefcenareNs Cyla O COCTaBe M COAEP)KaHHU JIOKYMEHTAIBHBIX
MaTepHaJioB;

BEIJIAET CIIPABKH U BBIIIUCKH U3 apXUBHBIX JOKYMEHTOB.

11.2. Brigaua enuHULl XpaHEHUs U3 apXUBOXPAHIIIMINA IOJJIEXXUT 00s3aTEIbHOM
bukcanMy B KHHIe BBIJAYM eJWHUI] XpaHEHHs BO BpPEMEHHOE IMOJB30BAHUE
(mpunoxxerue Ne 27 k HacTosIIed MHCTPYKITHN).

11.3. Brigauy gen Ha OyMa)HOM HOCHUTENE U3 apXMBOXPaHWIUILA U IpPUEM
uX 00paTHO, B TOM YHCJIe MOTUCTHYIO IPOBEPKY HATUYUS U COCTOSHUS JOKYMEHTOB IIepe]
BEIZIaUel U3 apXUBOXPaHWIUIIA U [IPU BO3BpaTe, IPOU3BOAUT pabOTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa CyJa, B IPUCYTCTBHH JIUIIA, TOJyYaroIero (BO3BpaIlaroliero) aeia.

B ciaydae ecnu nocie Bo3BpallleHHs Jeia paOOTHHKOM, OTBETCTBEHHBIM 3a paboTy
apX¥WBa CyJa, BBIABICHO U3BATHE, IIOBPEXIEHUE MAaTEepHallOB [ejla, a TaKXe BHECEHUE
B HUX MCIIPaBICHUN U JONUCOK, 00 3TOM He3aMeUIUTENIFHO coobIaeTcs MpecenaTelo
CyJa WU €ro 3aMeCTUTEITIO.

11.3.1. EnuHuLE XpaHEeHWs, BbIIaBaeMble BO BPEMEHHOE II0JIb30BaHUE, JTOJDKHBI
UMETh apXWBHBIA LIH(p, NPOHYMEPOBAaHHBIE JIUCTHI, JUCT-3aBEPUTENb Jella U JIACT
HCIIOIB30BaHus JOKyMeHTOB (mpuiioxxeHue Ne 28 k Hacrosimeit MacTpykumm).

Briaya enuHUI] XpaHEeHUs, HAXOIAIUXCSA B HEYIOBIETBOPUTEIHFHOM (PH3NIECKOM
COCTOSHHMM M HE IPOLIeNIINX TEXHUYECKOro O(GOpPMIIEHHS U OINHCaHUSA, MOXET OBITH
OTpaHNYeHa.

11.3.2. IloaroroBka apXWBHBIX JOKYMEHTOB K Bbljau€ U3 apXHWBOXPaHWIHIIA
BKJIIOYAeT BBIEMKY apXHBHBIX JOKYMEHTOB, CBEPKY apXMBHOI'O IIH(pa U 3arojOBKOB
C OIKCBIO JeJI, MPOBEPKY (PU3UUECKOTO COCTOSHHUSA Jea.

11.3.3. DnekTpoHHBIE [NOKyMEHTHl BBIAAIOTCS W3 apXUBOXPAHUIHUIIA B BHUJE
9JIEKTPOHHBIX KONHMM WiIM Kommi Ha OyMa)KHOM HOCHUTeNle, KOTOphle CO3[a0TCs
Ha OCHOBE paboduero sk3eMIUIsipa KOHTeHHepa 3JIEKTPOHHOIro JokyMeHTa. Ha apXWBHBIX
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KOITMSX, BKJIIOYasi apXUBHBIE KONUU Ha OyMa)XHOM HOCHUTEJIE BJIEKTPOHHBIX JOKYMEHTOB,
apXUBHBIE IIU(PEl MPOCTABIAIOTCS Ha O000pOTE Ka)XIOro JMCTAa apXUBHOW KOITHH,
a 3aBEpUTENIbHAS HAIIUCh U OTTUCK [TIe4aTH — Ha 000pOTe MOCIeIHEro JUCTa KOUH,

Ilo 3ampocy nMl, UMEIOUIMX IPaBO Ha MOJy4YeHHWE KOIHUU JTOKYMEHTOB, U IIPH
HaJIU4YUU TEXHUYECKON BO3MOXXHOCTU apXHUBHBIE CIIPABKU (BBIMTUCKHA) MOTYT BBIAABATHCS
B OJIEKTPOHHOH (¢opMe Ha OJJIIEKTPOHHOM HOCHTeNe JHOO IIepechlIaThCsl 10
UH(OPMaIMOHHO-TEIEKOMMYHUKAI[IOHHBIM CETSIM.

ONeKTpOHHBIE apXUBHBIE CIIPaBKY (BBITUCKH) 3aBEPSIOTCS SJICKTPOHHON ITOAMKUCEHIO
IpeceaTelIsi CyJia Uild ero 3aMeCTUTEIS.

@DakT BbIJaYU KOMHUHN 3JIEKTPOHHBIX NOKYMEHTOB (hHKCUPYETCS B )KypHaje BhIIaud
3JIEKTPOHHBIX JOKYMEHTOB.

Hoctynm cymeii u paOOTHHKOB CyAa K DOIEKTPOHHBIM JOKyMEHTaM apXWBa
OpU HAIMYUA UHQOPMALKUOHHONW CHUCTEMBI MOXET OCYLIECTBISTHCS HEIOCPEICTBEHHO
C pabouMx MeCT B COOTBETCTBHM C YCTAaHOBJIEHHBIMM IIPHUKA30M IpefcenaTens cyaa
IIpaBaMHU IOCTYIa K JOKyMEHTaM.

Ilo pemenuro mnpencenartens cyna apXyB CyIa MOXET IIPENOCTABIATE CYIbSIM
U pabOTHHKAM Cyza 3JIeKTPOHHBIE TOKYMEHTEHI I10 JIOKaIbHOU CeTH cyla. B aToMm ciydae
BEIETCsl 3JIEKTPOHHBIM JXypHal ydyeTa BBIAa4M 3JIEKTPOHHBIX JOKYMEHTOB W3 apxXuBa,
B KOTOPOM (DUKCHPYIOTCS: aTa BbIAA4Yd, (aMUIUs, MHULIHAJIBI 3alIPOCUBIIETO TOKYMEHT,
Ha3BaHUE CTPYKTYPHOTO MOApa3/eNeHUs], 3arojlIOBOK U YYETHBIH HOMEpP BBIIAHHOI'O
JOKYMEHTA.

11.3.4. JIoKyMeHTHI BBIJAIOTCS U3 apXUBOXPAHUIUINA HA CPOK, HE IIPEBBILIAFOIIHIN:

OJIHOT'O MECSIA — IS KCIIOIB30BaHUS CYIbSIMH, paOOTHUKAMU Cy[1a;

IIIECTH MeCSIeB — CyIeOHBIM, MPaBOOXPAaHUTENbHBIM U HMHBIM YIIOJIHOMOYEHHEBIM
opraHam.

[IponneHne YCTaHOBJIEHHBIX CPOKOB  BBIAAYM JOKYMEHTOB  JIOILyCKaeTcCs
C paspelleHMs Mpeicenarelss Cyaa Ha OCHOBAaHMU JOKyMeHTa (IIHCbMa, CIIyKeOHOMH
3aIIMCKH) TTOJIB30BATEINS O TIOTBEPKACHIUH 00€CIIeUYeHUs] COXPAaHHOCTH TOKYMEHTOB.

11.3.5. Bolgaua apXuBHBIX JOKYMEHTOB BO BpeMEHHOE II0JIb30BaHME CYIEeOHBIM,
IIPaBOOXPaHUTEIBHBIM U UHBIM YIIOJTHOMOYEHHBIM OpraHaM IIPOU3BOJAMTCSA Ha OCHOBaHUH
aKTa O BBIJaye apXUBHBIX JOKYMEHTOB BO BPEMEHHOE MOJb30BaHME (IpuiaoxeHue Ne 25
K Hactosmeh MHcTpykiun). [Ipu HanpaBlieHUU 3alpallliBaeMbIX apXUBHBIX TOKYMEHTOB
IIOYTOW WM JPYTMMH BHIaMU CBs3U B rpade «lIpumedaHus» akra YKas3bIBarOTCS
PEKBU3HUTHI JOKYMEHTa-3apoca U COIIPOBOIUTENLHOIO MMChMa CY/Ia, 8 TaAKXKe PEKBU3UTHI
BXOJISIIIIEr0 JOKYMEHTa, KOTOPBIM OHHU OBLIM BO3BpallleHbl. B 3TOM cilydae npocTaBieHUe
IIOIIKCH pabOTHHKA OpraHU3alMK-TIONydaTells B aKkTe He TpedyeTcs.

Brimaua apxXWBHBIX JOKYMEHTOB CYyAbSAM, PYKOBOIHUTEISIM  CTPYKTYPHBIX
HOJpa3IelIEHUi cyia B LENAX pealn3aluyl UX CIyXKeOHBIX 00sS3aHHOCTEH IPOU3BOMUTCS
IpY COIJIACHH Tpejcenarens cyna (3aMecTHTeNsl IpejcefareNs Cyla) Ha OCHOBaHHH
CiTy>xeOHOM 3aIlMCKH Ha BbIIaYy €OUHULl XPAaHECHHUS.

JIuno, roay4duBIIIee 1ej0 U3 apXuBa Cyla, OTBEYAET 3a Er0 COXPAaHHOCTb.

11.4. Ha MecTo BBITaBaeMBIX €IMHUI] XpPaHEHUS U OMUCEH Aell JOJDKHA IIOMEIAThCs
(moIKIaaBIBaTECSA) KapTa-3aMECTHUTENh €OUHUIBI XpaHeHus (mpuioxenume Ne 29
k Hacrosmedn MHcTpykiun). [1pu Bo3BpaleHUU eqUHULIBI XpaHEHHs KapTa-3aMeCTUTElb
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MU3BIMAETCs ¥ XPaHUTCS 10 MUHOBaHUS HaJOOHOCTH.

11.5. Brlmaua HaxoOIIIMXCS B apxXhBe CyIeOHBIX JAel (HHBIX MaTepUajioB)
JJIs O3HAaKOMIICHHUs JIMIaMH, YYacTBYIOIIMMH B Jelle, UX NPEICTABUTEISIMH, a TakKe
MHBIMM JIMIIAMU OCYIIECTBIISIETCSI B IOpsiAKE, YCTAaHOBIEHHOM IIpelcenaTelieM Cyha,
Ha OCHOBAHMH UX IIMCBMEHHOIO 3asBJICHUS U IIPU NPEIBSIBICHUN JOKYMEHTOB COTJIACHO
npritoxxeHnro Ne 39 x Hacrosmen MHCcTpyKkimy.

11.6. O3HakomiieHHe ¢ CyJeOHBIM AEIOM IOJDKHO IPOW3BOAUTECS B CIIEHHATBHO
000pyIOBaHHOM JJIsI 3TOH LIENIH IOMEILEHUH Cy/1a B IPUCYTCTBUU pabOTHHUKA apX¥Ba Cya
(MHOTO YIOJTHOMOYEHHOro pabOTHHKA ammapara Cyia) B YCIOBHUIX, KOTOPEIE HCKITFOYatOT
U3BATHE, IIOBPEXKICHUE, YHUYTOXKEHHE MaTEepHUalloB Jejl, a TakK)Ke BHECEHHEe B HHUX
UCIIPaBJICHUN U JOMHCOK, Iiepeiady uX APyroMy JIUILY.

O6 03HaKOMIICHHUH C JIEJIOM JIelaeTcsi OTMETKa B JINCTE UCITOJIb30BaHUS JOKYMEHTOB
(mpunoxenue Ne 28 x Hacrosimed MucTpykium). [Tpu oTkase jwia, 03HAKOMHBIIETOCS
C ZeJIoM, OT HOJIKCH, 3aluch 00 O3HAKOMJIEHHHU C JEeJIOM IPOU3BOAMUTCS pabOTHUKOM
apxuBa CcyJa.

11.7. O3HakoMJieHWE JIULAMH, Y4YacTBYIOIIMMH B Jejie, UX MPEJCTABUTEISIMHU,
a TaKKe HHBIMH JIMIaMH C ayJIHho3aIlichio CyneOHOro 3aceNaHus, MpHOOIIEeHHON
K cyaeOHOMY meiy, MPOW3BOAMTCS IO WX IHCHbMEHHOMY 3asBJIEHHIO B IOPSIKE,
npenycMoTpeHHoM myHkTamu 11.5 u 11.6 HacTosmei MHCTpyKInH.

O3HakOMJIEHHE C ayaWO3aliChl0  CyAeOHOro 3acefaHusi  IIPOU3BOAUTCA
B CHe[UalbHO O0OpYHOBaHHOM JMJI O3TOH LIeNH IOMEIIeHWH CyAa B IIPUCYTCTBHH
paboTHHKa apxwBa Cyna ITyTeM IPEedOCTaBICHUs] BO3MOXXHOCTHA IPOCITYIIMBAHUS
COOTBETCTBYIOIIEH ayIMO3aIKCH C UCIIOJIF30BaHUEM HEOOXOIUMBIX TEXHUYECKUX CPEJCTB.

11.8. IlpaBo Ha CHsATHE KONHUH JOKYMEHTOB C MaTepHaJIOB Jejla 3a CBOH CUET,
B TOM YHUCJIE C HCIOJb30BaHUEM TEXHHYECKHUX CPEJCTB, NMPENOCTABISETCS CIIEIYIOIIUM
TULaM:

OOBHUHSIEMBIM, OCYXICHHBIM, OTIPaBIaHHBIM, UX 3aLIUTHUKAM U IIPEICTaBUTEIIM;

IIOTEPIEBIINM;

IPaXIaHCKOMY HCTIy, €ro MpPeACTAaBUTENI0 B YacTH KONUN IIpOLIeCCYaJIbHBIX
pelIeHu, OTHOCAIIUXCS K IIPEeIbIBIEHHOMY UM rpaXJaHCKOMY HCKY;

rpaXXAaHCKOMY OTBETYHKY M €ro MPeICTABUTEIIO B YAaCTU MaTEPHUAJIOB YIOJIOBHOIO
IieJia, KOTOphIe KacaroTcs IPaKJaHCKOTO HCKa,;

CTOPOHaM W HHBIM JIMIIaM, yYacCTBYIOIIMM B TPaXXJaHCKOM [ejle, a TaKkKe HX
IIpEICTaBUTEIISIM;

JIYLaM, YYacTBYIOIIUM B aIMUHUCTPATUBHOM JEJIE;

JULaM, y9aCcTBYIOIIUM B Jiefie 00 aAMUHUCTPAaTUBHOM IIpaBOHAPYILICHUH;

peadMIMTUPOBAHHBIM JIMI[AM, & C HMX COrJlacusi WIM B Clly4ae HX CMEPTH —
pPOACTBEHHUKaM (MOKIUBEHIIAM) B YaCTH O3HAKOMIJICHHS C MaTepHalaMU IIpeKpallleHHbIX
YTOJIOBHBIX M aJMHHUCTPATHBHBIX JeJl U TOJy4deHHs ¢ HuX Komui (ctarba 11 3akoHa
Poccuiickoit ®@eneparuu ot 18 okTsa6ps 1991 r. Ne 1761 - I «O peabunuranuu >XepTB
IIOJIUTHUYECKUX PEMPECCUIR).

VKkazaHHBIE NMIIa CHUMAIOT KOMWHM II0 MHCBMEHHOMY 3asiBJICHUIO B IIOPSIKE,
YCTaHOBJIEHHOM IIpeJicefiaTelleM Cyaa WIH CyAbed, NMpeiceNaTelbCTBYIOIUM II0 JENy.
JlaHHOE€ NHCHEMEHHOE 3asBJICHHE C pa3pellarolled pe3oNonued Ipeacenarens cyna
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WU CYHIbH, IIpeACeNaTelbCTBYIOIIEro MO0 [ely, IOALIMBaeTcI B CymeOHOe [ero,
HaxoxsIIeeCss Ha XpaHEeHHWH B apXUBe CyZa, U BHOCUTCS BO BHYTPEHHIOIO OIUCH Jeja.
B ciyyae npenpsBneHus 10BEpeHHOCTH K A€y IIPHOOIIAETCS TAKKE €€ KOIIHS.

CHATBIE 3a CBOM CUET KONMH C MAaTepHalloOB CyAeOHOro Jeina, B TOM 4YHCIIE
C IIOMOILBIO TEXHUYECKHUX CPENICTB, CYJIOM HE 3aBEPSIFOTCS.

11.9. Beinaga xomnuii JOKyMEHTOB U3 CyJeOHOTO Jiejia, HaXOASLIErocs B apXUBe Cy/a,
JULaM, YYacTBYIOINUM B Jeje, IIPOU3BOAUTCS II0 HUX IHUCEMEHHOMY 3asBIICHHIO
C paspelleHHs] CyIbH, B IIPOU3BOICTBE KOTOPOrO HaxOAWJIOCH JEN0, WIH Npeacenarens
cyJa (YIIOJIHOMOUEHHOT0 UM JIHIIA). BeIgada TakuxX KOMUi U3 CyneOHOro Jejia MHEIM JIAIAM
Y OpraHU3alHsIM IIPOU3BOAUTCS paOOTHUKOM apXHBa CyJa IO MACEMEHHOMY 3aIIpOCy HIIH
3as4BJICHHIO Ha OCHOBAHUM pE30JIIOIMU IIpefcenarens CcyAa WIH YIOJHOMOYEHHOIO
UM JIMIIA, O YEM JIeJIaeTCsl COOTBETCTBYIOIIAsl OTMETKA B XKypHAJIe PErUCTPALIMH BhIIAHHBIX
KOIIMH, BBINNUCOK, JOKYMEHTOB (mpunoxxenne Ne 35 k HacTosmed MHCTpyKIwm).

11.10. BsimaBaemble CyIOM KONHMH CyAeOHBIX akTOB (IIPUTOBOp, pEIEeHHE,
olpelelieHre, IOCTaHOBIIEHUE, CyIeOHBIN MpUKa3) AODKHBI OBITh 3aBEPEHBI IOAIMHUCIMHE
CYyIbH, IIpELICENAaTEIbCTBYIOIIETO 10 eIy, a B Cllydae ero OTCyTCTBHUS — IIpeJiceIaTeNis Cyaa
(3amecTUTeNs TpencenaTesisi CyAa) WM WHOIO YIIOJTHOMOYEHHOTO MM JIMIA, CeKpeTaps
cyZa aub0 MHOTO YIOJHOMOYEHHOro pa0OTHHKA ammapara cyjaa, a Takxke repOoBoi
neyatbio cyna. IIpum 3aBepeHHH COOTBETCTBUS KOIKU CyAeOHOro akTa MOIMHHUKY
Ha JIMIEBOM CTOpOHE IOCIEeOHEero JUCTa ITOJ TEeKCTOM KOIMUU CyJeOHOro akra (HKXKe
pexBusuta «I[lommucey) mpocraBnsitores mramn «Komus BepHa» (mpmioxenue Ne 30
K HacTosmed MHcTpykiun) 1 repboBas meyaTs Cyaa.

NsrotosneHne 3aBepeHHBIX KOMUM CyneOHBIX aKTOB M HMHBIX JOKYMEHTOB Cy[a
OCYILECTBIISIETCS YIIOJHOMOYEHHBIM Pa0OTHHKOM apXuBa cyAa. B mpaBoM BepXHEM yriy
MIepBOTO JIUCTA JOKYMEHTA IIpocTaBisieTcs mramil «Komus.

11.11. Ecnu xomus JOKyMEHTa COCTOMT M3 HECKOJBKUX JIMCTOB, TO BCE JIUCTHI
JOJDKHBI OBITH MPOHYMEPOBAHBI, IMIPOIIUTHI MPOYHON HUTBHIO, KOHLIEI KOTOPOX BBIBOZSTCS
Ha OOOpPOTHYIO CTOPOHY ITOCJIEIHEro JINCTa KOIHMHU TOKYMEHTa M CKPEIIIOTCS CKOOOM
C HCIOJB30BaHHEM CTeIulepa; Ha OOOPOTHOM CTOpPOHE IIOCIEOHEro JHCTa B MecTax
CKpeIUIeHUsI HakKJenBaeTCs OyMakHas Hakjeldka ¢ 3aBepUTEIbHOM HAAIMKCHIO
«IIPOHYMEPOBAHO U CKPEIUIEHO IeYaThIo JIUCTOB, OAMHICH » (IpusioxeHue
Ne 31 x Hacrosmeit MHCTpykuuu) C yKasaHHEM CyJa, KOTOPBIM BBIIAETCS KOIHUS
nokymeHTta. [Toanmucek ckperuisercs repOboBoi medarsio cyaa. ['epboBas medaTs CTaBUTCS
TaKuM 00pa3oM, YTOOBI YACTHYHO 3aXBATUTh OTPE30K OyMaru, 3aKIeUBarOLIUi KOHLIBI HUTH
T00 MECTO CKPETUICHHS.

11.12. B cnydae eciy BBIIMIECTOSIIIUN CyZ HM3MEHUJ pELIEHUE Cy[a, Ha KOIHHU
cyne6Horo axrta (IIPUrOBOpa, DEIIEHHs, OIpeleNieHHs, ITOCTAaHOBICHUS, CyIeOHOro
priKasa) 00 3ToM JeitaeTcs oTMeTka. Ha BeijaBaeMoit Konuu cy1e0HOro akta paboTHHKOM
apxmBa CyJa TakXe JellaeTcsi OTMEeTKa O JaTe BCTYIUIEHHS €ro B 3aKOHHYIO CHILY
U YKa3bIBaeTCs, B KAKOM JieJie MMOAIINT MOJIMHHBIA JOKYMEHT U B IIPOU3BOACTBE KAaKOIO
CyZa HaxOAWIOCh AEJO.

11.13. Komuu 3ampaliimBaeMbIX CyAeOHBIX aKTOB, KOIHH ayJHO3allUCH CyIeOHBIX
3aceaHMi, a Tak)Ke apXuBHEIE crpaBku (mpuiioxenue Ne 34 k Hactosmed MHCTpyKInm)
H3rOTAaBJIMBAIOTCS pPabOTHMKOM, OTBETCTBEHHBIM 3a paboTy apxuBa Cyaa, B CpOK,
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HE IPEBBIMIAOIIANA [ATHAOUATA KaJICHJApHBIX JHEW, €O JHA IIOCTYIUIEHUS
COOTBETCTBYIOIIETO 3asIBICHUS

11.14. M3roTtoBneHHbIe, HO HE IOJIyYeHHBIE 3asBUTENIEM KOMUHU CyIeOHBIX aKTOB,
IIUCBMEHHBIX CIIPaBOK MEPENarOTCs Il OTIPABKH I10 ITOYTE.

JIuno, rmony4uBIIee KOMUIO Cy1e0HOro aKTa, JOJDKHO HallMCaTh COOTBETCTBYIOIIYIO
pacrucky. B ciiydae HampaBineHus! KOMUKA JOKYMEHTA I10 MTOYTe B IEJI0 IOAIIMBAETCS KOS
COIIPOBOAUTENIFHOTO IHCBMa C HCXOMAIIMM HOoMepoM u pnarod. Taxxke npemaroTcs
COOTBETCTBYIOIIE OTMETKH B JINCTE UCIOJIb30BAHUS JOKYMEHTOB.

11.15. Konuu cyneOHBIX aKTOB MOTYT OBITH BBIAAHBI (HAIIpaBJIeHBI) HHBIM JIUIAM,
YbM HKHTEPEChl HENOCPEICTBEHHO 3aTparuBaroTcs CyAeOHBIM aKTOM, C pa3pellieHus
IIpecenaTeIbCTBYIOIIEr0 CyIbHd WIM Ipefcenarens cyga (B ciloydae OTCYTCTBUS —
3aMeCTUTeNsl TIpejicenareis cylda) 0 IMCBMEHHOMY 3asBIEHHIO (TIpriiokeHue Ne 32
K HacTosieit IHCTpyKIuH), B KOTOPOM JOJDKHO OBITH YKa3aHO, KaKKe I1paBa Uik 3aKOHHBIE
HHTEPECHI ATOT'O JINIa HapyIIeHbl TUMHU CyI1eOHBIMHI aKTaMH.

11.16. TloBTOpHass BBIgaua KOMMM CyneOHBIX aKTOB (peIleHHi, OIpeneeHUH,
IIPUTOBOPOB, ITOCTAHOBJICHWH, CyAeOHBIX MPHUKA30B) JHUIAM, Yy4YacTBYIOIUMM B Je€IE,
WX TMPEICTaBUTENSAM, a TakKXKe JIpyrHM JHIaM, YbU HHTEPEChl HENOCPENCTBEHHO
3aTparuBalOTCsl  CylneOHBIM  aKTOM, OCYIIECTBJIAETCS [0 HMX  IIHUCBMEHHOMY
MOTHBHUPOBAHHOMY 3asIBJIEHUIO B YCTAaHOBJIIEHHOM IIpEICENaTENEM Cyia IIOPSIKE.

11.17. HsroroBneHrHe ¥ BbAada KOIHMH ayAHO3alNCU CyneOHOro 3acefaHus
OCYIIECTBIISIETCS IO MHCBMEHHOMY 3asBJICHHUIO JIHMI, YYacTBYIOIIMX B JeIe,
UX MpeACTaBUTENEH (CTOPOH, HHBIX YIACTHUKOB Cy1e0HOTr0 pa3drpaTenbCcTBa) U 3a UX CYET
B ITOpsIIKE, YCTAaHOBJIEHHOM IIpecenaTelIeM Cy1a.

11.17.1. Ha nuceMeHHOM 3asBieHuu (mpwiokeHne Ne 33 K HacTosllen
WMHCTpYKIIUH) IIpencenarens cyaa (ero 3aMecTUTeNb) AeIaeT COOTBETCTBYIOIIYIO OTMETKY
0 TIOpyYeHHH pabOTHHWKY apXuBa CyJa H3TOTOBUTH M BBIJATH KOIHIO ayIHO3aIluCH
cynmeOHoOro 3acenanus. JlanHoe 3asBiIeHHe TOAIINBAETCS B IEJI0, 4 B CllyJae IIPeAbsIBICHHUSI
JIOBEPEHHOCTH K JIeTy MPUOOIIaeTCsl TAaKXKe €€ KOIHS.

11.17.2. JIns W3roTOBNIEHUs] KOIHWM ayIHO3aIlMCH JIMIO, MOJAaBIIee 3asBJICHUE,
IPEJCTABISET B Cy[ MaTephalbHBIA HOCHTeNb HHpopManuu (¢uem-kapra, auck CD-R,
DVD wu ppyrue HocuTenu WHGOPMAIUU, TEXHNYECKas: BO3MOXHOCTD 3aIIMCH Ha KOTOPEIE
IMEETCS B COOTBETCTBYIOIIEM CyJie).

11.17.3. IlpencraBieHHBIE B CyJO MaTepHalbHblE HOCUTENH HHQOPMAIUH
He JTOJDKHBI COIEpKATh KaKyro-In00 nHpopMaruio. B nensax 6e30macHOCTH Iepes] 3aMChio
IpPEACTaBJIEHHEI B CyJ MaTepUalbHBI HOCHTENb MOXET OBITh OT(QOPMaTHPOBAH
YIIOJTHOMOYEHHBIM PabOTHHUKOM ammnapara cyAa, OTBETCTBEHHBIM 3a H3TOTOBJICHHE H
BBIJ]a4y KOMHUU ayIHO3alKCH, IIOCHIe MPENBAPUTEIBHOIO YBEIOMIIEHHS JIMIA, ITOAABIIETO
COOTBETCTBYIOIIIEE 3asIBIICHUE.

11.17.4. 3ammce aymuodaiiia Ha MaTepUalbHBIA HOCHUTENb JIHIA, ITOAaBIIEro
3asiBJIEHUE, IIPOU3BOIUTCS YIIOJIHOMOYEHHBIM PaOOTHUKOM amlapara Cy/a Ha JIOKaJIbHOM
KOMITBIOTEpPE, HE MPUCOEIMHEHHOM K JIOKAJIBHOW CeTH CyZa U He HMMEIOIIEM TOCTyIa
B ceTh IHTEepHET.

11.17.5. Komus ayauo3amnucu cyqeOHOro 3acelaHus Cy0M He 3aBEPSIETCS.

ITocite BEIIAYM KOIMM ayqUO3aIUCH CyneOHOro 3acefaHus Ha ITHUCBMEHHOM
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3asBJICHMHM OO HM3TrOTOBJICHHM U Bblaue paOOTHUKOM apxXuBa Cyla JellaeTcsi OTMETKa
00 M3rOTOBICHMH M BBIJaue, a JIULOM, MOJYYUBIIAM KOIUIO AYyJUO3AINCH, JeIaeTcs
COOTBETCTBYIOIIAs 3allMCh O NOIy4eHHU. JlaHHOe 3asBiIeHHe MPUOOIIaeTCs K Cyne0HOMY
Jlelly, IIpH 3TOM JEJIaeTCs COOTBETICTBYIOIIAs OTMETKa B JINCTE HCITOJIB30BAHHUA
TOKYMEHTOB.

Henony4yeHHas 3asBUTENEM KOIUS ayJUO3aIUCH CyIeOHOro 3acelaHus IO IIOYTE
HE HaIlpaBJIseTCs.

ONEeKTPOHHBIM HOCHUTENs HH(YOPMAIMK, C KOTOPOTO M3rOTaBIMBAIACH KOIHS,
JNOIDKEH OBITH BIONT B Jel0 (IpUOOINEeH K MPOTOKONY CymeGHOro 3aceaHus)
B YyIIaKOBaHHOM BHJie (KOHBEPT) C yKa3aHHEM Ha yIIaKOBKE HOMepa Jelia, JAThl, a TaKKe
noAnucad paOOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa Cyda. YIIaKOBKa IOJDKHA
obecrieurnBaTh COXPAHHOCTD 3JIEKTPOHHOTO HOCUTENIS OT MMOBPEXACHHUM U TIOPYH.

11.18. IlomnuHHBIE MOOKYMEHTBI U3 CyHeOHBIX Jenl (MHBIX MaTepHalloB)
U KX HaexamuM o0pa3oM 3aBepeHHbIE KOIHH, IIPEACTaBIEHHBIE YYaCTHUKAMMU
CyZIOIIpOM3BOACTBA (JIMLIaMH, YYacTBYIOIIMMH B Jejie), a TaKXe CIPaBKH II0 JeaM
BBIJJAIOTCSI UM PaOOTHUKAaMU apXvBa CyJa Ha OCHOBAaHHUU HX IHCHBMEHHOTO 3asBJICHHS,
IpYTHUM CyJam, opraHaM [O3HaHWS U CIENCTBUS — Ha OCHOBAaHHH MOTHBHUPOBAHHOIO
3ampoca ¥ (WMHM) HMHBIX  HEOOXODUMBIX  JIOKYMEHTOB, IIPeIyCMOTPEHHBIX
3akoHomarenbcTBOM Poccuifickoit Depepanmu. Ha 3asBneHMHM WIM 3alIpoce O BhbIAAde
NO/JIMHHBIX TOKYMEHTOB M3 CyJIeOHOT0 Jejia MPOCTABISIETCS pa3peliaroias pe30JItoLus
npeacenaTens cyaa (3aMecTHTeNs Ipecenaresis Cyaa).

11.18.1. B3ameH BBIJAaHHOTO NOMJWHHUKA K JelIy IpHUoOIIaeTcs ero Komus,
3aBEepeHHas CyAbel U repO0OBOi mevaThio Cya.

11.18.2. Ilpm BBImaYe MOATUHHHUKOB IOKYMEHTOB M3 CyIeOHOro Jena Ha HUX
3aBEPEHHBIX KOMUIX JOJKHBI YKa3bIBAThCSl (PaMUIIUSI, UMsI, OTYECTBO JIMI[A, IOJyIUBILIETO
NOKyYMEHT, €ro MHpolecCyalbHOE IIOJIOKEHUE I0 Jelay, [JaHHble JOKYMEHTa,
YIAOCTOBEPSIOIIEro JUYHOCTh. B MOMydeHUU HOKYMEHTa 3TO JHULO AOJDKHO PacIucaThbCs
U IPOCTaBUTH AaTy moJjiyueHus. JIMIo, BeIgaBllee NOKYMEHT, NOJDKHO yKa3aTh CBOXO
baMunIuo, MOMKHOCTH W IOCTaBUTh TOMANKUCH. [Ipu TpenabsBICHUH ITOBEPEHHOCTU
HEOOXOAMMO CHSATH C Hee KOIHIO U MOAIIUTE B JETIO0.

11.18.3. JlokyMeHTBI, Ha OCHOBaHHM KOTOPBIX M3 CyIeOHOro Jejla BBIIAHBI
NOMIMHHUKHA, a TakXe HMX 3aBepeHHble KONWU IOMAIIMBAIOTCA B Jeno. B ciydae
HalpaBJICHUs TOIJWHHOIO AOKYMEHTa 3aKa3HOM IIOYTOM B JIEJI0 TaK)XKe ITOMIIMBAETCS
KOIIUS COIPOBOJUTENBHOTO MUCHMa C UCXOIAIIUM HOMEPOM U JTaTOMH.

11.18.4. TTopsimok ¥ CpOKH BbIIa4X ITOAIUHHBIX TOKYMEHTOB, X 3aBEPEHHBIX KOIIHH
yCTaHaBIHUBAIOTCS MpeJice/laTeIeM Cyia.

Brimadya mNOHCHMEHHBIX [OKa3aTeNbCTB, HE BO3BPAIEHHBIX IIPEeICTaBUBIIUM
X JIMIaM JI0 Tlepedadd JAella B apxXuB CyJda, MO IPOChOe 3THUX JIUL OCYIIECTBIAETCS
B TaKOM JK€ MOPSIJIKE.

11.19. ITo mucEMeHHBIM TPeOOBaHUSIM OPTaHOB, KOTOPBIM 3aKOHOM IIPEAOCTABIEHO
paBo HCTpeOOBaHMWSA Jejla, U Ha OCHOBAaHUU paCIOpPSDKEHHUs IIpefcenareis cyna
WJIH €ro 3aMEeCTUTEJIS CyNeOHbIe Jiea HallpaBIISIIOTCS UM B TPEXIHEBHBIN CPOK.

11.20. PaboTHuk apxuBa Cyla OOs3aH KOHTPOJIUPOBAaTH BO3BpaT Jejl B apXuB
U HE peXke OHOTr0 pa3a B MecsI JOKJIaAbIBaTh IIPEICcenaTello Cyaa.
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Jlo BosBpamieHus Jpgena B Cyn TpeboBaHME O €ro BBICBUIKE, KOIHH
COIIPOBOJUTEILHOIO ITKUChMa, IIPUT0BOPA WU PEIIEHUS XPaHITCS B KOHTPOJIBHOM Harnke.

B kHMre BeIauM eIUHUIl XpaHEHHS BO BPEMEHHOE II0Jb30BaHHe (MPUIOKEHHUE
Ne 27 x Hacrosmel MHCTpYKIIMK) U3 apXuBa CyJa OTMEUYaeTcs, Koraa, KOMY U [0 KaKOMy
3aIIpOCy JIeJIO HaIlpaBJIEHO, KOTrJla U KEM OHO BO3BPAIIICHO.

11.21. B cnyyae ©OCTyIUIEHHS B CyJ 3asBiIeHHs B3bIcKarens (JIubo ero
IIPEICTABUTEIIS) O BblAaue (HalpaBiIeHHUH) UCIIOTHHUTEIBHBIX JOKYMEHTOB IO CYyIeOHBIM
JerjaM, HaXxONAIIMMCS B apxuBe cyJa, UX ogopmieHue, HampaBlieHHe (BbIaya)
OCYIIECTBJIAIOTCS B IIOPSIKE U CPOKHU, YCTAHOBJIIEHHBIE COOTBETCTBYIOLIEH WHCTPYKIUEH
10 cyeOHOMY JIeJIOIIPOU3BOICTBY.

11.22. OszHakomiieHWE ¢ MaTepuajaM{d YrOJIOBHOTO Jejla, CHITHE KOTIMH
C YrOJIOBHOI'O Jefia, K KOTOpOMY MPUOOIEH OlleYaTaHHbIM KOHBEPT C ITOCTAHOBJICHHUEM
CIe[0BaTellsi WU JO3HABaTelsl O COXPAaHEHWU B TailHe JaHHBIX O JIMYHOCTU y4YaCTHHKA
CJIIEACTBEHHOI'O JAEHCTBUS, OCYILECTBIISIOTCS C YYETOM IMOJIOXKEHUHN IMyHKTa 9 ctatbu 166
YronosHO-IIpoueccyanbHoro kogekca Poccuiickoit @eneparum.

11.23. NHble, He ycTaHOBJIEHHBIE HacTosIIed HCTpyKITHe# paBuiia 03HAKOMIICHHUS
C MaTepHaaMu cyfeOHOro aena, BBIIAYU MMOIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOIIHMA
MaTepuajoB Jeia, ITUCBMEHHBIX CIIPaBOK, KOMUU CyIAeOHBIX aKTOB, OIMpPENeNsIOTCS
IpeficenaTeseM Cya.

12. OGecneyeHue COXPAHHOCTH APXHBHBIX JOKYMEHTOB

12.1. XpaHeHue apXWUBHBEIX TOKYMEHTOB B Cyle OOecledYrBaeTcs peau3alueit
KOMIIJIEKCA MEpOIPUATHNA, HAIpaBJIEHHBIX Ha IOAACPXKAHWE apXUBHBIX [TOKYMEHTOB
B OINTUMAaJIbHOM (U3WYECKOM COCTOSHHM, MHHHMH3AIMIO PUCKOB HMX MOpYH M (WIIH)
yTpaThl, B COCTaB KOTOPOTO BXOJST:

[IPEIOCTAaBJIEHNE M30JIMPOBAHHBIX IIOMEIIEHUN U1 pa3MEIICHUs apXHMBHBIX
JNOKYMEHTOB U TPOBEAEHHUS pabOoT, CBSI3aHHBIX C apXUBHBIM XPaHEHHEM, OCHAIIEHHBIX
CpeICcTBaMH IT0XapOTYIIEHUs, OXpaHHOW M IMOXXKapHOHW CHTHaNIM3aIel, 06opyIoBaHUEM
JUISL XpaHEHUs IOKyMEHTOB;

opra"m3anus u obecredeHre COONIOAEHUS IPOTHBOIIOKAPHOTO, OXPaHHOIO,
TEMIIEPaTypPHO-BIaXXHOCTHOTO, CBETOBOT'O M CAHUTAPHO-TUTMEHUYECKOI'0 PEIKUMOB;

BBITIOJTHEHUE TpeOOBaHMH K pa3MEeILeHHIO JOKYMEHTOB B apXUBOXPaHUIIHILIE;

IIPOBEJEHKE NMPOBEPKU HAIUYHUS U COCTOSIHUS COXPAHHOCTH apXUBHBIX JTOKYMEHTOB
B COOTBETCTBHUU C IIOPSIKOM, YCTaHOBIEHHBIM pa3fenoM 10 Hacrosmein MucTpyKkimmy,

obecrieueHHe BO3MOXXHOCTH IIPOBENCHMS TNPO(UIAKTUYECKOM U TEXHUYECKOU
00paboTKH apXUBHBIX JOKYMEHTOB;

ornucaHue (COCTaBIIEHHWE OIFCEH Jell) U CBOEBPEMEHHAas IIOCTAaHOBKAa apXWBHBIX
JIOKYMEHTOB Ha Y4YeT B COOTBETCTBUH C ITOJIOKEHHUSIMU HacTosAe!d HCTpYKIUH.

12.2. ApxuB pa3Mmemiaercs B 3JaHUUA U (WMJIM) OTAENBHBIX IOMEIICHUSX 3IaHHI.
OcHOBHBIE TOMEIIeHUs, IpelIHa3HAuYeHHBbIE JISI XPaHEHWs, y4eTa, KOMIUIEKTOBaHUs
¥ UCITOJNIb30BaHUs apXWBHBIX IOKYMEHTOB, W BCIIOMOTraTelbHble (aIMHUHUCTPATHBHO-
XO035MCTBEHHOI'0, TEXHHYECKOr0 M OBITOBOTO Ha3Ha4YeHUs), NOJDKHBI COOTBETCTBOBATH
TpeOOBaHUIM, YCTAaHOBIEHHBIM ITyHKTOM 12.1 HacTosme MHCTpyKkumy, a TakKe 00IUMH
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Tpe6OBaHUAMU 0€30IIaCHOCTH K OOIIECTBEHHBIM 3IaHUAM H COOPYKEHHAM .

XpaHeHHe apXUBHBIX JOKYMEHTOB B 3aBUCHMOCTH OT MX 0OBEMOB OCYIIECTBIISETCS
C MCIIOJIb30BaHMEM OZHOI0 UM HECKOJIBKUX BapUAHTOB Pa3MEIEeHHUS

B 3JIaHWM, OTBEYAOIIEM TpeOOBAHMSIM, YCTAHOBJIEHHBIM YIIOJHOMOYEHHBIM
(enepanbHEIM OpPraHOM HCIOJNHHUTENBHOW BiacT B cdepe apxXMBHOIO Jeila o
IIETIONIPOM3BOICTBA%;

B CIENUAILHO OOOpPYHOBAaHHOM ISl XpaHEeHHsl JIOKyMEHTOB H30JUPOBAHHOM
ITOMEIIEHHH — apXHUBOXpaHuauile (IIyHKT 12.3 Hactosmen NHCTpyKIIUN),

B 3alMparoIuxcs mradax wiu cerdax.

PasMelnieHne apxuBa B IIPUCIIOCOOJIEHHOM 3IaHUM (IIOMEIIEHHH) TOIYCKaeTCs
TOJIBKO IIOCJIE ero oOcienoBaHus (B TOM YHCIE MOJBAIBHBIX M YEPAAYHBIX [TOMEIIECHHIA,
paboTOCIIOCOOHOCTH  BIEKTPOCETEH, OTOMMTENBHBIX M  BEHTUIAHUOHHBIX CHCTEM,
IIPOYHOCTH MEXITAXKHBIX [IEPEKPBITUN C yUETOM IMOTEHIIUATBHBIX HATPY30K).

He nomyckaetcs pa3melneHue apxuBa B rapaxax.

12.3. ApXuBOXpaHUIIHILE AODKHO:

OTJEJNIATHCS OT COCEAHUX ITOMEICHU! OTHEYIOPHBIMU CTEHAMY,

UMETh ECTECTBEHHYI0 WM MCKYCCTBEHHYIO BEHTIIALHUIO, OOECIeunBaIoIyIo
PELUPKYIIALHUIO BO3yXa, UCKIFOYAIOITYI0 00pa3oBaHe HEIPOBETPHUBaEMbIX 30H;

COXPaHATh CTaOUIBHOCTH TEMIIEPaTyPHO-BIAXXHOCTHOT'O PEXUMA;

HMMETb BBIXOJIBI K TU(TaM U (WJIH) JECTHUYHBIM KJIeTKaM;

HE MMETh IIPOJIOKEHHBIX dYepe3 Hero TpyO0 BONOCHaOXXEHHs M KaHallU3alluy,
TEXHOJIOTUYECKUX WU OBITOBBIX BEIBOJOB BOJIBI,

He HMEeTb BHYTPU paACHOpEACNUTENbHBIX IIATOB, IPENOXpaHUTENEd U
OTKJIIOYAIOIIUXCSI pyOUITBHUKOB;

HE pacmonaratbCcsi B IOABaJiax U MOMEIIEHUAX, PACIOJIOKEHHBIX HIKE YPOBHSA
IIOBEPXHOCTH 3€MJIM, 33 HCKIIOYEHHEM XpaHMIUI] (IIOMEIleHUH), oOecredrnBaroIuX
3alUTy OT IPOHUKHOBEHHWS B HHUX [PYHTOBBIX, TaJbIX M I1aBOJKOBBIX BOJl, B BETXHX
CTPOCHUAX, MEPEeBSHHBIX IOCTPOMKAaX, ITOMEIIEHUSAX C OTHOCHUTEIBHOHN BIIAXXHOCTBIO
BO3yxa Oosiee 55% ¥ ¢ IeYHBIM OTOILTICHUEM;

UMETh IIPOTHUBOIOXKAPHBIE (METAIIINYECKUE) IBEPH;

MMETh 3aluparollyecs PeleTKH Ha OKHax (IpU pa3MelleHUH apXUBOXpaHMININA Ha
IIOKOJIBHOM, IIEPBOM HJIM BTOPOM 3TaX€E 3JaHHUSA).

Pacuer HeoOxoauMol IUIOIIaM apXUBOXPAaHUIHUINA PEKOMEHIYETCS IMPOU3BOAUTH
C Y4ETOM paCIOJIOXKEHHUS CTEJUIaXENH M X HAIOJHEHHUS B COOTBETCTBUHU C IIyHKTOM 12.7
HacTosmed MHCTpykuuu, a Takke ¢ yd4eToM Bo3MOXKHOcTU pasmerneHus 400 exuHuL
XpaHeHUs Ha 1 KB. M ITOIIA U apXUBOXPAHUIIHILA.

Kaxnomy apxuBOoXpaHWIMINY IPUCBaUBaeTCs HOMEp, KOTOPBIA OTpakaercs
B TONOrpa)MYecKWx yKa3zaTelsx B COOTBETCTBHM C IyHKToM 12.19 HacTosmen
HMucTpyKuum.

12.4. st obecrieveHus qesATeIbHOCTH apXuBa (IIpH HEOOXOIMMOCTH) BBIAEISIOTCS

! ®enepanbblit 3akon ot 30.12.2009 Ne 384-03 «TexHudeckuil periiaMeHT 0 0€30NMacHOCTH 3[JaHHH M COOPYIKEHHHN;
I'pagoctpoutensHslil koneke Poccuiickoit @enepanum.

2 [IpaBuiia OpraHU3aLUY XpaHEHHUs, KOMILIEKTOBAHHs, YUETa U MCIOJIB30BaHMUs JOKYMEHTOB ApXUBHOTO (hoHma Poccuiickoit
Penepauny U OPYrux apXWBHBIX JOKYMEHTOB B FOCYHAapCTBEHHBIX M MYHMUMIANBbHBIX apXUBaX, My3eixX M OHOIHOTEKax,
HayYHBIX OpraHHM3alKsIX, YTBEPKICHHbIe pukasoM PeepalsHOro apxuBHOro areHTcTBa oT 02.03.2020 Ne 24.
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[IOMEIIEHUE [UIS IpreMa JOKYMEHTOB, UX BPEMEHHOI'0 XpaHEHHUs U aalTalliy K HOBBIM
YCIOBHSIM (aKKJIMMAaTH3alKK), pabodyas KOMHATa pabOTHHKA, OTBETCTBEHHOT'O 3a paboTy
apXuBa CyJla, [IOMELIEHUe ISl IPEIOCTaBICHUS JOCTyIIa K apXUBHBIM JOKYMEHTaM.

12.5. ApxuBHBIE JOKyMEHTHI pa3MeIAlOTCs B apXUBOXPAHWIIUIIE Ha CTAllMOHAPHBIX,
IIEpEBWKHBIX U (W) MOOUIBHBIX METAUIMYECKUX CTe/UIaXaX, B METALIUYECKUX
mkadax, cefiax wim KoHTeHHepax.

B  kadectBe chmenuasbHOro  00OpPYHOBaHHMS  BO3MOXXHO  HCIIOJIB30BAaHHE
CTallMOHAPHBIX OTCEKOB-O00KCOB C METAINTMYECKUMHU IIEPEropoKaMu U MOJKaMHU.

He paspemaercs XxpaHeHHWe apXWBHBIX JOKYMEHTOB B TPaHCIOPTHOM Tape,
B IuTabensx, Ha IOy, IIOJOKOHHHMKAX, JIECTHHYHBIX IUIOMIagKaX U ApPYyTHX,
HE MpeHa3HaYeHHbIX JJI UX XpaHECHHUS MecTax.

12.6. IIpu paccTaHOBKe cTeUIaXedl B apXWBOXPAHMIIMLIE IPENIIOYTEHHE OJDKHO
OTHABaThCs UX MEPIEeHAUKYJISIPHON OpPUEHTAIMHU [0 OTHOIICHUIO K CTEHaM C OKOHHBIMU
IIpOEMaMU U pa3MeIleHHIO Ha yaJeHUH He MeHee 1 M OT UICTOYHMKOB TeIla.

12.7. Ilpum paccraHoBke creiiaxeil (mkagdoB, ceiioB) B apXWBOXPaHMWIUIIE
PEKOMEHIyeTCsI MPeyCMaTPUBATh CIEIYIOIINE PACCTOSHUS MEXIY:

TOpLIaMU cTeuTaxel (TaaBHbIM npoxon) — He MeHee 120 cm;

psAOaMu cTeJuiaxer (MeXCTEeIIaXHBIN IPOX0) — HE MeHee 75 cM;

CTeJIaXKaMH, TapauIeIbHEIMU CT€HE, U Hapy)KHOM CTEHOH 3/1aHUs — HEe MEHee 75 CM;

TOPLIOM CTeJUIaXka U CTEHOM — He MeHee 45 cM;

BEpXHEMN IOJIKOM cTellIaxa U MoToJkoM — 50 cm;

HIDKHEHR IIOJKOM cTelulaka W II0JIOM — He MeHee 15 cM (B IOKOJBHBIX 3TaXax —
He MeHee 30 cm).

PasMenenne MOOHIIBHBIX CTeJIaXEH TMPOU3BOIAUTCA C Y4eTOM OCOOEHHOCTEH
IOMEIIeHUH U pa3MeliaeMoro o0opy 10BaHuUsl.

12.8. ApXUBHBIE TOKYMEHTHI Pa3MEIIAI0TCs B IEPBUYHBIX CPEACTBAX XPAHEHHU:

Ha OyMa)KHOM HOCHTeJIe — B KOpoOKax, rankax, KOHBepTax;

JJICKTPOHHBIE Ha (GHU3UYeCKd OO0OCOONEHHBIX HOCHUTENSX — B YIIAKOBKE,
PEKOMEHI0BaHHOW MPON3BOIUTEISIMU HOCUTETIEH.

JIns XpaHeHHWs KapTOueK M CIPaBOYHBIX MaTepHalOB B IIOMEIIEHHH apxHBa
yCTaHABIUBAIOTCS KapTOTEYHBIE IIKa(BbI.

12.9. Ha nmepBHYHOM CpenCTBE XPaHEHUs apXUBHBIX JOKYMEHTOB YKa3bIBAFOTCS
HOMep M Ha3BaHue ¢GoHIA, HOMEp OMNHCH J[eN, KpalHhe HOMepa E€IWHHUIl XPaHCHHS,
pPa3MEIECHHBIX B HEM.

12.10. TIlpoTtuBomokapHBI peXUM B 3HAHHMM HIH IIOMENICHHM apxuBa
YCTaHaBIMBAETCA B COOTBETCTBHM C 3aKoHomaTensCcTBOM Poccuiickonn denepanuu
0 MoXkapHoM Ge3omacHocTH' .

PabGoTHHK, OTBETCTBEHHEIH 3a pab0Ty apXuBa CyJa, JOJDKEH IIPOMTH HHCTPYKTaX I10
BOIPOCaM MPOTHUBOIIOKAPHOH 0€30IIaCHOCTH, O3HAKOMUTECS C IIPABUIIAMH I10JIH30BaHHUS
IIPOTHBOIIOXaPHEIM HHBeHTapeM. MHCTpYKTaXX paOOTHUKOB apXHUBa I10 IPOTHUBOIIOKAPHOK
6e30MMacHOCTH JOJDKEH IIPOBOJUTHECS HE peXe OJHOI0 paza B TIOJ OTBETCTBEHHBIM
pabOTHUKOM, Ha3HAYEHHBIM IIPUKA30M NpeAcenaTes cyaa.

! ®depepaneuelii 3akon ot 21.12.1994 Ne 69-03 «O noxapHoii Ge3omacHOCTHY; nocTaHoBiaeHKe [IpasurenscTa Poccuiickoi
®enepaunn ot 16.09.2020 Ne 1479 «O6 yreepxaeHun [IpaBun npoTUBONOXapHOro pexuma B Pocculickolt denepanumny.
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12.11. Ecnu apxuB cyJja pa3MelleH B OTJeIbHOM OT Cy[a 3[aHUU, OXPaHHBIA peXUM
obecreynBaeTcs ITyTeM OOOpPYIOBaHUS 3IaHUS WM IOMEIIECHWN apxXuBa CPEICTBAMU
OXpaHbl, 00€CIeYNBaIOIIUMHI KOHTPOIb IOCTyIa B HUX, a TAaKXKe COOIOIEHHEM IOpsIKa
CHAauW/CHATHUSL  OXpaHBl IIOMEIIEHHS AapXUBOXPAHWIWINA U IOpSOKa JIOCTyIIa
B HET'0, YCTAHOBJIEHHOI'0 [IPUKA30M IIpeceaaTels cya.

12.12. ApxuBHbIE NOKyMEHTHI HEOOXOAMMO XpaHUTh B TeMHOTe. EcTecTBeHHOE
OCBEIIIEHUE B apXMBOXPAHWIHILE JOMYCKAaeTCsl MPU YCJIOBUU INPUMEHEHUsS Ha OKHax
CBETOpAacCceUBaTelNed, peryasiTOpoB CBETOBOTO MOTOKA (CIEUaIbHBIX CTEKOI), 3allIUTHBIX
(GUIBTPOB U MOKPBITHH, KATIO3H.

JUIi  HCKYCCTBEHHOTO  OCBEIIEHMSI  IPUMEHSIOTCS  JIaMIIbl  HaKaJIUBaHUS
B 3aKpBITHIX IIJTahOHAX C IIaIKON MTOBEPXHOCTHIO.

Paspemraercs =~ mpuMeHeHHME — JIIOMHUHECIHEHTHBIX  JlaMII  C  Ype3aHHBIM
YJIBTPa(QHOIETOBEIM YYaCTKOM CIEKTPa, CBETOJUOIHBIX CBETHIIBHHKOB, pa3peIleHHBIX
YIIOJIHOMOYEHHBIM (pelepallbHBIM OpraHOM HCIOJIHUTEIHHOM BIAacTU B cepe MoXKapHOU
©e30macHOCTH.

12.13. OnTuManbHBIMU yCIOBUSMH XPaHEHUs apXUBHBIX JOKYMEHTOB SBIISIOTCS:

JUIsL JOKYMEHTOB Ha OyMaKHOM HocuTese — temreparypa 17—19°C, otHocuTenpHas
BJIQXKHOCTB Bo3ayxa — 50-55%;

IUTsl TOKYMEHTOB Ha MarHUTHBIX JUCKax W JUCKOBBIX HAaKOIUTENSIX — TeMIlepaTypa
8—18°C, oTHOCHUTEIbHAS BIAXXHOCTH Bo3ayxa — 45—65%;

IUTsl TOKYMEHTOB Ha ONTHYECKHUX AHcKax — Temneparypa 10-23°C, oTHocuTenbpHas
BJI&KHOCTH Bo3ayxa — 20—50%.

12.14. KoHTpodb 3a TeMIepaTypHO-BIOXHOCTHBIM pPEXHMOM 00ecledrBaeTcs
PEryJIsIpHBIM U3MEPEHUEM C TOMOIIBI0 TEPMOMETPA U TUTPOMETPA UIIA TEPMOTUTPOMETPA,
pa3MeIleHHbIX B OJHON MM HECKOJBKHUX TOYKaX apXUBOXpaHWIMIIA (B 3aBHCHUMOCTH
KOHCTPYKLIMOHHBIX ~OCOOEHHOCTEM ® IUIOMIAAHM) BAAJM OT OTONUTENBHBIX U
BEHTWIALIMOHHBIX CHCTEM Ha BBICOTE HE MEHee 1 M OT Ioja, 1apaMeTpPOB BO3AYIIHOH
Cpenpl:

B CIIELIUIM3UPOBAHHOM 3/IaHUU — HE pexke 1 pasa B HEeIo;

B CIIEUaIbHO OOOPYIOBAaHHOM MJII XpaHEHUsl H30JIMPOBAHHOM IIOMEILEHUH —
He pexe 2 pa3 B HEJIEI0;

IIPY HECOOTBETCTBUH IIapaMeTPOB HOPMATHUBHBIM TpeOOBaHUSAM — 1 pa3 B CyTKH.

12.15. B apxuBe [OODKHa BECTUCHh (DUKCAIMs TeMIepaTypHO-BIAXHOCTHEIX
XapaKTEePUCTUK BO3NOYIIHOH Cpeabl B apXWBOXPAaHWIWINE U Mep, IPUHATBEIX II0
HOpMaJIM3alllH TeMIIePaTyPHO-BIXXHOCTHOTO PeXXHMa B CIIydasX €ro HapylleHHUs.

12.16. Hamnexaree  CaHUTApPHO-TUTMEHUYECKOE  COCTOSHHE B apXHBE
IOJIIEPXKUBAETCS IIPOBEJCHUEM B HEM He peXXe OJHOrO pa3a B Mecsl BIaXXHOH yOOpKH
10JI0B, OOecHBUIMBaHKsS O0COPYIOBaHMS W IEPBUYHBIX CPEJICTB XpaHEeHUs, 00paboTKH
ITOKOJIPHBIX YacTel cTejulaked, IUIMHTYCOB, ITOJOKOHHUKOB BOJHBIMH pacTBOpPaMH
AHTHUCEITUKOB.

12.17. ApxuBHBIE IOKYMEHTHI, IIOABEpPriIHecss OHOJIOrMYecKOMy IOPaXXEHHIO,
HOMIEXXAT  HEMEJJEHHOM M30NMMIMM W  CaHWTAapHO-THTHEeHH4YecKod  oOpaboTke
(me3uHGEKINH, NE3UHCEKIUH), & apXUBOXPAaHWIHUIIE, MOpaXKEHHOE OHOJIOrHYEeCKHMMHU
BpPEIUTEISIMU, — JepaTH3aLIUH.
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12.18. Cremnaxu u mkapsl HODKHBI OBITh IMPOHYMEPOBAaHEI B KaXIOM
apXVBOXPaHUJIMIIE B MOPSIKE CIeBa HAIpaBO OT BXOJHOW NBEPH, IIOJIKM Ha CTeJIaXax
IOJDKHBI OBITH IIPOHYMEPOBAHEI I10 IKadaM B IIOPSAKE — CIeBa HaIlpaBo, CBEPXY BHU3.

12.19. Mecto XpaHeHHUsS EIUHHUI] XPaHEHUS B apXWBOXPaHWIUIIE (DUKCUPYETCS
B TomorpaduyecKux yKazaTellsx: IMOCTelaXHoM (mpmioxenue Ne 36 Kk HacTosImein
WNHCTpyKUIMK) U, IPU Haau4uu Oosiee ogHoro (oHma, modoumoBoM (mprioxenue Ne 37
K Hactosed MacTpykun).

[Ipy BemeHun Tomorpaduyueckoro ykaszaTels OOUH ero 3K3eMIUIIp JOJKEH
XpaHUTHCS Y pabOTHUKA, OTBETCTBEHHOTO 3a paboTy apXHBa Cyza, BTOPOM — pa3MelaTbCs
B COOTBETCTBYIOIIEM apXUBOXPaHUIIHUIIIE.

Tomorpajgudueckre  ykasaTenu  HE  COCTaBISIOTCA  IPU  OTCYTCTBHH
apXUBOXPaHWITHIIA.

13. Cpoxu 1 mopsiIoK Nepeaaym el HAa XpaHeHHe B rOCYAapCTBEHHbIN apXHB

13.1. Jlena o61iero menompou3BOCTBA TOCTOSHHOTO CPOKa XpaHEeHUs U Cy1eOHbIe
Jiesa TOCTOSIHHOIO CpOKa XPaHEHHUs [0 UCTEYEHUU CPOKOB HX BPEMEHHOIO XpaHEHMS
B apxuBe cyna (15 neT) nepenaroTcsi Ha IOCTOSHHOE XPaHEHUE B IOCY IapCTBEHHEIN apXUB,
€CIKd CyH BBICTYIIaeT MCTOYHMKOM €ro KOMIUIEKTOBaHMS WIM IpU HaJIHYHAH
COOTBETCTBYIOIIETO JOrOBOPA C apXUBHBIM YUPEXKICHUEM.

Perienre o hopMe npreMa JOKYMEHTOB (TIOJTHOTO HITH BEIOOPOYHOI0) IPUHUMAETCS
OIIK apXWBHOIO y4pexIeHusl.

Cynpl, He BBICTYHAIOLIMEe MCTOYHMKAMU KOMIUJIEKTOBAHHUSA TIOCYIapCTBEHHOTO
apXWBa, ePeIaloT JOKYMEHTHI Ha IIOCTOSIHHOE XpaHEHHUE B TOCYIapCTBEHHEIN apXHB IIPH
WX JIMKBUJIAIMH ¥ HATMIUH TOKyMEeHTOB ApxuBHOTO (poHna Poccuiickoit @enepanm.

13.2. Ilepegada JOKYMEHTOB IIOCTOSIHHOI'O XPaHEHHUS B IOCYIapCTBEHHEBIH apXuB
OCYIIECTBIISIETCS B COOTBETCTBHHM C IJIAHOM-IPa(UKOM, KOTOPBIA YTBEPKIAECTCS
PYKOBOJIUTENEM TIOCYHApCTBEHHOIO apXHWBa WM YIOJIHOMOYEHHBIM UM JOJDKHOCTHBIM
JTULIOM.

JlocpouHast Iepenaya JOKyMEHTOB Ha IIOCTOSIHHOE XpaHEHHe MOXET OBITh
OCYIIECTBIIEHA [IPH OTCYTCTBUH HEOOXOIMMBIX YCIOBHH IUIs obecledeH s COXPaHHOCTH
nokymeHTOoB ApxuBHoro ¢onga Poccuiickoii @enepanyy, NOpd yrpose yTparbl
(YHHYTOXEHHsI) JTOKYMEHTOB, @ TaK)X€ Ha OCHOBAaHHMM JOrOBOpa C IOCYAapCTBEHHBIM
apXUBOM.

[Iponnenwe CpoOKOB XpaHEHHs [OKYMEHTOB B apxXWBe CyJa [IOIIyCKaeTcs
no pemeHuo DK apXuBHOroO ydpexaeHusl. .

13.3. PaboTel, cBs3aHHBIE ¢ OTOOpPOM, IOJATOTOBKOM M Iepefadyeidl JOKYMEHTOB
Ha [TOCTOSIHHOE XpaHeHUe B roCyJapCTBEHHBIN apXUB, B TOM YHUCIIE C UX YIOPSAOYCHUEM,
TPaHCIIOPTUPOBKOM, BBITOIHSIIOTCS 34 CUET CPEACTB CyAa.

13.4. Tlepen nepenaveil JOKyMEHTOB Ha ITIOCTOSTHHOE XPaHEHHUE B IOCY1apCTBEHHBIN
apX¥B MMPOBOJSITCS:

paccMOTpeHHe ITOKYMEHTOB Ha NpeAMeT PacCeKpeuMBaHWs HOCHUTENIEW CBEICHHUH,
COCTABJIAIOIIMX FOCYIapCTBEHHYIO TaliHy, B Cllydyae HCTEYEHHs CPOKOB, YCTaHOBJIEHHBIX
3aKoHOAaTeNbcTBOM Poccuiickoit Penepanuu;

pPacCMOTpEHHE JOKYMEHTOB Ha MpeaMeT CHITUS IHoMeTKu «Jliusd ciyxkeOHoro
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IIOJIB30BAHUS» C HOCUTeNed MH(OpMAaIi OrPaHUYEHHOT'0 PACIIPOCTPAHEHUsS B IOPSJIKE,
YCTaHOBJIEHHOM 3aKoHoAaTenbCcTBOM Poccuiickoit denepanuy, a Takke B COOTBETCTBUU
¢ Ilonoxenuem o mopsiake oOpallleHUs: co ciaykeOHOH HH(popManuell OrpaHHYEHHOTO
pacmpocTpaHeHuss B (eaepalbHBIX cygax oOImed IOpUCAUKIUY, (deaepalbHbIX
apOUTPaXHBIX  CyldaxX, YTBEpXAEHHBIM mpukazom CyneOHOoro aemapTamMeHTa
nipu BepxoBHom Cyne Poccuiickoit @enepanud.

13.5. Ilepenaya 31€KTPOHHBIX apXUBHBIX JOKYMEHTOB B HH()OPMALIIOHHYIO CUCTEMY
rOCyIapCTBEHHOI'0 apxXWBa IIPOU3BOJUTCS B IOPSIKe, YCTAaHOBJIEHHOM (elepallbHbIM
OpraHoM HCIIOJTHUTENILHON BJAacTH B cdepe apXWBHOTO Jella U JAelONpOU3BOJICTBA,
[I0 COIVIACOBAHUIO C TOCYAapCTBEHHBIM apXUBOM II0 OIUCAM 3JIEKTPOHHBIX JOKYMEHTOB.
K onucsm 31eKTpOHHBIX A€l IPUIAratoTcsl peecTpsl (haiiioB 3JIEKTPOHHBIX TOKYMEHTOB.

13.6. Ilepemaya moxymeHTOB o(OpMISETCS akTOM IpHeMa-Iepefadd apXUBHBIX
IOKYMEHTOB Ha xpaHeHwue (mpuioxeHue Ne 22 k Hacrosmied THCTpyKIKH), COCTaBIsIEMBIM
B JBYX 3K3emiursipax. OOWH 3K3eMIUIIp akTa OCTaeTcsi B IOCYJapCTBEHHOM apXuBe,
Ipyrou — B cyne.

BMmecTte ¢ moKyMeHTaMH MEpPeNaroTCs YEeThIpe 3K3EeMIULIpa OIUCH Iel, a TaKxkKe
OJWH — B 3JIEKTPOHHOM BHJIe, B popMaTe, COINIACOBAHHOM C I'OCYIapCTBEHHEIM apXUBOM.
OnuH >K3eMIUTsIp ONMUCH Ha OyMa)>XHOM HOCHUTEJIE OCTAeTCs B CyJIE.

13.7. Ha Bcex sk3eMIUIsIpax ONMCH [eJl IOCYAapCTBEHHBIM apXHBOM JEJIAlOTCS
OTMETKU O IpUeMe apXUBHBIX JOKYMEHTOB B apxuB. IIpy OTCYTCTBMH €IMHHI] XpaHEHNUS,
yKa3aHHBIX B OIIMCH JIeJ, CyJ NPUHUMAaET Mephl 110 UX pPo3bIcKy. Eciu B Xo4e po3bICKa
OTCYTCTBYIOIIHE HOKYMEHTHI He OBLIIM Hal[IeHbl, B OIIUCH JeJ JEJIaeTCs HOBas MTOroBas
3anmuck. Homepa OTCYyTCTBYIOIMX €AWHHUII XpaHEHHWs H IPHYHUHBI OTCYTCTBHS
OrOBapHBAalOTCs B aKkTe IpHeMa-liepefadrl JOKYMEHTOB Ha XpaHEHHE H B IIpHIIaraeMoi
K aKTy CIIpaBKe, COCTAaBJISIEMOH CYIOM.

Cyz, mepearoluil JOKyMEHThI HA XpaHeHHe B rOCYIapCTBEHHBIH apXHB, 00s3aH
IPUHATH MEPEI K BOCCTAHOBJIEHUIO YTPAYSHHBIX IPOU3BOJICTB B COOTBETCTBUH C ITIaBOM 38
['paxxmaHCcKOro MmpoleccyaibHoro koaekca Poccuiickoit @enepanuy.

[Ipu otcyrcrBum (yTpaTe) IMOMJIMHHHUKOB IIEPENAIOTCI KX 3aBEPEHHBIC KOIUHU
(Ipw HAJTMYWH).

13.8. JIoKyMeHTBI IlepelaroTCsi Ha IIOCTOSIHHOE XpaHEHHE B YIOPSIIOYECHHOM
COCTOSIHUH CO CIIPaBOYHO-IIOUCKOBEIMH CPECTBAMH.

COI''TACOBAHA
ITucemo

denepabHOr0 apXUBHOIO areHTCTBA
ot 30.06.2026 No 12/2824-A
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[Tpunoxxenue Ne 1

Kk MHCTpYKIIUH O MOpSIIKE OpraHM3aliu
paboTEI apxXUBOB (eIepaTbHEIX CYI0B
o01Ie FOPUCAUKITNY

(HanMeHOBaHUeE cya)

(HaMMeHOBaHHe CTPYKTYPHOTO HOJApa3eieHIs Cy1a)

IMPUEJIOXXKEHWA B HOMEHKIJIATYPY JIEJI

1

Ha rox
Wunexe 3aroyioBoK aena KommgectBo | Cpox xpanenust | Ilpumedanus
zena TOMOB (4acTeil) | u Ne ctaThu 1o
[IEPEYHIO
1 2 3 4 5
HazBanwue pazgena
HavanpHUK CTpyKTYpHOTO
noapasaeaeHus (YIIoJIHOMOYEHHOE JIUIIO)
(nopmuce) (pacmudpoBKa NOANKCH)

(mara)

1 K HOMeHKNaType el CTPYKTYpHOro MOApa3feieH s 0 OKOHYAHUH KaJleHNIapHOro rofia COCTABMIACTCS UTOroBas 3amuch
nmo dopMe, ykasaHHOM B mpwiokeHmd Ne 2, M HenaeTcs OTMETKa O MEpelaye HMTOrOBBIX CBENCHHH B OTHEN
JEJIOTIPOU3BOACTBA CYAa.



(HauMeHOBaHHe Cya)
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ITpunoxenue Ne 2

K MHCTpYKIUY 0 OpsIKE OpraHu3alun
paboThI apxUBOB (heZiepalIbHBIX CyI0B
061meH IOpUCAUKIIY

YTBEPXJIAIO

IIpencenarens cyna

HOMEHKIJIATYPA IEJ (moamucs) (pacum@poBKa MoATHCH)
Ha rox
(mara)
Wnnexc 3aroyI0BOK aena KomnuectBo | Cpok xpaHeHuUs U IIpumeuvanus
Jena TOMOB Ne cratbu 1o
(vacTeii) [IEPEYHIO
1 2 3 4 3
Haspanwue pasgena

HauvansHUK OTHENa
JIeTI0Npon3BoACcTBa (0b1ero oTaena)

(monmuce) (pacmugpoBKa MOAIICH)

(nata)

Busa paGoTHHKa, OTBETCTBEHHOTO
3a paboTy apxuBa
COI''TACOBAHO YTBEPXJIEHA

ITpoTOKO 3KCIIEPTHOM KOMUCCUH
cyna

OT « » Ne

ITpoToKxoI 3KCIIEPTHO-IIPOBEPOYHOM
KOMUCCHY apXUBHOTO YUPEXKICHUSA

OT « » Ne
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Hrtorosas 3amuce o KaTeropusix U KOJIU4YECTBE LI,

3aBCICHHBIX B rooy B Cyac
IIo cpokam xpaHeHHs Bcero B Tom 4ucne:
[epexoasaIuX C OTMETKOU
«OITK»
1 2 4

Ha 6ymaxHoMm HOCHUTEIE

(nipu HaNM4KK rUOPUAHBIX Ael, ToM(a) Ha 6yMa)HOM HOCHTENe YUUTHIBAIOTCS B pazjene Tabnuupl «Ha GymakHOM
HOCHUTeJe», ToM(a) Ha 3JIEKTPOHHOM HOCHTEJIE YUUTBIBAIOTCS B pasfene TaOmuIbl « DJIeKTPOHHBIX)):

IlocTosstHHOTO

Bpemennoro (cBrime 10 ner)

Bpewmennoro (o 10 ner
BKJIFOYUTENIBHO)

DJIEKTPOHHBIX

(tpy HaTHYKUHM TUOPUIHEIX e, ToM(a) Ha GyMa)KHOM HOCHTEJe YYHUTHIBAlOTCA B pasaene Tabmump! «Ha 6ymaxxHoM
HocuTeJie», ToM(a) Ha 3JIEKTPOHHOM HOCHTEJNE YUHUTHIBAIOTCS B paszielie TaOIuLpbl «DIeKTPOHHBIX)):

ITocTostHHOTO

Bpemennoro (cBoime 10 ner)

Bpemernoro (zmo 10 net
BKJIFOUHUTEINIBHO)

UTOI'O:

HavanpHUK oTnesna

JIEJIOTPOU3BOICTBA (001IEro OTaeNa)

(mara)

(oamuce)

HToroBsie cCBEeICHUS epe€aanbl B apXWB.

PaboTHMK, OTBETCTBEHHBIH
3a paboTy apxuBa cya

(mara)

(mommuce)

(pacuudpoBKa MOIUCH)

(pacimpoBka OAIUCH)
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IIpunoxxerne Ne 3

K MHCTpyKIMU O OpsiIKe OpraHu3aluy
paboThl apXxuBOB (hefepabHEIX CyI0B
o01Iel IOPUCAUKIIN

(HauMeHOBaHME Cy1a)

(HaMMeHOBaHNe CTPYKTYPHOTO MOAPa3/eNeHHs Cy1a)

OIINCDB Ne
IleJl, TOKYMEHTOB
3a roxn
Ne | Muanexc | 3aronoBok nena | Kpaitaue nater | Cpox xpanenus | Kommuectso | [IpumMeuanus
n/n | gena (rpada He JIUCTOB
3aIl0JHSETCS B
OIIUCH eI
IIOCTOSTHHOTO
Cpoka
XpaHEHUS)
1 2 3 4 5 6 7
HazBanue paznena
B nannsIi pasaen onucu BHECEHO el

c Ne

(uudpamu ¥ MPOIHUCHIO)

o Ne

, B TOM 49HUCJIC:

bl

JIUTEPHBIE HOMEpa!
[IpOIIyLI€EHHEIE HOMEpa:

HanmMmenoBanue I0HKHOCTHA
COCTaBHUTEJIS OIUCHU

(mara)

PaboTHMK, OTBETCTBEHHEIH
3a paboTy apxuBa cyzaa

(mara)

COI'JTACOBAHO
HauansHUK oTnesna

(nonmnuce)

(mommuce)

IEJI0IpON3BOACTBA (0OLIEro oT/IeNa)

(mara)

(moammce)

(pacmugpoBka MoIIHCH)

(pacmugpoBKa NOAIKCH)

(pacmugpoBka HOAMICH)
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Ilepenan

CANHUI] XpaHCHUA

(umdpamMu ¥ IPOIHCHIO)

u

(Hm})paMH U TIPOIIHUCEIO)
KapTOTCK K JOKYMCHTaM.

HanmeHnoBaHme TOKHOCTH pa6OTHHKa

CTPYKTYPHOTO MOJpa3ieiiCHUs
(moammce)

(nara)

[Ipunsin

PEruCTpauOHHO-KOHTPOJIbHBIX

(pacmudpoBka MoIIHCH)

CANHHAL XpaHCHUA

(umdpaMu U IPONHUCEIO)
u

(uncpamMu ¥ IPONHCHIO)
KapTOTCK K JOKYMCHTAaM.

PaboTHHK, OTBETCTBEHHBIM

3a paboTy apxuBa cy/a
(nmogmwuce)

(mara)

PEruCTPaiuOHHO-KOHTPOJIBHEIX

(pacndpoBKa MOIIKCH)
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[Tpunoxenue Ne 5

K VIHCTPYKITHH O ITOpSIKe OpraHu3aIiu
paboThI apxUBOB (hefepaIbHBIX CyIOB
o011e# JOpUCAUKIITNN

VTBEPXIATO
(HauMeHoBaHUeE cyza) HpeﬂcellaTeJIB cyna

®onHg Ne (moxrmucs) (pacuudpoBKa HOAMHMCH)
OIINCBH Ne
ACJI, HOKYMCHTOB IIOCTOSAHHOI'O XpaHCHHU
38 TOX (nara)

Ne | HHpekc mena 3arojoBOK fiena Kpaitaue natel | KosmgecTBo [Tpumeuanus

n/m JINCTOB

1 2 3 4 5 6

Hasganue pazgena

B nmaHHBIN pa3gesn OnmucH BHECEHO

(uuppaMu ¥ MPOIHUCHIO)

pi(SA) |

¢ No mo Ne , B TOM 4HCJIE:
JIMTCPHBIC HOMCpaA. >
IPOITYIICHHBIC HOMEpaA:
HamMmeHoBaHUE TOHKHOCTH
COCTAaBHUTCJIA OIIMCHU

(nopmnuce) (paciumbpoBKa IOICH)

(mara)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyna

(moamucs) (pacmubpoBKa ITOAMHCH)

(mata)

COI''TACOBAHO
[IpoTOKOJI SKCTIEPTHONH KOMUCCUH
cya
OT« » Ne

VTBEPXJIEHA

ITpoTOKOJ 3KCIIEPTHO-IIPOBEPOYHOM
KOMHMCCHH apXUBHOTO Y4pEXKIACHUS

OT «

» Ne




(HauMeHOBaHUe cyna)
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[Ipunoxenue Ne 6

Kk MHCTpYKIIUH O OpsIKe OpraHu3anyuu
paboTsI apXUBOB (elepabHBIX CYI0B
o01Ielt FOpUCAUKINA

YTBEPXJIAIO
IIpencenarens cyna

®onp Ne (monnuce) (pacum¢ppoBKa NOAITUCH)
OIINCB Ne
ACJI, JOKYMCHTOB I10 JUYHOMY COCTaBy
3a rong (mata)
Ne | Unpeke nena | 3aronoBok aena | KpaiiHue nater Cpok Komuuectro |IIpumeuanus
n/n XpaHCHU JIUCTOB
1 2 3 4 5 6 7
HasBanue paznena
B IIaHHBIﬁ Ppa3acii OIIMCH BHECCHO
(1mbpamu ¥ MPOIHUCHIO)
pi(SA) e

¢ No 1mo Ne , B TOM 4HCJIE:
JINTCPHBIC HOMEpA. ’
IIPOIMYIIEHHBIE HOMEpA:
HaunmenoBanne JOJDKHOCTHU
COCTaBHUTCJIA OIIUCHU

(moamuce) (pacmugpoBka MOANKCH)

(nara)

PaboTHMK, OTBETCTBEHHEI
3a paboTy apxuBa cya

(moamucs) (pacmudpoBKa NOAIICH)

(mara)

COI''TACOBAHO

[TpoTOKOJ 3KCIIEPTHOM KOMUCCUHU

cyna
OT «

»

Ne

YTBEPXJIEHA

[TpoTOKOJ SKCTIEPTHO-IIPOBEPOYHOM
KOMHCCHH apXUBHOTO YUPEIKICHUA

OT «

»

No
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(HaumMeHoBaHKeE Ccyaa)

ITpunoxxenue Ne 7

k MHCTpYKIIMH O MOpsiIKE OpraHu3auy
paboThI apxXUBOB (heZiepaIbHBIX CyIOB
o0IIIeH FOPUCAUKITIHI

YTBEPXIIAIO
IIpencenarens cyna

®ong Ne (moxmuce) (pacmudpoBKa MOAMUCH)
OIIMCB Ne
JleJI, JOKYMEHTOB BPEMEHHBIX
(cBeie 10 s1€T) CPOKOB XpaHEHHUS (nata)
3a rong

Ne | Mupnexc nena | 3aronoBok nena | KpaiiHue nater Cpox KonuuectBo |IIpumedanus

n/m XpaHEeHHs JIUCTOB

1 2 3 4 5 6 7
HazBanue pazzgena
B nmaHHBIM pa3aen onucyu BHECEHO
(impaMH 1 IPOMHCHIO)
Ji(Sh)

¢ Ne o Ne , B TOM 4HCJIE:

JINTCPHBIC HOMEpaA:

IPOIyIIEHHBIE HOMEpA!

HanMeHoBaHUE NODKHOCTH

COCTABUTECJIA OIINCU
(roamuce)

(mata)

PaGoTHHK, OTBETCTBEHHEIN

3a paboTy apxuBa cya
(momrwce)

(mara)

COT'JIACOBAHO
IIpoToKOI SKCTIEPTHON KOMUCCUU
cyna
OT« » Ne

(paciudpoBKa IOIIKCH)

(pacmugpoBKa IOJIKCH)

YTBEPXJIEHA
IIpoTOKOJI 3KCIEPTHO-IIPOBEPOYHOM
KOMHCCHH apXHUBHOT'O YUPEXKICHUSA
OT« » No
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[Tpunoxenue Ne 9
K MHCTpYKIIUH 0 IOPSIIKE OpraHu3aluu
paboThI apXUBOB (eAepaIbHBIX CYIOB

o0Imel I0pUCAUKIIUI

(HauMeHOBaHUE Cya)

PEECTP OITMCEM JIEJI, JOKYMEHTOB

Hauar

OKxoHuYeH

Ne Ne Ne  |Hasgsa- | KomuuectBo nein B onucu e, | Kpait- | Komu- | Konuue- | [Ipame-
n/m | GoHJa | ONUCH | HHUE JIOKYMEHTOB HHE | YECTBO CTBO YaHUS
OIIUCH JaThl | JIUCTOB | DK3EMII-
men, | MOCTOSIH- | BPEMEH- o OHCH | JISIPOB
JOKY- HOTO HOTO | TUYHO- e, OIIMCH
Men- | XpaHeHHs | (CBBILE | MY JOKY- e,
TOB 10 net) | cocra- MEHTOB | IIOKY-
XpaHe- BY MEHTOB
HHS
1 2 3 4 5 6 7 8 9 10 11
Uroro na 01.01.... B apxuBe XpaHHUTCS OnHucCen
(TIp¥ OTCYTCTBUM HE BKJIIOYAIOTCS B UTOTOBYIO 3aIIUCh), U3 HUX:
YIIPaBJIEHYECKON JOKYMEHTAIUU OIIHCEH,
(undpaMy 1 IPOIHUCHIO)
JOKYMEHTOB JIMYHOI'O IIPOUCXOXKIACHHUSI OITHCEN,
(undpaMu 1 IPOIHUCHIO)
HAYy4YHO-TEXHUYECKON TOKYMEHTAIUU OITHICE,
(undpaMu U MPOIHUCHIO)
BUJIEOJIOKYMEHTOB OIHUCe,
(uMbpaMHu 1 IPOIHKCHIO)
KWHOJOKYMEHTOB OITUCEH,
(undpaMy U IPOIHUCHIO)
(HOHONOKYMEHTOB omnuce,
(undpaMu U IPOMUCHIO)
($hOTOIOKYMEHTOB OITHCE,
(undpaMy ¥ TPOIHKCHIO)
OITHCEM,

OJIEKTPOHHBIX JOKYMCHTOB

(umdpaMu ¥ IPOIHUCKHIO)




B TOM YHCJIC:

IMOCTYIIMIIO B I.
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OIIHCEH,

BBIOBLIIO B T.

(uudpaMu U NPONKCHIO)

OIIHNCEM.

PaGoTHHK, OTBETCTBEHHBI
3a paboTy apxuBa cyaa

(mata)

HavansHuk otTaena
JeoNpou3BoACTBA (0011Iero oTaesa)

(mata)

(undpaMu U MPOMKUCHIO)

(moamuce)

(nmommwce)

(pacmu¢poBKa NOAIHUCH)

(pacmudpoBKa NOANCH)
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ITpunoxenue Ne 10
K MHCTpYyKIIUK 0 MOpPsAKE OpraHUu3aluu

paGoTEI apxXUBOB (peiepalIbHBIX CYIOB
o01mei IOpUCAUKITUU

JIMCT-3ABEPUTEJIb AEJIA Ne

B nene nogmmTo u NpoHyMepOBaHO

(undpaMu ¥ NPONKCHIO)

(ytucta(oB)
¢ Ne 1o Ne , B TOM 4HCJIE:
JIUTEPHEIE HOMEpa JIUCTOB )
IIPOIYLIEHHEIE HOMEpPa JINCTOB )
+ JINCTOB BHYTPEHHEH ONMUCH

Oco6GeHHOCTH (U3UIECKOTO COCTOSHUS B HOPMUPOBAHUS Heia Homepa nrctoB

1 2

Haunmenosanue JOJDKHOCTU pa6OTHI/IKa,
COCTAaBHUBLICTO 3aBEPUTCIIEHYIO
HaIIIuCh (noarvick)

(paciupoBKa ITOIMUCH)

(mata)
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ITpunoxenue Ne 11

k VHCTpYKIIMU O OpsiAKE OpraHu3aIiuy
paboThI apXUBOB (heZiepalIbHBIX CyI0B
o01me FOpUCIUKITII

BrayTpenHss onuck

JIOKyMEHTOB zesa Ne

Ne | Peructpanuonnsit Hata 3aroyIoBoK Homepa nuctos [Ipumeuanus
o/o | Ne moxymenra JOKYMEHTa JIOKyMEHTa nena
Htoro JOKYMEHTOB.
(1dpamu 1 MPOIUCEHIO)
JIUCTOB

KonugectBo TuCTOB BHYTPGHHGI;'I OITNCHU

HaumMmeHoBaHMe qOKHOCTH JINIIA,
COCTaBUBILETO BHYTPEHHIOIO OIHCH
JIOKYMEHTOB JIejia

(mara)

(nmoamnuce)

(uudpamu U IPONHCHIO)

(pacmudpoBKa MOIHCH)
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[Tpunoxxenue Ne 12

K VHCTpYKIIMH O IOpPsiIKE OpraHu3aIiuy
paboThI apXUBOB (heZiepalbHBIX CYIOB
o011eit IOpUCANKITII

N T
N 'O
N '@
(HanMeHOBaHWE roCcyIapCTBEHHOTO apXyBa)
(HauMeHOBaHue Cy/a)
(HaMMeHOBaHHE CTPYKTYPHOTO IOApa3AesICHuUsT)
Jeio, yrojioBHOE 1€N0,
IpaXJaHCKOE OEI0,
aIMUHUCTPATUBHOE
JIeJ10, Ieno 00
aIMUHUCTPATABHOM
IIPaBOHAPYILIECHUH,
Martepuai
JEJIO (YUJI) Ne ITPOU3BOACTBO Ne
MATEPHUAIL
TOM Ne
(na3BaHue nena)
1 mHCTaHIUS 2 WHCTaHIUA
[TocTynuiio [TocTynmiio
Paccmotpeno PaccmoTpeHo
JlaTa Hauaia JlaTa okoHYaHUs
IIPOU3BOJCTBA IIPOU3BOZCTBA
Kpatinve natsl
Ha JINCTax
XpaHUTh
(cpox XpaHeHus B TOfax, 4O Kakoro rofa XpaHHTh)
@D. Ne
Omn. Ne
JI. Ne
( )

(nonmuce) (paciu(ppoBKa MOATIICH)




(HaMeHOBaHUe Cyaa)

AKT

« ”»

Ne

O BBIOCJICHUH K YHUYTOXXCHHUIO

(apXUBHBIX) JTOKYMEHTOB,
HE MOJIeKAINIX XPAHESHHIO

Ha ocHOBanuun

66

ITpunoxxenue Ne 13
Kk MHCTpYKIIMHU O HOPsIKE OpraHu3aIiy
paboTe! apXUBOB (eepaIbHBIX CYI0B

001IIe# FOPUCIUKITII

Ilpencenarens cyna

(moamuce)

(mara)

YTBEPXJIAIO

(pacmudpoBka noIucH)

(Ha3BaHME U BBHIXOJHBIE JAHHBIE IEPEYHS JOKYMEHTOB C yKa3aHHEM CPOKOB HX XPaHEHH)

0TOOpaHbI
YTPaTUBIIUE IIPAKTHUECKOE 3HAUCHHUE JOKYMEHTHI (oHma Ne

K VYHHYTOXCHHIO KaK HE HMMCIOIIHC Hay‘{HO-HCTOpI/I‘ICCKOP'I IOEHHOCTH H

(Ne 1 HazBaHue GoHIA)

Ne 3aroyioBok I'oner| Homepa Howmep KomuuectBo | Cpoku  |[Ipumedanus
n/n | nena (rpymnmoBou ommcu? €IMHHUITB €OVHUI] | XpaHEHHS
3aroJIOBOK XpaHEH!s IT0 | XpaHEeHHs | U HoMepa
JTOKyMEHTOB) OIUCH (mem) cTaTelt 1o
(uHzIeKc 1mo [IEPEYHIO
HOMEHKJIaTy-
pe zmen)
1 2 3 4 5 6 7 8
Utoro eIUHWI] XpaHeHHs (JeN, SJIeKTPOHHBIX HeJ) 3a

(uudpamu 1 IPOIHUCEIO)
TOoaEbl.

Omnucu fen IoCTOSIHHOTO XpaHEeHUs 3a
yTBepxkaeHsl DIIK

ITPOTOKOJI OT

TOJIKEI

(HaMeHOBaHHE apXHBHOTO YUPEXKACHUS)

Ne

PaboTHUK, OTBETCTBEHHEIN

3a paboTy apxuBa cyna

(nata)

(moxmuce)

(pacmudpoBka MOAMICH)

2 HpPI BBIJICJICHHH K YHUYTOXXEHHIO TOKYMEHTOB IIPH IIOATOTOBKE JEJI K IIEpeaade B apXuB Cyaa rpa(ba HE 3aI0JHACTCA.



COI''TACOBAHO
IIpoTokon 3KCIepTHOH KOMUCCUU
cyna
OT« » Ne

JIOKyMEHTEI B KOJUYECTBE
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YTBEPXJIEHO
IIpOTOKOII 3KCIIEPTHO-IIPOBEPOUHOI
KOMUCCHU apXUBHOTO YUPEXKACHUA
OT« » Ne

CINHNL XpaHCHUSA (,HCJI,

3JIEKTPOHHBIX JOKYMEHTOB):
Ha OyMa)XHOM HOCHUTEJIE BECOM

(uudpaMu U MPOMHUCKHIO)

KI' CIaHbI HA YHUYTOXCHHUE,

Ha 3JICKTPOHHOM HOCHTEJIC CIaHbl HA YHHYTO)XXCHHUEC

HaumeHoBaHME TODKHOCTH
paboTHUKa cyna,
CIaBIIEr0 JOKYMEHTEI

(mara)

(criocob yHIYTOXEHHA)

(monmucs) (pacmudpoBKa MOANUCH)

JIOKyMEHTBI YHUYTO)KEHBI B YCTAHOBIEHHOM IOPSAIKE.

HamnMeHoBaHME qODKHOCTU

paboTHHKA Cy/a, YIIOJTHOMOYEHHOTO
OCYILECTBJIATH KOHTPOJIb 3a yTHUIIN3aIHeH

(mara)

(oxmmuck) (pacmudpoBka noamucy)

H3meneHus B Y4E€THBIC NOKYMCHTEI BHCCCHEIL.

PaGoTHHK, OTBETCTBEHHEIN
3a paboTy apXuBa

(nata)

(monmuce) (pacmmpoBKa MOIKCH)
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[Ipunoxxenue Ne 14

Kk MHCTpyKIIUH O MOPSIAKE OpraHU3aluu
paboTs! apxUBOB (heepaTbHBIX CYIO0B
obuiel IOpUCIUKINAN

Komy npencransercs

(HauMeHOBaHHUE W aApec IOJyJaTess)

Kewm npencrasnsercs

(HaHMCHOBaHI/Ie W aJpec OTHUTBIBAKOLIEIrocs Cyaa

(opMa cobCTBEHHOCTH OTUUTHIBAIOLIETOCS CYAa)

IMacnopT apxuBa cyaa
Ha «1» nexabps 20 roga

1. O6iue cBeaeHus

Kon cTtpoxu KommuuecTBo ITnomans
3arpyx€HHOCTh
boHIOB apXUBOXPaHWIHIIA,
B, M apXUBOXpaHWIIAINA
' (B mpo1eHTax)
A 1 2 3
101
2. CBegenus 0 JOKyMeHTaxX
ITokazarenu | Kon KonuuecTBo equHNL XpaHEHHS
CTPOKHM | BCETO | KpaliHWe IaThl |¥W3 HUX BHECEHO B OIIUCH, | XpaHHUTCS | 0OpasyeTcs
YTBEPIKIECHHBIE CBEPX B IOJI A€
(cornacoBannsie) JIIK | ycTanoB-
APXUBHOTO YUPEIKACHHUS | JIEHHOTO
CpoKka
KpalHHE JaThl
Hayajlb- | KOHEY-
BCErO | HaYalb- | KOHEY-
Has Has
Has Has
A b 1 2 3 2 5 6 7 8
ITocrostuHOro| 201
XpaHEeHHus >
Ilo nmuunomy | 202 X
COCTaBYy

3 HpH COCTaBJICHHUH ITaCIlopTa apxuBa uenecoo6pa3H0 B CTpOKE 201 BHOCHTH JaHHBIE O Aejiax IOCTOSIHHOTO XpaHEeHUA
OTJIEJIBHO MO I'PaXXJaHCKUM, aIMUHUCTPATUBHBIM, YTOJIOBHBIM J€/1aM, €j1aM obuiero OEJIONMPOU3BOACTBA.
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3. Kagpsl
Kon crpoku KomnmyecTBo mraTHbIX
pabOTHHKOB
301

YciioBus XpaHeHHsI AOKYMEHTOB (HY2KHO€ MOI4YEPKHYTbH)

Xparwimie €CTh, HET; CYXO0€, CHIPOE; CBETJIOE, TEMHOE
OtomnieHne LEHTPaJIbHOE, IEYHOE; OTCYTCTBYET

Cremnaxu METAJUIMYECKUE, NEPEBIHHBIE, KOMOMHUPOBAHHEIE; HET
IlIxads1 JIEpEeBSIHHbIE, METALINYECKHE; OTCYTCTBYIOT
Cursanmsanust II0)KapHasi: €CTh, HET; OXpaHHasl: €CTh, HET

YuTanpHbIH 381

€CTb, HET

TemnepaTypHO-BIaXKHOCTHBIA PEXKUM

coOromaeTcs, He CoOII0IaeTcs

« » 20 T.

IIpencenarens cyna

(monmuce) (pacmmpoBKa MOMIKCH)

(®.1.0. ucniorHUTE ) (renedon ucnonmuTeNST)
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[Tpunoxxenue Ne 15

K VHCTpYKIIUH O MOpsIAKEe OpraHu3aliy
paboTHI apXUBOB (peepaTbHEIX CYIO0B
o01Iel IOpUCAUKITNY

(HauMeHOBaHHE CyHa)

Y4eTHbIE CBeIeHUS 0 JOKYMEHTaX, XpaHAIIHNXCHA B apXHBe cyJa
Ha « » 20 1.

1. O6mue cBeaeHuA

IInomane 3arpyKeHHOCTb
apXUBOXPAHUINII, | ApXHUBOXPAHUIIHIIL,
KB. M IIPOLIEHTEI
A 1 2 3
101

KonuuecTBo

Kon ctpoxu
ACTP ¢doHIOB

2. CBeleHHsI 0 JOKYMEHTAX

Ilokazarenu KonuuecTBO eIUHUIl XpaHEHUSI

KpaﬁHHe JaThbl U3 HUX BHECCHO B OIIHMCH XpaHHUTCA o6pa3yeTc;I B
KpalHHE JaThbl CBEpX rox aei

BCCIro | Ha4dallb- | KOHCY- N HaYaJlb- KOHeYHas |YCTaHOB-
Hasd Hast Hast JIECHHOI'O

CpoKa

A 1 2 3 4 5 6 7 8

ITocTossHHOTO
XpaHEeHUs

BpemenHnbIx
(cBpmme 10
JIET) CPOKOB
XpaHEHHsI

BpemeHHBIX
(mo 10 net)
CPOKOB
XpaHeHUs
HJTH «J0
MHHOBaHUS
HaJ0O0HOCTH»

[Io mmurOMY
COCTaBy

IIpencenmarens cyna

(moxnuce) (pacudpoBKa HOAIHCH)

(nmata)

®.1.0. ucnomHuTENA
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[Tpunoxenue Ne 19

K VHCTpYKIIUU O IOpSIKE OpraHu3aIul
paboThI apXUBOB (PeepaIbHBIX CYI0B
o011el IOpUCAUKIIUY

YTBEPXJIAIO
(HaumeHOBaHUE Cya)
AKT IIpencenarens cyna
« _» Ne
(moamnuce) (pacmm$poBKa MOAITHCH)
0 TEXHAYECKUX OIITHOKax
B YYETHBIX JOKYMEHTaX (nara)
®onpg Ne
HasBanue ponma
B xone BeImosHeHUA
(Bun pabor)
00Hapy>XEeHBI TEXHUYECKUE OIMMOKH B 3aITHCAX:
Ha3Banme moxymenTa CyinecTByromas 3aich Crenyer 3amucarb
1 2 3
B pe3yibTare KOJIMYECTBO €IUHHUI] XpaHEHUs (enuHUILI ydeTa) HE
M3MEHUWJIOCH/ Y BEIMYIIIOCH/ YMEHBIIIIIIOCH Ha €JIMHUI]

(undpamu ¥ MPONKCHIO)
XpaHeHUs (€OUHUI] YUeTa).

IIpumeyanus:

PabGoTHUK, OTBETCTBEHHEIH
3a paboTy apxuBa cya

(moamnuce) (pacmmbpoBKa IOIIHCH)
(mara)
H3MmeHeHus B YYCTHBIC JOKYMEHTEI BHECCCHBI.
PaboTHHK, OTBETCTBEHHEIH
3a paboTy apxuBa cya
(mommucy) (pacuugppoBKa NOIIHUCH)

(nara)
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« »

(HauMeHOBaHue cyna)

AKT

Ne

00 o0Hapy>KEHUH apXUBHBIX
JOKYMEHTOB, HE OTHOCSIIUXCSI
K JaHHOMY (OHIY, HEYUTEHHBIX

B xone

ITpunoxxenue Ne 20

K MHCTpYyKIUM 0 MOpsiiKE OpraHu3aiu
paboTHI apXUBOB (eepaIbHBIX CYI0B
001meH IOpUCAUKIIH

YTBEPX/AIO

IIpencenarens cyna

(mopmucs) (pacumdpoBka moamnucH)

(mata)

OBL10 OOHapyKEHO

(Bug pabotsi)

(B poHze, B apXMBOXpaHMIHIIE, pab0UeM ITOMEIEHUH)

Ne 3aroJioBoK udp (mpu |Kpaitane natei| KomuuectBo | K xakomy | Ilpumedanus
/1 €IUHUIIBI HaJTUYMH) nuctoB (6aiT) donmy
XpaHEHHU, OTHOCHTCSI
IOKYMEHTa (HOBBII
mugp)
1 2 3 4 5 6 7
Hroro obnapyxeHo
(uudpamu 1 IPOMHUCHIO)
JIOKyMEHTOB.
PaboTHUK, OTBETCTBEHHBIM
3a paboTy apxuBa cya
(moamuce) (pacmuppoBka MOANUCH)
(mata)
H3meHeHus B yyeTHBIE TOKYMEHTHI BHECEHBL.
PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa
(noxmuce) (pacmmdpoBKa IMOAICH)

(mara)
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ITpunoxenue Ne 21

Kk MHCTpYKIMH 0 OpsAAKE OpraHU3aliuH
paboTHI apXUBOB (elepalTbHBIX CY0B
o01me IOpUCAUKIIH

YTBEPXJIAIO
(HauMeHOBaHHUE Cy/a)
AKT [Ipencenarens cyna
«_ » Ne
(monmuce) (pacmugpoBka nmoanUcH)

0 HeOOHapy >KEHUH apXUBHEIX
JIOKyMEHTOB, IyTH pO3bICKa (nata)
KOTOPBIX MCYEpIIaHbI

Haspanne u Ne ponna
B pesynbrare
YCTaHOBJIEHO OTCYTCTBUE B (hOHJI€ NEPEUHUCICHHBIX HUXKE /€] (JOKYMEHTOB), IPEATIPUHSATEIE
apXMBOM MEpHI 0 PO3BICKY €] TOJOXKUTEIbHBIX PE3YJNbTaTOB HE Jalld, B CBA3U C YEM
CYUTAEM BO3MOXXHEIM CHSTH C ydeTa:

Ne | Onuce | Enquanna | 3aronoBok | Kpaiinme | KomugectBo |IIpemmonaraemsie | [Ipumedanus
/11 Ne XpaHEHHUsS | E€AUHHUIBI JaThI nuctoB (6aiT) MIPUYHUHEI
Ne XpaHEHUsI OTCYTCTBHS
(apXUBHBIX
JIOKyMEHTOB)
1 2 3 4 5 6 7 8
Htoro

(umppaMu ¥ NpONHUCHIO)
€IVHUIL XpaHCHUS (apXUBHBIX JOKYMEHTOB).

CopepxaHue yTpayeHHBIX MAaTEpUATIOB MOXKET OBITh YAaCTMYHO BOCIIOJIHEHO CJIEIYIOIIUMH
€IUHULAMU XpaHEHH (JIOKYMEHTaMH):

(HOMepa eIUHHUII XpaHEeHHs W X IPYIIIOBbIE 3ar0JIOBKH)

PaGoTHUK, OTBETCTBEHHEIN
3a paboTy apxuBa cynaa

(moamucs) (pacmudpoBka moaIHCH)
(mara)
YTBEPXJIEH® COI''TACOBAHO
IIpoToK0II 3KCIIEPTHO-TIPOBEPOYHOMN [IpoTOKOI 3KCTIEPTHON KOMUCCUHI
KOMUCCHUH apXUBHOI'0 YUPEKIECHUS cyna
OT« » Ne OT & » Ne

¢ ITpu HeoGHapyxenun aea ApxusHoro goHna Poccuiickoit @eneparym.
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H3meHenus B Y4YE€THBIC TOKYMCHTBI apXHUBa BHCCCHEI.

PaGoTHUK, OTBETCTBEHHBIM
3a paboTy apxuBa cy1a

(moxmuce) (pacimdpoBka moaIuCcH)

(mara)




YTBEPXJIAIO

IIpencenarens cyna

81

ITpunoxxenue Ne 22

Kk MHCTpyKInH 0 MopsaKe OpraHu3aIiiuu
paboTEI apXUBOB (eIepalIbHBIX CYL0B
o01mel IOpUCIUKIIUH

YTBEPX/AIO

(HaI/IMCHOBaHHe HOOJDKHOCTH PYKOBOIOUTEIISA
OpraHusanuny, l'IpHHI/IMElIOIHCf;[ )IOK}’MCHTLI)

(moamuce) (pacudpoBka nmoanucH)
(mara)
AKT
« _» No

IIpreMa-Ilepejaul apXUBHBIX
JIOKYMEHTOB Ha XpaHEHUE

(nmoxmucs) (pacumtpoBKa NOATIHCH)

(mara)

(ocHOBaHMe nepenayy, K NpUMepy, UCTEUEHHE CpoKa XpaHEHHsA JOKYMEHTOB)

(na3BaHue nepenaBaeMoro (GoHzaa)

caai,
(Ha3BaHHe cyna)
a TIPUHSIL.
(HauMeHOBaHKe OPraHU3alNY, IPUHUMAIOIIEH TOKYMEHTbI)
HpI/IHI/IMaCT Ha rocyaiapCTBECHHOC XpaHCHUEC NOKYMCHTEI 3a roabl
u CHpaBOqHBIﬁ arIapaTrt K HUM:
Ne | HazBanue, Homep onucu | KonuuecTBo 3K3eMILISIPOB KomuuecTtBo [Ipumeyanus
n/n N, JOKYMEHTOB OITMCH [IeNl, JOKYMEHTOB | €OUHHI XPaHECHUs
1 2 3 4 5
Urtoro npunsiTO
(uudpaMu 1 IPOIHUCHIO)
€IUHUIL
XpaHCHUA.
Ilepenauy npousBenu: [Tpuem npousBenu:
(momxHocTh)  (mommuck) (pacmumdpoBka (IOIKHOCTB) (moonuce) (pacmmbpoBka
TTOIITHCH) ITOIITHCH)

(mara)

(mara)
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H3menenus B YUYCTHBIC JOKYMCHTEI BHCCCHEI.

PaboTHMK, OTBETCTBEHHEIN
3a paboTy apxuBa cyaa

(noamnuce) (pacmugpoBka NOAIKCH)

(mata)




(HanMeHOBaHuUe Cyna)

AKT

« »

No

O HEUCIIPaBUMBIX ITOBPEKICHHIX
ApXUBHBIX TOKYMEHTOB

Hassanue u Ne ponga

83

[Ipunosxenue Ne 23
K MHCTpYKIIHH O MOPSIIKE OpraHu3aliiu
paboTHI apXUBOB (eepaIbHBIX CYI0B

001Iell IOPUCIAKIIIH

YTBEPX/AIO

IIpencenarens cyna

(moanucs)

(nara)

(pacumpoBKa MOIIHCH)

B donne o6HapykeHbI JOKYMEHTHI, [IPU3HAHHEIE HEMCIIPABUMO MTOBPEKICHHBIMU:

Ne [ Onuce Ne |Emununna 3aroyioBOK Kpaitaue | KomnuectBo | Cymuocts u | IIpumeyanus
/I XpaHe- | MOBPEXICHHBIX | JaThl JIUCTOB IIPUYHHBI
HUS |eOUHHI] XpaHEHUS (baitT) MIOBPEXICHUS
Ne
1 2 3 4 5 6 7 8
Hroro o6HapyKeHO HEUCTIPABIMO IIOBPEXKICHHBIX
(um¢pamu ¥ POTIHCEIO)

€OVHUL] XpaHEeHUs (apXUBHBIX JOKYMEHTOB).

Hepe‘-II/ICJ'ICHHBIe COUHHULBI XpaHCHUSA (apXI/IBHLIC ,IIOKYMGHTBI) IMOICKAT CITMCAHHUIO BBUY .

DKCHEPTHI:

(HauMeHOBaHMe JOJDKHOCTEN SKCIEPTOB, MOAIHKCH, paciidpoBKka MOAMNUCEH, 1aTa)

(Ne 1 nara npukasa npezcenaTelis Cyaa O CHATHH HEMCIIPABMMO HOBPEXKIEHHBIX apXHBHBIX JOKYMEHTOB C y4eTa)

PaboTHUK, OTBETCTBEHHBIHI
3a paboTy apxuBa cyaa

(mara)

COI''TACOBAHO
[TpoTOKOI SKCIIEPTHOM KOMUCCHH

cyna
OT «___ »

Ne

(nmommmce)

(pacmudpoBka NOANUCH)

VTBEPXJIEH?

[TpOTOKOJ SKCIIEPTHO-IIPOBEPOIHON
KOMHCCHUYU apXUBHOT'O YUPEIKIEHUSA

OT « »

Ne

7 I1py HATHYKH TOKYMEHTOB, BKIIOUEHHBIX B COCTaB ApXMBHOro (ouaa Poccuiickoit ®exeparum.

8 TTnst IOKyMEHTOB, BKIIFOYEHHBIX B cOcTaB ApxusHOro (ouna Poccuiickoii Penepanum.
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HM3Mmenenus B YUC€THBIC JOKYMCHTEI apXKWBa BHCCCHEI.

PaboTHUK, OTBETCTBEHHBIHI
3a paboTy apxuBa cyaa

(moxmuce) (pacmugpoBKa MOAMUCH)

(mata)




(HanmMeHOBaHMe cyna)
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[Tpunoxxenue Ne 24

K VHCTPYKIIUH O IOPsIIKE OpraHU3alluH
paboTHI apXUBOB (eiepaIbHBIX CyI0B
00IIei FOPUCAUKITII

VTBEPXIAIO

AKT IIpencenarens cyna
« » Ne
(moanuce) (pacmudpoBka HoaIKCH)
IIPOBEPKU HAJIUYMS U COCTOSTHUS
ApPXUBHBIX JOKYMEHTOB (mata)
®ong Ne
Haspanue gponma
Howmepa onuceit
IIpoBepka npoBoaAMIIack ¢ 1o
IIpoBepkoii yCTaHOBIIEHO:
1. Yucnaurcs 1mo onucsaIM Jel: €IUHUL] XPAHEHHUS.
(xommaecTBO)
2. BEIIBIIEHBI TEXHUYECKHE OITHOKH:
2.1. AmeroTes IuTepHBIE HOMEDA:
a) He YYTSHHBIE B UTOTOBO#1 3aIIUCH €QUHULl XpAHEHU;
(KOTM4€ECTBO)
0) He mepeurcIeHHbIe, HO YUYTEHHEIE
B UTOTOBOM 3aITHCH €IIMHUL] XpaHEHUS.
(KoyIecTBO)
2.2. Ilpomnyeso HOMEpOB:
a) HE YYTCHHBIX B UTOTOBOM 3alUCH €IIMHUL] XpaHEHUS;
(x0JIMYECTBO)
6) HE IEPEUYNCIIEHHBIX, HO YYTEHHBIX
B UTOT'OBOH 3aIllCH € OVHUI] XpaHEHU.
(xonu4ecTBo)
2.3. JIpyrue, B pe3ynpTaTe 4ero oobeM
YBEJIMYUJICS Ha €IUHUI] XpaHEHU;
(xomaecTBo)
YMEHBIIUJICA Ha €IUHULl XpaHEHUS.
(XOJTHYECTBO)
3. Uucnutes o OnucsaM B pe3ysIbTaTe
YCTpaHEHUs TEXHUYECKUX OIMHOO0K €IMHUI] XpaHECHUS.
(xomaecTBO)
4. He oka3ajocek B HaJJMYUH €UHUIL] XpaHEHW.
(KOJIMYECTBO)

5. IMeeTcs B HAJTMYHH 110 JaHHOMY (DOHITY

(BKJIFOUEHHBIX B OIIMICH)

€AVHUIL] XpaHEHU,

(XoJIUYeCTBO)
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U3 HUX TPEOYIOIIHX:

a) ne3UHGEKITUN €OUHULl XpaHCHUS,
(xomyecTBO)

0) ne3suHCEeKINU €IVHUIL] XPaHEHUS;
(xomyecTBO)

B) pecTaBpaIuu €IMHUI] XpAHEHNS,
(xomyecTBO)

F) NEepCIIC€Ta Wik IOAIIHNBKA COVHHAILl XpaHCHUS,
(xoyUecTBO)

1) BOCCTAHOBJICHUS 3aTYXaIOIIUX TEKCTOB €OUHULl XpaHEeHMUS;

(KoJIIYeCcTBO)
€) CHATHUS C yyeTa BBUYy HEUCIIPABUMBIX ITOBPEXKACHUN €IVHHL] XPAHEHHUS,
(xom4ecTBO)

) IPOBEJICHAS MUTPAIHU
(151 NEKTPOHHBIX JOKYMEHTOB Ha

¢uzmdeckn 060c00IEHHBIX HOCUTEISIX) €IVHUL] XpaHEHUS.
(xon4ecTBO)
6. lImeeTcs He BKIIFOYEHHBIX B OIUCH CONHHULL XpaHCHHA.
(x0IHUECTBO)
7. Utoro no nanuomy ¢ oHIy (BKIIOYEHHBIX U HE BKJIIOYEHHBIX B OIUCH),
HMCHOIIUXCS B HAJINYUU CAUHNI XpaHCHH.
(xonu4ecTBO)

8. XapakTepHUCTHKa yCIOBHM UX XpaHEHUS.
OTtpunarenbHbIe SBICHUS B COCTOSHUU U YCJIOBUSX XPaHEHUS.

ITpoBepKy ITPOU3BOIMIIH:

HaumeHnoBauue
OOJDKHOCTEN
pabOTHUKOB

(moamuce) (pacmugpoBka NOAIKCH)

(nata)
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[Tpunoxenue Ne 25

K MHCTpYKIIMU O HOpsiIKEe OpraHu3aIiu
paboThI apXuBOB (henepaNbHBIX CYI0B
o01Iel IOpUCAUKITIH

(HauMeHOBaHUe cyna)

AKT
« » Ne

O BbIJIA4€ apXUBHBIX JOKYMEHTOB BO
BPEMCHHOC IT0JIb30BAHUEC

(HaMeHOBaHUE OpraHU3alUH)

(TIouToBEI anpec)

OcHoBaHue

HCJII: BbIJIA4YM JOKYMEHTOB

Brinarorcs cnenyromuye eIMHALE XpaHeHus U3 GoHaa Ne

(nazBaHue)
No | Omuche Ne Enunnia 3arosioBok equHUNEl | KoimyecTBo JIMCTOB [Ipnmeyanus
/1 xpaHeHus No XpaHEHHUS (Gaiit)
1 2 3 4 5 6
Bcero Brimaercs €IMHULl XpaHEHUA

(undpamMu 1 IPOMUCEHIO)
001IKMM KOJIMYECTBOM JIMCTOB (0aiT)

(urpaMu ¥ IPONHUCHIO)
Ha CpOK

,HOKYMCHTBI BBEIIaHBI B YIIOPAJOYCHHOM COCTOsIHUH, IIOAIINTHI, B o6nom<ax,
C IIPOHYMCPOBaHHBIMM JINCTAMMA U 3aBCPUTCIIEHBIMU HAAIIUCAMU.

I[OKYMGHTBI BblIOaJI:

PaGoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyja

(moxmuce) (pacmugpoBKa NOAIHCH)

(mara)
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HavansHHK OTaena 1eT0npon3BOICTBA
(obmero otmena) cyna

(noxmuce) (pacumdpoBKa MOAITUCH)

(mata)

ITonyyatens 00s3yercss HEe MPENOCTABIATH JOKYMEHTHI, MOJYYEHHBIE BO BPEMEHHOE
ITOJIB30BAHUE, JJIs IPOCMOTPA, NPOCIYIIMBAaHUS WIMA UCIIONIB30BAaHUSA JPYTHMM OpPraHH3aI[UAM
Y IMOCTOPOHHMM JIMIIaM, HE BEIJAaBaTh 110 HUM KOIUM, BRINMCOK M CIPaBOK, HE IIPOU3BOIHUTH
U3BATUA KaKuX-JIMO0O vacTedl U3 BBINAHHBIX JOKYMEHTOB, HE IIyOJHMKOBaTh IOKYMEHTEHI
Oe3 paspellleHHss OpraHW3alliM, BBIIABINEH JOKYMeHTHL. llojydarensb MpeayNpexIcH
00 OTBETCTBEHHOCTH 3a yTpaTy WU MOBPEIKIACHHE BBIIAHHBEIX JOKYMEHTOB B COOTBETCTBHH
C 3aKOHOAATENbCTBOM Poccuiickoit @eneparuu.

ITomyyatens 06s13yeTcss BEpHYTh JOKYMEHTHI B apXUB B YKa3aHHEIN B aKTe CPOK.

JIOKyMEHTBI IPUHSLI:

HaumeHnoBaHue 10DKHOCTH pabOTHHKA
OpraHU3alU-TI0yYaTelsa

(moxmuck) (pacmmdpoBKa MOAITUCH)

(mara)

JloKyMeHTHI chai:

HaumenoBanwne JOJDKHOCTHU pa6OTHI/IKa
OpraHnu3anuu-I110JIy4daTeisa

(moxmuce) (pacmudpoBKa IO IMHCH)

(mara)
JIOKYMEHTBI PUHSIT:

PaGoTHMK, OTBETCTBEHHBIN
3a paboTy apxuBa cyaa

(moamuce) (pacumdpoBKa MOAIKUCH)

(mara)
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[Ipunoxenue Ne 27

K MHCTpYKIIUH O OpsIAKE OpraHu3anuu
paboThI apXUBOB (elepaTbHbIX CYI0B
o0mie FOpUCAUKIUN

KHHI'A BBIJTAYM EJVHUIT] XPAHEHM S BO BPEMEHHOE ITOJIb30OBAHUE

Hauarta

OxoHuyeHa

CI)opMa TUTYJIBHOT'O JINCTa KHUTHU BBIAa4YH JEJI

Ne Haunmenoranue Komy Hara Hata [Tpumeuanus
/1 (momep) BBIJIAHO, BBIJIa4H, IIOANKUCH BO3Bpara
BEIJAHHOTO C Kakoil | JuIla, MOJIyYHBINErO | JieJia, TOJIUCh
JIOKyMEHTa HEJNBI0 TIeJI0 nuna,
BEPHYBIIETO
JIeJI0
1 2 3 4 5 6
Urtoro B roQy BBIAAHO W3 XpaHwmwiuia Ne

(ur¢pamMH U IPOMHCHIO)

€AVHUI] XpaHEHUS.

PaOoTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa cyla

(moamuce) (pacudpoBka MOANCH)

(nata)
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[Ipunoxenue Ne 28
K VIHCTpYKIIUH O TIOPSIIKE OpraHu3aIiu
paboTel apxXUBOB (eiepaIbHBIX CYI0B

o0ImIel FOPUCIUKIIHH

(HauMeHoOBaHUE Cya)

JIMCT UCIIOJIb3OBAHMSA JOKYMEHTOB

®onm Ne Omuce Ne Enununa xpanenus Ne
Jata Komy Beimano: | XapaxTep ucmois3oBanus | Ne ucmonp3oBad- | Iloamuce nwia,
HCIIOJIB30- bamuus, (KOIMpOBaHHE, BHIIUCKH, HBIX JIICTOB HCIIOJIH30BAaBIIETO
BaHUs HMHUIHAAIIB IIPOCMOT)) JIENI0
(pa36opungo)
1 2 3 4 5
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IIpunoxxenue Ne 29

K MHCTPYKIIUH O MOPSIKE OpraHNu3aIliu
paboThI apXUBOB (hefepalIbHBIX CYIOB
o01I1ei FOPUCAUKITII

(HauMeHOBaHHUE Cyna)

KAPTA-3AMECTUTEJIb EJJMTHNIIBI XPAHEHU A

BbBIJIAHO
®porn | Onuce Ne Ennnuna Komy JHata [Tognuce Hara ITopmuce
Ne xpaHeHust Ne BBIIAYH BO3Bpara
1 2 3 4 5 6 7 8
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[Ipunoxenue Ne 30

K MHCTpYKIIUH O MOpSIIKE OpraHu3aIuu
paboTsl apXUBOB (eAepaTbHBIX CyI0B
o01melt FOpUCIUKIIUT

IITAMII «kKOITVA BEPHA»
I 3BABEPEHWS COOTBETCTBUMA KOITMU CYJIEBHOI'O AKTA ITIOVIMHHUKY

«Konus BepHay
IIOJIIUCH CYyIbH

HaumeHnoBaHue TOHKHOCTH
YIIOJTHOMOYEHHOr0 pabOTHHKA armapara
denepalbHOTO cya oOIIei FOpUCIUKINN

(ToanKCH) (vHULMATIBI, hamITHs)

« » 20 T.
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ITpunoxenue Ne 31

K VIHCTpyKIIMK O IOPSAKE OpraHu3aIliH
paboTe! apXuBOB (efepatbHBIX CYI0B
o0IIe# FOpUCIUKITTN

5 OBPA3ELl HAKJIEVIKU 5
C 3ABEPUTEJIbBHOM HAINMCBIO, UCII0JIb3YEMOM TP O®OPMJIEHAN
3ABEPEHHBIX KOITUI CYIEBHBIX AKTOB

HammenoBanue deaepansHoro cyaa
oO1ei IOpUCAUKITII

IIpoHyMEpOBaHO U CKPEIIIEHO
[1€9aThIO JICTOB
IIOJIIUCH
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IIpunoxenue Ne 32

K VHCTpyKIIMHU O TOPSIIKE OpraHU3aIiH
paboTe! apXUBOB (eepaIbHBIX CYIOB
o01mei IOpUCITUKIUN

IIpencenaremnto cyna

oT

M
(®.1.0., npoueccyanbHOE I0JI0KEHNE, TaHHbIE JOKyMEHTa,
yIOCTOBEPSAIOIIETO JIMYHOCTD ¥ IOJTHOMOYHS)

IMMPOXUBAIOIIETO I10 aApeCy:

HOMEpP KOHTAaKTHOI'O TGJIGQ)OHa:

3asBiieHHE
0 BBIJIau€ KOIHMH Cye0HOro aKTa

1. IIpomry BeIAATH MHE KONUIO(UK) CYIAECOHBIX aKTOB

(yka3aHHe HanNMCHOBAaHHA U PCKBU3HUTOB CleeGHOI‘O aKTa)
10 JIeTTy

[Tognucs/®.U.0. (pacmudpoBaTs):

« » 20 r.

2. Konuto cyne6HOro aKkTa moyryqm

(®.1.0. 1 noanuck JIMLa, MOJTyYHMBIIEr0 KOO, AaTa BEIAAYU
KOIIHH)

3. Breiman

(momxHocTs, ®.1.0., moamnucs paboTHHKA amapara Cyaa, BeIAaBIIero cyebHoe aemno, nata)
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IIpunoxxenue Ne 33

K HCTpYKIIHHU O TOpPSIIKE OpraHu3aIiu
paboThI apXUBOB (eAepaTbHEIX CYI0B
001IIe# FOPHUCIUKITII

[Ipencenarento cyna

oT .
(®.1.0., nporeccyalibHOE MOJI0KEHHE,
JaHHBIE TOKYMEHTa, YIOCTOBEPSIOIETO
JIMYHOCTH U IOJIHOMOYHSA)

IIPOXXUBAOLICTO I10 aApEeCy:

HOMCP KOHTAKTHOI'O TCJIe(bOHaZ

3asBiieHUE
O BBIIaue KOMHH ayJH03aIiuCcH CyI1e0HOro 3aceJaHus

1. Ilpomy BEIHaTP MHE KONHMIO(MM) ayaHO3allCH CYyAeOHOro 3acelaHds IO ey

[Toanuce/®.1.0. (pacmudpoBaTs):

« » 20 T

2. DNEeKTPOHHEIN HOCUTENbh HHPOPMALIUU IPUIIAraeTcsl.

3. Koo QJICKTPOHHOI'O HOCUTEJIS ITOJIYINII

(®.1.0. u noanuck KA, NOJTyqUBIIETO
KOIIMIO, N1aTa BBIIaYy KOIIHH)

4. Beigan

(momxHocTE, ©.1.0., moxmuch paboTHHKA armapara Cyza, BEIAABIIETo
JJIEKTPOHHBI! HOCHUTEIb, 1aTa)
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[Ipunoxxenue Ne 34

Kk MHCTpyKIIMU 0 opsIke OpraHu3aIiiun
paboTEI apXUBOB (henepabHBIX CYA0B
o61mel FopUCAUKINT

(HanMeHOBaHKE Cyna)

Anpecar

(TIOYTOBEI afpec, HHIEKC)

(Tenedon, paxc)

(anpec 3eXTpPOHHOM MOYTEI)

APXVBHAS CIIPABKA

Ne

(mara)

Ha Ne oT

TexkcT

OcHoBaHue:

[Ipencenarens cyna
(MHOE YIIOJTHOMOUYEHHOE JIHIIO)

(roxnuce) (pacmudpoBka IOAIICH)

(meuaTts)

Wcnonaurens

(damunms, nHULKATEL, HOMep TeledoHa)
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[Tpunoxxenue Ne 35

K MHCTpYKIIUH 0 mOpsIIKe OpraHu3auy
paboThI apXHBOB (eAepaIbHBIX CYIOB
00IIei FOPUCAUKITNN

(HanMeHOBaHHMeE Cy[a)

XYPHAJL

PErucTpanuy BEIJAHHBIX KOHHﬁ, BBIITUCOK, TOKYMCHTOB

Ne ABTOD Hara u Conepxa- | Ha3ssanue Hatan Pacnincka | Ilpume-
/o 3ampoca, | perucTpalnuoH- HUE BBIIAHHOTO | perucrpa- | B IOJYy- YaHUS
HACXOIALINA HBII HOMED 3ampoca | JOKyMEHTa | LIHOHHBIA YEHUHU
HOMED, 3ampoca (xomms, HOMEp WJIH J1aTa
JiaTa, ajgpec, BBINIUCKA, | BBIAAHHOTO | OTIPaBKH
HOMEp CIpaBKa M | JOKYMEHTa
tenedona IpyToe)
1 2 3 4 5 6 7 8
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(HaumeHOBaHHe cy/a)

KAPTOYKA TTOCTEJUIAXHOI'O
TOIIOTPAOUYECKOI'O YKA3ATEJIA

IIpunoxxenue Ne 36

k MHCTpYKIIUH O MOPSIIKE OpraHu3aI[iH
paboThI apxXUBOB (efepaIbHBIX CyI0B
o01meit FOpUCAUKITNY

CTEJIIAX Ne APXVIBOXPAHWJIUIIE Ne
ITxag Ne ITonka Ne @oux Ne | Omuce Ne | EnunuIl XpaHeHUs [Tpumeyanus
cNe
1o Ne
| 2 3 4 5 6




(HanMeHOBaHUE Cya)
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ITpunosxenue Ne 37
k VHCTpyKIIMU O IOpsAKE OpraHUu3alui
paboTHI apXUBOB (heepabHBIX CYyI0B

o01eit IOpUCAUKINN

KAPTOYKA ITO®OHIOBOI'O
TOIIOITPAOHUYECKOI'O YKA3ATEJIA
OOH/I Ne APXUBOXPAHWJIUIIIE Ne
Hassanue ¢pouna
Onuce Enunun xpaneHus Cremnax [lIxad Ne [Tonka Ne | IIpumeuanus
Ne c Ne Ne
o Ne
1 2 3 4 3 6
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[Ipunoxxenue Ne 38

K VHCTpYKIUY 0 MOpSAKE OpraHu3aIiu
paboTeI apXKMBOB (eepabHbIX CYI0B
o01e# IOPUCTUKITHH

YTBEPXJAIO
(HauMeHoBaHuUE Cyaa)
AKT IIpencenarens cyna
«_» Ne
(moamuce) (pacumpoBka HOAMIUCH)

IIpueMa-nepenayd apXuBHBIX
JIOKyMEHTOB CyJia IpH (nata)
CMEHE Mpeicenarens cyaa

Ha3zsanue u Ne ponna’

B cooTBercTBUM C pHUKa3oM Ne

nepeznain,
(®.1.0. nepenaromuiero) (©.11.0. npuHUMaIOILIEro)

IPUHUI B IPUCYTCTBUM KOMHUCCHM, OOpa30BaHHOM Ha OCHOBAHMM JAHHOIO IIPHKAa3a,

JOKYMCHTEI apXrBa 3a

(romer)
Y CIIPaBOYHBIN ammapar K HUM.
Ne HasBanue, HOMep ommcH Aer, KomuyectBo KomuaecTBo [Tpumeuanus
n/m JIOKYMEHTOB 9K3EMILISIPOB e IUHUII
OIINCH OCJI, XpaHCHHUA
JOKYMECHTOB
1 2 3 < 5
Htoro IIPUHATO COVHUILl XpaHCHHUA, B TOM YHUCJIC:
(undpaMu ¥ MPOMHUCHIO)
Ha 6yMa)I(HOM HOCHUTCIIC COUHULl XpaHCHUS,
(mmpamMu 1 MPOMICEHIO)
QJICKTPOHHBIX CIWHHAILl XpaHCHU,
(1mdpamMu 1 IPOITUCHIO)
u OIIHCEN B SK3CEMILIApax.
(mmdpamu 1 NPOIUCEIO) (un¢pamu ¥ MPONHUCHIO)

CocTosiHuE JOKYMEHTOB U OITHCEI:

(obmas XapaKTepUCTHKA COCTOSHHUA)

OIHOBpEMEHHO NEPENAIOTCS

(Buz (BI) ¥ COCTAaB CIPABOYHOIO aIapara, ero 06beMbl ¥ COCTOSHHUE)

° Ilpu nepenaue OByX U Goliee apxXUBHBIX QOHIOB TaONIMYHAS 9acTh aKkTa pasfe/isieTcs Ha IIOAPa3Aelibl, COOTBETCTBYIONIHE
¢oHIaM, Ha3BaHUA NOJPA3/ENIOB COOTBETCTBYIOT HOMEpPY H HAUMEHOBaHHMIO (DOHJIOB.
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CocrosiHuE NTOMelIeHUH apXrBa

(ob1mast xapaKTepUCTHKA COCTOSHUS)

Hanuume u coctosiHue OGOpy}IOBaHI/IH " UHBCHTapA

(ob1mas xapakTepuCTHKa COCTOSHU)

Ilepenan:

(baMunus, HHULMAIIET) (mopmnuce) (mata)
ITpuns:

(bamunus, HTHULAAITE) (moxmuce) (mata)

IIpencenaresns KOMUCCHH:

(paMunus, MHULUAIIBT) (nmopnuce) (mata)

YieHbl KOMUCCUU:

(bamunus, MTHALHAAIE) (roamucek) (mata)
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IIpunoxenue Ne 39

K MHCTpyKIKU 0 MOpsAKe OpraHu3aun
paboTHI apXUBOB (peepabHBIX CYI0B
oO1elt IOpUCTUKITH

J_IOKYMeﬂTaMH, YAoCTOBEPAKIIUMHA JINYHOCTD, SIBJIAIOTCSH:

Iacroprt rpaxzaanua Poccuiickoi @enepanuy;

BPEMEHHOE Y OCTOBEPEHNE JIMYHOCTH IpakaaHuHa Poccuiickoit @enepanun mo gpopme
Ne 2IT (mns yTpaTHUBIIMX IAcHOPT IpaKAaH, a TaKKe IS TPpak[JaH, B OTHOLIEHHH KOTOPBIX
JI0 BBIJIAY¥ I1ACTIOpPTa NPOBOJUTCS JOIIOIHHUTENBHAS IPOBEPKA);

YAOCTOBEPEHNE JTMYHOCTH WY BOCHHBIN OMJIET BOEHHOCIYXKAIIIETOo;

HacIopT MOPSIKa,;

oOIIerpakIaHCKUi 3arpaHW4HBId  macmopT (mif nNpuUOBIBIIMX Ha BpPEMEHHOE
XuUTeNbCTBO B Poccuiickyro ®enepanuio rpaxaad Poccuy, MOCTOSHHO HPOXKUBAIOIIMX
3a TpaHuIeii);

IIaCIIOPT HMHOCTPaHHOIO0 TpaXkJaHWHAa JHOO WHOM JOKYMEHT, YCTaHOBJIEHHBII
(enepanbHBIM 3aKOHOM MM IIPU3HABAEMEINl B COOTBETCTBHH C MEXIYHAPOIHBIM JOTOBOPOM
Poccuiickoii ®epepanuu B KauyecTBE JOKYMEHTa, YJIOCTOBEPSIOLIErO JHYHOCTb, — IS
MHOCTPaHHBIX TpaX<IaH,

paspellieHre Ha BpeMEHHOE IIPOXKUBAHUE, BUT HA )KUTEIHCTBO;

YAOCTOBEpEHUE OEXKEHIIA;

CBUJETEIHCTBO O PACCMOTPEHUHU X0/1aTaliCTBa O MPU3HAHUU OEIKEHIIEM;

IOKYMEHT, BBIJaHHBI! MHOCTPAHHBIM IOCYJapCTBOM UM IPU3HABAEMEIN B COOTBETCTBUU
C MEXIOYHapoAHbIM JoroBopoM Poccuiickoit ®enepamyi B KayecTBe JOKyMEHTAa,
YIOCTOBEPSIONIEro JIMYHOCTh Jinla 0€3 rpakJaHCTBa; UHBIE HOKYMEHTHI, IPEayCMOTPEHHEBIE
(benepanbHBIM 3aKOHOM WJIM NPH3HABAaEMBIE B COOTBETCTBUU C MEXAyHApOJHBIM JIOTOBOPOM
Poccuiickoii denepanuy B KauecTBE JOKYMEHTOB, YIOCTOBEPSIIOMIMX JIXIHOCTD, — JUIsL JIUI] 6€3
IpaXkJaHCTBA;

YIOCTOBEpEHUE aIBOKATA;

PENaKIMOHHOE YJOCTOBEPEHUE ISl )KYPHAINCTA;

Ipyrue JOKYMEHTHI, yAOCTOBEPSIOIINE JIMYHOCTE.




