MUAHUCTEPCTBO IIPABOBOI'O OBECIIEYEHMU A
KYPCKOHM OBJIACTA
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r. Kypck

06 yrsepxaennu VHCTPpyKIMM 10 opraau3anuy pabors apxusa U
(popMHpPOBAHHIO /IEKTPOHHOr0 apXHBA B anmapare MHPOBOTo CyAbH
Kypckoii o0acTu

PykoBoacTBysicb MertogWuyecKuMU pekOMeHJAlMsIMU 10 OpraHusauuu
paboTe! apxvBa U (JOPMHPOBAHMIO 3JIEKTPOHHOrO apXHBa B arnapare MUpPOBOIO
CyJbH, COIr/JIacOBaHHBIMU TocTtaHoBneHdeM Ilpesnguyma CoBeta cyzei
Poccuiickoit @eneparuu ot 06.02.2019 Ne 708, B cootBeTcTBHHM € [To0)xeHHeM
0 MunuctepcTBe npaBoBoro obecireuenuss Kypcko#t o6sacty, yTBepXaeHHbIM
nocraHos/ienieM I'ybepnatopa Kypckodt ob6nactu ot 03.12.2024 Ne 281-mr,
I[TPUKA3BIBAIO:

1. YtBepauth mnpwiaraeMyro VHCTPYKUMIO 1O OpraHu3aliiyd paboTe
apxuBa ¥ (D)OPMHPOBaHUIO 3JIEKTPOHHOI'O apxuBa B arriapaTe MUPOBOrO CyAbU
Kypckoii obnacty.

2. Tpu3HaTe yTpaTUBIIMM CWIy NpHKas ynpas/ieHus Mo obecreueHuio
JlesATeJIBHOCTH MMPOBBIX cyzel Kypckol obmactu ot 27.06.2024 Ne 125/0 «O6
yTBEpXKAEHHH WMHCTPYKIMM I[I0 OpraHv3alMi apxuBa U (HOPMUPOBaHHIO
5JIEKTPOHHOTO apxXuBa Ha CyJebHBIX yuacTkax MHPOBBIX Cygeil Kypckoit
obnacTu».

BpeMeHHO HCIIOHSIOI UM <f
00s13aHHOCTH MUHHCTpA @6&% - H.E. Cyxoponbckas



VTBEPXXIEHA
IpuKa3oM MUHKUCTEPCTBa IPaBOBOrO
obecnieuenus Kypckoit obnact

oT L A5 N /{f 7

HUHCTPYKIMS
I10 opranusauuyu padboTsl apxusa M GOpMUPOBAHUIO JIEKTPOHHOT0 APXUBA
B anmapare MupoBoro cyabu Kypckoi o6aacTu

1. O61uMe 110/1I0KeHust

1.1. Wucrpykuma 1o opraausauuyu paborbl apxuBa ¥ (HOPMUPOBAHUIO
JIGKTPOHHOrO apxuBa B ammapare MupoBoro cyabu Kypckoit obnactu (manee -
WHucTpykums) paspaboTaHa Ha OCHOBaHMM defepaibHbIX KOHCTUTYLMOHHBIX 3aKOHOB OT
31 mexkabps 1996 r. N* 1-®K3 «O cynebHoit cucrteme Poccuiickoit Pepepaumm», ot 7
despaist 2011 r. N°? 1-®dK3 «O cygax obweit iopucaukumy B Pocenitckoit @egeparym»,
(denepanbHbIX 3aKOHOB OT 8 siHBapst 1998 r. N® 7-03 «O Cynebnom menapTraMeHTe npu
Bepxosuom Cype Poccuiickoit ®epgepanyn», or 17 pnexabps 1998 r. N® 188-d3 «O
MMpOBBIX Cyabsax B Poccuitckoit @epepaumn», ot 22 okta6ps 2004 r. N? 125-03 «O6
apxuBHOoM gene B Poccuitckoit Depepauyu», IIpaBun opraHusanyum XpaHeHus,
KOMILJIEKTOBaHMSI, YUeTa M UCIOJIb30BaHMs JOKYMEHTOB ApxuBHOro poxga Poccuiickoit
®depepauny U APYTUX apXMBHBIX JOKYMEHTOB B rOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPABJIEHMUsI ¥ OPraHU3auMsIX, YTBEPKAEHHbIX NpuKazoMm DenepasbHOTO
apxuBHOro areHTcTBa oT 31 urons 2023 r. N° 77 (manee - Ilpasuna N° 77), IlpumepHoun
HOMEHKJIATYpPbI JeJI, 00pasyIoMXCsl B IpoLecce AEeSTeIbHOCTM MMPOBBIX CyIeH, U
IIpumMepHOro MmopsigKa XpaHEHUs HEKOTOPhIX BUIOB AOKYMEHTOB, IPeIyCMOTDEHHBIX
ITpumMepHOH HOMEHKJIATYPOI AeJl, 00pasyIoIMXCS B IIPOLIECCE NESITENbHOCTY MUPOBBIX
cynei, yrBepxaeHHbIX npukasom CypebGHoro nemapramenrta npu BepxosHom Cyrze
Poccuitckoit @epepanmm ot 31.07.2023 N® 162 (manee - IlpumepHass HOMeHKIaTypa),
ITepeuHst MOKYMEHTOB, OOPa3yIOLIMXCA B IIpoLiecce AeSTeNIbHOCTH (elepalbHbIX CYIOB
obluelt IOpPUCOMKIINM, C YKa3aHuMeM CpPOKOB ux xpaHeHuss u Ilopspgka xpaHeHus
HEKOTOPbIX BMUIOB JOKYMEHTOB, IPENyCMOTPeHHbIX IlepeyHeM [OKyMEHTOB,
06pa3syIoLMXCs B IIPOLecce AesTeTbHOCTU (PefepaibHbIX CYIOB OOLLEN I0pUCIVKINY, C
yKa3aHueM CPOKOB MX xpaHeHusi (nmajsee - IlepedyeHb NOKYMEHTOB), YTBEDPKAEHHBIX
npukasom Cyne6Horo genapramenta npu BepxosHom Cyne Poccuitckon @enepanym ot
21.12.2022 N® 242 u Apyr“x HOPMaTUBHLIX IIPAaBOBBIX aKTOB B cepe apXMBHOrO Jie/1a U
JIeJIONPOU3BOACTBA. ‘

1.2. MHCTpYKUMA npemiaraeTr IOpSAOK COCTaBJIEHMSI OIMCEN [es, NJOKYMEHTOB
(oruceli 3/IEKTPOHHBIX JOKYMEHTOB); OQOpMIeHMsI CyNeOHBIX el U MHBIX JOKYMEHTOB
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K IOCJIEYIOLEMY XPaHEHMIO B apXMBE U UX NIepefauy B apXMB; MPOBEIEHUS SKCIEPTHUIbI
LIEHHOCTY JOKYMEHTOB; OTO0pa JOKYMEHTOB Ha YHUUTOXXEHME; TIEPEBOJA IOKYMEHTOB B
9JIEKTPOHHBIA BUA; BeOEHMS] y4YeTa apXMBHBIX [I€JI; TIPOBEPKM HAJIUUMSA UM COCTOSHUS
apXMBHBIX [€/; OpraHM3allMM MUCIIONb30BAHMSI AapPXMBHBLIX Jiel; obecredeHus
COXPaHHOCTY apXMBHBIX JI€JT; [Iepeiauy apXUBHbBIX JeJ1 Ha XpaHEHME B rOCYJapCTBEHHbIN
apXMB.

1.3. OpraHusaums yyera, KOMIUIEKTOBAHMS, MCIIOJb30BAHMSA M XPaHEHUs
9JIEKTPOHHBIX J€J1 M JOKYMEHTOB OCYIUECTBJSIETCS IIPM HAIMUMM TEXHUUIECKOM
BO3MO’KHOCTH.

1.4. Tlonoxxenns VIHCTpyKumMM He pacnpOCTPAHSIIOTCA Ha OPraHM3alMIo ydyera,
KOMIUIEKTOBAHMSI, UCIIOJb30BaHUSI M XPaHEHUS] NOKYMEHTOB, CONEP)KalIMX CBEIeHMs,
COCTAaBJISIIOLIME FOCYAAPCTBEHHYIO TalHY.

1.5. TIpukasoMm MMPOBOTO Cy[bM Ha3HAUAETCI PaBOTHMK, OTBETCTBEHHBIM 33
paboTy apxuBa — apXUBapuUyc, a B CJIy4ae ero OTCYTCTBUS — CEKPeTapb MUPOBOI'O CY/IbU.

1.6. Oyns uenen HacTosieit MHCTpYRIMM MCTIONB3YIOTCS CIEOYIOIIME TEPMUHBI U
ONpeeNeHNs:

apxXuBHOE neno (apXMBHBIA JOKYMEHT) — OQoOpM/IeHHOe B COOTBETCTBMM C
TpeboBaHMsIMM HacToser VHeTpykumu aeno (cynebHoe aero, Marepuas, Hapsj, OeJi0o
obuiero Aenonpou3BOACTBA, [el0 IO JIMYHOMY COCTaBy M JADYTrMe HOKYMEHTHI) ¥
fepeaHHOe Ha XpaHEHVE B apXMB, B TOM UMCJIE B 3JIEKTPOHHONM hopme;

Ieno (97eKTPOHHOE [eJI0) - COBOKYNHOCTb JOKYMEHTOB (3JIEKTPOHHBIX
JOKYMEHTOB), CQOpPMMPOBAHHbBIX B COOTBETCTBMM C HOMEHKJIATY POl Ie;

€OVHMLA XpaHEHUS IJIEKTPOHHBIX HOKYMEHTOB - KOHTEMHEp 3JIEKTPOHHOIro
OOKYMEHTa;

KOHTEMHEp 3JIEKTPOHHOT'O HOKYMEHTA - YHAaKOBKA, BKJIIOYAIONIAS 3JIEKTPOHHBIN
JOKYMEHT B ¢popMaTe apXuMBHOTO XPaHEHMS M ero MeTalaHHbIe;

MeTaJaHHble - JaHHbIE, OIMCBHIBAIOIIME KOHTEKCT, COIAEPIKAHME, CTPYKTYpY
9JIEKTPOHHOT'O AOKYMEHTd, a TakKe NPOLECChl YMpaBAE€HMS UM Ha IMPOTSHKEHUM €ro
SKM3HEHHOTO LVKJIa;

MaUIMHHBIM HOCUTENb MHpOpMauuu - moboe TeXHUYECKOe YCTPOMCTBO 6O
¢usnyeckoe 1nosie, MNpenHasHaYeHHOe M1 (MKCALMM, XPaHEHMs, HaKOIIeHMs,
npeobpasoBaHus U nepesauy KOMNbIOTEPHON MH(pOpMaInu;

Murpaums (3JeKTPOHHBIX JOKYMEHTOB) - NEPEMEIIEHUE HOKYMEHTOB M3 OIHOM
CUCTEMBI WIM OTHOIO HOCUTENSI B APYIYIO CUCTEMY WM Ha JOPYroM HOCUTENb C
COXpPaHEHMEM ayTEHTUYHOCTH, I€JIOCTHOCTYM, HAOCTOBEDHOCTM JOKYMEHTOB U
MIPUTOSHOCTM UX [J1S1 UCIIOJIb30BaHMS;

du3nuecky 060COOEHHBI MaTePUAIbHBIA HOCUTEIb -~ MATEPUAIbHBIN HOCUTEJIb,
IpefHAa3sHAYeHHbIM JUIA 3alMCH, XpaHeHMs1 BHe WHQPOPMAIIMOHHOM CHUCTEMBI M
BOCNpou3BeaeHus: MHPpopmary B imudppoBoy Gopme (OUCKM, AUCKETHI, QIIeII-KapThi);

9JIEKTPOHHBIN JOKYMEHT - JOKYMEHTUPOBaHHasa MHGOpMalys, peICTaBIeHHas! B
9JIEKTPOHHOM (OpMe, TO e€CTb B BUAE, IIPUTOAHOM JMJISI BOCIPUSITMS YEJIOBEKOM C
MICTIOJIb30BAHMEM 3JIEKTPOHHBIX BBIUMCIUTENbHLIX MAalMH, a TaKXKe U1 Tepefauyy Io
MHGOPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHBIM CETSIM WM 06pabOTKM B MHGOPMALMOHHBIX
cucTeMax.
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HHble TEPMMHBI M TIOHATHUS, MCIOJb3yeMble B KMHCTpyKIMM, COOTBETCTBYIOT
NOHATHUAM, OIIPEMIEJIEHHBIM B 3aKOHOAaTenbcTBe Poccuiickoin denepanym.

2. CocTaB/ieHue ONMCeN Aell, JOKYMEHTOB (OIMCeH 3IEKTPOHHBIX
JOKYMEHTOB)

2.1. Onuch pnen, DOKYMEHTOB (Hasiee - OmMcCbhb gei) (ONMChb 3JI€KTPOHHBIX
IOKYMEHTOB) - 9TO  apXMBHbBIM  CIPAaBOYHMK, IIPEACTAB/ISIIONMIA  COOOI
CHCTEMAaTU3MPOBAHHBIN N€PeYeHb 3aroJIOBKOB e/ M ITpeAHa3HAYEHHBIN )11 pAaCKPBITHS
COCTaBa M COAEpXXaHMs [HeJl, 3aKpeIvIeHMsT WX CUCTeMaTU3allMM BHYTPHU
OOKyMeHTaabHOro GoHAa U UX ydera.

Omnce pen (ONMUCh SNEKTPOHHBIX [JOKYMEHTOB) COCTaB/SIETCS Ha OCHOBE
HOMEHKJIaTy Bl Jiel.

O61BeKTOM ONMMUCAHYS B OMUCYU A€ (OIMCH SJEKTPOHHBIX JOKYMEHTOB) SIBJISIETCS
Jeno (3IeKTPOHHOE JIEJIO0).

2.2. Ha cynebHble pena, nejia (Hapsabl) oOlero AejioNnpoU3BOCTBA MOCTOSHHOTO
XpaHeHMs, BpeMeHHbIX (CBblie 10 jileT) CPOKOB XpaHEHUsSI COCTaBJISIIOTCS OTHEIbHbIE
oncy (npwroxkenns N2 1, 2 k Hacrosient MHCTpyKumn).

AHaJIorMyHble OIMCH COCTABJIIIOTCS Ha 3JIEKTPOHHbIE Aeia (mpuioxkeHue N° 3 K
Hacrosien WHCTpyKumn).

2.3. [Ins yueta nen BpemeHHBIX (D0 10 JsieT) CpOKOB XpaHEHUSI PEKOMEHAYETCS
BECTH OIIUCH AEJI B JJIEKTPOHHOM BUJE.

IMpu yuuuytOokeHMnu Takux pnen B rpadpe «IIpumeuanue» mpocrasiseTcs
COOTBETCTBYIOIAS OTMETKA CO CChIJIKOM Ha aKT 00 YHMUTOKEHUM JIeTa.

2.4. Ilpu cocTaB/IeHUM OIUCHU A1 COOIONAIOTCS CeAYIOMEe TPeOOBaHMUs:

3arOJIOBKM JIeJI BHOCSTCSI B OIIMCh IOJTHOCTBIO;

KaXXJioe JIeJIo, TOM BHOCATCS B ONWUCh IIOJ CAaMOCTOSIT€JIBHBIM ITOPSAAKOBBIM
HOMEPOM;

rpagbl OMUCH 3AMOJTHAIOTCS B COOTBETCTBUM CO CBEAEHMUSIMM, KOTOPbIE€ BHIHECEHDI
Ha 00OJIOKKY Jiena;

rpada «IIpumeuaHus» uCIONb3yeTcs IS OTMETOK O mpueme (Iiepepade) ae,
OCOOEHHOCTAX PU3NYECKOTrO COCTOSIHMS, O HATUUMM KOIMIA.

B xoHue onMcK fest 3a moc/IefHEeM OnMCcaTe/IbHONM CTaThel 3aIl0/IHSIETCs UTOroBas
3anyCh, B KOTOPOM YKasbIBaIOTCA (LMpamMyu M MPOMMCHIO) KOJIMIECTBO AeJ, IIEPBhIA U
MOCJIEOHMI HOMEpa IO OIMCH JeJl, @ TakKe OroBapMBalOTCS OCOOEHHOCTM HyMepaluu
JeJ1 B onmucy (HaJIM4uMe JIMTEPHbIX M IIPONYHIEHHBIX HOMEPOB).

2.5. Ilepen BHeCeHMEM 3ar0JIOBKOB JIeJ B ONUCHU AEJT CEKPETAPEM MUPOBOI'O CYIbMU
(manee - paGBOTHMKOM, OTBETCTBEHHBIM 33 BeJEHME [eJIONPOU3BOIACTBA), MPOBEPSIETCS
KauecTBO ¢opMMUPOBaHusl M OPOPMIIEHMS eI, COOTBETCTBUE KOJIMUECTBA HeJl, BHOCUMBIX
B OITUCh, KOJIMYECTBY 3aBEJIEHHBIX JIeJI 10 HOMEHKJIaType.

ITpu mpocMoTpe Aesl MPOBEPSIIOTCS: COOTBETCTBME 3aroJIOBKa Jie/ia COlep:KaHUIO
IOKYMEHTOB B Jejie; NpaBMILHOCTb OQOpMJIEHUSI M TPYNIMUPOBKM JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJIO; KA4yeCcTBO IOJIIMBKM WM IHepelvieTa [Aela; NPaBUILHOCTD
HyMepalyy JMCTOB Ae/ia; HaMuye B Jejie BHYyTPEHHEM! OIMUCH [eJia ¥ IIPaBUIbHOCTD ee
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COCTaBJICHMSI; MPABUIBHOCTh OGOpMIIEHMS OOJIOXKM Jiesa; HaJu4uue M NPaBUWILHOCTD
JINCTa-3aBEPUTEISL.

IIp o6HapyXeHMM HapylIeHUs] YCTAaHOBJIEHHBIX TNpaBua QopMmupoBaHus W
odbopMJIeHMsT [T OHM JAOJDKHbBI OBITh yCTpaHeHbl pabOTHMKOM, OTBETCTBEHHBIM 3a
Be[leHMe NeI0NpOonU3BOICTBA.

2.6. B ciyuae obGHapy)keHMsI OTCYTCTBMS [eJl, 3aBeIEeHHbIX B COOTBETCTBUM C
HOMEHKJIATypO¥, pabOTHMKOM, OTBETCTBEHHbIM 3a BeJEeHME [eJIONpOU3BOACTBA,
NPYHUMAIOTCS MEpBI 10 UX pO3bICKy. OOHapy)KeHHbIe AeJla BKIIOYAIOTCS B OIMUCH JeJl.

Eciu mpuHATBIE Mepbl He AaIM Pe3yJIbTaToB, TO Ha HEOOHapyXXKeHHble [ela
coCTaBlgeTcs aKkT 00 yrpaTe [OKYMEHTOB B IIDOM3BOJIbHOM (GoOpMe, KOTOPBIN
MOATMCHIBAeTCSI paBOTHMKOM, OTBETCTBEHHBIM 3a BeJeHue JesonpousBofcTsa. aee
akT 06 yTpare JOKYMEHTOB YTBEPKIAETCH MUPOBBIM CyAbeil U IepefaeTcs BMeCTe C
OIMCBIO Ae/1 apXuBapuycy (fajsee — paboTHNUK, OTBETCTBEHHLIN 32 pabOTy apxuBa).

2.7. Onuchb Aes, OIMMCHU 3JIEKTPOHHBIX AOKYMEHTOB (TOLOBbIE pa3fiesibl OUCEN Ael,
oImCeit 3/IeKTPOHHBIX JOKYMeHTOB) (npuioxenus N° 1, 2, 3 k HacTosiet MHcTpykumm)
COCTaBJISIOTCA pabOTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa.

2.8. TlepsomMy rofoBOMY pasfely ONmMCHM Jejl NPUCBAaMBAeTCs HOMEep ONMCH IO
ety GOHIa, BCe IOC/IEeAYIOMEe FOAOBbIE Pasesbl YACIATCSA 33 JaHHbBIM HOMEPOM JI0
3aBepIIIeHMsI OITUCH.

He pomyckaercs NMpucBOEHME ONMCSAM Jel OAMHAKOBBIX YYETHBIX HOMEDOB B
npenpesax ogHoro ¢oHpa.

2.9. Ecaiv onuch Aej1 COCTOMT U3 HeCKOJIbKMX I'OJIOBBIX pa3fiesioB, TOMOB, UTOrOBast
3aMmCh COCTABJIIETCS K KAKIOMY 'OAOBOMY paszgeny, Tomy. K kaskzmomy nocneaymoliemy
rOLOBOMY pasfeny, TOMY B HapacTalOLeM IOpsiaKe COCTAaBJ/ISIeTCs CBOJAHAash UTOroBast
3aMmch.

TofmoBble pa3fesibl, €CIM OHM He SBJSIOTCS 3aKOHYEHHOM OIMCbIO, He
MOAIINMBAIOTCSA M He IepeIieTaloTcs.

2.10. 3akoHUYeHHas OMMUCh JeM Ha 6yMa’kHOM HOCUTesNne NOJ/DKHA BKIKYAThL He
6os1ee 9999 eguHUI] XpaHEHUSI.

3aKOHYEHHAas OMNUCH [eJl BMECTE C TUTYJ/IbHBIM JIMCTOM M CIIPaBOYHBLIM allllapaToM
K Hell 3aKIoyaercs B TBepAylo OOJIOKKY, HyYMepyercs M IOAIIMBAEeTC WIN
[epeIUIeTaeTC.

Kaxkzast 3aKOHYEHHas! ONMUCH JeJl, KKAbIM TOM ONMCU A€l AO/DKHbI UMETh JIUCT-
3aBepuUTeJIb.

2.11. B crpaBouHbIl anmapar K ONMCH JeJl BXOIST: TUTYJIbHBIN JIUCT; IIepeYeHb
repeuMeHOBaHMi cygebHoro yuyactka (ecm uHGoOpMalus O IIePeMMEHOBAHUM He
COZEPKUTCS B TUTYJIBHOM JIUCTE ONMUCH), COAEpKaHue (OrjaBJeHMe); IPeayucioBye;
CIIMCOK COKPAIlIeHMI; yKa3aTeau K onucy (TIpegMETHBIN, UMEHHOM, reorpadmyeckon).

2.12. Ha ™uTy/IBHOM JIMCTE OMMUCH JIeJ1 YKa3bIBAIOTCH:

MOJIHOE HaMEHOBaHME roCyJapCTBEHHOrO apXyBa,

TI0JIHOEe HaMeHOBaHMe CyAeOHOro yJacTka,

HOMED apXMBHOTO (HOHAR;

HOMep Y Ha3BaHME OIUCH;

KpaliHue JaTbl BHECEHHBIX B ONMCh €MHMULL XPaHEHMSI.
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HaumenoBaume CymeOHOrO YydYaCTKa YKasbIBaeTCsl IO IOCJAEOHEMY TOIY
BKJTIOYEHMS JOKYMEHTOB B OIIUCH JIeJI.

2.13. B nmpeguciioBUn K OMUCK JeJ1 YKa3bIBAIOTCS CBEINEHMUS B XPOHOJIOIMYECKUX
paMKax KpaiHMX JaT eOUHUL] XpaHEHWs, BKIIIOYEHHBIX B OIUCH:

006 ¥3MEeHEeHMX B HAaMMEHOBaHUM CyIeOHOro y4acTKa;

O CTPYKType cynebHOro y4acTka;

006 ocobeHHOCTsIX odopwieHnss u  (GOpPMMpOBAHMS [eJI, ONMCAHUA U
CHUCTEMATHU3aLMM 3aIOJIOBKOB J€JI;

O COIep>KaHMM U IIOJIHOTE JeJl;

O HaIMYMUM M OCOOEHHOCTSIX MH(POPMALMOHHBIX CUCTEeM, 0a3 [JaHHBIX,
MICIIO/Ib3YEMBIX JJjit paboThl C JJIEKTPOHHBIMM HJOKYMEHTAaMM, PEruCTpalviOHHO-
yueTHbIMM (pOpMaMM JeJT ¥ LJOKYMEHTOB M obpa3amu (CKaHaMM) IeJl M JOKYMEHTOB.

2.14. B cryyae o6Hapy>KeHMsI HOBLIX Jiejl, HE BHECEHHBIX B OITUCH JeJ1, TaKue Jesa
BHOCATCS B YKa3aHHbIE OIMMCH IO, JIUTEPHBIMMU HOMEpaMu.

BHecenue M3MeHeHM) B rOOBBIE pasfefbl OMUCK A MOC/Ie UX YTBEPXKICHUS
9KCITIEPTHO-TIPOBEPOYHOM KOMMCCUENA YIIOJTHOMOYEHHOTO MCIIOJHMUTEIBHOTO OpraHa
Kypckoy obnactu B cepe apxuBHOro gena (ganee - JIIK apxuMBHOro yupexzaeHus)
JIOITYCKAeTCsI TOJIbKO Ha OCHOBAHMM COOTBETCTBYIOIIMX PEIleHMH IKCIIEPTHOM KOMUCCHHN
cyaebnoro yyactka u 11K apxuMBHOro yupexxmeHus.

2.15. Omycy pen (rogoBbie pasAesibl OMMCEN) MOCTOSHHOIO XPaHEH!s!, BpEMEHHbBIX
(cBoize 10 s1leT) CPOKOB XpaHEHMs] COIJIACOBLIBAIOTCSI C JKCIIEPTHOM KOMMCCHEN
CcyaebHOro y4yacTKa.

2.16. CornacoBaHHbIE€ KCIIEPTHOM KOMMCCHMEN CYyHEOHOro ydyacTKa OIMUCHU L
(romoBble pasgesibl  OIMCeNA) IpeAcTaBasioTcs Ha yreepkigenne DIIK apxusHOro
YUPEKIEHUS.

Onucy men (romoBblie paszesibl OIMCENA) HANPaBJISIOTCS B YEThIPEX SK3eMILIIpax
Ha 6yMa’KHOM HOCUTEJIe M OZHOM 3K3eMIUIIpe B 3JIEKTPOHHOM BUJE B PENAKTHPYEMOM
dbopmare He No3gHee YeM uepes 3 roza rnociie 3aBepuieHus Jei B Je/IONpPOU3BOICTBeE.

2.17. Tlepen HampaB/ieHMEM OIMCEN [T HA YTBEPXKAEHME MTPOBEPAETCS Haauuue
JleJ1, BKJIIOUEHHBIX B 3TU OIUCH.

2.18. Ilocie yrBepkmeHms ommceir pen (romoBbix paspenoB omuceit) IIIK
apXMBHOT'O YUPEKOEHMUS OHY YTBEPIKAAIOTCS MUPOBBIM CYIbEM.

2.19. ®opmyupoBaHME 3JIEKTPOHHOM OMNMCHM JOKYMEHTOB OCYILECTBJSETCS Ha
OCHOBE 3JJIGKTPOHHOI HOMEHKJIATypbl B aBTOMAaTU3UpOBaHHOM pexume. IIpu stom
«pwieTpoM» st orbopa MHQOpMaLMKM SBJSIOTCS CPOKM XPaHEHUS] HOKYMEHTOB
(TocTOSIHHOrO, BpeMeHHbIX (cBbiie 10 j1eT) XxpaHeHus ).

B 3/1eKTpOHHO OIMCH eI COAEPKATCA PEKBU3MTHI ONMMCaHMs MHGPOpMAIMM HA
ypoBHe gesia. O6s13aTe/IbHBIMM PEKBU3UTaMM OIMCAHMS SIBJISIIOTCS: MOPSIAKOBBIM HOMEpP
samucu (HOMep [Meya), MHOEKC Hejia, 3aroJIOBOK Jejla, YKa3aHMe Ha NOJIMHHOCTH
(KONUITHOCTB), KpaiHMe HaThbl AOKYMEHTOB, KOJUYECTBO JIMCTOB B Jiejie, AHHOTAIUA

AOKYMECHTOB.
ITopgnMHHUK onmucH SJIEKTPOHHBIX IOECJI OdJOpMJISIETCSI Ha 6YMa)KHOM HOCHUTEIIE.
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3. Odopmnenne aesx ¥ MHBIX JOKYMEHTOB K IIOC/IEAYIONMIEMY XPaRHEHMIO B
apxmBe

3.1. 3axoHuYeHHbIE AEJONPOU3BOACTBOM JeJia MOCTOSIHHOro (B TOM YUCJIE CO
CPOKOM XPaHEHMsl «JO JMKBUIALUMM CyZeOHOro yvacrka») M BpeMeHHbIX (cBbie 10)
CPOKOB XpaHEeHMs I0C/Ie OKOHYaHMS KAJIEHAAPHOro rofia NoAroTaBJIMBAIOTCS K Iepeagaye
B apxuB Cy#eOHOro yyacTka ¥ IIOAJIeKaT IOJTHOMY OGOpPMJIEHMIO M OIMCAHMIO
(BKJIFOYEHMIO B ONIUCH JEJT).

Odopmnenne 1 onucanue geJj N0 nepeadyy B apxXuB OCYIIECTBIIIETCS CEKpeTapeM
MMPOBOI'O CYAbM B COOTBETCTBMM C TpebGoBauusimu IlpaBum N°® 77, MHCTpyKuMei mo
cynebHOMY HeJIONpPOM3BOICTBY B amrapare MupoBoro cyabu Kypckoit obmactu u
Hacrosein MHCcTpyKumei.

3.2. Ilpu popmupoBanuu es1 Heo6XOAMMO COBITIONATD CAEAYIOIIME TPeOOBaHUs:

JOKYMEHTBI ITOCTOSIHHOTO ¥ BPEMEHHOT'O XpaHEHMsl IPYINMPYIOTCSA B OTAE/NbHbIE
Jena;

B JIeI0O BKJIIOYAIOTCS JOKYMEHTbl, KOTOpblE II0 CBOEMY COJEep>KaHUIO
COOTBETCTBYIOT 3aroJIOBKY ZieJia, IpelyCMOTPEHHOMY HOMEHKJIaTypOoii. 3aroJIOBOK fie/ia
YTOUYHSIETCSI B COOTBETCTBMM C (PAKTMUECKMM COCTABOM M COIEp’KaHMEM IOKYMEHTOB;

B J1eJ10 BKJIIOYAEeTCSI OOMH 3K3eMIUIAP KaKIO0ro JOKYMEHTA;

B JieJIa TPYIIIMPYIOTCS JOKYMEHTbl OZHOrO KaJIEHAAPHOro roaa (MCKIIOYeHue -
nepexopslye fena; cyaedHble nena);

IIPWIOYKE€HMS], JIMCThI O3HAKOMJIEHMSI, COTJIACOBAHMS M PE3OJIIOIMM K JOKYMEHTamM
SBJISIIOTCS. X HEOTHhEMJIEMOM YaCThIO M BKJIIOYAIOTCS B JIEJIO BMECTE C JOKYMEHTaMy, K
KOTOPBbIM OHM OTHOCSITCS;

IpuKasbl (pacCloOpsDKEHMs])) TPYIIMPYIOTCS B Jela B COOTBETCTBMM C
YCTaHOBJIEHHBIMM IJISI HUX CPOKaMM XpaHEHMSI;

He JOIyCKaeTCsl IPYNMMUpPOBATh B Jlejla YEpHOBbIE M AyOJieTHbIE 3K3EMILISPHI
JIOKYMEHTOB, & TaK)Xe JOKYMEHTHI, NoJJIesKalye BO3Bpary.

3.3. ITonHoe odopmiieHue gen Ha GyMaKHOM HOCUTENIE TIPELYyCMaTPUBAET:

u3bsATHE (AIOB-BKJIAJIbIIIEHA, CKPEIIOK, METAJIJIMUYECKUX CKOO, CTUKEDOB;

MOALIMBKY MJIM IIepeIuvieT JOKYMEHTOB fesia (HedopmaTHble JOKYMEHTB! XPaHATCA
B 3aKPBITBIX TBEPABIX MaNKaX MM KOPoOKax);

HyMepaLMIO JIMCTOB Jesa;

cOoCTaBJieHMe JIMCTa-3aBepurenst pena (npwiokenme N° 5 K Hacrosen
Uncrpykuun);

COCTaB/IEHME BHYTPEHHE! OMMCY JOOKYMEHTOB gena (npwioxenme N° 6 K
Hacrosiet UHcrpykuumy );

odopmieHMe 06510kKM Aena (npuioxxkenne N° 7 k Hacrosiieit UHCTpyKumn);

JIACT UCIIOJIb30BaHMs (IIpY HEOOXOAUMOCTH).

3.3.1. [leno Ha 6yMaXHOM HOCHUTEJIE HE JO/DKHO cojiepskarb 6onee 250 mcros.

Eciy konmmMuecTBO JIMCTOB B fieie npeBbitaer 250, JOKyMeHTH GOpPMUPYIOTCS B
TOMa B XPOHOJIOTMUYECKOM nopsiake. ToM 2 MoskeT 6bITh HAYaT JIUIIb IMOC/E€ OKOHYaHUS
toMa 1. JlaTa OTKpBITHS TOMa 2 He JOJ/DKHA ObITh paHee AAThl OKOHYaHusa Toma 1. Ha
TOMaXx JOJDKEeH ObITh OOILIMIA 3aro/IOBOK 110 HOMEHKJ/IATYpE Ael.
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3.3.2. JoOKyMeHTbI NOJIIMBAIOTCS Ha YEThIpe IPOKOJIA B TBEPAYIO OOGJIOKKY MM
NepervIeTaloTCs C YyYEeTOM BO3MOKHOCTM UYTEHMSI BCeX JOKYMEHTOB, JarT, BU3 U
Pe30JIIoOLMM Ha HUX.

ITpy HeO6XOAUMMOCTHM AOKYMEHTH! MeHee opmata A5 (uexky, KBUTAHIIMH, CITPABKH,
dotorpadum 1 Apyrue) B Le/six yoo6CTBa NOALIMBAHNS HAKJIEMBAIOTCS Ha JIMCT Gopmara
A4. TIpu orcyTcTBMM MO A1 TOJIIMBKM AOKYMEHT HeoOXOoAuMO HakienTb Oe3s
NOBPEXAEHNUS TEKCTa Ha BCIIOMOraTe/IbHbIN JIUCT.

JIOKYMeHTBl TMMOAIIMBAIOTCS B [ieJI0 B XPOHOJIOrMYECKOM TOpsigKe, BCe
npuoObIIeHHbIE B POLECCEe PACCMOTPEHMs CYAeOHOro Jesa JOKyMEHTbl — B NOPSIIKe MX
NOCTYIIJICHNS.

Ucnonbsyemble  mis QUKCMpOBaHMS Xoja CyAeOHOrO 3acefaHMs CpeAcTBa
ayauo3anmucy U MHbIE TEXHUYECKUe CPeACTBa - 3/eKTPOHHbIE HOCHMTENN MHQOpMalyu
(nvcKM, auCKeThl, (JIel-KapThl) XpaHATCs BMecTe ¢ cyAebHbIM aesom. IIpy atom ouu
IOMKHBI ObITh BLUUTHEI B CygebHOe zAeno (MpuoOILEeHbl K IPOTOKONY CyAeOHOro
3acefauyus) B YINaKOBaHHOM BuJe (KOHBEPT) C YKa3aHMEM Ha YIMaKOBKe HOMepa Aesa,
JaThl, a TaKXke IOAIMCAHBI CEKpPeTapeM cyjaeGHOro sacefjaHus. YNaKOBKa [JOJ/DKHA
obecreunBaTh COXPaHHOCTD JIEKTPOHHOTO HOCUTEJISI OT MOBPEXKAEHUN U IOPYMN.

3.3.3. I[Ipn Hymepauyy JIMCTOB B [ieJ1ax COOMIONAIOTCs CIeLylolye TpeGoBaHMs:

Hymepaumst nipousBoputrcs apabckumy  ummdpammu  NpocThIM - rpaduUTHBIM
KapaHJallioM WX HyMepaTOpOM C BOZOCTOMKOM LITEMITeJIbHOM KPacKOM;

HOMepa JIMCTOB ITPOCTABJISIIOTCS B IPABOM BEPXHEM YTJTy JIMCTa AOKYMEHTA;

dororpadpmy, yeprexky, OMarpamMmbl U IpPyrMe WUIIOCTPATUBHbIE IOKYMEHTHI,
IpeICTaBJISIoNMe CaMOCTOSTE/IbHBINA JIMCT B Jiejie, HYMepYyIOTCs Ha OOOPOTHOM CTOPOHE
B JIEBOM BEPXHEM YIUIY;

JIMCT C HAaKJICeHHBIMM JOKYMEHTamy (BbIpe3KaMy, BbINMCKamMy, poTorpadusvin)
HYMEpYeTCs Kak OfVH JIUCT,

JUCTHI (Bpe3Ky, BCTaBKM TEKCTa, INEpeBOJbl), MOAKJIEEHHble OJAHMM KpaeM K
IPYTrOMY JIUCTY, HyMEpYIOTCS OTHEJILHO;

KOHBEPTHI C BJIOXKEHUSIMM, MOALIUTLIE B L,€J10, HYMEPYIOTCS B CJIEAYIOLIEM TTOPSIAKe
— BHayaJie HyMepyeTcsi KOHBEPT, a 3aTeM OYepeiHbIM HOMEPOM - KaXKI0e BJIOKEHHUE B
KoHBepre. EwiM BIOKEHMS HYMepOBaTb HeNlb3s, MX HAJIM4YME OrOBapUBAETCSI B
3aBEPUTEJIbHOM HaAIINCH;

IOMIUMTBIE B J€JI0 HOKYMEHTbI ¢ COOCTBEHHOM HyMepaluel JUCTOB (BKJIIOYAs
nevaTHble M3JaHus) HyMepyIOTCAd B OOLUEM IOPSJKE WIM COXPAHSIOT COOCTBEHHYIO
HyMepaLmio, €C/IM OHa COOTBETCTBYET MOPSIAKOBOMY PacCIIOJIOKEHMIO JIMCTOB B JeJI€;

JIMCTBI 60/BIIMX (GOPMATOB IOALIMBAIOTCS 32 OAVH Kpai M HyMEpPYIOTCS Kak OAUH
JICT;

BCE JIMCTHI Aena (ToMa, 4acTH) Ha 6yMaskHOM HocuTese (KpoMe JIMCTa-3aBepuTens
JieJ1a M BHYTPEHHEN ON1CH JOKYMEHTOB Jiejla) HyMepYyIOTCS B BaJIOBOM IIOPSIIKe,

JINCTBL JeJ, COCTOSIIMX U3 HECKOJIbKMX TOMOB, HYMEDPYIOTCS IO K2XAOMY TOMY
OTAEIBLHO.

B cayvasx ob6HapyxkeHuss oumMOb0K B HyMepauuM JIMCTOB Jejla IPOBOAUTCS
nepeHyMepanms Wiy MCIOb30BaHue JIMTePHbIX HOMEPOB JIMCTOB.

B ciyyae uM3MeHeHMsI HyMepauuyu JIMCTOB Jela COCTaBJISIETCS HOBBIA JIACT-
3aBepPUTEJIb, IPY 3TOM CTapbIii COXPAHIETCs B ieJie.
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3.3.4. JIncr-3aBepurens nena (nmpuioskerne N° 5 x Hacrosuen MHCTpyKimn)
COCTaBJISIETCSI HA OTHAEJBHOM JIUCTE, ITOAIIMCHIBAETCS €r0 COCTABUTEIEM, MOMUIMBAETCS
(BryeuBaeTcs) B meno. Bce mocnmemyrone U3MeHEHMSI B COCTaBe M COCTOSSHMM [ella
OTMEYAIOTCS B JIMCTE 3aBEPUTEJIE CO CCHIKOM Ha COOTBETCTBYIOLLMIA aKT.

3ampelnaeTcsi BRIHOCUTD JIMCT-3aBepUTEb Ha OOJIOKKY JIeJIa MIIM YUCTBII 060poT
JIMCTa IIOCJIeAHero JokymeHTta. EcCiM Jeno mopmmro wiu nepervieTeHo Oe3 OJiaHka
JINCTa-3aBEPUTEJIS, OH JOJDKEH ObITh HAK/IeeH 33 BEPXHIOIO YaCTh JIMCTA Ha BHYTPEHHIOKO
CTOPOHY OGJIOXKKM B KOHIIE Jea.

B 3aBepuTENbHOM HAAIIMCH YKa3bIBAIOTCS LUMPpaMM M IIPOMUCHIO KOJIMYECTBO
NPOHYMEPOBaHHBIX JIMCTOB U KOJIMYECTBO JIACTOB BHYTPEHHEN OIMMCH, OrOBapMBAIOTCA
OCOOEHHOCTM HyMepallMM JIMCTOB Aena (Hapsza) (Hajmyue IpOITYIIEHHBIX HOMEDOB;
HOMEpA JIMCTOB C HaKJIeeHHbIMM (poTorpadpusivm, JOKyMEHTaMM, BbIpe3KaMM U3 ras3er;
HOMEpa KOHBEPTOB C BJIOKEHMUSIMU Y KOJIMYECTBO BJIOXKEHHBIX B HUX JIACTOB).

Bce nocnexpyiomme M3MeHEHMSI B COCTaBE M COCTOSIHMM JieNia (ITOBpEXIEHMS,
3aMeHa ITOJJIMHHBIX JIOKYMEHTOB) OTMEUYAIOTCS B JIMCTE-3aBEPUTENIE CO CChUIKOM Ha
COOTBETCTBYIOILIMI aKT.

[Tpumep: B HacToOSIIEM Jiesie (Hapsje) MpOLIMTO U NpoHyMepoBaHo 250 (mBectu
ISTHAECAT) JIMCTOB, B TOM unciie 3 (Tpu) pororpadmum Ha smcrax: 20, 113, 235. Umerorces
JamTepHble JucThl ¢ Homepamu 10a, 33a, 336. B komuBepre (nmct 245) Haxomurces
TPYZLOBasi KHMXKa ocykaeHHoro Fisanosa A.B.

3.3.5. Ha obmoxke pena (mpwioxenme N° 7 K Hacrosmen Hucrpykumn)
YKa3bIBaIOTCSI:

HaMMEHOBAaHME CymeOHOro Yyd4aCcTKa MMpOBOrO Cyabu  (IIOJIHOCThIO, B
VIMEHUTEJIbHOM ITafiexe);

HOMep ToMa (4acTH);

MHIEKC JIeJia N0 HOMEHKJIATYpe;

3aroJIoBOK fena (Toma, 4acTH);

damuiust, UMsl, OTYECTBO OCYXXAEHHOTO JMIIA M IIOJIHO€ HauMMEHOBaHME CTaThby
YronosHoro kogekca Poccuitckon Depepaiium, Mo KOTOPO JIMLIO OCYXKIEHO;

bamMuMs, MHUIMAIBI UCTLA, OTBETYMKA (HaMMEeHOBaHMe OpraHM3aluu), CyTh UCKa
(3asiBiIeHMN);

dbamuina, MMs1, OTYECTBO ONPABAAHHOrO JIMLIA MJIM JINIIA, B OTHOLLEHUM KOTOPOro
IIPOU3BOACTBO IIPEKPALLIEHO;

HOMeED NIPOM3BOACTBA II0 ATy, YHUKAJIbHBIM MAECHTU(UKATOD Hea;

KpayHue JaTbl gejia (ToMa, 4acTn);

JaThl HA4aJ1a ¥ OKOHYAHUS J1e/1a;

KOJIMYECTBO JIMCTOB B Jiejie (TOMe, YacTH);

CPOK XpaHeHMsI JieJla C YKa3aHMEM rofa, 10 KOTOPOro OCYILECTB/ISIETCS XpaHeHNe,

Ha Cy#ebHBIX [HejaxXx — IOANUMCh MMPOBOTO CYyAbM, Ha Jenax obuiero
JNEeJIOTIPOM3BOACTBA - HOAMMUCh  pabOTHMKA, OTBETCTBEHHOrO 33  BelEHME
JeJIONPOU3BOACTBA;

apxMBHbIA WKbp Hena;
noMeTtka «J1yisi CTy>Xe6HOro MoJIb30BaHUsI» Wiy rpud orpaHuuenus OOCTymna (pu
HaJIN4Yun).
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3.3.6. Ha 06105kKax ges1 MoCTOSTHHOTO CPOKA XPaHEHMS] IIPEAYCMaTPUBAETCS MECTO
JJI1 HAUMEHOBAaHUS TOCYapCTBEHHOTO apXMBa, B KOTOPBIM NEpefaloTcs Jieia Cyne6Horo
Y4acTKa- MCTOYHMKA KOMILIEKTOBaHMSI.

[Mpy wu3aMeHeHMM HaMMEHOBaHMS CyJeOHOro yvyacTka B TeuYeHHue IMepuoia,
OXBaThHIBAEMOr0 [OKYMEHTamMMu Jiejia, Ha OOJIOKKe J[esia yKasblBaeTCs HOoC/efHee
HayMEHOBaHMe.

3.3.7. 3aroyioBOK jiela OO/DKEH COOTBETCTBOBATh (PAKTUUECKOMY COCTaBy
(comep>kaHuIO) JOKYMEHTOB JeJia.

Ewm feno coOCTOMT M3 HECKOJIBKMX TOMOB (4acTel), Ha OOJIOXKKY KaXIOro ToMa
(4acTy) BBIHOCUTCSI OOILIMIA 3aroJIOBOK, @ TaKXXKe 3arojIOBOK M HOMED KaKAOro TOMa
(vacty).

B 3arosoBkax pes, COREpKALUMX KOIMM JOKYMEHTOB [€JIaeTCs yKa3aHMe Ha
Haymune konui. ITogIMHHOCTh JOKYMEHTOB Jie/Ia B 3ar0JIOBKE He OrOBapuBaeTcsl.

3.3.8. Ha o6;0xKe [esa yKa3bIBalOTCS KpaitHue JaThl JOKYMEHTOB, IOMELLEHHbBIX
B 1€J10.

Eciu B feno BKIIOYEHbI JOKYMEHTBI, JIaTa KOTOPbIX HE COBIAfaeT C JaTou mena,
TO II0J, AATOM C HOBOM CTPOKM JAeyiaeTcs 06 3TOM 3anuch: «B mese MMeIOTCS JOKYMEHTBI
3a... rog(bl)».

JlaTa pgena He yKasbIBaeTcsi Ha OOJIOXKKax [es, COoAepsKaluMX rOfOBble ILIAHBI,
OTYETHI M ApYTHe JOKYMEHTbI, JaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKaXx Jell.

Jaramu [en, coaepXKalux PpacHOpPSAUTENbHYI0 M MHYIO JOKYMEHTAaLMIO
(IOoKJIagbl, MMCbMa, CTEHOTPAMMBI), SIBJISIOTCA JaThl (UMCJI0, MeCSL, I'OJ) perucrpanum
(cocTaByiieHMs, NOCTYIUIEHUSI) CaMOrO paHHErO0 M CaMoro NO3AHEro AOKYMEHTOB,
BKJIIOUEHHBIX B AeJI0 (KpajfHue JaThl JeJ1, ZOKYMEHTOB).

IlaToit mesa, copepiKallero MPOTOKOJIBI 3aCeNaHUM, SIBJISIIOTCS JAThl TIEPBOTO U
NIOC/IEIHErO MPOTOKOJ1a, BKJIIOUEHHBIX B JeJI0,

ITpu 0603HaUEHUM [aThl JOKYMEHTA CHa4asIa yKa3bIBa€TCS UMCIIO, 3aTeM MeCSIL U
roz. Yncio u rop o603HavaloTcs apabckumu nmubpamu, HasBaHUE MeCsLA - MPOIMUCHIO.

Ecm  para  [JOKYMEHTa WM OTHEeIbHble €€ 3JIEMEHTH  ONpenessiioTCs
npubIM3UTEIbHO, HAa OCHOBAaHMM aHaiM3a COJepXKaHusl JOKYMEHTa, TO Jara WU
OTJe/IbHBIE €€ JIEMEHTHI, He SIBJISIoLMecs abCoMI0THO JOCTOBEPHBIMY, 3aKJIIOYAIOTCS B
KBaJpaTHbIe CKOOKM.

3.3.9. KonnuecTBo sMcTOB Ha O6GJIOKKE fie/1a YKasblBAa€TCS HA OCHOBAHUM JIMCTA-
3aBEPUTEJIS.

3.3.10. Cpok xpaHeHusI Ha 00JIOKKe JIe/1a YKa3bIBaeTCsA B COOTBETCTBUM CO CPOKOM
XpaHEeHMs, YCTAaHOBJIEHHbIM HOpDMAaTMBHBIMM IPDaBOBBIMM axkTamyu Poccuifckoi
Mdeneparuii, TUIIOBLIMY NEPEYHSIMM NOKYMEHTOB, Ilepeunem noxymeHnTos, [IpumepHon
HOMEHKJIATyPOH.

Ha pena, BHeceHHbIe B OMKCh Ae (TOAOBOM pasjiest OIUCH Aesi) CyieOHOro yJyacrka
— MCTOYHMKA KOMIUIEKTOBAHUSI TOCYJapCTBEHHOrO apxmuBa, AapXMBHBIA Mpp
MPOCTABJISIETCSL TTOCJIe YTBEPXKAEHUsI onucyu aen (rogosoro pasgena omucu fen) 11K
ApPXMBHOTO YUPEXIEHUS Y YTBEPKIAEHUSI MUPOBLIM CyIbei.

3.3.11. Bo Bcex cyne6HbIX Aejax, MOAJIeKalMX Iepeave B apXmUB Ha IIOCTOSHHOE
" BpeMeHHOe xpaHeHue (cBpiure 10 siet), cOCTaBISeTCS BHYTPEHHSISI ONIMCh JOKYMEHTOB
nena (npunoxkenne N° 6 K Hacrosiueyt MHCTpykuym).
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JIMCTBI BHYTPEHHEN ONMUCH NOKYMEHTOB Jiejla HYMEPYIOTCS OTHEIHbHO OT oblen
HyMepalluy JOKYMEHTOB fiena. ViHdopmauus o KoJM4yecTBe IMCTOB BHYTPEHHEN OMUCH
JOKYMEHTOB JeJIa BKJTIOYAeTCsI B JIMCT-3aBEPUTENID.

W3meHeHMe cocTaBa AOKYMEHTOB Aena orpaxkaercs B rpade «IIpumeuanue»
BHYTPEHHEN! ONMCY JOKYMEHTOB Jiejla CO CChIJIKAMM Ha COOTBETCTBYIOLLME aKThI.

Ecin geno Ha OyMa)kHOM HOCHUTEJIE MEpPEIVIETEHO WIM IOAMMTO Oe3 OJaHKa
BHYTPEHHE! ONUCHM MOOKYMEHTOB, TO COCTaBJ€HHas [0 YCTaHOBJIeHHOM dopme
BHYTDPEHHSSI OITUCh ITOAKJIEMBAETCS K BHYTPEHHEM CTOPOHE JIMLEBOM O6IOXKKM Aena.

3.4. ApxuBHbIi mindp BKIIOYAET B Ce0s HOMEpa: apXMBHOro (oHza, Onucu mel,
IOKYMEHTOB, €IMHMIBI XpaHeHus - gena. Ha epguHuiiax xpaHeHMs, COAEpXKalIyx
IOKYMEHTBI Ha 6YMa)KHOM HOCUTEJIE, apXMBHBIN MIM(P HAHOCUTCS Ha OGJIOXKKY B JIEBOM
HVDKHEM U IIPaBOM BEPXHEM YTJIax B Lie/siX obecrieyeHus yuera u upeHtTudukanyu. [Ipu
3TOM 0003HaueHMe, HaHOCMMOE B TIpaBOM BEpXHEM YTy, repeBopaumBaercs Ha 180
rpafycoB MO OTHOLIEHMIO K 0003HAYEHMIO B JIEBOM HUIKHEM YIIIY.

3.5. B yueTHO-permMcTpalMOHHBIX XYPHAIaX MOCTOSHHOIO ¥ BPEMEHHBIX (CBBILIE
10 sileT) CpOKOB XpaHEeHMsI Nepef UX mnepefadeil B apXuB OCYHIECTBIISIETCS HYMepalyst
JIUCTOB ¥ TIPOU3BOIUTCS 3aBEPUTEIbHAS HAAIIUCD.

Ha o6y10kke perMCTpalyOHHOrO >XYPHaJIa WIX KHUTM COIVIACHO HOMEHKJAType
IIPOCTAaBJISIETCSI CPOK XPaHEHMS M YKa3bIBAETCH KOJUYECTBO JIMCTOB.

3.6. Ilepen mepenmayeit B apXuB YYETHO-CTATUCTUYECKMX KapTO4YeK pabOTHMK,
OTBETCTBEHHLINM 3a AEJIONPOM3BOACTBO, IMPOBEPSET MX HAMUYME M 3alOJHEHMEe BCeX
IIpeyCMOTPEHHBIX PEKBU3UTOB.

ITocse mepemauM [Hel B apXMB YYETHO-CTATUCTHMUECKME KaPTOUKM [IOJDKHBI
XPaHUTHCSA B KapTOTEKax (SAIIMKAaX, KAPTOTEUHBIX IIKadax) OTAENBHO IO YTOJOBHBIM,
TPaXKAAHCKMM, agMMHMCTDaTMBHBIM  JenaM, Jjejam o060  agMMHMUCTPATMBHBIX
[IPaBOHAPYIIEHMSIX B NOPSKE MX HOMEPOB HO rofaM. B KaKgoM TOMe I0/DKHO ObITh He
6o7ee 150 y4eTHO-CTaTUCTUUECKMUX KAPTOUEK, HO He 6ostee 250 micToB.

YyeTHO-CTaTUCTHYECKME KapTOUYKM MEPENaloTCsl B apXMUB BMecCTe C ajiaBUTHLIM
yKa3aTeJeM.

3.7. DNexXTpOHHbIE JOKYMEHTHI, MOJJIeXAllMe XPaHeHHIO, IIepeialoTCs B apXUB B
BMIe KOHTEMHEpPOB, 00eCrneuyMBalolMX LEJOCTHOCTb 3JIEKTPOHHBIX HOKYMEHTOB, IIO
1H(OPMalMOHHO-TEJIEKOMMYHUKALMOHHOM CeTH U3 COOTBETCTBYIOIIEH
aBTOMATU3MPOBAHHOM CHCTEMBI CYAeOHOro y4yacTka B MH(QOPMALMOHHYIO CHUCTEMY
apxyBa Wiy Ha 060CO0IeHHbIX HOCUTE/IX OMHOKPATHOM 3alUCH.

B KoHTelfHEp 3JIEKTPOHHOrO MAOKYMEHTAa BKIIOYAIOTCA (aia 3JE€KTPOHHOro
IOKyMeHTa B (opMaTe apXMBHOTO XpaHEHMs M (ailyl METafaHHbIX 3JIEKTPOHHOTO
IOKYMEHTa, BKJIIOUYasl 3JIEKTPOHHBIE TIOAITACH.

KoHTelfHepsl 3/EKTPOHHBIX AOKYMEHTOB MOTYT IepefaBaThCd B apxuMB Ha
¢du3nyecku 0060COOIEHHBIX MaTEpPUAIBLHBIX HOCUTE/SIX OZHOKPATHOM 3almMcu B JIBYX
MAEHTUYHBIX JK3EMIUISIPAX - OCHOBHOM (3TaJIOHHBIN 3K3€MILISIP, KOTOPBINA MUCIOb3YeTCs
B UCKJIIOUMTEJIbHBIX CTy4YasixX, HallpuMep, AJIs CO3/laHMsl KOl pabovero sK3eMIuIspa) u
paboueM (C STOro 3K3eMIUISpa M3TOTaBIMBAIOTCS KOMMM JIEKTPOHHBIX JJOKYMEHTOB, B
TOM 4ucie At PoHAa UCIOIb30BaAHMUS). _

3.8. ITpy roAroTOBKE 3/IEKTPOHHBIX JOKYMEHTOB K Nepefaye Ha XpaHeHUe B apXUB
IPOBOJMTCS MX KOHBepTHpOBaHue B (opmar apxusHoro xpanenus PDF/A.
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DJIEKTPOHHBIE JOKYMEHTBI, MMEIOIIME TIPUIOKEHWS], SIBJISIOIMECS HEOThEMIEMON
YacTbl0 [JOKYMEHTa, IpYM KOHBEPTUMPOBaHMM B (oOpMaT apxXMBHOrO XpaHEHUS
NPUCOEAMHSIOTCS K OCHOBHOMY HNOKYMEHTY, 06pa3ys ¢ HuMm oauH ¢aitn. [Ipunoxenus
60b1IOr0 06beMa MOT'YT KOHBEPTUPOBATLCS B OTHE/IbHbIE (alIb.

3.9. CucremaTusaums 3JIEKTPOHHBIX JOKYMEHTOB M MX MHOEKCalus B
COOTBETCTBMM C HOMEHKJIATypoy, GOpMMpOBaHME KOHTEMHEPOB 3JIEKTPOHHBIX
IOOKYMEHTOB )il IIEPeAAvy 3JEeKTPOHHBIX JOKYMEHTOB B apxXuB Cyla OCYIIECTBJISIOTCS
B COOTBETCTBYIOIIMX MH(POPMALMOHHBIX CUCTEMAX.

3.10. IToaroroBKa 3JIEKTPOHHBIX AOKYMEHTOB K Mepefadye B apXxuB COCTOUT M3
CJIELYIOIIMX 3TalMoOB:

npoBepKa (U3MYECKOrO COCTOSIHMSI MAILIMHHBIX HOCHUTEJIeH, MpelHa3sHauyeHHbIX
LIS TIEpEiauM B apXUB;

3aIIMCh 3JIEKTPOHHBIX JOKYMEHTOB Ha MalllMHHbIE HOCHUTEJIN;

IIpOBepKa Ka4yecTBa 3ammcy;

ONMCaHMe 3JIEKTPOHHOrO JOKYMEHTa,

npocTaBjieHne apXMBHBIX IMQPOB Ha enuHMIAX XpaHeHus (Ha QyTisapax) B
COOTBETCTBUM C apXUBHOM OMMUCHIO (OMUCSIMM) JIEKTPOHHBIX JOKYMEHTOB IIOCTOSIHHOTO
XpaHeHus;

NOArOTOBKA KOMILJIEKTa COIPOBOAMTEILHOM AOKYMEHTALN.

ApxuBHbI 1WMOP 3JEKTPOHHBIX [TOKYMEHTOB, XPaHMMbIX Ha 000CO6/I€HHbIX
9JIeKTPOHHBIX HOCUTEJISIX, YKa3bIBAETCS HA BK/IaAbIILe, BIOKEHHOM B QYT/sp HOCHTEIS.
ApXUBHBIA LMD 3NEKTPOHHBIX JOKYMEHTOB, XPaHUMbIX B MHPOPMAIIMOHHON CHUCTEME
apxuBa, SIBJIeTCS 00s3aTeJIbHBIM 3JIEMEHTOM OIMCaHMsI KOHTeHHepa 3JIEKTPOHHOTO
JOKYMEHTA.

3.11. ComnpoBopuTe/nbHasd AOKYMEHTAalMsl 3JIEKTPOHHBIX JOKYMEHTOB JOJDKHA
OBITh NOCTAaTOYHOM JUIs obecreyeHus UX ydeTa M MCIO/Ib30BaHus. B Helt oTpaskaercs
crenylomas uHbopMalya: Ha3BaHue JOKYMEHTa, AaTa ero CO3JaHMs, XapaKTepuCTHKa
cozepykauus (aHHOTAlMS), JIEKTPOHHBINA GhopMar, pusmyeckas 1 JIOrmyecKkas CTpyKTypa
(mJ1s1 yueTHbIX 6a3 JaHHbIX, CAIITOB U ApYToe), 06beM JOKYMeHTa (/11 633 JaHHBIX TaKxkKe
- KOJIMYECTBO 3amucei).

3.12. Ilepen nepemaueit cygeGHOro fena B apxuB Heobxoammo obpaiath ocoboe
BHMMAaHMe Ha obpalleHue K MCIIOJTHEHMIO (MCIIOIHEHE) BCTYNMBILEro B 3aKOHHYIO CWITY
cyzne6HOro peleHus B cooTBeTcTBuM ¢ MHCTpyKumen o cyge6HoOMY 1e/I0NPOU3BOACTBY
B anmnapate MupoBsoro cyabyu Kypckoiit obimacti.

4. DRcIepTH3a HEeHHOCTH AOKYMEHTOB. 3ajaun M (PYHKIMM IKCIIEPTHOMN
KOMMCCHH CyleOHOr0 yJacTKa

4.1. TIpemMeToM OSKCIIEPTM3bl LEHHOCTM [AOKYMEHTOB (Jasee - 3KCIepTM3a
LIEHHOCTY) SBJIIETCS OINpejesieHne COOTBETCTBUS HOKYMEHTa M (WiIM) NOKYMEHTOB
KputepusM ero (Mx) LEHHOCTM B LeIIX ONpelejieHMss CPOKa XpaHeHus u orbopa
noKyMeHTa M (WiM) JOKYMEHTOB MJII BKIIOYEHMSI B cocTaB ApxuBHoro ¢onna
Poccuickoit @emepanMu  wiM  BbIIENeHUSI K YHUUYTOXKEHUIO IO MCTEYEHUU
YCTAaHOBJIEHHOT'O CPOKa XpaHEeHMsI.

O61eKTOM 3KCITEPTHU3BI HEHHOCTH SIBJISIETCS JOKYMEHT U (M11) OKYMEHTHI.
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4.2. DrcnepTM3a LEHHOCTH ITPOBOAMTCS Ha OCHOBaHMM NPUHIMIIOB MCTOPU3MA,
CUCTEMHOCTM M ILE€JOCTHOCTM ITyTEM KOMIUIEKCHOIO IIpUMEHEHMsI CJIeYyIoIyX
KpUTEPUEB:

IPOUCXOXAEHMS (3HAYMMOCTb BBIMIONHAEMBIX (QYHKIMHA, BpemMs U MeCTO
06pa3oBaHMA LOKYMEHTA);

comepxxanus (3HaUeHue MMeIOLIeics B JOKymeHTe MH(opmaumu, NOBTOpeHMue
3TOl MHPOPMaLMM B APYTMX JOKYMEHTaX, IIOJJIMHHOCTD JJOKYMEHTA);

BHEILIHUX OCOBEHHOCTEN NOKYMEHTOB (BUA JOKYMEHTA, GopMa GMKCUPOBaHUS U
riepefauyu CofepyKaHus, IOpUAMUYEcKas JOCTOBEPHOCTb (Haymuue IOAIIMACeH, AaT,
meyareil) JOKYMEHTAa, €ro (usyyeckoe COCTOSIHME), & TakKe INPUTOAHOCTU [Jift
MCIIONB30BaHMs (BOCIIPOM3BOAMMOCTM (IIPM 3KCIEPTH3E LIEHHOCTM 3JIEKTPOHHBIX M
ayaAMOBU3YaJIbHBIX JOKYMEHTOB).

4.3, 3agayamMy 3KCIIePTU3bl LEHHOCTYU SABJISIOTCS:

ornpejeieHMe CPOKOB XpaHEHNs JOKYMEHTOB NPy pa3paboTke HOMEHKJIATYDHI;

oT6op JOKYMEHTOB IS BKJIIOUEHMs] B coctaB ApxuBHOro ¢oHpa Poccuiickoit
depnepanyy, a TakKe AJIs epeauy B apXuB MUPOBOTO CYAbU,

BbISIBJIEHME JIOKYMEHTOB C MCTEKLIMMM CPOKaMM XpaHeHUs AJ1 BKIIOYEHMS UX B
axT O BbIIEJIEHUM K YHUUTOXXEHUIO JOKYMEHTOB, He NOJJIeXXallMX XPaHEeHMIO.

OKCIIepPTM3e LEHHOCTH MOMJIEXXAT BCE JOKYMEHTBI Cyle6HOr0 y4acTKa MUPOBOIO
CYZbJ HE3aBMCHMO OT BIAOB HOCHTEJIEN M CIOCOBOB 3ammcil.

PemreHye 0 BKJIIOYEHMM AOKYMEHTOB B cocraB ApxusHoro ¢onpma Poccuitckon
®epepaunu npuaumaercs I11TK apxuBHOro yupexxueHmsi.

4.4, DxcnepT3sa IEHHOCTM JOKYMEHTOB Cyie6HOrO y4acTKa IIpOBOANTCS:

IPY COCTaBJIEHMM HOMEHKJIATYDBbI, B ITpoLecce GopMupoBaHus Aell;

IpY NIOArOTOBKE A1, JIEKTPOHHBIX Jie/1 K Iepefayde B apXus,

npyM TIOATOTOBKE K mepemaye Jes, 3JEKTPOHHBIX JeJI Ha XpaHeHue B
roCyJapCTBEHHbBIN! apXUB;

IpY BBIAENEHUM K YHMUTOXEHMIO AeJ, 3MEeKTPOHHBIX J[eJ, He MNojjexallux
XpaHeHUIO.

4.5. Cpoky XpaHEHMSI JOKYMEHTOB IPU NPOBEAEHUM UX HKCIEPTU3bI LIEHHOCTU
YCTAaHABJIMBAIOTCI B COOTBETCTBMM C (emepasbHbIMM 33aKOHAMM WM MHBIMU
HOPMaTMBHBIMM MpaBOBbIMM akTamyu Poccuitckoit (Depepaumy, nepeuHsIMM TUIIOBBIX
apXMBHLIX AOKYMEHTOB C yKa3aHMueM CPOKOB UX xpaHeHus, Ilepeunem OKyMeHTOB,
ITpumepHO¥ HOMEHKJ/IaTypO.

4.6. Jus opraHmMsaumMmM M IpoBefeHMss pabOTbl MO 3KCIEpPTU3e I€HHOCTH
OOKYMEHTOB IIPMKa3OM MMPOBOIO CYAbM CO3[AeTCsl IIOCTOSHHO JIelCTBYIOLIast
SKCIIEPTHAsA KOMMCCUSI CYHeGHOro y4yacTKa MMPOBOrO CyAbM (majee - 3KCIepTHas
KOMMCCHSI) B COCTaBE HE MeHee 3 yesIoBeK.

OKCIIepTHas KOMUCCHS JEACTBYET Ha OCHOBaHMM NOJIOXKEeHMsI, pa3paboTaHHOTO Ha
OCHOBE MPUMEPHOTO TIOJNIOKEHUSI 00 SKCIIEPTHOM KOMMCCMYM  OpraHuM3aLMy,
YTBEPXKIEHHO! YIIOTHOMOYEHHBIM (e/ilepa/IbHbIM OPraHOM MCIIO/IHUTEILHOM BJIAaCTH B
cdepe apXMBHOTO JieJia U AeIONPOU3BOACTBaA.

ITpencenaresieM 3KCIIEPTHOI KOMMUCCHIA SIBJIIETCSI MMPOBOM CYZbsl, CEKpeTapeM -
paboTHMK, OTBETCTBEHHBIN 32 paboTy apxuBa.
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B cocTaB 3KCHEPTHOM KOMMCCUMM LIeJIeCOOOPa3sHO BKJIIOYUTH INPEACTaBUTENS
roCylapCTBEHHOrO apxXxuBa W/WIM YNOJHOMOYEHHOTO MCIOJHUTEIBLHOTO OpraHa
Kypckoi1 obnactu B cepe apxuBHOro fena (110 COrjacoBaHUIO).

Cyne6Hble  y4aCTKM,  BBICTYNAlOIIME  MUCTOYHMKOM  KOMILUIEKTOBaHMUS
roCyapCTBEHHOrO apXyBa, COIJIACOBBIBAXOT ITOJIOKEHME OO SKCIEPTHOM KOMMUCCHUM C
coorBercTByomeil 3TIK apxuBHOro yupexxmenus.

4.7. OKcIepTHas KOMMCCHUSI OCYLLECTBJISIET ciienyroime GyHKIUN:

4.7.1. Oprasu3yeT eXKerofgHbIi 0TOOp IesI A/ XPAaHEHUS M YHUUTOKEHHS.

4.7.2. PaccmaTpMBaeT ¥ NIPYMHMMAET peIlleHN e O COrJIaCOBaHMM:

[IPOEKTOB OIMCEN HeJ IIOCTOSHHOrO M BpeMeHHBbIX (cBbimie 10 set) cpokoB
XpaHEeHNS;

IIPOEKTOB HOMEHKJIATYP HeJI;

IIPOEKTOB aKTOB O BBIEJIEHUYM K YHMUTOXKEHMIO JIe)1, He MOMJIeXKAIMX XPaHEHMIO;

IIPOEKTOB 3KTOB O HEOOHApYKEHUM apXUBHBIX JTOKYMEHTOB, ITYTM PpO3bICKA
KOTOPBIX MCUEPIAHbI;

IIPOEKTOB 8KTOB O HEUCIIPABUMBIX ITOBPEKIEHMUSIX apXUBHBIX JOKYMEHTOB;

IIPOEKTOB JIOKAJbHbIX HOPMAaTMBHBIX 4KTOB M METOAMYECKUX JAOKYMEHTOB
CcyaebHOro y4acTKa IO JeJIONPOM3BOACTBY M apXMBHOMY AETy.

4.7.3. BpimonHser wuHble (GYHKIMYM, YCTAHOBJIEHHbIE 3aKOHOZATEIbCTBOM
Poccurickoit @epepauny B chepe apxXMBHOIO Jiejia U JEIONPOU3BOCTBA U ITOJIOKEHMEM
06 3KCITEPTHOM KOMMUCCHM.

4.8. 3acemaHus IKCIEPTHON KOMMUCCUM IIPOBOASTCS [0 MEpPEe HEOOXOIMMOCTH, HO
HEe MeHee OBYX pa3 B roj, opopMJSIOTCS IIPOTOKOJIOM, KOTODBIM ITOAIMCHIBAETCS
MMPOBBIM CYZbeN ¥ CEeKPETapeM KOMMUCCHUM.

3acemaHue OSKCIIEPTHOM KOMMCCUMM M TPUHSTHIE peIIeHUST CUMTAIOTCS
NIpaBOMOYHbBIMM, €CJIM Ha 3aCelaHNy MPUCYTCTBYET 6oJiee IIOJIOBMHEBI €€ COCTaBa.

PelneHusi 9KCNEPTHOM KOMMCCHMM IO KaKAOMY BOIIPOCY  (HOKYMEHTY)
NPYHUMAIOTCS GOJIBLUMHCTBOM rosiocoB. CriopHbie BOMPOCHI NPU pas3je/IEHUy TOJIOCOB
NIOPOBHY pa3pellaloTcs npefcenaTesieM SKCIIEePTHON KOMMCCHUM.

49. Bemenue [OeJIONPOM3BOACTBA SKCIIEPTHOM KOMMUCCUM, XpaHEHUE U
MCII0/Ib30BaHME €€ NOKYMEHTOB, OTBETCTBEHHOCTbD 32 MX COXPAaHHOCTbD, a TAK)KE KOHTPOJIb
VICIIOJIHEHMSI TIPUHSITBIX 5KCIEPTHOM KOMMCCHEHM peLeHMi! BO3/IaraloTcs Ha ceKperaps
SKCIIEPTHOM KOMUCCUH.

4.10. OT60p 2/1eKTPOHHBIX JOKYMEHTOB Ha apXMBHOE XpPaHEHME OCYILECTB/ISETCS
B pe3yJibTaTe SKCIEPTU3bl EHHOCTY JIEKTPOHHBIX AOKYMEHTOB, KOTOpast IPOBOAUTCS
3KCIIEPTHOM KOMMUCCUENA.

4.11. PaboTHMK, OTBETCTBEHHBIMX 32 pabOTy apXmMBa, COBMECTHO C pabOTHUKOM
MunuctepctBa mnpaBoBoro ob6ecneuenuss Kypckoit o6sacti, OTBe4alomMM 33
GOYHKIMOHMPOBaHME VMHGOPMALUMOHHBIX TEXHOJIOTMM B CyAeOHOM y4aCTKe MMUPOBOI'O
CyObM,  OIpeIesieT INepeYyeHb 3JIeKTPOHHBIX [JOKYMEHTOB, KOTOpbIE IOAJIEKAT
aKcriepTuse. IlepeueHs 371EKTPOHHBIX JOKYMEHTOB, OAJIEKAIX aPXUBHOMY XpaHEHUIO,
MOMMMO 3aroJIOBKOB JEJ, UX AaT, JOJIKEH BKIIOYAThb B ceOsl JaHHbIE 00 3JIEKTPOHHBIX
socuTenax (ux popmarax, o6beMax u ap.). B pamMkax 3TOro nepeyHs npoBOgUTCS 0TOOD
9JIGKTPOHHBIX JOKYMEHTOB Ha IIOCTOSSHHOE ¥ BpeMeHHOoe XpaHeHme. IlepeueHb
YTBEPKIAETCS SKCIIEPTHOM KOMUCCHEN.
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4.12. OrcnepTy3a 3JIeKTPOHHBIX JOKYMEHTOB NPOBOAUTCS SKCIIEPTHOM KOMMUCCHEN
BO B3aMMOCBSI3M C JOKYMEHTaMM CyAeOGHOro yuyacTka Ha OYMaKHBIX HOCUTENSX
(TIpMMeHsIeTCSL B KOMILIEKCE CUCTEMBI OOIIMX M CITeLUaIbHbIX KPUTEPUEB:

3HAUMMOCTD, ITOJTHOTA (3aBEPIIEHHOCTD) JOKYMEHTA;

ayTEeHTMYHOCTDb NOKYMEHTA;

OTCyTCTBUE OyOmpylomen nHGopMauum B JOKYMEHTaX, IPUHATHIX HAa apXMBHOE
XpaHeHMe) C YYETOM JOIOHUTENbHbIX PU3HAKOB:

MOAJIMHHOCTb 9JIEKTPOHHOIO HOKYMEHTA, HAJIMUME 3JeKTPOHHOM NOAIUCU U
MOJIOXKUTEIBHOTO pe3yJIbTaTa ee IPOBEepKU;

BO3MOXXHOCTh BOCHpOM3BeAeHMsI ¥ 00paboTku uHOpMaIMy 3JIeKTPOHHBIX
JOKYMEHTOB;

BO3MOYKHOCTb ObecrieueHusi BpeMeHHOro (cBbiule 10 jiet) xpaHeHust, IpOBEeAEHUS
TEXHOJIOTUYECKUX MUTpaLHiA.

5. ITopAAOK YHUUTOXEHUSI apXUBHbBIX JOKYMEHTOB

5.1. Haxopsaimecs B apxuBe Jiena, IO KOTOPbIM WMCTEK CPOK XpaHeHMus,
YCTaHOBJIEHHBIN gecTByomymmy [IpuMepHOit HOMeHKIaTypoit, [lepeuneM 1OKyMEHTOB,
OTOMPAIOTCS K YHUUTOKeHMIO. PaboTa 1o oTéopy Jej1 K YHUUTOKEHUIO OCYILECTBIISIeTCS
pabOTHMKOM, OTBETCTBEHHBIM 32 pabOTy apXuBa, €XKEro/IHO.

Iena ¥ [OOKYMEHTBHI BK/IIOYAIOTCH B aKT O BbIAGJIEHMM K YHUUTOXKEHMIO
JOKYMEHTOB, HE IOAJIEXKAIMX XPaHEHUIO, eCJIM NPEeayCMOTPEHHBIA AJII HUX CPOK
XpaHeHusI UCTEeK K 1 THBapsi rojla, B KOTOPOM COCTaBJIEH aKT.

VHMUTOXKEHME OOKYMEHTOB [JO IIPOBEAEHMSI SKCIepTM3bl IIEHHOCTM WM
YTBEPKIEHMS MUPOBBIM CYZbei OIMCEN LeJ IOCTOSTHHOTO XPaHEeHUs 3alIpellaeTcs.

5.2. PabOoTHMKOM, OTBETCTBEHHBIM 32 pabOTy apXmMBa, COCTABJISIETCS NMPOEKT aKTa
O BBIJIQJICHUM K YHUUTOXXEHUIO TOKYMEHTOB, HE MOJIEKAIIMX XPAaHEHUIO (IPUIOKEHME
N® 8 x Hacrosen MHCTpyKkumm).

ITpoeKT aKTa O BBIAEJIEHUM K YHUUTOKEHMIO JOKYMEHTOB, HE MOMAJIeXKaIIMX
XpaHeHMIO, TIPEJCTaB/ISIETCSI Ha COIVIACOBaHMe SKCIIEPTHOM KOMMCCHMM, 3aTeM
Hampasisercds Ha paccmorpenme OIIK apxMBHOro yupexuenus, IOC/IEe Yero
YTBEPXXAAETCS MUPOBBIM CYZbEe.

5.3. Tlpm cocraBieHMM aKTa O BbIAENIEHMM K YHMUTOXKEHMIO JOKYMEHTOB, He
MOLJIEXKAIMX XPaHEHUIO, TO/DKHBI COOIIOAATHCS CIeMYIOLIME IIPaBMIIa;

JleJia pacIiojiaraloTCsl B aKTe II0 TOJaM MX PacCMOTPEHMS B IOPSAKE BO3paCTaHMs
HOMEpOB JeJT;

B KOHIIE aKTa [AEJaeTcs 3alMch O TOM, 4YTO M3 e (CyZeOHBIX [OeNl) U3BATHI
NOJIMHHUKY CYAEOHBIX aKTOB, IMYHbIE JJOKYMEHTEI.

5.4. AKTbl O BBIIENIEHMM K YHUYTOXKEHMIO [OKYMEHTOB, He IOMAJIEXKAIMX
XPaHEHUIO, paCCMaTPUBAIOTCS M COIJIaCOBBIBAIOTCS HA 3aCeIaHUM 3KCIIEPTHOI KOMUCCUM
OIHOBPEMEHHO C ONMUCSIMM Ha Jiejia IIOCTOSTHHOTO XpaHeHus.

IMocue yTBep K IeHUsT MMPOBLIM Cy/Ibeii OIMuCcelt e MOCTOSSHHOrO CPOKa XpaHeHus,
aKTOB O BbIIEJIEHMM K YHUUTOXEHUIO NOKYMEHTOB, He IMOJIeXKallluX XpaHeHuIo, Aea,
BbI/IeJICHHBIE IT0 aKTy K YHUUYTOXXEHHUIO, MOI'YT OBITb YHMYTOKEHBI.
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5.5. Hena c¢ ormetrkoi «IIIK» momnexaT MOMMCTHOMY (IJI1 3JIEKTPOHHBIX
JOKYMEHTOB - [OAOKYMEHTHOMY) IIDOCMOTPY B ULeNSIX BBbISBJICHMUS apXUBHBIX
OOKYMEHTOB, NOMAJIEXALIMX IMOCTOSHHOMY XpaHeHMIO. BblsiBleHHble B TaKMX [Jesax
JOKYMEHTBI ITOCTOSSHHOTO CpOKa XpaHeHMsI BBbIJENSIOTCA M INPUCOEOUHSIOTCS K
OIHOPOJHBIM [ieJJaM COOTBETCTBYIOLLIErO TIOJOBOrO pasjena wiM (QOpMUPYIOTCS B
OTHeJbHbIE fea.

OcraBummecss JOKYMEHTbl BPEMEHHOTO CpPOKa XpaHEHMsI BK/IIOYAIOTCS B akT O
BBIZIJIEHUM K YHUUTOXXEHUIO JOKYMEHTOB, HE IIOMJIeXKALIMNX XPAHEHUIO.

ITpyu B/IIOYEHMM B AKT JOKYMEHTOB, BBISIBJIEHHBIX IIPU IIPOCMOTDE eJI CO CPOKOM
xpaHenus ¢ otmetkon «DI1K», ormerka «3IIK» B akTe He yka3piBaeTcs,

5.6. U3 o0TOOpaHHBIX K YHUYTOXEHMIO CYHeOHBIX [fen (IpakIaHCKUX,
aJMMHUCTPAaTUBHBIX, YrOJIOBHbIX, 00 aAMMHMCTPATMBHBIX IIpaBOHapylIEHUSIX) Ha
IIOCTOSIHHOE XpaHeHue Heo6XOAMMO M3bIMaTh IOJJIMHHMKYM CYJeOHbIX aKTOB,
BbIHECEHHBIX II0 CYIIECTBY Jiefla, a TaKkKe CyjaeOHble aKkThl CY[OB aIe/UISIMOHHONM,
KaCCAllMOHHOM ¥ HAA30pHOM MHCTaHIYM, BBIHECEHHbIE [0 pe3y/bTaTaM pPacCMOTpPEHMS
aneJUIIIMOHHBIX WM KacCalMOHHBIX Xanob (IpefcraBieHMit) MO0 IepecMoTpa
pellieHnit Cyia B TOpsigKe Haz3opa.

W3 npexkpallileHHbIX JeJ, OeJ II0 MCKaM, OCTaBJe€HHbIM 06e3 pacCMOTpeHus,
M3BIMAIOTCS NMOIJIMHHMKM OMNpeHeIeHNit O IPeKpallleHMy MPOM3BOACTBA IO ey, 06
OCTaBJIEHUM MCKa 6e3 pacCMOTpEeHMs.

Ha Bcex cymebHbIX akTax MPOCTaB/IOTCS PeruCTPaLMOHHbI HOMEp Je/1a, HOMep
IIPOM3BOJCTBA, YHUKAJIbHBIN MASHTUOUKATOD Hejia, U3 KOTOPOrO OHM M3BSTHI. 3aTeM
JOKYMEHTHI IIOSUIMBAIOTCS 10 NOPSAKY HOMEPOB JieJ1 B OTAe/IbHbBIE fiejla ¥ IIOMelaloTCsl
B TBEPAYIO OOJIOXKKY.

ITpuoGimeHHbIe K CyxeOHOMY ey 3/IeKTPOHHbIe HOCUTEMM MHGOpMaumu (IUCKMY,
IUCKETBI, (JIenI-KapThl) YHUUTOXKAIOTCS OAHOBPEMEHHO C AeJIOM ITyTeM UX (Ppu3nuecKkoro
YHUYTOKEHMSI WM YHUYTOXKEHMS TPOrpaMMHO-TEXHUYECKUMM CPeJICTBAMMU.

5.7. Tlpu orbope K YHUUTOXEHUI0 MaTEPUAIOB, PACCMOTPEHHLIX B IOPSIKE
rpaXXJaHCKOr0, aJMMHMUCTPAaTUBHOrO, YTOJIOBHOTO CYAOIPOM3BOACTBA, & TaKkKe
IIPOM3BOJICTBA I10 AesiaM 06 aAIMMHUCTPATUBHBIM IIPaBOHAPYIIIEHMUSIM, M3 HUX U3bIMAIOTCS
[IOMJIMHHMKM CyAEeOHBIX aKTOB, B TOM YMCJIE BBILIECTOSIIMX CYAOB, KOTOpbIE
$OpMHMPYIOTCS B COOTBETCTBYIOLEe Jel0 pabOTHMKOM, OTBETCTBEHHBIM 3a pabory
apxuBa, M IepemaloTCss Ha IIOCTOSIHHOE XpaHeHue ¢ cobsopeHneM TpeGoBaHUM
Hacrosiue UucTpykunm.

5.8. M3 apXMBHBIX JAOKYMEHTOB, IOMJIEXAIIMX YHUYTOKEHMIO, OCTAIOTCS Ha
XpaHEHMe JIMYHbIe IOKYMEHTHI (I1acIlOpTa, BOEHHblE OWIEThI, TPYJAOBble KHWKKU WU
IpyTMeE JIMYHbIE JOKYMEHTHI), KOTOPBIE IOMEILAIOTCS B OTAEJIBbHYIO MAIIKy, COLePsKalIyIo
BHYTPEHHIOI0 ONKChb JOKYMEHTOB. B omuch BHOcATCS: daMuiusi, UMMS, OTYECTBO
BJIafiesIblid JOKYMEHTa, HaMeHOBaHMe JOKYMEHTa ¥ HOMep aena (Mpou3BOACTBA), U3
KOTOPOr'O OH U3BST, F'OJl pPACCMOTPEHMS Aejia, HOMep U JjaTa akTa 00 YHUUTOKEHNM Aea.
HeBocTpe6oBaHHblE JMYHBIE AOKYMEHTBI XPaHSITCS B apxmuBe 75 JieT, MOCe Yero
YHUYTOXKAIOTCS.

5.9. ApxmBHBIE JOKYMEHTBI, HOJJIEXKAIMe YHUUTOXEHMIO, IepeNaloTcs Ha
YTUIN3ALYIO B OpraHu3anyy, 3aHMMaroLyecs nepepaboTkoin BTopcripes, anbo B OKY
«110d MC Kypckoi1 obimacTtin».
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B ciryyae OTCYTCTBMSI OpraHM3aLMif, MPOM3BOISALIMX YTUIM3ALMIO, JOKYMEHTBI
YHUUTOKAIOTCS CIIELMAIbHO CO3AAaHHOM Ha OCHOBAaHMM PacHopsKeHUs] MMPOBOTO CyIbU
KOMUCCHEN TTYTEM COMOKEHUS WIM MeXaHM4eCKOU nepepaboTKy, O YeM COCTaBJIIETCS
aKT.

5.10. Ilepen mnepemaueit Ha YHMUTOXXEHME IOKYMEHTBHI YIAKOBBIBAIOTCS, a B
HEOOXOAMMBIX C/Iy4asix omeyaTbiBaioTcs. [lepepaua odopmisercs npueMocaaToOYHOM
HaKJIaJHOM (aKTOM), B KOTOPOM YKa3bIBAaIOTCS JaTa Iepejayuy, KOJIM4eCTBO BKIIOYEHHbBIX
B aKT J€JI ¥ APYTUX HJOKYMEHTOB, BeC OYMaKHOM MaKyJIaTyphbl.

5.11. JIoKyMeHTbI, COAepXalye MNepCOHaIbHbIe IaHHble, UMEIOLIME IIOMETKY
«JIns c1y>ke6HOrO TMOJIb30BaHMsI», a TaKKe copepsKalye MHOOpMaIMI0 OrpaHMYEHHOTO
IOCTYIIa, JHOJDKHBI YHMYTOXKAThCS  CHocobamy, MCKIIOYAIOUWIMMM BO3MOXKHOCTD
BOCCTAHOBUTb COJepKaHNe JOKYMEHTOB.

5.12. Tlorpyska, BbIBO3 Ha YTMIM3AUMIO U YTUIM3ALUS OCYLIECTB/ISIIOTCS ITOZ,
KOHTPOJIEM YIIOJIHOMOUEHHOrO pabOTHMKA CYyIeOHOro y4acTka MUPOBOT'O CYAbMU.

5.13. AKTbI O BBIIEJIEHMM K YHMUYTOXKEHMIO JOKYMEHTOB, & TAaKKE JOKYMEHTHI,
noaTsepXpaawiye (GakT yTWIM3auuy, TMOAIIMBAIOTCS B OTHENbHbIA Hapsa B
XPOHOJIOTMYECKOM HOpsIIKE.

B perucTpanyoHHBIX JKypH&Iax (rpaga — @puMedYaHME) WIM YUYETHO-
CTaTMCTUYECKMX KapTouKax (CIelMaJbHbIM ITYHKT WiIM CBOOOJHOE IIoJie) HesIaeTcs
OTMETKa 06 YHMUTOKEHUM eJ1a C YKa3aHMEeM HOMEPaA, JAThl aKTa M IIPOTOKOJIA 3aCeAaHus
9KCIIEPTHOM KOMUCCUM.

Ormerka 00 YHMUTOXKEHMM [ejla IIPOCTABJSETCS TAaKKe B COOTBETCTBYIOIIEH
OImCH JeJl.

5.14. 3ampeniaercs MCIOJb30BaHME OTOOPAaHHBIX K YHUYTOXKEHMIO [eN IS
XO3SMCTBEHHBIX HYXK/I.

5.15. DyrleKTpOHHbIE apXUBHBIE J€/Ia C UCTEKIIMMMU CPOKAMM XPaHEHMS NOJIeXKaT
BBIIEJICHMIO K VYHMUTOXXEHMIO B IIOpSAAKE, YCTAHOBJEHHOM i JIOKYMEHTOB Ha
OYMa>KHOM HOCMUTENE, MOC/Ie 4ero IPOBOAUTCH MX (u3snMueckoe YHMUTOKEHUE WU
YHUUTOXXEHME TIPOrPAMMHO-TEXHUUECKUMHU CPEACTBAMU C COOTBETCTBYIOLEN OTMETKO
B aKTe O BBIZEJIEHUM K YHUUTOKEHUIO JOKYMEHTOB.

6. IlepeBoj AOKYMEHTOB B 3JIEKTPOHHBIA BUJ

6.1. PaboTrHMK ammapata MMPOBOIO CYAbM, OTBETCTBEHHBII 3a IIe€peBO[
IOKYMEHTOB B JJIEKTPOHHBIN BMJ (Hanee - pabOTHMK, OTBETCTBEHHbIN 33 MEPEBOJ
JOKYMEHTOB B 3JIEKTPOHHBIA BUA), OCYILIECTBJIIET CO3NAaHME 3JIEKTPOHHBIX 00pa3oB
(371eKTPOHHBIX KONMMIA) NOKYMEHTOB ITyTeM CKAaHMPOBAHMSI OYMa)KHBIX HOCHUTENIEH U
BBITPY3KY IIOJTYYEHHBIX (PaiyIOB B 3JIEKTPOHHOE XPaHWIMIIE,

6.2. K poxkymeHTtam, IOAJieXalMM [epeBOAY B  3JEKTPOHHBIM  BUJ
(CKaHMPOBaHMIO), OTHOCSTCS BCe CyAeOHbIe fea, BXOAAIIME U UCXOISMIINE JOKYMEHTBI
cyga IO TpaXOAHCKMM, agMMHUCTPaTMBHBIM, YrOJIOBHBIM JefiaM, penaMm o6
aJIMMHUCTPAaTUBHBIX IpPaBOHApYIIEHMUsIX, a Takke oO6pa3oBaHHbIE B Ipolecce
NesATeNbHOCTY VHbIe MaTepuaibl M HOKYMEHTbI, B TOM UMCJIe 3asiBJIeHMs, OOpallleHus
(kasmo6pl)  rpaxkaaH, IOpMAMYECKMX  JIML,  HENPOLECCYaJlbHOrO  XapakTepa,
BHeEIIpolieccyaibHble 00pallleHNs, apXUBHbIe JOKYMEHTHI ¥ MHbIE OKYMEHTBI apXMBa.
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6.3. He nognexxar nepeBony B 3JIEKTPOHHBIN BUJL, CIEAYIOIIME TOKYMEHTDI:

cyne6Hble Jeyla M JOKYMEHTbI, COAEpPIKallye TOCYAapCTBEHHYIO TauHy M MHBbIE
CBeJleHMsi, He TOoJJieKalllMe pasrjalleHMI0 B COOTBETCTBUMM C AEHCTBYIOUIUM
3aKOHOJarenbcTBoM Poccuitckon Penepanymy;

OOKYMEHTBI, cojepkamme  CIyXebHyio  MHOOpMauMIO  OrpaHMYEHHOrO
pacnpocTpaHenms (C moMeTKoM « [l crykxeGHOro MoNb30BaHUs»);

pexJIaMHbI€ MTPOCITEKTHI (M3BEIIeHNs);

NO3ApaBUTEIbHBIE MUCbMa (OTKPBITKN);

IopuIOy4ecKasi JMTeparypa, nocobus, cnpaBoYHO-MH(POpMAaIMOHHbIE MaTepuaIbl,
m3gaHus (KHUTH, SKYPHIbI, NEPUOAMYECKME WM3JaHMsI) M MHasg nojurpaguueckas
JIUTEPATypa;

MHasi KOPPECHOHAEHIMS, MOCTYNMAIOMAask B CyJ, He OTHOCSIIASACSI K JOKYMEHTaM,
NepeuYnCcIeHHbIM B MyHKTE 6.2 Hacrosuuen MHcTpyKiym.

6.4. CpokM nepegauyy JOKYMEHTOB Ha YYaCTOK CKaHMPOBaHMS, a TAKOKe CPOKM MX
HAaXOXIEHMS Ha Y4yacTKe CKAaHMPOBAHUSI OIpPENeNSIOTCS MMDOBBIM Cyzbeil WK
VIIOJTHOMOUYEHHBIM UM JIMLIOM C YYE€TOM CPOKOB, NMPEAyCMOTPEHHBIX MpOLIeCCyaTbHbIM
3aKOHOAaTeJabCTBOM Poccuitckoit @Defepaumy, U MHCTPYRUMEM IO cyge6HOMY
LeJI0NIPOM3BOAICTBY B anmnapare Muposoro cyasu Kypckoy obimacTiu.

6.5. PabOTHMK, OTBETCTBEHHBIM 33 MEpeBOJ JOKYMEHTOB B 3JIEKTPOHHBIN BMI,
OCYILIECTBJISIET CJIEAYIOLVE NeACTBUS:

CKaHypyeT JOKYMEHT (CKaHMPYETCsl K&KIbIM 3aIl0JIHEHHBI pa3sBOPOT, HYMepaLus
cTpauu, B ¢opmupyeMoM (aityie JOJDKHA COOTBETCTBOBATb HymMepalMM CTPaHMl B
JOKYMEHTe);

KOHTPOJIMPYET KayeCTBO M TIOJHOTY JJIGKTPOHHOro obpasa [JOKyMeHTa
(4MTaEMOCTB, OTCYTCTBME IIEPEKOCOB, 3aTEMHEHMI WM UHBIX AedeKTOB, COOTBETCTBYE
KOJIMUECTBA CTPaHMI], JOKYMEHTA);

rocjie TNpoBeJeHMs TMpoLeNyphl CKaHMPOBAaHUS IPOBEpsSeT COOTBETCTBUE
3JIGKTPOHHOM KOMUU JOKYMEHTa €rO MOMJIMHHUKY, IIpU OOHApYKEeHUM HECOOTBETCTBUS
MIPOM3BOJUT €ro MOBTOPHOE CKaHUPOBAHME;

npy HeoOXOAMMOCTM 0OpabaTbiBaeT KaKOOE€ OTCKaHMPOBAHHOE WU300paxkeHue
(yoanser miuHue 06beKThl, KOTOPbIE MOT'YT INOSABUMTBLCS IPU CKAHUPOBAaHNUN);

coxpanser (a1 ¢ BO3MOKHOCTBIO €ro AQIbHEMIero IOMCKa Ha JUCK CBOEro
aBromaTusupoBaHHoro pabouero mecra (B dopmare PDF-daitna, paspeiieHue He MeHee
200 - 300 dpi);

3arpy’kaeT CO3JaHHbIA 3JIEKTPOHHBIM 006pa3 [JOKYMEHTa B 3JIEKTPOHHOE
XpaHWINLLE.

6.6. Pesy/jibTaTOM CKaHMPOBAHMSI JOKYMEHTA SIBJIIETCSI 3JIEKTPOHHBINA 00pa3
Jokymenta B ¢opmare PDF-¢aitia ¢ KOJIOHTUTY/IaMHM, COHAEpPIKallero HeoGXoayMble
naeHTU(GUKALMOHHbIE TaHHbIE II0 HEMY M BKJIIOYAIOIIEro BCe CTPaHMIIbI JIOKyMEHTa.

6.7. DNIeKTPOHHBIN 06pa3s nepeBeIeHHOro B 3JIEKTPOHHBIN BUJ, TOKYMEHTA AO/DKEH
ObITb IPUKPEIVIEH K PErMCTPalMOHHOM KapTOYKe COOTBETCTBYIOILIETO IMPOrPaMMHOIO
U3enus.

6.8. DnekTpoHHbIe 0O6paskl JOKYMEHTOB, CpOpMMUpOBaHHbIE B (aijl 10 OJHOMY
cyne6HOMY ey WM JOKYMEHTY, NO/DKHbI TOYHO COOTBETCTBOBATb MX GymMakHOMY
HOCUTEJIIO, PacnojaratbCsa B ¢aivie B TaKOM JKe MOoC/IefoBaTeabHOCTH. HameHoBaHue
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¢daita JODKHO ITO3BOJISATh MAEHTU(DUIMPOBATh JAOKYMEHT M KOJIMYECTBO JIMCTOB B
JOKyMEHTe.

Xpanenue chopMUpoBaHHBIX (aiyIOB B MPOrpaMMHOM M3AEIUU OCYILIECTBIISIETCS
0], COOTBETCTBYIOIIMMM UHIEKCAMM U HyMepaiueil B COOTBETCTBUM C HOMEHKJIATY PO
IeJ1, YIeTHO-CTaTUCTNIYECKMMM KaPTOUKaAMM.

7. Ilepepada pest (3/IEKTPOHHBIX Zie/I) B apXUB MUPOBOro cyabu. [Topspok
XpaHEeHMsI apXMBHBIX e/l (3/IEKTPOHHbIX aPXUBHDIX Jie)I)

7.1. Iena oCcTOSAHHOT'O XpaHEeHMsI, BpeMeHHbIX (CBbIle 10 y1eT) CpOKOB XpaHeHus
NepenaloTcsl B apXMB HE IO3Hee YeM yepe3 IIeCTb MECSIEB M0C/e 3aBeplIeHNs el B
nenonpousBogcTse mo omucsM gen. OKOHYaHMe NPOU3BOACTBA NO CYAeOHBIM Aenam
OnpefensieTcss B  TOpSAKe, YCTAaHOBJIEHHOM MHCTPYKIMENH [0  CyneOHOMY
IeJIONPOU3BOACTBY B anmaparte MupoBoro cyaby Kypckoit obnacty.

Pemenne Ha mnepefavy el B apXuB NPUMHMMAeT MMPOBOM CyAbs, a NpPU €ro
OTCYTCTBMY - MMPOBOJM CYZbsl, HA KOTOPOTO BO3JIOXKEHO MCIIOJTHEHME ero 00s13aHHOCTEI.
MupoBOIt CyIbsi MPOBEPSIET BCEe MPOM3BOACTBO 110 CyAOHOMY €Ty, MaTepuay.

7.2. JJoxymeHTb! BpeMeHHBIX (10 10 JIeT) CPOKOB XpaHEeHMs WM «I0 MMHOBAHUI
HagoOO6HOCTU» B apXMB 110 O0LLEMY IIPaBMUITy He IlepefaloTcsl.

B cooTBercTBMM C peleHHeM MMPOBOTO CYAbM B MCKIIIOUMTENBHBIX CIIydasx
(oTCyTCTBME BO3MOKHOCTM OOecreyeHus: COXpaHHOCTH, COOTBETCTBYIOLIMX [TOMELIEHNIA
IJIS1 UX XpaHeHUs ¥ UMHBIX) JOKYMEHThI BpeMeHHbIX (0o 10 yieT) CpoKOB XpaHeHusT wim
«I0 MMHOBaHMSI HAZOOHOCTM» JeJla MOryT ObITb IepefaHbl B apxXuB IIO
COOTBETCTBYIOILMM OIIUCSIM.

ITogroroska men BpeMeHHbIX (70 10 j1eT) CpOKOB XpaHEHUS VI «I0 MUHOBaHUS
HapgobGHOCTM» [JIs1 IlepefauyyM B apxXuB, a TaKKe Iepelavya TakKuxX JAeNT B apXuB
OCYILECTBJISIETCS B COOTBETCTBMM CO CPOKaMM, YCTaHOBJIE€HHbIMM ITyHKTamu 3.1, 7.1
Hacrosiier MHCTpyKRumm.

Takue gena oPopMIISIOTCS CJIELYIOIMM 06pa3oM.

llena mMOAIIMBAIOTCS, HAa OOJIOXKKE YKa3bIBAIOTCSI: HAMMEHOBaHME CyneOGHOro
y4aCTKa; 3aroJIOBOK JeJia (ToOMa, 4YaCTH); MHAEKC Jiea 10 HOMEHKJIAType; baMuins, ums,
OTYECTBO OCYXKIEHHOTO JIMIA M TOJHOE HaMMEHOBaHMEe CTaTby YTOJOBHOIO KOHEKCA
Poccuitckont Pepepanyii, o KOTOPOM JIMLIO OCYKOEHO; hamMuiMs, MHUIMAIBI UCTIA,
oTBeTuYMKa (HaMMEHOBaHMe OpraHM3alym); CYThb MCKa (3asBJIEHMsI); KpalfHMe IaThl 1eJ1a;
HOMEp IPOM3BOJCTBA IO JeTy, YHUKAJIbHBIM MOEHTM(PUKATOD Aesa; HOMep TOMa; CPOK
XpaHeHus Jejia ¢ YKa3aHMeM roga, 4O KOTOPOTrO OCYIUECTBI/ISIETCS XpaHeHMe; NOANNUCH
MMPOBOTO CYAbM (MJI1 UCIIOJTHAIONIEr0 00S3aHHOCTY MMPOBOI'O CYAbY), PACCMOTPEBIIIETO
neno (¢ pactmgppoBKOA MOAINCH).

ITo ucTedyeHuy CpoOKa XpaHEHMs WIM 110 MMHOBAHUM HaJOOHOCTU IOKYMEHTHI
BpemMeHHbIX (0 10 JieT) CpOKOB XpaHeHMSI WIM «J0 MMHOBaHUS HagOOGHOCTU»
VHUUTOKAIOTCS B TIOpSAKE, YCTAaHOBJIEHHOM Hacrosie WHcTpykiueir, o uem
cocrassercs akT (mpwioxxenue N? 8 k Hacrosiueir IHCTpyRumMm.).

7.3. Tlpy nepepmaue [nenm Ha OYMaXHOM HOCMTENIE B apXuB DPaBOTHMUKOM,
OTBETCTBEHHBIM 3a paboTy apxyBa, IPOBEPSETCs MPAaBMIBLHOCTb MX (POPMMpOBaHMA,
odopmiienns (COOTBETCTBME 3aroJIOBKA JieJia MO ONMUCH eI COAEP’KaHUIO JOKYMEHTOB B
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IeJe, NPaBUIBHOCTb OQOPM/IEHHS M TPYNIIMPOBKY JOKYMEHTOB, BKIIIOUEHHBIX B JIE]IO,
KauecTBO NOAIUMBKY WM TepeIvieTa Aeja, IPaBWILHOCTb HyMepaLumy JUCTOB Jena,
NpaBUILHOCTb COCTAaBJIEHUS BHYTPEHHE ONMCUM AOKYMEHTOB Jena (Npu Haauummu),
NpaBMILHOCTL, OQOPMIEHUS] OOJIOKKM Aejla, HaIM4YMe U IIPaBMILHOCTD 3aroHEHMs
JIMCTa-3aBepuTesisl gesa).

Bce BbisiBJIeHHBIE IIpM IIPOBEpKe HeAocTaTku B dopmupoBanuu u opopmieHun
ZieJ1 YIIOJTHOMOYEHHbIe paOOTHUKY Cyie6HOro y4acTka 06s13aHbl yCTPaHUTD.

7.4. Ipuem-riepenava Aea B apXuB IIPOM3BOANTCS paOOTHMKOM, OTBETCTBEHHBIM
3a paboTy apxuBa, B IIPUCYTCTBUM YIIOJHOMOYEHHOTO pabOTHMKA CYAeOHOro ydacrka.
Ha sk3eMruisipax ONMCH A€ IPOCTAB/ISIETCSI OTMETKA O HAJIMUMM Jief1a; B KOHIIe KaKIoro
9K3eMIUIApa OIMCH YKasbhIBAIOTCA IM(ppaMy M IPONMUCBIO KOMMYECTBO (aKTMYeCKu
NPUHSATHIX B apXUB J€J1, HOMepa OTCYTCTBYIOILMX e, faTa [IpueMa-Tlepefaun Jesl.

7.5. Tlepenayua 3/IeKTPOHHBIX JJOKYMEHTOB B apXMB MPOU3BOAUTCS HA OCHOBAHMM
OmMCel 3MEKTPOHHBIX [/ MO MHGOPMAUMOHHO-TEJIEKOMMYHMKALMOHHON ceTu (Tpu
Ha/MuuM B apxyBe MHGOPMalMOHHOM CUCTEMBI) MM Ha (Pusmyecku 060CcO6/IeHHBIX
MaTepuaJbHBIX HOCHUTENSIX, KOTOpble TMPEACTaBISIIOTCS B JBYX  UAEHTUYHBIX
9K3eMILISIpax.

7.5.1. Ilpu nepenaye 3SJEKTPOHHBIX [AOKYMEHTOB B apXMB BBINOJHSIOTCS
C/IeYIOIMe OCHOBHBIE MPOLeAYPHI paboThl C AOKYMEHTaMMU:

¢dopmupoBanue B MHOOPMALMOHHON CHCTeMe CyAeOHOro y4yacTKa 3JIeKTPOHHBIX
Oena, SBISIOMMXCS COBOKYITHOCTBbIO KOHTEMHEPOB 3JIEKTPOHHBIX [OKYMEHTOB WM
KOHTEMHEpOM 3JIEKTPOHHOrO MAOKYMEHTa, COAEpsKallMM KOHTEHT M METaJaHHbIe
3JIEKTPOHHOT'O [JOKYMEHTa, (aityibl 3JeKTPOHHBIX HOANNMCENA M BU3YAIN3MPOBAHHYIO
KOITMIO TEKCTOBOI'O 3JIEKTPOHHOro AoKyMeHTa B popmare PDF/A;

¢dopmMupoBaHe ONMCH 3IEKTPOHHBIX AeJl, AOKYMEHTOB CYAeOHOro yJacTKa,

IPOBEPKA 3JIEKTPOHHBIX JIOKYMEHTOB Ha HajMuMe BPEJOHOCHBIX KOMIIbIOTEPHBIX
Mporpamm;

IIPOBEPKa BOCIIPOU3BOIUMOCTY IEKTPOHHBIX JOKYMEHTOB,;

npoBepka (PU3MIECKOro M TEXHUYECKOTO COCTOSIHMSI HOCUTenel (Ipyu nepejade
3JIEKTPOHHBIX JOKYMEHTOB B apXuB Ha (u3auuecku 060CO6NEHHBIX MaTepualbHbIX
HOCHUTENSX).

7.5.2. Tlpuem 3/IEKTPOHHBIX MAOKYMEHTOB B apxuB Mo WHGOPMaLOHHO-
Te/IeKOMMYHMKALMOHHOM ceTy (py HIMYMKM B apxuBe MH(DOPMAIMOHHOU CUCTEMBI)
win Ha dusudecky 0H60COBIEHHBIX HOCUTEISIX O0GOPMIISIETCSI COCTaB/IEHMEM UTOrOBOM
3amucu B KOHIE ONMCHM IJEKTPOHHBIX MEJ, B KOTOpPOM uudpaMu ¥ IIPONKUCHIO
YKasbIBa€TCS KOJMUECTBO (aKTHUYECKM IPUHATBIX B apXMB 3/IEKTPOHHBIX el U
3JIEKTPOHHBIX JOKYMEHTOB. VITOroBast 3anuch NOATBEPKAAETCA NOANMCAMYU pabOTHMKA,
OTBETCTBEHHOI'O 3a paboTy apxuBa, ¥ pabOTHMKA, NepefaBlIero 3JIeKTPOHHBbIE Jena U
nokymeHtsl, [Ipy IpueMe Ha apxMBHOE XpaHEHMEe ISJIEKTPOHHBIE [ejla 3aBepsIloTCs
9JIEKTPOHHO MOANNCHIO MMPOBOTO CYAbY UM YIIOTHOMOYEHHOI'O MM JIMIIA.

7.5.3. Ha Bryazplile, IomMelaeMoM B QYTIISIp eAMHUIIBI XpaHeHus, 0pOopMIsIeMOM
B apX¥Be, YKa3bIBalOTCS:

HaMEeHOBaHMe CyeGHOro yJacTKa;

Homep HoHAa;

HOMEp ONMCH JIEKTPOHHBIX e,
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HOMEp JieJia 10 OIUCH;

OTMETKa O CTaTyce 3K3eMIUISIpa 3JIEKTPOHHBIX JHOKyMeHTOB: «OCH.» (OCHOBHOIA)
nnu «Pab.» (paboumnii);

Kpai{HMe AaThl JOKYMEHTOB JIEKTPOHHOTO JIeNIa;

npy Heo6xoauMoCTH 0QOPMIISIOTCS JOIOMHUTEIbHbBIE OTMETKM 00 OrpaHMYeHnNn
INOCTYIIa K JOKyMEeHTaM.

Bruragpimn nomeraerca B ¢gymsp ousmuuecku o60COOJIEHHOTO MaTepyUaibHOro
HOCHTEJIS TAKUMM 00pa3oM, YTOOb! HAAIIMCY Ha HEM ObUIM BUIHBI ITPY 3aKPhITOM QyTIIsIpe.

Hagmucy Ha BKRIagpliax MeYaTaloTCs MM HAHOCATCS OT PYKM pa3sbopuMBBIM
ITOYEPKOM CIEeLMaJIbHBIMM BOJOCTOMKMMM 4YepHW/IaM}¥. BO3MOXXHO MCITONb30BaHME
IITAMIIOB ¥ APYTUX aHaJIOTUYHBIX CPELCTB.

7.6. Ilena, Mo KOTOpbIM CyAeOHble penieHUs1 He OOpallleHbl K MCIIOJHEHMUIO B
TIOpSZIKe, IIPEAYCMOTPEHHOM IIPOLECCYAIbHBIM 3aKOHOJATEIbCTBOM M MHCTPYKIMEN O
JIeJIOTIPOU3BOACTBY, B apXUB HE NepefaloTCs.

Ha y4YeTHO-CTaTUCTUMYECKO! KapTOUYKe Je/aeTcsl OTMETKAa O liepefavye fefla B
apXmB.

7.7. IlocTynuBiIMe B apXuB Aeja U Apyrye JOKYMEHTBbI XpaHsITCs Mo poHmam B
XPOHOJIOFMYECKOM ITOPSIIKE.

7.8. ApxuBHbIE fejla CUCTEMATU3UPYIOTCA COrJIACHO OIMCSAM e/l ¥ IIOMEHIAIOTCs
B KOopooxky (10 - 50 men B KOpoOKe).

Ha xopellike 06JIOKKM KaXKIOM KOPOOKM YKa3bIBaIOTCS HavaJbHbIE M KOHEUHbIE
perucTpalMoHHbIe HOMepa AeJl, TOMEIIEHHBIX B KOPOOKY.

8. CHI)&BO‘IHO-HOMCKOBI)IE CPEeACTBA K apXMBHBIM JOKYMEHTaAM

8.1. Cucrema CripaBOYHO-TIOMCKOBBIX CPEACTB BKJIIOUAET APXUBHbBIE CIIPABOYHUKY
Ha OYMaXHOM HOCHUTeJe U (MJI1) B 3JIEKTPOHHOM BUJIe: 00s13aTe/IbHbIE - OIUCH JeJT, OTIUCH
3JIEKTPOHHBIX [IeJ; BCIIOMOraTejibHble (Heobsi3aTe/bHbIE) - MCTOpUUYECKas CIpaBKa K
dboHmy, KaTaJory, ykasateau u o630psl, CTyske6Hble KAPTOTeKU, peeCTpbl, 6a3bl JaHHBIX
Y IpyTHE CIIPaBOYHUKHA.

CocTaB  BCIIOMOraTe/IbHBIX  apXMBHBIX  CIPAaBOYHMKOB  ONpeIesIsercs
CaMOCTOSITENILHO.

8.2. Ucropuueckasi crnpaBKka K (GOHLY COCTOMT M3 TpeX pasdesioB: MCTOPUS
dboHmoo6pa3oBaTesist, OTPaXKaIoIiasi MCTOPMIO CyAeOHOrO ydacTKa CO CChUIKaMM Ha
COOTBETCTBYIOIIME 3aKOHOAATE/IbHbIE M HOpPMaTMBHbIE aKThl (IaTel OOpasOBaHMs,
neperMMeHOBaHNS, PeOpraHM3alivi, JMKBUIAIMNY, CTPYKTYpa ¥ QYHKIMHK, UX U3MEHEH MU,
IpeXKHMe HaMMeHOBaHus ), ucropus poxga (06'beM, KpaiiHue AaThl JOKYMEHTOB, CTEIIEHb
MX COXpaHHOCTH, [aThl TIepeAauyu JOKYMEHTOB Ha IIOCTOSHHOE XpaHeHUe) u
XapaKTepuUCTUKa JOKYMeHTOB ¢GoHAa (PasHOBMAHOCTM MHOKYMEHTOB, OCOOEHHOCTHU
bopMMpOBAHMS E€OUHMI] XpaHEHMS M MX CUCTEeMaTM3aluy, Haauuue IJOKYMEHTOB,
BBIXOASIIMX 38 XPOHOJIOTMYECKME I'PAHMLIBI JesaTeNbHOCTH (POHmoo6pa3oBare/d, COCTAB
CIIpaBOYHOIrO anmnapara K GoHZY).

Hcropuueckas crnpaBka K (OHAY COCTaBAsSE€TCS B JBYX 5K3eMIUIApax, OAUH
XPaHUTCS B JeJie Cyae6HOro y4acTka, BTOPOM - epefaeTCs B rOCYyAapCTBEHHBIN apXyB.
Hcropnueckas cripaBka K (GOHAY MMOANMCHIBAETCS COCTABUTEIIEM.



21

9. YueTr JOKYMEHTOB B apXuBe CyAe6HOro ygacTka

9.1. Yuery nopajexaT BCe HaXOIALIMECs Ha apXMBHOM XPaHEHUM AOKYMEHTHI, B
TOM 4YMCJIe KONUKU JOKYMEHTOB, BKIIOYEHHbIe B (OHJ IOJIB30BaHMs (IIpU HAIMYMM) U
OIIMCH I€J1, OTIMCH IJIEKTPOHHBIX Je]l.

OCHOBHBIMM EIMHMIIAMM Y4eTa apXMBHBIX OKYMEHTOB SBJISIIOTCS apXMBHBIN
doua, exyHNIIa XpaHEHWS.

9.2. Ceenenus 06 06beMe ¥ COCTaBE eAVHUIL XPaHEeHMST YKa3bIBAIOTCS B aDXUBHBIX
yuyeTHbIX [HOOKyMeHTax. OOsi3aresbHble M BCIIOMOraTe/IbHble apXUBHbIE YYeTHBIE
NOKYMEHTBI BERYTCS IjIs obecrieueHus] yueTa IOCTYIUIEHMS, BbIOBITHS, KOMUYECTBa,
COCTaBa ¥ COCTOSIHMSI aPXMBHBIX JOKYMEHTOB.

9.3. K 06s13aTe/IbHbIM YUETHBIM JOKYMEHTaM apXyuBa OTHOCSITCS:

nacmopt apxmuBa cymaebHoro yuactka (npwioxenue N° 9 K Hacrosien
UncTpykimn);

KHUTa y4eTa MOCTYIUIEHUS ¥ BBIOLITUS A€, JOKyMeHTOB (npuwioxkenue N° 10 k
Hacrosiue UHCTpyKumn); ,

muct donpa (mpunoxkenyue N° 12 kK Hacrosiueint UHCTpyKUumn);

omvcy aen (npwioxkenus N° 1, 2 x Hacrosien UHCTpyKuyun);

ONMCh 3JIEKTPOHHBIX Jei1 (nmpwioxkenne N° 3 K Hacrosmen MHeTpyKumn);

K Bcniomorarte/ibHbIM YYETHBIM JOKYMEHTAM OTHOCSITCS:

cimcok doumoB (mpunokenne N? 11 kx Hacrosimen MHCTPYKIMM), KOTOPBIN
COCTaBJISIETCA NPU OCYIIECTBJIEHMM XPaHEHUS apXUBHBIX JOKYMEHTOB, OTHECEHHBIX
6oJiee yemM K ogHOMY (OHAY;

KHMT'a BbIQUM €OQUHUILL XpPaHEHMS BO BpeMEHHOe 10JIb30BaHue (rpuiioxenue N° 21
K HacTosex UHCTpyKkiun);

peecTp onucen aen, ToKymeHToB (mpwioxeHue N° 4 x Hactosueit UHcTpyruum);

torrorpaduueckue ykasarean (mocrenaskHold (npwioxkenue N° 30 K Hacrosein
Wuctpykumn) u nodonaossit (mpwioxkenne N® 31 k nacrosuein MHCTpyKkimyu) (mpu
HaJIMUMY apXMBOXPAHMUIIUIL);

KaTaJIory;

yKas3aTeJu.

9.3.1. INacmopr apxuBa cygebHoro yuvacrka (mpunoxkeHue N° 9 K Hacrosen
NHcTpyKUmMM) COCTaBIISIETCS €XEroaHO, OTPAXKAET COCTaB, COCTOsIHKE, 0OBEM U YCJIOBUS
XpaHeHUsI AOKYMEHTOB ¥ XPaHUTCSI IOCTOSIHHO.

ITacrmopT apxuBa COCTaBJIIETCS II0 COCTOSIHMIO Ha 1 JekabGpsi OTYETHOro roga.
ITacriopT apxuBa COCTaBJISIETCS B ABYX SK3EMIUIIpax: OAVH 3K3eMIUIIP HanpaB/sIeTCsa B
roCyJapCTBEHHbBII apXuB, BTOPOJ — XPAHUTCSI B COOTBETCTBYIOLLIEM HapsAe apXuBa.

O61beMHBIE TIOKA3aTeNM AAIOTCA B YKa3aHHBIX €OMHMIIAX M3MEpPEHMsl COrJIaCHO
dbopme nacropra apxusa. McnpasneHns, BKJIEHKU He JOMYCKAIOTCSI.

B appecHoit yacTy 6;1aHKa MacrnopTa apXuBa, PAaCIOIOKEHHOW B JIEBOM BEPXHEM
yriay, B crpoke «KoMy mnpencTaBisieTCsl» yKasblBAa€TCSl HasBaHME TOCYAApCTBEHHOI'O
apxusa.
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B crpoke «KeM ITpeCTaB/IIETCS» YKasbIBAIOTCSA: [OJIHOE HAaMMEHOBaHME
cyne6HOro y4acTka, TIOYTOBBIN afpec C YKa3aHMeM MHIEKca, Koja ropoja U HoMepa

tenedoHa (daxkc, e - mail).
B paspgene «O6mume ceemeHusi» 3anonHsercss crpoka 101, xoTopas cocrout u3
caenyommx rpad:

KomnuectBo GpoHmoB (rpada 1);

IUIOILIAAbL apXMBOXPaHWIMILIA B KBajparHbIx Merpax (kB. M) (rpada 2);
3arpy>KeHHOCTb apXMBOXPaHWIMLIA B IpoLeHTax (%) (rpada 3).

B rpade 1 crpokn 101 ykaspiBaeTcst Konm4ecTBO GOHIOB, XPAHSIIMXCS B apXMBe.
Eciv B apxuBe XpaHATCA [OOKYMEHTbI TOJBKO OJHOrO CyAeOHOro ydyacrka, TO
ykasbiBaeTcs uudpa 1; eciM xpaHarcs Aena, JOKYMEHTBI APYTMX CyAeOHbIX y4acTKOB,
yKa3bIBaeTcs ydpa no KOAMYeCTBY XpaHILyxcs GOHAOB B apXMBe.

Kasknpiit poHI, HE3aBUCUMO OT TOTO, COCTOUT JIM OH U3 JOKYMEHTOB OJHOT'O MM
HECKOJILKMX BUIOB, YYUTHIBAETCS B ACIOpPTE apXuBa TOJIBKO OAVH pa3.

B rpade 2 crpoku 101 ykasbiBaeTcs IUIOI@AbL OTHAEIBLHOTO NOMeEIEHUs apXuBa
(apXuBOXpaHMIMILIA) B KB. M WIY CyMMa IUIOIIAZEeN BCeX ITOMElIeHUIA.

[Tnomans M3MepseTcs TOYHO M YKasbIBAeTCS C TOYHOCTBIO N0 JECATHIX Z0Jiei
KBaZ[paTHOTO MeTpa- He MeHee OJHOro 3Haka nocie 3amsito. Hanpumep: 25,4 xB. M.
ITowmans paboumnx KOMHAT MJIM ITOACOOHBIX NOMEIIEHUI HE YIUTBIBAETCS.

IIpu OTCYTCTBUM OTAENBHOIO IIOMEILEeHUS AJISI XPAaHEHNS] apXUBHBIX JOKYMEHTOB
B JaHHO¥ rpade cTaBUTCS IIPOYEPK.

I'pada 3 crpokm 101 3anmosHsSETCA NPy HAIMYMM OTAECIBHOrO IMOMELLEHMS OJIs
XpaHeHMs] apXMBHBIX HOKYMEHTOB B CyAe6HOM yuacTke (apXMBOXPAaHWIMILRA) M IIpU
YCJIOBMM 3QIIOJHEHMsI rpadsr 2.

ITokasaTesp 3arpy;KeHHOCTH apXMBOXPAaHWJIMIIA SIBJIIETCSI CTPOTO BBIYMCIIIEMOI
BEJIMYMHOM, IPUMEPHOE €ro OIpeAesIeHre He JOIMyCKaeTCs.

CreneHb 3arpy>XeHHOCTH apXMBOXPAHUITUIIA PACCUUTHIBAETCS B MPOLIEHTAX ITyTEM
Je/eHusl KOJMYECTBAa XpaHALMXCI B HEM JeJl Ha pacyeTHyl0 BMECTMMOCTb
apXUBOXpaHMININE (B eIMHMLIAX XpaHeHus1) U ymHoskeHus Ha 100.

PacueTHasi BMECTMMOCTb apXUBOXPaHWINLLA OITpenesisieTcs CJIeAyIoLmM 06pasom:
u3MepsieTcsl B Merpax o61ias MPOTSUKEHHOCTb JJIMHBI CTEJUIAXKHBIX IOJIOK, 3aHSITBIX
IOKYMEeHTaMM; PaCCUMTHIBAETCS KOIMYECTBO IMHML, XPaHEHMSI, HAXOASLIMXCSA Ha OFHOM
[IOTOHHOM METpe IOJIOK, AJIS Yero oblllee KOIMYECTBO €OMHMI, XpPaHeHMs HeJINTCS Ha
KOJIMYECTBO MOrOHHBIX METPOB; KOJIMUECTBO €AMHNUL] XPaHEHUS, HAXOAALUMXCSI Ha OHOM
IIOTOHHOM MeTpe, YMHOXMUTb Ha OOIIYI0O NPOTSDKEHHOCTb CTE/UIAKHBIX IMOJIOK (B TOM
q1ciie CBOOOIHbIX).

®opmyia:

CTeIeHb 3arpy>keHHOCTH (%) = ob1iee KomyecTBO xpaHsiuxcst gen x 100

pacyeTHasi BMECTUMOCTD

Ecm apXMBOXpaHMIMIL, HECKOJIbKO, TO CyMMa BCEX XPaHAIIMXCS B HUX Jes
IEJTATCA Ha CYMMY PacueTHOM BMECTMMOCTM KaKIOro ¥ ymHoxkaeTcst Ha 100.

B pasgmene «CsemeHusi O JOKYMEHTax» BHOCSITCS CBEJEHMS O JOKYMEHTax
MOCTOSTHHOT'O XpaHeHMsl ¥ YKasbIBaeTCs cyieqyrolee:

B rpade 1 - KOIMYECTBO eAMHUL] XPAaHEHUS NOKYMEHTOB IIOCTOSIHHOTO XPaHEHMs
HaXOJSAIIMXCS HA XpaHeHUM B apXuBe;
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B rpade 2 - maTa camoOro paHHero U3 XpaHsAILIMXCS B apXUBe JOKYMEHTOB;

B rpade 3 - KOHeuHble AAThl XPaHAUIUXCS B apXUBe JOKYMEHTOB;

B rpade 4 - obuiee KOIMYECTBO M€/, KOTOpble BHECEHbI B YTBEPKIEHHbIE
(cornacoBanubie) DITK apXuMBHOro yupexxaeHus Onucy;

B rpade 5 - camble paHHME rofbl, 32 KOTODbIE JOKYMEHTbI, BHECEHHbIE B OIMCHU
JeJl, XPaHITCS B apXuBe;

B rpade 6 - camble ITO3JHME TOHbI, 32 KOTOpbIe JOKYMEHTbI, BHECEHHbIE B
yTBepxkaeHHble (corsiacoBanHble) DIIK apxMBHOro yupeskmeHMsi ONyCH, XpaHSTCS B
apXuBe;

B rpade 7 - KOMYECTBO AeJI IOCTOSIHHOI'O XpaHEeHMs], HAXOASIIMXCS Ha XpaHeHUN
B apXMBe MOCJIe UCTEUEHMS YCTAaHOBJIEHHOT'O 3aKOHOAATEIbCTBOM CPOKa UX IIPEIeIbHOTO
XpaHeHus: B CyieOHOM yJacTKe.

I'pada 8 3amosHAETCS TyTEM ITOACYETA KOJIMIECTBA €3KETOTHO 00Pa3yIoIMXCs nej
JaHHOT'O BUJIa B COOTBETCTBUYM C HOMEHKJIATYPOH.

B pasnene «Kazpsi» B cTpoke 301 ykasbpIBaeTCst KOJMYECTBO LITATHBIX Pa6OTHUKOB
apxuBa CyJe6HOro y4acTka, ONpefe/IeHHOe B IITATHOM PacHMCaHuMU.

Eum B LITAaTHOM pacnucaHMM He MNpefyCMOTpeHa [IOJ/DKHOCTh INTaTHOrO
pabOTHMKA apXMBa, IIPY 3TOM MUPOBBIM CYJbEH Ha3HaYeH pabOTHMK, OTBETCTBEHHBIN 32
paboTy apxuBa, B 3TOM rpade CTaBUTCS IPOYEPK.

B paspene «YcI0oBMSI XpaHEHMS JOKYMEHTOB» IOJUEPKMBAIOTCS T€ CBEINEHMS,
KOTOpbIE COOTBETCTBYIOT YCJOBMSIM XPaHEHMSI apXMBHBIX JOKYMEHTOB B CyHeOHOM
yyacTke.

B macropre apxuBa YyKaspBalOTCA GamMmmsas M TeedOH MCIOJHUTE I
(cocraBuTes).

[TacmopT apxuBa IOAIIMCHIBAETCS MMPOBBIM CYAbEM C IIPOCTaBJIEHMEM [AThI
NOAMMCAHN, IOCJIE 3aII0JIHEHMS BCEX PasziesioB 3aBepseTCs NevaThlo.

IIpy HanpaBjeHu¥ B TOCYAApCTBEHHBIH apxXuB K TAacloOpTy apxuBa
IIPUKJIAABIBAETCS IIOSICHUTENbHAST 3aMmucka, B KOTOPOM YKasbIBAlOTCA CJIEAYIOIIME
CBeJleHHUS:

06 U3MEHEHUSIX B HAMMEHOBaHUM CYZe6HOro y4yacTKa,

0O HamMuMM B CyaeOHOM Yy4yacTKe HOMEHKJIATypbl M MHCTPYKUMM IIO
JeJIONPOU3BOACTBY;

IPVMYMHBl M3MEHEHMS KOJMYECTBA e/ II0 CPaBHEHMIO C JAHHBIMM Iaclopra
MpeailecTBYouiero roga (KoJMuecTBO OMMCAHHBIX eI, IepefaHHbIX Ha IOCTOSHHOE
XpaHeHUe B apXMBHOE Y4YpEXXIEeHME, CHSATbIX C yuera B CBA3M C YTPaTOX WM
HEMCITPaBHBIMM [TIOBPEXAEHMUSIMMN);

HaJiMyue B apxuBe QOHAOB APYTUX CYAeOHbIX YUYaCTHUKOB,

O KagpoBOM COCTaBe - HQJIMUME IITAaTHbIX pabOTHMKOB apxuBa cyma, ®.U.O.
pPabOTHUKOB;

O MeCTe XpaHEHMS! JOKYMEHTOB NPU OTCYTCTBMM OTHEIBHOrO INOMEIIeHUs U
OCOOEHHOCTSIX pa3MeNnieHusl JOKYMEHTOB.

KOHKpeTHBIN CIMMCOK MPWIOKEHUS K MACIOpTy apXuBa MOXET ObITh COrJiacOBaH
C TOCYIapCTBEHHBIM apXUBOM, Ky/ia OH IIPECTaBJISIETCS.

B cnyuae ecau apxuB CyZeOHOrO y4dacTka paclOJIOKEH B HECKOJbKMX
NOMEIIEHMSX, NAaCIIOPT apX1Ba COCTABJISIETCS €OUHbIM Ha BCe NTOMEILEHNMs.
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9.3.2. B xkuury ydera NnocCTyIUIEHMSI U BBIOBITUS €/, JOKYMEHTOB (MPUIOXKEHNE
N? 10 x Hacrosme WMHCTPYKLMM) IIOC/IEOBATELHO BHOCSATCS BCE IEpPBUYHBIE WU
MOBTOPHBIE IIOCTYIUIEHUSI (BBIOBITMSI) pen, AOKyMeHTOB. Kakmoe mnocryrieHue
(BbIOBITME) B Mpenesiax OTYETHOrO roAa MHOJyYaeT MHOPSIIKOBbIM HOMEpP B BaJIOBOM
N0CJIeOBaTEIbHOCTH.

E>xerogHo Ha 1 SHBaps MOABOAUTCA UTOT KOJIMYECTBA IOCTYNMBIIMX M BbIOBIBLINX
3a roj 4ej, JOKYMEHTOB.

9.3.3. JIuct ¢poupaa (mpmnoskenne N? 12 k Hacrosenn MHCTpyKummu) cocTaBiseTcs
Ha KaXObI/ apxuBHbIM (PoHA. B HEM YUMTHIBAIOTCS BCE ITOCTYIUIEHMSI M BBIOBITHUSA
ONMCAHHBIX M HEOMMCAHHBIX AOKYMEHTOB QOHAA.

JIncTel GOHAOB XPaAHATCS B MOPSAKE HOMEPOB apXUBHbIX POHIOB. JIncTol GOHIOB
GOpPMHUPYIOTCS B [eJ10, K KOTOPOMY COCTaBJISIETCS JIUCT-3aBEPUTEIID.

B smcre-3aBepuTesie YKa3bIBAIOTCS 0OLIee KOJMYECTBO JIMCTOB JOKYMEHTOB,
BK/IIOUEHHBIX B [€JI0, HauyaJbHble M KOHEYHble HOMEepa apXMBHbIX (POHIOB, obuiee
KOJIMYECTBO apXMBHBIX (POHAOB, IMCTHI KOTOPBIX BKJIIOUEHBI B A€JI0.

9.3.4. B peno ¢oHma BKIIOYAETCS KOMIUIEKC JOKYMEHTOB (MUCTOPUUECKUE U
TeMaTUIeCKe CIIpPaBKY, JOrOBOPHI O Ilepenaye JOKYMEHTOB HA IMOCTOSHHOE XpaHEeHMe,
aKThl IPOBEPKM HAJIMUMS M COCTOSIHMS JOKYMEHTOB, aKThl O TEXHMYECKMX OIIMOKax,
aKThl TIpMEMa M Iepefayu, akThl BbIAENEHN Je/l U JOKYMEHTOB K YHUUTOXXEHMIO, aKThI
00 yTpaTe M aKThl O HEMCIIPaBMMBbIX IIOBPEXKAEHUSX, aKTbl 00 0OHApYKeHUI JOKYMEHTOB,
aKkTbl PacCeKpPeYMBaHMS U Ipyrue AOKYMEHTHI, OTpaKawmoupme padbory ¢ (HOHAOM) IO
MICTOpUM CYLeOHOTO y4yacTKa M apXuBHOro GoHAa, 06beIMHEHHOrO apXUMBHOro GOHAA.

9.3.5. [Ind noegMHUYHOTO ¥ CYMMAapHOTO yuyeTa apXMBHBIX JOKYMEHTOB,
3aKpeIvIeHus] MopsAgKa MX CUCTEMaTM3alMM, yuyeTa M3MEHEHMMA B COCTaBe M oObeme
apXMBHBIX JOKYMEHTOB COCTABJISIETCS ONMMUCh JeJI, OIMUCH 3JIEKTPOHHBIX JeJl.

9.3.6. Crincok ¢poHpoB (npunoxenne N? 11 k HacTosment MHCTpyKumn) Bemercs B
apXMBe CyIe6HOro y4acTKa, XpaHAIleM JOKYMEHTbI 60siee uem omgHoro ¢pouaa. Kaxawplii
apXMBHBIA (POHJ BKIIIOYAETCS B CHMCOK (OHAOB TOJMBKO OAMH pa3 TNpPM INEPBOM
NOCTYIUIEGHMM apXMBHBIX [JIOKYMEHTOB YyKasaHHoro ¢onHpa. Kaxkzomy d¢oHmy
MPUCBAaMBAETC MHAMBUIYAJIbHBIM HOMEp, KOTODBI COXpaHSeTCAd 3a HMM BO BCEX
yueTHbIX fOKyMeHTaX. Homepa ¢ponmam npycBanBalOTCs B BAJIOBOM MOPSIIKE.

B ciryyae mepenaum apxuBHOro (oHza B APYroy apxmB, BKJIIOYEHHUS €r0 B COCTaB
O6bEOMHEHHOIO apXMBHOro (OHAA WM BBIAEJIEHUS BCeX HOKYMEHTOB K YHUUTOXXEHUIO
OCBOOOAMBIIMIICSI HOMEP APYTOMY apXMBHOMY (POHIY HE IIPMCBAUBaETCs.

O60benuHeHHble apXuBHbIe (OHAbI YYMUTHIBAIOTCA HA OOIMX OCHOBAHMSIX.
O6beauHEeHHOMY apxXMBHOMY (GOHAY, 06pPa3sOBaHHOMY M3 apXMBHBIX (OHIOB, paHee
YUTEHHBIX CaMOCTOSITE€/IbHO, IPMCBAMBAeTCSI HOMEDP OLHOrO M3 apXWMBHBIX (POHIOB,
BKJIIOUEHHBIX B €r0 COCTaB.

Homep apxuBHOro ¢oHma cygebHOro y4acTka BHOCUTCS B CIIMCOK (OHIOB IIOF,
HOMEpOM, KOTOPBIM MPUCBOEH €MY B rOCYZapCTBEHHOM apXMBe.

Hassanne apxuBHOro ¢oHAAa BHOCUTCS B CIMCOK (POHIOB Ha OCHOBAHMM
MCTOPUYECKOI CIIpaBKU K (GOHIY MU TUTYJIBHOT'O JIMCTA OTIUCH HEJT, OIIMCH 3IEKTPOHHBIX
JeJ.

Ha3Bauue apxuBHOro (oHAA COCTOMT M3 IIOJIHOIO HAaMMEHOBAHMS CyIe6HOro
y4yacTKa C YKa3aHMeM ero MECTOHAXOXIEHMS, AAaT CO3maHusa ¥ JMKBuzauymu. Ecam
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HaMMEHOBaHME U3MEHSJIOCh, TO B CITUCKe (POHAOB YKa3bIBAETCS €ro MOC/IenHee Ha3BaHNe
B paMKax INepuoja, 3a KOTOPbI/ NMPUHATHI JOKYMEHThL. Bce mpeabiayiuye M3MeHeHUsT B
HaMMEHOBaHUY OTMEYAIOTCS B ucTe PoHAa.

Ha3sBauue 06beAMHEHHOTO apXMUBHOr'O (POHAA COCTOUT U3 060OIIIEHHOrO Ha3BaHUS
BKJIIOUEHHBIX B HErO apXMBHbIX GoHA0B. B et PoHIa BKIIIOYAIOTCS BCE HAMMEHOBAHMS
CyaeOHbIX YYaCTKOB, JOKYMEHTbI KOTOPBIX BKIIIOUEHbI B OObeAVHEHHbIH POHL,.

ExerogHo K cmmcKy (OHIOB COCTaB/ISETCS MTOTOBAasl 3alMCh O KOJIMYECTBE
apXUBHbIX (POHJIOB, MIOCTYIIMBILMX M BBIOBIBILIMX B T€YEHME I'OQ, U OOLIEM KOJIMYECTBE
apXuBHbIX (HOHIOB, HAXOASIIUXCS Ha XpPaHEHMM B apXMBe IO COCTOSIHMIO Ha 1 sTHBaps,
C/IELYIONIEro 3a OTYETHHIM FOLOM.

Cnucok (GOHOOB IOKIIMBAETCS B TBEPAYIO OOJIOXKKY, JIMCTBI  HYMEPYIOTCH,
COCTaBJISIETCS JIMCT-3aBEPUTETb.

9.3.7. i perucrpanyy OIMCENA [EJ, OIMCEH 3SJEKTPOHHBIX [eJ, ydera MX
KOJIMYECTBA ¥ COCTAaBa BEJETCS PEECTpP ONMUCE JIesl, JOKYMEHTOB,

B peecTtpe onuceit pUKCUPYIOTCS OCHOBHbIE A@HHLIE IO COCTaBY KKIOMU OMMUCHU
Jen, OMUCHU DSJEKTPOHHBIX men; HoMep (oOHAa, HOMEp ONUCH, BUA JOKYMEHTOB,
BKJTIOUEHHBIX B ONMCh, KOJIMYECTBO €IUHUI XPAHEHMS], KOJIMYECTBO JIMCTOB B OIIUCHU U ee
9K3eMILLIPOB.

9.4. Vyernble 06a3bl JAaHHBIX BENYTCA IPU HAIMYMM B CYZeOGHOM Y4acTKe
TEXHMYECKMX U IIPOrPaMMHBIX CPEACTB HapaBHe C O0Os3aTe/NbHbBIMM aAPXMBHBIMM
YYETHBIMM JOKYMEHTaMM.

9.5. ApxuBHbIE YYETHBIE JOKYMEHTBI, B TOM YMCJIE 110 OAHOMY 3K3EMIUISIPY ONMUCHU
Ies, pasMeljaloTCs B IIOMEILIEHMM [JI1 XpaHEeHMS] YYETHbIX MOKYMEHTOB MM Ha
OTHEJIbHOM CTeJUTa’ke B paboueit KOMHaTe pa®OTHMKA, OTBETCTBEHHOTO 3a pabory
apXxuBa.

BTOpoit 5K3eMILISIp OIMMCHU Ae/ pasMelaeTcsl B apXMBOXpaHMMIIE 060C061eHHO
OT €IMHMUII XpaHEHMUS.

9.6. ApxuBHbIE yUeTHbIE JOKYMEHThI, KpOME OMmMCeN HeJsl, ONMUCEN JIEKTPOHHBIX
Jen MpeaHasHayaloTCd AJIS CJTY>XKeOHOrO IMOJIb30BaHMs M TOJIb30BATENSIM apXUBHBIMMU
JOKYMEHTaMU He BBILAIOTCS.

9.7. Y4eTr nOCTYIJIEHMS M BbIOBITHS HeJI, JOKYMEHTOB B apXyMBe OCYLUECTBIIIETCS
Ha OCHOBAHUM:

OIIMCH AEJI, ONUCH IEKTPOHHBIX JOKYMEHTOB;

HOMEHKJIATYPbI;

aKTa O TEXHMUYECKMX OIIMOKaX B YUETHBIX AOKyMeHTax (mpwioxkenme  N° 13k
Hacrose UHcTpykimn);

akTa 00 OOHapy>KeHUM [HOKYMEHTOB, HE OTHOCSIUMXCS K OaHHOMY (QoHay,
HeyuTeHHbIX (puioskenne N° 14 kK Hacrosiueit MHCTpyKUmn);

aKTa O HEOOHApPYKEHMM apXMBHBIX [OKYMEHTOB, ITyTM PpO3bICKA KOTOPBIX
micuepnansl (mpunoxkenue N° 15 x Hacrosiueit UHCTpyRUumm);

aKTa Tpuema-Tiepefauy apXMBHBIX HJOKYMEHTOB Ha XpaHeHue (NpUJIoKeHue
N® 16 k Hacrosient UHCTpyKkumn);

aKTa O HEMUCNPAaBUMBIX TNOBPEXAEHUSIX apXUBHBIX JOKYMEHTOB (IPUJIOXKEHUE
N° 17 k HacToswuen VIHCTpykumm);
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aKTa O BBIJIEJIEHUN K YHUUTOXEHMIO apXMBHBIX JOKYMEHTOB, HE IOMJIEKAIIMX
xpaHeHuIo (mpwioxkeHue N? 8 K HacTosien MHCTpyRumm).

9.8. Ha ocHOBaHMM [JOKYMEHTOB, YKa3aHHBIX B TNyHKTe 9.7 HacTrosen
WHCTpYKIIMHK, BHOCSITCSI HEOOXOAMMbBIE MU3MEHEHUSI B 00S13aTE/ILHBIE APXUBHbBIE YUETHbBIE
JIOKYMEHTBI:

B KHUATY y4YeTa IIOCTYIUIEHUS M BBIOBITHS [1€J1, TOKYMEHTOB M B JIUCT GOHAA - 1Py
KaKIOM M3MEHEHMM B COCTaBe ¥ 0ObeMe apXMBHBIX JOKYMEHTOB;

B CIMCOK (POHAOB - IIPHM IMOCTYIVIEHMI HOBOTO apXMBHOrO (pOHIa MM BBIOBITMM
BCeX JeJl, JOKYMEHTOB HaxOAMBIIEroCs Ha XpaHeHuMm apxuBHoro ¢onHpa. B rpade
«OTmeTKa 0 BbIOBITMM (OHAA» cmcKa QOHAOB yKa3biBaeTCsi MeCTO (aapec) BbIOBITUS
apxuBHoro (poHpa, a TakKe Jara ¥ HOMEpP JOKYMEHTa, Ha OCHOBAaHMM KOTODOrO OH
BBIOBLI;

B peecTp onmceit el - Ipy NOCTYIUIEHMM HOBOM OMMCH JeJT WIN BBIGLITHMM BCEX
eOVHMI XPaHEHWs HaXOAMBIUENCS Ha XpaHeHMu onucu. Homep BbIOBIBIIEH oOmmMcu
OPYTUM OITMCSIM JeJl, OIMCSM D3JIEKTPOHHBIX el He IPUCBAMBAETCI M OCTaeTcs
CBOOOIHBIM;

B ONMCHU J€JI, OTIMCU 3JIEKTPOHHBIX [/ - TMPU KakAOM TOCTYIUIeHMM M (UIK)
BBIOBITMM A€J1, JOKYMEHTOB, 3JIEKTPOHHBIX apXMBHBIX JI€JI, YYTEHHBIX B JAHHOM! OIMCH.

CooTBeTCTBYIOIIME M3MEHEHMSI BHOCSTCS BO BCIIOMOraTejibHbIE apXMBHbIE
yYeTHbI€ JOKYMEHTBI.

10. ITpoBepKka Ha/IMIMA ¥ COCTOSTHMA JOKYMEHTOB (/IEKTPOHHbBIX
AOKYMEHTOB) B apXMBe CyZeOHOro yuyacrka

10.1. ApxuBHBIE [OOKYMEHTbl IIDOBEpSIOTCS Ha IpeaMeT MuX (aKTUIECKOro
Ha/munst ¥ GU3NIECKOro COCTOSTHUS (Aajiee - MpOBEpPKa HAIMUMS) B IJIRHOBOM IIOPSIIKE.

ITpoBepka HaMYMSI aAPXMBHBIX JOKYMEHTOB IIPOBOAUTCA  KOMMCCHUEH,
Ha3HAyaeMOM MMPOBBIM CyAbel, B COCTaB KOMMCCHMM OOSI3aTENbHO BKJIIOYAETCS
pabOTHUK, OTBETCTBEHHBIN 32 paboTy apxuBa.

10.2. IIpoBepka Ha/mMuust MPOBOAUTCS:

B CPOKM, YCTaHOBJIEHHbIE MUPOBBIM CyIbeif, HO HEe pe)Xe OSHOro pasa B 5 JieT (B
TOM YMCJIE C ITOMETKOM « 11 CITy>ke6HOr0 II0JIb30BaHMS»);

NPy CMEeHe MMPOBOro Cyaby (pabOTHMKA, OTBETCTBEHHOIO 3a paboTy apxuBa);

IIPY IIOATOTOBKE apXVMBHBIX JOKYMEHTOB K IIepefiaue B rOCydapCTBEHHBIN apXUB;

IIOCJIe MAaCCOBOI'O IIepeMeIleHMUs] apXMBHBIX [JOKYMEHTOB, Ype3BbIYafHOM
cuTyauun U (MIM) OPyrUuxX O6CTOSATENbCTB, B PE3Y/IbTATE KOTOPhIX OHM MOIJIM Obl OBIThH
YTpauyeHbl MM IIOBPEXIEHBL.

10.3. I[IpoBepka HaMuMsI OOKYMEHTOB IIPOBOAMUTCS MOCPEACTBOM BM3YaJIbHOTO
OCMOTpa €IMHML] XpaHEHMs M CBEPKU OIMCATEIbHOM CTaThbU OIMUCH JIeJl C 3arOJIOBKOM
(omcanuem) Ha 0B6JIOXKKe eIVHUIBI XpaHEHHUS].

10.4. IlpoBepka HaMM4MSA JOKYMEHTOB BKJIIOYAET:

BBIBEPKY apXMBHBIX YYETHBIX JOKYMEHTOB M YCTpDaHEHME BBISBJIEHHBIX B HMX
HETOYHOCTEH!;

ycTaHoBjeHMe (GaKTMYECKOr0 HAIMYMSA €OVHML, XPAaHEHUS B COOTBETCTBUU C
apXUBHBIMM YYETHBIMM JOKYMEHTaMM;



27

BBISBJICHUE HENPaBUIbHO OQOPMJIEHHBIX €OVHUI] XpaHeHus (fen);

BBLISIBJICHME M MTOCTAHOBKY Ha YUYET JOKYMEHTOB M €MHMI] XpaHEHUS, TPe6yIOmmx
(OU3MKO-XUMUYECKOM, ITPO(MMIAKTUUECKON M/ WM pecTaBpalMOHHO-IIPOPUIaKTUYECKOM
06paboTKy;

OpraHM3alMIO PO3bICKa OTCYTCTBYIOIIMX JOKYMEHTOB.

10.5. I1pu nnpoBepke HaIMuusi AOKYMEHTOB HEOOXOIUMO:

COXpaHATh  IOPSAOK  paclo/IOKEHMs  eOMHMI,  XPaHeHMSI  COIJIACHO
TONMOorpaMuecKuM yKasaTesisim;

IIOMEIIATh Ha MEeCTa HaJIeXKALLEro XpaHeHnst OOHapy>KEHHbIE BO BpeMsI IIPOBEPKHU
HeIpaBMUJIbHO Pa3MeEIlleHHbIe eOVHULIBI XPAHEHMS;

U3bIMaTh C TMOCAEAYIONIEN WM30JAUMeA JOKYMEHTbI, €OUHMIIBI XpaHEHMsI,
3apaXeHHbIE IUIECEHbIO M (WIM) APYrMMM OMONIOTMYECKMMM BpemuTeasMu (Ijis
JOKYMEHTOB Ha 6YMa’kHOM HOCHUTENE);

npoctasyath oTMeTKy: «[IPOBEPEHO» c ykasaHuMeM HOMepa M JaThl aKTa
MIPOBEPKU B KOHIIE IIPOBEPEHHOM OIMUCH eI,

10.6. Ilo pesynbraTam MNpOBEPKM HAIUUYUS  JOKYMEHTOB [JOJDKHBI OBIThb
COCTaBJIeHb! U MOAMUCAaHbI KOMUCCHEH, @ 3aTeM YTBEPIKAEHbI MUPOBLIM CYbEiA:

aKT NPOBEPKM HAIMUMS M COCTOSIHMS apXVMBHBIX JOKYMEHTOB (NPWIOXKEHHE
N? 18 k Hacrosiue MHcTpyRkumun);

aKT O TEXHMUYECKMX OIIMOKax B YYETHBbIX AOKyMeHTax (mpwioxkenume N? 13 Kk
Hacrosier MHCTpYKLMN), KOTOPBINA COCTAB/ISIETCS B CTy4ae BbISABJIEHMS HECOOTBETCTBUS
3aMmMCel B apXMBHBIX YUETHBIX JOKYMEHTaX (GakTMYecKoi MHpopMaLmu;

axT 06 OOHapYKE€HMM apXUBHBIX JOKYMEHTOB, He OTHOCSIIMXCS K AAHHOMY (GOHAY,
HeyuTeHHbIX (npwiokeHue N° 14 k Hacrosiiey MHCTpyKuyu), KOTOPBIA COCTaB/ISIETCS B
cTydae OOHapy>KeHUSI HEYUYTEHHBIX aDXUBHBIX JIOKYMEHTOB, HE OTHOCSILMXCS K JAHHOMY
donny.

ITpoBepka HajMuMs HOKYMEHTOB CUMTAETCS! 3aBEPIUEHHOM IOCJe YTBEPKAEHUS
aKTa MpOBEPKM HAWIMUMS M COCTOSIHMSI apXMBHBIX JOKYMEHTOB, IOC/IE BHECEHMS IO
pesy/bTaTaM IPOBEPKM HEOOXOIMMBIX MSMEHEHMI B apPXUBHbIE YUETHbIE JJOKYMEHTBL,

10.7. Ecau 1npoBepkoM HaIMuusl [JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBUE
INOKYMEHTOB, [OJDKEH OBbITh OPraHM30BaH MX PO3BICK, IIPOBOAVMEIN B TeYEHME OLHOIO
roga C JaThl BBIABJIEHMS MX OTCYTCTBMA. JloIyckaeTcsi mpopjieHue CpoKa pO3bICKa
IOKYMEHTOB Ha 1 rop,.

B wryyae oTpuIaTe/bHbIX Pe3yJbTaTOB PpPO3bICKA COCTaBJIIETCS aKT O
HEOOHAPY)KEHMM AapXMBHBIX [JOKYMEHTOB, IYTM PpO3bICKA KOTOPBIX MCUYEPIAHbI
(mpumoskenye N° 15 K Hacroseit HCTpyKLyuy), yTBEPKAAEMBI MUPOBBIM CYZAbEN 110
COIJIaCOBaHMIO C IKCIIEPTHOM KOMMCCMe# cyaebHoro yuacrka. K akry npwmnaraercs
CIIpaBKa O MIPOBeIeHMM po3bicKa. B ciryyae HeoOHAapyKeHMUSI JOKYMEHTOB, OTHECEHHBIX
K coctaBy ApxwuBHoro ¢ouaa Poccuiickoi @enepaunu, akT 0 HEOGHAPY)KEHUM apPXUBHBIX
JIOKYMEHTOB, ITyTU PO3bICKa KOTOPLIX MCUEPIIaHbI, IPEJCTAB/ISIETCS B IOCYAapCTBEHHBIN
apxuB WM YIIOJIHOMOYEHHBI MCHOMHUTENbHbIM opraH Kypckoit obmactu B cdepe
apXMBHOTO JleJla NI IPUHSITUSL PellIeHUs O CHATUM YTPAuyeHHbIX €OVHMI, XpPaHeHMs C

yuera.
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10.8. ApxXuMBHBIM [IOKYMEHT, COCTOSIHME KOTOPOTO MCKIIIOYAET BO3MOKHOCTD
BOCCTaHOBJIEHMSI €r0 MaTepUaJIbHOr0 HOCUTENSI U UCIONIb30BaHMUS (BOCIIPOM3BEEHMS)
conepkaieicsa B Hem MHgpopmalMiu, IPU3HAETCS HEUCITPaBUMO MOBPEXIEHHBIM.

10.9. Ilpu BbLISIBJIEHMM HEUCNPAaBUMO MOBPEXIAEHHOTO apXUMBHOTO JOKYMEHTa
COCTaB/ISIETCSI aKT O HEUCIHPAaBMMBIX IHOBPEXIEHMSIX apXMBHBIX JOKYMEHTOB
(npuinoxxenne N° 17 k Hacrosiein MHCTpyKumy), KOTOPBIA YTBEPKHAAETCS MUPOBHIM
Cy/JIbeli IO COrJIACOBAHMIO C IKCIIEPTHOM KOMMCCHEN.

B ciryyae BbISB/IEHMSI HEUCNPAaBMMO IOBPEXAEHHOrO HOKYMEHTa ApPXMBHOIO
donga Poccuitckoir Pepepaiy akT O HEUCIIPABMMOM IIOBPEXAEHMM apXMBHBIX
JOKYMEHTOB HampasisieTcss Ha paccmotrperme IIIK apxuMBHOro yupexumeHus mocie
COrJIaCOBaHMs C IKCIepTHOM Komuccueyt. Ilocsie BbIHECEHMS pelIeHMs O IMPU3HAHUK
apXMBHOrO JOKYMEHTa HEUCNPAaBUMO IOBPEXAEHHBIM aKT YTBEPXKAAETCS MMPOBBIM
CyZbeif ¥ COOTBETCTBYIONIME U3MEHEHMS BHOCSTCS B apXMBHbBIE YUETHbIE JJOKYMEHTBHI.

11. Opraamsanus UCIO/IL30BAHNUA AOKYMEHTOB apXuBa

11.1. Ucnonb3oBaHue JOKYMEHTOB apXuBa IIPOBOJIMTCS TOJBKO C paspelleHus
MMPOBOTO CYIbM.

PaboTHMK, OTBETCTBEHHBIN 32 paboTy apxuBa:

BbIZIaeT JOKYMEHTa/IbHbIE MaTepyasbl pabOTHMKAM alliapaTta MMPOBOTO CylbM;

HaIpaBJ/IsieT Ha OCHOBAaHMM IMCbMEHHOTO 3allpoCa MaTepualibl B APYTMe OPraHbl,
OpraHu3alyy ¥ yUpesKIeHMs 110 YKa3aHUIO MUPOBOT'O CYIbH;

MHPOPMUpPYET MMPOBOI'O CYHABIO O COCTaBe M COOEPKAaHMM AOKYMEHTaJbHBIX
MaTepUAIOB;

BbIZ@eT BBIIIMCKY U3 apXUBHBIX JOKYMEHTOB.

11.2. Beigaya eayHMI XpaHEHUS U3 apXMBOXPAaHWIMILIA TTOOJIEKUT 00s3aTEIbHOM
dMKCcaMY B KHUT'E BbIIAYM €JMHMI, XPAHEHMS BO BpEMEHHOE IT0JIb30BaHye (MIPUNIOKEHNE
N® 21 k Hacroseit MHCTpyKium).

11.3. Boigauy aen Ha OyMaykHOM HOCHUTeENIe U3 apXMBOXPAHWIMILA M TPUEM MX
o6paTHO, B TOM 4MCJIe B CJIy4ae HEOOXOAMMOCTHM TOJMUCTHYIO NMPOBEPKY HATUUMUS U
COCTOSIHMSI JOKYMEHTOB Iepej BbLOaueil M3 apXUBOXPaHMIMIIA M IIpUM BO3Bpare,
NpOM3BOIUT PabOTHMK, OTBETCTBEHHbIM 3a paboTy apxmBa, B NPUCYTCTBUM JIMLIA,
nostyvaroiero (BO3BpallaoLero) aea.

B oryuae eciu nocsie Bo3BpaileHMs Aesia pabOTHUKOM, OTBETCTBEHHBIM 32 paboTy
apXMBa, BBISIBJIEHO U3bSTHUE, IIOBPEKIEHUE MAaTePHUAJIOB Aeja, & TAKXKEe BHECEHME B HUX
VICIIpaBJIEHMM U JOMMUCOK, 06 3TOM He3aMeAJIUTeNIbHO COODIIaeTCss MMPOBOMY CYIbeE.

11.3.1. Eguuuupl XpaHeHus, BbIIaBaeMble BO BpeMEHHOE I10/Ib30BaHue, NOJIKHbI
MMeTb apXuBHbBIA 1HMGpP, MTPOHYMEPOBAHHbIE JIACTbI, JIMCT-3aBEPUTEIb AEa U JIACT
MCITOJIb30BaHMS IOKYMEHTOB (mpuiioxkeHye N® 22 k Hacrosient MTHCTpyRuym).

Beiaua eqyHMI] XpaHeHUS], HAXOASIIMXCS B HEYIOBJIETBOPUTEILHOM (PU3UUECKOM
COCTOSIHMM M He MPOIIEAIINX TEXHUYECKOro OhQOPMIJIEHMS M ONMMCAHUSA, MOXET ObITh
OorpaHuMueHa.

11.3.2. TlogroroBka apXMBHBIX AOKYMEHTOB K Bbljaue U3 apXUMBOXPaHMIAILIA
BKJIFOYAET:

BbIEMKY apXMBHBIX JJOKYMEHTOB;
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CBEPKY apXUBHOTO IIM(pa ¥ 3arojIOBKOB C OMUCHIO e,

POBEPKY (OMU3UUYECKOrO COCTOSIHMS Jea.

11.3.3. DneKTpOHHbIE JOKYMEHThbl BBIAAIOTCS U3 apXMBOXPAHWIMILIA B BUJE
3JIEKTPOHHBIX KOMMIA MM KOMUM Ha OGYyMaKHOM HOCUTEJe, KOTOpbIE CO3HAIOTCA Ha
OCHOBe pabouero 9K3eMIuIIpa KOHTEeHepa 3JeKTPOHHOro JoKymeHTa. Ha apxmBHbIX
KONMAX, BKJIIOYAst apXMBHbIE KOMMM Ha 6YMayKHOM HOCHUTEJIE 3JIEKTPOHHBIX JJOKYMEHTOB,
apxuBHbIe IIMQGPbI NPOCTABJIIIOTCS Ha 0O0pOTe KakIOro JIMCTAa apXMBHOM KOMMM, a
3aBEPUTEIbHAS HAOIIMCh M OTTUCK MeYaTy - Ha 060poTe NOC/IeHEro JUCTA KOMUMN.

ITo sampocy /v, UMEIOIIMX MPaBO Ha IOJyYEHME KOMMM NOKYMEHTOB, U IIPHU
HaJIMUYMM TEXHUIECKOM BO3MOXKHOCTH apXMBHbIE CIIPaBKyM (BBIITMCKM) MOTYT BbIAABATHCS
B 9JIEKTPOHHOM ¢opMe Ha IJIEKTPOHHOM HOcuTesle JMOO mepechulaTbCs IO
MH()OPMaALMOHHO-Te/IEKOMMYHMKAIIMOHHBIM CETSIM.

OJIGKTPOHHBIE apXVMBHbIE CHpPaBKM (BBIIMCKM) 3aBEPSIIOTCS  JIEKTPOHHOM
MOJIMCHIO MUPOBOT'O CyIb.

(DaxT BbIIaUM KOIUM 3/IEKTPOHHBIX JOKYMEHTOB (PMKCUPYETCS B )XYpPHaJIe Bblgauy
3JIEKTPOHHBIX IOKYMEHTOB.

HocTyn paGOTHMKOB ammapara MMPOBOTO Cy[AbM K 3JIEKTPOHHBIM JOKYMEHTaM
apxuBa I[Py Haauuuu MHPOPMALMOHHOM CUCTEMBI MOXXET OCYILIECTBISITbCS
HEIOCPEeACTBEHHO C paboumMx MeCT B COOTBETCTBMM C YCTAaHOBJIEHHBIMU IIPUKA30OM
MMPOBBIM CyJibei1 IpaBamMy JOCTYIIA K AOKYMEHTaM.

ITo pelleHHI0 MHUPOBOTO CYAbM apXUMB MOXKET MNPeNOCTaB/ISITh pPabOTHMKaM
anmnapaTa MMPOBOIO CyAbM 3JIEKTPOHHBIE JOKYMEHTHI IO JIOKAIbHOM ceTU. B srom
cJIyyae BeOETCsl 3JIeKTPOHHBIMA JKYPHal y4eTa BbIJAuM 3/EKTPOHHBIX HAOKYMEHTOB M3
apxMBa, B KOTOPOM (PMKCUDYIOTCS: faTa Bbigauy, GamMuins, MHUIMAIbI 3alIPOCUBIIIETO
IOOKYMEHT, 3ar0JIOBOK M yYETHBIV HOMED BbIAAHHOTO JOKYMEHTA.

11.3.4. [JoKyMeHTbI BBIAAIOTCS M3 aPXMBOXPAHUINILA Ha CPOK, HETIPEBbILIAIOLIMIA:

OJIHOTO MecsLia - AJ1S UCIIOJIb30BaHMs pabOTHMKAMU aInapaTa MMpPOBOTO CYAbY;

IIIECTM MECAIEB - CyJeOHbIM, IIPABOOXPAHUTEIBHBIM M MHBIM YIIOJTHOMOYEHHBIM
oprasam.

[Tpopsiedne YCTaHOBJIEHHBIX CPOKOB BBIAAUM JOKYMEHTOB JIOITYCKaeTCs C
paspeLeHMsi MMPOBOTO Cy[Ib/ Ha OCHOBAHMM JOKYMEHTa (IIMCbMa, CITY>KeOHOM 3aIIMCKI)
NOJIL30BATE/ISI O IIOATBEPXKAEHUM 00ecrieYyeHnsi COXPaHHOCTYU JOKYMEHTOB.

11.3.5. Boigaua apXxyMBHBIX JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHue CyJeOHbIM,
IPaBOOXPAHMUTEILHBIM ¥ MHBIM YIIOJIHOMOYEHHBIM OpraHam IIpOM3BOAMTCS Ha
OCHOBAaHMM aKTa O BblJaye apPXMBHbIX JOKYMEHTOB BO BpEMEHHOE IIOjIb30BaHyue
(npunokenne N® 19 x Hacrosmen UHCTpyRIMY).

Bhiaua apxuMBHBIX [€/1 BO BPEMEHHOE IIO/Ib30BaHME IPOU3BOAMTCS IO
NMCbMEHHbIM 3as1BKaM (CTY>KeOHBIM 3aIMCKaM) paOOTHMKOB ammapara MUPOBOIO CYAbY
1 C MMChbMEHHOrO pa3pelleHnss MUPOBOTO CYAbMU.

JInuo, rnosyuusilee apXuBHOE [€J10, OTBEUaeT 338 €r0 COXPaHHOCTD.

11.4. Ha Mecro BbIZaBaeMbIX €AVHMI, XpaHEHUS M ONMCEeA Jesl [AOJDKHA
HIOMeLLaTbCs (TIOAKIanbIBAaTLCS) KapTa-3aMeCTUTeb eAVHUIIBI XpaHeHus! (MPUWIOKeHe
N2 23 x Hacrosnei HMucrpykumu). Ilpu BO3BpallleHMM eOUMHMIbLI XpaHEHUs KapTa-
3aMeCTHTe/Ib U3bIMAETCA M XPAaHUTCS 4O MMHOBaHMS HaJJOOHOCTH.
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11.5. Beijaua HaxoAsIMXCS B apxuBe CyAeOHBIX Jes (MHBIX MaTepUasIoB) /i
O3HaKOMJIEHMS JIUIIaM¥, YYaCTBYIOLMMM B [iefie, X IPECTaBUTENIMY, a TaK)Ke UHLIMMY
JIVLIAMM OCYUIECTBJISIETCSL B ITOPsAKE, YCTAHOBJIEHHOM MMPOBBIM CYAbLEN, HA OCHOBaHUM
VIX IMCbMEHHOTO 3asIBJICHUS ¥ NTPU NIPEbSBIEHUM COOTBETCTBYIOIIMX JOKYMEHTOB.

11.6. O3HakomMmIeHME C CyaeOHbIM HEJIOM AOJIKHO IIPOM3BOIUTHCS B CIIELMAILHO
000pYyZOBaHHOM [JI1 3TOM LM MNOMELleHMM CyHeOHOrO y4acTKa, OIpeNeeHHOM
MMPOBBIM CYyZb€if, B IPUCYTCTBMM PaOOTHMKA apXMBa B YCJIOBMAX, KOTOPbIE MCKIIOYAIOT
M3BATHE, TIOBPEXIEHME, YHMUTOXKEHME MATEPUAIIOB HOEJI, a TaKKe BHECEHMEe B HMX
VICTIIDaBJIEHMM U JONMCOK, IIepefavy Ux Jpyromy JIuIly.

06 O03HaKOMJIEHMM C Je/IOM JeJIaeTCsI OTMETKa B JIMCTE MCIIOJAb30BaHUA
poxymeHToB (mpwiokeHue N° 22 x Hacrosiuent Wuctpykumm). Ilpm orkase amia,
O3HAaKOMMBIIIETOCSI C [AEJIOM, OT IMOAMMUCH, 3aluCh OO O3HAKOMJIEHMM C [eJIOM
MpOU3BOAUTCS pabOTHMKOM apXuBa.

11.7. O3HakoMJIeHMe JIMILI, YYAaCTBYIOIIMX B Jiejie, UX MpEICTaBUTEIEH, a TaKKe
VHBIX JIMII C ayAMO3alKuChbIo CyJebHOro 3acenaHus, MPUOGIIEHHON K CyleOHOMY ey,
NPOU3BOAUTCS IO MX MNHUCbMEHHOMY 3asBJIEHMIO B IIOpSIKE, NPENYyCMOTPEHHOM
nyHktamu 11.5 u 11.6 Hacroseit MHCTpYRUMHM.

OsHakoMileHMe C ayaMO3alMChI0 CyZeOHOro 3acemaHMs IIPOU3BOAUTCS B
CreuyaIbHO 0O0PYXOBAaHHOM JJISl 3TOM LeJIM MOMELLEeHNM Cye6HOro yyacTka CTporo B
OPUCYTCTBMM  pabOTHMKA  apxXuBa  IIyTEM  IIPENOCTAaBJIEHMA  BO3SMOXKHOCTU
MPOCYIUIMBAHMUS COOTBETCTBYIOLIEN ayAMO3aluCy C MCIIOJb30BaHMEM HEOOXOOMMBIX
TeXHUYECKUX CPEICTB.

11.8. IIpaBo Ha CHATHE KON SOKYMEHTOB C MaTEPHAJIOB [ieJia 33 CBOM CUeT, B TOM
YyClle ¢ MCNOJIb30BaHMEM TEXHNYECKUX CPEACTB, IPeAOCTABIIETC CIELYIONIMM JIMIAM:

O0OBHMHSEMBIM, OCYXXAEHHBIM, OIIPAaBAAHHbBIM, UX 3AIIMTHUKAM U IIPEACTaBUTEIISIM;

MOTEPIEBINM;

TPXAAHCKOMY MCTLY, €ro NpeACTaBUTEIO B YacCTU KOMMI MPOLECCYasbHBbIX
peLeHMH, OTHOCSILMXCS K MIPeAbSIBIEHHOMY UM rpaXklaHCKOMY UCKY;

IPOKAAHCKOMY OTBETUMKY U €ro NMpefCTaBUTEIO B YaCTH MaTEPHAJIOB YTOJIOBHOTO
JieJ1a, KOTOpbIe KacaloTCsl rPaskIaHCKOTO MCKa;

CTOPOHAaM M MHBIM JIMLIAM, YYaCTBYIOLUMM B IPaKJAAHCKOM JeJie, a TakKkKe uX
MpeCTaBUTEIISIM;

JIMLaM, YY4aCTBYIOIIMM B aJIMMHUCTPATUBHOM [EJIE;

JIMLAM, YYaCTBYIOIUIMX B fesie 00 aIMMHUCTPAaTUBHOM IIPAaBOHAPYILIEHMUMN.

VKkasaHHbIe JIMI]Aa CHMMAIOT KONMM IO IMCbMEHHOMY 3asiBJICHMIO B IIOpSIKe,
YCTaHOBJIEHHOM MMPOBBIM Cynbel. JJaHHOe MMCbMEHHOe 3asiBjIEHME C paspelaolei
pesoyioLyet MUPOBOTO CyAbM HOIIIMBAETCS B CcymebHOe [eno, Haxopslleecs Ha
XpaHEeHUM B apXMBe, M BHOCUTCS BO BHYTPEHHIOIO ONUCH Jea. B ciyuae npenbsBieHus
JIOBEPEHHOCTH K JIeTy IIPUODIIAaeTCs TaKKe ee KOmus.

CHAaTbIe 32 CBOI CYET KONMMUM C MATepHAIOB CyHeOHOro nejia, B TOM 4YUCIE C
ITOMOIIIBIO TEXHUUECKUX CPEACTB, CYZIOM He 3aBEpSIIOTCS.

11.9. Boigaua xonuu JOKYMEHTOB U3 CyAeOHOro jeja, HaXOSIIErocs B apXuse,
JMIAM, YYacTBYIOLIMM B Jejie, HPOU3BOAUTCS NO MX NUCHBMEHHOMY 3asBICHMIO C
paspelleHysi MUPOBOro CyZby. Boiada Takux Kommit U3 CyZebGHOro Jesia MHbIM JIMIAM
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M OpraHM3alusIM IPOU3BOAMUTCA PAaOOTHMKOM apXmMBa [0 IMMCbMEHHOMY 3aNlpoCy WM
3asIBJIEGHMIO HQ OCHOBAHMM PE30JTIIOLMM MUPOBOTO CYAbU.

O Bbigaue Komuu J[JOKyMeHTa B JKypHAaJe PErucTpaluyi BBIIAHHBIX KOIIUIA,
BBINMCOK, AOKYMeHTOB (mpuiokeHue N° 29 k Hacrosuent WHCTpykumn) nmemaercs
COOTBETCTBYIOLLASA OTMETKA.

11.10. BeigaBaembie KOIMM CyAEeOHBIX aKTOB (IIPUrOBOP, pelleHyue, OrpeneaeHue,
NIOCTaHOBJIEHUE, CYAeOHbI MPHUKa3) JO/DKHbI OBITh 3aBEpPEeHBbI MOJIMCHI0 MUPOBOIO
CyIbM WIM MHOIO YIIOJIHOMOYEHHOrO MM JIMLA, a TaKxke repdboBoil meuatbio. [Ipu
3aBepEeHMM COOTBETCTBMS KOIMM CyHAeOHOro akra NOIJIMHHMKY Ha JIMIIEBOV CTOPOHE
HOCJ/IEHEro JIMCTa IOA TEKCTOM KOIMM CcyaebHoro akra (Huxe pexksusuta «Iloamuch»)
npocrasisiorcs mwramn « Konws BepHa» (punoskenne N® 24 k Hacrosient MHCTpyKim)
¥ repOoBast IeYarTh.

W3rorosyieHMe 3aBEpPEHHBIX KOMMM CYOeOHBIX aKTOB M WHBIX JTOKYMEHTOB
OCYILECTB/ISETCA YIOJHOMOYEHHbIM pabOTHMKOM apxmBa. B mpaBoM BepxHEM yIIy
NEepBOro JIMCTa JOKYMEHTa NpocTapisieTcs wramn «Komms».

11.11. Ecnu xommus AOKYMEHTa COCTOMT U3 HECKOJBKMUX JIUCTOB, TO BCE JIACTDI
JOJIKHBI OBITh IPOHYMEPOBaHbI, IPOIUUTHI IIPOYHON HUTBIO, KOHLIbI KOTOPO! BbIBOASITCS
Ha 0OOPOTHYIO CTOPOHY ITOC/IEXHErO JIMCTa KOMMM JOKYMEHTA MJIM CKPEIIIIOTCS CKOOOM
C MCIONb30BaHMEM CTeIuiepa; Ha OOOPOTHOM CTOpPOHE IOCJIENHErO JMCTa B MecTax
CKpeIUIeHMsI HaKIagbIBaeTCs HaKJIeMKa C 3aBEPUTEIbHON HAJIMUChIO «IIPOHYMEPOBAHO U
CKpEILJIEHO IIeYaTbIO JINCTOB, IIOLNCD » (puoxkenne N° 25 K Hacrosuei
WHcTpyKimn) ¢ yKasaHMeM CyaebHOro y4acTKa, KOTOPhIM BbIAAETCS KOMUS JOKYMEHTA.
IMopmuck ckpemngercs rep6oBoi neuatbio. ['epboBas meyarb CTaBUTCS TaKUM 06pa3oMm,
yTOOBI YACTUUHO 3aXBaTUTh OTPE30K OyMary, 3aK/JeMBaIOLMI KOHIIbI HUTH JIMOO MECTO
CKpeIUIEHHS.

11.12. B cirywae ec BBIIIECTOSILMIA CYL MU3MEHWI PelIeHMe MUPOBOTO CyIbU, Ha
Komuu cymebHOro akra (IIpUroBOpa, pEUIeHMs, OIpeneseHusl, IOCTAaHOBJICHMSI,
cynebHoro npukasa) 06 arom genaercs otmeTka. Ha BeizaBaemMoit Kormuu cyebHOro akra
pabOTHUKOM apXyBa TAKKe Je/IaeTCsl OTMETKA O JjaTe BCTYIUIEHUS €ro B 3aKOHHYIO CUJTY
M YKa3bIBaeTCsl, B KAKOM JieJie MOMIINT MOAJIMHHBIN JOKYMEHT U B IPOU3BOJCTBE KAKOro
CyZla HAXOAWIOCH JIeJIO.

11.13. Konuu 3anpanmmBaeMbIX CYAEOHBIX aKTOB, KOIIMYM ayAMO03aNCH CyeOHbIX
3acejaHuii, a TaKKe apxuBHbIe cripaBky (npuwiokerue N° 28 k Hacrosueit UHCTpyKummn)
M3rOTaBIMBAIOTCS paOOTHMKOM, OTBETCTBEHHBIM 3a paboTy apxuBa, B CpPOK, He
NPEBBLIIAIONIMIA  IATHAANATYM  KAJEHAAPHBIX JHEM CO [OHA  HOCTYIUIEHMUSA
COOTBETCTBYIOIETO 3asIBJICHMS.

11.14. MisroToByieHHbIE, HO HE MOJIYYEHHbIE 3asIBUTEJIEM KOMUY CYAeOHbIX aKTOB,
IMCbLMEHHBIX CIIPAaBOK MEPEeHaloTCs )i OTIPAaBKY IO IOYTe.

JIuio, mosyuMBIIEE ~ KOMMIO  CyAeOHOro  akTa, [JO/DKHO  HAmmucaTh
COOTBETCTBYIOIIYIO pacIMcKy. B cjiyyae HampaB/ieHMs KOIMM OOKYMEHTa IO ITOYTe B
JeJ10 TIOJIIMBAETCS KOITUS COTTPOBOAMUTENLHOIO IMUChMa C UCXOISIIMM HOMEPOM U IaTOM.
Taxske Ae1al0TCA COOTBETCTBYIOLIME OTMETKHU B JIMCTE UCIIO/Ib30BAHUS TOKYMEHTOB.

11.15. Komuu cyebHbIX aKTOB MOT'YT OBITh BbIIaHbl (HAIIpaBjI€Hbl) MHBIM JIMLAM,
Yoy MHTEPEChl HEMOCPEACTBEHHO 3aTParuBalOTCS CYZeOHbIM aKTOM, C paspelleHus
MMPOBOrO CyAbM IIO IMMCbMEHHOMY 3asaBiaeHuIO (mpuiaoxkeHue N° 26 K HacTosiuein
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WHCTpyKUMHK), B KOTOPOM JOJ/DKHO OBITh YKa3aHO, KAKKeE MTpaBa MU 3aKOHHbIE MHTEPECH
9TOrO JIMIa HapYLLIEeHbI 3TUMM CyAeOHbIMU aKTaMM.

11.16. TloBTOpHas Bbigaya KOMMI CYHeOHBIX aKTOB (pEIIeHW, OIpefeIeHU,
IIPUTOBOPOB, MOCTAHOBJIEHNH, CyAeOHbIX NMPUKA30B) JMLAM, YYACTBYIOIIMM B Jeje, UX
IpeACTaBUTe/sIM, a TakKe [APYTMM JiMLAM, YbM MHTEpeChl HENoCPeICTBEHHO
3aTParmBalOTCs  CyAeOHbIM  aKTOM, OCYIUeCTB/ISIETCS II0 MX [MCbMEHHOMY
MOTMBMPOBAHHOMY 3asIBJIEHUMIO B YCTAHOBJIEHHOM MMPOBOM CYIbEN IIOPSIKE.

11.17. HMsrotoBneHue M Bblgaya KOIMM ayAmMoO3alyMCy CyHneOGHOro 3acemaHus
OCYLIECTB/ISIETCSI IO NMCBbMEHHOMY 3aSBJI€HMIO JIMII, YYAaCTBYIOIIMX B [eje, MX
npencrasuTesney (CTOPOH, MHBIX YYaCTHUKOB CyAeOHOro pasbuparesbCTBa) U 3a MX CYET
B IIOpSAKE, YCTAHOBJIEHHOM MUPOBBIM CYIbEMN.

11.17.1. Ha mucbmeHHOM 3asBieHmu (mpuiaoxkennme N227 K Hacrosuei
WHCTpYKUMM) MUPOBOM CYABbS AENAET COOTBETCTBYIOHIYIO OTMETKY O IOpPYYEeHUM
pabOTHUKY apXMBa U3TOTOBUTb M BbIIaTh KONMIO ayAMO3ANUCH CyAe6HOro 3acemaHus.
IlanHOe 3asiBJIEHME MOALIMBAETCS B HeJI0, a8 B CJIyyae INpeabSIBIEHUS JTOBEPEHHOCTH K
Jey IpMoBINAEeTCs TaKkKe ee Komnusl.

11.17.2. Ins M3roToBJIeHMs] KOMMM ayZMO3allMCH JIMIO, TOJABIIee 3asBJiIeHKE,
NpeACTaB/sieT B CyZeOHbIM y4yaCTOK MaTepuasbHbIM HOCUTENb MHOOpmaumu (diem-
Kapra, auck CD-R, DVD u gpyrue Hocurenu nudopManym, TeXHMYECKast BO3MOKHOCTb
3aM1Cy Ha KOTOPbIe MMEETCS B COOTBETCTBYIOLLEM CYeGHOM y4acTKe).

11.17.3. TlpencraBjieHHble B CyHEOHBI YYaCTOK MaTepuajbHble HOCUTENIN
mH(pOopMaLyyM He JOJIKHBI COepXKaTh KaKy1o-1mb0 uHpopmanuio. B nessix 6e3omnacHocty
mepes  3amMCbIO  IIPEACTAB/IEHHBIM  MaTepUaJIbHbIA  HOCUTEIb  MOMKET  ObIThb
oTdopMaTMpPOBAaH YIIOJIHOMOYEHHbIM pabOOTHMKOM almaparta MMPOBOTO  CY/bH,
OTBETCTBEHHBIM 3a M3rOTOBJIEHME M BbIJayy KOIMM ayAMO3aNMCH, IIPM ITOM
NpeaBapUTEIbHO YBEIOMUB JIULIO, IIOAABIIEE COOTBETCTBYIOIIIEE 3asIBJIEHUE,

11.17.4. 3anuck ayauodaitjla Ha MaTepuasbHbIA HOCUTENb JIMLA, MOMAJBIIEro
3asBJIEHUE, TTPOU3BOAUTCS YIIOJHOMOYEHHBIM PabOTHMKOM amiiapara MUPOBOIO CYAbU
Ha JIOKQJILHOM KOMITBIOTEpPE, HE IIPUCOEIMHEHHOM K JIOKQJIBHOM CETHM U HE MMeEIoIeM
JOCTyTa B MHPOPMAaLMOHHO-TEIEKOMMYHUKAIMOHHYIO ceThb «VIHTepHeT».

11.17.5. Konus ayauosanucy cyae6HOro 3acejadms He 3aBepseTcs.

11.17.6. Ilocne BplZAYM KOMMM ayZMO3AIMCHM CydeOHOro 3acefaHmMs Ha
MCbMEHHOM 3asiBJIeHNM OO M3rOTOBJIEHMM M Bblgaue PabOTHMKOM apxyBa [e/aeTcs
OTMEeTKa 00 M3rOTOBJIEHMM M BblAaye, a JIMLIOM, IMOJYYMBILMM KOIMIO ayaMO3aIucy,
JeJIAeTCA COOTBETCTBYIONIAN paciyucKa O nosydyennn. JlaHHOe 3asBjieHye npuodIaeTcs
K cymebHOMy peily, NIpM 3TOM JEJAeTCs COOTBETCTBYIOILAS OTMETKa B JIMCTE
MICIIOJIb30BaHM JOKYMEHTOB.

HenonyueHHast 3asiBUTeJIEM KOIMSI ayAMO3aIMCH CYAEOHOro 3acefaHms 110 [ouTe
He HalpaBJjsIeTCsl.

ONeKTpOHHBIM HOCUTeNb MHGPOpMALyM, C KOTOPOrO WM3rOTaBJIMBaJacCh KOIus,
OOJKEH ObITb BLIMT B Jej0 (IpUOOILIEH K NPOTOKONY CynebGHOro 3aceqaHus) B
YIIaKOBaHHOM BUAE (KOHBEPT) C YKa3aHMEM Ha YIAaKOBKE HOMeEpa Jeja, JaThl, a TaKKe
NMOANMMCAaH pabOTHMKOM, OTBETCTBEHHbIM 3a paboTy apxuBa. YIIaKOBKa JOJIKHA
obecrneynBaTh COXPAHHOCTD 3/IEKTPOHHOIO HOCUTEJIS OT MOBPEKAEHMUI U TOPYM.
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11.18. IMomnuuHble HOKYMEHTHI U3 CyIeOHBIX Aen (MHBIX MaTepuanoB) M MX
HajuiexxalMM o6pa3oM  3aBepeHHbIE  KONMM, TpefCTaBjJeHHble  YYaCTHUKaAMMU
CY[IONpPOU3BOJICTBA, a TaKKe IMCbMEHHbIE CIPaBKM II0 [JeJaM BBbIAAIOTCS UM
pabOTHMKaMM apx¥Ba Ha OCHOBAaHMM UX IIMCbMEHHOTO 3asiBJIEHMs; APYTMM Cy[aM,
OpraHam AO3HAHMSI M CJIEACTBMS - HA OCHOBAaHMM MOTMBMPOBAHHOIO 3ampoca u (Win)
MHBIX HEOOXOAMMBIX JOKYMEHTOB, IIPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM PoccHitcKom
Qengepanmn. Ha 3asBieHMM wiM 3ampoce O BbIgaye MOAJIMHHBIX JOKYMEHTOB W3
CynebHOro gena IIPoCTaB/IsSeTCs pa3pelIaonas pe3osiouys MUPOBOrO CYIbH.

11.18.1. BsameH BBIZAaHHOrO IOAJIMHHMKA K €Iy IPUMOOIIAETCI €ro KOmus,
3aBepeHHas IOAMIMCHI0 MUPOBOTO CYAbM U repboBOM I1€YaThIO.

11.18.2. Tlpu BbImaue MOAJMHHMKOB AOKYMEHTOB M3 CyneOHOro pena Ha Mx
3aBEPEHHBIX KOMNMSAX [HOOJDKHBI YKasblBaTbcsl (ammiams, MMs, OTYECTBO JIMIIA,
MOJTYYMBIILIETO JOKYMEHT, €T0 [TPOLIECCYaIbHOE IOJIOKEHME 110 JIeJTy, TaHHbIE AOKYMEHTa,
YIOCTOBEPSIONIErO JIMYHOCTb. B noTyuyeHnu JOKYMEHTa 3TO JIMIO JTO/DKHO PaCIIMCaThCS
M TPOCTaBUTL AATy IOJydeHusl. JIuio, BbIaBIIEE JOKYMEHT, AOJDKHO YKa3aTh CBOIO
baMuIuio, AO/DKHOCTh M IOCTaBUTh NOAMMUCH. [Ipu mpegbsiBieHUM HOBEPEHHOCTH
HeOo6XOMMO CHSITh C Hee KOIMIO M, MOAIINTD B Aeno. Takue ke CBeIeHUST YKa3bIBalOTCs
B CIIPaBOYHOM JIACTE.

11.18.3. JlokymeHTbI, Ha OCHOBaHMM KOTOPBIX M3 CyneGHOrO Jeja BbIAAHBI
OMJIMHHMKM, a TaKkKe KX 3aBepeHHble KONMM IIOAIIMBAIOTCA B Aeno. B ciayuae
HaIpaB/IeHMsl MOMJMHHOIO NOKYMEHTA 3aKa3HOM IIOYTOM B JEJI0 TaKKe MOALIMBAEeTCs
KOITMSI COITPOBOAMTEILHOIO MMCbMa C MCXOASIIYM HOMEPOM M JaTOi.

11.18.4. TlopsimOK M CpPOKM BbiAauy IOAJIMHHBIX AOKYMEHTOB, MX 33aBEPEHHBIX
KONWI{ YCTaHaBJIMBAETCS MUPOBBIM CYAbEH.

Bbimaua nuMChbMEHHBIX OOKa3aTeJbCTB, HEe BO3BPAIIEHHBIX MPEACTaBUBIINM MX
JIMIIAM 0 Tiepefayuy jejia B apXuB, IO MPOChOE 3TUX JIMIL OCYILIECTBJIIETCSI B TAKOM K€
NopsiKe.

11.19. Ilo nuCbMEHHBIM TPEOOBAaHMSIM OpPraHOB, KOTOPbIM  33aKOHOM
IIpeOCTaB/JIEHO NMpaBo UCTpPeOOBaHus Aena, ¥ Ha OCHOBAHUM PAaCIHOPSDKEHUS] MMPOBOrO
cyabu cypmebHble [iela HAamnpaB/SIOTCS MM B TPEXIHEBHLI CPOK MO MMOYTe 3aKa3HbIM
IMCbMOM MJIM C KYpPbEPOM.

11.20. PaboTHuK apxyuBa 06s13aH KOHTPOJIMPOBATh BO3BPAT AEJI B apXMB M HE pesKe
OHOTrO pa3a B MECHL JOK/JIaAbIBaTb MMPOBOMY CYZbeE.

o Bo3Bpalllenns fena B CyAeOHbIA y4acTOK TpeboBaHMe O ero BbICHUIKE, KOIMHU
CONPOBOAMUTEILHOTO MMMChMa, IPUrOBOPA WIM PEILICHMS XPAHSTCS B KOHTPOJIbHOM ITafke.

B xHure BbIgaum egyHUIL XpaHEHUS BO BpeMEHHOE 110/Ib30BaHKe (IIpuiokeHue N°
21 K Hacrosien MHCTpyKumM) U3 apxuBa CyJa OTMEUYaeTcs, KOrja, KOMY M IO KaKOMY
3anpocy [eJI0 HAIlpaBJIeHO, KOrZa M KEM OHO BO3BPAllEHO.

11.21. HWuble, He YCTAaHOBJIEHHble HacTosied HHCTpyKumen IpaBujIa
O3HaKOMJICHMSI C MaTepuajiaMy CyJeOHOro Jesa, BbIIauM MNOIJIMHHBIX JAOKYMEHTOB,
3aBEPEHHBIX KONMI MaTEPHAJIOB JAeja, TMCbMEHHBIX CIPaBOK, KONUI CyAeOHBIX aKTOB
OTIPEe/ITIOTC MUPOBBIM CYIbEIA.
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12. Obecneuenye COXpaHHOCTH APXMBHBIX JJOKYMEHTOB

12.1. XpaHeHve apXMBHBIX JOKYMEHTOB B CyAeOHOM y4dacTKe obOecIieuMBaeTcs
peanusauMeil KOMIUIEKCA MEPOIPUSITHUIA, HAlpaBJIeHHbIX Ha IOJJiepsKaHue apXMBHBIX
IJOKYMEHTOB B ONITMMAaJILHOM (P¥3114€CKOM COCTOSIHMM, MMHMMM3AIMIO PACKOB UX ITIOPYM
v (WIn) yTpaThl, B COCTaB KOTOPOTO BXOAAT:

IpefoCTaBp/JeHye M30JMPOBAHHBIX IIOMELIEHMM J[JIs pasMeILeHMs] apXMBHBIX
IIOKYMEHTOB ¥ IIpOBeAeHMs1 paboT, CBS3aHHBIX C apPXMBHBIM XPaHEHMEM, OCHAILEHHBIX
CpeaCcTBaMy ITOXKAPOTYILEHNSI, OXPAaHHOM Y IOXKapHOM CUTHAIM3a1yen, 060pyJOBaHMEM
IJIST XpaHEeHUs JOKYMEHTOB;

opraumsalmMsg ¥ obecrneuyeHue COOJIONEHUS ITPOTUBOIIOXKAPHOTO, OXPaHHOro,
TEMIIEPaTyPHO-BJIKHOCTHOrO, CBETOBOIO M CAHUTAPHO-TUIMEHMUYECKOTO DEXMMOB;
BHINIOJIHEHME TpeOOBaHUM K PpasMEIIEHMIO JOKYMEHTOB B  apXMBOXPaHWIMILIE;
IpOBeHEHNe MPOBEPKNM HAJIMUMS U COCTOSIHUSI COXPAHHOCTM aPXMBHBIX JOKYMEHTOB B
COOTBETCTBUM C MTOPSIAKOM, YCTaHOBJIEHHBbIM pasaenoM 10 Hacrosiwen UHCTpyRUmu;

obecrieyeHyie BO3MOKHOCTM MNpOBeNeHUs TPOPUIAKTUUECKOM U TEXHUYECKOMH
06pabOTKM apXUBHBIX JOKYMEHTOB;

onycaHye (COCTaBJIEHME OIMCEN [Hes) M CBOeBpPEMEHHas IIOCTAHOBKAa apXMBHBIX
IOKYMEHTOB Ha y4eT B COOTBETCTBMM C MOJIOXKEHNSIMU Hacrostier MHeTpykumm.

12.2. ApxuB pasmeniaercs B 34aHMM U (M/IM) OTHEJIbHbIX IOMELIEHUSIX 3OaHMs.
OcHOBHbIE TIOMEILEHHs, NTpeaHasHaYeHHble IJjIsi XpaHeHMs], YYeTa, KOMIIEKTOBAaHUS U
VICIIOJIb30OBaHMS apPXWMBHBIX [JIOKYMEHTOB, M  BCIIOMOraTelbHble (aIMMHUCTPATUBHO-
XO3SICTBEHHOr0, TEXHUYECKOTO M OBITOBOrO Ha3HAYE€HMS) NOJDKHBI COOTBETCTBOBATD
TpebGOBaHMIM, YCTAHOBJIEHHBIM ITyHKTOM 12.1 HacTosieit MHcTpyKumm, a Takoke o01mm
TpeboBaHMAM 06e30IacHOCTM K  OOIIeCTBEHHbIM 3JaHMSIM UM COOPY)KEHMSIM,
ycraHoB/ieHHbIMM  DepmepanbHbiM 3akoHOM oOT 30 pekabps 2009 r. N° 384-03
«TexHuyeckuit perlaMeHT O 0e30mMacHOCTM 30aHMM UM COOPYXKEHM» U
I'pagocTpouTesibHBIM KoaekcoM Poccuiickonn Pepepanym.

XpaHeHue apxXMBHbIX JOKYMEHTOB B 33aBMCMMOCTM OT MX 006BEeMOB
OCYILIECTBIISIETCS C MCITOJIb30BAaHNEM OJJHOT'O WJIM HECKOJIbKMX BapMaHTOB pPa3MeIeHMsI:
B 30aHuy, OTBevaloleM TpebOoBaHMsAM, YCTaHOB/IeHHbIM [IpaBunamu opranusaumm
XpaHeHMs1, KOMIUIEKTOBaHMs, y4eTa ¥ UCIIOIb30BaHMS JOKYMEHTOB ApxuBHOro ¢oHza
Poccuiickoit @enmepaumy ¥ APYrMX apXMBHBIX JOKYMEHTOB B T'OCYZAapCTBEHHBIX M
MYHMUMOQIBHBIX apXMBax, My3esx M OuOimmorekax, Hay4HbIX OpraHM3aLMsX,
yTBepXKIEHHbIMU ITpuKasoM (DefepasibHOrO apxuBHOro areHTcrBa oT 2 mapra 2020 r.
N® 24.

B CIEIMaJbHO OOODYAOBAHHOM [JI1 XpaHEHMS] JOKYMEHTOB WM30JMPOBAHHOM
[IOMEeIEHMH - apxuBoxXpaHmwmmiie (yHKT 12.3 Hacrosieyt UucTpykuun);

B 3ammparonmxcs ukadax wim cendax.

Pasmernienne apxmBa B IPUCIOCOOJIEHHOM 3maHuM (TIOMELUEHUM) JONMYCKAETCH
TOJILKO IOCJIE ero obc/ieqoBanmst (B TOM UMC/Ie ITOABAILHBIX M YePAAYHbIX TOMEILIEHMIA,
paboTOCIIOCOGHOCTY  3/IEKTPOCETeH, OTONMUTEIbHBIX M BEHTW/ISIHUMOHHBIX CUCTEM,
IIPOYHOCTY MEXKITAKHBIX ITEPEKPLITHI C YYETOM MOTEHIMAIbHBIX Harpy3oK).

12.3. ApxuBOXpaHMUIMILE HOJDKHO:

OTHE/ATHCSA OT COCEAHMX TTIOMEIEHMMA OTHEYIOPHbIMM CTEHAMM;
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MMETb €CTECTBEHHYI0O WIM MCKYCCTBEHHYIO BEHTWIALUIO, OOeCreunBarollyio
PELMPKYJISIIMIO BO3/IyXa, MCKITIOYAIOLTYI0O 06pa3oBaHue HEITPOBETPUBAEMbIX 30H;

COXPaHSATh CTAGMJILHOCTb TEMIIEPATYPHO-BJIAXHOCTHOTO PEXXUMA;

VMMETb BBIXOABI K IUPTaM U (WIM) JIECTHUYHBIM KJIETKaM;

HE MMEThb IPOJIOKEHHBIX 4Yepe3 Hero Tpyd BOZOCHAOXEeHMS M KaHaIM3aluHy,
TEXHOJIOTMYECKMUX MJIM OBITOBBIX BHIBOJOB BOZBI;

HEe ¥MMEeTb BHYTPM pacIpeJeluTeNbHbIX LIMTOB, IpeNOXpaHWUTeIed U
OTKJIIOUAIOIIMXCS PYOMIIBHUKOB;

HEe pacHoJiaratbCs B MOABAIAX M NOMELUEHMSX, PACIIOJIOKEHHBIX HMIKE YPOBHS
IIOBEPXHOCTM 3eMJIM, 3a MCKIIOYEHMEM XpaHwimi (MOMeLeHuit), obecreyuBarolmmx
3alMTy OT NMPOHMKHOBEHMS B HMUX I'PDYHTOBBIX, TIbIX M MAaBOAKOBBIX BOJ, B BETXMX
CTPOEHMSIX, NEPEBSHHBIX IIOCTPOMKAX, MOMELIEHUSIX C OTHOCUTENbHO! BJAKHOCTBHIO
BO31yxa 6omee 55 9% M ¢ MeYHBIM OTOIUIEHUEM;

MMETb JIBEpU C IOBBILIEHHOM TEXHUYECKOU YKPEIUIEHHOCTBIO (METa/NIMYEcKue
WY OOIINTBIE METALJIOM);

MMETb 3aMMPAIOIIMECs PEeLIeTKM Ha OKHaX (TIpY pasMeIleHUY apXUBOXPaHWIMILIA
Ha IJOKOJILHOM, TIEPBOM MJIM BTOPOM 3TaXke 3aHUSI).

PacueT Heo6XOAMMOM IUIOILAAM APXMBOXPAHM/IMILA PEKOMEHIYETCS IPOU3BOAUTD
C YYETOM pacIOJIOKEHNS CTEeJUIKEM M MX HAIlOJTHEHMS B COOTBETCTBMY C ITYHKTOM 12.7
Hacrosiern UHCTpyKuuy, a Takke C y4eTOM BO3MOKHOCTM pasmerneHus 400 enuuuil
XpaHeHus Ha 1 KB. M IUIOLLaaM apXMBOXPaHWIMILA.

KakgoMy apXMBOXpaHWIMILYY IIPUCBAMBAETCS HOMEP, KOTOPBII OTpakaeTcss B
toriorpadMUeCKMX YyKasaTeIsIX B COOTBETCTBMM C NyHKTOM 12.19 HacTosmiein
HUucTpyRumn.

12.4. Jlna obecrieuenus AesTeIbHOCTY apXuBa (IIpM HEOGXOAMMOCTH) BbLAEISIOTCS
HOMEILEHNeE /I TIpYeMa JOKYMEHTOB, MX BPEMEHHOT'O XPaHEeHMS M afanTalum K HOBbIM
yCJIOBUAM (aKKJIMMaTHU3almn), pabouyass KoMHaTa pabOTHMKA, OTBETCTBEHHOTO 3a paboTy
apxuBa, NIOMEIlEHHUE JJIst IIPEAOCTaBIEHNS JOCTYIIa K aPXUBHBIM JJOKYMEHTaM.

12.5. ApxuBHBIE [JOKYMEHTHl pa3sMEIIAIOTC B apXMBOXpaHWIMILE Ha
CTALMOHAPHBIX, TEPEeABIKHBIX U (MIM) MOOGWIBHBIX METAJLIMYECKUX CTe/UIaKaxX, B
MeTa/UIM4YecKMx mkadax, cerdax wim KOHTeMHepax.

B kauectBe crmeumambHOro 06OpYAOBaHMS  BO3MOXKHO  MCIIOJIb30BaHME
CTaLMOHAPHbIX OTCEKOB-O0KCOB C META/UIMYECKMMIY NEePeropoaKaMy u MoJiKamu.

He paspemuaercss xpaHeHue apXMBHBIX AOKYMEHTOB B TDaHCIIOPTHOM Tape, B
mrabesisx, Ha MOy, NOJAOKOHHMKAX, JIECTHUYHBIX IUIOIIAKAX, B rapakax M JIPyrux He
npeaHasHaAYeHHbIX JJIS MX XpaHEHMUsI MeCTax.

12.6. Ilpu paccTaHOBKe CTEJUIKEN B apXUBOXPAHWIMILIE TIPERIIOYTEHNE NO/DKHO
OT[aBaThCs UX MEPHEHAMKY/IIPHOM OPUEHTAIMM 110 OTHOIIEHMIO K CTEHAM C OKOHHBIMM
NpoeMaMy M pasMEILIeHMIO Ha yAaJleHM He MeHee 1 M OT MCTOYHMKOB Teria.

12.7. Tlpu paccraHoBke crestakeit (mkados, ceidoB) B apXMBOXPaHWIMILLE
PEKOMEHYETCS IIPEeyCMaTPUBATh CeAYIOLMEe PACCTOSHUS MEX/Y:

TOpPLIAMM CTeJUIaXkey (IVIaBHbIM Npoxof) - He meHee 120 cm;

psifiamMM cTeiaskeit (MesKCTe/UTaKHBIA ITPOXON) - He MeHee 75 cM;

CTeJUIaXKaM¥y, N1apajuleJIbHBIMU CTeHe, M Hapy)KHOM CTEHOM 3[aHMs - He MeHee 75
cM;
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TOPIIOM CTEJI/IaKa U CTEHOI - He MeHee 45 cm;

BEpXHe TOJIKOM CTe/IaXa M MOTOMKOM - 50 cM;

HIOKHEN TOJIKOM CTeJUTaXka M MOJIOM-He MeHee 15 cM (B LIOKOJIBHBIX 3TaKax-He
meHee 30 cm).

Pasmernedne MOOMIIBHBIX CTe/UIAXKEH IIPOM3BOOUTCSI C YUYETOM OCOOEHHOCTEN
IIOMeELLUEHNUH ¥ pa3sMeliaeMoro o6opynoBaHusL.

12.8. ApxuBHbie JOKYMEHTbI pPa3MelLIalOTCs B IEPBUYHBIX CPEICTBAX XPAHEHMS:

Ha 6yMa)KHOM HOCMTeJIe - B KOpOOKax, Iankax, KOHBepTax;

9JIGKTPOHHbIE Ha (U3MYECKM OOOCOOIEHHbIX HOCUTESIX - B  YIIAKOBKE,
PEKOMEHIOBaHHOM ITPOU3BOAUTE/ISIMY HOCUTEJIEN.

st XpaHeHMS KapTOueK M CIPaBOYHBIX MaTepMasioB B IOMELIEHMM apXuBa
YCTaHaB/IMBAIOTCS KapTOTEUYHbIE LIKA(BI.

12.9. Ha nmepBMYHOM CpeACTBE XPaHEHUS! apXUBHBIX JOKYMEHTOB YKa3bIBAIOTCS
HOMep M Ha3BaHue (OHIA, HOMEP ONMMUCH JeJI, KpaHue HOMEpa eAWHMI XpaHEeHus,
pasMelleHHbIX B HEM.

12.10. IIpoTuBONOKApHbIA PEXUMM B 30aHMM WMJIM [OMEIUEHUM apXuBa
YCTaHAB/IMBAETCSI B COOTBETCTBUMM C 3aKOHOAaTelbCcTBOM Poccuiickoit Depepanmu o
ITOKapHOM 6e30MaCHOCTM.

PaboTHUK, OTBETCTBEHHBINA 3a paboTy apXmBa, JOJDKEH IIPOMTH MHCTPYKTXK I10
BOIIpOCaM IIPOTMBOIIOKAPHOM 6€30I1aCHOCTH, O3HAKOMMUTBCS C IPABMJIAMY ITOJIb30BAHMUS
[POTMBOINOXApHbBIM  MHBeHTapeM. VHCTpYKTaX  pabOTHMKOB  apxuBa IO
IIPOTUBOIIOKAPHOM GE30MaCHOCTH AOJDKEH IIPOBOAMUTHCS HE peke OAHOro pasa B IO,

12.11. OxpaHHbIif peXXMM oOecneuyMBaeTcsl ITyTeM OOOpYHOBaHUS 3HAHUS MIIN
IIOMELUEHMIA apXuBa CPeACTBaMM OXpaHbl, 06eCIIeYMBaIOIIMMM KOHTPOJIb JOCTYIIA B HUX
(ecnu apxuB pasMellleH B OTAEJBHOM 34aHUM), a TaKKe COOMIOJEHMEM IIOpSAKa
COaun/CHSITHA OXpaHbl IIOMEILEHMS apXMBOXPaHWIMILIA U MOPSIKA JOCTYTIA B HEro.

12.12. ApxuBHBIE TOKYMEHTbI HEOOXOAMMO XpaHUTb B TeMHOTe. EcTecTBeHHOE
OCBeleHMEe B apXMBOXPAaHWIMILIE AOITYCKAeTCs HMPU YCJIOBMM IIPMMEHEHMS] Ha OKHax
CBETOpACCEeMBaTeNIei, pPEry/SITOPOB CBETOBOrO IIOTOKA (CHEIUAIbHBIX CTEKOJ),
3aIIMUTHBIX (UIBTPOB U ITOKPBITUI, KATIO3N.

J1J1s1 MCKYCCTBEHHOTO OCBELLEHNM IIPMMEHSIOTCS JIaMITbl HAKQJIMBAHMS B 3aKPBITHIX
nadoHax C IJIafAKON IIOBEPXHOCTBIO.

Paspemiaercs  mpuMMeHeHMe — JIIOMMHECLEHTHBIX JIAMII C  ype3aHHbIM
y/IbTPadMONIETOBBIM YYACTKOM CIIEKTP2, CBETOAMOAHBIX CBETM/IbHUKOB, Pa3pelIeHHbIX
YIIOJIHOMOUYEHHBIM (peiepaIbHbIM OPraHOM UCIIOIHUTEILHOM BJIACTH B Cepe MOKapHOA
6e30MacHOCTH.

12.13. OnTMaIbHBIMM YCJIOBUSIMM XpaHEHMS apXUBHBIX JOKYMEHTOB SIBJISTIOTCSI:

IUI1 OOKYMEHTOB Ha OyMaXHOM HocuTene - Temmneparypa 17 - 19°C,
OTHOCHUTEJIbHAS BIAXKHOCTb Bo3ayxa — 50 - 55%;

JU1S1 IOKYMEHTOB Ha MarHMTHBIX IMCKAaX M AMCKOBBIX HAaKOMMUTE/SIX - TEMIIEpaTypa
8-18°C, oTHOCHTE/IbHAS BJIAXHOCTh BO3AyXa - 45 - 65%;

IJIT IOKYMEHTOB Ha ONTUYEeCKMX Juckax - Ttemneparypa 10 — 23°C,
OTHOCUTEJIbHAS BIAXKHOCTb Bo3ayxa - 20 - 50%.

12.14. KouTponp 3a TeMIepaTypHO-BIQXHOCTHBIM PEXMMOM OOecreyuBaercs
PeryJsIpHbBIM M3MEpPEeHMEM C [OMOIUBbI0 TepMOMeTpa ¥ TUrpoMerpa WU
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TEpMOTUIPOMETPA, Pa3MELLEHHBIX B OFHON MJIM HECKOJIBKMX TOYKAX apXMBOXPaHMIIUILA
(B 3aBMCHMMOCTY OT KOHCTPYKTUBHBIX OCOGEHHOCTEN IIOLIA/M) BAAIM OT OTOMMUTE/bHBIX
M BEHTWISILIMOHHBIX CUCTEM: Ha BbICOTE He MeHee 1 M OT I1oJ1a, MapaMeTpPOB BO3YIIHOM
cpenbr:

B CIIELMa/IM3UNPOBAHHOM 3/1aHMM - He pexke 1 pasa B HeZleio;

B CIelMaJIbHO OOOPYAOBaHHOM [JIS1 XpaHeHMs M30/IMPOBAaHHOM IOMELIEHUM - He
pexxe 2 pa3 B HeZIeJIo,;

NPy HECOOTBETCTBUM [1apaMETPOB HOPMaTMBHLIM TPeOOBaHwsIM - 1 pas B CYTKM.

12.15. B apxuBe [o/DKHa BeCTUCh GMKCalyMsi TeMIepaTypPHO-BJIaKHOCTHBIX
XapaKTepMCTUK BO3AYILHOM Cpefbl B apXMBOXpaHWMILE M Mep, IPUHATBIX IO
HOPMa/IM3aLMy TEMITePATyPHO-BJIKHOCTHOIO PEXXMMA B C/Iy4asX ero HapyuIeHusl.

12.16. Hapnexaimee CaHMTAPHO-TUrMEHUMYECKOE COCTOSIHME B apxXuse
NIOZAEPKMBAETCS MIPOBEIEHMEM B HEM He PeXKe OJHOTrO pasa B Mecsl] BIKHOU YOOpKyu
TO/I0B, O6eCHbIIMBAHMSI OOOPYIOBAHMS M TIEPBUYHBIX CPEACTB XpaHeHus:, 06paboTku
LJOKOJIbHBIX 4YacCTeli CTeJUlakel, IUIMHTYCOB, MOJOKOHHMKOB BOAHBIMM pacTBOpaMyu
aHTUCEIITUKOB.

12.17. ApxmBHble TOKYMEHTHI, MOJBEpruIMecss 6MOJOrMYecKOMY IOPaKEHMIO,
MOIEXXaT HEeMeMJIeHHOM M30/M9IMM M CAaHMTapHO-TUI'MeHu4ecko o6paboTke
(nesvHbeKIMM, OE3MHCEKLMM), 8 apXMBOXPAaHUIMILE, MOPAKEHHOE OMOIOrMYeCcKUMM
BpeINTEIISIMH, - JepaTH3aLun.

12.18. Cremtaxxu u mxadsl HO/DKHBI ObITb IIPOHYMEPOBAHbl B NOpSIKE CIeBa
HaNpaBoO OT BXOAHOM ABEPH, THOJIKM HA CTe/UIaKaX AOJDKHBI ObITh NPOHYMEPOBaHbI I10
mkadam B IIOPSIKE - CJIeBa HANpaBo, CBEPXY BHU3.

12.19. MecTro xpaHeHus1 eAVHUI] XPaHEHUS] B apXUBOXpaHuauIle Guxkcupyercs B
TonorpaduuecKMX yKasaTe/sIX: IOCTe/UIKHOM (npwioxkenume N? 30 K Hacrosiien
UHCTpyKUMM) M, npu Hamuum 6ostee ogHoro ponpa, nobonmosom (npuioxkenne N° 31
K Hacrosieit MHCTpykumn).

IIpu Bemenuu Tonorpadynyeckoro ykasaTelss OIUH €ro 3K3eMIUIIP JO/DKEH
XpaHUTLCS y pabBOTHUKA, OTBETCTBEHHOrO 32 paboTy apXmuBa, BTOPOM - pasMeLLaThCs B
COOTBETCTBYIOILEM apXMBOXPaHUIULLE.

Tonorpaduueckue  yKasarelM  He  COCTaB/SIIOTCA  IPU  OTCYTCTBMM
apXMBOXPaHUIMUIIA.

12.20. DneKTpoHHbIE JOKYMEHTbl Ha (u3uuyecku 060CODOSEHHBIX HOCUTEIISIX
pa3sMeILalOTCH OTAENBHO OT APYrMX AOKyMeHTOB. Kakabii HOCUTENIb JOJDKEH MMETb
HerepMeTHYHbI MHAMBUAYAIbHBIA QYT/ISIp, IPU 3TOM AO/KHO OBITb MCKIIOYEHO
cBOBOAHOE IIepeMellieHre HOCUTES BHYTpU QyTispa.

12.21. O6s3aTeNbHBIMM YCJIOBUSMM XpaHEHUS IJIEKTPOHHBIX JIOKYMEHTOB
SIBJISIIOTCSL:

HYIMYME B apXuMBe HEe MEHEee ABYX 95K3eMIUIIPOB KKIOU eNMHMIbI XPaHEHWUs
3JIEKTPOHHBIX JIOKYMEHTOB (OCHOBHOI M Pab0o4uit 5K3eMIUISPb] JO/UKHBI HAXOAUTHCS Ha
pasHbIX (M3NYECKUX YCTPOMUCTBAX);

HUIMUME TEeXHUYECKMX M IMPOrPaMMHBIX CpeNCTB, IpeJHa3Ha4YeHHbIX [JIs
BOCIPOM3BEEHNs, KOITMPOBAHMS, NEePe3anmcy 3/1eKTPOHHBIX JOKYMEHTOB, KOHTPOJIS
(GU3MYECKOTO ¥ TEXHMYECKOTO COCTOSIHMSA;



38

obecrieueHue peXXMMa XPaHEHMS 3JIEKTPOHHBIX JTOKYMEHTOB, MCKJIIOYAIOIIEro
yTpaTy, HECAaHKUMOHMPOBAHHYIO PpacChUIKY, YHUUYTOXEHME WM  WUCKaXKeHue
MHpOpMauuu.

12.22. JIng onepaTMBHOrO JOCTYIA K 3JIEKTPOHHBIM JJOKYMEHTAaM B CITPaBOYHBIX
M IIOMCKOBBIX LEJSIX B apxuBe co34aeTcsi (OHI MCIONb30BAHMS 3JIEKTPOHHBIX
JOKYMEHTOB.

13. Cpoku ¥ OPSIAOK Nepefady aejl Ha XpaHeHHe B roCyJapCTBEeHHbBIH
apxus

13.1. lena ob1ero nesonpou3BOACTBa IOCTOSSHHOT'O CPOKAa XPaHEHMS U CYeOHble
IieJ1a TIOCTOSTHHOTO CPOKa XpaHeHMs [0 UCTEUEHUY CPOKOB MX BPEMEHHOTO XpaHeHMs B
apxuBe (15 neT) nepenaloTCs Ha MOCTOSHHOE XPaHEHUE B FOCYJaPCTBEHHBIN apXUB.

Pemiene o0 d¢opMe npuema HAOKYMEHTOB (MOJHOTO WiIM BBIGOPOYHOrO)
npuxumaetcs SITK apxuBHOro yupexxmeHus.

13.2. Tlepenaua JOKYMEHTOB IMOCTOSSHHOTO XPaHEHUSI B FOCYJIaPCTBEHHbLIN apXUB
OCYILECTBJISIETCS B COOTBETCTBMM C IUIAHOM-TpPaMKOM, KOTODBI YTBEpXKIaeTCsa
PYKOBOZMTE/IEM IOCYJapCTBEHHOTO apXMBa WM YIIOJIHOMOYEHHBIM MM JOIKHOCTHBIM
JIMLIOM.

JocpouHass nepenavya AOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHME MOXKET ObITb
OCYHIEeCTBJIEHA IIPU OTCYTCTBUM HEOOXOAMMBIX YCJIOBUIA 151 06€eCIieueHms: COXPaHHOCTHU
JOKYMEHTOB, IIpM yrpo3e yTpaTbl (YHUUTOXKEHMS) JOKYMEHTOB, & TaK)Ke Ha OCHOBaHUM
JIOroBOpa € roCyZapCTBEHHBIM apXMUBOM.

ITpopsienne CpOKOB XpaHEHMSI JOKYMEHTOB B apXuBe CyAeOHOro y4acTKa
monyckaetcs no peureHnio 11K apxuBHOro yupeskaeHus.

13.3. PaboTsl, cBsi3aHHBIE C OTOOPOM, ITOATOTOBKOM M Iepefayesi JOKYMEHTOB Ha
NOCTOSTHHOE XpaHeHMe B TOCYAApCTBEHHBIN apXyUB, B TOM UYMCJIE C UX YIIOPSAOYEHMEM,
OpraHM3yeT MUPOBO CYIbSl.

13.4. Ilepen nmnepemauelr MOOKYMEHTOB Ha IIOCTOSTHHOE XpaHEHME B
rOCyRapCTBEHHBIM apXMB MPOBOAMUTCS PaCCMOTpPEHME NOKYMEHTOB Ha IpeIMEeT CHSATHUS
nomeTtky «Jljist cry>keBGHOro IOJIb30BAaHMSA» C HOCUTENEN MHPOpMaLyy OrpaHUYEHHOrO
pacnpoCTpaHeHMss B IIOPSAKE, YCTaHOBJIEHHOM 3aKOHOJATENbCTBOM Poccuiickoi
Pegepauun.

13.5. Ilepepaya 3/IEKTPOHHBIX APXMBHBIX el B MH(POPMALMOHHYIO CUCTEMY
rOCyAAapCTBEHHOTO apXuBa NPOU3BOAUTCS B IOPSJKE, YCTAHOBJIEHHOM GenepabHbIM
OpraHOM MCIIOJTHUTEJIbHOM BJIACTM B cepe apXMBHOrO Jejia U AEJIONPOM3BOACTBA, 110
COTJIaCOBaHMIO C F'OCYAAPCTBEHHBIM apXUBOM IO OIMUCSIM 3JIEKTPOHHBIX AOKYMEHTOB.

K onucsim 371eKTpPOHHBIX [HeJ IPWIAraloTCsl peecTpsl (aityioB 3/IEKTPOHHBIX
JOKYMEHTOB.

13.6. Ilepepavya noxkymeHTOB OGOpPMIISIETCS aKTOM NpMeMa-Tiepeaadyy apXuMBHBIX
OOKYMEHTOB Ha XpaHeHue (npwioxeHume N? 16 Kk Hacrosmeir UWHCTpyKumm),
cocTaBisieMbIM B JABYX 3k3emmupax. OauH 9K3eMIUIIp aKkTa oOCTaercsd B
rocylapCTBEHHOM apXMBe, IPYTOM - B CyLeOHOM yuyacTKe.
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BMecTe ¢ JOKyMeHTaMM NEPeNarOTCsA YeThipe 5K3eMIUIIpa ONMMCH JIeJl, a TaKXKe
O[IMH - B JIEKTPOHHOM BUJE, B popmare, COrJIaCOBAHHOM C FOCYAAPCTBEHHBIM apXMUBOM.
OnyH 2K3eMILISp OnmMcH Ha GYMaKHOM HOCUTeJIe OCTaeTCs B CyeOHOM y4acTKe.

13.7. Ha Bcex 3K3eMIUIIpaX ONMCHU JEJ] rOCYJapCTBEHHBIM apXUBOM MAE/IalOTCS
OTMETKM O MpUeMe apXMBHBIX JOKYMEHTOB B apxuB. IIpy OTCYyTCTBMM eqyHMI XpaHEHNS,
YKa3aHHBIX B ONMCH eI, CyneOHbli y4aCcTOK NPUHMMAEeT MepHI IT0 MX po3bICKY. Ecim B
XO[le PO3BICKAa OTCYTCTBYIOLIME JOKYMEHTbI He ObLIM HaiIeHbl, B ONMCH el Oe/IaeTCs
HOBasi MTOroBasl 3amucb. Homepa OTCYTCTBYIOIIMX €OMHMI[ XpPaHEHMS M IPUUYMHBI
OTCYTCTBMSI OrOBapMBRIOTCSI B aKTe IpMeMa-Tiepedadyy SOKYMEHTOB Ha XpaHEHMEe U B
[IpUjaraeMoy K aKTy CIIpaBKe, COCTaBJ/IIEMOM CyIeOHbIM YYaCTKOM.

CynebHbIN y4aCTOK, IT€pefaroImil JOKYMEHThI Ha XpaHEeHUe B TOCYAapCTBEHHBIN
apxmB, O0OsI3aH IPUMHATH MeEpPbl K BOCCTAHOBJIEHMIO YTPAYE€HHBIX TPOU3BOIACTB B
COOTBETCTBUM C IIpOLeCCYaTbHBIM 3aKOHOAATeNbCTBOM Poccuiickon degepanum.

IIpu oTcyrcTBuM (yTpaTe) NOAJIMHHUKOB IepefaloTCs MX 3aBepeHHbIe Konuu (Ipu
HaIuuum).

13.8. JIoKyMeHTHI TNEpefaloTCsl Ha IOCTOSHHOE XPaHEHME B YIOPSITOYEHHOM
COCTOSIHUM CO CIPaBOYHO-TIOUCKOBLIMYU CPEICTBAMM.



[punoxenne N¢ 1

K MucTpykumy no opranmsauum  paboTsl
apxyBa ¥ GOPMMPOBAHUIO IEKTPOHHOI'O
apxMBa B anapare MUPOBOrO CyIbU
Kypckoit obnactu

VTBEPXIAIO

(HaumeHOBaHye CyHe6HOro yqacTka)
MwupoBo# cynps

(nogmuce) (pacmmbpoBka nogmmucu)
®Dong N°
OITHUCH N® (mara)
JleJl, JOKYMEHTOB [TOCTOSIHHOT'O XpaHeHus
3a rOR

N® WHpekc nena 3aroyioBoK Jena Kpaituue parer KomuuecTBo ITpumeuanus
n/n JIUCTOB

1 2 3 4 5 6

Hassauwue paspena

| ] l |

B pauHbIif pasmen onucy BHECEHO

(mmdpamu 1 ITPONUCHIO)

Aen,
cN? mo N¢

, B TOM YMuCiie:

JIMTEPHBIE HOMEPA:

[IpONYILLIeHHbIE HOMepa:

HaumenoBaHme NOKHOCTH
COCTaBUTEJISI ONNUCH

(nopmuce) (pacuns¢poBKa mOAIIACH)
(mara)

PaboTHMK, OTBETCTBEHHBINH
3a pabory apxusa

(noanuce) (pacumdgpoBka noanMcH)

(nara)

COI'JIACOBAHO YTBEPXIEHA
ITpoTOKOA 3KCHEPTHOM KOMMCCHM TTpOTOKOM 3KCNIEPTHO-POBEPOYHOM
cyme6HOro y4acTka KOMMCCHM aPXMBHOTO YUYPEXTIEHUS
OT«___» Ne OT «___» N




Ipunoxenue N° 2

K UHCcTpyRuMM o opranusaiyy paboTs!
apxuBa ¥ GOPMUPOBAHMIO 3NIEKTPOHHOTO
apXuBa B anapaTte MMPOBOTO CyAbU
Kypckoit o6nactu

YTBEPXIAIO

(HaMMeHOBaHMe CyJeGHOTO y4acTKa)

MupoBoii cyaps

(noammce) (pacumdpoBKa noaNUCH)

(mara)

®onp N°
OITHCDb N®
Jen speMeHHbIX (cBoiwe 10 ner)
CPOKOB XPaHEHUS
3a TOR

N® Hupekc | 3aronoBok Kpaimue CpoK xpaHeHust KosymyecTso TIpumevanmns

n/n Jena Jesna XaTbl JIMCTOB

1 2 3 4 5 6 7

B nannbIi pasmest onucy BHECEHO

(umdpamu ¥ nponmchIo)

AT,

cN®

mo N*°
, B TOM uMcie:

JINTEPHBIC HOMEpa:

[PONYILIEHHbIe HOMepa:

HaumeHoBaHue nO/DKHOCTHU
COCTaBUTEJISI ONMUCH

(mara)

PaBOTHMK, OTBETCTBEHHBIN
3a paboTy apxuBa

(mara)

COI'JTACOBAHO

ITpoTOKOJ SKCIEPTHOM KOMUCCHUU
cynebHOro yyacrka

OT « »

Ne

(nopmce) (pacumbpoBKa NOANKCH)

(noxmick) (pacumbpoBxa noAmIcH)

VTBEPXIEHA
TTpoTOKOJT 3KCIIEPTHO-TIPOBEPOYHOM
KOMMCCHUM apXHUBHOI'O YUpEXIEHUA
OT« __ » N2




IIpunokenyue N2 3
K Hucrpyxim no

Opranu3alu

paboThI apxusa ¥ GOPMUPOBAHUIO 3/IEKTPOHHOTO apXMBa

B alfapaTe MMpPOBOro cynby Kypckoit o6racti

YTBEPXIAIO
(HauMeHOBaHME CYReOHOro y4acTKa)
MwupoBoii cyabs
(nonnucs) ({pacumppoBKa NOAIICH)

®onp N
OITNCH N (mata)

DJIeKTPOHHBIX e

(IIOCTOSTHHOTO XpaHEeHMs/BpeMeHHBIX

(cBbnue 10 neT) cpoxkos xpaHeHMst

3a rog

N® /o Hupexc 3aronoBoK Perucrpaumonssl | Bugu Hara Cpox KomuecTtso Ob6bem B Tpym
mena 3J/IEKTPOHHOT'O i HOMeD 3arojIoB | JOKYMEHTa XpaHeHust daitios Hairrax €Y4aHU
Jena 1o 371eKTPOHHOTO oK (KomIecTEO a1
HOMEHKJIaType JOKyMeEHTa 3JIEKTPO ¢aitnor B
HHOT'O KOHTEJHepe)
DOKyMe
HTa
1 2 3 4 5 7 8 9 10
B manHbIA pasfien omucy BHeCEHO 37IEKTPOHHBIX
IOKYMEHTOB,
(umdpamMu ¥ POIUCHIO)
cNe o N?
, 06'bEMOM

(1 pamMy ¥ IPONMCHIO)

(iydpamm ¥ pOIMCHIO)

6aitt. B ToM uMcse sMTepHbIE HOMEpA:

TIPOITYILIEHHbIE HOMEpa:



K menam cocTapyieHbl BHYTPEHHME ONUCH (PEECTPBI) Ae.

HaumeHoBaHMe JO/DKHOCTU
COCTaBUTEJIA ONIUCHU

(nogmce) (pacumdpoBKa MOAIMCH)
(mara)
PaboTHMK, OTBETCTBEHHbIN
3a paboTy apxuBa
(nopmmuce) (pacumppoBKa NOAIACH)
(mara)

COI'TTACOBAHO YTBEPXIEHA
TTpoTOKO/ SKCIIEPTHOM KOMUCCHM IIpOTOKO/ 3KCIIEPTHO-TIPOBEPOYHOM
CyaeBHOro yJyacrka KOMMCCUM aPXMBHOTO YUPEKAECHUS
OT «___» N® OT«__ » N®

Peectp ¢aiyioB 35eKTPOHHOrO JOKYMEHTa
N® N? 3/1eKTpOHHOrO HaumeHnoBaune ¢aiina Hara u Bpemsa O6bem Dopmar ¢aiina
n/n Jle7ia 1o OnncHu TOC/IESHETO (B 6ajiTax)
usmeHenns daitia
1 2 3 4 5 6




IMpunoxenue N 4

K UHCTpYKIMM 1O opraHm3aumyu paGoThl
apxuBa ¥ GOpMUPOBAHUIO 3TIEKTPOHHOTO
4apXMBa B anrapate MMPOBOTO CYAbU
Kypckot obractu

(HayMeHoOBaHMe Cye6HOro y4acTka)

PEECTP OITUCEH JEJI, IOKYMEHTOB

Hauar
OkoHueH
N® | Homep { Homep | Hassau | Kosmmuecrso nen B omucu | Kpait | Komue | Kosmmuecr IIpnmeyanue
m/n | ¢oupa | ommucu ne JieJ1, HJOKYMEHTOB HUe CTBO BO
onucH | mocros | Bpeme o JaThl | JIMCTOB | SK3eMILIA
nern, HHOTO | HHOIO | JIMYHOM OnNCH pOB
JOKYM | xpaHneH | (CBbI y zern, OTHUCH
€HTOB us mre 10 | cocraBy IOKyMe e,
ner) HTOB | JOKYMEHT
XpaHe OB
Hys
1 2 3 4 5 6 7 8 9 10 11
Hroro na 01.01.........B apxuBe XpaHUTCH OMHCei,
(Ipy OTCYTCTBMM He BKJIOYAIOTCS B UTOrOBYIO 3alIUCh), U3 HMX:
yIIpaB/IEHYECKOM JOKYMEHTALVIN
OIMCEH,
(mmdpamu 1 TponKckio)
JOKYMEHTOB JIMYHOTO NPOUCXOKIEHNMS
OTIMCEN,
(undpamm ¥ MPONKUCHIO)
HAyYHO-TEXHUUYECKON JOKYMEHTAlUK
OIINCE,
(umdpaMu 1 IPONMUCHIO)
BUIEOIOKYMEHTOB
onucen,
(umdpamu ¥ IPONUCHIO)
KMHOZOKYMEHTOB
onucei,
(umudpamu ¥ TPONMCHIO)
$orOgOKYMEHTOB
omucest,
(1mdpamu 1 TpONUCHIO)
oromoxkymeHTOB
omces,

(undpamy u npornaceIo)




3JIEKTPOHHBIX JOKYMEHTOB

OIuced,
(umdpamu 1 nponucsO)
B TOM uMciie
MTOCTYIIUJIO B r.
onuceit,
(imdpamu ¥ TPOICHIO)
BBIGLUIO B I.
omucei.
(umdpamn 1 IPOMUCHIO)

Pa60THMK, OTBETCTBEHHDI!
3a paboTy apxuBa

(TIOnINCD) (pacumbpoBKa MOAMICH)

(nara)



Tpunoxenne N° 5

K UHCTpYKIMy 1o opranmsaumu  paGoTel
apxuBa ¥ GOPMUPOBAHUIO 3/IEKTPOHHOTO
apxXyuBa B aNnapare MMPOBOTO CYIbU
Kypckoit o6nactu

JIMCT-3ABEPUTEJIDb JIEJIA N®

B nene mogiumTo u
[IPOHYMEDOBAHO ,
 (umdpaMu ¥ IIPOIUCHIO)

(ncra(os) ¢ N¥ mo N*

, B TOM 4ucie:

JIMTECPHbIC HOMEPpa JILCTOB

NIPOIIYLLEHHEIE HOMEpPA JICTOB

+ JIXCTOB BHYTPEHHEH! ONMUCH

OcobeHHoCTH HU3NYECKOTO cocTossHMs ¥ GOpPMMUPOBaHM eNa Homepa micToB

1 2

HanmenoBanme A0/DKHOCTY PaBOTHMKA,
COCTaBMBLIErO 3aBePUTEIbHYIO
HAaJIMMCh

(nozmuce) (paciumbpoBKa TOLAIUCH)

(nara)



Hpunoxenne N2 6

K UHCTpYKUMK o opranusanym paboTsl
apxuBa ¥ GOpMUPOBAHMIO STTEKTPOHHOTO
apXUBa B aniapaTe MMUPOBOTO CYAbU
Kypckoit obnactu

BuyTpenHsis onuch
IoxymeHTOB ziena N°

N PerncrpaumOHHBIN Jara 3aros10BOK Howmepa smcroB ITpumevanns
/o HOMeEp JOKyMeHTa JOKyMeHTa fena
JOKYMEHTa
1 2 3 4 5 6
Hroro JOKYMEHTOB.

(undpamy ¥ IPONMCHIO)

KomuecTBo MCTOB BHYTPEHHEH! OIMCH JIUCTOB.
(umdpamu 1 MPONMUCHIO)

HaumeHoBaHMe AOIKHOCTH paﬁoTﬂm(a,
COCTaBUBIIErO BHYTPEHHIOIO OITUCH
JAOKYMEHTOB JeJia

(mogmmch) (pacumdpoBka moAmLcH)

(mara)



Ipunoskenne N° 7

K UHCTpYKUMy 1O opra#msauyum paboTsl
apxuBa ¥ GOPMUPOBAHMIO JIEKTPOHHOTO
apXMBa B annapaTe MUPOBOTO CYAbU

Kypckoit o6nmactu

AT
8\ "UQ

N'Q

(HauMeHOBaHMe TOCYAAPCTBEHHOTO apXMBa)

Heno, yronosxoe geno

(HanmeHoBaHKe cye6GHOro yyacTka)

rpakiaHCKoe Jeo,
aTMUHUCTPAaTMBHOE
JeJio, Jeso o6
AOMUHUCTPATUBHOM
[IPaBOHAPYLIEHMH,
MaTepual
E YU I[MPOU3BOICTBO
N®
MATEPHUATI
TOMN®
(HasBanMe gena)
Hara Hauana JaTta okoHuUaHUSA
NPOU3BOACTBA NIPOM3BOACTBA
Kpaitame gatol
Ha
JIMCTaX
XpaHuThb
(CpOK XpaHeHMs B FOAAxX, IO KaKOI'o rofia XpaHUTh)
D. Ne
Om. Ne
. Ne

(nopnuce)

(pacumdposka nogmicy)



IMpunosxenyue N* 8

K VHCTPYKUMYM TIO OpraHM3aLiMy paboThi
apxusa ¥ (OPMUPOBAHMIC IEKTPOHHOTO
apxusa B anriapare MMPOBOTO Cy[bU
Kypckost obmact

YTBEPXIAIO
(nauMeHoBaHKe CYAe6GHOro yJacTKa)
AKT MupoBoit cyabs
« » N
(nmopnuce) (paciudpoBka nogmucu)

O BbIJICJIEHUM K YHUYTOXXEHUIO
(apXMBHBIX) HOKYMEHTOB, (mara)
HEe NOoAJIeXAlMX XPaHEHUIO

Ha ocuoBanumn

(HGZ‘IB&HHG Y BIXOJHbIE NAHHBIE NEPEIHA JOKYMEHTOB C YK33aHMEM CPDOKOB MX XpaHEHMSI)

OTO6paHbl K YHMUTOXEHMIO KaK HE MMelomMe HayYHO-UCTOPMYECKOM IIEHHOCTY U YTPATMBILME NPaKTHYECKOE
3HayeHue JOKyMeHTsl hoHaa N°

(N® 1 HasBanue QoHIa)
Ne® 3aronoBoK I'ogpl | Homepa Homep KomuecTBo Cpoku Ilpumevannus
n/m | pena (TPymnIoBoOiA onwucu! €AVHUIIBI eOVHUIL XpaHEeHUs
3aroJI0BOK XPaHeHHUs I10 XpaHeHus M HoMepa
JOKYMEHTOB) onucu (mei) cTaTen 1o
(uHgexc no fepeyuHIO
HOMEHKJIATYDP
e J1en)
1 2 3 4 5 6 7 8
Hroro eQVHUI] XpaHeHus (Hes, NIEKTPOHHBIX MOea) 3a
(mdpamu ¥ nponuceio)
rOZBI.
Omucy e oCTOSHHOTO XpaHeHust 3a
rOZBI YTBEPXKAEHB!
SIIK ,
(HaMMeHOBaHME aPXMBHOTO YUPEKICHMUS)
(npotoxosa OT N®

Pa6oTHMK, OTBETCTBEHHBIHI
3a paboTy apxuBa

(noammce) (pacum¢poBKa NOAIUCH)

(nara)

! TIpu BbeIEHUH K YHUUTOXEHMIO JOKYMEHTOB TP MOATOTOBKE A K Nepeade B apxuB Cyzaa rpada He
3aIOTHAETCSL.




COI'JTACOBAHO

YTBEPXIEHO

ITpOTOKO/ 3KCIEPTHOM KOMUCCHM [IpoToKon 9KCIIEepPTHO-IIPOBEPOYHOM

CyIe6HOro y4acTka
OT« » Ne®

HOKYMQHTH B KOJIMYeCTBE

KOMUCCHHY apXUBHOI'O YUYDEKAECHUSA
OT « » N®

eAVHMI XpaHeHua (ne,

(umdpamy ¥ IPOIMHCHIO)
3JIEKTPOHHBIX AEJT):
Ha OyMasyKHOM HOCHUTEJIe BeCOM

KI' CAQHbE Ha

YHUYTOKEHUE,
Ha 3JIEKTPOHHOM HOCHTEJIE CIaHbl HA YHUUYTOXECHHUE

{cmocob YHMYTOXKEHHST)

HanmeHnoBaHue JOIKHOCTHA
paboTHMK3E, CAABILETO
JOKYMEHTBI
(noarmmcn)
(xara)

JloKyMeHTh! YHMYTOKEHDI B YCTAHOBJIEHHOM TMOPSIAKE.

HaumeHoBaHMe NO/IKHOCTH
paboTHMKA, YIIOJIHOMOYEHHOrO
OCYIIECTB/BITh KOHTPOJIb 38 YTUIM3aLMeH

(nognucs)
(mara)
Hsmenenmns B YUeTHbIC NOKYMEHTbI BHCCEHBI.

PaboTHYMK, OTBETCTBEHHbINI
3a pa6GoTy apxuBa

(noamico)

(mara)

(pacumdppoBka mozaucu)

(pacumdpoBKa HOKMICH)

(pacimdpposka nogmMCH)



Mpunoxenne N* 9

K WUHCcTpykumy mo opraumsanmy  paboTe
apxuBa ¥ (OPMUPOBAHMIO 3/IEKTPOHHOIQ
apxMBa B aIIapare MUPOBOTO CYAbU
Kypckoit obnacti

Komy npeacrasnsercs

(HaMMeHOBaHME M aIpec MoTyYaTesis)
Kem npepcrasisieTcst

(HauMeHOBaHMe U aJipecC OTYMTHIBAIOLIEroCsH apXuBa)

(dbopma COBCTBEHHOCTH OTUNTHIBAIOLIETOCH aPXUBA)

IMacoopT apxuBa cyfae6HOro ygacrka

Ha«  » 20 roga
1. O6mme cBegeHHUs
Kog crpoku Konmnuecrso poHaos IInomwans 3arpy:xeHHOCTb
apXMBOXPaHUJIMIL, KB. M apXMBOXPAHMIIAILLL,
TIPOLIEHTHI
A 1 2 3
101
2. CseneHns 0 AOKYMEHTaxX
ITokasaTem Kon, KommuecTBo exyHnL XpaHeHus
CTPOKK | Bcero KpajfHue AaThbl M3 HMX BHECEHO B OIUCH xpauutcs | obpasyercs
HA4YaIbH | KOHEY | BCEro KpaifH1e AaThl CBEPX B rOJ, fen
as Hast HayanbH | KoHey | YCTaHOBIE
ast Has HHOTO
CpoKa
A b 1 2 3 4 5 6 7 8
HocrosmHoro 201
XpaHeHus
3. Kagper
Koz crporu KomuecTBo WITaTHBIX
pabOTHHUKOB
301

!IIpu cocraBneHnu nacrnopra apxusa LeaecoodpasHo B crpoke 201 BHOCHTD JaHHbIE O Ae/1aX IOCTOSHHOIO XPAaHEHHS OTHENLHO
110 IPAXKIAHCKMUM, AAMMHHUCTPATHBHLIM, YTOJIOBHBIM J€JIaM ¥ [ieJ1aM 10 SKOHOMMIECKUM CIIOpam



4. Yc10BHA XpaHEeHUsI AOKYMEHTOB (HY)XHOE NIOAMEPKHYTD)

ApXMBOXPaHWINILA €CThb, HET; CYXHe, ChIphIe; CBETJIble, TEMHbIE.
Orormienne LIEHTpaJIbHOE, IEYHOEe; OTCYTCTBYET.
Cre/utaxxun MeTaJ/IMYeCKMe, JepeBIHHbBIE; KOMOMHMPOBaHHbIE; HET.
[Ikadb JepeBSHHbIE, METAVIMYECKHE; OTCYTCTBYIOT.
CyurHamsauys MOXXAPHAS: €CThb, HEeT; OXPaHHasf: eCTh, HeT.
YuTaJbHBIN 331 €CTb, HeT.
TemnepaTypHO-BJIAKHOCTHBIN PEXUM cobmopaaercs, He cobm0naeTcs.

« » 20 r.

MupoBoit cyaps

(nopmucs) (pacumdposka opIUCH)

&. U. O. u renedoH HCIOTHUATEIIS



IIpunoskenne N® 10
K WHcTpykumm

no OpraHm3anmmn

paboThl apxmuBa M (GOPMUPOBAHMIO S/IEKTPOHHOTO

apxuBa B anmapare
obnactu

(HauMeHOBaHWe CYReOHOrO Y4acTKa)

(Ha3BaHMe apxuBa CyeGHOTO YUaCcTKa)

KHUT A
y4era HOCTYIUIEHMS U BBIOLITHS [e)1, JOKYMEHTOB
Tom N®
Hauar

OxoHueH

MMpoBOro cyabu Kypckoit



(mara)

SBH - noKymeHThl Ha 6yMaXKHOM HocuTeste, ]I - 3/1eKTpoHHbIe JOKYMeHTHI, ']l - B ommch BHeCeHbl rubpuaHbie Jena.

N® Hara Haumenopanyne | Haumenos | Hassan | I'ogpi Bug INocTymnenne Bri6prTie onmcaHHbIX Heommucaunsix | [Ipumevan
/1 | HOCTYI OpraHu3alyu aHue, Mey | MOCTynM | HOCMTEJ] | ONMCaHHBIX JOKYMEHTOB JOKYMEHTOB zer, us
€HUA U (CTpYKTYpHOTO HOMEp M | HOMEp BLIMX s KOJMYECTBO €AMHUIY KOJIMMECTBO €AWHMI] JOKYMEHTOB,
BLIOBITM | IIOApA3feneHus, Jara donpa win XPaHEHUs XpaHeHmst JIVCTOB
L'y JIMiia, apxuBa), | HOKYMEHT BbIOBIBIL nocros | BpeM o IIOCTOS | BpeM o MocT | BBIGBHLT
JOKYMeH OT KOTOpOiA a, 1o X HHOTO | €HHO | JMYHO | HHOTO | €HHO | JIMYHO | ymMia o
TOB NOCTYIWIM (WM | KOTODOMY JOKYMEH XpaHeH | TO My XpaHeH | Tro My o]
BLIGBUTM) HeIa, NOCTYNINI TOB NIO us (cBBI | cocraB us (cBbl | cocraB
LOKYMEHTBH! U Wwm OIMCH e y me y
BbIOBUTH Jen, 10 10
JLOKYMEHT JOKYMeH ner) JIeT)
Bl TOB
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Hroro B TORY HOCTYTIWIO e[MHUI| XpaHeHus1!, B TOM umucie:
(udpaMy ¥ NPONKCHIO)
Ha 6yMa’)KHOM HOCHTENIe » 37IEKTPOHHBIX
(undpamu ¥ npomchio) (i pamy 1 IPOIUCHIO)
TIoKasbIBAIOTCA pasAebHO UTOTOBbIe AaHuble o 11,12, 13, 15,
PaboTHMK, OTBETCTBEHHBIN
3a paboTy apxMBa
(noanuco) (pacumpoBKa NOAIMCH)

1 TIpu Hamumy rub6puaHbIX Aes1 ToM(a) Ha 6YMakHOM HOCHUTeJIe YUYMTHIBaeTcs B cTpoke «Ha 6ymakHOM HocuTesie», ToM(a) Ha 3JIEKTPOHOM HOCHTEJIE YUMTHIBAIOTCS B CTPOKE

«DJIEKTPOHHBIX»




IIpunoxxenne N2 11
K Hucrpykuymn

no OpraHu3aumm

paboThl apxMBa M (HOPMHUPOBAHMIO 3JIEKTPOHHOTO

apxuBa B ammapare
obnacru

(HaumeHOBaHMe cyfieGHOro yJacTka)

CIMUCOK ®OHIOB

Tom N2

Hauart

OxoHuyeH

muposoro cyasu Kypckoi



Homep Jlata nepsoro Hassauue donza OrMmeTKa 0 BuIGBITMM DOHAA TIpumeuanus
donma TIOCTYILJICHUS
AOKYMEHTOB (oHza MeCTO BBIGBITHA Jlata ¥ HOMep
JOKYMEHTa, Ha
OCHOBaHMM KOTOPOI'O
BBIOBII
1 2 3 4 5 6
Ha 01.01. B CITMCOK BKJII04eHb! (oHab ¢ N? o
Ne® )
M3 CIIMCKA UCKJIIOUEHbI (PoHAR! ¢ N? no N® ,

Bcero xpaHuTcs B apxuse

, GOHMIOB, U3 HMX:

(1mdpam 1 IPOIMMUCHIO)

copepXXaT 0cob0 IieHHbIe Aeia

(im¢pamu ¥ IPONIKUCHIO)
Homepa
cpobogHbie:

Homepa
(nepepanHbIe):

BLIOBIBINIME

HaumeHoBauue JOJDKHOCTH JINla, COCTAaBMBLIECTO UTOrOBYIO rOA0OBYIO 3all1Ch

PaboTHMK, OTBETCTBEHHLIH
3a paboTy apxuBa

(ropmcy)

(mara)

(pacnmdposka noamcu)




JINCT GOHIA N*

(mectonaxoxzenne GpoHAa (HauMeHOBaHKUe
Cyne6HOro y4acTKa, rae XpaHurcs GoHA)

IMpunoxenme N2 12
K UHcTpyKumy no opraumsatyu paboThbi
apxyBa ¥ GOPMYPOBAHUIO 3EKTPOHHOTO
apXMBa B aNIapaTe MUPOBOrO CyIOby

Kypckoit obmactu

(maTa nepBoro noCTyIUIeHNs
IOOKyMeHTOB (oHaa)

Kpaituue garthl KaXXOrO Ha3BaHUS

Hassauue ¢oupa

donga
1 2
1. YueT HeONMCaHHEBIX JOKYMEHTOB
Hara Hassaune, N°® u nata JOKYMEHTa, Hocrynnenne BribuiTne Hamumne
3anmucu II0 KOTOPOMY HOCTYIIMJIM WK {oCcTaToK)
BbIOBUIM LOKYMEHTBI Konu4ec | KpajiHue | KOJIM4ec | Kpaiuue BCEro e
TBO JaThI TBO JaThl
SAUHULY €IVHNLL
XpaHeHn XpaHeH
q us
(moxyme (moxyme
HTOB, HTOB,
JIKCTOB, JIACTOB,
6aiir) 6aiir)
1 2 3 4 5 6 7




2. YueT oImMCcaHHbIX JOKYMEHTOB

Hara Homep | I'op(sr) | Hassauu | Ioctyn BriObiTHE Haymrune (OCTaToK) eIMHUIL XpaHEeHUs
3alIUCH | OIUCU € OIInUCHU W10 KOo/luMue | OCHOBa B TOM YKCJIE 110 KOJIM4Ye B TOM 4MCJIE:
nen, e, €AVHNI] CTBO HHe OIUCAM, CTBO NOCTOSTHHOT'O XpaHeHMs IO IMYHOMY
AOKyMe JOKYMEH | XpaHeHM | eIyHMI | BHIOBITM | YTBEDXKOEHHbIM | €OVHMIL COCTaBy
HTOB TOB WM 1 Xpanen S 9IIK XPaH€H | xojye | KpaifHM | M3 HMX 110 ONIMCAM, | KOAWMYE | KpaiHue
aHHoTan ni (nasBan us CTBO e JaTbl YTBEP>XIE€HHbIM CTBO BAaTbl
un ue, eIMHULL DIIK enVHUIL
(xparxas AaTa, | gxommue | KpaitHu XpaHeH KO/M4ye | KpaiHM | XpaHeH
Xapaxre HOMED CTBO e faThl us CTBO e JaThl us
PUCTHKA HOKYME | empqy eVMHUAT]
AOKyMEH HTa) XpaHeH XpaHeH
TOB) ust usa
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




[Tpunoxenue N® 13

K MHCTpYKIIMM IO OpranmMsauyy pabors!
apxuBa ¥ GOPMUPOBAHUIO 3JIEKTPOHHOTO
apXMBa B allapare MMPOBOTO CYIbU
Kypckoit obmacty

YTBEPXIAIO

(uaumeHoBaHue CYyAeBGHOro yJacrKa)
AKT Mupogoit cyzbst
« » N®

(nopmuce) (pacum¢poBKa NOAUCH)
0 TEeXHMYECKUX ommbKax
B YYETHbIX JOKYMEHTax (mara)

Ponp N*
Haspanue ponna

B xoje BbIMosHeHus

(8up paGoT)
0BHAapYKeHbl TEXHNYECKKUE OIMOKYM B 3aNUCIX:

HaspaHue JoKymMeHTa CyliecTByiolLas 3anmch Cnenxyer 3anucaTh
1 2 3

B peaynbraTe KOMMYECTBO eJWHMI] XpaHeHMs (eAMHMI] yyeTa) He M3MEHWIOCH/YBeMUMIOCh/YMEHbIIWIOCs Ha

eqVHNIL
(uudpamu ¥ nponuChHIO)

XpaHeHus (€OVIHUL yYeTa).

Ilpumevanns:

PaboTHMK, OTBETCTBEHHbIH!
3a pabory apxuBa

(nognuce) (pacumbpoBKa MoOAIACH)
(mara)
W3smeHeHUsI B yUeTHBIE JOKYMEHTBI BHECEHBI.
PaboTHMK, OTBETCTBEHHBIN
3a paboTy apXxuBa
(noprmcy) {pacumdpoBKa NOAIICH)

(nara)



Ipunoxenue N* 14
K MucTpykumm no opranmsaumm paboThi
apxuBa ¥ GOPMIPOBAHUIO ITIEKTPOHHOTO
apxXyMBa B alapaTe MMPOBOTO CY/IbYU
Kypckoit obnactn

YTBEPXIAIO

(HaMMeHOBaHKMe Cyne6HOI0 Y4acTKa)
AKT
« » N®

06 06Hapy:KeHUM apXUBHbBIX
JOKYMEHTOB, HE OTHOCSIIHMXCS
K jaaHoMy GOHITY, HeYyUTEHHbIX

B xone

MupoBoii cyabs

(noznuce) (pacimppoBKa NOAMUCH)

(mara)

6BLIO OOHApYIKEHO

(Bup paboTHI)

(8 bonzge, B apxuBOXparIUMILE, paboyeM IIOMELIEHNH)

N® 3aroysoBoK HIndp (npn | Kpajteaue aaTol Konuuecrso K xakomy IpumeyaHus
1/ eIMHULIBI HUIMYYH) nucroB (6aiT) tdhouay
XpaHeHus, OTHOCHTCSL
JOKYMEHTa (HOBBDA
umép)
1 2 3 4 5 6 7
Hroro o6HapyskeHO
: JIOKYyMEHTOB
(imdpavm 1 IPONUCHIO)
PaboTHMK, OTBETCTBEHHBIH
3a paboTy apXxuBa
(nopmuce) (pacmmbpoBKa TOATINCH)
(mara)
HsmeHenust B yueTHbIe JOKYMEHTHI BHECEHBI.
Pa6oTHMK, OTBETCTBEHHbIA
3a paboTy apxuBa
(noamuce) (pacumdpoBka moaIUCcH)

(mara)



[punoxenue N° 15

K MHCTpyKuIMK 1o opraHusaumy paboTbt
apxuBa ¥ POPMMPOBAHMIO JIEKTPOHHOTO
apXMBa B arnmapaTe MMpPOBOIO CYIbU
Kypckoi1 o6actn

YTBEPXIAIO
(HanmeHoBaHMe CyfneOHOro yJacTKa)
AKT MuMpoBoOi1 Cynbs
« » N®
(noanucy) (pacumdposka nogmmcu)

(mata)
O HEOBHAPYKEHUM apXUBHBIX HNOKYMEHTOB,
YT PO3LICKA KOTOPBLIX MCYEPIaHbl
Hassanue u N porga

B pesynrrare
YCTaHOBJIEHO OTCYTCTBUE B (hOMAe NepeurcIeHHBIX HWKe JieNl (IOKYMEHTOB), NMpeANpPUHAThIE apXMBOM Mephl IO
PO3BICKY /1€ IOJIOKUTEJIbHBIX Pe3y/IbTaToB He A, B CBSI3M C YEM CUMTaeM BO3MOXKHBIM CHATD C yyeTa:

N® | Omuce N? Enuauna 3aronoBok Kpaituue Konmnuectso Ilpenmonara | Ilpumeua
n/m XpaHUANILA eOVHULBI JaTbl JucToB (6aiT) eMble HUS
N® XpaHeHHs NIPUYMHBL
(apxuBHbBIX OTCYTCTBUSA
JOKYMEHTOB)
1 2 3 4 5 6 7 8

Hroro o6HapykeHO

(1mdpamy 1 IPONUCHIO)
eVHUI] XpaHeHUs]  (apXUBHBIX

JOKYMEHTOB).
ConepxaHMe YTpauyeHHbIX MATE€PUAJIOB MOXKET ObITb YACTHMYHO BOCIIOJHEHO CJIEAYIOIMMM eIMHMUIAMY XpaHeHys
(moxymeHTaMu):

(HoMepa eqMHMIL XpPaHEHNS M MX IPYIIIIOBbIe 3aroJIOBK)
PaboTHMK, OTBETCTBEHHBIN
3a pabory apxuBa

(nopmuce) (pactumdpoBKa MOAMMCH)
(mara)

VTBEPXIEH' COINTACOBAHO
ITpOTOKOJ 3KCIEPTHO-TIPOBEPOYHOM ITpoTOKON IKCIIEPTHOM KOMUCCUY
apXVBHOTO YUPEeXIEHUS KOMMCCUM CYAeBHOro yuacTKa
OT ¢__ » Ne OT«__ » N®
Vsmenenus B yuerHble JOKYMEHTbI apXMBa BHECEHBI.

PaboTHMK, OTBETCTBEHHbIA
3a paboTy apxuBa
(nonrmicy) (pacum¢poBKa NOAINCH)

(mara)

TTpu neobuapyxenuu nen ApxusHoro ¢ouaa Poccuiickoit Qepmepanym.



ITpunoxenue N° 16

K VHCTpyKUMy 1o opranusaiym  paboTsl
apxuBa ¥ GOPMUPOBAHMIO JIEKTPOHHOTO
apxMBa B aIiapaTe MUPOBOrO CyIbM
Kypckoit o6macty

YTBEPXKIAIO YTBEPXIAIO
Muposoii cyabs

(HauMeHOBaHIe JO/DKHOCTY PYKOBOAUTEIS
OpraHM3auMy, IPMHUMAIONIEH JOKYMEHTBI)

(nogmuce)  (paciumdpoBKa MONIHMCH) (mopnmch) (pacumdpoBKa TOANMUCH)
(mata) ‘ (mata)
AKT
« » Ne

npueMa-Tiepefayy apXUBHbIX
JOKYMEHTOB Ha XpaHeHHne

(ocHOBaHMe Mepefayun, K IpUMepY, UCTeUEHUEe CPOKa XpaHeHHs JOKYMEHTOB)

(1asBaHye nepepasaemoro GoHAa)
caan,

(HasBaHMe CyLe6HOro y4acTKa)
a TIPUHSIT
(HaMMEHOBAHME OPTAHMIALMM, IPYHMMAIOIEA JOKYMEHTHI)
ITpuuyMaeT Ha FOCYAAPCTBEHHOE XPaHEeHMe NOKYMEHTHI 32

rofibl
M CTIPaBOYHBIN anmapar K HUM:
N2 HasBanue, HOmMep onucu aen, KonnuecTBo KomuecTBo emyumiy [Tpumeyanus
n/n JOKYMEHTOB 3K3eMIUIPOB XpaHeHus!
OIMCH e,
JIOKYMEHTOB
1 2 3 4 5
Uroro npuusro
(umdpamMu ¥ IIPOIIUCLIO)
eIHUL] XpaHeHMs.
Tlepepauy npoussenu: IIpuem riponssenu;
(momkHoCcTh)  (mopammuch)  (pacimdpoBKa (momkHOCTB)  (MOAINCE) (pacumdpoBka
MOJTICH) TIOAIINCH)
(nara) (mara)
M3meHeHMs B yueTHbIEe JOKYMEHTbHI BHECEHBL.
PaboTHMK, OTBETCTBEHHBIN
3a paboTy apxuBa
(noaumnce) (pacum¢poBka niognucK)

(mara)



Mpunoxenne N2 17

K MHCTpYKIMM no opraHusanmu paboTei
apxuBa 1 POpMUPOBAHMIO JIEKTPOHHOI'O
apXuBa B ariiapaTe MUPOBOTO CYABH

Kypcxkoit o6mactu
YTBEPXIAIO
(HanmMeHoBaHWe CyAeOHOro y4acTKa)
AKT MupoBoit cyabs
« » N¢
(nopmuck) (pacumpoBKa noanucu)
O HEMCIPaBUMBIX NMOBPEXAECHUIX (nara)
ApPXMBHBIX JOKYMEHTOB
Hassanne u N® doxga
B doupge o6HapyKeHbl JOKYMEHTBI, TPU3HAHHLIE HEUCIIPABMMO MOBPEXKAECHHBIMU:
N¥ Omucy N° | Eaunuia 3aronoBoK Kpaitane KomnuectBo | Cymnocts u | Ilpumeu
/0 XpaHeHHu TIOBPEXIEHHbIX JaThbl JINCTOB TIPUYMHBI aHus
st N® eRVHNL, XpaHeHNs (6anrT) HOBPEXKAEHNS
1 2 3 4 5 6 7 8

Htoro o6HapyxeHO HeUCIIPaBUMO
MOBPEXAEHHbIX

(undpamu ¥ pomIChIO)
€UHULL XPaHEHUS (APXMBHBIX JOKYMEHTOB).

Hepequme}mme €IMHHUIIbLI XPaHEHWMST (apXMBH'bIe JIOKYMEHTBI) IopiexaT CnNUCaHuIo BBUIY.

Okcnepth':

(HauMeHOBaHye AO/DKHOCTEH 9KCIIePTOB, IOANMCH, paciundpoBKa NOANKCENH, faTa)

(N® 1 faTa MpuKasa MUPOBOrO CYALYU O CHITUM HEUCIIPABUMO MTOBPEXAEHHBIX aDXUBHBIX JOKYMEHTOB C YYeTa)

PaboTHMK, OTBETCTBEHHbIM
3a paboTy apxuBa

(nopmmmce) (pacumposKa noanucy)

(nara)

! TIpn HanMuuM JOKYMEHTOB, BKIIOUEHHBIX B cocTaB ApxusHoro ¢ouna Poceuitckoit Genepauym



COI'JTACOBAHO
ITpoTOKO/ SKCIIEPTHOM KOMMCCUN
cynebHOoro yuacrka
OT «___ » Ne®

Hamenenus s y4YyeTHbI€ NOKYMEHTbI apX1Ba BHECEHDI.

Pa6oTHMK, OTBETCTBEHHbIA
3a paboTy apxuBa

(nata)

YTBEPXJEH!
TTpoTOKOJ 3KCIIEPTHO-TIPOBEPOYHOMN
KOMMCCUY aPXUBHOTO YUPEXKEEHUA
OT«___ » Ne®

(moanmco) (pacmmdpoBxa DOOIMCH)

! s noxyMeHTOB, BRMIOYEHHBIX B cOCTaB ApxuBHOro ¢onga Poccuiickoit Pegepauym.



(HauMeHOBaHKe CyeGHOTO y4acTKa)

[Mpunoxenue N*° 18

K MHCTpYKUMM No opra#Msaimm padoTsl
apxuBa ¥ POPMHUPOBAHUIO ITEKTPOHHOTO
apXuBa B anapaTe MUPOBOTO CYyAbU
Kypckoit obmacti

YTBEPXIAIO

AKT Mpuposoii cyzbs
« » Ne
(noxmmcs)  (pacumdposka noanmcu)
IIPOBEPKY HUIMYUA U COCTOSTHUA (zara)
apXMBHBIX JOKYMEHTOB
®oupg N®
Haspanne donpa
Homepa omuceit
TIpoBepka mpoBoOAMAACH C 1¢]
TIpoBepKoit YCTaHOBJIEHO:
1. Uucanres no onucsm aen: eIUHULL
XpaHeHusl.
(Ko/IMuecTBO)
2. BoIsIBJIEHBI TEXHIYECKME OIIMOKHU:
2.1. UmeloTcs mrrepHble HOMepa:
@) He YYTEHHBIE B UTOTOBO 3arncu eIVHNLL
XpaHeHus;
(KO/MMYECTBO)
6) He IIepeyMCIeHHbIe, HO YYTEHHBbIE
B MTOTOBOIA 3aIMCH €AMHMULL
XpaHeHMs.
(Kom{aecTBO)
2.2. Ilpony1ieHO HOMEepOoB:
2) He YYTEHHBIX B MTOTOBOH 3aIMCH eLUHMIL
XpaHEeHHsT;
(KomM9IecTBO)
6) He NepeunCIEHHbIX, HO YYTEeHHBIX
B MTOTI'OBOM 3aITUCH eIMHULL
XpaHeHMs.
(xo/msaecTBO)
2.3. IIpyrue, B pe3yJbTaTe 4ero o6bem
YBEJIMUMIICS Ha €AMHHULY
XpaHeHwHs;
(KO/MIECTBO)
YMEHBIIWICA Ha (D703 101
XpaHEHMWSI.
(KOMM4eCTBO)
3. UNCAUTCA 1O OIUCSM B pe3ysibTaTte
yCTpaHeHMs1 TEXHUYECKUX OIINOOK eIUHUI]
XpaHeHMs.
(KOJIMIeCTBO)

4. He okasanoch B HAIMUYMU

(102030711




XpaHeHus.
{xo/aecTBo)
5. meeTcst B HamMumMm 110 JaHHOMY GOHEY
(BKJIIOYEHHBIX B OIUCH) eOUHMULL
XpaHeHusl,
(KO/IMIEeCTBO)
U3 HUX TpebyIonmx:
a) ae3uHbexIuu eIVHULI,
XpaHeHus;
(KOmIecTBO)
0) me3MHCEeKUMM eOVHNIL
XpaHeHWUsT;
(xo/mMuecTBO
B) pecraBpalnuu €OVHWNLL
XPaHEeHUS;
(xomu4ecTBO)
r)repervierTa Wiy NOJIIMBKU €IMHMIL
XpaHEeHUS;
(KOMmMuecTBo)
[I) BOCCTaHOBJIGHMS 3aTYXaIOIUX TEKCTOB eIUHUL XPaHEeHHUS;
(xonmuecTsO)

€) CHATHS C YYeTa BBUAY HEUCIIPABUMBIX IIOBPEXKAECHHI

OVHMALL XPaHEHNS;

) IIPOBEJieHNE MUTPALIK
(11 31eKTPOHHBIX JOKYMEHTOB Ha

(XOJmMUEeCcTBO)

dusuueck  060COONIEHHBIX  HOCUTEJISIX) eIMHMIL]
XPaHEeHHSI.
(xo/muecTBo)
6. ImeeTcs He BK/IIOYEHHBIX B OIIMCHU eIMHHULL
XpaHeHus.
(xXOmM4ecTBO)
7. Utoro no panHoMy GoHAY (BKIIOUEHHBIX ¥ HEe BKITIOYEHHBIX B OIACH),
UMEIOLIMXCS B HUTUYUU eoVIHNL]

XpaHeHUH.
(KO/MYECTBO)

8. XapakTepuCTUKa YCIIOBUIA XPaHEHMSL.
OTpUaTeNLHBIE SIBJIEHUSI B COCTOSIHMM M YCJIOBUSIX XPAHEHUSI.

IIpoBepky npoussoaun:

Haumenosanue
JIOJDKHOCTEN
pPabOTHUKOB

(nopmuce)

(nara)

(pacumdpoBka noanuci)



ITpunoxenne N* 19

K MHCTpyKuMY 1o opraHusatum paboThl
apxuBa ¥ GOPMMPOBAHMIO IEKTPOHHOI'O
apxusa B alnapare MUPOBOTO CYIbU
Kypckoit obnactu

(1anMeHOBaHKe CyAe6HOIO Y4acTKa)
AKT
« » N?

O BbIja4dye apXMUBHbLIX JOKYMEHTOB BO
BpeME€HHOE€ I10JIb30BaHUe

(HaMMeHOBaHME OPraHu3aluK)

(nouTOBSII agpec)

OcHoBaHue

Uesp BuImaun

IOKYMEHTOB
Buigarores ciepylounme (10702070003 XpaHEeHUst U3 donga Ne®
(naspaHme)
N® Ommen N? EpuHuna 3aro/I0BOK eOVHUIIBI KommectBo IIpumedanus
/o xpadeHys N° XpaHeHus JmcToB (OajiT)
1 2 3 4 5 6

Bcero soimaercs
eIMHULL XpaHeHUs!

(udpamu 1 nponuceio)
OBIIMM KOIMYECTBOM JIMCTOB
(6asiT)

(umdpamu M IPOIUCHIC)
Ha CpOK

IIOKYMGHTBI BBIIAHBI B YIIOPAAOYEHHOM COCTOSIHUY, ITOAIIINTLI, B OGHO)I(KB.X, C IPOHYMEPOBAHHbIMMA JINCTAaMHU
M 3aBepUTESJIbHBIMA HAITHUCIAMU.

JLOKYMEHTB! BbLIAL:
PaboTHMK, OTBETCTBEHHBIN
3a paboTy apxusa

(nonnuce) (pacumdpoBKa nognucy)

(nara)
Muposoit cyabs

(noprmce) (pacium¢poBKa NOAIKCH)

(nara)



ITosryyarems ob6si3yeTcss He IPefOCTAaBIATb AOKYMEHTHI, MOJYYeHHbIE BO BpPeMEHHOe IOJIb30BaHUe, I
MIPOCMOTPA, MPOCTYIIIMBAHMS WM UCIIONb30BAHMSA ZPYTMM OPraHM3alMsIM M TIOCTOPOHHMM JIMIAM, HE BbIAABATh IO
HUM KOIIWiA, BBITMCOK M CIIPAaBOK, HE MPOM3BOAUTb UIBATHUS KAKUX-JUOO YacTed U3 BbILAHHEIX AOKYMEHTOB, HE
my6IMKOBaTh JOKYMEHTHI Oe3 paspellleHMs OpraHmM3aliM, BbIIaBIeil NOKyMeHThl. [losyyaTenp mpenymnpexkaeH ob
OTBETCTBEHHOCTM 33 yTPaTy WIM IIOBpeXJeHue BbIJaHHbIX JOKYMEHTOB B COOTBETCTBMM C 3aKOHOHATE/ILCTBOM
Poccuitckoit Gepepaumm.

IMosryyaTesns 06s13yeTcs BepHYTb ZOKYMEHTEHI B apXUB B YKa3aHHBIA B aKTe CPOK.

JOKYMEHTBI TPUHSAI:

HaumenoBaHye JOKHOCTM paBOTHMKA
OpraHu3alyy 1oJIyJaTens

(nozmuce) (pacumbpoBKa noamCH)
(nara)
JoxymeHTBI caair:

HanmernoBanue Jo/pkHOCTH paboTHMKa
OpraHu3auuy noayvaTess

(noamucy) (pacumdpoBka roamcu)

(mara)

JOKyMeHTbI IPUHSLI:

PaboTHMK, OTBETCTBEHHDI
3a paboTy apxuBa

(nopmuce) (pacumdpoBKa MOAIMCH)

(nara)



TIpunoxxenue N® 20

K Hucrpykuym no oprasmsanuyu
paboThl apxuBa M (OPMMPOBAHMIO 3JEKTPOHHOrO
apXxMBa B ammapare mypoBoro cyasu Kypckoi
obnactu

(uamumeHOBaHMe CyieOHOTO Y4acCTKa)

YTBEPXXIAIO

AKT Muposoit cyabs
« » N2
(rogmucs) {pacunsppoBKa NOAIUCH)
KOHBepTallu
37IEKTPOHHBIX aPXMBHBIX JOKYMEHTOB (mara)

B ¢Bs131 ¢ HEBO3MOXXHOCTHIO BOCIIpOM3BeAeHMS, UCITIOZIb30BAaHMS 3JIEKTPOHHBIX apXUBHbBIX NOKYMEHTOB B eouugmg.m.x. B KOTOPBIX OHU (59171 IIPMHATHI Ha apXMBHOE

XpaHeHue, ObL71a MPOU3BEAEHA KOHBEPTAIMS:
(aTa MM IepUOR BpeMeHHM)
ApxusH | 3aronoB | Wcexomn | Ucxopmsl | Mcxomua | Vexopubt | Ucxomubr | Hammero | Jlatau Konrtpoymuas | O6bem (B8 | Popmar daitna ®.1.0 paborauka
blit OK K oe e jara u a1 ¥ obpem % BaHye BpeMmst cymMMma (xeni- Gaifrax) 3JIEKTPOHHOT'O BbITIOJTHUBIIIETO
umdp TeKCTy, | HaumeH BpeMs KOHTpOJI (s ¢dopmar dastna nocjaegH | cymma) daitina daitna IOKYMEHTa KOHBEpPTaIMIO
Jatau oBaHMe | mocnegHe bHas 6aifTax) daitna | anexTpoH €ro 3/IEKTPOHHOTO | 3/7IeKTPOHH
peructp | daitia TO cyMma daitna | asexTpou HOTO M3MeHeH IIOKyMeHTa oro
alMOHH | 3/1eKTpO | M3MeHeH (xemr- 3VIEKTPOH HOro IoKyMeH | us daivia JOKYMEHTa
blit HHOro | wsidaina | cymma) HOTO JOKYMEH Ta 3JIEKTPOH
HOMeEp BOKYME | 3/IeKTpOH daitna DOKYMeH Ta HOTO
JIOKyMEH HTa HOrO 3/IEKTPOH Ta IOOKyMeH
Ta IOKYMEH HOTO Ta
Ta JIOKyMeH
Ta
1 2 3 4 5 6 7 8 9 10 11 | 12 13
Hcxonunie ¢ainsl 57IEKTPOHHBIX JJOKYMEHTOB apXiBa COXpaHeHbI.
PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa
(nopmuce) (pacumdpoBka mommcu)

(mara)




[Tpunoxkenue N° 21

K MHCTpyKUMu 1o oprasmMsanym paboTsl
apxuBa ¥ GOPMMPOBRHMIO JIEKTPOHHOTO
apxX¥Ba B ammapare MMPOBOrO CyIbU
Kypckoit obnactu

KHWT'A BbIJAYM EJUHUI XPAHEHHUSA BO BPEMEHHOE I10JIb30OBAHHUE

Hauara
OxonuyeHa

(Dopma TUTYJIBHOT'O JINCTA KHAT'M BbIZa4uUn o1

Ne HaumenoBauue Jara Komy BbIgaHoO, ¢ Kakoii Hara IIpumevannus
n/n (uomep) BbIJa4YK LeBI0 BO3BparTa
BBIJAHHOI'O nena
JOKYMEHTa
1 2 3 4 5 6
HUroro B rony BbIAAHO M3 Xpamiuiia N®
(uudpamu 1 TPOIUCHIO)

€IMHULl XpaHEHUA.

PaBoTHMK, OTBETCTBEHHbIM
3a paboTy apxuBa

(mopmce) (pacumbpoBKa noamucH)

(mara)



[Tpunoxkenne N2 22

K MucTpyKumMy no opraHusauyu paboT!
apxuea ¥ GOpPMMUPOBAHMIO JIEKTPOHHOTO
apxMBa B afapate MMPOBOTO CyJbH
Kypckoit obnactu

(naMmeHoBaHMe CyReBHOrO yyacTKa)

JIUCT UCITOJIb3OBAHUS JOKYMEHTOB

®ong N° Omuce N® Epyuuna xpanenus N®
3aros080K Aena
Hara Komy BbigaHo: Xapakrep UCIIOIb30BaHNUSA N® TMognucek mmna,
UCnoJb30 | GaMuIs, MHUIUAIDI (xonupoBaHMe, BEIMUCKY, | UCIIONBb30OBAHHBI | MCHOJIL30BAaBLIErO JEjI0
BAHUSA (pa36opumso) MPOCMOTP) X JINCTOB
1 2 3 4 5




[Tpunoxkenue N 23

K UHCTpYRUMM MO opra#n3sanym pa6oTsl
apxuBa ¥ (OPMUPOBAHMIO IIEKTPOHHOTO
apXxuBa B alnnapare MMPOBOrO CyJbHU

Kypckoit obmactu

(naMMeHOBanKe cyZie6HOTO yYacTKa)

KAPTA - BAMECTUTEJIb ETMHWUII bl XPAHEHHSA

BBIIAHO
doung Onucy N? Enuavua Komy Hara MNognucey | ara IToanuch
Ne¢ xpaHenus N® BbIIaY BO3Bpa
U Ta
1 2 3 4 5 6 7 8




Mpunoxkenne N° 24

K MHCTpyKUMy 110 oprasuMsanyu paboThi
apxuBa ¥ (OpMMPOBaHMIO IJIEKTPOHHOI'O
apxuBa B annapare MMPOBOIO CYObH
Kypckoit obmacty

HITAMII «<KOITHUSI BEPHA»
U1 BABEPEHUSI COOTBETCTBHUA KOITMU CYJEBHOT'O AKTA TTOJJIMHHUKY

«Kormist BepHa»
TMOATICh MAPOBOTO CyAbH

HaumMeHoBaHMe AO/DKHOCTH

MHPOBOIO CyAbH

YIIOJIHOMOYEHHOI'0 paﬁonmxa dIniapara

(noaruch)
« »

(vHMLMaNE], hamims)
20 r




[punoxkenne N2 25

K VIHCTpYKUMY 110 Opraumsanym paboTs!
apxmBa ¥ (GOPMHUPOBAHMIO AIEKTPOHHOTO
apxuBa B annapate MUPOBOTO CYAbU
Kypckoit o6nacru

OBPA3E!l HAKJIEVIKU
C 3ABEPUTEJIbHOU HAIITUCHIO, UCTIOIb3YEMOM ITPU ODOPMJIEHUU
3ABEPEHHBIX KOIMUM CYHEBHBIX AKTOB

Haumenosanue cynebHoro yuacrka
MMPOBOTO CyabM

[TpoHyMepOBaHO ¥ CKpEIUIEHO
MeYaThIo JINCTOB
ITOAIMCH




Mpunoxkenue N* 26

K MHCTpYKIMM O opragusaiyn paboTsl
apxuBa ¥ GOPMUPOBAHMIO JIEKTPOHHOTO
apXMBa B alnapare MMPOBOTO CYJbU
Kypckoit obmactu

Mpuposomy cyabe

oT

(d. H. O., npoueccyanbHoe MOJIOKeHNe, HaHHbIe JOKYMEHTa,
YAOCTOBEPSIOLLIErO JIMYHOCTD M IIO/IHOMOYMS)
NIPO3KUBAIOWIETO M0 ajpecy:

HOMEP KOHTaKTHOro tenedoHa:

3aasnenue
O Bbifiaue KOIMM CyneGHOro axta

1. IIpowy BBIAATHE MHE KONMIO(MM) CYZEOHBIX aKTOB

(yKa3aHKe HAMMEHOBAHMUE Y PEKBU3MTELI CyAe6HOTO aKkTa)
no geny

TTopmuce/P. Y. O. (pacmmndposarts):

« » 20__r.

2. Koo cyme6HOro axra moayymt

(®. W. O. u nogm1cs MIa, NOTYUMBILErO KOIMIO, AATa BLIAAUU KOTMH)

3. Boigan

(momkrocTb, O. Y. O., nognuck paboTHNKa anmapaTa MUPOBOTO CyZbY, BLIAABLIETO CyfieOHOe es10, JaTa)



[punoxenne N2 27

K MHCTpYKUMM 11O OpraHM3aLUK paboTht
apxyuBa ¥ GOPMUPOBAEUIO ITEKTPOHHOTO
apxuBa B alapare MMPOBOTrO CyfAbu
Kypckoit ob6mactu

Mmuposomy cyzbe

oT

(®. K. O, nponeccyayibHOe MONOKEHUE, JaHHble JOKYMEHTa,
YAOCTOBEPSIOLLEro JIMYHOCTD W TIOTHOMOYMS)
MPO’KMBAIOLLIETO IO aJipecy:

HOMep KOHTakTHoro TenedoHa:

3aasneHue
O BbIaye KOMMM ayIM03aInCH CYEe6HOro 3aceaHus

1. TIpoury BbigaTh MHe KONMIO(MM) ayAMO3aMICH CyAeGHOro 3acefanys 1o aemy

Hopmucw/P. U. O. (paciumdposats):
« » 20__r.
2. ONeKTPOHHBIN HOCHUTENb MHGOPMAIMY NTpHIAaraeTcs.

3. Konuio 3/IeKTPOHHOT'O HOCHTEJIS TOTyIMUIT

(P. K. O. 1 noamicy mna, MOYYMBIIETO KOIMIO, AaTa BbIAAIHM KOIMH)

4. Beigan

(momxHocts, @. U. O., mopnuch paboTHMKa annapaTa MMPOBOTO CY[bU, BHIIABLIETO 3/IEKTPOHHbIN HOCHUTEJIb, 14Ta)



Mpunoxenue N 28

K MHCTpYyKUMM IO OpraHusayu paboThl
apxusa ¥ GOPMUPOBAHUIO 3/IEKTPOHHOTO
apxuBa B alliapaTe MMPOBOTO CYyIbU
Kypckoint obmactyu

(HaumeHOBaHMe Cy/IeOHOTrO YyJacTKa)
Apnpecar

(110UTOBBI afpPeC, UHAEKC)

(renedon/dakc)

(ampec 37eKTPOHHOI ITOYTHI)

APXVIBHAS CITPABKA
Ne

(nara)

Ha N¢® oT

Texcr

OcHoBauue:

Muposoit cyabs

(ropmumch) (pacimgppoBKa MOAIMCH)

(neuats)

HUcnomurens

(hamunus, nuMLMaisl, HoMep tenedoHa)



[Mpwioxkenne N¥ 29
K MHCTpYRUMM O Opranusarvu

paboTsl

apxusa 1 GOPMUPOBAHMIO ITEKTPOHHOTO
apxMBa B almapaTe MMPOBOTO CybM

Kypckoit obnactu

(HauMmeHOBaHMe Cy/iIe6HOro yuacrka)

JXYPHAJ
PEruCTPaliMM BBIJGHHBIX KOIMH, BBIMUCOK, JOKYMEHTOB
Ne AsTOp Hata u Coxnepxa Ha3sBauune Hara n Pacriucka B | Ilpumeua
/i 3amnpoca, PErkCTpalyoHH Hue BbIIAHHOIO | perMcTpauy | NoJTydyeHnn HUs1
MCXONSIIMIA BUiA HOMEpD 3anpoca IOKYMEHTa OHHBIN WIX Jara
HOMED, JaTa 3anpoca (korus, HOMeD OTIIPaBKHA
azipec, HOMep BBITTUCKA, BBLIAHHOTO
renedoHa CIIpaBKa ¥ JOKYMEeHTa
ApyToe)
1 2 3 4 5 6 7 8




(HauMeHOBaHKe CyAe6HOro y4acTKa)

KAPTOUKA ITOCTEJUIAJKHOI'O
TOIIOTPADPHUYECKOI'O YKA3ATEJIA

[Mpuioxenne N° 30

K MHCTpYKUMM O OpraHn3saiym paboTht
apxuBa ¥ GOPMUPOBAHUIO ITEKTPOHHOTO
apXMBa B alnapaTe MMPOBOTO CyIby
Kypckoit obnacti

CTEJIJIAXK N® APXVBOXPAHWIMUIE N*
ITkadp N* ITonka N® ®oupg N* | Omuce N® | Exuunyy xpaHeHust Ipumeuanus
e
1 2 3 4 5 6




(1ammMeHOBanye Cyfe6HOro y4acrka)

[Mpunoxenne N*° 31
K MHCTPYKIIMK TIO OpraHU3aIMm paBoThbl
apxusa ¥ POPMUPOBAHMIO 3/IEKTPOHHOTO
apX#Ba B aNllapaTe MMPOBOTO CYLbU
Kypckoit o6nactu

KAPTOUKA ITOGOHIJOBOTO
TOITOTPAGUYECKOI'O YKA3ATEJIAA
GOHA N® APXVUBOXPAHWIHILIE N*
Hassanue dpouga
Ormmcp Enyaui XxpaHeHust Cremnax N° IIkad N° ITonka N® [Ipumeuanms
N® c N
mo N®
1 2 3 4 5 6




