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1. OBILHE ITOJIOXXEHHW A
1.1. B HYOV IO «YueOHbIi neHTp « IKOKOHCATT) (Aajiee — OpraHH3aiEs) 118 XpaHeHHs
3aKOHUYEHHBIX JEIOTIPOU3BOICTBOM JOKYMEHTOB CO3/1a€TCS APXHB.
1.2. OpraHusanus BifIE/IS€T [10]] apXHB OMELIEHHe, OTBedarolee Tpe0oBaHHuIM o0eceYeH s
COXPaHHOCTH JOKYMEHTOB, a TaloKe COOTBETCTRYIOLIee 000pyI0BaHKE.,
1.3. 3aBefoBaHME apXUBOM MOPYUYAETCs OTBETCTBEHHOMY 32 apPXHMB JIMILY, HA3HAYaEMOMY MPHKA30M
PYKOBOJMTEIIS OpraHU3al{HH.
1.4. B cBoeit paboTe apxuB OpraHH3alMKi PyKOBOACTBYETCS 3aKOHOAATENBHEIMH akTaMi Poccuiickoii
DejiepaLyK 110 apXUBHOMY €Iy, HOPMATUBHO-METOIHUECKMMH IOKYMEHTaMH MUHKy IsTypb! Poccun
u DefiepanbHOrO apXMBHOTO areHTCTBA POCCHH, NPHKa3aMH H YKa3aHHAMH PYKOBOJCTBA OPraHU3alliH
M HACTOAIIHM TIOJIOKCHHEM.
1.5. KoHTponb 32 AEATENBHOCTHIO apXMBA OCYIIECTBIIAET PYKOBOACTBO OPraHM3aliy MK
CTPYKTYPHOTO MOZIPa3/Ie/IeH s, B COCTaB KOTOPOTrO BXOMT ApXHB.

2. COCTAB IOKYMEHTOB APXHMBA
B apxuB nepenarorcs:
2.1. 3aKOHYEHHBIE ETONPOH3BOJACTBOM AOKYMEHTHI, 00pa3oBaBLIHeCs B JAEATEbHOCTH OPraHU3allui U
€€ CTPYKTYPHBIX [OApa3eieHuii:
— JieJ1a OCTOAHHOTO XpaHEeHHS;
— nena BpemeHHoro (cebie 10 ner) cpoka XpaHeHus;
— TOKYMEHTBI 110 JI'YHOMY COCTaBY;
— NOKYMEHTBI IOCTOSHHOIO XPaHEHHS H 110 IMYHOMY COCTaBY OpraHH3aLMi-peIIeCTBEHHHKOB;
— CIPaBOYHBIH ammapaT K IOKYMEHTaM apxuBa (ONHCH, HOMEHKIIATYphI IeJT, KAPTOTEKH | T, I1.).

3.3AJTAYH U ®VHKIIMH APXHUBA
3.1. OcHOBHBIMH 3aJauaMH apXHBa ABJISAIOTCH:
— KOMIUIEKTOBAHHE apXHBa JOKYMEHTaMH, COCTaB KOTOPBIX MPEIYCMOTPEH pa3enioM 2 HaCTOALIEro
MOJIOMKECHHS;
— obecriedeHHe COXPaHHOCTH U Y4Y€T NPHHSATHIX Ha XPAHEHHE JOKYMEHTOB;
— OpraHM3alus NPaKTHYECKOH paboThl, CBA3aHHOM € HCTIOB30BAHHEM IOKYMEHTOB, XPAHSALIMXCS B
apxwuBe;
— KOHTPOJIb 3a [IPaBUJILHBIM GOpPMHpPOBaHHEM M O(OpPMIEHHEM JOKYMEHTOB B I€/I0NPOU3BOCTBE,
0oTOOPOM H MOATOTOBKOH HX K Mepeayde Ha apXHBHOE XPaHEHHE.
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3.2. B cOOTBETCTBUY C BBINOJHAEMbBIMHU 331a4aMU apXUB OCYIIECTBIIAET cienytonie GyHKINY:

— MPUHUMAET II0CJIE 3aBEPIICHUS JeJIONPOU3BOJICTBA, YIUTHIBAET U XPAHUT 00pa30BaBIINECS B
NesITeNIbHOCTH OpraHn3alllH JOKYMEHTBI, 00pa0oTaHHbIE B COOTBETCTBUU C ACUCTBYIOIINMHU
MpaBUIaMHU;

— opraHusyer paboTy IO IMOArOTOBKE OIMCEH 3aBEpPIICHHBIX JeI0NPON3BOICTBOM JOKYMEHTOB
[IOCTOSIHHOI'O XPAaHEHUs U 10 IMYHOMY COCTaBY;

— OCYIIECTBIISICT YUeT [0 HOMEHKJIaTypaMm JeJl, HaXOISIIMUXCsl B CTPYKTYPHBIX MOApa3AeieHusx (y
WCTIONTHUTENIEH) JOKYMEHTOB BPEMEHHOTO XPaHEHUS;

— o0ecTieuynBaeT MOIHYI0 COXPAaHHOCTh MPUHSATHIX HAa XpaHEHHE JIETT;

— CO3J1a€T, MOMOJHAET U COBEPLICHCTBYET YUETHO-CIIPABOYHBIH anmnapar K XpaHsIIIUMCS B apXUBE
Jies1aM U IOKyMEHTaM;

— OpPTaHU3yeT UCIOJIB30BaHHUE XPAHSIINXCS B apXUBE JOKYMEHTOB;

— nH(GOPMHUPYET PYKOBOJCTBO U PAOOTHUKOB OPraHU3aLMU O COCTABE M COACPKaHNH JOKYMEHTOB
apXxuBa;

— BBIJAET B YCTAHOBJICHHOM IMOPSIKE XpaHs;IIMEeCs B apXUBe Jella U JOKYMEHTHI JJIsl HCTIONb30BaHUS B
MIPAKTHYECKUX U JPYTUX LETSIX;

— MCTIOJHSIET 3apPOCHl YUPEXKACHUN U IPakIaH 00 YCTaHOBJICHUH TPYAOBOIO CTaXa U 1O APYTUM
BOIIPOCaM COIMATILHO-TIPABOBOTO XapaKTepa;

— BEJIET yUeT BbIJaUl apXUBHBIX el U JOKYyMEHTOB, OCYIIECTBIISIET KOHTPOJIb 32 CBOEBPEMEHHBIM UX
BO3BPALICHUEM B XPaHWJIHIIIE;

— MPOBOJUT SKCHEPTHU3Y LIEHHOCTH JOKYMEHTOB, XpAaHAIINXCS B apXHBE, CBOEBPEMEHHO OTOMpPAET K
YHUYTOXEHHIO JIeJa C UCTEKIINMHU CPOKaMH XpaHEHUS;

— OKa3bIBaeT METOJUYECKYIO IIOMOLIb CITY>KO€ JeNTONPON3BOACTBAa OPTaHU3ALUU B COCTABICHUH
HOMEHKJIATYpPBI €], KOHTPOJIUPYET NPaBHILHOCTH (POPMHUPOBAHUS U OHOPMIICHHS JCT B
JIEJIONPON3BOJICTBE, MMOATOTOBKY IOKYMEHTOB K Iepe/iade B apXUB OpraHU3alluH;

— B ClTy4yae 3aKJII0UYEHHUs C COOTBETCTBYIOIINM yupexaeHneM denepaibHOro apxMBHOIO areHTCTBa
Poccuu noroeopa o nepenaue Ha TOCYAapCTBEHHOE XpaHEHUE JOKYMEHTOB OpraHU3aLH
o0ecredynBaeT MOArOTOBKY 3THX JOKYMEHTOB U CBOEBPEMEHHOE MIPEACTABICHUE ONUCH Jell
MTOCTOSTHHOT'O XpaHEHMs Ha YTBEPKIECHHUE FKCIIEPTHO-IIPOBEPOYHON KOMHUCCHUHU YKa3aHHOTO apXUBHOTO
YUPEKACHUSL.

4. ITPABA APXIMBA
4.1. B nensix BHIOTHEHHUS BO3JI0KECHHBIX 33724 1 (YHKIUH apXUB HMEET MPaBo:
— KOHTPOIUPOBATh COOIIOACHNE B OPTaHN3AINN M B €€ CTPYKTYPHBIX MOJIpa3AeTIeHHSIX
YCTaHOBJICHHBIX MTPaBUIJI Pa0OTHI C JOKYMEHTaMH, 00€CIieueHHs MX COXPaHHOCTH, KadyecTBa 0TOopa u
MOATOTOBKU JIET K Tepeiaue Ha apXUBHOE XpaHEHMUE;
— BHOCHUTH Ha PaCCMOTpPEHNE PYKOBOACTBA OpTaHU3AINY TIPEUIOKEHNS, HAPaBJICHHBIC Ha YIIyYIlIeHIE
B CTPYKTYPHBIX ITOAPA3EICHUSX paboThl 0 0(hOpMIIEHHIO TOKYMEHTOB, (DOPMHUPOBAHHUIO UX B JeNa,
MOITOTOBKE JIOKYMEHTOB K Iepeiaue Ha apXUBHOE XPaHEHHUE;
— IPEACTaBIATh B YCTAHOBJICHHOM IIOPSJIKE 3a4BKU Ha 00eCIieueHHe apXrBa HEOOXOAMMBIM
00opyIoOBaHWEM W MaTephajiaMH, TPOBEJCHIE PEMOHTHBIX padoT U T. I1.;
— y4acTBOBAaTh B OpraHu3yeMbIX yupexaeHusMu denepaibHOro apXxuBHOro areHTcTBa Poccun
MEPOIPHUSTHUSX 10 TOBBIIIEHUIO KBaTH(PUKAIIMK PAOOTHUKOB BEJJOMCTBEHHBIX apPXUBOB U
JEJIOTPON3BOICTBEHHBIX CIYXKO, YUPEKACHUN U MPEATIPHUSITHN.

5. OTBETCTBEHHOCTbD 3ABEAVIOIIET'O APXNBOM
5.1. IomKHOCTHOE U0, KOTOPOMY MTOPYUYEHO 3aBEJOBAHUE apXUBOM, HECET OTBETCTBEHHOCTH 32
COCTOsIHHE PaOOTHI apXHBa M BBHIIIOJIHEHUE BO3JIOKEHHBIX HA HETO 3a/1a4 U (DYHKITHIHA.
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1. O6mme nos1oKeHU
Hacrosmee ITonoxxenne 06 apxuBaIuy 3J€KTPOHHBIX JOKYMEHTOB II0 OCHOBHOIM
nestensHOCTH (punuana (nanee [Tonoxenue), pazpaboTaHHOE B COOTBETCTBHH C:

e  ®denepanbaeM 3akoHOM 0T 22.04.2004 r. Ne 125-®3 «O06 apxuBHOM Jieie B
Poccuiickoii @enepanun»;

e ®@epepanbHbM 3aKk0HOM 0T 27.07.2006r. Ne 149-03 «O6 mHpopManmy,
HH(OPMaNMOHHEBIX TEXHOIOTHSIX U 0 3aIuTe HHGOpManumy;

e ®@enepansasm 3akoHOM 0T 10.01.2002r. Ne 1-®D3 «O6 snexTpoHHO# 1udpoBoH
TIOJIITHCHY,

e ®enepanmsabM 3aKk0HOM OT 06.04.2011r. Ne 63-D3 «O0 sneKkTpOHHO#M MOAHACHY;

e Jlocranosnenuem IIpaButensctBa Poccuiickoi ®@enepamun ot 22.09.2009r. Ne
754 «O6 yrBepxaenun [lonoxeHus 0 cHCTEME MEXKBEIOMCTBEHHOTO
3NEKTPOHHOTO JIOKYyMEHTO000pOTaY;

e [IpaBunamMu opraHu3alii XpaHeHUs, KOMIUIEKTOBAHHS, YU9ETa U HCIIOIL30BaHHS
apXMBHBIX JJOKYMEHTOB, YTBEPXKIECHHEIE TpHKa3oM MUHHCTEPCTBA KyIbTypEl PO
ot 31 maprta 2015 roga Ne 526;

e [lepeyneM THIOBBIX YNPaBIEHUYECKHX aAPXHBHBIX JOKYMEHTOB, 00pa3yIOIUXCs B
nporecce AesTeIbHOCTH FOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJICHHUS W OPraHU3allyii, ¢ yKa3aHHEM CPOKOB XpaHEHHs. YTB. IIPHKa30M
MunkynsTypsl Poccuu ot 25.08.2010r. Ne 558;

e PexomeHIaNHAMH IO TIOATOTOBKE (peiepaTbHBIME OpraHaMH HCIIOTHUTETBHON
BJIACTH NEPEYHEH TOKYMEHTOB, CO3JJaHHE, XPaHEHHE H HCIIOIb30BAHHE KOTOPBIX
JOJDKHO OCYILECTBIATHCS B JOPME 3IEKTPOHHEBIX JOKYMEHTOB IIPH OpPraHHU3allHu
BHYTpPEHHEH eATeNbHOCTH (yTBep K AeHbl Tpuka3zoM Pocapxusa ot 29.04.2011r.
Ne 32);

e OcCHOBHBIMH IIpaBHJIaMH pabOTHI ApXUBOB OpraHu3alui (0100peHHBIMH
pemenueM Koyuerau Pocapxusa ot 06.02.2002r.);

e 1npoexToM PexoMeHanuii o KOMIUIEKTOBAHHIO, YYETY H OPraHH3alluH XpaHeH s
SNIEKTPOHHBIX APXUBHBIX JOKYMEHTOB B apXHBaX OpraHu3aluii,
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onmyOIMKOBaHHOMY Ha caiite denepanbHOE apXHUBHOE areHTCTBO
(http://archives.ru).

[Tonoxxenue 06 apXuBaluu 3JICKTPOHHBIX JOKYMCHTOB I10 OCHOBHOI ACATCIIBHOCTH

HAIpaBJICHO Ha YHOPSI0YEHUE U PETJIAMEHTALIMIO paOOTHI IO XPaHEHUIO, KOMIUIEKTOBAHHIO,
nepeaayy, yHUYTOXKEHUIO U YUETy WHAMBHUIYaTbHBIX PE3YIbTaTOB OCBOCHHS 00YyJaIOIIMMHUCS
00pa30BaTeNbHBIX IPOrPaMM, a TAKKE YIPABICHUECKUX NIEKTPOHHBIX JOKYMEHTOB (Hajee -
3JIEKTPOHHBIE TOKYMEHTHI) B 3ekTpoHHOM apxuBe HUOVY JITTO «YueOHbIi IeHTp
«OKOKOHCANT» (Aajee apXuBe) B MOPSAKE U B TEYEHUE CPOKOB, YCTAHOBJICHHBIX JUIS
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE.
[Tpu pazpabotke [lonokeHUS YUUTHIBAIUCH MOJOKEHHS HAITMOHAIBHBIX CTaHAapPTOB
Poccuiickoit ®exneparuu:
e T'OCT P UCO 15489-1-2007. Cuctema cranaapToB 10 HHPOpMALUH,
OMOIMOTEYHOMY M M3/IaTEIHCKOMY JIeTy. YTpaBiieHue JokymeHTamu. Oo1me
TpeOOBaHUS;
e TOCT P HCO 23081-1-2008. Cuctema cranaapToB 10 HHPOpMALIUH,
OMOIMOTEYHOMY M M3/1aTeNIbCKOMY JleNly. YIpaBieHue JokyMeHTamu. [Tporecce
yIpaBiieHUs1 JokyMeHTaMu. Metamganubie 11t fokymeHToB; ['OCT P 53898-2010
«CucTeMbl 3JIEKTPOHHOTO TOKyMeHTo000poTa. B3aumoseiicTBue cucrem
yIpaBieHus JOKyMeHTaMH. TpeOGoBaHMs K 3JIEKTPOHHOMY COOOIIEHUIO.
e T'OCT P54989-2012/ISO/TR18492:2005 «ObecneueHue 10aroBpeMeHHON
COXPaHHOCTH 3JIEKTPOHHBIX IOKYMEHTOB» (BBoauTCs B aeiictue ¢ 01.05.2013).
e T'OCT P 54471-2011 «CucteMsl 3JIeKTPOHHOTO JOKYMEHTO000pOTa. YpaBieHue
nokymeHranuei. Madopmanus, coxpansemas B 3JI€KTPOHHOM BHJIE.
Pexomenganuu no o0eceyeHuo JOCTOBEPHOCTH U HAIEKHOCTH.

2. TepMunbI 1 onpeaeIeHUs

APpXHUB - YUpEKIACHHUE NN CTPYKTYPHOE NOApa3AcICHUE OPraHUu3alllH,
OCYILIECTBIISIONIME XPaHEHUE, KOMIIJIEKTOBAHHE, YUET U UCII0JIb30BAHUE APXUBHBIX JJOKYMEHTOB;
apXMBHBII TOKYMEHT - MaTepUaJIbHBIN HOCUTEIb C 3a)MKCUPOBAHHON Ha HEM MH(pOpMaIUEH,
KOTOPBI UMEET PEKBU3UTHL, TO3BOJIAIONINE €r0 HACHTU(OULINPOBATD, U MOAJIEKHUT XPAHEHUIO B
CHITy 3HAYMMOCTH yKa3aHHBIX HOCUTEJIS U MH(OPMAINH [T TpakJaH, 00IIeCTBa U TOCYIapCTBa;
0(pMUHMANBHBINA JOKYMEHT - JOKYMEHT, CO3JJaHHbII ITOCY1apCTBEHHBIM OPTaHOM, OPraHOM

MECTHOT'O CaMOYIIPaBJICHUS, FOPUANYECKIM WIH (PU3NIECKUM JIULOM, o(opmIIeHHBIIH
B YCTAHOBJICHHOM  IOPSAKE Y BKJIFOYEHHBIN B JOKYMEHTOOOOPOT OpraHa BIacTH WU
OpraHu3aluy;

JOKYyMeHT ApxuBHOro (pouna Poccmiickoii degepanum - apxuBHBIA TOKYMEHT, MPOIIEAIINI
DKCIIEPTU3Y LIEHHOCTU JOKYMEHTOB, IIOCTABICHHBIN HA TOCYJIapCTBEHHBINM y4eT U MOJICKALUN
IIOCTOSIHHOMY XPaHEHHUIO;

AOKYMEHTAJbHbINE (OHI - COBOKYMHOCTh JOKYMEHTOB, OOpasyloluxcs B Ipoiecce
NEeSITeIbHOCTH OpraHu3aluy;

eIMHMIA YYeTa JIeKTPOHHBIX JOKYMEHTOB - 3JICKTPOHHBIM JOKYMEHT, 3apETUCTPUPOBAHHBIN
B MH(OPMALIMOHHON CUCTEME OpraHU3alluy 1 BKIIOYEHHBIN B COCTaB 3JIEKTPOHHOTIO JIeNa;
e/IMHUIIA XPAHEHUsl JJIEKTPOHHBIX JOKYMEHTOB - JJIEKTPOHHOE JEJI0, HaxoJslleecs Ha
XpaHEHUU B apXHUBE.
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HH(OPMANIMOHHASI CHCTEMA - COBOKYITHOCTh CoOJIeprKalieiicss B 6a3ax NaHHBIX WH(GOpMaLUU U
obecrieunBarOUMX e¢ 00pabOTKy ¢ MOMOIIBbI0 MH()OPMAITMOHHBIX TEXHOJIOTHH M TEXHUYECKHX
CpPEACTB;
KOHBePTHPOBaHHe (3JIEKTPOHHBIX JTOKYMEHTOB) - TIEpEMEIICHHE C OJHOTO0 HOCUTENs Ha
Jpyroii nim u3 ogHoro ¢popmara B Ipyrou;
MeTaJaHHble - JaHHbIE, OMMCHIBAIOUINE KOHTEKCT, COJECpXKaHUE, CTPYKTYpPy IOKYMEHTOB H
yIpaBieHUE UMH;
MUrpanusi (3J1eKTPOHHBIX JOKYMEHTOB) - MEpeMEIIeHUEe TOKYMEHTOB U3 OJHON CHCTEMBI B
JIPYryl0 C COXpaHCHHEM AayTeHTUYHOCTH, IIEJIOCTHOCTH, IOCTOBEPHOCTH IOKYMEHTOB MU HX
IPUTOHOCTH ISl UCTIOJIb30BaHUS;
3JIeKTPOHHBIH JOKYMEHT - JOKYMEHTHUPOBaHHas uWH(pOpMalus, TNpeACTaBICHHAs B
JJIEKTPOHHOW QopmMe, TO ecTb B BHJE, MPUTOJAHOM [UIsl BOCIPUSATUS YEJIOBEKOM C
UCIIOJIb30BAHUEM JJIEKTPOHHBIX BBIYMCIUTENBHBIX MAIllMH, a TaKkKe A TMepeiadd Io
UH(POPMALMOHHO-TEIIEKOMMYHUKAIIMOHHBIM ~ CETSIM MM 00paboTkM B MH(OPMALMOHHBIX
cucTeMax;
3J1eKTPOHHAs MOANHMCh - MHPOpPMALUs B DIEKTPOHHOH (opme, KOTOpas MpHCOeIWHEHA K
Ipyro mHpopMmanuu B SJIEKTpOHHOW (opme (moamuckiBaeMol WHOOpPMAIUK) WM HHBIM
o0pa3oMm cBsi3aHa ¢ Takod mH(poOpMaluel U KOTopas UCHOIb3yeTcsl s UACHTU(PUKAIMY JINLA,
MOJIMMCHIBAIOIIETO JOKYMEHT;
3J1eKTPOHHOE [1eJ0 - COBOKYITHOCTb JJIGKTPOHHBIX JOKYMEHTOB M METAJaHHBIX K HHM,
c(OpMHPOBAHHOE B COOTBETCTBUHU C HOMEHKJIATYpPO JIeT;
(hailii-cepBep apxuBa - O5TO BBIJICICHHBIM CEPBEpP, NPEAHA3HAUYCHHBIA JUIS BBIIIOJIHEHUS
(daiIoBBIX Omepalruii BBOIa-BbIBOAA M XpaHIIHMKA ¢aiisl modoro Tuma. Kak npaBuio, ooiamaer
00JbIIIUM 00BEMOM JUCKOBOT'O MPOCTpPaHCTBA, peann3oBaHHOM B (opme RAID-maccuBa mst
obecrnievueHus OecriepeOOWHON paOOThI U MOBBIIEHHOW CKOPOCTH 3aIIUCH U YTCHHUS TAHHBIX.
WHuple TepMUHBI W UX ONpEACTCHHS, KOTOpBIE HCIOJIB3YIOTCS B PexoMmeHnanusx,
YCTaHOBJIEHBl HalMOHaJIbHBIM cTaHaapToM Poccuiickoit ®enepaunn ['OCT P 51141-98
«/lenonpon3BoICTBO U apXUBHOE J1€710. TepMUHBI U OMPEICIICHUS».

3. Opranuszanusi padoTbl apxuBa

ApXUB NPUHUMAET 3JIEKTPOHHBIE JOKYMEHTHI OT CTPYKTYPHBIX MOJPA3AEICHHUMN B LIEIX
o0OecrieueHUss WX COXPAHHOCTH, y4YeTa H WCIOJb30BAHUS M OCYIIECTBISET TMOJITOTOBKY
JIOKYMEHTOB TIOCTOSTHHOTO CpPOKa XpaHEHUs K Iepelade Ha XpaHCHHE B TOCYJAapCTBEHHBIN WIN
MYHUILIMIIAJIBGHBIA apXUB B YCTAaHOBJIEHHOM IOPSIKE, B LIEHTPAIU30BAHHOM MOPSAKE OTIAEIOM
nH(pOpMalKH, OCYIIECTBISIONUM CUCTEMHOE aAMUHUCTPUPOBAaHNE HH(OPMAIITMOHHON CUCTEMBI,
0 CIIEYIONIEMY rpaduKy:

yIpaBICHYECKHE JOKYMEHTHI, CO3JaHHE, XpaHEHHE, HCIOJIb30BaHUE KOTOPBIX
OCylIecTBIIsIeTCS. B (OpMe DIEKTPOHHBIX JOKYMEHTOB TIpM OpraHHM3alld BHYTPEHHEH
JESATEIBbHOCTH - €XKETOHO (B SIHBApeE).

ApXHB OCYHIECTBIIIET aAMUHUCTPUPOBAHUE MH(YOPMALIMOHHBIX CHCTEM OpraHMU3allH B
yacTH coOOJIo/IeHUsT TpeOOBaHUM K XPaHEHHIO CO3JAHHBIX W/WIM BKIIOYEHHBIX B HHX
3IEKTPOHHBIX JTOKYMEHTOB.

B apxuBe BbIZeNA€TCS MECTO IS XPAHEHHSI MJICKTPOHHBIX JOKYMEHTOB Ha AJICKTPOHHBIX
HOCHUTEJISIX, B TOM YHCIIEe JJIsi BpEMEHHOTO Pa3MENICHUs AJICKTPOHHBIX HOCHUTEIEH B IENAX HUX
aKKJIMMAaTU3alliM, a TaK)XE€ YCTAHABIIMBAETCS WM BBIACNIAECTCS HEOOXOIUMOE CEepBEpPHOE U
KOMMYHHKAI[MOHHOE 000pYyI0BaHHE.



4. Opranusanusi XpaHeHus1 3JIeKTPOHHBIX JOKYMEHTOB B apXHBe

4.1. Opranu3zanus 3J1eKTPOHHBIX JOKYMEHTOB

B cocraB mokymeHrtanmpHOro (oHma (uimmana BKIIOYAIOTCS BXOISIIME, MCXOMASIIUE H
BHYTPCHHHUE JJIEKTPOHHBIC JOKYMEHTBHI, CO3JIaHHBIE W XpaHAIMecs B HH(POPMALMOHHBIX
CUCTEMaX.

Jlyis onepaTUBHOIO JOCTyHa K apXUBHBIM JOKYMEHTaM OHHU JIOJKHBI OBITh Pa3MeIleHbI
Ha (haiis — cepBepe apXuBa.

DNEKTPOHHBIE TOKYMEHTHI 110 CPOKaM XpaHEHUS MOAPa3IesoTCs Ha:

® DOJIEKTPOHHBIE JOKYMEHTHl BPEMEHHOTO cpoka xpaHeHus (mo 10 gjer
BKJTFOYUTEIIBHO);

® DJIEKTPOHHBIE JOKYMEHTHI BPEMEHHBIX CPOKOB XpaHeHus (cBbiuie 10 seT), B ToM
YHCIIe TI0 JUYHOMY COCTaBY;

® DJEKTPOHHBIE JOKYMEHTHI IOCTOSTHHOTO CPOKa XpaHEHUSI.

DJNeKTPOHHBIE JIOKYMEHTHI TIOCTOSHHOTO W BpeMeHHBIX (cBblmie 10 J5eT) CpokoB
XpaHEHHUs, B TOM YHKCJIE MO JUYHOMY COCTaBY, BKJIIOYAIOTCS B COCTaB apXWBHOro ¢oHna
OpraHu3aluu.

DJEeKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS B JieIa B COOTBETCTBUU C HOMEHKIIATYpOH Jel
OpraHM3allMl ¥ HHICKCUPYIOTCSA B TMOPSAOKE, YCTAaHOBJIEHHOM B OTHOLICHHM e,
c(hOpMHUPOBAHHBIX U3 TJOKYMEHTOB Ha OYMa)KHOM HOCHTEIIC.

4.2. O6ecnieyeHNE COXPAaHHOCTH JIEKTPOHHBIX JOKYMEHTOB

CoxpaHHOCTb MEKTPOHHBIX IOKYMEHTOB B apXUBE 00ECIIEUNBACTCS:

CO3JaHHUEM OIITUMAJIBHBIX yC.HOBI/II\/'I XpaHCHUA HOCUTeIIeH SJICKTPOHHBIX JOKYMCHTOB;

palOHAIBHBIM pa3MelieHEM ANIEKTPOHHBIX HOCUTENEH B
apXMUBOXPAHWIHILE;
IIPOBEPKOM HAaIU4Msl W COCTOSHUSI DIIEKTPOHHBIX JOKYMEHTOB; — KOHTpOJIEM

(U3NIECKOTO U TEXHUIECKOTO COCTOSIHHUSI HOCUTEINCH M AJIEKTPOHHBIX JOKYMEHTOB;

KOTIMPOBAHUEM AJNIEKTPOHHBIX TOKYyMEHTOB B nensax paboumx

9K3EMIUISIPOB, B TOM YHCIIE 1151 (POHIA MTOJIE30BAHHS,

KOHBCPTUPOBAHUCM  JBJICKTPOHHBIX JOKYMCHTOB Ha HOBBIC (B TEXHOJIOTUYCCKOM
OTHOILICHHUH) 3JICKTPOHHbIE HOCUTENIN U B HOBBIE (JOPMATHI.

Jns olecriedyeHHss COXPAaHHOCTH D3JEKTPOHHBIX JOKYMEHTOB B apXWMBE OpraHU3alMu
HEO0OXOIMMO BBITTOIHATE MEPOTIPUATHS 110 MH(POPMAITMOHHOM 0€301MacHOCTH

3alIUTy AJIGKTPOHHBIX TOKYMEHTOB OT BO3JICHCTBHS BPEIOHOCHBIX KOMITBIOTEPHBIX
nporpamm («BHPYCOB» H T.IL.);

3alIUTY 3JICKTPOHHBIX JOKYMCHTOB OT HCCAHKIITMOHUPOBAHHOI'O AOCTYIIA K HUM.

OnTumanbHbIE  YCIOBUSL XpAHEHMsI JJIEKTPOHHBIX JOKYMEHTOB B CTPYKTYPHBIX
noApa3aACiICHUAX U B apXUBC OGGCHG‘-II/IBaIOTC}II

000pyI0BaHUEM MTOMELIEHUH CPEeCTBAMU TOXKAPOTYILIECHHS, OXPAHbl U CUTHAJIN3ALIUY;

NPUMEHEHHEM TEXHHUYECKHX CpEACTB JJIsl CO3JaHUs ONTHUMAIBHBIX (HOPMATHUBHBIX)
TEMIIePaTyPHO-BIQXKHOCTHOTO, CBETOBOTO, CAHUTAPHO-TUTHEHUYECKOTO, OXPAHHOTO PEKUMOB B
MIOMEIICHUSIX U XPaHWJIMIIAX apXHBa;

PUMEHEHHEM MPOTPAMMHBIX CPEJICTB sl obecnedueHust MH(HOpMamoHHON
0e30IMacHOCTH;



IIPUMEHEHHUEM CIICLMAJIbHBIX CPEACTB XPAHEHUs U MEPEMELICHUs JOKYMEHTOB
(cremnaxku, mkadwl, celibl, KOHTCHHEPHI, PYTIAAPHI);

HAIMYUEM B apXWBE JBYX WM Ooyiee DK3EMIUISIPOB EIMHUI] XPAHCHHUS DIICKTPOHHBIX
JOKYMEHTOB, 3allMCAaHHBIX Ha JiBa WM 0Oojee O0OOCOOJCHHBIX MAaTepUATbHBIX HOCUTEIS
OJIHOKPATHOM 3alKCH, U UX Pa3ACIIbHBIM XPAHEHUEM;

IIPUMEHEHUEM TEXHMYECKMX M MPOTPaMMHBIX CpPEICTB, NPEIHA3HAYECHHBIX IS
PE€3€pBHOr0 KOMUPOBAHUS, KOHBEPTUPOBAHUS U MUTPALIUN 3JIEKTPOHHBIX JOKYMEHTOB, KOHTPOJIS
uX (PHU3UYIECKOT0 U TEXHUIECKOTO COCTOSHUS;

3amuTO WHGPOPMAIMU OT HECAaHKIMOHHPOBAHHOTO JOCTYIMA IyTeM MPUMEHCHHUS
COOTBETCTBYIOIIMX TEXHUYECKUX CPE/ICTB;

JOCTYIIOM K MH(OpPMAIINK YCTAaHOBJICHHBIX KAaTETOpPUH MOJIb30BaTENICH;

peXUMaMHU  XpaHEHUs AJEKTPOHHBIX JOKYMEHTOB,  HCKIIOYAIOUIUMHU  YyTpary,
YHUUTOKEHUE WIN UCKaKEHNE UHPOPMAIIHUH.

4.3. OnTuMalIbHBIE YCIOBHS XPAHEHUS SJIEKTPOHHBIX TOKYMEHTOB

XpaHEHUE HJIEKTPOHHBIX JIOKYMEHTOB B apXMBE OCYILIECTBISETCA B YCIOBHSIX,
00eCTeYnBarOIIUX UX 3aLIUTY OT MOBPEXKACHUIN U BPEIHBIX BO3JICHCTBUN OKpYKAIOIIEH Cpe/Ibl.

TpeboBaHMs K 3aHUSM U TIOMEIIEHUSM apXUBa, XPAHSIIETO JICKTPOHHBIC JOKYMEHTHI,
JOJKHBl COOTBETCTBOBATh OOIIMM TpeOOBaHUSM K 3JaHUSAM U MOMEIIEHUSM [0J00HOIr0
Ha3HA4YCHMUS.

3amura 3JIEeKTPOHHBIX JOKYMEHTOB 00ECIIEYMBACTCS 3a CUeT COOI0IeHHs (TTIOICPKKH):

® CBETOBOTO PEKHUMa XpaHEHUS;

® TEeMIEPaTypPHO-BIAXKHOCTHOTO PEKUMA XPaHEHUS;

® CaHUTAPHO-TUTMEHHYECKOTO PEeKUMa XPAHCHUS;

e Temmneparypa + 15 - +20°C;

® OTHOCHUTEJIbHAs BIAXHOCTh BO3ayXa B Auamnazone ot 20 go 50%.

B xpanunuiie ¢ pabouyuMu SK3EMIUIIpAMH  3JIEKTPOHHBIX JIOKYMEHTOB JOMYyCTHMa
KOMHaTHas TeMreparypa - +23°C.

B xpanunumie ¢ OCHOBHBIMH SK3EMIUIIPAMHU 3JIEKTPOHHBIX JOKYMEHTOB JIOJKHBI
MOJIEPKUBATHCS:

Temneparypa - He Boie +17°C;

Y 110 BO3MO>XHOCTH HHU3Kasi OTHOCUTENIbHAS BIAXXHOCTh BO3AyXa.

He nomyckaercs xpaHeHue OUCKOB Tipu Temieparype Bbimie +32°C u Huxe -10°C u
OTHOCHUTENbHOM BiaxHOCTH HUXKE 10%.

Bo3moxHa TpaHCOpTHpOBKa AMCKOB IIpu Temneparype 10 -5°C U OTHOCUTENBHOU
BraxHoct 50%.

4.4. PazMenieHue IEKTPOHHBIX IOKYMEHTOB B apXUBE

DNEKTPOHHBIE JOKYMEHTHl Ha OOOCOOJICHHBIX HOCHUTENSAX B TMOMEIIEHUSX IS UX
XpaHEHUsl pa3MelIaloTCsl B COOTBETCTBUU C YUETHBIMH IOKYMEHTAMU apXHBa, YTO 00eCIieunBaeT
WX ONEPaTUBHBIN MOUCK.

OcHoBHOM © pabo4mMii 3K3EMIUISPHI €IWHUIl XPAHEHUS DJICKTPOHHBIX JOKYMEHTOB
PEKOMEHIyeTCsl  XpaHUTh  pa3fenbHo.  OCHOBHOW — SK3EMIUISIp  €AMHUI]  XPaHEHHUS
NpEeANOYTUTENbHEE pa3MellaTh B XPaHWJIMIIE apXuBa OpraHu3aluu OTACIBHO OT MecTa
XpaHeHUsl pabourX 3K3EMIUISIPOB JIEKTPOHHBIX TOKYMEHTOB.

Kaxnprit  000COOICHHBI AJICKTPOHHBIM HOCHTENb JOJDKEH HWMETh HErepMETHYHBIN
WHAUBUAYAIbHBIN (QyTisip, NP 3TOM JODKHO OBITh HCKIIOYEHO CBOOOJHOE MepeMelleHue



JJIEKTPOHHOTO HOCUTENSI BHYTpU (QyTiaspa, MaJeHUe U CYUIECTBEHHOE OTKJIOHEHHE OT
BEPTHUKAIHU, JUIS 4ero QyTIApsl JOJKHBI UMETh (DMKCATOPBI WIIN MEPETITUBATHCS CIEIUATbHBIMU
pE3UHKaMH.

OyTIsApBl € 3JIEKTPOHHBIMA HOCHTESIMH Pa3MEIIAIOTCs BEPTHKAIBHO B KOHTEHHEpax B
CHEeUMAIN3UPOBAHHBIX IMIKadax, Ha TMOJKax creaxed, mkados. PaccrosHue wmexny
byTiIsipaMu T0JDKHO OBITH JOCTATOYHBIM JIJISL TOTO, YTOOBI DJICKTPOHHBIE HOCUTEH MOKHO OBLITO
cBOOOJHO OMEIIATh U JOCTaBaTh U3 KOHTEHHEpA.

[Ipu pazmerienuu QyTISIPOB C AIEKTPOHHBIMU HOCUTENSIMH B KOHTEHHEpax HEOOX0IUMO
pacrosiarath X TakuM 00pa3oM, 4ToObI ObUIM BUIHBI YUETHBIC HOMEpa CAUHHI] XPAaHCHHUS.

[Ipu nonroBpeMeHHOM XpaHEHHH 000COOJICHHBIX HOCHUTENEH 3JIEKTPOHHBIX IOKYMEHTOB
MPEINOYTEHUE ClIeyeT OTJaBaTh CIHEHHATIM3UPOBAHHBIM CPEJICTBAM pa3MEIIEHUs, B KOTOPBIX
HOCHUTEIHM 3allUINAlOTCS OT MAarHUTHBIX M DJEKTPOMAarHUTHBIX BO3ACUCTBUN OKpY’KaIOLIEeH
CpPEIBL.

4.5. IlpoBepka HaIM4MsI U COCTOSIHUS MJIEKTPOHHBIX JOKYMEHTOB

B xone npoBepky HaM4Ms U COCTOSHUS AJIEKTPOHHBIX apXHUBHBIX JOKYMEHTOB B apXHBE
OCYILIECTBIISAIOTCA CIEAYIOLINE MEPOTIPUATHA:

YCTAHOBJICHHE (PAaKTHUECKOTO HAJMUUS €JUHUIl XPAaHCHHs 3JICKTPOHHBIX TOKYMEHTOB U
€IMHMUII y4eTa 3JIEKTPOHHBIX JTOKYMEHTOB, HaXOIAIINXCS HAa XPaHEHHH;

KOHTPOJIb TEXHUYECKOTO COCTOSIHHUSI U BOCIPOM3BOJAMMOCTH 3JIEKTPOHHBIX JOKYMEHTOB
POTPaMMHBIMU CPEACTBAMHU;

BBIBJICHHE W Yy4eT eIWHULl XPaHEHUS OHIEKTPOHHBIX JOKYMEHTOB, TpPeOYIOLINX
CrHelHaTbHON TEXHUYECKOH 00paboTKy;

BBISIBJICHHE W YyYeT AJIEKTPOHHBIX JOKYMEHTOB, TPEOYIOIIMX KONMUPOBaHMUS HA HOBBIC
3JIEKTPOHHBIE HOCUTEJH U MTPOBEJICHUS APYTrOl TEXHUUECKOH 00paboTKH;

BBISIBJICHHE OTCYTCTBYIOIIUX €IMHUIl XpPAaHEHHS U OpraHU3aIusl UX PO3bICKA;

KOHTPOJIb (PU3MYECKOr0 M TEXHHUYECKOTO COCTOSIHUS €IWHUIL] XPAHEHUS AIIEKTPOHHBIX
JIOKYMEHTOB;

BBISIBJICHHE W YCTPaHEHHE HEJOCTAaTKOB B YyYeTe EIUHUI] XPAaHEHUs DIEKTPOHHBIX
JIOKYMEHTOB.

[IpoBepka HaaMuuMsg M COCTOSHUS DSJEKTPOHHBIX JOKYMEHTOB IPOBOAMTCS HE pexke
OJIHOTO pasa B 5 JIeT, a TaKKe NMpH MEepeMeleHUH apXHuBa B Jpyroe rmoMenieHue, Ipu cCMeHe
pykoBoauTENs apxuBa (pabOTHHKA, OTBETCTBEHHOTO 3a apXWB) M MEepe nepenaueii T0KyMEHTOB
Ha XpaHEHHE B TOCYAApCTBEHHBIN WM MyHUIIUTIABHBIA apXHB.

[IpoBepka pU3NYIECKOTO U TEXHUYECKOTO COCTOSIHUS OCHOBHBIX U pabouuX 3K3EMIUIIPOB
3JIEKTPOHHBIX JTOKYMEHTOB IMPOBOJUTCS Yepe3 IO/ MOCie MpHeMa 3JIeKTPOHHBIX TOKYMEHTOB Ha
XpaHEHUE B apXWB M Jlajee C MEePHOJUYHOCTHIO OJMH pa3 B 5 yer. B cioywasx perymispHoro
HapyIICHUS TeMIIepaTypHO-BIAXKHOCTHOTO PEKHMMa XPAHEHHUS, MPOBEPKY CIEAyeT MPOBOIUTH
OJIMH pa3 B IOl WJIK KaKJIbII pa3 MOCJIe YPE3BbIYANHON CUTyalluu HAPYLICHUs peXUMa.

[IpoBepka 3JIEKTPOHHBIX JOKYMEHTOB HAa HaJW4YKWe BPEJOHOCHBIX KOMITBIOTEPHBIX
nporpaMm («BHUPYCOB») OCYIIECTBIISIETCS IPU NPUEME 3JEKTPOHHBIX JOKYMEHTOB HA XpaHEHUE
OT CTPYKTYPHBIX MOAPA3JEICHUN OPTaHU3alliY, a TAK)XKE BO BPEeMsI IPOBEJACHUS MEPUOANUECKUX
MPOBEPOK TEXHUYECKOTO COCTOSIHUSL AJIEKTPOHHBIX JOKYMEHTOB, KaXIblii pa3 mepen
MCIIOJIb30BAaHUEM D3JIEKTPOHHBIX JOKYMEHTOB, a TaK)X€ B IIPOLECCE MOATOTOBKH JOKYMEHTOB
MOCTOSIHHOTO CPOKa XpaHEHUs K Tepeiaye B TOCYIapCTBEHHbIN NI MyHUITUTIATBHBINA apXUB,

[Ipu mpoBepke HaNMW4YMA W COCTOSHHUS SJCKTPOHHBIX JIOKYMEHTOB B OpraHH3alMu
HEOOXO0aNMO:



COXpaHATh TOPSIOK PACIONIOKEHHsI SIWHUIl XpaHEHUs1 B QyTisipax, KOHTEHHepax, Ha
CTeJUIaXkax, B mkadax;

U3bIMaTh €IUHMIIBI XPAaHEHUs, COJEpKalllie BPEJIOHOCHBIE KOMIBIOTEPHBIE MPOTPaMMbI
(«BUpYCBHI»), U MOMEUIaTh X Ha CIEHMUAIBHO BBIACICHHYIO MOJIKY (SIIMK) JUIS TOCIETYIOLIeH
CreHaIbHON 00pabOTKH IEKTPOHHBIX TOKYMEHTOB,;

BO3BpAIIaTh HAa CBOM MeCTa OOHapY)KEHHBIC BO BPeMsl TPOBEPKH HEMPABUIHHO
XpaHSIINECs eMHHIIBI XPaHCHHUS.

PaboTsl 0 TpoBepKe HATMYMS M COCTOSHHS JIEKTPOHHBIX JOKYMEHTOB (POHIA JOJKHBI
HAuMHATbCA B XPAHWIMILE OCHOBHBIX OK3EMIULIPOB E€IMHULl XPAHEHUS 3JIEKTPOHHBIX
JOKYMEHTOB M 3aKaHUYMBAThCS B XPAHWIUILE PaOOUYHUX 3K3EMILISPOB.

[IpoBepka HamMuYUsi W COCTOSHUS AJIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBIISIETCS B
HECKOJIbKO ATAIOB:

e [peaBapuTENIbHAS TMPOBEPKA HAJIMYUS CIWHHUI] XPAaHEHHS AJIEKTPOHHBIX
JIOKYMEHTOB (hOH/IA;

® OIIeHKA (PU3NYECKOTO COCTOSHUS 3JIEKTPOHHBIX HOCUTENEH;

® OIICHKA TEXHUYECKOTO COCTOSHHSI €IMHHUL] XPaHECHUS;

® TpOBEpKa HAIWYHS SAMHUI] y9eTa dJICKTPOHHBIX JOKYMEHTOB;

® OIICHKA TEXHWYECKOTO COCTOSIHHUS W  BOCIPOU3BOIAMMOCTH  AJIEKTPOHHBIX
JIOKYMEHTOB;

® 3aKIIOYHTEIbHAS IPOBEPKA HATMYHS €AMHUI] XPAHCHHUSI.

[lpr mpoBepke HaMWYMs COUHHII XPAHCHUS OJIIEKTPOHHBIX TOKYMEHTOB MPOBOIUTCS
CBEpKa MX OOILIero KOJUYECTBA M YYETHBHIX HOMEpPOB CO CBEJCHMSAMU B KHUTE Ydera
NOCTYIUICHUH eIMHUI] XpaHeHHUs (MHBEHTAPHOM KHUTe 000COOIEHHBIX HOCUTENEH) U KOJINYEeCTBA
CO CBEIEHHUSMH IO JIMCTy Yy4yeTa OSJEKTPOHHBIX IOKYMEHTOB (poHAa, a TakkKe NpoBepKa
NPaBUIBHOCTH UX OPOPMIICHHUSI.

[lpy mnpoBepke HaMWYMs EAMHUI] YydYeTa ODIEKTPOHHBIX JOKYMEHTOB TPOBOIUTCS
corocTaBieHue (HaKTUYECKHX OOMIMX KOJMYECTBEHHBIX M KOHTPOJBHBIX XapaKTEPUCTHK C
UTOTOBOM 3alKChIO OMUCH, CBEPKA UX HAJMYMUS C OMHCHIO (JIOKANIM3aLus, UM €AMHULBI yyeTa,
o0beM B Oaiitax, MO, naTa u BpeMsi coxpaHeHus ¢aiina).

4.6. TlpoBepka (U3MYECKOTO M TEXHHUYECKOTO COCTOSHUS HOCHUTEICH SICKTPOHHBIX
JIOKYMEHTOB.

[MpoBepka (u3MUECKOTO M TEXHWYECKOTO COCTOSIHUSI DJIEKTPOHHBIX HOCHTEJICH
3aKJII0YAETCs B OLICHKE!

(U3UUECKOT0 COCTOSHUS DJIEKTPOHHBIX HOCHUTENEH (EIMHHI] XpaHEHUs), B TOM 4YHCIE:
COCTOSIHUE TIEPBUYHBIX CPEJCTB XpPAaHEHHUS JJICKTPOHHBIX HOCHTENEH (HaIM4Yue TPEUIHH,
nedopmanuii, pa3pynieHus, HATMIHE W Ka4eCTBO HAJIKMCEH Ha BKIIAIBIIAX M 3TUKETKaX | T.II.),
HAJIMYHE 3albUICHUSI U 3arPS3HEHUS] TOBEPXHOCTEH 3JIEKTPOHHBIX HOCHUTEINICH, HAJTMUUE BIIard Ha
MOBEPXHOCTSIX OJICKTPOHHBIX HOCHTEJCH, (U3NYECKOE COCTOSHHE pPadouyeil MOBEPXHOCTH M
KOPITYCOB 3JICKTPOHHBIX HOCUTEINIEH (BBIIBICHUE MEXaHMUYECKUX MOBPEXICHUNA U AedopMariuid,
paccioeHusl, My3bIpeHus, K3MEHEHUS [IBeTa, HaJIMYUe LaparuH, MPOKOJIOB) U Jp.;

OLIEHKE TEXHUYECKOTO0 COCTOSHHS JCKTPOHHOTO HOCHUTENS, B TOM YHCJIE: COOTBETCTBHE
XapaKTEPUCTHK DIIEKTPOHHOTO HOCHUTENS CBEICHHSM, COJEPXKAIIUMCS B CHATOYHOW OIHCH
CTPYKTYPHOTO TOAPA3ACICHHS WIH B YIOCTOBEPSIONIEM JIUCTE K OMKCH; MTPOBEPKA FIEKTPOHHBIX
JOKYMEHTOB Ha HAJIW4YHe B HUX BPEJOHOCHBIX KOMIBIOTEPHBIX MPOTpaMM («KOMITbIOTEPHBIX
BUPYCOBY»); NpOBEpKa Ha cOOM TNpH CUUTHIBAHUM HH(OpMAIMKM, B TOM YHUCIE MPOBEPSETCS
YPOBEHb MapaMETPOB, XapaKTEPU3YIOIIUX IEKTPOHHbIE HOCUTENH (HApUMep, YUCIo cO0eB mpu



CUMTHIBAaHUU HH(GOpMAIIMM B EIWHUIAX BPEMEHH, YHCIO TOBPEKICHHBIX W HEUYUTAEMBIX
CEKTOPOB, KOJIMYECTBO OMMUOOK MPH YTCHUH (PailyIoB U T.I1.)

HpI/I IMPOBCPKC TCXHUYCCKOI'O COCTOAHHA OSJICKTPOHHBIX HJOKYMCHTOB IIPOBOAUTCA
IMPOBCPKa BOCIIPOHU3BOAUMOCTH BCEX CANHUIL ydycTa SJICKTPOHHBIX JAOKYMCHTOB Ha
000pyOBaHUU apxHBa (BU3yalbHbII MPOCMOTP) B XOJ€ NMpUEMa CIUHHIl XPAHEHHS B apXuB U
Janee ¢ IepUOTUIHOCTRIO OJIMH pa3 B 5 JIeT.

KoHTponb  TEXHHUYECKHX MMapaMeTpOB  DJIEKTPOHHBIX  HOCHUTENEH, DJICKTPOHHBIX
JOKYMCHTOB IPOBOAAT C IMOMOIIBIO CIHCHUAIM3UPOBAHHOI'O armapatTHoro v mnporpamMMHOro
obecrieyeHus.

Pe3yﬂbTaTbI IMPOBCPKU HaJIn4us n COCTOsSAHUA SJICKTPOHHBIX JAOKYMCHTOB u
OoOHapy)KEHHBIE HENOCTaTKH (PHUKCHPYIOTCS B aKT€ TMPOBEPKHM HAIMYHS M COCTOSHUS
AJNIEKTPOHHBIX JIOKYMEHTOB Pa3leibHO MO OCHOBHBIM M PAa0OYMM SK3EMILISIpaM JIIEKTPOHHBIX
JOKYMEHTOB. B ciydae ecnu pabourie U OCHOBHBIE SK3EMIUISPHI CIUHUII XPAHCHHUS XPaHATCS B
OIHOM XPpaHWJIMIIEC, PC3YJIbTAThI IPOBCPKHU UX HAJIUYIUA U COCTOAHUA BHOCATCA B CBOI[HI:II\/'I aKT.

AKTBI, COCTAaBJICHHBIC ITO OKOHYaHUWU ITPOBCPKU, BKIHOYAKOTCA B ACJIO (bOHI[a.

4.7. Bpliaya 37€KTPOHHBIX apXUBHBIX JOKYMEHTOB U3 apXMBOXPAaHUIMILA

E,Z[I/IHI/II_H:I XPAaHCHUS SJICKTPOHHLIX TOKYMCHTOB BbIJAIOTCA U3 apXHWBa OPraHU3aluu:

e U1 MWCHOJB30BAHUSA B CIPYKTYpHBIE TOAPA3LEICHUS U  COTPYAHUKAM
OpTraHH3aIny;

e BO BPEMEHHOE IIOJIb30BAHUE IIPABOOXPAHUTEIBHBIM OpraHaMm, Ccyay U
MPOKYpaType B NOPSIIAKE, YCTAHOBIECHHOM JEHCTBYIOLIMM 3aKOHOIATEIILCTBOM;

® Ui MIPOBEJACHHS apXUBHBIX PA0OT C AJIEKTPOHHBIMH JOKYMEHTAMH (BBIITOJIHEHUS
TCMATUYCCKUX U IIPABOBBIX 3alIPOCOB, SKCIICPTU3LI HECHHOCTHU JOKYMCHTOB U T.H.);

¢ JUJId IpOBCACHUSA pa60T 10 CO3AaHUK OOITOJIHUTCIBHBIX pa60q1/1x 9K3CMILIISIPOB
9JICKTPOHHBIX JOKYMCHTOB, B TOM YHUCJIC IIOJIB30BATCIILCKUX, CO3JaHUSA
9K3EMIUISIPOB DJIEKTPOHHBIX JTOKYMEHTOB I10 3allpOcaM OpPTaHU3aIlui M YaCTHBIX
JIVIL ¥ JIP.

Hanbonee wYacto WHCHONB3yeMble JJICKTPOHHBIC Jeja OpraHW3alud MOTYT OBITh
BKJIIOYEHBI B (DOH]I TIOJIH30BAHUS apXMBa KaK COBOKYMHOCTHh KOIMHUH 3JEKTPOHHBIX JTOKYMEHTOB,
PasSMCIICHHLIX B I’IH(bOpM&LIHOHHOfI CUCTCMC apXHBa OpraHU3allui WJIN 3allMCAHHBIX Ha JUCKAX,
NpeIHAa3HAYCHHBIX JUIsI ONEPAaTUBHOTO W YHAAJCHHOTO K HHUM JOCTyrna. BHyTpeHHuWe ommcu
AJNIEKTPOHHBIX JIe MOTYT BKJIIOYAThCS B COCTaB HAay4YHO-CIIPABOYHOTrO armmapara (oHaa
MIOJTb30BAHHS.

5. Opranu3zanus yyeta 3J€KTPOHHBIX JOKYMEHTOB

5.1. Y4eTHbIE €IMHULIBI ATEKTPOHHBIX TOKYMEHTOB

VY4yery mnonanexar Bce XpaHSIIMECSs B AapXUBE OpraHM3allMM DJIEKTPOHHBIE JI€na,
JIEKTPOHHBIE JOKYMEHTBI U OITUCH IEKTPOHHBIX €Il

VY4er npou3BOAUTCS IMyTEM NIPUCBOCHMSI €IUHHULIAM XPAHEHUS YIEKTPOHHBIX TOKYMEHTOB
YUYETHBIX HOMEPOB, KOTOPBIE SBJISIFOTCS COCTAaBHOW YaCThIO MX apXMBHOT'O IIK(pa.

ApXuBHBIN NP SIUHULBI XPAaHEHHUS - YCIOBHOE 0003HAUYEHHUE, TPUCBANBAEMOE KX I0U
€IMHUIIC XPAHEHHsI JEKTPOHHBIX JTOKYMEHTOB (3JICKTPOHHOMY Jey) B LEsIX oOecreueHus ee
UICHTU(PUKAIIMY TTPU UCTIONb30BAHUH.

ApxuBHBIN MU(P €IUHULIBI XPAHEHUS 3JIEKTPOHHBIX JJOKYMEHTOB BKJIHOYAET CIEAYIOIINE
JJIEMEHTBI:

e HOMep (poHMa, B COCTaB KOTOPOTO BKIIOUEHBI HJIEKTPOHHBIE TOKYMEHTHI,



e HOMEp OMHCH JJICKTPOHHBIX JIET;
e HOMEp €IMHHIIBI XPaHEHUsS JEKTPOHHBIX JTOKYMEHTOB (SJEKTPOHHOTO JeNa) IO
OTIMICH AJICKTPOHHBIX JICTI.

[Ipu yueTe 3MEeKTPOHHBIX TOKYMEHTOB IO €IUHUIIAMH U3MEPEeHHs 00beMa HHPOPMAIHH
MPUHUMAIOTCS OalTHI MK MeradanTel (MO).

OCHOBHBIMU  YYETHBIMH E€IUHUIIAMH TIPU OPTraHU3alMH XPAHEHHUS AJIEKTPOHHBIX
JIOKYMEHTOB SIBJISIFOTCSI:

— eIMHULIBI XPAHECHUS JJICKTPOHHBIX JIOKYMEHTOB - SJICKTPOHHBIC JIEIa;

— EIMHHUIIBI y4eTa SJICKTPOHHBIX IOKYMEHTOB - JJICKTPOHHBIC IOKYMEHTHI ((haiiibl,
BKIIFOUEHHBIC B COCTAB AJICKTPOHHOTO JIENa).

5.2. CucreMa y4eTHBIX JOKYMEHTOB

B apxuBe Bemercs  IEHTPAIM30BaHHBIA  y4eT  BJIEKTPOHHBIX  JOKYMEHTOB,
OCYIIECTBIISIEMBbIM  pa3/ieIbHO IO OCHOBHBIM U pabo4yuM 3K3eMIUISIpaM  3JIEKTPOHHBIX
JIOKYMEHTOB.

Jlist pukcanuu y4eTHBIX JaHHBIX 00 JIEKTPOHHBIX JOKYMEHTaX B apXUBE HCIIONIB3YIOTCS
CJIETYIOIINE YUYETHBIC JOKYMEHTHI:

e KHHUTa ydera NOCTYIUICHHS DSJCKTPOHHBIX HOCUTENEH (MHBEHTapHas KHUTA B
npeenax apXuBOXPaHIIIUIIA);

® ChucoK (OHJIOB;

e JmcT QoH/a;

® JIUCT ydeTa 3JIEKTPOHHBIX JAOKYMEHTOB (DOHAA; — OMHUCH 3JIEKTPOHHBIX eI —
peecTp onucei.

[Ipu mnpueme »HIIEKTPOHHBIX JOKYMEHTOB B apxuB B KHure yuera MNOCTYIUICHUS
DJIGKTPOHHBIX HOCHUTENEH (MHBEHTAPHOW KHUIE) YKA3bIBAETCS HAWUMEHOBAaHUE 00O0COOJICHHBIX
MaTepUaIbHBIX HOCHTENEH, CTaTyC O3K3eMIUIsipa 00O0COOJICHHBIX MaTepualbHBIX HOCHUTENEH
(ocHOBHOH, pabounii), 00beM uHpoOpMaIuu (B OaiiTax), 00IIee KOTMIECTBO CAMHUI] XPAHCHUS
JJIEKTPOHHBIX JIOKYMEHTOB (1O OMUCAM), KOJMYECTBO BKIIOYEHHBIX B HHX DJIEKTPOHHBIX
JOKYMEHTOB (MO0 BHYTpeHHMM onucsMm). Ha 1 sHBaps kaxaoro roga MOABOIUTCS HTOT
KOJIMYECTBA MOCTYMUBIIUX W BHIOBIBIITUX 32 TOJl HOCUTENICH IEKTPOHHBIX TOKYMEHTOB.

Kuaura ydera eauHHWI] XpaHEHHUS OIIGKTPOHHBIX JIOKYMEHTOB TMpEAHA3HAYCHA IS
perucTpanuy, ydera IMOCTYIJICHUS B apXWB U BBIOBITHS E€IMHMII XPAHEHHsS 3JIEKTPOHHBIX
JOKYMEHTOB (JIGKTPOHHBIX JI€J) U MPHUCBOCHUS E€IUWHUIIAM XpPaHEHHUS YYETHBIX HOMEPOB.
Y4eTHbII HOMEp E€IUHMIIBI XPAHEHHUS SJEKTPOHHBIX MOXKET COAepXkaTh yKa3zaHUE CTaTyca
IK3EMILISIpa 000COOIEHHBIX MAaTePUATBHBIX HOCUTENEH (OCHOBHOM, pabouuii), HOMEp OCHOBHOTO
IK3EMIUISIpa HOCUTENS WM HOMEp pabodero 3K3eMIULsipa HOCHTENS, a TakKe HoMepa omucei
JMEKTPOHHBIX JOKyMeHTOoB. Ha 1 sHBaps kaxaoro rojga MOABOJUTCS HMTOr KOJIMYECTBA
MOCTYMUBIINX U BHIOBIBIIMX 32 I'OJl €IWHUI] XPAHEHUS U 00Iee KOJMYECTBO €IUHUI] XpaHEHUS,
HAXOJSAIIUXCS HAa XPaHEHUU.

[Ipy mnepBOM TOCTYIJIEHUU DIIEKTPOHHBIX JOKYMEHTOB B AapXUB OpraHHU3aINH
COCTaBIISICTCS JIUCT y4eTa dJEKTPOHHBIX JOKYMEHTOB (hoHAA.

Onucek AJIEKTPOHHBIX [N SIBISICTCS OCHOBHBIM TMEPBUYHBIM YYETHBIM JOKYMEHTOM,
MPUMEHSIEMBIM JIJISl yYeTa 3JIEeKTPOHHBIX /1€ TOCTOSIHHOTO U BpeMeHHbIX (cBbIiIe 10 JieT) cpokoB
XpaHEeHHs, a TaK)Ke OMUCAHHBIX JJIEKTPOHHBIX TOKYMEHTOB ApxmBHOTO (hoHma Poccuiickoit
Oenepanyiy, TpeIHA3HAYCHHBIX U Tepefayd B TOCYAAPCTBEHHBIM WJIM MYHUIIUTIATHHBIN
apXUB.



B ommucu Bemercss MOEAMHWYHBIA ydeT €JUHMII XPAaHEHHs IEKTPOHHBIX JTOKYMEHTOB
(9JIEKTPOHHBIX J€d) MyTeM 3aKpeIUICHHs 3a KaKAbIM CaMOCTOSTEIbHOIO HoMepa. EnuHuib
XpaHEHHUs JJIEKTPOHHBIX JIOKYMEHTOB YUYUTHIBAIOTCS B OIUCH B COOTBETCTBHM C UX
cUCTEeMaTU3alued U CKBO3HOW HyMepaluen 3a MOPsAKOBBIMU yYETHBIMU HOMEPAMH.

[MomMMHHUK OMUCH BJNEKTPOHHBIX Jien  odopmisiercss Ha OyMaXHOM HOCHTENE
(mpusnoxxeHue 2).

B konne onmcu odopmisiercs UTOroBas 3alluCh, B KOTOPOW yKa3bIBA€TCSl KOJIUYECTBO
€IMHUI] y4eTa, T.e. DJCKTPOHHBIX Jen (1MdpamMu U B KPYIIBIX CKOOKaxX - MPOMHCHIO), 00beM
€IMHUI] y4eTa SJIEKTPOHHBIX JOKYMEHTOB B OaiiTax, o0Ilee KOJUYECTBO EAMHHUI[ XPaHEHUS
(ocHOBHBIX M pabounx), ¢opmarbl (aijoB W UHBIE KOJUYECTBEHHbIE XapaKTEPUCTUKU
JIEKTPOHHBIX Jien. MIToroBas 3anmuch MOANUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJKHOCTH
U J1aThl COCTABJICHMSL.

Peectp ommceit BeaeTcs B apXUBE OPraHU3alUK B OOIIEM PEEeCTPOB OIHCEH.

6. Hcnoub3oBaHHMe DJJIEKTPOHHBIX [OKYMEHTOB apxXuBa ApXuB IpEAOCTaBISIET
NOJIb30BATENSIM  AJIEKTPOHHBIE JTOKYMEHTHI, HE COAep)Kalue HHPOPMALUU OrpaHHUYECHHOTO
JIOCTYIIA, @ TAKYKE TOMCKOBBIE TAHHBIE AIEKTPOHHBIX TOKYMEHTOB.

Joctyn monb3oBareneil K AJIEKTPOHHBIM JIOKYMEHTaM OIPaHUYEHHOI'O JOCTYyIla
OCYIIIECTBIISIETCSI C YYETOM TpeOOBaHUMU, YCTAaHOBJIECHHBIX NEHCTBYIOIIUM 3aKOHOJATEIbCTBOM
Poccuiickoit denepanuu 1 COOTBETCTBYIOLIMMH HOPMATUBHBIMU IIPABOBBIMH AKTaMH.

OcHOBHBIMU (hOPMaMU UCTIONB30BAHUS SBISIOTCS:

e JCIOJIHEHHE 3alpOCOB I0JIb30BATENIECH, B TOM YHCIE COLMAIBHO IIPABOBOTO
Xapaxkrepa;

e BbIIaYa DSK3EMIULIPOB AapXMBHBIX JJEKTPOHHBIX JOKYMEHTOB IO 3ampocam
(GU3NUECKUX U IOPUIUUECKUX JIHIL;

e BbIJIaYa APXUBHBIX JJEKTPOHHBIX JIOKYMEHTOB BO BPEMEHHOE IOJIb30BAaHUE B
CTPYKTYpHBIE NTOAPA3IEIECHNs OPraHU3alMi U CTOPOHHUE OpPraHU3alNu.

JlocTyn pyKOBOJCTBa M COTPYJHHKOB (miMana K JTOKYMEHTaM apXuBa MPH HAIWYUU
UH(POPMALIMOHHOM CHCTEMBI OCYIIECTBISIETCS. HEMOCPEACTBEHHO € pPa00OYMX MECT COTPYAHUKOB B
COOTBETCTBUM C YCTAHOBJICHHBIMU INPUKA30M PYKOBOJIWTENS OPraHU3alWU MPaBaMH JOCTyIa K
JIOKYMEHTaM.

B mpotuBHOM ciydae apXMB MOXET MNPEIOCTABIATh SJIEKTPOHHBIE JOKYMEHTHI 10
JOKaJIbHOM ceTH opraHu3zauuu. B 3ToM ciyuae BedeTcs JKypHal BbIIAYM 3JEKTPOHHBIX
JOKYMEHTOB M3 apxuBa, B KOTOpPOM (uKcHupyeTcs: naTa BblIaud, (GaMHUIUs, HHUIHAIBI
3aPOCUBIIEr0 JOKYMEHT COTPYIHMKA, HA3BaHUE CTPYKTYPHOIO MOJpa3JeieHUs, 3arojIOBOK U
YYETHBI HOMED BBIJJAHHOI'O JOKYMEHTA.

ApXUB MOXKET NPEIOCTaBIATh JOCTYIl K 3JIEKTPOHHBIM JOKYMEHTAM, OTKPBITBIM IS
nyOJIMYHOTO JIOCTYIIA, uepe3 BeO-callT opranu3anuu B cetu «MHTepHETY.

DJEeKTPOHHBIE JOKYMEHTBHl apXuBa BBIIAIOTCS IOJIb30BATENsAM Ha 000COOJICHHBIX
AJIEKTPOHHBIX HOCHUTENAX (KOMUS pPabo4yero SK3eMIUIsIpa AIIEKTPOHHBIX JTOKYMEHTOB) WIIH
KOIHUPYIOTCS COTPYIHHKOM apXMBa Ha MKECTKMM IJUCK KOMIIBIOTEPA, MOCIE 4Yero JAOCTYI K
JOKYMEHTY MpeaocTaBisieTcs (10 JOKAIbHON CETH WM MepeChlIaeTcs Ha JJIEKTPOHHOM MOYTe).

7. KoMmIiekToBaHUE apXMBa 3JEKTPOHHBIMU JIOKYMEHTAMHU

7.1. IcTOYHNKYN KOMILJIEKTOBaHUS

KomMiuiekToBaHue apxyuBa opraHu3aliy 3J€KTPOHHBIMUA JJOKYMEHTAMU BKJIIOYAET:



® OIpeleleHUE CTPYKTYPHBIX MOAPA3JEIECHUN, 3JIEKTPOHHBIE TOKYMEHTBI KOTOPBIX
NepEeAaAl0TCsl B ApXUB;

® OIpEIEIECHHUE COCTAaBA MIEKTPOHHBIX TOKYMEHTOB, IOJIEKAIINX

® [pUEMY B apXUB;

® OpraHU3aLMIO NIepeady MIEKTPOHHBIX TOKYMEHTOB B ApXHUB.

DJEeKTPOHHBIE JOKYMEHTBHI MEpealoTcs B apXHB 3alMCaHHBIMH Ha 000COOJIEHHBIE
JIEKTPOHHBIE HOCUTENH (ONITUYECKUE TUCKH ) OJTHOKPATHOM 3aIUCH.

Cpoku nepenadyu JIEKTPOHHBIX JOKYMEHTOB B apXMB yCTAHABIMBAIOTCS OpraHu3aluel B
rpaduke npueMa-nepeaadn Jaem.

ApXuB oOpraHM3allid BeJEeT CIHCOK CTPYKTYPHBIX TOApA3JECIeHUH, OT KOTOPbIX
HOCTYMNAIOT 3JIEKTPOHHBIE JOKYMEHTHI B @pXUB OpraHU3alHH.

7.2. DkcnepTu3a LEHHOCTU AJIEKTPOHHBIX JOKYMEHTOB OKCIIEPTH3a LEHHOCTU
AIIEKTPOHHBIX JIOKYMEHTOB IIPOBOJUTCS: — MPHU pa3pabOoTKe HOMEHKIATYPHI Jien (puinuana; — npu
NIEPECMOTPE HOMEHKJIATYPBbI JIE.

Ha »rane pa3paGoTku HOMeHKnaTypbl nen B rpagde «l[Ipumeuanue» Kk 3arosoBkam
JIEKTPOHHBIX JIeJI IpOCTaBisieTcss oTMeTKa «O 1y («Dnexmponnvle 00KyMeHmbLy).

[Io ucreueHMm cCpoka XpaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB B HH()OpPMaIMOHHON
CUCTEME, TPOBOJAUTCS SKCIEPTU3A UX LIEHHOCTH B LEJSIX COCTABIEHUS OMMCEN AIEKTPOHHBIX A€
IOCTOSIHHOTO M BpeMeHHBIX (cBbimie 10 jieT) cpokoB XpaHeHus (IpUIOKeHue 2), BHYTPEHHHUX
ONMCEN DJEKTPOHHBIX JOKYMEHTOB (IIPUWJIOKEHHE 1) M aKTOB O BBIAECIEHHUU K YHUYTOXCHHIO
JIEKTPOHHBIX IOKYMEHTOB, CPOKH XPaHEHHsI KOTOPBIX UCTEKIIN.

IIpn nmpoBeneHMH SKCHEPTU3bl LIEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB JIOMOJIHUTEIBHO
YUUTBIBAIOTCS:

® 3HAYMMOCTh HHQPOPMALMU DBJIEKTPOHHOTO JOKYMEHTa (YHUKIBHOCTH MU
TUTTMYHOCTH );

® [IOBTOpEHHUE MH(OPMAIMH INEKTPOHHOTO JJOKYMEHTA B MH(POPMALIUU JOKYMEHTOB
IIOCTOSIHHOTO CPOKa XpaHEHUs, CO3AAHHBIX Ha APYTUX HOCUTEIAX;

® [EPBUYHOCTb HHGPOpPMALMU DBJIEKTPOHHOTO JOKYMEHTa C BO3MOKHOCTBIO
MOJTYYCHUS arperuPOBaHHBIX (000OIICHHBIX, AHATUTUYECKHX ) JaHHBIX;

® BHUJ, PA3HOBUJHOCTb IEKTPOHHOTO JOKYMEHTA;

® [IOJJINHHOCTb 3JIEKTPOHHOI'O JJOKYMEHTA, HAJIMUHUE IEKTPOHHON NOJIINCH;

® OIrPaHWYEHHOCTb CPOKOB IOATBEPXKACHUS MOIIMHHOCTH 3JIEKTPOHHBIX MOJIUCEN
(37eKTPOHHBIX U(POBHIX MOANHCEN);

e (opMy U COCTaB MPOLEAYP MO OOECIIEYCHNIO AyTEHTHYHOCTH

e (MOMIMHHOCTH) U LIEJOCTHOCTH IEKTPOHHBIX TOKYMEHTOB;

® XapaKTEpUCTHKHM M (PU3MUECKOE COCTOSIHME HOCHUTENEH C 3IIEKTPOHHBIMU

JIOKyMEHTaMHU;

® CTeNeHb COXPAaHHOCTH JOKYMEHTOB (oHIa (KaKk Ha AJIEKTPOHHBIX, TaK M HHBIX
HOCHUTEJISIX);

® BO3MOXHOCTh BOCIIPOM3BEACHHUS U 00paboTkn  mHOOpMAIUU

ANIEKTPOHHBIX JIOKYMEHTOB 0€3 HCIOJb30BAHUS OPUTHMHAIBHOTO IPOTrPaMMHOTO
obecneucHus;

e OrpaHMYCHHUS Ha PAcIpPOCTPAHCHHE M MCIIOJIB30BAHUE ICKTPOHHBIX JOKYMEHTOB
U TporpaMMHOro obecreueHust (C y4eToM COONIOEHHUS TOCYIapCTBEHHOM,



KOMMEpPUYECKON TalHbI, aBTOPCKOTr0 MpaBa, UMYIIECTBEHHBIX MPaB, JTOTOBOPHBIX
00513aTeILCTB B OTHOIIICHUH COOCTBEHHUKOB JIOKYMEHTOB);

® BO3MOXHOCTHU apxuBa OpraHu3aluu 1o OTpaHUYEHUIO u

® pasrpaHUYEHUIO JOCTYIA K UHOOPMAIIMH IEKTPOHHOTO JOKYMEHTA;

® BO3MOXHOCThH obOecrieueHusi BpeMeHHoro (cBbime 10 neT) XxpaneHus!, TpOBEICHHS
TEXHOJOTMYECKUX MUTPAIMIl U UX BO3MOXKHAsI CTOMMOCTHAs OICHKA.

OpnHoBpeMEHHO € OTOOpPOM 3JEKTPOHHBIX JIOKYMEHTOB JJisi Iepefadyd B apXuB
OpraHHU3aIH OCYIIECTBIISIETCS BHITPY3Ka METaAaHHbBIX 3JIEKTPOHHBIX JOKYMEHTOB U ITPOTOKOJIOB
aynuTa (CHCTEMHBIX TPOTOKOJIOB/)KYPHAJIOB) 32 TOT K€ MEPUOJT BPEMCHH.

[Ipn sTOM OTHOBpPEMEHHO MPOBEPSIOTCS KA4YeCTBO M TOJHOTA HOMEHKJIATYPHI e
OpTraHHU3aIH, IPABUIBHOCTH OINPEICIICHIS CPOKOB XPAHECHHUS AIEKTPOHHBIX IOKYMEHTOB.

7.3. TloAroToBKa MEKTPOHHBIX JOKYMEHTOB K Mepe/iade B apXUB OPTaHU3aIHH

DNEeKTPOHHBIE Jiea TepeaaroTcsl B apXUB B YIOPSIOYEHHOM COCTOSHUM 1O CIATOYHBIM
OMHUCSIM  CTPYKTYPHOTO  TOJPA3JCICHUS C COMPOBOIUTEIHHOM  CIIy’)KEOHOW — 3amUCKOU
CTPYKTYPHOTO MOIpa3/ieICHHUA.

[ToaroroBka CTPYKTYpPHBIM MOAPA3JEICHUEM DSJICKTPOHHBIX JOKYMEHTOB K MeEperade B
apXMB COCTOMT U3 CIEAYIOIINX 3TAIOB:

e oTO0Op B HHPOPMAIMOHHOM CHUCTEME OpraHM3alld JJIEKTPOHHBIX  JIed,
MOJIEKAIUX TIepeiade B apXHB;

e KOHBEPTUPOBAHHWE  DBJEKTPOHHBIX JOKYMEHTOB B dopmar,

® YCTaHOBJIEHHBIN /ISl apXUBHOT'O XpaHEHUS TOKYMEHTOB;

e TMpoBepKa MPaBWIHLHOCTU (OPMUPOBAHUSA U CUCTEMATHU3ALMH E€IUHUL] XPaHEHUS
3MEKTPOHHBIX TOKYMEHTOB;

e TMpoBepka (HU3MYECKOTO M TEXHMYECKOTO COCTOSHUS AJIEKTPOHHBIX HOCHUTENEH,
MpeHa3HAYEHHBIX JIJIS 3aIUCH 3JIEKTPOHHBIX JOKYMEHTOB;

e nmpoBepka (ailyIoB C 3IEKTPOHHBIMH JOKYMEHTAMU Ha HaJU4HMe BPEIOHOCHBIX
KOMIIBIOTEPHBIX POTPAMM;

® 3amKCh DJJEKTPOHHBIX JIe1 Ha DJIEKTPOHHbIE HOCHUTENU (ONTHYECKHE MIHCKH)
OJTHOKPATHOM 3aIKCH B JIBYX dK3eMIUIIpax (OCHOBHOU U pabouuii);

® [poBepKa KauecTBa 3allMCU ¥ BOCIIPOU3BOJIUMOCTH IIEKTPOHHBIX IOKYMEHTOB;

® COCTaBJIICHHUE B CTPYKTYPHOM IMOJPA3/EICHUU CAATOUYHOW OIMUCH 3JIEKTPOHHBIX
JelI.

[Ipu 3amucu 3JIE€KTPOHHBIX JOKYMEHTOB Ha 00OCOOJIEHHBIE MaTepHalIbHble HOCHUTEIH
coOnrofaeTcs NPUHLMI pa3MELIEHUs Ha OJHOM HOCHTENE OJHOM €IUWHUIBI XpaHEHUS
DIIEKTPOHHBIX IOKYMEHTOB.

Kaxnpiii  ¢yTasp >IEKTPOHHOTO HOCHUTEINS, IEePEIaBaeMOro B apXuB, CHaOXaercs
(GpOHTANTBHBIM BKJIQIBIIIEM, HA KOTOPOM YKa3bIBACTCS:

® COKpaIlleHHOE Ha3BaHUE OpPTaHU3AINH

® COKpallleHHOE Ha3BaHUE CTPYKTYPHOIO MOIpa3/IesIeHUs OpraHu3aluy;

e cTaTyc 3eKTpoHHOro HocuTenst: «OcH.» (ocHOBHOW) unu «Pab.»

e (pabounii);

e HOMEpa CHATOYHBIX OMHUCEH MepeAaBacMbIX AJICKTPOHHBIX JOKYMEHTOB; — JaTa
3aIHCHU AJIEKTPOHHBIX JOKYMEHTOB Ha HOCUTEIb;

® [pu HEOOXOAMMOCTH OTMETKU 00 OTpaHMYEHUH JIOCTYIA H JIp.



OpOoHTANBHBIN BKJIAJBII TOMeN[aercs B (YTIslp 3JIEKTPOHHOIO HOCUTENSI TaKUM
00pa3zoM, 4TOOBI HAAMKMCH Ha HEM ObUTH BUIAHBI IIPH 3aKPBITOM QYTIIspE.

Hagnmucn Ha BKIApax WCHONHSIOTCS KAaKUM-THOO TIEYAaTHBIM CIIOCOOOM  WIIH
CHEIHUALHBIMI YEPHBIMH BOJOCTOMKHMH UYEPHUJIAMH, IS HUX BO3MOXKHO HCIOJIb30BaHUE
[ITAMIIOB U IPYTUX aHAJOTHYHBIX CPEJICTB.

7.4. CocTaBieHue U opopMIICHUE OMKMCEH IIEKTPOHHBIX JEI

CnaTouHasi ONHMCh JJIGKTPOHHBIX JOKYMEHTOB, TIOATOTOBJIEHHAs B CTPYKTYpHOM
MOJpa3eIeHNu OpraHMU3alllM, SBJSETCS MEPBUYHBIM YYETHBIM JOKYMEHTOM JUIsl €IUHUI
XpaHEHUsl SJEKTPOHHBIX JOKYMEHTOB IOCTOSHHOTO M BpeMeHHBIX (cBbimie 10 1eT) cpokoB
XPaHEHUS.

Onucu 3IEKTPOHHBIX Il COCTaBJISIIOTCS HE MO3JHEE YeM depe3 OJMH ToJ TOocie
3aBepIIeHUs (POPMHUPOBAHUS DJIEKTPOHHOTO JIeJia B IEIOMPOU3BOICTBE.

[Ipu cocTaBiieHUN CAATOYHOM OIMUCH JIEKTPOHHBIX €Nl B CTPYKTYPHOM MOJpPa3AeICHUH
COOJTI0TAFOTCS CIIeNYIONIE TPEOOBAHMS:

® 3aroJIOBKHM JJIEKTPOHHBIX 1€ BHOCSTCS B ONKHCh B COOTBETCTBHM C MPUHATOU
CXEeMOH CHCTeMaTH3allui Ha OCHOBE HOMEHKJIATYpPHI JelT;

® KaXJ0e DJJEKTPOHHOE [eJ0 BHOCHTCS B ONUCh TIOJl CaMOCTOSITENbHBIM
MOPSAIKOBBIM HOMEPOM;

®  €CJM 3JIEKTPOHHOE JIEJI0 COCTOUT M3 HECKOJbKUX TOMOB WMJIM YacTeH, TO Ka)KIbli
TOM WJIM YaCTh BHOCSITCSI B OITUCH TOJ] CAMOCTOSITEIbHBIM HOMEPOM;

e rpada onucu «lIpumedanue» Ucmonb3yercs AJil OTMETOK O IIpUEME AIIEKTPOHHBIX
Jiel, 0COOEHHOCTAX UX (PU3NYECKOTO COCTOSIHUS, Tepeaaye APYTUM CTPYKTYPHBIM
MOApPa3IeJICHUEM CO CChUIKOM Ha aKT, HAJIMYUHU KO U T.II.

[Mopsimox TpPHUCBOEHUST HOMEPOB CHATOYHBIM OIMUCAM CTPYKTYPHBIX TOpa3IeIeHHA
YCTaHABIMBAETCSI APXUBOM OpPraHU3AIINU.

OOBEKTOM OIMUCAHUS B CAATOYHON OMHUCH SIBISIOTCS €IUHUIBI XPAHEHHs AJIEKTPOHHBIX
JTOKyMeHTOB. OnucarenbHas CTaThs €IUHUIBI XpaHeHHs (3JIEKTPOHHOTO Jieia) BKIII0YaeT B ce0s
CJIETYIOIINE AJIEMEHTHI:

e HOMED [0 MOPSAKY B IIpeeax OMKCH;

® WHJIEKC SAMHHIIBI XPAaHSHHSI SJICKTPOHHBIX JJOKYMEHTOB I10 OIUCH;
®  3aroJIOBOK JIEKTPOHHOTO JIeNa;

® CpOK XpaHEHHS,

e THUI HOCHUTEIS (OCHOBHOTO 9K3EMILIAPA, pad0Yero SK3eMILIIpa);

e 00beM (B OaiiTax).

Ha ocHOBHOW u paboumii 3K3eMIUISIPHI 3JEKTPOHHBIX JOKYMEHTOB COCTaBIISIOTCS
OTJIEIbHBIE CIaTOYHBIE OMHUCH.

B konme omucu odopmiisieTcss uToroBasi 3amuch, B KOTOPOHW YKa3bIBAETCS KOJIHYECTBO
€IMHUL] XPaHEHUS DJICKTPOHHBIX JOKYMEHTOB (LM(ppaMU M B KPYIJIBIX CKOOKaxX - MPOMHCHIO);
NEPBBIN U TOCIEIHNI HOMEpa eIUHUI] yYeTa 10 OIMUCH, IIPOIYIIICHHBIE HOMEpa.

K cnarounoil omuicu MOXET COCTaBIATHCS NMPEAMCIOBUE C YKa3aHHEM IPOrpaMMHOTO
o0ecrieyeHrs, €ro BEpCHUM M JIPYIHMX TEXHOJOTHYECKHX XapaKTepUCTUK HH(POPMAIIMOHHBIX
CHUCTEM.

7.5. llopsanok nepenaydu 37€KTPOHHBIX JOKYMEHTOB B ApXUB



DJNIeKTPOHHBIE Jella MOCTOSHHOTO W BpeMeHHOoro (cBeimie 10 JieT) CpOKOB XpaHEHHS
NepeJaloTCsl B apXUB OpraHMU3aIMK €XKEeroIHO He MO3JIHee YyeM depe3 3 rofa mocie 3aBeplieHus
paboThI ¢ JOKYMEHTaMH.

[lepenaua >7eKTPOHHBIX €Nl B apXWB MPOU3BOAUTCS B YHNOPSIOYEHHOM COCTOSHUU Ha
OCHOBAHUU CAATOYHBIX ONUCEH (MpUsIoKeHHE 2).

JlokyMeHTBI Ha 000COOJIEHHBIX AJIEKTPOHHBIX HOCUTENSAX (PU3NYECKH MEepeMEeIaloTcs U3
CTPYKTYPHBIX MOJIpa3ie/iecHUui B apXUB.

8. lIpuaoxenns.

[lepeyeHb BUIOB yIIpaBIeHYECKUX TOKYMEHTOB,

CO3/1aHHe, XpaHEHUE, HCIIOIb30BaHUE KOTOPHIX OCYLIECTBISETCS B (hOpME 3IEKTPOHHBIX
JIOKYMEHTOB IIPH OpraHU3aliy BHYTPEHHEH JesITeTbHOCTH.

1. IIpoeKThI TOKYMEHTOB.

[TpoekThl pacopsAAUTENbHBIX, HOPMATUBHBIX, OPraHU3aLMOHHBIX U UHBIX TOKYMEHTOB.

JIOKyMEHTBI K HUM (K TTPOCKTaMm).

JIOKyMEHTHI 110 X pa3paboTke (1o pa3paboTKe MPOCKTOB).

2. IlnaHoBbIe, OTYETHBIE JOKYMEHTHI, HH(pOpMAaILUs KOTOPHIX MOABEpraeTcsi 0000IIEeHHIO.

2.1.  TIlnausr

Texy1iero mIaHUpoOBaHuUs;

OneparuBHBIE TIAHBI PaOOTHI OPraHU3AIUY;

[Tnaner pabOTHI CTPYKTYPHBIX MOAPA3ACIICHUN;

WuauBuayanbHble MIaHbl pA0OTHUKOB;

[1nanbl TpoOBEICHUS PA3IMYHBIX MEPOTIPUSATHU;

I'paduku yuera pabouero BpeMeHu;

I'paduku npoBeneHMs pa3InIHBIX MEPOTIPUATHI;

I'paduku npoBeneHus aTTecTalli, MOBBIIICHUS KBATU(DUKAIIHH.

2.2. Ortuersr:

O BBINOTHEHUH TTAHOB PA0OTHI OpraHu3anyy (KBapTaIbHBIE, MECSIYHBIC);

O BbBINOJHEHUU IIJJAHOB pabOThl CTPYKTYPHBIX TMoOApa3iefieHuil (KBapTalibHbIE,
MECSYHBIC);

O BBINOJTHEHUH WHANBUAYAIbHBIX [IJIJAHOB PAOOTHHUKOB;

O 10KyMeHTO000pOTE OpraHU3aIHH.

JIOKyMEHTHI K I1aHaM, rpaduKaM, cXxeMaM, OTIETaM.

JIOKyMEHTHI 110 pa3paboTKe IIaHOB, TPAapHUKOB, CXEM, OTUETOB.

WNudpopmanoHHbIe TOKYMEHTHI.

Jokmnanpl, 0030pbl HH(OPMAIIMOHHOTO XapaKTepa.

Nudopmarnmonnsie, TeMatudeckue, Oudauorpadudeckue mogoopku HHPOPMaIIUH.

CooOuienusi, cTaThb O ACSITEIbHOCTH OpraHU3aIIH.

CrnipaBouHbIE JOKYMEHTHI.

Cnucku agpecoB, TenedOoHOB.

Criucku pacchUIKH JOKYMEHTOB.

Criucku (mepeyHn) 000pyA0BaHUSL.

JIOKyMeHTHI (IPOTOKOJIBI,  CIIPABKH, CBelICHMUS, CBOJKH, pacyerbl, OTYETHI,
JIOKJIA/IHBIE U CITy»KeOHBIE 3aITUCKHU U JIp.) [0 ONIEPAaTUBHBIM BOIIPOCAM.

[Topyuenuss pykoBOAUTENS OpraHM3ali CTPYKTYPHBIM MOJIPa3CIICHUSM.



JIoKyMeHTBI pabouuX TPy, KOMUCCUH OTIEPaTUBHOTO XapaKTepa.

JIOKyMEHTBl ~ CTPYKTYpPHBIX  HOAPA3ACICHHUN,  INPEACTaBIsIEMbIE  PYKOBOJICTBY
OpraHu3aIiu.

JIOKyMeHTBI 110 HH(POPMAIIMOHHOH I TETbHOCTH.

JIOKYMEHTBI 110 TPYIOBBIM OTHOIIECHUSAM M KaIpPOBOMY 00ECIICUEHHUIO.

JIOKYMEHTBI 10 TOKYMEHTAIIMOHHOMY O0OECTICUCHHUIO YITPaBICHUS.

JIOKyMEHTBI 0 aIMUHUCTPATUBHO-XO035MCTBEHHON JIEATEIIbHOCTH.

JIOKyMEHTBI 110 OBITOBBIM BOIIPOCAM.

JIOKyMEHTBI 110 OpraHu3aIy J0CyTa.

Buytpennsia nepenucka.

BnyTtpeHnHss nepenucka:

O peasivzanuu NPUHATHIX PEIICHUI;

O npuMEeHEeHUH HOPMATUBHBIX JTOKYMEHTOB;

[lo opranu3anuMoOHHBIM BOMpPOCaM JAESATEIBLHOCTH, B TOM YHCIE [0 MPOBEACHUIO
Pa3JIMYHBIX MEPOIPUITHIA;

[1o onepaTUBHBIM ITPABOBBIM BOIIPOCAM;

[To Bompocam obecrieueHust 000pyAO0BaHUEM;

ITo Bompocam Aeonpon3BOACTBA U APXUBHOTO JIENA;

[To X03sCTBEHHBIM U aIMUHUCTPATUBHBIM BOIPOCAM;

[To obecnieueHHIO TPAHCIIOPTOM, CBSI3BIO;

[To kagpoBOMY OO€ECIICUEHUIO;

[To sKOHOMUYECKHM, HAY4YHBIM, KYJIbTYPHBIM U UHBIM CBsI3sIM. B psne Clly4yaeB
MepenucKa BXOJUT B COCTAB TPYIIBI JOKYMEHTOB, OOBEAMHEHHBIX B OJJHY CTaThIO "TOKYMEHTHI".

JIOKyMEHTBI 110 PETUCTPALUN, YIETY U KOHTPOJIIO.

Knurnu.

KypHaisl.

Kaprouku.

Peectpsl.

ba3bl faHHBIX.
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