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NMpaBuna opraHusaumm XpaHeHUA, KOMNJIeKTOBaHuUA,

ydyeTa m McnoJib30BaHuA Hay‘IHO-TeXHVI‘-IeCKOﬁ AOKYMEeHTauum

B OpraHax I'Ocyp,apCTBEHHOﬁ BJ1aCTU, oOpraHax MeCTHOro camoynpasjieHums,
rocygapCrtB€HHbIX U MYHUMUMNAJIbHbLIX OPraHn3aumax

I. OCHOBHbIE NOJIOXKEeHUA

1. MpaBuna opraHusaunMnm XpaHeHUs, KOMMJIeKTOBaHUSA, y4eTa W WCMNOSb30BaHUA Hay4dHO-
TEeXHNYECKON [OOKYMeHTauum B OpraHax rocyfapCTBEHHOW BfAacTu, OpraHax MeCcTHOro
caMmoynpaBieHusl, roCyAapCTBEHHbIX W MYyHUUMMaNAbHbLIX OpraHusaumax (panee - [lpasuna)
pa3paboTaHbl B COOTBETCTBUM C MYHKTOM 2 4acTu 1 cTaTbh 4 ®enepasibHOro 3akKoHa oT 22 okTA6ps
2004 r. Ne 125-®3 «06 apxusHoM pene B Poccuinckon depepaunn» (CobpaHmne 3akoHonaTenbCTBa
Poccunckon ®epepauunu, 2004, Ne 43, cT. 4169; 2017, Ne 25, cT. 3596) (nanee - denepasbHbIn
3aKoH Ne 125-®3), nyHkTOM 7 lMonoxeHusa o PegepasibHOM apXMBHOM areHTCTBE, YTBEP)XXAEHHOIO
Yka3om [lpe3nmpgeHTa Poccuinckon @depepaumm oT 22 wuioHa 2016 r. Ne 293 (CobpaHume
3akoHopaTenbcTtBa Poccunckon Pepepaumn, 2016, Ne 26, cT. 4034) (manee - lMonoxeHue o
defepasibHOM apXMBHOM areHTCTBeE).

2. MpaBuna pa3paboTaHbl C Y4ETOM MONOXKEHUNA HaALMOHAJNIbHbIX, MeXAYHapOAHbIX CTaHAapTOB,
onpenensarwmx cocTaB, NOPAAOK Co3OaHNsA, obpalleHNsa N XpaHEHNA Hay4YHO-UCCea0BaTeIbCKON,
MPOEKTHOW, KOHCTPYKTOPCKOMN, TEXHONOrMYECKOM U MNpOorpaMMHON OOKyMeHTauunm (Hay4Ho-
TEXHNYECKON OOoKyMeHTauuun) (nanee - HTM) Ha 6yMa>kHbIX U 3IEKTPOHHbLIX HOCUTENSX.

3. [MpaBuna npepHasHayeHbl QAJI9 OpPraHoB [rOCYyAapCTBEHHOW BJlaCTWM, OPraHoB MECTHOro
camMoynpaBJieHUs,, TOCy[apCTBEHHbIX KOpMopauunh, roCyAapCTBEHHbIX W MYHULUMMNANbHbIX
opraHmsauun, BbICTyNaOWMNX paspaboTynkamu, 3aKa34ynkamm, 3aCTPONLMKaAMMU,
SKCNNyaTUPYIOLWUMN  OpraHn3aumsaMm, a TakKXe 3aHMMalWwMMNCa MNpOU3BOACTBOM Hay4HO-
TeXHNYEeCKOM NMPOAYKLNM, B MpoLiecce AeaTeNIbHOCTN KOTOopbiX obpa3yeTca HTA.

4. Mo peleHnto HerocygapCTBEHHbIX OpraHM3auuin, B AeATeNIbHOCTU KOTopbix obpa3syetca HTU,
BbICTYNAOLLMNX 3aKa34ymkamu, pa3paboTymnkamuy, 3acTponwmkKamu, 3KCNyaTUpyoLWwmnmmn
opraHusaunsaMun, a TakXe 3aHUMalWMMUCA MNPOU3BOOCTBEHHOW [OeATeNbHOCTbI0, HacToswue
I'IpanmaM MOTyT TMNPUMeHATbCA MNpu OoOpraHM3aunnm XpaHeHnAa, KOMMIEeKTOBaHUA, Yy4eTa W”
ncnonb3oBaHuma HTA.

5. MNpaBnna ycTaHaBAMBAOT €4UHbIN NOPAAOK OpraHM3aunm KOMMAEKTOBaHUSA, y4eTa, XpaHeHus,
obpauweHmna u wncnosnb3loBaHua HTL, a TakXe OTHECeHUS €ee K CcocTaBy ApXMBHOro ¢oHAaa
Poccuitckoin ®egepalun no pesyabTaTaM NpoBefeHUs skcnepTussbl LeHHoctu™ ans opraros
rocyapCcTBEHHON BAACTN, OpPraHOB MECTHOIro CaMOoynpaB/ieHNs, FOCYAapPCTBEHHbIX U
MYHMUMNANIbHbIX OpraHnu3aunn.
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6. OpraHu3aumsa XxXpaHeHUsi, KOMIMJIEKTOBaHUSA, y4YeTa W ucnosnb3oBaHua HTL, coaep>xawien
CcBeleHuns, coCcTaBngowme rocygapCTBeHHYO TalHy, APYrne BMAbl TalH, NepPCOHaibHble OaHHbIE
WAN  UHble CBeAeHUs KOoHMUAEHUMANbHOrO0 XapakTepa, ocywecTenadetrca ¢ cobnaogeHnem
TpeboBaHMI 3aKoHoAaTenbCTBa Poccumnckon depepaumu.

7. FTocynapCTBEHHbIE OpraHbl, OpraHbl MECTHOro CaMOyrnpaBJiEHUS MOCENEHU, MYHMLUNANbHbIX
PaoOHOB, MYHULMUMNANbHbLIX OKPYroB, TOPOACKMX OKPYroB W BHYTPUIrOPOACKMX PaNOHOB,
BbICTYNaloLMe 3aka34ymkamu HT/[l, 0653aHblI co3faBaTh apxuBbl®, B ToM Yncne cneumnansHo
npefiHa3HayYeHHble 415 KOMMIEeKTOBaHWUA, y4eTa, XpaHeHus, obpaleHns n ncnosb3oBaHus HTL
(TexHM4Yeckme apxmebl) N obecnevynBaTb COXPAHHOCTb apPXUBHbLIX OKYMEHTOB, B TOM Yucne HTL, B
TeYyeHue YCTaHOBJIEHHbIX CPOKOB XPaHEHMS.

(B pegakumnm npukasa PocapxuBa ot 12.08.2021 Ne 72)

8. TlocynapcTBeHHble OpraHu3auuM, TroCydapCTBEHHbIE KOprnopauum W MyHULUMasjbHbIE
opraHusaumm obaszaHbl obecrneymBaTb COXpPaHHOCTb HTIO B Te4YeHWe YCTaHOBJIEHHbLIX CPOKOB
xpaHeHusl B 3Tux Lenax ykasaHHble opraHun3aL/Mmn Bnpase co3faBaTb apxuBbl™, TexHuyeckme
apPXUBbI.

9. OpraHumszauum BMNpaBe OCYLWECTB/AATbL KOMMJIEKTOBaHWE, Y4eT, XpaHeHue, obpalleHne un
ncnonb3oBaHme HTI ¢ ncnonb3oBaHMeM MHHOOPMaLMOHHON cnctembl™), npegHasHadYeHHoON Ons
XPaHEHWUS 3JIEKTPOHHbIX apPXUBHbIX OOKYMEHTOB, COOTBETCTBYIOLWEN TEXHNYECKUM TPeBOBaHMAM K
MHOPMaLIMOHHBIM CUCTEMaM 371eKTPOHHOro AoKyMeHToobopoTa®!, K nHhopMaLmoHHoM
6e3onacHocTU”! N yHKLMOHaNbHBIM TPeBOBaHMSAM K CUCTEMaM 3/1eKTPOHHOMO JOKyMeHT0oo60poTa
N CUCTEMaM XPaHEHWS 371eKTPOHHbIX AOKYMEHTOB B apXuBax roCy4apcTBeHHbIX opraHoBE.,

10. 3apayunm n qDyHKLI,I/IVI apxXxmBa, TEXHNYECKOro apxXxmBa onpenendrTcda TrOoJIOXKEHUEM,

yTBEPXOAaeEMbIM pyKoBoAMNTENEM OPraHn3a LI,I/II/I[gl.

Il. Opranusauum KOMNNEKTOBaHUA, yyeTa, XpaHeHUsAl, U UCNONIb30BaHus
Hay4YHO-TEXHUYECKOW JOKYMEHTALMUM B OpraHax rocynapCcTtBeHHOM BJacTH,
opraHax MecTHOro caMmoynpasJieHUsA, BbICTYyNawLWuUX 3aKaduukamu HTL

11. MopnnHHmkn HTO XpaHAaTCA B oOpraHuM3auunsax, BbICTYMalOWMX rOCYyAapCTBEHHbIMU WUAN
MYHUUMNANIbHBIMUN 3aKa34YMKaMn B COOTBETCTBUWU C YC/IOBUAMU [OFOBOPOB (COrsialleHuin) mMexay
opraHusaumnamn.

12. HT[ BkAOYaeTCsA B COCTaB apXUBHOIO cpom:l,a[ml opraHa rocygapCTBeHHOW BNacTuW, opraHa
MeCTHOro camoyrpasJfieHUs (fanee - opraH), NoAJIeXXUT XpaHEeHUI0 B apxuBe (TEXHUYECKOM apXxuBee)
opraHa B Te4YeHue CPOKOB XPaHEeHUd, YCTaHOBJIEHHbIX defepasibHbIMU 3aKOHaMN, UHbIMN
HOPMaTWBHbIMW MPaBOBLIMU aKTaMu, a TakxXe NepeyHaMU C yKa3aHneM CPOKOB XpaHeHmsHH,

13. HTO noctynaeT B apxuB opraHa Ha OCHOBaHMM WU B COOTBETCTBUM C [OOrOBOPOM
(rocyBapCTBEHHbLIM, MYHWULMMNANbHbIM KOHTPAKTOM), 3aKJ/IlO4EHHbIM MeXAy roCyAapCTBEHHbIM
(MyHUUMNANbHBLIM) 3aKa34MKOM W WUCMOJIHUTEeNeM, MNOAPAAYMKOM Ha ee WU3roToBJsieHMe nocne
noonucaHmsa akTa npmemMa-caadu BbiNosHEeHHbIX paboT.

14. Nepepadva HTM B apXx1B OCYLLECTB/SETCH B COOTBETCTBUM C OMUCbIO (aKTOM, cneyndukaumnen)
OOKYMEHTOB (gen), nognexawmx nepenade, Ha OCHOBaHUW akTa npueMa-nepenaynm LOKYMEHTOB
(nen) Ha XxpaHeHue. K nepefaBaeMblM [OOKYMEHTaM MpUKIaAbIBalOTCAd KOMUA [Orosopa
(rocympapCTBEHHOro, MYHMUMNAJNIbHOIO KOHTPaKTa), a TakKXe Konusa akTa npueMa-caadn
BbIMOJIHEHHbIX paboT.

15. B npouecce npuemMa [LOOKYMEHTOB Ha XpaHeHMe apxXuB MNpoBepsieT MOJIHOTY KOMIJIeKTa
rnepenaBaeMbiX Ha XpaHeHue OOKYMEHTOB B COOTBETCTBUM C coAep)xaHnem cbpolutopoBaHHOIMo
TomMa (anbboma, manku), BEAOMOCTAMU, CneunpuKaunamm mnigennn, BegomMoCTAMN dEKTPOHHbIX
OOKYMEHTOB, WIN C OMUCAMW, aKTaMW, B KOTOPbIX MNepeyucieHbl CAaBaeMble Ha XpaHeHue
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OOKYMEHTbI, MPOBEPSAEeT MpPaBUNbLHOCTL oOdopMaeHUs (NoANMCaHNA) [OOKYMEHTOB, Haaunyune
YCTAHOBJIEHHbIX MNOAMNWCEN, OaT, WHBEHTapHbIX HOMEPOB, a TakXxe npurogHocte HTO Aans
OanbHenLwero xpaHeHus.

Mpn npueme 3/EKTPOHHLIX [OOKYMEHTOB [OMNOJIHUTENIbHO MNpOoBepseTCcsa Hajau4ue aHasioros
C06CTBeHHOpy‘-IHbIX nognmcen, B TOM 4ucne MH(POPMALMOHHO-YOOCTOBEPAOLLNX  JINCTOB
SNIEKTPOHHbIX OOKYMEHTOB, 3JIEKTPOHHbIX MoAMnncen.

16. MocTynueLiasa Ha xpaHeHue B apxuB HTI nopnexut y4vety. YyeT HT npon3BoanTCsa OTAESIbHO
OT OPYrnMx BUAOB apXUBHbIX JOKYMEHTOB.

17. B apxmBe opraHmsaumm BepyTCA OCHOBHble (06s3aTenbHble) U BCMOMOraTesibHblE Y4YeTHbIE
OOKYMEHTbl, YCTaHOBJ/IeHHble [lpaBuiamMu oOpraHusaumn, XpaHeHUs, KOMMJEeKTOBaHWSA, ydeTa W
MNCMNOJIb30BaHNUA OOKYMeHTOB ApxumBHoOro cdoHaa Poccunckonm depepaumm M OPYrux apxXmMBHbIX
OOKYMEHTOB B OpraHax rocyfapCTBEHHOW BJlAaCTW, OpraHax MEeCTHOro caMoyrnpaBieHusa W
opraHunsaunax™?, a Takxxe nyHkTom 49 Mpasun.

18. KHura (>kypHan) y4yeTa noctynneHus v BblbblTua HTO Ha ByMa>KHOM UKW B 3IEKTPOHHOM Buae
BKJIlOMaeT cnepyowme obasaTesibHble PEKBU3NTHLI AeN (4OKYMEHTOB):

* WHBEHTAPHbIN (apXUBHbLIN) HOMED;

e [aTa perncrpauunu;

e HOMEp 1 AaTa AoroBopa (KoHTpakTa);

e aBTOp (pa3paboTymK) OOKYMEHTa;

e 0603Ha4YeHne OOKYMEHTa;

¢ HalMMeHOBaHME OOKYMEHTa;

* 4XCSIO INCTOB AN LOKYMEHTOB Ha ByMa>kHOM HocuTene;

* KOJnM4yecTBo (hansoB n obbvem B M6 ANa 3N1€KTPOHHbLIX LOKYMEHTOB;

e hopmar;

e OCHOBaHMe MOCTYMJEHNA OOKYMEHTOB B apXMB;

* KOJINYECTBO U3rOTOBJIEHHbLIX KOMWNA;

e naTa BbibbITUSA OOKYMEHTa,

* OCHOBaHWe BbIObLITUSA OOKYMEHTa.
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19. EpuHuuen xpaHeHus HTLO aBnsieTca yuYeTHas eauHWUa, npeacTaBnsowas cobon
cObpoLLOpOBaHHbIN TOM, asbbOM MAM MNanky, KOTopas MOXXEeT CoAep)XaTb OOAUWH WIN HECKOJIbKO
OOKYMEHTOB, MMeLWKnX pasHble 0603Ha4YeHuns.

20. EgnHnuam XpaHeHMs NpucBanMBalOTCA Yy4YeTHble HOMepa, SABAAILIMECH 4YaCTbl aAPXMBHOIMO
wnppal. CeBepeHns o cocTaBe eanHULL XpPaHEHNS U X KOAMYECTBE (PUKCUPYIOTCA B YHETHbIX
OOKYyMeHTax apXxuBa.

21. EOMHMLBI XpaHeHUs B npenenax doH4a noasexaTt cucteMatusauunn™. Mpu nposepeHunn
cncrteMaTmnlaunnm y4mnTbiBaeTCA: BI/I,EI,OBOI7I, XpOHOJ‘IOFI/I‘-IeCKVIVI, I'Ipe,D,MeTHO-TeMaTVI‘-IeCKVIVI,
06BEKTHbLIN, reorpa@unyeckuin Npnu3HaKu.

22. COXpaHHOCTb AOKYMEHTOB B apxuBe 06eCcrneynBaeTCs KOMMIEKCOM MepOnpUsTUIA MO CO3AaHMI0
HOPMAaTUBHbIX YCJIOBUiA, COG/IIOLEHUIO HOPMATUBHBLIX PEXUMOB W Haijexalleil opraHu3aLum
XPaHEHWUS NOKYMEHTOB, UCKJIIOYAIOLWMX XMLLEHWE W yTpaTy M obecrneymBalolimx NoAfepKaHve B
HOPMaJIbHOM (hM3NYECKOM COCTOSIHMU, @ TakxKe CoBoAeHNI0 TPeBoBaHMWI K 34aHNAM, MOMELLEHNSM,
B KOTOpPbIX obecneymBaeTcs XxpaHeHune HTL, Mcnosib3yeMoMy 060pYLOBaHWMIO, HOPMaTUBHLIM
peXXUMaM XpaHEHUS| [OKYMEHTOB Ha pa3/IMyHbIX HOCUTENsX, obecrnevyeHuio COXPaHHOCTU
LOKYMEHTOB MpW 4pe3BblYalHbIX CUTYaLMAX, MepeMeLLeHMi0 [OKYMEHTOB W YCTaHaBAMBaEeTCS
npaBUiaMU OpraHM3aLMM XpaHeHWs, KOMMJIEKTOBaHWs, yyeTa W WUCMONb30BaHWA [OKYMEHTOB
ApPXVBHOro thoHaa Poccuiickon defepaunm U OPYrux apXMBHbIX LOKYMEHTOB B FOCYAapCTBEHHbIX
opraHax, opraHax MecTHOro CaMoyrnpaBJ/IeHNA U OPraHn3aLnax, yTBEP XK A4aeMbIMU YOJTHOMOYEHHbIM
tefepasbHbIM  OPraHOM  WCMOJHUTESbHON  BAacTM B cdepe  apxvMBHOrO fAefa U
nenonpoussoacTeatsl,

Il. OpraHusau,vm XPaHEeHuUAa KOMNJIEKTOBaHuUA, y4eTa U UCnoJib30BaHuA
Hay‘lHO-TeXHM‘IECKOﬁ AOKYMEHTaALUUM B rocyaapCTBeHHbIX
U MYHUMLUMNAJIbHbIX OpraHUu3aumnax

23. XpaHeHne KOHCTPYKTOPCKOW, TEXHOJIOrMYECKOW, MPOrpaMMHON AOKYMeHTauun obecrnevynsaeTcs
opraHunsaunen-paspaboTynkom, oOpraHM3aumnen-3akazimkoMm (rocyapCTBEHHbLIM 3aKa34MKOM),
OpraHu3aunen-n3roToBUTENEM, IKCMJIyaTUPYIOLEN OpraHn3aumnen B COOTBETCTBUMWU C YyCJIOBUAMU
O0roBopoB (rocyaapCTBEHHbIX, MyHULUMMNaJIbHbIX KOHTPAKTOB).

24. XpaHeHWe TMpPOEKTHON [oKyMeHTauunm obecneynmBaeTcsi 3aCTPOMLLUKOM, TEXHUYECKUM
3aKa34yMkKoM, JINLIOM, OTBETCTBEHHbIM 3@ 3KCMyaTauuio 34aHUA, COOpyXeHus, nmnbo
cneurann3npoBaHHOW HEKOMMEPYECKOW opraHusauunein, KoTopas OCYyLecTBASIeT AesiTeNbHOCTb,
HanpaBieHHyl Ha obecneyeHne npoBeAeHUS KanUTalbHOrO peMoHTa oblwero MMmyulecTBa B
MHOrOKBapTUPHBIX JOMax (fafnee - pernoHabHblii onepaTop)™el.

25. XpaHeHue Hay4HO-nccnepoBaTeNbCKON AOOKYMEHTauunm OCYLLEeCTBAAETCA OpraHm3aumnen-
NCNOJIHNTENIEM Hay4YHO-UCC/IeA0BaTelbCKOM paboThbl, OpraHM3aumen-3akasHUKoM (Mpu Hanmuun).

26. OpraHmsaumsa ocyuiectBnseT xpaHeHme HTI pa3genbHO Mo BuaaM OOKYMEHTOB (Hay4HO-
nccnepoBaTesibCKas, MPOeKTHas, KOHCTPYKTOPCKas, TEXHONOrM4yeckas, nporpaMmHas).

27. MNMoonnHHUKKM, [ybnmkaTbl M KOMNUW MNPOEKTHOWM [OKYMeHTauunm [O0JIKHbl XPaHUTbCA C
cobniogeHnemM MnocnenoBaTesibHOCTM MNPOEKTMPOBaHNA (MpoekTHas AOoKyMeHTauusa, paboyas
OOKyMeHTauus) no HomepaMm (wundpaM) 06BLEKTOB MNPOEKTUPOBaAHUA. XpaHEHUE TMPOEKTHOWN
OOKYMeHTauunun, BbIMOJIHEHHOW Ha CTaAuM «NPOEKTHas OOKYMEHTauua» OO0JIKHO OCYLLEeCTBASATLCA
Mo TOMaM B COOTBETCTBUM C COCTaBOM NPOEKTa No pa3fenam v nogpasnenam. XpaHeHUe NpoeKTHON
OOKYyMeHTauunn, BbIMOJIHEHHOW Ha CTaaunm <<pa6oqa;| AOKYMeHTauuna» OO0JIXXHO OCyLWeCTBIATbLCA Mo
OCHOBHbIM KOMMJieKTaM pabouynx yepTexen Mo YycsoBHbIM 0603HayvyeHUaM (Mapkam). [lpwu
OCYLLECTBNEHUN XPaHEHUS OOKYMEHTOB B HeCOpOLpPOBAaHHOM BUAE [OOKYMEHTbl [OOJIKHbI
noMeLaTbCs B Nanky.

28. MoAJIMHHUKN n3BeLEeHNn 06 N3MeHeHUN 1N paspelleHnin Ha BHeECeHUe U3MEeHeHUn nognexat
yyeTy nMpu MOCTYNEHUN 1 Cy>KaT OCHOBaHWEM A9 BHECEHUSA U3MEHEHUI B OKYMEHTbI.
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MoAJIMHHNKN N3BELWEeHNN 06 N3MEHEHNN U Pa3pPELUEHNN Ha BHECEHNE U3MEHEHUN HOPMUPYIOTCS B
nena B nopaake nocTynaeHus.

Konun n3eewweHnin 06 nameHeHnn, paspeLlleHnin Ha BHeECEHNE N3MeHeHnn BpoLwopyoTca B asibboMbl
B COOTBETCTBUN C LUNGPOM NpoeKkTa, 06bekTa 1 COCTaBOM NpoeKTa.

29. NMoANNHHUKNK AHHYJIMPOBAHHbIX N 3aMeHEHHbIX JOKYMEHTOB (nuctos ,IJ,OKyMeHTOB) Ha 6yMa)KHOM
HOCUTENE XPaHATCA OTAOENIbHO OT ,D,eIZCTByPOLLI,I/IX MOOJNIMHHNKOB, NpuBeAeHHbIX K hopMmaTy A4 nnun
A3.

30. XpaHeHVe MOAJIMHHMKOB KOHCTPYKTOPCKOW [AOKYMeHTauuMm Ha OyMaXKHbIX HOCUTenax
OCYyLLEeCTB/SIeTCA B COOTBETCTBMU C KJACCUMPUKALMOHHBIMA XapaKTEpUCTUKaMU B MNOpsgKe
BO3pacTaHnsa obo3HavyeHUs OOKYMEHTOB B Mpefesiax KakAoro gopmaTa U KoAa OpraHusauum-
pa3paboTyunka, nnam nocopmaTHO.

B npepenax nsgenusa uam COCTaBHbIX YacTen mlpenus XpPaHeHne oCyLecCTBIAETCA B cne,u,yrou.l,e|7|
nocnenoBaTeNibHOCTHU:

cneundukauma nsgenms;

* NOKYMEHTbl OCHOBHOIO KOMMAeKTa nagenns (B nopsanke 3anucm nx B CI'IELI,I/ICbI/IKaLI,VII/I);

e crieynrKaunum COCTaBHbIX YacTen N3aennsa n 4OKYMEHTbl OCHOBHOIO KOMMJ1IeEKTa COCTaBHbIX
YacTen nsgenusa (B nopsaake Bo3pactaHma obosHaveHUn);

e YyepTexun pneTanen, 3anncaHHble B cneumdukauum OCHOBHOIO W34esnns, N BCEX €ero
COCTaBHbIX YacTen (B Nnopsaake Bo3pacTaHna o603HavYeHNn).

31. MOANVHHUKN TEXHONOrMYeCKUX OOKYMEHTOB XPaHATCA no meTodaM obpaboTku u cbopku
n3genuns 6e3 yyeta popMaToB B NOpPsSAKeE BO3pacTaHMs nx o603HayYeHUn B Npeaenax KaXkaoro snaa
TEXHONIOrMYEeCKOro npouecca rno MeTody BbIMOJHEHUS WKW KOMMJEKTaMu Mo BO3pacTaHMUIo
0603Ha4YeHU, yKa3aHHbIX B OCHOBHOW HaAMNCK TEXHONOMNYECKNX OOKYMEHTOB.

32. ,D,OI'IYCKaeTCFI XPaHUTb NOOAJIMHHUKN KOHCTPYKTOPCKUX AOKYMEHTOB BMeCTe C NOAJIMHHUKaMn
TEXHOJIOTMYECKUX OOKYMEHTOB MO KOMIJIEKTaM, MO BO3paCTaHUIO o603HaveHunn, YKa3aHHbIX B
OCHOBHOW HaAMUCU TEXHONOMNYECKNX OOKYMEHTOB.

33. NMoANNHHUKNK AHHYJIMPOBAHHbIX N 3aMeHEHHbIX JOKYMEHTOB (nucTtos ,IJ,OKyMeHTOB) Ha 6yMa)KHOM
HOCUTEeNE XPaHATCA OTAEeJIbHO OT ﬂ,eIZCTByIOLLI,I/IX MNOOJIMHHNKOB, CJIOXKEHHbIMU Ha hopMaThl A4 1n A3.

34. MoA/IMHHMKN N3BeLLLEHUI 06 N3MEHEHUN NN aHHYJIMPOBAHUN OOKYMEHTa NoANIeXXaT yyeTy npu
NOCTYMJEHUN N CNTy>KaT OCHOBAHWEM [/ BHECEHUS U3MEHEHWI B OKYMEHTbI.

MoANIMHHUKN N3BELLLEHUI 06 M3MEHEHUN UAW aHHYJIMPOBAHUN [OKYMeHTa hopMUpyloTCs B AeNa B
nopsioke nocTyrnJeHus.

35. Konuwu KOHCTPYKTOPCKUX OOKYMEHTOB, CO34aHHbIX B OpPraHmsaunn Ha 6yMa)KHOM HOoCcuTene,
CKnlagbliBalOTCA Ha popmaT A3 nnn A4 n XPaHATCA BJIOXKEHHBLIMU B Marlrkuy, C6p0LLI}OpOBaHHbIMVI B
a71bboMbI NN NOANCTHO.

36. Konun YKNaOblBalOTCA B Nalku (anbbombl) B nopagke, onpeageneHHoOM ana noAIMHHNKOB.

37. KoMnneKTbl KOMUn TEXHONOMMYEeCKUX OOKYMEHTOB, CO3A4aHHbIX B OpraHu3aunm Ha 6GyMar>kKHOM
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HOoCMTeNe, yKNaabliBaloTCs B Manky nam 6poLuiopyoTcs B asibboMbl.

B manky (anbboM) nomewaloTcA BCe TexXHOJOrM4yeckme AOKYMEHTbl, pa3paboTaHHble Ha OAHO
nsgenve npu eANHUYHOM TEXHOJSIOMMYECKOM MpoLecce, UM Ha HEeCKONbKO U3fenni npu TUMNOBOM
WAN FPYnnoBOM TEXHOJIOMMYECKOM MpoLiecce, Uian Ha YacTb N3genns.

38. MooMMHHNKN Hay'-IHO—I/ICCJ'Ie)J,OBaTeJ'IbCKOIZ OOKYyMeHTauunn XPaHATCA OpFaHI/IBaLI,I/IeIZ-
NCNoNTHNTENIEM Hay‘-IHO-I/ICCJ'IeD,OBaTeJ'IbCKOIZ pa6OTbI, OpFaHI/IBaLI,I/IEIZ-BaKa3HI/IKOM (I'Ipl/l Hann4unn)
ecJin NHoe He ornpeaneneHo ycsioBnaMm oroeopa Ha cosgaHue Hay‘-IHO-I/ICCJ'Ie,D,OBaTeJ'IbCKOVI pa6OTbI.

39. MoA/IMHHMKaM Hay4HbIX (Hay4YHO-MCCNenoBaTeNbCKMX) AOKYMEHTOB Ha OyMa)kHOM HocuTene
MPUCBanMBaeTCs YYE€THbLIN MHBEHTAPHbIN (aPXNBHbLIN) HOMEpP. XpaHeHne OCyLLEeCTBASETCA B nopsake
BO3pacTaHUs NMHBEHTAPHbIX (apXMBHbIX) HOMEPOB.

40. Mukpo@ubMbI-MOAJIMHHUKN XPaHATCHA B FOPU3OHTAJIbHOM TMOJIOXKEHUM B MeTasUIn4eCcKux
Kopobkax, KOTopble pa3MeLLalnTcsa B MeTaJNIM4eCKMX WKadax uian Ha cTennaxax.

41. MuKpoduibMbl CTpaxoBoro goHAa v (OoHAA MNOJIb30BaHUA O0J/DKHbl MUMeTb CTaHOapTHbie U
3allUTHbIE paKopAbl, KOTOPble HaMaTbIBalOTCA B PYJIOH Ha cepAeyHUKN POTOCSIOEM HaPYXY.

MunkpopunabMbI Ha NIOCKMX MAEHOYHbIX HOCUTENAX MOMELLAIOTCH B KOHBEPTbI M KAaCCeTbl U XPaHATCS
B KopobKax nuan nankax.

42. B uensx obecneyeHusa coxpaHHocTM HTL [0/XKHbI MNPOBOAUTLCS MPOBEPKM HaNuma W
cocTossHuna fokymeHToB™”.. B xoe NpoBepky HaMYMS 1 COCTOSHUSA [OKYMEHTOB:

a) yCTaHaB/AMBaeTCH:

* COOTBETCTBME UTOrMOBOW 3aMMCU B UHBEHTAPHOWN KHuUre (onucu) n (Mnm) nHhpopmMaLMoHHOMN
cucteme pakTM4eCcKoMy Hanuymio HTJ, BHECEHHOW B MHBEHTAPHY KHUTY (0Nuck) u (nnu)
WHHOPMALMOHHYIO CUCTEMY;

* COOTBETCTBUE MMelwWwencsa B Haandmm HTL cBefeHnsaM, yKasaHHbIM B crieumpukaymax niam
BO BHYTPEHHEN ONncn ToMa, nanku;

6) NPOBOANTCA KOHTPO/Ib (PU3NYECKOTO N TEXHUYECKOIO COCTOSAHUS 3N1EKTPOHHbIX LOKYMEHTOB:

onpenendarTcda BOCNnpon3soanMoCTb AOKYMEHTOB,;

I'IOTpe6HOCTb B MUIrpaunn n KOHBEPTUPOBaHUN,

Hannyne BpeLoHOCHOro NPorpaMMHoro obecneyeHuns;

COCTOSIHME YMaKOBKN N Hann4yme (0OTCyTCTBME) BHELLHUX MOBPEXAEHWUNA.

43. TpoBepka HanMyMsi [OKYMEHTOB MNpOBOAMTCS KOMUCCMEN B Mopsiike, YCTAaHOBJIEHHOM
JIOKaNbHbIM HOPMATUBHbLIM aKTOM OpraHu3aunn. PesynbTaTbl NpoBepku Hannums HTL odopmasieTcs
aKTOM TMPOBEPKM Hanmuusa. AKT npoBepkn Hannums HTL yTBepxAaeTCcs pyKoBogMTenem
opraHmsauymun.

44, Mpwn yTpaTe OOKYMEHTOB NJIN HEBO3MOXXHOCTU UX BOCCTAHOBJIEHNSA O0JIXKEH COCTaBNATbCA aKT O
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CnncaHn npuweglnx B HerogHoCTb UM yTepAaHHbIX MOAJTMHHUKOB.

45. MNMpoBepKa Hann4na n coctodaHna HTL cynTtaeTcs 3aBepLUEHHON NOoC/e BHECEHUS BbISABJIEHHbIX
N3MEHEHWNN B Y4eTHble LOKYMEHTHI.

46. NMoJVHHUKK, NpULLEeALINEe B HEFOOHOCTb NN YyTEepPsSHHbIe, AO0/KHbI 6bITb BOCCTaHOB/EHbI. [N
BOCCTAHOBJIEHNSA MOAJMHHMKOB NCMNOJIb3YIOTCA KON U Ay6nkaTbl LOKYMEHTOB C BHECEHMEM B HUX
COOTBETCTBYOWMUX WU3IMEHEHUN (MO paspelleHnsM Ha BHECEHWE W3MEHEHWUN), BbIMYLEHHbIX A0
MOMEHTa ero BoCCTaHOBJIeHUsi. BocCcTaHOBAEHHbIN NOAJIMHHUK OO/KEH UMETb MHBEHTAPHbIN HOMEp
BOCCTaHaB/MBaeMOro noaJiMHHWKa. O BOCCTAHOBJIEHUU noAJINHHWKa AeJlaeTCcA OTMETKa B
WHBEHTAPHOWN KHUre,

BoccTaHoBNEHHbIE MOAJIMHHUKW A0J1XKHbI ObITb NOAMNWCAHbI pa60THVIKOM, BbIMNOJIHAKOLW WM Mnpoueaypy
BOCCTaHOBJIEHUA.

|_|pVI BOCCTaHOBJIEHUU MNMOAJIMHHUWKaA 3J'IeKTpOHHOIZ HTM co3paeTcsa ero Hoeas BEpPCUA, B METadaHHbIE
(peKBI/IBI/ITHy}O 4aCTb) BHOCATCH CBEAEHNS O BOCCTAaHOBJIEHUMN.

MpaBUNLHOCTbL BOCCTAHOBJIEHHOI 0O NnoaJIMHHNKa 3JIeKTPOHHOro OOKYyMeHTa DOJIXKHa
MOATBEPXAATbCA 3NEKTPOHHOW NOAMNCHIO OTBETCTBEHHOI0 nLa.
47.Y4eTy B opraHusaumm noasexkat:

® BCe noctynawwmne Ha XpaHeHmne noaInNHHUKN, ,El,y6J'IVIKaTbI n KON AOKYMEHTOB,

e OBNXEeHNe [OOKYyMEHTOB (nsroToBneHne n ydeT Konum, BHeCeHune N3MEHEeHUN,
NMPMMEHAEMOCTb, NCMOJIb30BaHNE, YHNYTOXKEHNE, Nependada Ha XpaHeHI/IG);

e BCe BUAbl n3BeweHnn o6 nsmeHeHNN AJOKYMEHTOB.

48. YyeTHble [OOKYMeHTbl BeOyTCcsi Ha OyMa)kHOM HocuTene u (MamM) B 3EKTPOHHOM BuAae C

NCrNosib30BaHMEM NH(POPMALIMOHHOM CUCTEMBI.

49. OCHOBHbIMU (06A3aTeNIbHbIMA) YYETHBLIMU NOKYMEHTaMM SBAAIOTCS:

®* NHBEHTAPHblIE KHNTU Y4HeTa,

¢ KAapTO4KWM y4eTa OOKYMEHTOB,

e KHUIMM (KypHanbl) perncrpaunm paspelleHnin Ha BHECeHUe WU3MEHEeHUN ONs MNPOEeKTHON
OOKYMeHTauun Ons CTpoUTesnbCTBa W MPOrpaMMHON  OOKYMeHTauuWu, WU3BELLEeHUN,
npeaBapuTeNbHbIX W3BELWEHUA N MPeanoXXeHUn o6 U3MeHeHUU OJ19 KOHCTPYKTOPCKOWM W
TEXHOJIOrMYECKOM AOKYMEHTaUuu;

e onucym eguHNL, XxpaHeHUa HT NnoCTOAHHOro XxpaHeHus.

50. HT[ y4uTbIBaeTCA N0 YY4E€THLIM eguHuLam n(namn) eguHuLam XxpaHeHus.

51. YyeTHbIMU egnHMUamMn HT B opraHm3sauun aBaaoTCA:
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e 0718 Hay4YHOM (Hay4YHO-UCCenoBaTENbCKOWM) [OOKYMEeHTauunm - OTAeSIbHbIA Hay4YHbIN
(TexHn4yeckuin) ooKymMeHT no npobneme (TemMe) Hay4YHOro UCCnenoBaHMUsa NAW Mo ero 3Tany -
efunHNLa XpaHeHus;

* /151 KOHCTPYKTOPCKOWN, TEXHONOMr MYECKON, MPOrpaMMHON LOKYMEHTaUNN - Fpanyecknin nnm
TEKCTOBOW AOKYMEHT - eANHNLA Y4eTa;

e N9 NPOEKTHOM OOKYMEHTaLUun - COPOLUIOPOBAHHbLIA TOM, COOEPXKAaLlUMA JOKYMEHThbl Nnog
pa3HbiMN 0603HAYEHUSIMU - eAMHULA XPAHEHWS, OTOENbHbIA FpauYecknin M TEKCTOBOW
OOKYMEHT, UMEKLLNIA caMocTosTeNlbHoe 0603HavYeHne - eanHULIA YYeTa.

Y4yeTHOM eanHMLEN d3NeKTpPoHHOW HT/[] ABNAeTCA 3NeKTPOHHbIN LOKYMEHT.

Y4yeTHOM eguHuuen HTO Ha mukpodopMe ABnseTcsa pusndeckn obocobneHHas penporpagunyeckas
Konua MoasIMHHNKA (MnKpoduwa, MUKPOUIIbM PYJIOHHbIA, MUKPOWILM B OTPE3KE N ApYrune), BHe
3aBUCUMMOCTM OT KOJINYECTBA MMEKLLMXCHA Ha HEN AOKYMEHTOB.

52. Kaxxgon yyeTHo eanHuue HT[ npucBanmBaeTCsi MHBEHTAPHbIA HOMEP MO MHBEHTAPHOW KHUre
y4yeTa.

53. Yyer HTLO, nognexawen nepegadye B T[OCYOapCTBEHHbIA (MyHMUMNANbHBLIA) apPXUB,
OCYLLECTBJIAETCA B ONMUCAX eanHNL, XpaHeHns HTL moCTOAHHOro XpaHeHwus.

B eanHuue xpaHeHusa HTL He ponyckaeTcss HaxoXXOeHue OOKYMEHTOB, OTHOCALWMUXCA K pa3HbIM
CTagmsaM NpPoeKTUpoBaHmA. B egnHnLy XxpaHeHnsa MoryT 6biTb BHECEHbI LOKYMEHTbI pa3HbIX YacTewn
MPOEKTUPOBaHNSA (pa3HbIX y310B), 6N3KMX MO CBOEMY HAa3BAHUIO UM MO Ha3HAYEHUIO.

54. OpraHusauum, BbICTyNawLwme  WUCTOYHUKAMU  KOMMJEKTOBaHUSA  rocydapCTBEHHOrO
(MyHULUMNaANbLHOrO0) apxmBa, COCTaBAAT MNacnopT apxumBa opraHusauunm, xpaHawen HTLO B
COOTBETCTBUN C NPUIOXKEHNEM 46 PernaMmeHTa rocyfapCTBEHHONo y4eTta OOKYMEHTOB APXMBHOIO
doHpa Poccmmckon (Dep,epau,mm[ﬁ]. 3anoJsIHeHHbIV NAcnopT HanpaBAAeTCH B COOTBETCTBYHOLW NN
rocygapCcTBEHHbIM (MyHUUWMAbHbIN) apXuB.

55. WHBeHTapHble KHUIM BeayTCs pa3fenbHo no Bugam HTL: HaydHaa  (HaydHo-
nccnepoBaTesibckas), KOHCTPYKTOpPCKas, TexHonornyeckas, MpoeKTHas4, nporpamMMmHas.
[JonyckaeTca BeCTU OOHY WHBEHTAPHY KHUTY 018 NOAJIMHHUKOB U AYBJMKaTOB KOHCTPYKTOPCKUX
N TEXHOJIOMTMYECKUX OOKYMEHTOB N OTOE/bHbIE MHBEHTAPHbLIE KHUTM MO BUAAM N3Lennmn.

Perncrtpauva L[OKYMEHTOB Ha WU34ennMd OCHOBHOMO U BCNoOMOraTeslbHOro npou3BOACTBa
npon3BoanNTCA OoTAeJIbHO.

56. KHurm (OKypHanbl) perucrpaunm unssBelweHun o6 M3MeHEHUN U pa3pelleHnin Ha BHeCeHue
N3MEHEHWNIN BEAYTCA pa3fenbHO A1 KaXKA0ro Buaa AoKyMeHTauun. OToenbHble KHUMM (OKYpHasibl)
3aBOAATCA OS89 yyeTa Wu3BeweHUn 06 UN3MEeHEeHUU W pa3pelleHUn Ha BHECEeHWe WU3MeHeHun
CTOPOHHMX OpraHn3auunn.

57. Kaxxgomy NOA/IMHHUKY AOKYMEHTa NpuUCBanBaeTCd MHBEHTapPHbIN HOMep. IHBeHTapHble HOMepa
He OO0JIXKHbl MOBTOPATLCS.

MOO/IMHHNK N KOMUW OO4HOIM0 OOKYMEHTa UMEeKT O4NHAKOBbIN I/IHBeHTaprII7I HOMeP.

C6pOLLIIOpOBaHHbIM OOKYMEHTaM MpoCTaBNAeTCA eaunHbIN I/IHBeHTaprIIZ HOMEpP Ha TUTYJIbHOM
nncre.

[onyckaeTcst NpUCBOEHME NHBEHTAPHbLIX HOMEPOB [0 NMpUemMa NoaJIMHHNKOB Ha apXUBHOE XPaHeHne
npwu BeOEHUN y4YeTa.
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NHBEHTapHbLIN HOMEp, MPUCBOEHHbIA AOKYMEHTY Ha OyMakKHOM HocuTesnie Wan 3JIEKTPOHHOMY
OOKYMEHTY, OOJIKEeH COXpaHAaATbCAa npu npeobpasosaHunm HTLO B Apyryto dopmy (Murpaums,
KOHBepTauusa, pacnedyaTka, CKaHUpoBaHue).

Mpn perncTtpaummn 3neKTpoHHOW HTL MHBEHTApPHLI HOMEpP BKJIOYaeTCA B PEKBU3UTHYIO 4acCTb
(MeTafaHHbIe) 3/1IeKTPOHHOr0 AOKYMEHTa (peructpaunoHHo-y4yeTHasa qopma (PY®D) 3n1eKTpOHHOro
JOOKYMeHTa B MHpopMaumnoHHONn cncteme). MNpn BocnpousseneHUn (Busyanumsauunm) 31eKTPOHHOro
OOKYMeHTa WHBEHTapHbIN HOMep A0/KeH 0TobparkaTbCs Ha TUTYJSIbHOM NINCTE OOKYMeHTa Wuin B
JIeBOM rnoJsie JOKyMeHTa (B CoOoTBeTCTBYOLWEeN rpade nons oaa NooLWnBKN).

DNEeKTPOHHOMY [OOKYMEHTY MpUCBaMBaeTCs OAWH WHBEHTApPHbLIA HOMEep BHEe 3aBUCUMOCTU OT
KoJin4yecTBa (halisioB, U3 KOTOPbIX OH COCTOMT.

Mpn co3gaHUM HOBbLIX BEPCUN 31eKTPOHHOM HTL coxpaHAlTCA ee WHBEHTapHblI HOMep U
HanMeHOBaHVe. B pekKBU3NTHON YacTn 3NeKTpoHHOW HTI npuvcBavMBaloTCs HOBbIA CTaTyC U HOMep
HOBOW Bepcuu.

dusnyeckn 060cobneHHOMY HOCUTENIO dNEeKTPOHHON HT[ nprucBamBaeTCa MHBEHTAPHbLIA HOMep Mo
KHUre y4yeTa HOoCcUTenemn anekKTpoHHon HT, KOTopbIA yKa3biBaeTCsa Ha BKAaAbllle, MOMeLaeMoM B
yTnap HocuTens.

Mukpodunbmy (MuUkpodulle) NnpucBanBaeTCss MHBEHTAPHLIA HOMEP, KOTOPLIN MPOCTaBASAETCS Ha
Ha4Yya/IbHOM M KOHEYHOM pakKopAax PyJIoHa WA Ha cneumanbHO YCTAaHOBNEHHOM MNoJsie MUKPOULLIN,

Ecnn 3ameHseTcs wan pobaBnsieTcs OAUH WM HECKOJIbKO JIMCTOB MOAJ/IMHHMKA, TO Ha HUX
NMPOCTaB/ASETCA WHBEHTAPHbIA HOMEpP, MPUCBOEHHbLIA MOAJIMHHUKY. [pu 3aMeHe BCeEX JINCTOB
NOAJIMHHUKY NOKYMEHTa NPUCBanBaeTCst HOBbIN MHBEHTAPHbIN HOMep.

BoccTtaHoB/ieHHOMY NOANMNHHUKY KOHCTPYKTOPCKOIo nnn TEXHOJZIOrM4YeCKoro ANOKYMEHTa
npmnceamBaeTCAa I/IHBeHTaprII7I HOMep BOCCTaHaB/IMBaeMOro noAgJIMHHWMKa. O BOCCTaHoOBJIEHUN
ONOKYMeHTa OeslaeTCqa OTMETKa B I/IHBEHTapHOI‘/‘I KHUre.

58. MHBeHTapHaﬂ KHUra y4yeTa nNOOJIMNHHUNKOB Haqu0|7| OOKYMeHTaunn copgepXxnmTt ciaepyrouwune
rpadeol:

* VIHBEHTapPHbIN HOMEp;

e JlaTa perucrpauuu;

e 0603Ha4YeHne OOKYMEHTa;

e 3Tan Hay4yHo-MUCCNeaoBaTeNbCKOM paboThl;

* HanmMmeHOoBaHWMe TeMbl N ee HOMeP,

e HOMEp rocyaapCTBEHHOW perncTpauny;

e Ha3BaHue oTaena (nabopaTtopun)-paspaboTymnka;

e pykoBOoAUTESb (OTBETCTBEHHbLIN UCNONHUTESbL) TEMBI,
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® KOJIN4eCTBO JINCTOB N HOMEpPa 3K3eMNNsApoB, NnpuMmedaHme.

59. MHBeHTapHbIe KHUrK y4yeTa NoA/IMHHUKOB U ,El,y6ﬂI/IKaTOB KOHCTPYKTOPCKUX, TEXHOJTIOTNMYECKNX N
MPOEKTHbIX LOKYMEHTOB coaep>kaT cneayiouime rpadsbl:

* NHBEHTApPHbIN HOMep OOKYMEHTa;

e [laTa perucrpauunu;

e 0b603Ha4YeHne OOKYMEHTa;

* HanMeHOBaHWE;

* KOJINYECTBO JINCTOB B JOKYMEHTE,;

e hopMaT LOKYMEHTa;

* KEM BbiMyLleH OOKYMEHT,

* NnoaAnncCb O nNpmnemMme NOKyMeHTa Ha XpaHeHune, npnmedaHume.

60. [MMpn pernucTpaumm [OKYMEHTOB Ha OyMa)KHOM WAM MJIEHOYHOM HocuTene B rpade
«[lpnMeyaHne» WHBEHTAPHOM KHUINM YKa3blBalOTCA CBEOEHUA O BHECEHHbIX W3MeHeHUsX,
aHHYJIMPOBaHUN WX BOCCTaAHOBAEHUN MOAJIMHHUKA. Mpn pernctpaunm anektTpoHHon HTL B rpade
«[pnMeyaHmne» MHBEHTAPHOMN KHUMM yKa3biBalOTCA popMaT hanna n ncnosibayemoe rnporpamMmMmHoe
obecneveHne.

61. Ha Ka)kAblll 3aperncTpupoBaHHbIA LOKYMEHT COCTaBASETCS KapToyka y4yeTa.

Mo KapTo4yKkaM y4yeTa OCyLLeCcTBAAeTCH y4eT ABMKEHUSA OOKYMEHTOB: U3rOTOBJIeHME N y4eT Konun,
BHECEHME W3MEeHeHUn, npnMMeHAeMoCTb, UCMNOJZIb30BaHUWE, YHNYTOXEHNE, Nnepedada Ha apXuUBHOE
XpaHeHune.

62. Yyet ,D,y6J'IVIKaTOB OOKYMEHTOB B OpraHm3auunm-gep>xatesie NOAIMHHMKOB OCyLleCTBAeTCA
OoTAeJIbHO OT y4eTa NOAJIMHHNKOB.

Ay6nnKaTbl HYMEpYTCA MO Ka)KA0MYy NOKYMEHTY OTAENIbHO, /1S Yero Ha Ka)k[oM JINCTE B JIEBOM
BEPXHEM YTIJly Ha noJsie Ans NoALMBKU MPOCTaBASETCS WTaMn Ui Haanuck «4ybnankaTt» uam wndp

«O».

YyeT pnybnvkaToB [OOKYMEHTOB B OpraHmsauuu-gep>xatene AybnMkaToB OCyLLeCTBASETCHA MO
npaBuiaM, YCTAHOBJIEHHbIM [ANA MNOANMHHUMKOB. [lpu nocTaHoOBKe Ha y4dyeT nAybnMkaToB B
opraHusauun-gepxatene AybInMKaToB WHBEHTapHble HOMEpa, MPUCBOEHHblIE B OpraHuMsauunu-
hep)xatene nNOAJIMHHUKOB, 3avepkuBatoTca. [Lybnnkatam 3snekTpoHHon HTH, nepenaHHbIM
NnocpencTBOM  MHMOPMALNOHHO-TENIEKOMMYHNKALUMOHHON CeTW, B OpraHusauuun-gepxatesne
nybnmkaTos, B MIHHOPMaALMOHHON CUCTEME NPUCBaNBAOTCS HOBbIE MHBEHTApPHbLIE HOMepa.
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63. Konunm KOHCTPYKTOPCKUX W TEXHOJIOMTUMYECKUX [OOKYMEHTOB (OTAeNbHble JNCTbI, Nanku,
anbboMbl), N3roTOBJIEHHbIE OpraHu3aLUnen-pa3paboTINKoM, OOMYCKAETCSA PErMCTPUPOBATh TOJIbKO B
KapTo4Kax y4yeTa no 0603Ha4YeHUsaM AN MHBEHTAPHLIM HOMEepPaM, NMPUCBOEHHBIM UX NMOAJIMHHUKAM.

Konuu KOHCTPYKTOPCKUX U TEXHONIOMMYEeCKUX OOKYMEHTOB, NOJIyYeHHble U3 Opyrux OpFaHI/I3aLI,I/IIZ,
PEeErncTpmnpyroTcsa B oTOeNbHON I/IHBeHTapHOI7I KHUIre n B KapTo4kKaxX y4eTa.

64. Hanu4ue aPXNBHbIX Konumn OTpaXXaeTCAd B KapTo4KaX y4eTa NoaIMHHNKOB.

65. YyeT Konui NpPOeKTHbIX JOKYMEHTOB APYrMX opraHn3aLuni oCyLeCcTBAAETCA B COOTBETCTBUM C
TpeboBaHnAMUN, MPeabABEHHbIMW K permcTpaumn NnoaJINHHNKOB.

66. Ha ka)xgon perncTtpupyemon konum Ha BymMa>KHOM HOCUTENE Ha JINCTe BHYTPEHHEeW onucu
nanku (TomMa) uan B JIEBOM BEPXHEM Yy 06J10)KKN OOKYMEHTa NPOCTaBAAETCS WTaMM C YKa3aHMWEM
WHBEHTApPHOro HOMepa, HOMepa 3K3eMmmnasapa (NpUY HaJMYMN HECKOJIbKMX 3K3EeMMASAPOB) M AaThbl
perncrtpauun.

Ha konmax [OKYMEeHTOB, XpPaHALWMXCA MOJINCTHO B HeC6pOIJJPOpOBaHHOM Bnoe, Wwrtamn CTaBAT B
NeBOM BEPXHEM Yyrjly KaXxxgoro JimnCta AOKyMeHTa.

67. Y4eT nusmeHeHur B o6beme 1 coctase HT, obHapy>xeHHON Npu NpoBeAeHN NMPOBEPKN HANTNYMS
IOKYMEHTOB, BOCCTAHOBMEHMWN TMOOJIMHHUKOB W HEe YYTEHHOW paHee, OCYyLlEeCTBASETCS B
WHBEHTapHON KHure. OOHapy>XXeHHbleé W3MEHEHUs B COCTaBe MW KOJIMYECTBE [OOKYMEHTOB
(PMKCUPYIOTCS BO BCEX YHETHbIX JOKYMEHTaX.

68. B nucTe peructpaumm W3MEHEHWIA BOCCTAHOBAEHHOro MOOJIMHHUKA [OOJKHbl  OblTb
BOCMNPOU3BeAeHbl AaHHbIE, OTHOCSALLNECS KO BCEM paHEe BHECEHHbLIM B 3TOT JIOKYMEHT M3MEHEHMSM.

B3amMeH MOA/IMHHLIX NOANUCEN, BU3 N AAT, MMEIOLWNXCS Ha NOAJIMHHMKE (B TOM 4YMucie Ha nose ang
MOALIMBKW N NINCTE PErNCTpaLmm N3MEHEHNN), B BOCCTAaHOBEHHOM NOAJIMHHUKE B KPYTbIX CKOBKax
0OJXKHO BbITb YKasaHo: «(Moanuce)» n «(OaTa)».

69. Ha Ka>kayto y4eTHYo eauHunLy 31eKTpoHHon HT, B MHpopMauUMOHHON cucTemMe 3asoanTcs PYO.
CocTaB nosen perucTpaumoHHO-y4YEeTHbLIX hOPM OOJ/IKEH COOTBETCTBOBATb PEKBU3NTAM YYETHbIX
OOKYMEHTOB.

PekBn3nTHaa 4acTb (MeTagaHHbIE) 31eKTPoHHON HT B nHMOPMaLMOHHON cucTeMe AoJIKHa ObITb
CBsi3aHa C ee OCHOBHOW YacTblo (anaom).

PekBU3NTbI (MeTafaHHble) 371eKTPOoHHOW HTO B MHMOPMALUWOHHOW cUCTeMe BHOCATCA B PY®D Ha
OCHOBaHUWN PEKBU3NTOB Y4eTHbIX LOKYMEHTOB, Nepe4vyncieHHblx B NyHKTe 3.5 lNMpaswui.

B PY® anekTpoHHOW HTI B MHMOPMaUMOHHOW cuCTeMe B obs3aTeNbHOM MOpsSAKe BKIOYalTCS

cnepywuine ceegeHna:

* NHBEHTAPHbIN HOMEpP OOKYMEHTA;

* HanmmMmeHOoBaHWNe OOKYMeHTa,

e 0603Ha4YeHne OOKYMEHTa;

e obLlee KOIMYEeCTBO NNCTOB AOoKyMeHTa (06bem B M6);

* CBegeHna o noannCaHMnn AOKyMeHTa,
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e cBegeHust 06 N3MeHeHNsAX NOKYMEHTa;

* CBeoeHunsa o npmneme noaIMHHMKa Ha XpaHeHNE B CTA.

B MHpOPMaLMNOHHYIO CUCTEMY BKJIIOHAIOTCA WHble CBefeHWdA, B 3aBUCMMOCTU OoT Buga HTL, B
COOTBETCTBUM C TOCYAAPCTBEHHLIMU (MeXrocygapCTBEHHbIMM) CTaHgapTamMn, CcTaHOapTamu
opraHusauunu.

PekBU3nNTblI (MeTagdaHHbIe), BBOAUMbIEe B PY® snekTpoHHon HTL, u BCce ¢ansibl OCHOBHOW YacTwu
3NeKTPOHHOM HT[M, cocTaBnsoWen YYEeTHYI eOuHuuy, OOJ/DKHbl XPaHUTbCS B TeYeHMe CpoKa
XpaHeHns 3n1eKTpoHHon HTL.

70. Onucn epnHNL, XpaHeHnsa HT[ NoCTOAHHOro XpaHeHWs COCTAaBJ/IATCA pa3fesibHO Ha Ka)Kabli

Bua HTJ, nognexkawen NOCTOSAHHOMY XpaHEeHWto, OTAEes/IbHO Ha 3N1eKTpoHHylo HT[, nognexallyto

MOCTOAHHOMY XpPaHEHNIO.

71. Onucb egnHUL, XpaHeHna HTL, NOCTOAHHOINO XpaHeHMsa O0JIXKHA BKAOYaTb:

* TUTYJIbHbIN JINCT,;

* NepevyeHb NepemMeHOBaHUN OpraHmn3aunm (Mpm Haan4yun);

e cofep)aHue (ornasneHue);

* CMUNCOK COKpaLLEHN (Npn Hann4un);

e MpeauncnoBue;

® OonncaTesibHble CTaTbW,

®* NTOrOBYO 3aluncChb;,

* JINCT-3aBepuTesb.

72. TUTYNbHbBIN JINCT OMUCU COOAEPXKUT Crieayolmne 31eEMEHThI:

* NOJIHOE, B CKOBKax COKpalleHHOoe Ha3BaHWe rocyfapCTBEHHOIo (MyHULMMANbHOM0) apXnBa;

e Ha3BaHWe (POHIA, KOTOPOE COCTOUT U3 MOJSIHOrO N OpULINANBLHO NPUHSATOrO COKPALLEHHOro
Ha3BaHUSA opraHM3aunun, ee NOAYNHEHHOCTM (HaMMEHOBaHMUE BbILLIECTOSLLEN OpraHmM3aumnn),
MECTOHaX0XOeHUS, KpalHNX OaT CyLIeCTBOBaHUA; Ha3BaHUe doHAa JaeTcsl No nocnienHemn
NaTe NOKYMEHTOB, BHECEHHbIX B OMUCh;
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e HOMep oOHOa, KOTOPLIA MNpUCBaMBaeTCss MO CMNUCKY (OHAOB B rOCyOapCTBEHHOM
(MyHMUMNANbLHOM) apXUBE;

e HOMEpP OMnuCu, KOTOpbIN MpucBamBaeTCcA NO JAUCTy ¢oHAa B roCyAapCTBEHHOM
(MyHMUMNaNbLHOM) apXunBe;

* Ha3BaHMWe onncm eanHUNLU XpaHeHn4A (yKa3aH|/|e BOa OOKYMeHTauun n Cpoka ero xpaHeva).
Ecnn cocTtas onucu orpaHm4yeH AOKyMeHTaMW OOHOIMo0 rnpoekTa, Ha3BaHMeM OMNMNCn MOXKeET
OblTb Ha3BaHMe 3TOro MpoeKTa,

e KpaWHue OaTbl JOKYMEHTOB, BHECEHHbIX B OMUCb (€C/IN B ONUCb BKJIIOYEHbI AOKYMEHTbl 3a
HECKOJIbKO JIeT C nepepbiBaMn, TO YKa3blBalOTCHA TOJIbKO Te rodbl, 3a KOTOpblE MMEKTCS
OOKYMEHTbI).

73. B nepeyHe I'IepeI/IMeHOBaHI/IIZ B XpOHOJ'IOFI/I'-IeCKOIZ nocnenoBaTe/ibHOCTU YKa3biBalOTCA BCe
nepenMeHoBaHMA opraHnM3laumnn C ykKa3aHUEM nepen Ka>xXxablM N3 HUX HaYya/lbHOW U KOHEeYHOoW gdaT
cywecrtBoBaHUA opraHunsauunn noa AaHHbIM Ha3BaHWEM W U3MeEHEHUA €é MNOAYMHEHHOCTU C
YKa3aHnem Havya/lbHOW N KOHEYHOW AaT NOOYUHEHHOCTN.

74. B conep>xaHuu (ornaBnieHnUn) nepeymnciaoTcs COCTaBHbIE YacTu OMUCK:

® CMNCOK COKpaLLEHWNA;

* rpeaoncnoBue;

* Ha3BaHWA pa3aesioB,;

* foapas3nensioB, oTpa>XakoWnMx cxeMy cncremMmaTm3aunnnn nNpoeKToB B OMUCH.

BHyTpn pa3nenioB co3patoTcs noApasaesibl, KOTOPbIM MPUCBAMBAlOTCS Ha3BaHWs npobnem (Tem),
KOMMJIEKCOB, MPOEKTOB, CTaAun. B conep>xaHuu (ornaesneHnn) obsisatenbHO NPUBOAATCSH Ha3BaHUA
NPOEKTOB.

75. B cnncok cokpalleHui B andaBUTHOM MOPALAKE BHOCATCS COKpaLLeHWUs, XapaKTepHble Ons
OesTeNbHOCTU OpraHMsauMm WAnM BeAOMCTBA, K KOTOPOMY OHa OTHOCUTCH, uMewwmecs B
NPeancsioBUM U OnucaTeslbHbIX CTaTbAX OMUCK, C PacIMGPOBKON 4Yepes TuUpe WX MOJSIHOro
HanucaHus.

76. B npegncnoBun K onmcu nssaratTcs:

* NCTOPUA OpraHn3auUnn C ykKasaHnem Bcex nepemmeHOBan?l n nog4nMHeHHoCTN,

® OCHOBHblE€ HalnpaBeHNA (3Tanbl) peaTenbHOCTHU opraHmnsaunn,

e ncrtopusa poHaa;
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* COCTaB W coAep)XaHue [OOKYMEHTOB, BHECEHHbIX B OMWCb, UCTOPUA MPOEKTUPOBAHUSA
onucbiBaeMblX 06bEKTOB, U34ENNN;

e ocobeHHoCTN 1 060CHOBaHME BbIOpPaHHOW CXeMbl CMCTEMATU3aLU N,

MpepncnoBue NogNNCbIBAaETCA COCTaBUTENEM.

77. OnNuncaTtenbHada CTaTbs OMNUCKU BKJIIOYaEeT:

* MOPSAAKOBbLIA HOMEpP eAVNHULbI XPaHEHWS;

* MPOU3BOACTBEHHbIN WHAEKC, WKUEP, YCJOBHOE Ha3BaHME [OKYMeHTa (JO0OKYMEHTOB),
BHECEHHbIX B e AUHULLY XPaHEeHWUS;

® 3alroJIOBOK eanHNLLbl XpaHEeHNA,

* COKpalleHHOe Ha3BaHMe opraHusauun Ha rod OKOHYaHUA pa3paboTKM OOKYMEHTOB, AN
Hay4YHOW AOokymeHTauun pobasnsawTcsa damMuamm M MHULUMaNbl aBTOPOB (pykoBoOuTeNen,
OTBETCTBEHHbIX UCMOJIHUTENEN);

e rog (roabl) pa3paboTKn AOKYMEHTOB;

e obulee KO/INYECTBO JIMCTOB U KOJIMYECTBO JINCTOB BHyTpeHHeIZ onncn (I'Ipl/l Hann4un),
YKa3aHHbIX 4epe3 3HaK MnJjkocC.

B rpagy «MpumeyaHume» BHOCATCHA C/y)KebHble OTMETKW, B TOM 4YMCie O BbiObITUN [OKYMEHTOB,
OorpaHMYeHUN AO0CTyMa, CO34aHNN CTPAXoBOro oHAa, HaAN4YMn poHOa Nosib30BaHUS.

78. B onncn anekTpoHHoW HTJI MNOCTOAHHOrO XpaHeHus ONS KaXAoW eAuHuubl XpaHeHus HTL,
yKa3blBaeTcs obbem B Merabanmtax, COCTaB TEKCTOBOW CONPOBOAUNTENIbHON JOKYMeHTauum. K onncu
3/1eKTPOHHOM HTL NOCTOAHHOrO XpaHeHUs L[OJKHbI MpuiaraTbCAa peecTpbl [AOKYMEHTOB
3/IEKTPOHHOr O aena.

79. MNMocne cocTaBneHns onucen B PYD snekTpoHHOM HTL BHOCATCA apXuBHble LWNMPLI eauUHNL,
XpaHeHunsa HTO.

IV. Nepepaya Hay4YHO-TEXHUYECKOW AOKYMEHTauum
B apxuB (TexHuuyeckui apxus)™*? opranusaumnn

80. B apxuB (TeXHUYECKNA apXUB) OpraHU3aunn noanexuT nepenadvye HT, BbINOSHEHHAA CaMoOi
opraHusaumei, a Takxe punanamm n NpeacTaBUTeNbCTBaMN OpraHn3aLnin:

e MOoaNIMHHUKNM HT;

® KOHTpPOJIbHbIE, paboyne (B TOM 4YMCNe 3NEeKTPOHHbIE) KOMNU AOKYMEHTOB;

Page 14 of 29



MpaBuna opraHM3auum XxpaHeHUs, KOMMNJIEKTOBaHUA, y4eTa U UCNOJIb30BaHUA Hay4YHO-TE€XH
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

e nybnukaTtel HTA;

e n3peweHns 06 N3MeHeHnn NOAJIMHHNKOB (pa3peUJeva Ha BHECeHWe N3MeHeHNn).

8l. B apxuB (TexHUYeCKUn apxmB) nepemarTCs MOAJMHHUKK, AybnnkaTel u konmu HTA,
BbIMOJIHEHHOW  opraHm3aunsammn-paspabotymkamu, copaspaboTuymkamu, cybnogpagyMkamm B
COOTBETCTBUM C [OroBOPOM (FroCyfapCTBEHHbIM KOHTPaKTOM) B Mopsanke, YyTBepXAaeMoM
pyKoBOAWTENIEM FOJIOBHOW OpraHmnsauunu.

MoonnHHnkK HTL nepenatoTcsa BMeCTe C NOAJIMHHUKAMN U3BeELLEeHUn 06 n3ameHeHuUn (pa3peLleHni
Ha BHeCeHWe W3MeHeHun), no kKoTopbiMm B HTL O6biiM BHeceHbl u3MeHeHMs. [pn nepenaye
KOHCTpyKTOpckon HTI nepepnatotcsa ceegeHns 06 y4yTeHHbIX aboHeHTax.

82. DnekTpoHHaa HT[ nepepaeTcsa Ha pusnyeckn o6ocobneHHbIXx HoCUTENax u (nnm) NnocpencTsoMm
NHOPMALNOHHO-TENIEKOMMYHMKALMOHHBLIX ceTen. NMopanok nepenavyu 37eKTpoHHon HTL BHyTpu
opraHusauum, mexnay ee dwuavanamu N npeacTtaBUTeNbCTBaMU YCTaHaAB/IMBAETCSA JIOKaJIbHbIMU
HOPMaTMBHbIMW aKTaMun OpraHu3aLumnn, B TOM Yncae onpenenatowmmMmimn npasa 4octyna paboTHNUKOB K
HTH, y4eTHbIM 1 CNPaBO4YHO-MOUCKOBbLIM CUCTEMAM; NPU B3aUMOLENCTBUN MeXXOy OpraHu3aunsamm -
norosopamMu (cornaweHnammn) 06 sNeKTpoHHOM B3auMoOOeNCTBUN.

83. HT[ nepepaeTcs B apxnB (TEXHNYECKMI apXNB) KaK NOCJe 3aBEPLUEHNS NPOEKTOB, pa3paboTku
N3nenuin, NpoBefeHNs Hay4Ho-UccnepoBaTenbCckon paboThl, Tak U B npouecce ux pa3paboTku
(noaTanHo).

84. Nepep nepepayen HTL B apxmB (TEXHUYECKMAN apXUB) OCYLLECTBISAETCA €e HOPMOKOHTPOJb
(NnpoBepka npaBUILHOCTM OGOPMAEHUS B COOTBETCTBUM C HOPMaTMBHbLIMW TpeboBaHMAMN).
Mpouenypbl NPOBEPKU MNPaBUILHOCTM O(OPMIEHUA OCYLLECTBAAIOTCA HOPMOKOHTPOJIEPOM UK
WHbIM PabOTHUKOM, Ha KOTOPOr0o BO3JIOXKEHblI Takne MOJIHOMO4YUS, B COOTBETCTBUM C SIOKaJIbHbIMU
HOPMaTUBHLIMW akKTaMu opraHmsaunn. BHOCUTbL wn3MeHeHMs B HTM, NOCTyNuMBLUYIDO B apxuB
(TeXHMYeCcKnn apxmB), pa3pellaeTcsa TOJSIbKO MO M3BeLeHMAM 06 M3IMeHeHUn (pa3peleHnusM Ha
n3MeHeHune).

85. Npu NnpoBeaeHNN KOHBEPTUPOBAHNS N MUTPaLLMK dINEKTPOHHOW HTL, apxunB (TEXHUYECKNI apXUB)
opraHu3yeT npouenypy NnoanncaHnsa sNeKTpoHHoW HT [, 31eKTPOHHOM Moanucbio, B COOTBETCTBUN C
MopsAKOM, YCTAHOBNEHHbIM JIOKa/lbHbIM HOPMaTUBHbLIM aKTOM OpraHmn3auunu.

Mpn npeobpasoBaHunm HTLO He [O0J/KHbI U3MEHATLCA HaMMeHOBaHMe OOKYMEeHTa W ero Bui B
3aBUCMMOCTM OT crnocoba BbIMOSHEHUS M XapakKTepa WCNosb30BaHMA (NOAAMHHMK, AybaukarT,
kKonus). [OKYMeHTbl, MOJly4eHHble B pe3yJsibTaTe B3auMHOro npeobpa3oBaHUs, OO/KHbI MMETb
COOTBETCTBYIOLLME CChIIKN OpYr Ha Apyra.

86. MNpn nepefavye KOMNNEKTOB NOAJNHHNKOB N AybnukaTos HT/, B TOM 4Yucnie anekTpoHHon HTL,
U3 OpYyrnx opraHusauuin cocTaBiseTca akT npueMa-nepenadnm HTLO Ha XpaHeHMe B apXxuBs
(TEXHMYECKM apXmMB) C MNepeyncsieHNeM HauMeHoBaHWN, 0603HaYeHuin, cTagumnm (3TanoB) WU
Kosin4yecTBa JIMCTOB U (MNIN) UHBIX XapaKTEPUCTUK NepefaBaemMblX JOKYMEHTOB.

AKT npuemMa-nepenaydn OOMyCKaeTCss He COCTaBAATb Npu nepedadvye Konun snekTpoHHon HTLO wn3
OPYyrux opraHm3auuin B MpoLecce COBMECTHOM pa3paboTKM MpoOeKToB, MU3Oenun, nposeaeHus
Hay4HO-UccaenoBaTesbCKon paboThbl.

87. dnekTpoHHas HT/[, nepenaeTcs B COCTaBe NakeTa 3JIEKTPOHHbIX IOKYMEHTOB, COAEP KAl Eero:

* KOMMJEKT 3NeKTpoHHoW HTM, cocToAwMn M3 OOHOr0 WIN HECKONbKUX KOHTEeWHepoB
3/IEKTPOHHbIX [OKYMEHTOB, BKJ/IOYAKWMNX OCHOBHYIO YacTb W PEKBU3UTHYIO 4acTb
(MeTapmaHHble) OokyMeHTa(oB), hanibl 3NEKTPOHHbLIX MOAMUCEN U BU3YyasN3NPOBaHHbIE
KOMUU OOKYMEHTOB;
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* 3/IEKTPOHHYIO CTPYKTYPYy MW3Oenus, rnpoekta (ecnm npeaycMOTPEHO roCyAapCTBEHHbIMU
(MeXxrocyiapCTBEHHbIMWU) CTaHAapTaMu, NPUMEHSIEMbIMU B OpraHu3aumm);

* CMpaBO4YHWUKMN, Ha6opb| OaHHbIX, noanexawux skadeHuno 8 HT;

* 3/1IeKTPOHHble 6MBNMOTEKM, CMPaBOYHUKM U KhaccudukaTopbl (MaKM KX GparMeHTbl),
No3BOJISOWNE NpefcTaBMTb B BU3yasibHO BOCMAPUMHUMaeMoM BUAE BCE KOAMPOBaHHbIE
3/1leMeHTbl NakeTa 3/IeKTPOHHbIX OaHHbIX.

MakeT 3/IeKTPOHHbIX AaHHbIX 3aBEPSAETCA 3NEKTPOHHON noanncblo paboTHUKa, obecrnevymnBatoLLero
nepepnavy 371eKTpoHHOM HT/[l, B COOTBETCTBUM C JIOKAJSIbHbIMWA HOPMATUBHBLIMU aKTaMM OpraHu3aLmu,
norosopamu (cornaweHnamm) 06 sNeKTpoHHOM B3auMoOOeNCTBUN.

88. Mpu npueme HT Ha ByMa>KHbIX 1N NJEHOYHbIX HOCUTENAX OCYLLECTBASETCS NPOBEpPKaA:

* KOMMJIEKTHOCTN AOOKYMEeHTOB, Ha OCHOBaHWUWU BeJJ,OMOCTeI7I TeEXHNYEeCKUNX I'Ipe,EI,J'IO)KeHVIVI,
BEOOMOCTEN 3CKU3HbIX MPOEKTOB, BEAOMOCTEN TEXHUYECKUX MPOEKTOB, crneynpukauunn,
HOMEHKNATYPbl SKCMAYyaTaUWOHHbIX JOKYMEHTOB N UHbIX LOKYMEHTOB, CBUAETENbCTBYOLLNX
06 HTLO, cocTaBnsilOWEN OAWH KOMMAEKT [AOKYMEHTOB; 0OlMX pAaHHbIX Mo paboyum
yepTexaw;

* HaJIN4nAa yCTaHOBJIEHHbIX noanucenm n gat;

* HaJIndmna scex JNCTOB NOAJIMHHUNKA,

e HyMepauun JINCTOB;

* MNPUroAHOCTU [OKYMEHTOB [/ XpPaHEeHWsl, MHOFOKPaATHOMo CHATUA C HUX KOMUA U
MUKPOMUIBMNPOBaHNS.

89. Mpwu Nnpreme B apxmB (TEXHNYECKUIA apXMNB) 3NeKTPOHHOW HT[, Nnpon3BoanTCS:

* MpoBepKa NakeTa 3JIEKTPOHHbIX AaHHbIX;

e MPOBEpPKa KOMMNEKTHOCTU 3/eKTpoHHoW HTO no BegoMocTaMm (peecTpaM, MepeyHs)
3NEKTPOHHbIX AOKYMEHTOB;

* MpoBEpPKa OEeNCTBUTENbHOCTH SNIEKTPOHHbIX noanuncemn;

e CBEpKa OCHOBHOM (halin) n peKBN3NTHOW (MeTadaHHbIe) YacTen aneKTpoHHon HT;

* MpoBepKa Ha BOCNPOM3BOANMOCTh;
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e MNpoBepKa Ha OTCYTCTBME BPeOOHOCHOI0 NporpaMMHoro obecneyeHus (BMpycos).

Mpun npneme snekTpoHHon HTLO dopmupyeTcs KBUTaHUMA (NOATBepXXAeHUe) o npueme. B cnyvae
€C/in NpU NPoOBEpPKe BbISAB/IEHblI HEMOJIHOTA MakeTa 3/IEKTPOHHbIX AaHHbIX, Pa3/iMinsa B OCHOBHOM n
PEKBU3UTHOM YacTax 37eKTpoHHon HTO, HeBOCNpPOU3BOAUMOCTb 3NEKTPOHHbIX [AOKYMEHTOB,
Hajlnyne BPELOHOCHOrO0 MporpaMMHoOro obecneyvyeHns (BUpPYycoB), HOPMUPYETCHA KBUTaHLUSA
(yBepomneHune) o6 owmnbke. KeutaHuma (yBepomneHmne) o6 owmbke nepecbilaeTcs OTNPaBUTENO
05 BHECEHMSA NCMPaB/ieHUN B N1eKTPOHHY HTL.

90. MOAJSIMHHMKKN NNCTOB [OJ19 3aMeHbl MepenarTca BMeCcTe C M3BEWeHMAMU 06 n3MeHeHuun
(pa3pelleHnamm Ha BHECEHNE N3MEeHeHUN). 3amMmeHsseMblie NUCTbl HTL aHHYAMPYIOTCH, BMECTO HUX
MOAK/IaAblBAlOTCH HOBbIE,

AHHYIMPOBaHHbIE N 3aMeHeHHble NNCTbl HT[ AO0MKHbI XPaHUTbLCA OTAENIbHO He MeHee Cpoka
XpaHeHUs caMoro AoKyMeHTa. Mpn opMMpoBaHUN eanHULbl XpaHeHns HTL aHHy/MpoBaHHbIE U
3aMeHeHHble NNCTbl  JobaBnsioTCA (NogknagbiBaloTCs, MNOAWMBAIOTCS, MepenseTalTcs) K
[OKYMEHTY.

91. HT/ Bo3BpawaeTca pa3paboTyuky, ecnv npu npneMe B apxme (TEXHUYECKNIN apXMB) BbISABAEHLI
HEKOMMNEKTHOCTb AOKYMEHTOB, OTCYTCTBME NOAMNUCEN M AaT, OWNOKN B ohopMaeHUn, OTCYTCTBUE
JINCTOB, HEyAOBJIeTBOPUTENILHOE (PN3NYecKoe COCTOAHNE JOKYMEHTOB.

92. [nA 3NEeKTPOHHbIX KOMUA BGyMaXKHbIX NOKYMEHTOB MpOBEepsieTCs COOTBETCTBUE [OKYMEHTa,
npeacTaB/IEHHOrO B 3/IEKTPOHHOM BUAE, JOKYMEHTY, BbINOJIHEHHOMY Ha bymare.

V. OpraHusau,uﬂ UCNOJIb30BaHMA Hay‘lHO-TeXHM‘leCKOﬁ AOKYMEHTauum

93. OpraHusauma obecneymBaeT OOCTYN MoJsib30BaTENEN, a TakXe npepnctaBuTenen cynebHbix,
MPaBOOXPAHUTENbHbLIX W WHbIX YMOJHOMOYEHHbIX oOpraHoB K HTO ¢ yyeTom TpeboBaHuRi,
yCTaHOBNEHHbIX 3aKOHO4aTeNbCTBOM Poccuiickoin ®egepauunn?, nokasbHbIMU HOPMaTUBHBLIMY
aKTaMm opraHm3auynm.

OTBETCTBEHHbLIM 3a coxpaHHocTb HT aBnaeTca cneumasibHO Ha3Ha4YeHHbIN paﬁoTHI/IK (pa6OTHI/IKI/I).

LOMKHOCTHbIE NnLa N COTPYAHUKU OpraHmn3aLmm noay4vatoT AOCTYN K 4OKYMeHTaM B COOTBETCTBUM
CO CBOMMW OO/IKHOCTHbIMU 0683aHHOCTAMN.

PaboTHMKaM CTOPOHHUX OpPraHu3auui - NpU HaJN4YMU MUCbMEHHOr0 pa3pelleHns PYKOoBOAUTENS
opraHmsauunnm, a Takxe cobcTBeHHMKa (Bnagenbua) HTLO; ONS NPOEKTHO-MAAHMPOBOYHOWN
OOKYMEHTauMn - TakXXe Mpu Haan4yum NMCbMEHHOro paspelleHnss cobCTBeHHMKa (BnagenbLla)
obbekTa.

94. MoAIMHHUKN 3neKTpoHHOW HTL Ha dm3andeckm ob60cobneHHbIX HOCUTENAX U3 XpaHWIULLa He
BblAAlOTCH, BblAalTCa ee oybankaTtbl nam Konum oH4a rMosb30BaHUS.

95. MoaNnHHMKM HT[ Ha 6yMa)KHOM HOCUTeEJ1E BblAalOTCA U3 XpaHNNLLG TOJIbKO ANA N3rOoTOBJIEHUA
C HUX /J,yﬁﬂI/IKaTOB M KOMNWUA N BHECEHUSA U3MEHEHWNI B NOOJINHHUK.

B ocTafibHbIX CNyYaax BblAatoTCca AybnamkaTel n konuu HTA.
96. Cpoku 1 nMopsAaok Bblgavym HTL M3 xpaHunuwia, opraHmsaumsa 4octyna K 3neKTpoHHon HTL ¢
NCNONb30BaHNEM WH(OPMALMOHHON cucTeMbl W nopsafaok obecnevyeHus WHGOPMaLIMOHHON

6€30MaCcHOCTN PeryanpyTcs oKaJbHbIMU HOPMATUBHBLIMU aKTaMn OpraHM3aLum.

97. Bblgayva HTHA ocywecTtBnsetcs paboTHMKOM, Ha KOTOPOro BO3JI0XKEHbl 06A3aHHOCTM MO
obecnevyeHunto coxpaHHocTn HTA.
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98. Y4yeT Bbigaun 1 Bo3BpaTa NOASIMHHUKOB N KON HTL BHYTPEHHUM N BHELLUHUM MOJIb30BaTeNAM
(aboHeHTaM) ocCyLlecTBAAETCA B KapTodkax y4yeTa LOKYMEHTOB W (uau) B MHGPOPMaLMNOHHON
cncTeme.

YyeT BblAa4ynm W Bo3BpaTa kKonuh HTJL BHYTpPeHHMM nosb3oBaTensaM (aboHeHTaM) MoxeT
NPON3BOANTLCS MO aBOHEHTCKMM KapToykKaM yyeTa n (unum) B UHOPMaLMOHHON CUCTEME.

99. Mepepn Bbloaven HTL M3 XpaHunvwia M Npy BO3BPALLEHMM e€e B XpaHWuLe npoBepsieTCs
COOTBETCTBME 3aMNCSAM B YYETHbIX IOKYMEHTaX.

Mpwn Bbigoade n Bo3BpaTe HTL ocywecTBaAsdAeTCA NOJMCTHAs MpoBepKa Hannmyna m (usnyeckoro
COCTOAHUSA AOKYMEHTOB.

100. CtpaxoBon poHA HTL co3gaeTcsa nyTeM MUKPOPUIbLMUPOBAHUSA NOOJMHHMKOB. CTpaxoBbiMu
KOMMAMWN SABASIOTCH HEraTUBblI HA PYJIOHHOW MJIEHKE UAN MUKpOodULLax, U3roTOBJIEHHbIE METOLOM
onTuyeckoro coTorpadupoBaHnsa AOKYMEHTOB Ha ByMa>kHOM M MAEHOYHOM HOCUTEeNe Wau nyTem
npumeHeHnsa COM-cnctem A 371€KTPOHHbIX LOKYMEHTOB.

101. ®oHA nonb3oBaHua HTL cdopmupyeTcs B BUOe Konum Ha 6yMa>kHOM HocuTene n (unn) B Buae
3/IEKTPOHHbLIX KOMUNA.

102. Ons obecneyvyeHms nowucka u ucnonb3oBaHus HTOA B apxuBe (TEXHUYECKOM apxUBE)
MPUMEHSAITCA CNpPaBOYHO-MONCKOBLIE CpeacTBa.

103. B apxuBe (TexHMYEeCKOM apxuBe) obopyayeTcs 4YnTasibHbIA 3as, pabodas KOMHaTa wau
crneuvansHole paboyme mecta (pabodyee mMecTO) ONA oOpraHmM3auumm [OCTyna MoJsib3oBaTesien
(aboHeHTOB) K HT M cnpaBO4YHO-MOUCKOBbLIM cpeacTBam. lMpu HeobXo4MMOCTU MONb30OBaTENAM
(aboHeHTaM) nNpepnoCTaBAATCA creunasbHble TeXHUYeCKMe U MnporpaMMHbie cpeacTBa A4
BOCMpon3BeAeHUs 351eKTpoHHoM HT/.

104. Bbigayda HT BO BpeMeHHOe MNoJib30BaHME OCYLLECTBAAETCA B COOTBETCTBUM C MNOPALKOM,
YCTaHOBJIEHHbIM OpraHu3aunen.

105. Bce nonb3oBaTenun (aboHEHTHLI) NoasiexaT yyeTy.
Pa3nenbHO OCYLLECTBASETCA YYeT:

¢ aBOHEHTOB BHELWHNX W BHYTPEHHUX, TMPUHATbLIX Ha aboHeHTCKOE O6Cﬂy)KI/IBaHVIe n
n3pelaemMbiX O BHOCNMbIX N3MEHEHUAX B NMOOJIMHHUKU NN ,El,y6J'II/IKaTbI OOKYMEHTOB,

e aboOHEHTOB pa30BOM BblAa4yn (Nepenayn) OOKYMEHTOB.

Ha ka>xgoro nosb3oBaTens (aboHeHTa) HTL 3aBoanTCca aboHEHTCKaa KapToyka, pacrnosnaraemas B
KapToTeKke uaun BeayLiancs B 3JIeKTPOHHOM BuAe B UH(POPMaLMOHHOW cnucteme.

106. lMpoeepka Hanuuma HTHO, BblgaHHOW paboTHMKaM oOpraHM3auMnM W B YUTajbHbIA 3ai,
MPOBOANTCS MO KHMIFaM Bblga4yun, 3anmcsMm B MHOPMaLMOHHON CUCTEME.

VI. 3KcnepTu3a LEeHHOCTH Hay‘-IHO-TEXHVI‘-IECKOﬁ AOKYMEeHTauum

107. 9kcnepTu3a ueHHocTn HTL ocyuwecTBnsieTcs B uenax otéopa HTL Ha NoCcTosAHHOE XpaHeHune, B
cocTaB ApxusHoro coHaa Poccunckon ®epgepaunm, yTo4HEHNE CPOKOB XpaHeHuns HTL BpeMeHHOoro
XpaHeHus n otbopa HTL, nognexawen yHNYTOXKEHUIO.
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108. okcnepTusa ueHHocTn HTL npoBoanTCs He paHee, 4eM 4yepe3 5 neT nocne 3asepLieHUs
pa3paboTKM MpoeKTa, TEMbI, CHATUSA U3L4ENNSA C NPON3BOACTBA, BbIBOAA W3 3KCMJlyaTaunm.

109. [Ons npoBeOeHUs 3KCMepTu3bl LIEHHOCTU [OKYMEHTOB CO30a€eTCs 3KCMepTHash KOMUCCUS
(nanee - 3K). B opraHms3auusax, WMELINX CJOXHYI CTPYKTYpY W/MnM noaBedoMCTBEHHbIe
opraHusauum, Co34atTCs LIeHTPasibHbIE 3KCMepTHbIE Komuccun (panee - LI3K).

DK (3K) saBnsgeTca coBewlaTesibHbIM OpraHoOM MNpu pPyKoBOAMUTENEe opraHmsaumm, co3faeTcs
MPMKa3oM opraHmsaunmn, LeNCcTByeT Ha OCHOBaHUW MOJIOXKEHNS.

110. OkcnepTunsa yeHHocTn HTL npoBoanTCs B ABa 3Tana:

e pa3paboTka nepeyHs NPOEeKTOB/06BHEKTOB, npobnem/Tem, Hay4YHO-TexXHMYeckas
NOKYMEHTALMsA No KOTOPbLIM MOAJIEXUT nepeaaye Ha NOCTOSAHHOE XpaHeHUe;

e pa3paboTka onncu gen HTL NOCTOAHHOrO XpaHeHus.

Mpwn NnpoBeneHN NepBoro sTana nposoanTca oTbop Hanbonee 3Ha4YMMON (MMeEOLWLEN NCTOPUYECKOE
3HavyeHne) npobnemMaTvKu/TeMaTUKN UCCNenoBaHUA, Hanbonee 3Ha4YMMbIX MPOEKTOB U3OENUin
MPOMbILLJIEHHOI O MpoOn3BOACTBaA, TEXHOJIOrNYEeCKNX MpoLeccos, rPafoCTPONTENbHbIX,
3eMJIeyCTPOUTENbHbLIX N JIECOYCTPOUTENbHBLIX NPOEKTOB, MPOEKTOB KannTasibHOro CTPOUTENLCTBA,
MPOrpaMMHbIX KOMIMJIEKCOB, [AOKYMEHTaUWsi MO KOTOPbIM MOAJIEXUT BKJIKOYEHUIO B COCTaB
ApxunsHoro coHaa Poccunckon depepauunun.

[OoKyMeHTaunsa, He BKOYEHHas B nepeyvyeHb npoekToB/obbekToB, npobnem/Tem, HTL No KOoTopbIiM
noanexuT repefadye Ha MNOCTOSAHHOE XpaHeHue, yTpaTuBLUAs MpakKTU4YeCcKoe 3HadyeHue N He
nMeroLas NCTOPMYECKOro 3Ha4YeHns, NOONEXNT YHUYTOXKEHMIO.
111. MepeyeHb nNpoekToB/06BLEKTOB, nNpobnem/Tem, HTO MO KOTOPbIM MNOANEXWUT MNepenadve Ha
MOCTOSIHHOE XpaHeHue, cornacosbiBaeTca 3K (U3K) opraHmsauum, nocse 4ero yTBep)xhaeTcs
3KCMNEepTHO-NMPOBEPOYHON KoMuccmen (panee - IMK) apXMBHOrO y4YpeXxOeHUs U pyKoBOAUTENEM
opraHusauun.
(B pegakumm npukasa PocapxuBa ot 12.08.2021 Ne 72)
112. Mpwn npoBefeHNN BTOPOro 3Tarna BKJYEHUIO B ONUCh AeJs1 MOCTOAHHOI0 XpaHeHusa nogjexar
cnepgytowme ctagun HTO:

* 3aK/OYUTESIbHbIE U 3TaMNHbIE OTHYETHI N0 HAay4YHO-UCCNefoBaTeNbCKUM paboTam;

e cTagua «MpoekT» (A58 NPOEKTHON OOKYMeHTauun);

e cTagna «Paboyass poKyMeHTauus» (AN KOHCTPYKTOPCKOW U  TexXHOJIOrM4yeckon
OOKyMeHTauun);

e cTaaunsa «TexXHU4YeCcKNn NpoekT» (ANa NporpaMMHON AOKYMeHTauum).

113. Onucnm cocTaBAATCA pa3fenbHO Ha Kaxabi Bua HTL, cornacosbiBatoTca 3K (LIK)
opraHusauun, nocse 4ero yTBepxgatoTca 3K apXMBHOMo Yy4YpexneHUs WU PyKoOBOAUTENEM
opraHusauun.
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(B pegakumnm npukasa PocapxuBa ot 12.08.2021 Ne 72)

114. YHWMYTOXEHMe [OOKYMEHTOB, He TnogJiexalnx XpaHeHW, OocCyLllecTBageTcsa nocse
YyTBEPXOEHNSA PYKOBOAUTENEM OpraHn3aunm akToB O BblAE/IEHUN K YHUYTOXKEHUNIO OOKYMEHTOB, He
rnoasiexxalmnx XpaHeHuto.

VII. Nepepaya Hay4YHO-TEXHUYECKOW OOKYMEHTALUM Ha NOCTOAHHOE XpaHeHue
B roCcyfapCTBEeHHbIA (MyHULMUNAJIbHbIN) apXuB

115. TocypnapCTBeHHble OpraHbl, OpraHbl MEeCTHOro CcaMoyrpaBJieHUs, roCyAapCTBEHHbIe W
MyHULUMNANbHbIE  OpraHM3auunW, BKJ/OYEHHble B  CMNUCKM  WUCTOYHUKOB  KOMIMJIEKTOBAHUA
rocygapCTBEHHbIX (MyHUUMNANbHbLIX) apxuBoB, obecne4ymBaloT MNOArOTOBKY W nepefady B
ynopsa404EeHHOM COCTOSAHUM Ha MOCTOAHHOE XpaHeHMe B COOTBETCTBYIOLME roCyfapCTBEHHbIE
(MyHMuunanbHble) apxuebl HTL, OTHeCeHHyW K cocTaBy ApxuBHOro d¢oHaa Poccunckon
depepauun?,

116. Ob6sA3aTenbHOM nMepefaye Ha MOCTOSIHHOE XpPaHeHWe B roCcydapCTBEHHbIA (MyHUUWNANbHbIN)
apxmB noanexaT pe3yfibTaTbl Hay4YHO-UCCNIEeN0BATENbCKNX,  OMbITHO-KOHCTPYKTOPCKUX 1
TEexXHOJIOrn4yeckux paboT, y4TeHHble B €4UHON roCcyfapCTBEHHON MHOPMALIMOHHOM CUCTEME YYeTa
Hay4YHO-UCC/IeN0BaTENbCKNX, OMNbITHO-KOHCTPYKTOPCKUX U TEXHOSIOMNYECKUX paboT.

117. HTO, oTHocAwasncs K cocTaBy ApxmBHOro doHaa Poccuinckon ®depepaumun, XpaHUTCA B
opraHu3aumn BpeMeHHO A0 nepefayvyn AOKYMEHTOB Ha MOCTOSAHHOE XpaHeHWe B roCyfapCTBEHHbIN
(MyHULMNANbHLIN) apXMB, UCTOYHMKOM KOMMJIEKTOBAHUS KOTOPOro $BASETCA oOpraHum3auuns, B
TeyeHne yCTaHOBJIEHHbIX CPOKOB:

MPOeKTHasa  OOKyMeHTauus Mo  KanuTaJbHOMY  CTPOUTENBLCTBRY, KOHCTPYKTOpPCKass 1
TexHoJIornyeckaa AOKyMeHTauuna, naTeHTHaa AOKYyMeHTauuna Ha I/I306peTeHVI$I, noJsie3Hbie Mogenu,
nMpoMbllieHHble obpa3ubl - 20 neT;

Hay4Hasa JoKyMeHTauus - 15 nett?2,

118. TlpopneHne CpPOKOB BPEMEHHOINO XpaHeHWs LOOKYMeHTOB ApXuBHOro ¢oHga Poccuickomn
defepaumn B OpraHU3aUUM-UCTOYHUKE KOMMIEKTOBaHUSA rOCy[fapCTBEHHOro (MyHULMNalIbHOrO)
apxuBa pornyckaeTtca no peweHunto MK depepanbHOro rocygapcrtBeHHoro apxusa, 3MK
YNO/MHOMOYEHHOIr0 OpraHa WUCNOJIHUTENIbHON BnacTu cybbekTa Poccuinckonm depepaumm B chepe
apxmBHoOro gena, dMK Hay4YHON opraHu3aunm.

119. Cpoku 1 yC/ioBUS [en0o3UTapHOro xXpaHeHWs OOKYMeHTOB ApXMBHOro goHga Poccummrckon
depepaumn  ycTaHaB/MBAOTCA B OOroBopax, 3akKJj4vaeMbliX QefepasibHbIMWU  OopraHaMu
WCMOJIHNTENbHON BJAaCTU WM OpPraHuM3auusMm C  YroJIHOMOYEHHbIM depnepasibHbIM  OpraHom
NCNONHNTENLHON BNacTy B cchepe apxuBHOrO Aena v Aenonpon3soacTea?sl,

120. OpraHu3aunmn-ncTOYHNKMN KOMIMJIEKTOBAHMNSA rOCYyAapCTBEHHbIX (MyHUUMNANbHbIX) apXWUBOB
COCTaBJIAOT M COMrIaCcoOBbLIBAOT C COOTBETCTBYIOLWMM FOCYAapPCTBEHHBIM (MYHULMNAIbHLIM) apPXUBOM
nnaH-rpacdmnk otbopa, NOAFOTOBKM 1 Nepedayn OOKYMEHTOB Ha MOCTOSAHHOE XpaHEHMe.

121. HTA, nopgnexalwasa nepepayvye B roCygapCTBEHHbIN (MyHUUWNANbHbIN) apxuB, opMUpyeTCs B
eNHULbl XpaHEeHUS B COOTBETCTBUN C NyHKTamMu 19-21, 53 MNpaBua n y4nTbiBaeTCA B ONUCU e JUHNL,
XpaHeHnsa HT NnoCTOAHHOIo XpaHeHns.

122. B egnHnue xpaHeHuns, CHOPMUPOBAHHOM N3 OOKYMEHTOB Ha ByMa>KHbIX HOCUTENSAX, HE AO0JIKHO
ObiTb 6onee 50 nucToB 4YepTexen, NpuBeAeHHbIX K dopmaTy A4, mnm 200 NNCTOB TEKCTOBOWN
OOKYyMeHTauumn, ToNWKnHa gena He O0J>KHa npeBbiwaTh 4 CM.

123. TexHu4eckoe ocdopmneHne gen HTL Ha 6yma)KHOM HOoCuUTeNe NpeaycMaTpuBaeT:
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anbLOBKY YepTexen;

e nepenneT (NOALNBKY) LOKYMEHTOB TEKCTOBOW AOKYMEHTaLNK;

* HyMepauunto NMMCToB eanHNLbI XpaHEHWA,

e COCTaBJIEHME BHYTPEHHEN ONuncu;

* 3anoJiHeHne NnCTa-3aBepunTend,

e ochopmnieHne 0610>KKN.

124. EgnHuubl XpaHeHua HTL, cocToswme U3 4OKYMEHTOB Ha ByMa)kHOM HocuTene (KpoMe paboyen
OOKyMeHTauun), nomMewaoTca B O0OJIOXKKY M3 TBEpPAOro KapToOHa WM nepenaeTaloTcs.
KpynHodopMaTHbIe JINCTbl NOALWMBAOTCA 3@ OOUH Kpanl C Yy4eTOM COXPaHEHUS BO3MOXXHOCTWU
cB0ob60OAHOrO pa3BopavYnBaHnNs JNCTOB.

MpuMeHeHne MeTaIJINYeCKNX AN NAacTMaCcCOBbIX CLUMBaTesIen N JIMMKON NeHTbl He AOoMyCKaeTCs.
125. Bce nncTbl B eguHmMuax xpaHeHns HTI, kpoMe YUCTbIX IMCTOB, nogsiexaTt y4yeTy. Konm4ecTso
JIUCTOB eAVHUNUbI XpaHeHUs (DUKCUPYEeTCA B 3aBEPUTESIbHOM JINCTE, KOJINYEeCTBO [AOKYMEHTOB,
BKJIIOYEHHbIX B €4UHULY XPaHEHNS YYUTbIBAETCA NO BHYTPEHHEN OMUCH.
126. JINCTbl HYMEPYIOTCA B MPaBOM BEPXHEM YrJy JMLEBON CTOPOHbI, a CPaibLLOBaHHbIE YHEPTEXN B
MpaBoM HWXXHEM Yyrjy 3a npepesaMmu yrjiosoro wtamna (nog yrsioBbiM LUTAMMNOM WAN Hagh HUM).
KpynHoopMaTHbIE NINCTbI, HE NMEIDLLME YIN0BOro WwraMna, HYMepyloTCa B MPaBoOM HUXKHEM yriy.
danbLUoOBKa YepTexXen N KpynHodopMaTHbIX JIMCTOB MPOU3BOAUTCA Takum obpa3om, 4Tobbl Obin
BUAeH HoMep nucTa. Ecnun B egnHuue xpaHeHusa HT scTpevatoTca poTorpadum, rpaddmkm, CXeMmsl,
PUCYHKW, HaKJIeeHHble Ha JINCT, HyMepyeTCs CaM JINCT.
127. Ana eavHuy xpaHeHusa HTLO, cdhoopMupoBaHHbIX U3 HEMOALWNTbIX AOKYMEHTOB, COCTaBAETCSA
BHYTPEHHSASA ONUCb, B KOTOPON YKa3blBaOTCH:

* NOPAOKOBbLIA HOMEP OOKYMEHTa;

e 0603Ha4YeHne (MHOEKC) OOKYMEHTa;

* Ha3BaHWe OOKYMEHTa;

e HOMep AucTa (NnMcCToB).

128. JlncTt-3aBepuTenb NOMeLLaeTCs B KOHLE eAUHNLbI XPaHEeHNSA N He NOAJIEXUT HyMepauuu.

129. Ha OGJ’IO)KKy eanHnL XpaHeHNA BbIHOCATCA cieaytouine peKBU3NTDI.

* HaMMeHOBaHWe opraHn3aunn-pa3paboTyrka No nocnenHeln gaTte NOKYMEHTOB, BKIOYEHHbIX
B €AVHULY XpPaHEeHUs;
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e Ha3BaHWe BbIWWECTOALWEN OpraHnu3aunm no nocieaHen gate OOKYMEHTOB, HAaXOASALWMXCS B
eguHuLe XpaHeHna (Mpn Hann4nm);

* MeCTOHaxoXpngeHune OpFaHI/I3aLI,I/IM-paBpaﬁoTLII/lKa;

e WGP 1 Ha3BaHMe NpoekTa (obbekTa), NpobaemMbl, TEMbI;

e CcTagusa pa3paboTku;

® Ha3BaHWe egnHnLUbl XpaHEHWA,

® 04 OKOH4YaHWA pa3pa60TK|/| OOKYMEHTOB,

® KOJINYEeCTBO JINCTOB B eANHNLE XPaHEHNA N KOJTINYeCTBO JINCTOB BHyTpeHHeﬁ onucun.

Mpu odopmneHun obnoxxkn eguHuubl XpaHeHus HTL, comep)kallel AOKYMEHTbl opraHusauunm-
copa3paboTymka, HaMMeHOBaHMWe OpraHu3auum-copaspaboTymka nuweTcs B CKobKax BCien 3a
Ha3BaHMeM opraHusauumn paspaboTymka.

O6N0XKKKN NAN 3aMeHsAWMe UX 3arnaBHble JINCTbI C6pOLIJiOpOBaHHbIX eanHuY XpaHeHua HTO He
ohopMAATCA, eC/Iin UMeKTCA BCe HeobxoguMble 3/1eMeHThI.

130. OpraHumzaunm obecnevymBaloT COXPAHHOCTb eAuHUL, XpaHeHns HTI, OTHEeCEeHHbIX K COCTaBy
ApxunsHoro ¢oHga Poccuinckon depepaunu.

131. MNpunem-nepenada HTL Ha NOCTOAHHOE XpPaHEeHUe B roCy4apCTBEHHbIN (MyHULMNANbHbIN) apXnB
OCYLLECTBAAETCHA MO YTBEPXKAEHHBIM ONUCAM eauHUL, XpaHeHus HTI noCTOSAHHOro XpaHeHUs Ha
OCHOBaHMW aKTa NpueMa-nepenavyn JOKYMEHTOB Ha MOCTOSAHHOE XPaHEHMe.

132. MNpwn nepefaye OOKYMEHTOB OrpaHNYEHHOro AOCTYNa, a Tak)Xe 06beKTOB MHTEJIEKTYasIbHOWN
CobCTBEHHOCTUM OpraHu3aunsa onpeaenseT yCaoBMSA AOCTYNa K HUM U UX UCMONb30BaHMUA.

Mpn nepenayvye LOOKYMEHTOB, CPOKW OrpaHuUYeHWsa [0CTyna K KOTOPbIM WUCTEKNWN, opraHu3sauuns
OCYLLEeCTBJIAET CHATNE COOTBETCTBYIOLNX rPUdoB (oTMeTOK) nnn yCTaHaBJInBaeT CPOK, Ha KOTOprIZ
npoaneBatdTCA orpaHM4eHNAa gocTtyna.

133. SnekTpoHHasa HT[ nepenaeTca Ha MOCTOSSHHOE XpaHeHue B YynopsanoyYEeHHOM COCTOSHUUN B
COOTBETCTBUMN C OMUCAMMU 3N1eKTPOHHOM HT[L NoCTOAHHOro xpaHeHusa. K onucsam cocTaBAasaloTcs
peecTpbl ¢annos. MNepedadya OCyLLECTBASAETCA Ha (PU3NYeCKM 0060COBSIEHHBIX HOCMTENAX B ABYX
ak3eMnasfpax u (nnm) no HPoOpPMaLMOHHO-TENEKOMMYHMKALMOHHBLIM ceTaM. Crocob nepepayn, Bug
N KOJIMYECTBO 3K3eMMISApoB  du3myeckm 060COBNEHHbIX HOCUTEsNIeN, COrsacoBblBaeTCS
rocynapCTBEHHbLIM (MyHULMNANbHBIM) apXUBOM.

dopmaTbl (ansoB, dopmaT nepefadn LaHHbIX W COCTaB COMPOBOOUTENIbHOW OOKYMEHTauuu,
Heobxooumon OnS pasbHENWero BoCrnpousBeneHna u obecrnevyeHns COXPaAHHOCTU 3/1EKTPOHHON
HTJ, cornacoBbiBalOTCA C COOTBETCTBYHOLWMNM FroCyJapCTBEHHbIM (MyHULMNANbHLIM) apXUBOM.

Ha usmdeckn o060COBMEHHbLIX HOCUTENAX W UX QyTAsApax YKasblBaeTCs apXMBHbIA WUGHP
3NeKTPOHHON HTM, Haxopsawencsa Ha HocuTenax. ApXUBHbLIA WNGP YyKasbiBaeTca criocobamu, He
noBpeXxaanLwmMMn HoOCUTEslb PN HAaHECEHUN, XPaHEHNN U NCMNOJIb30BaAHNWN.
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VIIl. Mepepaya Hay4YHO-TEXHUYECKOMN AOKYMEHTaLuu
npu CMeHe pyKoBOAUTEsIA, peopraHusauuu, IMKBUAaLuum,
n3MeHeHUn hopMbl COOCTBEHHOCTU OpraHM3auum

134. Mpn cMeHe pPyKOBOAUTENS OpraHmM3aunu, pykoBoauTensa apxmea (Npu Haan4um) npuem-
nepepava HT[, y4YeTHbIX AOKYMEHTOB U CMPaBO4YHO-MOMNCKOBbIX CPeACTB, @ TakXe MOMEeLLEHWN,
MHBEeHTapsa 1 obopypoBaHus apxmsa (NpU HanM4YUM) NPOU3BOAMTCA MO aKTy Mpuema-rnepenaydun
APXUBHbIX LOKYMEHTOB U MaTepunasibHbIX LLEHHOCTEN.

Ons npuema-nepenayn HTL oT pykoBoguTens apxma (Mpyv Hannyuum) NpukKasoM oOpraHu3auunm
Ha3HavyaeTCs KOMUCCMSI B COCTaBe He MeHee Tpex 4enioBek. Komuccus npoBepsieT Haauuvme wu
cocTosHMe Bcex BumAoB HTL, HaxopsAwencs Ha yvyeTe B OpraHv3auuu, yYeTHbIX LOKYMEHTOB W
CrNpaBOYHO-MOUCKOBbLIX CpeacTB, 060opyAoOBaHMA XpaHUAUL, MNPOTMBOMOXXAapHOro o060opynoBaHMS,
TEeXHNYECKUX CPeaCcTB OXPaHbl, KOMMbIOTEPHON N MHOXUTESIbHON TEXHUKU, OPYrNUX MaTepuasbHbIX
CpencTB UHBEHTAPHOro yyeTa.

135. lMNMpwn peopraHu3zaunmn nan JTMKBugauLnm opraHmnsaumm nepegada n gasabHenwee Ncrnosb3oBaHue
N LOKYMEHTOB OCYLLECTBAAETCA B COOTBETCTBUM C 3aKOHOA4ATeNbCTBOM Poccuniickon depepaunn.

136. Mpwu peopraHu3aunum HErocyfapCTBEHHOW OpraHusauuMu YCNoBUA N MeCTO AaJibHenLwero
xpaHeHus HTO onpegensiTca  ydYpeauTensMm  3TOW  opraHusauum  WAM  OopraHamu,
YMNOJIHOMOYEHHbIMU Ha TO y4peanTesibHbIMU LOKYMEHTaMMU.

137. B c/ily4yae peopraHusauumy opraHmsaunn ¢ nepenaden yHKUMA BHOBb CO3AaHHOW UM MHOMN
opraHusaummn HT nepefaeTcsa opraHnU3aLUn-npaBornpeeMHuKy.

138. Mpun nukBupauum rocynapCTBeHHON (MyHUUMNANbHOW) opraHm3auun, HTL, BKAYEHHas B
cocTtaB ApxumBHoro ¢oHga Poccunckon depepaunn, a TakKXKe apXMBHbIE OOKYMEHTbI, CPOKU
BPEMEHHOIr0 XpaHeHUs KOTOpbIX HEe WCTEeK/N, B YMOPSAOOYEHHOM COCTOSAHUM nNepenatrTCsa Ha
XPaHEHNE B COOTBETCTBYOLNIN rOCYAapPCTBEHHbIN (MyHMUMUNAIbHBIN) apXUB.

139. Ynopago4yeHne HTO nukBuonpyemMom opraHmsaunm opraHmlyeT AMKBUAAUMOHHAA KOMUCCUSA
(KOHKYPCHBIA ynpaBasoWwmnn).

140. Npwn cmeHe dopMbl COBCTBEHHOCTN OpraHM3aunn NPoOBOAUTCHA MHBEHTapusauma HTLO, yyeT u
knaccudmkauma HTO no doopmam cob6CTBEHHOCTMU.

HT[, oTHeceHHas K rocyaapCTBEHHON (MyHMUWNaNbHON) COBCTBEHHOCTUN, C UCTEKLIUMU CPOKaAMU
BPEMEHHOI0  XpaHeHMa nepefaeTcsa Ha MNOCTOAHHOE  XpaHeHMe B FoCyOapCTBEHHbLIN
(MyHMUMNANbHbBIA) apXUB, NCTOYHUKOM KOMMJIEKTOBAHUSA KOTOPOro OpraHm3aumnsa asnasnaacb A0 ee
npueatTmsaunn. lopsgok ydveta u nepepaydynm HTOA npu npuBaTmsaunm rocynapCTBEHHOrO u
MYHUUMNANIbHOIO MMyLlecTBa OCYLW,eCTBASAETCA B COOTBETCTBMM C HOPMaTWUBHbIMU MpPaBOBbIMU
akTamu Poccuitickon ®epepaumnt?4,

IX. XpaHeHue 3/IeKTPOHHBLIX Hay4YHO-TEXHUYECKUX JLOKYMEHTOB
Ha pM3nvYecKkn 060coB6IeHHBIX HOCUTENIAX U C UCNONb30BaHUEM
MHpOpPMaLMUOHHOW cUCTEeMbIZ!

141. SnekTpoHHasa HTL, BK/OYas BCe ee BepCUU, XpaHUTCA Ha dusndeckn o06ocobneHHbIX
HoCUTEensAxX un (Mnm) € NCNosIb30BaHMEM MHAOPMALMOHHOM CUCTEMBI, CreunanbHO NpeaHa3HaYeHHOoN
019 XpaHEHUSA 3NEeKTPOHHbIX apXMBHbIX OOKYMEHTOB (CuCTeMa XpaHEHMS 3JIEKTPOHHbIX Hay4HO-
TEeXHNYECKNX OOKYMEHTOB) B MopsAKe, yCTaHOBJIEHHOW OpraHu3aunen.

142. TMpwn xpaHeHun 3nekKTpoHHoW HTLO Ha dusndeckn 060Co6NEHHBIX HOCUTENAX WU C
NCMNoJIb30BaHMEM MHMPOPMALIMOHHbBIX CUCTEM O0JKHbI cobnogaTbcs cnegyouwme TpeboBaHUS:
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* HaM4ne TeXHUYECKUX U NPOrpamMMHbIX CPeACcTB, MO3BOAAOWMNX OCYLLECTBASATb XpaHeHune,
BOCNpousBeneHue, Mnurpaumnio n KoHseptuposaHue HTL, a TakXXe KOHTPOJIb PU3NHECKOro 1
TexHun4Yeckoro coctossHne HT;

* fipopeaeHmne MuUurpaumm wn KOHBEPTUPOBaAHUA, KOHTPOJZIb COOTBETCTBUA TMOJTYHEHHbIX
S/1IEKTPOHHbLIX JOKYMEHTOB NCXOOHbIM,

e obecneyeHune aYTEHTUYHOCTN, OOCTOBEPHOCTMN, Les1IoCTHOCTH, nPUrogHoOCTn aona
MNCMoJIb30BaHNA 3NIEKTPOHHbLIX OOKYMEHTOB.

143. Mpu xpaHeHUn >3neKTpoHHoM HTO Ha dun3ndeckmn 060COBNEHHBIX HOCUTENSX OOJSIKHbI
cobnogatbca cnegytowme tpebosaHus:

* NMPUMEHEHNE HOCUTENEN, TEXHNYECKME XapPaKTEPUCTMKN KOTOPbIX, NO3BONAIOT obecnevynTb
OONroBpeMEHHOEe XpaHeHue mHgopMaumm (Npu xpaHeHUN Ha dusnyeckn obocobseHHbIX
HoCUTEensx);

e bum3nyeckn obocobneHHble HoCcuTenn >30eKTpoHHoWm HTIO XxpaHATCS B yNakKOBKaXx,
peKkoMeHA0BaHHbIX MPON3BOANTENAMN HOCUTENEN;

e flMueBas CToOpoHa 0610XXKN (pyTnsapa) husmdeckn 060cob1eHHOro HOCUTENa 3N1eKTPOHHON
HTO cHab)xaeTca ApnbIKOM, Ha KOTOPOM YyKa3blBaeTCH WHBEHTapHbin HoMep HTO w
NOEHTUMDUKALNOHHbBIN HOMEp HOCUTENS, MPU HANYUN.

144. YyeTy noanexaT usmveckn obocobneHHble HOCUTENN UHGOPMALNKN, a TakKXe OOKYMEHThI,
3anmncaHHble Ha yKa3aHHble HOCUTeNun.

145. Mpn ncnonb30BaHUN NHPOPMALMOHHON CUCTEMbI A9 OpraHu3aunum XpaHeHUs 31EeKTPOHHON
HTLO (CX3HTA) obecnevymBaeTcs:

* MpueM, y4yeT, XpaHEeHME 1 UCMOJIb30BaHNE 3JIEKTPOHHbLIX HAayYHO-TEXHUYECKMX AOKYMEHTOB
(3HTA), KOMMA 3SNEKTPOHHLIX [OKYMEHTOB, MOAJIEXALINX XPaHEHUI0 B TeyeHue
YyCTaAHOBJIEHHbIX CPOKOB;

e BKJIlOYEHWE PEerucTpaunoOHHO-YYEeTHbIX CBeAeHWA W APYrMx MeTafdaHHbix DHTA,
3aPUKCUPOBAHHBIX Ha dr3nYeckn 060Cob/IEHHBIX HOCUTENAX;

e B3aMMOAENCTBME C BHEWHUMM U BHYTPEHHUMU aboHeHTaMn no WHGPOPMALMOHHO-
TENEeKOMMYHUKALNOHHBLIM CETSM;

* MoJsiydeHue 3/IeEKTPOHHbIX LOKYMEHTOB U3 CUCTEMblI aBTOMATU3VUPOBAHHOIO MPOEKTUPOBaHNSA
(CAMP) 1 n3 Apyrmux nHpoOpMaLMOHHbLIX CUCTEM OpraHu3aLnu, B KOTOpPbIX co3gatoTca SHTA.

146. Mpwu BKNOYEHUN AOoKYMeHTa B CX3HT nomxkHa obecnedymBaThbCs:

e hmkcaumsa pakTta noctynseHna B CX3HT/ 3N1eKTPOHHbIX LOKYMEHTOB;
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e npoBepka DHT[ Ha Hann4yne BpeLOHOCHOro NPOrpaMMHOro Ko4a;

* MpoOBepKa 3JIEKTPOHHbLIX MOAMUCEN WAN OPYrux aHanoroB COOBCTBEHHOPYYHOW MNOAMMCU
SHTL;

e MpoBepKa BocnpoussoanmocTn SHTL;

e 3aBepeHme NPUHATLIX Ha XxpaHeHne SHTL, 3N1eKTPOHHOW NOANNCLI0 YNOJHOMOYEHHOI 0 INLLa;

e co3paHue PYO.
147. HanmeHoBaHMe nosien PY® Ka)Kaoro ypoBHSA A0/I)KHbI COOTBETCTBOBATb OCHOBHbLIM PEKBU3NTAM
Hay4YHO-TEeXHNYEeCKOro JOKyMeHTa.
148. K nepBoMYy YypOBHIO cuCTeMaTM3auum oTHocUTCa wngp (ycnoBHoe obo3HayvyeHne) obbekTa,
npoekTa, pa3paboTku, TemMbl. KO BTOPOMY YPOBHIO CUCTEMATU3ALUM OTHOCUTCA: OJ19 MPOEKTHON
OOKYMeHTauum - HOMep M HauMeHOBaHWe 4acTW B COOTBETCTBUM C COCTAaBOM [MpoOeKTa, Anf
KOHCTPYKTOPCKOM OOKyMeHTauumnm - obo3HavyeHne wusgennss B COOTBETCTBMM CO CBOOHOWN
crneundurkaumen, AN Hay4HoO-UCCNenoBaTesIbCKON OKYMEHTauumM - 3TanHOCTb TeMbl. K TpeTbemy

YPOBHIO CUCTEMATM3aLNN OTHOCUTCA WNGP AOKYMEHTa (Mpy Hann4mm).

149. CX2HTO nosxHa obecneymBaThb:

e Cco3faHue cBs3en Mexay PY®, 3neKTPOHHbIMU feNaMU N 3NIeKTPOHHbIMU OOKYMEeHTaMu;

e aBTOMaTM3NPOBAHHOE 3anoJsiHeHWe nonen PY® 3a cHeT nMmnopTa JaHHbIX OCHOBHOW Hagnncu
AN TUTYNbHOIO INCTa HaY4YHO-TEXHNYECKOro OKYMEHTa;

e yyeT TMOCTYMJIEHUS 3NEKTPOHHbIX [eJ, B COOTBETCTBUM C TMPUHSATON  CXeMOW
cncTemMaTm3sauunm.

150. 32nekTpoHHOMY peny (LOKYMeHTY) npu BkwYeHunm B CXOHTLO npuceBamBaeTcs
NOEHTUPUKALNOHHBIA YYeTHbI HOMep.

151. [Ona BHeceHWA [JONOJHUTENbHOW HeCTPYKTYPUPOBAHHOM MWHGOPMaUUnM Mpu  BKIIKOYEHUN
nDoKyMeHTa B CX3HT/ B PY® npegycMmaTpmBaeTCs Noje «KKOMMEHTapun» («npuMedaHmne»).

152. Ona ynpasneHna pokymeHtamMun B CXOHTL B PY® [Oo/mKHbI BKAKOYATbLCA crepylouive
MeTafdaHHblE:

e cBepeHunsa o6 ncnonb3oBaHNK OOKYMEHTOB (maTa, dopMa ncnosib3oBaHUA, Mosib30BaTesNb);

e CBeEeHMA O npoBepkKe Haan4ma u QPU3NYeCcKoro CcocTosHUA (BOCI'IpOI/IBBO,EI,I/IMOCTI/I)
ONOKYMEHTOB;
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* CBeJEeHNs 0 KOHBEPTUPOBaHUM B gpyrue cdopmaThbl 3annucy (AaTa, COBepLUEHHOE OAENCTBUE,
cBeneHuns 06 ncxogHoM n Hoeom cdopmMaTe, 06 NCxoaHOM U HOBOM obbeMe halina);

e CBEAEHUS O TMoJib30BaTesNe, BbIMNOJHMBLUMM KOHBEPTUPOBAHME, WAN aBTOMaTMYECKOMN
HaCTPOWKe C BO3MOXHOCTbLIO NpukpenseHns K PY® ¢ainoB C pelleHnamMmm yrnosHOMOYEHHbIX
[OJDKHOCTHBIX JINL, O MPOBEAEHUN KOHBEPTUPOBAHUSA C YKa3aHMEM KOHKPETHbIX (DOpMaTOB;

e cBegeHna ob skcnepTmse LUEHHOCTU AOKYMEHTOB (OTMETKM O PEeLlleHUsSX 3KCNepTHOW u
3KCMNEepTHO-MOBEPOYHOW KOMUCCUIA) C BO3MOXHOCTbIO MNpukpenseHns K PY® dannos
MPOTOKOJOB;

e CBEHEHUs 0 nepefaye 3JIEKTPOHHbIX fefl, LOKYMEHTOB Ha XpaHeHWe B roCynapCTBEHHbI
apPXMB.

153. Mpu BkAoYeHUM B CXIHT[L 3NE€KTPOHHLIX Aes, OOKYMEHTOB Ha duindecknm o60cobneHHbIX
HocuTenAax B PY® Oo/KHbI nMpenycMaTpmBaTbCA OOMOJIHUTE IbHbIE NON4:

* B HOCUTENA,

®* MeCTO XpaHeHu4,

e hopmaT 3anucu.

154. CX3HTLO nonxHa obecneymBaThb:

* XpaHEHMEe 3NEKTPOHHbIX AOKYMEHTOB W 3/EKTPOHHbIX KOMUA [OKYMEHTOB BMECTe C UX
MeTafaHHbIMM (OO0 YHUYTOXEHUS WK rMepefayn Ha nocjeayloliee xpaHeHuWe B
rocyagapCTBEHHbIV apXuB);

* fepmnoanyeckKoe pesepBHoe KonmpoBaHme 3JIEKTPOHHbIX AOKYMEHTOB,

* yBeaomsieHne OTBEeTCTBEHHOINo AOOJ/IXKHOCTHOIoO Jinda O HeobxoanmocTun npoeeaneHmMA
NMpoBEPKN B COOTBETCTBUMN C YCTaHOBJIEHHLIMWN CPOKaMWn (I'IepI/IO,EI,I/I‘-lHOCTb}O) MpoBEpPKN
HaJIM4NAa N COCTOAHNA 2NEKTPOHHbBIX e, OKYMEHTOB;

* aBTOMATUYECKYIO MPOBEPKY HAJINYMS SNEKTPOHHbIX OKYMEHTOB;

* MPOCMOTP COCTABa 3JIEKTPOHHbIX LOKYMEHTOB B 3/IEKTPOHHOM fene;

e co3fdaHue (KommpoBaHue) n BkAoYeHMe B CX3HTL 3K3emMnnasapoB 3NEKTPOHHbIX Aen,
OOKYMEHTOB U3 UX pe3epBHbIX dK3eMMNAsPOB B3aMeH MNOBpPeXXAeHHbIX;

* MpUMeHeHNe NPOrpaMmbl NMPOBEPKN TEXHNYECKOT0 COCTOSHUA 3JIEKTPOHHbBIX JOKYMEHTOB U
COXpaHeHWs pe3ysibTaToB MPOBEPKN B TE€YEHME YCTAaHOBIEHHOIO BPEMEHU;
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e (h)OPMMPOBAHME aAKTOB YCTAHOBJIEHHON (OPMbl MO pe3ysibTaTaM MPOBEPKN HaIUYnus u”
TEXHNYECKOrO COCTOSIHUSA JIEKTPOHHbIX Oen;

* BHECeHVe n3meHeHunn B PY® no pesynbTaTam npoBepKu.

155. CXOHTL posmxHa obecnedymBaTb MPOLLECCHI KOHBEPTUPOBAHUSA U/UAN MUTPALIUN SIEKTPOHHBIX
apXMBHbIX [OOKYMEHTOB BMeCTe C WX MeTajaHHbIMW B Uenax obecrnevyeHns COXPaHHOCTU W
BO3MOXXHOCTW MCMONb30BaHUSA 3/IEKTPOHHbIX apXUBHbIX OOKYMEHTOB B TeyeHWe YCTaHOBJIEHHbIX
CPOKOB XpaHeHM.

156. CXOHTA pnoskHa peann3oBbiBaTb NpoBefeHMEe KOHBeEpPTUpoBaHuA 6e3 ypaneHna ns CXOHTL,
hannos ycTtapeBLnx opMaToB 1 BKAoYeHneM B CX3HT/[ dhansoB 4OKYMEHTOB B HOBOM hopMaTe
3anucm ¢ ux npukpenseHmeMm K PY®, ¢ aBTOMaTU4YeCKUM MNPOTOKOJIMPOBAHUEM BbIMOJIHEHHbIX
OENCTBUN N OTParKeHNEM B COCTaBe MeTadaHHbIX PYOD.

157. CXSHTH posnxxHa peanm3oBbiBaTb OTOOP KOHKPETHbIX (OpPMaTOB 3arnncu 3J1EKTPOHHbIX
APXUBHbIX OOKYMEHTOB.

158. CX2HT[ obecneuymBaeT AOCTYN 3aperncTpuUpOBaHHbLIM MOJIb30BATENSAM MOC/Ee MUX YCMNELIHOWN
ayTeHTUpukaummntel,

159. CX3HT[L, posmkHa obecrneunTb co3gaHue poHaa Nosib30BaHUS 3JIEKTPOHHbLIX e, LOKYMEHTOB
1 PYHKLUMNOHNPOBAHME Ha ero OCHOBE 3/IEKTPOHHOI0 YATaIbHOIr o 3aa.

160. MMpn BbINOAHEHUN WHGOPMALMOHHbLIX 3anpocoB nosb3oBaTesien CX3HTLH obecneymsaeT
MHOMOKPUTEPUANbHbIN NOUCK U OTOHOP SNEKTPOHHbLIX AeN, AOKYMEHTOB B COOTBETCTBUU CO CXEMOWN
cucTtemaTumsaumm AoKyMeHToB B CX3HT 1 3HavyeHusaMun nonen PYOD.

CX3HTA nonxkHa obecrnevymBaTb NPOTOKONMPOBAHNE B XKYpPHase peructpaumm cobbiTuin NpocMoTpa
NnoJsib30BaTensaMn PY®, 3N1eKTPOHHbLIX AeSl, 3JIEKTPOHHLIX IOKYMEHTOB, a TakXXe UX KOMMpoBaHue.

161. CXSHTA ponxHa obecneymBaTb NOAMNMCAHME KOMWWU 3/IEKTPOHHOIO apXMBHOIMO AOKYMEHTA,
3/IEKTPOHHOM MOAMNUCBIO YMOJIHOMOYEHHOr0 AOJ/IKHOCTHOIMO iMua, OTBETCTBEHHOINO 3a CO3faHue
OOKyMeHTa.

162. CXSHTL ponxHa obecneymBaTb HanpaBieHME [OKYMEHTOB WM kKomnjaektoB HTA, no
WHPOPMALNOHHO-KOMMYHMKALMOHHOW KaHalaM CBA3W BHELWHNM Nosib3oBaTensm, aboHeHTaM.

163. CXOHT[ nomkHa obecneymBaTh y4eT:

® CMNOJIb30BaHUA 3N1EKTPOHHbIX Oen, JOKYMEHTOB,

e CO3[aHHbIX Konunm HTO;

i q)OpMI/IpOBaHVIe OTHETOB O pe3yJibTaTaX UCMNoJib30BaHNA.

164. B CXOHTO pnos/mkHa peanv3oBbiBaTbCA nepefava 3NeKTPOHHbIX [Aesl, OOKYMEHTOB B
rocyfapCTBEHHbIA apXuB, UCTOYHUKOM KOMIMJIEKTOBAHUS KOTOPOro SIBAAETCA roCyAapCTBEHHbIN
opraH, opraH MecCcTHOro CaMoyrnpaBJieHWs, rocyfapCTBeHHasd, MyHUUMUNaNIbHAasd opraHvsaung no
3alUMLLEHHbIM KaHanaM CBSA3M B COOTBETCTBUMN C OPraHM3aLMOHHO-TeXHNYeCcKMMmn TpeboBaHnAMN K
yKa3aHHOMY MH(OPMaLIVOHHOMY B3auMoaencTanio,
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165. CX3HTLO moskHa obecne4vymBaTb (POPMUPOBaAHME aKTa NpueMa-rnepenaydn 3JEeKTPOHHbIX Aen,
OOKYMEHTOB B rOCYOApPCTBEHHbLIA apXuB, WCTOYHMKOM KOMMJIEKTOBAHUSA KOTOPOro SBAseTCA
rocynapCTBEHHbIA OpraH, rocyaapCcTBEHHas, MyHUUMMaAbHas opraHn3aums B 3JIEKTPOHHOM Buae ¢
BO3MO>XHOCTbIO BbIBOZA Ha NevyaTb.

CX3HTLO pos/mkHa XpaHUTb WHGOpMaUMIo O nepefadye 3NeKTPOHHbIX Aesl, OOKYMEHTOB B
rocyfapCTBEHHbIA apXuB, UCTOYHUKOM KOMIMIEKTOBAHUS KOTOPOro SIBAAETCA roCyAapCTBEHHbIN
opraH, opraH MecTHOro camMoynpaBJfleHNd, rocyfapcTBeHHada, MyHMUUNasbHaa opraHm3sauuns.

[1] YacTb 1 cTaTby 6 ®epgepanbHOro 3akoHa Ne 125-93.

[2] YacTb 1 cTaTby 13 ®epepanbHOro 3akoHa Ne 125-93.

[31YacTb 1 cTaTbu 17 ®enepanbHOro 3akoHa Ne 125-03.

[4] YacTb 2 cTaTbn 13 PenepanbHOro 3akoHa Ne 125-03.

[5]1 NMyHKT 4.34 MNpaBun opraHn3auumn XxpaHeHNs, KOMMJIEKTOBaHWUSA, y4eTa 1 NCMOob30BaHNA JOKYMEHTOB apxXuBHOro oHaa Poccuinckon ®epepaunn un
OPYrux apxmBHbIX JOKYMEHTOB B OpraHax rocyapCTBEHHON BAACTW, OPraHax MeCTHOrO CaMOynpaB/eHNs 1 OpraHn3aumax, yTBep)XAeHHbIX MPUKa3oM
MuHKynbTypbl Poccun oT 31 mapTa 2015 r. Ne 526 (3apeructpuposaH MuHioctoM Poccnn 07.09.2018, perncTtpaunoHHbin Ne 38830) (sanee - NMpasuna,

yTBEpP)XAEeHHble npuka3oM Ne 526).

[6] TpeboBaHMSA K MHHOPMALMOHHLIM CUCTEMAM 3/1IEKTPOHHOrO AOKYMeHToo60poTa (hefepasibHbIX OPraHOB UCMOSHUTENLHON BAACTU, YHUTLIBAIOLLMX B
TOM Yucne Heo6xo0aAMMOCTL 06paboTKN MOCPEACTBOM AaHHbIX CUCTEM CNYXXEOHON MH(MOPMALIMKN OFPAaHNUYEHHOI0 PacNpPOCTPAHEHUS, YTBEPKAEHHbIE

npukasomMm MnHkoMcBs3n Poccum oT 2 ceHTabpsa 2011 r. Ne 221 (3apernctpuposaH MuHtoctom Poccmm 15.11.2011, pernctpaumoHHbii Ne 22304).

[7] TpeboBaHusA no obecneveHno 6€30MacCHOCTY 3HA4YMMbIX 0O BEKTOB KPUTUYECKON MHOPMaLMOHHOW MHPaCcTPYKTYpbl Poccuiickon ®epgepaunn,
yTBEpPXXAEHHble Npuka3om ®CTIK Poccum oT 25 nekabps 2017 r. Ne 239 (3apernctpupoBaH MuHioctom Poccum 26.03.2018, perncTpaLmoHHbIN

Ne 50524).

[8] TunoBble yHKLMOHabHbIe TpeboBaHNS K CUCTEMaM 3/IEKTPOHHOI0 fLOKYMEeHT0060pOoTa N CUCTEMAM XPaHEHMUS NEKTPOHHbIX JOKYMEHTOB B
apxuBax rocyfapCTBEHHOro opraHa, yTBep>XAeHHble npukasoM Pocapxusa oT 15 utoHs 2020 r. Ne 69 (3apeructpupoBaH MuHiocToMm Poccum

20.10.2020, perncTpaumnoHHbln Ne 60484) (nanee - Tunosble TpeboBaHMS).

[9]1 NyHKT 4 MpumMepHOro noso>xeHns o6 apxvmee opraHu3aLnn, yTBep>KAeHHOro npukasom Pocapxmsa oT 11 anpensa 2018 r. Ne 42 (3apernctpmpoBaH
MuHiocToM Poccum 15 aBrycta 2018 r., perucTpaumoHHbii Ne 51895).

10] NMyHKTBI 2.3, 2.6 MNMpaBun, yTBepXAeHHbIX Npuka3om Ne 526.

11] YacTb 1 cTaTbn 17 ®PenepanbHOro 3akoHa Ne 125-93.

12] NyHKTBI 3.5 1 3.6 Mpaswn, yTBepXAeHHbIX MpruKa3om Ne 526.

131 NMyHKT 3.4 MpaBun, yTBep>XAeHHbIX Npuka3om Ne 526.

14] NyHKT 2.9 MpaBun, yTBep>XAeHHbIX NpuKa3om Ne 526.

15] MoanyHKT 2 nyHKTa 6 MonoxeHna o PenepaibHOM apXUBHOM areHTCTBE.

16] CtaTtba 52 'papgocTpouTenbHoro kogekca Poccuiickon depepaumnm (CobpaHune 3akoHoaaTenbcTBa Poccuiickon ®epepaunm, 2005, Ne 1, cT. 16;
2020, Ne 31, cT. 5013).

171 NyHKT 2.14, 2.43 MNpaBunn, yTBEPXXAEHHbIX NpuKa3om Ne 526.

18] Mpunka3 PocapxmBa oT 11 mapTa 1997 r. Ne 11 «O6 yTBep>XAeHUN PernaMmeHTa rocyapCTBEHHOr0 y4eTa AOKYMeHTOB ApxnBHoro doHaa
Poccuiickon ®epepaunns» (3apeructpmpoBaH MuHiocToM Poccun 8 utona 1997 r., peructpaunoHHbin Ne 1344),

19] MNpwn Hann4mw.

20] YacTb 1 cTaTbu 57 MpaxkaaHCKOro npoLeccyasnbHoro kogekca Poccuiickon ®epepaumm (CobpaHue 3akoHopaTenbcTBa Poccuiickon ®epepaunn,
2002, Ne 46, cT. 4532; 2018, Ne 49, cT. 7523); nyHKT 19 cTaTbu 5 YronoBHo-npovueccyasnbHOro kogekca Poccunckon depepauunm (CobpaHne
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3akoHofaTenbcTBa Poccuiickon ®epepaummn, 2001, Ne 52, cT. 4921; 2019, Ne 52, cT. 7817); 4acTb 1 cTaTbyn 26.10 Koaekca Poccuinickon ®epepaunn o6
aAMVHUCTPaTUBHbIX NpaBoHapyLleHusax (CobpaHne 3akoHogaTenscTBa Poccuiickonn depepaumm, 2002, Ne 1, cT. 1; 2020, Ne 9, cT. 1136); 4acTb 1
cTaTbyu 63 Kofekca aAMMHUCTPaTUBHOMO cyaonpounssoacTea Poccuinckon ®epnepaunm (CobpaHmne 3akoHodaTenbcTBa Poccuiickon depnepaumm, 2015,
Ne 10, cT. 1391); nyHKT 2.1 cTaTbn 4 ®epepanbHOro 3akoHa ot 17.01.1992 Ne 2202-1 «O npokypaType Poccuiickon ®enepaumm» (CobpaHue

3aKoHopaTenbCcTBa Poccuickon depepaumm, 1995, Ne 47, cT. 4472; 2014, Ne 30, cT. 4234).
21] YacTtun 1,2 ctaTbn 21 ®PenepasnbHOro 3akoHa Ne 125-93.
22] YacTb 4 cTaTbu 22 PepepanbHOro 3akoHa Ne 125-03.

23] YacTb 2 cTaTbu 18 PepepanbHOro 3akoHa Nel25-03.

24] MonoxxeHne o Nopsiike yyeTa apxXmBHbIX LOKYMEHTOB MpuW NpMBaTU3aLMN FrOCYy[apCTBEHHOIO Y MyHULMManbHOro NMyLLECTBa, YTBEPXAEHHOE
npukasom PocapxmBa oT 6 HOsi6ps 1996 r. Ne 54 1 pacnopsi>xeHnem Mockommmyiectsa Poccum oT 22 okTsa6psa 1996 r. Ne 1131-p (3aperncrpmpoBaH

MwuHtocToM Poccrmn 13 Hosi6ps 1996 r., permcTpaumoHHbIn Ne 1193).

25] CnaBa IV TunoBbix TpeboBaHUA.

26] MyHKTbI 8.4 1 9.5 TOCT P NCO 15489-1-2019. HaumoHanbHbI cTaHAapT Poccuiickon ®epepaumn. Cuctema CTaHAapTOB No HGopMauuu,
6ubnnoTe4yHoMy 1 nsgatenbckoMy aeny. MHhopmauma n JoKkyMeHTaums. YrnpaBneHne gokymeHTamMu. YacTb 1. MoHATWS 1 NpuHUnnbl (yTBEPXKAEH

npukasom PocctaHgapTa oT 26 MmapTa 2019 r. Ne 101-cT).
[27] Inaga IV Mpasun, yTBEep>XAEHHbIX NpuKa3oM Ne 526.
OnybnukosaHo: 18.03.2021, nocnenHee nameHenmne: 10.09.2021

MUcTouHuUK: https://archives.gov.ru/documents/rules/pravila-ntd-2020.shtml

CcbnKu:

[1] https://archives.gov.ru/documents/prik155 2020.shtml
[2] https://archives.gov.ru/documents/prik72_2021.shtml
[3] https://archives.gov.ru/taxonomy/term/56
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