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I1paBm1a OpraHmM3sauumm XpaHeHusda, KOMMJIeKTOBaHuUA,
y4dyeTa M MCnoJib30BaHuA Hay‘-IHO-TEXHI/I‘-IECKOﬁ

O OKYMEeHTaLl U B OpraHax rocyp,apCTBeHHoﬁ BJ1aCT\,
OpraHax MeCTHOro camoynpasJjieHms, rocynapCrBeHHbIX
U MYHUUUNAQJNBbHBIX OPraHusauumax

YTBEep>XaeHbl
npuka3om PocapxuBa
o1 09.12.2020 Ne 155 [1]

I1paBm1a OPraHn3aumm XpaHeHusa, KOMNnJieKtoBaHuA,

ydyeTa M McnoJib30BaHuA Hay‘-IHO-TEXHVI‘-IECKOﬁ AOKYMEeHTauum

B OpraHax rocyp,apCTBeHHoﬁ BJ1IaCTU, OpraHax MeCTHOro caMmoynpasieHui,
rocygapCtB€HHbIX U MYHUUMNAJIbHbIX OPraHn3aumax

I. OCHOBHbIE NOJIOXXeHus

1. MpaBuna opraHusaunMn XpPaHEHWS, KOMMJEKTOBaAHUSA, y4eTa W WCMNONb30BaHUSA Hay4HO-
TEXHNYECKON OOKYMEHTauunm B OpraHax rocygapCTBEHHOW BNacTW, OpraHax MeCTHOro
caMoynpaB/iieHNs, TOCYAAPCTBEHHbLIX W MYHUUMUMaNAbHbLIX OpraHusaumax (panee - [lpaBuna)
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 depgepaunn» (CobpaHne 3akoHonaTenbCTBa
Poccunckon ®epepaunn, 2004, Ne 43, cT. 4169; 2017, Ne 25, cT. 3596) (nanee - denepasbHbI
3aKOH Ne 125-03), nyHkTOM 7 MNonoxeHnsa o PenepajibHOM apXMBHOM areHTCTBE, YTBEP>KAEHHOI0O
Yka3om T[pe3nmpeHTa Poccunckon ®Pepepaumm oT 22 wuoHa 2016 r. Ne 293 (CobpaHue
3akoHogaTenbctBa Poccuinckon Pepepaummn, 2016, Ne 26, cT. 4034) (manee - lMonoxeHue o
depnepasbHOM apXMBHOM areHTCTBe).

2. MNpaBuna pa3paboTaHbl C YH4ETOM MOJIOXKEHUIA HALUMOHAJbHbLIX, MEXIAYHAaPOAHbLIX CTaHOapPTOB,
onpenensawLMX COCTaB, MOPSAAOK CO3A4aHUsA, obpalleHnsa N XpaHeHNs Hay4YHO-UCCIe40BaTEes/IbCKON,
NMPOEKTHOW, KOHCTPYKTOPCKOW, TEeXHOJIOrn4yeckol u nporpamMHON [OOKyMeHTauun (Hay4vHo-
TexHU4yeckoln gokymeHTauun) (nanee - HTM) Ha ByMaXkKHbIX U SNEKTPOHHbIX HOCUTENSX.

3. TpaBuna npepHa3HadyeHbl ANA OpraHoOB roCydapCTBEHHOW BacTW, OPraHoOB MECTHOro
camoynpaBJ/ieHNs,, rocydapCTBEHHbIX Koprnopauun, rocyfapCTBEHHbIX U MYHULUUNASbHbIX
opraHm3auumn, BbICTYMNaoLWmX pa3spaboTynkamu, 3aKas4dyunkamu, 3acTponwmKamu,
3KCNNyaTUPYOLWNUMN  OpraHn3aumsaMm, a TakKXe 3aHMMaloWwMMNCa MNpou3BOACTBOM Hay4HO-
TeXHNYEeCKON NPOAYKLMN, B MpoLecce feAaTeslbHOCTM KOTopbix obpasyeTca HTL.

4. Mo peleHnto HerocygapCTBEHHbIX OpraHM3auui, B AeATeNIbHOCTU KOTopbix obpa3syetca HTU,
BbICTYMatoLWnx 3aKa3s4dmkamu, pa3paboTymnkamuy, 3acTponLmMKamu, 3KCNAyaTUPYOLWNMHn
OpraHmM3aunsaMu, a TakXe 3aHMMalWUMNCA NPOU3BOACTBEHHON OeATEesIbHOCTbID, HacTosflme
MpaBnnamMm MOryT TnMPUMEHATbBCA Npu OpraHmsaLum XpaHeHUs, KOMMJEeKTOBaHUA, y4yeTa WU
ncnosib3oBaHua HTL.

5. MNpaBuna ycTaHaBAMBAOT €4UHbIN NOPAAOK OpraHm3aunm KOMMAEKTOBaHUSA, y4yeTa, XpaHeHus,
obpalweHmns n wucnonb3oBaHus HTM, a TakXe OTHeCeHWs ee K CocTaBy ApPXMBHOro ¢oHpaa
Poccuitckoit ®egepauun no pesynabTaTaM NpoBefeHus skcnepTussbl LeHHocTu™ ans opraros
rocyapCcTBEHHON BAACTWN, OPraHOB MECTHOIro CaMOoynpaB/ieHNs, FOCYAapPCTBEHHbIX U
MYHMUMNANIbHbIX OpraHnu3aunn.

6. OpraHI/I3aLI,I/Iﬂ XpaHeHnsd, KOMMJIeKToBaHuA, y4eTa W ucnonb3osaHmsa HTUA, cou,epmau_l,eﬁl
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CcBeleHunsl, COCTaBNaWMNE rocyaapCTBEHHYO TalHy, ApPYyrne BMAbl TalH, NEPCOHajbHblE OaHHbIE
NN  UHblE CBedeHUs KOHMUAEHUMWANbHOrO XapakTepa, ocyllecTensetcsa ¢ cobnoneHnem
TpeboBaHU 3aKoHo4aTenbCTBa Poccunckon degepaumn.

7. TocynapcTBeHHbIE OpraHbl, OpraHbl MECTHOro CaMOyrpaBAeHUS MYHULUMMNALHOIMO pPaioHa,
rOpofCKOro OKpyra W BHYTPUrOpOACKOrO paWoHa, BbiCTynawulMe 3akasuynkamum HTL, obsa3aHbl
co3naBaTb apxuBbli¥, B TOM Yncne cneumnanbHO nNpefHasHayYeHHbIe 419 KOMMIEKTOBaHWS, yyeTa,
XpaHeHus, obpalleHnsa u ncnonb3oBaHus HT (TexHnvyeckue apxmebl) 1 obecnevynBaTb COXPAaHHOCTb
APXMBHbIX NOKYMEHTOB, B TOM Yyucse HT/l, B Te4eHne YyCTaHOBJIEHHbLIX CPOKOB XPaHeHus.

8. TlocynapCTBeHHble oOpraHmM3auunW, roCyAapCTBEHHbIE KOpMopauunm W  MyHMUUNaNbHbIE
opraHmsaumm obs3aHbl obecnedmBaTb COXpaHHOCTbL HTLO B TevyeHWe yCTAHOBJIEHHbIX CPOKOB
xpaHeHnsaEl B 3Tux Liensax ykasaHHble opraHu3aLmmy Bripase co3gasaTb apxubll, TexHuyeckue
apPXUBBI.

9. OpFaHVI3aLI,I/IVI Brnpase OCyWEeCTBJIATb KOMIUJIEKTOBaHNE, YYE€T, XpaHeHue, o6paL|_|,eHv|e n
ncronb3osaHne HT c ncnonb3oBaHueMm I/IHq)OpMaLI,I/IOHHOI7I CI/ICTeMbI[il, I'Ipeﬂ,Ha3Ha‘-IeHHOVI aona
XpPaHeHNA 3JIEKTPOHHbIX apPXUBHbIX JOKYMEHTOB, COOTBGTCTByiOLLI,GI?I TEXHNYECKNM Tpe6OBaHI/I$-|M K
MH(OPMALMOHHbLIM CUCTEMAaM 3NIEKTPOHHOI O )J,OKyMeHTOO60pOTa[m, K I/IHCpOpMaLI,I/IOHHOIZ
6630I‘IaCH0CTI/I[ll N PYHKUMNOHANbHbIM Tpe6OBaHI/IFIM K CncteMaM 3/1eKTPOHHOIo ,D,OKyMeHTOO60pOTa
N cncrtemMmam XpaHeHnsA 3JIEKTPOHHBIX AOKYMEHTOB B apXMUBaX rocyaapCTBEHHbIX OpFaHOB[m.

10. 3apaun wu QYHKUUN apxmBa, TEXHUYECKOro apxmBa ONpenenstoTcsa MOoJIOKEHNEM,

yTBEpPXAaeMbIM pyKoBoauTenem opraHusauumtl,

Il. Opral-maau,uu KOMMJIEKTOBaHuA, y4yeTa, XpPaHeHUsA, U UCNOoJ1b30BaHuA
Hay‘lHO-TeXHM‘IeCKOﬁ AOKYMEHTaLUuUM B OpraHaxXx rocyp,apCTBeHHoﬁ BJ1aCTMm,
opraHax MeCTHOro caMmoynpasBJieHu s, BbICTynaloLwux 3aKkadumkamu HT[

11. MopnnHHmkn HTLO XxpaHAaTca B opraHM3auusx, BbICTYMAKLWMX FOCYyAapCTBEHHLIMU WUN
MYHUUMNANIbHBIMA 3aKa34YMkaMn B COOTBETCTBUWU C YC/IOBUSAMU [OrOBOPOB (COrnalleHuin) Mexay
opraHm3aunsamm.

12. HT[ BkNOYaeTcsa B COCTaB apXUBHOIO qaoHﬂaMl OopraHa rocygapCTBEHHON BaCTn, opraHa
MeCTHOro caMmoyrnpafieHUs (ganee - opraH), NoO4JIEXXUT XpaHEHNIO B apXuBe (TEXHNYECKOM apXuBe)
opraHa B Te4eHue CPOKOB XpaHEeHUs, YCTAaHOBJIEHHbIX defepasibHbIMU 3aKOHaMN, UHbIMIA
HOPMaTMBHbIMI NPaBOBLIMU aKTaMu, a Tak)Ke NepeyHsIMI C yKa3aHWeM CPOKOB XpaHeHusHH,

13. HTO nocTynaeT B apXuMB oOpraHa Ha OCHOBaHMM WU B COOTBETCTBUM C [OrOBOPOM
(rocypapCTBEHHbLIM, MYHWULMWMNA@NbHbIM KOHTPaAKTOM), 3akKJ/IlOYEeHHbIM MeXOy roCyAapCTBEHHbIM
(MyHMUMNANbHBIM) 3aKa34YMKOM W WUCMOSHUTEeNeM, MNOAPAOYMKOM Ha ee WU3roToBJsieHMe nocne
nognucaHmsa akTa NnpMeMa-caaydn BbiNOJIHEHHbIX paboT.

14. Nepepnaya HT B apXxuB OCYLLECTBAAETCHA B COOTBETCTBMM C ONUCLIO (aKTOM, crieundukaumnen)
OOKYMeHTOB (Oen), nogsexawmx nepefgavye, Ha OCHOBaHUKM akKTa NpuemMa-nepenayn OOKYMEHTOB
(men) Ha xpaHeHue. K nepepaBaeMbiM [LOKYMeHTaM MpUKNagbiBalOTCA KOMus AOrosopa
(rocyBapCTBEHHOro, MYHULUMWMANbLHOrO KOHTPaKTa), a TakKXe KOonua aKTa npuema-caaydun
BbIMOJIHEHHbIX paboT.

15. B npouecce npuemMa [AOOKYMEHTOB Ha XPaHEHME apxMB TMPOBEPSET MOJHOTY KOMIMJIeKTa
rnepenaBaeMbiX Ha XpaHeHWe OOKYMEHTOB B COOTBETCTBUM C coAep>XaHneM cHbpolutopoBaHHOIo
TOMa (aJ'Ib6OMa, I'IaI'IKI/I), Be4OMOCTAMMN, CI'IeLl,VICbVIKaLI,I/IFIMI/I |/|3p,en|/||7|, BeAOMOCTAMU SJIEKTPOHHbIX
OOKYMEHTOB, WIN C OMUCSAMWU, aKTaMW, B KOTOPbIX MNEPEYUCNEHbl CAaBaeMble Ha XpaHeHue
OOKYMEHTbI, MPOBepPsAeT MNpaBUIbHOCTbL oOdopMaeHUs (NoAnNMCcaHnsa) [OOKYMEHTOB, Hainyune
YCTaAHOBJIEHHbIX MNOAMNUCEN, OaT, WHBEHTapHbIX HOMEPOB, a Takxe npurogHocte HTO Aans
OasibHenlWero XxpaHeHuns.

|_|pl/l npmnemMme 3NeKTPOHHbIX AOOKYMEHTOB OOMOJIHUTENIbHO TMpPOBEPAETCA HaJlM4me aHaJioros
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COBCTBEHHOPYYHbIX MOAMNUCEA, B TOM 4YUC/e WUHGPOPMALMOHHO-YIOCTOBEPSAIOWMNX JINCTOB
3JIEKTPOHHbIX JOKYMEHTOB, 3/IEKTPOHHbIX NOANMUCEN.

16. NocTynuelwas Ha xpaHeHue B apxuB HT noanexut ydvety. YyeT HTO nponssoanTcsa oTAEsIbHO
OT APYrnx BUOOB apXUBHbIX JOKYMEHTOB.

17. B apxmBe opraHusauum BeayTCa OCHOBHble (06s3aTesibHble) U BCNOMOraTesibHble YYe€THbIE
OOKYMEHTbI, yCTaHOBJIeHHble [lpaBuaamMm opraHmsaumu, XpaHEHWs, KOMMJIEKTOBaHUA, ydeTa u
NCMoJIb30BaHMUA OOKYMEHTOB ApXMBHOro ¢goHaa Poccunckon depepaumn u APYrux apxXmBHbIX
OOKYMEeHTOB B OpraHaxX rocyp,apCTBeHHoM BN1aCTn, oOpraHax MeCTHOro camoyrnpaBieHna w”n
opraHm3auMﬂxM, a Tak>Xe NyHKToMm 49 lNpasu.

18. KHura (>kypHan) y4eTa noctynaeHus un BblbbiTna HT Ha 6yMa>kHOM nUan B 3NE€KTPOHHOM BuUaEe
BKJIlOYaeT cnepyowme obs3aTesibHble PEKBU3NTHLI AeN (OKYMEHTOB):

* VHBEHTapHbIA (apXUBHbIN) HOMEP;

e [aTa perncrpauuu;

e HOMep 1 faTa Aorosopa (KOHTpaKTa);

e aBTOp (pa3paboTymK) NOKYMEHTA;

e 0603Ha4YeHne OOKYMEHTa;

* HanMMeHOBaHME OOKYMeEHTa;

* 4NCJIO JINCTOB 0219 AOKYMEHTOB Ha ByMa>kHOM HOoCuTene;

e KOJINYecTBO (hansioB n o6bem B M6 oNnsa 3NEKTPOHHbIX LOKYMEHTOB;

e hopmar;

* OCHOBaHMe MOCTYMJeHNA OOKYMEHTOB B apXMB;

* KOJINYECTBO N3FOTOBJIEHHbIX KOMWIA;

e fnaTa BbibbITUSA AOKYMEHTA;

e OCHOBaHMe BbIbbITUSA OOKYMEHTa.

19. EpuvHunuen xpaHeHua HTLO aBnseTca y4veTHas efuHMua, npeacTtaBnswoowas  cobon
cbpoLutopoBaHHbIN TOM, anbboM MAM Nanky, KOTOpas MOXXeT coAep)XaTb OOUH WU HECKOJIbKO
OOKYMEHTOB, UMelLWNX pa3Hble 0603HaYEHNS.
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20. EouHnuam xpaHeHMs MNPUCBaWBAlOTCA YYETHble HOMepa, SABJSALWMECH 4acTblo apXMBHOMO
wndpa*3l. CeepeHns o cocTaBe eAMHULL XPaHEHUA N NX KOANYECTBE (UKCUPYIOTCS B YHETHbIX
OOKYyMeHTax apxuBa.

21. EAVHULILI XpaHeHns B Npeaenax doHaa noanexaT cuctematusaumn*, Mpu nposeaeHnn
cucTemMaTum3auum Yy4MThIBAaETCA: BUAOBOW, XPOHONOrMYECKNI, npeaMeTHO-TeEMaTUYECKUNA,
06BbeKTHbLIN, reorpahnyeckuin NpuUsHaKu.

22. COXpaHHOCTb [OKYMEHTOB B apxmBe obecrneynBaeTcsi KOMMNIEKCOM MepornpusTHiA MO CO34aHMI0
HOPMaATUBHbIX yCJ‘IOB|/||7|, CO6J'||'O,D,eHVH‘O HOPMATUBHbLIX pPEXNMOB W Ha,ﬂ,ﬂe)KaLLl,eVl OopraHmsaunm
XpaHeHNs [OKYMEHTOB, UCKJII0HaOLWMX XULLEeHe U yTpaTy U obecneynBaiolx NoaaepxaHvie B
HOPMaJIbHOM (M3N4YECKOM COCTOSIHMU, @ TakxKe coboaeHnIo TpeboBaHWit K 34aHNAM, MOMELLEeHNSAM,
B KOTOPbIX obecneymBaeTca XxpaHeHune HT[, Mcnonb3yeMoMy 060pY[OBaHWMIO, HOPMaTUBHLIM
peXKMMaM XpaHeHUs [OKYMEHTOB Ha pa3/IMyHbIX HOCUTENsX, obecrnevyeHuio COoXPaHHOCTU
[NOKYMEHTOB MpW 4pe3BblYalHbIX CUTyaLMAX, MepeMeLLleHnio [OKYMEHTOB W YyCTaHaBAMBaeTCH
npaBWAaMy OPraHU3aLMW XpPaHEHUs, KOMMJIEKTOBaHWA, y4eTa W WCMO/b30BaHUS [OKYMEHTOB
ApxuBHoOro coHza Poccuiickoin ®efepaumn 1 ApYrMx apxmMBHbIX LOKYMEHTOB B FOCYAapCTBEHHbIX
opraHax, opraHax MeCTHOro CamMoyrnpaBJ/IeHVNS 1 OPraHn3aLnax, yTBepKAaeMbIMU YNOJHOMOYEHHbIM
denepanbHbIM  OPraHOM  WUCMOMIHUTENbHON  BRacTM B cdepe  apxMBHOro fena W
nenonpoussoacTeatsl,

Ill. OpraHm3auusa XxpaHeHUss KOMMJIEKTOBaHUs, yyeTa U UCNOJIb30BaHUA
HAay4YHO-TEXHUYECKOW AOKYMEHTALMM B rocyaapCcTBEeHHbIX
M MYHULMMNANbHbIX OpPraHu3saumax

23. XpaHeHMne KOHCTPYKTOPCKOW, TEXHOJIOrMYeCcKol, NporpaMMHoON JoKyMeHTauumn obecnevynBaeTcs
opraHusaumen-pa3paboTyNKoM, OpraHU3aLUMen-3akasynkom (rocyfapCcTBeHHbIM 33aKa34MKOM),
OpraHn3aumMen-n3roToBUTENEM, SKCMJyaTUpYIoLLeld opraHu3aumnein B COOTBETCTBUM C YCIOBUAMN
00roBOpoB (rocynapCTBEHHbIX, MYHULMMNAJIbHbIX KOHTPAKTOB).

24. XpaHeHWe nNpPOEeKTHOM [OoKyMeHTauum obecrnedmBaeTcss 3aCTPOMLLMKOM, TEeXHUYECKUM
3aKa34ynMkKoM, JIMLOM, OTBETCTBEHHbIM 3@ 3KCMAyaTauuio 3[4aHuUsl, COOpyXXeHus, nmbo
crneunanm3npoBaHHON HEKOMMEPYECKOW opraHusauunen, KoTopas OCYLUeCTBASeT OeATesIbHOCTb,
HampaB/ieHHYO Ha obecrnedyeHume nNpoBeAeHUs KanuTasbHOro pemMoHTa obuwero uMmywiectsa B
MHOrOKBapPTUPHbIX AOMax (fanee - permoHasbHbIii onepatop)™el,

25. XpaHeHune Hay'-IHO-I/ICCﬂeﬂ,OBaTeﬂbCKOIZ OOKYMeHTaunn ocCyuecCTBadeTCcs OpFaHI/IBaLI,I/IeIZ-
NCNoNHNnTENIEM Hay‘-IHO-I/ICCJ'Ie,EI,OBaTeJ'IbCKOIZ pa6OTbI, OpFaHI/I3aLI,I/IeIZ-BaKa3HI/IKOM (I'Ipl/l Hanan4un).

26. OpraHmsaumsa ocyulectBnseT xpaHeHume HTI pa3gensHoO no BuaaM LOOKYMEHTOB (Hay4Ho-
nccnepoBaTesibCKas, NMPOeKTHas, KOHCTPYKTOPCKas, TeEXHONOrn4yeckas, nporpaMmmMHas).

27. MopnnHHUKK, Ay6bamkaTbl W KOMUU MPOEKTHOW [OKYMEHTauum L[OJIKHbl XpaHUTbCA C
cobnogeHnemM nocsefoBaTe/bHOCTU MPOEKTUPOBaHMA (MpOeKTHas A[OoKyMeHTauusa, pabodvas
OOKyMeHTauus) no HomepaMm (wudppam) 06BHEKTOB MNPOEKTMPOBaAHUA. XpaHeHMe TMPOEeKTHOWN
JOOKyMeHTauuK, BbINOJIHEHHON Ha CTagun «MPOeKTHas AOKYMeHTauusa» OOJIKHO OCYLLeCTBAATbCSA
no ToMaM B COOTBETCTBMU C COCTaBOM NpoOeKTa No pasfenam n nogpasgenam. XpaHeHue npoeKTHON
OOKYMeHTauun, BbINOSIHEHHOM Ha CTaaum «paboyvas AOKYMeHTaunsa» AOJIKHO OCYLLeCTBAATLCA Mo
OCHOBHbIM KOMMJeKTaM paboymx 4epTexeln no YCNoBHbIM 0603HavyeHusAM (Mapkam). [lpwu
OCYLLECTBNAEHUN XPaHEHUS [OOKYMEHTOB B HeCOpOLWPOBAHHOM BUAE [OOKYMEHTbl [OOJIKHbI
nomeLlaTbCs B Nanky.

28. MOANVHHUKN U3BELLEHU A 06 U3MEHEHUM 1 pa3pelleHnin Ha BHECEHUEe U3MEHEHUI noanexaTt
y4yeTy npuv NOCTYNJEHUM N CIly>KaT OCHOBAHMEM A1 BHECEHUSA U3MEHEHWUI B NOKYMEHTHI.

MoAJIMHHNKN N3BELWEHNN 06 N3MEHEHNN U Pa3pPELUEHN Ha BHECEHNE U3MEHEHUNN HOPMUPYIOTCS B
nena B nopaake nocTynjaeHus.
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Konun n3eelieHnin 06 nameHeHUn, paspeLlleHnin Ha BHECEHNE N3MEHEHUIN BpoLWIOPYOTCSA B asibOOMbI
B COOTBETCTBMU C LN POM NMpoekTa, o6bekTa N COCTAaBOM MpoOeKTa.

29. NoANMHHUKMK AHHYJIMPOBAHHbIX N 3aMEHEHHbIX JOKYMEHTOB (nncTos )J,OKyMeHTOB) Ha 6yMa)KHOM
HOCUTENE XPaHATCA OTAOENIbHO OT ,D,eIZCTByIOLLI,I/IX NOoOJIMHHUKOB, NpuBeAeHHbIX K hopMmaTy A4 nnu
A3.

30. XpaHeHne MOANMHHUKOB KOHCTPYKTOPCKOM [AOKYMEHTaUuun Ha OyMaXKHbIX HOCUTensix
OCYLLUECTBASAETCA B COOTBETCTBUM C KJACCUPUKALMOHHLIMU XapaKTEPUCTUKAMU B MNoOpsiake
Bo3pacTaHua 0603HavyeHMs OOKYMEHTOB B npefefiax Ka)kaoro cdopmaTa M Koga opraHmsauunm-
pa3paboTymka, nnm nodopmaTHO.

B npenenax nsgenust UM COCTaBHbIX YacTel U3OeNns XpaHeHMe OCYLLEeCTBISeTCS B ClenyloLlei
nocsieoBaTeNbHOCTH:

cneundukauma nsnenuns;

® NOKYMEHTbl OCHOBHOIO KOMMMAeKTa nagenns (B nopangke 3anucm mx B CI'IeLI,I/I(pI/IKaLI,I/II/I);

e crieynrKaLnm COCTaBHbIX YacTen N3aennsa n 4OKYMEHTbl OCHOBHOIO KOMMJ1IeKTa COCTaBHbIX
yacTen nsnenus (B nopsiake Bo3pacTaHna obo3HaveHnn);

e yepTeXu peTanen, 3anucaHHble B cneundukauMm OCHOBHOIO WU3genus, U BCEX €ro
COCTaBHbIX YacTen (B Nnopsaake Bo3pacTaHma ob6o3HavyeHnn).

31. MNMOANVHHUKN TEXHOJIOFMYECKMX [AOKYMEHTOB XPaHATCA no MeTodam obpaboTkum u cbopku
nspenunsa 6es yyeta hopmMaToB B Nopsiike Bo3pacTaHUs nx 0603HayYeHui B npenenax Ka>xaoro smaa
TEeXHOMOrM4Yeckoro npouecca Mo MeToAy BbIMOJIHEHUA WAWM KOMMJIEKTaMU MO BO3pacCTaHuIo
0603HaYeHWI, yKa3aHHbIX B OCHOBHOW HaAMWCU TEXHOIOMMYECKNX AOKYMEHTOB.

32. [lonyckaeTca XpaHUTb MOAJIMHHUKA KOHCTPYKTOPCKUX OOKYMEHTOB BMeCTe C MOAJIMHHUKaMU
TEXHONOrMYeCckKux OOKYMEHTOB MO KOMMJEeKTaM, Mo BO3pacTaHuio 0603HAYEHWUN, yKa3aHHbIX B
OCHOBHOW HaAMNUCK TEXHOJIOTMYECKMX NOKYMEHTOB.

33. NoAMHHUKNK AHHYJIMPOBAHHbIX N 3aMEHEHHbIX JOKYMEHTOB (nncTos )J,OKyMeHTOB) Ha 6yMa)KHOM
HOCUTENE XPaHATCA OTAEJIbHO OT ﬂ,eIZCTByIOLLI,I/IX NOOJIMHHNKOB, C/IOXKEHHbIMU Ha hopMaThl A4 n A3.

34. MoA/IMHHMKN n3BeLLEeHN 06 N3MEHEHUN NN aHHYIMPOBAHUN OOKYMEHTa NoasiexxaT yyeTy npu
NOCTYMNNEHUN N CNy)KaT OCHOBaHWEM A1 BHECEHUS U3MEHEHUI B [OKYMEHTbI.

MoASIMHHNKKW N3BELLLEHUI 006 U3MEHEHUM UAN AHHYJIMPOBAHUN OOKYMeHTa hOpMUPYIOTCS B [esa B
nopsiake NocTyrniaeHus.

35. Konunm KOHCTPYKTOPCKNX OOKYMEHTOB, CO3[AaHHbIX B OpraHusaumn Ha GyMa>kHOM HoCuUTene,
CKNnagbiBatoTcs Ha dopmaT A3 mnm A4 U XPaHATCSA BNOXKEHHbIMU B Nanku, cOpoLUOpoBaHHbIMU B
anbboMbl NN NOANCTHO.

36. Konuun yknaabsiBatoTcs B nanku (anbbombl) B nopsake, onpeneneHHoOM A NoAJIMHHUKOB.

37. KoMNeKTbl KOMUA TEXHOIOrNYeCKnx OOKYMEHTOB, CO30aHHbIX B OpraHn3aunnm Ha 6yMa)KHOM
HOCUTeNe, yKnaabliBaloTCA B Narnkn nin 6p0LIJIOpyIOTCF| B aJ1bOOMbI.

B nanky (anbboM) nomellaloTcsd BCe TeXHOJIOrMYeckme AOKYMeHTbl, pa3paboTaHHble Ha OAOHO
nsgenune npu eAuHNYHOM TEXHOOrMYeCKoM MpoLecce, UK Ha HEeCKONIbKO U34eNnii Npu TUMOBOM
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W rpynnoBOM TEXHOJIOrMYECKOM MnpoLecce, UM Ha YacTb U3nenus.

38. TMOONMHHUKA  HAy4YHO-UCCNEeOOoBaTeNbCKON  OOKYMEHTAUMW  XPaHATCA  opraHuMsauuven-
NCMOJIHUTENEM Hay4yHO-UCCNenoBaTe/IbCKON paboThbl, OpraHU3aLMen-3akasHMKOM (Npyu Haan4yum)
€C/IN NHOE He oMnpeaesieHo YCJI0BUSIMM AOroBOpPa Ha CO3[aHne Hay4YHO-UCC/ief0BaTes/IbCKON paboThl.
39. MoA/IMHHUKAM HayYHbIX (Hay4YHO-UCC/Ie40BaTENIbCKNX) AOKYMEHTOB Ha OyMa)kHOM HocuTene
NMPUCBANBAETCSA YYETHbIA NHBEHTAPHbLIN (apXMBHbLIN) HOMep. XpaHeHne OCyLLLeCTBASeTCS B Nopsake
BO3PaCTaHNS MHBEHTAPHbIX (aPXUBHBLIX) HOMEPOB.

40. Mukpo(puabMbI-NOASIMHHUKN XPaHATCSA B TFOPU3OHTAJIbHOM T[OJIOXKEHUN B MeTaJUuInyYeCcKux
KopobKax, KOTopble pa3MeLLaloTCsa B METaJJIMYECKMX WKadaX Uan Ha CTensakax.

41. MukpodunnbMbl CTpaxoBoro ¢doHAa M ¢doHOa MNOJb30BaHUA OOJIKHbl MMeTb CTaHOapTHblE U
3alWMNTHbIE paKoOpAbl, KOTOPble HAMaTbIBAOTCA B PYJIOH Ha CEpAEYHUKN (DOTOCI0OEM HaPYXY.

MUKpopUIbMbI Ha MNOCKUX NNEHOYHbLIX HOCUTENIAX NOMELLaloTCA B KOHBEPThI U KacCeTbl N XpaHATCS
B K0p06KaX nan nankax.

42. B uenax obecnedyeHma coxpaHHOCTM HTO A[O0MKHbI MPOBOAUTLCA MPOBEPKU HanM4ma wu
cocTosHua nokymeHToB™ ., B xoae NpoBepKy HaMYNS 1 COCTOSHUA [OKYMEHTOB:

a) yCTaHaB/MBaeTCH:
* COOTBETCTBME UTOMOBON 3aMNCU B MHBEHTApPHOW KHure (onucm) u (mam) nHdopmMaunoOHHON

cucteme pakTuyeckomy Hanm4uio HTL, BHECEHHOW B MHBEHTAPHYO KHUMY (onunck) u (nan)
WH(OPMaLIMOHHYIO CUCTEMY;

* COOTBETCTBME MMeloLWeNncsa B Hannyimm HTL cBegeHusm, YKa3aHHbIM B crneuunpukaumnax nam
BO BHyTpeHHeIh onnmcm ToMa, nNanku,

6) NPOBOANTCS KOHTPOJIb (PMU3NYECKOr0 N TEXHMYECKOTr0 COCTOSIHUSA 3IEKTPOHHbIX AOKYMEHTOB:

* onpependarTcda BOCNpPon3BoAMMOCTb JOKYMEHTOB,

i I'IOTpE6HOCTb B MUTrpaunn n KOHBEPTUPOBaHUN,

* HaJindime BpegoHOCHOro nporpaMmmMHoOro obecneveHuns;

® COCTOSIHME YMaKOBKM N Hann4yme (0TCYyTCTBME) BHELLIHNX MOBPEXXOEHWA.

43. TlpoBepkKa Ha/iN4yusa [OOKYMEHTOB MpOBOAUTCA KOMUCCUENn B MNOpsSAKe, YCTaHOBAEHHOM
JIOKaJIbHbIM HOPMaTUBHbBIM aKTOM OpraHu3aunn. PesynbTaTbel NpoBepku Hannyma HTO odopmnseTcs
aKTOM T[pPOBepKM Hanm4dusa. AKT npoBepku Haanydma HTLO yTBepxpaeTcs pyKoBoAUTeNeEM
opraHumsauunu.

44. MNpwn yTpaTe OOKYMEHTOB NN HEBO3MOXXHOCTU UX BOCCTAHOBJIEHNA O0J/IXKEH COCTaBNATbCA aKT O
CnncCaHn npunwenwnx B HerogHoCTb UM yTepAaHHbIX MOAJTMHHUKOB.

45. lMpoBepKa Hann4uusa u coctoaHna HTL cyntaeTcs 3aBepLUeHHON NocCsie BHEeCeHUS BbISABJIEHHbIX
N3MEHEeHNN B Y4YeTHble JOKYMEHTHI.
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46. MOONVHHUKN, NpULLedLLIe B HEroAHOCTb UM YTEPSAHHbIE, O0/IXKHbI OblTb BOCCTaHOBAEHbI. A
BOCCTaAHOBJIEHWS NOAJIMHHMKOB UCMOJIb3YIOTCSA KOMUAN 1 Ay6MKaTbl IOKYMEHTOB C BHECEHUEM B HUX
COOTBETCTBYIOLIMX WU3MEHEHUI (MO paspelleHNssM Ha BHECEHWE W3MEHEHWI), BbINYLWEHHbIX 00
MOMEHTa ero BOCCTaHOBJIEHUS. BOCCTaHOBNEHHbIN NOAJIMHHUK AOJIXKEH UMETb MHBEHTAPHbIA HOMEp
BOCCTaHaB/MBAeMoro noaJIMHHMKa. O BOCCTAHOBJIEHUN MNOOJIMHHUKA [JeflaeTca OTMeTKa B
WHBEHTAPHOWN KHUre.

BoccTaHoBNEHHbIE MOOJIMHHUKW A0J1KHbI ObITb NOAMNWNCaHbI pa6OTHI/IKOM, BbIMOJIHAKOLW WM Mpoueaypy
BOCCTaHOBJIEHUA.

Mpn BOCCTaHOBAEHUWN MOAJIMHHNKA 3/1eKTPOHHON HTL, co3gaeTcs ero HoBasi BEpCUA, B MeTadaHHble
(peKBU3UTHYIO YaCTb) BHOCATCA CBEAEHNA O BOCCTaHOBNIEHUN.

npaBI/I}'IbHOCTb BOCCTaHOBJIEHHOIo noaMHHWKa 3JIEKTPOHHOI O OOKYMeHTa NOJI>XKHa
noaTBep>XOaThbCA 3J'IeKTpOHHOI7I noAanncbo OTBETCTBEHHOI O J1nLa.

47. Y4yeTy B OpraHusaumm nognexart:

* BCe noctynawowmne Ha XpaHeHmne noaINHHUKNA, ﬂ,yﬁﬂl/lKaTbl n KON NOKYMeHTOB,

e OBMXXEHNE [OOKYMEHTOB (M3roTOBJIEHME U Y4YeT KOMWU, BHECEHNE WN3MEHEHUN,
MPUMEHSIEMOCTb, UCMOJIb30BaHME, YHUYTOXXEHME, Nepedadya Ha XxpaHeHune);

e BCe BUAbl n3BeweHnn o6 nsmeHeHnn AOKYMEHTOB.

48. Y4yeTHble OOKYMEHTbl BeAyTca Ha OyMaXkHOM HocuTene U (Man) B DJIEKTPOHHOM Buae C

MNCcnoJZib3oBaHNeM I/IHq)OpMaLI,I/IOHHOIh CNCTEMBbI.

49. OCHOBHbIMK (06A3aTeNbHbIMN) YYETHLIMU OOKYMEHTAMUN SBAAIOTCS:

* NHBEHTapHble KHNTUN y4eTa,

¢ KAapTO4KWM y4eTa OOKYMEHTOB,

* KHUTM (OKYpHasbl) perncTpaumm paspelleHMin Ha BHeceHWe WU3MEHEHWUI OJ1 MPOEKTHOMN
OOKYMEHTaUUn Ans CTpouTenbCTBa W MNPOrpaMMHOM  OOKYMEHTauuu, W3BEeLeHun,
npeABapuTesibHbIX WU3BELWEHUA U NpennoXXeHnin o6 M3MeHeHUn AN KOHCTPYKTOPCKOW W
TEeXHOMOrMYecKon JOKyMeHTauuu;

e onucm egnHML, XxpaHeHna HT NnoCTOAHHOIro XpaHeHus.

50. HT[, y4nTbiBaeTCH MO YY4€THbIM eguHuLam n(nnm) eguHnLam XpaHeHus.
51. Y4yeTHbIMU egnHMUamMn HT B opraHm3sauum aBAAOTCA:
e 0719 Hay4YHOM (Hay4YHO-UCCenoBaTeNbCKOW) OOKYMeHTauunm - OTAeSIbHbIA Hay4YHbIn

(TexHMYeCcKunin) [OKYMeHT no npobneme (TeMe) Hay4HOro NCCe0BaHMS UK MO ero 3Tany -
efjuHNLa XpaHeHns;
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* 19 KOHCTPYKTOPCKOWN, TEXHOIOMMYECKON, MPOrpaMMHON AOKYMEHTaLUMN - Fpadnyeckmnn nnm
TEKCTOBOW AOKYMEHT - eiMHMLa y4eTa;

e 719 NPOEKTHOMN OOKYMEHTaLUun - COPOLUIOPOBAHHbLIA TOM, COOEPXXALUUNA OOKYMEHTbl nog
pa3HbIMU 0003HAYEHUSAMUN - eAMNHWLA XPAaHEHWS, OTOE/bHbIA rpaduieckuini N TEKCTOBOW
NOKYMEHT, UMEILLINIA caMoCcTosATeNIbHoe 0603HavYeHne - eanHULLA y4eTa.

Y4yeTHOM egnHuLEN 3neKTPoHHON HTl aBNseTCa 3NeKTPOHHbLIA OKYMEHT.

YyeTHoW eguHuuen HTO Ha MmukpodopMe sBnsieTcs pusndeckn obocobneHHas penporpadunyeckas
KOMusa NOANIMHHUKA (MUKpodULLa, MUKPOMUSIbM PYJIOHHbIA, MUKPOMUIIbM B OTPE3KE U Apyrue), BHE
3aBUCUMOCTM OT KOSINYECTBA MMEKLLMXCHA Ha HEN AOKYMEHTOB.

52. Kaxxgon yyeTHon egnHuue HTL npucBanBaeTCsi MHBEHTAPHbIA HOMEP MO MHBEHTAPHOW KHUre
y4yeTa.

53. Yyer HTLO, nognexawenm nepegavye B TOCYOapCTBEHHbLIA (MyHUUMNANbHLIA) apPXUB,
OCYLLEeCTBJIAETCA B ONMUCAX eanHNL, XpaHeHns HTLl noCTOAHHOro XpaHeHus.

B eouHunue xpaHeHuna HTL He OonyckaeTCsd HaxOoXXOeHWe OOKYMEHTOB, OTHOCALLMXCS K pa3HbIM
CTaAnaM NMPoOeKTUpoBaHUA. B eAnHMLY XpaHeHMA MOTyT BbiTb BHECEHBI AOKYMEHTbI pa3HbIX YacTemn
MPOeKTNpPoBaHNSA (pa3HbixX y3/10B), 6/IM3KMX MO CBOEMY Ha3BaHMIO UM MO Ha3HAYEHUIO.

54. OpraHusauumu, BbICTynawLwmne  UCTOYHUKAMW  KOMIUJIEKTOBaHUSA  roCyAapCTBEHHOro
(MyHUUMNanbHOro) apxmBa, COCTABAAT MacrnopT apxuBa opraHusauum, xpaHawen HTO B
COOTBETCTBMU C NpuioeHnem 46 PernameHTa rocyflapCTBEHHOro yyeta LOKYMEHTOB APXUBHOIO
®oHpaa Poccuiickon depepaunn®®l, 3anonHeHHbIN NacnopT HanpaBAseTCca B COOTBETCTBYIOLLMIA
rocyfapCcTBEHHbIVN (MyHUUMNAIbHbIN) apXuB.

55. VIHBeHTapHble KHUIM BeayTca pasgenbHo no BuaaMm  HTO:  HayydHas  (HaydHo-
nccnepoBaTenbckas), KOHCTPYKTOpPCKas, TexHoIornyeckas, MpoeKkTHad, rnporpamMmMHas.
HonyckaeTcs BECTU OAHY MHBEHTAPHY KHUIY A1 NOAJMHHNKOB U AYBANKaTOB KOHCTPYKTOPCKUX
N TEXHOJIOMNYECKUX OOKYMEHTOB U OTAEJIbHbIE MHBEHTAPHbLIE KHUMM N0 BUAaAM U3LeNNn.

PeI'VICTpaLI,I/IFI JOKYMEHTOB Ha wum3agenama OCHOBHOIro w BCMoMoOraTtesibHOro npon3sBoacTBa
npon3BoanNTCA OTAEJIbHO.

56. KHurn (OKypHanbl) perucrpauum usseweHun ob M3MeHeHUM u paspelleHnrn Ha BHeceHue
N3MEHEeHNN BeAyTCA pa3fenbHO AN KaXKA0ro Buaa AoKyMeHTauun. OToeNbHbIE KHUMU (OKYpHasbl)
3aBOOATCA ANA yyeTa u3BeweHnn 06 W3MEeHeHWM U pa3pelleHUn Ha BHEeCEHMe W3MEHEeHWUNn
CTOPOHHMX OpraHn3aLmni.

57. Kaxgomy NOog/IMHHUKY AOKYMEHTa NpuUcBanBaeTCd UHBEHTapPHbIN HOMep. IHBeHTapHble HoMepa
He OO0JIXKHbl MOBTOPATLCS.

MOONMHHUK U KOMUW OOHOMO JOKYMEHTa MMelT O4NHAKOBbI MUHBEHTAPHbLIN HOMep.

C6pOLLIIOpOBaHHbIM OOKYMEHTaM TMpoCTaBNAETCA eaunHbIN I/IHBeHTaprII7I HOMEpP Ha TWUTYJIbHOM
nncre.

JonyckaeTcsa npucBoeHne NHBeHTapHbIX HOMepPOoB A0 npuemMa Noa/IMHHUKOB Ha apXMBHOE XpaHeHue
npun segeHNnM yvyeTa.

NHBEHTapHLIA HOMEpP, MPUCBOEHHLIA AOKYMEHTY Ha OyMa>kHOM HocUTesne WAn 31eKTPOHHOMY
OOKYMEHTY, OOJDKEH COXpaHATbCA npu npeobpasoBaHunm HTLO B apyryto dopmy (Murpaums,
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KOHBepTauus, pacnedyaTka, CKaHUpoBaHue).

Mpn perncTpaunn 3aeKTpoHHOW HTL WHBEHTApPHbIN HOMEpP BKJOYAETCA B PEKBU3UTHYHO 4acCTb
(MeTagaHHbIe) 3N1eKTPOHHOIr0 AOKYMEHTa (perucrpaumoHHo-y4eTHas gopma (PYD) 3n1eKTPOHHOro
OOKyMeHTa B MH(OpMaLMNOHHON cucteme). MNMpun BocnpousseneHNU (BUlyanmsaumm) 371eKTPOHHOro
OOKYMeHTa WHBEHTapHbI HOMep A0/KeH 0TobparkaTbCs Ha TUTYJSIbHOM INCTE OOKYMEHTa WUiun B
JNIleBOM NoJsie AOKYMeHTa (B COOTBETCTBYIOLLEN rpadhe nMona ANs NoSLLNBKN).

D/IeKTPOHHOMY [OKYMEHTY rMpucBanmBaeTCcs OAWH WHBEHTApPHbI HOMEP BHE 3aBUCUMOCTU OT
Kosm4yecTBa PalnoB, N3 KOTOPbIX OH COCTOUT.

Mpn co3gaHWM HOBbIX BEPCUN 371eKTPoHHOM HTI COoXpaHAlTCA €ee WHBEHTapHbIA HOMep ="
HanMeHoBaHMe. B pekBU3UTHOM 4YacTun 3NeKTpoHHON HTI npucBamBaloTCA HOBLIN CTaTyC N HOMep
HOBOW BepCUn.

dusunyveckn o6ocobneHHOMY HOCUTENIO 3/1eKTPOHHOM HT[, npncBamBaeTCcsa WHBEHTAPHbLIN HOMep Mo
KHUre yyeTa HoCcuTenenm sanekTpoHHon HTL, KOTOpbIA yKa3biBaeTCs Ha BKAaAbille, NOMeLWaeMoM B
QyTAap HoCUTens.

MukpodunabMy (MUKpogULLE) NPUCBAMBAETCA WHBEHTAPHbIA HOMep, KOTOPbIA MPOCTaBAAeTCS Ha
Ha4yasJIbHOM N KOHEYHOM pakopAax py/soHa WU Ha cneunasibHO YCTAaHOBEHHOM MoJjie MUKPOMULLIN.

Ecnn 3ameHsieTcss unm pobaBnseTcs OAWH WM HECKONIbKO JIMCTOB MOAJIMHHUKA, TO Ha HUX
NPOCTaBNSETCA WHBEHTAPHbLIA HOMEep, MPUCBOEHHbLI MNOAJIMHHUKY. [pu 3amMeHe BCeX JINCTOB
NOAJIMHHUKY NOKYMEHTa NPUCBanBaeTCst HOBbI MHBEHTAPHbLIN HOMep.

BocCcTaHOBNEHHOMY  MOOJ/IMHHUKY  KOHCTPYKTOPCKOTO  WJAW  TEXHOJIOTMYECKOro OOKyMeHTa
NPUCBaMBaeTCs WHBEHTAPHbI HOMep BOCCTaHABAMBAEMOro noA/MHHMKa. O BOCCTaHOBNEHUU
[OKYMeHTa fenaeTcs 0OTMEeTKa B MHBEHTAPHOW KHUre.

58. WNHBeHTapHas KHUra y4yeTa MNOANMHHWUKOB Hay4YHOW LOOKYMeHTauuu COLAEpXWUT chepytouime
rpadbi:

* MHBEHTApPHbIN HOMEp;

e JaTa perucrpauuu;

e 0603Ha4YeHne OOKYMEHTa;

® 3Tan Haquo-Mccne,u,osaTeanKoﬂ pa60TbI;

* HammMmeHOoBaHWMe TeMbl N ee HOMeP;,

e HOMEp roCyapCTBEHHOW perncTpaumnm;

e Ha3BaHwWe oTaena (nabopaTtopun)-paspaboTHnka;

* pykKoBoAWUTEb (oTBETCTBEHHbLIN NCMOJIHNTESNL) TEMbI;

® KOJINYeCTBO JINCTOB N HOMEepPa 3K3eMMnJiIApoB, NpmnMevaHue.
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59. IHBEHTapHbIE KHUTWU yYeTa NoAJIMHHUKOB U AYyHINKATOB KOHCTPYKTOPCKUX, TEXHONIOTNYECKMX U
NPOEKTHbIX LLOKYMEHTOB COAEPXAT crneayowme rpadbl:

4 I/IHBeHTaprIIZ HOMep OOKYMEHTa,

* [aTa perncrtpauynn,

e 0603Ha4YeHne JOKYMEHTa;

* HanMMeHOBaHWNE;

® KOJINYECTBO JINCTOB B JOKYMEHTE;

e hopmMaT LOKYMEHTa;

* KeM BbiNyLleH OOKYMEHT,

* fnoaAnncCb O nNpmnemMe NOKyMeHTa Ha XpaHeHne, npnmedaHume.

60. [lpun perucTtpaumm [OKYMEHTOB Ha OyMa)kHOM WAXM MJIeHOYHOM HocuTene B rpade
«puMeYaHne» WHBEHTAPHOM KHUIM YKa3blBAlOTCS CBEOEHUS O BHECEHHbIX W3MEHEHWSX,
AHHYJINPOBAHMUN WUJIN BOCCTAHOBNEHUM NOANIMHHUKA. Mpn perncTpaunm anekTpoHHon HTI B rpade
«[MpnMeyaHne» NMHBEHTApPHOMN KHUMM yKa3biBalOTCA popMaT harna n ncnosibiyemoe rnporpamMmMmHoe
obecneyeHue.

61. Ha Ka)Kabli 3aperncTpupoBaHHbIN AOKYMEHT COCTaB/ISETCA KapTo4yKa y4yeTa.

Mo KapToYykaM y4yeTa OCYLLECTBASETCS YY4eT ABMIKEHUS LOKYMEHTOB: M3rOTOB/IEHUE U YYeT KOMuiA,
BHECEHMNEe N3MEHEHWN, NPUMEHSIEMOCTb, UCMOJIb30BaHNE, YHUYTOXEHWE, Nnepefaydya Ha apxXuBHOE
XpaHeHue.

62. Yyert ,D,y6J'II/IKaTOB OOKYMEHTOB B OpraHm3auunm-gep>xatesie nNoAIMHHMKOB OCyLLeCTBAETCA
OoTA€eJIbHO OT y4eTa NOAJINHHNKOB.

Ay6nnKaTbl HYMeEpYyTCA MO Ka)KA0MYy AOKYMEHTY OTAENIbHO, AS Yero Ha Ka)kKAaoM JINCTE B JIEBOM
BEPXHEM Yrfly Ha noJsie OJis NoALMBKN NPOCTABASETCS WTaMM UM HaaNucb «QybnankaT» nnm wndp

«0».

YyeT nOybnvMkaToB [OOKYMEHTOB B OpraHumsauuu-gep)xatene AOy6AMKaTOB OCYLLECTBASETCHA MO
npaBuiaM, YCTaAHOBJIEHHbIM [ns MOAJIMHHUKOB. [lpy nocTaHoBKe Ha y4yeT nOybankaToB B
opraHusauun-gep>xatesne aOybnnMKaToB WHBEHTApPHbIE HOMEpa, MPUCBOEHHbIE B OpraHuM3auuun-
nep)xaTtene nOAJIMHHUKOB, 3ayepkuBatoTca. LOybnvkaTam 3nekTpoHHon HTH, nepenaHHbIM
nocpeacTBOM  MHMPOPMALIMOHHO-TEJIEKOMMYHUKALMOHHON CeTW, B OpraHusauuun-gepxatesne
nybnmkaToB, B MIHPOPMALIMOHHON CUCTEME NPUCBANBAOTCS HOBblE MHBEHTApPHbLIE HOMepa.

63. Konunm KOHCTPYKTOPCKMX U TEXHOJIOTMYECKUX [OKYMEHTOB (OTAE/IbHble NUCTbl, Nankwy,
anbboMbl), N3roTOBJMIEHHbIE OpraHM3aumen-pa3paboTyMKoM, AONyCKaeTCs PerncTpupoBaTh TOJIbKO B
KapTo4dkax yyeTa no 0603HaYeHNSAM NN MHBEHTAPHbIM HOMepaM, NMPUCBOEHHbIM UX MOOJIMHHUKAM.
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Konunnm KOHCTPYKTOPCKUX U TEXHOIOTMYECKUX NOKYMEHTOB, MOJyHYEHHbIE U3 APYrMX OpraHu3auumn,
PErncTpupyrTCa B OTAENbHON MHBEHTAPHOW KHUIe U B KapTo4Kax y4eTa.

64. Hanu4ue APXUNBHbIX Konum OTpaXaeTCAa B KapTOo4KaX y4eTa NoaIMHHNKOB.

65. YyeT Konun MPOEKTHbIX OOKYMEHTOB OPYyrnx opraHM3a|_|,|/||7| OCyLlecCcTBNAETCA B COOTBETCTBUN C
Tpe6OBaHI/IFIMI/I, npeabvdaBsieHHbIMU K pernctpaunn noaoiNHHMKOB.

66. Ha kaxpoown pernctpupyemon konum Ha BymMa>KHOM HOCUTENE Ha JINCTe BHYTPEHHEN onucu
nanku (TomMa) nan B JIEBOM BEPXHEM Yy 06/10)KKN OOKYMEeHTa NPOCTaBAAETCH WTaMM C YKa3aHMEM
WHBEHTAPHOIrO HOMepa, HoMepa 3kK3emnasapa (NpU HaN4YNM HECKONbKUX 3K3eMMJApoB) U AaTbl
perncrtpauun.

Ha konusax OOKYMEHTOB, XpPaHALLMNXCA MOJINCTHO B HeC6pOLIJ}OpOBaHHOM Bunae, WrtaMn CTaBAT B
1EBOM BEPXHEM Yrjly KaXxxgoro imcta AOKyMeHTa.

67. Y4yeT nusmeHeHur B ob6veme 1 coctase HTL, obHapy>xeHHON Npu NPoBeAEHNN MPOBEPKN HANTNYMS
[OKYMEHTOB, BOCCTAHOBMEHMWN TMOOJIMHHWKOB W He YYTEHHOW paHee, OCYyLleCTBASETCS B
WHBEHTapHON KHure. OOHapy>XeHHble W3MEHEHUs B COCTaBe MW KOJIMYeCcTBE [OKYMEHTOB
(PMKCUPYIOTCS BO BCEX YHETHbIX JOKYMEHTaX.

68. B smcTe peructpaumm WN3MEHEHWN BOCCTAHOBJIEHHOrO MOAJIMHHUKA OOJ/KHbI  ObiThb
BOCMNpPOU3BeAEHbl AaHHbIE, OTHOCSALLNECS KO BCEM paHEe BHECEHHbLIM B 3TOT AOKYMEHT M3MEHEHMSM.

B3amMeH MOA/IMHHbLIX NOANUCEN, BU3 N AAT, MMEIOLWNXCA Ha NOAJMHHMKE (B TOM YMucie Ha none ansg
MOALWMBKWN N NINCTE perncTpaumm N3aMeHeHmnn), B BOCCTaHOBNEHHOM NOAJIMHHUKE B KPYTbIX CKOBKax
0OJKHO BbITb YKasaHo: «(Moanuce)» n «(Oata)».

69. Ha Ka>xayto y4eTHyo eauHuLy 3a1eKTpoHHOM HTI B nHGOpMaUMOHHON cucteme 3aBoamTcs PYD.
CocTaB MmoJsien perncTpaunoHHO-y4YeTHbIX DOPM AO0JIKEH COOTBETCTBOBATb PEKBU3UTAM YYETHbIX
O0OKYMEHTOB.

PekBn3nTHaa 4acTb (MeTafaHHbIE) 31eKTPOoHHON HTI B MHMOPMaUWMOHHON CUCTEME A0JIXKHa ObITb
CBsi3aHa C ee OCHOBHOW YacTblo (annom).

PekBU3nNTblI (MeTadaHHble) 3n1eKTpoHHOW HTJ B MHGAOPMaUMOHHOM CUCTEME BHOCATCA B PYD Ha
OCHOBAHMUN PEKBU3NTOB YYETHbIX JOKYMEHTOB, MEpeYnCceHHbIX B NyHKTe 3.5 Mpasun.

B PY® snekTpoHHOW HTIO B MH(pOpPMaUMOHHOW cucTeMe B obs3aTeNbHOM MOpsAKe BKJOYalTCS

cnepywuine ceegeHns:

L I/IHBeHTaprIIh HOMep OOKYMeHTa,

* HanmmMmeHOBaHWMNEe OOKYMeHTa,

e 0603Ha4YeHMe OOKYMEHTa;

e obLlee KOIMYeCTBO NNCTOB foKyMeHTa (06bem B M6);

* CBeaeHna o noannCaHMnn AOKyMeHTa,

e cBefeHnsa 06 NIMeHeHnsx ANOKYyMeHTa,
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e CBeeHus o npuemMe noasIMHHMKa Ha xpaHeHune B CT[.

B MHpOpMaLMOHHYIO CUCTEMY BKJIIOHAOTCA WHble CBefeHWd, B 3aBUCMMOCTU OT Buaa HTO, B
COOTBETCTBUN C TOCYAAPCTBEHHbLIMU (MeXrocyLapCTBEHHbIMU) CTaHgapTamMun, CcTaHOapTamu
opraHusauunu.

PekBu3nNTblI (MeTagaHHble), BBOAUMbIe B PY® snekTpoHHou HT[, u BCce ¢anibl OCHOBHOW YacTwu
3N1eKTPOHHOM HT[, coCTaBnsAlLWen YYeTHYK efuHuuy, AO0JDKHbl XPaHUTbCA B TeYeHMe CpokKa
XPaHeHNs aNeKTpoHHon HTL.

70. Onucn egnHul xpaHeHnsa HTL NOCTOSHHOINO XpaHEHUS COCTaBAAKTCSA pa3fesibHO Ha KaXkAbli

Bua HT, nopnexawen NOCTOAHHOMY XpaHEeHWUto, OTAEes/IbHO Ha 3N1eKTpoHHyo HT[, nognexxallyto

NMOCTOAHHOMY XpPaHEHNIO.

71. Onuce egnHUL, XpaHeHna HTL, NOCTOAHHOINO XpaHeHMs 00J1I>KHA BKIOYaThb:

4 TI/ITyJ'IbeIIZ NnNCT,

* MepevyeHb NepemMeHoBaHUn opraHm3aumnm (Npyn Haanynn);

e copepyxaHue (ornasneHue);

® CMWCOK COKpaLLEHUA (Mpn Hann4un);

* rpenoncnoBue;

® OnncaTesibHble CTaTbW,

®* NTOIroBYIO 3aMnChb,

* JINCT-3aBeEpPUTEJb.

72. TUTYNbHbLIA INCT ONMUCK COAEPXKUT CledyloLine 3N1eMeHThbl:

* MoJsiHOe, B CKOBKaxX COKpalLleHHOe Ha3BaHWe rocylapCTBEHHOro (MyHULMMNaAbHOIr0) apXxm1Ba;

e HasBaHMe (POoHAa, KOTOPOE COCTOUT M3 MOJIHOrO U OULMAJIBHO MPUHATOrO0 COKPALLEHHOro
Ha3BaHUA opraHM3aumn, ee NOAYNHEHHOCTU (HaMMEeHOBaHWE BbILLIECTOSALEN opraHm3aumnm),
MECTOHaX0XXAEHUA, KpaHUX AaT CyLW,eCcTBOBaHMWS; Ha3BaHMe hoHAa AaeTCs No nocnenHen
faTe NOKYMEHTOB, BHECEHHbIX B OMUCh;

e HOMep oHOa, KOTOpbIA MpucCBamMBaeTCAa MO CAUCKY (OHOOB B rOCyfapCTBEHHOM
(MyHULUMNaANbLHOM) apXuBeE;
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e HOMEp OMNuCKW, KOTOPbLIN MNpMCBauMBaeTca Mo JINCTY ¢doHAa B roCcyfapCTBEHHOM
(MyHMUMNaNbHOM) apXxunBe;

® Ha3BaHMe onncm eanHnU XpaHeHn4A (yKa3aH|/|e BOa OOKYMeHTauun n Cpoka e€ro xpaHeva).
Ecnn cocTtaB onucu orpaHWyeH OOKYMeHTaMu OOHOro npoekTa, Ha3BaHWMeM OMucu MOXKeT
ObITb Ha3BaHMe 3TOro MpPoeKTa,

e KpalHue gaTbl AOKYMEHTOB, BHECEHHbLIX B OMUCb (€CaN B OMUCb BKJIIOYEHbI OOKYMEHTbI 3@
HECKOJIbKO JIeT C fnepepbiBaMn, TO YKa3blBAlOTCHA TOJIbKO Te rogbl, 3a KOTOpblE MMEKTCS
O0OKYMEHTbI).

73. B rnepeyvyHe I'IepeVIMeHOBaHVIPI B XpOHOJ'IOFVI‘-IeCKOI7I nocnenoBaTeNbHOCTU YKa3bliBalOTCA BCe
nepenMmeHoBaHUA opraHn3aumMnm C ykKa3aHUEM nepen Ka>XablM 3 HUNX Ha4a/IbHOW N KOHEeYHOW adaT
cywiecrtBoBaHunAa opraHunsauunn noa AdaHHbIM Ha3BaHUWEM N U3MEHEHUA €€ MOoAYMHEHHOCTU C
YKa3aHnem Ha4aJIbHON N KOHEYHOW AaT NMOAYNHEHHOCTN.

74. B copep>xaHuu (ornasneHun) nepevyncnarnTca CoOCTaBHbIe HaCTu OMUCK:

* CMNCOK COKpaLLEHUN;

e MpenuncrioBue;

* Ha3BaHWA pa3aesioB,;

* noapa3aesioB, oTpa>XakoWmMx cxemMy cncremMmaTm3aunnn npoekKToB B OMUCKH.

BHyTpu pa3nenoB co3gatoTcs noApasfesibl, KOTOPbIM MPUCBAMBAOTCA Ha3BaHUA npobnem (Tem),
KOMMJIEKCOB, MPOEKTOB, CTaAun. B cogep>xaHuu (ornaeneHnn) obsisaTeslbHO NPUBOAATCSA Ha3BaHUA
NMPOEKTOB.

75. B CNUCOK COKpalleHUn B angaBUTHOM MOPsiAKE BHOCATCS COKpPALUEHWS, XapakKTepHble OJis
0eATeNnbHOCTM OpraHmM3auuM WM BegoMCTBa, K KOTOPOMY OHa OTHOCWUTCS, uMeloulmMecs B
NPeaucsioBUN U OMNUCaTEesNIbHbIX CTaTbAX OMUCU, C PaclUNGPOBKON 4Yepe3 TUpe UX MOJIHOro
HanucaHus.

76.B npeancnoBun K ornnmcum mM3naratoTca:

* NCTOPUA OpraHn3aunn C ykadaHneM Bcex I'IepeI/IMeHOBaHVIVI n noog4YnMHeHHoOCTn,

® OCHOBHble HamnpaB/eHUA (3Tanbl) peaTenbHOCTH OopraHunsauun,

e nctopusa poHoa;

®* COCTaB W copgep>XaHune AOOKYyMeHTOB, BHeCEHHbIX B OMNAWCb, WNCTOPUA MNPOEKTUPOBaHUA
onuncbiBaeMbix 06 bEKTOB, U3AENNIA;
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» ocobeHHOCTU 1 060CHOBaHME BbIOPAHHON CXeMbl CMCTEMATU3aLnN.

lMpepncnoBue NognmMCbIBAaeTCA COCTaBUTENEM.

77. OnucaTenbHasa cTaTbsa ONMUCK BKJIOYaET:

* MOPSOKOBbIN HOMEP eANHULblI XPaHEHWS;

* MPOU3BOACTBEHHbINN WHAEKC, wWndp, YCNOBHOE Ha3BaHME [OOKyMeHTa (OOKYMEHTOB),
BHECEHHbIX B €ANHNLY XpaHEeHNS;

® 3alroJIoBOK eanHNLLbl XpaHEHNA,

* COKpalleHHOEe Ha3BaHMe opraHusauum Ha rod OKOHYaHUA pa3paboTKM LOKYMEHTOB, OIS
Hay4YHOW OOoKyMeHTauun pobasnfawTca damMuamm M MHULMaNbl aBTOPOB (pyKoBoOuTeNen,
OTBETCTBEHHbIX UCMOJIHUTENEN);

e rof (roabl) pa3paboTKn AOKYMEHTOB;

e obulee KOIMYECTBO JIMCTOB U KOJNYECTBO JINCTOB BHyTpeHHeVI onncn (I'Ipl/l Haan4mn),
YKa3aHHbIX 4epe3 3HaK MnJjkocC.

B rpagy «MpumeyaHume» BHOCATCA C/y)KebHble OTMETKW, B TOM 4YuCie O BblObITUN LOKYMEHTOB,
OorpaHMYeHUN JO0CTyMa, CO34aHNN CTPAXOBOro poHAa, HaNN4YMn poHOa Nosib30BaHUS.

78. B onncn snekTpoHHoW HTJI MNOCTOAHHOrO XpaHeHus ONS KaXAon eauHuubl XpaHeHusa HTL,
yKa3blBaeTCca 06beM B MerabanTax, COCTaB TEKCTOBOWM COMPOBOANTENbLHON AOKYMeHTauuun. K onncn
3N1eKTPOHHOM HTL NOCTOAHHOrO XpaHeHWs [OJDKHbI MpuiaraTbCAa peecTpbl AOKYMEHTOB
3/IEKTPOHHOr 0 Aena.

79. Mocne cocTaBneHns onucern B PY®D snekTpoHHOM HTI BHOCATCA apXuBHble LWNGPLI eauHKUL,
XpaHeHna HTO.

IV. MNepepaya Hay4YHO-TEXHUYECKOW AOKYMEHTauum
B apxuB (TexHnueckui apxus)™> oprannsauum

80. B apxuB (TEXHUYECKNI apXMB) OpraHmM3aunm nognexnT nepepade HT[, BbiNOAHEHHAsA CaMon
opraHmsaumen, a Takxe unmanamm n NpeacTaBUTeNbCTBaMM OpraHmn3aunn:

e NMOoANIMHHUKNM HT;

* KOHTpPOJIbHbIE, paboyne (B TOM YMCSIe 3NEKTPOHHbIE) KOMWUW OOKYMEHTOB;

e nybnunkatel HTL;
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e n3BelleHns 0b n3mMeHeHUn NOAJIMHHUKOB (pa3peLleHns Ha BHECEHE N3MEHEHWIA).

81l. B apxuB (TexXHWYECKUn apxmB) nepepalnTcsa MNOANMHHUKK, AybnukaTel un konun HTL,
BbIMOJSIHEHHOW  OpraHusauusaMu-paspaboTymkamu, copaspaboTymkamu, cybnogpsagymkamm B
COOTBETCTBUMM C [OrOBOPOM (FOCyAapCTBEHHbIM KOHTPAKTOM) B MNOpsSAKe, YTBeEpXAaeMoM
pyKoBOAMTENEM rOJSIOBHOMN OpraHm3aumu.

NopnnHHMKK HT[ nepepatoTcs BMecTe € NOAJIMHHMKAMN U3BeLeHUn 06 namMeHeHnn (paspeLleHunin
Ha BHECeHMe W3MeHeHUn), Mo KoTopbiM B HTO Obin BHeceHbl M3MeHeHus. lpu nepepaye
KOHCTpyKkTOpckon HT[, nepepatoTca ceeaeHmnsa o6 yu4TeHHbIX aboHeHTax.

82. SnekTpoHHaa HT[ nepenaetcsa Ha pusnyeckn o6ocobneHHbIX HoCUTENax 1 (M) NocpencTBoM
MHPOPMALNOHHO-TEJIEKOMMYHUNKALIMOHHBIX ceTenr. MNMopanok nepepayn 35eKTpoHHon HTL BHyTpwu
opraHmsauum, mexay ee dwuiamnanamnm 1M npeacTaBUTeNbCTBAMU YyCTaHaBAMBAETCA JIOKalbHbIMU
HOPMaTMBHbIMM aKTaMn OpraHu3aLmnn, B TOM Yncae onpeaenatowmmmn npasa 4octyna paboTHUKOB K
HTA, y4€THbIM U CNPaBOYHO-MOUNCKOBbLIM CUCTEMAM; NPU B3aMMOLAENCTBUN MEXAY OpraHm3aunamm -
norosopamMu (cornaweHnamm) 06 sNeKTpoHHOM B3aUMOOENCTBUN.

83. HT[ nepepnaeTcs B apxmnB (TEXHNYECKMI apXMB) KaK NOCJIe 3aBEPLUEHNSA NPOEKTOB, pa3paboTku
n3gennin, NpoBedeHns HaydyHo-uccnepoBaTeslbCKon paboTbl, Tak M B npouecce nx paspaboTku
(no3TanHo).

84. lMNepen nepepayven HTL B apxmB (TEXHMYECKU apXuB) OCYLLECTBISAETCA €€ HOPMOKOHTPOJIb
(NpoBepka NpaBUILHOCTM OCGOPMIEHUSS B COOTBETCTBUM C HOPMATMBHbIMU TpeboBaHMAMMK).
Mpouenypbl NMPOBEPKN MNPaBUILHOCTUM O(OPMIEHUA OCYLLECTBASATCA HOPMOKOHTPOJIEPOM WK
WHbIM PabOTHUKOM, Ha KOTOPOro BO3JIOXKEHbI TaKMe MOJIHOMOYUS, B COOTBETCTBUM C JIOKAJIbHbIMU
HOPMaTMBHbLIMW akKTaMW oOpraHusaumn. BHOCKUTb u3MeHeHus B HTL, nNoCTynuBLUYIO B apXuB
(TexHn4Yyecknin apxms), pa3pellaeTcsd TONbKO MO M3BeweHnaMm ob mameHeHun (paspelieHnam Ha
n3MeHeHune).

85. MNpun NnpoBefeHNN KOHBEPTMPOBAHNS U MUTPaLIUM 3IEKTPOHHOM HTL apxunB (TEXHUYECKNIA apXnB)
opraHmsyeT npoueaypy NoANNCaHUS 3N1eKTPOHHON HTL 31eKTPOHHOW NoANMCbio, B COOTBETCTBUN C
NopsiAKOM, yCTAHOBNIEHHbIM JIOKaJIbHbIM HOPMAaTMBHbLIM aKTOM OpraHu3aLum.

Mpu npeobpasoBaHun HTO He OO0/KHbI U3MEHSATbLCS HaWMeHOBaHWe MOOKYMEeHTa W ero Bua B
3aBUCMMOCTU OT cnocoba BbLIMOJIHEHUA W XapaKTepa WCMoab30BaHUA (MOAJIMHHUK, AybnukaT,
Konus). [OKYyMeHTbl, MOJy4YeHHble B pe3yJsibTaTe B3auMHOro npeobpasoBaHUs, OO/KHbI MMETb
COOTBETCTBYIOWME CCbIIKN OPYr Ha Apyra.

86. Npn nepefavye KOMNNEKTOB NOAJNHHNKOB N aybnukaTos HT, B TOM 4ucie aneKTpoHHon HTL,
U3 [Apyrnx oOpraHusaumm coCTaBnseTCA aKT npuema-nepepavm HTO Ha XpaHeHMe B apxuB
(TeEXHMYECKMA apxmB) C MepeyucsieHneM HanMmeHoBaHWW, 0603HaYeHuin, cTagumi (3Tanos) WU
KOSIN4yeCTBa JIMCTOB U (MIN) UHbIX XapaKTEPUCTUK NepefaBaeMbiX JOKYMEHTOB.

AKT npuemMa-nepenaydn OOMNyCKaeTCss He COCTaBMATb Npu nepefadvye Konunm snekTpoHHow HTL wn3
OPpYyrnx opraHm3auunm B MNPOLECCE COBMECTHOW pa3paboTKu MPOEKTOB, WU3AENNNA, MPoBedeHUs
Hay4YHO-MccnenoBaTeNbCKOM paboThl.

87. dnekTpoHHada HTl nepenaeTcsa B COCTaBe NakeTa 3J/IEKTPOHHbIX OKYMEHTOB, COOEP>KaLLero:
* KOMMJEKT 3NeKTpoHHoW HTH, cocToawmm m3 0oOHOr0 WIN HECKONbKUX KOHTENHepOoB
3JIEKTPOHHbLIX [OOKYMEHTOB, BKJIOYAKOLWMX OCHOBHYIO 4YaCTb W PEKBU3UTHYIO YacTb

(MeTapaHHbIE) OOKyMeHTa(oB), (halsibl 3NEKTPOHHbLIX MNOANUCEN N BU3YaJIN3MPOBAHHLIE
KOMUN IOKYMEHTOB;

* 3JIEKTPOHHYIO CTPYKTYpy u3Oenus, npoekTa (ecnm npenycMOTPeHO FocyOapCTBEHHbIMU
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(Me)xrocynapCTBeHHbIMWU) CTaHA4apTaMun, MPMMEHAEMbIMU B OpraHnu3auunn);

® CMpaBO4YHWUKMN, Ha60pbl OaHHbIX, noanexawmx srkaoveHuo B HTL;

* 3JIEKTPOHHble OMBANOTEKN, CNPABOYHUKU WU KJacCMpUKaTopbl (MAn ux dparMeHTbl),
no3sossilolLMe NpeacTaBUTb B BU3yasilbHO BOCMPUMHUMAEMOM BUAE BCE KOAMPOBAHHbLIE
3/IeMEeHTbl MaKeTa 3/1eKTPOHHbIX AaHHbIX.

MakeT 3/71eKTPOHHbIX AaHHbIX 3aBepseTCcsa 3JIeKTPOHHOM noAanucbio paboTHuka, obecneymsatowero
nepenadvy 371eKTpoHHoW HT/, B COOTBETCTBUMN C NIOKaJIbHbIMWU HOPMATUBHbLIMU aKTaMn opraHu3aLmn,
noorosopamm (cornaweHnamMmn) ob sNneKTpoHHOM B3anMoOeNCTBUN.

88. Mpwu npneme HTO Ha ByMa>KHbIX U NJIEHOYHbIX HOCUTENAX OCYLLLEeCTBSETCA NpoBepKa:

¢ KOMMJIEKTHOCTN OOKYMEHTOB, Ha OCHOBAaHWM BEOOMOCTEN TEeXHUYECKUX MNpPensIoKEHNNR,
BEOOMOCTEN 3CKU3HbIX MPOEKTOB, BEAOMOCTEN TEXHUYECKUX MPOEKTOB, crneyungpukauunn,
HOMEHKNaTYpPbl 3KCNJyaTaUMOHHbIX LOKYMEHTOB N MHbIX OOKYMEHTOB, CBUAETENbCTBYHOLLNX
06 HTLO, cocTaBnsloWEN OAWH KOMMMEKT [OOKYMEHTOB; 0OWMX p[aHHbIX Mo paboyum
yepTexawm;

* HaJIn4nAa yCTaHOBJIEHHbIX noanucen u garT;

* HaJIndma sCcex JNCTOB NOAJIMHHUKA,

* HyMepauunnm ancToB,;

* NPUrOAHOCTN [LOKYMEHTOB [AJ1I1 XPaHEHWS, MHOMOKPaTHOro0 CHATUA C HUX KOMUNW U
MUKPOUIbMUPOBaAHUA.

89. Mpu Nnpueme B apxmB (TEXHUYECKNI apXUB) 31eKTPOHHON HT nponsBoanTCs:

® [1poOBepPKa NakeTa 3JIEKTPOHHbIX AaHHbIX;

* MpoBepKa KOMIMJIEKTHOCTU 3NeKTPOoHHOW HTJ no BenomMocTaAM (peecTpaM, nepeyHs)
3N1eKTPOHHbIX NOKYMEHTOB;

* MPOBEpKa AENCTBUTENBLHOCTMN 3JIEKTPOHHbLIX MOANUCEN;

e CBEpKa OCHOBHOM (haln) n peKBn3NTHOW (MeTadaHHbIe) YacTen aneKTpoHHou HT;

* MpoBepKa Ha BOCNPOM3BOANMOCTb;

* MpoBepKa Ha OTCYTCTBME BPeAOHOCHOr0 NporpaMmMHoro obecneyeHuns (BUpycos).
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Mpn npuneme anekTpoHHo HTL cdopmumpyeTca KBuTaHuus (nogTBep>XAgeHue) o npueme. B cnyvae
eCc/in Npu NpoBepKe BbIABAEHbI HEMOJIHOTA NakKeTa 3NEeKTPOHHbIX AaHHbIX, Pa3NYnNa B OCHOBHOM Y
PEKBU3UTHOMN 4YacTax 3NeKTpoHHon HTJZ, HeBOCNPOM3BOAMMOCTb 3JIEKTPOHHbLIX [OOKYMEHTOB,
Hajlmyne BpPeLOHOCHOro nporpamMmMHoro obecnedyeHus (BUpPycoB), GOPMUPYETCH KBUTaHLUA
(yBepomneHune) o6 owmnbke. KeutaHuma (ysenomneHme) ob owmbke nepeckblsiaeTcs OTnpaBuUTeNO
0J15 BHECEHWNS UCMPaBAEeHUA B 31EKTPOHHYO HT.

90. lMOOJIMHHNKN NUCTOB [ONS 3aMeHbl nepepnarwTca BMecCcTe C U3BeLLeHUNAMU 06 un3MeHeHUUn
(pa3peLL|eH|/|;|M|/| Ha BHeceHne U3MeHeHUn). 3aMmeHsemMble NNCTbl HTL AHHYINPYOTCA, BMECTO HUX
noakKysaabiBatOTCA HOBbIE.

AHHYNMpPOBaHHbIE N 3aMeHeHHble NUCTbl HTL A[O0J/IXKHbl XPaHUTbCA OTAENIbHO He MeHee Cpoka
XpaHeHNs camMoro AoKyMmeHTa. [pu popMmpoBaHmm eanHUUbl XpaHeHnsa HTL aHHynmMpoBaHHbIE U
3aMeHeHHble JINCTbl  fobaBnsAlTCca (NoAKAaAbiBalOTCA, MOAWMBAKOTCA, NepenseTalTcsd) K
OOKYMEHTY.

91. HT Bo3BpawiaeTca pa3paboTuuky, ecnv npu npneme B apxmB (TEXHUYECKNIN apXMB) BbISBAEHbI
HEKOMMNEKTHOCTb AOKYMEHTOB, OTCYTCTBME Noanucen n aaT, ownbkn B opopMaeHnmn, oTCyTCTBUE
JINCTOB, HEYAOBIETBOPUTENbHOE (hn3n4eckoe COCTOAHNE [OKYMEHTOB.

92. [N 3NeKTPOHHbIX KON ByMaXKHbIX [OKYMEHTOB MpoBepsieTCs COOTBETCTBUE [AOKYMEHTa,
npeAcTaB/IEHHOrO B 3/IEKTPOHHOM BUAE, OKYMEHTY, BbINOJIHEHHOMY Ha Bymare.

V. OpraHusau,uﬂ UCNONIb30BaHMA Hay‘lHO-TEXHM‘leCKOﬁ AOKYMEHTauum

93. OpraHuzaumna obecne4vymBaeT AOCTYN MNOSb30BaTeNEN, a TakXe npeacTaBuTenen cynebHbix,
MPaBOOXPAHUTESNbHbLIX W WHbIX YMOJHOMOYEHHbIX oOpraHoB kK HTO ¢ yyeTom TpeboBaHun,
YCTAHOBJIEHHbIX 3aKOHO4aTeJ/IbCTBOM Poccunckon d)ep,epau,mm[&, NOoKa/lbHbIMN HOPMaTUBHbLIMA
aKTaMun opraHm3aunm.

OTBEeTCTBEHHbIM 3a COXpaHHOCTb HTL siBNsieTCcs cneymanbHO Ha3HaYeHHbIN paboTHUK (paboTHMKN).

LOMMKHOCTHLIE Nnua n COTPYOHUKN OpraHn3aunn noayydatoT AOCTYN K JOKYMEHTaM B COOTBETCTBUN
CO CBOMMW [O/HKHOCTHbIMU 06A3aHHOCTAMN.

PaboTHMKAM CTOPOHHUX OpPraHu3auui - NpU HaJNYMU NMUCbMEHHOrO pa3pelleHnst pykoBoauTens
opraHmsaumu, a TakxXe cobcTBeHHMKa (Bnagensbua) HTO; [na nNpoeKTHO-MIAHUPOBOYHOM
OOKYMEeHTauun - TakXKe Mpu Haan4yum NMCbMEHHOro paspelleHnst cobcTBeHHMKa (BnagenbLla)
obbekTa.

94. MoANMHHUKN 3neKTpoHHOW HTL Ha dun3ndeckm o60cobNeHHbIX HOCUTENAX U3 XpaHWUIULLA He
Bbl4alOTCH, BblAaloTCs ee aybmkaTbl Man Konun ooHAa MoJib30BaHUS.

95. MoanuHHMKM HTO Ha 6yMa>kHOM HOCUTENE BbiAATCA N3 XPaHUIWLLLE TOJIbKO A1 N3rOTOBJ/IEHUS
C HUX oy61nMKaToB 1 KONWA N BHECEHUSA U3MEHEHWUI B NOOJINHHUK.

B ocTanbHbIX cay4daax BblgatoTca aybnamkatel n konun HTA.

96. Cpoku 1 nopafgok Bbigadn HTO n3 xpaHunuiwia, opraHusauma AoCTymna K 31eKTpoHHon HT[ ¢
NCMOJIb30BaHUEM UHMPOPMALIMOHHON CUCTEMbl W nopsAfok obecnevyeHns UHPOPMALMOHHON
6e30MacHOCTM perynnmpyoTcs NOKaJbHbIMU HOPMATUBHBLIMW aKTaMn OpraHu3auuu.

97. Bblmaya HTHA ocywecTtBnsieTcs paboTHMKOM, Ha KOTOPOro BO3JI0XKEHbI 06A3aHHOCTM MO
obecneyvyeHunto coxpaHHocTu HTA.

98. Y4yeT Bblgaun 1 Bo3BpaTa NOAJIMHHUKOB N KON HTL BHYTPEHHUM N BHELLUHUM MOJIb30BaTeNAM
(aboHeHTaM) ocCyLlecTBAAETCA B KapTo4ykaxXx y4yeTa LOKYMEHTOB W (unu) B MHGPOPMaLUNOHHON
cncTeme.
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YyeT Bblgayn wun Bo3BpaTa konun HTLO BHyTpeHHUM mMonb3oBaTensam (aboHeHTaM) MoXeT
Mpon3BOANTLCSA N0 abOHEHTCKNM KapTo4kKam y4eTa n (nam) B NHPOPMaLMOHHON cncTeme.

99. Mepepn Bblgaven HTL M3 XpaHunvwia M Npv BO3BPALLEHMM €e B XpaHWuLe npoBepsieTCs
COOTBETCTBME 3aMUCSM B YYETHbIX OKYMEHTaX.

Mpu Bbigave n Bo3BpaTe HTJ ocylecTBASETCS MOJIMCTHAs MpoBepKa Haanmyna n u3nyeckoro
COCTOAHMS NOKYMEHTOB.

100. CtpaxoBon poHA HTL co3paeTca nyTeM MUKPOPUIbMUPOBAHUA NOAMHHUKOB. CTpaxoBbiMiU
KOMUAMUN ABNAKOTCA HeraTuebl Ha PYJIOHHON MJIeHKe WA MUKpoduLllax, N3rotoBieHHble MeToL0M
onTnyeckoro coTorpadnpoBaHnsa OOKYMEHTOB Ha BYMa>kHOM M MNEHOYHOM HOCUTENIE UKW MYTEM
npumeHeHna COM-cuctem ansa 3NeKTPOHHbIX AOKYMEHTOB.

101. ®oHA nonb3oBaHusa HTO dopMupyeTcs B BUAE Konum Ha ByMa>KkHOM HocuTesne n (Mnu) B Buae
3NEeKTPOHHbLIX KOMUNA.

102. Onsa obecneyvyeHms noucka u ucnonb3oBaHus HTOA B apxuBe (TEXHUYECKOM apxuBe)
NMPUMEHATCA CNPaBOYHO-NMONCKOBLIE CpeacTBa.

103. B apxuBe (TexHM4YeCcKoM apxume) obopyayeTCa 4uMTanbHbIA 3an, pabovyas KOMHaTa wan
crneunansHbole paboyne mecta (pabovyee mMecTo) ONA opraHM3auum AOCTyna MNoJsib30BaTesien
(aboHeHTOB) K HT 1 cnpaBo4YHO-MOUCKOBbLIM cpeacTBam. Mpu HeobxooMMOCTK MOSb30OBaTENAM
(aboHeHTaM) nNpenoCTaBAATCA CNeuVabHble TEXHUYECKMEe W MNpOorpaMMHble CpeacTBa AN
BOCMpPOW3BEAEHNA dN1eKTPpOoHHOM HT.

104. Bbipaya HTO BO BpeMeHHOe MoJib30BaHME OCYLLeCTBAAETCA B COOTBETCTBUM C MOPALKOM,
YCTaHOBJIEHHbLIM OpraHmM3aunen.

105. Bce nonb3oBaTenun (aboHEHTbI) noasexaT yyeTy.
Pa3fnenbHO oCyLLeCcTBASETCA yYeT:

e aOOHEHTOB BHELWHWX W BHYTPEHHMX, MPUHATbBIX Ha aboHeHTckoe obcnyxnBaHne Wu
N3BeLLLAeMbIX 0 BHOCMMbIX U3MEHEHUAX B NMOAIMHHUKN U Ay6ankaTbl IOKYMEHTOB;

e aboHEeHTOB pa30BOM BblAa4n (Nepenayn) JOKYMEHTOB.
Ha ka>xgoro nosnb3oBatens (aboHeHTa) HTL 3aBoanTCcA aboHEHTCKaa KapToyka, pacrnosaraemas B

KapToTeke nin seayuladacsa B 3JIEKTPOHHOM Bae B I/IHdDOpMaLI,I/IOHHOIZ cncreme.

106. Mpoeepka Hanumuma HTLO, BbiAaHHOM pabOTHUKaM oOpraHMs3auum W B YUTasbHbLIN 3an,
NPOBOANTCSH NO KHMIraM Bblga4yun, 3anmcsaMm B MHPOPMaLMOHHON CUCTEME.

VI. 3KcnepTu3a ULEeHHOCTHU Hay'-IHO-TeXHVI‘-IECKOﬁ AOKYMEeHTauum

107. 9kcnepTun3a ueHHocTn HTL ocywecTenseTcs B uenax otbopa HTL Ha NOCTOAHHOE XpaHeHNe, B
cocTaB ApxusHoro ¢oHaa Poccunckon degepaumm, yToHHEHNE CPOKOB XpaHeHuns HTL BpeMeHHOoro
XpaHeHus n otbopa HTL, nognexxawen yHUYTOXKEHUIO.

108. okcnepTusa ueHHocTn HTL npoBoanTCsa He paHee, 4eM 4yepe3 5 neT nocne 3aeepLieHUs
pa3paboTKy MpoeKTa, TEMbI, CHATUSA U3L4ENNSA C NPON3BOACTBA, BbIBOAA W3 3KCMyaTauum.

109. Onga npopeaeHmMa >KCNeEPTU3bl UEHHOCTM AOOKYMEHTOB CO30a€TCA >3KCMNeEPTHada KOMUCCuUA
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(manee - 2K). B opraHusauunsax, UMeLWUX CJOXKHYK CTPYKTypy W/mMnan NOABEAOMCTBEHHbIE
opraHu3auum, Co3gatoTCs LeHTpaJibHble 3KCNEepPTHbIE KoMmuccum (ganee - LIK).

L2K (3K) saBndeTcA cosewaTesibHbIM OpraHoOM Mpu PyKOBOAMTEsIE OpraHu3auumu, co3faeTtcs
MpUKa3oMm opraHmsaunm, 4encTByeT Ha OCHOBAHMNMN MOJIOXKEHUS.

110. 9kcnepTum3a yeHHocTn HT npoBoaAuTCA B ABa dTana:

e pa3paboTka rnepeyHs npoekToB/06bEKTOB, npobnem/Tem, Hay4YHO-TeXHU4Yeckas
OOKYMeHTaumMs rno KOTOpbIM MOAJIEXXNT Nnepefayvye Ha NOCTOAHHOE XpPaHEHMe;

e pa3paboTka onuncu gen HTL NOCTOSHHOrO XpaHeHus.

Mpw npoBefeHNn NepBoro aTana nposoanTca otbop Hanbonee 3Ha4YMMON (MMelOLWLEN NCTOpUYECcKoe
3HayYyeHme) npobneMaTuku/TeMaTUKN UCCNenoBaHU, Haunbosiee 3HaYMMbIX MNPOEKTOB W34enunn
MPOMbILLIEHHOI O nPoOn3BOACTBA, TeXHOoJI0rn4ecKmnx npoL.eccos, rpafoCcTpoOnTEsIbHbIX,
3eMJIeyCTPOUTESIbHBIX N N1ECOYCTPOUTESIbHbBIX NMPOEKTOB, MPOEKTOB KannuTasbHOro CTPOUTENbLCTBA,
MPOrpaMMHbIX KOMMJIEKCOB, [OOKYMEHTauus MNo KOTOPbIM MOONEXUT BKJIIOYEHUIO B COCTaB
ApxmnsHoro ¢oHaa Poccuinckon depepaunu.

[JoKyMeHTauuns, He BKJOYEHHas B rnepevyeHb NpoekToB/obbekToB, npobnem/Tem, HTL no KOTopbIiM
MOANEXUT nepefaye Ha MNOCTOSAHHOE XpaHeHue, yTpaTuMBLUAS MPaKTU4YecKoe 3HavyeHue N He
nMmerowas NCTOPMYECKOro 3Ha4YeHNs, NOANEXNT YHUYTOXKEHMIO.

111. MepeyeHb nNpoekToB/0O6BLEKTOB, nNpobnem/Tem, HTO Mo KOTOPbIM MNOANEXWUT nNepefadvye Ha
NOCTOSIHHOE XpaHeHue, cornacoebiBaetca K (U3K) opraHusauum, 3KCNEpTHO-NMPOBEPOYHON
koMmuccuen (ganee - 3MK) apXMBHOrO yyYpexxOeHUs, Mocsie 4Yero yTBepXAaeTCca PYKOBOAUTENEM
opraHmsauunn.

112. Mpwn npoBeAeHNN BTOPOro 3Tarna BKJKYEHNIO B ONUCb Aes1 NOCTOSAHHOro XpaHeHusa nogjexar
cnepywouwme ctaaum HTA:
* 3aKJIOYNTESIbHbIE U 3TaMHbIE OTHYETHI MO Hay4YHO-UCCNenoBaTeNbCKUM paboTam;

e cTaaunsa «MNpoekT» (ANA NPOEKTHON AOKYMEeHTauuu);

e cTagna «Paboyas poOKyMeHTauus» (ONA  KOHCTPYKTOPCKOM U TexXHOJIOrM4eckon
OOKYMEeHTauuu);

e cTaana «TeXHU4YeCcKMn NpoekT» (oNs NporpaMMHON AOKYMeHTauun).

113. Onucm cocTaBAATCA pa3aenbHO Ha Kaxabim Bua HTLO, cornacosbiBatoTca 3K (LIK)
opraHusauun, O2OlK apxXMBHOro Yy4ypexneHus, Trocjsie Yero YTBEepXOalTcsad pykKoBoAUTeNneM
opraHmsauunu.

114. VYHn4YTOXKEHME [OOKYMEHTOB, He no4siexalnx XpaHeHuo, OcyLlecTBafeTca nocse
yTBEpPXOEeHUS PyKOBOAUTENEM OpraHu3aunm akToB O BblAeNeHUN K YHUYTOXKEHUNIO LOKYMEHTOB, He
nogsiexalmx XxpaHeHuto.
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VIl MNepepaya HAYy4YHO-TEXHUYECKOW OOKYMEHTAL UM HA NOCTOAHHOE XpaHeHue
B rocyfapCTBEeHHbIA (MyHULMNAJIbHbIN) apXuUB

115. TocypnapcCTBeHHble OpraHbl, OpraHbl MeCTHOro caMoyrpasJieHUs, roCcyfapCTBEHHble W
MyHUUMNANIbHble  OpraHm3aunn, BKJKOYEHHble B CMNUCKW  WUCTOYHUKOB  KOMIMJIEKTOBaHUSA
rocyoapCTBEHHbIX (MyHUUMNANbHbLIX) apxuBoB, obecne4ymBaloT MNOArOTOBKY W nepefady B
yrnopsao4eHHOM COCTOSSHUM Ha MOCTOSAHHOE XpaHeHMe B COOTBETCTBYKOWME roCyAapCTBEHHbIE
(MyHMuunanbHble) apxuebl HTL, OTHeCeHHYW K cocTaBy ApxuBHOro d¢oHaa Poccunckon
®epepauunt?,

116. Obs3aTenbHOM nMepefaye Ha MOCTOSIHHOE XpPaHeHWe B rocydapCTBEHHbIA (MYHULWNANbHbINA)
apxuB rnopfiexaT pe3yabTaTbl Hay4YHO-UCC/Ie[OBATENbCKMX,  OMbITHO-KOHCTPYKTOPCKUX U
TexHonorn4yecknx paboT, y4TeHHbIe B e ANHON FoCyAapCTBEHHOW MHPOPMaALMOHHON CUCTEME y4eTa
Hay4HO-UCCef0BaTeNbCKNX, OMNbITHO-KOHCTPYKTOPCKUX U TEXHOMOrnYeckux paboT.

117. HTLO, oTHocAwanca K cocTaBy ApxuBHOro ¢oHaa Poccuinckonm depepaumn, XpaHUTCA B
OopraHmM3aunm BpeMeHHOo 00 nepenayvn OOKYMEHTOB Ha MOCTOSAHHOE XpaHeHMe B rocynapCTBEHHbIN
(MyHULMNANbHLIN) apXMB, WUCTOYHUKOM KOMMJIEKTOBAHUS KOTOPOro $BJISAETCA OpraHm3auuns, B
Te4yeHune yCTaHOBJIEHHbIX CPOKOB:

MPoOeKTHas  AOKYMeHTauus Mo  KanuTalabHOMY  CTPOUTENbCTBY, KOHCTPYKTOpPCKass U
TexXHOoJIoOrnyeckasa OOKYMEHTaUNUs, MaTeHTHasa OOKYMeHTaumsa Ha n3obpeTteHns, nosiesHole MoOLENN,
nMpoMblLLIeHHble obpasubl - 20 neT;

Hay4YHas JoKyMeHTauus - 15 netl?2,

118. lpopfnieHne CPOKOB BPEMEHHOr0 XpaHeHWs [OKyMeHToB ApxmBHOro ¢oHaa Poccuinckonm
defepalmn B OpraHU3aUUM-UCTOYHUKE KOMMIEKTOBaHUSA FOCYy[apCTBEHHOro (MyHULMNalbHOrO)
apxumBa ponyckaeTtca Mo peweHunto MK depepanbHOro rocygapcrtBeHHoro apxusa, 3MK
YNO/HOMOYEHHOIr0 OpraHa MCNOJIHUTENIbHON BnacTu cybbekTa Poccuinckon depepaunmm B chepe
apxuBHoro gena, 3K Hay4YyHOW opraHusaumu.

119. Cpokn 1 ycnoBma AENO3NTAPHOro XpaHeHusa AO0KYMeHTOB ApxmBHOro dgoHaa Poccuimnckom
defnepaumn  ycTaHaBAMBaAlOTCA B A0roBopax, 3akKJj4YaeMbliX qefepajibHbiIMU  OpraHamu
WCMNOJIHUTENIbHON BJAACTU W OpraHms3aumsaMm C  YyNoJIHOMOYEeHHbIM defepanbHbiM  OpraHoMm
NCMOSIHUTENIbHOW BAACTW B chepe apxXMBHOro Aesla 1 Aenonpoussoacteal?l,

120. OpraHu3aunmn-ucTOYHUKN KOMMJIEKTOBAHUA rOCYyAapPCTBEHHbIX (MyHUUMMaNbHbLIX) apXWBOB
COCTaBJIAOT M COrJIaCcOBbLIBAOT C COOTBETCTBYIOLWMM FOCYAapPCTBEHHBIM (MYHULMNAbHLIM) apPXUBOM
nnaH-rpacduk otbopa, NOAFOTOBKM N Nepedayn OOKYMEHTOB Ha MOCTOSAHHOE XpPaHEHMe.

121. HTA, nognexxauwasa nepenaye B rocydapCTBEHHbLIN (MyHUUMMNANbHbIA) apXuB, hopMUpyeTCH B
eAVHNLbI XpPaHEeHUsA B COOTBETCTBUMN C MyHKTamMun 19-21, 53 MNMpasuna 1 y4nTbiBaeTCA B ONUCU e GUHNLL
XpaHeHnsa HTl NnoCTOAHHOIro XpaHeHus.

122. B egnHuue xpaHeHns, COQOPMUPOBAHHON N3 OOKYMEHTOB Ha ByMa>kHbIX HOCUTENSX, HE AOJIKHO
ObiTb 6onee 50 nucToB 4YepTexen, NpuBeAeHHbIX K dopmaTy A4, mnm 200 NNCTOB TEKCTOBOWA
OOKYMeHTauuu, ToNWmMHa gesa He O0J1KHa npesbiwaTh 4 CMm.

123. TexHu4yeckoe opopmneHue gen HTO Ha ByMakHOM HocuTene npegycMaTpuUBaeT:

* (hanbLOBKY YepTexen;

e nepenseT (NOALWMNBKY) LOKYMEHTOB TEKCTOBON AOKYMEHTaLWN;

* HyMepauunto NNCToB egnHNLbI XpaHeHWA,
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* COCTaBJIeHWE BHYTPEHHEN onucu;

® 3alfoJiHeHne J1INCTa-3aBepunTenid,

e ochopmMsieHne 0610XKKN.

124. EanHuubl XpaHeHusa HTL, cocToswme U3 OKYMEHTOB Ha ByMa)kHOM HocuTene (Kpome pabouen
OOKYMeHTauun), TroMewarTcs B O00JIOKKY W3 TBEpAOro KapTOHa WM nepensjieTarTcs.
KpynHodopMaTHble NUCTbl MNOALIMBAOTCA 3@ OAWMH Kpanh C y4eTOM COXPaHEHUS BO3MOXXHOCTU
cBob0O4HOIrO pa3BopavynBaHnNs JINCTOB.

MpuMeHeHne MeTannnyeckKnx Uian naacTMaccoBbiX clwimBaTesien U JINMKOW JIEHTbI He OonyckKaeTCH.

125. Bce nncTbl B eanHULaX XpaHeHna HTM, KpoMe YUCTbIX JIMCTOB, NogfiexaT y4eTy. KosimyecTso
JINCTOB eAuNHULbI XPaHeHUa (pUKCUpyeTCca B 3aBepUTESIbHOM JIUCTE, KOJIMYeCTBO [AOKYMEHTOB,
BKJIOYEHHbIX B €4UHNLY XPaHEeHUSA YYNTbIBAETCH MO BHYTPEHHEN onucu.

126. JInCTbl HYMEpPYIOTCHA B MPaBOM BEPXHEM Yry JIMLEBOW CTOPOHLI, @ CPasibLLOBaAHHbIE YEPTEXMW B
MPaBOM HWXHEM yriay 3a npegesiamu yrnoBoro wrtamna (nNog yrioBbiM LUTaMMNOM WUAWM Hah HUM).
KpynHoopMaTHbIe JINCTbI, HE UMEtoLWMe Yr0BOro WwTammna, HyMepyloTCa B MPaBoOM HUXKHEM Yray.
danbUoOBKa YepTexen u KpyrnHoOopMaTHbLIX JIMCTOB MPOM3BOANTCA TakMMm obpa3om, 4Tobbl Obln
BUAEH HoMep nucTa. Ecnum B egnHuue xpaHeHusa HT BcTpevaroTca poTorpadum, rpamkm, CXeMmsil,
PUCYHKWN, HaKJ/I€eHHbIe Ha JINCT, HyMepyeTCcsa caM JINCT.

127. Ona eamnHny xpaHeHus HTH, cdpopMMpPOBaHHbIX U3 HENOOLWUTbIX AOKYMEHTOB, COCTaBaseTCA
BHYTPEHHSAS OMNCh, B KOTOPOW YKa3bIBaOTCA:

* MOPSiAKOBLI HOMEP AOKYMEHTA;

o603HavYeHne (MHOEKC) NOKYMEHTa;

Ha3BaHWE OOKYMEHTa,

HoMep nucTa (AncToB).

128. JIncT-3aBepuTesib NOMELLAETCA B KOHLIE €ANHULIbI XPaHEHUS U HE NOOJIEXUT HyMepaLun.

129. Ha 06/10)KKY eNHNLL XpaHEHNS BbIHOCATCS cnefyoline peKBU3UTbI:

* HanmmMmeHoBaHWe opraHm3au|/||/|—pa3pa60Tqv|Ka rno nocsegHen gaTte OOKYMEHTOB, BKJ/IIOYEHHbIX
B €eANHNLY XpaHEHNA,

* Ha3BaHWe BbILWWECTOAWEN opraHu3aumm no nocnegHen fate OOKYMEHTOB, HAaXOASALWMXCA B
eAnHULE XpaHeHNa (Npn HaNnu4nm);

e MeCTOHAX0XAeHne opraHn3aumm-pa3paboTymnka;
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e WKndp 1 Ha3BaHMe NpoekTa (obbekTa), NpobsaemMbl, TEMbI;

e CTagua pa3paboTku;

* Ha3BaHWe egnHNLUblI XpaHEHWA,

* roj, OKOHYaHMs pa3paboTKN LOKYMEHTOB;

® KOJIN4YeCTBO JINCTOB B eANHNLIE XPaHEHUA N KOJINYEeCTBO JINCTOB BHYTDEHHeI7I onmcn.

Mpn odopmMaeHun 06J1I0KKN eanHuLbl XpaHeHus HT[, copeprkalleil AOKYMEHTbl opraHu3auunun-
copa3paboTymMka, HaMMeHoBaHWe opraHu3lauumn-copaspaboTynka nuweTcss B Ckobkax Bcnen 3a
Ha3BaHMeM opraHmMsaumm paspaboTymka.

O6/10KKWN NN 3aMeHsoLWMe NX 3arfiaBHble JIMCTbl COPOLLIOPOBaHHbLIX eAunHUL, XpaHeHus HTL He
0hopMASATCSH, €CIN UMETCS BCE HEOBXOANMbIE INEMEHTDI.

130. OpraHusaunm obecnevymBaldT COXPAHHOCTb eauHUL, XpaHeHuns HTI, oTHEeCEeHHbIX K COCTaBy
ApxunsHoro coHaa Poccunckon depepauunun.

131. Npuem-nepenadva HT[, Ha NOCTOAHHOE XpPaHEHME B rOCYy4apCTBEHHbIN (MyHMLWNAbHbIN) apXUB
OCYLLECTBASAETCA MO YTBEPXAEHHbLIM OMUCAM eguHUL, XpaHeHnsa HTI nNOoCTOAHHOro XpaHeHuUs Ha
OCHOBaHUW aKTa npueMa-rnepenadn JOKYMEHTOB Ha NOCTOSAHHOE XpaHeHMe.

132. Mpw nepenaye NOKYMEHTOB OrPaHUYEHHOro AOCTYMNa, a TakXKe 06beKTOB UHTENNEeKTyasIbHOM
cobCTBEHHOCTW OpraHn3aLuns onpeaenseT yC/I0BMS AOCTYNa K HAM U UX UCMOJIb30BaHUS.

Mpu nepenaye OOKYMEHTOB, CPOKW OrpaHUYeHUs [OCTyna K KOTOPbIM WCTEKAM, OpraHu3auuns
OCYLLECTBSET CHATUE COOTBETCTBYIOLLNX FPUDOB (OTMETOK) NN YCTaHABJIMBAET CPOK, Ha KOTOPbIN
NpoasieBalTCa OrpaHNYeHNs AocTyna.

133. SnekTpoHHasa HT[ nepenaeTcA Ha MOCTOSIHHOE XpaHeHue B YyrnopAaLOYEeHHOM COCTOSAHUUN B
COOTBETCTBUMN C OMUCAMU 3NEKTPOHHOW HTI noCTOAHHOro XxpaHeHuMs. K onuMcaM COCTaBnaloTCA
peecTpbl annos. MNepenadya ocyLlecTBASETCA Ha (PuU3nyYeckn ob6o0cobneHHbIX HOCMTeNnax B ABYX
ak3emnasfpax v (nnm) Nno HpopMaLMOHHO-TENEKOMMYHUKALNOHHBLIM ceTaM. Crnocob nepenayn, Bug
N KOMNYECTBO 3K3eMnnasapoB  dusmyeckm 060cobseHHbIX HOCUTEenen, CornacoBbiBaeTCS
rocyapCcTBEHHbIM (MyHULMNANbHbIM) apXUBOM.

®dopMaTbl aiisioB, opmaT nepefayn AaHHbIX U COCTAB COMPOBOAUTENILHOW [AOKYMeHTauuu,
HeobxoaAuMMoOWn ANs pasibHenwero BocrnpousBeneHUs N obecrnevyeHUss COXPAaHHOCTU 3NEKTPOHHOMN
HTL, cornacoBbiBaloTCA C COOTBETCTBYIOLWMM FOCYyAapPCTBEHHBIM (MyHMLMMNANbHBIM) apXUBOM.

Ha dwusmndeckn o060cobneHHbIX HOCUTENSAX WU WX QyTasgpax YyKasblBaeTCA apXMBHbIA WGP
3/1eKTPOHHOM HT[H, Haxoadwencs Ha HocuTenax. ApXmBHbIM WGP ykKasbiBaeTca crnocobamu, He
noBpeXXAamLnMMN HOCUTEsb NPY HAaHECEHUW, XPaHEHNU U NCNOJIb30BaHUWN.

VIil. Mepepaya Hay4YHO-TEXHUYECKON AOKYMEHTaLuum
npu CMeHe PyKOBOAMUTEJIA, peopraHusauuu, JIMKBUAaLum,
nsMeHeHuu popMbl COOCTBEHHOCTU OpraHu3auum

134. MNpu CMeHe PyKOBOAWUTENS OpraHuM3auun, PYKOBOAUTENS apxuBa (MNpU Hanuymm) npuem-
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nepenaya HTL, y4eTHbIX AOKYMEHTOB W CMpPaBOYHO-MOMCKOBbLIX CPEACTB, a TaKXe MOMEeLleHWUN,
WHBEHTaps M ob6opy[oBaHMSA apxuBa (MNpU HaAM4MM) NPOU3BOAMTCS MO aKTy Mpuema-nepenaydu
APXUBHbIX NOKYMEHTOB U MaTepuasibHbIX LEHHOCTEN.

Ons npuema-nepenayn HTL oT pykoBoguTens apxma (Mpyv Hannyuum) NpukKasoM oOpraHu3auunu
Ha3HavyaeTCs KOMUCCMSI B COCTaBe He MeHee Tpex 4enioBek. Komuccus npoBepsieT Haauyvme wu
cocTosHMe Bcex BumAoB HTM, HaxopsAwencs Ha yvyeTe B OpraHv3auuu, yYeTHbIX LOKYMEHTOB W
CrNpaBOYHO-MOUCKOBbLIX CpeacTB, 060opyAoOBaHMA XpaHUAUL, MNPOTMBOMOXXapHOro o6opynoBaHMS,
TEeXHNYECKUX CPeaCcTB OXPaHbl, KOMMbIOTEPHON N MHOXUTESIbHOW TEXHUKN, OPYrNUX MaTepuasbHbIX
CpencTB UHBEHTAPHOro y4yeTa.

135. lNMpwn peopraHu3zaunm nan JTMKBugauMm opraHmsaumm nepegada n gasabHenwee ncrnosib3oBaHue
N LOKYMEHTOB OCYLLECTBAAETCA B COOTBETCTBUM C 3aKOHOA4ATeNbLCTBOM Poccuniickon depepaunn.

136. Mpwn peopraHMsaunm HErocyfapCTBEHHOW OpraHu3aumu YCNIoBUA N MeCTO AaJibHenwero
xpaHeHus HTLO onpegensiTca  ydYpeauTensMm  3TOW  opraHusauum  WAM  opraHamu,
YMNOJIHOMOYEHHbIMU Ha TO y4peanTesibHbIMU LOKYMEHTaMMU.

137. B c/lyyae peopraHmsaumm opraHmsaumm c nepefavenn GyHKUUA BHOBb CO34AaHHOM UM UHOW
opraHmsaumn HT[ nepepaeTcs opraHM3alnmn-npaBonpeemMHumKy.

138. Mpun nukBupauum rocynapCTBeHHON (MyHUUMNANbHOW) opraHm3auun, HTL, BKAYEHHas B
cocTtaB ApxumBHoro ¢oHga Poccunckon depepaunn, a TakKXKe apXMBHbIE OOKYMEHTbI, CPOKMU
BPEMEHHOIr0 XpaHeHUs KOTOpbIX He WCTEeK/N, B YMOPSAOOYEHHOM COCTOSAHUM nNepenatTCsa Ha
XPaHEHNE B COOTBETCTBYOLNINA rOCYAapPCTBEHHbIN (MyHMUMNAIbHBIN) apXUB.

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

140. Npwn cmeHe opMbl COBCTBEHHOCTN OpraHM3auUnn NPoOBOAUTCA MHBEHTapusauma HTLO, yyeT u
knaccudumkauma HTO no dopmam cob6CTBEHHOCTMU.

HT[, oTHeceHHas K rocyaapCTBEHHON (MyHMUWNaNbHON) COBCTBEHHOCTN, C UCTEKLIUMU CPOKaAMU
BPEMEHHOI0  XpaHeHMs nepefaeTcsa Ha MNOCTOAHHOE  XpaHeHMe B FoCyOapCTBEHHbLIN
(MyHMUMNANbHbBIA) apXUB, NCTOYHUKOM KOMIMJIEKTOBAHUSA KOTOPOro OpraHm3saumnsa asnasnaacb A0 ee
npueatTmsaunn. lopsgok ydveta u nepepadynm HTOA npu npuBaTmsaunum rocynapCTBEHHOrO u
MYHUUMNANIbHOrO MMyLlecTBa OCYLWeCTBAAETCA B COOTBETCTBMM C HOPMaTWUBHbIMU MpPaBOBbIMU
akTamu Poccuitickon ®epepaumnt?4,

IX. XpaHeHue 3/IeKTPOHHBLIX Hay4YHO-TEXHUYECKUX JLOKYMEHTOB
Ha pM3nvyeckn 060co6IeHHBIX HOCUTENIAX U C UCNONIb30BaHUEM
MHpOpPMaLMUOHHOW cUCTEeMbIZ!

141. SnekTpoHHasa HTL, BK/OYas BCe ee BepCUU, XpaHUTCA Ha dusndeckn o6ocobneHHbIX
HoCUTensaxX un (Mnm) C NCNosIb30BaHMEM UMHAOPMALMOHHOM CUCTEMBI, CreunanbHO NpeaHa3HavYeHHOoN
019 XpaHEeHUSA 3NEeKTPOHHbIX apXMBHbIX AOKYMEHTOB (CuCTeMa XpaHEHMS 3/IEKTPOHHbIX Hay4HO-
TEeXHNYECKNX OOKYMEHTOB) B MopsAKe, yCTaHOBJIEHHOW OpraHu3aunen.

142. Mpwn xpaHeHun 3nekTpoHHoW HTO Ha du3mdeckm 060CO6NEHHBIX HOCUTENAaX U C

MCMoJsib30BaHMEM UH(POPMALMNOHHBLIX CUCTEM O0JIKHbI cobnopaTbCs cneaywouine Tpe6OBaHI/IFIZ

* HaM4ynme TeXHUYeCKUX 1 NpPorpamMMHbIX CPeacTB, MO3BOAAIOWMNX OCYLLECTBASATb XpaHeHune,
BOCNpousBeneHue, Mnurpaumnio n KoHseptuposaHue HT[, a TakXXe KOHTPOJIb PU3NYHECKOro 1
TexHn4yeckoro coctosHue HT;

* fipoeeaneHmne MuUurpaumm wn KOHBEPTUPOBaHUA, KOHTPOJZIb COOTBETCTBUA TMOJTYHEHHbIX
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3NIEKTPOHHbLIX JOKYMEHTOB NMCXOOHbIM;,

e obecneyeHune AdYTEHTUYHOCTN, OOCTOBEPHOCTMN, LUesoCTHOCTH, npnrogHoCTn aona
NCMNoJib30BaHUA 3JTIEKTPOHHbIX AOKYMEHTOB.

143. Mpun XpaHeHUU 3neKTpoHHoW HTO Ha u3nyeckn o060COBNEHHbIX HOCUTENSAX [OOJIKHbI
cobnopaTbcs cnegytowme TpeboBaHns:

* NMPUMEHEHNE HOCUTENEN, TEXHNYECKMNE XapPaKTEPUCTUKN KOTOPbIX, NO3BONSIOT obecnevynTb
DONroBpeMeHHoe xpaHeHue nHgopMaumn (Npu xpaHeHUn Ha dusnyeckn obocobneHHbIX
HoCUTenNAXx);

e pusnyeckn obocobneHHble HOCUTENU 3NeKTpoHHoW HTL XxpaHATCS B yMNakoBKax,
PEKOMEH0BaHHbIX MPOM3BOANTENSMU HOCUTENEN;

e nunueBas cTopoHa 06noxku (byTnsapa) pmsmdeckm 060cobNeHHOro HOCUTENSA I/IEKTPOHHOM
HTO cHab)xaeTcAa SpnbIKOM, Ha KOTOPOM YKa3blBAaeTCS WHBEHTapHbIin HoMep HTLO wu
NOEHTUMDUKALMOHHLIN HOMEp HOCUTESIA, MPU HaJINYnN.

144. YyeTy noanexaTt dusnveckn obocobneHHble HOCUTENN UHGOPMALUKN, a TakKXe OOKYMEHThI,
3anncaHHbIe Ha YKa3aHHble HOCUTENN.
145. MNMpn ncnosnb30BaHMN NHHOOPMALMOHHON CUCTEMbI ANS OPraHM3aunmM XpaHEHNS 3N1eKTPOHHOWN

HTLO (CX3HT/A) obecnevymBaeTcs:

e MpveM, y4eT, XpaHEHNE N NCMNOJIb30BaHNE 3NEKTPOHHbIX HAaYYHO-TEXHUYECKNX NOKYMEHTOB
(OHTA), KOMMI 3SNEKTPOHHbIX [AOKYMEHTOB, MNOANEXALWMNX XPaHEHUIO B TedyeHue
YCTaHOBJIEHHbIX CPOKOB;

* BKJIIOYEHME PErncTPaLMOHHO-YYETHbIX CBEOEHUA WU  APYrnx MeTadaHHbix DHTQ,
3a(pnKCMpoBaHHbIX Ha Pur3ndeckn 060cobneHHbIX HoCUTenax;

e B3aMMOAENCTBME C BHEWHUMU U BHYTPEHHNMU aboHeHTamMnm no MH(OPMaLMOHHO-
TENEKOMMYHUKAUNOHHBLIM CETAM,

* rnoJsiydeHune 3NIeKTPOHHbIX JOKYMEHTOB N3 CUCTEMbI aBTOMAaTU3NPOBAHHOIO NMPOEKTUPOBaHNA
(CATP) 1 13 apyrux MHMOPMaLMNOHHbBIX CUCTEM OpraHM3aunm, B KOTopbiX co3gatoTca DHT.

146. Mpwu BKkAtoYeHUN aokymeHTa B CXIHTM nonxkHa obecneymBaTbCs:

e ukcauusa pakTta noctynneHns B CXOHTL 371eKTPOHHbIX LOKYMEHTOB;

e npoBepka DHTM Ha Hann4YMe BpeAOHOCHOro NPOrpaMMHOro KoAa;

* MPOBEPKa 3JIEKTPOHHbIX MOAMMCEN WAN LPYrUX aHanoroB COOCTBEHHOPYYHOW MOAMUCH
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SHTLO;

* MpoBepkKa BocrnpoussoaumocTn SHTM;

e 3aBepeHue NPUHATLIX Ha XxpaHeHne DHT/ 3n1eKTPOHHOW NOAMUCHI0 YNOJIHOMOYEHHOI0 1L a;

e co3paHuve PYO.
147. HanmeHoBaHMe nonen PY® Ka)Kaoro ypoBHS A0JI>KHbl COOTBETCTBOBATb OCHOBHbIM PEKBU3NTAM
Hay4YHO-TEXHNYECKOro AOKYMEHTa.
148. K nepBoMy YypOBHIO cucTeMaTm3auum oTHocuTca wndp (ycnosHoe obo3HaveHme) obbekTa,
npoekTa, pa3paboTkn, Tembl. KO BTOPOMY YPOBHIO CUCTEMATU3ALUUN OTHOCUTCSA: OJ19 NPOEKTHOMN
OOKYMEeHTauum - HOMep N HauMeHOBaHMe 4YacTW B COOTBETCTBUM C COCTAaBOM MpoeKTa, Ans
KOHCTPYKTOPCKOM OOKyMeHTauunm - obo3HavyeHne wsgenns B COOTBETCTBUMM CO CBOOHOW
cneyndmrkKaumen, ona Hay4yHo-nccnenoBaTesIbCKoOM OKYMEHTALUN - 3TANHOCTb TeMbl. K TpeTbeMy

YPOBHIO CUCTEMATM3ALNM OTHOCUTCS WGP AOKYMEHTa (Npu Hann4mn).

149. CX3HTO nosxHa obecnevymBaThb:

e CcO3JaHuve cBs3en Mexay PY®, 3/1eKTPOHHbIMK AeNaMu N SNeKTPOHHbIMU OOKYMEHTaMu;

® aBTOMaTU3NpPOBaHHOE 3aloJIHEHNE nonen PY® 3a cyeT MMMNOPTa AaHHbIX OCHOBHOW Hagnncun
Nianm TUTYJIbHOIo JINCTa HAay4YHO-TEXHNYECKOIo AOKYMEHTa,

* yyeT nocTtynneHnsa 3/1IEKTPOHHbLIX  Aen, B cooTBEeTCTBUMN C I'IpI/IHﬂTOI7I CXeMom
cncreMaTusauunn,

150. 3nekTpoHHOMY neny (OOKYMeHTy) npwu BkAwYeHun B CX3HTL npuceamBaeTcs
NOEHTNPUKALUNOHHBIN YHYETHbLIN HOMEP.

151. [Ona BHecCeHWa [OMOJIHUTENbHOW HeCTPYKTYPUPOBaHHOW UHGOpMaunMmM MNpu BKIKOYEHUN
JokyMeHTa B CX3HT[ B PY® npefycMaTpmBaeTCs NoJsie KKOMMEHTapUin» («npuMevaHme»).

152. Ona ynpasneHus p[okyMeHTamm B CXOHTOA B PY® p[0/XKHbI BKAKYATLCA clefyoume
MeTafaHHble:

e cBegeHus 06 NCrosib30BaHUM OOKYMEHTOB (AaTa, popMa NCMOoJIb30BaHUSA, NMOJIb30BaATEb);

e CBEAEHUS O TpPOBEpKe HaInums Un U3NYECKOro COCTOAHMS (BOCMPOU3BOAMMOCTM)
IOKYMEHTOB;

e CBelleHNs 0 KOHBEPTUPOBAHMN B Apyrve oopMaThbl 3anNncu (aaTta, coBeplLleHHOoe OeNCTBUe,
cBedeHunsa 06 ncxogHoMm n Hosom opmaTe, 06 NcxoaHoM U HoBoM obbeMe halina);

* CBeoeHnAa O nonb3oBaTesie, BbINOJIHNBLUMM KOHBEPTUpPOBaHME, WNIN aBToMaTM4yeckon
HaCTPOWMKe C BO3MOXXHOCTbIO NpuUKpensieHns K PY® ¢annos C pelieHnaMmn yrnoaHOMOYEHHbIX
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IOJDKHOCTHBIX JINL, O MPOBEZIEHNM KOHBEPTUPOBAHUSA C YKa3aHUEM KOHKPETHbIX (DOPMaTOB;

e cBefeHNa 06 akcnepTuse LEHHOCTU OOKYMEHTOB (OTMETKW O peLleHUsX 3KCNEepTHON u
DKCMNEepTHO-MOBEPOYHOM KOMUCCUIN) C BO3MOXHOCTbIO MpukpenaeHns k PY® dannos
NPOTOKONOB;

e CBeEHUs O nepefave 3NEKTPOHHbIX AeN, LOKYMEHTOB Ha XpPaHeHWe B roCynapCTBEHHbIN
apXuB.

153. Mpu BkAtovYeHUN B CXIHTL 3neKTPOHHbIX Oen, AOKYMEHTOB Ha duamnmdeckn o6ocobneHHbIx
HoCcuUTensax B PY® g0/ KHbI nMpeaycMaTpuBaTbCa AOMOJIHUTENbHbIE MONS:

* BLO HOCUTENA,

* MeCTO XpaHeHu4,

e chopmMaT 3anucu.

154. CX2HTA nonxxkHa obecnevymBaThb:

* XpaHeHMe 3NEeKTPOHHbIX OOKYMEHTOB M 3/EKTPOHHbIX KOMWA [OKYMEHTOB BMecTe C UX
MeTadaHHbIMM (00 YHUYTOXEHUS WM nepefaynm Ha nociepyloulee xXpaHeHne B
roCcy4apCTBEHHbIN apXuB);

* repmnoanyeckoe pe3epBHoOe KonmnpoBaHme 3JIEKTPOHHbIX AOKYMEHTOB,

e yBEelIOMJIEHVE OTBETCTBEHHOr0 [AOJIKHOCTHOrO Junua O HeobXxoAMMOCTU MpPOBEAEHMS
NMPOBEPKN B COOTBETCTBMW C YCTAHOBJIEHHbIMU CpOKaMu (MNEepUOANYHOCTbLIO) MPOBEPKMU
HaIMYUA U COCTOSAHUS SNEKTPOHHbIX e, I0KYMEHTOB;

®* aBTOMAaTUYECKYIO NMPOBEPKY HalnN4na 3N1eKTPOHHbIX OOKYMEHTOB;

® MPOCMOTP COCTaBa 3JIEKTPOHHbLIX OOKYMEHTOB B 3JIEKTPOHHOM [ene;

e co3faHue (kKonmpoBaHMe) M BKAOYeHNe B CXIHTL 3K3eMnnasapoB 3/EKTPOHHbIX Aen,
OOKYMEHTOB U3 NX pe3epBHbIX 3K3eMMISPOB B3aMeH NOBPeXAEHHbIX;

* MPMMEHEHNE NMPOrpaMmMbl NPOBEPKU TEXHNYECKOIO COCTOAHUA SNTEKTPOHHBLIX JOKYMEHTOB U
COXpaHeEHNA pe3yNbTaTOB NMNPOBEPKN B TeEYEHNE YCTAHOBJIEHHOIO BpeEMEHN,

e (hOPMMpPOBAHME aKTOB YCTAHOBJIEHHON (OPMbl MO pe3ynbTaTaM MPOBEPKU HaINYUs w
TEXHNYECKOro COCTOSIHUSA 3JIEKTPOHHbIX Oe;
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* BHeceHune naMeHeHunn B PY® no pesysibTaTaM NPOBEPKMU.

155. CX2HTA pomxHa obecnedymBaTb MPOLLECChl KOHBEPTUPOBAHUSA U/UAN MUTPALIUN D1I€KTPOHHbIX
ApXMBHbIX [OOKYMEHTOB BMeCTe C KX MeTajaHHbiMU B LUenax obecneyeHus COXpaHHOCTU U
BO3MOXXHOCTU MCMONb30BaHNSA 3NEKTPOHHbIX apXUBHbIX OOKYMEHTOB B TeyeHWe YCTaHOBJIEHHbIX
CPOKOB XpaHEeHM .

156. CXOHTA poskHa peann3oBbiBaTb NMpoBeAeHNE KOHBEPTUpPOBaHUA 6e3 yaaneHna ns CXOHTL,
(hannoB ycTapeBLnX opMaToB N BKAOYeHMeM B CXIHTL cannos LOKYMEHTOB B HOBOM hopMaTe
3anncm ¢ nx npukpenneHmem K PY®, ¢ aBTOMaTM4YeCKUM MPOTOKOJIMPOBAHMEM BbIMOJIHEHHbIX
OEeNCTBUN N OTPa>KeHneM B COCTaBe MeTafaHHbIX PYD.

157. CXSHTO posnxHa peann3oBbiBaTb OTOOP KOHKPETHbIX (OPMAaTOB 3arnMncu 3EeKTPOHHbIX
APXUBHbIX OOKYMEHTOB.

158. CXOHT[ obecnevymBaeT AOCTYN 3aperncTpuMpoOBaHHbLIM MOJIb30BaTENAM MOC/Ee MUX YCMNELIHOWN
ayTeHTudbMuKauun°l,

159. CX3HTQA pomkHa obecnevynTb co3pgaHme poHAa NoJIb30BaHNSA 3NEKTPOHHbLIX OeN, OOKYMEHTOB
N PYHKLMOHNPOBAHME Ha €ro OCHOBE 3/IEKTPOHHOI0 YNTasIbHOro 3aa.

160. lpn BbINOAHEHUN WHGOPMALMOHHbBIX 3anpocoB nosb3oBaTenen CX3HTLO obecneymBaeT
MHOIrOKPUTEPUASIbHbBIN MOUCK 1 0TOOP SNEKTPOHHBIX AEN, OOKYMEHTOB B COOTBETCTBUU CO CXEMOWN
cncTeMaTmlaumm AoKyMeHToB B CXIHTL v 3HavYeHuaMmu nonen PYO®.,

CX3HTL noskHa obecnevynBaTb NPOTOKOIMPOBaHME B XXYpHane permcrpaunm cobbitun npocmMoTpa
nofib3oBaTensaiMu PY®, 31eKTPOHHbIX Aefl, SNEKTPOHHbIX JOKYMEHTOB, @ TakKXXe UX KonuMpoBaHue.

161. CXOHTA ponxkHa obecneymBaTb NOAMNMCAHME KOMUWU 31EKTPOHHOIO apXMBHOIMO AOKYMEHTA,
3JIEKTPOHHOM MOAMNUCHIO YMOJIHOMOYEHHOr0 AOJ/IKHOCTHOINO iMua, OTBETCTBEHHOINO 3a CO34aHue
OOKYMeHTa.

162. CXSHTL posnxHa obecneymBaTb HamnpaBieHMe [OKYMeHTOB wanm kKomnnaektoB HTH, no
NHPOPMALNOHHO-KOMMYHMNKaLMOHHOW KaHaslaM CBA3U BHELIHUM NoJsib30BaTensm, aboHeHTaM.

163. CXOHTLO nonxHa obecneynBaTh y4yeT:

® NCMNOJIb30BaHUA 2NEKTPOHHbIX OeN, JOKYMEHTOB,

e Cco3daHHbIX Konun HTA;

¢ (hopMMpOBaAHME OTYETOB O pe3ysibTaTax UCMOoJIb30BaHUS.

164. B CX2OHT[L pos>kHa peann3oBbiBaTbCA rMepefadvya 3/EeKTPOHHbIX Aesl, LOKYMEHTOB B
roCynapCTBEHHbIA apXWB, UCTOYHUKOM KOMMIEKTOBAHUSA KOTOPOro SBAAETCA roCyAapCTBEHHbLIN
opraH, opraH MeCcTHOro camoyrnpaBfiieHMs, rocygapCTBeHHas, MyHuUMNasbHas opraHusaumsa no
3alMUEHHbIM KaHaslaM CBA3M B COOTBETCTBUU C OPraHM3auMoOHHO-TeXHNYEeCKMMN TpeboBaHMAMIN K
yKa3aHHOMY MHAOPMaLMOHHOMY B3auMogeincTanot?,

165. CX3HT[ nmonxHa obecnevmBaTbh POPMUPOBaAHME aKTa NpuemMa-nepenayvn 31eKTPOHHbIX aen,
IOKYMEHTOB B TOCYAapCTBEHHbIA apXMB, WCTOYHMKOM KOMIJIEKTOBAHUSA KOTOPOro ABAAeTCA
rocylapCTBEHHbIN OpraH, rocyJapcTBeHHas, MyHULUMalbHas opraHn3auuns B 3JIEKTPOHHOM BUe C
BO3MO)>XHOCTbIO BbIBOZla Ha Ne4vyaThb.
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CXOHTA poskKHa XpaHUTb WHGOPMaUUIO O nepefade >3NeKTPOHHbIX Aes, OOKYMEHTOB B
roCynapCTBEHHbIA apXMB, UCTOYHUKOM KOMMIEKTOBAHUSA KOTOPOro SBAAETCA roCyAapCTBEHHbLIN
opraH, opraH MecTHOro camMoyrnpaBieHuns, rocyfapCTBEHHAs, MyHULMNabHaa OpraHM3aums.

[1] YacTb 1 cTaTbn 6 ®epepanbHOro 3akoHa Ne 125-93.

[2] YacTb 1 cTaTbyu 13 ®epepanbHOro 3akoHa Ne 125-93,

[3]1 YacTb 1 cTaTby 17 ®epepanbHOro 3akoHa Ne 125-93.

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

[5] NyHKT 4.34 MNMpaBun opraHM3aunmn XxpaHeHNs, KOMNAEKTOBaHNSA, y4eTa 1 NCNONb30BaHMA OOKYMEHTOB apXnuBHoro oHaa Poccuiickon ®epepaumm n
OPYrnX apXuBHbIX JOKYMEHTOB B OpraHax rocyapCTBeHHOW BfacTW, OpraHax MecTHOro CaMoynpaBfIeHNs U OpraHu3aLumnsax, yTBepXXAeHHbIX MPpUKa3oM
MuHKynbTypbl Poccum oT 31 mapTta 2015 r. Ne 526 (3apeructpuposaH MuHiocTtoM Poccun 07.09.2018, pernctpaumnoHHbii Ne 38830) (panee - Mpasuna,

yTBEpPXAeHHble npukasom Ne 526).

[6] TpeboBaHWsA K MHOPMALMOHHBIM CUCTEMAM 3/IEKTPOHHOIO fOKYMeHTO060poTa (hefiepasibHbiX OPraHOB UCMOSHUTENBHON BNACTU, YYUTBIBAIOLLMX B
TOM Yucne Heo6XxoAMMOCTb 06paboTKN MOCPELACTBOM faHHbIX CUCTEM CNYXeBHOM MH(OPMaLMKN OFrPaHUYEHHOr0 PacipPOCTPaHEHUS, yTBEPXKAEHHbIE

nprkasom MunHkomMmcBs3m Poccum oT 2 ceHTabpsa 2011 r. Ne 221 (3apernctpuposaH MuHtioctom Poccmm 15.11.2011, pernctpaumoHHbii Ne 22304).

[7] TpeboBaHus no obecrneyeHunto 6€30NaCcHOCTN 3HAYUMbIX OO BEKTOB KPUTUHECKON MHPOPMaLIMOHHON NHDPACTPYKTYpbl Poccuiickon denepaumm,
yTBepXAeHHble npukasom ®CTIK Poccum oT 25 pekabpsa 2017 r. Ne 239 (3apernctpupoBaH MunHioctom Poccum 26.03.2018, perncTpaumnoHHbI

Ne 50524).

[8] TunoBble yHKLMOHaNbHbIe TPebOBaHNS K CUCTEMaM 3IEKTPOHHOI0 fLOKYMEHT0060pOoTa N CUCTEMAM XPaHEHNSA NIEKTPOHHbIX JOKYMEHTOB B
apxuBax rocyfapCTBEHHOr0 opraHa, yTBep>XAeHHble rnpnka3om Pocapxusa oT 15 utoHa 2020 r. Ne 69 (3apeructpuposaH MuHiocTom Poccun

20.10.2020, peructpaumoHHbii Ne 60484) (nanee - Tunosble TpeboBaHWA).

[9]1 NyHKT 4 MpuMepHOro nosioXkeHns o6 apxmBe opraHu3aLnn, yTBEP)KAEHHOr0 Npuka3oM Pocapxusa oT 11 anpens 2018 r. Ne 42 (3apeructpmpoBaH
MuHiocToM Poccunm 15 aBrycta 2018 r., peructpaumoHHbii Ne 51895).

10] NMyHKTHI 2.3, 2.6 MNMpaBun, yTBepXaeHHbIX Npuka3om Ne 526.

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

12] NyHKTbI 3.5 1 3.6 MpaBun, yTBep>XAeHHbIX NpruKa3om Ne 526.

13] NyHKT 3.4 MpaBun, yTBep>XAeHHbIX Npuka3om Ne 526.

14] NyHKT 2.9 MpaBun, yTBep>XAeHHbIX Npuka3om Ne 526.

15] MoanyHKT 2 NyHKTa 6 MonoxeHusa o PenepasibHOM apXMBHOM areHTCTBE.

16] CtaTbsi 52 M'papocTponTenbHOro kofekca Poccuinckon depnepauun (CobpaHue 3akoHonaTenbcTBa Poccuinckon ®epepaunm, 2005, Ne 1, cT. 16;
2020, Ne 31, cT. 5013).

171 NyHKT 2.14, 2.43 MNpaBun, yTBEPXKXAEHHbIX NpUKa3om Ne 526.

18] Npuka3 PocapxuBa oT 11 MmapTa 1997 r. Ne 11 «O6 yTBep>KAeHUN PernaMeHTa rocylapCTBEHHOr0 y4yeTa JOKYMEHTOB ApxuBHoro doHaa
Poccuiickon ®epepaunn» (3apeructpmposaH MuHiocToM Poccnn 8 utona 1997 r., peructpaunoHHbin Ne 1344).

19] MNpwn Hann4umwu.

[20] YacTb 1 cTaTby 57 MpaXkgaHCKOro npoLeccyanbHoro kogekca Poccuiickon ®epepaunn (CobpaHue 3akoHoaaTenbcTBa Poccuiickon denepaumm,
2002, Ne 46, cT. 4532; 2018, Ne 49, cT. 7523); NyHKT 19 cTaTbu 5 YronoBHo-npoueccyasbHOro kogekca Poccuinckon denepaumnm (CobpaHune
3akoHofaTenbcTBa Poccuiickon ®epepaummn, 2001, Ne 52, cT. 4921; 2019, Ne 52, cT. 7817); 4acTb 1 cTaTbyn 26.10 Koaekca Poccuiickon ®epepaunn ob
aAMUHNCTPaTUBHbIX NMpaBoHapyLweHnax (CobpaHue 3akoHogaTenbcTBa Poccuinickon ®epepaunm, 2002, Ne 1, cT. 1; 2020, Ne 9, cT. 1136); yacTb 1
cTaTby 63 Kofekca alMUHUCTPATMBHOIO cyaonpoun3soacTea Poccninickon ®epepaunn (CobpaHne 3akoHofnaTenbcTBa Poccuiickon ®epepaumm, 2015,
Ne 10, cT. 1391); nyHKT 2.1 cTaTbn 4 ®epepanbHOro 3akoHa oT 17.01.1992 Ne 2202-1 «O npokypaType Poccuiickon denepaumm» (CobpaHue

3aKoHopaTenbcTBa Poccunckon depepaumm, 1995, Ne 47, cT. 4472; 2014, Ne 30, cT. 4234).

21] YacTtn 1,2 ctaTbn 21 ®PenepanbHOro 3akoHa Ne 125-P3.
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22] YacTb 4 cTaTbu 22 PepepasibHOro 3akoHa Ne 125-03.

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

24] MNMonox>keHne o NopsgKe yveTa apxXnBHbIX AOKYMEHTOB Mpu NpueaTu3aumnmn rocyfapCTBEHHOr0 N MYHULIMNAAbLHOMO NMYLLLECTBA, YTBEPXKAEHHOE
npukasom PocapxmBa oT 6 HOs16ps 1996 r. Ne 54 n pacnops>xeHnem ockommmyLiectsa Poccum oT 22 okTa6psa 1996 r. Ne 1131-p (3apernctpmpoBaH

MuHiocToM Poccun 13 Hoabpst 1996 r., pernctpauoHHbi Ne 1193).

25] CnaBa IV TunoBbix TpeboBaHWA.

26] MyHKTbI 8.4 1 9.5 TOCT P UCO 15489-1-2019. HaumnoHanbHbIA cTaHAapT Poccuiickon ®epepaummn. Cuctema cTaHAapToB No MHMopMaLmm,
6ubanoTevHoMy 1 nsgatensckomy geny. MiHbopmauma n gokymeHTauus. YnpasneHne gokyMmeHTamu. Yactb 1. MoHATUS 1 npuHUMnbI (yTBEpXKAEH

npukasom PocctaHgapTta oT 26 mapTa 2019 r. Ne 101-cT).
[27] naBa IV MpaBun, yTBepXXaeHHbIX Npuka3som Ne 526.
Oonyb6nukoaHo: 18.03.2021, nocnenHee nameHenmne: 20.03.2021

MUcTouHuK: http://archives.gov.ru/documents/rules/pravila-ntd-2020.shtml

CcbKu:
[1] http://archives.gov.ru/documents/prik155 2020.shtml
[2] http://archives.gov.ru/taxonomy/term/56
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