Texyiast penakius (¢ u3MeHeHUIMH U gonoaHeHusMu: ot 19.07.2019 r. Ne 268,
ot 15.01.2020 r. Ne 3, ot 27.10.2020 1. Ne 377)

ITPABUTEJILCTBO
[TPUJTHECTPOBKOM MOJIJABCKOI PECITYBJINKU

ITOCTAHOBJIEHUE
6 mapta 2019 roga Ne 73

O6 yrBepxkaenuu [lonoxxeHus o mopsiAKe MpeacTaBICHUS
AJIEKTPOHHBIX IOKYMEHTOB B aPXUB U UX XPAHEHUS,
a TaKXXe O MOPSAKE MPEACTABIEHUS CBEICHUN U3 aPXUBOB
3JIEKTPOHHBIX JIOKYMEHTOB

B coorBercTtBUM co ctatheit 76-6 Kouctutymmm IlpumHecTpoBckoit
MonnmaBckoii  PecniyOmmku, cratesimu 12, 25 KoOHCTHTYHMOHHOrO  3aKoHa
[TpunaecTpoBckoit Monnascko Pecriyomuku ot 30 HOs10pst 2011 roga Ne 224-K3-V
«O TIpaBurensctBe IlpmmHectpoBckoit MomnmaBckoii PecnyOmuku» (CA3 11-48)
B JIEMCTBYIOIIEH penakinu, 3akoHoM I IpuanectpoBckoit MonaaBckoit PecriyOnuku ot
17 mas 2004 roma Ne 411-3-111 «O qoOKyMEHTaIIMOHHOM OOECIICUCHHH YIIPABICHUS»
(CA3 04-21) B meiicTByromel pemakinuu, 3akoHoM [IpugHecTpoBckoi MosgaBcKoi
Peciyomuku ot 16 suBaps 2009 roma Ne 651-3-1V «O6 apxuBHOM jerne
[MpumHecTpoBckoit MonnaBckoit  Pecriyonmuku» (CA3 09-3) B neiicTByromei
penakiuu, 3akonoM [IpunaectpoBckoit Momnasckoii Pecrryommku ot 19 anpens 2010
roma Ne 57-3-1IV «O6 wuHbopMmamuu, HHPOPMALMOHHBIX  TEXHOJOTHIX
u o 3ammre uHpopmaiuu» (CA3 10-16) B nelicTByromIeld peaakiud, 3aKOHOM
[TpuaHecTpoBckoit MommaBckoir Pecnybauku ot 3 mrons 2017 roga Ne 205-3-VI
«O0 2JIEKTPOHHOM JIOKYMEHTE U 3JIEKTpOoHHOU nudposoit momamucu» (CA3 17-28),
VYkazom [lpesunenta [IpumnectpoBckoit MonmaBckoi Pecrybmuku ot 20 deBpans
2017 rtoma Ne 133 «OO6 ytBepxknenun IlomoxeHusi, CTPYKTYphl W IITaTHOU
YUCIICHHOCTU ['0CcyqapCTBEeHHOU CITy>KOBI yIpaBJIeHHs JOKyMEHTAIMEH W apXuBaMu
[MpumHecTpoBckoit MonnaBckori  Pecniyomuku» (CA3  17-9) ¢ u3MeHEHHSIMH,
BHeceHHbIMU YkazoMm [Ipesunenta IIpuanectpoBckoit MonpaBckoit PecmyOnuku
ot 31 oktsa6ps 2018 roma Ne 413 (CA3 18-44), IIpasutenbctBo [IpuaHecTpoBCKOH
Momnnasckoii PecniyOnuku
MOCTAHOBISAECT:

1. VYrtBepauts IlonoxxeHne o TOpSAKE TPEACTABICHUS OSIEKTPOHHBIX
JTIOKYyMEHTOB B apXWB U MX XPAaHCHHUS, a TAK)KE O TMOPSAIKE MPEACTABICHUS CBEICHHIMA
U3 apXWBOB JJICKTPOHHBIX JOKYMEHTOB COTJIACHO [IpWIIOKEHHI0O K HACTOSIIEMY
ITocTanoBnEHHUIO.

2. OpramamMm TOCYJapCTBEHHOW BIACTH ¥  YIOPaBJICHUS, MECTHOTO
camoytpasieHus B cpok 1o 1 anpenst 2019 rona:
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a) TPHUBECTH HOMEHKIATYpy Jed H HWHCTPYKIHMH IO  BEJICHHIO
JICJIOTIPOM3BOJICTBA B COOTBETCTBUE C HACTOSIIUM [locTaHOBIICHHEM;

0) Ha3HAYUTHh OTBETCTBEHHBIX JIMI[, YIOJHOMOYCHHBIX ITOJITUCHIBATH
JICKTPOHHBIC JJOKYMEHTHI;

B) Ha3HAYUTh OTBETCTBCHHBIX JIMI], YIIOJHOMOYCHHBIX 3aBEPATh OyMaKHbBIC
KOIIUH DJICKTPOHHBIX JOKYMEHTOB;

r) HampaBuTh B [OCyZapCTBeHHYIO CIIyOy ympaBlieHUs IOKyMEHTAIUeH
u apxuBamu IIpuanectpoBckoid MongaBckoit PecnyOnuku  uHbOpMAILUIO
O HageleHWW pabOTHHKA —  COOTBETCTBYIOIIETO  YYaCTHHKA  CHCTEMBI
ABTOMATH3WPOBAHHOTO JIEJIOMPOU3BOJICTBA M JIOKYMEHTOO0OPOTa IMOJHOMOYHUSIMU
MOJIMMUCHIBATh AJICKTPOHHBIC JOKYMEHTHI W (WIHM) 3aBepsATh OyMaXKHbIC KOIUH
DJIEKTPOHHBIX JTOKYMEHTOB;

) O0eCmeYnTh CO3JaHUE 3aKPBITOrO KIIOYa JJCKTPOHHOW IOIIMUCH
(3aKpBITOTO KJTI0YA) U OTKPBITOTO KITFOYa 3JICKTPOHHOM MOAUCH (OTKPBITOTO KITFOUa),
a TaKke CePTUPHUKAIMIO CO3JTaHHOT'O OTKPBITOTO KJII0Ya 3JIEKTPOHHOW IOAIKCH B
aKKpEIUTOBAHHOM YJOCTOBEPSIOIIEM IIEHTPE.

3. Hacrosimiee [loctaHoBieHrE BCTyHaeT B CHITY CO JHS, CICAYIONIETO 33 THEM
ero o(hUIUATBHOTO OITYOJIUKOBAHUS.

ITPEACEHATEJIb ITPABUTEJIbCTBA A.MAPTBIHOB



[MPUJIOXXEHUE

K Ilocranosnenuro [IpaBurenscrBa
[TpunaecTpoBckoit MonagaBckou
PecnyOnuku

ot 6 mapta 2019 roga Ne 73

[TOJIOKEHUME
O MMOPAAKE NPEACTABJICHHUA 3JICKTPOHHBIX JJOKYMCHTOB B dpXUB
N UX XpaHCHHA, a TAKXKC O IIOPAAKC IIPCACTABIICHUA CBCI[GHI/Iﬁ
N3 apXHUBOB 3JICKTPOHHBIX TOKYMCHTOB

1. OO01ure noIoKeHUs

1. Hacrosimee IlonoxkeHue periaMEeHTUPYET MOPANIOK MPEeICTaBICHUS
AIEKTPOHHBIX JOKYMEHTOB B apXMB U UX XPAHECHHE, a TAKXKE MOPSATOK MPECTABICHUS
CBEJICHUI U3 apXHBa 3JIEKTPOHHBIX IOKYMEHTOB.

2. Hacrosmee [Tonoxxenue pACIPOCTPAHSET CBOE JIEVCTBUE
Ha MPaBOOTHOIICHUS C YYaCTUEM OpPraHOB IrOCY/IapCTBEHHOU BIACTU U YIIPABIICHMUS,
MECTHOTO CaMOYMpPABJICHUS, a TaKKe HOPUAUYECKUX JUI[ HE3aBUCUMO OT (OPMBI
COOCTBEHHOCTH H OPTaHH3AI[MOHHO-NIPaBOBOW (OpMBI (majiee — OpraHHU3AIH)
B 00JJaCTH KOMIUJIEKTOBAHUSI aApXUBOB JJIEKTPOHHBIMU JOKYMEHTAMH, OOECIIeUEHUS
COXPaHHOCTH, ONTMCAHMUSI, yU€Ta U UCTIOIb30BAHUS SJIEKTPOHHBIX JOKYMEHTOB.

3. lns ueneit Hactosmero [1omokeHnsT NCTIONB3YIOTCS CIEAYIOIINE OCHOBHBIC
MOHSTHUS .

a) apxXMB — YYPEXKJCHHE WIH CTPYKTYPHOE TOJpa3jeiieHue OpraHu3alluy,
OCYIIECTBIISIIOIIEE dbopmupoBaHue, KOMILJIEKTOBAHUE, XpaHEeHHUeE, yuer
Y UCIIOJIb30BaHUE aPXUBHBIX JIOKYMEHTOB,;

0) 0a3a manHbIX (mamee — BJ]) — COBOKYNHOCTBH JIaHHBIX, OPraHU30BAHHBIX
M0 OMNpEACTICHHBIM MpaBujiaM, MNPelyCMaTPUBAIONIUM OOIINE MPUHIIUIIBI OMUCAHUS,
XpaHEHUS U YNIPABJICHUS JaHHBIMH, a TAKKE HE3aBUCUMAsI OT IPUKJIAJHBIX IPOTPaAMM,;

B) Oank gaHHbIX (manmee — BHJI) — aBTOMaTH3UpOBaHHAS HH(OPMAIOHHAS
CUCTEMAa LEHTPAJIU30BAHHOTO XPAHEHUS] U KOJUIEKTUBHOTO HMCIOJIb30BAHUS JAHHBIX,
B COCTaB KOTOPOM BXOASAT OJIHA UM HECKOJIBKO 0a3 JaHHBIX, CIIPABOYHUK 0a3 JIaHHBIX,
cucTeMa ympaBieHMss 0a3amMu JIlaHHBIX, a TakXke OMOJMOTEKH 3alpocoB
Y TIPUKJIAJIHBIX IPOTPAMM;

I) BEIOMCTBCHHBIH apXWB — YUPEXKJICHHE WM CTPYKTYPHOE MOJpa3iciieHue
opraHa rocyJapCTBEHHOM BJAcTH, OpraHa MECTHOTO CaMOYMpaBJI€HUs, OpraHU3aluN
HE3aBUCHMO OT OPraHU3alMOHHO-NIPAaBOBOM (opMbl U (OpMBI COOCTBEHHOCTH,
OCYLIECTBIISIIOIIEE MPUEM, BPEMEHHOE XpaHEHHUE, YUET U MCIOJIb30BAHUE APXUBHBIX
JTIOKYMEHTOB;

) TOCYIApCTBCHHBIH apXWB — CICHHUAIU3UPOBAHHOEC T'OCYIapCTBEHHOE
YUpEKIECHHUE, OCYLIECTBISIONIEE KOMILJIEKTOBAHUE, IOCTOSHHOE XpaHEHue, Y4eT
U UCIOJIb30BaHUE JTOKYMEHTOB ApxuBHOTo (ouna [IpuaHectpoBckoii MonmaBckoit
Pecny6nuky,
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€) IUPEKTOpHS-pa3fiesl OIMHCH — KOMIUIGKC JJICKTPOHHBIX JOKYMEHTOB,
OObEITMHEHHBIX 10 OJAHOMY U3 IPU3HAKOB TPYNINHUPOBKH  JOKYMEHTOB
(xpoHosiornyeckoMy,  (GYHKIMOHAIBHOMY,  CTPYKTYPHOMY,  TE€MaTUYE€CKOMY,
aBTOPCKOMY M TOMY IMOJOOHOMY), TPEICTABIISIFOIINA COO0M AUpeKTOpHio (TarmKy)
(ailIoBOil  CHUCTEMBI  DJICKTPOHHO-BBIUMCIUTEILHOM  TEXHHKH, BKIIIOYAOIIECH
MOAAUPEKTOPUH,

) SIUHHIIA YYeTa JJICKTPOHHBIX JJOKYMEHTOB — DJICKTPOHHOE JIEJI0, B COCTaB
KOTOpOT0 BXOJSAT AIEKTPOHHBIE JIOKYMEHTHI, 3apeTUCTPUPOBAHHBIC
B UH(OPMAIIMOHHOUN CUCTEME OpraHU3alluy;

3) €MHHIIA XPAHCHUS JICKTPOHHBIX JJOKYMEHTOB — (PU3HUECKH 000COOICHHBIN
MaTepHaIbHBIN HOCUTENIb (KECTKUN JUCK, ONTUUYCCKUI JUCK U APYTHE);

1) nH(HOPMAIMOHHAS CHCTEMa — COBOKYITHOCTD COJICpIKallelicss B 0a3ax JJaHHbBIX
nHpopManuu 1 obecreynuBarOUMX ee 00paboTKy MH(POPMAIIMOHHBIX TEXHOJIOTHI U
TEXHUYECKUX CPEJACTB;

K) WHPOpPMAIIMOHHAS CHUCTEMa apXWBa OPTaHU3alUA — HWHPOPMAIMOHHAsS
cucTteMa, oO€eCleunBaloIasl XpaHEHUE AaAPXUBHBIX JJIEKTPOHHBIX JOKYMEHTOB
U yIpaBJIeHUE UMHU;

A1) wHPOPMAIMOHHAS CUCTEMa  JJICKTPOHHOIO  JOKYMEHTOOOOpoTa —
nH(pOpMaIMOHHAs cUCTeMa, KOTopasi 00ecriedyuBaeT Mpolecchl co3aaHusi, 00padboTky,
OTIIPABKH, MOJYYCHHUS, XPAHCHHS, U3MCHEHUS W (MJIM) YHHUYTOXKEHHUS SJICKTPOHHBIX
JOKYMEHTOB;

M) KOHTEHHEp JJICKTPOHHOIO JIOKYMEHTa — YIIAKOBKa, CoOJepKamas
AJIEKTPOHHBIN TOKYMEHT B (JOpMATE apXUBHOTO XPAHEHUS U €r0 METaJaHHBbIE;

H) KONHS OJJICKTPOHHOTO JIOKYMEHTa — (hopMa BHEIIHErO IPEICTaBICHUS
AJIEKTPOHHOTO JOKYMEHTAa Ha OyMa)KHOM HOCHTEJNE, 3aBEpeHHasi B YCTAHOBJICHHOM
JNEUCTBYIOIINM 3aKkoHOAaTeNlbcTBOM [IpuaHectpoBckoit Momnasckoit PecnyOnuku
MOPSIAKE W COJIeprKalllasi OTMETKY O TOM, YTO OHA SABJISIETCS KOMHEH 3JIEKTPOHHOTO
JOKYMEHTA,;

0) MaTepHaJbLHBIA HOCUTEh — MAarHUTHBIA, ONTUYCCKHA WJIM WHOW HOCHTEIb
ANEKTPOHHON HH(pOpMaluu, Ha KOTOPOM co3gaercs, (UKCUpYyeTcs, Mepenaercs,
MPUHUMAETCS, XPAHUTCS UM UHBIM 00pPa30M UCIIOJIb3YETCS SJIEKTPOHHBIM TOKYMEHT,
MPEIOCTABIISIOMINNA BO3MOKHOCTh BOCHPOU3BOJAUTH €T0;

) METaJaHHbIC — JaHHbBIC, ONUCHIBAIONINE KOHTEKCT, COJIEPKAaHUE, CTPYKTYPY
ANEKTPOHHOTO JIOKYMEHTA, a TAKXKe MPOIECCHl YIPABICHUS UM HAa MPOTSHKEHUU €ro
CyILLIECTBOBAHHS;

p) ¢dopMaT apxXMBHOTO XpaHCHHs OJJICKTPOHHOIO JOKyMeHTa — (opwmar,
npeaHa3HAYCHHBIN 1)1 gosiroBpeMeHHoro (cBoimie 10 JeT) u MOCTOSTHHOTO XpaHEHUs
ANEKTPOHHBIX TOKYMEHTOB;

C) DJKcIepTH3a IICHHOCTH JJCKTPOHHBIX JIOKYMEHTOB — 3TO H3yYCHHUE
JOKYMEHTOB Ha OCHOBAaHMM KPUTEPHUEB UX LIEHHOCTH B IIEJSAX OMPEACIICHUS CPOKOB
XpaHEHUs1 JOKYMEHTOB M OTOOpa HX Ha IOCTOSIHHOE XpaHEHHWE U BBIJICICHUS
K YHUUYTOKEHUIO;

T) SJICKTPOHHAs MOMANUCh — HH(OpPMAIUS B AJICKTPOHHOH (hopme, KoTopas
MPUCOEIMHEHA WM MHBIM 00pa3oM CBsi3aHa ¢ APYrod nH(opmaimen B 3JIeKTPOHHON
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dbopmMe u KOTOpas WHCIHOJIB3YETCS [JIsi OMNpENeiCHUs JIMIA, MOAMUCHIBAIOIIETO
nH(pOpMaIHIO;

y) DIJIEKTPOHHOE JeJ0 (IUPEKTOPHS-IIEI0) — COBOKYITHOCTH 3JIEKTPOHHBIX
JOKYMEHTOB  (QJICKTPOHHBIA JOKYMEHT), C(OPMHPOBAHHBIX B COOTBETCTBHHU
C HOMEHKJIATypO#l Jiel OpraHu3allid. DJIEKTPOHHOE JeJI0 MpeACTaBiseT CoOoit
aupekroputo (manky) (aiaoBOH CHCTEMBI 3JIEKTPOHHO-BBIYMCIUTEIIBHON TEXHUKH,
HETMOCPEACTBEHHO BKJIIOYAIONICH KOHTEHHEPHI AIEKTPOHHBIX TOKYMEHTOB,

&) PIIEKTPOHHBIN JOKYMEHT — WH(pOpPMAIHs, MPEICTABICHHAS B DJICKTPOHHON
dbopme, mpurogHasi A nepenadyd no UHEGOPMAIMOHHO-TEICKOMMYHHKAIIMOHHBIM
CeTsAM WU 00pabOTKU B MHPOPMAITMOHHBIX CUCTEMAX.

2. DNEKTPOHHBINA JOKYMEHT

4.  DNeKTpOHHBI  JOKYMEHT  HpeAcTaBisieT coOoil  uHboOpMaIuio,
MOATOTOBJICHHYIO, OTIPABICHHYIO, MOJIYYCHHYI0 WM XPaHUMYIO C [OMOIIbIO
ANEKTPOHHBIX, ONTHUYECKUX WA AHAJOTHYHBIX CPEJCTB, BKIIOYAs JJICKTPOHHBIN
OOMEH NTaHHBIMH. DJIEKTPOHHBIA JOKYMEHT COJIEPXKHUT H/UIM K HEMY MOTYT OBbITh
npuiokeHsl 1 (0/1HA) WIIM HECKOJIBKO DJICKTPOHHBIX MOJIITHACEH.

5. DJeKTpOHHBIM JOKYMEHT JIOJDKEH CcO37aBaThCs, 0O0pabaThiBaThCA,
NepeaBaTbCsl U XPAHUTHCA C TOMOINBIO MPOTPAMMHBIX U TEXHUYECKUX CPEJCTB,
COJIEpKaTh PEKBU3UTHI, IMO3BOJISIIONIME €r0 HACHTU(UIMPOBATH, a TaKXKE OBITH
MpEeACTaBICHHBIM B JOpME, MOHATHOM JIsI BOCOPUSITUSL YETIOBEKOM.

6. DnekTpoHHas (opma JOKyMEHTa JODKHA COOTBETCTBOBATH MHCHMEHHOM
CTPYKTYp€ TOKYMEHTHUPOBAHMUSI.

/. Buapl opraHu3alMOHHO-PACTIOPSAIUTEIBHBIX 3JIEKTPOHHBIX JOKYMEHTOB
COOTBETCTBYIOT BUJIaM OpraHU3alMOHHO-PACTIOPAIUTEIIbHBIX  JIOKYMEHTOB
Ha OyMa)XHOM HOCHUTEJIE.

8. DmekTpoHHBIE W OyMa)KHBIC JTOKYMEHTHI MPUMEHSIOTCS W HCTIOIB3YIOTCS
PAaBHO3HAYHO B COOTBETCTBHM C TpeOOBAHUSIMHU JEHCTBYIOIIETO 3aKOHOJIATENbCTBA
[TpuanectpoBckoit Monnasckoit PeciyOnuku.

9. [lepevenp BUIOB TOKYMEHTOB, KOTOPHIE HE MOTYT UCIIOJIB30BATHCS TOJIHKO B
ANEKTPOHHOU opme, ycranaBnupaetcs [IpaButensctBoM [IpugnecTpoBckoit
MonnaBckoii Pecriy0auky B COOTBETCTBUHU C 3aKOHOAATEIbCTBOM [IpuaHecTpoBCKOM
Momnnasckoii PecniyOnuku.

3. Opranusaiys paboThl C SMEKTPOHHBIMU JOKYMEHTaMHU

10. Opranmzamus padOTBl ¢ 3JIEKTPOHHBIMH JOKYMeHTamH (yrpaBJcHHE
JTOKYMEHTAIIMCH) — CO3JaHKME YCIIOBHM, 0OCCIICYMBAIONINX XPAaHCHHE HEOOXOIUMON
uHpopMan U CcHaOXEHUE €10 TMOoTpeOuTeNneid B  YCTAHOBJIEHHBIE CPOKH
U C HAUMEHBIIUMU 3aTpaTaMu. YTIpaBI€HUE JOKYMEHTAIlUEeH BKIIIOUAET B CE0s:

a) OpraHH3AIHMIO PAIMOHATLHOTO IOKYMEHTO000pOTa;

0) co3manre HHPOPMAITMOHHO-TIONCKOBBIX CUCTEM I10 JIOKYMCHTAM;

B) KOHTPOJIb UCITOJTHEHUS JJOKYMEHTOB;
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T) MOATOTOBKY JIOKYMEHTOB K ITepe/iaue B BEJIOMCTBEHHBIN apXHUB.

11. WudopManroHHbIE TEXHOJOTHMM U SJIEKTPOHHBIA JOKYMEHTOOOOPOT
NPUMEHSIIOTCST B OpraHU3allid MPU HAJIWYUU CHUCTEMbl JIOKYMEHTAllMOHHOTO
oOecrieueHUs] yIpaBIEHUS, YMNOPSAJOYCHHON B COOTBETCTBUU C TPEOOBAHUSIMHU
JEUCTBYIONIETO 3akoHonatenbcTBa [IpuaHecTpoBckoir MonmaBckoit PecnyOnuku,
a TaKkKe TOCyJapCTBEHHBIMU  CTaHJIapTamH, [ OCyZapCTBEHHOM CHCTEMOM
JOKYMEHTAIIMOHHOTO ~ OOecnedYeHusi  YNpaBJICHUsS,  TUIOBOM  HMHCTPYKLHEH
M0 JEJOMPOU3BOACTBY B OpraHax TOCYJapCTBEHHOW BIACTU U  yIpaBICHUS
[IpugnectpoBckoit Monnasckoit PeciyOnuku.

VYnopsanodenue JOKYMEHTAIL[MOHHOT'O o0ecrieyeHus 3aKJIF0YAETCS
B pa3paloTKe:

a) mpaBwJ1  OQOPMJICHHSI ~ DJIGKTPOHHBIX  JOKYMCHTOB  Ha  OCHOBE
rOCYJapCTBEHHBIX CTAHIAPTOB,;

0) Tabenst  yHU(DHUIMPOBAHHBIX JJICKTPOHHBIX JIOKYMEHTOB, HCIOJIb3YEMBIX
B OpraHU3allNy,

B) ajb00Ma YHU(DHUITUPOBAHHBIX (DOPM AJIEKTPOHHBIX JIOKYMECHTOB;

) MapiIpyToB JABMKEHUST (POPM DIICKTPOHHBIX IOKYMEHTOB,

1) KacCu(pUKaTopoB  pasaudHoro HasHaueHus (OOmiepecnmyOIMKaHCKUN
KiaccupukaTop  ympaBlieHueckol — gokymeHTauuu,  OOuiepecnyOIMKaHCKUMA
KJIACCU(PHUKATOP MPEANPUIATANA U OPTaHU3ALHNA U JIPYTHUE);

€) €AMHBIX MTPABUJI PETUCTPALMN U XPAHCHHUS JICKTPOHHBIX JIOKYMECHTOB;

)  HOMCHKJIATyphl Jien (THUIOBOH, TPUMEPHON HOMEHKJIATYPHI Jei
KOHKPETHOTO IOPUIMYCSCKOTO JINIIA).

4. KoMIJIEeKTOBaHHE BCOAOMCTBCHHOI'O apXHBa
QJICKTPOHHBIMH NJOKYMCHTAMHU

12. OpFaHI/IBaHI/IH KOMIUICKTOBAHHA BCAOMCTBCHHOI'O apXHBa 3JICKTPOHHBIMH
JOKYMEHTAMH COCTOMT U3 CICAYIOMNX 3TAIlOB.
a) opranm3anysda HM IIPOBCACHUC JOKCIICPTHU3bl MNCHHOCTH OJJCKTPOHHBIX

JTIOKYMEHTOB;

0) odopmieHre pe3yNIbTaTOB  OKCIEPTHU3BI  IIEHHOCTH  3JCKTPOHHBIX
JIOKYMEHTOB;

B) YHHYTOXXCHHE 3JICKTPOHHBIX JTOKYMEHTOB, HE MOJICIKAIINX JaIbHEUIIIEMY
XpaHCHHUIO;

r) opraHu3anus TOJITOTOBKM JJIGKTPOHHBIX JOKYMEHTOB K Tepeaaue
B BEJIOMCTBEHHBIN apXHB;

1) Tepeaada dJIEKTPOHHBIX JOKYMEHTOB B BEIOMCTBCHHBIN apXHB.

13. DkcnepTu3a 1MEeHHOCTH YJIEKTPOHHBIX JOKYMEHTOB MPOBOJAUTCS HA OCHOBE!

a) ICHCTBYIONIETO  3aKOHOAATelnbcTBa  [IpmaHecTpoBCcKOW — MomaBckoi
PecnyOnuku B 00JIacTM apXWMBHOrO Jejla U JOKYMEHTAllMOHHOTO OOecIeYeHus
yIpaBJeHUS;

0) mepeyHs THUIOBBIX JIOKYMEHTOB, OOpa3ymoIIMXCS B yIPaBICHYCCKON
NESATETbHOCTA OpPraHOB TOCYAapCTBEHHOW BJIACTH M YHOPABJICHUS, NPEANPUITHH,
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yupexJenut, opranusauuii  IIpuanectpoBckoit  MonmaBckoit — Pecny6nukwu,
C YKa3aHHEM CpPOKOB XpaHeHHus, yTBepxaeHHoro IIpukazom ['ocygapcTBeHHOMI
CIIy>kOBbl ynpaBieHHUs JOKyMeHTaunue u apxuBamu [IpuaHectpoBckoit MongaBckoi
Pecriyomuku ot 31 mas 2002 roma Ne 6 «OO06 ytBepxkaeHuu Ilepedns TUTIOBBIX
JOKYMEHTOB, OO0pa3yIolIUXCid B YHPABICHYECKOW JIEATEIIBHOCTH OPraHOB BIIACTH
W YIOpaBJIECHUS MNPEANPUITUNA, YUpexkKIEeHUHM, opranusauuii I[lpuaHecTpoBCcKon
Monnasckoi Pecriyomuku, ¢ ykazanuem cpokoB xpanenus» (CA3 02-35);

B) IEPCUHSI THUIIOBBIX APXHMBHBIX JIOKYMEHTOB, OOpa3ymoIMUXCS B Hay4YHO-
TEXHUYECKOW U MPOU3BOJCTBEHHOM IESITEIPHOCTH OPraHU3aIUi, C YKa3aHHUEM CPOKOB
xpaHeHus, yrBepxkaeHHOro IIpuxazom ['ocygapcTBeHHOM ChyXObl yIpaBlICHUS
nokymeHTtanueil u apxuBamu IIpugnectpoBckoit MonmaBckoit PecnyOnuku ot 7
deBpanst 2012 toma Ne 36 «OO yTBEepXKIACHUM TEPEUHS THUIOBBIX APXUBHBIX
JOKYMEHTOB, OOpa3yoIINXCsi B HAYYHO-TEXHUYECKOW H  IPOU3BOJCTBEHHOU
JCSITEILHOCTH OPTaHMU3AIMIA ¢ yKa3aHueM cpokoB XxpaHeHus» (CA3 12-9);

) OTPACJIeBBIX TMEpeUYHEl JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHCHUS
OpraHaMyd TOCYJApCTBEHHOW BIACTM W  YIPABIECHUSA, OCYLIECTBIISIIOIINMU
CIIelIMaIbHbIC BUbI AEJIONPOU3BOJICTBA;

1) HOMEHKJIATyphl JIeJI OpPraHHU3AIMH, COTIACOBAHHOW C WCIIOJHUTEIHLHBIM
OpPraHoM TOCYJApCTBEHHOM BJIACTH, B BEACHUHM KOTOPOTO HAXOASATCS BOIPOCHI
apXMBHOTO Jlefla W ynpasieHus nokymeHtauueun [IpuaHectpoBckor MonmaBckon
Pecny6nukwy,

¢) HOpPMAaTUBHO-METOJIMYCCKUX  JOKYMEHTOB  HCIIOJIHHTEIBLHOTO  OpraHa
roCyIapCTBEHHOM BJIACTH, B BEICHUU KOTOPOTO HAXOIATCS BOIIPOCHI apXUBHOIO J€lia
U ynpasieHus qokyMmentanuei [Ipuanectposckoit Monnasckoi PecriyOnuku.

14. Cpoku xpaHeHUs SJIEKTPOHHBIX JOKYMEHTOB UJICHTUYHBI CPOKAM XPaHEHHUS
JIOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

15. Cpoku xpaHeHUs SIEKTPOHHBIX TOKYMEHTOB, HE YCTAHOBJICHHBIE MTEPEUYHEM
TUTIOBBIX JIOKYMEHTOB, OOpPa3yIOIIUXCA B YNPABJICHUYECKON NESITEIHLHOCTH OPraHOB
rOCyIapCTBEHHOM BJIACTU U YINPABJIECHUS, MPEANPUITUN, YUPEKICHUM, OpraHUu3alui
[TpuanectpoBckoit MongaBckoil PecnyOnuku, ¢ yKa3aHUEM CpPOKOB XpaHEHUS
PETYIMPYIOTCS OTPACIIEBBIMU MTEPEUYHIMHA JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUS
OpraHoB rOCYAApPCTBEHHOW BJIACTH W YNPABJICHUS, OCYIIECTBISAIOMINX CIEHHATbHbIC
BUJIBl JIEJIONPOU3BOJACTBA, MO COTJACOBAHUID C MCIOJHUTEIBHBIM OPraHOM
roCyIapCTBEHHOM BJIACTH, B BEICHUU KOTOPOTO HAXOIATCS BOIPOCHI apXUBHOIO J€iia
U ynpasieHus nokyMenranuei [Ipuanectposckoit Monnasckoi PecriyOnuku.

16. Opranumzamuss W 0OpoBeACHUE padOTHI MO JKCIEPTU3E I[EHHOCTH
AJEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIFOTCS LIEHTPAJIbHOW SKCIEPTHOW KOMHUCCHUEN
(oxcmieptHO komuccuer) (manee — [IOK (OK)) opranumzamuu. B coctas [[OK (3K)
OpraHu3aluy BKIFOYAIOTCS:

a) CICITHATUCTBI CITYKObI IOKYMEHTAIIHOHHOTO 00ECIICUYCHUS YIIPABIICHUS;

0) CIIeIMaINCThI, OTBETCTBEHHBIC 32 APXHB;

B) CIICITUAIACTHI B 00J1aCTH HH()OPMAIIMOHHBIX TEXHOJIOTHH;

T) CIICIUAIACTBI, PabOTAIOIINEe B CHCTEME DJIGKTPOHHOTO JOKYMEHTO0OOpOTa
OpraHu3aIUu.
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17. Tlopsmok TpPOBEACHHS SKCIEPTU3bI [IEHHOCTH 3JCKTPOHHBIX JOKYMEHTOB
UJCHTUYCH TPOBEACHHUIO DKCIEPTH3Bl IIEHHOCTH Il JIOKYMEHTOB Ha OyMa)KHBIX
HOCHTEJISIX.

DkcrepTr3a  3JEKTPOHHBIX  JIOKyMeHTOoB  mpoBoautcs  [[OK  (BK)
B COOTBETCTBHUU C MPABUIAMH U TPEOOBAHUAMH, YCTAHOBJICHHBIMH JJIs1 IOKYMEHTOB Ha
OymMakHOM HocwuTene. I[Ipu MpOBENCHWH SKCIEPTH3BI MPUMEHSICTCS B KOMILICKCE
cucTeMa OOIUX U CICIHATBHBIX KPUTEPUEB, @ HMEHHO:

a) 3HAYUMOCTbh, TIOJTHOTA (3aBEPIICHHOCTD) TIOKYMCHTA;

0) ayTeHTUYHOCTH JIOKYMCHTA;

B) OTCYTCTBHE NyOIupyromeit nHGopMamuu B TOKyMEHTaX.

18. Crheunupuyeckue KPUTEPUH MPOBEICHUS  SKCHEPTU3bI  [IEHHOCTH
AJICKTPOHHBIX JOKYMEHTOB BKITIOYAIOT B CCOS:

a) TOJIMHHOCTD ICKTPOHHOTO JJOKYMEHTA, HATMYHUE SJICKTPOHHOMN TOITUCH U
MIOJIO’KUTEIIBHOTO pe3ysIbTaTa ee MPOBEPKH;

0) BO3MOXXHOCTH BOCIPOM3BEACHHUS M 00paObOTKH MH(POPMAIMH SICKTPOHHBIX
JOKYMEHTOB 0€3 MCIOJIb30BaHUsI OPUTHHAIBLHOTO MPOTPAMMHOTO 00CCIICUCHUS;

B) BO3MOXKHOCTH oOecriedeHus qojiroBpeMeHHoro (cBoiire 10 jer) xpaHeHus;

r) BO3MOXKHOCTbH ITPOBEJCHUS TEXHOJOTHICCKUX MUTPAITUH.

19. DkcnepTusza [EHHOCTH JJICKTPOHHBIX JIOKYMEHTOB OCYIICCTBIIICTCS
©KEroTHO PaOOTHUKAMH CIYXKOBI JOKYMEHTAI[MOHHOTO OOSCICUYCHHUs YIpPaBIICHUS
comectHo ¢ IIDK (OK) opranmzamuu 1oJa METOIUYSCKHM PYKOBOJICTBOM
BEJIOMCTBEHHOTO apXHBa.

20. Tlpm mnpoBeNEeHWH OSKCIEPTH3bI IICHHOCTH JJICKTPOHHBIX JIOKYMCHTOB
B CTPYKTYPHBIX TIOJIPA3ACICHUSIX OCYIICCTRISIFOTCS CISAYIONTNES MEPOTIPUSTHS:

a) 0oTOOP JeJ IOCTOSIHHOTO | JosiroBpeMeHHoro (cBbime 10 jiet) XxpaHeHus s
nepeiavuy B BEJOMCTBCHHBIN apXHB OpPraHU3allny;

0) oTtOéop JAenm ¢ JIONTOBPEMEHHBIMH CpPOKaMH XPAaHCHHS, TOJICIKAIINX
XpaHCHHIO B CTPYKTYPHBIX IMOAPA3ICIICHHSIX;

B) 0OTOOp eI JUIS BBIICICHUS K YHUUYTOXKCHHIO B CBSI3U C HCTCUYCHHEM CPOKOB
XpaHCHHUS.

[Tpr >TOM OJHOBPEMEHHO IMPOBEPSETCS KAYeCTBO M ITOJIHOTA HOMEHKJIATYPHI
Je]T OpTaHMU3alliH, TPABIIBHOCTH ONPEICIICHHUS CPOKOB XpaHEHUS JICII.

21. Ot1OOp H3JIEKTPOHHBIX JOKYMEHTOB ITOCTOSSHHOTO W JOJTOBPEMEHHOTO
(cBobime 10 ytet) XpaHEHHS TPOBOAMTCS MTyTEM MTPOCMOTPA JIEKTPOHHBIX JIOKYMEHTOB.
He nomyckaercss oTOOp MOKYMEHTOB Il XpaHEHUS M YHUYTOXCHHS TOJHKO Ha
OCHOBAHHUH 3aroJIOBKOB JJICKTPOHHBIX JIEJ, 3JCKTPOHHBIX JOKYMECHTOB W Ha3BaHUH
JTUPEKTOPUI-PA3ICIIOB OIUCEH.

22. Cpokm XpaHEHHs OJJICKTPOHHBIX JEJ, COJCPXKAlIMX OCTABIIUECS
DJICKTPOHHBIC JIOKYMEHTBI BPEMCHHOI'O XPaHCHUsS, OMPEICIAIOTCS 10 TEPEYHIO
JOKYMEHTOB C YyKa3aHHEM CpPOKOB HX XpaHCHHUS WM 110 HOMEHKJIAType el
OpPTraHW3allH, COTJIACOBAHHBIX C WCIIOJHUTCIBHBIM OpPraHOM TOCYJIapCTBCHHOMN
BJIACTH, B BEJCHUHM KOTOPOTO HAXOMAATCS BOIPOCHI apXWBHOTO JeNia W YIPaBJICHUS
nokymeHnTtanueit [IpuanectpoBckoit Monaasckoit PecryOnuku.
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23. BemoMCTBEHHBI apXWB MPOBOJIUT IKCIEPTU3Y IEHHOCTH JIICKTPOHHBIX
JOKYMEHTOB TIpH OTOOpEe WX Ha TIOCTOSHHOC XPAaHEHHE IOl METOIUYCCKUM
PYKOBOJICTBOM COOTBETCTBYIOIIETO TOCYIAPCTBEHHOTO apXHBa.

24. Tlo pesynpTaTaM »JKCIEPTHU3BI IEHHOCTH JJICKTPOHHBIX JOKYMEHTOB
B OpPraHM3allMH COCTABIIAIOTCS CIICIYIONIME JOKYMEHTHI (Ha OyMa)KHOM HOCHTEIIEe
U B BUjie (DaiiJIOB HA JIICKTPOHHOM HOCHTEIIE):

a) ONHUCh JJCKTPOHHBIX JIEJd, OJJICKTPOHHBIX JOKYMEHTOB IOCTOSIHHOTO
xpanenus cornacHo [Ipunoxenuto Ne 1 k Hactosiemy Ilonoxenuro;

0) OIHUCH DJIEKTPOHHBIX JIEJ, 3JEKTPOHHBIX JOKYMEHTOB JOJTOBPEMEHHOTO
(cBoimie 10 net) xpanenus corntacHo [Ipunoxenuro Ne 3 k Hactosiemy IooxeHuro;

B) OIIUCH JJICKTPOHHBIX JIEN, JICKTPOHHBIX JTOKYMEHTOB 10 JJUYHOMY COCTaBY
cornacHo [Ipunoxennto Ne 4 x Hacrosmemy [lonoxenuto;

I) aKT O BBUICJICHHUM K YHHYTOXCHHIO JJICKTPOHHBIX JCJN, 3JICKTPOHHBIX
JOKYMEHTOB, HE TOJJISKAMUX XpaHeHuto, corjacHo I[Ipunoxenuto Ne 6 «
HactosiuieMy [lonoxeHuto.

25. OOs3aTeNbHBIM JIEMEHTOM O(QOPMJICHUS 3aKOHUEHHOW OIMWCH SIBIISETCS
TUTYJBHBIN JHCT corniacHo [Ipumokeruto Ne 2 k Hactosmemy [lomoxkenunto.

[Topsimox odopmieHHsT TUTYJIBHOTO JIMCTAa OMHCH AJIEKTPOHHBIX eI,
AJIEKTPOHHBIX JOKYMEHTOB HUACHTHUYCH MOPSAKY O(QOPMIICHHUS THUTYIHHOTO JIMCTA
OTIHCH TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

26. B akT 0 BBIIEICHUM K YHHUYTOXXCHHIO DJIEKTPOHHBIX €M, AJICKTPOHHBIX
JOKYMEHTOB, HE TOMJIEKAIINX XPAaHCHHWIO, BKJIIOYAIOTCS OJEKTPOHHBIC JIeTa,
AJIEKTPOHHBIE TOKYMEHTHI, €CITH MPETyCMOTPEHHBIN I HUX CPOK XpaHEHUS UCTEK IO
COCTOSIHHIO Ha 1 ssHBaps roja, B KOTOPOM COCTABIISCTCS akT (HampuMep, 3aKOHYCHHBIS
B 2005 romy mena ¢ TPEXJETHUM CPOKOM XPAaHEHUS MOTYT OBITh BKIIOYCHHBI B aKT,
KOTOpPBIN Oy1eT cocTarieH He panee 1 saBaps 2009 roxa).

27. AKT O BBIICJICHUM K YHWYTOKEHUIO DJIEKTPOHHBIX JI€J1, SJIECKTPOHHBIX
JOKYMEHTOB, HE TMOMJICKAIINX XPAaHEHUIO, COCTABISETCS Ha DJIEKTPOHHBIC Jena,
AJIEKTPOHHBIE JTOKYMEHTHI BCEH opranm3anuu. Ecim B akTe yka3aHBI JIEKTPOHHBIC
7iela  HECKOJIBKUX TOAPa3feiCHuid, TO Ha3BaHWE KaXIOTO IMOApa3aeieHUs
YKa3bIBae€TCsl Tepel TPYINION 3arojlOBKOB O3JIEKTPOHHBIX JIEN, DJICKTPOHHBIX
JOKYMEHTOB 3TOTO TMOJpPAa3ACIICHHs. 3arojIOBKA OJHOPOJHBIX DIIEKTPOHHBIX e,
OTOOpPAHHBIX K YHUYTOKEHHUIO, BHOCSTCS B aKT O] OOIIMM 3aroJIOBKOM C YKa3aHUEM
KOJIMYECTBA JIEKTPOHHBIX JIEJT, AIEKTPOHHBIX JTOKYMEHTOB.

28. Ommcu W akThl, yKa3aHHbIe B NyHKTe 24 Hacrosmero IlomoxxeHus,
paccmarpuBarorcss Ha 3acemanuu  [[OK (OK) opranuzamuu  oJHOBPEMEHHO
u nojytexat cornacoBanuio [[OK (3K) opranuzamum.

29. Onncn (Ha OymakHOM HOcHTene 4 (deThipe) FK3eMIusIpa U Buae (HaiioB Ha
DJICKTPOHHOM HOCHTENIe) W aKThl (Ha OymMakHOM Hocutene 2 (aBa) 3K3eMILIApa
U B BuJe (alIOB Ha AJICKTPOHHOM HOCHTEJIC) MPEACTABISAIOTCS HAa PACCMOTPCHHE
IECHTPATBHOH  3KCIEPTHO-TIPOBEPOYHOM  KOMHUCCUH  (IKCIIEPTHO-TIPOBEPOTHOM
komuccun) (manee — [IDIIK (DI1K)) cOOTBETCTBYIOMIEIO apXMBHOTO YUPEIKICHUS.

LBIK (BIIK) coOTBETCTBYIOMIETO apXUBHOTO YUYPESIKICHHUS IPOBEPSET
MPABUIHBHOCTH 0TOOPA AIIEKTPOHHBIX JIET, SIEKTPOHHBIX JOKYMEHTOB Ha MOCTOSTHHOE
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XpaHeHUE MW TpU HEOOXOJUMOCTH BIIpaBe MOTPEOOBATh BKIIOUUTH B OIHUCH
ANEKTPOHHBIX [Ie7, AJEKTPOHHBIX JOKYMEHTOB TMOCTOSHHOTO XpaHEHHUsS Jena,
oroOpaHHBIe HA A0JroBpeMeHHOe (cBbime 10 yieT) XpaHeHWE WM HE MOJIeXkKAIInX
JaJbHENIIEMY XPaHEHHUIO.

30. Yreepxaenuto LIDIIK (DIIK) COOTBETCTBYIOMIEIO apXUBHOTO YUPESHKICHUS
MOJJICKAT CIEYIONINE TOKYMEHTHI:

a) ONHCh OJJICKTPOHHBIX JEJ, OJCKTPOHHBIX JOKYMEHTOB ITOCTOSTHHOTO
XpaHEeHUS;

0) OmHMCHh 3JICKTPOHHBIX JEJ, DJICKTPOHHBIX JOKYMEHTOB JOJITOBPEMEHHOIO
(cBoime 10 net) xpaHeHus,

B)  OIUCH DJICKTPOHHBIX JICJI, JJIEKTPOHHBIX JOKYMEHTOB I10 JINYHOMY COCTaBY;

I) aKT O BBIACICHUM K YHHYTOXXEHHUIO DJICKTPOHHBIX JCJ, JJICKTPOHHBIX
JIOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO.

LIDIIK (DTIK) cooTBETCTBYIOIIETO apXHUBHOTO YUPEHKICHUS BIIPaBEe BEPHYTH Ha
n0pabOTKy TIPEJACTAaBICHHBIC OIMHUCHU W aKThl MPH HECOOMIOJICHUU TpeOOBaHUM
JEUCTBYIOIIET0 3akoHojaTenbcTBa [IpuaHectpoBckoit MonnaBckoit PecnyOnuku
B 00JIaCTH apXUBHOTO Jieja U YIPaBJICHUS JOKYMEHTAIUEH.

31. Iocne yrBepxkaenus omuceid LIIIK (DI1K) cooTBeTCTBYIONIET0 apXHUBHOTO
yapexxaenuss 1 (0ouH)  OK3eMIUIAp ONMUCH  HAa  OyMaXHOM  HOCHTEJE
B KaueCTBe KOHTPOJIBHOI0 3k3eMinisipa octaercs y LIDIIK (BI1K) cooTBeTcTBYIOMIETO
apXWBHOTO yupexaeHus, 1 (OAWH) 3K3eMIUIIp Omuceld Ha OyMaKHOM HOCHUTEIE
B KAyecTBE KOHTPOJBHOIO JK3EMIUIsipa TMEepefaeTcs B  COOTBETCTBYIOIIUMA
rOCYJIapCTBCHHBIN apXuB W 2 (1Ba) SK3eMIUIApa OMHCEH Ha OyMa)KHOM HOCHTEIIE
BO3BPAIIAIOTCS] OpraHU3alUU.

32. Tlocme yTBEep)KIECHHUS OMHUCEH W aKTa O BBIICICHUM K YHUYTOXEHUIO
ANEKTPOHHBIX J€J, BJIEKTPOHHBIX JOKYMEHTOB, HE TOJIEKAIIUX XPaHEHUIO,
LIDIIK (DT1K) cooTBETCTBYIOMIETO apXUBHOTO yUpexkIeHUs 1 (0IMH) 3K3eMIUISIp aKTa
Ha OyMa>KHOM HOCHUTEJIE TIEPeAaeTCsl B COOTBETCTBYIONINI rOCYy1apCTBEHHBIN apXuB, 1
(OMH) PK3EMILISIP BO3BpANIACTCS OpraHU3aINH.

33. LDIIK (BIIK) COOTBETCTBYIOMIETO APXUBHOTO YYPEKICHUS IOCIE
YTBEPXKJCHUS B YCTAHOBICHHOM IMOPSAKE aKTa O BBIJCICHUU K YHHUYTOKEHUIO
ANEKTPOHHBIX JIeJl, SJIEKTPOHHBIX JOKYMEHTOB, HE MOMJIEKAIIUX XPAHEHUIO, BbIAAET
OpJiep Ha MpaBO YHUYTOXKEHUS OHJIEKTPOHHBIX [, 3JIEKTPOHHBIX JOKYMEHTOB,
HE MOJISKAIINX XPAHEHUIO.

34. Onmcu ¥ aKkThl, yKa3zaHHbIe B myHKTe 24 Hacrtosmiero [lomoxenus, mocie
yrBepxacaus L[DIIK (DI1K) cooTBeTCTBYIOIIEr0 apXUBHOTO YUPEKJICHUS U BBIIAYH
opliepa Ha NPaBO YHUYTOXKEHHS BJIEKTPOHHBIX JEJ, JJIEKTPOHHBIX JOKYMEHTOB,
HE MOISKAIINX XPAHEHUIO, YTBEPKIAIOTCS PyKOBOJUTEIEM OpTraHU3allUH.
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5. HOpSII[OK MOATOTOBKHU 3JICKTPOHHBLIX TOKYMCHTOB
K repcaaduc B BGHOMCTBGHHBIﬁ apXuB

35. Ilpm mOATrOTOBKE SJIEKTPOHHBIX JEJN, OJJIEKTPOHHBIX JOKYMEHTOB
K Mepeaaye Ha XpAHEHHWE B BEIOMCTBEHHBINM apXWB OpPraHU3alld YYUTHIBAIOTCS
cieaymomue GakTopsbl:

a) OTpaHMYCHUS HA TPUEM JJICKTPOHHBIX JIOKYMEHTOB;

0) 3aBepIIICHHOCTh MPOIIecca CO3AAHMS AICKTPOHHBIX JIOKYMEHTOB;

B) 3aTpaThl Ha MEPEBOJ] AJICKTPOHHBIX JOKYMEHTOB B ()OpMaT, YCTAHOBICHHBIN
JUISl IpUeMa TJOKYMEHTOB Ha TOCY/IApCTBEHHOE XPAHEHHUE;

I) HaJIMYUe 3aKOHOJATEIbHBIX WM MHBIX MPABOBBIX aKTOB, MPEMSATCTBYIONTHX
WJIA OTPAaHUYMBAIOIIMX BO3MOXKHOCTh NIEPENAYHN FJIEKTPOHHBIX IOKYMEHTOB;

1) HATMIUEe HEOOXOIUMOM COMPOBOAUTEIBHOMN JOKYMEHTAIIHH;

€) COOTBETCTBUE THIIA DJICKTPOHHOTO OOOpPYIOBaHUS PA3IMYHBIM PEKUMAM
XPAaHEHHUS AIEKTPOHHBIX IOKYMEHTOB,;

) 3aTpaThl Ha 00CCIICUCHUE XPAHCHUS U JAPYyTHE.

36.  DneKkTpoHHBIC  JeNa,  OJCKTPOHHBIE  JOKYMEHTBI  MEpPEIaroTCs
B BEJOMCTBEHHBI apXWB OPraHU3AalUH B YINOPAJIOYCHHOM COCTOSSHHM IO OIUCIM
AJEKTPOHHBIX JI€JI, OJJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX MOApPa3/ICICHUN
cornacHo Ilpunoxenuto Ne 5 k nacrosimiemy [lonmokeHUI0O C CONMPOBOAMTENBHOM
CITy»K€OHOM 3aMUCKON CTPYKTYPHOTO MOAPA3ICTCHUS.

Onucu  3JIEKTPOHHBIX  JI€JI, 3JEKTPOHHBIX JIOKYMEHTOB  CTPYKTYPHBIX
MOJPA3ICIICHUNA CIY’KAT YYETHBIMM JOKYMEHTAMU M OCHOBOM ISl COCTABJICHUS
B BEJIOMCTBCHHOM apXMBE OPraHU3alMd COOTBETCTBYIOLIETO TOJOBOIO pas3jeiia
CBOJIHOM ONHUCH DJIEKTPOHHBIX J€J, OJIEKTPOHHBIX JOKYMEHTOB HOCTOSIHHOTO
u joroBpeMeHHoro (cBoime 10 J1eT) CpOKOB XpaHEHUs, a TAKXKE 110 JUIHOMY COCTaBY
Y MIPEJICTABJICHHS €r0 JJIsl YTBEPKICHHS B YCTAHOBJICHHOM MOPSIIKE.

Onucu CTPYKTYPHBIX NOAPA3JCICHUN IOJJIEKAT XPAHCHUIO 10 Iepelladu
AJIEKTPOHHBIX JIOKYMEHTOB Ha MMOCTOSIHHOE XPaHEHUE B TOCYJAPCTBEHHbBIA APXHUB.

Onucu  3JIEKTPOHHBIX — JI€JI, 3JEKTPOHHBIX JIOKYMEHTOB  CTPYKTYPHBIX
MoJIpa3C/iCHUil COCTaBISIOTCA HAa OyMakHOM Hocurtelie B 3 (Tpex) sK3eMIuisipax
U B BUJE (paillioB Ha AIEKTPOHHOM HOCUTEIE U MPEICTABISIOTCS B BEJOMCTBEHHBIM
apX¥WiB OpraHHW3aIlMM HE TO3JIHee 4eM depe3 2 (aBa) roja Iociie 3aBepIICHHS el
B JICJIONIPOU3BOJCTBE.

37. DneKTpOHHBIE JOKYMEHTHI MOTYT OBITH ITepEeIaHbl B BEIOMCTBEHHBIN apXUB
OpraHu3aluu B cleayomux GopmaTax:

a) B Qopmare, B KOTOPOM 3JICKTPOHHBIE JOKYMEHTHI ObUTH C(HOPMHUPOBAHHI,
OTIPaBJICHBI WJIH MOJIYYECHBI;

0) B ¢opMaTax apXWBHOI'O XPaHCHHUs DJICKTPOHHBIX JOKyMeHTOB: Portable
Document Format (pdf), eXtensible Markup Language (XML).

38. @®opmar XxpaHEHHS  JJCKTPOHHBIX  JIOKYMEHTOB  OIPEACISeTCS
BEJIOMCTBEHHBIM  APXWBOM  OPraHU3alldd  CaMOCTOATEIBHO M 3aKpEIUISIeTCS
B JIOKAJIbHOM HOPMAaTHBHOM IIPABOBOM AaKTE, YTBEPKAAEMOM PYKOBOJIHUTEIEM
OpraHu3aluy, COrJACOBAHHBIM C MCIIOJHUTEIBHBIM OPraHOM TOCYAapCTBEHHOM
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BJIACTH, B BEJEHUM KOTOPOTO HAXOASATCS BOMPOCHI apXMBHOIO JieJla U YIPaBICHUS
nokymeHnTtanueit [Ipuanectposckoit Mongasckoit PecryOnuku.

CamocTosTenbHO BbIOpaHHBIE (DOpPMATHI JIEKTPOHHBIX JIOKYMEHTOB JIOJKHBI
o0ecrnieunBaTh MOJJIUHHOCTb, JOCTYIMHOCTH, 1IEJIOCTHOCTh MH(OPMAIIUU JJOKYMEHTOB B
ANIEKTPOHHOM BHUJIE U MIOJIHOTY CBEJICHUM O CI1oco0ax MX CO3JaHusl, TPAHCTIOPTUPOBKHU
(TToTy9YeHusl, OTIIPABKH), XpaHSHHSI C MOMEHTA UX CO3/1aHus (MTOJTydeHus) J0 Iepeaadn
B TOCYJapCTBEHHBI apXUB WM YHUUYTOXEHHs, B TOM YKCII€ TPHU OCYIIECTBICHUU
KOHBEpTAIlUM  JOKYMEHTOB B  HOBble (opMaTbl, MUTpAlMM B  HOBBIC
aBTOMAaTU3UPOBAHHBIE CUCTEMBI, SKCIIOPTE U3 AIEKTPOHHON OUYTOBOM CUCTEMBI.

TpeOoBaHus HACTOAILIETO NYHKTa B YacTH MPOXOXKJCHHUS OpraHu3anuen
MpOIEAYpPhl  COTJIACOBAaHMUSI  JIOKAJIBHOTO  HOPMAaTUBHOTO  IMPAaBOBOTO  aKTa
C HCHOJHUTEIbHBIM OpPraHOM TOCYAapCTBEHHOW BIACTHU, B BEJAECHUU KOTOPOTO
HaxoJATCsl  BONPOCHI ~ ApXMBHOTO  Jlela W YIPaBICHHUS  JIOKyMEHTalueu
[TpugnectpoBckoit MongaBckoil PecnyOnuku, He pacpoCTpaHsIOTCS Ha JOKaJIbHBIC
HOpPMAaTHUBHbIE MPABOBBIE aKThI IIEHTpaIbHOro OaHka [IpunnectpoBckoit MonmaBckoit
PecniyOnuku v KpeAUTHBIX OpTaHU3AIIN.

39. BHe 3aBHCHMOCTH OT MPOTPAMMHOTO OOECTICUEHUs, HCIIOIB3YEMOTO IS
OCYIIECTBJICHUSI AJEKTPOHHOIO JIOKYMEHTOOOOPOTa B OPraHHU3allliM, AJIEKTPOHHBIC
JOKYMEHTBI, TMOJyIeKAlllie€ apXUBHOMY XPaHEHHUIO, PEKOMEHIYETCS pa3MellaTh
Ha DBJEKTPOHHBIX HOCHUTENSIX HHGOpPMAIUM B AJIEKTPOHHBIX JejaX 000COOJIEHHO
B BUJIe (haiisioB.

40. B mporecce MOATOTOBKM SJICKTPOHHBIX JTOKYMEHTOB K Tiepemade
B BEJIOMCTBEHHBIN apXUB OpraHU3allK OPOBOJATCS CIEAYIOIINE MEPOTIPUSITUSA :

a) CO3JlaHUE DJCKTPOHHBIX Jel  (IUPEKTOpPUH-NEa), COOTBETCTBYIOIIMX
HOMEHKJIAType JieJ OpraHu3aluu,;

0) KOHBEPTHUPOBAaHUE OSJICKTPOHHBIX JOKYMEHTOB B (OpMaT apXUBHOTO
XpaHeHHs (JTu00 B hopMaTe XpaHCHHS YCTAHOBJICHHOTO B OpraHU3aIiH);

B) BKJIIOYCHHE 3JICKTPOHHBIX JOKYMEHTOB B (DopmMare apXWBHOTO XpaHEHUS
(u6o B (opmare XpaHEHHWs, YCTAaHOBJIECHHOTO B OpraHU3allii) B KOHTECHHEPHI
ANEKTPOHHBIX TOKYMEHTOB,

r) pa3MeIleHUE B DJICKTPOHHBIX Jelax (IUPEKTOPHUSX-Ieax) KOHTECHHEPOB
DJICKTPOHHBIX JOKYMEHTOB ((haiisioB);

a) co3JaHue onucen AIEKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX
MOApa3ICICHUN.

41. Nmst xoHTEHEpa 3JIEKTPOHHOrO JIOKYMEHTa BHYTPH SJEKTPOHHOIO Jena,
COOTBETCTBYIOIIIETO HOMEHKJIATYpE JeJl OpraHu3alluu, PEeKOMEHAYETCsl MPUCBAUBATh
O CIIEAYIOIIECH cXeme:

«rrrr_ MM 99 NoNo-NoNo  NoNoNoNoey,

PacuindpoBka cxeMbl NPUCBOCHUS HMEHU KOHTEMHEpA SIEKTPOHHOIO
JIOKYMEHTA

a) «ITTT_MM_Y4» — JlaTa PErucTpalii JOKYMEHTa B (popMaTe ITIT» — TOJ,
«MM>» — MECHII, KYY» — YHUCJTI0);

0) «NeNe-NeNe NeNoNeNex» — peructpanoOHHBIA HOMEp JIOKYMEHTA.
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[Tpumep UMEHU KOHTEIHepa AIIEKTPOHHOTO JIOKYMEHTA!
«2017_01_24 01-15_1365».

42. OcoOEHHOCTH TTPUCBOCHHSI IMEHH YJICKTPOHHBIM IOKYMEHTAM

a) TpHU TPUCBOCHUHM HOMEpa JOKYMEHTa, COICPXKAIEro CHUMBOJ JIPOOH «/»,
3aMEHSETCS] Ha CUMBOJI HUYKHETO TOTUYEPKUBAHUS «_»;

0) CHMBOJI TOUKH «.» B IMCHH (hailiia He UCTIOIb3yeTCs, a 3aMEHSETCS CHMBOJIOM
HIKHETO MOTYEPKUBAHUS «_».

43. B KOHTEIHEDP AICKTPOHHOTO JOKYMEHTA, MOJICKAIIETO Tepeiade B apXuB
OpraHu3aluu, BKIOYaIOTC:

a) (Qailyl ICKTPOHHOTO JOKYMEHTa B (popMaTe apXWBHOTO XpaHECHHS (MO0
B (hopMaTe XpaHCHHS, YCTAHOBJICHHOTO B OpTaHU3aI1H);

0) (aitel MPUWIOKEHUH JOKYMEHTa B (popmMaTe apXHMBHOTO XpaHEHHs (7100
B (popMaTe XpaHEHUs, YCTAHOBJICHHOTO B OPTaHW3allMH) MMCIOTCS W HE BKIIOUYCHBI
B (paitl OCHOBHOTO AJIEKTPOHHOTO JJOKYMEHTA;

B) (ailyIbl 3JICKTPOHHBIX TOITHCEH;

r) ¢aiuiel  TPOBEPKHM  IJCKTPOHHBIX  IMOAMHCEH,  MMOATBEPXKIAIONINC
MOJIOKUTENbHBIA PE3yNbTaT MPOBEPKH JIEKTPOHHOM MOJMKUCH,

n) ¢aiyi  MeTaJaHHBIX 3JEKTPOHHOrO JOoKymMeHTa B Qopmate XML,
BKJIIOYAOIIUN:

1) wMeramaHHBIE — PEKBU3HUTHI  PETHCTPAIMOHHO-KOHTPOJBHBIX  (HhOpM
AIEKTPOHHOTO JOKYMEHTA;

2) MeTaJaHHbIe, OTPAKAMOIIUE IPOLECCHl  YIPABJICHUS 3JICKTPOHHBIM
JOKYMEHTOM JIO MOMEHTA €T0 BKITIOUCHHS B WH(OPMAIMOHHYIO crcTeMy (IyOJIMKauu
JOKYMEHTa B CHCTEME).

44, Tlpu mnOArOTOBKE K TMepefadye HJIEKTPOHHBIX JIOKYMEHTOB B apXUB
opraHu3anuu Ha 000COOJEHHBIX MATEPUAIbHBIX HOCUTEIISIX TPOBOMSITCS CIEAYIOIINE
MEpOIPUSITHUS

a) TpoBepka (U3NYECKOTO W  TEXHHYECKOTO COCTOSHUS  (PU3NICCKHU
000CO0JICHHBIX 3JEKTPOHHBIX HOCUTEIEH OJHOKPATHOM 3amucH, MpeJHa3HAYeHHBIX
JUTS 3aMUCH JJIEKTPOHHBIX JJOKYMEHTOB;

0) 3amucCh DJIEKTPOHHBIX JEeJI C KOHTEHHEPAMH JJICKTPOHHBIX JIOKYMEHTOB
Ha (pu3nyecku 000COOICHHBIEC 3JIEKTPOHHbIE HOCUTENIU OJHOKPATHOM 3aMUCH;

B) TpOBEpKa KadecTBa 3alMUCH W  BOCIPOW3BOJUMOCTH  SJICKTPOHHBIX
JTIOKYMEHTOB;

r) co3mgaHue onucen AIEKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX
MOJIpa3ACIICHUN.

45. Ilpu 3ammucu SIEKTPOHHBIX JOKYMEHTOB Ha (Pu3ndecku 000COOJICHHBIE
ANEKTPOHHBIE HOCUTEIN OJTHOKPATHOW 3allMCH PEKOMEHAYETCsl COOMI0AaTh MPUHIUIL
pa3MelIeHUss Ha OJTHOM HOCHUTEJNE 3JIEKTPOHHBIX JOKYMEHTOB OJTHOTO 3JIEKTPOHHOTO
nena.

46. Kaxnprit ytsap ¢usmueckun 000COOIEHHOTO AIEKTPOHHOTO HOCHUTEIS,
MepeIaBaeMoOro B BEIOMCTBEHHBIN apXUB OpraHU3alvy, CHA0XaeTcss (PPOHTAIbHBIM
BKJIQ/IBIIIIEM, HA KOTOPOM YKa3bIBaIOTCSL:

a) COKpAaIICHHOC Ha3BaHUE OpPraHU3aIlHH,
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0) CcoOKpalIeHHOE Ha3BaHUE CTPYKTYPHOTO MOPAa3/IeICHUS OPTaHU3aIIH;

B) MHJIEKC JICKTPOHHOTO JICIIa;

r) 3aroJoBOK AJICKTPOHHOTO JCJIa;

1) o0BeM 3JICKTPOHHOTO Jienna B Meradaiitax (nanee — Mb);

€) JaTa 3aIuCH JICKTPOHHBIX JIOKYMCHTOB Ha 3JICKTPOHHBIN HOCUTEIID,

) OTMETKH 00 OrpaHHYEHUH JOCTyMa (MPU HEOOXOAMMOCTH).

Brmaneim momeraercs B QyTasSp 3JICKTPOHHOTO HOCHTEINS TaKUM 00pa3oM,
9YTOOBI HAJIMCH Ha HEM OBLIM BUJIHBI MIPU 3aKPBHITOM PyTIIspe.

Haamucn Ha BKiagpIax medaTaroTcs. Bo3MOXHO HMCTOIB30BaHHE IITAMIIOB
U IPYTHX aHAJTOTUYHBIX CPEJICTB.

47. Jlns TIOATBEPKICHUS AayTEHTUYHOCTH W IIEJIOCTHOCTH KOHTEHHEPOB
AJIIEKTPOHHBIX JOKYMEHTOB B ONKMCH SJCKTPOHHBIX JTOKYMEHTOB CTPYKTYPHOTO
MO/IPa3/ICTICHUsT YKA3bIBAIOTCS CIEAYIONINE MMapaMeTphl KOHTEHHEpa 3JICKTPOHHOTO
JOKyMEHTA!

a) o0beM B MB;

0) KOHTpoJbHas cymMMa ([ pacuera KOHTPOJIBHON CYMMBI PEKOMEHIYETCS
UCTIOB30BaTh anroputM SHA-256).

Bce omepanuu, ocymecTBisieMble C OJICKTPOHHBIMUA JOKYMEHTAMH TIPH
nepenadye B BEJOMCTBEHHBIM apXWB OpraHW3alldd W B MPOIECCE XPaHEHUS
(mepe3amnuch, KOHBEPTHPOBAHKE B HOBBIE (pOpPMATHI, C)KATHE W TaK Jajee), JTOJKHBI
OBbITh  JIOKYMEHTaJbHO 3aUKCUPOBAHbl JIsi  OOECNEYeHUs ayTEeHTUYHOCTH
AJIEKTPOHHBIX JJOKYMEHTOB.

6. [Ipuem-niepeava >JIEKTPOHHBIX TOKYMECHTOB
B BE€JIOMCTBEHHBIN apXHUB

48. DIEeKTPOHHBIC JOKYMEHTBHI B IOPSIKE, YCTAHOBICHHOM JICHCTBYIOIIUM
3aKOHOJaTeNbcTBOM  IIpuaHectpoBckoit MonmaBckoit Pecnybnmuku B cdepe
ApXUMBHOIO Jiejla M JCJIONPOM3BOJICTBA, IIEPEAAIOTCS B BEIOMCTBEHHBIN apXuB
OpraHu3aluy WX CIEIUaJIu3upOBaHHOE TOoApa3aeicHrue, K (YHKIUIM KOTOPOTO
OTHOCHUTCS 00513aHHOCTD MO 00ECTICYECHUIO COXPAHHOCTH JIEKTPOHHBIX JTOKYMEHTOB.

49. DNeKTpPOHHBbIE JAOKYMEHTBI ITOCTOSHHOTO, JOJTOBPEMEHHOIO (CBBIIIIE
10 ;meT) CpOKOB XpaHEHMS M IO JIMYHOMY COCTaBY IIEPENAlOTCSA B BEIOMCTBEHHBIN
apXUB OpPraHM3alll1 €KEr0IHO, He MOo3IHee ueM yepe3 2 (1Ba) roa mocie 3aBepIicHus
PabOTHhI C ANEKTPOHHBIMU JTOKYMEHTaMHU.

50. Ilepenaua AIEKTPOHHBIX Jied, AIEKTPOHHBIX JIOKYMEHTOB
B BEJOMCTBEHHBIM apXWB OCYIIECTBISIETCS 1O rpaduKy, COCTaBIECHHOMY
BEJIOMCTBEHHBIM apXuBOM OpraHu3alnH. ['paduxk COTJIACOBBIBAETCS

C PYKOBOJIHTENSIMH CTPYKTYPHBIX MOJPA3ACICHUN, MEPENAOIINX SICKTPOHHBIE
JOKYMEHTBI B BEJOMCTBEHHBIM APXHUB OPTaHU3ALNAH, U YTBEPKIACTCA PYKOBOIUTEIEM
OpraHu3aIUu.

51. Ilepemaua »BIEKTPOHHBIX JOKYMEHTOB B BEIOMCTBEHHBIN apXuB
OpraHu3aluy IPOU3BOJUTCA B YHOPSAOUYCHHOM COCTOSIHUM B BUJAE JIEKTPOHHBIX JET
C pa3MEIICHHBIMHA BHYTPH HUX KOHTEHHEpPAMU 3JIEKTPOHHBIX TOKYMEHTOB. [lepenaua
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AIIEKTPOHHBIX JOKYMEHTOB B BEIOMCTBEHHBIM apXHB OpPTaHU3AIMH IPON3BOIUTCS
Ha OCHOBAHHMH OMHUCEHN DIIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX MOPA3ETCHIM.

52. Ilpuem >1IEKTPOHHBIX TOKYMEHTOB B BEIOMCTBEHHBIN apXUB OpTraHU3AINH
MOKET OCYIIECTBIISATHCS CIEAYIONIMMHU CIIOCOOaMHU:

a) 10 MHPOPMAITMOHHO-TEICKOMMYHHUKAIIMOHHOW CETH OPraHu3allny;

0) Ha 000COOJIEHHBIX OJJICKTPOHHBIX HOCHUTEIAX OJHOKPATHOM 3aIlucu
(ontrueckne aucku CD, DVD), koTopble mepeMemalnTcs U3 CTPYKTYPHBIX
MOJpa3ICI€HUN B apXUB OpraHU3alliN.

53. Cmoco6 mpuema 3JIEKTPOHHBIX TOKYMEHTOB B BEIOMCTBECHHBIN apXuB
OpraHu3anuu OTIpeIeISIeTCS opra"u3anuen CaMOCTOSTEIHHO, UCXOIs
13 TEXHUYECKUX M HHBIX BO3MOXKHOCTEH OpTaHU3aIIHH.

54. Tlpu mepemade OHIEKTPOHHBIX JTOKYMEHTOB B BEIOMCTBCHHBINH apXWB
OpTraHU3aIliy BHITIOJHSIOTCS CIIEIYIONME OCHOBHBIC TTPOLIETYPHI paOOTHI:

a) (QopMHUpOBaHUEC DJJICKTPOHHBIX e  (AUPEKTOPUH-NEN, JTUPEKTOPHIA-
pa3zesioB OIUCH);

0) pa3MelieHHEe KOHTCHHEPOB JJICKTPOHHBIX JOKYMEHTOB B 3JICKTPOHHBIX
nenax;

B) (GOpMUpOBaHWE OINKCH  DBJCKTPOHHBIX  JOKYMEHTOB  CTPYKTYPHOTO
noJipaszesieHus (CIaTOYHOM OTHCH);

r) Tepeaada ICKTPOHHBIX JeJ B BEJJOMCTBCHHBIN apXHB OpPraHU3alliy;

1) DJIEKTPOHHBIC Je)Ia IEPEIat0TCs C COIMPOBOAUTEIbLHOM C1yKeOHOM 3aMMCKOM
Y 9K3EMIUIIPOM CAATOYHOM ommucH (B JIGKTPOHHOH (hopme 1 Ha OyMaskHOM HOCHTEJIC);

¢) HampaBJcHHEC B WH(POPMAIIMOHHYIO CHCTEMYy OpraHW3aIldd YBEIOMJICHHS
0 TIpueMe BEJOMCTBEHHBIM apXHUBOM OpPTaHU3AIMH YJICKTPOHHBIX JOKYMEHTOB;

) TPOBEpKa apXWBOM OPTraHU3AIMH ICKTPOHHBIX JOKYMEHTOB HAa HaJIHUYHE
BPCIOHOCHBIX KOMIIBIOTEPHBIX TporpamMM (BUPYCOB), TPOBEpPKa BO3MOXHOCTH
BOCIIPOU3BECHUS DJICKTPOHHBIX JJOKYMEHTOB,

3) TpoBepKa (PUIMYECKOTO ¥ TEXHUYECKOTO COCTOSIHHUS OJICKTPOHHBIX
HocHuTele (mpu Tiepenave dSJICKTPOHHBIX JIOKYMEHTOB B BEJIOMCTBEHHBIA apXuB
OpraHM3alKy Ha 000COOJICHHBIX 3JIEKTPOHHBIX HOCHTEIISAX);

W) HampaBjcHHEC B WH(POPMAIMOHHYIO CHCTEMY OpraHU3aIliu YBEIOMJICHHS
O TIpHEME JJICKTPOHHBIX JOKYMEHTOB B BEJIOMCTBEHHBIH apXUB OPTAHHU3AIUU WA
YBEJIOMJICHUS 00 OTKa3e B MpUEME JOKYMEHTOB C YKa3aHUEM MPUYHH;

K) BHECCHHE CBEJICHHUH O MMOCTYIMUBIINX B BEJJOMCTBCHHBIH apXUB OpraHU3aIluu
AIIEKTPOHHBIX JOKYMEHTaX B YYETHBIC JJOKYMEHTHI apXHBA,

J) yKazaHue B MHQPOPMAIIMOHHOW CHCTEME MeCTa XPaHCHHUsS MOCTYIHUBIIHX
AIIEKTPOHHBIX TJOKYMEHTOB,

M) pa3MmelreHrue 000COOJEHHBIX JICKTPOHHBIX HOCHUTENCH B XpaHwiwie (mpu
nepemade JJICKTPOHHBIX JOKYMEHTOB B BEIOMCTBEHHBI apXWB OpraHU3allud
Ha 000COOJICHHBIX 3JIEKTPOHHBIX HOCHUTEIISIX).

55. Ilpuem >IEKTPOHHBIX TOKYMEHTOB B BEIOMCTBEHHBIN apXUB OpTraHU3AINH
oOpMIISIETCS COCTaBJICHHUEM HWTOTOBOM 3alHMCH B KOHIE KAXKIOTO HK3EMIULIpa
CIATOYHOW OMWCH, B KOTOpOH muppamMud M MPOMHCHIO YKA3bIBACTCS KOJIHMYECTBO
(daKTHYeCKH TPUHSATHIX B BEIOMCTBEHHBIH apXWUB DJIEKTPOHHBIX JEJ, AJIEKTPOHHBIX
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JOKYMEHTOB, WX KOHTPOJbHBIE CyMMBI, oO0beM B Mb, nata mpuema-mepemayu.
HtoroBasi 3amuch TOITBEPXKIACTCS MOAMUCIMU PAaOOTHHKA apXWBa W PaOOTHHKA
CTPYKTYPHOTO TOJpA3JeICHNs, TEPENaBIIero JJIEKTPOHHBIC [ela, JJICKTPOHHBIC
JTOKYMEHTBHI.

56. Ilocie mpuemMa B apXuB 3JIEKTPOHHBIX TOKYMEHTOB Ha 00OCOOJICHHBIX
AIIEKTPOHHBIX HOCUTENSAX BKJIAJBIININ, MMOMEIICHHBIC B (QYTIAP CIUHUIIBI XpaHCHUS
B CTPYKTYpHOM TIOJpa3[eJICHUHN, 3aMEHSIOTCS Ha BKJIQABIIH, O(opMIsieMbIe
B BEIOMCTBCHHOM apXHBE OpPTaHU3AIUH.

57. Ha Bknajpliie, moMemaeMoM B Gy Tsip €IUHUIBI XpaHEHUsI, 0POPMIIIEMOM
B BEIOMCTBEHHOM apXUBE, YKA3bIBAIOTCS

a) HaMMEHOBaHHUE OpraHu3anuu (IIOJHOE, COKPAILEHHOE);

0) HOMep doHna;

B) HOMEp OIHUCH 3JICKTPOHHBIX JIEJ, SJIEKTPOHHBIX JOKYMEHTOB;

r) HOMEp Jieja 1o OIUCH,

1) KpaiHHEe JaThl JOKYMEHTOB SJICKTPOHHOTO JIENa;

€) JIOTOJHHUTEIbHBIC OTMETKH OO0 OrpaHHYCHUHU JOCTyNMa K 3JICKTPOHHBIM
JTOKyMeHTaM (IIpx HEOOXOIUMOCTH).

58. Bxmampim momemmaercss B Qyrmaap  pusmdeckn  000COOICHHOTO
MaTepPUATBHOTO HOCUTENS TAKUM 00pa3oM, YTOOBI HAIMMUCH HA HEM OBLITN BUIHBI TIPH
3aKpBITOM (PyTIIsIpe.

/. Y4er 3leKTpOHHBIX JOKYMEHTOB
B BEJIOMCTBEHHOM apXHUBE

59. Vdyer nmOKyMEHTOB B BEIOMCTBEHHOM apXWBE — O3TO OIPEIACICHUEC
UX KOJMYECTBA M COCTaBa B YCTAHOBJICHHBIX €IUWHHUIIAX Yy4yeTa M (QuUKcauus
(peructpanysi) TPUHAMICKHOCTH KAKIOW CIAMHUIBI ydeTa K OINpeAeiICHHOMY
KOMIUJIEKCY ¥ OOIIEro UX KOJWYECTBA B yUETHBIX JTOKYMEHTAX.

60. [lox yueTHBIM JOKYMEHTOM MTOHUMAETCS JOKYMEHT YCTAHOBIICHHOM (hOPMBI,
(buUKCcUpyIOIIMH MOCTYIJICHUE, BBIOBITHE, KOJUYECTBO, COCTaB U COCTOSIHHE
AJIEKTPOHHBIX JIOKYMEHTOB.

61. Y4eT aMeKTpOHHBIX JOKYMEHTOB B BEJIOMCTBEHHOM apXWBE OpraHU3aIlUU
ABJISIETCS OJHUM W3 CPEACTB OOECIEYEeHUs HX COXPAaHHOCTH U KOHTPOJIS
3a UX HAJUYUEM.

62. BeqoMCTBEHHBI apXWB OCYIIECTBISET YYET SJCKTPOHHBIX JOKYMEHTOB
ApxuBHoro ¢ouna IlpuanectpoBckoir MongaBckoit PecnyOnuku, BpeMEHHO
XpAHAIIUXCS B BEJOMCTBEHHOM AapXHWBE OPraHU3alllH, B MOPSAIKE, ONPEIAECICHHOM
HactosiuM [lostoxeHuem.

63. B BeJOMCTBEHHOM apXHWBE OpraHU3AIMH BEJETCS IEHTPATN30BAHHBIN y4eT
ANEKTPOHHBIX JOKYMEHTOB, OCYIIECTBISIEMbI PAOOTHUKOM BE€JOMCTBEHHOTO apXvBa
OpraHu3aIUU.

64. Tlopsimox gocTymna K Y4EeTHBIM JIOKYMEHTaM, a TaKKe K YYEeTHBIM Oa3zaM
JAHHBIX  BEJOMCTBEHHOIO apXuBa OpPraHU3alMy  OINpPEIENACTCS  MPUKA30M
PYKOBOJMTENS OPraHU3aLNH.
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65. Y4eT 35IeKTpOHHBIX JOKYMEHTOB BEJETCS B COOTBETCTBUU C TPEOOBAHUSIMH
[Ipukaza T'ocynapcTBeHHOU CiIy>KObl YNpaBieHUS JOKYMEHTAlMEHd U apXuBaMu
[TpunaectpoBckorr MonnmaBckoit Pecryommku ot 21 aBrycra 2007 roma Ne 22
«O0 yrtBepxkaeHud OCHOBHBIX TMpaBW padOThl BEIOMCTBEHHBIX apXUBOB
[MpumHecTpoBckoit MomnnaBckoii Pecriyomuku» (CA3 07-42).

66. Ydery momyiexxaT BCe XpaHSNIUECS B apXWBE OPTaHU3AIUU DIICKTPOHHBIC
JTOKYMEHTBI (B TOM 4HCIIE HEONHCAHHBIE H HEMPOQPWIbHBIE JUIS JaHHOTO
BEJIOMCTBEHHOT'O apXHMBa) U OMKCH MICKTPOHHBIX JEJI, SJICKTPOHHBIX JOKYMEHTOB.

67. YueT npou3BOANTCS ITyTEM MPUCBOCHUSI SIUHUIIAM XPaHEHUS JICKTPOHHBIX
JIOKYMEHTOB YUYE€THBIX HOMEPOB, KOTOPBIE SBJISIFOTCS COCTABHOM YaCThIO X APXUBHOTO
mudpa.

68. ApxuBHBIA MU(P SIUHUIBI XPAHECHUS JJICKTPOHHBIX JEN, JJICKTPOHHBIX
JIOKYMEHTOB BKJIFOUAET CIEIYIOIINUE IIEMEHTHI:

a) Homep doHxa;

0) BaJIOBBII MOPSIKOBBIN HOMED IEKTPOHHOT'O HOCUTEJIS.

ApxuBHbIA MWHUQP EAUHULBI XpaHEHUs] SJIEKTPOHHBIX JE€J, DJIEKTPOHHBIX
TOKyMeHTOB npucBauBaetcsa no ciaeayromei cxeme: « D NeNoNoNe-HNoNeNoNox,

[Tpumep: ®0438-OH0075.

[Ipu orcyrcTBUM HOMepa (POHIA UCTOIB3YETCS] COKPAIllEeHHOE HAMMEHOBAaHHE
OpraHu3aIuu.

ApxuBHbIA MWHUQP EAUHULBI XpaHEHUs] SJICKTPOHHBIX [, 3JIEKTPOHHBIX
JOKYMEHTOB TMPU HCHOJIb30BAHUM COKPAIIEHHOIO0 HAMMEHOBAaHMS OpraHHU3alluu
npucBauBaetcs 1o cienyrouiei cxeme: «CHO-DHNoeNeNoNo»

[Tpumep: I'CYJA-DHO791.

69. ApxuBHBII H(P SAUHUAIBI y4eTa AIEKTPOHHBIX JTOKYMEHTOB BKJIIOYACT
CJIEAYIOIINE 3JIEMEHTHI:

a) HoMmep (oHza, B COCTaB KOTOPOTO BKIIOUYCHBI DJICKTPOHHBIC JIOKYMEHTHI,

0) HOMEp ONHCH IJIEKTPOHHBIX JIEJ, JICKTPOHHBIX JIOKYMECHTOB;

B) HOMEp CJMHHUIBI ydeTa 3JICKTPOHHBIX TIOKYMEHTOB IO OIHUCH 3JICKTPOHHBIX
7€, 3JIEKTPOHHBIX JJOKYMEHTOB.

ApxuBHbIA MHU(pP EIUHULIBI y4yeTa »JJIEKTPOHHBIX J€J, JJIEKTPOHHBIX
JIOKYMEHTOB MIPUCBAUBACTCS o () (4% 011 (97 cxeme:
«DNeNoNoNe omNeNe NoNeNeNe»

[Tpumep: ®0748_on04_ 10129

70. IIpu XpaHEeHUH DIIEKTPOHHBIX TOKYMEHTOB Ha (M3MUECKH 000COOJIEHHBIX
JIEKTPOHHBIX HocuTelsix (ontudeckue aucku CD, DVD) apxuBHbIH mudp eTUHUIIBI
XpaHeHUs1 0003HAYAETCS HA BKJIAJIbIIIE QyTIIsIpa.

/1. ApxuBHbIil (P €AUHULIBI YUETa SJIEKTPOHHBIX TOKYMEHTOB BKIIFOYAETCS
B METa/IaHHbIC KOHTEHHEpa AIEKTPOHHOIO TOKYMEHTA.

8. Cucrema YYCTHBIX JOKYMCHTOB B BCAOMCTBCHHOM apPXKMBC

72. Y4eT 3MeKTPOHHBIX JOKYMEHTOB B BEJIOMCTBEHHOM apXHMBE OpraHU3aIlUA
BEJIETCS 110 OCHOBHBIM U BCIIOMOTaTEJIbHBIM YYETHBIM JJOKYMEHTAM.
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73. Tlopsimok BeneHHUsI OCHOBHBIX YUETHBIX JOKYMEHTOB ompezeneH [Ipukazom
l'ocynapcTtBeHHOM  chayXObl  ympaBieHUsT  JOKyMEHTallMel U apXuBaMu
[TpunaectpoBckoli MonmaBckoit Pecryommku ot 21 aBrycra 2007 roma Ne 22
«O0 yrtBepxkaeHud OCHOBHBIX TMpaBW padOThl BEIOMCTBEHHBIX apXUBOB
[MpumaecTpoBckoit Monnasckoit Pecyomuku» (CA3 07-42). Hactosimiee [Tonosxxenne
ompenenser  OCOOCHHOCTH  BEICHHS  ydyeTa  DBJCKTPOHHBIX  JOKYMEHTOB
BEJIOMCTBEHHBIMU apXUBAMH OpraHU3aIUi M0 OCHOBHBIM YUYETHBIM JTIOKYMEHTAM.

4. DnexTpoHHBIE JOKYMEHTHI YYUTBHIBAIOTCS B COCTAaBE apXMBHOro (oHaa
opranm3anuu ((hoHm000pa3oBaTENA) MO OMHCIM, CIWHUIAM ydeTa W CAWHHIIAM
xpaneHusi. UnpopMalimoHHbI 00BEM SIEKTPOHHBIX 1], AIEKTPOHHBIX JOKYMEHTOB
yKasbiBaeTcs B Mb.

/5. Jlns  ydera  SIEKTPOHHBIX  J€J,  DJIGKTPOHHBIX  JOKYMEHTOB
B BEJOMCTBEHHOM apXMBE OpraHU3allid KCIOJb3YIOTCS CIEAYIOINE OCHOBHBIC
YYETHBIEC IOKYMEHTHI:

a) KHUTA y4eTa MOCTYIUICHUH U BBIOBITHS 3JIEKTPOHHBIX JIOKYMEHTOB COTJIACHO
[Tpunoxenuto Ne 8 k Hacrosemy [lonoxkennro,

0) muct ¢onma (pasmenasl 3, 4) cormacHo mnpuiaoxkenusm Ne 13, 14
K Hacrosuemy [lonoxenuro;

B) OIKCh DJICKTPOHHBIX JIeJ, OJCKTPOHHBIX JOKYMEHTOB ITOCTOSTHHOTO
xpaneHus cornacHo [Ipunoxenuto Ne 1 k Hacrosimemy Ionoxenuro;

I) OIKCh AICKTPOHHBIX JIeJ, JICKTPOHHBIX JOKYMEHTOB JOJTOBPEMEHHOTO
(cBoime 10 net) xpaneHus corytacHo [Ipmnoxenuro Ne 3 k HactosieMy [osoxeHuro;

A) ONWCh Jiel 10 JIMYHOMY CcOCTaBy corjacHo [lpmioxenuiro Ne 4
K Hacrosuemy [lonoxenuro;

€) peecTp OMHCE.

76. Benenre OCHOBHBIX YYETHBIX JJOKYMEHTOB 3JICKTPOHHBIX JIE, DIEKTPOHHBIX
JIOKYMEHTOB MOXET OCYIIECTBISATHCS B UHPOPMAIMOHHON CUCTEME BEJOMCTBEHHOIO
apXyvBa OpraHU3allMy B JJIEKTPOHHOM (Qopme U 00s3aTeIbHO (UKCUPOBATHCS Ha
OyMa)XKHOM HOCHTEJIE.

/7. Heo6XxoquMocCTh BeICHUS U BUJIbl BCIOMOTATENbHBIX YUYETHBIX IOKYMEHTOB
OMPENIENAIOTCS BEIOMCTBEHHBIM apXUBOM OPTraHU3alUi CaMOCTOSITEIBHO.

78. IloctymnmeHue  SIEKTPOHHBIX 1€,  OJEKTPOHHBIX  JOKYMEHTOB
B BEJOMCTBEHHBI ApXUB OpraHU3allMM YUYUTHIBAECTCS B KHUI€ y4deTa MOCTYILICHUS
Y BBIOBITHUS DJIEKTPOHHBIX JOKYMEHTOB coriacHo [lpunoxkennto Ne 8 k Hacrosmemy
[TonoxeHuto.

79. Tlpu mnoOCTyIUICHMM ¥ BBIOBITUM JJICKTPOHHBIX 1€, AJIEKTPOHHBIX
JOKYMEHTOB B BEJOMCTBEHHBIM apXUB OpraHU3allid B KHUTE Yy4eTa MOCTYIJICHUU
Y BBIOBITHSI DJIEKTPOHHBIX JJOKYMEHTOB YKa3bIBAIOTCS:

a) TOPSIKOBBIN HOMED 3aIlWCH;

0) &maTta MOCTYIUICHHS VI BBIOBITHSI SJICKTPOHHBIX JJOKYMCHTOB;

B) HAWMMCHOBAaHUE OpraHU3allM{, CTPYKTYPHOT'O MOJPa3ACIICHUs, OT KOTOPOTO
MOCTYMHIIN WIH BbIOBUIN 3JIEKTPOHHBIE TOKYMEHTHI,

r) HaWMCHOBaHHWE, HOMEp M Jara JIOKYMEHTa, 10 KOTOPOMY TMOCTYIHIIN HIIN
BBIOBLIN JIEKTPOHHBIE JOKYMEHTHI;



-19-

1) Ha3BaHWe ©W HoOMep (OHIA, ONUCH TIOCTYIUBIIMX WJIA BBIOBIBIIAX
ANEKTPOHHBIX TOKYMEHTOB,

€) KpaiHWe JaThl MOCTYIHBIINX WM BBIOBIBIIMX 3JIEKTPOHHBIX JOKYMEHTOB,
BKJIFOYEHHBIX B OMHCH.

80. Jlns omMCAHHBIX OJIEKTPOHHBIX JEN, SJIEKTPOHHBIX JOKYMECHTOB
MOCTOSTHHOT'O CPOKa XpaHEeHUS, TOJTOoBpeMeHHBIX (CBbImie 10 JIeT) CPOKOB XpaHCHHSI U
0 JIMYHOMY COCTaBY yKa3bIBaIOTCS:

a) BUJ HOCHTEJS — DJICKTPOHHBIN HOCUTENIb WH(OPMAIIUU TOCTYIMHBIINUX MU
BBIOBIBIINX JIEKTPOHHBIX JOKYMEHTOB;

0) KOJWUYECTBO CIWHUI] XPAHCHHS  IOCTYNUBIIMX MJIM  BBIOBIBIIHAX
ANEKTPOHHBIX JOKYMEHTOB,

B) KOJIMYECTBO CIAMHHI[ y4eTa MOCTYIMUBIIMX WIM BBIOBIBIIUX 3JICKTPOHHBIX
JIOKYMEHTOB;

r) ¢opMaT MOCTYNUBIINX WM BHIOBIBIINX JICKTPOHHBIX JOKYMEHTOB;

) o0beM B MB MOCTYNUBIINX WIIH BRIOBIBITUX JICKTPOHHBIX IOKYMEHTOB;

€) CTaTryc 3amucH — JijIsl 0003HAYCHHS TIOCTYIIICHUS JTHOO0 BHIOBITHSI OTTMCAHHBIX
ANEKTPOHHBIX JOKYMEHTOB M3 BEJIOMCTBEHHOI'O apXMBa OpraHU3alUu.

81. Jlns HeOmMMCaHHBIX OJIEKTPOHHBIX JEJ, SJICKTPOHHBIX JOKYMEHTOB
YKa3bIBAIOTCS

a) BUJ HOCHTEJS — DJICKTPOHHBIN HOCUTENIb WH(OPMAIIUU TIOCTYIMHBIINX MU
BBIOBIBIINX 3JIEKTPOHHBIX JOKYMEHTOB;

0) KOJWUYECTBO CIWHUI] XPAaHCHHS  IOCTYIHUBIIMX FJIW  BBIOBIBIIAX
AIEKTPOHHBIX IOKYMEHTOB;

B) KOJIMYECTBO CIAMHHUI[ y4eTa MOCTYIMUBIIMX WIM BBIOBIBIIUX 3JICKTPOHHBIX
JIOKYMEHTOB;

r) ¢opMaT MOCTYNUBIINX WM BHIOBIBIINX JICKTPOHHBIX JJOKYMEHTOB;

) o0beM B MB MOCTYNUBIINX WIIH BRIOBIBITUX ICKTPOHHBIX IOKYMEHTOB;

€) craryc 3amuch — Ui O0O03HAYCHHS IIOCTYIUICHHS WJIM  BBIOBITHS
HEOIMHUCAHHBIX AJIEKTPOHHBIX TOKYMEHTOB U3 BEJOMCTBEHHOT'O apXHMBa OpraHU3aluu;

) TPUMEYaHHE UCTIOIB3YETCS JIJIS TIPOYUX OTMETOK.

82. ExerogHo B KHUTE yd4eTa MOCTYIUICHUS M BBIOBITHS DJIEKTPOHHBIX e,
ANEKTPOHHBIX  JIOKYMEHTOB  MOABOAUTCA  HMTOT  KOJHWYECTBA  MOCTYNHUBIIUX
Y BBIOBIBIINX 32 T'OJ1 3JIEKTPOHHBIX JIeJI, 3JIEKTPOHHBIX IOKYMEHTOB.

83. I[Ipu mepBOM MOCTYIUICHUH DJIEKTPOHHBIX €N, SJIEKTPOHHBIX JOKYMEHTOB
B BEJIOMCTBEHHBIA apXWB OpraHu3anuu JUCT GoHma (HOHIIOB) JOMOIHSICTCS JBYMS
pazznenamu:

a) pasznen 3 — JIuct poHIa HEOMMCAHHBIX JICKTPOHHBIX JOKYMEHTOB COTJIACHO
[Tpunoxennto Ne 13 x Hactosimemy [lonoxenuto;

0) pa3nen 4 — Jluct GoHIAa ONMMCAHHBIX BJICKTPOHHBIX JOKYMEHTOB COIJIACHO
[Ipunoxennto Ne 14 k nacrosimemy Ilonoxenuto.

[Topsimok Benenus pasnenos 3, 4 nucta GOHIOB UACHTHYCH TOPSIKY BEJICHUS K
JOKyMEHTaM Ha OyMa>KHOM HOCHTEJIE.

84. YdeT 3eKTpOHHBIX TOKYMEHTOB BEJIETCS B UHUIIAX XPAaHEHUS, SUHUIIAX
ydeTa ¢ yKkazanueM oobeMa B Mb.
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85. CBenmeHuss 0 eIWHWIIAX XpaHEHWs, €AUHUIAX ydera U obveme B Mb
ANEKTPOHHBIX 1], SJIEKTPOHHBIX JTOKYMEHTOB OTpakatoTcs B aene ¢onna. B cxeme
cucrteMaru3anuu GoHAa A0KHA ObITh OTPpaKeHa CUCTEMATH3ALIMS DJIEKTPOHHBIX JE,
AIEKTPOHHBIX TOKYMEHTOB.

B cocraB aena ¢ponaa MOTYT OBITh BKIIFOUEHBI:

a) paboyre HHCTPYKIIMU MO paboTe ¢ IJICKTPOHHBIMU JOKYMEHTaMH (OH/A,;

0) axThI nepeaayu ANEKTPOHHBIX  JOKYMEHTOB Ha  XpaHEHHE
B FOCYJapCTBEHHBIN ApXUB;

B) aKThl, OTpPaXKaloIIMe TEKYIIYI0 OPraHU3alHI0 XPAHCHHS SJICKTPOHHBIX
JTOKYMEHTOB (MPOBEPKH HAJUYHS M COCTOSTHUS JICKTPOHHBIX IOKYMEHTOB, TPOBEPKU
(U3NYECKOTO U TEXHUYECKOTO COCTOSIHUS JJICKTPOHHBIX JIOKYMECHTOB);

r) aKkThl, (PUKCUPYIONIHNEC HW3MCHCHUS B COCTaBE W OOBEME DSJICKTPOHHBIX
TOKyMEHTOB (0 BBIICIICHHHM K YHHYTOXKCHUIO JJIEKTPOHHBIX JIOKYMCHTOB,
HE TMOJICKAIIUX XPAHCHUIO; O HEUCTPABUMBIX MOBPEKICHUSIX DSIEKTPOHHBIX
JOKYMEHTOB; O TEXHUYECKMX OIIMOKaX B YYETHBIX JOKYMEHTaX; O CO3JaHUU
JOTIOJIHUTENIBHOTO pabouero HK3EMILISIpa AIEKTPOHHBIX JIOKYMEHTOB;
O KOMUPOBAHUU OHIEKTPOHHBIX JTOKYMEHTOB; MPOBEJCHUM KOHBEPTHUPOBAHUS WU
MUTPAIIH 3JICKTPOHHBIX JTOKYMEHTOB U JIPYTHUE);

1) aKThI BBISBJICHHS BPEIOHOCHBIX KOMIIBIOTEPHBIX MMPOTPAMM B 3JICKTPOHHBIX
JIOKyMEHTAaX;

€) Jpyrue TOKYMEHThI HAyYHO-CIPABOYHOTO alapara.

Bce nokymentsl B jene (oHAA pacroyiiararoTcs B XPOHOJOTHYECKOM
MOCJIe10BATEILHOCTH.

Jleno MoxeT BeCTUCh B MH(POPMAIIMOHHON CHCTEME BEIOMCTBEHHOIO apXvBa
OpraHu3aluu B 3JEKTPOHHOU QopMe U 00s3aTebHO (UKCUPOBATHCS HA OyMa)KHOM
Hocutene. K neny ¢ponaa cocrapusiercs 3aBepuTesibHasi HAAIHUCh.

86. CBeneHHs O KKIOW €IUHUIIC YY€Ta dJIEKTPOHHBIX JOKYMEHTOB BBOJSTCS
B YUYETHYIO KapTOUKy OJJIEKTPOHHOTO JOKyMmMeHTa corjacHo Ilpunoxenutro No 7
K Hactosimemy llonmoxxkeHuro win HHPOPMAUOHHYIO CHCTEMY BEIOMCTBEHHOIO
apXvBa OpraHU3alUU.

[Ipu ucnonbzoBaHUU UHOOPMALMOHHOW CHCTEMBI BEJOMCTBEHHOI'O apXHBa
CBEIICHHS] O KaXJOW €JMHUIE Yy4eTa AJIEKTPOHHBIX JOKYMEHTOB JOJKHBI OBIThH
UJIEHTUYHBI CBEJCHUSIM YYETHOM KApTOYKU AIEKTPOHHOTO JTIOKYMEHTAa U COJAEPIKATh
aHAJIOTUYHBINA HAOOp PEKBU3UTOB.

87. OdopmieHne  AIEKTPOHHBIX  JIeJ,  OJEKTPOHHBIX  JOKYMEHTOB
B OpraHU3allui, METOJIMYECKOE PYKOBOCTBO pabOTOM C 3JIEKTPOHHBIMU JOKYMEHTAMHU
BO3JIAraeTcsl Ha BEIOMCTBEHHBIN apXUB UM CTPYKTYpPHbIE IOAPA3ACICHUS, B KOTOPBIX
XPaHSTCS 3JEKTPOHHBIE JIeNa, JIEKTPOHHbBIE JOKYMEHTHI.

9. OcoOCHHOCTH COCTABJICHUS OMUCEH JICKTPOHHBIX JIC],
3JIEKTPOHHBIX JIOKYMEHTOB

88. Omnnce QJICKTPOHHBIX ACJI, 3JICKTPOHHBIX JOKYMCHTOB ABJIACTCA IICPBUYHBIM
YUYCTHBIM JOKYMCHTOM I CAWHHL XPAaHCHHUA 3JJICKTPOHHBIX JOCJI, 3JICKTPOHHBIX
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JOKYMEHTOB MOCTOSIHHOTO M JIOJITOBpeMeHHOTO (cBbIme 10 JieT) CpOKOB XpaHCHHS U
0 JINYHOMY COCTaBY, IePEIaBacMbIX Ha MIOCTOSIHHOE XpPaHECHUE B COOTBETCTBYOIIHN
rOCYJIapCTBEHHBIN apXUB.

89. Ilpu cocTaBICHHH ONMHUCH DJICKTPOHHBIX JIEJ, DJICKTPOHHBIX JTOKYMEHTOB
3aroJIOBKH AJICKTPOHHBIX JIeJT BHOCSATCS B OITUCh B COOTBETCTBUU C MPUHATON CXEMOU
CHCTEMAaTH3alMN Ha OCHOBE HOMEHKJIATYPBI JICJI OpraHU3aIiH.

90. O0BEKTOM OITUCAHHMS B OITUCH 3JICKTPOHHBIX JIEJI, DJICKTPOHHBIX IOKYMEHTOB
SBIIICTCSL ©IUHHIIA ydeTa (JIEKTPOHHOE JeJI0, JAMPEKTOPUS-ACIIO) 3IICKTPOHHBIX
JOKYMEHTOB.

91. OmmcarenbHasi CTaThsd EAWHUIIBI ydeTa BKIIOYAECT B CeOSl CIEAYIOIIHE
DJICMCHTHI:

a) HOMEp JOKYMCHTa — BAQJOBBIM TOPSIKOBBIA HOMEP B Ipeaeiax OIMUCH
9JICKTPOHHBIX JIJT, YICKTPOHHBIX JOKYMEHTOB;

0) HOMEp CIMHUIIBI XPAaHCHHUS — APXHBHBIA MIUQP 3JIEKTPOHHOTO HOCHTEIIS
C OJTHOKPATHOMW 3aITMChI0 TUOO apXUBHBIA MU(PP HHOTO 3JISKTPOHHOTO HOCUTEJIS

B) HOMEp €IMHUIIBI yUeTa — HOMEpP 3JIEKTPOHHOTO Jieiia (IMPeKTOPUH-TIeIia);

r) WHICKC jena (SIWMHMIBI ydeTa) — HWHICKC JJICKTPOHHOTO Jieja COTJIacHO
HOMECHKJIAType JIe]l OpraHu3alliH;

1) HaMMCHOBAHUWE Pa3JIeiIOB, 3ar0JIOBKU AJICKTPOHHBIX JeJT (SIMHHUIL yUeTa);

€) KpaiHWe JaThl 3JICKTPOHHOTO JieNa (€AMHHIIBI yIeTa);

) KOJIMYECTBO DJICKTPOHHBIX JeJT (SAMHHUIL yUeTa);

3) KOJIMYECTBO MAaroK/(paiijloB — KOJUYECTBO COACPXKAIIUXCS  IAMOK
U (ailyIoB BHYTPH JICKTPOHHBIX Jiell (CIUHUIL yUeTa);

M) KOJIMYECTBO 3amuced (uist 0a3 TaHHBIX);

K) pa3mep B Mb;

a) ¢dopMaT TaHHBIX;

M) COCTaB COIPOBOJUTEIBHOMN JIOKYMEHTAIINH.

I'pada omnucu «lIpumeyanue» wucCHONB3yeTCS Mg OTMETOK O HpUEME
9JICKTPOHHBIX JJOKYMEHTOB H IPH HEOOXOIMMOCTH JIPYTroi WH(OPMAITUH.

92. OmnwmcH 3JICKTPOHHBIX JieJ, 3JEKTPOHHBIX JOKYMEHTOB COCTaBJISIOTCS
Ha OyMa)XHOM HOCHUTEJIE U B 3JIEKTPOHHOH (popme.

93. B koHIIe onrick 0pOpMITSIETCS HTOTOBAs 3aIHCh, B KOTOPOH yKa3bIBAIOTCS:

a) KOJWYECTBO CIWHUI[ XPAHCHWS OSJCKTPOHHBIX JIeJ, OJICKTPOHHBIX
JTOKyMEHTOB (IU(paMH U TIPOIHUCHIO);

0) KOJWYECTBO ICKTPOHHBIX Jied (SAMHUI] yueTa), SJIEKTPOHHBIX JOKYMEHTOB
(mrpamMu 1 IPOITUCHIO);

B) OoOmmMii O00BbEM OSJEKTPOHHBIX Jei (eOUHHI] ydeTa), OSJICKTPOHHBIX
JTOKYMEHTOB (IIu(paMu U MPOITUCHIO), BKIIOYCHHBIX B ONTUCh B MbB.

94, HroroBas 3amuch IOJIUCHIBACTCS €€ COCTaBUTEIEM C YyKa3aHUEM
JOJDKHOCTH M JIaThl COCTaBJICHHS.

95. Onmcu 53JIEKTPOHHBIX JIEJ, 3JEKTPOHHBIX JOKYMEHTOB YYHTHIBAIOTCS
B pEECTpE OMMCEW BEIOMCTBEHHOIO apxuBa OpraHusanuu. Peectp ommcen Benercs
B BEJOMCTBCHHOM apXHBE OpraHU3aldd B OOIIEM TOPSAKE, YCTAHOBJICHHOM IS
BEJICHUS PEECTPOB OINUCEM.



-22.-

96. K ommcu MOXET COCTaBIATHCA  MPEAHWCIOBHE C  yKa3aHHEM
WH(OOPMAITMOHHONW CHCTEMBI, W3 KOTOPOW W3BIICUEHBI SJIEKTPOHHBIC TOKYMEHTHI,
MIPOTPAMMHOTO 00ECTICUCHHUS, €r0 BEPCUH U IPYTUX TEXHOJOTUUECKUX XaPAKTEPUCTHK
WH()OPMAITMOHHBIX CHCTEM.

10. TTopsimok XpaHEHUS AIEKTPOHHBIX TOKYMEHTOB
B BEJIOMCTBEHHOM apXHUBE

97. DnekTpoHHBIC JeNa, SJIEKTPOHHBIE TOKYMEHTHI MOTYT XPaHUTHCS
B BEJITOMCTBEHHOM apXMBE OpTraHU3AINH WU B CTICIIHATU3UPOBAHHOM IOAPA3ICICHUN
opraHu3anuy (BEIYUCIUTEILHOM IIEHTPEe, HHGOPMAITMOHHOM OT/CIIC U TaK Jajee).

98. Mecto XpaHEHHUS OJIEKTPOHHBIX [I€d, OJJICKTPOHHBIX JOKYMEHTOB
710 UX TIepeavyyl B TOCYJaPCTBEHHBIN apXUB 3aKPEIUIICTCS B TOKAIHBHOM HOPMATHBHO-
MIPABOBOM aKTe, YTBEPKIAEMOM PYKOBOJIUTEIIEM OpTaHU3aIIHH.

99.  BeJOMCTBEHHBIH  apXWB  OpraHum3anuud  (CHCIMATU3HPOBAHHOE
moJipa3jielicHue) KOMILICKTYETCS DJICKTPOHHBIMU JIOKYMEHTAMHM, CO3JIaHHBIMH JIH0O
MOJIYYCHHBIMHU B XO/I€ IEATCTLHOCTH OPTaHU3AINH B IIEJIAX HAKOTJICHUS, 00CCTICUCHHUS
COXPAaHHOCTH, OPTaHU3AINH YUIeTa U UCIIOTb30BaHUS SJIEKTPOHHBIX TJOKYMEHTOB.

100. BemoMcTBEHHBIM apXWB WIM CHCHHAIM3UPOBAHHOE ITOAPA3JCICHUE,
KOTOPOE€  OCYIIECTBIISICT TMPHEM  DJEKTPOHHBIX JIOKYMEHTOB, 00O€cleunBacT
WX COXPAHHOCTh, Y4€T, OTOOpP M HMCIOJIb30BaHUE, a TaK)Ke MOATOTOBKY K MPUEMY-
nepeayue u nepenady Ha rocyJapcTBEHHOE XpaHEHHE.

101. OOCs3aTenbHBIMA YCIOBHSIMH apXUBHOTO XPAaHEHUS DIICKTPOHHBIX
JTIOKYMEHTOB SIBJISIFOTCSI:

a) HAJIUYHE B BEJOMCTBEHHOM apXHMBE MPOrPaMMHO-AIAPATHBIX CPEICTB JIIs
XpaHEHHs, KOMHPOBAHUS W  BOCHPOM3BEACHUS  DJIEKTPOHHBIX JOKYMEHTOB,
X TIepe3anucu B HOBBIC (opmaThl, Tepenadyn WHPOPMAIMH IO KaHAJIaM CBSI3U

U IpyTHE;
0) obOecrmeueHue JOCTynma K HWHPOPMAIMU YCTAHOBJIICHHBIX KaTErOpUi
MOJIb30BATEIIEH, a TAKXKE obOecrieueHue 3aIIUThI uHpopManmn

OT HECAHKIIMOHUPOBAHHOTO JTOCTYIIA;

B) o0ecrieueHue pexxuma  XpaHECHUs AJEKTPOHHBIX  JIOKYMEHTOB,
MCKJIIOYAIOIIETO YyTpaTy, HCKaKEeHUEe HHGOpMalMK WIHM HECAHKIMOHUPOBAHHOE
YHUUYTOXKEHHUE.

102. B cootBeTcTBHMU ¢ TpeOoBaHUSMU HacTosAmero llomoskeHus opraHbl
rOCyJJapCTBEHHOM BJIACTU W YOPABJIEHHUS OpPraHU3alMU pa3padaThIBAIOT JIOKAIbHBIC
HOPMAaTUBHO-IIPABOBBIE aKThl, YYUTHIBAIOIIUE OCOOEHHOCTH OpraHu3aluu padOThI
C DJIEKTPOHHBIMU JOKYMEHTaAMHM.

103. JlokanmpHBIII HOPMATHUBHO-TIPABOBOM aKT OpTraHW3allUd  HW3/1aeTCs
pyKoBoauTeaeM opranm3anuu mocie cornacoBanus ¢ [IOK (OK) opranusanum
u [OIIK (OIIK) coOTBETCTBYIOIIETO0 apXHUBHOTO YUPEKICHUS, 32 HCKIIOYCHHEM
JIOKaJIbHBIX HOPMATUBHBIX MPABOBBIX aKTOB IIEHTpabHOTO OaHka [IpuaHecTpoBcKoit
Momnnasckoii PecriyOiuku U KpeIUTHBIX OpTaHU3aIUH.
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104. B mesTeNnbHOCTH OpTaHM3aIuil JOMycKaeTcss (pOpMUPOBAHHE THOPUTHBIX
JIe B TOM cllydae, KOorja B Mpejieyax OJIHOTrO Jiesia OObEIUHSIIOTCS JOKYMEHTHI, 4acTh
KOTOPBIX MOCTYIHJIa B OPTraHU3AIUIO MO KaHaJaM 3JIEKTPOHHOTO B3aUMOJICUCTBUS WU
Obl1a co3/laHa B OpraHU3allid B BHUJI€ JOKYMEHTa B AJICKTPOHHOM BHUJE, a 4YacTb
JOKYMEHTOB TMOCTyNWJa B OpraHu3aldio Wik ObUla co3JaHa B OpraHU3alliu
Ha OyMmaxxHoM Hocutene. I[lpu »ToM B HOMEHKJIAType JHeNl JelaeTcs OTMETKa
O BEJICHUU JieJia B AJIEKTPOHHOU dopme.

105. I'nObpuaHOE AETT0 CYMIECTBYET TOIBKO HA CTAIUU ONIEPATHBHOTO XPaHEHUS
nokymeHToB.  [locie  ucmoigHeHUss  BceX  JIOKYMEHTOB M 3aBEpIICHUS
JIETONPOU3BOJCTBEHHOTO T0/la U3 TUOPUIHOIO Jena, MOMAJEkKAIEro apXUBHOMY
XpaHEeHU0, POPMUPYIOTCS:

a) JIeJo0 ¢ JOKYMEHTaMH Ha OyMa)KHOM HOCHTEJIC,

0) DIIEKTPOHHOE JIETIO.

106. Jlemo ¢ mokymMeHTaMu Ha OyMaXHOM HocuTene (opMHUpyeTCs
13 OPUTUHAJIOB JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

107. Ilpu dopmupoBaHuM naena ¢ JOKYMEHTaMH Ha OyMa)kHOM HOCHTEIe
JOKYMEHTBI, TOCTYNHUBIIME B OpPraHU3alMi0 TOJIBKO B D3JIEKTPOHHOM BHJIE,
pacreyaTbIiBalOTCS U 3aBEPSAIOTCS B YCTAHOBJICHHOM MOPSIJIKE.

[Ipu QopmupoBaHUM IIEKTPOHHOTO Jiella JOKYMEHTHI, TOCTYIUBIIKE
B OpPraHU3aIMIO0 TOJHLKO Ha OyMa)XHOM HOCHUTENE, MEPEeBOJATCS B SJIEKTPOHHBIA BUJL
METOJIOM CKaHHUPOBAHMUSI.

108. DnexkTpoHHBIE JOKYMEHTHI CHUCTEMATU3UPYIOTCS B WH(HOPMAITMOHHOU
cUcTeMe (XpaHWIHIIE JICKTPOHHBIX TOKYMEHTOB) B COOTBETCTBUU ¢ HOMEHKJIATYPOH
JIe OpraHu3alui U UHACKCUPYIOTCS B MOPSAJIKE, YCTAHOBICHHOM B OTHOILIECHHUH JIE,
c(OpPMHPOBAHHBIX U3 TIOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

HcnonneHHbIe 3JEKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCSI B SJIEKTPOHHBIE Jeia
(IMpeKTOpUH-ZIeTla Ha YKECTKOM JHUCKE) B COOTBETCTBHM C HOMCHKJIATYPOW el
opranuzanuu. GopMupoBaHUE FIEKTPOHHBIX JIeJl OCYIIECTBISAETCS C YUYETOM OOIIMX
TpeboBaHuil POopMHUPOBAHUS AEd C JOKYMEHTAMU Ha OyMa)KHBIX HOCUTESIX.

109. OcoGennoctn (opmupoBanuss W O(GOPMIICHHS DJICKTPOHHBIX JEI
oTpaxkaroTcsi B IHCTpYKIIUU MO JEIO0MPOU3BOJICTRY.

11. ObGecrnieueHre COXpPAaHHOCTH JIEKTPOHHBIX JOKYMEHTOB
B BEJIOMCTBEHHOM apXHBE

110. B BemoMCTBEHHOM apXHWBE OPTaHU3AIMH AJICKTPOHHBIC JOKYMEHTHI MOTYT
MOCTYNAaTh:

a) mo  WHGOPMAIMOHHO-TCIICKOMMYHHUKAIIMOHHOW ~ CETH  OpraHU3aIuu
U pa3MellaThCs Ha YCTPOUCTBAX XPAHEHUSI JAHHBIX U UHBIX SJIEKTPOHHBIX HOCUTEISX;

0) Ha DJJICKTPOHHBIX HOCHUTENISIX C OJHOKPATHOM 3amuchio (ONTHYCCKUE
aucku CD, DVD) u pa3meniaTbecs B MOMEMICHUSIX IS MX XPAHCHHUS B COOTBETCTBUU
C YYETHBIMHU JIOKYMEHTaMU apXUBa.

111. Tlpu xpaHEHUU BIEKTPOHHBIX JTOKYMEHTOB Ha 3JICKTPOHHBIX HOCUTEISAX
c omHOKpaTHOW 3amuchio (omrmyeckue nucku CD, DVD) mnpennourenme ciieayer
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OT/IaBaTh CHEIMATU3UPOBAHHBIM CPEACTBAM pa3MEIIeHUsl, B KOTOPBIX HOCUTEIU
3alUINAIOTCS  OT BPEIHBIX BO3JCUCTBHI OKpyKamomed cpeabl (MarHUTHBIX,
DJICKTPOMATHUTHBIX, TEMIIEPATYPHO-BIIAXKHOCTHBIX U JIPYTHUX).

112. Tlpu XpaHEHUH 3JIEKTPOHHBIX JOKYMEHTOB Ha DJICKTPOHHBIX HOCHTEISX
¢ ogHOKpaTHOH 3anuckio (ontrueckue qucku CD, DVD) kaxaplii HOCUTEb JT0JLKEH
MMETh HETePMETUYHBIA WHAUBUAYAJIbHBIA (QyTIslp, MPU 3TOM JOJDKHO OBIThH
HCKJIIOYEHO CBOOOIHOE MepeMEIleHIE HOCUTEINSI BHYTpHU QyTIsipa.

113. ®ytsapel ¢ pu3nvecKkd 000COOTICHHBIMU MaTepUATHHBIMA HOCHUTEIISIMU
pa3menialoTcsi B OOKcax B CHEIMAIM3UPOBAHHBIX MIKadax, Ha MOJKaxX CTeIaxeH,
mkagoB. OyTIaapel pa3MenIaloTCcsl B BEPTUKAIBLHOM MOJIOkKEHUH. PaccTosinue Mexay
dyTasapaMu Ha MOJKAX JOJKHO OBITH TIOCTATOYHBIM IS CBOOOJHOTO MEpEeMEIICHUS
Y u3BJIe4YeHUS QYTIASIPOB IPU HEOOXOJUMOCTH.

IIpu pasmenienun QyTiasapoB ¢ (U3UUECKH 000COOJCHHBIMU MaTepHaTbHBIMU
HOCHUTEJISIMA HA MOJIKaX HEOOXOIUMO pacrojaraTh UX TaKUM 00pa3oM, 4TOOBI ObUIH
BUJIHBI apXUBHBIE UMDl €AUHULL XPAHCHUS.

114. XpaHeHuwe DSIEKTPOHHBIX JOKYMEHTOB B BEIOMCTBEHHOM apXHBE
OpraHu3alMd OCYILECTBISIETCS B YCIOBHUSX, OOECHEUUBAIOIIUX UX 3alIUTy
OT MOBPEXKACHUW W BPEIHBIX BO3JACHCTBUU OKPYX AKOIIEH CpeAbl, B COOTBETCTBUU
¢ TpeOOBaHUSIMU, YCTAHOBIIEHHBIMU OCHOBHBIMU MPaBUIaMU pabOThl BEIOMCTBEHHBIX
apxuBoB [IpugnectpoBckoit Mongasckoit PecyOnuku.

115. CoxpaHHOCTb JEKTPOHHBIX JOKYMEHTOB 00ECIIEUNBACTCS

a) CO3JIJaHUEM OINTHMAJBHBIX YCIOBHHA XPAaHCHHS MaTEePHATbHBIX HOCHTEICH
ANEKTPOHHBIX IOKYMEHTOB,

0) pasMelmeHHueM DJJICKTPOHHBIX JOKYMEHTOB Ha CepBepax apxuBa H/HIU
B apXMBOXPAHWIIUILE, €CIU DJIEKTPOHHbIE JOKYMEHTBI IEpPEaloTCs Ha XpaHEHHE
U XpaHsITCcsa Ha Pu3ndecKku 000COOIEHHBIX MaTEPUATbHBIX HOCUTENAX;

B) COOJIFOJICHHEM  HOPMATHBHBIX  PEXKHUMOB  XPAaHCHHUS  AJICKTPOHHBIX
JIOKYMEHTOB;

r) TPOBEPKOW HA HAIMYHE BPEIOHOCHBIX KOMITBIOTEPHBIX IPOTPaMM;

1) TPOBEPKOW HAIMYUS U COCTOSIHUS JICKTPOHHBIX JIOKYMECHTOB;

€) KOHTPOJEM (HU3NICCKOT0O W TEXHHUYECKOTO COCTOSHHUS SJICKTPOHHBIX
HOCHUTEJIEN U JIEKTPOHHBIX JOKYMEHTOB,

) KOHBEPTUPOBAHWEM JJICKTPOHHBIX JIOKYMEHTOB B HOBBIC (OpMaThl
¥ MHUTparuel Ha HoBbIe (B TEXHOJOTMYECKOM OTHOIICHHH) 3JIEKTPOHHBIC HOCUTEIIH.

116. OnTuManbHBIE YCIOBHS XpaHEHUS AJIEKTPOHHBIX JOKYMEHTOB B apXHBE
OpraHu3aIuy 00eCIeYuBAOTCS !

a) 00OpyIOBaHHEM IMOMEIICHUN W XPaHWIHI] CPEACTBAMH IMOKAPOTYIICHUS,
OXpaHbl U CUTHAIU3ALINH,

0) mpuUMEHEHHMEM TEXHUYECKHX CPEICTB JUISI CO3JMaHUS ONTHMAJbHBIX
TEMIIEPATYPHO-BIAKHOCTHOTO, CBETOBOI'0, CAHUTAPHO-TUTHEHUYECKOT0, OXPAaHHOTO
PEXKUMOB B IOMEIICHUSAX U XPaHWINILAX apXHBA,;

B) TPUMEHEHHUEM IPOTrPAMMHBIX CPEJICTB I oOecrieueHus HH(HOPMAIMOHHON
0€30I1aCHOCTH,
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r) TIpPUMEHEHUEM CIEIHUAIBHBIX CPEJCTB XpPaHCHUS W  IEePeMEIICHUs
JOKYMEHTOB (CepBepbI, CTeIUIaXH, MKadbl, 00KCHI, QYTIAPHI);

1) HaIMYMEM TEXHHUYSCKHUX M MPOrPAMMHBIX CPEICTB, MpeIHA3HAYCHHBIX IS
PE3epBHOTO KOMUPOBAHUS, KOHBEPTUPOBAHUS U MUTPALIMH AIEKTPOHHBIX IOKYMEHTOB,
KOHTPOJISI UX (PU3NYECKOTO U TEXHUUYECKOTO COCTOSIHUSA;

€) 3amMTON WH(POpPMAIMM OT HECAHKIIMOHUPOBAHHOTO JOCTyNa IyTeM
MIPUMEHEHUS] COOTBETCTBYIOIIUX TEXHUUECKUX CPEACTB,;

) JIOCTYIIOM K HH(OpPMAIMK YCTAHOBJICHHOW KaTErOPHH JIHII;

3) peXUMaMH XPaHEHUS JICKTPOHHBIX JOKYMEHTOB, HCKJIIOYAIONUMHU YTPary,
YHUYTOKEHUE WIN UCKaKEHUE UH(popMaluu.

117. Jlna oOecriedeHUsT COXPAaHHOCTH JJIEKTPOHHBIX JOKYMEHTOB B apXHBE
OpraHu3aluyd HEOOXOJAMMO BBINOJHITH MEPONPHUATHS 1O HH(POPMALIMOHHOU
0€30MacHOCTH:

a) 3aIIUTy DJJICKTPOHHBIX JIOKYMEHTOB OT BO3JCHCTBHSA BpPEIOHOCHBIX
KOMIBIOTEPHBIX IPOTPaMM;

0) mpenoTBpallleHUE HECAHKIIMOHUPOBAHHOTO JIOCTyma K HWHGOpMaIUU
U (MM) TIepeiavy ee JIMIaM, He UMEIOIIMM IIpaBa Ha JOCTYI K HHPOPMAIIHIH;

B) CBOEBpEMEHHOE OOHapyeHWe (aKTOB HECAHKIIMOHHPOBAHHOTO JOCTYIIa
K uH(OpMaIuu;

r) TPEayNpPeKISHUE  BO3MOXHOCTH  HEOJArOMpPUSATHBIX  MOCIEICTBUMN
HapylIeHUs MOpsIAKA TOCTyNa K HHPOopMaIuy;

1) HEIONYIICHHE BO3IACHCTBHS Ha TEXHUYECKHUE CpeICTBA 00pabOTKH
uH(popMaluy, B pe3yabTaTe KOTOPOTO HApyIIaeTcsl UX PyHKIIMOHUPOBAHUE;

€) BO3MOXKHOCTh  HE3aMEIJIUTEIIBHOIO  BOCCTAHOBJICHHsS  WH(OpMAIUH,
MOAU(UIIMPOBAHHON WM YHUYTOXKEHHOW BCIIEICTBUE HECAHKIIMOHUPOBAHHOTO
JOCTYyTa K HEW;

) TIOCTOSIHHBIH KOHTPOJb 3a O0OECIICYCHHEM YypPOBHS 3allUIICHHOCTH
uHpopManuu.

118. Hapymenue tpebGoBaHuii To 3amuTe WH(POpMAIMU BiIeYeT 3a COOOMU
HACTYIUJIEHUE OTBETCTBEHHOCTH B COOTBETCTBUU C JEHCTBYIOIINM 3aKOHOIATE€ILCTBOM
[IpuanectpoBckoit MonnaBckoi PeciyOnuku.

119. B apXuBOXpaHWIHIIAX BCE BUIBI pa0OT C AIEKTPOHHBIMU TOKYMEHTaMU
MIPOBOJISITCS] IPU OTPAHUUYEHHBIX YPOBHSIX OCBEIICHUSI.

120. Ilpm xpaHeHWH OJIEKTPOHHBIX JIOKYMEHTOB Ha CcepBepax apxwBa
OpraHu3alMy CJEeNyeT PYKOBOJACTBOBATHCS TpPeOOBAHUSAMU (UPM-U3TOTOBUTENICH
CEpPBEPHOT0 00OPYAOBAHUS.

121. Tlpu xpaHEHUH SIEKTPOHHBIX JOKYMEHTOB Ha JJIEKTPOHHBIX HOCHTEIISIX
c onmHOKpaTtHOW 3amuchkio (omrtmueckme gucku CD, DVD) ycranaBmuBarorcs
PEKOMEHAYyEeMble  TMPOU3ZBOAUTENEM  MapaMeTpbl  TEMIIEPATYPHO-BIAXKHOCTHOTO
pexuMa.

122. KoHTpoNb TEXHHYECKOTO COCTOSHHUS DJICKTPOHHBIX JTIOKYMEHTOB
U (PHU3UYECKOTO COCTOSIHHS HOCUTENIeW NpoBOIUTCS He pexe 1 (omHoro) pasa
B 3 (TpHM) TONA.
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123. Tlepe3anuch AIEKTPOHHBIX JOKYMEHTOB Ha HOBBIC DJIEKTPOHHBIC HOCUTEIH
C OJTHOKpaTHO# 3anuckio (ontrueckue nucku CD, DVD) pekoMeHIyeTcs MPOBOIUTH
He pexe 1 (ogHOr0) pasa B 5 (1msTh) JIeT.

124. B cnydae W3MEHEHHS NPOTPAMMHO-AIMIIAPATHOW Cpeabl W BBIXOJA
U3 YHNOTPEOJICHUS KOMMBIOTEPHBIX (OPMATOB W/WIM TOBPEKICHUS HOCHUTEIIS
nHpopMalM  BEIOMCTBEHHBIH  apXuMB  OpraHM3alMd  MPOBOJUT  pPabOTHI
110 KOHBEPTUPOBAHUIO JIEKTPOHHBIX TOKYMEHTOB B HOBbIE (DOPMATHI H/UIIU MUTPALIUH
(mepe3amnucu) Ha HOBBIC HOCUTEH WH(OPMALINH.

125. M3MeHeHHE KOJIMYECTBA CIMHHI] XpaHCHHS W/WIM HHGOPMAIMOHHOTO
o0beMa SIEKTPOHHBIX JOKYMEHTOB B pe3yJibTaTe KOHBEPTUPOBAHUS WJIU MEepe3arucu
Ha HOBBIEC JICKTPOHHBIE HOCUTENHN (PUKCUPYETCA B aKTE€ O MUTPALUM U MEpe3anucu
AIIEKTPOHHBIX TOKyMEHTOB cornacHo [Ipunoskennro Ne 9 k Hactosmemy [lomoxxenuro.

126. dakT mpoBeneHUS KOHBEPTHUPOBAHHS WM TIEpPEe3alliChd HAa HOBBIC
AIEKTPOHHBIE HOCUTENU (PUKCUPYETCSI B HOBOM HTOTOBOM 3aMKMCH OMUCH, JIUCTE (DOH/IA,
MOSICHUTENIBHOM 3aluCKe K MaclopTy BEJOMCTBEHHOTO apXuBa OpraHu3alvd U B
KypHAJle y4eTa MUTpaluil U epe3anuceil 3JEKTPOHHBIX IOKYMEHTOB.

127. Xypnan ydera Murpanuid W Tepe3anuceld 3JIEKTPOHHBIX TOKYMEHTOB
cormacHo [Ipmwmoxenuto Ne 10 & wHactosmemy IlomoxkeHuro — sIBIsieTCS
BCIIOMOTATEIbHBIM YYETHBIM TOKYMEHTOM BEIOMCTBEHHOI'O apXUBa.

12. Tlopsimok mepenadu dIeKTPOHHBIX JOKYMEHTOB
B FOCYapCTBEHHBIN apXUB

128. TocymapcTBeHHBINi apXWB  OCYIIECTBISAET TMPHUEM  DIICKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUU C IUIAHOM-Tpa)UKOM, COCTaBIE€HHBIM C YYE€TOM
YCTAHOBJIEHHBIX CPOKOB IMI€PENAauM HJIEKTPOHHBIX JOKYMEHTOB HA MOCTOSIHHOE
XpaHEHHE, COTJIACOBAHHBIM C OPraHU3AUAMU-UCTOYHUKAMU KOMILJIEKTOBAHUSL.

DJIEKTPOHHBIE JOKYMEHTBHI HCTOYHUKOB KOMIUIEKTOBAHHS IPUHUMAKOTCA
B TOCYJIApCTBECHHBIM apXWB B YHOPSAOYEHHOM COCTOSIHUM C COOTBETCTBYIOIIUM
HAay4YHO-CIIPAaBOYHBIM anmaparoM. HaydHo-cipaBOYHBIM ammapar MNpeacTaBIsAeTCS
B 3JIEKTPOHHOM (hopMe U Ha OyMaKHOM HOCHUTEJIE.

129. T'ocynapCTBEHHBIN apXWB MPUHUMACT SJICKTPOHHBIE JIEJa, DJICKTPOHHBIC
JOKYMEHTBl TOCYJapCTBEHHOM dacTu ApxuBHoro ¢onaa IlpugHecTpoBCcKoii
MonnaBckoii PecniyOnuku mo MCTEUEHUH MPENETbHBIX CPOKOB HMX BEJOMCTBEHHOTO
XpaHEHHs B OpraHax TOCYJAapCTBEHHOW BJIACTM W YNOPABICHHUS, MECTHOTO
CaMOYIIPaBJIEHUS U OPraHU3aAIUsX.

130. locpouHbIit TpHeM 3JEKTPOHHBIX JOKYMEHTOB MOKET OBITh OCYIIECTBIICH
IIpA yIPO3€ yTpaThl JTOKYMEHTOB WM JIMKBUAAUUM HCTOYHHUKA KOMIUJIEKTOBAHUS
(IMKBHIALMSL OpraHa TOCYAapCTBEHHOW BIACTU U YIPaBICHUS, JUKBUIALUS
OpraHW3allid, CMEPTh TPAKIAHWHA) TPH  OTCYTCTBUU  IPABONPECMHHKA
Y BBIIIECTOSIIECTO OpraHa TOCYJAapCTBEHHOM BJIAcTH W ympasieHus. lIpomienue
CPOKOB JIONYCKAEeTCA B BHUJE HCKIIOUCHHS B CIIy4yae HEOOXOJUMOCTU MPAKTUYECKOIO
WCMOJIb30BAHUS JOKYMEHTOB OPraHM3alMedl WIM OTCYTCTBHS  BO3MOKHOCTH
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(TuTomaay, TEXHUYECKUX CPEACTB) y TOCYAapCTBEHHOTO apxXWBa JUIS TpHeMa
AIEKTPOHHBIX TOKYMEHTOB.

131. Tlpm mepBOM TIpHeMe DJJICKTPOHHBIX JOKYMEHTOB OT HCTOYHHKA
KOMIUICKTOBAaHHUs MPUHUMACTCS HCTOpPHUECKas crpaBka (Ha OyMa)kKHOM HOCHTEIIE
3 (tpum) »oK3emIuApa W B BHIAE (ailIoB HAa  AJICKTPOHHOM  HOCHTEIIE)
o ¢donmoobOpazoBarene u (¢oHAE, KOTOpas 3aTeM JIOMOJHSICTCS CBEACHUSIMU
00 HM3MEHEHUSX B Ha3BaHWM, (QYHKIUSAX, CTPYKType opranuzauuu. JlomoaHeHus
K HMCTOPUYECKOW CIIPaBKE MPEICTABIAIOTCS B TOCYJApCTBEHHBIN apXWB BMECTE
C K0 3aKOHYEHHOW OMUCHIO.

132. TloaroTtoBka SJEKTPOHHBIX JOKYMEHTOB K Iepefadye Ha TOCTOSHHOE
XpaHEHUE B rOCY/IapCTBEHHBIN apXUB BKIIIOYAET:

a) TOATOTOBKY O3JICKTPOHHBIX JOKYMEHTOB K 3allUCH Ha JJICKTPOHHBIC
HOCHTEIIH C OJTHOKpaTHO# 3anuchio (ontuueckue qucku CD, DVD);

0) MpOBEpKYy Ha HAJIUYHE KOMITBIOTEPHBIX BHUPYCOB M JAPYTUX BPEIOHOCHBIX
porpaMm;

B) TPOBEPKY (HU3MUECKOTO W TEXHUYCCKOTO COCTOSIHHS SJICKTPOHHBIX
HOCHTENIEH C OJHOKpaTHOM 3amuchio (omrmueckue gucku CD, DVD),
MpeaHA3HAYCHHBIX ISl 3aMHCH JJIEKTPOHHBIX JOKYMEHTOB,

r) 3amuCh  SJCKTPOHHBIX  JIOKYMEHTOB Ha  DJICKTPOHHBIC  HOCHTEIH
C OJHOKpaTHOM 3anmuckio (ontuyeckue aucku CD, DVD);

1) TPOBEPKY KadecTBa 3allMCH W  BOCIPOHU3BOJUMOCTH  JJICKTPOHHBIX
JIOKYMEHTOB;

€) TMOATOTOBKY KOMIUIEKTa COMPOBOJUTEIBHON JOKYMEHTAIlMU K Tepeaade
ANEKTPOHHBIX TOKYMEHTOB Ha MTOCTOSIHHOE XpaHECHUE.

133. DJeKTpOHHBIE MOKYMEHTBHI TEPEHAl0TCS B TOCYIAPCTBEHHBIA apXuB
B (hopMaTax apXMBHOT'O XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB B BUJE 000COOIECHHBIX
(haitnos.

134. dopmarbl apXWBHOTO XpaHEHHUS 3JEKTPOHHBIX JOKyMeHTOB. Portable
Document Format (pdf), eXtensible Markup Language (XML).

135. DnekTpoHHBIE ITOKYMEHTHI, pPa3MEIICHHBIE B JJICKTPOHHBIX Jeiax
(IMpeKTOpHUsIX-Ieliax), IepeaaroTCs B rOCYIapCTBEHHBIH apXUB B BUAC KOHTCHHEPOB
ANEKTPOHHBIX TOKYMEHTOB.

136. KoHTeliHep 3ME€KTPOHHOTO JTOKYMEHTA, MOATOTOBIICHHBIN IS Tepeaadn
B TOCYJIaPCTBCHHBIN apXHB, MPEACTABIACT COO0M Zip-apXuB (ZIp-manky 0e3 cHkaTus).

137. B KoHTEHHEp AJIEKTPOHHOTO JOKYMEHTA BKIFOUAIOTCS

a) OSJCKTPOHHBIA JOKYMEHT B (QopMaTe apXWBHOTO XpaHCHHUS CO BCEMHU
OTHOCSIIIIUMUCS K HEMY IPUIOKECHUSIMU;

0) (ailsbl PJCKTPOHHBIX MOIHCEH;

B) ¢aiuiel  TPOBEPKHM  IJCKTPOHHBIX  IMOAMHCEH,  MMOATBEPXKIAIONINC
MOJIOKUTENbHBIA PE3yNbTaT MPOBEPKH IJICKTPOHHOM MOJIMUCH;

r) ¢aiyi MeTaJaHHBIX d3JIEKTPOHHOTO JOKyMeHTa B ¢opmare XML,
BKJIIOYAIOIIUN PEKBU3UTHL PETHCTPAIMOHHO-KOHTPOJBHBIX (OPM 3JIEKTPOHHOTO
JIOKYMEHTA.
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138. Nms koHTelHEpa JIEKTPOHHOTO TOKYMEHTa BHYTPH AJICKTPOHHOTO Jena,
COOTBETCTBYIOIIETO HOMEHKJIaType nen OpraHu3aIuy, MIPUCBANBACTCS
0 CIEIYIOLIEH CXeMe:!

«rrrr_MM_ 949 NeNe-NeNe  NeNeNeNex.

PacmindpoBka cxeMbl NPUCBOCHUS HMEHU KOHTEMHEpA SIEKTPOHHOIO
JIOKYMEHTA

a) «ITIT_MM_4Y4Y» — JlaTa PErUCTPaldy JOKyMEHTa B (popMaTe «ITTT» — TOJI,
«MM>» — MECHII, KYY» — YHCTI0);

0) «NeNoe-NeNoe NoNeNeNo» — perucTparidOHHBIN HOMEpP JOKYMEHTA.

[Tpumep nmenn snexkTpoHHOTO MokymeHTa: «2017_01_24 01-15 0365».

139. OcobeHHOCTH TPUCBOCHHSI IMEHU KOHTEIHEPA SJIEKTPOHHBIX TOKYMEHTOB
MIpU MOATOTOBKE K Mepeaye B roCyJapCTBEHHBIN apXUB!

a) TpU MPUCBOCHUM HOMEpa JOKYMEHTa COJAEPIKAIIEro CHMBOJ JIpoOm «/»,
3aMEHSETCS] HA CUMBOJI HUYKHETO TOTUYEPKUBAHUS «_»;

0) CHMMBOJ TOYKHM «.» B WMeHH (haiia HE HCIOIB3YyeTCs, a 3aMEHSICTCS
CHUMBOJIOM HUYKHETO MOTUYEPKUBAHUS «_».

140. TIpu moAroToBKEe K Tepeaade B TOCYNApCTBEHHBIN apXUB SJCKTPOHHBIC
7iena, SJEKTPOHHBIE JOKYMEHTHI 3alUCHIBAIOTCA HAa 00OCOOJEHHBIE 3JIEKTPOHHBIC
HOCHUTEIM C OJHOKPAaTHOH 3amuchio mHpopmarmu (ontuueckue aucku CD, DVD)
B COOTBETCTBUU CO CIIEYIONICH (aliioBO CTPYKTYpPOK:

a) TUpeKTOopHs ¢ HoMepoM (oH/a.

Nmst nupexTopun ¢ HoMepoMm (oHAA MPUCBAUBAETCA IO CIEAYIOLIEH cXeMme:
«DNeNoNoNo».

[Tpumep: ®O083,;

0) OITUPEKTOPHS C HOMEPOM OITUCH.

NMst moaiupeKkTopruu ¢ HOMEPOM OIUCHU MPUCBAUBAETCS O CIIEIYIOIIEH cxeMe:
«OnNoNo»,

[Tpumep: On01,

B) B IOJJUPCKTOPUU C HOMEPOM OIMCH CO3JACTCSI JAUPEKTOPUS C HOMEPOM
AIEKTPOHHOTO Jea.

NMst  gupektopur C  HOMEPOM  AJIEKTPOHHOIO Jeja  I[PUCBauBaETCs
no ciaenytromen cxeme: «INoNoNeNo»,

[Tpumep: 10005.

Homep ¢onaa, HOMep omucu, HOMEP SJIEKTPOHHOIO Je€Jla MPUCBAUBAIOTCS
JTUPEKTOPUSIM U TOJIJUPEKTOPUSIM B COOTBETCTBUU C OIKCHIO 3JIEKTPOHHBIX JE,
DJIEKTPOHHBIX JTIOKyMeHTOB, ytBepxaeHHoN [[DIIK (BIIK) cooTBeTcTBYyIOMIErO
apXUBHOTO YUPEKICHUS.

Homep »nekTpoHHOro jJena COOTBETCTBYET MOPSAKOBOMY HOMEpY 3allUCH
B OITHCH AJICKTPOHHBIX JIEJT, JJIEKTPOHHBIX TOKYMEHTOB, yrBepkaeHHou [[ITTK (DI1K)
COOTBETCTBYIOIIETO aPXUBHOI'O YUPEIKICHHUSI.

141.  Ilepemaya  DJNEKTPOHHBIX  JI€J,  DBJEKTPOHHBIX  JOKYMEHTOB
B TOCYJJaPCTBEHHBIN apXUB IMPOBOJIUTCSI HA 000COOJIEHHBIX AJEKTPOHHBIX HOCUTEIISAX C
OJTHOKpaTHOM 3anuchio nHpopmarwu (ontuyeckue aucku CD, DVD).
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142. OpraHu3anuu — WCTOYHHUKH KOMIUICKTOBAHUS TEPENAIOT SJICKTPOHHBIC
7ena, SJEKTPOHHBIE JOKYMEHTHI B TOCYAApPCTBEHHBIM apXWB Ha COOCTBEHHBIX
ANEKTPOHHBIX HOCUTEISX.

143. Opranumzanuei, TMepenaroniell dAJICKTPOHHBIE Jeia, JJICKTPOHHBIC
JOKYMEHTBI B TOCYJApCTBEHHBIA apXuB, Ha KaXKJblii 000COOJEHHBIN AJIEKTPOHHBIM
HOCHUTEJb COCTABJISIETCA BEIOMOCTH JJICKTPOHHOTO HOCUTENSA C 3aMUCHhI0 COTJIACHO
[Mpunoxennto Ne 11 k Hactosmemy Ilonoxkenuto. BenomMocTh 37€KTPOHHOTO
HOCHTEJIS C 3amuchio (Ha OymMakHOM Hocutele 2 (Ba) SK3eMIuisipa U B Buje (aiioB
Ha 3JICKTPOHHOM HOCHTEJIC) MepeacTcsl ¢ 000COOICHHBIM AJICKTPOHHBIM HOCUTEIIEM
IIpU Niepeaade Ha TOCYAapCTBEHHOE XpaHEHUE.

144. Kaxnapiii 000COOIEHHBIN AIEKTPOHHBIN HOCUTEIb MTOMENIAeTCs B QyTIIsp U
cHaOxkaeTcsa PpOHTATBbHBIM BKJIAJBIIIEM, HA KOTOPOM YKa3bIBAIOTCS:

a) HAMMCHOBaHHUEC apXHBA;

0) HamMeHOBaHHUE OpraHu3anuu (IIOJHOE, COKPAIEHHOE);

B) apXUBHBINA MIU(P SAMHHIIBI XPAHCHHS;

I) HHJIEKC JICKTPOHHOTO JCIa;

1) 3aroJjoBOK AJICKTPOHHOTO JCJIa;

€) KpailHWe JAaThl TOKYMEHTOB JJICKTPOHHOTO JICIIa;

) J1aTa 3aIlliCH 3JICKTPOHHBIX JOKYMEHTOB Ha HOCHTEIIb,

3) npu HEO0OXO0JUMOCTHU JeNarTCs JIOTIOJIHUTEIIbHbBIE OTMETKHU
00 OrpaHUYEHUH JOCTYIA K JOKYMEHTaM U JIpyTHE.

Bxnaasimn nomemaercss B GyTiasip pu3HUecku 000COOJIEHHOTO 3JIEKTPOHHOIO
HOCHUTEIII TaKUM 00pa3oM, 4TOOBI HAJMUCH HAa HEM OBUTM BUIAHBI MPH 3aKPHITOM
byTspe.

Haamucn Ha Biiagpimmax medataroTcs. Bo3MOXHO HCTOIB30BaHHE IITAMIIOB
U IPYTHX aHAJTOTUYHBIX CPEJICTB.

145. ConpoBoauTenbHasi JTOKYMEHTAIlUsl OIKMCHIBAET DJJICKTPOHHBIE Jea,
ANIEKTPOHHBIE TOKYMEHTHI, MOJITBEPKIAET UX MOJJIUHHOCTD U IIEJIOCTHOCTb.

146. B KOMIUIEKT COMTPOBOUTEIHHONU TOKYMEHTAITUN BXOIAT:

a) BEJIOMOCTH 3JICKTPOHHOTO HOCHTENS C 3amuchio (Ha OyMaKHOM HOCHTENE
2 (mBa) sk3eMIuIsipa W B BHJe (DAijioOB Ha JJIGKTPOHHOM HOCHTEJE) COTJIACHO
[Tpunoxennto Ne 11 k Hacrosimemy [lonoxenuto;

0) ymoctoBepsromui JiicT (Ha OyMaXHOM HOCHUTENIe W B BHIC (ailyioB
Ha DJICKTPOHHOM HOCHTENE), COJCPKAIIUi KOHTPOJBHBIC  XapaKTCPUCTHUKU
MepeIaBaeMbIX AJIEKTPOHHBIX TOKYMEHTOB,

B) aBTOMAaTHU3MPOBAaHHAsS HWH()OPMAIIMOHHO-TIOMCKOBAsl cHcTeMa (KOMILIEKCHI
DJICKTPOHHBIX CIPABOYHUKOB, HH()OPMAIIMOHHO-TIOMCKOBBIE CHCTEMBI M JIPYTHE)
K Mepe/laBaeMbIM JIEKTPOHHBIM JIOKYMEHTaM, MpeaHa3HaueHHas s 3((HEeKTUBHOTO
MOKCKa IOKYMEHTOB U HH(OpMarwu (IpH HAJIUYNN);

r) CHCHHATU3UPOBAHHOE MPOrPAMMHOE 00eCIIeYCHHE K aBTOMATU3WPOBAHHOMN
UH(POPMAITMOHHO-TIONCKOBOH crucTeMe (MPU HATWYHH).

147. DnexTpoHHbIE JOKYMEHTHI MEPENAlOTCd B TOCYJApPCTBEHHBIA apXUB
C CONPOBOJUTENbHBIM MUCHMOM, B KOTOPOM YKa3bIBalOTCSA HOMEpA M Ha3BaHUE
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omucel, JOKyMEHThI, BXOJSIINE B KOMILIEKT COTPOBOIUTEILHOM IOKYMEHTAIUH, BU]T
HOCHTEJEH.

148. DnexkTpoHHBIE  JeNa, AJEKTPOHHBIE  JOKYMEHTBHI  IepefaroTCs
B TOCYJapCTBEHHBIN apXUB BMECTE C ONMUCSIMHU Ha OyMakHOM Hocutele B 3 (Tpex)
AK3EMIUIApPax U B BUje (aiiioB HA AIEKTPOHHOM HOCHUTETE.

149. DnexTpoHHBIE JeNa, OSJIEKTPOHHBIC JOKYMEHTHI  MPHUHUMAIOTCS
B TOCYJIapCTBEeHHBIN apxuB 1o yrBepxacHHbIM [[DIIK (BI1K) omucsam 37meKTpOHHBIX
JIe1, DJIEKTPOHHBIX JOKYMEHTOB.

150. B rocymapCTBEHHOM apXuBe TpPH TMPHUEME JIIEKTPOHHBIX JOKYMEHTOB
MIPOBEPSIOTCS:

a) (U3NIECKOE U TEXHUIECKOE COCTOSHHUE JICKTPOHHBIX HOCUTEIICH;

0) HaTuuMe eJWHUIl XPaHCHWs W CJWHUI[ Yyd4eTa OJJIEKTPOHHBIX JIel,
AIEKTPOHHBIX TJOKYMEHTOB YKa3aHHBIX B OIKCH,

B) TIOJUTMHHOCTbH M IEJIOCTHOCTD TIEPEIaBAEMBbIX 3JICKTPOHHBIX JJOKYMEHTOB,;

I) KOMIUIGKTHOCTh W TPABUIBHOCTH COCTaBJICHHS  COMPOBOJUTEIBHON
JIOKYMEHTAIINH.

151. Ha Bcex sK3eMIuIsipax OMUCH JIENAI0TCS OTMETKU O MIPUEME IIEKTPOHHBIX
JIeN1, DJIEKTPOHHBIX TOKYMEHTOB B TOCYAapCTBEHHBIN apXUB.

152. TlpueM DSJCKTPOHHBIX JOKYMEHTOB B TOCYIapCTBCHHBIM apXUB
o opMIISIETCSI aKTOM ITpUEMa-TIepeIauu SIEKTPOHHBIX JIE], SJIEKTPOHHBIX TOKYMEHTOB
Ha roCy/1apCTBEHHOE XpaHEHHE COTJIACHO [Ipunoxxenuto No 12
K Hacroswemy llonoxenuro.

153. Ilpu mpumeme MOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHWE B CIydae
OTCYTCTBUS €IMHULl XPAHCHUS, €AMHUIL yU€Ta, YKa3aHHBIX B OMUCH SJIEKTPOHHBIX JIE,
ANEKTPOHHBIX TOKYMEHTOB, COCTaBJISETCS HOBAsi UTOTOBAs 3aUCh OMHUCH.

Homepa oOTCyTCTByIOIIMX €IWHUII XPAHEHWS, E€JUHUIl y4eTa U MPUUYUHBI
OTCYTCTBUSI OrOBapUMBAIOTCS B aKTe MpHeMa-liepefadyd dJIEKTPOHHBIX  Jed,
ANEKTPOHHBIX TOKYMEHTOB Ha TOCYJapCTBEHHOE XPaHEHHUE.

154. BegoMCTBEHHBIN apXUB OpraHU3alMy MPUHUMAET MEPbl IO OpPraHU3aAINU
pO3bICKa HE TMOCTYNUBIIMX HAa TOCYAAapCTBEHHOE XpaHEHUE DJIEKTPOHHBIX e,
ANEKTPOHHBIX TOKYMEHTOB.

155. AxT cocraBisieTcss Ha OyMaKHOM HOcHTelde B 2 (IBYX) 3K3eMIUIIpax
U BHJie (pailyIoB HA 3JIEKTPOHHOM HocHTese. 1 (0uH) SK3eMIUIAp akTa Ha OYyMaKHOM
HOCHTEJIC OCTaeTCs B TOCYIapCTBEHHOM apxuBe, 1 (0JIMH) — B OpraHn3aIny.

156. B cimydae HenpaBWIBHON MOJATOTOBKH COMIPOBOIUTEIIBHON TOKYMEHTAIIUN
000CO0JICHHBIE  DAJIEKTPOHHBIE  HOCUTEIM C  DJIEKTPOHHBIMH  JOKYMEHTaMH
BO3BpAIAIOTCS B OPraHU3aLMI0 Ha TOPaOOTKY.

157. Bce paboThl, CBsi3aHHBIE C TMOATOTOBKOW W Tepeaadyeil 3JIeKTPOHHBIX
JIOKYMEHTOB Ha TOCTOSIHHOE€ XPaHEHUE B TOCYJIAPCTBEHHBIM apXuB, BBIMOJHSIOTCS
3a CUET OpraHu3aluii, CAAIOIUX JOKYMEHTHI.
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13. Iopsok mpencTaBiaCHUS CBEACHUI
W3 apXUBOB 3JICKTPOHHBIX JOKYMEHTOB

158. Hcnonp3oBaHue AIEKTPOHHBIX JOKYMEHTOB — MPUMEHEHNE WH(pOopMaIun
aApXUBHBIX SJIEKTPOHHBIX JOKYMEHTOB B KYJIBTYPHBIX, Hay4YHBIX, MOJUTUYECKUX,
AKOHOMMYECKUX LENAX, Il 00eCleueHUs 3aKOHHBIX MHTEPECOB rpaxaaH, 0OIIECTBa,
rocy/1apcTBa.

159. OcHoBHBEIMH (OpMaMH HWCIOIB30BAHMS JJIEKTPOHHBIX JOKYMEHTOB
SIBJISIFOTCSL .

a) uH(bOPMAIMOHHOE 00eCIeueHUE M0JIb30BATE/ICH B UNTAILHOM 3aJI¢;

0) WCIONHEHHE 3ampocoB (PH3MYECKHX W IOPUAMYCCKUX JIUI, B TOM YHCIIC
COIMATBLHO-TIPABOBOTO XapaKTepa,;

B) BbIJla4a KOMHW OJJICKTPOHHBIX JOKYMEHTOB IO 3ampocaM (PH3UYIECKHX
U IOpUTUYECKUX JIUII;

r) BbIJa4a KOIMUH 3JCKTPOHHBIX TOKYMEHTOB B CTPYKTYPHBIC TOPa3ICICHUS
OpraHu3alyy U CTOPOHHUE OpraHU3aluu;

1) OpraHu3amms  JOCTyna K  JJCKTPOHHBIM  JIOKYMEHTaM  4epe3
MH()OPMAIIMOHHO-TEIEKOMM YHUKAITUOHHBIE CETH.

160. ApxuBHBIE YUPEKICHUS TPEICTABISIOT KOIUH JJICKTPOHHBIX JOKYMEHTOB,
HE coepKalluX HHPOPMAIIMN OTPAHUUYEHHOTO T0CTYyIA.

161. B cimydasx, korja IedCTBYIONIUM 3aKOHOAATEIbCTBOM [IpumHecTpoBCKOM
MonnaBckoit PecnyOnuku mnpeaycMaTpuBaeTcsi HEOOXOJMMOCTbh MPEACTaBICHUS
KOMMMK JOKYMEHTa, JOIYyCKaeTcsl TMpeJICTaBICHUE OpUTHHAlIa 3JEKTPOHHOIO
JOKYMEHTA. DJIEKTPOHHBIA JIOKYMEHT MPEJICTABIISIETCS Ha A3JIECKTPOHHOM HOCHUTEINE
160 yepe3 nHHOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHBIE CETH.

162. ®akT BhIIaYM KOMUN JIEKTPOHHBIX JOKYMEHTOB (PMKCHUPYETCS B KypHAJE
BBIJJAYU JJIEKTPOHHBIX JJOKYMEHTOB.

163. [loctyn mosp3oBaTeieil K SICKTPOHHBIM JOKYMEHTaM OTPaHHYEHHOTO
JIOCTYTAa OCYUIECTBIISETCS C y4eTOM TpeOOBaHUM, YCTAHOBJIEHHBIX JEHCTBYIOIIUM
3akoHoAaTeNbcTBOM [IpugnectpoBckoit Monnasckoi PeciyOnuku.
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IMpunoxenne Ne 1

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

(HaMMEHOBaHUE OPraHU3aL1H)

YTBEPXJIAIO

(HanmeHoBaHNE TODKHOCTH PYyKOBOJHUTEISI OPraHU3aLINH)

(momrmics) (pacumdpoBKa Mo IicH)
« » 20 T.
(mara)

Dong Ne
Omuce Ne

3H€KTpOHHbIX ACJI, SJICKTPOHHBIX JOKYMCHTOB
MMOCTOSIHHOT'O XpAaHCHU

3a roa
Ha3zBaHue paszena (CTPyKTYPHOIO IIOZIpa3ieiICHHs] OPraHM3alim)
Ne Neen. | Neen. | WMupmekc Haumenosanue | Kpaitnue | Koin Komm Komm Pasmep dopmar Cocras IIpume
n/n xpaHe | ydera | aena (en. paszuenos, JIaTh 4eCTBO 4eCTBO gectBo | (M0aiit) | gaHHBIX TEKCTOBOU JaHHe
HUS ydera) 3arOJIOBKU Jel nen (ex. nanok/ | 3ammceit COIIPOBOJIH
(em. yuera) yuera) taiinos | (st 6a3 TENBH O
JIaHHBIX) JIOKyMEHTa
U
1 2 3 4 5 6 7 8 9 10 11 12 13

B nanHbIi pa3nen onucH BKIOYEHO!
€/l. XpaHEHHH,

(umbpamMu 1 MPOIHCHIO)

nen (ex. ydaera),

(umbpamMu U MPOIHCHIO)

¢ Ne o Ne ;
B KOJIMYCCTBC.
ITarokxK )

(umbpamMu U MpOIHCHIO)
¢aiinos ,

(umbpamMu U MPOIHCHIO)
o01MM pazmMepom Moaiit

(umbpamMu U MPOIHCHIO)

(HaMMeHOBaHME JTOJKHOCTH COCTABUTEIS OTIHCH) (moxmucs) (pacumpoBka momucu)
(HaMMEHOBaHHUE JIOJDKHOCTH 3aBEAYIOIIEr0 apXHBOM (monmucs) (pacumdpoBka momucH)

OopraHusanuy, Juna OTBETCTBEHHOI'O 3a apan)

(nata)
YTBEPX/IEHO COI'NTACOBAHO
IIporokous DIIK rocyaapcTBeHHOTO apxuBa IIporokos DK opranuzauun
oT Ne oT Ne

dopma roJIoBOro pasjena CBOJAHON OMUCH 3JIEKTPOHHBIX Jel,

JOKYMEHTOB TIOCTOSIHHOTO XpaHCHUS
dopmar A4 (210 x 297)
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IMpunoxenne Ne 2

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

(Ha3Banue rocynapCTBEHHOTO apXUBa)

(Ha3Banwue opranu3zariym)

Dong Ne
Omuce Ne

(Ha3Banwue omnucu)

(Kpaitnue nater)

(DopMa TUTYJIBHOT'O JIMCTA OIMUCH 3JICKTPOHHLIX ACJ, JOKYMCHTOB

dopmar A4 (210 x 297)
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IMpunoxenne Ne 3

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

YTBEPXJIAIO

(HanmeHoBaHNE TODKHOCTH PYyKOBOJHUTEISI OPraHU3aLNH)

(momrmics) (pacumdpoBKa MoIITHICH)

« » 20 I.

(mara)

Donmg Ne
Omuce Ne

DJNEKTPOHHBIX JIeJT, JJICKTPOHHBIX JOKYMEHTOB
BpemenHoro (cBaitie 10 yieT) xpaHeHus

3a roj
HasBauue pasgena (CTpyKTYpPHOTO Opa3eeHust OpraHu3alim)

Ne Neen. | Neen. Wnnexc |3aromoBok |Kpaiinme| Cpok Komu Komu Kommaectso Pazmep ®dopmar Cocras IIpume
n/m [xpaHeHus|] ydera | nema (ex;. | menma (end. JaThl | XpaHEHHUS | YECTBO 4ECTBO sammcedt (oot | (M6aiiT) | maHHBIX TEKCTOBOH | 4aHHe

yuera) yuera) nen (en. narok/ 6a3 JaHHBIX) COMpPOBOIH

yuera) (aiinos TEIbHOMI
JIOKYMEHTa
LHH
1 2 3 4 5 6 7 8 9 10 11 12 13 14

B nannbIi pa3nen onucH BKIOUYEHO!
€/l. XpaHEHHH,

(umbpamMu U MPOIHCHIO)

nen (ex. ydaera),

(umbpamMu U MPOIHCHIO)

¢ Ne o Ne

B KOJIMYECCTBE:

IIarroK )
(umbpamMu U POIHCHIO)

¢aiinos ,
(umbpamMu U MPOIHCHIO)

o01MM pazMepom Mobaiit

(umbpamMu U POIHCHIO)

(HaMMEHOBaHUE JIOJDKHOCTH COCTABHTEIS OIMCH) (mommucs)

(HaMMeHOBaHHE JOJDKHOCTHU 3aBEIYIOLIEr0 apXUBOM (monmucs)
OpraHu3alnH, JIIAa OTBETCTBEHHOI'O 32 aPXHB)

(nata)
COI'TACOBAHO
[IpoToxon DK opranuzanuu
oT No

(pacumpoBka moucu)

(pacimdposka moucu)

dopMma roIoBOro pazjena CBOJAHON OMUCH 3JIEKTPOHHBIX Jel,

JTOKYMEHTOB BpeMeHHOTO (cBbie 10 net) xpaneHus
dopmar A4 (210x297 mMm)
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(HaMMEHOBaHUE OPraHNU3aL1H)

[Mpunoxenne Ne 4

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

YTBEPXJIAIO

(HanmeHoBaHNE TODKHOCTH PYyKOBOJHUTEISI OPraHU3aLInH)

(mormucs) (pacumdpoBka moucu)
« » 20 r.
(mara)
Donmg Ne
Onuce Ne
3HeKTpOHHBIX JCJI, SHCKTpOHHBIX I[OKYMGHTOB
10 HI/IqHOMy COCTaBy
3a roja
HasBaune pasgena (CTpyKTYpPHOTO Opa3eNeHust OpraHu3aliy)
Ne Ne en. Ne en. Wnnexc |3aromoBok | Kpaitaue Cpok Komu Komn  [KommuectBo| Pasmep dopmar Cocras IIpume
n/n xpaHeHus | ydera | gema (en. | menma (en. JIaThl XPaHEHHs |4eCTBO JIe| YECTBO samnceit | (MOaift) | JaHHBIX | TEKCTOBOIL JaHHe
yuaera) yuera) (ex. yuera) | marok/ (nns 6a3 COMpPOBOIH
(aiinos JTAHHBIX) TEIbHOI
JIOKYMEHTa
LHH
1 2 3 4 5 6 7 8 9 10 11 12 13 14

B nanHbIi pa3nen onucH BKIOYEHO!

(umbpamMu 1 POIHCHIO)

(umbpamMu 1 MpOIHCHIO)

€/l. XpaHEHHH,

aen (ex. yuera),

(pacumpoBka moucu)

¢ Ne o Ne
B KOJIMYECCTBE.
ITarokxK )
(umbpamMu U MPOIHCHIO)
¢aiinos ,
(umbpamMu U MPOIHCHIO)
o01MM pazmMepom Moaiit
(umbpamMu U POIHCHIO)
(HaMMEHOBaHUE [IOJDKHOCTH COCTABHTEIS OIIHCH) (mommucs)
(HauMeHOBaHHE TOJKHOCTH (moxmucs)

PYKOBOAHTEIIS CILy>KOBI KaIpOB)

(mata)
COI'TACOBAHO
[IpoToxon DK opranuzanuu
oT No

(pacimdpoBka moucu)

dopMa roJIoBOro pazjena CBOJAHON OMUCH 3JIEKTPOHHBIX Jel,
JOKYMEHTOB 110 JUYHOMY COCTaBY

dopmar A4 (210x297 mMm)
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IMpunoxenne Ne 5

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

(HaMMEHOBaHUE OPraHNU3aL1H)

(HaMMEHOBaHUE CTPYKTYPHOrO OPA3ICICHNUS)

VTBEPXJIAIO
(HaumeHOBaHHE  JODKHOCTH — PYKOBOIMTENS — CTPYKTYPHOIO
HOJpa3/IeIeH s)
(momrmics) (pacumdpoBKa MoIITICH)
« » 20 T.

(mara)

OIINCBH Ne
3JIEKTPOHHBIX JE,
3JIEKTPOHHBIX JOKYMEHTOB

No HawnmenoBanue JOKyMeHTa Cpox O6ben KouTposbHast TIpuve
i (BUI TOKYMEHTA, 3ar0JIOBOK Hara XpaHeHus S ME | SyMMa (TI/IHV qaHme
K TEKCTY) JOKYMEHTa KOHTPOJIBHOM
CyMMBI)*
1 2 3 4 5 6 7
Jlemo Neo
(unzmexc nena) (3aromoBok jena)

Kpaiinue natet
O6bem B Mb

B nannyro onuce BHECEHO!
€IMHHUL] YYETA AIEKTPOHHBIX JEM, JIEKTPOHHBIX

(i pamu ¥ TPOITHCHIO)

JOKYMEHTOB ¢ Ne 1o Ne
OO6muit 00BemM MB.
(HaMMEHOBaHHUE JIOJDKHOCTH PYKOBOIUTEIIS (moxrmucs) (pacumdpoBka moucu)

CTPYKTYPHOT'O II0Apa3/ICICHHS)

(nata)
Iepenan €IMHUI] YueTa JIEKTPOHHBIX J1e]1, JOKYMEHTOB
(urpamu ¥ TPOIHCHIO)
o0BbeMoOM MBb.
(HaMMeHOBaHHE JTOJLKHOCTH pabOTHHKA (moxrmucs) (pacumdpoBka moucu)

CTPYKTYPHOT'O II0Apa3/ICICHHS)

(nata)
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[Tpunsin €IMHUI] YYeTa IEKTPOHHBIX JIEJI, HIEKTPOHHBIX JOKYMEHTOB
(i pamu ¥ TPOITHCHIO)

o00beMOM MB.

(HaMMeHOBaHHE JTOJLKHOCTH (moxmucs) (pacumdpoBka moucu)
COTpYAHHKA apX1Ba OPraHU3allHH)

(nata)

* pEeKOMEHyeTCsl MCIOIb30BaThCs Kpuntorpapudeckuit anroputm SHA-256

dopma onuCcH ICKTPOHHBIX JIE], JOKYMEHTOB CTPYKTYPHOTO MO Ipa3Ie/ICHUS
dopmar A4 (210x297 mm)
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IMpunoxenne Ne 6

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

(HaMMEHOBaHUE OPraHNU3aL1H)

YTBEPXJIAIO

(HanmeHoBaHNE TODKHOCTH PYyKOBOJHUTEISI OPraHU3aLInH)

(momrmics) (pacumdpoBKa moIITiCH)
« » 20 T.
(mara)

AKT
No

(mara)

(MECTO COCTaBIICHHUS)

O BBIACIICHHUU K YHUUYTOXKCHHUIO
QJICKTPOHHBIX ACJ, 3JICKTPOHHBIX JOKYMCHTOB,
HC IMOJIC)KAIIUX XPaHCHHUTO

Ha ocnosanun

(HaSBaH]/Ie 1 BBIXOJHBIC JAaHHBIC IIEPEYHS JOKYMEHTOB C YKa3aHUEM CPOKOB HUX xpaHeHm[)
oTOOpaHbl K YHHUYTOXKCHHIO KaK HE HMMEIOIINE HAYYHO-MCTOPUYECKOH HEHHOCTH M YTpPATHBILIUE
MPAaKTUYECKOE 3HaUYECHUE IOKYMEHTHI (hoHIa

(nazBanue honma)

| HasBanue paznena (CTpYKTYPHOTO MO/Ipa3ielICHHs] OPraHU3aI[HH)
Ne 3arooBok Kpaitnue Howmepa Nunexc nena Kon-Bo ex. Kon-Bo Kon-Bo | KommuectBo | ®opmar [  Cpoku Pazmep |[Ipume
n/n Jiena Ui JIaThl omnmceit 10 HOMEHKJIaType XpaHEeHHs nen (en. marox/ | ammceit (unst | JaHHbX | xpanenus | (Mbaiit) |uanne
TPYIIIOBOIt umu Ne enma yuera) (aitnos | 0a3 JaHHBIX) ¥ HOMepa
3ar0JI0BOK 10 ONHUCH crareit
JIOKYMEHTOB 10 mepeyHIo|
1 2 3 4 5 6 7 8 9 10 11 12 13
Htoro ell. XpaHEHMUH, el. yuera
(umbpamMu 1 POIHCHIO) (1mbpamMu 1 MPOIHCHIO)
3a oAbl
B KOJINYECTBE TarokK, ¢aiinos,
00IIMM pazMepom Mobaiit
OHI/ICI/I ACHT NOCTOSAHHOI'O XpaHCHUA 3a roabl YTBCPIKACHBI, IO JIMYHOMY COCTaBYy

coriacoBadsl ¢ DIIK

(HaMMEHOBaHUE FOCYAPCTBEHHOTO apXHBA)

(ITpoTokout oT Ne )

(HaMMeHOBaHHUE JTOJDKHOCTH JIUIIA, (momrmucs) (pacumbposka TIO/IIHCH)
HPOBOAMBLIETO 9KCIEPTU3Y LIEHHOCTH JOKYMEHTOB)

(mata)

COI''TACOBAHO
[IpoToxon DK opranuzanuu
oT Ne
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DNEKTPOHHBIE JOKYMEHTHI B KOJIMYECTBE €/1. XpaHEeHMs],
(umbpamMu 1 MPOIHCHIO)
€a. yuera

(umbpamMu 1 MPOIHCHIO)
B KOJINYECTBE TaroxK, ¢aiinos,
001IMM pazMepom Mobaiit
YHUYTOXKCHBI

(croco6 yHHYTOXKEHHS €]]. XPAHCHHUSI; CIIOCO0 YHHYTOXKCHHUS €11, ydeTa)
(HaMMEHOBaHHUE JOJDKHOCTH PabOTHHKA, (mommucs) (pacumdpoBka momucH)

HPOBOJMBIIETO YHUYTOKEHHE JOKYMEHTOB)
(nata)

N3menenus B YYCTHBIC NOKYMCHTBI BHCCCHBI.

(HaMMeHOBaHHE JOJDKHOCTH PabOTHUKA apXUBa, (momucs) (pacumdpoBka momucH)

BHECIIETO U3MEHECHUS B YYETHBIC Z[OKyMeHTLI)

(nata)

dopma aKTa 0 BBIJCICHUH K YHUUYTOXXEHUIO
AJIEKTPOHHBIX JIEN1, JOKYMEHTOB,

HE TOJICKAITUX XPAHCHUIO
dopmar A4 (210x297 mm)
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IMpunoxenne Ne 7
k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

VYyeTHas KapTOUKa €AMHULBI y4eTa
3JIEKTPOHHBIX JOKYMEHTOB

HaunmeHoBanue 3aroa0BOK €IUHHIIBI Ne enuHML Otmerka o HannuuK | JlaTa moCTyIUIeHUs
NIOAPa3CIICHNU, yuera XpaHEHUA xonui O]
OT OpraHu3alux
KOTOPBIX HOCTYIHIN
JIOKYMEHTEI
®dopmar Bun HOCHTENS Oo6bem (M6aiiT) Konnuectso Jata co3nanus

3anucei 1t B/]

Cpok XxpaHeHHs

Mecto xpaHeHust

IIpumeuanne

Tlonmuce mmna,
BHECIIIEr0 3aITHNCh

@dopma y4eTHON KapTOUKH €IMHULBI yueTa 3JEKTPOHHOTO TI0KYMEHTa

(sturieBast CTOpoOHa)

®dopmar A5 (148x210 mm)

Bun pabotsr
(Trepe3anmce,
MUTPAIIIH) 15§

No akra HoBprii
MUTpaLyi ¢dopmar
Tepe3anmucu Jara

O0beM
(M6aiir)

HOCHUTCIIA

No eI
XpaHCHUS

Tloanuce
JINILA,
BHECIIIETO
3aI1ch

@dopma y4eTHON KapTOUKH €IMHULBI yueTa 3JEKTPOHHOTO TI0KYMEHTa

(oGopoTHast CTOpOHa)

dopmar A5 (148x210 mm)



(HAaMMEHOBaHUE OPTaHU3AIINH)

KHUT'A
ydeTa MOCTYIJICHUN M BBIOBITHS
AJIEKTPOHHBIX JIOKYMEHTOB

[Mpunoxenne Ne 8

k ITonosxeHnto o rmopsiike npeaCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U HX
XpaHEHHMs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

HaugaTta

OkoH4YeHa
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KHHUI'A YUETA IIOCTYIUIEHMA U BBIGBITUA SJIEKTPOHHBIX JOKYMEHTOB

QUHEBROWHA] |

29

(om1199198 {OMHAIMALOOIT)

@
uourres 9KLe1)) N
11
1%
g ™~
g 9N g We190 ~
=
x
2o rewdog Q
o
o =
g2
= - - o
£ S hA "9 09-1r0)] 9
[+
Q
£
15 dx "o 09-1r0 N
L VM N
=
KI'OLUOOH OJOHHOALMAIrE Tug Q
P TITYT T S PO TSI O]
uourres 9ALe1) PN
9N & We190 b
= d
Tendo I
<
& @ N
Q
o]
o
= bA W0 08-1r0y |
5]
£
) ‘dx 'wo og-roy (X
g —
=
0JOHHOAINOIE ~
rug —
2
£
[} qIN € Wo190 9
= —
> &
< 1)
& i d 0
=) Lewdo
13 — @ A
A
=
3 Z = BA W0 08I0y |
a
£ S =
b <
2 g2 “dx ™
= 5 = X 79 08-1r0y  |N
g =
=) g KIOLUOOH
= [}
s 2 oJoHHOdIMAIrE ~
= M —
E ng
o
qIN € Wo190 H__
2 Lewdo =3
= —
o
=
&
g hA "9 09-1r0)] o
o
[
£
g *dx 7o og-1ro)] ©
S
£
Q
2 KIFOLUOOH
0JOHHOAINOIE ~
rug
‘IroT XIHHOALNAIre XMIMEI90194
MIMM XUIMIEULIALOOI 1916l duHued)] ©
GOLHOWANOY ‘Il XIIHHOAINOIrE
XUMEI90198 UIfd XUMEUIALIOL o
MOMLIO G\ ‘BITHO( 3N\ ‘oMHedERH
IILHOWANOY ‘eIroY 9IIHHOJINOIE
MI190194 UITH UITMIALOOI AWOdO10M o1 <
‘BLHOWANOY elel ‘dOWOH ‘onHedse
I9LHOWAMOY
UrHiALoon o1odorod 1o ‘uHaIAwERdIOn |
uneenHeIdo OMHREOHOWHEH
BMLII0I98 UM BUHOIIALOON BLR]] ~
—

o B
<=

en. yd.,

>
s
o
=
=
=
m >
35
2o
==

(umbpamu 1 IPOIHCHIO)

MB.

ell. Xp. 00beMOM

(umbpamu 1 IIPOIHCHIO)

(uupamu U MPOIHUCHIO)

B TOM 4YHCIIC

el yd.,

MOCTOAHHOI'O XpaHCHUA

(umdpamu 1 IPOIHCHIO)

el1. Xp. 00BeMOM

MB,

(tpamMu ¥ TIPOITHCHIO)

(zrdpamu ¥ TIPOTIHCEHIO)

el y4.,

(mrdpamu ¥ TIPOTIHCEHIO)

BPEMCHHOI'O XpaHCHUA

MB.

el1. Xp. 00BeMOM

(mrdpamu ¥ TIPOTIHCEHIO)

(mrdpamu ¥ TIPOTIHCHIO)

el y4.,

BBIBBIJIO

(mrdpamu ¥ TIPOTIHCHIO)

ME.

el1. Xp. 00BeMOM

(mrdpamu ¥ TIPOTIHCHIO)

(mrdpamur ¥ TIPOTIHCEHIO)



B TOM 4YHCIIC
MOCTOAHHOI'O XpaHCHUA
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(umdpamu 1 IPOIHCHIO)

(urpamu 1 IPOIHCHIO)

BPEMCHHOI'O XpaHCHUA

ell. Xp. 00beMOM

(umbpamu 1 IPOIHCHIO)

(tpamu 1 TIPOIHCHIO)

HaunmenoBanme JOJDKHOCTH JIMIia,
COCTAaBHUBIICTO 'OAOBYTO 3aIMUCh HOZ[HI/ICL

Jara

PyKOBOZ[I/ITCJIL apxuBa OpraHu3anuun HOI[HI/ICI)

Jlara

el1. Xp. 00BeMOM

en. yd.,
MB.
(umbpamu 1 IPOIHUCHIO)
eln. y4.,
MB;

(umbpamu 1 TIPOIHUCHIO)

Pacumdposka nmoamcu

Pacumdposka moamucu

®opmMa KHUTH y4yeTa NOCTYIUICHUS U BBIOBITHS 3JIEKTPOHHBIX TOKYMEHTOB

®opmar A4 (210x297 mm)

(HaMMEHOBaHUE OPraHU3aL1H)



IMpunoxenne Ne 9

k ITonosxeHnto o rmopsiike npeaCcTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U HX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

YTBEPXJIAIO

(HanmeHoBaHME TODKHOCTH PYyKOBOJHUTEINSI OPraHU3aLNnH)

(momrmucs) (pacumdpoBKa moIIIcH)
« » 20 r.
(mara)
AKT
Ne
(mara)
(MecTo CoCTaBIIeHHs)
O MUT'palli U TICpE3alnucu
SJICKTPOHHBIX NTOKYMCHTOB
@onp Ne
(nazBanue Qo)
Omnuce Ne Eunanna yuera Ne
1 2

XapaKTepUCTUKHU 3JIEKTPOHHBIX JJOKYMEHTOB JI0 MUTPAIMH/TIEpPE3arucu:

®opmar

O0wem (MB)

KonunuectBo u Ne enn. xp.

KonunuectBo u Ne ent. yu.

XapaKTepUCTUKHU HJIEKTPOHHBIX JJOKYMEHTOB IOCJIE MUTPALIMH/TIePE3anHCH:

®opmar

O0wem (MB)

KonunuectBo u Ne enn. xp.

KonunuectBo u Ne ent. yu.

PaboTy BBIIOIHUIN:

(HaMMEHOBaHUE JOJDKHOCTH)

(pacumdpoBKa mMoIIICH)

(HaMMeHOBaHHE JTOJKHOCTH)
Paboty npunsin

(pacumdpoBKa Mo IicH)

(HaMMEHOBaHHUE JOJDKHOCTH)

(mara)

N3meHeHnus B YYCTHBIC NOKYMCHTBI BHCECCHBI.

(pacumdpoBKa Mo IicH)

(HaMMEHOBaHHUE JOJDKHOCTH)

(moarics) (pacumdpoBKa MoIITICH)

(HaMMEHOBaHHUE [OJDKHOCTH)

(mara)

(pacumdpoBKa MoIITICH)

®opMa akTa 0 MUIpaLU U [IEPE3AUCHU JJIEKTPOHHBIX JOKYMEHTOB

dopmar A4 (210x297 mMm)
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[Mpunoxenne Ne 10

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

KYPHAJI YUETA MUT'PAIIMU U TIEPE3AITVICH 3JIEKTPOHHBIX JJOKYMEHTOB

Jara Wcxonnple naHHbIE Hosrle nannbie Ne akra TToanuce
Ne . I,
Murpamuu/ No O0veM No O0beM | MHrpanuid u
el.y4. ®dopmar o ®dopmar . | BHecLIEro
nepe3anucu en.xp. (M6aiit) | em.xp. (MB) | mepesanuceit N
1 2 3 4 5 6 7 8 9 10
HToro noasepriiock MUrpaun/Iepe3aricy 3a ron
el. yu., ell. Xp., 00beMOM MB.
(upamu 1 IPOIHCHIO) (umdpamu 1 IPOIHCHIO) (umdpamu 1 IIPOIHCHIO)

HaunmenoBanme JOJDKHOCTH JIiMlia,

COCTaBMBIIEr0 roJI0BYIO 3anuch  Iloanuck PacimgpoBka moamucu
Jlara
3aB. apXUBOM OpraHU3aLUuU [Hoamnuce PactmgpoBka noamucu
Jlara

dopma xypHaia ydeTa MUTPALUU U TIEPE3aIUCH IEKTPOHHBIX TOKYMEHTOB
dopmar A4 (210x297 mMm)
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[Mpunoxenne Ne 11

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

BenomocTts QJICKTPOHHOT'O HOCUTCIIA C 3aIIMChIO

Hanmenosanue n aapec HUCTOYHHUKA KOMILJICKTOBAHUA, NpEaACTABJIAOIICTO
HOCHUTCIIb

1. Tum HoCcuTENS

2. Emxocts (MO0)

3. ®upma-u3roToBUTENb

4. ApxuBHBII UG eAUHULBI XPAHEHUS

5. CBeneHus 0 3aIIMcIX Ha HOCUTETE:

Kon-Bo Jlokanuzanus
Ne Jara en.yueral O6TfeM Ha Homep
HasBanwe ommcu . B Oaiirax/ IMpuMeuanue
/1 3aITHCH ¢aiinos/ M6 SIIEKTPOHHOM OITHCH
Aok HOCHTEJIE
1 2 3 4 5 6 7 8

Hroro:

COBOKYITHBII 00BhEM 3JICKTPOHHBIX JJOKYMEHTOB
(Gaiir).
(umbpamMu U MPOIHCHIO)
B COCTaBe / / eMHUI] yueTa/(PpainoB/manox
(umbpamMu 1 MPOIHCHIO)
Bcero ke conepxur: / ¢aiinos/mamnox
(umbpamMu U MPOIHCHIO)

o0BeMOM 0aiT/MO

(umbpamMu U POIHCHIO)
6. JlaTa 3anucu Ha 3JIEKTPOHHBIN HOCUTENb

(HAMMEHOBAHUE JJOJDKHOCTH COCTABUTEJIs) (moxnuce)

(HaMMEHOBAaHUE PYKOBOIUTENS (monmucs)
BCJIOMCTBEHHOI'O apPXHBa)

(paciumppoBka noanucK)

(paciumppoBka noamnucu)

(DopMa BCAOMOCTHU SJICKTPOHHOT'O HOCUTCJIA C 3aIlIUCBIO

dopmar A4 (210x297 mMm)
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[Mpunoxenune Ne 12

k ITonoskeHnto o rmopsiike NpeCTaBICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U UX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

®opMa akTa npueMa-rnepesadu dJICKTPOHHBIX A€, JIEKTPOHHBIX TOKYMEHTOB
Ha roCcyZlapCTBEHHOE XpaHEHUE

YTBEPXAIO YTBEPXAIO
(HauMeHOBaHHUE JIOJDKHOCTH PYKOBOIUTEIS (HanMeHOBaHHE ODKHOCTU PYKOBOIUTEIS
HCTOYHHKA KOMILUIEKTOBAHIS) APXHMBHOTO YIPEHKICHIS)
(momrmics) (pacumpposka (momrmics) (pacumdposka
TIO/IIIHCH) TIO/IIIHCH)
(mara) MLIL (nata) M.II.
AKT
Ne

(mata)

npueMa-nepeaaiun 3JCKTPOHHBIX ACII, JOKYMCHTOB
Ha rocyaapCTBCHHOC XpaHCHUC

(OCHOBaHHUeE TepeIan)

(Ha3BaHMeE NepeaBacMoro (poH/Ia)

cJaln,

(Ha3BaHMe UCTOYHHUKA KOMILIEKTOBAHNIS)
B MMPpUHA
(Ha3BaHHE apXMBHOTO YIPEHKICHIS)
HJOKYMCHTEI HAa3BAHHOT'O (bOH)Ia n HaquO-CHpaBOQHLIﬁ anrmapar K HUM.

Kon-Bo
9K3EMILISPOB
Kon-Bo Kon-Bo P
No Ha3Banue U O eral Ob6beMm OMHUCH [Ipume
/i Neo oncu N FTIHTL Y B Mb (oymaxHas/ yaHue
XpaHEHUS ¢aitnos/ mamox
AIIEKTPOHHAS
Bepcusi)
1 2 3 4 5 6 7
Hroro nmpuHsATO €IMHHUII yYeTa
(uudpamMu 1 IPONKCHIO)
OtcyTrcTBYyIOIIME

(HOMepa OrHCeil 1 SANHUIL yIeTa)

Bcero orcyrcrByromux €MHULL yYeTa
(b pamu ¥ TPOITHCHIO)
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@oHay IPUCBOECH HOMEDP

[Tepenauy npoussenu: [Ipuem npoussenu:
(HaMMEHOBAHHUE JTOJKHOCTH) (HaMMEHOBaHUE JTOJKHOCTH)
(momanwce) (pacumdpoka (momnwce) (pacumdpoka
TIOJIITUCH) TIOJIITUCH)
(mara) (nara)

N3meHnenus B YYCTHBIC NOKYMCHTBI BHCCCHLIL

(HamMeHOBaHMe TOTKHOCTH) (momrich) (pactndpoka mozmcH)

®dopma akTa nprueMa-nepeiaun NEeKTPOHHBIX Jel,

JOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHCHHE
dopmar A4 (210x297 mMm)
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[Mpunoxenune Ne 13

k ITonoskeHnto o rmopsiike npeaCcTaBiICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U HX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

ITocrymnenue BriObITHE Hammuue (ocraTok)
E Hassanwue, jgara, = = =
KOJI-BO
5 Ne nokymeHTa, 8 ex. xp./ paii g KOJI-BO €]I. =
< 110 KOTOPOMY JJICKTPOHHBIC 3 CII. 2 | }fne 3 xp./ em. yu./ Kpaitnue 5 KOJI-BO et. Xp./ ex. ChaiiHue 1aThl
= JOKYMEHTBI ITOCTYIHIIA HJTA g -y g 00bEM B JIaThl g yu./ 06bem B Mb P A
= BBIOBUIA = 00BeM B JIaThl = ol
S MB S Mb S
m m m
1 2 4 5 6 7 8 10 11

®opwma 3 paznena Jlucra Gponaa

dopmar A4 (210x297 mm)
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[Mpunoxenne Ne 14

k ITonoskeHnto o rmopsiike npeaCcTaBiICHIs
JIEKTPOHHBIX IOKYMEHTOB B apXUB U HX
XpaHEHHs, a TAKOKE O MOPSIKE MPEACTABICHUS
CBEJICHUH U3 apXMBOB JIEKTPOHHBIX JTOKYMEHTOB

4. YyeT onucaHHbIX IEKTPOHHBIX JTOKYMEHTOB

ITocrynuno BeiObITHE Hammuue (ocraTok)
B tom uucne o onucsm, B tom uucne:
= yrBepxaeHHbM OITK:
Q
5 ;( Kpaiinue MOCTOSIHHOTO XPaHCHUS 110 J1/C
E 2 JaThL Hassanue onrcu E KOJI-BO E OCHOBaHHE E KOJI-BO U3 HUX 110 OIMUCSM,
3 5 €IHHUIL WITH aHHOTAI[HH S | em xp/ = KOJI-BO BBIOBITHS S | em xp/ = = yrBepxkaeHnsM DITK: =
Q Q Q -]
g & XpaHCeHUs JIOKyMEHTOB <] en. yu./ <] en.xp./ (Ha3BaHMue, 5] en. yu./ 5 3 5 KOJI-BO
S = 5 = Ne = 5 = | g KOJI-BO g | exxp/ .
= 2 110 OIIUCH E( 00BEM E( . y4. Jara, Ne E ° E( 00BEM ° E / E KpaiiHue
- - = Xp. . el yd.
= m B Mb m JIOKYMEHTa) = 8 KOI-BO g g m B Mb T g CA.Xp Kpaitnue g Ay JIaThl
= 5 | enxp., P = = el. yu. = o0beM
= g = 2| = 5 JIATBI = M6
2| emyw e g a 00beM a B
B M6
3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21

®opma 4 paznena Jlucra Gonaa
dopmar A4 (210x297 mm)
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