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IHOJIOKEHME
00 apXMBaIUM JJIEKTPOHHBIX IOKYMEHTOB 110 OCHOBHOM
AeATeJbHOCTH (pumana

1. O6mme noJ10KeHUs
Hacrosimee Ilomoxxenne 00 apXWBalMu 3JIEKTPOHHBIX JOKYMEHTOB 10

OCHOBHOW JesiTtenbHOocTH (Quimana (manee — Ilonoxxkenue) paszpaboTaHo B

cooTBeTcTBUM ¢ DenepaibHbIM 3akoHOM OT 29.12.2012 No 273-®3 «O0

oOpazoBanuu B Poccuiickoit denepanuny»; denepanbabiM 3akoHoM oT 22.10.2004

Ne 125-®3 «OO6 apxuBHoM jpene B Poccuiickoit ®enepanun» (B peaakiuu

®epnepanbHoro 3akoHa ot 13.12.2024 Ne 469-03); denepajibHbIM 3aKOHOM OT

27.07.2006 Ne 149-®03 «O06 unpopmaiuu, HHGOPMAIIMOHHBIX TEXHOJIOTHSIX U O

samuTe uHbopMmanuny; denepanbHbiM 3aKkoHOM OT 27.07.2006 Ne 152-®3 «O

MEePCOHANBHBIX AaHHBIX»; DenepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-03 «O06

anekTpoHHOM mnoanucuy; I[lpukasom PocapxuBa ot 31.07.2023 Ne 77 «O6

yTBepkIeHun [IpaBun opraHuzanuM XpaHEHUs, KOMIUIEKTOBaHUSA, YydeTa U

UCIIOJIb30BaHUsl JIOKYMEHTOB ApxuBHoOro ¢onga Poccuiickoit ®epepauun u

JIPYTUX apXUMBHBIX JOKYMEHTOB B IOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO

cCaMOYIIpaBJIEHUsI W OpraHu3anusax» (3apeructpupoBan MunioctoMm Poccun

06.09.2023, peructpauuronnsii No 75119) (manee — Ilpasuna 2023); [Ipukazom

PocapxuBa ot 15.06.2020 Ne 69 «O0 yrBepxkaeHUM TUMOBBIX (HYHKIHOHATBHBIX

TpeOOBAHMI K CUCTEMAM AJIEKTPOHHOIO JOKYMEHTOO0OpOTa U CUCTEMAaM XpaHEHUS

ANEKTPOHHBIX JOKYMEHTOB B apXMBAaX TOCYAApCTBEHHBIX OpraHoBy; lIpukazom

PocapxuBa ot 20.12.2019 Ne 236 «O0 ytBepxkaeHun Ilepednss TUTOBBIX

yIpPaBICHUYECKUX  apXMBHBIX JOKYMEHTOB, 0Opasyloumxcs B Ipolecce

JEATEIbHOCTH FOCYJAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABIICHUS U

OpraHu3alui, C YKa3aHUEM CPOKOB UX XPAHEHHUS.

[Ipu paszpadotke I[lonokeHUS YUYUTHIBAIUCH TOJOKEHUS HAIMOHATBHBIX
crangaptoB Poccuiickon Denepannmu:

— TOCT P HUCO 15489-1-2019 «Cucrema crtaHaapToB Mo HHGOpMALINH,
OMOMMOTEUHOMY M HW3JATENbCKOMY JieNy. YIpaBieHUE JIOKYMEHTaMHU.
[ToHATHS U TIPUHITUTIBIY;

— TOCT P HMCO 23081-1-2008 «Cuctema cTaHmAapTOB M0 HWHGOpPMAIIHH,
OuOIMOTeYHOMY W HM3JaTrenbckoMmMy  gAeny. Ilpomeccel  ympaBieHus
TOKyMeHTamu. MeTtaganuble Uit JoKyMeHTOB. Yacts 1. [IpuHiumneny;

— TOCT P 53898-2013 «CucreMbl »3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
B3aumopeiicTBue cuctemM ympaBieHHS JIOKyMeHTaMmu. TpeOoBaHus K
AJIEKTPOHHOMY COOOIIEHUIOY;

—  T'OCT P 54989-2012/ISO/TR 18492:2005 «Obecneuenre AOITOBPEMEHHON



COXPaHHOCTH IJICKTPOHHBIX TOKYMCHTOBY,

— TOCT P 54471-2011 «CucteMbl DSJIEKTPOHHOTO JOKyMEHTOOOOpOTA.
VYmpanenue moxkymentarueir. MHpopmanus, coxpaHseMas B SJICKTPOHHOM
BHzie. PekoMeHmanuum mo o0ecnedeHuIo JOCTOBEPHOCTH M HAaICKHOCTH.

Hactosmee Ilonoxenue ompezenseT MOPSAOK IEATEIBHOCTH OTIEIa
uHpoOpMaIMu 1O OOECMEYCHUIO XpaHEHUs, KOMIUICKTOBaHHS, YydeTa W
UCTIONB30BAaHUSI apPXUBHBIX JJICKTPOHHBIX JTOKYMEHTOB Ha CEpBEpPE apXwBa
dbunuana.

[TomoskeHre HaMpaBICHO Ha YHOPSAOYCHHUE U PErJIAMEHTAITUIO paOOThI
0 XPaHCHHIO, KOMIUICKTOBAaHHIO, Tepeaade, YHUUYTOKEHUIO U YyUYETy
WHIUBHUIYAIbHBIX PE3YyJIbTaTOB OCBOCHUS 00YYaIOIIMMUCS 00pa30BaTeIbHBIX
MporpamMM, a TaKKe YIPaBICHYCCKUX SJIEKTPOHHBIX JOKYMEHTOB (majiee —
AIIEKTPOHHBIE JOKYMEHTBI) B DJEKTPOHHOM apxuBe IlepMckoro d¢uamana
duHyHHBEpCHUTETAa (Jajiee — apXuB) B TOPSJIKE W B TEUEHHUE CPOKOB,
YCTaHOBJICHHBIX JIJIS aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)>KHOM HOCHTEJIE.

2. TepmuHbI 1 onpeeieHUs!

ApXHB — CTPYKTypHOE Mojpa3jaeiieHue Qumana (oTaen uHbopMaiun),
OCYIIECTBIISIOIIEE Ha CEpBEPE apXuBa (huirasia XxpaHEeHNE, KOMIUIEKTOBaHHE, yUeT U
MCIIOJIb30BAaHUE aPXUBHBIX 3JIEKTPOHHBIX JOKYMEHTOB.

ApPXMBHBII TOKYMEHT — MaTepHalbHbIi HOCUTENb C 3a(pUKCUPOBAHHON Ha
HEM  HUHpOpMalMed, KOTOpPbII HWMEET PpEKBU3HTHI, I[O3BOJSIOIINE  €ro
UACHTU(OULIMPOBATh, U MOJUIEKUT XPAHEHHWIO B CUJIY 3HAYUMOCTH HOCUTENIS H
uH(popmanuu.

O¢uuuanbHblii TOKYMEHT — JOKYMEHT, CO3JaHHBIA TOCYAapCTBEHHBIM
OpraHoM, OpraHOM MECTHOI'O CaMOYIpPAaBJIEHUS, FOPUAMYECKUM WM (HU3HUECKUM
JUIOM, O(OPMIICHHBII B  YCTAHOBJIEHHOM TMOpPSAKE M  BKJIIOYEHHBIH B
JOKYMEHTOOOOPOT.

Joxyment ApxuBHoro ¢onma Poccuiickoit ®Denepanii — apXUBHBINA
JOKYMEHT, MPOLIEAMNN 3KCIEPTU3y LIEHHOCTH JIOKYMEHTOB, INOCTABJICHHBIA Ha
roCyJAapCTBEHHBIA YUET U MOAJIEKANIUI OCTOSHHOMY XPaHEHHUIO.

JlokymeHTanbHbIA (HOHA — COBOKYITHOCTH JIOKYMEHTOB, OOpa3yroIIMXCs B
Mpoliecce IeATeIbHOCTH (puiraia.
Envauna ydera 3MEKTPOHHBIX JOKYMEHTOB — DJJIEKTPOHHBIM JIOKYMEHT,

3apEeTUCTPUPOBAHHBIN B WH(POPMAIIMOHHOW cucTeMe ¢uiuaia U BKIIOYEHHBIN B
COCTaB JJIEKTPOHHOI'O Jea.

Enununa XpaHeHHs] JJIEKTPOHHBIX JOKYMEHTOB — 3JEKTPOHHOE JIEJI0,
HaXO/IAIIEeCs Ha XPaHCHUU B apXHBE.
NudopmarmonHas cuctemMa — COBOKYIMHOCTh coJepkaimieiics B 0azax

JaHHBIX WHPOpMAIMK W O0ECMEeYMBAIIUX €€ 00padoTKy WH(OOPMAIMOHHBIX
TEXHOJIOTUNA U TEXHUYECKUX CPEICTB.

KonBeptupoBanue (3J€KTPOHHBIX JOKYMEHTOB) — IEpPEMEUIEHUE C OJHOTO
HOCHTEJIA Ha JPYTroi Wik U3 0JHOTO (hopmaTa B APYTOMu.

MeTaganHble — JaHHBIE, OMUCHIBAIOIINE KOHTEKCT, COAEPIKAHUE, CTPYKTYPY
JOKYMEHTOB U YIIPaBJICHUE UMHU.



Murpauust (3J€KTPOHHBIX JOKYMEHTOB) — IMEPEMEILIEHUE JTOKYMEHTOB W3
OIHOM CHCTEMBI B [JPYIyl0 C COXPAaHEHHUEM AayTEHTUYHOCTH, LEJOCTHOCTH,
JOCTOBEPHOCTH TOKYMEHTOB Y UX IPUTOJHOCTH JUJISl UCIIOJIb30BAHUS.

ONEKTPOHHBIM  JTOKYMEHT  —  JOKYMEHTHUpOBaHHas  uH(popMauus,
IOpEICTaBICHHAs B DJEKTPOHHOM (opMe, TO €CcTh B BHJIE, NPUTOAHOM JUIS
BOCIIPUSITUSL YEJIOBEKOM C MCIIOJIb30BAHUEM 3JEKTPOHHBIX BBIYHCIUTEIbHBIX
MallvH, a TaKXke I IepeJaud Mo HMH(OPMALKMOHHO-TEIEKOMMYHUKAMOHHBIM
CEeTsIM WM 00paOOTKH B HHPOPMAITMOHHBIX CUCTEMAX.

DJNeKTpOHHAs TMOANUCh — HH(POpPMAIS B 3JICKTPOHHOU (opme, KOoTopas
MPUCOEIMHECHA K Apyrod WHGOPMAIMU B AJIEKTPOHHON ¢opMe (TOAMMCHIBAEMOM
UHpOpMalMU) WIM HHBIM 00Opa3oM CBsi3aHa C TakoW HMH(OpManMed U KOTopas
MCIIONIBb3YETCS ISl MIACHTU(UKALINY JIUIIA, TIOIMTUCHIBAIOIIETO JOKYMEHT.

ONEKTPOHHOE JIeJI0 — COBOKYIHOCTb 3JIEKTPOHHBIX JTOKYMEHTOB U
METaJaHHbIX K HUM, c(pOpMUpOBaHHAs B COOTBETCTBUM C HOMEHKIIATYPOU JE.

Cucrema xpaHeHUs AMEKTPOHHBIX TOKyMeHTOB (CXD /1) — uHpopManoHHas
CUCTEMA, NpPEJHA3HAYCHHAs Ui IpHEeMa, XPAaHEHWs, y4eTa W HCIOJIb30BAHMS
ANEKTPOHHBIX apXUBHBIX JOKYMEHTOB, COOTBETCTBYIOILIAS TunossiM
(YHKIIMOHAJIBHBIM TpeOOBaHUSAM, YTBEPXKIEHHBIM Mpuka3oM PocapxuBa ot
15.06.2020 Ne 69.

3. Opranusanus padoTbl apxuBa

3.1. Otmen wuHopManMu TPUHUMAET DSJICKTPOHHBIC JTOKYMEHTBHI OT
CTPYKTYPHBIX TOJpa3AeNieHUuil B IeNAX OOECHeueHUss MX COXPAaHHOCTH, ydeTa U
UCTIONb30BAaHUSI M OCYIIECTBIIIET XpaHEHHWE B  TOCYJApPCTBEHHBIH WU
MYHHUITUTIATBHBIA apXUB B YCTAHOBJICHHOM MOPSIKE, B IEHTPAIU30BAaHHOM TOPSIKE
OTIENIOM HH(OpPMAlMM, OCYIIECTBISIOIUM CHCTEMHOE aJIMHHHUCTPUPOBAHUE
WH(POPMAITMOHHOM CUCTEMBI, TI0 CIICAYIOMEMY I'paduKy:

UHAMBHUIyaJIbHbIE PE3yJIbTaThl OCBOEHHUS OOYy4alOLUMUCS 00pa30BaTEIbHbBIX
porpamMm — €XerogHo (B CEHTAOpe);

yIpaBlIeHYECKHE JOKYMEHTBI, CO3JJaHUe, XpPaHEHHE, UCIIOIh30BaHIE KOTOPBIX
ocymecTBisieTcsi B (oOpMe OJIEKTPOHHBIX JOKYMEHTOB TpPH  OpTaHHU3aINH
BHyTpeHHeH nedarenbHocTH (IIpunoxxenne) — exxeronHo (B ceHTs0pe).

3.2. ApXHB OCYILECTBISET aJIMUHUCTPUPOBAHHE MH(POPMALIMOHHBIX CUCTEM
dbunmana B YacTH COOJIOJEHUS TPEOOBaHUI K XPaHEHUIO CO3JIaHHBIX W/WIH
BKJIFOUCHHBIX B HUX DJICKTPOHHBIX JJOKYMEHTOB.

3.3. B apxuBe BbIIEISETCS MECTO ISl XpPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB
Ha OJJIGKTPOHHBIX HOCHUTEISX, B TOM WYHCIE JUII BPEMEHHOTO pa3MeICHHUs
DIIGKTPOHHBIX HOCUTENIEH B LENAX MX aKKIMMAaTH3alliU, & TAaKXKE yCTaHABIMBACTCS
WM BBIICTISIETCS HEOOXOAMMOE CEPBEPHOE U KOMMYHHUKAIIMOHHOE 000PYI0BaHHE.

3.4. XpaHeHHE 53JIEKTPOHHBIX APXMUBHBIX JOKYMEHTOB OCYILECTBISIETCS C
NPUMEHEHUEM CHUCTEMbl XPAHEHUs AJIEKTPOHHBIX  JOoKyMeHTOB (CXDI),
oOecnieunBamomeld HHOOPMALMOHHYIO M (YHKIIMOHAJIbHYIO COBMECTUMOCTH C
CUCTEMOM JIEKTPOHHOTO IOKYMEHTO000pOoTa (huuania.



4. Opranu3anusi XpaHeHusl JIEKTPOHHBIX IOKYMEHTOB B apXUBe

4.1. Opranuzanusi 3JIeKTPOHHBIX JJOKYMEHTOB

B cocraB nokymeHTtanbHOro ¢oHma ¢uianana BKIIOYAIOTCS BXOSIINE,
HCXOASIINE U BHYTPEHHUE DJICKTPOHHBIC IOKYMEHTBI, CO3/IaHHBIC M XPaHAIIHUECS B
WH()OPMAITMOHHBIX CUCTEMAaX.

JInst omepaTUBHOTO JOCTyNa K apXWBHBIM JOKYMEHTAM OHU JOJIKHBI OBITh
pa3MereHsl Ha cepBepe apxuBa ¢unnana B CXI /1.

DONEeKTPOHHBIE JOKYMEHTHI [0 CPOKAM XPAHEHUS MOIpa3esa0TCs Ha:

—  DJIGKTPOHHBIE JIOKYMEHTHI BPEMEHHOro cpoka xpanenuss (mo 10 mer
BKJIFOUUTEIBHO);

—  DJIEKTPOHHBIE JOKYMEHTBl BPEMEHHBIX CPOKOB xpaHeHus (cBwimie 10 ner), B
TOM YHCJIE IO JINYHOMY COCTaBY;

—  DJIEKTPOHHBIE TIOKYMEHTHI IIOCTOSIHHOTO CPOKa XPaHEHUSI.

DJIEKTPOHHBIE JOKYMEHTHI IOCTOSHHOTO W BpEeMEHHbIX (cBbilie 10 Jer)
CPOKOB XpaHEHHS, B TOM YHCJE IO JIMYHOMY COCTaBYy, BKJIIOYAIOTCA B COCTaB
apxuBHOTro poHJa dumuana.

DNeKTpOHHBIE JOKYMEHTHI (DOPMUPYIOTCS B Jela B COOTBETCTBUM C
HOMEHKJIATYypoil Jien ¢uianana U UHIACKCUPYIOTCS B TOPSJAKE, YCTAaHOBJICHHOM B
OTHOUIEHUU JieJl, CHhOPMHUPOBAHHBIX U3 JIOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.

4.2. O0ecnieueHre COXPAHHOCTH JIEKTPOHHBIX JOKYMEHTOB

CoXpaHHOCTb AJIEKTPOHHBIX JOKYMEHTOB B apXHUBE 00ECIIEUNBACTC:

CO3JaHUEM ONTHUMAJBHBIX YCIOBHM XPAHEHUS HOCUTENEH 3JIEKTPOHHBIX
JOKYMEHTOB;

—  palMOHAJIBHBIM Pa3MEIIEHUEM IEKTPOHHBIX HOCUTENIEH B ApXUBOXPAHUIIMILIE;

—  MPOBEPKOUN HAIMYUS U COCTOSIHUS AIIEKTPOHHBIX IOKYMEHTOB;

—  KOHTpoJieM (DU3MYECKOTO M TEXHUYECKOTO COCTOSIHMSI HOCUTENeH U
AJIEKTPOHHBIX JIOKYMEHTOB;

—  KONUPOBAHUEM DJIEKTPOHHBIX JIOKYMEHTOB B LEJISAX CO3JaHUs Ppaboumx
AK3EMIUISIPOB, B TOM 4Mclie 11l POH/Ia MOJIb30BAHUS;

—  KOHBEPTHUPOBAHUEM JJICKTPOHHBIX JIOKYMEHTOB Ha HOBBIE (B TEXHOJIOTHYECKOM
OTHOIIECHUU) SJIEKTPOHHBIC HOCUTEH U B HOBBIE (DOPMATHI.

st obecrnieyeHHs] COXPAHHOCTH DJIEKTPOHHBIX JIOKYMEHTOB B apXHBE
HEO0OXOIMMO BBHITIOJIHATh MEPOTIPUSITHS TI0 MH(POPMAITMOHHOM 0€30TTaCHOCTH:

—  3alIUTy DJIEKTPOHHBIX  JOKYMEHTOB OT  BO3ACHCTBHUS  BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPaMM («BUPYCOB» U T.I1.);

—  3alIUTYy SJEKTPOHHBIX JOKYMEHTOB OT HECAaHKIMOHHUPOBAHHOIO JOCTyHa K
HUM.
OnTuManabHbIC YCIOBUS XPAaHEHUS YJIEKTPOHHBIX JOKYMEHTOB B CTPYKTYPHBIX
MO/IPA3/ICNICHUSX U B QpXHUBE 00CCTICUNBAIOTCS
—  o0opynoBaHWEM TIOMEIICHWM CpEeACTBAMHU TOXKAPOTYIIEHHUS, OXpaHbl U
CUTHAJIU3AIUH;

—  INPUMEHEHHWEeM TEXHHUYECKUX CPEACTB ISl  CO3JaHUS  ONTUMAaJIbHBIX
(HOpMATUBHBIX)  TEMIIEPATYpPHO-BIAKHOCTHOTO, CBETOBOI'O, CAHUTAPHO-
TUTUEHUYECKOT0, OXPAaHHOT'O PEKMUMOB B TIOMEIIECHUAX U XPAHWIHIIAX apXUBa;



—  NPUMEHEHHWEM NPOTrpaMMHBIX CPEJCTB sl obecredeHus WHGOPMalUMOHHON
0e30MacHOCTH;

—  NPUMEHEHUEM TEXHUYECKUX U MPOTrPaMMHBIX CPEACTB, NPEIHA3HAYCHHBIX IS
PE3EpPBHOIO KOMUPOBAHUSA, KOHBEPTUPOBAHUS MU MUTPALUM DJIECKTPOHHBIX
JIOKYMEHTOB, KOHTPOJIS UX (DU3UUECKOTO U TEXHUYECKOTO COCTOSHUS;

—  3ammToM  umHQOpPMaNMM OT HECAHKIIMOHUPOBAHHOTO JOCTyNma IyTeM
MPUMEHEHHSI COOTBETCTBYIOIIMX TEXHUYECKUX CPEACTB;

—  J0CTynoM K WH(GOPMAIMHN YCTAaHOBJICHHBIX KaTETOPUI MTOJIH30BATENICH;

—  peXUMaMHu XpaHEHHUS AJIEKTPOHHBIX JOKYMEHTOB, HCKIIOYAIOIIUMH YTpaTy,
YHUYTOXKCHHUE WU UCKOKEHUE HHDOPMAIINH.

4.3. OntumaibHbIe YCIOBHS XPAHEHHS AJIEKTPOHHBIX TOKYMEHTOB

XpaHEHUE FIEKTPOHHBIX JOKYMEHTOB B ApXMBE OCYIIECTBIISIETCS B YCIOBUSIX,
o0ecrieUMBaOIIMX WX 3allUTy OT TIOBPEXKISHUM U BPEIHBIX BO3JCHCTBUI
OKPY’KarOIIEH CPEIbI.

TpeboBanus K 37aHUSIM U IOMEIICHUSAM apXHBa, XPAHSIIIETO JJEKTPOHHBIC
JOKYMEHTBI, JIOJDKHBI COOTBETCTBOBATh OOIIMM TpeOOBaHUSAM K 3JIaHUSIM U
MTOMEIICHUSIM TTOI00HOT0 Ha3HAUCHUS.

3ammTa 3JIEKTPOHHBIX JOKYMEHTOB OOECIICUMBACTCS 3a CUET COOJIIOACHUS
(moAIepKKH ):

—  CBETOBOTI'O PEXKHMa XpaHEHUS,;

—  TeMIepaTypHO-BIAXKHOCTHOTO PEKHUMa XpPAHEHUS;

—  CaHUTAPHO-TUTMEHHUYECKOIO PEKMMA XPAHCHUS.

OnTuMmanbHble TApaMETpPhl  TEMIEPaTypHO-BIAKHOCTHOTO pEXHUMa IS
JIOKYMEHTOB Ha MarHUTHBIX JUCKaX W JUCKOBBIX HAKOMUTENSAX: TeMIepaTypa oT +8
1o +18 °C, oTHOCHTENBHAS BIAXKHOCTH BO3AYyXa OT 45 10 65 %.

B xpanwmuiie ¢ pabouuMH HK3EMIUIIpAMH DJIEKTPOHHBIX JIOKYMEHTOB
JOoIycTUMa KOMHaTHas temneparypa — +23 °C.

B Xpanunuiine ¢ OCHOBHBIMH DOK3EMIUIIPAMHU SJEKTPOHHBIX JOKYMEHTOB
JIOJKHBI TTOJAEPKUBATHCS:

— TemnepaTrypa — He Bbie +17 °C;

— 110 BOBMOXKHOCTU HU3Kasi OTHOCUTEJbHAS BIIAYKHOCTh BO3/TyXa.

4.4. Pa3mellieHHe 3JIEKTPOHHBIX IOKYMEHTOB B apXHBE

DJIEKTPOHHBIE JJOKYMEHTHI Ha 000COOJICHHBIX HOCUTENSX B MOMEIICHUSIX IS
X XpaHEHUs Pa3MEIIAl0TCs B COOTBETCTBUM C YYETHBIMU JOKYMEHTAMH apXHBa,
YTO 00ECIEUUBALET UX ONEPATUBHBIN MTOUCK.

OcHOBHOM U pabouMii SK3eMIUIPHl CAWHUI[ XPAHCHHUS DJICKTPOHHBIX
JOKYMEHTOB PEKOMEHAYETCSl XpaHUTh pa3zieibHO. OCHOBHOW SK3EMIUISIP €IWHHIIL
XpaHEHUs MPEAMOYTUTEIbHEE pa3MeIlaTh Ha CepBEpe apXxuBa (puiraia OTIACIbHO OT
MeCTa XpaHEeHUs pabOUnX IK3EMIUIIPOB AJIEKTPOHHBIX JJOKYMEHTOB.

4.5. IIpoBepka HANUYKS U COCTOSIHUS AJIEKTPOHHBIX IOKYMEHTOB

B xoae mpoBepKHM HaIWYMA U COCTOSIHUSI DJICKTPOHHBIX ApPXUBHBIX
JIOKYMEHTOB B apXHUBE OCYILECTBIISIIOTCS CIIEIYIOIINE MEPOTIPUSITUSL:

—  yCTaHOBJICHHE (PAKTUUECKOTO HaIUYMUs €AUHUI[ XPAHCHUS DJIEKTPOHHBIX
JOKYMEHTOB M €IMHHUI] y4eTa JJICKTPOHHBIX JOKYMEHTOB, HaXOASIIUXCS Ha
XpaHEHUHU Ha cepBepe apxuBa uuania;



—  KOHTPOJb TEXHUYECKOTO COCTOSIHUSI U BOCIHPOM3BOJMMOCTH 3JIEKTPOHHBIX
JOKYMEHTOB MPOIPaMMHBIMU CPEACTBAMU;

—  BBISBJICHUE M y4YE€T €JMHUI] XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB, TPEOYIOIINX
CHeIUaIbHOU TEXHUYECKON 00paboTKH;

—  BBISIBJICHHE M y4YeT DJIEKTPOHHBIX JIOKYMEHTOB, TPEOYIOIIMX KOMUPOBAHMS Ha
HOBBIE DJICKTPOHHBIE HOCUTEIM W TMPOBEINCHUS JPYrod TEXHUYECKOU
00paboTKH;

—  BBISIBJICHUE OTCYTCTBYIOLMX €IMHHI] XPAHEHUS U OPraHU3aLUs UX PO3bICKA;

—  KOHTPOJb (PU3MUECKOTO M TEXHUYECKOTO COCTOSHUSA €IWHUI] XpaHEHUS
AJIIEKTPOHHBIX IOKYMEHTOB;

—  BBISIBJIGHME M YCTpaHEHUE HEJOCTaTKOB B Yy4yeTe €IWHHUIl XPaHEHUs
AJIIEKTPOHHBIX IOKYMEHTOB.

[IpoBepka HaIM4MsI U COCTOSIHUSA JIEKTPOHHBIX JOKYMEHTOB IIPOBOJUTCS HE
pexe OAHOro pa3za B 5 JIeT, a TakKe NpU NEpPEeMEIICHHH apXuBa B ApPyroe
MOMENICHUE, NIPU CMEHE PYKOBOJMUTENS apxuBa (paOOTHHKA OTAena WH(pOpMaluH,
OTBETCTBEHHOTO 3a AapXuB) M Iepe] INepenadell JOKYMEHTOB Ha XpaHEHHE B
rocyJAapCTBEHHBIA UM MYHHUIUIAIbHBINA apXUB.

[IpoBepka (hU3MYECKOTO W TEXHUUECKOTO COCTOSIHHMS OCHOBHBIX U paboumx
AK3EMIUISIPOB JJIEKTPOHHBIX JOKYMEHTOB IPOBOAMTCS 4Yepe3 ToJ IOcie MpHema
AJIIEKTPOHHBIX JOKYMEHTOB Ha XPAaHEHUE B apXMB U Jajiee ¢ MEPUOJANYHOCTHIO OJINH
pa3 B 5 ner. B ciywasx peryisipHOro HapyuleHHUs TEMIIEPaTypHO-BIAXKHOCTHOIO
peXuMa XpaHEHUs IPOBEPKY CIIEIYET MPOBOAUTH OJMH Pa3 B IO WM KaXIbIA pa3
[I0CJIE YPE3BBIYANHON CUTYALIMU HAPYIICHUS PEKUMA.

[IpoBepka  AJIEKTPOHHBIX JOKYMEHTOB Ha  HAJIW4YUE  BPEJOHOCHBIX
KOMITBIOTEPHBIX ~ IIporpamMm  («BUPYCOB»)  OCYLIECTBISIETCS NPHU  IPHEME
ANIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHUE OT CTPYKTYPHBIX MOJAPA3/IEICHUN, a TaKkKe
BO BpeMsl TMPOBEACHHUS MEPUOJMYECKHX THPOBEPOK TEXHUYECKOIO COCTOSHHUS
ANIEKTPOHHBIX JOKYMEHTOB, KaXJbld pa3 Mepell HCIOJIb30BAHUEM 3IJIEKTPOHHBIX
JOKYMEHTOB, a TaK)Ke B IPOIECCE MOATOTOBKU JOKYMEHTOB MOCTOSSHHOTO CpOKa
XpaHEeHHMs K Iepeiaye B TOCYAapCTBEHHBINA NI MYHHUIIMTIAIBHBIA apXUB.

[Ipy mpoBepke HaIU4Msi W COCTOSIHUSL DJEKTPOHHBIX JOKYMEHTOB B
OpraHu3alvii HEOOXO0IUMO:

—  U3bIMaTh EIWHHULBI XPAaHEHHs, COAEpP)KAIIME BPEJOHOCHBIE KOMIIBIOTEPHBIE
IPOrpaMmbl («BHPYCHI»), U TIOMEIIATh UX Ha CIEIHUAIBHO BBIJIEICHHYIO MOJIKY
(SIMIMK) [J1s TOCIeYIOIIEH CIeIuanbHOM 00paboTKy;

—  BO3BpalllaTh Ha CBOU MeCTa OOHApY>KEHHbIE BO BpeMs IMPOBEPKU HENPABUIBHO
XpaHSIIHUECs eIUHULIBI XPAHEHUS.

PaboTbl MO mpoBepke HAIUYMSI U COCTOSHMS DJIEKTPOHHBIX JIOKYMEHTOB
doHma JOMKHBI HAYMHATBCS B XPAHWIMILE OCHOBHBIX HK3EMIUISIPOB €IMHMII
XpaHEHMs SJEKTPOHHBIX JIOKYMEHTOB M 3aKaHYMBATHCS B XPAHWIUILE pabOuux
AK3EMIUISIPOB.

[IpoBepka HaIU4Ms U COCTOSIHHS JIEKTPOHHBIX JIOKYMEHTOB OCYILECTBIIAECTCS
B HECKOJIBKO 3TaloB:

—  TpenBapuTeNbHAs TPOBEpKA HAIWYUS €IWHUIl XPAHEHHS] DJICKTPOHHBIX
JOKYMEHTOB (POH/IA;



—  [pOBEpKa HAJMYUS €UHUIL] yU€Ta DIEKTPOHHBIX JOKYMEHTOB;
—  OLIEHKAa TEXHUYECKOI0 COCTOSHUS W BOCIHPOM3BOAMMOCTH 3JIEKTPOHHBIX

JOKYMEHTOB;

—  3aKJIIOYMUTENbHAs MPOBEPKa HATMYMS €IUHUL] XPaHEHHUS.

[Ipu mnpoBepke HaJIWYMs E€OUHUIL] XPAHEHUS DIIEKTPOHHBIX JOKYMEHTOB
IPOBOJUTCA CBEpPKAa UX OOIIEro KOJIMYECTBA CO CBEJIEHUSMHU IO JIUCTY YyyeTa
AJIEKTPOHHBIX JOKYMEHTOB (JOHJA, a TakXKe TMpoBepKa MPaBUIBHOCTU MX
oopMIIEHUS.

[Ipy mnpoBepke HamuuMsl €IMHHI Yy4eTa dJIEKTPOHHBIX JOKYMEHTOB
MPOBOAMUTCS  COMOCTaBi€HHE  (AKTUYECKUX  OOUIMX  KOJIWYECTBEHHBIX U
KOHTPOJIBHBIX XapaKTEPUCTHK C WTOTOBOM 3allMCHIO ONUCH, CBEpKA MX HAJIUYUA C
OMHCHIO (JIOKAMM3aIMs, UMs €IUHUITBI ydeTa, 00beM B Oaiitax, MO, mata u Bpems
coxpaHeHus (aia).

4.6. IlpoBepka (HU3UYECKOTO U TEXHUYECKOTO COCTOSIHUSI HOCUTEINEH
AJNIEKTPOHHBIX TOKYMEHTOB

[TpoBepka (U3MUECKOrO UM  TEXHUYECKOTO COCTOSIHUS — AJIEKTPOHHBIX
HOCHUTEJIEH 3aKJII0YaeTCsd B OLIEHKE TEXHUYECKOIO COCTOSHUS 3IJIEKTPOHHOTO
HOCHTEJI, B TOM YHUCIIE: NPOBEPKA ICKTPOHHBIX JOKYMEHTOB Ha HAJIM4YME B HUX
BPEIOHOCHBIX KOMIBIOTEPHBIX MPOrpaMM («KOMIBIOTEPHBIX BUPYCOBY»); MPOBEpPKa
Ha cOOM MpHU CUUTHIBAHUM HH(OpPMAlLMM, B TOM YHUCIE IPOBEPSETCS YPOBEHD
apaMeTpOB, XapaKTEPUIYIOUIUX 3JEKTPOHHBIE HOCUTEIMN (HApUMeEp, Yucio cO0eB
P CUUTHIBAHUM WH(OpPMALMU B €IUHULAX BPEMEHH, YUCIO IOBPEKICHHBIX U
HEYUTAEMBIX CEKTOPOB, KOJIMYECTBO OLIMOOK MpU YTEHUU (HaNIOB U T.I1.).

[Ipy mnpoBepke TEXHUYECKOTO COCTOSIHUSI 3JIEKTPOHHBIX JIOKYMEHTOB
MPOBOJIUTCA MPOBEPKA BOCHPOU3BOJMMOCTH BCEX EAMHMI] ydeTa HSJIEKTPOHHBIX
JOKYMEHTOB Ha 00OpY/IOBaHUM apXuBa (BU3yaJIbHBIA MPOCMOTP) B XOJE MpHUEMa
€MHUI] XpPaHEHUS B apXUB U Jlajiee C MePUOANYHOCTBIO OJUH pa3 B 5 JIeT.

KOHTpOJIb TEXHUYECKMX NTaPAMETPOB 3JIEKTPOHHBIX HOCHUTEJEH, JIIEKTPOHHBIX
JOKYMEHTOB TMPOBOASAT C IOMOIIBIO CHENUAJIW3UPOBAHHOIO AaIIMApaTHOTO U
IPOrpaMMHOTO 00€CTIEUECHHUS.

Pe3ynpTaThl NpOBEPKH HAIWYUSA U COCTOSIHUS AJIEKTPOHHBIX JIOKYMEHTOB U
oOHapyKEHHbIE HEJOCTATKU (PUKCHUPYIOTCS B aKTE€ MPOBEPKHU HAIUYUS U COCTOSTHUS
AJIEKTPOHHBIX JOKYMEHTOB pa3JieIbHO MO OCHOBHBIM M pabouyuM 3K3eMIUIIpaM
ANIEKTPOHHBIX JOKYMEHTOB. B ciydyae ecnu pabounme M OCHOBHBIE HK3EMIUISIPHI
€AVHUL] XPAHEHHSI XPAHATCS B OJHOM XPaHUJIMUIIE, Pe3yJbTaThl MPOBEPKH UX
HAJIWYUS U COCTOSIHUSI BHOCSITCSI B CBOJHBIN aKT.

AKTBI, COCTaBJICHHbIE [0 OKOHYAHUU TTPOBEPKH, BKITIOYAIOTCS B 1€710 POHIA.

4.7. Bpigaua 37€KTPOHHBIX apXUBHBIX JJOKYMEHTOB M3 apXUBOXPAHUIINILA

EauHuiel  XpaHeHus: S3JEKTPOHHBIX JIOKYMEHTOB BBIJAIOTCS M3 apXuBa
OpraHu3alNN:

— JUId HCIOJb30BAHMSI B CTPYKTYpPHBIE MOJPA3ACICHHUS M COTPYJHUKAM

OpraHu3aluy;

— BO BPEMEHHOE TMOJb30BAHHME IPABOOXPAHUTEIBHBIM OpraHaMm, Ccyay u

IPOKYypaType B MOPSIIKE, YCTAHOBIEHHOM JIEUCTBYIOIIUM 3aKOHOAATEIbCTBOM;
— I NPOBEACHUS apXUBHBIX paldOT C ANEKTPOHHBIMU JAOKYMEHTaMH (HAy4YHO-

TEXHUYECKOTO  ONMCAHUS, YCOBEPILIECHCTBOBAHHMS  HAYyYHO-CIIPABOYHOIO



anmaparta, BBIIOJIHEHUS TEMaTHYeCKUX M IPABOBBIX 3alpOCOB, KCIIEPTU3BI

[IEHHOCTH JOKYMEHTOB H T.I1.);

— 171 IpOBEJEHUS paldoOT MO CO3JaHUIO JOMOJHUTENBHBIX PaO0UYNX SK3EMILIIPOB
AIIEKTPOHHBIX JOKYMEHTOB, B TOM 4YHCIJIE€ TMOJb30BATEIbCKUX, CO3/IaHUsA
HK3EMIUIAPOB AJNEKTPOHHBIX JOKYMEHTOB 110 3ampocaMm OpraHu3anuil u
YACTHBIX JIUII U JIp.

HanOonee yacTo HCHONIB3yeMble SJCKTPOHHBIC Jefla OpraHu3allid MOTYT
ObITh BKJIIOYEHH B (DOHI TIIOJI30BAaHHUsS apXHBa KaK COBOKYITHOCTh KOIHIA
AIIEKTPOHHBIX ~JOKYMEHTOB, pa3MEIICHHbIX Ha CepBepe apxuBa Quimana,
NpeAHa3HAYCHHBIX JJIS ONEPAaTUBHOIO U YAAJICHHOTO K HUM JOCTyma. BHyTpeHHUe
ONUCH DJEKTPOHHBIX JeJl MOTYT BKJIOYAThCS B COCTaB HAy4YHO-CIPABOYHOTO
anmapara (oH/a MMOJIb30BaHUS.

5. Opranusanus y4era 3JeKTPOHHBIX TOKYMEHTOB

YdeTy mojuiexaT Bce XpaHs;Iuecs Ha cepBepe apxuBa Guinaia 3JIeKTPOHHbIC
7ena, SJIEKTPOHHBIE TOKYMEHTBI U OMTUCH IEKTPOHHBIX JIE.

YdeT mpou3BOAUTCS MyTeM MPHUCBOCHUS €IUHUIIAM XPAHEHHS AJICKTPOHHBIX
JOKYMEHTOB YYETHBIX HOMEpPOB, KOTOpBIE SIBISIOTCS COCTAaBHOM YAaCThIO HX
apXuBHOTrO mudpa.

ApXUBHBIM mM(p eAUHUIBI XpaHEHHsT — YCIOBHOE O0OO3HauYeHUE,
NpUCBAaMBAEMOE  KaXKJOW  €IMHUIIE XPAaHEHUS  DIJIEKTPOHHBIX  JIOKYMEHTOB
(37EeKTpOHHOMY  Jiedy) B LedsX oOecnedyeHus €€ HIACHTHUPUKAIUU  IpH
UCIIOJIb30BaHUH.

ApPXUBHBIN MHUQp €IUHULIBI XPAHEHUSI DJIEKTPOHHBIX JOKYMEHTOB BKJIIOYAET
CJIETYIOIINE IIEMEHTHI:

— HOMep (OHJIa, B COCTAB KOTOPOTO BKJIFOUEHBI 3JICKTPOHHBIC JJOKYMEHTHI,

— HOMEp OIHCH AIIEKTPOHHBIX JIEIT;

— HOMEp €JIMHUIIBI XPaHEHUS DJIEKTPOHHBIX JOKYMEHTOB (DJIEKTPOHHOTO JIelia)
MO OTIMCH AJIEKTPOHHBIX JIE.

[Tpu ydere 37IEKTPOHHBIX JOKYMEHTOB IOJ €IWHHUIIAMH HU3MepeHus o0bema
uH(bOpMAIIN TPUHUMAIOTCS OalThl MK MeradainTel (MO).

OCHOBHBIMM ~ YYCTHBIMH  COUHWIIAMA TP  OPTaHMU3AIlMU  XpaHCHUS
AIIEKTPOHHBIX TOKYMEHTOB SIBJISIFOTCSI:

—  ©IMHUIIBI XpaHEHUS JIEKTPOHHBIX JJOKYMEHTOB — DJIEKTPOHHBIC JIENa;
—  CIUHUIBI y4yeTa OJJICKTPOHHBIX JOKYMEHTOB — OJJIEKTPOHHBIC JTOKYMEHTHI
(paiinpl, BKIFOUEHHBIC B COCTAB AJIEKTPOHHOTO JIEJa).

5.2. CucreMa y4eTHbBIX JTOKYMEHTOB

B apxuBe BemeTcs INEHTPAIM30BAaHHBINA YYET JJIEKTPOHHBIX JOKYMEHTOB,
OCYIIECTBIISIEMBIN pa3/IeIbHO MO OCHOBHBIM U PaO0YMM K3EMIUISIpaM 3JIEKTPOHHBIX
JTOKYMEHTOB.

Jlnst pukcanuy y4eTHBIX JaHHBIX 00 DJJCKTPOHHBIX JOKYMEHTaX B apXHBE
MCTIONB3YIOTCS CIICAYIONINE YUYETHBIC JOKYMEHTBI:

—  CHHUCOK (hOHIOB;
—  guct QoHna;
—  JIACT y4eTa dJEKTPOHHBIX JOKYMEHTOB (DOH/IA;



—  OMHCH DJIEKTPOHHBIX JEJI;
—  peecTp omucei.

Knura ydyera emquHHI] XpaHEHUS SJCKTPOHHBIX JTOKYMEHTOB IpeIHa3HaueHa
JUISL pETUCTpallK, y4yeTa IMOCTYIUJICHUS B apXWB M BBIOBITUS €IWHUIl XPaHEHUS
ANIEKTPOHHBIX JOKYMEHTOB (JIEKTPOHHBIX JI€J1) U MPUCBOCHUS €UHUIIAM XpaHEHUS
YUETHBIX HOMEPOB. YUETHbIN HOMEP €UHUIIBI XPAaHEHUS JIEKTPOHHBIX TOKYMEHTOB
MOXKET COJIEpXKaTh yKa3aHHE CTaTyca JK3eMIUIIpa 00OCOOJICHHBIX MaTepUalbHBIX
HocuTele (OCHOBHOM, paOouMii), HOMEp OCHOBHOTO 3K3EMIUISIpa HOCUTENS WU
HOMEp pabodYero 3K3eMIuIIpa HOCHUTENsA, a TaKKEe HOMepa OINUCEH AJIEKTPOHHBIX
nokymeHToB. Ha 1 sHBaps KaXIoro rojaa TMOJBOAUTCS UTOT KOJWYECTBA
MOCTYNUBIINX U BBIOBIBIIMX 32 TOJ] €IUHUIl XpAaHEHUS U 00I1ee KOJTHMUECTBO €TUHUI]
XpaHEHUs!, HAXOIALIUXCS HAa XPAaHCHHH.

[Tpu mepBOM MOCTYIJICHUU SJIEKTPOHHBIX TOKYMEHTOB B apXUB OpraHHU3aI[IH
COCTaBIISICTCS JIUCT y4eTa AJICKTPOHHBIX TOKYMEHTOB (DOH/IA.

Onuch SICKTPOHHBIX JI€d SBISETCS OCHOBHBIM TIEPBHYHBIM yUETHBIM
JOKYMEHTOM, TPUMEHSEMBIM JJisi ydeTa »JJICKTPOHHBIX JeN TMOCTOSHHOTO |
BpeMeHHbIX (cBbIlIe 10 J1eT) CpOKOB XpaHEHMs, & TAKKE ONMUCAHHBIX DJIEKTPOHHBIX
IOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu, nperHa3HAYCHHBIX IS
nepesady B rocy/1apCTBEHHBIA WIM MyHULIMITAJIbHBIA apXUB.

B omnucu Benmercs NMOEAMHUYHBIA YYEeT €AMHUIL XPAHEHMs AJIEKTPOHHBIX
JOKYMEHTOB  (9JIEKTPOHHBIX  J€Jl) MyTeM  3aKpeIlUIeHHs 32  KaXIbIM
CaMOCTOSITENILHOTO HOMepa. EIUMHUIBI XpaHEHUs dJEKTPOHHBIX JOKYMEHTOB
YUUTBIBAIOTCS. B ONHCH B COOTBETCTBUUM C HUX CHCTEMAaTHU3allMed M CKBO3HOM
HyMepaIuei 3a Mops,AKOBBIMU YYETHBIMA HOMEPaMH.

[TonnmMHHUK OMHCH JIEKTPOHHBIX €T OPOPMIISIETCS B DJIEKTPOHHOM BHUJE C
MCIIOJIb30BaHMEM DJIEKTPOHHOM MOATHCH.

B konie ommcu odopmisieTcs WTOToBasi 3aMuCh, B KOTOPOW YKa3bIBaeTCs
KOJIMUYECTBO €AMHUII YU€Ta, T.€. HIEKTPOHHBIX Ael (udpamMu U B KPYTIbIX CKOOKax
— MPOMNUCHI0), 00bEM €IMHMI] YUeTa AJIEKTPOHHBIX JTOKYMEHTOB B OailTax, oOiee
KOJIMYECTBO €IMHUIl XpaHEeHUs! (OCHOBHBIX W pabouux), popmaTsl GaiiiioB U UHBIC
KOJIMYECTBEHHBIE ~ XApAaKTEPUCTUKH  3JEKTPOHHBIX jAen. MroroBas  3amuch
HOJMUCHIBAECTCS C UCTIOIB30BAHUEM JIEKTPOHHOM MOAMHCH.

6. Ucnosib30BaHMe 3JIEKTPOHHBIX JIOKYMEHTOB apXuBa

ApXHUB TPENOCTaBISET IOJIB30BATENSIM JJIEKTPOHHBIE JIOKYMEHTBI, HE
cozepxaiire MHGOpMALMK OTPAaHUYEHHOTO JIOCTYIa, a TaKKe MOMCKOBBIE JAHHBIC
ANEKTPOHHBIX IOKYMEHTOB.

Jloctynn momp30Barenie K OJIEKTPOHHBIM JOKYMEHTaM OIPaHUYEHHOTO
JIOCTyIa OCYILIECTBISIETCA C YYETOM TpPEOOBaHWI, YCTaHOBJIEHHBIX JIEHCTBYIOLIUM
3aKOHOJATEJIHLCTBOM Poccuiickoi denepannn u COOTBETCTBYIOLIUMU
HOPMaTUBHBIMH MPABOBBIMU aKTaMHU.

OCHOBHBIMHM (pOpMaMHU UCTIOIB30BAHUS SBIISIFOTCS:

—  HCHOJIHEHME 3alpOCOB II0Jb30BATENIEM, B TOM YHUCIE COLMAIBHO-IIPABOBOIO
Xapaxkrepa;

—  BblJaya DJK3EMIULIPOB APXMBHBIX 3JIEKTPOHHBIX JOKYMEHTOB II0 3aIrpocam
(GU3HUECKUX U IOPUIUUECKUX JIULL;



—  BbLJAYa apXMBHBIX JJIEKTPOHHBIX JOKYMEHTOB BO BPEMEHHOE IIOJIb30BAaHUE B

CTPYKTYpPHbIE MTOAPA3/1EJICHNs OPraHn3alii 1 CTOPOHHHE OpPTraHnu3aluy;

—  TOPEeNoCTaBJIEHUE YAAIEHHOIO JOCTyla K apXUBHBIM JOKYMEHTaM U

CIPaBOYHO-TIOUCKOBBIM CPEJCTBAM K HUM B JIOKAJIbHOM CETH (puiuana.

JlocTynn pyKOBOJCTBa M COTPYIHUKOB (uiaHajia K JOKyMEHTaM apXuBa IpH
HOINYUM  HMH()OPMALIMOHHOW CHUCTEMBI OCYILECTBISIETCS HEMOCPEICTBEHHO C
pabouyux MeCT COTPYAHMKOB B COOTBETCTBHUM C YCTAHOBJIIEHHBIMHU IPHKa30M
PYKOBOJIMTEIIS OPTraHU3ALMH IIPABAMU JIOCTYIIA K JJOKYMEHTAM.

B npoTuBHOM cily4ae apXuB MOXKET IPEJOCTABIISITH JIEKTPOHHBIE TOKYMEHTBI
[0 JIOK&JIBHOW CETH OpraHu3aluu. B 3TOM ciywyae Benmercs »KypHajl BbIIA4M
AIIEKTPOHHBIX JIOKYMEHTOB W3 apXuBa, B KOTOPOM (PHKCUpYyETCs: Jara BBIJAYH,
damunusg, UWHUIUAIBI  3aIPOCUBIIETO  JOKYMEHT  COTPYAHHMKA, Ha3BaHHUE
CTPYKTYPHOIO TMOApA3/JC/ICHUs, 3arojJlOBOK M YYETHbII HOMEP BBIJAHHOIO
JOKYMEHTA.

ApXHB MOXKET NPEIOCTaBIATh JOCTYIl K JJIEKTPOHHBIM JOKYMEHTaM,
OTKpPBITBIM JUIsl TyOJWYHOrO J0CTyla, 4Yepe3 BeO-calT OpraHu3alud B CETH
«HTEpHETY.

ONEeKTpOHHBIE  JOKYMEHTBl  apXWBa  BBIJAIOTCA  [0Jb30BATEIsIM  HA
00OCOOJIEHHBIX  3JIEKTPOHHBIX  HOCHUTENSX  (KOomus  pabodyero  sK3eMIusipa
ANIEKTPOHHBIX JOKYMEHTOB) WJIA KOMHUPYIOTCS COTPYAHUKOM apXvBa Ha >KECTKUI
JUCK KOMIIBIOTEpa, IOCJIE€ YEro JOCTYH K JOKYMEHTY MpefocTaBisiercs (1o
JIOKaJIbHOM CETH WJIU MEPECHUIACTCS Ha JIEKTPOHHOM I10YTE).

7. KoMIjieKTOBaHUE apXMBa 3JIEKTPOHHBIMY JIOKYMEHTAMM
N cTOUYHMKN KOMIUIEKTOBAHUS
KomminekToBanue apxuMBa OpraHu3aldd  JJIEKTPOHHBIMU  JIOKYMEHTAMU
BKJIFOYAET:
—  ONOpPEAE]EHUE CTPYKTYPHBIX TMOJAPA3ACICHUM, JJIEKTPOHHBIE JOKYMEHTBI
KOTOPBIX NIEPEAIOTCS B APXUB;
—  ONPEAEJ]IEHHUE COCTaBa JJIEKTPOHHBIX JOKYMEHTOB, MNOJIECKAIIUX IPUEMY B
apXuB;
—  OpPraHM3aIMIoO Nepeavr IECKTPOHHBIX JOKYMEHTOB B apXUB.
Cpoku mepeaud SJICKTPOHHBIX JOKYMEHTOB B ApXHUB YCTaHABJIMBAIOTCS
opraHuzanuei B rpaguke npueMa-nepeaadu JIei.
ApXHB OpraHu3aluyd BEAET CIUCOK CTPYKTYPHBIX MOAPA3AECICHUM, OT
KOTOPBIX MTOCTYIAKOT 3JIEKTPOHHBIE JOKYMEHTHI B ApXUB OPTaHU3ALMH.

8. JkcnepTH3a EHHOCTH YJIEKTPOHHBIX IOKYMEHTOB
DKkcnepTr3a IeHHOCTH JIEKTPOHHBIX IOKYMEHTOB MPOBOIUTCS:
—  TIpu pa3paboTKe HOMEHKJIATYPHI /e puinana;
—  TIpU IEPecCMOTPE HOMEHKIIATYPHI JEII.
Ha »Ttane pa3paboTtku HOMEHKJaTypbl naen B rpade «lIpumeuanue» k«
3arojIoBKaM JJIEKTPOHHBIX JeN MpocTaBisiercss oTMeTka «O» («DnekTpoHHbBIE
JOKYMEHTBD?).



ITo HCTCUCHHUH CpoOKa XpaHCHUA OJICKTPOHHBIX JOKYMCHTOB B

UH(OPMAIIMOHHONW CHUCTEME TMPOBOJMUTCS DKCHEPTH3a HX IEHHOCTH B LEJAX
COCTABJICHHUSI OMKCEN JIEKTPOHHBIX JI€] MOCTOSIHHOTO U BpeMeHHBIX (cBbiie 10 ser)
CPOKOB XpaHEHHUs, BHYTPEHHUX OMHUCEH BJIEKTPOHHBIX JOKYMEHTOB U AaKTOB O
BBIJICJICHUU K YHUUTOXKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB, CPOKU XpPaHEHHUS KOTOPBIX
HCTEKJIN.

HpI/I IMPOBCACHUHN  OKCIICPTHU3bI HCHHOCTU  JJICKTPOHHBLIX JOKYMCHTOB

AOINOJIHUTCIIbHO YUYUTBIBAIOTCS:

3HAYUMOCTh HMHGOPMAIIMK  3JEKTPOHHOTO JOKYMEHTa (YHMKalIbHOCTh U
TUITUYHOCTB);

NOBTOpEHHWE MH(POPMALIUM  DJIEKTPOHHOTO JIOKyMEHTa B HHMOpMauu
JOKYMEHTOB IMOCTOSTHHOTO CPOKA XPaHEHMsI, CO3/IaHHBIX HA IPYTUX HOCUTENSX;
NEPBUYHOCTh HMH(POPMAIUN JJIEKTPOHHOTO JOKYMEHTa C BO3MOXHOCTBIO
MOJTYyUYEHHUS arperuPOBaHHBIX (000OIIEHHBIX, AHAIUTUYECKUX ) TaHHBIX;

BU/I, PA3HOBUAHOCTH 3JIEKTPOHHOTO JOKYMEHTA;

NOJJIMHHOCTH 3JIEKTPOHHOTO JOKYMEHTA, HaJIMYUe IEKTPOHHON MOAIUCH;
OrPaHUYEHHOCTh CPOKOB MOJTBEPXKACHUS TMOJJIMHHOCTH  3JIEKTPOHHBIX
MOAIINUCEH;

dbopmy U cocTaB MPOLEAYP MO 0OECIECUEHUIO ayTEHTUYHOCTH (TTOJIMHHOCTH) U
LEJIOCTHOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

XapaKTePUCTUKU U (PU3MUECKOE COCTOSTHUE HOCUTENEW C 3JIEKTPOHHBIMU
JTIOKYMEHTaMU;

CTENEHb COXPAHHOCTU JOKYMEHTOB (POHJA (KaK Ha 3JIEKTPOHHBIX, TaK U MHBIX
HOCHUTEJISX);

BO3MOKHOCTh BOCIIPOMU3BEJEHUS U OO0paOOTKH HHPOPMALMHU DIEKTPOHHBIX
JIOKyMEHTOB ~ 0€3  WCIIOJIb30BAaHUSA  OPUTMHAIBHOTO  MPOTPAMMHOIO
oOecreueHus;

OTPaHUYEHMS] Ha PACHPOCTPAHEHHWE U  HCIHOJIb30BAHHE  BJIEKTPOHHBIX
JOKYMEHTOB M MpOorpaMMHOro ooOecreueHus (C Yy4eToM COOIIOJAEHUs
roCy1apCTBEHHOM, KOMMEpPUYECKOU TAMHBI, aBTOPCKOTO rpasa,
MMYIIECTBEHHBIX  MpaB, JIOTOBOPHBIX  OOSI3aT€IbCTB B OTHOIICHUU
COOCTBEHHUKOB JOKYMEHTOB);

BO3MOKHOCTH apXWBa OpraHu3aluyd 10 OrPaHUYEHUIO M pa3rpaHuUYCHHIO
J0cTyna K nHQOpMaIUU AIEKTPOHHOTO JOKYMEHTA,

BO3MOXKHOCTh oOOecrieueHuss BpemMeHHOro (cBeime 10 JeT) XpaHeHus,
MPOBEJCHUS TEXHOJIOTHYECKUX MHIpalluii U WX BO3MOXKHAsl CTOMMOCTHAs
OLICHKA.

OnHOBpPEMEHHO ¢ OTOOPOM AJIEKTPOHHBIX JOKYMEHTOB JJIs MEpPeaun B apXUB
OpraHu3allMd  OCYILIECTBISETCA  BBITPY3Ka  METAJaHHBIX  3JECKTPOHHBIX
JIOKyMEHTOB M TPOTOKOJIOB ayJauTa (CHUCTEMHBIX MPOTOKOJIOB/>KypHAJIOB) 3a
TOT K€ NEPUO]T BPEMEHHU.

[Ipu >TOM OHOBPEMEHHO MPOBEPSAIOTCA KaY€CTBO W MOJHOTA HOMEHKJIIATYPbI
el OpraHu3aluy, [PaBWIBHOCTh  ONPEAEICHUS  CPOKOB  XPaHEHUS
AJIIEKTPOHHBIX IOKYMEHTOB.



9. [loaAroToBKAa 3JIEKTPOHHBIX IOKYMEHTOB K Ilepeaaye B apXuB
OpraHu3auuu
DNEeKTpOHHBIE Jieja MEPEAAlOTCs B apXUB B YMOPSAJIOYEHHOM COCTOSIHUHU TIO
CHATOYHBIM OMHUCSIM  CTPYKTYPHOTO TOJAPA3ACICHUS C  COMPOBOJIUTEIBLHON
CITyK€OHOM 3aMMCKON CTPYKTYPHOTO MOAPA3CIICHHUS.
[ToaroroBka CTPYKTYPHBIM MOJAPA3ACICHUEM 3JIEKTPOHHBIX JTOKYMEHTOB K
repeaayde B apXuB COCTOUT U3 CIEAYIOIINX 3TANOB:
— otbop B WHPOPMANMOHHON CHCTEME OpTaHU3AIHMH JJICKTPOHHBIX JE,
NoIJIeKAIIKNX NIepeiaye B apXuB;
—  KOHBEpPTUPOBAHHUE DJIEKTPOHHBIX JOKYMEHTOB B (hopMaT, YCTAaHOBJICHHBIN IS
apXUBHOTO XpaHEHUS IOKYMEHTOB;
—  TpoBepKa TPaBWIBHOCTH (OPMHPOBAHUS M CHUCTEMATH3AIMM  SIUHUI
XpaHEHUs PIEKTPOHHBIX TOKYMEHTOB;
—  MpoBepKa PU3HYECKOTO U TEXHUYECKOTO COCTOSHUS AJIEKTPOHHBIX HOCUTEIICH,
peAHa3HAYECHHBIX IS 3aMUCHU JIEKTPOHHBIX TJOKYMEHTOB;
— TmpoBepka (GaiiioB C AIEKTPOHHBIMU JOKYMEHTAMU Ha HAJIMYUE BPEJOHOCHBIX
KOMIIBIOTEPHBIX MTPOTPaAMM;
— TIPOBEPKa Ka4eCTBA BOCHPOU3BOJUMOCTH AJIEKTPOHHBIX IOKYMEHTOB;
—  COCTaBJICHUE B CTPYKTYPHOM IOJAPA3ACICHUU CAATOUYHON OMUCHU DJICKTPOHHBIX
Te.

NPUJIIOKEHUA
[lepeueHb BHUIIOB YIPABICHUYECKUX JIOKYMEHTOB, CO3JIaHHE, XpaHCHUE,
HCTIOJIb30BAaHNE KOTOPBIX OCYIIECTBISETCS B POpME AIEKTPOHHBIX TOKYMEHTOB MPU
OpraHu3alluyd BHYTPEHHEHN JESITEIIbHOCTH
[IpoekThl JOKYMEHTOB
1. [TpoeKThI pacriopsiAUTENbHBIX, HOPMATUBHBIX, OPTAaHU3AIIMOHHBIX U UHBIX
JIOKYMEHTOB.
2. JIokyMeHTBI K HUM (K TIPOEKTaMm).
3. IokyMeHTHI 110 UX pa3paboTke (1o pa3paboTKe MPOEKTOR).
[InaHoBBIE, OTYETHBIE JAOKYMEHTHI, HH(POpPMAIUd KOTOPHIX TIOJIBEpraeTcs
0000111eHHIO
[Inansr:
—  TEKYIIEro MJIaHUPOBAHMUS;
—  OmepaTHBHBIC TIaHBI PAOOTHI OPTaHU3AINH;
—  TUIaHbl pabOThI CTPYKTYPHBIX MOAPA3CICHUN;
—  UHAWBUIYaJbHBIC TUIAHBI PA0OTHUKOB;
—  TUTaHBI TPOBEACHHSI PA3IMYHBIX MEPOTIPUSTHIA,
—  rtpaduku yuera pabodyero BpeMeHu;
—  TpaduKy IPOBEACHUS PA3IUYHBIX MEPOTIPUITHI;
—  TpaduKu MPOBEICHUS aTTECTAIINH, TTOBBIIICHHS KBaTU(UKAIUH.
Otuersl:
— O BBINIOJIHEHUH TIJIAHOB Pa0OThI OPTaHU3alNK (KBapTaJIbHbIC, MECSIUHBIC);
— O BBINOJHEHUH IUIAHOB PabOTHI CTPYKTYPHBIX MOApAa3Ae/ieHuld (KBapTaIbHbIE,
MECSIYHBIE);



O BBITIOJTHEHUH WHIUBUAYATbHBIX JIAHOB PAOOTHUKOB,;
0 JOKYMEHTOO0OPOTE OpraHU3allHH.

JIOKyMEeHTBI K IJIaHaMm, rpadukam, cXemaw, OTYETaM.
JIOKyMEHTBI 110 pa3paboTKe MIaHOB, IPAPUKOB, CXEM, OTYETOB.
NudopmanmoHHbie TOKyMEHTBI

1.
2.

3.

Jlokazpl, 0030pbl HHPOPMAITMOHHOTO XapaKTepa.

Nudopmarmonusie, TeMaTH4YECKHE, oubnmmorpaduueckue  MoJA00PKU
uHpopMarmm.

CooO01eHus, CTaThH O ACITEITLHOCTA OPTaHU3AIHH.

CHpaBO‘-IHLIe JOKYMCHTBI

1.
2.
3.

Criucku agpecoB, TeaehOHOB.
Crucku pacchbUIKU IOKYMEHTOB.
Cnucku (nepeynn) o0opyA0BaHUS.

JIokyMeHTBl  (IIPOTOKOJIbI, CIPAaBKH, CBEIEHUSA, CBOJKH, pacCyeThl, OTYETHI,
JOKJIa/IHbIE U CIIYKEOHbIE 3aMMCKHU U Jp.) MO ONEPATUBHBIM BOIIPOCAM

1.
2.

O WNEIZoONO AW

[TopyueHust pyKOBOJUTENS OPTaHU3AIMHA CTPYKTYPHBIM MOIPA3AECIEHUSIM.
JlokyMeHTBl ~ pabouyux TPymHI, KOMHUCCHH  OINEPaTMBHOTO  XapakTepa.
JIOKyMEHTBI CTPYKTYPHBIX IIOJPA3JCICHUN, MPEACTABIAEMbIE PYKOBOJICTBY
OpraHU3aI1H.

JIoKyMeHTBI 110 HHOOPMAIIMOHHON JIEITEIIbHOCTH.

JIOKyMEHTBHI 110 TPYJIOBBIM OTHOIIICHHUSM U KaJpPOBOMY OOECIICUEHHUIO.
JIOKyMEHTBHI 110 JOKYMEHTAIIMOHHOMY O0OCCIIEUEHHUIO T0Ipa3/Ie/ICHUS.
JIOKyMEHTBI 110 aIMUHUCTPATUBHO-XO035MCTBEHHOMN AESITEIbHOCTH.

JIOKyMEHTBI 110 OBITOBBIM BOMPOCAM.

JIOKYMEHTBHI 110 OpTaHU3alllN 10CYTa.

OKYMEHTHI IT0 PETUCTPALMH, YUETY U KOHTPOJIIO

Kawnrn.
Kypnansr.
Kaprouku.
Peectpsi.
bazb1r naHHBIX.



