MHIHCTERCTBO 10GTHLINH POCCHACKOR OETEPAILN |
SAPETHCTPHPOBAHO

Perucrpansonnsii ke 62 A3 T
o1 72" ez s 4R 2L,
OEJEPAIBHOE APXUBHOE AI'EHTCTBO
(POCAPXUB)

IIPUKA3
OF 7L A7 N 725

MockBa

06 yTBepkaeHHN
IIpaBuJ opraHu3anuy XpaHeHHs, KOMILIEKTOBAHHS, YYeTa
H HCHO0Jb30BaHHSA HAYYHO-TeXHHYECKOH JOKYMEHTAlHH B OpraHax
rocyJapcTBeHHOH BJIACTH, OPraHax MeCTHOTO CaMOYyIpaBJ/IeHHS,
rocyiapcTBEHHBIX 1 MyYHHIHNAJIbHBIX OPraHH3alHsIX

B coorBercTBHH ¢ TyHKTOM 2 4YacTH | crateu 4 PenepalbHOro 3aKoHa
ot 22 okta6ps 2004 r. Ne 125-®3 «O06 apxuBHoM nene B Poccuiickoi Penepanviny
(Cobpanue 3axoHOHaTenscTBa Poccuiickoit @enepanuu, 2004, Ne 43, c1. 4169; 2018,
Ne 1, cr. 19), nyakrom 7 Ilonoxenus o PDenepalpHOM apXMBHOM areHTCTBE,
yTBepxaenHoro YkasoM Ilpesunenrta Poccuiickoit @enepanyu ot 22 uioHs 2016 r.
Ne 293 (CoGpanme 3axoHomarenbcTBa Poccuiickoit ®enepammm, 2016, Ne 26,
cT.4034), npuka3blBalo:

YTBCp,Z[I/ITI: IpujraraCMbIC HpaBHJIa opraHusalliy XpaHCHHA, KOMIUICKTOBAaHU,
yd€rta W  HCHOJIb30BAHHA HaquO-TeXHH‘IECKOﬁ JOKYMCHTallHli B OpraHax
FOC}’I[apCTBCHHOﬁ BJIaCTH, OpraHax MECTHOI'O CaMOYIIpaBJICHHU:A, I'OCY AapCTBCHHBIX H
MYHUITUIIAJIBHBIX Opranu3alusix.

PykxoBogureins A.H. Aptuzos




YTBepKACHBI
npukazoM PenepanrbHOro apXHBHOTO
areHTCTBa

or 0% A 2044 Ne /575

IIpaBuia
OpraHH3aluuH XPaHeHHs, KOMILIEKTOBAaHHSI, y1eTa H HCIOJb30BaAHUS
HAYYHO-TeXHHYECKOH JOKyMEHTallHH B OPraHax rocylapcTBeHHOl BJIACTH,
OpraHax MecTHOro CaMOylpaBJIeHHS, FOCY/apCTBEHHBIX
H MYHHIHIAJIbHBIX OPraHU3alHAX

1. OcHOBHBIE TOJIOJKEHHSA

1. TlpaBuia OpraHu3aldHM XpaHEHMs, KOMIUIEKTOBAaHWS, Y4Yera H
MCIIOJIB30BaHMs HayYHO-TEXHMYECKON JOKYMEHTAllMH B OpraHax rocy/apCTBEHHOH
BJIACTH, OPraHax MECTHOTO CaMOYIIPaBJI€HHUs, T'OCYAapCTBEHHBIX X MYHUIMNAIBHEIX
opraHmsanusax (nanee — IlpaBuna) pa3paGoTaHEl B COOTBETCTBHM C IIYHKTOM 2
yactu 1 crateu 4 ®epepansHOro 3akoma ot 22 okrabps 2004 r. Ne 125-@3
«O06 apxuBHOM geie B Poccuiickoit ®enepanun» (Cobpanue 3aKOHONATENBCTBA
Poccuiickoit @enepanmu, 2004, Ne 43, ct. 4169; 2017, Ne 25, cr. 3596) (manee —
denepansueiii 3akoH Ne 125-®3), mymxkrom 7 Ilonoxenus o @exepanbHOM
apXHBHOM AareHTCTBE, YTBEpXAeHHOro VYxasom [lIpesunenta Poccuiickoi
®epepanyu ot 22 monst 2016 r. Ne 293 (CoGpaHue 3aKOHONATENBCTBA Poccuiickoit
deneparuu, 2016, Ne 26, cr. 4034) (manee — Ilonoxenuwe o DepepanbHOM
apXMBHOM areHICTBE).

2. TlpaBwna pa3paboTaHbl C y4YeTOM IIOJOXCHHH HAIMOHANBHBIX,
MEXAYHAPOIAHBIX CTaHIAPTOB, ONpPEEISIOIMX COCTaB, IOPANOK CO3MaHud,
obpatenus %4 XpaHEHUs Hay4HO-HCCIIE0BATENECKOMH, IIPOEKTHOH,
KOHCTPYKTOPCKOM, TEXHOJOTMYECKOH M IPOrpaMMHOH TOKyMeHTauuy (Hay4HO-
Texaudeckoit JoxyMmentauuu) (manee — HTJI) Ha OyMaXHBIX U OJICKTPOHHBIX
HOCHTEIAX.

3. IlpaBwiia npefHa3Ha4YeHb! VIl OPraHOB rOCYIapCTBEHHOH BIIaCTH, OPTaHOB
MECTHOTO CaMOYMpaBIIeHUS, TOCYAApPCTBEHHBIX KOPIOpAaIMi, roCyapCTBeHHBIX M
MYHMIMIAIBHEIX OpraHM3alliif, BHICTYMAIONUX Ppa3pabOTYMKaMH, 3aKa3uMKaMH,
3aCTPOMINMKAMH, SKCIUTYaTHPYIOIIMMH OpraHH3aLUUsIMH, a TAKKe 3aHMMAIOIMMHUCS
TIPOM3BOJICTBOM HAyYHO-TEXHHMYECKOH IPOMYKIMM, B TpoIecce JIeATeIbHOCTH
xoTopbix obpasyercsa HT/I.

4. Tlo pelIeHMIO HEroCy[apCTBEHHBIX OpraHU3alMi, B JEATENHHOCTH
KoTopsix o6pasyercs HTJI, BBICTYNAlOmMX 3aKa3dMKaMW, pa3paboOTIMKaMH,
3aCTPOMIIMKAMH, SKCIUTyaTHPYIOIMMH OPraHH3alMsAMY, & TAloKe 3aHUMAIOIIMMHUCS
TIPOM3BOJCTBEHHON HESATENBHOCTRIO, HacTosmue IIpaBunaM MOryT NPUMEHATHCS
IIpH OpraHM3allMA XPaHEH!s!, KOMILUIEKTOBAHHA, yueTa i ucnonbsosanus HT/L




5. IlpaBwra  yCTaHAaBIMBAlOT  €NMHBIM  TOPSANOK  OpraHU3alluH
KOMIUTEKTOBaHHS, y4eTa, XpaHeHus, oOpaiteHus 1 ucnons3osanus HTJ, a Takxke
OoTHeceHUs ee K cocraBy ApxuHoro ¢onna Poccuiickoii @epepauuu 1o
pe3yJibTaTaM IPOBEACHHUS JKCIEPTH3BI LEHHOCTH' U OpraHoB TOCYAapCTBEHHOM
BJIACTH, OPraHOB MECTHOI'O CaMOYIPAaBJIEHHs, TOCY AAPCTBCHHBIX U MYHHUHUIIATBHBIX
OpraHH3aLUi.

6. OpraHu3aIis XpaHEHHUs, KOMIUICKTOBaHHU, ydera 1 ucnoss3osanus HT/,
coJepxalleil CBeJIeHUs, COCTAaBIIOIME TOCYIApCTBEHHYIO TaiHy, APYrue BHIbI
TajlH, IepCOHATBHBIE JAHHBIE WK HHBIS CBEICHH KOHGHICHIHAIEHOTO XapaKTepa,
OCYLIECTBIAETCA C coOofeHHeM TpeOGOBaHMH 3akOHOJATeNbCTBa PocCHiCKOH
denepauuu.

7. TocymapcTBeHHBIe OpraHbl, OpraHbl MECTHOIO  CaMOYNPAaBJICHUS
MYHHIHIAIPHOTO paiiOHa, TOPOJCKOr0 OKpyra W BHYTPUTOPOJCKOTO paloHa,
BBICTynarode 3akaszunkamu HTJI, obs3aHbl co3paBath apxmamz, B TOM 4YHCIIE
CHELHAIBHO MpedHa3sHaYeHHBIE JUIA  KOMIUICKTOBAaHHS, Y4€Ta, XpaHCHHMS,
obpamenns W ucnonszoBanus HTJ| (TeXHMYECKHE apXHBBI) H obecrnieunBaTh
COXPaHHOCTh apXMBHBIX JOKymeHToB, B Tom uyucne HTJl, B Tedenue
YCTaHOBJIEHHBIX CPOKOB XpaHCHHS.

8. TocymapcTBeHHBIC OpraHHM3allid, TOCY/JapCTBEHHBIC KOPNOpalWH |
MYHMIMNATIbHBIE OPraHU3alMH 00s3aHbl 0obecrieunBaTh COXPaHHOCTH HTO B
TeYeHHE YCTAHOBJICHHBIX CPOKOB XpaHCHMS 3. B 5THX HeIaX yKa3aHHBIE
OpraHMU3allvy BIPaBe CO3/1aBaTh apxpnsm“, TEXHUYECKUE apXUBEIL.

9. OpraHu3auyy BIpaBe OCYIIECTBJIATh KOMIUIEKTOBaHME, YYe€T, XPaHCHHC,
obpamenue Hu ucnonp3osanme HTJ[ ¢ ucmoiab30BaHUEM HHGOPMAaLOHHOM
CHCTEMSI’, PEIHA3HAYEHHOM U1 XPaHEHHS NIEKTPOHHBIX apXUBHBIX JIOKYMEHTOB,
COOTBETCTBYIOIIEH TEXHUYECKHM TPEOOBaHMAM K HHQOPMAILMOHHBIM CHCTEMaM
3JIEKTPOHHOTO JTOKYMEHTOO0O0pOTa ., k uHbOpPMAIMOHHONH 6€30MaCHOCTH " u
(YHKUHOHAIBHBIM TPEOOBAHHUSAM K CHCTEMaM 3JICKTPOHHOTO JIOKyMEeHT0000pOoTa U
CHCTEMaM XpaHEHHS O3JEKTPOHHBIX IOKYMEHTOB B apXHBaxX TOCYAapCTBEHHBIX
OpraHoB s

'Yacre 1 crathu 6 @eaepansHoro 3akona Ne 125-@3.

2Yacre 1 crathu 13 ®epepansnoro 3akoHa Ne 125-@3.

3 Yacrs 1 crathu 17 ®emepansHoro 3akoHa Ne 125-@3.

*Yacrs 2 cratel 13 Pepepansaoro 3akoHa Ne 125-@3.

> [lynkT 4.34 Tlpaswi OpraHM3aliy XPaHEHH:, KOMIUICKTOBAHHA, Y4€Ta W MCNIONb30BAHHA JOKYMEHTOB apXHBHOTO
douna Poccuiickoit ®enepaunu U JPYyrAX apXMBHBIX JOKYMCHTOB B OpraHax rOCYAapCTBCHHOM BJIACTH, OpraHax
MECTHOTO CAMOYTIPARNICHUS ¥ OPTaHM3ALMAX, YTBEPXK/ICHHBIX NPHKa3oM MHHKYITETYpbI Poccuu ot 31 mapra 2015 T.
Ne 526 (3apeructpupoa Mumntocrom Poccuu 07.09.2018, perscTpauMOHHBIH Ne 38830) (mamee — IlpaBuia,
yTBEpXKIEHHbIE MpHKa3oM Ne 526).

® Tpe6oauus K HHGOPMALMOHHBIM CHCTEMAM 3NIEKTPOHHOIO JOKyMeHTOOGOopoTa (eilcpalbHbIX  OpraHoB
HCTIOHHTENBHOM BACTH, YYMTHIBAIOUIMX B TOM YHCE HEOOXOMMMOCTb 0GpabOTKH MOCPEACTBOM AAHHBIX CHCTEM
CilyeOHOH HH(OPMALMH OTPAHHYEHHOTO PACMPOCTPAHCHHSA, YTBEPKIACHHBIC NPHKA3OM Munkomesssu Poccun
ot 2 cenrsbps 2011 r. Ne 221 (3apeructpuposas Mustoctom Pocenu 15.11.2011, peructpaumoHHbiit Ne 22304).

7 TpeGoBaHms N0 OOECTeUeHMIO 6E3OMACHOCTH 3HAYMMBIX OOBEKTOB KPUTH4ECKO HMH(OPMALHOHHON
HpacTpykTypsl Poccuiickoii ®enepauus, yTBEpKICHHBIEC PUKA3OM ®CTIK Poccun ot 25 nexadps 2017 r. Ne 239
(3apeructpuposan Muntoctom Poccuu 26.03.2018, perncTpanpoHHbI i Ne 50524).

$TunoBble (yHKIHOHATbHBE TPEGOBAHHA K CHCTEMAM JJIEKTPOHHOTO JOKYMEHTOOGOpOTa ¥ CHCTEMaM XPaHCHHA
ANEKTPOHHBIX JOKYMEHTOB B apXHBaX roCyIapCTBEHHOTO OpraHa, YTBEPX/ICHHBIE MPUKA3OM PocapxuBa OT 15 HoHA
2020 r. Ne 69 (3apeructpuposan Murtoctom Poccum 20.10.2020, perucTpalHOHHbIA Ne 60484) (manee — Tumnoskie
TpeGoBaHuA).




10. 3agauu ¥ GYHKUMH apXuBa, TEXHUYECKOrO apXuBa OIPEACNSIOTCA
T0JIOKEHHEM, YTBEPKAAEMbIM PYKOBOIUTEIEM OpraHU3aLuH .

I1. Opranu3anuu KOMIUIEKTOBaHMS, y4€Ta, XPaHCHH,
H HCNOJIb30BAHHUS HAYYHO-TEXHHYECKOH JOKYMEHTAIHH B OpraHax
rocyJapcTBeHHOH BJIACTH, OPraHax MeCTHOr0 caMOYNPAaBJICHHS,
BpicTynawmux 3akazaukavmu HT/I

11. TMommuuunuxkun HTJI xpaHircs B OpraHM3alUAX, BbBICTYMAIOLINX
roCyJJapCTBEHHBIMH HJIH MYHHIMIAIBHBIMA 3aKa3yHKaMHd B COOTBCTCTBHH C
YCIIOBUSIMH JOTOBOPOB (COTVIAICHHM#) MEXIY OpraHU3alHAMH.

12. HT/I Bxiiro9aeTcs B COCTaB apXHBHOTO (bonnaw opraHa rocyJ1apCTBEHHOMH
BJIACTH, OPTaHa MECTHOrO CaMOyIpaBlIeHHUs (Jaiee — OpraH), MOUICKHT XPAaHEHHIO
B apxuBe (TEXHHYECKOM apxXWMBE) OpraHa B TEYCHHEC CPOKOB XpaHEHHS,
YCTaHOBJIEHHBIX (PeePAIBHEIMM 3aKOHAMH, HHBIMH HOPMATHBHBIMH [PaBOBBIMH
aKTaMH, a TaK)Xe MepeYHsIMU C YKa3aHHEM CPOKOB xpaHerm”.

13. HTJ] moctymaeT B apXHMB OpraHa Ha OCHOBaHHHM H B COOTBETCTBHH C
IOroBopoM (TOCYIapCTBEHHBIM, MYHHIHMIIATBHBIM KOHTPAKTOM), 3aKIIOYCHHBIM
MEXAy TIOCyIapCTBEHHBIM (MYHHIMIAIBHBIM) 3aKa3YMKOM M HCIOIHHUTENEM,
MOJPAMYAKOM Ha ee H3rOTOBJIEHHE IIOCNe MOANMCAHUA aKTa IpuUeMa-cAavu
BBINOJIHEHHBIX paboT.

14. Tlepemaua HTJ] B apXuB OCYIUECTBISCTCS B COOTBETCTBMU C OMMCHIO
(axToM, crenuduxaumeii) AOKyMeHTOB (Zen), MOMIeKALMX Iepeaade, Ha
OCHOBaHHM aKTa INpHeMa-liepefadd AOKyMEHTOB (Zean) Ha  XpaHEeHHe.
K  nmnepenaBaeMbIM — JOKYMEHTaM  MpPHUKIAJBIBAIOTCA  KONHA  JOTOBOpA
(rOCyIapCTBEHHOrO, MYHHLIUIIATBLHOTO KOHTPAKTa), @ TAKXKe KONMS aKTa Iphema-
CIa4M BBIMOJIHEHHBIX paboT.

15. B nporiecce mpHemMa JOKyMEHTOB Ha XpaHEHHE apXUB IPOBEPSET MOIHOTY
KOMIUIEKTA II€pelaBaéMBIX Ha XpaHEHHE [OKYMEHTOB B COOTBETCTBHH C
COlep)KaHMeM COPOLIIOpOBAHHOrO ToMa (anbboMa, MANKH), BEIOMOCTAMH,
crienuduKaMAMA U3JETHH, BEJIOMOCTSIMH OJICKTPOHHBIX JOKYMEHTOB, WIH C
OMUCSMHU, AKTAMH, B KOTOPBIX MEPEYHCIICHbI CaBAeMble HA XpaHEHHE JOKYMEHTHI,
MpOBEpSAET MNPABHILHOCT OQOpMIEHUs (IONUCAHHSA) TOKYMEHTOB, HAIMIHe
YCTaHOBJICHHBIX TIONMHMCEH, aT, UHBEHTAPHBIX HOMEPOB, a TAKXKe MPUTOAHOCTH
HT/I nns ganpHEIero XxpaHeHUs.

[Ipy mpueMe NEKTPOHHBIX JOKYMEHTOB JONONHUTEIBHO TPOBEPSETCS
HAIMYME aHATOTOB COOCTBEHHOPYYHBIX MOMIMCEH, B TOM YHCIe MHGOPMAIHOHHO-
YJAOCTOBEPSIOUINX JIUCTOB JJIEKTPOHHBIX JOKYMEHTOB, SJIEKTPOHHBIX nmoAnucei.

16. TMoctynusmias Ha xpaHenue B apxus HTJI moiexur yuery. Yder HT
MPOM3BOIUTCS OTAENBHO OT APYTHX BUIOB apDXMBHBIX IOKYMEHTOB.

17. B apxuBe OpraHM3alMd BEAYTCS OCHOBHblE (OOs3aTenbHBIC) |
BCIIOMOTATeNbHblE ~ YYeTHBIE  JOKYMEHTHI,  ycTaHoBNIeHHble  IIpaBuiamu

® [ynkTt 4 [TpuMepHOro MoJioXeHHs 06 apXuBe OPraHM3aliH, YTBEPKICHHOTO MPUKA30M Pocapxusa or 11 anpens
2018 r. Ne 42 (3apeructpuposan MuszoctoM Poccuu 15 asrycra 2018 r., perucTpauuoHHsIi Ne 51895).

1 Mynkrsi 2.3, 2.6 Tlpaswt, yTBepx/IeHHbIX Mpuka3oM Ne 526.

U Yacrp 1 crateu 17 GegepansHoro 3akoHa Ne 125-03.
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OpraHM3alliM, XpaHEeHHUs, KOMIUICKTOBaHHs, y4eTa W HCIOJNB30BaHUs JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepanud ¥ IpyrUX apXUBHBIX JOKYMEHTOB B
opraHax I‘OC}’JIapCTBeHHOPI BIACTH, OpraHax MECTHOTO CaMOYINpaBI€HHUS H
OpI‘aHI/IBaIJ;I/ISIX a Taxoke myHKkToM 49 [Ipasuin. :

18. KHHra (xypHan) ydera noctymieHus u BbiObiTHs HTJ] Ha GymaxHOM
HIH B DJIEKTPOHHOM BHJE BKJIIOYACT CIEAYIOIIHE O0A3aTE/IbHBIC PEKBU3UTHI eIl
(IOKyMEHTOB):

WHBEHTAPHEIH (apXUBHBII) HOMED;

IaTa perucTpaluu,

HOMeEp H JiaTa JoroBopa (KOHTPAKTa);

aBTOp (pa3paboT4UK) JOKYMEHTA,

o0o3HaUYeHNE JOKYMEHTA,

HAaHMEHOBAaHUE JOKYMEHTA,

YHCJIO JIACTOB JUIsA IOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE,

KoJIM4ecTBO (aitioB 1 06beM B M6 1Jis1 3JIEKTPOHHEBIX TOKYMEHTOB;

¢dopmar;

OCHOBaHHE MMOCTYIUICHHUS JOKYMEHTOB B apXHB,

KOJIMYECTBO U3rOTOBJIEHHBIX KOIHUIT;

JlaTa BBIOBITHS JOKYMEHTA;

OCHOBaHHE BBIOBITHS JOKYMEHTA.

19. Enunuueii xpanenus HTJ sBnseTca yuyeTHas eAMHULIA, IPEACTABILAIONIAL
co6oif cOpOIIIOPOBaHHBIA TOM, adb0OM HJIM MAIKy, KOTOpas MOXET COMEpPXKaTbh
OJIMH WJI HECKOJIBKO JOKYMEHTOB, HMEIOIIUX pa3Hble 0003HAYEHHUA.

20. EnuHunaM xpaHeHHs MPHUCBAaHBAIOTCS YYETHBIE HOMeEpa, SBIIAIOIIHECH
4acThI0 apXxuBHOro mmdpa 3 CBemeHus o cocTaBe eNMHMI] XpaHeHHS H HX
KoJM4ecTBE PUKCHUPYIOTCS B YUETHBIX JOKyMEHTaX apXUBa.

21. Equaunpl XpaHeHus B mpefenax (oHIA MOUIEKAT CHCTEMAaTH3ALMU 1
[Ipy NpOBENEHHH CHCTEMATH3aLMH YYHTHIBAETCSA: BHIOBOM, XPOHOIOTHYECKHUH,
IpeMETHO-TEMATHYECKHUi, 00bEKTHBIN, reorpaduuecKuii MpU3HaKH.

22. COXpaHHOCTh JOKYMEHTOB B apXHBe 00eCreYuBaeTcs KOMIUIEKCOM
MEPOTPUATHIA 110 CO3NAHMI0 HOPMATHUBHBEIX YCIOBHH, COOMIONCHHIO HOPMATHBHBIX
PEXMMOB M HajUlexaleil opraHu3alldi XpaHEeHHs NOKYMEHTOB, HCKIIOYAIOIHUX
XMILEHHE U YTPaTy H 06eCcTeYnBaIONIIX TOUIEPKaHHe B HOPMATBHOM (PU3UYECKOM
COCTOSHHM, a TaKXe COOIONEHHI0 TpeOOBaHMN K 3JaHUAM, MOMEIICHMAM, B
KOTOphIX obecreunsaercs xpanende HTJI, ucrmonszyeMoMy 06OpyAOBaHHIO,
HOPMATUBHBIM pEXHMaM XpaHEHHs JOKyMEHTOB Ha pasjMYHBIX HOCHUTEIX,
06ECIeYeHHI0O COXPAHHOCTH JOKYMEHTOB IIPH  YPE3BBIYAWHBIX CHTyalUsX,
nepeMeENeHHI0 JTOKyMEHTOB W YCTaHaBIMBAeTCs MpaBUIIAMHM  OpraHH3aliy
XpaHEeHHUs, KOMIUIEKTOBAHHUS, Y4€Ta M HCTOJB30BaHUS JOKYMEHTOB APXHBHOIO
¢ouna Poccmiickoit Penepauuu U APYIHX apXMBHBIX JOKYMEHTOB B
rocyJapCTBEHHBIX OpPraHax, OpraHax MeCTHOTrO CaMOyMNpaBjeHUA ¥ OpraHH3alHsiX,

2 IMynkrs! 3.5 u 3.6 [lpaBwi, yTBep)KICHHBIX TIPHKa3oM Ne 526.
1* flynkr 3.4 [paBmi, yTBepXKASHHbIX Npukasom Ne 526.
" Mynkr 2.9 MMpapusn, yTBEPKASHHBIX NpHKa3oM Ne 526.




YTBEPKIAEMBIMU YIIOTHOMOYEHHBIM (eIepabHbIM OPTraHOM HCIONHHUTEIBHOH
BJIACTH B chepe apXUBHOTO J€J1a U J€JTONPOU3BOACTBA .

III. Opranu3anusi XpaHEeHHN KOMILIEKTOBAHHA, y4eTa H HCHOJIb30BAHHA
HAYYHO-TeXHHYeCKOH JOKYMEHTAllHH B roCy1apCcTBeHHBIX
W MYHHOHMIAJIbHBIX OPraHH3alHaX

23. XpaHeHHE KOHCTPYKTOPCKOM, TEXHOJOTMYECKOH, [POrpaMMHON
JOKYMEHTAllMU 00€eCIIeunBaeTCs OpraHH3alueHi-pa3paboTUMKOM, OpraHH3auueH-
3aKa34ukoM (TOCYJApCTBEHHBIM 3aKa3yHMKOM), OpPraHH3alHeH-U3rOTOBUTEIICM,
SKCILIyaTHPYIOLleld OpraHu3alMedl B COOTBETCTBHM C YCJIOBHAMHU JOrOBOPOB
(rocyAapCTBEHHBIX, MyHHLUIIAIEHBIX KOHTPAKTOB).

24, XpaHeHHE MPOEKTHOH MOKYMEHTAlUH O0ECIeYrBaeTCs 3aCTPOUIIHKOM,
TeXHUYECKUM 3aKa34yHKOM, JIMIIOM, OTBETCTBEHHBIM 32 OJKCIUTyaTalMIO 3[aHusd,
COOpYXeHHMs, JMGO CICUHAIM3UPOBAHHOH HEKOMMEPYECKOH OpraHH3allHeH,
KOTOpas  OCYIIECTBISET JEATENBHOCTh, HampaBieHHyl0 Ha obecrnedeHue
IIpOBEJEHUS KAIUTAIBHOTO DPEMOHTa OOIIEr0 HMMYLIECTBA B MHOTOKBAPTHPHBIX
n1oMax (fajiee — perHOHaJIbHBIN onepaTop)16.

25. XpaHeHHe HayYHO-HUCCIEINOBATENBCKON NOKYMEHTALUH OCYIIECCTBIIAETCA
OpraHM3alKeii-NCIONHUTEIeM HayYHO-HCCIIEI0BATeNIbCKON paGoThl, OpraHM3alieH-
3aKa34MKOM (TIpH HATUYUH).

26. Opranmsamus ocyuiecTiseT xpaHenuwe HTJ] pasmensHO o BHAaM
IOKYMEHTOB  (HAayYHO-HUCCIIENIOBATEeNbCKas,  MPOEKTHas,  KOHCTPYKTOpCKasd,
TEXHOJIOTHYECKasi, IporpaMMHas).

27. TopnvHHUKY, AyOnuKaThl H KOIMUH MPOEKTHOW TOKYMEHTAI[MH JOJDKHBEI
XPaHHTECA C COONIONEHHEM IOCHEOBaTebHOCTH MPOSKTHPOBaHUS (IIPOSKTHAA
JOKyMeHTalus, pabodas IOKyMEHTallus) mo Homepam (um¢ppam) OOGBEKTOB
IPOEKTHPOBaHUs. XpaHeHHe IIPOCKTHOH JTOKyMEHTALUH, BHIOIHEHHOH HA CTajhH
«TIPOEKTHAs JOKyMEHTAIUs» JOJDKHO OCYIIECTBIATHCS II0 TOMaM B COOTBETCTBHH C
COCTAaBOM IIPOEKTa MO pasleNaMH U MoApasfenaM. XpaHEHHe IMPOCKTHOH
JOKYMEHTAIIMH, BHINOJIHCHHOH Ha CTaguu «pabodas MOKYMEHTAlUs» JOJDKHO
OCYIIECTBJIATECS [0 OCHOBHEIM KOMIUIEKTaM pabouux HYeprexeH Mo yCIIOBHBIM
o6o3HaueHussM (mapkam). Ilpu OCYIIECTBICHHWM XpaHCHHsS JOKYMEHTOB B
HecOpOIIIOpOBaHHOM BHIE JOKYMEHTHI JOJDKHBI OMEINATHCS B MAIKy.

28. TTomIHHHUKA M3BELIeHHH 00 M3MEHEHHWH M pa3pelleHH Ha BHECEHHe
H3MEHEHUH IOJIe)KaT y4yeTy IpH IOCTYIUICHMH H CIIy)XaT OCHOBaHHEM JUIA
BHECEHUS U3MEHEHUH B JOKYMEHTHI.

[MomIMHHUKYA W3BEIEHHH 00 H3MEHEHMHM H pa3pelleHHi Ha BHECEHHE
U3MEHEHHH (POPMHUPYIOTCA B J€jia B MOPS/IKE MOCTYTUICHHUS.

Konuy w3BeIleHH 00 HW3MEHEHMH, pa3pelleHHil Ha BHECEHHE HM3MEHEHHIA
6pOIIIOpYIOTCS. B aib0OMBI B COOTBETCTBHHM C IIH(POM IIPOEKTa, o0BeKTa H
COCTaBOM IPOEKTA.

1% [Toamynkr 2 mynxTa 6 [Tonoxenus o GeaepabHOM apXHBHOM areHTCTBE.
16 Crates 52 TpagoctpomTenbHoro konekca Poccuiickoii ®enepauun (CoGpaHne 3aKOHOJATE/HCTBA Poccwmiickoit
denepanun, 2005, Ne 1, ct. 16; 2020, Ne 31, c1. 5013) .




6

29. ToMIMHHUKM aHHYJIMPOBAHHBIX M 3aMCHEHHBIX JOKYMEHTOB (JIMCTOB
JOKYMEHTOB) Ha OyMaXHOM HOCHTEJE XPaHATCA OTAEIBHO OT JCHCTBYIOIIHX
IOJJMHHHUKOB, IPUBEJEHHBIX K popMaty A4 nnu A3.

30. XpaHeHwe IOJIMHHUKOB KOHCTPYKTOPCKOW JOKyMCHTALUH Ha
GYMa)KHBIX HOCHTEJSIX OCYLIECTBIACTCS B COOTBETCTBHMH C KJIACCHQUKALMOHHBIMHU
XapaKTEPUCTHKAMH B MOPs/IKE BO3PAcTaHHUs 0003HAYEHHS JOKYMEHTOB B IpejieliaX
KaXIoro ¢opMaTa H KoJia OpraHU3aluK-pa3paboTyHKa, WK MOPOPMaTHO.

B npelgenax wM3Iends MM COCTAaBHBIX YacTeld HU3JENHA XpaHEHHe
OCYILIECTBIISIETCS B CIEAYIOLIEH IIOC/ICA0BATEIbHOCTH!

crienuQuKaus U3eus;

JIOKYMEHTHl OCHOBHOIO KOMIUIEKTa HM3JIeNMA (B IOpsAKe 3alMCH HX B
cruenuUKanuu);

cenuUKaUMKd COCTAaBHBIX YacTed W3JENMsi H JOKYMEHTBl OCHOBHOIO
KOMILIEKTa COCTABHBIX YacTeil u3enns (B OPsAAKe BO3pacTaHUs 0003HAYCHHI);

yepTexXH JeTajiell, 3auCaHHbIe B ClIeLU(pUKAd OCHOBHOTO M3/ICTIHs, H BCEX
ero COCTAaBHBIX dacTell (B MOPAAKE BO3PaCTaHUA 0003HAYECHHUIA).

31. [TomIMHHHAKH TEXHOJIOTHYECKUX IJOKYMEHTOB XPaHATCI MO METOo/aM
o6paboTku u cOopku u3zenus 6e3 ydera ¢popMaroB B IMOPSAJAKE BO3PACTaHHA HUX
0603HaYeHHH B Ipeleiiax KaXJIoro BHIa TEXHOJOIMYECKOro mpouecca Mo METoay
BBIMOJIHEHMS I KOMIUIEKTAMM II0 BO3pacTaHWIO 00O3HA4YEeHHMH, yKa3aHHBIX B
OCHOBHOM HAJMUCH TEXHOJIOTHYECKHUX JOKYMEHTOB.

32. JlomyckaeTcs XpaHUTh TNOAJUHHHKA KOHCTPYKTOPCKMX JOKYMEHTOB
BMeCTe C MOIIMHHHKAMHM TEXHOJOTHYECKHX MOKYMEHTOB IO KOMIUIEKTaM, IIO
BO3PACTaHUIO OGO3HAYCHHH, yKa3aHHBIX B OCHOBHOW HAIIMCH TEXHOJOTHYECKHX
IJOKYyMEHTOB.

33. [oUIMHHHUKH AaHHYJIMPOBAHHBIX M 3aMEHEHHBIX JOKYMEHTOB (JIUCTOB
JTOKYMEHTOB) Ha OyMaXHOM HOCHTENE XpPaHATCS OT/ACIBHO OT JSHCTBYIOIIHX
IIO/TMHHUKOB, CIIOXeHHBIMHA Ha popMaTel A4 u A3.

34. [ToyIMHHUKY U3BELIEHUH 00 H3MEHEHNHU MU aHHYJIHPOBAaHUU JOKYMEHTa
HOAJIeXKAT ydeTy MpH TMOCTYIUIGHHH M CIyXar OCHOBAaHMEM [UIl BHECCHHs
HM3MCHEHHUH B IOKYMEHTEI.

[MonIMHHUKA H3BElleHHil 00 M3MEHEHUH WM aHHYJIMPOBaHWH IOKyMEHTa
(GOpMHPYIOTCS B J€Na B MOPSAIKE MOCTYIUICHUS.

35. Konuu KOHCTPYKTOPCKHX ANOKYMEHTOB, CO3JaHHBIX B OpraHM3alldd Ha
GyMaKHOM HOCHTeJie, CKI[BIBaloTCs Ha Qopmar A3 wm A4 M XpaHaTcd
BJIOYKEHHBIMH B IIalKH, COPOLIIOPOBaHHBIMHU B aJIbOOMBI MJIM MOJUCTHO.

36. Konuu ykmapIBaroTcs B Hanku (anbOOMbl) B IMOPSAKE, OMPEAEICHHOM
JUTS TIOJUIMHHUKOB.

37. KoMIUIEKTHI KON TEXHOJOTHYECKHX JIOKYMEHTOB, CO3JaHHBIX B
opraHm3auyy Ha GyMaXKHOM HOCHTENe, YKIJIaJbIBAIOTCS B MIANKH WA OpoLIIOPYIOTCS
B QJIbOOMBI.

B manky (ans00oM) IOMEHIAIOTCS BCE TEXHOJIOTMYECKHE JOKYMEHTEI,
pa3paGoTaHHBle HA OJHO H3JEHE NMpH E€AWHHYIHOM TEXHOJOTHIECKOM Tpolecce,
WIM HA HECKOJHKO H3AEIHM TPH THUIOBOM HIIM TIPYIIIOBOM TEXHOJOTHYECKOM
npolecce, WK Ha 9acTh U3/
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38. TToATMHHMKY HAy4YHO-HCCIIENOBATENBCKOM JIOKYMEHTAllMH XPaHATCS
OpTaHK3alUeN-HCTIONHUTENEM Hay4HO-HCCIIe0BaTeIbCKOM paboThI, OpraHu3alue-
3aKa34uKoM (TIpM HAIMYUM) €CIIM MHOE HE OINpe/ie/ieHO YCIIOBUAMM JIOroBOpa Ha
CO3/1aHNe Hay4YHO-KCCIIEI0BaTeNbCKON paboThI.

39. ToIMHHAKAaM HAy4YHBIX (HAy4HO-HCCIENOBATENECKUX) JTOKYMEHTOB Ha
GyMaXKHOM HOCHTEIe IIPHCBAMBAETCS YYETHBIA HHBEHTAaPHBIH (apxuBHBII) HOMED.
XpaHeHue OCYIIECTBIAETCS B MOPSAKEe BO3PACTAaHH HWHBEHTAPHBIX (apXHUBHBIX)
HOMEPOB.

40. MuKpOGHIEMBI-IOATMHHAKK XPAHATCS B TOPU30HTAIbHOM IOJIOKCHHH B
METAUINYECKUX KOPOOKax, KOTOphIE Pa3MEIIaloTCsl B METAIUIMIECKHX mKapax UM
Ha CTeJUIaXax.

41. MukpodrIbMbI CTpaxoBoro GoHaa U ¢GoHIa MoNE30BaHUA JOIDKHBI HMCTh
CTAH[JApTHBIE M 3alUTHBIE PAaKODABL, KOTOPBIE HAMAaTHIBAOTCA B pPYJIOH Ha
CepIeUYHUKH (POTOCTIOEM HAPYXKY.

MukpoduasMpl Ha IUIOCKMX IUIEHOYHBIX HOCHTENAX MOMELIAIOTCS B
KOHBEPTHI U KACCETHI U XPaHATCA B KOpOOKax MU Marnkax.

42. B umensx obecrneuenus coxpaHHoctH HTJ] HOMKHBI MPOBOJMTHCA
NPOBEPKHA HAJIMYUA M COCTOSHHS JIOKYMEHTOB 7 B xone mpoBepkH HamMuHsA H
COCTOSIHUS IOKYMEHTOB:

a) yCTaHaBIUBAETCH:

COOTBETCTBHE HTOTOBOM 3aMHCH B WHBEHTAPHOW KHUre (OmucH) M (Wiu)
HHQOPMALMOHHON cHCTeMe (aKTHYeCKOMY HATHYMIO HTJI, BHeceHHONl B
MHBEHTAPHYIO KHUTY (OIHCh) B (M) MHPOPMALHOHHYIO CHCTEMY;

coorBercTBie uMeromeiics B Hammuuu HTJ[ cBeneHusM, yKa3aHHBIM B
crielMpUKALKsIX WA BO BHYyTPEHHEH ONICH TOMA, IAMKH;

6) NpOBOAWTCA KOHTPOJL (HU3UYECKOr0 H TEXHHYECKOrOo  COCTOAHMA
3JIEKTPOHHBIX JJOKYMEHTOB:

OIpeeNsIOTCA BOCIIPOU3BOAUMOCTD JOKYMEHTOB;

NOTpeGHOCTE B MUTPALiMi M KOHBEPTHPOBAHKUH,

HaJIM4YHe BPEIOHOCHOTO MPOrPaMMHOr0 00eceyeHH s ;

COCTOSIHUE YIIaKOBKH ¥ Hanu4ue (OTCYTCTBHE) BHELIHUX [IOBPEXKICHHUIL.

43. TIpoBepka HamM4ds AOKYMEHTOB MPOBOJMTCS KOMHCCHEH B MOpsAKe,
YCTaHOBJICHHOM JIOKQJIBHBIM HOPMATHBHBIM aKTOM OpraHH3ailHi. PesynbTatsl
nposepku Hamuuus HTJ] odpopmiisieTcss akTOM NPOBEPKH HATHIHA. AKT TIpOBEPKH
Hanuuus HTJI yTBepXKAaeTCsa pyKOBOAUTENEM OpraHu3aliy.

44. Tlpu yrtpare HOKyMEHTOB HJIA HEBO3MOXHOCTH HX BOCCTAHOBJICHHUA
JOJDKEH COCTaBIATHCA aKT O CIHCAHUM MPHUIIEANINX B HETOJHOCTD MM yTEePAHHBIX
[IOJTUHHUKOB.

45. Tlposepka nHamuuus U cocrosuus HTJI cuuraercs 3aBepIICHHON I10CIIE
BHECEHHS BBISIBICHHBIX U3MECHEHHUH B YYETHBIC JJOKYMEHTBIL.

46. [To[IMHHNKY, TPHUIIESAILYE B HENOAHOCTD HJIN YTEPAHHBIC, NOJDKHBI ObITh
BOCCTaHOBJIEHBI. JIIsi BOCCTAHOBJIEHHA IIOJJHHHUKOB HCIOJB3YIOTCA KOIHH H
NyGNHKATHl JOKyMEHTOB C BHECEHHEM B HHX COOTBETCTBYIOLIMX A3MEHEHHH
(110 pa3pellleHHsM Ha BHECEHHE HM3MEHEHWi), BBIMYIICHHbIX [0 MOMEHTa €ro

17 [ynkr 2.14, 2.43 [IpaBui, yTBepXAeHHbIX npukasom Ne 526.




BOCCTAaHOBJIEHHS. BOCCTaHOBIEHHBIN IOJIMHHUK MOKEH HMEThb HHBEHTAapHBIN
HOMEpP BOCCTAHABIMBAaEMOro MOJUIMHHUKA. (O BOCCTAHOBIEHHH IOJJTHHHHKA
JeNaeTcs OTMeTKa B MHBEHTapHOM! KHHUTE.

BoccTaHOB/IEHHBIE TOJIMHHHAKA JOJDKHBI OBITH MOANUCAHBI PaOOTHUKOM,
BBIMOJIHAIOIIUM [IPOLEAYPY BOCCTAHOBJICHHUSA.

Ilpu BoccTaHOBNICHHH TOJIMHHKKA 3iekTpoHHOoM HT/I cozmaercs ero HoBas
BepcHs, B MeTajaHHble (PEeKBU3MTHYIO 49acCTb) BHOCATCA CBEHACHHS O
BOCCTaHOBJICHHUH.

[TpaBUIBHOCT BOCCTaHOBJIEHHOIO [OUIMHHHMKA JJIEKTPOHHOIO JOKYMEHTA
JOJDKHA IIOATBEPXKAATHCS SJEKTPOHHOH IIOAIMCHI0 OTBETCTBEHHOTO JIAIA.

47. Yuery B OpraHu3aliyy IIOJIeXar:

Bce IIOCTYNAIOUIME HA XpaHeHHWE MOJIMHHHKY, OyOIHMKATEl M KOIHH
JIOKyMEHTOB;

IBWKEHHUE JOKYMEHTOB (H3rOTOBJICHHE U yUeT KOMNMi, BHECEHHE H3MEHEHHI,
NIPUMEHAEMOCTb, HCIONB30BaHUe, YHUYTOXKEHHE, IIepe/iaya Ha XpaHeHHe);

BCE BH/BI U3BEIIeHUH 00 U3MEHEHUH JJOKYMEHTOB.

48. YueTHble AOKYMEHTHI BEAyTCs Ha OyMaXHOM HocuTene M (WIH) B
3JIEKTPOHHOM BHJE C HCIOJIb30BaHHEM HHPOPMALIHOHHON CHCTEMBIL.

49. OcHOBHBEIMH (00A3aTEIBHBIMU) YYETHBIMH JJOKYMEHTAMH SABJISIOTCS:

HHBEHTApPHBIE KHHUTH Y4ETa,

KapTOYKHU y4eTa JOKYMEHTOB;

KHUIHM (OKypHaJIbl) PErHCTPALUM Pa3pellieHHH Ha BHECEHME M3MEHEHHMH UL
IPOEKTHOM MOKyMEHTAIlMHd IJIsI CTPOMTENLCTBA M MPOrPaMMHOM JIOKYMCHTAIHY,
U3BELICHU, IpeIBapUTENIGHBIX H3BEIIEHHH M MpeIOXECHUH 00 U3MEHEeHUH A
KOHCTPYKTOPCKOM M TEXHOJIOTMYECKOH JOKYMEHTAIUH,

omucu equauil xpanenus HT /] mocTodHHOro XpaHeHus.

50. HT/] yuuTHIBaeTCS MO YYETHBHIM eAMHUIIAMK H(UIIH) €MUHULAM XPAHEHHUS.

51. YuerusiMu equauiiaMi HT /] B opranu3anuu siBIsFOTCS:

IS HaydHOM (HAaydYHO-HCCIIENOBaTeNbCKOH) JOKYMEHTAllMM — OTHEJIBHBIN
Hay4HBIM (TEXHMYECKHIT) JOKyMEHT IO IpobieMe (TeMe) Hay4HOTO HCCIICHOBaHHUA
HJIH T10 €ro 3Tally — €AUHHIIA XPAHCHH,

IJIsl KOHCTPYKTOPCKO#M, TEXHOJOIMYECKOH, IPOrpaMMHON JNOKyMEHTalUu —
rpadu4IecKHiil WM TEKCTOBOM TOKYMEHT — €IMHHUIIA y4eTa;

IS TIPOEKTHOM JOKYMEHTAlluM — COpOLIIOPOBAHHBIA TOM, COAEpXKalUi
JHOKYMEHTHI IOJ pa3sHbIMH OOO3HAUCHHUSAMH — EIMHMIA XPaHEeHHs, OTAeNbHBIH
rpaQuuecKkuii WIM  TEKCTOBOH  JOKYMEHT, HMEIOIUH  CaMOCTOATEIBLHOE
o003HaUYeHNE — EUHHIIA YIETA.

V4eTtHol equuulei snektporsoit HT/I sBasieTcs 31€KTPOHHBIA JOKYMEHT.

VuerHoit emunmueii HTJ[ wa Mukpodopme sABuseTcs (GHU3MYECKH
060co6IeHHas penporpaduyeckasi KOMUs MOUTHHHUKA (MUKPOQHINA, MEKPOQUIEM
PYJIOHHBIH, MUKPOGHIBM B OTpEe3KE M JpYrHe), BHE 3aBUCHMOCTH OT KOJHYECTBA
HMEIOILIUXCA Ha HEH JOKYMEHTOB.

52. Kaxnoii yuetnoit equuutie HTJ] nprcBanBaeTcs MHBEHTAPHBIA HOMED II0
HHBEHTapHOU KHHUI'E y4eTa.

53. VYuer HTJ, nomnexameii mnepefadye B  TOCYJAapCTBEHHBIH
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(MyHMIMIIANBHBIN) apXHB, OCYIIECTBISETCS B OMUCAX €IMHHUIl XpaHCHUS HTH
[TOCTOSHHOTO XpPaHEHHS.

B emunune xpanenus HTJl He qomyckaeTcs HaXOXICHHE ITOKYMEHTOB,
OTHOCSILHMXCS K PasHBIM CTaJusAM MPOEKTHPOBaHHWs. B eIWHUIY XpaHCHHA MOTYT
GBITh BHECEHbl NOKYMEHTH Pa3sHBIX 4acTeil IPOEKTHpOBaHMs (Pa3HBIX Y3JIOB),
OJIM3KUX 10 CBOEMY Ha3BaHUIO MJIM 110 HA3HAYEHHUIO.

54, OpraHu3aiud, BBICTYNAIOIIHE  MCTOYHHKAMHM  KOMIUIEKTOBAHUA
roCyJapCTBEHHOro (MYHHIMNATBFHOIO) apXWBa, COCTABAIOT MAclopT apXuBa
opranmsauuy, xpassmed HTJ[ B cOOTBETCTBUH C INPUIIOKCHHEM 46 Pernamenta
rOCyJApCTBEHHOTO  y4eTa JOKYMEHTOB  ApXHBHOIO donga Poccuiickon
Denepauun 8 BamonHeHHBI MACMOPT HAIpPaBIAETCS B COOTBETCTBYHOIIHHA
rOCYJapCTBEHHbIN (MyHHIMIANBHbIN) apXUB.

55. ViuBeHTapHBle KHUTH BEAYTCA pPas[eNbHO IO BUAAM HT/: nay4Has
(HayYHO-HCCIIeJOBaTeNbCKasA), KOHCTPYKTOPCKas, TEXHOJOrMYeckas, TMpOeKTHa,
nporpamMMHasi. JIoIycKaeTcs BECTH OJHY WHBEHTApHYIO KHUTY JUIs OJIMHHUKOB H
IyONHKATOB KOHCTPYKTOPCKMX H TEXHOJIOTHYECKUX [OKYMEHTOB H OTZCIBHBIC
MHBEHTApHbIE KHUTH 110 BHAaM U3JEIIHH.

PerucTpanus OOKYMEHTOB Ha M3/EJIHs OCHOBHOIO H BCIIOMOraTejbHOIO
IPOU3BOJCTBA IPOU3BOAUTCS OTIAEIBHO.

56. Kuurm (KypHalel) PperMCTpalMH H3BEIICHAH 00 W3MCHCHMH H
paspellieHHii Ha BHECEHHE M3MEHEHHH BEAYTCSA DasfIeNbHO JUIs KaXJoro BHAA
nokyMenTanud. OTaeNnbHbIe KHUTH (OKypHaIIbl) 3aBOIATCS U1 y4eTa u3Belenuit 06
M3MEHEHUHX ¥ paspellieH il Ha BHECCHHE H3MEHEHHUI CTOPOHHUX OpraHH3alHi.

57. KaxnoMy MOUIHHHHMKY ZOKYMEHTa IPHCBAHBAETCS MHBEHTAPHBIH HOMED.
VHBeHTapHbIe HOMEPa HE JOJDKHBI TOBTOPATHCS.

TTo/IMHHUK W KOMUH OJHOTO JOKyMEHTa MMEIOT OJJHHAKOBBIA HHBEHTAPHBIH
HOMED.

COpOLIIOPOBAHHBIM JOKYMEHTaM TIPOCTABIAECTCS €/IHHBIN HWHBEHTApHBIN
HOMEp Ha THTYJIBHOM JIUCTE.

JlomyckaeTcsi MPUCBOCHHE MHBEHTAPHBIX HOMEPOB N0 MpHeMa MOJUTMHHUKOB
Ha apXHUBHOE XpaHECHHUE IIPH BEJCHUH y4eTa.

VHBeHTapHbIi HOMEp, NPHUCBOCHHBIA JOKYMEHTy Ha OyMaXHOM HOCHTENe
WIM SJEKTPOHHOMY AOKYMEHTY, JOJDKEH COXPAHATHCA TpH npeobpazoBanun HTJ|
B Apyryto GopMy (MHUrpaius, KOHBEpTalys, pacrnevaTka, CKaHHPOBAHHE).

IIpu peructpauuu 31ekTporHoi HTJ] mMHBEHTapHBIH HOMED BKIIOYACTCH B
PEKBU3UTHYIO 4acTh (METaJIaHHBIE) DJIEKTPOHHOTO MOKYMCHTa (perucTpanuoHHO-
yaeTHas ¢opma (PYD) 3/1eKTpOHHOrO JIOKyMEHTa B HMHGPOPMAIOHHOH CHCTEME).
ITpu BocmpousBeIeHHH (BU3yaiH3alUH) JNEKTPOHHOTO AOKyMCHTA MHBEHTapHBIN
HOMep JOJDKEH OTOOpaXKaThCs Ha THTYJIBHOM JIMCTE JOKYMEHTA WM B JICBOM IIOJIC
JIOKYMEHTa (B COOTBETCTBYIOIIEH rpade moss st IIOILIMBKH).

JJIeKTPOHHOMY JOKYMEHTY HPHCBAaWBAETCs OJMH HHBEHTAapHEIH HOMEp BHE
3aBHCHUMOCTH OT KOJIMYeCTBa (paiiyioB, U3 KOTOPHIX OH COCTOMT.

'® Ifpukas Pocapxua ot 11 mapra 1997 r. Ne 11 «O6 yrBepxaeHuH PeriameHTa roCyJapCTBEHHOIO yd4era
nokyMeHToB ApxuBroro Qonaa Poccuiickolt ®enepauuny» (3aperucTpuposan MuHiocToM Poccnu 8 mona 1997 r.,
perucTpauronHsi Ne 1344).
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Ilpu cosmanmu HOBBEIX Bepcuil osnekTpoHHod HTJ coxpanstorcs ee
HHBEHTapHBIM HOMep M HauMeHOBaHUe. B pexkBu3uTHOH dacTH snexrponHod HTJI
MPUCBANBAIOTCA HOBBIN CTaTyC H HOMEP HOBOH BEPCHHU.

dusnuecku o6ocobienHomy Hocurteno uekrponHod HTJI mpucBamBaeTcs
MHBEHTAPHEI HOMep IO KHHUre ydera Hocutesned snekrponnod HTJI, koropbrid
YKa3bIBAETCS HA BKIIAJBILIE, TOMEIaeMOM B Py TIIsAp HOCUTEII.

MuxkpopunsMy (Mukpodwuiie) NPHCBAMBAETCS HHBEHTApHBIA  HOMED,
KOTOpBIA MPOCTABIACTCS HAa HAYAIBHOM M KOHEYHOM paKopAax pyJjoHa WM Ha
CHEIHAJBHO YCTAHOBJIEHHOM TI0JI€ MUKPODHIIIH.

Ecnu 3amensierca uiaM go0aBiseTcss OJAMH MIH HECKOJBKO JIUCTOB
MOUTMHHUKA, TO HAa HHX IIPOCTABJISETCS WHBEHTapHBIA HOMEp, IPUCBOCHHBIN
noMHHEKY. IIpyH 3aMeHe Bcex JIMCTOB MOJUIMHHHKY JOKYMEHTa MPHCBAanBacTCs
HOBBI!i HHBEHTapHBIH HOMED.

BOCCTaHOBJIIEHHOMY IOJIMHHUKY KOHCTPYKTOPCKOTO MJIH TEXHOJIOTHYECKOIO
IOKyMEHTa  TPUCBaWBacTCS  HHBEHTApHBIH  HOMEP  BOCCTaHABIMBAEMOIO
momTHHANKa. O BOCCTAHOBIECHHM JOKYMEHTa JenaeTcsi OTMETKa B MHBEHTapHON
KHUTE.

58. VHBeHTapHas KHUTa yd4eTa MOJIMHHMKOB HAy4YHOM JOKyMEHTALUH
COIEPKUT CIIEAYFOLTHE rpadbl:

WHBEHTApHBIN HOMED;

JilaTa peruCTpaluy;

0003HaYE€HHE TOKYMEHTA;

5Tall Hay4HO-HCCIIeJOBATEIbCKOM paboThI;

HaHMEHOBAaHHE TEMBI U €€ HOMED;

HOMEp I'OCyIapCTBEHHOM pernCTpalum,

Ha3BaHHe oT/eNna (JlabopaTopun)-pa3paboTuHKa,;

PYKOBOAHUTENH (OTBETCTBEHHBIH HCIIONHUTEb) TEMBI;

KOJIMYECTBO JIHCTOB M HOMEpa SK3EMIUISPOB, MpHUMEYaHHe.

59. ViHBeHTapHBlE KHWTH YydeTa MOMIMHHHKOB H  OyOiMKaToB
KOHCTPYKTOPCKHX, TEXHOJOTUYECKMX M IIPOEKTHBIX JIOKYMEHTOB COAEpXaT
cienymonue rpadai:

HHBEHTAPHBIH HOMEDP JOKYMEHTA,

JaTta perucTpaluy,

o0o3HaYeHHE JOKYMEHTA,

HaWMEHOBAHME;

KOJIMYECTBO JIUCTOB B JJOKYMEHTE;

(dbopmaT JOKYMEHTa,

KEM BBIILY[EH JOKYMEHT,

MOJIKUCH O MpHEMe TOKYMEHTa Ha XpaHeHHe, IIpUMeYaHue.

60. Ilpu perucTpanyu JOKyMEHTOB Ha OyMa)KHOM WM IUIEHOYHOM HOCHTEIe
B rpade «IIpumedaHre» HHBEHTaPHOW KHUTH YKa3bIBAlOTCS CBEACHHUA O BHECEHHBIX
M3MEHEHHAX, aHHYJIHMPOBAHMM WIM BOCCTAHOBJICHMH MNOMIMHHMKA. Illpu
peructpanuu snekrponHod HTJ B rpade «lIpumedyanue» WHBEHTApHOM KHHIH
yKassIBatoTCst popmar (aiiiia U HCIIONE3yeMOe MPOrpaMMHOe 0beceIeHHe.
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61. Ha xaxnslif 3aperrMCTPHPOBAHHBIM JOKYMEHT COCTaBJIIETCS KAapTO4Ka
y4eTa.

[lo Kkaproykam Yy4eTa OCYIIECTBIAETCS YYeT [BIDKCHHS [OKYMEHTOB:
W3rOTOBJICHAE M  y4Ye€T KOIMH, BHECEHHE H3MEHEHHH, NPUMEHIEMOCTB,
HCIIOJIb30BaHKE, YHHUTOXKEHHE, [IEpeiada Ha apxUBHOE XpaHEHHUE.

62. Yuer ny6iuKkaTOB JOKyMEHTOB B OpraHHM3alllK-AepiKaTeie MOUIMHHUKOB
OCYLIECTBIACTCS OTAEIBHO OT yYeTa MOATHMHHHKOB.

JlyOGnuKaTsl HyMEpYIOTCS MO KaXJAOMY IOKYMEHTY OTAENBHO, JJI YE€ro Ha
KaXIOM JIACTE B JIEBOM BEPXHEM YINIy Ha IoJie M)A MOIIIMBKH MPOCTaBIACTCA
rTamI Wik Hagnuch «Jlyonukar win muop «I».

Yyer nyGNHKAaTOB JOKYMEHTOB B OpraHH3allHH-JepXarele HyOIHKaToB
OCYIIECTBIAETCA [0 TpaBWiaM, YCTAHOBJIEHHBIM Juisi MOMIMHHMKOB. Ilpu
[IOCTAHOBKE Ha YydYeT MAyONMKAaTOB B OpraHM3alliH-Jepxkarene [JyOJnKaToB
MHBEHTapHbIE HOMEpa, IPHCBOCHHBIE B OpraHU3alUH-JepXKaTene MNOAIMHHUKOB,
3ayepkuBaroTcs. JlyOnukaram oanextponHoi HTJI, nepeqaHHBIM IOCPEACTBOM
MHGOPMALMOHHO-TEIEKOMMYHHMKAllHOHHON ~ CeTH, B  OpraHM3alHH-IEpPKaTeIe
HAy6nuKaToB, B MH(QOPMALIOHHON CHCTEME MPHCBAMBAIOTCA HOBbIE MHBEHTapHBIC
HOMeEpA. '

63. Koy KOHCTPYKTOPCKHX M TEXHONOTHYECKHX NTOKYMEHTOB (OTIENbHbIE
JUCTBI, UANKH, anb0OMbI), HM3rOTOBJEHHBIE OpraHM3alMeH-pa3spaboTIUKOM,
JOIYyCKaeTcs PEerHCTPHPOBATh TONBKO B KAPTOYKAX y4eTa Mo OOGO3HaYCHHAM HIM
HHBEHTAPHBIM HOMEPaM, ITPUCBOEHHBIM HX MOTHHHUKAM.

Konuu KOHCTPYKTOPCKHX M TEXHOJOIMYE€CKUX AOKYMEHTOB, MOJIyYCHHBIC W3
APYTHX OpraHW3aliii, PErHCTPHPYIOTCA B OTHE/IBHOM WHBEHTapHOW KHHMIE U B
KapTO4YKax y4eTa. ‘

64. Hanuuume apxXWBHBIX KONMK OTpaXkaeTcs B KapTOdKax y4eTa
TOAJIMHHHUKOB.

65. Vuer KOMHMH TNPOEKTHHIX HOKyMCHTOB JpPYIMX OpTraHH3alui
OCYIECTBJIIETC. B COOTBETCTBUM C TPeOOBaHWAMH, TIPEABABICHHBIMH K
periucTpaLuy MOIMHHUKOB.

66. Ha kaxmoil perucTpupyeMoil KON Ha OyMaXHOM HOCHTENIe Ha JIMCTE
BHyTpEHHe#H ONKCH Manky (TOMa) WK B JIEBOM BEPXHEM YLy OOJIOXKH JOKYMEHTa
MPOCTABJIAETCS IITAMI C YKa3aHMEM WHBEHTAapHOTO HOMEpA, HOMEpa SK3EMILIIpa
(IpH HATMYUK HECKONBKHX 3K3EMILTAPOB) U JATHl PETHCTPALIAH.

Ha KomusAx [JOKYMEHTOB, XpaHSAINMXCS IIOJMCTHO B HECOPOIIIOPOBAHHOM
BHUJE, IITaMII CTAaBAT B JIEBOM BEpXHEM YIUIy KaXIOTO JIKCTa JOKYMEHTA.

67. Vuer um3MmeHeHuit B ob6bemMe m coctae HTJI, oOHapyXeHHOH mpH
NPOBEICHUH [IPOBEPKH HAJINYMSA JOKYMEHTOB, BOCCTAHOBICHUH MMOMIMHHUKOB U HE
YYTEHHOM paHee, OCYIIECTBIAETCS B HHBCHTAPHOH KHHIE. OG6Hapy>XeHHBIE
W3MEHEHMS B COCTAaBE M KONMYECTBE JOKYMEHTOB (PHKCHUPYIOTCHA BO BCEX YHYCTHBIX
JIOKyMEHTax.

68. B nucre perucrpald H3MEHEHHH BOCCTaHOBJICHHOIO IIOAMHHHMKA
JOJDKHBI OBITH BOCIIPOM3BE/ICHBI JAHHBIE, OTHOCSIIHECS KO BCEM PaHEe BHECCHHBIM
B OTOT JOKYMEHT U3MEHEHHUIM.
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B3aMeH NOMIMHHBIX MOMMHCEH, BU3 U 1aT, MMCIOUIUXCS Ha MOAJIMHHHUKE
(B ToM uyHcie Ha moie IS TOJUIMBKA U JIMCTE PErUCTPAliH HU3MEHEeHUH),
B BOCCTAHOBJICHHOM IO/UITHHHHAKE B KpPYIJIBIX CKOOKax MOJDKHO OBITH YKa3aHO:
«(TToamuce)» u «(ata)».

69. Ha kaxaywo yueTHylo eaunuuy siektpornHoit HTJI B uHbopManioHHOK
cucteMe 3aBogutcs PY®. CocTas nojiell peruCTpaluoHHO-YYETHBIX GOpM JO/DKEH
COOTBETCTBOBATh PEKBU3UTaM YUYETHEIX JTOKYMEHTOB.

PexBH3HMTHAs 4acTh (MeTamaHnsie) anekrportoit HTJ] B uHbOpMannoHHOA
CHCTEMe JIOJDKHA OBITh CBA3aHA C €€ OCHOBHOM 4acThio (haiiom).

Pexsusutsl (MeTaganHbie) saektponHoi HT/ B AHGPOPMAIMOHHON CHCTEME
BHOcITcA B PY® Ha OCHOBaHHM pPEKBU3HTOB YUYETHBIX JIOKYMEHTOB,
nepeyrciieHHbIX B myHKTe 3.5 IIpaBui.

B PV® snexrponnoit HT/] B MHPOPMAIHOHHOM CHCTEME B 00s13aTeIbHOM
NOpsAAKE BKIIOYAIOTCS CIEAYIOIINE CBECHHU:

HHBEHTApHBIA HOMEP NOKYMEHTa,;

HaHUMEHOBaHUE JOKYMEHTa;

0003HaYEHUE TOKYMEHTA,

0bIIIEe KOJMIECTBO JIHCTOB I0OKyMeHTa (065eM B M6);

CBEIEHUA O MOATHCAHUH TOKYMEHTA;

cBellcHHs 00 H3MEHEHHUAX JOKYMEHTa;

CBE/ICHHS O MpHeMe NOUIMHHKMKA Ha XpaHECHHE B CTI.

B uH(OpMAI[MOHHYIO CHCTEMY BKJIIOYAIOTCS HHBIC CBEJICHHUS, B 3aBHCHMOCTH
ot Buna HTJI, B COOTBETCTBMH C TOCYNapCTBEHHBIMH (MexrocyqapCTBEHHBIMH)
CTaHJapTaMH, CTaHAApTaMH OpraHU3alHH.

PexBu3nTHl (MeTajaHHbie), BBoxuMbie B PY® onextponHo#t HTJI, u Bce
daitnel ocHoBHOM uacTh dnekTporHoi HT/I, COCTABISAIONICH YYETHYIO €IMHHILY,
JOJDKHBI XpAaHAThCS B TEYEHHE CPOKa XpaHeHust snekTporHo# HT/L.

70. Onucu enunur xpaHenus HTJI mocTOSHHOro XpaHCHHs COCTABIISIOTCS
pasnensHO Ha Kaxasiit Bun HTJI, moamexaie#l TOCTOSHHOMY XpaHeHHIO, OTIC/IBHO
Ha 3nexTponnyo HT], moasiexainyio MOCTOSHHOMY XPaHEHHIO.

71. Onuce epunun xpaHeHuss HTJI nocTosHHOro XpaHeHHMS [OJDKHA
BKJIIOYATh:

TUTYJIbHBIH JIUCT,

nepedeHb MepeMMEHOBaHHI OpraHu3alyy (Mpy HATHYHHK);

cojiepxanue (OrJIaBlIeHHE);

CIHCOK COKpAIEHH (IIpY HATTMYHH);

TIpeTUCIIOBUE,

onucareyibHbIE CTaThH,

HTOTOBYIO 3aIIUCh;

JIHCT-3aBEPUTEND.

72. TUTY/BHBIHA JIUCT OMKUCH COAEPXKUT CIIEYIOIIME HIEMEHTBL:

MONHOEe, B CKOOKax  COKpalleHHOe  Ha3BaHME  TOCYNapCTBEHHOIO
(MyHHITMITAJIPHOTO) apXHBA,;

Ha3BaHue (OHA, KOTOPOE COCTOHT M3 TOJNHOTO ¥ OQHUIMATEHO MPUHATOTO
COKpAIlEHHOTO Ha3BaHMs OpraHW3aliM, €€ IOJYMHEHHOCTH (HauMeHOBaHUE
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BBILIECTOALIEH OpraHM3aliK), MECTOHAXOXIEHHs, KPalHUX HaT CYIIeCTBOBAHUS,;
HasBaHue (QOHIA AAETCA IO MOCIEAHEH NaTe JOKYMEHTOB, BHECEHHBIX B OIUCh;

HoMep (OHAA, KOTOpBI IPHCBAaHBaeTCs MO CIOMCKy (oHIOB B
rocyIapCTBEHHOM (MyHHMIUIIAIEHOM) apXHBE;

HOMEp OIIHMCH, KOTOPBIH MPUCBAUBACTCS MO JIUCTY GOHIA B FOCYIapCTBEHHOM
(MyHHIHIIAIEHOM) apXUBE;

Ha3BaHHE OIMCH E€IUHMI[ XpaHeHHs (yKa3aHHE BUIA JOKYMEHTAIlMH H CpPOKa
ero xpaneuus). Ecim cocTaB OMUCH OTpaHMYEH JOKYMEHTaMH OJHOIO IPOEKTa,
Ha3BaHUEM OIIMCH MOXET ObITh HA3BaHUE ITOrO MIPOEKTA,

KpaiiHue JaThl JOKYMEHTOB, BHECEHHBIX B ONHMCH (€CIHM B OMHUCH BKIJIIOYCHBI
IOKYMEHTBI 32 HECKOJIBKO JIET C IEPEPLIBAMH, TO YKa3bIBaIOTCS TOJIBKO T€ rOJBI, 32
KOTOPBIE HMEIOTCS JOKYMEHTBI).

73. B mepedyHe mepeMMEHOBaHHMH B XPOHOJIOTHYECKOW MOCICAOBAaTEIBHOCTH
YKa3bIBAIOTCS BCE ITEPEHMEHOBAHMs OPraHU3aUMH C YKa3aHHEM Mepel KaXIbIM H3
HHUX HauaJpbHOM M KOHEYHOM [JaT CYIIEeCTBOBAaHUS OpraHM3alWdd MOJX HaHHBIM
Ha3BaHHUEM U U3MEHEHHs €€ MOJYHMHEHHOCTH C YKa3aHHeM HadaJlbHON M KOHEYHOU
JAaT MOJYMHEHHOCTH.

74. B conepxaHuH (OTNIaBIeHHU) NEPEYUCIIAIOTCS COCTABHBIC YaCTH OIHCH:

CIIMCOK COKpaIeHHH;

IIpeIHCIIOBHE;

Ha3BaHHUS pa3/IeNoB;

MOAPAa3AEeIoB, OTPAXKAIOIIUX CXEMY CHCTEMaTH3alli{d IPOCKTOB B OITHCH.
BHyTpy pa3sjgesioB CO3JAIOTCS MOAPAa3eibl, KOTOPHIM IPUCBAaHBAIOTCS HA3BaHUA
npoGieM (TeM), KOMIUIEKCOB, IIPOEKTOB, CTamuil. B comepxaHun (OriaBieHHH)
00s13aTeIBHO IIPUBOSTCA HAa3BaHUs MMPOEKTOB.

75. B cnmcok cokpaimeHuil B ajipaBUTHOM IIOPSIKE BHOCATCS COKpAIlCHU,
XapaKTepHble /I AEATCIbHOCTH OPTraHM3allM¥ WM BEIOMCTBA, K KOTOpDOMY OHa
OTHOCUTCS, MMEIOIMECS B IPEIUCIOBUUM M OIMCATENBHBIX CTaThiX OIHUCH, C
paciu@poBKOH Yepe3 THPE HX MTOJIHOTO HAUCAHHS.

76. B nipeJUCIOBUH K OIMCH HU3JIararoTCs:

HCTOpUA OpraHM3allii C yKa3aHHeM BCeX [EPeHMMEHOBaHHH U
IIOAYUHEHHOCTH;

OCHOBHEIE HanpaBjieHHs (3TaIlbl) AeATENBHOCTH OpraHu3alluy;

uctopus GoHAa;

COCTaB M COAEPXKAHHE JOKYMEHTOB, BHECEHHBIX B OIHCh, MCTOPHA
NPOEKTUPOBaHHUS OIHCHIBAEMBIX O0BEKTOB, U3IEIIHH;

0COOEHHOCTH U 000CHOBaHHE BEIOpaHHOM CXEMBI CHCTEMATH3AIHH.

I[peaycnoBue MOANUCHIBAETCS COCTABUTENEM.

77. OnucarenbHas CTaThs ONMCH BKJIFOYAET:

MOPSIKOBBIA HOMEP €AMHHUIBI XPAHECHHS;

IpPOM3BOJICTBEHHbI HHJIEKC, IIM(p, YCIOBHOe Ha3BaHHE JIOKYMEHTa
(11OKyMEeHTOB), BHECEHHBIX B €[IMHHILYy XPaHCHHS;

3aroJOBOK €AMHUIIBI XPAHEHHS,
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COKpAlIeHHOE Ha3BaHME OpPraHW3allMd Ha TIOJl OKOHYaHHs pa3pabOTKH
JTOKYMEHTOB, Ul HayyHOU JOKyMEHTAalMH HOOABIAOTCA (aMUIMA U HHHIHAIIBI
aBTOPOB (PYyKOBOAHUTEJIEH, OTBETCTBEHHBIX UCIIOJHUTEIEH);

roa (rozpl) pa3paboTKU JOKYMEHTOB;

o0LIee KOJIMIECTBO JIUCTOB M KOJIMYECTBO JIMCTOB BHYTpeHHeil omucu (1pu
HAJIMYHH), YKa3aHHbBIX Yepe3 3HaK IJIOC.

B rpady «[Ipumedanue» BHOCITCS CIy)K€OHBIE OTMETKH, B TOM YHCIE O
BBIOBITHH JOKyMEHTOB, OIPAaHHYEHHH [OCTYNa, CO3NAHHH CTpaxoBoro ¢oHna,
HaJnyuK (HOHJA M0JIb30BaHUS.

78. B omucu 3nextpoHHOM HTJ] MOCTOSHHOTO XpaHEHHs JJIA KaKIOu
equHMIbl xpanenus HTJI ykaseiBaercs o0BeM B MerabaiiTax, COCTaB TEKCTOBOH
conpoBoaMTeNbHON mokymeHTauuu. K ommcm anextponHoii HTJl mocrosHHOrO
XpaHeHUs HOJDKHBI IIPUNIAraThCs PeeCTPh! JOKYMEHTOB JJIEKTPOHHOrO Jeia.

79. Ilocne cocraBneHus omuceii B PY® osnekrponnoi HTJl BHOCATCH
apxuBHble mu¢ps! equHUL Xpanenus HT/L

IV. Ilepenaua HayYHO-TEXHHYECKOH JOKYMEHTANHH
o 1
B apXUB (TeXHHYeCKHH apXHB) ? opranmzannu

80. B apxuB (TeXHHUECKHH apXUB) OPraHU3alXH IOAJICKUT Mepeiaue HTA,
BBIIIOJIHEHHAsI CaMoii opraHu3anuei, a Takxe QuiHantamMy U IpeJICTaBUTENBCTBAMU
OpraHHU3alUH:

mmomuaauky HT;

KOHTPOJILHBIE, pabouue (B TOM YHUCIIE 3JICKTPOHHBIE) KOTIUHM JOKYMEHTOB;

nyomukatet HT/I;

u3BemeHns 00 W3MEHEHMH I[IOJJMHHMKOB (pa3pellieHus Ha BHECCHHE
H3MEHEHUM).

81. B apxuB (TeXHHUYECKHil apXUB) MEPEAIOTCA MOJIMHHHUKY, 1yOINKaThl U
KOIHH HT/, BBITIOJTHEHHO OpraHu3alUsIMH-pa3pabOTIYHKaMH,
copa3paboTyuKaMu, CyOmoApsaaYMKaMd B COOTBETCTBUH C  JOrOBOPOM
(rocy1apcTBEHHBIM KOHTPAKTOM) B TIOps/KE, YTBEPXKAACMOM PYKOBOAHUTEIIEM
TOJIOBHOM OpraHHU3allyH.

IMopmuanuxkn HTJ| nepeparorcss BMecTe C MOJJIMHHUKaAMHU U3BELIeHU# 00
H3MeHeHHH (pa3pellcHMi Ha BHECEHHE M3MeHeHHit), mo xoTopsiM B HTJL Obinu
BHeceHbl H3McHeuus. IIpu mnepemade KoHcTpykropckoi HTJI mepenarorcs
cBeicHHs 00 YUTeHHBIX aDOHEHTaX.

82. Dnextpounas HTJ[ mepemaercs Ha Qu3nYecKH 000COOICHHBIX
HOCHTENAX M (WiH) MOCPEeICTBOM HH(YOPMAIIMOHHO-TEIEKOMMYHHUKAIIHOHHBIX
cereii. Tlopsnox mepemaun snexktpoHnoi HTJ/l BHyTpM opraHu3aluy, MEXAy €€
¢unuanaMud U [PEJCTABUTENBCTBAMH  YCTaHABIMBAeTCA  JIOKAJIbHBIMH
HOPDMATUBHBIMH aKTaMHM OpPraHHM3alM{, B TOM YHCJ€ ONpPEAEIIIOIIMMU MpaBa
noctyna pabotHrkoB K HTJI, y4€THBIM H CIpaBOYHO-IIOMCKOBBIM CHCTEMaM; MpH
B3aMMO/ICHCTBAN MEXJIy OpraHH3alsiMH — JOroBOpaMH (COrJalleHHsMH) 00
9JIEKTPOHHOM B3aUMOJEHCTBUH.

1 [Tpu Hamuuum.
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83. HT/I nepenaeTcs B apxuB (TeXHUYECKUIH apXMB) KaK IOCJIE 3aBEpPUICHUS
TIPOEKTOB, pa3paboTKU M3/ENHil, IPOBESHU HayYHO-HCCIEeN0BaTENbCKOM paboTHl,
TaK M B Ipoliecce UX pa3paboTK (MO3TaMHO).

84. Ilepen nepenaueit HT/] B apXxuB (TeXHUYECKHH apXMB) OCYIIECTBIIAETCA
ee HOPMOKOHTpPOJb (MpOBepKa INpPaBUIBLHOCTH OQOPMIIEHHMS B COOTBETCTBHH C
HOpMaTHUBHBIMH  TpeboBaHusMH). Ilpomenypsl  HpOBepKH  MPAaBUIBHOCTH
0(OpMJIEHHA OCYLIECTBIISIIOTCS HOPMOKOHTPOJIEPOM H/IM MHBIM PaGOTHHUKOM, Ha
KOTOPOTO BO3JIOXKEHBI TaKUE IIOJIHOMOYHUSA, B COOTBETCTBHH C JIOKAJIbHBIMH
HOPMATHBHEIMH aKTaMH  oOpraHusanud. Brocuts usmenenus B HT/I,
NOCTYNHUBIIYIO B apXHB (TEXHUYECKMH apxHB), pa3peliaeTcsi TOJBKO IO
U3BeIlIeHUsIM 00 H3MEHEHHH (pa3pelIeHUsIM Ha I3MEHEHHE).

85. Ipu npoBeAeHHH KOHBEPTHPOBaHUS M MHUrpauuu siaekTponHor HT/I
apxuB (TEXHUYECKHH apXWB) OPTaHU3YeT MpOIEAYpy MOINUCAHHS SJIEKTPOHHOMH
HTJI »>neKTpOHHON MOANMUCHIO, B COOTBETCTBHH C IOPSAKOM, YCTaHOBIIEHHBIM
JIOKAJIbHBIM HOPMATHBHBIM aKTOM OpPraHU3alluH.

[Ipu mnpeobpasopanuu HTJ| He MOMKHBI H3MEHATHCA HAUMEHOBAHHE
JOKyMEHTa W €ro BHA B 3aBUCHMOCTH OT Cloco0a BBIIOJIHEHUS H Xapakrepa
MCHOJb30BaHMs (HOUIMHHKMK, XyOiaukaT, Komms). JIOKYMEHTEI, MOJy4YeHHBIC B
pe3yJibTaTe B3aUMHOTO INpeoOpa3OBaHMA, MODKHBI HMETh COOTBETCTBYIOLIME
CCBUIKH ApYT Ha Apyra.

86. IIpu mepenade KOMIUIEKTOB IOJUIMHHHMKOB H mybnukaros HT/I, B ToM
yuciie anekrponnod HTJI, U3 Apyrux opraHu3alyii COCTaBJISETCA aKT IpHEMa-
nepenaun HTJ] Ha xpaHeHHe B apXuB (TEXHHYECKHH apXUB) C MEPEUHCIICHHEM
HaMMeHOBaHU#, 0003HAYEHHM, cTaguii (3TAlOB) U KOJMYECTBA JIUCTOB U (MJIM)
HHBIX XapaKTEPUCTHK NepeAaBacMbIX TOKyMEHTOB.

AKT npHeMa-Tiepeiauyd JOMyCKaeTcs He COCTaBIATh IPH Mepejade KOMUH
snexTponnoit HTJ] u3 apyrux opraHu3aliii B mpolecce COBMECTHON pa3paboTKu
TIPOEKTOB, U3JeJHil, IPOBE/ICHUs HayYHO-HCCIIeI0BATENLCKOM paboThI.

87. Omextponnas HTJI mnepemaercs B COCTaBe IMaKeTa JJEKTPOHHBIX
JIOKYMEHTOB, COAEPKaIEro:

xkoMiieKT 3nexkTpoHHoid HTJI, cocrosmmuii U3 OZHOTO HIM HECKOJIBKHX
KOHTEHHEPOB 3JICKTPOHHBIX JOKYMEHTOB, BKIIIOYAIOLIUX OCHOBHYIO 4YacTb M
PeKBH3UTHYIO 4acTh (MeTaJlaHHBIE) JOKyMEHTa(0B), (aiibl dJIEKTPOHHBIX
MOATIHCE# U BU3YaJIU3UPOBAaHHBIE KOIIUHU JOKYMCHTOB;

SJIEKTPOHHYIO CTPYKTYypy HM3/lenus, mpoeKkTa (ecau MpeayCMOTPEeHO
rocyJapCTBEHHBIMH (MEXIrocyJapCTBEHHBIMH) CTaHAAapTaMH, NMPUMCHAEMBIMH B
OpraHHu3allun);

CIIPaBOYHHMKH, HaOOpBl [JaHHBIX, Mojnexamux BrmodeHuio B HTJL
3EeKTPOHHBIE OMONHOTEKH, CIPAaBOYHMKH M  KimacCH(ukaTopel (Wn¥ HX
¢dparMeHTHl), MO3BONAIOIINE MPEACTABUTh B BU3yalbHO BOCIPHMHMMAEMOM BHIE
BCE KOJIMPOBAaHHBIE DJIEMEHTHI ITAKETa JIEKTPOHHBIX JaHHBIX.

[TakeT DJEKTPOHHBIX [JAHHBIX 3aBEPACTCA JJIEKTPOHHOW MOAINKCHIO
paboTHHKa, 00eCIeUnBaloLIErO Mepenady sanexktponHoii HTJI, B cooTBeTCTBUHU C
JIOKQJIBHBIMH HOPMATHBHEIMH aKTaMU OpTaHH3aLUH, 10TOBOPaMH (COraleHHAMM)
00 3JIEKTPOHHOM B3aHMMOJEHCTBHH.
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88. Ilpu npueme HTJ] Ha OyMaxHBIX M IUICHOYHBIX HOCHTEJIAX
OCYIIECTBILIETCS IPOBEPKa!

KOMILIEKTHOCTH JOKYMEHTOB, Ha OCHOBAaHUM BEJOMOCTSH TEXHHYCCKHX
NpeIoXeHui, BEJOMOCTEH OCKHU3HBIX MPOCKTOB, BEOMOCTEHl TEXHHYECKHX
IPOEKTOB, creluduKanyii, HOMEHKIATYPbl JKCILTyaTALMOHHBIX JOKYyMEHTOB M
HMHBIX JIOKYMEHTOB, CBHETEJbCTBYIOUINX 06 HTJ, cocraBufmiomed OIUH
KOMIUTEKT JOKYMEHTOB; OOLIMX JAHHEIX [0 pabOYHM YepTenKaMm;

HAIMYUs yCTAHOBJICHHBIX MOJMUCEN U 1aT;

HaJIM4Ms BCEX JINCTOB IOIMHHUKA;

HyMepalHu JINCTOB;

[IPHUTOJHOCTH AOKYMEHTOB JUI XPaHEHHs, MHOTOKDaTHOTO CHATHSA C HHUX
KOIHUH ¥ MUKPOUIEMUPOBAHHS.

89. Ilpm npueme B apXxuB (TeXHUYECKHH apxuB) snexTporHoM HTJ
IIPOU3BOAUTCS:

IpoBepKa MaKeTa SIEKTPOHHBIX NaHHBIX;

MpOBepKa KOMIUIEKTHOCTH 3JEKTPOHHOH HTJl mo BemoMocCTsM (peecTpam,
THIepevHs) JNEKTPOHHBIX JOKYMEHTOB;

IpoBepKa JAeHCTBUTENLHOCTH IIEKTPOHHBIX MO/ATIHCEH;

CBepka OCHOBHON ((ail) M PpEKBU3HTHOH (MeTamaHHbBle) vacTei
anexktponHoit HTJI;

NpoBepka Ha BOCIIPOM3BOAHMOCTE;

MpoBepKa Ha OTCYTCTBHE BPEJOHOCHOTO IPOTPaMMHOIO obecrnieueHUs
(BHpYCOB).

[Ipu  npueme  osmextponnod  HTJ dopmupyeTcs ~ KBUTaHLMA
(moATBepXKAEHKE) O pHeMe. B ciydae eciy IpH MPOBEPKE BBRIABICHEL HEIONHOTA
TIaKeTa JIEKTPOHHBIX NAHHBIX, Pa3jMYuMs B OCHOBHOW H PEKBU3UTHOM YacTAX
snextporno#i HTJ], HEBOCIPOM3BOAUMOCTS 3NEKTPOHHBIX JAOKYMEHTOB, HalUdHe
BPEJOHOCHOTO MPOIPAMMHOTO 0GECHEYEHHS (BupycoB), GbopMHUpyeTCsS KBUTaHLHUA
(yBenomiienue) 06 omubke. KBUTaHIHA (yBemomiieHue) 06 omubKe MepechIIacTCs
OTIIPABHTEIIIO VISl BHECEHUS UCIIPABICHUH B SJIEKTPOHHYIO HT.

90. [ToaAMHHUKY JUCTOB U 3aMEHBI IIEPeJaloTCsl BMECTE C U3BCIICHUAMHU
06 W3MEHEeHHH (pa3pelleHHAMH Ha BHECCHHE WU3MEHEeHHil). 3aMeHsieMbI€ JTUCTBI
HT/I aHHYJIUpPYIOTCS, BMECTO HHX ITOJKIAIbIBAIOTCS HOBLIC.

AHHYJTMpPOBaHHbIE W 3aMCHCHHBIC JIUCTHI HTJI noJKHBEI XpaHUTHCSA
OTIENEHO HE MeHee CpoKa XpaHeHHs camoro NOKyMeHTa. lIpu dhopMupOBaHUH
enuuuipl xpaneHus HTJI aHHynMpOBaHHBIE M 3aMEHEHHBIE JIHCTBL J00aBISIOTCS
(MOAK1a/{BIBAIOTCS, OAIIUBAIOTC, TepeUIeTaloTCs) K IOKYMEHTY.

91. HTJ] Bo3ppamyaercs pa3pabOTYMKy, €ClId TpH MpHEME B apXHB
(TeXHUYeCKHMi apXWB) BBISABICHBI HEKOMIUIEKTHOCTE JNOKYMEHTOB, OTCYTCTBHE
nmomnmucedf M jgar, OWHOKM B OQOpMICHMM,  OTCYTCTBHE  JIMCTOB,
HEyIOBJIETBOPUTEIHHOE PH3HIECKOE COCTOSIHUE NOKYMCHTOB.

92. Jlns ONEKTPOHHBIX KONMME OyMaXHBIX JIOKyMEHTOB MNPOBEPACTCA
COOTBETCTBHE JOKYMEHTa, NMPEACTABICHHOIO B JJICKTPOHHOM BHJE, HOKYMCHTY,
BBIITOJIHEHHOMY Ha Oymare.
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V. Opranu3anusi HCHOJIb30BAHHS HAYYHO-TEXHHYECKOH IOKyMEHTaUHH

03. Opranuzauus obecrneduBaeT JOCTYII MOJIb30BaTENield, a TaKxKe
TpejcTaBUTeNedl CyAeOHBIX, NMPABOOXPAHHUTENBHBIX H HHBIX YIIOJTHOMOUCHHBIX
opranos k HTJ[ ¢ yderom TpeboBaHHH, YCTaHOBJICHHBIX 3aKOHOAATE]IECTBOM
Poccuiickoi d)ezxepaunnzo, JTOKaJIbHBIMA HOPMaTHBHBIMH aKTaMH OpraHU3ALHH.

OTBETCTBEHHBIM 3a coxpaHHocTh HT]I sBIseTcs CHelHanbHO Ha3HaYeHHBIH
paGoTHUK (PabOTHHKH). '

JIOJKHOCTHBIE JIMUA M COTPYAHMKH OpraHH3allid MOJNy4aloT AOCTyNl K
JTOKYMEHTaM B COOTBETCTBUM CO CBOMMH JOJDKHOCTHBIMH 00s13aHHOCTSMH.

PaGoTHHKAM CTOPOHHMX OpraHM3alMid — IpH HaJIMYHH [THCBMEHHOTO
paspelleHuss PyKOBOAMTENS OpraHH3alliH, a TaKxe cOOCTBEHHMKA (BIaenblia)
HT/[; A8 NpOEKTHO-IUIAHUPOBOYHOW NOKYMEHTallMM — Takke IpH HaldduH

[TMCEMEHHOTO pa3pellleHusi COGCTBEHHNKa (Bafienbla) 00beKTa.

94. Tlomnmuaauka odiektponHodi HTJ] Ha ¢usmdeckd 06OCOGICHHBIX
HOCHTENSX M3 XPAHIIHAIIA HE BHUJAIOTCH, BBIJAIOTCA ee AYOIHKAaThl MM KOTHMH
(oH[1a MOJIb30BaHHA.

95. IMommuauku HTJI Ha OyMaxHOM HOCHTENIE BBIJAIOTCA M3 XpaHWIHINA
TOJNBKO JUIS M3rOTOBJIEHUS C HUX AyONMKATOB M KONHI M BHECEHHMS U3MEHCHHH B
ITO/JTUHHUK.

B oCTaiBHBIX CIydasx BbiIaroTcs AyonuxaTs! U ko HT/L

96. Cpoku u nopsfok Beiagu HT/] 13 xpaHuNMING, OpraHu3anys A0CTyIa K
snextponHoit HTJI ¢ ucrnonp3oBaHueM HHGOPMALHOHHOH CHCTEMBI M IOPAJIOK
obecrieueHnsi HHGQOPMALMOHHOM 0€30MaCHOCTH  PEryJIHPYIOTCA  JIOKAJIbHBIMH
HOpPMAaTHBHBIMH aKTaMK OpPraHU3alluH.

97. Beimaua HT]l ocymiecTBiseTcss paOOTHMKOM, Ha KOTOPOIO BO3JIOXKCHBI
00s3aHHOCTH 110 obecrederuto coxpannoctu HT/L.

98. VueT BbIaYMl M BO3BpAaTa IMOJJIMHHUKOB M KOMHi HTJ/l BHyTpeHHUM H
BHEILHMM IOJib30BaTesiM (aO0OHEHTaM) OCYIIECTBIsAETCS B KapTOYKax y+eTa
JHOKYMEHTOB U (H/IH) B HHGOPMALIHOHHON CHCTEME.

Vuer Bbigaud ¥ Bo3para konui HTJ[ BHYTpEeHHHM MOJIB30BATCIISIM
(aGoHEHTaM) MOXET IPOU3BOAHMTECS [0 A0OHEHTCKUM KapTO4YkaM ydera H (unu) B
UHPOPMALIMOHHOMN CHCTEME.

99. Ilepex Beimaueit HTJ| u3 XpaHunumia W TpH BO3BPAIICHHH €€ B
XpaHHIHILE TIPOBEPAESTCS COOTBETCTBHE 3aIIHCAM B YIETHBIX IOKYyMEHTAX.

IIpu Beimade u Bo3ppare HTJL ocymecTBiaseTCs TTOJNIMCTHAs MpOBEPKa
HAJIUYUA ¥ QU3HIECKOTO COCTOSIHUA JOKYMEHTOB.

2 Yaerr, 1 crateu 57 [paxaaHCKOro INpOLECCYaNbHOro KoJekca Poccuiickoii ®epepauun  (Cobpanue
3akoHoaTenscTBa Poccuiickolt Mepepaumu, 2002, Ne 46, cr. 4532; 2018, Ne 49, ct. 7523); myHkT 19 ctateu 5
VroNIOBHO-TIPOLIECCyaTbHOrO  Koiekca Poccwmiickoii  denepauyu (Cobpauue 3aKOHOIATENILCTBa PoccHicKoi
®enepaunn, 2001, Ne 52, cr. 4921; 2019, Ne 52, ct. 7817); wactb 1 cratbu 26.10 Kozmekca Poccuiickoii ®enepaiuu
06 aIMUHHCTPATUBHBIX TpaoHapymeHuax (CoOpaHie 3aKOHOAATENLCTBA Poccuiickoii ®enepammu, 2002, Ne 1, cr. 1;
2020, Ne 9, c1. 1136); yacts 1 crathu 63 Koaekca aIMHHUCTPAaTUBHOrO CyNOTPOU3BOCTEA Poccuiickoit Denepanun
(Cobpanue 3akoHoaarenscTBa Poccutickoit Denepauui, 2015, Ne 10, ct. 1391); myukTt 2.1 cratbh 4 PenepajibHOTO
sakoHa oT 17.01.1992 Ne 2202-1 «O mpokypatype Poccuiickodl Penepanyun» (CobpaHme 3aKOHOJATENHCTBA
Poccuiickoit Denepaumu, 1995, Ne 47, c1. 4472; 2014, Ne 30, ct. 4234).
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100. Crpaxosoii ¢oux HTJl cosmaercs myTeM MHUKPOQUILMHPOBAHUSA
MOAIMHHUKOB. CTpaxoBbIMH KOIHUSIMHU SBJIIOTCS HETaTMBBI HAa PYJIOHHOH IUIEHKE
WIH MUKPO(HIIAX, H3TOTOBICHHBIE METONOM ONTHYECKOro (oTtorpadupoBaHus
JOKYMEHTOB Ha 6YMaXKHOM U [UICHOYHOM HOCHTeNe win myTeM npumeHends COM-
CHCTEM JUIS 3JIEKTPOHHBIX JOKYMEHTOB.

101. ®onx mons3oBanus HTJ[ ¢opMmupyercs B BuAe KOIMI Ha OyMaKxHOM
HocuTele U (WIH) B BUAE 3JIEKTPOHHBIX KOIUH.

102. Jlna obGecnevyenus moucka u ucrnons3zoBanus HTJ[ B apxuse
(TEXHUYECKOM apXHBe) MPUMEHSAIOTCS CIIPABOYHO-ITOMCKOBBIE CPE/ICTBA.

103. B apxuBe (TeXHMYECKOM apXuBe) 000pyAyeTCs YHTAIBHBIA 3a1, paboyast
KOMHATa WIM ClelHalbHble paboure Mecta (pabodee MecTO) s OPraHH3aALHH
noctyna nois3osaresneit (abonenros) k HTJI ¥ cripaBo4HO-IIOMCKOBBIM CPEICTBaM.
INpu HEOGXOAUMOCTH MONIB30BaTENAM (a00OHEHTaM) MIPEAOCTABIISIOTCS CIICIHAIBHBIE
TeXHHYECKHE H IIPOrpaMMHBbIE CpeCTBa VIS BOCTIpou3BeieH s anekrponnod HT/I.

104. Beimaywa HTJI BO BpeMeHHOE IIOJIB30BAaHHE OCYINECTBIICTCS B
COOTBETCTBHH C MTOPSIKOM, YCTAHOBJICHHBIM OPraHU3alKEH.

105. Bce none3oBarenu (a0OHEHTHI) HOUIEXKAT YUYETY.

Pa3febHO OCYIIECTBISAETCS YUET:

a6OHEHTOB BHENIHMX M BHYTPEHHHX, [PHHATBIX Ha abOHEHTCKoe
06CiTyXHBaHHEe M H3BEUIACMBIX O BHOCHMBIX HM3MEHEHHSX B IO/UIMHHHKH HIIH
JIyOnUKaThl TOKYMEHTOB;

abOHEHTOB Pa30BO# BbIauH (Iepe/jadn) JOKYMEHTOB.

Ha xaxmoro mnons3oBarens (aboumenta) HTJI 3aBopuTcs abGoOHEHTCKas
KapTOuKa, pacrojaraeMas B KapTOTEKE WM BeXylIascsi B DJICKTPOHHOM BH/IC B
HHGOPMALIHOHHON CHUCTEME.

106. IIposepka mamwuus HTJI, BeiianHON pabOTHMKaM OpraHW3aldH U B
yHTaJbHBIH 3aJ, MPOBOAMTCA [0 KHHIAM BBIJAYH, 3alHCSAM B HHGOPMALMOHHOM
CHCTEME.

V1. DkcrnepTH3a HeHHOCTH HAYYHO-TEXHHYECKOH NOKYMEHTAIHH

107. Dxcneprusa nennoctn HTJ{ ocymecTBisercs B nensx orbopa HT Ha
IIOCTOSHHOE XpaHeHWe, B coctaB ApxuBHOro ¢onna Poccuiickoit ®enepauuy,
yrounenne cpoko xpaneHnms HTJI BpemenHoro xpamenus u ortbopa HT/,
MOJICKALICH YHUYTOXEHHUIO.

108. Dxcneprusa uennoctd HTJI mpoBomuTCA He paHee, YeM 4epe3 5 JeT
MocJie 3aBeplIeHHs] pa3paboTKU MPOEKTa, TEMBI, CHATHS H3JeNHs C MPOU3BOJACTEA,
BBIBOJIA U3 DKCIUTyaTallHH.

109. Jlns mnpoBeAeHUs 3SKCIEPTHU3bl LEHHOCTH JOKYMEHTOB CO3JAaeTCA
skcneptHas komuccus (manee — OK). B opraHuzauusx, UMEIOLIHMX CIOXHYIO
CTPYKTYpY H/WIH TOABEOMCTBEHHBIE OpraHU3al[MH, CO3MAIOTCA LEHTPATBHBIC
skcnepTHele kKomuccnH (ganee — [IOK).

I[IDK (OK) sBuseTcs COBEIATENBHBIM OpPraHOM TIpH PYKOBOAMTETE
OpraHU3alliK, CO3MaeTCA IPUKA30M OpraHM3aluy, JACHCTBYeT Ha OCHOBAHWH
IIOJIOXKEHUSL.
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110. Dkcmeptu3a nennocty HT /I npoBoauTcs B [Ba 3Tamna:

pa3paboTka  Ilepe4Hs  MPOCKTOB/OOBEKTOB,  MpoOIEM/TEM,  Hay4HO-
TeXHAYECKAs JOKYMEHTAIHUs M0 KOTOPHIM MOMJIC)KHUT Iepenadye Ha IOCTOSHHOE
XpaHEeHHUe;

pa3pabotka ornucu aen HT /I mocToSHHOro XpaHeHusl.

[Ipy mpoBefcHMHM MEPBOrO 3Taa MPOBOAUTCA OTOOp Hambojee 3HAUYMMOM
(MMeromell HCTOpUYECKOe 3Ha4YeHHe) MPOONEMAaTHKH/TEMATHKU HCCIEAOBaHUH,
Hauboslee 3HAYMMBIX IPOEKTOB U3JENMHA MPOMBILUIEHHOTO TMPOU3BOACTBA,
TEXHOJNIOTHYECKUX IPOIECCOB, TIPAJOCTPOUTENBHBIX, 3€MIICYCTPOUTENbHBIX U
JIECOYCTPOUTENHHBIX  MPOEKTOB, IMPOEKTOB  KAlUTAIBHOrO  CTPOUTEIbCTBA,
NPOrPAMMHBIX KOMIUIEKCOB, JOKYMEHTALMs M0 KOTOPHIM TOUISKHT BKIIOYEHUIO B
coctaB ApxusHoro ¢onna Poccutickoit Penepanuu.

JlokyMeHTanus, HE BKIIOYEHHAas B IepeyeHb MPOEKTOB/OOBEKTOB,
npo6iem/tem, HTJ] mo KOTOpHIM IOIEKHT Mepefade Ha IOCTOSHHOEC XPaHEHHE,
yTpaTHBLIas IMPAKTUYECKOE 3HAYEHHE W HE MMEIOIas HCTOPHYECKOro 3HA4YEHHS,
MOAJIEKUT YHHUTOXKEHHUIO.

111. Tlepeuenr mpoekToB/00beKkTOB, npodnem/teM, HTJ[ mo koTtopbM
MOJUTEXHUT Ilepefiade Ha MOCTOSHHOe XpaHeHue, cornacosbiBaerca OK (IIDK)
OpraHM3alliH, JKCIEPTHO-TpoBepoyHol komuccuei (maniee — JIIK) apxuBHOTrO
yUpEKAEHHS, OCIIE Yero YyTBEPKAAETCA PYKOBOJUTENIEM OpraHU3aliH.

112. TTpu nmpoBeJeHUH BTOPOTO 3Talla BKIIOYEHUIO B OMKCH JIENI HOCTOSHHOTO
XpaHeHus mojyiexar cuepyiomue cranud HT:

3aKMIOYUTENbHBIE M JTallHBle OTYeTHl IO HAyYHO-HCCIEA0BaTebCKUM
paboTtam; ,
cragus «IIpoekt» (s MPOEeKTHOH NOKyMEHTAlLluH);

cramus  «PaGoyas  gokyMeHTamus» (AN KOHCTPYKTOPCKOM U
TEXHOJIOTHYECKO JOKYMEHTaIUH);

cramus « TexHuUecKui IpoeKT (/15 MPOrpaMMHON TOKyMEHTALMH).

113. Ommcu CcOCTaBisAIOTCS pasfensHO Ha Kaxaeii  Bup  HT/,
cornacoBsiBaorcs DK (IIOK) opranuzauuu, JIIK apXMBHOro y4YpexAeHHs, MOCIe
Yero yTBEPKAAIOTCA PyKOBOJUTENIEM OpPTaHU3aAI[|H.

114. VuuyTOXKEHHE  [OKYMEHTOB, HE  IOJJIEXAaIlUX  XpaHEHMUIO,
OCYILECTBIISIETCA IIOCNE YTBEPXKACHHS PYKOBOAUTENICM OpraHH3allid akKTOB O
BBIZIEJICHUH K YHHUTOXXEHHIO JOKYMEHTOB, HE MOJIEXANINX XpPaHEHHIO.

VIL Ilepenaua Hay4HO-TEXHHYECKOH JOKYMEHTALHH Ha MOCTOAHHOE
XpaHeHMe B rocyIapcTBeHHbIH (MyHHUMNAIbLHBIA) apXHB

115. TocynmapcTBeHHBIE OpraHbl, OpraHbl MECTHOI'O CaMOYNpPAaBICHUS,
rocyJlapCTBeHHble M MYyHHIMIIANbHbIE OpPraHW3alliH, BKIIOYEHHBIC B CIIMCKH
MCTOYHHKOB KOMIUIEKTOBaHHMS TI'OCYJIapCTBEHHBIX (MYHHLUNAIBHBIX) apXHBOB,
ofecrieynBarOT MOArOTOBKY K Ilepefayy B YHOPSIOYEHHOM COCTOSHHHM Ha
MOCTOSIHHOE XpaHeHHe B COOTBETCTBYIOIIME rOCYAapCTBEHHbIC (MYHHIHMIATbHEIE)
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apxusl HTJI, oTHeceHHYI0 K COCTaBy Apxusnoro ¢onma Poccuiickoi
(I)ezlepam/m21

116. O6s3aTeNBHOI Nepefiaye Ha IOCTOSHHOE XPaHEHHE B TOCYJapCTBEHHBIM
(MyHHIUIAIBHBIN) apXUB TOJIEXAT Pe3yNbTaThl HAyYHO-MCCIIeNOBATELCKHUX,
OIBITHO-KOHCTPYKTOPCKHX ¥ TEXHONOIMIECKHX paboOT, YYTCHHBIC B eMHOM
rOCYapCTBEHHOM MH(GOPMALMOHHON CHCTEME y4eTa Hay4dHO-HCC/IE[0BATEIECKHX,
OIBITHO-KOHCTPYKTOPCKUX M TEXHONOTHIECKHX PadoT.

117. HTJ/, oTHocsmascs K COCTaBy ApXHBHOTO (oHZA Poccuiickoi
defepalluy, XpaHUTC B OPraHH3AlMM BPEMEHHO JO Tepefiauv AOKYMEHTOB Ha
[TOCTOSIHHOE XpaHEHHE B IOCY/JAPCTBEHHEIH (MyHHLMNAIBHEIH) apXUB, HCTOYHUKOM
KOMILUIEKTOBAHHS KOTOPOTO SBJIETCS OpraHu3allis, B TCYCHHE YCTaHOBJICHHBIX
CPOKOB:

MpOEKTHAs JOKYMEHTAaLMs o KalMTATbHOMY CTPOUTEIBCTBY,
KOHCTPYKTOPCKasi U TEXHOJIOTHYECKask JOKYMEHTaIHs, MaTCeHTHAsA NOKYMEHTALHSA Ha
u306peTe NS, MOJe3HBIE MOAEIH, IPOMBIILICHHbIE 00Pa3Lbl — 20 ner;

Hay4Has JOKyMeHTamus — 15 et

118. TlpomjieHHe CPOKOB BPEMEHHOTO XPaHEHHS IOKYMEHTOB ApXUBHOIO
donga Poccuiickoii Pexepau B OPraHM3ALUH-MCTOYHUKE KOMILICKTOBAHM
roCyapcTBEHHOro (MyHHIHMIAIBHOr0) apXuBa JOMyCKAeTCs MO PEIICHHIO OIIK
denepaJbHOTO roCyIapCTBEHHOIO  apXHBa, OIIK ymoJHOMOYEHHOI'O OpraHa
HCIIONHUTENbHOM BiIacTH cyOnekta Poccuiickoii ®enepaiuu B chepe apXHBHOrO
nena, DITK Hay4uHO# OpraHu3aiyy.

119. Cpoku u ycoBHs JEMO3UTAPHOTO XPaHEHHS JOKYMEHTOB ApXuBHOTO
donnga Poccuiickoit Pejepalu YCTaHABIMBAIOTCA B JIOTOBOPAX, 3aKIMOTAEMBIX
denepanbHBIME OpraHaMH HCMOJHUTEIbHOH BJIACTH W OpraHM3alMAMH - C
YIIOTHOMOYEHHBIM (eZiepajbHbIM OpraHOM HCIONHUTENLHOM BNacTH B cdepe
apXMBHOTIO JieNa U nenonpop1313011c*rBa23 .

120.  OpraHu3alMH-UCTOYHMKH  KOMIUIEKTOBAHHA  TOCY[apCTBEHHBIX
(MyHHIMOAIGHBIX) apPXHBOB COCTABIISIOT M COINACOBBIBAIOT C COOTBETCTBYIOIIMM
rocy/lapCTBEHHBIM (MYHHIUIIAIBHEIM) apXHBOM miag-rpa¢uk oT6opa, MOArOTOBKH
U TIepe/iadi JOKYMEHTOB Ha IIOCTOSHHOE XpaHEeHUe.

121. HT]I, nomiexamiasi mepefade B rocyaapCTBEHHBIH (MyHHIUIIATBHBIN)
apxuB, GOPMHpPYETCS B €IMHHLII XPAHCHUA B COOTBETCTBUH C ITyHKTaMU 19-21, 53
INpaBun ¥ yYUTHIBAETCS B OMKCH €IMHUIL XPAHEHHUS HT/] nocTOsIHHOr0 XpaHCHHSL.

122. B equHuIe XpaHeHHUs, CHOPMUPOBAHHON U3 JOKYMEHTOB Ha OyMa)KHBIX
HOCHTEJISIX, He JOMDKHO GBITH Goiee 50 JTUCTOB YepTexker, IPHBEACHHbIX K dbopmaty
A4, wiu 200 NHMCTOB TEKCTOBOM MNOKyMEHTalluH, TOJIIMHA Jejra He JOJDKHA
IpeBHIIATE 4 CM.

123. Texumueckoe ooopmiuenue pmen HTJ na OymaxkHOM HOCHTENE
MpeycMaTpUBaeT:

(anbIOBKY YepTEKe;

nepemieT (MOALIMBKY) I0KyMEHTOB TEKCTOBOM IOKYMEHTALUH;

21 Yacru 1,2 crate 21 ®enepansroro 3akoHa Ne 125-D3.
22 Yacrp 4 cratbn 22 PenepanbHoro 3akona Ne 125-03.
2 Yacts 2 crathn 18 ®enepansroro 3axona Nel25-®3.
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HYMEPALHIO JIUCTOB €TUHHUIIBI XPAHEHHUS,

COCTaBJIeHHe BHYTPEHHEN OITUCH;

3aroJIHEHHE JIUCTAa-3aBEPUTEIS;

odopmiieHHE 00JI0KKH.

124. Epununpl xpanenus HTJI, cocrosiuue U3 AOKYMEHTOB Ha OyMa)KHOM
Hocutene (KpoMe pabodei JOKyMEHTAlMH), TOMEINAIOTCA B O0JI0XKKY M3 TBEPIOro
KapToOHa WM neperuietaorcs. KpynHopopmaTHele JIMCTHI MOAIIMBAIOTCS 32 OIUH
Kpaii ¢ y4eTOM COXpaHEeHHs BO3MOXKHOCTH CBOOOJHOIO pa3BOpavYHBaHHs JIHCTOB.

[IprMeHeHHe METAUTMYECKUX WM TUIACTMACCOBBIX CIUIMBATENEH M JIMIKOM
JIEHTBI HE JIOILy CKaeTCsl.

125. Bce auctel B emunuiax xpaHenus HTJI, xpoMe 4YHCTBIX JIHMCTOB,
noiexar ydery. KoNM4ecTBO ITMCTOB ENHMHHIBI XpaHEHHS QUKCHpPYeTCs B
3aBEPUTEIBHOM JIUCTE, KOJIMUECTBO JOKYMEHTOB, BKIIOYEHHBIX B €IUHHUILY
XpaHEeHHs YUHUTHIBAETCA N0 BHYTPEHHEN OIHUCH.

126. JIucTel HyMepyIOTCS B IPaBOM BEpPXHEM YIUy JIMIEBOW CTOPOHBI, a
cabLoBaHHBIE YePTEXKH B IIPaBOM HIDXKHEM YITY 3a MpeJesaMy YIJIOBOro MTamiia
(mox yrioBbIM LITaMOOM WK Hajx HUM). KpynmrodopMmaTHble JTHCTBI, HE HMEIOIIHE
YIJIOBOTO IUTaMIIA, HyMEPYIOTCS B IIPABOM HKDKHEM yrily. DaibLOBKa YEPTEKEH U
KPYNHOGOPMATHEIX JIACTOB I[POM3BOAMTCA TaKHMM 00pa3oM, 4ToObl OBUT BHACH
Homep nucTa. Ecim B emuuuue xpaHenus HTJI BcTpedarorcs ¢ororpadum,
rpadMKu, CXeMBbI, PUCYHKH, HAKJICCHHbIE Ha JIACT, HyMEpYyeTCs CaM JIKCT.

127. na enummn xpaneHus HTJl, chopMHpOBaHHBIX H3 HEMOMIIUTHIX
JIOKYMEHTOB, COCTABIIAETCS BHYTPEHHSI ONKCh, B KOTOPOH YKa3bIBAIOTCS:

IIOPSIKOBBI HOMEP IOKYMEHTa;

o6o3HayeHHe (MHAEKC) TOKYMEHTA;

Ha3BaHUE JOKYMEHTa;

HOMeD JIUCTa (JIUCTOB).

128. JlucT-3aBepuTeNh IIOMEIAETCS B KOHIE €IWHMIIBI XpaHEHHs U HE
MOJIEKUT HyMEpaLHH.

129. Ha 06J10%KKy €JMHHUL] XpaHEHHsI BBIHOCATCS CIICIYIOIHe PEKBH3UTHIL:

HaMMEHOBaHHe OpraHH3alUI-pa3paboTIHKa 10 MOCIEAHEH JaTe JOKYMEHTOB,
BKJIFOUECHHBIX B €JMHUILY XPaHEHHS,

Ha3BaHHE BBHIIIECTOAIIEH OpraHM3alMd IO IOCIEIHEH Jare MOKYMEHTOB,
HAXOAIIMXCS B €UHHUIE XpaHEHUS (TIPU HAINYHH);

MECTOHAXO0X/ICHUE OpraHU3aluU-pa3paboTInKa,;

mu$p U Ha3BaHUE NPOeKTa (06BEKTa), IPOOIEMBI, TEMBIL,

cTaaus pa3pabOTKH,

Ha3BaHUC eAMHUIIBI XPAHEHHS,

roJi OKOHYaHHS pa3paboTKH JOKYMEHTOB;

KOJIMYECTBO JIMCTOB B €AVHMIE XPAHEHHS M KOJUYECTBO JIHCTOB BHYTPEHHEH
OIIHCH.

IIpn odopmuenun o6noxku exuHnnpl xpanenus HTJI, comepxaruei
JOKYMEHTBl  OpraHM3alUH-cOpa3paboTynKa,  HAWMEHOBaHHE  OpraHH3allUM-
copa3pafoTyMka mOHOIETCS B CKOOKax BCeA 3a Ha3BaHHEM OpraHH3alluH
pa3paboTyuKa.
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OGIOKKH WM 3aMEHSIONIME UX 3arjiaBHbIe JIMCTHI COPOITIOPOBAHHBIX €IMHHUIY
xpanenvs HT I He 0pOpMIIOTCS, €ClTH UMEIOTCS BCE HEOOXOMMBIE JJIEMEHTBHI.

130. Oprasusanuu 00eCmeYnBalOT COXPaHHOCTh eauHMI XpaHenus HTI,
OTHECEHHBIX K cocTaBy ApxuBHOTO (poHna Poccutickoi Penepanmu.

131. Ilpuem-nepenaya HTJ| Ha [OCTOSHHOE XpPaHEHHUE B IOCYJapCTBEHHBIH
(MyHHLHNATBHBIH) apXHB OCYLIECTBIAETCA MO YTBEPXKACHHBIM OINHCAM €IHMHHUIL
xpanenust HT]] mocTOSHHOro XpaHeHHs Ha OCHOBaHUH aKTa IpUeMa-meperadu
JOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE.

132. INpu nepepade JOKYMEHTOB OrPaHHYEHHOTO NOCTYIA, a TAKkKe OOBEKTOB
HHTEJUIEKTYaJIbHOH COOCTBEHHOCTH OpraHM3alds ONPENENsSeT YCJIOBHUS AOCTYMA K
HHM U UX UCIIOJIb30BaHUA.

ITpu mepepaye MOKYMEHTOB, CPOKH OIPaHMYEHHS OOCTyMa K KOTOPBIM
MCTEK/H, OpraHM3alus OCYLIECTBISET CHATHE COOTBETCTBYIOIMX TI'PH(OB
(OTMETOK) WM YCTaHaBIMBaeT CPOK, HAa KOTOPBIM IPOIIECBAIOTCS OTpaHHYCHHUS
JOCTyTIA.

133. OmnextponHas HTJ] mnepemaercs Ha TNOCTOSHHOC XpaHCHHE B
YIIOPAMOYEHHOM COCTOSIHHM B COOTBETCTBHH C oONMCAMHU 3jekTpoHHoi HTJI
NOCTOSIHHOTO XpaHeHHs. K OMHCAM cocTaBIsOTCA peecTpsl ¢aiios. Ilepenava
OCYLIECTBIIAETCA Ha PU3HIECKH 00O0COOIEHHBIX HOCUTENAX B IBYX SK3EMILISAPaxX U
(wir) o0 WHPOPMALUOHHO-TEIEKOMMYHHKAIIHOHHBIM CETSIM. Cnoco6 mepenauw,
BUA W KOJHMYECTBO JK3EMILISAPOB (pu3HIecKH O0OOCOOJNEHHBIX HOCHTENEH,
COTJIACOBBIBAETCS FOCYAapCTBEHHBIM (MyHULUNAIBHBIM) apXUBOM.

®opmaThl GailioB, GpopMar nepeadd JaHHBIX M COCTAB COMPOBOJHMTENBHOM
TOKYMEHTaILlMH, HeOOXOMUMOii T JabHEHIIero BOCIIPOM3BEACHHUS M 00eCTIeUeHHs
coxpanHoctd dnektpoHHoit HTJI, cornacoBpIBalOTCS C COOTBETCTBYIOLIUM
roCyJapCTBeHHBIM (MyHUIUNATBHBIM) aDXHBOM.

Ha dusuyeckn OGOCOOJIEHHBIX HOCHTENAX M HMX (yTispax yKa3plBaeTcs
apxuBHEIM mmdp snextpoHHoi HTJI, Haxopsmeiics Ha HOCHUTENsSX. APXHUBHBIH
mudp yKassiBaeTCs CHOcoO0aMHM, HE NMOBPEXAAIOLIMMH HOCHUTENb NPU HAHCCCHHUH,
XpaHEHUH U HCIOJIb30BaHHH.

VIIIL. Ilepexaua Hay4HO-TEXHHYECKOH JOKYMEHTALIHH MIPH CMEHe
PYKOBOJAHTEIsSl, PEOPraHH3aIHH, JHKBHAAUHH, H3MeHeHHH GOpMBI
cOOCTBEHHOCTH OPraHH3alHH

134. Tlpu cMeHe PYKOBOIMTEIS OPTaHU3aLUH, PYKOBOAHUTENS apxusa (IpH
Hanuuun) npuem-nepenada HTJI, y4eTHBIX JOKyMEHTOB M CIPaBOYHO-TIOMCKOBBIX
CPE/ICTB, a TAaKXe MOMELICH!H, HHBEHTaps ¥ 000Py/I0BaHHS apXHuBa (P HAIUIHM)
IPOU3BOUTCS MO aKTy NMpHeMa-Tiepeaiadi apXUBHBIX JOKYMEHTOB H MaT€PHAIIbHBIX
[EHHOCTEMN.

Jns npuema-nepemaun HTJ[ orT pykoBomutens apxupa (NpH HAIMYUH)
NPUKA30M OpraHU3allii Ha3HAYaeTCs KOMHUCCHS B COCTaBe HE MEHEE TPEX YENIOBEK.
KomMuccus mpopepseT Hamuune u cocTosHue Beex BumoB HTJI, Haxopsimeics Ha
ydeTe B OpPraHu3alldH, YYETHBIX NOKYMEHTOB H CIPaBOYHO-IIOMCKOBBIX CDPEICTB,
000py[OBaHHsS XPAaHWIHIL, I[POTHBONOXAPHOTO OGOPYAOBAHMSA, TEXHUYECKHX
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CPEICTB OXpaHbl, KOMIIBIOTEPHOM K MHOXHUTEIBHOM TEXHMKM, JPYTHX
MaTepHATbHBIX CPEJICTB HHBEHTapPHOI'O yYeTa.

135. Tlpu peopraHuzalv¥ WIH JIUKBHAALMH OpraHM3alMH Iepefavya u
JalbHeNIee UCIONB30BAaHHE M JOKYMEHTOB OCYIIECTBIISIETCS B COOTBETCTBHUH C
3aKkoHoaTeascTBoM Poccuiickoit denepanuu.

136. Ilpu peopraHuW3allid HEroCyJapCTBEHHOH OpraHM3allMH YCJIOBHA H
MecTo JanpHeimero xpanenus HTJI onpenensrorcs ydpeAHTENsSMH OTOM
OpraHu3allMd WIM OpraHaM{, YHNOJHOMOYEHHBIMH Ha TO YYpEeIUTEIbHBIMH
JIOKYMEHTaMH.

137. B cnydae peopraHu3alyiii OpraHH3allMy ¢ Iepefadeidl QyHKUMH BHOBB
co3maHHoii wunau  WHOW opraHuzauuu  HTJ| nmepepmaercs  opraHM3aidu-
IIPaBOIIPEEMHHUKY .

138. Ilpu JHKBHOAUMH FOCYAapCTBEHHOH (MYyHHLHIIAIBHOM) OpraHHU3alLlKH,
HT]I, sxmodenHas B coctaB ApxuBHoro ¢gonna Poccuiickoin Denepanuu, a Takxke
apXMBHbBIE JOKYMEHTHI, CPOKH BPEMEHHOIO XPaHEHHs KOTOPHIX HE HCTEKJIH, B
YIOPSOYEHHOM COCTOSIHUM II€PEfaloTCsi Ha XpaHEHHEe B COOTBETCTBYIOIIHH
roCyAapCTBEHHBIH (MyHHUIIMIIANbHBIN) apXuB.

139. VYmnopspouenue HTJ[ nuxkBUAMpPYEMOH OpraHM3allid OpraHU3yeT
JHMKBUIAIHOHHAS KOMHCCHS (KOHKYPCHBIN YIIPaBIISIOLIHIA).

140. Ilpu cmeHe ¢opMbl COOCTBEHHOCTH OpPraHH3alMM IIPOBOAUTCS
unsenTapusanus HT]I, yuer u kiaccuduxanus HTJI o dopmam co6CTBEHHOCTH.

HTJI, oTHeCEeHHas K rOCYAapCTBEHHOM (MYHHIMIIAJIBHON) COOCTBEHHOCTH,
C MCTEKIIUMH CpPOKaMH BpPEMEHHOTO XpaHEHHs IIepelaeTcs Ha IMOCTOSHHOE
XpaHEHHe B TOCYJApCTBEHHBIH (MyHMUMNANBHBIH) apXuB, HCTOYHHKOM
KOMILIEKTOBAaHHs KOTOPOro OpraHM3alus sBJBUIach A0 ee npuBatusaimu. [lopsgok
ydera u nepenauyd HTJL npu npuBaTH3al#y roCyAapCTBEHHOIO U MyHHLHUIIATBHOTO
HMYIIECTBA OCYLIECTBISAETCI B COOTBETCTBHM C HOPMAaTHBHBIMH IPaBOBBIMU
aktaMu Poccuiickon (Denepam/ln%.

IX. XpaHeHHe 3JIeKTPOHHbIX HAYYHO-TeXHHYECKHX TOKYMEHTOB
Ha pu3HYecKH 000c00/IeHHBIX HOCHTEJISX H € HCIIOJIL30BAHHEM
HHpOpMaALHOHHOH CHCTEMBI

141. Dnextpounas HT]I, Bxiroyasi Bce €€ BEpCUH, XPaHHUTCA Ha (pu3nyecKu
060C006JIEHHBIX HOCHTENAX H (M) C UCTIONB30BaHUEM HHPOPMALIMOHHON CHCTEMBI,
CHELMAIbHO  [peJHAa3HAaYeHHOW Ui XpaHEHHs  OJJIEKTPOHHBIX  apXHBHBIX
nokymeHToB (CucteMa XpaHeHHUs JJIEKTPOHHBIX HAyYHO-TEXHMYECKHX JOKYMEHTOB)
B IIOPAIKE, yCTaHOBJIEHHON OpraHM3allien.

142. Tlpu xpadenun onektporHod HTJ/| Ha dusuuecku 060cOOMEHHBIX
HOCUTEJISIX U C UCIONB30BaHHEM HH()OPMALMOHHBIX CHCTEM JIOJKHBI COOIIONATHC
clenyroue TpeGoBaHusL:

2 ITonoxeHue 0 NOPAAKE YIETa aPXUBHBIX NOKYMEHTOB MPU MPHUBATH3ALMU FOCYJAPCTBEHHOTO H MyHHIMIIATLHOTO
MMYILIECTBA, YTBEPXKAEHHOE MpHKa3oM Pocapxusa oT 6 HOs6pa 1996 r. Ne 54 u pacnopsukenuem ['0CKOMHMYIIECTBA
Poccurr oT 22 oktabpa 1996 r. Ne 1131-p (3apermctpupoBan MumioctoM Poccum 13 Hoabpa 1996 .,
?erncmannormmfl Ne 1193).

3 I'masa IV THNOBBIX TpeGOBaHMiA.
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HAIMYHE TEXHHYECKUX H  IPOTPaMMHBIX  CPEICTB,  MO3BOJIAIOIIUX
OCYILECTBIATH XpaHEHHE, BOCIIPOU3BeIeH)E, MUTpalliio # KonsepTuposanue HII,
a TaxKe KOHTpPOJIb GU3UYECKOro U TexHudeckoro cocrosue HT/L;

pOBEJICHME MUIPAllii M KOHBEPTHPOBAHHs, KOHTPOJb COOTBETCTBUA
NOJIyYEHHBIX NIEKTPOHHBIX JOKYMEHTOB HCXOJHBIM;

obecriedeHHe ayTEHTHYHOCTH, JOCTOBEPHOCTH, LIEJIOCTHOCTH, NMPUTOJHOCTH
JUIS UCTIOJIB30BaHUS JIEKTPOHHBIX IOKYMEHTOB.

143. Tpu xpanenun osnektponHodt HTJ] Ha ¢usuuecku 060COGIEHHBIX
HOCHTEJISX JOJDKHBI COONMIONATECS ClieIyIoIHe TPeOOBaHH .

IpUMEHEHHe  HOCHTENeH, TEeXHMYEeCKHE  XapaKTepPUCTHKU  KOTOPBIX,
[103BOJISIOT O0ECIIEYUTh JOITOBPEMEHHOE XpaHeHHe HHpopMaluH (MPH XpaHEHHUH
Ha (QU3NYECKH 000COOIEHHBIX HOCHTENAX);

¢usmdeckn obocobnenHple Hocutenu djekTponHod HTJ( xpansrcs B
YIAaKOBKax, PEKOMEHOBAHHBIX IPOU3BOJUTEIIMA HOCHTEIICH;

NUIeBas cTopoHa 0610XkH (QyTispa) PU3HIECKH 000COOIEHHOTO HOCUTEIS
anextponHoit HTJ] cHaGxaeTcs APIBIKOM, HA KOTOPOM YKa3bIBAaeTCs HHBEHTAPHBIH
gomep HT/I u naeHTHPHKALMOHHEIA HOMED HOCUTENA, IPH HATHYHH.

144. Yuery noanexar Gpusndeckit 060CoOIeHHbIE HOCUTENH HH(OpMALHH, a
TaKXe JOKyMEHTHI, 3alMCaHHbIEC Ha yKa3aHHbIe HOCUTEIIH.

145. Tlpu uchoNp30BaHUH HHGOPMALMOHHOW CHCTEMBI JJIsi OpraHM3aliH
xpanenus snextportoit HTJ] (CXOHT/I) obecnieunsaercs:

npueM, Yyd4eT, XpaHeHHe U HCIOJIb30BaHHE DJCKTPOHHBIX  HAy4HO-
texHudeckux gokymentoB (OHTJ/I), Konwuii 3JIEKTPOHHBIX  JOKYMEHTOB,
HOUISXKAIIHMX XPAHEHHIO B TEYEHUE YCTAHOBICHHBIX CPOKOB;

BKJIIOYEHHE PETHCTPALUOHHO-YYECTHBIX CBEICHMH H JpPYrHX MeETaJlaHHbIX
DHT]I, 3adpuKcHpoBaHHbIX Ha GU3HIECKH 000COOIEHHBIX HOCUTEIX;

B3aMMOIEHCTBIE C BHEIIHMMH HM BHYTPEHHHMH a0OHEHTaMH IO
HHPOPMaUHOHHO-TEIEKOMMY HUKALIHOHHBIM CETSM;

OJIy4eHHe JICKTPOHHBIX JOKYMEHTOB H3 CHCTEMBI aBTOMAaTH3HPOBAHHOI'O
npoektuposanust (CAIIP) u U3 ApyruX MHQOPMALMOHHBIX CHCTEM OpPraHHM3alHH, B
KoTopsix coznparotcss DHT/I.

146. INpu pxmovenun gokymenta B CXOHT/ nomkHa obecrieunBaThes:

duxcanus daxra noctymienusd B CXOHT/] aneKTpOHHBIX JOKYMEHTOB;

npoBepka DHT/I Ha HanM4Ke BPEAOHOCHOTO NMPOrpaMMHOI0O KO/Ia;

TIPOBEpKA SNEKTPOHHBIX MOJIMCEH WK JAPYTUX aHAJIOTOB COOCTBEHHOPYYHOH
noamucu OHT/I;

niposepka Bocrpoussoaumoctd JHTL;

3apepeHHe INpPUHATHIX Ha XpaHeHme OHTJ[ 91eKTpOHHOH MOAMHCHIO
YIIOJTHOMOYEHHOTIO JIHIIA;

co3ganue PYO.

147. HaumeHoBanue mnojeil PY® kaxaoro ypoBHst TOJKHBI COOTBETCTBOBATD
OCHOBHBIM PEKBU3UTaM Hay4YHO-TEXHUYIECKOI'O TOKYMEHTA.

148. K mepBoMy YpOBHIO CHCTEMAaTH3alMd OTHOCHTCA IH(p (ycroBHOE
0Go3HayeHHe) OOBEKTa, MpOeKTa, pa3paboTkh, Tembl. Ko BTOpOMY YPOBHIO
CHCTEMATH3alMd OTHOCHTCS: Il IIPOEKTHOHM [JOKYMEHTAallMH — HOMEp H
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HAUMEHOBAHHE YaCTH B COOTBETCTBHH C COCTABOM IPOEKTa, A1 KOHCTPYKTOPCKOH
JNOKYMEHTaUuH — OOO3HaYeHHe M3JeIus B COOTBETCTBHH CO CBOJHOM
crienuduKauMed, IS HAyYHO-HCCIEJOBATENbCKOM IOKYMEHTAMH — 3TalHOCTh
TeMbl. K TpeTheMy ypOBHIO CHCTEMATH3AL(MH OTHOCHTCS MH(pP NOKymeHTa (pH
HAJTUIKH)

149. CXOHT/I nomkHa obecrieYnBaTh:

co3faHue cBaseil Mexay PY®, snekTpOHHBIMH [elaMH H 3J€KTPOHHBIMU
JIOKyMEHTaMU;

aBTOMATH3HPOBaHHOe 3amojiHeHue noyed PY® 3a cuer uMMmopTa JaHHBIX
OCHOBHOM HaAIMCH WJIH TUTYJIHHOTO JIUCTAa HAYYHO-TEXHUYECKOIO JOKYMEHTR,

y4eT HOCTYIUIEHHS JJIEKTPOHHBIX JAell, B COOTBETCTBHU C MPHHSATOH CXeMOH
CHCTEMAaTH3aLUU.

150. Dnektponnomy pneiny (mokymenty) mnpu BkmodeHmn B CXOHTI
IIPUCBAKUBACTCs HICHTH()HUKALMOHHEIN yUYETHBIH HOMEP.

151. Jlns BHECEHHS NOMOJHUTENHHOU HECTPYKTYPHPOBaHHOH HHGOpMalHH
npu Bkmodenun JokyMeHTa B CXOHTJ B PY® mnpenycmarpuBaeTcs Ioie
KKOMMEHTAPHiD (KIpHMEYaHUE).

152. Jna ynpasienus nokymMeHtaMH B CXOHTJ B PY® momkHBI
BKJIFOYATHCS CIIEAYIOLUE METaJaHHEIE:

CBeleHHS 00 HCIIOJIb30BaHUU JOKyMEHTOB (ZaTa, (opMa HCMONB30BAHHMI,
OJIB30BATEb);

CBeJeHHs O TpOBepKe Hamuduss W (QU3AYECKOrO0  COCTOSHHS
(BOCIIPOM3BOJUMOCTH) JOKYMEHTOB;

CBEelleHHS O KOHBEPTHPOBAaHHH B JApyrue QopmaTel 3amucH (Jara,
COBEpIIEHHOE JIEHCTBHE, CBEEHHS 00 HCXOIHOM H HOBOM dopmaTe, 00 HCXOXHOM H
HOBOM 00BeMe (aitna);

CBEIEHHs O [oJNb30BaTelie, BBHIMOJHUBIIMM KOHBEPTHPOBAaHHME, MU
ABTOMATHYeCKOl HACTPOMKE ¢ BO3MOXXHOCTBIO HPHKpeIUIeHus Kk PY® ¢aiinos ¢
PEIICHHSMH  YIOTHOMOYEHHBIX  JO/DKHOCTHBIX  JIHLl O  MPOBCJCHHH
KOHBEPTUPOBAHHS C YKa3aHHeM KOHKPETHBIX ()OpMAaTOB;

CBEIEHHs 00 JKCIEepTU3e LEHHOCTH JIOKYMEHTOB (OTMETKH O PpeHICHHIX
SKCIIEPTHOM M 3KCIIEPTHO-IIOBEPOIHOH KOMMCCHI) C BO3MOXKHOCTHIO MPUKPEILICHUS
K PY® ¢aiinos npoToKOIIOB;

CBEJlcHHA O Iiepeadye JSJEKTPOHHBIX J€J, JOKYMEHTOB Ha XpaHEHHE B
roCyJapCTBEHHBIH apXHB.

153. Ilpu Bwmodennd B CXOHTJ/I 2eKTpOHHBIX Jiesl, JOKYMEHTOB Ha
¢usuueckn 060cOONMEHHBIX HOcUTENdX B PY® NOMKHBI NpeAyCMaTpUBAThCH
JOTIOJTHUTENIbHBIE TOJIA:

BU/J{ HOCUTEJLS;

MECTO XpaHEHHS,;

¢dbopMaT 3anucH.

154. CXOHT/I nomxkHa obecrieuuBarth:

XpaHEHHE INEKTPOHHBIX NOKYMEHTOB H JJIEKTPOHHBIX KOMUH JOKYMEHTOB
BMeCTe C UX MeTaJaHHBIMM (10 YHHUYTOXECHHMs WIHM Iepelayd Ha Mocieayroliee
XpaHEHHE B TOCYJapCTBEHHbIH apXuB);
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NIEPHOIHYECKOE PE3ePBHOE KOUPOBAHHE SJEKTPOHHEIX JOKYMEHTOB,;

YBEJIOMJIEHHE OTBETCTBEHHOTO JOJDKHOCTHOTO JIHMI[A O HEOOXOAUMOCTH
NpOBEJEHUSI TPOBEPKHM B COOTBETCTBHMHM €  YCTaHOBJICHHBIMH  CpOKamu
(IepHOOVYHOCTBIO) TMPOBEPKM HAIMYMA M COCTOSHHUS OJIEKTPOHHBIX  Jel,
JIOKyMEHTOB;

aBTOMATHYECKYIO TIPOBEPKY HAIUYHS IJIEKTPOHHBIX JOKYMEHTOB,

IPOCMOTP COCTaBa MEKTPOHHBIX JJOKYMEHTOB B JJIEKTPOHHOM JIEIE;

cozganve (xommpoBanue) © BkmodeHne B CXOHTJ/] sk3eMIuisipos
SJIEKTPOHHBIX [Jell, HOKYMEHTOB K3 HMX DE3E€PBHBIX OK3EMIUIIPOB B3aMCH
ITOBPEXKICHHBIX;

IpYMEHEHHE POrPaMMBI IIPOBEPKH TEXHMYECKOI'0 COCTOSHMS 3JEKTPOHHBIX
JNOKYMEHTOB M COXPAaHEHHS pe3yJbTaTOB MPOBEPKH B TE€YEHHE YCTAHOBJICHHOTO
BpEMEHUY;

(GopMHpOBaHHe aKTOB YCTAHOBIECHHOW (POPMBEI IO pe3yibTaTaM IPOBEPKU
HaJIUYHUS U TEXHHUYECKOTO COCTOSIHUS 3NIEKTPOHHBIX AT,

BHeceHHe u3MeHeHu B PY® 110 pe3ysbTaTaM NPOBEPKH.

155. CXDHT/l momkHa 00ecreYyrBaTh MPOLECCH KOHBEPTUPOBAHHS H/HIIM
MHIPALKH JJIEKTPOHHBIX ApXUBHBIX JOKYMEHTOB BMECTE€ C HX METaJaHHBIMU B
nesax obecredeHns COXPaHHOCTH M BO3MOXHOCTH HCITOJIE30BaHHUA 3JICKTPOHHBIX
ApXUBHBIX JOKYMEHTOB B T€UE€HHE YCTAaHOBJICHHBIX CPOKOB XpaHEHHS.

156. CXDHT/] noimkHaA peald30BBIBATh HpOBeleHUE KOHBEPTHPOBaHHA 0e3
ynanenus uz CXOHT/] ¢aitnos ycrapeBimux popmatos u BmodenueM B CXOHT/]
¢aiioB JOKyMEHTOB B HOBOM (hopMaTe 3alHMCH C MX NpHUKperUieHueM K PY®D, ¢
aBTOMATHYECKHM IIPOTOKOJIMPOBAHHEM BBINIONHEHHbBIX JEHCTBUH M OTPaXEHHEM B
cocTaBe MeTaJaHHbIX PY®.

157. CXOHTJl nomkHa pealu30oBbIBaTh OTOOpP KOHKPETHBIX (opMaToB
3aIKMCH 3JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB.

158. CXOHT/I obecnieuriBaeT AOCTYIl 3apE€rHCTPHPOBAHHBIM I10JIB30BATEIIAM
MOCJIe UX YCIEIIHON ayTeHTHUKAHA .

159. CXBHT/H nmomxHa o0ecreduth co3JaHHe (OHAA TNOJIB30BAHHSA
3JIEKTPOHHBIX Jell, NOKyMEHTOB M (YHKIMOHMpDOBaHME Ha €ro OCHOBE
3JIEKTPOHHOI'O YHUTAJILHOIO 3aj1a.

160. Tlpu BeIMONHEHWH WHGOPMAIMOHHBIX 3aMPOCOB  MOJB30BaTENICH
CXDHT]] obecniedynBaeT MHOIOKPUTEPHATBHEIH MOMCK B OTOOP IJMEKTPOHHBIX JIEl,
JOKYMEHTOB B COOTBETCTBUH CO CXEMOMW CHCTEMATH3alllU JOKYMEHTOB B CXOHT/]
¥ 3HaYeHuAMU nonei PY .

CXOHTJ nmomkHa obecreyuBaTh I[POTOKOJMPOBAHHE B  IKypHAIe
perucTpauu CoObITHE NPOCMOTpa MONb30BaTeNsiMi PY®, 3IeKTPOHHBIX [el,
3JIEKTPOHHBIX JOKYMEHTOB, a TAKXXe UX KOMHPOBaHHUE.

161. CXOHT/I nomkHa obecreuyuBaTh MOAIMCAHWE KOMMH 3JIEKTPOHHOIO
ApXUBHOTO JOKYMEHTa, 3JIEKTPOHHOH MOIIMKCHIO YIOJIHOMOYEHHOTO JOJDKHOCTHOIO
JIM1A, OTBETCTBEHHOTO 3a CO3/aHHE JOKYMEHTA.

26 ITynkte! 8.4 u 9.5 TOCT P UCO 15489-1-2019. Haumonanbheiit cranzapt Poccuiickol @eaepaiuu. Cucrema
CTaHJAPTOB 10 HH(OpMaLMK, GUGIHOTEeUHOMY H H3JaTelbckoMy ney. Mudopmais U ZoOKyMEHTalus. YpaBlieHHe
nokymenTamu. YacTs 1. [ToHATHSA ¥ NpUHUMIL (YTBEPX IeH Npuka3oM PoccTanmapra ot 26 mapta 2019 r. Ne 101-cT).
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162. CXDHTJl nmomkHa obecrnedyuBaTh HAMpaBlIeHHE JHOKYMEHTOB WIIH
xommiekroB HTJI, nmo uHGOPMAIHOHHO-KOMMYHHUKAIIMOHHOM KaHanaM CBS3U
BHEIHHUM I10JI630BaTeNIAM, aDOHEHTaM.

163. CXDHT/I nomkHa obecrneynBaTh y4eT:

KCIIOJIB30BaHHUs 3JEKTPOHHBIX A€, JOKYMEHTOB;

co3nanusix komuit HT/I;

($OpMHUpPOBaHHE OTYETOB O PE3yNIbTaTaX UCIOIB30BAHHUS.

164. B CXDHT]l nmomkHa peanu30BBIBAThCA Mepefada IJEKTPOHHBIX e,
JIOKyMEHTOB B IOCY/IapCTBEHHBIH apXHB, HCTOYHMKOM KOMIUICKTOBAHHSI KOTOPOTO
ABNAETCA TOCYJApCTBEHHBIH OpraH, OpraH MECTHOTO  CaMOYIpaBICHHA,
rocyJapcTBEHHAs, MyHUIUIIAIbHAS OPraHM3alMs 10 3aIUIICHHBIM KaHallaM CBA3H
B COOTBETCTBHMHU C OPraHH3al[MOHHO-TEXHUYECKHMM TPeOOBaHUAMH K yKa3aHHOMY
HHGOPMAIIMOHHOMY B3aMMOJIEMCTBHIO .

165. CXDOHT/ nomxkua obecrneunBaTh (OPMHPOBAHHE aKTa MpHEMa-
rnepe/a4yu EKTPOHHBIX Aell, JOKYMEHTOB B TOCY/IapCTBEHHBIH apXHB, HCTOYHHKOM
KOMILIEKTOBaHMSI KOTOPOTO SIBISIETCS OCYJapCTBEHHEBIN OpraH, rocyAapCTBEeHHad,
MyHHLHUIAIGHAS OpTaHW3allks B 3NEKTPOHHOM BUJE C BO3MOXHOCTBIO BBIBOJA HA
revarh.

CXDHT/] nomkHa XpaHUTh MHOOPMALMIO O Mepeaade JJEKTPOHHBIX Ael,
JIOKyMEHTOB B TOCYAApCTBEHHBIH apXUB, HCTOYHMKOM KOMILICKTOBAHHSA KOTOPOIO
SBJISETCA TOCYJAapCTBEHHBI oOpraH, OpraH MeCTHOrO  CaMOYIpaBICHHS,
rocyapcTBeHHast, MyHHLIUIIAIbHAs OpraHH3aIHs.

2" I'nasa IV TlpaBun, yTBepXAEHHBIX puKasom Ne 526.




