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06 yTBepxKIeHHH
IIpaBuj OpraHu3anuy XpaHeHHs, KOMILIEKTOBaHHSI, y4eTa
H MCI0JIb30BAHUS HAYYHO-TEXHHYECKO# NOKYMEeHTalHH B OpraHax
rocyJapCcTBeHHOH BJIACTH, OPraHaX MeCTHOTO CAaMOYNpaBJeHHs,
rocy1apcTBeHHBIX H MYHHIHIIAJIbHBIX OpPraHH3alHsAX

B coorBercTBHH ¢ myHKTOM 2 yacTH | crateu 4 @DenepanbHOro 3aKOHA
ot 22 okts6ps 2004 r. Ne 125-03 «O6 apxusHOM nene B Poccuiickon ®enepanun»
(Cobpanue 3akonopatenserBa Poccuiickoit @enepanmu, 2004, Ne 43, cr. 4169; 2018,
Ne 1, ct. 19), myakrom 7 Ilonoxenus o @DenepaJbHOM apXMBHOM areHTCTBE,
yTBepxkaenHoro YkazoM Ilpesunenta Poccuiickoit ®enepanuu ot 22 urons 2016 r.
Ne 293 (Cobpanme 3akoHomarenscTBa Poccuiickoit Penepammm, 2016, Ne 26,
cT. 4034), npu K a3bIBaIo:

YTBCpI[I/ITI) InpuiiaracMble HpaBI/IJIa opranru3aiuy XpaHCHHUA, KOMIIJICKTOBAHWS,
ydy€ta HW HCIOJIb30BaHU HaquO-TeXHquCKOﬁ JOKYMCHTAalMKM B  OpraHax
FOC}’I[apCTBeHHOﬁ BJIaCTH, OpraHax MECTHOI'O CaMOYIIPpaBJICHUS, TOCYAAPCTBEHHBIX H
MYHHLIUNIAJIBHBIX OpraHu3anysax.

PykoBoaurens A.H. Aptuzos




YTBepXAEHBI
npukazoM PeneparbHOro apXHBHOIO
areHTCTBa

oT O A 204k Ne 755"

IIpaBuia
OpraHM3anHy XpaHeHHs, KOMILJIEKTOBAHUM, Y1eTa H HCIOJb30BAHUS
HAYYHO-TEXHMYECKOi JOKYMEHTAIHH B OPraHaxX rocyAapcTBeHHOlH BJIACTH,
oprasax MecTHOro CaMoynpaBJieHHsl, FOCYJaPCTBEeHHbIX
H MYHHUMIAJIbHBIX OPraHHu3amHsIX

I. OcHOBHBIE MOJI0KEHH A

1. TlpaBuna oOpraHH3allMl XPaHEHHS, KOMIUIEKTOBAaHUS, Y4YeTa H
MCTIONB30BAHUS HAYYHO-TEXHMYECKOM OKYMEHTAIlMH B OPraHax roCyAapCTBCHHOH
BIIACTH, OPraHax MECTHOTO CaMOYIPABJICHHU, TOCYAAPCTBCHHBIX X MyHMIMIIAIBHBIX
opranmsanuax (nanee — IlpaBwia) paspaGoTaHEl B COOTBETCTBHH C IyHKTOM 2
yactw 1 crarsu 4 ®exepansHoro 3akona ot 22 oktabps 2004 r. Ne 125-@3
«06 apxupHoM nene B Poccuiickoit ®enepanum» (CobpaHue 3aKOHOIATENBCTBA
Poccuitckoit ®@emeparmu, 2004, Ne 43, ct. 4169; 2017, Ne 25, cr. 3596) (manee —
®enepansapii 3akon Ne 125-®3), mynxrom 7 Tlonoxenuss o DexepanbHOM
apXMBHOM areHTCTBE, YyTBepXKAeHHoro VYxkasom IlpesuneHra Poccuiickoi
®enepanun oT 22 uoHs 2016 1. Ne 293 (Cobpanne 3akoHonatenscTBa Poccuiickoi
deneparuu, 2016, Ne 26, cr. 4034) (manee — Ilonoxenue o PDenepansHOM
apXMBHOM areHTICTBE).

2. TlpaBwia pa3paboTaHbl C YY€TOM TMOJIOXKEHHH HAIMOHANBHEBIX,
MEXIyHAPOMHbIX CTaHAAPTOB, ONPENENAIOUIMX COCTaB, IOPSIOK CO3JaHMi,
oOpareHus " XpaHeHUs HAYYHO-HCCIIEIOBATEIIBCKOH, IIPOEKTHOM,
KOHCTPYKTOPCKOM, TEXHOJNOTMYECKOM U IIPOTPaMMHOH ITOKyMEHTallMH (Hay4HO-
Texuudeckoil noxymentainmu) (manee — HTJI) Ha OyMaXXHBIX M 3JIEKTPOHHBIX
HOCHTEJISX.

3. IlpaBuiia IpeAHa3HAYEHb! A OPraHOB IOCYJapCTBEHHOH BIIACTH, OPraHOB
MEeCTHOTO CaMOYIIPABJIEHHs, TOCYJAPCTBEHHBIX KOPIIOpAIMi, TOCYAapCTBEHHBIX M
MYHHIMIATBHBIX OpraHu3alyii, BBICTYNAIOMHX pa3paboTYMKaMH, 3aKa3dMKaMH,
3aCTPOMIIUKAMH, SKCIUTyaTUPYIOIMMH OPTraHH3al[MAMH, a TaKxkKe 3aHUMAarolUMUC
MPOU3BOJICTBOM HAYyYHO-TEXHMYECKOH MPOJAYKUHH, B Mpolecce NeATeIbHOCTH
xoToprix obpasyercs HT L.

4. Tlo pelleHHIO HEroCylapCTBEHHBIX OpraHH3alid, B HEATENBHOCTH
KOTOpEIX 0o6pasyercs HTJI, BBICTYNalOIMX 3aKa34MKaMHW, pa3pabOTYHKaMHy,
3aCTPOMINMKAMH, SKCILTyaTUPYIOIMMH OPTaHU3alMAMH, & TakkKe 3aHUMAaroIHMHUC
IPOM3BOJICTBEHHOM JEeSTENbHOCTRIO, HacToAmme lIpaBunam MOryT NPHMEHATHCA
TIPH OpTaHM3aIiH XPaHEH!s], KOMILIEKTOBaHus, yueTa u ucnoib3osanust HT/L




5. IlpaBuiga  yCTaHaBIMBAOT  €AMHBIM  TOPSAOK  OpPraHU3aLHH
KOMILTEKTOBaHHU, ydeTa, XpaHeHus, obpaitenus U ucnonszosanus HTJI, a Takke
OTHeceHHs ee K cocTaBy ApxuBHoro ¢onna Poccuiickoii ®enepauuu 10
pe3yJbTaTaM IPOBEICHUS JKCIIEPTH3BI LEHHOCTH' Il OPraHOB IOCYIapCTBEHHOM
BJIACTH, OPraHOB MECTHOTO CaMOYIpPAaBJIEHHs, TOCYAapCTBEHHBIX M MyHHULMITAIBHBIX
OpraHH3aLHMA.

6. OpraHu3alys XpaHeHus, KOMIUIEKTOBaHHs, y4eTa 1 ucnonbsosanus HTI,
coepxalleil cBeJeHUs, COCTABIIOIME TOCYIAapCTBEHHYIO TalHY, IPYTH€ BHIbI
TaifH, IIepCOHANBHbIE TAHHbIE WX WHBIE CBEJICHHs KOH(HICHIHAIBHOTO XapaKTepa,
ocyliecTBIAeTc ¢ cobmoneHneM TpeOoBaHUH 3aKoHOAATeNbCTBA PoccHiickoi
deneparuu.

7. TocynmapcTBeHHble OpTraHbl, OpraHbl MECTHOIO  CaMOYINpaBICHHUA
MYHHIANATGHOTO paifoHa, TOPOJCKOTO OKPyra M BHYTPHTOPOACKOrO paioHa,
BeIcTynaronye 3akazunkamd HTJI, obs3aHbl co3naBath apanHz, B TOM 4HCJ]IE
CHelHabHO  IpeqHa3HAuYeHHble [UI1  KOMIUICKTOBAHHMS, y4eTa, XpaHCHHS,
obpamenns M ucrons3osanuss HTJI (TeXHMYECKHe apXUBbI) H obecrnieunBaTh
COXPaHHOCTh apXWBHBIX JOKyMeHToB, B Tom wuucne HTJ[, B TeueHue
YCTAHOBJIEHHBIX CPOKOB XPaHEHHUSI.

8. TocymapcTBeHHble OpraHM3alliM, TOCYJapCTBEHHBIC KOpIOpauuu H
MYyHMIMIAJIbHbIE OpraHU3alMH 00sA3aHBl O0eceqnBaTh COXPaHHOCTb HTJ B
T€YEHHE YCTAHOBJICHHBIX CPOKOB XpaHCHHS 3. B oTHX HenaX yKa3aHHbIE
OpraHu3aly BIIPaBe CO31aBaTh apXI/IBLI4, TEXHUYECKHIE apXUBBL.

9. OpraHuzaniy BIpaBe OCYLIECTBISITh KOMIUIEKTOBAHHE, y4eT, XpaHEeHHE,
obpamienne W ucnonezopanue HTJ[ ¢ wucmoiabs30BaHHEM HHGOPMALIOHHOM
CHCTEMBI , MPeIHA3HAYEHHOM sl XPaHEHHS 3NIEKTPOHHBIX aPXUBHBIX IOKYMEHTOB,
COOTBETCTBYIOIIEH TEXHUYECKMM TPEGOBaHMAM K HHQOPMALMOHHBIM CHCTEMaM
3NEKTPOHHOrO JOKYMEHT0000pOTa ., x unHdoOpManHOHHON Ge30MacHOCTH " u
(YHKLHOHATEHBIM TPEOOBaHMAM K CHCTEMaM 3JICKTPOHHOTO JOKyMeHT0000pOoTa U
CHCTEMaM XpaHEHWs OJJIEKTPOHHBIX JOKYMEHTOB B apXuBax TIOCYIapCTBCHHBIX
OpraHoB s

' Yacre 1 crathu 6 @esepansHoro 3akoHa Ne 125-03.

2 Yacre 1 cratem 13 @eaepansHoro 3akoHa Ne 125-@3.

3 Yacts 1 crateu 17 @enepanpHoro 3akoHa Ne 125-@3.

*Yacrsp 2 crathi 13 Denepanproro 3akoHa Ne 125-@3.

’MMynkt 4.34 TIpasui OpraHW3alMM XPaHEHHs, KOMILICKTOBAHHA, YUETa W MCIONB30BAHUA JOKYMEHTOB apXUBHOTO
donna Poccuiickoil denepaluy U APYrHX apXUBHBIX JOKYMEHTOB B OpraHax roCyaapCTBEHHON BIACTH, OpraHax
MECTHOTO CAMOYTIPABIICHHS ¥ OPraHH3alIiX, YTBEPXKIECHHBIX MPHKa30M MHHKYIBTYpbI Poccuan ot 31 mapta 2015 1.
Ne 526 (3apeructpuposan Mumoctom Poccuu 07.09.2018, perucTparioHHbIH Ne 38830) (maxee — IlpaBuia,
yTBEPXAEHHbIC MpHKa3oM Ne 526).

® Tpebosanuss K HHPOPMALMOHHBIM CHCTEMAM JJIEKTPOHHOIO JOKyMeHTOOG0poTa (eAcpalbHbiX OpraHoB
MCIIOHUTELHON BJIACTH, YUMTHIBAIOUMX B TOM YHCIe HeoGXOMMMOCTh 00paGOTKH MOCPEACTBOM JAHHBIX CHCTEM
cy%eOHOl HHGOPMALMH OrPaHHYEHHOTO PACMPOCTPAHEHHS, YTBEPKACHHBIC NPHKA3OM MunkomeBasn Poccun
ot 2 cenrabps 2011 r. Ne 221 (3apeructpuposan Muntoctom Poccuu 15.1 1.2011, perucrpamonHsiii Ne 22304).

7 Tpebosamms 10 oOecTeUeHHI0 G§e30NaCHOCTH — 3HAYHMBIX OObEKTOB KpHTHYECKOH HHQOPMAIHOHHON
HppacTpyKTypbl Poccuiickoli ®enepauny, yTBepk ICHHbIE NPUKA30OM ®CTIK Poccun ot 25 nexabps 2017 r. Ne 239
(3aperucTpuposan MuntoctoM Poccun 26.03.2018, perucTpauHOHHbIH Ne 50524).

! Tunosbie yHKUHMOHATBHbIC TPEGOBAHMA K CHCTEMaM 3JIEKTPOHHOIO TOKyMEHTOO0OpOTa M CHCTEMAM XpaHEHHA
MEKTPOHHBIX TOKyMEHTOB B apXHBaX FOCY/JapCTBEHHOTO OpraHa, yTBEPK/ICHHbI® MPUKA30M Pocapxusa oT 15 urons
2020 r. Ne 69 (3apeructpuposan Murroctom Poccum 20.10.2020, perncTpanioHHbIH Ne 60484) (nanee — Tunossie
TpeboBaHuUs).




10. 3agaun ¥ QYHKIMM apxXHBa, TEXHUYECKOIO apxuBa OINpPEIeIIIOTCA
[OJIOXKEHHEM, YTBEPKAACMBIM PYKOBOJHUTEIEM OpraHM3aIiY .

I1. Opranu3auuyu KOMILIEKTOBAHHUS, y4eTa, XPaHCHHH,
H HCNOJIb30BAHHS HAYYHO-TeXHHYECKOH JOKYMEHTALHH B OpraHax
rocyJapcTBeHHOH BJIAaCTH, OPraHax MeCTHOr0 caMOyNpaBJ/ieHHs,
BoicTynawmnx 3akazunkamua HT/L

11. Tlommuuuxku HTJ[ xpaHsaTcs B OpraHu3alusX, BbICTYIAIOIIHUX
roCyAapCTBEHHBIMA HWJIM MYyHHLMIAIBHBIMH 3aKa34MKaMH B COOTBETCTBHH C
YCIIOBHSIMH JIOTOBOPOB (COIMALIEHHUI) MEX/Y OpraHU3aLUAMH.

12. HTJI Biro4aeTcst B COCTaB apXHMBHOTO (1)0H11a1° opraHa rocyJapCTBEHHOM
BJIACTH, OpTaHa MECTHOTO CaMOYIIPaBIeHHs (Jaee — OpraH), MOANEKUT XPAHEHHIO
B apxuBe (TEXHHYECKOM apxXuBe) OpraHa B TEYEHHE CPOKOB XpaHCHU,
YCTAHOBJICHHBIX (eepaTbHBIMH 3aKOHAMH, HHBIMA HOPMAaTHBHBIMU NPAaBOBBIMH
aKTaMH, a TAKXKe TMePeYHsIMH C YKa3aHHEM CPOKOB xpaHeHm”.

13. HTJ] mocTymaeT B apXWB OpraHa Ha OCHOBaHHM U B COOTBETCTBHH C
JOroBOopoM (TOCYJapCTBEHHBIM, MYyHHLMIIATBHBIM KOHTPAKTOM), 3aK/IFOYEHHBIM
MEXAy TIOCyIapCTBEHHBIM (MyHHIMIAIBHBIM) 3aKa34YUKOM M HCIIOJHUTEIEM,
NOAPSAYMKOM Ha €€ H3rOTOBJIEHHME IIocie TMOAMNKCAHHA aKTa MpreMa-claTu
BBITIOJHEHHBIX paboT.

14. Tlepemaya HTJl B apXuB OCYHIECTBISETCS B COOTBETCTBHM C OIHCBIO
(axToM, crenubukanueil) JOKYMEHTOB (Ien), MOIeKalMX IMepenaye, Ha
OCHOBAaHHM aKTa [pHeMa-liepefadyd JOKYyMEHTOB  (Iel) Ha  XpaHEHHe.
K  nmnepemaBaeMbiM ~ JOKyMEHTaM  NPHUKIAJBIBAIOTCA  KOIMA  JIOroBopa
(roCyJapcTBEHHOTO, MYHHLHMIANBHOIO KOHTPaKTa), a TakKe KOIMs aKTa nprema-
CIa4M BBIMOJIHEHHBIX PaboT.

15. B npoiiecce mprueMa JOKYMEHTOB Ha XpaHEeHHUE apXUB IIPOBEPSET MOIHOTY
KOMIUIEKTa [epellaBaeéMbIX Ha XpaHEHHe [OKyMEHTOB B COOTBETCTBHH C
coflepKaHMeM COpOLIIOpOBaHHOTO ToMma (anbboMa, MANKH), BEJOMOCTAMH,
crienuduKaMAMA U3/IeNHH, BEJOMOCTAMH OJIEKTPOHHBIX JOKYMEHTOB, WIH C
OIHUCSMHU, aKTAMH, B KOTOPBIX MEpPEYHCIICHBI ClaBaeMble Ha XpaHEHUE TOKYMEHTHI,
IpoBepAeT MPaBIBHOCTh OQOpMIIEHHsS (MOANUCAHHUS) [OKYMEHTOB, HaJMIHe
YCTaHOBJIEHHBIX MOJIHCeH, NaT, MHBEHTApHBIX HOMEPOB, a TAKKE MPUIOAHOCTH
HT/I nns najibHEHIIEro XpaHeHUsI.

[lpu mnpueMe OSIEKTPOHHBIX [OKYMEHTOB JOMOJNHUTEIBHO TMPOBEPSISTCS
HAJTA4Me aHAJOrOB COOCTBEHHOPYUYHBIX MOAIKCEH, B TOM YHCIE HHPOPMAHOHHO-
YJAOCTOBEPSIOIIUX JIICTOB MEKTPOHHBIX IOKYMEHTOB, 3JIEKTPOHHBIX MoJinuce.

16. Tloctynusiias Ha xpanenue B apxus HTJ] nosiexur ydery. Yder HT
MPOM3BOIUTCS OTJCIBHO OT APYTHX BUIOB apXUBHBIX JOKYMEHTOB.

17. B apxuBe oOpraHuszallid BeIyTCd OCHOBHBIE (o0s3aTenpHbIE) U
BCIIOMOraTeNbHble  ydeTHble  JOKYMEHTBI,  ycCTaHOBJIeHHble  IIpaBHIaMu

® [ynkt 4 [IpuMepHOTo NONOXKEHUs 06 apXMBe OPraHM3AIMH, yTBEPKACHHOTO MPHKA3OM Pocapxupa ot 11 anpens
2018 r. Ne 42 (3apeructpuposas Mumroctom Poccun 15 arycra 2018 ., perucTpanuoHHbIH Ne 51895).

1 MTynkre1 2.3, 2.6 TlpaBui, yTBepXaeHHbIX MpukazoM Ne 526.

U Yacrs 1 crateu 17 ®emepanbroro 3akoHa Ne 125-03.




OpraHM3alliH, XPaHeHUs, KOMIUIEKTOBAaHMs, y4eTa ¥ HCIOJIB30BaHUA JOKyMEHTOB
ApxuBHoro ¢onzna Poccuiickori ®elepauud ¥ IPYyrUX apXUBHBIX JOKYMEHTOB B
opraHax roCyJapCTBEHHOH BJacTH, OpraHax MeCTHOIO CaMOYNpPAaBIICHUA H
OpI‘aHI/IBaU;I/ISIXu, a Taxke myHKToM 49 [Ipasui.

18. Kuura (xypHan) y4era mocryieHus u Bpiobituss HTJ[ Ha 6ymaxHoM
WIH B 2JIEKTPOHHOM BHJE BKJIIOYaeT CIENYIOIIHe 00sA3aTesIbHbIe PEKBU3UTHI e
(IOKyMEHTOB):

WHBEHTAPHEIH (apXUBHBIN) HOMED;

JaTa perucTpaluuy;

HOMED H JiaTa J0roBopa (KOHTPaKTa);

aBTOp (pa3paboT4YMK) JOKYMEHTA,

0003HaYCHIE JOKYMEHTA;

HAaUMEHOBaHUE JOKYMEHTA,

YUCIIO JIUCTOB [IJIs JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEIIE,

KOJIMYECTBO (aiioB # 00beM B MO A5 37IeKTPOHHBIX JOKYMEHTOB;

¢dopmar;

OCHOBaHHE TMOCTYIUIEHUS JOKYMEHTOB B apXUB;

KOJIMYECTBO M3TOTOBJICHHBIX KOIIHIA,

JlaTa BEIOBITHSA JOKYMEHTA;

OCHOBaHHE BHIOBITHS JOKYMEHTA.

19. Enunnueii xpanenus HT/I asisercs y4eTHas eIUHULA, IPEACTaBIIAIOMIAA
coboif cOpOILIIOPOBAHHBIA TOM, JIBOOM HIJIM TAINKy, KOTOpas MOXET COAEPXKaTh
OJIVH WJIM HECKOJIBKO JOKYMEHTOB, HMEIOIINX pa3Hble 0003HAYEHHUS.

20. ExauvaunaM XpaHeHHS NPUCBAMBAIOTCA YYETHBIE HOMEpa, SBISIOIIMECs
YacTBI0 apXHUBHOTO IIHGpa 3 Ceemenust 0 cocTaBe eIVHHUI[ XpaHEHWs H HX
KoJIM4ecTBE PUKCHPYIOTCS B YUETHBIX JJOKYMEHTaX apXuBa.

21. Eqununsl xpaneHus B mpelenax (OHAA MOIIEKAT CHCTEMATH3aLHH
[Ipy NpoBeNEHWM CHCTEMATH3allMM YYMTHIBA€TCS: BHIOBOH, xpononomqecxnn,
peIMETHO-TEMaTHYECK i, 0OBEKTHBIMN, reorpadpuuecKuii MpHU3HAKH.

22. COXpaHHOCTh JIOKyMEHTOB B apXHBe 00€CmeyuBaeTCs KOMILIEKCOM
MEPOTIPUATHI MO CO3LAHWI0 HOPMATHBHBIX YCIOBHH, COOJNIOJACHHIO HOPMATUBHBIX
PEKMMOB W HaUIS)KAIled OpraHu3allid XpaHeHWs HNOKYMEHTOB, HCKIIFOYArOLINX
XHILEHHE U YTPATy U 00eCTIeUMBAOLINX MTOIEPXKAHHE B HOPMATBHOM (QU3HICCKOM
COCTOSHHH, a Takke COOMIONeHHI0O TpeOOBAaHMH K 3JaHUAM, IMOMEIIEHHUSM, B
KOTOpBIX oOecmeumBaercs xpaneHne HTJI, wucmons3yeMoMy o000pynOBaHHUIO,
HOPMATUBHBIM pEeXHMaM XPaHEHHS JOKYMEHTOB Ha Ppa3fMYHbIX HOCHUTEILIX,
0GECTIeUeHHIO COXPAaHHOCTH JOKYMEHTOB MpPH YPE3BBIYAWHBIX CHTyalUsX,
IepeMeEIIeHHio JOKYMEHTOB M yCTAHABJIHMBAeTCs MpaBUIIAMH  OpraHM3aluH
XpaHEHHs, KOMIUICKTOBAHHUS, y4eTa M HCHONb30BAHHMS JOKYMEHTOB ApPXHBHOIO
donma Poccumiickoii Denepanmu W OPYrHX apXHBHBIX JOKYMCHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMNpPAaBICHHS U OpraHU3alMsX,

2 IMynkrst 3.5 u 3.6 [Ipaswi, yTBepXkICHHBIX NpuKazom Ne 526.
1 TIynkr 3.4 TIpaBun, yTBepXICHHBIX MPUKazoM Ne 526.
" Myukr 2.9 Tpasun, yTBEpKICHHBIX NpHKazom Ne 526.




YTBEP)KIAEMBIMU  YIIOMTHOMOYEHHBIM ~(he/IepalbHbIM _OpPraHOM HCIONHUTENbHOH
BJIACTH B chepe apXUBHOTO JejIa H J€TONpOU3BOACTBA .

III. Opranu3anusi XpaHeHUsI KOMIJIEKTOBAHHA, y4eTa H HCHOJIb30BaHHHA
HAYYHO-TEXHHYECKOHl JOKYMEHTALUH B roCy1apcTBEHHBIX
U MYHHUIHIAJbHBIX OPraHH3aMHAX

23. XpaHeHHe KOHCTPYKTOPCKOH, TEXHOJOTMYECKOH, MpOrpaMMHOH
JOKYMEHTAIlAH O0eCclevnBaeTCcs OpraHu3alued-pa3spaboTuuKoOM, OpraHu3alyeH-
3aKa3uUKOM (TOCYJApCTBEHHBIM 3aKa34yMKOM), OpraHU3alHeH-U3rOTOBHTEIEM,
SKCIUIyaTHPYIOIed OpraHu3alled B COOTBETCTBHH C YCIOBHAMH JOrOBOPOB
(rocyIapCcTBEHHBIX, MyHHIUIIAIBHBIX KOHTPAKTOB).

24, XpaHeHHE MPOEKTHON HOKYMEHTALMH OOECIeYnBacTCs 3aCTPOMIIUKOM,
TeXHUYECKUM 3aKa3uMKOM, JIHIIOM, OTBETCTBEHHBIM 32 OJKCIUTyaTalldI0 3[aHud,
COOpYXEHMsS, JuOO CIeNUATH3HPOBAHHOH HEKOMMEpPYECKOH —OpraHu3allHew,
KOTOpasi  OCYIIECTBJISIET ~ JESTeNBHOCTh, HANpaBleHHyl0 Ha obecredeHue
IpOBEeCHNUs KAaUTAILHOIO pPEMOHT2 06mero AMYIIECTBA B MHOTOKBapTHPHBIX
JoMax (Jajiee — perHOHaJIBHBIN onepaTop)

25. XpaHeHue HAy4HO-HCCIENOBATENBCKON JOKYMEHTALMH OCYIICCTBIACTCA
OpraHHM3alHeH-UCTIOIHUTENEM HAYYHO-HCCIEI0BATENBCKON paboThl, OpraHM3aIuei-
3aKa34MKOM (IIpU HAITUYNH).

26. Opranumszamus ocymiectsiser xpanenwe HTJI pasgensHO 1o BHIAM
JIOKYMEHTOB  (Hay9HO-HCCJIENOBATENbCKasA,  MPOCKTHass,  KOHCTPYKTOPCKasi,
TEXHOJIOTHYEeCKas, MPOrpaMMHasi).

27. TopanuHHUKH, AyOJUKATHl U KOIMHM MPOEKTHOH NOKYMEHTAL[UH AOJKHBI
XPaHHUTECA C COONIOEHHEM [IOCIENO0BATENIBHOCTH MPOEKTUPOBAHUS (IIPOSKTHAs
JOKyMeHTalus, pabodas JOKYMeHTalus) Mo HoMepam (um¢ppam) O0OBEKTOB
IPOEKTUPOBaHKsA. XpaHeHHe IPOSKTHOH JOKYMEHTAIMH, BBIIIOHEHHOH Ha CTalHH
«TIPOEKTHAs JOKYMEHTALMA» JODKHO OCYLIECTBIATECSA II0 TOMaM B COOTBETCTBHH C
COCTaBOM TNpOEeKTa MO pasjiefaMd ¢ I[OApa3fenaM. XpaHeHHe IMPOCKTHOH
JOKYMEHTAlldM, BBINIONHEHHOW Ha cTamud «paboyas MOKyMEHTalus» JIOJDKHO
OCYILECTBJIATECS [0 OCHOBHBIM KOMIUIEKTAaM pPabovux 4epTe}eH MO yCTIOBHBIM
o6o3HaueHnsAM (MapkaMm). Ilpm oOCyIeCTBICHMH XpaHCHUS JOKYMEHTOB B
HecOpPOLIIOPOBAHHOM BHJI€ JOKYMEHTEI TO/DKHBI TIOMEIIATHCS B MAMKY.

28. TTogTMHHUKU W3BELEHHMH 00 H3MEHEHHHM M pa3pelleHHil Ha BHECEHHE
W3MEHEHUH IOJUIeXKAT y4YeTy MpU IOCTYIUIEHHH H CIIy)XKaT OCHOBaHHEM JUIs
BHECEHHA H3MEHEHH B IOKYMEHTBI.

[ToMIMHHUKA M3BEIICHMHA 00 HW3MEHEHHH H paspellleHHi Ha BHECEHHC
U3MEHEHH (GOPMUPYIOTCS B [€JIa B MOPSAAKE MOCTYIUICHHU.

Komnuy W3BeIleHHH 00 W3MEHEHHH, pa3pelleHdil Ha BHECEHHE H3MEHEHHH
GponIopyloTcss B aIb0OMBI B COOTBETCTBHM C LIMQPOM IPOEKTa, o0bekTa H
COCTaBOM MPOEKTA.

15 [ToanmynxT 2 mynxra 6 [TonoxeHud o PefeparbHOM apXHBHOM areHTCTBE.
16 Crates 52 IpagoctpoutensHoro konaekca Poccutickoit depepaniu (CoGpanne 3akoHomaTensCcTBa PoccHiickoi
®epepann, 2005, Ne 1, ct. 16; 2020, Ne 31, ct. 5013) .
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29. TTo[IMHHUKK AaHHYJIMPOBAHHBIX U 3aMEHEHHBIX IOKYMEHTOB (JIUCTOB
JOKYMEHTOB) Ha OyMa)XHOM HOCHTeNie XpaHATCS OTHENbHO OT JEHCTBYIOIINX
MOJJMHHUKOB, IPHBEAEHHBIX K popMary A4 mmu A3.

30. XpaHeHue IOAJMHHUKOB KOHCTPYKTOPCKOW  JOKYMEHTallUH Ha
GYMa)KHBIX HOCHTENSX OCYIUECTBIISETCS B COOTBETCTBUM C KJIACCHQUKALMOHHBIMH
XapaKTEPUCTHKAMH B MOPAJKE BO3pACTaHMs 00O3HAYEHHs JOKYMEHTOB B MpEAeax
KaXIOro (opMara M KoJa OpraHu3alii-pa3paboTynKa, Uik NopopMaTHo.

B npemenax wW3eiaMs WM COCTaBHBIX YaCTed M3[eNHS XpaHEHHE
OCYIIIECTBIISETCS B CIIEAYIOLIEH IIOC/IEA0BATEIBHOCTH:!

crenudpuKanus u3Ieus;

JOKYMEHTHl OCHOBHOTO KOMIUIEKTa H3Jends (B IMOpSAKEe 3alUCH HX B
creruduKanmumn);

celGUKalMd COCTaBHBIX 4YacTed WU3meNdss U JOKYMEHTBI OCHOBHOIO
KOMILIEKTa COCTaBHBIX UacTeil u3ienus (B IOPsAKe BO3pAaCcTaHUs 0003HAYEHMH);

yepTexXH JeTajiell, 3aluCaHHbIe B CIEUUPHKAMH OCHOBHOIO U3/ICNIUs, U BCEX
ero COCTaBHBIX YacTei (B MOpsA/Ke BO3pacTaHHs 0003HAYECHHIA).

31. [MoIMHHHAKHA TEXHOJOTHYECKHMX HOKYMEHTOB XPaHATCI MO MeEToJaM
06paboTku u cOopku m3fenus 6e3 ydera GopMaToB B IOpSJKE BO3PACTaHHsA HMX
0003Ha4YeHUH B Mpejeax KaXAOoro BUAA TEXHOJOIMYECKOro mpouecca Io METOXy
BBIMIOJIHEHHS WA KOMIUIEKTaMH I10 BO3pAacTaHHIO O0O3HAYEeHHH, YKa3aHHBIX B
OCHOBHOM HAJMHMCH TEXHOJOTUYECKUX JOKYMEHTOB.

32. JlomyckaeTcsi XpaHHTb IOJIMHHHKA KOHCTPYKTOPCKHX JOKYMEHTOB
BMeCTe C TMOIJMHHHUKAMH TEXHOJIOTHYECKUX JOKYMEHTOB II0 KOMILIEKTaM, I10
BO3PACTaHHIO 00O3HAUCHHUM, YKa3aHHBIX B OCHOBHOM HAJNUCH TEXHOJOTHIECKHX
JIOKyMEHTOB.

33. To[UIMHHUKY AHHYJIHPOBAaHHBIX M 3aMEHEHHBIX IOKYMEHTOB (JIUCTOB
JTOKYMEHTOB) Ha OyMaXHOM HOCHTENE XPaHATCA OTAENBHO OT JSHCTBYIOIIMX
IIOAJTMHHHKOB, CIOKEHHBIME Ha popMatel A4 u A3.

34. [TonIMHHUKY U3BEIIEHUH 00 H3MEHEHUH MU aHHYJTHPOBAaHUU JOKYMEHTA
MOAJIeKAT ydyeTy TMpPH IOCTYIUICHHH W CIyXarT OCHOBaHUEM JUIl BHECCHUS
M3MCHEHUH B JOKYMEHTEL.

[ToATMHHUKKA H3BENICHHH 00 M3MEHEHHM WM aHHYJIHPOBAaHHUH JOKyMEHTa
bopMHUpYIOTCA B [iea B NOPSIKE NOCTYIUICHHUS.

35. Konuu KOHCTPYKTOPCKHX IOKYMEHTOB, CO3JaHHBIX B OpPraHM3alldd Ha
6YMa)KHOM HOCHTeNle, CKIaibBaloTcs Ha Qopmar A3 wimu A4 ¥ XpaHATCA
BJIOKEHHBIMH B [IAMKH, COPOILIIOPOBAHHBIMH B aIbOOMBI WA TIOJIUCTHO.

36. Konuu yxiagpBaroTCs B MamkH (ans00Mbl) B MOPS/KE, ONpPEASICHHOM
JUTS TIOJIMHHUKOB.

37. KoMIUIeKThl KOIMMI TEXHOJOTHMYECKMX JIOKYMEHTOB, CO3JaHHBIX B
OpraHM3alKy Ha GyMaXHOM HOCHUTENE, YKIIIBIBAIOTCS B IIAIIKH HIIH OPOLIIOPYIOTCS
B aJIbOOMBI.

B nmnanky (ars00M) IIOMEIAIOTCA BCE TEXHOJOIMYECKHE NOKYMEHTBI,
pa3paGoTaHHble Ha OJHO HM3JIeNME INPU €IMHHYHOM TEXHOJNOTHYECKOM IMpoLecce,
WIM HAa HECKOJBKO W3HENIMi IIPH THUIIOBOM HJIH TIPYIIIOBOM TEXHOJOTHYECKOM
npolecce, WIK Ha YacTh U3AETIHSL.
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38. TTo[TMHHUKA HAy4YHO-HUCCIIE[OBATENBCKON JTOKYMEHTALUH XPaHATCS
OpraHU3alUe-UCTIONHHITEIEM Hay4HO-HCCIIEA0BaTeILCKOH paboThl, OpraHu3alMen-
3aKka3uukoM (IpH HAJIMYHH) €CIH WHOE HE OIpeNesICHO YCIIOBUSMU JIOTOBOpA HA
co3qaHue Hay4HO-HCCIIEI0BaTeNbCKON paboTEL.

39. TloMIMHHMKAM HAyYHBIX (HAyYHO-HCCIIeNOBATeNbCKUX) NOKYMEHTOB Ha
6YMaXXHOM HOCHTEIIe TIPHCBAHBAETCS yUCTHBIM MHBEHTApHBINA (apXUBHBIM) HOMED.
XpaHeHHe OCYIIECTBIAETCA B MOPSAKE BO3PacTaHUS HHBEHTAPHBIX (apXUBHBIX)
HOMEPOB.

40. MuKkpoQUIEMBI-IIOJUTMHHAKK XPAHATCS B TOPU3OHTATLHOM IIOJIOKCHHH B
METAJUIMYECKUX KOpOOKax, KOTOpbI€ Pa3MEIAIOTC B METANIMIECKUX mKadax HiIn
Ha CTe/UIaXax.

41. MuKpoGHIBEMBI CTPaX0BOro (GoHAa U (pOHAA MOJIBE30BAHUSA NODKHBI HMETh
CTaHJApTHBIE W 3alIUTHBIC PAKOPABL, KOTOpPbIE HAMAaTBIBAIOTCA B PYJIOH Ha
CepIeYHHUKH (POTOCIOEM HApYXKy.

MuKpoGmwIsMBl Ha [UIOCKHX IUICHOYHBIX HOCHTENAX MOMEIAITC B
KOHBEPTHI U KACCETHI M XPAHATCA B KOPOOKax MM MalKax.

42. B nemsix obecmedenus coxpaHHocT HTJI DOMKHBI MPOBOAUTHCS
NPOBEPKH HAIMYUA W COCTOSHHS IIOKyMeHTOB”. B Xoze mpoBepKH HaIUYHMA U
COCTOSTHUS JOKYMEHTOB:

a) yCTaHaBIIUBACTCS:

COOTBETCTBHE HTOTOBOH 3alMCH B HMHBEHTApHOW KHHre (omucH) W (HIiIH)
MHQOPMALMOHHOM cucTeMe (aKTHYECKOMY —HATHYHUIO HTJl, BHeceHHOW B
MHBEHTApHYIO KHHUT'Y (OIHCh) U (MiH) MHGOPMALIHOHHYIO CUCTEMY;

coorBercTBUe uMmeromeiics B Hammuuu HTJI cBeneHuwsM, yKa3aHHBIM B
crielMHUKAIUAX WX BO BHYTPEHHEH OMUCH TOMA, NAlKK;

6) NpPOBOAUTCS KOHTPONb (U3HYECKOro M TEXHUYECKOro  COCTOAHHA
3JIEKTPOHHBIX JOKYMEHTOB!

OIpEIENAIOTCS BOCTIPOU3BOTMMOCTD JOKYMEHTOB;

OTpeGHOCTH B MUTPALIMU M KOHBEPTHPOBaHMUHU,

HaJIMYHe BPEJOHOCHOTO IPOrPaMMHOI0 00ecTieyeHus;

COCTOSIHHE YIIAKOBKH U HaH4ue (OTCYTCTBHE) BHEIIHHX MTOBPEKICHUIA.

43. TlpoBepka HaIH4YHUA JOKYMEHTOB IPOBOIHUTCS KOMHCCHEH B NOPSJIKeE,
YCTAHOBJICHHOM JIOKQJIbHBIM HOPMATHBHBIM aKTOM OpraHH3aliH. Pe3ynpTarhl
nposepku Hanuuus HTJ] opopmiisiercss akToM MPOBEPKH HaJIMMA. AKT TIpOBEpKHU
manuuus HT]I yTBepK1aeTcs PyKOBOAUTENIEM OpraHu3alny.

44. Tlpu yTpare HOKYMEHTOB HJIM HEBO3MOXHOCTH HMX BOCCTaHOBICHH:
JOJDKEH COCTABNIATHCS aKT O CIHCAHUU MPUIIECIINX B HETOJHOCTE UM yTEPAHHbIX
IIOJJTMHHUKOB.

45. TIposepka Hanuuus U cocrosuus HTJL cunraercs 3aBEPILICHHON II0C]Ie
BHECEHHUS BBISBIIEHHBIX H3MEHEHUH B yYE€THBIC JOKYMEHTBI.

46. [To[IMHHUKH, MPHILEAIINE B HETOTHOCTh WIH YTEPSAHHBIC, NOJDKHbI OBITH
BOCCTAHOBJICHBL. JIJIi BOCCTAHOBIEHMs IOUIMHHUKOB HCIIONB3YIOTCS KOMHH H
ILyOIUKaThl JOKYMEHTOB C BHECEHHEM B HHX COOTBETCTBYIOLIMX H3MEHEHUH
(mo paspelieHHSAM Ha BHECEHME MU3MEHEHHIH), BBIMYLICHHBIX JI0 MOMEHTa €ro

Y Iynxt 2.14, 2.43 TIpaBui, yTBEpKICHHBIX IPUKA30M Ne 526.




BOCCTAHOBJIEHUS. BOCCTaHOBIEHHBIA MMOMJIHMHHUK JOJDKEH HMETh HWHBEHTAapHBIN
HOMEP BOCCTAaHABIMBAEMOro MOJUIMHHUKA. O BOCCTAHOBIEHUM IOIMHHHMKA
JeJIaeTcs OTMETKAa B MHBEHTapHOU KHHTE.

BoccTaHOBIEGHHBIE MMOAJHHHUKHA JOJDKHBI OBITH IMOJIMCaHbl PaOOTHHKOM,
BBITTOJTHSIIOIUM IIPOLIEyPY BOCCTAHOBJIEHHUS.

Ilpu BoccTaHOBIICHHUH TMOJUIMHHMKA eKTpoHHOH HTJI cosmaercs ero HoBas
BepcHs, B MeTaJaHHble (PEKBU3HTHYIO 4acTh) BHOCATCS CBEJIEHHUA O
BOCCTAHOBJIEHHUH.

[TpaBUIILHOCTE BOCCTAHOBJIEHHOIO MOJJHHHUKA 3JIEKTPOHHOTO JOKYMEHTA
IOJDKHA TOJTBEPKAATHCS SEKTPOHHOM IIOANHCHIO OTBETCTBEHHOTO JIMIIA.

47. Yuery B OpraHu3alyy moiexar:

BCE IIOCTYNAON[ME HA XpaHEHHWC IOJIMHHUKH, JyONMKaTbl M KOIHH
JIOKyMEHTOB;

IBIDKEHUE JOKYMEHTOB (M3rOTOBJICHHE U y4YeT KOIHH, BHECEHHE H3MEHEHHH,
TIPUMEHAEMOCTD, KCIONB30BaHKe, YHHYTOXKEHHE, IIepeiada Ha XpaHEeHHE);

BCE BH/BI H3BEIICHUH 00 H3MEHEHUH TOKYMEHTOB.

48. YueTHble MOKYMEHTBI BEIyTCs Ha OyMaXHOM HocuTele W (WIH) B
3JIEKTPOHHOM BHJIE C HCIIOIBF30BaHHEM HH(POPMALIMOHHON CHCTEMBIL.

49. OcHoBHBIMHE (00A3aTETFHBIMK) Y4ETHBIMHU JJOKYMEHTAMH SIBJITFOTCSL:

HHBEHTAPHbIE KHUTH YUeTa,

KapTOYKHU y4eTa JOKyMEHTOB;

KHUIH (OKypHaJIbl) PETHCTPALlMU pa3pellleHUH Ha BHECEHUE HU3MEHECHHUH IS
IPOEKTHOM JOKyMEHTAllMU Ui CTPOHMTENBCTBA M MPOTPAMMHON HNOKYMEHTalUH,
U3BELICHUH, IpeIBAPUTENBHBIX HW3BELICHUN H IPEIIOKEHHIMA 00 U3MEeHEeHuH g
KOHCTPYKTOPCKOM M TEXHOJOIMYECKOH TOKYMEHTAIIHH;

omucu equuuil xpadeHus: HT ] ocTosHHOro XpaHeHHs.

50. HTJI yuuTEIBaeTCS MO YUYSTHBIM €AUHUIIAMH U(UIIH) €AUHULIAM XPAHEHHUS.

51. YuerusiMu equuannamMu HT /] B oprannzanuu aBiasroTC:

I HaydyHOM (Hay4HO-KCCIIe[JOBATEeNbCKOH) NOKYMEHTAllMM — OTAENIbHBIH
Hay4YHBI (TEXHHYECKHI) JOKYMEHT IO MpolieMe (TeMe) HayqyHOro HCCIeAOBaHHsA
HJIH TI0 €ro 3TaIly — €AWHUIIA XpaHEHHS,

IS KOHCTPYKTOPCKOM, TEXHOJNOIMYECKOH, IMPOrpaMMHOM JOKyMEHTaIluud —
rpadudecKHi WM TEKCTOBOM TOKYMEHT — €JHHULIA YIeTa;

IS TIPOEKTHOM JOKyMEHTAllui — COpOIIIOPOBAaHHEIM TOM, COXEPXKALUIMH
JTOKYMEHTHl MOJ pasHbIMH OOO3HAYCHHSAMH — €JWHHIA XPaHEHHs, OTAEIbHBIH
rpaQuYecKuii WM  TEKCTOBOHM  JOKYMEHT, HMEIOUIMH  CaMOCTOATENIBHOE
0003HaUeHUE — eJUHULIA yUEeTa.

VuertHoii eguHuLel anextponHoit HT]I siBiseTcs 3J1eKTPOHHBIN JOKYMEHT.

VuerHoit emuuuueit HTJ[ Ha MukpodopMme sBIseTcs  (QU3HUECKH
060co6IIeHHas penporpaduuecKkas KOMus MOUTHHHUKA (MUKpO(UIIa, MAKPODHIEM
PYJIOHHBIN, MUKPOQHUIEM B OTpe3Ke U JAPYTHE), BHE 3aBHCHMOCTH OT KOJHYECTBA
AMEIONINXCA Ha HeW JOKYMEHTOB.

52. Kaxpoii yuetnoit enunune HT/I npucavBaeTcs HHBEHTapHBIH HOMEp 110
HHBEHTAPHOW KHUTE y4eTa.

53. VYuer HTJ, momnexameii mepegaye B  TOCyJapCTBEHHbIN
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(MyHHIMIIATBHBIA) apXHB, OCYLIECTBIAETCS B OMUCAX CIAUHHI XPAaHCHUA HTJ
[TOCTOSTHHOTO XpaHEeHHS.

B emunune xpanenus HTJl He momyckaeTcst HaXOXACHHE TOKyMEHTOB,
OTHOCSIIMXCS K Pa3sHBIM CTaAHMsSM NPOEKTHPOBaHHs. B eAHHUIy XpaHEHHsA MOTYT
6BLITH BHECEHBI JOKYMEHTHI Pa3HBIX 4acTeil MPOEKTHpOBaHHs (pasHBIX y3JIOB),
OJIM3KUX [10 CBOEMY Ha3BaHMIO MIIH 10 HA3HAYCHHUIO.

54. OpraHu3aiid, BBICTYyNAOLIME  HCTOYHHKAMM  KOMILUICKTOBaHUA
rOCyJapCTBEHHOro (MYHHIMIIANBHOIO) apXWBa, COCTABIAIOT MAaclopT apXuba
oprauusaiuy, xpadsmeid HTJ[ B cOOTBETCTBUH C NPUIOKECHUEM 46 PernmameHnta
rOCyAapCTBEHHOI0  y4era JAOKYMEHTOB Apxusaoro @onma Poccuiickoit
denepanuu 18 BamonHeHHBI IACTIOPT HAMpABIAETCS B COOTBETCTBYIOIIUH
roCyJapCTBEHHBIH (MyHUIMIANBHBIN) apXHB.

55. VuBeHTapHble KHUIM BemyTcsi pasfgensHo no Bugam HT/I: naydnas
(Hay4HO-HCCIEA0BATENbCKAS), KOHCTPYKTOPCKAs, TEXHOJOTMYeCKasl, MPOeKTHasd,
nporpammHasi. JIoImycKaeTcsi BECTH OJHY HHBEHTAPHYIO KHUTY Uil IIOATHHHUKOB U
NyOIHMKATOB KOHCTPYKTOPCKMX H TEXHOJIOTHYECKHMX JIOKYMEHTOB H OT/CIBHBIC
MHBEHTApHBIE KHUIH 110 BHJAM U3MIEIHUM.

Peructpanus DOKYMEHTOB Ha H3JENHsi OCHOBHOTO M BCIIOMOTaTe/bHOTO
IIPOU3BOJICTBA IPOU3BOUTCS OTACIIBHO.

56. Kuurz (KypHaibl) PpErMCTPALMH H3BEIIEHHH 00 HW3MCHEHHUH H
paspelieHUil Ha BHECEHHE HM3MEHEHWH BeIyTCA DasleNbHO Uil KaXJoro BHAA
poxyMenTanue. OTesbHble KHHTH (KypHAJIBI) 3aBOLATCA UIA yIeTa u3Belienuit 06
W3MEHEHHMH 1 pa3pellleHNit Ha BHECEHHe H3MEHEHHI CTOPOHHUX OpraHH3alui.

57. KaxxioMy MOJIMHHUKY JOKYMEHTa PUCBAUBAETCS MHBEHTAPHBIH HOMED.
HHBeHTapHbIE HOMEPa He JOJDKHBI TOBTOPSITHCA.

TTo[IMHHUK M KOIHH OJHOTO JOKYMEHTa UMEIOT OIMHAKOBBIA HHBEHTapHBIM
HOMEP.

CGpOIIIOPOBAHHEIM JOKYMEHTaM MpPOCTaBISETCS  CAMHBIM HHBEHTapHBIN
HOMEp Ha TUTYJIBHOM JIUCTE.

JlomycKaeTcsi MPUCBOSHHE MHBEHTapHBIX HOMEPOB N0 NpUeMa IMOTHHHAKOB
Ha apXMBHOE XpAHEHHME MIPH BEICHUU YYeTa.

VHBeHTApHBIH HOMEp, NMPHCBOCHHBIH JOKYMEHTY Ha OyMaKHOM HOCHTEIE
HITH DNEKTPOHHOMY JOKYMEHTY, NOJDKCH COXPaHATBCA MpU npeobpazoBanuu HT/JI
B Jpyryto popMy (MUrpanus, KOHBepTalys, pacrevaTka, CKaHUPOBAHHE).

IIpu peructpauun snekrporHoii HTJ[ uHBEeHTapHBIH HOMED BKIIOYAacTCA B
PEKBH3MTHYIO 4acThb (METaJaHHbIE) 3JIEKTPOHHOrO JOKYyMCHTa (perucTpanoOHHO-
yaetHas popma (PY®) s/eKTpOHHOrO NOKyMEHTa B HHPOPMAI[MOHHOH CHCTEME).
IIpu BOCIPOM3BENCHUH (BH3YalM3al|K) JIEKTPOHHOTO AOKyMEHTa WHBEHTapHBIN
HOMep JOJDKEH OTOOpakaThCs Ha THTYJBHOM JIMCTE JOKYMEHTa WU B JICBOM IIOJIE
JTOKyMeHTa (B COOTBETCTBYIOLIEH rpade mos 1s IO IIITFBKY ).

DNEeKTPOHHOMY AOKYMEHTY IMpPHUCBAaUBAETCA OAUH WHBEHTApHbIA HOMEp BHE
3aBHCHMOCTH OT KOJIMYeCTBa (paiiyioB, U3 KOTOPHIX OH COCTOMT.

'8 IMpuxas Pocapxusa ot 11 mapra 1997 r. Ne 11 «O6 yrtBepxkaeHHH Pernamenta rocyZapcTBEHHOTO y4eTa
nokymentos ApxusHoro ®@onna Poccuiickoii Penepauuuy» (3aperucTpuposan Muuioctom Poccun 8 mrons 1997 r.,
peructparoHHbli Ne 1344).
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Ilpu co3manud HOBBIX Bepcuil snexTpoHHor HTJ coxpanstores ee
MHBEHTAapHBIA HOMep W HauMeHOBaHME. B pexBu3uTHOM yacTu snexrponHon HTJI
MPUCBANBAIOTCS HOBBIM CTAaTyC ¥ HOMEP HOBOH BEPCHHU.

dusnuecku 060cobiienHoMy Hocutemo 3iiekTpoHHod HTJI mpucsamBaetcs
HHBEHTApHEI HOMep IO KHure ydera Hocutesned snexrponnod HTJI, koropbli
YKa3bIBAETCS HA BKIIAbILIE, TIOMENTaeMOM B QY TSP HOCHTEJIS.

MukpoouiapMy —(Mukpodwuile) IPHCBAUBACTCA HHBEHTAPHBIA  HOMED,
KOTOpBIA TMPOCTAaBIACTCS HAa HAYaJIbHOM U KOHEYHOM pakoplax pyjloHa HIH Ha
CHEIUAJIBHO YCTAHOBICHHOM TI0JI€ MUKPO(QHILH.

Ecnu 3ameHsieTcss WM J00aBIseTCS OJUH WM HECKOJBKO JIUCTOB
MOMIMHHUKA, TO HA HMX IPOCTABISETCS WHBEHTApHBIA HOMEp, IPUCBOCHHBIM
nofyuHHuKy. [lpu 3aMeHe BCeX JIMCTOB NOJJHHHUKY TOKYMEHTa MPHCBAaWBACTCA
HOBBI!l ”HBEHTapHBI HOMED.

BoccTaHOBIIEHHOMY MTOAIMHHUKY KOHCTPYKTOPCKOI'O MJIM TE€XHOJIOTHYECKOrO
IOKyMEHTa  TPUCBAaWBAeTCS  HHBEHTApHBIH  HOMEP  BOCCTaHABIMBAEMOIO
nommuHENKa. O BOCCTAHOBIEHMH IOKYMEHTa JellaeTcsi OTMETKAa B MHBEHTApHOM
KHUTe.

58. MHBeHTapHas KHUra ydera MOAJIMHHMKOB HAayYHOH JIOKyMEHTalHU
COIEPIKUT CIIETYOLTHE IpadBbl:

HMHBEHTapHBINA HOMED;

JaTa perucTpaLuH;

o003HauYeHHe TOKYMEHTA,

3Tall Hay4YHO-HCCIIeJOBATEIbCKOM paboThI;

HaHMEHOBaHUE TEMBI U €€ HOMED;

HOMep TOCY/ITapCTBEHHOH PETHCTPALIHH,

Ha3BaHHe oT/ena (Jraboparopun)-pa3paboTUHKa,;

PYKOBOIHUTEND (OTBETCTBEHHBIH HCIIONHUTEND) TEMBI;

KOJIMYECTBO JIHCTOB M HOMEPA 3K3EMILISAPOB, IpPUMEYaHHE.

59. VHBeHTapHble KHWIM ydYeTa MOJUIMHHHKOB H  JyOJuKaToB
KOHCTPYKTOPCKHX, TEXHOJOTHYECKHX M IIPOEKTHBIX JIOKYMEHTOB COJEPXaT
cieaytomue rpadsr:

HHBEHTApHBIN HOMEp JOKYMEHTA,

JaTa perucTpaLyy;

o0o3HaYeHHE JOKYMEHTA,

HAaWMEHOBAHHUE;

KOJIMYECTBO JIUCTOB B JJOKYMEHTE,

(dbopMaTt JOKYMEHTa;

KEM BBITYILEH JOKYMEHT;

HOJIKCE O MpHeMe TOKYMEHTa Ha XpaHeHHe, IIpUMeYdaHue.

60. I'lpu peructpaiuu JOKyMEHTOB Ha OyMa)XHOM WJIM IUIEHOYHOM HOCHTEIE
B rpade «IIprumeuanre» UHBEHTAPHOH KHUIH YKA3bIBAIOTCS CBECHHA O BHECEHHBIX
M3MEHCHHAX, AHHYJIMPOBAHMM WIM  BOCCTAHOBJEHMH MNOMIMHHMKA. IIpu
peructpauun snexrponsoit HTJ] B rpade «lIpumedanue» HHBEHTapHOW KHUIH
yKa3bIBaloTcs hopMmar (ailiia U HCIONBE3yeMOe IPOrPaMMHOe 00eCTIeIeHNE.
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61. Ha xaxnplii 3aperdCTpUpOBaHHBIA JOKYMEHT COCTaBJIIETCS KapTO4YKa
yueTa.

[To kaproukaM yd4eTa OCYIUECTBISETCS Y4YET JBIDKCHHUS JOKYMEHTOB!
M3rOTOBJICHME MW y4eT KONHH, BHECCHHE H3MEHEHHH, MNPUMCHIEMOCTD,
UCIIOJIb30BaHKe, YHUUTOXKEHUE, [Iepeladya Ha apXHUBHOE XpaHEHHUE.

62. Yuer ay0iMKaToB JOKYMEHTOB B OpraHM3alliu-Aepxareie MOoJIMHHUKOB
OCYIIECTBISIETCS OTACNIBHO OT y4YeTa MOMITHHHUKOB.

JlyGnukaTel HyMepyIOTCSl IO KaXIOMY NOKYMEHTY OTAENIBHO, AJIA Yero Ha
KKIOM JIHUCTE B JIEBOM BEpPXHEM YNy Ha IoJie JJid MONIIMBKH IIPOCTABIISCTCA
IIITAMIT WIH Haamuch «Jlyomukar» wiu mudp «I».

VYyer Ay6NMKaToOB JOKyMEHTOB B OpraHH3allMH-AepXkareie AyOiInMKaToB
OCYIIECTBIAETCS MO TPABHJIAM, YCTAHOBJNEHHBIM [yl [OJIMHHAKOB. Ilpu
[IOCTAHOBKE Ha ydYeT [yONMKatoB B OpraHH3alMU-Aiepkarene JAyOJIMKAaTOB
MHBEHTapHBEIE HOMepa, NPHUCBOCHHBIE B OpraHU3alUH-AepXKaTesie MOMLIHHHUKOB,
3ayepkuBaroTcs. JlyOnukaram snektponnodt HT/JI, mnepeaHHBIM IIOCPEICTBOM
HHGOPMAI[OHHO-TEJIEKOMMYHIKAUMOHHOW  CeTH, B  OpraHM3alliH-IEpXKaTesne
HyONMKaToB, B MH(QOPMALMOHHOH CHCTEME MPHCBAUBAIOTCA HOBbIE MHBEHTapHBIC
HOMepaA. ‘

63. Komiy KOHCTPYKTOPCKHMX M TEXHONOTHYECKHX TOKYMEHTOB (OTAEJBHBIC
JHCTBI, TAlK{, ark0OMbl), M3TOTOBJIEHHBIE OpraHU3alHMeH-pa3spaboTIUKOM,
JOMyCKaeTcs PErHCTPUPOBATH TOJIBKO B KapTO4KaxX ydyeTa [0 OOO3HAYCHHAM HIM
MHBEHTAPHBIM HOMEpaM, IPUCBOEHHBIM UX MOTHMHHHUKAM.

Konuu KOHCTPYKTOPCKUX M TEXHOJOTMYECKUX JHOKYMEHTOB, MOJyYC€HHBIC W3
[PYTUX OpraHU3alMi, PErHCTPHPYIOTCA B OTJENbHOW HHBCHTAPHOH KHHMIE W B
KapTOUYKax y4erTa.

64. Hanuume apxXWBHBIX KOMHH OTpakaeTcs B KapTodkKax y4eTa
OJIMHHHUKOB.

65. Vder KOIHH MpPOEKTHBIX HOKyMEHTOB JPYTHX  OpraHM3aiui
OCYIIECTBJIIETCS B COOTBETCTBHH C TpeOOBaHWSIMH, TIPEAbABICHHBIMA K
perucTpalnyy INOAJTHHHUKOB.

66. Ha kaxxmoli peructpupyeMoil KomHu Ha OyMa)XHOM HOCHTENe Ha JIMCTe
BHyTpPEHHEH OIIACH TanKu (TOMa) WIH B JIEBOM BEPXHEM YLy OOJNOXKKH JOKYMEHTa
MPOCTABJIAETCS LITaMII C YKa3aHMEM WHBEHTapHOTO HOMEPA, HOMEpA SK3CMIULIpa
(TIpM HATMYUK HECKOJTBKHX SK3EMILISIPOB) U AAThl PETUCTPALIUH.

Ha KomusX AOKYMEHTOB, XPaHALIMXCS IONKMCTHO B HECOPOLIIOPOBAHHOM
BUIE, [ITAMII CTABAT B JICBOM BEPXHEM YIJIy KaXXJIOT0 JIUCTa JOKyMEHTA.

67. Yder usMeneHuii B oOveme u coctaBe HTJI, obHapyxeHHOH mpu
IIPOBEIEHUH TIPOBEPKU HAJIMYHs TOKYMEHTOB, BOCCTAHOBJIEHHH TTOJUIMHHUKOB U HE
YYTEHHOM paHee, OCYMIECTBIAETCS B MHBCHTAPHOH KHMUIE. OG6HapyXeHHBIE
U3MEHEHHS B COCTaBe M KONMYECTBE JOKYMEHTOB (PUKCUPYIOTCS BO BCEX YYETHBIX
JIOKYMEHTaXx.

68. B nucre perucTpalud HM3MEHEHHMH BOCCTAHOBJICHHOI'O MOJIMHHUKA
JOJDKHBL OBITh BOCIIPOM3BEICHBI JaHHBIE, OTHOCSIIHECS KO BCEM paHEe BHECEHHBIM
B 3TOT JOKYMEHT U3MEHECHHIM.
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B3aMeH MOMIMHHBIX MOAMUCEH, BU3 W JaTl, MMEIOMIUXCSA Ha MOMAJIMHHUKE
(B TOM umclie Ha Moje U MOAIIMBKM U JIMCTE DPETHCTpalUH U3MEHEHUH ),
B BOCCTAHOBJICHHOM MOIMHHIKE B KPYIJBIX CKOOKax IOIDKHO OBITh YKa3aHo:
«(TTommuce)» u «(Hata)».

69. Ha kaxayo yueTHyro equnuuy snekrponsoit HT/I B unpopmanuoHHOH
crcteMe 3apoautca PY®. Coctas noieil perncTpaldoHHO-Y4ETHBIX (HOpM T0JDKEH
COOTBETCTBOBATh PEKBH3UTAM YUYETHBIX JTOKYMEHTOB.

PexBusuTHas 4acts (Meramannsie) snextporHoi HTJl B uHpOpMannOHHOU
CHCTeMe JOJDKHA GBITH CBS3aHa C €€ OCHOBHOI YacThio ((aiiom).

Pexsu3uthl (MeTagannsie) siextponHoi HTJI B mHQOpMAlOHHON CHCTEME
BHOcATCS B PVY® Ha OCHOBaHHMH pEKBU3UTOB YYCTHBIX JOKYMEHTOB,
nepevrciIeHHbIX B IyHKTe 3.5 TTpaBuiL.

B PY® snexrponsoit HT/] B uHGOpPMalHMOHHOM CHCTEME B 00s13aTENBHOM
HOpAIKE BKIIOYAIOTCS CIIEAYIOLIHE CBEICHH:

HHBEHTAPHBIN HOMEDP JOKYMEHTA;

HalMEHOBaHUE TOKyMEHTa,

o6o3HaYeHHe JOKYMEHTA,

ob11ee KOJIMYECTBO JIUCTOB NoKyMeHTa (06beM B MO);

CBEJIEHHS O MOJNKHCAHUU JOKYMEHTA;

cBelleHHd 00 H3MEHEHUIX JOKYMEHTa;

CBEJICHUSA O IIpHeMe MOJUIMHHUKA Ha XPaHEHUE B CTI.

B uH(OPMAIMOHHYIO CUCTEMY BKJIIOYAIOTCS HHBIE CBEJICHHUS, B 3aBUCHMOCTH
ot Buna HTJ], B COOTBETCTBUH C TOCYJapCTBCHHBIMH (MeXTocy1apCTBEHHBIMK)
CTaHJapTaMH, CTaHAapTaMH OpraHHU3alHUU.

PexBusuthl (MeTafaHHele), BBoguMbie B PY® snexrponnoit HT/I, u Bce
daitnel ocHoBHOM 4actu dnektponHodt HT/L, COCTABIIFIONIEH YYETHYIO €HUHHULY,
JIOJDKHBI XPaHUTBCS B TEUEHHE CPOKa XpaHeHus snekTporHo#i HT/JL.

70. Onucu emuuun xpaneHnss HTJ] mocTosHHOrO XpaHEHHs COCTABJIAIOTCA
pa3aenbHO Ha KaXIbli BUL HT/I, momnexaiieil IOCTOSHHOMY XPaHEHHIO, OTACIIBHO
Ha 3n1ekTporHyio HT ]I, mojsiexalyro mocTOsTHHOMY XPaHEHHUIO.

71. Ommcy enmuuun xpaHenuss HTJI 1moCTOSHHOrO XpaHCHHA AOJDKHA
BKJIFOYATh:

TUTYJBHBIH JIUCT,

[epedeHb MepeUMEHOBAHUH OPraHU3aIuH (IPU HAIAIHH);

coziepxaHue (OrIaBJIeHHE);

CITHCOK COKpalleHHH (Ipy HaJTH9IHHK);

MIpEeIUCIIOBHE;

ONnHcaTeNIbHBIE CTAThH,

HUTOrOBYIO 3aIIUCh,

JIUCT-3aBEPUTETID.

72. TUTYJIBHBIH JIUCT ONKCH COAEPKUT CICAYIOIIME JJIEMEHTBI:

IoJNHOe, B CKOOKax  COKpallleHHOe  Ha3BaHHE  TIOCYAapCTBEHHOTO
(MyHHIMDATIBHOTO) apXUBa;

Ha3BaHue (OHA, KOTOPOE COCTOMT M3 MOJIHOrO M OQUIHANBHO MPUHATOTO
COKpAIlIeHHOr0 HAa3BaHMA OpraHM3alid, €€ MOIIUHEHHOCTH (HaMeHOBaHHE
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BBILIECTOSAIIEH OpraHU3alii), MECTOHAXOXKACHHUSA, KPaWHHX IaT CyIIeCTBOBAHUS;
Has3BaHue (OHIA JAaeTcs 10 MocIeqHeN JaTe JOKYMEHTOB, BHECEHHBIX B OIHCh;

HoMep (OHAA, KOTOPHIA IpPHCBaUBacTCA IO CIUCKY (GOHIOB B
rocyapCTBEHHOM (MyHHUIIUIIATBHOM) apXUBE;

HOMED OIKCH, KOTOPBIH MpHCBauBaeTCs M0 JHUCTY (GOHIA B OCYIapCTBCHHOM
(MyHULIMIIAIEHOM) apXHUBE;

Ha3BaHHUE OIMUCH €IUHHI[ XpaHeHHUs (yKa3aHHe BHUJA JOKYMEHTAalliH U CpOKa
ero xpaHenus). Eciu cocTaB OMMCH OrpaHMYeH JOKYMEHTaMH OIHOTO IPOEKTa,
Ha3BaHUEM OITUCH MOXXET OBITH Ha3BaHUE 3TOrO IIPOEKTA;

KpaiiHue JaThl JTOKyMEHTOB, BHECEHHBIX B OMHCH (€CIIH B OITMCH BKJIIOUCHBI
JIOKYMEHTHI 332 HECKOJBKO JIET C epephIBaMH, TO YKa3bIBAIOTCS TOJBKO TE FOJBI, 32
KOTOPBIE HMEIOTCS JOKYMEHTHI).

73. B mepeuHe mepeMMEHOBAaHHM B XPOHOJIOTHYECKOH MOCIEAOBATEIbHOCTH
YKa3bIBAIOTCS BCE IEPEUMEHOBAHUA OPraHM3AlNK C yKa3aHUEM Iepe]l KaXIbIM K3
HUX HAuaJpHOM M KOHEYHOM JaT CYyIIeCTBOBAaHMs OpraHU3allMd TMOJ JaHHBIM
Ha3BaHHEM M M3MEHEeHHs €& MOJYMHEHHOCTH C yKa3aHHeM Ha4daJIbHOW U KOHEYHOM
JaT MMOAYUHEHHOCTH.

74. B comepanuu (OTIaBIeHUH) IEPEYMUCIIIOTCS COCTABHBIC YaCTH OIMCH:

CIIHCOK COKpaIleHUH;

IIpEIUCIIOBHUE;

Ha3BaHHUS pa3/eNioB;

MOAPAa3eiioB, OTPAKAIOMIUX CXEMY CHCTEMAaTH3alHH IIPOCKTOB B OIIHMCH.
BHyTpy pasjielioB CO3JAIOTCA IOAPA3leibl, KOTOPHIM IPHCBAUBAIOTCS Ha3BaHHUA
mpoGneM (TeM), KOMILIEKCOB, IIPOEKTOB, CTajaui. B comepxaHuu (OrNaBieHHH)
00s13aTeIBHO MTPUBOIATCA HA3BaHUS MIPOEKTOB.

75. B comcok cokpallieHuid B ali()aBUTHOM IOPSIKE BHOCATCS COKpalleHUs,
XapaKTepHBIE /IS AESATCIBHOCTH OPraHM3allMd WM BeOMCTBA, K KOTOPOMY OHa
OTHOCHUTCSI, MMEIOIIMECS B IPEIHUCIOBUM M OIHUCATENBHBIX CTaThAX OIKCH, C
pacIM(ppOBKOH Uepe3 THPE X MMOJHOTO HAMMCAHUS.

76. B nipeIuCIOBHUHY K OIIUCH M3J1araloTcs:

HCTOpUA  OpraHW3alidd C yKa3aHMeM BCEX [EPEUMCHOBaHUH H
[IOAYMHEHHOCTH;

OCHOBHEIE HaIpaBjieHus (3TaIlbl) JEATEIBHOCTH OpraHU3alluy,;

ucropust poHxa;

COCTaB M COJep)KaHWe JOKYMEHTOB, BHECEHHBIX B OINKCh, HCTOPHA
NPOEKTHPOBAHHUS OITHCEIBAEMBIX OOBEKTOB, H3EIHUIA;

0COOEHHOCTH U 000CHOBaHKE BEIOpAaHHOM CXEMBI CHCTEMATH3AIU Y.

IpeaycnoBue MOANUCHIBAETCS COCTABUTENIEM.

77. OnucareNibHasi CTAaThsl OIMCH BKJIIOYAET:

HOPSIKOBBI HOMEP €AUHMIIBI XpPaHEHHS,

IIPOM3BOJCTBEHHbIH HHJEKC, IIM(pP, YCJIOBHOE Ha3BaHHE JOKyMCHTa
(1IOKyMEHTOB), BHECEHHBIX B €THHHUILY XPaHCHHU;

3aroJ0BOK €IUHULIBI XpaHEHHUS,
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COKpAIlleHHOE Ha3BaHWE OpraHM3alMy Ha TOJ OKOHYaHHs pa3paboTKu
JOKYMEHTOB, JUISl Hay4HOM JOKYMEHTAlUH J00aBIAOTCS (aMUIMA U MHUIIHAIIBL
aBTOPOB (PYKOBOAUTEJIE, OTBETCTBEHHBIX HCIIONHHTENIEH);

rox (rozipl) pa3pabOTKU JOKYMEHTOB;

001Iee KOJMYECTBO JIUCTOB M KOJMYECTBO JIMCTOB BHYTpeHHeH onucu (IpH
HAJMYHH ), YKa3aHHBIX Yepe3 3HaK IUIIoC.

B rpady «IIpuMmedaHue» BHOCATCA CIyXeOHBIE OTMETKH, B TOM YHCIIE O
BHIOBITHM JOKYMEHTOB, OrPaHMYEHHH MOCTYNa, CO3JaHHU CTPaxoBoro (GoHua,
HaJTM4ud (HOHJIA MTOJIB30BAHMS.

78. B onucu snextpousoii HTJ] MOCTOSHHOTO XpaHEHHs Ui KaXKIOH
equHMIbl xpanenns HTJI ykaseiBaetcss 00beM B MerabaiiTax, COCTaB TEKCTOBOW
compoBoaMTENbHOM nokymeHTamud. K omucu anektponHoir HTJI mocrosHHOrO
XpaHeHUs! JOJDKHBI IPUIaraThCs peeCTphbl JOKYMEHTOB JJICKTPOHHOTO JIEJa.

79. Tlocne coctaBieHus omuceit B PY® snextponnoii HTJ| BHOcsATCH
apxuBHbie mudpbl exuHul Xpanenus HT/L,

IV. Ilepeaaya HAYYHO-TEXHHYECKOH JOKYMEHTANHH
. 19
B apXHB (TeXHHYeCKHH AapXHB) OpraHu3alHu

80. B apxuB (TeXHUYECKUH apXHB) OpPraHU3allHH IIOMJISKUT Nepenade HTA,
BBIITOJIHEHHAs caMOl opraHu3anueii, a Takxke QunuanamMy U MpeICTaBUTEIECTBAMU
OpraHHU3allUu:

noutnaauky HT T

KOHTPOJIBHBIE, pabotue (B TOM YHCIIE 3IEKTPOHHBIE) KOTIUH JIOKYMEHTOB;

nyomukarel HT/I;

u3BelleHUs 00 M3MEHEHHH IIOJJIMHHUKOB (pa3pelieHHs Ha BHECEHHe
U3MEHEHHUN).

81. B apxuB (TeXHMYECKHUIl apXHB) MEPEJAIOTCS MOJIMHHHKH, TyOIUKaThl H
KOIUHU HT/L, BBITIOJIHEHHOM OpraHu3alusIMHU-pa3pabOTYHKaMH,
copa3paboTynKamMi, CyONOApAAYMKAMH B  COOTBETCTBHH C  JIOTOBODOM
(rocymapcTBEeHHBIM KOHTPAaKTOM) B MOpSZKE, YTBEPXAACMOM PYKOBOIHTENIEM
TFOJIOBHOW OpraHU3aliH.

INopnuuauku HTJl nmepenatrorcss BMecTe ¢ MOMJIMHHUKAMH U3BELIEHUHA 00
M3MeHeHUH (pa3pellcHHi Ha BHeCeHHWe H3MeHeHHit), no kotopeiM B HTJ( Obuin
BHeceHB W3MeHeHMsa. llpu mepenade KoHcTpykropckok HTJ/I mepenpatotes
cBeleHHs 00 YYTEeHHBIX aDOHEHTaXx.

82. DnekTponnas HTJl mnepemaercs Ha (u3nyecKH 060COONEHHBIX
HOCUTENsIX M (WIH) TMOCPEeACTBOM HH()OPMAIIMOHHO-TEIEKOMMYHUKALIMOHHBIX
cereil. ITopsgok mepenauu 3nekTpoHHOM HTJI BHYTpU OpraHu3allvH, MEXIy €€
¢uinanamMu M TIPEACTaBUTENLCTBAMH  YCTaHABIMBAETCA  JIOKAJIbHBIMHU
HOPDMATUBHBIMH aKTaMH OpraHM3alldM, B TOM 9YHCIE ONpPEAC/AIOINIUMHU IpaBa
gocrtyna paboraukoB k HT/I, y4eTHEIM M CIIPaBOYHO-TIOMCKOBBIM CHCTEMAaM; TIpU
B3aMMO/ICHCTBHE MEXTy OpraHM3alUsIMH — JOrOBOpaMH (COTTALIEHUAMH) 00
9JIEKTPOHHOM B3aMMOJICHCTBHH.

" Ipu nanuawm.
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83. HT ]I nepenaetcs B apXuB (TeXHUYECKHH apXHB) KaK IIOCIIE 3aBEPUICHHS
TIPOEKTOB, pPa3pabOTKU W3EIHii, POBEACHUS HAayYHO-HCCIIe0BATENbCKOH PaboTHI,
TaK M B OPOLECCE UX pa3pabOTKHU (II0ITAIHO).

84. Iepen nepenaueit HTl B apXxuB (TEXHUYECKUH apXHB) OCYLIECTBIIAETCS
ee HOPMOKOHTpOJIb (MpOBepKa INPABUIBHOCTH OQOPMIIEHHS B COOTBETCTBUH C
HOpMaTUBHBIMH  TpeGoBaHusiMH). IIponenypsl  MpPOBEpKH  MPaBUIBHOCTH
0(hOpMIIEHHS OCYLIECTBISIOTCS HOPMOKOHTPOJIEPOM MJIM HHBIM PabOTHHUKOM, Ha
KOTOPOTO BO3JIOXEHBI TaKHUe IIOJHOMOYHS, B COOTBETCTBUH C JIOKQJIBHBIMH
HOPMATHBHBEIMH  aKTaMd opraHuzauud. Brocuth wu3menenus B HT/,
NOCTYNHUBIIYIO B apxuB (TEeXHUYECKHH apxXuB), paspeluaercs TONBKO IO
U3BellIeHUsIM 00 H3MeHeHHH (pa3pelieHUsIM Ha U3MEHEHHeE).

85. Ilpu npoBeJeHHH KOHBEPTHPOBaHMS M MHrpanuH syektpoHHodl HT/
apxMB (TEXHUYECKUH apXuB) OpraHU3YeT MpPOLEAypy MOAMMCAHHS IJIEKTPOHHOU
HT/I »>neKTpOHHOW MOAMUCHIO, B COOTBETCTBHHM C IIOPSJKOM, YCTaHOBJICHHBIM
JIOKAJIbHBIM HOPMATUBHBIM aKTOM OPraHH3allyH.

[lpu mnpeobpazopanun HTJ[ He TODKHBI H3MEHSATHCA HaUMEHOBAaHUE
NOKYMEHTa M €ro BHJ B 3aBHCHMOCTH OT croco0a BBINIOJHEHHS U Xapakrepa
UCHOJb30BaHMs (IHOUIMHHUK, AyONUKaT, Komus). JIOKyMEHTHI, MOJIyYeHHBIC B
pe3yJjbTaTe B3aUMHOTO NpeoOpa3’oBaHMs, HOJDKHBI HMETh COOTBETCTBYIOIIHUE
CCBUIKH JIpYyT Ha Apyra.

86. Ilpu mepenave KOMIUIEKTOB HMOMIHHHHKOB M XyOnukato HT/I, B ToM
gyuciie snekrponnoi HTJ, U3 Opyrux opraHuM3alui COCTaBJISAETCS akT IpHeMa-
nepenaan HT][ Ha xpaHeHHe B apXHB (TEXHHYECKHMH apXuB) C IepEYHCIICHHEM
HaWMeHOBaHHM, 0003HaUeHHH, cTaguii (ITAlOB) U KOJNMYECTBA JHCTOB M (HUJIK)
HHBIX XapaKTEPUCTHUK [1epeaaBacMbIX TOKYMEHTOB.

AKT npueMa-Tliepeilaudl HOMyCKaeTcs He COCTABIATh IPH Iepefiade KOMUM
snexTponHo#t HTJI W3 Apyrux opraHu3aluii B MPOIECce COBMECTHOH pa3pabOTKH
TIIPOEKTOB, H3/IEJUH, IPOBEJICHHUS HAYIHO-HCCIIe0BATENBCKOH paboOTHL.

87. DOmnextponnas HTJ[ mepemaercs B cOoCTaBe IakeTa 3JCKTPOHHBIX
JIOKYMEHTOB, COACPKaILEro:

koMIieKT 3aexktponHo HT/JI, cocrosmmii U3 OXHOTO HJIM HECKOJBKUX
KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB, BKJIOYAIOIIMX OCHOBHYIO 4YacTb H
PEKBU3NTHYIO YacTh (MeTaJaHHblE) JOKyMeHTa(oB), Gailibl dIeKTPOHHBIX
MOJIIHCEH U BU3YaTU3UPOBaHHBIE KOIIUU JOKYMEHTOB,

3JEKTPOHHYIO CTPYKTYpy W3Aenus, IpoeKTa (€ciu MPeoyCMOTPEHO
rocyJapCTBEHHBIMH (MEXIroCcyIapCTBEHHBIMHM) CTaHIApTaMH, NPUMCEHSIEMBIMU B
OpraHU3allun);

CIIPaBOYHHKH, Ha0Opbl MAaHHBIX, HoIexamux BKkmouenuio B HTL
3IeKTPOHHBIE OMONMOTEKH, CIPaBOYHHKHA M  KilacCHQuKAaTophl (WIM HX
(dparMeHTHl), MO3BOJAIOIIUE NPEACTABUTh B BH3YalbHO BOCIPHHUMAEMOM BHIE
BCE KOJMPOBAHHBIE YJIEMEHTBI NTAKeTa SJIEKTPOHHBIX JAHHBIX.

[TakeT DSIEKTPOHHBIX HNAHHBIX 3aBEPAETCA  JJIEKTPOHHOH  MOJIMCHIO
paboTHHKa, obecmednBalomero nepenady snextponsoi HT/I, B COOTBETCTBHHU C
JIOKQJIGHBIMH HOPMATUBHBIMH aKTaMH OPTaHU3aLUH, JOTOBOPaMH (COTTIAILEHUSIMH)
00 3JIEKTPOHHOM B3aUMOJICHCTBHUHU.
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88. Ilpu npueme HTJI Ha OyMaxHBIX H IUICHOYHBIX HOCHTEJIAX
OCYIIIECTBIIIETCS IPOBEPKa:

KOMILIEKTHOCTH [JOKyMEHTOB, HA OCHOBAaHHH BEJOMOCTEH TEXHHYECKHX
NpEIJIOKEHNH, BEIOMOCTEH 3CKHM3HBIX MPOCKTOB, BEIOMOCTEM TEXHHYECKHUX
IPOEKTOB, crieldduKanui, HOMEHKIATYPBI SKCIUTyaTaALUHOHHBIX JOKyMEHTOB H
WHBIX JOKyMEHTOB, CBHIETEIbCTBYIOIIUX 06 HTJ/I, cocraBusmomel OOVH
KOMILIEKT JOKYMEHTOB; OOLIMX JaHHEIX [0 PabOYHM YepTekaM;

HAJIWYUs yCTAHOBJICHHBIX MOJNHUCEN U AT,

HAJIUYHUA BCEX JINCTOB IOJJIMHHUKA;

HyMepaluy JIMCTOB;

IPUrOJHOCTH JAOKYMEHTOB JUIs XPaHEHHs, MHOTOKPATHOTO CHATHS C HHX
KOIUH U MHUKPO(MUIBMUPOBAHHUS.

89. Ilpu npueme B apXuB (TeXHUYECKHH apxuB) dnekTpoHHoid HTJI
TIPOU3BOAUTC:

IpoBepKa MaKeTa 3JIEKTPOHHBIX JaHHbIX;

MpoOBepKa KOMIUICKTHOCTH 3JNEKTPOHHOH HT]l no BemoMocCTsAM (peecTpam,
riepedHs) 3JEKTPOHHBIX TOKYMEHTOB;

npoBepKa AeHCTBUTENILHOCTH JIEKTPOHHBIX MOJTIUCEN;

cBepka OCHOBHOW (ha#im) u  pEeKBH3UTHOH (MeTafaHHBIE) YacTe
snexktponnoit HTI;

IpOBepKa Ha BOCIIPOHU3BOIUMOCTD;

MpoBepKa Ha OTCYTCTBHE BPEJOHOCHOIO MNPOrpaMMHOIO obecrnieyeHHs
(BHpYCOB).

IIpu  npueme  osmekTponnodi  HTJ ¢dopmHpyeTcs  KBHTaHIUA
(moATBepXkIeHKE) O pUeMe. B ciydae eciy Ipy MPOBEPKE BBIABICHDL HEIIOIHOTA
TIaKeTa DJIEKTPOHHBIX NAHHBIX, Pas3jiMuMsi B OCHOBHOH H PEKBU3UTHOM YaCTIAX
snextponHoik HTJI, HEBOCIIPOM3BOAUMOCTD JNEKTPOHHBIX JOKYMEHTOB, HATMHHE
BPEJJOHOCHOTO NPOIPAMMHOTO 00€CIEYeHUS (BupycoB), popMHUpyETCsST KBUTAHIHUA
(yBemomsienue) 06 ommubke. KBUTaHIHSA (yBemomJieHHe) 006 omMOKe mepechIIaeTCs
OTIIPABHTENIO JUIsl BHECEHHUS UCIIPABICHHUH B JJIEKTPOHHYIO HT.

90. TToUTMHHUKY JUCTOB JUIS 3aMEHHI [IEPEaloTCsl BMECTE C U3BCHICHUAMM
06 u3MeHeHUH (pa3pellicHUIMH Ha BHECEHME U3MeHeHui). 3aMeHseMbIE JIHCTBI
HT/I anHyIMpYIOTCS, BMECTO HUX ITOJK/IA/IbIBAIOTCS HOBBIC.

AHHYJIMpOBaHHbIE W 3aMEHCHHBIE JIUCTBI HTJl moMmKHBL XpaHUTBCA
OTIENBHO He MeHee CpOKa XPaHeHHs caMoro MoKyMeHTa. lIpu dbopMHUpOBaHUH
enuuunpl xpanenus HTJI aHHYyIHpOBaHHBIC W 3aAMEHEHHBIC JTHCTBL J00aBIIOTCS
(1o IKJTaABIBAIOTCH, IOIIHBAIOTCH, HeperIeTaloTcs) K JOKyMEHTY.

91. HTJI Bo3ppamaercs pa3paboTymMKy, €CId Ipd MpUeMe B apXuB
(TeXHUYECKHil apXWB) BBIABICHBI HEKOMILIEKTHOCTE JOKYMEHTOB, OTCYTCTBHE
moanmceidd ¥ jgar, owHOkE B OQOPMIICHMH,  OTCYTCTBHE  JIUCTOB,
HeyIOBIETBOPUTEIbHOE PU3HUECKOE COCTOAHUE JOKYMCHTOB.

92. JIas ONEKTPOHHBIX KONMK OyMaXHBIX NOKYMEHTOB IIPOBEPACTCA
COOTBETCTBHE JOKYMEHTA, MPEACTABIEHHOIO B JJIEKTPOHHOM BHIC, NOKYMEHTY,
BBIIIOJIHEHHOMY Ha OyMare.
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V. Opranusanus HCMo/Ib30BAHMS HAYYHO-TEXHHYECKOH JOKyMEHTalHH

93. Oprammsanus OOecIedHBaeT JOCTYN TOJb30BATeNeH, a  TaKkKe
TpeACTaBUTENEi CyNeOHBIX, MPaBOOXPAHWUTENBHBIX W MHBIX YIIOIHOMOYCHHbIX
oprano k HTJ] ¢ yderom TpeOOBaHUH, YCTaHOBIICHHBIX 3aKOHONATEILCTBOM
Poccuiickoii ®enepaiiun, TOKaNbHBIMH HOPMAaTHBHBIMU aKTaMH OpraHHU3alHH.

OTBeTCTBEHHBIM 3a coXpaHHOCTh HTJL sIBNIseTCS CHeHATbHO Ha3HAYCHHBIH
paboTHHK (PabOTHUKH). '

JIOJDKHOCTHBIE JIMI@a M COTPY[JHHKH OpraHu3all{ IOJNy4atoT JIOCTyNl K
JTOKyMEHTaM B COOTBETCTBHH CO CBOMMH AO/DKHOCTHBIMU 00S3aHHOCTSIMH.

PaGoTHHKAM CTOPOHHMX OpraHH3aldii — TpH HAMYUM THCBMECHHOTO
paspelieHns] PYKOBOAUTEIS OpPraHU3alMH, a TaKxke coOCTBEHHMKA (BIIa/IeIIbIIA)
HTJl; 474 OpOEKTHO-IUIAHMPOBOYHOM JOKYMCHTAlMM — TaKkke INpd HaIMIid
THCEMEHHOTO pa3pelieHus cOGCTBEHHIKA (Bajienbla) 00beKTa.

94. TlommuaukE odnekTpoHHod HTJ| Ha ¢usudecku 0060COOICHHBIX
HOCHTEJIAX U3 XPAHMIMIIA HE BBIIAIOTCS, BBITAIOTCA e AyOIMKAaThl HIIM KOTHMH
¢doHIa MOIB30BAHU.

95. IMommuuuku HTJ] Ha OGymMa)kHOM HOCHMTENIC BBIAAIOTCA M3 XPaHUIHINA
TOJIBKO JUIS M3TOTOBJIEHHUS C HHUX AyOJHMKATOB M KONHI M BHECEHHMS U3MEHEHHH B
TIOATTUHHHUK.

B oCTaNBHBIX CIy4asx BeIAAOTCs Ayommkats! u ko HT/L

96. Cpoku u mopsiok Beinaud HT/] 13 xpaHUIMINA, OpraHu3alis JOoCTyma K
snextponHoit HTJl ¢ HCrons30BaHMEM HH(GOPMALMOHHOH CHCTEMBbI M IOPAJOK
obecrieyennss MH(POPMAIMOHHON 0€30MacHOCTH  PEryJNHPYIOTCS  JIOKAJIbHBIMH
HOPMAaTHBHBIMHU aKTaMH OpPTraHU3alMH.

97. Beimaua HTJ] ocyiecTBiseTcss paOOTHHKOM, Ha KOTOPOIO BO3JIOXCHBI
00S3aHHOCTH IO obecneueHuto coxpanHoct HT/I.

98. YueT BBIIa4Yd M BO3BpaTa ITOJIMHHUKOB U KOIHIA HTJ/l BHYTpeHHHUM H
BHEIIHUM IOJib30BaTesisiM (a0OHEHTaM) OCYILIECTBISICTCS B KapTo4Ykax y4iera
JTOKYMEHTOB U (1) B UHGOPMAIMOHHOH CHCTEME.

Vuer Bbimaud u BosBpara komuit HTJI BHYTpeHHUM IIONIB30BaTEIISIM
(aGOHEHTaM) MOXET MPOM3BOJUTECS M0 a0OHECHTCKUM KapTOYkaM ydera H (unu) B
UH()OPMAIIMOHHOH CHCTEME.

99. Tlepen Beymadeit HTJl w3 xpanwiuiia M TpH BO3BpallCHUH €€ B
XPAHHIMILE [POBEPSAETCS COOTBETCTBUE 3aITHCAM B yIETHBIX IOKyMCHTaX.

IIpu Beimade u Bo3Bpare HTJ/l ocymiecTBiseTcs IOJICTHAs MpOBepKa
HaJIM4Ms ¥ PU3HIECKOTO COCTOSIHUSA JOKYMEHTOB.

20 yaerp 1 crateu 57 T'pakaaHCKOTO IMPOLIECCYANLHOTO  KOACKCA Poccuiickoit ®enepaunn (CoOpanue
sakoHoaTenbcTa Poccuiickoit Menepaumu, 2002, Ne 46, cr. 4532; 2018, Ne 49, cr. 7523); nyHkt 19 cTathu 5
VronoBHO-MponieccyanbHOro  kogekca Poccniickoit  Denepanuu (Cobpanme 3akoHOHaTeNbCTBa Poccuiickoit
®epepaumu, 2001, Ne 52, cr. 4921; 2019, Ne 52, ct. 7817); wacts 1 cratbu 26.10 Koaekca Poccuiickoii ®enepanuu
06 aAMHHHCTPATHBHBIX MpaBoHapymeHnsax (CobpaHue 3aKOHOAATENLCTBA Poccuiickoit @eneparmn, 2002, Ne 1, er. 1;
2020, Ne 9, ct. 1136); yacts 1 cTathu 63 Kogexca aIMUHMCTPATHBHOrO CyAOTIPOM3BOACTEA Poccuiickoiit @eaepatiun
(Co6panme 3akoHogaTenbcTBa Poccuiickoii denepauny, 2015, Ne 10, ct. 1391); myHkt 2.1 craten 4 QencpanbHoro
sakoHa oT 17.01.1992 Ne 2202-1 «O npokypaType Poccuiickoit denepauym» (Cobpanne 3aKOHONATENLCTBA
Poccuiickoii ®enepaimu, 1995, Ne 47, ct. 4472, 2014, Ne 30, cT. 4234).
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100. Crpaxosoii ¢oun HTJ] cozmaercs myTeM MHKPOGHILMUPOBAHHUS
MoAMMHHUKOB. CTpaxoBbIMH KOIMUSIMH SIBIISIOTCS HEraTHUBBI HA PYJIOHHOM IUICHKE
WIH MUKPO(HIIAX, M3TOTOBICHHBIE METOIOM ONTHYECKOro (GotorpadupoBaHus
JOKYMEHTOB Ha 6yMa)KHOM M [ICHOYHOM HOCHTeJle Wi myTeM npumenenus COM-
CUCTEM JIJIS SJIEKTPOHHBIX IOKYMEHTOB.

101. ®onx nons3osanus HT]I dopMmupyercs B BuIe KONUH Ha OyMaXXHOM
HocuTene U (WIKM) B BUAE NEKTPOHHBIX KOIIMH.

102. Jlna oOecmeuenus Toucka u ucnoib3oBanus HTJ] B apxuse
(TEXHMYECKOM apXHBe) MPUMEHSIOTCS CIIPABOYHO-TIOMCKOBBIE CPEACTBA.

103. B apxuBe (TEXHMYECKOM apXuBe) 000pyayeTcs YHTalbHBIH 3a1, pabouas
KOMHATAa WIM clelHaibHble paboune Mecta (pabouee MeCTO) IJIsl OpraHH3alMU
noctyna nons3oBareneii (abonenros) k HT/I 1 cripaBo4HO-IIOMCKOBBIM CPEACTBAM.
ITpu HEOOXOIUMOCTH IOJIB30BaTENAM (AOOHEHTaM) MPEAOCTABIIAIOTCS CIICLUANBHBIC
TeXHHYECKHE H IIPOrPaMMHbIE CPeJICTBA JUIS BOCIIpOou3BeAeHus dneKkTponHoid HT/I.

104. Beimayua HTJ] Bo BpeMeHHOE IIOJIB30BaHHE OCYIIECTBJISACTCS B
COOTBETCTBHH C MOPSIIKOM, YCTaHOBIEHHBIM OpraHU3allueH.

105. Bee none3oBarenu (a00OHEHTHI) NOJUIEKAT YUETY.

Pa3fielbHO OCYIIECTBIIAETCH YYET:

a0OHEHTOB BHENIHMX M BHYTPEHHHX, MpPUHATBIX Ha abOHEHTCKOE
06CIIy)HMBaHHEe M H3BEI[a¢MBIX O BHOCHMBIX H3MEHEHHSX B IMOJJIMHHUKH HJIM
JQyOnUKaThl TOKYMEHTOB;

abOHEHTOB Pa30BOil BbIAYH (Ilepe1aud) JOKYMEHTOB.

Ha xaxmoro mnonp3oBaTens (abomenta) HTJ] 3aBomurcs aboHEHTCKas
KapTouKa, pacrojiaraeMas B KapTOTEKe WM BeHylIascs B JJICKTPOHHOM BHJEC B
nH(OPMALIMOHHOM CUCTEME.

106. TIposepka mamuuust HTJI, BelAaHHOH paOGOTHHKaM OpraHM3alld U B
YHTaTbHBIN 3aJ, MPOBOAMTCA IO KHHUraM BBIIAYH, 3alMCAM B HHPOPMALHOHHOM
CHCTEME.

V1. DkcnepTu3a HeHHOCTH HAYYHO-TEXHHYECKOH TOKyMEeHTAHH

107. Dxcneptusa uennoctd HTJI ocyimectBisiercss B nenax oréopa HT/I Ha
IOCTOSHHOE XpaHEHWe, B cocraB ApxuBHoro Qonma Poccuiickoit ®enepanu,
yrounenne cpokoB xpaxenus HTJI BpemenHoro xpanenus u otbopa HTJI,
mofJiexaned yHU4TOXKEHHUIO.

108. Dkcneptusa uennoctd HTJI mpoBoauTcs He paHee, YeM depe3 5 JeT
IocJie 3aBeplieHus] pa3paboTKU MPOEKTa, TEMBI, CHATHS HU3AENUs C MIPOU3BOJCTBA,
BBIBOJIA U3 DKCIUTyaTaluu.

109. JIns mnpoBeieHHs OSKCIEPTH3bl ILIEHHOCTH JIOKYMEHTOB CO34aeTCs
skcneptHas komuccus (maree — OK). B opranusanusax, UMEIOMIUX CIIOXHYIO
CTPYKTYpY HW/WiH TOABEIOMCTBEHHbIE OpTaHHM3alliM, CO3JAIOTCSA LEHTPAIbHBIC
skcriepTHbIe Komuccend (nanee — LIOK).

IIDK (OK) sBusercs COBEWIATENBHBIM OPraHOM IpU  PYKOBOAMTENE
OpraHU3alliM, CO3[acTCid MPHMKA30M OpraHu3aliy, [eHCTBYeT Ha OCHOBAHWU
IIOJIOXKEHUSL.
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110. Oxcneptuza uenHoctd HT ] npoBoautcs B ABa sTana:

pa3paboTKa  IepeYHsi  HPOEKTOB/OOBEKTOB,  MpOONIEM/TeM,  HAy4HO-
TeXHMYECKas IOKYMEHTAUHUs 0 KOTOPBIM MOMJIEKMT Iepefade Ha IMOCTOSHHOE
XpaHEeHHUe;

paspabotka onucu aen HT ] mocTosHHOro XpaHeHUSI.

[Ipy mpoBeJeHUM MEPBOrO dTana MPOBOAMTCA OTOOp Hambolee 3HAYUMONA
(UMeroIEedl HCTOpUYECKOe 3HAYEeHHe) IMpPOOIEeMaTHKH/TEMATUKH HCCIIeJOBaHHUH,
HauOojlee 3HAYMMBIX MPOEKTOB U3AEIHM IPOMBILUIEHHOIO IPOM3BOJICTBA,
TEXHOJIOTHYECKHX IMPOIECCOB, TI'PafOCTPOUTENBHBIX, 3€MJICYCTPOUTENBHBIX U
NECOYCTPOUTENBHBIX  MPOEKTOB, IPOEKTOB  KAUTAJIBHOIO  CTPOUTENBCTBA,
IPOrPaMMHBIX KOMIUIEKCOB, JOKyMEHTALHS 110 KOTOPBIM MOMIEKUT BKIIIOYSHHUIO B
coctaB ApxusHoro ¢onna Poccuiickoit Peneparium.

JlokyMeHTanus, He BKIIOYEHHas B II€peUeHb  IIPOEKTOB/OOBEKTOB,
npo6iem/tem, HT]J mo KOTOPHIM ITOUIEXKHT Tepe/laue Ha MOCTOSAHHOE XPAHEHHE,
yTpaTHBLIas MPAKTUYECKOEe 3HAYEHHE U HE HMEIOLIas HCTOPHYECKOro 3HAYCHUS,
[TOJIEIKUT YHUYTOXKEHUIO.

111. Tlepeuenp mpoekToB/00BEKTOB, Inpobaem/TreM, HTJ 1m0 KOTOpEIM
MOJUIEKUT Ilepefade Ha TOCTOSHHOe XpaHeHHe, coriacosbiBaetcs OK (LI9K)
OpraHHM3alliH, JKCIEPTHO-POBepoYHOl komuccued (nanee — DIIK) apxuBHOrO
y4pEKAEHHS, OCIIE Yero YTBEPKAAECTCS PYKOBOAUTEIEM OpraHU3alky.

112. TIpu npoBeneHUH BTOPOTO JTAla BKIIOYEHHUIO B OMKCH €T IIOCTOSHHOIO
XpaHeHus mojyiexar cienyomue craguu HT/I:

3aKIIOYMTEIbHBIE M JTalHble OTYETHl [0 HAyYHO-HCCIIEAOBATEICKIM
pabotam; ,
cragus «IIpoexT» (/1 IPOEKTHOH JOKyMEHTALMH);

cramuss  «Pabodas  gokyMeHTarus» (A KOHCTPYKTOPCKOM |
TEXHOJIOTHYECKOM JOKYMEHTAIUH);

craus «TexHU4ecKuit IpoeKT (IJIs MPOrpaMMHOM JTOKyMEHTALIUH ).

113. Ommcu cocTaBisiOoTCS pasgenbHo Ha  Kaxaeid  Bux  HT/,
cornacoseiBaroTca DK (IIOK) opranmsaimu, OIIK apxuBHOro y4pexIeHus, mnocie
4ero yTBEpKAAI0TCS PyKOBOIUTEIEM OpraHU3aI|H.

114. VYuuyrokeHHe  JOKYMEHTOB, He  IOJJIEXalMX  XpaHEHHIO,
OCYILECTBIISIETCS IIOCNE YTBEPXKICHHS PYKOBOJWMTENIEM OpraHu3alii AaxkToB O
BBIJICJICHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE MOJUIeXNAIMX XPAHESHHIO.

VIL Ilepenaua Hay4YHO-TEXHHYECKOH JOKYMEHTALHH HA NOCTOSHHOE
XpaHeHHe B rocyiapcTBeHHBbIH (MyHHIHNAALHBIA) apXuB

115. TocymapcTBeHHBIE OpraHbl, OpPraHel MECTHOTO CaMOYIPAaBJICHUL,
rocyJapCTBEHHBIE M MYyHHULUNANbHBIE OpraHW3alliy, BKIIOYCHHBIE B CIHCKH
HICTOYHMKOB KOMIUIEKTOBAHHA TIOCYJIapCTBEHHBIX (MYyHUIMIAIBHBIX) apXHBOB,
obecreyuBaloT MOATOTOBKY W Ilepefady B YNOPANOYCHHOM COCTOSHHM Ha
[IOCTOSHHOE XpaHeHHe B COOTBETCTBYIOIE rOCYJapCTBEHHBbIC (MYHHUHIIAIbHBIC)
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apxuel HTJI, OTHeceHHYI0O K COCTaBy Apxusnoro donma Poccuiickoit
(I)ezxepamznzl21

116. O6s13aTeNBHOI Tepeade Ha MOCTOSHHOS XPaHEHHE B TOCYJapCTBEHHBIH
(MyHHIUITANBHBIM) apXUB MOJJIEXAT PEe3y/IbTaTsl HAYYHO-MCCIIEN0BATENbCKHX,
OTMBITHO-KOHCTPYKTOPCKMX M TEXHOJIOTHYECKMX paboOT, YUTCHHBIE B eHON
rOCYApCTBEHHOM HH(MOPMALHOHHONW CHCTEME y4eTa Hay4HO-HCCIeN0BaTe/IbCKHX,
OIBITHO-KOHCTPYKTOPCKUX M TEXHONOTHIECKHX PalboT.

117. HTJ, oTHocsmasics K coctaBy ApxuBHOTO (oHza Poccuiickon
defepaly, XpaHATCS B OPraHM3AalMH BPEMEHHO N0 TEpe/iavd NOKYMEHTOB Ha
[TOCTOSIHHOE XpaHeHHe B FOCY/JAPCTBEHHEIH (MyHHIMIAIBHBIH) apXUB, HCTOYHUKOM
KOMIUIEKTOBAaHHUS KOTOpPOrO SBJISIETCS OpraHu3aiys, B TCYCHUE YCTAHOBJICHHBIX
CPOKOB:

IPOEKTHAas JOKYMEHTaLHs o KaIuTaJIbHOMY CTPOHTEIBCTBY,
KOHCTPYKTOPCKasi U TeXHONOrHYecKas JOKYyMCHTAIUA, MaTeHTHAst TOKyMCHTAlMsA Ha
U306PEeTe NS, MONE3HBIE MOJIENH, IPOMBIILTIEHHbIE 00pa3Lbl — 20 ner;

Hay4Has JOKyMeHTamus — 15 et

118. TlpomieHne CpOKOB BPEMEHHOrO XPAaHCHHA HOKYMEHTOB ApPXHMBHOTO
dorma Poccuiickoit Pesepauvu B OPraHH3ALMH-HCTOYHHUKE KOMIUICKTOBAHM
FOCYJApCTBEHHOro (MYHHIMIIAIBHOIO) apXuBa JOIYCKAeTCs IO PeLICHHIO OIIK
(emepaIbHOTO roCyIapCTBCHHOIO — apXMBa, DIIK ymoJHOMOYEHHOro OpraHa
MCIIOJHUTENbHON BracTi cybwnekra Poccuiickoit ®enepannn B chepe apXHBHOIO
nena, DIIK HayuyHOH! OpraHu3aiyy.

119. Cpoku ¥ yCIOBHs JAEHO3UTAPHOTO XPaHEHHs TOKYMCHTOB ApXHUBHOTO
dorma Poccuiickoit Pejiepalliii yCTAHABIMBAIOTCA B JIOrOBOpPAX, 3aKIIHOYAEMBIX
denepaibHBIME  OpraHAMH HMCIOJHUTENBHOH BJACTH W OPraHM3allMAMH - C
YIIOJTHOMOYEHHBIM (eepaIbHBIM OPraHOM HCIIOJIHUTENBHOM BIacTd B cdepe
apXUBHOTO JeNla U zxenonpomBoncha23 .

120.  OpraHW3alMU-UCTOYHMKM  KOMIUIGKTOBaHHA  TOCYHapCTBEHHBIX
(MyHHLMNAIBHBIX) apXHBOB COCTABIIAIOT M COLNIACOBBIBAIOT C COOTBETCTBYIOUMM
roCyIapCTBEHHbIM (MYHUIUIAIGHEIM) apXUBOM mwiad-rpaduk oTOé0pa, MOATOTOBKU
U Iepe/iavd JOKYMEHTOB Ha OCTOSIHHOE XPaHEHHE.

121. HT/JI, nomiexaniasi mepefade B rocyqapCTBEHHBIH (MyHHUIMITATBHBIHN)
apxuB, GOPMHUpPYETCS B AMHUIIBI XPAHCHHA B COOTBETCTBHH C MyHKTAMH 19-21, 53
[IpaBwiI ¥ YYUTHIBAETCS B ONMCHU €MHUI XPaHCHUA HT /1 mocTosSHHOIrO XpaHeHHs.

122. B enuHHUIE XpaHeHus, ChOPMHPOBAHHOM U3 JIOKYMEHTOB Ha OyMaXKHBIX
HOCHTEJIAX, He JOJDKHO 6BITh Goiee S0 JIUCTOB YePTexXeH, IPUBEAEHHBIX K dbopmaty
A4, wm 200 THCTOB TEKCTOBOM NOKyMEHTalluM, TOJIIMHA Jiejla HE JOJDKHA
IpeBbIILIATh 4 CM.

123. Texumueckoe odopmiaenne nen HTJ[ Ha OymMakHOM HOCHTEINe
IpexyCcMaTp1BaET:

(asbIOBKY YEPTEKEH,

neperuieT (MOALIMBKY) JOKYMEHTOB TEKCTOBOH JOKYMEHTALIUH;

21 Yactu 1,2 cratsi 21 Penepansoro 3akona Ne 125-03.
22 Yacrp 4 crathi 22 Penepansroro 3akona Ne 125-03.
2 Yacte 2 cratsu 18 @enepanbHoro 3axona Nel25-®3.
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HYMEPAIHUIO JIMCTOB €IUHULIBI XpPAaHEHHS,

COCTaBJIEHUE BHYTPECHHEH OIKCH;

3ar0JIHEHUE JIUCTa-3aBEPUTEIS;

odopMIiteHHE 00JI0XKKH.

124. Epunuupl xpanenus HTJ, cocTosiiue U3 JOKYMEHTOB Ha OyMaXXHOM
HocuTene (KpoMe paboueil JOKyMEHTALMH), [IOMELIAIOTCS B OOJIOXKY M3 TBEPAOTO
KapTOHa WM reperuietarorcs. KpynHopopmaTHble JTUCTBI MOJIIMBAIOTCS 32 OAUH
Kpaii ¢ y4eTOM COXpaHEeHHUs BO3MO)KHOCTH CBOOOIHOIO pa3sBOpavyUBaHUs JIHCTOB.

[IpuMeHEHHEe METATHYECKUX WM IUIaCTMACCOBBIX CLIMBATENCd U JIMIKOH
JICHTHI HE JTOIy CKaeTCHl.

125. Bece nuctel B emunuuax xpaneHus HT/I, kpoMe 4YHCTBIX JIMCTOB,
nmoyiexar ydery. KONHYeCTBO JUCTOB ©JUHMIBI XpaHeHHs (HKCHpyeTcs B
3aBEPUTEIBHOM JIUCTE, KOJIMYECTBO [JOKYMEHTOB, BKIIOYEHHBIX B €IUHHUILY
XpaHEeHHUs! YIUTBIBAETCS [T0 BHYTPEHHEH OIMCH.

126. JlucTel HyMepyIOTCSI B NpPaBOM BEPXHEM YLy JIHMIEBOH CTOPOHEI, a
canplOBaHHBIE YSPTEXHU B IIPAaBOM HIDKHEM YIIIy 3a MPeAeIaMH yrJIOBOro IITaMIIa
(moz yrIOBBIM IITAMIIOM WIH Haja HUM). KpynmHOGOpMAaTHBIE JIUCTDI, HE UMCIOIIIEe
YIJIOBOTO INTaMIa, HyMEpPYIOTCS B IPaBOM HIDKHEM yrily. QaibioBka 4epTexed U
KPYTHOMOPMATHBIX JIACTOB MPOU3BOAUTCA TaKUM o0Opa3oM, 4TOOBI OBUT BHIEH
Homep nmcTa. Bcim B emuuuue xpaneHus HTJ[ Bcrpewarorcss ¢ororpaduw,
rpaduKu, CXeMbI, PUCYHKH, HAKJICCHHBIE Ha JIUCT, HyMepYeTCsl caM JIUCT.

127. Jna enummn xpaHenuss HTJI, chopMHpOBaHHBIX H3 HEMOIIIUTHIX
JIOKYMEHTOB, COCTABJIAETCS BHYTPEHHS ONUCh, B KOTOPOH YKa3bIBaIOTCS:

IIOPSITKOBBII HOMEp TOKYMEHTA,

o6o3HaueHHe (MHIEKC) JOKYMEHTa;

Ha3BaHUE JOKYMEHTA,

HoMep JiucTa (JIUCTOB).

128. JIucr-3aBepuTeNlh IIOMEIIAETCS B KOHUE ENUHHUIBI XPaHCHHS U HE
[OJIE)KUT HyMEPALUH.

129. Ha 001103KKY eIMHUL] XPAHEHUS BBIHOCATCS CIEIYIOIHe PEeKBU3UTBIL:

HaMMEHOBaHUE OpraHU3aLUU-pa3paboTyHKa 110 MOCIEeIHEN qaTe TOKYMEHTOB,
BKJIFOYEHHBIX B €JIMHULYY XpaHEHHS];

Ha3BaHHE BBIIIECTOSANIEH OpraHM3ali IO IOCJIEAHEW Jare IOKyMEHTOB,
HAXOJSIIUXCS B ¢IUHUIE XpaHeHHs (TIpU HAJTMYHUH);

MECTOHAXO0XK/IEHHE OpraHU3aIUU-Pa3pabOTIHKa;

mu$p U Ha3BaHUE MPOeKTa (00BEKTa), MPOOIEMBI, TEMBI;

cTagus pa3paboTKu;

Ha3BaHHE €JUHUIIBI XPaHEHUST;

roji OKOHYaHHUS pa3paboTKU TOKYMEHTOB,

KOJIMYIECTBO JICTOB B €IMHUIIE XPAHEHUS U KOJIUIECTBO JIUCTOB BHYTPEHHEH
OTTHCH.

Ilpu odopMieHHH OONOXKKH €IUHHUIBI XPaHCHUS HTJI, conepxaiuei
JOKYMEHTBl ~ OpraHM3aluH-copa3paboT4HKa,  HAaWMEHOBAaHWE  OpraHu3alHu-
copa3pafoTyMka MHIIETCS B CKOOKax BCiieJ] 33 HasBaHHEM OpraHH3alUU
pa3paboT4uKa.




22

OG0KKH WK 3aMEHSIOLIHIE UX 3arJIaBHBIC JIUCTHI COPOLIIOPOBAHHBIX €IHHHL]
xpanenus HT/] He 0pOpMILTIOTCS, €CITM HMEIOTCS BCE HEOOXOAMMBIE dJIEMEHTBIL.

130. Oprarusanuu 00eceynBalOT COXpaHHOCTh equHul xpaHeHus HT,
OTHECEHHBIX K cocTaBy ApxuBHoro ¢ponja Poccuiickoi Penepanmu.

131. Ipuem-nepenaya HTJ] Ha NMOCTOSHHOE XpPAaHEHME B rOCYAApCTBEHHBIM
(MyHHULUIATBHBIH) apXUB OCYIUECTBIAETCA IO YTBEPXICHHBIM OIUCIM €IHNHMIL
xpadenuss HTJ] mOCTOSIHHOTO XpaHEHHMs Ha OCHOBaHWM akTa IpueMa-epenavu
JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE.

132. Tpu nepenade JOKYMEHTOB OTPaHHYEHHOTO JOCTYIIA, 4 TAKKe OOBEKTOB
HHTEJUIEKTYaJIbHOW COOCTBEHHOCTH OpraHHM3alus OIpEdessieT YCIOBHUS NOCTyINa K
HUM Y WX UCIIOJIb30BaHUA.

Ilpu mepenavye MOKYMEHTOB, CPOKH OrpPaHUYEHMs MAOCTYyNMa K KOTOPBIM
MCTEK/HM, OpraHM3alus OCYLIECTBISET CHATHE COOTBETCTBYIOWUX TpU(OB
(OTMETOK) HIH YCTaHABIUBAET CPOK, HA KOTOPHIH IPOJUICBAIOTCS OTPaHUYCHHA
IOCTyTIa.

133. Omnextrponnas HTJl mepemaercs Ha MOCTOSHHOE XpaHEHHE B
YIIOPANOYEHHOM COCTOSIHHM B COOTBETCTBHM C oOmucamu diekTponHod HT/
IIOCTOSIHHOTO XpadeHus. K omucsM cocTaBisoTCs peecTphl (ainos. Ilepenada
OCYIIECTBIISIETCA Ha GU3HUECKH 000COONIEHHBIX HOCHTESX B IBYX 3K3EMILIApax H
() 1o WHQPOPMALMOHHO-TEIEKOMMYHHUKAIIHOHHBIM CETSM. Cnoco6 mnepenauw,
BUI W KONHMYECTBO OJK3EMIUIAPOB (u3ndecku OOOCOONEHHBIX HOCUTENIEH,
COTJIACOBBIBAETCS FOCYIAPCTBEHHBIM (MYHHUIUIIAIEHBIM) apXUBOM.

®opmaTsl QailiioB, popMaT Hepefadn JaHHBIX U COCTAB CONMPOBOIUTENBEHON
TOKYMEHTaILlMH, HeOOXOIUMO# TS JalbHEHIIero BOCIIPOU3BEICHHA U 00eCTIieueHHs
coxpanHoctd diekTpoHHo HTJI, cornacoBbIBalOTCS C COOTBETCTBYIOLIMM
rocyJapCTBEHHBIM (MyHHULUIATBHBIM) aDXUBOM.

Ha ¢usuueckd OOOCOGNEHHBIX HOCHUTENSX M HMX (yTiApax yKasblBaeTCs
apxuBHBIH mMep dnextpontoit HTJI, Haxopsiuelics Ha HOCUTENAX. ApPXHBHBIH
mudp yKaspiBaeTcs cHocobamM, HE MOBPEXIAIOIIMMH HOCHTENb NMPH HAHECCHHUH,
XpaHEHUH U UCIOJIb30BaHUH.

VIII. llepenaua Hay4HO-TeXHHYECKOH NOKYMEHTAIIHH NPH CMEHe
PYKOBOAHTEIsS, pEOPraHH3aHH, JHKBHIAIMH, H3MEHeHHUH (POpMBbI
COOCTBEHHOCTH OpPraHU3alHH

134. Tlpu cMeHe pPyKOBOAWTENSI OpraHWU3AIMH, PYKOBOIAMTENS apXuBa (IpH
Hanuuuu) npuem-nepenada HTJI, y4eTHBIX JOKYMEHTOB U CHPaBOYHO-IIOMCKOBBIX
CPE/ICTB, a TaKXe TOMELIEHNH, HHBEHTapsl U 000pyI0BaHUs apXuBa (NP HATMYHUH)
IPOU3BOMTCS MO aKTy IpHEMA-TIEpEIady APXUBHBIX JTOKYMEHTOB M MaTepUAIbHBIX
HEHHOCTEM.

Hns npuema-niepemaun HTJ[ or pykoBoguTens apxuBa (IIpH HaJIHYKK)
IPUKA30M OpraHU3alliy Ha3HAYaeTCss KOMUCCHS B COCTaBe HE MEHEe TpeX 4EJIOBEK.
KoMuccus mpopepseT Hamudue U coctosHue Bcex BunoB HT/I, Haxomsierics Ha
y4eTe B OpraHMU3alll{, Y4ETHBIX JNOKYMEHTOB U CIIPABOYHO-IOKMCKOBBIX CpPEJICTB,
000pyJOBaHUsS XPaHWIHIL, IPOTHBOMNOXAPHOro 00OpYIOBaHUS, TEXHUYECKHX




23

CPEICTB OXpaHbl, KOMIBIOTGPHOM M  MHOXMTEIBHOH TEXHHKH, JPYTHX
MaTepHATbHBIX CPEJICTB UHBEHTAPHOI'O yUeTa.

135. Tlpu peopraHu3zanuu WM JIMKBUAAUMH OpraHH3aluyd [epeaada |
JalbHelIee UCIONB30BaHUE W JOKYMEHTOB OCYILIECTBISAETCS B COOTBETCTBHH C
3aKOHOJaTebCTBOM Poccuiickoit Menepanun.

136. Ilpu peopraHu3aly HEroCyAapCTBEHHOH OpraHM3alliHl YCJIOBHUSA H
MecTo ganeHeiimero xpaHenws HTJ[ onpemenstorcs y4peouTensMud 3TOH
OpraHu3alMd WIM OpraHaMH, YMOIHOMOYEHHHIMH Ha TO YYPEAUTEIbHBIMH
JIOKyMEHTaMH.

137. B cnydae peopraHu3alldy OpraHH3aldM C Nepenadeld QyHKLUH BHOBb
co3mannoii mimu  wmHOM opranuzaumu HTJI mepemaercs  opraHum3aldu-
MIPaBONPEEMHHUKY .

138. Ilpu nuKBUAALMH FOCYAapCTBEHHOW (MYHHIMIAIBHOM) OpraHU3alluy,
HT/I, BxmouenHas B coctaB ApxuBHoro ¢onna Poccuiickoit denepannm, a Takxke
apX¥MBHbBIE JOKYMEHTHI, CPOKHM BPEMEHHOIO XDaHEHHs KOTODBIX HE HCTEKId, B
YIOPSJOYEHHOM COCTOSHUH IEepeNaloTCsi Ha XPaHEHHE B COOTBETCTBYHOILIHMA
roCcyIapCTBEHHBIN (MYHUIUATIbHBIN) apXHB.

139. Vmnopspouenne HTJI nukBUAUpYyeMOW OpraHH3allid OpraHu3yeT
JTUKBUJAIHOHHAS KOMUCCHS (KOHKYPCHBIN YIIPaBIIAIOIIUIL).

140. Ilpu cmeHe ¢GoOpMbI COOCTBEHHOCTH OpraHM3aldd IIPOBOJUTCS
uneenTapusanus HT/JI, yuet u knaccudukanus HTJ] mo popmam coOCTBEHHOCTH.

HTJI, oTHeCeHHass K roCyIapCTBEHHOM (MyHHIIUMATbHOH) COOCTBEHHOCTH,
C HCTEKIIUMH CpPOKaMH BpPEMEHHOIO XpaHEHHs IIEpelacTCsi Ha IIOCTOSHHOE
XpaHeHHe B TOCY[NApCTBeHHbIH (MyHUUMNANBHBIM) apXWB, HCTOYHHKOM
KOMILIEKTOBAaHHS KOTOPOro OpraHu3alus sBJsUIachk 10 ee npuBaTu3auuu. Iopsamok
yuera u nepenayd HTJI npu npuBaTH3alUK roCcyJapCTBEHHOTO H MyHHUIMIAIBEHOTO
AMYILECTBA OCYIIECTBISETCS B COOTBETCTBUM C HOPMATHBHBIMH IIPaBOBBIMHU
akTaMu Poccuiickont (IDeL[epauHH24.

IX. XpaHeHnne 3J1eKTPOHHBIX HAYYHO-TEXHHYECKHX JOKYMEHTOB
Ha ¢puzHUeckH 000c00TCHHBIX HOCHTEINAX H ¢ HCMOJIb30BAHNEM
HHPOPMAUHOHHO CHCTEMBI

141. Dnextponnas HTJ], BKiouast Bce ee BEPCHH, XPaHUTCS HA (PU3HMYECKH
060CO0JIEHHBIX HOCUTENAX H (HJIM) C UCTOIh30BaHUEM MH(OPMAUOHHONW CHCTEMEI,
CIELMAIBHO  [peJHA3HAYSHHOW JUIS  XPAaHEHHS  JJIEKTPOHHBIX  apXHBHBIX
nokyMeHToB (CHCTeMa XpaHEeHHs IeKTPOHHBIX HAYYHO-TEXHHYECKUX JIOKYMEHTOB)
B HOPSAIKE, YCTAHOBJICHHON OpraHu3alyen.

142. Tlpu xpasenuu snektpoHHodt HTJ] Ha ¢usudeckn 0060COOIEHHBIX
HOCHUTENSAX U C UCIIOIH30BaHUEM MH(POPMAIIMOHHBIX CHCTEM JOJDKHBI COOIOAATEC
clenyrolue TpeOOBaHMSL:

# IMonoxeHue 0 MOPANKE YYETa APXMBHBIX JOKYMEHTOB MPH NMPUMBATU3ALMK FOCYAAPCTBEHHOTO ¥ MYyHHLIUIIAIBHOTO
MMYILECTBA, YTBEPXACHHOE NprKa3oM Pocapxmsa ot 6 HoA0pa 1996 r. Ne 54 u pacnopspkeHueM I'oCKOMHMYIIECTBA
Poccusr or 22 oktabps 1996 r. Ne 1131-p (3apeructpupoBaH Mumoctom Poccun 13 wosabps 1996 .,
gernc*rpauHOHHLn‘fl Ne 1193).

3 'nasa IV THNOBBIX Tpe6GOBaHMIA.
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HaJIMYhHe TEXHUYECKHX MW IPOTPAMMHBIX  CPEICTB,  IMO3BOJIAIOIIUX
OCYILECTBIIATE XpaHEHHE, BOCIIPOM3BECHHE, MUTpalliio 1 kouseptuposanue HTI,
a TaxoKe KOHTPOJIb (PM3UYECKOro U TexHuueckoro cocrosHue HT/L

POBEJCHHE MHIPALMH ¥ KOHBEPTHPOBAaHHs, KOHTPOJIb COOTBCTCTBHA
HOJIyYEeHHBIX 3EKTPOHHBIX JOKYMEHTOB HCXOIHBIM;

obecriedeHHe ayTEeHTHYHOCTH, AOCTOBEPHOCTH, ILIEJIOCTHOCTH, MPUTONHOCTH
IUTSL KCIIOJIB30BaHUS 3JIEKTPOHHBIX JOKYMEHTOB.

143. Ilpu xpanenuu osnextponHoit HTJI Ha ¢usuueckn 060COOTEHHBIX
HOCHTEJISIX JTOMKHBI COOMIONAThCS CIeIYIOIHe TPeOOBaHUS

NpUMEHEHHe  HOCHTENeld, TEeXHHYECKME  XapaKTepUCTHUKH  KOTOPBIX,
03BOJIIOT 0GECIIeUnTh JOIrOBPEMEHHOE XpaHeHHe HHpopMaiyH (IPH XpaHEeHHH
Ha GpU3HYECKU 000COOICHHBIX HOCHTENSAX),

dusuueckn obGocobmenHble HocuTenu snexrponnod HTJ[ xparsrces B
YIIAKOBKaX, PEKOMEH/[OBAHHBIX POM3BOIUTEIAMHI HOCUTEIICH;

NUIeBas CTOpoHa 06noXku (pyTisipa) puzHieckn 060COOIEHHOTO HOCUTEIL
snextporHoit HT]] cHabkaeTcst SIpIBIKOM, HAa KOTOPOM yKa3hIBaeTCs HHBEHTAPHBIN
Homep HT /I u npeHTHQUKAIUOHHBIH HOMEP HOCUTEJS, IPYU HATHYHH.

144. Yuety nojniexar Gpusndecku 060co0IeHHbIe HOCUTENH HH(pOpMaLHy, a
TaKXe JOKYMEHTBI, 3allMCaHHbIC Ha YKa3aHHbIE HOCHTEJIH.

145. TIpu HCHOJB30BaHHUM HHPOPMALMOHHONW CHCTEMBI Ul OpraHM3aluH
xpanenus snexrporHoit HTJI (CXOHT/) obecneunBaercs:

NpUeM, Y4YeT, XpaHeHHe M HCIOJB30BaHHWE ONEKTPOHHBIX HAYYHO-
texuudeckux  gokymeHtoB (OHTJI), komuid  OJIEKTPOHHBIX  JOKYMEHTOB,
HOUIEXKALMX XPAHEHHIO B TEUCHHUE YCTAHOBJIEHHBIX CPOKOB;

BKJIIOYEHHE PErHCTPALMOHHO-YUETHBIX CBEICHUH M JAPYTHX MeETaJaHHBIX
SHT]I, 3aduKcrpoBaHHbIX Ha Gu3HIecKH 060COOIEHHBIX HOCUTEIAX;

B3aMMOJEHCTBHE C BHENIHUMH W BHYTPEHHHMH a0OHEHTaMH IO
HHGOPMAIMOHHO-TEIEKOMMY HUKAIIHOHHBIM CETSIM;

MOIydYeHHE 3JIEKTPOHHBIX JOKYMEHTOB U3 CHUCTEMbBI aBTOMATH3MPOBAaHHOIO
npoextuposanus (CAIIP) u u3 Apyrux HHQOPMALMOHHBIX CHCTEM OPraHHM3alWH, B
KoTopbix cozparorcs DHT/I.

146. IMpu Bxmouenuu gokymenta B CXOHT] momxHa obecnednBaThes:

¢ukcanus paxra nocrywienus B CXOHT/I aeKTpOHHBIX JOKYMEHTOB;

nposepka JHT]I Ha Hajim4Ke BPEIOHOCHOTO IPOrPaMMHOTI0 KO/,

TIpOBEpKa 3JIEKTPOHHBIX [OAMHKCEH WM JIPYTHX aHAJIOTOB COOCTBEHHOPYYHOH
noamucu OHT/L;

ripoBepka Bocrpouspogumocti OHT/I;

3aBepeHMe NpUHATEIX Ha xXpaHenne OHTJ[ 3neKTpOHHOH IOANMCEHIO
YIIOJTHOMOYEHHOTO JIUII2,

co3nanue PYO.

147. HammenoBanue mnoieit PY® kaxaoro ypoBHst JOJDKHEI COOTBETCTBOBATH
OCHOBHBIM PEKBU3UTaM HayYHO-TEXHUYECKOI0 JOKYMEHTA.

148. K mepBoMy YpOBHIO CHCTEMAaTH3allUM OTHOCHTCA mHdp (yciaoBHOE
oGo3HaueHue) oObBeKTa, MpoeKTa, paspaboTku, TeMbl. Ko BTOpOMYy YpOBHIO
CHCTEMATH3AIlM OTHOCUTCS: [JIi TPOEKTHOM [JOKyMEHTalluh — HOMep H
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HAaUMEHOBAHHE YaCTH B COOTBETCTBHH C COCTABOM IPOEKTA, JUISl KOHCTPYKTOPCKOM
JNOKYMEHTalMH — OOO3HaYeHHE M3JENUs B COOTBETCTBHU CO CBOJHOM
crienuuKanrel, I Hay4HO-HCCIIENOBATENbCKON TOKyMEHTAllMH — O3TallHOCTh
TeMbl. K TpeTheMy YpOBHIO CHUCTEMATH3alldd OTHOCHTCA mHU(p MOKyMeHTa (IpH
HAJTUIHH )

149. CXOHT/I momkHa obecrieynBaTh:

co3faHue cBa3eil Mexay PY®, sneKTpOHHBIMU JA€lIaMH U DJIEKTPOHHBIMU
JIOKyMEHTaMHU;

aBTOMATH3MPOBAaHHOE 3amojiHeHWe nojeld PY® 3a cueT MMIIOPTa JaHHBIX
OCHOBHOM HAJIKMCH WJIH TUTYJHHOTO JIUCTa HAYYHO-TEXHHUIECKOTO JOKYMCHTA,

y4eT HOCTYIUIEHHS JJEKTPOHHBIX JeN, B COOTBETCTBUM C NPHHATOW CXEMOM
CHUCTEMAaTH3aLUH.

150. DnexrponHoMy jmeny (mokymenty) mpu BkmoueHmn B CXOHT/I
IIPHUCBAUBACTCS HICHTH(OUKAIIMOHHBIN YUETHBIH HOMEP.

151. JIns BHeceHMs JOMOJHHTENBHON HECTPYKTYypHPOBaHHOH HMH(OpPMAIIMH
npu Bkmouenun pokymeHTa B CXOHT/ B PY® mnpemycmarpuBaercs moie
«KOMMEHTAPHID» («IpHMEYaHUE).

152. Jlna ynpasieuns nokymentamu B CXOHT/] B PY® momKHEI
BKJIFOYATHCS CIEAYIOLUE METAJaHHbIE:

CBeleHHS 00 HCIIONB30BAHMU JOKYMEHTOB (Aara, ¢opma HCIIOJL30BaHUS,
I0JIb30BATEIIb);

CBeJeHHs O I[poBepKe HaIWuuss H  (QH3MYECKOro  COCTOSIHHS
(BOCITPOM3BOIUMOCTH)) TOKYMEHTOB,;

CBelleHHS O KOHBEPTMPOBaHMH B Ipyrde ¢opMmarel 3amucH (JaTa,
COBEpILIEHHOE JIEHCTBHE, CBEJEHHS 00 HCXOTHOM H HOBOM dopmare, 00 HCXOHOM U
HOBOM 00BeMe (haitna);

CBelleHHs O [IOJib30BaTelle, BBINOJHUBIIMM KOHBEPTHPOBaHHE, WU
ABTOMATHYECKOH HACTPOMKE ¢ BO3MOXHOCTHIO MpUKpelnieHus k PY® daiinos ¢
PEIIEHHSMH  YIOJTHOMOYEHHBIX  JO/DKHOCTHBIX  JIUL O  TPOBEACHHH
KOHBEPTUPOBAHHSI C YKa3aHHEM KOHKPETHBIX (POPMATOB;

CBeIEHH 00 DKCIEPTH3e LEHHOCTH JOKYMEHTOB (OTMETKH O PEUICHHUIX
SKCIIEPTHOM M IKCIIEPTHO-NIOBEPOYHON KOMHCCHI) ¢ BO3MOXHOCTBIO IIPUKPETLICHU
K PY® ¢aiinoB nIpoTOKOJIOB;

CBEJcHHA O Iiepejavye OJJEKTPOHHBIX [eJl, JOKYMEHTOB Ha XpaHeHHE B
roCyJapCTBEHHBIN apXHB.

153. Ilpu Bmodennd B CXOHTJI onekTpoHHBIX Aejl, NOKYMEHTOB Ha
pusnueckn 0060COONCHHBIX HOCHUTENAX B PY® [OMKHBI IpeNyCMaTpHBaThCS
JOTIOJTHUTENIbHBIE TOJIA:

B/l HOCUTEJIS;

MEeCTO XpaHCHHS;

dhopMar 3anucH.

154. CXDOHT/I, momkHa 00ecreYrBaTh:

XpaHEHHE JJIEKTPOHHBIX AOKYMEHTOB H JJIEKTPOHHBIX KOIMH HOKYMEHTOB
BMeCTe C MX METaJaHHBIMH (JI0 YHHUYTOXKEHHUS WM Mepefiauyd Ha IocjieAylolee
XpaHEeHHe B rOCYJapCTBEHHBIN apXHUB);
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HIEPHOIUYECKOE Pe3epPBHOE KOIIUPOBAHUE DIIEKTPOHHBIX JJOKYMEHTOB,

yBEJIOMIIEHHE OTBETCTBEHHOTO JOJDKHOCTHOTO JIMLA O HEOOXOAUMOCTH
IPOBEIEHUST [POBEPKM B  COOTBETCTBUM C  YCTAHOBJIEHHBIMH  CPOKaMH
(IEpHOANYHOCTRIO) TPOBEPKH HAIMYUsl M COCTOSHHs JJIEKTPOHHBIX — [Iel,
JIOKYMEHTOB;

aBTOMATHYECKYIO TIPOBEPKY HAIMYM JJIEKTPOHHBIX JOKYMEHTOB,

IPOCMOTP COCTaBa MEKTPOHHBIX JOKYMEHTOB B 3JIEKTPOHHOM J€EJIE;

cosganve (xkommpoBanue) u BkmoueHne B CXOHTJ 3K3eMIuispoB
DNIEKTPOHHBIX M€, JOKYMEHTOB M3 HX PE3€PBHBIX JK3EMIUIIPOB B3aMCH
ITOBPEXKICHHBIX;

IpYMeHEHHEe MPOrPaMMBbl MIPOBEPKU TEXHHUYECKOIO COCTOSIHHUS JJIEKTPOHHBIX
JNOKYMEHTOB M COXPAaHEHHUS pPe3yJIbTaTOB NPOBEPKM B TEYEHHE YCTAHOBJICHHOI'O
BpEMEHY;

(GopMHpOBaHHE aKTOB YCTAHOBIEHHOH (OPMBI [0 pe3yabTaTaM IPOBEPKH
HaJIHUYHUSA H TEXHHYECKOTO COCTOSHHUS DJIEKTPOHHBIX e,

BHeceHHe u3MeHeHu B PY® 110 pe3ynprataM MPOBEPKH.

155. CXDOHT/] momxHa obecreynBaTh MPOLIECCHl KOHBEPTHPOBAHUS W/HIIH
MHIPALMH DJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB BMECT€ C HMX MeTaJlaHHBIMU B
neax obecredeHds COXPaHHOCTH U BO3MOXHOCTH HCIIONB30BaHHS 3JCKTPOHHBIX
ApXUBHBIX JOKYMEHTOB B TeUCHHE YCTAHOBJIEHHBIX CPOKOB XpaHEHHSI.

156. CXDHT/] fomkHa pealu3oBhIBATh MPOBEICHHE KOHBEPTUPOBaHMA O3
ynanenus u3 CXOHT]I daiinos ycrapeBmux ¢popmartos 1 BKmodendeM B CXOHT/
daiioB JOKYyMEHTOB B HOBOM (popMaTe 3allUCH C MX NMpHKpervieHneM Kk PY®, ¢
aBTOMATHYECKHM IIPOTOKOJIMPOBAHUEM BBIITOIHEHHBIX JACHCTBHA M OTPaKCHHEM B
cocTaBe MeTaJaHHbIX PY®D.

157. CXOHTJ/] nomkHa peaiu30BbIBaTH OTOOp KOHKPETHBIX (hOpMaToB
3aIIMCH 3JIEKTPOHHBIX apXUBHBIX IOKYMEHTOB.

158. CXOHT/]] obecniedrnBaeT AOCTYI 3aperHCTPUPOBAHHBIM I10JIB30BATEIAM
IOCJIEe UX YCIEIIHON ayTeHTI/I(l)I/IKaU;I/II/I%.

159. CXDOHTJH pmomxna o0ecrmednTs co3laHHe (OHIA IOJIb30BAHHUSA
SJIEKTPOHHBIX JIeJI, JOKyMEHTOB UM (QYHKIUOHHPOBAaHHE Ha €ro OCHOBE
3JIEKTPOHHOTO YUTAIBHOIO 3aJ1a.

160. TIlpu BbImoNHeHWH HHGOPMALMOHHBIX 3alPOCOB  II0Jb30BaTeNed
CXDHT]/] obecneynBaeT MHOIOKPUTEPUATIBHBIN MOUCK H OTOOP 3JEKTPOHHBIX I,
JOKYMEHTOB B COOTBETCTBUM CO CXEMOH CHCTEMaTU3aIIMU IOKYMEHTOB B CXOHT/I
¥ 3HaYeHusIMU noned PYD.

CXOHTJI nmomkHa ofecme4ywBaTh IIPOTOKOJHUPOBaHHE B XXypHaie
perucTpaiuu CoObITHH IIPOCMOTpa IIOJNb30BaTeNAMH PY®D, 37eKTpOHHBIX Jel,
3JIEKTPOHHBIX JOKYMEHTOB, a TAKXXe MX KOIMPOBaHHE.

161. CXOHT/] nomkHa obecrneduwBaTh MONIHCAHHE KOIHH 3JIEKTPOHHOIO
ApXUBHOTO JIOKYMEHTa, 3IeKTPOHHOM IIOAIUCHIO YIIOTHOMOYEHHOIO TOKHOCTHOIO
JIUIA, OTBETCTBEHHOTO 3a CO3JjaHhe JOKyMEHTA.

% ITynxtel 8.4 u 9.5 TOCT P UCO 15489-1-2019. HaumonansHetit cranmapt Poccuiickoil deepaiun. CucrteMa
CTaHIAPTOB TI0 HHGPOPMALKK, GUOIHOTEHHOMY H M3/IaTebCKOMY Teny. MHpopMaLus i TOKyMEHTalus. Y IpaBJieHye
noxymenTamu, Yacts 1. [IoHATHS U NPHHLIMME! (yTBEPKCH NpUKa3oM PoccraniapTa oT 26 mapta 2019 r. Ne 101-cT).
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162. CXOHTJI pomkHa oOecredynBarTh HalpaBlIeHHE JIOKYMEHTOB WIIH
xkomruiektoB HTJI, 1no wuHbOPMAIXOHHO-KOMMYHHUKAILMOHHOH KaHalnaM CBS3U
BHELIHKM IT0JI30BaTENsIM, a0OHEHTaM.

163. CXDHT/I gomxHa oOecrieduBaTh y4er:

YICIIOJIL30BaHHUS DJIEKTPOHHBIX A, JOKyMEHTOB,

cosgaunbix kot HT/I;

(GOpMHpPOBaHHE OTYETOB O Pe3yJIbTaTaX UCIIOIB30BAHUS.

164. B CXDHT/l moibkHAa pealu30OBBIBAaThCA [epefada JJICKTPOHHBIX eI,
JOKYMEHTOB B [OCYJapCTBEHHBINH apXHB, HCTOYHHKOM KOMIUIEKTOBAHHs KOTOPOTO
SBNAETC  TOCYJApCTBEHHBI OpraH, OpraH MECTHOTO  CaMOYIpaBICHHS,
rocyAapCTBeHHasl, MyHHIUNANbHAs OpraHU3alys Mo 3aIlMIICHHBIM KaHalaM CBA3H
B COOTBETCTBHU C OPraHM3AMOHHO-TEXHHUIECKUMH TPEOOBaHUAMM K YKa3aHHOMY
“HG)OPMALIIOHHOMY B3aUMO/IEHCTBHIO" .

165. CXOHTJ nomkua obecrieuuBaTh (OPMHPOBaHME aKTa MpHEeMa-
TnepeJa4yu 3JIEKTPOHHBIX Jel, JOKYMEHTOB B TOCYIapCTBEHHBIH apXHB, HCTOYHMKOM
KOMIIJIEKTOBaHHs KOTOPOTO SIBJISIETCSl FOCYNAPCTBEHHBIM OpraH, rocylapCTBeHHasd,
MyHHUIMIATbHAS OpraHu3alus B 3JEKTPOHHOM BHIE C BO3MOXKHOCTBIO BBIBOJA HA
meyvarb.

CXDOHT/ noipkHa XpaHUTH HHGOPMALHMIO O Mepefade 3JeKTPOHHBIX e,
JOKYMEHTOB B rOCYyJapCTBEHHBI apXUB, HCTOYHMKOM KOMILIEKTOBAHHA KOTOPOI'O
ABISETC TOCYJApCTBEHHBI  OpraH, OpraH MECTHOrO  CaMOYIpaBIICHH,
rocyAapCTBeHHAs, MyHULMIIANHHAS OPraHU3aLUs.

" I'nasa IV TlpaBu, yTBepKISHHBIX MpHKa3oM Ne 526.




