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MNMpeaucnoBune

1 PABPABOTAH BcepocCUMCKUM Hay4YHO-UCCNeaoBaTeNbCKUM MHCTUTYTOM JOKYMEHTOBeOeHUsa U ap-
xuBHoro gena (BHAWOAL)

2 BHECEH TexHu4eckum koMmuTeTOM Mo ctaHgaptusaumm TK 191 «Hay4yHo-TexHuueckas nHdopmauus,
BbrubnunotevyHoe 1 n3gatenbcKoe Aeno, ynpaBneHue AOKYMEHTaMmU»

3 YTBEPX[EH W BBELEH B AEWCTBWE MNpukasom ®enepanbHOro areHTCTBa MO TEXHUYECKOMY pe-
ryriupoBaHuio u MeTponorum ot 28 aueaps 2025 r. Ne 30-ct

4 BBAMEH IroCT P 7.0.8—2013

lMpasuna npumeHeHUss Hacmosweao cmaHdapma ycmaHoeneHbl 6 cmamee 26 ®edepanbHO20 3aKOHa
om 29 utwoHa 2015 a. Ne 162-®3 «O cmaHOapmu3sayuu 8 Pocculickoli @edepayuu». ViHhopmayus 06 us-
MeHeHUSIX kK Hacmosiwemy cmandapmy nybrukyemcs 8 exe200HOM (10 cocmosiHu Ha 1 SHeaps mekyueao
eo0a) uHghopMmayuoHHOM ykaszamene «HayuoHanbHbie cmaHdapmbi», a oghuyuanbHbil mekcm U3MeHeHul
U ronpaeok — 8 eXemMecsYHOM UHGhOPMayuOHHOM ykazamene «HayuoHanbHble cmaHOapmbi». B cnyvae
nepecMompa (3aMeHbl) UU OmMMeHbl Hacmosweao cmaHdapma coomaeemcemeayruee yeedoMmneHue bydem
onybnukosaHo & bnuxaluwem 8biflyCKe eXeMeCAYHO20 UHOPMayUuOHHO20 ykaszamens «HayuoHanbHbie
cmaHOapmabi». Coomeemcemeyrowjas uHgopmayus, yeedoMIeHUe U MeKCcMbl pasMewarmces makxe 6 UH-
hopmayuoHHOU cucmemMe obuiea0 NMonb308aHuUss — Ha oghuluansHoM calime @edepanbHo20 azeHmemea rno
MexXHUYeCcKoMy peayuposaHuo u Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© Odpopmnenne. IBY «NHCTUTYT cTaHgapTuzauuny, 2025

Hactoawmnn CTaHOdapT HE MOXeT BbITb NONMHOCTLID UMW YaCTUYHO BOCMNpowu3BeneH, TupaxmposaH 1 pac-
NMpoCTpaHeH B Ka4yecTBe ocbuu,maanoro n3gaHuns bez pas3peleHna GJe,qepaanoro dareHTcTtBa Nno TeXHN4eCKo-
MY perynmpoBaHu n MeTponorum
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BBepgeHue

YcTaHOBMNEHHbIE B HACTOSALLEM CTaHOapTe TEPMUHbLI PAcNONOXeHbl B CUCTEMATU3MPOBAHHOM MOpSaKe,
OTpaXkaloLeM CUCTEMY MOHATUIA AaHHOK 06nacTy aHaHWsA.

[ns Ka)goro NOHATUS! YCTAHOBMNEH OWH CTAHAAPTU30BaHHbIA TEPMUH.

HepekoMeHOyeMble K MPUMEHEHUID TEPMUHLI-CUHOHUMBI NPUBEOEHbI B KPYIMbiX CKOBKax nocne cTaH-
AapTU30BaHHOIO TepMUHA U 0603Ha4YeHbl NoMeTol «HpK.».

TepMWHbI-CUHOHMMBbI 6e3 nomeThl «HpK.» NpYBeAeHbl B Ka4eCTBE CMpPaBOYHbLIX OAHHLIX M He ABMSATCS
CTaHaapTU30BaHHLIMU.

3aknyeHHas B Kpyrnble ckoGku 4acTb TepMUHA MOXKeT GbiTb onyLlleHa npyu UCNonb3oBaHuK TepMuHa B
AOKYMeHTax no ctaHgapTusauum.

Hanuuve KeagpaTHbIX CKOBOK B TEPMUHOMOTMYECKOW CTaTbe 03HAYaeT, YTO B Hee BKIKYeHb! ABa (Tpu,
yeTbipe U T. M.) TepMUHA, UMetoLLMe o6LLMe TePMUHOSNTEMEHTLI.

B andaeuTHOM yKkasaTerne gaHHble TepMUHbI NPUBEaEeHbl OTAENLHO C yKasaHMeM HOMepa cTaTbi.

MpuBedeHHbIE onpeneneHns MOXHO, NPUM HEOBXOOUMOCTU, U3MEHSITL, BBOASA B HUX NMPOWU3BOOHLIE MPU-
3HaKW, packpbiBas 3Ha4eHNs UCMONb3yeMbIX B HUX TEPMUHOB, YKasbiBas 00beKkThl, BXxodsMe B 06bem onpe-
AensieMoro noHATUsl. MaMeHeHns He OOMKHbI HapylwaTk 06beM W coaep:KaHue MOHATWIA, onpegeneHHbIX B
HacTosALlIeM cTaHaapTe.

B cny4asix, Korga B TepMuHe cofepaTcs Bce Heobxoanmble 1 4OCTaTOYHbIE NPU3HAKK MOHSTUS, onpe-
AeneHune He NpMBOAUTCS M BMECTO HEro CTaBUTCH NpoYepk.

B npunoxeHun A npeacTaBneHbl KNaccUUKaLMOHHBIE CXEMbl CBA3EN KNOUYEBbIX NMOHATUNA.

TepMuWHbl U onpefeneHns 06LWEeTEXHUYECKMX NOHATUIA, HeoBxoAuMbIe ANA NOHUMAaHMA TeKCTa cTaHaap-
Ta, NpMBeaeHbl B NpunoxeHun b.

CTtaHgapTU30BaHHbIe TEPMUHBI HabpaHbl MONYXUPHLIM WPUGTOM, UX KpaTkue dhopMbl, NpeacTaBneH-
Hble aGbpeBnaTypoit, — CBETNbIM, CUHOHUMbI — KYPCHBOM.
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HAUMWOHANBbBHBIA CTAHOAPT POCCUMNUCKON ®EQOEPALUNMU

CucTema cTaHOapTOB No UHdopmauum,
6UbnMoTeYHOMY M U3OAaTENbCKOMY Oeny

AOENonpPon3BOACTBO U APXMBHOE OENO
TepMuHBI 1 onpefeneHus

System of standards on information, librarianship and publishing.
Recordkeeping and organization of archives. Terms and definitions

Oata BBegeHns — 2025—03—01

1 ObnacTb NpUMeHeHus

Hactoawunn CTaHAapT yCTaHaBnuBaeT TEPMUWHbI 1N onpenerneHna NoHATWIA B obnacTtu ynpaeneHuAa go-
KyMeHTaMn — ccbepax Aenonpon3BoacTtea U apxmBHOTO aena.

TEDMVIHI::I, YCTaHOBIIE€HHbIE HACTOALWWMM CTaHO4apTOM, PEKOMEeHOYKTCA OANnA NPUMEeHEeHUA B paGOTe C Ooo-
KyMEeHTaMn, OTHOCALWKMMCA K pa3rnyHbiM CUCTEeMaM OOKYMEeHTaLunn. OHun MOTyT UCNonb30BaTbCA B MeToan-
YeCKMX OOKYMeHTaX, OOKYMEeHTax no CtaH4apTu3aunn, HaydHblX Tpyaoax, FlnyJ'IMKaLIMHX n yH86HbIX nocobusx.

2 HopmaTUBHbIE CCbINIKK

B HacToSLeM cTaHgapTe UCNOMb30BaHbl HOPMATUBHLIE CChIMKM Ha criefyoLlMe cTaHaapThl:

MOCT P UCO 15489-1 Cuctema cTaHOapToOB MO MHbopMaLun, BMBnMoTeYHOMY U N3aaTenbLCKoOMY Oeny.
Mudopmauma n okymeHTaums. YnpaeneHue gokymeHtamu. Hactb 1. NoHATHA 1 NpUHLMNGLI

MOCT P MCO 30300 Cuctema ctaHaapToB no MHopMaluM, bubnnoteyHoMy 1M n3gaTtensckomy geny.
WHdopmauma n gokymeHTauusa. CuctemMsl ynpasneHusa ookymeHTamu. OCHOBHBIE NOMNOXEHWUS U CNOBaphb

MOCT P 7.0.101/MCO 30301:2011 Cuctema ctaHgapToB no nHgopmMaumm, bubnuotevyHomy 1 nsgartens-
ckomy geny. Mndopmauns u gokymeHTaumsa. CucteMel ynpaeneHuss QOKyMeHTaMu. TpeboBaHus

MOCT P MCO 30302 Cuctema ctaHaapToB no MHdopMalmu, bubnuoteyHoMy 1 n3gatensckomy geny.
CucTtembl ynpasneHusa JokyMmeHTamu. PyKoBOACTBO NO BHEAPEHUIO

MpumeyvyaHue — [pu NONL30BAHUM HACTOALLMM CTAHAAPTOM Lenecoobpa3Ho NpPoBEPUTL AEACTBUE CCbIMOM-
HbIX CTaHOAPTOB B MH(OPMALMOHHON cucTeme obLuero nonb3oBaHua — Ha ocuumansHoMm cante degepansHoOro areHT-
CTBa MO TEXHUYECKOMY PEryNUPOBaHUIO U METPONOrAN B ceTu VIHTEpHET unu no exXerogHoMy MHOopMaLMOHHOMY yKkasa-
Tenw «HauwoHanbHble cTaHOapTbI», KOTOPLIA ONYBNMKOBaH MO COCTOSIHUIO Ha 1 SiHBapA TeKyLlero roga, U no Bbinyckam
€XXeMecsiHHOro MHopMaLMOHHOTO ykasaTens «HauuoHansHele cTaHaapThl» 3a TeKYLMIA rod. Ecnv 3aMeHeH cebinoyYHsbIii
CTaHJapT, Ha KOTOPLIA AaHa HEAATUPOBaHHAs CCHINKA, TO PEKOMEHAYETCA MCMOML30BaTL BEPCUID 3TOTO CTaHAapTa C yuye-
TOM BCEX BHECEHHbIX B JaHHY BEPCHI0 U3MEHEHWA. ECMKM 3aMEHEH CCbINOYHLIA CTAaHAAPT, HA KOTOpbLIA AaHa OaTupo-
BaHHas CCbINKa, TO PEKOMEHAYeTCA UCMONb3oBaTh ASACTBYIOLLYH BEPCUID 3TOT0 CTaHAapTa C yKa3aHHbLIM Bbille TOfoM
yTBEpXAeHWUs (NpUHATUSA). Ecnu nocne yTBepXaeHUa HACTOALLEro cTaHAapTa B CChINOYHLIA CTAHAAPT, HA KOTOPLIM AaHa
[OaTUpOBaHHasA CChiNka, BHECEHO U3MEHEHWE, 3aTparvBaloLLee MonoXeHWe, Ha KOTOPOE JaHa CChINKa, TO 3TO NMonoXeHue
pekoMeHOyeTcs NpUMeHsATE Be3 yyeTa AaHHOTO M3MEeHeHWs. Ecnu cebinoyHbIi cTaHaapT oTMeHeH 6e3 3aMeHbl, TO Nono-
JKEHMe, B KOTOPOM [aHa CCbIfKa Ha Hero, peKoMeHAYeTCs MPUMEHSATb B YaCTW, HE 3aTparuBaloLLEei ATy CCbIMKY.

W3paHue ochmumnanbHoe
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3 TepMmuHbl 1 onpegeneHus

O6wue NnoHATHA

1 penonpousBogcTBo: COBOKYNHOCTE NpoleccoB paboTsl ¢ JOKYMEHTaMu, BKNOYas JOKYMEHTUPOBA-
HWe, LOKYMeHTOO6OopOT, ONnepaTuBHOE XpaHeHWe U UCNoNb30BaHUe AJOKYMEHTOB B AeSTENbHOCTW OpraHvM3aLmm.

2 poKymeHTauuoHHoe oGecrnevyeHue ynpaenenus; JOY: [leaTensHoOCTs (ynpaBneHyeckas yHKLuUs)
no HOPMAaTWMBHOMY PEryNMpPOBaHWUID, METOAMYECKOMY M OpraHu3auMoHHoMy obecrnedyeHulo Oenonpoussos-
CTBa, B T. 4. N0 (DOPMUPOBAHMI0 JOKYMEHTarnbHOro hoHAa opraHvu3alum.

3 ynpaeBneHue gokyMeHTamu: OBnacTte ynpaeneHusi, obecneuymBarLLas KU3HEHHbIA LUKN OOKYMEH-
TOB B OpraHax rocy4apCTBEHHOM BMacTW M WHBIX FOCYAAPCTBEHHBIX OpraHax, opraHax MecTHOro Camoynpas-
NeHWsl U opraH13aLmsX.

MpumevaHuMe — YnpaBneHne OOKyYMeHTaMu Kak obnacTb ynpaeneHusi (MeHemMxMeHTa) yperynMpoBaHa
B Poccuiickonn ®epepaumu komnnekcom ctaHgaptoB MOCT P UCO 15489-1, TOCT P NCO 30300, NOCT P 7.0.101/
MCO 30301:2011, TOCT P MCO 30302.

4 cucTtema ynpasneHus aokymeHtamu; CY[: Cuctema ynpaeneHus (MeHegkmeHTa), obecneumsato-
Lasi MPOLECChl XXM3HEHHOTO LMKIa JOKYMEHTOB.

5 apxuBHoe geno: [leATentHOCTb MO OPraHU3auMy U OCYLLECTBIEHWI0 XPAHEHWS, KOMMMEKTOBaHWs,
yyeTa U UCMOMb30BaHUA apXMBHbLIX JOKYMEHTOB.

MpumevaHue — B HacToawem ctaHgapTe onpeaeneHve, npueeaeHHoe B nyHkTe 1 ctateu 3 [1], pacwmpeHo.

6 cnym6a Agenonpowun3soacrtea: CprI{TypHOE nogpasgeneHue opraHn3aunn, Ha KOToOpoe BO3NOXEeHbI
d‘.)yHKLiVIVI no BedeHW O0enonpon3soacTea, n/unu paﬁOTHMKM APYTUX CTPYKTYPHBIX no,u,paap,eneHMﬁ OopraHumaa-
UWMU, Ha KOTOPbIX BO3NOXEHbI 3TU CDYHKLI,VIM.

7

apxuB: YypexageHue unu cTpyKTypHOe nogpasgeneHve opraHn3aummn , OCyLLecTBAoWMe XpaHeHue,
KOMMMeKTOBaHWe, y4eT U UCTIONb30BaHNe apXMBHbIX JOKYMEHTOB.
[[1], cTaTba 3]

8 TexHW4YecKum apxuB; cny);(ﬁa Haquo—mexr-fuqecxof.r aOKyMEHmaL{UU.' CprKTypHOE nogpasgeneHuve
opransauMM*, ocyulecTendawLlee KOMNnekroBsaHue, ydet, onepatnBHoe XpaHeHue, o6pau.|eHMe (BHECBHV‘IE
M3MEHEHWRA, 3aMeHy, n3rotoerieHme KOMWIA 1 ,EI,Y6HVIKBTOB, nxX paccbiyiky 1 rlepe,l:l,aqy) W opraHn3ayunio ncnornb-
30BaHuA Hay‘-IHO-TeXHMLIECKOI?'I OOKYyMeHTauuun.

9 AOKYMEHT: SaCbMKCVIpOBaHHaH Ha HOoCcUTene VIHCbOpMEILI,Mﬂ* C pEKBU3NTaAMU n/vnu MeTagaHHbIMW, NO-
3BONAKNWMMNK ee VI,EI,EHTMCbMLI,MpOBaTb.

MpumeyvyaHune — B cT 1[2] npuBeaeHo MHOe onpedeneHue, KOTopoe NpMMEHSIeTCa ToNbKo B obnactu dop-
MUpOBaHUs 06s3aTenBHOMo JK3EMMMsApa OOKYMEHTOB Kak pecypcHol 6asbl KOMMMEKTOBAHWSA MOMHOMO HauMOHANbBHOro
BubnuoTedHo-nHdopmMmauoHHoro doHaa aokymeHToB Poccuiickon Pepepauvy M pasBuTUA CUCTEMbI FOCYAapCTBEHHOM
Bubnuorpadun.

10 odhuuManbHbIA JOKYMEHT: [JOKYMEHT, KOTOPbIA CO34aEeTCsl, 3aBepsAeTCs, BblAAeTCs B YCTAaHOBMEH-
HOM 3aKOHOM WM MUHLIM HOPMAaTMBHbLIM aKTOM MOpPsiAKe OpraHoM roCy4apCTBEHHOM BNacTu, MHBIM rocydap-
CTBEHHbIM OpPraHOM, OPraHOM MECTHOFO CaMOYNpPaBIEHUS UM UHOW YNOMHOMOYEHHOW opraHu3auuen, ynon-
HOMOYEHHbIM AOMKHOCTHLIM NMMLOM U YOOCTOBEPSIET HPUANYECKU 3HAYMMbIE (DaKTLI.

11

apXUBHbLIA AOKYMEHT: [JOKYMEHT, noanexalimii XxpaHeHuio B Te4eHNe CPOKOB, YCTAHOBIMEHHbLIX HOp-
MaTUBHO WM NO pesynbTataM 3KCNepTU3bl LeHHOCTU LOKYMEHTOB, B CMITY €ro 3Ha4MMOCTK ANsl opraHvaa-
uuu, rpaxaaH, obllecTea, rocyaapcTea.

I pnmevyaHune — B opraHmn3aumax apxmBHbIMW JOKYMEHTAMW CHUATAKOT JOKYMEHTbI, 3aKOHYEHHbBIE AEnonpon3-
BOOCTBOM.

[AganTupoBaHo 13 [1], cTatbs 3]

*
3,EI.ECb WU ganee 3Hakom «*» OTMEYEHbI HECTaHOapTU30BaHHbIE U OGLHETEXHVI‘-IECKVIB TEPMWHBI, ONpeaeneHna Ko-
TOPbIX NpUBE4EHbI B NPUNOXEHWUN b.

2
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12 3NeKTPOHHbIA OOKYMEHT: —
13 3NeKTPOHHLIA APXUBHLIN JOKYMEHT: —
14

*
OOKyMeHTUpoBaHHana mHdopmaunsa: NHdopmauusa , paccMaTtpuBpaeMasi Kak OTAenbHas eguHuua,
obnagatolaa cBOMCTBAMM JOKYMEHTA UMW ero YacTu.
[ApanTupoBaHo 13 [3], cTaTba 2]

15 peectpoBasa 3anucb: [JokymeHTMpoBaHHaa uMHpopmauus, Bknoyaemasi, obpabartsiBaemas n uc-
nonb3yemas B rocy4apCTBeHHbLIX MHOPMaLMOHHBLIX CUCTEMaX, NOPAAOK paboTkl ¢ KOTOPOW YCTAHOBMEH 3a-
KOHOZAaTemnbHO.

16 HocuTenb (BOKYMeHTMpoBaHHOW) uHdopMauun: MatepuanbHbli 06bEKT, UCNOMNBb3yeMbld AN
dmKcaumMn U XxpaHeHnss SOKYyMEHTUPOBaHHON MHAOpMaLIMK.

17 aBTOp gokyMeHTa: Puanyeckoe Unv LOpuaNYecKoe NuUo (rpynna nvu), co3gasBluee OOKYMEHT, Unu
OT Ybero MMEHW OH COCTABMEH.

18 ropupnyveckas cuna gokymeHTta: CBOWCTBO JOKYMEHTa ycTaHaBnueaTk W NOATBEpXAaTk NpaBooT-
HoLeHus, (POpPMUPOBaTEL NPaBOBLIE MOCMEACTBUS.

19 ayTeHTM4YHOCTb JOKyMeHTa: CBONCTBO AOKYMEHTa, 3aKio4aloLeecs B COOTBETCTBMMW €ro PeKBU3u-
TOB U MeTafaHHbIX PaKkTU4eCKOMy aBTOPCTBY, MECTY 1 BPEMEHMW €r0 COCTaBIEHMS.

20 pocTtoBepHOCTL AOKyMeHTa: CBOMCTBO AOKYMEHTa, 3akniovallleecs B COOTBETCTBUM COAepiKa-
Lenca B HeMm uHdopmaunm hakTUYecknm OencTBuaAM 1 cobbITUAM.

21 uenocTHocTb AoKymeHTa: CBOWCTBO AOKYMEHTA, 3aKnioyalwLwweecss B TOM, YTO B COAEpKallylcs
B HEM MH(OPMALIMIO HE BHOCUIUCE M3MeHeHus, obecneyeHa NoNHOTa BCEX CTPYKTYPHBIX YacTeil JOKyMeHTa.

22 npurogHocTb AOKYMEHTa ONA ucnonb3oBaHMaA: CBOMNCTBO AOKYMEHTA, 3aknioyalwlieecs B BO3-
MOXHOCTW €ro nMoucka, BOCNPOU3BeAeHNs N 03HAKOMIEHUA C CoAepXallenca B HeM MHopMaumen n ee mc-
Monb30oBaHUs.

23 noAnNUHHWK AOKyMmeHTa: [lepBbii MM eQUHCTBEHHbIW 3K3eMNnAp (B yCTAHOBMEHHBIX Cly4asax —
OOMH M3 HECKONbKMX OQHOBPEMEHHO CO30aHHbIX 3K3EeMMMAPOB) AOKYMEHTA.

MpumevyaHune — MNognMHHMKOM 3NEKTPOHHOTO AOKYMEHTA ABMSETCA NHOO0N IK3EMNIAP NEKTPOHHOMO AOKY-
MEHTa, B KOTOPLIA C MOMEHTA €ro NoanMcaHns U permctTpaLmm He BHOCUITUCh U3MEHEHUS.

24 py6nukat gokymeHTa: [MOBTOpHbIA 3K3eMMNsp NOAMNMHHMKA OOKYMEHTa, CO30aBaeMblil C LEenbko
3aMeHbl NoOMNUHHUKA.

25 konusa gokymeHTa: [JOKYMEHT, NOfHOCTbI0 BOCMPOM3BOASALW WA MHGOpMaLUWIo NOANMMHHMKA U BCE ero
BHELLHNE NPU3HAaKN UMK UX YacTb.

26 aneKTpoHHas KONWA AOKYMeHTa: —

27 BbINnMCKa M3 goKymeHTa: Konus yactu JOKYMEHTa, 3aBepeHHas B yCTaHOBNEHHOM nopsagke.

28 NMCbMEHHbIW AOKYMeHT: [JokyMeHT, MHhopMaLus KOTOporo 3adMKCMpoBaHa 3Hakamu nucbMeH-
HOCTW.

29 TeKCTOBOW AOKyMeHT: [J0KYMEHT, cogepxXalliui pedyeByio MHOpMaUUKo, 3aUKCUPOBAHHYH Iio-
ObIM TMNOM NUCbLMA.

30 n306pazuTenbHbIA AOKYMEHT: [lOKYMEHT, BU3yanbHO BOCNPOM3BOAALLNA BHELLUHWNA BUS UW/UMK BHY-
TPEHHKK CTPYKTYPY Kakoro-nubo obbekTa, a Takke ero BOCNpuUsiTUe aBTOPOM.

31 rpadwmyecknin gokyMeHT: V1306pa3nTenbHbIi JOKYMEHT, B KOTOPOM OBbEKT OTpaXeH NocpeacTBOM
NUHWIA, LWITPUXOB, TOYEK, CBETOTEHU, C MCMOMNb30BaHMEeM LiBETA NPWU HEe0DXoOUMOCTH.

32 ayguoBuW3yanbHblA JOKYMEHT: [JOKYMEHT, cogepxalnin n3obpasnTenbHyo W/Mnu 3BYKOBYHK WH-
dopmaumio, Co3gaHHbIN C NOMOLLBIO cneunanbHbIX TEXHUYECKUX CPeacTB.

33 doToaokyMeHT: AyauoBuayanbHbli AOKYMEHT, cogepxawui nHpopMauuio B BUAe OTAEeNbLHOro cTa-
TUYHOTO M300bpaxeHus.

34 BugeopoKyMeHT: AyIMOBM3yaribHbIA JOKYMEHT, CO34aHHbIn cnocobom Buaeo3anucu, cogepxallui
n3zobpasuTenbHyto (B Buae AMHamMmuyecknx obpasoB) 1 3ByKOBYH MHOPMaLMIO.

| pupmevyaHune — K BMAEOJOKYMEHTaM MOTyT TakXKe OTHOCUTbCA npon3BedeHna KMHBMaTOFpad)MM, SEICI)MKCVI-
poOBaHHblE C NOMOLLBK BMOE03anncu.

35 KMHOOOKYMEHT: AyauoBuayanbHbId OOKYMEHT Ha KWMHOMMEeHKe, coaepxaluii usobpasuTensHyo
(B BMOE nocrnenoBaTenbHO PACMONOXEHHbIX M306PaXeHU) U 3BYKOBYID MU TONMbKO U306PasMTENbHY WUH-
chopmaumio, B T. 4. B KOMMIEKTE C APYTMMW HOCMTENsAMM UHGOpMaLUMK (3BYKOBOI, MACLMEHHO).
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36 choHOOOKYMEHT: AyAMOBN3YanbHLIN JOKYMEHT, COAepXaLluii 3BYKOBYO MHOPMaUWIo.

37 ynpaBneH4Yeckun goKyMeHT: [lokymeHT, obpa3ylLlnica B npouecce peanusauumn QyHKLWIA rocy-
OapCTBEHHOTO yNpaBneHusl, MECTHOIO CaMoynpaBreHns, ynpaeneHus opraHu3aumen (opraHn3auumsamm).

38 HayyHoO-TexHM4eckasa AoKymeHTaumsA: COBOKYMHOCTb JOKYMEHTOB W JOKYMEHTUPOBAHHOW MHOp-
mMauun (HabopoB AaHHbIX), (UKCUPYHOLLMX NPOLECC U pes3ynbraTbl HAYYHOW (HAay4YHO-MCCNEeaoBaTeNbCKON),
Hay4YHO-TEXHUYECKON OedATeNnbHOCTM M 3KCMepuMeHTanbHbIX pa3paboTok, a TakkKe HanpaeneHws, MeToabl 1
npoueccsl UX BHEAPEHUS, peanv3auunn U KOHTpons.

39

DOKYMEHTbI MO NMMYHOMY COCTaBy: APXMBHbIE JOKYMEHTbI, OTPaXatLliMe TPyAOoBbie OTHOLIEHWSA pa-
6oTHuka ¢ paboTogaTtenem.

MpuMmevyaHue — TepMUH «JOKYMEHTbI MO NUYHOMY COCTaBY» WUCMONB3YETCA TONMbKO Ans 06o3HayYeHus ap-
XMBHbIX JOKYMEHTOB, MOAMNEXALLNX COXPAHEHWIO B TEYEHWE ANUTENbHLIX (CB. 10 NET) M NOCTOAHHOIO CPOKOB XpaHEHWS.
MoHsITME HE ABMSAETCS MOMHOCTBI0 CUHOHUMWMYHBLIM MOHATUAM «KaApOBble OOKYMEHTHBI», «OO0KYMEHTbI, CBA3aHHLIE C
pabotony», 1 ap.

[ApantupoBaHo 13 [1], cTatbs 3]

40 [OKYMEHT NMUYHOro NpoucXoXaeHus: [JokyMeHT, 06pazoBaBIMACA B NPOLECCE XKU3HW U AesATeNb-
HOCTU OTAEeNbLHOro M3nM4ecKoro nuua (nuuy).

41 6enoBOW AOKYMEHT; 66/108UK: [JOKYMEHT NUYHOTO NPOUCXOXKOEHUS, BKIOYAOWMNA TekcT 6e3 npa-
BOK UMW C HEBOMbLLMM UX KOMUYECTBOM, MPUHSATHIA aBTOPOM U/UMNKW PefaKTOPOM 328 OKOHYaTErNbHbIM.

42 yepHOBOW OOKYMEHT; YepHosuk: [lOKyMEHT NMWYHOI0 MPOUCXOXKAEHUS, BKIOYAIOWMIA npenBapu-
TenbHbIW BapuaHT TEKCTa, B T. Y. C MPABKOM, OTpaxarollel paboTy asTopa W/Wnu pegaktopa Haf HUM.

43 peKBU3UT foKyMeHTa: CTPyKTypHasi 4acTb M 3NeMeHT OoOopMIIeHMsa OOKYMEHTa, CryXallui ans
MAEHTUMMKALUM JOKYMEHTA WM coAepKallencsa B OKYMeHTe MHopMaL nu.

44 xpaHeHWe OOKYMeHTOB: [lefATenbHOCTb, o6ecneymBanLlas paunuoHanbHoe pasMeLleHe U CoXpaH-
HOCTb [OKYMEHTOB.

45

3KCNepTU3a LeHHOCTU OOKYMEeHTOB: [1eSTeNnbHOCTb MO YCTAHOBMEHWK) CPOKOB XpPaHEHWst OOKYMEH-
TOB, 0TOOpa ux ANA apXMBHOIO XPaHEHWUS UINN YHUHTOXEHWS, BbIABMEHNH 0C0BO0 LIeHHbIX M YHUKaNbHbIX 00-
KYMEHTOB Ha OCHOBaHUW TpeboBaHWi HOPMATUBHLIX NMPaBOBLIX AKTOB U KPUTEPMER 3KCNEPTU3bl LLEHHOCTH
OOKYMEHTOB.

[ApanTtupoBaHo u3 [1], cTatbs 3]

46 cpok xpaHeHus OOKYMeHTOB: [lepuon, B Te4eHWe KOTOPOro OCYLUECTBMSETCS XpaHeHue OOKy-
MEHTOB, YCTAHOBMEHHbIA HOPMATUBHLIMY MPABOBbLIMU aKTaMu U MO pe3ynsrataM 3KCNepTU3bl LeHHOCTH O0-
KYMEHTOB.

47 pocTyn K OOKYMEeHTY: YCTaHOBMEHHble 3aKOHOAATENbCTBOM, a TakkKe He MPOTMBOpEeYalum emy
HOPMAaTKBHLIM NPAaBOBLIM aKTOM, NMOKaNbHbIM HOPMaTUBHBIM aKTOM OpraHu3auunn, 4OrOBOPOM MIU MHBIM 0dK-
UmanbHbIM JOKYMEHTOM YCMNOBUSA 03HAKOMMEHMWS C LOKYMEHTOM.

48 cucTema 3MeKTPOHHOro AokymeHToo6opora; CI[l: MHdbopmaumoHHas cuctema’, obecrneymBaio-
Las XU3HEHHbIW LIMKN JOKYMEHTOBR [0 UX Nepexofa Ha CTafuio apXMBHOMO XPaHEeHUS UM YHUYTOXEHUS.

49 cuctema XxpaHeHWUs 3NeKTPOHHbIX fokymeHToB; CX3[; snekmpoHHbIl apxus: VIHhopMaLMoHHas
cuctema’, o6ecneynBaioLlas apxMBHOE XpPaHEHUE 3NEKTPOHHbIX [JOKYMEHTOB 1 3IeKTPOHHbIX KOMUiA OKYMEH-
TOB, JOCTYM K HUM U UX UCMONb30BaHKE.

50 oumndppoBKa gokymeHTOB: [lpeobpa3oBaHne aHanNoroBoW OOKYMEHTUMPOBAHHOW WHOpMauWn B
3NEeKTPOHHY (undposyto) hopmy.

51 XU3HEeHHbIW UMUKN AoKyMeHTa: COBOKYMNHOCTb CTaZWi CYLLECTBOBAHWUS JOKYMEHTA (JOKYMEHTMPO-
BaHHOW MHOpMaUun), Ha4YMHasa ¢ ero (ee) co3gaHus 40 YHUUTOXKEHUS.

MpuMmeyvaHune — [na apxXMBHLIX JOKYMEHTOB, MMEKLLMX NOCTOSHHLIN CPOK XpaHEHWUS, XKM3HEHHbIN LMK ocTa-
eTCA He3aKpbITbIM.

52 meTapaHHbIe: |/|HCDODM&LI,I/IFFr O OOKYMeHTe, KOTOpad obecneyueaet ynpaereHve MM B Te4eHue ero
XM3HEHHOro UnKna.
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53 chopMaT aneKTPOHHOro AoKyMeHTa: CTpykTypa hainoB 3NeKTPOHHOTO AOKYMEHTA, MX KOAUPOBKA
W pacluMpeHve, onpegensLmne crnocob ero xpaHeHus U oToBpaxeHWa Ha aKpaHe unu npu nedvatu, TpeGosa-
HMS K KOTOPLIM 3aOUKCUPOBaHbl B YCTaHOBIIEHHOM NOPSAIKE.

MpumevaHune — lNoHATHA chopmaTa harina U popmMaTa 3NeKTPOHHOIo JOKYMEHTa He UAEHTUYHbI — Tpebo-
BaHWA K hopmaTy aMeKTPOHHOro OOKYMEHTa MOryT BKMoYaTk TpeboBaHWs K paznuyHeiM dyopMatam ainos, BXOAALMX
B €r0 CTPYKTYpY.

54 KoHBepTauus [koHBepTUpOBaHWe, KOHBepcus] (aNeKTPOHHOro AokyMeHTa): Mpouecc npeobpa-
30BAHUS UCXOL4HOTO 3MEKTPOHHOTO AOKYMEHTa NOCPEACTBOM U3MEHEHUS ero oopMaTta ¢ COXpaHeHWeM CTPYK-
TYpbl JOKYMEHTa 1 ero cofepKaHusl.

55 murpauus (aneKTpoHHOro AokymeHTa): [pouecc nepemMelleHns 3NeKTPOHHOMO AOKYMeHTa 13 of-
HOM WMHCOPMALMOHHOW CUCTEMbI B OPYTYH W/WMW C OAHOrO HOCWUTENA Ha Apyroi 6e3 uameHeHus copmara
[OKYMeHTa.

Odenonpou3BoacTBO

DokymeHTUpOBaHue

56 pokymeHTUpoBaHue: CTagus XW3HEHHOrO LMKNa AOKYMEHTA, Ha KOTOPOW OCYLLEeCTBNAETCS 3anuch
MHPOpPMaLIK C PEKBU3UTAMU U METaJaHHLIMW Ha HOCUTENE MO YCTaHOBMNEHHLIM NPaBMnamM B YyCTaHOBMNEHHOM
cdopme.

57 cuctema pgokymeHTauuu: COBOKYMHOCTb BUOOB OOKYMEHTOB, B3aWMOCBA3a@HHbIX MO NpU3HaKkam
NPOUCXOXAEHWS, Ha3HaYeHNs, cdhepbl 0eATeNbHOCTH, eANHbIX TPpeboBaHUA K X 0OPMIEHUIOD.

58 Bup pokymeHTa: KnaccugpukaunmoHHoe noHsaTue, obosHavawllee NPUHaANEeXHOCTb AOKYMEHTa K
onpefeneHHoON rpynne JOKYMEHTOB MO NPU3HaKy 0BLHOCTM (DYHKLMOHANBHOIO Ha3HadYeHus u obycnaenuea-
loLLlEE ero PUONYECKYD CUIY.

59 dcdopmynap gokymeHTa: Cxema (nnaH) pasmelleHnsi peKBU3UTOB JOKYMEHTA.

60 yHucpuumpoBaHHan oopma gokymeHTa; YP[1: HopMaTUMBHO YyCTAHOBMEHHbIA (hOPMYMSp OKYMEH-
Ta onpefeneHHoro Buaa, CoAepXalluil NOCTOSHHYH YacTbk TEKCTa.

61 npumepHasn dopma gokyMmeHTa: YHUuUUnpoBaHHas opma JoKyMeHTa, cogepxalas yHuduum-
POBaHHbIW TEKCT (4acTb TEKCTA), B KOTOPbIA MOTYT BbIThb BHECEHbI JOMONHEHWUS U YTOYHEHUS.

62 TunoBana chopma gokyMeHTa: YHUPUUMPOBAHHAA bopMa OOKYMEHTa, codepKalias yHUuUUnpo-
BaHHbIA TEKCT UMW YacTb TEKCTa, Nognexalymue npuMeHeHnto 6e3 Kakmx-nmbo M3MeHeHUn 1 JONONMHEHWUA.

63 aMeKTPOHHbIW WabnoH AOKyMeHTa: YHuduUunpoBaHHas copma AOKYMeHTa, NpeacTaBneHHas B
3NeKTPOHHOM BUAE.

64 6naHK [OKYMEHTA; 3/1eKmMpPoHHbIU wabnoH bnaHka dokymeHma: JlucT Bymarn unu SneKkTPOHHbIA
WwabnoH ¢ pekBM3MTamMmu, MOEHTUMUUKMPYIOLLMMA aBTopa AOKYMEHTA, PACNONOXKEHHbIMW B ONpeAeneHHoM no-
psagke.

65 ocdopmneHue gokymeHTa: YacTb npouecca JOKYMEHTUPOBaHUA, BKIHOYaKLLasa npocTaBneHe Ha
OOKYMEHTE PEKBMU3MTOB.

66 cormacoBaHuWe JOKYMEHTa; gu3uposarue: OLeHKa NpoekTa AOKYMEHTa 3auHTepeCOBaHHbLIMMI Opra-
HU3aUMAMK, KONNernanbHbIMA OpraHamu, AOMKHOCTHBIMWA NMUAaMK, cneunanicTamu.

67 Bu3a: PekBM3NT OOKYMeHTa, NOATBEPXAAKLMA COrMacoBaHWe OOKYMEHTa WKW 03HaKOMIEHWE C
HUM OOJBKHOCTHBLIM NMLIOM OpraHusauum.

68 rpud cormacoBaHuUA QOKYMeHTa: PeKBM3UT OOKYMEHTa, UCNONb3yeMblid ANA NOATBEPKAEHWA CO-
rmacoBaHWsl [JOKYMEHTa KonnervanbHbiM OpraHom, ApYyroi opraHusauvein unv ee ynorHoMOYeHHbIM npea-
cTaBuUTENEM.

69 nmognucaHuWe QOKyYMeHTa: YOOCTOBEPEHWE OOKYMEHTa COBCTBEHHOPYYHON UMW SMNEKTPOHHOW noja-
MUCbH OOMKHOCTHOTO MNW (PM3MYECKOro Nu1La No yCTaHOBNEHHOW hopMe.

70 nmoanuck: PekBU3WUT OKyMeHTa Ha ByMaxHOM HocKTene, NOATBEPXAAoLWMA ero nognucaHue.

71 otmeTKa 06 anekTpoHHoW nognucu (Hpk. snekmpoHHas nodnucek): PEKBU3UT 3NEKTPOHHOTO A0-
KyMEeHTa, NoATBEPXKAAKLLMIA ero NognMcaHne 3rMeKTPOHHOW NMoAMNMUChI0.

72

3NeKTPOHHAA nognuck: MHdopmauus' B anekTpoHHon dopme, TpeGoBaHUs KOTopoit YCTaHOBIEHbI
HOPMAaTMBHO, MpefHa3Ha4YeHHas Ons NOAMUCaHWsA, COrmacoBaHWs (BU3MPOBaHUA) M YTBEPXKOEHUSA 3nek-
TPOHHBbIX JOKYMEHTOB.

[AnpanTMpoBaHo 13 [4], cTaTtba 2]
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73 nHcopMaLUMOHHO-YAOCTOBEPAIOLUIA NUCT: [LOKYMEHT, NpunaraeMelil K 3SNeKTPOHHOMY JOKYMEHTY
(ero HOCMTENIO/HOCUTENSAM) UMM HECKOMNBKWM 3MEKTPOHHbLIM AOKYMEHTaM (MX HOCUTEN/HOCUTENsIM), ohopM-
TNEeHHLIA Ha BYMaXXHOM HOCUTENE M BLIMOMHAKLWNA PYHKLMKO SNEKTPOHHOW Nognucu (Mognucei).

74 yTBepxaeHue aokyMeHTa: Cnocob npuaaHUa JOKYMEHTY HOPMATUBHOIO cTaTyca.

75 rpud yTBepxAeHUA OOKyMeHTa: PekBn3UT JOKyMeHTa, NnoaTBEPKAALWWA hakT yTBEPKAEHWSA O0-
KyMeHTa.

76 rpuc [momeTka] orpaHuyeHusa AocTyrna K OOKYMEHTY: PekBu3nT JOKYMeHTa, CBUOETENbCTBYHO-
LKA O HANW4YUK B OOKYMEHTe MHdopMaunn, AOCTYN K KOTOPOW OFpaHUYeH 3aKoHOOAaTENbLCTBOM, a TakkKe He
npoTuBopeYalumM emy HoOpMaTUBHbBIM NPABOBLIM aKTOM, fTOKanbHbIM HOPMaTUBHbLIM aKTOM OpraHu3auuu.

77 pata pokymeHTa: PekBU3UT OOKyMEHTa, yKasbiBaLWMA Ha YMCHO, Mecsil W rof ero perucrpaguu
n/Unu NnoanucaHvs, YTBEPXOEHUs, MPUHATAS, COrMacoBaHUS.

78 mecTo cocTaBneHus [M3gaHuA] gokyMmeHTa: PekBuanT, 0603HaYaolWnii HAMMEHOBaHWE HACENEeH-
HOro NyHKTa, ABNSOLErocs MeCTOHaXOXAeHWeM opraH1M3aumm — aBTopa AOKYMeHTa.

79 pezontwoumna: PekBuM3UT OOKyMeHTa, codepXalui yKasaHua AOMKHOCTHOrO nuua no UCMONHEeHWo
OOKYMeHTa.

80 TekcT gokymeHTa: OCHOBHas cogepxXaTenbHasi YacTb JOKYMEHTA.

M pupMmevYyaHune — TekcT AOKYMEHTA TakKe ABNAETCA CaMOCTOATENbHBIM DEKBM3WUTOM W HE COOEDXWUT B cebe
WHblE PEKBU3UTBI M METaOaHHBIE OOKYMEHTOB.

81 appecat: PekBU3WUT JOKYMEHTA, COAEPXaALLUA MHChOpMaUMD 0 nonyyaTene(sx) AOKYMeHTa.

82 npunoxeHwe K AOKYMeHTY: [JOKYMEHT 1nn LOKYMEHTUPOBaHHas nHopMaLus, npunaraembli (-as)
K OCHOBHOMY JOKYMEHTY, COAEepKAaTeNbHO M (PYHKLMOHAMNBHO CBSI3aHHbIN (-as1) ¢ HUM, ABRsOLWKACA (-aacs)
ero CTPYKTYPHOW 4acTbio.

83 oTmeTKa O NPUNOXeHUU: PeKBU3UT LOKYMEHTA, COAEpXallnii CBEAEHMSA O NpUnaraeMomM K HeMy
OOKYMeHTe (OOoKyMeHTax).

84 oTmeTKa O MOCTYNNEHUM OOKYMeHTa: PekBM3UT OOKYMEHTa, NoATBEPXKAAKLWMA hakT nocTynne-
HWA JOKYMEHTA B OpraHusauuio.

85 oTmeTKa o 3aBepeHUU Konuu: PEKBU3UT KONUM OOKYMEHTa, UCNoMbayeMblid ANs NpuaaHus ei npa-
BOBOTO CTaTtyca Konuu.

86 3aBepeHHan Konusa gokymeHTa: Konus JOKyMEHTa, Ha KOTOPOW B COOTBETCTBMMW C YCTAHOBMNEHHBIM
NOpsIAKOM NPOCTABINEHbI PEKBU3NUTLI, 0BecneunBaroLLme ee PUOUYECKYH CHUMY.

87 neyvatb (Hpk. ommuck nevamu): PEKBU3UT QOKYMeHTa Ha ByMaKHOM HOCWTENe, NOATBEPXKAALLMIA
NoANMHHOCTb NOANUCK AOMKHOCTHOMO NULA W €ro NOMHOMOYMA NO NOANUCAHUID AOKYMEHTA.

OpraHuzauus gpokymeHToobopoTa

88 pokymeHTOOGOpPOT: [IB/KEHME OOKYMEHTOB C MOMEHTA MUX CO34aHUSI UMW NOCTYNINEHUs 40 3aBep-
LUEHWS UCTIONHEHUS! UNWU OTMPABKK.

89 opuanUYecKu 3Ha4YMMbIA 3INEKTPOHHLIM AoKyMeHToobopoT; K033 0; anekmpoHHbIl topuduye-
CKU 3Ha4yumbiti dokymenmoobopom: [JokymeHToobopoT Mexay AByMsA unu Bonee y4acTHWKaMu B3avMOOEN-
CTBUSI, OCYLLECTBMSALWMIACA C UCMONb30BaHUEM OOHOM (0OLLeR ANs yYacTHUKOB B3aMMOAENCTBUSA) CUCTEMBI
3MNeKTPOHHOMO AOKYMeHTooBopoTa M/Unmn B COOTBETCTBUM C YCNIOBUAMU COrMNaLleHnst O B3aUMOOENCTBUU MEX-
AY y4acTHUKaMM.

90 o6beM gokymeHTooBopoTa: KonnyuecTBo JOKYMEHTOB, MOCTYNUBLLMX B OPraHU3aLuio U CO30aHHbIX
et0 3a onpefeneHHbId Nepuos.

91 DOKYMEeHTauMOHHbIA NOTOK; JOKYMEHTOMOTOK: COBOKYMHOCTb JOKYMEHTOB OHOM0 BMAA WMW Ha-
3HAYeHUs!, UMELLNX eAWNHbIA MapLUPYT B pamMKax AoKyMeHTooBopoTa.

92 BKNHOMEHUE AOKYMEeHTa B MHthopMaLMOHHYIO cUcTeMy [cMCTeMY 3NeKTPOHHOIO AOKYMEHTOO-
6oporta]: CTaans XM3HEHHOTO LMKNA AOKYMEHTA, HA KOTOPOIW OCYLLECTBNAKTCA AeACTBUA, obecnedmBanowmne
pasmeLleHue JOKYMEeHTa C ero MeTafaHHbIMWU UMW TONMbKO MeTadaHHbIX JoKYMeHTa B MHPOPMAaLUOHHON Cu-
cTeMe (CMCTEMe aNEKTPOHHOIO OoKyMeHTooBopoTa).

93 nepBu4Has [akcneauunoHHan] obpaboTka gokyMeHToB: ObpaboTka JOKYMEHTOB (MpOBEpKa Le-
NIOCTHOCTU, KOMMMEKTHOCTU, COPTUPOBKA) NPU MX NOCTYNINEHUNA B OpPraHn3auunio.

94 npepBapuTenbHOE PAacCCMOTPEHUE AOKYMEHTOB: M3yyeHne JOoKyMEHTa, MOCTYNMBLIEID B OpraHu-
3auuio, AN onpeaeneHust 4OMKHOCTHOMO NLa UMK CTPYKTYPHOTO NoApa3sfeneHnsi, B KOMNETEHLMIO KOTOPOro
BXOOWT €r0 PaCCMOTPEHWE W/UIN UCNOMHEHKE.
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95 perucTpauus AOKyMeHTa: 3anvcb YYETHbIX OaHHbIX (METafaHHbIX) O AOKYMEHTe Mo YCTAaHOBMEeH-
HOI chopMe, (hUKCUpYIoLLLaa hakT ero co3gaHus, oTNPaBneHns U1 Mony4YeHus, U NPUCBoOeHWe eMy permcTpa-
LIMOHHOTrO HOMepa W AaThl.

96 perucTpauUoHHbLIW HOMep AOKYMeHTa: PekBU3UT JOKYMEHTA, NOATBEPXAAWMA (DakT ero peru-
cTpauun.

97 perucTpauWoOHHO-y4YeTHaa (popma; peaucmpayuoHHas cpopma: [OKYMeHT (peecTp, KapTouka,
XypHan, Tabnuua) unu anekTpoHHasa opmMa, UCcnonb3yemMble ANs perucTpauny JOKyMeHTa.

98 ucnonHeHue AOKyMeHTa: BbinonHeHwe OeNCTBUIA AN JOCTWKEHWS pesynkTaTta, npeaycMoTPeHHOo-
ro B JOKYMEHTE, COAepXallleM NopyyeHue.

99 KOHTpONb UCMOMHEHUA AOKYMeHToB: COBOKYNMHOCTb AeiCTBUIA, oBecneynBaLLnX CBOEBPEMEH-
HOE W Ka4eCTBEHHOEe UCTONTHEHNE JOKYMEHTOB.

100 TUNOBOW CPOK UCNOMHEHUA AOKYMeHTa: CpoK UCMONHEHUS [OKYMEHTA, YCTAHOBINEHHbIA HOpMa-
TUBHbLIM NPaBOBLIM AKTOM.

101 MHAMBUAYaNbHLIN CPOK MCNONMHEeHNA AoKYMeHTa: CpoK UCMONHeHUS [OKYMeHTa, YCTaHOBMEeH-
HBIV OpraHM3aLMOHHO-pacnopAaUTENbHBIM OOKYMEHTOM OpraHu3aunu, pe3onounel AoMKHOCTHOTO Nuua unu
yKa3aHHbIA B TEKCTE JOKYMEHTA.

Opral-msauuﬂ AOKYMeHTanbHoOro cbo:-ma opraHusaymum

102 poKyMeHTanbHbIW poHA (opraHusauun): COBOKYNHOCTb JOKYMEHTOB, CO34aHHbIX U NOMNYYEHHbIX
B MpoLecce AeATeNbHOCTU OpraH13aLnm.

MpumevyaHne — K gokymeHTanbHbIM hOHOAM HE OTHOCATCA BUBNnoTeYHbIe oHAbI.

103 onepaTuBHOe XpaHeHWe AOKYyMeHTOB: CTaausa XM3HEHHOro LUKNa OJOKYMEHTa, Ha KOTOpPOi ocy-
LeCTBNAETCA XpaHeHe U UCNOoNb30BaHMe AOKYMeHTa A0 Havyana UCYUCIEHUS CPOKa ero XpaHeHus.

104 (sanekTpoHHOe) geno: Pusnyeckn obocobneHHas UnNn NOrM4eckd onpeferneHHas eguHuLa Knac-
cudUKauuu 1 cuctemaTnlayuu B JOKYMeHTanbsHoM ooHae opraHu3auum, BKIYamLwas A0KYMEeHT U COBO-
KYNMHOCTb AOKYMEHTOB, OTHOCSLLMXCS K OOQHOMY BOMPOCY UMK y4acTKy AeATEeNbHOCTU, UMELWNX OOQUHAKOBLIN
CPOK XpaHeHUs.

105 nepexopasee aeno: (ANeKTPOHHOE) AENO, BKIHYaoLLee AOKYMEHThI 32 HECKOMNBKO NET, UCMoMHe-
HWEe KOTOpPbIX HE 3aBepLUEeHO AEeNONpPOM3BOACTBOM.

106 HomeHKnaTypa gen: [JokymeHT, cogepallni CUCTeMaTU3npoBaHHbIA NepevyeHb 3arofioBKOB Aerl,
co3aBaeMbIX B OpraHu3aLnu, ¢ ykazaHMeM CPOKOB UX XpaHeHUs, 0DOPMIIeHHLIN B YCTAHOBMNEHHOM Nopsgke.

107 nHAekc (3anekTpoHHoro) gena: Lludpoeoe nnu bykseHHo-LUKMPpoBoe 0603HaAYEHME (3MEKTPOHHO-
ro) gena B COOTBETCTBMM C HOMEHKNATYpOW Aern OpraHu3aLmu.

108 zaronoBoK (3nekTpoHHoro) gena: CoBOKYNMHOCTb KpaTKMX CBEAEHWU O cocTaBe WM CoAepXKaHuu
[OOKYMEHTOB (3NEKTPOHHOr0) Aena, U3NnoXeHHbIX B ONpeaeneHHol nocnefoBaTensHOCTU.

109 cdropmupoBaHue (aNeKTPOHHOrO) gena: [pynnupoBaHMe OOKYMEHTOB B (3MEKTPOHHOE) OeNno U UX
cucTemMaTmaauusa.

110 ocpopmneHue pena: lNoaroToBka Aena K apXMBHOMY XpaHEHWUHD B COOTBETCTBUM C YCTAHOBMNEHHbI-
MW NpaBynNamu.

111 nucT-3aBepuTens gena: YYeTHbl JOKYMEHT, coepallnii CBeAEHNA O KONMMYECTBE MOOWNTHLIX U
NPOHYMEPOBAaHHLIX MUCTOR B AeNe, BKMIOYaloLLEeM apXMBHbIE JOKYMEHTbI Ha BymMaxHOM HocuTene, 06 ocobeH-
HOCTAX (DU3MYECKOro COCTOSIHWA Aena 1 ero opMrUpoBaHuS.

112 BHYTpPeHHAA ONUCb AOKYMEHTOB Aena: [JoKyMeHT, cogepxalluii nepedeHb JOKYMEHTOB Aena ¢
yKaszaHueM UX NopsigKoBbIX U perMcTpauMoHHbBIX HOMEPORB, AaT W 3arofoBKOB, HOMEPOB CTpaHuL, noMellae-
MbIA B 4ENOo.

113 yHU4YTOXEHUEe AOKYMEHTORB: VckniouyeHne JOKYMEHTOB U3 AOKYMEHTANbHOMO UMW apXUBHOIO oH-
0a opraHu3auuu ¢ nocnegyowen yTunusauumen unu yganeHnem nporpaMMHoO-TEXHUYECKUMK cpeqcTBamMm no
pesynsratamM 3KCNepTM3bl LEHHOCTU AOKYMEHTOB U/UMNN NO UCTEYEHWUM CPOKOB MX XPaHEHWS.

ApxuBHoe geno

XpaHeHMe U yYeT apXUBHbIX AOKYMEHTOB

114 dPXUBHOE XpaHeHWe OOKYMEeHTOB: CTa,EWIFl XMU3HEHHOro UMKna [OoKymMmeHTa, crnenyrwllas nocne
€ro 3aBepuweHuna genonpou3soCcTtBoM, Ha KOTOpOI;! OCyLllecCTBriAeTCA XpaHeHue, y4eT n Ucnonb3oBaHue Oo-
KYMEeHTa B Ka4eCTBe apXMBHOIo OOKYMEHTA.
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115

OokymMmeHT ApxuBHoro ¢hoHga Poccuiickon Depgepauumn: ApXUBHLIA JOKYMEHT, NpoOLIeAWniA 3KC-
nepTu3y UeHHOCTU AOKYMEHTOB, NOCTaBMEHHbIN Ha rocyqapCTBEHHbIA YHET W NOoANnexalin NoCTOSHHOMY
XpPaHEeHWI0.

[[1], cTaTba 3]

116

0cob60 UeHHbIN AoKyMeHT: [JokymeHT ApxuBHoro coHaa Poccuiickonn ®enepaunn, KOTOpbIA UMEET
HENPexXoOALLYH KYNbETYPHO-UCTOPMYECKYHO U HAYYHYIO LLEeHHOCTL, 0CODYH BaXHOCTbL Ans obLiecTBa 1 rocy-
[apcTBa M B OTHOLUEHWW KOTOPOro YCTAHOBMEH OCOBBIA pexuM y4yeTa, XpaHeHUs U UCMNOomNb30BaHUA.

[[1], cTaTba 3]

117

YHUKanNbHbIA AOKYMeHT: Ocob0o LeHHbIA JOKYMEHT, He nMetolwnii cebe nogobHbIX NO copepxalle-
ca B HEM MHDOPMALMKM U/UMN €0 BHELLHUM NPU3HaKaM, HeBOCMOMNHMMEIA NpU yTpaTe ¢ TOYKW 3peHUs ero
3Ha4YeHUsa U/nu aBTorpacUYHOCTW.

[[1], cTaTba 3]

118

apxuBHbIiA poHA: COBOKYMHOCTb apXMBHbIX JOKYMEHTOB, MCTOPUYECKM W/UMKM NOTMYECKU CBA3AHHbLIX
Mexay coboll, ABNAKLAaca yY4EeTHON 1 KNaccUUKaLMOHHON eQuHNLIEN.
[AgpanTuposaHo u3 [1], ctates 3]

119

ApxuBHbIA choHp Poccuiickon ®epgepayumn: VicTopuydeckn CnoXuBLIASACA U NMOCTOSIHHO MOMOIMHS0-
Llasica COBOKYMHOCTb apXMBHbIX JOKYMEHTOB, OTPaXalLLMX MaTepuanbHy 1 OYXOBHYIO XW3Hb 0bLlecTBa,
MMERLNX UCTOPUYECKOE, Hay4YHOe, COLManbHOE, 3KOHOMUYECKOE, NONUTUYECKOE WU KYNLTYPHOE 3Ha4YeHue,
ABMSAKLLWXCH HEOTHLEMIMEMOW YacTb UCTOPUKO-KYNBTYPHOrO Hacneausa Hapogoe Poccuiickoin ®egepauun,
OTHOCALLMXCA K MHhOPMaLWOHHBIM pecypcam 1 nognexallinx NoCTOSHHOMY XpPaHeHMH0.

[AgpanTupoBaHo 13 [1], cTatbs 3]

120 obbegMHeHHbIN apxuBHbIA ¢oHg: ApXUBHBLIA OHA, chOPMMPOBAHHBLIA M3 OOKYMEHTOB OBYX
mnu bonee oHgoobpasosaTenei.

121 apxuBHbIA (hOHA NUYHOTO NPOMUCXOXKOEHUA: ADXMBHBIA (POHA, COCTOALLMIA U3 JOKYMEHTOB NY-
HOro MPOMCXOXOEHWS, a Takke APYrMX OOKYMeHTOB, 0bpa3oBaBLUMXCH B MPOLECCE XU3HW U OeATENbHOCTH
chmanyeckoro nuua, ceMbu, poga.

122 apxuBHasa konnekuus: COBOKYNHOCTb OTAEMbHbIX JOKYMEHTOB, 06pa3oBaBLUMXCS B MpoLecce ae-
ATEMbHOCTN OAHOTC UITM HECKOMNbKNX MWL, 0ObEANHEHHbIX N0 OAHOMY WITM HECKONBbKUM NPU3HaKkaMm.

123 npocdunb apxuBa: YCTaHOBINEHHLIA ANS1 apXMBA COCTAR XPaHMMbIX U MPUHUMAEMBIX Ha XpaHeHue
OOKYMEHTOB B COOTBETCTBMM C XPOHOMOrMYECKUM, TEPPUTOPUANbHBIM, TEMaTUYECKUM UITU UHbIM MPU3HAKOM
MMM UX COMETaHUEM.

124 doHpgupoBaHue gokymeHToB: OnpeneneHne NpUHAANEXHOCTU apXWUBHbLIX JOKYMEHTOBR KOHKpET-
HOMY apXMBHOMY (DOHAY M XPOHOMOrMYECKUX rPaHnL, apXMBHOro oHaa.

125 chonpgoobGpazoBaTensk: HOpuanyeckoe, uan4eckoe nNUUo, B Npouecce AeATerbHOCTM KOTOPOro
obpa3syeTcs apx1BHbIA HOHA,.

126 obecnevyeHWe COXPAHHOCTW apXUBHbIX OOKYMEHTOB: KoMNnekc MeponpusaTuil No CO34aHuI0 1
cobrnogeHuio HOPMaTUBHBIX YCITOBUIA U PEXMMOB XPaHEHUS apXMBHbLIX JOKYMEHTOB, a TaKXe NoadepXaHuo
WX MPUrOAHOCTU NS MCNONb30BaHMS.

127 apxuBoxpaHunuuwe (Hpk. apxug): [NomelleHre ANs apXUBHOTO XpaHEHUA OOKYMEHTOB, cneyunans-
HO 0bOpyAOBaHHOE B COOTBETCTBUM C HOPMAaTUBHBLIMKU TpeboBaHUAMU.

128 pexum xpaHeHUs apXMBHbIX JOKYMeHTOB: Cuctema npaBun u Mmeponpuatuin no obecnevyeHuro
noxapHou 6e3onacHOCTU, OXpaHbl apXMBa, TeMnepaTypHO-BNaXHOCTHLIX, CAHUTAPHO-TUTMEHWYECKUX U CBETO-
BbIX YCMOBUIA Ana obecneyeHns COXPaHHOCTU apXUBHbIX JOKYMEHTOB.

8
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129 pectaBpauuA apXUMBHbLIX AOKyMeHTOB: Komnnekc paboT u TeXHONoru4yeckux onepawlui no Boc-
CTaHOBMNEHMWIO MepPBOHaYanbHbIX UNW BNU3KMX K NepBOHA4YanbHbIM CBOACTB M BHELLUHUX MPU3HAKOB apXMBHbIX
OOKYMEHTOB, MOABEPrIMXCS NOBPEXOEHUKD UMK paspyLUeHnto.

130 KoHcepBauUUs apXUBHbLIX AoKyMeHTOR: Komnnekc paboT u TeXHOMOrnyecknx onepawui no ob-
paboTke apXMBHbIX AOKYMEHTOB B LIensax ctabunmsanm nx CBONCTB M BHELUHWUX NPWU3HAaKOB.

131 cTapeHue apXMBHOro AOKYMeHTa: /lameHeHWe nepBoHa4anbHbIX (U3MKO-XUMUYECKUX CBONCTB
apXMBHOrO AOKYMEHTA noj Bo3OeWUCTBMEM BHELUHUX U BHYTPEHHUX (DakTOpOB.

132 cTpaxoBas Konusa apxuBHOro gokymeHta: Konus ocobo LEHHOro MNU YHUKanNbHOTO apXUBHOIO
OOKYMeHTa, U3roTOBMNEeHHas B LIeNsxX COXpaHeHWs coaepxalwencs B HeM MHdopmaLmm Ha cnyyan yTpaTsl Unu
noBpexaeHus NognuHHUKA.

133 cTpaxoBo# hOHO apXMBHbIX AOKYMeHTOB: COBOKYMHOCTb CTPaxOBbIX KOMWA 0COBO LEHHbLIX W
YHUKAnNbHbIX apXUBHbLIX JOKYMEHTOB.

134 c¢hoHg nonb3oBaHUA (apxuBa): COBOKYMHOCTL KOMUA apXWUBHBIX OKYMEHTOB, NpeaHa3HauYeHHbIX
ONA NnpegocTaBneHns X Nonb3oBaTensaM B3aMeH NOANUHHUKOB C LIeMbi NpegoTBpalleHnsa ux n3Hoca.

135 anmekTpoHHbIA oHA Nonb3oBaHUA; 3PM: CTpyKTypMpOBaHHAA COBOKYMHOCTb 3MEKTPOHHLIX KO-
MU apXUBHLIX AOKYMEHTOB, NpeHa3HaueHHbIX ANs npedocTaBneHns nonb3oBaTensM B3amMmeH nognuHHUKOB.

136

Aeno3uTapHoe xpaHeHue OOoKymeHTOB ApxuBHoro doHaa Poccuiickon ®depgepaunmn: XpaHeHve
pokymeHToB ApxuHoro dooHaa Poccuinckon ®epgepauunmn doegepanbHbIMA OpraHaMm UCMONHUTENBHOW BNa-
CTW U OpraHusaumnsiMu B TEHEHWE CPOKOB U Ha YCIOBUSAX, ONpedeneHHbIX COOTBETCTBYOLMMI OOroBOpamm
Mexay HUMW 1 YyNONHOMOYEeHHbIM defgepanbHbiM OpraHoM WCMNOMHWTENbHOW BNacTu B cdepe apxXuBHOro
Aena v genonpouM3eoacTea.

[AnanTupoBaHo 13 [1], ctaTtea 3]

137 nocTosiHHOEe XpaHeHWe apXUBHbIX OOKYMEHTOB: BeuHoe XpaHeHue apXuUBHbIX OOKYMEHTOB bes
npasa X YHUHTOXEHWNA.
138

BPeMeHHOe XpaHeHWe apXMBHbIX OOKYMEHTOB: XpaHeHue apXMBHbIX OOKYMEHTOB A0 WX YHWYTO-
XEHWS B TEYEHME CPOKOB, YCTAHOBIEHHbIX HOPMaTUBHLIMK NPaBOBLIMKM aKTaMW UMK MO pe3yrnsTataM 3Kc-
nepTu3bl LEHHOCTMU.

[AnpanTuposaHo u3 [1], ctatbsa 3]

139 BpemeHHOe xpaHeHWe OOKyMeHTOB ApxuBHoro ¢poHpga Poccuiickon Pegepauun: XpaHeHue
OOKyMeHTOB ApxMBHOro poHaa Poccuiickon ®enepauumn B MICTOMHMKAX KOMMMEKTOBAHUSA rOCYAAapPCTBEHHbIX U
MYHUUMNAaNbHLIX apXMBOB A0 UX Nepefadn Ha NocTOSIHHOE XpaHeHue.

140 y4yeT apxXxMBHbIX AokymeHTOB: OnpeneneHne KONMUMYECTBaA M COCTaBa apXMBHbIX AOKYMEHTOB B
YYETHEIX eguHMLax, UKcauusa ceefeHun o6 Ux OBMXKEHUM (MOCTYNNEHUN, BbIOLITMM), HAMMYUA OMUCAHWA U
bU3NYECKOM COCTOSHUM B YYETHLIX JOKYMEHTaxX M Ba3zax OaHHbIX.

141 rocypgapcTBeHHbIW y4eT goKkymeHToB ApxuBHoro choHga Poccuiickon @egepauun: Yyet fo-
KymeHTOB ApxuBHoro ooHaa Poccuiickoih @enepaumum Ha dpegepansHOM YPOBHE U Ha YpoBHE cybbekTa Poc-
cuinckon Pegepauum.

142 egvHMUa XpaHeHUA apXMBHbLIX AOKYMEHTOB: Y4YeTHaa W KnaccudukaumoHHas eguMHuua, npega-
cTaenswLlan cobon duamyeckn obocobrneHHoe aeno Ha Byma)KHOM HOCUTENe, a TakKe 3MeKTPOHHOe Oeno,
unu cuanyeckm obocobneHHbIN HOCUTENb ayaVOBU3YyarnbHbIX AOKYMEHTOB (QOKYMEHTa, 4acTu OOKYyMEeHTa),
chopmMMpoBaHHasa Ha OCHOBaHWK ONpedeneHHbIX NPU3HaKoB.

143 egMHMLA y4yeTa apXUBHLIX (ayAUOBU3YyanbHbIX) OOKYMEHTORB: YacTe eQnHNLIbI XpaHeHUs, ogHa
WINU HEeCKONbKO edWHUL XpaHeHUs ayouoBM3yarbHbIX AOKYMEHTOBR, OTHOCALLAACH K OTAENbHOMY CODbITHUIO,
NPOU3BEAEHUI0 M UMEIOLLLaA CaMOCTOATENbHbIA HOMEP W 3arofioBOK.

144 yyeTHan eguHuua: EguHULa namepeHus Konuyectsa apxXMBHbIX JOKYMEHTOB, UCNOMb3yeMas ans
UX y4eTa, UMelLLas y4eTHbIA HOMep.

145 y4yeTHbIN JOKYMeHT (apxuBa): [JoKkyMeHT yCTaHOBNEHHOW hopMbl, MpegHa3Ha4YeHHLIA NS Beae-
HWA y4YeTa apXMBHbIX JOKYMEHTOB.
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146 KOMMMEKT Hay4YHO-TeXHWYeCcKon AokyMeHTauuu: COBOKYMHOCTbL TEXHUYECKUX OOKYMEHTOB, OT-
HOCSILLNXCS K OAHOMY WM3AEMNMI0, TEXHONOrMYEeCKOMY npoLeccy, 06beKkTy NNaHMPOBKN MMM KanUTansHOro CTpo-
MTEenNbLCTBA, COCTaR KOTOPLIX OnpefeneH HOpMaTUBHLIMW akTamu U/Mnu cTaHgapTamMu.

147 KomnnekT ayAuMOBU3yanbHbIX OOKYMeHTOB: COBOKYMHOCTbL ayaMOBU3YyamnbHbIX AOKYMEHTOB M
TEKCTOBOW COMNPOBOAMTENBHON AOKYMEHTaLMN K HAM, OTHOCSLLMXCS K OQHOW eguHULE y4eTa, B cocTase, onpe-
LeneHHOM HOPMAaTUBHBLIMUW aKTaMu.

148 nepBMYHOE cpencTBO XpaHeHUs (apXUBHLIX OOKYMeHTOB): CrneuunanbHas ynakoeka onsa xpa-
HEHWS apXUBHbBIX OOKYMEHTOB, NPeAHa3HavYeHHan Ansi UX pauMoHanbHOro pasMeLleHuns, 3awunTel OT BO34eN-
CTBUSA OKpY)KaKoLLel cpensl.

149 apxuBHbIi wWudgp: Obo3HayeHWe, NpUCBaUBaeMOe equHULE XPAaHEHUSA apXUBHbLIX LOKYMEHTOB B
Lensax ee uageHTUMKaumm 1 y4eta.

150 NpoM3BOACTBEHHLIW HOMEp (HayYHO-TEXHMYECKOW OOKYMeHTauuu, ayaAuoBU3yanbHOro no-
KyMeHTa): MHaekc, wudp, NpUcBanBaemMblii HayYHO-TEXHUYECKOMY UMW ayauo-BU3YarnbHOMY LOKYMEHTY B
npouecce co3gaHus, KOTOpbI BNOCNEACTBUM BKIOYAETCS B COOTBETCTBYHLLYIO rpady onucu.

151 npoBepKa HaNM4uA U COCTOAHWUA apXMBHbLIX OOKYMEHTOB: YCTaHOBMNEHWE COOTBETCTBUA hak-
TMYECKOTO HanWuus KONUYecTBa eAMHUL, XpPaHEHUS 3anucaAM B YYETHbIX AOKYMEHTaX apXxuBa, a Takke BhbIsB-
TNIEHNE apXMBHbIX JOKYMEHTOB, TPEbyoLW X KOHCepBaLLMK, pecTaBpaunm, (PrU3MKo-XMMUYECKOW 1 TEXHUYECKOW
obpaboTku.

152 Tonorpadpuyeckui ykasaTtenb: [JOKyMeEHT, cogepXallnii CBeAeHUs 0 TOYHOM MECTOHaXOXAeHWM
AapXMBHbLIX (HOHAOB, €OUHWL, XPaHEHUs1 U NpeaHasHa4YeHHbIW ANA NOMCKa apXMBHLIX JOKYMEHTOB B apXMBOX-
paHunuLe.

153 pocchinb: [JoKyMeHThl, nepeaasaemMsle B apxus 6e3 npeaBapuUTenbHOrO YNopsaodeHus.

KomnnektoBaHue apxuea

154 komnnekToBaHue (apxuBa): CuctemaTuyeckoe MOMOMHEHWE apxXWMBa JOKYMEHTaMu B COOTBET-
CTBUK C ero npocpunem.

155 KpuTepun 3KCNepTU3bl LLEeHHOCTU OOKYMeHTOB: [MpM3Haku, onpefensle onepaTtuBHoOe Unu
MCTOPUYECKOE 3HAYEHME [JOKYMEHTOB C LIeNbio YCTAaHOBMNEHWUS CPOKOB UX XpaHeHWs, B T. 4. oTbopa Ha nocTo-
AHHOE XpaHeHue, NPUCBOEHUA UM KaTeropum 0cobo LEeHHbIX UMW YHUKaMbHbIX.

156 MCTOYHUK KOMMNeKToBaHUA (apxuBa): KOpuouyeckoe unu uanyeckoe nuuo, XpaHsllee O0KY-
MEHTbI, Noanexalline nepenadye B apxuB Mo 3aKOHY, B COOTBETCTBUM C PELUEHUEM CyOa UMW HA OCHOBAHWUWU
Joroeopa.

157 nonHbIW NpuemMm AoKyMeHTOB ApxuBHoro ¢oHaa Poccuiickon ®@egepauuu: ®opma npuema B
rocy4apCTBEHHLIA UMM MyHULMNANBHLIA apXuB OOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickon ®epepauun ot
OpraHM3auumn-nMCTOYHWKA KOMMITEKTOBAHWA, MPM KOTOPOW B apxXMB NOCTYNarT Bce obpasyrlinecs B npouecce
OeATenbHOCTU OpraHn3aLnyM JOKYMEHThLI MOCTOSIHHOTO CPOKa XpaHEeHNS.

158 BbIBOpPOYHLIN NpueM AOKyMeHTOBR ApxuBHoro ¢oHga Poccuiickon ®egepauunu: Gopma npu-
eMa B roCy4apCTBEHHbIA UMW MYHULMNANbHBIA apxXnuB JOKYMeEHTOB ApxmMBHOro dgoHaa Poccuiickon Pepepa-
UMK, nogpasymeBarllas oTbop NpUHUMAaEeMbIX JOKYMEHTOB NOCTOSHHOTO CPOKa XPaHEHUS Mo TeM UM UHBIM
KpUTEPUAM.

159 BbIGOPOYHbLIA rPyNNoOBON Nnpuem gokymeHToB ApxuBHoro ¢oHga Poccuinckon ®epgepauynm:
PasHoBMOHOCTE (hopMbl MpYEMA B roCYOapCTBEHHbLIA UMW MyHULUNANbBHLIA apXMB AOKYMEHTOB APXMBHOMO
cdoHaa Poccuitckon ®epepauuu, Npu KOTOPOA B apXMB NMPUHUMAKTCHA OOKYMEHTHl NMOCTOSHHOIO CpoKa Xpa-
HEHWS TONMbKO OT HEKOTOPbIX OPraHM3aLWi-MCTOYHNKOB KOMMNIEKTOBaHUS, OTOBpaHHbIX Ha8 OCHOBaHUK Creuu-
anbHO pa3paboTaHHbIX KpUTEPUER U3 TPYMMbl OPraHn3aUnii ¢ OAHOPOAHBIMU PYHKLIMAMUN.

160 BbLIGOPOYHLIA NOBMAOBOW NpUeM AOKYMEHTORB ApxuBHoro ¢poHaa Poccuiickon Pepepauunu:
PasHoBuOHOCTL (hopMbl MpMeMa B rocyqapCTBEHHbIA UMW MyHULUNAMNbHbLIA apXMB AOKYMEHTOB ADPXMBHOMO
doHaa Poccuinckon ®enepaumn OT OpraHU3aunu-MCcTOYHUKA KOMMIMEKTOBaHUS, MPU KOTOPOW B apxXue npu-
HUMaKTCH TOMNbBKO OTAENbHbIE BUObI JOKYMEHTOB MOCTOSIHHOIO CPOKa XpaHeHus, obpa3sylLimMeca B AeATeNb-
HOCTW OpraHM3auumu, oTo6paHHbIe Ha OCHOBAHWM CMELManbHO pa3paboTaHHbIX KpUTEPUEB.

161 nepeyYeHb OOKYMEHTOB C yKa3aHUeM CPOKOB XpaHeHusi: CUCTEMATM3MPOBAHHbLIA CNNCOK BUAOB
OOKYMEHTOB (KOMMMEKCOB AOKYMEHTOB, 6a3 AaHHbIX) C yKa3aHWeM CPOKOB MX XpPaHEHUS, UMEHLLUIA cnpaBoY-
HblA annapar 1 YTBepXAeHHbI/ B yCTAHOBNEHHOM MOpsAaKe.

162 ynopsgoyeHue apXMBHbIX JOoKyMeHTOB: Komnnekc pabot no hopMMpOBaHMIO apXUBHBIX JOKY-
MEHTOB B €0UHULIbI XPaHEHUS (4ena), UX ONUCaHWIo U 0OOPMITEHUID B COOTBETCTBMM C NpaBunamMu, yCTaHoB-
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JNTEHHBIMW YMOINMHOMOYEHHbIM cbe,qepaanblM OopraHom WCMOMNHWUTENLHOW BracTu B ccpepe apXmMBHOro gena mn
pgenonpoun3soncTtea.

Mcnonb3oBaHue dPXUBHbBIX OOKYMEHTOB

163 ncnonb3oBaHue APXWUBHbIX OOKYMEHTOB: anMBHEHVIE VIHCbOpMaLl,MVI ApPXUBHBLIX OOKYMEHTOB B
KYNbTYPHbIX, HAY4YHbIX, COUMNaNnbHbIX, MOJNTUTUYECKUX, IKOHOMUYECKUX U UHbIX Llendx, B T. 4. OnA obecneyeHus
3aKOHHbIX NpaB N MHTEPECOB rpaxnaH.

164

nornb3oBaTenb apXMBHbIMU goKyMeHTamu: KOpuguyeckoe nnu chuanyeckoe nuuo, obpawaolleecs
Ha 3aKOHHbIX OCHOBAHMWSX K apXMBHbIM AOKYMEHTaM O NOMy4YeHUs U MCNOoNb30BaHWA HeOBXoaMMON WH-
thopmaumu.

[AganTtnpoBaHo 13 [1], ctaTtbsa 3]

165 nyGnukauMAa apXxuBHbIX JOKYMEHTOB: [104roTOBKa apXMBHbIX JOKYMEHTOB K M34aHUI0 U OCYLLEecT-
BMEHWe UX N34aHUA B COOTBETCTBMM C YCTAHOBMEHHBIMW NPUHUMNAMK M HOPMaMMW.

166 pokymeHTanbHas nybnukauusa: [JokymeHT, COOPHUK UMK WMHOW KOMMMEKC AOKYMEHTOB, onybnu-
KOBaHHbIA B COMPOBOXAEHUN 3NEMEHTOB, KOTOPbIE COAepXaT AOMNONMHUTENbLHYIO MHopMaL MO O AOKYMEHTE,
ABMNSALYCA pe3ynbTatoM U3y4eHUs COOEpXaHWs, BHELUHMX OCOBEHHOCTER M KOHTEKCTa €ro co3gaHus u
ObiTOBaAHWUA.

167 BbiCcTaBKa apXMBHbIX OOKYMEHTOB; JOKyMeHmanbHas ebicmagka: XyLoXeCTBEHHO 0hOpMIeH-
Hast nogbopka OOKYMEHTOB (MOANMHHUKOB W/MMNK KOMWIA) HA ONpeAeneHHyo TeMy, NpeaHazHavYeHHana ons ny-
BnuyHOM oeMOHCTpaLMK B cneunansHoM, NpUcnocobneHHoM s 3T0ro NOMeLLeHUN UM Ha UHTepHeT-caiTe.

168 akcnoHUMpoOBaHWE apXMBHbIX AOKYMeHTOB: [lybnvyHaa OeMOoHCTpauMs apXMBHbIX OOKYMEHTOB
(MOONWHHWKOB W/MNKW KONWIA) HA ONpeaeneHHy TeMy B CneuuanbHoM, NPUcnocobneHHoM AN 3Toro noMeLle-
HUW UMK Ha UHTEpHeT-calnTe.

169 onucaHve apXMBHbIX AOKYMeHTOB: CTPYKTYpMpPOBaHHOE M3NOXEHWE CBEOEeHUI O COCTaBe M Co-
OepaHuM apXUBHbIX JOKYMEHTOB, NpefHa3Ha4yeHHbIX 458 UX NoMcKa U UCMNOMNb30BaHNA.

170 onucaTenbHasA cTaThbs apXMBHOro crnpaBovHuka: COBOKYNHOCTL CBefeHuln ob 0ObekTe onuca-
HWUS1 (QOKYMEHTe, ero 4acTu, eAVHWLE XPaHEHWs, eQUHNULE YYeTa, rpynne eanHuL XpaHeHWs, apXMBHOM (DOH-
Je, rpynne apxvmBHbiX (POHAOB, apX1MBE) B apXMBHOM CMpaBOYHMKE, BKMKOYAS €ro NOUCKOBbIE AAHHbLIE (ApXUB-
HbIA LWPP UMK €0 SMEMEHTHI).

171 cuctema cnpaBOYHO-NOMCKOBLIX CPEOCTB apXvBa; Hay4yHO-cripasoyHbil annapam,; HCA: Kowm-
nneKc B3aMMOCBA3aHHbIX M B3aUMOOOMNONHAEMbIX, CO3AaHHbIX HA €AMHON Hay4YHO-MEeTOAUYEeCKON OCHOBE ap-
XWBHbIX CMPABOYHUKOB (CMPAaBOYHO-MOUCKOBLIX CPEACTB), B T. Y. 3MEKTPOHHLIX, O COCTABE W COAEPXaHUM O0-
KyMEHTOB apxusa.

172 apxuBHbIA CNPaBOYHUK; CrIPasoYyHO-Nouckogoe cpedcmeo: COBOKYMHOCTb OMUcaTenbHbIX CTa-
TeW, OTHOCALLUUXCS K OOHOMY MNWN HECKONMbKUM YPOBHSIM OMUCAHWA, NpeAcTaBfeHHbIX B CTPYKTYPUPOBAHHOM
BMAE B CONPOBOXAEHWW CIPABOYHOrO annapara W npegHasHaqYeHHbIX AN NoOMcKa U MCMNOSb30BaHUA apXMBHbIX
OOKYMEHTOB M UX MHopMaLuu.

173 onucb: APXUBHLIW CMPABOYHUK W YYETHBIA JOKYMEHT apxuBa, npefcraenaowmm nHpopmayuo Ha
YPOBHE ONWCaHWA €OWHWLbI XPaHeHUA/eQNHWLbI YHETa, a Takke B YCTAHOBINEHHbIX Cry4Yasx Ha YPOBHE OOKY-
MEHTa, ero CTpaxoBOW KOMWK, CTPYKTYPUPOBaHHbLIW B COOTBETCTBMM CO CXEMOW cucTeMarusauun gen goHaa.

M pumedyaHne — Onuce meet Pa3HOBMAHOCTKN, CBA3aHHbIE CO CI'IELIMC*JI/‘IKOI?I yyeTa oTAenbHbIX KaTeroplmﬁ ap-
XMBHBIX JOKYMEHTOB: ONWUChb Aen, on1iCb e4WHNL XpaHeHWA Hay‘-IHO-TEXHM‘-IECKDﬁ AOKyMeHTaunn, onncb CbOTDaﬂbﬁOMOB,
ONUCb 3NEKTPOHHbIX OOKYMEHTOB 1 OP.

174 nyTeBOAUTENb (APXMBHbINW): APXUBHbIA CMPABOYHMK, BKMOYAKLLWMA CUCTEMATU3NPOBAHHbIE CBE-
OEHWs 0 COCTaBe U CoAepXaHuy OOKYMEHTOR apxuBa (apXvBOB) Ha YpOBHe onucaHus ¢hoHOa (B HEKOTOPLIX
cny4yasix TaKke rpynnsl OHO0B, apXMBa).

175 KpaTkui cnpaBoYHMK no ¢poHZam apxuea: Bug nyteBogutens, cogepxalluii nepedeHb apxuBe-
HbIX (DOHAOB apxuBa (apXMBOB) C KpaTKUMW CBEOEHUAMMW O HUX, B KOTOPOM AOMYCKAETCA OTCYTCTBME aHHOTa-
Uuun cogepxaHus hoHOoB.

176 kaTtanor (apxuBHbIW): APXMBHLIA CNPaBOYHUK, BKMIOYAKOLWNA CBEOEHUSA O COOEepXaHUU LOKYMEH-
TOB apxvBa (apXxvBOB) Ha YPOBHSIX ONMMCAHUA OOKYMeHTa (4acTy JOKYMEHTa), a Takke B HEKOTOPbIX CIy4Yanx
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rpynnel eAWHWL, XpaHeHUs (eQUHUL yYeTa), eAVHULBI XpaHeHus (edMHWLEl yYeTa), rpynnbl JOKYMEHTOR, pac-
NMOMNoXeHHbIE U MHAEKCUPOBAHHbIE B COOTBETCTBUM C BbIDPAHHOW CXEMOR Knaccugpukauum.

177 ykazaTenb (apXVBHbIN): APXMBHLIA CNPaBOYHMK, BKITHOYAKLLMA CUCTEMaTU3NPOBAHHLIN NepedYeHb
HaUMEHOBaHUI TeM U NpeaMEeTHBIX MOHATUIA (MepcoHanui, reorpadruyecknx 06bLEKTOB U Ap.), YNTOMUHAEMbIX
B apXMBHbIX JOKYMEHTaX.

178 o0630p apxuBHOro poHaa [apXUBHbIX pOHAOR]: APXMBHLINA CMPABOYHWK, BKIHOYAKOLNA M3NOXKe-
HUe codepXaHusi JOKYMEHTOB apXMBHOro poHAa (apXUBHbLIX (DOHAOB), @ TAKXKe Pe3ynbTaToB UX MCTOYHUKO-
BEYECKOro UCCrefoBaHWs, Ha YPOBHAX ONMCAHWUSA TPYMnbl €QUHWL XpaHeHWs (eAWHWL y4eTa), equHULbI Xpa-
HEHWS (eJUHULBI y4eTa), rpynnbl JOKYMEHTOB, JOKYMEHTA UMK ero YacTu, NpefAcTaBNeHHoe B BUAE CBS3HOMO
aHanuUTMYeCcKoro TekcTa.

179 TemaTudyeckui o630p apXMBHbIX JOKYMEHTOB: APXWBHbIA CMPaBOYHWUK UM MH(OPMALMOHHBINA
OOKYMEHT apxvBa, BKITHYAKL WA U3NOXEeHWe coaepKaHUs apXUBHbIX AOKYMEHTOB No onpedeneHHon Teme, a
TaKKe pesynsTaToB MX MCTOMHWKOBEOYECKOro UCCrefoBaHus, Ha YPOBHAX ONUCaHUSA TPYNNbl eQUHUL, XpaHe-
HUA (eAMHWL y4eTa), eAUHWLIbI XpaHEeHWs (eQuHUUbBI YYeTa), rpynnbl JOKYMEHTOB, AOKYMEHTa UMK ero 4actu,
npeacTaBrneHHoe B BUAE CBA3HOIO aHanMTMYECKOro TekcTa.

180 uctopuyveckasa crnpaBka kK apxMBHomy doHAY: [loKyMeHT, cogepxaluil cBeAeHUs No UCTOpUK
hoHaoobpasoBaTens v apxuBHOro hoHaa, KpaTKyt XxapakTepUCTMKY cOCTaBa U coepXaHua JOKYMEHTOB ap-
XMBHOTO (POHAA M CMPaBOYHO-NOVCKOBLIX CPEACTB (Hay4YHO-CNpaBOYHOro annaparta) K Hemy.

181 MHdOpMaLVOHHLIA AOKYMEHT apXuBa: [loKyMeHT, co3faBaembli NSl MHPOPMUPOBaHUA KPUON-
YeCcKUX U (OM3MHECKMX NUL O HANUYMUW U/UNN COAEPKaHNN apPXMBHbLIX JOKYMEHTOB.

182 apxuBHasa cnpaBka: OduynansHbll JOKYMEHT apXvBa, CoAepXalluil CBeAeHWs, OTHOCSALINECS K
npegMeTy 3anpoca, C ykazaHUeM apXMBHbIX LUMAPOB COOTBETCTBYHOLUMX apXUBHbLIX JOKYMEHTOB.

183 apxuBHasa konusa: OduuManbHbIA JOKYMEHT apxvBa B BUAE KOMUK apXMBHOIO OOKYMEHTA C yKasa-
HUWEM ero apxXxuBHOro WKdpa, 3aBepeHHLINA B YCTAHOBNEHHOM nopsigke.

184 apxuBHasa Bbinucka: OduLmManbHbIi JOKYMEHT apXuBa, AOCMOBHO BOCMPOW3BOAALLNA YaCTb TeK-
CTa apxXMBHOMO AOKYMEHTAa, OTHOCHALLYIOCA K MpeaMeTy 3anpoca.

185 TemMaTu4yeckui nepevyeHb apXUBHbIX OOKYMEHTORB: H(OpMaLMNOHHLIN JOKYMEHT apxuea, CO-
Jepxalwui CUCTEMaTU3UPOBAHHbLIN KpaTKUA UMK aHHOTUPOBAHHLIM NepeveHb 3arofoBKOB apXUBHbIX JOKYMEH-
TOB, AWHWL, XpaHeHWA/eQUHWL ydeTa No onpegeneHHon Teme, C YKkasaHMeM UX NONCKOBbIX AaHHbIX.

186 paccekpeuumBaHue: KOMMNNeKc MeponpuaTUA MO CHATUK OrpaHUYeHWn Ha AOCTYN K HOCUTENnam
cBefeHW, COCTaBMALWMX FOCYAapCTBEHHYHO TalHYy.

187 yutanbHbIN 3an: CneynansHo 0bopyaoBaHHOE NOMELLEHUE apX1Ba, NPeAHas3Ha4YeHHoe Ang opra-
HU3aLWK JoCTyna nonb3oBaTene K apXMBHLIM JOKYMeHTaM, UX KOMUSM W CnpaBoYHO-NOUCKOBLIM CpeacTBaMm
K HAM, B T. Y. B 3NEKTPOHHOM BUZE.

188 cuctema yganeHHOro MCrorb30BaHWA apXMBHbIX JOKymeHTOB; cuctema YWAL: WHdopma-
LUMOHHAaa cucTema™ unm nogcuctema, obecnednsaroLlas npegocTaBneHe nons3osaTensm nocpencTsoM UH-
dhopMaUNOHHO-KOMMYHUKaLUMOHHOW ceTu «HTepHeT» ycnyru yaaneHHoro 4ocTyna K KonusM apxXuBHbIX O0-
KYMEHTOB W CNPaBO4HO-NONCKOBbLIM CPEACTBaM K HUM M UX UCNOMNb30BaHUSA.

189 3anpoc couManbHO-NPaBOBOro Xapakrepa: 3anpoc Nomnb3oBaTtens, CBsA3aHHbIA C coLMansHon
3alUUTON rpaxaaH, NpedycMaTpUBatoLLEN UX MEHCUOHHOE obecnedyeHne, NonyyeHue neroT U KOMMeHcauuWi B
COOTBETCTBMM C 3aKoHOLATENbCTBOM Poccuiickon ®efepaunn u mexayHapogHsimu obsasatensctBamu Poc-
cuiickoin degepauun.

190 TemaTuuyeckuMi 3anpoc: 3anpoc Nnonb3oBaTens O NpegocTaBneHun apxXMBHOW WMHGOpMaLMKM MO
onpeneneHHon npobneme, Teme, cobbITUIO, hakTy.

191 3anpoc o paccekpevyMBaHUU: 3anpoc Nonb3oBaTens Ha CHATUE paHee BBEAEHHLIX 3aKOHOAATEe b-
HbIX OrpaHUYEHNA Ha pacnpocTpaHeHWe CBeAeHUIN, COCTaBMSLWMX rOCY4apCTBEHHYO TalHy, M Ha AOCTYN K UX
HOCUTENSIM, OTHOCALLMXCA K NpeameTy 3anpoca.
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MpunoxeHune A
(cnpaBouHoe)

KﬂaCCHCbIdKaLIMOHHbIE CXeMbl KNo4YeBbIX MOHATUNA

B cxemax, NpuMBeAEHHLIX Ha pUcyHKax A.1—A.8, npeacTaBneHbl KMOYeBble NOHATUA chep apXMBHOTO dena u ae-
NONPOU3BOACTBA C yKazaHMeM TWMOB CBA3EW MeXAy HUMKU. Ha cxeMax accouuaTUBHLIE CBS3WM MEXY TepMUHaMK Npeq-
CTaBreHbl B BUOE CTPENOK, POAOBLIE CBA3W MPEACTABNEHb! NPAMbLIMUA NIMHUAMKW, @ NapTUTUBHLIE B BuOe rpabnesugHoi
avarpaMmbl.

HokymeHT

HokyMeHTUpoBaHHas!
WHhopMaLmna

PeacTpoBRas 3anuch

PurcyHok A.1 — CBA3W MeXay NOHATUSMW, XapakTepu3yHLLMMKU SOKYMEHTUPOBAaHHYI MHOPMaLIMIO

JokyMeHT

LokyMeHTHpoBaHHaA
MHOPMAaLMA

WHbopMaLun

MeTtanaHHeie

DNeKTpoHHAan
NOANUCch

PucyHok A.2 — CeA3n Mexay TEPMUHAMK, onpeaensaembiMn Yepes NoHATUE «MHopMaLmMa»
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HdokyMeHT
. SneKTpoHHLIA
ApPXVBHBIA OKYMEHT [LOKYMEHT
CNEeKTPOHHBIA
2pXUBHbIA JOKYMEHT

PucyHok A.3 — lMoHATUA, XapakTepUayolLKMe CBA3b OOKYMEHTa U apXMBHOTO JOKYMeHTa

MucbMeHHbIA
OOKYMEHT dboTogoKYMEHT
BuasopgokymeHT
HdokyMeHT TekcToBOW AOKYMEHT A
. KuHogokymeHT
AyanosusyansHbIA
[OKYMEHT
oHogoKyMEHT
WaoBpasuTensHeIi Mpachudecknin
[OKYMeHT JOKYMEHT

PucyHok A.4 — PogoBuaoBbie CBA3N AN TEPMUHA «OOKYMEHT» NO TUNY MHopMauunn
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YnpasneHue

.| Cuctema ynpaeneHus

AOKYMEHTaMK

AOKYMeHTaMK

HokymeHTWpoBaHHasA
uHpopmauua

A

HuaHeHHBIA UuKn
OOKYMEHTa

JoKyMeHTUpOBaHUe

BknioveHwe
[OKyMEHTa
B WHOPMAaLMOHHYIC
cucTemy

OnepatueHoe
XpaHeHue

ApXuBHOE XpaHeHue

PucyHok A.5 — TepMWHbI, OTHOCALLMECSH K YNPaBNeHU0 JOKYMEHTaMu

HokymeHT

PucyHok A.6 — PogoBuaoBble CBA3WU ANA TEPMUHA «OOKYMEHT» MO NPU3HAKY NOANMHHOCTW/KONMAHOCTA

NyGnukar gokyMeHTa
MopNUHHKMK
AOKyMeHTa
3aBepeHHasn Konua
Konusa gokymeHTa [OKyMeHTa
OneKTpoHHas Konus Breinucka u3
AOKyMeHTa OOKyMEHTA
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JokyMeHTauuoHHoE 5
obecnevete  |la—p| OKYMEHTANBHLIA
ynpasnexus, 10Y thoHa opraHuaaumn
Henonpouseogcreo
Oneparue:oa YHU4TOXKEHHE
[ oKymeHTMpOBaHue NokymeHTooBopoT XpaHeHue
AOKYMEHTOB AOKYMEHTOB
I
Kpuaudeckn
3HaYMMEIRA
BNOKTPOHHLIA
AoKyMeHTooGopoT
(03300)

PucyHok A.7 — CBs3M Mexay TepMMUHaMM, OTHOCALLMMUCS K JOKYMEHTaLMOHHOMY obecnedeHuto ynpaenerus ([JOY)

ApxuB

¢

ApxnBHOE geno

HcnonesosaHue
apPXUBHBIX
[LOKYMEHTOB

XpaHeHwe KomnnekTtosaHwe YueT apXuBHbLIX
ACKYMEHTOR (apxuea) JAOKYMEHTOR

locynapcTBeHHLIA yYeT
OOKYMEHTOB APXWMBHOMO
coHpa Poceniickon
Genepaumm

PucyHok A.8 — Cea3u Mexay TEpMUHaMK1, OTHOCALLMMUCS K apXWBHOMY JAeny
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MpunoxeHune b
(cnpaBouHoe)

HECTaHﬂapTHSOBaHHbIE n OGLI.IETEXHH'-IECKHE TePMHWHbI

nHcpopmaumna: CeefeHus (coobLueHns, AaHHbIE) HE3aBUCKMMO OT DOPMbI MX NPeacTaBneHus.
[[3], ctaTbs 2]

MHthopMauMoHHana cucTema: COBOKYMHOCTL cogepkallleicd B Dasax AaHHbIX MHpopmalum n obecnevnBaroLLmnx
ee 06paboTky MH(POPMALMOHHBIX TEXHOMOTMIA U TEXHUYECKNX CPeacTB.
[[3], ctaTbs 2]

MoHATWME CTPYKTYPHOTO NoapasaeneHus TpakTyeTca B CTaHdapTe B paMkax TpyaoBoro kogekca Poccuickoil dene-
paunK 1 MHBIX HOPMATUBHBIX NMPABOBbLIX aKTOB B chepe Tpyaa.
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