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00 opraHu3alHH 3JIEKTPOHHOI'O apXHBa
Bupckoro mexkpaiionHoro cyaa Pecnydauku bamkoprocran

1. O01ue 10JI0KEHUS

1.1 IlonoxxeHue 00 opraHu3alM{ [AeSTEIBHOCTH D3JIEKTPOHHOIO apxXuBa
Bupckoro Meskpaiiornnoro cyaa Pecmy6nuku Bamkoproctan (nanee - Ilonoxenue)
periiaMeHTHpyeT NesTelNbHOCTh CO3aBaeéMoro B BHpCKOM MeXpalHoOHHOM Cyje
Pecniybnuku BamkoprocTaH anekTpoHHOro apxusa bupckoro mexpalioHHOro cyja
Pecny6nuku bamkoprocTaH (anee — 3IeKTPOHHBIN apXHB).

1.2 Hacrosimee IlonoxeHue ycTaHaBIMBaeT MOPSIOK (opMUpOBaHHA
apXuBa DJIEKTPOHHBIX 00pa30oB JOKYMEHTOB, COCTaB JOKYMEHTOB, BXOIAIIMX B
3JIEKTPOHHBIN apXUB.

1.3 DneKTpOHHBIN apXUB CyAa — 3TO XPaHWIHILE SJIEKTPOHHBIX JOKYMEHTOB
WIH COBOKYITHOCTH SJEKTPOHHBIX [JOKyMEHTOB W METAJaHHBIX K HHM,
c(hOpMHPOBAHHBIX B COOTBETCTBHH C HOMEHKJIATYpOH el Cy1a.

1.4 DrnekTpOHHEBIN apXuB co3faeTcs B LeIX obecredyeHus mpuemMa, ydera,
XpaHEHUs, MCIONB30BaHUS 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB, NPOBEACHUSL
DKCIIEPTU3BI UX LICHHOCTH U [Iepelayyl Ha XpaHEHHE.

1.5 DOnexkrpoHHble Jena (QOPMHUPYIOTCS C  Y4eTOM  TEXHHYECKOMH
BO3MOKHOCTH.

1.6 Co3ganue apXUBHBIX 3JIEKTPOHHBIX 00pa30oB JOKYMEHTOB, OpraHU3aLIUs
KOMIUIEKTOBaHHS, XpaHEHHUs, Yy4eT, HCIOIb30BaHHUE DJIEKTPOHHBIX Jel H
JOKYMEHTOB, a TaKXe Iepejaya X Ha XpaHeHHe B 3JIEKTPOHHBIN apXuB bupckoro
MexpailoHHoro cyna PecnyOnuku — BamkoprocraH — ocymiecTBiseTcd B
COOTBETCTBHM ¢ MHCTpykuued o TMOpsAKE OpraHu3alli¥ KOMIUIEKTOBAaHMs,
XpaHEeHUs, y4eTa U UCIOJIb30BaHHA JOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) B
apxuBax (enepalbHBIX CyNOB OOIIEH IOPUCAVKUMH, YTBEPXKACHHON IPHUKA30M
Cyne6uoro nernapramenTa npu BepxosHom Cyae PO ot 19.03.2019 Ne 56.

1.7 DnexkTpoHHBI apxuB co3/aeTcd B DHUPCKOM MeXpallOHHOM CyZe
Pecny6nuxu bamkoprocTas.

1.8 DneKTpoHHBIA apXuB JEWCTBYET BO  B3aUMOJECHCTBHHM CO BCEMH
CTPYKTYPHBIMH IOAPA3/CIEHUIMH CYJa, CYAbSIMH U IIOMOILHUKAMH CYAEH.

1.9 OTBeTCcTBEHHOE JHIIO 32 JIEKTPOHHBIM apXWBOM Ha3zHadaeTcs IMPUKa3oM
npeaceaarens cyaa.

1.10 Kpyr obs3aHHOCTeif paOOTHHKOB, OTBEYAIOIIMX 3a HaJJexalee
(GYHKIIMOHMPOBAHHE 3JIEKTPOHHOIO apXHBa ONpEAeNSeTCs] HX JIOJKHOCTHBIMH
pernamMeHTaMH, HacTosuM [lonoxeHneM U npUKa3oM Mpeacenarens cyaa.



2. CocTas JOKYMEHTOB 3JIEKTPOHHOIO apXuBa

2.1 JlokyMeHTaJbHBIH ¢oHx  DVEKTPOHHOTO apxuBa COCTOMT U3
COBOKYITHOCTH JIOKyMEHTOB, 06pa3ylomMXCsi B IEATENEHOCTH cyza.

2.2  DIeKTPOHHBIA apXWBHBIH (POHJ BKIXOYACT B cebs Iena BPEMEHHOTO
xpanerus (1o 10 neT BKIIFOUMTENBHO), JeNa JOJIroBPEMEHHOTO XpaHeHHs (CBBIIIE
10 ner), Aena MOCTOSHHOIO XpaHeHus, B TOM HHCIE JIOKYMEHTBL TI0 JHIHOMY
COCTaBY, y4ETHO-CTATHCTHIECKUE KApTOYKH [0 YTOJOBHBEIM U TpaXXJaHCKUM
JiesiaM, CTaTHCTHIECKHE OTIETRL.

VyuThiBas  YPOBCHB TexHU4ecKoil  BO3MOXKHOCTH  IIO CO3/IaHUIO
5IIEKTPOHHOIO apXuBa yCTaHOBHTb, HTO 5IeKTpOHHBIH (OHJ BKIIOHAET B cebst
3JIEKTPOHHBIE 06pa3bl IOKYMEHTOB B CIIe[yIOIeM MOpsIKe:

- o jenaM, yHMYTOXKCHHBIM B COOTBETCTBMH CO CPOKaMH XpaHCHWA -
WTOTOBBIN JIOKYMEHT;

- 10 TPaXJAHCKUM H yrOJIOBHBIM JI€TIaM, BPEMEHHOI0 M JIOJTOBPEMEHHOTO
XpaHeHuUs, a TaKKe JienaM 06 aTMUHHCTPATUBHOM npaBoHapyIICHUM, MaTrepHalaM
- UTOTOBBIN JOKYMCHT,

- M0 TpaXJIAHCKMM H YTrOJIOBHBIM  JI€/IaM, [IOCTOSTHHOIO XpaHeHus - B
[oaHOM 00BEME;

2.3 Kaxnuelili yueTHBIH B 3JIeKTPOHHOM apXWBe CYyHa IOKYMEHT SIBJIACTCA
eQUHMICH ~ XpaHEHMS. EnpHMIBl  XpaHeHHA BKJIIOYAlOTCA B OIHCH,
CHCTeMATH3UpYIOTCs B TOPANKS, KoTophlii obecreyuMBacT MX [IOUCK H
icrionp3oBanue. HermocpencTBeHHAN [IOJIrOTOBKA 3JEKTPOHHBIX ACT HapsJI0B K
3JIeKTPOHHOMY ~ apXUBHOMY XpaHEHMIO ~ BO3jaraeTcs Ha  OTBETCTBEHHOTIO
paboTHHKa, HA3HAYEHHOTO IIPMKa30M [peJceaaTesd cyja.

2.4 QOcHOBHBIMH YYETHBIMH JTOKyMEHTaMi B 3JIeKTPOHHOM apxuBe Cyla
SBJISIOTCH:

- OIIKACH Jiel,

- OIMCH JeJ1 TOCTOSHHOTO XPaHCHM.

2.5 BernomorarelbHbIME Y4ETHRIMA JIOKyMEHTaMH SBIISIOTCA: OIUCH JIEIl
BpeMeHHOro (CBBIIIE 10 net) cpoka XpaHeH!, IIPOTOKOJIBI AKCIIEPTHON KOMMCCHH
cy/a; JKypHaJI perucTpalii 3aMpocoB

3. OcHOBHBIE 3324t U (yHKIIHA 37IEKTPOHHOI'O apXHBa

3 1 OcHOBHBIMH 3a[ja4aM dJIEKTPOHHOTO apx¥Ba SBIAIOTCA:

- yger u obecreqeHue COXPAHHOCTH BJIEKTPOHHBIX 06pa3oB JOKYMEHTOB,
cOo3/laHue KaTajora;

- KOMIUIEKTOBaHHE 3JIEKTPOHHBIX 06pa3oB JIOKYMEHTOB;

_JICIIONTB30BAHME XPaHAIIUXCA B apXUBE 3NEKTPOHHBIX 00pa30B OKYMEHTOB;

- [I0JICOTOBKA aPXHBHBIX 3JIEKTPOHHBIX 06pa30B JOKYMEHTOB 1 Mepe/atin 754
Ha XpaHeHue.

3.2  OTBEeTCTBEHHOE JHIO 33 3MeKTPOHHBIM ~ apXHB OCYIIECTBIIAET
crepyrome GyHKIMH:



- ¢opmupyeT W OQOpMISET cyneOHple Jena M HHBIE JOKYMEHTHl B
3IEKTPOHHBIH 06pa3 IOKYMEHTa JUlsl MOCIE/yFOIero XpaHEHHs B DIEKTPOHHOM
apxHBe Cy[a;

- OCYIIECTBISIET XpaHeHHE II0CIe obopMIeHUs B  DJIEKTPOHHOM  BHJIE
cyneOHBIX JeN, MHBIX JOKyMEHTOB [HOCTOSHHOTO XpaHEHMs, BPEMEHHOTO
XpaHeHHs, 10 JIMYHOMY COCTaBy, ABIAIOLIHXCA HMCTOYHMKOM KOMIUIEKTOBAHHUA
37IeKTPOHHOTO apX1Ba;

- COCTaBIIieT M TpEeJCTAaBIACT pas/elbl omuceil 3IEeKTPOHHBIX 00pa3oB
JIOKYMEHTOB OCTOSHHOIO XpaHCHH, BPeMEHHOTO XpaHEHHs Ha PacCMOTPEHHE
3KCIIEpPTHOI KOMUCCHH CYIa;

- OCYIIECTBIsET ydeT i obecredrBacT MONHYIO COXPaHHOCTB 3JIEKTPOHHBIX
06pa30B JIOKYMEHTOB B 3JIEKTPOHHOM apXHBC;

- co3JIaeT, TIOMOJHSET M COBEPIICHCTBYET KaTajor K XpaHALMMCS B apXuBe
3IeKTPOHHBIX 00pa30B JJOKYMEHTOB;

— oKa3bIBAeT NMOMOIIs B COCTAaBJIeHHH HOMCHKJIATYPRI 3JIEKTPOHHBIX 00pa3oB
JIOKYMEHTOB;

- OpraHU3YETCs UCTIONB30BAHHE JICKTPOHHBIX 06pa3oB JJOKYMCHTOB;

- yH(popMUpyeT Tpeaceaarens cyna o COCTaBe M COJIEpXKaHWH OKYMEHTOB
ANEKTPOHHOI'O apXUBa,

- [0 PacTIOPSDKEHHIO PEICEaTeNs BEIIACT B YCTAHOBJICHHOM NOPSI/IKE KOIHH
SJIEKTPOHHEIX O0pa3oB JIOKYMEHTOB B  LEIIX CIykeOHOTO  HCTIONB30BAHMA,
BEIMMCKH U3 TOKyMEHTOB, apXUBHBIE CIIPABKH,

_ BemeT y4eT HCIONB30BaHHUA IOKYMEHTOB, XpaHALMXCA B OIEKTPOHHOM
apXUBE.

4. TIpueMm 1 06paboTKa JOKyMEHTOB Ha
6yMa)KHOM HOCHTEE B 37eKTPOHHBIN apXuB, BbIa4a
3IEKTPOHHBIX JTOKYMEHTOB.

4.1 DnexTpoHHBIH 00pa3 JOKYMCHTY, W3FOTOBICHHBI Ha OyMaXHOM
HOCHTENE, CO3JAeTCs C TIOMOLIBIO CKAHNPOBAHM.

42 CkaHupoBaHMe JOKYyMEHTa Ha GyMa)KHOM  HOCUTeNe  JIOJDKHO
NpOU3BOAUTECS B macmrade 1:1.

4.3 OTBeTCTBEHHBIM UCIIONHHATENEM B IIPOrPaMMHOM obecrieueHlH cO3aeTCsA
apXMBHBIN (aii JOKyMCHTA C 3amoHeHHeM HeoOX0MuMo# HHpOpMAIAH.

4.4 aiiy >IEKTPOHHOrO 00pasa JOKYMEHTOB JOIDKEH 6u11h B popmate PDF.

4.5 Kaxnmpiii obpa3 [dOKyMeHTa JOIDKCH OLITH TNpENCTaBICH B BHAC
OT/IeBHOTO (Baiina ¢ yKasaHueM HoMepa Aeja.

4.6 Jlannsie 06 o6beMe KOHTel{Hepa EKTPOHHOro JOKyMEHTa IpH yJere B
yUeTHBIX JOKYyMEHTaX OTpaxaroTcs B merabaiirax (MO6).

4.7 DneKTpOHHbIE Jieia IepelaloTCsA B 3JIEKTPOHHBIN apX¥B B yNIOPSHOICHHOM
COCTOSIHMHM TIO OIMCAM OJIEKTPOHHBIX JOKYMCHTOB, B KOTOPHIX YKa3bIBarOTCH
HOMepa Jiel 10 ONUCH, HAUMCHOBAHHC (aitna, 06BEM KaXOr0 JJEKTPOHHOIO nena
B MerabaiiTax, faTa ¥ BpeMs II0CIIeHET0 U3MEHEHHMA.

4.8 Tlepenaua OSNEKTPOHHBIX JIOKyMEHTOB B apxuB IPOU3BOJMTCS Ha
OCHOBAaHMH omucen 3JIEKTPOHHBIX nen no uH(OpPMaIHOHHO-
TeIleKOMMYHHKAIIMOHHOH CETH (mpu HaIMYMK B apXuBe CyNa HH(OpMAIOHHOH
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CHCTEMbI) HIM HA KOMIIBIOTEpE, YCTAHOBJIEHHOM B IIOMEIICHHH apXuBa, H
usmueckr 060COOIEHHBIX MaTepPHalbHbIX HOCHTEIAX, KOTOPBIE MPEACTABIAIOTCA
B IByX HICHTHYHBIX 3K3EMILISApax.

Texuudyeckoe CONPOBOXICHHE IO OOECIeYeHHIO Tepenadd JIEKTPOHHBIX
JOKyMEHTOB B apXUB, CBA3aHHOE C HACTPOMKOH NPOrPaMMHBIX KOMIUICKCOB M HX
(pYHKIMOHMpPOBaHHEM, & TAKKe YJOCTOBEPEHHE KauecTBa MEpefaBacMbIX eIHHHUI
XpaHeHHs  DJEKTPOHHBIX  JIOKyMEHTOB  00ecrnevuBaeTcs pabOTHHKAMH,
OTBEYAIOLAMH 32 (YHKIIMOHMPOBAHHE MH(POPMAIMOHHBIX TEXHOJNOTUH B CyZe, a
TaK)Ke pabOTHHKAaMHU (HINATIOB ®I'BY UAL] CynebHoro aenapTaMeHTa.

4.9 Tlpu npueMe BIEKTPOHHBIX NOKYMEHTOB Ha XpaHCHHE B 3JIEKTPOHHBIN
ApXUB YUMTHIBAIOTCS CIIeIyomue (akTophl: OrpaHMYeHHs Ha IPHEM SJIEKTPOHHBIX
JIOKYMEHTOB; 3aBEPILEHHOCTh MNPOLECcca CO3JaHMs BIEKTPOHHOrO JOKYMCHTa,
HaHUHe 3aKOHOIATETBHBIX AKTOB, NPEMATCTBYIONUIMX Iepefade JJIEKTPOHHOI'0
NOKyMEHTa; Hamuuue HeoOXOXHUMOH COIIPOBOJUTENBHON  JOKyMEHTAIUH,
COOTBETCTBHE THIIA HIEKTPOHHOTO 000py0BaHHS Pa3IMYHBEIM PEKUMaM XPaHECHH
3IIEKTPOHHBIX JOKYMEHTOB.

4.10 DneKTpOHHBIE IOKYMEHTHI BBIJAIOTCS M3 apXWBOXpAHWIMINA B BUAC
3]IeKTPOHHBIX KONMI WM KONHH Ha GyMa)KHOM HOCHTEINE, KOTOPBIC CO3/IAI0TCA Ha
OCHOBE pabo4ero 3K3eMILIApa KoHTeiiHepa STIEKTPOHHOr0 IOKYMEHTA.

ITo 3ampocy JHIl, IMEIOLUX MPaBO Ha MOIyYeHHe KOIMHMH JIOKyMEHTOB, U IpU
HATIYHH TEXHIYECKOH BO3MOYHOCTH, apXUBHBIE CIIPaBKM (BBIIMCKH) BBIIAIOTCS B
3NEKTPOHHOHW (opMe Ha 3JEKTPOHHOM HOCHUTEle nub0 TMepechbUlaThCs  II0
MHG}OPMAIMOHHO-TENEKOMMYHHUKALUOHHBIM CETSM.

DNeKTPOHHBIE apXHBHBIE CIPaBKH (BBITIICKHK) 3aBEPSIOTCA DIEKTPOHHOH
HOAIKCEIO Mpeficeaarels cyaa. '

®akT BbIJAYM KOMMH DIEKTPOHHBIX JOKYMEHTOB (HMKCHUPYETCA B JKypHaie
BBIIa4M JJIEKTPOHHBIX JOKYMEHTOB.

JlocTyn cyel u pabOTHHKOB Cya K 3JIEKTPOHHBIM JOKYMCHTaM apXHBa IIpH
HATHYHN HHPOPMAIMOHHON CHCTEMBI MOXET OCYIIECTBIATECS HEMOCPEACTBEHHO €
pa6ourX MecT B COOTBETCTBHH C YCTaHOBICHHBIMH IPHKA30M Npe/CceiaTeNs cyaa
npaBaMH JAOCTYNA K JOKYMEHTaM.

Tlo pelleHHIO MPeACEAATeNs Cya apXUB Cyla MOXET NPEJIOCTABIATE CY/IBAM
¥ paGOTHHKAM Cy/ia IEKTPOHHBIE JTOKYMEHTSI II0 JIOKAIbHON CETH CyJa. B stom
cllydae BeleTCs DIeKTPOHHBIH XypHal yyeTa BhIIa4H JJIEKTPOHHBIX JOKYyMEHTOB
M3 apxuBa, B KOTOPOM (UKCHpYIOTCA: JaTa BbIAad4H, dbaMuInsa, HHUIUATIDI
3aIPOCHBIIET0 TOKyMEHT, Ha3BaHWE CTPYKTYPHOTO IOAPa3sAeNieHNs, 3aroJioBoK 1
y4eTHBII HOMEp BBIIAHHOTO NOKYMEHTA.

5. IIpaBa 37EeKTPOHHOrO apXHBa

5.1 Jlnsg BBIMOJTHEHHWsA BO3JIOKEHHBIX 3al1ad U (yHKUMHA OTBETCTBEHHBIN 32
3NIEKTPOHHBIA apXUB UMEET NIPABO:

- KOHTPOJHpOBAaTh BBINOJIHEHHWE YCTAHOBJICHHBIX IPaBHI paboTEl C
37eKTPOHHBIMH 00pa3aMu JOKyMEHTOB COTPYIHUKOB CY/a;

- 3ampalnBaTh y COTPYIHUKOB CyJa CBEIEHUS, HeoOXxoquMBIe 11 paboTeI

3JICKTPOHHOTO apXHBa,




- TITpHUBJIEeKaTh B HEOOXOAUMBIX ClydasX B KayecTBe O3KCIIEPTOB H
KOHCYJIBTAHTOB CyJieH, INOMOINHUKOB cylAed bBupckoro wexpaitoHHOro cyna
Pecny6nuku bamkoprocTtas.

5.2 OTBeTCTBEHHOE JIMIIO 32 apXHB HECET OTBETCTBEHHOCTH 32 BEIMIOJIHEHHE
BO3JIOKEHHBIX Ha JJIEKTPOHHBIH apXuB 3ajad M QYHKIMHA B COOTBETCTBHH C
3aKoHOjaTenscTBOM Poccuiickoit Penepaliui.

5.3 Ilpu cMeHe JTMIa, OTBETCTBEHHOI'O 32 BeZIeHUe 3JICKTPOHHOIO apXHBa akKT -
IpHeMa TMepeiadd COOTBETCTBYIOUIMX JMOKYMEHTOB MPOH3BOJUTCA IO aKTy,
KOTOPBIH yTBEpXKAaeTcs MpeceaaTeeM cyaa.

6. MecTo ¥ yClIOBHs XpaHEHHs 3JIEKTPOHHOTO apXKBa

6.1 DIeKTpOHHBIM apXWB pa3MellaeTcss Ha 3allUIIEHHOM cepBepe cyza
HAXOJAIIMICS B CEPBEPHOM ITOMEIIEHHH.

6.1.1 Jlo co3maHusi yKa3saHHOTO B ITyHKTe 6.1 3allMINEHHOro cepsepa cyna
3JIEKTPOHHBIM apXUB pa3MellaeTcss Ha KOMIBIOTEPE M SJIEKTPOHHOM HOCHTENe
(dbremkapTe) HaAXONAIMMCS B ApXHBHOM IIOMEIICHHH.




