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MNOJOXEHUE
00 OpPraHHU3alHH 3JIEKTPOHHOIO APXHBA
JAwoprwanickoro paionHoro cyaa Peenybankn Bamkoprocran

1. O0mue nonoxeHns

I.1 Hactosmee Ilonoxenune o0 opranmzaniy QesTelbHOCTH 3IEKTPOHHOIO apXHBa
AopTioausckoro paiionHoro cyaa Pecnybnuku bamkoprocran (manee - [lonoxenme)
VCTaHABIHBACT TIOPANOK (DOPMHUPOBAHMS apXHWBa 3JEKTPOHHBLIX 00pa3’0B JOKYMEHTOB,
COCTaBs JOKYMEHTOB, BXOAAIIMX B 3JIeKTPOHHbIM apXMB.

|.2 DNeKTPOHHBIA apXWB Cy/la — 3TO XPAHHW/IHILE IEKTPOHHBLIX JOKYMEHTOB WM
COBOKYTIHOCTH 3ACKTPOHHbLIX JOKYMEHTOB 4 METaJaHHbIX K HUM, COPMHPOBAHHBIX B
COOTBETCTBHH C HOMEHKIIATYpPOH JIen cya.

|.3 DIeKTpOHHBI apXMB CO3MAeTCs B LENsXx OOecrneveHus NpUeMa, yueTa.
XPaHeHHA, HCIOTb30BaHUA 3IIEKTPOHHBIX 00pa30B A0KYMEHTOB, TIPOBEAECHHUS SKCIEPTH3EI
WX LISHHOCTH H Nepeayd Ha XpaHEHHE.

|.4 DNeKTpOoHHBIE Jefa (POPMHPYIOTCS ¢ YIETOM TEXHUYECKONH BO3MOKHOCTH.

1.5 CoszanWe apXWBHBIX 3JIGKTPOHHBIX 00pa3oB [NOKYMEHTOB, OpraHH3alus
ROMILICKTOBaHWA, XPaHEHHUS, y4YeT, WCI0Jb30BaHNe 3IIEKTPOHHbIX Jell W JOKYMEHTOB, a
TAAS [Oepenada MX Ha XpaHeHHe B JJIEKTPOHHBIM apxXWB (PelepajibHbiX Cya0B o0meH
FOPHCIHKIMY OCYIISCTB/SETCS B COOTBETCTBHH ¢ MHCTpyKiiMed o nmopsiKe OpraHH3aiuu
KOMIUISKTOBaHMS, XPaHEHHUsA, YYeTa W MUCHONb30BaHUS [JOKYMEHTOB (3/IeKTPOHHBIX
JOKYMEHTOB) B apxuBax (QejlepajibHbiX CyA0B OO0illel HOPUCAWKIIAH, YTBEpPKISHHOM
npuxa3oM Cvaednoro aenapraMenra nopu BepxosHom Cyne P® ot 19.03.2019 Ne 36.

.6 DIeKTpOHHBIH apxXWB co3jaaercsd BO BeexdelepaibHBIX cyaax oOuei
ropucaukuun PecnyOnuky bamkoprocTas.

.7 OTBeTCcTBEHHOE JHIO 3a JNEKTPOHHBIM apXHWBOM HA3HAYAETCH IMPHKA30M
ipeaceaareis cyia.

.8  Kpyr oO0s3zadHocTel  paOOTHWKOB, OTBEYAKOLIUX 34 - HaUleKallee
OYVHKUHOHWMDOBAHHE  3JIeKTPOHHOTO apXuBa OMNpEleNseTcss MX  JIOKHOCTHBIMH
perinaMesTamu, Hactoswmm [ losoxedneM U npuka3zoM npeaceaTens cyaa.

2. CocTaB IOKYMEHTOB JIEKTPOHHOTO apXuBa

2.1 JloxymenTanbHblii GOHI 3ISKTPOHHOTO apxuBa COCTOUT W3 COBOKYMHOCTH
JOKYMESHTOB, 00pa3yIonIHXCcs B ASATEILHOCTH CY/I14.

2.2 DJeKTpOHHBIH apXuBHbIH (OHA BKIIOYaeT B cebs €12 BPEMEHHOTO XpaHEeHHS
(10 10 7eT BKIIOYMTENBHO), Jefa AOJTOBpeMeHHOro XpaHenus (cBpime 10 ner). mena
MOCTOSHHOIO XpaHEHHs, B TOM 4YHC/IE JOKYMEHTHI [0 JUYMHOMY COCTaBY, YYETHO-
CTATHCTHYECKHUG. KAapTOYKH [0 YrOJOBHBIM M TpaXIaHCKUM JiejaM, CTAaTHCTHYECKHE

OTHETHI.




VuuTeiBas YpPOBEeHb TEXHHHECKOH BO3MOKHOCTH [0 CO3AaHHIO 3IEKTPOHHOIrO
apXMBa YCTAHOBHUTb, YTO JIEKTPOHHBIH (OHI BKIlOYaeT B ceba IMEKTPOHHbIE 00pasbi
TOKYMEHTOB B CHEHYIOIIEM NOPsIKE:

- MO AenaM, YHHYTOXXEHHBIM B COOTBETCTBHM CO CPOKAaMM XpPaHeHHs - UTOTrOBBIH
NOKYMEHT,

- O T[PaXJaHCKUM ¥ YTOJIOBHbLIM J€laM, BPEMEHHOTO H JOJArOBPEMEHHOTO
XpaHeHMs, a Takxke aernam 00 AAMHHUCTPATHBHOM I[IPaBOHAPYLICHWH, MaTepuaiaM -
UTOMOBBIA JIOKYMEHT;

- 10 TPaXJAHCKWM M YrOJIOBHBIM J€/aMm, [MOCTOSSHHOTO XPaHEeHHWS - B IIOJIHOM
00BEME; "

2.3 Kaaplil yUETHBII B 2JIEKTPOHHOM apXHBe Cy/a JOKYMEHT SBIISETCS €IWHHIIEH
xpaHeHusi. EMMHULBI XpaHEeHHs BKITIOYAKOTCA B OITHCH, CHCTEMATHU3HPYIOTCS B IOPSIKE.
KOTOpEII oOecredrBaeT WX TNOMCK M HCTONB30BaHWe. HemocpencTBeHHas MOArOTOBKA
3JEKTPOHHBIX JIEJT ¥ Haps/IOB K 3NEKTPOHHOMY apXMBHOMY XPaHEHHUIO BO3jaraeTcs Ha
OTBETCTBEHHOTI0 pabOTHHKA, HA3HAYEHHOTO IIPUKA30M TpejceaTeis cyaa.

2.4 OCHOBHBIMH YYE€THBIMH AOKYMEHTAMH B 3JIEKTPOHHOM apXHBE Cy/a ABJIAKOTCH:

- OITHCH e, |

- OTIMCH JIeJT TOCTOAHHOTO XPaHSHHS.

2.5 BenomorateabHbIMM  YHETHBIMH  JIOKYMEHTaAMH  SBJSMFOTCH: OIMCh €1
BpeMenHoro (cseimie 10 neT) cpoka XpaHeHHS: MTPOTOKObl 3KCTIEPTHON KOMUCCUH CYya;
KYPHAJI perucTpaluHy 3arnpocos.

3. OcHoBHBEIE 3a1a4H W (DYHKIHH JIEKTPOHHOTO apXuBa

3.1 OcHOBHBIMH 3a7a4aMH IEKTPOHHOIO apXWBa ABASIOTCAH:

- yueT ¥ oDecleueHne COXPaHHOCTH 3IIeKTPOHHbBIX 00pa30B JIOKYMEHTOB, CO3/IaHME
KaTajora;

- KOMTIIIEKTOBaHHE 3ISKTPOHHBIX 00pa30B 10KYMEHTOB;

-MCTIONBL30BAHNE XPAHAIIMXCS B apXHBE ISKTPOHHBIX 00pa30B J0KYMEHTOB,

- MOATOTOBKA apXWBHEIX 3/CKTPOHHBIX 00pa30B AOKYMEHTOB W MEpefayd MX Ha
XpaHEHUE.

3.2 OTBEeTCTBEHHOE JHIO0 34 JIEKTPOHHBIH apXuB OCYIOECTBISET CJELYyHOLHe
(OYHKIIMHA:

- dopmupyeT U odopmisieT cyaeOHble Jena W WHbIE NOKYMEHTBI B 3JICKTPOHHbIH
00pa3 noKyMeHTa /1S TIOCTIEYIOLIETO XpaHeH!s B 37ICKTPOHHOM apXHBe CyJa,

- OCYLLUECTBISiET XpaHeHue rociie oOpMIeHHS B 3JISKTPOHHOM BHIE CyAeOHBIX
nen, WHBIX NOKYMEHTHI MOCTOSHHOTO XPaHEHHUs, BPEMEHHOIO XpaHEHWs, MO THIHOMY
COCTABY, ABISAIOIIAXCH UCTOYHHKOM KOMILJIEKTOBAHMS 3JIEKTPOHHOI'O apXHBa;

- COCTABIIAET W MNPEJICTABNAET pa3esbl ONUcel 3NMeKTPOHHBIX 00pa30B JOKYMEHTOB
MOCTOSHHOTO XPaHEHHS, BPEMEHHOTO XPaHEHUS HA PACCMOTPEHHME 3KCOEPTHON KOMUCCHHA
Cyna,

- OCYILECTBIAET yUeT W oDecrneynBaeT MONHYIO COXPAHHOCTh EKTPOHHBLIX 00pa3oB
JIOKYMEHTOB B 3JI€KTPOHHOM apXHBe;
" - CO3JaeT, NOMOJHAeT W COBEPIICHCTBYET KaTajlol XpaHAIMUXCS B apXuBe
YTEKTPOHHBIX 00pa30B JOKYMEHTOB;
- OKa3biBaeT IMOMOLIL B COCTABIeHHWH HOMEHKIATYPbl 3JeKTPOHHBIX 00pa3oB
NIOKYMEHTOB: =
- OPraHyu3yeTcs UCMO/b30BaHKE IEKTPOHHBIX 00pPa30B I0KYMEHTOB:




- HHQOPMHpYET Mpeacenarelis Cyia O COCTaBe MW COAEp/KaHHH JOKYMEHTOB
ITEKTPOHHOrO apxHBa.

- M0 pacnopsKEHHIO MpeAceaaTeNsa Cyla BblJacT B YCTAHOBICHHOM MOPAAKE KOITHH
3NSKTPOHHBIX 00pa30B J0KYMEHTOB B HeJisX CIY)KeOHOro HCMIOIb30BaHHM, BBITHCKH H3
JOKYMEHTOB, apXHBHbIC CIIPaBKH;

- BEAST YHeT HCNOMb30BAHHA JOKYMEHTOB, XPaHSIIIHXCS B JJIEKTPOHHOM apXHWBe.

4. IlpuemM, 00paboTKa JOKYMEHTOB Ha
OyMaKHOM HOCHTEIIE B 3JIEKTPOHHbIH apXHB, BEI1a9a JTeKTPOHHBIX JOKYMEHTOB.

4.1 DnekTpoHHBIM 00pa3 AOKYMEHTa, COCTaB/ICHHbIH Ha OyMaXKHOM HOCHTEIE,
CO31aeTCcs C TTOMOILLIbIO CKaHHPOBAHHS.

4.2 CkaHuWpoBaHue TOKyMeHTa Ha OyMaXKHOM HOCHTENE MNOJDKHO IPOM3BOIMTHECS B
Maciutaoe 1:1.

4.3 OTBETCTBEHHBIM HCIIOJHUTENEM B TMpOrpaMMHOM ofecneuyeHuH CO3aaeTcs
apXHBHbLIH (aiiyl JOKyMeHTa C 3anojHeHHEM HeoOXoauMoi HH(MOPMALAH.

4.4 Qa1 37eKTPOHHOr0 00pasa JOKyMEHTOB A0.KeH 06Tk B hopmaTte PDF.

4.5 Kaxasiii 00pa3 foKyMeHTa NoJiAKeH ObITh pPeICTaBIeH B BHIEe OTAENBHOrO (haiina
C YKazaHWeM HoMepa Jiena.

4.6 /lannble 00 0ObemMe KOHTEHHepa IEKTPOHHOIO JOKYMEHTA [PH YUYETe B YYETHBIX
TOKYMEHTAX oTpakaroTcs B merabairax (M6).

4.7 DAEKTpOHHBIE [ejla TIePeJalOTCAd B SITEKTPOHHBIM apXMB B YIOPAI0YEHHOM
COCTOAHHH MO OTMCAM 3JIEKTPOHHBIX JOKYMEHTOB, B KOTOPBIX YKa3bIBalOTCs HOMEpPa el
[0 OMMCH, HAHMEHOBaHKeE (aiiia, 00beM KaXI0T0 IEKTPOHHOro Aeaa B meradaiitax, 1ara
H BpeMs MOCIeIHEr0 U3MEHEHHS.

4.8 llepenausa 51eKTPOHHBIX JOKYMEHTOB B APXWB TIPOW3BOAWTCS HA OCHOBAHHH
OTHMCeH 3IEKTPOHHbLIX [en 1o WHOOPMAIHOHHO-TEIEKOMMYHHKALIMOHHOM ceTH (mp#
HaTM9HH B apXuse cyaa HHQOPMaLMOHHON CHCTEMb!) UM Ha (U3HYECKH 000COOIEHHBIX
MaTepHaibHbIX HOCHTEIIAX, KOTOPEIE MPEACTABISAIOTCA B IBYX WACHTHYHBIX 3K3EMILIsSpaXx.

IeXHHYEeCKOE CONMPOBOXKACHHE MO OOSCHCYCHMIO TEepeladyd  JIEKTPOHHBIX
JOKYMECHTOB B apXHB, CBS3aHHOE C HACTPOWKOH NpPOrpaMMHBLIX KOMIIIGKCOB #H HX
(QYHKOHOHHMPOBAZHHEM. a TaKKe VIOCTOBEPEHHE KadecTBA Tepe/aBaeMbIX eIWHHI
XPaHCHHS 3JEKTPOHHBIX JTOKYMEHTOB oOecrnednBaeTcs padOTHHKaMH, OTBEYAIOIIHMH 34
(ODYHKLIHOHUPOBaHHEe HHOOPMALMOHHBIX TEXHONOTHH B Cyle, a Takke pabOTHUKaMH
dummanos OI'BY MAILL Cyaebuoro nenapramesra.

4.9 llpn npueme 37eKTPOHHBIX JOKYMEHTOB HAa XpaHEHHE B 3JEKTPOHHBIH apXuB
YHHTBIBAIOTCA CACAYIOMIME (DAKTOPBI: OrPAaHUYCHUA HA MPHEM 3eKTPOHHBIX JOKYMEHTOB;
3aBEPIUIEHHOCTh  MIpomecca  CO34aHus  JJEKTPOHHOINO  [NOKYMEHTa,  HAIU4He
3daKOHOAATEIIBHBIX A@KTOB, IMPENATCTBYIOUIMX Tepeaade JJINEeKTPOHHOI'O0 JOKYMEHTa;
HalM4yHde HeoOXO0IUMON CONPOBOAMTENbHONH JOKYMEHTALMH; COOTBETCTBUE THMA
3NSKTPOHHOIO  OOOpyNOBaHUS  Pa3iMYHbIM  pEeKMMaM  XpaHeHHS  JJIeKTPOHHBIX
TOKYMEHTOB.

4.10 DneKTpoHHBIE [JOKYMEHTBI BBIJIAIOTCS K3 AapXUBOXPAHWIMINA B BHUIE
3JIEKTPOHHbIX KOMMAH MIIM KONUHK HA OYMaXKHOM HOCHUTEJle, KOTOPBIE CO3af0TCs Ha OCHOBE
pado4ero K3eMnspa KOHTeHHEpa 3JIeKTPOHHOIO JOKYMEHT4.

[lo sampocy nauil, AMEOIIMX MPaBO HA TOJYYEHHE KOMNMM HOKYMEHTOB, W IIPH
HaIW4YMKU TEXHHYECKOH BO3MOXKHOCTH apXWBHBIE CIIPaBKH (BBIMTHCKH) BBIJAKOTCS B




31EKTPOHHOH  (opmMe Ha JJEKTPOHHOM  HOcHTeNne MO0 nepechilarecs IO
HHOOPMALMOHHO-TENIEKOMMYHHUKALIMOHHBIM CETAM.

JJEKTPOHHLIE apXMBHBIE CITPABKH (BBIMMCKU) 3aBEPSIOTCH SJEKTPOHHOM TTOANMHACKHIO
[peacenarTells cyaa Uiy ero 3aMecTUTENS.

@®aKT BbIJAYH KOMNMUI 3MEKTPOHHLIX JOKYMEHTOB (DUKCUPYETCH B JKYpPHA/le BhIZa4H
IMEKTPOHHBIX JOKYMEHTOB.

Joctyn cymed u pabOTHHKOB Cyla K 3JIEKTPOHHBIM NOKYMEHTaM apXwBa [pH
HANTWYAYW  WHQOPMALMOHHON CHCTEMbl MOXET OCYIUECTBISTHCS HETMOCPEICTBEHHO C
paboYyHUX MeCT B COOTBETCTBHM C YCTAHOBIEHHBIMH IMPHKA30M TIpelcenarens: cyaa
MpaBaMH JOCTYNA K TOKYMEHTaM.

[lo pewrennio mnpencenarenss cyJa apXuB CyJa MOXKeET TPENOCTaBIAThE CYABAM U
padoTHHKAM CyJa BIIEKTPOHHBIE NOKYMEHTHI [0 JIOKaAbHOH ceTH cyaa. B aToM ciyuae
BEIETCA SMEKTPOHHBIH JKYypHAlT y4YeTa BBIOAYM 3JIEKTPOHHLIX HOKYMEHTOB H3 apXHBa, B
KOTOpoM GbuKCcUpyrOTCs: Aara Bbiaadu, GamMuliks, WHULIMATELI 3aTTPOCHUBILEI0 NOKYMEHT,
Ha3BaHHWE CTPYKTYPHOI'O MOAPA3EeeHUsl, 3arollOBOK W YYETHbIH HOMEDP BBIIAHHOTO
NOKYMEHTA.

5. IlpaBa u 0053aHHOCTH OTBETCTBEHHOTO COTPYIHMKA
3a BEIEHHE INEKTPOHHOIO apXuBa

5.1 Jlna BbINOJHEHUs BO3JIOKEHHBIX 3a7a4 ¥ (QYHKIHH OTBETCTBEHHBIM 32
3JTIEKTPOHHBIN apXWB HMEET MPaBo:

- KOHTPOJIHPOBATH BbIMNOJHEHHE VCTAHOBICHHbLIX MpaBuil paboThl ¢ 3IEKTPOHHBIMH
o0pa3amMy JOKYMEHTOB COTPYIHHKOB CV/a:

- 3anpallMBaThk Yy COTPYIHHKOB CVIa CBEASHWS, Heo0xoaumeie s pabors)
3JIEKTPOHHOrO apXKBa;

- OPHUBJIEKATh B HEOOXONMMBIX C/Iy4asiX B Ka4e€CTBE 3KCMEPTOB M KOHCYILTAHTOB
CyaeH, MOMOIIHHKOB CYAeH cyaa.

5.2 OTBETCTBEHHOE JHWLO 3a ApPXMB HECEeT OTBETCTBEHHOCTb 3a BBITIOJIHEHUE
BO3JIOXKEHHbIX HA 3NEKTPOHHLIM apxWB 3a3la4 M OYHKIMH B COOTBETCTBUU C
3aKOHOAATENECTBOM PoccHicKoH Deepauumn.

5.3 Ilpu cmeHe nMIa, OTBETCTBEHHOTO 3a BeACHHE 3NIEKTPOHHOTO apXuBa TMIPUEM U
nepefada  COOTBETCTBYIOMIHX  JOKYMEHTOB TIPOM3BOAMTCA 0O aKTy, KOTOpBIH
YTBEPIKAAETCs IPUKA30M MpeAceaaTeieM Cy/Ia.

6. MecTo U ycrnoBus XpaHeHHUs 3J1eKTPOHHOTO apXuBa

6.1 DieKTpOHHBIH apXHB pasMelllaeTes Ha 3aMAMEHHOM CepBepe Cya HAXOAALMHCS
B CEPBEPHOM MOMEILICHHH.




