JlerraprameHT 00pasoBaHus ¥ Hayki KoctpoMmckoit obmacTi

OBnacTHOE FOCYIapCTBEHHOE OI0/UKETHOE 06pa3oBaTebHOe YUPEKACHAE
JOTIONHATEIBHOTO TPOdECcCHOHANLHOTO 00pa3zoBaHus

«LenTtp npoqaeccu()ﬂanbﬂoifl NOArOTOBKH, I€PenoAroToBKH H MOBBIILIEHUSA
kBaJH(PUKALHH pabOTHHKOB NpOMBIILIEHHOCTH H SKHJIHIIHO-KOMMYHAJIBHOTO
X038HCTBA»

IMPUKA3

01 mapra 2023 r. r. Koctpoma Ne

L

r. Kocrpoma

06 yrsepskaenun Ilo0KeHHus 0 cHcTeMe
XpaHeHHsl H APXUBHPOBAHUS JOKYMEHTOB
06 00yueHHH 110 OXPaHe TPY/]a H NPOBEPKE
suanus TpeGoBAHMI OXPAHBI TPYJA

B cOOTBETCTBHH ¢ M. «3» 1.5 [TocTaHOBICHU IIpaBurenscTa PO oT 16.12.2021 1.
Ne 2334 «O06 yTBepiaenun I[lpasui AKKpE/MTalMIl  OpraHn3auuii, HHIABUIYaJIBHBIX
npeanpUHAMATeNeil, OKa3bIBALOUIIX yemyri B ofnacti OXpaHsl Tpy/a, TpeGoBaHM K
OpraHM3alsIM U HHAMBHIYaJIbHBIM npeanMﬁHMaTenﬂM, OKA3BIBAIOIIAM YCITYTH B 0071aCTH
OXpaHBl TPYIa» - , .

TIPMKA3BIBAIO:
1. VIBepauTh [lonoskeHde © CHCTEME XPaHEHWs ¥ ApXMBHPOBAHUA JIOKYMEHTOB 00
0ByueHHH TIO OXPAHE TPYJa U MPOBEPKE SHAHIA TpeGoBanuii oxpaHb! TPYa
2. Pa3MecTATh HACTOAIIEE TlonojkeHre Ha OQHUIHATEHOM caiTe Or'bOY IO «Ilentp

npodeccHOHaNbHON MOr0TOBKH, [1epENOArOTOBKHU 1 TNOBBIIICHHA KBaTuUKaLIN
paGOTHUKOB TTPOMBIIIICHHOCTH 1 KM IITHO-KOMYHAJIBHOTO X038HCTBA» (manee
Oprauuzaiiig) NpOPIoOAroToBKa — Koctpoma.PO.

3. Kontposs 33 JCROL eHMEM HACTOSIIErO MPHKa3a OCTaBIA 33 coboii.
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YTBEPX/EHO
npuxazom OI'BOY IO «Ilentp
npogeccHoHaNbHON NOArOTOBKIY
Ne 5 ot « 01 » mapra 2023 T.

IMosoxkenue
0 cHcTEMe XPAHEHHsl H APXHBHPOBAHHUSL IOKYMEHTOB 006 00y4eHHH 110 OXpaHe TPy
1 npoBepKe 3HAHHHA TpeGoBaHMii 0OXpaHe Tpy/aa

1. QO0mue moJI0KEeHH A

Hacrosutee TTonoxkenue onpeaessier IIpaBuia XpaHeHus 1 apXUBUPOBAHITA JOKYMEHTOB
06 06yueHnH TIO OXpaHe TPy/1a U NMPOBEPKE 3HAHUA TpeGoBaHMil OXPaHBI TPYA,B TOM THCIC
perJaMeHTUpyeT BOMPOCHI XPAHEHHs JOKYMEHTOB Ha GymaiKHOM HOCHTENe W (W) B
hopMe IEKTPOHHBIX OKYMEHTOB,  IMOTTMCAHHBIX yCHIEHHON KBaTMQUIMPOBAHHOM
JAEKTPOHHOM TMOAINKCHIO, NpABHIA PE3EPBHOrO  KONMPOBAHHI W BOCCTaHOBJICHUSA
JOKYMEHTOB, a TakKe YCTaHaBIMBAIOTCA MOPAIOK, MECTO, (GOpMBl ¥ CPOKH XPaHEHHS
JIOKYMEHTOB B 00,1aCTHOM rOCYy/1apCTBEHHOM 610/pKETHOM 00pa30BaTEILHOM YUPEKACHUN
JOTIOHATENBHOTO  TPOGEeCCHOHaTBHOro  00pa30OBaHUs «llentp npobeccHoHATbHON
[OArOTOBKH,  IEPenoAroTOBKM M TOBBILICHHA kpamuuKaruy  pabOTHHKOB
MPOMBINIICHHOCTH M JKHITHIIHO-KOMMYHAIBEHOTO xossitcteay (manee — OT'BOY IO
«IleHTp npodeccuoHaIbHOH noarotoskm»/LIeHTP).

TMonoxenue pa3paboTaHO B COOTBETCTBUH C INIL. «3» n.5 [Mocranosienus [lpaBurenseTsa
PO or 16.12.2021 r. Ne2334 «OO6 yrBepKICHHH [IpaBu aKkpeauTalluu OpraHu3aluii,
MHNBIAYaTbHBIX IPEANPUHUMATEICH, OKa3hIBAIOIMX YOIy B o6J1acTH OXpaHbl TPYy1a, v
TpeGoBanuit K OpraHu3aLWsIM, MHIMBHAYATEHDIM NpeMpUHIMATEAM, OKa3BIBAIOLIIM
yeayryu B 006aacTi OXpaHbl TpyZaay», TMocTanoenenueM I[lpaBurenscTea PO o1 24.12.2021
Ne2464 «O nopsake 00y4eHus 10 OXpaHe TPYAa 1 NPOBEPKU SHAHHA TpeGoBaHUi OXpaHbI

Tpyaay, DenepanrbHOro 3aKoHa OT 6 anpelst 2011 r. Ne63-®3 «OG6 21eKTPOHHO#M MOAMUCHY,
deepanbHOro 3akoHa 0T 22 OKTAOpA 2004 1. Nel2-®3 «OO6 apxMBHOM /€€ B
Poccuiickoii  ®ezepaiu», PeaepanpHOro 3aKona 0T 27.07. 2006 r.Nel152-@3 «O
MEPCOHAIBHBIX - JaHHBIX», TOCT P 7.0.8-2013 HamuoHajlpHBIH CTaHAapT Poccuiickoi
denepanu. CucTeMa CTaHAAPTOB 110 uHbopMaly, OUOIHOTEYHOMY M H3[ATEIbCKOMY
jely. Jlenopor3BOACTBO U apXMBHOE €10, TepMHHBEL U OTIPEICIICHU?,
«[OCT 54989-2012 (ISO/TR 18492:2005). HanuoHanpHbIH CcTaHIapT Poccuiickoi
®enepaiyi. OfecriedeHne JONTOBPEMEHHOH COXPAHHOCTH SJICKTPOHHBIX JOKYMEHTOBY,
«OCT P 54471-2011/1SO/TR 15801:2009. HaumoHanbHBIH CTAaHAAPT Poccuiickoii
denepaun, CHCTEMBI NEKTPOHHOTO JOKyMeHTO0OO0pOTa. Y IpaBICHUE JOKyMEHTaLUeH.
Uubopmanys, coxpaHsemas B 3JICKTPOHHOM BHIE. PekoMeHIALMH M0 00ECHECUEHHIO
JIOCTOBEPHOCTH ¥ HA/IEKHOCTH» M MHBIX 3aKOHONATCIIbHBIX, HOPMATHBHBIX M JIOKaJTbHbIX
aKTOB, AEICTBYIOIIMX B 00/IACTH XpaHEH!s I0KYMEHTOB B [{entpe.

Hacrosmee ITonoxeHne pacnpoCcTpaHsaeTcs Ha opraH{3allfio paboThl ¢ JOKYMCHTAMH,
HE3aBHCHMO OT BHIA HOCHTEIS, BKITIOUAs MX IOATOTOBKY, PETHCTPALIMIO, Y4IET W KOHTPOIR
MCHOJHEHHMS, OCYIIECTBISEMBIC C TMOMOIIBIO ABTOMATH3UPOBAHHbIX (KOMITHEOTEPHBIX)
TEXHOJIOTHI. ) :

ABTOMaTH3UPOBAHHbIC ~ TEXHOJIOIMA oOpaboTku  MH(OPMALIUH, cojiepyKaniencs B
JOKYMEHTAX, JOJKHBbI COOTBETCTBOBATH TPeOOBAHMAM HACTOAIIETO [ I0OROKEHU.

Bomnpockl, Heperyaupyembie [100KEHHEM, PEIIAIOTCA B TOPSKE, YCTaHOBJICHHOM
TpymoesiM Kopekcom P® u jpyruMH HOPMATHBHO-NPABOBRIMH - aklaMid TPYIOBOTO
3aKOHOAATENLCTRA.
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2. CucreMa XpaHeHHsl H APXMBHPOBAHHS IOKYMEHTOB
IlpaBniia HX ApXHBHPOBAHHS

2.1 Jloxymentarus OI'BOY JTIO «LleHTp pohecCHOHATBHOI TOArOTOBKU» 00 00yYeHHH
[0 OXpaHe TpyJa M IpPOBEpKe3HaHus TPeOOBaHMI OXpaHbl TPY/a BKIIOYALT B cebs:

- IpOrpaMMbl 00y4eHHs

- yueOHO-METOANYECKIE MAaTepHATIbI

- 3K3aMEHAMOHHbIE OMIETHI

- pHUKa3bl 0 GOPMHUPOBAHUH YICOHBIX IPYIIIL

- pacrucanue 3aHATHI

- JKYpHAIIbl y4eTa MOCeIIaeMOCTH 1 Pe3y/IbTaTOB MPOMEIKYTOUHOI0 KOHTPOIIA 3HAHUH

- IPUKA3 0 HA3HAYEHHH YK3aMEHAIMOHHOH KOMUCCHH (KOMUCCHH MO IIPOBEPKE 3HAHWH)
- IPOTOKOJI IIPOBEPKHM 3HAHUA TpeOOBAHMI OXpaHbl TPy Aa

- ’KypHAJ y4eTa BBIIa9H JIOKYMEHTOB

- peecTp BbIJaHHBIX JOKYMECHTOB

- IPUKAa3bl O BBIMYCKE y4eOHBIX TPyIII

- MIHBIE JIOKyMEHTBI B COOTBETCTBMHM € Pa3/eIOM 3 HACTOALLICTO [Tonoxenwust

Pe3ynbTaThl NPOBEPKH 3HAHMH TOCIE 3aBEPLICHUA o0y4eHuss TpeOOBAHUAM OXPaHBI
TPy/la, OKA3aHWIO IEPBOM MOMOLIM IOCTPANABIIMM, HCII0JIB30BAHUIO (IPUMEHEHHIO)
CPEICTB MHAWBHIYAIBHOM 3a1IUTE], OGOPMIIAIOTCS POTOKOJIOM NPOBCPKH 3HaHUH.

IIpoToKON TIPOBEPKH 3HAHMH MOKET OBITh o(opmiieH Ha OyMaKHOM HOCHTENE WIH B
31eKTPOHHOM BHIE U SABISETCS CBHICTEILCTBOM TOrO, HIO pabOTHUK  TIPOILEII
COOTBETCTBYIOMIEE 00YUEHHE U YCIELIHO 3aBEPLIMIL €T0 MPOBEPKOI 3HAHHH.

Hymepanus MpOTOKOJOB BEAETCA B TCYCHHE Ioj@ HApacTalomuM HTOTOM 1
COOTBETCTRBYET HOMEPY Y4COHOH IPYTIIbI.

B mpoToKojie MPOBEPKH 3HaHHA TpeOOBaHMT OXpaHBI TPyJa YKa3bIBACTCA CICLYIOMIA
uHbopManys: I0JTHOE HAaUMEHOBAHHE OpraHusanuy, NpoBOJMBILIEH OOydeHue; faTa |

~ HOMep MPHKa3a O CO3JaHMM KOMHCCHH IO MPOBEPKE 3HAHMI TpeGoBaHMi OXpaHbl TPY/a;

®UO npeacepatess W GICHOB KOMHCCHM, HAHMEGHOBAHME W MPOJOMKHTEILHOCTH

‘HpOl"paM-Mwbli ®UO, npodeccus (JOIKHOCTB), MECTO padOThl PabOTHMKA, TPOLICALICIO
NPOBEpKY . 3HAHMI; pe3yabTar MPOBEPKH  3HAHUA TpeGoBaHuil  OXpaHbl  TpyJa

(«yIOBIETBOPHUTEILHON/ «HEYIOBIIETBOPHTEILHOY ), nara IPOBEPKH 3HAHMS,
PerncTpaliMOHHbI HOMEp 3alliCH O NPOXOXKACHUH POBEPKH 3SHAHIA TpeGoBaHUH OXpaHbI
Tpylda B peecTpe oOydYeHHBIX IO OXpaHe Tpyaa (¢ 01.03.2023 r.); moonuch pabOTHHKA,
MPOLIEIMEro IPOBEPKY 3HAHUIA.

ITpoTokos mpoBepKH 3HaHUs TpeOOBaHHH OXpaHbl Tpyna pabOTHHKA TOIIUCHIBACTCA
MpejceaTeneM (3aMecTUTeNeM PeICeIaTe/lsl) H YIeHaMi KOMUCCHH [10 MPOBEPKE 3HaHUH
TpeGoBanmii OXpaHbl Tpysaa. JlomycKkaeTcs BO3MOXKHOCTb BEICHHSA IPOTOKOA NMPOBEPKH
3HaHus TpeGoBaHuil OXpaHBl TPYa B 3ICKTPOHHOM BHIE C HCIIONB30BAHUEM 3NIEKTPOHHOM
MOJMYCH WK JII0G0ro APYroro croco0a, MO3BOIAIOMIEr0 MACHTHOUIMPOBATL JTUIHOCTE
paboTHUKA, B COOTBETCTBUHM € 3aKOHOIATEIbCTBOM Poccuiickoii @emepaunn. IIo 3anpocy
paGOTHHMKA eMY BBLIACTCSA POTOKOI Ha OYMaKHOM HOCHTENE.

B ciiydae, ecii HODMATHBHBIMHM IPABOBBIMM aKTAMM HE yCTAHOBIICHA HEOOX0MMOCTD
BBLIAYM YA0CTOBEPEHHUIA O IPOBEPKE 3HAHUS TPEOOBAHUH OXpaHbl TPY/a, AONONHUTENBHO K
TIPOTOKO/1y NPOBEPKH 3HAHMSA JOMYCKAacTCs BEIABATH YOCTOBEPCHUE O MPOBEPKE SHAHMA
TpeGoBaHuii OXpaHBI TPy1a PabOTHUKY, YCHEUHO MPOLIEIEMY TPOBEPKY 3HaHUil.

-



[Mo oOKOHYaHW{ OOYYEHMA [PYNMbl JMLO. OTBETCTBEHHOE 33 OpraHM3allHOHHO-
METOIMUECKOE COMPOBOYXKICHUE 0OyueHUs (METOIHCT) (opMHpPYET HMTOTOBYIO MAalKy C
MACHTHUKALMOHHEIM HOMEPOM IPYIIIIBL, B KOTOPYIO BKIOHAIOTCA clIeyIolHe JOKYMEHTHI:
IpHKa3 O Hadyajge OOyueHHs; NMPUKa3 O BBITTYCKE IPYTIIIBL pacIicaHue 3aHATUI; KypHAT
ydeTa MOCEIAeMOCTH 3aHATHI M PE3YJIBTATOB KOHTPOIIL 3HAHWI; NpUKa3 O Ha3HAYCHUU
KOMMCCHH, TIPOTOKOJI IPOBEPKH 3HAHUH TpeboBaHuil OXpaHbl TPY/Aa, OTBETHI YHALIHUXCA Ha
3K3aMEHAIIMOHHBIE OWIETHI, €CIH I[PETYCMOTPEHBI MHMChMEHHBIC MM TECTOBBIC dopma
NPOBEPKH 3HAHUI)

XpaHeHHe AOKYMEHTOB B MTOrOBOH Marke ¢ MIEHTHOUKALUOHHEIM HOMEPOM I'DYIIIBI
OCYILECTBISIETCA B COOTBETCTBHM € HOMEHKIATYpoii gen OpraHu3aiui.

OTBETCTBEHHOCTH 33 XpaHeHHEe W apXHBUPOBAHUE IOKYMCHTOB 00 00yuenuH U MpoBepKe
3HaHWii 10 OXpaHe TpyJa M OpPraHM3alMio  Je/I0NpOU3BOJICTEY, coOmoaeHue
YCTAHOBIEHHBIX HAacToswuM [lonokenuem, B OpraHu3alyy Bo3/aractcest Ha HauaibHHKA
oT1/1e1a 00yUeHU.

Henocpeactertas paboTa 110 KOMIICKTOBAHHIO JI0KYMCHTOB 00 00y4YeHHH U MTPOBEPKE
3HaHuil TpeGOBAHHH OXPaHbl TPY/1a OCYICCTBILACTCH MCTOTUCTOM.

3 MecTo CpOKH XpaHeHHsI JOKYMEHTOB I10 00y4eHHIO H IPOBEpPKe
3HAHMi TPeOOBAHMI OXPaHBI TPYAA HA OyMa:KHOM HOCHTeJIe

XpaHeHHE JOKYMEHTOB 110 00y9IEHUIO H [IPOBEPKE 3HaHui TpeOoBaHMil OXPAHBITPY/AA Ha
OyMaKHOM HOCHTEJIE OCYIIECTBIIACTCA B apXHUBEC OT/ETa o6yuenust OT'BOY IO «Llentp
1po(heCCHOHATBHOM MTOITOTOBKKY.

B cOOTBETCTBMM ¢ HOMEHKIATYpoil aen OpraHusaivy Uis XpaHeHus JOKYMEHTOB MO
00yueHHI0 W TPOBEPKE 3HAHHUA TpeGoBaHMii OXpaHbl TpyAa Ha OyMaXKHOM HOCHTEIIE
ycranagnnnaiofcsx CIIeYIOLIHE CPOKH! ’

_ TIporpammbi 00ydeHus — 5 jieT
o [lpoBepouHble MaTepUalbl (TECThI, 3a1aHMA, Ounersl) — 1 rox

- Wrtorosas manka — 3 JIET '

- TTpuKasbl 0 Ha3HAYCHHH KOMACCHH — 5 JIET

- TIpOTOKOTBI 3aCE/aHMs KOMUCCHHU 110 IPOBEPKE 3HAHMA — 10 net

- JKypHan perucrpaiuy y4eOHBIX IPYTIT — 5 ner

- JIOKYMEHTHI O IPOBEPKe 3HaHui TPEOOBaHU OXpaHsI TPYJIa — 10 BocTpebOBaHMs

-~ YKypnai yueTa BblIauu JOKyMEHTOB O MPOBEPKE sHanuit — 50 et

— VYyebHO-METOAMYECKHE = MaTepuajibl 110  [porpaMMmam (KOHCTIEKTBbl  JICKIIH,
TPE3EHTALIH, PAa3/JATOYHbIE THAAKTHUECKAE MATepHallbl 7L JIEKIMOHHBIX U MPAaKTHUECKUX
3aHATHIT) — 70 UCTEYCHHUS CPOKa Hag00HOCTH

— . 3aaBICHUA 00yyaroImxcsl, 3a5BKH opraHu3auni — 5 JeT |

= " Peectp yuera 611aHKOB JOKYMEHTOB CTPOrof OTUETHOCTH — 3 rona

a7 AKTBI CIIHCAHHUs GJaHKOB JIOKYMEHTOB CTPOTOH OTYETHOCTH — 3 roxa
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4. [Mopsiiok mepeBoja A0KYMEHTOB, H3rOTOBJCHHBIX Ha OyMaKHOM HOCHTeJIe, B
3JeKTpoHHbIe J0KyMeHTbl. IIpaBmia XpaHeHHs H ApXMBHPOBAHMS, Pe3epPBHOrO
KOMHPOBAHHST M BOCCTAHOBJIEHHs JJIEKTPOHHBIX JOKYMEHTOB, MOANHCAHHBIX
yCHJICHHOM KBAJIH(HUHPOBAHHOH 3JIEKTPOHHOH NOANKCHIO

B Oprasusauyy J0IyCKaeTess BO3MOKHOCTH BEICHHA MPOTOKOJA [POBEPKHM 3HAHMS
TpeGoBanmii OXpaHbl TpyJa PabOTHUKOB B ODICKTPOHHOM BHAC € UCTIOB30BAHHEM
3JEKTPOHHOM MOIHCH WIH JII000ro pyroro crocoba, TTO3BOJIAIONIET0 HAEHTHHLIUPOBATH
paboTHUKA, B COOTBETCTBUH C 3aKOHOJIATC/ILCTBOM Po.

[lepeBOA AOKYMEHTOB Ha OyM@KHOM HOCHTENE U COCTABIAIOTIMX OyMaKHBI apXHB,
OCYILECTBASETCS B COOTBETCTBHH C [PHKA30M T€HEPATbHOTO IMPEKTOPA OpraHu3aLuy.

DeKTPOHHBIH 00pa3 JOKYMEHTOB CO31ACTCs € IOMOLIBIO CKaHUPOBAHUSL.

[Ipy CKaHMPOBAaHUKM HEOOXOIUMO obecreunBath paspeinenne He menee 200 Touyek Ha
HOIM, a TaKKe COXpPAHEHHE BCeX PEKBU3WTOB U @y TCHTHYHBIX MPH3HAKOB MOVIMHHOCTH, B
ToM umcie rpaduyeckod MOAMMCH JIULA, IeHaTH Opranusaiiu. DJIeKTPOHHBIN daitn
JIOKyMeHTa J0JKeH OblTh B OpMaTe PDF. Pasmep oanekTpoHHOTO (aiina HE XOJKCH
npesbiiarh 30 MerabaiT.

Jlupexropom Opranuzauuu Ha3HaYaeTCs OTBETCTBEHHBIH CIELIMAIUCT,
YIIOJITHOMOUYEHHBIN, Ha CO31aHUC ¢aiinos, nepenady AOKYMCHTOB B 9JICKTPOHHBIA apPXHB,
(hopMUpOBaHHE JJIEKTPOHHOIO apXUBA, paGoTy C JOKyMEHTaMM SJICKTPOHHOTO apXupa, B
Tou uymcie (OPMHPOBAHME M 3aBepeHHE OyMAKHON KOIMH IICKTPOHHOTO JOKYMEHTa,
oGecredenns TOCTOBEPHOCTH 3JIEKTPOHHBIX JOKYMEHTOB, PA3SMEUICHHBIX M BBOAAMBIX B
3/IeKTPOHHbII APXMB, & TAKKE PE3EPBHOTO KONMPOBAHIS, BOCCTAHOBICHHA UH(pOpPMALIHH.

OTBETCTBEHHBIM HCIOJIHUTEIEM CO3/1aeTCs apXMBHBIN (Qaii TOKyMEHTa ¢ 3amoIHCHNEM
neobxoaumoit -~ uadopmarun. Kaxstit OTHeNBHBIH  AMEKTPOHHBIH 00pa3  JTOKyMEHTa
OTKEH GbITh npeziCTaBneH B BHJIE OTAEBHOrO (ailjja ¢ HaMMEHOBAHHEM, [103BOJIAIOIINM
MEHTH(QULPOBATD DJIEKTPOHHBIH o0pa3 IOKyMEeHTa.

B apxuBHbI# (aiin OTBETCTBEHHBIN MCIIOJIHUTEIL 3arpy’xact 3J1EKTPOHHBIN 00pa3
JIOKYMEHTA, IPEBAPUTENILHO CBEPAs €r0 ¢ OPUTHHATIOM 1 Ha UIeKalle 3aBepeHHOH KOIUeH.

[lpy = yCTAaHOBJECHMM  HACHTHYHOCTH  JICKTPOHHOTO oOpaza  JOKyMeHTa C

 OpUrHHAIOM/KONMCH  OTBETCTBEHHBI  MCTOJHMTEAb MM JIUPEKTOP Opranu3anuu
MOUIMCHIBAET €ro JIeKTPOHHON KBAITH(QUIUPOBAHHON NOAMHCHIO.

BBoa nONydyeHHBIX HIH CHOPMHUPOBAHHBIX 3JICKTPOHHBIX 00pa3oB JIOKYMEHTOB B
3NEKTPOHHBIH apXUB TO/DKEH BBIMOMHATHCS OTBETCTBEHHBIM JIMIIOM B KpaT4ailini cpok.

IeKTPOHHBIi aPXHB MPEIOCTABIISIET HONB30BATEIIM CIEYIOMIHE BO3MOYKHOCTH:

- IOUCK JOKYMEHTOB 110 PEKBU3UTAM 1 3HAYCHUAM

- OTKPBITHE 2JIEKTPOHHBIX 00Pa30B TOKYMCHTOB CTaHIapTHBIMH CPEJICTBAMH

- BBIBOJI Ha OYMasKHBIM HOCUTEIb )

- (OpMHpOBAHME CTATHCTHYECKOH M JAPYTOH OTYETHOCTH O COCTOAHHMH JIIEKTPOHHOTO
apX¥Ba; pasrpaHUUCHHUE IIPaB IOCTYIA K JOKyMECHTaM JJIEKTPOHHOTO apxuBa

- HEBO3MOKHOCT YJaTEeHUs PaHee 3arPyIKEHHBIX JJICKTPOHHBIX 00pa30B IOKYMEHTOB

- HEBO3MOKHOCTh YMAJCHHS M 3aMCHBI 3NIEKTPOHHON IOAMUCH B paHee 3arpykKCeHHBIX
3MEKTPOHHBIX 00pa3ax J0KYMEHTOB.

DJIeKTPOHHLI apxXuB OpraHM3aliK BKIIOWACT B ce6st MHMOPMALMOHHYIO CHCTEMY,
0BeCreuHBAOLLYI0  YIIPABAECHHUE  apXMBHBIMU - SIICKTPOHHLIMH JOKYMEHTaMH |
ofecreunBaeT MECTO - Uil XPAaHEHMs OJIEKTPOHHBIX ~JOKYMCHTOB Ha (hu3UeCKH
060COBICHHEIX MATEPHATbHBIX HOCUTENAX, B TOM YHC/IE IS MX BPEMEHHOIO pasMEIICHIA,



a TaKke  yCTAaHABIMBAIOTCH  WIM  BBIJCIACTCS HeoOXOAMMOE  CEepBEpHOE U
KOMMYHHKaLHOHHOE 000py10BaHHE.

DNEKTPOHHBIE JOKYMEHTBI, TIOUICKALILIE XPAHEHHIO, TICPE/IatoTCA B 5JIEKTPOHHBIH apXuB
B YHOpPSJOYEHHOM COCTOSHHH B BHIEC KOHTEHHEPOB, ofecneyrBaOUX LEJIOCTHOCTh
JIEKTPOHHBIX JOKYMEHTOB, HA OCHOBAHMM ONMCEH OJICKTPOHHBIX JOKYMCHTOB TIO
BHYTpEHHEH 7eKTpOHHOH noure OpraHusalnid Wid Ha 060c00IEHHBIX (ONTUYECKHUX)
HOCUTEJIAX.

D71eKTPOHHBIE TOKYMEHTHI, CHCTEMATHU3HPYIOTCS 10 KOHTeHHepaM, UHIEKCUPYIOTCA H
MMEIOT CPOK XpaHEHHs, OTpe/esieHHbll HOMEHKIATYpoH Jel Opranuszaiyu, B MOPsJIKE,
YCTAHOBIEHHOM B OTHOIIEHMM jiefl, CHOPMHPOBAHHBIX M3 AOKYMCHTOB Ha OyMaXKHOM
HOCHUTEJIE.

KouteitHep 2M€KTPOHHOIO IOKYMEHTa NPEACTaBIACT coboit ZIP-apxuB. B KoHTeiiHep
37IEKTPOHHOTO JIOKyMEHTa BKIIOYAIOTCS: 3JICKTPOHHBIH JTOKYMCHT B dbopmaTe apXMBHOTO
XpaHEHUA U MeTaJaHHbIe JTOKYMEHTa, BK/IHOUAs JCKTPOHHBIC IIOAIHCH.

B ciyuae HEOOXOAMMOCTH BOCCTAHOB/NEHHMS JAHHBIX OJICKTPOHHOTO JIOKYyMCHTA,
Opranuzauusi TPOBOAUT PE3EPBHOC KOMHPOBAHHE. JUns opraHuM3alMy  PEe3€epBHOrO
KOMMPOBAHUS MCIOABb3YIOTCH CTAHIAPTHRIE CPElICTBA OTepaLMOHHOM cHcTeMbl. PezepBHOE
KOMMPOBAHKE [IPOBOIUTCS €KEMECSUHO HE [1031HEee 20 yucna MecsLa.

JIns co3gaHMs pe3epBHLIX KOMHUH JIaHHBIX [PUMEHSNOTCS KOMIMAKTHBIC (cMeHHBIE)
HocuTe M HHpopMamu (001a4HOe XPaHHITUIIE, BHCITHHE JKECCTKHE quckn). [pu cozmannu
pe3ePBHBIX KOMUH JIOMYCKAIOTCA WX apXMBAPOBAHHE CHEIMANBHBIMA MPOrpaMMHBIMH
CPeICTBAMH.

XpaHeHHe pe3epBHbIX KOMHI OCYLIECTBISCTCS B TEUCHHUE 3-X MECSLCB.

BoccTaHOBICHHE  yTPaueHHbIX JIaHHBIX — [POM3BONMTCA M3 pe3epBHOI  KOTIHH,
obecrneynBaroell MUHIMAIBHYIO TOTEPIO JIaHHBIX, COAEPIKAIINXCH B UH(POPMALUOHHON
pecypee. . )

OTBeTCTREHHBIE AUL@ TIPH paboTe ¢ HIEKTPOHHBIME JOKYMEHTAMH 00A3aHbI cobmroaaTh
TpeGoBanus 3aKoHOaTeNbCTBA POCCHHCKON Gdenepan 0 3aMIMTe TMEPCOHATBHBIX
JNaHHBIX. '

5 IpexocTaB/ienHe A0KYMEHTOB 00 00y eHHH 10 0XpaHe TPyAa
' B DJIEKTPOHHOM BH€

[lpu BeieHMH POTOKONA MPOBEPKU 3HAHNS TPEOOBAHUH OXPAHBI TPY/2 B S7IEKTPOHHOM
BUjle, OOMEH IEKTPOHHBIMH TPOTOKOJIAMU C JIMLAMH, TNPOMICTINUMHA MPOBEPKY 3HAHUH
[POUCXOIUT TOXKE UCKINOUMTENLHO B SJICKTPOHHOM BHIE (MO yneKkTpoHHO# moure) B 10-
JHEBHBIH CPOK C JaThl 3aCEAAHNS COOTBETCTBYIOIICH KOMHCCHHU 110 IIPOBEPKE 3HaHUiA.

NIeKTPOHHBI ~ HOKYMEHT  IOJIHACHIBACTCS — YCHIICHHOH KBaTM(PULIIPOBAHHOM
3NIEKTPOHHOM MOATICHIO AupekTopa OpraHu3aluy. ’

[To sanpocy JMI@, TPOIIETIIEro NPOBEPKY 3HAHMH TpeGoBanuii oXpaHbl Tpyaa emy
BBIAETCA MPOTOKO [IPOBEPKH 3HAHMIT Ha OYMaXKHOM HOCHTEIIE.

BymaskHas KONMsi JEKTPOHHOTO JOKYMEHTAa 3aBEPACTCS OTTHCKOM IITamra «Komus
3JEKTPOHHOTO ~ JOKYMEHTa  BepHa» M COOCTBEHHOPYYHOW  MOJMUCBIO  JIMIA,
YIIOJIHOMOYEHHOTO 3aBEPATH JOKYMEHTBI OT NMCHH Opranuzauuu ¢ pacmmpposkoii GPUO
1 YKa3aHHEeM AaThl.

OTBETCTBEHHBIH HCIOIHUTEb HECET MEPCOHATBHYIO OTBETCTBEHHOCTH 38 HACHTHYHOCTD
unpopmanuu . B OyMaXHOH — KONHMM  SJIEKTPOHHOTO I[O‘ISYMSHTa Hee
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3NIEKTPOHHOM OpPUTMHAJIE, a TAKKE 3a co31aHne OyMaKHON KOMUK JOKYMEHTA.

4 JIMCTEI MHOTOCTPAHUYHBIX OyMaKHBIX KOIMUH DJIEKTPOHHBIX JOKYMEHTOB JIO/DKHBI OBITH
MPOHYMEPOBaHbI, JOIYCKAETCsl OpPOLIIOPOBAHUE JIMCTOB MHOTOCTPAHHYHBIX AOKYMEHTOB,
MX MIPOLIMBKA U 3aBepeHHE COPOIIIOPOBAHHOIO JOKYMEHTa Ha 060pOTe MOCIEIHEro JUCTa.

6. OTBeTCTBEHHOCTH 32 XpaHeHHe JOKYMEHTOB

OpraHuzaiis HECeT OTBETCTBEHHOCTb 3a COXPAaHHOCTh JOKYMEHTOB KakK Ha
OyMaKHOM, TaK M Ha 3€KTPOHHOM HOCHTEJIE, a TAK/KE IEKTPOHHOr0 apxuBa, 00paboTKy u
XPaHEHHUE NEePCOHAIbHBIX JAHHBIX, COEPIKALIMXCS B ATEKTPOHHOM H OyMaXHOM apXUBax.

Ilpp  XpaHEHHH JNEKTPOHHBIX JOKYMEHTOB Ha  (u3uueckd  000COOJCHHBIX
MaTepHaJbHBIX HOCHTENAX OHHM 3allMIIAlOTCA OT BPEIHBIX BO3JICHCTBHI OKpYKAIOIICH
CpeJibl, B TOM YUCJI€ MATHUTHBIX, 3MIEKTPOMArHUTHEIX U TEMIIEPaTyPHO-BIaKHOCTHBIX.

KOoHTponmb TeXHHUYECKOr0 COCTOSIHMA IEKTPOHHBIX JOKYMEHTOB M  (DH3HYECKOIO
COCTOSIHUS NEKTPOHHBIX H OYMa)KHBIX HOCHTENEl NMPOBOJUTCSA HE pPexe OJHOro pasa B 3
roja.




