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1. OO0uMe MoJI0KEeHHUS

1.1. Hacrosmee ITonoxeHue onpenesseT NpaBuila XpaHeHUsS H apXUBUPOBAHNS JOKYMEHTOB
00 oOyueHun pabOTHHKOB U pabOTOZaTeNeH BOIPOCAM OXPaHBI TPyHa, B T.4. PErTIaMEHTHUPYET
BOIIPOCHI XPAaHEHHs JOKYMEHTOB Ha OyMaXHOM HOcHTene u (Wix) B (OpME SIEKTPOHHBIX
JIOKYMEHTOB, MOJIUCAHHBIX YCHICHHOH KBAIM(QUIMPOBAHHOH 3IEKTPOHHOM ITOANKCEHIO, IIPaBUIIa
PE3EPBHOrO KOIMHMPOBAHHMA H BOCCTAHOBIIEHUs [JOKYMEHTOB, a TAkKe yCTaHABIMBAIOTCA IMOPSIOK,
MecTO, (GOPMBI i CPOKU XpaHEHHUs TOKyMeHTOB B OOMIECTBE C OrPaHHYCHHON OTBETCTBEHHOCTBIO
WJIEAl» (0Oanee —Opeanuzayus).

1.2. TlonmoxkeHume pa3pabOTaHO B COOTBEICTBHM C INL «3» I. 5. IlocTaHOBICHHUS
IIpasutenscTea PO ot 16.12.2021 2334 «O6 yrBepx/aenun [IpaBui akkpeXuTallii OpraHU3aluy,
MH/IMBUIYadbHBIX TPEANpHHAMATeNnei, OKa3BIBAIONIMX yCIyrd B OONAaCTH OXpaHBI TpyZda, H
TpeboBaHMi K OpraHM3alysdM U WHIUBHIYaIbHBIM TPENIPHHUMATENIM, OKa3bIBAIOIIMM YCIyrH B
oGrnacT oXpaHs Tpyaa», [locrarosnerneM IIpasutenscrsa PO ot 24.12.2021 N 2464 «O mopske
06ydeHus 110 OXpaHe TPy/a i IPOBEPKH 3HAHHA TPeOOBaHMHI 0XpaHbl TpyAa», PenepanbHOro 3aKoHa
ot 6 ampests 2011 rona Ne 63-03 «OG 311eKTPOHHOM HoATHCH», DenepanbHOro 3aK0Ha 0T 22 OKTSOPA
2004 roma Ne 125-@3 «O6 apxusHoM zene B Poccuiickoit @enepanumny», OenepaibHbIA 3aKOH OT
27.07.2006 Ne152-®3 «O nepconansHbrx gaHHbx», «['OCT p 7.0.8-2025. HauuoHanbHBINA CTaHAaPT
Poccuiickoit @enepanuu. CucremMa cTaHZApTOB 110 HHGOpMaLUH, OHOIMOTEIHOMY U H3NATEIECKOMY
neny. JlenonpousBOICTBO M apxuBHOE memno. Tepmuubl u ompeneneuns», «OCT P 54989- 2012
(ISOTR  18492:2005). HauwonambHsA cTaHmapT Poccuiickolt Oenepauun. Obecredenue
JOIrOBPEMEHHOM COXPAaHHOCTH OJIEKTPOHHBIX HOKyMeHTOBy», «I'OCT P 54471-2011/1S (YTR
15801:2009. HarwmoHansHel cTaHgapT Poccuiickoit ®@enepanuu. CHCTEMBI  3JIEKTPOHHOTO
JIOKyMeHToo6opoTa. YIpaBieHue AoKymeHTauued. MupopManus, coxpaHsieMmas B 2JIEKTPOHHOM
BHe. PekoMeHJalliy 110 00ECIIEYEHHI0 TOCTOBEPHOCTH U HAIEKHOCTHY W HHBIX 3aKOHOJATEIbHBIX,
HOPMATHBHEIX, W JIOKQIBHBIX aKTOB, NEHCTBYIOMMX B O00NaCTH XpaHEHHS JIOKYMEHTOB B
Opranu3zanuy.

1.3. Hacrosmiee MONOKEHUE PACIIPOCTPAHSETCS Ha OPraHM3alMI0 paboThl C IOKYMEHTaMH
HE3aBUCHMO OT BMJA HOCHTENA, BKJFOUAs WX IOATOTOBKY, DPErMCTPAal{io, y49e€T M KOHTPOIb
MCIIOTHEHHUSI, OCYIIECTBIISEMBIE C IOMOIIIBI0 aBTOMATH3HPOBAHHBIX (KOMILIOTEPHBIX) TEXHOIOIUH.

1.4. ABTOMATH3HPOBaHHBIE TEXHOJOTHH OOpabOTKM JOKyMEHTHOH —HH(OpMAIHH,
nprMeHseMsle B Opranu3amiy, J0/DKHEI OTBEYaTh TpeboBanusIM HacTosiero [Tomoxenus.

1.5. Bompocsl, HeyperymupoBanHele IlomoxkeHueM, paspemiarorcs B IOPSIKS,
ycTaHoBeHHOM TpynoBBIM KofiekcoM PO u pyrumu HOpMAaTHBHO-TIPABOBBIMU aKTaMU TPYZOBOIO
3aKOHOJIaTEJIbCTBA. -

1.6. B cioyyae W3MEHEHHS IIOJIOXKEHHWH JICHCTBYIOLIETO 3aKOHONATEIbCTBA PO un
NPOTHBOpEUHsT HACTOAIIEro IIomoyKeHHs, CTOPOHBI PYKOBOICTBYIOTCS HOpPMaMH JIEHCTBYIOILETO
3akonoaarenscTBa PO.

~

2. CrucTeMa XpaHeHHsi ¥ apPXHBHPOBaHUs JOKyMeHTOB. IIpaBu/ia HX XpaHeHUs U
ApXHBHPOBaHUSA

2.1. JlokymenTanus 06 06y4eHAH pabOTHMKOB M paboTOHaTeNel BOMpOCcaM OXpaHbl TPYaa
000 «JIEAl» BKiItOYaeT B ceds:

- mporpaMMEl OOyd4eHHMs, IO KOTOPEIM OCYINECTBIICTCS OOydeHue paboronarenell u
pabOTHUKOB IO BOIIPOCAM OXPaHbI TPYIa;

- IPOBEPOYHBIE MATEPHAIIEI,

- yueGHO-METOIUIECKNE MAaTEPHATIbI;

- TpUKa3bl 0 HOPMHUPOBAHUY yIEOHON IPYIIIBL;

- pacTiMcaHue 3aHATHH,

- XYpHAJl y4eTa MOCEI[aEMOCTH, PE3yIbTaTOB KOHTPOIIS 3HAHUH;



- IPUKa3 O Ha3HAYEHUU KOMHUCCUU;

- IPOTOKOJ MPOBEPKH 3HAHKs TpeOOBaHUH OXpaHBI TPy/a paOOTHHKOB;

- JKypHAJIBI ydeTa BbIIa49d JOKYMEHTOB;

- peecTp BBLIAHHBIX JJOKyMEHTOB.

- aKTBI CIIMCAHHUS JOKyMEHTOB CTPOIOM OTYETHOCTH,;

- HHBIE JTOKYMEHTHI, B COOTBETCTBHH C pa3jienoM 3 Hacrosuiero [Tonoxenus.

2.2. PesynbTaThl TNpOBEpKH 3HaHMs TpeOOBaHMH OXpaHbl TpyAa PabOTHMKOB TOCIE
3aBeplIeHUs 00ydeHns TpeOOBaHMAM OXPaHBl TPYAd, 00yYEHHS IO OKa3aAHMIO IIEPBOY TIOMOILHU
[IOCTPaJIABIINM, 00yYEHHs 10 HCIIONB30BAHUIO (TPUMEHEHHIO) CPENICTB HUHIMBUIYAJIbHOU 3aILUTEL,
0hOPMIIIOTCS TIPOTOKOJIOM TIPOBEPKH 3HAHUS TPeOOBaHU OXpaHE! TPyHa.

2.3. TIpoTokon MPOBepKH 3HAHMUS TpeOOBaHWW OXpPaHBI TPyla pabOTHUKOB MOXKET OBITH
odopMIIeH Ha OYyMaXHOM HOCHTENIE MM B SIIEKTPOHHOM BHJIE U ABJIACTCA CBUACTENLCTBOM TOTO, 9TO
pabOTHMK MPOIIIEN COOTBETCTBYIONIEE 00yIeHHE IO OXPaHE TPya.

2.4. HyMepalus IpOTOKONIOB 3aCENaHMs KOMUCCUH T10 TIPOBEPKE 3HAHUH, BEACTCS B TEICHHUE
roJ/ia HapacTarOIMM UTOTOM M COOTBETCTBYET HOMEPY I'PYIIIIEL.

Hanpumep: s rpymi o oxpase tpyna Ne OT-001/25.

Homep IIpoTOKONA MOKET COCTOSTH M3 HECKONBKMX YaCTCH, IIPH YCIOBUM BKIKOYCHHUS B
COCTaB T'PYIIIBI 00YJatOMUXCsSA 0 HECKOTBKUAM JOTOBOPaM.

2.5. B mpoToKoye MpOBEPKH 3HaHMs TpeGoBaHMil OXpaHbl TPy/(a PaDOTHHKOB YKa3bIBACTCS
clemyromas “HGOpMaLus:

a) monHoe HanMeHoBaHue OpraHusaluy;

0) maTa ¥ HOMeEp IIPHUKa3a O CO3MaHMK KOMUCCHUHU IO NPOBEPKE 3HAHMS TpeOoBaHUH OXpaHBI
TpyZa;

B) (haMMIIHs, MMs, OTYECTBO (IPM HAIWYMH) NPEACEHaTeNd, 3aMECTUTENA (3amecTtuTeneil)
npezcenaTens (MPU HATHYHK) ¥ WICHOB KOMHCCHU 10 POBEPKE 3HAHMS TPEOOBAHUH OXPaHBI TPy,

r) HANMEHOBAHHUE U TIPOJOIDKUTENBHOCTH IIPOrPaMMBI OOYHYEHHS 110 OXPaHE TPY/Ia;

1) (amumms, uMs, oT4ecTBO (IIPU HANMYMH), TIpodecchst (LOIDKHOCTB), MECTO paboThI
paGoTHHMKA, IPOLIC/IIEro IPOBEPKY 3HAHUA TPEOOBAHUH OXPAHBI TPY/Ia;

€) pe3yiIbTaT IPOBEPKH 3HAaHMs TPEOGOBAaHMH OXpaHbI TPyZHa (OLCHKA Pe3ysbTaTa MPOBEPKH
«yIOBIETBOPHTENBHOY HITH KHEYIOBIETBOPHTENBHON);

) J1aTa POBEPKH 3HaHHUA TpeOOBaHUI OXPAHEI TPYIa;

3) PETUCTPAIMOHHEIA HOMED 3aIIUCH O MPOXOXKACHNH IPOBEPKU 3HAHHS TpeGoBaHUHN OXPaHbI
Tpy/a B peecTpe, 00YUEHHBIX [0 OXpaHe TPyJa JIALL (Hanee - PeecTp 00y4eHHBIX JIUI);

1) [OMIHCH PaGOTHHKA, IPOLIE/IIEr0 IPOBEPKY 3HAHHS TPEOOBAHUH OXPAHBI TPY/A.

2.6. TIpOTOKOM TPOBEPKHU 3HaHUs TPeOOBaHMH OXpaHbl TPyAa PaOOTHUKOB MOINHMCHIBACTCS
npezncenareneM (3aMEeCTUTENEM HpENCENarens) M HICHAMH KOMHCCMH IO IPOBEPKE 3HAHMA
Tpe6GoBaHuii oxpaHbl Tpyna. J{omycKaeTCs BO3MOXXHOCTE BEIEHUS TPOTOKONA NMPOBEPKH 3HAHMA
TpeGoBaHuil OXpaHBl TPyAa PabOTHHKOB B 3NIEKTPOHHOM BHJE C HCIIONB30BAHHEM 3JIEKTPOHHON
TTOIICH WM JTE0OOr0 IPYroro crnoco6a, MO3BONLIIONIEr0 HASHTUQHIHPOBATE INIHOCTD paboTHUKa,
B COOTBETCTBHM C 3aKOHOIATenbcTBOM Poccmiickoit ®epmeparun. Ilo 3ampocy paboTHHKa €My
BEIIAETCS IPOTOKOI TIPOBEPKHU 3HaHHs TPeOOBaHHE OXpaHbl TPy/a Ha OyMa:KHOM HOCHTEILE.

2.7. B ciydae ecid HOpPMAaTHBHBIMM IPABOBBIMU aKTaMM HE yCTaHOBIICHA HE0OX0IMMOCTh
BBIIAYM  YIOCTOBEPEHMH O IIPOBEPKE 3HAHMA PabOTHUKOM TpeOOBaHUHM OXpaHBl TpYJa,
JOTIONTHATEFHO K IIPOTOKOMY MPOBEPKH 3HAHMA TpeOOBaHWMH OXpaHBI TpPyna paboTHHUKOB
JIOITYCKAETCsI BEIIABATh YIOCTOBEPEHUE O TPOBEPKE 3HAHUS TpeGoBaHMi OXPaHEI TPyJa paOOTHHKY, |
YCIIENTHO MPOUIEALIEMY IPOBEPKY 3HaHHs TPEOOBAHUH OXPaHBI TPY/a.

2.8. Ilo oxoHYaHMH OOydYeHHs TpYIIBl OTBETCTBEHHOE JIMIO 33 OPraHU3alOHHO-
METOIHYECKOE CONPOBOXKICHHE TPYNNEl (OPMUPYET HTOrOBYIO IIATKY C UIEHTH()UKAIIMOHHEIM
HOMEPOM I'PYIIIEL, B KOTOPYIO BKIIIOYAIOTCSA CIEAYIOIME TOKYMCHTEL:

-CITHCOK JIML, HAIpaBISEMBIX Ha 0o0ydeHHe (MOXKET ObITh OJMH Ha HECKOJIBKO IPYIII IO
OIHOMY HAITPABICHHUIO);

-IIpMKa3 O IIpUeMe Ha 00y4ueHHe;



-ITpUKa3 00 OTUUCIIEHHH;

-pacrucaHue 3aHATHH,

-KYpHAJI y4eTa TIOCEIAaeMOCT! U Pe3yIbTaToB KOHTPOIIS 3HAHUH;

-[IPUKa3 O Ha3HAYEHUH KOMUCCHU

-IIPOTOKOI TIPOBEPKH 3HAHMSI TpeOOBaHUH OXpaHbI TPy/a pabOTHHKOB;

-)KYPHAJIBI Y4eTa BbIJa49H JOKYMEHTOB

-JIUCTBI OTBETOB (ECIM II0O IpOTpaMMe INPELyCMOTPEHa TeCcToBas (hopMa IPOBEACHUS
IIPOBEPKHU 3HAHUH) [0 KOTHIECTBY y4aCTHUKOB IIPOBEPKU 3HAHUM.

2.9. XpaHenue JOKyMEHTOB B HTOTOBOH IaNKe C WAEHTH(QUKALIHOHHBIM HOMEPOM IPYTIIIEI
OCYIIECTBIISIETCS B COOTBETCTBHH C HOMEHKJIATYpO#H 1ei OpraHu3aiuH.

2.10. OTBETCTBEHHOCTh 3a XpaHEHHE M ApXUBHPOBAHME JOKYMEHTOB 00 0Oy4eHHH
paGoTHHKOB W paboTomaTeneil BOIpocaM OXpaHbl TPyJa W OPraHM3alliio JENONPOM3BOACTEA,
coBIIoeHe YCTaHOBJNEeHHBIX HacTosmmM Ilomoskenwem B OpraHu3aldd BO3JAracTcs Ha
pykosogutenst OO0 «JIEAD».

‘ 2.11. HemocpencTBeHHas paboTa IO KOMIUIGKTOBAHHIO JIOKYMEHTOB 00 00ydYeHHH
paBGOTHUKOB U PabOTO/IATeNEH BOIPOCaM OXPAHBI TPY/a OCYMIECTBIISETCS COTPYAHUKAMHI YIeOHOTO
I[EHTA.

3. MecTo ¥ CPOKH XpaHEHHs JOKYMEHTOB 110 00yYeHHI0 110 OXpaHe TPyAa Ha
OyMasKHOM HOCHTEJIE

3.1. XpaHeHHe JOKyMEHTOB MO OOYdYEHHMIO IO OXpaHe TpyJaa Ha OyMaXHOM HOCHTEIE
OCYILECTBISIETCS B yIeOHO-METOIMYECKOM OT/IeIe.

3.2. B COOTBETCTBHH ¢ HOMEHKJIATypo#l men OpraHusaluy JUId XpaHEHHUs TOKYMEHTOB IIO
06ydeHuio M0 OXpaHe Tpyda Ha OyMakKHOM HOCHUTENE YCTAaHABIMBAIOTCA CIIEAYHOIIME CPOKH:

Nupexc

ema 3aronoBoxK zena Cpok xpanenus | Ilpumedanue

05-01 | Ilporpammsl 00ydeHHS 3 ronma
IIpoBepodHbIe MAaTEPHAIIBL: TECTEL, 3aJaHUs

05-02 POBEP P ’ ’ 3 rona
SK3aMeHAIIMOHHbIE OUIIETEI
WTorosas marmka: MpUKa3bl IO OpraHU3aluy

05-03 | yue6Horo mpouecca (3a4UCIEHH, OTIUCIIEHHS); 3 rona
paclucaHue Ha IPYIITy; )KypHaJl, IPOTOKOIT; 3asBKa

05-04 | Ilpuka3sl 0 Ha3HAYEHWH KOMHCCHU 5 nmer
[TpOTOKOIEI 3aCeHaHUsT KOMUCCUH I10 IIPOBEPKE

05-05 poTo? POBEP 3 rona
3HaHHUHU

05-06 | JKypHau perucTpanyy ydeOHbIX IPYIII 3 roma

05-07 JIOKYMEHTBI 0 IIPOBEPKE 3HAHWM TI0 OXpaHe TPyJa Jlo ux

BOCTpeOOBaHHUs

KypHan ydera BBIIa4d JOKYMEHTOB O IIPOBEPKE

05-08 | yPHaLY SR BRE PORSP 50 ster
3HAHMHU 0 OXpaHe TpyJa
PeecTp BBIIAHHBIX JOKYMEHTOB O IIPOBEPKE 3HAHUM

05-09 TP BEUA HOKY POBEp 50 et
10 OXpaHe TpyJa
VueOGHO-METOANYECKUE MAaTEPHAIIEI I10
mporpaMMmaM (KOHCIIEKTHI JIEKIIUH, IPE3CHTAIlHI

porp ( LUH, TID B Jlo MUHOBaHUS

05-10 | pa3maTo4HBIE MaTEPHAbI IS JICKIHOHHBIX HATOGHOCTH
NPaKTHIECKUX 3aHATUN): a) 0 MECTY pa3paboTKH
0) B IPYTUX OpraHU3almsIx

05-11 | 3asBrenus 00y4arOIIUXCS S ner




PeecTp yuera O1aHKOB JOKYMEHTOB
YCTAHOBIEHHOI'0 00pasiia CTpOroi OTYETHOCTH
AKTEHI CITHCaHHUs OJTaHKOB JJOKYMEHTOB
yCTAHOBJIEHHOTO 00paslia CTpPOrol OTYETHOCTH
Pezeps

Peseps

Peseps

05-12 3roga

05-13 3 roma

4. Tlops/OK epeBojia I0KYMEHTOB, H3r0TOBJEHHBIX Ha OyMa)KHOM HOCHTeJIe, B 3JIeKTPOHHbIE
noxymeHThI. [IpaBuiia XpaHeHHsi M aDXMBUPOBaHHUS, Pe3ePBHOI0 KONUPOBAHUS U
BOCCTAHOBJICHHS 3JeKTPOHHBIX IOKYMEHTOB, IOANMACAHHBIX YCHJIEHHOH
KBAJH(DHIIMPOBAHHOM 3JIEKTPOHHOMA MOANMHUCHI0

4.1. B OpraHu3aniu JIOIyCKAeTCs BO3MOKHOCTH BEICHHS IPOTOKONIA IMPOBEPKH 3HAHMS
Tpe6GoBaHuil OXpaHbBl TpyAa PabOTHHUKOB B DJIIEKTPOHHOM BUJE C HCIOJIB30BAHUEM ANIEKTPOHHOU
TTOJIIACH WK JTF060T0 IPYroro cnocoda, Mo3BOJSIOIIEr0 HACHTUOHINPOBATh INYHOCT PAOOTHHKA,
B COOTBETCTBUH C 3aKoHOAaTeabcTBOM Poccuiickon Denepauu.

4.2. TlepeBoa NOKYMEHTOB Ha OyMa)KHOM HOCHTENIE H COCTABIAIOIMX OyMaXKHBI apXuB,
OCYIIECTBIAETCS B COOTBETCTBUHM C IIPHKA30M I'€HEPAIBHOTO JupeKTopa OpraHu3anuH.

4.3. DieKTpOHHBINA 00pa3 JOKYMEHTOB CO3JAETCA C TIOMOIIBIO CPE/ICTB CKAHUPOBAHMUSL.

4.3. CkaHUpOBaHHE JOKyMEHTa Ha OyMa)XHOM HOCHTEIE JOIDKHO IPOM3BOIUTECS B MaciTabe
1:1 B rpagauusx ceporo 1BeTa.

4.4. TIpu cKaHMpOBaHMHK HeoOXOmMMO obecrednBaTh paspemeHue He MeHee 200 TodeK Ha
JIFOMM, @ TAK)KE COXPAHEHHE BCEX PEKBU3UTOB M ayTEHTUYHBIX PU3HAKOB MOIIMHHOCTH, B TOM YHCIIE
rpaduuecKkoil mommucy mna (ui), nedatn OpraHu3allu, Py e HanuIud. Dailil STeKTPOHHOTO
o6paza JOKyMEHTa MOJkeH ObITh B (Qopmare apxusHoro xpamenus PDF, pasmep oaitna
3JIEKTPOHHOTO 00pa3a He [oJDKeH HpeBbImaTh 30 MerabauT.

4.5. TenepanbHBIM aupekTopoM OpraHM3aliMM Ha3HAYaeTCsl OTBETCTBEHHBIH CIEIHAIIHCT,
YIIOTHOMOYEHHBIH Ha co3gaHne (ailioB, Iepenady JIOKYMEHTOB B OJICKTPOHHBIH apXHB,
(GopMHUpPOBaHKE 3IEKTPOHHOTO apPXHUBA, paboTy C JOKyMEHTaMHU JICKTPOHHOTO apX1Ba, B TOM YHCIIC
QOpMHpOBaHHE U 3aBepeHHe OyMaXKHOH KOIMH OJJIEKTPOHHOTO [OKyMEHTa, ObecredeHus
JOCTOBEPHOCTH DIEKTPOHHBIX JOKYMEHTOB, Pa3MEIIEHHBIX W BBOMMMBIX B SJICKTPOHHBIH apXUB,
obecnieuenue paboThl ¥ GE30MACHOCTU 3NEKTPOHHOIO apXHBa, a TAKKE PE3EPBHOTO KOIMPOBAHHUS,
BOCCTaHOBJIEHWS HH(OPMAaIUH.

4.6. OTBETCTBEHHBIM HCIIOHUTEIEM CO3aETCs apXUBHBIN (alil JOKYMEHTa C 3al0THEHUEM
Heo6xomuMol HHbopMammu. Kaiplii oToebHEI SIeKTPOHHEIR 06pa3 OKyMeHTa JOIKEH OBITh
[IPeJCTABIICH B BHJE OTAENBHOTO (ailia ¢ HaHMEHOBAaHHEM, TO3BOILTIOIMM UACHTHQHIMPOBATE
DJIEKTPOHHEIA 00pa3 JOKyMEHTA.

4.7. B apXuBHBIA (aill OTBETCTBEHHBIl HCIONTHUTENb 3arpy’KaeT SJICKTPOHHBIH obpa3
JIOKYMEHTa, IPEIBAPUTENBHO CBEPSSL €0 C OPHIHHANOM U (MITH) HAJUIEKAIE 3aBEPEHHOM KOHIEH.

48. Tlpm yCTaHOBIEHMH WJICHTHYHOCTH DJIEKTPOHHOro obpasa IOKyMeHTa C
OPHTHHAIOM/HAIEKAITE 3aBEPEHHON KOMMEH OTBETCTBEHHBIM WCIONHUTENb WIH TCHEPAIBHBIH
nupexTop OpraHu3aIiy TOAIUCHBACT ero JMEKTPOHHON KBaNM(ULMPOBAHHON IIOATHCEIO.

4.9. BBOX TOMTy4eHHBIX MM CHOPMHUPOBAHHEIX JIEKTPOHHBIX 00pa3oB NOKYMEHTOB H
3JIEKTPOHHBIX JOKYMEHTOB B SJIEKTPOHHBIM apXWB [OJDKHBEI BBEINOJHATBCS OTBETCTBEHHBIMU
HCIIOTHATESIMH B KpaTYalIIni CPOK.

4.10. OyHKUMOHAJbHBIE XapAKTEPHUCTUKH DIIEKTPOHHOTO apXuBa MODKHBI IPENCTABIIATH
[10JIL30BATEIIAM CIIEAYIONME BO3MOXKHOCTH:

-[IOMCK JOKYMEHTOB IT0 Pa3IMYHbIM PEKBU3UTAM U 3HAUCHUSIM;

-OTKPBITHE JJIEKTPOHHBIX 00Pa30B JOKYMEHTOB CTaHIapPTHEIMH CPEACTBAMHU;

-BBIBOJ] Ha OyMaXHBIN HOCUTEIID;

-(hOpMHpOBaHKE CTATHCTHIECKOH, ¥ APYroH OTYETHOCTH O COCTOSHHUHU JIEKTPOHHOTO apXUBA;



-pasrpaHUYeHHe TIPaB AOCTYIIA K JOKyMEHTaM 3JIEKTPOHHOIO apXHUBa;

-HEBO3MOXKHOCTD Y/IaJI€HUS paHee 3arpyKEHHbIX JIEKTPOHHEIX 00pa30B JOKYMEHTOB;

-HEBO3MOKHOCTh yHAJCHHWS M 3aMEHBl 3IEKTPOHHOM IOMIKMCH B paHee 3arpyKEHHBIX
DIIEKTPOHHBIX 00pa3ax JOKYMEHTOB,;

4.11. DnexTpoHHbIH apxuB OpraHH3allUd BKJIIOYAeT B ce0f MHOOPMALMOHHYIO CHCTEMY,
00ecIeunBaIONIYI0 YIPABICHUE apXHUBHBIMH JJIEKTPOHHBIMHI JOKYMEHTaMH, U 00€CIIedMBAET MECTO
IJIs XpaHEeHHs SIEKTPOHHEIX JOKYMEHTOB Ha QU3MIECKH 000COOIEHHBIX MATEPHATTBHBIX HOCHTEIISIX,
B TOM 4YHCIIE JUII MX BPEMEHHOTO DPa3MELICHMs, a TaKKE YCTAaHAaBIMBACTCS HIIM BBIICIACTCS
HEOOXOIUMOE CEPBEPHOE U KOMMYHHKAIIMOHHOE 000pyIOBaHHE.

4.12. DneKTpOHHBIE TOKYMEHTHI, MOUICKAIIUE XPAaHEHMIO, IEPENAIOTCS B JJIEKTPOHHBINA
apXMB B YIIOPSIOYEHHOM COCTOSHUH B BHIE KOHTEHHEPOB, OOECIEYMBAIONIMX IENOCTHOCTH
SIEKTPOHHBIX IOKYMEHTOB, Ha OCHOBAaHHM OIMCEH 3JIEKTPOHHEIX JOKYMEHTOB I10 BHYTPEHHEH
31IeKTPOHHOM mouTe OpraHu3anuy Wik Ha 060COONEHHBIX (ONTHYECKHX ) HOCHTENAX.

4.13. DieKTpOHHBIE JOKYMEHTHl CHCTEMAaTU3UPYIOTCA 110 KOHTEHHEpaM, HHIEKCHPYIOTCS H
MMEIOT CpPOK XDaHEHHs, ONPENETeHHBIH HOMEHKIAaTypod men OpraHusanuu, B TOPSIKE,
YCTaHOBJIEHHOM B OTHOIICHHH Je, CHOPMHPOBAHHEIX U3 TOKYMEHTOB Ha OyMakHOM HOCHTEIIE.

4.14. KoHTelHep DIIEKTPOHHOTO JOKYMEHTa IpeCTaBseT COO0H zip-apXuB.

4.14.1. B KOHTEIHEP 3JIEKTPOHHOI'0 JOKYMEHTA BKIIIOYatOTCS:

-3JIEKTPOHHBIA JOKYMEHT B (hopMaTe apXMBHOI'O XPaHEHHS,

-MeTaJaHHBIC IOKYMEHTa, BKII0Yas dJICKTPOHHBIE ITOAIKCH.

4.15. B cinydae HEOOXOAMMOCTH BOCCTAHOBIEGHHMS IaHHBIX OJIIEKTPOHHOTO JOKYMEHTa,
Opranuzalyst IPOBOJAUT WX PE3epBHOE KONMpoBaHUE. J[JIs OpraHu3allid CUCTEMBI PE3EPBHOIO
KOIIMPOBAHUsS HCIIONB3YIOTCS CTaHIapTHBIE CpPEeNCTBA ONEPAalldOHHOM CHCTEMBL. PesepBHOE
KOIIUPOBAHKE TPOBOAUTCS €KEMECSUHO He no3aHee 20-ro urcia Mecsia.

4.16. Jlns co3maHus pE3epBHBIX KOMWM JAHHBIX MPUMEHSIOTCS KOMIIAKTHBIE (CMEHHBIE)
HocuTeNn nHpopManuy (061a4HOe XPAaHUITHIIE BHEIIHNUE KECTKUE JUCKHU U T.IL.).

IIpy CO3MaHMH DPE3EPBHBIX KOMMH JIOIYyCKAETCA MX ApXHBHPOBAHHE CICLUAIBHBIMU
MIPOTrPaMMHBIMU CPEACTBAMH.

4.17. XpaneHue pe3epBHBIX KOMUI OCYIIECTBIIIETCS B TEIEHUE 6-TH MECHILIEB.

4.18. BoccTaHOBIIEHHE YTPadeHHBIX MaHHBIX MPOU3BOIMTCA H3 DPE3EPBHOM KOIHH,
obecreunBaroneil MUHUMAIBLHYIO TIOTEPIO TaHHBIX, COAEPKAIIUXCA B HHPOPMAIlHOHHOM pecypce.

4.19. OTBETCTBEHHEIE JIMLA IIPU PabOTe ¢ SIIEKTPOHHBIMHU JOKYMEHTaMHU 0053aHbI COOIIOIaTh
TpeboBaHus 3aKoHOAaTenbcTBa Poccuiickoit deneparnuu 0 3alUTe NEPCOHAIBHBIX JaHHBIX.

5. IIpenocTaBiieHHE JOKYMEHTOB 00 00y4eHHH [0 OXpaHe Tpyaa B
3JIEKTPOHHOM BHJE

5.1. TIpu BeJeHHH MPOTOKOJIA IPOBEPKH 3HaHUA TpeOOBaHUH OXpaHbl Tpyda pabOTHHKOB B
SIIEKTPOHHOM BHIE, OOMEH 3JIEKTPOHHBIMH IPOTOKONAMH C JIMIAMH, IPOIICAIIHMMH TPOBEPKY
3HAHMH 10 OXpaHe TPyHa, MNPOMCXOIUT TAKXKE HCKIIOYMTENBHO B BJICKTPOHHOM BHIE (II0
SIEKTPOHHON II0YTE€) B S5-IHEBHBI CPOK C JaTHl 3aCEaHMs COOTBETCTBYIOIICH KOMHCCHH IIO
IpoBepKe 3HaHUi TpeGoBaHMi 0XpaHE! Tpyna B Opranu3auuy.

5.2. DIEeKTPOHHBI JOOKYMEHT MOJIIMCHIBACTCA YCHJIEHHOM  KBAIM(UUMPOBAHHON
3JIEKTPOHHOM TIOMKCHI0 FEHEPaTbHOro AupekTopa OpraHu3aud.

5.3. Ilo 3ampocy JHIla, IPOLIEAIIEr0 IPOBEPKY 3HAHWM 10 OXpaHe TPyJa, €My BBIIACTCH
TIPOTOKOJI MPOBEPKHU 3HAHUS TpeOOBaHUH OXpaHBI Tpya Ha OyMaKHOM HOCHTEIE.

5.4. BymaxkHas KOIMS JJIEKTPOHHOTO IOKYMEHTA 3aBEPAETCS OTTUCKOM wiTamma «Kommsa
SIEKTPOHHOTO JIOKyMEHTa BepHa» (MM COOCTBEHHOPYYHOM 3amMChio C  TEKCTOM) H
COOCTBEHHOPYYHOM TOMMUCHIO JIMIIA, YIOTHOMOYEHHOIrO 3aBEPATh JIOKYMEHTBI OT MMCHH
Opranu3aiuy ¢ pacIIudpoBKOA hamMUITHK U JOJDKHOCTH U YKa3aHHEM IaThl 3aBEPEHUS.



5.5. OTBETCTBEHHBIN HCIIOIHHUTEIb HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 33 HIICHTUIHOCTD
rH(OpPMAlKHU B OyMayKHOI KOITMH SJIEKTPOHHOTO IOKYMEHTA U €€ SNIEKTPOHHOM OPUTHHAJIE, & TAKKE
3a co3anue OyMaXHOHM KOIIMK JOKyMEHTa.

5.6. JIUCTBI MHOTOCTPAHUIHEIX OyMaXKHBIX KOIHH 3IEKTPOHHEIX JOKYMEHTOB JIOJDKHBL OBITH
IPOHYMEPOBAHBI, JIOIYCKAeTCsl OPOIIIOPOBAHUE JIUCTOB MHOIOCTPAHMYHBIX JIOKYMEHTOB, HX
TIPOIIMBKA M 3aBEPEHUE COPOIIIOPOBAHHOIO JTOKYMEHTa Ha 000pOTE MOCTEHEro IUCTA.

6. OTBETCTBEHHOCTH 3a XpaHeHHue 10KYMEHTOB

6.1. OpraHM3aIyis HeCeT OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB Ha OyMaXKHOM
HOCHTENe, a TAKiKe SIEeKTPOHHEIX JOKYMEHTOB 3IEKTPOHHOTO apXuBa, 00paboTKy M XpaHEHHE
TIepPCOHABHBIX IaHHBIX, CONEPIKAIIMXCA B SIEKTPOHHOM U OyMa)KHOM apXHBE.

6.2. COXpaHHOCTH 3MEKTPOHHBIX IOKYMEGHTOB B 3IEKTPOHHOM apXuBe 00ECIICYHBACTCA
UCIIONHUTENRHON qupeKied Opranu3annu.

6.3. TIpu XpaHeHHH STEKTPOHHBIX JJOKYMEHTOB Ha (H3HIeCcKH 000COOICHHBIX MaTePHATBHEIX
HOCHTENIAX OHM 3aIllMIAIOTCA OT BPEIHBIX BO3IEHCTBUH OKpYXKarOIEH Cpeisl, B TOM YHCIE
MAarHUTHBIX, JJIEKTPOMArHATHBIX, TEMIIEPATYPHO-BIaXKHOCTHBIX.

6.4. KOHTpONb TEXHMYECKOTO COCTOSIHHS O3JIEKTPOHHEIX TOKYMEHTOB M (DM3MYECKOro
COCTOSIHHS STIEKTPOHHBIX ¥ OyMaKHBIX HOCHTEIIEH MPOBOJHUTCA HE PEXke OIHOTO pasa B 3 roza.



