HOTU
NPO®K 23
ABTOHOMHASI HEKOMMepPUYECKAsi OPraHU3A LU

AOMOTHUTENBHOr0 NPOgeCCHOHAIBLHOIO 00pa30BaAHMS

«HOkup1ii TexHnyecknit uentp «lpodu 23»

IMPUKA3
ot 07.02.2024 r. Ne 02-O11

nrr. Adurckuii

06 yreepsxaennn ITosokeHnst 0 cucTemMe XpaHeHHsT 1
APXHUBUPOBAHHUS JOKYMEHTOB 00 o0yveHuu
paboTHUKOB H paboToxarelieii BONPOCAM OXPAHbI

Tpyaa

B cootsercTBuy ¢ nm. «3» 1. 5. [Tocranosnernus Ipasurenscra PO ot 16.12.2021
2334 “O6 yreepxnennu IIpaBUI aKKpeIWTalMM OpraHU3ALMN, MHIMBUIYAIbHBIX
NPENPUHUMATENICH, OKa3bIBAIOLIMX YCIYTH B 00JIACTH OXpaHbl TpyzAa, U TpeGoBaHHH K
OpraHu3alusM M HHIWBHAYaJbHBIM IPEANPUHUMATEIISIM, OKA3BIBAIOIIMUM YCIYIU B
o0JacTu oxXpaHsl Tpyia”

[TPUKA3LIBAIO:

1. Vreepauth Ilonmoxenne o cuUcTeMe XpaHEHHs W apXMBUPOBAHUS JOKYMEHTOB 00
oOy4eHny pabOTHHKOB 1 paboTOAaTENEH BOIpOcaM OXpaHbl TPYIa.

2. Homanesort H.IO. pasmecTuTh HacTOSIIMI PHKA3 Ha OPUITHATEHOM MHTEPHET-caiiTe
AHO AIIO «¥OTLI «ITpodu 23» https://ano-profi23.ru/

3. KOHTpOJ’[B HCIIOJIHEHHWS HACTOAMIEIO IIPpHKa3a OCTaBJISIO 34 co0oii.

I'enepasibHBIi QUpPeKTOP 0.B. Xuuos

LA T W
C npukaszom o3Hakomiiena: Jlonanesa H.1O. \/f/%/?f/;/m_/ Ot Od. A7~
&



(/7 - YTBepKaeHo
Ipukasom AHO THO IO TIL «Ipodu 23»
| ot 07:022024r. N 02-0]1

Iosiokenne o cucTeme XpaHeHHst H APXUBUPOBANUS T0KYMEHTOB 00
00yueHHH pabOTHHKOB M paboTofaTe/iell BONPOCAM OXPAHBI TPY/Ia

1. O0mue moyosxeHus

1.1. Hacrosimee Ilonoxenue ompenensier npaBuia XpaHEHHsl W apXHBUPOBAHUS
JIOKyMEHTOB 00 00yueHnn pabOTHUKOB U paboTomaTelNell BonpocaM oXpaHbl TPY/ia,
B T.4. PETJIAMEHTHPYET BOIPOCHI XPAHEHHS JOKYMEHTOB Ha O6yMa)KHOM HOCHUTEJE U
(1) B opMe DJNEKTPOHHBIX  JOKYMEHTOB, TOJAINHCAHHBIX  YCHJICHHOI]
KB PUIMPOBAHHOM DITEKTPOHHOM MOAMKCHIO, IPABKIIA PE3EPBHOTO KOTMPOBAHHS
U BOCCTAHOBJICHHS JIOKYMEHTOB, a TaK)K€ YCTAaHABJIUBAIOTCS IOPSJIOK, MECTO,
hopmsI 1 cpoku xpareHus gokymeHtos B AHO JITTO «FOTIT «ITpodu 23» (nasnee —
Opranuzarus)

1.2. Tlonoxenue pa3paboTaHO B COOTBETCTBMM C MII. «3» I. 5. [TocTaHOBIEHHS
IIpaBurensctBa P® or 16.12.2021 2334 “O6 yrBepskaenuu [IpaBun akkpeuTarmm
OpraHu3alud, HHIUBUIYANIbHBIX NPEANPHHUMATENEH, OKa3bIBAIOUINX YCIYIH B
o0nacTv OXpaHbl Tpyna, ¥ TpeGOBAHHI K OpraHM3aldsaM ¥ WHMBHIYAIbHBIM
MPEANPUHUMATENSAM, OKas3bIBAIOIIMM yCIyrd B o0JacTh oxpabl Tpyna’,
Iocranosnenuem [paButenscrsa PO ot 24.12.2021 N 2464 ”O nopsijike 06ydeHmus
II0 OXpaHe TPy/a U MPOBEPKH 3HaHUS TpeboBaHMI oxpaHb! Tpyaa”, enepansbHOro
3akoHa oT 6 anpens 2011 roma Ne 63-®3 «O6 21eKTPOHHOH MOAIMCHY,
DeepanbHOro 3akona ot 22 oktsopst 2004 roma Ne 12-03 «O6 apxuBHOM Jienie B
Poccutickoli ®eneparymy, Qeepanbublii 3ak0H oT 27.07.2006 Nel52-03 «O
nepcoHalbHplX  gaHHBIX', «['OCT P 7.0.8-2013. HauwoHansHbli crangapT
Poccuiickont ®enepanun. Cructema cTaHaapToB 110 HHGOPMALHH, GHOIHOTCIHOMY 1
M3J1aTeNIECKOMY  Jienty. [IenonpousBoJACTBO W apxHMBHOE feyio. TepMuHBI U
onpenenenus», «I'OCT P 54989-2012 (ISO/TR 18492:2005). HanuoHanbHBbIi
crannapt Poccuiickoit @enepanuu. Obecredenue J0NTOBPEMEHHON COXPAHHOCTH
OJICKTPOHHBIX  JOKyMeHTOB», «I'OCT P 54471-2011/ISO/TR 15801:20009.
Hanwonansuseiii  crangapt Poccuiickoii Oenepauny. CHCTEMBI JIEKTPOHHOIO
AOKyMeHTOOOOpOoTa. YIpaBieHue nokymeHramued. Mupopmanus, coxpansemas B
SJIEKTPOHHOM BHJe. PexkoMmengauuum 1o 00ECHEUYEHUIO JIOCTOBEPHOCTH U
HaZIe)KHOCTH» W HHBIX 3aKOHOJATEBHBIX, HOPMATHBHBIX, W JIOKAJIbHBIX aAKTOB,
ACHCTBYIONIMX B 00JIACTH XpaHEHHs JOKYMEHTOB B Opranusaryu.



1.3. Hacrosiee monosxkeHue paclpoCTpaHsSeTcsi HA OPraHM3aluio paGoThl ¢
AOKYMCHTAMH HE3aBUCHMO OT BHJA HOCUTENs, BKJIIOYAas WX TOATOTOBKY,

PETUCTPALIMIO, YYeT W KOHTPOJIb HUCIOJHEHUS, OCYIIECTBJISEMBIE C ITOMOIIBIO
aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOJIOTHIA.

1.4, ABTOMaTH3MPOBaHHbIE TEXHOJOTHH 00PabOTKU MOKYMEHTHON MH(pOpMAIIH,

npuMensiembple B OpraHusaiuu, JI0JOKHLI OTBEYaThH TpeOOBaHUSIM HACTOSIIETO
[Tonoxenus.

1.5. Bonpocsl, neyperynuposanuslie [TonoxeHnem, pa3pemaiTcs B MOpsiIke,
YCTaHOBJIEHHOM TpynoBBIM KoJiekcoM PD 1 1pyriMu HOpMaTUBHO-TIPABOBLIMU
aKTaMH TPYZ0BOI'O 3aKOHOIATEILCTBA.

1.6. B ciiyuae M3MeHEHHUS TOJIOKEHUH JEUCTBYIOIIETr0 3aKOHOAAaTeNECTRa PD 1
MPOTUBOPEYHS HACTOSALIETO [1010KEeH s, CTOPOHBI PYKOBOJCTBYIOTCS HOPMAMH
JIEVCTBYIOIIETO 3aKOHOAaTeNbcTBA PO,

2. Cucrema XpaHeHHs H APXHBHPOBAHHS JJOKYMEHTOB.
ITpaBuia ux XpaHeHUS U APXUBHPOBAHMS

2.1. loxymenTtanus 06 00y4eHUH pabOTHHKOB U paboToaTeNell BOIPOCAM OXPaHbl
tpyna AHO JTIO «HOTL] «IIpodwu 23» Brirroyaer B cedst:

NporpaMMbl  OOydYeHHsl, [0 KOTOPBIM OCYIIECTBISETCS oOyueHHe
paboTtonareneil 1 pabOTHHUKOB 110 BOIPOCAM OXPaHBI TPYIA;
IIPOBEPOYHbIE MATEPHAITBI;

y4e0HO-METOJUUECKHE MATEPUAIIbI,

IIpHKa3kl 0 (POPMHUPOBAHUM YUEOHOMH TPYIIIIBI;

pacrucaHue 3aHsITHH;

KYpHAJI yueTa MOCEIaeMOCTH, Pe3yJIbTATOB KOHTPOJIS 3HAHMIA;
IIPHKa3 0 HA3HAYEHUH KOMHUCCHH,

IIPOTOKOJI IIPOBEPKH 3HAHUS TPEOOBAHUHI OXpaHBI TPYyAa pAOOTHUKOB;
)KYpHaJIbl yyeTa BbIIa4d JOKYMEHTOB;

peecTp BbIIAHHBIX TOKYMEHTOB;

aKThI CITMCAHMS! JJOKYMEHTOB CTPOTOU OTYETHOCTH;

HHBIC NOKYMEHTBI, B COOTBETCTBUH C pa3gciioM 3 Hactosiero [lonoxenus.



22. Pesynbrathl TNPOBEpKM 3HAHHS TPeOOBAaHMM OXpaHBl Tpyaa pPabOTHUKOB
MOCJE 3aBepUIeHUs] O0O0y4eHHsl TpeOOBaHUSAM OXpaHbl TPy[d, OOYUYEHHs 110
OKa3aHMIO IMICPBOM IMOMOILIM IOCTPAaBIIMM, OOYYEHHs I10 HCIIOIH30BAHHUIO
(IPUMEHEHHUIO) CPEJICTB MHAMBUIYATIBHON 32ITUTEI, O(QOPMIISIOTCS IIPOTOKOJIOM
MPOBEPKH 3HAHKs TPEOOBAHUI OXpaHbI TPY/Ia.

2.3. Ilporokoi npoBepku 3HaHUsI TPeOOBAHMI OXPAHBI TPY/1a PAGOTHHKOB MOYKET
OBITH OQOpPMITEH Ha GyMa)KHOM HOCHTENIC MIIM B JIEKTPOHHOM BUJIE M SBJISETCS
CBUJIETENILCTBOM TOTO, YTO PabOTHMK IIPOILIE] COOTBETCTBYIOIEE OOyUYEHME I10
OXpaHe Tpyja.

24. Hymepauus I@pOTOKOJIOB  3acelaHds  aTTECTALMOHHOM  KOMHCCHH,
IIPOTOKOJIOB 3aCEaHusl KOMUCCHH T10 IPOBEPKE 3HAHUMU, BEAETCS B TEUEHUE roja
HapacTalOLUM HTOTOM M COOTBETCTBYET HOMEPY I'PYIIIILL.

Hampumep: nuist rpymnm o oxpane tpyma Ne OT001/24.

Homep IlpoTokona MOXeT COCTOSTH W3 HECKONBKMX dACTeH, MpHU yCIOBUM
BKIIFOUEHHUS B COCTAB I'PYMIILI 00yUYaIOIUXCsl IO HECKOJIBKUM JIOTOBOPAM.

2.5. B mporokone mpoBepKH 3HAHWS TpeGOBaHMI OXpaHBI TPyJa PabOTHHKOB
yKa3bIBaeTCsl ciie/lylonas HH(popMarus:
a) IosiHoe HauMeHoBaHue OpraHu3aluu

0) nata u HOMep NpuKa3a O CO3TAHUU KOMHCCHH 110 TIPOBEPKE 3HAHKS TpeGoBaHHil
OXpaHEbI Tpy/a,;

B) (amuims, WMs, OTYeCTBO (IIPH HAIMYHH) MPEJICENaTeNs, 3aMeCTUTENs
(3amectuteneil) npejcenaTens (MU HAJIXYUI) U YIEHOB KOMHUCCHH T10 TIPOBEPKE
3HaHWs TpeOOBAaHUI OXpaHbI TPy,

I') HAMMEHOBAHUE U MPOJIOJKUTENIEHOCTD POTrPaMMBI 00YUEHHS 110 OXpaHe TPY/Ia:;
1) amunums, ums, ordectBO (TIPH HAIMYMH), TIpodeccus (JOIMDKHOCTE), MECTO
paboThl paGOTHHMKA, IIPOLIEIIIEro MPOBEPKY 3HAHUS TPeGOBAHHE OXpaHEl TPY/I4;
€) pe3yNbTaT NPOBEPKU 3HaHUs TPeOOBAHMM OXpaHbl TpyAa (OIEHKA pe3yibTaTa
NPOBEPKH “yJIOBJICTBOPUTENEHO" HIIH “HEYAOBIETBOPUTENIBHO”);

’K) JaTa POBEPKM 3HAHUS TPEBOBAHUM OXPAHBI TPY/IA;

3) PETrHCTPALMOHHBIN HOMEp 3alMCH O TPOXOXKIEHUH IPOBEPKH 3HAHUS
TpeboBaHui OXpaHbl TPyJa B peecTpe 0OYYEHHBIX 110 OXpaHe TpyJa JIHL (jaee -
peecTp 00yYEHHBIX JIHII);

M) TOANKCH PabOTHHKA, MPOLISIIEro MPOBEPKY 3HAHUS TPeGOBAHMI OXpaHbI
TpyJa.

2.6. Ilporokon mposepkd 3HaHHS TPeOOBAHWI OXpaHBl TPyAa pPabOTHUKOB
TIOATIUCBIBACTCS NpecenareeM (3aMecTUTeNleM IMpejcesaTelsi) W dleHaMH
KOMHCCHHU 110 TIpOBepKe 3HaHWs TpeOoBaHWH oxpanbl Tpyaa. Jlomyckaercs
BO3MOXXHOCTh BEJICHHsI MIPOTOKOJIA TIPOBEPKU 3HAHUS TPeOOBAHUN OXpaHbl TPy[a
PabOTHUKOB B 2JIEKTPOHHOM BHJIE C UCTIOJIB30BAHUEM SJICKTPOHHON MOAIUCH HITH



JFOGOr0  IPYroro  criocoba, IMO3BOJSIIOMIETO  MACHTH(GUIUPOBATL JIHYHOCTE
paboTHHKA, B COOTBETCTBHHM C 3aKOHOJATENbeTBOM Poccuiickoit ®enepatiri. 1o
3anpocy pabOTHUKA €My BbIZAeTCS IPOTOKON TIPOBEPKM 3HAHMS TpeboBaHMiA
OXpaHbl TpyJa Ha OyMa)kHOM HOCHUTEJIE.

2.7. B cmydae ecnu HOPMATHBHBLIME [IPaBOBHIMH AaKTaMH HE YCTAHOBJIEHA
HEOOXO/IMMOCTh  BBINAYM YIOCTOBEPEHHH O TpOBepKe 3HAHHS PabGOTHHUKOM
TpebOBAaHMA OXpaHbl TPyHa, JOINOIHUTENBHO K MPOTOKONY MPOBEPKM 3HAHMS
TpeOOBaHUI OXpaHb! TPy/1a paGOTHHKOB JOIYCKAETCS BBIABATE YIOCTOBEPEHHE O
NPOBEPKE 3HAHMS TPEOOBAHUN OXPaHBI TPy/a PAGOTHHKY, YCIENIHO MPOLIE/IIEMY
MPOBEPKY 3HAHHUs TPEOOBAHUH OXpaHbI TPYIA.

2.8. Ilo oxonuanuu oOydeHus IPYIIIBI OTBETCTBEHHOE JTHIO 33 OPraHH3alUOHHO-
METOMYECKOE  COIPOBONKACHWE TIPYHNBl (OPMHUPYET HTOTOBYIO IIallKy ¢

HJICHTH(DHKANOHHBIM HOMEPOM T'PYIIBI, B KOTOPYIO BKIIOYAIOTCS CIEIYIOLIHe
JOKYMEHTHI:

® CIIMCOK JIWI, HANPAaBIsSIEMbIX Ha O0OyueHHe (MOXKET OBLITH OJMH HA HECKOIBKO
TPYIII 10 OHOM npodeccun);

® IIpHKAa3 O IpUeMe Ha 00yuYeHHE;

e TIpHKa3 00 OTYHUCIIEHUY;

® pacrucaHue 3aHsITHIA;

® JKypHaJ y4era IOCEIaeMOCTH U Pe3yJIbTaTOB KOHTPOJIS 3HAHMUIA;

® [IpUKa3 0 Ha3HAYEHWH KOMHUCCHUU;

® IIPOTOKOJI NPOBEPKHU 3HAHUS TPeOOBAHUIH OXPaHEI TPY/a pabOTHUKOB;

® JKypHaJIbl y4eTa BbIJIa4H JOKYMEHTOR;

® JIMCTHI OTBETOB (ECIIM 110 IPOrpaMMe Tpe/lyCMOTpeHa TecToBast (POpMa HTOrOBO#
aTTECTALMK) [10 KOJMYECTBY YYACTHUKOB MPOBEPKH 3HAHWIA.

2.9. XpaHenne I0KyMEHTOB B MTOT'OBOMU MAINKe ¢ WAEHTU(GUKAIIMOHHEIM HOMEPOM
I'PYNIIBI OCYLIECTBISIETCS B COOTBETCTBUM C HOMEHKJIATYpo# e Opranusaiuu.

2.10. OTBETCTBEHHOCTH 3a XpAHEHUE M APXUBUPOBAHKE JIOKYMEHTOB 00 00ydYeHn:
paboTHUKOB M paboTojaTelNeil BOmMpocaM OXpaHbl TpyJa M OpPraHH3aIMIO
JIEJIONIPOU3BOICTBA, COOJIIOJCHUE YCTAHOBJIEHHBIX HacTosAmuM [lojokeHueM B
Opranu3zanuy Bo3aaraeTcs Ha METOJIMCTa OT/ENA YUEOHBIX IPOrPaMM.

2.11. Henocpenctennas paboTa Mo KOMIUIEKTOBAHHIO JIOKYMEHTOB 06 00yUeHHH
paboTHuKOB M paboTojareineil BOIpoOcamM OXpaHbl TPyOa OCYILECTBIAETCS
COTPYAHUKAMH OTAEa y4eOHBIX MPOrpaMM.



3. MecTo 1 cpokH XpaHeHHs! JOKYMEHTOB 0 0Gy4eHHIO 110 OXpaHe TpyJaa Ha
OymMaxKHOM HOCHTEJIE

3.1. XpaHeHnue IOKYMEHTOB MO OGYYEHHIO [10 OXpaHe TpyJa Ha OyMa)kHOM
HOCHTEJIE OCYIIECTBIISETCS B OT/ENE yUeOHBIX TIPOTPaMM.

3.2. B COOTBETCTBHH ¢ HOMEHKIATYpOil jen Opranuzanuu s XpaHeHus
JIOKYMEHTOB 10 OOY4YeHHIO II0 OXpaHE TpyJda Ha OyMaXXHOM HOCHTENe
YCTaHABIUBAIOTCS CIEIYIONHE CPOKH:

Nunekc 3aroJIoBoK Jieia Cpok xpaHeHus, [lpumeuanue ‘
Jena CT. I10 TIEPEYHIO
N |
06-01 |ITporpammsr 06yueHus 5 net, ct. 477 ‘
[Tepeuns :
|
06-02 |IIpoBepouHbie MaTepUabl; TECTH, | |
POBCP P ; 1 ron, cT. 481 '
3aJIaHus, SK3aMeHaIlHOHHbIE ;
[lepeuns
OuneTs
06-03 | HMrorosast marka: npukassl 1o 5.aeT
OpraHu3aryu y4eOHoro npouecca
(3a4MCNIEHNs, OTYHUCIIEHNS );
pacnucaHue Ha TPYIILY; XKypPHA;
IIPOTOKOJT; 3asIBKA
06-04 |ITpuka3ssl 0 HA3HAUEHHH KOMHCCUH )
06-05 | TTporokonsr 3acemamms komucenw | 10 jieT, cr. 485
I10 IIPOBEPKE 3HAHU [epeuns
Kypnau peructpanuu y4e6HbIx |
06-06 | Y PHaT peracTpatmi y 5 et |
rpyII |
]
06-07 | JloxyMeHTHI 0 npoBepke 3Hanuii o | Jlo ux | 1. 7 Ilopsnka, |
oXpaHe TpyJia BOCTpeOOBaHUS YTB. |
[Ipukazom .
MuHoOpHayku
Poccuu ot
14.10.2013 N ‘
1145
06-08 |>Kypnan yuera Binaun gokymeHToB | 50 NeT, cT. 489
O MPOBEPKE 3HAHUM 110 OXpaHe Tpyia [lepeunst ]
06-09 |Peectp BBImAHHBIX TOKYMEHTOB o 50 ner, cr. 489

|
MPOBEPKE 3HAHUH 110 OXpaHe Tpyaa |

[lepeuns




06-10 |Yue6bHO-MeTonHUECKHE Ilocr. Jlo
MaTepHalbl I10 nporpaMMam MHHOBaHHUA
(KOHCTIEKTEI JIEKLIWH, HAaTOGHOCTH CT.
[Ipe3eHTaI1H, paszaTouHble 479 Tlepeuns
MaTepHalibl JUIsl JIEKUHOHHBIX U
MPAaKTUYECKUX 3aHSITUI):

a) II0 MeCTy pa3paboTku

0) B IpyrUX OpraHu3anusax

06-11 |3asBnenus oOyyarommxcs : 5 ner |
Peecrp yuera 61aHKOB JOKYMEHTOB Ilocine
. . 3Toja, Il. «B» CT.
06-12 |ycranoBneHHOro o6pasna crporoit || YHUUTOKEHUS '
. 183 Ilepeuns '
OTYETHOCTH I OJIaHKOB ;
i - 7
06-13 | AKTBI ciucanus OJIaHKOB 3 roja, 1. «B» CT. IToce
JIOKYMEHTOB YCTaHOBJIEHHOI'O 183 YHUUTONKEHHS
ofpasia cTporoif OTYETHOCTH OIaHKoB

4.

4. Tlopsiaox nepeBoaa A0KYMEHTOB, H3TOTOBJIEHHBLIX HA OymasKHOM
HOCHTEJIE, B 3JIEKTPOHHBIE IoKyMeHThL. IIpaBuna xpanenus u
APXHBHPOBAHMSI, PE3EPBHOIO0 KONMKHPOBAHUSA U BOCCTAHOBJICHUS
3JIEKTPOHHBIX I0KYMEHTOB, MOANHCAHHBIX YCHJIEHHOH
KBaJIH(PHUHPOBAHHOH 3JIEKTPOHHOMN MOANHCHIO

4.1. B Opranuzanuu Jomyckaercs BO3MOXKEOCTE BeI€HUS [IPOTOKOJIA POBEPKHU
3HaHus TpeOoBaHMN OXpaHbl Tpyaa pabOTHHKOB B JJIEKTPOHHOM BHJE C
MCIIOJNIL30BAHMEM  DNIEKTPOHHOM MOANMUCH WIM JH000ro JApyroro crocoba,
MO3BOJIAIOIIETO HUAECHTHMUIMPOBATE JIUYHOCTh PAbOTHHUKA, B COOTBETCTBHU C
3aKoHOJaTenbeTBOM Pocceuiickoii @enepariyu.

4.2.  IlepeBoj 1OKyMEHTOB Ha OYMa)KHOM HOCHTEIIE H COCTABISIONHX OyMaKHBIH
apXWB, OCYIIECTBIIACTCS B COOTBETCTBUH C NIPHKA30M Jipekropa Opranusaryu.

43. DIeKTPOHHBIH 00pa3 JIOKYMEHTOB CO3/a€TCS C TMOMOIIBIO CPEJCTE
CKaHHpOBaHus. CKaHHPOBAHME JOKYMEHTA Ha OyMa)KHOM HOCHTENE JOJIKHO
MPOU3BOJIUTHCS B MacmTabe 1:1 B rpajlaliusax ceporo msera.

44. Tlpu cxaHupoBaHUM HEOOXOAUMO OOecTeynBaTh paspelnieHue He Meree 200
TOYEK Ha JIIOUM, a TAKIKE COXPAHEHHE BCEX PEKBU3KTOB U ay TEHTHIHBIX IPH3HAKOB
MOMVIMHHOCTH, B TOM u4wHclie rpaduyeckod moamucw Jjmna (Juil), MedaTw
Opranunsaiuu, npu ee Hannaud. Daii 51eKTPOHHOr0 06pa3a JOKYMEHTA J0JIKEH
661Th B popMaTe apxuBHOTro Xpanenus PDF, pasmep daiina snexTpoHHOro obpa3za
He JI0JDKeH npeBelaTh 30 merabaiiT,



4.5.  Jlupexropom OpraHu3allid Ha3HAYAETCS OTBETCTBEHHBIH CIIEIMANHCT,
YTOJIHOMOYCHHBIH Ha co3jlanue (aiiios, mepefady TOKYMEHTOB B 3JIEKTPOHHBII
apxuB, (OPMHPOBAHHE OJIEKTPOHHOIO apxuBa, paboTy C JOKYMEHTaMu
SJIEKTPOHHOI'0 apXHBa, B TOM 4YHKClie (POPMUPOBAHUE U 3aBepeHue OyMaXKHON KOITHU
DJIEKTPOHHOIO ~ NOKYMEHTa,  O0DECreueHHsl  JIOCTOBEPHOCTH  HJIEKTPOHHBIX
AOKYMEHTOB, pPa3sMEIlEHHBIX U BBOJUMBIX B DJIEKTPOHHBIH apXuB, obecreueHune
paboThI U 6€30MACHOCTH AMEKTPOHHOTO ApXUBA, @ TAKKE PE3CPBHOTO KOITHPOBAHHS,
BOCCTaHOBJICHUS] HH(POPMAIIHH.

4.6. OTBETCTBEHHBIM HCIIONHHTENEM CO3/aeTCs apXUBHBIN (aiin JoKyMeHTa ¢
3aloJHeHHEM Heobxomumol uH(opMmanmu. Kaxipiil oTie/nbHbIl 371eKTPOHHbII
0bpa3 HOKyMeHTa MOJKeH OBITh MpEICTaBIeH B BUAE OTAEIBLHOro (aiina c
HaVMEHOBaHHUEM, TIO3BOJSIOIMM HMJICHTHQHULUPOBATH OJIEKTPOHHBIA  06pa3s
JNOKYMEHTA. |

4.7. B apxuBHBIA (aii)l OTBETCTBEHHBIH HCTIONHUTENb 3aTPYKAeT EKTPOHHBII
00pas I0KyMeHTa, IPEeIBAPUTENBHO CBEPSIsl €10 C OPUTHHATIOM M (HJIH) HaJUIe)Kalle
3aBEPEHHOU KOIUEH.

4.8. llpu ycTaHOBIEHMM HJIGHTHYHOCTH OSIIEKTPOHHOrO 00Opa3za IOKYMEHTa ¢
OpHI'MHAJIOM/HaIeXKalle 3aBePEHHOM KOIMUeW OTBETCTBEHHBIH UCIIONHUTENb WK
nupexrop OpraHusanuu NOAMHMCBIBAET €0 3JIEKTPOHHON KBATU(PUIIMPOBAHHOM
HOJTHCHIO.

49. BBon TONyYeHHBIX MM CHOPMHUPOBAHHBIX OJNEKTPOHHBIX  0OPa3zoB
JOKYMEHTOB M OJICKTPOHHBIX JOKYMEHTOB B OJIEKTPOHHBIH apXWB JIOJIKHEI
BBINIOJTHATBCSI OTBETCTBEHHBIMH MCTIOJIHUTENSIMU B KpaTYallIiuil CPoK.

4.10. DyHKUMOHAIBHBIE XapaKTEPUCTHKHU JJEKTPOHHOI'O  apXWBa  JIOJKHBI

IPEACTABIIATE MI0JIL30BATENSAM CIAEAYIOIIHE BO3MOMKHOCTH:

® IIOMCK JOKYMEHTOB I10 Pa3IMYHBIM PEKBHU3UTAM U 3HAUEHUSM;

® OTKPBITHE 3JIEKTPOHHBIX 00Pa30B JOKYMEHTOB CTAHIAPTHBIMU CPEICTBAMU;

® BBLIBOJ HA OYMaXXHBIH HOCHTEIb;

e (GOpPMHpOBAHHE CTATHCTHYECKOW, W JPyrodl OTYETHOCTH O COCTOSHHU
3JIEKTPOHHOTO apXUBa;

® pasrpaHHYeHHe IIpaB JOCTYyIa K JOKYMEHTaM 3JIeKTPOHHOTO apXKBa;

® HECBO3MOXXHOCTb YHalleHHMs paHee 3arpy)KeHHBIX O3JIEKTPOHHBIX 00pa3oB
JIOKYMEHTOB;

® HCBO3MOXXHOCTB YJale€HMs M 3aMEHbl DJIEKTPOHHOW TMOMAIKCH B paHee
3arpy>XeHHBIX 3JIEKTPOHHBIX 00pa3ax IOKyMEHTOB;

4.11 Dnexrponneni apxuB OpraHu3aluu BKIOYaeT B cebs WH(OPMAIHOHHYIO
CHCTEMY,  OOECNEUHBAIOIIYIO  YMpPaBIEHHE  APXMBHBIMH  3JIEKTPOHHBIMH



ZIOKYMEHTaMH, 1 00ECIIEYUBAET MECTO JUISl XPAHEHHS 3JIEKTPOHHBIX JOKYMEHTOB Ha
(usnvecku 06OCOONEHHBIX MaTepUalbHBIX HOCHTENSX, B TOM YHCIE JUISI HX
BPEMEHHOI'0 ~ pasMelleHHs, a TaKKe YCTAaHABIMBACTCS WIIH  BLILEJSETCs
HEOOXOIMMOE CepBEpHOE M KOMMYHUKAIMOHHOE 060pYI0BaHKE.

4.12. DnexkTpoHHBIE JIOKYMEHTBI, MOJJIEXKAIIHE XPAHEHHIO, [epefaTcsl B
SNIEKTPOHHEIH apXWB B YNOPAMOYEHHOM COCTOSIHAM B BUJE KOHTEHHEpOB,
00eCIeYUBAIOIINX HEIOCTHOCTS MEKTPOHHBIX JOKYMEHTOB, Ha OCHOBAHMM OITHCE}]
SJICKTPOHHBIX OKYMEHTOB 110 BHYTPEHHEH 2/1eKTPOHHOH 1oute OpraHu3aluy Wi
Ha 000CO0JIEHHBIX (ONTHYECKHUX) HOCUTEISX. ;

4.13.  DyeKkTpoHHBIE JIOKYMEHTHl ~CHCTEMATH3UPYIOTCS [0 KOHTEeHHepaMm,
VHIEKCUPYIOTCS U HUMEIOT CPOK XPaHEHMUs], OIpe/esICHHbI HOMEHKJIaTypOH Jien
Opranusaluy, B MOPSIJIKE, YCTAHOBICHHOM B OTHOLIEHHH JieJ, COPMUPOBAHHBIX
U3 MOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

4.14. Konrelinep s1eKTPOHHOr0 JOKYMEHTa MpecTaBlseT coboii ZIP-apxus.
4.14.1. B xoHTelHep 3IeKTPOHHOTO JIOKYMEHTA BKJIFOUAIOTCS:

® JJIEKTPOHHBIN JOKYMEHT B (popMaTe apXHBHOTO XPAHEHUSL;

® METaJlaHHbIE IOKYMEHTA, BKJIIOYas 3JIEKTPOHHBIE TIOTIHCH,

4.15. B ciyyae HEOOXOAMMOCTH BOCCTAHOBJICHUSI JAHHBLIX 9JIEKTPOHHOTO
AokyMeHTa, OpraHusalus INPOBOAUT WX  pe3epBHOE KonupoBaHnue. s
OpraHM3alMi CHCTEMbI PE3ePBHOTO KOIUPOBAHUSI UCIOJIB3YIOTCS CTAHIapPTHBIE
CPEACTBA ONEpPAllMOHHOW CcHCTeMbl. PesepBHOe KomHpoBaHWe MPOBOAUTCS
eXeMeCSYHO He no3aHee 20-ro yucia Mecsa.

4.16. [lns cosnamus pe3epBHBIX KONMH JAHHBIX TIPHMEHSIOTCS KOMITAKTHLIE
(cMeHHBI€) HOcHTeNM HHpOpMAaLUH (06Ja4HOe XPAHMIMINE BHEIIHHE JKECTKHE
JIACKH H T.IL.),

IIpu co3ianuy pe3epBHBIX KOMUIA AOMYCKAETCS MX apXHBUPOBAHUE CITEMUATBHBIMM
IIPOrPaMMHBIMHU CPEICTBAMH.

4.17. Xpanenue pe3epBHBIX KOIUI OCYIIECTBIAETCS B TEUCHUE 3-X MECSIIER.

4.18. BoccranoByieHue yTpadeHHBIX J@HHBIX TPOM3BOJAMTCS U3 PE3ePBHOI KOINH,
obecrieunBaromelfl MHHHMAJbHYIO T[OTEPIO  JIAHHBIX, CONEPXKAIIMXCS B
UH(OPMALIHOHHOM pecypce.

4.19. OTBeTCTBEHHbIE JIIIA MpH paboTe ¢ JJICKTPOHHBIMU JJOKYMEHTAMH 00S3aHbI
cobnmonate TpebOBaHMS 3aKOHOJATENBCTBA POCCHICKOM Denepalu 0 3aUUTe
[IePCOHAJILHBIX JTaHHBIX.
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5. IlpenocraBiienne foKyMeHTOB 06 0GyueHHH N0 OXpaHE TPYAA B
3JIEKTPOHHOM BH/I€

Ilpy BeleHHH NpPOTOKONA NPOBEPKM 3HAHWs TPeGOBAHMIA OXpaHb Tpyla
PabOTHUKOB B DJIEKTPOHHOM BHZE, OOMEH SIeKTPOHHBIMH IIPOTOKOJIAaMHU €
JINaMH, TPOIIEANINMH TIPOBEPKY 3HAHUMM [0 OXpaHe TPY/a POUCXOIHT TaKKe
MCKIIFOYUTENBHO B 2JISKTPOHHOM BHJE (110 JIEKTPOHHOM 1mouTe) B 10 [HEBHBII
CPOK C NaTel 3aCeNaHHs COOTBETCTBYIOLIEH KOMHCCHH [0 MPOBEPKE 3HAHMIL
TpeboBaHMit 0XpaHb! Tpyia B Opranusaimm.

OJIEKTPOHHBIA JIOKYMEHT IIO/IMCHLIBAETCS YCHJIEHHON KBaJM()ULIUPOBAHHOM
3JICKTPOHHOK MOAMUCHIO JupekTopa OpraHuszaryy.

Io 3ampocy Jsmua, mpomeqmero MpoBepKy 3HAHWE TMO OXpaHe Tpyma, emy
BBIIAETCA  NPOTOKON  TIPOBEPKH  3HAHMS Tpe60BaHHH OXpaHbl Tpyja Ha
OyMa)XHOM HOCHUTEJIE.

bymakHas KOIMS 3JIEKTPOHHOIO JOKYMEHTa 3aBepsieTCsi OTTHCKOM [ITAMIIa
"Konust a5iekTpoHHOro fokyMeHTa BepHa" (WM co6CTBEHHOPYUHOI 3aIHCHIO C
TEKCTOM) H COOCTBEHHOPYYHOH MOIITUCBIO JIULE, YIOTHOMOYEHHOTO 3aBEPSITh
AOKYMEHTBI OT HMEHH OpraHu3alyy ¢ paciu(ppoBKON GaMUIUK U TOKHOCTH
U YKa3aHUEeM JaThl 3aBepEHUS.

OTBETCTBEHHBIH HCIIONHUTEb HECET NEpPCOHANBHYIO OTBETCTBEHHOCTH 34
MICHTUIHOCT HHpOPMALMK B GyMaKHOH KOTIHH 3JIEKTPOHHOTO JOKYMEHTA 1
€€ OJIEKTPOHHOM OpHIMHAJe, a TaKKe 3a Co3haHHe OyMa)KHOH Komuu
JIOKYMEHTA.

JIACTBI MHOTOCTpPaHMYHBIX OyMaXKHBIX KOIMH OSJEKTPOHHBIX JIOKYMEHTOB
JOJDKHBI  OBITH TIPOHYMEpOBAHBI, JOIYCKAeTCs OpONIIOPOBAHUE JIHCTOB
MHOTOCTPaHHYHBIX  JOKyMEHTOB, KX  [pOIIMBKA W  3aBEpeHHE
COpOIIIOPOBAHHOTO JOKYMEHTA Ha 060POTE TOCIEIHErO JIUCTA.

6. OTBETCTBEHHOCTD 32 XpaHeHue T0KYMEHTOB

OpTaHHBaHHH HECET OTBCTCTBGHHOCTB‘ 3a COXPaHHOCTH MOJOKYMEHTOB Ha
6YMa}KHOM HOCHTEJIC, a TaK)X€ DJIEKTPOHHBIX JIOKYMEHTOB ACKTPOHHOI'O
apxuBa, 06pa60TKy H XPpAaHCHHE IEPCOHAJBHBIX HAaHHBIX, COJEpPIKAIIUXCS B
3JICKTPOHHOM H 6}’Ma)KHOM ApXHBE.

CoXpaHHOCTb ~ 3JIEKTPOHHBIX  JIOKYMEHTOB B  3JIEKTDOHHOM  apXHBe
00ecrie4rBaeTCs UCIIONHUTENBHOR qupekiinei Opranuzamnnm.



6.3. Ilpy XpaHeHMH OSJEKTPOHHBIX JOKYMEHTOB Ha (PM3MYECKH 060COGIIEHHBIX
MaTepHAJIbHBIX HOCHTENAX OHHM 3allUIIAIOTCS OT BPEIHBIX BO3JEHCTBUIN
OKpYXKaloLlled Cpelbl, B TOM YHCIIE€ MArHHUTHBIX, JJIEKTPOMATHUTHAIX,
TEeMIIEPATypPHO-BIAXKHOCTHBIX.

6.4. KOHTPOJIb TEXHUYECKOTO COCTOSIHHUSI 3JIEKTPOHHBIX IOKYMEHTOB U (DH3HIECKOro
COCTOSIHHUS SJIEKTPOHHBIX ¥ OyMa)KHBIX HOCHUTEJEH TPOBOJIUTCS HE PEXKE OIHOTO
paza B 3 roja.



