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1. O0mue moJoKeHus

1.1 Hacrostmee [TonoxxeHue onpenessieT paBuila XpaHEHUA U ApXUBUPOBAHUS
JOKYMEHTOB 00 00y4eHUH pabOTHUKOB U paboToaTenel BopocaM OXpaHbl Tpyaa,
B T.4Y. pErjjaMeHTHPYET BOIPOCHI XpaHEHHs JOKYMEHTOB Ha OyMa)KHOM HOCHUTEINE U
(var) B GopMe DIEKTPOHHBIX TOKYMEHTOB, IIOAUCAHHBIX yCUIEHHON
KBaTH(PHUIIMPOBAHHON 3JIEKTPOHHOM IMOANUCHIO, IPaBUIIa PE3EPBHOIO KOIIMPOBAHMUS
1 BOCCTAHOBJIEHUS JIOKYMEHTOB, a TAK)K€ YCTAaHABIUBAIOTCS MOPSAIOK, MECTO,
dopmer u cpoku XpaneHus ToKyMeHTOB B OO0 «Ky3bacckuii JInTelHbIi 3aBo1»
(manee — OO0 «KJI3» / Opranuzauus).

1.2 TlonoxxeHue pa3pabOTaHO B COOTBETCTBUH C MIIL. «3» II. 5. [locTanoBneHus
[TpaButensctBa PO ot 16.12.2021 Ne 2334 “O06 yrBepxaenuu IIpasuin
aKKpeIuTalluy OpraHu3aluil, HHIAUBUIYaIbHBIX IIPEAIPUHUMATENIEH, OKa3bIBAIOIINX
YCIYTH B 00JaCTH OXpaHbl TPYyAa, U TpeOOBaHUN K OpraHU3aLusiM U
UHIVBHIYAIBHBIM IIPEAIPUHAMATENSIM, OKa3bIBAIOIIUM YCIIyTH B 00JIaCTH OXPAHBI
tpyna”, [TocranoBneruem [IpaButenscta PO ot 24.12.2021 Ne 2464 7O nopsaxe
o0y4eHws 10 OXpaHe TPy/la U IIPOBEPKH 3HaHUS TpeOOBaHUM OXpaHbl Tpyaa’,
®enepanpHOTO 3aK0HA OT 6 anpenst 2011 roga 63-D3 «OO 371€KTPOHHON IOITUCHY,
®enepanpHOro 3aK0HA OT 22 0KTA0pst 2004 roma Ne 12-@3 «O0 apXUBHOM zelle B
Poccutickoit @enepanmmy, @enepanbabiii 3aKoH oT 27.07.2006 Ne 152-03 “O
nepcoHanbHbIX JaHHbIX”, «["OCT P 7.0.8-2013. HanmonanbHbIi CTaHAAPT
Poccutickoit @enepannn. Cuctema CTaHIAPTOB 110 UH(OpMaLUK, OMOINOTEUHOMY U
U3/1aTelIbCKOMY Jeity. Jleonpou3BOICTBO U apXUBHOE J1e710. TepMUHBI U
onpenenenus», «<'OCT P 54989-2012 (ISO/TR 18492:2005). HanmonaneHel1i
craumapt Poccuiickoit @eneparuu. ObecrieueHrne JOJITOBPEMEHHON COXPaHHOCTH
3JIEKTPOHHBIX ToKyMeHTOBY, «["OCT P 54471-2011/ISO/TR 15801 :2009.
Hammonanpnsiit crangapt Poccuiickoit @enepanyu. CuCTEMBI 2IE€KTPOHHOIO
JIOKyMeHTooOOpoTa. YrpasieHue qokyMenTanueil. Mndopmarus, coxpansiemas B
AJIEKTPOHHOM BHUJle. PeKkoMeH1aluy 1o 00eceYeHUI0 JOCTOBEPHOCTH U
HAJIEeKHOCTH» U UHBIX 3aKOHOIATEIbHBIX, HOPMAaTHUBHBIX, U JIOKAJIbHBIX aKTOB,
NeHCTBYIOIINX B 00JIACTU XpaHEHUs TOKYMEHTOB B OpraHu3aiuu.

1.3 Hacrosiee monoxeHue pacipoCTPaHsIIOTCs Ha OpraHU3aLuio paboTh ¢
JTOKyMEHTaMH He3aBHUCHUMO OT BUJla HOCUTES, BKIIFOYAsl UX MOATOTOBKY,
pPETUCTPAITUIO, yUeT U KOHTPOJb UCIIOJIHEHHUSI, OCYIIECTBIIIEMbIE C TTOMOIIBIO
aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOIOTUH.

1.4 ABTOMaTH3MpPOBAaHHBIE TEXHOIOIMU 00pabOTKU JOKYMEHTHOM nH(OopManuu,
npumMensemble B OpraHu3aliiy, JOHKHBI OTBeYaTh TPeOOBaHUSIM HACTOSILETO
ITonoxenus.
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1.5 Bompocsl, HeyperynupoBanHble [lonoxxeHrnem, pa3penaroTcs B MOPSAKE,
ycTaHOBJIEHHOM TpynoBeIM KofekcoM PD u npyrumMu HOpMaTUBHO-PABOBEIMU
aKTaM# TPYJIOBOTO 3aKOHOIATEIHCTBA.

1.6 B ciydae u3amMeHeHUs MOJIOKEHUHN JEHUCTBYIOIIETO 3akoHoAaTenbseTa PO u
npoTuBopeuns Hactosiero [lonoxxenus, CTOpoHbl pyKOBOICTBYIOTCS HOpMaMU
JIEUCTBYIOIIETr0 3aKOHOAaTeIbCTBa PD.

2. Cucrema XpaHeHHsI U AapDXMBUPOBAHUS IOKYMEHTOB.
IIpaBuia ux XpaHeHusi 1 apXUBUPOBAHUS

2.1 HoxymeHtanusi 00 o0yueHrHn pabOTHUKOB U paboTojaTenet Borpocam

oxpansl Tpya OO0 «KJI3» BkitouaeT B ceOsi:

- IpOTpaMMBbI OOyUeHHMs], 10 KOTOPBIM OCYIIECTBIIsIETCsl OOyueHue paboTonareneil u
pabOTHUKOB IO BOIIpOCaM OXpaHbl TPyAa;

- IPOBEPOUHbIe MaTepHalibl y4eOHO-MEeTOAMYECKUe MaTepHUalbl MPUKA3bI O
(dopMHUpOoBaHUY y4eOHOU IPYIIIIBL;

- pacmnucaHue 3aHSATHUH,

- OKypHAQJI y4eTa IIOCeIaeMOCTH, Pe3yJIbTaTOB KOHTPOJIS 3HAHUH;

- IpYKa3 O HA3HAYEHUU KOMUCCUHU IIPOTOKOJI IPOBEPKH 3HAHUS TpeOOBaHUMI
OXpaHbl Tpy/Jia paOOTHUKOB;

- )KypHaJIbl y4eTa BbI1aul JOKYMEHTOB;

- peecTp BBIIAHHBIX JOKYMEHTOB;

- aKTBI CIIMCAHUS JOKYMEHTOB CTPOIOA OTYETHOCTH;

- UHbIE JOKYMEHTBI, B COOTBETCTBHUHU C pazzienoM 3 HacTosiero [lomoxenus.

2.2. Pe3ynbTaTsl IpOBEpKH 3HAHUS TpeOOBaHUI OXpaHbI TPpyaa paOOTHUKOB IIOCIIE
3aBepIeHuss 00yueHus TpeOOBaHUSIM OXPaHbl TPYAa, O0yIeHHS 110 OKa3aHUIO
IIEPBOU ITOMOIIY [TOCTPaJaBIIUM, 00Y4EHUS IO UCTIOIB30BAHMIO (TIPUMEHEHUIO )
CPEeICTB UHIMBUYaJIbHON 3aIIUThI, OOPMIISIOTCS TPOTOKOJIOM TIPOBEPKHU 3HAHUS
TpeboBaHMM OXpaHbI TpyAa.

2.3. IIpoToxoJ mpoBepKH 3HAaHUS TpeOOBaHUM OXpaHbI TPpyJa paOOTHUKOB MOXKET
OBITH O(hOPMIIEH Ha OyMa)XKHOM HOCHUTEJIE WU B 3IEKTPOHHOM BHUJIE U SIBIISETCS
CBUJETENBCTBOM TOI'0, YTO PAOOTHUK ITPOILIET COOTBETCTBYIOIIEEe 00yUeHHUE I10
oXpaHe Tpy[a.

2.4. Hymepanus IpoTOKOJIOB 3aceJaHus aTTeCTAllHOHHONW KOMHUCCHH, TPOTOKOJIOB
3ace/laHus KOMUCCHH 110 IIPOBEPKE 3HAHUM, BEAETCS B TeUSHHE I'0jla HApaCTAIOIIUM
UTOTOM U COOTBETCTBYET HOMEPY I'PYIIIIHL.

Hanpumep: ansg rpynn o oxpase tpyza Ne 2 OT OO0 «KJI3».
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EOZ@@ S@OHOWOEN MOXXECT COCTOATH U3 HECKOJIBKHUX @moﬂwmu IIpH yCJIOBHUH
BKJIFOYCHHUS B COCTAB I'PYIIIBI O@%QNHOESNOM 10 HECKOJIBKUM OOI'OBOpaM.

2.5. B mpoTtoxkosie mpoBepKY 3HaHUS TpeOOBaHUM OXpaHbl TpyAa pabOTHHUKOB
yKa3blBaeTcs clieyromias nHhopMarus:

a) mojgHoe HauMeHoBaHue OpraHu3anuu

0) mata ¥ HOMep TprKa3a O CO3aHUN KOMHUCCHH I10 IIPOBEPKe 3HAHUS TPeOOBaHMMA
OXpaHbl TPYa;

B) haMMJTUS, UMsI, OTYECTBO (TIPU HAJTUYKM) MIpeceaaTelNs, 3aMeCTUTEIs
(3amectuteneit) npeacenarens (Ipy HAIWMYUK) U YJIE€HOB KOMUCCUH 10 IPOBEPKE
3HaHUS TpeOOBaHUN OXpaHBI TPY/Ia;

I') HAHMEHOBaHUE U MTPOIOJDKATEIFHOCTH MPOTpaMMbl 00yUIeHHS TI0 OXpaHe TPYa;

1) baMuIus, UMS, OTYECTBO (IIPU HAIWYWH ), Tpodeccust (JOKHOCTH), MECTO
paboThl pabOTHHKA, MPOIIEAIIETO MPOBEPKY 3HAHUS TPeOOBAaHUI OXpaHbI TPY/Ia;

€) pe3ysbTaT ' MpOBepKH 3HAHMS TpeOoBaHUM OXpaHbl Tpya (OLeHKa pe3yapTaTa
MIPOBEPKH” YIOBIETBOPUTEILHO” WU “HEYIOBJIETBOPUTENILHO);

) laTa TIPOBEPKH 3HAHUS TpeOOBaHUI OXpaHbl TPYIa;

3) pEerUCTPAllMOHHBIA HOMED 3aMUCH O MPOXOKACHUHN MPOBEPKU 3HAHUS
TpeOOBaHMI OXpaHbI TPyAa B peecTpe 0O0yUeHHBIX 110 OXpaHe TpyAa Juil (ganee -
peecTp 00y4YeHHBIX JIHL);

1) MOJNUCH pabOTHUKA, IPOILIEAIIEr0 IPOBEPKY 3HAHUS TPEOOBAHUN OXPaHBI

TpyZa.

2.6. IIpoToko:n mpoBepKU 3HaHUS TpeOOBaHUM OXpaHbl Tpyda pabOTHHUKOB
IOJIIUCBIBaeTCA IIpesceaTeseM (3aMeCTUTENEM IIpeicelaTellsl) U YIeHaMH
KOMUCCHH 110 POBEpKe 3HaHMs TpeOoBaHUM oxpaHbl Tpyaa. Jlomyckaercs
BO3MO>KHOCTH BEJIE€HHUsI IPOTOKOJIA MPOBEPKH 3HAHUs TPeOOBaHUN OXpaHbI TPyAa
paOOTHUKOB B 3JIEKTPOHHOM BH/JIE C UCIIOJIb30BAHUEM DJIEKTPOHHON MOANUCH WA
m060ro Apyroro crnoco0a, MO3BOJISIOLIEr0 UIEHTUGUIIMPOBATE JIUYHOCTD
paOoTHMKA, B COOTBETCTBUU C 3aKOHOIaTenbCcTBOM Poccuiickoit ®eneparuu. [To
3arpocy pabOTHUKA eMy BbIAAeTCs IIPOTOKOJ IIPOBEPKHU 3HAHUS TPeOOBAHMM OXpaHBbI
TpyZa Ha OyMa)KHOM HOCHUTEJIE.

2.7. B coyyae eciy HOpMaTUBHBIMU IIPaBOBBIMU aKTaMH HE YCTaHOBJICHA
He0OXOIMMOCTb BBIJJAaUM YAOCTOBEPEHUH O MPOBEPKE 3HAHUS pAOOTHIKOM
TpeOOBaHMM OXpaHbl TPyAa, JOMOJHUTEIBHO K IPOTOKOIY IIPOBEPKH 3HAHUS
TpeOOBaHMM OXpaHbl TPpyAa paOOTHUKOB IOIMyCKAETCs BHIIABATH yIOCTOBEPEHHUE O
IIPOBEpKe 3HAHUS TpeOOBaHUM OXpaHbl TpyAa paOOTHUKY, YCIIEIIHO MPOIIeIIeMy
IIPOBEPKY 3HAHUS TPeOOBaHUN OXpaHbI TPYIa.

2.8. 1o oxoHYaHUU 00y4eHUs TPYIIIIBI OTBETCTBEHHOE JIUIIO 338 OpraHU3aIllHOHHO-
METOAMYECKOE COMIPOBOXKAECHHUE TPYIIIbI (HOPMHUPYET UTOTOBYIO TAIIKY C
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UJEeHTU(UKAITMOHHBIM HOMEPOM TPYIIIIBI, B KOTOPYIO BKITFOUAIOTCS CIEIYIOLINE
JIOKYMEHTBI:
- CIIMCOK JIMLI, HapaBJsieMbIX Ha 00ydeHne (MOXeT ObITh OJMH Ha HECKOIBKO
TPy 110 OJHOU mpodeccun)
- IpYKa3 o NpueMe Ha o0yUeHHe;
- MprKa3 00 OTUYUCICHUU;
- pacnucaHue 3aHATUM;
- )KypHaJ y4deTa IOCelaeMOCTH U pe3yJIbTaTOB KOHTPOJISI 3HAHUH;
- IPYKa3 O HA3HAYEHUH KOMUCCUU IIPOTOKOJ IPOBEPKH 3HAHUS TpeOOoBaHUM
OXpaHbl Tpyia pabOTHUKOB,
- )KypHaJjbl y4eTa BbIJauu JOKYMEHTOB
- IUCTHI OTBETOB (€CJIH 10 IporpaMmMe NpeaycMOTpeHa TecToBas hopma
IIPOBEIEHUSI UTOTOBOM aTTECTAINH) MO KOJUYECTBY YIACTHHKOB IPOBEPKHU
3HaHUM.

2.9. XpaHeHue TOKyMEHTOB B UTOTOBOM Manke ¢ UACHTU(PUKAITMOHHBIM HOMEPOM
I'PyIIBI OCYIIECTBIISIETCS B COOTBETCTBUY ¢ HOMEHKIATypol aen Opranuzaiuu.

2.10. OTBETCTBEHHOCTH 32 XpaHEHHUE U apXUBUPOBAHUE TOKYMEHTOB 00 00yUYeHUH
paboTHUKOB U paboToaTenell BopocaM OXpaHbl TPyAa U OpTaHH3aIUI0
NIeJIONPOU3BOACTBA, COOMIOEHIE YCTAaHOBIEHHBIX HACTOSIIMM [lososkeHueM B
Opranu3zanuy Bo3naraeTcst Ha cTapiiero npenonasareis OO0 «KJI3».

2.11. HenocpexnctBeHHast paboTa 10 KOMILIEKTOBAHUIO JOKYMEHTOB 00 O0yUYeHHUH
pabOTHUKOB K paboToaTenell BOpocaM OXpaHbl TPyAa OCYIIECTBISICTCS
COTPYIHUKAaMU OTAeNa YYeOHBIX IIPOrPaMM.

3. MecTo M CpOKM XpaHEHUS TOKYMEHTOB M0 00y4YeHHUIO 10 OXpaHe
TPyAa Ha OyMaKHOM HOCHTeJIe

3.1. XpaHeHue JOKYMEHTOB 110 O0yUYEHHIO TI0 OXpaHe Tpy/ia Ha OyMakKHOM
HOCHTEJIE OCYLIECTBISETCS B OT/IeNe yUeOHBIX IPOTpaMM.

3.2. B cooTBeTCTBUM ¢ HOMEHKJIAaTypol fen OpraHu3anuu JUisl XpaHeHus
JIOKYMEHTOB 10 OOyUEeHHIO TI0 OXpaHe TpyJa Ha OyMa)KHOM HOCHUTEIIE
YCTaHABIMBAIOTCS CIEIYIOIINE CPOKU:
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ujekc |3ar0NOBOK jerna Cpok xpaHenus, | [Ipumeuanue
nena CT. TIO MIePEYHIO
03-01 |IIporpamMMbl 0Oy4YeHUSI 5 ner, ct. 477
[Tepeuns
-02 |IIpoBepouHble MaTepHUabl: TECTHL,
03-0 POBEP P 1 rox, ct. 481
3a/laHusl, SK3aMeHaI[MOHHbIE
[Tepeuns
OMIIeTH
03-03 |Wrorosas mamnka: IpuKasbl 110 S met
opraHuzaiuu yaeOHoro mnpoiecca
(3auncnenusi, OTUYUCIICHNUS );
pacrnucanue Ha TpyIIILy; KypHa;
MIPOTOKOJT; 3as1BKa
03-04 |IIpuxaspl 0 HA3HAYEHUU KOMUCCUU |5 JIET
03-05 IIpoTokoinbl 3acenaHus KOMACCUU 10 meT, cT. 485
10 TPOBEPKE 3HAHUU [Tepeuns
Kypnan peructpanuu yuaeOHbIX
Q .WIQQ v\@ Hu Hu I v\ m JIeT
rpynn
03-07 |[doxymeHThl 0 mpoBepKe 3HaHui no |[lo ux n. 7 Ilopsinka, yTB.
OXpaHe Tpynaa BOCTpeOOBaHUS [Tpukazom
Munob6pHayKku
Poccum ot
14.10.2013 N
1145
03-08 |)KypHan y4eTa BbI1a4¥ JOKYMEHTOB
0 Mﬁowo W\Aw wmmmmw o %x Wm@ o0 e, C1. 469
POBEP P Ilepeuns
TpyAa
03-09  |Peectp BBIIAHHBIX JOKYMEHTOB O 50 zer, cT. 489
MIpoBEpKe 3HAHUM 1o oxpane Tpyna |[lepedns
03-10 |YueOno-meromuueckue matepuansl |[Toct. Jlo
1o mporpaMmmam (KOHCIIEKTBI MUHOBaHUS
JIEKLIAW, IPEe3eHTALNH, HaJOOHOCTH CT.
pa3gaTOYHbIE MaTEPHUATIBI IS 479 Tlepeuns
JIEKIMOHHBIX U TTPAKTUIECKUX
3aHSATUN):
a) 1Mo MeCTy pa3pabOTKH
0) B IpyTUX OpraHU3aIUIX
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03-11 |3asBieHus 00yUYarOIIUXCS S mer
Peectp yuera 651aHKOB TOKyMEHTOB [Tocre
. |3 Toma, II. «B» CT.
03-12 | ycTaHOBJIEHHOTO 00pa3la CTPOrou YHUYTOXKEHUS
183 Ilepeuns
OTYETHOCTH 0J1aHKOB
03-13 | AxTbI crIMCaHUs OJIAHKOB 3 roxa, m. «B» ct. |Ilocme
JIOKYMEHTOB YCTaHOBJICHHOTO 183 YHUYTOXCHUA
oOpasia cTporoil OTYETHOCTH OnaHKOB

4. Tlopsiaok mepeBoaa 10KYMEHTOB, H3rOTOBJIEHHbIX HA
OyMaXHOM HOcHTeJIe, B 3JIEKTPOHHBIE TOKYMeHThI. [IpaBuna
XpaHEHUs U APXMBUPOBAHMSA, PE3€PBHOI0 KONMUPOBAHUSA H
BOCCTAHOBJICHUS 3JIEKTPOHHBIX JOKYMEHTOB, MOAMUCAHHBIX
YCHJIEHHOM KBAJIU(PUIUPOBAHHOH 3JIEKTPOHHOM MOANMHCHIO

4.1.B Opranmuzamuy IOITycKaeTcsi BO3MOKHOCTh BEAEHMS MPOTOKOJIA ITPOBEPKHU
3HaHWS TpeOOBaHWM OXpaHBl TpyAa paOOTHUKOB B JJIEKTPOHHOM BHIE C
WCIIOJB30BAaHUEM 3JIEKTPOHHOW TMOMANWCH WM JIO0Oro Jpyroro croco0a,
MTO3BOJISIOIIET0 HASHTU(PHUIUPOBATh JIUYHOCTh pabOTHHKA, B COOTBETCTBUM C
3aKOHOaTenbCcTBOM Poccuiickoit @enepanui.

4.2. [TepeBox MOKYMEHTOB Ha OYMa)KHOM HOCHUTENE€ W COCTaBIISIOIINX
OyMaXHBII apXWB, OCYIIECTBIAETCS B COOTBETCTBUM C IPUKa30M JHPEKTOpa
Opranuzamumu.

4.3.0OnexTpoHHBIE 00pa3 TOKyMEHTOB CO3JaeTCsi C IIOMOINBIO CPEJICTB
CKaHUPOBaHUSI.

43. CkaHupoBaHME JIOKyMEHTa Ha OyMa)XHOM HOCHTENE JOJDKHO
IIPOU3BOAUTHCS B MaciuTade 1: 1 B rpaganusx ceporo BeTa.

4.4, IIpu ckanupoBaHUM HEOOXONUMO OOECTIEUMBATh pa3pellcHrue He MeHee
200 Touek Ha [OWM, a TaK)Ke COXpaHEHHE BCEX PEKBU3WTOB M ayTEHTHYHBIX
IIPU3HAKOB MOAJMHHOCTH, B TOM 4uCle TpadudecKoi MOAMUCH JTUIa (JIUIT), TIeUaTh
Opranuzanuy, npu ee Hanuuuu. Pailn 3eKTpoHHOTO obpasza JTOKyMeHTa IOJIKEH
ObITH B (popmare apxuBHoro xpanenus PDF, Pazmep daiina anextponHOro obpasa
He JIOJDKEH MpeBbimath 30 merabair.

4.5. Hupexropom OpraHuzanuy HazHavaeTCs OTBETCTBEHHBIM CIIELIMANIKCT,
YIIOJIHOMOYEHHBI Ha co3lnaHue (¢ailioB, mepeaadyy AOKYMEHTOB B BIIEKTPOHHBIM
apxuB, (OpMUpOBaHHE SJEKTPOHHOTO apXuWBa, paboTy C JTOKyMEHTaMH

Hoxyment |KJI3 ITom 0.001-24 Beimyck 1

OK3eMIULSIP crp. 8 m3 12 Hata




OJIEKTPOHHOI'O apXHBa, B TOM HHUCJIC %OﬁZE@memﬂm " 3aBCPCHHUC @%ZN&QAOM KOITMH
QJICKTPOHHOTO AOKYMCHTA, o0ecreueHus JOCTOBECPHOCTHU QJICKTPOHHBIX
JOKYMCHTOB, pPasMCHICHHBIX W BBOIUMBIX B OEOHAH@OEEEHM dpXuB, obecnieyeHne
ﬁm‘@OHE 1 0€30IIaCHOCTH QJICKTPOHHOTI'O apXHBd, & TaKXXE PE3CPBHOIO KOIMMPOBAHUA,
BOCCTAaHOBJICHHUA SE@O@ZNESS.

4.6. OTBETCTBEHHBIM HCIIOJIHUTEJIEM CO3JaeTCs apXUBHBIN (hallsl JOKyMeHTa
C 3amoJIHeHHeM HeoOxomaumout unHdopManuu. KaXaplid OTAEeNbHBIA 3JIEKTPOHHBIN
o0pa3 JOKyMeHTa JOJDKEH OBITh TIPEJCTaBICH B BHUAE OTAENbHOTO Qaitia ¢
HAaUMEHOBAaHMEM, ITO3BOJISIIOIIMM  WICHTU(QHUIMPOBATH  JIIEKTPOHHBIK  00pa3
IOKyMEHTA.

4.7. B apxuBHBI Qailn  OTBETCTBEHHBIM HMCIOJHUTENb 3arpykaer
AJIEKTPOHHBIA 00pa3 JOKyMeHTa, MPEeIBAPUTEIBHO CBEPSSl €ro C OPUTHMHAIOM U
(mm) HaaIexKalle 3aBepeHHON KOMUe.

4.8. IIpu ycTaHOBIEHUN UIEHTUYHOCTH 3JIEKTPOHHOIO 00pas3a JOKyMeHTa C
OpUTMHAJIOM, HAJJIeXKAIlle 3aBEPEHHON KOIIMEH OTBETCTBEHHBINM HCIIOJHUTENb WIIN
Hupextop OpraHuzanuy IOANKCBHIBAET €ro 3JIEKTPOHHON KBaTU(DUIIMPOBAHHON
ITOATHUCHIO.

4.9. BBox mnomydeHHBIX WM CGHOPMHPOBAHHBIX AJIEKTPOHHBIX 00pazoB
JOKYMEHTOB U JJIEKTPOHHBIX [JOKYMEHTOB B 3JEKTPOHHBIM apXwB JOJHKHBI
BBITIOJTHSITHCSL OTBETCTBEHHBIMU UCIIOJIHUTEISIMU B KpaTUaUIIINi CPOK.

4.10.  OyHKUHOHAIbHBIE XAPAKTEPUCTUKU 3IJIEKTPOHHOTO apxuBa JOJKHBI
[IPEACTABIATH [10JIB30BATENSM CIEAYIOIIME BO3MOKHOCTH:

MTOMCK JOKYMEHTOB IO Pa3IuyHbIM PEKBU3UTAM U 3HAUCHUSIM;

OTKPBITHE AJIEKTPOHHBIX 00pa30B TOKYMEHTOB CTaHAAPTHBIMU CPEICTBAMU;

BBIBOJT HA OyMaKHBIN HOCUTEb;

(bopMupOBaHUEe CTATUCTUYECKOU, U JPYTOM OTYETHOCTH O COCTOSIHUU AJIEKTPOHHOTO
apXuBa;

pasrpaHWyYeHKe NpaB AOCTYIA K JOKYMEHTaM dJIEKTPOHHOI'O apXUBa;
HEBO3MOXKHOCTb  yJAJ€HHS paHee 3arpy)KeHHBIX JJIEKTPOHHBIX  00pa3oB
JIOKYMEHTOB;

HEBO3MOXXHOCTH yAAJIEHUS U 3aMEHBI 3JIEKTPOHHOM MOJIKCH B paHee 3arpyKeHHbBIX
AIEKTPOHHBIX 00pa3zax JOKYMEHTOB.

4.11 DOnexTpoHHBIM apxuB OpraHu3alvu BKJIIOYaeT B ceOsi MHPOPMAIMOHHYIO
CHUCTEMY,  OOECNeuYMBaIOUIyl0  yIpaBlIeHHE  apXWBHBIMH  3JEKTPOHHBIMH
JOKYMEHTaMU, U o0ecrednBaeT MECTO JIJISI XpaHEHUS JJIeKTPOHHBIX JOKYMEHTOB Ha
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@SwEJQOWN 000C00IEHHBIX MaT€pUaJIbHBIX HOCHUTCIIAX, B TOM YHCIC A HX
BPEMEHHOT'O  Pa3MCIICHUS, a TakKXE€  YCTaHaBJIMBACTCHA HIKX  BBIACIISICTCA
E@O@.XOEEZO@ CEPBCPHOEC U KOMMYHUKAITUOHHOC O@O@v\bcwmmﬁm.

4.12. DNeKTpOHHbIE IOKYMEHTHI, TMOJJIeKalllMe XpPaHEHUIO, IepelaloTcs B
QJIEKTPOHHBI apXWB B YIOPSAJOUYEHHOM COCTOSHMM B BHUAE KOHTEUHEPOB,
00eCITeYHBaIOIIMX IETOCTHOCT JJIEKTPOHHBIX JOKYMEHTOB, HA OCHOBAaHUU OIHUCEH
DJIEKTPOHHBIX TOKYMEHTOB I10 BHYTPEHHEH 3JIeKTPOHHON noute OpraHu3aluu WiId
Ha 000COOJEHHBIX (ONTUYECKIX) HOCUTEISX.

4.13. DJneKTpoHHBIE JOKYMEHTBI CHUCTEMATU3UPYIOTCSA IO KOHTEHHepawm,
WHJIEKCUPYIOTCS W UMEIOT CPOK XpaHEHWs, OINpPEIECJCHHBI HOMEHKIATypOou el
OpraHuzanuy, B MOpsIKe, YCTAHOBJIEHHOM B OTHOLIEHUH 1€, CPOPMUPOBAHHBIX U3
TOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

4.14. KoHTelHep 2IeKTPOHHOIO JOKYMeHTa MpecTaBisieT codoi ZIP-apxus.
B xoHTeliHep 3JIeKTPOHHOIO JOKYMEHTA BKJIFOYAOTCS:

- BJISKTPOHHBINA JOKYMEHT B (popMaTe apXUBHOTO XPAHEHUS;

- MeTaJaHHbIE JOKYMEHTA, BKJIKOYasl 3JIEKTPOHHBIE ITOAIUCH.

4.15. B cioydyae HEOOXOIWMOCTU BOCCTAaHOBIEHUSI HaHHBIX JJEKTPOHHOIO
mokyMeHTa, OpraHuzaiusi NOpPOBOJUT HMX pe3epBHOe KomupoBaHue. Jlis
OpraHu3allid CHUCTEMBl PE3EPBHOIO KOIMPOBAHMS HCIOJIB3YIOTCS CTaHIAPTHBIE
CpeAcTBa OIEPAllMOHHOM CUCTEeMBl. Pe3epBHOE KONHMpPOBaHWE ITPOBOAUTCS
exxeMecsIuHo He no3aHee 20-ro Jmciaa MecsIa.

4.16. Jlna co3pmaHusl pe3epBHBIX KOIMK JaHHBIX IIPUMEHSIIOTCS KOMIIAKTHBIE
(cMeHHBIC) HOCHTENMM WHPOpMaluu (oOmadHoe XpaHWININE / BHEIIHHE >KECTKHE
JIACKH | T.I1.).

Ilpu co3maHuK pe3epBHBIX KOIMM JOIyCKAeTCs UX apXUBUPOBAHME CIIELIMAIBHBIMU
IIPOrPaMMHBIMH CPEJCTBAMH.

4.17. XpaHeHue pe3epBHBIX KOIIUU OCYILECTBISAETCS B TEYEHUE 3-X MECSLIEB.

4.18. BoccTaHOBIIEHNE YTPAUY€HHBIX JaHHBIX IMTPOU3BOAUTCS U3 PE3EPBHOM KOIIHH,
o0ecrieyuBarolield  MUHUMAJIbHYIO  IOTEPIO  JAHHBIX, COJEPXKAIIUXCS B
UHPOPMAIIMOHHOM pecypce.

4.19. OTBeTCTBEHHBIC THUIIA ITPU paboTe ¢ AIEKTPOHHBIMU TOKYMEHTAMHU 00S3aHBI
cobmonate TpeboBaHMs 3aKOHOAaTeNbCTBa Poccuiickoit Denepariiu o 3aIuTe
[IePCOHAIIBHBIX JaHHBIX.
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5. IlpemocraBiieHHe TOKYMEHTOB 00 00y4eHHH 110 OXpaHe Tpyaa
B 3JIEKTPOHHOM BH/IE

5.1.Ilpx BeJeHUH NPOTOKONA TPOBEPKH 3HAHUS TpeOOBaHMUU OXpaHbl TpyJa
pabOTHUKOB B 3JIEKTPOHHOM BHJIE, OOMEH 3JIEKTPOHHBIMU IIPOTOKOJIAMU C JIUIAMH,
NPOIISNIIMMHI MPOBEPKY 3HAHMKW II0 OXpaHe TpyJda IPOUCXOAUT TaKKe
UCKJIIOYMTEIHHO B JIEKTPOHHOM BHJE (TI0 37eKTPOHHOU nouTe) B 10 THEBHBIN CPOK
C JIaThl 3aCelaHusl COOTBETCTBYIOIIEH KOMHUCCHH IO MMPOBEpKe 3HAHUM TpeOoBaHUI
oxpaHsbl Tpya B Opranu3anuu.

5.2.D7eKTPOHHBINA JTOKyMEHT IOJITUCHIBACTCS YCUICHHON KBaIM(QUIUPOBAHHOU
AJIEKTPOHHOM noanuckio Jupexkropa Opranuzanuu.

5.3.ITo 3ampocy nuiia, MpOIIeIIero IpoBEepKy 3HAHUU IO OXpaHe TPyHa, eMy
BBIJAETCS TIPOTOKOJ MPOBEPKH 3HAHMS TpeOOBaHUM OXpaHbl Tpylda Ha OyMaKHOM
HOCHTEJIE.

5.4.byMaxHass KOTIHS JJIEKTPOHHOTO JOKYMEHTa 3aBepseTCss OTTUCKOM IITaMIIa
«Komust 37IeKTpOHHOTO NTOKyMeHTa BepHa» (MM COOCTBEHHOPYYHOW 3aIlMCBIO C
TEKCTOM) M COOCTBEHHOPYYHOM TMOAMMUCHIO JIHIA, YIOJHOMOYEHHOTO 3aBepsTh
JOKYMeHTBI oT mMeHn OpraHuzalyy ¢ paciii@poBKOd (GaMUIWUA U AOJDKHOCTH U
yKa3aHueM JaThl 3aBEPEeHHUS.

5.5.0TBeTCTBEHHBIM HMCHOJHUTENIb HECET I[IEPCOHAJIBHYIO OTBETCTBEHHOCTL 34d
HACHTUYHOCTD SE@O@ZWEEN B @%ZN%EOM KOIIMK JJIEKTPOHHOI'0 JOKYMEHTA H €€
SJICKTPOHHOM OpPUTHHAJIC, a TAKKC 3a CO3JaHUC @%ZN%EOM KOIIMU JOKYMCHTA.

5.6.JIMCTBI MHOTOCTPaHWYHBIX OYMa)KHBIX KOMUM SIEKTPOHHBIX JOKYMEHTOB
JTOJDKHBI ~ OBITH ~ MPOHYMEPOBAHBI,  JOIyCKaeTcsi  OpoIIOpOBaHWE  JIMCTOB
MHOTOCTPAaHWUYHBIX JOKYMEHTOB, MX IIPOIIMBKA M 3aBepeHHe COPOIIOPOBAHHOIO
IOKyMeHTa Ha 000pOoTe MMOCIeIHero JUCTA.

6. OTBEeTCTBEHHOCTH 32 XPaHEHUE JOKYMEHTOB

6.1.Oprasu3anys HECeT OTBETCTBEHHOCTh 33 COXPaHHOCTb JOKYMEHTOB Ha
OyMa)XHOM HocuTese, a TaKXe 3JeKTPOHHBIX HOKYMEHTOB 3JIEKTPOHHOTO apXuBa,
00paboTKy U XpaHEHHE NMEPCOHAIBHBIX NAaHHBIX, COAEPKAIIUXCS B 3JIEKTPOHHOM M
OyMaXHOM apxuBe.

6.2.CoxpaHHOCTh  DJJIEKTPOHHBIX  JOKYMEHTOB B  DJIJIEKTPOHHOM  apXHBe
oOecrneunBaeTcs pykoBoicTBOM OpraHusanuu.
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6.3.Ilpu XpaHeHWH 3JEKTPOHHBIX JITOKYMEHTOB Ha (QU3MYeCKH 000COOIEHHBIX

MaTepUaIbHBIX HOCHTENSX OHM 3alMINAIOTCA OT BPEAHBIX  BO3JEUCTBHU
OKpy)Xatomeld cpeapl, B TOM YHCIE MArHUTHBIX, OJEKTPOMArHUTHEIX,
TeMIIepaTypPHO-BIAXKHOCTHBIX.

6.4. HAOIHHUO.EW TEXHHUYECCKOI'O COCTOAHHA QJICKTPOHHBIX JOKYMCHTOB u
@SwEQOONOH‘O COCTOAHHSA DBJICKTPOHHBIX H @%ZDMAEEN HOCHUTEJIEH IMPOBOAUTCA HE
PEXKE OJHOTO pai3a B 3 roaa. )
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