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BBenenune

Hacrosimine pexoMeHJalMy HaNpaBiIE€Hbl Ha peaju3aldio  IOJOXKEHUN
I'pamoctpoutensHoro koaekca Poccuiickon @enepauun, PenepaabHOro 3aK0Ha OT
1 nexabps 2007 roma Ne 315-®3 «O camMmoperyiupyeMbIX OpraHH3aIUsIX>»,
®denepanpHoro 3akoHa oT 6 amnpens 2011 roga Ne 63-D3 «O06 37IEKTPOHHON TOIITHACH,
®enepansHoro 3akoHa OT 22 okTsa0pst 2004 roga Ne 12-d3 «O6 apXxuBHOM jeie B
Poccuiickori ®enepanun», DenepanbHbiii 3akoH or 27.07.2006 Nel52-®d3 «O
NEPCOHANBHBIX JAaHHBIX» M WHBIX 3aKOHOJATENbHBIX M HOPMATHUBHBIX AaKTOB,
JEHCTBYIOIMX B OOJACTH XpaHEHHUs IOKYMEHTOB CaMOpPETYJIMpYeMOil opraHu3aluu.
Pa3paboTky BHYTpEeHHHX TOKyMEHTOB CAMOPETYJIUPYEMbIX OpTaHU3AIMA TpeiaracTcs
IPOBOJUTH C YYETOM HACTOSIIUX PEKOMEHIAIUI, UCTOIb3Yys KaK MPSIMYIO CCBUIKY Ha
JIOKYMEHT, TaK U €r0 OTJEIbHBIC MOJIOKEHUS.

Pexomenmaumu paspabotansl paboueid rpynmnod Komwurera mo periiaMeHty u
camoperynupoBanuio 1 KomuTera mo pa3BUTHIO CTPOUTENBHOM OTpacid H

KOHTpaKTHOfI CHUCTCMC ACCOI_II/IaI_II/II/I ((HaI_II/IOHaJ'IBHOG O6T>C)II/IH€HI/IC CTpOPITCJ'ICﬁ».
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PEKOMEHJIALIMU HAITMOHAJIBHOT'O OFLEJIMHEHN S CTPOUTEJIEN

PexoMeHaalMu 0 CTAHAAPTH3ALUM
XpaHeHue 1eJ1 YWICHOB CAaMOpPeryJIupyeMoH Opranu3anuu B (popMe 3JIEKTPOHHOIO
AOKYMEHTA (IMaKeTa 3JIeKTPOHHBIX J0KYMEHTOB), OANMMCAHHOI0
caMoperyJJupyeMoH opranusanuei ¢ HCNoJb30BaHUEM YCUIICHHOM

KBAJIH(HUUUPOBAHHON JIEKTPOHHOM MOANKMCH

1 O01acTh NpuMeHeHH

1.1 Hacrosimue peKOMEHIaUWd pPACOpPOCTPAHSIOTCI HA CaMOpEryJupyeMble
OpraHu3allii, OCHOBAHHBIE HA 4YJIEHCTBE JIMI], OCYILIECTBIISIONIUX CTPOUTEIHCTBO,
PEKOHCTPYKITUIO, KAMMMUTAILHBIN PEMOHT, CHOC 0OBEKTOB KalUTaILHOTO CTPOUTEIHCTRA.

1.2 PekoMeHmanmu  pa3bsCHAIOT  NpaBujia  XpaHEHUs  Jell YJICHOB
CaMOpETYyJIUPYeMO oOpraHu3auvd B (OpME BIEKTPOHHOIO JIOKyMeHTa (IakeTa
AJIEKTPOHHBIX JOKYMEHTOB), TOANMKMCAHHOTO CaMOPEryJUpyeMOUd OpraHu3aiueit ¢
WCIIOJIb30BAaHUEM YCHUIICHHOM KBATH(UITMPOBAHHOM SJIEKTPOHHOM MOIITHACH, TIPEICTaBIIe-
HUS JOKYMEHTOB, MH(GOpPMAIMKM IO 3ampocy JHI], UMEIOUIUX MPAaBO HA HAIpPaBJICHHUE
3aIIpOCOB B IMOPSAJKE, YCTAHOBICHHOM AEHCTBYIOIINM 3aKOHOATENbCTBOM Poccuiickon

Oenepanuu.

2 HopMaTuBHBIE CCHLIKHU

B HacTosmmx pekoMeHIaluaxX UCIOJIb30BaHbl CCHUIKU Ha CIIEAYIOIINE CTAHIAPTHI:
I'OCT P 7.0.8-2013. HarnmonansHsbiii ctangapT Poccuiickoit deneparuu. CucrteMma
CTaHAapToB 1O uHpopManuu, OHOTUOTEUHOMY M  H3AATEIbCKOMY  JEIy.

Jlenonpou3BOACTBO U ApXUBHOE A€y10. TEPMHUHBI U OIIPEECIICHHUS.

HN3nanue opunuaabHoe
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['OCT P 549892012 (ISO/TR 18492:2005). Harmonanbheiii cranmapt Poccuiickoit
®eneparun. OdecriedeHre 10JrOBPEMEHHON COXPaHHOCTH JIEKTPOHHBIX JOKYMEHTOB.

['OCT P 54471-2011/1S0/TR 15801:2009. HanuonaneHseiid cranaapT Poccuiickoit
deneparun. Cuctemsl ANIEKTPOHHOTO  JIOKYMEHTO00O0pOTA. VYrpasienue
JIOKYMEHTALIUEN.

Wudopmanus, coxpaHsemas B OJJICKTPOHHOM BHJIE. PeKOMEHIAIMM IO

00ecIeueHunt0 TOCTOBEPHOCTH U HAIC)KHOCTH

3 TepMuHbI U oNIpe/IeTeHUsA

B Hacrosmmx peKOMEHJAlMsAX MPUMEHEHBl  CIEAyIOIIHe TEPMUHBI C
COOTBETCTBYIOIIMMH OTPEACIICHUSIMHU:

3.1 apxuBHBIi (aiil. 3TO cHeUATBHBIM 00pa3oM OpPraHW30BAHHBIA (haid,
cozepkaiuii B cebe OAMH UM HECKOJIBKO (DailioB B C:KaTOM WIJIM HECKATOM BHJIIE U
cnykeOHyro uHbopManuio 00 uMmeHax (ailyioB, JaTe W BPEMEHU WX CO3JaHUS WIH
MoaudUKauK, pazMepax U T. 1., NPeAHA3HAYCHHBIN IS XpaHEHUsS SJICKTPOHHBIX
JOKYMEHTOB (TlakeTa 3JICKTPOHHBIX JOKYMECHTOB), TIPEIOCTABICHHBIX YICHAMH
CaMOpPETYJINPYyEMON OpraHU3aIlIH.

3.2 ayTEeHTHYHOCTh JJIEKTPOHHBLIX JOKYMeHTOB. — [Ipu3Hak HaIeKHOCTH
uHpOpMaIH, KOTopas He Obljla MCKa)KeHa, N3MEHEHA WM KaK-Tu00 MHa4Ye hcropyeHa
C TCUCHHEM BPEMCHH.

3.3 6ezomacHocTs uHpopManun (21ekmponnoco  apxusa). 3alUIICHHOCTb
UHPOPMALINHU, COAEpIKAIICHCS B JJCKTPOHHOM apXWBe) OT €€ IepexBaTa, YTeYKH IO
TEXHUYECKUM ¢ UWHBIM KaHayiaMm, Moaudukanuu, OJOKUPOBAHUS, YHUYTOKEHUS,
HECAaHKIIMOHUPOBAHHOTO JOCTyNa K HEH, a TakKe 3alUIIEHHOCTh TEXHUYECKHX U
IIPOTPaMMHBIX CPEIICTB cOOpa, 00pabOTKH, HAKOIJICHHSI, XpAaHCHHUS, TTOMCKA U TIepeIavn
uH(popMaruu, THHOPMAIIMOHHBIX M TEICKOMMYHHKAITMOHHBIX CHCTEM OT HapyIICHUS

ux (I)YHKHI/IOHI/IpOBaHI/IH HJIKX OT BBIBOJA UX U3 CTPOI.
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3.4 uHaeKCMPOBAaHMe. TIPOLIECC TPOCTABJICHUSA YCIOBHBIX OOO3HAUYCHUH U
COCTaBJICHHUS YKa3aTeleH, CIy X alux Uil YIPOIICHHs JOCTYyIa K JOKyYMEHTaM U (UIn)
uH(popMaIuu.

3.5

KOHBePTHPOBaHHe (3JIEKTPOHHBIX TOKYMEHTOB), KOHBepTalusi (3JIEKTPOHHBIX
nokymeHToB): [Iporecc nepeMemnieH|s 3JACKTPOHHBIX JOKYMEHTOB C OJJHOTO HOCHTEJIsS

Ha JIPyTOM WM U3 OJTHOTO (hopmara B Ipyrou.

[[TOCT P 7.0.8-2013, nynxT 80]

3.6

MeTajaHHble. J[aHHBIE, OIMCBHIBAIOIINE KOHTEKCT, CONEPKAHUE, CTPYKTYpY

JOKYMEHTOB, 00ECIEeUHBAIOIINE YIIPABICHUE JOKYMEHTAaMU B MHPOPMAIIMOHHON CUCTEME.

[[TOCT P 7.0.8-2013, nynkT 3.2.2]

3.7

HOcHTeJb HHpopManmuu: MaTtepuanbHblii 00BEKT, NpEeAHA3HAYCHHBIN s
3aKpeIvicHus, XpaHeHUs (M BOCIPOM3BEACHHS) PEUYCBOM; 3BYKOBOH  HIJIU

n300pa3uTeNIbHON HH(OPMALIUH

[[OCT P 7.0.8-2013, mynkT 3.1.9]

3.8 maker 3JIeKTPOHHBIX JOKYMEHTOB: HecKonbKO CBSI3aHHBIX MEXAY COOO0M
JJEKTPOHHBIX JOKYyMEHTOB. [Ipu mnoamucaHuy OSIE€KTPOHHOW MOAINMCBHIO IAKeTa
JJIEKTPOHHBIX JTOKYMEHTOB Ka)KIbI U3 JJIEKTPOHHBIX JOKYMEHTOB, BXOJAIIUX B 3TOT
IIAKET, CYMTACTCA NOANMCAHHBIM JJIEKTPOHHOW TOJANMCBIO TOrO BHAQA, KOTOPOU

HOJIIKCAH MaKeT AIEKTPOHHBIX TOKYMEHTOB [1]

11 pumMcyaHuce -— HpOFpaMMHOC obecrieueHue OJICKTPOHHOI'O apXHBa CaMOpeFYHpreMOﬁ
opraHnu3allviii MOKCT OBITH CAMOCTOSTCILHBIM HIIN HHTCTPUPOBAHHBIM B CUCTCMY I[OKyMeHTOO60pOTa

caMOperyJIupyeMoi OpraHu3aIiH.
3.9 cry:k0a mrammnoB Bpemenn (Time Stamping Authority — TSA): noBepeHHbIH
CyObeKT HH(MOPMAIIHOHHON CHCTEMBI, 00J1aIA0IIMIA TOYHBIM U HAaICKHBIM HCTOUHHUKOM

BpPpCMCHH U OKaSLIBaI-OHII/Iﬁ YCIyTH4 110 CO3JaHUIO MITAMIIOB BPCMCHH.
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3.10 ycusnenHast kKBaJU(QUIMPOBAHHAS JJIEKTPOHHAsI MOAMUCH. DJICKTPOHHAS
MOJMKCh, KOTOpas MOJIydeHa B pe3yibTaTe KPUITOTrpaduyueckoro mnpeodopa3oBaHUs
uHpopMalM ¢ UCIHOJIB30BAHUEM KJIIOYa DJIGKTPOHHOM TMOAMHUCH; TO3BOJISET
OTIPENICTUTh JIUI0, TOJIUCABINEE SJIEKTPOHHBIM JOKYMEHT; MO3BOJSET OOHAPYXKUTh
dakT BHeCeHMs HW3MEHEHUM B DOJCKTPOHHBIA JOKYMEHT IIOCII€ MOMEHTa €ro
NOATMCAHUS; CO3AETCS C HMCIIOJIB30BaHUEM CPEACTB DJIEKTPOHHOW IOANMUCH; KIIIOY
MIPOBEPKH AJIEKTPOHHOM MOJANMUCH yKa3aH B KBAIU(DHUIIMPOBAHHOM cepTuUdHKaTe; s
CO3/IaHUs W TPOBEPKHU DJICKTPOHHOW MOJAMMUCU HMCIOJB3YKOTCS CPEICTBA 3JIECKTPOHHOMU
MOJIMMMCH, UMEIOIINE TTOATBEPKIECHNE COOTBETCTBHUS TPEOOBAHUSM, YCTAHOBICHHBIM B
cooTBeTCTBUH ¢ DeepanbHbIM 3aKOHOM «O0 3IeKTpoHHOW moamucu» [1], a Taxke
[ITaMIl BpEMEHHU.

3.11 ¢ona mosib30BaHUA IeKTPOHHOT0 apxuBa. COBOKYITHOCTh pab0OYNX KOTHI
AJEKTPOHHBIX JTOKYMEHTOB, BBINIOJHEHHBIX HA PA3JIMUYHBIX MaTEPUATbHBIX HOCUTEISAX U
npeAHA3HAYCHHBIX JJI UCIIOIb30BaHUsA B IEJISIX 00€CIIEYeHUsI COXPAHHOCTH OCHOBHOTO
3K3EMIUISIPA AJIEKTPOHHBIX JOKYMEHTOB.

3.12 mramMn BpeMeHU: DIEKTPOHHBIA TOKYMEHT, TOIMHCAHHBIA 3JICKTPOHHON
MOJNKMCHIO, KOTOPBIM CITy>k0a IITaMIIOB BPEMEHHU YJIOCTOBEPSIET, YTO B YKAa3aHHBII MOMEHT
BPEMEHH €l OBLIO TPEJOCTABICHO 3HAYCHHE XOII-(QDYHKIUH OT JPYroro JTOKYMEHTA,
aHaJior JaThl Ha TIOAMKCHIBAEMOM JIOKYMEHTE, MOJTBEPXKIAIOIINM, 4YTO cepThu(dUKaT
AJIEKTPOHHOM MONUCH ObLT IEHCTBUTENICH HA MOMEHT MOJIITUCAHUS IOKyMEHTA.

3.13 3j1eKTPOHHBIII apXuB caMoperyJgupyemoii opranuszamuu:. I[IporpamMmmHO-
anmapaTHbld ~ KOMIUIEKC,  OO€CIEeUYMBAIONIMN  CTPYKTYPUPOBAHHOE  XpaHEHUE
ANEKTPOHHBIX JOKYMEHTOB, COCTaBJISIIOIIMX JI€JIa WIEHOB CaMOPETYJIUPYEMOM
OpraHu3alyy, B SJIEKTPOHHOM BUJE.

3.14 3y1eKTPOHHBII JOKYMEHT: JlokymeHTHpOBaHHAs uHbopmarms,
Ipe/iCTaBlIeHHAs B 3JIEKTPOHHOU (GopMe, TO €CTh B BUJIE, TPUTOAHOM JIJISi BOCIIPUSITHUS
YEJIOBEKOM C HCMOJIb30BAHUEM JJIEKTPOHHBIX BBIYUCIHMTEIBHBIX MAIWH, a TAKXKE JJIs

nepenayd Mo MH(PpOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIM CETAM WIH O0paboTKH B



P HOCTPOM 5.1.19-2019

HHQOPMAIIMOHHBIX CHUCTEMaX, IMOJANHMCAaHHAsS KBATU(GUIIMPOBAHHON 3JIEKTPOHHOM
MOAMUCHIO UM JTOKYMEHT, CO3/JaHHBIN B AJIEKTPOHHOU (opme Oe3 mpeaBapuTeILHOIO
JOKYMEHTHUPOBAHUSI HA OYMaKHOM HOCHUTENIE, MOMUCAHHBIN JIEKTPOHHOM MOIUCHIO B
COOTBETCTBHHM C 3aKOHOJIATENBCTBOM Poccuiickont denepannm.

3.1531eKTpoHHBIH 00pa3 a0KyMeHTa (JIEKTPOHHAsI KONMHUS JOKYMEHTA,
M3rOTOBJIEHHOT0 Ha OyMakKHOM HocuTeje). [lepeBeicHHAs B DJIEKTPOHHYIO (HOPMY C
MIOMOIIIBIO CPEACTB CKAaHUPOBAHUS KOIMHMS JTOKYMEHTA, M3TOTOBJICHHOTO Ha OyMa’kKHOM

HOCHTEJIe, 3aBePEeHHAsl YCUIICHHOM KBaTU(UIIMPOBAHHOMN 3JIEKTPOHHOM MOIMUCKIO.

4 CocTaB J1ej1a 4WieHa caMoperyJupyeMo OpraHu3annu

4.1 CamoperynupyeMasi OpraHu3alys B OTHOIICHUH Ka)J0ro JIMla, MPUHATOrO B
YJIeHbl CaMOPEryJUPyEeMON OpraHu3aluy, BEAET [IeJI0 4YJ€HAa CaMOpPEryaupyeMoi
OpraHu3alliy, COCTABJISIONIEE MIEKTPOHHBIN apxuB. B cocTaB Takoro nena BXOJST:

4.1.1 noxyMeHTBbI, NpPEeACTaBJICHHbIE JIsI NpHEeMa B WICHBl CaMOpPEryJHpyeMOun
OpraHu3alliy, B TOM YUCJIE O CIENHAINCTaX WHIUBUAYAIBHOTO MPEINPUHUMATENS WIH
IOpUJIMYECKOTO JIUIA!

4.1.2 3asBICHHE O TIPUEME;

4.1.3 xonusi TOKYMEHTa, TTOATBEPKAAIONIEro (hakT BHECEHUSI B COOTBETCTBYIOIIUN
rOCyJIapCTBEHHBIN peecTp 3aMucu O TOCYJapCTBEHHOM perucTpanyu WHIUBUAYAJIbHOTO
OpeANPUHUMATES WU IOPUIAYECKOTO JIUIA, KOUU YUPEIUTSIbHBIX JOKYMEHTOB (IIst
IOPUIUYECKOTO JIMIA), HAJISKAIIMM 00pa3oM 3aBEPEHHBIN MEPEBOJ HA PYCCKHUM SI3BIK
JIOKYMEHTOB O TOCYJIapCTBEHHOM PEruCTpalvi IOPUIUYECKOTO JINIAa B COOTBETCTBUU C
3aKOHOJATEJILCTBOM  COOTBETCTBYIOIIETO  rocyaapctBa (IS~ MHOCTPAHHOTO
IOPUIMYESCKOTO JINIIA);

4.1.4 nOKyMEHTHI, MOATBEPKIALOIINE COOTBETCTBHE VHJIUBUY AJIBHOTO
OpeANnpuHUMATENs WM IOPUIUYECKOTO JUIla TpeOOBaHMSIM, YCTaHOBJIECHHBIM

CaMOpETyJIMPyeMOi OpraHu3aueil K CBOUM WICHaM;
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4.1.5 NOKyMEHTHI, MOJTBEPKAAIOIIINE HaJIN4He y VHIUBUIY AJIBHOTO
npeAnpUHUMATENI WIH FOPUINYECKOTO JIMIA CICIHATMCTOB, CBEICHHUS O KOTOPBIX
BHECEHBI B HallnoHaNbHBIN PEECTp CIEIMATUCTOB B 00JIACTH CTPOUTEILCTBA,;

4.1.6 TOKYMEHTHI, TMOATBEP)KIAIONINE HAIWYHE Y CIENHaTUCTOB, CBEIACHHUS O
KOTOPBIX BHECEHBI B HallMOHANIbHBIA peecTp CHEIUaIuCTOB B 00JIACTH CTPOMUTEIIHCTBA
JOJKHOCTHBIX ~ 00SI3aHHOCTEH, TPEIyCMOTPEHHBIX [ pamoCTpOUTENBHBIM KOJACKCOM
Pocculickon @enepanuuy;

4.1.7 noxymMeHTbl 00 Yyruiare B3HOca (B3HOCOB) B KOMIICHCAIIMOHHBIA (HOHI
(koMITeHCAIMOHHBIE (POHBI) CAMOPETYJINPYEMOI OpraHu3allny;

4.1.8 TOKyMEeHTBI, MPeJCTaBICHHBIC /JII BHECCHHUS HW3MEHECHHH B peecTp UJICHOB
CaMOpeTyJIUPYyEeMOU OpraHu3allid, TOOPOBOIBHOTO BRIXOAA WIECHA CAMOPETYIHUPYEMOI
OpraHMU3alluK U3 CAMOPETYJIUPYEMON OpraHu3alluy;

4.1.9 nokyMeHTBl O  pe3yJibTaTaX  OCYIIECTBIICHHS  CaMOPETyJIHpPyeMOn
OpraHU3aIMer KOHTPOJIS 32 JACSITEIILHOCTHIO YieHa TAaKOW OpraHu3allny;

4.1.10 nokyMeHTBI O Mepax JIUCHUILIMHAPHOTO BO3ACHCTBHUSA, MPHUHSITHIX
caMOpEeTyJIMpyeMOi opraHu3aliiei B OTHOIIICHUH YjieHa TaKOW opraHu3alluy,;

4.1.11 yuuble JOKYMEHTBI B COOTBETCTBHU C PCIICHHEM CaMOpeTryJIHpyeMoin
opranm3aryu [4].

4.1.12 B otHomenuu uieHoB, mpuHATHIX 10 01.07.2017 r., B cocTaB jaena dieHa
caMOpETyJIMPyeMOI OpraHu3aIliy TaKXKe BXOJIST:

4.1.12.1 noKyMeHThbI, MPEJCTaBICHHBIC I BbIJAYU CBHUJICTEIIBCTBA O JIOMYCKE K
paboTaM, KOTOpHIE OKAa3bIBAIOT BIIMSHHE Ha O€30MacHOCTh OOBEKTOB KalUTaIbHOTO
CTPOMTEIIbCTBA,;

4.1.12.2 1oKyMeHTHI, IPEICTaBJICHHBIC JIJI1 BHECEHUS] N3MEHEHUN B CBUJIETEIBLCTBO
0 JIOIyCKe K OTpeIe]ICHHOMY BUIY WU BHJIaM pa0dOT, KOTOPBIC OKA3bIBAIOT BIMSIHUE HA
0€3011aCHOCTh OOBEKTOB KAMMMTAIBHOTO CTPOUTENBCTBA, JUII IPUOCTAHOBJICHUS,

B0306HOBJ'I€HI/I$I, IMPCKpaAICHUA I[eI\/’ICTBI/ISI JaHHOT'O CBUACTCIbCTBA.
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4.2 VICTIOTHUTENTEHBIM OpPTaHOM CaMOPETYJTUPYEMON OpPTaHU3aIlud  OTPEISIIIOTCS
CTPYKTYpHBIE TOJPa3JICICHUs] CaMOPETYJIUPYEeMON OpraHu3allii, YINOJHOMOUYEHHBbIE Ha
co3manue (haiioB, Tmepemady JIOKYMEHTOB B 3JICKTPOHHBIM apxuB, (opmupoBaHUEe
AJIGKTPOHHOTO apXHBa, pabOTy C JOKyMEHTaMHU JJICKTPOHHOTO apXWBa, B TOM YHCIIE
(dopMHpoBaHue U 3aBepeHHE OyMa)KHON KOMUH DIIEKTPOHHOTO JOKYMEHTa, 00eCreueHHs
JIOCTOBEPHOCTH DJICKTPOHHBIX JTOKYMEHTOB, Pa3MEIICHHBIX W BBOJMMBIX B DJICKTPOHHBIN
apxuB, obecrieueHue paboThl, a TaKKe O€30MACHOCTH AIEKTPOHHOTO apXHUBA.

4.3 Benenrie aem B DJIGKTPOHHOM BHJI€ M OINKCHh JJIEKTPOHHBIX JIOKYMEHTOB,
BXONAIIMX B JIEJO YICHA CaMOPETYJIUPYEeMOH OpraHM3allid  PEKOMEHIYETCS

OCYIICCTBIIATH C HCIIOJIBb30BAHUCM ITPOTPAMMHOIO o0OecreyeHusl.

Sllpuem wum  o00paGoTka  JOKYMEHTOB, MNOCTYNHBIIUX B
CaMOPEryJTHPYEeMYI0 OPraHM3alHI0 HA OyMaskKHOM HocuTesie  (WJIM) B

(¢opmMe 31eKTPOHHOTO JOKYMeHTa (MaKeTa YJIeKTPOHHBIX JOKYMEHTOB)

5.1 llopsanok mepeBoAa [JAOKYMEHTOB, M3rOTOBJEHHBIX Ha OyMaKHOM
HOCHTeJIe, B 3JIeKTPOHHbIE TOKYMEHThI

5.1.1 DnexTpoHHBIN 00pa3 JOKyMEHTa CO3[aeTCsi C TOMOIIBIO CPEJICTB
CKaHUPOBAHUS.

5.1.2 CxanupoBanue JOKyMeHTa Ha OyMa)KHOM HOCHUTENE JOJDKHO MPOU3BOIUTHCS
B MaciTabe 1:1 B uepHo-6emom 1100 B TpajaIiusx ceporo IBera.

5.1.3IIpu cxaHuUpOBaHUWU pPEKOMEHAyeTCs oOecrneuuBaTh pa3pelleHHe He MeHee
200 Toyek Ha [IOWM, HO HE TMPEBBIMIATH pa3Mep, YCTaHOBJICHHBIN 5.2.2, a Takxke
COXpaHEHHE BCEX PEKBU3UTOB M ayTEHTUYHBIX MPU3HAKOB MOJIMHHOCTH, B TOM YHUCIIE
rpaduyecKoil MOANKCH JIHIIA, IEYaTH U YIJIOBOTO IITaMIia OJlaHKa, IPY €ro HAJTUIHH.

5.1.4 OTBETCTBEHHBIM UCIIOJHUTENEM, Ha3HAYEHHBIM HCIIOJHUTEIBHBIM OPraHoOM
CaMOpPETYyJINPYEMON OpraHU3alliy, B MPOTPAMMHOM OOECIIEYEHUH CO3AeTCsl ApXUBHBIN

¢aiin noKkyMeHTa ¢ 3arnojHeHueM Heo0X0IMMON nH(pOopMaIuu.
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5.1.5B paznen apxuBHBIA (palil JOKYMEHTa B MPOrPaMMHOM OOecCredeHUuH
OTBETCTBEHHBIN  UCIOJIHUTENb  3arpykaeT dJEKTPOHHBIM 00pa3  JOKyMEHTa,
NpeABAPUTEIILHO CBEPSISI €T0 C OPUTHHAIOM U (WIJIH)HAIe)kKAIle 3aBEPEHHOM KOTTHEH.

5.1.6 [Ipu ycTaHOBIEHWHM HUACHTHYHOCTH DJIEKTPOHHOTO 00pa3a ITOKyMEHTa C
OpHUrHHAIOM/Ha yIeXkalle 3aBEPEHHON OTBETCTBEHHBIN UCIIOJHUTEIb MOIMUCHIBAET €T0
AJIEKTPOHHON KBaTU(PUIIMPOBAHHOW MOJMKUCHI0O B COOTBETCTBUM C 5.3.8 HACTOSIIMX
PEKOMEHIAUH.

[Ipumeuanue — Camoperynupyemas OpraHM3alsl BIPAaBE CBUACTEILCTBOBaTb BEPHOCTH
KOIUM JOKYMCHTOB, IPCAOCTABJICHHBIX €€ YJICHAMHW Ha OCHOBAaHUHW HOPMEI, SaKpCHHeHHOﬁ B Ykaze
[Ipesunnyma BC CCCP ot 04.08.1983 Ne 9779-X, KOTOpOH YCTAHOBJIEHO, YTO TMPEAIPHITHS,
YUPCKACHHUA W  OpraHu3aluu 00s13aHbBI CBUACTCIILCTBOBATL BCPHOCTH KOMNUM JOKYMCHTOB,
HCOGXOI[I/IMBIX IJid OpCACTABJICHUA TpakIAaHaMU B 3TH MPCANPUATUA, YUIPCKIACHUA, OPraHU3aAlNU,

€CJIM  3aKOHOAATCJIBCTBOM HC TIPCAYCMOTPCHO MPEACTABIICHHUC KOIMH  TaKuX JOKYMCHTOB,

3aCBUACTCIILCTBOBAHHBIX B HOTApUAJIbHOM MMOPAIKE.

5.1.7 BBog moNiy4eHHBIX UM  CPOPMUPOBAHHBIX DJIEKTPOHHBIX  0Opa30B
JIOKYMEHTOB | DJICKTPOHHBIX JOKYMEHTOB B 3JICKTPOHHBINA apXHB JOKHO BBITOTHATHCS
OTBETCTBEHHBIMU UCTIOJHUTEISIMU B KpaTYaHIIIHI CPOK.

5.1.8 OTBeTCTBEHHBIE HWCIOJMHUTENIU TpU pPabOTE C DIIEKTPOHHBIM apPXHBOM
00s13aHbI cOOTIOIaTh TpeOOoBaHUs 3aKOHOAaTeNbcTBA Poccuiickoit denepaiuu o 3amure
MIEPCOHATBHBIX JAHHBIX.

5.2 ®opmaTtbl  (ailioB, IJIEKTPOHHbIE  HOCUTEJIH, TpedOBaHMA K
(GPYHKIMOHAJBLHBIM XapaKTePUCTHKAM 3JIeKTPOHHOT0 apXHBA

5.2.1 daiin 3eKTPOHHOTO 00pa3a T0KyMEHTa JOJIKEH ObITh B popMaTe apXUBHOTO

xpanenust PDF/A-1.

11 puMCcyYaHucC - PCKOMCH,Z[yCTCH co3aaBaThb 3J'I€KTpOHHBIﬁ 06pa3 AOKYMCHTa C

BO3MOXHOCTBIO KOIMMPOBAHHA TCKCTA.

5.2.2 Pa3mep aiisia 37eKTpOHHOT0 00pa3a He JOJDKEH npeBbimaTh 30 Merabamr.
5.2.3 DnekTpoHHBIN 00pa3 JOKyMEHTa JOKEH COAEpKaTh B ceOe BCe PEKBU3UTHI
¥ ayTeHTUYHBIE MPU3HAKU MOAJIMHHOCTHU: Tpaduueckast MOANUCH JIUIIA, TIeYaTh, YIIIOBON

mrraMil 0y1aHka (py HaJTHYUK).
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5.2.4 Kaxaplii OTIENbHBIA JIIEKTPOHHBIM 00pa3 JOKyMEHTa [IOJKEH OBbITh
OpEeICTaBI€H B BHUJAE OTAEIbHOro (Qailla ¢ HauMEHOBAaHMEM, IO3BOJISIIOIIUM
UACHTU(PULIHMPOBATH JIEKTPOHHBIN 00pa3 JOKYMEHTA U KOJMYECTBO JIUCTOB B HEM.

5.2.5 OyHKIMOHATBHBIE XapaKTEPUCTUKU JJIEKTPOHHOTO apXHBa B MPOTPaMMHOM
o0ecrneueHnHr JOKHBI PEJOCTaBIIATh MOIb30BATEINSAM CIIEIYIOIINE BOZMOKHOCTH!

5.2.5.1 npoTOKONMPOBaHUE B  MPOTPAaMMHOM  OOECIEUYCHHH  Oleparui
I10JIb30BaTEJICH ¢ JAHHBIMU,

5.2.5.2 mouck AOKyMEHTOB 10 Pa3IWYHBIM PEKBU3UTAM U 3HAUCHHSIM;

5.2.5.3 ycTaHOBKa KOHTPOJBHBIX CPOKOB HA TOKYMEHTHI;

5.2.5.4 oTKpBITHE TEKTPOHHBIX 00PA30B JOKYMEHTOB CTaHIAPTHHIMU CPEACTBAMU,

5.2.5.5 BeIBO1 HAa OYMaKHBIM HOCHUTEIIb;

5.2.5.6 hbopMupoBaHUE CTATUCTUYECKON, M JPYrol OTYETHOCTH O COCTOSIHUH
AIIEKTPOHHOI'O apXHBa,

5.2.5.7 pasrpannyenue mnpas A0CTyIa K JOKYMEHTaM 3JIEKTPOHHOTO apXHBa,

5.2.5.8 HEBO3MOXHOCTh YJAJICHUS pPaHEE 3arpyKCHHBIX JJICKTPOHHBIX 00pa30B
JOKYMEHTOB,

5.2.5.9 HEBO3MOXKHOCTh yJaJ€HHUsI M 3aMEHbl JJIEKTPOHHOW MOANUCU B paHee
3arpy’K€HHBIX 3JIEKTPOHHBIX 00pa3zax JOKYMEHTOB;

5.2.6 @aiinbel ¥ naHHBIE, COACpIKAIIMECS B DJJICKTPOHHOM JOKyMeHTe (makere
DIIEKTPOHHBIX JOKYMEHTOB) HE JOJKHBI OBITH 3aIUIIEHBI OT KOIMUPOBAHUS U IEYATH
ANIEKTPOHHOI0 00pa3a, He JOJIKHBI COAEpPKaTh MHTEPAKTUBHBIE U MYJIbTHUMEIUNHbBIC
3JICMEHTbHI, BHEJPCHHBIC CIICHAPUU Ha si3biKe JaVaSCript wim JoObIX APYTHX SI3BIKAX
IPOrpaMMHUPOBAHUS.

5.3 IlpexocraBiieHHe JOKYMEHTOB YWICHAMH CAMOPeEryJIupyeMoil OpraHu3alum
B 3JICKTPOHHOM BH/Ie

5.3.1 Ynensl camoperyiupyeMonl OpraHu3ali Mpud HAIWYUH SJIECKTPOHHOTO
JOKYMEHTO000pOTa C CaMOPETyJINPYEMOI OpraHu3anueid MoryT 1oaBaTh JOKYMEHTHI B

AJEKTPOHHOM BHJIE.
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[Ipumeuanue — C uenblo CO3/JaHUS YCIOBUH MJIsi BHEIPEHUS CUCTEMBI AJIEKTPOHHOIO
JIOKYMEHTOO0OpOTa caMoperyjupyemasl OpraHu3alus MOXET [MpPHUHITbH B COOTBETCTBHHM C
KOMIETEeHIINeH, mpeaycMoTpeHHon cratheit 55.10 ['pamoctpourtensHoro kojaekca Poccuiickoi
denepauy, aKT, yCTAaHABJIMBAIOUIMHA AJIEKTPOHHBINH JOKYMEHTOOOOPOT MEXIYy CaMOperyiupyeMoi
OpraHM3aliel W ee 4WieHaMd, B TOM 4HcJIe 00s3aTelbHOE HCIOJIb30BAHUE YCHIJIEHHOU
KBIM(ULIIMPOBAHHOM 3JIEKTPOHHOM moanucu. [Ipyu ucnonp30BaHuM YCHUIEHHON KBaTU(PUIIMPOBAHHOM
ANEKTPOHHON TMOMANUCH JEHCTBUTENBHOCTD CePTU(HUKATA MOKHO MOATBEPIUTH BHIMHMCKONW U3 peecTpa

BBIJaHHBIX I(BaJ'II/I(I)I/ILII/IpOBaHHBIX CCpTI/I(I)I/IKaTOB KITIoueH IMPOBCPKHU BHCKTpOHHOﬁ IIOAITUCH.

5.3.2 ®opmar u pasmep GalIoB, HANPABISIEMBIX WICHOM CaMOPETYIUPYyeMOi
OpTraHM3AIMH ONPEIEIISICTCS B COOTBETCTBUU C I1. 5.2. HACTOSIINUX PEKOMEHIAIIHIA.

5.3.3 DNIeKTPOHHBIA JTIOKYMEHT MOXXET CO37aBaThCsl B 3JIEKTPOHHOU (opme Oe3
IPEIBAPUTEITHLHOTO JOKYMEHTHPOBAHUS Ha OyMa>KHOM HOCHUTEIE.

5.3.4 Qaiin 3agBrneHus, IOJABAEMOTO B CAMOPETYIUPYEMYIO OPTaHU3AIHIO TOJKEH
ObITh B hopmaTe PDF ¢ BO3MOXXHOCTBIO KOITUPOBAHHUS TEKCTA.

5.3.5 Qaiinbl TOKYMEHTOB, MPWJIAraeMbIX K 3asSBICHHIO B CaMOPETYIUPYEMYIO
OpraHW3alhi0, TPEACTABIAIOTCS B TOM (¢dopmaTe, B KOTOPOM OHH TIOJITHACAHBI
AJIEKTPOHHOM TIOJIITUCKIO.

5.3.6 Qaiinbl TOKYMEHTOB, MPWJIATaéMbIX K 3asABICHHIO B CaMOPETYIUPYEMYIO
OpraHU3aINI0, MOTYT OBITh TIPEICTABIICHBI B CIICTYIONTNX (popMaTax:

5.3.6.1 PDF, RTF, DOC, DOCX, XLS, XLSX, ODT — i1 AOKYMEHTOB C
TEKCTOBBIM COJICpP)KaHUEM,;

5.3.6.2 PDF, JPEG (JPG), PNG, TIFF — mis A0KkyMeHTOB ¢ TrpaduvecKuM
CoJIepKaHUEM.

5.3.7 DnexTpoHHas TOIMKUCH, KOTOPOW PEKOMEHIYETCsl TOANMCHIBATh JICKTPOHHBIC
JOKYMEHTBI, JOJDKHa COOTBETCTBOBAaTh TPEOOBAHWSAM YCHJICHHOW KBaTH(DUITUPOBAHHOW
AIIEKTPOHHOM TMOJMKWCH, TPH €€ CO3JaHuM JOJDKEeH Hchonb3oBathes ¢opmar PKCSH/
(Public- Key Cryptography Standard#7, o6mee ommcanne crangapra PKCSHY,
onyonukoBaHHOTO B KauectBe RFC (Request for Comments) ¢ Homepom 2315, 1ocTyrHO 1o

anpecy http://tools.ietf.org/html/rfc2315) 6e3 BriTFOUCHNMS TTOIUCHIBACMBIX TAHHBIX.

10



P HOCTPOM 5.1.19-2019

[Ipumeuyanue — Ilopsanoxk mnomadyM AOKYMEHTOB HE JOJDKEH IpelycMaTpuBaTh I0Jady
3JIEKTPOHHBIX JOKYMEHTOB, TIOJINUCAHHBIX TPOCTOM 3JIEKTPOHHOM TOMANKCHI WM YCHICHHOH

HEKBaTU(UIIUPOBAHHOM JIEKTPOHHON MOAMKUCHIO.

5.3.8 DnekTpoHHAs TOAMKCH JOJDKHA OBITh OTCOSAMHEHHOW W CONEP)KAaThCs B
OT/ICNIbHOM dhaiise.
5.3.9Ilpu nmoamucaHuu JOKYMEHTA HECKOJBbKHMHM JIMIIAMU KaxKJas 3JICKTPOHHAas

MOAIMCh A0JIDKHA COACPIKATHCA B OTACIIBHOM (1)21171.]'[6.

HpI/IMC‘-IaHI/Ie - HOpHI[OK XpaHCHHUA U 1TOAa4YM JOKYMCHTOB HC JOJIKCH IMPEAYCMATPUBATDH
XpaHCHUC W TToAady OSJICKTPOHHBIX HTOKYMCHTOB, IMOAINMCAHHBLIX IMPUCOCANMHCHHBIMU JJICKTPOHHBIMH

IIOAIMTUCAMM.

5.3.10 DneKkTpoHHBIA  JOKYMEHT  JIOJKEH  OBITh ~ TOAMHCAH  YCHUJICHHOH
KBaJTU(UIIMPOBAHHON SJEKTPOHHOM TMOAMMUCHIO JIMIA, KOTOPOE YKa3aHO B TEKCTE
AJIEKTPOHHOTO JIOKYMEHTa Kak JIMIO, €ro mojmnucaniiee. He momyckaeTcss mpuHsATHE U
XpaHCHHE JJICKTPOHHBIX JTOKYMEHTOB, MOJIMHCAHHBIX AJICKTPOHHOW MOJIUCHIO JIWIIA,
KOTOpPOE HE YKa3aHO B TEKCTE AIEKTPOHHOTO JOKYMEHTA KakK JIUII0, €T0 MO IMHCaBIIEE.

5311 1Ipu momydeHUW DIEKTPOHHOTO JOKYMEHTa WICHA CaMOpPETyJIUpyeMOi
OpraHu3allid WU KaHAWJaTOM Ha BCTYIUICHME B WIEHBl CaMOpPETyJIupyeMoun
OpraHu3allii, TOINMCAHHOTO C WCIOJIh30BAHUEM YCHJICHHOW KBATH(DUIIMPOBAHHON
AJIEKTPOHHOM MOJIUCH, IPOBEPSIETCS TIOUTMHHOCTD AJIEKTPOHHON MOJITUCH U TTOTHOMOYHUS

JMIa, IOAIIMCaBIIICTO BHCKTpOHHBIfI HOKYMCHT (HaKeT QJICKTPOHHBbIX ,Z[OKYMCHTOB).

6 XpaHeHHe JOKYMEHTOB, NMPEI0CTABJIECHHBIX B CAMOPEryJIMPYEMYIO
OpraHu3amuio Ha OyMa:kKHOM HocHuTesie M (1) B ¢gopMe JIEKTPOHHOTO

AOKyMeHTa (MaKeTa 3JIeKTPOHHBIX JOKYMEHTOB)

6.1. IloaroroBka 3JEeKTPOHHBIX JOKYMEHTOB K INepeaade B JJIEKTPOHHBIM
apXUB CAMOPEryJHpyeMoOH OpraHu3amumn
6.1.1 DnekTpoHHBIC JIea TIepealoTCs B AJCKTPOHHBIA apXUB CaMOpEryJInpyeMoi

OopraHu3alyvy B YIIOPAOJOYCHHOM COCTOSHHUU I10 OIMUCAM JJICKTPOHHBIX JOKYMCHTOB.
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6.1.2B mpomecce MOATOTOBKH DJJIEKTPOHHBIX JIOKYMEHTOB K Tiepeaade B
AJIEKTPOHHBIN apXUB CAaMOPETYJINPYEMOI OpraHu3alliy OCYIIECTBIISAETCS:

6.1.2.1 nepeBoa OyMaXHBIX JOKYMEHTOB B JJICKTPOHHBIE JOKYMEHTHI B hopmaTe
aApXUBHOTO XPaHECHHUS;

6.1.2.2 BiIIOYEHUE JIEKTPOHHBIX JOKYMEHTOB B (hopMaTe apXHUBHOTO XpaHEHUS B
KOHTEMHEpPHI ANEKTPOHHBIX IOKYMEHTOB,;

6.1.2.3 co3nanue onucel AJIEKTPOHHBIX TOKYMEHTOB.

6.1.3B KkoHTeliHEp 5SJEKTPOHHOIO JOKYMEHTa, IOJUIeKallero Iepenadye B
AIIEKTPOHHBIN apXUB CAMOPETYJINPYEMO OpraHU3allH, BKIIFOYAIOTCA:

6.1.3.1 (aiin >MeKTPOHHOTO TOKyMEHTa B (popmMaTe apXMBHOTO XpaHEHHUS,

6.1.3.2 ¢aiinel NpUIOKEHUM TOKYMEHTa B (hopMaTe apXWBHOTO XPaHEHUs, €CIU
OHU UMEIOTCS U HE BKJIFOUCHHI B (Dailll OCHOBHOTO 3JIEKTPOHHOTO IOKYMEHTA;

6.1.3.3 (aiinbl 37EKTPOHHBIX TOIMUCEH;

6.1.3.4 aiinel  TPOBEPKH  INEKTPOHHBIX  MOMIMHUCEH,  MOITBEPKIAIOLINE
HOJIOKUTENbHBIN pe3yIbTaT MPOBEPKU AIEKTPOHHON MOJIITUCH;

6.1.3.5 ¢aiin  MeTamaHHBIX DJIEKTPOHHOTO JOKyMeHTa B (Qopmate XML,
BKJIFOYAIOIIMM METAIaHHBIE, C PEKBU3UTAMU JJIEKTPOHHON PETUCTPALIMOHHOW KAPTOYKH
JOKYMEHTAa M METaJiaHHble, OTpa)Kalol[e MPOIECChl YMNPaBICHUS 3JIEKTPOHHBIM
JTOKYMEHTOM JI0 MOMEHTA €r0 BKJIIOUCHHS B WH(POPMAIMOHHYIO cucteMy (ImyOnukanuu

JOKYMEHTa B CCTEME).

IMpumeuanue — XML (extensible Markup Language) — popmaT gaHHBIX, HCIIOIB3YEMBbIH TSI
OMMCAHUSI COJAEPKUMOTro JOKYMEHTOB. Dailyl onucaHus 3J1eKTpOHHOro JAoKyMeHTa B ¢opmare XML
COJECPKHUT PEKBU3UTHI DJIEKTpOHHOro gokymenta. Dopmar manusix XML (extensible Markup
Language) onyOiukoBan B pekomeHnanusx koncopimyma W3C: «Extensible Markup Language
(XML) 1.1 (Second Edition)». W3C Recommendation 16 August 2006, gocTtymHOW Mo ajapecy
http://www.w3.0org/TR/xmlIn/, u «Extensible arkup Language (XML) 1.0 (Fifth Edition)». W3C
Recommendation 26 November 2008, nocrymHoii o agpecy http://www.w3.org/TR/REC-xml/.

6.1.4 B uHbOpMaAIMOHHONW CHCTEME pPAaCCUMTHIBAIOTCA CIEAYIONINE TapaMeTphbl

KOHTEHHEepa 3JIEKTPOHHOI0 IOKYMEHTA:
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6.1.4.1 0O6BeM PIEKTPOHHOTO JieNia B MeTradanTax;

6.1.4.2 KOHTpOJBbHAS CyMMa KOHTeHepa 3JIEKTPOHHOTO Jieja.

6.1.5B wuHpopMammoHHON cuctemMe (opMuUpyeTCs OMHUCh  DIECKTPOHHBIX
JOKYMEHTOB TI0 yCTaHOBJICHHOH (opMe.

6.1.6 IIpu npueMe KOHTEHHEPA AJICKTPOHHOTO TOKYMEHTA B JJICKTPOHHBIN apXWB
CaMOpETYJIUPYeMOM  OpraHW3alMi K METaJaHHBIM  3JIEKTPOHHOTO  JTIOKyMEHTa
no0aBisieTCs MPUCBOCHHBIN B apXUBHBIN HIHQD.

6.1.7 Ilpu npueme 3JIEKTPOHHOTO Jieja B JIEKTPOHHBIN apXUB CaMOPETyIUpyeMOit
OpraHu3aluy 1Mo WHHOPMAITMOHHO-TEIICKOMMYHUKAIIMOHHON CeTH B MH(POPMAITMOHHON
CUCTEME apXHBa:

6.1.7.1 popmupyercst 3amuch 00 DSJIGKTPOHHOM JOKyMEHTEe B 0a3e JIaHHBIX
UH(POPMAITMOHHON CHCTEMBI 3JIEKTPOHHOTO apXHBa CaMOPETYIUPYEMOM OpraHu3alny,

6.1.7.2 nomONHSETCS CCBHUIKOM Ha MECTO XpaHEHHs JJIEKTPOHHOTO JOKYMEHTa
3aMuch 00 JIEKTPOHHOM JIOKYMEHTE;

6.1.7.3 npoBoUTCS  TPOBEPKAa  DJEKTPOHHBIX  JOKYMEHTOB Ha  HaJu4ue
BPEIOHOCHBIX KOMITBIOTEPHBIX TIPOTPAMM;

6.1.7.4 ocymecTBasieTcs MIPOBEPKA BOCHPOU3BOJAUMOCTH AJIEKTPOHHBIX
JIOKYMEHTOB.

6.1.8Ilpu mnepenaye DJIEKTPOHHBIX JIOKYMEHTOB B DJIGKTPOHHBIA apXuB
CaMOpEryJiupyeMoil OpraHu3aii Ha O0OCOOJIEHHBIX MAaTepUAIbHBIX HOCHUTEISIX
IIPOBOJTUTCSI:

6.1.8.1 mpoBepka (PU3UYECKOTO M  TEXHUYECKOTO COCTOSHUSA  (U3HUYECKHU
000COOJIGHHBIX ~ MaTepuajbHBIX  HOCUTENICH, TpPeJHA3HAYCHHBIX ISl 3aIHCH
AJIIEKTPOHHBIX IOKYMEHTOB,

6.1.8.2 3amKch KOHTEHMHEPOB  AJNEKTPOHHBIX  JIOKYMEHTOB Ha  (U3HYECKHU
000c00IeHHBIE MaTepHaIbHbIE HOCUTEIH B IBYX M 00Jiee dK3eMIUISIpax;

6.1.8.3 mpoBepka KadecTBa 3alWCH M  BOCIPOU3BOJUMOCTH  AJICKTPOHHBIX

JIOKYMEHTOB;
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6.1.8.4 cocTraBiieHrEe OMHCH AJICKTPOHHBIX JOKYMEHTOB, NpPEIHA3HAYCHHBIX IS
nepeayu B AJIEKTPOHHBIN apXUB CaMOPETYIMPYEMOI OpraHu3alluu.

6.1.91lpu 3amucu DSJIEKTPOHHBIX JIOKYMEHTOB Ha (HU3WYECKH 000COOJIEHHBIE
MaTepHuaTbHbIe HOCUTETH PEKOMEHIYyEeTCs COOI0IaTh MPUHIIUI Pa3MeIIeHUs Ha OJTHOM
HOCHUTENIE  JJIEKTPOHHBIX  JOKYMEHTOB  OJHOTO  JJIGKTPOHHOTO  Jiejia  4JieHa
CaMOpPETYJIHPYyEMON OpraHU3aIlIH.

6.1.10 Kaxxnpiit ¢ytisip pusnyeckun 000COOIEHHOTO MaTEPUATIBHOIO HOCUTENS,
nepenaBaeMoro B apXuB, CHaOXaeTcs (POHTAIBHBIM BKJIQABIIIEM, Ha KOTOPOM
yKa3bIBaeTCS:

6.1.10.1 cokpaiieHHOE Ha3BaHUE WICHA CaMOPETYIUPYEMOU OpraHu3aluy,

6.1.10.2 Homep nena,

6.1.10.3 oTMeTKa 0 cTaTyce 3K3eMIUIsIpa IEKTPOHHOTO jena. «OcH.» (OCHOBHOM)
i «Pab.» (pabounii);

6.1.10.4 06beM PICKTPOHHOTO Jieja B MeradanTax;

6.1.10.5 koHTpOIBHAS CyMMa JICKTPOHHOTO JCIA;

6.1.10.6 naTa 3amucy 3IEKTPOHHBIX JIOKYMEHTOB HAa HOCUTEJIb;

6.1.10.7 npu HEOOXOAMMOCTH OTMETKH 00 OrpaHMUYEHUU JOCTYIIA U AP.

6.1.11 Bxnaapimn noMemniaetcs B pymisip SJ€KTPOHHOTO HOCUTENSI TAKUM 00pazoM,
YTOOBI HAAMKUCH HA HEM ObUTH BUIHBI NPHU 3aKpbITOM GyTispe. Haanucu Ha BKitaapImax
NIEYaTAFOTCS WM HAHOCATCS OT PYKH YCTKUM pPa30OpUYUBHIM IMOYEPKOM UYCPHBIMHU
BOJIOCTOMKMMH 4YepHUJIaMUA. BO3MOXHO WCMOJB30BAaHWE IINTAMIIOB H JAPYTHX
AQHAJIOTUYHBIX CPEJICTB.

6.2 [lepenaya JAOKYMEHTOB B JJIEKTPOHHBIH apXuB caMoperyJupyemMoii
OpraHu3auuu

6.2.1Tlepenaya  SIEKTPOHHBIX JOKYMEHTOB, TIOCTYNMUBIIUX OT  YJICHOB
CaMOpETYJIUPYeMO  OpraHu3allMi B  JJIGKTPOHHBIM apXWB CaMOpPETYIUPyeMOM
OpraHM3alfH OCYIIECTBISIETCA B TMOPSAJKE, yCTaHABIMBAEMBIM CaMOPETYIUPYEMO

opraHu3alue U TpeOOBAHUSIMU K XPAHEHHIO JIEKTPOHHBIX TOKYMEHTOB.
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6.2.2 TlepeBoa TOKYMEHTOB, TOJAHHBIX B CAMOPETYJIUPYEMYIO OpPTaHH3aldI0 Ha
OyMa)XHOM HOCHUTEJE M COCTaBJSIIOIIMX OyMaKHbIH apXuUB CaMOpEryJupyeMoiu
OpraHM3alfH, OCYIIECTBISETCS MOSTAalHO B  COOTBETCTBUM C  PEHICHUSIMH
YIOJHOMOYEHHBIX OPTraHOB CaMOPETYJIUPYEMOM OpraHu3aluu.

6.2.3 B 2JIEeKTpPOHHBIN apXWB CaMOPETYJIUPYEMOW OpraHU3aIlii JJICKTPOHHBIC
JOKYMEHTBI MOTYT TMOCTYTATh!

6.2.3.1 u3 UHPOPMALMOHHBIX CHUCTEM CaMOPETYJIMPYEMON OpraHu3alud |
pa3Meniarbes sl XpaHeHHs: Ha OCHOBHOM U paboueM cepBepax;

6.2.3.2 Ha ¢uzuvecKkn 000COOIICHHBIX MaTepUabHBIX HOCUTENSX B JBYX M Oojee
AK3EMILTSpPaX U pa3MemaThCsl B IOMEIICHUSIX I UX XPaHCHUS.

6.2.4 DneKTpOHHBIE JOKYMEHTHI JOJDKHBI OBITh CHCTEMATH3UPOBAHBI, OMUCAHBI U
BHECEHBI B OIUCHU U JAPYTU€ apXUBHbIE CHPABOYHMKH TaKUM 00pa3zoM, 4TOOBI MOXKHO
ObLI0 00ECHeUYNTh UX YUET, IOUCK U UCIIOJIb30BaHUE.

6.2.5 TexHnYecKue acreKThl MpueMa 3JIEKTPOHHBIX JTOKYMEHTOB B 3JIEKTPOHHBIHI
apXuB CaMOpETyJIMPyeMON OpraHM3aliy, OIepanuu ydyeTa, 0TOOpa, obecredeHus
COXPaHHOCTH M XpaHEHWs,, MHUIpallMiM Ha HOBBIE HOCHUTEIM YCTAaHABJIMBAIOTCS B
UHCTPYKIHUAX, pa3pabaThIBaeMBbIX B CAMOPETYJINPYEMOM OpraHu3alnu.

6.2.6 DNEKTPOHHBIM apXHWB CaMOPETYJIUPYEMOW OpraHU3allMi BKIIOYAEeT B ceOs
UHPOPMAIIMOHHYIO  CHUCTEMY,  OOECIEUMBAIOLIYI0  YIIpPAaBJIECHHWE  apXUBHBIMU
AJIEKTPOHHBIMU JIOKYMEHTaMH, U/Wiii 00€CTIeYnBACT MECTO Il XPaHCHHUS DIICKTPOHHBIX
JOKYMEHTOB Ha (pU3NYeCKH 00OCOOJICHHBIX MaTepHabHBIX HOCHUTENSX, B TOM YHCIE
IUIA WX BPEMEHHOI'O pa3MEILEHHUs, a TaKKe YCTaHABIMBAECTCA WIM BbIIEISACTCS
HEOOXOMMOE CEPBEPHOE U KOMMYHHKAIITMOHHOE 000pYI0BaHHE.

6.2.7 DneKTpOHHBIE JOKYMEHTHI, TMOJJIeKAIINE XPAaHCHWIO, TNEepeJaroTcs B
AJIEKTPOHHBIN apXHB CAMOPETYJIMPYEMOI OpraHU3alMi B YIOPSAJOUYEHHOM COCTOSIHUU B
BUJIC KOHTEHHEPOB, 00ECMEYHBAIONIMX IIETOCTHOCTh JJIGKTPOHHBIX JOKYMEHTOB, Ha

OCHOBAaHUHU onuceu AJEKTPOHHBIX  JIOKYMEHTOB, o nH(}OPMAITMOHHO-
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TEJICKOMMYHHUKAIITMOHHON CeTH W3 HMH(POPMAIMOHHONW CHCTEMBI CaMOPETyIHUPYeMOM
opraHu3aluu B ”HOOPMAIIMOHHYIO CUCTEMY MJIK Ha 000COOJIECHHBIX HOCUTEIISIX.

[Ipumeuanue — B ciaydae u3MEHEHHs NPOTrpaMMHO-aNNapaTHON Cpeabl, MOBPEKICHUS
HOCUTEJSI C MPOTrPaMMHBIM OOECTIeUeHUEM 3JIEKTPOHHOTO apXHBa CaMOPETYJIMPYEMOM OopraHu3aluu

IMPOU3BOAUTCS MUTPALUA SJICKTPOHHBIX JOKYMCHTOB Ha HOBBIC HOCUTCIIN.

6.2.8 [Ipu mepenade KOHTEHHEPOB DJIEKTPOHHBIX JOKYMEHTOB B JJIEKTPOHHBIN
apXuB CaMOpPETyJIHPYEeMOM OpraHu3alluyd BBINOJHSIOTCS —CIIEAYIOIIME OCHOBHBIE
IPOLEAYPHI paOOTHI C AMEKTPOHHBIMU JOKYMEHTAMHU!

6.2.8.1 ¢opmupoBanne B UHPOPMAIMOHHONW CHCTEME CaMOpPETyJIUpPyeMOi
OpraHM3ali KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB,;

6.2.8.2 hopMmupoBaHHe CTATOYHON OMKUCH JEKTPOHHBIX JOKYMEHTOB;

6.2.8.3 nepenaya KOHTEHHEPOB 3JEKTPOHHBIX AOKYMEHTOB C CONPOBOIUTEIHHON
CITy’kKeOHOM 3amUCKOM M SK3EMIUISIPOM CIATOYHOM OMUCH B JJIEKTPOHHOM (opMe B
UH(POPMAIIMOHHYIO CUCTEMY JOKYMEHTOB 3JIEKTPOHHOIO apXHBa CaMOPETyJIUpyeMoit

OpraHu3alluy 1Mo UHPOPMAITMOHHO-TEJICKOMMYHUKAIIUOHHON CETH;
I1 puMCEcdYaHUC — IIPU HCBO3MOXHOCTH IEpCAaYud OOKYMCHTOB IIO I/IH(bOpMaI_H/IOHHO-
TeHeKOMMYHHKaHHOHHOﬁ CCTH, IICpCaava KOHTCﬁHGpOB QJICKTPOHHBLIX OOKYMCHTOB Ha (I)I/ISI/I‘IeCKI/I

000CO0IEHHBIX MaTCpHUaJIbHBIX HOCUTCIIAX.

6.2.8.4 mpoBepka IJCKTPOHHBIX JTOKYMEHTOB Ha HAJIW4YHUE BPEIOHOCHBIX
KOMITBIOTEPHBIX MTporpamMm (BUPYCOB);

6.2.8.5 npoBepka BOCIPOU3BOAMMOCTH JICKTPOHHBIX TOKYMEHTOB,

6.2.8.6 npu mnepenaye INEKTPOHHBIX JOKYMEHTOB B JJICKTPOHHBIM apXWB
CaMOpETYJIUPYyeMO OpraHu3anuu Ha (u3ndecku 000COOIEHHBIX MaTEePHATBHBIX
HOCHTEJISAX MPOBEpKa PU3NUYECKOTO U TEXHUUYECKOTO COCTOSHUSI HOCUTEIIEH;

6.2.8.7 3anuch B MH(GOPMAIIMOHHOW CHCTEME CaMOPETyJIUPyeMO OpraHu3aliuu
YBEAOMJICHHSI O TMpHEME OJJIEKTPOHHBIX JOKYMEHTOB B JJCKTPOHHBIA apXuB
CaMOpETyJIMPYyEeMOM OpraHu3aliy WId yBEJOMIIEHUS 00 OTKa3e B IMpHUEMe IOKYMEHTOB

C YKa3aHUEM IIPUYHH,
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6.2.8.8 BHeceHre cBeleHUH O MOCTYIMBIINX B apXUB JJIEKTPOHHBIX TOKYMEHTaX B
yUY€THBIE JOKYMEHTHI JIEKTPOHHOTO apXUBa U pa3MeEIIeHHEe 3JIEKTPOHHBIX JOKYMEHTOB
B apXUBeE.

6.2.9 [IpuieM SJEKTPOHHBIX JOKYMEHTOB B JJIEKTPOHHBIM apXuB OQOPMIISETCS
COCTaBJICHMEM WTOTOBOM 3amMcHU B KOHIE KaXJOTO SK3EMIUIIpa CIAaTOYHON ONHUCH, B
KOTOpOi mudpaMu W MPOMUCHIO YKA3bIBACTCS KOJIWYECTBO (DAKTHUECKH MPUHATHIX B
AJIEKTPOHHBINA apXWUB AJIEKTPOHHBIX €N, NEKTPOHHBIX JOKYMEHTOB, UX KOHTPOJIbHBIE
CyMMbI, 00beM B MerabaiiTax, Jngara npueMa-nepenaud. MroroBas 3ammch
MOJATBEPKIACTCSI  DJIGKTPOHHOW  TMOAMHMCHIO ~ OTBETCTBEHHOTO  HCITOJHUTEINS
CaMOpETyJIUPyEMON OpraHU3aIuu.

6.2.10 [l onepaTUBHOTO JOCTYIA K SJIEKTPOHHBIM JOKYMEHTAM B CIIPABOYHBIX U
MOUCKOBBIX IIENIAX, AJICKTPOHHBIA apXWB CaMOPETYIHPYEMOW OpraHu3alllid MOXKET
peaycMaTpUBaTh JONOJHUTENbHBIN (POH MOIB30BaHUS SJEKTPOHHBIX JOKYMEHTOB.

6.3 OpraHu3zanusi XpaHeHUsI 3JIEKTPOHHBIX JOKYMEHTOB B 3JIEKTPOHHOM
apXuBe cCaMOpPeryJIMpyeMoii opranu3auuu

6.3.1 MecTo XpaHeHHs 3JEKTPOHHOTO apXHBa OMPEACIISETCS CaMOPEryIupyeMoi

OpraHU3aIMEeH.

[Ipumeuanue — Pabounii SK3eMIUIAp DJIEKTPOHHOTO apXHBa PEKOMEHAYETCS XpaHHUTh Ha
JKECTKOM JHCKe, B TOM uwuciie ¢ wucnoiab3oBanueM RAID-maccuBoB. OCHOBHOM 3K3eMIUISP
3JIEKTPOHHOT'O apXWBa — HA HOCUTEJISIX, OTBEYAIOIIUX TPeOOBAHUAM JIEUCTBYIOIIETO 3aKOHOJATEIhCTBA
Poccuiickoii ®denepanuu no obecriedyeHrni0 0€30MacHOCTH WH(POpPMANUKA M TIEPCOHAIBHBIX JTAHHBIX U

COXPAHCHUS aYTCHTHUYHOCTH 3JICKTPOHHBIX TOKYMCHTOB 3JICKTPOHHOTO apXHBa, ¢ yU4CTOM Tpe60BaHI/II\/'I

I'OCT P 54989-2012 (1SO/TR 18492:2005).

6.3.2 DNeKTpOHHBIE JOKYMEHTBHl CHUCTEMATH3UPYIOTCI B  HUHGOPMAIMOHHON
cUCTeMe B COOTBETCTBHM C HOMEHKIATYpPOH el YIEHOB CaMOPEryIHpyeMoi
OpraHM3aIfy U UHACKCUPYIOTCS B TIOPSAKE, YCTAHOBICHHOM B OTHOIIICHUH JIEN YJICHOB
CaMOpETyJIMPYyEeMON OpraHu3aluy, CPOPMHUPOBAHHBIX M3 JIOKYMEHTOB Ha OyMa)KHOM

HOCHTCIIC.
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6.3.3 CucremaTuzanusi SJCKTPOHHBIX TOKYMEHTOB M HMX HHIEKCalUsi B
COOTBETCTBUU C HOMEHKJIATYpOW JieJI WICHOB CaMOPETyJIMpyeMOi OpraHW3aluH,
(GopMHpOBaHUE KOHTCHHEPOB JJICKTPOHHBIX JOKYMEHTOB JUIS MEpelavyd dJICKTPOHHBIX
JOKYMEHTOB AJICKTPOHHBIA apXUB CaMOPETYJIUPYEMOW OpraHW3allyd OCYIIECTBISIOTCS
B COOTBETCTBYIOIINX HH()OPMAIIMOHHBIX CUCTEMAX.

6.3.4 KonTeitHep 3J1eKTPOHHOI'O TOKYMEHTA MPEACTaBIsAET COOOM Zi P-apXHUB.

I[Ilpumeuanume — B coorBerctBum ¢ mnpoekrom crapmapra |ISO/NEC CD 21320-1
«Uupopmarmonnsie TexHoiorun. daiin kKouteiHepa mokymenta. Yacte 1. Sapo» (Information
technology — Document Container File — Part 1: Core). ®opmar zip-apxuBa OMUCHIBAETCS B OTKPBHITON
cnenuUKaIuK, TOCTYyHOM 1o azapecy http: //www.pkware.com/documents/casestudies APPNOTE.
TXT.

6.3.5 B xoHTElHEp 27EKTPOHHOTO TOKYMEHTa BKIFOYAIOTCS:

6.3.5.1 a51eKTPOHHBIN TOKYMEHT B (hopMaTe apXMBHOT'O XPaHCHMUS,

6.3.5.2 MeTaZiaHHbIE TOKYMEHTA, BKJItOUasl 3JI€KTPOHHbIE TTOAMKCH.

6.3.6 Ilpu mepenade KOHTEHHEPOB 3JEKTPOHHBIX JOKYMEHTOB B JJIEKTPOHHBIN
apXuB CaMOpPETyJIMPyeMON OpraHu3aliy 10 HHPOPMAMOHHO-TEIEKOMMYHHUKAIIMOHHOM
CeTH  CONEpPKMMOE KOHTEHHepa DJIEKTPOHHOTO JIOKyMEHTa BKIIOYAeTCs B
UH(POPMAITMOHHYIO CUCTEMY 3JIEKTPOHHOTO apXHBa CaMOPETYJIUPYEMOM OpraHu3alu U
pa3mMelaercsa Ha cepBepe, BHICTyNasi B KAUeCTBE OCHOBHOT'O JK3EMILISIpa 3JIEKTPOHHOTO
JOKYMEHTA.

6.3.7 B mHpOpMAaIIMOHHON CHCTEME 3JICKTPOHHOTO apXWBa CaMOPETYIUPYyEeMOI
opraHu3anu GOpMUPYIOTCs pabovHe IK3EMILISPhI (KOMHHU) AJIEKTPOHHBIX JJOKYMEHTOB,
KOTOpBIE Pa3MeIaloTcs Ha cepBepe pabouuX KOMUH.

6.3.8 KonTeitHeppl ~ JEKTPOHHBIX ~ JOKYMEHTOB  MOTYT  IepelaBaTbCcsi B
AJNIEKTPOHHBIN apXUB CaMOpETryJupyeMon opraHu3anuu Ha (usndecku 000COOJEHHBIX
MaTepUaTbHBIX HOCUTEISAX B IBYX UASHTHUHBIX YK3EMILUISIpaX — OCHOBHOM M paboveM.

6.3.9 OCHOBHOW OJK3eMIUIAP DJEKTPOHHBIX JTOKYMEHTOB SIBISIETCS JTaJOHHBIM
AK3EMIUIIPOM M MCIIONB3YETCS B MCKIIOUMTEIbHBIX CIIy4asX, a TakXke I CO3JaHUs

KOITHIM pa60qero OK3CMILIApa B3aMCH HCIIOPYCHHOTO WM YTPA4YCHHOTIO pa60qer0
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sK3eMIUIsipa. Pabounii sK3eMIUIsIp 3JIEKTPOHHBIX JOKYMEHTOB B 3JIEKTPOHHOM apXHBE
CaMOpETYJIUPYEeMOM  OpTraHW3aIlMH  SIBJISCTCS  DK3EMIUIIPOM, C KOTOPOTo  IpH
HEOOXOIMMOCTH M3TOTABIIMBAIOTCS KOMHH AJIEKTPOHHBIX JOKYMEHTOB M HCIIOJIB3YETCS
pu paboTe € ANEKTPOHHBIM apXHUBOM.

6.4 O0ecnneyeHue COXPAHHOCTH IJIEKTPOHHBIX TOKYMEHTOB

6.4.1 CamoperynupyemMasi opraHU3aIusi HECET OTBETCTBEHHOCTh 3a COXPAHHOCTH
ANIEKTPOHHBIX JTOKYMEHTOB JJICKTPOHHOTO apXWBa, a TaKke 00pabOTKy M XpaHEHHUE
NEPCOHANBHBIX JaHHBIX, COAEpPKAIIUXCS B JJIEKTpOHHOM apxuBe. (COXpaHHOCTh
ANICKTPOHHBIX JIOKYMEHTOB B JJICKTPOHHOM apXHBE CaMOPETYJIMPYEMOW OpTaHH3aIliu
o0ecreuynBaeTCs UCTIOTHUTEIBHBIM OPTaHOM CaMOPETyJIUPYEeMON OpraHUu3aIvH.

6.4.2 Tlpu 1ONTOBPEMEHHOM XpPaHEHUHU SJIEKTPOHHBIX JOKYMEHTOB Ha (hM3HUYECKHU
000COOJICHHBIX ~ MaTEPHAIBHBIX  HOCHUTENISAX TMPEANOYTCHHE CJIEIyeT OTAaBaTh
CHEIUATN3UPOBAHHBIM CPEJICTBAM Pa3MEIICHHSI, B KOTOPHIX HOCHUTEIHN 3aIUIINAIOTCS OT
BPEIHBIX  BO3JCHCTBUI  OKpYyXKaromieil cpeapl, B TOM YHCIE MAarHUTHBIX,
AIIEKTPOMArHUTHBIX, TEMITEPATyPHO-BIAKHOCTHBIX.

6.4.3 KoHTpoTb ~ TEXHWUYECKOTO COCTOSIHHSI  DJICKTPOHHBIX  JOKYMEHTOB U
(bU3HYECKOT0 COCTOSTHUSI HOCUTEIIEH MPOBOIUTCS HE PEXe OJHOTO pasza B 3 roja.

6.4.4 ]Ins onmepaTUBHOTO JOCTyNa K 3JEKTPOHHBIM JOKYMEHTaM B CIIPAaBOYHBIX U
MIOVICKOBBIX IIEJISIX CaMOpPETyJHpyeMasi OpraHu3alus MOXKET MPOBOAUTH pPaboOTy IO
co3faHuio (POHA MOJIb30BAHUS AJIEKTPOHHBIX JOKYMEHTOB. DIIEKTPOHHBIE TOKYMEHTHI
¢dboH/1a MMOTB30BaHUS MTOUICKAT YUCTY.

6.4.5 Camoperynupyemasi ~ opraHuzaiuds  o0s3aHa  TOCTOSSHHO  XPaHUTh
AJICKTPOHHBIE JIeJIa WICHOB CaMOPETYJIUPYEMON OpraHW3allid, a TAaKXKe AJICKTPOHHBIC
JieI1a JINII, WICHCTBO KOTOPHIX B CAMOPETYIHPYEMON OpraHU3AINH TPEKPAIIEHO.

6.4.6 Ilocne mepeBoma NOKYMEHTOB, MPEAOCTABICHHBIX B CaMOPETYJIHPYEMYIO
OpraHM3aIio Ha OyMa)XHOM HOCHTENIC, B DJICKTPOHHBIA apXuB, OyMaXHBIH apXWB

MOJKET OBbITh YHUUTOXKEH MPH YCIOBUHU COOJIIOICHUS CAaMOPETYJIMPYyeMOn Opranu3aiuei
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TpeOoBaHMI HacTosmUX pekoMeHaauuii, TpedoBanuii ['OCT P 54989-2012
(ISO/TR 18492:2005), T'OCT P 54471-2011/1SO/TR 15801:2009.

[Ilpumeuanue — Yacteo 15 crarem 55.6 ['pamocTpomTtensHOro Koaekca Poccuiickoi
denepauy CaMOPEryJIMPYEMbIM OpPraHM3alUsAM MPEAOCTABICHO MPAaBO XPaHWUTh [ejla YJICHOB Ha
OyMa)XHOM HocuTese U (Mn) B (hopMe SIIEKTPOHHOTO JTIOKYMEHTA (MTaKeTa 3JeKTPOHHBIX JOKYMEHTOB),
HOANKMCAHHOTO CaMOpETYJINPYEMOI opraHu3anuein c HCITOJIb30BaHUEM YCUJICHHOU
KBaTU(UIIMPOBAHHON 2JIeKTpoHHOW moamucH. HMcxoms w3 cmeicia denmepanbHOr0 3akoHAa OT
06.04.2011 Ne 63-®3 «O06 snexkrponHoi moamucu» [1] u Ykasa [pesuauyma BC CCCP or 04.08.1983
Ne 9779-X [8], noxymeHT Ha OyMa)KHOM HOCHTENE, TEPEBEACHHBI B AJIEKTPOHHBIA (opmar,
MOJMUCAaHHBIA  KBATU(UIIMPOBAHHONW 3JIEKTPOHHOM TOIMHUCHI0 CaMOPETyJIUPYeMON OpraHu3alun
OyIeT SABIATHCS HaAJeXkallle 3aBEpeHHOM Komueil Takoro gokymeHnTta. JlelictBue Ykasza [Ipesnanyma
BC CCCP ot 04.08.1983 Ne 9779-X pacrnpocTpaHseTcs Ha FOPHIWNYECKHUX JIUI] B CHITY ITyHKTa 1 cTaThu
49 I'paxxnanckoro koaekca Poccuiickoit denepannu, B COOTBETCTBUU ¢ KOTOPHIM FOPUAMYECKOE JTUIIO
MOYET UMETh IPaXIaHCKHUE MpaBa, COOTBETCTBYIOIINE IETSAM JIESATETLHOCTH, TPETYCMOTPEHHBIM B €r0
YUPEIUTETbHBIX JIOKyMEHTaX, W HECTH CBS3aHHBIE C OTOW JIEATENIbHOCTBIO OOS3aHHOCTH
(ITocranoBnenre ®AC Ilentpanasaoro okpyra ot 27.07.2004 Ne A68-AIl-122/51-04, TlocTaHoBIIEHHE
®AC Mockosckoro okpyra ot 21.09.2010 Ne KA-A40/10627-10 o nemy Ne A40-127876/09-4-1013,
[Mocranosnenne ®AC IToBomkckoro okpyra ot 26.05.2010 no geiy Ne A72-15314/2009).

[Ipu o>TOM camoperynupyemble OpTaHU3aIllMH JIOJDKHBI Y4YeCTh CIEOYIOIIUe PHUCKU. B
COOTBETCTBUM C 4YacTblo 6 crate /1 ApOWUTpa)kHOrO IpoLeccyalbHOro Kojaekca Poccuiickoi
Denepanun apOUTPaXHBIA CyJ HE MOXET CUMTATh JOKa3aHHBIM (DaKT, MOATBEPKIAEMBIH TOJIBKO
KOMHEH HOKYMEHTa WJIM WHOTO MUCHbMEHHOTO JI0KAa3aTeIbCTBA, €CIIM yTpaueH WM He MepelaH B Cy[
OpUTHHAJ IOKYMEHTa, a KOTIUU 3TOTO JIOKYMEHTA, TPEe/ICTAaBICHHBIC JIUI[AMH, YIaCTBYIOIIUMH B JIEIE,
HE TOXIECTBEHHbIl MeEXAy CcO0OH W HEBO3MOXHO YCTAaHOBUTh IIOJUIMHHOE COJEpXKaHUE
NEepBOMCTOYHUKA C TIOMOIIBIO JPyrux JlokazaTenabcTB. CaMoperyiaupyeMoi —opraHusanuei
pEeKOMEHyeTCsl MPUHATH BO BHUMaHUE TO, YTO B JeJie YJI€Ha CaMOpPEryJUpyeMOi OopraHu3aluu, Kak
MPaBUJIO, COJEPKATCS OPUTHHANBI TOJBKO 3asBICHHH YJICHOB CAMOPETYJIMPYEMBIX OpTaHU3alli, a
TakXke TOT (hakKT, 4TO NMPHU OTCYTCTBUM COMHEHMH CyJa B TOXKJIECTBEHHOCTH, HaJJIEXKallle 3aBepeHHAs

KOITHA 6YI[CT ABJIATHCA JOCTATOYHBIM JJOKA3aTCIbCTBOM.

6.4.7 [Ilpu opraHu3alMi XpaHEHUS JOKYMEHTOB PEKOMEHAYETCS YYUTHIBATh
00CTOSATENBCTBA, IPU KOTOPBIX MOXKET OTPEOOBATHCS COXPAHUTh OyMa)KHbIN TOKYMEHT

[11]:
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- HU3KO€ Ka4eCTBO OyMa)KHOTO JOKYMEHTA, U3-3a YETO HEBO3MOYKHO MOIYYHUTh €T0
pa3z0opuuBbIi rpaduueckuit oOpas;

- HEOOXOIUMOCTh CHIKEHHUSI PUCKa OBITh OOBMHEHHBIM B TOM, YTO I'padUdecKuit
o0Opa3 OblT YMBIIUIEHHO CJlielaH Hepa300puuBBIM, a TAaK)K€ pUCKAa OTKa3a B IpHUEMeE
rpadguueckoro obpaza B KadecTBe JOKa3aTeJbCTBA HAa TOM OCHOBAaHHMM, YTO OH HE
ABJIIETCS TOYHOU Komuei OyMa)kHOTO TOKYMEHTA;

- OyMaXHBII JOKYMEHT COIEPXHT (u3nueckre (MeXaHWYeCKue) TONpPaBKU H
NOJYUCTKU (HampuMep, ¢ TOMOIIBI0 KOPPEKTYPHBIX KHUIKOCTEH W KOPPEKIIMOHHBIX
JIeHT) Wid (QuU3UYeCKHWe aHHOTaluKM (HampuMep, Ha CTHKepaX), KOTOPhIC CIIO0KHO
UACHTU(PULIMPOBATh B OTCKAHUPOBAHHOM rpauiyeckom o0Opase;

- BBIBJICHO MOIIEHHHYECTBO JMOO HayaTo WIM OXHUIAeTcs cyaeOHoe
pa30oupaTenbCTBO WM PACCIEIOBAHUE, K KOTOPHIM HMEET OTHOLIEHUE KOHKPETHBIN
OyMa’kKHbII TOKYMEHT;

- OyMaKHBIM TOKYMEHT UMEET OOJIbIIYIO LIEHHOCT.

6.5 IlpoBepka (u3N4eCKOro M TEXHHYECKOr0 COCTOSIHHS 000C00/1eHHBIX
MATEePUAJBHBIX HOCUTEJeH 3JIeKTPOHHBIX TOKYMEHTOB, TEXHMYECKOI0 COCTOSIHUSA
3JIeKTPOHHBIX JOKYMEHTOB

6.5.1TIpoBepka (HU3UYECKOTO U  TEXHUYECKOTO  COCTOSIHUS  (DU3HYECKHU
000COOJIEHHBIX MaTepUalbHBIX HOCHUTENIEH 3aKIIYaeTcss B OLEHKe (HU3UYECKOTO
COCTOSIHUSI HOCHUTEJIEH.

6.5.2 JIns1 omieHKH (PU3UYECKOTO COCTOSTHUS HOCUTENCH

6.5.2.1 onpenensercd HaJMyMe W KAaueCTBO HAJIMCEH Ha BKJIAJbIIIAX, HAIAYUE
3ambUICHUS. W 3arpsA3HEHUs] [OBEPXHOCTEM, HaJIWM4Me BJard Ha [OBEPXHOCTSIX,
¢usnyeckoe cocTossHUEe paboueil MOBEPXHOCTH U KOPITYCOB (hU3HUECKH 000COOIEHHBIX
MaTepuaibHBIX HOCHUTEJEH, BBISIBICHUE MEXaHWYECKUX MOBPEXKACHUN U AepopMmaliuii,

pacciioeHus, My3bIPpCHU, M3MCHCHUS LIBETA, HAJIMYHUEC LIapaIlvuH, IIPOKOJIOB,
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6.5.2.2 mpoBepsieTCsi COOTBETCTBHE  XapaKTEPUCTUK HOCHUTENS  CBEICHUSM,
coJiep KalluMCs B CJATOYHOM OMUCH; MPOBEPKA AJIEKTPOHHBIX JOKYMEHTOB Ha HAJIUYUE
B HUX BPEJOHOCHBIX KOMITBIOTEPHBIX IPOTPaMM («KOMIBIOTEPHBIX BUPYCOBY);

6.5.2.3 npousBoaUTCS TIPOBEpKa Ha COOM MPH CYUTHIBAHUN WH(POPMAIIUH.

6.5.3[Ipu mnpoBepke TEXHHYECKOTO COCTOSHHS D3JIEKTPOHHBIX JOKYMEHTOB
IIPOBOJUTCSL TMPOBEPKA BOCIPOU3BOAMMOCTH BCEX €IMHMII XPAHEHUS DJIEKTPOHHBIX
JOKYMEHTOB Ha 00OpYy/0BAHHH.

6.5.4 Pe3ynbpTaThl MPOBEPKH HAIMYHUS M COCTOSHUS JEKTPOHHBIX JTOKYMEHTOB U
oOHapyXeHHbIE B €€ XOJ€ HEJOCTaTKU (PUKCUPYIOTCA B aKTe MPOBEPKU HAIUYUS U
COCTOSTHUSI DJIEKTPOHHBIX JOKYMEHTOB pa3[eNbHO TI0 OCHOBHBIM H pabodnm
HK3EMILISIPaM 3JIEKTPOHHBIX JOKYMEHTOB.

6.5.5B cmydae, ecnum mpu mpoBepke (PU3NUECKOTO UM TEXHUYECKOTO COCTOSHHS
000COOJIEHHBIX MAaTepUaIbHBIX HOCUTEJIEH AJIEKTPOHHBIX JTOKYMEHTOB, TEXHUYECKOTO
COCTOSIHHSI DJIEKTPOHHBIX JIOKYMEHTOB BBISIBICHBI HEJOCTAaTKH, CAMOpPETyJHupyemMas
OpraHM3alys MPOBOJUT MEPONPUATHUS MO UX YCTPAHEHHUIO.

6.6 PasMelieHne 3JIEKTPOHHBLIX JIOKYMEHTOB B JJEKTPOHHbIA apXuB
caMoperyJupyemMoii opranu3auuu

6.6.1 OcHoBHOM W pabouuii cepBepbl IEKTPOHHOTO apXHBa CAMOPETYIUPYEMOI
OpraHM3allii, OCHOBHblE U padoure 3K3EeMIUISIPbl €IMHHULl XpaHEHHs Ha (PU3HUECKU
000CO0JIEHHBIX MaTepUaTbHBIX HOCUTEIAX PEKOMEHAYETCS pa3MeIaTh pa3aeabHo.

6.6.2 [Ipu XpaHEHWM >SJEKTPOHHBIX TOKYMEHTOB Ha (PU3MYECKH O00OCOOICHHBIX
MaTepUalbHBIX HOCUTENSIX KaKIbli HOCUTENb JIOJKEH HUMETh HEerepMEeTHUYHBIM
WHAUBUIYAIbHBIA  QYTisp, TpPH OSTOM JIOJDKHO OBITH HCKIIOYEHO CBOOOJTHOE
nepeMelieHre HOCUTENsl BHyTpU QyTisipa.

6.6.3 OyTsipel ¢ ¢puzHUecku 000COOJEHHBIMH MAaTepUaIbHBIMU  HOCUTEIISIMHU
pa3MemiaoTcss B OOKcax B CIENMATM3UPOBAHHBIX IIKadax, Ha MOJKax CTelIaxew,
mkadoB. PaccTosinue Mexay QyTispamMu JOJKHO ObITh TOCTATOYHBIM ISl TOTO, YTOOBI

HOCHUTEIHU MOKHO OBbLIIO CBOOOJHO MMOMEINIATh U JOCTaBaTh M3 OOKca.
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6.6.4 Ilpu pasmemenuu QyTaspoB ¢ puzndecku 000COOTCHHBIMA MAaTepUATLHBIMHU
HOCHUTENAMH B OOKcax HEO0OXOJMMO pacrojiaraTh X TaKUM 00pa3oM, 4TOObI ObLIH
BUJIHBI apXUBHBIE A(PHI SAMHUI] XPaHCHUS.

6.7 Opranm3anmsi  y4eTa  JIEKTPOHHBIX  JOKYMEHTOB JeJ  YJIEHOB
camMoperyJupyemMoii opranu3amnuu

6.7.1 YueTHOl enuHUIIEH DJIEKTPOHHBIX JIOKYMEHTOB B 3JEKTPOHHOM apXHBe
CaMOPETYyJIMPYyEMOU OpPTaHU3aIuH SBJISETCS KOHTCHHEP AJICKTPOHHOTO JOKYMEHTA.

6.7.2 Yuery  mojyiexxaT  BC€  XpaHSAIIMECS B OJCKTPOHHOM  apXHBE
CaMOPETYJIUPYEeMO OpTaHHU3aIlMU JIJICKTPOHHBIE JOKYMEHThl M OIKCU DJIECKTPOHHBIX
JOKYMEHTOB, JIEJI WICHOB CaMOPETYJIHNPYEMO OpTaHU3aIIHH.

6.7.3 YueT npou3BOANUTCS IMyTEM MPUCBOCHUS SAMHUIIAM XPAaHCHUS DJICKTPOHHBIX
JIOKYyMEHTOB YYETHBIX HOMEPOB, KOTOPHIE SBISIOTCS COCTABHOW YacThIO UX apXUBHOTO
mudpa.

6.7.4 Ilpu XpaHeHUU SJEKTPOHHBIX JOKYMEHTOB Ha (hU3UYECKH 000COOJICHHBIX
MaTEepPUATBHBIX HOCUTEISIX apXWBHBIM mudp oOo3HAYaeTCs Ha BKIAIbIIE (QyTiaspa
SIMHUIIBI XpaHEHHUs C 1IeJIbI0 00eCCUeHHs €e yueTa M WACHTU(UKAIUHU (IPHIOKEHHE
A). IIpu XpaHEeHUU IIEKTPOHHBIX TOKYMEHTOB B MHPOPMAIIMOHHON CHCTEME apXHBHBIIH
mudp BKIIOYAETCS B METaJJaHHbIE KOHTEIHEpa AJIEKTPOHHOTO JOKYMEHTA.

6.7.5 Ilpu ydere AIEKTPOHHBIX JOKYMEHTOB B YUETHBIX JOKYMEHTaX OTPa’KaroTCs
TaHHbIE 00 00BbeMe KOHTEHHepa dJIEKTPOHHOTO JOKYMEHTa B MeradaiiTax, KOHTPOJIbHOMN
CyMMe€, TMOJITBEP)KIAIOLIEH IIeIOCTHOCTh KOHTEWHepa SJEKTPOHHOTO Jeja ujeHa
cCaMOperyJIMpyeMOil OpraHu3aluu.

6.7.6 Onuch 3NEKTPOHHBIX e, TOKYMEHTOB SIBJISIETCS OCHOBHBIM IE€PBUYHBIM
VYETHBIM JOKYMEHTOM, NPHUMEHSEMBIM JJIsi ydYeTa DJICKTPOHHBIX JIOKYMEHTOB U
3JIEKTPOHHBIX JIC]T WICHOB CaMOperyIupyeMoii opranu3anuu (nmpunoxenue b).

6.7.7 B omucu BeneTcs MOCTUHUYHBIA y4eT SJEKTPOHHBIX JOKYMEHTOB, MyTEM

3aKpPCINICHUS  3a  KaXKXIbIM  CaAMOCTOATCIIBHOIO  HOMEpA. EI[I/IHI/I]_IBI XPaHCHUA
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ANIEKTPOHHBIX  JIOKYMEHTOB YYHUTBHIBAIOTCA B OMNHCH B COOTBETCTBUU C HX
CUCTeMAaTH3aIlel U CKBO3HON HyMepaluen 3a MOpsIKOBBIMHI YIETHEIMU HOMEPAMH.

6.7.8 B KOHIIE OMUCH JJIEKTPOHHBIX 1€, JTOKYMEHTOB O(MOpPMIISIETCS UTOrOBas
3alluCh, B KOTOPOH YKa3bIBaeTCs KOJIMYECTBO eIWHHI XpaHeHus (umudpamu wu
HPOIHKCHI0), 00bEM CIMHHUIL XPAaHCHHUS JICKTPOHHBIX JOKYMEHTOB B Meradaiirax, ooIiee
KOJIMYECTBO CIWHUI] XpaHEeHUs (OCHOBHBIX / pabOYMX) W WHBIE KOJHMYECTBCHHBIC
XapaKTEPUCTUKU AJIEKTPOHHBIX TOKYMEHTOB.

6.7.9 UtoroBasi 3amuch TMOAMMUCHIBACTCS YCWICHHOW KBaTU(DUIIMPOBAHHOMN
AIIEKTPOHHOMN MOAMUCHI0 CAMOPETYJIUPYEMOI OpraHHU3aIlii C MPOCTABICHUEM IITamIa
BpPEMEHHU.

6.7.10 OTBeTCTBEHHBIC MCIOJHUTEIN CaMOPETYJIUPYEMON OpraHu3aluy IpU
MOJATOTOBKE  DJIGKTPOHHBIX  JOKYMEHTOB K cJade B  DJCKTPOHHBIA  apXuB
CaMOpETyIUpyeMON OpraHu3aluuu OGOPMIISIOT OMUCH JJIEKTPOHHBIX JOKYMEHTOB,
KOTOpBIE CIIY>KaT YYETHBIMU JTIOKYMEHTAaMU M OCHOBOHM JUIsl COCTABJICHHMSI B apXHUBE
COOTBETCTBYIOIIETO  pazjieja CBOJHOM  OMUCHU  DJIEKTPOHHBIX /€Nl  YJIEHOB
CaMOperyjmpyemMon  opranuszanuu. Peectp  ommceld  BeOeTcsi B aApXHUBE
CaMOpPETYJIMPYEeMON OpraHM3alk B OOIIEM MOpSIKE, YCTAHOBICHHOM [UIS BEACHHUS
pEECTPOB OMKUCEM.

6.7.11 CBenenus 0 eMUHUIIAX XPAHEHUS SICKTPOHHBIX JOKYMEHTOB OTPa)KaloTCA B
nene (GoHAa caMmoperyiaupyeMoil opranuzanuu. B cxeme cucrematusanuu (oHaa
JIODKHa  OBITh ~ OTpak€Ha  CHCTEMAaTH3alus  DJIGKTPOHHBIX  JeJl  YICHOB
CaMOPETyJIMPYEMON OpraHU3aIWH.

6.7.12 B cocraB nena GoHia MOTYT OBITH BKJIFOUYECHBI:

6.7.12.1 pabounie HHCTPYKIIMHU 1O pabOTe C AJIEKTPOHHBIMH IOKYMEeHTaMu (POH/a;

6.7.12.2 akThl, OTpa)kalIIMe TEKyIllee MEeCTO XpaHEHUS  DJIEKTPOHHBIX
JOKYMEHTOB, MPOBEPKH HAJTUYUA U COCTOSHUS IJIEKTPOHHBIX TOKYMEHTOB, MPOBEPKHU

(1)I/I3I/I‘IGCKOI‘O U TEXHUYCCKOI'O0 COCTOSHHSA 3JICKTPOHHBIX JJOKYMEHTOB,
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6.7.12.3 akThl, (DUKCUPYIOIIHE W3MEHEHHUS B COCTaBe W OO0BEME DJICKTPOHHBIX
JIOKYMEHTOB, B TOM YHCJI€ O BBIJEICHUH K YHUUYTOKEHHUIO AJIEKTPOHHBIX JTOKYMEHTOB,
HE TONJIeKANIMX XPAaHCHHWIO; O HEUCHPABUMBIX TOBPEXKICHUAX DIICKTPOHHBIX
JOKYMEHTOB, O TEXHMYECKMX OMIMOKaX B YYETHBIX JIOKyMEHTax; O CO3JlaHUU
JOTIOJTHUTENBHOTO Paboyero »K3eMIUIsIpa IJIEKTPOHHBIX JIOKYMEHTOB;, O KOIMMPOBAHUU
AIIEKTPOHHBIX TOKYMEHTOB; TPOBEICHUN MUTPAIIMH JIEKTPOHHBIX TOKyMEHTOB,;

6.7.12.4 akTel  BBISIBJICHUS  BPEJOHOCHBIX  KOMIIBIOTEPHBIX  TMpPOTpamMM B
AJIEKTPOHHBIX IOKYMEHTaX.

6.7.13 Bce pnokymeHTHl B jneiie ¢oOHIA pacrojaraloTcsi B XPOHOJOTHYECKON
MOCTIEI0BATEIHLHOCTH.

6.7.14 Ha noxymeHTHI fiena (hOHAa COCTaBISAETCS BHYTPEHHSS OIMMUCH, JIMCTHI Aela
HYMepyloTcs; K JAeny (oHaa cocTaBisercs 3aBepuTenbHas Haanuchk. [lo mepe
nomnoHeHus (HoHIa 3aBepUTENbHAS HAIIUCh U BHYTPEHHSS OMHICH MEPECOCTABIISIOTCS.

6.8 CocrasJjieHue U opopMIIeHHE ONMCE IJIEKTPOHHBIX IOKYMEHTOB

6.8.1 Onuce  SJEKTPOHHBIX JIOKYMEHTOB  SIBISIETCS MEPBUYHBIM  YUYETHBIM
JIOKYMEHTOM JIJIsl €IMHUI] XPaHEHUS DJIIEKTPOHHBIX TOKYMEHTOB.

6.8.21lpu cocTaBieHHMH OMHUCU OJJICKTPOHHBIX JIOKYMEHTOB COOJIFOJIAIOTCS
cleayromue TpeOOBaHUS

6.8.2.1 3aroyioBKM 3JEKTPOHHBIX [ BHOCATCA B ONHUCh B COOTBETCTBHUH C
OPUHATOM CXEMOM CHUCTEMaTH3allM Ha OCHOBE HOMEHKJIATyphl Jell YJIEHOB
CaMOpETyJIUPyEMON OpraHU3alny;

6.8.2.2 KaXIplii  JNEKTPOHHBIA  JOKYMEHT  BHOCHTCA B  ONUCh  TOJ
CaMOCTOATENbHBIM TIOPSAJIKOBBIM HOMEPOM C YyKa3aHWEM JaThl JOKYMEHTa, CpOKa
XpaHeHus!, o0bema B Meradaitax U1 KOHTPOIbHOU CYMMBI.

6.8.3 O0beKTOM OmUCaHusi B OIMUCH DJCKTPOHHBIX JTOKYMEHTOB CTPYKTYpPHOTO

moApasaCIICHUA ABJIAIOTCA CAMHUIBI XPAHCHUS 3JICKTPOHHBIX JOKYMCHTOB.
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6.8.4 Eqununibl XpaHeHHs] 3JEKTPOHHBIX JOKYMEHTOB, OTHOCSIIHECS K OJHOMY
JieNTy, COCTaBJISIOT B OMNHCH OTIEIBHBIM pa3zesl, UMEIOIIMM OoOlui 3arojoBOK, B
KOTOPOM yKa3bIBAIOTCS:

6.8.4.1 HomeD Jena dieHa CaMOperyJIMpyeMOoi OpraHu3allny;

6.8.4.2 HanMeHOBaHHE YICHa CaMOPETyJINpyeMOl OpraHU3aIliH;

6.8.4.3 xpaiinue gaThl JOKYMEHTOB JIeTa,

6.8.4.4 K0JI-BO JIUCTOB JIOKYMEHTOB JICJIa.

6.8.5 OnucarenbHasi CTaThsd €IUHUIIBI XpPaHEHHUS BKIIOYAET B CeOsl CIEIYIOIIHe
DIIEMEHTHI:

6.8.5.1 HomMep TOKYMEeHTa 0 MOPSAIKY B MpeJiesiax pasjiena OnucH;

6.8.5.2 HanMeHoBaHMe TOKyMeHTa (BU TJOKYMEHTA, 3aT0JI0BOK K TEKCTY);

6.8.5.3 nara noxymeHTa,

6.8.5.4 00beM KoHTelHepa JIEKTPOHHOTO JOKYMEHTA B MeradanTax;

6.8.5.6 KOHTpOIbHASI CyMMa KOHTEHWHEpa JIEKTPOHHOTO TOKYMEHTA.

6.9 B koHue onucu odopmisieTcs UTOroBasl 3amuch, B KOTOPOM yKa3bIBaeTCs
KOJIMYECTBO EJIMHUII XPAHCHHS 3JCKTPOHHBIX TOKYMEHTOB (LU(ppaMH U MPOIMHUCHIO);
oO1uit 00beM eIMHUI XpaHEHHUs, BKIIOYEHHBIX B OMKUCh, B MeradanTax.

6.10 K onucu MOKeT COCTaBISIThCS MIPEAUCIOBHE C YKa3aHHeM WHGOPMaIMOHHON
CHUCTeMbI, U3 KOTOPOW W3BJCUEHBI JJIEKTPOHHBIE JOKYMEHTHI, MPOrPaMMHOIO
o0OecrieueHusi, €ro BEepPCMM W  JPYTUX  TEXHOJOTMYECKUX  XApaKTEPUCTUK

UH(OPMAIMOHHBIX CUCTEM.

7/ Ucnosib30BaHMe 3JIEKTPOHHBIX JOKYMEHTOB apXuBa

7.1 loctyn mojap30BaTeled K OJEKTPOHHBIM JOKYMEHTaM, B TOM 4YHCIIE,
OTPAaHUYECHHOTO JIOCTyMNa OCYIIECTBISIETCS C Y4YETOM TpeOOBaHUU, YCTAaHOBJICHHBIX

JNEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon denepani U COOTBETCTBYIOIIMMU
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HOPMAaTHBHBIMH IIPABOBBIMU AaKTAMHU B MOPSJKE, YCTAHOBIEHHOM CaMOPETYIUPYEMOMN
OpraHU3aIME.

7.2 OcHOBHBIMU ()OpMAMH HCTIOJIB30BAHUS SIBISIOTCSA:

7.2.1 nadpopManinoHHOE 00eCTieueHre TT0JIb30BaTENCH;

7.2.2 UCTIOJTHEHUE 3aIMPOCOB MMOJIh30BaTENCH;

7.2.3 co3gaHne KOMUM DJIEKTPOHHBIX JOKYMEHTOB MO 3ampocaM (pU3MYECKHX U
IOPUINYECKUX JINLL;

7.2.4 Bpllaya DJEKTPOHHBIX JIOKYMEHTOB BO BpPEMEHHOE IIOJb30BAaHUE B
CTPYKTYpPHBIE ITOJPA3ICICHNAS CAMOPETYIUPYEMOUN OpraHu3aliy U UHBIM JIULAM.

7.3 loctynn pykoBoautTenel u paOOTHUKOB CaMOPEryJIUPYEeMOM OpraHU3aluu K
AJIEKTPOHHBIM JIOKYMEHTAM apXuBa MPU HAJIUYUKU UHPOPMALMOHHON CHUCTEMBI MOXKET
OCYLIECTBJISATBCA  HENOCPEJACTBEHHO ¢ pabo4yMX MECT B  COOTBETCTBHM  C
YCTAQHOBJIICHHBIMH B CaMOpETyJIMPYEMOM OpraHu3aluy IpaBaMH JocTyna K
JOKyMEHTaM.

7.4 DneKTpOHHBIE JOKYMEHTHl M3 OJJIEKTPOHHOIO apXuWBa CaMOpPETyIupyeMoi
OpraHu3allid MOTYT HPENOCTaBIATHCA 10 JIOKAJBHOM CETH CaMOpPEryIupyeMOi

OpraHu3almu.

[Ipumeuanue — B aToMm citydae BeeTcs 3JIEKTPOHHBIN KypPHAJI y4eTa BbIIaYM dJIEKTPOHHBIX
JIOKYMEHTOB U3 apXHBa, B KOTOPOM (UKCUPYETCS: J1aTa BblJauu, GaMUIus, UHULKAJIbBI 3alIPOCUBILETO
JOKYMEHT COTpYJHHUKA, Ha3BaHHWE CTPYKTYPHOI'O IOAPA3JEICHUS, 3aroJIOBOK W YUYETHBIH HOMED

BBIJAHHOT'O JOKYMCHTA.
7.5B camoperyaupyemMoil opraHuzanud MOXET oO0ecTneurBaThCs YJIajJeHHbBIN
JOCTYII K JIEKTPOHHBIM JOKYMEHTaM 3JIEKTPOHHOT'O apXUBa.

[Ilpumeyanue — Ilpu opraHM3auuMu yHAJIEHHOTO JOCTyNa MO HWH(POPMALUOHHO-
TEJIEKOMMYHUKAIIMOHHONH ceTH «MHTepHeT» obecreunBaeTcsi WACHTU(HUKAIMS TOJIb30BaTEIeH

CHUCTEMBI M 3alIMTa OT HCCAHKIITMOHUPOBAHHOI'O JOCTYIIA.

7.6 CamoperynupyeMasl  OpraHus3aius MOXeT oOecleyuBaTh  JIOCTYN K
AJIEKTPOHHBIM JIOKYMEHTaM, OTKPBITHIM JJIS MTyOJIMYHOrO JOCTYMa, Yepe3 CalT B CeTH

«HTepHeT».
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8 DkcnepTH3a HEHHOCTH IJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOIO

apxuBa caMoOperyJupyeMoil Opranu3aunu

8.1 DkcnepTH3a IICHHOCTH OJJICKTPOHHBIX JOKYMEHTOB JJEKTPOHHOTO apXwBa
CaMOpETYyJIUPYeMOM OpraHu3alid MPOBOJUTCS B COOTBETCTBUM C TMpaBUJIaMU U
TpeOOBaHMUSIMH, YCTAaHOBJICHHBIMHU 3aKOHOJATEIBCTBOM Poccuiickoit denepanuu s
JIOKyMEHTOB Ha OyMa)KHOM HOCHUTEJE C YIETOM JOTIOTHUTEIHHBIX TPU3HAKOB!

8.1.1 no/UIMHHOCTD 3JEKTPOHHOTO JIOKYMEHTA, HAIMYKE SJICKTPOHHOW MOAMHUCH U
MIOJIOKUTENBHOTO pe3ysIbTaTa ee MPOBEPKH,

8.1.2 BO3MOXXHOCTh BOCHPOU3BENIECHUS U 00pabOTKM WHGOPMAIIMU SIEKTPOHHBIX
JIOKYMEHTOB 0€3 HCTOJIb30BaHMS OPUTHHAIIBHOTO MIPOTPAMMHOTO 00eCTIeueHus;

8.1.3 BO3MOXXHOCTh OOECIEUCHUSI XpaHCHUsS, IMPOBEACHUS TEXHOJOTMYECCKUX
MUTPALUH.

8.21lpu mnpoBeneHWH OKCIEPTU3Bl IIEHHOCTH JJEKTPOHHBIX JOKYMEHTOB B
WH(GOPMAIIMOHHBIX CHCTEMaX CaMOPETYJIMPYEMOI OpraHU3alliy OCYIIECTBISETCS:

8.2.1 0T0Op HWCHOJHEHHBIX OJJIEKTPOHHBIX JIOKYMEHTOB, BKJIIOYEHHBIX B
MH()OPMAITMOHHYIO CHUCTEMY CaMOPETYJIIMPYeMOW OpraHW3alliud, I TMOATOTOBKH K
repeiade B AIEKTPOHHBIN apXUB;

8.2.2 mpoBepka TPaBWIBHOCTU (OPMHUPOBAHUS U CHUCTEMATH3alUA EIUHUIY
XpaHCHHsI SJIEKTPOHHBIX JOKYMEHTOB;

8.2.3 mpoBepka (HhaiiyioB ¢ IEKTPOHHBIMHU JIOKYMEHTAMH Ha HaJTUIKME BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPAMM.

8.3 DIleKTpOHHBIC JTOKYMEHTHI (MaKeThl JOKYMEHTOB) IOJDKHBI OBITh MOMHCAHBI
caMOpeTyJIUpyeMO OpraHHM3amuell ¢ UCIOIb30BaHUEM YCHICHHON KBAIM(DUITMPOBAHHON

AJICKTPOHHOMW TOJITUCH (C TPOCTaBJICHUEM IITaMITa BpeMeHH) [5].
[Ipumeuanus
1 lllTamMmn BpeMeHH BKIIOYAETCS YIAOCTOBEPSIOMIMM IIEHTPOM B YCHJIECHHYIO JJICKTPOHHYIO

MMoANKrCh, NJIXM BO3MOKHO JOIIOJITHUTCIBHO BOCIIOJB30BATLCA CCPBUCOM CJ'Iy>K6I>I ITaMIIOB BpEMCHHU.
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2 JInss NONTOBPEMEHHOTO XpPaHEHWS 3JICKTPOHHBIX JOKYMEHTOB, IMOJIIMUCAHHBIX JJIEKTPOHHON
HOJIIKCEIO0, Teliecoo0pa3Ho ucmoab3oBaTh ctangapt CMS Advanced Electronic Signatures (CAdES),
orucanubiii B RFC 5126, B yactHoctu dopmarer CAJES X Long Type || u CAJES-A, xoTopsie nipu
(hOopMUPOBAHUH DSJIEKTPOHHOW TIOAMUCH OOECIEeUMBaOT CcOOp W XpaHCHHE BCEX HEOOXOIUMBIX
JI0Ka3aTeIbCTB TMOUTMHHOCTH 3JICKTPOHHOM mnojmnucu (menovka cepTH(UKATOB, IMITAMITbI BPEMEHH,

JIAHHBIE O CTaTyce cepTu(UKaTa), HCIIOIb3YIOIIMXCS MPH €€ TPOBEPKE.

8.4 Undopmaruss B SNEKTpOHHOUW  (opme, TOANMHMCAHHAS  YCUIICHHOMN
KBATM(UITUPOBAHHOW  DJICKTPOHHOW  IMOJIHUCHI0,  MPU3HACTCA  DJICKTPOHHBIM
JIOKyMEHTOM, PaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)XHOM HOCHUTENE, MOAMHCAHHOMY
COOCTBEHHOPYYHOU MOAIHUCHIO.

[Ilpumeuanue — Ceprudukar KiIOYa TMPOBEPKU HIEKTPOHHOM TOAMMUCU  SBISETCA
JeMCTBUTENBHBIM IO CMBICHTY cTaThi 11 3akoHa 00 3JIeKTPOHHON MOJMMCH, MOKa HE JOKa3aHO MHOE.
JIns MOATBEpIKICHUE JTOCTOBEPHOCTH KBAIM(HUIMPOBAHHOW 3JEKTPOHHOM moamucu (cepTudukara)
3aKOHOAATEIBCTBOM IPEAYCMOTpPEHO oOpailieHue Jito00oro Jjuua B Y JIOCTOBEPSIOUIMM LIEHTp 3a
NOJYy4YEHHUEM BBIIMCKH U3 peecTpa KBaIM(UIMPOBAHHBIX cepTU(UKATOB B J11000€ BpeMs B TE€UEHHE
CpoKa JESTEIbHOCTH O3TOT0 YJOCTOBepsitomiero ueHTpa.[6], [7] B ciuydae nukBumanuu
YIOCTOBEPSIOLIETO LIEHTpa peecTp mepenaercss MUHUCTEPCTBY CBSI3M U MAacCOBBIX KOMMYHHKaIMH
Poccniickoit  ®enepanuu, KOTOpoe  SABIAETCS  TAaKXKE  JIEpXKATEIEM  peecTpa  BBIIAHHBIX

yIOCTOBEPSIOLIUM IIEHTpaM KBaJTU(PUIIMPOBAHHBIX CEPTU(DUKATOB.

8.5 Ycunennas  kBadM(pUIUpPOBAHHAs  3JCKTPOHHAs  MOJMUCH  JIOJDKHA
COOTBETCTBOBAThH IMyHKTaM 5.3.7 u 5.3.8, a TakkKe CIeAYIONUUM YCIOBHSIM:

8.5.1 kBanuunMpoBaHHbI cepTU(UKAT CO3MaH W BBIJAH AKKPEIUTOBAHHBIM
YAOCTOBEPSIOIIMM LEHTPOM, aKKpPEIUTaLUs KOTOPOro AEHCTBUTEIbHA HA J€Hb BbIIAYN
yKa3aHHOT'O cepTUduKara,

8.5.2 xpanuunmpoBaHHblil cepTuduKaT ACHCTBUTEICH HA MOMEHT MOJMUCAHUS
ANIEKTPOHHOTO JIOKyMeHTa (IpU HAMYUMU JOCTOBEPHOW HMH(POPMALUK O MOMEHTE
TOJIITMCAHUS SJICKTPOHHOTO IOKYMEHTA);

8.5.3 umeeTcs MOJOXKUTENbHBIN Pe3yJIbTaT MPOBEPKU MPUHAAIICKHOCTH BIAAEIbILY

KBUTH(PUITUPOBAHHOTO cepTU(dUKaTa KBATU(DHUIIMPOBAHHOW JJICKTPOHHOW MOJIUCH, C
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MIOMOIIbI0 KOTOPOM MOAMUCAH 3JEKTPOHHBIN JTOKYMEHT, U MOATBEPKIEHO OTCYTCTBHE
W3MEHEHUM, BHECEHHBIX B ATOT JIOKYMEHT IOCJI€ €0 MOAMUCAHUS.

8.5.4 xanudunpoBaHHas dJIEKTPOHHAS TMOJINUCH HCMOJB3YEeTCS C Y4eTOM
OTPpAaHMUYCHHM, COJEpXKAIIUXCAd B  KBATU(GUIMPOBAHHOM  cepTU(dHKATEe  JIWIIA,
HO/ITUCHIBAIOIIETO IEKTPOHHBIN JOKYMEHT (€C/IM TaKhe OrpaHHUYEHHUsS YCTaHOBJICHB).

8.6 [loanucanue SJIEKTPOHHBIX JOKYMEHTOB YCHJICHHOW KBalu(UIIMpOBaHHON

AIIEKTPOHHOM TIOMUCHIO TTPOU3BOUTCS B COOTBETCTBUH ¢ TTyHKTamu 5.3.9 u 5.3.10.

O IlpeacraB/jieHue JAOKYMEeHTOB, HHopManmum 1o  3ampocy
cy0beKTOB, MMEKINMM NPABO HA HANpPaBJIeHHE 3alPOCOB B MOPAIKE,

YCTAHOBJICHHOM 3aKO0HOAaTeIbCTBOM Poccuiickonn @enepauuu

9.1 CamoperynupyeMass ~ opraHuzalus  NpeACTaBIsieT  HUHQOpMaLUI0O  TIO
MACbMEHHOMY 3ampocCy JUI, UMEIOIINX MPAaBO Ha HAIPABICHUE 3alPOCOB B MOPSJIKE,
YCTaHOBJICHHOM 3aKOHOJaTeJIbCTBOM Poccuiickoit denepanunu.

9.2 JloxyMeHTBI, WH(MOpPMaLMs HampaBiseTcs Ha OyMaXHOM WM, B cllydae
HaJIUYUs JEKTPOHHOTO JOKYMEHTOOOOpOTa C 3ampaiivBaroimuM UHGOPMAIIUIO JIUIIOM,
AJIEKTPOHHOM HOCHUTENE. OJIEKTPOHHBIE JOKYMEHTHI MOAMUCHIBAIOTCS YCHIJICHHOU
KBAUIM(QUIMPOBAHHONW  DJIEKTPOHHOM  MOANMCHIO  HMCHOJHUTENIBHOTO  OpraHa
caMOperyjiupyemMoil opranu3auuv B cooTBeTcTBUM ¢ DenepanbHbiM 3akOHOM «O0
ANEKTPOHHOM MOATUCH.

9.3 byMaxkHasi KOMUsl 3JIEKTPOHHOTO JOKYMEHTa BBIJIAECTCS CaMOpPEryJIHpyeMoil
OpraHu3alel Ha OCHOBAaHUM PEUIEHUS WCIOIHUTEIIBHOTO OpraHa W 3aBepsAeTCs
OTTUCKOM ImTammna «Komust 3JeKTPOHHOTO JOKYMEHTa BepHa» (MM COOCTBEHHOPYYHOM
3alACBI0 C TEKCTOM) M COOCTBEHHOPYYHOM IOJIMUCHIO JIMIA, YIOJTHOMOYEHHOTO
3aBEPSITh JOKYMEHTHI OT MMEHU CaMOPETYJIMPYEeMON OpraHu3aluu ¢ pacmudpoBKOU

(baMI/IJII/II/I U JOJDKHOCTH U YKA3aHHUCM OaThbl 3aBCPCHUA.
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[Mpumeuanue — IlpeanpusTus, y4pexJCHHUS W OPraHU3alMM MOTYT BbIJaBaTh KOIHH
HUMEIOIINXCS Y HUX JOKYMEHTOB, HCXOISIIUX OT APYTUX NPEANPUATHH, YIPSKICHUNH ¥ OpraHU3aIHiH,
OT KOTOPBIX HOJYYHTh HETMIOCPEACTBEHHO KOITMH ATHX JIOKYMEHTOB 3aTPYHUTEIBHO UM HEBO3MOXKHO.
Ha xonum ykaspiBaeTcs JaTa €€ BbIJAYM U JICJIAETCSI OTMETKA O TOM, YTO TOJJIUHHBIN JOKYMEHT
HAXOJHUTCS B CAMOPETYJIUPYEeMOit opranu3anuu [8].

9.4 OTBETCTBCHHBI HCIOJHUTENh HECET IEPCOHAIBHYIO OTBETCTBCHHOCTH 3a
UIACHTUYHOCTh HMH(POpMANUUd B OYMa)KHOW KOMHUH DJIEKTPOHHOTO JOKYMEHTa U €€
AJICKTPOHHOM OpPHUTHHAJIE, a TAKXKE 3a CO3/IaHne OyMaKHOW KOTTMH IOKYMEHTA.

9.5 JIucTel MHOTOCTPaHWYHBIX OyMaXKHBIX KOTHH AJIEKTPOHHBIX JOKYMEHTOB
JTOJKHBI ~ OBITh ~ TPOHYMEPOBAaHBI,  JOIMyCKAaeTcsi  OpOIMIOpOBaHHWE  JIUCTOB
MHOTOCTPAaHUYHBIX JIOKYMEHTOB, HMX TIPOIIMBKA W 3aBEPEHHE COPOIIIOPOBAHHOTO
JOKYMEHTa Ha 000pOTe MOCIIEeTHEr0 JUCTa

9.6 DneKTpoHHBIE JOKYMEHTHI apXWBa MOTYT BBIJABaThCA IO 3ampocaM Ha
¢dusrueckn 000COONCHHBIX MAaTEPHAIBHBIX HOCUTEISX B BHUAE KOMUU pabodero

IK3CMILIAPaA 3JICKTPOHHBIX TOKYMCHTOB.
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IIpuioxkenue A

(pexomenmyemoe)

IIpumep GppoHTAIBHOIO BKJIAABIIIA (PU3HUYECKH 000CO0JIEHHOT0

MaATEPHUAJTBHOTO HOCUTCISA, XPAHUMOI'O B 3JICKTPOHHOM apxXuBe

Accomuanus «CPO» 000 «CtpouTeiipb»
COKpAIIlCHHOE Ha3BaHUE COKpAIllCHHOE Ha3BaHUE
OpraHu3aIuu ynena CPO
KoHTpOJbHEIN KOMUTET 000542
CTPYKTYPHOE TOpa3IeaecHUs peeCTpOBBIN HOMED JIelIa
OpraHU3aIHH
Pabounii

CTaTyC 3K3CMILIIpa

HOCHUTEIIS
O0BeM PIEKTPOHHOTO Jiea, MO: 323
KoHTposnbHasa cymma: OF15D
JlaTa 3amnmcu: 13.02.2018 .
OrpaHnueHue J0CTyIa: Het orpanuuenuii
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Hpuaoxenue b

(pexomenmyemoe)

IIpuMep onucu ae/ia WieHa caMmoperyJupyemMoil OpraHnu3aunuu,

XPAaHUMOI'0 B 3JICKTPOHHOM apXuBe€

HaunmenoBanue oprannzanuu HanMeHoBaHHEe CTPYKTYPHOTO MOApa3ieIeHus™

OIIUCDH Ne
CAIMHUI XPAHCHHUSA IJICKTPOHHBIX JOKYMECHTOB
OK3eMILIp
(ocnosnott, pabouuii)
HanmenoBanue
K
No AloKyMEHT. (BHL Jata Cpok O6bvem | KonrtponbHas
JOKYMEHTA, [Tpumevanne
n/m JOKYMEHTa | XpaHEHUs (Mo) cyMMa
3aroJ0BOK K
TEKCTY)
1 2 3 4 5 6 7
Hemo Ne
(unoexc oena) (3aeonosox dena)
Kou-BO
JIaThI
JIVCTOB
B nanHy0 ONUCH BHECEHO:
ell. Xp.
(yugppamu u nponucwio)
QJICKTPOHHBIX JOKYMCHTOB C No o Ne
O6mmit 00bemM M6.
PykoBoauTenb CTpyKTypHOTO
nmoapasacyICHUA
noOnuUcy pacuiugposxa noonucu
JlaTa « » 20 T
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bubsaunorpadus

®enepanbhbiii 3aKoH 0T 06.04.2011 Ne 63-D3 «O6 31€KTPOHHOM MOATHCH
OenepanbHbii  3ak0oH  oT  27.07.2006 Ne 149-d3 «0O6 wuHbpopmaluu,
MH(POPMAIIMOHHBIX TEXHOJOTHIX U O 3aIIUTe HHPOPMAITII»

[Tpuka3 Pockomuamzopa ot 01.02.2012 Ne 61 «O6 ytBepx)aeHuu MHCTpyKIIMH
no naenonpousBosicTBy B denepanbHoil ciiyk0e Mo Haa3opy B chepe cBs3y,
WH(GOPMALIMOHHBIX TEXHOJIOTUI U MaCCOBBIX KOMMYHHUKAIIHII»

®denepanbubiil 3akoH 0T 29.12.2004 Ne 190-D3 «I'pamocTpoUTenbHbIN KOJEKC
Poccuiickon @enepanum»

MeTtoauueckuii JokyMeHT. «Mepbl 3aUThl UHQOPMALIMK B TOCYIaPCTBEHHBIX
uHpopMaImoHHbIX cuctemax» (yrB. DCTOK Poccun 11.02.2014)

[Tpukaz MunkomcBsizu Poccun ot 22.08.2017 Ne 436 «O6 yTBepKIeHUH
[Topsinka ¢hopMUpOBaHUS U BEIECHUS PEECTPOB BBIIAHHBIX aKKPEIUTOBAHHBIMU
YAOCTOBEPSIONIMMHU [IEHTPaMH KBATU(DHUIIMPOBAHHBIX CEPTU(DHUKATOB KITIOUEH
MPOBEPKHU 3JEKTPOHHOM MOJIMHUCH, a TaKKe MpeAOCTaBiIeHHUs WHPOPMALUU U3
TaKHUX pPEeecTPOB»

[Tpukaz MwunkomcBsizu Poccun ot 14.08.2017 Ne 416 «O6 yTBepKIeHUH
[Topsnka nepenadu peecTpoB BbIJIaHHBIX aKKpeAUTOBAaHHBIMU
YAOCTOBEPSIOIIMMU IEHTPaMu KBaJTM(DUIIMPOBAHHBIX CEPTU(UKATOB KIIHOYEH
MPOBEPKHU 3JEKTPOHHON MOAMUCH U MHOW MH(OpMaIK B enepanbHbIil oprad
UCTOJHUTENBHOM BJIACTH, YINOJIHOMOYEHHBIM B cdepe HCIOJIb30BaHUSA
DIIGKTPOHHOW  TOANHWCH, B  ClIy4ae  MpEKpalleHus  JeSTEIbHOCTH
aKKpEIUTOBAHHOTO YJOCTOBEPSIOIIETO LIEHTpa»

VYka3 [Ipesunuyma BC CCCP ot 04.08.1983 Ne 9779-X «O nopsiake BbIIaYU U
CBUACTEIHCTBOBAHUS TPEANPHUITHAMH, YUPEKACHUAMH € OPTaHU3ALHUSIMH

KONUHU JJOKYMEHTOB, KaCalOLIMUXCS MPaB TPAXKIAH»
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[9]

[10]

[11]

I'OCT P 54989-2012

(ISO/TR 18492:2005)

«HauunoHansHBIN CTaHIApT Poccuiickoi
Oenepanuu.  ObecnieyeHrue  JAOJITOBPEMEHHOMU
COXPAHHOCTH JJICKTPOHHBIX JTOKYMEHTOB» (yTB. U

BBelleH B jaerctBue Ilpukaszom Poccranmapra ot

17.09.2012 Ne 325-cT)

[Tpukaz ®CTIOK Poccum ot 18.02.2013 Ne 21 «O6 ytBepxkaenun CoctaBa u

COACpKaHUA OPraHU3adMOHHBIX W TCXHHUYCCKHUX MCP IIO 00CCIICYCHHIO

0€30MacHOCTH MEPCOHATBHBIX JaHHBIX IPU X 00paboTKe B MHGOPMAITMOHHBIX

CUCTEMAX IICPCOHAJIBHBIX JaHHBIX>

I'OCT P 54471-2011
/ISO/TR 15801:2009

«HammonansHbiid crangapt Poccuiickont denepanuu.
CucreMsl 3JIEKTPOHHOTO JIOKYMEHTO00O0pOTA.
VYnpasiieHue JIOKYMEHTAaLIUEH. Nudopmarius,
coxpansiemasi B 3JIEKTPOHHOM Buje. PexomeHmanmu
10 00ECIEUEHUIO0 JOCTOBEPHOCTH M HAJICKHOCTH

(yTB. u BBezeH B neiictBue [Iprkasom Poccranmapra

ot 18.10.2011 Ne 466-cT)
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OKC 01.120

KntoueBbie crmoBa: cucrema  craHgapTuzanud, HanumonanmpHOe — OObEeIMHEHHUE

CTPOMUTEIIEH, XPAaHEHUE JIE]T YIEHOB CaMOPETYJIMPYEMBbIX OpraHu3aun

M3nanne opunmanbHoe

PexoMeHaanusa mo CTaHJapTH3allUA

Xpanenue ae wieHoB CPO B popMe 3JIeKTPOHHOI0 T0KYMeHTa (MaKeTa 3JIeKTPOHHbBIX
AOKYMeHTOB), moanucanHoro CPO ¢ ucnob30BaHHEM YCHJIEHHOM
KBAJTH(PUIIUPOBAHHOM JIEKTPOHHOI MOANMUCH

P HOCTPOM 5.1.19-2019

Opuzunan-maxkem no020moeieH
H3oamenvcko-nonuzpaguueckum npeonpuamuem 000 «bymadcnur»
125475, 2. Mocksa, 3enenoepadckas yiu., 0. 31, kopn. 3, ogh. 203,
men.. 8 (495) 971-05-24, 8-910-496-79-46
e-mail; info@bum1990.ru
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