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MNpeancnosue

Pabouenn rpynnon KomuteTa no pernameHty wu
camoperynupoBaHnio 1 Komutetra no  passButuio
CTPOUTENbHOM  OTPacnM U  KOHTPAKTHOM  cuUcTeme
Accounaumu «HaunoHanbHoe obbeanHeHne
cTpouTenen»

KomnteTom no pernameHTy 1 camoperynupoBaHuio
Accoumaumm «HaumnoHanbHoe ob6beanHeHne
ctpoutenen», lNpoTtokon ot «19» aHBapsA.2018 r. Ne61
KoMmnteTom no pasBuTuio CTPOUTENBHOW OTpacnn un
KOHTpakTHOM cucteme Accoumaumm «HaunoHanbHoe
o6beauHeHne ctpoutenen», Npotokon oT «19»
okTa6ps.2018 r. Ne3

PeweHnunem CoseTta Accouunauun «HaumoHanbHoe
o6beauHeHne cTtpouTenen», NPOTOKoON OT

« _»__ 201T.Ne

BIMEPBbIE

Mpasuna MpuMeHeHUs Hacmoswux pekomeHdayull ycmaHosneHsl 8 CTO HOCTPOU

1.0-2017. UHpopmayusi 06 UBMEHEHUSIX K HacmosiuumM pekoMmeHOauyusim, ux rnepecmompe

(3aMeHbI) unu ommeHbl U oguyuarnbHble MmeKcmbl USMEeHeHUU U rornpasoK pasmewaromcecs 8

UHbOopMayUoHHOU cucmeme obue2o ronb308aHuUsi - Ha oguyuanbHoM catme Accoyuauyuu

«HauuoHanbHoe 06beduHeHUe cmpoumenel» 8 cemu MHMepHem (WwWw.nostroy.rui)

HacTtosuwne pekoMeHgauun He MoryT ObITb NOMTHOCTBLIO UM YAaCTUYHO BOCMNpon3BeaEHHI,

TUPAXMPOBAHbI M PacnpoCTpaHeHbl B KayecTBe oduuManbHOro msgaHus 6e3 paspelueHus

Accoumnaummn «HaumoHanbHoe o6beanHeHNe CTpouTenemny.

© Accounaumsa «HaumoHaneHoe ob6beanHeHue ctpouteneny», 2019 .
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CopepxaHue
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HopmaTtusHble CChINTKK
TepMuHbl U onpegeneHuns
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[OKYMeHTa (nakeTa 3MeKTPOHHbIX JOKYMEHTOB)

nOpFI,EI,OK nepesoga AOKYMEHTOB, M3rOTOBJIEHHbIX HA 6yMa)KHOM
HOocuTene, B AJNIEKTPOHHbIE JOKYMEHThI

dopmaTbl hannos, aNeKTPOHHbIE HOCUTENU, TpeGoBaHUA K
bYHKLMOHANbHbLIM XapakTepucTMKam 3f1eKTPOHHOIO apxmea

npeﬂ,OCTaBﬂeHMe OOKYMEHTOB 4YJieHaMun caMOperynMpyeM0|7|
opraHmn3auumn B 3NIEKTPOHHOM Buae
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AOKYMeHTa (nakeTa 3NeKTPOHHbIX AOKYMEHTOB)

MoaroToBka 3NEKTPOHHbIX OKYMEHTOB K Nepefave B 3NeKTPOHHbI
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ObecneyeHne COXpaHHOCTU ANEKTPOHHbIX JOKYMEHTOB

MpoBepka HU3NYECKOro U TEXHUYECKOTO COCTOSIHUS 000COBNEHHbIX
MaTepuanbHbIX HOCUTENEN 3NEeKTPOHHbIX JOKYMEHTOB, TEXHUYECKOrO
COCTOSIHUS! ANEKTPOHHbIX AOKYMEHTOB

PasmelleHne 3neKTPOHHbIX [AOKYMEHTOB B 3JIEKTPOHHbIA apXuB
camMoperynupyemMoi opraHmsaumm

OpraHusaumusi y4yeta SrEKTPOHHbIX [OKYMEHTOB [en  YfieHOB
camoperynmpyemon opraHmsaunm

CocTaBneHuve 1 opopmeHne onncem 3MeKTPOHHbIX JOKYMEHTOB

Mcnonb3oBaHue QNEKTPOHHbIX OOKYMEHTOB apxuBa

3KcnepTv3a LEHHOCTU 3MEKTPOHHbLIX [JOKYMEHTOB 3NEKTPOHHOIO
apxuBa camoperynmpyemon opraHnsaumm

MpeacraBneHne JOKYMEHTOB, MHGPOPMaLUKM MO 3anpocy CybbekToB,
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BBepneHue

HacTtoswwne pekoMeHgauunm HanpaBfeHbI Ha peanusauuto NOSIOXKEeHUn
MpapgocTponTenbHoro kogekca Poccuiickon depepauunmn, PegepanbHoro 3akoHa ot 1 gekabps
2007 roga Ne 315-®3 «O camoperynupyeMblix opraHusaumsx», PegepanbHOro 3akoHa ot 6
anpenst 2011 roga Ne 63-®3 «O6 anekTpoHHOW nognucu», degepanbHOro 3akoHa OT 22
okTa6psa 2004 roga Ne 12-93 «O6 apxmuBHom gene B Poccuinckon ®epepaunny, degepanbHbii
3akoH oT 27.07.2006 Ne152-9®3 "O nepcoHanbHbIX AaHHbIX" U MHbIX 3aKOHOAATENbHbLIX W
HOPMAaTMBHbIX aKTOB, AENCTBYIOLWMX B O0Bnactn XpaHeHusi AOKYMEHTOB CaMOpEerynmpyemMon
opraHm3aumn. Pa3paboTky BHYTPEHHMX [LOKYMEHTOB CaMOpPErynupyembiX OpraHu3auunmn
npegnaraeTca nNpoBOAMTb C YY4ETOM HACTOSILWMX PEKOMEHAAUMW, MUCMNONb3yd Kak MpsMYyHo
CCbIJIKY Ha AOKYMEHT, TaK U €ro OTAENbHbIE MONOXEHUS.

PekomeHgaummn paspaboTtaHbl pabouen rpynnon Komuteta no pernameHty u
camoperynupoBaHuio 1 Komuteta no pasBuTUIO CTPOUTENBHOW OTPaciM U KOHTPaKTHON

cucteme Accoumaumm «HaunoHanbHoe o6beaNHEHE CTPOUTENEN Y.
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PEKOMEHOALMN HALUMOHAIIbHOIO OB bEAUHEHUSA CTPOUTENEN

Cucrtema ctaHgaptusaumm HaumoHanbHOro o6 bLeAUHEHUA cTpouTenen
CTAHOAPTbI OEATEJIbHOCTU CPO

XpaHeHue aen 4nNeHoOB caMoperynupyemMoin opraHusaumm B (oopmMe 351eKTPOHHOro
AOKYMeHTa (nakeTa 3feKTPOHHbIX AOKYMEHTOB), NOANMCaHHOro caMoperynupyemMom

opraHusaumen ¢ MCNoNib30BaHMEM YCUITEHHOM KBanuduunpoBaHHON NOANUCH

1 O6nacTtb NnpuMeHeHuUs

1.1 HacrtosilumMe pekomMeHOauun pacrnpoCTPaHSATCA Ha caMOoperynmpyemble opraHusaumu,
OCHOBaHHbI€ Ha YNEHCTBE 5L, OCYLUECTBSAOLIMX CTPOUTENBLCTBO, PEKOHCTPYKLIMIO, KanuTanbHbIN
PEMOHT, CHOC OOBLEKTOB KanuTanbHOro CTPOUTENbLCTBA.

1.2  PekomeHOauuu pasbsACHAT NpaBuiia XpaHeHUs Oen YNeHOB CcaMOoperyrnmpyemMon
opraHusaumm B oopme 3NEeKTPOHHOIO JOKYMEHTa (nakeTa 3NeKTPOHHbIX JOKYMEHTOB), MOANNUCAHHOIO
caMoperynupyemor opraHusaumern ¢ UCMNonb30BaHMEM YCUIEHHONM KBannduumMpoBaHHOW MOANUCH,
npencTaBrieHnst OKYMEHTOB, MHGOPMaLMM Mo 3anpocy nul, MMEeRLLMX NPaBo Ha HanpasreHue

3anpocoB B nopsigke, yCTaHOBIEHHOM AENCTBYIOLWNM 3akoHoA4aTenscTBoM Poccuiickon ®efepaumn.

2 HopmaTuBHbIE CCbISIKN

B HacToswwmx pekomeHaaumsax ncnonb3oBaHbl CChIfKU Ha criefyolime ctTaHaapThbl:

FOCT P 7.0.8-2013. HaunoHanbHbI cTaHaapT Poccuiickon degepauyun. Cuctema ctaHaapToB
no nHdopmaumm, 6ubnuotevyHomy n nsgatenbckomy aeny. [Jenonpon3BoACcTBO M apXMBHOE Aerno.
TepMuHbl 1 onpegenexHns.

FOCT P 54989-2012 (ISO/TR 18492:2005). HauuwoHanbHbin cTaHgapT Poccuickon
depepauymmn. ObecneyeHne JONTOBPEMEHHON COXPaHHOCTU SNEKTPOHHbBIX JOKYMEHTOB.

FOCT P 54471-2011/ISO/TR 15801:2009. HaumoHanbHbIM cTangapT Poccuiickon ®enepaumn.

CucTeMbl 3MeKTPOHHOro AoKyMeHToobopoTa. YnpaBneHme AoKyMeHTaunen.
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NHdopmaums, coxpaHsieMass B 3NEKTPOHHOM Buae. PekomeHgauum no obecneyeHuto

AOCTOBEPHOCTU U HagexHocTn"

3 TepMUHbI U onpepeneHus

B HacToswmx pekoMeHOgauusax NpUMEHEHbl criefylolme TePMUHbl C COOTBETCTBYHOLLMMU
onpeaeneHnsMu:

3.1 apxuBHbIN hann: 37O crneumanbHbiM 06pa3omM opraHn3oBaHHbLIM dans, coaepKaLlnin
B cebe OQMH UM HECKONbKO (hanroB B CXaTOM UMM HECXKATOM BuAe 1 crnyxebHyo nHgopmaumio 06
UMeHax pannoB, faTe W BpPeMeHU WX Cco3gaHus wunu moaudukauumu, pasmepax u T. 4.,
npeaHasHayYeHHbIN ONs XpaHEeHUSA 3NEeKTPOHHbIX AOKYMEHTOB (MakeTa 3NEeKTPOHHbIX LOKYMEHTOB),
npeaoCcTaBneHHbIX YNleHaMn caMoperynmpyemMon opraHnsaumm.

3.2 ayTEeHTUYHOCTb 3INEKTPOHHbIX AOKYMEHTOB: - [1pn3HaK HageXHOCTU MHopmauun,
KoTOpas He Bbina UcKaxeHa, U3MeHeHa Unn Kak-nmbo nHavye ncrnopvyeHa ¢ Te4EHNEM BPEMEHM.

3.3 6e3onacHoCTb MH(popMaLMK (INEeKTPOHHOro apxmBa): 3aLmMLLEeHHOCTb MHopMaLuuu,
coaepxallencs B aNeKTPOHHOM apXmBe) OT ee nepexsaTta, YTEUYKM NO TEXHUYECKUM N MHBIM KaHanam,
Moamdukaumn, 6NOKMPOBAHNSA, YHUUTOXEHUS, HECAHKUMOHMPOBAHHOIO AOCTyNa K Hew, a Takke
3aLUNLLIEHHOCTb TEXHUYECKMX M NMPOrpaMmMHbIX cpeacTB cbopa, 06paboTkn, HaKoNMNEHNs, XpaHeHUs,
novcka v nepefadv UWHgopMaunn, MHEPOPMALMOHHBIX W TENEeKOMMYHWKALUMOHHbLIX CUCTEM OT
HapyLeHns nx yHKLNOHNPOBAHNA UK OT BbIBOA4A MX U3 CTPOS.

3.4 wunHAEKcupoBaHue: NpoLecc NPOCTaBMeHNst YCrNOBHbIX 0603HaAYeHUn U COCTaBreHus

yKkasartenewn, cnyxawmx gns ynpoLweHnsa Joctyna K JOKyMeHTam 1 (Unv) nHgopmMauuu.

3.5  KOHBepTUpOBaHME (3NEKTPOHHbIX AOKYMEHTOB), KOHBEpPTaLuA (3NEeKTPOHHbIX
AOKYMeHTOB): [pouecc nepemMeLLeHNsa NEeKTPOHHbIX JOKYMEHTOB C OQHOr0 HOCUTENS Ha ApYron
U 13 ogHoro goopmata B gpyrow.

[FOCT P 7.0.8-2013, nyHkT 80]

3.6. MeTapaHHble: [1aHHble, ONUCLIBAIOLLME KOHTEKCT, COAepKaHne, CTPYKTYpy AOKYMEHTOB,
obecneunBatoLLme ynpaBneHme JOKyMeHTamMmn B MHGOPMaLIMOHHON cucteme.
[FTOCT P 7.0.8.-2013, nyHkT 3.2.2]

3.7. HocuTenb UHopMmauumn: MaTepunanbHbl 06BLEKT, NPeaHa3HaYeHHbIN 118 3aKpenneHns,
XpaHeHus (1 BOCNpoun3BeeHNs1) peyeBou; 3ByKOBOW Ui n3obpasntensHon nHpopmaumm
[FOCT P 7.0.8-2013, nyHkT 3.1.9]
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3.8 nakeT 3NeKTPOHHbIX AOKYMEHTOB: HeCKOMbKO CBSI3aHHbIX Mexay COOON 3NEeKTPOHHbIX
AOKYMeHTOB. [1pn nognmucaHmm anekTpoHHON NOANMUCHI0 NakeTa 3IEKTPOHHbIX JOKYMEHTOB KaXKAbln U3
3MEKTPOHHbIX AOKYMEHTOB, BXOASALWMX B 3TOT NakeT, CYMTaAEeTCA NOANUCaHHbIM 3NEKTPOHHOM
NnoanucbIo TOro BUAa, KOTOPOW NMOAMUCAH NaKeT 3NeKTPOHHbIX AOKYMEHTOB [1]

MpumeyaHme - MNMporpammMHoe obecnedeHne aNeKTPOHHOIo apxmuBa camoperynmpyemMorn opraHusaumm MoxXeT OblTb

CaMOCTOSITENbHbLIM UM MHTETPUPOBAHHBLIM B CUCTEMY JOKYMEHTOOBOPOTa camMmoperynupyemor opraHusaumm.

3.9 Cnyx6a wrtamnoB BpemeHu (Time Stamping Authority - TSA): 4OBEPEHHbIN CyObekT
MH(POPMALMOHHON cucTeMbl, oObnagaloWwmin TOYHbIM W  HAAEXHbIM WUCTOYHWKOM BPEMEHU U
OKa3blBatoLLMI YCIyr MO CO3L4aHUI0 LUTaMMNOB BPEMEHM.

3.10 YcuneHHas kBanucpuunpoBaHHasA 3NEKTPOHHasA NOANMUCHL: DNEKTPOHHASA NOAMNUCH,
KOTopad nofny4yeHa B pesynbTate KpunTtorpaduyeckoro npeobpasoBaHus UWHGOpMauum ¢
MCMONb30BaHNEM KMOYa 3MEKTPOHHOW MOAMUCK; MO3BOMSET OnpefenvTb Nvuo, nognucasluee
SNEKTPOHHbI JOKYMEHT; MO3BONSEeT OOHapyXutb QakT BHECEHUST U3MEHEHMI B 3IIEKTPOHHbIN
OOKYMEHT nocre MOMEeHTa ero noanvcaHus; co3gaeTcs C MCMNOMb30BaHMEM CPELCTB 3NEeKTPOHHOM
NOANWCH; KINKOY NPOBEPKN SNIEKTPOHHOM NOAMUCU YKa3aH B KBannuumpoBaHHOM cepTudukarte; ons
CO34aHMs W MPOBEPKM IMEKTPOHHOW MOAMUCU WMCMONb3YITCA CPeacTBa 3NEKTPOHHOW MOAMUCH,
nmewLlmne noaTBepXKaeHNe cooTBeTCTBUS TpeboBaHMSM, YCTaHOBJIEHHbIM B COOTBETCTBUMM C

depepanbHbiM 3akoHOM «O6 anekTpoHHOM nognucuy [1], a Takke WTamMmn BPpEMEHN.

3.11 d¢doHA nonb3oBaHUs 3NEKTPOHHoOro apxmBa: COBOKyNnHOCTb paboumx Konumn
SNEKTPOHHbIX OOKYMEHTOB, BbIMOMHEHHbIX HA pPasfnU4YHbIX MaTepuanbHbIX HOCUTENAX U
npegHa3HavYeHHbIX 49 UCMONb30BaHUA B LEeNsiX obecneyeHns COXpaHHOCTU OCHOBHOMO 3K3emnnsipa
SNEKTPOHHbIX JOKYMEHTOB.

3.12 wTamMn BpeMeHU: ONEKTPOHHbIN LOKYMEHT, NOANMUCAHHbLIA 3MEKTPOHHOM MNOAMUCHIO,
KOTOpbIM cnyxba LiTaMnoB BPEMEHM YOOCTOBEPSIET, YTO B yKa3aHHbIA MOMEHT BPEMEHU el Bbino
NpeaocTaBneHo 3Ha4YeHMe XaW-(PyHKUUKN OT APYroro AOKYMEHTA, aHanor AaTtbl Ha NoAnNMCbIBaEMOM
OOKYMEHTE, NOATBEPXAAIOLWNN, YTO cepTuduKaT IMEKTPOHHOM noanucu Obi AENCTBUTENEH Ha
MOMEHT NoanucaHns AOKyMEHTa.

3.13 3NeKTpPOHHbLIN apxXuB  camoperynupyemMou opraHmsauuu: [lporpammHo-
annapaTHbI KOMMSEeKC, o6ecneynBatoLLnin CTPYKTYPMPOBAHHOE XPaHEHWE SNEKTPOHHBIX JOKYMEHTOB,
COCTaBMAKLWMNX Aena YIeHOB CaMoperynupyemMorn opraHn3aunm, B 3N1EKTPOHHOM BUAE.

3.14 3neKTPOHHbIA AOKYMEeHT: [JoKyMeHTMpoBaHHas uHGOpMaLuMs, npeacTaBfeHHas B
3NEeKTPOHHON hopme, TO eCTb B BUAE, NPUrOAHOM OS5l BOCMPUATUS YESTOBEKOM C UCMOSIb30BaAHNEM
9NEKTPOHHbIX BbIYMCIIUTENMBHBLIX MalWH, a Takke And nepegjadm no  UHAPOPMAaLMOHHO-
TENEeKOMMYHUKALUMNOHHBIM ceTaM unn obpaboTkm B MHGOPMAUMOHHBLIX CUCTEMax, NoAnMcaHHas

KBanmMpuunupoBaHHOWN 3NEKTPOHHOW MOAMUCHIO UM OKYMEHT, CO34aHHbIN B 3NeKTPOHHOM hopme Be3
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npeaBapuTeNbHOrO AOKYMEHTMPOBaHMS Ha OyMaXXHOM HocuTene, MOAMUCAHHbLIN 3NEKTPOHHON
NoANUCbI0 B COOTBETCTBMU C 3aKoHoaaTenbcTBOM Poccunckon degepaumm.

3.15 aneKTPOHHbIN 06pa3 AOKYMeHTa (3N1eKTPOHHAsA KONUA JOKYMEHTa, U3roTOBJIEHHOro
Ha OymaxHoM HocuTene): [lepeBegéHHAs B 9NEKTPOHHYHD (OPMYy C MOMOLLbK CpeacTs
CKaHMPOBaHMA KOMWsSi AOKYMEHTA, U3roTOBMEHHOIO Ha BymMaKHOM HOocuTene, 3aBepeHHast YCUNEHHOM

KBannguunpoBaHHOW 3NeKTPOHHOW MOAMUCHIO.

4 CocTaB gena yneHa camoperynmpyemomn opraHmsauum

4.1 Camoperynupyemas opraHu3aumsi B OTHOLUEHMM KaXOoro nuua, MPUHATOro B YrieHbl
camoperynupyemon opraHusauuu, BedeT [efio  4fleHa caMoperynmpyemMon opraHu3auumu,
COCTaBsiAlOLLEE ANEKTPOHHbIN apXxmB. B cocTas Takoro gena BxogaT:

4.1.1 OOKYMEHTbI, peAcTaBrieHHble A5 NpyueMa B YSieHbl caMoperynmpyemMon opraHn3asmu,
B TOM 4YuUCre O cneuvanucTax MHanBMAyansHOro npeanpuHuMaTensa unu Kpuandeckoro nuua:

4.1.2 3adBrieHne o npmeme;

4.1.3konnsi  JOKyMeHTa, noAaTBepXpawowero ¢akT BHECEHMSs B COOTBETCTBYHOLLUN
rocyaapCTBEHHbIV PEECTP 3an1cu O roCyAapCTBEHHOW perncTpaumm MHauBMAyansHoro npeanpuHumMaTens
UNn IOPUANYECKOTO NMLA, KOMUK yYpeauTenbHbIX JOKYMEHTOB (4N puandeckoro nuua), Hagnexawmm
00pa3oM 3aBepeHHbli MepeBOd Ha PYCCKUM S3blKk OOKYMEHTOB O FOCYAApCTBEHHOW perucrpauum
IOPMOMYECKOrO fiMLa B COOTBETCTBUM C 3aKOHOAATENbCTBOM COOTBETCTBYHLLEro rocygapcrtea (ans
MHOCTPaHHOIO PUANYECKOrO NnLA);

4.1.4 pOKyMEHTbl, NoATBeEpXAaloLWmMe COOTBETCTBME WHAMBUAYANbHOrO npeanpuHuMmaTens
U1 IopuanyYeckoro nuua TpeboBaHnaM, yCTaHOBMEHHBIM CaMOPErynMpyemMon opraHnsaumnen K CBoum
yneHam;

4.1.5 nOKYMEHTLI, NOATBEPXAAOLWMNE HaNMyMe y UHOMBUAYANbHOrO NpeanpuHuMaTens unm
IOPUANYECKOrO Nuua CrneunanucToB, CBEAEHUS O KOTOPbIX BHECEHbl B HauuoHanbHbIN peecTp
crneyumanucToB B 0b6nactn CTpouTensbCTBa;

4.1.6 [OOKYMEHTbl, MOATBEpXAalllne Hanumume y CrneumnanuctoB, CBEOEHUS O KOTOpbIX
BHECEHbl B HauuoHanbHbIN peecTp cneuvanuctoB B 06MacTm CTPOMTENbCTBA OOSMKHOCTHbLIX
06s13aHHOCTEN, NpeayCMOTPeHHbIX ['pagocTponTensHbiM Kogekcom Poccuinckon depepauuu;

4.1.7 pokyMeHTbl 06 ynnate B3HOCa (B3HOCOB) B  KOMMEHCALMOHHbIN  (POHA
(komneHcaumoHHble OHAbI) cCamoperynmpyemMon opraHn3aumnm;

4.1.8 AOKYMEHTbI, MpPeACTaBrieHHble Af1I1  BHECEHUS] W3MEHEHUMM B pPeEEeCcTp uSieHOoB
camoperynupyemon opraHmsaumm, OOpOBOMBHOIO BbIXOAA YfleHa camoperynmpyemMmon opraHmsaumnm

N3 camoperynmpyemMoin opraHnsauuu;
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4.1.9 [OOKYMEHTbl O pesynbTaTax OCYLUECTBNIEHMS CaMOperynupyemMon opraHusaumen
KOHTPONS 3a AeATeNbHOCTLIO YfieHa Takon opraHM3auumu;

4.1.10 [OKYMEHTbI O Mepax AUCUMNIMHAPHOIO BO3OENCTBUS, MPUHATBIX CamMOoperynmnpyemon
opraHm3aumen B OTHOLLEHUM YieHa Takon OpraHn3aumm;

4.1.11 vHblEe JOKYMEHTbI B COOTBETCTBUN C PELLEHMEM CaMOoperynmpyemMoun opraHmsaunm [4].

4.1.12 B oTHoweHuMn uneHoB, npuHATbIX o 01.07.2017r., B cocTaB pfgena u4neHa
camoperynupyemMon opraHm3aumm Takke BXogsaT:

41.12.1 AOKYMEHTbI, NpeAcTaBfieHHble ANnA Bblgayu CBUOETenbCTBa O [OMycke K
paboTam, KOTOpble OKa3bIBaOT BNUSHNE HA 6e30NacHOCTb OO BLEKTOB KannTanbHOro CTPOUTENLCTBA;

41.12.2 AOKYMEHTbI, NpeAcTaBneHHble AN BHECEHUA U3MEHEHUN B CBUAETENbCTBO O
Aonycke K onpegeneHHoMy Buay unv Buaam paboT, KOTOpble OKa3bIBalOT BrMsSIHME Ha 6e30MacHOCTb
OOBEKTOB KanuTanbHOro CTPOUTENbLCTBA, ANSA MPUOCTAHOBMNEHUS, BO30OHOBNEHUS, npekpalleHus
OEeNCTBUSA OaHHOro CBUAETENbLCTBA.

4.2 N\cnonHUTENbHBIM ~ OpraHoOM  camoperynupyemMon  opraHuvsaumm  onpenenstTcs
CTPYKTYpHble nogpasfeneHns camoperynmpyeMon opraHusauuu, YrnoriHOMOYEHHble Ha co3faHue
dramnoB, nepegavy OOKYMEHTOB B 93NIEKTPOHHbIN apxvB, (POPMUPOBAHUE 3IIEKTPOHHOIO apxuBea,
paboTy C 4OKYMEHTaMM SNEKTPOHHOIO apX1Ba, B TOM Yncre hopmmpoBaHmne n 3aBepeHmne bymakHon
KOMUM  3MEKTPOHHOIO [OKYMeHTa, obecneyeHuss [OCTOBEPHOCTU SNEKTPOHHbLIX AOKYMEHTOB,
pasMeLLEHHbIX N BBOAMMbIX B 3NIEKTPOHHbIN apxmB, obecneyeHne paboTbl, a Takke 6e30nacHOCTU
3NEKTPOHHOro apXxmBa.

4.3 BepeHue gen B 3MEKTPOHHOM BUAE U OMUCL SNEKTPOHHBLIX JOKYMEHTOB, BXOASLLMX B
OEeno 4yneHa camoperynupyeMmon opraHusauum pekoMeHAyeTcsl OCYLEeCTBASATb C MCMNONb30BaHMEM

nporpaMmHoro obecneyeHus.

5 Mpuem n 06paboTka AOKYMEHTOB, NOCTYNUBLUUNX B
camoperynupyemyro opraHu3aumio Ha 6ymMaxxHoMm HocuTene 1 (unu) B chopme

3NEeKTPOHHOro AJOKYMeHTa (nakeTa 35f1ieKTPOHHbIX JOKYMEHTOB)

5.1 TlNopsgok nepeBoAa AOKYMEHTOB, U3roTOBJMIEHHbIX Ha GymMaXHOM HocuTtene, B
3NEeKTPOHHbIE AOKYMEHTbI

5.1.1 OneKTpoHHbIV 0Opa3 4OKYMEHTa CO34aeTcs C MOMOLLbI0 CPEACTB CKAHNUPOBAHUS.

5.1.2 CkaHupoBaHMe [JOKyMeHTa Ha OymaXHOM HocuTene [AOMKHO MPOU3BOAUTBLCS B
macwTabe 1:1 B yepHo-6enom nnbo B rpagaumnsax ceporo useTa.

5.1.3 Tlpu ckaHnpoBaHun pekomeHayeTcs obecneumBaTb paspelleHne He meHee 200 Toyek

Ha OOM, HO He npesbILLAaTh pa3Mep, yCTaHOBHeHHbIIZ n.5.2.2, a Takke COXpaHEeHNne BCEX PEKBUINTOB
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N ayTEHTUYHbIX NPU3HAKOB MOASIMHHOCTWU, B TOM 4uCre rpadpuyeckon nognucu nuua, neyatu u
YrnoBoro wramna 6naHka, npu ero Hanuymu.

5.1.4 OTBETCTBEHHbIM  WCMOSHUTENEM, Ha3HaYeHHbIM  WUCMOMHUTENbHBIM  OpraHom
camoperynupyemon opraHusauum, B nNporpaMMHOM obecrnevyeHun co3gaeTcsl apxmBHbIA  dhann
OOKYMeHTa C 3anonHeHMeM Heobxoanmon nHpopmaumm.

5.1.5 B pasgen apxvBHbln hann JOKyMeHTa B MporpaMMHOM oGecrneyeHnn OTBETCTBEHHbIV
MCNONHUTENb 3arpy)kaeT 3MEeKTPOHHbIN 00pa3 [OOKyMeHTa, npegBapuTEeNibHO CBepssl ero C
opurMHanom u (unu)Hagnexatle saBepeHHON Konuen.

5.1.6 lMpn  yCTaHOBNEHUN  WOEHTUYHOCTU  3MEKTPOHHOro  obpasa  [AOKymMeHTa C
opurmHanom/Hagnexauie 3aBepeHHON OTBETCTBEHHbIA UCMONHUTEND NOAMNUCHIBAET Ero 3N1EKTPOHHOMN

KBanuunpoBaHHOW NOLMUCLI0 B COOTBETCTBUM C N 5.3.8 HACTOALWMX peKkoMeHaaumnn.

MpumevaHne - Camoperynvpyemasi opraHusaumsi BnpaBe CBMOETENbCTBOBAaTb BEPHOCTb KOMWUIA OOKYMEHTOB,
NpenoCTaBIiEHHbIX €€ YNeHaMy Ha OCHOBaHUM HOPMbI, 3akpenneHHow B Ykase lNpe3nanyma BC CCCP ot 04.08.1983 Ne
9779-X, KOTOPOW YCTAHOBMNEHO, YTO MPEANPUATUS, YUPEXOEHUS N OpraHu3auumn obs3aHbl CBUOETENbCTBOBATbL BEPHOCTb
KONuii OKYMEHTOB, HE0BX0ANMBIX ANst NPEACTaBNEHUS rpaXaaHamu B 3TV NpeanpusaThs, yYpexaeHus, opraHmsaumm, ecnu
3aKOHOAAaTeNbLCTBOM He MNpedycMOTPEeHO MpeAcTaBfieHne KOMWA TakuxX [OOKYMEHTOB, 3acBUOETENbCTBOBaHHLIX B

HOTapmarnbHOM NopsaKe.

5.1.7 BBoa nonyyeHHbIX UM CHOPMUPOBAHHBIX IJNEKTPOHHbIX 0Opa30B OOKYMEHTOB W
9NEKTPOHHbIX [OOKYMEHTOB B 9JfIEKTPOHHbIA apXMB [OOJDKHO BbIMOMHATLCA OTBETCTBEHHBIMMU
NCNONMHUTENAMN B KpaTHanLINIA CPOK.

5.1.8 OTBETCTBEHHbIE WCMNONMHUTENM Npu paboTe C 3MNEeKTPOHHbIM apxXMBOoM 06583aHbI
cobntogatb TpeboBaHusa 3akoHopatenbcTBa Poccuickon depepauum O 3almTe nepcoHarnbHbIX
OaHHbIX.

5.2 ®opmaTtbl hannos, 3NEKTPOHHbIE HOCUTENU, TpeboBaHMA K (PYHKLUOHANbHbLIM
XapaKTepucTUKaMm 351eKTPOHHOro apxuBa

5.2.1 ®awn anekTpoHHOro obpasa AoKyMeHTa JOMmKeH ObITb B (hopmaTe apXMBHOMO XpaHeHNS

PDF/A-1.

I'Ipvnvleanme - PeKOMquyeTCﬂ co3aaBaTb 3]'IeKTpOHHbIIZ 06pa3 OOKYMEeHTa C BO3MOXXHOCTbIO KONMpOBaHUA TEKCTA.

5.2.2 Pa3mep garnna anekTpoHHoro obpasa He AosmkeH npesbiwath 30 merabanT.

5.2.3 OneKkTpoHHbIi 0bOpa3 [OOKYMeHTa [OMKeH coaepxaTb B cebe BCe peKkBuM3UTbl U
ayTeHTUYHbIE NPU3HaKN NOANNHHOCTU: rpaduyeckas noannck nuua, nevatb, YrrinoBow Wwramn 6raHka

(npw Hann4mm).
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5.2.4 Kaxgbl oTOernbHbIA 3NEKTPOHHbIM 06pa3 AOKYMeHTa AormkeH 6biTb npeacTaBneH B
BuAe OTAenbHoro davna ¢ HaMMeHoBaHWeM, MO3BONAWNM WOEHTUUUNPOBATL 3IEKTPOHHbIN
o6pa3 JOKyMeHTa 1 KONMYeCTBO NIUCTOB B HEM.

5.2.5 ®yHKUMOHamNbHbIE XapakTePUCTUKM AMEKTPOHHOIoO apxmea B NporpaMMHOM obecrneyeHnm
OOJTKHbI MPefoCTaBNATb NONb30BaTeNAM criefyoLwmne BO3MOXHOCTH:

5.2.5.1 npoTokonupoBaHwe B MNporpaMMHOM oOOecnevyeHun ornepauun nonb3oBaTenen c
OaHHbIMU;

5.2.5.2 NnonCK AOKYMEHTOB MO Pa3fiMyHbIM PEKBU3UTAM U 3HAYEHUSAM;

5.2.5.3ycTaHoBKa KOHTPOJIbHbIX CPOKOB Ha JOKYMEHTHI;

5.2.5.40TKpbITUE 3NEKTPOHHBLIX 0OPa30B AOKYMEHTOB CTaHAAPTHBIMU CpeaCcTBaMMU;

5.2.5.5BbIBOg Ha GYMaXXHbIN HOCUTEND;

5.2.5.6bopMmupoBaHne CTaTUCTUYECKON, U APYron OTYETHOCTU O COCTOSHUU SNEKTPOHHOrO
apxmBa;

5.2.5.7pasrpaHnyeHve npae gOCTyNa K JOKYMEHTaM 3JIEKTPOHHOIo apxuBa;

5.2.5.8HEBO3MOXXHOCTbL YAaneHusi paHee 3arpykKeHHbIX 3NIEKTPOHHbIX 06pa30B JOKYMEHTOB;

5.2.5.9HEBO3MOXHOCTb yAasneHuUs U 3aMeHbl SNEKTPOHHOW MOAMUCU B paHee 3arpyXeHHbIX
9NEKTPOHHbIX 06pasax JOKYMEHTOB;

5.2.6 ®annbl U gaHHble, cogepXKallnecsa B 3MEKTPOHHOM OOKyMEHTe (MakeTe 3MeKTPOHHbIX
OOKYMEHTOB) He OOSMKHbl ObITh 3alluiieHbl OT KOMMPOBaHUS U NevaTtn 3NeKkTpoHHoro obpasa, He
OOJTKHbI cogepaTb WHTEPaKTUBHbIE WU MYyNbTUMeOUMHbIE dNEeMEHTbl, BHeAPEHHbIE CUueHapuu Ha

a3blke JavaScript nnv nobbix ApyrMx si3blkax NporpaMMUpPOBaHUS.

5.3 lpepoctraBneHMe [OKYMEHTOB YNieHaMuM camMoperyriMpyemMon opraHusauum B
3NEeKTPOHHOM Buae

5.3.1 YneHbl  camoperynupyemMon  opraHu3aumm  MNpuM  Hanmu4Mm  3NEKTPOHHOrO
AOKyMeHTOObopoTa C camoperynmpyemMon opraHusauuen MoryT nogasaTb [AOKYMEHTbl B

ANEeKTPOHHOM BUae.

MpumeyaHne - C uenbl CO34aHUSA YCNOBUWA ANS BHEOPEHUS CUCTEMbl 3MEKTPOHHOIO AOKyMeHToobopoTa
camoperynupyemasi opraHnsaumsi MOXeT MPUHATb B COOTBETCTBMU C KOMMETEHUMen, npeaycMoTpeHHon crtatbert 55.10
MpapgocTpouTenbHOro kogekca Poccuickon ®egepaumm, akT, yCTaHaBNMBAIOLWMIA SNEKTPOHHBIN AOKYMEHTOOB0POT MeXay
caMoperynmpyemolri OopraHusaumMen W ee 4rneHamu, B TOM u4ucne obs3aTenbHoOe WCMNONb30BaHUE  YCUIEHHOM
KBanMduLMpOBaHHON 3neKTPOHHOW noanucu. [lpyM MCNonb3oBaHUM YCUNEHHOW KBanuUUMPOBAHHOW 3MEKTPOHHON
NoANNCYU AEeNCTBUTENBHOCTb cepTudmKaTa MOXHO NOATBEPAUTL BLIMMCKOW U3 peecTpa BblAaHHbLIX KBanMdULMPOBaHHbIX

cepTnrKaToB KNtoven NpoBEepPKN SNEKTPOHHOM NOAMNUCH.
5.3.2 ®opwmaT 1 pasmep ¢anrnos, HanpasrsseMbIX YNIEHOM CaMOperynupyemMon opraHusauum

onpepgendaeTcd B COOTBETCTBUN C IN. 5.2. HacTosLWwmnX peKOMeHﬂ,aLLMVI.
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5.3.3 ONEKTPOHHbIN  JOKYMEHT MOXeT co34aBaTbCA B  9NEKTPOHHOW dopme 6e3
npeaBapuTesNibHOro JOKYMEHTUPOBaHUA Ha ByMaKHOM HocuTene.

5.3.4 ®ann 3asaBneHnd, NogaBaemMoro B CaMoperynmpyemMyto opraHn3aumio AoSmKeH 6biTb B
dopmaTte PDF ¢ BO3MOXHOCTbIO KONMMPOBaHUSA TEKCTA.

5.3.5 ®annbl JOKYMEHTOB, NpunaraemMbix K 3agBfEeHNI0 B CaMoperynmpyemMyro opraHmsaumto,
npeacTaBnalTCa B TOM oopMaTte, B KOTOPOM OHWM NOANUCaHbl 3N1EKTPOHHOW NOANMUCHIO.

5.3.6 ®annbl JOKYMEHTOB, NpunaraemMbix K 3agBfeHNI0 B CaMoperynmpyemMyro opraHmsaumto,

MoryT ObITb NpeacTaBrieHbl B crieaylowmnx dopmarax:

5.3.6.1 PDF, RTF, DOC, DOCX, XLS, XLSX, ODT - ansg OOKYMEHTOB C TEKCTOBbIM
cogepxaHuew;
5.3.6.2 PDF, JPEG (JPG), PNG, TIFF - ons 4OKyMeHTOB C rpadpu4ecknm coaepXaHnem.

5.3.7 OnekTpoHHas nognucb, KOTOPOW pPEeKOMEHAYeTCs MNOAMUCbIBaTb 3NEKTPOHHbIE
AOKYMEHTbI, JOJPKHA COOTBETCTBOBATL TPEOOBAHUAM YCUIEHHON KBAaNNMULMPOBAHHOW 3N1EKTPOHHON
nognucu, Npu ee cosgaHun AomkeH ncnonb3oBatbca popmat PKCS#7 (Public- Key Cryptography
Standard#7, o6wee onncaHune ctaHgapta PKCS#7, onybnmkoBaHHoro B kadyectBe RFC (Request for

Comments) ¢ Homepom 2315, goctynHo no agpecy http://tools.ietf.org/html/rfc2315) 6e3 BkntoueHNs

noanmncbiBaeMblX OaHHbIX.

MpumMevaHune - MNopsgok nogayn 4OKYMEHTOB He AOMMKEH npedycMaTpuBaTh nodadvy 3MeKTPOHHbLIX [JOKYMEHTOB,

NOAMWUCaHHbIX NPOCTON 3NEKTPOHHON NOAMUCHIO UM YCUIEHHOW HEKBaNMULNPOBAHHOW 3NEKTPOHHOW NOAMMUCHIO.
5.3.8 JnekTpoHHas noanucb AomKkHaA ObiTb OTCOEAMHEHHOW U coaepXaTbCA B OTAENbHOM

danne.
5.3.9 T[lpu nognucaHum OOKyMEHTa HECKONbKUMW NUUAMWN Kaxaasd 3eKTPOHHas MoAnuchb
OOSDKHa coaepXaTbCs B OTAENbHOM dhanne.

I'Ipmmeanme - I'Iopﬂp,0|< XpaHeHna n nogadn OOKYMEHTOB He LOJDKeH npedycmatpumBaTtb XpaHeHue u nogadvy

ONEKTPOHHbIX AOKYMEHTOB, NoANNCaHHbIX NpUcoeaANHEHHbIMU 3NTEKTPOHHBIMU NOAMUCAMMWN.

5.3.10 OneKTPOHHbLIN OOKYMEHT [OfmKeH ObITb noanucaH YCUEeHHOW KBanuguumpoBaHHOW
3MIEKTPOHHON MOAMMUCLIO NULA, KOTOPOE YKa3aHO B TEKCTE 3NEKTPOHHOro LOKYMEHTa Kak nuuo, ero
nognucaswee. He gonyckaeTca NPUHATUE M XPaHEHUE 3NEKTPOHHbIX AOKYMEHTOB, MOAMUCaHHbIX
3MEKTPOHHON NOANUCHIO NKLA, KOTOPOE HE YKa3aHOo B TEKCTE ANEKTPOHHOIo LOKYMEHTa Kak nnuo, ero
nognucasLlee.

5.3.11 MNpu nonyyYyeHUM SMNEKTPOHHOrO [OKYMEHTa u4reHa camoperynmpyemon opraHusauunm
WNWU KaHOMOATOM Ha BCTYMMEHMe B 4rfeHbl CaMOperynvpyemMon opraHusauum, NognucaHHoro ¢
NCNONb30BaHNEM  YCUMEHHOW  KBanNMOUUUPOBAHHOW  3MEKTPOHHOM  NoAmnucKu, MpoBepsieTCs
NOANIMHHOCTb 3NIEKTPOHHON NOAMUCK M MOSTHOMOYUS Nuua, NoANMCAaBLUErO 3NEKTPOHHbIN AOKYMEHT

(nakeT 3NEeKTPOHHbIX JOKYMEHTOB).


http://tools.ietf.org/html/rfc2315
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6 XpaHeHue [OKYMEHTOB, NpeaoCTaBlIeHHbIX B CaMOperynmpyemyto
opraHuM3auuio Ha 6yMaxHOM HocuTerse u (Mnu) B hopme 3NeKTPOHHOro

AOKYMeHTa (nakeTa aNMeKTPOHHbIX JOKYMEHTOB)

6.1. MNMoarotoBKa 3NEKTPOHHbLIX AOKYMEHTOB K MNepeAaye B 3INEKTPOHHbLIW apxuB
camoperynmpyemMoun opraHmsauum

6.1.1 OneKkTpoHHble [Aena nepedalnTcss B ONEKTPOHHLIA  apxvB  CaMoperynmpyemMmom
opraHusaumm B ynopsgodeHHOM COCTOSHUM MO ONUCSM 3NEKTPOHHbIX JOKYMEHTOB.

6.1.2 B npouecce noarotoBkM SNEKTPOHHbLIX OOKYMEHTOB K nepedade B ONEKTPOHHbIN
apxmB caMmoperynmpyemMomn opraHmsaumm ocyLecTBnseTcs:

6.1.2.1 nepeBog GymMaXKHbIX JOKYMEHTOB B 3NIEKTPOHHbIE JOKYMEHTbI B dopMaTe apXMBHOIO
XpaHeHus;

6.1.2.2. BKINOYEHME NEKTPOHHBIX JOKYMEHTOB B (hopMaTe apXMBHOIO XpaHEHNS B KOHTENHEPDI
3NEeKTPOHHbIX JOKYMEHTOB;

6.1.2.3 co3gaHne onucen 3NeKTPOHHbIX JOKYMEHTOB.

6.1.3 B KOHTeWHep 9MEeKTPOHHOro OOKyMEeHTa, nognexaiiero nepefade B SNEKTPOHHbIV
apxvB caMoperynmpyemMon opraHusaLmm, BKNoYarTCs:

6.1.3.1cpann aneKkTpoHHOro AoKyMeHTa B popMaTte apXUBHOIO XpaHeHWs;

6.1.3.2 charinbl NPUNOXeHNn JOKYMeHTa B (popMaTte apXMBHOIO XpaHEHUs!, €CNN OHWN UMEITCH
N He BKIOYeHbl B (parii OCHOBHOMO 3fIEKTPOHHOIO JOKYMEHTA;

6.1.3.3 hannbl 9NeKTPOHHbLIX NOANUCEN;

6.1.3.4 havinbl MNPOBEPKM 3IMEKTPOHHbIX MNoANUCEN, noaTBeEpPXAaloLmMe MONOXUTENbHbIV
pes3ynbTaT NPOBEPKN ANEKTPOHHOW NOANUCH;

6.1.3.5 cpain MeTagaHHbIX 3MEKTPOHHOro AoKymeHTa B ¢opmaTte XML, BknoYaoLwmun
MeTaJaHHble, C PEKBU3NTAMWN INEKTPOHHON PErMcTpaLMOHHON KapTOYKn AOKYMEHTa U MeTadaHHble,
OoTpaxatroLime npoLecchl ynpaBfieHUs 3NEKTPOHHbIM AOKYMEHTOM OO MOMEHTA ero BKMYEHUs B

MHPOPMaLMOHHYIO cucTemy (Nybnukaumm JOKyMeHTa B cucteme).

Mpumeyvarue - XML (extensible Markup Language) - doopmat AaHHbIX, MICNOMb3yeMblii 4118 ONMCaHUS COAEPXUMOro
AoKyMeHTOB. Painn onncaHns anekTpoHHOro AokyMmeHTa B hopmate XML COAepKUT PEKBU3UTBI ANEKTPOHHOTO AOKYMEHTa.
®opmat gaHHbIx XML (extensible Markup Language) onybnukoBaH B pekoMeHaaumsix koHcopumyma W3C: «Extensible
Markup Language (XML) 1.1 (Second Edition)». W3C Recommendation 16 August 2006, focTynHon no agpecy
http://www.w3.0rg/TR/xmlIn/, n «Extensible arkup Language (XML ) 1.0 (Fifth Edition)». W3C Recommendation 26 November

2008, gocTynHou no agpecy http://www.w3.0rg/TR/REC-xml/.

6.1.4 B MHdopMaLMOHHOW CMCTEME pPacCYMTLIBAOTCS criedytolmne napameTpbl KOHTeHepa

QNEKTPOHHOIro AOKYyMEHTa:


http://www.w3.org/TR/xmln/
http://www.w3.org/TR/REC-xml/
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6.1.4.106beM aNEKTPOHHOro Aena B merabanTax;

6.1.4.2KOHTpOrbHas cyMMa KOHTEeNHepa 3MneKTpoOHHOro aena.

6.1.5 B wnHdopmaLmoHHON cucTeme (OpMUPYETCA OMNUCb INEKTPOHHbIX AOKYMEHTOB MO
yCTaHOBNEeHHOW hopMe.

6.1.6Mpn npveme KOHTEMHepa SNEKTPOHHOrO0 [AOKYMEHTa B  OfIeKTPOHHbIA  apxuB
camoperynupyemMon opraHum3aumm K MeTagaHHbIM  3MEeKTPOHHOrO AOKyMeHTa [pgobasnsercd
NPUCBOEHHbIN B apXUBHbIN LLINAP.

6.1.7Mpn npueme OSNEKTPOHHOrO [ena B 3NIEKTPOHHbLIN apxMB camoperynmpyemomn
opraHusaumm no MHEMPOPMALNOHHO-TENEKOMMYHUKALMOHHOW CeTU B WH(OPMAaLMOHHOW cucTeme
apxvBa:

6.1.7.1 dopmupyeTtcsa 3anmcb 06 3NEKTPOHHOM LOKYyMeHTe B 6a3e AaHHbIX MHOPMALMOHHOM
CUCTEMbI 3NTIEKTPOHHOIO apxmMBa camoperynmpyemMon opraHmsaumm;

6.1.7.2 DONONHAETCHA CChINIKOW HAa MECTO XPaHEHWUs SMEKTPOHHOro AOKYMEeHTa 3anmcb 06
9NEKTPOHHOM [AOKYMEHTE;

6.1.7.3npoBoanNTCA MpoBepKa 3ANEKTPOHHbIX [OOKYMEHTOB Ha Hanuyme BpPedOHOCHbIX
KOMMNbIOTEPHbLIX NpOrpamm;

6.1.7.4 ocylwecTBnAeTCcA NpoBepKa BOCNPON3BOAMMOCTI SMEKTPOHHbIX AOKYMEHTOB.

6.1.8 [lpu nepenadve 3NEKTPOHHbLIX AOKYMEHTOB B 3MEKTPOHHbIA apxvMB caMoperynmpyemMomn
opraHusaumm Ha 060cobneHHbIX MaTepuarnbHbIX HOCUTENAX NPOBOAMUTCS:

6.1.8.1npoBepka U3NYECKOr0 M TEXHUYECKOrO COCTOSHUS (U3NYeckn 060COBNeHHbIX
MaTepuanbHbIX HOCUTENeNn, NpegHasHayYeHHbIX AN 3anMcy ANEeKTPOHHbIX JOKYMEHTOB;

6.1.8.2 3anMCb KOHTEMHEPOB 3NEKTPOHHbLIX AOKYMEHTOB Ha uamyeckn o060cobreHHble
MaTepuanbHble HocuTenu B ABYX 1 6onee ak3emnnapax;

6.1.8.3npoBepka ka4yecTBa 3anncu n BOCNPOM3BOAUMOCTM INIEKTPOHHbIX JOKYMEHTOB;

6.1.8.4cocTaBneHne OnuMCK 3ANEKTPOHHbIX OOKYMEHTOB, MpefHa3Ha4YeHHbIX ANS nepegayun B
SMNEKTPOHHbIV apXxmMB caMoperynmpyemMon opraHusaumu.

6.1.9 lNpn 3anMcy aNeKTPOHHbIX OOKYMEHTOB Ha (bu3ndeckn obocobneHHble MaTepuasibHble
HOCUTENN pekomeHayeTcs cobnogate NPUHUMN pasMeLLeHMs Ha OOHOM HOCUTeNe 3MEeKTPOHHbIX
OOKYMEHTOB OZJHOrO 3MEKTPOHHOrO [iena YreHa caMmoperynmpyemMon opraHmsaumu.

6.1.10 Kaxgbin  dytnap  dusmyeckm  ob6ocobBNeHHOro  MarepuanbHOro  HOCUTENS,
nepegaBaemMoro B apxm, cCHabxaeTcs (opoHTanbHbIM BKNaapleM, Ha KOTOPOM YKa3blBaeTCS:

6.1.10.1 COKpaLLleHHOe Ha3BaHue YreHa caMmoperynmpyemMon opraHmsaunu;

6.1.10.2 HoMep fena;

6.1.10.30TmMeTKa 0 cTaTyce ak3emnnapa anekTpoHHoro gena: «OcH.» (ocHoBHOW) unu «Pab.»

(pabounn);
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6.1.10.4 0b6beM 3MneKTpoOHHOro aena B merabanTax;

6.1.10.5 KOHTpOrbHasa CyMmMma 3NeKTPOHHOro Aena;

6.1.10.6 Aarta 3anncu 3NeKTPOoHHbIX AOKYMEHTOB Ha HOCUTEIb;
6.1.10.7 npy HeoBXOAMMOCTU OTMETKM 06 orpaHu4eHuMmn OocTyna v ap.

6.1.11 Bknagpilw nomewiaeTtca B QyTAsp 3MEKTPOHHOrO HOCUTENs TakuM obpasom, 4TOObI
Haanucu Ha Hem 6binn BUAHBI NpY 3akpbliToM yTnape. Hagnucu Ha Bknagpiwax neyartarTcs unm
HaHOCATCHA OT PYKWN YETKUM pa3bopynBbIM MOYEPKOM YEPHBIMW BOAOCTOMKMMW YepHUriamu. BoamoxxHo
MCNoNb30BaHWe LUITaMNOB U APYrnX aHanornyHbIX CpeacTs.

6.2 Nepenavya AOKYMEHTOB B 3J/IEKTPOHHbLIA apXUB caMOperyrimpyeMon opraHusaumm

6.2.1 lNepenaya 3NEKTPOHHbLIX AOKYMEHTOB, MOCTYNUBLUMX OT YNIEHOB cCaMoperynmpyemom
opraHM3aumn B 3MEeKTPOHHbLIN apXmMB camMoperynmpyemMon opraHn3aumnmn OCyLLEeCTBMNSETCH B NOpSAAKe,
yCTaHaBnMBaeMbiM CamMoOperynmpyemMon opraHusaumen n TpeboBaHMAMU K XPaHEHUIO 3NEKTPOHHbIX
OOKYMEHTOB.

6.2.2 [lepeBog OOKYMEHTOB, NOAAHHbLIX B CAMOPEryfiMpyeMylo opraHm3aumio Ha GymaxHOM
HOCHTEne 1 COCTaBNALNX BYMaXHbIi apxvMB caMOperynnpyemor opraHnsaumnu, ocyLlecTBrsaeTcs
noaTanHO B COOTBETCTBMM C pPeLlUeHUAMM YMONHOMOYEHHbIX OpraHoB CcaMoperynupyemMomn
opraHusauumu.

6.2.3 B 3neKkTpOHHbIN apxvB camMoperynmpyemMon opraHu3aumn 3reKTPOHHbIE [LOKYMEHTbI
MOryT nocTynaThb:

6.2.3.113 MHPOPMAaLIMOHHBIX CUCTEM CaMOperynmpyemMon opraHusauuu 1 pasmellaTbes ang
XpaHeHUs1 Ha OCHOBHOM 1 pabo4yem cepBepax;

6.2.3.2Ha (pmsmyeckn 060cobneHHbIX MaTepuanbHbIX HOCUTENSX B ABYX 1 Boree ak3emnnsapax
N pasMeLLaTbCs B MOMELLEHNAX A58 UX XpaHEeHUS.

6.2.4 OnNEKTPOHHbIE JOKYMEHTbI AOMKHbI BbITb CUCTEMATU3NPOBAHbI, ONUCaHbl N BHECEHbI B
ONncK N Apyrue apxmBHble CIPaBOYHUKU Taknm o6pa3oM, YTOObl MOXHO ObIfio obecneunTb MX yyeT,
MOWUCK U UCMOSb30BaHMe.

6.2.5 TexHunyeckne acnekTbl Npuema ISMEKTPOHHbIX AOKYMEHTOB B 3MEKTPOHHbIA apxvB
camoperynupyemMomn opraHu3auun, onepaumm yyeta, otéopa, obecneyeHns COXpaHHOCTU U XpaHEHUS,
MUrpauunm Ha HOBble HOCUTENW YCTaHaBNUBAKTCA B WHCTPYKUUAX, paspabaTbiBaembiXx B
camoperynupyemon opraHu3sauuu.

6.2.6 ONEKTPOHHbLIN  apXuMB  CaMOperynupyeMmon opraHusaumMmM Bkwyaer B cebd
MH(POPMALMOHHYIO  cucTemy, oObecrneumBalolyo  yrnpaBrieHWe apXuBHbIMU  3NEKTPOHHbLIMU
OOKyMeHTaMu, n/unu obecneymBaeT MECTO AN XPaHEHUS ANEKTPOHHbLIX AOKYMEHTOB Ha (OU3NYECKM
060Cc0obneHHbIX MaTepuarnbHbIX HOCUTENSX, B TOM YACIE ANA UX BPEMEHHOMO pasMeLLeHns], a Takke

yCTaHaBIIMBaETCA UIN BblAENAETCA Heobxoanmoe cepBepHoe N KOMMYHUKaUUOHHOE o6opy,qoaaHV|e.
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6.2.7 OneKTPOHHble AOKYMEHTbl, MOANEXallne XpaHeHUI, NepenalTcsl B 3NEKTPOHHbIV
apxuB CaMOPErynMpyemMon opraHusaumMm B YNOpsSiAOYEHHOM COCTOSIHAM B BMAE KOHTEMHEPOB,
obecneuynBaroLLMX LENTOCTHOCTb 3NEKTPOHHbLIX OOKYMEHTOB, HA OCHOBaHUM OMUCEN 3NEKTPOHHbIX
AOKYMEHTOB, MO MH(OPMaLNOHHO-TENEKOMMYHUKALMOHHON CETU U3 MHA(OPMAaLMOHHON CUCTEMbI

caMoperynupyemon opraHMsaunm B UHOOPMALIMOHHYH CUCTEMY UITN HAa 060COBNEHHbLIX HOCUTENSX.

Mpumevarue - B cnyyae nameHeHusi nporpaMMHo-anmnapaTHON cpebl, NOBPEXAEHUSI HOCUTENS C NPOrpaMMHbIM
obecneyeHneM SMEKTPOHHOTO apxuBa CaMOPEryrnuMpyemMoW OpraHusaumMm Mpou3BOAUTCS MUIpaums  SMEeKTPOHHbIX

AOKYMEHTOB Ha HOBble HOCUTEIN.

6.2.8 [lpn nepemaye KOHTEMHEPOB ISIEKTPOHHbLIX [OOKYMEHTOB B 3SIEKTPOHHbLIA apXuB
camoperynupyemMon OpraHusauum BbINOSTHAOTCA Creaylolme OCHOBHble npoueaypbl paboTtbl C
9NEKTPOHHbIMU AOKYMEHTaMW:

6.2.8.1 hopmupoBaHne B WMHPOPMALMOHHON CUCTEME CaMOoperynmpyeMon opraHMsaunm
KOHTEMHEPOB 3SIEKTPOHHbIX AOKYMEHTOB;

6.2.8.2 hopmupoBaHue caaToHHOM OMUCKU SNEKTPOHHbBIX JOKYMEHTOB;

6.2.8.3 nepegaya KOHTEMHEPOB 3MEKTPOHHbBIX AOKYMEHTOB C COMPOBOAUTENBHON CriykebHoM
3annUCKOM N 3K3eMMNISSPOM CAATOYHOM ONWUCK B 3NEKTPOHHOM hopMe B UHAOPMALIMOHHYKO CUCTEMY
OOKYMEHTOB 3fIEKTPOHHOIO apxmBa CcaMoperynmpyeMon opraHuvsauum no  MHgopmauMOHHO-

TeﬂeKOMMyHMKaLLMOHHOIZ ceTu,

I'Ipmmeanme - Npn HEBO3MOXHOCTU nepenadn OOKYMEeHTOB Mo VIH(bOpMaLI,I/IOHHO-TeJ'IeKOMMyHI/IKaLI,VIOHHOVI ceTun,

nepenaya KOHTeVIHepOB ONEeKTPOHHbIX JOKYMEHTOB Ha CbM3VNECKVI 060cobneHHbIX MaTepuanbHbIX HOCUTENAX.

6.2.8.4 npoBepKka 9NEKTPOHHbIX [AOKYMEHTOB Ha Hanuyne BpPeAOHOCHbIX KOMMbIOTEPHbIX
nporpamm (BUpycoB);

6.2.8.5npoBepka BOCNPOM3BOAMMOCTU SNEKTPOHHbLIX JOKYMEHTOB;

6.2.8.6 Npu nepegayve 3MeKTPOHHbIX AOKYMEHTOB B 3NEKTPOHHbLI apXUB camoperynupyemomn
opraHusaumm Ha usmyeckn 060CobneHHbIX MaTepuanbHbIX HOCUTENSAX MpPoOBEpKa PU3NYECKOro U
TEXHUYECKOro COCTOSHUA HOCUTENen;

6.2.8.7 3anucb B MHPOPMaLMOHHOM CUCTEME CaMoperynmpyemMon opraHnsaunmn ysegoMneHuns
O rnpuveme 3MEeKTPOHHbIX AOKYMEHTOB B 3M1EKTPOHHbLIM apXuB camoperynmupyeMmon opraHvsaumm unu
yBeJoMIeHusi 06 0Tkase B Nnpueme JOKYMEHTOB C yKazaHueM NpUuYmH;

6.2.8.8 BHeceHne cBeeHUn O MOCTYNUBLLMX B apXMB ONEKTPOHHbIX JOKYMEHTax B yYeTHble
OOKYMEHTbI 35IEKTPOHHOIO apxmBa U pasmeLleHne 3NeKTPOHHbIX JOKYMEHTOB B apXuBe.

6.2.9 lMprem aneKTPOHHbIX AOKYMEHTOB B 3JIEKTPOHHbLIN apXnB 0PopMAEeTCa COCTaBIEHMEM
MTOrOBOW 3anmncu B KOHLIE KaXXOoro aK3emnsispa caTtoyHON Onucu, B KOTOPOW uudpamMn 1 Nponmucbio

YKa3biBaeTCA KOJNM4ecCTBO (*)aKTW-IeCKI/I NPUHATBIX B SHeKTpOHHbIIZ apxXmB J3NEKTPOHHbLIX Aen,

12



P HOCTPOM (oxoHuaTe/IbHAS PeAAKINs)

3NEKTPOHHbIX AOKYMEHTOB, X KOHTPOJSIbHbIE CyMMbl, 06BbeM B MerabanTax, ata npMema-nepenadu.
MToroBass 3anucb nNOATBEPXKOAAETCA JMEKTPOHHOM MNOAMUCBID OTBETCTBEHHONO WCMOMHUTENS
camoperynupyemon opraHm3aumn.

6.2.10 [1na onepaTMBHOro AOCTYyNa K 3fIEKTPOHHbLIM LOKYMEHTaM B CMPaBOYHbIX U MOUCKOBbLIX
Uernsx, 9feKTPOHHbIN apxvB CaMOperynimpyemMon opraHusaumMm MOXeT npegycMmatpuBaTtbh
O0NOSTHUTENBHbLIN POHA MONb30BaHUS 3NEKTPOHHbBIX JOKYMEHTOB.

6.3 OpraHuzaumsi XpaHEeHUs 3NEKTPOHHbIX [OKYMEHTOB B 3JIeKTPOHHOM apxuBe
camoperynmpyemMoun opraHmsauum

6.3.1 MeCTO XpaHeHusi 3feKTPOHHOro apxuBa OnpedenseTrca  camoperynupyemon

opraHusaumen.

MpumeyaHne - Pabounii ak3emnnsip aNeKTPOHHOIO apxmBa PEKOMEHAYETCA XPaHWUTb Ha XXECTKOM AWUCKE, B TOM
yncne ¢ ucnonb3oBaHnem RAID-maccmBoB. OCHOBHOWM 3K3EMMMAP 3NEKTPOHHOIO apXxmBa - Ha HOCUTENSIX, OTBEYAIOLLNX
TpeboBaHMAM OencTByHOLLEro 3akoHogaTenbcTBa Poccuiickon ®enepaumm no obecneveHnto 6e3onacHocT nHopmaumm
N nepcoHarnbHbIX AaHHbIX U COXPaHEHWUs ayTEHTUYHOCTM 3NEKTPOHHbLIX AOKYMEHTOB 3MEKTPOHHOIO apxvBa, C y4eToM
TpeboaHmn FOCT P 54989-2012 (ISO/TR 18492:2005).

6.3.2 ONEeKTPOHHbIE [OOKYMEHTbl CUCTEMATU3UPYKOTCA B MHGOPMAUWOHHOW cucteme B
COOTBETCTBMM C HOMEHKIATYpPON Aen YSIeHOB CaMOpPErynmpyeMon opraHm3aumumn u MHAEKCUpPYTCA B
nopsigke, YCTAHOBMEHHOM B OTHOLWIEHWM [eNl  YJIeHOB CaMOpEeryrimpyeMon OopraHusauuu,
chOpMMPOBAHHLIX U3 OKYMEHTOB Ha OyMaXkHOM HOCUTENE.

6.3.3 CuctemaTtnsaumsa SneKTPOHHbIX OOKYMEHTOB M WX MHAEKCAuMsi B COOTBETCTBUM C
HOMEHKNATypon [en YfeHOB CaMOperynmpyemMon opraHmsauun, ¢opMMpoBaHWe KOHTEWHEPOB
9NEKTPOHHbIX [OOKYMEHTOB AN Mnepedayn  3MEeKTPOHHbIX [AOKYMEHTOB 3NIEKTPOHHbIA  apXuB
caMoperynmpyemMon OpraHu3auum OCYLLECTBMSAOTCA B COOTBETCTBYIOLMX MHGOPMALNOHHBIX
cucTemax.

6.3.4 KoHTerHep aneKkTpOHHOro AOKyMeHTa npeacTaBnseT cobon zip-apxme.

MpumeyaHne - B cooTBeTCcTBMM C NpoekToM cTangapTta ISO/IEC CD 21320-1 «MHGdopMaLNOHHBIE TEXHOMOMNN.
dann kKoHTenHepa gokyMmeHTa. Yacte 1: Agpo» (Information technology - Document Container File - Part 1: Core). ®opmaTt
zip-apxuBa onucbiBaeTcs B OTKPbITON cneumdukaumm, [OOCTYMHOM no agpecy http:

Ilwww.pkware.com/documents/casestudies/APPNOTE. TXT.

6.3.5 B KOHTenHep aneKkTPOHHOro AOKYMEHTa BKIIOYaOTCS:

6.3.5.1 SNEKTPOHHbIV AOKYMEHT B popMaTe apXMBHOIO XpaHeHUs;

6.3.5.2 MeTafaHHble JOKYMEHTa, BKINoYas 3NEeKTPOHHbIE NOAMUCH.

6.3.6 lNpn nepepavye KOHTEMHEPOB 3INEKTPOHHbLIX [OOKYMEHTOB B OfIEKTPOHHbIA apXuB
camoperynmpyemMon opraHusaumm no MHOpMaLuMOHHO-TENEKOMMYHUKALMOHHOW CETU CoAepXnmoe

KOHTENHepa 3NeKTPOHHOrO AOKYMEHTA BKIHOYAETCS B MH(OPMALMOHHYH CUCTEMY 3MEKTPOHHOIO
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apxvmBa camoperynmpyemon opraHmsauunm u pasmellaeTcsl Ha cepBepe, BbICTynas B Ka4yecTBe
OCHOBHOIO 3K3eMNIIsipa 3NIEKTPOHHOIO LOKYMEHTA.

6.3.7 B nHpopmaunoHHOMN cucTeMe 3NIEeKTPOHHOIO apxmBa camMOperynnpyemMon opraHmsauum
dopmMupytoTcs paboune ak3emnnspbl (KOnmMm) anNeKTPOHHbIX AOKYMEHTOB, KOTOPbIE pasMeLLalnTcst Ha
cepBepe paboumx Konun.

6.3.8 KoHTenHepbl 9aNeKTPOHHbIX AOKYMEHTOB MOryT nepefaBaTbCA B SIEKTPOHHbLIA apXuB
camoperynupyemMon opraHmsaumm Ha msmyeckn 060CcobneHHbIX MaTepranbHbIX HOCUTENSAX B ABYX
NOEHTUYHbIX 9K3EMNIIsipax - OCHOBHOM M paboyem.

6.3.9 OCHOBHOWM 3K3eMNIISp 9MNEKTPOHHbIX AOKYMEHTOB ABNAETCA 3TaNrOHHbIM 3K3eMMNIIsipOM
N NCMNONb3YETCH B UCKMIOYMTENbHBIX Cyvasx, a Takke Ans co3gaHusa Konumi pabodero aksemnnspa
B3aMeH UCMOPYEHHOrO UM yTpadeHHoro paboyero aksemnnspa. Pabounii ak3emnnsap aneKTpOHHbIX
OOKYMEHTOB B 3fIEKTPOHHOM apXxvBe CamMoperynmpyemMon opraHusauum sBfseTcs 3K3eMnisipom, C
KOTOPOro npu Heo6Xxo4MMOCTN N3rOTABNMBAKOTCH KOMUW ANTEKTPOHHbIX JOKYMEHTOB M MCMOMb3yeTcs
npu paboTe C 3NEKTPOHHBbIM apXUBOM.

6.4 O6ecneyeHne COXpaHHOCTMN 3NEKTPOHHbIX JOKYMEHTOB

6.4.1 Cawmoperynupyemass opraHusauusi HeceT OTBETCTBEHHOCTb 3a COXPaHHOCTb
SNEKTPOHHbIX JOKYMEHTOB 3MEKTPOHHOrO apxuBa, a Takke obpaboTKy M XpaHEeHMe NepCOHanbHbIX
OaHHbIX, COoOepXalwMxcsi B 3NEeKTPOHHOM apxmBe. COXPaHHOCTb 3NIEKTPOHHbLIX AOKYMEHTOB B
3NEKTPOHHOM apXMBE CaMoperynmpyemMomn opraHmsaunmn obecnednBaeTcs NCNOSTHUTENbHLIM OPraHoM
camoperynupyemon opraHm3aumu.

6.4.2 Mpn  OQONrOBPEMEHHOM  XPAHEHUW  3MEKTPOHHbLIX [OOKYMEHTOB Ha  U3NYECKN
060c0o6neHHbIX MaTepuanbHbIX HOCUTENAX NPeAnoYTEHME cneayeT oTaaBaTh CneunanmanpoBaHHbIM
cpeacTeaM pasMeLLEHNS, B KOTOPbIX HOCUTENN 3aLLMLLAITCSA OT BPEAHbIX BO3AENCTBUIA OKpYKatoLLEN
cpeapbl, B TOM YACHE MAarHUTHbIX, 3NIEKTPOMAarHUTHbIX, TEMNepaTypHO-BNAXHOCTHbIX.

6.4.3KOHTPONb TEXHUYECKOrO0 COCTOSIHUS  OMEKTPOHHbLIX OOKYMEHTOB U  dM3MYECKOro
COCTOSIHMS HOCUTEeNen NpoBoaUTCSA He pexe OAHOro pasa B 3 roga.

6.4.4 [na onepaTtMBHOro 4OCTYNa K 3NEKTPOHHLIM AOKYMEHTaM B CNPaBOYHbIX M NMOUCKOBbLIX
Luensax camoperynupyemasi opraHumsauusi MOXeT MpoBoAMTb paboTy no co3gaHuio  ¢oHAaa
NONb30BaHUS ANEKTPOHHbIX JOKYMEHTOB. ONEeKTPOHHbIE AOKYMEHTbI (hoHAa Nonb30BaHUSA noanexar
yyeTy.

6.4.5 Camoperynmpyemasi opraHusaums oba3aHa NOCTOSHHO XPaHWUTb 3NEKTPOHHbIe Aena
YIEHOB CaMOpPErynMpyemMon opraHu3aumm, a Takke 3IeKTPOHHbIe Aeria fvu, YNeHCTBO KOTOpbIX B
camoperynupyemon opraHm3aumm npekpaLLeHo.

6.4.6. Nocne nepeBoga AOKYMEHTOB, NPeAoCTaBMEHHbIX B CAaMOPEryfiMpyemMyto opraHm3aumto

Ha OymMaXXHOM HocuTene, B 3NIEKTPOHHLIA apxuB, ByMaHbI apXUB MOXEeT ObiTb YHUUTOXEH Mpu
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ycrnoBuu cobniofeHns caMoperynmpyemMon opraHu3aumen TpeboBaHUn HACTOSALWMX pPeEKOMeHOaUNN,
TpebosaHmn TOCT P 54989-2012 (ISO/TR 18492:2005), FOCT P 54471-2011/ISO/TR 15801:2009.

MpumevaHne - Yacteo 15 crtatem 55.6 [pagoctpouTenbHoro kogekca Poccuiickon ®denepauunmn
camoperynMpyembiM OpraHu3auusM npeaocTaBneHo MpaBoO XpaHWTb Aena YneHoB Ha OymaxkHoM HocuTene u (unu) B
dopme ANEKTPOHHOro JOKyMeHTa (MakeTa aMneKkTPOHHbIX JOKYMEHTOB), MOAMMCAHHOIO CaMoperynmpyemMon opraHm3aumnen ¢
NCNONb30BaHMEM YCUITEHHOW KBanMuULMPOBaHHOW 3NEKTPOHHOM nognucu. Mcxoasa us cmbicna ®egepanbHOro 3akoHa ot
06.04.2011 Ne 63-®3 «O6 anektpoHHon nognucuy» [1] n Ykasa lNpesngnyma BC CCCP ot 04.08.1983 Ne 9779-X [8],
OOKYMEHT Ha OyMakHOM HocuTene, nepeBefeHHbIi B 3MEKTPOHHbIM hopmaT, NoAnMCaHHbIN KBanMUUMpOBaHHOM
9MNEKTPOHHOM NOAMNWUCBLID CaMoperynMpyemMon opraHusaumm OygeTt sBNATbCA Haafexalle 3aBepeHHOW KOMuMen Takoro
nokymeHTta. Jencrtaue Ykasa Npesngnyma BC CCCP o1 04.08.1983 Ne 9779-X pacnpocTpaHseTcs Ha iopugnveckux nuy, B
cuny nyHkTa 1 ctatem 49 MpaxkgaHcKkoro kogekca Poccuiickon ®egepavmmn, B COOTBETCTBUM C KOTOPbIM OpUaNYECcKoe nNunuo
MOXET UMeTb rpakgaHCckue npaBa, COOTBETCTBYOLLME Lensm AesaTenbHOCTU, NPeayCMOTPEHHBIM B €ro y4peauTeribHbIX
[OKYMEHTaXx, N HECTU CBSA3aHHble C 3TOW AesaTenbHOCTbio 06s3aHHOCTH ([MocTaHoBneHne ®AC LleHTpanbHOro okpyra ot
27.07.2004 Ne AB8-ATl1-122/A-04, MoctaHoeneHne PAC Mockosckoro okpyra oT 21.09.2010 Ne KA-A40/10627-10 no geny
Ne A40-127876/09-4-1013, NocTtaHoeneHne ®AC lNosormkckoro okpyra ot 26.05.2010 no geny Ne A72-15314/2009).

Mpu aToM camoperynupyemble OpraHuM3auuu OOMKHbI YYECTb CreaylolimMe PUCKU: B COOTBETCTBUM C 4acTbio 6
ctatbn 71 ApbuTpaxkHoro npoueccyanbHoro kogekca Poccuiickon depepaummn apOUTpaxHbId Cya HE MOXET cuyuTaTb
[OKa3aHHbIM haKT, NOATBEPXKAAEMBIN TONBKO KONUEW JOKYMEHTA UMW MHOMO MMCbMEHHOTO AOKa3aTenbCTBa, ECNN yTpaYveH
UNn He NepeaaH B CyA OpMrnHarn AOKyMEHTA, a KONMUm 3TOro AOKYMEHTa, NpeACcTaBleHHbIE NMLaMu, y4acTBYOLWUMY B Aene,
He TOXXAECTBEHHbI MeXay COBO0M N HEBO3MOXHO YCTAHOBUTL NOAMMHHOE CoaepXKaHe NePBONCTOYHMKA C MOMOLLIbIO APYINX
pokasartenocts. Camoperynvpyemor opraHv3auven pekoMeHOyeTCs NPUWHATb BO BHUMaHWE TO, YTO B Aene 4reHa
caMoperynMpyemor opraHvM3aumm, Kak NpaBumio, CoaepXaTcsi OpurMHarnbsl TONbKO 3asiBMEHWUIA YNIEHOB CaMOpErynupyemMbIx
opraHusauui, a Takke TOT ¢aKT, YTO MPU OTCYTCTBMU COMHEHWI Cyaa B TOXAECTBEHHOCTW, HaANEXalle 3aBepeHHas Konusi

6y,qu ABNATLCA OOCTATOYHbIM AOKA3aTeIbCTBOM.

6.4.7. Npwn opraHMsaunmn xpaHeHUs JOKYMEHTOB PEKOMEHAYEeTCs y4MTbiBaTb 0OCTOATENLCTRA,
MPY KOTOPbIX MOXET NOTPeboBaTbCs COXPaHUTb BYMaXHbIN OKYMEHT [11]:

- HU3KOe KayecTBO OyMaXKHOro AOKYMeHTa, M3-3a 4Yero HEeBO3MOXHO MOonyy4uTb ero
pas3bopumBbI rpadnyecknin obpas;

- HEeobXOANMOCTb CHWXEHUNSA pucka ObiTb OOBMHEHHBIM B TOM, YTO rpaduyeckun obpas
ObINT YMbILINEHHO caenaH Hepa3bopyunBbIM, a Takke pucka OoTkasa B npueme rpaduyeckoro obpasa B
KayecTBe [okKasaTenbCTBa Ha TOM OCHOBaHUM, YTO OH He SBMSIeTCA TOYHOW Konuen BymaxHoro
OOKYMEHTa;

- ByMaXKHbI JOKYMEHT COAEPXUT busndeckne (MexaHu4eckme) nornpaskv U NOOYNCTKU
(Hanpumep, C MNOMOLBLID KOPPEKTYPHBbIX XWOKOCTEW U KOPPEKUMOHHLIX FEHT) uUnn usndeckmne
aHHoTauuMn (Hanpumep, Ha CTUKepax), KOTopble CMOXHO MAEHTMOUUMPOBaTbL B OTCKAHUPOBaHHOM
rpacpmnyeckom obpase;

- BbISIBNEHO MOLLEHHUYECTBO NGO HayaTo nnun oxungaetca cyaebHoe pas3dbupaTenscTBo
NN paccnegoBaHue, K KOTOPbIM MMEET OTHOLUEHWUE KOHKPETHbIN BYMaXKHbIN JOKYMEHT;

- ByMaXKHbI JOKYMEHT MMeeT DOoMbLUY0 LEHHOCTb.
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6.5 NMpoBepka h1M3n4ecKoro n TeXHNYECKOro COCTOSIHUA 060COONEHHbIX MaTepuanbHbIX
HOcUTeneun 3NMeKTPOHHbIX AOKYMEHTOB, TEXHUYECKOIrO COCTOSIHUA INEKTPOHHbLIX JJOKYMEHTOB

6.5.1 [MpoBepka U3NYECKOTO W TEXHUYECKOrO COCTOSHUSA ((prsmyeckn 0B60COBNEHHbIX
MaTepuarnbHbIX HOCUTENEN 3akniovaeTcs B OLeHKe (OU3NYECKOro COCTOSHUSA HOCUTENEN.

6.5.2 [ns oueHkn m3nN4ecKkoro COCTOAHNS HOCUTENEN:

6.5.2.1onpegensieTcs HanMuMe U Ka4ecTBO HaA4NMCeN Ha BKNagblwax, Hanndune 3anbifieHnsa u
3arpsi3HEeHNs1 NMOBEPXHOCTEN, HanM4yMe Brarnm Ha NOBEPXHOCTSAX, M3MYEecKoe COCTosiHue pabouen
MOBEPXHOCTM M KOpMycoB m3ndeckn 00O0COBNEHHbIX MaTepuarnbHbIX HOCUTENEW, BbiSIBEHME
MEeXaHN4YeCKNX NOBPEXAEHUN N edopMaLnii, pacCcnoeHuns, Ny3blpeHnsi, USMEeHeHUs uBeTa, Hanmyune
LapanuH, NPoKosoB;

6.5.2.2 npoBepsieTcsl COOTBETCTBME XapaKTEPUCTUK HOCUTENS CBeAEeHNAM, cogepXallunumca B
COATOYHOM ONUCK; NPOBEPKA ONEKTPOHHbIX [AOKYMEHTOB Ha HanuMyMe B HUX BPEeOOHOCHbIX
KOMMbIOTEPHbLIX NPOrpamMm («KOMMbIOTEPHbLIX BUPYCOBY);

6.5.2.3 Npon3BOANTCS NpoBepka Ha cOon Npu CYNTbIBaHUM MHOPMaLMN.

6.5.3 [lpn npoBepke TEXHUYECKOrO0 COCTOAHUA SNEKTPOHHbIX [AOKYMEHTOB MNPOBOAUTCSA
NpoBepKa BOCNPOM3BOAUMOCTM BCEX €ANHNL, XPaHEHWUS SNEKTPOHHbIX OKYMEHTOB Ha 060pya0BaHUN.

6.5.4 PesynbTtatbl NPOBEPKM HaNMMUMs W  COCTOSIHUSI  SNEKTPOHHbLIX AOKYMEHTOB W
obHapyXeHHble B €e XO0A4e HedoCTaTKMm (OUKCUMPYIOTCS B aKTe MPOBEPKM HanMuMs U COCTOSIHUSA
SNEKTPOHHbIX [OOKYMEHTOB pasfenbHO MO OCHOBHbIM WM paboynMM 3K3EMMNIsipaM  3MEKTPOHHbIX
OOKYMEHTOB.

6.5.5 B cnyuae, ecnu npu npoBepke prn3nN4eCcKoro n TEXHNYECKOro COCTOSAHNSA 060COBNEHHbIX
MaTepuarnbHbiX HOCUTENEN 3MEKTPOHHbLIX AOKYMEHTOB, TEXHUYECKOrO0 COCTOSIHUS JIIEKTPOHHbIX
OOKYMEHTOB BbISIBIIEHbI HEAOCTATKN, CaMOpEerynmpyemas opraHmsaumns npoBoanT MePOonpUATASA No nx
YCTPaHEHUIO.

6.6 PaamelueHune 3NeKTPOHHbIX AOKYMEHTOB B 3JIEKTPOHHbIN apXUB caMoperynupyemMomn
opraHusauuu

6.6.1 OcHoBHOM UK paboymn cepBepbl 3INEKTPOHHOIO apxmBa Ccamoperynmpyemomn
opraHu3aumm, OCHOBHbIE N paboune aK3eMNNApbl €AUHUL, XPaHEHNSA Ha PU3ndeckn o6ocobneHHbIX
MaTepuanbHbIX HOCUTENSIX PEKOMEHAYETCA pa3MeLLaTb pa3gesnbHo.

6.6.2 [Mpy XpaHeHUM 3IMEKTPOHHbLIX [OOKYMEHTOB Ha  (U3NYeckn 0B60COBMNEHHbIX
MaTepuanbHblX HOCUTENAX KaxAbli HOCUTENb AOIMKEH MMETb HerepMeTu4HbI MHAUBMAYaNbHbIN
dyTnap, Npy 3TOM AOMKHO OblTb UCKMOYEHO CBOBOAHOE nepeMeLleHne HoCUTensa BHYTpU doyTrnsapa.

6.6.3 dyTnaApbl ¢ Pusndeckn 060cobneHHbIMM MaTepmanbHbIMU HOCUTENSIMIU pa3MeLLaTCa

B Bokcax B cneuuanuanpoBaHHbIX LWKadgax, Ha norkax crennaxeu, wkados. PaccTtosHne mexay
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dyTnapamm OOMKHO OblTb AOCTATOYHbIM ANs TOro, 4ToObl HOCUTENW MOXHO 6bINO cBOBGOAHO
nomeLLatb 1 goctaBaTtb U3 Gokca.

6.6.4 [llpn pasmelwleHn qQyTnapoB C uanyeckn o060COBNEeHHbIMM  MaTepuarbHbIMK
HocuTenammn B Gokcax HeobxoamMmo pacnonaratb UX TakuMm 06pasom, YTOObI ObINN BUOHBI apXUBHbIE
LWMdPLI €ANHULL XPaHEHMS.

6.7 OpraHuM3auua y4yeTa 3fIeKTPOHHbIX OOKYMEHTOB A€ef1 YNeHOB camMoperynmpyemMomn
opraHusauum

6.7.1 Y4yeTHOM eOuvHWUEN  OSNEKTPOHHbIX  [OOKYMEHTOB B  3JIEKTPOHHOM  apxuse
camoperynupyemMon opraHnsaumm siBNAeTCA KOHTENHEP 3NEKTPOHHOIO JOKYMeHTa.

6.7.2 Y4yeTy nognexar BCe XpaHSAWMecs B 3NeKTPOHHOM apxmBe camoperynmpyemomn
opraHu3aumMy 3reKTPOHHble [OOKYMEHTbl U OMUCWU ONEeKTPOHHbIX [JOKYMEHTOB, [efl 4rieHOB
camoperynupyemMomn opraHnsauum.

6.7.3 Y4yeT npousBOAMTCH MNyTEM MNPUCBOEHUS €AMHMLUAM XPaHEHUS  SNEeKTPOHHbIX
OOKYMEHTOB Y4Y€THbIX HOMEPOB, KOTOPblE ABMSTCSA COCTABHOW YaCTbio X apXMBHOrO Wndpa.

6.7.4 Tllpn XxpaHeHUM INEKTPOHHbIX [OOKYMEHTOB Ha uandeckm 0B60OCOBNEHHbIX
mMaTepuanbHbIX HOCUTENAX apXuBHbIM LWKgp 0003HayaeTcs Ha Bknagplwe dytnsapa eanHuubI
XpaHeHus ¢ uenblo obecneyeHnsa ee yyeta v ngeHtupukauumn (npunoxerHune A). MNpun xpaHeHun
9NEKTPOHHbIX [JOKYMEHTOB B WH(OPMALUMOHHOM CUCTEME apXMBHbIN WKGP BKOYaeTcsa B
MeTaJaHHble KOHTeHepa 3NeKTPOHHOro AOKYMEHTA.

6.7.5 Tlpu yyeTe aneKTPOHHbIX AOKYMEHTOB B YYETHbIX JOKYMEHTax oTpaxatTcs AaHHble 00
obbemMe KOHTerHepa 9NEeKTPOHHOro  OOKyMeHTa B  MerabamTax, KOHTPOMbHOM  CymMMe,
NOATBEPXAALWeEeNn UeroCTHOCTb KOHTEeMHepa JMeKTPOHHOro [ena uYneHa camMmoperynupyemom
opraHusaumu.

6.7.6 OnuCb 3NEKTPOHHbIX AeN, AOKYMEHTOB SIBNAETCA OCHOBHbIM MNEPBUYHBLIM YYETHbIM
OOKYMEHTOM, MpPUMEHSIEMbIM ANS y4YeTa 3EeKTPOHHbIX OOKYMEHTOB W 3MEKTPOHHbIX AEeNn 4feHOB
camoperynupyemMon opraHnsauum (npunoxexHue b).

6.7.7 B onucu BegeTcs NOEANHUYHbBIA YYeT 3NEKTPOHHbIX AOKYMEHTOB, MyTEM 3akpenneHuns
32 KaxdbiM CaMOCTOATENbHOrO HoMmepa. EAuHWMLBI  XpaHeHWA  3MEeKTPOHHbIX  JOKYMEHTOB
YUMTLIBAOTCA B OMUCUM B COOTBETCTBUM C WX CUCTeMaTU3aumen M CKBO3HOM Hymepaumen 3a
NOPSAKOBBIMU YYETHLIMU HOMEpPaMMU.

6.7.8 B KOHUe onuvcu 3NEeKTPOHHbIX Aer, OOKYMEHTOB oopMnsaeTca utorosas 3anucb, B
KOTOPOW YKa3blBaeTCs KONMMYECTBO efuHUL, XpaHeHus (uudpamu 1M nponucbio), obbem eguHuy,
XpaHEHUs1 3NeKTPOHHbIX [AOKYMEHTOB B MerabamnTax, oblliee KOnuMyecTBO €AVHUL XpaHeHus

(OCHOBHBIX / pabo4mx) U UHbIE KONTMYECTBEHHbIE XapaKTEPUCTUKN SNEKTPOHHbLIX JOKYMEHTOB.
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6.7.9 AToroBas 3anucb NOLMUCLIBAETCA YCUITEHHOW KBanM@UUMPOBAHHOW 3N1EKTPOHHOMU
noanucbIo0 camoperynupyemMon opraHn3aumm ¢ NpoCTaBfiEHMEM LUTaMmna BPEMEHM.

6.7.10 OTBETCTBEHHbIE WCMNONHUTENN CaMOperynvpyemMon opraHusauuu npu noarotoeke
SNEKTPOHHbIX [AOKYMEHTOB K COaye B 3JIeKTPOHHbIN apxXuB camoperynvpyemMon opraHusauuu
0POPMASAIOT ONUCK 3NEKTPOHHBLIX JOKYMEHTOB, KOTOPbIE CyXaT yY4eTHbIMU JOKYMEHTaMn 1 OCHOBOW
O5151 COCTaBMEHNA B apxmBe COOTBETCTBYIOLLEro pasaesia CBOAHOM OMNUCK 3NEKTPOHHbIX Aen YfeHOB
camoperynupyemon opraHmsauun. PeecTp onncen BegeTcs B apxuBe CaMOperynvpyemMon
opraHusaumm B o6Liem nopsiake, yCTaHOBIEHHOM 4151 Be4EeHUSA peecTpoB OMNUCEN.

6.7.11 CBefeHnss O eduHUUAX XPaHEeHUS 3NEKTPOHHbIX OOKYMEHTOB OTpaXKarlTca B Aene
doHaa camoperynmpyemon opraHusauun. B cxeme cuctematmsaumm poHaa 4OomkHa ObiTb OTpaXeHa
cucTteMaTmsaumns NeKTPOHHbIX Aes YSIEHOB camoperynmpyemMon opraHn3aumm.

6.7.12 B coctaB gena oHaa MoryT ObiTb BKIOYEHDI:

6.7.12.1 paboune MHCTPYKUUKN No paboTe C ANEKTPOHHbIMU SOKYMEHTaMu OOHAa;

6.7.12.2 aKTbl, OTpaXxawlme TeKylwee MeCTO XPaHEHUHA IIEKTPOHHLIX [OOKYMEHTOB,
NPOBEPKM HANNYNSA N COCTOAHUSA 3NEKTPOHHbLIX JOKYMEHTOB, MPOBEPKN (PU3NYECKOTO U TEXHNUYECKOIO
COCTOSAHUSA SNEKTPOHHbLIX JOKYMEHTOB;

6.7.12.3  aKTbl, UKCUpyoLLnE N3MEHEHNSA B COCTaBe M 06 beMe 3MEeKTPOHHbIX JOKYMEHTOB,
B TOM YMCIi€ O BblAENEHUM K YHUHYTOXEHUIO SNEKTPOHHbLIX JOKYMEHTOB, HE MOANeXaLlnx XpaHeHuo; o
HEUCNPaBUMbIX MOBPEXAEHUAX 3MEKTPOHHbLIX AOKYMEHTOB; O TEXHUYECKUX OLMBKax B YYETHbIX
OOKYMEeHTax; O CO30aHUW AOMOSfHUTENbHOro paboyero aK3eMnnsipa 3MeKTPOHHbIX JOKYMEHTOB; O
KONMMPOBaHWUN 9NEKTPOHHbIX JOKYMEHTOB; NPOBEAEHUMN MUrPaLUK ANEKTPOHHBIX JOKYMEHTOB;

6.7.12.4 aKkTbl BbIBNEHUSA BPEOOHOCHbIX KOMIMbIOTEPHbIX MNPOrpamMM B 3NEKTPOHHbIX
OOKyMeHTax.

6.7.13 Bce OokymeHTbl B [gdene (oHga pacrnonaralTcad B XPOHOMOMMYeCcKown

nocrneaoBaTenbHOCTY.

6.7.14 Ha pokymeHTbl gena oHAa COCTaBMSIETCS BHYTPEHHSAS OMUCb, NUCTbI Aena
HyMepytloTcsi; K aeny oHAa cocTaBnsieTcs 3aBepuTenbHas Haanuck. Mo Mepe nononHeHus goHaa
3aBepuTernbHas Haanucb Y BHYTPEHHSIS ONUCb NEPecoCcTaBnSATCS.

6.8 CoctaBrneHue n oopmrieHne onucemn ANEKTPOHHbLIX JOKYMEHTOB

6.8.1 Onucb 9NEKTPOHHbIX OOKYMEHTOB SIBMSETCA NEPBUYHbIM YYETHbIM JOKYMEHTOM And
eVHNL, XpaHEeHUS 3NTIEKTPOHHbIX JOKYMEHTOB.

6.8.2 [lpn cocTaBneHUM OMUCKM INEKTPOHHbIX AOKYMEHTOB cobniogatTcs cnegyroLlimne
TpeboBaHus:

6.8.2.13aronoBKM 3MEKTPOHHbIX AeST BHOCATCA B ONUCb B COOTBETCTBUW C MPUHATOMN CXEMOW

cucrematn3admm Ha OCHoBe HOMEeHKNaTypbl gen 4reHoB caMOperynMpyeM0|7| opraHunsauunu,
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6.8.2.2KkaXxabll  ANIEKTPOHHbLIN  JOKYMEHT BHOCUTCA B ONUCb MO CaMOCTOSTENbHbLIM
NoOpsiAKOBbIM HOMEPOM C YKa3aHMEM AaTtbl AOKYMEHTa, Cpoka XpaHeHusi, obbema B merabantax u
KOHTPOSMbHOW CYMMbI.

6.8.3 O6BHEKTOM OnMcaHNs B ONMMUCU SNEKTPOHHbBIX OKYMEHTOB CTPYKTYPHOro nogpasaeneHuns
ABMAKTCA €QUHULbI XPaHEHUS 3NTEKTPOHHbIX AOKYMEHTOB.

6.8.4 EOWHMUBI XpaHEHUS 3NEKTPOHHbIX [JOKYMEHTOB, OTHOCSLIMECs K OOHOMY Aeny,
COCTaBMSAKT B ONUCY OTAEMbHbIV pasaen, MMelLwmin o0LLMI 3arofloBOK, B KOTOPOM YKa3blBaKOTCS:

6.8.4.1.HOMep gena yneHa caMmoperynmpyemMomn opraHmsaunm;

6.8.4.2HanmeHoBaHne YneHa camoperynmpyemon opraHn3awumu;

6.8.4.3kpanHue aaTbl JOKYMEHTOB Aena;

6.8.4.4xon-BO NNCTOB JOKYMEHTOB Aena.

6.8.5 OnucatenbHas cTaTbsa €AMHWLbI XpaHEHNS BKITIOYAET B cebs cneaylolme afieMeHTbI:

6.8.5.1Homep AoKyMeHTa Mo NopsaKy B npeaenax pasgerna onucu;

6.8.5.2HanmeHoBaHne JOKYMeHTa (BMA OOKYMEHTA, 3arofloBOK K TEKCTY);

6.8.5.30ata JOKyMeHTa;

6.8.5.406beM KOHTENHEPA 3NEKTPOHHOIO AOKYyMEHTa B Merabanrax;

6.8.5.6 KOHTpOsIbHasA cyMMa KOHTENHepa 3MNeKTPOHHOro AOKyMeHTa.

6.9 B koHue onucu odopmnaeTcss UToroBasi 3anvcb, B KOTOPOW YKasblBaeTCH KONMMYECTBO
€OVHNL, XpPaHEeHUs1 SNEKTPOHHbIX OOKYMEHTOB (uMdpamn M Nponucbro); obwmin obbem eauHuy
XpaHeHUs, BKNIOYEHHbIX B ONUCb, B MerabanTax.

6.10 K onucm MoXeT coCTaBnsaATbCA NpeancrioBne ¢ ykazaHmem MHOOpPMaLnoHHOM CUCTEMB,
N3 KOTOPOW U3BMNEYEHbI ANEKTPOHHbBIE LOKYMEHTbI, NPOrpamMMHOro obecneyeHusi, ero BEpPCUnN 1 Apyrnx

TEXHOJTIOTMYECKNX XapaKTEePUCTUK VIHCbOpMaLWIOHHbIX CUCTEM.

7 Ucnonb3oBaHue ANIEKTPOHHbLIX AOKYMEHTOB apXuBa

7.1 Joctyn nonb3oBaTenem K 3NEKTPOHHbIM [AOKYMEHTaM, B TOM 4ucCne, OrpaHWyYeHHOro
A0CTyna ocyLecTBsieTcs ¢ y4eTom TpeboBaHUN, yCTaHOBNEHHbIX

AencTeyloWMM  3akoHopaTtensctBoM Poccunckon ®Pefepaumm 1M COOTBETCTBYOLLUMMU
HOPMAaTMBHbLIMW NPABOBLIMW akTaMu B NOPSIAKE, YCTAHOBNEHHOM CaMOperynmpyemMon opraHmsasmen.

7.2 OcHOBHbIMY hbOpMaMu UCMOMb30BaHUSA ABMNSAIOTCS:

7.2.1 wHpopmaunoHHoe obecneveHne nonb3oBaTenen;

7.2.2 VCnosiHeHWe 3arnpocoB Mnornb3oBaTterien;

7.2.3 co3gaHue KOnum aNeKTPOHHbIX JOKYMEHTOB MO 3anpocaM (pmnanvecknx n topnandeckmnx

iy,
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7.2.4 Bblgaya I3NEKTPOHHbIX OOKYMEHTOB BO BPEMEHHOE MONb30BaHWE B CTPYKTYPHble
nogpasgeneHns caMoperynmpyemMon opraHm3aumm u MHbIM inuam.

7.3 [Hoctyn pykoBoguTenem un pabOTHWKOB CaMOperynMpyemMon opraHusauum K
SNEKTPOHHbIM  JOKYMEHTaM apxvBa MpU  HanMuMuM  MHAOPMALMOHHOW  CUCTEMbI  MOXET
OCYLLECTBNATLCA HENOCPEACTBEHHO C paboymx MecT B COOTBETCTBUM C YCTAHOBIEHHbIMU B
camoperynupyemon opraHu3auum npasamum 4OCTyMNa K JOKYMEHTaM.

7.4  OnNeKTPOHHble LOKYMEHTbI U3 3MEKTPOHHOIO apxvMBa CaMoperyrniMpyeMon opraHnusaumm

MOryT NpeAoCcTaBnsaTLCSA MO JIOKaNbHOW CeTU CaMOoperynMpyemMon opraHmsaumu.

I'Ipmmeanme -Batom Ccnyyae BeaeTtcd SJ'IeKTpOHHbIVI XypHan y4yeTa Bblaa4un 3N1€KTPOHHbIX OKYMEHTOB U3 apXnBa,
B KOTOpOM (bVIKCVIpyeTCﬂZ nata Bblaauyu, (baMVIJ'IVIﬂ, MHUUManbl 3anpocumBllero AOKYMEHT COTpyAHUKa, Ha3BaHWe

CTPYKTYPHOIro nogpasaeneHus, 3aroyioBok n y‘-IETHbIVI HOMep BblAaHHOIo AOKYMEHTa.
7.5 B camoperynupyemon opraHusaumMm MOXeT obecrnedmBaTbCA yaaneHHbld AOoCTyn K

QNEKTPOHHbIM OKYMEHTaM 3JIEKTPOHHOIO apxumBa.

MpumeyaHue - lNpu opraHusaumy yganeHHoro [octyna no MHAPOPMAUMOHHO-TENEKOMMYHUKALMOHHON CeTu

«MHTepHeT» obecneunBaeTcs naeHTUdMKaLmsa nonb3oBaTenemn CUCTEMbI U 3aLMTa OT HECAHKLIMOHMPOBAHHOIO AOCTyna.
7.6  Camoperynupyemasi opraHusauus MoxeT obecneuvmBatb [AOCTYN K 3NEKTPOHHbLIM

AOKYMEHTaM, OTKPbITbIM Ansi Ny6nmnyHoro AocTyna, Yepes canT B ceTn «IHTepHeT».

8 dkcnepTr3a LLEHHOCTU 3NIeKTPOHHbIX 4OKYMEHTOB 3J1IEKTPOHHOTO

apxuBa camoperynupyemoun opraHusaumm

8.1  OkcneptMsa  UEHHOCTM  9NEKTPOHHbIX  [OOKYMEHTOB  3JIEKTPOHHOIO  apxuBa
camoperynupyemMorn OopraHusauum npoBOAMTCS B COOTBETCTBMM C NpaBuiiamMn u TpeboBaHMSMM,
YCTaHOBIIEHHbIMU 3akoHogaTenbcTBOM Poccurickon ®Pepepaummn Ona OOKYMEHTOB Ha OymMakHOM
HOCUTENe C y4eTOM OOMNOSNHUTENBbHbIX NMPU3HAKOB:

8.1.1 nNOANWHHOCTb 3NEKTPOHHOIO [AOKYMEHTA, HanuMyume 3NEeKTPOHHOW nognucu u
MOMNOXNTENBHOMO pe3ynbTaTta ee NPOBEPKY;

8.1.2 BO3MOXHOCTb BOCNpoOun3BeaeHUs 1 06paboTKn MHOPMALMKN ANEKTPOHHBLIX JOKYMEHTOB
6e3 1cnonb3oBaHMUs OPUIMHANBHOro NPOrpaMMHOro obecneyveHus;

8.1.3 BO3MOXHOCTb 0b6ecneyeHns XxpaHeHns, NPOBEAEHNSA TEXHONOMMYECKUX MUTPaLIUNA.

8.2 [lpu npoBedeHWM  IKCMEPTM3bl  LEHHOCTU  JMIEKTPOHHbIX  [JOKYMEHTOB B
NHPOPMAaLIMOHHBIX CUCTEMAX CaMOperynmpyemMon opraHm3aumm OCyLLLeCTBASETCS:

8.2.1 oTbOp MCMOMHEHHbIX 3MNEKTPOHHbLIX AOKYMEHTOB, BKIMOYEHHbIX B MHEOPMAaLMOHHYO

CMCTEMY CaMOperynmpyemoi opraHusaumm, ons NoAroToBKM K nepeaaye B 3NEeKTPOHHbIN apXuB;

20



P HOCTPOM (oxoHuaTe/IbHAS PeAAKINs)

8.2.2 nposepka NpaBUMBHOCTU (POPMUPOBAHUA W CUCTEMATU3AUUN eOVHUL, XPaHEeHUs
9NEKTPOHHbIX JOKYMEHTOB;

8.2.3 npoBepka annoB C 3MEKTPOHHbIMU [OOKYMEHTaMW Ha Hannume BPEeOOHOCHbIX
KOMMNbIOTEPHbLIX NPOrpamMm.

8.3  OneKkTpoHHble [AOKYMEHTbl (MakeTbl [AOKYMEHTOB) [OSDKHbl ObiTb  nognucaHbl
camoperynupyemMon opraHmsauuen C  UCNOSIb30BaHWEM  YCUSIEHHOW  KBanuuumpoBaHHOM

3NEeKTPOHHOW nognucy (C NpocTaBfieHMEM LWTamna BpemeHn) [5].

MpumeyaHus -

1 Ltamn BpemMeHn BKNOYAETCS YAOCTOBEPSAIOLIMM LEHTPOM B YCUIEHHYIO 3MNEKTPOHHY Moanuch, unm
BO3MOXHO JOMONHUTENBHO BOCNOMNb30BaTbCs cepBMCOM CnyxObl LUTAMNOB BPEMEHMU.

2 [nsi 4ONroBpeMEHHOr0 XPaHEHWUsI 3NEKTPOHHbBIX OOKYMEHTOB, MOAMUCAHHBLIX 3MEKTPOHHOM MOAMMUCHIO,
uenecoobpasHo ucnonb3oBatb ctaHgapT CMS Advanced Electronic Signatures (CAdES), onucaHHbii B RFC 5126, B
yacTHocTn copmaTtel CAJES X Long Type Il u CAdES-A, koTopble npu (popMMpOBaHMM SMNEKTPOHHOM nognucu
obecneymBaloT cOOp M XpaHeHue Bcex HeobXOAMMbIX A0Ka3aTemnbCTB NOANMHHOCTU 3MEKTPOHHOW noanucy (Lenodka

cepTMdnKaToB, LUTaMMbl BPEMEHM, JAHHbIE O cTaTyce cepTudmkarta), UCNosb3yLNXCS Npy €€ NPoBEpKe.
8.4  WHdopmauusa B aneKTpoOHHOM hopMe, NognucaHHas YCUeHHOM KBannguuupoBaHHON
SNEKTPOHHOW MOAMWCHI0, NMPWU3HAETCS 3NEKTPOHHBbIM JOKYMEHTOM, paBHO3HAYHbIM AOKYMEHTY Ha

GymaxkHOM HocuTene, NoANMCaHHOMY COGCTBEHHOPYYHOM NOAMUCHIO.

MpumeyaHne - CepTudpmkat knkoya NPOBEPKM 3MEKTPOHHOW MOANUCU SIBNSETCA OAEWCTBUTENbHLIM MO CMbICHY
ctatb 11 3akoHa 06 SMEKTPOHHOM MOAMUCK, MOKa He [okKasaHo MWHoe. [ns noaTBepXAeHMe [AOCTOBEPHOCTU
KBanMUUMPOBaAHHOM 3NEKTPOHHOW noanucu (ceptudpukarta) 3akoHoO4aTenbLCTBOM NpeaycMoTpeHo obpalleHune nioboro
nvua B YOOCTOBEPSHOWMIA LIEHTP 3@ MOMyYeHWEM BbIMUCKN U3 peecTpa KBanuumuupoBaHHbIX CepTUPUKATOB B ntoboe
BpeMs B TEYeHMEe cpoka AesaTeNbHOCTM 3TOro yaocToBepstoLLero ueHTpa.[6], [7] B cnyyae nukemaauumn yaocToBepsOLLErO
LeHTpa peecTp nepegaetca MnHMCTEPCTBY CBA3M U MacCoBbIX KOMMYHUKauun Poccuiickon ®egepaumm, KOTopoe sBnsieTcs

TaKkKe aepxartenem peectpa BblaHHbIX y4OCTOBEPAOLWNM LEeHTpamM KBaJ'II/I(bVILI,VIpOBaHHI:IX CepTI/I(bVIKaTOB.

8.5 VYcuneHHasa ksanuduuupoBaHHas SMNEKTPOHHAs MOAMUCH AOSMKHA COOTBETCTBOBATb
nyHkTam 5.3.7 n 5.3.8, a Takke crnegyroLwmm yCrnoBUsaM:

8.5.1 kBanuduumpoBaHHbIn  cepTudmukaT co3gaH W BblAaH — aKKpeauMTOBaHHbIM
yOOCTOBEPSAOLWUM LIEHTPOM, akKkpeauTaumsa KOTOporo AeNCTBUTENbHa Ha AeHb Bblgauyy yKasaHHOro
ceptudukara;

8.5.2 kBanUUUNPOBaHHLIN  cepTUUKAT  AOEWCTBUTENEH Ha  MOMEHT  noanvcaHus
SMNEKTPOHHOro JOKyMeHTa (NpW Hanuyun LOOCTOBEPHOW WHGOpMauunm O MOMEHTe nognucaHus
3NEKTPOHHOrO JOKYMEHTA);

8.5.3umMeeTcs  MONMOXUTENbHbIA  pe3ynbTaT NPOBEPKM  NPUHAANEXHOCTU  BriagenbLy

KBannUUMpOBaHHOrO cepTudukaTa KBanMULMPOBAHHON 3MEKTPOHHON MOAMUCK, C MOMOLLBHO
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KOTOPOW NoANUcaH 3MNeKTPOHHbIA JOKYMEHT, U NOATBEPXKOEHO OTCYTCTBME U3MEHEHUI, BHECEHHbIX B
9TOT JOKYMEHT Mocre ero noanncaHus.

8.5.4 kBanudumumpoBaHHast 3NEKTPOHHAs NOAMNUCH MUCMNOSb3YETCA C Y4ETOM OrpaHUYEeHun,
coaepxawmxca B KBanuduumpoBaHHOM cepTudumkate nuua, NOLNMUCHIBAKOLWLErO 3NEKTPOHHbIN
OOKYMEHT (ecnu Takme orpaHnyeHns yCTaHOBMEHbI).

8.6 MNopgnucanne SNEKTPOHHBIX  JOKYMEHTOB YCUNEHHOM KBanMnumpoBaHHON

3SIEKTPOHHOW NMOANUCHI0 NMPOU3BOANTCH B COOTBETCTBUM € nyHKTamun 5.3.9 n 5.3.10.

9 lNpeacTaBreHne JOKYMEHTOB, MHhOpMaLMKM NO 3anpocy CyobeKToB,
MMeILMM NpaBo Ha HanpaBfeHue 3anpocoB B NopsaaKe, yCTaHOBIIEHHOM
3aKkoHopaTenbcTBOM Poccunckon Pepepaumm

9.1 Camoperynupyemas opraHusauus npeacraBngetr MHAPOPMaUUIO MO MUCbMEHHOMY
3anpocy nul, WUMeWMX npaBO Ha HanpasneHwe 3anpocoB B MNOpSAKe, YCTaHOBNEHHOM
3akoHogatenbcTBoM Poccuiickon ®enepaumn.

9.2 [JokyMeHTbl, MHOPMaUMa HanpaBnsaeTcsd Ha OymaxHOM Wnu, B Clnyyae Hanuums
9NEKTPOHHOro0 JOKyMeHToobopoTa C 3anpawmBaloiuM  WMHEGOPMaUMKO  NULOM, 3NEKTPOHHOM
HocuTene. ONEKTPOHHble  AOKYMEHTbl  MOAMUCLIBAIOTCS  YCUMEHHOW  KBanuduLMpoBaHHON
9NEKTPOHHOW NOANUCHI0 MCMOMHUTENBbHOMO OpraHa caMmoperynmpyemMon opraHn3aumnm B COOTBETCTBUN
¢ PepepanbHbIM 3aKoHOM «OB6 3NEeKTPOHHOW NOANUCKY.

9.3 BymaxHas Konus 3neKkTpOHHOro JOKyMEeHTa BblJaeTCcs caMoperynmpyemMon opraHnsaumen
Ha OCHOBaHWW peLleHNa MWCMOMHUTENbHOIO oOpraHa M 3aBepsieTcs OTTUCKOM LwWwTamna "Konus
3NEKTPOHHOro AOKyMeHTa BepHa" (Mnu cobCTBEHHOPYYHOW 3aMnUCbi0 C TEKCTOM) 1 COBCTBEHHOPYYHOM
NOAMUCbID  Nuua, YNONHOMOYEHHOrO 3aBepsiTb  [OKYMEHTbl OT WMEHW Ccamoperynupyemomn

opraHusauumn c paCUJM(prBKOVI cbammnmm M OOJMKHOCTU U YKa3aHUEM OaTbl 3aBEepeEHUA.

I'Ipmmeanme- npe,D,I'IpVIFlTI/IFl, yyqypexaneHuna n opraHm3aunm MoryT BblaaBaTtb KON MMEKLWNXCA Y HUX JOKYMEHTOB,
nexogawmx oT gpyrux npe,qnpvaVlﬁ, yqpe>|<,qum7| n 0p|'aHVI3aU,VIl7I, OT KOTOPbIX MOJTy4YNUTb HENocpeaCTBEHHO KOMUnM 3Tnx
OOKYMEHTOB 3aTpyaAHUTENbHO U HEBO3MOXHO. Ha konumn YKa3blBaeTCA AaTa ee Bblaa4uyn n gernaetcd oTMeTKa O TOM, 4YTO

NOAMMHHBIN AOKYMEHT HaXOAMUTCSA B camMoperynupyemon opraHusauum [8].

9.4 OTBETCTBEHHbIN UCMOMNHUTENb HECET nepcoHalnbHYO OTBETCTBEHHOCTb 3a MOAEHTUYHOCTb
I/IH(*)OpMaLl,I/II/I B 6yMa)KHOI71 KON 3NeKTPpOHHOIro AOKyMeHTa U ee 3JIEKTPOHHOM OpurnHarne, a Takke
3a co3gaHue GyMaxkHOW KONUM JOKyMeHTa.

9.5 Jlnuctbl MHOroCTpaHuU4HbIX 6yMa)KHbIX Konum QNEKTPOHHbIX OOKYMEHTOB [AOOJTXKHbI ObITb
NpoHymMepoBaHbl, O0NyCKaeTCA 6p0Lu+opOBaHme JINCTOB  MHOIOCTpPaHU4HbIX OOKYMEHTOB, WUX

NpoLlInBKa 1N 3aBepeHne C6p0LLIIOpOBaHHOFO OOKYMEHTa Ha o6op0Te nocnegHero nncTa

22



P HOCTPOM (oxoHuaTe/IbHAS PeAAKINs)

9.6 SJ'IeKTpOHHbIe OOKYMEHTbl apxmBa MOryT BblAaBaTbCA MO 3anpocaM Ha (bl/l3|/|‘-IeCKVI
060cobneHHbIX MaTepunaribHblX HOCUTENAX B BWAE KOMUU pa6oqero aK3eMnnapa 3NeKTPOHHbIX

OOKYMEHTOB.
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MpunoxeHue A
(pekomeHngyemoe)
Mpumep bpoHTanbHOro BKkNnaabiwa ¢pusnyeckn o60co6s1eHHOro MmaTepmanbLHOro HoOCUTen,

XpaHNMOro B 3JIEKTPOHHOM apxuBe

Accoumauma «CPOy» 000 «Ctpoutenb»
COKpalleHHOEe Ha3BaHue COKpaLleHHOE Ha3BaHue
opraHusaumm yneHa CPO
KOHTpPONbHbIN KOMUTET 000542
CTPYKTYpHOE noapasgeneHns peecTpoBbLIN HOMep Aena
opraHusaumm
Pabouui
cTaTyc ak3emnnapa
HocuTens
O6bem anekTpoHHOro aena, mMb6: 323
KoHTpornbHasa cymma: OF15D
[arta 3anucu: 13.02.2018 r.
OrpaHunyeHune goctyna: HeT orpaHnyexHunn
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MpunoxeHue b

(pekomeHgyemoe)

Mpumep onucu gena uneHa camoperynupyemMoun opraHusauum, XpaHMmMoro B

3MEeKTPOHHOM apxuBe

HanmeHoBaHune opraHunsaumnm HanmeHoBaHne CTPYKTYPHOIro nonpasneneHMﬂ*

OMUCb Ne
€[VHUL XpaHeHUA 3NeKTPOHHbLIX [OKYMEHTOB

Ok3emnnsap
(ocHoBHOWM, pabo4nii)

Ne | HaumeHoBaHue| [laTa Cpok O6bem [KoHTponbHas | MpumevaHue
n/n OOKYMeHTa [oKymMeHTa | XPaHeHns (M6) cymMma
(BUA
OOKYMEHTA,
3arosloBOK K
TEKCTY)
1 2 3 4 5 6 7
Jeno Ne
(vHaekc pgena) (3aronoBok gena)
paTt Kon-Bo OB
bl nnct
B AaHHyt0 onnck BHECEHO:
en. xp.
(undbpamm 1 NponuckbIo)
ANEKTPOHHbIX JOKYMEHTOB C Ne no Ne
O6wuint 0b6bem M6.

PykoBoauTenb CTPYKTYPHOrO

nogpasgeneHus Mognuce Paclumdposka nognmcu

[ara
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