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1. O0wue moJyIoKeHns

1.1. Hacrosimee IlonmoxeHue ompenenseT NpaBWiia XpaHEHHs M apXUBHPOBAHUS JOKYMEHTOB 00
o0yueHnH pabOTHUKOB M paboTojaTesieil BOIpPOCcaM OXpaHbl TPYyHa, B T.4. PErJIAMEHTHUPYET BOIPOCHI
XpaHeHHs JOKYMEHTOB Ha OyMaXHOM Hocutene u (W) B (GOpME SIIEKTPOHHBIX JOKYMEHTOB,
NOJNMCAHHBIX YCUJICHHOW KBATM()UIUPOBAHHON HIIEKTPOHHOM MMOJMHUCHIO, TPABMIIA PE3EPBHOTO
KONUPOBAaHUS U BOCCTAHOBJICHUS JOKYMEHTOB, a TaK)K€ YCTaHABIMBAIOTCS MOPSAIOK, MECTO, (popmbl U
CPOKHM XpaHEHHS JOKYMEHTOB B OOIecTBe ¢ OrpaHMYEHHOW OTBETCTBEHHOCThIO «YueOHbI LleHTp
Beprukans HH» (manee — OOO «Y1I BTK HH», Opranuzammsi).

1.2. TIlonmoxxeHue pa3paboTaHO B COOTBETCTBUHU C IUL. «3» 1. 5. [locranoBnenus [IpaBurensctBa PO ot
16.12.2021 2334 “O06 ytBepxkaeHun IlpaBui akkpenuTanuy OpraHu3alUil, WHAWBUIYaIbHBIX
npenpUHIMATENEH, OKa3bIBAIOIINX YCIYTH B 00J1aCTH OXpaHbl TPy, U TPEOOBAHUIN K OpraHU3aLUsAM H
WHAUBUAYAIbHBIM IPEANPUHUMATENSAM, OKa3blBalOIIMM YCIyrd B 00JIacTU OXpaHbl Tpyzda’,
[Mocranosnennem I[lpaBurenscrBa PO ot 24.12.2021 N 2464 O nopsake oOydeHus 0 OXpaHe TpyAa U
IIPOBEPKHU 3HAaHUS TpeboBaHUM oxpaHbl Tpyaa~, PenepanbHoro 3akona ot 6 ampens 2011 rona Ne 63-03
«O0 snekTpoHHOU monnucu», PemepanbHOro 3akoHa oT 22 okTsa0ps 2004 roma Ne 125-d3 «O6
apxuBHoM jene B Poccuiickoit ®enepamun», denepanbubii 3akoH ot 27.07.2006 Nel52-d3 «O
nepcoHabHBIX HaHHBIX», «['OCT P 7.0.8-2013. Haumonanenbiii cranmapt Poccuiickoit denepanun.
Cucrema cTaHgapToB MO0 MHGOpPMALKU, OMOIMOTEUHOMY U U3JaTelabCKOMy Jeny. Jleaonpon3BoaACTBO U
apxuBHOe geno. Tepmunbl u ompeneneHus», «['OCT P 54989-2012 (ISOTR 18492:2005).
Hanumonanehbiii cranpapt Poccuiickoit ®epepanuun. ObOecrnieueHUE TOJITOBPEMEHHOW COXPaHHOCTH
ANEKTPOHHBIX J0KyMeHTOB», «['OCT P 54471-2011/1S (YTR 15801:2009. HaumoHanbHbIi cTaHIapT
Poccuiickoit deneparuu. CucteMbl 3JEKTPOHHOTO JOKYMEHTOOOOpOTa. YIpaBieHHE JTOKYMEHTAIMEH.
WNudopmanus, coxpansiemas B 3JIEKTPOHHOM BHje. PekoMeHIanuu mo o0ecrnedeHuio JOCTOBEPHOCTH U
Ha/IeKHOCTU» M MHBIX 3aKOHOJATeIbHBIX, HOPMATUBHBIX, U JIOKAJIBHBIX aKTOB, IEHCTBYIOLIMX B 00JIACTH
XpaHeHus JOKyMeHTOB B Opranusaiui.

1.3. Hacrosiee nono)xeHue pacrnpocTpaHseTcsl Ha OpraHu3aluio padboThl ¢ JOKYMEHTaMH HE3aBUCHUMO
OT BHJA HOCHUTENS, BKJIKOYAas MX IOATOTOBKY, PETHCTpAlUI0, Y4YET M KOHTPOJb HCIOJIHEHMUS,
OCYIIECTBIISIEMbIE C TOMOIIIbIO0 aBTOMATU3HUPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOIOTHH.

1.4. ABTOMaTU3UPOBAHHbIE TEXHOJOTUU OOpPaOOTKU JOKYMEHTHOH HH(pOpMaluu, NpUMEHSEMbIE B
Opranu3zanuu, 10JKHBI 0TBe4aTh TpeOoBaHUsIM HacTosero [lonoxenus.

1.5. Bonpocsl, HeyperynupoBaHnHble [lonoxeHuem, paspemaroTcs B IOPSJIKE, YCTaHOBIECHHOM
TpynoBbM kosiekcoM P u 1pyrumMu HOpMaTUBHO-TIPABOBBIMU aKTaMHU TPYZOBOI'O 3aKOHO/1ATEIbCTBA.
1.6.B cmyuae u3MEHEHHs TIOJIOKEHUI JCHWCTBYIONIETO 3aKoHOoJareabcTBa P®D u mpoTuBOpeuns
HacTosuero [lomgoxeHus, CTOpOHBI PYKOBOJCTBYIOTCSI HOPMaMH JI€MCTBYIOIEro 3akoHoAaTenbcTBa PO.

2. CucreMa XpaHeHHs] U ApXUBHPOBAaHHUSA 10KyMeHTOB. [IpaBuiia ux XxpaHeHusi 1 apXMBHPOBAHUS

2.1. NoxymenTarus o6 oOydeHun pabOTHHUKOB U paboropareneld Bompocam oxpanbl Tpyaa OO0 «VYI]
BTK HH» Bxitouaet B cebs:
- mporpamMmbl 0OyYeHHs], M0 KOTOPBIM OCYIIECTBISETCS O0yueHue pabotomarencii U pabOTHHUKOB IO

BOTIPOCAM OXpaHbI TPY/a;
- POBEPOYHBIC MAaTEPHAITHI;

- y4eOHO-METOIMYECKUE MaTepHAlbI;

- MpYKa3bl 0 GOPMUPOBAHUU YUESOHOU TPYIIITHI;
- pacnucaHue 3aHATHH;

- )KypHaJI y4eTa I0CEaeMOCTH, PE3yJIbTaTOB KOHTPOJIsl 3HAHUM;



- IPYKa3 O HA3HAaYE€HUU KOMHUCCHH;

- IPOTOKOJI TPOBEPKHU 3HAHUS TPeOOBaHUM OXpaHbl TpyJa paOOTHUKOB;
- )KypHaJIbl yYeTa BblJJaul JOKYMEHTOB;

- peecTp BBIIaHHBIX IOKYMEHTOB.

- aKTbl CIIMCAHUA JOKYMEHTOB CTPOIO OTYETHOCTH;

- UHBIE JIOKyMEHTHI, B COOTBETCTBHH C pa3zenoM 3 HacTosiero Ilogoxenus.

2.2. Pe3ynbTarhl NMPOBEpPKH 3HAHUS TpPeOOBAaHUI OXpaHbl TpyJda pPaOOTHHKOB MOCJIE 3aBEPLICHUS
oOyueHHst TpeOOBaHUSAM OXpaHbl TpyZa, OOyYEHHS IO OKa3aHWIO MEPBOM IMOMOIIM MOCTPAAABIINM,
0o0y4yeHMsI 10 HCIOJIb30BaHUIO (MPUMEHEHUIO) CPEACTB WHAMBMIYaIbHON 3aIlUThI, O(QOPMIIAIOTCS
IPOTOKOJIOM ITPOBEPKH 3HAHUS TPEOOBaHUI OXpaHbl TPYAA.

2.3. TlpoTtoxos mpoBepKHU 3HAHUS TPEOOBAHUI OXpaHbI TPyaa PAOOTHUKOB MOXET ObITh O(hOpPMIICH Ha
OyMa)XHOM HOCHUTEJIe WJIM B 3JIEKTPOHHOM BHUJE U SIBJISETCS CBUIETEIbCTBOM TOrO, 4TO PabOTHHK
IpOILIeN COOTBETCTBYIOIEE 0OyUEHHUE 110 OXpaHe TPyAa.

2.4. Hywmepamust MpOTOKOJOB 3acelaHUsl AaTTECTAlMOHHOM KOMHCCHH, TIPOTOKOJIOB 3aceIaHus
KOMHUCCHHM IO IPOBEpPKE 3HAHWM, BEAETCS B TEUEHHME TOJa HApaCTAIOLUIMM HUTOTOM U COOTBETCTBYET
HOMEpY TPYIIIHL.

Hanpumep: ans rpynn no oxpane tpyaa Ne OT001/22.

Howmep IIpoTokosna MOXXeT COCTOATh U3 HECKOJIBKUX YaCTeH, IPU yCIOBUH BKJIFOUEHHS B COCTaB IPYIIIIBI
00yyaroIuXxcs 0 HECKOJIBKUM J0I0BOPaM.

2.5. B nmporokone mnpoBepkH 3HaHUS TpeOOBaHMN OXpaHbl Tpylda paOOTHHUKOB YKa3bIBaeTcs
cienyrouias nHpopmanus:

a) NoJHOe HauMeHoBaHue OpraHu3alui;

0) mata 1 HOMEp MpHKa3a O CO3JJaHUU KOMHUCCHUH IO MTPOBEPKE 3HAHUS TPEOOBAHUI OXpaHbI TPYIa;

B) (haMuiusi, UMsi, OTYECTBO (IIPU HAJIMYMM) MpEeACeaaTeNsl, 3aMECTUTEN (3aMECTUTENIEH) TpeaceaTes
(Ipu HAJIMYKMK) U YJIEHOB KOMUCCUU TI0 IPOBEPKE 3HAHUS TpeOOBaHUI OXpaHbl TPY/a,

I') HAUMEHOBAaHME U MPOJOKUTEIBHOCTh IPOrpaMMBbl 0OYUEHHUSI 110 OXpaHe TPYAa;

) damunus, UMs, OTYECTBO (NMPH HaIM4YUM), TMpodeccus (JOIKHOCTH), MECTO paboThl pabOTHHKA,
IPOILEAIETo MPOBEPKY 3HAHUS TpeOOBaHUN OXpaHbl TPY/Ia;

€) pe3ynbTaT TPOBEPKH 3HaHUS TpeOOBaHMH OXpaHbl TpyJda (OLIEHKAa pe3ysibTaTa MpPOBEPKU
“yIOBIETBOPUTENBHO” WIH “HEYAOBIETBOPUTENIHLHO);

) JaTa MpOBEPKHU 3HAHHUs TpeOOBaHUI OXpaHbI TPY/a;

3) PEruCTpallMOHHBIM HOMEp 3alKCH O MPOXOXKIACHUU NMPOBEPKH 3HAHUS TpeOOBaHMI OXpaHbl Tpyla B
peectpe, 00yUeHHBIX 110 OXpaHe TPY/ia JIHI] (J1ajee - peecTp 00yUeHHBIX JIUIT);

1) MOANKCH pabOTHUKA, MPOILE/IIET0 MPOBEPKY 3HAHUS TPeOOBaHMI OXpaHbl TPyAa.

2.6. Ilporoxonm mpoBepKHM 3HAHUS TpeOOBaHUN OXpaHbl Tpylda pabOTHUKOB MOAMHCHIBAETCS
npejceaareneM (3aMecTUTeNeM IIpeceaaTens) U WieHaMid KOMUCCHH TI0 MPOBEpKe 3HaHUs TpeOoBaHUI
oxpaHsbl Tpyaa. JlomyckaeTcst BO3MOKHOCTb BEJICHHs POTOKOJIA MPOBEPKU 3HAHUS TPEOOBaHUI OXPaHBI
TpyAa paOOTHHUKOB B 3JIEKTPOHHOM BHJIE C HCIIOJIb30BAaHHEM 3JIEKTPOHHOW IMOAMUCH WIIH JII0OOOTO
Jpyroro cmoco0a, MO3BOJSIONIETO HAECHTU(PHUIMPOBATh JUYHOCTH PAOOTHHKA, B COOTBETCTBHM C
3akoHosaTenbCcTBOM Poccuiickoit ®enepaunu. [lo 3ampocy pabGoTHHKA €My BBIJAETCS MPOTOKOI
MIPOBEPKHU 3HaHUS TpeOOBaHMI OXpaHbl TpyJa Ha OYMaXHOM HOCHTEJIE.

2.7. B ciayyae ecnu HOpMaTHUBHBIMHM IIPABOBBIMH aKTaMHM HE YCTaHOBJIEHA HEOOXOJIMMOCTH BbIIAYU
YAOCTOBEPEHUN O TPOBEpPKE 3HAHMUSI PAOOTHUKOM TPEOOBAHWI OXpaHBl TPyAa, MOTOJHUTEIHHO K
IPOTOKOJy MPOBEPKHM 3HAHUS TpeOOBaHUN OXpaHbl TpyAa pPaOOTHUKOB JOMYCKaeTCsl BblIaBaTh
YIOCTOBEpEHHE O MPOBEPKE 3HAHUSA TPEOOBaHMI OXpaHbl TpyAa paOOTHUKY, YCIEIIHO MPOLIEIIIEMY
NPOBEPKY 3HAHUS TPEOOBAaHUI OXpaHbI TPyJa.



2.8. Tlo oxoHuaHMM OOy4eHHs TpyHIbl OTBETCTBEHHOE JMLO 3a OPraHU3alMOHHO-METOIUYECKOE
COIIPOBOKIEHHUE TPpyHIbl (GOPMUPYET UTOTOBYIO MAIKy C MIAEHTH()UKALMOHHBIM HOMEPOM IpYIIbI, B
KOTOPYIO BKJIFOUAIOTCS CIEIYIOIINE TOKYMEHTHI:

-CIIUCOK JIMI], HAIPaBIseMbIX Ha OOydeHHEe (MOXKeT ObITh OJMH Ha HECKOJbKO IPYHI MO OJHOMY
HAaIPaBJICHUIO);

-TIpUKa3 0 IpueMe Ha 00yUYCHHE;

-TpUKa3 00 OTYHCIICHUHY;

-pacnucaHue 3aHATUN;

-)KypHaJ y4eTa [IOCEeIaeMOCTH U PE3YyJIbTaTOB KOHTPOJISI 3HAHUI;

-[IpUKa3 O Ha3HAYE€HUH KOMHCCUU

-[IPOTOKOJI MPOBEPKH 3HAHUS TPEOOBAHUM OXPaHBI TPYy1a PaOOTHUKOB,;

-)KypHaJIbl yueTa BbI1aul JJOKYMEHTOB

-JIUCTBI OTBETOB (€CNIM IO IporpamMMme NpeayCMOTpEeHa TecToBas (opMma HpPOBEIEHUS HTOTOBOU
aTTeCcTall) MO0 KOJIUYECTBY YUaCTHUKOB IPOBEPKU 3HAHUU.

2.9. XpaHeHue J[IOKYMEHTOB B MTOIOBOM NIanKe C WACHTU(PUKAIMOHHBIM HOMEPOM TIpYIIIbI
OCYIIECTBJISIETCS B COOTBETCTBUM C HOMEHKJIATypo# aen OpraHu3anuu.

2.10. OTBETCTBEHHOCTb 3a XpaHCHHE W ApXMBHPOBAHHE JOKYMEHTOB 00 0Oy4eHUM pPaOOTHHKOB U
paboTomareneii BompocaM OXpaHbl TpyJa M OpPraHMU3ALHUIO JEJONPOM3BOJACTBA, COOJIOACHUE
yCTaHOBJIEHHbIX HacTosiuM IlonmokeHnem B OpraHuzaly BO3JIaraeTcsi Ha pPyKOBOAMTENsS y4yeOHO-
meToauueckoro oraecna OO0 «YI BTK HH».

2.11. HenocpenctBeHHass paboTa MO KOMIUIEKTOBAHUIO JIOKYMEHTOB 00 0OydyeHUM paOOTHUKOB U
paboTrozareneil BoImpocaM OXpPaHbl TPYAa OCYILECTBIIAETCS COTPYIHUKAMH Yy4eOHO-METOIUYECKOIo
oTaena.

3. MecTo 1 cpoKHM XpaHEHHsI IOKYMEHTOB 10 00Y4YEeHHIO 110 OXpaHe TPy/Aa Ha OyMaKHOM HOCHTeJIe

3.1. XpaneHue JOKYMEHTOB 110 00YUYEHUIO 110 OXpaHe TPpyJa Ha OYMa)KHOM HOCHUTEJIE OCYIIECTBIISETCS B
y4eOHO-METOIMUECKOM OTJIEIE.

3.2. B cooTBeTCTBUU C HOMEHKIIATypoil Aen OpraHu3anuu JUis XpaHeHUs TOKYMEHTOB 10 00yYEHHIO 10
OXpaHe TpyJa Ha OyMa)KHOM HOCHUTEIE YCTaHABIMBAIOTCS CIIEAYIOIINE CPOKHU:

MHexc 3aroyioBoK jena Cpox xpaHeHHUs [Mpumeuanne
nena
03-01 [Tporpammbr 0OydeHuUs
5 ner
03-02 [TpoBepouHbIe MaTepUAIIBI: TECTHI, 1 rox
3aJ1aHus, SK3aMEeHAI[MOHHbBIC OMJICTHI
03-03 HTorosas namnka: npuka3ssl o S et
OpraHM3anuy y4yeOHOro mporecca

(3aumcieHus, OTYMCIICHYSI); paCIIMCaHNe

Ha IPYIINY; )KypHAaJ; POTOKOJT; 3asiBKa
03-04 [Ipuka3el 0 HA3HAYEHUH KOMHUCCHHU 5 met




03-05

[IpoToKOBI 3aceaHNsI KOMUCCUU T10 10 ner
MPOBEPKE 3HAHUU
03-06 XKypnan perucrpanuu y4eOHbIX Pyl 5 ner
03-07 JIoKyMEHTBI O TPOBEPKE 3HAHUM 110 Jlo ux BoctpeboBanust | 1. 7 [Topsinka, yTB.
OXpaHe Tpyaa [Tpukazom
MuHoOpHayKH
Poccum ot
14.10.2013 N 1145
03-08 XKypHan y4era BbIIa4l TOKYMEHTOB O 50 ner
IPOBEpPKE 3HAHUI 10 OXpaHe Tpya
03-09 PeecTp BbIIAHHBIX JOKYMEHTOB O 50 ser
IPOBEpPKE 3HAHUI 10 OXpaHe Tpya
03-10 Jlo MuHOBaHUs
Y4eOHO-MEeTOIUYECKHE MAaTePUAIIBI 10 HAaJT0OHOCTH
nporpaMmam (KOHCIIEKTHI JIKIIHH,
NPE3CHTAINH, Pa3IaTOYHbIC MaTePHAIIBI
JUIS ICKIMOHHBIX U TPAKTHUECKUX
3aHATUN):
a) Mo MeCTy pa3paboTKH
0) B IpyruX OpraHu3aImsIx
03-11 3asgBieHus 00yJaroUIXCs 5 ner
Peectp ydera 61aHKOB JOKYMEHTOB 3 rona [Tocne yHuuTOXEHUS
03-12 YCTaHOBJIEHHOT'O 00pas3iia CTpOroi A Ol1aHKOB
OTYETHOCTH
03-13 3rona [Tocne yanuTOXKEHUS

AKTBI ciCaHusl OJJaHKOB JJOKYMEHTOB
YCTAHOBJIEHHOTO 00pa3iia cTporoi
OTUETHOCTHU

OJIaHKOB

4. Tlopsinok mepeBoJa J0KYMEHTOB, H3rOTOBJIEHHbIX HA 0yMa:KHOM HOCHTeJle, B
3JIEKTPOHHBbIE JOKYMeHThI. [IpaBuiia XpaHeHusi 1 apXMBUPOBAHMS, PE3EPBHOIO

KONHMPOBAHHUA U BOCCTAHOBJICHHS JJIEKTPOHHBIX JOKYMEHTOB, IOANUCAHHBIX YCHICHHOI
KBAJIM(PUIUPOBAHHON YJIEKTPOHHOMH NOANHUCHIO

4.1. B Opranuzaimuy JOMYCKAeTCs BO3MOXKHOCTh BEIEHHUS IPOTOKOJA MPOBEPKHU 3HAHMS
TpeOOBaHUI OXpaHbI TpyJa PaOOTHUKOB B JEKTPOHHOM BHJIE C MCIOJIB30BAHUEM 3JIEKTPOHHOMN

MOAMKUCH WA JIO0OTO JAPYyroro crocooda,
pabOTHHKA, B COOTBETCTBHH C 3aKOHOAATENIbCTBOM Poccuiickoit deneparuu.

MO3BOJISAIONIETO  MACHTH(PHUIIUPOBATh JIMYHOCTH




4.2. [lepeBog JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE W COCTaBISAIONIMX OyMa)KHBIH apXwHB,
OCYILECTBIISICTCS B COOTBETCTBUU C IIPUKA30M I'€HEpaIbHOIo Aupekropa Opranuszanuu.

4.3. DnexTpoHHbIN 00pa3 JOKYMEHTOB CO3AAETCs C HOMOILBIO CPEJCTB CKAHUPOBAHMSL.

4.3. CxaHupOBaHWE IOKYMEHTA Ha OYMa)KHOM HOCHUTEJIE JOJIKHO TPOU3BOAUTHCS B MaciiTabde 1:1
B TpaJlallisiX Ceporo IBETa.

4.4. TIpn ckaHUpOBaHMM HEOOXOAMMO obecrieunBaTh paspenieHne He menee 200 Toyek Ha JIOM,
a TaKXKe COXpPAaHEHHE BCEX PEKBH3UTOB M AYTCHTUYHBIX MPHU3HAKOB MOJJIMHHOCTH, B TOM YHCIE
rpadudeckoil noanucu auna (un), neyatn Opranu3anuy, npu ee Haauuuu. daiin 3JeKTPOHHOTO
o0Opa3a JOKyMeHTa JOJDKeH ObITh B (opmaTte apxuBHoro xpanenus PDF, pasmep daiina
3JIEKTPOHHOTr0 00pa3a He 10JKEeH npeBbimaTh 30 MerabauT.

4.5. 'enepanbHbiM  upekTopoM OpraHuzaluy Ha3HAyaeTcs OTBETCTBEHHBIM CIELMANUCT,
YIOJIHOMOYEHHBIH Ha co3jaHue (aiaoB, mepenadyy JOKYMEHTOB B JJIEKTPOHHBIN apXus,
(dbopMHpOBaHUE 3IEKTPOHHOIO apxHBa, pabOTy C JOKYMEHTaMM >JIEKTPOHHOI'O apXuBa, B TOM
yrcae (GopMUpOBaHHE U 3aBepeHHE OyMa)KHOW KOMHH DJIEKTPOHHOTO TOKYMEHTa, 00eCreueHus
JIOCTOBEPHOCTH 3JICKTPOHHBIX JOKYMEHTOB, Pa3MEIICHHBIX M BBOJWMBIX B AJIEKTPOHHBIA apXUB,
oOecrnieueHre paboThl U OE€30MACHOCTH 3JIEKTPOHHOTO apXMBa, a TAK)KE PE3EPBHOI0 KOIMPOBAHUS,
BOCCTaHOBJICHHUS WH(POPMAIIHH.

4.6. OTBETCTBEHHBIM HCIIOJIHUTEIIEM CO3A€TCsl apXWBHBIA (haill JTOKyMEHTa C 3aIlOJIHEHUEM
HeoOxonuMoil nHpopmaru. Kaxapiit oTaebHbINA 3J€KTPOHHBIM 00pa3 T0OKYMEHTa J0JIKEH ObITh
IpEeJCTaBIeH B BUJAE OTIENBHOrO (ailyla ¢ HauMEHOBAHUEM, MO3BOJISIOIUM HIEHTH()ULUPOBATH
3JIEKTPOHHBIN 00pa3 JOKyMEHTa.

4.7. B apxuBHBIi (hailyl OTBETCTBEHHBIM HCIIOIHUTEINb 3arpy’KaeT JIEKTPOHHBIA 00pa3 JOKYMEHTa,
IpeBapUTENLHO CBEPSs €ro ¢ OPUTMHAIOM U (MJIM) HaJUIexKallle 3aBepEHHON KOMUEH.

4.8. Ilpu YCTaHOBJICHUH HUJIEHTUIHOCTH AJIEKTPOHHOTO oOpaza  JOKyMeHTa c
OpUTHMHAJIOM/HAJJIe)KaIe 3aBEPEHHOM KOMUEH OTBETCTBEHHBIM HCIOJHUTENh WU Te€HEpaTbHBINA
nupextop OpraHu3aiuy MOAMUCHIBACT €0 SJIEKTPOHHOH KBATM(HUIIMPOBAHHON MOIIHCHIO.

4.9. BBog TONYYEeHHBIX WJIM CQOPMHPOBAHHBIX OJJIEKTPOHHBIX O00pa3oB JOKYMEHTOB U
AJIEKTPOHHBIX JIOKYMEHTOB B 3JIEKTPOHHBIA apXUB JOJDKHBI BBIIOJTHATHCS OTBETCTBEHHBIMHU
UCTIOJIHUTEINISIMU B KpaTYalIINK CPOK.

4.10. OyHKIMOHAIBHBIE XapaKTEPUCTUKU 3JEKTPOHHOTO apXuBa JOJDKHBI  IPEACTaBISAThH
MOJIb30BATENSIM CIIEYIOLINE BO3MOKHOCTH:

-[IOMCK JIOKYMEHTOB 10 Pa3JIMYHBIM PEKBU3UTAM U 3HAUCHUSM;

-OTKPBITHE DJIEKTPOHHBIX 00Pa30B JOKYMEHTOB CTAaHIAPTHBIMU CPEACTBAMHU;

-BBIBOJI HA OYMa)KHBI HOCHUTEIIB;

-(opMupOBaHUE CTATHCTUYECKOH, U IPYTOH OTYETHOCTH O COCTOSTHUH JIEKTPOHHOTO apXHBa;
-pasrpaHrueHHEe PaB JOCTYIIA K JIOKyMEHTaM AJIEKTPOHHOTO apXHBa,

-HEBO3MOXKHOCTh YAAJICHUS PaHee 3arpyKEHHBIX 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB;
-HEBO3MOXKHOCTh yJaJ€HUS M 3aMEHbl JJIEKTPOHHOW TMOANUCH B paHee 3arpy>KeHHbBIX
AIIEKTPOHHBIX 00pa3ax JOKyMEHTOB;

4.11. DnexTtpoHHbId apxuB OpraHuzanuu BKIIOYaeT B ceOd HMHOOPMAIMOHHYIO CHUCTEMY,
00ecreynBaroIlyl0 YIpaBIeHHE apXWBHBIMU JJIEKTPOHHBIMH JIOKYMEHTaMH, M 00ecrednBaeT
MECTO JUISI XpaHEHUs DJIEKTPOHHBIX JOKYMEHTOB Ha (DM3MUecKH 0OOCOOJICHHBIX MaTepHabHBIX
HOCHUTEIISIX, B TOM YHCIIE Ui UX BPEMEHHOTO pa3MEIICHHUs, a TaKKe yCTaHABJIMBACTCS WIIU
BBIJIEIISIETCS] HEOOXOMMOE CepBEpHOE M KOMMYHHUKAIIMOHHOE 000y I0OBaHHUE.

4.12. DneKTpOHHBIE TOKYMEHTBI, MOAJIEKAIINE XPAHEHUIO, MIEPEalOTCs B 3JIEKTPOHHBIA apXUB B
YIOPSIOYEHHOM COCTOSHMM B BHUJI€ KOHTEHHEPOB, 00€CIEUNBAIOLINX 1IETOCTHOCTh 3JEKTPOHHBIX
JIOKYMEHTOB, Ha OCHOBAaHMU ONHCEH 3JIEKTPOHHBIX JOKYMEHTOB IO BHYTPEHHEH 3JIEKTPOHHOMH
noyte Opranu3anuy wid Ha 000COOJEHHBIX (ONTHYECKHX) HOCUTEIISX.



4.13. DeKTpOHHbIE TOKYMEHThI CUCTEMATU3UPYIOTCS 110 KOHTEHHEpaM, HHICKCUPYIOTCSI U UMEIOT
CPOK XpaHEHHs, ONpeesICHHbI HOMEHKIATypoi Aen Opranuzanuu, B HOpSIKE, YCTAHOBICHHOM B
OTHOIICHUH JieJl, CQOPMUPOBAHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

4.14. KoHTeiiHep 3JEKTPOHHOTO JOKYMEHTA IIPEACTABIsACT CO00M Zip-apXHB.

4.14.1. B xoHTeWHEp 3JIEKTPOHHOTO TIOKYMEHTA BKIIIOUAIOTCS:

-3JICKTPOHHBIN TOKYMEHT B (hopMaTe apXMUBHOTO XPAHCHUS,

-MeTaJJaHHbIC JJOKYMEHTA, BKJIFOYAst AICKTPOHHBIC IO ITUCH.

4.15. B cmydae HEOOXOAMMOCTH BOCCTAHOBJICHHS JAaHHBIX O3JEKTPOHHOTO JOKYMEHTA,
Opranuzanus MPOBOJUT UX pPE3epBHOEC KOMHMpoBaHHWE. [ OpraHW3aliil CHUCTEMBI PE3EPBHOTO
KOIUPOBAHUS HCIOJB3YIOTCS CTaHAAapTHBIE CpEICTBA OIEpaloHHON cucteMbl. PesepBHOE
KOIUPOBaHUE MPOBOJUTCS €KEMECIYHO He no3aHee 20-To uncia Mecsua.

4.16. Jlns cozmaHusi pe3epBHBIX KON JAHHBIX MPUMEHSIOTCA KOMITAKTHBIE (CMEHHBIE) HOCUTEN
nHpopmanuu (00Ja4HOE XPAHUIINIIE BHEITHUE KECTKUE TUCKH H T.I1.).

[Ipu co3maHmm  pe3epBHBIX KOMUW JIOMYCKACTCSI WX apPXWBHPOBAHHE CHCIIUATBHBIMU
MPOrPaMMHBIMH CPEJICTBAMH.

4.17. XpaHeHHe pe3epPBHBIX KOIHIA OCYIIECTBIIICTCS B TCUCHUE 6-TH MECSIICB.

4.18. BoccraHoBieHHE YTPAuE€HHBIX JIaHHBIX IMPOU3BOAUTCS U3 PE3EPBHOM  KOIMHH,
obecrneunBaroeld MUHUMAIBHYIO TTOTEPIO JTaHHBIX, COJIEPIKANINXCS B MH()OPMAIIMOHHOM pecypce.
4.19. OTBeTCTBEHHbIE JHIIA MPU padOTe C SJICKTPOHHBIMU JIOKYMEHTaMH OOS3aHBI COOIIOIAThH
TpeboBaHus 3akoHOoAaTenbcTBa Poccuiickoit deaeparuu o 3amuTe NepcoHaIbHbIX TaHHBIX.

5. [IpenocraBiieHue JOKYMEHTOB 00 00y4eHUH 110 OXpaHe TPY/Jda B JIEKTPOHHOM BH]Ie

5.1. I[Ipu BepeHMHM NPOTOKOJA MPOBEPKU 3HAHHUS TpPeOOBaHUN OXpaHbl TpyJda paOOTHUKOB B
AIIEKTPOHHOM BHJIE€, OOMEH AJIEKTPOHHBIMU IMPOTOKOJIAMU C JHMIAMM, MPOIIECIIINMUA IPOBEPKY
3HAaHUW N0 OXpaHe TpyAa HPOUCXOAUT TAaKKE MCKIIOUUTEIbHO B 3JIEKTPOHHOM BHJIE (IO
NIEKTPOHHOM mouTe) B 10-AHEBHBIN CPOK € JaThl 3acelaHus COOTBETCTBYIOUIEW KOMHMCCHH IO
IpOBEpKe 3HaHUM TpeOoBaHUM oXpaHbl Tpyaa B OpraHu3aiuu.

5.2. DNEKTPOHHBIM JOKYMEHT MOJIUCHIBACTCS YCHJIEHHON KBaJU(HUIMPOBAHHOW 3JIEKTPOHHOU
MOJIUCHIO TEHEPAIBHOIO AUpeKTOpa OpraHn3amnuy.

5.3.Ilo 3ampocy nuia, TPOMIEANIETO TPOBEPKY 3HAHWHA IO OXpaHE TpPyAa, €My BBITACTCS
IIPOTOKOJI IPOBEPKU 3HAHUS TPEOOBAHUI OXpaHbl TPyAa Ha OyMa)KHOM HOCHUTEJNE.

5.4. bymaxHast Komusi 3JEKTPOHHOTO JIOKyMEHTa 3aBepsieTcsi OTTUCKoM mmramma «Komus
JJIEKTPOHHOIO  JIOKYMEHTa BEpHa» (MIM COOCTBEHHOPYYHOMW 3alMCBI0O C TEKCTOM) U
COOCTBEHHOPYYHOI MOAMHUCHIO JIMIA, YIOJIHOMOUYEHHOTO 3aBepsTh JOKYMEHTHI OT HUMEHHU
Opranuzanuu ¢ pacuGpoBKoi (haMIIINU U JJOJDKHOCTH M YKa3aHHEM JaThl 3aBEPEHUSI.

5.5. OTBETCTBEHHBIH HCIIOJHUTEIh HECET MEPCOHAJIbHYIO OTBETCTBEHHOCTh 3a HICHTUYHOCTb
uHpopMaluu B OyMaKHOW KOMHMM 3JIEKTPOHHOIO JOKYMEHTa M €€ 3JIEKTPOHHOM OpUTHMHAle, a
TaKXe 3a Co3/1aHue OyMa)XHOH KOIUU JIOKYMEHTA.

5.6. JIucTl MHOTOCTPAaHHYHBIX OYMa)KHBIX KOINHWW 3JIEKTPOHHBIX TOKYMEHTOB JIOJDKHBI OBITH
IIPOHYMEPOBaHbI, JIOMYyCKAaeTcs OpOILIIOPOBAHME JIUCTOB MHOTOCTPAHUYHBIX JOKYMEHTOB, HX
IPOIIMBKA U 3aBEPEHHE COPOLIIOPOBAHHOIO JOKYMEHTa Ha 000POTE IMOCIEAHETO JIUCTA.

6. OTBETCTBEHHOCTb 32 XpaHEHHE JOKYMEHTOB
6.1. Opranusanust HeCeT OTBETCTBEHHOCTb 3@ COXPAHHOCTH JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE,

a TaKXkKe DIEKTPOHHBIX JIOKYMEHTOB JJEKTPOHHOTO apxuBa, OOpabOTKy U XpaHEHHE
NEPCOHATBHBIX JAHHBIX, COJIEPHKAIUXCS B DJIEKTPOHHOM M OYMa)KHOM apXuBe.



6.2. CoXpaHHOCTb DJICKTPOHHBIX JIOKYMEHTOB B OJJICKTPOHHOM apXWBE OOCCIEYHBACTCS
WCTIOJHUTENIbHOW nupekuuer Opranusaiuu.

6.3. [Ilpy XpaHeHUU SJICKTPOHHBIX JOKYMEHTOB Ha (PU3MYECKH OOOCOOJICHHBIX MaTepHAbHBIX
HOCHUTEJISIX OHHU 3alUINAIOTCA OT BPEAHBIX BO3JECHCTBUN OKpYXaromiel cpeibl, B TOM YHCIe
MarHUTHBIX, JJIEGKTPOMATHUTHBIX, TEMIIEPATYPHO-BIAKHOCTHBIX.

6.4. KOHTpOIb TEXHUYECKOTO COCTOSIHHS JJICKTPOHHBIX JOKYMEHTOB M (PU3MUYECKOTO COCTOSHUS
AJIEKTPOHHBIX U OYMa)KHBIX HOCUTEJICH MTPOBOAMUTCS HE PEXKE OJHOTO pa3a B 3 roja.



