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r. Benukuit Yetior

0 cHCTeMe XpaHeHHsl U APXHBHPOBAHHS JOKYMeHTOB 00 00y4eHHH MO OXpaHe
TPyJAa H POBepKe 3HAHHSI TPeOOBaHUH OXpaHe Tpy/aa

1. O0mue moJ10KeHu s

1.1. Hacrosimee Ilonoxkenwe onpenenser IlpaBuna  XpaHeHHs U
apXMBUPOBAHMS JIOKYMEHTOB 00 OOy4eHHH [0 OXpaHe Tpy[a M MPOBEPKE 3HAHHS
TpeOOBaHM OXpaHbl TPyJa, B TOMs YHMCJIE PErIaMEHTUPYET BOMPOCHI XpaHeHHUS
JIOKyMEHTOB Ha OyMa)KHOM HocuTese U (Miin) B Gopme 3/eKTPOHHBIX AOKYMEHTOB,
MOANMCAHHBIX YCHICHHOW KBaJIM(ULIMPOBAHHON 3JIEKTPOHHOM IMOANHKCEIO, TpaBUia
pe3epBHOrO  KOMWPOBaHMUS M BOCCTAHOBJIEHHMsI ~ JIOKYMEHTOB, @  TaKke
YCTAHABIHBAIOTCSI MOPSIIOK, MECTO, (OpPMBI M CPOKHM XpaHEHHs IOKyMEHTOB B
GIOMKETHOM TIpOo(GecCHOHANILHOM 00pa3oBaTeIbHOM  yupexkJeHun Bomorojackoi
obmactu «BenukoycTiorckuii MHOrornmpoduibHbI Kouiepk» (nanee — BITOY BO
«BYMK»/Yupexaenue). §

1.2. TTonoxxeHue pa3paboOTaHO B COOTBETCTBUU C MIl. «3» II. 5 ITocTaHOBIEHMS
IlpaBurensctBa PO ot 16.12.2021 roma Ne 2334 «OO6 .yrsepxnenuu IlpaBun
aKKpeJMTalliK OpraHU3allii, WHIMBUIYalIbHBIX NpEUIPHHUMATENIeH, OKa3bIBAIOILINX
yCIIyTH B 00J1aCTH OXpaHbl TPy/a, U TpeOOBaHUH K OpraHU3aIisIM, HHIUBHyalbHbIM
NpeAnpUHUMATE/SIM,  OKa3bIBAIOMIUM  yCJIyrH B OOJacTH  OXpaHbl  TpyAay,
[TocranoBnenueM IlpaButenscrsa PO or 24.12.2021 roga Ne 2464 «O mnopsuake
o0y4eHuss 1O OXpaHe TpyJda W IPOBEPKM 3HAHMs TpeOOBaHHM OXpaHbl TPYyHa»,
denepanpHoro 3akona or 6 ampens 2011 roma Ne 63-®3 «O06 251€KTPOHHOM
noxmucu», GenepanbHoro 3akona ot 22 oktsiopst 2004 roga Ne 12-@3 «O6 apXuBHOM
nene B Poccuiickont ®eneparuuny», Genepansroro 3akona or 27.07.2006 roxa Nel52-
®3 «O nepconanbubix AaHHbix», [OCT P 7.0.8-2013 HaumonanpHblid cTaHzapt
Poccuiickoit ®enepanyu. CructeMa CTaHAapToOB 110 WH(GOpMaKK, OUOIUOTEYHOMY U
u3JarenbckoMy  eiy. JleJonmpousBOACTBO M apXuMBHOe Jieno. TepMHHBI U
onpenenenus», «IOCT 54989-2012 (ISO/TR 18492:2005). HaunonambHbIH
cragaapr Poccuiickoii ®enepanuu. ObecrieyeHne J0JITOBPEMEHHOM COXPaHHOCTH
JNEeKTpPOHHBIX  jJokymentoB», «I'OCT P 54471-2011/ISO/TR  15801:2009.
Haumonaneueii  crangapt Poccuiickoit ®Penepanuu. CUCTEMBI  3JIEKTPOHHOTO
noKyMeHToo60poTa. Ympasienue nokymenrauued. Mudopmanus, coxpaHsemas B
5J€KTPOHHOM  BHJe. PexkoMeHganuMum 1o  OOECIHEYEeHHIO  JOCTOBEPHOCTH H



HaJIe)KHOCTH» M HMHBIX 3aKOHONATENBHBIX, HOPMATUBHBIX H JIOKAJBHBIX AaKTOB,
JCHCTBYIOIIUX B 00IaCTH XPaHEHHS! JOKYMEHTOB B YUPEIK/ICHHH.

1.3. Hacrosuee Tlonoxkenue pacrpoctpansiercs Ha OpraHH3alio paboThl ¢
AOKYMEHTaMHM, HE3aBUCHMO OT BHJA HOCHTENs, BKJIIOYas HUX [OJATOTOBKY,
PETUCTPALUIO, YYET M KOHTPOJb MCIOIHEHHUS, OCYLIECTBISIEMbIE C TOMOIIBIO
ABTOMAaTH3UPOBAHHBIX (KOMIIBIOTEPHBIX ) TEXHOJIOT'HIA.

1.4.  ABTOMAaTM3HMpOBAaHHBIC  TEXHONOIMM  OOPaGOTKH uHpOpMaLIWH,
COZIEPKAILICHCs B JOKYMEHTAX, JOJKHBI COOTBETCTBOBATH TPEGOBAHUSIM HACTOSIIETO
Ilonoxenwus.

1.5. Bompocsl, Heperymupyemsie Ilonoxkennem, peraiorcs B HOpsiJIKe,
ycraHoBineHHOM Tpynoseim Konekcom P® u apyrumu HOPMaTUBHO-ITIPABOBLIMU
aKTaMH TPYAOBOI'0 3aKOHOIATEILCTBA.

2. Cucrema XpaHeHHs: H ADXHBHPOBAHHSI JOKYMEHTOB.
IlpaBuiia uX apxuBHpOBaHUS

2.1. Jloxymentanus BIIOY BO «BYMK» 06 06yuenun 1o oxXpaHe Tpyaa u
IPOBEpPKe 3HaHKsl TPeOOBAaHUH OXPaHbI TPY/a BKIIOYAET B Cebs:

- IPOTpaMMbI O0y4YEeHHSI; .

- y4eOHO-MEeTOAUYeCKUE MaTepUaIb;

- 9K3aMeHaIlMOHHbIe OUJIEeTHI (TECThI);

- IPUKa3bl 0 GOPMUPOBAHUM YUEOHBIX MPYIIIL;

- pacliicaHue 3aHsITHIA;

- XKYPHAIIBI y4eTa 110CCHIAeMOCTH U PE3YJILTaTOB IIPOMEXKYTOUHOIO KOHTPOIIS
3HAHMH;

- IIPHKa3 O Ha3HAYCHHWH SK3aMEHALMOHHONW KOMHUCCHH (KOMHCCHH 110 MPOBEpKe
3HAHWUH),

- IPOTOKOJI IIPOBEPKH 3HAHMSI TPEOOBAHUM OXpaHbl TPY/IA;

- XKypHaJl yyeTa BblJla4u JJOKYMEHTOB;

- peecTp BBIIAHHBIX JOKYMEHTOB;

- IIPUKA3bI O BBIITYCKe yuyeOHbIX IPyIII;

- HHBIC JIOKYMEHTBI B COOTBETCTBHH € pazziesiom 3 HacTosiero [lonoxeHus.

2.2. Pe3ynbTaThl NPOBEPKH 3HAHUH MOCIE 3aBEPIICHHSI 00y4eHust TpeGoBaHUsIM
OXpaHbl TpyAa, OKa3aHUIO TIIEPBOH IMOMOIIM TMOCTPANABIIMM, HCIIOIB30BAHUIO
(IPUMEHEHHMIO) CPEJNCTB MHAMBHAYAILHON 3aIUTh, O(DOPMISIOTCS IIPOTOKOJIOM
IIPOBEPKH 3HAHUM.

2.3. IlpoTokon mNpoBepkH 3HAHHI MOXeT GBITH OhOPMIEH Ha OymMa)kHOM
HOCHTEJIC WM B DJIEKTPOHHOM BHJIE M SIBISIETCSI CBHJIETEIBCTBOM TOTO, YTO
CIylaTeJb IpOLIe] COOTBETCTBYIOLIee OOydeHHe U YCIIEIIHO 3aBepId  ero
IIPOBEPKOM 3HAHUM.

2.4. Hymepauust IpOTOKOJIOB BEAETCS B TEUEHME TOJ[d HAPACTAIOLIMM HTOrOM H
COOTBETCTBYET HOMEPY yueOHOM IpyIIIIbl.

2.5. B nporokone nposepku 3HaHUs TPeGOBAHMIT OXPAHbI TpyJa yKa3bIBaeTcs
crenyromas “H(Gpopmarms:

- [IOJIHO€ HAMMEHOBAHUE YUPEIKIEHHs], IIPOBOJUBILETO 00yUYEeHHE;



- Jara W HOMep IIpUKasza O CO3JaHMM KOMHUCCHUM I10 IIpOBEpKe 3HAHUU
TpeDOBaHUI OXpaHbl TPYAA;

- ®UO npencenaressi ¥ YI€HOB KOMUCCHUU;

- HAUMEHOBaHME U MPOAOIKUTEILHOCTD [IPOrPaMMbl;

- ®UO, npodeccust (IOKHOCTE), MECTO pabOThl pabOTHHKA, MPOIIEIIIEro
IIPOBEPKY 3HAHUH;

- pe3yiabTaT  [OpOBEpKM  3HAHMS  TpeOOBaHMM  OXpaHbl  Tpyda
(«ynOBIETBOPUTEIBHOY»/ «HEYIOBIETBOPUTEIHHOY);

- JlaTa MpOBEPKH 3HAHHUs, PErUCTPAlMOHHBIM HOMEp 3alKiCH O MPOXOKICHUU
MPOBEPKU 3HaHUs TpeOOBaHUM OXpaHbl Tpyjla B peecTpe OOy4YeHHBIX I10 OXpaHe
TPYyAa;

- IOANKUCH paOOTHHKA, TIPOILIEIIETO MPOBEPKY 3HAHUH.

2.6. Ilporokon npoBepku 3HaHUsI TPeOOBAHUM OXpaHbI TpyAa MOAMUCHIBACTCS
npezcenaresieM (3amMecTuTelleM IpejceaaTelis) U 4ieHaMU KOMMCCHM 10 INPOBEpKe
3HaHUU TpeOOBaHUM OXpaHbI TPY/A.

HormyckaeTcsi BO3MOKHOCTb BeAICHUS IPOTOKOJIA [IPOBEPKU 3HAHUS TpeOOBaHUI
OXpaHbl TpyAa B 3J€KTPOHHOM BHJE C UCIIOJI30BAHUEM 3JIEKTPOHHOMN IOAIMCH WU
moboro apyroro crnocoda, Mo3BOISIONIEr0 HASHTU(DUIIMPOBATH JIMYHOCTD CILyIIATEs,
B COOTBETCTBHUH C 3aKOHOAATEILCTBON Poccuiickoit denepaniui.

Ilo 3ampocy ciyiuaresst eMy BbIIAeTCsi IPOTOKOJ Ha OyMakKHOM HOCHUTEIIE.

2.7. B cmyuae, eciM HOpPMAaTMBHBIMHM ITPABOBBIMHU aKTaMH HE€ YCTaHOBJIEHA
HeOOXOAMMOCTh BBIJIa4YM Y/IOCTOBEPEHUH O IMpOBepKe 3HaHUs TpeOOBaHUN OXpaHbl
TPyZAa, AOIMOJHHUTENBHO K IPOTOKOIY IPOBEPKU 3HAHUS JOIYCKAeTCsi BbIaBaTh
YAOCTOBEpEHUE O I[pOBEepKe 3HAHUS TpeOOBaHUM OXpaHbl TpyjAa ClyLIaTelio,
YCIIEIHO IIPOLIeAIEMY IIPOBEPKY 3HAHUIA.

2.8. Ilo oxonuanuum oOyueHUs] TpyIIbl JIMLIO, OTBETCTBEHHOE 3a
OpraHU3alMOHHO-METOINYECKOe COMPOBOXKIeHHe 00yueHus (Metoauct), GpopMupyer
UTOTOBYIO NAIKY ¢ HASHTU(DUKAIIMOHHBIM HOMEPOM I'PYIIIIbI, B KOTOPYIO BKJIIOYAOTCS
cllelyolue JOKYMEHThI:

- IpUKa3 O 3a4UCIICHUHN I'PYIIIIHI;

- IPUKa3 O BBIILYCKE IPYIIIb;

- pacnucaHue 3aHsATUH;

- )KypHaJl y4yeTa M0oCelaeMOCTH 3aHsITUI U pe3yIbTaToB KOHTPOJISI 3HAHUIH;

- IpUKa3 O Ha3HAY€HUH KOMUCCHH;

- IPOTOKOJI IPOBEPKU 3HAHUM TpeOOBaHUM OXpaHbI TPy/a.

2.9. XpaHeHHe J[IOKyMEHTOB B HMTOrOBOW IMamke C HAEHTU(PUKALUOHHBIM
HOMEpPOM TIpyIIbl OCYLIECTBIAETCS B COOTBETCTBUM C HOMEHKIATypoOH Jen
YypexieHus.

2.10. OTBeTrcTBEHHOCTh 3a XpaHEHHEe M aAPXUBUPOBAHHME JIOKYMEHTOB 00
o0y4eHUHU U NpOBepKe 3HAHUH 10 OXpaHe Tpyjla ¥ OpraHMU3alHMIO JeI0IPOU3BOICTRA,
coOmoieHre yCTaHOBIEHHBIX HAacTOsAWMUM [TosiokenneM, B YUpek/IeHHH BO3Jaraercs
Ha 3aBEYIOLIEr0 PECYypPCHBIM LIEHTPOM.

2.11. HenocpexncrBenHass pabora 10 KOMIUIEKTOBAHHIO JOKYMEHTOB 00
oO0y4yeHHHM U IIpoBepKe 3HaHHM TpeOOBaHUH OXpaHbl TpyJda OCYLIECTBIIAETCS
METO/IUCTOM.



3. MecTO M CPOKH XpaHEHHsI JOKYMEHTOB 110 00Y4€HHIO H NIPOBEpPKe 3HAHUH
TpeOOBaHHH OXpaHbI TPy/la HA OyMaKHOM HOCHTeEJIe

3.1. XpaHeHue NOKYMEHTOB 110 OOy4eHHIO U NpOBEpKe 3HAHUN TpeOoBaHMM
OXpaHbl TpyAda Ha OyMa)XHOM HOCHTENIe OCYIIECTBISICTCS B apXHUBE PEeCypCHOTO
uentpa bIIOY BO «BYMK».

3.2. B coorBercTBUM ¢ HOMEHKJIATYpOH Jiejl YUpeKIeHUs Ul XpaHEHHs
JIOKYMEHTOB 110 OOy4YeHHIO M IpOBEpKe 3HaHUs TpeOOBaHUM OXpaHBl TpyJla Ha
OyMa)KHOM HOCHTEJIe YCTAHABIHBAIOTCS CIEAYIOIIHE CPOKH:

- [Iporpammer oOyuenust - 5 JieT;

- [IpoBepounsie Marepuasbl (TeCThl, 3a/1aHus, OuneTsl) - 1 rox;

- Urorosas mnarka - 5 jier;

- [Ipukasel 0 Ha3HAYEHUH KOMUCCHUH - S JIET;

- [Iporokoutbl 3aceiaHust KOMMUCCHH T10 IIPOBEpKe 3HaHui - 10 jieT;

- JKypHan yuyera Bblga4u JOKYMEHTOB O IpoBepKe 3HaHui - 50 ser;

- Peectp yuera G1aHKOB IOKYMEHTOB CTPOTO#M OTYETHOCTH - 3 roja;

- AKTBI criicaHust OJIaHKOB JIOKYMEHTOB CTPOTOW OTYETHOCTH - 3 Trojia.

4. Ilopsiiok nepeBo/1a JOKYMEHTOR, H3rOTOBJIEHHBIX HA OyMasKHOM HOCHTEJIe, B
3JIeKTPOHHBIe N0KYyMeHTbl. IIpaBuiia XpaHnenusi H apXuBHPOBAHHUSI, Pe3ePBHOI0
KONMPOBAHHS H BOCCTAHOBJICHHS JIEKTPOHHBIX JI0KYMEHTOB, MOANHCAHHBIX
YCHJICHHOH KBAJH(PHUHPOBAHHON JIEKTPOHHON MOANNCHIO

4.1. B YupexaeHuu J1011yCKaeTCsi BO3MOXKHOCTh BeJICHHUS IIPOTOKOJIA [TPOBEPKU
3HaHUs TpeOOBaHMM OXpaHbl Tpyda B 9JIEKTPOHHOM BHJIE C HCIIOJb30BaHHEM
DJIEKTPOHHON  MOANMMCU MM JI0O0ro  Jpyroro  crnocoda,  IMO3BOJISIIOLICTO
MIeHTU(UIMPOBATH CIIyIIATeNsl, B COOTBETCTBUH C 3aKOHOAATEIHCTBOM PD.

4.2. IlepeBox JNOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE M COCTaBJISIONIMX
OyMakKHbIM apXMB, OCYLIECTBISIETCS B COOTBETCTBUH C IIPUKA30M JHPEKTOpa
YupexaeHusl.

4.3. DneKTpOHHBIH 00pa3 JJIOKYMEHTOB CO3/1aeTCsl ¢ [IOMOIIIBIO CKAHUPOBAHUSI.

4.4. Tlpn cxkaHupoBaHMM HEOOXOAMMO oOecleuynBaTh paspellieHHe He MeHee
200 Touek Ha MOHM, a TaK)KE COXpaHCHHE BCeX PEKBHU3UTOB M ayTEHTHUYHBIX
[IPU3HAKOB IOMJIMHHOCTH, B TOM 4YHcle rpaduyecKkoil IOANUCH JIUIA, IIeYaTH
Yypexaenus. DIeKTpOHHbIM Gaiin jokymeHTa JlojbkeH ObiTh B ¢opmare PDF.
Pasmep anexrponHoro ¢aiina He A0KeH npesbinarh 30 Meradair.

4.5. JlupexkropoM VYUpexIeHHS Ha3HA4YaeTCsi OTBETCTBEHHBIW CITCIIHAJIHCT,
YIIOJIHOMOYEHHBI Ha co3janue (aiioB, repejiayy JIOKYMEHTOB B 3JIEKTPOHHBIH
apxuB, (OpPMHPOBAHUE IEKTPOHHOI'O apXuBa, paboTy C TOKYMEHTAMH 3JIEKTPOHHOTO
apXuBa, B TOM uuciie (GOpMUpOBaHHE U 3aBepeHUe OyMa)KHOW KOITHH 3JIEKTPOHHOTO
JIOKyMeHTa, obecredeHus: JOCTOBEPHOCTH IEKTPOHHBIX TOKYMEHTOB, pa3MeIleHHbIX
M BBOAMMBIX B 3JEKTPOHHBIM apxuB, a TakKe pe3epBHOIO KOIUPOBAHHS,
BOCCTAHOBIIEHHUST HH(POPMAIIUH.

4.6. OTBETCTBEHHBIM HCIIOJIHUTENIEM CO3/1aCTCsl apXUBHBINM (hailil JOKyMeHTa ¢
3aII0JIHEHUEM HeoOXo1uMoi nHpopmaiuu. Kax bl o1/1e/1bHbINH 3JeKTPOHHBIA 00pa3



JOKYMEHTA JOJKEH OBITh IPEJICTaBICH B BUJIC OT/ACIBLHOrO (haiiia ¢ HAUMEHOBaHHUEM,
MO3BOJISIIOLIUM UACHTU(PUIIUPOBATH dJIEKTPOHHBIN 00pa3 IOKyMeHTa.

4.7. B apxuBHBIN (ailyl OTBETCTBEHHBIH UCIIOTHUTEIb 3arpy)KaeT JIeKTPOHHBIN
obpa3 [OKymMeHTa, IpeIBapUTEIBbHO CBepssi €ro C OpPHUTHHAJIOM M HaJJexalle
3aBEPEHHON KOIUEH.

4.8. Ilpu ycraHOBIEHUH MIAECHTUYHOCTH IJIEKTPOHHOIO oOpasa JOKyMeHTa C
OPUTHMHAJIOM/KOIIUEH OTBETCTBEHHBIM HCIOJHUTENb WM JUPEKTOP YUYPEeXkKICHHUs
IIOJJIIUCHIBAET €ro IEKTPOHHOM KBATU(PUIMPOBAHHOMN MOAUCHIO.

4.9. BBox mnoiy4eHHBIX WJIM COOPMHPOBAHHBIX IJIEKTPOHHBIX 00pa3oB
JIOKYMEHTOB B 3JIEKTPOHHBIA apXUB J0JKEH BBIIOJIHATHCS OTBETCTBEHHBIM JIUIIOM B
KpaT4yauliui CpoK.

4.10. DneKTpOHHBIN = apXUB MPEHOCTABISIET IOJIB30BATENSAM  CIEAYIOIHE
BO3MO)KHOCTH:

- IOUCK JIOKYMEHTOB I10 PEKBU3UTAM U 3HAYCHUSIM;

- OTKPBITUE IEKTPOHHBIX 00pa30B JOKYMEHTOB CTaHAapPTHBIMK CPEICTBAMU;

- BBIBOJ1 Ha OyMa)kKHBIH HOCHUTEIT;

- (opMHpOBaHHE CTATUCTHYECKOM M JPYroil OTYETHOCTH O COCTOSHUU
9JIEKTPOHHOIO apXuBa;

- pasrpaHMYEHHUE IpaB A0CTYNQ K JOKYMEHTaM 3JIEKTPOHHOTO apXHBa;

- HEBO3MOXHOCTb YAQJIEHUS] pPaHee 3arpyKEeHHBIX OSJIEKTPOHHBIX 00pa3oB
JIOKyMEHTOB;

- HEBO3MOXXHOCTb YJaJIeHUsI M 3aMEHbI DJJIEKTPOHHOW TMIOAIKMCH B paHee
3arpy’K€HHBIX JIEKTPOHHBIX 00pa3ax JOKYMEHTOB.

4.11. DieKTpOHHBIN apXUB yupeXkJeHHUs BKIIO4YaeT B ceOsi HHYOPMAIHOHHYIO
cucTeMy, 00ecreunBalollyto YIIPaBiCeHUe apXUBHBIMU JJIEKTPOHHBIMH JOKYMEHTAMH
1 obecrieynBaeT MeCTO ISl XPAHEHHs! IJIEKTPOHHBIX JOKYMEHTOB Ha (DH3HYECKH
000CO0IEHHBIX MaTepHUabHBIX HOCHUTENSIX, B TOM YHCJIE JUISI HX BPEMEHHOTO
pa3sMeIleHus], a TAaK)KEe YCTAHABIMBAIOTCS WIIM BbIICNISAETCS HEOOXOAUMOE CepBEpHOE U
KOMMYHHKaILIMOHHOE 000py10BaHue.

4.12. DnexTpoHHBIE MOKYMEHTBI, MOJUIeXKAIIWe XPaHEHUIO, IepeialoTcs B
DJIEKTPOHHBIA apXWB B  YIOPSIJIOYEHHOM COCTOSSHUM B BHJIEe KOHTEHHEpOB,
obecrevnBaoIIUX LHEeJIOCTHOCTh JIEKTPOHHBIX JOKYMEHTOB, Ha OCHOBAHHM OIUCEH
5JIEKTPOHHBIX JOKYMEHTOB 110 BHYTPEHHEH 3JIeKTPOHHOM MOUTe YUPEKICHUS HIIA Ha
000C00JIEHHBIX (ONITUYECKUX ) HOCUTEJISIX.

4.13. DnexTpOoHHbBIE JOKYMEHTBHI, CHCTEMaTH3HpPYIOTCSl I10 KOHTeHHepaM,
UHIEKCUPYIOTCSI U MMEIOT CPOK XpaHEHWUsI, OIpe/leIeHHbI HOMEHKJIATypor el
YupexaeHus, B TIOpsJIKe, YCTAHOBICHHOM B OTHOILEHUU JieJ, CHOPMUPOBAHHBIX W3
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

4.14. KonteiHep 2J1eKTPOHHOIO JOKyMeHTa npejacrasisier codboi ZIP-apxus. B
KOHTEMHEpP JJIEKTPOHHOIO JIOKYMEHTA BKJIIOYAIOTCS: ODJEKTPOHHBIA [JAOKYMEHT B
(Gopmare apxXMBHOIO XpaHEHUs] U MeTaIaHHble JOKyMEHTa, BKIIOYas JIEKTPOHHbBIE
[IO/IIIUCH.

4.15. B cnydyae HeoOXOOMMOCTH BOCCTAHOBJIEHMSI JAHHBIX 3JEKTPOHHOIO
JOKYMeHTa, YYpeKIeHHe IPOBOAMUT pe3epBHOE KomupoBaHue. s opraHuzamuu
pPE3epBHOIO KOIMPOBAHMSI HCIIOIBL3YIOTCSI CTAaH/IApPTHBIE CPEeACTBA OlepallMOHHON



CHCTeMBI. PesepBHOe KONMMpOBaHHE NMPOBOMUTCS €XeMECSIHO He mosaHee 20 umcia
Mecsia.

4.16. Jlnsa co3naHusi pe3epBHBIX KOMHH JaHHBIX IIPUMEHSIOTCST KOMIIAKTHbIE
(cmenHble) HocuTenu wuHpOpManMu (o6rauHOe XPaHWIHIIIE, BHEIIHHUE JKECTKUE
aucku). Ilpu cosmaHuM pesepBHBIX Komwmii JAOITyCKAIOTCSl UX apXUBHPOBAHUE
CIIEMAJIbHBIMHU IIPOrPAMMHBIMHU CPE/ICTBAMH.

4.17. XpaHnenue pe3epBHBIX KOIHUI OCYIIECTBISETCS B TEUCHHE 3-X MeCsIIIeB.

4.18. BoccTaHOBIICHHE YTpayeHHBIX JAHHBIX [IPOU3BOIAUTCSL U3 pEe3epBHOM
KOIIUM, 00eCIIeYMBAIOLICH MHHUMAIBHYIO [OTEPI0 JAHHBIX, coJiepKalIuxcss B
MH(OpMaIOHHOM pecypce.

4.19. OrtsercrBenHble sMua 1pu paGore ¢ DJIEKTPOHHBIMHM JIOKYMEHTaMHU
00s13aHBl  COOMONATh TPeGOBAHMS 3aKOHONATENLCTBA POCCHICKOM Oenepanuu o
3allMTe NEPCOHAIBHBIX JIAHHBIX.

5. llpexocrapienne J0KyMeHTOB 06 0Gyuenun 1mo oXpaHe Tpyaa B %IeKTPOHHOM
BH/IE

5.1. Ilpu BenleHHH NPOTOKOJIA HPOBEPKH 3HAHMUS TpeboBaHUI OXpaHbI Tpyaa B
SJICKTPOHHOM BHJIE, OOMEH 3IEKTPQHHBIMHA MPOTOKOMAMHU C JIMIAMH, IPOLIEAILAMHA
[IPOBEPKY 3HAHMH MPOMCXOAUT TOKE MCKIIOYMTENLHO B 3JIEKTPOHHOM BHJIC (1o
OJIEKTPOHHOH 1o4te) B 10-1HEBHBIH CPOK ¢ Jlarhl 3aceiaHus COOTBETCTBYIOIIEH
KOMHCCHH I10 ITPOBEPKE 3HAHUIA.

Sl DNEeKTPOHHBIN JIOKYMEHT NIOAITHCHIBACTCS YCHIIEHHOH
KBaJIU(pUIHIPOBAHHOM JIEKTPOHHOI TOAIHUCHIO JIMpeKTopa YupekJIeHHs.

5.3. Ilo 3anpocy snuua, npomemmero NIPOBEPKY 3HAHHK TPeOOBAHUI OXpaHb
Tpyaa, eMy BBIAAETCs IIPOTOKOII MPOBEPKH 3HAHUI HA OyMaKHOM HOCHTEJIE.

5.4. Bymaxknast KOIHst 3JIeKTPOHHOTO JTOKYMEHTA 3aBEPSAETCs OTTUCKOM IITaMIIa
«Korusi 371€KTPOHHOIO JIOKyMEHTa BepHa» W COOCTBEHHOPYYHON IOJMMUCHIO JIHIIA,
YHOTHOMOYCHHOIO 3aBEPsATh NOKYMEHTBl OT MMEHH YUpexeHHs ¢ pacHmdpoBKOii
®HO u ykazanueM narsl.

5.5. OTBeTCTBEHHBIN UCIOIHUTEH HECET [ePCOHAIbHYIO OTBETCTBEHHOCTH 3a
MICHTHYHOCTh MHpOpMauyu B GYMaXKHOH KOMMM DIeKTPOHHOTO JOKYMEHTa U ee
JICKTPOHHOM OpUTHHAJIE, a TAKIKe 3a Co3/laHue OyMaKHON KOITHHM JOKYMEHTA.

5.6. JIUCTBI MHOTOCTPAHUYHBIX GyMaXKHBIX KOIHii DJICKTPOHHBIX JIOKYMEHTOB
JIOIDKHBIL ~ OBITH  NIPOHYMEPOBAHbI,  JOIYCKAETCS OpOLIIOPOBaHKE  JIHCTOB
MHOTOCTPaHMIHBIX NOKYMEHTOB, MX IPOLIMBKA W 3aBepeHHe COPOLIFOPOBAHHOIO
JAOKyMEHTa Ha 000pOTe MMOCIIEHEro JIUCTA.

6. OTBeTCTBEHHOCTD 32 XpaHeHHe JOKYMEHTOB

6.1. YupexneHue HeceT OTBETCTBEHHOCT 3a COXPaHHOCTh JOKYMEHTOB KaK Ha
OyMa@XHOM, TaK W Ha 3JEKTPOHHOM HOCHTEJE, a TAKIKe BJIEKTPOHHOIO apXHBa,
00paboTKy M XpaHeHHe NepCOHANbHBIX JaHHBIX, COLCPIKAIINXCS B JJIEKTPOHHOM U
OyMa)KHOM apXHBax.

6.2. Ilpu XpaHeHHH 3JI€KTPOHHBIX JIOKYMEHTOB Ha (Gusrueckn 060cobIeHHBIX



MaT€pHajbHBIX HOCHTENSIX OHHM  3allMINAIOTCS  OT  BPEAHBIX  BO3ACHCTBHIA
OKpYXaIOIeH Cpelbl, B TOM YHCIEC MATHHUTHBIX, OJJEKTPOMATHHUTHBIX H
TeMIIepaTy pHO-BJIaXKHOCTHBIX.

6.3. KOHTpOIb TEXHHYECKOIO COCTOSIHHSI 3J1€KTPOHHBIX JIOKYMEHTOB W
(DHU3MYIECKOrO COCTOSIHUS SJIEKTPOHHBIX M OyMaKHBIX HOCHTENeH POBOIUTCS He
pexe OJTHOro pasa B 3 rojia.
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