YTBepikaar

ITo/0KeHHe 0 CHETEMe XPAHEHHN H APXHBHPOBAHHH J0KYMeHToB 00 00y4eHHH pabOTHHKOB H
paboTogaresiell BompocaM oXpaHbl Tpyaa.

1.00mee moJiosKeHHE

1.1. HacTosinee nookKeHHe OIPeENIeT MPpaBujia XpaHeHus U apXUBHPOBAHHAS IOKYMEHTOB 00 00y4eHHH
paboTHEKOB ¥ paboTonaTeneil BompocaM OXpaHbl TPYAA, B T.9. PETTIAMEHTHPYET BOIIPOCE! JOKYMEHTOB Ha
GyMakHOM HOcHUTeNe | (AiE) B HhopMe JIEKTPOHHEIX JOKYMEHTOB, HONUCAHHBIX YCHIICHHOH
KBATHQHUIIMPOBAHHOI 3EKTPOHHO#H ITOITHCHIO, IPABHIIA PE3EPBHOTO KOMHPOBAHHS H BOCCTAHOBIICHH
JIOKYMEHTOB , 4 TaKyKe YCTaHaBIIMBAIOTCS IOPS/I0K, MecTO, (hOPMEI H CPOKH XpaHeHH: JokymenToB B 000
«YI»cTabHIBHOCTE Y.

1.2. Tlonoxenue pa3paboTaHo B COOTBETCTBHE C Il «3» I1.5 [TocTanosnenus IIpasutenscrtea PO ot
16.12.2021r Ne 2334 «O6 yreepxaenun [IpaBun akkpeguTaluy OpraHu3al(iid, HHIHBHIYaTEHEIX
IpeanpHHUMATe]el, OKa3bIBAIONIHX YCIYTH B 00/1aCTH OXpaHbl TPY/a, U HHIWBH/YAJIbHEIM
IpeaIPHHUMATEIIM, OKa3bIBArOIMM OKa3bIBAIOIAM YCIyTH B 00/1acTH oXpaHsl TpyAar.Ilocranosnenue
[TpaButenscrea PO or 24.12.2021r Ne2464 «O nopsnake oOydeHus 110 0XpaHe TPy/Aa U MPOBEPKH 3HAHHS
TpeboBaHuit oxpansl Tpyaa», Penepansroro 3akoHa oT 06.04.2011r Ne69-03 «O06 31€KTPOHHON IOIITHCH Y,
@epepansroro 3akoHa ot 22.10.2004 r. Ne12-®3 «O6 apxusHoM nene B Poccuiickoi Penepalin,
®enepanpubiit 3aKoH 0T 27.07.2006 Nel152-D3 «O nepconanbHbX faHHEXY, «'OCT P 7.0.8-2013.
HauuonaneHeli cTanaapt Poccuiickoit denepanuu. Cucrema CTaHAApPTOB N0 HHQOPMANKH,
OHOTHOTKYHOMY ¥ M3JaTeILCKOMY Jey. Jleonpou3BOACTRBO U apXUBHOE 1eN0. TepMIHEI U ONIPENeIeHUA),
«"OCT P 54989-2012(ISO/TR 18492:2005). HanmonamsHen! crannapt Poccuiickoi @enepaiiun.
Obecrieyenne JOITOBPEMEHHOM COXPAHHOCTH 3IEKTPOHHBIX HokyMeHToB», «[ OCT P 54471-2011/ISO/TR
15801;2009. Hanuonansusni crangapT Pocentickoit @enepanuu. CHCTEMBI 371EKTPOHHOTO
noxymeHToobopora. Ynpasnenue gokymenrarmeii. Madopmanus, coxpassemMas B 31eKTPOHHOM BHJIE.
PexoMmenmanuu mo 00eCIIeYeHHIO JOCTOBEPHOCTH U HA/IS)KHOCTH Y B HHBIX 3aKOHOIaTENIbHBIX, HOPMAaTHBHBIX
1 JIOKAJTBHBIX aKTOB, IEHCTBYIOIUX B OOJIACTH XpaHEHHUS JIOKYMEHTOB B OpraHH3allHH.

1.3.HaCTOSIII[66 IIOJIOXKEHHE PAcCIIPOCTPAaRACTCA Ha OpraHHu3alliio pa60TI:I C IOKYMEHTaMH HE3aBHCHMO OT
BHJIa HOCHTEII, BKIIIOYAs HX IIOATOTOBKY, PETHCTPALlHIO, YHET H KOHTPOJIbL HCIIONTHCHHA, OCYIECTBILIACMEBIC C
IIOMOIIBIO aBTOMAaTH3HPOBAHHBIX (KOMHBI'OTOPHIJIX) TEXHOJIOTHH.

1.4. ABTOMaTH3HPOBAHHBIE TEXHOMOTHH 06paboTKH JOKYMEHTHOH HHQOPMALHH, IPHMEHIEMBIE B
Opranu3aryy, T0DKHEI 0TBedaTh TpeboBanmsaM HacTosmero [lomoxenus,

1.5. Bompocsl, HeyperymupoBasHble [lonoxeHueM, paspenaloTcs B IOPHAIKE, yCTaHOBIEHHOM TpyIoBBIM
KomekcoMm P® u apyruMH HOPMaTHBHO-IIPABOBBIME aKTaMH TPYIOBOT'O 3aKOHOJATENLCTBA.

1.6. B ciryyae H3MEHEHHUS [TONOKEHUH JeHCTBYIOIIEro 3aKoHojaTenbeTBa PO M MpOTHBOPEYHS HACTOALIETO
ITookeHHs, CTOPOHBI PYKOBOJICTBYFOTCS IEHCTBYIOIUM 3aKOHONATEIECTBOM.
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2.Cucrema XpaHeHHs: M ApXHBHPOBaHHs 10KyMeHTOR. [IpaBuia XpaHeHHS H ApXHBHPOBAaHHSL.

2.1. Jloxymenranus 00 o0ydeHHH pabOTHUKOB paboroparesneil BOIpocaM OXpaHel TPyZa B 000 «¥YTI1
«CTabHIbHOCTEY BKIIOYAET B cebsi:

e [Iporpammer 06y4eHHS, COTJIACHO KOTOPLIM IPOBOAKTCA o6ydenue paGoTomarenei u padOTHUKOB
BOIIPOCAM OXpPaHbI TPYZa, pa3pabOTaHHbIM B COOTBETCTBHH C [ToctanosnenueM [IpaBurenscrsa PO
oT 24.12.2021r Ne2464 «O nopsaaxe obydeHus 110 OXpaHe TPyJa ¥ NPOBEPKH 3HAHHA TpebGoBaHMH
OXpaHbl TPYAa».

e [Ipuka3 o 3a4HCICHUA

e Pacnucanue 3aHATHH

o VYueOHO-METOQUYECKHE MAaTEPHATIbI

e [IpoBepouHbIE MaTEPHAIIBI

e JKypuan yuera MOCEMIAEMOCTH ¥ PE3yIETaTOB KOHTPOILL 3HAHUK

e [lpuKa3 0 HA3HAYEHHH KOMHCCHH TI0 IPOBEPKE 3HAHUH

e IIpoTOKOJ IPOBEPKM 3HAHHI

e JKypnan ydera BbLIa4d JOKYMEHTOB

e AKTHI CIHCAHHUS JOKYMEHTOB CTPOTOH OTYETHOCTH

¢ UHble JOKYMEHTbI, B COOTBETCTBHH C Pa3/iesioM 3 HaCTOAIIEro I10/10KeHIs

2.2. Pe3ynpTaTsl MPOBEPKH 3HAHKH TpeOOBaHUH OXPAHBI TPYAR paBOTHHKOB I10CTIE 3aBePIICHHs 00y ICHHA
Tpe6GOBAHMSIM OXPAHEI TPY/a, 00YUEHHs 10 OKA3aHHIO TIepBOii MOMOIIH OCTPAJaBIIKM, 00YICHHS 110
VCIIONB30BAHMIO H TIPEMEHEHHIO CPEICTB MHIHBUYAIBHON 3aIUTHL, 0(OopMILTIOTCS IPOTOKOTIOM TIPOBEPKH
3HaHu# TpeboBaHUH OXpaHbI TPY/A.

2.3.ITpoToKoJ1 IIPOBEPKH 3HAHKH TpeOoBaHuil OXpaHbl TPyIa paGOTHHKOB MOXKET OBITh OHOPMIIEH Ha
6yMaXKHOM HOCHTEIIE M B 3IEKTPOHHOM BHJIE U SBILIETCS CBUICTEIBLCTBOM TOTO, CTO pabOTHHMK NPOIIIET
COOTBETCTBYIOIIEE 00yUeHHe 10 OXpaHe TpyHa.

2.4. Hymeparus IpoTOKONOB 3ace/laHus aTTECTAMOHHOH KOMUCCHH, IPOTOKOJIOB 3aCeaHis KOMHCCHH 110
IpOBEPKH 3HAHHH, BEETCS B TEYEHHE IO/, CKBO3HAL HOMEPAIIUSL.

2.5.B IPOTOKOJE IIPOBEPKH 3HAHUA TpeOOBaHKH OXPaHBl TPy/a PAOOTHUKOB yKa3hIBACTA CIC/AYIOMmAs
uHGOpMAaLIKI:

1. TlomHOE HAUMEHOBAHHUE OPraHH3aIuH

2. Jlata w HOMEp IPHKA3a O CO3JAHMH KOMHCCHH IO IPOBEPKE 3HAHUS TpeOOBaHHHA OXPaHBI TPy

3. damuams, UM, 0TYECTBO (IPH HAIMYMH) IIPEaCceIaTeNs, 3aMecTHTe A(3aMecTUTENEH)
npezcenatens ( IpU HAJIMYHH) ¥ LWIEHOB KOMHCCHH 110 IIPOBEPKS SHAHUH TpeboBaHUH OXpaHEI
Tpyna

4. HauMeHOBaHHE M IIPOJOIKHUTEBHOCT IPOrpaMMBl 00ydYeHH s 110 OXpaHe TPyaa

5. MamuIas, UMs, OTIECTBO (IIpH HATHYHK), Ipodeccrs (I0JKHOCTD), MECTO paboTe! paboTHHKA,
IPOIIEINEro MPOBEPKY 3HAHUH TPeOOBaHUM OXPaHBI TPY/A

6. PeaympTaT mpoBepkH 3HAHMN TpeOOBAHMH OXpaHEl TPyZAa(OLEHKA PE3yIbTaTa IPOBEPKH
«Y IOBIETBOPHTENEHOY WK «HeyIoBIETBOPHTEILHOY);

7. Jlata mpoBepKH 3HaHHA TpeOOBAHKM OXpaHBI TPY/a;

8. Perucrpal@oHHBI HOMEp 3allHCH O IPOX0XICHHH IPOBEPKH 3HAHUS TpeboBaHui OXpaHEl TPy/Ja B
peecTpe 00y4eHHBIX TI0 OXpaHe TPY/a JIHIL (Hazee- peecTp 00y4EHHBIX JIUIL);
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9. ITommnmch pabOTHMKA, IPOMIEAIIETO IPOBEPKY 3HaHHA TpeOOBaHUA OXPaHB! TPyAa

2.6. TIpOTOKOT MPOBEPKH 3HAHUS TpeGOBaHMH OXpaHBl TPy/d pabOTHHKOB MOANKCEIBACTCH MIPETICCAATENICM
(3aMecTHTENeM TIpefceaTeNis) W WIeHaMH KOMHCCHME TIO MPOBEPKE 3HAHHA TpeOOBaHMH OXpPaHbl TPYZA.
JlomycKaeTest BO3MOYKHOCTD BeJIEHHs [IPOTOKONIA IPOBEPKH 3HaHus TpeboBaHUH 0XpaHBL TpyAa padOTHHKOB
B O7EKTPOHHOM BH/JE C HCIIOJIB30BAHHEM DICKTPOHHOH IIO/IIHCH UM JH000ro  JIpyroro criocoba,
[O3BOJISIOMIETO HACHTH(OHIMPOBATE JTHYHOCTh PaOOTHHKA, B COOTBETCTBHH C 32KOHOJATEILCTBOM
Poccuiickoit ®eeparuu. ITo 3anpocy paboTHUKA €My BBIaeTCa IPOTOKOI NPOBEPKH 3HAHHS TpeboBaHuH
OXpaHbl TpyJa Ha OyMaxHOM HOCHTEIE.

2.7. B crnyuae eciM HOPMATHBHBIMHM [[PABOBBIMH aKTaMH HE YCTAHOBIEHA HEOOXOIMMOCTH BBLIAYM
YIOCTOBEPEHNH O MpoBepKe 3HAHMsS PaOOTHUKOM TpeGoBaHMIl OXpaHBI TPyHa, IO PELICHHIO paboTonaTest
JIOTIONHATENBHO K MPOTOKOIY TPOBEPKH 3HaHMS TpeOGoBaHMH OXpawbl Tpy[a pabOTHHKOB JIOIYCKAETCH
BBIABATH YIOCTOBEPEHHE O MpPOBEpKe 3HAHHs TpeboBauuil OXpaHbl TpyAa PaOOTHHUKY, YCIELIHO
MPOIIEAIIEMY IPOBEPKY 3HAHMA TpeGoBaHHi OXpaHbl TPYAa.

2.8Ilo oxonuanu@ oOy4eHHWs TPYIIBl OTBETCTBEHHOE JIMIIO 33 OPraHU3allHOHHO- METOAMYCCKOC
COIMPOBOMKIEHHE TPYIIEl (OPMHPYET HTOTOBYIO IANKY € HACHTHQHKAIMOHHRIM HOMEPOM TIDYIIEL, B
KOTOPYIO BKITIOYEHBI CIEAYIOIIHE TOKYMCHTHI:

- CIIMCOK JTHIl, HAIpaBisieMbix Ha o0ydeHue (MoxeT OBITH OJHH MM HECKOJIBKO TPYII 10 OJHOH
npodeccHu)

- IPHKAa3 0 IpHeMe Ha oOydeHue

- npuka3 00 OTIUCAEHUH

-pacnucaHue 3aHATUH

-KYPH&T ydeTa MOCEIAaeMOCTH M Pe3yIbTaTOB KOHTPOIIS 3HAHWH

- IPUKa3 O Ha3HAUYCHHH KOMHCCHH

- IPOTOKOI IPOBEPKH 3HaHWS TpeOOBaHUH OXpaHbI TPyIa

-KYpHAT yueTa BhIAaYH JOKYMEHTOB

-KOHTPOJIbHBIHA JIHCT OTBETOB..

2.9. XpaHeHne NOKYMEHTOB B HTOTOBOH MalKe ¢ HACHTHOHKALIHOHHEIM HOMEPOM TPYIIbI OCYIIECTBISLETCA
B COOTBETCTBHHM C HOMEHKJIATYpOi Aen OpraHusaiuu

2.10. OTBEeTCTBEHHOCTh 3a XpaHEHHE U ApXUBHPOBaHWE IOKyMeHTOB 00 o0ydeHun pabOTHWMKOB 1
paboTonartenell BONpocaM OXpaHbl TPYAA H OPraHHu3aIuio AeNTONPOU3BOACTBA, COOMOICHHE YCTaHOBICHHBIX
gacTosmuM [lomoxennem B Opranmsanuu Bozjiaraercs Ha cekperaps yuebHod wacth 000 «VI]
«CtabunBpHOCTEY.

3. MecTo ¥ CPOKH XPAHEHHNS JOKYMEHTOB N0 00y4eHHIO 110 0XpaHe Tpyaa Ha GyMakHOM HOCHTeJIe,

3.1. XpaHeHue JOKYMEHTOB [10 00y9IEHHIO IO OXpaHe TPy/ia Ha OyMaKHOM HOCHTE/IE OCYIECTRIIACTCA B
oTaene yaeOHbIX IporpaMM.

3.2. B cootBetcrBuu ¢ Homerkaarypoit aea Q00 « V1 «CrabunsHOCTbY i XPAHEHHS TOKYMEHTOB I10
06YUYEHHIO IO OXpaHe TPYIa YCTAHABIMBAIOTCS CJIEAYIOUIHE CPOKH:

HMunekc HanmenoBanue Cpok xpaHeHus, CT. [Ipumeuanue
aena 10 MePevHI0
OT-01 [Mporpammel 0byyeHus ' 5 ner.cr.477
[lepeuns
OT-02 | IlpoeepouHbIe MATEPHAIIBL: TECTEI, 3a1aHN, 1 rog, cT.481
Ilepeuns
OT-03 | Heno 06 obyuenun rpymnisl: XKypHan 5 ner
niocelierus, Pacrrcanue, JInunas kapTodka,
Orteer Ha TecT. KoMy npHKasa o 3a4UCIEHHH U
otuncaeHuH, [IpoTokon.
OT-04 | Tlpukassl O Ha3HAYCHUH KOMKCCHH 5 ner




OT-05 | IpoToKonbl 3aC€AaHMS KOMHCCHH 5 ner

OT-06 | XKypHan perucTpaluu y4eOHbIX rpynn 5 ner
OT-07 | loKyMeHTBl O IPOBEPKH 3HAHUH M0 OXPaHe o ux 1.7 lopsanka, yTB.
TpyAa BocTpeOOBaHUs TMpukaszom MuHOOpHAYKH
Poccuu ot 14.10.2013
Nel145
OT-08 | Xypuan yueTa Belia4d JAOKYMEHTOB O mposepke | S07er, cT.489
3HaHWHA 110 OXpaHe Tpynaa [Tepeuns
OT-09 | YueGHO-MeTONMYECKHE MATEPHAIIBI TIO [MocT. o MUHOBAHHA
nporpaMmam nagobuocT. C1.479
[lepeuns

4., TIopsIIOK mepeBo/ia JOKYMEHTOB, H3T0TOBJIEHHBIX Ha OYMaKHOM HOCHTE/IE, B 31CKTPOHHBIE
noxymenTsl. [Ipapuia XxpaHeHus! M APXHBUPOBAHMUS, PE3EPBHOT0 KONHPOBAHIST H BOCCTAHOBICHHA
3IEKTPOHHBIX 10KYMEHTOB, IOAIMHCAHHBIX Y CHICHHOH KBaJH(HUAPOBAHHOH NOAITHCHIO.
4.1.B 000 «Y1I «CTabuibHOCTE» JOMYCKAETCs BO3MOKHOCTD BEASHMS IIPOTOKO/I1A POBEPKH 3HAHMA
TpeGoBanuil OXpaHsl TPyNa pabOTHHKOB B SJICKTPOHHOM BHIIE C UCIOTB30BAHHEM 3IEKTPOH HOM HNOANHCH
Wi 0600 PYroro crnocoba, Io3BONSIOMETr0 HASHTHPHIAPOBATE JTHIHOCTD pabOTHHKA B COOTBETCTBUH C
3aKOHOIaTeIbCTBOM PD.
4.2. TlepeBo IOKYMEHTOB Ha GyMaXHOM HOCHTETIE H COCTAB/IIONIHX OyMaKHbIH apXuB, OCYIIECTRIACTCA
ga ocHoBaHuH npukasa aupexktopa 000 «VYII «CrabunsHOCTEY.
4.3.IlepBoji JOKYMEHTa B IEKTPOHHBIN BAJT OCYIIIECTBIIACTCSA CKAHUPOBAHUCM.
4.4.CxanupoBHEE JOKyMeHTa Ha OyMaKHOM HOCHTEJE JI0JDKHO IPOU3BOAUTECA B maciiTade 1:1 ceporo
IBETA.
4.5. Tlpu ckaHEPOBAHMHU HEOOXOMMMO 00ECTIEYHTD PaspellieHHe HE MEHES 200 Toyek Ha [IOHM, a TaKKe
COXpaHEeHME BCEX PEKBH3UTOB H ayTEHTHYHBIX IPU3HAKOB IOJIMHHOCTH, B TOM HHCIIC rpaduueckoit
TTOMMCH JTMIA (JTHLL), IedYaTH y4eGHOTo MeHTpa, IPH ee Hamuuuy. Pafin 31eKTPOHHOro 00pa3a JOKYMEHTA
nomkeH 6uITh B hopmate apxusHoro xpanenus I1[®. Pasmep daiine He A0KEH IPEBBIIATH 30MerabaiT.
4.6. Tupextopom OO0 « VI «CTabuIbHOCTE) Ha3HAYIAETCS OTBETCTBEHHbIH CIELMATHCT, 32 BEACHU U
bopMupOBaHKE 3MEKTPOHHOTO apXHBa.
4.7 OTBETCTBEHHBIM HCIIOIHHUTENEM CO3/(aeTCsl apXUBHBIH (aia JOKyMeHTa ¢ 3aII0THEHHEM HeoOXO0MuMOi
nHbopManmd. Kax sl oTaenbHE 37IeKTPOHHEI 06pa3 TOKyMeHTa J0/KEH OBITh NPE/ICTABICH B BUAE
OTIEIBHOTO (aiia ¢ HAUMEHOBAHHEM.
4.8, B apxuBnbli (haiin 0TBETCTBEHHBI HCIIOIHUTENb 3arPy/KaeT JNEKTPOHHBI 00pa3s HOKyMeHTa,
IIPENBAPUTENBEHO CBEPSIS C OPHIHHAIOM H (HIJIH) 3aBEPEHHON KOHeH.
4.9.TIpx YCTaHOBNCHWH HAEGHTHYHOCTH 3IEKTPOHHOTO 00pa3a IOKYMEHTA C OPUTMHAIOM( 3aBEPEHHOMU
KOmHeit), OTReTCTBEHHEIH UCIOMHUTENb Ml JipekTop OpraHu3aiiy NOAMKUCHIBAET €r0 AICKTPOHHOH
KBaTH(GULIUPOBAHHON IOATIHUCEIO.
4.10OyHKIMOHAIBHEIE XapaKTePUCTUKH 3IEKTPOHHOIO apXHBa JO/DKHEI [TPE/ICTABIATE IOIB30BATENAM
CJIEYIOIIHME BO3MOXKHOCTH:
— TIIOHCK JOKYMEHTOB II0 Pa3IM4HBIM PEKBU3UTAM M 3HAYEHHAM; —. OTKPBITHE SIEKTPOHHBIX 00pasoB
JOKYMEHTOB CTaHIapPTHBIME CPECTBAMH; . BEIBOJ HA OyMaKHBIH HOCHTEND; — HOPMUPOBAHHE
CTaTHCTHYECKOM, M APYTO¥ OTYETHOCTH O COCTOSHHUHM 3JIEKTPOHHOI0 apXHBa; pasrpaHHuCHUE Ipas 10CTyna
K JIOKyMEHTaM JJIEKTPOHHOIO apXMBa; . HEBO3MOXHOCTE YIAICHHUS paHee 3arpyKEHHBIX JJIEKTPOHHBIX
06pa3oB JOKYMEHTOB; — HEBO3MOXKHOCTb YANCHH K 3aMEHBI 2JIEKTPOHHOM IOAIUCH B paHee
3arpy KEeHHBIX JJIEKTPOHHBIX 00paszax JOKYMEHTOB;
4.11 DaexTpoHHKIT apxus OpraHu3aliy BKIIOYAET B ce0s HHPOPMAIHOHHYI0 CHCTEMY, 00ECIIeUHBAIOIIYIO
YIIpaBIeHUE aPXHUBHBIMH JIEKTPOHHBEIMA JOKYMEHTaMH, ¥ 00eCIeurBaeT MECTO JUIs XPAaHCHHS
37IeKTPOHHBIX JOKYMEHTOB Ha (QU3H9ECKH 000COOIEHHBIX MATEPHAIBHBIX HOCHTEILIX, B TOM YHCIIC UL HX
BPEMEHHOTO Pa3MEIIEHHUs, & TAKKE yCTAHABIIMBACTCS MM BBLIEJISETCS HEOOXOUMOE CEPBEPHOE H
KOMMYHHKAI[MOHHOEe 000pyIOBaHHUE.
4.12. DneKTpOHHEIE TOKYMEHTHI, O/JIC/KAIIIe XPAHEHHIO, IEPENAIOTCS B DIIEKTPOHHBIA apXHB B
YIIOPSI0YEHHOM COCTOSIHHH B BHZE KOHTEHHEPOB, 00ECICUMBAOIIHX IEIIOCTHOCTD JIEKTPOHHBIX
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JIOKYMEHTOB, Ha OCHOBAHHWH OIHCeH 3EKTPOHHBIX TOKYMEHTOB 110 BHYTPEHHEH 2JIEKTPOHHO# ITOYTe
Opranuszanus Wi Ha 000c00TeHHBIX (ONTHYECKHX) HOCHTEIIAX.
4.13. DiIeKTpOHHBIE JOKYMEHTEI CHCTEMATU3HPYIOTCA 110 KOHTEHHEpaM, HHICKCHPYIOTCA H UMEIOT CPOK
XpaHeHws, ONpeIeIeHHbIH HOMEHKIAaTypol fen Opranusalyi, B IOps/IKe, yCTaHOBICHHOM B OTHOIIEHHH
nes1, chOPMHPOBAHHEIX U3 IOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
4.14. KoHTeliHep 371€KTPOHHOI0 A0KYMEHTa npeacTasisieT coboif [['P-apxus.
4.14.1. B KOHTeHHEp dNEKTPOHHOTO JOKYMEHTa BKIIFOYAIOTCS: . 3MEKTPOHHEIH IOKyMEHT B hopmare
apXHMBHOTO XpaHEHHs;, .. METaIaHHBIE JOKYMEHTA, BKIIIOYAsA SJICKTPOHHBIC TIOAHCH.
" 4.15. B cny4ae He06XO0IMMOCTH BOCCTAHOBIICHHS JAHHBIX JJIEKTPOHHOTO TOKyMeHTa, OpraHu3amis
IPOBOJIAT HX PE3EPBHOE KOMUPOBaHKE. JIJI OpraHu3aluyl CHCTEMBI PE3€PBHOT0 KOMMPOBAHHSA
HCIIONB3YIOTCS CTAHIAPTHEIE CPEICTBA OIIEPALOHHOM cucTeMEL. Pe3epBHOE KOMUPOBAHHE IPOBOAUTCS
exmeMecayHo He mo3aHee 20-ro ducia MecAna.
4.16. JIys co3maHus pe3epBHbBIX KON JaHHEIX IPHMEHSIOTCS. KOMITAKTHEIE (CMEHHBIE) HOCHTEIH
urbopmanuu (o6ayHoe XPAHHIIHINE BHEIIHHUE KECTKHE TUCKY H T.IL.),
ITpu co3aHHH PE3CPBHBIX KOMUH JOMYCKAeTCA HX apXHBHPOBAHKE CICIHATBHBIME IPOrPAMMHBIMA
CpeACTBaMH.
4.17. XpaHeHwue pe3epBHBIX KOMH OCYIIECTBIAETCSA B TEUSHHE 3-X MECALIEB.
4.18. BoccTaHOBIEHHE YTPAUeHHEIX JAHHBIX IPOM3BOIUTCS U3 Pe3epBHOM KOIHH, 00eCIeYrBaroIei
MHHHMAJIBHYIO [TOTEPIO AaHHBIX, COJEPKAIIUXCs B HHQOPMAIIMOHHOM PECypce.
4.19. OTBeTCTBEHHBIE JIMIA IPH paboTe ¢ IEKTPOHHBIME JOKYMEHTaMH 00513aHbI COOMONaTh TpeOOBaH s
3akoHomaTenbcTBa Poccuiickoit @enepallyiy 0 3alUTe EPCOHAIBHBIX JaHHbIX.

5.TIpeaocraBiieHne JOKyMeHTOB 06 00y4eHHH 110 0XpaHe TPYJa B 3JIEKTPOHHOM BH/IE
5.1.  IIpu BemeHWH MPOTOKOJIA IPOBEPKHU 3HAHUs TpeOOBaHMI! OXpaHEl TpyJa pPabOTHUKOB B 3JIEKTPOHHOM
BHJIe, 0OOMEH 3JIeKTPOHHEIMH IPOTOKOJIAMH C JHMIAMH, [TPOIIEAIIHMH [IPOBEPKY 3HAHHM 10 OXpaHe Tpyaa
IPOUCXOMUT TAKKe UCKIIFOUATENBHO B 3I€KTPOHHOM BHJE (110 3/1eKTpOHHOH mourte) B 10 JHEBHEN CpOK ¢
JaThl 3acelaHHs COOTBETCTBYIOMEH KOMHCCHHM IIO IpOBepKe 3HaHUH TpeOOBaHMH OXpaHBl TPyda B
Oprasuzanum.
5.2.  DIeKTpPOHHBIA JOKYMEHT WOJAMUCHIBAETCS YCHICHHOM KBaJM(QHUIMPOBAHHOH  3JIEKTPOHHOM
moamuceio JupekTopa Opraiu3auuy.
5.3. Ilo 3ampocy nmia, IMPOMIEHIIET0 IMPOBEPKY 3HAHHM MO OXpaHe TpyAa, €My BELIACTCS IIPOTOKOI
IIPOBEPKH 3HAHHUA TpeOoBaHUH OXpaHBI TPyHa HAa OyMaKHOM HOCHTEIE.
5.4. ByMakuasd KOUMA DIEKTPOHHOTO JOKYMEHTa 3aBepseTcs OTTHCKOM mTamra Komus 3JeKTpOHHOTO
JOKyMeHTa BepHa™ (Win cOOCTBEHHOPYYHOH 3aITHCBIO C TEKCTOM) H COOCTBEHHOPYYHOH MOMIIHCBHIO JIHIIA,
YIIOJTHOMOYEHHOTO 3aBEPATH JOKYMEHTHI OT HMeHH OpraHu3anyy ¢ paciuH@poBKoH GaMHUIHH H JOIKHOCTH
M YKa3aHHEM JaThl 3aBEPEHHS.
5.5. OTBETCTBEHHBIA HCIONHHUTEIb HECET IIEPCOHAJIBHYI) OTBETCTBEHHOCTH 3a4 HACHTHYHOCTH
uHpopManui B OyMaKHOH KOIMM 3JIEKTPOHHOTO NOKYMEHTa H €€ JJIEKTPOHHOM ODHTHHANE, & Takxke 3a
co3nanue OyMaKHOH KOIMH JOKYMEHTa.
5.6. JIucTel MHOTOCTPAHHYHBEIX OYMaXKHBIX KONHH OJIEKTPOHHBIX JOKYMEHTOB IOJDKHBI OBITH
IPOHYMEPOBAHEI, AOMycKaeTcss OpOIMIOpOBaHKE JTHCTOB MHOTOCTPAaHMYHBEIX JOKYMEHTOB, HX IIPOINHBKA H
3aBepeHre COPOMIOPOBAaHHOTO JOKYMEHTa Ha 000pOTe MOCIEIHErO JIUCTA.

6. OTBETCTBEHHOCTD 32 XpaHEeHHE JOKYMEHTOB

6.1. OpraEuzanus HeceT OTBETCTBEHHOCTh 32 COXPAaHHOCTh JOKYMEHTOB Ha OyMaKHOM HOCHTENE, a
TaKyKe JIEKTPOHHBIX JTOKYMEHTOB 3JIEKTPOHHOTO apXMBa, 00pabOTKy M XpaHEHHE MEePCOHANBLHBIX JaHHBIX,
COEPKALIMXCS B 3IEKTPOHHOM H OyMa)KHOM apXHUBe.
6.2. CoOXpaHHOCTb 3JEKTPOHHBIX JOKYMEHTOB B 3IEKTPOHHOM apXHBE 00ECIIEUHBACTCS HCIIOIHATETIBHOM
mupexnreit Opraausalyy.
6.3. TIpu XpaHEHHWH 3JIEKTPOHHBIX JOKYMEHTOB Ha (Gu3u4eCcKd 000COOICHHBIX MAaTepHAIbHBIX HOCHTEIIAX
OHH 3alHINAIOTCS OT BPEIHBIX BO3ACHCTBHH OKpYXAaloWleH Cpeabl, B TOM YHCIE MAarHHTHBIX,
3IIEKTPOMArHUTHBIX, TEMIIEPATyPHO-BIAKHOCTHEIX.
6.4. KOHTpONTb TEXHHYECKOIO COCTOSHHS SIEKTPOHHBIX OKYMEHTOB M (DH3HYECKOTO COCTOAHHS
3IIEKTPOHHBIX M GyMaKHBIX HOCHTEIIeH IPOBOJUTCA HE PEXe OJHOIO pasa B 3 rofa.



