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H APXHBHPOBAHHSA JOKYMEHTOB 06 obyuenun
paboTunkor u paboroaareseii Bonpocam

OXpaHbl TPyaa

B coorsercrBun ¢ nm. «3» m. 5. Ilocranosnenus IMpasutensctea P® ot 16.12.2021 N 2334
"O6 yrsepauenun IIpaBuil aKKpeMTALHH OpraHM3alHi, MHAHBHAYATLHBIX MpeImpHHEAMATENeH,
OKA3LIBAIOIIAX YCIYTrH B 00/1aCTH 0XpaHsl Tpy/a, # TpeGoBaHHIl K OpPraHU3aliaM W HHTHBHIYATbHBIM
NpePHHAMATEAM, OKA3BIBAIONIHM yCIyrH B o0nacTH oxpaHsl Tpyaa”

ITPUKA3BIBAIO:

L Vreepants llonoxenne o cHcTeMe XpaHEHHs H ApXHBHPOBAHHA JIOKYMEHTOB 00
o0y4ennn paboTHHKOB H paboTojaTeneii BOMpocaM oXpaHsl TpyIa.

2, [Tanoey C.I. pasmecTuTs HacTOAuMil NpHKas Ha OQHUMATLHOM HHTEpHeT-caiiTe
AHO JTIO «AI'XY»: http://www.agxmos.ru.
. § KoHTpoib HCTIOTHEHHA HACTOAIIETO IPHKAa3a OCTABIIAIO 3a coBoil.

HIupexrop SLH. Axmetos




Iooamenne o cucTemMe XpaneHns 1 ApXHBHPOBAHIA JOKYMEHTOB 06 oby4geHnH
paboTunkoB n paboToaaTeeii BonpocaM oXpaHsl TPyAa

1. Obmue nonoxkennsn

1.1 Hacrosmee [Tonoxenne onpesie/iser NpaBuia XpaHeHHS H apXHBHPOBAHHS JIOKYMEHTOB 00
o0yuenun paborTHHkOB M paboTomarencii BOMpOcaM OXpaHBl TPy[da, B T.4. PErNaMCHTHPYET
BONPOCHE! XpaHEHHA JOKYMEHTOB HAa OyMaKHOM HOcHTene H (HIH) B (JOpMe 3MEKTPOHHBIX
NOKYMEHTOB, TIOANHCAHHBIX YCHICHHOH KBATH()HIMPOBAHHOH SNEKTPOHHON MOIMHCHIO,
NpaBHIIA PE3EPBHOIC KOMHPOBAHHA H BOCCTAHOBICHHA JMOKYMEHTOB, a TAKIKE YCTAHABIHBAIOTCA
MOPAIOK, MecTo, (GOpMBI H CPOKH XpaHEHHH JOKYMEHTOB B ABTOHOMHOI HEKOMMEPYECKOii
OpraHH3alHH JIONOIHHTENEHOTO mnpodeccHonansHOro obpasoBaHMs «AKaleMus roOpoJICKOro
Xo3siicTsa u ynpasnenus» (nanee — AHO JIT1O «AT'XY» / Opranmzanus).

1.2. Tlonioxenne paspaboTano B COOTBETCTBHHM ¢ ML, «3» 1. 5. [Toctanosnenns [Ipasutenscraa
P® or 16.12.2021 N 2334 "O6 yreepiknenuu [IpaBun akkpeauTalmm OpraHu3aluii,
HHIMBHAYAILHBIX NpPeANpPHHHMATENEH, OKa3bIBAIONIMX YCIYTH B o6NacTd oxpaHsl Tpyaa, H
TpeboBaHmil K OPraHH3alHAM H HHAHBHIYAILHBIM MPEANPHHAMATEAM, OKA3EIBAIONIAM YCIyTH
B obmactH oxpanel Tpyna", Ilocranoenennem IlpaBurensctBa P® ot 24.12.2021 N 2464
"O nopsake ofy4eHHsi M0 OXpaHe TpyJa M NPOBEPKH 3HaHWA TpeGoBammii oxpamel Tpyna”,
Qenepanbroro 3akona or 6 anpens 2011 roma No 63-®3 «OG6G dmeKTpoHHOH mOAIHCHY,
QenepanbHOro 3akona ot 22 oktadpsa 2004 roga Ne 12-@3 «06 apxusHoM aene B Poccuiickoit
Qenepaunny», Penepanbubii 3akon ot 27.07.2006 Nel52-®3 "O nepcoHaIbHBIX AAHHEIX',
«["OCT P 7.0.8-2013. HanmonansHsiii crangapr Poccuiickoit ®enepamnuu. Cucrema CTAH[IAPTOB
no uHpopmaiuy, GubaHOTEUHOMY M H3maTenbeKOMy Aeny. JlelompOHM3BOICTBO H apXHBHOE
aexno. Tepmunst u onpeaenenna», «'OCT P 54989-2012 (ISO/TR 18492:2005). HarmonansHsiii
cranjapt Poccuiickoil ®enepaiun. ObecneueHne JONTOBPEMEHHOM COXPaHHOCTH AIEKTPOHHBIX
moxymentop», «['OCT P 54471-2011/ISO/TR  15801:2009. HaunosaapHEBIL CTaHaapT
Poccniickoit  @enepaunn. CHCTeMBI  DNEKTPOHHOTO — JOKyMeHTooGopoTa. Ympasnenue
noxymentauueil. Hudopmaumsa, coxpaHsemas B 30€KTPOHHOM BHie. PeKOMEHIALMH MO
00ecredeHHI0 JOCTOBEPHOCTH M HAJEeKHOCTH» H HHBIX 3aKOHONATENbHBIX, HOPMATHBHBIX, H
NOKANTBHBIX aKTOB, ICHCTBYIONIMX B 00/IaCTH XpaHEeHHA JOKYMeHTOB B Opranu3amuy.

1.3. Hacrosmee monoseHHe pacnpoCTPAHAIOTCA Ha OPraHM3almio paboThl ¢ JOKYMEHTAMH
HE3aBHCHMO OT BHIa HOCHTE/A, BKIIOHYAi MX TOATOTOBKY, PErHCTPAIHIO, Y4YeT W KOHTPOIb
HCIIOIHEHHS, OCYIIECTBIAEMBIE C MOMOMIBID  ABTOMATH3HPOBAHHBIX  (KOMIIBIOTEPHBIX)
TEXHOJIOTHH.

1.4. ABToMaTH3HpOBaHHbIe TeXHOMOrHH 00paboTKH NOKYMEHTHOH HHGOPMAlIHH, TPHMEHSEMBIE
B OpraHusaing, J0/DKHEI 0TBe4aTh TpeboBanuaM Hacrosero [lonokenus.



1.5. Bompocel, Heyperymuposannsie ITonoxkenueM, paspemarTces B MOpsKe, YCTaHOBJIEHHOM
TpynoeeiM  konexcoM P® u  ApyrEMH  HOPMATHBHO-TIPABOBBIMH  AKTAMH TPYIOBOTO
JAKOHOOATENECTRA,

1.6. B ciyuae u3MeHeHWs NOJOXKeHHUil feHcTByIomero sakoHojareasctsa PO u npotusopeuns

Hactodmero  IlomokeHHs, CTOPOHEI  PYKOBOJICTRYIOTCH  HOPMAMH neHcTRYIOMEro
3aKoHOaTenscTBa PO,

2, Cucrema XpaHeHHs H APXHBHPOBAHHS 0KYMEHTOB.
[Tpapnia ux XpanHeHHs H APXHBHPOBAHHSA

2.1. Jlokymentanus o6 o0y4enun paGoTHHKOB 1 paGoTofiateneii Bonpocam oXpans! Tpyxa AHO
JIO «AI'XY» rmovaer B ceds:

- mporpamMMbl  00yYeHHs, MO KOTOPBIM oOCyllecTBiseTca ofyuenme paboronateneii u
pabOTHHKOB 110 BOIIPOCAM OXPAHBI TPYIIA;

- NPOBEPOYHBIE MATEPHAIEI

- y4eOHO-MeTOAHYeCcKHEe MaTEPHAIEI

- NpHKa3k! 0 GOPMHPOBAHKH Y4eOHOI rpynmstL;

= pacnHcaHHue 3aHATHIT;

- AYPHAIT y4eTa MoCeIaeMOCTH, Pe3yIbTaTOB KOHTPOJIA 3HAHMIL,

- NPHKA3 0 HAZHAYCHHH KOMHCCHH

- MPOTOKOJ NPOBEPKH 3HaHHA TpeboBaHMii oXpaHbl TpyIa paGoTHHKOR;

- JKYPHAJIEI Y4eTa BbIaYH JOKYMEHTOB;

- peecTp BBUIAHHBIX JTOKYMEHTOB.

- AKTHI CIIHCAHHA JIOKYMEHTOB CTPOTOil OTYETHOCTH

- HHBIE JIOKYMEHTBI, B COOTBETCTBHH ¢ pasnenom 3 Hacrosuiero [Tonoxenuns.

2.2. Pesynbrarhl mpoBepKH 3HaHusA TpeGoBaHMIT OXpaHB! TPy/a paGOTHHKOB MOC/Ie 3aBepIIeHHs
o0yyeHns TpeGoBaHuAM OXpaHbl Tpyda, OOYY4eHHS 10 OKA3aHMIO TepRON  MOMOIIH
nocTpajaBimikM, OOYYEHHA MO HCMONB30BAHHIO (NPHMEHEHHWIO) CPEICTB WHIHBHIYAIbHOI
3aIATEL, OPOPMIIAIOTCA POTOKO/IOM MPOBEPKH 3HAHHA TPeOOBaHHI OXpaHE! TPY/IA.

2.3. Ilporokon mnposepku 3HaHua TpeGoBaHHil OXpaHEl Tpyna paGOTHHKOB MOJKET OBITH
otopmieH HA OYMaKHOM HOCHTENE HIH B NEKTPOHHOM BHIIE U ABISETCSH CBHIETENLCTBOM TOTO,
4TO pabOTHHK IPOILEII COOTBETCTBYIOMIEee 00yYeHHeE 110 OXpaHe Tpy/a.

2.4. Hymepaums npoTokooB 3acellaHHs ATTECTAHOHHON KOMMCCHH, IPOTOKOIOB 3acelaHs
KOMHCCHH [10 INPOBEPKE 3HAHHH, BEIETCA B TEYEHHE I0jJa HApacTAlOMHM WTOrOM H
COOTBETCTBYET HOMEpPY I'PYINIEL

Hanpumep: nna rpynn no oxpane tpyna Ne OT001/22.

Homep IIpoTokoia MOMKET COCTOATE M3 HECKOJIBKHX 4acTeil, IPH YCIOBHH BKIIOUYEHHA B COCTAB
IPyNnel 00y4aromnxcs Mo HECKOIBKHM JIOTOBOPaM.

2.5. B nporokosne mposepkH 3HaHus TpeGoBaHMil OXpaHEI TpyJa paGOTHHKOB YKa3bIBAETCH
caeayomas HHGopMarus:

a) nosiHoe HaumeHosauue OpraHu3alnu

0) mata W HOMEp NpHKa3a O CO3JAHHH KOMHCCHH IO NIPOBEPKE 3HAHHA TpeGoBaHMH OXpaHbI
Tpyna,

B) (amuims, MM, OTHeCTBO (NIPH HANHYMH) NpejcefaTels, 3aMecTHTENs (3aMecTHTesel)
npejceaarens (IpH HATHYMA) H WIEHOB KOMHCCHH [0 MPOBEPKE 3HAHWA TpeOOBaHMI OXpaHbI
Tpyna;

I') HAHMEHOBAHHE H NPOJIOLKHTENEHOCTE NPOrpaMMel 00y4YeH S [0 OXpaHe TpyIa;



N) (amunns, HMs, OTYeCTBO (MpH Hamwymu), npodeccHs (NOMKHOCTE), MecTo paboThHI
paboTHHKa, POIIEAIEro NPOBEpPKY 3HAHHA TpeGOBAHHI OXpaHb! TPY/IA;

€) pe3yibTaT IpPOBEPKH 3HaHHA TpeGoBaHMH OXpaHBl TpyAa (OLlEHKA pe3yisTaTa MPOBEPKH
"yIOBIETBOPUTENBHO" HITH "HeyIOBIETBOPHTENEHO" );

JK) JlaTa POBEPKH 3HaHHUA TpeboBaHMil OXpaHb! Tpya;

3) PErHCTPAIMOHHBIH HOMEp 3aIHCH O NPOXOKIEHHH NMPOBEPKH 3HaHMs TpeGopammii oXpaHEI
TpyZia B peecTpe 00YUCHHBIX 110 OXpaHe Tpy/1a JHI (Jaiee - peecTp 06 yUYeHHBIX JIHI);

H) NIOJIMKCh PabOTHHKA, MPOIIEIIIEro IPOBEPKY 3HaHUs Tpebopanmii OXpaHkbl TPyIA.

2.6. Ilpotokon nposepku 3Hanua TpeGoBaHMi OXpaHbl Tpyaa paGOTHHKOB MONMHCHIBACTCH
npefceaaTencM (3aMECTHTENEM MpENIceNiaTeNls) H UIEHAMH KOMHCCHHM 110 IIPOBEPKE 3HAHMS
TpeboBaHuil OXpaHbl Tpyaa. JlomyckaeTcs BO3MOMKHOCTE BeIeHHs MPOTOKOJIA MPOBEPKH 3HAHHA
TpeboBaHuil OXpaHbl Tpy/Aa pabOTHHKOB B 3/IEKTPOHHOM BHJIE C HCIOJIB30BAHHEM 3/IEKTPOHHOI
NOANKHCH WK moGoro apyroro cmocofa, NO3BOJNAIOMIEr0 MAEHTHOHIMPOBATH JTHYHOCT
paboTHHKa, B COOTBETCTBHH C 3aKoHOAaTenbcTBOM Poccmiickoii ®eaepaumn. [lo sanpocy
paOoTHHKa €My BBINAeTCA NPOTOKOJ NPOBEPKH 3HaHMA TpeGoBaHuil OXpaHsl Tpyla Ha
OYMaKHOM HOCHTENE.

2.7. B ciydae eciM HOPMATHBHBIMH NPABOBEIMH AKTAMH HE YCTAHOBJIEHA HEODXOMHMOCTEH
BBIIAYH YNOCTOBEPEHHH O NpoOBepKe 3HaHHA paboTHHkoM TpefoBaHHii OXpaHbl Tpyna,
AOMOMHHUTENBHO K NPOTOKOMY NpPOBepKH 3HaHMA TpeDoBaHHil oxpaHel Tpyaa pabOTHHKOB
JONYCKAeTCH BBIIABATE YAOCTOBEpPEHHE O MpOBEpKe 3HaHMA TpeboBaHHH oXpaHel Tpyna
paboOTHHKY, YCIIEIIHO NPOIIeIEMY IPOBEPKY 3HAHHA TpeGOBaHHI OXpaHbI TPY/IA.

2.8. o oxonyanuK 00y4YeHHA IPYIIEI OTBETCTBEHHOE JIHIIO 32 OPraHH3alHOHHO-METOAHYECKOE
COTPOBOMACHHE Tpynnsl (OPMHPYET HTOTOBYID MaNKy ¢ HACHTH(OHKAMOHHEIM HOMEpOM
TPYNIIEL, B KOTOPYIO BKIHOYAOTCA CIEAYIONINE JOKYMEHTEI:

- CIHCOK JIHII, HAMpPaB/IfeMbIX Ha 00yuenne (MoKeT OBITH OJHH HA HECKOMBKO TPYIII I10
o1Hoi mpodeccun)

- NpHKa3s o npueMe Ha oDyueHHe;

- npHKa3s 00 OTYHCICHHH;

= pacnHCcaHHe 3aHATHIA;

- JKYpHAI ydeTa NocemaeMocTH i Pe3yabTaToB KOHTPOIIS 3HAHMIA;

= NMPHKAa3 0 Ha3HAYEHHH KOMHCCHH

- NPOTOKOJ NPOBEPKH 3HAHHA TpeGoBaHuil oxpaHsl Tpyaa paGoTHHKOB;

- JYPHAIEI Y9eTa BEIAA9H JOKYMEHTOB

- JIMCTBI OTBETOB (EC/IM IO MpOrpaMMe MpeaycMOTpeHa TecToBas (OpMa NpOBEIEHHS
HTOTOBOH aTTeCTalliH) 10 KOJHYECTBY YHaCTHHKOB NPOBEPKH 3HAHHIA.

2.9. XpaHeHHE NOKYMEHTOB B HTOrOBOH nanke ¢ HACHTHQHKALHOHHBIM HOMEpPOM IPYIIEI
OCYIIECTBIAETCA B COOTBETCTBHH ¢ HOMEHKNATYpoii en OpraHu3aius,

2.10. OtBeTCcTBEHHOCTE 3a XPaHCHHE H apXHBHPOBaHHE JOKYMEHTOB 006 ofyuennn paGoTHHKOB
H pabotozareneil BompocaM OXpaHBI TPYJa W OPraHH3ALMIO JAEJIONPOM3BOJCTBA, coboneHne
ycTaHoBIeHHBIX HacToAmmM [Tonomennem B Oprann3aluy BosjaraeTcs Ha HAYAILHHKA OTAENa
yuebusx nporpavm AHO JITTO «ATX Y ».

2.11. HemocpencTeennas pabora mo KOMIJIEKTOBAHHIO HOKYMEHTOB 06 00yueHHH paGoTHHKOB H
paboToxateneii BonpocaM oxpaHbl Tpyla OCYIIECTBIAETCS COTPYAHHKAMH OTaena ydeOHBIX

Nporpamm.



3. MecTo u cpoKkH XpaHeHHsi JOKYMEHTOB 110 0fy4eHHI0 o oXpaHe Tpy1a Ha Gymaknom

HOCHTEIE

3.1. XpaHeHue NOKyMeHTOB N0 OOY4YEHHIO MO OXpaHe TpYJa Ha OYMAaKHOM HOCHTENe
OCYIIECTBIAETCA B OTAe/e YueOHBIX MporpamMM.

3.2. B coorsercTBHH ¢ HOMeHKIaTypol ien OpraHusalmuu 118 XpaHeHHs IOKYMEHTOB IO
00y4eHHIO O OXpaHe Tpy/a Ha OYMaKHOM HOCHTEE YCTAHABIHBAIOTCA CIIEAYIOIIHE CPOKH:

Hunexc 3aronosok nena Cpox xpaHeHus, [Tpumeuanue
nena CT. MO MEPEYHIO
03-01 |IIporpammel o6yueHHs 5 ner, cT. 477
[lepeuns
03-02 |IIpoBepounkie MaTepHAaNIbI; TECTHI, 1 rog, ct. 481
3a/laHuA, IK3aMEHAIIMOHHBIC OHITETHI [Mepeyuns
03-03 |Hroroeas nanka: npHKassl 1o 5 ner
opraHu3aiuy ydeOHoro npouecca
(3aumcneHns, OTYHCICHNHS); paciHCaHHe
Ha TPYIY; XYPHAI; IPOTOKO, 3aiBKa
03-04 |TIpuKassl 0 HA3HAYCHHH KOMHCCHH 5 ner
03-05 |IlpoTokomns! 3aceiaHNs KOMHCCHH MO 10 net, ct. 485
IPOBEPKE 3HAHHMIH [lepeuns
03-06 |Xypnan peructpaiyuu yqeGHEIX TPy 5 ner
03-07 |JlokyMeHTBI O MpOBEpKe 3HAHMI 110 Jlo ux sBoctpeGoBanus | n. 7 [Topanka, yTB.
oXpaHe Tpyaa IIpuxazom
Munobpuaykn
Poccun ot
14.10.2013 N 1145
03-08 |XKypHnan y4era BeIJIa4H JOKYMEHTOB O 50 ner, cr. 489
MPOBEpKe 3HAHWH 1Mo oxpaHe Tpyna [Mepeuns
03-09 |Peectp BELIAHHEIX IOKYMEHTOB O 50 ner, ct. 489
MpOBEpKe 3HAHWI 1Mo oxpaHe Tpyna [Tepeuns
03-10 | YuebHo-MeTOgMYECKHE MATEPHAILI IToct. Jlo MuHOBaHHS
Mo nporpaMMam (KOHCIEKThI JIeKIHi, HanoOHOCTH
Mpe3eHTallHH, Pa3laTOYHEIE MATEPHAIIE] ct. 479 [epeuns
JUIS TeKIIHOHHEIX H NPaKTHYeCKHX
3AHATHI):
a) mo Mecty paspaboTku
0) B IpyTrHX OpraHn3alnax
03-11 |3aaBnenus obygarommuxcs 5 nmer
03-12 |Peectp yuera G1aHKOB JIOKYMEHTOB 3 rona, . «B» cT. 183 | [locne yauuToxeHHs




yCTaHOBIEHHOTO obpasna cTporoi [lepeuns Gnankos
OTYETHOCTH

03-13 | AxTe! cincanus GIaHKOB JOKYMEHTOB 3 roaa, n. «B» cT, 183 | [locne yHuuTOMEHHS
ycTaHoBJIeHHoro obpasua cTporoit [epeuns GnankoB
OTYETHOCTH

4. Ilopsj10K nepeBoaa JOKYMEHTOB, H3rOTOBJICHHBIX HA GYMAKHOM HOCHTE/1e, B
AIEKTPOHHbIE 10KYMeHTbI. [IpaBuia Xpanenus w apxuBHpOBaHMs, Pe3epPBHOTO
KONHPOBAHUSA 1 BOCCTAHOB/ICHHS )IEKTPOHHLIX 10KYMEHTOR, IO/INHCAHHBIX YCH/IEHHOI
KBAJIHQHUHPOBAHHOI YIeKTPOHHOI MoANHCBIO

4.1. B Opranusanun JONYCKaeTCd BO3MOKHOCTE BEIEHHS MPOTOKOJIA TMPOBEPKH 3HAHMA
TpeboBaHmil oXpank! Tpyaa paGOTHHKOB B 3EKTPOHHOM BHJIE C HCIOMB30BAHHEM IMEKTPOHHOH
MOJNMHCH HiM  060ro  apyroro cnoco0a, TMO3BONAIONIEr0 HACHTHOHIHPOBATH JTHUHOCTS
paboTHHKA, B COOTBETCTBHH ¢ 3aKOHOJaTeNLcTBOM Poccuiickoii Deneparun.

4.2. IlepeBox noxymeHTOR Ha GyMaKHOM HOCHTENE M COCTABIAIONMX OyMaskHbIl apxHB,
OCYIIECTBIAETCA B COOTBETCTBHH C NPHKa3oM aupekTopa OpraHu3aiyy.

4.3. DnekTpoHHBIH 06pa3 JOKYMEHTOB CO3/IAETCA ¢ MOMOIIBIO CPECTB CKAHHPOBAHHA.

4.3. CxaHnpoBaHHe JOKyMEHTa Ha GyMaKHOM HOCHTENE JONKHO MPOM3BOIMTECS B MaciuTabe
1:1 B rpaganmsax ceporo uperta.

4.4. Ilpu ckanuposanun HeoOxoamumMo obecneunsars paspemenne He Menee 200 Touek Ha moiiM,
4 TAKKE COXPAHEHHE BCEX PEKBH3HTOB H ayTEHTHYHBIX MPH3HAKOB MOJTHHHOCTH, B TOM 4YHCIE
rpapudeckoii momnmmen nmua (mm), mewarn Oprammsaumm, npH ee Hammumn,  Daiin
AMEKTPOHHOro 06pasa JokymenTa omken Guith B hopmate apxusroro xpanenua PDF, Paimep
(haiina anexTporHoro obpasa He nomken npeskimars 30 Merabaiir.

4.5 Jlupexropom OpraHu3anuy HAa3HAYAETCH OTBETCTBEHHBI CHELHATHCT, YIOJTHOMOYEHHEIH
Ha co3janue aiinos, mnepejady JOKYMEHTOB B  I€KTPOHHBIH apxus, (opMHpoBaHHE
MEKTPOHHOrO apxuea, paboTy ¢ JIOKYMEHTAMH 3MEKTPOHHOTO apXHBa, B TOM YHCIE
(opmupoBanHe M 3apepeHHe OGyMayKHOH KOMHH 3IEKTPOHHOIO JIOKyMeHTa, obecneveHns
JI0CTOBEPHOCTH IEKTPOHHEIX JIOKYMEHTOB, Pa3MEIIEHHBIX W BBOJMMEIX B 3JICKTPOHHLIH apXHB,
obecriedenue paboTel M 0e30MACHOCTH JMIEKTPOHHOrO apXHBA, a TAKKE pe3epBHOro
KONHPOBAHHUSA, BOCCTAHOBIEHHA HH()OPMALHH.

4.6. OTBETCTBEHHBLIM HCTIONHHTENEM CO3JaeTCH apXHBHBIL (aill JOKYMEHTa C 3amoJHeHMeM
HeoOxoaumoi uubopmarmn, Kakasii otaenbHbli anexTpoHHEIH 06pa3 JOKYMEHTA J0JDKeH
OBITE OpeicTaBneH B BHAE OTAeNbHOrO (aiila ¢ HaMMEHOBAHMEM, MO3BOAIONIHM
HIECHTHOHIHPOBATH YNEKTPOHHEIN 00pa3s J0KyMeHTA.

47. B apxusHblii (aitn OTBETCTBEHHBLIH HCIIOJIHHTENL 3arpyiaer AEKTPOHHBIH  0o0pas
JOKYMEHTa, NPEABApHUTENILHO CBEPAA €r0 ¢ OPHIHHAIOM H (HJIM) HaUlelKalle 3aBepeHHoil
KomHei,

4.8. Ilpu  ycraHOBJEHMM  MIEGHTHYHOCTH  MeKTPOHHOro  ofpa3za JOKYMEHTa ¢
OpHIHHAJIOM/HAJIIE/KaIlle 3aBepeHHOil Konuell OTBETCTBEHHBIH HCIOIHHTENb HIH Hupekrop
Opranusanuy NOANHCEIBAET €ro MEKTPOHHON KBaATHDHIHPOBAHHON MOAMHCHIO.




4.9. Bson momy4eHHBIX WM CHOPMHPOBAHHBIX EKTPOHHEIX 00pa3’oB JOKYMEHTOB M

JNCKTPOHHBIX OOKYMEHTOB B BJIEKI‘pDHHbIﬁ 4pXHB [OJIAKHBI BEINOJIHATECA OTBETCTEEHHBIMH
HCIIONHATE/AMH B KpaTuaiiiimii cpox.

4.10. DYHKIHOHATEHEIE XapaKTepHCTHKH J/ICKTPOHHOIO apxXuBa JO/UKHBI [PEICTABIATH
NONB30BATE/IAM CIEAYIONHE BOIMOKHOCTH:

= NOHCK JOKYMEHTOR IO PazIHYHEIM PEKBH3HTAM H IHAYCHHAM,

= OTKPBITHE 3/IEKTPOHHBIX 06PA30B I0OKYMEHTOB CTAHIAPTHEIMH CPEICTBAMH;

- BBIBOJI HA OYMaKHBIH HOCHTEb,

- dopmupoBanue crarmcTHueckol, u APYTOii OTYETHOCTH O COCTOSHMH 3IEKTPOHHOIO
ApXHBa; pasrpaHHYeHHE NPaB JIOCTYNA K AOKYMEHTAM 3/IeKTPOHHOTO apXHBa,

- HEBOIMOMKHOCTD YNANCHHA PaHEe 3arPYIKEHHBIX IEKTPOHHBIX 06Pa3oB JOKYMEHTOB;

- HEBO3MOXKHOCTE YJAIEHHS W 3aMEHBI JJIEKTPOHHON MOANHCH B paHee 3arpyxeHHBIX
INEKTPOHHBIX 00pa3ax N0KYMEHTOB;

4.11.0nexrponneif apxuB OpraHusanMm BKTOYaeT B cebs HHPOPMAIHOHHYIO CHCTEMY,
obecredHBalonIyIo ynpasieHnHe apXHBHBIMH JIEKTPOHHBEIMH JIOKYMEHTaMH, H obecneuynpaer
MECTO JUI XpaHeHHA JMIEKTPOHHBIX JOKYMEHTOB Ha (u3nueckn 060co6IEHHBIX MATEPHATBHEIX
HOCHTEJIAX, B TOM YHC/IE JUI WX BPEMEHHOIO pasMeIICHHMs, a Takke YCTAHABJIHBAETCS HIH
BBIJIEJIACTCA HEOOXO0/IHMOE CEPBEPHOE H KOMMYHHUKALIHOHHOE obopynoeauue,

4.12. DneKkTpoHHEIE JOKYMEHTEL, MOIekalIne XPAHEHHIO, IIePE/IAlOTCA B VIEKTPOHHEIT apXHBE B
YHOPANOYEHHOM  COCTOAHHH B BHJE KOHTCHHEpOB, o00ecHeUYHMBAIOIMX IENOCTHOCTD
HNEKTPOHHBIX JOKYMCHTOB, HA OCHOBaHHH OIMHCEH 3EKTPOHHEIX JOKYMEHTOB IO BHYTpeHHeli
3NEKTPOHHOM noure OpraHu3anuy WK Ha o6ocobneHHbIx (onTHYECKHX) HOCHTENAX.

4.13. OneKTpOHHBIE NOKYMEHTBI CHCTEMATH3HPYIOTCH 110 KOHTEHHEpaM, HHAEKCHPYIOTCH M
HMEIOT CpOK XpaHEHHH, ONpeJeNeHHbIH HOMeHKnatypoil men Opramusauuu, B HopAsKe,
YCTQHOBJICHHOM B OTHOIICHHH Jell, CHOPMHPOBAHHBIX H3 JOKYMEHTOB Ha GyMa)kHOM HOCHTEe,

4.14. Konteitnep a11eKTpOHHOTO I0KYMEHTA NIPeCTARIAeT cooil Z]1P-apxus.
4.14.1. B xoHTeliHep 3MeKTPOHHOTO JOKYMEHTA BKITIOYAIOTCA:

- MEKTPOHHBIH JOKYMEHT B (hopMaTe apXHBHOTO XpaHEHHS:

- METaJlaHHBIC JI0KYMEHTA, BK/IIOYAS 3/1eKTPOHHEIE IO ITHCH.

4.15. B cayvae HeoGXOIMMOCTH BOCCTAHOBIEHHS JIAHHBIX IEKTPOHHOTO JOKYMEHTA,
Opranusamnns NMpOBOINT HX pPe3epBHOE Konupopanue. s opranusanuy CHCTEMEI Pe3epBHOIO
KONHPOBAHHA HCNONB3YIOTCA CTAHJAPTHRIE CPEJCTBA ONEPAlHOHHON CHCTEMSL Pesepenoe
KONHPOBAHHE NPOBOJHTCS eXeMEcauHOo He noiauee 20-ro uncna Mecaa.

4.16. Jins co3mamms pe3epBHBIX KONMMI JAHHBIX MPHMEHSIOTCH KOMITAKTHBIC (cmenHBIE)
HocuTenH nHdopmanmy (06na4Hoe XpaHHIMIIE / BHEIIHHE JKeCTKHE THCKH 1 T.IL).

Ilpn cosmanmm pelepBHBIX KomMH  fomyckaeTcs ux APXHBHPOBAHHE  CIICIHATBHBEIMH
TIPOTPAMMHBIMH CpPe/ICTBAMH.,

4.17. Xpanenue pe3epBHBIX KOMHI OCYIIECTBIAETCS B TEYEHHE 3-X MECHIIEB.

4.18. BoccTaHOBJICHHE YTpPaueHHBIX JIAHHBIX OPOH3IBOJHTCA H3 pe3epBHOH  KOmMH,
obecneqnBatonmiell MHHHMATLHYIO MOTEPI0 JaHHBIX, COJAEpHKAMIHXCA B HHOOPMALHOHHOM

pecypce.



4.19. OtsercTBenmHbIe JHIA NPH paboTe ¢ IMEKTPOHHBIMH JOKYMEHTAMH 0GA3aHBI COB/OATS
TpeGoBaHHs 3akoHoNaTesbeTBa Poccuitckoit denepannn o samure MEPCOHANIBHBIX JAHHEIX,

5. [Ipenocrasienne 1oKkymenTos 06 06y4ennn no oxpane TPYAa B 3JIEKTPOHHOM BH/IE

5.1. Ilpu BeneHMH NMPOTOKONA MPOBEPKM 3HAHWS TPeGOBAHMI OXpPAHEI Tpyaa paboTHukos B
JEKTPOHHOM BHJIe, OOMEH 3JIeKTPOHHBLIMH IPOTOKONIAMH € JIHIAMH, TPOIMIEIUIHMH NpOBEPKY
JHAHHH MO oXpaHe TpyJa NPOHCXOMHT TAKKE HCKIIOUHTENLHO B 3MEKTPOHHOM BHJE (1O
3IEKTPOHHOM noyre) B 10 JHEBHBIH CPOK ¢ JIaThl 3acefaHus COOTBETCTRYIOMIEH KOMHCCHH 10
NpoBepKe 3HaHui TpeGoBanuii oxpaHs! Tpyja B Opranusanmu.

5.2. DNeKTPOHHBIH JOKYMEHT MOJANHMCHIBAETCA YCHICHHOM KBATH(HIMPOBAHHON EKTPOHHOIN
noanuceio Jupexkropa Opranusamuu.

5.3. Ilo sampocy nuua, mpormieauiero mpoBepky 3HaHMII MO OXpaHe TpPyXa, €MY BblIaeTcs
NPOTOKOJI NNPOBEPKH 3HAHHA TpeDoBaHHii 0XpaHbl TPyaa Ha OYMaXKHOM HOCHTEIIe.

5.4. BymaxkHas KONMMs DJIEKTPOHHOIO JOKYMEHTa 3aBepseTcs OTTHCKOM mTamna "Komms
MEKTPOHHOIO  JIOKyMeHTa BepHa" (MiM CcoOCTBEHHODYYHON 3amMCBI0 €  TEKCTOM) W
cOBCTBEHHOPYUHOH TONMHCHIO JIMIA, YIOIHOMOYEHHOIO 3aBEpATH AOKYMEHTBI OT HMEHH
Opranmsanun ¢ pacinpoBKoil GaMHITHN 1 TOMKHOCTH H YKa3aHHEM JIaThI JaBEPEHHA.

5.5. OTBeTCTBEHHBIH HCMONHUTENb HECeT NEPCOHATEHYIO OTBETCTBEHHOCTh 3a WCHTHUHOCTD
nH(opmManun B OYMaKHOM KOIHH 3JIEKTPOHHOTO JOKYMEHTA H €€ MIEKTPOHHOM OpHUTHHANE, a
TAKIKE 32 co3/laHHe OyMasKHOH KOITHH JIOKYMEHTA.

5.6 Jluetel MHOrOCTpaHHYHEIX GYMaKHBIX KOMHMIl 3/MEKTPOHHBIX JOKYMEHTOB JOJKHBI GBITH
MPOHYMEPOBAHBI, JIONYCKAaeTCs OpONIIOpOBAHME IHCTOB MHOTOCTPAHHYHBIX JOKYMEHTOB, HX
MPONIHBKA U 3aBepeHHe cOPOLIIOPOBAHHOTO JOKYMEHTA Ha 000pOTeE MOC/IEIHEr0 IHCTA.

6. OTBeTCTBEHHOCTD 32 XPAHEHHE JOKYMEHTOB

6.1. OpraHusaius HeceT OTBETCTBEHHOCTh 33 COXPAHHOCTh JOKYMCHTOB Ha GyMamHOM
HOCHTEJIE, @ TAKIKE /ICKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO apxHpa, o0paboTKy H XpaHeHHe
NEPCOHANBHBIX JAHHBIX, COACPKALIMXCA B JJIEKTPOHHOM H OYMaXHOM apxHBe.

6.2. CoxpaHHOCTb 3JIEKTPOHHBIX JOKYMEHTOB B O3/EKTPOHHOM AapXWBe obecreuuBaeTcs
HCIIONMHHTENBHOH qupeknmeii Opranusaiiy.

6.3. IIpy XpaHEeHHH 3JIEKTPOHHBIX JOKYMEHTOB Ha (GH3HYECKH 060COGICHHBIX MaTepHATBHBIX
HOCHTENAX OHH 3AIIMUIAIOTCA OT BPEIHBIX BO3JEHCTBHII OKpykalowedl cpelbl, B TOM HHCIE
MArHHTHBIX, 3JIEKTPOMarHHTHAIX, TEMIIEPATYPHO-BIaKHOCTHBIX.

6.4. KOHTpO/E TEXHHHECKOTO COCTOSHHS 3MEKTPOHHLIX JOKYMEHTOB H (pH3HYIECKOTO COCTOAHHA
EKTPOHHBIX H OYMaXXHBIX HOCHTENel MPOBOIMTCSA HE Pelke OIHOro pasa B 3 roja.



