SEOEPAJIBHOE AFEHTCTBO
NO TEXHWYECKOMY PEIMYNMPOBAHMIO N METPOJIOIMU

HALUWOHANbHBLIA NMCTP
CTAHQOAPT 54989—
POCCUMNCKOM
©ENEPALUM 2012/

ISO/TR 18492:2005

OBECNEYEHUE OONTOBPEMEHHOM
COXPAHHOCTMU 3JIEKTPOHHbIX JOKYMEHTOB

ISO/TR 18492:2005
Long-term preservation of electronic document-based information
(IDT)

W3panue omumansHoe

MockBa
CranpapTnHdopm
2013


http://www.stroyinf.ru/fire.html

FOCT P 54989—2012/ISO/TR 18492:2005

MpeancnoBune

Llenu u npuHumMnel ctaHaapTusauuu B Poccuinckon ®egepaumm yctaHoBrneHbl ®egeparbHbiM 3aKOHOM
oT 27 nekabpa 2002 r. Ne 184-$3 «O TeXHUUYECKOM perynMpoBaHum», a npasuia NpUMeHeH s HaLMoHarbHbIX
ctangaptos Poccunckon ®eaepauum — MOCT P 1.0—2004 «CtaHpapTusaums B Poccuiickoit Penepauumu.
OCHOBHbIE NONOXEHUA»

CeeaeHuUA o cTaHgaapTe

1 NOArOTOBNEH Ob6LwecTBOM ¢ OrpaHU4eHHOW OTBETCTBEHHOCTbIO «AneKkTpoHHble OducHble Cuc-
TeMbl (NPOEKTUPOBaHNe U BHeApeHWe)» Ha OCHOBE COBCTBEHHOIO ayTEHTUUHOIO NepeBoAa Ha PYCCKUIA 3bIK
TEXHWYECKOro oTYeTa, YKasaHHOro B NyHkTe 4

2 BHECEH TexHunyeckum komuteToM no ctaHgaptusauum TK 459 «UHdpopmaumoHHas nogaepxka
KWU3HEHHOrO LyKNa u3genniny

3 YTBEPXIEH W BBEAEH B JENCTBWE lMpukasom degepansHOro areHTCTBa No TeXHUYECKoMy
perynupoBaHuio U MeTponorin oT 17 ceHTsbpsa 2012 r. Ne 325-ct

4 Hacroswuin ctaHgapT naeHTudeH TexHudeckomy otuety MCO/TO 18492:2005 «O6ecneueHue aon-
rOBPEMEHHOM COXPaHHOCTM 3MeKTPOHHBLIX AokyMeHToB» (ISO/TR 18492:2005 «Long-term preservation of
electronic document-based information»).

Mpy NpUMeHeHUN HacTosLWero cTangapTa pekomeH4yeTcst UICNOMb30BaTh BMECTO CChIFTIOYHBIX MeXay-
HapoAHbIX CTaHOapTOB COOTBETCTBYIOLME UM HaLMoHanbHble cTaHaapTel Poccuiickoi ®eaepaumn, ceege-
HWS1 O KOTOPLIX NPUBEAEHB! B AOMONHUTENBHOM NpUIoXeHU OA

5 BBEAEH BMNEPBbIE

UHgpopmayusi 06 UBMEHEHUSAX K HacmosiueMy cmaHdapmy rybrnukyemcsl 8 exe2o0HO u30asaeMoM
UHhopMayLoOHHOM yKkazamene «HayuoHanbHble cmaH0apmbi», a meKkcm U3MeHeHul U rorpaeok 8 exeme-
CAIYHO Uu3dasaeMoM UHOPMaUUOHHOM yKkaszamene «HauuoHaneHble cmaHdapmbiy». B criydae nepecmompa
(3ameHbi) unu ommeHbl Hacmosiueeo cmaHdapma coomeemcemsyiouwee ygedomneHue 6ydem onybnukosa-
HO 8 exxeMecsiyHO u30asaeMoM UHGOpMaYUOHHOM ykazamene «HayuoHanbHeie cmaHdapmely. Coomeem-
cmeyrowjasi uHbopmauyusi, yeedomneHue U mekecmsl pasMewjaromest makxe 8 UHgopmMayuoHHolU cucmeme
obLyeeo rnonb308aHuss — Ha oguyuanbHoM catime PedepallbHO20 a2eHmMemea 1o MexXHU4YeCKoOMy peayru-
posaHuro U Memporoauu 8 cemu ViHmepHem

© CrangapTtuHdopm, 2013

HacTosiuuii ctTaHgapT He MOXeT BbITb NOMHOCTLIO UITM YAaCTUYHO BOCNPOU3BeeH, TUPaXXMpoBaH U pac-
npocTpaHeH B kKayecTse ohnuUMansHOro u3gaHus 6es paspelueHus degepansHoro areHTCTsa no TeXHUYECKo-
MY perynupoBaHuio U MeTPONorm



FOCT P 54989—2012/ISO/TR 18492:2005

CopepxaHue

1 ObnacTtb NnpUMeHeHus
2 HopmaTuBHbIE CCbISIKN
3 TepMuHbI U onpeaernexns
4 O603Ha4YeHMs1 U cokpalleHns
5 [JonroBpeMeHHas cOXpaHHOCTb
5.1 O6wwue nonoxeHns
5.2 Uenu cTpaternu obecneyeHns AONroBPEMEHHON COXPaHHOCTU
5.2.1 Obwue nonoxeHns

5.2.2 YnTaeMoCTb 3MEKTPOHHBIX AOKYMEHTOB . . . . . . v v o v e i e et e e

5.2.3 NHTepnpeTnpyemMocTb 3MEeKTPOHHbBIX JOKYMEHTOB
5.2.4 VgeHTUdULMPYEMOCTb 3MEKTPOHHbIX JOKYMEHTOB

5.2.7 AyTEHTUYHOCTb 3MEKTPOHHbIX JOKYMEHTOB

6 3OnemeHTbl CTpaTernm 4onroBpeMeHHOM CoXpaHHOCTH
6.1 OO6wune nonoxeHns
6.2 OBGHoBneHWe Hocutenemn
6.2.1 Ob6Lme nonoxeHus

6.2.2 MNepedopmaTupoBaHMe 3NEKTPOHHBIX AOKYMEHTOB . . . . . . . .« o o v v v v e o .
6.2.3 KonupoBaHMe 3MEeKTPOHHBIX AOKYMEHTOB. . . . .« « v v v v v v e e e e e e e

6.3 MeTagaHHble
6.3.1 O6wume nonoxeHus
6.3.2 B3anMHasi COBMeCTUMOCTb (MHTeponepabenbHOCTb) MeTagaHHbIX

6.4 Murpauus saneKkTPOHHbIX JOKYMEHTOB
6.4.1 O6LMe NonoxeHst
6.4.2 3aBucyMOCTb OT NporpamMmmHoro obecneyeHus

6.4.3 OBHoBMNEHMe NporpaMMHOro obecnedyeHms U MHCTanNaLUMsa HOBOrO NPOrpPaMMHOro
obecnevyeHus

6.4.4 Murpauns B cTaHdapTHble hopMaTthl

7 PaspaboTka cTpaTerum 4ofroBpeMeHHON COXpaHHOCTU
7.1 MonuTnka obecneyeHnst 4ONTOBPEMEHHON COXPaHHOCTH
7.2 KoHTponb KavecTsa
7.3 BbesonacHocTb

7.3.1 Ob6Lme nonoxeHus

7.3.4 3awmTa oT yTpaThl

7.3.5 MNonuTtuka obecnedeHnsa Be30MacHOCTU . . . . . . . v v v v v i e e e e e e e

7.4 KoHTPOMb 1 MOHUTOPWHT KITUMaTUYECKNX YCNOBUIA

MpunoxeHne A (cnpaBovHoe) HauuoHanbHble NporpaMmMbl 06ecneyeHnst COXPaHHOCTU 3MEKTPOHHBIX

OOKYMEHTOB 1 gpyrue ny6n|/||<au.vw|

MpunoxeHne JA (cnpasBoyHoe) CBefeHUA 0 COOTBETCTBUN CCbINIOYHBIX MeXAyHapOAHbIX CTaHA4apToB
1 OKYMEHTOB CCbINIOYHBLIM HaLMoHanbHbIM cTaHgapTaMm Poccuiickon ®egepaumm . .

5.2.5 [JOCTYNHOCTb 3NEKTPOHHBIX AOKYMEHTOB . . . . . . .« « v v v i oo e e e
5.2.6 TOHATHOCTb SMEKTPOHHBIX AOKYMEHTOB. . . . . . . . o v v v v i e e e e e e e

6.4.5 Murpauusi 3neKTpOHHbIX OOKYMEHTOB U3 yHacneaoBaHHbIX NHOPMALMOHHBIX CUCTEM . . .

7.3.2 YnpaBneHne OOCTYNOM MpU MOMOLUM NPOTrPaMMHBIX CPEACTB . . . . . . . . . . . . . .
7.3.3 YnpaBneHne pusnUeckUM JOCTYMOM . . . . . .« v v v v i i e e



FOCT P 54989—2012/ISO/TR 18492:2005

BBeaeHue

MexxayHapogHaa opraHusaums no crangaptusaumm  WNCO  (International Organization for
Standardization, ISO) asnsetca BceMUpHbEIM 06begMHEHNEM HaLMOHASbLHEIX OpraHoB Mo cTaHdapTusauuu
(opraHusaumn — uvnexHos NCO). MoaroToBka MexayHapoaHbIX CTaHAapToB 06bIYHO BeAeTCs B TEXHUYECKUX
komuteTax MCO. Kaxaas opraHusaums — uneH MCO nmeeT Npaso 6bITb NpeacTaBNeHHON B TeX TEXHNYECKNX
KoMUTeTax, TemaTtuka KoTopbIX npedcTasnseT Anst Hee uHTepec. Bmecte ¢ MCO B aTol paboTe Takke NpUHN-
MaloT yHacTue MexayHapoaHble NpaBUTeNbCTBEHHbIE U HenpaBUTenbCcTBeHHble opraHusaumn. WCO TecHo
coTpyaHuyaet ¢ MexayHapoaHon anekTpoTexHndeckolh kommnccuen (MK — International Electrotechnical
Commission, IEC) no BceM Bonpocam ctaHgapTusaumu B 06nacTu 3eKTpoTEXHUKN.

MesxayHapogHbele cTaHAapThl paspabaTtbiBaloTCa B COOTBETCTBAM C MpaBunamMu, yCTaHOBMEHHbIMU B
yactu 2 gupektns MCO/MOIK.

OcHoBHOM 3apaveil TEXHNYECKUX KOMUTETOB SIBMSAETCH MOATOTOBKa MeXAyHapOoAHbIX CTaH4apToB.
OpobpeHHble TEXHUYECKUMI KOMUTETaMU NPOEKTbl CTaHAAPTOB PacChiNalTCa opraHUsauuMsaM — 4neHam
NCO Ha ronocosaHue. [na nyénuvkaunm B ka4eCTBE MeXAYHapoAHOTO CTaHAapTa NMPOeKT AoMmMkeH 6biTb 0406~
peH He MeHee YeM 75 % opraHusaunin — uneHos NCO, NpuHsBLUMX y4acTue B rofioCoBaHNN.

B vckniounTeNbHBIX Cryyasix, Korga TEXHUYECKUIA KOMUTET cobparn Mmatepuansl, OTNNYaoLLMecs OT Tex,
koTopble 06bI4HO MYGIIMKYHOTCS B Ka4ecTBe MexayHapoaHoro cTaHaapTa (HanpumMep, oTpaxatowue Tekylliee
COCTOsAIHME Aen Mo COOTBETCTBYIOLWEMY BOMPOCY), KOMUTET MOXET BOMbLUMHCTBOM FOfIOCOB CBOWX Y/IEHOB
NPUHATL peLleHne o Nybnukaumm TexHm4eckoro otyeTa. Mo cBoel Npupoae TEXHUYECKU OTYET HOCUT YNCTO
WMHOPMATUBHBIA XapakTep, 1 ero nepecMoTp He TpebyeTcsa Ao Tex nop, noka coaepxallnecsl B HemM cBeae-
HUA He MOTePSOT CBOIO aKTyanbHOCTb W NOMe3HOCTb.

CriegyeT nMeTb B BMAY, YTO HEKOTOPbIE 3N1EMEHTbI AaHHOrO AOKYMEHTa MOryT obbekTamun naTteHTHbIX
npas. NCO He HeceT 0TBETCTBEHHOCTY 3@ YCTaHOBMEHWE MOASIMHHOCTU TakMX MaTeHTHbIX Mpas.

TexHunyeckuii otyeT UCO/TO 18492 6bin noarotorneH nogkoMmmuretom SC 3 no o6wmm Bonpocam Tex-
Huyeckoro komuteta NCO TC 171 «[lMpuknagHble cucTembl co3gaHns U xpaHeHnsa gokyMeHToB» (Document
management applications).

ObecneveHne ONTOBPEMEHHOM COXPaHHOCTW ayTEHTUYHON SNEKTPOHHOW HECTPYKTYPUPOBAHHOW UNn
CnaboCTPYKTYPUPOBaHHON AOKYMeHTUpoBaHHOW uHdopMauun (electronic document-based information,
Janee rno TeKcTy — AOKYMEHTOB) — npobrnemMa, KOTopylo NpUXoauTcsl pewaTb B pasnuuHbix cdepax ges-
TerNbHOCTU, TAKUX KaK apXuBHoe Aerlo, ynpasneHne nHdopmaumein u goKyMeHTaMu, 3NeKTpoHHasa KoMMep-
LS, SNEKTPOHHOe rocyiapCTBEHHOE ynpaBrneHue u paspaboTka TexHonorni. PeweHne aaHHoW npobnemsl
OCNOXHAETCA TEM, YTO OpraHU3aLMKn U oTAENbHbIE NNLIA, HA KOTOPLIX BO3MOXEHA OTBETCTBEHHOCTL 3a obec-
neyeHue AONrOBPEMEHHOIro AOCTYMNA K ayTEHTUYHBLIM 3NIEKTPOHHBLIM [JOKYMEHTaM, UCMONb3YIOT ANA AOCTUXe-
HWA 3TON Lenu pasnuyHble cTpaTeruu.

HecmoTpsa Ha siBHyo NOTpeBHOCTL B pelueHuy npobnemel obecneyeHns AoNroBpeMeHHoro goctyna K
ayTEeHTUYHBLIM 3IeKTPOHHBLIM JOKYMEHTaM B HacTosiliee BpeMsl OTCYTCTBYIOT COrflacoBaHHble MeXayHapoa-
Hble pekomMeHAauum no aToMy Bonpocy. Kak cnegcteme, NpUMEHSIIOTCSA pasfnniHble, MOPO He COBMECTUMbIe
mexay coboi meToapl, YTO co3AaeT ANa opraHU3auuii cepbesHble NpobrneMbl, CBA3aHHbIE C AOCTYNHOCTbIO
n/MnNn ayTeHTUYHOCTBLIO COXPaHSAEMBIX 3M1eKTPOHHBIX JOKYMEHTOB.

MpusHaBas yHMBepcanbHylo Npo6iemMy TEXHONMOrMYEeCcKoro yctapeBaHusi KoMnbioTepHoro obopyaosa-
HWUA U NPorpamMMHOro obecneveHns, a Takke orpaHU4EeHHbIA CPOK CIyXObl LM poBLIX HocuTenen nHdopma-
LUK, AaHHBIA CTaHAapT COAepPXUT pekomeHAauuvM opraHusauussim — xpaHuTensm uHdopmaumm (storage
repositories, fanee nNo TEKCTY — XpaHUTeNn uHgpopmauun) No nogaepXaHuilo ayTeHTUYHBIX 3NEeKTPOHHBLIX
JOKYMEHTOB, COXpaHsieMbIX AN UCNonb3oBaHMA B ByayuieM, n no obecneyeHuio 4ocTyna K HUM.

Llenb HacTosiwero ctaHaapTa — NPeAnoXuTb YETKYO KOHLENUMto Ana paspaboTku cTpaTeri u xopo-
LLIMX NPaKTUK, MPUMEHUMBIX K LUMPOKOMY CMEKTPY 3MeKTPOHHBIX AOKYMEHTOB rocyAapCTBEHHOro U YacTHOro
ceKTopoB Ans obecneveHns Ux 4ONroBpeMEHHOW JOCTYNHOCTA U ayTEeHTUYHOCTI.
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HAUWOHANbHBIA CTAHOAPT POCCUUCKOWU OSGELOLEPALMUMU

OBECMNEYEHUE AONMTOBPEMEHHOW COXPAHHOCTHU
ANMEKTPOHHbLIX QOKYMEHTOB

Long-term preservation of electronic document-based information

Dara BBeaeHna — 2013—05—01

1 O6nacTb NpUMeHeHusA

HacToawui ctaHgapT coaepXUT MeToaudeckne ykasaHus U pekomeHgauuu no obecneveHnto aonro-
BPEMEHHON COXPaHHOCTU ayTEHTUYHBIX 3MEKTPOHHBIX AOKYMEHTOB M A0CTyna K HUM B TeX cryyasx, koraa
CPOK UX XpaHEeHWUs NPEeBLILLIAET pacyeTHbIA CPOK UCMONb30BaHUA TeEXHONOrui (06opyaoBaHUs U NPOrpaMMHO-
ro obecneyeHns), NPUMEHsIEMbIX AN CO3AaHUsA U noaaepXaHust 3TUX OKYMEHTOB.

HacTtosawui ctaHgapT yuuTbIBaeT porib TexHonormvecku HeutpanbHbix UT-cTaHgapToB B obecneveHun
AONroBpeMeHHoro Aoctyna kK uHgopmaumu.

HacToawmin ctaHgapT pekomeHayeT K obecrneyeHuro AOMroBPEMEHHON COXPaHHOCTU ayTeHTUYHbIX
3MEKTPOHHBIX JOKYMEHTOB 1 4OCTYNa K HAM NMpuBrekaTtb cneunanuctos UT, cneumanucToB no ynpasBneHuto
nHdopmaumei/koHTeHToM (document managers), cneunanucToB No ynpaeneHuio AoKyMeHTamu (records
managers) 1 apXvMB1UCTOB.

B HacTosilem cTaHgapTe He paccmMaTpUBaloTCa NPoLEecchl Co3faHus, «3axeaTay (Beoga) u krnaccudu-
KaLuM ayTeHTUYHbIX 3M1EeKTPOHHBIX AOKYMEHTOB.

HacTtosawmin ctaHaapT npyuMeHUM K ftobbiM Buagam nHopmaumm, cosgaHHon MHopMaLNOHHBIMU CUC-
TemMaMu N coxpaHeHHOM B KauecTBe CBUAeTEeNbCTBA AeNOBbIX TPaH3aKUUn U AeATENbHOCTU.

MpuMeyaHune— OnekTpoHHbIE 4OKYMEHTbl NPeAcTaBnsoT cobon «AenoByio NaMaTby O NOBCEAHEBHON Aeno-
BOV AeSTENbHOCTM M COBLITUSIX, AaBasi OpraHN3aumsiM BO3MOXHOCTb BNOCNEACTBUM U3y4aTb, aHANM3NMpoBaTh U AOKYMEH-
TUPOBaTb 3TN AeUCTBUS U COBLITUS. DNEKTPOHHbIE OKYMEHTHI SBMSAOTCH CBUAETENBCTBAMU AEMNOBbIX TPAH3aKLUMWIA, YTO No-
3BONSET OPraH13aLmMsiM UCMONb30BaTh UX NMPU NPUHSATN YNPABMNEHYECKMX PELLEeHUI B HAacTosIWee Bpems 1 B Gyaywem, ans
yOoBMNeTBopeHWsi NOTpebHOCTEN KNMEHTOB, ANA obecneveHnsi COOTBETCTBUSA 3aKOHOAATENbHO-HOPMATUBHBLIM TpeGoBaHu-
AM 1 AN 3almThl MTHTEPECOB OpraH3aunm B cnydvae cyaebHbix cnopoB. Mo3TomMy 3NeKTPOHHBIE AOKYMEHTbLI AOMKHBI CO-
XPaHATLCS U JOMKHLIM 06pa3oM XpaHWTLCS.

2 HopmaTuBHbIe CCbINKK

MepeuncneHHble HWKE CTaHAAPTHl U AOKYMEHTHI, HA KOTOPbIE B TEKCTE UMEOTCA CCbINKU, Heo6XoaAUMBI
rnpy NPUMeHeHnM aaHHoro cTaHaapTa. [Ans cebinok, B KOTOPLIX YKa3aHa gata, NPUMEHAETCA TONbKO YNOMSAHY-
Tan Bepcus AokyMeHTa. [N cebinok 6e3 ykazaHus AaThl HY)XXHO UCNONb30BaTb NOCNEAHIO BEPCUI0 COOTBET-
CTBYIOLLIEro AOKYMeHTa (BKIioYasi UMetoLMecs nonpaskn):

MCO 12651:1999 3BnekTpoHHas obpaboTka nszobpaxeHun — Cnosapb (ISO 12651:1999, Electronic
imaging — Vocabulary)

NCO 15489-1 WNHopmMaLmsa u gokyMeHTauus — YnpasneHue gokymeHTamn — Yactb 1: O6wime npuH-
umnsl (ISO 15489-1, Information and documentation — Records management — Part 1: General)

NUCO/TO 15489-2 UHdbopmauma u gokymeHTauus — YnpasneHue gokymeHTamum — Yactb 2: Pykosof-
ctBo (ISO/TR 15489-2, Information and documentation — Records management — Part 2: Guidelines)

UCO/TY 23081-1 UHdopmauma n gokymeHTauma — MNpoueccel ynpasneHusa AokyMeHTamn — MeTa-
AaHHble nokymeHToB — YacTtb 1: MpuHuune (ISO/TS 23081-1, Information and documentation — Records
management processes — Metadata for records — Part 1: Principles)

Uspaune opvumansHoe
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3 TepMuHbI M onpeaeneHus

B HacTosieM cTaHgapTe NpUMeHeHbl TEpMUHBI U onpeaeneHust, aaHHblie B UCO 12651, NCO 15489-1
n MCO/TO 15489-2, a Takke cneayroLme TEPMUHBI C COOTBETCTBYIOLLMMM ONpeaeneHnsaMu:

3.1 ayTeHTUYHbLIA 3NMeKTPOHHbLIA AOKYMeHT (authentic electronic document-based information):
OneKTPOHHbIN AOKYMEHT, TOYHOCTb, HAAEXKHOCTb U LLENOCTHOCTb KOTOPOro COXPaHSATCS C TEYEHUEM BPEMEHM.

3.2 HecTpyKTypupoBaHHasa UNu cnabocTpyKTypupoBaHHasi AOKYMEHTUpPOBaHHas MHopMaLma
(aokymeHT) (document-based information): CywiecTBeHHas MHopMaLUs, KOTOPYIO MOXHO 0bpabaTkiBaTh Kak
eUHbIN 06BEKT (Hanpumep, nsobpaxkeHune, TEKCT, AMEKTPOHHaa Tabnuua, npeactaBneHne 6asbl AaHHbIX).

[MpunMeyaHmne—K HECTPYKTYpPMPOBaHHON MHAOPMaLUM OTHOCATCS (NepeqeHb He SIBMSIETCH McYepnbiBato-
LLMM): TEKCTbI, Fpacmyeckne obpasbl, TabnuyHble AaHHbIe (HaNPUMEP, ANeKTPOHHbIE TabnuLbl) 1 Nobblie X KOMGUHALUN.

3.3 KoHTeHT (copepxaHue) pgokymeHta (document-based information content): CylecteeHHan
nHdopmaLms, cogepallasacs B JOKYMEHTE.

3.4 koHTeKcT gokymeHTa (document-based information context): Ceegenusi 06 obcTosTenscTBax
CO3JaHusi, KOHTPOMSA, UCMOMNb30BaHUSA, XPaHEeHUS 1 yNpaBeHUs 3M1eKTPOHHBIM AOKYMEHTOM, a Takke ceefe-
HWS O ero B3anMMOCBSA3SX C APYrMMU NOA0BHBIMU AOKYMEHTaMu.

3.5 cTpyktypa gokymeHTta (document-based information structure): Jlorudyeckue v pusnyeckue atpu-
6yThl JOKYMeEHTA.

MpwumedyaHne— Jlormdeckue atpubyThl yCTaHABNMBAIOT NOMMYECKUIA NOPSAOK (HaNpUmep, nepapxuio pacrnos-
HaBaeMbIX NOAPasAenos), B TO BPEMS Kak B YMCINO (h3NYeCKUX aTpubyToB BXOAST Takme areMeHTbl, Kak, Hanpumep, Tun
WwpudTa u nHTEpBanbI.

3.6 anekTpoHHOE apxXUBUpOBaHUe, INEKTPOHHasA apxuBauus (electronic archiving): CoxpaHeHue
3NEeKTPOHHON nHdopmaLmm B 060cobneHHOM (hrU3n4ecKoMm UM NorMieckom NpocTpaHCTBe, rae ata uHdop-
Mauus salumlleHa oT yTpaThl, 0T BHECEHUS U3MEeHEHUI U Aerpagauuu.

MpwnmedaHune— 3awyuieHHas Takmm 06pa3om uHcopmauymsi MOXeT 6biTb B GyaylLeM NCMONb3oBaHa B Ka4ecT-
BE€ HaAeXHOro CBUAETENbCTBA (QoKa3aTensCcTea).

3.7 ponroBpeMeHHaa coxpaHHocTb (long-term preservation): MNepuoa BpemMeHU, B TeHEHNE KOTOPOro
3NEKTPOHHbIE AOKYMEHThI MOAAEPKMBAOTCA B Ka4eCcTBe AOCTYMHOMO U ayTeHTUYHOMO cBUaeTensLCcTBa (Qoka-
3aTenbCcTBa).

MpumMeyaHne— B 3aBUCUMOCTN OT HyX M NOTPeBHOCTEN OpraHn3aummn 3TOT NEpUog MOXET BapbupoBaTbCA
OT HECKOMbKMX NeT A0 HECKOSbKUX COTEH reT. Ero npogonxutensHOCTb ONpeaensieTcs 3akOHOAATeNbHO-HOPMATUBHBIMU
Tpe6GoBaHVAMM U JenOBbIMM NOTPEOHOCTAMM. B HEKOTOPLIX OpraHN3aumnsix, TakMx Kak apxXuebl FOCYAapCTBEHHbBIX AOKYMEH-
TOB, NEPUOZ BPEMEHU, B TEUEHNE KOTOPOIO HEOBXOAMMO COXPaHATL 3NEKTPOHHLIE AOKYMEHTbI, OGbIYHO NCHUCNSAETCA COT-
HAMW NeT.

3.8 meTapaHHble (metadata): JaHHble, onucbiBalowe cogepxaHue (BKNOYaa KNoYeBble CrloBa,
ncrnonb3yemele AN U3BMeYeHUA OOKYMEHTOB), CTPYKTYPY W KOHTEKCT 3NEKTPOHHOro AOKYMeHTa, a Taioke
ynpagneHue A0KYMEHTOM BO BPEMEHMU.

3.9 murpauusa (migration): MNpolecc nepeHoca 3NEKTPOHHBLIX OOKYMEHTOB M3 OAHOW NpOrpammHoO-
annapaTHOW cpedbl W C OAHOro HOCUTENs MHdopMaLmK B APYryto cpeay unv Ha gpyroin Hocutesb nHgop-
maunu, 6e3 nsmMeHeHUn 6o ¢ MUHUMAbHBEIMA U3MEHEHUSIMA B CTPYKTYpe 1 6e3 Kakux-nnbo nsmeHeHUi B
KOHTeHTe (coaepXaHnn) U KOHTeKCTe.

3.10 xpaHuTenb uHdopmaLmm (storage repository): CneumanusmpytoLlascs Ha XxpaHeHnn nHdopmMa-
Luu opraHusaumsa nubo nogpasgeneHue, Ha KoTopble BO3MOXeHa OTBETCTBEHHOCTb 3a XpaHeHue 1 nogaep-
XaHne ayTeHTUYHbIX 3M1eKTPOHHbIX JOKYMEHTOB.

MpwnmedaHune—[aHHoe onpeaeneHne OTNNHAETCA OT KTEXHUYECKMX» OMnpedeneHuii MOHATUS «XpaHunuLle
nHpopmauumy» (storage repository).

3.11 TexHonoruveckoe yctapeBaHue (technological obsolescence): BuiTecHeHWe ¢ pblHKa npu-
3HaHHOTO TEXHUYECKOTO PeLleHnsl BCNeACTBME 3HAUMTENbHBIX YNYYLIEHUA 1 Pa3BUTUS TEXHOOTUIA.

4 O6Go3Ha4YeHus1 U CoKpaLeHUs

ASCII (American Standard Code for Information Interchange) — AMepukaHcknin cTaHgapTHbIA ko4 Ans
obmeHa uHpopmaLmen;
CRC (Cyclical Redundancy Code) — uuknumueckiin n3bblTOYHBIA KoA,;
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HTML (Hyper Text Markup Language) — sA3blK pa3mMeTK1 runepTekcTa;

JPEG (Joint Photographic Engineers Group) — O6beavMHeHHas rpynna cneuyMannctos nNo KOMNboTep-
Hol 06paboTke hoTorpacdrieckmx N3obpaxeHui;

OCR (Optical Character Recognition) — onTuyeckoe pacnosHaBaHvWe CUMBOJIOB;

PDF/A-1 (Portable Document Format — Archive) — BapuaHT Ans apXvMBHOrO XpaHeHusi cdopmarta
NepeHOCUMOro JOKYMEHTa;

SHA-1 (Standard Hash Algorithm 1) — cTaHOapTHBIA anropuTM BbIMUCTIEHUA X3LW-yHKUMM Ne1;

TIFF (Tagged Image File Format) — TernpoBaHHbIli hopmaT haiinos n3obpaxkeHuii;

WORM (Write Once Read Many [times]) — HocuTenb uHopMaLumM oaHOKPaTHOW 3anUcu U MHOTOKpaT-
HOMO CUYUTLIBAHUS;

XML (Extensible Markup Language) — pacLluMpsieMblid SI3bIK pasmMeTKu.

5 [onroBpeMeHHasa COXPaHHOCTb

5.1 O6wWue nonoxeHus

PacnpocTpaHeHWe KOMMbIOTEPHBIX TEXHOMOMMi, NoAAePKUBAIOLLIMX CO31aHne, UCNONb3oBaHue, XpaHe-
HMe U COMpOBOXAeHWe UHopMaLMK, BCe Yallle NMPUBOANUT K TOMY, YTO OpraHuMsaLmMmM 4acTHOro U rocyaap-
CTBEHHOIO CEKTOPOB MonaralTCsl Ha SNeKTPOHHbIE AOKYMEHTHI KakK Ha oduLmanbHoe CBUAETEeNbLCTBO CBOEN
AenoBsol aeaTenbHocTH. Kak cneacTeue, opraHusaL v Bee Yalle ctankuBaloTcs ¢ npobnemoit o6ecneveHns
AONroBPEeMEHHOI AOCTYMHOCTY CO3AaHHBIX B HAAEXKHbBIX M 3aCyXMBaIOLLMX AOBEPUA MHOPMALMOHHBIX CUC-
Temax 1 CoOXpaHeHHbIX Ha 3MEeKTPOHHBIX HOCUTENSAX ayTEHTUYHBIX 3MEKTPOHHBLIX AOKYMEHTOB U MHdopMaL.
3T HocUTenM MOTyT BbITh 3aTPOHYTHI MPOLIECCOM TEXHOMOMMYECKOTO yCTapeBaHus, 4To, B OTCYTCTBUE KOp-
PEKTUPYIOLMX Mep, caenaeT AOKYMEHThl HeAoCTyNHIMU. BaxHoCTb 3Toi npo6nemsl BospacTaeT Bcnef-
CTBME TOro, YTO OpraHM3auMM BCe 4alle BeayT CBOI AEATEeNIbHOCTb M COBepLlualoT TpaH3akuuu, He
AOKYMEHTUPYS UX Ha BYMaXHBIX HOCUTENSsX.

Takum o6pazoM, HeoBxoanMo, 4To6kl opraHnsaLumu paspaboTani 1 NPUMEHANN Ha NpaKTUKe TaTesb-
HO NpoAyMaHHble cTpaTerun obecrnedyeHns 4ONroBpeMeHHOW COXPaHHOCTU ayTEHTUYHBIX 3NEeKTPOHHBIX AOKY-
MEHTOB W AOCTYNa K HUM. QnemMeHThl Takoi cTpaTerum onucaHsl B 5.2.

5.2 Llenu cTpaTerum obecneyeHns onNroBpeMeHHOW COXPaHHOCTH

5.2.1 O6wwme nonoxeHusi

B gaHHOM nogpasgene BblAeneHbl WecTb KoYeBbIX (DaKTOPOB, KOTOpbIE XpaHUTENU UHdopMauun
OOJDKHBI MPUHSITL BO BHUMaHWE MNpu paspaboTke cTpaTernm 40oNroBpeMeHHON CoXpaHHOCTH.

5.2.2 YutaeMoCTb 3NEeKTPOHHbLIX AOKYMEHTOB

Ctpaterns obecneyeHnsa AOMrOBPEMEHHONW COXPaHHOCTWU HanpaBrieHa Ha TO, YTOObl 3MeKTpOHHbIE
[OKyMeHThbl B OyayLieM octaBanich YuTaemelMu. [ns JOCTMKEHMS STOM LIeNIy COCTaBNAIOLLMIA SMEKTPOHHbIE
AOKYMEHTbI MOTOK BUTOB AoMmKeH BblTh AOCTYNEH Ha TO KOMMbLIOTEPHOW CUCTEME UMK YCTPOCTBE:

- Ha KOTOpOoW(oM) OH NepBOHaYarbHO OblN co3gaH, Unu

- Ha KOTOPON(OM) OH B HACTOSILLIEE BPEMSI XPaHUTCS, Unn

- koTopasi(oe) B HacTosILee BpeMs UCNonb3yeTes AN A0CTyna K Hemy, unm

- koTopas(oe) bydeT Ucrnonb3oBaTbCA AN XpaHeHWUs 3NeKTPOHHOW UHdopMaLmu B byayLuem.

JaHHble yeTbipe BapuaHTa obecrneveHunss BO3MOXHOCTU obpabaTbiBaTb MHopMaumio (processability)
NCXOQAT U3 TOro, YTO MHGPOPMaLMA, CoXpaHeHHasa Ha 3NEeKTPOHHOM HOocUTerne, MOXEeT CO BpeMeHeM cTaTb
HeunTaeMon. ECTb ABa OCHOBHBLIX CLIeHapWsi, MO KOTOPLIM 3TO MOXET NMPOU30NTH.

B nepsom crnyyae HeEUMTaeMOCTb HOCUTENS — CeACTBUAE BO3OEACTBUS HeONaronpusATHLIX YCNOBUA
XpaHeHus. Bce BUAbI HocUTenen, UCNOMb3yeMbIX B HACTOsILLee BpeMsl 411 XpaHeHUs1 3NeKTPOHHbIX JOKYMeEH-
TOB, YYBCTBUTENbHBI K BO3AEACTBUIO HEBNaronpuaTHOM cpeabl XpaHeHUs, HanpuMep K nepenagam Temnepa-
TYpbl U BRaxHocTu. MogobHble HeGnaronpuUsATHbIe YCNOBUSA UMW NPUBOAAT K NOBPEXAEHUIO HOCUTENS, Un
YCKOPSAIOT MpoLecc ero «crapeHus». [ns obecneyeHus MakCUMarnbHOrO cpoka CnyX6bl pa3nMuHbIX TUMOB
3MeKTPOHHBIX HoCcUTENen MHbopMaLnn TpebytoTes pasHble YPOBHU KOHTPONMPYEMO cpeabl XxpaHeHus. Npn
NCMONb30BaHNN HEKOTOPLIX TEXHOMOTUIA 3anucu MHopMauMM Nnopya AaHHbIX BO3MOXHA U3-3a BO3OEACTBUA
MarHWUTHbIX MOren, Nblnn U 3arpsasHSALLNX OKpyXatoLyto cpefly BellecTB (MarHUTHbIE HOCUTENU), B TO BpeMS
Kak Apyrve sugbl Hocutenen (onTudeckue HocuTenu) MeHee noaBepKeHbl BMSIHUIO BHELLIHUX (haKTopoB U
pexe nospexaarTcs NPy UCNONb30BaHUN UX BHE XXECTKO KOHTPONMpyeMoit cpeabl XpaHeHusl. OaHako Kakue
6bl U3 TEXHOMOrMn 3anncn MHOPMaLUN HUM UCMONb30BaNMCb, HeObXxoAUMO MOoHUMATb, YTO Bce BUAb
HocuTernen MHopMaL MM MOryT NOPTUTLCHA WUNn aerpagupoBaTth BCNeAcTBUE BO3OAENCTBUSI OKpYKaloLWwen
cpeqbl.
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Bo BTOpOM crnyyae HeUMTaeMOCTb MOXET CTaTb CreACTBMEM MOpPasibHOrO yCTapeBaHus HocuTenen,
T. €. Korga yCTpOMCTBO ANs XpaHeHUsl HopMaunm (Hanpumep, neHTa unu auck) hmuanyeckn HeCoOBMeCTUMO
C UMeoLMMCS KOMMbloTepHbIM 06OpyaoBaHNEM (HanpuMmep, NPYBOAOM ASA YTEHUst NeHT UK AUCKOB), U,
cnegoBaTenbHo, MHopMauna He MoXeT BbITb NpodnTaHa. MoparnbHoe ycTapeBaHue HocuTenen uHdopma-
Luu NpeacTaBnsieTca Hen3BexHbIM, NMOCKOMbKY OCTVXKEHUSI B TEXHOMNOMUAX XPaHEHWUA NOCTOAHHO U3MEHSIOT
cnocobbl HrU3NYECKOro XpaHeHNUs 3NEKTPOHHBIX JOKYMEHTOB (MPOUCXO4AT, HanpuMep, U3MeHEHUs B TEXHOMO-
rMm 3anucu, B uHTepceiicax o6opyaoBaHus/NporpaMMHOro obecrnevyeHus AUCKOBLIX NPUBOAOR), U3MEHADTCA
cnocob ursndeckoro npeacTaBneHns NoToka GUTOB, Nexallero B OCHOBE AOKYMEHTUPOBaHHOW UHdopMaumMn
(HanpuMep, ncnonb3oBaHWe KOAOB C KoppeKLuet olmbok) n KOHCTPYKTUBHBIE napameTpbl (form factor) Hocu-
Teneit. Kak cneactsue, co BpeMeHeM Gonee crapble HocUTenu MHopMaLmum CTaHOBATCA HECOBMECTUMBIMU
C NoAIBMBLUMMUCSA No3aHee HocUTenamm u o6opyaoBaHNeM.

CTpaTterns obecneveHus 4ONrOBPEMEHHON COXPaHHOCTU AOMKHA LiefieHanpasneHHo pewaTs npobne-
My ycTapeBaHusi HocuTenei, ycTaHaBnuBasi NpoLeaypbl NEpUoaNYECKU BLINOMHAEMOrO NepeHoca A0KYMEH-
TOB CO CTapblX HOCUTeNe Ha bonee HOBbIE.

MpunmeyaHwne— NpaBunbHbii BIGOp hopmaToB AaHHLIX TaK e BaXeH, Kak 1 YNTaeMoCTb AaHHbIX. Cneayet
06paTtnTb BHUMaHMWE Ha TO, YTO AaHHble AOIPKHLI hOpMATUPOBATLCS TAKMM 06Pa3oM (T. €. C UCNONb30BaHUEM K TEXHONOTM-
YeCcKM HenTpanbHbIX» (hopMaToB), YToGbI B GyaywieM nonb3oBaTeny Mory 9T AaHHble oGpabaTbiBarTh.

5.2.3 NHTepnpeTUpyeMoCTb 3MEKTPOHHLIX A OKYMEHTOB

CTrpaTterns JonroBpeMeHHON COXpaHHOCTM A0IPKHa obecneyunTb BO3MOXHOCTb NPaBuUibHOW UHTepnpe-
Tauum n otobpaxeHns 3neKTPOHHbIX AOKYMEHTOB. DneKkTpoHHas uHgopmaumsa «noHaTHay (intelligible) kom-
NbloTEPY TOMbKO TOr4a, Koraa eMmy Takke AOCTYMNHbI CBeAeHUsl O TOM, Kak UHTepnpeTupoBaTh Nexawuin B
OCHOBe 370N UHdOPMaLMK NOTOK 6UTOB. BO3MOXHOCTb MHTEPNPETUPOBaTb 3MNEKTPOHHbIE AOKYMEHTHI 3aBU-
CUT, Taknum o6pasom, OT HanM4usA cBegeHWn 0 TOM, NpeAcTaBeHUeM Kakoro obbekTa ABnaeTca NoTok 6uTos,
1 oT cnocobHocTK obpabaTbiBatowero MHopMaLuio NporpaMmMHOro obecneyeHnst Ha OCHOBE 3TUX CBEAEHUIN
BbIMOJIHUTE COOTBETCTBYIOLWNE ASACTBUS.

Mpumep — [eouyHbiil KOO (u3 Hynel u eQUHUY), U3 KOMOPoO20 cocmoum 2paguyeckull o6pa3 e hpopmame
TIFF, cam no cebe He Moxxem 6bIMmb NpPaguiILHO uHMepnpemupoeaH. OOHaKo Hanu4Yue 3azonoeka ¢paiina, codep-
JXKauwje2o makue ceedeHus1, Kak uHghopmayusi o nopsioke 6alimoe u 06 ucnonL308aHHOM anzopumme C)Xamusi,
noseosiiem KoMnbomepy (UcCnonbL3yss COBMECIHO 803MOXHOCTMIU ONepPayuUOHHOU cucmeMb! U NMpPo2pamMMHO20
obecrnedeHus Ona pabomsl ¢ epaghuyeckumu obpaszamu) noKaszams u pacnedamams usobpaxenue. Tak u oky-
MeHm, nod2omoesieHHbIl 8 mekcmosom pedakmope, codepxum memadaHHble, desnaroujue €20 «NOHIMHBbIM»
ons npozpamMmbi 06pabomku mexkcmoas.

5.2.4 NaeHTUULUPYEMOCTE SNEKTPOHHbBIX AOKYMEHTOB

CTpaTterns gonroBpeMeHHOW COXpaHHOCTM AomkHa obecnevnTb MAeHTUDULMPYEMOCTL 3NEKTPOHHBIX
OOKYMeHTOB. MiaeHTdMUMpyeMble 3N1eKTPOHHbIE AOKYMEHThI 40SKHBI ObiTh OpraHn3oBaHsl, knaccuduumpo-
BaHbl M on1caHbl Takum 06pasom, YTo6bl AaTb BOSMOXHOCTb MOS1b30BaTENsIM U MHDOPMaLMOHHBIM cCUCTEMaM
pasnuyatb NHpopMaLMOHHbIe 0O BEKTEI HA OCHOBE YHUKabHOro aTpmMbyTa, Takoro kak MMs UM naeHTuduka-
LUMOHHBIA Homep. pynnnpoBka (aggregating) SNeKTPOHHBIX 4OKYMEHTOB NO KaTeropunsim Ha OCHOBE 0oBLmX
aTpubyTOoB ynpoLlaeT Mouck U ussnedeHne mHdbopmauum. OTcyTcTBUE NogobHOM naeHTUdUkaumMn pesko
orpaHvdnBaeT BO3MOXHOCTU MOUCKa U N3BreYeHUS MHpopMaLun.

5.2.5 [locTynHOCTb 3NIEKTPOHHbIX JOKYMEHTOB

CTpaterns JONroBpeMeHHOM COXpaHHOCTU AoSKHa oBecrneyvnTb 4OCTYNHOCTb AOKYMEHTOB. OTO O3Haua-
eT, YTO OTAeSbHble MHGOPMaLUOHHBIE OOBEKTHI (MW UX YacTi) MoryT BbiTb U3BMEYEHbI U NokasaHbl. JocTyn-
HOCTb 0BbIYHO 3aBUCUT OT NPOrpaMMHOro obecrneyeHusl, MOCKONbKY ANA ee peanusauum TpebyeTcs 3HaHWe
KMoYel Unu ykasaTtenen, ycTaHaBnmBatoLLmMX CBA3b MeXAy NOrMyeckol CTPYKTYPoin MHOpMaLmOHHBIX 06 bek-
TOB (Hanpumep, NonsMKU AaHHbIX UM TEKCTOBLIMI CTPOKaMU) U X PU3NHECKAM MECTOTMONOXKEHNEM.

Mpumepamn TakMx CBSA3el ABNAOTCA 3annch B 6ase AaHHbIX, CTPYKTypa katanoros ¢alinoson cucte-
mbl, Tabnuua pasmelleHus dainnos (file allocation table), 3aronoBku N meTkn, cogepaline CBeAeHUs,
nosBonisitoLLMe onpeaennuTs Havano obbekta 1 yncrno 6akToB B KaXKAOM KOMMOHEHTE UK afieMeHTe AaHHbIX,
a Takke onpeaennTtb UX hnsndYeckoe MecTononoXeHne Ha Hocuterne UHpopmaLmu.

UHTepnpeTaLus Nornyeckon CTPYKTYpbl AOKYMEHTOB ABNSieTCA (PyHKLUMER onepaloHHON CUCTEMBI UK
ApaliBepa ycTpoicTea, paboTatolMx COBMECTHO ¢ OnpeAeneHHon npuknagHon cuctemoin, paspabotaHHolh
ONs1 XpaHeHns, ynpasneHus 1 NnpegocTaBneHns 4oCTyna K 3NeKTpoHHoN nHdpopmavumn. Takum obpasom, goc-
TYMHOCTb MHbOPMaLMOHHBIX 06BEKTOB HepaspblBHO CBsisaHa C ApaiiBepamMu YCTPOWCTB, MPOrpamMmmHbIMM
NpUnoxeHUaMu, ainnossIMn U ONepaLUOHHLIMN CUCTEMaMMU.

HoBble nokonexus cainosbix hopmaTos, NogaepXxunBatoLlne YitaeMocTb 6onee ctapbix hopmaTos,
cnocobeTBYOT 06ecneyveHno JOCTYMHOCTA 3MeKTPOHHbBIX AoKyMeHToB. O6paTHas COBMECTUMOCTb (COBMeC-
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TUMOCTbL «CBepxy BHU3» — backward compatibility) ¢ npeabiayluummn BepcusimMm MoxeT, oHaKo, okasaTbcs
OrpaHUYEHHOM, MOCKOSbKY MHOMME NOCTaBLUMKU NPOrpaMMHoro obecneyeHusi NoaaepKMBaoT MULLb HEKOTO-
pble chainosble bopMaThl, B TO BpEeMs Kak Apyrve noaaepkusaoT Bce BepCUn pasnnyHbix opmaTtos gaH-
HbIX. MpuUMepom MoXeT CnyXuTb noaaepxka AaHHbIx B popmatax TIFF, JPEG u HTML, obecnevnBatoLias
COBMECTUMOCTb «CBEPXY BHU3Y.

5.2.6 NMoOHATHOCTb 3NEKTPOHHLIX AOKYMEHTOB

CTtpaTteruns oonroBpeMEHHOW COXPaHHOCTU AOMKHa 06ecneynTb BO3MOXHOCTb MOHSTb CMbICT 4OKYMEH-
TOB. YTOGbI 3NEKTPOHHBIE AOKYMEHTb! ObIfi MOHATHBIMW, U KOMMbLIOTEP, U YeroBeK AOIDKHbI BbITb CNOCOGHbI
BOCMPUHUMATbL coAepXKallylocsl B HUX uHdopmauuio. 3HayeHne oTAenbHOro AoKyMeHTa He onpeaensaeTca
OQHUM FU1LLb ero coaepXaHnem (KOHTEHTOM), OHO, CKOopee, YCTaHaBMBAETCH U3 KOHTEKCTa ero cos3gaHus n
NCNoNb30BaHUA (T. €. Ha OCHOBE MeTafaHHbIX). B ¢Bs3n ¢ 3TUM XpaHuTenu uHdopMaumm AOSKHEI OCO3Ha-
BaTb, YTO obecneyeHne NOHATHOCTU 3NEKTPOHHbIX JOKYMEHTOB KapAuHanbHO OoTvYaeTcs OT pelleHUsa ToN
Xe 3aayu B OTHOLUEHUN BymaxHOW AoKyMeHTaumu. B oTnnume o1 BymaxHon AokyMeHTaumu, rae ee ousu-
YyecKkue XapakTepucTukn OBbIMHO NepeaaroT KOHTEKCT COo3AaHusl U UCNOMb30BaHUSA, KOHTEKCT co3gaHusa U
NCMONb30BaHWA 3NEKTPOHHBIX AOKYMEHTOB 0BbIYHO CBAI3aH C HAMU NIOTMYECKM, @ He Ha (hU3NIECKOM YPOBHE.

Mpumep — Ecnu Habop 6ymaxHbIX OOKYMEHMOo8, OMHOCSIUUXCST K OnpedesIeHHOU MmpaH3aKyuu, MOXHO
CKpenumb cCMensiepoMm Usnu fnoaoxXums 8 nanky «feso», mo 3/1leKmpoHHbie 0OKYMeHMbI 10 MaKol e mpaH3aK-
Uuu Mo2ym pacrosiacambCsl Ha HeCKOJTbKUX HOCUMEJISIX, Hax00sIWUXCS 8 HECKOJIbKUX Mecmax, u, ciedoeamerib-
HO, Oo/mKHbI cOb6UpambCs 60€0UHO 3JIEKMPOHHLIM 06pa3omM. Coomeemcmeyioujue so2udecKue cesizu Mo2ym
eKMoYamb udeHmMugUKayuIo Kak 0eslosbix npoyeccos, npueeduiux Kk 0aHHOU MpaH3aKyuu, mak u y4acmHUKoe
mpaH3akyuu.

KoHTeKCT co3aaHuns U UCnonb3oBaHWUs BKIKOYAET Takke CBA3W C ApYrMMu okyMmeHTamu. [inga dukcaumm
3TMX CBSI3el MOTYT UCMONbL30BAaTLCA pasfuyHble crnocobbl, BKIOYAs CCbifki B npodune («kapTouke») AOoKy-
MeHTa Ha ApYroi AOKYMEHT Mo TOMY XXe BONpOocCy UK KiaccuukaLMOHHBIA koA, 06beanHAIOLLWIA Bce AOKY-
MEHThbI, OTHOCALLMECA K OAHOW U TOM Xe TpaH3aKuun.

YcnelwHoe U3BreYeHne COXpaHeHHbIX 3NIEKTPOHHLIM 06pa3oM AOKYMEHTOB, Takum obpa3om, oTyacTu
3aBUCUT OT COXPaHEeHUs 3TUX NOrMYECKUX CBSA3EN (HE3aBUCUMO OT JaBHOCTU UX YCTaHOBINEHUS).

5.2.7 AYTEeHTUYHOCTb 3NEeKTPOHHbIX JOKYMEHTOB

5.2.7.1 O6wue nonoxeHus

KntoueBoii 3agadeii ctpaTernm 4ONroBpeMeHHOM CoOXpaHHOCTU siBnaeTcA obecneveHne ayTeHTUYHOCTU
AOKYMEHTOB. AYyTEHTUYHbIE 3MEeKTPOHHbIE JOKYMEHTbl — 3TO JOKYMEHTbI, KOTOpble ABNSAIOTCA UMEHHO TeMm,
YeM OHW NpeTerayoT BbiTh, T. €. 3TO HaaexHas nHpopmaLmns, koTopas He Bbifa UCKaxeHa, U3MeHeHa Unu
Kak-nnbo nHave ucnopveHa ¢ TeveHnem spemeHun. OpraHusaumn, cTpemMsilimecs obecneynTb AONTOBpPeMeH-
HbIA AOCTYN K ayTeHTUYHBIM OKYMEHTaM, AO0MKHbI 06paTuTb BHUMaHWe Ha criegyroLme Tpu KNioYeBble acnek-
Ta CBOen cTpaTernu:

a) nepegadva/npuem Ha xpaHeHWe U OTBETCTBEHHOE XpaHeHue;

b) cpena xpaHeHus;

C) ynpasneHuWe OOCTYMOM W 3awyuTa.

5.2.7.2 Mepepava/npmeM Ha XpaHeHUe N OTBETCTBEHHOE XpaHeHUe [OKYMEHTOB

Moka aneKTpoHHbIEe 4OKYMEHThI OCTaloTCA B cpefe ux cosganus (production environment) n He coxpa-
HeHbl Ha 3alLULLUEHHBIX OT BHECEHWUS] NBMEHEHUI HOCUTENSAX OQHOKPATHOWN 3anucu, UX TPYAHO 3alUTUTL OT
moaudukauun. CooTBETCTBEHHO, CTpaTernsi AOSITOBPEMEHHOM COXPaHHOCTW AOSKHa npedycmaTtpusathb
nepegadvy 4OKYMEHTOB U3 cpedbl UX CO3AaHUA 1 OT UX co3faTenei n nonyyatenein — B CUCTEMY XpaHeHus
nnMbBo XpaHUTenNto MHdopMaUum (T. €. He3aBUCMMON B ONepaTUBHOM OTHOLLEHUWN TPETbEN CTOPOHE, Ha KOTO-
pylo BO3NoxeHa o06s3aHHOCTb MogAepKaHWUsA [OOKYMEHTOB B COOTBETCTBUM C OOKYMEHTUPOBaHHbLIMU
MONUTUKON MU NPaKTUKON).

5.2.7.3 Cpepa xpaHeHus

Mockonbky HebnaronpuaTHbIE UMW NIOXO KOHTPONMpPYyeMble YCNOBWUS cpedbl XpaHeHWs noasepraroT
nHopMaLIMIO PUCKY, B CTpaTernn JONroBPEMEHHON COXPaHHOCTU OOSMKHO ObITh NpeayCcMOTpeHo cosaaHue
cTabunbHO cpedbl XpaHeHUsi HocuTenen MHopMaLmMmn, coaepallnx 3NeKTPOHHbIE AOKYMEHTbI.

5.2.7.4 YnpaBneHue AOCTYNOM U 3allUTa JOKYMEHTOB

B cTpaTternv gonroBpeMeHHon COXPaHHOCTN AOKHBI BbITh MPeaycMOTpeHbl MEXaHU3Mbl OrpaHUYeHUst
A0CTYyrMa K 3NeKTPOHHBLIM AOKYMEHTaM U 3alUThl UX OT CYYaNHOTO UM YMbILLIEHHOTO UCKAXEHNS U MOPYK.

OneKTPOHHbIE AOKYMEHTbI, COXpaHsieMble Ha rnepesanqcbiBaeMoM HocuTene, MOXHO Moanduunpo-
BaTb, He OCTaBUB Kakux-nubo dunsmyeckmx cnenoB. OHM Takke yS3BUMbI B OTHOLUEHWUM CryYaiHON Nnopyun B
npoLecce nepefavm Mexay HOCUTENsMU U MHOPMaLMOHHBIMKU cucTeMamu. BBuay aToro opraHusaumsam,
cTpemMsLmMmen obecneunTb ayTEHTUYHOCTb 3MIEKTPOHHBIX AOKYMEHTOB BO BPEMeHU, criedyeT paspaboTtaTtb
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COOTBETCTBYOLUME NOMUTUKY, MPAKTUKY U TEXHUIECKUE Mepbl KOHTPONS 1 ynpaeneHus. MpuMmepamuy LWNPOKO
NCNOMb3yeMbIX TEXHUYECKNX MepP ABNAOTCA:

- MCNONb30BaHME MarHUTHBIX UKW ONTUYECKUX HOocUTenein ogHokpaTHou 3anucu tuna WORM (7. e.
HerepesanncbiBaeMbix);

- MPUMEHeHNe 3alUULLEHHON KITUEHT-CepBEePHON apXUTEKTYpbl, KOTOPYIO MOXHO UCMOMb30oBaTb ANA
610KMpPOBaHNA HeNocpeACTBEHHOro AOCTYMNa K 3MEKTPOHHBIM JOKYMEHTaM U KoTopasi B UTore nossonsaer
opraHn3oBaTh AOCTYN «TOMbKO HAa YTEHUEY;

- MCnonb3oBaHue Luknuyeckoro uabbiTouHoro koga CRC (KoHTponbHbix cymm CRC) — pacnpoctpa-
HeHHbIM MeToa obecneyeHns HaaeXHOCTN ANEKTPOHHON Nepeaayn gaHHbIX. KoHTponbHble cymmbl CRC oco-
6eHHO nonesHbl Anst NOATBEPKAEHUS TOrO, YTO HUKAKME WU3MEHEHUs He BblIM BHECEHbl B 3NEKTPOHHbIE
OOKYMEHTbI C MOMEHTa UX NepBOHaYarnbHOro coXpaHeHus:;

- MpUMeHeHne OAHOCTOPOHHUX X3LW-byHKUMIA (Hanpumep, SHA-1), UCNONbL3yIOLWMX anropuTMm, No3so-
NSIOLWMIA CXKaTb INEKTPOHHbBIE AOKYMEHThI A0 (hUKCHMpPOBaHHOMO Yucna 6utos. 3Tu 6uUThl hakTuieckn aBnsT-
Csl YHMKaNbHBbIM «JaKTUTOCKOMNYECKAM OTMEeYaTKOM» COOTBETCTBYHOLIMX AOKYMEHTOB, WX BMOCNeACTBUAM
MOXHO MCNONb30BaTh ANs AoKasaTeNbCcTBa TOro, YTo MHpopMaLms He 6bina UsMeHeHa.

6 dneMeHTbLI cCTpaTernm JONroBpeMeHHON COXPaHHOCTH

6.1 OOwue nonoxeHns

MopgepxaHue TOUHOCTU, HAOEXHOCTU U JOCTOBEPHOCTN 3MEeKTPOHHBIX JOKYMEHTOB O3HavaeT obecne-
YyeHue Toro, YTo:

- OOKYMEHT MOXeT ObITb MpoYMTaH 1 MpaBUIibHO MHTEPNPETUPOBaH NPUKNaaHONW KOMMbIOTEPHOW Mpo-
rpammon;

- OOKYMeHT MoxeT 6bITb NpeAcTaBneH B BUAe, NOHATHOM YerioBeKy;

- OOKYMEHT COXpaHSET Ty e NMornyeckyo 1 rU3nYecKyto CTPYKTYPY, KOHTEHT 1 KOHTEKCT, KOTopble uMe-
NINCb HA MOMEHT €ro co3aaHns Uy NosyYeHus.

OrpaHu4eHHOCTb cpoka CrnyX6bl 3NeKTPOHHBIX HOCUTENE MHopMaLK U HEU3DEXKHOE TeXHOMNorYec-
Koe ycTapeBaHue byayT BbIHYyXAaTb XpaHuTenen nHdopmanmmn, oTBETCTBEHHLIX 3a obecneveHne gonrospe-
MEHHON COXPaHHOCTU ayTeHTUYHBLIX W MPUrodHbIX K WCMOMb3oBaHUIO (processable) 3neKTPOHHbIX
OOKYMEHTOB, MPUHMMATbL KIHOYeBble pelleHunsi, CBsisaHHble ¢ obecneyeHMeM AONroBpPeMEHHOro AocTyna K
nHcpopmaunn. Mpn 3TOM XpaHUTENAM UHOPMaLUN NPUAETCHA UCNOMb30BaTh PasnMYHbLIe cTpaTeru u cpea-
ctBa. KoHuenTyansHo 3T cTpaTern U cpefctsa MOXHO pasfenvTb Ha TPU OCHOBHBIX BUAA AeATENbHOCTH,
KOTOpble COBMECTHO 06pasytoT cbyHaameHT Ntobo cTpaTern 4oNroBPEMEHHON COXPaHHOCTHU.

a) Bo-nepBbiX, ANA peleHUs npobnembl OrpaHUYEHHOCTN cpoka CAyXGbl HOCUTENen XpaHuTenu
NHbOopPMaLMN JOMKHBI MPOBOAUTL OBHOBMEHME HocuTenem (cMm. 6.2).

b) Bo-BTOpbLIX, NpW HANU4YUM COOTBETCTBYIOLLUX aBTOMAaTU3UPOBaHHBIX CPEACTB MUrpaLus JOKYMEHTOB
(cM. 6.4) nyTem ux nepemeLleHns ¢ 0QHON TEXHONOrM4ecKon nnaTgopmel Ha ApYryto ABNSieTCS NOAXOAALLUM
cnocobom pelueHMs NpobriemMbl TEXHOMOTUYECKOrO YCTapeBaHusl.

c) B-TpeTbux, B Tex cnydvasx, korga anekTpoHHas MHdbopmMauns u rpacdudeckme obpasbl XpaHsTcs B
yHacneaoBaHHbIX MHOPMaLMOHHBIX CUCTEMAX, HE UMEOLLMX aBTOMATU3NPOBaHHLIX CPeACTB 4SSl MUrpaLun,
BO3MOXHO, NpuaeTcs Ucrnonb3osaTh 6onee NpsaMonMHeERHbI MeTo — 3MYNALMIO YHacneAoBaHHOM Hdop-
MaLMOHHOW cucTemMbl Ha 6ase nmetoLLencs TeXHOMOrMYeckol cpebl. XoTa Takol BapuaHT AeNCTBUIA BecbMa
npuBnekaTeneH, O HACTOALLEro BpeMeHn Ha NyTn ero UCnosnb3oBaHus AN AOMroBpeMEeHHOro AocTyna K
ayTeHTUYHBIM 3NEKTPOHHBIM AOKYMEHTaM BO3HMKaNM cyLlecTBeHHbIe NpenaTcTBus. MoaToMy B HACTOSILLEM
cTaHgapTe amMynsuus He paccMaTpusaeTcs.

6.2 O6HOBReHUe HocuUTenen

6.2.1 O6Lune nonoxeHnnA

M3-3a orpaHnyYeHHoCT cpoka cnyxbbl HocuTenen UHpopmaLnmn u BCReacTBue UX TeXHOMOrMYECcKoro
ycTapeBaHus nepuognyeckoe o6HOBMEHWE HocUTeNel NpeacTaBnsaeTcs, ¢ 0QHOW CTOPOHbI, HEN3BEXKHBIM, a ¢
apyroin — siBnsieTca 6asoBbiM TpeboBaHNeM npy obecrneveHn 4ONrOBPeMEHHOW COXPaAHHOCTM ayTEHTUYHON
1 NPUrogHON K NCMONb30BAHUIO 3MIEKTPOHHOW [JOKYMEHTauun 3a cHeT COXpPaHeHUs! OPUrMHanbLHOro NoToka
GUTOB «B XMBOM cocTosiHUM». [Mpn OBHOBMEHWW HOCUTENel BNEKTPOHHbIE AOKYMEHTbI npuaetca nubo
nepedopmMaTupoBaTh, MMBo ckonMpoBaTh, kKak onucaHo B 6.2.2 1 6.2.3.

6



FOCT P 54989—2012/ISO/TR 18492:2005

6.2.2 MNepedopmaTupoBaHUue 3NEKTPOHHbLIX AOKYMEHTOB

6.2.2.1 O6wue nonoxeHus

B cny4ae nepecdopMaTUpoBaHusi JOKYMEHTOB NeXalluil B UX 0CHOBE NOTOK BUTOB U3MeHsieTcs Benes-
CTBMWE TOro, YTO OH NepeHoCUTCs Ha ApYron usn4ecKknini Hocutenbs (Hanpumep, ¢ 18-gopoXkeyHoro HocuTens
nHdopmaummn Ha HocuTenb ¢ 36 AopoXKKaMu Ang 3anucu), Nnbo BcneacTBUe USMEHeHUA KOANPOBKA CUMBO-
nos (Hanpumep, ¢ 7-6uToBoK Ha 8-6utoByto koauposky ASCII), HO NPU 3TOM He NPOUCXOAUT HUKAKUX U3MEHe-
HWIA HKX B ero hn3nyeckom npeacTasneHun, H1 B koHTeHTe. NepedopmaTuposaHne NpoucxoanTt He3aBUCMMO
OT NPOrPaMMHOrO NPUIOXeHUs!, B KOTOPOM ObiN co3faH JOKYMEHT.

6.2.2.2 Cutyauum, B KOTOPbIX MOXeT noTpe6oBaTtbcs nepedopmaTupoBaHue

OpraHunsaumsim cTouT nogymatb 0 nepedopMaTUPOBaHUN 3NEKTPOHHBIX AOKYMEHTOB B CriedyoLmx
cUTyaumax:

a) npu nepedaye Ha xpaHeHue: NPy nepegaye 3MEKTPOHHLIX AOKYMEHTOB XpaHUTenio uHdopmauum
OHM OoMKHa 6bITb NpeobpasoBaHbl B cTaHAAPTHYIO KoAMPOBKY (encoding representation) n nepeHeceHbl Ha
HOCUTeMb CTaHAapTHOro TUNa;

b) npu obHoeneHuu obopydosarus: nepedopmaTMpoBaHue onpasaaHo, koraa xpaHutens uHdopma-
LMmn MoauduumpyeT cBoe obopyaoBaHUe U 3aMeHsIeT CyLLeCTBYIOWMUE YCTPOUCTBA XpaHeHus MHdopmauum
Ha HoBble;

C) nipu nnaHosom repeghopmamuposaruu: nepedopmMmaTMpoBaHne NNaHNpyeTca TakuM obpasom, 4To-
6bl COBMacCTb C MOMEHTOM UCTEYEHMUS pacyeTHOro cpoka Cry6bl UCNONb3yeMblX HocuTenein nHdopmaumn
nunu pacdeTHbIM CPOKOM Cnybbl YyCTpOUCTBa Unu npueoda, Heobxoaumoro Ana paboTbl ¢ HOCUTEMSIMU
nHcbopmaumn.

6.2.2.3 Bbi6op HocuTenen undopmauuu npu nepecdpopMaTupoBaHumn

Mpn nepedopmaTMpoBaHNA 3NEKTPOHHBLIX AOKYMEHTOB XpaHUTenn nHdopmauum OOpkHbI 06aymaTh
BbIGOP HOCUTENeN MHbopmaL K. B nepsyto odepeab opraHusauua AoMmMkHa BbIGpaTe Mexay MarHUTHLIMU 1
onTuYeckMMmn TexHonoruamn. CrnegyeT ydecTb crnegytowmne akTopbl:

- Bornblian eMKOCTb HocUTens;

- BbICOKasa CKOPOCTb Nepeaadn uHcdopmMauuu;

- OXnaaemblin cpok cnyx6bl HocuTens He meHee 20 neT;

- ycTosBlIeecs U cTabunbHoe NPUCYTCTBUE Ha PbIHKE HOCUTENew;

[OCTYMHOCTb MO LieHe;
npurogHocTb (suitability) cooTBeTcTByroWwen TexHonoruv Ansi obecneveHnss AONrOBPEeMEHHOWN
COXPaHHOCTW U JOCTYNHOCTH.

Bonblias eMKOCTb HOCUTENEN U BbICOKAsA CKOPOCTb Nepegayun uHgopMaumu ABAATCA KNHYeBbIMU
hakTopamm, NOCKONbKY B KOHEYHOM UTOTE UMEHHO OHU oNpeaensaloT Bpems, Tpebyemoe Ans nepeHoca anek-
TPOHHBIX JOKYMEHTOB B XoAe nepecopMaTupoBaHns U KONUMPoBaHUA. 3aTpaTbl BpeMeHu ¢ 60nbLLo BEpOoAT-
HOCTbIO MOTYT cTaTb npobrnemoit npu nepedopmaTMpoBaHnK, ecnm 0bbem 3NeKTPoOHHOW MHgopmauun B
XpaHunuie 6yaeTt nsmepsatecs TepabaitaMu U netabantamu.

6.2.2.4 MepedopmaTupoBaHue U ayTEHTUYHOCTb

Mocne nepedgopMaTUpOBaHMS ayTEHTUYHOCTb 3NEKTPOHHBIX AOKYMEHTOB MOXeT BbiTb NoCTaBneHa noa
COMHeHUe, 0coGeHHO ecniu nepedopMaTUpoBaHne NPOBOAUNOCL HeCckonNbko pas. [ina obecneveHus Heobxo-
AVMMOrO YPOBHSI ayTEHTUYHOCTM B CUCTEMAXx XpaHeHUs U y XpaHuTenen uHdopmaumnm AoskHa bbiTe peanuso-
BaHa [JOKYMEHTUpPOBaHHas MNOMMTMKA KOHTPONA KayecTBa, npeanucbiBalowas obasatenbHylo NpoBepky
TOYHOCTU Bcex nepedopmaTMpoBaHHbIX JOKYMEHTOB.

Mpoueaypsbl, peanuaylome Ha NpakTuke 3Ty NOAUTUKY, AOMKHBI BKNOYaTb B ceba AeTanbHoe 1 NonHoe
OOKYMEHTUpOBaHWe BcexX AEeNCTBUMA, BbINOMHEHHbIX MNpu nepecdopMaTupoBaHun. [okyMeHTUpoBaTbCA, B
YacTHOCTU, AOIKHbI:

- ngeHTudmKaums nuua (nuu), akTnyeckn BLINOAHUBLLMX Npouecc nepedopMaTUpPOBaHUS;

- Aata nepecopmaTtupoBaHus;

- chopmaT AaHHbIX;

- cpaBHeHWe KOHTPOmbHbIX cyMM CRC 1nu xaw-aanaxectos, BbIMUCAEHHBIX A0 U nocne nepedopma-
TUPOBaHUsI, AOKA3bIBAIOLLEE OTCYTCTBUE KaKUX-NNMBO U3MEeHeHWNA;

- pe3ynbTaT BU3yaslbHOrO CpaBHEHUsI HecKonbkux o6pasuos nepedopMaTUpOBaHHBIX AOKYMEHTOB C
COOTBETCTBYIOLLMMU AOKYMEHTaMu B cTapom cdopmare.

Xopoluas npaktuka paboTel 4omkHa 06ecneunTb BbIABNEHWE HETOYHOCTEN U HeYCTPaHUMBbIX OWNGOK, a
Takke AOKYMEHTMPOBaHMWE TOro, Kak 3Tu Npo6rieMbl BnocneacTBUM pewanuck. [JomkHO 6biTb 3ahukcupoBaHo
busndeckoe MecToNonoXeHne obHapyXeHUs1 HeyCTpaHUMON oWnBKK (Hanpumep, Homep 6roka unu cektTopa
Ha aopoxke). Kpome Toro, aTu AeicTBus AOSKHBI aHaNM3MpoBaTbCA TpeTben CTOPOHON, YTOBLI yaoCcToBe-
pUTLCA B UX BLIMOSIHEHUW B COOTBETCTBUU C yCTaHOBNEHHBIMU Npoueaypamu. HakoHeu, Takasa AOKYMeHTauus,
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uKcupyoLLas Bce BbiSIBIIEHHbIE NPOGeMbl, AormkHa BbITb YeTko MAeHTUhUUMPOBaHa ¢ ykasaHUeM KOHKpeT-
HbIX CCbIIOK Ha COOTBETCTBYIOLUME [AOKYMEHTbl, U OHa AOMKHa paccMaTpuBaTbCsl Kak MeTafaHHble,
3acyxuBatoLue cTorb e 6epeXkHOro OTHOLLEHUSA, Kak U caMu AOKYMEHTBI.

6.2.2.5 3awura AOKYMEHTOB BO BpeMs nepedopmaTupoBaHus

XpaHuTtenu nHdopmaLMm 0IPKHBI 0becneunTb Bo BpeMA nepedopMaTnpoBaHus 3alluTy SreKTPOHHBIX
DOKYMEHTOB OT yTpaThbl U OT BHECEHUSI U3MEHEHUA. DNEeKTPOHHbIE HoCUTENU MHGOPMaLIUK YA3BUMBI MO OTHO-
LLEHM1IO K BMeLIaTenbCTBY YenoBeka, katacTpodudeckum c6osam 1 npupoaHeiM katacTpodam. B cBsaun ¢ 3Tum
XpaHutenu wuHdGOpMaLUMuM OOSDKHbI NPeanpuHAaTb cregylowme Mepbl Ans MUHUMU3aLUMu PUCKOB MO
6esonacHocTu:

- YCTaHOBMUTb MEXCETEBOW aKpaH («bpaHamayap») UNu 0aAHOCTOPOHHIOK CBA3b (HanpuMep, Tak Ha3sbl-
BaeMbI1 «BO3AYLUHbIA 3a30p» — «air gap»), KOTOpble paspeLwaroT AOCTYN TOMbKO Ha YTeHUe U TONbKO aBTo-
pU30BaHHbLIM fULAM;

- XpaHWUTb 3NIEKTPOHHbIE HOCUTENW UHpopMaLUK B 3anNMpaeMoM, OXpaHIeMOM NOMELLEHUMU UK 3aLu-
LeHHOM xpaHunuule (vault) ¢ KOHTPONMpPyeMbIM AOCTYNOM;

- co3gaTh pe3epBHbIe KOMUWM HocuTernen nHcopmaumm U XpaHuTb UX B ApPYroMm MecTte, reorpacduyecku
yAaneHHoOM OT MecTa XpaHeHUsi OpUrnHanos;

- XKenaTenbHO UCMONb30BaTh ABa pasNUYHbLIX TUMNa HocuTeNnen uHpopMauumn Ansa XxpaHeHUst opurMHa-
NOB U pe3epBHbIX KOMUI, YTOOBI MUHUMU3UPOBAaTb PUCK HEOXUAAHHOMO TEXHOMOTMYECKOro yCTapeBaHusl.

6.2.3 KonupoBaHue 3neKTPOHHbLIX JJOKYMEHTOB

6.2.3.1 O6wue nonoxeHun

Lienb konnpoBaHUs 3NeKTPOHHBIX OKYMEHTOB 3aKroyaeTca B nogaepXaHnum ux ayTeHTUYHOCTU U Npu-
rogHOCTM K UCMOMb30BaHUIO NyTEM NepemeLLeHusl Co cTapbix HocuTenen HpopmaLumn Ha HoBble HOCUTENN C
TeMu xe cneundukauusmmn opmara, 6e3 kaknx-nubo NoTepb CTPYKTYPLI, KOHTEHTA UK KOoHTeKcTa. Jlexa-
LLMA B OCHOBE 3MEKTPOHHBLIX AOKYMEHTOB NOTOK OBUTOB OCTaeTcA HEM3MEHHBLIM NMPYU KOMMPOBAHUN Ha HOBbIE
HocUTenu nHopmaLmu.

6.2.3.2 Cutyauum, B KOTOpPbIX MOXET NoTpeboBaTbLCs KONMpoBaHue

KonunpoBaHue aneKTpOHHbIX JOKYMEHTOB MOXET NPOBOAUTLCA B CleAyoLWuX CUTyauusx:

- npu nepedaye Ha xpaHeHuUe: INEKTPOHHbIE AOKYMEHTHI crieflyeT CKOnupoBaTh Mpu UX nepegaye xpa-
HUTENsM MHpopMaLMK, UCNONBL3YIOLLIUM HOCUTENU C TeMU Xe crieumdukaumamm bopmarta, YTo U HOCUTENN,
NpUMeHsIBLUMECS A0 nepeaaydu;

- 8 crlyyae rosienieHus1 owubok rpu pabome ¢ HocumeseMm: 3NEKTPOHHbIE AOKYMEHTbI crneayeT CKomnu-
poBaTb, ECMN NPY eXeroaHon BEIBOPOYHON NpoBepKe HocuTenen HgpopMauun Ha YnTaeMocTb 6yayT BbisiB-
NeHbl HeycTpaHUMble OLUMGKN U 60NbLIOE YNCIIO «BPEMEHHBIX» OLUINMBOK YTEHWUS, HO NPU 3TOM HE BO3HUKHET
HeobX0AMMOCTHU B Nepexoae Ha HOBbIN TUM HOCUTENEN UM YCTPOUCTB YTEHUSR;

- fpu rIaHoO8OM KOMUPOBaHUU: 3NEKTPOHHbIE AOKYMEHTbI creayeT CKOMMpoBaTb, €CNU HOCUTENU
NHbOPMaLIMK «COCTapUIUCb», HO MPU 3TOM He BO3HUKIO He0BX0ANMOCTI B Nepexoae Ha HOBLIA TUN HOCUTE-
nen N1 yCTpoNCTB YTEHNs], MOCKOMNbKY UCNOMb3yeMble BapuaHTbl MO-NpexHeMy LWNPOKO NOAAEPKUBAIOTCA U
yAOBMNETBOPSAIOT (hYHKLMOHANbHLIM TpeboBaHUAM, NpeabABNAeMbIM opraHusaumein. OpraHusaunsam cnegyeT
YCTaHOBWUTb (PMKCUPOBAHHBIA Nepuod BpeMeHn (Hanpumep, pasHbIN NONOBUHE OXUAAEMOro Cpoka CryXobl
HocuTenen), No MCTEYEHUM KOTOPOro MPOBOAUTCA KOMUPOBaHWE SMEKTPOHHBLIX AOKYMEHTOB Ha HOBble
HocuTenu nHdopmaLmu.

6.2.3.3 CoxpaHeHue ayTeHTUYHOCTU NPU KONUPOBaHUU

XOoTSa NOTOK COCTaBNSAIOWMX AOKYMEHTb BUTOB NpU KONUPOBaHWM HE WU3MEHSIETCA, BCE e ocTaeTca
noTeHUManbHas BO3MOXHOCTb NMOpYX AaHHBIX B Xo4e npouecca konuposaHus. [ins obecneveHna Heobxoau-
MO0 YPOBHS @yTEHTUYHOCTU Y XpaHuTenen uHgpopmMauumn gomkHa 6biTb peanusoBaHa AOKYMEHTUPOBaHHas
MONUTUKa KOHTPONS KavecTBa, npeanucbiBatowas 06sa3aTenbHyo NPOBEPKY TOYHOCTU BCEX CKOMUPOBAaHHBIX
OOKYMEHTOB.

Mpoueaypbl, peanusytoLime Ha NPakTUKe 3Ty NONUTUKY, AOSKHBI BKNoYaTk B ceba geTanbHoe 1 nonHoe
OOKYMEHTUPOBaHWe BCEX AeNUCTBUA, BbIMOMHEHHBLIX MPU KOMMPOBaHUWN. [JOKYMEHTUPOBATLCH, B YaCTHOCTHU,
OOMKHBI:

- ngeHTUdMKauma nuua (nuy), pakTuyecku BINONHUBLLIEro(UX) Npouecc;

- JaTa KoMMpoBaHus;

- ¢hopMmarT AaHHbIX;

- yncno o6paboTaHHbIX 6UTOB/GANTOB;

- cpaBHeHWe KOHTPOosbHbIX cyMmM CRC mnun xaWw-ganaxecToB, BEIMMCAEHHBLIX 40 U NOCce KONMpoBaHus,
JoKasblBatollee OTCYTCTBUE KakUX-NMGo U3MeHeHUN;

- pes3ynbTaT BU3yarnbHOro CpaBHEHUS HECKOMbKUX 06pasL0oB CKONMPOBaHHBLIX OKYMEHTOB C COOTBET-
CTBYIOLMMM AOKYMEHTAMM Ha CTapoM HocuTene.
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Xopoluas npaktuka paboTel AomkHa o6ecneynTb BbisiBlIeHNEe HETOHYHOCTEN U HEeYCTPaHUMbIX OLUMGOK 1
OOKYMEHTUpPOBaHMe TOro, Kak 3Tu Npobnemsbl BNocneacTsmMu pewannck. JomkHo 6biTe 3adukcuposaHo pusu-
Yyeckoe MeCTOMOooXKeHNe 0bHapyXeHUs1 HeycTpaHUMon ownbkn (Hanpumep, HoMep Bnoka Unu cekTopa Ha
popoxkke). Kpome Toro, a1 AENCTBUA AOMKHbI aHANN3MPOBaTLCA TPETheN CTOPOHOW, YTOBLI YAOCTOBEPUTLCS
B UX BbINOSIHEHUN B COOTBETCTBUU C YCTaHOBIMEHHBIMU NpoLeaypamin. HakoHedl, Takasi OKyMeHTauust, k-
cupytoLLas Bce BbisIBNEHHbIe NpobnemMbl, 4OMKHa ObiTb YETKO OAEHTUMDULMPOBaHA C YKasaHNeM KOHKPETHbIX
CCHISTOK Ha COOTBETCTBYHOLUME [OOKYMEHTbl, WM OHa [JOIbKHA paccMaTpuBaTbCsi Kak MeTadaHHble,
3acnyxvBatoLne cToMb Ke 6epeXXHOro OTHOLLEHUS, Kak U caMU JOKYMEHTbI.

6.2.3.4 3awuTa AOKYMEHTOB BO BpeMs KONUpoBaHUA

XpaHuTenu nHbopmMaumm 4oKHbI 06ecnevnTb BO BpeMs KONUPOBaHNS 3aLUMTY SM1EeKTPOHHBIX JOKYMEeH-
TOB OT yTpaThbl N OT BHECEHUS UBMEHEHUIA. SNeKTPOHHbIE HOCUTENN UHPoPMaLNA YA3BUMBI MO OTHOLLEHUIO K
BMelLaTenbCTBY YenoBeka, katacTpodunyeckum cbosam 1 npupoaHbiM katacTpodam. B cBaAsK ¢ 3TUM XpaHu-
Tenu nHdopmMaLmMn AoKHbI MPeanpuUHATL cneayolme Mmepbl 458 MUHAMU3aLMM pUCKOB Mo 6e30NacHOCTH:

- YCTAHOBUTb MEXCETEBOW 3KpaH («BpaHaMayap») Unmn o4HOCTOPOHHIOK CBSI3b (Hanpumep, Tak Hasbl-
BaeMblil «BO3QYLUHbIA 3a30p» — «air gap»), KOTopble paspeLlatoT JOCTYN TONbKO Ha YTEHWE N TONbKO aBTo-
PU30BaHHLIM NULAM;

- XpaHWUTb 3MEeKTPOHHBIE HOCUTENN MHPOPMaLMK B 3arnMpaeMoM, OXpaHsieMOM MOMeLLeHUA Unu 3aLum-
LLeHHOM XpaHunuLe (vault) c KOHTpoNMpyeMbIM JOCTYMNOM;

- NPOBECTU CpaBHEHWe KOHTPOmbHbIX cyMM CRC unu x3sW-AanpkecToB, BbIMUCNEHHBIX A0 U nocne
KOMUPOBaHWSA, AOKasblBaloLLEE OTCYTCTBUE KaKMX-NMbo n3MeHeHui;

- co34aTh pesepBHbIe KoMK HocuTenen nHopmaLam U XpaHuTb UX B APYrom MecTte, reorpaduyeckn
yAaneHHOM OT MecTa XpaHeHNs OpUrMHaros;

- XenaTenbHO UCMOMb30BaTh [ABa Pa3NMYHbLIX TUNA HocUTenen uHpopmaumn Anst XxpaHeHUsa opuruHa-
NOB 1 pe3epBHbIX KONWUA, YTOObI MUHNMU3NPOBATbL PUCK HEOXKMOAHHOTO TEXHOMOMMYECKOro ycTapeBaHus.

6.3 MeTagaHHble

6.3.1 O6wWwue nonoxeHus

MeTagaHHble (AaHHble O AaHHbIX) BKMO4aloT B cebs nHdopmauuo o KoHTekcTe, obpaboTke u 06
NCNONb30BaHNW AaHHBIX, KOTOPas UCMoNb3yeTcs Npu uaeHTUdUKaLu1, U3BnevYeHun n obecnevyeHnn coxpan-
HOCTM @yTEHTUYHBIX 3M1EKTPOHHBIX AOKYMEHTOB.

B ogHux cnyyasix onpegeneHHble NporpaMMHble NPUNOXEHUA MOTYT aBToOMaTUYeCKn co3JaBaTtb MeTa-
AaHHble, Takune Kak pasmep caina, popmar canna, gaTa, XaW-4anaxXecT U Apyrue aHanornyHble aTtpubyThbl
(Hanpumep, CBOWCTBA AMEKTPOHHBIX AOKYMEHTOB U T. N.), B APYrUX — MOXeT noTpeboBaTbcsl py4yHO BBOA
Taknx MeTagaHHbIX, Kak, Hanpumep, knaccudukauna, cpok XpaHeHusa, MHAEKC Mo HOMeHKNaType Aen unm
KntodeBble croBa. Kak 1 anekTpoHHbIE AOKYMEHTHI, 3T AaHHbIe MOTyT BbITb 4OCTYNHBIMU.

Becbma BeposTHO, UTO MO Mepe BHeAPEHUA OpraHnu3aLMamMu KopnopaTUBHBIX CUCTEM YNpaBrieHUs KOH-
TEHTOM COCTaB 3MEMEHTOB MeTafaHHbIX, NPUMEHUMBIX ANA peanusauun ctpaternm OONroBpeMeHHO
COXpPaHHOCTW, CTaHeT ropasgo «borave» vem cenyac. Momumo 3TOro, MeTagaHHele, ckopee Bcero, byayT
co3aBaTbCsl aBTOMaTU4ecku, U oTnageT Heo6XoAUMOCTL B UX PYHHOM BBOAE. YUUTLIBasA BCe 3TO, XpaHUTENN
WHcpopMaLIMKM AOMKHBI M03a60TUTLCA O TOM, YTOBLI NpUMEHAeMble UMUK cpeacTBa cb6opa U UCMONb30BaHUS
mMeTagaHHbIX OblnM 4OCTaTOYHO MTMBKUMU U MacLTabupyeMbiMu, 4TOBLI BNOCNEACTBUM OHWU MOrnn paboTaThb ¢
6onee pasHoobpasHbiMKM Habopamu 3NeMeHTOB MeTafaHHbIX.

6.3.2 B3auMHasA cCOBMeCTUMOCTb (MHTeponepabenbHOCTb) MeTaaaHHbIX

B Gyayliem mMeTafiaHHble, UMEOLMECA B KOPNOPaTUBHBLIX CUCTEMAX YNPaBNeHUs KOHTEHTOM, GyayT
B3aMMHO COBMeCTMMbIMKU. [M03TOMYy OpraHu3auuam, NPoeKTUpyoWmUM c6op 1 NpUMeHeHWe MeTadaHHbIX,
KoTopble MpeanonaraeTcsi UCMonb3oBaTk B UHTeponepabensHon cpefe, cneayeT NPUHATL BO BHUMaHWe
NCO 23081-1.

6.4 Murpauus 3aneKTpPOHHbIX JOKYMEHTOB

6.4.1 O6Lwune nonoxeHun

CTpaTterns LONroBpeMeHHOM COXpaHHOCTU AOMKHA BKNOYaTb NOMAOXKEHUA, NpeaycMaTpuyBatoLLmMe MUr-
paunio 3M1eKTPOHHBIX AOKYMEHTOB.

XpaHuTenu nHcbopmaummn, B 0683aHHOCTU KOTOPLIX BXOAUT cOOP U COXpaHeHUe ayTeHTUYHBLIX 3nek-
TPOHHBIX AOKYMEHTOB, a Takke obecrneveHne AOCTYNa K HUM BO BPEMEHW, CTaNKUBAOTCA C YeTbIpbMS NPo-
6nemamu:

a) B Gnuxkaiiem GyayLiemM opraHusauum U oTAenbHbIe nuua 6yayT Nnpoaonkatb NONb30BaTLCS LIMPO-
KM HaBopom nakeToB NporpamMmm 1 popMaToB XPaHEeHUs 4aHHBIX B LeNsAX co3aHns U UCNONb30BaHNUs 3Nek-
TPOHHbIX JOKYMEHTOB. [ANs XpaHuTenein nHopmaLmm, NPUHUMaLWKX 3TU AOKYMEHTEI, 6yaeT Ype3BblyaiHo
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CNOXHO MMeTb AOCTYN KO BCEMY COOTBETCTBYIOLWEMY NporpaMMHoMy oBecnedeHno Unn nogaepxueaTb Bce
3TW NakeTbl MporpamMm 1 popmarsi;

b) 4acTb aNeKTPOHHBIX AOKYMEHTOB, BEPOATHO, OKaXKeTCS 3aBMCUMON OT NporpamMmmHoro obecneveHus,
1, COOTBETCTBEHHO, UX MOXHO ByaeT UCNOMb30BaThb TOMLKO B pamMKaXx ornpeaerieHHoN NporpaMmmMHON cpeabl;

C) onepauMoHHbIE CUCTEMBI U MPpUKNagHoe nporpaMmMmHoe obecrnevyeHne HensbexxHo 6yayT BLITECHATL-
cs 6oree HOBbIMU 1 MPOU3BOANTENBHLIMU NPOAYKTaMM, MMetoLLMMK BornbLue OYHKLNOHAMbHEIX BO3MOXHOC-
Te. 3TO 03HayaeT, YTO XpaHWUTENsM WHopMaLMK NpUaAeTCA Nepuoauyeckn nepemeLlaTb SMEKTPOHHbIE
OOKYMEHTbI U3 TeKyLLieln NporpaMMHO cpedbl B HOBY!IO;

d) HekoTOpble 3NEKTPOHHbIE JOKYMEHTbI, BEPOSITHO, BYAYT AOCTYNHBI NULLL B yHaceAoBaHHbIX MHGOp-
MaLMOHHBIX CUCTEMaX, He UMEIOLLMX aBTOMAaTUYECKUX CPeLCTB MUrpaLn.

Murpaumsi aneKTpOHHbIX AOKYMEHTOB MO3BOMSAET YCMNEeLLHO PeLUnTb BCe 3TU YeTblpe Npobnembl. XpaHu-
Tenam nHgopmMaLmmn HyxHo ByaeT opraHu3oBaTb MArPaLUnio ayTeHTUYHBIX 3NeKTPOHHBIX JOKYMEHTOB 13 cpe-
Abl 04HOro NPOrpaMMHOro NMPUNOXeHUs B cpeay HOBOMO NPOrpaMmmMHOro NPUMOXeHUs Takum 06pasom, 4Tobel
He BbINO HUKaKMX MOTepPb KOHTEHTa W KOHTEKCTa, a Takke 4Tobbl OTCYTCTBOBana v 6eina MMHUMansHon
noTeps CTPYKTYpHI.

6.4.2 3aBMCMMOCTbL OT NporpamMmMHoro o6ecneveHus

CTpaTernsa gonrosBpeMeHHoNn CoOXpaHHOCTN AOMKHa pellaTb NpobremMy 3aBMCUMOCTA OT KOHKPETHOIo
nporpammHoro obecnedeHns. Ecnm anekTpoHHbIe AOKYMEHTElI MOTYT ObITb MCMNOML30BaHbI TOSLKO NPU NOMO-
LM onpeaeneHHoro NporpaMmmHoro npunoXxeHus, To obecrneveHne oNroBpeMeHHOro 4oCTyna K 3TUM AoKy-
MeHTaM MOXeT oKalaTbCsl npobrnemaTudHbIM, OCOBEHHO €eCnu MOCTaBLUMK MpeKpaTUT TEeXHUYecKyto
noaaepxKky Unu He obecneynT NPeeMCcTBEHHOCTb B HOBLIX BEPCUSAX NporpamMmmHoro obecneveHust. Bo mHormx
cryvasix BO3MOXHO 136aBUTLCH OT 3aBUCMMOCTU TaKoro poda, YacTUYHO MOXepTBOBaB CTPYKTYPON, Hanpu-
Mep, TeKCTOBbIE AOKYMEHThI U3 MepBoHavaribHol cpedbl MPorpaMmMHOro nNpUnoXKeHWs Ans o6paboTku TekcTos
MOryT ObITb MUTPUPOBaHbI B MPOCTOM TEKCT (T. €. «4nCThiny ASCII-TekcT) nyTem aBTOMaTUYECKOro yaaneHus
BCTPOEHHbIX WHCTPYKUMA bopMaTUpoBaHUA WU Koda, YNpasnswowero onpedeneHHbIMA - acnekramm
dm3nyeckoro NpedcTaBeHns, TakuMIM Kak XKUPHBIA WPpUAT UM npuMedaHus.

XoTs Takve AeNCTBUA U YMEHbLLAIoT 3aBUCUMOCTb OT NporpaMmHoro obecneveHus, xpaHutenu nHgop-
MaLnn AOSKHBI TLATeNbHO OLEHUTb X MOCNeACTBUSA AN ayTeHTUYHOCTU MUrPUPOBaHHLIX NOA06HLIM 06pa-
30M J0OKYMeHTOB. Takue OOKYMeHThl yXKe Hemb3s bydeT paccMaTtpuBaTh B KaUecTBE UMUTALMOHHBIX KOMWUA
(imitative copies), nockonbKy OHW He ByayT B TOYHOCTW BOCNPOU3BOAUTL CTPYKTYPY OPUrMHANBHBIX JOKYMEH-
ToB. Ckopee, Nony4ymnBLLMECH AOKYMEHTHI CrieayeT paccmaTpuBaTth B KAaUeCTBE «HOBbIX» JOKYMEHTOB, ayTeH-
TUYHOCTb KOTOPLIX AO/IKHa BbiTb YCTaHOoBMNeHa 3aHOBO bGnarogaps AOKYMEHTUPOBaHUIO BCEX BbIMOJTHEHHBIX
AeNCTBUIN U NyTeM NPOoBepKn 1 NOATBEPXKAEHNA HEU3MEHHOCTU KOHTEHTa AOKYMEHTOB.

AnbTepHaT1BON MUrpaLnN TEKCTOBLIX 3MEKTPOHHBIX JOKYMEHTOB B MPOCTOM TEKCT sIBMsieTCcs pacneva-
TbiBaHWE NX Ha Bymare Unu BbIBOA Ha MUKPONMEHKY, YTO MNO3BOMSIET COXPaHUTb ayTEeHTUYHOCTL 3a c4eT yao06-
cTBa obpaboTkn u ucnonbsoBaHuA. Tako noaxoa ocobeHHO onpaBdaH B OTHOLUEHWM 3NEKTPOHHBLIX
DOKYMEHTOB, aHanornyHelX NOCTPaHUYHO OpraHn3oBaHHLIM ByMaxkHbIM JoKyMeHTaM (page analog electronic
records), NPUrogHOCTb KOTOPLIX K 06paboTke 1 UCNOMb30BaHUIO B NPUHLMMIE MOXET BbiTb BOCCTaHOBNEHA B
6yaywem 3a cyeT NCNONL3OBaHUA CPpeacTB pacnosHasaHus Tekcta (OCR).

Tabnuubl nepapXudeckux U pensaunoHHbIX 6a3 AaHHBLIX TakKke MOXHO MUrpUpOBaThb B «Milockue» Tab-
NUYHBIE CTPYKTYPbI, YTOBbI MUHUMU3NPOBATL 3aBUCUMOCTL OT MporpaMmHoro obecneyeHUst KOHKPETHOro
noctaswuka. B aToM cnyyae nageHtudpukaumna nepsu4Horo kntoya (primary key) u BHewHux kntodei (foreign
keys) B kaxxaon Tabnuue AomkHa BbITb coXpaHeHa, B TO BPeMsl Kak pernsiiuoHHble CBsI3W yaansiiotes. B npo-
Lecce Takoro npeobpasoBaHusl A0KHbI 6bITb CO3AaHbl METadaHHble, NoKasblBaloLme, Kakoro Tuna 6bim atu
CBAI3U — «OAMH K OAHOMY», «OAWH KO MHOTUM», «MHOTME K OQHOMY» WU «MHOTME KO MHOrMM», 4Tobbl B
GyayleM 3T1 CBA3N MOXHO BbINIo BOCCTaHOBUTD.

6.4.3 OGHOBNEHue NporpaMMHOro o6ecnevyeHUs U UHCTaNNAUUS HOBOTro NporpaMMHoro o6ec-
nevyeHus

MockonbKy xpaHuTensM uHdbopmaumm, obecnevmsalolM AOMTOBPEMEHHbIA AOCTYN K ayTeHTUYHbLIM
AOKyMeHTaM, HeusbexHo npuaeTca oBHOBNATL CYLECTBYIOLWEE U UHCTanMpoBaTe HOBOE MPOrpammHoe
obecneyeHue, To cTpaTerns AOrOBPEMEHHON COXPAHHOCTU AOSPKHA BKIOYaTb NOJIMTUKY U npoledypbl Ha
3TOT crnyvan.

Korga npoucxogut o6HoBneHne nporpammHoro obecneveHuns (Hanpumep, oT Bepcun 1 K Bepcun 2) n
nocrasLuk obecneunsaeT 06paTHY0 COBMECTUMOCTb (COBMECTUMOCTb «CBEPXY BHWU3» ) OGHOBNEHHOIO U cTa-
poro nporpaMmMHoro obecneveHusi, QOKYMeHThI crieyeT aBToMaTUYecKu NepeBecTu B HOBYIO cpely, BMecTe ¢
nexatyen B UX ocHose cxemon pusunyeckoro npeactasnenus (underlying physical representation scheme),
CYLLECTBEHHbIM KOHTEHTOM U KOHTEKCTOM.
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B Tex cnyyasx, korga HoBoe nporpammHoe obecneveHne sameHsieT CyLlecTByloLee, — Kak aBTOHOM-
HO€ NPOorpamMmmHoe NPUIIoXKEHWE UMK Kak YacTb obLero obHoBeHUS MHpOPMaLIMOHHON CUCTEMBI, — crieayeT
MPOBECTU MUrpaLuio OOKYMEHTOB, MUCMOMb3ys (OYHKLUM 3KCnopTa CTapol cucTembl 1 hyHKUMM MMnopTa
HOBOI cuCTeMbI. KpoMe Toro, B HEKOTOPLIX cpedax MOXeT NoAAepKMBaTbCa MUTPaLNs Yepes COnpsiKeHus!
(gateways) umnopTa/akcnopTa, paspaboTaHHble A8 OTAENbHBEIX KOMMepYecKknX (NponpueTapHbixX) dopma-
TOB (Hanpumep, npeocbpasoBaHune U3 popmaTta 0gHOro TEKCTOBOro npoLeccopa B chopmat Apyroro).

6.4.4 Murpauus B cTaHgapTHble hopmathl

Mocne nepeaayYn aNeKTPOHHBIX AOKYMEHTOB Ha XpaHeHue XpaHuTensam nHcpopmMavmm cnegyeT nogymaTh
06 1x Murpaumn 13 Wwupokoro Habopa dopmaTtoBs, UCNOMb3YeMbIX co3gaTensiMm 1 nonyvaTensamm JOKyMeH-
TOB, B MEHbLLEE YACNO «CTaHAapPTU30BaHHbIX» chopmMaToB. Bbibop «cTaHaapTU30BaHHbIX» hopMaToB MOXeT
ObiTb pPe3ynbTaTOM KOHCEHCyca OTHOCUTENbHO LUMPOKO WUCMOoMb3yeMbiX hopMaToB, KOTOpble MOKpbiBaloT
6OnbLLYH YacTb 3NEKTPOHHbIX AOKYMEHTOB onpegeneHHoro knacca. Cnegyet nsberatb KoMmepyeckux (npo-
npueTtapHblX) cdopmaTtos. K 4yucny sacnyxvsalolmx BHUMaHNA TEXHOMOrMYecKn HenTparnbHbIX hopMaTos
oTHocsTca PDF/A-1, XML, TIFF n JPEG.

6.4.5 Murpauus aneKTpoHHbIX AOKYMEHTOB U3 yHacneAoBaHHbIX MHOPMaLMOHHbIX CUCTEM

6.4.5.1 O6wue nonoxeHus

Crtpaterns obecnevyeHnss 4ONTOBPEMEHHOr0 AOCTYMa K ayTEHTUYHBIM U MPUrOAHBIM K MCMNOSb30BaHNIo
3MNeKTPOHHBIM AOKYMEHTaM AOMKHa npegycMaTpuBaTe MUTPaLuio B Tex criydasix, Korga OTCYTCTBYHOT Kak
oBpaTHas COBMECTUMOCTb, Tak U COMpPsKeHUs aKkcropTa/umnopTta Mexay ctapoli (yHacnedoBaHHOI) cucTe-
MOW, B KOTOPOU XPaHUTCA OOKYMeHTauus, 1 HOBOW MHOPMALMOHHOM CUCTEMON.

B 6yaywem noTpeGHOCTL B MUrpaLIMM 3NEKTPOHHbIX AOKYMEHTOB U3 YHacneaoBaHHbIX MHopMaLMoH-
HBbIX CUCTEM MOXET COKPaTUTbCH BCreAcTBMe Goflee LUMPOKOra pacnpocTpaHeHus cucTeM, nogaepxusato-
LLNX apXUTEKTYpPbI 1 hopMaThl, HEATparbHbIE N0 OTHOLUEHUIO K UCNOSb3YEeMbIM MNOCTaBLUNKAMM TEXHOOTUAM.
Moka, oAHaKo, XpaHUTenaM UHgopMaLmMK, YTOBbI BEIMOMHNTL CBOU 0653aTeNbCTBA, NPUXOAUTCS NPOBOAUTL
MUrpaLmio 311EKTPOHHBIX 4OKYMEHTOB, HaXO04SALWNXCA B yCTapeBLMX MHOPMaLMOHHBIX CUCTEMAX.

HekoTopag noTeps MHdbopMaLmm Bo Bpemsl MOBTOPSIOLUXCS LKMOB MArpaLMu HemsbexxHa us-3a yH-
AaMeHTanbHOW HeCOBMECTUMOCTH, CYLLECTBYIOLWEN MeXdy HEeCKONbKUMMU MoKoneHusiMn bonee crapbiX U
6onee HOBbIX cucTeM. COOTBETCTBEHHO, XPaHWUTENAM MHopMaLMmK, BMECTO TOro YToBbI MbITaTbCsl MONIHOCTLIO
nsbexatb noTepb UHdoOpMaLMn, pekomeHayeTcs paspaboTaTb NONUTUKM MUrpaLWn U Npoueaypbl KOHTPONSA
KavecTBa, HaLeneHHbIe Ha yMeHblUeHWe aerpagauum uHgopmauunm B npotiecce murpaummn. OaHoM U3 BaXKHbIX
npoLeayp SAABNsSeTCA JOKYMEHTUMPOBaHWe NoTepb, MMEBLUMX MECTO B Xo4e MUrpauun, U pesynbtatoB ges-
TENbHOCTU MO KOHTPOMo KavecTBa. [10 BO3MOXHOCTU 3Ta AOKyMeHTauusl A0MKHa COXPaHATLCA BMeCTe C
HocuUTENAMN NHopMaL i,

6.4.5.2 JTanbl MUrpauuu

6.4.5.2.1 O6wWwue nonoxeHus

XpaHntenam uHdopmaumn cnegyeT BHeapuTb 10-aTanHbIA NoAxo4 K BbINOMHEHW0 murpauuu. Moc-
KONbKY 0BCTOATENLCTBA KAXA0ro OTAENbHOro NPoeKTa MUrpaLmMn MOryT CyLLECTBEHHO OTNIMYATLCA, ONUCaH-
Hble HWKe AeCATb 3TanoB He AOSHKHBI pacCMaTPUBATLCS Kak KOHKPETHBIA NaH Murpauun, NPUMEHUMBIA NPy
MobbIX 06CTOATENLCTBAX.

6.4.5.2.2 AHanus yHacnenoBaHHoON uHcopMaLMOHHON cuctembl (aTan 1)

XpaHuTtenu uHcdopmaunn AoMKHEI NPOBECTU aHanu3 yHacnegoBaHHOW MHPOPMALMOHHOW CUCTEMBI C
Lenblo NOHATL, kakne yHKUMW OHa BBINOMHSAET U Kakue OOKYMeHThl B Hell cogepxatca. B xoae aHanusa
onpeaenaloTCcA:

- 060CHOBaHWE BbIMOMHAEMbIX CUCTEMO (DYHKLNIA;

- cnocob c6opa (3axBaTa) MeTaAaHHbIX, UX B3aMMOCBSA3b C JOKYMEHTaMu;

- B3aUMOCBA3N MeXAy AOKYMEHTaMMu.

Ha stom aTane gornxkeH 6bITb cosgaH MHGOPMaLUMOHHBIA NpoayKT — cneuudukaunn, Kotopele 6yayT
ncnonb3oBaHbl NpU «NpAMoM» npoekTupoBaHum (forward engineering) byHKUMOHAMNBHBIX BO3MOXHOCTENR,
MeTafaHHbIX 1 4OKYMEHTOB AfA HOBOW CUCTEMBI.

6.4.5.2.3 [lekoMno3nuuuA CTPYKTypbl yHacneaoBaHHOW MHGOPMaLMOHHOW CUCTEMBI (3Tan 2)

XpaHutenam uHdopmauun cnegyet NpoBeCTU AEKOMMO3ULMIO yHacneAoBaHHON WUHMOPMaLUOHHON
apXUTEKTYpbIl, 4TOObI C ee uHTepdencamu, NPUIOKEHUSIMU U cepBUcamm 6asbl AaHHBIX MOXHO Gbino pabo-
TaTb KaK C OTAeSNbHLIMU KOMMOHEeHTaMW (37O, OAHAKO, BO3MOXHO cAenaTtb He Ana BCeX UHOPMALMOHHbBIX
cuctem):

- AeKoMno3uuua yHacneaoBaHHOW CUCTEMbl BO3MOXHA, €CIIN CUCTEMHBIE U NOMb3oBaTeNbCKUe NHTep-
dencol, MoaynNn NPOrpamMmmMHbIX NPUNoXKEHUIA, cepBUCHl 6asbl AaHHBIX M cama 6asa AaHHbIX ABNAITCA OTAENb-
HBIMW U He3aBUCUMBbIMW KOMNOHEHTaMW;
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- yHacreoBaHHasi cucTeMa 4acTU4HO NoaaaeTca AeKOMMNOo3vMLun, ecnin nHTepdeinckl n 6asa AaHHbIX
ABNSAOTCA HE3aBUCUMbIMWA, @ MPOrpaMMHOe NPUMOXeHWe U cepBuChbl 6a3bl AaHHBIX COCTABMAKT eauHbIA
Moaysb;

- yHacrnefgoBaHHasi cucTeMa He nogaaeTcs AeKOMNO3NLMA, eCru MHTePdENChl, NPUNOXKeHUs U cepBU-
Cbl 6a3bl AaHHbIX 06 beAMHEHbI B OAHOM Moayne.

B ntobom criyyae npu NoAroToske K MUrpaummn 4oSmKHbI GbITb yCTpaHeHbl BCe BHELLHWE 3aBUCMMOCTU B
apXUTEKTYpe CUCTEMBI.

6.4.5.2.4 MNpoekTupoBaHue nHTepcencoB HoBON cucTeMbl (aTan 3)

[omkHa 6bITb obecneyeHa cBA3b (NPEEMCTBEHHOCTb) MeXAy HOBLIMU U CTapbIMU MHTepdencamMu.

6.4.5.2.5 MNpoekTpoBaHUe HOBbLIX NPOrPaMMHLIX NPUNOKeHUN (3Tan 4)

HomxHa 6biTe 0becneveHa cBA3b (MPEEMCTBEHHOCTb) MEXAY HOBLIMU U CTApbIMU NPOrPaMMHBIMU NpU-
NOXEHUSAMMU.

6.4.5.2.6 MNpoekTMpoBaHue HOBbLIX 6a3 AaHHLIX (3Tan 5)

HomxHa 6bITb obecneyeHa cBA3b (NPEEMCTBEHHOCTb) MeXAy HOBbLIMU U yHacneaoBaHHbIMK Gazamu
OaHHbIX.

6.4.5.2.7 NHcTannsauus v BCceCcTOpoHHee TeCTUpoBaHMe HOBOW cpeabl (3Tan 6)

Heobxoaumo naeHtuduumposatb, BeiGpaTh, UHCTaNIMPOBaTb U NOMHOCTLIO NPOTECTUPOBATL OTKPbI-
TYI0 HOBYIO cpefly (MMetoLLyl0 COOTBETCTBYIOLME CPEACTBA MHCTaNAALNK).

6.4.5.2.8 Pa3pa6oTka 1 MHCTannAuuA Heo6xoaUMLIX Mogynen conpsixeHus (gateways) (atan 7)

[ns obecneyeHnss cornacoBaHHOCTU U TOMHOCTU B BOCMpou3BeaeHUN (hyHKLMOHAMbHbLIX BO3MOXHOC-
TeW yHacrnedoBaHHOW CUCTEeMbl B HOBOW CUCTEME U ANA NepeMeLleHNs 3NeKTPOHHbLIX JOKYMEHTOB crieqyeT
crnpoekTupoBaTh, paspaboTaTbh U UHCTaNAMpoBaTb MOAYNM conpaxeHus (gateways). Takue moaynu o6bIYHO
BbIMONHAOT ABe dyHKLMN. [NepBas — nsonauus onpeaeneHHbIX KOMNOHEHTOB OT BIIUAHWS U3MEHEHWIA, BHO-
CUMBIX B Apyrue KOMMOHEeHThl, BTopas — (pyHKUMOHUPOBaHWe B kavecTBe NpeobpasoBaTensi 3anpocoB U
AaHHbIX, KOTOpbIMU 0BMeHUBaloTCA 0bCnyXnBaemMble conpsxkeHnem KOMMOHeHTLI. [ina obecneyeHuns corna-
COBaHHOCTW U TOYHOCTWM MOAYNW COMPSDKEHUA AOSPKHBI ObiTh TWATeNbHO NPOTECTUPOBaHbLI Ha 0bpasuax
OOKYMEHTOB 13 yHacre4oBaHHOW CUCTEMBI.

6.4.5.2.9 Murpauus yHacnegoBaHHOW 6a3bl AaHHbIX (3Tan 8)

[omnxHa 6biTb NpoBeAeHa MUrpaLms yHacneaoBaHHoM 6a3bl AaHHBIX B HOBYHO 6a3y AaHHbIX.

6.4.5.2.10 Murpauua yHacnegoBaHHbIX NPOrpaMMHbLIX NpunoxeHun (atan 9)

JomkHa OBbiTb MpoBegeHa MUrpauusi yHacneAoBaHHBIX NPOrpaMMHbIX MPUMOXKEHWA B HOBblE MpO-
rpaMMHbIE NMPUNOXEHNS.

6.4.5.2.11 Murpauuna yHacneaoBaHHbIX UHTepdpencon (atan 10)

OomxHa 6bITb NpoBeAeHa MUrpauus yHacneaoBaHHbIX UHTepdeiAcoB B HOBble. YHacrneOoBaHHbIe
nHTepdelickl (HanpuMep, TEKCTOBLIE MEHI0O N 3KpaHbl) ByayT, ckopee Bcero, 3amMeHATbes rpacduyeckumn
WHTepdeicamu.

7 PaspaboTka cTpaTermm gONroBpeMeHHOW COXPaHHOCTHU

7.1 Nonutuka o6ecnevyeHUs AONTroBpPeMeHHON COXPAHHOCTU

XpaHutenu nHgpopMaumu, ctpemsawmecs obecneynts 4ONFOBPEMEHHYO COXPAHHOCTb ayTEHTUYHBIX U
MPUrogHbIX K UCNOMb30BaHUI0 3NEKTPOHHBIX AOKYMEHTOB, AOMKHbLI NOATOTOBUTL AOKYMEHTALUIO, ONUCLIBAIO-
LLYHO UX MONUTUKY U Npoueaypsbl. Takas AoOKYMeHTauna NOCY>XUT AONONHUTENbHBIM NOATBEPXKASHUEM ayTeH-
TUYHOCTMW 3MEKTPOHHBIX AOKYMEHTOB MpU UX UCMOSMb30BaHUU B KayecTBe CBMAETENbCTB (AoKasaTenbcTs) U
nomoxeT 06ecneynTb cornacoBaHHOCTb U eanHoobpasue nx o6pabotkn. Kpome Toro, Takas AokyMeHTaums
NOMOXeT XpaHuTento uHdopmMaumm gasaTb OTBETHI HA BOMNPOCH O AOCTOBEPHOCTU AOKYMEHTOB, KOTOpble
06bI4HO NoAgHUMMaTCS B XoAe cyae6HbIX pa3bupaTtenbceTs.

Monutuka, HanpaBneHHaa Ha peanusauuio cTpaTernn AoNroBPEMEHHON COXPaHHOCTW, AOSPKHA BKIIO-
yarb:

- pasgen, cogepXalluid NONoXeHue o Tom, 4YTo obecneveHne 4ONFOBPEMEHHOW COXPaHHOCTU ayTeH-
TUYHBIX U NPUTOAHBIX K UCMOSIb30BaHUIO AOKYMEHTOB ABAETCA Lenbio XpaHuTens uHdopmauumn, a Takke
nepeyeHb ApYrux Lenemn n obasaHHoCcTen xpaHuTens;

- onucaHue BuAa OTBETCTBEHHOCTU 3a XpaHeHue (custody), koTopyto xpaHutens UHdopmMauum bepet
Ha cebs B OTHOLUEHUWN 3NEKTPOHHBIX AOKYMEHTOB, Hanpumep 3akoHHoe noneveHue (legal custody) unu otBeT-
cTBeHHOe usmdeckoe xpaHeHne (physical custody);

- onucaHue XopoLUei NPaKTUKW ynpaBneHUs 3NeKTPOHHBIMU OKYMEeHTaMK, KOTOPON NpuaepKuBaeTca
XpaHuTenb uHhopmauumu;

12
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- ykasaHue 06CTOSTeNbCTB, NPU KOTOPLIX BYAyT NPOBOAUTLCSA AEUCTBUSA MO MUrpaLMK, a Takke COOTBET-
CTBYOLLUME MeToAbl U OBOCHOBAHWNA 3TUX AeNCTBUIA;

- onncaHne BMOOB ayauTa, KOTopble npeanonaraetca nNpoBoAnTb, Ha COOTBETCTBME YCTaHOBJIIEHHBIM
TpeboBaHuAM;

- pasbsiCHeHWe ponei, UCNOHAEMbIX NepcoHanoMm XpaHuTensa uHdopMaunn, 1 onucaHue Bcex obs-
3aHHOCTEN, NepeJaBaeMbIX Ha ayTCOPCUHT.

7.2 KoHTponb KayecTBa

AYTEHTUYHOCTb 3MEKTPOHHBIX AOKYMEHTOB, COXpaHsieMbIX B COOTBETCTBUM C YCTAHOBMNEHHBIMU NpaBu-
naMun 1 npouegypamu, obbl4HO Bonee AoKasyema, N Takme JOKYMEeHTbl Bbl3biBatloT 6onbluee paoBepue B Chny-
Yyae cyaebHbix pa3bupaTenseTB U paccrefoBaHui.

MCXOAH N3 3TOro, XpaHntenam I/IHCbOpMaLI,I/II/I cneayet BHeAPUTb NMOJIMTUKU U XOpOoLlne npakTuki ana
KaXKOoro OCyLecTBMASEMOro UMW BUda AEATENbHOCTU.

CsugeTenbcTBa, NokasbiBatoLye, KakiuM 06pasom OCyLLEeCTBANOCH yNpaBrieHWe 3MeKTPOHHLIMU JOKy-
MEeHTaMn, MOTyT OKasaTbCA KIto4eBbIMU B Clly4ae CyD,e6HbIX paa6|/|paTeanTB, Nno3TOMY K HAM cneayeTt OTHO-
CUTLCS TaK e BepexHo, Kak 1 K nepedaHHbIM NoJ OTBeTCTBEHHOCTb XpaHUTensl MHgopMaLMmn 3NeKTPOHHBIM
AokymeHTaM. K yucny Taknx cBUAETenNsLCTB NpUHaanexaT BCe COOTBETCTBYHOLLME MOSMTUKA U MpoLieaypsl,
AOKYMeHTaLus, oTpaxatowwasn fobble NoTepn 4aHHbIX B Xo4e MUrpaLum, 1 pesynbTaTel nepuognyecku Nposo-
AVUMBIX ayauTOB B 06nacTu KOHTPOIS KauecTBa, LieNblo KOTOpbIX aBnseTca obecrnedeHne UCNOMHEHUS 3TUX
MONUTUK U MpoLeayp.

7.3 BezonacHocTb

7.3.1 O6wWwMme nonoxeHus

3awmTa 3NeKTPoHHbIX AOKYMEHTOB OT MoauduKaumm, BHECEHUs N3MEHEHWA U OT yTpaTbl AsnsaeTcs
BaKHeWLel 3agadei xpaHuTensa uHdopmasmmn, 0653aHHOCTLIO KOTOPOro siBNsieTca obecneveHne Aonroepe-
MEHHOro AocTtyna K ayTeHTUYHbIM 1 NPUrogHbIM K MCMOMb30BaHUIO 3MEKTPOHHBIM AOKYMeHTam. B cBasn ¢
3TUM XpaHuTensM wuHdopmaumMm Ans UCnofHeHus cBoux obs3aTenbcTB crnegyeT MNPUMEHATb Mepbl,
onncaHHble B 6.2.2.3.

7.3.2 YnpaBneHue JoCTYNOM Npyu NOMOLLU NPOrpaMMHbIX CpeacTB

XpaHuTenu nHpopmaLnmn OMKHBI UCMOMb30BATL ONUCAHHBIE HUXKE aBTOMATU3UPOBaHHbIEe NpoLeayphl
ANsi KOHTPONA Hag onepauuaMn MogudUKaLUn UM YHUYTOXKEHUA 31eKTPOHHOU UHopMaLIK.

CeegeHusi 0 MOaNUKALMU/YHULTOXKEHUN KaKNX-IMBO SMEKTPOHHBIX AOKYMEHTOB, BKIlOYatoLiMe UMS
COTPYAHMKA Y NPUUMHY MOAUDUKALUN/YHNYTOXEHWS, OOMKHBI aBTOMaTUYECKN NPOTOKONMPOBaTbCA Npuknaa-
HOW NporpaMmmoi/nporpammHbIM obecrneveHnem.

B uensx npegoTepalleHNsi HeCaHKLMOHUPOBAHHOIO AOCTyNA K 3N1eKTPOHHBIM JOKYMEHTaM A0CTYM K HUM
OOMKEeH OCYLLECTBIIATLCA TOMbKO MOCPEACTBOM UCNOb30BaHUsl AOKYMEHTUPOBAHHOIO NporpaMMHoro obec-
neyYeHns/NporpamMmmHbIX MPUIOXKEHUIA, NpoLleaLWnX TWwaTteslbHoe TeCTUPOBaHUE U NMPOBEPKY.

Mo 3aBepLUEHWN KaXKAoW onepaunn Moandnkaumn/yHUITOXEHNSI BCA COOTBETCTBYHOLLASA KOHTPOSbHAas
nHcpopmaums (history and logging information) gormkHa coxpaHsaTbCA Ha 3allULWEeHHBIX OT BHECEHUs U3MeHe-
HUIA HOCUTENAX OAHOKPATHON 3amnncu.

7.3.3 YnpaBneHue ¢pu3M4yeckumM JOCTYNoMm

XpaHuTenu nHpopmaLlmnmn OMKHbI TPUMEHATL cneaytoLine Mepbl Ans KOHTPOns Hag duandyeckum Joc-
TYNOM K 3MEKTPOHHBIM JOKYMEHTHBLIM CUCTEMaM:

- [OCTyn B MoMeLleHne XpaHunuila JoSmKeH paspellaTbesl TofNIbKO aBTOpU30BaHHOMY nepcoHany;

- OOMKEeH BECTMCb XypHan npubbiTus/yBbITUS, B KOTOPOM OOMKHBI PEFMCTPUPOBATLCS AaTa, BpeMs U1
dhamnnna kaxxgoro nuua, BXOAsLLEero B oXpaHsieMoe rnoMelleHne XpaHunuiua;

- B Cry4ae U3bsTUSA aBTOPU3OBAHHBLIM NePCoHanom Hocutenen MHopmMaL M AormKeH 6biTb COCTaBNeH
OOKYMEHT, codepxalluni AaTy, BpeMs U KpaTKoe ornvcaHne npuynHbl N3bATUS;

- PYKOBOAUTESM, Ha KOTOPbIX BO3MOXKEHbLI KOHTPOMNbHLIE hYHKLNW, AOMKHBLI NEproaMYecKU NpoBepaTh
XypHanbl, Ans Toro 4tobbl y6eanTbesl B UCMIOMHEHUN NEPCOHaom ycTaHOBNEHHbIX TpebosaHuin. Camm Xyp-
Hanbl 4OMKHbI COXPaHATLCS B KAYeCTBe AoKasaTenbCTBa TOro, YTO opraHusaumsa cobniogaet TpebosaHus
CcOBCTBEHHBIX MOSNNTUK.

7.3.4 3awwuTa ot yTpathbl

XpaHuTenu nHpopmaummn oKHbI MPUMEHATL criegytoLne Mepbl AN 3alUUThl 3NEKTPOHHbIX AOKYMEeH-
TOB OT yTpaThl:

- XpaHunuuie nHcbopMaLmn JOMKHO pacrnonaraTbcsi B TakoM MecTe, rae yrposa npupogHbIX kaTtacTpod
(HanpuMep, HaBoAHEHWS, NoXapa, 3eMIeTPACEHUS U NageHUs MeTeopuTa) MUHUManbHa;

- XpaHunuie uHopmaummn AoMmKHO 6bITb 060pyaoBaHO cMCTEMaMU 0BHapyXXeHUsA U TYLIEHNA NoXapa;
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- [OJPKEH MMeTbCA NOoNHOMAacLUTaGHbIN NNaH BOCCTaHOBMNEHUA AeATeNbHOCTU Nocne KaTacTpody, BKIHO-
YaloLUMI KaTeropusaLmio 3NeKTPOHHBIX AOKYMEHTOB, YTOOLI Gbifia BO3MOXHOCTb yCTaHaBNUBaTb NPUOPUTETHI
Npu CnaceHun U BOCCTAHOBIIEHUU HOCUTenen HopmaLuu,

- XpaHuTenb UHOPMaLMKY, UCTIONb3YIOWNIA MarHUTHLIE HOCUTENU, AOIDKEH pacnonaraTb NoMeLleHus!
CBOUX XpaHUNWL, BOAnn OT HE3KPaHUPOBAHHBLIX MOLUHBLIX 3NEKTPOMOTOPOB (UCMONb3yeMblX, Hanpumep, B
cucTemMax KOHAMUMOHMPOBaHUS BO3[yXa), reHepatopoB, TpaHCHOPMaTOpPOB U BbICOKOBOSbTHBLIX NUHUIA
anekTponepeaau.

7.3.5 MNMonuTtuka obecneyeHnsa 6ezonacHocTU

XpaHutenu uHgopmaumm JomkHb paspaboTaTb AOKYMEHTUPOBaHHbIE NpoLeaypbl o6ecneveHns 6e3o-
MacHOCTM, B KOTOPbIX AOJPKHbI 6bITb ONMUCaHbI:

- Mepbl 6e30MacHOCTU, NPUMEHsIEMbIE NPU Nepeaave 3NeKTPOHHBIX AOKYMEHTOB XpaHUTento UHdop-
Mauuu;

- npoueaypbl ynpasneHust A0CTYNOM U NOpPSAOK KOHTPOMS BbINOMHEHMS 3TUX Npoueayp;

- MEeCTOMNONOXeHNe MoMelLeHUsl XpaHunuila, BblibpaHHoe Takum obpas3om, 4ToGbl MUHUMWU3UMPOBaTL
yrposy yTpatbl UHdopMaLum BCreacTsMe NpupodHbiX katactpod;

- MnaH Nno BOCCTAHOBIEHUIO AeATeNbHOCTU Nochne KaTtacTpod;

- 3agBneHue o cobniogeHun obLenpraHaHHbIX cTaHAapToB, KacalowWwmxcs nopsaaka obpaleHns ¢ Hocu-
TensaMu uHcpopmaumm;

- Mepbl MO CO3AaHUI0 BCNOMOraTeslbHOro (pe3epBHOro) XpaHunuwa Ana XpaHeHus pe3epBHbIX KOMUn
HocuTenen MHopMauun v Ans BLINOMHEHUA Npoueayp, CBA3aHHLIX C BOCCTaHOBMIEHUEM AeATENbHOCTU B
opraHusauun B criydae katactpod.

7.4 KOHTpONb U MOHUTOPUHT KNUMaTU4eCcKUX yCrnoBUn

«XpynKOCTb» 3MEKTPOHHBLIX HOcUTenen UHpopmauun cosaaeT pUck ANA UX YUTAEMOCTU U NPOAOIIKU-
TeNbLHOCTU cpoka cryk6bl. B cBA3M ¢ aTum XpaHuTenam uHgpopmaunn cnegyeT BHeAPUTb NPOrpamMmmy KOHTpO-
N5 N MOHUTOPUHIa KNMMaTUYeCKMX YCIIOBUIA, KOTopas A0SKHA BKMOYaTb crneaylolme Mepsbl:

- co3gaHue cpeabl XpaHeHUsl, B KOTOPOI TemnepaTtypa U OTHOCUTENbHas BNaXHOCTb NoAAepXuBatoTcs
B COOTBETCTBYHOLLEM AManasoHe, yCTaHOBNEHHOM ObLLEenpusHaHHBIMKM cTaHgapTamMn u/unu no pesynbTaram
aBTOPUTETHbLIX UCCINEAOBAHUIA;

- UCMNONb3oBaHne cucTeMbl hunbTpauMu Bo3ayxa, yaanswouwen us cpefbl XpaHeHNs YyacTuubl Nbinu u
rasoobpasHble 3arpsisHeHuns;

- 3anpeT Ha KypeHue 1 ynoTpebneHne nuM U HANUTKOB B 30HE XpaHEeHWs;

- peanusauusi NporpamMMbl, B pamKax KoTOpOM exerogHo NpoBoAUTCA NpoBepka Ha YNTaeMoCTb cTaTuc-
TUYECKON BbIGOPKKM 13 06LLIErO YACNA 3MEKTPOHHBIX AOKYMEHTOB C Liefbio BbIABNEHUS UMEIOLEN MeCTO Unn
BO3MOXHOI NoTepn nHcopmaLuu.
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MpwunoxeHne A
(cnpaBo4Hoe)

HauuoHanbHble NporpamMmbl obecne4yeHUsi COXpaHHOCTU INEKTPOHHbIX AOKYMEHTOB

M gpyrue ny6nukauuu

A1 O6wue nonoxeHns
MpuBeaeHHbIe B AaHHOM NPUIOXEHUU CBEAEHUSA AaHbl UCKTIOUUTENbHO Ars cnpaBkn. OHW He ABMAKOTCH NcHepnbl-

BaIOLLMMU, U NMONb30BaTENN CaMmn AOIKHbI Nogobparte noaxoasiume MM MeToanyeckue OOKYMeHTbI.

Pasgen A.2 BkniovaeT nsbpaHHble HauMoHanbHble NporpaMmMbl B o6nactn obecneveHunsi COXpaHHOCTU 3MeKTPOH-

HbIX OOKYMEHTOB, UMeoLWne oTHOWEeHne K JaHHOMY CTaHaapTy.
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(2]

(3]

(4]

(3]

(6]

(1]
(2]
(2]
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(4]

(3]
6]

(7]
(8]
(9]

(10]

(1]

Pasgen A.3 cogepxuT nyGnvkaumm no TemaTuke HacTosiLero ctaHgapTa, pasgen A.4 — crtangaptel UCO.

A.2 HauvoHanbHble NporpaMmMbl 06ecrneveHNs COXPaHHOCTU 3NEKTPOHHbIX AOKYMEHTOB

ABcTpanus: «3eneHas kHuraw, BbinyweHHas HauwowaneHeiMu ApxuBamu AscTpanuun, «Metop obecneqenus
COXpPaHHOCTU 3MEKTPOHHBIX AOKYyMeHTOB» (An Approach to the Preservation of Digital Records), 1999.
Monnangus: «TecToBbIV cTeHg no o6ecneveHnto coxpaHHocTh undposoi uHdopmaumu. Murpauus: KoHTEKCT u
Tekylwee coctosHue» (Digital Preservation Testbed. Migration: Context and Current Status), HaumonaneHbie
Apxuebl [onnangum, 2001.

®PpaHumsa: «ONeKTpOoHHbIe apxuBHble AOKYMeHTbl. [NpakTtuueckoe pykoBoacTBo» (Les archives électroniques.
Manuel pratique), Onpekunsa apxueos ®paHuum, 2002.

KOAP: «PykoBoACTBO NO yNpaeneHuio 3NeKTPOHHLIMM AOKYMEHTAMM B rOCYAapCTBEHHbIX opraHax» (Guide to the
Management of Electronic Records in Governmental Bodies), HaumonaneHbelie Apxusel KOxxHon Adpuku, 2-e nsaga-
Hue, lMpeTopus, 2000.

BenukobpnTanus: «PykoBOACTBO NO yNpPaeneHwto, SKCNepTu3e LEHHOCTU U COXPaHEHUIO SMEKTPOHHBIX JOKYMEH-
ToB», Tom ll, Mpoueaypsl, maea 5 «O6ecneveHne COXPaHHOCTU 3MNEKTPOHHBLIX AokymeHToB» (Guidelines for the
Management, Appraisal and Preservation of Electronic Records. Vol. ll, Procedures, Ch. 5 “Preserving Electronic
Records”), HaunoHanbHble Apxmebl Benukobputanuu, 1999.

CLA: Ceog cdheaeparnbHbIX HOPpMaTUBHBIX aKTOB, YacTh 36, rnasa XlI-B, pasgen 1234 «YnpasneHne 3neKTPOHHbIMU
aokymeHTammny» (36 Code of Federal Regulations, Chapter Xll, Subchapter B, Part 1234, “Electronic Records
Management”), HaumoHanbHble ApxuBbl CLLA.

A.3 Mybnukaumm no TemaTuKe HaACTOSLEro cTaHaapTa

AMBACHER, B. I. ed. Thirty Years of Electronic Records, Scarecrow Press, 2003

BEARMAN, D. Reality and chimeras in the preservation of electronic records, D-Lib Magazine, 5 (4), April 1999
DOLLAR, C.M. Authentic Electronic Records: Strategies for Long-Term Access, Cohasset Associates, 1999
DOLLAR, C.M. Selecting Storage Media for Long-Term Access to Digital Records, in The Information Management
Journal, Vol. 33 No. 3 (July 1999)

DURANTI, L., EASTWOOD, T. and MACNEIL H. Preservation of the Integrity of Electronic Records, Dordrecht:
Kluwer Academic Publishers Group, 2002

EVANS, J. and LINDBERG, L. Describing and analyzing the recordkeeping capabilities of metadata sets
HEDSTROM, M. Digital preservation: a time bomb for digital libraries, Computers and the Humanities, 31 (3), 1997,
pp. 189—202

HUNTER, G.S. Preserving Digital Information, A How-To-Do-It Manual, New York: Neal-Schuman Publishers, Inc.,
2000

LAVOIE, B.F. Technology Watch Report. The Open Archival Information System Reference Model: Introductory
Guide, nybnukauus goctynHa B 3MeKTpoHHOM Buge no agpecy http://www.dpconline.org/docs/lavoieOAIS.pdf
LEE, KYONG-HO, SLATTELRY, O.R., LU, XIA TANG and MCCRARY, V. The State of the Art and Practice in Digital
Preservation, Journal of Research of the National Institute of Standards and Technology, (Jan-Feb 2002)
ROTHENBERG, J. Avoiding Technological Quicksand: Finding a Viable Technical Foundation for Digital
Preservation: A Report to the Council on Library and Information Resources, Washington, DC: Council on Library and
Information Resources, January 1999

SPROULL, R.F. and EISENBERG, J., (eds), Building an Electronic Records Archive at the National Archives and
Records Administration: Recommendations for Initial Development, Washington, DC: Computer Science and
Telecommunications Board, National Academies of Science, 2003
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THIBODEAU, K. Overview of Technological Approaches to Digital Preservation in the Coming Years, in The State of
Digital Preservation: An International Perspective. Conference Proceedings. Washington, DC: Council on Library and
Information Resources, April 2002

VAN BOGART, J. 1996 Media Stability Studies, National Media Laboratory, 1996

A4 Ctanpaptei UCO

MCO 11799 «Undopmaums n gokymenTauma — TpeboeaHnA NO OpraHn3aunm XpaHeHNs apxXnBHbIX N BubnuoTey-
HbIX MaTtepuanos» (Information and documentation — Document storage requirements for archive and library
materials)

MCO 14721:2003 «CucTtembl nepegayun KOCMUHECKMX AaHHbIX U MHopmaunn — OTKPbITbIE apXMBHbIE MHpOpMa-
LMOHHbIE cncTembl — basoeas mogenb» (Space data and information transfer systems — Open archival information
system — Reference model)

MCO 15801:2004 «YnpaeneHue 3neKTPOHHbIMU rpadpuyeckumm obpasamm — NHbopmauus, coxpaHsieMmas 3nek-
TPOHHbIM o6pasom — PekomeHgauun no obecneqeHntio HagexHocTM W goctoBepHocTuy»  (Electronic
imaging — Information stored electronically — Recommendations for trustworthiness and reliability)

NCO/M3K 27002 «UndopmaunoHHble TexHonormm — Metoapl 6esonacHocT — PykOBOACTBO MO yNpaBneHuio
6esonacHocTblo uHbopmaummny (Information technology — Security techniques — Code of practice for information
security management)
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Mpunoxenve OA
(cnpaBo4Hoe)

CBefileHNA 0 COOTBETCTBUU CChITOYHLIX MeXAYHapOAHLIX CTAHAAPTOB U AOKYMEHTOB CChISTIOYHbIM
HauvoHanbHbIM cTaHaapTam Poccuickoin deaepauum

0O60o3Ha4YeHne CCbINOYHOro
MeXayHapoaHOro ctTaHaapTa,
DOKyMeHTa

CreneHb
COOTBETCTBUA

0O603Ha4YeHWe U HAUMEHOBaHWe COOTBETCTBYIOLLEro HAaUUMOHANBLHOTO CTaHaapTa

NCO 12651:1999

NCO 15489-1

IDT

FOCT P NCO 15489-1—2007 «Cwncrema ctaHgapToB Mo MHopmauum,
6UbNMOTEe4YHOMY W M3JaTeNbCKOMY Aeny. YNpasreHne OOKyMEeHTamu.
O6uwue TpeboBaHus»

NCO/TO 15489-2

NCO/TY 23081-1

IDT

FOCT P NCO 23081-1—2008 «Cucrema ctaHaapToB Mo MHopmMauum,
6ubnroTeuHoOMy M m3gartensckoMy geny. [poueccsl ynpaBrneHusi JoKy-
MeHTamu. MeTagaHHble A4nst 4oKymeHToB. YacTb 1. MpunHumnb»

* COOTBETCTBYIOLMIA HALMOHANbBHbIM cTaHaapT oTcyTeTBYeT. 1o ero yTBepxaeHUsl PEKOMEHAYeTCs Cnonb3o-
BaTb NepeBo/ Ha PYCCKUM A3bIK aHHOTo MexayHapoaHoro ctaHgapTa. Mepesog AaHHOro mexayHapoaHOro ctaHaapTa
HaxoauTcs B GeaeparnbHOM MHDOPMALMOHHOM (DOHAE TEXHUYECKMX PErNaMeHToB U CTaHJapTOB.

MpumMedaHune—B HacToswel Tabnvue UCNONb3OBAHO Cneayiolee ycnopHoe o603HaveHne CTenexHmn co-

OTBETCTBUA CTaHOAAPTOB:

IDT — naeHTUYHbBIN CTaHaapPT.
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YOK 651.9:004:006.3 OKC 37.080:25.040.40

KntoueBsble crioBa: ynpasneHue D,OKyMeHTaLI,I/IeIZ, I/IHdJOpMaLlI/IFI B 3NMEeKTPOHHOM BUAe, XpaHeHne |/|Hd30p|v|au,|/1|/|,
COXPaHHOCTb MHPOPMaLIMN, COXPAHHOCTb 3MEKTPOHHbIX AOOKYMEHTOB, AO0/TroBpeMeHHad COXPaHHOCTb 3J1eK-
TPOHHbIX JOKYMEHTOB
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www.gostinfo.ru info@gostinfo.ru
Ha6paro Bo ®ryrn « CTAHOAPTUH®OPM» Ha M3BM.
OTtnevartaHo B punuane ®rymn « CTAHOAPTUH®OPM» — tun. «Mockosckuin nevatHuky, 105062 Mocksa, MNsinuH nep., 6.
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