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BBeaenmne

Hacrosmne pekOMEHIALMHM HAMpaBieHbl Ha PEATM3AIHI0  TOJIOKEHHH
I'pagoctpoutensHoro Komekca Poccuiickoil deaepaunun, OenepaabHOro 3aKkoHa OT
1 nekabps 2007 roma Ne 315-03 «O caMoperyaMpyeMBIX OPraHH3aIUsiX»,
OenepansaOro 3akona ot 6 ampens 2011 roxa Ne 63-D3 «O6 3meKTPOHHON MOIIHCHY,
OenepansHOro 3akoHa OT 22 okTa0ps 2004 roma Ne 12-03 «OO6 apxuBHOM 1ene B
Poccmiickoit ®@enepauum», PenepanbHbii 3akoH ot 27.07.2006 Nel52-®3 «O
MEPCOHANBHBIX [aHHBIX» M MHBIX 3aKOHOJATEAbHBIX M HOPMATHBHBIX AaKTOB,
IOeHCTBYIOIMX B OOJaCTH XpaHCHUS JOKYMEHTOB CaMOPETYIHMPYEeMOH OpraHH3aIHH.
Pa3paGoTKy BHYTPEHHHX JOKYMEHTOB CaMOPETyJIHPYEMBIX OpPraHU3alMil MpeuIaraeTcs
IPOBOAUTH C YUETOM HACTOALIMX PEKOMEHIAIMH, HCIONb3Ys KaK MPSAMYIO CCBUIKY Ha
TOKYMEHT, TaK U €r0 OTAeIbHBIC TTONOKEeHHS.

Pexomennaumu paspabGoransl paboueit rpymmnoit Komurera mo periameHtry M
CcaMOperyIupoBaHui0o W KomuTera 1O pa3BUTHIO CTPOMTENHGHOHW OTPacid |

KOHTpaKTHOH crucreMe Acconuarmu « HanmmoHansHOE 00BEIHHCHUE CTPOUTENEI.
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PEKOMEHJIAITMA HAITMOHAJIGHOTO OFbEJUHEHWS CTPOUTEJIEI

PexoMenaanuy o CTaHIAPTH3AIMA
XpaneHnue JieJ1 WICHOB CaMOPeryJHpyeMoii opranu3anuu B (popMe IEKTPOHHOTO
JOKYMeHTa (IaKeTa 3JIeKTPOHHBIX JOKYMEHTOB), IOAMHCAHHOIO
caMoperyJanpyemMoi opranu3anueii ¢ HCI0Jb30BaHAEM YCHIICHHOH

KBAJH(pHIUPOBaHHON 3/1eKTPOHHOH HOANHACH

1 Ob6aacTh NnpHMEHEHHS

1.1 HacTosmue peKoOMEHAANMA pPaclpOCTPAHAIOTCS Ha CaMOpETYIHpYEMEIC
OpraHM3alli¥, OCHOBAaHHBIE HAa WICHCTBE JHMI, OCYIIECTBJSIOIIMX CTPOUTENLCTBO,
PEKOHCTPYKIIHIO, KaITATAIBHEI PEMOHT, CHOC 00BEKTOB KalIHTAIBHOTO CTPONTEIHCTRA.

1.2 PexomeHammmn Pa3BACHSIOT NpaBuwia XPaHCHUS Jaen 49JICHOB
CaMOperyiIupyeMod opraHuzanuu B (opMe DSIEKTPOHHOTO JOKyMeHTa (Takera
SJICKTPOHHBIX JOKYMEHTOB), IIOAIHCAHHOIO CaMOpEryJIHpyeMOM oOpraHu3auueii c
HCIIOJIb30BaHNEM YCHIICHHOH KBATH(HUITMPOBAHHON NEKTPOHHON IOMIIHCH, Ipe/ICTaBIC-
HHs JOKYMEHTOB, HHOOpPMAIMH IO 3alpocy I, HMEIOIUX IPaBO HAa HAIpPAaBICHHC
3aIPOCOB B IOPSIKE, YCTAHOBICHHOM JEHCTBYIOIMM 3aKOHOAATENbCTBOM Poccuiickoi

Denepanuu.
2 HopMaTHBHBIE CCBIIIKH

B HacTOAIMX peKOMEHIAIMAX HCIIONb30BAHEI CChIIKY Ha CIIEAYFOIINE CTAHIAPTEL:
T'OCT P 7.0.8-2013. Hanmonansnsiii crangapt Poccuiickoit @eneparuu. CucreMa
CTaHZapToOB 1o uHpOpManuy, OHONHOTEYHOMY U  H3JATENBCKOMY  Jeiy.

Jlenonpou3BOACTBO U apXHBHOE eN0. TepMHUHBI H ONPEACICHHUS.

HN3ganne opunmaabHOE
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T'OCT P 54989-2012 (ISO/TR 18492:2005). HamoHanbHBI cranmapt Poccrtickoit
Oenepaunn. ObecrieueHne T0OATOBPEMEHHON COXPAHHOCTH IEKTPOHHBIX JOKYMEHTOB.

TOCT P 54471-2011/ISO/TR 15801:2009. HarmonansHei cranmapt Poccutickoit
Denepaunu. Cucrembl 3JIEKTPOHHOTO IOKYMEHTO000pOTA. VYnpapnenue
JIOKYMEHTaITHEH.

HNudopmamus, coxpaHseMmas B OISKTPOHHOM Bupe. PekomeHmamumm 1o

00ECIeYCHNIO TOCTOBEPHOCTH M HaZEeXKHOCTH"

3 TepMunbI B ONIpeaeeHNs

B HacTOAmMX pPeKOMEHIAIUSAX IPUMEHEHBI ClIEAYIOmME TEPMHHBI €
COOTBETCTBYIOIIVMH OIPEIEICHUAMU:

3.1 apxuBHBIl ¢alia: 5T0 cHenUanbHBIM 00pa3oM OpPraHM30BaHHBIA (haii,
coAepKaIiii B ce6e OAMH WIH HECKOIbKO (DaiioB B CXKATOM WM HECXKATOM BHIE H
cryxeOHylo uH(MOpManuio o0 WMeHax ¢ailloB, HaTe M BpPeMEHH MX CO3JaHHA MIH
MoORu(UKAIWK, pa3Mepax W T. A., MPEAHA3HAUCHHBIH I/ XpPaHEHHs SNIEKTPOHHBIX
IOKYMEHTOB (IAKeTa SICKTPOHHBIX JOKYMEHTOB), IIPENOCTAaBIEHHBIX YIIEHAMH
CaMOpEryJIMpyeMOi OpraHu3aluH.

3.2 ayTEHTHIHOCTH JeKTPOHHBIX OKYMEHTOB: — IIpH3HaK HaJeKHOCTH
uH(opMaLmH, KOTOpasi He ObUTa HCKKECHA, H3MECHEHA MM KakK-THO0O MHAYe MCIOpIeHA
C TEUCHHEM BPEMEHH.

3.3 6esomacHocTh WHQOPMAIMH  (D1€KMPOHHO20 apxuea):  3alHIIEHHOCTH
uHpOpMaIMH, cofepiKamieiicss B MCKTPOHHOM apxXHBE) OT €€ IepexBaTa, yTeuKH MO
TEXHHYECKMM M HWHBIM KaHajlaM, MOAHGHUKALUNH, ONOKHPOBAHHA, YHHUITOKEHUS,
HECAHKIIMOHHPOBAHHOIO JOCTYNa K Hei, a TakXke 3alUIIEHHOCTh TEXHHYECKHX H
MPOTPaMMHBIX CPEJCTB cOopa, 00pabOTKH, HAKOIUICHHS, XPAHEHHS, TIOUCKA U Mepeadn
uHbopMarK, HHOOPMALMOHHBIX U TEICKOMMYHHKAIIHOHHBIX CHCTEM OT HapyIeHHs

ux Q)YHKHPIOHI/IpOBaHI/Iﬂ WIIK OT BBIBOJZIA UX U3 CTPOA.
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3.4 AHAEKCUpPOBAHME: TPOLECC TIPOCTABICHHS YCIOBHBIX OO0O3HAUYeHHH U
COCTABIIEHHS yKa3aTenel, CIyXalux /s YIPOILeHHs 10CTyna K TOKyMeHTaM U (MIIH)
nHbopManuy.

35

KOHBEPTHpOBaHHAe (3JeKTPOHHBIX TOKYMEHTOB), KOHBepTaIus (3J1eKTPOHHbBIX
nokymeHToB): IIpolecc mepeMeIeHus YIeKTPOHHBIX JOKYMEHTOB C OZHOTO HOCHTEI
Ha IPYyroi UM u3 OZHOTO (hopmara B IPYTOH.

[[OCT P 7.0.8-2013, mynkr 80]

36

MeTaJaHHble: [laHHble, OIMCHIBAIOIIME KOHTEKCT, COLEPKaHHE, CIPYKTYPY
JIOKyMEHTOB, 0OCCITCHHBAIOLIME YIPABICHNE TOKyMEHTaMHA B HHPOPMAITMOHHOM CHCTEME.

[TOCT P 7.0.8-2013, mynkr 3.2.2]

37

HOCUTeNb HH(popMammu: MarepHanbHbIH 00BEKT, NpeNHA3HAUCHHBIM 1A
3aKpeIUieHus, XpaHeHus (M  BOCMPOM3BEACHUS) PpEUYCBOH, 3BYKOBOH WM
n306pa3uTensHON HHGOPMALUH

[COCT P 7.0.8-2013, mynkr 3.1.9]

3.8 makeT >JIEKTPOHHBIX JIOKYMeHTOB: Heckonbko CBS3aHHBIX MEXKIy COOOH
SNMEKTPOHHBIX JOKYMCHTOB. IIpM TOANMHMCAaHWHM SIICKTPOHHOH TOANMCHI0 MaKeTa
ANEKTPOHHBIX TOKYMEHTOB KaXKIBIH W3 DIICKTPOHHBIX AOKYMEHTOB, BXOIAIIMX B ITOT
MAKeT, CYUTACTCS TMOANHMCAHHBIM OIICKTPOHHOH IOJIUCEI0 TOTO BHIA, KOTOPOH
MOAIHCAH TTaKeT JIEKTPOHHBIX 1O0KYMEHTOB [1]

Ilpumeuanune — IlporpaMmHOe OOecneHEHHE SIEKTPOHHOTO apXHBa CaMOPCIYIMPYeMOH
OpraHu3allii MOXET OBITE CAMOCTOSTENBHEIM HITH HWHTCTPHPOBAHHBIM B CHCTCMY I[OKyMeHTOOGOpOTa
CaMOperyIHpyeMOH Opralu3amiH.

3.9 cnyxba mramMnoB BpemeHnn (Time Stamping Authority — 1S4): moBepeHHBIH
CyOBeKT HH(OPMATMOHHON CHCTEMBI, 00IaJalONIMi TOYHBIM U HaJC)KHBIM UCTOUHUKOM

BPEMEHH H OKa3BIBAOIIHIT YCIYTH IO CO3AAHHUIO IITAMIIOB BPEMEHH.
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3.10 ycunenHasi xBannGuIUPOBaHHAA 3JICKTPOHHAS MOANMCH: DICKTPOHHAS
MOJMUCH, KOTOpass MOMydYeHa B pPEe3yNbTaTe KPHINTOTrpatuIecKoro Npeodpa3oBaHMs
WHOOpPMALMKM C HCIOIB30BAHHEM KIIOYa DJIEKTPOHHOH MOAMHMCH; MO3BOJISIET
OIPE/ICITUTh JIMIO, TOATHMCABIIEe 3IEKTPOHHBINH IOKYMEHT, IO3BOISIET OOHApYXHUTh
¢akT BHECEHHMS H3MEHEHHH B OJIEKTPOHHBIH [JOKyMEHT IOCIE€ MOMCHTa €ro
MOJIMMUCAHHUS, CO3IAeTCS € HMCHONB30BAHUEM CPEICTB 3JIEKTPOHHOH IOANHCH; KITIOY
MPOBEPKH JNICKTPOHHOH MOAMHCH yKa3aH B KBATH()HUIHPOBAHHOM CepTH(HKATE; JUIs
CO3IaHHs M MPOBEPKH IIEKTPOHHOH IONNMCH HCIOIB3YIOTCS CPEICTBA ICKTPOHHOM
MOAMUCH, UMCIOIIHE MOATBEPIKACHAE COOTBETCTBHS TPEOOBAHHAM, YCTAaHOBIICHHBIM B
coorBeTcTBUM ¢ DenepanbHbIM 3akoHOM «OO0 snekTpoHHON moamucu» [1], a Takxke
IITaMI BPEMEHH.

3.11 dona moab30BaHMs JIEKTPOHHOTO apXuBa: COBOKYNMHOCTh Ppab0vMX KOMH#t
SIEKTPOHHBIX JOKYMEHTOB, BLITTOJHEHHBIX HAa Pa3MTHYHBIX MAaTEPHANBHBIX HOCHTEIAX H
IpeIHa3HAYCHHBIX [UIA MCHOIB30BAHNS B IEMSX 00ECTIEUeHUs] COXPAHHOCTH OCHOBHOTO
9K3EMILIAPA IEKTPOHHEIX JOKYMEHTOB.

3.12 mTaMn BpeMeHM: OIEKTPOHHBI JOKYMEHT, MOANHUCAHHBIA 3ICKTPOHHON
MOANUCHI0, KOTOPBIM CITY’0a MTaMIOB BPEMEHH YIOCTOBEPSIET, YTO B YKA3aHHBIH MOMEHT
BpeMeHH eif ObLIO TPEeJOCTAaBICHO 3HA4UCHHE XAM-(QYHKUHM OT JPYTOro JOKYMEHTa,
aHAIOT [aThl Ha MOIHCHIBACMOM MOKyMEHTE, ITOATBEP)KIAfOIIMH, 9TO CepTH(HHKAT
AMEKTPOHHON MOMIUCH OBLT NeHCTBUTENCH HA MOMEHT MOMIHCAHHS JOKYMCHTA.

3.13 3/1eKTPOHHBIH apxXuB camMoperyaupyeMoii opranmsaunuu: IIporpamMmHO-
ammapaTHeIH  KOMIUIEKC,  OOeCIIeUMBAIONMII  CTPYKTYPHPOBAaHHOE  XpaHCHHE
ANEKTPOHHBIX TOKYMEHTOB, COCTaBIMIOMHX Jlefa WICHOB CaMOPETYIHPYeMOH
OpraHu3alyH, B JIEKTPOHHOM BHUIE.

3.14 >1eKTPOHHBIIH JOKYMEHT: JloKkyMeHTUpOBaHHAS HH(bOpMaLwms,
IIPeNCTaBIICHHAS B 3JIEKTPOHHOU (opMe, TO €CTh B BHIE, MIPUTOIHOM IS BOCIPUSATHS
9EIOBEKOM C HCIIOIB30BAHHEM DICKTPOHHBIX BBIMHCIUTENBHBIX MAIIWH, a TaKKe Uil

mepenavyn Mo MHPOPMAHOHHO-TEIEKOMMYHHKALMOHHBIM CeTsIM HWIH 00paboTKu B
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HHQOPMAMOHHBIX CHCTEMaX, IIONNHCAHHAS KBATH(HUIMPOBAHHOW DIEKTPOHHOM
MOIMHACHI0 UM JOKYMEHT, CO3NaHHBIA B DIEKTPOHHOH (popMe Oe3 MmpeABapUTEeIbHOTO
IOKYMEHTHPOBaHHUS Ha GYMa)XHOM HOCHTEIS, TIOANMMCAHHBIN S7IEKTPOHHOMN MOIIUCHIO B
COOTBETCTBHUH C 3aKOHOZAaTeabCcTBOM Poccuiickoit denepauuu.

3.15 aeKTpoHHBIN 00pa3 JoKyMeHTa (3JIEKTPOHHAsi KomnHsl JOKYMEHTa,
H3roTOBJIEHHOT0 Ha GyMa:KHOM HocHTese): IlepeBeneHHas B DIEKTPOHAYIO HOPMY €
MOMOLIBIO CPEICTB CKAHWPOBAHUS KOMHUS AOKYMEHTA, M3TOTOBIEHHOTO Ha OyMa)KHOM

HOCHTeIE, 3aBEPEHHAs YCHICHHOM KBATH(UIUPOBAHHOMN IIEKTPOHHOMN MOATHCEHIO.

4 CocTaB fena 4jieHA caMOperyJupyeMoii opranu3auun

4.1 CamoperymupyeMas OpraHU3alis B OTHOLICHUH KaXJOTO JIHIA, IPHHITOTO B
9ICHBl CAMOPETyIHPYeMON OpTaHW3alliM, BEACT MACN0 WICHA CaMOPETYIHPYeMOH
OpTaHU3AIIH, COCTABIAIONIEE YICKTPOHHBIN apxXuB. B cocTaB Takoro nema BXOMAT:

4.1.1 DOKyMEHTHI, NPEACTAaBICHHBIE U1 MpHEMa B YICHBI CaMOPETYIHPYEeMOH
OpTaHU3AINH, B TOM YHCIE O CIENHATNCTaX HHANBUAYAIBHOrO MpePUHUMATEN HIH
FOPUANYECKOTO JTHITA:

4.1.2 3asBiCHUE O TIPUEME,

4.1.3 xomus JOKYMEHTa, MOATBEPKAAIONMIETO (DaKT BHECCHHUS B COOTBETCTBYIOLMH
TOCYIapCTBEHHBIH PEECTp 3alMCH O TOCYIAPCTBEHHON perucrpanid HHIHBHAYAIEHOTO
IPeATPUHUMATENS WX IOPHANIECKOTO JTHIA, KOMWH YUPETUTEIBHEIX JOKYMEHTOB (JUIs
IOPUANYECKOTO JIMIA), HaIUIeKAINUM 00pa3oM 3aBEPEHHBIH MEPeBO HA PYCCKUH S3BIK
TOKYMEHTOB O FOCYIapCTBEHHOM PETHCTPALMH IOPHAWYCCKOTO THIA B COOTBETCTBHH C
3aKOHONATENBECTBOM  COOTBETCTBYIOIIETO  rocygapctea (i HMHOCTPAHHOTO
OPHINYECKOTO JIUIIA);

4.1.4 DOKyMeHTHI, TIOATBEPKAAFOIINE COOTBETCTBHE HMHIHBUIYaTBHOTO
NpEeAIpUHUMATENS WM IOPUAMIECKOTO JHIA TPeOOBAaHUAM, YCTAHOBIEHHBIM

CaMOpPEryIUpyeMOl OpraHi3aIueil K CBOUM WiICHaM,
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4.1.5 DOKyMEHTH,  HOATBEPXKIAIOLIME  HANWYHE Y  HHAUBHAYAISHOTO
MPENNPHHAMATENS WIH IOPHAHYECKOro JIMNA CICLHAIHCTOB, CBEICHHS O KOTOPBIX
BHeceHbI B HaIMoHAIBHEIH peecTp CenuanucToB B 00IACTH CTPOUTENBCTBR,

4.1.6 1OKyMEHTBI, TOATBEPKIAONINE HATHYHE Y CHEHHATHCTOB, CBEACHHA O
KOTOPBIX BHECEHBI B HallMOHANBHBIH peecTp CHCNUANNCTOB B OONACTH CTPOHTEIHCTBA
JOIDKHOCTHBIX OOS3aHHOCTEH, MHPENyCMOTPEHHBIX [ PagoCTPOUTENBHBIM KOACKCOM
Poccuiickoit Genepanuu;

4.1.7 noxymentsl 00 ymiaTe B3HOCAZ (B3HOCOB) B KOMICHCAIMOHHBIA (DOHI
(xoMreHCaMoHHBIe (DOHJIBI) CAMOPETYITHPYEMO OpraHH3aIUH;

4.1.8 1oKyMEHTBI, IpeACTaBICHHbIE IJI1 BHECCHHUS U3MEHECHHH B PEECTp WICHOB
CaMOoperyJIMpyeMoi OpraHu3aliy, T0OPOBOIBHOTO BBIXOZIA WICHA CAMOPETYIHPYEeMOH
OpraHU3aLUH U3 CAMOPETryTHPYEMOI OpraHU3aLiMT;

4.1.9 noKyMEHTBL O  pe3yjibTaTaXx  OCYHNICCTBICHHS  CaMOPErYIHpYyeMOH
OpraHu3aledl KOHTPONs 32 IeATENbHOCTHIO WISHA TAKOH OpraHu3aIuH;

4.1.10 noxyMeHTBI ©0 MepaXx IUCHUILIMHAPHOTO BO3LEHCTBHA, TNPHHATHIX
CaMOPETyYIMPYEMOH OpraHu3aeii B OTHOLICHHH WIEHA TaKOH OpraHu3aluy;

4.1.1]1 yHble NOKYMEHTH B COOTBETCTBHH C peIlIEHHEM CaMOPETYIHpyeMoi
opranuzamuu [4].

4.1.12 B orHowmienuu wieHoB, npuHaThiX 10 01.07.2017 r., B cocrar aena uieHa
CaMOPETYIUPYEMOI OPraHU3aIM TAKKE BXOIIT:

4.1.12.1 noxyMeHTSI, TIpeACTaBICHHbBIE IS BBINAYH CBHAECTENBCTBA O IOIYCKE K
paboTaM, KOTOpPBIE OKa3bIBAIOT BAMAHHE Ha 0E30MaCHOCTh OOBEKTOB KAIIHTAIBHOTO
CTPOMTEIHCTBRA;

4.1.12.2 1OKyMEHTSI, MPEICTABICHHBIE Tl BHCCCHHS] H3MECHCHHH B CBHIETENBECTBO
0 IOITyCKe K ONPEeaeICHHOMY BHY WIH BHAAM padoT, KOTOPbIC OKA3bIBAIOT BIHAHHE Ha
6e30macHOCTh  OOBCKTOB  KANMUTAIBHOTO CTPOUTENIBCTBA, JUII TPHOCTAHOBIICHHS,

BO300HOBIICHHSL, MPEKPAILCHHS ACHCTBUA TaHHOTO CBHCTEIbCTRA.
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4.2 VcTIONHUTENBHBIM OPraHOM CaMOPETYIHPYEMOH OPraHH3aIlMH OTPENeNsIIOTCS
CTPYKTYpHBIE MOApa3AeNeHHs CaMOPETYIHPYeMOl OpraHH3alluH, YIOJTHOMOYEHHBIE Ha
co3nanue (aiinoB, mepemady MOKYMEHTOB B OJIEKTPOHHBIH apXwB, (OpMHpOBaHHE
ANMEKTPOHHOTO apXHBa, paboTy C IOKyMEHTAMH 3JIEKTPOHHOrO apXHBa, B TOM YHCIE
(hopmupoBaHHe U 3aBepeHHE OYMaKHOH KOIHMM 3IEKTPOHHOTO IOKYMEHTa, 00ecTieueH s
JOCTOBEPHOCTH HJIEKTPOHHBIX JOKYMEHTOB, Pa3MEILEHHBIX H BBOIMMBIX B IEKTPOHHBIM
apxuB, obecneueHrne paboThl, a TAKKe OE30IMACHOCTH MIEKTPOHHOTO apXHBA.

4.3 Benenne nesi B ONCKTPOHHOM BHMIAC H OIMKMCH OSJIEKTPOHHBIX TOKYMEHTOB,
BXOIAIIMX B J€NO0 'WIeHa CaMOPEryJIMpyeMOH OpraHH3alHH PEeKOMEHIYETCs

OCYILECTBILITH C HCIMOJIb30BAHHEM MPOrPAMMHOTO 00ECIICUEHHS.

SIlpuem wu  o0paGoTka  JAOKYMEHTOB, NOCTYIHBIIHX B
CaMOperyJiupyeMyl0 OPraHu3anui0 Ha OYMasKHOM Hocurtesae u (Wimn) B

(])opMe JJIEKTPOHHOT0 JOKYMEHTA (naKeTa 3JIEKTPOHHBIX ZlOKyMeHTOB)

5.1 Ilopsiaok MepeBoda JOKYMEHTOB, W3TrOTOBIEHHBIX Ha OyMaKHOM
HOCHUTelle, B 31eKTPOHHbIE JOKYMEHTHI

5.1.1 OnexTpoHHBIH 00pa3 MOKyMEHTa CO37[acTcd C IIOMOIIBIO  CPEICTB
CKaHUPOBAHUS.

5.1.2 CxanupoBaHHE TOKYMCHTa Ha OyMa)KHOM HOCHTEINE JOKHO ITPOU3BOIAHUTHCS
B macurrabe 1:1 B gepHo-Oeom G0 B rpagarisx ceporo IBeTa.

5.1.3 TIpu ckaHMPOBAaHWH PEKOMEHIyeTCs O0eCHedMBATH pa3pelleHre He MeHee
200 Towek Ha AWM, HO HE TIPEBBHINIATh pa3Mep, YCTAHOBICHHBIH 5.2.2, a Takke
COXpaHEeHHe BCEX PEKBU3UTOB M ayTCHTHYHBIX IIPU3HAKOB MOMNMHHOCTH, B TOM HHCIIE
rpadudecKol OANKCH JINA, IeYaTH U YIJIOBOTO IUTaMIa OJIaHKa, OPY €ro HaTHIHH.

5.1.4 OTBEeTCTBEHHBIM HCIIOTHUTENEM, Ha3HAUSHHBIM HCIIOJHUTEIBHBIM OPTaHOM
CaMOpETyIHpyeMOH OpraHH3aliy, B IPOTPAMMHOM 00CCIEICHUHN CO3/1aeTCs apXUBHBII

(aiin ToKyMeHTa C 3aloJHEeHHeM HEOOXOANMON HH(POPMALHH.
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5.1.5B pa3men apxuBHbIA (aiin NOKyMEHTa B NPOTPaMMHOM OO€CTIeYeHUH
OTBETCTBEHHBIH  HCIOJIHMUTENb  3arpy’KaeT dNIEKTPOHHBIH  006pa3  JIOKyMeHTa,
NPEABAPUTENIFHO CBEPSIsSl €0 C OPUTHHAIOM U (WJIH )HAAJIeXKAILE 3aBEPEHHON KOIHEH.

5.1.6 [Ipu ycTaHOBIEHHUM MIECHTHYHOCTH 3IEKTPOHHOro o0pa3a JOKyMEHTa C
OpPHUTHMHATIOM/HAJJIeKAIlEe 3aBEPEHHONH OTBETCTBEHHBIH HCIIOJHHUTEINH MOAMUCHIBACT €T0
DJIEKTPOHHOW KBaJH(HLMPOBAHHOW MOAMUCHI0 B COOTBETCTBHM ¢ 5.3.8 Hacrosmmx
PEKOMEHALHH.

[Tpumeyanune — Camoperymapyemas OpraHH3alMsd BIIPAaBS CBHICTCIBCTBOBATH BEPHOCTH
KOIIMH JOKYMEHTOB, MPEJOCTABICHHBIX €¢ WICHAMH Ha OCHOBaHWMHM HOPMBI, 3aKpCIUICHHOH B YKaze
Ipesuanyma BC CCCP or 04.08.1983 Ne 9779-X, KOTOpOil YCTAaHOBICHO, 9TO TPCANPHSTHS,
YUPSKACHHS H OpPraHM3amUM O00A3aHBl CBHACTENBCTBOBATH BEPHOCTh KOIMMH JIOKYMCHTOB,
HEOOXOIHMBIX IUIA MPEACTABICHUS TPAKIAHAMH B OTH HPSANPHUNTHS, YIPCHKIACHHS, OPraHH3ALMH,
€CJIM  3aKOHOZATCIILCTBOM HC IPCAYCMOTPECHO IMPCACTABICHHE KOIMM  TaKMX JAOKYMCHTOB,

3aCBHACTCIBCTBOBAHHBIX B HOTAPHAJIBHOM MOPAAKE.

5.1.7 Beox momydeHHBIX HMIH CGHOPMHUPOBAHHBIX JIIEKTPOHHBIX  00pa3oB
JTIOKyMEHTOB H 3JIEKTPOHHBIX JOKYMEHTOB B SJICKTPOHHBIH aPXUB JIODKHO BBIOTHATHCS
OTBETCTBEHHBIMH UCIIOTHUTEIAMU B KPATYAWIITUH CPOK.

5.1.8 OTBeTCTBEHHbIE MCIOIHUTENW TpU paboTe ¢ INIEKTPOHHBIM APXHBOM
00s13aHbI coOMo0aaTh TPeOOBaHMUS 3aKOHOAATENLCTBA Poccuiickoit denepaiyu o 3amuTe
MIEPCOHATBHBIX TaHHBIX.

5.2 ®opmarsl  ¢dailiioB, JJIeKTPOHHble  HOCHTEJH, TpeGoBaHMA K
(pYHKIIHOHA/IBHBIM XapaKTepPHUCTHKAM 3J1eKTPOHHOI0 apXHBa

5.2.1 ®aiin 3meKTPOHHOrO 00pa3a IOKyMEHTa IODKEH OBITh B (hopMaTe apXUBHOTO
xpanenus PDF/A-1.

ITpumeganue — Pekomenayercss co3gaBaTh OJNCKTPOHHBIE 00pa3 HDOKYMEHTa C

BO3MOXHOCTBIO KOITMPOBAaHK TCKCTA.
5.2.2 Pazmep (aiina IeKTpOHHOTO 00pa3a He JOKeH mpeBsimarh 30 MerabaiT.
5.2.3 DnexTpoHHEIM 00pa3 JOKYMEHTA JODKEH COIEPXKaTh B ce0e BCE PEKBU3UTHI
Y ayTCHTHYHbIE IPU3HAKY [IOUIMHHOCTY: rpaduuecKast MOAIMNUCH JIULA, 1€4aTh, YTJIOBOH

mrrami OaHka (IPH HATUYHH ).
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5.2.4 Kaxnpiif oTOenbHBIH DISKTPOHHBIH 00pa3 AOKyMEHTa MOKEH ObiTh
MPEACTaBICH B BHAE OTASAbHOro (haiira ¢ HaHMEHOBAaHHEM, MO3BOJISAIOIMM
HICHTH(HUIUPOBAT MEKTPOHHEIH 00pa3 JOKyMEHTa H KOHYECTBO JINCTOB B HEM.

5.2.5 ®yHKUMOHANBHBIE XapaKTEPUCTHKH 3IEKTPOHHOIO apXHBa B MPOTPAMMHOM
ofecredeHHH NO/DKHBI IPeOCTABISTh MONB30BATENSIM CIIEIYIOIIE BO3MOXKHOCTH:

5.2.5.1 mpOTOKONMUPOBaHHE B  MPOrPaMMHOM  OOECTICUCHHH  OMEPaHi
TMOB30BaTeNeH ¢ TaHHBIMH,

5.2.5.2 MOUCK TOKYMEHTOB MO Pa3M4YHBIM PEKBH3UTAM U 3HAUCHUSM;

5.2.5.3 ycTaHOBKa KOHTPOJILHBIX CPOKOB Ha IOKYMEHTSI,

5.2.5.4 OTKpBITHE MEKTPOHHBIX 00PA30B JOKYMEHTOB CTAHIAPTHBIMH CPEICTBAMH;

5.2.5.5 BeIBOZ Ha GYMaKHBIH HOCUTEN,

5.2.5.6 hopMupOBaHHE CTATHCTHYCCKOH, M OPYrod OTYETHOCTH O COCTOSHHH
3IEKTPOHHOTO apXUBa,

5.2.5.7 pasrpanudeHue Npas AOCTYINA K JOKyMEHTaM DIIEKTPOHHOTO apXUBa;

5.2.5.8 HEBO3MOXKHOCTh YHAJEeHHUs DaHee 3arpyKeHHBIX 3MEeKTPOHHBIX 00pa3oB
JIOKYMEHTOB;

5.2.5.9 HEeBO3MOXKHOCTE YIAICHUS U 3aMEHBl DICKTPOHHOM MOIIMCH B DaHeEe
3arpyKeHHbIX IEKTPOHHBIX 00pa3ax TOKYMEHTOB;

5.2.6 ®aiitbl W maHHBIE, COIAEpKANIMECS B DISKTPOHHOM NOKyMEHTe (TakeTe
SICKTPOHHBIX TOKYMEHTOB) HE MOIKHEI OBITH 3aILUIIEHB OT KOMMPOBAaHMS U I€YaTH
3NEKTPOHHOro 00pas3a, He HOIDKHBI COAEp)KaTh WHTEPAKTHBHBIC M MYNETHMEIUHHBIE
SIICMCHTHI, BHEAPEHHBIE CIEHapHU Ha s3bike JavaScript mmm JmoObIX APYTHX S3BIKAX
NpOrpaMMHUPOBAHMUS.

5.3 IlpeaocTaBieHNe JOKYMEHTOB "WIEHAMH CaMOpery.IHpyeMoii oprann3anua
B 3JIeKTPOHHOM BHJIe

5.3.1 UneHsl caMOperyaHpyeMOH OpraHM3allMd IpU HAIMYHH DICKTPOHHOIO
JOKYMEHTOO0O0POTa ¢ CAMOPETYTHPYEMOI OpraHu3anueiil MoryT NOJaBaTh NOKYMEHTHI B

QJICKTPOHHOM BUAC.
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IIpumevanue — C uenpl0 CO3MaHMA YCIOBUH JUISI BHEAPEHUS CHCTEMEI S3JIEKTPOHHOTO
IOKYMEHTO000pOTa caMOperyiupyeMas OpraHu3allsi MOXKET IPHHATH B COOTBEICTBHHM C
KOMITCTCHIIMEH, IpeaycMoTpeHHoi cratheit 55.10 I'papoctpomrtensHOro konekca Poccuiickor
Qenmepanuy, akT, yCTaHABIMBAIOIINK 3ISKTPOHHBIH JOKYMEHTOOOOPOT MEXIY CaMOpPEryJIHpyeMOH
OpraHu3alleii W e¢ WICHaMH, B TOM YHCJIE O0O0S3aTeIbHOe HCIIONBb30BAHHE YCHIICHHOM
KBATH(QHIMPOBAHHOHK JICKTPOHHOM noamucy. [Ipy HCIIONB30BAaHHH YCHICHHOH KBaIH(HLIHPOBAHHOM
UICKTPOHHOI MOAINCH ACHCTBHUTENBHOCT CEPTH(HHUKATA MOXKHO MOATBEPIHTH BEIMHCKOH H3 peecTpa

BBIIaHHBIX KBATH(HIMPOBAHHBIX CEPTH(HKATOB KIIOYCH MPOBEPKH SEKTPOHHOH IOIIHCH.

5.3.2 ®opmar u pasmep (ailiIoB, HAMPABIAEMBIX UIEHOM CaMOPETYIHPYEMOH
OpTraHM3aLUH ONPENeIAeTCs B COOTBETCTBUH C M. 5.2. HACTOALIMX PEKOMEHIALUH.

5.3.3 DNeKTPOHHBIM AOKYMEHT MOXKET CO3/1aBaThCsi B IIEKTPOHHOH (opme 6e3
NPEBAPUTENHLHOTO TOKYMEHTHPOBAaHHS Ha OYMaKHOM HOCHUTEE.

5.3.4 daiin 3agBIeHNS, IOJABAEMOT0 B CAMOPETYIHPYEMYIO OPTaHH3aLUI0 TOJIKEH
661Th B popmate PDF ¢ BO3MOXKHOCTBIO KOIIMPOBaHHS TEKCTA.

5.3.5 ®aiinbel TOKYMEHTOB, NPHIATaeMbIX K 3aiBICHHIO B CAMOPETYIHPYEMYHO
OpraHu3allylo, TPENCTaBIAIOTCS B TOM (opMare, B KOTOPOM OHH HOAMUCAHbI
AIIEKTPOHHOU NOAMUCHIO.

5.3.6 @aiinbl JOKYMEHTOB, NPHUIIATaeéMbIX K 3asSBICHUIO B CaMOPETYJIHPYEMYIO
OPraHM3alHIo, MOTYT OBITh IPEICTABIEHBI B CleIYIOIUX (hopMaTax:

5.3.6.1 PDF, RTF, DOC, DOCX, XLS, XLSX, ODT - mns AOKYMEHTOB C
TEKCTOBBIM COJIEPKAHUEM;

53.6.2 PDF, JPEG (JPG), PNG, TIFF — nna moxkyMeHTOB ¢ Tpaduieckum
COZIepIKaHUEM.

5.3.7 DnekTpoHHAs TOATMCH, KOTOPOM peKOMEHIyeTCs MOIHUCHIBATH AJIEKTPOHHBIE
JOKYMEHTBI, JIOJDKHA COOTBETCTBOBAaTh TPEOOBAHMSM YCWICHHOM KBaIM(HIIMPOBAHHOM
DIIEKTPOHHOM TOATIMCH, TPH €€ CO3IaHWM NOJDKSH MCIOoNB30Bathes (opmar PKCS#7
(Public- Key Cryptography Standard#7, o6miee ommcanne cranmapra PKCS#7,
omy6rmkoBaHHOTO B KadectBe RFC (Request for Comments) ¢ Homepom 2315, noctyrHo 10

anpecy http://tools.ietf.org/html/rfc2315) 6e3 BKmoUeHN TOOMMCHIBAEMBIX TAHHBIX.
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Ilpumeuanme — llopsmok moxadm JOKYMEHTOB HE JOJDKEH IpeyCMaTpHBaTh Moaady
JJICKTPOHHBIX JMOKYMCHTOB, ITOIITHCAHIILIX l'[pOCTOI)‘I SHCI(TPOHHOﬁ MOAIKUCLIO HIIN yCl/IJ'ICH'HOﬁ
HEKBATH()HLIHPOBAHHOMN 3JICKTPOHHOH MO/ITHCHIO.

5.3.8 DCeKTpPOHHAs MOANKCH JO0JDKHA ObITh OTCOSAHHEHHOW M COAEPXKATBHCA B
OTIEeNBHOM (aiine.

5.3.9 Ilpu moANUCAaHMM JOKYMEHT2 HECKOJNBKMMHM JIHIAMH Ka)1as 3MeKTPOHHAs
MOAMHUCH JIONKHA COAEPKATHCS B OTACITEHOM (aidiie.

ITpumeuanue — Ilopsisok XpaHCHHMs M HOJAYM JOKYMCHTOB HC JIOJDKCH IIPCIyCMaTPHBATh
XpaHCHHE H TIOAYy JJICKTPOHHBIX JOKYMCHTOB, MOAINMMCAHHBIX NMPHCOCIAWHCHHBIMH J3JICKTPOHHBIMH
IIOAIIUCAMH.

5.3.10 DnekTpOHHBIH  JOKYMEHT JODKEH OBITh TOANMCAaH  YCHJICHHOM
KBUTH(DUIIMPOBAHHOH SIEKTPOHHOM IOJIIMCHI0 JIMIA, KOTOpOE YKA3aHO B TEKCTE
BIEKTPOHHOTO NOKYMEHTa KaK JIMIO, eTo momammcasmee. He nomyckaercsl mpHHATHE H
XpaHEeHHe SICKTPOHHBIX TOKYMEHTOB, MOANMHCAHHBIX SIEKTPOHHON MOMNHCHIO JIHITA,
KOTOpOE HE YKa3aHO B TEKCTE IEKTPOHHOTO JOKYMEHTa KaK IO, €T0 IOJIIHCABIICE.

53.111Ipn mONYyYeHHH OSICKTPOHHOrO [OKYMEHTa WIEHA CaMOpETYIHPyeMOi
OpraHW3aliyl WIM KaHIMIATOM Ha BCTYIUICHHE B 'UIGHBI CaMOpErylHpyeMOi
OpraHM3aI|y, IOAIHCAHHOIO C MCIOJIB30BAaHHEM YCWICHHOH KBATH(HIMPOBAHHOM
SNCKTPOHHON MOATHCH, TIPOBEPSETCS MONTHHHOCTD ICKTPOHHOH MOATHCH H TIONTHOMOYHSA

JIMLIA, TTOITICABIIETO TEKTPOHHBIH JOKYMEHT (IAKeT JIEKTPOHHBIX TOKYMEHTOB).

6 XpaHeHHe TOKYMEHTOB, IPEIOCTABJICHHBIX B CAMOPETYJIHPYEMYIO
OPraHU3aluI0 HA DyMa:KHOM HOCHTeNe N (M) B (popMe 2JIeKTPOHHOTO

JMOKyMeHTA (MaKeTa 3JIEKTPOHHBIX JOKYMEHTOB)

6.1. IloaroroBka 3JeKTPOHHBIX IOKYMEHTOB K IHepenade B 3J1eKTPOHHbIH
aApXUB caMoperyJupyeMoii opranuzanuu
6.1.1 DneKTPOHHBIE [leNla MEPEAAIOTCS B JIICKTPOHHBIA apXHUB CAMOPEryIHPyEMOi

OpraHHU3aluy B yNOPsJOUEHHOM COCTOSIHUM 10 OMMUCSAM JIEKTPOHHBIX JIOKYMEHTOB.
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6.12 B mnpomecce TMONrOTOBKH OJIEKTPOHHBIX IOKYMEHTOB K Iepefade B
JJIEKTPOHHBIN aPXHUB CAMOPETYIIMPYEMON OpraHH3aLUH OCYLIECTBIAETCS:

6.1.2.1 nepeBon OyMaxkHbIX JOKYMEHTOB B JIEKTPOHHBIE JTOKYMEHTHI B (popmMare
APXUBHOTO XPAHEHHUS,

6.1.2.2 BKIIOUEHHE DIIEKTPOHHBIX TOKYMEHTOB B (pOopMaTe apXMBHOI'O XPaHEHUS B
KOHTEUHEPBI BJIEKTPOHHBIX 10KYMEHTOB;

6.1.2.3 co3maHue OMUCEH AMEKTPOHHBIX TOKYMEHTOB.

6.1.3 B koHTeWHEep DJJEKTPOHHOTO JOKYMEHTa, IIOJUISKAILero mneperaye B
SIEKTPOHHBIN apXUB CaMOPETYINPYEMON OpPraHU3aLuH, BKIIIOYAIOTCS:

6.1.3.1 ¢aitn smeKTPOHHOTO TOKYMCHTA B (hopMaTe apXHBHOTO XPaHCHHUS,

6.1.3.2 aitnel mpuIOKEHUH TOKYMEHTa B (hOopMaTe apXUBHOTO XPAHCHHUS, €CIU
OHH UMEIOTCS U HE BKIIIOUEHHI B (Dai1 OCHOBHOTO 3NIEKTPOHHOTO JOKYMCHTA,

6.1.3.3 (haitasl 21eKTPOHHBIX NOAMUCEH;

6.1.3.4 daiinel  mpOBEpKM  DJIEKTPOHHBIX  MOANMCEH,  MOATBEPKAAIOINUE
TOJIOKUATEIBHEINA Pe3yIbTaT NPOBEPKH IMEKTPOHHON MOAIMCH;

6.1.3.5 daiin MeTamaHHBIX 3JEKTPOHHOrO JOKyMeHT2 B ¢opmare XML,
BKJTFOUAIOIIHIA METaIaHHBIE, ¢ PEKBU3HTAMH 3JIEKTPOHHOW PETHCTPALMOHHON KapTOYKH
JMIOKYMEHTa M METAJlaHHbIC, OTPAKAIOLIME MPOLECCH YNPABICHUS 3JIEKTPOHHBIM
JIOKYMEHTOM J0 MOMEHTA €r0 BKIIFOUEHHS B HH)OPMAMMOHHYIO CHCTEMY (MyOIHKAUH
JIOKYMCHTA B CHCTEME).

Ipumeuyanne — XML (extensible Markup Language) — ¢hopmar qamnsix, HCIONB3yeMBIit s
OMHUCAaHHA COACPKHMOTO JOKYMEHTOB. ®daiin onMcaHus QJICKTPOHHOI'O NOKYMCHTa B (bopMaTe XML
COLCPXKHT PEKBH3MTHI 9NEKTpoHHOro jokymeura. Popmar pammbix XML (extensible Markup
Language) omyOimkoBan B pekoMeHpanusx koHcopumyma W3C: «Extensible Markup Language
(XML) 1.1 (Second Edition)». W3C Recommendation 16 August 2006, mocTymmoi mo ampecy

http://www.w3.org/TR/xmln/, n «Extensible arkup Language (XML) 1.0 (Fifth Edition)». W3C
Recommendation 26 November 2008, nocrymroii o aapecy http://www.w3.org/TR/REC-xml/.

6.1.4 B uHbOpMamMOHHON CHCTEME PaCCUUTBHIBAIOTCA CIEAYIONME MapamMeTphl

KOHTeﬁHepa OJIEKTPOHHOI'O JOKYMCHTA!
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6.1.4.1 0ObeM 3MEKTPOHHOTO Aea B MerabaiTax;

6.1.4.2 koHTpOIBbHAA CyMMa KOHTElHepa MeKTPOHHOTO [ea.

6.1.5B wundQopMamMoOHHOW cHCTeMe (QOpPMHpPYETCA ONHMCh  IMEKTPOHHBIX
JIOKyMEHTOB IO YCTAaHOBIICHHOH (hopme.

6.1.6 IIpu npueMe KOHTEHHEpa IEKTPOHHOTO JTOKYMEHTA B AJIEKTPOHHBIH apXHB
CaMOperyJIMpyeMol OpraHH3alMd K MET3AaHHBIM 3JICKTPOHHOIO  ITOKYMEHTa
06aBIseTCS MPUCBOSHHBIN B apXUBHBIH TIA(D.

6.1.7 IIpu preMe SIEKTPOHHOTO Jeia B JIEKTPOHHBIH apXHB CaMOPETyITHPYeMO
OPTaHU3AMHHA IO HH(POPMAHOHHO-TEICKOMMYHHKAIMOHHON ceTH B HH(pOpManHOHHOH
CHCTEME apXHBa:

6.1.7.1 popmupyetcsi 3amuch 006 DIEKTPOHHOM JOKYMEHTE B 0a3e HNaHHBIX
HHOOPMAMOHHOH CHCTEMBI MEKTPOHHOTO APXHUBA CAMOPETYITHPYEMOH OpraHH3aIHH,

6.1.7.2 nomomHACTCA CCHUIKOH HAa MECTO XpaHEHHs SIEKTPOHHOTO IOKYMEHTa
3aIUCh 00 HIEKTPOHHOM JIOKYMEHTE;

6.1.7.3 mpoBoauTCA TpOBEpKa JJICKTPOHHBIX IOKYMEHTOB Ha  HaIMYHE
BPEIOHOCHBIX KOMIBIOTEPHEIX IIPOIPaMM;

6.1.7.4 ocymiecTBiIsieTCs MpOBEpKa BOCHPOU3BOIMMOCTH 2NIEKTPOHHBIX
JIOKYMEHTOB.

6.1.8 Tlpu nmnepenadue DSIEKTPOHHBIX JOKYMEHTOB B 3JEKTPOHHBIH  apXWB
CaMOperyaupyeMoil OpraHu3allid Ha O00OCOONCHHBIX MATEPHANBHBIX HOCHTEIAX
TIPOBOIUTCS:

6.1.8.1 mpoBepka (GU3MYECKOTO W  TEXHUYECKOTO COCTOSIHMS — (hU3MUEcKH
000COOICHHBIX ~ MaTepUaibHBIX ~ HOCHTENCH, NPENHA3HAUCHHBIX i1 3aIHCH
SIIEKTPOHHBIX TOKYMCHTOR;

6.1.8.2 3amich  KOHTCHHEPOB  DICKTPOHHBIX  JOKYMEHTOB Ha  (DH3MYECKH
0060CO0ICHHBIE MaTepHATBHBIC HOCHTEIH B JIBYX M OoJiee 2K3eMILIIpax;

6.1.8.3 mpoBepka KadecTBa 3alUCHM M  BOCIPOU3BOAMMOCTH  3JIEKTPOHHBIX

JIOKYMEHTOB,
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6.1.8.4 cocraBneHHe OMNCH JTEKTPOHHBIX HOKYMEHTOB, NMPENHA3HAYEHHBIX IS
Hepenadu B HJICKTPOHHBIN apXUB CaMOPETYIHPYEMOH OpPraHU3aIliH.

6.1.9 Tlpy 3amucu 3IEKTPOHHBIX MOKYMEHTOB Ha (H3HYECKH 00O0COOICHHBIC
MaTepHalbHble HOCHTEIN PEKOMEHIYeTCsl COOIIONATh IPHHINI PA3MEIICHHUS Ha OJJHOM
HOCHTEIE OJCKTPOHHBIX JOKYMEHTOB OIHOTO  SIEKTPOHHOTO  Iena  4ICHA
CaMOpPETYIHPYyEMOH OpraHU3aINH.

6.1.10 Kaxknerit ¢yTmsap ¢mudeckun 000COOIEHHOTO MaTepPHAaIbHOTO HOCHTEIN,
mepenaBaeMOro B apXuB, CHaOxaerTcs (POHTAILHLIM BKIZIbILIEM, Ha KOTOPOM
YKa3bIBAETCS!

6.1.10.1 coxpanieHHOe Ha3BaHHUE UICHA CAMOPETYIMPYEMOit OpraHu3aIuy,

6.1.10.2 Homep mena;

6.1.10.3 oTMeTKa O CTaTyce SK3eMILIIpa SIEKTPOHHOTO nena; «OcH.» (OCHOBHOI)
umu «Pa6.» (pabouwuit),

6.1.10.4 06BeM SIIeKTPOHHOTO Aena B MerabaiiTax;

6.1.10.5 KOHTpONILHAS CyMMa 3JIEKTPOHHOIO JeNia;

6.1.10.6 mata 3ammcH HIEKTPOHHBIX JTOKYMEHTOB HA HOCHTEID,

6.1.10.7 npu He0OXOAUMOCTH OTMETKH 00 OIPAaHMYCHHH IOCTYNA U JIP.

6.1.11 Bxuaasin nomewaercs B QTSP MEKTPOHHOIO HOCUTEIS TAKHM 00pa3oM,
9T00BI HAJNHCH HA HeM OBUTH BHAHBI TIPH 3aKpbIToM (yTisipe. Haamicu Ha BKnajabimax
NEYATAIOTCA WM HAHOCATCS OT PYKH YETKMM pPa300pYMBBLIM MOYEPKOM HEPHBIMH
BOJOCTOHKHMH 4YCpHWJIaMH. BO3MOXXHO HCMOJB30BaHME IUTAMIOB M JPYTHX
aHAIOTHYHBIX CPEICTB.

6.2 Ilepenaua OKYMEHTOB B JJIEKTPOHHLI apPXHB caMoperyanpyemoii
OpraHH3alMH

6.2.1 Tlepenaua  SIEKTPOHHBIX  JOKYMCHTOB, TOCTYHHBIIHX OT  9ICHOB
CaMOPEryIHPYeMOH OpraHW3allMd B  JJICKTPOHHBI apXWB  CaMOPETYIHPYCMOH
OPTaHW3ALNH OCYNICCTBISICTCS B TOPSJAKE, YCTAHABIMBACMBIM CaMOPCTYIUPYCMOH

opraHmauHeﬁ Hu TpeGOBaHI/IﬂMI/I K XpaHCHHUIO DJICKTPOHHBIX TOKYMCHTOB.
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6.2.2 TlepeBol MOKyMEHTOB, IIOAAHHBIX B CAaMOPETYIHPYEMYIO OPraHH3aLMIO HA
OyMa:)KHOM HOCHTENIE M COCTAaBIIOIMX OyMaXHBIH apXHB CaMOPETYIUpyeMOil
OpTaHU3alNH, OCYIIECTBISIETCA IOSTAalHO B  COOTBETCTBHHM C  PELICHUSIMHU
YIIOJTHOMOYEHHBIX OPIaHOB CAMOPETYIHPYEMOH OPTraHH3aLHH.

6.2.3 B »neKTPOHHBIH apXHB CaMOPETYIMPYEMONW OpraHW3alldd BIICKTPOHHBIC
JOKYMEHTBI MOTYT OCTYIIATH:

6.2.3.1 13 uHDOPMAMOHHBIX CHCTEM CaMOPEryJUPYEMOH OpraHu3aliu |
pasMenaThbCs 1151 XPaHSHHUs: Ha OCHOBHOM U paboyeM cepBepax;

6.2.3.2 Ha ¢usnueckn 000COONEHHBIX MaTepUalbHLIX HOCHTEIAX B ABYX M Ooiee
9K3EMITIIPax U Pa3MellaThCs B MOMELIEHUAX IS X XPaHSHHUS.

6.2.4 DneKTPOHHBIC AOKYMEHTB! IOJUKHEI OBITH CHCTEMATH3UPOBAHbI, OIHCAHBL H
BHECEHBI B OINMUCU U APYT'HE apXUBHBIC CIPABOYHHUKM TaKUM 00pa3oM, UTOOBI MOXKHO
OBLI0 00eCIeUNTh UX YHET, HOMCK H HCIONB30BaHHE.

6.2.5 TexHudeckue acleKThl MPUEMa JIIEKTPOHHBIX NOKYMEHTOB B JIEKTPOHHBIH
apXMUB CaMOPETYIMPYeMOH OpraHM3alliy, OIepamiH ydera, orbopa, obecneveHws
COXPAaHHOCTH W XpPaHEHWs, MWIpPAllUd HA HOBBIE HOCHTENH YCTAHABIHBAKOTCI B
HHCTPYKIWAX, pa3padaThIBaEMBIX B CAMOPETYIHPYEMO OpraHH3aIuy.

6.2.6 DIeKTPOHHBIM apXUB CaMOPEryIHPYyEeMOlH OpraHW3alMH BKIOYAeT B cebs
HHQOPMAIMOHHYIO  CHCTEMY,  OOECHEUMBAIOIIYI0  YMpPaBICHHE  ApXHBHBIMH
SIEKTPOHHBIMU JOKYMEHTAMH, W/ 00ECIIeuMBaET MECTO U XPAHEHHS IEKTPOHHBIX
IOKYMEHTOB Ha (pu3nvecku 000COONEHHBIX MaT€pPHALHBIX HOCHTEISIX, B TOM YHCIE
sl WX BPEMEHHOIO PA3MEILCHHUS, @ TAKKEe YCTAHABIMBACTCS WM  BBIICIACTCS
HeobXoquMoe cepBepHOe U KOMMYHHKAIIHOHHOE 000pyIOBaHHE.

6.2.7 DNEeKTpOHHBIE JOKYMEHTHI, MOUISKAIME XPAHEHWIO, TCPEJAlOTCs B
NEKTPOHHBIH APXUB CAMOPETYIHPYSMON OPraHH3aLMH B YIIOPSIIOUYCHHOM COCTOSIHHH B
BHZE KOHTEHHEPOB, O0ECIEUMBAIOLIMX LEJOCTHOCTH DJIEKTPOHHBIX JOKYMEHTOB, Ha

OCHOBAaHMM  OINMCEH  ONEKTPOHHBIX  JOKYMEHTOB, MO  WH()OPMAIUOHHO-
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Te.J'IeKOMMyHI/IKaI_II/IOHHOﬁ CCTU U3 PIH(i)OpMaHI/IOHHOfI CHUCTEMBI CaMOperﬂpreMOﬁ

OpraHusanuu B I/IH(i)OpMaLII/IOHHyIO CUCTEMY WX Ha 000CO0IEHHBIX HOCHTEISX.
IIpumedanue — B cioydae M3MEHEHWs NPOrPaMMHO-aNapaTHOH Cpenbl, 1IOBPEKACHHUS

HOCHTEIISL C IIPOTPaMMHEIM OOCCIICICHHEM BIICKTPOHHOIO apXuBa CaMOPETyIHPYeMOH OpraHH3aLlH

IIPOU3BOAWTCS MUT'DALMSA STICKTPOHHBIX JOKYMCHTOB Ha HOBBIC HOCHTCIIH.

6.2.8 Ilpy mepenade KOHTEHHEPOB 3JICKTPOHHBIX IOKYMEHTOB B JJIEKTPOHHBIM
apXHB CaMOPETYJIHPYEMOH OpTaHW3allMH  BBIMOJHSIIOTCS CIEAYIOIE OCHOBHBIC
TIPOLENYPhl PAaBOTHI C AMEKTPOHHBIMH JOKYMEHTAMH:!

62.8.1 dopmupoBanne B HWHGDOPMALMOHHON CHCTEME CaMOPETYIHPYEMOH
OpraHU3aMUH KOHTEHHEPOB AIICKTPOHHBIX JOKYMEHTOB;

6.2.8.2 hopmMupoBaHUE CAATOTHON OTIHCH DIICKTPOHHBIX TOKYMEHTOB,

6.2.8.3 mepenaua KOHTEHHEPOB DIEKTPOHHBIX TOKYMEHTOB C CONPOBOIUTEIBHOM
cry)keOHOM 3aIMCKOM M JK3eMIUIAPOM CIaTOYHOW OIMKMCH B JJIEKTPOHHOH (opme B
HH(OOPMANHOHHYIO0 CHCTEMY IOKYMEHTOB 3ICKTPOHHOTO apXHBa CaMOPETYIHPYeMOH
OpraHU3aIUH 10 HHPOPMAITHOHHO-TEICKOMMYHHKAIIMOHHON CCTH,

IIppMeyanue — MIpPH HEBO3MOXKHOCTH MeEpeNaud MOKYMEHTOB IO HH(OPMALHOHHO-

TEIEKOMMYHMKALIMOIHON CETH, Iepefaya KOHTEHHEPOB SIEKTPOHHBIX JOKYMEHTOB Ha (PH3HUECKH

000COOIEHHBIX MaTCPHAITBHBIX HOCHTCIISAX.

6.2.8.4 mpoBepka ANMEKTPOHHBIX JOKYMCHTOB Ha HAIHYHE BPEIOHOCHBIX
KOMITBIOTEPHBIX HPOTPaMM (BUPYCOB);

6.2.8.5 mpoBepKa BOCIIPOU3BOIUMOCTH DICKTPOHHBIX JOKYMEHTOB;

6.2.8.6 mpu mepenaue DSICKTPOHHBIX JOKYMEHTOB B DIEKTPOHHBIH apXHB
caMOperyaupyeMoll OpraHm3amiu Ha (H3WIeCKH O0OCOOISHHBIX MAaTepHANBHBIX
HOCHUTENAX NpOBepKa (PH3HUECKOTO M TEXHHIECKOTO COCTOSHHUS HOCHTEINEH;

6.2.8.7 3amich B WH()OPMAIMOHHON CHCTEME CaMOPETYJTHPYEMOM OpraHW3alul
YBEIOMIECHHA O TpHEME DSIICKTPOHHBIX JOKYMCHTOB B DJIEKTPOHHBIH apXWB
caMoperyaupyeMoli OpraHu3aliy WM YBEJOMICHHA 00 OTKa3e B MpHEeMe JOKyMCHTOB

€ YKa3aHHEM [IPUYUH;
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6.2.8.8 BHeceHHe CBEICHHH O IMOCTYMMBINHNX B apXHB JIIEKTPOHHBIX HOKYMEHTaX B
YYETHBIE JOKYMEHTBI 3JIEKTPOHHOIO apXUBa U Pa3MEILCHUE BIEKTPOHHBIX JOKYMEHTOB
B apXHUBE.

6.2.9 TIpueM SnEKTPOHHBIX NOKYMEHTOB B SJIEKTPOHHBIM apXHB odopMigeTcsa
COCTABJICHUEM HTOrOBOH 3alUCH B KOHLE KaXIOro JK3eMIUIIPAa CAATOYHOM OIMCH, B
KOTOpOH IM(MpaMH M MPONHCHIO YKA3BIBAETCA KOJNHYECTBO (DAKTHIECKH NPHHATHIX B
JJIEKTPOHHBIA apPXUB JAEKTPOHHBIX €I, EKTPOHHBIX HOKYMEHTOB, X KOHTPO/IBHBIE
cymmbl, o0beM B Merabaiitax, [ngara mnpueMa-nepesaud. Mroroeas —3aImuch
NOATBEPKAAECTCA  IEKTPOHHOM  IOANUCBIO  OTBETCTBEHHOTO  MCIOJHUTENSA
CaMOPETyJIMPYEMOH OpraHH3aLUH.

6.2.10 /lns omepaTHBHOTO JOCTYIA K 3JIEKTPOHHBIM JOKYMEHTaM B CIPABOYHBIX H
NOMCKOBBIX LENIAX, JICKTPOHHBIM apXHB CaMOPEryJUPYEMOH OpraHM3aLUH MOMKET
MpeayCMaTpPUBATh AOTIONHUTEIBHBIN (DOH/ MOTb30BAHHS JNEKTPOHHBIX JOKYMEHTOB.

6.3 Opranmsanmsi XpaHeHHWsl 31eKTPOHHBLIX [OKYMEHTOB B 3JJEKTPOHHOM
apxXuBe caMoperyJupyeMoil opranuzanuu

6.3.1 MecTo XpaHEHHUs DNIEKTPOHHOTO apXHBa OIPEACIAESTCS CAMOPETYIHPYeMOH
OpraHU3aIeH.

HpnMeanI/Ie - Pa60'11/1171 OK3EMIUISP 3JIEKTPOHHOIO apXwBa PEKOMCHAYCTCHA XPaHWUTh Ha
KECTKOM IHCKe, B TOM 4dHciae ¢ wucroias3oBanneM RAID-maccuBos. OCHOBHOH —OK3EMILIAD
3JICKTPOHHOI'O apXuBa — Ha HOCUTECIIAX, OTBCHAIOLIHX 'I]T)CGOBB.HI/IHM HeﬁC’I'BlemCl‘O 3aKOHOAATCIIBCTBA
Poccwmiickoit Peneparuu Mo obecmedcHuIo 6C30MacHOCTH HH(POPMAIIMKE U NCPCOHANBHBIX JaHHBIX U

COXPAHCHHMS ayTeHTHIHOCTH JISKTPOHHBIX JOKYMEHTOB ISKTPOHHOTO apXMBa, ¢ yUeTOM TpeOOBaHHi

I'OCT P 54989-2012 (ISO/TR 18492:2005).

6.3.2 DneKTpOHHBIE IOKYMEHTHI CHCTEMAaTH3HPYIOTCS B  WH()OPMAIHUOHHOM
CHCTEME B COOTBETCTBHM C HOMCHKIATYpOH JEeN WICHOB CaMOPETYIHPYEMOH
OpTraHu3alUH U UHISKCHPYIOTCS B MOPSI/IKE, YCTAHOBICHHOM B OTHOUICHHH J€T WICHOB
CaMOpETyIMPYEMO OpraHu3anuy, cHOPMHPOBAHHEIX H3 AOKYMECHTOB Ha OYMaXKHOM

HOCHUTCIIC.
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6.3.3 Cucremaruzanus 2JCKTPOHHBIX IOKYMEHTOB MW HMX HHIEKcalus B
COOTBETCTBMM C HOMEHKIATYpOH /el WIEHOB CaMOpPEryJIMpyeMOH OpraHH3alluy,
(hopMupoBaHHE KOHTEHHEPOB ICKTPOHHBIX JTOKYMEHTOB IS TMEPEadd IEKTPOHHBIX
IIOKYMEHTOB DJIEKTPOHHBIN apXHMB CaMOPETyJIMPyeMOH OpraHu3aluy OCYIIECTBIIAIOTCA
B COOTBETCTBYIOIINX MHOOPMAIMOHHBIX CHCTEMAX.

6.3.4 KoHTeiiHep 3JeKTPOHHOrO JOKYMEHTa MPEACTABIACT CO00ii Zip-apXHUB.

IIpumeuyanume - B coorBerctBumM ¢ mpoekroM cramgapra ISO/IEC CD  21320-1
«Mudpopmannonuble Texnonorud. Paiin kowreinepa nokymenra. Yacte 1: Snpo» (Information
technology — Document Container File — Part 1: Core). ®opMar zip-apxHBa ONHCHIBACTCS B OTKPHITOH

crienn(uKanuK, JOCTYIHOM o agpecy http: //www.pkware.com/documents/casestudies/APPNOTE.
TXT.

6.3.5 B xoHTelHEP SIEKTPOHHOIO JOKYMEHTA BKIIIOHAIOTCA:

6.3.5.1 oIeKTPOHHBIH JOKYMEHT B (hopMaTe apXHBHOTO XPAHCHHS,

6.3.5.2 MeTalaHHBIe TOKYMEHTA, BKIIIOUas 3MeKTPOHHbIE MOAMHCH.

6.3.6 Ilpu mepenade KOHTEHHEPOB IEKTPOHHBIX NOKYMEHTOB B 3JIEKTPOHHBIH
apXMB CaMOPETYJIMPYEMOH OpraHUu3aliy 110 HHPOPMAMOHHO-TEIEKOMMYHHKAHOHHOM
CeTH COAEPKUMOE KOHTEeWHepa OIIEKTPOHHOTO JOKYMEHT2 BKIIOYAaeTCS B
WH()OPMALIHOHHYIO CHCTEMY JJIEKTPOHHOTO apXHBa CaMOPETYIMPYEMOM OpraHH3aluy H
pa3MelIaeTcs Ha cepBepe, BHICTYNas B KaUeCTBE OCHOBHOTO 3K3EMILLIPA DJIEKTPOHHOTO
IOKYMEHTA.

6.3.7 B uH(}pOpMALIMOHHOI CHCTEME 3JIEKTPOHHOTO apXWBa CaMOPETYJIHUPYEMOit
opranu3zanuu GopMUPYIOTCs pabovne IK3EMILIPHI (KONHHK) ACKTPOHHBIX JOKYMEHTOB,
KOTOPBIE Pa3MEIIAIOTCS Ha CEpBEPE PAdOUMX KOMHH.

6.3.8 KonreiiHeppl  9MEKTPOHHBIX  JTOKYMEHTOB  MOTYT  TE€pPEINaBaThcsd B
9NIEKTPOHHBIA apXUB CaMOPETYJIMPYEMOH OpPraHu3alUu Ha (U3HIECKH 000COOIECHHBIX
MaTepHAITBHBIX HOCHTENSAX B IBYX HACHTUYHBIX DK3EMILIAPAX — OCHOBHOM H paboueM.

6.3.9 OCHOBHOIl 3K3eMIUIAP BJCKTPOHHBIX JOKYMEHTOB SBIAETCA JTATOHHBIM
IK3EMILUIIPOM M HCHONB3YETCSl B HCKIIOMHTENBHBIX CIIydasX, a Takxke JUIS CO3JaHHS

KOMuii pabodero 3K3eMIUIApa B3aMEH HCTMOPYEHHOTO WIH YTPAaueHHOTo pabodero
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sK3eMILIsIpa. Paboumii SK3eMIDIAp SJIEKTPOHHBIX NOKYMEHTOB B JICKTPOHHOM apXHBE
CaMOperyIupyeMOil  OpraHW3aluM  ABIAETCA JK3EMIULIPOM, C KOTOPOro IpH
HEOOXOJJMMOCTH H3TOTABIMBAIOTCA KONHH JIICKTPOHHBIX JAOKyMEHTOB M HCIONB3YeTCs
mpu paboTe ¢ SMEKTPOHHBIM aPXHBOM.

6.4 Obecneyenne COXPAHHOCTH J1eKTPOHHBIX JOKYMEHTOB

6.4.1 Camoperynupyemasi OpraHu3aLisi HECET OTBETCTBEHHOCTb 3a COXPAaHHOCTb
JIEKTPOHHBIX JOKYMEHTOB JJIEKTPOHHOTO apXMBa, a Talkoke oOpaloTKy M XpaHEeHHe
NEPCOHANBHBIX [JaHHBIX, COACPKAIMXCH B OIEKTPOHHOM apxuBe. COXpaHHOCTb
JJIEKTPOHHBIX JOKYMEHTOB B JJIEKTPOHHOM aPXHBE CaMOPETYIHPYEMOH OpraHH3alliH
o0ecneunBaeTcsi HCTIOMTHUTENBHBIM OPraHOM CaMOPETYJIHPYEMON OpraHU3aluH.

6.4.2 TIpy [0JATOBPEMEHHOM XPAHCHHH DJICKTPOHHBIX TOKYMEHTOB Ha (DM3HUECKH
000COONICHHBIX ~ MaTepUATBHBIX HOCUTENAX NpPEANOYTEeHHE CIeayeT OTAaBaTh
CMELMATU3UPOBAHHBIM CPEICTBAM PA3MEILECHHU, B KOTOPHIX HOCHTEIH 3aLIMIIAIOTCS OT
BPEIHBIX BO3AEHCTBUM  OKpykaromedl cpeasl, B TOM YHCIE€ MarHUTHBIX,
AIIEKTPOMArHUTHBIX, TEMITEPATYPHO-BIKHOCTHBIX.

6.4.3 KoHTpOTb  TEXHHYECKOTO COCTOSHHS JJCKTPOHHBIX ITOKYMEHTOB U
(hU3UIECKOTO COCTOSHUSA HOCHTENEeH MPOBOUTCS HE PEXeE OTHOrO pasa B 3 roja.

6.4.4 JIna onepaTUBHOrO NOCTYIA K 3JIEKTPOHHBIM JOKYMEHTAM B CIIPaBOUHBIX U
MOUCKOBBIX LIEMAX CaMOpErylupyeMas OpraHH3alHsi MOXKET IPOBOAUTH PaboTy Mo
CO3IaHHI0 (POHIA MOJIB30BAHMS MEKTPOHHBIX JTOKYMCHTOB. DJNICKTPOHHBIC TOKYMCHTHI
(oHIa NONB30BaHHUS TOUTEKAT YUETY.

6.4.5 Camoperynupyemass ~ OpraHu3anmus  o0s3aHa  MOCTOSHHO  XDaHWUTh
JJIEKTPOHHBIE JIeIa YIEHOB CaMOPErYJIHPYEMON OpraHH3alUH, a TAKKE HICKTPOHHBIC
Jiena JIUL, YIEHCTBO KOTOPHIX B CAMOPETYJIUPYEMON OPraHU3aluH IPEKpaIieHo.

6.4.6 ITociie mepeBona IOKYMEHTOB, IPENOCTABICHHBIX B CAMOPETYIUPYEMYIO
OpraHW3alMi0 Ha OyMaXHOM HOCHTENC, B JIICKTPOHHBIH apXHB, OyMaxXHBIH apXuB

MOKET OBITH YHHUTOKEH NPH YCIIOBHH COONIONEHNS CaMOPETYIHPYeMOH opraHm3anueH
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TpeOoBaHu HacTrosAMMX pekoMeHmauui, TpeboBanuii ['OCT P 54989-2012
(ISO/TR 18492:2005), TOCT P 54471-2011/ISO/TR 15801:2009.

IIpumeuyanme — Yacreio 15 cratem 55.6 I'pagocTpoHTensHOro kojckca Poccmiickoit
denepaup caMOPETYIHPYEMBIM OPraHH3aLHAM IIPEAOCTABICHO IPABO XPAHHUTH [CJIa WICHOB Ha
OyMaxxHOM HOCHTCIC | (AIK) B GOPME HIEKTPOHHOTO JOKYMEHTA (ITAKETA JIEKTPOHHBIX JJOKYMCHTOB),
MOJIUCAHHOIO caMOperyJIMpyeMoit OpraHM3alHen c HCIIOJIb30BaHHEM YCHJICHHO#M
KBaIu(HUUMpPOBaHHOH d3nekTpoHHOH noxmucH. Mcxonms u3 cmbicna denepaibHOro 3akoHa OT
06.04.2011 Ne 63-@3 «O06 snekrponnoi mogmuck» [1] u Ykaza Ipesumyma BC CCCP or 04.08.1983
Ne 9779-X [8], mokymenr ma OyMa)kHOM HOCHTENE, IMEPEBEACHHBIH B JJIEKTPOHHBIH (opMar,
HOANMCAHHBIH KBAMM(HIUPOBAHHOH 3IEKTPOHHOH IOINHCHI0 CaMOPEryJIHPYEMOH OpraHH3aLHH
Oyner sIBISTBCS Ha[UICKAINC 3aBEPCHHOI KOMHeH Takoro nokymeHrta. [eiictBue Ykasza I[Ipesuanyma
BC CCCP ot 04.08.1983 Ne 9779-X pacnpocTpaHseTcsl Ha FOPHIHYECKHX JIHI] B CHITY IIyHKTa 1 CTaThH
49 I'paxganckoro xojaekca Poccmbickoit denepaliiy, B COOTBETCTBHH ¢ KOTOPHIM IOPHIHYECKOE JTHLIO
MOXET MMETh I'PaXXJAHCKHE NPaBa, COOTBETCTBYIOMINE LIEIAM JEATEIBHOCTH, MPEIyCMOTPEHHBIM B €T0
YUpCAUTCIbHBIX OOKYMCHTAaxXx, W HCCTH CBA3AHHBIC C 3TOH NCATCIBHOCTBIO 00513aHHOCTH
(IToctanonenne ®AC Ilenrpamsroro okpyra ot 27.07.2004 Ne A68-ATIl-122/5-04, IlocTaHOBICHHE
DAC MockoBckoro okpyra ot 21.09.2010 Ne KA-A40/10627-10 mo memy Ne A40-127876/09-4-1013,
INoctanoBnenne PAC IloBomkckoro okpyra ot 26.05.2010 no ey Ne A72-15314/2009).

IIpu 3TOM camoperyiupyeMbleé OpraHM3alMM MOIDKHBI Y9ECTh CICHYIOIIHE PHCKH: B
COOTBETCTBHM C 4acTblo 6 CTaThH 71 ApOMTPaKHOro IPOLECCyaIbHOr0 Kojekca PoccHickoH
Denepanmy apOUTPaKHBIH CyHd HE MOXCET CYHTATh JOKA3aHHBIM (DakT, MOATBEP)KOAEMBIH TONBKO
KOIMEeH NOKyMCHTa MJIM MHOTO MHCBMEHHOTO JIOKA3aTENhCTBA, CCIHM yTPaueH HIH He MepelaH B Cy/l
OpPHTHHAI JOKYMCHTA, 4 KOMHH 3TOr0 JOKYMCHTA, MPCACTABICHHEIC JIMIAMH, YYaCTBYIOILHMH B JIEIIE,
HC TOXJICCTBCHHbI MECKIY coboi H HCBO3MOXXHO YCTaHOBHTHL IMOMJIHMHHOC COACPKAHHC
MEpBOMCTOYHMKA C TOMOIIBIO JIPYrHX JoKa3aTenbcTB. CaMoperyiaupyeMoH —opraHu3anmei
PEKOMEHAYCTCS MIPHHATH BO BHUMAHHE TO, YTO B JEIIC WICHA CAMOPCTYJIHPYEMOH OpraHW3aliH, KaK
IPaBHIIO, COLCPKATCH OPHIHHANIBI TOJBKO 3asBIICHHH WICHOB CaMOPCTYJIHPYEMBIX OpPraHH3aLHUH, a
TaKXe TOT (haKT, 9TO IMPH OTCYTCTBHH COMHCHHH Cy[a B TOXXACCTBCHHOCTH, HAJUISHKAIIE 3aBEPEHHAsN
KOIM:A OyIeT SIBIATHCS JOCTATOUHBIM JOKA3aTCIECTBOM.

6.4.7 Ilpu opraHu3allMd XpaHEHHs OOKYMEHTOB PEKOMEHIYETCS Y4YHUTHIBATH

00CTOATENBCTBA, IPH KOTOPBIX MOMKET MOTPEOOBATHCS COXPAHUTh OYMaXKHBIH TOKYMEHT

[11]:
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- HU3KOE Ka4ecTBO OyMa)KHOTO JOKYMEHTa, U3-3a 4er0 HEBO3MOXKHO MOTYUHUTh €T0
pa300puuBLINA Tpaduueckuii odpas;

- HeOOXOIUMOCTb CHHKEHHUSI PUCKa ObITh OOBHHEHHBIM B TOM, YTO Ipaduyeckuit
o0pa3 ObIJI YMBINUIEHHO CIENaH Hepa30OpYMBBEIM, a TAaKKe PUCKA OTKa3a B IpHEMe
rpaduueckoro obpasa B KauecTBE JOKA3aTeIbCTBA HA TOM OCHOBAHHM, YTO OH HE
SBJISICTCS] TOYHOH KOMHEH OyMaKHOTO TOKYMEHTAa,

- OyMaXHBIH JOKYMEHT COACPKUT (U3UIecKHe (MEeXaHWYEeCKHe) IONPaBKU U
MOTYUCTKH (HAMPUMEpP, € TOMOIIBI0 KOPPEKTYPHBIX MKHUIKOCTEH M KOPPEKIIMOHHBIX
JeHT) WiM (puU3UvUecKWe aHHOTAMH (HAIpHMEp, Ha CTHUKEpax), KOTOPHIC CIIOKHO
HACHTH(PUITMPOBATH B OTCKAHUPOBAHHOM rpaduieckoM oOpase;

- BBISBICHO MOIICHHWYECTBO JHOO HAuato WM OXHIOaeTcid cyaeOHoe
pa3bUpaTenTbCTBO WM PACCICIOBAHUE, K KOTOPbIM HMMEET OTHOLIEHHE KOHKPETHBIH
OyMaKHBIM TOKYMEHT;

- OyMa)KHBIH TOKYMEHT UMeeT OOJIBIIYI0 LIEHHOCT.

6.5 IIpoBepka ¢uU3NUeCKOTr0 W TeXHHYECKOI0 COCTOSSHHS 000006/ 1eHHbIX
MaTepHAIBHBIX HOCHTeJIeli JJIEKTPOHHBIX I0KYMEHTOB, TEXHHYECKOT0 COCTOSIHUS
3JIeKTPOHHBIX I0KYMEHTOB

6.5.1 TIpoBepka  ¢u3M4ECKOr0 W  TEXHHUYECKOTO  COCTOSHUS  (DHU3HUECKHU
000COOJICHHBIX MAaTEPHANBHBIX HOCHTENEH 3aKII0YaeTcsi B OLEHKE (H3HIECKOTO
COCTOSIHHS HOCUTENEH.

6.5.2 JIna oueHKH (PU3HIECKOTO COCTOAHUS HOCUTENEH:

6.5.2.1 onpenensiercss HanMYUME M KA4eCTBO HANMUCEH HAa BKIAIBIINIAX, HATHIHE
3aIBUICHHS W 3arps3HeHMs IOBEPXHOCTEH, HAIWYME BIArd Ha IOBEPXHOCTIX,
(u3nvecKoe cOCTOsIHUE padoyel MOBEPXHOCTH U KOPITYCOB (PU3UUECKHU 000COOIEHHBIX
MaTepHAIbHBIX HOCHTENICH, BBISBICHHE MEXaHHUECKHX MOBPEKACHHNA M Je(popMaliui,

paccioeHus, My3bIpeHns, U3MEHEeHU S [IBETA, HAJIMUUE [IapalkH, MPOKOJIOB;
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6.5.2.2 mpoBepsieTC  COOTBETCTBHE  XaPaKTEPUCTUK HOCUTENS  CBEICHMSAM,
COZIEPKAIIMMCS. B CIATOYHOH OMUCH; IPOBEPKA IEKTPOHHBIX JOKYMEHTOB Ha HATHIHE
B HUX BPEJOHOCHBIX KOMIIBIOTEPHBIX IIPOrPaMM («KOMIBIOTEPHBIX BHPYCOBY);

6.5.2.3 mpou3BOIUTCS MPOBEPKA Ha COOH IIPH CUUTHIBAHUH HH(OPMAIIHH.

6.5.3 Ilpu mnpoBepke TEXHHUYECKOTO COCTOSHHUA OJIEKTPOHHBIX JOKYMEHTOB
HNPOBOIMTCA IIPOBEpKa BOCHPOM3BOIMMOCTH BCEX EIMHHUII XPAaHEHHS INIEKTPOHHBIX
TIOKYMEHTOB Ha 000pY/10BaHHH.

6.5.4 Pe3ynbTaTel IPOBCPKH HAMYHSA U COCTOSHHS DJIEKTPOHHBIX AOKYMEHTOB H
O0Hapy>XeHHBIE B €€ XOJI¢ HEAOCTATKU (DUKCHPYIOTCA B aKTe€ MPOBEPKH HAHMYHA H
COCTOSIHHMSL DICKTPOHHEIX JOKYMEHTOB pa3leldbHO II0 OCHOBHBIM H  PalodHM
9K3EMILTIPaM MEKTPOHHBIX JOKYMEHTOB.

6.5.5 B cuydae, ecnd IpH NpoBepKe (H3UHECKOTO M TEXHUYECKOTO COCTOSHMSA
060cO0ICHHBIX MaTepUaTbHBIX HOCHTENEH 3IEeKTPOHHBIX IOKYMEHTOB, TEXHHUECKOTO
COCTOSHHS DICKTPOHHBIX JOKYMEHTOB BEBIABIEHBI HENOCTATKH, CAMOPETYIHpyeMas
OpraHU3aIHs IPOBOAUT MEPOIIPUATHSA 110 UX YCTPAHCHHUIO.

6.6 Pa3Melennie 3JeKTPOHHBIX JOKYMEHTOB B JJIEKTPOHHBIH apXHB
caMopery.JIupyemMoii opranusannu

6.6.1 OcHOBHOI M pabouMii cepBEpHI HIEKTPOHHOTO APXHUBA CAMOPETYIHPYeMO
OpraHU3alH{, OCHOBHBIE M pabouMe JK3eMIUIIPHl €IWHHI] XpaHEHHA Ha (H3UYECKH
000CO0ICHHBIX MaTePHATbHBIX HOCUTEIAX PEKOMEHIYETCS pa3MeINaTh Pa3aenbHo.

6.6.2 IIpn xpaHeHHM 3IEKTPOHHBIX AOKYMEHTOB Ha (H3m4ecKd 0GOCOOIICHHBIX
MaTepHANbHBIX HOCHTEIAX KaKABIH HOCHTENb JOIDKEH HMETh HerepMEeTHYHBIH
UHIUBUIYalbHBIN GyTAAp, MpPH 3TOM JOKHO OBITh WCKIIOMEHO CBOGOIHOE
nepeMelieHre HOCHTeNd BHYTPH QyTisipa.

6.6.3 OyTaapel ¢ puU3HIECKH 000COGIEHHBIMH MATEPHATBHBIMH HOCHTEIAMH
pasMemanTcs B OOKCax B CIELHAIHM3MPOBAHHBIX IIKadax, Ha IMONKaX CTeJUIakeH,
mxagoB. PaccTosHue MexIy GyTaipaMu D0KHO OBITH JOCTATOYHBIM AJIS TOTO, YTOOBI

HOCHTEIH MOKHO OBLIO CBOOOIHO ITOMEILATEL H 1OCTABaTh U3 GOKCa.
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6.6.4 TIpu pasmemeHnH GyTIAPOB ¢ PU3HUECKH 000COOICHHBIMH MaTEPHATHHBIMHA
HOCHTEIIMH B 0OKCax HEOOXOAHUMO pacHoiararb WX TakMM 0Opa3oM, YTOOBI OBLTH
BHIIHBI APXUBHBIE IHGDPHI €UHAL] XPAHSHHS.

6.7 OpraHusanus y4YeTa JJeKTPOHHBIX JOKYMCHTOB JeJ1  WICHOB
caMoperyIupyemMoii opraHu3anun

6.7.1 YdeTHOUW eAMHHMLEH SNEKTPOHHBIX JOKYMEHTOB B 3JIEKTPOHHOM apXuBe
CaMOperyIHPYyeMOi OPraHH3alUH SBIIETCS KOHTEHHEDP IMEKTPOHHOTO JOKYMEHTA.

6.72 Yuery momuexar BCE  XDaHAIIMECS B JJCKTPOHHOM  apXHBE
CaMOpPETYJIHPYEMOH OpraHU3allii 3NEKTPOHHBIE JOKYMEHTbI M OMMCH SJIEKTPOHHBIX
TOKYMEHTOB, JIel YWJICHOB CaMOPEryTHPYeMON OpraHu3aIiH.

6.7.3 Y4eT nupOH3BOAUTCS MYTEM MPHCBOCHHUS CIMHULIAM XPAHECHMS IIEKTPOHHBIX
IOKYMEHTOB YHETHBIX HOMEPOB, KOTODBIC SIBIISIFOTCS COCTABHOM YACTHIO HX apXHBHOTO
mudpa.

6.7.4 Tlpy XpaHEeHHH 3JEKTPOHHBIX JOKYMCHTOB Ha (HM3UYECKH 0060COGIICHHBIX
MaTepualbHbIX HOCHTEIAX apXWBHBIM mudp obo3HauaeTcsd Ha BKIajbime QyTispa
€IMHHIIBI XPAHEHHS! C LIe/IbI0 00SCIIeIeHNU e€ ydeTa U MICHTH(OHKANUM (LIPHIIOKEHHE
A). TIpn xpaHeHHHN TEKTPOHHBIX JOKYMEHTOB B MH(OPMAIIMOHHOM CHCTeMe apXHBHBIH
mu(p BKIIOIASTCS B METa1aHHBIE KOHTEHHEepa DIEKTPOHHOTO TOKyMEHTA.

6.7.5 Tlpu y4ere 3IEKTPOHHBIX TOKYMEHTOB B YYETHBIX OKYMEHTAX OTPAKAKOTCS
naHHbIe 00 00beMe KOHTeHHepa SIIEKTPOHHOTO TOKYMEHTa B MeTabaliTax, KOHTPOJIBHOH
CyMMe, TIONTBEpPKIAIOIIEH IeJOCTHOCTh KOHTEHHepa OJIEKTPOHHOTO Jefla UIICHA
CaMOpPEryIUPyeMOH OpPraHH3aIiu.

6.7.6 Omuch SMEKTPOHHBIX M€, NOKYMEHTOB SIBIISICTCS OCHOBHBIM IMEPBHYHBIM
YYETHBIM HOKYMEHTOM, TNpPHUMEHAEMBIM I y4eTa JIeKTPOHHBIX [OKYMEHTOB H
ANEKTPOHHBIX [/ YWICHOB CAaMOPETyINPyeMOi opranusanuu (puioxkeHue b).

6.7.7 B onucu Beaercss HNOSIUHUYHBIA y4YeT 3JIEKTPOHHBIX HOKYMEHTOB, MyTEM

3aKpCIUICHHUA 32  KaXAbIM  CaMOCTOSATC/IIBHOI'O  HOMEpaA. Enuaunet XpaHCHU:A
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SNIEKTPOHHBIX JAOKYMEHTOB YYHTHIBAIOTCA B OHNHCH B COOTBETCTBHH C HX
CHCTEMATH3aLHEH U CKBO3HOHN HyMepalHeH 3a MOPAIKOBEIMH YUeTHBIMH HOMEPaMH.

6.7.8 B KOHLE ONHCH 3JIEKTPOHHBIX M€, OKYMEHTOB O(OpMIISAETCH HTOroBas
3alKch, B KOTOPOH YKa3bIBA€TCA KOIMYESCTBO €NUHHUN XpaHeHHd (umbpamMu H
MPOMHUCHIV), 00HeM SAWHHL XPAHEHHUS SMEKTPOHHBIX IOKYyMEHTOB B Meradaiitax, obuee
KOJIMYECTBO CMHHIl XPaHEHHs (OCHOBHBIX / pPabOdHX) M HHBIE KONHMYECCTBEHHBIE
XapaKTEPUCTHKH MEKTPOHHBIX TOKYMEHTOB.

6.7.9 UroroBasi 3amuch MOAMHCHIBACTCS YCHUICHHOH  KBATH(HIMPOBAHHOH
ANIEKTPOHHOI MOAMHCHI0 CAMOPETYIHPYEMOH OPraHHW3alliH C MPOCTABICHHEM IITaMIIa
BPEMEHH.

6.7.10 OTBETCTBEHHBIE HCTIONHHUTEH CaMOPETyJIMPYEMOil  OpraHuzaluu IpH
MOATOTOBKE  DIEKTPOHHBIX JOKYMEHTOB K CAade B  OJJIEKTPOHHBIA  apXHB
CaMOpPEryJIHPYeMOH OpraHu3audd  OGOPMISIOT OMMCH JJICKTPOHHBIX JOKYMEHTOB,
KOTOpBIE CIy’KaT YYCTHHIMH NOKYMCHTAMH M OCHOBOW JUISI COCTABICHHS B apXHBE
COOTBETCTBYIOIIETO  pa3fella CBONHOM  ONHCH  DIEKTPOHHBIX A€ 4IICHOB
caMOperyaupyeMoll — opraHmsanuu. Peectp  ommcel  BemeTcsi B apxHBe
CaMOpPETyIUPyeMOH OpraHW3alvy B OOINEM TOPSIKE, YCTAHOBICHHOM IS BEACHHA
PEECTPOB OMHUCEH.

6.7.11 CBeneHus 0 eNMHUNAX XPaHEHMS 2JIEKTPOHHBIX TOKYMEHTOB OTPaKaloTCsA B
nene (OHDA caMOperyiIMpyeMoi opraHu3amuu. B cxeme cucremaTusanuu (hoHOA
JOKHA  OBITh  OTpakeHa  CHCTEMATH3allHsi  DIEKTPOHHBIX [l JICHOB
caMOperyIHpyeMOl OpraHu3aIHH.

6.7.12 B cocraB nena GpoHzma MOTYT OBITH BKITIOUEHBL!

6.7.12.1 paGoure HHCTPYKITHH TI0 paboTe ¢ IMEKTPOHHBIMH JOKYMEHTaMHU (POHIA,

6.7.12.2 aKkTBI, OTpaKaOIIHEe TEKyImlee MeCTO XPaHCHHS  AJICKTPOHHBIX
ZIOKYMEHTOB, ITPOBEPKU HAMWYUS M COCTOSHHUS DIIEKTPOHHBIX TOKYMEHTOB, ITPOBEPKU

(I)I/I3PI‘-ICCK01"O 1 TEXHUYCCKOIr0 COCTOAHUA JICKTPOHHBIX TOKYMCHTOB,
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6.7.12.3 aKTHI, (QUKCHPYIOLIHE HM3MEHEHHS B COCTaBe M 00beMe AIIEKTPOHHBIX
JOKYMEHTOB, B TOM YHCJIe O BBIJCICHHH K YHUITOXKECHHIO 3IEKTPOHHBIX TOKYMEHTOB,
HE TMOUISKAIIMX XPAaHEHWIO, O HEUCIPABUMBIX IOBPEKICHHAX OJIEKTPOHHBIX
JOKYMEHTOB, O TEXHHYECKMX OIMOKaX B YYETHBIX MOKYMEHTaX, O CO3IaHWU
JOTIOTHHUTEIEHOTO Padoduero AK3eMIUIIpa NMEKTPOHHBIX TOKYMEHTOB, O KOMHPOBAHHU
3NMEKTPOHHBIX JOKYMEHTOB; POBEACHHH MUIPALUH IEKTPOHHBIX JOKYMEHTOB;

6.7.12.4 akTbl  BBIABICHHMA  BPEAOHOCHBIX  KOMIIBIOTEPHBIX HpPOTPaMM B
SICKTPOHHBIX JOKYMEHTAX.

6.7.13 Bce mokymeHTHl B germe ()OHAA pPACIIONAralTCs B XPOHOIOTHHYECKOM
TIOCIICIOBATCIIFHOCTH.

6.7.14 Ha noxyMeHTHI fena (OHA COCTABIAETCS BHYTPEHHSS OMKUCh, JTUCTHI Jena
HyMepyIoTcs, K jmemy (oOHZa COCTaBISeTCA 3aBepuUTeNnbHas Haamuck. Ilo Mepe
MOTIOTHEHN (DOHMA 3aBEPUTEITbHAS HAIMUCh M BHYTPEHHSS OINCh MEPECOCTABIIIFOTCS.

6.8 CocraBiieHue u odopmileHHe ONHCeH 371eKTPOHHBIX JOKYMEHTOB

6.8.1 Onuck 2IEKTPOHHBIX JOKYMEHTOB SBIACTCA HEPBHYHBIM  YYETHBIM
JIOKYMEHTOM JUISl €OWHHAL] XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB.

6.82TIpu COCTaBJAEHHH OIIMCH DIEKTPOHHBIX IOKYMEHTOB COONIOAIOTCS
creaytolre TpeGoBaHUS:

6.8.2.1 3aroIOBKM 3IEKTPOHHBIX €]l BHOCATCS B OINUCh B COOTBETCTBHM C
OPUHATOM CXEMOM CHCTeMaTH3allid Ha OCHOBE HOMEHKIATYphl JeNl YICHOB
camMoperyMpyeMou OpraHu3aluy;

6.8.2.2 kax/blli  3ACKTPOHHBIA  JOKYMEHT  BHOCMTCS B ONMCh  MOI
CaMOCTOSTENFHBIM TIOPSAAKOBEIM HOMEPOM C YKa3aHHEM JaThl JOKYMEHTa, CpOKa
XpaHeHUs1, 00beMa B MeradaiiTax ¥ KOHTPOIBHOH CyMMBI.

6.8.3 OOBeKTOM ONWCaHUS B OMHCH INIEKTPOHHBIX JOKYMEHTOB CTPYKTYypPHOTO

MOAPA3ACTICHUA SABJIAIOTCA CAUHUILIBI XPAHCHHUA 3JICKTPOHHBIX JOKYMCHTOB.
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6.8.4 Enuaunsl XpaHEeHHs! SMEKTPOHHBIX IOKYMEHTOB, OTHOCAIIMECS K OJHOMY
Iy, COCTAaBISIOT B ONHCH OTACTBHBIA pa3fel, MMEIomui OoOmMii 3aroioBOK, B
KOTOPOM YKa3BIBAIOTCS:

6.8.4.1 HOMeD nena ueHa caMOPeryIupyeMOl OpraHu3alluy,

6.8.4.2 HaUMEHOBaHUE YJIEHA CAMOPETryIUPYEMOM OpraHU3alHH;

6.8.4.3 kpaiiHue 1aThl JOKYMEHTOB 1€73;

6.8.4.4 x0I1-BO JINCTOB JOKYMEHTOB JI€TIa.

6.8.5 OmmcarenpHas CTaThs €IWHUIBI XpaHEHWs BKITIOYAeT B ce0s CIeyroUIve
SIIEMEHTHI:

6.8.5.1 HOMep TOKyMEHTa 10 MOPAAKY B IIpeleIax pa3ena OnucH,

6.8.5.2 HaMMeHOBaHHUe TOKyMeHTa (BUI TOKYMEHTa, 3ar0JIOBOK K TEKCTY);

6.8.5.3 mara mOKyMeHTa,

6.8.5.4 06beM KOHTEHHEPA 3IEKTPOHHOTO TOKYMEHTa B MeTadaiTax;

6.8.5.6 KOHTPOIBbHAS CyMMa KOHTeHHepa IEKTPOHHOTO JOKYMEHTA.

6.9 B xoHme ommcu o(opMILETCSs HTOrOBas 3alllCh, B KOTOPOH YKa3bIBAeTCS
KOIMYECTBO CAMHHUIl XPAHEHHS SJIECKTPOHHBIX AOKYMEHTOB (LUH(ppPaMH U MPOMHCHIO);
o0t 00beM EIUHUL XPAaHEHNS, BKITIOUCHHBIX B OMHCH, B MeTabanTax.

6.10 K omucu MOKET COCTABISTHCS NMPEANUCIOBHE ¢ yKa3aHHeM HH()OPMaLMOHHOH
CHCTEMBI, M3 KOTOPOM WB3BICUEHHl 3JICKTPOHHBIC JIOKYMCHTBHI, INPOTrPaMMHOIO
obecrieueHns, €ro BepCHH W OPYIHX  TCXHOINOTHYCCKUX  XapaKTCPHCTHK

HH(QOPMALMOHHBIX CUCTEM.
7 Ucnosib30BaHue 3JIEKTPOHHBIX TOKYMEHTOB apXHBa
7.1 Joctynm mToONb30BaTeNed K OSMEKTPOHHBIM [OKYMEHTaM, B TOM YHCIE,

OTPaHWYEHHOTO [OCTYNa OCYIIECTBISIETCS C Y4eTOM TpeOOBaHUH, yCTaHOBICHHBIX

IEHCTBYIOIIMM 3aKOHOAATenbCcTBOM Poccuiickoit deaepauuu M COOTBETCTBYIOIIUMU
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HOPMATHBHBEIMU TIPABOBBIMH aKTaMH B TOPSIKE, YCTAHOBICHHOM CaMOpEryJIHpyeMoi
OpraHH3alue.

7.2 OCHOBHBIMH (hOpPMaMHU HCIONB30BAHHS ABIAIOTC:

7.2.1 nrbopMamoOHHOE oOecIedeHUe ONb30BaTeNel;

7.2.2 UCHONHEHHE 3aIPOCOB TONb30BATENEH;

7.2.3 co3maHue KOMHiH SIEKTPOHHBIX IOKYMEHTOB IO 3ampocaM (GH3HIECKHX H
FOPUANYECKHUX JINIT,

7.2.4 Bhiaya ONEKTPOHHBIX JOKYMEHTOB BO BPEMEHHOE IIONB30BaHHE B
CTPYKTYPHBIE OAPA3ACICHHS CAMOPETYIMPYEMO OpraHU3aliH 1 HHBIM JIHIIAM.

7.3 doctyn pykoBoauTeded W pabOTHHKOB CaMOPETYIHPYEMOH OpTaHW3alldH K
SIEKTPOHHBIM JOKYMCHTAM apXvBa NP HAIMYHH WH(POPMALMOHHOW CHCTEMBI MOMKET
OCYIIECTBIITECS  HEMOCPEACTBEHHO ¢  Pab0YMX MeCT B  COOTBCTCTBHH  C
YCTaHOBIEHHBIMH B  CaMOpPETYIHPYEMOH OpraHM3allii MOpaBaMH JOCTYHa K
TOKYMEHTAM.

7.4 DneKTpoHHBIE MOKYMEHTBI H3 OIIEKTPOHHOTO apXHBa CaMOpPeryIHpyeMoH
OpraHu3allii MOTYT NPENOCTAaB/ATECA N0 JIOKANbHOW CETH CaMOperyIHpyeMoi

OpTraHU3aIUH.

II p uMeudanne — B sTom Cirydae BEACTCs BHGKTPOHHLIﬁ )KypHBJ'[ Yy4a€Ta BbIIaYH SJICKTPOHHBIX
JOKYMEHTOB M3 apXUBa, B KOTOPOM (DHKCHPYETCsi: JlaTa BblAauH, (paMHIIMs, HHULKAIbI 3a1[POCHBLIETO
}:[OKyMeHT COpr,I[HWKa, Ha3BaHHUC C’l'pyKTypHOl“O IMOAPa3ACICHHSA, 3arojIOBOK H y'-leTHLIﬁ HOMEDP
BBIJAHHOIO JOKYMCIITA.

7.5 B caMoperymipyeMol OpraHu3alid MOXET OOeCTeYHBaThCA yOaJeHHBIN
IOCTYTI K 3JIEKTPOHHBIM JOKYMEHTaM JIEKTPOHHOTO apXHBa.

Ilpumeuvanme — Ilpu opraEmsammm yJAIEHHOrO JIOCTYNMa MO  HH(OPMAIHOHHO-
TeICeKOMMYHHKalHoHHOi ceTH «Murcpuer» obecrmeunBaercss HACHTH(GHKALKS 10J30BaTEIEH

CHCTEMBI H 3aLHTa OT HCCAHKLIHOHHPOBAHHOTO TOCTYIIA.
7.6 CamoperyiupyeMas  OpraHu3aius MOXKeT oOecmedyuBarh  JOCTYN K
QNIEKTPOHHBIM NOKYMEHTaM, OTKPBITBIM TSl MyOIHYHOTO DOCTYMA, Yepe3 CAlT B CETH

«HHTEepHeTY.
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8 OkcnepTN3a MEHHOCTH JIEKTPOHHBIX JOKYMEHTOB 3JICKTPOHHOIO

apXMBa CaMOpeEryJIMpyeMoii oprann3anuu

8.1 DkcmepTH3a LEHHOCTM 3JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO apXHBa
CaMOpPETryJIHPYEMOH OpraHHW3alliH TMPOBOJMTCS B COOTBCTCTBHH C TNPAaBHIAMH W
TpeOOBaHHUAMH, YCTAHOBJICHHBIMH 32KOHOAATENLCTBOM Poccuiickoit Penepaunu mmis
JIOKYMEHTOB Ha OyMa)KHOM HOCHMTENIC C Y4ETOM JOMOIHHTEIbHBIX TIPH3HAKOB:

8.1.1 mOMTHHHOCTD ANMEKTPOHHOTO JOKYMCHTA, HATMYHUE DICKTPOHHON MOAMHCH U
MOJIOXKUTENBFHOTO PE3yNIbTaTa €€ NPOBEPKH;

8.1.2 BO3MOXKHOCTh BOCHPOU3BEACHUS M 00pabOTKH HH(OPMALHH SIEKTPOHHBIX
ZIOKYMEHTOB 0€3 HCIIOMB30BAHHA OPUTHHAITBLHOTO MPOrPaMMHOTO 00eCTIeUeHuU S,

8.1.3 BO3MOXHOCTh O0CCHEYCHHS XPAaHCHUS, MPOBENCHHA TEXHOIOTHYECKHX
MHUTPAHH.

821Ilpu DNpOBEAECHUM DSKCIEPTU3bl LEHHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB B
nH(OPMAIIMOHHBIX CHCTEMaX CaMOPETYNNPYEMOH OpraHW3allHi OCYIIECTBISETCS:

82.1 oTOOp HCIONHEHHBIX  JJIEKTPOHHBIX  TOKYMEHTOB, BKJIIOYEHHBIX B
HH(GOPMAIMOHHYI0 CHCTEMY CaMOPETYIHPYyeMOH OpraHHW3alWH, IS IOATOTOBKH K
nepeznade B 3IEKTPOHHBIN apXUB,

8.2.2 npoBepka NPaBUILHOCTH (OPMUPOBAHHUS M CUCTEMATH3ALUH  EIMHHL
XpaHEeHUs 3AEKTPOHHBIX JOKYMEHTOB;

8.2.3 mpoBepka (haiaoB ¢ AMEKTPOHHBIMU JOKYMEHTAMH Ha HATMYHME BPEAOHOCHBIX
KOMMNBIOTEPHBIX IIPOTPaMM.

8.3 DneKTpOHHBIE MOKYMEHTHI (TIaKeThl JOKYMEHTOB) AOJDKHBI OBITH THOJITACAHBI
CaMOPETyIUPYeMOi OpraHU3aIlMel C HCIOIB30BAHHEM YCHICHHOW KBATH(DUIIMPOBAHHON
SIEKTPOHHOM MOATHCH (C IPOCTABICHHUEM IITAMITA BpeMeHH) [5].

IIpumeganus

1 Oltami BpeMcHH BKITIOYAETCS YROCTOBEPSIOIMM IHEHTPOM B YCHICHHYIO SJICKTPOHHYIO

TIOAMHUCH, UITH BO3MOKHO JOMOJIHHTEIIBHO BOCIIOJIB30BaTHCs CCPBHCOM CJIy)KGbI LITaMIloB BpCMCHH.
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2 Insg ROATrOBPEMEHHOrO0 XPAaHEHHsl SJIEKTPOHHBIX [IOKYMEHTOB, MOJIHCAHHBIX 3JICKTPOHHOH
HOAIHKCHIO, Heaecoo0pasHo uemoib3oBath cranaapt CMS Advanced Electronic Signatures (CAdES),
ommcanublii B RFC 5126, 8 wactroctn dopmaret CAJES X Long Type IT u CAJES-A, koropbie npH
(OpMHPOBAHHM DBICKTPOHHOW MOANMHCH O0eCne4yuBalOT cOOp M XpaHCHHE BCCX HEOOXOIHMBIX
IOKa3aTeNbCTB MOMIMHHOCTH JJICKTPOHHOH MOANMHCH (LIETMOYKa CepTH(HKATOB, IITAMIIBI BPEMEHH,
JaHHBIC O CTATyCe CCPTU(HKATA), HCIIOIB3YIOLIMUXCS TIPH €€ MPOBEPKE.

8.4 Nndopmarst B DNEKTPOHHOM  (opMe, TOANHMCAHHAS  yCHJICHHOM
KBATU(UIMPOBAHHOW  DJEKTPOHHOM  TONNUCHIO,  TPU3HACTCI  DIEKTPOHHBIM
JIOKYMEHTOM, PaBHO3HAYHBIM JIOKYMEHTY Ha OyMaKHOM HOCHTEIC, MOANMMCAHHOMY
COOCTBEHHOPYYHOM TIOJIMUCKIO.

Ipumeganne - CepTudpukaT KIOYa TNPOBCPKH DICKTPOHHOH MOMIHCH SBISIETCS
OeHCTBUTEIBHBIM 110 CMBICIY craThi 11 3akoHa 00 3JICKTPOHHOM IOJIIMCH, MOKAa HE JIOKA3aHO MHOE.
J1a TOATBEPXKACHUE JOCTOBEPHOCTH KBAIM(ULMPOBAHHOH 3JICKTPOHHON moaimcH (ceprudukara)
3aKOHOAATE/ILCTBOM IIPEAyCMOTPeHO oOpamieHue Jnoboro JimMma B YIOCTOBEPSIOIIMH LEHTP 3a
HOIy4EHUEM BBIIMHCKH M3 PEecTpa KBAIH(HIMPOBAHHBIX CCPTH(HHKATOB B JIIOOOC BpeMsi B TCUCHHE
CpPOKa HAEATCIIBHOCTH 3TOTO  yhocToBepsiomero meHrpa.[6], [7] B cayyae smkBHzammw
YIIOCTOBEPSIONIEr0 LIEHTpa peecTp nepenaercss MHHHCTEPCTBY CBS3H H MacCCOBBIX KOMMYHHKALIMii
Poccuiickoit  Depmepaiiu, KOTOpPOe ABIACTCA  TAaKXKe  JIEpiKaTelNeM  peecTpa  BBIIAHHBIX

YILOCTOBEPSIIOLINM [EHTPaM KBaM(HLHPOBAHHEIX CepTH(HHKATOB.

8.5 YcuneHHas — KBanM(UUUPOBAHHAs  JJEKTPOHHAs  MOANMUCH  JOJ/DKHA
COOTBETCTBOBATH MyHKTaM 5.3.7 u 5.3.8, a Takke CIeAyIONMM YCIOBHAM:

8.5.1 xBanmuuHpOBaHHBII CepTH(PHUKAT CO3JaH M BBIAAH AKKPEAHTOBAHHBIM
YIOCTOBEPSIOLINM LEHTPOM, aKKPEIHTALHs KOTOPOro AEHCTBUTENbHA Ha I€HD BBIAAYH
YKa3aHHOTO CepTH(HKATA,

8.5.2 xBanuuuMpoBaHHbBIH cepTHHUKAT ACHCTBHTENICH HA MOMEHT MOAMHCAHHA
IEKTPOHHOTO NOKyMEHTa (MpH HAIWYMH JOCTOBEPHOM HMH(MOpMamuuM O MOMEHTe
HOAMUCAHUSA MEKTPOHHOTO JOKYMEHTA),

8.5.3 umeercs MONOKHUTENBHBIH pe3yabTaT MPOBEPKU NMPHHAAICKHOCTH BIAACIBILY

KBATM(UIUPOBAHHOTO CepTH(UKATA KBATH(HULHUPOBAHHOHW SNEKTPOHHOM MOIMMUCH, C
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MOMOLIBI0 KOTOPOH MOAMHCAH 3JIEKTPOHHBIH JOKYMEHT, U MOATBEPKIEHO OTCYTCTBHE
HW3MEHEHHI, BHECEHHBIX B 3TOT JOKYMEHT IIOCIIE €0 MOMIHCAHHS.

8.5.4 kBanupUUUPOBaHHAs OJEKTPOHHAS TOANKMCH WCHOJB3YETCS C  YYETOM
OrpaHMYeHHH, COOEPXKAIMXCd B  KBAIM(GUIHMPOBAaHHOM  cepTH(HUKaTEe JHIA,
MOAMKCHIBAIOILETO IEKTPOHHBIH JOKYMEHT (€C/IM TaKue OrPaHHYCHHS YCTAHOBIICHBI).

8.6 Ioamucanue SNEKTPOHHBIX NOKYMEHTOB YCHWJICHHOW KBATH(HIHUPOBAHHOMW

9NEKTPOHHOHN MOANUCHIO MPOU3BOAUTCSA B COOTBETCTBHH C MyHKTaMH 5.3.9 u 5.3.10.

9 IlpencraBiiecHHe JAOKYMEHTOB, HH(pOPpMANINH MO  3ampocy
cy0bEeKTOB, MMEOIIUM MPABO HA HANPABJICHHE 3alPOCOB B MOPAIKeE,

YCTaHOBJIEHHOM 3aK0HOAATeabCcTBOM Poccniickoil @eaepannu

9.1 CamoperynupyeMass ~ OpraHu3allisd  MpeACTaBIsieT  HHPOPMAIHIO MO
IMCBMEHHOMY 3aIpocy JIHI, UMEIOIUX IPaBO HA HAMPABICHHE 3allPOCOB B MOPSIKE,
YCTaHOBJICHHOM 3aKOHOZATeNnbCTBOM Poccuiickoit @eneparym.

9.2 loxyMeHThl, MHGOpMAaIMd HampaBisgeTcs Ha OyMaKHOM WM, B CIyd4ae
HaJIM9Hs DIICKTPOHHOTO JOKYMEHTOO0O0POTA C 3aNpaIINBAIOIUM HH()OPMAIHIO JTHIIOM,
SICKTPOHHOM HOCHTENE. OIICKTPOHHBIC JOKYMCHTHI TOAMHICHIBAIOTCS —YCHICHHOH
KBAUTH(QUIIMPOBAHHONH  AJIEKTPOHHOM  TMOAMKHCBIO  WCIOJHHTENBHOIO  OpraHa
caMoOperyIupyeMoll opraHm3anui B cooTBercTBHM ¢ DenepambHEIM 3aKkoHOM «O0
SIICKTPOHHOM HOIIHCHY.

9.3 BymaxHas KOIHUS NIEKTPOHHOTO IOKYMEHTA BBIJACTCA CaMOPETYINPYEMOH
OpraHu3aIiiell Ha OCHOBAHWM pEIICHHWA WCIOTHHTENFHOTO OpraHa U 3aBepsercs
OTTHCKOM mTaMma «Komms 31eKTpoHHOTo TOKyMEHTa BepHay (WK COOCTBEHHOPYIHON
3aIHCBI0 C TEKCTOM) W COOCTBEHHOPYYHOHM IIOJNHCHI0 JMHIA, YIIOJIHOMOYEHHOT'O
3aBEPATH JOKYMCHTHI OT UMEHH CaMOPETYIHPYeMOH OpraHH3allud C PacIIH(ppOBKOH

(i)aMI/I.]'II/II/I 1 JOJZKHOCTHU U YKA3aHUEM NaThl 3aBEPCHUSA.
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Npumeganue — IlpennpusaTHs, Y4IpexICHHS H OPraHW3ANMHM MOTYT BEIJABATH KOIHH
HMEIOIUXCA Y HUX JOKYMEHTOB, HCXOIAIIMX OT APYTHX IPEANPHATHI, YIPSKICHUN U OpPraHu3aluii,
OT KOTOPBIX MOTYYHTh HEMOCPEACTBEHHO KOMHMHM 3THX JOKYMEHTOB 3aTPyIHHTEIBHO MIIH HEBO3MOKHO.
Ha xommm ykas3pIBacTCA faTa €€ BBIJAYM M JeTacTCd OTMETKA O TOM, YTO MOIMHHEBIN JOKyMCHT
HAXOIHTCS B CAMOPETYIHPYCMOi opranm3ammy [8].

9.4 OTBETCTBEHHBIN HCIOMHUTENb HECET MEPCOHANBHYK) OTBETCTBEHHOCTH 32
UIEHTUYHOCTh HMH(OpManuu B OyMa)KHOM KOIHMH 3IIEKTPOHHOTO JOKYMEHTa H €€
3IIEKTPOHHOM OPUTHHAIIE, A TAKKE 32 CO31aHHe OYMaXKHOW KOIMHHU JOKYMEHTA.

9.5 Jluctel MHOTOCTPAaHUYHBIX OyMaKHBIX KOMHUH 9SIEKTPOHHBIX JIOKYMEHTOB
IOIKHBI ~ OBITb ~ TPOHYMEpPOBAHBI,  JAOMYyCKAaeTcs  OpOLIIOPOBAaHME  JIUCTOB
MHOTOCTPAHUYHBIX JOKYMEHTOB, WX MPOIIMBKA U 3aBE€pPEHHE COPOLIIOPOBAHHOIO
IOKYMEHTa Ha 000pOTe NOCIEIHErO TUCTA

9.6 DneKTpoHHBIE MOKYMEHTbl apXuBa MOIYT BbIAABaThCA MO 3alpocaM Ha
duzndeckn 000COONEHHBIX MaTepUabHBIX HOCHUTENAX B BHIE KONMHM pabouero

IK3CMILIAPA JICKTPOHHBLIX JOKYMCHTOB.
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IIpnioxenne A

(pexoMeHIyEMOE)

I[Ipumep PpoHTATLHOrO BKIAABIIIA (PU3NYECKH 000C00JIEHHOTO

MATCPHAJBHOI'0O HOCUTEJ/IA, XPAHUMOTO B 3JICKTPOHHOM apxXuBe

Acconmanus «CPO»
COKpAILIEHHOE HAa3BaHUE

OpraHU3alHH

KoHTpOALHEIH KOMHTET

CTPYKTYPHOE MOIPa3NeICHHs

OpraHu3anun

O0beM IEKTPOHHOTO Aena, MO:

KonTtponsHas cymma:
Jlata 3amucu:

OrpaHuueHHe TOCTyma:

000 «Crpouteap»

COKPAIICHHOC HAa3BaHUE

giaena CPO

000542

peecTpoBBI HOMED Hea

Pabounii
CTaTyC K3eMILTIpa

HOCHUTCIIA

323

OF15D
13.02.2018 r.

Her orpannvuennit
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Ipnaoxenue b

(pexomeHTyemMoe)

IIpumep onmucH aeia YieHa CAMOPETYJINPYeMoii OpraHu3anum,

XPaHNMOTO B 3JIEKTPOHHOM apXuBe

HaumenoBanue opranusanuy HanmeHOBaHHE CTPYKTYPHOTO MOApa3AeIeHns ™

OIIUCH Ne__
€INHHUII XpaHCHM 3JICKTPOHHBIX JOKYMCHTOB
OK3eMILIAp
(ocrosnou, paboyuii)
HaumenoBanue
Ne RloKymeHTa (i1 Jara Cpok O6bem | KoHTpombHas
/i AoKymena, JOKYMEHTA | XpaHCHMs (M6) cymMMa Tpumeuarme
3ar0JI0BOK K
TEKCTY)
1 2 3 4 5 6 7
Hemo Ne
(unodexc dena) (3azon080k dena)
Komn-so
aThI
JHCTOB
B HAaHHYK OTIUCh BHECEHO!
ex. Xp.
(yugppamu u nponucwio)
3NIEKTPOHHBIX TOKYMEHTOB C Ne o Ne
OO6uImti 06beM M6.
PyxoBoautens cTpyKTypHOTO
IOJpa3AeIeHHS
noonuce pacuugpposka noonucu
HaTta « » 20 r.
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Bubanorpagus

OenepannHblil 3aK0H 0T 06.04.2011 Ne 63-@3 «O6 21eKTPOHHOHN MOIITHUCH»
Oenepanbuplii  3akoH oT  27.07.2006 Ne 149-®3 «O0 wuHpOpMammy,
HMH(OPMAIMOHHBIX TEXHOIOTHAX U O 3alUTe HHOOPMALIHI)

ITpuxas Pockomuansopa ot 01.02.2012 Ne 61 «O6 yrBepxaennn MHCTpYKINH
o nenonpousBoactBy B denepansHoil ciyxbe mo Haz3opy B chepe cBs3W,
MH(OPMAIIMOHHBIX TEXHOIOTHH X MacCOBBIX KOMMYHHKAIIHH»

®enepanbublil 3akoH 0T 29.12.2004 Ne 190-®3 «I'panocTpoUTeNbHBIN KOTEKC
Poccutickoii ®eneparpn

Mertonuueckuil 10KyMeHT. «Mepsl 3alUTHl UHGOPMAIMK B TOCYIAPCTBEHHBIX
urpopMannoHHEIX cucteMaxy (yIB. @CTOK Pocenn 11.02.2014)

IIpukaz Munkomcazu Poccuu ot 22.08.2017 Ne 436 «OO6 yrBepx)neHHH
IMopsiaka (GOpPMHUPOBAHHA H BEIEHHUS PEECTPOB BBIIAHHBIX aKKPEIHTOBAHHBIMH
YROCTOBEPAIOIMMH LEHTPaMH KBaIH(HUIHPOBAHHBIX CEPTU(PUKATOB KIIFOUEH
TIPOBEPKH 3IEKTPOHHOHN MOMMHCH, a TakKe NMPENOCTABICHHA HH(POPMAIUH H3
TaKHUX PEECTPOB)

ITpuka3 MunkomcBsasu Poccun ot 14.08.2017 Ne 416 «O6 yrtBepkaeHHH
IMopsiaka nepenadu peecTpoB BBIIaHHBIX aKKpeTUTOBaHHBIMH
YIOCTOBEPSIOIMMH LEHTPAMH KBATH(QUIHUPOBAHHBIX CEPTU(PHUKATOB KIIFOYEH
[IPOBEPKU IEKTPOHHOH MOANMNCH U MHOU MH(pOpMaIH B (eaepaabHbIH Opran
HCIHOJHUTENBHOH BJACTH, YIOJNHOMOYEHHBIH B cdepe HCHOIb30BaHHU
SNEKTPOHHOM  MOANMCH, B  Cly4ae  MPEKpameHHs  AeATENBHOCTH
aKKPEANTOBAHHOIO yOCTOBEPAIOMIETO IEHTPA»

Vkas [Ipesnauyma BC CCCP ot 04.08.1983 Ne 9779-X «O mopsiake BoIIa4H U
CBUZIETENILCTBOBAHMS IPENPUATHAMH, YUPSKICHHSIMH M OPraHH3alUsIMH

KOITHH JOKYMECHTOB, KaCalOUIUXCA IPaB I'paxkiaan»
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[9]

[10]

[11]

I'OCT P 54989-2012
(ISO/TR 18492:2005)

«HarmoHanbHbII CTaHOApT Poccuiickoi
®enepanun.  OOecredeHHe  TONTOBPEMEHHON
COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOBY» (VIB. H
BBeleH B aeiictBue Ilpmkasom Poccrampapra ot

17.09.2012 Ne 325-ct)

ITpukaz ®CTIK Poccun ot 18.02.2013 Ne 21 «O06 yrBepxaenun CocraBa u

CONCPKAaHMA OPraHu3alMOHHBIX MW TEXHHUYCCKHUX MCEp IO obecrneYeHHIO

6€30MacCHOCTH IEPCOHANBHBIX JAHHBIX MPH HX 00paboTke B MHOOPMALMOHHBIX

CHCTEMAX MEPCOHATBHBIX JAHHBIX)

T'OCT P 54471-2011
/ISO/TR 15801:2009

«Hammonanbrblii crannapt Poccuiickoil deneparum.
CucreMbl  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTA.
VYnpasneHue JIOKYMEHTALHEH. Hudopmanws,
COXpaHsieMasi B JEKTPOHHOM Bune. PexoMeHnaumu
o OBECTICYEHHIO JOCTOBEPHOCTH H HA/ECKHOCTH)
(yrB. 1 BBeneH B aeiicreue IIpukasom Poccranmapra

or 18.10.2011 Ne 466-cT)
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OKC 01.120

Kmouesbie cioBa: cucTrema craHaaptusaumy, HampmoHanbHoe — 00BeaUHEHHE

CTPOHUTEIICH, XpaHEHHE ] YICHOB CAMOPETYIHPYEMBIX OpraHU3aIui

Mzpanue ouipaibsHoe

PexoMenganus mo CTaHAApTHU3ANH

Xpanenne gea 4ieHoB CPO B dopme 31eKTPOHHOI0 J0KyMeHTa (MaKeTa 3J1eKTPOHHBIX
JOKYMEeHTOB), noanucanHoro CPO ¢ ncnosp3oBaHneM ycHI1eHHOM
KBATH(ULIHMPOBAHHOI 3JIeKTPOHHOIT NoAINCH
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Opuzunan-maxem noozomoenen
H30amenvcko-nonuzpaguueckum npeonpusmuem Q00 «Bymascruky
125475, e. Mockea, 3enenozpadckas yn., 0. 31, xopn. 3, ogh. 203,
men..: 8 (495) 971-05-24, 8-910-496-79-46
e-mail: info@buml990.ru
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