CPO AC MPCA

Accouuauuns cTpouTenemn
MEXPEMTMOHCTPOMANBSAHC

YTBEPKJIEHO

IIpaBnennem CaMoperynupyemMoi opraHu3aluu
Accolmanuu CTpouTesen
«MeXperuoHCTpONaIbsIHC)»

[Tpotokon Ne 126 ot «27» HosiOpst 2018 T.

IHoJi0:keHue 0 MOPsSIAKeE
XpaHeHus e wieHoB CamoperyJiupyemMoil Opranu3anuu
Accounanum crpoutesieil «MeKperuoHCTPOaIbAHC)
B (popMe 3IEKTPOHHOI0 JOKYMEHTA (IMAKeTA 3JIEKTPOHHBIX I0KYMEH-
TOB), NOANUCAHHOI0 CAMOPEryJIMPYyeMOil OPraHu3anyel ¢ NCIoJIb30BaHUEM
YCHJICHHOM KBAJIM(PUIUPOBAHHON 3JICKTPOHHOM MOANMCH

r. Mocksa, 2018r.




2

1. O0mue mMoJI0KEeHU S

1.1. Hacrosmee Ilonoxenue o nopsiake xpanenus aen wieHoB B CPO AC «Mexperu-
OHCTpOHaIbsIHC» (manmee — Accornuanus) pa3paboTaHO B COOTBETCTBUU ¢ ' pamocTpounTers-
HbIM KoziekcoM Poccuiickoit ®denepanuu, PenepalbHbIM 3aKOHOM «O caMOpETryIUpyeMbIX
opranmzarusax» Ne 315-d3 ot 01 gexadbpst 2007 roma, denepaibHBIM 3aKOHOM OT 6 amperst
2011 roma Ne 63-®3 «O0 >neKTpoHHOH moanucuy, degeparbHbIM 3aKOHOM OT 22 OKTAOpPS
2004 roma Ne 12-®3 «O6 apxuBHOM fene B Poccuiickoit denepanun» 1 MHBIMUA 3aKOHOJ1a-
TEJIbHBIMA M HOPMATUBHBIMH aKTaMH, JCUCTBYIOLUIMMH B 00JaCTH XpaHEHUS JOKYMEHTOB
CaMOpPETYJIMPYEMON OPraHHU3aLNH.

1.2. Hacrosmiee noyiokeHne yCcTaHaBIMBAET IIPABUJIa XPAaHEHUsI JIEJl YWIEHOB CaMOpery-
JUPYEMON OpraHMu3aluu B (hopMe 3JIEKTPOHHOIO JOKYMEHTA (TaKeTa JIEKTPOHHBIX TOKYMEH-
TOB), IOJIUCAHHOTO CaMOPETYIMPYEMON OpraHu3allMed C HCIIOJIIb30BAHUEM YCUJIEHHOMU
KBAJM(ULIUPOBAHHON 3JEKTPOHHOW IMOANUCH, NPEACTABIECHUS IOKYMEHTOB, HMH(pOpMaluu
10 3arpocy JIML, UMEIOIIMUX MPaBO HA HAIPABIEHUE 3aIIPOCOB B IOPSJIKE, YCTaHOBICHHOM
JIEUCTBYIOLIUM 3aKOHOAATENBCTBOM Poccuiickoit @eaepanuu.

2. TepMuHbI U onpeaeIeHUsE

B HacrosmeM Mosio)KeHUHM NPUMEHEHBI CIEAYIOINE TEPMUHBI C COOTBETCTBYIOLIUMU
oTpeeNeHUsIMU:

2.1 apxuBHBIii ¢aiina - 3To crienuanTbHbIM 00pa3oM OpraHU30BaHHBIN (aiis, conepixa-
muil B ce0e OAMH WJIM HECKOJbKO (hailyioB B CKATOM WIIM HEC)KATOM BHJIE M CIIYKEOHYIO
uHpopmanuio 00 nMeHax (paiiiaoB, JaTe ¥ BPEMEHU UX CO3/aHUS WIM MOJU(HUKAINU, pa3Me-
pax u T. 1., IpeHa3HaYeHHBIN JJI1 XpaHEHHs! JIEKTPOHHBIX JTOKYMEHTOB (TaKeTa 3JIeKTPOH-
HBIX JOKYMEHTOB), IPEJOCTABICHHBIX YWIEHAMH CAMOPETYIMPYEMON OpraHU3aluy;

2.2. ayTEHTUYHOCTDH 3JIEKTPOHHBIX JOKYMEHTOB - MPHU3HAK HAJAECKHOCTU MH(pOpMa-
IIUH, KOTOpasi He ObUIa MCKaKe€Ha, M3MEHEHA WM Kak-TUOO MHAye MCIOpYEHA C TeUCHHEM
BpPEMEHH.

2.3 6e3onacHocTh MHGOpManuu (3JeKTPOHHOIO APXMBA) - 3ALIUILIEHHOCTh UHGOP-
MaIiH, coJepKalleiics B ANEKTPOHHOM apXMBE) OT €€ MepexBaTa, yTeUKU MO0 TEXHUYECKUM
U UHBIM KaHajaM, MOAW(UKaLuHU, OJOKMPOBAHUS, YHUUTOXXKEHHUS, HECAHKIIMOHUPOBAHHOTO
JOCTYyTa K HEH, a TakXkKe 3alIMIIEHHOCTh TEXHUUECKHUX U MPOrpPaMMHBIX CpeJICTB cOopa, oOpa-
OOTKM, HAKOIUIEHUS, XpaHEHMs, IOUCKAa M Tmepenauyd HH(popManuu, WHGOPMAIMOHHBIX
U TEJIEKOMMYHHUKAIMOHHBIX CHUCTEM OT HapylieHHs uX (YHKIMOHUPOBAHMS WM OT BHIBOJA
UX U3 CTPOSL.

2.4 MHAEKCHPOBaHUE - TIPOIIECC TTPOCTABIICHUS YCIOBHBIX 0003HAYCHHW M COCTaBlie-
HUS yKa3aTelnel, CryKalux A1 YIpOIIeHUs T0CTya K JOKYMEeHTaM | (WIn) HH(OpMAIIHH.

2.5 KOHBePTHPOBaHUE (3JIEKTPOHHBIX JOKYMEHTOB), KOHBepTAUA (3JTEKTPOHHBIX
AOKYMEHTOB) - TpPOLIECC NEPEMEUICHUS 3JEKTPOHHBIX JOKYMEHTOB C OJHOIO HOCHUTEIS
Ha JAPYrod WK U3 OAHOTO popMarta B IPYyTroil.

2.6 MeTaJaHHBbIE - JaHHbIE, ONMCHIBAIOIINE KOHTEKCT, COJIEpPKaHUE, CTPYKTYpPY AOKY-
MEHTOB, 00ecIeurBaroIIie YIpaBleHUue TOKYMEHTaMH B 3JIEKTPOHHOM apXHUBE.

2.7 HocuTeJab MH(OPMALUM - MAaTEPUATIEHBINA O00BEKT, IPEJHA3HAYCHHBIHN A1 3aKper-
JIeHUs1, XpaHeHHs (M BOCIIPOM3BEICHHUS) PEUCBOM, 3BYKOBOW HIIM M300pa3uTeIbHON HH(pOpMa-
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2.8. maKeT JJIEKTPOHHBIX JOKYMEHTOB - HECKOJIBKO CBS3aHHBIX MEXIY COOOM 3JieK-
TPOHHBIX JOKYMEHTOB. [Ipy moamnucaHuy >3JIEKTPOHHOM MOJNMUCBHIO MAKETa 3JIEKTPOHHBIX
JOKYMEHTOB K&XXIbI M3 3JIEKTPOHHBIX JOKYMEHTOB, BXOJSIIMX B 3TOT MaKeT, CUMTAETCS
HOJINUCAHHBIM JIEKTPOHHON MOANKCHIO TOTO BUJA, KOTOPOH MOJANUCAH MAKET 3JEKTPOHHBIX
JTIOKYMEHTOB.

2.9. Cayx06a mramnoB Bpemenn (Time Stamping Authority - TSA) - noBepeHHbIi
CYyOBEKT AJIEKTPOHHOTO apXH1Ba, 00IaJAI0NINIl TOYHBIM U HAaJEKHBIM HCTOYHUKOM BpEMEHHU U
OKa3bIBAIOLINI YCIIYTH 110 CO3/IaHUIO LITAMIIOB BPEMEHH.



2.10.  ¥YcuieHHass KBAJIU(UUUPOBAHHAS IEKTPOHHAS MOANMMUCH - AJIEKTPOHHAS
HOJMKCh, KOTOpas MOJIydeHa B pe3yibTaTe Kpunrorpaduyeckoro nmpeodbpasoBanus nHpopma-
I[UU C UCIIOJIb30BaHUEM KJIOUa 3JIEKTPOHHOM MOJIUCH; MTO3BOJISIET ONPEASIUTD JIUIIO, TOAIHU-
caBIlIee JICKTPOHHBIN IOKYMEHT; IT03BOJIIET OOHAPYXHUTH (DAKT BHECEHHUS N3MEHEHH B 3JIEK-
TPOHHBIN JOKYMEHT IIOCJIE MOMEHTA €ro MOIMUCAHUS; CO3[AeTCs C UCIOIb30BaHUEM CPEIICTB
AIIEKTPOHHOM TMOAIMCH; KII0Y MPOBEPKH AJICKTPOHHOHM MOAMUCH yKa3aH B KBaIM(UIMPOBaH-
HOM cepTuduKare; A1 CO3JaHUS U MPOBEPKHU AIEKTPOHHOU MOIMKUCH HCIOIB3YIOTCS Cpell-
CTBa 3JICKTPOHHOH MOIMKCH, UMEIOIIUE TOATBEP)KICHHE COOTBETCTBUS TPEOOBAHUSAM, yCTa-
HOBJIEHHBIM B COOTBETCTBUHU ¢ DeiepaibHbIM 3aKOHOM «O0 371eKTPOHHON MOANUCH Y, a TAKKE
LITaMIl BpEMEHH.

2.11.  ¢ona moab30BaHMs IJTEKTPOHHOI0 APXHBA - COBOKYITHOCTh pa00O4HMX KOIHMA
JIEKTPOHHBIX TOKYMEHTOB, BBIIIOJHEHHBIX Ha PAa3JINYHBIX MaTEpUATIbHBIX HOCUTENSIX U MPE-
HA3HAYCHHBIX JJIS1 UCIIOJIb30BAaHUS B LIEJIAX 00ECIeUYeHUs] COXPAaHHOCTH OCHOBHOT'O SK3EMILISA-
pa 3JIEKTPOHHBIX JOKYMEHTOB.

2.12. mTaMn BpeMeHH - J3JEKTPOHHBIM JTOKYMEHT, MOIINWUCAHHBIN 3JIEKTPOHHON
HOJNKCHI0, KOTOPBIM CITy0a INTaMIIOB BPEMEHHU YAOCTOBEPSET, YTO B YKA3aHHBI MOMEHT
BpPEMEHH €il ObUIO MPEIOCTaBIECHO 3HAYCHHUE XAII-(QYHKIUU OT APYroro JAOKyMEHTa, aHajor
JaThl HAa MOJAMUCBHIBAEMOM JIOKYMEHTE, MOATBEP:KIAIOMIMNA, YTO cepTU(UKAT IEKTPOHHOMH
MOJMUCH ObUT EHCTBUTENEH HA MOMEHT MONUCAHUS TOKYMEHTA.

2.13.  3JIeKTPOHHBII apXuB CaMOpPeryJMpyemMoil OpraHu3aliu - [POrPaMMHO-
anmapaTHbIf KOMIUIEKC, OOECIeYMBAIOIUN CTPYKTYPUPOBAHHOE XPAHEHUE BJIEKTPOHHBIX
JIOKYMEHTOB, COCTaBJISIFOIIMX J€J1a YWIEHOB CAMOPETYJINPYEMOI OpraHu3aliy, B 3JIEKTPOHHOM
BUJIE.

2.14.  3JIeKTPOHHBII JOKYMEHT - JOKyMEHTHPOBaHHAs WH(pOpMAIHs, PEICTaBICH-
Hasi B DJEKTPOHHON Qopme, TO €CTh B BHJAE, HNPUTOJHOM JUIsl BOCHPHUSTHS YEIOBEKOM
C HCIIOJIb30BAHMEM DJIEKTPOHHBIX BBIUYMCIMUTEIBHBIX MAIIMH, a TaKXke i Mepefadd Io
WH()OPMAITMOHHO-TEIEKOMMYHUKAITMOHHBIM CETSAM WJIM 00paboTKH B HWHGOPMAITMOHHBIX
cucTeMax, MOJIMUCAHHAs KBATU(UIMPOBAHHOW 3JEKTPOHHOW IOAMUCHI0 WM JIOKYMEHT,
CO3JIaHHBIN B AJIEKTPOHHOU (popMme Oe3 MpeaBapuTeIHLHOTO JOKYMEHTHPOBAaHUS Ha OyMaKHOM
HOCHUTEJIE, MOAMMCAHHBIN YCUICHHON KBATU(UIIMPOBAHHON JIEKTPOHHON TOAMUCHIO.

2.15. 3JIEKTPOHHBIN 00pa3 JOKYMEHTA - 3JEKTPOHHAs KOMHUS JOKYMEHTa, W3TO-
TOBJICHHOTO Ha OyMa)XHOM HOCHTEJE, MEPEBEICHHAs B 3JCKTPOHHYIO (OpPMY C MOMOIIBIO
CPEICTB CKAHUPOBAHUSI.

3. Cocras Jes1a 4jieHa caMoOperyJupyeMou Opranu3auuu

3.1 CamoperynupyemMasi opraHu3anusi B OTHOIIEHUU KaXJOro JIMIA, IPUHIATOrO B 4Jle-
Hbl CaMOPETYJINPYEMOI OpraHM3allK, BEAET JEI0 WIEHAa CaMOPEryJIupyeMO OpraHu3aluy,
COCTaBJISIOLIEE AJICKTPOHHBIN apxuB. B cocTaB Takoro jena BXOJIAT:

3.1.1. 3asBnIEHUE O MpUEME;

3.1.2. aHKeTa KaHAUJATa B YJIEHBI CAMOPETYJIUPYEMON OpraHU3aluu;

3.1.3. 00s3aTenbCTBO WieHa O COONIIOJCHUH TPeOOBaHUI caMOperynIupyeMoil opraHu-
3alluu;

3.1.4. cornamenue o KOHQUIACHINAIBHOCTH, 3aKIIOYCHHOE MEX]y YWICHOM CaMOpery-
JMPYEMOUN OpraHu3aly U CaMOPETyJIUPYEMON OpraHU3aIuen;

3.1.5. nmoroBop cTpaxoBaHMs TPaKIAHCKOM OTBETCTBEHHOCTH YJIEHA CaMOpEryjIupye-
MOM opraHuzaluu 3a NPUYMHEHHE BpeAa BCIEACTBHE HEIOCTAaTKOB PabOT MO JIOroBOpam
CTPOUTENIBHOTO MOJPsAA, 110 AOrOBOpaM MOAPsia Ha OCYLIECTBIEHUE CHOCA, 3aKIOYEHHBIM
C 3aCTpOMIMKOM, TEXHMYECKUM 3aKa34MKOM, JIMIIOM, OTBETCTBEHHBIM 3a JKCIUTyaTallHIO
3/1aHUSA, COOPYXKEHUS, WIH PErMOHAIbHBIM OINEPATOPOM, a TAKXKE IUIATEKHbIE JOKYMEHTHI,
MOJTBEP K IAIOIIUE OIUIaTy CTPaxoBOil MpeMuu;
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3.1.6. xomusi CBHAETENBCTBA O TOCYIAPCTBEHHOW PErUCTpPallMM WHIUMBHIYaJTbHOTO
IpeIPUHUMATENS WIH FOPUIAIECKOTO JIUIA, KOMHH YIPEIUTEIbHBIX TOKYyMEHTOB (IS FOpH-
JUYECKOro JIUIla), HaJJIe)KaluM o0pa3oM 3aBEpEHHBIN MepeBo/l Ha PYCCKUN SA3BIK IOKYMEH-
TOB O TOCYJIapCTBEHHOW PETUCTPALIMHU IOPUIMYECKOIO JIMIIA B COOTBETCTBUH C 3aKOHOAATEIIb-
CTBOM COOTBETCTBYIOIIETO rocyAapcTBa (1711 MHOCTPAHHOTO IOPUANYECKOTO JIUIA);

3.1.7.xonuu JOKYMEHTOB, MOATBEPKIAIOIIMX HATUYUE Y UHIAUBUIYAIBHOTO MpPEANpHU-
HUMATeJ I I0PUIUYECKOro JIMIA CIIEeHHUaIiCTOB, CBEIEHUSI O KOTOPhIX BHeCeHbI B Harmo-
HAIBHBIN PEeCTp CHEIUAINCTOB B 00JIACTH CTPOUTEIHCTRA,;

3.1.8. KOmMHM TOKYMEHTOB, MOATBEPKIAIONIUX HAJIUYUE y CHEHUAINUCTOB, CBEICHUS
0 KOTOpPBIX BHECEHbI B HalMoHaIbHBIA peecTp CHEHHATUCTOB B O0JIACTH CTPOUTEIHCTBA
JIOJDKHOCTHBIX O00S3aHHOCTEH, MPEeTyCMOTPEHHBIX I 'pamocTpouTenbHbIM KoAekcoM Poccuii-
ckou Penepanuy,

3.1.9. komuM AOKYMEHTOB, MOJATBEPKAAIOIIUX COOTBETCTBHE CHEHUAIHUCTOB YIICHA
CaMOpPETYJIHUPYEeMON OpTraHu3aluKi KBATU(UKANUOHHBIM CTaHIAPTaM CaMOpPETyIUPyeMOit
OpraHHU3aIuy;

3.1.10. komuu IOKyMEHTOB, YCTaHaBJIMBAIOIIMUX MOPSAAOK OPraHU3ALMK U IPOBEACHUS
KOHTpPOJISI KauecTBa BBIMOJIHAEMbIX PaOOT (AJi YJICHOB CaMOPETyIHpPYyeMOW OpraHU3alluH,
OCYIIECTBIISIONIUX CTPOUTEIHCTBO, PEKOHCTPYKIIUIO M KAITUTAILHBIA PEMOHT 0CO00 OIACHBIX,
TEXHUUYECKU CIOXKHBIX U YHUKAIBbHBIX 00OBbEKTOB);

3.1.11. xomuu nAULEH3UH, HEOOXOIUMBIX JJISi OCYIIECTBICHUS! CTPOUTEIHHOMN JesITeNb-
HOCTU;

3.1.12. komuu MOKYMEHTOB 00 yriate B3HOCA (B3HOCOB) B KOMIICHCAITMOHHBIN (HOH
(komMTIeHCAITMOHHBIE (POH]IBI) CAMOPETYIUPYEMON OpraHu3alIiy;

3.1.13. NOKyMEHTBI, NMpEACTABICHHBIE [JIsl BHECEHUS W3MEHEHHUH B DPEECTP UJICHOB
caMOpEeryIUpyeMOol OpraHHu3aliu, JOOPOBOJIBHOIO BhIXO/A YWIEHA CAaMOPETYIUPYEMOM opra-
HU3AIUU U3 CAMOPETYJIMPYEMOM OpraHu3aluy;

3.1.14. N1OKyMEHTHI O pe3yibTaTax OCYIIECTBICHHS CAMOPETYJIUPYEMON OpraHu3aluei
KOHTPOJIA 32 IeATeIbHOCTBIO YJeHa TaKON OpraHu3alluy;

3.1.15. MOKyMEHTHI 0 Mepax JUCHUIUIMHAPHOTO BO3JECUCTBUSA, IPUHATHIX CAMOPETYJIH-
pyeMOl opraHu3anueld B OTHOLICHUH WIEHA TaKOW OpraHu3aluy;

3.1.16. wHBIE TOKYMEHTHI B COOTBETCTBHH C PEIICHUEM CaMOPETYJINPYEMON OpraHu3a-
[IUU JTUOO TIPE/ICTABICHHBIC YWJICHOM CaMOPETYIHPYyeMON OpraHu3aIiu.

3.2. B otHOomenun unenos, npuHAThIX 10 01.07.2017r., B cocTaB nena 4wieHa
CaMOPETYJIMPYEMOU OpraHU3alUN TAKKe BXOJIST:

3.2.1. JIOKyMEHTHI, IPEJICTaBICHHbIE JIs BbIJAUH CBUJETENILCTBA O JOIyCKe K pado-
TaM, KOTOpBIE OKAa3hIBAIOT BIUSHUE Ha 0€30MacCHOCTh OOBEKTOB KAMHUTAIHHOTO CTPOUTENh-
CTBa;

3.2.2. JNOKYMEHTBI, TPEACTABICHHbIC ISl BHECEHUS HW3MEHEHUU B CBUJIETEILCTBO
0 JOIyCKE K OMNpENCIICHHOMY BUAY WM BHAAM pPabOT, KOTOpbIE OKa3bIBAIOT BIMSHUE Ha
0€30MacHOCTh OOBEKTOB KAMUTAIBHOTO CTPOUTEILCTBA, JIJIsl MPUOCTAHOBJICHHUS, BO30OHOBIIE-
HUS, IPEKpaIleHus JeiCTBUS JaHHOTO CBUIETEIbCTBA.

3.2.3. uHBIE TOKYMEHTHI B COOTBETCTBUU C PELIEHUEM CaMOPETYJINPYEMOIl OpraHu3a-
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3.3. HMcnonHUTENbHBIM OPraHOM CaMOPETYJIUPYEMOM OpraHu3aluu ONpPeaesoTCs
CTPYKTYpHbIE TOJpAa3AeIeHUs] CaMOPETYJIUPYEeMON OpraHU3aluH, YINOJIHOMOYEHHbIE Ha
co3manue (ainos, mepeaady JOKyMEHTOB B 3JIEKTPOHHBIN apXuB, (OPMUPOBAHUE DIIEKTPOH-
HOTO apXuBa, padOTy € JOKYMEHTaMH AJIEKTPOHHOIO apXuBa, B TOM 4YHcie (OopMHUpOBaHUE
U 3aBepeHHe OyMa)KHOW KOMUHU JJIEKTPOHHOIO JIOKYMEHTa, OOECIeUeHUs TOCTOBEPHOCTHU
3IEKTPOHHBIX JOKYMEHTOB, pa3MEUICHHBIX M BBOJAMMBIX B 3JIEKTPOHHBIN apXuB, oOecreueHme
paboThI, a TaKKe 0E30MaCHOCTH JIEKTPOHHOTO apXHUBa.



4. IIpuem u 00padoTKa TOKYMEHTOB, NOCTYNMBIIUX B CAMOPEryJIHPYeMYI0
OPraHM3aNuI0 Ha OYMa:KHOM HocHuTeJe U (WIN) B (popMe 3JIEKTPOHHOIO TOKYMEHTAa
(maxkeTa 3JIeKTPOHHBIX JOKYMEHTOB)

4.1. Ilopsizok mepeBoJa HOKYMEHTOB, M3rOTOBJEHHBIX Ha OyMasKHOM HOCHUTeJIe,
B 3JIEKTPOHHbIE JOKYMEHTbI

4.1.1 DnexTpOoHHBINA 00pa3 TOKYMEHTa CO3/Ia€TCs C TTIOMOIIBIO CPEJICTB CKAHUPOBAHUSI.

4.1.2 CxaHupoBaHHE TOKYMEHTa Ha OyMa)XKHOM HOCHTENE JIOJIKHO IPOU3BOAMUTHCS
B MacmTaoe 1:1 B yepHO-0€10M MO0 B IIBETHOM HCIIOJTHEHUHU.

4.1.3. Ilpu cxkaHMpPOBAaHUU PEKOMEHAYETCS OOECIeYMBaTh pa3pelIieHHe HE MEHee
200 Toyek Ha AOWM, HO HE MPEBBIIATH pa3Mep, YCTAHOBICHHBIN M.4.2.2, a TaK)Ke COXpaHe-
HHUE BCEX PEKBU3UTOB U ayTEHTUYHBIX NMPU3HAKOB MOMAJIUHHOCTH, B TOM UYHUCIIE TpapuuecKon
MOJIMKUCH JIULIA, TIeYaTH ¥ YIJI0BOrO HITamina OaHKa, IPU ero HaJTu4HU.

4.1.4. OTBETCTBEHHbIM HCIIOJIHUTENIEM, Ha3HAYEHHBIM MCIOJHUTEIBHBIM OpPraHOM
CaMOPETYJIMPYEMOI OpraHu3aIluy, B IPOrPaMMHOM 00€CIIEUeHUH CO3JACTCs apXUBHBIN (haiii
JIOKYMEHTA C 3aroJIHeHHEeM He00X0AuMoi HHpOopMaLnu.

4.1.5. B pasnmen apxuBHBINH ¢aiia JOKyMEeHTa B TPOrPaMMHOM OOECTICUCHHH
OTBETCTBEHHBIM HMCIIOJHHUTENb 3arpyXaeT 3JIeKTPOHHBIA 00pa3 JOKyMEHTa, IMpeABapUTEIbHO
CBEpsis €r0 C OPUTHHAIIOM U (WJIH) HAJIeKAIlE 3aBEPEHHON KOTTHEH.

4.1.6. Ilpu ycTaHOBICHUM UJCHTUYHOCTH 3JEKTPOHHOTO 00pa3a JOKYMEHTa C OpUTH-
HaJIOM/HaJJIeXkallle 3aBepEeHHON OTBETCTBEHHBIM MCIOJHUTEINb MOANUCHIBAET €T0 YCUICHHON
KBaJTM(HUIUPOBAHHON JICKTPOHHOM MOAMUCHIO B COOTBETCTBUU € T 4.3.8 HACTOSILErO MoJIo-
KEHUSI.

4.1.7. Camoperynupyemasi OpraHu3alus BIpaBe CBUACTEIbCTBOBATh BEPHOCTh KOIUM
JIOKYMEHTOB, MPEIOCTABJICHHBIX €€ WIEHaMHU Ha OCHOBAaHUHM HOPMBbI, 3aKPEIJIEHHOW B YKaze
[Ipesnguyma BC CCCP ot 04.08.1983 Ne 9779-X, KOTOpOI yCTaHOBIJIEHO, UTO MPEAIPUATHS,
YUpEXKJIEHUS U OpraHu3ally 0053aHbl CBHJIETEIHCTBOBATH BEPHOCTh KOMUM JIOKYMEHTOB,
HEOOXOIUMBIX JIs MPEICTABICHUS TPKIaHAMH B OTH MPEANPUATUS, YIPESIKICHUS, OPTaHU-
3alliH, €CJIM 3aKOHOAATENbCTBOM HE MPEIyCMOTPEHO MPEACTaBICHHEe KOMUN TaKUX JOKYMEH-
TOB, 3aCBUAECTEILCTBOBAHHBIX B HOTAPUAJILHOM IMOPSAIKE.

4.1.8. BBon monyueHHBIX Wi CPOPMUPOBAHHBIX SJIEKTPOHHBIX O0pPA30B JOKY-
MEHTOB U 3JICKTPOHHBIX JIOKYMEHTOB B 3JIEKTPOHHBIM apXUB JOJKHO BBIITOJHSITHCS OTBET-
CTBEHHBIMU HCIIOJIHUTENISMU B CPOK He Ooisiee 7 paboymx JHEH C JaThl MOJyYEHUs TaKHUX
JIOKYMEHTOB.

4.1.9.  OTBETCTBEHHBIC UCIIOJHUTEIIN NIPHU PabOTE C FIECKTPOHHBIM aPXUBOM OOS3aHBI
cobmoaTh TpeOoBaHuUs 3aKOHOAaTenbcTBa Poccuiickoit deneparyu 0 3amuTe NEpCOHATb-
HBIX JaHHBIX.

4.2. ®opmaTsbl (PalJI0B, IJIEKTPOHHbIE HOCUTEU, TPeOOBAHUA K PYHKIIHO-
HAJIbHBIM XapaKTEePUCTHKAM JIEKTPOHHOI0 apXUBa

4.2.1. ®aiin 37eKTPOHHOro0 0Opa3a AOKYMEHTa JOJDKEH ObITh B (popMare apXHUBHOTO
xpanenust PDF/DOC/JPG.

4.2.2 Pazmep (haiina 371eKTpOHHOTO 00pa3a He JT0JLKEH IpeBbimarh 30 MerabauT.

4.2.3 DNeKTpOHHBI 00pa3 JOKyMEHTa JOJDKEH COJepKaTh B ceO€ BCE PEKBU3HUTHI
U ayTeHTUYHbIC NPU3HAKU TOUIMHHOCTH: rpaduyeckas MOANUCH JIMIA, M€YaTh, YIIIOBOH
mTamn OJ1aHka (MpU HaJTUIHH ).

4.2.4 Kaxxaplil OTIeNbHBINA 3JIEKTPOHHBIA 00pa3 JOKYMEHTa JTOJKEH OBITh Mpe/ICTaBlIeH
B BHJIE OTAENBHOTrO (haiiia ¢ HAMMEHOBAHUEM, MTO3BOJISIIOIINM UACHTU(DULIUPOBATH 3JIEKTPOH-
HBII 00pa3 JOKYMEHTa M KOJIMYECTBO JIUCTOB B HEM.

4.2.5 OyHKIMOHATBHBIC XapaKTEPUCTUKU JIEKTPOHHOTO apXHBa B IPOrpaMMHOM 0bec-
NIEUYEHUH JTOJDKHBI TPEJOCTABIATH MOIB30BATEISIM CIEAYIOUINE BO3MOKHOCTH:



- TIOUCK JOKYMEHTOB I10 Pa3JIMYHBIM PEKBU3UTAM U 3HAUYCHUSIM;

- yCTaHOBKa KOHTpO.HBHI:IX CpOKOB Ha I[OKyMeHTI:I;

-OTKPBITHE ICKTPOHHBIX 00Pa30B JOKYMEHTOB CTaHIAPTHBIMHU CPEJICTBAMM;

- BBIBOJI Ha OyMaXHBI HOCHUTEIIb;

- (hopMupOBaHUE CTATUCTUYECKON, U JPYrOd OTYETHOCTH O COCTOSIHHH DJIEKTPOHHOTO
apXuBa;

- pa3rpaHUYeHHUE TIPaB AOCTyNa K JOKYMEHTaM AJICKTPOHHOTO apXHBa;

- HEBO3MOXXHOCTh yJIaJICHHsI paHee 3arpyKEHHBIX 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB;

- HEBO3MOJXKHOCTb YyJIaJICHUSI M 3aMEHBI JJICKTPOHHOH IMOJIUCH B paHee 3arpyKeHHBIX
DJIEKTPOHHBIX 00pa3zax JOKYMEHTOB;

4.2.6. ®aiinel W NaHHBIC, COJIEPKAIIUECS B JJICKTPOHHOM JOKYMEHTE (TIaKeTe 3JIeK-
TpOHHBIX I[OKYMGHTOB) HC TOJI’)KHBI GBITB 3allIUIICHBI OT KOHI/IpOBaHI/IH " 11¢uaTu BHCKTpOHHO-
ro o0Opa3a, He TIOJDKHBI COJIEP)KaTh MHTEPAKTUBHBIE U MYJIbTUMEIUHHBIE DJIEMEHTHI, BHEPEH-
HBIE CLIEHApUU Ha A3bIKe JavaScript Wi I00BIX IPYTUX S3BIKAX MPOrPaMMHPOBAHUS.

4.3. IIpenocraBiieHne JOKYMEHTOB 4I€HAMH CAMOPeryJIHupyeMoi OpraHu3alun
B 3JIECKTPOHHOM BH[€

4.3.1. YneHsl caMOperyaupyeMon OpraHu3aiui MOTyT MOJaBaTh JOKYMEHTHI B JJICK-
TPOHHOM BHJE, C 00SI3aTENILHBIM HCIOJIb30BAHUEM YCHUJICHHOW KBATM(DUIIMPOBAHHON DIICK-
TPOHHOW TOMANUCH JAaHHOW opraHu3anuu. [Ipw MCHoNb30BaHWUW YCHUIICHHOW KBaTH(PHUIIAPO-
BaHHOW JJIEKTPOHHOW TIOAMUCH JEHCTBUTEIHLHOCTh CepPTH(PHUKATA MOXXHO TOJATBEPIUTH
BBIMICKOM M3 peecTpa BBIIAHHBIX KBAJIW(DUIMPOBAHHBIX CEPTU(MUKATOB KIIOUYEH MPOBEPKU
AJIEKTPOHHOU MOATHUCH.

4.3.2. ®opmat u pazMep ¢aiiioB, HAPaABIIEMbIX YWICHOM CaMOPETYIHPYEMO OpTraHH-
3al[UU ONPEJEISAETCS B COOTBETCTBUU C 1. 4.2. HACTOSAILETO MOJIO0KEHHUS.

4.3.3. DNEKTPOHHBIN JOKYMEHT MOXET CO3/IaBaThCsl B AJICKTPOHHOU (hopMe Oe3 mpeBa-
PUTENBHOTO JOKYMEHTHPOBAHUS HA OyMa)KHOM HOCHUTEIIE.

4.3.4. @aiin 3asBJIEHUS, ITOJABAEMOr0 B CAMOPETYIMPYEMYIO OPraHU3ALMIO TOJKEH
ob1Th B hopmate PDF/DOC/JPG ¢ BO3MOKHOCTBIO KOMTMPOBAHUS TEKCTA.

4.3.5. ®aitnbl JOKYMEHTOB, MPUJIAraéMbIX K 3agBJICHUIO B CAMOPETYJIUPYEMYIO OpraHu-
3aIMI0, MPEACTABISIOTCS B TOM (opMaTe, B KOTOPOM OHH MOAMKUCAHBI 3JIEKTPOHHOU MOIITH-
CBIO.

4.3.6. Daiinbl JOKYMEHTOB, IIPUIATa€MbIX K 3asBJICHUIO B CAMOPETYJINPYEMYIO OpPIaHU-
3allI0, MOTYT OBIThH MPEICTABJICHBI B CIEAYIOMUX opMaTax:

- PDF, RTF, DOC, DOCX, XLS, XLSX, ODT - majist JOKyMEHTOB C TEKCTOBBIM COJIEp-
JKaHUEM;

- PDF, JPEG (JPG), PNG, TIFF - anst 1OKyMEHTOB ¢ TpaUueCcKUM COJIepP>KaHHEM.

4.3.7.  DneKTpoHHas MOANUCH, UCIOJIb3yeMas JJIsl MOAMKUCH JIEKTPOHHBIX JOKYMEH-
TOB, JOJDKHA COOTBETCTBOBATH TPEOOBAHUAM YCUJICHHOHN KBaTU(HUIIMPOBAHHON 3IIEKTPOHHOM
MOAMKCH, TPU €€ CO3JaHWU JOJDKEeH wucnonb3oBatbes ¢opmar PKCS#7 (Public-Key
Cryptography Standard#7, o6mee onmcanue cranmpapta PKCS#7, onmyOnukoBaHHOTO B Kade-
ctrBe  RFC (Request for Comments) c¢ Homepom 2315, nmoctymHO 10 ajapecy
http://tools.ietf.org/html/rfc2315) 6e3 BKIrOUEHUS MOANUCHIBAEMBIX TAHHBIX.

4.3.8. DNekTpoHHas TOJNUCH JIOJDKHA OBITh OTCOCIWHEHHOW U  COACPIKATHCS
B OTJIeTbHOM (haiie.

4.3.9. Ilpu noanmucaHuu AOKYMEHTA HECKOJIBKUMH JIUIAMHM Ka)KJas >SJECKTPOHHAas
MOJIMUCH JOJKHA CONIEPIKATHCS B OTIICIBHOM (haiine.

4.3.10. DNeKTpOHHBIN JOKYMEHT JIOJDKEH OBITh MOJIMCAaH YCHJICHHOW KBaTU(UIIMPO-
BAHHOM 3JIEKTPOHHOM MONUCKHIO JHUIA, KOTOPOE YKa3aHO B TEKCTE AJEKTPOHHOTO JOKYMEHTa
KaK JIMLO, ero noanucasmee. He nomyckaercs NpuHATHE W XPAaHEHHUE AJIEKTPOHHBIX JIOKY-



MEHTOB, MOJIHCAHHBIX 3JIEKTPOHHOIN MOJMKUCHIO JIMIA, KOTOPOE HE yKa3aHO B TEKCTE 3JIEK-
TPOHHOTO IOKYMEHTa KaK JIHII0, €ro MOANICcaBIIEe.

4.3.11. IIpu noay4eHUU FIEKTPOHHOrO JTOKYMEHTA YiI€HA CaMOPEryJIMPYEMOM OpraHu-
3al[U¥ WM KaHJIMJATOM Ha BCTYIUICHHE B WICHBI CAMOPETYIMPYEMON OpraHHU3aluu, MOAIHN-
CaHHOTO C HUCITOJIb30BAaHWEM YCHUJIEHHOW KBaTu(UIIMPOBAHHOW SJEKTPOHHOW MOMIMMCH, TIPO-
BCPACTCA MOMJIMHHOCTDH BHGKTpOHHOﬁ noanucCy M IIOJTHOMOYHUA JIMIlA, IIOANMCABIICIO 3JICK-
TPOHHBIN TOKYMEHT (TaKeT 3JEKTPOHHBIX JOKYMEHTOB).

5. XpaHeHue JOKYMEHTOB, IPeJ0CTABJICHHBIX B CAMOPEryJHpPYeMYI0 Opra-
HHM3AIHI0 HA OyMaKHOM HOcuTe e U (1J1H) B (popMe JIEKTPOHHOI0 JOKYMEHTA
(maxkeTra 3JIeKTPOHHBIX TOKYMEHTOB)

5.1. [ToaroroBKa JIEKTPOHHBIX JOKYMEHTOB K Iepeaade B 3JEeKTPOHHbI apXuB
caMoOperyJupyeMoii OpraHu3anmnu

5.1.1. DneKkTpoHHBIE JeNia MEPEAAtOTCs B AJIEKTPOHHBIM apXUB CaMOPETyJIUpPyEeMON Op-
raHU3aly B YIOPSA0YEHHOM COCTOSIHUH 110 OMHUCSIM 3JIEKTPOHHBIX IOKYMEHTOB.

5.1.2. B nporiecce NOATOTOBKU 3JEKTPOHHBIX JOKYMEHTOB K MEpeaade B AJICKTPOHHBIN
apXHUB CaMOPETYJIUPYEMOM OpraHU3aluu OCYIIECTBISETCS:

5.1.2.1. mepeBoa OyMaKHBIX JIOKYMEHTOB B JJICKTPOHHBIE JOKYMEHTHI B (popmare ap-
XUBHOT'O XpaHECHMUS;

5.1.2.2. BKJIFOUYEHHE JICKTPOHHBIX JIOKYMEHTOB B (hOopMaTe apXWBHOT'O XPAaHEHHUS B KOH-
TEeUHEPHI NIEKTPOHHBIX JJOKYMEHTOB;

5.1.2.3. BO3MOXHOCTh (POPMUPOBAHUS OMTUCEN JIEKTPOHHBIX TOKYMEHTOB.

5.1.3. B KoHTeliHEp 3JEKTPOHHOIO JOKYMEHTA, MOJUIEXKAIIEro Iepeade B AJIEKTPOH-
HBIM apXUB CAMOPETYJIMPYEMOM OpraHU3aliK, BKIFOYAIOTCS:

5.1.3.1. ¢aiin 3MeKTpOHHOTO JOKYMEHTA B (popMaTe apXMBHOTO XPaHEHMUS,

5.1.3.2. daitnpl npustoKeHU TOKyMeHTa B (opMaTe apXMBHOTO XpaHEHUs, €CIM OHHU
UMEIOTCS U HE BKIIIOYEHBI B (Daill OCHOBHOT'O 3JIEKTPOHHOT'O IOKYMEHTA;

5.1.3.3. ¢aiiiasl 3IEeKTPOHHBIX TOIITHACEH;

5.1.3.4. daiinel TPOBEPKU SICKTPOHHBIX MOMAMUCEH, MOATBEPIKIAIONIUE MOIIOKUTEIh-
HBIM Pe3yJIbTaT MPOBEPKHU AJIEKTPOHHOU MOJIHUCH;

5.1.4. Ilpu npueme 3JIEKTPOHHOTO J€Jia B JIEKTPOHHBIN apXUB CaMOPETYIUPYEMOM Op-
raHU3aluu Mo HHPOPMAITMOHHO-TEIEKOMMYHHUKAIIMOHHOM CETH B CUCTEME apX1Ba:

5.1.5. mpoBoauTCcs MPOBEpPKA 3IEKTPOHHBIX JOKYMEHTOB Ha HAaJIM4M€ BPEIOHOCHBIX
KOMITBIOTEPHBIX IPOrPAMM;

5.1.6. ocyuecTBIsIETCS TPOBEPKA BOCIIPOM3BOJUMOCTH NIEKTPOHHBIX JTOKYMEHTOB.

5.2. Ilepenaya 1OKYMEHTOB B 3JICKTPOHHBIN apXUB caMOperyJupyeMoit
OpraHu3anuu

5.2.1. TlepeBol [OKYMEHTOB, MOJAHHBIX B CaMOPETYJIHPYEMYIO OpraHU3aIHUIO0
Ha OyMa)XHOM HOCHUTEIE€ U COCTaBISIONIMX OyMaXHBIH apXUB CaMOPETYIHPYEeMOM
OpraHM3aIH, OCYILECTBISETCS MO3TAalHO B COOTBETCTBUU C aKTaMHU HCIOJHUTEIBHOTO
opraHa caMOpEeTryJIHpyeMOil OpraHu3aluiu.

5.2.2. B 2neKTpOHHBIN apXUB CaMOPETYJUPYEMOW OpPraHU3alMHU SJIEKTPOHHBIE IOKY-
MCHTBI MOT'YT IOCTYIIATb:

5.2.2.1. u3 uHGOPMAIMOHHBIX CUCTEM CaMOPETYJIIMPYEMOM OpraHu3aIliy U pa3MenlaTh-
Cs1 JUTsl XpaHEHHsI HA OCHOBHOM U pabodeM cepBepax.

5.2.3. DJEKTPOHHBIM apXWB CaMOPETYJIUPYEMOM OpraHWU3alMK BKJIIOYAeT B ceOs
UH(POPMALIMOHHYIO CHUCTEMY, OOECICUMBAIOLIYIO0 YIPABICHUE APXUBHBIMU 3JIEKTPOHHBIMU
JOKYMEHTaMH, W/MIU 00ecreyrMBaeT MECTO Ui XpaHEHHUS 3JIEKTPOHHBIX JTOKYMEHTOB
Ha CEpPBEPHOM U KOMMYHHUKAITMOHHOM 00OPY/IOBaHHH.



5.2.4. DneKTpOHHBIE AOKYMEHTHI, MOJJICKAIIUE XPAHECHUIO, MEPEIAIOTC B AJIEKTPOH-
HBIIl apXUB CaMOPETYJIUPYEMOIl OpraHU3aluy B YIOPSAIOYCHHOM COCTOSIHUM B BUJIE KOHTEH-
HEPOB, 00ECTIEUNBAIOIINX 1IEIOCTHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

B ciayuae u3aMeHeHus mporpaMMHO-aNnnapaTHON Cpe/ibl, MTOBPEXKIEHUSI HOCUTEIS C MPO-
IPaMMHBIM 00€CIeYeHHEM 3JIEKTPOHHOTO apXHBa CaMOPETYIMPYEMON OpraHu3allH MpOou3-
BOJUTCSI MUTPALIMS SJIEKTPOHHBIX JJOKYMEHTOB Ha HOBbIE HOCUTEIIH.

5.2.5. Tlpu nepenaye KOHTEHHEPOB JIEKTPOHHBIX JTOKYMEHTOB B JJICKTPOHHBIN apXWB
CaMOPETYIHPYEMON OpPTaHU3AIUU BBIMTOIHSIIOTCS CIEAYIOIINEe OCHOBHBIE MPOLIEAYPBI pabOThHI
C DJIEKTPOHHBIMU JOKYMEHTaMHU:

5.2.5.1. popmupoBaHue B MEKTPOHHOM apXHUBE CAMOPETYIUPYEMOU OpraHU3aIui KOH-
TEWHEPOB AIEKTPOHHBIX IOKYMEHTOB;

5.2.5.2. nmepenaya KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB B CHCTEMY JOKYMEHTOB
JJIEKTPOHHOTO  apXuBa  CAMOPETYJIMPYEMOl  OopraHu3aluyd 10  HHQPOPMAIHOHHO-
TEJICKOMMYHUKALUOHHOU CETH;

5.2.5.3. mpoBepKa 3JIEKTPOHHBIX JTOKYMEHTOB Ha HaJW4YU€ BPEIOHOCHBIX KOMIIBIOTEP-
HBIX IIPOrpamMM (BUPYCOB);

5.2.5.4. npoBepka BOCIPOU3BOJUMOCTH JIEKTPOHHBIX IOKYMEHTOB;

5.2.6. [Ins omepaTuBHOrO AOCTyNa K 3JIEKTPOHHBIM JOKYMEHTaM B CIPABOYHBIX U I10-
MCKOBBIX LIEJSAX, JIEKTPOHHBIA apXHUB CaMOPETYJIMPYEMOM OpraHU3alMyd MOXKET IpeaycMar-
pUBaTh AOMOJHUTENBHBIN (POH]] TOIB30BAHUS JIEKTPOHHBIX JOKYMEHTOB.

5.3. Opranuszanus XpaHeHUsl 3JIeKTPOHHBIX IOKYMEHTOB B 3JIeKTPOHHOM
apxXuBe caMoperyJupyemMoii opraHu3anuu

5.3.1. PabGouwnii 3K3eMIUIAp AJIEKTPOHHOTO apXHMBa XPAHUTCS HA KECTKOM JHCKE, B TOM
yucie ¢ ucnoiab3oBanrueM RAID-maccuBoB.

5.3.2. DIEeKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B DJIIEKTPOHHOM apXHBE B COOT-
BETCTBUM C HOMEHKJIATypOH J1e]1 YJIE€HOB CaMOPEryIMPyEMON OpraHUu3allui U UHAEKCUPYIOTCS
B TIOpAJIKE, YCTAHOBJIEHHOM B OTHOIICHUH €] WICHOB CaMOPETyJIHpPYyEMOM OpraHu3anuu,
c(hOpPMHUPOBAHHBIX U3 IOKYMEHTOB Ha OYMakKHOM HOCHUTEIIE.

5.3.3. CucreMaru3anus 31€KTPOHHBIX JOKYMEHTOB M UX UHAEKCAIUS B COOTBETCTBUH
C HOMEHKJIATYpPOil JieNl YICHOB caMOperyIupyeMoi opranus3anuu, popMupoBaHre KOHTEHHE-
POB 3JEKTPOHHBIX JTOKYMEHTOB [JUISl NIEPEAAUy JIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHBIN ap-
XHMB CaMOpPETyJIUPYyeMOil OpraHu3aluy OCYLIECTBISIOTCS B COOTBETCTBYIOIIUX MH(OpMALH-
OHHBIX CUCTEMAX.

5.3.4. KoHTeliHep 37IeKTPOHHOTO TOKYMEHTa MPEACTaBIsET COO0M Zip-apXuB.

5.3.5. B KoHTEHHEep 3JAEKTPOHHOTO JOKYMEHTA BKIIOYAIOTCS:

5.3.5.1. 3NEeKTPOHHBIN JOKYMEHT B (popMaTe apXUBHOTO XPaHEHHUS;

5.3.5.2. MeTagaHHbIE JOKYMEHTA, BKJIFOYAs 3JIEKTPOHHBIE MMOJIIHUCH.

5.3.6. Ilpu nepenaue KOHTEHHEPOB AJIEKTPOHHBIX IOKYMEHTOB B 3JIEKTPOHHBIN apXUB
CaMOpEryIupyeMol OpraHu3alui Mo HH()OPMALMOHHO-TEIEKOMMYHHKAIMOHHONW CETH CO-
JEPKUMOE KOHTEHHEpA 3JIEKTPOHHOTO JOKYMEHTA BKJIIOYAETCS B CUCTEMY 3JIEKTPOHHOIO ap-
XMBA CAMOPETYIMPYEMOM OpraHM3alMy M Pa3MENIaeTCsl Ha CEpBEPE, BBICTyINAs B KAaYECTBE
OCHOBHOT0 3K3EMILISIPA AIEKTPOHHOTO JOKYMEHTA.

5.3.7. B cucreme 3J€KTPOHHOTO apXHWBa CaMOPETYJIUPYEMOW OpraHu3anuu GpopmMu-
pytoTcsi paboure 3K3eMIUIAPHI (KOMHMH) 3JEKTPOHHBIX TOKYMEHTOB, KOTOPBIE pa3MeIaloTcs
Ha cepBepe pabounx KOMUH.

5.3.8.  KoHTeliHephl 31EKTPOHHBIX TOKYMEHTOB MOTYT NIEPENaBaThCS B 3JIEKTPOHHBIN
apXHB CaMOpPEryJUpPyeMON OpraHu3aluu.

5.3.9.  OcHOBHOW 3K3EMILISp apXuBa 3JIEKTPOHHBIX JOKYMEHTOB SIBJISETCS ITaJIOH-
HBIM SK3EMIUISIPOM U HCIIOJIB3YETCS B MCKIIOUHUTENBHBIX CIIydasX, a TakKKe I CO3JaHus
Komuii pabouero SK3eMIUIApa B3aMEH HCIOPYEHHOTO WJIM YTPauyeHHOro pabodero
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sk3emIuIgpa. Pabouuil SK3eMIUISIp 3JEKTPOHHBIX JIOKYMEHTOB B JJIEKTPOHHOM apXuBe
CaMOPETYJIHPYEMON OPTaHHU3aIUH SBISETCS IK3EMIUISIPOM, C KOTOPOTO MPH HEOOXOAMMOCTH
U3TOTABIMBAIOTCA KOIMHU DJIEKTPOHHBIX JOKYMEHTOB M HCIOJNb3yeTcs mpu padore
C DJIEKTPOHHBIM apXHUBOM.

54. O0ecneyeHne COXPaAHHOCTH 3J1eKTPOHHBIX JOKYMEHTOB

5.4.1. CamoperyaupyeMas OpraHu3alids HECET OTBETCTBEHHOCTh 3a COXPAHHOCTh
3IEKTPOHHBIX JIOKYMEHTOB 3JIEKTPOHHOI'O apXHBa, a Takke 0O0pabOTKy M XpaHEHHUE Mepco-
HaJIbHBIX JIaHHBIX, COJIEPXKAILUXCS B AJIEKTPOHHOM apxuBe. COXpaHHOCTb 3JIEKTPOHHBIX J0-
KYMEHTOB B 3JIEKTPOHHOM apXUBE CaMOPETyIHpyeMON OpraHu3aluyu 00ecrieunBaeTCs UCIO-
HUTEJIBHBIM OPraHOM CaMOPETYJIUPYEMON OpraHU3aIiu.

5.4.2. KoHTpOIh TEXHHYECKOTO COCTOSIHHS DJIEKTPOHHBIX JOKYMEHTOB M (hPM3HUYECKOTO
COCTOSIHUSI HOCUTEJEN ITPOBOAMUTCS HE PEXKE OJHOTO pa3a B 3 roja.

5.4.3. JInsg onepaTUBHOTO JIOCTyNa K 3JEKTPOHHBIM JOKYMEHTAM B CHPAaBOYHBIX U I0-
HCKOBBIX IENIAX CaMOpPETyJIHpyeMasi OpraHU3alisi MOXKET MPOBOJIUTH paboTy MO CO3AAHUIO
doH/1a MONTB30BAHUS ANEKTPOHHBIX JOKYMEHTOB. DJEKTPOHHBIE JOKYMEHTHI (POHIA MOJIb30-
BaHMsI MOJIJIEKAT YUETY.

5.4.4. Camoperynupyemasi opraHu3aiisi 00si3aHa IMOCTOSIHHO XPaHUTh AJICKTPOHHBIC
JIeJIa YWIEHOB CaMOPEryJIupyeMON OpraHu3alliy, a TaKKe AJIEKTPOHHBIE J€Nla JIUL], YJIEHCTBO
KOTOPBIX B CAMOPETYJINPYEMOU OpraHU3aluy IPEKPAILICHO.

5.4.5. Ilocne nepeBoja JOKYMEHTOB, IIPEOCTABIEHHBIX B CAMOPETYJIUPYEMYIO OpraHu-
3alK0 Ha OyMa)XHOM HOCHUTEIIE, B 3JIEKTPOHHBIN apXuB, OyMa)KHBIH apXUB MOXKET ObITh YHU-
YTOKEH MPU YCIOBUU COOIOIEHUS CAMOPETyJINpYeMOl opraHu3anueil TpeboBaHni HACTOs-
miero Ilomoxxenus.

5.5 llpoBepka pU3U4ECKOr0 1 TEXHHUYECKOI0 COCTOSTHUS 3JIEKTPOHHbIX
JOKYMEHTOB

5.5.1. Ilpu exerogHoil MpoBepKe TEXHUYECKOT'O COCTOSIHUS 3JIEKTPOHHBIX JTOKYMEHTOB
MPOBOAMUTCS BHIOOPOYHASI MPOBEPKA BOCIPOU3BOAUMOCTH €IMHULl XPAHEHUS 3JIEKTPOHHBIX
JIOKYMEHTOB Ha 000PY/JOBaHUH.

5.5.2. Pe3ynbTarhl MPOBEPKU COCTOSHUS AJIEKTPOHHBIX JOKYMEHTOB U OOHApY>KEHHBIE
B €€ XOJ€ HEMOCTAaTKH (PUKCUPYIOTCS B aKTe MPOBEPKU (TPUTIOKEHHE 1) COCTOSIHHS dIEK-
TPOHHBIX JOKYMEHTOB pAa3/eIbHO MO OCHOBHBIM M Pa0OYUM 3K3EMIUISIpaM 3JIEKTPOHHBIX
JIOKYMEHTOB.

5.5.3. B cmywae, ecnum mpu mpoBepke (PU3MUECKOTO M TEXHHUYECKOTO COCTOSHHS
000COOJICHHBIX MaTepUATBHBIX HOCUTENEH 3JIEKTPOHHBIX JOKYMEHTOB, TEXHHUYECKOTO COCTO-
SIHUS DJIEKTPOHHBIX JTOKYMEHTOB BBISIBICHBI HEJOCTATKH, CAMOpPETYJIUpYyeMasi OpraHu3alus
MPOBOJIUT MEPOIPUSITHS IO UX YCTPAHEHUIO.

5.6. Opranusanys yyera 3JIeKTPOHHBIX JOKYMEHTOB /1eJ1 4IeHOB
caMoperyJIMpyeMoi opraHu3anuu

5.6.1. YueTHOM eAMHULIEN AIEKTPOHHBIX TOKYMEHTOB B 3JIEKTPOHHOM apXHBE camope-
TyJIMPYyEeMOU OpPraHU3alUu SBIIACTCS KOHTEHMHED 3JIEKTPOHHOIO TOKYMEHTA.

5.6.2. Yyery nopyexar BCe XpaHSIIUMECSd B AJIEKTPOHHOM apXHBE CAMOPETYIUPYEMOM
OopraHu3alu 3JICKTPOHHBIC TOKYMCHTHI ACIT YJICHOB caMoperyanyeMoﬁ OpraHu3alunu.

5.6.3.Yuer mpou3BOAMTCS NYyTEM NPUCBOCHUS €AUHUIIAM XPAHEHUS HJIEKTPOHHBIX
JAOKYMCHTOB YUYCTHBIX HOMCPOB.
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5.6.4.CBeneHus 0 €qMHUIIAX XPAHEHUS SJIEKTPOHHBIX JOKYMEHTOB OTPa)XaroTCsl B Jeie
dboHma camoperyiaupyemMoil opranuzanuu. B cxeme cucremaru3anuu (HoHAA TODKHA OBITh
OTpakeHa CUCTEeMAaTH3aIHs SJIEKTPOHHBIX JeJ YWICHOB CaMOPETryIupyeMoi OpraHu3aluu.

5.6.5.Bce mokyMmeHTHI B Aene (OHJa pacrloiararoTcs B XpOHOJOTHUECKOW MOCIe10Ba-
TEIbHOCTH.

6. Hcnonb30BaHue 3JIEKTPOHHBIX JOKYMEHTOB apXHUBa

6.1. OcHOBHBIMU (hOpMaMU UCIIOJIB30BAHUS SBIISIFOTCS:

6.1.1. mapOpMAIIIOHHOE 0OECTIEYCHE MTOIh30BATENEH;

6.1.2. ucoTHEeHUE 3aMPOCOB MOJIb30BATENEH;

6.1.3. co3nanue KONMUii AMEKTPOHHBIX JOKYMEHTOB I10 3arpocaM (PU3UUECKUX U IOPUIH-
YECKUX JIUIL;

6.1.4. Bpl1a4ya 3JEKTPOHHBIX JOKYMEHTOB BO BPEMEHHOE MOJIb30BAaHUE B CTPYKTYpHBIE
NoJipa3ielieHusl CaMOPETYJINPYEeMOI OpTaHU3allMy U UHBIM JIHIIaM.

6.2. JlocTyn pyKOBOJOUTENCH M paOOTHUKOB CaMOPETYJINPYEMON OpraHU3alluu K 3JIEK-
TPOHHBIM JIOKyMEHTaM apXuBa IpPU HAIUYUU UHPOPMAIIMOHHON CHCTEMBI MOXKET OCYILECTB-
JSAThCA HEMOCPEACTBEHHO ¢ pabo4YMX MECT B COOTBETCTBHU C YCTAHOBIIEHHBIMH B CaMOpETY-
JUpyeMOl OpraHu3aliy MpaBaMu J0CTYIa K JOKYMEHTaM.

6.3. B camoperynupyemMoil opraHu3aiiiii MOXET O0ECIeUnMBAThCSA YAAJICHHBIA JOCTYII
K AJIEKTPOHHBIM JJOKYMEHTaM 3JIEKTPOHHOTO apXHBa.

6.4. Camoperynupyemasi OpraHu3aiysi MOKET 00ecrednBaTh JOCTYI K DJIEKTPOHHBIM
JIOKYMEHTaM, OTKPBITBIM JJIsl MyOJIMYHOTO TOCTYIA, Yepe3 caiT B ceTH «HTepHEeT».

7. JKenepTU3a HEHHOCTH 3JIEKTPOHHBIX TIOKYMEHTOB 3JIEKTPOHHOI0 apXHUBa
caMoperyJMpyeMoii opranu3anuu

7.1 ExeromHas »SKcIepTH3a LEHHOCTH AJIEKTPOHHBIX JOKYMEHTOB 3JEKTPOHHOIO
apxuBa CaMOpEryJupyeMOW OpraHu3aluyd IPOBOJUTCA B COOTBETCTBUM C IIpaBUJIAMU
U TpeOOBaHUSMHU, YCTAaHOBJICHHBIMH 3aKOHOJATENhCTBOM Poccuiickoii denepanuu mmis
JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE C yYETOM JOTMOIHUTEIbHBIX PU3HAKOB:

7.1.1  NOANMHHOCTH 3JIEKTPOHHOTO JIOKYMEHTa, HAJIWYHE AIIEKTPOHHOW IOJIUCH
Y TIOJIOXKUTENBHOIO Pe3yJIbTaTa €€ IPOBEPKH;

7.1.2  BO3MOXKHOCTH BOCIIPOM3BENCHHSA U OOpabOTKM WHGOpPMAIMU BIIEKTPOHHBIX
JIOKYMEHTOB 0€3 HCII0Ib30BaHMs OPUTHHAIBHOTO TPOrPaMMHOT0 O0eCTIeUeHus;

7.1.3  BO3MOXKHOCTH OOECIIEUCHUS XPAHEHHUs, IPOBEICHHUS TEXHOJIOTHUYECKUX MHUTpa-
LIUH.

7.2 [Ipu npoBeneHNH HKCIEPTH3BI IICHHOCTH JIEKTPOHHBIX JOKYMEHTOB B HH(OP-
MalMOHHBIX CHCTEMAX CaMOPETYINPYEMOM OPraHU3aLUH OCYIECTBIISAETCA:

7.2.1  oTOOp MCIOTHEHHBIX 3JEKTPOHHBIX JOKYMEHTOB, BKJIIOUYEHHBIX B HH(OpMAaIiu-
OHHYIO CUCTEMY CaMOPETYIMPYEMOM OpraHHU3alnu, IS MOArOTOBKH K MepeJadye B JIEKTPOH-
HBIN apXUB;

7.2.2  mpoBepka MPaBUILHOCTH (OPMHPOBAHUSI M CUCTEMATHU3AIMHU EAUMHUI] XpaHe-
HUS DJIEKTPOHHBIX JOKYMEHTOB;

7.2.3  mpoBepka (aloB C ANEKTPOHHBIMU JTOKYMEHTAMHU HAa HAJIMYHE BPEIOHOCHBIX
KOMIIBIOTEPHBIX POTPaMM.

7.3 DNEeKTPOHHBbIE TOKYMEHTHI (ITAKEeThl IOKYMEHTOB) JOJDKHBI OBITh MOANKCAHBI
CaMOpPETYJIHPYEeMON OpraHu3anueldl ¢ HUCHOJIb30BAaHUEM YCHIICGHHOW KBaTU(DUIIMPOBAHHON
AJICKTPOHHOM MOAMUCH (C MPOCTABICHUEM IIITaMIIa BPEMEHH ).

7.4. Undopmanust B 3I€KTPOHHON (Gopme, MOINUCaHHAs YCUICHHOW KBanu(pUImupoBaH-
HON DJJIEKTPOHHOM MOJNUCBHIO, MPU3HAETCSA JJIEKTPOHHBIM JOKYMEHTOM, PaBHO3HAYHBIM
JOKYMEHTY Ha OyMa)KHOM HOCHUTEIIE, TOANMCAaHHOMY COOCTBEHHOPYYHOMH MOMHCHIO.
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7.5. YcunenHas KBaauUIMPOBaHHAsS 3JEKTPOHHAS MOMKUCH JOJKHA COOTBETCTBOBATD
nyHktaMm 4.3.7 u 4.3.8, a TakKe CIeIyIOUM YCIOBHSIM:

7.5.1. kBanuUIMPOBAHHBIN cepTU(UKAT CO37aH U BBIJAH aKKPEAUTOBAHHBIM YIOCTO-
BEPSIOLIMM LIEHTPOM, aKKpEAUTALHsI KOTOPOro JEHCTBUTENbHA HA JEHb BbIJAaUl YKA3aHHOTO
ceptuduKara;

7.5.2. xBanupUUUpPOBaHHBIN cepTU(UKAT NEHCTBUTENIEH HA MOMEHT TOIMMCAHUS JJIEK-
TPOHHOTO JOKYMEHTa (MPU HaJUYUU JOCTOBEPHOM MH(GOPMALMU O MOMEHTE MOANMHCAHUS
AJIEKTPOHHOI'O JJOKYMEHTA);

7.5.3. UMeeTcsd TOJIOKUTENIbHBIN pe3yJbTaT MPOBEPKU MNPUHAIJICKHOCTH BIAACIbILY
KBaJM(HUIHUPOBAHHOTO cepTU(UKaTa KBATU(UIIMPOBAHHON AIIEKTPOHHOM MOJIMUCH, C TIOMO-
IIbI0 KOTOPOH MOAIMMUCAH JIEKTPOHHBIA JOKYMEHT, U OATBEPKICHO OTCYTCTBHE U3MEHEHUH,
BHECEHHBIX B 3TOT IOKYMEHT I10CJIE €T0 MOAIUCAHHUS.

7.5.4. kBanuUIMPOBAHHAS DJICKTPOHHAS MMOIIMUCH UCIIONIB3YETCS C YYETOM OrpaHHYe-
HUH, colepKamuxcs B KBATHM(PHUIMPOBAHHOM CEpTHU(HKATE JHIA, MOAMKUCHIBAIOLIETO 3JEK-
TPOHHBIN TOKYMEHT (eciii TaKue OTPAaHUYEHUS] YCTAaHOBIICHBI).

7.6. Ilonnucanue 3JIEKTPOHHBIX JOKYMEHTOB YCWJICHHOW KBaJU(UIIMPOBAHHOW 3JIEK-
TPOHHOM MOJNKCHIO MPOU3BOAUTCSA B COOTBETCTBHUM ¢ TyHKTamu 4.3.9 u 4.3.10.

8. IIpeacraBiieHue 1OKYyMEHTOB, HH(GOPMALMH 10 3aNIPOCY CYObEKTOB, MME MM
NMPaBO Ha HaNpaBJIeHUE 3aMPOCOB B MOPS/IKeE, YCTAHOBJIEHHOM 3aKOHOAATE/ILCTBOM
Poccuiickoii @enepaunu

8.1. CamoperynupyemMasi OpraHU3anus MPeCTaBIseT UHPOPMALUIO IO TUCHMEHHOMY
3ampocy Jul, UMEIOLUX IPaBO HAa HAIPAaBJIEHUE 3alIPOCOB B MOPSIJIKE, YCTAHOBIEHHOM 3aKO-
HojaTenbCcTBOM Poccuiickoi denepannm.

8.2. lokymMeHThI, WH(MOPMALIUS HAMpaBiseTcs HA OyMa)KHOM WIH, B CIIy4ae HaIUYUS
3JIEKTPOHHOTO JOKYMEHTO00O0pOTa € 3alpalIMBalOIUM HH()OPMALUIO JHUIIOM, 3JIEKTPOHHOM
HOCHUTEJIE. DJEKTPOHHBIC TOKYMEHTHI IOAMKUCHIBAIOTCS YCWJICHHON KBaTU(DUIIMPOBAHHON
3JIEKTPOHHOM MOJIMHUCHIO.

8.3. byMaxHas Komus 3JIEKTPOHHOIO JOKYMEHTa BBIJAETCS CaMOPEryJIMpyeMoW opra-
HU3alMel Ha OCHOBAaHMHU PEHICHMS] HCIOJHUTEIBHOIO OpraHa M 3aBepsercss OTTHUCKOM
mramna "Komus 3IeKTpOHHOrO JOKyMEHTa BepHa" (MM COOCTBEHHOPYYHOH 3ammchbio
C TEKCTOM) M COOCTBEHHOPYYHON MOJIKUCKHIO JIUIIA, YIIOJTHOMOYEHHOTO 3aBEPSTh TIOKYMEHTHI
OT WMEHU CaMOpPETYIHPYeMOW OpraHu3aluu C pacimu@poBKON GaMWwiMu U JOIKHOCTH
U YKa3aHUEM JIaThl 3aBEPEHUS.

8.4. OTBETCTBEHHBIM HCIOJHUTENIb HECET NEPCOHAIbHYI0 OTBETCTBEHHOCTb 3a HJCH-
TUYHOCTh MHGOpMaluu B OyMa)XHOW KOIMHU 3JIEKTPOHHOTO JAOKYMEHTa M €€ 3JIEKTPOHHOM
OpUTHHAJIE, a TAKXKE 32 CO3/1aHNe OYMa)KHOM KOITUH IOKYMEHTA.

8.5. JIucThl MHOTOCTPAaHUYHBIX OYMa)KHBIX KOTHH 3JIEKTPOHHBIX JOKYMEHTOB JOJIKHBI
OBITH MTPOHYMEPOBAHBI, JIOMYCKAeTCs OPOIIIOPOBAHME JINCTOB MHOT'OCTPAaHUYHBIX JTOKYMEH-
TOB, UX MPOIIMBKA U 3aBEpeHHE COPOIIIOPOBAHHOTO TOKYMEHTa Ha 000pOTEe MOCIEeIHEro
JUCTA.

8.6. DIEKTPOHHBIE JOKYMEHTBI apXHBa MOTYT BBIJABATHCS IO 3arpocaM Ha (PU3MUECKH
000CO0JICHHBIX MaTepHAIbHBIX HOCUTENSAX B BUJIE KOITMH Pab0Uyero SK3eMILIsIpa dJEKTPOHHBIX
JIOKYMEHTOB.

9. 3akj09uTeIbHbIE TOJ0KEHHS
9.1. Hacrosee [Tonoxxenue, n3MeHeHus, BHECEHHbIE B HacTosilee [lonoxenue, pemie-

HUC O MPHU3HAHUU YTPATUBIIHUM CHUITY HACTOSAIICTO Ilonoxenus BCTYIAOT B CUJIIY HC pPaHECC
YEM UYCPE3 NCCATH I[Heﬁ IMOCJIC UX IIPUHATHUA.
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9.2. B cpok He mo3aHEee Tpex pabouux AHEH co JTHS MpUHSTHS, HacTosee [lomoxenne
MOJJICKUT Pa3MENICHUI0 Ha caiite Acconuarnuu B cetu “VHTepHET” U HampaBlIeHUIO HA 0y-
Ma)XHOM HOCHUTeNE WIH B (opMe 3JEKTPOHHOTO JTIOKYMEHTa (TaKeTa NEeKTPOHHBIX TOKYMEH-
TOB), TOIMHMCAHHBIX AcCOLHMAIMed C HCIOJNb30BAaHUEM YCUJICHHON KBanu(UUIUpPOBAHHOMN
3JIEKTPOHHOW MOAMKCH, B OpraH HaA30pa 3a CaMOPEryJIUpyEeMbIMU OpPraHU3alUsIMU B cdepe
CTPOUTEINBCTBA.

9.3. B ciydae, ecinu 3aKkOHAaMU U MTHBIMU HOpMaTUBHBIMM akTaMu Poccuiickoit @enepa-
MU, a TaKkke YCTaBoM AcCCOLMAlMM YCTAaHOBJIEHBl WMHBIE MPABWIA, YEM MPETYCMOTPEHBI
HacTossuM [lonokeHnem, TO B 3TOM 4acCTH MPUMEHSIOTCS MTPaBUjla, YCTAHOBIICHHBIEC 3aKOHA-
MU U MHBIMH HOpMaTUBHbIMU akTamu Poccuiickoit denepanuu, a Takxke ¥YcraBoMm Accolua-
LUN.
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Ipunoxenue 1

YTBEPXIAIKO

[Ipesunent

CPO AC «MexXperuoHCTpoanbsIHC»
/ /

AKT NPOBEPKH COCTOSIHUS 3JIeKTPOHHBIX JOKYMEHTOB

I"'Mocksa « » 20 1.

« _» 20 T KOMHCCHEN B CcOCTaBe

(PUO uneHOB KOMUCCHU)
MIPOBE/ICHA BHIOOPOYHAS MPOBEPKA COCTOSIHHUS AJICKTPOHHBIX JTOKYMEHTOB JJIEKTPOHHOTO apXHWBa
CPO AC «MexperuoHCTporHanbsHC».

[IpoBepka nmpousBoauiach ¢ o
Bcero B 371€KTpOHHOM apXMBE YUCIIUTCS nen, 00beMoM MGO.
B xo7e mpoBepk# BEIOOPOYHO MTPOBEPEHBI Jell.

B xoze npoBepku ycTaHOBIIEHO:

- HaJIM4ME BPEOHOCHBIX KOMITBIOTEPHBIX IIPOrpamMM (BUPYCOB) -

(BBISIBIICHO/HE BBISBIICHO)
- BOCIIPOU3BOAUMOCTD SJICKTPOHHLIX TOKYMCHTOB

(TIpUCYTCTBYET/9aCTUIHO IPUCYTCTBYET/OTCYTCTBYET)

- Tpebyercs MUTpanus B HOBbIE (hOpMaThI

(KOIMYECTBO)

- TpedyeTcs 3aMeHa HEeUCIIPAaBUMO TOBPEXKIECHHBIX

(KONM4ecTBO)

OO61mas xapakTepUCTHKA COCTOSIHUSI U YCIIOBUI XpaHEHUsI 3JIEKTPOHHBIX TOKYMEHTOB

[Toanucu 4ieHOB KOMHCCHH
/ /
/ /
/ /




