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U IONIOJTHUTEJILHOTO MPO(eCcCHOHATBHOT0 00Pa30BaAHNA»
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IIPUKAS3
« 25»_asrycta 2022 1. Ne 49

r. Koctpoma

00 yrBepxkaenun Ilosioxennst o cucreme
XpaHeHHUs M APXUBUPOBAHUS JOKYMEHTOB
00 00y4yeHUM 110 OXpaHe TPyAa U MPOBepKe
3HAHUSA TPeOOBAHUI OXPaHbI TPyAa

B cootBerctBuu ¢ nm. «3» 1.5 [locranoBnenus IlpaBurenscta PO or 16.12.2021 .
No 2334 «O06 yrtBepxkaeHun I[lpaBuil akkpeIuTalMK OpraHU3allUui, WHIAWBUIYaTIbHBIX
MpeANpUHUMATENIeH, OKa3bIBAIOIIMX YCIYyTd B OONIAaCTU OXpaHbl TpyAa, U TpeOOBaHUU K
OpraHu3aIysIM U WHIUBUIYaJIbHBIM MPEATPUHUMATEIISIM, OKa3bIBAIOIINM YCIYTH B 00JIaCTH
OXpaHbl TpyAa»

I[TPUKA3BIBAIO:
1. Y1Bepauth [lonoxenue o cucTteMe XpaHEHUS W apXUBHPOBAHUS JOKYMEHTOB 00
00y4eHUU TI0 OXpaHe TPy/Aa U IPOBEPKE 3HAHUS TPEOOBAHMI OXpaHbI TPy
2. Pasmectuts Hacrosee [Tonoxenue Ha opurnansaoM caiite AHO «IITK u ATTO»:
www.anocpkidpo.ru
3. KonTpob 3a ucromHeHneM HaCcTOSIIETO IPUKa3a OCTABIIAIO 3a COOOi.

['eHepanbHBIN AUPEKTOP C.JI. [Iaposa
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YTBEPXJIEHO
npukazoM AHO «IIK u JITO»
Ne 49 ot « 25 » aBrycra 2022 1.

IHoJ0:xenune
0 cucTeMe XpaHeHHUs U APXUBUPOBAHMS IOKYMEHTOB 00 00yUueHUM 10 OXpaHe TpyAa
U NpoBepKe 3HAHMUS TPeOOBAHMI OXpaHe TPpyaa

1.0011e moJI0KEeHU s

1.1. Hacrosmee Ilonoxenue omnpenenser IlpaBuna XpaHeHUS W apXUBUPOBAHUS
JTOKyMEHTOB 00 00y4eHUU 0 OXpaHe TPy/a U MPOBEpKe 3HAHUSI TPEOOBaHUN OXPaHbI TPY/A,
B TOM YHCJIE PETIAMEHTUPYET BOMPOCHl XPaHEHHS JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE U
(mmu) B ¢dopMe  DNEKTPOHHBIX  JIOKYMEHTOB,  MOMANUCAHHBIX  YCHUJICHHOM
KBATU(DUIIMPOBAHHOW AJIEKTPOHHOW MOJNUCHIO, TpPaBHJIa PE3EPBHOTO KOMHMPOBAHUS U
BOCCTAHOBJICHHSI JIOKYMEHTOB, a TaKX€ YCTAaHaBIIMBAIOTCA MOPSIOK, MeCTO, (OpMBI U
CPOKHM XpaHEHHUs JOKYMEHTOB B ABTOHOMHOW HekomMMmepueckoil opranuzanuu «LleHTp
TOBBIIMIECHUST KBATH(PUKAIIUA U JOMOJHUTEIBHOTO MPO(ECCHOHAILHOTO 00pa30BaAHUS
(manee — AHO «ITK u JITO»/Opranu3zamms)

1.2. TlonokeHue pa3pabOTaHO B COOTBETCTBUU C TI. <«3» 1.5 IlocTtaHoBneHus
[TpaButenbctBa PO ot 16.12.2021 1. Ne2334 «O6 yrBepxkaenun [IpaBun akkpeautauu
opraHu3aiui, WHAUBUIYAIbHBIX MPEANPUHUMATENIEH, OKAa3bIBAIOIIMX YCIYTH B 00JIaCTH
OXpaHbl Tpyaa, U TpeOOBaHWUN K OpraHW3allvsM, WHIUBUIYAJTbHBIM MPEINPUHUMATEIISM,
OKa3bIBAIOIIUM YCIYTH B 0o0nactu oxpanbl Tpyaa», [locranosnenuem IlpaButenbcrBa PO
or 24.12.2021 Ne2464 «O mnopsinke oOydyeHUs MO OXpaHE Tpyda U IMPOBEPKU 3HAHMSA
TpeboBaHui oxpaHbl Tpyraa», denepanpHoro 3akoHa ot 6 ampens 2011 r. Ne63-d3 «O6
AIIEKTPOHHOU moanucu», denepanpbHoro 3akoHa oT 22 okTsaOps 2004 r. Nel2-d3 «O6
apxuBHOM Jene B Poccuiickoit @enepauun», PenepanpHoro 3akona ot 27.07. 2006 r.
Nel52-®03 «O mepconanpHbix naHHbIX», [OCT P 7.0.8-2013 HanumonanbHbI CTaHIApPT
Poccuiickoit ®eneparuu. Cucrema cTraHgaproB o uHOpManuu, OHOIMOTEUHOMY U
U3/1aTeabCKOMy Aeny. JeJonpou3BoACTBO U apXUBHOE JAei0. TepMUHBI U OMpeaeICHUs,
«OCT 54989-2012 (ISO/TR 18492:2005). HauumonanmpHblii cTanmapt Poccuiickoit
Oenepannn. OOecriedeHUe TOJTOBPEMEHHOM COXPaHHOCTH SJEKTPOHHBIX JOKYMEHTOBY,
«OCT P 54471-2011/ISO/TR 15801:2009. HarnwuonanbHblii cTanaapt Poccuiickoit
®enepanyn. CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa. YIpaBieHHE JOKYMEHTAIHEH.
Nudopmanus, coxpaHsemass B JJIEKTPOHHOM Buje. PexkomeHpanuu 1o 0OECIEYEHUIO
JIOCTOBEPHOCTH U HAJIEKHOCTH» M WHBIX 3aKOHOJATENbHBIX, HOPMATUBHBIX U JIOKAJTbHBIX
aKTOB, JICCTBYIOIIMX B 00JIACTH XpaHEHHUsI TOKYMEHTOB B OpraHu3aluu.

1.3. Hacrosmee IlomoxeHnne pacrnpocTpaHsieTcsi Ha OpraHuzanuio  paboTel ¢
JIOKYMEHTaMH, HE3aBHUCHUMO OT BHJIa HOCHUTENsS , BKIIIOYash MX MOATOTOBKY, PETHUCTpPALMIO,
y4€T U KOHTPOJIb HCIOJHEHUS, OCYILIECTBIISIEMbIE C TOMOIIbIO aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX ) TEXHOJIOTHH.

1.4. ABTOMAaTHM3WPOBAHHBIE TEXHOJOTUU OOPAOOTKM HWHQOPMAIIUH, COIAEPKAIIEHCS B
JIOKYMEHTaX, TOJKHBI COOTBETCTBOBAThH TpeOoBaHMsIM HacTosero [Tonoxkenus.

1.5. Bomnpocsl, Heperynupyembie [lonokeHneM, pemarTcsi B MOPSAIKE, YCTAaHOBICHHOM
TpynoBeim Kopexkcom P® u apyrumMu HOPMATHBHO-TIPABOBBIMHU aKTaMH TPYIOBOTO
3aKOHOJIaTeIbCTBA.



2. CucreMa XpaHeHHMs ¥ APXMBHPOBAHUSA JOKYMEHTOB
IIpaBuia uX apXUBHPOBaHMSA

2.1 Hoxymenrtanus AHO «IIIIK u JI1IO» 00 oOy4eHuu 1o oxpaHe Tpylda U MPOBEPKE
3HAHUA TpeOOBaHUMN OXPaHBI TPYyAA BKIIOUACT B ceOs:

- IpOrpaMMbl O0yYEeHHS

- yueOHO-METOIMYECKUE MaTepHalbl

- DK3aMEHAIMOHHBIC OVIICTHI

- IPUKa3bl 0 GOPMHUPOBAHUU YIEOHBIX TPYIITT

- pacnucaHue 3aHATHI

- )KypHaJIbl yueTa MOCEaeMOCTH U PE3YIbTaTOB MPOMEKYTOUHOT'O KOHTPOJISl 3HAHUM

- IPUKa3 0 HA3HAUYCHUHU YK3aMEHAIIMOHHOW KOMUCCHH (KOMHCCHH I10 TIPOBEPKE 3HAHU)
- IPOTOKOJI MTPOBEPKH 3HAHUS TPEOOBAHUI OXpaHBI TPy

- )KypHaJ y4deTa BbIJIaud JOKYMEHTOB

- peecTp BBIJJaHHBIX JOKYMEHTOB

- IPUKA3bl O BBIITYCKE YYEOHBIX TPy

- UHBIE IOKYMEHTHI B COOTBETCTBUH C pazjesioM 3 Hacrtosiero [Tomokenus

2.2. Pe3ynbTarhl MPOBEPKM 3HAHUH TOCIE 3aBEPIICHUsT 00ydeHUsI TPEOOBAHUSAM OXpaHBI
Tpyla, OKa3aHWIO IEpPBOM MMOMOIIM MOCTPAJABIINM, HCIOJb30BAHUIO (IIPUMEHEHUIO)
CPEICTB UHANBUIYaIbHOU 3aIUTHI, 0()OPMIISIOTCS IPOTOKOIOM MPOBEPKU 3HAHUM.

2.3. IIporokon mpoBepKH 3HAHUI MOXKET ObITh OPOpPMIICH Ha OyMa)KHOM HOCHTENE WUJIH B
AIIGKTPOHHOM BHUJE M SIBISIETCS CBUAETENBCTBOM TOTO, 4YTO pPaOOTHUK MpOLIEN
COOTBETCTBYIOIIEE O0YUYEHHUE U YCIIECITHO 3aBEPIINI €0 MPOBEPKOI 3HAHHIA.

2.4. Hywmepauus mOpOTOKOJIOB BEAETCS B TEUEHUE TOAa HApacTalOUIMM MTOTOM U
COOTBETCTBYET HOMEPY Y4€OHOU IpYIIIbI.

2.5. B mporokone mpoBepku 3HaHUS TpPeOOBaHMI OXpaHbl Tpyda YKa3bIBaeTCs
cremyronias nH(poOpMaIus: moIHOe HanMeHoBaHue OpraHu3anuy, MPOBOIUBIIEH 00yUeHHE;
JlaTa 1 HOMEp IpHKa3a O CO3JaHMM KOMHUCCUU IO NMPOBEpKE 3HAHUN TPeOOBAHUN OXPaHBI
Tpyna; ®UO mnpeacenarens M WIEHOB KOMHCCUM; HAaUMEHOBAHUE M IPOAOIKUTEIBHOCTH
nporpammbl; @UO, mpodeccus (IO0MKHOCTB), MeCcTO pabOThl pabOTHUKA, POIIEIIETO
NPOBEPKY 3HAaHWH; pe3ylbTar TMPOBEPKH 3HAHHUA TPeOOBaHWA OXpaHBl  Tpyda
(«ymOBIIETBOPUTEIHHOY/ «HEYJIOBIIETBOPUTEIHLHOY); Jara  MPOBEPKHU 3HaHUS,
pPErUCTPAllMOHHBIA HOMEP 3alUCH O MPOXOMKJIEHUN POBEPKU 3HAHUSI TPEOOBAHUN OXpaHBI
Tpyaa B peectpe oOyueHHBIX mo oxpaHe Tpyaa (¢ 01.03.2023 r.); mommuce paboTHHKA,
MPOIIEIIIETO MPOBEPKY 3HAHUM.

2.6. IIpotoxom nmpoBepku 3HAHHUS TPEOOBAHHI OXpaHBI TPyAa paOOTHHKA OAMUCHIBACTCS
npezcenareneM (3aMecTUTesIeM Mpeacenaresst) U YieHaMH KOMUCCHHU 110 TPOBEPKE 3HAHUM
TpeOoBaHUN oOxpaHbl Tpyaa. Jlomyckaercs BO3MOXKHOCTb BEIAEHHUS MPOTOKOJA IPOBEPKU
3HaHUs TPeOOBAaHUIl OXpaHbl TPyAA B 3JIEKTPOHHOM BHJIE C UCIOIb30BAHUEM SJIEKTPOHHOM
MOJMUCH WJIK JIFOOOTO APYroro croco0a, MO3BOJSIONIETO UACHTU(UIIMPOBATH JTUYHOCTD
paboTHHKA, B COOTBETCTBUU C 3akoHoAareiabcTBOM Poccwuiickoit denepanuu. [lo 3anpocy
pabOTHHMKA €My BBIIACTCS TPOTOKOJ HAa OYMaKHOM HOCHTEIE.

2.7. B cmyyae, eciaum HOPMAaTUBHBIMH TPAaBOBBIMH aKTaMHd HE YyCTaHOBJICHA
HEOOXOMMOCTh BbIJIa4U YAOCTOBEPEHHI O MpOBEpKE 3HAHUS TpeOOBaHUMN OXpaHbl TPYAA,
JIOTIOJIHUTENILHO K MPOTOKOIY MPOBEPKHU 3HAHUS IONYCKAETCSl BbIAABATh YIOCTOBEPEHUE O
OpoBEpKe 3HAHMA TpeOOBaHMM OXpaHbl Tpyla pabOTHHUKY, YCHEIIHO MpOILEAIEMY
IIPOBEPKY 3HAHUM.



2.8. Ilo oxoHyaHwwm OOydYEHHWsS TPYNNBI JUIO, OTBETCTBEHHOE 3a OPraHU3aIMOHHO-
METOMYECKOE COIMPOBOXACHHUE O0OydeHHUs (MeToaucT) (OPMHPYET HTOTOBYIO MAmKy C
UICHTU(UKAMOHHBIM HOMEPOM TPYTIIIBI, B KOTOPYIO BKJIFOUAIOTCS CIIEAYIONINE TOKYMEHTHI:
npuKa3 O Havyaje OOydeHHs; MPHUKa3 O BBIMYCKE TPYIIbI, paCIUCaHUE 3aHATUH; KypHaI
yuera MOCEUIaeMOCTH 3aHSATUN W Pe3ylbTaTOB KOHTPOJS 3HAHUW; MPUKa3 O HAa3HAYCHUH
KOMHCCHH, TIPOTOKOJI TIPOBEPKU 3HAHUN TPeOOBAHUN OXpPaHbBI TPYyAa, OTBETHI yUalTUXCs Ha
9K3aMEHAIIMOHHBIC OWJIETHI, €CIM TPEAYCMOTPEHBI MHCHbMEHHBIE WM TECTOBBIE (opma
IIPOBEPKU 3HAHUIN)

2.9. XpaHeHue JOKYMEHTOB B HMTOTOBOM Mamnke C HACHTU(DUKAIMOHHBIM HOMEPOM
TPYIIIBI OCYIIECTBISIETCS B COOTBETCTBUU C HOMEHKIATYpo# nen Opranu3anuy.

2.10. OTBeTCTBEHHOCTh 3a XpaHEHHE W apPXUBHPOBAHUE JTOKYMEHTOB 00 OOy4YeHUU H
NpOBEPKE 3HAHWHM TIO0 OXpaHE Tpyda W OPraHU3aIUIO JIEIOMPOM3BOJCTBA, COOIIOICHHE
yCTaHOBNIEHHBIX HacTosmuM [lonoxxennem, B OpraHuszaiiuu BO3JIaraeTcs Ha HaYaIbHHUKA
otaesna o0ydeHus.

2.11. HemnocpenctBeHHast paboTa IO KOMIUIEKTOBAHHIO JIOKYMEHTOB 00 OOy4eHMH H
MpOBEpKE 3HaHUW TpeOOBaHUI OXpaHbl TPYNa OCYIECTBISETCS METOJUCTOM.

3. MecTo cpoku XpaHeHUsI JOKYMEHTOB 110 00y4eHHUIO U NIPOBepKe
3HAHUH TpeOOBaHMIi OXPaHbI TPYAA HA OyMasKHOM HOCHTeJIe

3.1. XpaHeHue AOKYMEHTOB IO OOyYEHHIO M IMPOBEPKE 3HAHUN TpeOOBaHUIl OXpaHBI
Tpyda Ha OyMa>KHOM HOCHUTeJe ocylIecTBisieTcs B apxuBe oraena ooyuenus AHO «IIIK u
JIIO».

3.2. B cooTBeTcTBUMU C HOMEHKJIATYpO# nei Oprann3anuu Ais XpaHeHHUs JOKYMEHTOB 110
Oo0y4eHHI0O M TPOBEpPKE 3HAHUS TpeOOBaHUM OXpaHbl Tpyla Ha OyMa)XHOM HOCHUTEIe
YCTaHABJIMBAOTCS CIECAYIOIINE CPOKHU:

— [Iporpammbl 00yueHust — 5 net

— [IpoBepounbie MaTepHalibl (TECTHI, 3aaHus, OueTsl) — 1 rox

— Nrorosas manka — 5 ser

— IIpuka3sbl 0 Ha3HAUEHUU KOMUCCHHA — S JIET

- IIpoTokoibl 3acenaHuss KOMUCCUU IO TPOBepKe 3HaHu — 10 et

— XKypnan perucrpaunu y4eOHbIX TPyl — 5 J€T

- JIOKyMEHTBI O IPOBEpKE 3HAHUI TpeOOBaHUM OXpaHbl Tpyaa — J10 BOCTpeOOBaHMS

— KypHan ydera BbI1au TOKYMEHTOB O MPOBEpKe 3HaHUN — 50 et

— Y4eOHO-MEeTONMYeCKHe MaTepuanbl M0 HIporpamMmaM  (KOHCHEKTHl JICKIUH,
Npe3eHTalKH, Pa3aTOYHbIe JUAAKTUYECKUE MaTepUaibl sl JIEKIIMOHHBIX U MPAKTUYECKUX
3aHSITHI) — JI0 UCTEUCHUS CPOKa HAJIOOHOCTH

— 3asiBiieHUs 00yJaIOIIUXCs, 3asIBKH OpraHU3auii — 5 JieT

— Peectp yuera 01aHKOB TOKyMEHTOB CTPOTOH OTUETHOCTH — 3 Toza

- AKXTBI ciicaHusl OJIaHKOB JOKYMEHTOB CTPOIOM OTYETHOCTH — 3 roAa



4. Iopsinok mepeBoja TOKYMEHTOB, M3rOTOBJIEHHBIX HAa OyMa:KHOM HOCHTeJIe, B
3J1eKTPOHHbIe J0KyMeHTbl. [lpaBuwiia XpaHeHUsi W apXUBMPOBAHMS, pPe3epPBHOIO
KONMPOBAHUS ¥ BOCCTAHOBJIEHHUSI JJIEKTPOHHBIX JOKYMEHTOB, MNOANMUCAHHBIX
YCHJICEHHOM KBAaJIM(PUUMPOBAHHOM 3JIEKTPOHHOM MOANMCHIO

4.1. B Opranuzanuu 10nycKaeTcsi BO3MOKHOCTb BEJIEHUS NPOTOKOJIA MPOBEPKU 3HAHUS
TpeOOBaHUN OXpaHbl Tpyda paOOTHUKOB B JJIEKTPOHHOM BHJE C HCIOIb30BAaHUEM
AIIEKTPOHHON MOANHUCH HJIH JII0OOTO IPYTroro croco0a, Mo3BOJSMIONIETO HACHTU(UITNPOBATH
pabOTHUKA, B COOTBETCTBUH C 3aKOHOAATEILCTBOM PD.

4.2.1lepeBoa JOKYMEHTOB Ha OyMa>XHOM HOCHUTEJE€ M COCTAaBISIONIMX OyMa)KHBIA apXUB,
OCYULIECTBIISIETCS B COOTBETCTBUU C MPUKA30M M€HEPAIbHOIO AUpeKTopa OpraHu3anuu.

4.3.0neKTpoHHBIN 00pa3 JOKYMEHTOB CO3A€TCs C IOMOIIbI0 CKAHUPOBAHMS.
4.4, Tlpu ckaHHPOBAaHMM HEOOXOIMMO oOecreunBarh pa3penienue He MmeHee 200 Touek Ha
JIOWM, a TaKKE COXPAHEHHE BCEX PEKBU3UTOB M AyTEHTHYHBIX MPHU3HAKOB MOJUIMHHOCTH, B
TOM 4YHCie Tpaduueckor momanmucu juma , nedard OpraHuzanuud. DJIEKTPOHHBIA (aii
JOKyMeHTa NoibkeH ObiTh B (opmare PDF. Pasmep snextponHoro daitna He MOmKEH
npeBbimarh 30 MmerabauT.
45. Jlupextopom  OpraHuzalvd  Ha3HA4aeTCsi  OTBETCTBEHHBIH  CIIELMAJINCT,
YIIOJIHOMOUYEHHBIN, Ha co3faHue (aiyioB, repenadyy JOKYMEHTOB B AJIEKTPOHHBIM apXuB,
(dbopMUpOBaHUE AIEKTPOHHOIO apXuBa, pabOTy ¢ JOKYMEHTaMH 3JEKTPOHHOTO apXHBa, B
TOW 4Huclie (OPMHUPOBAHHME U 3aBEpPEeHHE OYMa)KHOM KOMUHM HIIEKTPOHHOTO JTOKyMEHTAa,
o0ecreyeHus: JOCTOBEPHOCTU 3JIEKTPOHHBIX JIOKYMEHTOB, pa3MEUIEHHBIX U BBOJIMMBIX B
ANIEKTPOHHBIN apXMB, & TAKXKE PE3EPBHOT0 KOMMPOBAHMS, BOCCTAHOBJICHUS HHPOPMALIUH.
4.6. OTBETCTBEHHbIM MCIIOJIHUTENIEM CO3/1aeTCsl apXUBHBIA (alia JoKyMeHTa cC
3armogHeHneM HeoOxomumon wuHGopMmanuu. KaXaplii OTAENbHBIN AIEKTPOHHBIA 00pa3
JIOKYMEHTa JOJDKEH OBITh MpPEJCTABIE€H B BUAE OTAEIBHOrO (aillla ¢ HaMMEHOBAHUEM,
MO3BOJISIFOIIMM UACHTU(UIIMPOBATD AIIEKTPOHHBINA 00pa3 JOKYMEHTA.
4.7. B apxuBHbII (haiil OTBETCTBEHHBIH HCIOIHUTENb 3arpyXaeT IEKTPOHHBIA 00pa3
JIOKYMEHTA, PEIBAPUTEIBHO CBEPSS €T0 C OPUTHMHAJIOM U HaJJIeKalle 3aBEePEHHON KOMHEH.
4.8. Tlpu yCTaHOBIEHWU UACHTHYHOCTH DIEKTPOHHOTO o0Opa3a JOKyMEHTa C
OpUTMHAJIOM/KOTIMEH  OTBETCTBEHHBIM HUCHOMHUTENb WIM [eHepalbHbIl  TUPEKTOP
Opranu3auy MOANUCHIBAET €T0 SJICKTPOHHON KBATH(PHUIIMPOBAHHON MOAMHCHIO.
4.9. BBox MoNy4eHHBIX UM C(HOPMHUPOBAHHBIX IEKTPOHHBIX 00pa3oB JOKYMEHTOB B
AJIEKTPOHHBIN apXUB JOJHKEH BBIOJHATHCA OTBETCTBEHHBIM JIMLIOM B KpaT4yalllIuil CPOK.
4.10. DneKTpOHHBIN apXUB NPEAOCTABISET MOIB30BATEISIM CIEYIOIINE BOSMOXKHOCTH:
- IOMCK JOKYMEHTOB 10 PEKBU3UTAM U 3HAYEHUSIM
- OTKPBITHE 3JIEKTPOHHBIX 00pa30B IOKYMEHTOB CTaH/IaPTHBIMH CPEICTBAMU
- BBIBOJI HA OyMaKHbIIl HOCUTEIb
- (opMHUpOBaHHE CTAaTUCTUYECKOM W JIPyrol OTYETHOCTH O COCTOSHUU 3JEKTPOHHOTO
apxuBa; pasrpaHUYCHUE NPaAB JOCTYyNA K JOKYMEHTaM 3JIEKTPOHHOIO apXUBa
- HEBO3MOKHOCTD YIAJICHUS PaHEE 3arpyKEHHBIX 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB
- HEBO3MOXHOCTb YNAJIICHUS M 3aMEHBl ICKTPOHHOW IIOANHMCH B PAHEE 3arpyKEHHBIX
AIIEKTPOHHBIX 00pa3ax JOKYMEHTOB.
4.11. DneKkTpOHHBIN apXWB OpraHM3allUM BKIIOYAET B ce0s MHPOPMAITMOHHYIO CUCTEMY,
0o0ecrneynBarolyl0  YIpaBI€HUE  APXMBHBIMM  JJEKTPOHHBIMM  JIOKYMEHTaMH U
o0ecrieynBaeT MeECTO Ui XPAaHEHUs JJIEKTPOHHBIX JOKYMEHTOB Ha (puU3nuecKu
000CcO0IEHHBIX MaTepUaIbHBIX HOCUTENSIX, B TOM YUCJE U1 X BPEMEHHOI'O pa3MelieHus,



a TakKe YCTAaHABIMBAIOTCS WM  BBIAEISIETCS  HEOOXOIMMOE  CEpBEpHOE U
KOMMYHUKaLlMOHHOI 000pyI0BaHue.

4.12. DnEeKTpOHHBIE MOKYMEHTHI, MOJICKAIINE XPAHEHHIO, MEPEIAIOTCS B DJICKTPOHHBIH
apXHB B YIOPSAJ0YEHHOM COCTOSIHUU B BUJI€ KOHTEHHEPOB, 00€CIEUNBAIOIINX 1IETOCTHOCTD
ANIEKTPOHHBIX JOKYMEHTOB, HAa OCHOBAaHHUU OMNMCEH DHIEKTPOHHBIX JOKYMEHTOB IIO
BHYTPEHHEH »IeKTpOHHOM moute OpraHu3anuyd WId Ha 00O0COOJIEHHBIX (ONTHYECKHX)
HOCHUTEJISX.

4.13. DneKTpOHHBIE TOKYMEHTHI, CHCTEMaTH3UPYIOTCS 10 KOHTEHHEepaM, HHAECKCUPYIOTCS
U UMEIOT CPOK XPAaHEHUs, OIpeeIeHHbI HOMEeHKIaTypoil nen Opranusanuu, B NOPsKe,
YCTAaHOBJIEHHOM B OTHOIIEHHUU M€, CPOPMUPOBAHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIE.

4.14. KoHTeilHEp 3JEKTPOHHOrO JOKyMeHTa mpexacrasiser coboit ZIP-apxus. B
KOHTEIHEep 3JIEKTPOHHOTO JIOKYMEHTAa BKJIIOYAIOTCS: 3JIEKTPOHHBIM TOKYMEHT B (opmare
apXUBHOTO XPAHEHMS U METaJJaHHbIE IOKYMEHTA, BKIIIOYasi AJIEKTPOHHbBIE TTOITUCH.

4.15. B ciydyae HEOOXOIMMOCTH BOCCTAHOBJCHHS JAHHBIX JJIEKTPOHHOIO TOKYMEHTa,
Opranuzanusi MOpPOBOOUT pE3EpBHOE KomupoBaHue. [l opraHuszaluu pe3epBHOIO
KONMPOBAHUS UCIOJIb3YIOTCS CTaHAAPTHBIE CPENICTBA ONEPALlMOHHON cucTeMbl. PesepBHoe
KOIIMPOBAaHUE MPOBOJIUTCS €KEMECAYHO He Mo3aHee 20 yncia mecsua.

4.16. Jlns co3maHusi pe3epBHBIX KOMUW ITAHHBIX MPUMEHSIOTCS KOMITAKTHBIE (CMEHHBIE)
HocUTeIM UH(popManuu (006Ja4HOe XpaHWINIIE, BHEIIHUE KecTKue Aucku). [lpu co3nanun
pPE3EpBHBIX KOMHUM JAOMYCKAIOTCA HUX apXUBUPOBAHHE CIEUUAJIbHBIMU IPOrPaMMHBIMU
CpEICTBAMU.

4.17. XpaHeHue pe3epBHBIX KOMUNA OCYIIECTBISIETCS B TEUEHUE 3-X MECSLIEB.

4.18. BoccTaHOBIE€HHE YTPau€HHBIX JAHHBIX TPOU3BOAMUTCS W3 PE3EPBHOM KOIUH,
o0ecrnieynBaroLiel MUHUMAIbHYIO HOTEPIO JAaHHBIX, COIEPKAIIMXCS B MHPOPMALMOHHOM
pecypce.

4.19. OTBeTCTBEHHbIC JHIIAa TpU padboTe C DIJIEKTPOHHBIMH JOKYMEHTaMHU OOsS3aHBI
coOmonarb TpeboBaHUS 3aKoHojarenbcTBa Poccuiickoir ®Pepepauuu 0  3amUTe
NIEPCOHAJIbHBIX JIAHHBIX.

5. IIpenocraBiieHre JOKYMEHTOB 00 00y4eHHUH 110 OXPaHe TPyla
B JJIEKTPOHHOM BH/e

5.1. Ilpm BenmeHuu NPOTOKOJA TMPOBEPKU 3HAHUS TpPeOOBAHMI OXpaHbl Tpyda B
DIIEKTPOHHOM BHJIe, OOMEH OJIIEKTPOHHBIMH TIPOTOKOJAMH C JIMIAMH, MPOIIEAIINMHU
NPOBEPKY 3HAHUU MPOUCXOAUT TOXKE MCKIIOUUTEIBHO B DJIEKTPOHHOM Buie (IO
ANIEKTPOHHOM TouTe) B 10-THEBHBIN CPOK C IATHI 3aCE€IaHUsI COOTBETCTBYIOIIECH KOMUCCUU
I10 TPOBEPKE 3HAHUMU.

5.2. DNeKTpOHHBIA JOKYMEHT TIONMUCHIBACTCS YCHUJICHHOH  KBIM(HUIIMPOBAHHOM
AIIEKTPOHHOM MOJANKCHIO0 TeHepaIbHOro qupekropa Opranu3anni.

5.3. Tlo 3ampocy nulia, MpoIIeIIero MpoBEpKy 3HAHUNU TpeOOBaHUN OXpaHbI TPyJa eMY
BBIJIAE€TCSI IIPOTOKOJ MIPOBEPKH 3HAHUI HA OyMaKHOM HOCHUTEIIE.

5.4. Dbymaxnas Konus 3JEKTPOHHOIO JIOKyMEHTa 3aBepsieTcsi OTTUCKOM mmTamna «Komus
AJIIEKTPOHHOTO  JIOKYMEHTa  BE€pHa» U  COOCTBEHHOPYYHOM  MOANHCHIO  JIMIIA,
YIIOJTHOMOYEHHOTO 3aBEPATh JOKYMEHThI OT uMeHu Opranuzaiuu ¢ pacudposkoit GO
Y YKa3aHHEM JaThl.

5.5. OrtBercTBeHHBIH UCHOTHUTENbL HECET TNEPCOHAJbHYI OTBETCTBEHHOCTh 32
UJIEHTUYHOCTh HMHGOpPMAIMM B OyMaXHOM KOMUU SJEKTPOHHOTO JOKYMEHTa U €€



AIIEKTPOHHOM OpUTHMHAJIE, a TAKXKE 3a CO3/JaHhe OyMa)KHOM KOIUU JOKYMEHTA.

5.6. JIucThl MHOTOCTpPAaHHYHBIX OYMa)KHBIX KOMHM 3JEKTPOHHBIX JTOKYMEHTOB JOJIKHBI
OBITb TPOHYMEPOBAHBI, JOMYCKAETCS OpOIIIOPOBAaHME JINCTOB MHOTOCTPAHUYHBIX
JOKYMEHTOB, HUX TPOIIMBKA W 3aBEpEHUE COPOIIIOPOBAHHOTO JOKYMEHTa Ha 000poTe
MIOCJIETHETO JIUCTA.

6. OTBeTCTBEHHOCTH 3a XpaHEHUE NOKYMECHTOB

6.1.0pranuzanuss HeceT OTBETCTBEHHOCTh 32 COXPAaHHOCTh JOKYMEHTOB KakK Ha
OyMa)XHOM, TaK M Ha JIEKTPOHHOM HOCHTEJIE, a TAK)KE dJIEKTPOHHOTO apXuBa, 00paboTKy u
XpaHEeHHE NMEPCOHANIBHBIX TaHHBIX, COAEPKAIINUXCS B AJIEKTPOHHOM U OyMa)KHOM apXHBaXx.
6.2. Ilpm XpaHeHWH DIEKTPOHHBIX JOKyMEHTOB Ha (HU3UYECKH 000COOICHHBIX
MaTepUalbHbIX HOCUTEJISIX OHM 3allMINAIOTCA OT BPEAHBIX BO3IAEHCTBUM OKPYXKAIOLICH
Cpefibl, B TOM YHCIIE MATHUTHBIX, JICKTPOMAarHUTHBIX U TEMITEPATyPHO-BIAKHOCTHBIX.
6.3. KOHTpo/ib TEXHHMYECKOTO COCTOSIHHSI JIEKTPOHHBIX JTOKYMEHTOB U (PU3UYECKOIO
COCTOSIHUSL JIEKTPOHHBIX U OyMa)XHbIX HOCUTEJIEH IMPOBOJUTCS HE PEXE OJHOrO pas3a B 3
roja.



ABTOHOMHAsi HEKOMMepPYeCKAasi OpraHu3anus
«IleHTp noBbIIeHNs KBATUPUKAIUH
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ITPUKAS3
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r. Koctpoma

O06 yrBep:kaenun I1oy103keHUs1 0 cHCTEMe
XpaHEeHHUsl H ADXMBHPOBAHUSA JOKYMEHTOB
00 00y4eHHH N0 OXpaHe TPYAA H NPoBepKe
3HAHHUA TPeOOBaHHUII OXPaHBI TPyAa

B coorBercTBuM ¢ mm. «3» 1.5 [Tocranosnenus [IpaBurensctBa P® ot 16.12.2021 .
Ne 2334 «OG yreepxaenun IIpaBui akKpeAWTallMM OpraHMW3ALUM, HMHIMBHIYalbHbIX
NpeanpruHAMaTesied, OKa3blBalOIUX YCIyrd B o0lacTd OXpaHbl Tpyaa, U TpPeOOBaHUM K
OpraHu3alMsIM U HHAUBUIYAIbHBIM MPEIIPUHAMATEIAM, OKa3bIBAIOIINM YCIYTH B 001aCTU
OXpaHBbl TpyHa»

[TPUKA3BIBAIO:
| Y1Bepauth llonoxkeHne o cucTeMe XpaHEHHs U apXUBUPOBAHMUS JOKYMEHTOB 00
00y4YeHHUH 10 OXpaHe TPpyJa U IPOBepKe 3HaHHs TpeOGOBaHMH OXpaHbl TPy
2. Pasmectuts Hacrosmee ITonoxenue Ha odpuumansHom caiite AHO «IIITK u JITO»:
www.anocpkidpo.ru
3. KoHTpoJ1b 32 HCIIOJIHEHHEM HACTOSAIIETO MIPUKA3a OCTABIISIO 3a COOOiA.
I'enepanbHEIil TUpEeKTOP J C.JI. lllapoBa
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