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r. XabapoBCK

O6 yreepkaenun [TonoxxeHus 0 cCTEMe XpaHEHHU
1 apXMBUPOBAHHs JOKYMEHTOB 00 00yueHuu pabOTHHKOB
u paboroaTeseil BOIpocaM OXpaHbl Tpy/a

B coorBerctBuM ¢ mil. «3» 1. 5 Tlocranosnenust [IpaBurensctBa P®
or 16.12.2021 Ne 2334 «O6 ytBepxaenud [IpaBun akKpeIuTallyd OpraHW3alWi,
WHIMBHMYalbHBIX TIpeIIpUHEMaTeell, OKa3bIBAIOIIUX YCIYTH B 00IaCTH OXpaHbl
TpyJaa, U TpeOOBaHUI K OpraHM3alMsM M HHAUBHIYaTbHBIM NpeANpHHUMATEIAM,
OKa3bIBAIOLIMAM YCIIYTH B 00J1aCTH OXpaHbl TPYAa»

[TPHUKA3BIBAIO:

1. Vreepmute IlomoxkeHMe O CHUCTeMe XpaHEHUss M AapXUBUPOBAHHUS
NOKYMeHTOB 00 o00y4yeHur paOOTHHKOB M paboTojaresieil BONpPOCaM OXpPaHEI
TpyJaa. '

2. MockBuueBoii I'.I'. mocie yTBep>KIeHUs pa3MeCTUTh HACTOSALLUN MPHUKa3
Ha oQUIHATIBHOM CaiiTe KOoJlIe/Ka.

3. 3aBenyouiemy kaHuensipued bakynunaoit H.I'. 03HaKOMHUTE ¢ HaCTOSIIHM
MPUKa30M BCEX PYKOBOIUTECH CTPYKTYPHBIX IOJpa3AeIeHHH 10/ POCIIUCH.

4. KOHTpOJIb UCIIOTHEHUST HACTOSIIErO MpUKa3a BO3JIOKUTE HA HaYalbHUKA
OTJieN1a PaBOBOM, KapOBOil pabOThl U 3aKYIIOK. '
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MuHucreperso o6pasosanus n Haykn XabapoBckoro kpas
KpaeBoe rocysapcTBeHHOE BI0IKETHOR
npodeccHoHanbHoe 0Bpa3oBate/bHOe YUpeKaeHHE
«XABAPOBCKHH ABTOMEXAHUYECKHMH KOJITEDK

[S
aa‘vy':ia‘ﬂﬁx‘bnmm!m (KTB HOY XAMK)
HaHMEHOBaHHe nokymenra: [Monoxenne o CHCTEeME XpaHeHUs

" APXUBHPOBAHHS J0KYMEHTOB 00 00yueHnn paGoTHHKOB 1 Penakuus Ne |
paboroaateneii Bonpocam OXpaHbl Tpyaa Hsmenenue Ne 0
[ YenoBHoe 0603HaueHue:

PACCMOTPEHO
Ha 3acenanuu Ilegaroruueckoro Cosera
IpoTOKOI N2 OT «_ » 20 F

0 CHCTeMe XPaHEeHHs H ADXHBHPOBAHHUS g K
paGoTHHKOB H paGoToaaTeneii Bonpoca
KpaeBOoro rocyjapcTBeHHOro 0l0IKeTHOro
NpopeccHOHANBLHO 06pPa30BaTEIbHOIO yapexaenus: «Xabaposckuii
ABTOMEXaHHYECKHI KOJIemK»

1. O6mue nonoxkenus

1.1. Hacrosmee ITonoxenue ONMpEIC/IeT MNpaBUla XPaHEHHS U ApXUBUPOBaHHUs
AOKYMEHTOB 00 00y4yeHHH pabOTHHUKOB 1 pabotozareneii Borpocam OXpaHbl TpyJa, B TOM
AHCJIC PErNIAMCHTHPYET BOIPOCHl XPaHeHUs JOKYMEHTOB Ha OyMmaxkHoM HocuTene u (Hiu)
B (dopMe 3IIeKTPOHHBIX AOKYMEHTOB, TOJIMCAHHBIX YCHJICHHOM KBaTH(DUIUPOBAHHOI
YICKTPOHHOH  MOAMMCBIO, TpPaBHIA  PE3CPBHOIO KOIIMPOBAHHUS M  BOCCTAHOBIIEHHS
AOKYMCHTOB, a TakKe yCTaHABIUBAIOTCS IOPSIOK, MECTO, (OPMBI M CPOKH XpaHCHHs
AOKYMEHTOB B KpPacBOM  IroCy/JapcTBEHHOM Olo/KeTHOM  npodeccHoHaTEHOM
00pasoBaTeIbHOM  yupeskaeHHH «XabapoBckuif  aBTOMeXaHHYeCKuil KOJUIEI
(manee — xoseK).

1.2. Tlonoxenne paspa6otano B cooTBeTCTRIH C:

— . «» n. 5. Ioctanosienus IlpaBurensctBa P® or 16.12.2021 Ne 2334
«O6  yTBepxkIeHHH [lpaBun  akkpeguranum OpraHM3alni,  WHAMBHUAYAIBHBIX
IpCANpUHUMATENCH, OKas3hIBAIOIIUX YCIYIH B 06JacTH OXpaHbl Tpyaa, U TpeOoBaHUii
K OpraHusallisiM ¥ HMHIMBUAYAIbHBIM NPCANPUHHMATENAM, OKa3bIBAIOIMM  YCIIyrH
B 00JIACTH OXpaHbI TPy 1ay;

— ®@eepalbHOrO 3aKoHa OT 6 anpessi 2011 roma Ne 63-®3 «0O6 9JIEKTPOHHOI
TTOATTUCHY;

— DeNepanbHOro 3aKkoHa OT 22 OkTA0ps 2004 roma Ne 125-®3 «06 aApXMBHOM Jelie
B Poccuiickoit ®exeparmny;

— ®enepainbhsli 3akoH 0T 27.07.2006 Ne 152-®3 «O MIEPCOHAJIBHBIX TAHHBIX:

—«['OCT P 7.0.8-2013. HartMOHAa/IbHbII crannapt Poccutickoit ®eneparmu. Cucrema
CTaHIapTOB N0 MH(OpMAIMH, GUGITHOTEYHOMY U H31aTe/IbCKOMY JHeity. JIelonpon3BoACTEO
1 apXHBHOE 11e/10. TEpMUHBI U ONIpeIeTeHUs»;

— «I'OCT P 54989-2012 (ISOATR  18492:2005). HanmoHa LHE cTaHapT
Poccuiickoit ®enepannn. Obecrieuenue AOJITOBPEMEHHON COXPAHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOBY




MuHucTepcTBO 00pa30BaHUs 1 HAYKH XabapoBckoro Kpas
KpaeBoe rocy/apcTBEHHOE O KETHOE
npodieccuoHanLHOE o6pa3oBaTeNbHOe YUPEKIEHHE

s

«XABAPOBCKHH ABTOMEXAHI’I‘-{ECKHﬁ KOJIJIEDK»

S (KI'B TTIOY XAMK)
Hanmerosatue nokymeHTa: Iooxenue o cHeTeMe XpaHeHHus! Jiner 2
1 apXHBHPOBAHHSA JOKYMEHTOB 06 o6yuennu paloTHHKOB H Penaxumsa Ne 1 w8
paboToaaTesieil BOnpocam OXpaHbl Tpyaa Mamenenne Ne 0
Venosnoe 0003HAYEHHE! . Ne

_ «[OCT P 54471-2011/ISO/TR 15801 -2009. HarmonanpHblil crannapT Poccuiickoit
®epepanyn. CUCTEMBI 3JEKTPOHHOTO JOKYMEHTO000pOoTa. YTpaBICHIC JIOKyMEHTAIIMEH.
Vndopmariys, COXpansemas B SIEKTPOHHOM BHjie. PeKoMeHIalH 110
oBecreUeHNIO JIOCTOBEPHOCTH U HAAEKHOCTH» 1 MHBIX 3aKOHOJATE/IbHBIX, HOPMaTHUBHBIX,
1 TOKAIBHBIX AKTOB, IEHCTBYIOMUX B 00/1aCTH XpaHEHH!S noKyMeHTOB B Opranusaiu.

1.3. Hacrosimee TOJOKEHHE PACTIPOCTPAHACTCA  HA opraHu3alio  paboThI
¢ JIOKyMEHTAMM HE3aBMCHMO OT BHJa HOCHTEIL, BIUIIOYAs MX TOJArOTOBKY, PErHCTPALHIO,
yueT ¥ KOHTPOJIb HCTIOIHCHHS, OCYLIECTBIIAEMBIC € TOMOIIBIO ABTOMATH3UPOBAHHBIX
(KOMITBIOTEPHBIX) TEXHOJIOTUH.

1.4. ABTOMaTH3UpOBAaHHBIE TEXHOIOTHH 06paboTKH JOKYyMEHTHOM UHpOpMALIUN,
npUMeHseMble B KOILIE/DKE, IOJDKHBI OTBEYATE TpeGOBaHNAM HACTOAIICTO [TonoxeHust.

1.5. Bompocbl, HeyperyIupoBaHHBIC [TonoKEHHEM, pa3pellaloTes B TMOPAIKE,
yCTAHOBJIEHHOM TPYIOBBIM KOJCKCOM PD W ApYrHMH HOPMATUBHO-IPABOBBIMU aKTaMH
Poccuiickoit @eepalivu.

1.6. B ciydae H3MEHEHUS HOMOKeHHH JeHCTBYIOIIEr0 3aKOHOMATEIBCTBA P®
W IpPOTHBOPEUMs HACTOAIICIO [lonoKeHus, CTOPOHBI PYKOBOJCTBYIOTCS HOpMaMmu
[AEHCTBYIOIIErO 3aKOHO1aTe/IbCTBA P®.

2. CucreMa XpaneHuH H ApXHBHPOBAHHH nokymeHnToB. [IpaBH/Ia HX XPAHEHHH
H ApXUBHPOBAHUSA

2.1. JlToxymenTtaius 00 00yueHUH pabOTHUKOB H paboroaTesieil BONpocaM OXpaHbl
TpyAa KOJe/Ka BKIIOUaeT B ceds:

— mporpaMMbl 00y4YeHHs, MO KOTOPHIM ocymrecTBIseTcss 00ydeHHe paboToaarenel
1 paGOTHHKOB 110 BOPOCAM OXpaHbl TPY/d:

— IPOBEPOYHbIC MATEPHAIIBI;

— yueOHO-METOANYCCKUE MaTCPHAJIBL,

— npuKassl 0 GOpMUPOBAHAH y4eOHOM rpyIbL;

— pacrycaHue 3aHATHH;

— JKypHaJl yueTa NoCeIaeMOCTH, pe3yJIbTaTOB KOHTPOIIA 3HAHWI;

— [IpUKa3 O Ha3HAYECHUH KOMUCCHH,

— IPOTOKOJI IIPOBEPKH 3HAHMA TpeGoBaHuMii OXpaHbl TPy pabOTHHKOB;

— JKypHAIIB] YUETa Bbl/1auu JIOKyMEHTOB;

— peecTp BbIJAHHBIX TOKYMECHTOB.

_ aKTHI CIIMCAHMS JOKYMEHTOB CTPOroii OT4ETHOCTH

— MHBIE JOKYMEHTEI, B COOTBETCTBUM C Pa3/Ic/IOM 3 gacrosuiero I1onoKeHus.

2.2. PesynbTaThl NPOBEPKH 3HAHMA TpeGoBaHMi OXpaHbl TPY/Aad pabOTHHUKOB TIOCIE
3aBepineHus O0y4eHHU TpeGoBaHMAM OXpaHbl TPYId, oOyuyeHMsl IO OKa3aHHIO nepBoi
MOMOIIM TIOCTPAJIABLIMM, OQOPMIAIOTCS [IPOTOKONIOM TPOBEPKH  3HAHUA TpeboBaHuit
OXpaHel TpyJa.

2.3. TlpoTokon IpoBepKH 2HAHUS TpeboBaHMil OXpaHbl TPYIa pabOTHUKOB MOKET
GbiTh 0hopMIIEH Ha OyMaKHOM HOCHTE/IE NN B HIEKTPOHHOM BHJIE U ABJIACTCA



MunucrepeTBo o6pasosanus u Hayku XabapoBckoro kpas
KPaeBo€ rocy1apcTBEHHOE OHOIKETHOE
npo(beccuox-lanbﬂge obpasoBaTesibHOE yupekneHue
«XABAPOBCKHH ABTOMEXAHHWYECKHWIA KOJIEI»
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Uﬁ Hanmeﬂoaaﬂne Aokymenra: [Monoxkenune 0 CHCTEMEe XpaHeHud

" APXHBHPOBAHHS IOKYMEHTOB 00 00y4yeHnn paGoTHHKOB H Penaxuus Ne |
paboToaaTteneii Bonpocam OXpaHbl Tpyaa H3menenue Ne 0
YenosHoe 0603HaueHwe:

CBUICTCILCTBOM  TOTO, 4YTO PabOTHUK MpoLIE COOTBETCTBYIOIICE O0Oy4eHUe
110 OXpaHe Tpy/ia.

2.4. Hymepauus mpoTOKONIOB 3acenanus ATTECTAMOHHONH KOMMCCHH, MPOTOKOIOB
3aCCHaHNA KOMUCCHM 110 ITPOBEPKE 3HAHHIA, BEJIETCS B TeYEHHe rojia HapacTarIIM HTOrOM
M COOTBETCTBYET HOMEPY IPYIIIIHI.

Hanpumep: m1s rpymm no oxpaue Tpyaa Ne OT001/22.

Homep IIpoTokona MoxkeT COCTOSTE 13 HECKOIBKIX 9acTei, NP yCIOBHH BKIFOYEHUS
B COCTaB IPYMIibl 00y4aIOIIHUXCS 10 HECKOMBKUM J0roBOpam.

2.5. B npoTokone mpoBepku 3HaHUs TpeGoBaHull OXpaHbl Tpyga paGOTHHUKOB
YKa3bIBACTCS Clie/yloIas HHpOpMAIIHS:

a) IIOJTHOE HAMMEHOBAHHE KOJIIe KA,

0) nara 1 HOMep NpHKa3a O CO3JAHMH KOMMCCHH IO IIPOBEpKe 3HaHUs TpeGoBaHHUIA
OXpaHkbI Tpy/a;

B) damunus, uMs, oTYecTBO (mIpH HAJIMYMH) TIpeAcenaTesis, 3aMecTUTe/ls
(3amecTHTeneit) npexacenarens (pM HAJIMYMM) U YIEHOB KOMMCCHHU 10 IIPOBEPKE 3HAHMA
TpebOBanuit OXpaHbl TPy Ia;

I') HAUMEHOBAHUE U IPOOIKHTENBHOCTh IpOrpaMMbl 0O0YYEHHUS 110 OXPaHE TPYa;

1) Gamuius, UM, 0T4eCTBO (P HATHIUH), npogeccHs (I0IKHOCTB), MECTO PaboOThI
paboTHHKa, HPOLIC/IIETro POBEPKY 3HAHHS TPeGOBAHIH OXpaHbl TPYa;

C) pe3yJbTaT TIPOBEPKH 3HAHUA TpeOoBaHMii OXpaHbl Tpy/Ja (OLEHKa pe3yibrara
TIPOBEPKH «yIOBICTBOPHTETHLHOY» UIIH «HEYIOBICTBOPHTETHHON,

’K) JiaTa MPOBEPKH 3HaHUs TPeGOBAHMIN OXPaHBbI Tpyaa;

3) PErMCTPALMOHHBIN HOMEp 3aIHCH O TIPOXOKIEHHH NPOBEPKH 3HaHUsI TpeOGoBaHuii
OXpaHbI TPY/Ia B peeCTpe 00YYCHHBIX 110 OXpaHe Tpy/1a JIuI (1anee — peecTp 00y4EHHBIX JIUIT);

1) [OIIUCH paGOTHHUKA, TPOLIEIIEero NpOBEPKy 3HaHHs TPeOOBaHUIT OXpaHbl TPy/a.

2.6. Ilpotokon mnpoBepku 3HaHMs TpeGOBaHMii OXpaHbl Tpyda pabOTHHKOB
[IOANMCBIBACTCS TIpeJceiaTeNieM (3aMeCTHTENeM Mpesceaarens) W WIEHAMH KOMHCCHH
N0 TpOBEPKE 3HAaHWA TPeOOBaHMH OXpaHBl Tpyda. J[ONYCKAeTCs BO3MOKHOCTD BEACHUS
[IPOTOKO/Ia NPOBEPKH 3HAHUS TPeOOBAHUI OXpaHbl TpyAa pabOTHUKOB B DJIEKTPOHHOM BHJE
C MCIOIB30BAHUEM 3JIEKTPOHHOM MOAMKCH WM JIOOOr0 APYroro crocoda, Mo3BoNsiomero
UACHTHQULIMPOBATE JMYHOCTH pabOTHHKA, B COOTBETCTBHH C 3aKOHO/1ATEILCTBOM
Poccuiickoit ®eaeparmu. [1o 3anpocy paboTHuka €MY BBIJACTCA IIPOTOKOJI IPOBEPKH 3HAHUS
TpebOBaHuii OXpaHb! TpyAa Ha GyMaKHOM HOCHTEJIE.

2.7. B ciy4ae ecad HOPMATHBHBEIMH TIDAROBEIMM AaKTAMU He yeranornena
HEOOXONUMOCTh BBIAAYM YIOCTOBEPEHMH O [pOBEpKe 3HaHUS PabOTHHMKOB TpebOBaHMUit

OXPaHBI Tpy/a, IOTIONHHUTE/IBHO K MPOTOKOITY TPOBEPKM 3HAHUS TpeGOBaHUT OXpaHbI Tpya
PabOTHUKOB JIONYCKAECTCS BBLIABATH YIOCTOBEPEHUE O NpOBepKe 3HaHUA TpeboBaHMil
OXPaHBbI Tpy/ia pabOTHUKY, YCHEUIHO MPOIIEIIEMY IPOBEPKY 3HAHHS TPeGOBaHMIx OXpaHsbl
Tpy/Ja.

2.8. ITo oxkoHUaHWH OGYYEHHMS TPYMIBI OTBETCTBEHHOE JIHIO 34 OpraHu3aluOHHO-
MCTOMMHYECKOE  COMPOBOXACHWE  IPYmmBl  (GOPMHMPYET  HTOrOBYIO  IAmKy ¢
MICHTH(QUKALMOHHBIM HOMEPOM IPYMITBI, B KOTOPYIO BKIIOUAKOTCS CIeAYIOLIHE TOKYMEHTHI:




MUHHCTEPCTBO 00pa30BaHus U HAYKN XabapoBCKOro Kpas
KpaeBoe rocyAapcTBeHHOE O10KETHOE
npodeccHOHATLHOE ofpaszoBatellbHOe yUPERACHHUE
«XABAPOBCKHH ABTOMEXAHWUYECKHWH KOJIJIEJDK»
o (KI'b IOY XAMK)

ASEITOMANII ORI
AL

Hanmeroakne 1okymenTa: TlosiosKeH#ne 0 CHCTEME XpaHeHHs!

H apXHBHPOBaHUI JOKYMEHTOB 06 06yueHH pabOTHHKOB H Penakums Nel
paGoTonareneii Bonmpocam oOxXpaHbl TpyAa H3amenenne NeO
VYcaoBHOE 0003HAUCHHE!

— CHHCOK JIMIL, HATIPaBIsEeMbIX HA 00yueHHUE (MO3KeT OBITH OJIMH Ha HECKOIBKO TPYIII
110 OJIHO# Ipodeccun);

— npUKa3 O MpueMe Ha 00yueHHUE;

— npuKa3 00 OTUNUCICHUM]

— pacIicaHue 3aHsITHiL;

_5KypHAT ydeTa NOCeIaeMoCTH 1 pesy IbTaToB KOHTPOJIS 3HAHW;

— MpYKa3 0 Ha3HAuYCHUH KOMUCCHH,

— [IPOTOKOI TIPOBEPKH 3HAHUA TpeGoBaHuUN OXpaHbl TPYIa paOOTHHUKOB,

— JKypHAaJIbl yueTa Bbl1aun JOKyMEHTOB;

— JIMCTHI OTBETOB (€CIH MO MPOrpaMMe NpeyCcMOTpeHa TECTOBas ¢opma 1poBeieHHs
MTOrOBOI ATTECTAITMH) MO KOIHYECTBY YUaCTHUKOB IPOBEPKH 3HAHUH.

XpaHeHHE JIOKYMCHTOB B UTOrOBO# TIAKE C HACHTU(GHKAIMOHHBIM HOMEPOM IPYTIIIBI
OCYLIECTBIIAETCS B COOTBETCTBUH C HOMEHKJIATYPOH [€JT KOJUIeKA.

OTBEeTCTBEHHOCTh 334 XpaHEHWE M apXUBHPOBAHWE JIOKYMCHTOB 00 o0yuenuu
paBOTHMKOB U PabOTOAATEIEH BONPOCAM OXPAHBI Tpy/Ja i OPraHU3aIMIo JACI0NPOU3BOACTEA,
co0MI0/IEHHE yCTaHOBJIEHHBIX HACTOSILIIAM TlonoxeHueM
B KOUICIKE BO3JIaraercs Ha OTBETCTBEHHOro COTpPYAHHKA KOMILTEKTOBaHusl Tpynm
KOJITTEIKA.

HenocpeacTBeHHas paboTa 10 KOMILTCKTOBAHUIO noKkymeHToB 00 00yueHHH
paborHukoB ¥ paboTozateneil BONpocam OXpaHbl TpyAad OCYIIECTBIAETCS COTPYAHHKAMH
OTIENa KOMIUIEKTOBAaHUS [PYIIIL.

3. MecTO M CPOKH XpaHEHHUA JOKYMEHTOB 110 o0y4eHHIO 10 OXpaHe TPyaa HA
GyMaKHOM HOCHTeJIe
3.1. XpaHeHHE JOKYMEHTOB 110 oOyueHHIO MO OXpaHe Tpyda Ha OyMa)XKHOM HOCHTEJIE
OCYLIECTBIIAETCS B OT/ENE KOMIUICKTOBAHUS I'PYTIIL.
3.2. B COOTBETCTBUM C HOMCHK/IATYpPOil e KOJUIeKa I XpaHeH!s JOKyMEHTOB HO
00YUEHMIO 0 OXPaHe TpyJia Ha OyMaKHOM HOCHTEC YCTaHABIUBAKOTCS CIICAYIOLINE CPOKH:

HUnpexc Cpok xpaHeHus, CT
3aroJ0BOK Jiena e > TlpumedaHHe
aena 110 TIEPEUHIO
5 ner, c1. 477
03-01 ITporpaMmbl 00y4YeHHSA X
Ilepeunst
03-02 IIpoBepouHble MaTepUaIbl: TECTBI, I rox, ct. 481
3a/1aHKsA, DK3aMeHaIlMOHHBIE OUIICTHI [lepeuHs
MToropas narka: rpukassl 1o
5 OpraHm3aiuu y4e6Horo mn
03-03 P 11y yueOHOro npoiecca it
(3auMcIIeH s, OTUMCIEHMS); PACTINCAHHC
Ha IPYIILY; )KypHaJI; IIPOTOKOI; 3as1BKa
03-04 ITpuKassl O Ha3HAYEHHH KOMMCCUH 5 ner
03-05 | [IPOTOKOJIBI 3aCE/IAHMS KOMUCCHH TIO 10 ner, ct. 485
NpoBepKe 3HAHKUI [lepeyHsi




MunucTepeTBo o6pazosanus 1 Hayku XabapoBckoro kpas
KpaeBoe rocyn1apcTBeHHOE Ol0TKeTHOE
npoeccHoHanbHoe 06pasoBaTenbHOe YupexeHue
«XABAPOBCKHIM ABTOMEXAHUYECKUIA KOJUIEXK»
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\% (KI'E [TOY XAMK)
Hanmenosanue nokymenta: Monoxkenne o cnereme XpaHeHus JIner 5
H ApXHBHPOBAHHUS 10KYMEeHTOB 06 00y4enun paGoTHHKOB W Pepaxuus Ne | 8
paboToaateneii Bonpocam oxpaHbl Tpyaa Hamenenne Ne 0
L YcnoBHOe 0603HaueHMe: k3. Ne
| 03-06 Kypuan perucrpauuu yue6usix rpymmn S ner
1. 7 Iopsinka, yrB.
03-07 HOKYMEHTHI 0 ipoBepke 3Haumii 110 Mo ux an Hg oM
- HHOOpHayKH
OXpaHe TpyJia BOCTpeboBaHus
p Py P Poccuu or

14.10.2013 Ne 1145

03-08 Kypnan yuera Benauu JIOKYMEHTOB 0 50 ner, ct. 489

MPOBEPKE 3HAHMIA 110 OXpaHe Tpyaa Ilepeuns
03-09 PeecTp BBIIaHHBIX JOKYMEHTOB 0 50 ner, ct. 489
NPOBEPKE 3HAHMIA 110 OXpaHe TPy 1a Ilepeuns

YueGHO-MeTotuecKue MaTepHaIBI 110
IporpaMmam (KOHCIIEKTEI JIEKIINH,

IToct. To
NPE3CHTAINH, Pa3/IaTOYHbIE MATEPHAITbI
MHHOBaHHSI
03-10 JUIS JISKUMOHHBIX U [MPAKTHYECKHAX
o HanoO0HOCTH CT. 479
3aHATUHN);
ITepeuns
a) 1o MecTy pa3paboTKH
0) B IpyTHX OpraHM3aIusax
03-11 3asBICHUS O6YYAIOIIHXCS S rer
Peectp yuera 611aHKOB TOKYMEHTOB
Py HoRY o 3 rona, n. «B» cT. |[lociae yHUUTOKEHHUS
03-12 YCTaHOBJICHHOTO 0Opa3iua CTporoii
183 Ilepeuns Os1aHKOB
OTYETHOCTH
AKTBI CiicaHus GIaHKOB JIOKYMEHTOB
03-13 T 3 roga, . «B» cr. |Ilocie yHUUTOKEeHUs
Y P P 183 Ilepeuns 6J1aHKOB
OTYETHOCTH

4. Ilopsok nepeBona A0KyMeHTOB, H3rOTOBJEHHBIX Ha OyMa’KHOM HOCHTeIe,
B 3JIEKTPOHHBIEC NoKyMeHThbl. IIpaBuiia XxpaneHus n apxuBHpoBaHus, pe3epBHOro
KONMHPOBAHHS H BOCCTAHOB/IEHHSA 3JIEKTPOHHBIX I0KYMEHTOB, NOANHCAHHBIX
YCH/ICHHOH KBAJIH(DHUUHPOBAHHOMN 3/1eKTPOHHOM MOANKCHIO

4.1. B koieke 01ycKaeTCs BO3MOXKHOCTS BEICHHS NIPOTOKOJIA IIPOBEPKU 3HAHUS
TpeboBanuii OXpaHbl Tpyaa pabOTHHKOB B JJICKTPOHHOM BHIE € HCIOIb30BAHUEM
3JICKTPOHHOM MOAIMHMCH MK TOOOro APYroro cnocofa, mo3Bosiomero HJICHTUQHUIIMPOBATE
JIMYHOCTE Pa0OTHUKA, B COOTBETCTBHM C 3aKOHOAATENBCTBOM Poccuiickoii Denepariuu.

4.2. TlepeBo/l IOKYMEHTOB Ha OyMa)KHOM HOCHTENe W COCTABIISIONIAX OyMasKHBIH
ApXHB, OCYIIECTBIISETCS B COOTBETCTBUM C MPUKA30M JIMPEKTOPA KOJLIEIKA.

4.3. DIIeKTPOHHBIH 06pa3 T0KYMEHTOB CO3aeTCS ¢ TTIOMOIIBIO CPEACTB CKAHUPOBAHMsI.

4.4. CxaHMpOBaHWEe JOKYMEHTa Ha GYMa)KHOM HOCHTENe IOKHO IIPOU3BOUTHCS
B Macmtade 1:1 B rpaganmsax ceporo 1gera.
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4.5, Tlpu ckaHWpOBaHUH HEO0OXOIMMO 00eceurBaTh pa3peliCcHHE HE MCHEC 200 Touex
Ha JIOIM, @ TAKKE COXPaHEHHE BCEX PEKBU3HTOB H ayTEHTWYHBIX NPU3HAKOB MO/UTHHHOCTH,
B TOM uuciie rpaduyuecKoil NOANHUCH JInIaA (/M1T), TIEYaTH KOJUIeKa, TIPH ©¢ HAIMTHH. daiin
3NEKTPOHHOTO 00pasa JOKyMEHTa J0/DKCH GeITh B (hOpMaTe apXUBHOI'O XpaHCHHUA PDF.
Pasmep (aiina 5JI€KTPOHHOTO obpa3za He JIOJDKEH IPEBBITIATh 30 meraOaifT.

4.6. JlupeKTopoM  KOJIe[Ka  HasHa9aeTCs OTBETCTBEHHBIH  CHELMAIIMCT,
YIIOJIHOMOYEHHBIH Ha CO3[aHHMC aitioB, nepejavy NOKyMCHTOB B 3JIEKTPOHHBIA apXUB,
dhopMUpOBaHME IIEKTPOHHOTO apXHBd, paboTy C JOKYMEHTaMH SJICKTPOHHOTO apxuBa,
B TOM umcae (hopMUPOBaHUE M 3aBEPCHHE GyMaykHON KOIMU JNIEKTPOHHOTO NOKYMCHTA.
obecreyeHns JIOCTOBEPHOCTH 3JIEKTPOHHBIX JOKYMEHTOB, PasMEILEHHBIX U BBOAMMBIX
B DJIEKTPOHHBI apxuB, obecrieueHne paGoTsl ¥ Ge30macHOCTH DJIEKTPOHHOTO apxuBa,
a TAKIKE Pe3CPBHOTO KOMMPOBaHUs, BOCCTAHOBICHIA UHGOpPMALIHH.

47. OTBETCTBEHHBIM HCIIOJHHMTEIEM CO3AACTCHA apXUBHBIN ¢aitn JOKyMeHTa
¢ 3amojHEHMeM HeoOxomumoi MH(OpMaIIH. Kask/plit OTJEIBHBIA JNIEKTPOHHBIA obpa3
JOKyMEHTa JI0JDKeH OBITh MPEICTAaBICH B BUIC OTHeNBHOro (aisa ¢ HAUMEHOBAHMCM,
HO3BO/AIOLAM MICHTHOUIMPOBATE JTEKTPOHHBIH o0pa3 1OKyMEHTA.

4.8. B apxuBHBbIH (aiin OTBETCTBEHHBIN HMCIIOIHUTE/Ib 3arpyHact 3]IeKTPOHHBIH 00pa3
JOKYMEHTa, IIPEIBAPUTEIBHO CBEPAs €ro ¢ OpHUriHaTIoM ¥ (MIM) HaIeKallle 3aBepeHHOH
KOTTHEH.

4.9. Tlpu YCTAHOBICHMM HMICHTHYHOCTA OJICKTPOHHOIO o0pa3a JIOKyMCHTa
C OpUTHHAJIOM/HAUICIKALIE 3aBEpPEHHON KOTIHMEH OTBETCTBEHHBIM HWCMOJIHUTENh HIH
JIMpeKTop Ko/LTe/Ka MOAIICHIBACT €ro 3JIEKTPOHHON KBATH(UIMPOBAHHOM MOIHCEHIO.

4.10. BB MOTYYEHHBIX WY CHOPMUAPOBAHHBIX ICKTPOHHBIX 00pazoB TOKYMEHTOB
11 51eKTPOHHBIX JOKYMEHTOB B 2JIEKTPOHHBIA apXUB J10/DKHBI BBITIOJIHATEHCS OTBETCTBEHHBIMH
MCIIOJIHATEIAMH B KpaTdaliiui cpoK.

4.11. @OyHKUMOHAIbLHBIE XapaKTepPUCTHKU  3JICKTPOHHOTO apxuBa  JIOJDKHBI
[PEJICTABIATH T10JH30BATEIAM CIIETYIOIINE BOIMOKHOCTH:

— [OMCK JIOKYMEHTOB [0 Pa3/IMYHBIM PEKBU3HTAaM 1 3HAICHUAM,

— OTKpBITHE JJIEKTPOHHBIX 00pa30B JOKYMEHTOB CTAH/APTHEIMH CpecTBaMH;

— BBIBO/ Ha OYMayKHBII HOCUTEIIb,

— (hopmHpOBaHUE CTATHCTUUECKOM, M APYTO# OTYETHOCTH O COCTOSHHMH 3 ICKTPOHHOTO
apxuBa;

— pasrpaHMHUEHHE PaB J0CTYNa K JOKyMEHTaM 3/ICKTPOHHOI0 apxuBsa;

—  HEBO3MOKHOCTH YJQJIEHHsS paHee 3arpyKCHHbBIX —OJICKTPOHHBIX o0pazoB
JOKYMEHTOB;

— HEBO3MOJKHOCTH V/IaJICHUSl M 3aMEHbI JNIEKTPOHHOH TIOIIHCH B paHEe 3arpy KeHHBIX
3JEKTPOHHBIX 00pa3ax T0KYMEHTOB.
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4.12. DneKkTpoHHBI apXMB KOLIEMKA BKIIOYAET B cebs HH(DOPMALMOHHYIO CHCTEMY,
00ecreunBaoILyIo yIpaBieHue APXHUBHBIMH 3JIEKTPOHHBIMU 10KYMEHTAMH, H 00ECIICUHBAET
MECTO [l XpaHeHHsl JJIEKTPOHHBIX JOKYMEHTOB Ha ¢usnyeckn  060coGICHHBIX
MATCPUAIBHBIX ~ HOCHUTEIAX, B TOM 4YMCIe Ul HX BPEMECHHOI0  pa3MelleHus,
4 TAKIKE yCTaHABIMBACTCS MJIM BBIICIAETCS HEOOX0MMMOe CEPBEPHOE H KOMMYHHKALIMOHHOE
obopynoBanue.

4.13.  DneKkTpOHHBIE  JIOKYMEHTHI, NOANCKAINE  XPAHEHHIO,  MEPEIaroTCs
B OJIEKTPOHHBIH apXUB B  YINOPANOYEHHOM COCTOSHHMH B BH/IC KOHTEHHepoB,
00ecreYMBaloNUX  [elI0CTHOCTD SJIEKTPOHHBIX JIOKYMEHTOB, Ha OCHOBAaHWM OIMHCEil
JJICKTPOHHBIX ~ IOKYMEHTOB TI0 BHYTpPEHHEi SJICKTPOHHOM TOYTe KOJUIEMKA WM
Ha 000CO0IEHHBIX (ONITHYECKNX) HOCUTEIAX.

4.14.  DneKTpOHHBIE  JIOKYMEHTHI CHCTCMaTU3UPYIOTCS 1[I0 KOHTeiHepam,
HHACKCUPYIOTCS U UMEIOT CPOK XpaHEHHsl, OIpe/IelIeHHBII HOMEHKJIATYPOH Je KoJlIeKa,
B TIOpS/IKE, YCTaHOBJIICHHOM B OTHOLIEHHH JeJl, CHOPMUPOBAHHBIX U3 JIOKYMEHTORB
Ha OyMa)XHOM HOCHTeIe.

Konreiinep snextponnoro nokymenra npeacrasiser coboit ZIP-apxus.

4.14.1. B KOoHTelHep 51eKTPOHHOTO JMIOKYMEHTa BKITIOYAKOTCA:

SJICKTPOHHBIN JOKYMEHT B (hopMaTe apXHBHOTO XpaHeHus;

MeTamanHeIe JOKYMCHTa, BI/IIOYant JJICKTPOHHBIC 11OAIIHMCH.

4.15. B ciydyae HEOOXOMMMOCTH BOCCTAHOBIICHMUS J@HHBIX 3JIEKTPOHHOIO TOKYMEHTA
KOIUIE/DK IPOBOIMT MX PE3EPBHOE KOMMPOBAHHE. [/ OPraHM3AINH CHCTEMEL pe3epBHOTO
KOIMPOBAHUS MCIIONB3YIOTCA CTAH/IAPTHBIE CPECTBA ONMEPALMOHHON CHCTEMBL. PesepsHoe
KOIHPOBaHKE IIPOBOAUTCS €XKeMeCIYHO He To3Hee 20-ro Yncia Mecsa.

st co3nanus pesepBHBIX KOMMH MaHHBIX NPUMCHAIOTCA KOMITAKTHBIE (CMEHHBIE)
HOCHTENH HH(pOpMaLHH (001a4HOe XPAaHUIIMIIE / BHEIITHHE JKECTKIE JINCKU | T.I1.).

lIpu cosnanum pesepBHBIX Kommil jomyckaercs wx APXUBHPOBAHHE CHEIHAILHBIMHU
[POTPaMMHBIMH CPEACTBAMH.

XpaHEHHE PE3EPBHBIX KOMHiT OCYIIECTBAAETCS B TeUeH e 3-x MECSILIEB.

BoccranoBienne  yTpaueHHBIX  JAHHBIX [IPOM3BOJIMTCS M3 pPE3epBHON  KOIUH,
obecreunBaroIeli MUHUMATBHYIO [OTEPIO JMaHHBIX, COAEPIKAIIUXCSH B HH(DOPMAIIMOHHOM
pecypce.

OtBercrBeHHBle anma npu paGorte ¢ SNEKTPOHHBIMH  JJOKYMEHTAMH 00sA3aHbI
cobmoaTe  TpeGOBaHMA  3aKOHOJATEILCTBA Poccuiickoit  ®epepatun o sammre
TIePCOHAJIBHLIX JIAHHBIX.

5. IlpeaocraB/ieHHe 10KYMEHTOB 00 00y4eHHH 1o 0XpaHe TPyaa B IEKTPOHHOM
BH/E
5.1. Ilpu BemeHMH npoTOKOIA [IPOBCPKH  3HAHMA TpeboBaHMM OXpaHbl Tpyja
pabOTHUKOB B 3JIEKTPOHHOM BHJE, OOMEH SJICKTPOHHBIMH IIPOTOKOJAMH C JIMIIAMH,
MPOMENIIMMH TIPOBEPKY 3HAHUH 10 OXpaHe TPY/Aa HMPOMCXOIHMT TAKKe HCKIIFOYUTEIBEHO
B SJIEKTPOHHOM BH/IE (TIO 3JIEKTPOHHOM 1ouTe) B 10-1HEBHDIIH CPOK € J1aThl 3aceJaHus
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COOTBETCTBYIOIIEH KOMUCCHH I10 TIPOBEPKC 3HaHuil TpeGOBaHKI OXpaHbl TPY/A B KOJLIE/UKE.

5.2. DAEKTPOHHBIA JOKYMEHT IOANHCHIBACTCAH yCUIIEHHOM KBaIMDUIIMPOBAHHON
SIIEKTPOHHOM MoAmuckio JlupexTopa Opranusanvi.

5.3. Ilo 3ampocy JMLia, NPOMLIEIIEro MpOBEPKY 3HaHMil [0 OXpaHe TpyJaa, €My
BBIIaeTCs TPOTOKOJI [IPOBEPKH 3HAHMA TpeboBaHMI OXpaHbl TPy HA OyMaxKHOM HOCHUTEJIE.

5.4. Bymakuasi KONMs DICKTPOHHOrO JOKYMEHTa 3apepsAercs OTTHCKOM MITamIia
«Korusi HIeKTPOHHOr0 JIOKyMEHTa BEpHa» (unn cOBCTBEHHOPYYHOH 3alMCBIO C TEKCTOM)
¥ COOCTBEHHOPYUHOIH IIO/IMUCHIO JIUTIA, YTIOIHOMOUCHHOTO 3aBEpATH JOKYMEHTBI OT HMEHH
KoJTeKa ¢ pacmubpoBKOi GaMUIMH U AOTKHOCTH 1 yKa3aHWEM J1aThl 3aBEPECHUA.

5.5. (TBETCTBCHHBINM WMCIOJIHMTEND HECET TMEPCOHAIBHYIO OTBETCTBEHHOCTH
32 MACHTHUHOCTH HH(pOpManuu B OyMa)KHOM KOMUM  IJIEKTPOHHOTO JNOKYMEHTA
1 e HIEKTPOHHOM OPHTHHAIE, a TAKOKE 3a CO3AHNC OyMa)KHOM KOIMHU JOKYyMCHTA.

5.6. JINCTHI MHOTOCTPAHUUHBIX OyMa/KHBIX KOIHE S]IEKTPOHHBIX JIOKYMEHTOB JIOJIZKHbBI
ObITH NPOHYMEPOBaHbL,  JOMYCKACTCA GpoUNOpOBaHKe  JIMCTOB ~ MHOIOCTPAHMIHBIX
JIOKYMEHTOB, UX MPOIIMBKA M 3aBEPECHUC cOpOIIIOPOBAHHOrO JIOKYMEHTa Ha obopore
MIOCJICAHErO JIUCTA.

6. OTBEeTCTBEHHOCTH 32 XpaHeHHe TOKYMEHTOB

6.1. Oprauuszanus HeceT OTBETCTBCHHOCTH 34 COXPaHHOCTh ~ [JOKYMECHTOB
Ha OGYMaXHOM HOCUTENE, a TaKKe SJICKTPOHHBLIX JOKYMEHTOB JIEKTPOHHOTO apXuBa,
06paboTKy ¥ XpaHEHHWE [EPCOHATBHBIX JAHHDIX, colepiKaIMXcs B JJIEKTPOHHOM
1 OyMajkHOM apXuBe.

6.2. COXpaHHOCTb  DJIEKTPOHHBIX ~ JIOKyMEHTOB B JNEKTPOHHOM  apXHBE
obecrenBaeTes UCIIOTHUTETBHON IMPEKIUEH KO,

6.3. Tlpu XpaHEHHMH ODJICKTPOHHBIX JOKYMCHTOB Ha ¢usuueckd 000COONEHHbIX
MaTepuantbHLIX HOCHTESNX OHM 3allMIaTes OT BpEHBIX BO3EHCTBHI OKpYIKatoLIeH
Cpejibl, B TOM YMCIEe MATHUTHBIX, »EKTPOMATHUTHBIX, TEMIIEPATY PHO-BIMKHOCTHBLX.

6.4. KonTpoib  TEXHHYECKOTO  COCTOAHHA IEKTPOHHBIX  JIOKYMCHTOB
i (QU3MIECKOTO COCTOSIHMA JICKTPOHHBIX H OyMaKHBIX HOCHMTEIEH MPOBOAMTCA HE PEXKE
OHOro pasa B 3 roxaa.

COI'JIACOBAHO:
3aMecTUTEb JUpeKTopa no YP
. 0. samecturens aupekropa no JII10

H.MU. MarBeeBa
A S1. UyKanKuH
.0. JIncuna
T.A. 'naroBckas
v} MLIT. Morup
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