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I CTy/IeHTOB HarpaBienus noarotoBku 38.03.04 «I"ocygapcTBeHHOE U
MYHUITUTIAIEHOE YITPABICHUE)
(mmst Becex mpodusiel moAr0TOBKY )

Tema Ne3
KopnopaTtuBHble cHCTEMBbI 3JIEKTPOHHOI0 IOKYMEHT0000poTa

3ansaTue Ne2
Oco0eHHOCTH CHCTEM IJIEKTPOHHOI0 I0KYMEHT0000p0Ta B X0/1¢ peaiu3aunu
MEKBEIOMCTBEHHOr0 00MeHa

Paccmotpena u  omoOpeHa  Ha
3acenanuu kadeaps UC

ITporokos Ne

« » 20 T.

CrasponoJsb, 2022



Heas:

1. CdopmupoBarh  HWHPOPMAIMOHHO-HATIIAJHOE  MpEJACTaBICHUE 00
OCOOEHHOCTSIX CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa B  XO7e
peanu3aluy MeXBEIOMCTBEHHOTO 0OMEHa.

2. JlaTb xapakTepUCTUKy TpeOOBaHUSIM K HHGOPMAIIMOHHBIM CHCTEMaM
3JIEKTPOHHOTO JJOKyMeHTooOopoTta ®OVB.

3. Oxapaktepu3oBarth CUCTEMY nH()OpPMAITMOHHOM 0e30macHOCTH
obecneunBaronyo C3J] ®OUB.

4. Tloka3aTh aKTyaJbHOCTh U 3HAYUMOCTH COBPEMEHHBIX MH(GOPMAITMOHHBIX
TEXHOJIOTUN B 00ECIIEUeHNN KOMMYHHKAIIUM.

Bpema: 90 mun.

Yueono-mamepuanvnoe obecneuenue:

1
2.
3.
4

I'OC BO 1o HanpaBieHHUro.

Pabouas mporpaMma JUCHUIIINHBIL.
TemaTrka ceMECTPOBBIX JOMAIIHUX 3aJaHUM.
OcHOBHasl ¥ JOTOJIHUTEIbHAS JTUTEpaTypa.

Pacnpeoenenue epemenu

BcerynurenbHas 4acTh S MuH.
OcHOBHas 4acTh

Y4eOHbIE BONIPOCHI:

TpeOoBanus K MHOOPMAITMOHHBIM CUCTEMAM 3JIEKTPOHHOTO 50 MUH.
nokymeHnToobopora ®OVB

TpeboBanus k wuHpopmarmonHoi Oe3omacHoctn C3J[ 30 muH.
®OlB

3aKJIIOYNTENIbHAS YaCTh S MuH.



BBoaHast yacThb:

HecMoTpst Ha TO 4YTO CHCTEMBI 3JEKTPOHHOIO JIOKYMEHTOOOOpOTa
UCIIOJB3YIOTCSL YK€ TOUTH JIBAALATh JIET, 10 TOCJIEIHETO BPEMEHU €AMHCTBEHHBIM
OTEUECTBEHHBIM JIOKYMEHTOM, YCTAHABJIMBAIOLUIUM OCHOBHbIE TpeOOBaHUA K
CUCTEMaM 3JIEKTPOHHOIO JIOKyMeHTooOopoTa u paenomnpousBoactBa (CIJI), ObLn
npuka3 MunkomcBsizu Poccun ot 02.09.2011 Ne 221 (Caaiig Ne_ ) «O06
yTBepkaeHun TpeOoBaHuid K HMHGOPMAIMOHHBIM CHCTEMaM 3JEKTPOHHOIO
JTOKyMEHTO00OpoTa  (eepallbHBIX  OpPraHOB  HMCHOJHUTEIBHOW  BJIACTH,
VUYUTBHIBAIOIINX B TOM YHCJIE€ HEOOXOAUMOCTH OOpaOOTKH MOCPEICTBOM JaHHBIX
CUCTEM CIIyXeOHOM HH(POpMAlUU OTPAHUYEHHOTO PACIPOCTPAHCHUS». ITOT
JIOKYMEHT COJICPXUT JIHUIIbL OYEeHb KpaTkue (Ha 6 CTpaHUIlax) U caMble OOIIHe
tpeboBanuss Kk CDBJI. ITloka COJI HUCHONB30BAINCH HCKIIOUUTEIBHO Kak
BHYTPUYUPEIKICHUECKUE CHUCTEMbI, WX Pa3HOIJIAHOBOCTb U HECOBMECTUMOCTD
MEXy co00il He ObUIM CyIIeCTBEHHOW mpoOieMmor. Ho ¢ HavasoMm mepexona K
eAMHOMY MH(GOPMAIIMOHHOMY MPOCTPAHCTBY, OpraHU3alUed MEXBEJOMCTBEHHOTO
ANEKTPOHHOTO  JIOKYMEHTooOOpoTa  HeoOxomuMocTh  yHubukanuu  CO/I,
o0ecrieueHrne WX COBMECTUMOCTH C OOIIEroCylIapCTBEHHBIMU CHCTEMaMH OOMEHa
JIOKyMEHTaMH, JIEKTPOHHOTO B3aUMOJICUCTBUS U apXUBHOTO XPaHEHUS BBIXOJIAT Ha
nepBbld TUIaH. YacTMYHO Ha pelIeHHe Bompoca B3auMoaeucTBus cucteM COJI
HarpaBieH ['OCT P 53898-2010 (Caaiim Ne ) «CucreMbl 53JIEKTPOHHOTO
JNOKyMeHTooOopoTa. B3ammopneiicTBue cuCTEM  yHpaBieHUs JAOKYMEHTAMH.
TpeboBaHUs K 2JIEKTPOHHOMY COOOIICHUIOY.

TpebGoBanus mpemHa3HAuCHbI i (QeaepaTbHbIX OPTAHOB HCIIOTHUTEIBHON
BJIACTHU, HO B COOTBETCTBUU CO CT. 11 deaepansHoro 3akona ot 27.07.2006 Ne 149-
@3 «O6 nnpopmaruu, THOOPMAITMOHHBIX TEXHOJOTUSX U O 3aIUTE HHPOPMAITUID)
pPacIpOCTPaHSIOTCS U HAa HMHBIE TOCYAApPCTBEHHBIE OpraHbl W OpPraHbl MECTHOTO
camoynpaBieHus. KomMmepueckue opraHusalud HUMEIOT IPaBO OPraHHW30BBIBATH
COJl mo coOCTBEHHOMY YCMOTPEHHIO, HO, YUMTHIBAasl POJIb TOCYAapCTBa B HaIlei

CTpaHc, OOBIYHO BCE KpynnHbIC W CpEAHHEC KOMMCPUYCCKHEC OpraHru3aluu
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OPUEHTHPYIOTCSI Ha TMpaBWia, YCTAaHOBIEHHBbIE TOCYIapCTBOM Ui YI0OCTBa

BSaHMOHeﬁCTBHH C roCy1apCTBCHHBIMUA OpraHaMu.



IlepBb1ii yueOHbIi Bonpoc — Tpe6oBanus K MHGOPMAMOHHBIM

CUCTEMAaM JIEKTPOHHOI0 JOKYMeHTo000poTa POUB

TpebGoBanusi ycTaHABIMBAIOT MpaBWiIa OpraHU3alvU U (QYHKIMOHUPOBAHHUS
CUCTEMBbI aBTOMATH3aIMH JEJIOMPOU3BOACTBA U JOKYMEHTOO00pOTa B (heepaibHOM
OopraHe HMCHOJHUTEIbHOW BIIACTH, OOECMEYMBAIONIEH BO3MOKHOCTH BHYTPEHHETO
AMEKTPOHHOTO  JOKyMeHTooOopoTta (manee — C3J[ DOUB), omnpenenstor
MUHUMAJIbHBIN HA0Op (GyHKIMMA, KOTOpble AoikHA BhIMOJIHATE COJ] ®OUB npu
OCYILIECTBICHUH JEATEIBHOCTH (peepaqbHOr0 OpraHa HCIOJTHUTEIBHOW BIACTU
(mnanee — ®OUB), a Takxke yclnoBUs yIpaBieHUS JOKyMeHTamMu B pamkax COJ]
®OUB, B ToM uncie ciyxeOHoN HH(POPMalU OTPAHUYEHHOT'O PACTIPOCTPAHEHMSL.

TpeboBanus pacnpoctpansitorcss Ha OOWB, BHeapswonme cucteMy
AJIEKTPOHHOTO JJOKYMEHTOO0OpOTa, JMOO OLICHUBAIOIIME BO3MOXHOCTU YK€
umeronieiicas C3] ®OUB.

COJ1 ®OUB nomxHa OBITH MacIITAOUPyeMOM U 00ecieUrBaTh CIEAYIOIINI
PEKOMEHIyEMBI YPOBEHb MPOU3BOAUTEIBHOCTH, HANEKHOCTH U 3aumThl (Coanpy
Ne_ )

— noctyn Kk COJ] ®OMB - ve 6osee 3-X CEKyH/I;

- JOCTYIl K JJIEKTPOHHOM KapTOYKE, CO3/1aBAEMOW IPU PErUCTPALMH
JNOKyMEHTa M COJEep)Kallled JaHHbIE, OIKCHIBAIOIINE KOHTEKCT,
COJIep)KaHUe, CTPYKTYpYy HOOKYMEHTA, JACHCTBUS, COBEpULICHHBIE C
JOKYMEHTOM B XOJ€E IOJATOTOBKH, PacCMOTPEHMS, HUCIOJHEHHS WU
XpaHEHMs], a TAKKe UICHTU(UKAIIMOHHbBIE IaHHbIE — HEe 0oJiee 5 CeKyH I,

— BpeMs npocTost ipu cOosx u nepeszarpyske CIJ[ ®OUB - ne 6omnee 30
MUHYT;

— BOCCTAaHOBJICHHE 3JIEKTPOHHOTO IOKYMEHTa U3 PE3EPBHON KOMUU — HE
oonee 30 MUHyT;

— aBTOMAaTHYECKOE yBEJOMJIEHHE JoJbKHOCTHOro Jmna DOOUB,

ucnonb3yromiero COJ[ ®OUB o c6oe B COJ POUB;



— MUHUMU3AIUS PUCKOB MOTEPU DJIEKTPOHHBIX JIOKYMEHTOB - HE MEHEE
OJIHOW pPE3epPBHOM KOMHUU SJIEKTPOHHBIX JOKYMEHTOB, XPaHAIIUXCA B
Co1 ®OUB;

— ko3 punmnent HaaexxHoctu COJl ®OUB - ne menee 0,98;

— 3aIUIIEHHOCTh OT HECAHKIIMOHUPOBAHHOTO JIOCTYMAa B CIy4yasx, Kora
B COJI ®OUB npenycmorpeHna oOpaboTka ciyke0HOM nHpOpMaIuu
OTPaHUYEHHOIO0  PACIpPOCTpPaHEHHs - He Hmwke kiacca 1T
(YcranaBnmuBaeTcs AeBATh kinaccoB 3amuiieHHoctn AC ot HCJ k
uHpopmaruu. Kaxaplii Kimacc XapakTepU3yeTcsi ONpeeieHHOU
MUHHUMAJIbHOM COBOKYITHOCTHIO TpeOoBaHuil 1o 3ammute. Kiaccel
NOAPA3JAEIAIOTCS HAa TPU TPYMHIbI, OTIWYAIOIIUECS OCOOCHHOCTSMHU
oOpabotkun wuHpopmanmuu B AC. B mnpegemax kaxaod Tpymmbl
coOoaeTcs uepapxusi TpeOoOBaHUM MO 3alUTE€ B 3aBUCUMOCTH OT
EHHOCTH (KoH(pUAEHIMAIbHOCTH) WH(GOpPMALUU U, CJIEIOBATENIBHO,
uepapxus Kinaccos 3amuieHHocTH AC.);

— 00beM 0a3bl TAaHHBIX JIJISI XPAHEHUSI JIEKTPOHHBIX TOKYMEHTOB JOJIKEH
obecrieunBaTh ~ XpaHEHHE  BCEX  DJIEKTPOHHBIX  JIOKYMEHTOB,
obOpabartsiBaembix B @OUB 3a nepuoj He MeHee 5 JeT.

CoOl ®OUB mpexacrasuser cobor (Caaiig Ne ) uHPOPMALMOHHYIO
CUCTEMY, IMpEJHA3HAYEHHYIO [JIs yIpaBlieHHsT Bcemu JokyMeHTamu OONB,
BKJIFOYAs] TMPOEKThI JOKYMEHTOB (KpOME€ JIOKYMEHTOB, COJEpKallliX CBEICHMUS,
COCTABJISIFOLIME TOCY/TapPCTBEHHYIO TalHY).

CoJl ®OUNB B3auMOJEUCTBYET C CHCTEMOM  MEXBEJOMCTBEHHOIO
AIIEKTPOHHOTO JIOKYMEHTO000pOoTa (MDJ10), eIUHOMN CHUCTEeMOM
MEKBEJIOMCTBEHHOTO 3JIGKTpOoHHOTO B3ammozeiicteus (CMOB) u ¢ apyrumu
UH()OPMAITMOHHBIMUA CHUCTEMAaMH.

B3anmopneiicteue COJ[ ®OUB c¢ cucremoit MOJIO perimameHTHpYyeETCS
TeXHUYECKUMU TPEOOBAaHUSIMA K OpTaHM3AIlMU  B3aUMOJCHCTBUS  CHCTEMBI
MEXBEJJOMCTBEHHOTO  OJJEKTPOHHOTO  JOKYMEHTOOOOpOoTa C  CHUCTEMaMu

AIIEKTPOHHOTO IOKYMEHTO000pOTa (peiepanbHbIX OPraHOB UCTIOTHUTEIBHON BIACTH.

O



Bzaumopeiicteue C3J] ®OUB co CMOB ocymiecTBisieTcss B MNOPSAIKE,
npenycMoTpeHHoOM llojokeHreM O €IMHOHM CHCTEME MEXBEJIOMCTBEHHOIO
AIEKTPOHHOTO B3aUMOJEHCTBUS, YTBEPKICHHBIM MOCTaHOBIeHUEM [IpaBuTenscTBa
Poccuiickoit @eaepaunn ot 8 ceHTa0ps 2010 r. Ne 697.

[Ipouiecchl JoKymeHTaIMOHHOro oOecrieyeHust ymnpasienus B COJ[ ®OVIB
TokHBI BKtodats (Coaiig Ne ).

- KOMIUIEKC JEMCTBHM II0 COXPAHECHHIO JIOKYMEHTAa WJIM CBEIACHUH O
nokymente B COJl ®OUB, onpenensromux mecto 1okyMmenra B CO/1
®ONB 1 no3BOJSIOMIKUX YIPABIATH UM (aliee — BBOJ IOKYMEHTA);

— JIOBEICHUE IOKyMeHTa 110 nosb3oBarens COJ] ®OUB;

- COrJIaCOBaHMUE TOKYMEHTA;

- NOJANKUCAHNE TOKYMEHTA,;

- ¢ukcauuoo  BEACHHUA  NPOTOKOJIOB  JEUCTBUH  (KOHTPOJIBHOM
uH(popmanuu), BeinmoiaHsAeMbix B COJ[ ®OUB u BrIOYaronmx Kak
JNEUCTBUS TOJb30BaTesne U agMuHucTparopoB CIJ ®OHMB, Tak u
JNEWCTBUS, aBTOMATHUYECKU HHUIUUpYyeMbIXx camoil COJ DPOUB
BCJICZICTBUE OIPEICIICHHBIX CHCTEMHBIX HACTPOEK MW YCTAHOBOK,
COXpaHsAeMblii B oOBeME, JOCTaTOYHOM Uil  PEKOHCTPYKLHUHU
BBITIOJIHEHHBIX JIEWCTBUM KOHTposIbHOU nH(popmaruu B CO Il ®OUB;

— nepeaavyy T0KyMeHTa (OTIPaBKY);

- XpPaHEHUE W Y4YeT JIOKYMEHTOB, B COOTBETCTBUU C HWHCTPYKLUUEH IO
nenornpousBoacTBy B @OVIB, a Takke KOHTPOJb HCHOJHUTEIbCKON
JUCUUIUIMHBI, MOJATOTOBKY CHPABOYHBIX MAaTEpPHAIOB M CIIMCAaHUE
JNOKYMEHTOB B apXUB.

[Tpouieccet B COJ1 ®OVIB, B 3aBucMMOCTH OT crocoba mpuéma, nepeaadu

JOKYMEHTOB JieyiATcs Ha cnenyronue rpynmsl (Coaiig Ne_ ).

a) 00paboTKa BXOIAUINX U UCXOASIINX TOKYMEHTOB Ha OyMa>kHOM HOCHTEJIE,

co3maHHblx nin nocrynuBmmx B @OUB u BkmtoueHHsix B COJ] ®OUB nyrem

perucTpanyv, CKaHUPOBAHUA MW CO3AaHUA JBJIICKTPOHHOI'O o6pa3a JOKYMCHTOB



(BKJTIFOYAst JOKYMEHTBI, IOJYyYEHHBIE IOCPEACTBOM ITOYTOBOM CBA3H, SJEKTPOCBA3H U
beapabperepcKoi CBs3M);

0) 00paboTKa 3NEKTPOHHBIX JOKYMEHTOB, MOJIYYCHHBIX WA NIEPEIaHHbIX TI0
cucteme MDJ10;

B) 00paboOTKa 3JEKTPOHHBIX JIOKYMEHTOB, MOJYYEHHBIX WJIU MEPEJaHHBIX C
ncrojib3oBanueM CMDOB;

r) 00paboTKa ANEKTPOHHBIX JTOKYMEHTOB, MOJYYCHHBIX MU MEPEAAHHBIX 110
anexktpoHHOMN noure ®OVB;

1) 00paboTka BHYTpeHHUX J0KymMeHTOB B COJ[ ®OUB.

[Ipoiecc BBOJAa JOKYMEHTOB BKJIKOYAET MPOLEAYPbl  PErHCTpaLMH,
CKaHUPOBAHUS U CO3JIaHUS BJIEKTPOHHOTO 00Opasza AJid TOKyMEHTOB Ha OyMa)XHOM
HOCHUTENIE WA (PUKCUPOBAHUS COJEPKAHMS DIIEKTPOHHOTO JIOKYMEHTa IyTeM
3alpelIeHUs] BHECEHHSI B HETO U3MEHECHM.

B Tom ciydae, koraa MHCTpYKUMENH IO JEIONPOU3BOACTBY, YTBEPKIACHHOU
®OUB, onpenesieH nepevyeHb JOKYMEHTOB Ha OyMa)KHOM HOCHTEJNE, IJI1 KOTOPBIX
YCTaHOBJIEH 3alpeT Ha CO3/IaHUE JIEKTPOHHOTO 00pa3a, Mpolecc BBOJA BKIIOYAET
TOJIBKO PETUCTPALIHIO.

JIst TPOEKTOB 3JIEKTPOHHBIX JIOKYMEHTOB, HAaxOJSIIUXCA B IpoLecce
COTJIACOBAHUS WJIM MOJANKUCAHUS, (PUKcalMsl COEeP KaHUS SJIEKTPOHHOTO JIOKyMEHTa
OCYULIECTBJISIETCS HA KAXKJOM JTare COIVIACOBAHMS, MOJNUCAHUS U MOCIEAYIOIIEH
pErucTpalyy EKTPOHHOTO JOKYMEHTA.

[Toncucrema BBOAa nokymeHnToB COJ1 ®OVB nomkHa UMETH NHTEPAKTUBHbIE
CPEACTBA HACTPOMKH U YIIPABIICHHUS.

[Tporiecc BBOAAa [OKyMEHTa JOJDKEH OOECHEYUTh CpelCcTBa KOHTPOJI,
yOpaBieHUs] U (PYHKIIMOHAJIbHBIE BO3MOXKHOCTH, MO3BOJISIIOUIME MOJIB30BATEISAM
CoOl ®OUB (Cnaiig Ne__ ):

— pEerucTpupoBaTh JOKYMEHTHI He3aBUCHMMO OT (opmara (aitna -

UCIIOJIb3yeMOW  BHYTPEHHEH  CTPYKTYpbl  W/MIM  KOJUPOBKHU
JIEKTPOHHOI'O  JIOKYMEHTa WJIH  KOMIIOHEHTOB  3JEKTPOHHOIO

JOKYMCHTA, MCTOJa KOAUPOBKHU W JPYIUX  TCXHOJOTIMYCCKHUX
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XapaKTEePUCTHK, O€3 BHECEHHUA KAKUX-TMOO M3MEHEHHH B WUX
COJIEP>)KAHHUE;

— pa3Mmemarh JOKYMEHTBI B HMEPApXMYECKOM CXeme, COCTosed u3
pa3lienoB U MOJAPA3/ENOB, B COOTBETCTBUU C KOTOPOUM OpPraHHU3yeTCs
CUCTEMaTHU3ALMsl U OpraHu3anus XpaHeHus J1okymeHToB B COJ1 ®OUB
(manee - kiaccupuUKaOHHAsI CXeMa).

K »snexkTpoHHbIM JoKymeHTaMm, cojepxkamumcs B COJ[ ®OUB, B

COOTBETCTBHHM CO CTaHAApTaMH HeoOXxoaumo obecneunTs (Caaiig Ne_ ).

— ayTEeHTUYHOCTh JJIEKTPOHHOTO JIOKYMEHTA - CBOMCTBO AJIEKTPOHHOI'O
JOKyMEHTA, TAPAHTUPYIOILIEE, YTO AIEKTPOHHBII JOKYMEHT UJICHTHYEH
3asIBJICHHOMY;

- LEJIOCTHOCTh 3JIEKTPOHHOIO JOKYMEHTA - CBOMCTBO 3JEKTPOHHOIO
JNOKyMEHTa, MpPU KOTOPOM COJEpPKAHUE DIEKTPOHHOIO JIOKYMEHTa
ABJIIETCSI TIOJIHBIM M TOYHBIM IPEJICTABICHUEM MOATBEPKIaEMbIX
oleparuii, 1eATeIbHOCTH UM (DAKTOB U KOTOPOMY MOXKHO JIOBEPSTH B
MOCJIETYIOUIUX ONEpalusaX WK B MOCIEAYIOWEN AesITENbHOCTH;

- COCTOSIHAE DJIEKTPOHHOIO JOKYMEHTAa, NpPH KOTOPOM IIOCIE €ro
CO3JaHMsI HE BHOCWJIOCh HUKAKUX U3MEHEHUN.

JlokyMeHTBhl JOMKHBI ObITh 3apeructpupoBanbl B COJ[ ®OMB nyrem
¢ukcauuyu PpPEKBU3UTOB JOKYMEHTa, KOTOpblE OOECIEYMBAIOT MOJTBEPXKICHUE
CIeAYIOIMX CBOMCTB JokyMeHTa (Caaia Ne_ ):

— JOKYMEHT  CO3JaH B  COOTBETCTBMM C  MHCTPYKLHEW  TIO

nenonpousBoactry B ®ONB;

— JOKYMEHT OBbLT CO3/]aH WJIM HalpaBjeH MMEHHO TeM JIUILIOM, KOTOpOe
yKa3aHO B KQUECTBE €ro Co3AaTelisl UM OTIPABUTEIIS;

— JOKYMEHT ObUT CO3/laH WJIM HAlpaBJIeH MMEHHO B YKa3aHHOE BpeMs,
yKa3aHHOMY ajpecary;

— JAOKYMCHT ABJISICTCA LCJIOCTHBIM,



— AJIEKTPOHHBIN JOKYMEHT (3JI€KTPOHHBIH 00pa3 MOKyMEHTa) MOXKHO
HalTH, U3BJIE€Yb, IPEICTaBUTh U HHTEpIpeTHpoBaTh B COJ ®OMB, 3a
UCKIIIOUCHHEM JIOKYMEHTOB Ha OyMa)XHOM HOCHTENEe, UIsl KOTOPBIX
MHCTPYKIIMEN TIO  JAEJIONPOU3BOJACTBY, yTBepxkiaeHHo DOUB,
YCTaHOBJICH 3alPET Ha CO3JaHUE ICKTPOHHOTO o0Opa3a.

Coznanue, ob6padotka aokymeHToB B C3J[ ®OMB ocymectBiasercs B
NopsiziKe, ycTaHoBIIieHHOM [IpaBuiamu nenonpon3BoACTBa B GefepalibHBIX OpraHax
WCIIOJTHUTEILHOM BIJIACTH, YTBEPXKACHHBIMU TMOcTaHOBIeHHEeM [IpaBuTenncTBa
Poccuiickoit denepanun ot 15 urons 2009 r. Ne 477 (CobpaHue 3aKOHOJATEILCTBA
Poccuiickoit @eneparnuu, 2009, Ne 25, ct. 3060; 2011, No 37, c1. 5263).

CoJl ®ONB nomxna obecrieyuBaTh OTOOpa)KEHUE CIEAYIOMMX (OPMATOB
daitnos: pdf, rtf, doc, tiff. COJ] ®OUB nomyckaercs obecrieueHre OTOOpaKEHUS
MHBIX (hopMaTOB (paiiiioB, UCMONB3YEMBIX B AesiTeapHOocTH DOUB.

Jlns obGecrieueHrss BBOJIa 3JIEKTPOHHBIX JOKyMeHTOB COJ] ®OVB nomkHa
COOTBETCTBOBATH CIEAYIOMINM (PYHKIHOHAIBHBIM TpeOoBaHusM (Caain Ne_ ):

= P BBOJE JJIEKTPOHHOTO JIOKYMEHTA, COCTOSIIETO U3 HECKOJIbKHUX
KOMITOHEHTOB JJIEKTPOHHOTO JOKYMEHTAa - OOOCOOJICHHBIX YacTew,
KOTOpbIE€ CaMOCTOSITEIbHO WJIM COBMECTHO C JPYTMMHM YacTSMHU
AJIEKTPOHHOTO  JIOKYMEHTa, OOpa3yloT OTICHbHBIA 3JIEKTPOHHBIN
nokyment, COJ ®OHMB npomkHa o0ecreunTh BBOJ BCEX €r0
KOMITOHEHTOB,;

= P BBOJIE JJIEKTPOHHOTO JIOKYMEHTA, COCTOSIIETO U3 HECKOJIbKHUX
komrnoHeHToB, COJ POUB nomwkHa oOecnednTh BO3MOXKHOCTH
YOpaBJIEHUS] ITUM JJICKTPOHHBIM JOKYMEHTOM KaK €IWHBIM IIEJIbIM,
COXpaHsisi B3aUMOCBSI3M MEXIYy KOMIIOHEHTAaMU U MOIACPKUBas
CTPYKTYPHYIO IIEJIOCTHOCTH DJICKTPOHHOTO IOKYMEHTA;

— obecnieunBath mnoan3oBaTeasM COJI ®OKMB B03MOXHOCTH BBOJA
AIEKTPOHHOTO  JIOKYMEHTa TOpU  OTCYTCTBUU  MPOrPAMMHOIO
NPUJIOKEHUSI, UCIOJb30BAHHOTO JUISI  CO3JAHUS  DJIEKTPOHHOIO

JOKYMEHTA;

ERV)



— oOecrieunBaTh COOp M XpaHEHUE METAJaHHBIX O JIOKYMCHTAX;

— aBTOMATHYECKHW U3BJIEKATh 3HAYEHUS W3 TMOJIeHd, Ha3HAYeHHBIX
TOJKHOCTHBIM JinioM DPOWB, ynoJHOMOYEHHBIM JJIsl BBIIIOJTHEHUS
aIMUHUCTpAaTUBHBIX (GyHKUMA mnpu padore c¢ COJ] DOOUB
(anmunamctpatop COJ[ ®OUMB), mida  omnpeneneHHbIX Tpynn
JOKYMEHTOB, MOJy4YeHHBIX U3 cucrembl MOJIO, CMOB u apyrux
WHOOPMAIIMOHHBIX ~ CHUCTEM, MCHOJB3YysS OTH  3HAYEHUA  JUIA
aBTOMAaTHUYE€CKOTO BHECEHHUS COOTBETCTBYIOIIMX META/IaHHBIX;

— MOAJACPKUBAThH 3aI0JHEHUE BCEX AJIEMEHTOB METAJaHHBIX, YKa3aHHBIX
npu koHpurypupoBanuu C3J1 ®OUB, u obecrieunBaTh NOCTOSHHOE HX
COXpPaHEHHE U CBS3b C JOKYMEHTOM,;

= (buKCUpOBaTh 1aTy U BpeMs BBOJIA IOKYMEHTA, KaK B METa/IaHHbBIX, TaK
U B KOHTPOJILHOM MH(pOpMAIINH;

— o0ecrieunBaTh BO3MOXKHOCTh OTOOpPa)KEHHMSI HAa HSKpaHE MeETaJaHHBIX
Ka)XJI0TO0 BBEJICHHOTO JIOKYMEHTA;

= o0ecrieuynBaTh BO3MOXHOCTh 3ampamuBarth y Tmosb3oBaTens COJ]
®OUNB BBOA Tex 00s3aTENbHBIX METAJaHHBIX, KOTOpbIE HE OBUIN
W3BJICYECHBI U COXPaHEHbI aBTOMATUUECKHU;

— uHdopmupoBarth noaszoBarenss COJ ®OVB npu BBojE AJOKyMEHTa O
HE 3all0JIHCHHBIX META/IaHHBIX.

Jlnst obecrnieueHust MpOLIECCOB COTJIACOBAHUS U MOANUCaHUs JOKYMEHTOB CO /]

®OUB nomxkHa obecrieunBath (Caaiig Ne_ ):

— JIOBEICHUE IOKYMEHTOB A0 noJsib3oBatene CO] @OUB, apistommxcs
WCIIOJTHUTEIISIMH, COTJIACYIOIIMMHU W TOAMMCAHTAMH IO JOKYMEHTY, C
pe30Joued, KOMMEHTapusIMU U TOPYYECHHSIMA 10 JTaHHOMY
JIOKYMEHTY;

— BO3MOXXHOCTh OCYIIIECTBIICHHUSI KOHTPOJISI UCIIOJHEHUSI TIOPYUYECHUHN TIO
JOKYMEHTaM, aBTOMAaTUYECKOTO YyBEIOMJEHHUS Mojb3oBaTeneit COJ]

®OMUB o cocTosIHUM TOPYUYEHHI;
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— Hanuuue uHTepdelica, TO3BOJSIONIETO TMOAKIIOYATh  CPEACTBa
ANEKTPOHHBIX MOJMUCEH, MOJYYUBIINE MOJATBEPKICHUE COOTBETCTBUS
TpeOOBaHMIM, YCTaHOBICHHBIM DenepalibHbIM 3aKOHOM OT 6 ampenis
2011 1. Ne 63-®3 «OO6 »snexrtponnod mnoanucu» (Cobpanue
3akoHoAaTenbcTBa Poccuiickont denepanmu, 2011, Ne 15, ct. 2036; No
27, ct. 3880);

- NOANHMCAHME W  COIVIACOBaHHME  (BU3UPOBAHHME)  DJIEKTPOHHBIX
JIOKYMEHTOB C UCIIOJIb30BAHUEM AJIEKTPOHHOM MOATMKCH.

J{nst pOBEPKU ayTEHTUYHOCTH, IETOCTHOCTH U JOCTOBEPHOCTH AJIEKTPOHHBIX

nokymeHToB COJ[ ®OUB nomkna odecneunBats (Caaig Ne_ ):

— MPOBEPKY U COXPAHHOCTH JIEKTPOHHBIX MOIMUCEH, CBA3aHHBIX C HUMHU
cepTU(PHUKATOB KIIIOUEH MTPOBEPKHU IICKTPOHHOM MMOITUCH;

— XpaHUTh pe3yJbTaT MPOBEPKU JJICKTPOHHOM TMOAMKHCU B BHJEC
METaJIaHHBIX AJIEKTPOHHOTO JOKYMEHTA;

— uHdopmupoBarth nosb3oBatens COJ] ®OMB o pe3ynbrarax npoBepKu
ANEKTPOHHOMN MOAMUCH.

[Ipomecc mepenaun (OTHpaBKH) JOKYMEHTOB ajJipecary OCYIIECTBISECTCS B

COOTBETCTBHM € HHCTPYKIHei Mo gesonpousBoacrsy B PONB.

Jlns ucxoaamux T0KyMeHTOB Ha OymakHoM Hocutene COJl ®OUB nomkHa
o0OecrnieunBaTh MeyaTh KOHBEPTOB COOTBETCTBYIONIETO (popMaTa U CIIUCOK PACCHUIKH.

Coll ®dOUB nomxkna obecrieynBaTh (PUKCHUpPOBAHUE KOHTPOJILHOM
uHpoOpMaIK ¢ 1EIbI0 BBISBJICHUS W OTCJICKHBAHUS JCHCTBHUI, HAa KOTOpbHIC Y
nosib3oBatesst COJ] ®OUB net paspernienuit (mpaB) Ha BHITIOJIHEHHUE.

[Ipu stom CBJ ®OMB nomkHa oOecreuynBaTh COOTBETCTBHE CPOKOB
XpaHEHUs] KOHTPOJbHOM HMHGOpMAIMM U TPOTOKOIHPYEMBIX JEHUCTBUI CpOKaM
XpaHEHUs IOKYMEHTAa.

C3Jl ®OMB pomxHa cOXpaHSATh B 3alIUIIEHHOM OT HM3MEHCHUN BUJIE

CIIEAYIONIYI0O KOHTPOJIbHYI0 nHpopmaruio (Caaiig Ne_ ):
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- 000 BCexX JEUCTBUSX, COBEPIIEHHBIX C JOKYMEHTaAMH WM HaOOpamu
JIOKyMEHTOB, MPOEKTAMU JJOKYMEHTOB, KIaCCU(UKAIIMOHHON CXEMO;

— o nosibp3oBatesie C3J] ®ONB, BBINIOJHUBIINM JICHCTBUE;

— O J1aT€ U BPEMEHU COBEPUICHUS JICUCTBUS.

B uncno npeicTBuii, GUKCUPYEMBIX B COCTaBe KOHTPOJIBHON HMHQOpMAIIUH,

noJKHBI BXOguTh (Conaiig Ne_ ):

— BBOJ B COJl ®ONB 10KyMEHTOB, IPOEKTOB JOKYMEHTOB;

— nepeMerieHue pasaena (moapaszena) B KIIacCU(PUKAIMOHHON cXeMe;

- JT00bIE U3MEHEHUS B YKA3aHUAX 10 CPOKAM XpaHEHUS U MOCIEAYIOIUM
JNEUCTBUSIM C IOKYMEHTaMU;

— mto0ble JCHCTBUS, BBIMOJIHEHHBIE aaMuHUCTpatopom COJ[ ®ONB B
XO0/JI€ AKCIEPTU3bl IEHHOCTU IOKYMEHTA,

— HaJIO)KCHUE U CHSTHE 3allpeTa Ha YHUUTOKEHUE paszjena (moapasesa)
KJIaCCU(UKAITMOHHON CXEMBI;

- a00ble  M3MEHEHHUsS METAJaHHBIX KIACCU(PUKAIMOHHOM  CXEMBI,
pa3AeioB U TOKYMEHTOB;

— BHECEHHE W3MEHECHHMH M YHHYTOXKEHHE METaJIlaHHBIX I0JIb30BaTelIeM
Co1 ®OUB;

— W3MEHEHHUsI TPaB J0CTYIIA;

— co3zlaHue, MoauduKanus U yHUYTOXKeHUe noJibzoBarens COJ[ ®OVB
uiu rpynisl nons3osarenei CO Il ®OUB;

- nepegaya J0KyMEHTOB;

— YHUYTOXXEHUE JJOKYMEHTOB;

— nevyaTh JOKYMEHTa WIK METaJaHHbIX.

Jns oGecnieuenust BeaeHus KoHTposibHOU nHpopmanuu C3J] ®OVB nomkna

COOTBETCTBOBATH CJIEAYIOMIMM (PYHKIIMOHAIBHBIM TpeboBanusM (Caaig Ne_ ):

— aBTOMAaTHYECKU (DUKCUPOBATh B COCTABE KOHTPOJILHON HHGpOpMAIUu

BCE ClyyaW JOCTyna K JOKYMEHTaM, HPOEKTaM JIOKYMEHTOB H

pazzienam, a TaKKe 1mevaTh Wil HHOe 0ToOpakeHne HH(POPMAIINH;
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NPEIOCTaBIATh HMHTEp(eric HACTPONHKKM MPOLECCOB COXpPaHEHUS
KOHTPOJIbHON HH(pOpMAIIH;

IIPOTOKOJIMPOBATH BCE U3MEHEHUS B HACTPOMKAX IIPOLIECCAa COXPAHEHUS
KOHTposibHOH — WH(popMmarmu.  (OTKIIOYCHHE  TPOTOKOIMPOBAHHS
W3MEHEHHM B HACTPOMKAX Ipolecca COXPAHEHUS KOHTPOJIBHOU
uH(pOpMaIMK HE JOIyCKaeTcs);

00eCreunTh COXPAaHEHUE KOHTPOJBHOW HMH(MOpMaLMU O AEHCTBUSIX,
BBIIIOJIHEHHBIX ~ HAJ  AJICKTPOHHBIMU  JIOKYMEHTaMH, pasleiiaMu
(mogpasnenamu) KIacCU(PUKAMOHHON CXEMBbI, CPOKaMH XpaHEHUs,
MeTaJJaHHbIMH;

00€eCIeynTh COXpaHEHUE KOHTPOJIbHON HH(POpMALIMK 00 U3MEHEHHUSX B
3HAYEHUAX METaJaHHbIX;

COXPAaHATh B COCTaBE KOHTPOJIbHON MH(OpMaLMU KaKJI0T0 JOKYMEHTa
IIPOEKTHI JIEKTPOHHBIX JOKYMEHTOB, HAIIPABJICHHBIC HA COTJIACOBAHUE
WM TIOJITUCAHNUE;

o0ecneunTh Mpe/CTaBICHUE KOHTPOJIbHOM UHGOpMaluu B BUJE,
NO3BOJIAIOIIEM  HMAECHTU(UUIUPOBATh COOBITHUE M MOJYYUTh BCE
CBSI3aHHBIE C HUM JIJaHHBIE;

IpeIyCMOTPETh BO3MOKHOCTh MOMCKA B KOHTPOJIbHON HH(pOpManuu
CBEJICHMM, CBSI3aHHBIX C OMNPEICIICEHHBIMU COOBITUAMH, OOBEKTaAMH -
uHpopmanmoHHsiMu  d5eMeHTamu  COJI  POUB  (pa3penamu,
nojpasfenaMd  KJIACCU(PUKALMOHHOW  CXEMbl,  AJIEKTPOHHBIMHU
JNOKyMEHTaMH,  KOMIIOHEHTaMH,  J3JEKTPOHHBIMH  KapTOUYKAMH
JOKYMEHTOB, ~ METAQJaHHBIMU W  MHBIMH  HMH()OPMALMOHHBIMU
arieMeHTaMH ), noas3oBatensiMu COJ] @OUB, rpynnamu C3J] POUB -
MOJAMHOKeCTBOM noJib3oBatenen COJ[ ®OUB, posnsiMmu nosib3oBaTenen

CO 1 ®OUB, moMeHTaMH WX UHTEPBAJIAMU BPEMEHMU.
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B knaccudukannonnoi cxeme COJ[ ®OUB nomkHbI OBITH TPETyCMOTPEHBI
pazzmensl M MOAPA3/ENbl, COOTBETCTBYIOIIME pa3fenaM W [oJpasenam
HoMeHKnaTypsl aen @OVB.

Cpoku XpaHEHUsl JTOKYMEHTOB, BKIIFOUEHHBIX B COOTBETCTBYIOIIHME Pa3JIEibl
(mogpasnensl) yCTaHaBIMBAIOTCS B COOTBETCTBUM C llepeuyHeM THUIOBBIX
YIPaBICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B IPOLIECCE IEATENBHOCTH
roCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYITPaBJIEHUSI U OpraHU3alnid, C
YKa3aHHUEM CPOKOB XpaHEHHUS.

CoJl ®OUB npomkHa yAOBIETBOPATH CIEAYIOIIMM TpPeOOBAaHUSAM TIO
XpaHEHUIo U yueTy n1oKymeHToB (Caamg Ne_ ):

- JOJDKHA OBITh IPENOCTaBIIEHA BO3MOXKHOCTH CO37aBaTh U W3MEHSTH

CPOKM XpaHEHHUs pa3AesioB (MOJpa3iesioB) KiacCU(DUKAIMOHHOU
CXEMBbI, KOTOPbIE YCTaHaBIIMBAIOTCS HA OCHOBE HOMEHKJIATYphl €l
OOUB;

— HE J0JDKHO OBITh OIPaHUYEHUN HA KOJIMYECTBO CPOKOB XPAHEHUS;

— OpU CO3JAaHUU CpPOKa XpaHEHUs, €My JIOJDKEH ObITh MPHUCBOEH
UACHTU(UKATOP U JAaHA BO3MOXKHOCTh BBECTH JUJISl HETO YHHKAJIbHOE
HAaUMEHOBAHHUE;

— MO3BOJISITh BECTH M COXPAHATHh B 3AIMILIEHHOM OT U3MEHEHHWH BUJE
VCTOPUIO BHECEHUS M3MEHEHHMI M YHUYTOXEHUS CPOKOB XPAaHEHHS B
KOHTPOJIbHOM HMH(OpMAIMK, BKJIIOYas JaTy TaKOTO W3MEHEHUs WU
YHUUTOXEHUS, U nH(popmanuio o nosb3oBarene COJ[ ®ONB, BHeciieMm
VU3MEHEHUS WIM YHUUYTOKUBILEM JOKYMEHT;

— OpyU U3MEHEHUM WIM YHUYTOXKEHHHM CpPOKAa XpaHEHUs JIOKYMEHTOB
HE0OX0AMMO (UKCUPOBATh MPUYMHY BHECEHUS HW3MEHEHHM WIn
YHUUTOXEHUST W  COXPAHATh 3T CBEAEHUS B  KOHTPOJBHOM
uHpopmanuy;

— Ha3HAUYCHUE I KXAO0ro paszzelia, nmojpaszesia KiacCu(pUKalmoOHHON

CXEMbl KaKk MHHUMYM OJIHOTO CpOKa XpaHEHHUs (MpOCTaBICHUE B
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ANIEKTPOHHON KapTOYKE JOKYMEHTAa HOMepa paziena (moiapasjena), K
KOTOPOMY  OTHOCHUTCA  JOKYMEHT,  JIOJDKHO  aBTOMAaTUYECKU
YCTaHABJIMBATh CPOK XPAaHEHHUS IOKYMEHTA B COOTBETCTBUU CO CPOKOM,
yKa3aHHBIM B KJIacCU(DUKAIIMOHHON CXeMe);
— B MOMEHT OKOHYaHUs CpOKa XpaHeHHs nokymeHToB COJ[ ®ONB
JOJKHA aBTOMATUYECKH WHUIMUPOBATH YBEAOMIIEHUS IOJIb30BATEIS
COJ1 ®OUB 00 OKOHYAHHH CPOKA XPAHEHHUS;

— BBIJICJIICHHE JOKYMEHTOB K YHUUTOXEHUIO;

— MPEAYCMOTPETh B CPOKAX XPAHEHHUS JOKYMEHTOB MUHUMAJIbHBIA HA0OP
BAapUAHTOB JCUCTBUHI C TOKYMEHTAaMH 10 UICTEUEHUH CPOKA XPAHEHHUS:

a) XpaHUTh OCTOSHHO;

0) IpPOBECTHU SKCIEPTU3Y LICHHOCTH JIOKYMEHTA;

B) YHUYTOXHUTb JOKYMEHT B COOTBETCTBHUM C MHCTPYKLIHEH IO
nenonpounsBoactsy B ®ONB;

I) IepeaTh Ha XpaHEHNE B MHOE XPaHUIIHILE;

) MO 3aBEpIICHUH KaJICHJIApHOrO TroJa CO3/1aBaThb JIOKYMEHTBHI IO
YCTaHOBJIEHHOM (hopMe: aKT O BBIACICHUN K YHUUTOXKECHHUIO IOKYMEHTOB (pa3eiioB)
C MCTEKIIMMH CpPOKaMM XpaHEHHMsI M OINHUCH Ha JOKYMEHTbl IOCTOSHHOIO U
noJIroBpeMeHHoro (cBbiie 10 jiet) cpoka XxpaHeHUs!.

Co 1 ®OUB poskua no3BossaTh (Coaitg Ne_ ):

a) YBEITMYMBATh CPOKU XPAHEHUS JOKYMEHTOB;

0) BBIIETATh K YHUUYTOKEHUIO JOKYMEHTHI ¢ coxpaneHueM B COJ] ®OUB axra
O BBIJICJICHUH IOKYMEHTOB (pa3aeioB) K YHUUTOKEHUIO;

B) OJKCHOPTHUPOBATh T'OJOBBIE pa3/iefibl JOKYMEHTOB IOCTOSIHHOTO CpOKa
XPaHEHMs U1 IEPEeaur Ha XPaHEHNE B TOCYJapCTBEHHBIE APXUBHI;

I') SKCIIOPTUPOBATH TOJIOBBIE Pa3/eibl JOKYMEHTOB 10 JINYHOMY COCTaBy JJis
nepe1ayn B apXyuBbl JOKYMEHTOB 110 JUYHOMY COCTaBY;

1) TOJEPKUBATh CPOKH XPAHEHUS C JUIMTEIBHOCTBIO HE MEHEE YeM J0 CTa

JIeT;
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€) MPOTOKOJUPOBATH B COCTaBE KOHTPOJbHOW UHGPOpMAIUU JOOBIE
BBITIOJIHSIEMbIE JIEHCTBUS 10 YHUUYTOKEHUIO U Tepeaade JOKyMEHTOB, U OMOBEIIATh

O HHUX.
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Bropoii yueoHnb1ii Bonpoc — TpeGoBanus Kk HHpOpMALMOHHOM

oezonacioctu CIOJ1 ®POUB

Jis 3amuTel coykeOHOW WHGOpPMAIMU OTPaHUYCHHOTO PacCHpOCTPaHEHUS
JOJDKHBI UCTIONB30BaThC CEPTU(MUUIUPOBAHHBIE B COOTBETCTBUU C TPEOOBAHUSIMU
06e3omacHOCTH UHPOPMAIIMK TEXHUYECKUE U (MJIM) MPOTPAMMHBIE CPEICTBA 3aITUThI
uHbOpMaIUu.

TpebGoBanus 1o 3ammTe UHPOPMALIUA U MEPOTIPUSITHS IO UX BBINOJIHEHUIO, a
TaK)K€ KOHKPETHBIE MPOrpaMMHO-TEXHUYECKHE CPEACTBA 3allHUThl  JIOJKHBI
ONpENENAThCS M YTOYHATHBCA B 3aBUCUMOCTH OT YCTaHOBJIEHHOIO KJlacca
3aIMIIEHHOCTH.

CoOl ®OUB pomkHa COOTBETCTBOBATH TPEOOBAHUSM HAILMOHAIBHOIO
cranaapra Poccuiickoit @enepanuu 'OCT P 51275-2006 «3amura uHbOpMAIIUH.
O6bexT undopmaTuzanuu. GakTopsl, BO3IeHCTBYIOMKE Ha nHpopManuio. Obiue
MOJIOKEHUS» W TPEOOBAHMSAM IO TEXHUYECKOW 3aluTe KOH(PUACHIUATbHOU
uH(popMaIuu.

CoOJl ®OUMB pomxHa oOecreyuBaTh KOHTPOJIb JIOCTYNMAa K JOKYMEHTAM.
Heobxoaumo mpoToKOIUPOBATh U COXPAHATh B COCTaBE KOHTPOJIBHOM HHPOpMAIIUU
CBEJICHHS O MPEJOCTABICHUM JIOCTyNa M O APYTHMX ONEepanusx C JOKYMEHTaMH U
MeTaIaHHBIMHU.

COJ1 ®OVB He nomkHa UMETh OPSIMOTO (HE3AIUIIEHHOI0) MOAKIIOUEHUS K
MH(OPMAIMOHHO-TEJIEKOMMYHUKAIMOHHON ceThu HHTEepHET B COOTBETCTBUHM C
VYkazowm IIpesuaenta Poccutickon @enepannu ot 17 mapra 2008 1. Ne 351 «O mepax
no obecrneyeHnto nHpopmarmonHoit Oe3omacHoctu Poccuiickoit denepanuu npu
UCIOJIb30BAaHUU MH()OPMAITMOHHO-TEJIEKOMMYHUKAILIMOHHBIX ceTei
MEXTYHApOHOTO MH()OPMAITMOHHOTO OOMEHAY.

COJ] ®OUB nomxkna obecrednBaTh TOCTYI K JOKYMEHTaM B COOTBETCTBUU C
MOJMTUKON Oe3omacHOCTH. YTmpaBiieHue mnoiib3oBaresssmu COJIl ®OUB nomxHO
ocymiecTBisieTcss leHTpanu3oBanHo. [IpaBa pgoctyma — Habop JedCTBHIA,

pa3peleHHbIX Il BBIMOJHEHU mnoJb3oBarento COJ[ ®OUB, na3zHauaroTcs M
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poneit monb3oBareneit COJ ®OUB w/wnu rpynn momas3oBateneir COJ OOUB.
[ToMUMO OTKPBITHS TOCTYIIA K ONPEICTCHHBIM YaCTSIM KJIAaCCU(PUKAITMOHHON CXEMBI,
IpaBa JOCTyIla MCHOJIB3YIOTCS JUIsl OrPaHUYEHUsS Kpyra Omepalui, KOTOpBIE
noas3oBareslb COJ[ ®OMB moxer BuIMONHUTE Haa oObektamu CDJ ®OUB,
BKJIIOYAs] TIPOCMOTP METAJIaHHbIX M COJEPKUMOIO pPa3liejioB, CO3JaHHUE JIMOO
MPOCMOTP AJEKTPOHHBIX JOKYMEHTOB (AJIEKTPOHHBIX 00pa3oB JOKYMEHTOB)
onpeneneHHoro Ttuna. Hasznauenuwe mpaB goctyna mnosb3oBatessim COJ ®OVB
(manee - ynpasieHue npasamu) k pecypcam C3J1 ®OVB nenukoM ocyiiecTBisieTcs
nporpaMmmMHbeIMH cpeactBamu camor COJl ®OUB.

Ponb monw3oBarens COJ[ ®OUB - coBOKyNHOCTh (PYHKIMOHAIBHBIX MPAB,
MPEAOCTABICHHBIX MPEIONPEACICHHOMY MOAMHOXECTBY Tonb3oBartenet COJ]
OONMB, MoXET OrpaHUYUBATh BO3MOXHOCTH noJib3oBatenss COl ®OUB, nonmyckas
MOUCK M YTEHHUE BJICKTPOHHBIX JOKYMEHTOB (AJIEKTPOHHBIX 00pa30B JOKYMEHTOB)
TOJIBKO B TIp€JieJIaX OMpPeAeSIEHHBIX pa3/eoB (MOpa3aesioB) KilacCu(PUKAIUMOHHOM
CXEMBI.

[IpaBa HazHauaroTcs rpynmnam COJ[ ®OMB u HacineayroTcs WieHaMU 3THX
rpynn. BeinmosiHEeHrE onepanuii N0 HA3HAYEHUIO MPAB JOCTYIA PAa3pEUICHO TOJBKO
agmunuctparopam COJ1 POUB.

[Tonmromounst ammunuctpatopa COJ[ ®OUB nomxHbl ObITH 3aUKCHPOBAHBI
B JIOJDKHOCTHOM pETJIAMEHTE N0 KHOCTHOTrO Juna ®OUB.

Jlns obGecrieueHus 3alUThI QJICKTPOHHBIX JIOKYMEHTOB (3JIEKTPOHHBIX 00pa30B
JIOKYMEHTOB) Tpu ymnpasieHuu aoctynoM COJ ®OUB nomkHa COOTBETCTBOBAThH
cieayromuM QyHKIIMOHAIbHBIM TpeboBanusam (Caaiag Ne_ ).

— o0OecrieuynBaTh BBITIOJHEHNWE JEUCTBUI TOJBKO aBTOPU30BAHHBIMU

nons3oBaressimu COJ[ PONB;

- oOecrneunBath agmuuuctpaTopam C3Jl ®OVB ynpasieHnue npaBamu

JOCTYTa;

— MOJIJICP)KUBATh HCIIONH30BAHUE KOMOWHAIIMKM TIPaB JOCTyIa IyTeM

OJIHOBPEMEHHOI0 Ha3HaueHus noibs3oBareto CO ] ®DOUB Heckonbkux

ponen;
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- JaBaTh BO3MOXHOCTh aaiMuHKUCcTparopy CO/] ®OUB co3naBats rpynimsl
COJ1 ®OUB u ynpaBisiTh UMH;

— JOCTYIl K CHUCTEMHBIM (YHKIMSIM M COOTBETCTBYIOLIUM COOBITHUSM
MPEAOCTABIATh TOJAbKO anMuHucTpaTopam CIJ] ®ONB;

— Ipu  BbINOJIHEHUU Tonb3oBareniemM COJ[ ®OMB moucka 1o
COJIEP’KaHMIO AJIEKTPOHHBIX JOKYMEHTOB U MeTajganHbix, COJ[ ®OUB
HE JIOJDKHA BKJIIOYATh B CIHMCOK PE3YyJbTAaTOB MOUCKA SJIEKTPOHHBIC
JOKYMEHTBI, K KOTOphIM noJb3oBaresns COJ] ®OVB He nmeer mpas
JOCTYTIA.

st obecnieyeHusi 0€30MACHOCTU AJIEKTPOHHBIX AokymeHToB CDOJ] ®OUB
JOJDKHA TMPEAYCMAaTPUBATh BO3MOKHOCTh PETYJISIPHOTO PE3EPBHOIO KOMUPOBAHUS
AJIEKTPOHHBIX JOKYMEHTOB (DJIEKTPOHHBIX OOpa30B JIOKYMEHTOB), METaJaHHBIX,
BOCCTaHOBJIEHUSI 3JIEKTPOHHBIX JOKYMEHTOB (3JEKTPOHHBIX 00pa30oB JOKYMEHTOB),
METAaJIaHHBIX U3 PE3EPBHBIX KOMUH.

PerynsipHoe aBTOMAaTU3UPOBAHHOE pe3epBHOE KOIIMPOBaHUE "
BOCCTAHOBJICHME MOTYT OBbITh peanu3oBaHbl b0 B camoi COJ[ ®OUB 3a cuer
WHTErpalyu co cpeAcTBaMu, ucnoiib3yemoil B COJ] ®OUB, cucrtemsl ynpaBieHUs
0a3aMu JaHHBIX, JIMOO C HHBIM MTPOTPAMMHBIM MPUIIOKEHUEM.

Jlnst obecnieuenus pe3epBHOro KonupoBaHus U Bocctanoyienus C3J[ ®OVB
JIOJDKHA COOTBETCTBOBATH CienyomuM (yHKIHOHAIBHBIM TpeboBanusm (Caaiin
Ne_ )

— MMETh aBTOMATU3UPOBAHHBIE MPOLIEAYPbl PE3EPBHOIO KOMUPOBAHUS U
BOCCTAaHOBJIEHUS, MTO3BOJISIOIINE POBOJUTH PETYJISPHOE IOJHOE WIIN
BBIOOPOYHOE pE3epBHOE KOIMUPOBAHHME pa3jiesioB (MOApPAa3CIoB)
KJIaCCU(PUKAMOHHOM CXEMBbl, AIEKTPOHHBIX JIOKYMEHTOB
(9MEeKTPOHHBIX 00pa30B JIOKYMEHTOB), METAJaHHBIX, IapamMeTpOB
aIMUHUCTPUPOBAHUS U KOHTPOJHHOM HWH(OpMaluMu, a Takxke, MNpU
HEOOXOJMMOCTH, UX BOCCTAHOBJICHHE;

— npefgoctaBisaTh anMmuHuctpatopam COJ[ DOOHB  BO3MOXKHOCTH

YCTaHOBUTH rpadvK BBIOJIHEHHS MPOIEAYP PE3EPBHOIO KOMMPOBAHUSL:

[AV)



a) YKa3blBasi YaCTOTY BBIIOJHEHUS PE3EPBHOIO KOMTUPOBAHUS,

0) yka3bIBast pa3zenbl (MoApa3aeibl) U SJIEKTPOHHBIE JOKYMEHTHI

(9NEeKTPOHHBIX 00Pa30B JOKYMEHTOB), OJIEKAIINE PE3EPBUPOBAHUIO;

B) Ha3Hayas MeCTa XpPaHECHUS PE3EPBHBIX KOIHUIMA.

B03MOXHOCTh BOCCTaHOBJICHUSI MH(MOPMAIIMK U3 PE3EPBHBIX KOMUMN JTOJKHA
MPENOCTABIATHCS TOJIbKO aaMuHuctparopy COJ] @®OMB cucremsi.

[Ipy BOCCTAaHOBIEHUU DSJIEKTPOHHOTO JTOKyMEHTa (AJIEKTPOHHBIX OOpa3oB
JIOKYMEHTOB) U3 PE3EPBHBIX KOIHM, TOHKHA OBITH B MOJTHOM 00BEME 0oOecIieueHa ero
IIEJIOCTHOCTH (BKJTFOUAs METaJaHHbIC, KOHTPOJIbHYIO HH(POPMAIIHIO) IT0 3aBEPIICHUN
MpoIECCa BOCCTAHOBJICHUSI.

Knacc 3amumennoctu 1 I' mpeanonaraer, uto B COJ 10KHBI OBITH YETKO
BbIaeneHbl (Coaag Ne_ ):

= MOACUCTEMA YIIPABIICHUS JOCTYIIOM

= MOACUCTEMA PETHCTPAIMM M y4deTa IMOJIb30BATENIEH MpOrpamm,

TpaH3aKIMi, BKJIIOYas Yy4YeT JO0CTylna K 3alluilaeMbiM (Qaiiiam,
nepeavy Ux Mo KaHajliam CBS3HU

= y4eT I0CTyIa K CaMUM KaHajaM CBSI3H

= y4eT MOJTHOMOYHI/TIPaB 10CTyna

— y4eT Hocutesied uH(OpMalMu B YacCTU «OYHUCTKH OCBOOOXKIAEMBIX

obJlacTeil omepaTUBHON MaMsITU» U BHEIIHUX HAKOMUTENEH, T.€. y4eT

YHHUYTOKCHHA JOKYMCHTOB.
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3akJIroueHue

Takum oOpazoMm, pexkoMeHmanuu TpeGoBaHMii MHHKOMCBSI3H SIBISIOTCS
HOPMAaTUBHBIM JTOKYMEHTOM, MOIEKAIIUM TIIATEIbHOMY U3YUYEHUIO U IIPOBEPKE HA
cooTBeTCTBUE TpeboBaHusM [lpaBun nenompousBoicTBa, kotopeie aas1 OOMB
o0s3arenbHbl! Camu TpeOoBaHuUs HE MOTYT B IOJIHOM Mepe MOAAEPKUBATh HOPMBI U
IIPAaBWJIa  BBINOJHEHUS  JIEJIONPOU3BOJCTBEHHBIX  OINEpAlMi, YCTAHOBJICHHBIE
[TpaBmiiaMu 1€70MIPOU3BOJICTBA U pa3padOTaHHBIMU Ha UX OCHOBE BEIOMCTBEHHBIMU
MHCTPYKIUSAMU 1O Jieonpou3Boactsy B POUB.

TpeOoBaHUs TPENCTaBIAIOT COOONM MHTEPECHBI JOKYMEHT, KOTOPhI MMEET
CTaTyC HOPMATUBHOTO, HO (PAaKTUYECKH HE MOKET B HACTOSIILIEM BUJIE IPUMEHATHCA,
T.K. TpeOyeT pa3BUTHUSA, YTOUHEHHS] UM KOHKPETH3alMU B KOHTEKCTE IOJHOTO U
peanbHOro cooTrBeTcTBUs I1lmaHy MeponpusaTHi, yTBEPKICHHOMY PaclOpsKEHHEM
[IpaButenscTBa Ne 176-p.

U ewie onHO BaxkHOE 3aMedanue: TpeOOBaHMIM B HACTOSLIEE BPEMSI HE MOXKET
COOTBETCTBOBATh HM OJHO M3 TOTOBbIX pemenuit COJl, npemnmaraemplx Ha

OTCYCCTBCHHOM PBIHKEC.

Jleknuro paszpadoraJ:
Homent kadpeapsr UC
K.T.H., JJOIICHT

« » 20 T B.E. PaukoB
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