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MockBa

006 yrBepxknennu TpedoBannii K nHGOPMAITMOHHBIM CHCTEMAM
3JIEKTPOHHOI0 JIOKYMEHT0000poTa (efepajbHbIX OPraHOB
HCIOJTHUTEJbHOU BJIACTH, YYUTHIBAIOIIUX B TOM YHCJIe HEO0XOAUMOCTh
00pado0TKH MOCPEACTBOM JAHHBIX CHCTEM CJaYyKeOHOH MH(popManun
OrPAHMYECHHOI'0 PACIIPOCTPAHEHU S

B cootBerctBUM ¢ myHKTOM 5.2.23 ITlomoxkeHus o MHUHUCTEPCTBE CBS3U
U MaccoBblXx KomMyHMKamuud Poccuiickon @Denepaunu, yTBEPKIACHHOIO
noctaHoBineHueM [IpaBurensctBa Poccuiickoit @enepaunn ot 2 uroHsa 2008 r.
No 418 (Cobpanue 3akoHomatenbcTBa Poccuiickoit ®deneparuu, 2008, No 23,
cT. 2708; Ne 42, ct. 4825; Ne 46, ct. 5337; 2009, Ne 3, ct. 378; Ne 6, cT. 738;
Ne 33, ct1. 4088; 2010, No 13, ct. 1502; Ne 26, c1. 3350; Ne 30, ct. 4099; Ne 31,
cT. 4251; 2011, Ne 2, ct. 338; Ne 3, ct1. 542; Ne 6, ct. 888; Ne 14, ct. 1935; Ne 21,
cT. 2965), U myHKTOM 2 IUIaHa MEPONPHUATHHA MO mepexony ¢eaepanbHbIX
OpraHoOB HCIOJIHUTEIbHOM BIAacCTH Ha 0e30yMa)XHbIM JOKYMEHTOOOOPOT Mpu
OpraHv3aluy BHYTPEHHEW JEATEIBHOCTH, YTBEPKIAECHHOTO pPACHOPSIKEHUEM
[IpaButenscTBa Poccuiickoit ®enepauuu ot 12 despans 2011 r. Ne 176-p
(Cobpanue 3axononarenscTBa Poccuiickoit denepanuu, 2011, Ne 8, cr. 1151),

I[TPUKA3BIBAIO:

1. YTBepauTh mnpuwiaraembie TpeOOBaHUS K HH(POPMAIIMOHHBIM
CUCTEMaM  DJJIEKTPOHHOTO  JIOKYMEHTooOopoTa  delepadbHbIX  OpPraHOB
WCIIOJTHUTEILHON BJIACTH, YYWUTHIBAIOIIME B TOM 4YHCJIE HEOOXOIUMOCTH
00pabOTKU TOCPEACTBOM  JAaHHBIX CHUCTEM  CIyXeOHoW  uH(popmanuu
OTpaHUYEHHOT'0 pacrnpocTpaHeHus (nanee - TpeboBaHus).

2. JlemapTaMeHTy rocyAapCTBEHHON MOJMTUKHA B 00JIaCTU CO3/IaHUS U
Pa3BUTHA DJIEKTPOHHOTO TpaBuTeNbcTBa (JIumoB) omybnukoBath TpebGoBaHUs
Ha oduimanbHOM caiiTe MUHUCTEPCTBA CBSI3M M MAaCCOBBIX KOMMYHMKAIIHMA
Poccuiickoit ®enepaniuu B WH(POPMAITMOHHO-TEIICKOMMYHUKAIIMOHHON CETH
HNuTepHer.
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3. HamnpaBuTe HacTOAINN NPHUKaA3 HA TOCYJAPCTBEHHYIO PETUCTPALUIO
B Munucrepctso roctunuu Poccuiickon @enepanuu.

Munuctp N.O. ll€rones



IIpunoxenue
K Ipukasy MuHucrepcrsa
CBsI3U u MAaCCOBBIX
KoMMyHuKauun  Pocculickon
denepauuu
ot 02.09.2011 Ne 221

TPEBOBAHUA
K HH(OPMAIMOHHBIM CHCTEMAaM 3JIEKTPOHHOI0 JOKYMEHT0000poTa
(enepajbHBIX OPraHOB UCIOJIHUTEIbHON BJIACTH, YYUTHIBAIONIHE B TOM
yucie He00X0AUMOCTh 00padOTKH MOCPEACTBOM JAHHBIX CHCTEM
cayxeOHO MHGoOpMAIM OTPAHNYEHHOI0 PACTIPOCTPAHEHUS

[. O0ume nmosIoKeHU

1.  TpeGoBanust  yCTaHAaBIMBAaIOT  MpaBWia  OpraHU3aAlMU |
(GYHKUMOHUPOBAHUS ~ CUCTEMbl ~ aBTOMATHU3allMM  JICJIONPOU3BOJICTBA U
JOKYMEHTOOOOpoTa B  (enepaJbHOM OpraHe HCHOJHUTENbHOW  BIACTH,
oOecrieynBaronen BO3MO>KHOCTh BHYTPEHHETO AIEKTPOHHOTO
nokymeHntoobopoTta (nanee — COJ] ®OUB), onpenenstoT MUHUMAaIbHBIN HA0OP
byHkuii, xkoTopblie aoikHA BHIMOMHATE COJ ®OUB mnpu ocymiecTBieHUU
NEeSTENbHOCTH (peAepalbHOrO OpraHa MCIOJHUTEIbHOM BIacTH (Janee —
®ONB), a Takxke ycnoBus yrpapieHus: 1okyMmeHTamu B pamkax COJ] ®OUB, B
TOM 4YHCIIe CITY)KeOHOU HH(POPMALIUK OTPAHUYEHHOTO PACIIPOCTPAHEHUS.

2. TpeboBanus pacnpoctpansitorcss Ha OOUB, BHenpsiome cucremy
ANEKTPOHHOTO JOKYMEHTOO0O0pOTa, JIMOO OICHUBAIOIINE BO3MOXKHOCTH YiKe
umeromeiics COJ1 POUB.

3. CO ®OUB nomxHa OBITH MacmTabupyemMoil u o0OecrneuuBaTh
CIEIYIONINN PEKOMEHAYEMbII YpOBEHb MPOU3BOJUTEIBLHOCTH, HAJIEKHOCTH U
3aIUTHI:

noctyn k COJ1 ®OUB - we 6omnee 3-x cekyHs;

JOCTyll K KapTOuKe, CO3/1aBaéMOM TMPU PErucTpaluu JOKyMEHTa
(mamee - DJIEKTpOHHAs KapTOyka JIOKYMEHTa) U COJAEpKalled JaHHbIe,
ONKCHIBAIOIIME KOHTEKCT, COJAEp)KaHue, CTPYKTYpy HOKYMEHTa, JeWUCTBUS,
COBEpIIEHHBIE C JOKYMEHTOM B XOJI€ MOATOTOBKH, pACCMOTPEHUS, UCTIOTHEHUS
U XpaHEeHHUs, a TakkKe UACHTU(PUKAIIMOHHbBIE IaHHbIE (Jajiee - MeTaJaHHbIe) - He
OoJiee 5 CeKyH[I;

BpeMsi mpocTost npu cOosix u nepezarpyske CIJ] ®OMB - ne 6onee 30
MUHYT;

BOCCTAHOBJICHHE JJIEKTPOHHOTO JOKYMEHTa W3 PE3E€pPBHOM KONUMU - HE
6onee 30 MUHYT;

aBTOMAaTHYECKOE  yBEIOMJIEHHWE  JOJKHOCTHOro Jymma  DPOUB,
ucnons3yoiiero COJ[ ®OUB (nanee - monb3oBarens COJ[ ®ONVB), o cboe B



Co1 ®OUB;

MUHHMU3AIUS PUCKOB TMOTEPU DJIEKTPOHHBIX JTOKYMEHTOB - HE MEHEE
OJIHOW PpE3epBHOM KOMUU DJJICKTPOHHBIX JIOKYMEHTOB, XpaHAIIUXCA B
Co1 ®OUB;

koappunrent Hagexuoctu COJ] ®OUB - ne menee 0,98;

3alMIIEHHOCTh OT HECAHKIMOHUPOBAHHOI'O JIOCTYIA B Cly4asX, Korja B
Col ®OMB npemycmoTrpeHa oO0OpaboTka  ciykeOHOW  wHGOpPMAIUU
OTPaHUYEHHOI'0 PacpoCTpaHeHus - He Huxke Kiacca 117

o0beM 0a3bl TaHHBIX JJI XpPAHEHUS SJEKTPOHHBIX JOKYMEHTOB JOJIKEH
oOecreuynBaTh XpaHEHUE BCEX JJIEKTPOHHBIX JIOKYMEHTOB, 00padaThIBa€MbIX B
®OMNB 3a nepuos HE MEHEE S JIET.

II. Onucanue npoieccoB JOKYMEHTAIMOHHOTO 00ECIIeYeHUs yIIpaBIeHUs
B COJ] ®ONMB

4. CB1 ®OUB mnpexacraBiasier co00il MHGOPMAIIMOHHYIO CHCTEMY,
MpeHa3HAYeHHYIO U1 yhpaBieHus BcemMu nokymeHtamu DPOWB, Bkiouas
MPOEKTbl  JTOKYMEHTOB (KpOME€ JIOKYMEHTOB, COJEpXalluX CBEJCHHS,
COCTaBIIAIOIINE TOCYJAPCTBEHHYIO TalHY ).

5. COJI ®OUNB B3aUMOJEHCTBYET C CUCTEMOW MEXKBEAOMCTBEHHOIO
ANEKTPOHHOTO JIOKyMeHTooOopoTa (manee — cucreMa MOJI0), enuHoit
CUCTEMOM MEXBEJOMCTBEHHOIO JJIEKTPOHHOTO B3aMMOJACHCTBUS (Hanee —
CMDBB) u ¢ apyrumu uHOOPMAIIMOHHBIMU CUCTEMaMHU.

Bzanmopeiicteue COJl ®OUB ¢ cucremoir MOJIO pernameHTupyeTcs
TeXHUYECKUMU TpeOOBaHUSMH K OpraHW3allud B3aUMOJCHCTBHUS CHCTEMBI
MEXBEJJOMCTBEHHOTO  3JIEKTPOHHOIO  JOKYMEHTOOOOpOTa C  CHCTEMaMH
ANEKTPOHHOTO JIOKYMEHTO000pOoTa (eaepaibHbIX OpPraHOB HCHOJHUTEIBHOM
BJIACTH, YTBEpPXKACHHbIMU pacrnopsbkeHueMm [IpaButensctBa  Poccuiickoit
Odeneparun ot 2 okTAOps 2009 r. Ne 1403-p (Cobpanue 3aK0HOIATENIHCTBA
Poccuiickoit @eaeparuu, 2009, Ne 41, cT. 4818).

Bzanmopeiicteue COJ[ ®OUB co CMD3B ocyuiecTBisieTcss B MOPSAKE,
npeaycMoTpeHHoM llonokeHneM o0 €IuHON cucTeMe MeXBEAOMCTBEHHOTO
AIEKTPOHHOTO B3aUMO/ICHCTBUS, YTBEPKACHHBIM MOCTaHOBJICHUEM
[IpaButenscTBa Poccuiickoit ®enepanuu ot 8 centsiops 2010 r. Ne 697
(Cobpanue 3akonomarenscTBa Poccuiickoit denepanuu, 2010, No 38, ct. 4823).

6. Ilpouecchl JOKYMEHTAallMOHHOTO OOECHEYEeHHs] YIpPABICHHUS B
COJ]1 ®OMB n0mKHBI BKIIIOYATh:

KOMIUJIEKC JCHCTBUH 1O COXPAHEHHIO JIOKYMEHTa WM CBEICHUU O
nokymente B COJ1 ®ONMB, onpeaensitonux Mecto nokymenta B COJl ®OUB u
MO3BOJISIIOLIUX YIIPABJIATh UM (J1ajiee — BBOJ IOKYMEHTA);

JOBeJIeHUE TOKyMeHTa 110 nojb3oBarens CO/] ®OUB;

COTJIaCOBaHME TIOKYMEHTA;

MOJNKUCAHKUE IOKYMEHTA;

(dbuKcanuo BeJICHUS MPOTOKOJIOB NEUCTBUN (KOHTPOJIBbHONU MH(OPMALINH),
BeInOJHAeMBIX B COJ] ®OMB u BKIIOYAIOMIUMX KaK JEHCTBUS IOJIb30BATEIICH U
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anmuHuctparopos  C3J[ @DOMB, Tak u fAelcTBUS, aBTOMATHUYECKHU
nauiuupyeMsix camoit C3J[ ®OUB BcieacTBUE ONPENEIEHHBIX CHUCTEMHBIX
HACTPOEK W YCTAaHOBOK, COXpaHseMbli B 00beMe, JOCTAaTOYHOM IS
PEKOHCTPYKIIMM BBIMIOJIHEHHBIX JAEHCTBUN KOHTposibHOM MH(opmauuu B COJ]
OONB;

nepeaayvy 10KyMeHTa (OTIPaBKY);

XpaHEHUE M Y4Y€T JOKYMEHTOB, B COOTBETCTBUHU C HHCTPYKIHUEN IO
nenonpousBoactsy B DOUNB, a Takke KOHTPOJIb MCIOIHUTEIBCKOMN
JVCLUUIUIMHBI, IOATOTOBKY CIIPABOYHBIX MATEPUAJIOB U CIIUCAHUE IOKYMEHTOB B
apXuB.

7. Tpoueccet B COJI ®OUB, B 3aBucumoctu OT crocoba mpuéma,
nepesayn JOKYMEHTOB AENATCS HA CIECIYIOLINE TPYIIbL:

a) oOpaboTKa BXOMAIIMX M MCXOJAIIUX JOKYMEHTOB Ha OyMaKHOM
HOCHUTEJIe, CO3JaHHbIX WM mocTtynuBmiuxXx B @OMB u BriatodyeHHbix B COJ]
®ONB nyreM perucTpaiuu, CKaHUPOBaHUS U CO3[aHUs JIEKTPOHHOTO o0pa3a
JOKYMEHTOB (BKJIIOYasl JIOKYMEHTBI, MOJy4Y€HHbIE MOCPEACTBOM MOYTOBOM
CBSI3H, DJIEKTPOCBS3U U (PesIbIBErepCKon CBSI3N);

0) 00paboTKa JIEKTPOHHBIX TOKYMEHTOB, MOJIYYCHHBIX WM MEPeIaHHbIX
o cucteme M3/10;

B) 00paboOTKa 3JEKTPOHHBIX JTOKYMEHTOB, MOJIYYEHHBIX WM MepedaHHbIX
¢ ucroyib3oBanueM CMOB;

r) 00paboTKa JIEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX WIH MepeaaHHbIX
1o 3eKTpoHHOoM oute ®OUB;

1) 00padoTka BHyTpeHHUX JokymMeHToB B COJ[ ®ONB.

8. Ilpouecc BBOIAa AOKYMEHTOB BKIIIOYAET MPOLEAYPHl PEruCTpalyu,
CKaHUpPOBaHUS W CO3JaHUS DJIEKTPOHHOro oOpaza s JOKYMEHTOB Ha
OyMaXHOM HOcuTele WU (UKCUPOBAHMS  COACPKAHUSA  DIEKTPOHHOIO
JOKYMEHTA ITyTEM 3aIPEIICHUSI BHECEHUS B HETO N3MEHEHUM.

B ToM cnydae, Kkorga MHCTPYKUMEW 1O  JAEJIONPOU3BOJICTBY,
yrBepkaeHHoil DPOUB, omnpeneneH mnepedyeHb AOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE, JJIsl KOTOPBIX YCTAHOBIICH 3alpeT Ha CO3/JaHue AJIEKTPOHHOI0 00pasa,
IIPOLIECC BBOJIA BKJIFOUAET TOJIBKO PECUCTPALIUIO.

JInsi IpOEKTOB JJIEKTPOHHBIX JOKYMEHTOB, HAaXOASLIMXCSA B MPOILECCE
COrJIacCOBaHMS WM TOANMUCAHUS, (UKCALMS COAEPXKAHUS DBJICKTPOHHOIO
JOKYMEHTA OCYUIECTBIIIETCS Ha Ka)JOM JTalle COIVIACOBaHUs, MOIAMNUCAHUS U
MOCJIEAYIOIIEN PETUCTPALIMU DJIEKTPOHHOTO JOKYMEHTA.

IToncucrtema BBoma gokymeHTtoB C3OJ ®OMB gpomkHa HUMETh
MHTEPAKTUBHBIE CPEJCTBA HACTPOMKHU U yIIPABICHUS.

[Ipouiecc BBOJA JOKYMEHTa JOJKEH OOECIEeYUTh CpPECTBAa KOHTPOJI,
ynpaBiieHus U GyHKIMOHAIbHBIE BOZMOXHOCTH, IMO3BOJISIONINE MOJIb30BATENIAM
Co1 POUB:

pPEruCTpUpOBaTh JOKYMEHThl HE3aBUCUMO OT Qopmara daina -
UCIIOJIb3yeMOW BHYTpPEHHEH CTPYKTYpbl W/WIM KOJUPOBKH BJIEKTPOHHOIO
JOKYMEHTA WM KOMIIOHEHTOB 3JIEKTPOHHOT'O IOKYMEHTA, METOJIa KOJUPOBKHU U
APYTMX TEXHOJOTHYECKMX XapaKTepUCTUK, 0€3 BHECEHUs KaKUX-TH0o



M3MEHEHHH B UX CO/IepKAHUE;

pa3MenaTh JOKYMEHTBI B HEPAPXUUECKOM cXeMe, COCTOSIIEH U3 pa3/iesioB
U TOJIpa3JIeJiOB, B COOTBETCTBUU C KOTOPOM OpraHU3yeTcsl CUCTeMaTU3alus U
opraHuzauus  XpaHeHuss JokymeHtoB B CDJ OOUB (manee -
KJ1accu(UKamoHHas cXema).

9. K »snexTpoHHBIM JOKyMeHTaM, coaepxammmcsi B COJ[ DPONB,
B COOTBETCTBUM C HAIMOHAJIBbHBIM cTaHjpapToM Poccuiickoit ®Denepannu
I'OCT P HCO 15489-1-2007 «Cucrtema CcTaHAapTOB MO HHGPOPMAIINH,
OMOIMOTEeUHOMY M HU3JIaTeJIbCKOMY Jey. YIpaBieHue JokymeHTamu. OOmiue
TpeboBanus» (ganee - CtaHaapt) HE0OOXOAUMO 00ECTICUUTh:

ayTEeHTUYHOCTh D3JIEKTPOHHOTO JIOKYMEHTa - CBONCTBO 3JEKTPOHHOTO
JOKYMEHTa, TapaHTUPYIOIIee, 4YTO OJJIEKTPOHHBIA JOKYMEHT UACHTHUYEH
3asIBJICHHOMY;

LEJIOCTHOCTh JJIEKTPOHHOTO JOKYMEHTa - CBONCTBO 3JIEKTPOHHOTO
JOKYMEHTa, IMPU KOTOPOM COJAEpP>KAaHUE 3JIEKTPOHHOIO JOKYMEHTA SBIISETCS
MOJIHBIM W TOYHBIM  TPEJICTABICHUEM  MOJATBEPXKAAEMBIX  ONepalui,
NEeSTENbHOCTH WM (PAKTOB M KOTOPOMY MOXKHO JIOBEPATH B MOCIEIYIOUIUX
orepanusx WIK B MOCIeAYIOEen JesTeIbHOCTH;

COCTOSIHUE DJIEKTPOHHOTO JIOKYMEHTa, IPU KOTOPOM IOCJIE €r0 CO3/1aHUs
HE BHOCWJIOCh HUKAKUX U3MEHEHHUH.

10. JIokyMeHTBI JOJKHBI ObITh 3apeructpupoBanbl B COJ] ®OUB nytem
(buKcalMy pPEeKBU3UTOB JOKYMEHTAa, KOTOpble O0ECreYrBalOT IMOATBEPKICHUE
CJIEYIOLIUX CBOMCTB JOKYMEHTA B COOTBETCTBUU cO CTaHIapTOM:

JOKYMEHT CO3/[aH B COOTBETCTBUU C MHCTPYKIUEH IO JI€TONPOU3BOJICTBY
B ®OUB;

JOKYMEHT ObUI CO3JaH WJIM HalpaBlIeH UMEHHO TEM JIMIIOM, KOTOpPOe
yKa3aHO B KAUeCTBE €r0 CO3/1aTelsl WM OTIPaBUTES;

JOKYMEHT OBbUI CO3/1aH WJIM HAampaBlieH MMEHHO B YKa3aHHOE BpeMms,
yKa3aHHOMY aJpecary;

JOKYMEHT SIBJISIETCSI 1I€JIOCTHBIM;

AIIEKTPOHHBIN TOKYMEHT (3JIEKTPOHHBIN 00pa3 TOKyMEHTa) MOKHO HalTH,
U3BJI€Yb, NPEACTaBUTh U MHTeprpeTupoBats B COJl ®OUB, 3a ncknroyeHnem
JOKYMEHTOB Ha OyMa)XHOM HOCHUTeNe, [JIs KOTOPbIX HMHCTPYKLIHMEH IO
JIETONPOU3BOACTBY, yTBepxkAcHHON POUB, ycTaHOBIEH 3ampeT Ha CO3JaHue
ANIEKTPOHHOTO 00pa3a.

11. Co3znanue, 06padotka qokymentoB B COJ] ®OUB ocymecTBisiercs B
nopszike, yctaHoBieHHOM [lpaBunamu nenonpou3BoAcTBa B (eaepabHbIX
opraHax HCHOJHUTEIbHOM  BIACTH, YTBEPXKIACHHBIMU  IOCTAaHOBIECHUEM
[IpaButenscTBa Poccuiickoit @eaepaunn ot 15 urons 2009 r. Ne 477 (Cobpanue
3akoHojarenbcTBa Poccuiickoit @eneparuu, 2009, Ne 25, ct. 3060; 2011, Ne 37,
cT. 5263).

12. COA @POUB nomxnHa obecnednBaTh OTOOpPaKEHUE CIEAYIOLIUX
dbopmaroB ¢aitnos: pdf, rtf, doc, tiff.

COJl ®OUB nonyckaercs obecrieyeHUE OTOOpaKE€HUs MHBIX (HOpPMATOB
¢aiinos, ucnoiab3dyembix B neareasHoct GOVB.
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13. lns oGecrieyeHus BBOJA AJIEKTPOHHBIX JokymMeHToB COJ[ ®OUB
JI0JI’KHA COOTBETCTBOBAThH CIAEAYIOMIMUM (PYHKIMOHAIBHBIM TPEOOBAHUSIM:

IIPU  BBOJE OJJIEKTPOHHOIO JOKYMEHTA, COCTOSIIETO M3 HECKOJIBKHUX
KOMIIOHEHTOB 3JIEKTPOHHOTO JOKYMEHTa - 000COOJEHHBIX YacTel, KOTOphIe
CaMOCTOSITEJIbHO WJIM COBMECTHO C JPYTMMHU 4YacTAMHU JJIEKTPOHHOIO
JIOKyMEHTa, 00pa3yloT OTHAENbHBIA SJIEeKTPOHHBIM aokymeHT, COJ[ ®ONB
J0JIKHa 00eCIeYUTh BBOJ BCEX €r0 KOMIIOHEHTOB;

IIPU  BBOJE OJJIEKTPOHHOIO JOKYMEHTA, COCTOSILIETO M3 HECKOJIbKHUX
koMroHeHToB, COJl ®OUMB pomxHa o0ecrneunTh BO3MOXKHOCThH YIPABICHUS
ATUM 3JIEKTPOHHBIM JOKYMEHTOM KaK €IWHBIM IIEJbIM, COXPaHss B3aUMOCBS3H
MEXKIYy KOMIIOHEHTAaMHM M  TOJAJEpPXKHBAs  CTPYKTYpPHYIO  IIEJOCTHOCTb
ANEKTPOHHOTO JOKYMEHTA;

obecnieunBaTh mnonab3oBateasaM  COJI DOMB B0O3MOXHOCTE BBOJA
AIEKTPOHHOTO JOKYMEHTa IMpU OTCYTCTBUU IPOTPAMMHOTO MPHUIOKEHHS,
MCIIOb30BAHHOTO ISl CO3JaHUS DJIEKTPOHHOTO TOKYMEHTA;

oOecrieunBaTh cOOp U XpaHEHHWE METAJaHHbIX O TOKYMEHTaX;

aBTOMAaTHYECKM  M3BJIEKATh 3HAYECHUS W3 MOJIEd, HA3HAYECHHBIX
NOJDKHOCTHBIM oM  DPOUNB,  ynmoJHOMOYEHHBIM  [JI1  BBIIOJHEHHUS
aMUHUCTPATUBHBIX (QyHKUMA 1pu padore ¢ CIJ DPOUB (manee -
aagmunuctparop C3J DOVB), nns omnpeneneHHbIX TPYyNN JOKYMEHTOB,
noiay4eHHbIX u3 cucteMsl MOJ10, CMOB u apyrux nHQOpMalMOHHBIX CUCTEM,
UCIIONb3Ysl 3TH 3HAYEHHMS Uil aBTOMAaTHYECKOI'O BHECEHHSI COOTBETCTBYIOIIMX
METa1aHHbIX;

MOAAEP/KUBATh 3allOJHEHUE BCEX JJIEMEHTOB METAJaHHBIX, YKa3aHHBIX
npu koHurypupoBanuu COJ[ ®OUB, u obecneunBarh MOCTOSIHHOE UX
COXPaHEHHE U CBA3b C JOKYMEHTOM;

(buKcUpoBaTh AaTy U BpeMs BBOJIa JOKYMEHTa, KaK B METaJlaHHbIX, TaK U
B KOHTPOJIbHON MH(pOpMALINH;

o0OecreynBaTh BO3MOXKHOCTh OTOOpa)K€HUSI Ha DSKpaHE METaJIaHHbIX
Ka)KJI0r0 BBEJIEHHOI'O IOKYMEHTA;

oOecreunBaTh BO3MOKHOCTH 3anpaninBarh y nojb3oBatens COJ] ©®OUB
BBOJ] T€X 00s3aTeNIbHBIX METAJaHHBIX, KOTOpblE HE OBbUIM HW3BJICYEHBI H
COXpaHEHbI aBTOMATHYECKH;

uHpopmuposath nonb3oBatenss COJ ®OUB npu BBoje TOKyMEHTa O HE
3a0JIHEHHBIX META/IaHHBIX.

14. Jlna obecnedeHuss TPOLIECCOB COIJIACOBAHUA U MOJMHCAHUS
nokymenToB COJ] ®OUB nomkHa o0ecrieunBaTh:

NOBEJICHUE JOKYMEHTOB 110 mosib3oBateneit COJ[ ®OUB, sapnstommxcs
UCIIOJTHUTENSIMHA, COTVIACYIOUIMMHA W MOAINUCAHTAMU IO JOKYMEHTY, C
pe30aronreil, KOMMEHTApUSAMH U OPYYEHUSIMH O TaHHOMY JOKYMEHTY;

BO3MOKHOCTh OCYILECTBIEHUS KOHTPOJISI WMCIOJHEHHS TOPYYEHUH MO
JOKYMEHTaM, aBTOMaTHYECKOTO yBenomiieHUs mnois3oBateneit COJ] ®OUB o
COCTOSIHUM ITOPYYECHHIA;

Hanuuue  uHTep(deiica, MO3BOJSIONIETO  MOJKIIOYaTh  CpPEACTBa
ANEKTPOHHBIX  MOANUCEN, IOJYYMBIIME TOATBEPKICHUE  COOTBETCTBHUS
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TpeOOBaHUSIM, yCTaHOBIEHHbIM DenepanbHbIM 3aKkoHOM OT 6 ampens 2011 r.
No 63-®3 «O06 »snextponHoit mnoanucu» (CoOpaHue 3aKOHOJATEIbCTBA
Poccuiickoit ®eneparuu, 2011, Ne 15, ct. 2036; Ne 27, c1. 3880);

MOJNKUCAHKUE U COTJIACOBAHME (BU3UPOBAHUE) JIEKTPOHHBIX TOKYMEHTOB C
HCIIOJIb30BAHUEM BJIEKTPOHHOMU MOIUCH.

15. Ins npoBepKHM ayTEHTHUYHOCTH, LEIOCTHOCTH W JIOCTOBEPHOCTH
31eKTpOoHHBIX ToKyMeHTOB COJl ®OUB nomxua obecrieynBath:

MIPOBEPKY U COXPAHHOCTBH 3JIEKTPOHHBIX IMOANMUCEN, CBS3AHHBIX C HUMU
cepTU(PUKATOB KItOUEH MPOBEPKH JIEKTPOHHOM MOIUCH;

XPaHUTh PE3YIBTAT MPOBEPKH JIEKTPOHHOU MOANKCH B BUJIE METAJAHHBIX
AIEKTPOHHOTO JOKYMEHTA;

unpopmupoath nonb3zoBatenass COJ[ ®OVB o pesynabTaTax MpOBEpKU
BJIEKTPOHHOM TOJIITUCH.

16. IIpomecc  mepenmauu  (OTHpaBKH)  JOKYMEHTOB  ajapecary
OCYLIECTBIISIETCS. B COOTBETCTBUM C HWHCTPYKLHMEN IO JAENONPOU3BOJICTBY B
OOUB.

Jns ucxonsmux JTOKYMEHTOB Ha OymaxkHom Hocutene COJ[ ®ONB
J0JKHA oOecreyuBaTh Ie4aTh KOHBEPTOB COOTBETCTBYIOIIETo ¢opmara U
CIIUCOK PaCCBUIKH.

17. COA ®OUB nomxnHa obecrieynBaTh (PUKCUPOBAHUE KOHTPOJIBHOU
uH(pOpPMAIMU C UENbI0 BBISIBICHUS U OTCIICKUBAHMS JEHMCTBUM, HA KOTOPBIE Y
nosib3oBatesis COJ] ®OUB net paspenienuit (mpas) Ha BBITIOJIHEHHUE.

[Ipu stom COJ] ®OVB nomxkHa obecredynBaTh COOTBETCTBUE CPOKOB
XpaHEHUsS KOHTPOJbHON MH(OpMALMU U MPOTOKOJUPYEMBIX JAEHCTBUN CpOKam
XpaHEHUsl JOKYMEHTA.

C3/J ®ONB nonkHa COXpaHITh B 3AlIUIIEHHOM OT WU3MEHEHUW BHUE
CJIEIYIOUIYI0 KOHTPOJIBHYIO HH(OPMAIHIO:

000 Bcex JMAEUCTBUSIX, COBEPUIEHHBIX C JOKYMEHTaMH WM Habopamu
JOKYMEHTOB, MPOEKTaMU JOKYMEHTOB, KIIaCCU(PUKALIMOHHON CXEMOM;

o noip3oBateae COJ ®OUB, BeINOJHUBIINM JACHCTBUE;

0 J1aTe€ ¥ BPEMEHU COBEPUIEHUS IEVCTBUS.

B uucno nedictBuii, pukcUpyeMbiX B COCTaBe KOHTPOJIbHON HH(OpMaIuwy,
JOJIKHBI BXOJIUTH:

BBOJ B COJ[ ®ONB n0KyMEHTOB, IPOEKTOB JOKYMEHTOB;

nepemerieHue pasjaena (rmojapasaena) B KiiacCuPUKaUOHHOMN cxeme;

Mo0ble U3MEHEHHSI B YKa3aHUAX MO CPOKaM XpPaHEHUs U MOCIEIYIOIINM
JNENUCTBUAM C JOKYMEHTAMU;

mo0ble IeNCTBUA, BBITTOTHEHHBIE aaMuHucTpaTopom COJ] ®OUB B xo01€
DKCHEPTU3bl LIEHHOCTHM JOKYMEHTa, MPOBOAUMON B  COOTBETCTBUU C
®denepanbHbiM 3aKOHOM OT 22 oKTAOpst 2004 1. Ne 125-®3 «O6 apxuBHOM jelie
B Poccuiickoii ®enepannu» (Cobpanue 3akoHomaTeNbcTBa Poccuiickoit
Oenepanyu, 2004, No 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079;
2008, Ne 20, cT. 2253; 2010, Ne 19, c1. 2291; Ne 31, ct. 4196);

HaJOKEHUE M CHATUE 3alpeTa Ha YHUYTOXKEHHUE pasjena (moapaszielia)
KJ1IacCU(UKAITMOHHON CXEMBI;
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m00ble U3MEHEHUSI METaJlaHHbIX KJIacCU(DUKAITMOHHON CXEMBbI, pa3zeiioB
1 IOKYMEHTOB;

BHECEHHE U3MEHEHUNW M YHHUYTOKEHUE METAJaHHBIX IM0Jb30BATEIEM
Co/] ®OUB;

W3MEHEHUS TIPaB JI0CTYIIA;

co3nanue, mMoauduUKanus ¥ yHUYTOKEeHHe monb3oBarens COIl ®OVB
unu rpynnsl nons3osareneit C3J] ®OUB;

nepenayda J0KyMEHTOB;

YHUUYTOXEHHUE JOKYMEHTOB;

reyarb JOKYMEHTA WM METaJaHHbBIX.

18. Jlna obecnieuenust BeaeHUs] KOHTPOJabHON nHpopManuu CIJ] POUB
JI0JKHA COOTBETCTBOBATD CIEAYIONUM (PYHKIIMOHAIBHBIM TPEOOBAHUSIM

aBTOMAaTUYECKU (PUKCHUPOBATH B COCTaBE KOHTPOJbHOW HMHGOpPMAIIUU BCE
Clydau J0CTyna K JOKYMEHTaM, MPOEKTaM JOKYMEHTOB M pa3jieliaM, a TakkKe
nevyaTh WM HHOE OToOpakeHne nHpopMaIuu;

MPEAOCTaBIATh  MHTEep(dEC  HACTPOMKHM  MPOIECCOB  COXPaHEHUS
KOHTPOJIbHOM MH(pOpMaIIUH;

MPOTOKOJMPOBATh BCE MU3MEHEHUS] B HACTPOMKAX MPOLECCa COXPAHCHUS
KOHTpOJIbHON wuHpopMmanuu. OTKIIOYEHHUE MPOTOKOJIMPOBAHUS W3MEHEHUM B
HACTpOMKax  TMpollecca  COXpPaHEHUsS  KOHTPOJbHOW  HWHPOpPMAIUU  HE
JOITyCKAETCH;

o0ecrneYnTh COXpaHEHHE KOHTPOJHLHOM uHMOpMaMK O JACHCTBUSIX,
BBITIOJTHEHHBIX HaJ| JIEKTPOHHBIMU JOKYMEHTaMH, pasziesiaMu (Topa3iesiaMmu)
KJ1acCU(UKAITMOHHON CXEMBbI, CPOKaMU XpaHEHUs, METaJaHHBIMU;

o0ecrneYnTh COXpaHEHUE KOHTPOJBbHOW WMH(OpMaIMu 00 W3MEHEHHUSIX B
3HAYEHUSIX METaIaHHBIX;

COXpaHATh B COCTaBE KOHTPOJIbHON HHGOpPMAlMM Ka)XJ0ro JOKYMEHTa
MPOEKTHl JJIEKTPOHHBIX JOKYMEHTOB, HAIPABICHHBIE HAa COIVIACOBAHUE WIIH
MOJNUCAHNUE;

o0ecrieynTh TPEACTaBICHUE KOHTPOJbHOM wuHPOpPMAIUM B BHIE,
MTO3BOJIAIONIEM UACHTU(DUITUPOBATH COOBITHE U MOJYYHUTh BCE CBS3aHHBIE C HUM
JAHHBIE;

MPEAYCMOTPETh BO3MOYKHOCTh IOMCKa B KOHTPOJBHOW WHGOpMaLIUU
CBCJICHHM, CBSI3aHHBIX C ONpPEJCICHHBIMU COOBITUSIMH, OOBEKTAMH -
nHpopManonHeiMu daeMeHTamMu COJl ®OUB (pazgenamu, moapasaeiaMu
KJIacCCU(UKAITMOHHON CXEMBbI, JJICKTPOHHBIMH JOKYMEHTAMHU, KOMIIOHEHTaMH,
AJEKTPOHHBIMU  KApPTOUYKAMHM  JIOKYMEHTOB, METAJaHHBIMU W  UHBIMHU
MH(POPMAIIMOHHBIMU 3JIeMEeHTamu), mnojb3oBateasiMu COJ[ ®OUB, rpynnamu
C3Jl ®OMB - noamHoxecTtBoM mnoJsb3oBateneid CII[ DOUB, ponsmu
nonb3oBarenie COJ[ ®ONB, MoMeHTaMu WM HHTEPBAJIAMU BPEMEHH.

19. B xnaccudukammonnot cxeme COJ[ DOMB npomxHbI OBITH
MPEyCMOTPEHBI pa3Aeibl MW TMOJPa3Aeiabl, COOTBETCTBYIOIIHUE pa3feiaM Hu
nojapasjaenaM HoMeHKIaTypol aen @OVIB.

Cpoku XpaHeHHs JOKYMEHTOB, BKJIIOYEHHBIX B COOTBETCTBYIOIIUE
pasznenbl (MOJpa3nesibl) YCTaHABIMBAIOTCS B COOTBeTCTBUU ¢ Ilepeunem
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TUIIOBBIX YNPABIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MPOIIecce
NEATEIPHOCTU TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBIEHUS
U OpPraHu3alui, ¢ YKa3aHUEM CPOKOB XPAHEHHUs, YTBEPKACHHBIM IPHUKA30M
MununcrepcrBa KynbTypbl Poccuiickoit ®denepammn ot 25.08.2010 Ne 558
(3apeructpupoBan B MunucrepctBe toctunuu Poccuiickoit  Depepanuu
8 centsa0ps 2010 r., peructpaunonusii Ne 18380).

20. COJ] ®OMB nomkHa yAOBIETBOPSTH CIAEAYIOIMIUM TPeOOBAHUSIM IO
XPaHEHUIO U YYETY JOKYMEHTOB:

J0JI’KHa OBITh MPEIOCTABIEHA BOBMOXKHOCTh CO3/1aBaTh U UBMEHSITH CPOKHU
XpaHeHUsl pa3AesoB (MOJPa3aesioB) KIACCU(PUKAIMOHHON CXEMbI, KOTOpPBIC
yCTaHABIIMBAIOTCS HA OCHOBE HOMEHKIIATyphl aen OOUB;

HE JI0JKHO OBITh OrpaHUYEHUN HA KOJIMYECTBO CPOKOB XPAaHEHUS;

OpyU CO3JaHUU CpOKa XpaHEHUs, €My JOJDKEH OBbITh IPUCBOCH
UIACHTU(PUKATOD M JlaHa BO3MOXKHOCTh BBECTH [JIsi HETr0 YHHUKAaJIbHOE
HalMEHOBAHUE;

MIO3BOJISATH BECTH M COXPAHATh B 3AlIMIIEHHOM OT W3MEHEHUH BHJE
HUCTOPUIO BHECEHHUsS M3MEHEHWW M YHHUYTOXKEHHUS CpPOKOB XpAaHEHHUS B
KOHTPOJBHON  MHpOpMalMM, BKJIOYas JaTy TaKoro W3MEHEHMsS WU
YHUUTOXKEHUs, U uHpopmamuio o mnonb3oBatene COJ[ ®OUB, BHecuiem
M3MEHEHHUS WIM YHUUYTOKUBILIEM TOKYMEHT;

IIpU HU3MEHEHUU WIM YHHUUYTOXKEHUU CpPOKAa XpAaHEHUS JOKYMEHTOB
HE00X0IUMO (PUKCUPOBATH MPUUMHY BHECEHHS] U3BMEHEHHUMN W1 YHUUYTOXKEHUS U
COXPAHSTh 3TH CBEJICHHS B KOHTPOJIbHOU MH(pOPMALIUU;

Ha3HAu€HUE I KaXKIOTo pasziena, mojpaszfena KiacCu(pUKaIMOHHON
CXEeMbl KaK MUHUMYM OJIHOT'O CPOKa XpaHEHHUs (MPOCTABJICHHE B JEKTPOHHOM
KapTOYKe JAOKYMEHTa HOMEpa paszenia (mojapaszena), K KOTOpOMY OTHOCHTCS
JOKYMEHT, NOJKHO aBTOMATHYECKH YCTaHABIMBATH CPOK XPAHECHUS JOKYMEHTA
B COOTBETCTBUH CO CPOKOM, YKa3aHHBIM B KJIACCU(UKAIMOHHON CXEMeE);

B MOMEHT OKOHYaHMS CpoKa XxpaHeHus 1okyMeHToB COJ ®OUB nomxna
aBTOMAaTHUYECKU MHUIIMUPOBATh yBegomiieHus mnosb3oBatens CIJ] ®OVB o0
OKOHYAaHUU CPOKA XPAHEHUS;

BBIJIEJIEHUE TOKYMEHTOB K YHUUYTOKEHHUIO;

MPEeIyCMOTPETh B CPOKAaX XpPAHEHHS JTOKYMEHTOB MUHUMAJIbHBIM HaOOp
BAPUAHTOB JIECTBUN C TOKYMEHTaMU 10 UCTEYEHNN CPOKA XPAHEHUS:

a) XpaHUTh MOCTOSTHHO;

0) MOpOBECTH SKCHEPTU3y LEHHOCTH JIOKYMEHTa B COOTBETCTBUHU C
denepanbHbIM 3aKOHOM OT 22 oKTs0pst 2004 1. No 125-D3 «O06 apxuBHOM Jierie
B Poccuiickoii ®epepauun» (Cobpanue 3akoHomarenbcTBa Poccuiickoit
Oenepanyu, 2004, No 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079;
2008, Ne 20, ct. 2253; 2010, Ne 19, ct1. 2291; Ne 31, ct1. 4196);

B) VYHHUYTOXHUTb JOKYMEHT B COOTBETCTBHM C MHCTPYKLIHMEH 10
nenonpousBoacTsy B PONMB;

r) epeaaTh Ha XpaHEHUE B MHOE XPaHWIHILIE;

1) MO 3aBEpIICHUM KaJeHJApHOTO ToAa Co3/AaBaTh JIOKYMEHTHI 110
YCTAaHOBJIEHHON (opMe: aKT O BBIAEICHUM K YHUYTOXKEHHUIO JOKYMEHTOB
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(pa3nenoB) C MCTEKIIMMU CpPOKaMU XpaHEHUS W ONUCH Ha JOKYMEHTHI
MOCTOSIHHOT'O U JOJTOBpeMEeHHOro (cBbiie 10 jieT) cpoka XpaHeHUs!.

COJ1 ®OMB nomxHa NO3BOJISTh:

a) YBEITMYMBATh CPOKHU XpaHEHUSI JOKYMEHTOB;

0) BBIIETATh K YHUUTOXKEHUIO IOKYMEHTHI ¢ coxpaneHueM B COJ1 ®OUB
aKTa O BBIJIEJICHUH JTOKYMEHTOB (pa3/iesioB) K YHUUTOKEHUIO;

B) DKCIIOPTHPOBATH I'OJIOBBIE PA3Zeybl JOKYMEHTOB IMOCTOSHHOTO CpOKa
XpaHEeHUs U1 [epelayu Ha XpaHEHUE B TOCYAapCTBEHHBIE apXUBBHI;

I') 9KCIIOPTUPOBATH F'OJOBBIE pa3Jiebl JOKYMEHTOB O JIUYHOMY COCTaBY
JUIS TIEpeladyu B apXUBbI JJOKYMEHTOB 10 JIMYHOMY COCTaBY;

1) TOAJIEP)KUBATh CPOKU XPaHEHUs C JUIMTEIbHOCTHIO HE MEHEe 4YeM JI0
CTa JIET;

€) NIPOTOKOJMPOBAaTH B COCTaBE KOHTPOJBbHON HH(MOpManuu Jo0ble
BBIIIOJIHAEMBIE JEHUCTBHUS 1O YHUYTOXKEHHUIO U IIeperade JOKYMEHTOB,
Y OIIOBEIATh O HUX.

II1. TpeboBanus k uHpopMannonHoit 6ezonacHoctu CI GOUB,
B TOM 4Hciie Ipu 00padoTKe ciay>ke0HOM MHPOPMALIMKM OIPaHUYEHHOTO
pacnpocTpaHEeHUs

21.  Jus  3amuThl  ciyxeOHOW — mHGOpMalMM  OrPaHUYEHHOTO
pacupoCTpaHeHUs]  JOJDKHBI  HCIOJIb30BaThCA  CEPTU(PUUIUPOBAHHBIE B
COOTBETCTBHM C TpeOOBaHMSIMHU O€30MaCHOCTH HH(MOpPMAIMU TEXHUYECKUE U
(unn) mporpaMMHbIe CPEeACTBA 3alIUTHI MH(pOpMaLUK.

22. TpeboBanuss mno 3ammTe UHGOPMALMK M MEPONPUATHS IO HX
BBINIOJIHEHUIO, @ TaKKe KOHKPETHbIE MPOrPaMMHO-TEXHUYECKHE CpEICcTBa
3alMThl  JIOJDKHBI  ONPENENSAThCS W YTOYHSATHCA B 3aBUCHUMOCTH  OT
YCTaHOBJIEHHOTO KJIacca 3alUIIEHHOCTH.

23. COJl ®OMB nomkHa COOTBETCTBOBATH TPEOOBAHUSAM HAIMOHATIHLHOTO
crangapra Poccuiickoit ®enepaunmun I['OCT P 51275-2006 «3amura
unpopmaruu. OObekT uHHPopMaTuzanuu. DakTopbl, BO3ACHCTBYIOIIME Ha
uHpopmarmio. OOIIKE MONOKEHU» U TPEOOBAHUSAM IO TEXHUYECKOM 3amiuTe
KOoH(puAeHIIMaTbHON HHpOpMAITIH.

24, CBJI ®OMB nomxnHa oOecreyuBaTh KOHTPOJIb JOCTyNa K
nokymeHTaMm. HeoOXoIMMO MNpOTOKOIMPOBATH M COXPAaHSATh B COCTaBe
KOHTPOJBbHON MH(OpPMAIMU CBEICHUS O MPETOCTaBICHUH JAOCTyNa U O JPYTUX
orepanusix ¢ JOKYMEHTaMU U METaJaHHBIMHU.

25. CBJ1 ®OMB He pnomkHa HUMETh MPAMOro (HE3alIUIEHHOTO)
MOJKJIIOYEHHUS] K MHPOPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTu MHTepHeT B
COOTBETCTBUU C Yka3zom [Ipe3unenra Poccuiickoit denepaunn
ot 17 mapra 2008 r. Ne 351 «O mepax mo obecrnieueHnio MH(OPMAIIMOHHON
6e3onacHoctu Poccuiickoii denepaluy npu UCIONB30BaHUU WHPOPMALIMOHHO-
TEJIEKOMMYHUKALIMOHHBIX CETeH MEXIyHApOJHOTO HH(GOPMAIIMIOHHOTO OOMEHa
(Cobpanue 3akoHomarenbcTBa Poccuiickont deneparuu, 2008, Ne 12, ct. 1110;
2008, Ne 43, ct. 4919; 2011, Ne 4, ct1. 572).
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26. CO1 ®OUB pomxHa obecrneunBaTh JAOCTYH K JIOKYMEHTaM B
COOTBETCTBHHM C MOJUTUKON 0€30MacHOCTU. YTpaBieHue nojiaszoBarensiMu COJ]
®ONB nomkHO ocylecTBisieTcs LieHTpaau3oBaHHo. [IpaBa noctyma - Habop
NEUCTBUM, pa3pelIeHHBIX JMJis BBINOJHEHUs Tmonb3oBareno COJI DOUB,
Ha3HauvawTcss Ui pojeit monb3oBareneir COJ[ POUB  w/mnm rpynn
nonb3oBarenied COJ @ONMB. ITomuMoO OTKpPBITHS NOCTyNa K ONPEACICHHBIM
qacTsM KJIacCU(UKAIMOHHOW CXEMBbl, IpaBa JOCTyNa HCIHOJb3YIOTCS IS
OTpaHUYEHUs Kpyra omnepauuii, kotopelie nois3oBarenb CI] ®OUB moxet
BBITIOJIHUTH HaJ oObekTamu COJ] ®OUB, BItO4as mpoCMOTpP METaJaHHBIX U
COJIEP>KMUMOTO PA3/ENOB, CO3/IaHHUE JINOO MPOCMOTP AJIEKTPOHHBIX JOKYMEHTOB
(37IEKTPOHHBIX 00pa30B JOKYMEHTOB) ompejaesnieHHoro tuna. Ha3snaueHnue mpas
noctyna mnonb3oBaressim COJ[ ®OUB (nmanee - ymnpaBieHwe mnpaBamMH) K
pecypcam COJI ®OUB 1ienmkoM oCymecTBIsETCS NPOrPaMMHBIMU CPEJICTBAMU
camoit COJ1 ®POUB.

27. Ponb nmonb3zoBatens COJ] ®OUB - coBOKynHOCTh (yHKIIMOHATBHBIX
IpaB, MPEIOCTABICHHBIX MPEIONPEACICHHOMY IOJMHOKECTBY IOJIb30BATENIEH
C3/Jl ®ONB, moxkeT orpaHuYMBaTh BO3MOKHOCTH Tosb3oBatena COl ®ONMB,
JIOMyCKasi MOMCK W YTEHUE DJIEKTPOHHBIX TOKYMEHTOB (3JEKTPOHHBIX 00pa3oB
JOKYMEHTOB) TOJBKO B TMpeaenax OINpeJeieHHbIX pa3eiaoB (Moapa3/ienion)
KJIacCU(UKAITMOHHON CXEMBI.

28. IlpaBa HazHauvatorcs rpynnam CIJ[ ®OUB u HacienyroTcs djieHaMu
ATUX IpymIl. BelloaHEHNE onepauii M0 Ha3HAYEHUIO IIPaB JAOCTYIA PAa3pELIEHO
TOJbKO agMuHUcTpaTopam CIJl PONB.

29. Ilonnomoums ammuuuctpatopa C3OI @OOUB npomkHbl OBITH
3a(MKCUPOBaHBI B JOJDKHOCTHOM perjiaMeHTe JoJbKHOCTHOTO Juiia OVB.

30. Jlns oOecrieueHust 3alUThl AIEKTPOHHBIX JOKYMEHTOB (3J€KTPOHHBIX
00pa3oB JOKYMEHTOB) mpu ympasiaeHuun npocrynom CIOJ[ DOUB pomxna
COOTBETCTBOBATH CIEAYIOMIMM (PYHKIIMOHATBHBIM TPEOOBAHUSIM:

oOecrieynBaTh BBIMIOJIHEHHE JIEUCTBHM  TOJIBKO aBTOPHU30BAHHBIMU
nojp3oBatensimu C3J] DOUB;

oOecrieunBath aamuHuctparopam COJI ®OUB ymnpapneHue npaBamu
JOCTYTIA;

MOJAJIEP)KUBATh HUCIOJIb30BaHWE KOMOMHALMM TpaB JOCTyNa IyTeM
OJTHOBPEMEHHOTO Ha3HaueHus nojap3oBatento COJ] ®OMB HeckoNbKHUX POJIEH;

IaBaThb BO3MOXKHOCTh aamuHuctparopy COJ] ®OUB co3gaBath rpynmsl
CO1 ®OUB u ynpaBisTh UMU;

JOCTYyll K CHCTEMHBIM (YHKLUHUAM M COOTBETCTBYIOIIUM COOBITHSIM
MPEAOCTABIATh TONBKO agMuHucTpaTopam COJ1 ®OUB;

IpU BbINOIHEHUH noJb3oBateneM COJ[ ®OUNB noucka no coaep:KaHUIo
AJIEKTPOHHBIX IOKYMEHTOB U MeTaganHbiX, COJl ®OVB He qoikHa BKIOYATH B
CIIMCOK  pe3yJIbTAaTOB TOHWCKA DJEKTPOHHBIE JOKYMEHTBI, K KOTOpPBIM
nonb3oBaresb COJ[ ®OUB He umeer npaB 1octyna.

31. Jna obecneyeHus: 0€30MaCHOCTH  DJIEKTPOHHBIX JOKYMEHTOB
Col @®OHMB nomkHa MNpeaycMaTpUBaTh BO3MOXKHOCTh  PETYJSPHOTO
PE3EPBHOTO KOMUPOBAHMS SJIEKTPOHHBIX JTOKYMEHTOB (3JEKTPOHHBIX 0Opa3oB
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JOKYMEHTOB), METaJaHHbIX, BOCCTAHOBJICHUS AJIEKTPOHHBIX JOKYMEHTOB
(97eKTpOHHBIX 00pa30B JOKYMEHTOB), METAJaHHBIX M3 PE3EPBHBIX KOIMIA.
PerynspHoe aBTOMaTHU3MPOBAHHOE PE3EPBHOE KOMMPOBAHUE U BOCCTAHOBJIICHHE
MOTYT OBITh peanu3oBaHbl 00 B camoit COJl ®OUB 3a cyer uHTErpanuu co
cpenctBamu, ucnonbdyemoir B COJ ®OUB, cucremsl ymnpaBieHuss 6a3zamu
JaHHBIX, JINOO C UHBIM MPOTPAMMHBIM MPUIIOKEHHUEM.

32. Jlns obecrieueHrs pe3epBHOrO KOMUPOBaHUs U BoccTaHoBIeHUsT COJ]
®ONMB  nmomkHa  COOTBETCTBOBATH  CJIEAYIOIUM  (PYHKIHMOHAIbHBIM
TpeOOBAHUSM:

MMETh AaBTOMATHU3UPOBAHHBIE NPOLIEAYPHl PE3EPBHOIO KOMUPOBAHUS U
BOCCTAHOBJICHHS, IO3BOJIIIOLIME MPOBOJAWUTH PETYISIPHOE TIOJHOE  WIIH
BBIOOpPOUYHOE pe3epBHOE KOIMPOBAHUE paszesos (moapaszaenos)
KJIACCU(DUKAITMOHHOW  CXEMbI, O3JEKTPOHHBIX JIOKYMEHTOB (3JI€KTPOHHBIX
0o0pa3oB JIOKYMEHTOB), METaJaHHBIX, MNapaMeTpOB aJMHHHCTPUPOBAHUS U
KOHTPOJBHON  uH(poOpManuu, a Takxke, 0OpU  HEOOXOJUMOCTH,  HUX
BOCCTaHOBIICHHUE;

npeaocTaBisTh  aamuHuctparopam  COJI  POMB  BO3MOKHOCTH
YCTAaHOBUTH rpavK BBHITOIHEHUS TPOLEAYP PE3EPBHOTO KOMUPOBAHUS:

a) yKa3bIBas 4aCTOTY BBIIIOJIHEHUS PE3EPBHOTO KOMMPOBAHMS;

0) ykaspiBas paszfenbl (MOIpa3iesibl) W AJIEKTPOHHBIE JOKYMEHTHI
(37eKTPOHHBIX 00Pa30B JOKYMEHTOB), MOJIEKAIINE PE3EPBUPOBAHUIO;

B) Ha3Hayas MeCTa XpaHEHUs PE3EPBHBIX KOMUIA.

Bo3MOXHOCTh BOCCTaHOBJIEHHMsSI HWHGOpMAIMM U3 PE3EpPBHBIX KOMUI
JOJIKHA MPEOCTABIATHCS TOJIbKO agMuHucTparopy COJ[ ®OUB cuctemsl.

[Ipr BOCCTaHOBIEHHH AJIEKTPOHHOTO JOKYMEHTa (RJIEKTPOHHBIX 00pa3oB
JOKYMEHTOB) U3 PE3EpBHBIX KOIMUW, JAOKHAa OBbITh B TMOJTHOM 00BEME
o0OecrieyeHa €ro ILEJOCTHOCTh (BKJIOYas MeETaJaHHble, KOHTPOJbHYIO
nH(OPMAIINIO) TIO 3aBEPILICHUH MPOIlecca BOCCTAHOBICHUS.




