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Mpeaucnosune

Lienn n npvHumnsl cTaHgapTm3auun B Poccuiickolt ®efepanumn ycTaHoBNEHbl PefepanbHbiM 3aKOHOM
oT 27 pekabpsa 2002 r. No 184-®3 «O TEXHUYECKOM PerynpoBaHumn», a npasuna npruMeHeHns HaunoHanbHbIX
ctaHgapToB Poccwuiickoin ®epepaunm — FOCT P 1.0—2004 «CTtaHgapTu3auus B Poccuiickoli ®egepauuu.
OCHOBHbIE NOMIOXEHNA»

CBefleHns o cTaHpapTe

1 NOArOTOBJ/IEH O6LecTBOM C OrpaHUYEHHOW OTBETCTBEHHOCTbIO «DNeKTPOHHble OdcHble Cuc-
Tembl (NPOEKTUPOBaHVEe 1 BHeApPeHNe)» Ha OCHOBE COGCTBEHHOMO ayTEHTUYHOIO NepeBoAa Ha PYCCKMIA A3bIK
TeXHUYEeCKOro oTyeTa, yKasaHHOro B MyHkTe 4

2 BHECEH TexHuyeckuMm KOMUTETOM MO cTaHfapTtu3aumm TK 459 «VHhopmaunoHHas nogaepxka
XWU3HEHHOIO LuKNa nsgenunii»

3 YTBEPXAEH W BBEAEH B ,£l,EI7ICTBVIE Mpukasom defepanbHOro areHTCTBa Mo TeXHUYECKOMY
perynupoBaHuio 1 MeTposorumn ot 17 ceHTabpsa 2012 r. No 325-cT1

4 HacTosiwmii cTaHgapT MAEHTUYEH TexHUYeckomy otyeTy MCO/TO 18492:2005 «ObecneyeHne gon-
rOBPEMEHHOIN COXPAHHOCTU 3NEKTPOHHbLIX A0KyMeHToB» (ISO/TR 18492:2005 «Long-term preservation of
electronic document-based information»).

Mpy NnpyMeHeHnn HacTosALLEero cTaHgapTa pekoMeHAyeTCs UCNob30BaTb BMECTO CChI/TOYHbIX MexXay-
HapoAHbIX CTAHAAPTOB COOTBETCTBYHOLME UM HaLMOHaNbHble cTaHfapTbl Poccuiickoin ®egepauun, ceefe-
HVS O KOTOPbIX NpVBEAEHbI B AONOMHUTE/IbHOM NpUAoXeHun A

5 BBEJEH BIEPBbIE

MHdopmauua 06 M3MEeHEHUsAX K HAcTOosLeMy CTaHaapTy Ny6nkyeTCs B €XerofHo M3jaBaomMoMm
MHDOPMAaLMOHHOM yKasaTene «HaunoHabHble CTaH4apThi». & TEKCT U3MEHEHUIi 1 MONpaBoK B eXeme-
CSAYHO 134aBaeMOM MHOPMALMOHHOM yKa3aTene «HauuoHanbHble CTaHaapThi». B cnyyas nepecMoTpa
(3aMeHbl) UM 0TMeHbI HAaCcTOSLLEr0 CTaH4apTa cooTBeTCTBYloLee yBeJoMeHne 6yaeT ony6nkoBa-
HO B @XeMeCslYHO U3aBaoMOM MH(OPMALMOHHOM yKasaTene «HaunoHanbHble cTaHaapThi». CooTBeT-
CTBylOLLasa MHOopMaLKs, yBeJOMEHNE N TEKCTbl pasMellalnTcsa Takke B MH(OPMaLMOHHO cucTeme
06LLero nosb30BaHNs — Ha ogMunanbHOM caliTe ®efepasbHOrO areHTCTBa N0 TEXHUYECKOMY perynu-
pOBaHUIO ¥ METPONIOTUU B CETU IHTEepHeT

© CraHpgapTuHdgopm, 2013

HacTosiuii cTaHgapT He MOXeT 6bITb MO/IHOCTLIO UM YACTUYHO BOCMPOU3BEAEH, TUPAXKMPOBAH 1 pac-
MPOCTPaHEH B kKauecTBe 0(huLManbHOrO n3faHus 6e3 paspelleHus ®efepasbHOro areHTCTBa No TEXHUYECKO-
My peryiMpoBaHuio U MeTposioriu
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BeBegeHve

MexayHapofHas opraHusauus no ctaHgaptmsauum WCO  (International Organization for
Standardization, ISO) saBnseTca BCEMUPHbIM 06beMHEHNEM HaLMOHasIbHbIX OpraHoB Mo cTaHfapTu3auuu
(opranusauuii — uneros ICO). Mogrotoska MexayHapoHbIX CTaHAAPTOB 06bIYHO BELETCA B TEXHUYECKNX
komuTeTax NCO. Kaxpaas opraHusauma — uneH NCO nveeT npaso 6bITb NPeACTaBNEHHON B TEX TEXHUYECKUX
KomMuUTEeTax, TeMaTnka KOTOpbIX NpeacTaBnseT A1 Hee nHTepec. Bmecte ¢ ICO B 370l paboTe Takxe NpuHun-
MatoT yyacTne MexayHapo/Hble npaBuUTeNbCTBEHHbIE U HEMPaBUTENIbCTBEHHbIE opraHusauun. NCO TecHo
coTpyfHu4aeT ¢ MexayHapoAHOl anekTpoTexHuyeckol komuccuein (M3K — International Electrotechnical
Commission. IEC) no Bcem Bonpocam cTaHgapTu3auum B 061acTv 3N1eKTPOTEXHUKN.

MexgayHapogHble cTaHfapTbl paspabaTtbiBaloTCA B COOTBETCTBMU C Npasuiamu, YyCTaHOBMEHHbIMU B
yacTtu 2 gupektus MCO/M3IK.

OCHOBHOW 3agaveli TEXHUYECKMX KOMUTETOB SABMSETCA MOATOTOBKA MeXAYyHapOAHbIX CTaHA4apTOB.
Opf06peHHble TEXHUYECKUMU KOMUTETaMW MPOEKTbl CTAHAAPTOB PacChlialnTCA opraHusauusM — uneHam
MNCO HaronocosaHue. 119 ny6vkaumum B ka4ecTse MexAayHapoHOro ctaHjapTa NPoekT fo/1KeH 6biTb 04,06-
peH He MeHee yeM 75 % opraHusaumii — yneHos VICO. NpUHABLUNX yYacThe B rofI0COBaHUN.

B nckNounTeNbHbIX Cnyyvasx, Korga TEXHUYECKMil KOMUTeT cobpasn MaTepvassl, OT/IMYatoLnecs oT Tex,
KOTopble 06bIYHO NYBANKYIOTCA B KAYECTBE MEXAYHapO4HOro cTaHgapTa (Hanpumep, oTpaxarwLlme Tekyliee
COCTOSIHME e MO COOTBETCTBYOLEMY BOMPOCY), KOMUTET MOXET 60/MbLUMHCTBOM FO/10COB CBOUX Y/IEHOB
NPUHATL pelleHne o Nybamkaumnm TexHmyeckoro otyeta. Mo cBoei npupoae TeXHNYECKN OTYEeT HOCUT YACTO
MHOPMAaTKBHbIN XapakTep, 1 ero nepecmoTp He TpebyeTcs A0 TeX Mop. noka cogepxalimecs B HeM cBefae-
HVA He MOTEPSAIOT CBOK akTyaslbHOCTb U NOIE3HOCTb.

CnepyeTt uMeTb B BUAY, YTO HEKOTOPbIE 3/IEMEHTLI JaHHOTO AOKYMEHTa MOryT 06bekTaMu NaTeHTHbIX
npas. MCO He HeceT OTBETCTBEHHOCTM 3a YCTaHOBJIEHNE NOAJ/IMHHOCTY TaknX NaTEHTHbIX Mpas.

TexHnyeckuin otyet MCO/TO 18492 6bin1 NOArOTOBMEH nogkomuTeTom SC 3 no o6wym Bonpocam Tex-
Huyeckoro komuteta MCO TC 171 «lpuknafHble CUCTEMbI CO34aHNUS U XpaHeHUsa AoKyMeHTOB» (Document
management applications).

Ob6ecneyeHne fOTOBPEMEHHOW COXPAHHOCTU ayTEHTUYHON 3M1EKTPOHHOW HECTPYKTYPUPOBAHHOW nnn
CNaboCTPYKTYpPMpPOBaHHOW [OKYMEHTUPOBaHHOM uHGopmauun (electronic document-based information,
fanee no TeKCTy — [OKYMEHTOB) — npobsiemMa, KOTOPYH MPUXOAUTCA pellaTb B pas/iMyHbix cdepax fes-
TeNbHOCTU. TakUX Kak apxMBHOe Aeno, ynpasseHve nHopmMaunein n JOKyMeHTaMu, 31eKTPOHHAs KOMMep-
LMs. 9NeKTPOHHOe rocyAapCcTBeHHOe ynpas/ieHne n paspaboTka TeXHOMNOMMiA. PelueHne fgaHHol npobnemsl
OC/TIOXHAETCA TEM. YTO OpraHu3aummn n oThesnbHble Nuua, Ha KOTOPbIX BO3/10XeHa OTBETCTBEHHOCTb 3a obec-
neyeHne [0/ITOBPEMEHHOIO AOCTYNa K ayTEHTUYHBLIM 3/1€KTPOHHBIM JOKYMEHTaM, UCMONb3YIOT AN AOCTUXKE-
HUSA 3TOW Lienn pasnnyHbie cTpaTernu.

HecmoTps Ha fiBHYI0 NOTPe6HOCTbL B pelleHnn npobsiemMbl obecneyeHuns JONTOBPEMEHHOIO AocTyna K
ayTEHTUYHbIM 3NEKTPOHHbLIM JOKYMEHTaM B HACTOsILLee BPEMS OTCYTCTBYIOT COr/lacoBaHHble MeXAyHapom-
Hble pekomMeHAauvmn no aTomy Bonpocy. Kak cneacTene, NPUMEHSIIOTCS pas/inyHble, NOpoi He COBMECTUMbIE
mexzay coboil MeToApl, YTO co3gaeT ANA opraHn3aumini cepbesHble Npobaembl, CBA3aHHbIe C AOCTYNHOCTbLIO
n/unn ayTEHTUYHOCTbIO COXPaHAEMbIX 3/IEKTPOHHbIX AOKYMEHTOB.

MpusHaBas yHuBepcasibHy0 Npobaemy TEXHOIOIMYECKOro ycTapeBaHus KOMMNbloTepHoro obopyaosa-
HUSA 1 NPOrpaMMHOro obecneyeHns, a Takke orpaHUYeHHbIN CPOK CNYX6bl LMPOBbLIX HOcuTenel nHpopma-
LMK, OaHHbI CTaHA4apT COAEPXUT peKkoMeHAauun opraHusauuam — xpaHutensam uHdopmauun (storage
repositories, ganee no TeKCTy — XpaHuTenu uHgopmauumn) No nogaepXaHuio ayTEHTUUYHbIX 3/1EKTPOHHBIX
[OKYMEHTOB, COXpaHsieMbIX A5 UCNOJIb30BaHNA B ByAyLLeM, U N0 o6ecneyvyeHnto foctyna K HAM.

Llenb HacTosLero ctaHgapTa — NpeaioXnTb YeTKyl KOHUenuuio Ana paspaboTku cTpaTeruin n xopo-
LLIMX MPaKTUK, MPUMEHUMBIX K LLIMPOKOMY CMNEKTPY 3/IEKTPOHHbLIX JOKYMEHTOB roCyapCTBEHHOTO U YaCTHOIO
CEeKTOpOB AN151 06ecneyeHmnst nx AOITOBPEMEHHOW AOCTYMHOCTU U ayTEHTUYHOCTH.
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HALUVWOHA/NbHBLIN CTAHOAPT POCCUMNCKOMN OPELEPALMUMN

OBECMNEYEHUE AO/ITOBPEMEHHOW COXPAHHOCTW
ONIEKTPOHHbIX JOKYMEHTOB

Long-term preservation of electronic document-based Information

farta BBegeHna — 2013—05—01

1 O6nactb NpUMeHeHUsI

HacTosAwuii cTaHgapT coAepXUT MeToAnYeckue ykasaHus 1 pekoMeHgaunm no obecrneyeHuno [oro-
BPEMEHHO COXPAHHOCTU ayTeHTUYHbIX 3M1EKTPOHHbIX [OKYMEHTOB M AOCTYNa K HUM B Tex c/iyyasx, korga
CPOK UX XpaHeHMWA NpeBbILLaeT pacyeTHbI CPOK NCMONb30BaHNA TeXHOMOrni (060pyaoBaHNs U NPOrpaMMHO-
ro obecneyeHuns), NPUMeEHAEMbIX 415 CO3[aHUS 1 NOAAEPXKaHUSA 3TUX JOKYMEHTOB.

HacTosawuii ctaHAapT yunTbiBaeT pPosib TEXHONOTMYECKN HelTpanbHbIX UT-cTaHAapToB B 06ecneyveHnn
[ONroBpeEMEHHOro AocTyna K MHpopmauumm.

HacToawwuii ctaHgapT pekomeHAyeT K obecneyeHuo [ONTOBPEMEHHOW COXPAHHOCTM ayTeHTUYHbIX
3/1EKTPOHHbBIX JJOKYMEHTOB ¥ AOCTYNa K HUM NpuBekaTtb cneymanuctos MT. cneynanncTos no ynpasieHunio
nHopmaumeliYkoHTeHToM (document managers), cneLuanvucToB No ynpasneHWo AokyMeHTamu (records
managers) 1 apxvB/CTOB.

B HacToslem cTaHgapTe He paccMaTpuBaloTCA NPOLLECChl CO3AaHus, «3axsarta» (BBoga) u knaccudu-
Kauuy ayTEeHTUYHbIX 3NEKTPOHHbIX JOKYMEHTOB.

HacToAwwuii ctTaHgapT NPUMEHUM K N106bIM BuAaM MHopMaLmmn, co3gaHHoi MHPOPMaLMOHHBIMK CHc-
TeMaMun 1 COXpPaHEeHHOl B Ka4ecTBe CBUAETEeNbCTBA AEe/10BbIX TPAH3aKUNI N AeATeNbHOCTU.

NMpumeyaHne — DNEKTPOHHbIE AOKYMEHTbI NPEACTaBASIOT CO60M «/e0By0 NamaTb* 0 NOBCEAHEBHON feno-
BON [eATENbHOCTN 1 COBbITUAX, faBas OpraHn3aynsMm BO3MOXHOCTb BNOC/IEACTBUM N3ydaTb, aHaIUM3UpPOBaTh U 4OKYMEH-
TMPOBATbL 3TU AEACTBUS N COBLITUSA. DNEKTPOHHbIE OKYMEHTHI ABNAOTCSA CBMAETENLCTBAMM AE/10BbIX TPAH3AKL MM, YTO No-
3BO/MIAET OPraHn3aunsam MCNoib30BaTh UX MPU NPUHATAM YNpaB/ieHYECKNX PeLleHuii B HACTosILee BpeMs 1 B 6yaywiem, 4ns
y,0BNETBOPEHUA NOTPE6HOCTEN KNNEHTOB, 4/ 06ecneyeHnst COOTBETCTBMA 3aKOHOAATE/IbHO-HOPMAaTUBHbLIM Tpe6oBaHu-
AM U 415 3alUTbl UHTEPECOB OpraHu3auuu B cayyae cyfebHbiX CnopoB. M03TOMY 3/1€KTPOHHbIE 4OKYMEHTbI AO/KHbI CO-
XPaHATLCS U JO/KHLIM 06pa3oM XpaHUTLCA.

2 HopmartuvBHble CCbI/IKM

MepeyncneHHble HMXe CTaHAapPTbl U OKYMEHTbI, Ha KOTOPble B TEKCTE UMEITCH CCbIIKU, HE0BXOANMBI
npv NPUMEHEHNN flaHHOoro cTaHgapTa. s CCbl/IoK, B KOTOPLIX YKa3aHa Aata, NPUMEHSAETCA TO/IbKO YNOMSHY-
Tas Bepcus fokymeHTa. 1A ccblnok 6e3 ykasaHusa gatbl HY)XXHO UCNO/b30BaTh NOCNEAHIO BEPCUIO COOTBET-
CTBYIOLLLErO AOKYMEHTa (BK/oYas UmerLmnecs nonpaBku):

NCO 12651:1999 SnekTpoHHas obpaboTka m3obpaxeHunii — Cnoeapb (ISO 12651:1999, Electronic
imaging — Vocabulary)

NCO 15489-1 WHdopmauusa v JoKyMeHTaumsa — YnpasneHue gokyMeHTamm — Yactb 1: O6Lme npuH-
uunbl (ISO 15489-1. Information and documentation — Records management — Part 1: General)

NCO/TO 15489-2 WHcopmauus v oKyMeHTauma — YnpasneHve gokymeHtamm — YacTb 2: PykoBog-
cTBO (ISO/TR 15489-2. Information and documentation — Records management — Part 2: Guidelines)

NCO/TY 23081-1 WHdopmauus n AoKymeHTauus — lpouecchl ynpaBneHus gokymeHTamn — MeTta-
faHHble fokymeHToB — YacTb 1. Mpuuuymnsel (ISO/TS 23081-1, Information and documentation — Records
management processes — Metadata for records — Part 1: Principles)

N3paHne opuymnanbHoe
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3 TepMuHbI 1 onpepeneHns

B HacTosileM cTaHgapTe NpYMeHeHbl TEPMUHBI U onpefeneHuns, gaHHble B MCO 12651. MCO 15489-1
n COITO 15489-2, a Takke cnefylowme TepMUHbI C COOTBETCTBYHOLMMU onpeseneHnsamn:

3.1 ayTeHTM4YHbIN 31eKTPOHHbI AoKymeHT (authentic electronic document-based information):
ONEeKTPOHHbIN fLOKYMEHT, TOYHOCTb, HAZEXHOCTb U LLeIOCTHOCTb KOTOPOr0 COXPaHAITCS C TEYEHNEM BPEMEHMU.

3.2 HeCTPYKTypupoOBaHHas WM cnabocTpyKTypupoBaHHas AOKYMeHTMpoBaHHasa WHgopmaums
(pokymeHT) (document-based information): CywecTBeHHasa nHchopmaLusi, KOTOPY0 MOXHO 06pabaTbiBaTh Kak
eaVHbI 06bEeKT (Hanpumep, n3obpaxeHue, TEKCT, 3NEKTPOHHas Tabnuua, npeacTaBneHne 6asbl faHHbIX).

MpumeuaHne — K HECTPYKTYpUPOBAHHON MHGOPMaUUM OTHOCATCS (NepeyeHb He SIBNSIETCS McuyepnbiBalo-
LLMM): TEKCThI, Tpachuyeckne obpasbl, TabNNYHbIE AaHHble (HanpuMep, 3N1eKTPOHHbIe Tabnnubl) n Nobble NX KOMBUHALNN.

3.3 KOHTeHT (cogepxaHune) aokymeHTa (document-based information content): CyuwecTBeHHas
nHdopmaLms, cogepxallancs B [JOKYMeHTe.

3.4 KoHTeKCcT gokymeHTa (document-based information context): CeefeHus 06 o6cToATenbLCTBaX
co3faHns, KOHTPOSA, UCMNO/Ib30BaHUS, XPAHEHNA 1 YNPaBieHNs 3N1eKTPOHHbIM AOKYMEHTOM, a Takke cBefe-
HVA O ero B3aMMOCBA35AX C APYTMMU NMOLA06HBIMU AOKYMEHTaMW.

3.5 cTpyKkTypa gokymeHTa (document-based information structure): Jlornyeckune n pysnyeckue atTpu-
6yTbl fJOKYMeEHTA.

NMpumeyaHune — Jlormyeckne aTpubyThl ycTaHaBAMBAIOT NIOTMYECKUIE NOPAJOK (HANpUMep, Mepapxuio pacnos-
HaBaeMblX NOAPA34e/oB), B TO BPEMS Kak B YMCN0 (DU3MYECKMX aTpuByTOB BXOAAT Takne a/1eMeHTbl, Kak. HanpuMep, Tun
wpnTa u NHTEpPBabI.

3.6 9/1eKTPOHHOE apXxuBUpoOBaHue, 3NeKTpPoHHas apxuBauusa (electronic archiving): CoxpaHeHue
3M1EKTPOHHO MHpopMauuyn B 060co61eHHOM hU3MYECKOM UM JTOTMYECKOM MPOCTPAHCTBE, rae aTa uHdop-
Maums 3alyuileHa oT yTpaTbl, 0T BHECEHWSA U3MEHeHWl 1 ferpagaLum.

NMprumeyaHne — 3awuuieHHas TakuM 06pa3omM MHOpPMaLNA MOXET GbiTb B OyAyLiEM UCNOb30BaHA B KAYECT-
BE HafeXHOro CBMAeTeNbCTBA (f0Ka3aTeNbCTBA).

3.7 ponroBpemeHHas coxpaHHOCTb (long-term preservation): MNepnoa BpeMeH, B TeYeHNe KOTOPoro
3/1eKTPOHHbIE OKYMEHTbI MOAAEPXMNBAIOTCS B KAYECTBE AOCTYNHOrO M ayTEHTUYHOIO CBMAETeNbCTBA (AOKa-
3aTeNbCTBa).

MpumMeyaHne— B3aBUCUMOCTU OT HYXA U I'IOTpeﬁHOCTeVI opraHnsauum 3TOT Nnepuno MoXeT BapbnpoBaTbCA
OT HEeCKO/IbKMUX /IeT [0 HEeCKOJIbKMX COTeH NeT. Ero npoonxunTenbHOCTb onpejensercs 3akoHofaTe/ibHO-HOPMaTUBHbIMU
TpeboBaHNSAMYU U AeN0BbIMW NMOTPEOHOCTAMK. B HEKOTOPbIX OpPraHn3aumsax, Taknx Kak apxmsbl rocyfapCTBEHHbIX JOKYMEH-
TOB. Mepuoj BpeMeHU, B TEYEHNE KOTOPOro HE06X0AMMO COXPaHATbL 3N1EKTPOHHbIE AOKYMEHTbI, 06bIYHO UCUMCNAETCSA COT-
HAMU neT.

3.8 mMeTagaHHble (metadata): [aHHble, onucbiBawlme cofepxaHue (Bkwo4yas K/IlOYeBble C/OBa,
UCnosb3yemble A8 U3BEYEHNUS [OKYMEHTOB), CTPYKTYPY M KOHTEKCT 3/IEKTPOHHOIO AOKYMEHTa, a Takke
yrnpaB/fieHne JOKYMEHTOM BO BPEMEHU.

3.9 murpaumsa (migration): Mpouecc nepeHoca 3/1EKTPOHHbIX AOKYMEHTOB W3 OAHOM NpOrpamMMHo-
annapaTtHOI cpefbl AN C OAHOTO HOCUTENS MHChopMaL MK B APYTy0 cpeady Wau Ha ApYroi HocuTeslb MHAop-
mMauuu, 6e3 n3MeHeHuii MM60 C MUHUMAasIbHBIMU N3MEHEHVAMUN B CTPYKTYpe 1 6e3 Kaknx-1mbo n3MeHeHuii B
KOHTEHTe (copepXXaHuun) N KOHTEKCTe.

3.10 xpaHuTenb MHpopmMmauun (storage repository): CneunanmsnpyoLlasacs Ha XpaHeHUn nHopma-
uun opraHusauust Nn6o nogpasaesieHne, Ha KOTopble BO3/10XXeHa OTBETCTBEHHOCTb 3a XpaHeHWe U noaaep-
XaHne ayTEeHTUYHbIX 3/IEKTPOHHbIX JOKYMEHTOB.

NMprumeyaHne — [laHHOe onpejesieHne OT/INHAETCS OT «TeXHUYECKUX» OonpefeneHnil NOHATUSA «XpaHunuuie
nHchopmaumum» (storage repository).

3.11 TexHonoru4veckoe ycTtapeBaHue (technological obsolescence): BbiTeCHEHWE C pblHKa Npu-
3HAaHHOrO TEXHUYECKOro PeLleHnst BCNeACTBUE 3HAUNTEbHBIX YYULIEHU U PasBUTUA TEXHONOTUNIA.

4 O603HaYEeHUNsI 1 COKpaLLEeHNs

ASCII (American Standard Code for Information Interchange) — AmepukaHckuiA cTaHAapTHbIN Koa Ans
obmeHa nHgopmaumeis;
CRC (Cyclical Redundancy Code) — uuknunuyeckunii n3bbITOUHbIA Kog;
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HTML (Hyper Text Markup Language) — A3blk pa3MeTkn rMnepTekcTa;

JPEG (Joint Photographic Engineers Group) — O6beAnHeHHas rpynna cneuuanmctoB NO KOMMNbOTEp-
Holi 06paboTke hoTorpadpuUeckmx N306paxXeHNk;

OCR (Optical Character Recognition) — onTnyeckoe pacnosHaBaHue CUMBOJIOB;

PDF/A-1 (Portable Document Format — Archive) — BapuaHT ANA apxMBHOrO XpaHeHus dopmara
nepeHoCUMOro JOKyMeHTa,

SHA-1 (Standard Hash Algorithm 1) — cTaHAapTHbI anropuT™ BblYUCNEHNSA X3ALW-YHKLMN NE?L;

TIFF (Tagged Image File Format) — TerupoBaHHbIii chopmart haiizioB N306paxeHuii;

WORM (Write Once Read Many (times]) — HocuTenb MHpOpMaL M OAHOKPATHOW 3anmMcy 1 MHOToKparT-
HOrO CUUTbIBAHNS,;

XML (Extensible Markup Language) — paclumpsemMsblii A3blk pa3mMeTKu.

5 JlonroBpemMeHHasd COXpaHHOCTb

5.1 O6uwue NonoxeHus

PacnpocTpaHeHvie KOMMbIOTEPHbLIX TEXHOOTWIA, NOAAEPXMBAIOLLUX CO34aHME, UCMONb30BaHNE, XpaHe-
HUe U COMPOBOXAEHVE MHpopMaLmMK, BCe yalle NpUBOAMT K TOMY, UTO OpraHusauum 4acTHOro M rocyaap-
CTBEHHOTO CEKTOPOB MofiaratoTCs Ha 3/1IEKTPOHHbIE [OKYMEHTbI Kak Ha ohuLManbHOe CBUAETENLCTBO CBOEN
[enoBoit gesTensHOCTU. Kak cneacteune, opraHusaumy Bee Yalle CTasikualoTcs ¢ Npo6iemoii o6ecnedeHus
[lONTTOBPEMEHHOI A0CTYNHOCTM CO3AaHHbIX B HAEXHbIX U 3aCNyXUBAOLWMX L0BEPUA MHPOPMALMOHHbLIX CUC-
TEMax ¥ COXPaHEHHbIX Ha 3/TEKTPOHHbIX HOCUTENSAX ayTEHTUYHBIX 3/IEKTPOHHBIX JOKYMEHTOB 1 MHGhopMaL K.
3TN HOCUTENN MOTYT BbITb 3aTPOHYThI MPOLLECCOM TEXHO/IOMMYECKOro ycTapeBaHusl, YTo. B OTCYTCTBUE Kop-
PeKTUPYIOLMX Mep. caenaeT AOKYMEHTbl HeAOCTYMHbIMU. BaXHOCTb 3TOW Mpob6nemsbl Bo3pacTaeT BCeA-
CTBME TOrO, YTO OpraHuW3auuMy BCe vawe BedyT CBOW [AEATEeNIbHOCTb U COBEpLIAlT TpaH3akuuu, He
[OKYMEHTUPYS 1X Ha GYMaXHbIX HOCUTENsX.

Takvm 06pa3omM, He06X0AMMO, YTOObI OpraHM3aL M paspaboTany u NPUMEHSIIN Ha NPaKTUKe TwaTesb-
HO NpoAyMaHHble cTpaTeruy o6ecneyeHuns 40roBPeMeHHON COXPAHHOCTY ayTEHTUUHBIX 3/IEKTPOHHbIX AOKY-
MEHTOB M JOCTYNa K HAM. DNEeMEHTbI TaKoil cTpaTeru onucaHbl B 5.2.

5.2 Llenu ctpaterun o6ecneyeHusi f,0/IrOBPeMeHHOM COXpaHHOCTU

5.2.1 O6wue nosoxeHus

B gaHHOM nopgpasgene BblAesneHbl WecTb KAYeBblX (hakTOpOB, KOTOPble XpaHWUTenu MHdopmaumu
[O/MKHBI MPUHATE BO BHUMaHWE npu paspaboTke cTpaTerny 4oaroBpeMeHHON COXpaHHOCTU.

5.2.2 UnNTaeMOCTb 3/IEKTPOHHbIX OKYMEHTOB

CtpaTerns obecneyeHnss AOMTOBPEMEHHON COXPAHHOCTW Hanpas/ieHa Ha TO, 4TO6bl 3MIEKTPOHHbIE
[OKyMeHTbI B GyAyLLemM ocTaBasiucb YntaembiMu. 11 [OCTUXEHNSA 3TOW LienIn COCTaBASIIOLWMIA 31EKTPOHHbIE
[OKYMEHTbl NOTOK GUTOB A0/KEH GbITh AOCTYNEH HA TOW KOMNbLIOTEPHON CUCTEME WK YCTPOCTBE:

- Ha KOTOpOii(OM) OH MepBOHaYasibHO Obl/1 CO34aH, Un

- Ha KOTOpOIi(OM) OH B HACTOsILLEe BPEeMSI XpaHUTCS, Un

- KoTopas(oe) B HacTosiLLee BpPeMs UCMOoMb3yeTcsa 48 4OCTyna K Hemy, uin

- koTopas(oe) byaeT Ncnonb30BaThCA ANS XPaHEeHUS 3NEKTPOHHON MHopmauun B Byayuiem.

[aHHble yeTbipe BapuaHTa obecneyeHns BO3MOXHOCTU obpabaTbiBaTtb MHopmauuio (processability)
MCXOAAT M3 TOro, YTO MH(OPMALMA, COXpaHeHHas Ha 3/1eKTPOHHOM HOcuTene, MOXeT CO BPpeEMEHeM CTaTb
HeunTaeMoi. EcTb ABa OCHOBHbIX CLEHapusi, MO0 KOTOPbIM 3TO MOXET NPON30ATHU.

B nepBom cnyyaB HeuMTaeMoCTb HOCUTENs — CNeACcTBME BO3AEWCTBUA HEBNaronpusATHbLIX YCNOBWiA
XpaHeHus. Bce BuAbl HOcUTeNel, NCNOb3yeMbIX B HACTOSILLLEEe BPEMS A/151 XPAHEHUS 3NEKTPOHHbIX OKYMEH-
TOB. YYBCTBUTE/IbHbI K BO3AECTBMIO HEGNAroNpUSATHON cpebl XpaHeHUs, HANpUMep K nepenagam Temnepa-
Typbl U BNaxHocTU. Mofo6Hble HebNaronpusaTHbIE YCI0BUSA WU MPUBOAAT K NOBPEXAEHWNIO HOCUTENS, UK
YCKOPSIIOT MpoLecc ero «crapeHus». s o6ecnevyeHns MakCUMasibHOro cpoka CnyX6bl pas/iMyHbIX TUMNOB
3/1eKTPOHHbIX HOCUTENEN NHopMaLMn TPebyTCA pasHble YPOBHMU KOHTPONUPYEMOWi cpefbl XxpaHeHus. Mpu
MCNO/b30BaHNN HEKOTOPBIX TEXHOOIMIA 3anucy nHdopmaymmn nopya gaHHbIX BO3MOXHA 13-3a BO34eNCTBUA
MarHUTHbIX NONel, NbIAN 1 3arpA3HAILLNX OKPYXatoLLyto cpefy BewecTB (MarHuTHbIe HOCUTeNu), B TO BPeMs
KaK gpyrve BuAbl HOCUTEsNeR (ONTUYeckne HoOCUTENN) MeHee MoABEPXKEHb! BAVAHWIO BHELLHUX (hakTOpPOoB U
pexe NnoBpexaalTcs Npu NCNOoIb30BaHUN KX BHE XECTKO KOHTPOSIMPYEMOi cpefbl XpaHeHusi. OfHaKo Kakue
Obl M3 TEXHOMOTrWA 3anucy MHOPMAaLWMM HWU UCMOMb30BaIUCh, HEOBXOAUMMO MNOHUMATb, UYTO BCe BUAbI
HocuTenei uHdopmauuy MoryT nopTUTbCA W/Wan aerpagvwposatb BC/eACTBUE BO3AENCTBUSA OKpyXatoLiel
cpefbl.
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Bo BTOpOM cnyyae HeynTaeMoCTb MOXET CTaTb C/eACTBMEM MOPA/IbHOTO ycTapeBaHWsa HocuTenen,
T. B. KOTA4a YCTPOMCTBO A1 XpaHeHns uHdopmanuy (Hanpumep, neHTa unm guck) usnyeckn HecoBMecTUMO
C MMeILMMCS KOMMNbIOTEPHBIM 060pyAoBaHMeM (HarnpyMep, NPUBOAOM ANA YTEHUSA NEHT UK LUCKOB), W,
cnepoBartesibHO, MHOPMaLMs He MOXeT ObITb NpoynTaHa. MopanbHoe ycTapeBaHue Hocuteneii MHpopma-
Lun npeAcTaBnaeTca Hem3beXxHbIM, MOCKOIbKY JOCTUKEHNS B TEXHOMOMMAX XpaHEHUSI MOCTOSTHHO U3MEHSIOT
Cnoco6bl r3NYECKOTro XPaHEHUS 3NEKTPOHHbIX JOKYMEHTOB (MPONCXOAAT, HaNnpUMep, U3MeHeHNs B TEXHOS10-
rMmn 3anncu, B MHTepdericax 060py0BaHNSA/NPOrpaMMHOro obecneyeHmnsa ANCKOBbIX NPUBOAOB), U3MEHSAOTCS
cnoco6 hmanyeckoro npeAcTaBieHns NOToka 6GUTOB, /ieXallero B 0OCHOBE [JOKYMEHTUPOBaHHON nHopmauum
(Hanpumep, Ncnosb30BaHNe KOAO0B € Koppekumneli ownbok) N KOHCTPYKTUBHbIE NapameTpsl (form factor) Hocu-
Teneli. Kak cneacTBue, co BpeMeHem 60/iee cTapble HocuTenn MHopmaLm CTaHOBATCA HECOBMECTUMbIMM
C NOSABMBLUMMUCS NO3[HEe HOCUTENsMU 1 060pyA0BaHNEM.

Ctparterust o6ecneyeHuns JONTOBPEMEHHO COXPaHHOCTU AO/KHA LienieHanpaB/eHHo pelwaTb npobne-
My ycTapeBaHusi HocuTenew, yctaHaBnMeas npoLeaypbl Nepuoanyeckn BbIMOIHAEMOro nepeHoca AO0KyMeH-
TOB CO CTapbIX HocuTeneli Ha 6onee HOBble.

MpumeyaHune — MpaBunbHblil BbIGOP hOpMATOB faHHbIX Tak e BaXeH, Kak U UNTAeMOoCTb AaHHbIX. CnegyeT
06paTUTb BHUMAHME HA TO. YTO faHHble J0J/KHbI hopMaTUpoBaTbCsi TakuM 06pa3om (T. €. C UCMO/Ib30BAHNEM «TE€XHOMO0MU-
YeCKn HENTpanbHbIX» (hOpMaToB), YTO6LlI B GyAyLLEM NONb30BATENN MOIIN 3TW AaHHble o6pabaTbiBaTh.

5.2.3 VHTepnpeTupyemMoCTb 3/1IEKTPOHHbIX JOKYMEHTOB

CTpaTervns AO/ArOBPeEMEHHON COXPaHHOCTM A0/MKHA 0b6ecneunTb BO3IMOXHOCTb NPaBU/ibHOW NHTepnpe-
Tauum n oTobpaxeHns 3MEeKTPOHHbIX AOKYMEHTOB. 3/eKTPOHHas nHopmauunsa «noHaTHa» (intelligible) kom-
nbloTepy TO/IbKO TOrAa, Korga emy Takke AOCTYNHbl CBEAEHUSA O TOM. Kak MHTepnpeTupoBaTh fiexalynin B
OCHOBe 3TOW MHbopMaLMM NOTOK BUTOB. BO3MOXHOCTL MHTEPNPETUPOBATL 3/1IEKTPOHHbIE JOKYMEHTbI 3aBU-
CUT, TakuM 06pa3om, OT Ha/IMUKA CBeLeHNiA 0 TOM. MpeACcTaB/IeHNEM Kakoro 06bekTa ABnseTcs NOTOK 6UTOB,
1 OT CMOCOBHOCTM 06pabaTbiBalOLWEero MHhopMaLnio NPOrpaMmMHOro o6ecneyeHnss Ha OCHOBE 3TUX CBEAEHUI
BbIMOMIHUTL COOTBETCTBYHOLLME feiicTBUSA.

Mpumep — [ BOUYHbIW KOA (M3 HyNned N eANHNL), U3 KOT OPOro COCTONT rpaduuecknii o6pas B hopmaTe
TIFF, cam no ce6e He MOXeT 6blTb NPaBUNbHO UHTepnpeTupoBaH. OAHaKo Hannune 3aronoska aiina, cogep-
Xalwero Takne cBefeHua, kKak nHcopmauns o nopsgke 6aiToB U 06 MCNONb30BAHHOM anropuTMe CxXaTwud,
nosponsieT KOMNbTepy (MCNONb3ys COBMECTHO BO3MOXHOCTMW OMepauvoHHOW CUCTEeMbl U NPOrpaMmMHOro
obecneuyeHus ana paboTshl C rpaduyeckummn obpasamMmun) nokasaThb U pacneyaTaTb nsobpaxeHune. Tak n AOKY-
MeHT. NOATOT OB/IEHHbIA B TEKCTOBOM pejaKkTope, COAEPXUT MeTajaHHble, genatwlime ero ANOHATHbIM»
ANA nporpamMmbl 06pa6oT KN TeKCTOB.

5.2.4 NpeHTUhnUMpyemMoCTb 3/1eKTPOHHbIX JOKYMEHTOB

CTpaterusi 40/ITOBPEMEHHOW COXPAHHOCTU J0/HKHA 06ecneynTb UAEHTUNLUPYEMOCTb 3/TIEKTPOHHbIX
[OKyMeHTOB. VaeHTudunumnpyemble 3N1eKTPOHHbIE AOKYMEHTbI [O/MKHbI 6bITb OpPraHn3oBaHbl, knaccuduympo-
BaHbl 1 ONMcaHbl Taknm 06pa3oM, 4ToObl AaTb BO3MOXHOCTb NONb30BaTENSAM U MH(hOPMALMOHHBIM CMCTEMAM
pasnuyartb MHhopMaLMOHHbIe 06bEKTbI HA OCHOBE YHUKANbHOro aTpubyTa, Takoro Kak MMs unn naeHTudgumka-
LIMOHHBIA HOoMep. pynnupoBska (aggregating) a/1€KTPOHHbIX AOKYMEHTOB MO KaTeropusm Ha OCHOBE 06LLnX
aTpubyToB ynpoliaeT NOWCK U U3BNedYeHne uHdopmauuun. OTCyTCTBME NOAOGHON MAEHTUMKALUN Pe3Ko
orpaHvuyvBaeT BO3MOXHOCTU MOUCKa W N3BNEYeHNs nHdopmaLluu.

5.2.5 JOCTYNHOCTb 3/IEKTPOHHbIX [OKYMEHTOB

CTpaTervs fonroBpeMeHHOW COXPaHHOCTM A0/MKHa 06ecneynTb 4OCTYNHOCTb JOKYMEHTOB. JTO 03Hava-
eT. 4To OTAe IbHble NHOPMAaLVIOHHbIE 06BEKTBI (MM KX YaCcTW) MOTYT OblTb U3B/IEYEHbI U NOKa3aHbl. oCTyn-
HOCTb O6bIYHO 3aBMCUT OT NPOrpamMMHOro obecneyeHns, NOCKOMbKY AN ee peanusaumn TpebyeTcs 3HaHue
Kntoueld nnu ykasartenei, ycTaHaBNnBaloLWwmnx CBsA3b MeXAy N0rMYeckoi CTPYKTYpoii MHGhOPMaLMOHHBIX 06bek-
TOB (HanpvMep, NOAAMMU faHHbIX UAN TEKCTOBLIMU CTPOKaMU) U UX (ON3NYECKUM MECTOMNOIOXEHNEM.

Mprmepamy Taknx CBA3eN ABMAAIOTCA 3anuchb B 6a3e faHHbIX, CTPYKTypa kaTanoros daiiioBoi cucte-
Mbl, Tabnmua pasmeweHus dainos (file allocation table), 3aronoBku nnm mMeTku, codepxaline cBefeHus,
no3BoNsIOLWMe onpeaennTb Hauano 06bekTa 1 Y1Co GaliToB B KaXKA0M KOMNOHEHTE UM 3NIEMEHTE AaHHbIX,
a TaKke onpefenuTb UX hnsnyeckoe MecTonosioXeHne Ha HocuTene nHgopmaLun.

WNHTepnpeTaumsa nornyecko CTpyKTypbl JOKYMEHTOB ABAETCA (hyHKLUMER onepaunoHHOi cucTeMbl nam
ApaliBepa ycTpoiicTBa, paboTalLmx COBMECTHO C ONpeAesIeHHO! NpuUKNaLHON cucteMoli, paspaboTaHHow
[ONA XpaHeHus, ynpaBneHus 1u npefocTaseHns 4ocTyna K 3/1eKTPOHHOW uHdopmauun. Takum o6pasom, foc-
TYMHOCTb MH(OPMaLUMOHHbIX 06bEKTOB Hepas3pblBHO CBfA3aHa C ApaliBepaMy yCTPOWCTB, NPOrpammHbIMn
NPUNOXeHNsAMK, haliNoBbIMU N ONEPaLVOHHbIMY CUCTEMAaMU.

HoBble nokonexnus daiinosbix hopMaTos, NOAAEPXKMNBatOLLME YnTaemMoCcTb 60s1ee cTapbiX hopmaTos,
CNoco6CTBYOT 06ecneyeHmnto JOCTYNHOCTY 3NEKTPOHHBIX OKyMeHToB. O6paTHas COBMeCTUMOCTb (COBMeC-

4
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TUMOCTb «CBepXy BHM3» — backward compatibility) ¢ npegbiaywiymMy BepcusiMm MOXeT, OAHaKo, okasaTbCs
OrpaHnyYeHHol, NOCKONbKY MHOTe NOCTaBLLVKM MPOrpamMMHOro obecneyeHns NoaaepXXMBatT NNLb HEKOTO-
pble dhaiinosble hopmaThl, B TO BPEMS Kak Apyrme noafepxuBalT BCe BEPCUMU pPas/iMyHbiX (DopMaToB faH-
HbIX. [TpUMepoM MOXeT CAYyXuUTb NoaAepxXka gaHHbix B chopmatax TIFF. JPEG n HTML, o6ecneumnsatoLias
COBMECTUMOCTb «CBEpPXY BHU3».

5.2.6 TOHATHOCTb 3/1IEKTPOHHbIX JOKYMEHTOB

CTpaTerns foNroBpeMeHHON COXPaHHOCTU AO/IKHA 06eCNeYnTb BO3MOXHOCTb NMOHATb CMbIC/ JOKYMEH-
TOB. UTOObI 3/1€KTPOHHbIE AOKYMEHTbI OblIM MOHATHLIMU, ¥ KOMNbIOTEP, U YesT0BEK AO/MKHbI GbITb CNOCOGHbI
BOCMPVHUMATbL COAEPXALLYOCA B HUX MHChOpMaLMio. 3HaYeHne OTAEeNbHOro AOKyMeHTa He onpegensercs
OHUM NVLLIb €ro cogepXxaHmem (KOHTEHTOM), OHO. CKOpee, yCTaHaBMBAETCA M3 KOHTEKCTa ero co3faHus un
1Ccrnonb3oBaHus (T. €. Ha OCHOBE MeTafaHHbIX). B cBA3M € aTUM XpaHuTenun nHopMmauuy foMKHbI 0CO3Ha-
BaTb. YTO 06ecneyeHre NOHATHOCTU 3/1EKTPOHHbIX AOKYMEHTOB KapAuHaIbHO OT/IMYAEeTCA OT pelleHust Tol
Xe 3aiayn B OTHOWEHUN BYMadkHOI AOKYMeHTauun. B oTanyve oT 6ymaxHol fokymeHTauuu, rae ee usu-
yeckne xapakTepucTukM 06blYHO MepefalT KOHTEKCT CO3faHWs U WUCMO/Sb30BaHWUA, KOHTEKCT cO34aHust u
MCNOMb30BaHNA 3NEKTPOHHbIX OKYMEHTOB 0ObIYHO CBA3@H C HUMW NOTUYECKU, @ He Ha (hN3MYECKOM YPOBHE.

Mpumep — Ecnn Ha6op GyMaXHbIX AOKYMEHT OB, OTHOCALWMUXCA K ONpefeseHHON TpaH3akynu, MOXHO
CKpenuTb CTENNEPOM MAN NONOXUTb B Nanky «[eno». TO 3/1€KTPOHHbIe JOKYMEHT bl N0 TaKoil Xe TpaH3ak-
UMM MOTyT pacnonaraThbCs HA HECKOMIbKUX HOCUT /15X, HAXOAALW UXCSA B HECKONIbKUX MecTax, 1, cnefoBaTefb-
HO. JO/MIXHbl CO6MPATbCA BOEJUHO 3N1eKTPOHHbIM 06pa3om. CooTBeTCTBYylU e NOrMyeckne CBA3N MOryT
BKIOYATb MAEHT MM UKALUI KaK Ae0BbIX NPOLEeCcCoB, NPUBEALWUX K AAHHOW TpaH3akyuu, Tak U yyacTHUKOB
TpaH3akyuu.

KoHTeKCT co3faHns 1 MCNonb30BaHUA BKIOYAET Takke CBA3MN C ApYrMMun AoKyMeHTamu. nsa dukcauum
3TUX CBA3E MOryT UCMONb30BaTbCA pas/iMyHble CNoco6bl, BKIOYAA CCbIKM B Npodinse («kapTouke») AOKY-
MEHTa Ha A pyroi LOKYMEHT Mo TOMY Xe BOMPOCY WK KnacCuUKaLMOHHbIV Kofd. 06befHAOWNIA BCe AOKY-
MEHTbI. OTHOCSILLMECS K OAHOW U1 TOI Xe TpaH3aKuuu.

YcnelwHoe usBfeyeHne CoxpaHeHHbIX 3/1eKTPOHHbIM 06pa3om AOKYMEHTOB, Takum 06pa3om, oT4acTu
3aBUCUT OT COXPAHEHWS 3TUX JIOTMYECKUX CBA3eN (He3aBWCMMO OT AAaBHOCTU NX YCTaHOBMEHNUS).

5.2.7 AYTEHTUYHOCTb 3/1EKTPOHHbIX JOKYMEHTOB

5.2.7.1 O6wwne nosoxeHuns

KntoyeBoli 3afayeli ctpaternm oNroBpeMeHHON COXpaHHOCTM iBNseTcA obecneyeHne ayTeHTUYHOCTU
[OKYMEHTOB. AYTEHTUYHbIE 3/IEKTPOHHbIE [JOKYMEHTbl — 3TO [OKYMEHTbI, KOTOPbIE ABMAOTCA UMEHHO TEM,
4YeM OHW NPeTeHAYIT BbITh, T. €. 3TO HagexHasa HdopMaLlms, KoTopas He 6bl1a UCKaxXeHa, U3MeHeHa 1am
Kak-nmbo nHaye ucnopyeHa c TeyeHnem BpemeHn. OpraHusaunu, cTpemswmecs obecneynTb AO/ITOBPEMEH-
HbI [OCTYN KayTEeHTUYHbIM [JOKyMEHTaM, AO/KHbI 06paTuTh BHUMaHWe Ha cneytoLme Tpu KyeBble acnek-
Ta CBOel cTpaTteruu:

a) nepepgava/npuemM Ha XpaHeHve 1 OTBETCTBEHHOE XpaHeHue;

b) cpepa XpaHeHus;

C) ynpas/fieHue AO0CTYrnoM U 3awuTa.

5.2.7.2 MNopepaya/npvemM Ha XpaHeHne N OTBETCTBEHHOE XpaHeHne JOKYMEHTOB

Moka aNeKTPOHHbIE [OKYMEHTbI OCTalOTCA B cpefe ux cosgaHus (production environment) n He coxpa-
HeHbl Ha 3alMLLEeHHbIX OT BHECEHUS U3MEHEHWU HOCUTENAX OLHOKPATHOM 3amucu, ux TPYAHO 3aliuTuTb oT
mMoandumkaumn. COOTBETCTBEHHO, CTpaTerns [0/ITOBPEMEHHON COXPaHHOCTU [O/hKHa npejycmartpvBath
nepegavy AOKYMEHTOB M3 Cpefibl UX CO3faHna 1 OT UX co3garteneli n nonyyareneil — B CUCTEMY XpPaHeHUs
60 xpaHuTento nHdopmauum (T. e. He3aBUCUMON B onepaTVBHOM OTHOLLUEHWUW TpeTbeli CTOPOHe, Ha KOTO-
pyl0 BO3M0XeHa 0053aHHOCTb NoAdepXaHWs [OKYMEHTOB B COOTBETCTBUM C [OKYMEHTUPOBaHHbIMU
NOMINTUKOW 1 NPaKTUKOI).

5.2.7.3 Cpepga xpaHeHus

MockonbKy HebnaronpuaTHbIE WK NNOXO KOHTPOSMpYeMble YCOBUSA Cpefbl XpaHeHus nogasepraroT
MHdOpPMaLMIO PUCKy, B CTpaTernnm AoaroBPeEMEHHOW COXPaHHOCTU AO0/MKHO 6biTb MPeAyCMOTPEHO co3faHve
cTabunbHON cpefbl XpaHeHUs HocuTenen nHpopmaummn, cogepxallyx 3N1eKTPOHHbIE AOKYMEHTHI.

5.2.7.4 YnpaBneHwe AOCTYMNnoOM U 3alinTa AOKYMEHTOB

B cTpaTerun onroBpeMeHHOW COXPaHHOCTM JO/MKHbI ObITb NPeAyCMOTPEHbI MEXaHWU3Mbl OrpaHnYyeHns
[OCTyna K 9/1eKTPOHHbIM JOKYMEHTaM 1 3aluTbl UX OT CAYy4aliHOTO WM YMbILLIIEHHOTO NCKaXEHWUS 1 Nopun.

ONIEKTPOHHbIE [OKYMEHTbI, COXpaHsieMble Ha nepesanncbiBaEMOM HOCUTENe, MOXHO moauduumpo-
BaTb. HE OCTaBMB Kaknx-Nnbo dusnyecknx cnefos. OHN Takke YA3BMMbl B OTHOLLUEHWW C/y4YaiiHoi nopun B
npouecce nepefayn Mexay HOCUTENAMU U MHDOPMALMOHHBIMKU CucTeMamu. BBuay 3TOro opraHusaunsm,
cTpemsAwmMMcs o6ecneynTb ayTEHTUYHOCTb 3N1EKTPOHHBIX AOKYMEHTOB BO BpPEMEHW, cnefyeT pa3paboTartb
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COOTBETCTBYIOLME MOMINTUKY, MPAKTUKY N TEXHUYECKME Mepbl KOHTPONA 1 yrpasrieHns. MNpuMepamu WMpPoKo
MCNOJIb3yeMbIX TEXHUYECKUX Mep ABNAOTCA:

- MCNOMb30BaHNE MarHWTHbLIX WAU ONTUYECKUX HOcUTenei ofgHokpaTHoi 3anucu Tuna WORM (T. e.
HenepesanucbiBaeMbliX);

- MPUMeHeHne 3alyULLEHHON KINeHT-CEPBEPHON apXUTEKTYpbl, KOTOPYID MOXHO MCMNOMb30BaTb A/A
6710KMPOBaAHNA HENOCPeACTBEHHOrO A0CTyna K 3/1eKTPOHHbIM AOKYMEHTaM W KOoTopas B MTOre nosBonseT
opraHn3oBartb AOCTYMN «TOJIbLKO Ha YTEHUEe»;

- WUCMOMb30BaHMe LMKNMYEecKoro n3bbiTouyHoro koga CRC (KOHTposibHbIX cymm CRC) — pacnpocTpa-
HEeHHbIi MeTog 06ecnevyeHns HafeXHOCTN INEKTPOHHON nepefaun fgaHHbIX. KOHTpobHble cymmbl CRC oco-
6EHHO nonesHbl AN NOATBEPXAEHUS TOrO, YTO HUKaKMe WU3MEHEHUS He Obliv BHECEHbl B 3MEKTPOHHbIE
[OKYMEHTbl C MOMEHTa UX NepBoHavyasibHOro COXpaHeHus;

- NpUMeHeHne OAHOCTOPOHHUX X3LW-YHKUUA (Hanpumep. SHA-1), ncnonb3yLNX anroputMm, No3Bo-
NAOLWMNIA CKaTb 3N1EKTPOHHbIE JOKYMEHTbI [0 (PMKCUPOBAHHOTO Ynicia 6UToB. 3TN 6UTbI hakTUYECKUN ABMAOT-
CA YHUKaNbHbIM «[aKTU/IOCKOMUYECKMM OTMevyaTkoM» COOTBETCTBYIOLUMX [OKYMEHTOB, WX BMocneacTeuu
MOXHO UCMOMb30BaTh A5 AoKa3aTeNbCcTBa TOro, YTo MHopMaLmsa He bblna U3MeHeHa.

6 2nemMeHTbl CTpaTernm Ao/ IroOBPeMEHHOM COXPaHHOCTM

6.1 O6wme nonoxeHms

MoaaepxaHne TOYHOCTU, HALEXHOCTU N OCTOBEPHOCTU 3NEKTPOHHBIX OKYMEHTOB 03HavyaeT obecne-
YyeHue TOro, 4To:

- [OKYMEHT MOXeT 6blTb NPOYNUTAH U NMPaBU/IbHO VHTEPNPeTMPOBaH NPUKIaAHON KOMMNbIOTEPHON Npo-
rpaMmoit;

- [OKYMEHT MOXeT 6bITb NpefCcTaBneH B BUAe, NOHATHOM Ye/TI0BOKY;

- [OKYMEHT COXpaHseT Ty Xe IOTMYECKYIo 1 (hN3NYECKyto CTPYKTYPY, KOHTEHT U KOHTEKCT, KOTopble nMe-
NINCb HA MOMEHT €ero co3gaHus Uau NosyyYeHns.

OrpaHn4YeHHOCTb CPOKa C/YXObl 3/1EKTPOHHbIX HOCUTENENn MHhopMaLuy U HEN36EXHOE TeXHONornYec-
Koe ycTapeBaHue 6yayT BbIHYXAaTb XpaHuTenein nHdopmammn, oTBETCTBEHHbIX 3a 0becneyeHve Aonrospe-
MEHHON COXPaHHOCTW ayTeHTWYHbIX W NPUTOAHBLIX K WCNOMb30BaHWO (processable) 31eKTPOHHBIX
[OKYMEHTOB, MPUHUMATbL KNOYEeBblE peLleHus, CBA3aHHble ¢ o6ecneyvyeHnemM A0NrOBPEMEHHONO foctyna K
nHdopmaumn. Npm aTOM XpaHuTenam MHhopmalun NpuaeTcs NCnoib30BaTh PasiniHble cTpaTernm u cpeg-
cTBa. KoHuenTyanbHO 3Tu cTpaTerun n cpefctesa MOXHO pas3fesinTb Ha TPWU OCHOBHbIX BUAA AeATE/IbHOCTH,
KOTOpble COBMECTHO 06pasyoT chyHAaMeHT Nto60oli cTpaTerum A0AroBpeMEHHON COXPaHHOCTU.

a) Bo-nepsbix, ANA pelleHnsa npobnembl OrpaHNMYEHHOCTM Cpoka CNyx6bl HOcuTenel xpaHutenu
UHdopMaLnM AOMKHbI MPOBOANTL OOHOBEHME HocuTenel (cm. 6.2).

b) B0-BTOpbIX, NPU HA/IMYMK COOTBETCTBYHOLLUX aBTOMATMU3NPOBAHHbIX CPELCTB MUrpaL s LOKYMEHTOB
(cMm. 6.4) nyTem ux nepemeLLeHns ¢ OAHON TEXHOOTMYECKO NNaTopmbl Ha APYTYIO ABASETCA NOAXOAALMM
cnoco6om pelleHnss NpobieMbl TEXHOIOTMYECKOTO ycTapeBaHus.

c) B-TpeTbux, B Tex cnyyasx, Korga 3/eKTpoHHas uHdopmaumsa u rpaduyeckue obpasbl XpaHATCH B
yHacnefoBaHHbIX MHPDOPMALMOHHbIX CUCTEMAX, HE UMEIOLLUX aBTOMAaTN3NPOBaHHbIX CPeACTB ANA MUrpauuu,
BO3MOXHO, NPUAETCA NCNob3oBaTb 60/1ee NPAMOMHENHbI MeToA — aMyNALUMI0 YHacnef0BaHHO! NHAop-
MaLUVOHHO cUCTEMbI Ha 6a3e MMeloLLeinca TEXHOTOrMYeCKo cpefbl. XOTS Takoli BapuaHT AeliCTBUiA BeCbMa
npuBnekareneH, A0 HACTOALWEro BPeMEHU Ha MyTW ero WCMnob30BaHUSA AN AONTOBPEMEHHOro focTyna K
ayTeHTUYHbIM 3/1EKTPOHHBLIM AOKYMEHTaM BO3HUKaNW CyLeCTBEHHble NPenaTcTBMA. N03TOMy B HACTOSLLEM
CTaHAapTe aMynsauMs He paccmaTpuBaeTcs.

6.2 O6HOBNEHUe HocuTenem

6.2.1 O6LMe NONOXKEHUS

M3-3a orpaHMyYeHHOCTU CpoKa Cnyx6bl HocuTenein uHgopmauum 1 BCNeACTBUE UX TEXHOIOTMUYECKOTO
ycTapeBaHus neprogmyeckoe 06HOBNEHE HOCUTeNen npeacTaBnsAeTcs, C 04HON CTOPOHbI, HEN36EXHbIM, a C
Apyroil — siensieTca 6a30BbIM TpeGoBaHWeM Npu o6ecnevyeHnn oNroBPEMEHHON COXPaHHOCTM ayTEHTUYHOM
M MPUrOAHON K UCNOJIb30BaHUIO 3/IEKTPOHHON [OKYMEHTauuuM 3a CUeT COXpPaHEHUS OpPUrMHasIbHOTO MOToKa
6GUTOB «B XWBOM COCTOSHWM». [1py OGHOBNEHUN HOCUTEsNEe 3NEKTPOHHblE AOKYMEHTbl MpuaeTcs mbo
nepedopmaTnpoBatb, M60 CKONMPOBAThb, Kak onncaHo B 6.2.2 n 6.2.3.
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6.2.2 [lNepedopmatvpoBaHune 3/IEKTPOHHbIX JOKYMEHTOB

6.2.2.1 O6LWwume nonoxeHns

B cnyuae nepedopmaTtMpoBaHus 4OKYMEHTOB Nexalluii B X OCHOBE MOTOK BUTOB N3MEHSeTCA BCes-
CTBME TOrO, YTO OH MEPEHOCUTCSA Ha ApYroi omsnyecknii HocuTens (Hanpumep, ¢ 18-40pOXEUYHOro HoCUTENS
MHhopMaumn Ha HocuTesnb ¢ 36 AopOXKaMu ANs 3anucK), 1Mbo BCNeaCcTBME U3MEHEHNSA KOLMPOBKN CUMBO-
nos (Hanpumep, ¢ 7-6UTOBOI Ha 8-6uToBYIO KOANPOBKY ASCII), HO NPY 3TOM HE NPOUCXOAUT HUKAKNX N3MeEHe-
HWI1 HU B ero onsmyeckom nNpeacTaB/ieHnm, HU B KOHTEHTe. MNepedopmaTMpoBaHne NponcxXoauT He3aBUCUMO
OT NPOrpamMMHOro MpPUIOXEHUS, B KOTOPOM 6blNl CO3AaH AOKYMEHT.

6.2.2.2 CuTyauuu, B KOTOPbIX MOXeT noTpeboBaTbcsa nepedopmarnpoBaHme

OpraHu3auusiMm CTOUT nogymatb 0 nepedopMaTupOBaHUN 3/1IEKTPOHHbIX [OKYMEHTOB B ClefyHoLmX
cuTyaumax:

a) npu nepefaye Ha XpaHeHue: nNpu nepefaye 3/1€KTPOHHbIX AOKYMEHTOB XpaHUTENO UHopMaLmm
OHUM [0J/KHA 6bITb Npeobpa3oBaHbl B CTaHAAPTHYI0 KOAMPOBKY (encoding representation) u nepeHeceHbl Ha
HOCMTeNb CTaHAAPTHOIO TUNa;

b) npv o6HOBNEHUM 06OpPYyL0BaHUA: NepedopMaTupoBaHe onpasfaHo, Korga xpaHutens nHdgopma-
un moguduumpyeT csoe 060py0BaHNe 1 3aMeHseT CyLLecTByloLWmne YCTPOCTBa XpaHeHns nHopmaLum
Ha HOBblE:

C) npv nnaHoBoMm nNepecopmMaTUpoBaHNW: nepechopmaTmpoBaHme naaHMpyeTcsa Takum ob6pasom, YTo-
6bl COBNACTb C MOMEHTOM UCTEUYEHUS PacyeTHOro Cpoka CNyX6bl UCNOMb3yeMblX HOcUTenei nHopmalum
H/MNN pacyeTHbIM CPOKOM CNYX6bl YCTpPOWCTBA WAU NpMBOAA, HEO6XOAMMOro AnA paboTbl C HOCUTENSAMM
MHGopMaLun.

6.2.2.3 Bbibop HocuTenen nHcopmaumm npu nepegopmaTmpoBaHm

Mpy nepedopmaTMpoBaHUN 3NEKTPOHHbLIX AOKYMEHTOB XpaHUuTenu MHopmaumn Ao/MKHbI 064ymMaTh
BbI6OP HOcKTenel nHhopmaumun. B nepsyto ouepeab opraHusanns Ao/KHA BbiGpaTe Mexay MarHUTHbIMU 1
onTMYeCcKUMU TexHonoruamu. CnegyeT yyecTb cnegyloline aktopsbl:

- 6onbllas eMKoCTb HOCUTENS;

- BbICOKasl CKOPOCTb nepegayun nHgopmMauum;

- OXuAaemblil Cpok cnyxbbl HocUTensa He MeHee 20 neT;

- ycTosiBLIEecsa 1 cTabunbHOe NPUCYTCTBUE Ha PbIHKE HOCUTENel;

- AOCTYNHOCTb MO LEHE;

- npurogHocTb (suitability) cooTBeTcTBytowleli TexHonmorMn Ans obecnevyeHnss [0NrOBPEMEHHON
COXPaHHOCTW N JOCTYNHOCTMW.

Bonbluas eMKOCTb HOcUTenel 1 BbiCOKass CKOPOCTb nepefayn MHdopMauun SBASIOTCA KNoYeBbIMU
dhakTopamu, NOCKOIbKY B KOHEYHOM UTOre MMEHHO OHW ONpeAensaloT Bpems, Tpebyemoe A5 nepeHoca anek-
TPOHHbIX JLOKYMEHTOB B Xoe nepechopMaTupoBaHusi 1 KONMpoBaHWsA. 3aTpaTbl BpEMeHU ¢ 60/1bLIOl BepoaT-
HOCTbIO MOryT cTaTb npo6remoii npu nepedopmaTMpoBaHun, ecnv 06beM 3MEKTPOHHOW MHopMaunn B
XpaHunvwe 6yneTt nsaMepsitbca Tepabaiitamu 1 netabaiitamu.

6.2.2.4 TMepedopmaTmpoBaHue N ayTeHTUYHOCTb

Mocne nepedopmMaTMpoOBaHNS ayTEeHTUYHOCTb 3/IEKTPOHHbIX OKYMEHTOB MOXEeT ObITb MOCTaBeHa nog,
COMHeHMe, 0cobeHHO ecnun nepecopmaTpoBaHme NPOBOAMIOCH HECKOBLKO pas. [s1s obecneyeHns Heobxo-
AVMOTO YPOBHSA ayTEHTUYHOCTU B CUCTEMAX XPaHEHUA 1y XpaHutenei nHopmaLuuy AomkHa 6bITb peannso-
BaHa [OKyMEHTMpOBaHHasA MNOMMTWKA KOHTPONS KayecTsa, NpegnucbiBatollas 06sA3aTesibHyl0 NpoBepKy
TOYHOCTM BCeX nepetopmMaTupoOBaHHbIX [OKYMEHTOB.

Mpoueaypbl, peanusytoLime Ha NpakTuKe aTy NOMNTUKY, AO/KHbI BKOYaThb B ce6s feTanbHoe 1 NosHoe
[OKyMEHTUPOBaHWE BCexX [AeNCTBUWA, BbINOSIHEHHbIX NPU nepedopmMaTupoBaHnn. [OKyMeHTMpOBaTbLCA, B
4aCTHOCTK, [O/MKHBI:

- nageHTUdUKauna nuua (ud), akTmyecku BbINOHUBLLMX NpoLecc nepedopmaTnpoBaHns;

- pgata nepedgopmMaTupoBaHus;

- dpopmaT AaHHbIX;

- CpaBHEHWe KOHTPO/bHbIX CyMM CRC unu xaw-gaifxecTtos, BblYACAEHHbIX 40 M Nocne nepedopma-
TUPOBaHNA. foKa3blBatoLLee OTCYTCTBNE KaKMX-TMO0 N3MEHEHWI;

- pesynbTaT BM3yasIbHOTO CPaBHEHMWS HEeCKO/IbKMX 06pasLoB nepedopmMaTtupoBaHHbIX AOKYMEHTOB C
COOTBETCTBYOLMMU JOKYMEHTaMU B CTapoM dhopmarte.

Xopollas npakTvka paboTbl AO/MKHA 06eCcneynTb BbiABIEHNE HETOYHOCTEN 1 HEYCTPAaHUMBbIX OLLMBOK, a
TaKke AJOKYMEHTMPOBaHUe Toro, kak 3Tv Npo61embl BNOCNEACTBMM pellannck. [lo/MKHO 6bITb 3addUKCMPOBAHO
dm3nueckoe MecTononoxXeHne 06HapyXeHnss HeycTpaHuMoi ownbky (Hanpumep, HoMep 6/10ka UK cekTopa
Ha fopoxke). Kpome TOro, aTu AeicTBMA AO/DKHbI aHaNN3MpoBaTbCA TPeTbell CTOPOHOW, YTOObI yaocToBe-
pUTLCSA B UX BbINOJIHEHNW B COOTBETCTBUM C YCTAHOB/IEHHBIMY NpoueAypamu. HakoHel, Takas OKYMeHTauus.
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dvKcupytoLwas Bce BbiiBNEHHbIE NPO6IEMbI, AO/MKHA OblTh YETKO AEHTU(NLMPOBaHA C YKa3aHNeM KOHKpeT-
HbIX CCbI/IOK Ha COOTBETCTBYWOLME [OKYMEHTbI, M OHa [JO/HKHA paccmaTpuBaTbCA Kak MeTajaHHble,
3acnyxvBaloLme cTosb Xe 6epexHOro OTHOLEHUS, Kak U caMu AOKYMEHTbI.

6.2.2.5 3awmTa 4OKYMEHTOB BO BpeMs nepedopmMaTpoBaHus

XpaHutenu nHdopmauum fomkHbl 06ecneynTs BO BpeMsi nepeopMaTpoBaHns 3aluTy 3NeKTPOHHbIX
[OKYMEHTOB OT yTpaTbl N OT BHECEHUS U3MEHEHWNIA. DNEKTPOHHbIE HOCUTENN UHAOPMALMM YA3BUMbI MO OTHO-
LUEeHMIO K BMeLlaTe lIbCTBY YenoBeka, kKatacTpouyeckum c60sM 1 NpUpoAHbIM kaTacTpodam. B cBA3M ¢ aTum
XpaHuTenu uHdopMauum AOMKHbI NPeAnpuHATL cnegylolwme Mepbl A1S MWHMMW3ALWMU  PUCKOB MO
6e3onacHoCTu:

- YCTaHOBUTb MeXCeTeBOW 3kpaH («6paHaMayap») WAy OLHOCTOPOHHIOW CBA3b (HanpuMep, Tak Hasbl-
BaeMblii «BO3[YLUHbIV 3a30p» — «air fap»), KOTopble paspeLiarT AOCTYN TO/IbKO Ha YTeHWe 1 TOIbKO aBTo-
pY30BaHHbLIM NuLaM,;

- XPaHWUTb 3/1IEKTPOHHbIE HOCUTENN MHOPMaLUK B 3anMpaemMoM, OXPaHAeMOM NOMELLEHNN NN 3aLLn-
LLieHHOM XpaHunuue (vault) c KOHTpoAMpyeMbIM AOCTYMNOM;

- co3gaTb pe3epBHble KONUWM HocuTenel nHpopMauun 1 XpaHuTb UX B APYroM MecTe, reorpadmyecku
yfaneHHOM OT MecTa XpaHeHWUs OpUrMHasnos;

- XenatesibHO UCMNO/Ib30BaTb ABa Pa3/INyHbIX TUNa HocuTeneli MHopMaLUn 418 XpaHeHUs opuruHa-
NI0B 1 pe3epBHbIX KONWi, 4TOObl MUHMMU3NPOBATbL PUCK HEOXNAAHHOTO TEXHO/IOrMYECKOro ycTapeBaHus.

6.2.3 KonupoBaHue 3/11eKTPOHHbIX LOKYMEHTOB

6.2.3.1 O6LWwume nonoxeHuns

Lienb KonnpoBaHWs 3N1eKTPOHHbIX AOKYMEHTOB 3ak/1o4aeTca B NoAAepXaHUn X ayTeHTUYHOCTU 1 Npu-
rOAHOCTY K MCMOMb30BaHWI0 NyTEM NepPeMELLEHMS CO CTapblX HOCUTeNen nHhopmaLuun Ha HoBble HOCUTENN C
Temu xe cneumdumkaumamm gopmara, 6e3 kakmx-mmbo noTepb CTPYKTYPbl, KOHTEHTA UK KOHTeKcTa. Jlexa-
LM B OCHOBE 3/IEKTPOHHbIX [JOKYMEHTOB NOTOK OUTOB OCTAETCA HEM3MEHHbLIM MNPV KOMMPOBAHUW Ha HOBblE
HocUTeNu nHopmaLl .

6.2.3.2 CuTyauuu, B KOTOpPbIX MOXeT NOTpeboBaTbCA KONMpoBaHue

KonvpoBaHue 31eKTPOHHbIX JOKYMEHTOB MOXET MPOBOAUTBLCA B CNEAYIOLNX CUTYaLUSAX:

- Npu nepejaye Ha XpaHeHue: 3NEKTPOHHbIE AOKYMEHTbI CiefyeT CKONMPoBaTh NPU UX Nnepegaye xpa-
HUTEeNAM MHgOPMaL MK, UCMONb3YIOWNM HOCUTENN C TEMU Xe crneundukaumamy dopmara, 4To u HocuTenu,
npYMeHsBLUMEeCsA 40 nepejauu;

- B C/lyyae NOsIBAIEHUs OLLIMGOK Npu paboTe C HOCUTEeNeM: 3/IeKTPOHHbIE [JOKYMEHTbI CriegyeT CKonu-
poBaTtb, eCNK NpN eXerofHoN BbIGOPOYHOI NPoBEpPKe HocuTeneli NHhopMaLmn Ha YnTaeMocTb ByayT BbisiB-
NIeHbl HEYCTPaHNMbIe OLLUNGKN UK 6O/bLLIOE YNC/IO «BPEMEHHbIX» OLUMGOK YTEHUS, HO MPU 3TOM HE BO3HUKHET
Heo6XxoAVMOCTH B Nepexofe Ha HOBbIN TUM HOCWUTENeN NN yCTPONCTB YTeHns;

- NPV N1aHOBOM KOMWPOBaHWUWU: 3/1EKTPOHHbIE AOKYMEHTbI CrlefyeT CKOnMpoBaTb, €C/M HOcUTenu
NHOpMaL N «COCTapUANCL», HO MPY 3TOM He BO3HMK/I0O HEOOX0AMMOCTMN B Mepexoje Ha HOBbIV TUM HocuTe-
nei nam ycTpoicTB YTEHUSA, MOCKO/IbKY UCNOSIb3yeMble BapuaHThbl NO-NMPeXHeMy LIMPOKO MNOAAEPXKNBAOTCA U
yA0BNEeTBOPSAT PYHKLMOHANbHBIM TPe6oBaHNAM, NpeabaBASeMbIM opraHm3auueli. OpraHusauusam cnegyet
YyCTaHOBUTb PMKCUPOBAaHHbIV NMepuog BpeMeHu (Hanpumep, paBHbI NOIOBUHE OXWAAEMOr0 Cpoka CnyX6bl
HocuTeneit), Mo UCTEYEHWM KOTOPOro MPOBOAMTCS KOMWPOBAHWE 3NEKTPOHHbLIX AOKYMEHTOB Ha HOBble
HoCUTenn uHdopmaLum.

6.2.3.3 CoxpaHeHne ayTEHTUYHOCTU NPV KONUPOBaHUN

XOTSi NOTOK COCTaBNALWMUX [OKYMEHTbI 6GUTOB NpW KOMMPOBaHUN HE U3MEHSETCH, BCe Xe ocTaeTcs
noTeHuManbHasa BO3MOXHOCTb MOPYM AaHHbIX B X0fe npouecca konvposaHus. [ns obecneveHus Heobxoau-
MOTO YPOBHS ayTEHTUYHOCTW Y XpaHuTenei nicpopmaumm fomkHa 6biTb peannm3oBaHa OKYMEHTUPOBaHHAas
nonnTMKa KOHTPONA KayecTBa, NpeAnucbiBatolias 06a3aTebHy0 NPOBEPKY TOYHOCTU BCEX CKOMMPOBAHHbIX
[ OKYMEHTOB.

Mpoueaypsbl, peanusytoLlme Ha NpakTuke 3Ty NOAUTUKY, AO/DKHBI BKOYaTb B Ce65 AeTalbHOe U NoNHoe
[OKYMEeHTUpOBaHNe BCex AeiCTBWI, BbINO/IHEHHbIX MPU KOMMPOBaHWU. [JOKYMEHTMPOBaTbCH, B YACTHOCTM,
OOJKHBL:

- ngeHTndurkaumna nuua (nuu), hakTnyecky BbiNosHMBLLEro(ux) npowecc;

- JaTa KonuposaHus;

- bopmar faHHblIX;

- yucno obpaboTaHHbIX 6UTOB/6ANTOB;

- CpaBHeHUWe KOHTPOsIbHbIX CyMM CRC vun xaw-gangxecToB, BbIYMCEHHbIX 40 U NOC/e KONMMPOBaHUS,
[oKa3blBatoLLee OTCYTCTBME KakMX-nMbo 3MeHeHWIA.

- pesynbTaT BM3yasibHOTO CPaBHEHMWSA HECKO/IbKMX 06pasLoB CKOMMPOBAHHbIX 4OKYMEHTOB C COOTBET-
CTBYIOLWMMMN [OKYMEHTaMW Ha CTapoOM HOCUTOJIE.
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Xopowas npaktuka paboTbl JO/MKHA 06eCneynTb BbiiB/IEHVE HETOYHOCTEN U HeYCTPaHUMbIX OLUMGOK 1
[OKYMEHTUPOBAHUE TOr0, Kak 3TV NPO61eMbl BNOCNEACTBUM peLllannch. [LomkHO 6biTb 3ahMKCpoBaHo husn-
yeckoe MecTonosioXeHne ob6HapyXeHNsa HeyCTPaHUMOoN owmn6bkn (Hanpumep, Homep 6710ka WU cekTopa Ha
[lopoxke). Kpome Toro, aTv AeiicTBUsi 0/MKHbI aHaIM3NpoBaTbLCA TPeTbeli CTOPOHOW, YTOGbI YA0CTOBEPUTLCSA
B VX BbINO/IHEHUN B COOTBETCTBUM C YyCTAHOB/IEHHbIMU NpoLlesypaMu. HakoHel, Takas foKyMeHTauus, duk-
cupytoLlas Bce BbisiBIEHHbIE NPO6aeMbl, AO/KHA ObiTb YETKO AEHTUMNLMPOBAHA C YKa3aHNeM KOHKPETHbIX
CCbI/IOK Ha COOTBETCTBYIWOLME [OKYMEHTbl, W OHa [JO/XHA paccMmaTpuMBaTbCA Kak MeTadaHHble,
3acnyxuBatoLine CTosb Xe 6epexHOro OTHOLEHMWSA, Kak U camun AOKYMEHTbI.

6.2.3.4 3awmunTta 4OKYMEHTOB BO BPEMSA KONMMPOBaHUA

XpaHutenu nHdopmaummn 4oKHbI 06ecneynTb BO BPEMS KONMPOBAaHMWSA 3aLLUTY 3/1€KTPOHHbIX 4OKYMEH-
TOB OT YTPaTbl N OT BHECEHUSA U3MEHEHWI. DNEKTPOHHbIE HOCUTENN NHOPMaLUN YA3BUMbI MO OTHOLLEHWIO K
BMeLllaTeIbCTBY YenoBeka, katacTpodmyeckum c60amM 1 NpUPOLHbLIM kaTacTpodam. B ¢BA3M € 3TUM XpaHu-
Tenun nHopmaLuy A0MKHbI NPeANPUHATL Creaylowme Mepbl 418 MUHUMMU3ALMU PUCKOB NO 6€30MacHOCTK:

- YCTaHOBWTb MEXCeTeBOI aKpaH («bpaHamayap») Uan O4HOCTOPOHHIO CBA3b (Hanpumep, Tak Hasbl-
BaeMblil «BO3AYLUHbIV 3a30p» — «air Aap»), KOTOpble paspeLlarT A4OCTYN TOMbKO Ha YTEHWe W TOSIbKO aBTo-
pV30BaHHbIM NNLaM;

- XpaHWTb 3/1EKTPOHHbIE HOCUTENN MHpopMaLMY B 3anpaemMom, OXpaHSeMOM NOMELLEHUN UK 3aLm-
LLieHHOM XpaHunuile (vault) ¢ KOHTPOIMPYEMbIM [OCTYMOM;

- NPOBECTU CpaBHEHWE KOHTPO/bHbIX cyMM CRC wnn xalw-AaigKecToB, BbIYMCNEHHbIX 40 W nocne
KONUpOBaHWs, AoKa3biBaloLee OTCYTCTBME KaKMX-NB0 N3MEHEHWIA;

- co34aTb pe3epBHble KONWU HocuTenein HopmMaummn 1 XpaHuTb UX B 4pYroMm MecTte, reorpadmyecku
yAa/neHHOM OT MecTa XpPaHeHUsi OPUrMHasoB:

- XenatenbHO UCNO/b30BaTh [Ba Pa3/IMUHbIX TMNA HOCUTENen MHopMaLMN A1 XpaHEeHUss OpurMHa-
OB 1 pe3epBHbIX KOMNWiA, 4TO6bl MMHUMU3NPOBAaTb PUCK HEOXNAAHHOTO TEXHOIOTMYECKOro ycTapeBaHus.

6.3 MeTagaHHble

6.3.1 O6Lwme nonoxeHns

MeTagaHHble (O4aHHble O AAaHHbIX) BKAYAKT B ceba MHGopmauunio 0 KoHTekcTe, obpaboTke u 06
MCMONb30BaHUN JaHHbIX, KOTOPas UCMOMb3yeTcsa Npu NAeHTUdMKaLn, N3BIeYeHnn n obecneyeHnn coxpaH-
HOCTW @yTEHTUYHbIX 3N1EKTPOHHbIX JOKYMEHTOB.

B ogHUX cnyvasax onpegeneHHble NporpaMmMHble MPUIOXKEHNs MOryT aBToMaTUYeCcKn co3gasaTtb meTa-
OaHHble, Takne kak pasmep gpaina, popmar daina, gata, xaw-gakgkKecT 1 Apyrme aHasaornyHolie atpmubyThbl
(HanpvMep, CBOWCTBA 3/1IEKTPOHHbIX AOKYMEHTOB W T. 1.), B APYTMX — MOXeT noTpe60oBaTbCs Py4HOW BBOJ,
Takmx MeTafaHHbIX, KaK. Hanpumep, knaccudukauus, CpoK XpaHeHWs, MHAEKC NO HOMeHKnaType Aen uam
Kntoyesble cnoBa. Kak 1 3M1eKTPOHHbIe fOKYMEHTbI, 3TU AaHHble MOTYT ObiTb AOCTYMHBLIMU.

BecbMa BEpOATHO, YTO MO Mepe BHeAPEHUS OpraHn3aunsaMy KopnopaTUBHbIX CUCTEM YrpaB/ieHUs KOH-
TEHTOM COCTaB 3/1EMEHTOB MeTafaHHbIX, NPUMEHUMbIX A1 peanusauun cTpaTtern Ao/roBPEMEHHO
COXPaHHOCTU, CTaHeT ropasfo «boraue» yem ceilivyac. MoMuMo 3TOro, MeTagaHHble, ckopee Bcero, 6yayT
co3faBaTtbCs aBTOMaTNYecku, N oTnageT Heo6Xo0ANMMOCTb B MX PYYHOM BBOAE. YunTbiBas BCe 3TO, XpaHUTeNn
MHbopMaLUy AOMKHbI N03a60TUTLCA O TOM. YTOGbI NPUMEHSEMbIE MU CPpefcTBa cbopa M NCMONb30BaHUSA
MeTafaHHbIX 6blIM OCTATOYHO TMOKUMM 1 MacliTabpyemMbiMm, 4TOObI BMNOC/IEACTBUM OHU MOr/in paboTaTth €
6onee pa3HoobpasHbIMM HabopaMu 3IeMEeHTOB MeTafaHHbIX.

6.3.2 B3auMmHaa coBMeCTUMOCTb (MHTeponepabesibHOCTb) MeTafaHHbIX

B 6yayuiemM MeTajaHHble, UMeLMECH B KOPNOPATUBHbLIX CUCTEMAaX YNpaB/ieHUs KOHTEHTOM, 6yayT
B3aMMHO COBMeCTUMbIMMW. [103TOMYy OpraHusauusm, NPoekTUpylLwmnm cbop v NpUMEHeHne MeTafaHHbIX,
KoTopble npegnonaraeTcs MCNoAb30BaTb B MHTeponepabenbHOW cpefe, crnegyeT MPUHATbL BO BHUMaHue
MCO 23081-1.

6.4 Murpauna aneKTPOHHbIX OKYMEHTOB

6.4.1 O6wWwme NonoxeHns

CTparternsi 4O/ITOBPEMEHHOI COXPaHHOCTU A0/DKHA BK/HOYATb MOSIOXEHMUS, NpeaycMaTpuBaloLLne Mur-
pauvio 3N1eKTPOHHbIX AOKYMEHTOB.

XpaHutenu nHcpopmMmaunmn, B 0653aHHOCTU KOTOPbIX BXOAUT COOP M COXpaHeHWEe ayTeHTUUYHbIX 3NeK-
TPOHHbIX JOKYMEHTOB, a Takxe obecrneyeHue AoCTyna K HUM BO BPEMEHM, CTaNKMBAKTCA C YeTbipbMS Npo-
6nemamu:

a) B Gmxaiiwem 6yayliem opraHu3auumn u oTaebHble nuua 6yayT NpoAo/KaTh No/ib30BaThCs LIMPO-
KM Habopom nakeToB Mporpamm 1 OOpPMaToB XpaHEeHUS AaHHbIX B LLesIAX CO34aHNs U UCNOb30BaHNS 3Mek-
TPOHHbIX AOKYMEHTOB. N5 XxpaHuTeneii MHopmaLmm, NPUHUMAKLLNX 3TU OKYMEHTHI, ByAeT Ype3BblyaliHo
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CNOXHO UMEeTb A0CTYMN KO BCEMY COOTBETCTBYOLLEMY NpOrpaMMHOMY o6ecrneyeHunio unv nogaepxmnsarb Bce
3TW NakeTbl NporpamMm 1 chopmaTbl;

b) 4acTb 3NEKTPOHHbLIX OKYMEHTOB, BEPOATHO, OKaXeTCA 3aBUCUMOIA OT NPOrpamMmmMHOro obecneyeHus,
N. COOTBETCTBEHHO, UX MOXHO 6yAeT NCNOo/b30BaThb TO/IbKO B pamkax onpefeneHHoi nporpaMMHol cpefpl;

C) onepauVOHHbIe CUCTEMbI U MPUKNAaAHOE NporpaMMHoe obecneyeHne Hens3bexHo 6yayT BbITECHATb-
cs 60/1ee HOBbIMU 1 NPOM3BOAUTENBHBIMU NPOAYKTAMU, UMeLWwnMy 60blie PYHKLMOHANbHbIX BO3MOXHOC-
Teil. 3TO o3HAYaeT, YTo XpaHuTensMm MHdopMauun NpUAeTcA Nepuoanyeckn nepemellaTb 3/1EKTPOHHbIE
[OKYMEHTbI U3 TekyLeli NporpamMMHOiA cpefbl B HOBYIO;

d) HekoTOpble 3/1eKTPOHHbIE fOKYMEHTbI, BEPOATHO, Oy AYyT AOCTYMNHbI NMULLL B yHacne0BaHHbIX MHAOP-
MaLMOHHbIX CUCTEMAX, HE MEIOLLNX aBTOMATUYECKNX CPeACTB MUrpaLmm.

Murpaumsa anekTPOHHbIX 4OKYMEHTOB NO3BO/IAET YCMNELIHO peLnTb BCe 3TN YeTbipe Npobaembl. XpaHu-
TeNam uHdopMaLmun HyXHo ByAeT opraHn3oBaTb MUTPaLMI0 ayTEHTUUYHBIX 3N1EKTPOHHbIX JOKYMEHTOB U3 Cpe-
Zibl O/HOTO MPOrpaMMHOro NPUIOKEHUSA B Cpeay HOBOTO MPOrpamMMHOro NpUIoXeHUsi Takum 06pa3oM, 4ToobI
He OblNI0 HMKaKMX MOTEPb KOHTEHTAa M KOHTEKCTa, a Takke 4To6bl OTCyTCTBOBasna Wan 6bl1a MUHUMAabHON
noTepsi CTPYKTYpbl.

6.4.2 3aBMCMMOCTb OT MPOrpaMmMHOro obecneyeHuns

CTpaternsa [oNroBpeMeHHON COXpaHHOCTM A0/IKHA pelaTh Npobiemy 3aBUCUMOCTUN OT KOHKPETHOro
nporpammHoro obecneyeHuns. ECin anekTpoHHbIE JOKYMEHTbl MOTyT 6biTb MCMO/b30BaHbl TO/IbKO NPW NOMO-
LM onpeseneHHOro NPorpaMMHOro NPUIOXKeHNs, TO o6ecrneyeHne AONTOBPEMEHHOIO 4OCTyNa K 3TUM [OKY-
MEHTaM MOXeT oka3aTbCsl NnpobaeMaTuyHbiM, OCOGEHHO €Cc/nnM NOCTaBLMK NPeKpaTUT TEeXHUYEeCKyHo
noaaepXKy un He obecnevnT NPeemMCcTBEHHOCTb B HOBbIX BEPCUSAX NPOrpaMMHOro obecneyveHns. Bo MHorux
c/yyasx BO3MOXHO M36aBUTbCA OT 3aBWCMMOCTM Takoro poja, YaCcTUUYHO MOXEPTBOBAB CTPYKTYPOW, Hanpu-
Mep. TEKCTOBblE AOKYMEHTbI U3 MepBOHaYasibHON cpefbl NPOrPaMMHOr0 NPUIOXKEHNA A5 06paboTKM TEKCTOB
MOryT 6bITb MUTPUPOBaHbI B NPOCTON TEKCT (T. €. «4ncTbii» ASCII-TEKCT) nyTeM aBTOMAaTMYECKOro yaaneHns
BCTPOEHHbIX WHCTPYKUMI dopMaTMpoBaHus WAW KoAda, YnpasnsAiolWero onpefeneHHbIMW  acnekramu
dm3nyeckoro npeacTaBNeHns, TaKUMI KaK XXUPHbIA WPpUMT NAn npruMeydaHus.

XoTA Takve feiicTBAA U YMEHbLIAKT 3aBUCUMOCTb OT MPOrpamMMHOro o6ecneyeHns, XxpaHuTenm nHop-
Maumun AOKHbI TWaTe/IbHO OLLEeHUTb UX NOCNeACTBUA ANA ayTEHTUYHOCTU MUTPUPOBaHMbIX MOA06GHbIM 06pa-
30M [OKYMEHTOB. Takne [OKYMEHTbl Y)e Hefb3s 6yfeT paccmarpusaTb B KayecTBe UMUTALMOHHbLIX KOMWiA
(imitative copies), NOCKO/IbKY OHW He 6yAyT B TOYHOCTW BOCNPOU3BOAUTL CTPYKTYPY OPUTMHANbHBIX AOKYMEH-
ToB. CKOpee, NonyymBLINECs JOKYMEHTbI cnefdyeT paccMaTpuBaTb B KAUeCTBE «HOBbIX» [JOKYMEHTOB, ayTeH-
TUYHOCTb KOTOPbIX AO/KHA 6GbITb YyCTAHOB/IEHA 3aHOBO 6/1arofaps AOKYMEHTUPOBAHUIO BCEX BbINOTHEHHbIX
[eCTBUIA 1 NyTeM NPOBEPKM N NOATBEPXKAEHNA HEM3MEHHOCTU KOHTEHTA AOKYMEHTOB.

AnbTepHaTUBOW MUTpaLun TEKCTOBbIX 3/IEKTPOHHbIX JOKYMEHTOB B MPOCTON TEKCT ABNSeTCA pacneya-
TbIBaHWE UX Ha BymMare uav BbIBOA Ha MUKPOMJ/IEHKY, YTO MO3BOJISIET COXPaHNTL ayTEHTUYHOCTb 3a CYeT y00-
cTBa 06paboTkM M ucnonb3oBaHWA. Takoi noaxof OCO6eHHO onpaBAaH B OTHOWEHUW 31EKTPOHHbIX
[OKYMEHTOB, aHaN0rMYHbIX NOCTPaHWYHO OpraHn30BaHHbIM ByMaxHbIM fokyMeHTam (page analog electronic
records), NPUrogHOCTb KOTOPbIX K 06paboTke 1 UCNOMb30BaHWI0 B MPUHLMNE MOXET 6biTb BOCCTAHOB/IEHA B
6yayLiem 3a cyeT UCMONb30BaHWA CpeAcTB pacno3HaBaHua Tekcta (OCR).

Tabnuubl nepapxmyecknx U pensiyMoHHbIX 6a3 AaHHbIX TaKkKe MOXHO MUTPUPOBaTb B «M/OCKMe» Tab-
NINYHbIE CTPYKTYPbl, 4TOObI MMHUMW3UPOBATHL 3aBMCHMOCTb OT MPOrpaMMHOro obecneyeHuss KOHKPETHOro
noctaslymka. B aTom cnyyae ngeHtudrkauns nepsruyHoro kntoda (primary key) n BHewHux kntovei (foreign
keys) B kaxfoii Tabnuue fomkHa 6biTb COXpPaHeHa, B TO BPEMS Kak pensuvoHHbIe CBA3N yaansaTcs. B npo-
Llecce Takoro npeobpasoBaHnsa AO/MKHbI ObITb CO3A4aHbl MeTaAaHHble, NoKa3blBarwLme, Kakoro Tuna obiav atn
CBSI3V — «OAMH K OLHOMY», «OUH KO MHOTUM», «MHOTV€ K OfHOMY» W/ «MHOTME KO MHOTMM», 4YTO6bl B
6yAyLLeM 3TV CBSA3U MOXHO 6bl/I0 BOCCTAHOBUTD.

6.4.3 O6HOBNEHNE NPOrpamMHOro obecnevyeHns U MHCTaNIALMA HOBOFO NPOrpaMMHOro obec-
neveHus

MockonbKy XpaHuTensam mHdopmauumn, obecneynBatoLlM AOTOBPEMEHHbIA AOCTYN K ayTEHTUYHbIM
[OKyMeHTaM, Hen3bexHo npmaeTca OO6HOBAATb CYLLECTBYOLLEEe W MHCTaN/MpoBaTb HOBOE NporpaMMHoe
obecneyeHune, TO cTpaTerna AO/rTOBPEMEHHOW COXPAHHOCTM LO/MKHA BKIOYaTb MOMMTUKY M npoueaypbl Ha
3TOT c/iyyail.

Korga nponcxoanTt 06HOBMEHME NporpaMMHOro obecneveHus (Hanpumep, oT Bepcumn 1 Kk Bepcumn 2) u
noctasLymK obecneynsaeT 06paTHy0 COBMECTUMOCTb (COBMECTUMOCTb «CBEPXY BHW3») 0OHOBJIEHHOIO U CTa-
poro NporpamMmmHoOro obecneyeHns, [OKYMEHTbI cnefyeT aBToMaTuyeckv nepeBecTy B HOBYIO Cpefly, BMecTe ¢
nexaliein B UX OCHOBe cxemoii chmnsmyeckoro npeactasnieHus (underlying physical representation scheme),
CYLLEeCTBEHHbIM KOHTEHTOM U KOHTEKCTOM.
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B Tex cnyuasix, Korfa HoBoe nporpaMMHoe obecneyeHve 3amMeHseT CyLecTByLLee. — Kak aBTOHOM-
HOe NporpaMMHoe NMpUIoXeHNe UK Kak 4acTb 06L,ero 06HOBNEHUSI MHHOPMALMOHHOW CUCTEMbI. — cneayeT
NpPOBECTWN MUTPaLMI0 LOKYMEHTOB, MCMNOMb3ys (hYHKLMW 3KCMOpTa CTapoil cucTembl M hyHKUMKM nmnopTa
HOBOIi cucTembl. Kpome TOro, B HEKOTOPbIX Cpefax MOXEeT NoALepXMBaTbCA MUTpaLus Yyepes ConpshKeHnus
(gateways) nmnopTtal/akcnopTta, paspaboTaHHble ANA OTAENIbHbIX KOMMepYeckux (nponpuetapHbix) dopmMa-
ToB (Hanpumep, npeobpasoBaHue 13 hopmMaTa O4HOIo0 TEKCTOBOrO npoleccopa B hopmart 4pyroro).

6.4.4 Murpauus B cTaHAapTHble doopmaTbl

Mocne nepefayn 3NeKTPOHHbIX JOKYMEHTOB Ha XpaHeHue XpaHuTensm nHdopmauuv cnegyet nogymatb
06 X Murpaumm u3s LWMPOKoro Habopa opmMaTos, UCMO/b3yEMbIX CO3AaTENAMU U NOyYaTENAMMN JOKYMEH-
TOB. B MEHbLUEE YNC/O «CTaHJapTU30BaHHbIX» hopMaToB. Bbibop «cTaHfapTU30BaHHbIX» (DOPMaTOB MOXET
6bITb pe3ynbTaTOM KOHCEHCyca OTHOCUTENIbHO LUMPOKO WCMOMb3yeMblX )OPMAaToB, KOTOPblE MOKPbIBAOT
60/1bLUYI0 YaCTb 3NEKTPOHHBIX JOKYMEHTOB OnpefeneHHoro knacca. Cnegyet nsberatb kommepueckux (npo-
npueTtapHbiX) popmatoB. K umcny 3acnyxusalowwmnx BHUMaHWSA TEXHOMOTMYECKN HelTpanbHbIX hopmaToB
oTHocsATcA PDF/A-1, XML, TIFF n JPEG.

6.4.5 Murpaums a/1eKTPOHHbIX AOKYMEHTOB M3 YHac/ieA0BaHHbIX MHPOPMALMOHHbBIX CUCTEM

6.4.5.1 O6Wwue nonoxeHuns

CtpaTerns obecneyeHns [ONTOBPEMEHHOrO AOCTYNa K @yTEHTUYHbIM U MPUrOAHBIM K UCMO/Ib30BaHNI0
3M1EeKTPOHHBIM [OKYMEHTaM AOJ/DKHa npedycMaTpuBaTb MUrpauuio B TeX ciyyasX, Korga OTCYTCTBYIOT Kak
obpaTHaA COBMECTMMOCTb, TakK ¥ CONPsSHKeHNa akcrnopTa/MMnopTta mexay cTapoii (yHacnefoBaHHOW) cucTe-
MOW. B KOTOPOW XpPaHMTCHA AOKYMEHTaUNs, N HOBO MH(OPMAaLMOHHOW CUCTEMOIA.

B 6yayliem noTpebHOCTb B MUrpaLunn 3/1eKTPOHHBIX OKYMEHTOB U3 YHac/1e40BaHHbIX NMHOPMAaLNOH-
HbIX CCTEM MOXEeT CoKpaTUTbCA BCAefcTBMe 6osiee WNPOKOro pacnpocTpaHeHus cucTeM, NoAdepXunBato-
LLMX @apXMTEKTYPbI 1 hOpMaThl, HeliTpasibHble N0 OTHOLLEHMIO K UCMO/Ib3YEeMbIM MOCTaBLLMKaMN TEXHOMNOMMAM.
Moka, ogHaKko, XxpaHUTeNnam MHopMaLmmn, YTobbl BbINOHUTL CBOW 065A3aTeNbCTBa, MPUXOAUTCS NPOBOAUTL
MUrpaLmIo 3NEKTPOHHBIX JOKYMEHTOB, HAXOAAWMNXCA B yCTapeBLUUX MHDOPMAaLMOHHbIX CUCTEMAX.

HekoTopas noteps nHcopMauun Bo BpeMs NMOBTOPSAIOWMUXCA LMKI0B MUTpaLumn HensbexHa ns-3a yH-
JaMeHTanbHO HeCcOBMECTUMOCTM, CYLLECTBYIOLWEA MeXAy HEeCKONbKMMMU NOKoNeHusMn 6onee ctapbiX K
60nee HOBbIX cucTeM. COOTBETCTBEHHO, XPaHUTENSAM MHPOPMALMK, BMECTO TOT0 YTOObI MbITATLCSA NO/IHOCTLIO
nsbexarb noTepb MHOpPMaLMKN, pekoMeHayeTca paspaboTarb NOAUTUKM MUTPaLMK WU NpoLeaypbl KOHTPONA
KauecTBa, HaleNeHHble Ha YMeHbLUeHVe aerpagaummn nichopmatmmn B nporecce murpauyun. OfHON N3 BakHbIX
npoueayp SBNSeTCA AOKYMEHTMPOBaHME MNOTepb, UMEBLUMX MECTO B XO4e Murpauuu, U pesynbTaToB Aes-
TeNbHOCTU MO KOHTPONIO KayecTBa. [0 BO3MOXHOCTM 3Ta AOKYMEHTauua A0/HKHA COXPaHATbLCS BMecTe C
HocuTenamu nHdopmauum.

6.4.5.2 JTanbl murpaummn

6.4.5.2.1 OO6WMe NONOXeHNS

Xpanutensam uHdopmaummn cnegyet BHeApuTb 10-aTanHblil NOAXOL K BbINOMIHEHWIO Murpauun. loc-
KO/IbKYy 06CTOATENBCTBA KaXA0ro OTAENbHOM0 NpoeKkTa MUrpaLumn MoryT CyLecTBEHHO OT/IMYaTbCA, ONncaH-
Hble HWXe AeCATb 3TanoB He [O/KHbI pacCcMaTpuBaTbCs Kak KOHKPETHbIA NnaH Murpaumm, NpUMeHUMbIA npy
No6bIX 06CTOATENBCTBAX.

6.4.5.2.2 AHanus yHacnefoBaHHOM MHOPMaLNOHHON cuctemsl (atan 1)

XpaHuTtenu nHgopmalmn AoMKHbI NPOBECTU aHann3 yHacnefoBaHHOW UHAOPMALMOHHOW CUCTEMbI C
Lienblo NOHATb, Kakne (PyHKLUUM OHa BBINOSHAET U KakMe JOKYMEHTbl B Hell cofepxarcs. B xoae aHanusa
onpegensoTCs:

- 060CHOBaHMe BbINOIHAEMbIX CUCTEMOW (DYHKLWIA:

- cnoco6 cbopa (3axBaTta) MeTafaHHbIX, X B3anUMOCBSA3b C [JOKyMEHTaMu,

- B3aMMOCBA3N MexXAy AOKYMeHTamu.

Ha atom atane go/mkeH 6bITb cO34aH MHPOPMALMOHHBIA NPOAYKT — cneundmkalumn, KoTopble 6yayT
MCNonb30BaHbl Mpy «npsAMoM» npoektupoBaHun (forward engineering) yHKLMOHANbHbIX BO3MOXHOCTEW,
MeTafaHHbIX 1 JOKYMEHTOB ANS HOBO CUCTEMbI.

6.4.5.2.3 [ekoMno3unumsa CTPYKTYpbl yHac/ie4oBaHHOW MHOpMaLMOHHOM cuctemsl (3atan 2)

XpaHutensm nHopmauuu cnegyeT NpoBecTV AEKOMMNO3ULNI0 YHacNe[0BaHHON UHAOPMaLMOHHON
apXuUTEKTYpbl, YTOGLI C ee nHTepdheiicamn, NPUIOKEHNSIMU 1 cepBMcCaMM 6asbl faHHbIX MOXHO 6bl10 pa6o-
TaTb Kak C OTAEe/IbHbIMU KOMMOHEHTaMun (3TO. OAHaKO, BO3MOXHO cAenartb He ANA BCeX WH(POPMaLNOHHbIX
cucTem):

- [EeKoMMNo3uULMsa yHacneoBaHHOV CUCTEMbI BO3MOXHA, EC/IM CUCTEMHbIE U NO/Ib30BaTEbCKNE UHTEP-
dhelicbl. MOAYIN NPOrpaMMHbIX MPUIOXEHWIA, CEPBUCHI 6a3bl AaHHbIX 1 caMa 6a3a AaHHbIX ABASIOTCA OTAe b-
HbIMW ¥ HE3ABUCUMbIMY KOMMOHEHTaMW;
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- yHacnepgoBaHHas CMCTEMa YacTUYHO NojaaeTcs AeKOMNO3nLUUW, ecin nHTepdeiicel 1 6asa faHHbIX
ABNAIOTCA HE3aBWCUMbIMU, a NPOrPaMMHOE NPUIOXEHUE W cepBUCbl 6asbl AaHHbIX COCTaBMAIT eAWHbINA
MOZY/b;

- yHacnegoBaHHas cMctema He nogjaeTcs AeKoMno3uuum, ecnn HTepdelicbl, NPUI0XEHNs 1 cepBu-
cbl 6a3bl flaHHbIX 06beUHEHbI B OHOM Mojy e.

B nto6om cnyyaB npu NOAroTOBKE K MUTPaLum fO/MKHbI ObiTb YCTPaHEHbI BCE BHELLIHME 3aBUCUMOCTU B
apXuMTekType cucTeMmsl.

6.4.5.2.4 TpoekTupoBaHue nHTepeiicoB HOBOW cucTembl (3Tan 3)

[omkHa 6bITb 06ecneyeHa cBA3b (MPeeMCTBEHHOCTb) MeXAy HOBbIMU U CTapbiMU MHTepdelicamm.

6.4.5.2.5 MpoeKkTMpoBaHMe HOBbIX MPOrpaMMHbIX NPUIOXEHWI (3Tan 4)

JomkHa 6bITb 06ecneyeHa cBA3b (MPEEMCTBEHHOCTb) MeXAY HOBbIMU U CTapbiMW NPOrpaMMHbIMU NpK-
NOXEHUAMU.

6.4.5.2.6 TlpoekTupoBaHMe HOBbIX 6a3 AaHHbIX (3Tan 5)

JomkHa 6bITb 0becneyeHa CBA3b (MPEEMCTBEHHOCTb) MeXAy HOBbIMU W YHac/nefoBaHHbIMK 6a3amu
[OaHHbIX.

6.4.5.2J WHcTannaumsa n BCECTOPOHHEE TECTMPOBaHUE HOBOW cpeabl (3Tan 6)

HeobxoavmMo naeHTuduunposaTb, BbibpaTb, MHCTA/I/IMPOBATL WU NOHOCTLIO NPOTECTUPOBATbL OTKPbI-
TYI0 HOBYI0 cpefly (MMeloLLyt0 COOTBETCTBYIOLLNE CPEACTBa UHCTANNALMUN).

B5.4.5.2.8 Pa3paboTka 1 MHCTannaumsa HeobxoanMbIX Moayeil conpsixxeHus (gateways) (atan 7)

[na obecneyeHns cornacoBaHHOCT W TOYHOCTU B BOCMPOU3BEAEHUN (PYHKLMOHANbHbIX BO3MOXHOC-
Tell yHacnefoBaHHOW CUCTEMbI B HOBOI CUCTEME U A1 NepeMeLLeHUss 3N1EKTPOHHbIX AOKYMEHTOB cneayeT
CnpoeKkTupoBaTh, paspaboTarb ¥ UHCTANIMPOBATb MOAYN conpsikenus (gateways). Takme moaynv 06bI4HO
BbIMONHAIT ABe (PYHKUUK. MepBas — 1301aUNA onpeseeHHbIX KOMNOHEHTOB OT B/IMSIHUS U3MEHEHWIA, BHO-
CUMbIX B fApyrne KOMMOHEeHTbI, BTopas — (PYHKLMOHMPOBaHUE B KauyecTBe npeobpasosartesis 3anpocos U
AaHHbIX, KOTOPbIMW 0OMEHMBAKOTCA 06CNYXMBAEMbIe COMpsHXKEeHWEM KOMMNOHEHThI. [Jna obecneyeHns corna-
COBAHHOCTW W TOYHOCTU MOAY/IM CONPSHXKEHUSA [LO/KHbI ObITb TULATENIbHO MPOTECTUPOBAHbI Ha obpasuax
[OKYMEHTOB V3 yHacneA0BaHHOl CUCTEMbI.

6.4.5.2.9 Murpauusa yHacnenoBaHHOW 6a3bl AaHHbIX (3Tan 8)

JomkHa 6bITb NPOBeeHa MUrpaunsa yHacnenoBaHHo! 6a3bl AaHHbIX B HOBYIO 6a3y AaHHbIX.

6.4.5.2.10 Mwurpauus yHacnenoBaHHbIX MPOrpaMMHbIX NPUIOXeHWUN (3Tan 9)

[omkHa 6blTb NpoBeAeHa MUrpauusi yHacnefoBaHHbIX MPOrPamMMHbIX MPWIOXKEHWA B HOBble Mpo-
rpaMMHble NPUIOXEHNUS.

6.4.5.2.11 Mwurpauus yHacnegoBaHHbIX MHTepdericoB (3Tan 10)

LomkHa 6bITb NpoBeAeHa MUrpauus yHacnefoBaHHbIX WHTepdeiicoB B HOBble. YHac/nefoBaHHble
nHTepdielicbl (HanpyMep, TEKCTOBblIE MEHIO W 3KpaHbl) ByAyT, ckopee BCEro, 3aMeHATbCA rpaduyeckumm
nHTepdeiicamm.

7 PaspaboTka cTpaTerum Ao/IrOBPEMEHHON COXPaHHOCTH

7.1 Monutnka obecneyeHns [0ONTOBPEMEHHOM COXpPaHHOCTY

XpaHutenu vHopmMauum, cTpemsiivecs obecnevnTb J0NTOBPEMEHHYI0 COXPAHHOCTb ayTEHTUYHBIX W
NPUrOAHbIX K UCNO/Mb30BaHNI0 3/1EKTPOHHBIX OKYMEHTOB, [0/MKHbI NOATOTOBUTL [OKYMEHTALMI0, ONUCLIBato-
LLYIO MX NONUTKKY W Npoueaypbl. Takas JOKyMeHTaunsa NOCAYXNT AONOHUTE bHbIM NOATBEPXAEHNEM ayTeH-
TUYHOCTW 3NEKTPOHHBIX AOKYMEHTOB NPU MX UCMOMNb30BaHUN B Ka4YecTBe CBUAETENLCTB (f0Ka3aTenbCcTB) U
nomoxeT o6ecneynTb COriacoBaHHOCTb U efnHoo6pasme nx o6paboTkn. Kpome Toro, Takas foKymMeHTaLms
NMOMOXeT XpaHuTento nHopMauun fasaTb OTBETbI HA BOMPOCHI O AOCTOBEPHOCTU [OKYMEHTOB, KOTOpble
06bI4YHO NOAHMMAIOTCA B XOfe CyAeOHbIX pa3dbuparensCTs.

MonuTtuka, HanpasfeHHaa Ha peanusauunio cTpaTtervm foaroBpeMeHHON COXPaHHOCTU, AO/KHA BK/O-
yatb:

- pasgen, cogepxalinii NofoXxeHne o TOM. YTO obecneyeHe AO0/TOBPEMEHHON COXPaHHOCTU ayTeH-
TUYHBIX U MPUrOAHBIX K UCNOMIb30BAHNIO [OKYMEHTOB ABMSAETCS LEeNblo XpaHuTens vHdopmaumm, a takke
nepeyeHb ApYrux Leneii n 06a3aHHOCTEl XpaHUTens:

- onucaHuve BuAa OTBETCTBEHHOCTM 3a XpaHeHue (custody), KOTOpPYt xpaHuTenb MHopmMauum bepet
Ha cebs B OTHOLIEHMM 3NEKTPOHHbIX OKYMEHTOB, Hanpumep 3akoHHoe noneyveHue (legal custody) nnam oTeeT-
CTBEHHOe (hm3nyeckoe xpaHeHue (physical custody);

- onucaHune XopoLLei NpakTVKN ynpaBieHNs 3N1eKTPOHHbIMY OKYMEHTaMun, KOTOpoW NpugepxusaeTtcs
XpaHuTenb nHhopmMaumu;
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- yKasaHue 06CTOATENLCTB, NPU KOTOPbIX 6YAYT NPOBOAMTLCS AEACTBUSA NO MUTPaLMK, a TakkKe COOTBET-
CTBYHOLLME METOAbI U 060CHOBAHNS 3TUX AECTBUIA;

- onucaHve BWMAOB ayauTa, KOTOpble nNpegnonaraeTcs NPOBOANTbL, HA COOTBETCTBME YCTAHOB/IEHHLIM
TpeboBaHuAM;

- pasbsiCHEeHMe posieil, UCNONHSEeMbIX NMepPCoHaNIoM XpaHUTena UHgopmaymun, 1 onucaHne Bcex 06s-
3aHHOCTEl. nepefaBaembiX Ha ayTCOPCUHT.

7.2 KoHTpoOsb KayecTBa

AYTEHTUYHOCTb 3/IEKTPOHHbIX JJOKYMEHTOB, COXPaHSAEMbIX B COOTBETCTBUW C YCTAHOB/IEHHLIMU NPaBu-
namu u npoueaypamu, o6bl4HO Gonee fokasyema, U Takne AOKYMEHTbI Bbi3biBalOT 60/blIee AOBEPUE B Cy-
yae cyfebHbIx pa3bupaTenbCTB U pacc/iefoBaHuiA.

Mcxoas M3 aToro, XpaHuTensim MHdopMaumm cnegyeTt BHEAPUTb NOAUTUKU UM XOpOLUME NPaKTUKW ANA
KaX[0ro ocyLecTB/ISEMOro M1 BUAA LesiTENBHOCTY.

CBueTenbcTBa, NokasblBarwLme, Kakum 06pa3om OCyLLecTBAANOCH YNpaBeHNe 3NeKTPOHHbIMU [OKY-
MEHTaMu, MOTyT OKa3aTbCs K/TOUEBbIMY B Cllyuae Cye6HbIX pa3doupaTenscTs, NoO3TOMY K HAM crefyeT OTHO-
CUTbCSA TakK Xe Gepe)KHo, KakK U K nepeaaHHbIM No4 OTBETCTBEHHOCTb XpaHUTeNns I/IHC*JOpMaLU/IVI 3NEKTPOHHbIM
[oKyMeHTaM. K uncny Takmx CBUAETENbCTB NpUHAAIexaT Bce COOTBETCTBYHLWME NMOANTUKM U NpoLeaypbl,
[OKyMeHTauus, oTpaxarLas /1to6ble NoTepyu AaHHbIX B X04e MUTpaLun, U pe3ynbTaTbl Nepuoamnyecku npoBo-
ONMbIX ayAuTOB B obnactu KOHTPO/IA KavyecCTBa, Le/lbio KOTOPbIX ABnAeTcA obecneyeHne UCNOIHEHUS 3TUX
NosIMTUK 1 Npoueayp.

7.3 BesonacHoCTb

7.3.1 O6wme nonoxeHuns

3almTa 3NeKTPOHHbIX [OKYMEHTOB OT MOAUMMKALMN, BHECEHUS U3MEHEHWUI U OT yTpaTtbl siBNsieTcA
BaXHeliWwel 3agaveli xpaHuTens nHopmaumm, 0683aHHOCTbI0O KOTOPOTro AABNSieTCcs obecneyeHre JoNrospe-
MEHHOr0 A0CTyna K ayTeHTUYHbIM 1 MPUTOAHBIM K UCMOMb30BAHUIO 31EKTPOHHbIM AOKYMeHTam. B cBsAsu ¢
3TUM XpaHUTeNIAM MHopMauuu A8 UCMOSIHEHUS CBOWX 06s3aTesibCTB c/iefyeT MNPUMEHSATb Mepbl,
onucaHHble B 6.2.2.3.

7.3.2 YnpaBsieHne [OCTYNnoMm npu NOMOLM NporpamMmmMHbIX CpeacTs

XpaHuTenu nHgopmaumm AO/MKHbI UCMOb30BaTb ONUCaHHbIE HUXE aBTOMaTU3NpOBaHHbIEe Npoueaypsbl
ANS KOHTPO/A Haf onepaumamn Mogudunkauum n/vam YHUUTOXEHUS 3NEKTPOHHON nHopmaumn.

CsefieHusi 0 MOANMMKALUM/YHUUYTOXEHUN KaKUX-/IMBO 3/1IEKTPOHHbLIX AOKYMEHTOB, BKIualouine uMms
COTPYAHMKA W MPUUNHY MOANDUKALMN/YHUYTOXEHUS, [O/MKHbI aBTOMaTUYeCKU NPOTOKO/IMPOBaTLCA Npukniag-
HOI nMporpammoii/nporpaMMHbIM 06ecneyeHneM.

B uenax npefoTepalleHnsi HeCaHKLMOHMPOBAHHOIO AOCTYNAa K 3N1eKTPOHHbLIM JOKYMeHTaM AOCTYM K HAM
[O/KEH OCYLLecTBASATLCA TONbKO NOCPEACTBOM MCMNONb30BaHNS [OKYMEHTUPOBAHHOIO NporpammMHoro o6ec-
neyeHNs/nporpaMMHbIX NPUIOXEHWI, NPOLLeALLNX TUiaTe/IbHOe TECTUPOBaHNE U NPOBEPKY.

Mo 3aBepLUeHNM Kaxaoi onepauny Moaurkaunu/yHMYTOXEHNST BCS COOTBETCTBYHOLLAA KOHTPO/ibHas
nHpopmaumsa (history and logging information) gonxHa coxpaHAaTbCS Ha 3allULLEHHbIX OT BHECEHWUS N3MEHe-
HWIA HOCUTENSIX OAHOKPATHOW 3anucu.

7.3.3 YnpaBneHvne p13nyYeckum gOCTYNnom

XpaHuTenu nicopmalmmn OMKHbI NPUMEHATL CneyoLme Mepbl A1 KOHTPOSA Hag hu3nyecknum goc-
TYNOM K 3/IEKTPOHHbIM [OKYMEHTHbIM CUCTEMAM:

- [OCTYN B MOMELLEHME XpaHWUIMLLa AO/MKEH paspellaTbCa TONbKO aBTOPU30BAHHOMY MepcoHany:

- [O/MKEH BECTUCH XypHas NpubbITUA/yObITUSA, B KOTOPOM [O/IKHbI perncTpupoBaTthcs Aarta, Bpems u
hamunus Kaxgoro vua, BXoAsALWero B 0XxpaHseMoe NomeLLeHne XpaHnnmia;

- BCJ/lyyae U3bsATMS aBTOPM30BaHHbLIM MEPCOHA/IOM HOCuTenen nidhopmaLmm Ao/KeH ObiTb COCTaB/EH
[OKYMEHT, cofepxallyuii aaty, Bpemsi 1 KpaTKoe onvcaHne npuyrHbl U3bSATHS;

- PYKOBOAMTENN, HA KOTOPbIX BO3/10XXEHbI KOHTPOJ/IbHbIE (OYHKL MU, AOMKHbI MEPUOANYECKM NPOBEPATH
XYpHanbl, 4nsa Toro 4tobbl y6eauTbCcs B UCNOSIHEHWN NMEPCOHAIOM YCTaHOB/IEHHbIX Tpe6oBaHuii. Camu Xyp-
Hasbl AO/DKHBI COXPaHATLCS B KayecTBe JokasaTenbCTBa TOro, YTO opraHusauus cobnogaeT TpeboBaHUs
COBCTBEHHbIX MNOMUTYK.

7.3.4 3awwuTta oT yTpaTbl

XpaHuTtenu nHcopmMaLmm 4O/HKHbI MTPUMEHATL CrieAyloLlue Mepbl 418 3aWwnTbl 3/IEKTPOHHbIX AOKYMEH-
TOB OT yTparhbl:

- XpaHunuvuwe nHopmMaunm 40/HKHO pacnosiaraTbCs B TakOM MecTe, re yrposa npupoaHbIX kKatactpodd
(Hanpumep, HaBOAHEHNWS, Noxapa, 3eMNeTPACeHNs Win NafgeHns MeTeopuTa) MUHUMAaNbHa,;

- XpaHunuiue nHdopmMaLum Ao/MKHO 6bITb 060pYA0BAHO CUCTEMAMK O6HAPYXEHUS 1 TYLLEHNUA noxapa:
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- JO/MKEH UMeTbCs NOSTHOMAacLITabHbIV N1aH BOCCTaHOBEHUA AeATENbHOCTU Noc/e kaTacTpod, BK0-
YarLwuii KaTeropmsaLmio 3/1eKTPOHHbIX JOKYMEHTOB, YTOObI Gbl1a BO3MOXHOCTb YyCTaHaBMBaTb NPUOPUTETbI
npy cnaceHuy 1 BOCCTaHOBIEHNW HOcUTenei nHpopmalun:

- XpaHuTenb MHopMaLun, NCNONb3YIOLWNIA MarHUTHbIE HOCUMTENN, AO/KEH pacnonaratb NoOMeLLeHus
CBOWX XpaHUNuL, BAa/IM OT HE3KPAHMPOBAHHBLIX MOLLHbIX 3/1IEKTPOMOTOPOB (MCMOMb3YEMbIX, Hanpumep, B
cucteMax KOHAULMOHVWPOBAHMA BO34yXa), reHepatopos, TPaHC(OPMATOPOB M BbICOKOBOJIbTHbLIX SINMHUI
anekTponepeaay.

7.3.5 TMonutuka obecneyeHns 6e3onacHoOCTU

XpaHuTenu nigopmManmmn foMxKHbl paspaboTaTb AOKYMEHTMPOBaHHbIE NpoLeypbl obecnevyeHns 6e3o-
MacHOCTU. B KOTOPbLIX J0/IXHbI OblTb ONUCaHbI:

- Mepbl 6€30MacHOCTH, NPUMEHAEeMble NpW nepegadye 3NeKTPOHHbIX 4OKYMEHTOB XpaHWUTento UHop-
VETITZIZ

- npoueaypsbl ynpasneHusa OoCTynom 1 nopagok KOHTPOIA BbINOMIHEHUA 3TUX npoueayp;

- MEeCTOMNOJIOXKEHNE NOMELLEHNS XpaHuauuia, BbibpaHHOe TakvuM 06pa3oM, 4TOObl MUHUMU3NPOBATHL
yrposy yTparbl nHpopmaLuun scnefcTsme NpUpoSHbIX katacTpod,

- NJ1aH No BOCCTAHOB/IEHUIO fesATeNIbHOCTM MOoc/e KatacTpod:

- 3adB/IeHVe 0 CO6NIAEHNM 06LLENPU3HAHHbIX CTAHAAPTOB, KacarLmxca nopsaka obpatleHunst ¢ Hocu-
TenAamMn nHopmalmu,

- Mepbl N0 CO34aHn0 BCMOMOraTe/lbHOro (Pe3epBHOro) XpaHunuLLa ANs XpaHeHUs pe3epBHbIX Konui
HocuTenel nHopmauuym 1 Ana BbINOIHEHUS Npouenyp, CBA3aHHbIX C BOCCTAHOBEHWEM [eSfATeNIbHOCTU B
opraHu3auumn B cnyvyae Kkatactpod.

7.4 KOHTPO/Ib U MOHUTOPWHI KNMMaTUYeCKUX YCI0BUIA

«XpYNKOCTb» 3/IEKTPOHHbIX HOCUTENEl MHpopMaLMn co3jaeT PUCK AN UX YUTAEMOCTU W NPOLOSIKN-
TeNIbHOCTW CPOoKa CYXObl. B CBA3M C 3TUM XpaHUTENAM MHDOpMaLmn cnefyet BHEAPUTL NPOrpamMmMy KOHTPO-
NS ¥ MOHMTOPMHIA KMMATUYECKMX YC/TOBUIA, KOTOPas A0/MKHA BKIOYATbL criefyloLlmue mMepbl:

- co3jaHune cpefbl XpaHeHusi, B KOTOPOI TemnepaTypa M OTHOCUTE IbHAA BNAXHOCTb NOALEPXUBAKOTCS
B COOTBETCTBYHOLLEM AManasoHe, yCTAHOB/IEHHOM 06LLeNPU3HAHHBIMKU CTaHAapTaMu Wunu no pesynbratam
aBTOPUTETHbIX UCC/eA0BaHWiA;

- ncnonb3oBaHue cucTeMbl UIbTPaLMK BO3AyXa, yAanswoweil us cpefibl XpaHeHWs YyacTubl Nbiav v
rasoobpasHble 3arps3HeHus;

- 3anpeT Ha KypeHue v ynotpe6aeHne NULLM U HANUTKOB B 30HE XPaHEHWS;

- peanusauus Nporpammsbl, B paMkax KOTOpoii eXerogHo NpoBoAMTCS NPOBOPKa Ha YNTAeMOCTb CTaTnC-
TUYECKOI BbIGOPKM U3 OGLLETO YMCA 3NEKTPOHHBIX JOKYMEHTOB C LIE/bl0 BbIABNIEHNSA UMEIOLLel MecTo nnm
BO3MOXHOW MoTepu nHcopmaumm.
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MpunoxexHne A
(cnpaBouHoOE)

HaLU/IOHa!'IbeIe nporpamMmmel obecneyeHus COXPaHHOCTU 3NEKTPOHHbIX AOKYMEHTOB

n apyrue nyénukaumum

A.l1 O6wune NnonoxeHnsa

MpuBeeHHble B JAHHOM MPUI0XEHUN CBEleHUA faHbl UCKOUYNTENBLHO ANA cnpaBku. OHW He ABNAIOTCA UCYEPNbl-

BalLWMWMWN. U NONb30BATENN CaMMN [OJKHbI nogob6paTb NogxoAAlume UM MeToanyeckne AOKYMEHTHI.

Pasgen A.2 Bk/itlo4aeT M36paHHble HaLMOHaNbHbIE NMPOrpaMMbl B 06/1aCTM 06ecneyeHnss COXPaHHOCTN 3/TeKTPOH-

HbIX JOKYMEHTOB, UMeK L ne OTHOWEeHNEe K JaHHOMY CTaHaapTy.
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Pasgen A.3 cogepxut nybnukaumnm no tTemaTuke HacTosilwero ctaHgapra, pasgen A.4 — ctaHgapTbel NCO.
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A.4 CtaHpgapTtel NCO

NCO 11799 «WNHopmauuna ngokymeHTauna— TpeboBaHWA N0 OpraHn3auum XpaHeHns apxnsBHbiX n 6ubanortey-
HbiXx MaTepuanos» (Information and documentation — Document storage requirements for archive and library
materials)

NCO 14721:2003 «CwucTeMbl nepefayn KOCMUYECKUX AlaHHbIX U UHpopMaLmm — OTKPbITble apXuBHbie MHOPMa-
LMOHHblE cucTeMbl — Ba3oBasi mofenb» (Space data and information transfer systems — Open archivalmformation
system — Reference model)

NCO 15801:2004 «YnpaBneHue 3N1eKTPOHHbIMU rpadmnyecknmmn obpasamu — NHdopmayns, coxpaHaemasn anek-
TPOHHbLIM  06pa3om — PekomeHjauunm no ob6ecrnevyeHUo HafjexHocTu u fgoctosepHocTu» (Electronic
imaging — Information stored electronically — Recommendations for trustworthiness and reliability)

NCO/M3K 27002 «UHMOpMaLMOHHbIE TEXHONOMMU — MeToabl 6€30MacHOCT — PYKOBOACTBO MO yNpaBAeHUIo
6e3onacHocTbio nHopmauun» (information technology — Security techniques — Code of practice for information
security management)
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MpunoxeHne OA
(cnpaBouHoE)

CBefleHNs 0 COOTBETCTBUM CChIIOYHbIX MEeXAYHapPOAHbIX CTaHAAPTOB U JOKYMEHTOB CCbI/TIOYHbIM
HauMmoHanbHbIM cTaHgapTam Poccuiickoii degepauun

O603HaUYeHNe CCbI/TIOUYHOTO CreneHs
MeX/yHapOAHOro CTanAapTa, o o o o O603Ha4YeHNe U HaMEHOBaHKE COOTBETCTBYIOLLEr0 HALMOHAIbLHOTO CTaHdapTa
LOKyMeHTa

MNCO 12651:1999 -

FOCT P NCO 15489-1—2007 «Cuctema cTaHA4apToB Mo MHGoOpmaLuum,
6M61MOTEYHOMY U M3JaTeNbCKOMY fefny. YnpaBneHue [OKyMeHTamu.
Ob6uwune TpeboBaHUA»

NCO 15489-1 0T

NCO/TO 15489-2 -

FOCT P NCO 23081-1—2008 «Cuctema ctaHfapToB no uHdopmaymu,
61M61MOTEYHOMY U n3faTenbckomy geny. Mpouecchl ynpasBfieHUs [OKY-
MeHTamu. MeTagaHHble 419 4OKYMeHTOB. YacTb 1. MpuHumnnb»

NCO/TY 23081-1 0T

* COOTBETCTBYIOWMNIA HALMOHANbHBIA CTaH[ApPT OTCYTCTBYeT. [0 €ro yTBepPXAEeHUA PEKOMEHAYETCA UCMNOMb30-
BaTb NePEBO/ Ha PYCCKNIA A3bIK AHHOTO MeXAyHapoAHOro cTaHgapTta. Mepesos 4aHHOTO MeXAyHapoAHOro cTaHgapTa

HaxoauTcs B defepanbHOM UHPOPMALUOHHOM (POHAE TEXHUYECKUX PETTAMEHTOB U CTAHAAPTOB.

Mpunmeuvuanne —B HaCTOﬂU.l,eVI Ta6n|/|ue Nncnonb3oBaHO crnefgywuiee ycsoBsHoe o603HavYeHne cTeneHn co-

OTBETCTBUA CTaHAAPTOB:
IOT — UAEHTUYHbIA cTaHaapT.
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YOK 651.9:004:006.3 OKC 37.080:25.040.40
KntoueBble crioBa: ynpas/eHue JoKyMeHTalme, uHgopmalms BafIeKTPOHHOM BUAe, XpaHeHue uHdopmaLmu,

COXpPaHHOCTb VIHd)OpMaLI,VIVI, COXPaHHOCTb 3/IEKTPOHHbIX AOKYMEHTOB, A0/ITOBpEMEHHaA COXPaHHOCTb 3/1€K-
TPOHHbIX AOKYMEHTOB
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