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Texnnuyeckoe 3a1aHue HA OKA3aHUE YCJIYT 10 XPaHEHHI0, APXUBHOM 00padoTKe,

KOH(PUAEHIINATHHOMY YHHUYTOKEHUI0 HOocuTe el nHdopManun

1. OBIIASI MTH®OPMALMS
LEJHN

HCJ'II) HACcTOAICTO JOKYMCHTAa — OINPCACIIUTb MHHHUMAJIbHBIC TCXHUYCCKHUC Tpe6OBaHI/IH K
[MToTeHIMamTbHOMY OAPATYHKY (manee - [ToApsSaIKK) I BBIMOJHEHUST PabOT B COOTBETCTBUH C
HacTosuM O0beMoM pabdoT.

TEPMHUWHBI U OITPEAEJIEHUSA
A. Tepmunsl

Z[OJ'DKCH yKa3BIBaeT, YTO IIOJOXKCHUC ABJIACTCA Tpe60BaHI/IeM, TO €CTh
0013aTeNLHO I UCITOJTHCHHU .

Mosker VYKa3bpIBaeT Ha JOMyCTUMBIA BapUaHT

(cmioco0a eiicTBUA) B Ipeeiax HACTOSIIETO CTaHaapTa.

b. Onpenenenus

KOMITAHUA AO «Kacnuiickuii Tpy6onpoBoHbIii KOHCOPIIYM-K»

[IOAPSJTYNK CTopoHa, OTBETCTBEHHAs 32 BBINOJIHEHHE PA0OT B COOTBETCTBUU C
HACTOSIIIMM 00BEMOM PaboT, B TOM UHCIIE €€ paOOTHUKH

U IpyrU€ YIOJHOMOYEHHBIE IPEACTABUTENMN.

OXPAHA TPYJA, TEXHUKA BE3OITACHOCTH n OXPAHA OKPYKAIOIIEN
CPEbI

HUCIIOJIHUTEJIb wa Tepputopun OO0bekToB KTK HeceT uHIMBUIyaTbHYIO

OTBCTCTBCHHOCTH 34 HAJIMYHUC Y HErO J'II/II_[eH3I/II71, paSPGI_HCHI/Iﬁ U UHOM npnponooxpaHHoﬁ u

CAaHUTApHOM HOPMATHUBHO-PA3pPEUIMTENBHOW TOKYMEHTAlMM B OTHOIIEHUH 3KCIUTYyaTHPYEMBbIX
NCTIOJIHUTEJIEM 00BbeKTOB, BUOB U 00BEMOB pa0OT, BBHITIOIHSIEMBIX IO TaHHOMY JIOTOBOPY,
B COOTBETCTBHUH € TPEOOBAHUAMH MIPUPOJOOXPAHHOTO U CAHUTAPHOTO 3aKOHOAaTenbcTB PK.

NCTIOJIHUTEJIb nmpuHuMaer HaJuieKallle MpeayCMOTPEHHbIE 3aKOHOJATENbCTBOM H
tpeboBanusiMu 3AKA3UNKA wmepbl ¢ LEabl0 NpeAyNpekICHUs 3arpsi3HEHUS U HAHECEHUs
aoboro Apyroro ymiepba OKpyskarolled cpeie MpH HCIOJHEHUH Hacrosiero Jloroeopa.
NCTIOJIHUTEJIb B cOOTBETCTBHH C ACHCTBYIONTUMHU TPEOOBAHUSAMH BCET/IA MPOSIBISAET OCOOYIO
OCMOTPUTEIBHOCTh M HAJUICKAILLYI0 OCTOPOXHOCTh NHPUMEHHUTEIBHO K CBOEMY YYacTUIO B
OCYIIECTBIIEHUU OCOOOOMACHBIX Pa0OT MU UCIOIB30BAHUIO OCOOOOMACHBIX MAaTEpHUAaJOB MpU
UCTIOJIHEHUHN HacTosuiero JloroBopa, BKIIOYas, B YACTHOCTH, pPaOOTBI € MpPUMEHEHHEM
VCTOYHUKOB DPAJUALMOHHOIO W3Jy4Y€HUs, KOPPOIUPYIOLIMX BEIIECTB M IPOUYUX OIMNACHBIX
BELIECTB.



HNCTIOJIHUTEJIb 006s3yeTcst BHIIOJHATH TPEOOBAHMS JTOKATLHBIX HOPMATUBHBIX aKTOB
3AKA3YUMKA B ob6nactu OT, IIb u OOC nubo mpenbsBiseT JoKa3aTeIbCTBa NMPUMEHEHUS
paBHo3HauHbIX TpeboBanuii NCITOJIHUTEJIA. UCIIOJIHUTEJID no 3ampocy 3AKA3YUKA
oOecrnieunBaeT ynogHoMoueHHbIM mpenacraButenssM 3AKA3UMKA goctyn k  drobomy
000pYIOBaHUIO, HCIIOJIIb3YeMOMY MpH BbIMoJHeHUH Pabor mo JloroBopy, TpaHCHOPTHBIM
cpenctBaM, paboraukam ~ WCIIOJIHUTEJIA, warepuamaMm W JOKyMEHTAallUWd s
MHCIIEKTUpOoBaHus ¢ TeM, 4Toosl 3AKA3UMK wmor:

a) yoemutecsi B coOmomenuun  MCIIOJIHUTEJIEM  tpeboBanmii  3AKA3UUKA,
3akonogatrenbcTBa PK B o0mactu OT, I1b u OOC;

b) mpoBecTH mpU HEOOXOAUMOCTH HE3aBHCHUMOE paccleOBaHUE JFO00OW aBapwul W/WIH
WHIUICHTA, TPOU3OIIEAIINX B CBSA3M C BbIONHEHHMEM PaboT mo goroBopy Ha o0OBEKTax
3AKA3UMKA.

OTtxonp1, 06pa3oBannsie oT AesrenbHocTd MCITOJIHUTEJISA no [loroBopy, ¢ MOMEHTa HX
obpazoBanust npunamiesxkatr WCIIOJIHUTEJIIO. MCIIOJIHUTEJIb o06si3aH BBIMIONHATH BEChH
KOMIUIEKC paboT 1Mo OOpalleHUI0 C OTXOAaMH B COOTBETCTBHM C 3aKoHomaTenscTBoM PK u
cBOoeBpeMeHHO yaasTh ¢ Tepputopun SAKA3ZUNKA u 6nu3nesxariero npocTpaHcTBa BCE OTXOIBI,
oOpasyrommecst B pesyiaprare pador, mnpoBoaumbeix HMCIIOJIHUTEJIEM u  ero
NCTIOJIHUTEJISAAMMU, u yTuInu3upoBaTh UX CAMOCTOATEILHO, 0€3 IOMOJIHUTEIBHBIX PACX0/I0B JIJIs
3AKA3UYMKY B cootBercTBUM ¢ 3akoHOAarenbcTBOM PK, 3a MckitoueHuneM Tex ciaydyaeB, Korja
orxox npuHaiexkut 3AKA3UYMKY, a Takke OCyIlIEeCTBIATh BCE PACUEThI U IIATEXKH, CBI3AHHbBIE C
HETaTUBHBIM Bo3JeiicTBueM Ha okpysxatouryto cpeny. MCIIOJIHUTEJID o6s3an no TpeboBaHUIO
3AKA3YUKA mpenocraButh 3AKA3UYUKY nokyMmeHTBHI, NOATBEpXKAAOIINE HaAJIEXKAIIEe
ucnonaenue UCITOJIHUTEJIEM o6s3aHHOCTEH, yCTAHOBIEHHBIX HACTOSIIIAM ITYHKTOM.

HUCTIOJIHUTEJIb 06s3aH BpeMEHHO HaKaruIuBaTh OTXObl M MaTEPHAIbI, COACPIKAIINE
BpPEIHBIE BEILIECTBA, B CIIELUATbHO OPraHU30BAaHHBIX UM 3aKPBITHIX EMKOCTAX Ul UX HAKOTJICHUS
U CcOOMIOAATh MPHUHIMII CEIEKTUBHOTO CKIIAJUPOBAHUS OTXOJOB, HE JOMYyCKas CMEIIMBaHU
OTXOJI0B, 00Pa30BaBIIMXCS OT €ro JESATENIbHOCTH MO JIOTOBOPY, C OTXOJaMH, MPHUHAICKAIIUMHU
3AKA3YUKY. HCIIOJIHUTEJIb npomxken pa3paboTaTh M YTBEPAWUTH MAcHopTa OTXOMOB,
obpasyromuxcst oT ero jnestensHocTd Ha Ttepputopun 3AKA3ZUYUKY. UCIIOJIHUTEJIb nHe
JIOJDKEH JOMYCKaTh HAKOIUICHHE M pa3MellleHHe paboduMx MaTepHajoB, OTXOJOB Ha OTKPHITOM
rpyaTe. UCTIOJIHUTEJIb momkeH HCmonbp30BaTh B paboTe CieHaibHbIe KOHTEHHEPHI, TOII0HBI,
UCKJTIOYAIONINE 3arpsi3HEHUE U 3aCOPEHUE 0OBEKTOB OKPYKAIOLIEH cpebl.

2. HAUMEHOBAHMUME PABOT

o VYcyru no apxuBHOMY XpaHEHUIO OyMa)kKHBIX M IpyTMX HOCUTEIEeH HHpOpMaLuy,
OpraHu3alK XpaHEeHUs OYMa)KHBIX M JPYTUX HOCUTENEH HH(pOpMAIUH.
J VYceinyru 1o Co3/1aHuIo 3JIEKTPOHHOM 0asbl NaHHBIX M peecTpa Ha OyMakHbIE U

npyrue Hocutenu uHpopmanum Kommnanuu, mojuiexaimiyie XpaHeHUIo (c¢/0€3 3JIeKTPOHHBIMH
oOpazamn).

. Ycnyru o opranuzanuu qoctymna padotaukam Kommnanuu k OyMaskHBIM U JPyTUM
HOCUTEISAM HH(pOpMaLUH.

o VYcnyru o npeacTaBieHuIo nHTEpecoB KoMmanuy B rocy 1apCTBEHHBIX apXHUBaXx.

. VYenyru no KoHQUIeHIMATbHOMY YHUUTOXXEHUIO OyMa)KHBIX U APYTUX HOCHUTENEH

uHpopmanmu Kommanum.

3. HOPMATUBHBIE TPEBOBAHMUSA
Yciyru, SBISIONIAECcs IPEeAMETOM MPOIeTyphl 3aKyTia, JOHKHBI COOTBETCTBOBATD CIICAYOLIIM
TpeboBaHUsAM 3aKoHOAaTeNnbCcTBa PecrryOnuka Kasaxcran:



o IlpaBuna npuema, XpaHEHHs, yueTa U UCIONIb30BaHUs JokyMeHTOB ([locTanoBneHME
[TpaButenscTBa PK o1 19.09.2018r. Ne575).
e [lpaBuia 1OKyMEHTUPOBAHHUS, YIPABICHUS TOKyMEHTAUEN U HCIIOIb30BaHUS CUCTEM
ANEKTPOHHOTO MoKyMeHTooO0opoTa (ITocranoBnenue [IpaBurensctBa PK ot 31.10.2018r.
Ne703)
e 3akoH PK «o nepcoHanbHbIX JaHHBIX U UX 3amuTe» oT 21 mas 2013 roma Ne94-V.
e 3akoH PK «o HammonansHoM apxuBHOM ¢oHJIE U apxuBax» oT 22 nekadbps 1998 romga Ne
326-1
e CTPK 1237-2004 JOKYMEHTHI HA BYMAXHbBIX HOCUTEJIAX. Obutue
TEXHUUYECKHE TPEOOBAHMSI K ApXHUBHOMY XPaHEHHIO.
e [SO 13008:2012 Undopmanus u nokymenTarus — [Iporeccs! nmpeodpazoBaHus U
MUTPAIUH 3JIEKTPOHHBIX JOKYMEHTOB.
e [SO 23081-1 Madopmanus u nokymeHnTanus — [Iporeccsl ynpaBiieHus TOKyMEHTaIUeH
— MeranaHHble.
4. IEJIX PABOT
Lenpio 3aKirodYeHHs JOTOBOpA SIBISIETCS OOECTeueHHe KauyeCTBEHHOro, 0€30MmacHOro
SKOHOMMYECKH BBITOJJHOTO XpaHEHHs] OyMaKHbIX W MHBIX HOcCUTeled HHpOpMaluu s
KOMITAHUMN.
5. COAEPKAHUE YCJIYI
5.1. Ycayru oka3piBaroTcest mo TpedoBanuio Komnanum.
5.1.1. Ycayru mo apXxuMBHOMY XpaHEHHIO OYMaKHBIX M APYrHX HoOcuTened uHpopmanuu,
BKIIIOUasi OPTaHU3AIMIO XpaHEHUs OyMakKHBIX W JAPYTrUX Hocurtened mHopmanmu B oducax
Komnanum.
5.1.2. TloaroTtoBka K BbIBO3y HocuTenel nHpopmaimu u3 opuca Kommnanuu, pacrnonokeHHOTO
0 aJpecy, yKa3aHHOMY B 3alpocax:
® TpOBEJCHHE IKCIEPTU3bl LIEHHOCTH HOcHUTeNel nHpopManuu ajas oTOOpa Ha XpaHEHHE
(mepemaue mojanexkar jaena/A0KyMEHTBI CO CPOKOM XpaHeHUs 0 10 1eT), BhIIBICHUE TOKYMEHTOB,
MOBPEXKICHHBIX TPUOKOM/TIIIECEHBIO;
e yIMaKoBKa HOCUTeNIeH MH(POpPMAIMH B ClIEHUAIU3UPOBAHHBIE KOpoba ¢ cucTeMaru3anuen
10 XPOHOJIOTHH, BUJIaM U CTPYKTYPHBIM YacCTsIM;
® IITPUX-KOAMPOBAHUE KAXKIOTO HOCHUTENs HWHGOpPMANMU H KopoOa ¢ HOCHUTEISIMHU
uHdopmanuu;
® COCTaBJICHHE OMMHUCEN TepeaBaeMbIX Ha XpaHeHHe HocuTeNnell nHpopMaluu, B TOM YUCIIe
B JJICKTPOHHOM BHJE, C OINMCAaHUEM HOCcHTEeIeH WHpopMmaruu (oOs3arenpHble moirst: Ne mm/
Ne onucu/ Ne nena o onucu/ UHaeke nena no HomeHknaType/ 3aronoBok aena/ Kpaiinue natel/
KommaectBo nmuctoB/ Cpok xpanenust/ CtaThs 1o nepeunio/ Gusmdeckoe coctosiaue (Tpedyercs
dbopmupoBanue, opopmieHHe, Hymepalus, MHepervieT, pecTaBpauus, Ae3uH(GeKuus u T.I.)/
Brecenne B 6a3y maHHbIX (TpeOyercs/ He Tpebyetcs)/ [IpuMedanue), ¢ COCTaBICHUEM UTOTOBOU
3aMKcy U aKTOB MpUeMa-Tepeaadn Hocutenel nupopmanuyu Ha XpaHEHHE.
5.1.3. Tlorpy30o4HO-pa3rpy304Hble paOOThI.
5.1.4. TpaucnoptupoBka VcnomHuTeneM YNaKOBaHHBIX B CIELHMAIU3UPOBAHHBIE KOpoOa
HOCHUTENEeH MH(OpMAIUU IJis JAJIbHEUIIIEr0 pa3MEeIIeHUs B CHEIUATU3UPOBAHHOM XPAHWIMIIE
Hcnonuurens:
®  TpaHCHOPTHPOBKA HOCUTENEH MH(OPMALIUK B YCTAHOBJICHHBIE CPOKH 1O T. AThIpay;
®  TpaHCHOPTHPOBKA HOCUTENEH HH(OPMALIMU B YCTAaHOBIIEHHBIE CPOKH 10 Tepputopuu PK,
BKJIIOYAsl TPAHCIIOPTUPOBKY MEXIy perHOHaIbHBIMU NoJpa3aeneHussMu Komnanuu.
5.1.5. Peructpanus HocuTesae nHGOPMALUU B XPAHUIHLIE.
5.1.6. Ilpuem HOocuTenei nHGOPMALIMH MO aKTy TIpUEMa-TiepeIadn.
5.1.7. Ilpuem Hocutenet nnpopmanmu u3 xpanuwiuia Komnanuu B xpanwiuiie Mcnonnurens
OCYUIECTBIIIETCS C Y4YacTMEM W TOJ KOHTposieM mpenacraButeneid Kommanum mno wmepe
HeoOXxonuMmocTd 1o 3ampocam Komnanuu (mpu HEOOXOIMMOCTH €KEHENENbHBIM IMpHeM



nokyMeHToB Kommnanuu Ha XpaHeHHe).

5.1.8. Xpanenue Hocuteneil wuHpopmanuu KommaHuum B XpaHWJIMILE B TEUEHHE CpOKa
ucnoaHenus Jlorosopa.

5.1.9. Briienenue oTIeNbHOrO CHenuanucTa i paboThl ¢ HOCHTEISIMH HH(OpMaIUH
KoMmannu, moAroToBKM W Tepefadyd Ha XpaHeHuWe Hocutenedl wmHbopmaruu Kommanww,
COCTaBJICHUSI OMHUCEHl /€T M aKTOB, MCIOJb30BAaHUS HOcUTeNell MH(POpPMAaLWU, OpraHU3aluu
B3aumoieiicTBust Kommanuu ¢ Mcnonnutenem no BompocaM ucnoiHenus Jlorosopa.

5.1.10. VYcnyru no opraHu3anuu XpaHeHus: Hocutenel nHpopmanuu B opucax Kommnanum,
BKJIIOYasi PETHOHATIbHBIE MTPE/ICTABUTENIBCTBRA,

e cucTeMaTu3alus/MHBeHTapu3alusa Vcnomaurenem HocuTelned wHpoOpManmuu B oducax
KomMnanwnu;

e pasMmemieHue HocuTenedl wuHpopManmuu Ha mnonkax KoMmaHMM B CTPYKTYpHO-
XPOHOJIOTUYECKOM MOPSIKE.

® TPaHCHOPTHUPOBKE OyMaKHBIX M IPYTHX HOCHUTENeH nHpopmanuu Ha Tepputopuu PK.
Ycnyru mo apxuBHOM 00paboTKe HOCHTENCH HH(pOpMAITHH:

e cucremaruzanus/uHBeHTapu3anus Vcnomaaurenem Hocutenedt mHpopmanuu Kommanuu
JI0 SKCIIEPTHU3BI IEHHOCTU JOKYMEHTOB I10 3aJJaHHBIM TTapaMeTpam;

e mpenapxuBHas oOpaboTka HocutTene wuHbopMmanuu  (YOpaBICHYECKOW, HAy4YHO-
TEXHUYECKOH TOKYMEHTAINU; JOKYMEHTAIUH 10 JINYHOMY COCTaBy (JIMIIEBBIE CYETa, MPUKA3HI,
KapTouku T-2) ¢ TMONHCTHBIM TPOCMOTPOM JIOKYMEHTOB, mepeodopmileHHeM Jena,
cUCTeMaTH3allel JIUCTOB B JIeNie, COCTABICHUEM 3arojloBKa Jiejia, pelakTUPOBAHUEM 3arojloBKa
JieNa; HyMepaluei TMCTOB B Jielie; MPOBEPKOM HyMepalluu JIUCTOB, 0(OpMIICHHEM OOJI0KKH JeNa
U COCTaBJICHHE ONMMCHU JieJ1 (IOCTOSIHHOTO, 10JTOBPEMEHHOTO M BpPEMEHHOT'O XPaHEHNUs);

® COCTaBIICHHE BHYTPEHHEH OMHCH JTOKYMEHTOB Jeja, O()OPMIICHHOW MAaIIWHOMUCHBIM
CHoco0OM U B 3JIEKTPOHHOM (hopmarTe;

® KOMIUIEKCHBIM apXUBHBIH Mepersier JOKyMEHTOB (odopmieHue Kopelika Jena;
CTaHJaPTHBINA apXUBHBIN TieperuieT (hopmat A4) TOKYMEHTOB B KECTKYIO KAPTOHHYIO OOJIOKKY €
TKaHEBOW OKJIEWKOHN Kopelka (MoJKIeiKa MEJIKUX TOKYMEHTOB, (oTorpaduii, 4eKoB, KapTOUEK;
neneHue w/wim (popMupoBaHUE TPYNI TOKYMEHTOB; U3BSITHE CKPETOK W/WIM pa30polIopoBKa
nei; (haabIloBKa TOKyMEHTOB 710 (hopMaTa OCHOBHOTO 0JI0Ka; METTKUNA PEMOHT JOKYMEHTOB W/WIIH
HapallMBaHUE KOPEIIKOB), IOCTAHOBKA AapXUBHBIX IIU(POB, IMITAMIIOB, BKJIEHKa JHCTa-
3aBepuTeNs; 0(OPMIICHUE SAPIIBIKOB);

® [IPOBEICHHUE IKCIEPTHU3BI IICHHOCTU HOCUTeNeH nH(OPMAIMK ¢ IOTUCTHBIM IPOCMOTPOM
JIOKYMEHTOB;

® TIOJrOTOBKAa MCTOPUYECKOM CIpaBKM U MPEAUCIOBUN K omnucsaM (pa3zpaboTka
UCTOPUYECKON CIpaBKU Ha apXWBHbIM (oHI, pa3paboTka U OGOpMIIEHHE MAIIMHONHUCHBIM
CIIOCOOOM THUTYJIBHBIX JIUCTOB U MPEIUCIOBUN K OIHUCSIM);

® TI0JrOTOBKa apXMBHBIX CIIPABOK, MOATBEPKIAOIMINX TPYAOBOM CTa)XK W/WIHM 3apabOTHYIO
mIaTy no 3amnpocam Kommnanuu.

® COCTaBIICHHE HCTOPUYECKHUX CIPABOK M JOTIOJHEHUH K HUM MPH TIONOTHEHNUN (POHIOB HITH
B CJIy4ae peopraHu3aiiu, U3BMEHEHUS CTPYKTYPHI.

5.2. Yeiyru no co3aHuIo 3J1eKTPOHHOM 0a3bl JaHHBIX U peecTpa Ha JOKyMeHThl Komnannu,
Nno/uIesKalye XpaHeHUIo (¢ 3J1eKTPOHHBIMH 00pa3amMu).

5.2.1. Co3manue 6a3pl naHHbIX (manee — bBJI) ¢ 27eKTpoHHBIMM 00pa3aMu JOKYMEHTOB
Komnanun: mepeBoa omuceit nen B ¢gopmar snexTpoHHoi b/, ckaHupoBaHHE JOKYMEHTOB;
co3nanue B/l ¢ snexkTpoHHBIMH 00pa3amMu JOKYMEHTOB M €€ IMOMOoJIHeHHE. Pe3ympraTom padbot
JOJKeH OBbITh aBTOMATHU3WPOBAHHBIN CIPABOYHBIN ammapaT, 0OecleyuBaIONIUi TIOUCK [e,
JOKYMEHTOB, ITPOCMOTP DJIEKTPOHHBIX KOIUH JOKYMEHTOB, II€4aTh IEepeyHen e, JOKyMEHTOB,
00pa3oB TOKYMEHTOB.

e licnonHutens oOecrmeurBacT CBOMX PAaOOTHUKOB HEOOXOAMMBIM o0opynoBaHUEM B
TEXHUYECKH HCIIPABHOM COCTOSHWH, IPUTOJHBIM JUISI UCIIONB30BAaHMS TIPU BBITIONHEHHH PadOT I10
CKaHUPOBAHUIO COPOIIIOPOBAHHBIX/HECOPOIIIOPOBAHHBIX JTOKyMEHTOB Qopmara AS, A4, A3 u



npyroro ¢opmarta (HacTOJIbHBIE KOMITBIOTEpPBI, HOYTOYKH, MOTOYHbIE M IUIAHIIETHBIE CKaHEPHI U
npouee HeoOXOoIMMOe 000PYI0BaHHE);

e lcnomHuTens 00eCIeunBaeT 3a CBOM CUET MPOrpaMMHOE o0ecTieyeHHe Ha UCTIONb3yEMOM ISt
CKaHHUPOBAHUS JOKYMEHTOB 000pyoBaHNU. Bee HeoOXoauMbIe ISl BBIOMHEHUS pab0T pacXoaHbIe
MaTepHalbl 00ecTieunBaroTes 3a cueT VcroaHurerns;

e CKaHMpymoliee O0O0OpyJOBaHHWE KOHCTPYKTHMBHO JIOJDKHO OOECIIeUMBaTh BO3MOXKHOCTh
NepeBo/ia B ANICKTPOHHBIH BUJI, B TOM YHCIIE BETXOW TOKYMEHTAIINH,

® TIOATOTOBKA JIEN K CKAHUPOBAHUIO, TPH HEOOXOIMMOCTH Pa30pOIIIOPOBKA JEN, COXPAHEHHE
NOPSI/IKA JIMCTOB B Pa30pOLIIOPOBAHHOM JIeJIe B COOTBETCTBUH C HyMEpaIuei;

® TIIepeBOJ] OMUCEH AeN B GopMaT IIEKTPOHHON 0a3bl JaHHBIX C CO3/IaHUEM WHICKCOB JET U
JIOKYMEHTOB, BKITFOUasi MHAEKCHI JIJIs1 KOHTEKCTHOTO oucka. He qomyckaercst 4acTUYHBIN TepeHoc
Ha3BaHWUW JIe1 M3 OMNHCH B COOTBETCTBYIONIME ToJsi 0a3bl gaHHBIX. WHbopmanus, He
COOTBETCTBYIOIIAS MO0, HE3AMOJIHEHHOE TOJIe WM T0JIe, 3all0JIHEHHOE YAaCTUYHO, CUUTAIOTCS
omMOKaMu TpU HAJTMYUH TpeOyeMoil nH(pOpMAIMK B TOKYMEHTE-TIEPBOUCTOYHUKE;

e CKaHUpOBaHME Jen (BKIrOYas OOJOXKKY Jeja, BCE JIUCThl Jeiaa ¢ 000poToM, 3a
UCKITIOYCHHEM YHCTBIX JIUCTOB, U JIUCT-3aBEPUTE]h) B COOTBETCTBUU C TEXHUYECKUMU
tpeboBanusiMu Kommanwu. ['pynmupoBka o0pa3oB B IManmkd COOTBETCTBEHHO OIHMCH, J€ia
(MHOTOCTpaHUYHBINA JOKYMEHT);

® 3arpy3Ka yYeTHBIX JaHHBIX (MIOMCKOBBIX HHICKCOB U (DaiiIoB) TOKyMEHTOB B 0a3y JaHHBIX.
[IpoBenenue pacrno3HaBaHMsl JOKYMEHTOB U 3alloJIHEHHWE B 0a3e [aHHBIX MHIEKca s
KOHTEKCTHOTO TIOMCKA 110 COACPIKaHUIO IOKYMEHTOB, IMIOJIy4€HHBIX B PE3YJIbTAaTE pACIIO3HABAHMUSL.
5.2.2. Co3pgaHue aBTOMaTU3UPOBAHHOTO CITPABOYHOIO armapara, 00eCIeuyrnBaroIiero
CJICYIOUINE BO3MOXXHOCTH:

® BecTu onuch HocuTenel nHpopmanuu KoMnanuu ¢ BO3MOXKHOCTBIO CKBO3HOT'O IIOMCKA 110
napameTpam, yKa3aHHBIM 3aKa3uyHKOM;

® TI03BOJIATH XPpaHUTb, MIPOCMATPUBATE U BBII'PYKATH 3JICKTPOHHBIC KOITNU ACJI, JOKYMCHTOB;

® KpoMe KapToyeK Jej, JODKHBI ObITh 3allOJHEHbl KapTOYKU JAOKYMEHTOB M COJEpKaTb
CJIEIYIOLIME MOJIs: HOMEP JOKYMEHTa, 1aTa JJOKYMEHTa, KpaTKOe COJAEpKAHNUE JOKYMEHTa, MECTO
XpaHEeHHUs, JaHHbIE O Jielie, K KOTOPOMY OTHOCHUTCS AOKyMeHT. K KapTouke JOKyMEHTa JIOJIKHBI
OBITH MpHBsI3aHbI Tpaduyeckre 00pas3bl JOKYMEHTA;

® [IO/JIePXKUBATh MApKUPOBKY JTOKYMEHTOB/JEN IITPUX-KOAOM, BO3MOXHOCTh (DUKCAIIUH
npreMa-repeadn J0KyMEHTOB/ IS 10 IITPUX-KOY;

® Cozep)KaTh UCTOPHIO IEpeMEILeHHs] JOKYMEHTOB/ 1€/ B X0/I€ BBIMOJIHEHUS padoT U CTauH
BBIIIOJIHEHHMSI 3aIIPOCOB HA MPEAOCTABICHUE KOMMI WIIM OPUTMHAJIOB IOKYMEHTOB;

® [103BOJIATH MPOU3BOJUTH OUCK HEOOXOIUMBIX TOKYMEHTOB/EN, ONPEAEIATh UX TEKYIee
MECTOIOJIOKEHUS, IMPOCMATPUBATh JJIEKTPOHHBIE KOMHMHM JOKYMEHTOB, COOTBETCTBYIOIIMX
IIOMCKOBOMY 3alpocy, B TOM YHCJIE€ B pPaMKax KOHTEKCTHOTO TIOHMCKa HH(pOpMaIUH,
pacrneydarbiBaTh IEPEYHHU JEJl, JOKYMEHTOB, 00pa3bl TOKYMEHTOB;

® TI03BOJIATH OCYLIECTBUTH BBIIPY3KY BCEX COAEPIKAIMUXCS B HEM NAaHHBIX C ONMCAHHEM
CTPYKTYpPBI BBITPYKCHHBIX (DaiijIoB IJsl SKCHOPTA JAaHHBIX B JIPYTHME Y4YETHbIE M IOHUCKOBBIC
CHUCTEMBI, B TOM YHCJIE B DJIEKTPOHHYIO cucTeMy Komnanuu;

® [103BOJIATH pPa3rpPaHUYMBATh MpaBa JocTyna paboTHKoB Komnanuu k 6a3aM JaHHBIX;

® yCroNb30BaHne 0a3bl JAHHBIX JOJDKHO OBITH JOCTYIHO paboTHHKaM Kommanun co cBomx
pabounx MecT, Ipu 3TOM pabOTHUKU JOJDKHBI BUAETh MH(OPMAIUIO O JeTaxX TOJBKO B paMKax
CBOUX ITOJTHOMOYHIA;

® cozaepxaTh HMH(MOPMAIMIO O KOHKPETHBIX paboTHHMKax KommaHuM, OCYIIECTBISBIIMX
orepanuu B 0aze JaHHBIX, B TOM YHUCIIE TpUEM-TIepeiady Jell, Kak IPH Bblaaue Aell, TaK U MPH UX
BO3BpATe.
5.2.3. UcnotHAUTENH 00ECIIEYnBAET BOZMOKHOCTE KOHTPOJISI paboT npeactaBuTessimu Komnanuu:
® BBIOOPOYHBIN ONMEPATUBHBIA KOHTPOJIb OTAEIbHBIX TEXHOJOTHYECKUX onepanuil u paboT



no TpeboBaHMIO TpeacTaBuTesss Kommanuu, BKIIOYAIOMIMNA: MPOMEXKYTOUHBIE PE3YJIbTAThl 1O
BBITIOJIHEHUIO KOMILJIEKCa paboT MO mepeBoay JAed B (GopMar 3JIEKTPOHHBIX 0a3 JNaHHBIX C
CO37IaHMEM HHJEKCOB JIeJl U JIOKyMEHTOB, B TOM YHCJI€ MHAEKCOB JUIsi KOHTEKCTHOTO IOMCKA;
pe3yabTaThl 3arpy3Kd YYETHBIX JaHHBIX B 0a3y JaHHBIX; TpeOOBaHMUA KOHTPOJIS
KOH(DHICHIIMAIBHOCTH paboT; TpeOOBaHMUS COXPAHHOCTH JOKYMEHTOB; TPEOOBaHUS K BO3BpATy
JIENI B UCXOJHOE COCTOSTHUE.

® KOHTPOJb KayecTBa Pe3yJIbTaTOB I10 BBIMOJIHEHUIO KOMIUIEKCA paboT MO CO3JaHuI0 0a3bl
JaHHBIX, IEPEBOY A€ B (popMat 3JIeKTPOHHBIX 0a3 TaHHBIX C CO3/1aHUEM MHJIEKCOB, B TOM YHUCIIE
MHJIEKCOB ISl KOHTEKCTHOT'O MIOUCKA.

5.2.4. UcnionHUTENb 00513aH MPEJOCTaBUTh 3aKa3UUKy HMHCTPYKIIUH, COIEPIKAIITIE CBEIACHUS O
CTPYKType 0a3bl JaHHBIX, MOPSAKE 3arpy3KH U 3KCILTyaTallud MacCUBOB HH(opMaruu (co
CKPUHIIIOTAMH).

5.2.5. UcnionauTens nepeaaeTr 3aka3uuky 0a3y JaHHBIX, OTCKAHUPOBAaHHBIE 00pa3bl JOKYMEHTOB
B BHJIE cTpaxoBoro (oHaa Ha HHGOPMAITMOHHOM HOCUTENIE (MacCUBBI (haitioB, COAEPKALTUX
rpadudeckue o0pasbl CTPAHUI] TOKYMEHTOB-IIEPBOMCTOUYHUKOB (ZI€J1), CIPYIITUPOBAHHbIC B
ManKyd COOTBETCTBEHHO OMKCH JIela.

e BBHIMOJNHEHHE pPAadOT 1o co3fgaHuio bJ[ W 21IeKTpoHHBIX 00pa3oB JTOKYMEHTOB
UCKJIIOYMTEIBHO B MECTE XpaHEHUs AOKyMeHTOB. IlepemelieHne NOKyMEHTOB M UX Iepeaaya
TPETHUM JIUIAM JIJIsl XpPaHEHUS U BBIMIOJTHEHUS KaKUX-TM00 UHBIX paboOT He OIyCKaeTCs;

® BO3MOXKHOCTb OMNEPATUBHOIO BHEAPEHHUS JJIEKTPOHHOIO apxuBa 0e3 YCTaHOBKHU
JIOTIOJTHUTEIBHOTO TPOrPaMMHOT0 000PY 10BaHUS.

53. VYeayrm mno opraHum3anumm Jgoctyna corpyaiHukoB Komnanum, BKIOYas
peruoHalibHble NMPeACTABUTENbCTBA, K OYMaKHBIM M APYTUM HOCUTEJASIM HH(OpManuu Ha
Tepputopuu PK.

5.3.1. IlpenocraBiieHue OMEPATUBHOTO JOCTyma paboTHUKaM KoMmaHum K OpHUTrHHalIaM
JOKYMEHTOB HJIM UX 00pazam.

® U3BATHE KOPOOOB C HOCUTENSIMU HH(OpPMAIMHM U3 CIECHUATH3UPOBAHHOTO XPAHUIMINA
Wcnonaurens;

e JI0CTaBKa HOcHUTENEH HHPOpMaIK 3aKa3uuKy;

® TIOMCK JOKyMEHTOB Ha OCHOBaHMH 3asiBOK paboTHHKOB KoMmnanuuy;

® CKaHMPOBAaHWE U OTHpaBKa CKAaHHPOBAHHOTO JOKYMEHTa C  HCIOJIb30BAHUEM
UH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHBIX CHUCTEM, IO 3allUIIEHHOMY KaHally 3JIEKTPOHHOU
MOYTHI;

e mpenocTaBiieHue mnpeactaBurensM Komnanum paboyero wmecrta MpH  XpaHWUIIUIIE,
00OpYJIOBAHHOTO TEPCOHATBHBIM KOMIIBIOTEPOM C TOAKIIOYEHHEM K HH(POPMALUOHHO-
TEJIEeKOMMYHUKALIMOHHON CHCTEME, U CKAaHUPYIOIIMM YCTPOUCTBOM JUIsl pabOThI C TOKYMEHTaMU
HEIOCPEACTBEHHO B MECTE MX XPAaHEHHUs, Bblaya JAel npeiacraButesnsM Kommanum juid ux
UCIIOJIb30BaHuUs B moMeleHusx Vcrnonnurens;

® KOHTpPOJIb HaJ CBOEBPEMEHHBIM BO3BpaToM paboTHukamu Kommanuum Hocutenen
UH(OPMaLINK, IEPEJaHHBIX Ha XpaHEHHE H I10 3aIIPOCaM BBIIAHHBIX BO BPEMEHHOE IOJIb30BaHUE.
5.3.2. IlpenocTtaBiieHHE CUCTEMBI YAAJICHHOTO YIPABJICHUS ABUKEHHUEM ApPXUBHBIX TOKYMEHTOB
0€3 yCTaHOBKH JIOTIOJIHUTEIILHOTO IPOTPAMMHOT0 000y 10BaHHUA.

5.3.3. Tlouck IOKYMEHTOB IO 3ampocaM COTpyAHUKOB KomnaHuu.
5.3.4. Ycayru no npuemy, NepeynakoBKE, IPOBEICHUIO SKCIEPTU3bl LIEHHOCTH U OIMCAHUS
HocuTene napopmannu Komnanuu.
5.3.5. Bo3sBpaiueHue aen 3aka3zuMKy 110 MICTEYEHUH CpoKa HcIIoHeHus Jlorosopa:
®  COCTaBJICHHWE CBOJHOM OINKCH BO3BpAIIAEMbIX 3aKa3uuMKy HOCHTEIeH HH(popMaIuu, B
TOM YHCJIE B AJIEKTPOHHOM BHUJIE, C COCTABIIEHUEM HTOTOBOM 3aIIMCH U aKTOB IIpUeMa-TNiepe1auH;
®  [OTrpy30YHO-PA3TPYy304HbBIE PaOOTHI,
e TpaHcnopTHpoBKa Mcnonuutenem Hocuteneit uHpopmanmu B xpanuiuine Komnanum;
e  pasMelneHue HocuTenei nHpopmaun B xpanunuiie Komnanuy;



e rmepeaaya HocUTENeH HH(OPMAIIUY TIO aKTy TpUeMa-TiepeayH.
5.4. Ycayru no npeacrasiieHHI0 HHTepecoB KoMnannu B rocyiapcTBeHHBIX apXuBax:

e nMpejacTaBiieHHe UHTepecoB KommaHuMm B ToOCyJapCTBEHHBIX apXWBax IO MECTY
HaxoxaeHus: Kommanum, BKITIOYasi pernoHaIbHbIC MTPEICTABUTEIbCTBA.

® TIOArOTOBKAa HOCHTEJNEH MH(OpMAamuu K Irepegadye Ha XpaHEHHE B TOCYJapCTBEHHBIC
apXUBBI, BKJIIOYas OPraHMU3AIMI0 MPOBEICHUS AKCIEPTHU3bl LIEHHOCTH NOKyMeHTOB Kommanuu
NPEJCTaBUTEIISIMU  TOCYIApCTBEHHOTO apXWBa, TEXHUUYECKYI0 OOpabOTKy [IeJ, COTJIACHO
TpeOOBaHUSAM, MPEIBIBICHHBIM FOCYAAPCTBEHHBIM apXHBOM (IIMpoBaHUE, CUCTEMATH3AIMS B
apXHUBHBIE KOPOOA).

e mepenaya HOCUTENEH MH(OpMAIMK Ha XpaHEHHE B TOCYAaPCTBEHHBIC aPXUBBI 110 MECTY
HaxoxaeHus Kommanuu, BKJIIOYAsh PETMOHANBHBIE MPEICTABUTENLCTBA, C TOJIYYEHHUEM aKTa
npreMa-Tepeauu e Ha TOCYAapCTBEHHOE apXHUBHOE XpaHEHHE.

5.5. Yeayru no koHGUIeHIIHAJTbHOMY YHHUYTOKEHHI0 HOcUTe el nHpopMaumnu:

e  BbIJCNIeHUE HOCUTENEH HHPOPMAIIUU C UCTEKITUMU CPOKAMH XPaHEHHSI K YHUUTOKECHHIO;

®  [OATOTOBKA MIPOEKTOB aKTOB O BBIJCIICHUU K YHUUTOKEHUIO HOCUTENeH nH(opManuu, He
MOJIJIEKALIUX XPaHEHUIO;

e  paboThI 1O Pa3OPOIIIOPOBKE, (HATBIIOBKE, YIATICHUIO CKPETIOK;

e KOH(UIEHIMAIbHOE YHUYTOXKEHHE HOcHTeJell HH(OpPMAalMKU C HCTEKIIMMHU CPOKaMHU
XpaHeHusi (TIOCe CKaHMPOBAHUS), B TOM YHCJIE XpaHSIMUXCs B XpaHwmwiuiie Kommanuu, mo
COTJIACOBAHUIO C 3aKa34uHMKOM, CIIOCOOOM, HMCKIIOYAIOIINM BO3MOXKHOCTh MX BOCCTaHOBJICHUS C
MPEIOCTaBIICHUEM JTOKYMEHTA Ha YHHUTOKEHHUE.

5.6. TpeGoBaHus K MOCTABIIMKAM

® HaJM4YKE IMOCTOSHHO JICUCTBYIOMIETO ouica B I. AThIpay.

® TPAaKTHYECKUU OMBIT paboThl B cepe YCIyr MO apXUBHOMY XPaHEHHIO U YHHUTOKEHHUIO
JIOKyMEHTOB He MeHee 5 neT Ha Tepputopun PK;

o ceprudpukamust MCO 9001 B chepe KOHTPOIIS Ka4ecTBa;

e ceprudukanus B 0ONACTH XpaHEHHS JTOKYMEHTOB, OOECHeueHHs COXPaHHOCTH
UHpOpMaLNY;

® HaJIWYHME OMbITa PabdOThl C KPYMHBIMH OPraHU3alMsSIMU, B TOM 4YHCIE B HE(TErazoBoM
CEKTOpe, MOATBEP)KICHHOIO KONUSMHU 3aKIIOYEHHBIX W HCIHOJHEHHBIX JIOTOBOPOB H/WIK
rOCYapCTBEHHBIX KOHTPAKTOB HA OKa3aHUE YCIyr Mo 00paboTKe apXHWBHBIX JOKYMEHTOB CO
BCEMU NPUIIOKEHUSMU U KOTTUSIMH aKTOB OKa3aHHBIX YCIYT, a TAK)KE OT3bIBAMHU 3aKa3YHKOB;

® HE HaxOJOUThCS B COCTOSHHUU HEMJIATEXKECIOCOOHOCTH, B Mpollecce JUKBUAALMM (A
IOPUIMYECKOTO JIUIIA) WK HE OBITh MPU3HAHHBIM HECOCTOSTELHBIM (0aHKPOTOM);

e HEe SBIATHCS OpraHW3aIMeil, Ha WMYIIECTBO KOTOPOH HaNOXKEeH apecT W (WiM)
JESITENIbHOCTh KOTOPOU MPUOCTAHOBJICHA;

e Haiuyue B T. ATbIpay JeHCTBYIOIIHUX, OOOPYIAOBAHHBIX CTEIUIAKHBIMH CHUCTEMAaMH,
COOCTBEHHBIX/aPEHIOBAHHBIX MOMENIEHHIT CBOOOMHON momansio He MeHee 1 000 m> s
xpanenusi He MeHee 50 000 kOpoOOB apXMBHBIX JTOKYMEHTOB C COONIOJCHHEM TpeOOBaHMUIA,
MPEIBSABISEMBIX K XPAaHWINITY JOKYMEHTOB:

a) HaJIM4Ke B XPAHWIHILE CHCTEMBI MOXKAPOTYICHHUS;

0) HATMYWE CHCTEMBI 0€301TaCHOCTH, (PU3NICCKON OXpaHbl 00BEKTA;

B) COONIOJICHUE TEMIIEPATypPHO-BIAKHOCTHOTO peXHMa COTJacCHO HOPMATHBHBIM

TpeOOBaHUM;

r) cobOmrofeHne TpeOOBaHHUM MO Me3UH(EKINH, AE3UHCEKIIMU U JepaTU3allid MOMEIICHHUH

apXxuBa;

1) COOI0IEHNE CAaHUTAPHO-TUTUEHNYECKUX TPeOOBaHMIA;

€) Haimuue KaOuHeta il palboThl MpeicTaBuTeNel 3akazuuka, obopyaoBaHHoro [IK,

cpeacTBaMu olu(POBKU/KOMTMPOBAHUS JOKYMEHTOB;

) HaJIM4Ke NOMEILEeHU! /1711 paOOTHUKOB apXHUBa.

e Cpenmanu3anus 1O BUAY JACATEIFHOCTH B cepe apXUBHOTO Jema, MOATBEpKICHHAS



YcraBoM oprasHuzaiuu.

e Hanuuue B mrate cnenuaincToB, 00yd4eHHBIX B chepe apXMBHOTO Jiea B KOJIMYECTBE HE
MeHee 5 4enoBeK (MOATBepkKIeHHbIE cepTU(hHUKAaTaMH O MOBBIIICHUN KBATH(DUKALINN).

e Hannuue MUCHbMEHHBIX CTAaHAAPTOB B 00J1aCTH apXUBUPOBAHMSL, 0OPAOOTKU TOKYMEHTOB U
UHpOpMaLMOHHOM O6e30nacHOoCTU. VicnoaHUTeNb 00s13aH PEA0CTaBUTh OTUYETHI 10 COOTBETCTBUIO
BHEJJPEHHBIM CTaHAapTaM 3a MocJeIHue 2 roja.

5.7. TpeOoBaHusi K BHINOJHEHUIO Pa00OT, B TOM YHCJIe K 0€30MaCHOCTH BbINOJHEHUS PadoT
u 0€30MaCHOCTH Pe3yJIbTAaTOB padoT
5.7.1. TpeboBanus o01Iero xapakrepa:

® JCIIONHUTENh OO0S3yeTCS MCIOJIb30BaTh TOJBKO CEPTH(PHULIMPOBAHHBIE MaTepHalbl U
o0opyA0BaHKE, OTBEYAIOIINE BCEM CAHUTAPHO-TUTMEHUYECKUM HOpMaM, HOpMaM U MpaBHIIaM
HOXapHOH 6E€30M1aCHOCTH;

® LCIIOJIHUTENIb 00sI3yeTCsl BBIMOJHUTH paboThl B cooTBeTcTBHH ¢ TpeboBanmsimu ['OCT,
CHull 6e3 HapylleHHS MCKIIOYHTENBHBIX IpaB TPEThUX JIHL, C COOJIOACHHUEM TEXHUKU
0€30MacHOCTH ¥ OXPaHbl TPyAa; 00€CTIeUnTh OE30MaCHOCTh PAOOT M UX PE3yJIBTATOB JIS KH3HU
U 3710POBBS TPETHUX JIUII.

5.7.2. TpeboBanus K 00€CTICUCHUIO COXPAHHOCTH IOKYMEHTOB:

® JCIOJHUTENh HECET OTBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTOB, MEpPEAAHHBIX €My
3aKa3unuKoM JUI BBIMOJIHEHUs paboT no Jlorosopy;

® B pe3yJbTaTe MPOBEACHHS pabOT CTPYKTYpa, COCTaB M BUJ TOKYMEHTOB HE JIOJKEH OBITh
u3MeHeH. Ecnu B Xo/1e CKaHMPOBaHUS MOTPEOYETCs pacUIMBKa OTJEIbHBIX JIEN, TO M0 OKOHYAHUU
paboTBl OHHM JOJDKHBI OBITh Ka4eCTBEHHO TMOIIUTHI WM TEPEIUIeTeHbl B COOTBETCTBHU C
NepBOHAYAILHBIM CIOCOOOM CKPETUICHHS JINCTOB U B COOTBETCTBUH C TPEOOBAaHUSMU (JIUCTHI Aea
JIOJDKHBI OBITH COpPOIIIOPOBAaHBI B COOTBETCTBHHM C HyMepaluel, cOpOIIOpOBaHHBIE OJOKH
MPOKJIEEHBI, TPOIIUTHI HUTKAMH, BOCCTAHOBJICHBI (hop3all U 00JI0KKa).

5.7.3. TpeboBanus K  OOOpPYIOBaHUIO, TEXHOJOTHSM  CKAaHHPOBAHHS  JOKYMECHTOB,
IpOrpaMMHOMY 00€CIIeYeHHIO:

e Bce pabOTHI BHITIOTHSIOTCS HA TeppUTOpUU VICTIOMHUTENS B MECTE€ XPaHEHUS IOKyMEHTOB
Komnannn Ha o6opymoBaHum VICHIOMHHUTENSI C KCHOJIB30BAHMEM KHIDKHBIX TUIAHETAPHBIX
ckaHepoB opmaTa He MeHee A3 ¢ KHI)KHON KOJBIOENbIO JIJIsl CKAHUPOBAHUSI HEPACIIUBAEMBIX
JIOKYMEHTOB;

® [MapaMeTpbl HCIOJB3YEMBIX B TEXHOJOTHSX CKAHUPOBAHHMS HCTOYHHUKOB OCBEICHHS
JOJKHBI TAPAHTUPOBATH COXPAHHOCTH JOKYMEHTOB. VCronb3yeMble TEXHOJIOTUHA CKAaHUPOBAHUS
JOJDKHBI  00ecrieunBaTh (DU3UYECKYI0 COXPAHHOCTH JIOKYMEHTOB. JIOMyCTUMBIA IPOIEHT
MOBPEXKACHUS CTPAHUII IOKYMEHTOB-TIEpBOMCTOUYHUKOB — He Oonee 0,002% (aBe mOBpeXIEHHBIX
ctpanuilsl Ha 100 000 cTpanui).

® KAueCTBO HCIIOJNB3YEMBIX TEXHOJIOTHH CKaHWPOBAaHUS MOJHKHO cooTBeTcTBOBaTh MCO
9001-2001;

® TIpU CKaHUPOBAHUH CJIEIyeT oOpalaTh BHUMaHUE HA HAJIMUYWE B OIMHUCAX, JeTaX BKJIEEK C
TEM, 4TOOBI 3aKpbIThIE 3TUMHU BKJIEWKaMH (parMeHThl Takke ObLIM OTCKaHMpOBaHBL. B ciydae
€Clli pa3Mep JOKyMeHTa (BKJEHWKH) MpEBBIIIAET pa3Mepbl CKaHUPYEMOH IOBEPXHOCTH, U
olM(poBKa JAOKYMEHTa MPOU3BOJAUTCA YACTAMHU, pe3yibTHpylomue ¢(aiiabl JOKHBI OBITH
«CIIUTBI» B OJIUH 00pa3;

® CIIOJHUTENb JIOJDKEH TapaHTHPOBaTh BBICOKOE KayecTBO paboOT: OJHOKpaTHOE
CKaHHPOBAHUE KAXKOTO JMCTA U UCKIIOYCHHE MTepeCKaHUPOBAHUS TOKYMEHTOB;

® JCMOJb3yEeMbIe TEXHOJIOTUN OLU(POBKU U COOTBETCTBYIOIIEE IPOrpaMMHOE 00ecrieueHne
JIOJDKHBL  00ecreunBaTh YpPOBEHb KadecTBa CO3[aBaeMbIX TIpaduiyeckux oO0pa3oB CTpaHMHIL
JOKYMEHTOB HE HWXE KadecTBa HCXOAHOro matepuana. KoHTponb kauecTBa rpapuiecKux
00pa30B OCYIIECTBISETCA MO €ro M300pa)keHHI0 Ha MoHUTOpe. [Ipu BU3yallbHOM KOHTpOJIE,
n300pakeHHe Ha MOHUTOpPE U MCXOJHBIM MaTepuan JO0JDKHBI UMETh COMOCTaBUMBIH YPOBEHB
KagectBa. B chmywasx, korma rpaduueckoe M300paKeHHE Ha MOHHMTOPE HMEET KadecTBo,



CyIIECTBEHHO 0oJiee HH3KOE, YeM HCXOJHOe, Trpaduyeckoe H300paKeHne NPHU3HACTCS
HPOHU3BOJICTBEHHBIM OpaKoM;

® YroJ MoBOpOTa TEKCTa JOKYMEHTa HE JOJDKEH NMPEeBBIIATh 3 rpaayca, HE IOIyCKaeTcs
HaJIMYUE 4YEPHBIX IIOJieH, TOYeK, IOJOC U JpYrux OOBEKTOB Ha U300pa)KeHHH, KpoMe
MPUCYTCTBYIOIIUX HA OPUTHUHAIIE;

5.7.4. TpeboBaHus K MHICKCAIIMU U UCTIOJIb30BaHUIO 0a3 manHbiX (BJ]):

e B XO0/I¢ TPOBEACHHUS paldOT [OJDKHA OBITh TPOM3BENCHA WHAEKcanus ¢aiios,
comepxammx rpaduiyeckue o0paspl CTPAHUI] JOKYMEHTOB-TIEPBOMCTOYHHUKOB, T.€. CO3JIaHBI
3JIEMEHTHI UICHTU(UKANY STUX (PailioB M MACHTU(UKAIMY OTACTBHBIX 3alKCed C OMUCAHUIMU
JielT, BKITFOUEHHBIX B ONUCh. [ TyOnHa nHAeKcanuy (KOJIMYeCcTBO WHACKCHBIX TOJIeH U X Gopmar)
JOJKHAa OJHO3HayHO uaeHTuduuuposats 3amucu b/l ¢ coorBercTByrommmu (parmeHtamu
rpadudeckux o6pa3oB TOKYMEHTOB;

5.7.5. TpeboBanus mo nepenaye 3aKa3uuKy TEXHUYECKUX U UHBIX JJOKYMEHTOB 10 3aBEPIICHHUIO
U ciaye pador.

® UCHOJTHUTENb O00s3aH TPEJOCTAaBUTh 3aKa3uyuKy IO OKOHYAHHMU pPabOT aKkT Caayu-
NpPUEeMKH (dTama) BBIMOJHEHHBIX pPAa0OT, MOMANUCAHHBIM W CKPEIUICHHBIM MeyaThio, B ABYX
IK3EMILIApax.

® JICIIOJNHUTENh 00s3aH MPEAOCTABUTH 3aKa3UMKy MHCTPYKIIWH, COJIEPKAIIUE CBEIACHUS O
ctpyktype b/l, mopsiake 3arpy3ku u dKCIuTyaTallii MacCUBOB MH(POPMAIUH (CO CKPUHIIOTAMU ).

® UCHOJTHUTENb nepenaet 3aka3zunky bJl, oTckaHupoBaHHbIe 00pa3bl JOKYMEHTOB B BUJIE
cTpaxoBoro ¢oHIa Ha WHPOPMAIMOHHOM HOcHTele (MacCuBbl (HaliIoB, COJCpPIKAIINX
rpaduyueckre o0pasbl CTpaHUIL JOKYMEHTOB-IIEPBOUCTOUHUKOB (J1€]1), CTPYIIHUPOBAHHBIC B TAITKU
COOTBETCTBEHHO OMNHCH, Jena; (ailiel rpaguuecKkux o0pa3oB OJKHBI OBITh 3alMCaHbl Ha
(G POBBIE HOCUTENH C OJHOKPATHOM 3aMMCHI0 B OHOM SK3EMIUISIPE ¢ YKa3aHUEM UX COJIep:KaHuUs
Ha 00JI0KKaX W TepeiaHbl 3aKa3unKy.

5.7.6. TpeboBanus k 00beMy MpeOCTABICHHUS TrapaHTUN KauyecTBa padoT.

Hcnonaurens 00s3aH 3a CBOM CYET B COTJIACOBAHHBIE CPOKH HCIPABUTH IO TPEOOBAHHIO
Komnanuu Bce BbIsSIBIEHHBIE HEAOCTATKU WK ACPEKTHI B pe3ylibTaTax padoT.

5.7.7. WcnonHuTenb rapaHTUPyeET, YTO LIEHBI 32 YCIyTy He Oy1yT NepecMaTpuBaThCS B TEUEHUU
NEHCTBUS 3aKITI0OYEHHOTO KOHTPAKTa O MOMEHTA €ro MOJHOTO 3aBEPIICHUSI.
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Terms of Reference for storage, archival processing, confidential destruction of
information carriers

1. GENERAL
Objective

The objective of this document is to determine minimum technical requirements for a Potential
Contractor (hereinafter Contractor) to perform work in accordance with this Scope of Work.

TERMS AND DEFINITIONS
A. Terms
Shall Indicates that the provision is a requirement, i.e. mandatory.
May Points at a permissible option (way of action) within the scope of the
standard.

B. Definitions
COMPANY “Caspian Pipeline Consortium — K JSC

CONTRACTOR | The party responsible for work performance in accordance with the
scope including their employees

and other authorized representatives.
Occupational Health, Safety and Environment
CPC facilities’ Contractor shall bear personal responsibility for ensuring it has licenses,

permits and other environmental and sanitary regulatory documentation regarding facilities, types

and volumes of work performed by Contractor under the agreement, in accordance with the

requirements of environmental and sanitary legislation of the Republic of Kazakhstan.
CONTRACTOR shall take appropriate measures provided for by law and Customer

requirements in order to prevent pollution and any other damage to environment during the
execution of the Agreement. Pursuant to the current requirements, Contractor shall always exercise
particular care and proper circumspection in the context of their own involvement in
implementation of highly hazardous work or use of highly hazardous materials during the
execution of the Agreement, including in particular work using radiation sources, corrosive agents
and other dangerous substances.

CONTRACTOR is obliged to fulfill requirements of Customer’s local HSE regulations or
represent evidence of applying equivalent Contractor requirements. Upon Customer's request,
Contractor shall provide Customer with an access to any Contractor’s equipment, used for



performance of the Work under the Agreement, Contractor’s vehicles, employees, materials and
documentation for examination so that the Customer could:
a) Make sure the Contractor adheres to the Customer's HSE requirements and RK laws;
b) Conduct, if required, an independent investigation into any accident and/or incident arising
out of performance of work under Agreement at Customer’s facilities.

Waste generated by Contractor under Agreement from the moment it is generated shall be
Contractor’s ownership. The Contractor shall be obliged to perform the entire package of work on
waste disposal in accordance with RK legislation and timely move-out from the Customer’s territory
and adjacent areas all the waste generated in progress of works performed by Contractor and its
subcontractor(s) and dispose it on its own at no extra cost to Customer unless such waste belongs to
Customer, and make all calculations and payments related to negative environmental impact. Upon
Customer's request, Contractor shall be obliged to present to Customer the documents confirming
the Contractor's proper fulfillment of the obligations set forth in this clause.

Contractor shall accumulate on a temporary basis waste and materials containing harmful matters
in specially designated closed tanks for their accumulation and adhere the principle of waste
selective accumulation, do not mix waste generated in the course of their activities under Agreement
with wastes belonging to Customer. Contractor shall develop passports for wastes generated by
Contractor at Customer's facilities and have them endorsed. Contractor shall not accumulate and
store their working materials, waste on open grounds. Contractor shall use special containers, trays
excluding environment contamination and fouling.

2. WORK DESCRIPTION

J Services for archival storage of paper and other information carriers, making
arrangements for storage of paper and other information carriers.

. Services for creation of Company’s electronic database and register on paper and
other information carriers subject to storage (with/without electronic image).

. Services for providing Company employees with access to paper and other
information carriers.

J Services for representation Company interests in the state archives.

J Services on confidential destruction of Company’s paper and other information
carriers.

3. Regulatory requirements
Services that are the subject-matter of procurement procedure shall comply with the following
requirements of RK legislation:
e Rules for documents receipt, storage, registering and use (RK Government Decree
No.575 dd. 19.09.2018).
e Rules for documentation, document control and use of the electronic documents control
systems (RK Government Decree No. 703 dd. 31.10.2018)
e RK law No. 94-V dd. May 21, 2013 “On Personal Data and Protection Thereof™.
e RK law No0.326-I dd. December 22, 1998 “On National Archival Fund and Archives"
e ST RK 1237-2004 Paper Documents. General technical requirements for archival
storage.
e [SO 13008:2012 Information and documentation - Transformation and migration
processes for electronic documents.
e [SO 23081-1 Information and documentation - Document control processes - Meta data.
4. Objective
The objective of the agreement is to ensure high quality, safe and cost effective storage of
paper and other information carriers for Company.



5. Content of services
5.1. Services are provided upon Company’s request.
5.1.1. Services for archival storage of paper and other information carriers, including making
arrangements for storage of paper and other information carriers in the Company offices.
5.1.2. Prepare movement of information carriers from Company office located at the address
specified in the request:

e cvaluate information carriers for storage selection (files/documents subject to transfer with
the storage term up to 10 years), identification of documents damaged by mold and mildew;

e pack information carriers in specialized ducts classified by date, types and structural parts;

¢ bar coding of each information carrier and their ducts;

e Make list of information carriers transferred for storage, including in the electronic format
describing information carriers (required fields: Item No., List No./ File No. as per the list/ File
index as per nomenclature/ File name/ deadlines/ number of pages/ storage term/ clause as per the
list/ physical condition (generation, execution, numbering, binding, restoration, disinfection and
etc. are required)/ Inclusion into database (required/not required)/ Note), draw up summary and
Transfer/Acceptance reports of information careers for storage.

5.1.3. Cargo handling.
5.1.4. Contractor transports information carriers packed in a specialized duct for further
allocation in a specialized storage facility of the Contractor:

e transportation of information carriers within the established deadlines throughout Atyrau
city;

e transportation of information carriers within the established deadlines throughout the RK
territory, including transportation between regional offices of the Company.

5.1.5. Registration of information carriers in the depositary.

5.1.6. Receipt of information carriers under transfer/acceptance report.

5.1.7. Receipt of information carriers from Company depositary to Contractor depositary shall be
made involving and controlled by Company representatives as and when required upon Company
request (weekly receipt of Company documents for storage if required).

5.1.8. Storage of Company information carriers in the depositary throughout the Agreement
performance term.

5.1.9. Assign a certain specialist to work with Company information carriers, prepare and
transfer them for storage, draft the list of files and acts, use of information carriers, organize
interaction between Company and Contractor regarding the Agreement execution.

5.1.10. Services on making arrangements to store information carriers in the Company
offices, including regional representative offices,

o classification/stock-taking by Contractor of information carriers in the Company offices;

e placement of information carriers on the Company shelves in a structurally chronological
order.

e Transportation of paper and other information carriers throughout the RK territory.
Services for archival processing of information carriers:

o classification/stock-taking by Contractor of information carriers before the documents
evaluation according to set parameters;

e pre-archival processing of information carriers (management, scientific and technical
documentation; HR records (personal accounts, orders, T-2 cards) with sheet-by-sheet view of
documents, files re-issuance, sheets classifying in the file, naming of the file, formatting the file
name; numbering pages in the file; check pages numbering, design file cover and classify the files
(permanent, long term and temporary storage);

e compile internal inventory of files executed in paper or electronic format;

e complex archival binding of documents (design a lining of the file; standard archive
binding (A4 format) of documents to rigid cardboard cover with fabric back lining (gluing small
documents, photos, bills, cards; dividing and/or developing groups of documents; taking out paper



clips and/or file pulling; folding of documents to the format of master unit, minor repair of
documents and/or buildup backs), putting archive cipher, stamps, gluing in a witness sheet,
labeling) ;

e cxamine the value of information carriers with sheet-by-sheet inspection of documents;

e Prepare historical background and introduction to the lists (work out historical background
to archival fund, develop and design with typewriting of front pages and introduction to the lists);

e Prepare archival letter verifying employment history and/or salary upon Company request;

e Compilation of historical background and additions to them while replenishing funds or in
case of re-organization, restructuring.

5.2. Services for creation of electronic database and register for Company documents subject
to storage (with electronic versions).

5.2.1. Creation of database (hereinafter - DB) with electronic versions of Company documents:
conversion of file list to electronic DB format and their replenishment. The result of the work
should be automated helpdesk providing a search of files, documents, review electronic copies of
documents, print out the list of files, documents, document icons.

e Contractor provides own employees with a required equipment in sound condition and
useable for scanning stitched/unstitched documents of AS, A4, A3 and other formats (desktops,
laptops, flow and flatbed scanners and other necessary equipment);

e Contractor at its own expense provides software on the equipment used to scan the
documents. All consumables for work shall be provided at Contractor cost;

e scanning device should functionally be enabled to convert to an electronic form, both worn
out documentation,;

e prepare files for scanning, sewing out if necessary and keep the order of unstitched sheets
in line with numeration;

e transfer files inventory list to electronic database format, create files and documents index,
including index for contextual search. Partial transfer of file names from inventory list to the
relevant database fields is not allowed. Information that does not correspond to the field, a blank
field or partially filled in field is considered to be error if the required information is available in
the original document;

e scanning of files (including the cover, all sheets of the file with back page except blank and
witness sheet) pursuant to the technical requirements of the Company. Group images to folders in
accordance with the inventory list, files (multi-page document);

e downloading credentials (search index and files) of documents into the database.
Recognize documents and filling in the database index for contextual search by content of
documents obtained upon recognition.

5.2.2. Create an automated helpdesk providing the following features:

e Keep an inventory of Company information carriers with an option to cross-cutting search
based on Customer parameters;
e allow to store, view and unload electronic copies of files, documents;

e in addition to file cards, document cards must be filled out and contain the following fields:
document number, document date, summary of the document, storage location, file data to which
the document relates. Graphic images of the document must be attached to document card;

® keep documents labeling/file barcoding, possibility to fix the documents
acceptance/transfer and the files per barcoding;

® maintain history of documents/files movement during work performance and status of
requests made for provision of copies or originals of documents;

® allow searching for necessary documents/files, determine their current location, view
electronic copies of documents matching with search query including as part of contextual search
for information, print out the lists of files, documents, document images;

e allow uploading all data contained describing the structure of files uploaded for data export



to other accounting and search systems including Company electronic system,;
e allow to differentiate access rights of Company employees to databases;

® use of database should be available to Company employees on their workplaces, however
they may view the information within their authority only;

e contain information about certain Company employees who performed operations in the
database, including acceptance/transfer of files, their issuance and return.

3.2.5. Contractor shall provide a possibility to monitor the work by Company representatives:

¢ selective operational control of certain technological operations and works upon Company
representative request which includes: interim results of performing a range of works related to
transferring files to electronic database format and creation of file and document indexes, including
indexes for contextual search; results of uploading credentials to a database; work confidentiality
control requirements; document security requirements; requirements to return the files to initial
condition.

e quality control of the results of performing a range of works related to transferring files to
electronic database format and creation of file and document indexes, including indexes for
contextual search.

5.2.4. Contractor is obliged to provide Customer with instructions containing the information
about the structure of database, the procedure how to download and operate array of information
(with screenshots).

5.2.5. Contractor shall transfer to Customer a database, scanned images of documents in the form
of insurance fund on information medium (arrays of files containing graphic images of pages of
primary source documents (files) grouped into the folders according to the file inventory list.

e creation of database and electronic images of documents exclusively at documents storage
location. It is not allowed to move and transfer documents to the third parties for storage and
perform any other work;

e possibility to promptly implement an electronic archive without installing additional
software.

5.3. Services for arranging access to Company employees, including regional
representative offices to paper and other information carriers on the RoK territory.

5.3.1. Provision of prompt access to Company employees to the original of documents and their
images.

Taking out information carrier ducts from a specialized Contractor depositary;

Delivery of information carriers to Customer;

Search of documents based on Company employees’ request;

Scanning and sending a scanned document using information and telecommunication
systems via email secured channel;

e providing Company representatives with a workplace in the depositary equipped with a
personal computer connected to information and telecommunication system and a scanning device
to work with documents directly at their storage location, issuing files to Company representatives
for their use in Contractor premises;

e monitor timely return by Company employees of information carriers transferred for
storage and issued under request for temporary use.

5.3.2. Providing a system of remote control over movement of archival documents without
installing additional software.
5.3.3. Document search upon the request of Company employees.
5.3.4. Services for acceptance, re-packing, evaluation and description of Company information
carriers.
5.3.5. Return of the files to Customer upon expiration of Agreement term:

e Drafting a consolidated inventory list of information carriers subject to return to
Customer, including in electronic form with compilation of summary and acceptance/transfer
report;



Cargo handling.
Contractor transportation of information carriers to Company depositary;
Placement of information carriers in the Company depositary;
e Information carriers handover under Acceptance/Transfer Report.
5. 4 Services for representation of Company interests in the public archives:

e Represent Company interests in the public archives at Company location, including
regional representative offices.

e Prepare information carriers to transfer for storage in the public archives and arrange
evaluation of Company documents to be carried out by public archive representatives, technical
processing of files in accordance with the requirements set by public archive (ciphering, filing to
archive boxes).

e Transfer information carriers for storage in the public archives at Company location,
including representative offices and receive an acceptance/transfer report.

5. 5 Services on confidential destruction of information carriers:
Identify information carriers with expired storage time subject to destruction;

e Prepare a draft of acts on destruction of non-storable information carriers;

e  Stitching out, folding, clip removal;

e Confidential destruction of information carriers with expired storage time (after
scanning), including those stored at Company depositary as agreed with Customer, in such a way
that excludes a possibility to restore them and represent a document for destruction.

5. 6 Requirements to Vendors

e Permanent office in Atyrau.

e At least 5 years of experience in archival storage and document destruction services in
Kazakhstan;

e ISO 9001 certification in quality control sphere;

e Certification in the area of document storage, ensuring information protection;

e Working experience with large companies, including oil and gas companies confirmed by
copies of signed and accomplished agreements and/or government service agreements for
processing archival documents with all exhibits and copies of services delivery acts and Customers
feedbacks;

e Not be insolvent, in proves of winding up (for legal entity) or not become recognized
insolvent (bankrupt);

e Not be a company whose property has been seized and (or) whose activity has been
suspended;

e Auvailability of operational own/leased premises of at least 1000 m? open area equipped
with storage rack systems to retain minimum 50 000 archival boxes in compliance with the
requirements set for document depository:

a) existence of firefighting system;

b) existence of security system, physical security of the facility;

c) compliance with temperature and humidity conditions in accordance with regulatory

requirements;

d) compliance with the requirements for disinfection, pest control and extermination of

archive premises;

e) compliance with sanitary requirements;

f) availability of office room for Customer representative fitted with desktop, document

digitalizing/copying machines;

g) availability of premises for archive personnel.

e Business position by type of activity in the field of archiving, confirmed by company
Charter.

e Availability of at least 5 specialists in the staff trained in archiving (confirmed by upgrading
certificates).



e Auvailability of written standards in the field of archiving, document processing and
information security. The Contractor is obliged to provide reports on compliance with the
implemented standards for the last 2 years.

5.7. Requirements for work performance, their safe implementation and safety of the results
5.7. 1. General requirements:

e Contractor undertakes to use only certified materials and equipment that meet all sanitary
and hygienic standards, fire safety regulations;

e Contractor undertakes to implement works in accordance with the requirements of GOST,
SniP without violation of exclusive rights of the third parties, with occupational health and safety
compliance; ensure safe implementation of work and their results to life and health of the third
parties.

5. 7. 2. Document security requirements:

e Contractor shall be responsible for security of documents handed over by Customer for
fulfillment of works under Agreement;

e as aresult, a structure, content and type of documents should not be changed. If during the
scanning, unstitching of certain files be required then once the work is completed, they must be
properly filed or bound in accordance with the original method of sheet binding and as required
(file sheets must be stitched in accordance with the numbering, stitched blocks are glued, sewn,
end leaf and cover restored).

5.7.3. Requirements to equipment, document scanning technology, software:

e all activities shall be performed on the Contractor territory at document storage location on
the Contractor equipment using book planetary scanner of at least A3 format with a book cradle
to scan unpointable documents;

e settings used in scanning technologies for light sources shall guarantee the documents
security. The used scanning technologies shall ensure physical preservation of documents. The
permissible percentage of damaged pages of original documents is not more than 0.002% (two
damaged pages towards 100 000 pages).

¢ (Quality of used scanning technologies shall comply with ISO 9001-2001;

e while scanning, attention should be paid to insets in the inventory lists, files so the
fragments covered by these insets are also scanned. If a size document (inset) exceeds the scanned
surface and document is digitized by parts, the resulting files must be “stitched” into one image;

e Contractor shall guarantee high quality of work: single scan of each sheet and exclude
rescanning;

¢ Digitizing technologies and relevant software being in use shall ensure that quality level of
forming graphics of document pages is not lower than a quality of source material. Graphics
quality control is carried out by its image on the monitor. For visual inspection, the image on the
monitor and source material should have a comparable level of quality. In cases when quality of
graphics on the monitor lower than original, the graphics is recognized as manufacturing defect;

o the text angle of document should not exceed 3 degrees, black fields, dots, stripes and
other objects are not permissible on the image, except those on the original;

5.7.4. Requirements to indexation and use of database:

e Indexation of files containing graphics of pages of source documents must be carried out
in the course of work, i.e. elements identifying the files and the certain records with description of
files included to inventory list must be created. Indexation depth (number of indexing fields and
their format) should unambiguously identify DB records with the appropriate fragments of
graphics of documents;

5.7.5. Requirements for Customer handover of technical and other documents upon work
completion and delivery.

e Contractor shall provide to Customer a work (stage) acceptance/delivery report upon
work completion signed and sealed, in two copies.
e Contractor shall provide Customer with instructions containing information about



database structure, procedure for uploading and operating arrays of information (with screenshots).
e Contractor shall handover to Customer a database, scanned images of documents in the

form of insurance fund on information carrier (arrays of files containing graphics of pages of

source documents (files), grouped into folders according to inventory list, files; graphics files must

be recorded on digital media with a single recording in one copy indicating their content on the

cover and transferred to Customer.

5.7.6. Requirements to the scope of quality assurance of the works.

Contractor at its own expense shall remediate all deficiencies or defects in the result of work within

the agreed timeframe as required by Company.

5.7.7. Wcnomuutens Contractor shall guarantee that cost of services will not be revised during the
validity of signed Agreement until its full completion.



