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Bce, 4TO MblI nucanu B npeabligywinMx rnasax, Tak WM WHa4de, Kacanocb ornepauvn C 3MeKTPOHHbIMU
AokymeHTamn. Mbl  pasobpanucb, Kak OpraHuM3oBaHO MNOAKIIOYEHME K OMNepartopy  SfeKTPOHHOro
ookymeHToobopoTa (300), Kak NpUMEHSETCS SNEKTPOHHAsd MoAnuvch, YTO npeacTaBnsieT cobon paborta c
ANEKTPOHHbIMW ByXranTepckMMy OOKYMEHTaMuM W Kak BbIMMSAUT npouenypa MnpoBefeHWs KaMepanbHOW U
Bble3aHoN Hanorosow npoeepok npu 3O0. Ho nomumo 3agady obpaboTku AOKYMEHTOB neped Hamu CTouT
3ajaya Kak-To ux xpaHutb. K 6ymaxHbIM apxvBaM Mbl BCE AaBHO MPUBLIKIN, HO KOrda peyvb 3axo4muT O TOM, Kak
XPaHUTb 3NEKTPOHHLIA JOKYMEHT, TO BO3HMKAET MHOXECTBO BOMpocoB. IMEHHO 3TMM BOMpocaM MocBsiLeHa
HOBas rmaBa Hallero BUPTyanbHOro y4ebHuka.

B ponu skcriepma: UeaH Azarios, aHanumuk Synerdocs.

Ba)XHble MOMEHTHI

Ha camom gene, XxpaHeHne anekTPOoHHbIX AOKYMeHTOB (3/1) No 3akoHOA4aTENbCTBY HE 3HAYMTESNBbHO OTNNYaeTCs
OT XpaHeHus BGymarn. OHO pernamMeHTUMpyeTCs aHanorMyHbIMM HOpMaTMBHbIMKM akTamu. ObLime MonoXeHus
conoepxut 3akoH Ne 125-d3 «O6 apxuBHom gene B Poccuickon ®eanepaummn», a TpeboBaHUSA KOHKPETHO MO
OGyxranTepckuM AoKyMeHTaMm Bbl HangeTe B 3akoHe Ne 402-03 «O OGyxrantepckoM y4yeTe». OTU 3aKOHbl He
AenatoT NPUHLMNMAnbHbIX pasnuymMin Mexagy 6GyMaXHbIM U SNEKTPOHHBIM JOKYMEHTOM, TEM He MeHee, crieayeT
YUYUTbIBATb Ba)KHbIE HIOAHCBI.

Foe xpaHuTb? XpaHeHue 31 noTpebyeT OT Bac cogepxaHus onpeaerneHHON TEXHUYECKOW MHAPaCTPYKTypbl.
Bam npugetca pewatb, rae XpaHUTb OOKYMEHTbl, Ha KakMX HOCUTENsX, MnokanbHO unu B obnake. Takke
NPUAETCA Y4YUTblBaTb, YTO COBPEMEHHble (U3NYEeCcKMe HOCUTENUW WMMEIKT CBOWCTBO CTapeTb, Kak U Bce
MaTepuanbHoe B 3TOM Mupe. OnTuUYeckne U MONynpoBOOHUKOBbLIE HAKOMWUTENW WMEKOT CBOWMCTBO TepsiTb
KOHTEHT CO BPEMEHEM, MarHUTHbIE OUCKU U3HaLLMBatoTcs. MocMoTpute, Ha Yem Mbl NnepeHocUny dhannbl Kaknux-
TO0 10 net Hasag? BOMbWWHCTBO U3 Hac elle nosnb3oBanucb 3,5-AWMOBBIMKM AUCKETaMU. A cenvac yxe
CMOXHO HaTW B KOMMbIOTEPE ANCKOBOA, KOTOPbIA CMOT Obl X NPOYMTaTb.

Kak BocnpousBectu? [pocto coxpaHutb O[] — HeAocTaTouyHO. HyXXHO elle MMeTb BO3MOXHOCTb aJeKBaTHO
BOCMPOU3BECTU MHGOPMaUMo, NpoyntaTb ee, NonyyYntb AaHHble 06 anekTpoHHon noanucu (3M). TpygHocTb
3aKknyaeTca B TOM, 4TO bopMaTthl 3NEKTPOHHbIX AOKYMEHTOB MMEIT CBOMCTBO MeHATbCA. Hanpumep,
OCHOBHOW hopmaT TEKCTOBLIX LOKYMEHTOB COBCEM HefaBHO Obin .doc (pacwupeHue ¢ainoe, co3gaHHbIX B
Word), a Tenepb yxe .docx. NosiBnstoTCA HOBble pedakTopkl, B TOM yYucrne 6ecnnartHble U o6nayHble, CNoXHO
rOBOpPUTb O TOM, Kak CerogHsiluHne hopmatbl 6yayT COBMECTUMbI C HAMU 3aBTpa.

OTBeTCTBEHHOCTb 3a XpaHeHue W BocnpousBedeHve Ofl, cormacHo OykBe 3akoHa, nNexuT Ha
HanoronnartenbLumke. Hanpumep, kacaemo GyxranTepckux JOKYMEHTOB, Takoe TpeboBaHue nponucaHo B M. n.
112 cT. 29 Ne 402-903 «O byxranTepckom y4eTe».

Kak obecneuntb anuTtenbHoe xpaHeHue? CyLlecTByeT OOCTaTOMHO Cepbe3Has npobnema c AoKyMeHTamu
ANUTENBHOTO UMK MOCTOAHHOIO CPoKa XpaHeHusi. Kak XpaHuTb 3MeKTPOHHbIA AokyMeHT 50 unu 75 net? Kak
obecrneunTb €ro 4YMTaemMocTb B TeyeHWe BCEero cpoka XpaHeHusa? Kakas uWHgpacTpykTypa Ons 9Toro
noTpebyetca? Kak o6ecneuntsb opuandyeckyto Cuny Takux JOKYMEHTOB?

Ha eonipoc «kak xpaHume 3[] 50 unu 6onee nem c obecriedeHUEM UX HOpUOUYECKOU CUMbI?»
Ce200Hs Cywecmesyom moJibko meopemuyeckue omeemsl. Bce-maku, ucmopusi 3/1eKmpoHHO20
dokymeHmoobopoma 8 Poccuu roka He Moxem roxeacmambCsi MHo2o/emHel npakmukod,
noamomy Mhbl nonpocmy ewe He Ooxunu 00 moz2o OHs, Koz2da Mbl MOXeM hakmuyecKku
nposepums cywiecmsyrowue peweHus. loamomy Ha mekywuti MOMEHM Mbl PEKOMEHOYEM 8CeM
aboHeHmMam repesoduUMb 8 3NIEKMPOHHbIU 8UO MOJIbKO me QOKYMeHMbI, Yel CPOK XpaHeHUs1 He
npesbiwiaem 15-20 nem. B amom crniyqae ux xpaHeHue bydem npozHO3UpyeMbIM U 2apaHmMupO8aHHbIM.

Cnocobbl xpaHeHNA JOKYMEHTOB

He BaXHO, MHOrO Nnu y BacC 3MEKTPOHHbIX JOKYMEHTOB W Kak OypHO maeT obmeH, B nobom crnyvae Bbl
CTOJIKHETECH C HEOOXOAMMOCTBIO OpraHu3auuM XpaHeHusi. PaccMoTpyMM HECKONbKO BapvaHTOB TOro, Kak Bbl
MOXXeTe co3aTb COOCTBEHHbIN SNEKTPOHHBIN apXuB.

JNokanbHbLIN apXxuB. OTO OOBOMLHO AOCTYMNHLIA CNOCOO XpaHeHus. He nMeeT 3Ha4yeHusl, C NOMOLLIbIO Yero Bbl
npoBogute obMeH — Yyepe3 SNEKTPOHHY NoyTy unu vepes onepaTtopa 30O — Bbl NPOCTO CkNaablBaeTe BCe
3MEKTPOHHbIE OKYMEHTEI K cebe B nanky komnbtoTepa. Ecnun y Bac B komMnaHWM ecTb NnokarnbHas ceTb, TO Bbl
MOXEeTe MONPOCUTb agMUHUCTpaTopa co3aaTth ana Ol cneumnanbHy0 CETEBYIO Nanky U Aaxe HacTpoOUTb nNpasa
[0oCTyna K Hen.
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Bonbwol mMuHyc amoeo muna xpaHeHusi 3 6 mom, Ymo 8bl He MOxeme 2apaHmuposambs €20

be3onacHocmb (K eawuM J10KafbHbIM OUCKaM HE mak yX U C/IOXHO rfonaydums docmyr) u

HadexxHocmb, 8aM rfpudemcsi caMuM KOHMPOJIUPOB8amb CPOKU XpaHeHusi, obecrniequsamb

cpedcmea eocripoussedeHusi (Oepxxampb nod pykol pedakmop, 8 KoOmopom OOKyMeHmM co30aH) u

poeepKuU 3reKmpoHHOU nodnucu (eaw Kpurmorpoeatdep). U kak monbKo eaw apxus

paspacmemcsi, bl CMOSIKHEMEeCh C Cepbe3HbIMU mMpPyOHOCMAMU Mpu foucke u obecriedyeHuu
docmyna K OQOKyMeHmam.

CneuunanbHbIA 3MEKTPOHHbLIM apx1B. A TyT K BaM Ha NOMOLLb MOTyT NPUATK CNeunanmn3npoBaHHbIe peLleHus
— CUCTEMbl 3MeKTPOHHOro pokymeHToobopota (CO[M, ECM) unu anekTpoHHble apxuBbl. V3HayanbHO OHU
co3gaBanucb Onsl HYyXXO BHYTPEHHero obMeHa, YTO HMKaK He MellaeT UCMoNb3oBaTb TakuMe nporpaMmbl A5is
XpaHeHnsi BHelHux p[okymeHtoB. C3[, npepcraensieT coOOM MOMHOLEHHOE pellueHne s ynpaBrieHus
OOKyMeHTaMu, XpaHuT ux B 6ase gaHHbIX (Mnun hannoBoM XpaHunuuie), obecneumBaeT onepaTmBHbIA JOCTYN K
HUM, COXPaHSIET CBA3M, NO3BOMSAET YNpaBNATb 4OCTYNOM 1 6€30MacHOCTLIO.

®akmu4decKku, OaHHbIU 6UQ XpaHEeHUs [OfTHOCMbIO pewiaem 8ce B803MOXHble Mpobremsl

colepxkaHUsi 371eKMPOHHO20 apxuea: 8ce OOKYMEHMbI XPaHSmCcs Ha 8aluux cepeepax, MHoeue

C3/] obecnevusarom sam cpedcmeo rpocMompa, KOHMPOIUPYOM CPOKU XPaHeHUs, M0380IsiHom

nony4yums 0aHHble 06 anekKmpoHHOU rnodnucu. Beizpyxamb U 3azpyxamb 0oKymeHmbl 8 CO/L] He

cocmaernsem Hukakux mpyoHocmel. Hekomopbie peweHuss yxe uUHmezpuposaHbl CO

cpedcmeamu obmeHa — 3reKmpoHHoU noymold unu onepamopamu 30O. Hanpumep,
OOKyMeHmbI, rosy4eHHble 8 cepsuce Synerdocs, Mo2ym 6bimb asmomMamuyecKu 3a2pyXKeHbl 07151 XpaHeHUs 8
C3/ DIRECTUM.

Ecnun Y BaC HeT NPakKTUKnN BHYTPEHHEro 3J1IEKTPOHHOIo p,oxymeHToo6op0Ta, TO Takue pelleHua Mmoryrt ObITb ana
Bac M30bITOYHbIMU. OHU CTOAT CBOUX AeHer, HoO He KaXxaad Hebonbllas KoMNaHus roToBa 3Tu AeHbr'n NNaTuTb.
[ns mHornx nydyule noaxoauTt XpaHeHune B obnake.

XpaHeHue B obnake. 370 Haubornee nepcnekTUBHLIA U MOTeHUManbHO MONynspHbIA cnocob XpaHeHus
[OKyMeHTOB. Ecnu Bbl yxe nonbayetechb ycnyramu onepatopa 30O, To Bce nepefaHHble C ero MoMoLLbo
JOKYMEHTbI MOMYT XpaHUTLCS NPsSIMO B cepBuce. Bbl Bcerga cmoxeTe K HUM oBpatutbes, cepBuc oGecneynT
MPOCMOTP U NPEaoCcTaBnT AaHHble 0 cepTudmkate MM — Gbin Gbl TONLKO AOCTYN B MHTEPHET.

Hexkomopbie onepamopbi xpaHsim rnepedaHHbie O00KyMeHmbI 1o ymosiyaHuto. Hanpumep, 6

Synerdocs bl ece2da cmoxeme Halmu repedaHHble akmbl U cdema-ghakmypbl 8 meyeHue

8Ce20 CpoKa UX XpaHeHusi — orepamop npocmo obecriequsaem Ossi 8ac O0OMNOHUMEbHYIO

pyHKYUOHanbHoCmMb 8 Kadecmee 6oHyca. Ecnu xe mpebyemcs 6osee 4yemko 0603Ha4yume

MoNUMUKY XpaHeHusl, pasepaHudume rnpasa oocmyna, K/o4yesble 2apaHmuu — mo C

ornepamopoM fpPocmo 3akidaemcsi omoesibHOe coenauieHue, 8 KOmopoM 6Ce OI0XEHUs Mo
XpaHeHU!o nporuckigaromcsi omoesibHo. B amom criyyae oriepamop rnonHoueHHo 6epem Ha cebsi obsizaHHocmu
3/1EKMPOHHO20 apxuaa.

Insa 3akoHopaTenbcTBa B MPUWHLMMNE He BaXHO, KAKOM CnocoG XpaHeHus Bbl BbiGpanu. KoHTponwvpyoLme
opraHbl He 6yayT 0653bIBaTb Bac MCMNOMNb30BaTb TO UMW MHOE PELLEHNe, AN HUX BaXkHee TO, Kak cobrogatoTcs
pernaMeHTbl nepeaayv LOKYMEHTOB, BbiAepXuBaloTca nu TpebosaHusa K cdopmaTy U kakoi ceptudmkat Il
ncnonb3yeTcs Ans nognvcaHus.

CpOKI/I XpaHeHNA 1 NnpoBepKa POpI/I,D,I/ILIeCKOIZ CUTIbI

Cpokun xpaHeHus onucaHbl byxranTepckuM U HarnoroBbIM 3akoHoAaTenbcTBoM Poccumn. Bam 0TnnYHO M3BECTHO,
41O, cornacHo 3akoHy Ne 402-03 «O Gyxrantepckom ydeTe», byxrantepckue nepBUYHbIE YYETHbIE JOKYMEHTbI
crnegyeT XpaHuTb B TedyeHMe NATM feT nocrne roga, B KOTOPOM OHW WMCMONb30Banuncb Ans COCTaBneHus
OyxranTepckon OTYETHOCTM B nocnegHun pas. [daHHble HopMaTMBbl PachpOCTPAHAKTCA OAMHAaKOBO Ha
ByMaxHble U 3reKTPOHHbIE AOKYMEHTHI.

3akoHoaaTensCTBO O GyxranTepckoM M HanoroBoMm y4yete, 06 apXMBHOM fefle yCTaHaBnuBaeT pasfuyHble
TpeboBaHUA K CPOKaM XpaHEeHUs! JOKYMEHTOB GyXranTepckoro M HamnoroBoro yyeta v otyeTHocTu. PasHuua B
CPOKax XpaHeHUs OOKyMEHTOB ObycrioBrneHa BaXHOCTbIHO [AOKYMEHTa, ero HeoBXoauMOCTbio AN BeaeHus
ByxranTepckoro y4yeTa, AN UCHUCMEHMS W YNnaThl Harnoros.
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CPOKU XPAHEHUA SAEKTPOHHbBIX AOKYMEHTOB

MNpoune Byxrantepckue [orosopHblie

OOKYMeHTBI ACKYMEHTBI AOKYMEeHTbI

NUCEMA, cnelrduraLmm, cuyeT-(haKTyphl, aKThl, Jorosopa,

CMpaBkU HaKknagHele JLOMN. COrMaLleHnA,
NPUNCHKEHWA,
cneyndukaLmn

B cpepgHem 5 net He menee 5 ner, BapbupyeTca ot 5 ner

COMIACHO 3aK0Ha [0 NOCTOAHHOTO

N 402-03 XpaHeHUuA.

‘fO ByxranTepckom B 3aBncumocTy oT TMNA

yEIED LOKYMEHTA W EF0 CPOKa
NEeACTEKA.

Kaknum 6bl HM ObIn CPOK XpaHEHUs1 ANEKTPOHHOrO AOKYMEHTa, Ha BCEM €ro NnpoTsXeHWUM Heobxooumo UMETb
BO3MOXHOCTb 4eTKO onpedenutb ero puaUYeckylo Cuny, UeHTpanbHbIM rapaHTOM KOTOPOW BbICTynaet
3NEKTPOHHas NOANUChL. TYT BO3HWKAET BOMPOC: Kak NPOBEpUTb NErMTUMHOCTb JOKYMEHTa Nocne Toro, Kak Cpok
aewncteus ceptudpmkarta 3l uctek.

OencrteutensHo, ceptuchmkat Il AecTBYET BCero rod, a 6onbLIMHCTBO ByxranTepcknx 4OKYMEHTOB, kak BUOHO
Ha WnnCTpauun, XpaHAaTcad MuHUMYM 5 net. daktuyecku, nomnydaetcs, yto Ol cnycta rog yxe Oyget
HeBanuaHa, crieqoBaTenbHO, NErMTMMHOCTL LOKYMEHTa oKasblBaeTca nog BonpocoM. 3akoH Ne 63-903 «O6
SNEKTPOHHOW NOAMNUCK» FOBOPUT O TOM, YTO Npwu nposepke nognucu ceptudmkat 3 gormxkeH ObiTb nNubo
OEeNCTBYOLWMM, MO0 AOMXKHbI ObITh 4OKA3aTeNbCTBA, YTO OH Oblfl TAKOBbIM HA MOMEHT MOAMUCAHMS.

Takumu Ookasamesnbcmeamu Moeym bbimb, Harpumep, wmamrbl 8peMeHU U UHgopMayusi o

OeticmeumernsHocmu 3l (OCSP-omeemsi unu criucku omsbigog cepmucghukamos — CRL-

criucku). Ecnu e3sme, Kk npumepy, Haw cepsuc, mo rpu repedade 371eKmMpPoHHOU MoonucuU oHa Kak

pa3 dononHaemcss  OaHHbIMU  Ookazamernibcmeamu.  Dakmudecku, Mbl OenaemM U3

keanuguyuposaHHol 3l — ycoeepwieHCM8oB8aHHYIO MoOnNuUCh (pacwupeHHbIt gopmam 3[]),
Komopasi [oMOoXem CHSmMb 6ce cywecmsyuwue Ha Cce200HAWHUl OeHb onaceHuss ob obecrieyeHuu
neaumumHocmu 3/.

BonblwurHcTBO BonpocoB NermTMMHOCTU CHMMaeTCA CylleCcTByHOLWNMN peKBU3NTaAMIN KBaJ'II/I(*)I/ILI,I/IpOBaHHOVI o,
NPOCTO CTOUT nepevnTaTb OOHY U3 HalluX NpenblayLinx rnas.

Y MHOMMX KOMMaHWK1, KOTOpble MPUCTYNalT K OpraHu3aumm apxmBoB, TakkKe BO3HMKAKOT OnaceHus no nosoay
TOro, YTo genatb ¢ 3l OT yAOCTOBEPAIOLLErO LIEeHTpa, NpekpaTMBLLEro cBoe cywectBoBaHme. OTBET Ha 3TOT
BOnpoc Hangetcs B 3akoHe Ne 63-d3 «O6 anekTpoHHON nognucu». Ecnn akkpeanToBaHHbIN YO0CTOBEPSIIOLLMNA
LEHTp, KOTOpbIA BblaaBan KBanuuUMpoBaHHbIE CepTUdUKaTbI, NpeKkpalaeT CBOe CyLleCTBOBaHWE B
onpefeneHHbIn MOMEHT, TO BCE [aHHble MO cepTudukatam, B YaCTHOCTM CMMCKM OT3bIBOB M BbIMYCKOB
cepTudunkaToB, nepeaaroTca B rofloBHOM yAOCTOBEPSAOLWMI LeHTp. Bea aTa nHdbopmaums coxpaHseTcs, nmnoc
HeobGXxoauMMble AaHHble Yxe codepxaTcs B camoM copmaTe nognucu. OTOro AoCTaTtovyHo, Y4ToObl pelmnTb
BOMPOCHI C OPUANYECKON CUITON OKYMEHTOB C ANIUTENbHBIMU CPOKaMM XpaHEHMS!.

Pa3ymeeTcs, BCe 3TW AOCTAaTOYHO CNOXHblE MPOLEeCcChl He ByAyT NOXUTLCA Ha Nneyy NPocTbIX Nofnb3oBaTenen
3NEKTPOHHbIX apxmsoB unu cepsucos 300.

BmecTo 3aknyeHuns

KoHeuHo, cerogHa B Poccum Tema XpaHeHUA pngnydeckn CUlbHbIX 3JN1EKTPOHHbIX OOKYMEHTOB BCe elle
HaxoauTca B Cctaguun pa3p360TKM. Y Hac ecTb uenbin H360p HOPMAaTUBHbLIX aKTOB, B KOTOPbIX cCOoAepXaTcA
OTPbIBOYHbIE U Pa3pPO3HEHHble peKoMeHOaunn no XpaHeHuto 3L, HO HeT LEeHTpalbHOro AOKyMeHTa. 3akoH
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Ne 125-03 «O6 apxueHom gene Poccuinckon Pegepalmy» CUbHO yCTapen, OH co3faBarics elle 4O Toro, Kak
nony4un ceoe passutne 310.

OfHako 3TO COBEpLUEHHO He MellaeT GM3Hecy yxe CTPOUTb CBOK MPaKTWKy. 3akoHbl COAepXKaT 4OCTaTOYHO
0obLIMX yKasaHWin, a co3daHue KOHKPETHbIX TpeBoBaHWii, pernameHTOB, OTPaXKeHWe UX B COOTBETCTBYHOLLMX
noKanbHbIX HOPMaTUBHBLIX akTax, Bbl MOXeTe CrokoiHo 6paTb Ha cebs. Ceinvac aons GuUaHeca HeT HUKaKMX
orpaHVUYeHuin, rocyaapcTBy He NMPUHLIMMNANbHO, Kak Bbl XpaHUTe JOKYMEHThI — B 0Brake Unm HeT — BaKHO MULLb
obecreunBaTb Teé MOMEHTbI, O KOTOPbIX Mbl FOBOPUMM Bbille. YeM Livpe ByaeT pacnpocTpaHATbLCA aTa
npakTuka, TeM Gonbliue Mbl ByaeM 3HaTb O PasnUYHbIX HIDAHCAX XPaHeHUs, TeM MeHblie ByaeT HepelLeHHbIX
BOMPOCOB.

B cnepytowen rnase

B cnepytoleit yactu Hawwero y4ebHuKa Mbl pacckakem Bam O TOM, YTO Takoe poyMUHr onepaTtopos 00, B uem
€ro 0coGEHHOCTU, CTOUT M €70 XAAaTb U Kak1e Apyrie pelleHnsl B3auMoaenCTBUS CYLLLECTBYIOT CEroaHs.

YutaTtb ganbLue:

e [nasa 1. byxrantep 1 anekTPoHHbIN JOKYMEHT.

e [naBa 2. byxrantepy o6 a51eKTPOHHON NOAMUCH.

e [naBa 3. ONeKkTpoHHbIE JOKYMEHTbI - aKTbl, 3aKOHbI U Ba)KHbl€ HIOAHChI.

e [naBa 4. OnekTpoHHas Harorosas OTYETHOCTb: 0cobeHHocTM B3anmoaencTemsa ¢ PHC.

e [naBa 5. XpaHeHue 3NeKTPOHHbIX AOKYMEHTOB: rae U Kak.

e [naBa 6. Y10 Takoe POYMUHI SMEKTPOHHbIX AOKYMEHTOB

e [nasa 7. Bbixoaum 3a rpaHuLibl.

Bonblue maTepmnanos ansa oyxrantepa Ha ECM-Journal.




