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3. "1=8=A: 2023 3.  

 �!�%&�$%&�" !�'�� � �/%(��" "�$��"��!�/ $"%%��%�"� (���$�&�� 
(���$��0!"� �"%'��$%&��!!"� ��&"!" !"� "�$��"��&��0!"� ''$����!�� �/%(��" "�$��"��!�/ 

«!0F8>=0;L=K9 8AA;54>20B5;LA:89 O45@=K9 C=825@A8B5B « �(�» 
"1=8=A:89 8=AB8BCB 0B><=>9 Q=5@35B8:8 –  

D8;80; D545@0;L=>3> 3>AC40@AB25==>3> 02B>=><=>3> >1@07>20B5;L=>3> CG@5645=8O 2KAH53> >1@07>20=8O 
«!0F8>=0;L=K9 8AA;54>20B5;LA:89 O45@=K9 C=825@A8B5B « �(�» 

(��&- !�/'  �(�) 
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&5@<8=>;>38G5A:89 A;>20@L ?> 48AF8?;8=5 «1;5:B@>==K9 4>:C<5=B>-
>1>@>B» A?>A>1AB2C5B A8AB5<0B870F88 7=0=89 ABC45=B>2 2284C 0:B82870F88 
8E A0<>AB>OB5;L=>9 @01>BK A 107>9 8AB>G=8:>2, 0 8<5==>, A =>@<0B82=>-
?@02>2K<8 0:B0<8, A?5F80;L=>9 ;8B5@0BC@>9, M;5:B@>==K<8 @5AC@A0<8. 

� A>AB02 A;>20@O 2:;NG5=K A?5F80;L=K5 A;>20 8 7=0G5=8O, :>B>@K5 O2-
;ONBAO C7:>?@>D5AA8>=0;L=K<8 B5@<8=0<8 ?> 40==>9 48AF8?;8=5. 

�=0G5=85 B5@<8=0 @0A:@K205BAO 2 :@0B:>< >?@545;5=88, 4>AB0B>G=>< 
4;O ?>=8<0=8O A0<>3> A;>20 8 53> C?>B@51;5=8O. 

&5@<8=>;>38G5A:89 A;>20@L =5 A>45@68B A2545=8O 4;O 2A5AB>@>==53> 
7=0:><AB20 A A0<8< =07K205<K< >?@545;5=85<. 
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�@0B:89 B5@<8=>;>38G5A:89 A;>20@P 
 

�4<8=8AB@0B>@ (0dministrator) - @>;L ?>;L7>20B5;O 2 A8AB5<5. "B25-
G05B 70 ?>2A54=52=>5 ?@8<5=5=85 @53;0<5=B0 @01>BK A> A;C651=K<8 4>:C-
<5=B0<8 2 >@30=870F88. �040G8, >B=5A5==K5 2 40==>9 A?5F8D8:0F88 : >1O-
70==>ABO< 04<8=8AB@0B>@0, <>3CB 1KBL @0745;5=K <564C =5A:>;L:8<8 @>;O-
<8. 

�4<8=8AB@0B>@ 157>?0A=>AB8 - 4>;6=>AB=>5 ;8F>, >B25G0NI55 70 
M:A?;C0B0F8N %��� 8 %1# 8 C?@02;5=85 :@8?B>3@0D8G5A:8<8 :;NG0<8. 

�CB5=B8G=>ABP (authenticity) - 2 :>=B5:AB5 C?@02;5=8O 4>:C<5=B0F8-
59: A2>9AB2> 1KBL ?>4;8==K<. 

�5@A8S (version) - A>AB>O=85 4>:C<5=B0 2 =5:>B>@K9 <><5=B 53> @07@0-
1>B:8. 

�;045;5F A5@B8D8:0B0 :;RG0 Q;5:B@>==>9 ?>4?8A8 - ;8F>, =0 8<O 
:>B>@>3> 2K40= A5@B8D8:0B :;NG0 M;5:B@>==>9 ?>4?8A8 8 :>B>@>5 2;0455B 
A>>B25BAB2CNI8< 70:@KBK< (A5:@5B=K<) :;NG>< M;5:B@>==>9 ?>4?8A8, ?>7-
2>;ONI8< A ?><>ILN %1# A>74020BL A2>N M;5:B@>==CN ?>4?8AL 2 M;5:-
B@>==KE 4>:C<5=B0E. 

�81@84=0S ?0?:0 (hybrid file) - A>2>:C?=>ABL 2708<>A2O70==KE M;5:-
B@>==KE 4>:C<5=B>2 8/8;8 <0B5@80;L=KE 4>:C<5=B>2, E@0=OI8EAO G0AB8G=> 
2 M;5:B@>==>< 45;5 2 %1� 8 G0AB8G=> 2 A>>B25BAB2CNI5< 1C<06=>< 45;5 
2=5 %1�. 

�@8D >3@0=8G5=8S 4>ABC?0 (security category) - >48= 8;8 =5A:>;L:> 
B5@<>2, 0AA>F88@>20==KE A 4>:C<5=B><, :>B>@K5 >?@545;ONB ?@028;0 4>ABC?0 
: =5<C. 

�>:C<5=B - 70D8:A8@>20==0O =0 <0B5@80;L=>< =>A8B5;5 845=B8D8F8-
@C5<0O 8=D>@<0F8O, A>740==0O, ?>;CG5==0O 8 A>E@0=O5<0O >@30=870F859 8;8 
G0AB=K< ;8F>< 2 :0G5AB25 4>:070B5;LAB20 ?@8 ?>4B25@645=88 ?@02>2KE >1O-
70B5;LAB2 8;8 45;>2>9 45OB5;L=>AB8. 

�>:C<5=B>>1>@>B - 42865=85 4>:C<5=B>2 2 >@30=870F88 A <><5=B0 8E 
A>740=8O 8;8 ?>;CG5=8O 4> 7025@H5=8O 8A?>;=5=8O 8;8 >B?@02;5=8O. 

�87=5==O9 F8:; 4>:C<5=B0 – B8? ?>2545=8O 4>:C<5=B0 >B <><5=B0 
D>@<8@>20=8O 4> <><5=B0 ?5@540G8 2 0@E82 (=0 E@0=5=85) 8;8 C=8GB>65=8O. 

�0:@OBO9 (A5:@5B=O9) :;RG H8D@>20=8S - C=8:0;L=0O ?>A;54>20-
B5;L=>ABL 40==KE, 8A?>;L7C5<0O 4;O H8D@>20=8O M;5:B@>==>3> 4>:C<5=B0. 

�0:@OBO9 (A5:@5B=O9) :;RG Q;5:B@>==>9 ?>4?8A8 - C=8:0;L=0O ?>-
A;54>20B5;L=>ABL 40==KE, 8725AB=0O 2;045;LFC A5@B8D8:0B0 :;NG0 M;5:B@>=-
=>9 ?>4?8A8 8 ?@54=07=0G5==0O 4;O D>@<8@>20=8O M;5:B@>==>9 ?>4?8A8 
M;5:B@>==>3> 4>:C<5=B0 A 8A?>;L7>20=85< %1#. 

�;0AA8D8:0F8S (classification) - A8AB5<0B8G5A:0O 845=B8D8:0F8O 8 
@0A?>;>65=85 45;>2KE 0:B82=>AB59 8/8;8 4>:C<5=B>2 ?> :0B53>@8O<, A>-
3;0A=> ;>38G5A:8 AB@C:BC@8@>20==K< A>3;0H5=8O<, <5B>40< 8 ?@>F54C@=K< 
?@028;0<, ?@54AB02;5==K< 2 AE5<5 :;0AA8D8:0F88. 
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�;RG @538AB@0F88 - 70:@KBK9 (A5:@5B=K9) :;NG M;5:B@>==>9 ?>4?8-
A8, AD>@<8@>20==K9 2 ?@>F5AA5 @538AB@0F88 =>2>3> 2;045;LF0 A5@B8D8:0B0 
:;NG0 M;5:B@>==>9 ?>4?8A8. 

�;RG52>9 =>A8B5;P - 8=D>@<0F8>==K9 =>A8B5;L, A>45@60I89 :@8?-
B>3@0D8G5A:85 :;NG8. 

�@8?B>3@0D8G5A:85 :;RG8 - >1I55 =0720=85 >B:@KBKE 8 70:@KBKE 
(A5:@5B=KE) :;NG59 M;5:B@>==>9 ?>4?8A8 8/8;8 H8D@>20=8O. 

 0@H@CB870F8S 4>:C<5=B>2 8 7040=89 - 4>AB02:0 4>:C<5=B>2 8 70-
40=89 =0 @01>G55 <5AB> 8A?>;=8B5;O. 

 5B040==O5 (metadata) - 2 :>=B5:AB5 4>:C<5=B>>1>@>B0: AB@C:BC@8-
@>20==0O 8;8 ?>;CAB@C:BC@8@>20==0O 8=D>@<0F8O, :>B>@0O >15A?5G8205B 
2>7<>6=>ABL A>740=8O, C?@02;5=8O, 8 8A?>;L7>20=8O 4>:C<5=B>2 2 B5G5=85 
2@5<5=8 8 2=CB@8 8 2=5 >@30=870F88, 2 :>B>@>9 >=8 A>740=K. 

"B:@OBO9 :;RG H8D@>20=8S - C=8:0;L=0O ?>A;54>20B5;L=>ABL 40=-
=KE, A>>B25BAB2CNI0O 70:@KB><C (A5:@5B=><C) :;NGC H8D@>20=8O, :>B>@0O 
8A?>;L7C5BAO 4;O H8D@>20=8O M;5:B@>==>3> 4>:C<5=B0. 

"B:@OBO9 :;RG Q;5:B@>==>9 ?>4?8A8 - C=8:0;L=0O ?>A;54>20B5;L-
=>ABL 40==KE, A>>B25BAB2CNI0O 70:@KB><C (A5:@5B=><C) :;NGC M;5:B@>==>9 
?>4?8A8, 4>ABC?=0O ;N1><C CG0AB=8:C %1� 8 ?@54=07=0G5==0O 4;O ?>4B25@-
645=8O A 8A?>;L7>20=85< %1# ?>4;8==>AB8 M;5:B@>==>9 ?>4?8A8 2 M;5:-
B@>==>< 4>:C<5=B5. 

#>4B25@645=85 ?>4;8==>AB8 -*# - ?>;>68B5;L=K9 @57C;LB0B ?@>-
25@:8 ?@028;L=>AB8 1&#, 2K@01>B0==>9 ?@02><>G=K< ;8F>< 87 8AE>4=>9 
8=D>@<0F88 ?CB5< ?@8<5=5=8O ?@8=04;560I53> 5<C 70:@KB>3> :;NG0 1&#, 
?>;CG5==K9 A 8A?>;L7>20=85< 70@538AB@8@>20==>3> 8 A5@B8D8F8@>20==>3> 
>B:@KB>3> :;NG0 1&#. 

#>@S4>: E@0=5=8S (retention schedule) - ?>A;54>20B5;L=>ABL 8=AB@C:-
F89, =07=0G5==KE :;0AAC 8;8 45;C GB>1K 7040BL ?@>4>;68B5;L=>ABL 2@5<5=8, 
2 B5G5=85 :>B>@>3> A;C651=K5 4>:C<5=BK 4>;6=K >AB020BLAO 2 >@30=870F88 
2 A2O78 A ?>B@51=>ABO<8 B5:CI59 45OB5;L=>AB8 8 >:>=G0B5;L=CN AC4L1C 
A;C651=KE 4>:C<5=B>2 ?> 8AB5G5=88 CAB0=>2;5==>3> A@>:0 E@0=5=8O. 

#@>B>:>; 0C48B0 (audit trail) - 8=D>@<0F8O > B@0=70:F8OE 8;8 8=KE 
459AB28OE, :>B>@K5 >:07K20NB 2;8O=85 =0 ACI=>AB8 8;8 87<5=ONB 8E (2 B.G. 
8 M;5<5=BK <5B040==KE), E@0=8<0O 2 4>AB0B>G=> 45B0;878@>20==>< 2845, 
GB>1K >15A?5G8BL @5:>=AB@C:F8N 2K?>;=5==KE 459AB289. 

$538AB@8@>20=85 (capture) - @538AB@0F8O, :;0AA8D8:0F8O, 4>102;5=85 
<5B040==KE 8 A>E@0=5=85 4>:C<5=B0 2 A8AB5<5, :>B>@0O C?@02;O5B 4>:C<5=-
B0<8. 

$>;P (role) - A>2>:C?=>ABL @07@5H5=89 =0 4>ABC? : DC=:F8>=0;L=K< 
2>7<>6=>ABO< A8AB5<K, ?@54>AB02;5==0O ?@54>?@545;5==><C ?>4<=>65AB2C 
?>;L7>20B5;59. 

%8AB5<0 C?@02;5=8S 1070<8 40==OE (%'��) - ?@>3@0<<=>5 >15A?5-
G5=85, :>B>@>5 >15A?5G8205B 22>4, E@0=5=85 8 >1@01>B:C 1>;LH8E >1J5<>2 
8=D>@<0F88 (107 40==KE). 
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%8AB5<0 Q;5:B@>==>3> 4>:C<5=B>>1>@>B0 (%-�) - A8AB5<0 02B><0B8-
70F88 @01>BK A 4>:C<5=B0<8 =0 ?@>BO65=88 2A53> 8E 687=5==>3> F8:;0 (A>-
740=85, 87<5=5=85, E@0=5=85, ?>8A:, :;0AA8D8:0F8O 8 ?@.), 0 B0:65 ?@>F5AA>2 
2708<>459AB28O <564C A>B@C4=8:0<8. #@8 MB>< ?>4 4>:C<5=B0<8 2 ?5@2CN 
>G5@54L ?>4@07C<520NBAO =5AB@C:BC@8@>20==K5 4>:C<5=BK (D09;K Word, 
Excel 8 ?@.). �0: ?@028;>, %1� 2:;NG05B 2 A51O M;5:B@>==K9 0@E82 4>:C<5=-
B>2 8 A8AB5<C 02B><0B870F88 45;>2KE ?@>F5AA>2. 

%@54AB20 :@8?B>3@0D8G5A:>9 70I8BO 8=D>@<0F88(%���) - A>2>-
:C?=>ABL ?@>3@0<<=>-B5E=8G5A:8E A@54AB2, >15A?5G820NI8E ?@8<5=5=85 
M;5:B@>==>9 ?>4?8A8 8 H8D@>20=8O ?@8 >@30=870F88 M;5:B@>==>3> 4>:C-
<5=B>>1>@>B0. %��� <>3CB ?@8<5=OBLAO :0: 2 2845 A0<>AB>OB5;L=KE ?@>-
3@0<<=KE <>4C;59, B0: 8 2 2845 8=AB@C<5=B0;L=KE A@54AB2, 2AB@08205<KE 2 
?@8:;04=>5 ?@>3@0<<=>5 >15A?5G5=85. 

%@54AB20 Q;5:B@>==>9 ?>4?8A8(%-#) - 0??0@0B=K5 8 (8;8) ?@>-
3@0<<=K5 A@54AB20, >15A?5G820NI85 @50;870F8N E>BO 1K >4=>9 87 A;54CN-
I8E DC=:F89: A>740=85 M;5:B@>==>9 ?>4?8A8 2 M;5:B@>==>< 4>:C<5=B5 A 8A-
?>;L7>20=85< 70:@KB>3> (A5:@5B=>3>) :;NG0 M;5:B@>==>9 ?>4?8A8, ?>4B25@-
645=85 A 8A?>;L7>20=85< A5@B8D8:0B0 :;NG0 M;5:B@>==>9 ?>4?8A8 ?>4;8=-
=>AB8 M;5:B@>==>9 ?>4?8A8 2 M;5:B@>==>< 4>:C<5=B5, A>740=85 >B:@KBKE 8 
70:@KBKE (A5:@5B=KE) :;NG59 M;5:B@>==>9 ?>4?8A8. %1# <>3CB ?@8<5=OBL-
AO :0: 2 2845 A0<>AB>OB5;L=KE ?@>3@0<<=KE <>4C;59, B0: 8 2 2845 8=AB@C-
<5=B0;L=KE A@54AB2, 2AB@08205<KE 2 ?@8:;04=>5 ?@>3@0<<=>5 >15A?5G5=85. 

&>< (volume) - G0ABL M;5:B@>==>3> 45;0 8;8 1C<06=>3> 45;0. 
'@>25=P 4>?CA:0 (security clearance)- >48= 8;8 =5A:>;L:> B5@<>2, 0A-

A>F88@>20==KE A ?>;L7>20B5;5<, :>B>@K5 >?@545;ONB, : 4>:C<5=B0<8 A :0-
:8<8 3@8D0<8 >3@0=8G5=8O 4>ABC?0 40==K9 ?>;L7>20B5;L 8<55B 4>ABC?. 

(>@<0B Q;5:B@>==>3> 4>:C<5=B0 - AB@C:BC@0 A>45@60B5;L=>9 G0AB8 
M;5:B@>==>3> A>>1I5=8O, =0 >A=>25 :>B>@>3> AD>@<8@>20= M;5:B@>==K9 4>-
:C<5=B. 

,8D@>20=85 - :@8?B>3@0D8G5A:>5 ?@5>1@07>20=85 40==KE, ?>72>;O-
NI55 ?@54>B2@0B8BL 4>ABC? =5C?>;=><>G5==KE ;8F : A>45@68<><C 70H8D-
@>20==>3> 1�. 

-;5:B@>==0S ?0?:0 (electronic file) - A>2>:C?=>ABL 2708<>A2O70==KE 
M;5:B@>==KE 4>:C<5=B>2. 

-;5:B@>==0S F8D@>20S ?>4?8AP (-*#, digital signature) – @5:2878B 
M;5:B@>==>3> 4>:C<5=B0, ?@54=07=0G5==K9 4;O 70I8BK 40==>3> M;5:B@>==>-
3> 4>:C<5=B0 >B ?>445;:8, ?>;CG5==K9 2 @57C;LB0B5 :@8?B>3@0D8G5A:>3> 
?@5>1@07>20=8O 8=D>@<0F88 A 8A?>;L7>20=85< 70:@KB>3> :;NG0 M;5:B@>=-
=>9 F8D@>2>9 ?>4?8A8 8 ?>72>;ONI89 845=B8D8F8@>20BL 2;045;LF0 A5@B8-
D8:0B0 :;NG0 ?>4?8A8, 0 B0:65 CAB0=>28BL >BACBAB285 8A:065=8O 8=D>@<0-
F88 2 M;5:B@>==>< 4>:C<5=B5. 

-;5:B@>==O9 04<8=8AB@0B82=O9 @53;0<5=B (-�$) – 04<8=8AB@0-
B82=K9 @53;0<5=B, ?>;=>ABLN @50;87>20==K9 A ?@8<5=5=85< 8=D>@<0F8>=-
=>-:><<C=8:0F8>==KE B5E=>;>389 (��&). 1�$ ?@54?>;0305B D>@<0;L=>5 
>?8A0=85 04<8=8AB@0B82=KE ?@>F54C@, ?@83>4=>5 4;O =5?>A@54AB25==>9 8=-
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B5@?@5B0F88 8 8A?>;=5=8O A@54AB20<8 8=D>@<0F8>==>-:><<C=8:0F8>==KE 
B5E=>;>389. 

-;5:B@>==O9 0@E82 4>:C<5=B>2 – A8AB5<0 E@0=5=8O 4>:C<5=B>2 2 
M;5:B@>==>< 2845, >15A?5G820NI0O =0456=>ABL E@0=5=8O, :>=D845=F80;L-
=>ABL 8 @073@0=8G5=85 4>ABC?0, >BA;56820=85 8AB>@88 87<5=5=89, C4>1AB2> 
8 A:>@>ABL ?>8A:0. 

-;5:B@>==O9 4>:C<5=B (-�) - 4>:C<5=B, A>740==K9 A ?><>ILN 
A@54AB2 :><?LNB5@=>9 >1@01>B:8 8=D>@<0F88, :>B>@K9 <>65B 1KBL ?>4?8-
A0= M;5:B@>==>9 F8D@>2>9 ?>4?8ALN (1&#) 8 A>E@0=ё= =0 <0H8==>< =>A8-
B5;5 2 2845 D09;0 A>>B25BAB2CNI53> D>@<0B0. 

-;5:B@>==O9 4>:C<5=B>>1>@>B (-�") - 548=K9 <5E0=87< ?> @01>B5 
A 4>:C<5=B0<8, ?@54AB02;5==K<8 2 M;5:B@>==>< 2845, A @50;870F859 :>=-
F5?F88 «1571C<06=>3> 45;>?@>872>4AB20». 

-B0? :>=D83C@0F88 (configuration time) - B>G:0 2 687=5==>< F8:;5 
%1�, :>340 ?@>872>48BAO 55 CAB0=>2:0 8 =0AB@0820NBAO 55 ?0@0<5B@K. 

Ad-hock <0@H@CB870F8S - 48=0<8G5A:>5 >?@545;5=8O <0@H@CB0 428-
65=8O 4>:C<5=B0 >B >4=>3> ?>;L7>20B5;O : 4@C3><C, :>B>@>5 <>65B 1KBL 70-
40=> ?>;L7>20B5;5<, :>B>@K9 2 40==K9 <><5=B @01>B05B A 4>:C<5=B><. 

Document management system (DMS) - A8AB5<0 C?@02;5=8O 4>:C<5=-
B>>1>@>B0, ?@>3@0<<=>5 >15A?5G5=85, :>B>@>5 >15A?5G8205B >@30=870F8N 
4>:C<5=B>>1>@>B0 ?@54?@8OB8O. 

Enterprise Content Management (ECM, C?@02;5=85 8=D>@<0F8>=-
=O<8 @5AC@A0<8 ?@54?@8SB8S 8;8 C?@02;5=85 :>@?>@0B82=>9 8=D>@-
<0F859) – A8AB5<0 ?>445@60=8O ?>;=>3> 687=5==>3> F8:;0 8=D>@<0F88, >B 
55 A>740=8O 8;8 ?>;CG5=8O 872=5 4> C=8GB>65=8O, :>340 >=0 ?>B5@O5B 0:BC-
0;L=>ABL 8 F5==>ABL. 

Electronic Document Management Systems (EDMS) - B> 65, GB> 8 %1�. 

MoReq (Model Requirements for the Management of Electronic 

Records) - DC=:F8>=0;L=0O A?5F8D8:0F8O ?> C?@02;5=8N M;5:B@>==K<8 4>-
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