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ABSTRACT

The article is devoted to special features of appraisal of electronic documents and spe-
cial criteria that should be applied in the process of selecting documents for transfer-
ring to the archive. The author concludes that most of the criteria used in the process of
the appraisal are traditional and equally applicable to both paper and electronic docu-
ments. At the same time, when evaluating electronic documents, a number of special
criteria should be applied, such as the availability of the necessary metadata, the abili-
ty to reproduce and process electronic documents without using additional specialized
software throughout the entire period of their storage, etc. The presence of special cri-
teria determines certain stages in the process of appraisal, that should start from the
stage of the design of the information system, in which electronic records will be creat-
ed, circulated and stored.

Key words: electronic document, information resource, information system, appraisal,
criteria for the appraisal and selection of documents, stages of the appraisal

VALUTAZIONE DEI DOCUMENTI ELETTRONICI:
CRITERI E FASI

ABSTRACT

Ll'articolo é dedicato alle particolarita della valutazione dei documenti elettronici e
ai criteri particolari che dovrebbero essere applicati nel processo di selezione dei do-
cumenti da trasferire all'archivio. L'autore conclude che la maggior parte dei crite-
ri utilizzati nel processo di valutazione sono tradizionali e ugualmente applicabili sia
ai documenti cartacei che a quelli elettronici. Allo stesso tempo, quando si valutano i
documenti elettronici, dovrebbero essere applicati una serie di criteri speciali, come la
disponibilita dei metadati necessari, la capacita di riprodurre ed elaborare documenti
elettronici senza utilizzare software specializzato aggiuntivo durante l'intero periodo
dellaloro conservazione, ecc. La presenza di particolari criteri determina alcune fasi del
processo di valutazione, che dovrebbe partire dalla fase di progettazione del sistema
informativo, in cui verranno create, diffuse e conservate le registrazioni elettroniche.

Parole chiave: documento elettronico, risorsa informativa, sistema informativo, valu-
tazione, criteri perla valutazione e selezione dei documenti, fasi della valutazione
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VREDNOTENIJE ELEKTRONSKEGA GRADIVA:
KRITERUI IN STOPNJE

Povzetek

Clanek je posvecen posebnostim vrednotenja elektronskih dokumentov in posebnim
merilom, kijih je treba upoStevati priizbiri dokumentov za predajo v arhiv. Avtor ugota-
vlja, daje vecina kriterijev, uporabljenih v procesu vrednotenja, tradicionalnih in enako
uporabnih tako za papirne kot elektronske dokumente. Hkrati je treba pri vrednoten-
ju elektronskih dokumentov uporabiti Stevilna posebna merila, kot so razpoloZljivost
potrebnih metapodatkov, zmoZnost reprodukcije in obdelave elektronskih dokumen-
tovbrezuporabe dodatne specializirane programske opreme skozi celotno obdobje nji-
hovega shranjevanja itd. Prisotnost posebnih kriterijev doloc¢a dolocCene faze v procesu
vrednotenja, ki se mora zaceti v fazi nacrtovanja informacijskega sistema, v katerem se
bodo ustvarjali, kroZili in hranili elektronski zapisi.

Kljucne besede: elektronski dokument, informacijski vir, informacijski sistem, vredno-
tenje, merila za vrednotenje in izbor dokumentov, stopnje vrednotenja

3KCNEPTbI3A KALUTOYHACLI 3NIEKTPOHHbIX
OAKYMEHTAY: KPbIT3Pbll | 3TANbI

P33HOM3

Y apTbikyne pasrnsgatoyya acabniBacui npaBsifi3eHHS] 3KCMEPThbI3bl KAlITOYHACLi 3/1ekK-
TPOHHbIX flaKyMeHTay i crieublsisibHbIsi KPbIT3Pbli, SIKisS NaBiHHbI BbIKapbiCTOYBayLa Y npay-
3ce agbopy faKyMeHTay A/ nepagaybl Ha 3axoyBaHHe Y apxiy. AyTap pobilb BbICHOBY, LITO
60/1bLIACLb KPbITIPbIAY, SKisl Y)KbIBaOLLA NPbl audHLbI, 3’ayAswoLLa TpagblUbIiHbIMI | ag-
HoJIbKaBa MafbiXof3sLb sIK 4a NanspoBbIX, TaK i fa 3/1€KTPOHHbIX faKyMeHTay. Y Tol a yac
npbl SKCMEPTbI3€ 3EKTPOHHbIX flaKyMeHTay naBiHeH NPbIMSHSALLA Wapar Crielblisi/ibHbIX
KPbIT3PbIsY, TaKiX sIK, HastyHacLb HeabxoAHbIX MeTafaA3€HbIX, MarybiMacLb Y3HayneHHs i
anpavoyKi 31eKTPOHHbIX JaKkyMeHTay 6e3 BbikapbICTaHHS AajaTKoBara crewpisinidaBaHa-
ra nparpamHara 3abecnsysHHs Ha npaysry ycsro T3pMiHy ix 3axoyBaHHS i iHwW. HasyHacub
cneubisi/IbHbIX KpbITIPbiSy abymoyiBae NayHyto 3TanHacyb npbl NpaBsg3eHHI au3HKi, sKas
naBiHHa naybiHaLLa Ha 3Tare npaeKTaBaHHS iHapMaublfiHal CiCT3MbI, y KO 3/1€KTPOH-
Hblsl JaKyMeHTbl byayLb cTBapauua, abapoysayya i 3axoysalua.

KntoyaBbisi C10BbI: 31€KTPOHHbI JaKYMEHT, iH(hapMaLbliiHbl p3cypc, iHapmMaLbliiHas cicT3-

Ma, 3KCNepThi3a KaluTOYHAacLi, KpbITIPbli aU3HKI i agbopy faKyMeHTay, 3Tanbl NpaBsif3€eHHs
3KCNepTbi3bl KalITOYHaCL i
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1 INTRODUCTION

Issues related to the appraisal of documents and their selection for storage in the
archive areamongthe mostdifficultand debatableinrecords managementand archival
science. When solving relevant problems, scientists and practitioners proceed from the
goal of ensuring the future needs of the state, society and a person in retrospective
documented information.

The difficulty lies in the fact that any document from the moment of its creation has a
certaininformation potential and in the future may be demanded as a historical source
(MnoweHko, 1973; UnoweHko, 1999; nwoweHko, 2000). Indeed, it is unlikely that the
ancient Sumerians or Egyptians could suspect that the records they had made on clay
tablets or papyrus scrolls, which in many cases had a purely utilitarian character, would
be considered as the most valuable historical sources in the distant future.

Equally obviousis the factthatitisimpossible from a practical point of view to preserve
all documents generated in the activities of state, private, public organizations and in-
dividuals, since itrequires colossal costs. This contradiction can be resolved by selecting
documents with the greatest source potential for their subsequent transfer to perma-
nentstorageinthe archive. However, itis notso easy to identify preliminary the degree
of demand for the information potential of this or that document in the future and its
ability to be used as a historical source. Initially, documents are created for different
purposes and are designed to solve specific practical problems (management, account-
ing, social security, legal requlation, etc.). But none of them is created for archival stor-
age for purposes of its future usage in historical research.

In these conditions, the records managers and archivists have to develop certain ap-
proaches to the appraisal of documents, to develop special principles and criteria,
the application of which will ensure the selection and storage of the most valuable
documented information in the archives, comprehensively and most fully revealing
various aspects of political, economic, social, cultural life of society of a particular his-
torical period.

The use of electronic records, the implementation of special information systems in
the field of records and archives management, specially designed for their creation and
storage, significantly actualize the above mentioned task. The specific nature ofan elec-
tronic document requires a revision of the traditional approaches to the appraisal, the
search for special criteria for the selection of electronic documents for permanent stor-
age in archives. The task of appraisal and selecting electronic documents is significantly
complicated by the fact that modern technical and software tools allow to create and
store huge and constantly increasing volumes of documented information.

Inturn, the possibility of storing large amounts of information on fairly compact media
makes one think about the expediency of appraisal of electronic documents or, at least,
theirindividual complexes. An electronic document is created and exists in a certain in-
formation system, so the idea of transferring to archive a full set of documents generat-
ed during the operation of this system looks very tempting. This approach seems to be
the most promising inrelation to documented information that is contained ininforma-
tionresources as their part (databases, data banks, etc.). In the world archival communi-
ty more and more information appears thatin a particular country a full range of digital
information formed as part of one or another information resource has been accepted
forarchival storage. At the same time, in order to search for the required information as
partofthe "big data” accepted forarchival storage, more and more hopes are pinned on
“artificial intelligence”.
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Nevertheless, even if we agree that the entire content of all information resources has
an enduring scientific and historical significance, it should be recognized that the pres-
ervation of absolutely the entire information massive of all information resources is
hardly possible from a practical point of view. In the future, the accumulation of colos-
sal volumes of information in archives will require the attraction of considerable and
constantly increasing material and labor costs to maintain resources in working order.
It should be remembered that any information system earlier or later will be decom-
missioned. Over time, it will be necessary to convert the information of databases into
new information objects, its migration to other information systems, which will lead
to the loss of identity, and in some cases - the authenticity of archival information. In
these conditions, archivists will have to take responsibility for the correspondence of
the changed information to its original state, take on the function of confirming this
correspondence, and this additional responsibility and function of archivists can hardly
be considered as good idea (Rybakou, 2020). In any case, archivists still have to solve the
problem of long-term preservation of information resources.

The indisputable fact is that as the volume of digital information increases, the costs
of its long-term preservation, ensuring its authenticity and availability for use will
increase. It is known that storage of electronic documents initially has an advantage
over the storage of their paper counterparts from the point of view of expenditure.
However, already at the stage of operative storage, this advantage begins to disappear
as the volume of documentation increases and software becomes obsolete. When
organizing long-term archival storage of electronic documents, due to the above men-
tioned reasons, the costs increase many times over.

The possibilities of using “artificial intelligence” to search for the necessary archival
information in the context of "big data” also seem to be very limited. Without
systematization and proper archival description of documented information, the
organization of its effective search becomes more and more difficult.

Thus, the need for an appraisal of electronic documents is obvious. It is also obvious that
in the appraisal and selection of electronic documents for transfer to the archives, some
generaluniversal criteria will be applied, equally suitable for the appraisal of documents,
regardless of the type of their medium and the form of their presentation. At the same
time, the appraisal of electronic documents requires to use a number of special criteria,
special methods that take into account the specifics of their creation and existence both
at the stage of operational circulation and at the stage of archival storage. Let's consider
approaches to solving these problems using the Belarusian example.

2. GENERAL PRINCIPLES AND CRITERIA FOR APPRAISAL. SPECIAL CRITERIA
FOR THE APPRAISAL OF SCIENTIFIC, TECHNICAL AND AUDIOVISUAL
DOCUMENTATION

The principles and criteria for the appraisal of documents, which are now guided by
Belarusian archivists, generally correspond to the principles and criteria developed
by the Soviet archival school in the 1960s-70s. The greatest contribution to the devel-
opment of the system of criteria, applied with some changes to this day, was made by
Vsevolod Tsaplin, who also proposed a generally recognized classification of criteria
into groups (YepewHs, 2004; LlannuH, 1966; UannuH, 1974).

The principles and criteria for the appraisal applied today are enshrined in the Rules
of Work for the Archives of State Bodies and Other Organizations (MoctaHoBneHne Mu-
HMCTepcTBa toCcTULUMK Pecnybnukm benapych oT 24 masi 2012 r. N2 143 «06 yTBepxaeHum
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MpaBun paboTbl apXMBOB roCyfapCTBEHHbIX OPraHOB U MHbIX OpraHusaumiiy, 2012, chapt.
7). The Rules is the act of legislation and all state bodies, as well as state, private and
public organizations are obliged to use it when appraising the documents created in
their activities and establishing the terms of their storage and their selection for archi-
val storage.

The Rules stipulates that the appraisal of documents should be based on the principles
of historicism, complexity and comprehensiveness.

The principle of historicism presupposes an assessment of the content of documents
based on the historical situation in which the organization, in whose activities the doc-
uments were formed, (organization the “fond-creator") operated.

The principle of complexity assumes the appraisal of documents, taking into account their
place andsignificance in the composition of the existing set of documents (fond) inthe or-
ganization the fond-creator, as well as their relationship with documents of other fonds.

The principle of comprehensiveness presupposes an appraisal of documents from the
point of view of their reflection of various aspects of the material and spiritual life of a
person and society.

The applied criteria for the appraisal are classified in the Rules into three groups: origi-
nation, content, external features.

The criteria of origination include: the role and place of the organization in the system
of public administration and (or) a particular economy sector, the significance of the
functionsit performs; the role and importance of an individual in government activities
and other areas of public life, in the development of science, culture; time and place
when and where the document was created.

The criteria of content include: the significance of the event reflected in the document;
the value of the information contained in the document; repeatability of document in-
formation in other documents; name and type of the document.

The criteria of external features of the document are: the authenticity of the document
and its legal reliability (the presence of signatures, dates, seals); the presence of res-
olutions, notes; features of the style and text design of the document; features of the
material medium of the document; the physical condition of the document.

In addition to the above mentioned universal criteria used in the appraisal of all doc-
uments, regardless of their belonging to a particular system of documentation or the
type of medium and the form of presentation, when appraising scientific, technical and
audiovisual documentation a number of specific criteria, reflecting the specifics of these
documents, are applied. These criteria are also enshrined in regulatory legal acts that
establish special requirements for working with them.

So, inthe process of appraisal of scientific and technical developments, along with gen-
eral criteria, specific criteria and criteria of public recognition are applied.

Specific criteria are: the significance of scientific and technical documentation for the
society and state; the degree of innovation, uniqueness and originality of the solution
tothe probleminaspecificbranch of science, technology, construction, production; the
cost-effectiveness of the implementation of the results of a research or technical idea;
social effectiveness of aresearch ordevelopment; the degree of mechanization and au-
tomation of technological processes in building the objects and in manufacturing the
industrial products; fundamental nature of scientific researches; the degree of reflec-
tion of the level of development of science and technology in aresearch, project, capital
construction object or industrial product, as well as the technology of its manufacture;
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the number of standard solutions implemented in building object and industrial pro-
duction; modification, maximum unification of industrial products, their technical aes-
thetics, reliability; mass production or serial production; the degree of reconstruction
of the building object; national architectural features, specificity of geological and hy-
drological conditions.

Criteria of public recognition includes: the awarding of international, state or personal
prizes to developments; nominating research and development for awards; demon-
stration of them at international fairs; patent and commercial value, i.e. patenting of
developments, purchase of licenses by foreign companies (MoctaHoBneHne KomuteTta no
apxuBam 1 fenonponssogcTey npu CoBeTe MuHUCTpoB Pecnybnunkm Benapycb oT 6 Hos6ps
2003 1. N2 38 «06 yTBepxaeHUM MpaBua paboTbl C HAYYHO-TEXHUYECKOW fOKYMEHTALMEN B
opraHusaumsax Pecnybnnku Benapyco», 2003, chapt. 20).

Specific criteria for appraisal audiovisual documentation (film, photo, phono and video
documents) are systematized into two groups: content and external features.

Specificcriteria of content presuppose determining the value of audiovisual documents
as works of art. They include: artistic merit of audiovisual documents, compositional
and plotintegrity, expressiveness and originality of documents.

Specific criteria for the external features of audiovisual documents presuppose taking
into account the type of the information medium, the method of recording and repro-
ducing information, the technical condition of documents (MocTaHoBneHne MuHuCTEp-
cTBa tocTuumm Pecnybnvkm Benapycb o1 9 anpens 2007 r. Ne 27 «O6 yTBepxaeHum MNpasun
paboTbl rocygapCTBEHHbIX apxnBoB Pecnybnvku benapycb ¢ ayanoBu3yanbHbIMU AOKY-
MeHTamm», 2007, chapt.19).

Naturally, when appraising scientific, technical and audiovisual documentation, the
general criteria are applied selectively, taking into account the peculiarities of the con-
tent and material basis of these documents.

3. SPECIAL CRITERIA FOR APPRAISAL OF ELECTRONIC DOCUMENTS AND
INFORMATION RESOURCES. STAGES OF APPRAISAL

The first attempt of Belarusian archivists to determine special criteria and the procedure
for the appraisal of electronic documents dates back to 2005, when the Instruction on
the Procedure of Appraisal and Transfer of Electronic Documents and Information Re-
sources to State Storage was adopted (MocTaHoBneHne KomuTeTa No apxvMBam 1 geno-
npoussoacTBy npu Cosete MuHuUcTpoB Pecny6ankmn benapycb ot 23 mapTta 2005 . N2 3 «O6
yTBEPXAEHUN VIHCTPYKLUMM NO NPOBEAEHNIO SKCNEPTU3bI LLIEHHOCTW 1 Nepefayn 31eKTPOoH-
HbIX JOKYMEHTOB U MH(MOPMALIMOHHbIX PECYPCOB Ha roCygapCcTBeHHoe XxpaHeHue», 2005).

Already in this normative legal act, a provision was formulated according to which the
appraisal of electronic documents and information resources should be carried out on
the basis of general and specific selection criteria, the list of which was also enshrined
in the Instruction.

In2010and 2012 as aresult of the revision, new instructions were adopted. They did not
change the criteria for the appraisal and selection of electronic documents established
in 2005 (MocTaHoBNeHMe MUHMUCTepCTBA oCTULMM Pecnybankun Benapych oT 30 nioHa 2010
r. N2 37 «06 yTBepxaeHun MHCTPYKLMM NO NPOBEAEHNI0 IKCNEPTU3bI LEHHOCTY U Nepeaa-
4ye Ha rocyAapCcTBEHHOE XPaHEeHNE fIOKYMEHTOB B 3/IEKTPOHHOM BUAE Y UHDOPMALMOHHbIX
pecypcoB ¥ O NPU3HAHUW YyTPATUBLUMMYU CUSTY HEKOTOPbIX HOPMATMUBHbIX MPABOBbIX aKTOBY,
2010; NMocTaHoBneHne MMHUCTEpPCTBaA tocTULMK Pecnybnunku Benapycb ot 11 mas 2012 .
Ne 121 «O6 yTBepxaeHUN MHCTPYKUUN O NMOPSiAKE NPOBEAEHUS 3KCMEePTU3bl LLEHHOCTUN U



APPRAISAL OF ELECTRONIC DOCUMENTS: CRITERIA AND STAGES ANDREI RYBAKOL

49

nepefayn Ha NOCTOSIHHOE XpaHeHUe JOKYMEHTOB B 3/IEKTPOHHOM BUAe U MHDOPMALMOH-
HbIX PECYPCOB 1 O MPU3HAHWUM YTPATUBLLMM CUY NOCTaHOB/eHNUsE MUHUCTEPCTBA ICTULUN
Pecny6nvku Benapycb ot 30 nioHs 2010 r. N2 37», 2012).

A detailed analysis of the above mentioned regulatory legal acts allows us to conclude
that most of the proposed general and specific criteria for appraising electronic docu-
ments are universal and they can be equally applied to both electronic documents and
documents on traditional media.

The validity of this conclusion is clearly illustrated by the list of specific criteria for ap-
praisal of electronic scientific and technical documents, enshrined in the instructions.
Among these criteria are listed: patent and license value; significance for the further
development of science, technology, production and the national economy in common;
fundamental novelty, uniqueness and originality of the research or development; the
degree ofreflection ofthe level of science, technology and productioninthe research or
development; economic benefits at the moment of implementation of research results
or technical ideas, etc. In fact, the specific criteria for appraisal of electronic scientific
and technical documents repeat, literally orin a slightly modified form, the specific cri-
teriaforappraisal of scientificand technical documents established in the Rules of Work
with Scientificand Technical Documentationin Organizations of the Republic of Belarus,
which are universal and are not tied to the type of media of a document (MocTaHoBne-
Hue KoMuTeTa no apxneam u genonponssoacTtsy npu CoBete MuHncTpoB Pecnybnnkm be-
napycb ot 6 Hosi6ps 2003 r. N2 38 «O6 yTBepxaeHun MpaBun paboTbl C HAYYHO-TEXHMYE-
CKOW lOKyMeHTaLMen B opraHusaumax Pecnybnunkm Benapycb», 2003, chapt. 20).

Moreover, when defining specific criteria for appraisal of electronic managerial docu-
ments, the developers of the instructions made a simple reference to the criteria “which
are similar to the criteria used for the corresponding paper documents”. In this regard,
a well-grounded question arises about the specifics of the composition and content of
special criteria for appraising precisely electronic documents of this type.

Atthe same time, the above mentioned instructions also contained a number of criteria
designed to emphasize the specifics of the appraisal of electronic documents and infor-
mation resources. Instructions, adopted in 2005, 2010 and 2012, listed among others
the following criteria for appraising electronic documents and information resources:
completeness of the parts and elements of an information resource or an electronic
document; clarity of information and convenience of its use in comparison with paper
counterparts; the ability to ensure permanent preservation of electronic documents;
the ability to reproduce and process information without using additional specialized
software; compliance with the established forms and procedures to ensure the authen-
ticity and integrity of electronic documents; availability of accompanying documen-
tation for electronic documents and technological documentation for the information
system in which the documents were created and existed.

The instructions also established a number of specific criteria for selecting information
resources for archival storage: completeness of information resources, that s, the ratio
of information contained in the concrete information resource with the total amount
of information available in the country for a given class of objects or phenomena; reli-
ability of information; the uniqueness of the information resource, determined by the
system of collecting the information, etc.
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In 2019, new requlatory legal acts, that established the procedure for working with
electronicdocuments at all stages of their life cycle, were adopted (MocTtaHosneHne Mu-
HuUcTepcTBa tocTULMK Pecnybnvkn Benapycb 6 despansa 2019 r. N 19 «O6 yTBepxaeHum
MHCTpyKLMKM 0 nopsfiKe paboTbl C 3N1E€KTPOHHbIMY JOKYMEHTAMU B FOCYAAaPCTBEHHbIX Opra-
Hax, UHbIX opraHu3auusix», 2019; MocTaHoBNeHMe MUHUCTEPCTBA OCTULUKN Pecnybivkn
Benapycb 6 cdepans 2019 r. Ne 20 «O6 yTBepxaeHun MpaBun paboTsbl C JOKYMEHTaMU B
3/IEKTPOHHOM BU[€e B apX1BaXx roCyAapCTBEHHbIX OPraHOB, UHbIX OpraHusaumin», 2019). It
is fundamentally important that they have established certain stages of selection and
transfer of electronic documents for storage in state archives. These stages to some ex-
tent coincides with the stages of selection and transfer of paper documents to archives,
and these procedures starts at the stage preceding the creation of the document (Ry-
bakou, 2019).

Special criteriaforappraising electronicdocuments and information resources were not
included in the regulatory legal acts. Therefore, on the basis of the accumulated expe-
rience, it was decided to develop separate methodological recommendations (guide-
lines), devoted to this issue (MeToanyeckre pekomMmeHgaLUN MO NPOBEAEHWNIO SKCMEePTU3bl
LEHHOCTUN JOKYMEHTOB B 3/1IEKTPOHHOM BUAE, SNTEKTPOHHBLIX JOKYMEHTOB U l/IHd)OpMaLI,MOH-
HbIX PECYPCOB B rOCYapCTBEHHbIX OpraHax, MHbIX opraHusauusx, 2020).

Methodological recommendations for the appraisal of documents in electronic form,
electronic documents and information resources in government bodies, other organ-
izations have established general and special criteria for assessing the relevant docu-
ments and resources. It should be noticed, that according to the Law of the Republic of
Belarus “On Electronic Document and Electronic Digital Signature”, an electronic doc-
ument is considered as a document in electronic form with elements (attributes) that
allow to establish its integrity and authenticity, which are confirmed by using certified
electronic digital signature of the organization or individual (persons) who signed this
electronic document (3akoH Pecny6nivku Benapycb ot 28 nekabps 2009 r. «06 3neKTPOH-
HOM [OKyMeHTe 1 3M1eKTpOoHHON uudposon noanucuy», 2009). Legislation in the field of
archival work and records management provides for the possibility of creating, circu-
lating and storing both the actual electronic documents and documents in electronic
form, therefore, to refer to all these documents, we will further use the single concept
of “electronicdocument”.

Despite of the attempt to rethink the list and content of general and special criteria for
appraising electronic documents and information resources, the authors of the guide-
lines could not avoid the methodological error inherent in the previously valid instruc-
tions on this issue. In particular, the general criteria for appraising documents, which
are applied regardless of the belonging of documents to a particular system of docu-
mentation and regardless of the type of medium of the documented information, were
again repeated as part of the general criteria for appraising electronic documents and
information resources. Once again, special criteria for appraising electronic scientific
and technical documents repeating the special criteria for appraising documents of this
system regardless of the type of medium, were mentioned. At the same time, there are
nospecial criteria forappraising electronicdocuments of otherdocumentation systems,
forexample, audiovisual, medical, in the guidelines.

One of the main reasons for this confusion is seen as an insufficiently clear understand-
ing of the place of electronic documents as part of functional systems of documenta-
tion. As aresult, electronicdocumentation is considered as an independent system that
includes all electronic documents of various functional systems. But it is obvious, that
general and specific criteria for appraising documents of various functional systems are
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universal in nature and should be applied when appraising all the documents of a par-
ticular functional system, regardless of the type of material basis.

Nevertheless, the authors of the guidelines were able to define special appraising cri-
teria that take into account the specific nature of an electronic document. These specific
criteria should apply to all electronic documents, regardless of their belonging to a par-
ticular functional documentation system. According to the guidelines among them are:

e completeness of parts and elements of electronic documents and information re-
sources (for example, the presence or absence of an electronic digital signature, the
completeness of metadata);

e thepossibility of creating the specialfond foruse onthe basis of electronicdocuments
and information resources in order to improve the quality of use of the documented
information in comparison with their analogues on paper;

¢ the abilitytoreproduce and process electronicdocuments and information resources
without using additional specialized software throughout the entire storage period;

¢ availability of metadata for electronic documents and information resources in
accordance with the legislation in the field of archival work and records man-
agement;

e the ability to create and preserve an electronic copy of a document equal to its paper
originalin case when itisimpossible to save the original document on paper (for ex-
ample, text fading, gaps);

e preservation of documentation forthe software of the information system, in which
electronic documents and information resources have been created and exist in or-
dertosupportthe operability of the information system.

If to generalize and somewhat simplify the content of the above mentioned criteria,
it will become obvious, that some of them are analogues of the general criteria from
the group of external features of the document, but in a slightly modified form, taking
into account the special nature and structure of the electronic document. This is clearly
demonstrated by the comparison of several criteria of the two corresponding groups:

Group of criteria for the external features

Special criteria forappraising electronic documents ofthe document

Completeness of parts and elements of electronic doc- The authenticity of the document and its
uments and information resources (for example, the legalreliability (the presence of signa-
presence or absence of an electronic digital signature, the tures, dates, seals).

completeness of metadata) The presence of resolutions, notes.

The authenticity of the document and its
legalreliability (the presence of signa-
tures, dates, seals).

The presence of resolutions, notes.

Availability of metadata for electronic documents and infor-
mation resourcesin accordance with the legislationin the
field of archival work and records management.

The ability to reproduce and process electronic documents Features of the material medium of the
and information resources without using additional special- | document.
ized software throughout the entire storage period. The physical condition of the document.

the ability to create and preserve an electronic copy of

adocument equaltoits paperoriginalin case whenitis
impossible to save the original document on paper (for
example, text fading, gaps).

Features of the material medium of the
document.

The physical condition of the document.
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Among the special criteria for appraising electronic documents and information re-
sources given in the methodological recommendations, the most important seems to
be the two ones:

e theabilitytoreproduce and process electronicdocuments and information resources
without using additional specialized software throughout the entire storage period.
The application of this criterion provides for the creation of electronic documents
and information resources in open formats, the possibility of converting or migrat-
ing electronicdocuments and information resources withinthe records management
information system and information system for archival storage in order to ensure
their storage;

e preservation of documentation forthe software of the information system, in which
electronic documents and information resources have been created and exist in or-
dertosupportthe operability of the information system.

Both these criteria actually represent special requirements for information systems
in which electronic documents and information resources are created and stored. The
presence of such requirements made it possible to single out an additional stage in the
process of appraising electronic documents and information resources in comparison
with the stages of appraising documents on a traditional (paper) medium.

So, the methodological recommendations determined that the appraisal of electronic
documents and information resources in an organization should be carried out at the
following stages:

e designing an information system that will be used for creation and circulation of
electronic documents, as well as creation and operating an information resource;

e elaborating filing planindicating the names of files and their storage periods;

e preparation of electronic documents and information resources for transfer for stor-
ageinthe archive of the organization;

e upon expiration of the period of temporary storage of electronic documents and in-
formation resources in the organization established by the legislation.

Itis obviousthatthese stages generally correspond to the stages of the appraisal of doc-
uments on paper, enshrined in the Rules of Work for the Archives of State Bodies and
Other Organizations (MocTaHoBNeHMe MUHKUCTEpPCTBA oCcTULMK Pecnybnuku Benapych ot
24 masi 2012 r. Ne 143 «06 yTBepxaeHun MNpaBun paboTbl apXMBOB rocyfapcTBEHHbIX Op-
raHoB M MHbIX opraHusauun», 2012, chapt. 8, pt. 51). A fundamentally important differ-
enceis the presence of the first stage - the stage of designing an information system, in
which electronic documents and information resources will be created and used.

In fact, this implies that the projected information system must have functionality that
allows to create electronic documents in formats suitable for storage for a specified
period, including for permanent storage, as well as transfer these documents to other
information systems, including information systems of the archive of the organization
and the state archive without losing their identity (authenticity). Compliance with this
requirement should allow in the future to select electronic documents, created and
stored in such an information system, on bases of general and special criteria for ap-
praising documents related to different functional documentation systems.
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CONCLUSION

The performed analysis allows us to conclude that when appraising electronic docu-
ments, the informational essence of the document, its potential as a historical source
are of paramount importance. An electronic document has the same informational
characteristics and purposes of creation as documents on other media, therefore, the
appraisal of electronic documents should be carried out on the basis of general criteria
of appraisal, primarily the criteria of origination and content. Depending on the belong-
ing of an electronic document to a particular functional system of documentation, gen-
eral criteria should be supplemented by specific criteria, that are used when appraising
documents of this particular system.

A group of criteria of the external features of a document has a significant specificity
when appraising electronic documents. For example, the criteria of authenticity and
legal reliability used when appraising traditional (paper) documents, are transformed
into the criteria of presence of metadata, completeness of parts and elements when
appraising electronic documents.

The physical nature ofanelectronicdocumentis ofsecondaryimportanceinthe apprais-
alandshould be takeninto accountinterms ofits suitability for long-term preservation,
confirmation of its identity (authenticity) throughoutits existence, and the possibility of
use in future. For these purposes, it is of fundamental importance to follow the estab-
lished requirements forthe creation, processing and storage of electronicdocuments at
all stages of their life cycle - from the design of information systems in which electronic
documents or information resources will be created, and ending with their storage in
information systems of the archive of the organization and the state archive.

Considering that electronic documents are created and exist in certain information
systems, itisimportantto preserve project documentation for these systems. This will
allow in the future to maintain theirworking condition, including using the emulation
method, correctly reproduce the documents and information contained in them and,
if necessary, convert and migrate documents to other information systems without
losing their identity (authenticity).
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