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III. XapaxTepncTka 06061eHHBIX TPYI0BBIX (GyHKIMI

3.1. O606mennas Tpyrosas pyHKIus

BemosHeHre paboT 1o co3aaHuio
Haumenosanue | rpaduyeckux o6pa3oB JOKyMEHTOB B CHCTEME Koz A mazﬁgngum 3
3IIEKTPOHHOTO apXHBa
IIpoucxoxaenue
06006MmeHHOM TpynoBOMH Opuru=an X 3aHMCTBOBHO 13
P OpHTrHHaNa
Kon PervctpanuoHHbIit
OpuUrHHana HOMep
poeCCHOHAIBHOTO
cTaHpapTa
Bo3moxHEIe Omneparop 1o copTUpoBKe U 00PabOTKE JOKYMEHTOB
HaHMEHOBaHUs Omneparop 1o nepeBoy JOKYMEHTOB B SJIEKTPOHHBII BHT
TOJDKHOCTEH, Oneparop o cCKaHUPOBAHHIO JOKYMEHTOB
npodeccuit

TpeboBanus k
0o06pazoBaHHIO U
00y4eHHIo

Cpennee obmee obpazoBanue

IIpodeccnonanbHoe 06yueHne — nporpaMMsl IPoGecCHOHATLHOM IIOATOTOBKH
IO JJOJDKHOCTSIM CITy’KAIlIUX, IPOrpaMMBI IEPENOATOTOBKH CITYKAIIIHX,
HpOrpaMMBI MOBBICHUS KBATH(UKAIMH CITY>KaIHX

TpeGoBaHHA K OIBITY
IPaKTHIECKOH paboThI

Oco0sble ycinoBus
JoIycKa kK pabore

Hpyrue

XapaKTePUCTUKH

JloTo/IHHUTETbHBIE XapaKTEPHUCTHKH

HaumMenoBanue

HawumeHnoBanue 6a30BOM rpynnsl, T0JDKHOCTH

JIOKYMEHTa Kon (mpodeccun) WK CHENHAIBHOCTH
OK3 4415 Perucrparopsl ¥ KONHPOBIIUKH
OKIIJITP’ 15636 OnepaTop KONMHPOBATHHBIX U MHOKUTENBHBIX MAIIUH

3.1.1. TpynoBasi pyHxIus

HammenoBanue

IoaroroBka JOKYMCHTOB K CKAHHPOBaHHIO
U1 QJICKTPOHHOI'O apXHBa

VpoBeHb
(momypoBEHS) 3
KBTH(HKALMH

Koz | A/01.3

IpoucxoxaeHne TpyooBOiH
$yHKIUN

3aMMCTBOBAHO U3
Opurunan =~ X

OpHTHHAIA

Pernctpaimonsstii
HOMeED
npogeccHoHaILHOTO
CTaHJapTa

Kon
OpHWrHHaNa

TpynoBeie neiicTBUA

dopMHpOBaHHE aKTa WIH ONHCH IIPH MpHEME NOKYMEHTOB OT CTPYKTYPHBIX

noz[pasneneﬂnﬁ U (I)YHKIII/IOHaJIBHOFO 3aKa349uKa AJid JICKTPOHHOI'O apXuBa
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Pacdanbuoska MupokohopMaTHEIX JOKYMEHTOB ISl SJIEKTPOHHOTO apXHBa

Y fasneHne npHcnocobIeH H, CKPEIUISIOIMX CTPAHAIE] JOKYMEHTOB

W3paTHE NOKYMEHTOB M3 (haiijioB

Haxneusanve manmohopmaTHBIX  JOKYMEHTOB Ha IHCT  (hopMara,
YCTAHOBJIEHHOTO  3aKOHOIATENhCTBOM  Poccmiickoit  ®enepanum s
apPXMBHOT'O XpaHEeHH

PacopmrpoBanye JOKyMEHTOB Ha KOMILIEKTEI, IPYMIIbl, THIIB! JOKYMEHTOB

Hanecenye mITpHXKo10B Ha JOKYMEHTHI Il apXHUBHOTO XPaHEHHS

IlpuBenenre OOKyMEHTOB K TpeGyeMoMy ¢opMaTy B COOTBETCTBHH C
YCTaQHOBJIEHHBIMHU TPEOOBAHHAMH JUTSL QDXUBHOTO XPAHEHHUS]

Bxianika 1UCTOB - pasmenuTeneil MeXAy KOMIUIEKTaMHM, IPYNIIAMH, THIAMH
JOKYMEHTOB JUISl apXUBHOTO XpaHEHHS

Heobxonumele ymeHus

Bectu nprem N1OKYMEHTOB ¢ MOATOTOBKOM aKTa MM ONHCH JJI apXHBHOTO
XpaHCHHUs

ITonb3oBaThca 6azamu JaHHBIX opraHmaunifI A apXUBHOI'O XpaHEHUsI, B TOM
YHUCJIC YOAJICHHBIMH

llone3oBaTbcss aBTOMAaTH3MPOBAHHBIMH CHCTEMaMM yd4eTa, pPETHCTpAIHH,
KOHTPOJNss H HHGOPMALMOHHO-CIIPABOYHBIMA CHCTEMaMH IIpH pabote ¢
JOKYMEHTaMH OPTaHU3allud B CHCTEME 3JIEKTPOHHOIO apXMBa

ITogrorasmmBaTh MOKYMEHTH K CKAHMPOBAaHHIO, HMCKIIOYas BO3MOXXHOCTH
HaHECECHMs BpeJia OyMaXXHBIM OPHTHHAJIAM IS apXMBHOTO XPAHEHHS

HeobxoauMsle 3Hanmus

Metoauueckuie JOKyMEHTHI, ONpeAeIsIONMe MOPAIOK IPHEMKH JOKYMEHTOB,
HX MOJATOTOBKH K CKaHHPOBAaHMIO M MX BO3BpaTa B HCXOJHOE COCTOSHHE B
CHCTEME 3IIEKTPOHHOTO apXHBa

TpeboBanns k MpoBeCHUIO CBEPKU HATHYHS JOKYMEHTOB B MOMEHT IIpHEMa
JUL apXUBHOTO XPaHEHHS

IIpaBuia xpaHeHUS JOKYMEHTOB B COOTBETCTBHMHM C MX THIIAMH U apXHUBHOTO
XpaHEHHS

TexHoI0THH IIOATOTOBKH OOKYMCHTOB K CKaHHpPOBAaHHIO B CHCTEME
QJICKTPOHHOI'O apXHvBa

Ilopsnox ¢opMHUpOBaHUS MOKYMEHTOB B KOMIUIEKTBI, FPYIIIBI, THIBI IS
ApXMBHOTO XpaHEHUS

YcraHoBlIeHHEBIE CPOKH BLIIIOJTHCHHA pa60T II0 IOATOTOBKC JOKYMCHTOB JJIA
APXUBHOI'O XpaHCHHA

TpeboBaHHS K YCTAaHOBJIIEHHHIM HOpPMaM BBIPAOOTKH II0 IIOATOTOBKE
JOKYMEHTOB JJIsl apXUBHOTO XpaHEHUS

TpeboBanusi 3akoHOmaTenbcTBa Poccmiickoit denepanuu B obnacrtu
0o0paboTKH, XpaHEHHs, paclO3HaBaHWsS MNEPCOHAIBHBIX JAaHHBIX H
KOHQUICHINAIFHOCTH HHPOPMAITHH

TpeboBaHus oxpaHsl TpyAa

Meroauueckue AOKYMCHTEI, OIIPEACIIAIOIINC NOPAAOK IIPUCMKH JOKYMCHTOB,
HX MNOATOTOBKH K CKaHHMPOBAHHIO M HX BO3BpaTa B HCXOJHOC COCTOSHHEC B
CHCTCMC JJICKTPOHHOI'O apXMBa

Jpyrue xapakTepucTUKI




3.1.2. TpynoBas ¢pyHxkuus

HanmeHnoBaHue

CkaHupoBaHHe JOKyMEHTOB st Vposens
3JIEKTPOHHOTO apXUBa Kon | A/02.3 (monypoBers) 3

KBaIU(HKAAH

IpoucxoxaeHne TpynoBoi
lin:18107071

X 3auMCTBOBAHO 13

Opurunan
OpHI'HHATA

Kon Peructpariponnsiii
OpHI'HHAJA HOMep
po¢heCCHOHATHEHOTO
cTaHgapTa

TpynoBsle neiicTBUs

IIpoBepka mTaTHOrO GPyHKIMOHUPOBAHHUS CKAHHPYIOLIETO 000PYAOBAHHUS IS
apXHBHOTO XpaHCHHUS

Yknaaka JOKYMEHTOB B TEXHOJOTHYECKHE KOHBEPTHI JUIS apXHUBHOTO
XpaHEeHUs

VYki1agkxa JOKYMEHTOB B CKaHep

Kontposs paboThl ckanupyoomero 000pyoBaHus

IoBTOpHOE CKaHMpOBaHHE AOKYMEHTOB IpPH cOoe B paboTe CKaHHPYIOIIEro
obopynoBaHus

Ompenenenne Mecra XxpaHeHHs Trpaduueckux o0pa3oB JOKYMEHTOB Ha
HEPCOHAIIBHOM KOMIBIOTEPE JJIsL apXUBHOIO XPAHEHUS

Coxpanenue rpapuueckux oOpa3oB [OKYMEHTOB Ha II€PCOHAIBHOM
KOMIIBIOTEPE JUISl apXMBHOTO XpaHEHUs

W3bsarue JOKYMCHTOB U3 CKaHEpa

Heobxogumeie ymeHust

Ilonas30BaThCs IECPCOHAJIIBHBIM KOMITBIOTCPOM IJIA CKAaHUPOBAHUS TOKYMEHTOB

Ilonp3oBaThes pPasJIHYHLIMA BHIAMH CKaHHPYIOIIETO o6opy1x013a1mﬂ JUIsL
apXMBHOTO XpaHCHHS, OCYIIECTBIATH 3aMCHY PpacxXxoJHBIX MAaTCPHAJIOB,
oJIC)KauX U3HOCY

IMonp30BaThCd aBTOMATH3NPOBAHHBIMH CHCTEMaMH y4eTa, PETHCTpAllMH,
KOHTPOJIS ¥ HH(POPMAIMOHHO-CIIPABOYHBIMH CHCTEMaMH IIpH pabore ¢
JOKYMEHTAaMH OpTaHH3alliyi B CHCTEME YICKTPOHHOTO apXMBa

Verpanars c6ou ¥ OmmOKH B paboTe CKaHUPYIOHMIErO OOOPYIOBaHHA H
TIEPCOHATHHBIX KOMIBIOTEPOB B CHCTEME JIIEKTPOHHOTO apXHBa

Heo0xonumblie 3HaHUS

TpeGoBanuss K Ka4ueCTBY M pe3yibTaTaM CKaHMpPOBaHHA B CHCTEMeE
3JIEKTPOHHOTO apXuBa

TpeGoBaHus K  OKCIUTyaTallid  CKAHHPYIOIEro  oOOpyMOBaHUA U
HEePCOHAITHFHBIX KOMIIBIOTEPOB B CHCTEME 3JIEKTPOHHOIO apXHBa

CpoKH BBIIOJHEHHS paboT Il apXHMBHOTO XPaHCHHS

TpeGoBanus kK HOpMaM BEIPAOOTKH UL apXHBHOI'O XpaHCHHUS

TpebGoBanus oxpaHsl TpyAa

MeTonuKY BBIBICHHA M ycTpaHeHuss cboeB u ommbok B pabore
CKaHHPYIOMIEro 00OpYHOBaHHS M IEPCOHAIBHBIX KOMIBIOTEPOB B CHCTEME
9JIEKTPOHHOTO apXHBa

OcHoBHI 3aKoHOAaTenbcTBa Poccmiickoit denepanuu B ob61actu 06pabOTKH,
XpaHEHHs, PacllO3HABAHMSA IIEPCOHATBHBIX JAHHBIX M KOH(HICHIHAILHOCTH
HHGOpMaLU

I[pyme XApPAKTCPUCTUKH




3.1.3. TpynoBas ¢pynkuus

Haumenosanue

Bo3zBpar nokyMeHTOB B HCXOIHBIH BUJ Yposensb

Kox | A/03.3 (moxypoBeHb) 3
KBIH(UKATIHH

IIpoxcxoxaeHNe TPy ROBOK
byHKIMH

X 3anMCTBOBaHO U3

Opurunan
OpHruHaja

Kon PeructpanuoHHsIii
OpHUrHHana HOMep
npoheCCHOHANBLHOro
cTaHIapTa

TpynoBeie neiicTBus

CxpenuieHHe JOKYMEHTOB CKPEIIKaMH, CKOOaMu

BiioxeHue JTOKYMEHTOB B ¢aifiisl

DanboBKa MUPOKOGOPMATHHIX JOKYMEHTOB

BrnoxeHue TOKyMEHTOB B ITAIKH, CKOPOCIIMBATEIH, KOPOOKH

Puxcanus MCCTOHAXOKICHUS NOKYMEHTOB B CHCTEME yUIeTa

N3naTue auCTOB - pasz[em/ITeneI‘/'I N3 DOKYMCHTOB

Bo3Bpar NOKyMEHTOB CTPYKTYPHBIM NOApa3feieHusM ((yHKIHOHATHEHOMY
3aKa34UKY)

ITepeada TOKYMEHTOB B apXMB OPTaHU3AlMH AJIS XPAHCHUS

@opMHpOBaHHE aKTa MM ONHNCH IIPH Iepedavye JOKYMEHTOB B AapXHB
OpraHu3alyy JUIs XpaHEHUS

Heobxomumele yMeHus

Oprann3oBbIBaTH IPOLECC IO BO3BpPArTy AOKYMEHTOB CTPYKTYPHBIM
HOJPa3/IeJICHHSM C MOATOTOBKOM aKTa UM OIHCH

[Tone3oBatbea Gazamu JaHHBIX opraﬂnsaum‘/i AJ1 AQpXUBHOT'O XPAHCHUSA, B TOM
TACJIC YIQICHHBIMHU

Ilone30oBaThCs aBTOMATH3MPOBAaHHBIMM CHCTEMAaMH Y4eTa, PETHCTpAIUH,
KOHTpOJIS M HHGOPMAMOHHO-CIPABOYHEIMH CHCTEMaMH Ipu pabore c
JOKYMEHTaMU OpraHu3arun

HpI/IBOI[I/ITB JAOKYMCHTEI B  IHICPBOHAYAJIBHOC  COCTOAHHE, HCKIIIOYad
BO3MOXXHOCTH HAHCCCHHIA BpEaa 6yMa)KHBHVI OpHTHHA/IaM

Heo0xoaumMeie 3HaHuA

Metoanueckue JOKYMCHTEI, OIIPCACIHIOIINE IIOPAXOK ITPUCMKHA NOKYMECHTOB,
HX NOATOTOBKH K CKAHUPOBAHWIO U BO3BpaTa B HCXOQHOE COCTOSTHUC

Tpe60BaHI/I$I K TIIPOBECACHHUIO CBCPKHA HaIA4YUA JOKYMCHTOB B MOMCHT
nep€aain TIOKYMCHTOB 3aKa34uKy

HOpﬂI{OK yucTa (I)aKTI/I‘IeCKOI‘O MCCTOHaXO0XOCHUA JOKYMCHTOB

TexHoMOTHH BO3BpaTa MOOKYMCHTOB B HCXOOHBIM BHA I nepcaayn
JOKYMCHTOB 3aKa34unKy

VYcTaHOBNIEHHBIE CPOKH BBINONHEHHS paboT [uid Iepefadd JAOKYMEHTOB
3aKa3uuKy

TpeboBaHHS K YCTaHOBJIEHHBIM HOpMaM BBIpaOOTKM IepeAaddl JOKyMEHTOB
3aKa3YUKY

OcHOBHI 3aKoHOHaTeNnbcTBa Poccmiickoit @enepanuu B obnactu oOpaboTKu,
XpaHeHHs, Pacro3HaBaHHs MEPCOHAIBHBIX JAHHBIX M KOHQHICHIWAIBHOCTH
AHPOPMaIHH

TpeboBaHus oxpaHsl TpyAa

Hpyrue xapaktepucTuku




3.1.4. TpynoBas ¢pynxuus

KonTtpons kagectBa pe3ynsraros YpoBens
Haumenosanue CKaHHUPOBAHUS JOKYMEHTOB B CHCTEME Kon | A/04.3 (oxypoBeHs) 3
3NIEKTPOHHOTO ApXHBA KBaIH(HAKAMH
ITpoucxoxaenue Tpynosoii 3auMCTBOBaHO U3
byHKIMH Opurmian X OpHTHHAJa
Kon PeructpanuoHHbIi
OpHI'HHAIA HOMep
Hpo(eCcCHOHAIBHOTO
CTaHpapTa

TpynoBble aeicTBus

KOHTpOJ'H: COOTBCTICTBHA PE3YJIbTATOB CKaHHPOBAHUA YCTaHOBJICHHEBIM
TpC6OBaHIrI$IM I (I)aKTI/I‘ICCKOMy COCTOSIHUIO OPUTHHAJIOB JOKYMEHTOB B
CHUCTEME 3IICKTPOHHOI'O apXHUBa

y,[[aJICHI/IC TCXHOJIOTHIECKUX M IIYCTHIX JINCTOB

IloBTOpHOE CKaHMpOBAaHME JOKYMCHTOB IpPH HECOOTBETCTBHH peE3yiIbTara
CKaHHPOBAaHHS YCTAHOBJICHHBEIM TpeOOBaHMSIM K KauecTBY B CHCTEME
3JIEKTPOHHOTO apXHUBa

Ompenenenne MecTa XpaHeHHS rpaduueckux o0pa3oB JTOKYMEHTOB Ha
NEPCOHATILHOM KOMIIBIOTEPE B CUCTEME JJICKTPOHHOT'O apXMBa

Coxpanenue rpaduyeckux o0pa3oB [JOKYMEHTOB Ha II€PCOHAIHHOM
KOMIBIOTEPE UL ApXUBHOTO XPAHEHHS

Heobxonumrie yMmenus

ITonb3oBaThcs NCPCOHATIBHBIM KOMIBIOTEPOM JJIs1 CKAHHPOBAHUSA JOKYMEHTOB
B CHCTCME 3JICKTPOHHOI'O apXHBa

Ilonp3oBaThcs Pa3IHIHBIMH BHIaMH CKaHHPYIOLICTO 060py,110BaHI/ISI JAJIsA
ApXHBHOI'O XPaHCHHUS, OCYIICCTBIATL 3aMCHY pacCXOIHBIX MaT€pHaJOB,
NOAJICKaIX U3HOCY

ITonp30BaThCd aBTOMAaTH3MPOBAHHBIMH CHCTEMAaMH Yy4€Ta, PETHCTpAIlMH,
KOHTpOIs H HHGOPMAIMOHHO-CIIPABOYHBIMH CHCTEMaMH IIpH pabore ¢
JOKYMEHTAMH OpPTaHU3ALUHU B CHCTEME JIEKTPOHHOTO apXUBa

Ycrpanare cboun u ommbOku B paboTe CKaHMPYIOMIEIO OOOPYHOBaHHA H
HEPCOHAIBHBIX KOMITBIOTEPOB

Heo06xoauMeie 3HaHus

Tpe60BaHI/Iﬂ K Ka9CCTBY M pE3yJIbTaTaM CKaHUPOBaHHA

TpeboBaHus K  OSKCIUTyaTallud  CKaHHpylomero o0opyJoBaHHS H
IEPCOHAITBHBIX KOMIBIOTEPOB B CHCTEME DIIEKTPOHHOT'O apXHBa

VYcraHoBIIeHHEBIE CPOKH BHIIOJTHCHUA pa60T II0 MOATOTOBKE JOKYMCHTOB JJIA
APXHUBHOI'0 XpaHCHHUS

TpeGoBanns k HopMaM BBIpaGOTKH IO IOJATOTOBKE JOKYMEHTOB JJIf
ApPXWBHOTO XpaHEHHUS

TpeGoBanus oxpaHbl TpyAa

IMoaxoapl 1 METOVKH BBIABICHUS U yCTpaHEHHS cOOeB M OoHIMOOK B pabore
CKaHUPYIOIIEro o0OpyAOBaHUSA U IEPCOHAIBHBIX KOMIIBIOTEPOB B CHCTEME
3JIEKTPOHHOTO apXHuBa

OcHoBHI 3akoHOAaTeNnbeTBa Poccuiickoit @enepanuu B ob6nacta o6paboTKH,
XpaHEHHUs, PaclO3HABaHUA NEPCOHANBHBIX JAHHBIX M KOH(PHICHIHATLHOCTH
uHpopManuu

Jpyrue xapakrepucTuku




3.1.5. TpynoBas ¢pynxuns

Haumenosanue

Iporcxoxnenue Tpya0Boi

$yHKUIHN

O6paboTka rpadudeckux o6pason VposeHs
MOKYMEHTOB B CHCTEME JIEKTPOHHOTO Kox | A/05.3 (momypoBeHs) 3
apxuBa KBaJTN()UKAIHH
Opurmman X 3auMCTBOBAHO U3
OpHTrHHAJA
Kon PerucrparuonubIit
OpHrHHAaNa HOMeEp
npoeCCHOHANBHOrO
CTaHIapTa

TpynoBsle neiicTBus

YBenuueHre APKOCTH M KOHTPACTHOCTH rpadMuecKux oOpa3oB IPH HOMOIH
CHEIMATH3UPOBAHHOTO  TPOTPAMMHOTO  OOECHEYEHHS B CHCTEME
JJIEKTPOHHOTO apXHBa

V nanenne YCPHBIX MOJEH, BKpaHJIeHI/Iﬁ A DJJIEMCHTOB, HC HMEKOIUX
OTHOMICHUC K OpHTHHAJIaM JOKYMCHTOB B CHCTEME JJIEKTPOHHOTO apxXuBa

BripaBHuBanue u 0BOpOTHI rpaduueckux o06pa3oB O TOPU3OHTAIA H
BEPTHKAIN B CHCTEME IEKTPOHHOTO apXHBa

Onpenenenne Mecra xpaHeHus rpaduueckux oOpa3oB JOKYMEHTOB Ha
HEPCOHAIEHOM KOMIIBIOTEPE JIs apXUBHOT'O XpaHEHHUS

Coxpanenue rpaduueckux o00pa3oB [JIOKYMEHTOB Ha IEPCOHAILHOM
KOMIIBIOTEPE ISl apXUBHOTO XPaHCHHUS

IIpuBenenne rpadpudeckux oOpa3oB TOKYMEHTOB B (opMar, YCTaHOBJICHHBIH
JULsL apXMBHOTO XpaHEHHs JOKYMEHTOB B CHCTEME JJIEKTPOHHOTO apXHBa

Heo6xomumele ymeHHS

ITonp3oBaTbCcsl MEPCOHATBHBIM KOMIBIOTEPOM M CHELHATH3MPOBAHHBIM
MPOrpaMMHBIM O0ECIEUECHUEM, IO3BOJIOMMM OCYIHECTBIATh 00paboTKy
rpadugeckux o0pa3oB JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO apXHBa

Coxpansare rpadpuueckde oOpa3bl JOKYMEHTOB Ha  IEPCOHAIBHOM
KOMIIBIOTEPE JUISl apXUBHOTO XpaHEHHS

BhIONHATE paboOTH 0 HMPUBENEHUIO rpadmueckux oOpa3oB JOKYMEHTOB B
(dopMar, yCTAaHOBJIEHHBIH [l apXUBHOI'O XpaHEHHs JOKYMEHTOB B CHCTEME
9JIEKTPOHHOTO apXHUBa

HGO6XO,E[I/IMBIC 3HaHHUA

TpeboBaHus K Ka4eCcTBY M pe3yinbraraM o0paboTku rpadudeckux ob6paszoB
JOKYMEHTOB B CHCTEME DJIEKTPOHHOT'O apXHBa

HpaBHna HCIIOJB30OBaHHUA HNCPCOHAIBHBIX KOMIIBIOTCPOB H
CIICIMHAITU3UPOBAHHOI'O IIporpaMMHOro obecneueHUs B CHCTCMC
JJICKTPOHHOI'O apXHBa

Cpoku BeImosIHEHUS paboT mo oO6pabotke rpaduaeckux o6pa3oB JOKYMEHTOB
B CHCTEME JIEKTPOHHOI'O apXHBa

TpeGoBanust K HOpMaM BBIpaGOTKH MO 00paboTke TpaduuecKkux oO6pa3oB
JOKYMEHTOB B CHCTEME HIIEKTPOHHOTO apXHBa

TpeboBaHus 0XpaHsl TpyAa

Metoauku o6paboTku rpaduyeckux o0pa3oB JOKYMEHTOB, BBUBICHHS H
ycTpaHeHHss cO0OeB U OMHUOOK B paboTe CKaHHUPYIOMETO OOOPYAOBaHHS H
MEPCOHATBHBIX KOMITBIOTEPOB

OcHoBHI 3aKoHOJaTenbcTBa Poccuiickoit Penepanun B o61acté 06paboTKy,
XpaHEHHs, PACIIO3HABAHUS MEPCOHANBHBIX MAHHBIX H KOH()HUACHUMAIBHOCTH

uHpopManyu

Jpyrue xapakTepucTUKA




3.2. Obo6mennas TpynoBas GpyHKnus

HauMeHOBaRHe (DOpMI/IPOBaHI/Ie H 3arpyskKa JaHHBIX B CHCTEMY Kox B Vposens 4
JJICKTPOHHOT'O apX#Ba KB HKaIMH
IIponcxoxnenue 3
00001IEHHO TPy A0BOit Opurusan X UMCTBOBAHO H3
E—— OpHTHHaJIa
Kon PeructpaimoHHbLH
OpHUrHHana HOMep
IpohecCHOHAITBHOTO
CTaHapTa
Bo3morxHbIe Cnenuamuct apxusa
HaHMEHOBaHUS Cnenmamict no HHACKCHPOBAHHIO JTOKYMEHTOB
JIOJKHOCTEH,
npodeccuit
TpeboBanus Cpennee npodeccnoHaIBHOE 06pa3OBaHHe — IPOrPAMMBI HOATOTOBKH
00pa3oBaHHIO U CIIENHAINCTOB CPEIHETO 3BCHA
obyueHuIo 15014

Cpennee mpodeccuoHanpHOe 06pasoBaHKe — IPOrpaMMBI IOATOTOBKH
CHCIMATICTOB CPEAHETO 3BeHA (HE TPOGHIBHOE) 1 JOIOJHUTEIHLHOE
npodeccuoHaTbHOE 06pa3oBaHHe — IPOrpaMMEI IpodecCHOHAIBHOM
IEPENIOATOTOBKH 110 IIPO(GHITIO IeATENBHOCTH

TpeboBanus x oneITy He meree oanoro roaa mo co3panuio rpadguueckux 06pa3oB JOKYMEHTOB
IIPaKTHYECKOH paboTHI

Oco0sle ycnoBus -
Jomycka K pabore

Hpyrue -

XapaKTEePUCTUKH

JlonoJTHUTENbHBIE XapaKTEPUCTHKA

HanmenoBauue Ko HammenoBanue 6a30B0ii rpymnibl, J0JDKHOCTH
JOKYMEHTa (npodeccuu) UK CNENUATEHOCTH
OK3 4132 Cry>xanmie no BBEI€HHIO TaHHBIX
OKIIATP 26541 CnenuamcTt
OKCO* 7.46.02.01 JlokyMeHTanoOHHOE 0OecTiedeHUE YIIPaBICHUS U
apXHUBOBEJICHUE

3.2.1. TpynoBas ¢pyHKIHA

PacmosnaBanme Texcta JAOKYMEHTA 110 v
., pOBEHB
CMBICJTY U COACPKAHHUIO C MOCJIC, CH
HaumMeHoBaHUe Y a p\, ElyIOIII Kon | B/01.4 (momypoBeHb) 4
Knaccmbm(aunen " HHACKCAIIUECH B CHCTEMCE KBaJlI/I(l)IrIKaIJ,I/II/I
JJICKTPOHHOT'O apXHBa
i 3anMCTBOBAaHO U3
IIpoucxoxaeHue TpyHAOBOM Opurmman X
GyHKIHH OpHrHHaIa
Kon Perucrpanyosssiii
OpUTHHANa HOMEP
Mpo¢eCCHOHATEHOTO

cTaHaaprTa




TpynoBsie neticTBus

3anycx mponecca aBTOMATH3UPOBAHHOIO KOHTEKCTHOTO pacCrio3HaBaHUA
COACPKHUMOIO JAOKYMCHTOB ipu ITOMOIITH CIICHHATTU3HPOBAHHOTO
IIPpOrpaMMHOTO o0ecreueHus B CUCTEME SJIEKTPOHHOI'0 apXHBa

KoHTposIb Ka4ecTBa KOHTEKCTHOTO PACIIO3HABAHHS JOKYMEHTOB Ha IIPEAMET
HAJIMYHs HECOOTBETCTBHH C TEKCTOM OYMaKHBIX HOKYMEHTOB B CHCTEME
JJIEKTPOHHOTO apXHBa

Hcnpasnenue omub0K aBTOMATH3HPOBAHHOTO PACMO3HABAHHS COICPIKAMOIO
JOKYMEHTOB JiJIs apXUBHOTO XpaHEHHS

COXpaHCHI/Ie PE3YIbTATOB  KOHTEKCTHOI'O CKaHUPOBAHUA C BBOAOM
HCOGXO)II/IMI:IX anI/IGYTOB HOKYyMCHTA [IJid apXUBHOI'O0 XpaHEHUSA

DOpMHUPOBAHHE HTOTOBBIX TaGNMI[ 10 aTpUOYTaM JOKYMEHTOB Ha OCHOBAHHH
KOHTEKCTHOTO pAacHo3HAaBaHHA M BBOJA aTpUOYTOB JOKYMEHTOB Ui
apXMBHOTO XpaHEHHU

Heobxonumele ymenus

llonb30BaThcsi ~ HEPCOHANBHBIM ~ KOMIBIOTEPOM M IPOTrPAMMHBIM
obecrieueHneM Ui KOHTEKCTHOTO PACIO3HABAHHSA JOKYMEHTOB B CHCTEME
3IIEKTPOHHOTO apXHBa

Brmonnate nporexypsl MOBTOpHO# 3arpy3kd IDaHHBIX B ciaydae HaJIHJHs
OHIMOOK WM cOOEB

Coxpauare  pe3ynbTaThl KOHTEKCTHOIO CKAaHHPOBAHHMS C  BBOJIOM
HEeOOXOJMMBIX aTpUOYTOB JIOKYMEHTA Ul ADXMBHOIO XPaHEHHUS

@opMHpPOBATH HTOTOBEIE TAOIHIBI /IS APXUBHOTO XPAHEHHS

HeobxoauMsie 3HaHNS

TpeOoBanus Kk KadecTBy M IIOJHOTE KOHTEKCTHOIO pPAaclO3HABAHUS U
WHJEKCAMH 110 KAXKJIOMY THIy JOKYMEHTOB B CHCTEME JIEKTPOHHOTO apXHBa

TpeboBanuss k coctaBy U (opMaTy HTOrOBBIX TaOIHMI[ B CHCTEME
JJIEKTPOHHOTO apXHMBa

[TpaBuia UCIIOJIb30BaHHS TIEPCOHAITBHBIX KOMITBIOTEPOB %4
CICHHATU3HPOBAHHOIO  IPOrpaMMHOr0  ofOecmedeHHs B CHCTEME
3JICKTPOHHOTO apXHBa

Cpoku BBHIMONHEHHS PabOT W HOPMBI  BBIPa0OTKM  KOHTEKCTHOTO
pacrno3HaBaHHs JOKYMEHTOB Ha IIpeIMET HAJIMYHS HECOOTBETCTBUH ¢ TEKCTOM
OyMaXHBIX JOKYMEHTOB B CHCTEME DJICKTPOHHOT'O apXHBa

TpebGoBanus oxpassl Tpyzaa

Mertoaukun BBOJA JAaHHBIX H  HCIIPaBJICHHA omubOK KOHTEKCTHOT'O
PaciiOo3HaBaHUsI B CHCTEME JJIEKTPOHHOI'0 apXnBa

OcHoBsl 3akoHOAaTenscTBa Poccuiickoit Menepanun B obnactu o6paboTkw,
XpaHeHHsI, PacliO3HaBaHMUs MEPCOHANBHBIX NAHHBIX U KOH(HUIECHIIHAILHOCTH
uHpopMauH

Jpyrue XapakTepuCTHKI

3.2.2. TpynoBas GpyHKIHS

3arpy3ka 0000IMIEHHBIX JaHHBIX B CHCTEMY YporeHb
HaumenoBanue IEKTPOHHOTO apXHBa Kon | B/02.4 (1o LypoBeHs)
KBaTH(HKAH
IIpoucxoxacHue TpyHOBOH Opurmman X 3arMCTBOBAHO M3
(dyHKIIN P OpUrHHasia

Kon PerucTpanioHHBIH
OpHrHHAJIA HOMeEp
npo¢eccHOHAHLHOTO

CTaHJapTa
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TpyaoBsle aelicTBus

®opmupoBaHue (IIepeBOA) OGOOMIEHHBIX JAHHBIX IO pe3yibTaraM
CKaHMPOBAaHMS W HHICKCAlHM JOKyMEHTOB B ¢opMar 6a3 JaHHBIX
HCTIONB3YEMOH CHCTEMBI B 3IEKTPOHHOM apXHBE

3arpyska 0606IIEHHBIX JAHHBIX B CHCTEMY 3JIEKTPOHHOTO apPXHBa

HpOBCpKa IIOJTHOTBI COOTBETCTBHUS I/I306pa)KCHI/ISI H ICJIOCTHOCTH OAHHBIX,
3aI'PYJKCHHEIX B CHCTCMY JJEKTPOHHOIO apxuBa

IloBTOpHBIH 3amyck Tpomecca 3arpy3Kd DaHHBIX B CHCTEMY SIEKTPOHHOTO
apx#Ba B Clly4ae HAINYHMA OMIMOOK UK cO0eB

Heobxonumele ymenus

[Tone3oBaTecs IICPCOHATIbHBIM KOMIIBIOTECPOM 51 IIporpaMMHBIM
obecriedeHueM JJLT KOHTEKCTHOI'O pacliO3HaBaHUS JAOKYMCHTOB

3arpyxars JaHHBIE B Pa3IHYHbIC HHPOPMAUMOHHBIE CHCTEMBI SIEKTPOHHOTO
apxuBa

IIpoBepaATh  COOTBETCTBHE HM300pKEHHMS M  IEJNOCTHOCTH  JAHHBIX,
3arpy)KCHHBIX B CUCTEMY IEKTPOHHOTO apXHBa

BoinosHATE mponeypsl HOBTOPHOTO 3allycKa MPOrPaMMHOTO 0GecIieueH s B
CciIy4ae HATYHs OMHOOK B COOEB CHCTEMBI SJIEKTPOHHOTO apXHBa

HeobxoauMsie 3HaHNS

TpeGoBanus x popMmaty 6a3 JaHHBIX CHCTEMBI JIEKTPOHHOTO apXHBa

MeToauku oneHKn KadecTBa 3arpy>KEeHHbIX JIAHHBIX B CHCTEMY 3JI€KTPOHHOTO
apxuBa

IpaBuna HCIIOJIB30BaHMUS HePCOHATBHBIX KOMITBIOTEPOB "
CIIENMATM3MPOBAHHOTO  IIPOTPaMMHOTO  OOECIIEYeHHss B CHCTEME
3JEKTPOHHOTO apXHBa

Cpoxu BBIIOTHEHHS pabOT M HOPMBI BEIPAOOTKH (HOPMHUPOBAHUS H 3arPy3KH
0000IEHHBIX JAHHBIX B CHCTEMY JJICKTPOHHOI'O apXHBa

TpebGoBanus oxpansl TpyAa

HOCJICI[OB&TCJ’IBHOCTI) IEHCTBUM ISt 3arpy3Kkd  JJaHHbIX B CHCTEMY
JJICKTPOHHOI'0 apXnBa

TpeGoBanus 3akoHomatenbcTBa Poccuiickoii ®enmepaumu B 00acTH
00paboTKH, XpaHeHHs, pACHO3HABAHHS NEPCOHAIBHBIX JAaHHBIX H
KOHQUIEHIMATLHOCTH HHPOPMAIHH

Jpyrue xapakTepucTuku

3.3. O600meHnHas TpyaoBas GpyHKIHA

HPOBAHUS
PyxoBoacTBO nporieccoM CKaHHP , . c Vposers ]
HaumeHoBanne | BBOJ]a U 00pabOTKH JaHHBIX B CHCTEME on KBATAbHUKALH
3JIEKTPOHHOTO apXuBa
Hé) 061/1 CXOMCHHE . o X 3auMCTBOBAaHO W3
0060061meHHOI Tpy nOBO#t pHrHHAT opETEHAMA
¢$yHKIN
Kox PervcTpaiiOHHBIH
opurHHaia HOMeEp
Mpo¢eccHOHATILHOTO
cTaHIapTa
Bo3MoxHEIE 3aMecTUTENs HAYATbHHKA OTAENA (CIIyxO0Bbl, IenapTaMeHTa) IO CKaHHPOBAHUIO
HAaUMEHOBAHUS 1 00paboTKe JaHHBIX
JIOJDKHOCTEH, HauansHuk oT/iena (CiryxObl, JenmapTaMenTa) o CKaHuPOBaHUIO U 00paboTke
npodeccuii JaHHBIX
PykoBoauTens otaena (Ciryk0bl, ienapTaMeHTa) 0 CKAaHUPOBAHUIO U
00paboTke TaHHBIX




TpeboBanus
o0pa3oBaHHIO U
00y4eHHIO

Beiciee o6pasoBanue — Gakanaspuar

WA

Bsiciee o6pasoBanne (He Ipo¢uIbHOE) — GaKaTaBpHaT U JONOIHHTETBHOE
npodeccHOHATEHOE 06pa3oBaHKe — NPOTPaMMBI HPO(hECCHOHATLHOM
NEPENOATrOTOBKH O NPOGHIIIO NEITEIBHOCTH

WIH

Cpensee npodeccHonansHoe 06pa3oBaHUe — IPOTrPAMMBI IIOATOTOBKH
CIIELHAIUCTOB CPETHETO 3BEHA

700

Cpentee npodeccronansHoe 06pazoBanue (He MPOGUILHOE) — IIPOrPaMMEL
IIOJTOTOBKH CHELMAIKNCTOB CPEIHETO 3BEHA U JOIIOIHUTEIBHOE
npodeccHOHaNBHOE 0Gpa3oBaHue — IPOrPAMMBI HPOhECCHOHATHLHOM
IEPENOATOTOBKH IO IPOGHIIIO AEATEILHOCTH

TpeGoBanus x onmbrry
IIPaKTHYECKOH PaboThI

He meHee ofiHOTO rosia BEIMOMHEHHS paboT 0 GOPMHUPOBAHMIO H 3arpy3Ke
AAHHBIX B CHCTEMY 3JIEKTPOHHOTO apXMBa IIPH BHICIIEM 00Pa30BAHHH

He Menee 1ByX neT BBIOMHEHHS paGoT [0 GOPMHUPOBAHHUIO H 3arPy3Ke
AaHHBIX B CHCTEMY 3JIEKTPOHHOI'O apXKBa IIPH CpeTHEM MPodeCCHOHATLHOM
obpa3oBaHuu

Ocobrle ycnoBust
JOIycKa K pabote

Jipyrue
XapaKTePUCTHKA

HononautenpHOe NpodecCHOHANIBHOE 00pa3oBaHKe — IPOrPAMMEI IOBBIIICHHST
KBATH(UKAIIA

I[OHOJ'IHI/ITCJ'II:HBIC XapaKTCpUCTHKH

HanMenoBanue
JOKYMEHTA

HanmMenoBanue 6a30Bo# rpyIIIbl, JOJKHOCTH

Kon (mpodeccun) WK CIISIUAIBHOCTH

OK3

1213 PykoBoauTesns B 0071aCTH OIpeie/ICHUs MOMUTHKY U
IUTAHAPOBAHHUS IESTETLHOCTH

EKC’

HavanpHuk otaena (3aBeIyrOmuid OT/IENI0M) apXuBa

OKIIJITP

24705 Havanbauk otaena (GyHKIIHOHATIEHOIO B IPOYHX
00J1acTsX 1eATEIHHOCTH)

OKCO

7.46.02.01 JlokyMeHTaninonHoe obecredeHue ynpaBlIeHNUs U

ApXUBOBCIOCHHUC

7.46.03.02 JlokyMeHTOBeIEHUE 1 apXUBOBEJCHUE

3.3.1. TpynoBas pyHxIHAS

HamMenosanue

IIpoucxoxaeHre TpyAOBOIA
GyHKIMH

VYnpasneHue JesTeNbHOCTHIO 0 KOHTPOJIIO YpoBeHs
(GYHKITMOHHPOBAHHS, BBOJIa M 00paboTKu Kon | C/01.6 (moxypoBeHS) 6
JAHHBIX B CHCTEME DJICKTPOHHOTI'O apXHBa KBaH(UKALHH
3auMCTBOBAHO U3
Opurunan X ) OpHI'MHANA
Kon PeructpatioHHEIH
OpHUTrHHaJIa HOMEp
Mpo¢eCCHOHATEHOTO
CTaHZapTa

TpynoBsle aeficTBUS

[IpoBeeHHE MHCTPYKTaXa IMEPCOHAA MO TEXHOJOTHH BHINOJIHEHUS paboT U
TpeOOBaHMAM K KAd4eCTBY BBIMOJHEHUS pabOT B CHCTEME OJIEKTPOHHOIO
apxuBa




13

OO6yuenne mepcoHaa BBOAy H 0OpaGOTKe NAHHBIX COTJIACHO TpeGOBaHUSIM,
YCTAHOBJICHHBIM TEXHOJIOTHYECKHM DETIaMEHTOM B CHCTEME DJIEKTPOHHOTO
apxuBa

KoHTpomb cooTBeTcTBHs BBIIONHSEMBIX paGoT IO BBOAYy H 00paboTke
JAHHBIX TPEOOBAHMSM, YCTAHOBICHHBIM TEXHOJNOTHYECKHM PErIAMEHTOM B
CHCTEME JIICKTPOHHOTO apXHBa

KoHtpoms Hopm BBIpaGoTKM BBOJA M OOPaGOTKH MAaHHBIX B CHCTEME
JJIEKTPOHHOTO apXHBa

BHeceHne H3MEHEHHH B TEXHONOTMYECKHH MPOLECC Ui JOCTHIKEHHS
HaWJIyqIIMX pe3ylbTaTOB II0 BBOAY M 00paGOTKE [aHHBIX B CHCTEME
JIIEKTPOHHOTO apXHBa

KOHC}’J'II)TI/IpOBaHI/Ie COTPYAHUKOB I10 BOIIPOCAM TEXHOJIOTHICCKOTO Ipo1ecca
H Ka4€CTBa CKAHUPOBAHM B CUCTEME JJIEKTPOHHOI'O apXuBa

Obecneuenne pa6oqnx MCCT TCXHUYECCKHUMH CPEACTBAMH B COOTBETCTBHH C
TEXHOJIOTHYECKUMHU Tpe60BaHI/ISIMI/I, yCTaHOBJICHHBIMU B CUCTEMC
JICKTPOHHOI'0 apXHBa

Heobxoxumele ymenus

Ilonas3oBaThCs IICPCOHATIBHBIM KOMIIBFOTCPOM I BBOJA M 06pa60TKH
AAHHBIX B CUCTEME JJICKTPOHHOT'O apXHUBa

IIpoBoauts 0GydeHHE M HHCTPYKTaX NEPCOHANA N0 (yHKIHOHHPOBAHHIO,
BBOY ¥ 00pabOTKe JaHHBIX B CHCTEME 3JIEKTPOHHOTO apXHBa

OHpe,Z[CJISITB ONTAMAJIbHBIC MCTOOWKH BBIIIOJIHEHUS pa60T B CHCTCMC
JNICKTPOHHOTO apxuBa I JOCTHXCHHUA 0003HaYEHHBIX PE3YIBTATOB C
MHAHHMAJIbHBIMHU 3aTpaTaMu

CocTaBnATh periaMeHTH, HHCTPYKIUH, TEXHHYECKHE 3a1aHus ¥ TEXHUUECKHE
TpeOOBaHHs B CUCTEME JJICKTPOHHOTO apXHBa

HactpanBate U 0OCIIy)XMBaTh CKaHHpyIOmee OGOPYIOBAHHE I CHCTEMBI
IEKTPOHHOTO apXHBa

YcranaBiuBaTh NporpaMMHOe obecrieueHre A GpYHKIMOHUPOBAHUS, BBOJA
1 00pabOTKH TAaHHBIX B CUCTEME JJIEKTPOHHOTO apXuBa

Heob6xoaumeie 3HaHuS

HOpﬂlIOK OpraHusaluu nponecca CKaHHupOBaHUSI M MHJACKCAIlHHA JTOKYMCHTOB
B CHCTCMEC DJICKTPOHHOT'O apXHBa

Meroauku 00y4eHHs B OLIEHKH NEPCOHANA MO (YHKIIMOHUPOBAHHUIO, BBOAY H
006paboTke JaHHBIX B CHCTEME AJIEKTPOHHOI'O apXHBa

IIpou3BoACTBEHHbIE  HOpPMATHBBI  JUIS  COCTaBJICHHSA  PErJIaMEHTOB
(GYHKIIMOHHUPOBaHHS, BBOJIa U 00pabOTKH JaHHBIX B CHCTEME 3JIEKTPOHHOTO
apxuBa

IMopsmox HCIIOIE30BaHUS HEPCOHABHOTO KOMITBIOTEpA U
CHECNUANIU3HPOBAaHHOTO  NPOTpaMMHOrO  o0ecHedeHHs B CHCTEMe
3JIEKTPOHHOT'O apXHBa

TpeGoBanus oxpaHsl Tpyaa

OcHoBEI 3akoHOnarenbcTBa Poccuiickoii @enepanuu B ob6aact 06paboTKH,
XpaHEHHU, PaclO3HaBaHUA IEPCOHANBHBIX JAaHHBIX H KOH(QHIECHIHAIBHOCTH
uHpOpPMaHH

Jpyrue xapakTepucTuKu
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3.3.2. TpynoBas ¢pynxuus

HammvenoBauue

Pa3paboTka I0KaIBHEIX HOPMATHBHBIX AKTOB
10 BOIIPOCAaM OpraHU3alliH Ipolecca YposeHs

IpoucxoxaeHne TpynoBOi
GyHKUHA

Kox | C/02.6 (momypoBeHs) 6
CKaHHPOBAaHHUA B CUCTEMC JJICKTPOHHOIO KBATH(UKALHH
apxmBa
Opurunan X 3auMCTBOBAHO U3
OpHrHHaja
Kon PeructpanuoHHbIi
OpHI'HHANA HOMEPp
npohecCHOHATBEHOTO
CTaHJapTa

TpynoBsle neiicTBus

Onpenenenne NoTpeGHOCTH B pa3paGOTKE JIOKAIBHEIX HOPMAaTHBHBIX aKTOB
MCTOAMYECKHX JTOKYMEHTOB B CHCTEME HIIEKTPOHHOTO apXuBa

IToaroroBka HHCTPYKHHﬁ, PCriIaMeHTOB, TCXHOIOIMYCCKHX KapT IIo
Opranm3anyy npornecca CKAHUPOBAaHHS B CHCTCME SJIEKTPOHHOTO apxuBa

BHeceHue HM3MEHEHH M YTOYHEHHH B MHCTPYKIMH, pEIJIaMEHTHI,
TEXHOJIOTMYECKHE KapTHI 10 OPraHU3aluy MPOoIecca CKAaHUPOBAHHS B CHCTEME
3NIEKTPOHHOTO apXHBa

Heobxonumele ymenuns

[Tons3oBatbcst NEPCOHATIBHBIM KOMIIBIOTCPOM IJISI COCTAaBJICHHUSA PIHCprKI.IPIﬁ,
PETIIAMEHTOB, TCXHOJOTHICCKUX Kapt 1o OpraHusanuu IIponecca
CKaHHPOBaHUs B CHCTEME DJICKTPOHHOT'O apXHBa

CocraBnare PETIIaMCHTEBI, HHCTPYKIMHA, TCXHHUYCCKUC 3aJaHU U TCXHHYCCKHC
Tpe60BaHI/I}I 10 BOIIpOCaM OpraHu3allH IIpoleccca CKaHHpPOBAHUS B CUCTEME
JJICKTPOHHOI'O apXHBa

OHTI/IMI/ISI/IPOBaTB HTpOU3BOJACTBEHHBIC IIPOHECCCHI CKAHHPOBAHHSA B CHCTCMC
JJICKTPOHHOTO apXnBa

HeobOxoauMele 3HaHUS

HOpXI[OK OpraHusailvii Imponecca CKaHnpoOBaHUA U HHACKCAIHU TOKYMEHTOB
B CHCTCMCE JJICKTPOHHOI'O apXHBa

HpOI/I3BOI[CTBeHHLIe HOpPMAaTHBBI IJIA IIOCTPOCHHA PErIaMEHTOB IIpoIecca
CKaHWPOBAHWs U HHACKCAIIUU JIOKYMCHTOB B CHCTCME 3JIEKTPOHHOI'O apXHBa

HpaBnna HCITOJIB30BaHHA CIIEUATN3HPOBAHHOT O nporpaMMHOro
obecreueHus It mpouccca CKaHHUPOBAHHSA M HHACKCAIIMA NJOKYMCHTOB B
CHCTCMC DJICKTPOHHOI'O apXuBa

TpeboBanus oxpassl TpyAa

OcHoBEI 3akoHOAaTenbeTBa Poccutickoit @enepanuu B obiactu 06paboTky,
XpaHEHHUS, PacIO3HABaHHUS MEPCOHAIBHBIX JAaHHBIX M KOH(HACHIHAIBHOCTH
HHbOpMaU

Jpyrue xapakTepucTUKH
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3.3.3. TpynoBas ¢pynxkuus

Hamnmenopanue

Crparernaeckoe IIaHUPOBAHHE 1
IIOCTPOEHHE TIPOIECCOB CKAHUPOBAHHS, Yposeith

Ipoucxoxaenne TpynoBoi
$yHKIUN

Ko, . i
BBOJia M1 00pabOTKH JaHHEIX B CHCTEME A | G036 Ki;%’ﬁizﬁ;; 6
AJICKTPOHHOI'O apxXuBa
Opwruman X 3auMCTBOBaHO U3
OpHrHHAIA
Kon PernctpanmonHsIif
OpHrHHaNa HOMep
npo¢deCCHOHATBHOTO
CTaHZapTa

Tpynossie aelicTBus

Beuisienne TpeboBaHMit (DYHKIHMOH&IBHBIX 3aKa39MKOB K  KaueCTBY
CKaHHPOBaHMsl, BBOAA M 0OpabOTKHU JIaHHBIX B CHCTEME MIEKTPOHHOTO apXHBa

Opranmsanyss M IPOBEAEHHE TECTOBBIX pPabOT MO CKAHUPOBAHWIO IUIA
BBISIBJIEHUS CKPBLITBIX OCOOEHHOCTEH NOKYMEHTOB M YTOYHEHUS TpeOOBaHHH K
pe3yinbTataM CKaHHPOBaHHS, BBoJa M 00pabOTKHM JaHHBIX B CHCTEME
JIEKTPOHHOTO apXHBa

®opMupoBaHue TpPeOOBAHUI K COCTABY M KOJMYECTBY TEXHHUUECKHUX CPEACTB
U MPOrpaMMHOI0 00ecredeHus, HEOOXOAUMBIX AJIA BHIIOJHEHHS paboT 1o
CKaHUPOBaHMIO, BBOJIY M 00paboTKe NaHHBIX B CHCTEME JIEKTPOHHOIO apXUBa

IMogroroBka ® COTJIaCOBaHME TEXHUYECKOrO 3alaHUS HIM TEXHHYECKHMX
TpeGOBaHMIi K CKAHMPOBAHUIO, UHICKCAUK U (OPMHUPOBAHHIO HTOTOBBIX 0a3
JIAHHBIX B CHCTEME JICKTPOHHOr0 apXuBa

OmpeneneHune U pacueT HOPM BBIPAGOTKH Ha KaXIblil BHI paboT B CHCTEME
SJIEKTPOHHOTO apXHBa

AHanu3 MOTPeOHOCTH B TEXHMYECKOM  OOECHECYEHHH  CPEACTBaMHU
CKaHHPOBAaHMs, BBOJIa, 00PaOOTKU NAHHBIX B CHCTEME 3JIEKTPOHHOI'O apXuBa

Heobxoqumsle yMmeHus

ITonb30BaThCs MEPCOHATBHBIM KOMIBIOTEPOM Ul IIPOBEIACHHSA TECTOBBIX
paboT MO0 CKaHMPOBAaHMIO, BBOJAa H 00pabOTKE MaHHBIX B CHCTEME
3JIEKTPOHHOTO apXHBa

Onpenenste TpeGOBaHHS K TEXHHYECKHMM CPEACTBAM M IPOrPaMMHOMY
00ecIIeYeHHIO I BHITOJIHEHHS paloT 110 CKAHUPOBAHHUIO, BBOLY M 06paboTKe
JIAHHBIX B CHCTEME 3JIEKTPOHHOTO apXHBa

OI'ITI/IMI/I3I/IpOBaTI> TEXHOJIOTHIO 15 IIPOU3BOACTBECHHEIC TPpOoICCChI
CKaHHUpOBaHHUs, BBOJA 1 O6pa6OTKH JAHHBIX B CHCTCMC JJICKTPOHHOI'O apXUBa

CocrtaBnsaTh KBTI (DM KAITHOHHBIE TpebOoBaHM K IIEPCOHATY,
o6ecIeunBaroIEMy IPOIECCH CKAHMPOBAHUS, BBOJA M 00pabOTKH JaHHBIX B
CHCTEME JJICKTPOHHOTO apXHBa

HeobxonmnMmeie 3HaHUS

IMopsAmoK OpraHM3alliii W TEXHOJIOTHS IpOIEcca CKAaHHPOBaHHS, BBOAA H
00pabOTKHU JAaHHBIX B CHCTEME JJIEKTPOHHOIO apXHUBa

[Ipou3BOJCTBEHHbIC HOPMATHBBI MPOIECCOB CKAHHPOBAaHMS, BBOJA U
00pabOTKH JaHHBIX B CHCTEME JIEKTPOHHOIO apXHBa

CocTaB M KOJIMYECTBO TEXHUYECKHX CPEACTB I COOMIOACHUSA TEXHOJIOTHH H
Ka4ueCTBEHHOTO BBHIIONHEHHS paboT MO CKaHUPOBAaHHIO, BBOXY M 00paboTKe
JAHHBIX B CHCTEME 3JIEKTPOHHOTO apXHBa

TpeGoBanus K HOpMaM BBHIPaOOTKH IPOLIECCOB CKAaHMPOBAHWSA, BBOJA U
00paboTKH TAaHHBIX B CHCTEME 3IEKTPOHHOIO apXHuBa

TpeGoBaHus OXpaHbl TPyAa

OcHOBHI 3aKOHOZaTenbcTBA Poccuiickoit @epepanuu B obnacTu o6paboOTKH,
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XpaHCHHS, PACIIO3HABaHUS NEPCOHAIBHBIX JAHHBIX H KOHQHICHIMAILHOCTH
HH(popMaIu

Jlpyrue XapakTepuCTHKH | -

IV. Ceenenus 06 opranu3anusx — pa3pa6or4yuxax npoecCHOHAILHOIO CTAHAAPTA

4.1. OTBeTCTBEeHHAS OPraHU3ALHUA-PAIPACOTUHK

HII «HaunonansHas accoruanus OpUCHBIX CIIENHAINCTOB U aJIMAHHUCTPAaTHBHBIX PaOOTHAKOB», TOPO
MockBa

Hupexrop XmocHeBa Jlronmmna [Terposua

4.2. HanMeHOBaHUS OPraHU3ANMIi-Pa3paboTIHKOB

HanmonanbHas acconnanus apxuBUCTOB H genonpoussoauteneit «HAILI APXWB», ropox Mocksa

OOP «Poccuiickuii cOr03 NPOMBIILICHHUKOB U IIpeIIPUHAMATENEHY, Fopox Mocksa

000 «Jlemoc AnbsHC», Topox MockBa

000 «Cepsuc cepruduxamumn», ropog Mocksa

000 «Cadepa», ropon Mocksa

AN B W=

00O «llenTp sxcnepTu3ssl u cepTuduKaun», ropoa Mocksa

! O6mepoccuiickmii KNacCHpUKATOP 3AHATHIA.

2 Obmepoccutickuii Kiaccu$pHKaTop BUIOB IKOHOMHUUECKOM IEATeILHOCTH.

* O6mepoccutickuit Kitaccndurarop npodeccHii paGounx, TOKHOCTEN CITyKAUIMX 1 TAPUBHBIX Pa3ps/IOB.
* O6mepoccuiickuii KaccHPUKATOp CHENMATPHOCTEH IO 06Pa30BaHMIO.

5 EnuHBLH KBaH(HKAHOHHBI CIIPaBOYHHUK JOJDKHOCTEH PyKOBOAUTENEH, CIIENHAIMCTOB U CITY)KallHX.




