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III. XapakTepucTuka 00001eHHBIX TPYAOBLIX GYyHKIHH

3.1. O6o0mennast TpyaoBas GyHKIHA

XpaneHue, KOMILUIEKTOBAHUE, YUET U
HaumeHOBaHHE p ’ )Y Kon A YposeHb 5
HCIOJIB30BAHME JIeN (IOKYMEHTOB) apXHBa KBaIMUKALHH
IIpoucxoxaenne
0606 1meHHo# TpyROBO# OpuruHal X 3auMCTBOBAHO H3
OpHUrHHaTa
byHKuun
Kon opurunana PeructpaunoHHbIH
HOMep
npoeCCHOHAIBHOTO
craHgapTa
Bo3MoxHBIE Crienpanuct apxusa
HauMCHOBaHUA
JIOJDKHOCTEH,
npodeccuii

TpeboBanus K
00pa30BaHUIO U
00yUYEHHIO

Cpennee npodeccnoHanbHOE 06pa30BaHUE — IIPOrPaMMBbI IIOATOTOBKH
CIENHATMCTOB CPETHETO 3BEHA

WA

Cpennee npodeccuoHanbHoe 06pasoBanue (He NPOodUILHOE) — IIPOTPaMMBI
HOATrOTOBKH CIIEHATHCTOB CPEIHETO 3BCHA U JONOJIHUTEIBHOE
npodeccuoHanbHoe 06pa3oBaHue — IPOrpaMMBI NPOGECCHOHANBHOM!
IIEPENOTOTOBKH 110 ITPOMHIIIO AEATEIBHOCTH

TpeboBaHuUs K OIBITY
HpaKTHYECKOH paboThI

Oco0Oble yCIIOBHS
JoImycKa K paborte

IpoxoxaeHune 00y1eHUs MEPaM IIOKapHOU 6e3omacHoCTH
ITpoxoxaeHue 00yUeHHs U NPOBEPKH 3HAHMH TpeOOBaHMUIi OXpaHbI tpyna’

Hpyrue

XapaKTCpUCTUKHU

IlOHOJIHI/ITCJII)HBIe XapakTECPUCTUKU

HanmenoBanmue Kox HavmeHnoBanue 6a30B0i rpyIIbL, JODKHOCTH
JOKYMEHTa (mpodeccun) WM CIENMAIBHOCTH

OK3 3343 AIMMHACTPATHBHBIA W HHOM MCIIONHATEIBHEIH
CpeIHETEXHUYECKUH NIEpCOHAl

EKC - ApXUBHUCT

OKIIJITP? 20193 ApPXMBHCT

26541 Crenuaauct

OKCO* 7.46.02.01 JloxyMeHTalIMOHHOE 00€eCIIeYeHHEe YIIPABICHUS U

apXWBOBEICHHE

3.1.1. TpynoBas pyHKuMs

HauMmeHoBaHue

Opranusaiiys IOCTOSIHHOTO XpaHECHHs
ApXUBHBIX Jie]l (JIOKyMEHTOB)

VpoBeHb
(moxypoBeHs) 5
KBaJINUKaLUH

Kon : A/01.5




IporcxoxaeHUE TPYAOBOH
(yHKIUN

3auMCTBOBAHO U3
Opurusan X
OpHTHHATA
Kon PerucrpaitmoHHBIH
OpHTHHaNa HOMep
npodecCHOHATIBHOIO
cTaHjaaprta

TpynoBslie neAcTBHA

Omnpefienenne CXeMbl KiacCHGMKAIUHA apXHBHBIX €Nl (JOKYMEHTOB) A
IIOCTOSHHOTO XpaHEHHUs

OnpefeneHde CXeMbl CHCTEMAaTH3allM apXHBHBIX €N (IOKYMEHTOB) HpH
MOCTOSSHHOM XPaHEHHH Ha OCHOBE BHIOPAHHON CXeMBbl KIIacCH(HKalMH

HpOBClICHI/Ie SKCHIEPTH3bl ILIEHHOCTH JOKYMCHTOB, IIOCTYyIAlOImIUMX Ha
apXyUBHOC XPaHCHHUC

PasMelnenne apXWBHBIX Jeid (JOKYMEHTOB) B apXMBHBIX XpaHWIMINAX B
COOTBETCTBHH C BHIOpAHHO#M CXeMOil KiIacCHpUKAIMK M CUCTEMaTH3AIHH JIC]T
(IOKYMEHTOB)

Co3zganre u obecliecyceHHE PEXMMOB MOCTOSIHHOTO XPaHEHHMS apXHBHBIX OCT
(moxyMeHTOB)

HpOBepKa HAJIMYUSL H COCTOAHHA apXHWBHBIX €I (lIOKYMeHTOB) Ha CTaiguH
IOCTOSITHHOI'O XpaHCHU

BoisiBleHHE H  y4€T apXHMBHBIX 1€l (JIOKyMEHTOB), TpeOyroImX
pECTaBpPAlIHOHHON, KOHCEPBAlHOHHO-NPO(YHIAKTHYECKOH M TEXHHYECKOH
06paboTKH

[MoaroToBka ycnoBWii Juii oOecleyeHHs COXPaHHOCTH apXHBHBIX JIeJT
(1OKYMEHTOB) B 0COOBIi IIEPHO/L ¥ Ype3BBIMARHBIX CUTYALHMSX

OcyIIECTBIEHAE KOHTPOJIS ABWD)KCHHS ApPXHBHBIX J€N (IOKYMEHTOB) M HX
(GHU3MIECKOTO COCTOSIHUS

[ToarotoBka APXUBHBIX JCJ1 (JIOKyMeHTOB) JJIA iepeia4d Ha ayTCOPCHHI'OBOC
WM BHCIDHCC XPpaHCHHUC

3aka3, mepegava el (JOKYMEHTOB) Ha ayTCOPCHMHI HJIH BHCLIHEC XPaHCHUE

Heob6xomuMble yMEHUSA

CucreMaTH3UPOBAaTh A€71a (HOKYMEHTHI)

Pasmemiath apxuBHBIC Jena (JOKyMEHTbl) Ha MeCTaX XpaHCHHA B
COOTBETCTBHMH ¢ HOPMATHBHBIMH TpeOOBaHUSIMH B 0071aCTH apXHBHOTO Jieiia U
yIpaBlI€HUS JOKYMEHTaMH

Ob6ecrieunBaTh ~ HOPMATHBHBIE PEXHMMBl  XpaHEHHS  apXHBHBIX  JEJ
(1OKyMEHTOB) Ha MIOOBIX HOCHUTENSIX

HpOBOZlI/ITB OpOBEPKY IIOJTHOTHI COCTaBa aApXHBHBIX JOKYMEHTOB B CIMHUNIAX
XpaHCHHUA

ITpoBOAUTH ONIHCAHHE APXHUBHBIX JEN (JIOKYMEHTOB)

CoCTaBlATh  CHPABOYHO-TIOMCKOBBIE CPEACTBA K  APXHBHBIM  JieJlaM
(moKyMeHTaM)

BecTH y4eT M KOHTPOJb BBIAYM APXUBHBIX Jel (JOKYMEHTOB) W3
ApXWBOXPAHMIIMINA M MX BO3BpaTa

BecTH y4er M KOHTPOJb Mepefadd Jen (ZOKyMEHTOB) Ha ayTCOPCHHI HIH
BHEINHEE XpaHEHWE U IpHeMa JIell ¢ ayTCOPCHHIa MIM BHEIITHETO XPAaHEHUS

IIpoBOZUT,  MONMCTHYIO  NpPOBEPKY  (H3MYECKOr0  COCTOSHMA  Jien
(IOKYMEHTOB)

Pa3bickuBaTh HEOOHAPYIKEHHBIE eia (T0KYMEHTBI)

HeobxoauMele 3HAHUS

HopMaTuBHBIE MpaBoBble aKkTel Poccmiickoit ®enepauuu B 00nacT
ApXHBHOTO JIeNa U YIIPaBJICHHU JIOKYMCHTaMH

HopMaTuBHEIE TipaBoBble aKThl Poccmiickoii ®enepamuu B 001acTH
uHpOpMaIyy, HHOOPMAIMOHHBIX TEXHOJIOTHH, 3amMTbl MH(GOpMAllH¥ H
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TNIEPCOHATBHBIX JAHHBIX, IN(POBOi TpaHCHOpMaIHH

HopmaruBHble mpaBoBble akThl Poccuiickoir ®Penepammm B o6nacTu
KOH(GHAEHIMATFHOCTH HHPOpMAaIMH

JlokanpHble HOPMATHBHBEIC aKThl OpraHM3alMH B 00nacTH obecnedeHms
COXPaHHOCTH e (JIOKYMEHTOB)

YcnoBus cOCTaBlIEHUA JOTOBOPOB Ha pealIM3alHI0 YCIYI' ayTCOPCHHIOBOIO
HJIH HHOTO BHCIIHCTO XpaHCHHSL

Mo6uIH3auuoHHbIE IUIAHEl ADXHBA, [UIAHbI 3BaKyaliHy JeN (JOKyMEHTOB)

TIpaBuiia XpaHeHus Jeil (JOKYMEHTOB) B COOTBETCTBHHM C X THIIAMH

ITopsimox popMUpOBaHUS JOKYMEHTOB B KOMILIEKTEI, FPYIIMBL, THIIBI

Cpoku BBIIONHEHUS padboT

TpeGoBaH¥us K yCTaHOBJICHHBIM HOpMaM BHIPabOTKH

TpeGoBaHus oxpaHbl TpyAa

Jpyrue xapakTepUCTHKH

3.1.2. Tpynosas pynkuust

KoMniekToBaHue apXUBHBIMU JCIIaAMHU YposeHb
HaumeHoBaHHe (IOKyMeHTaMu) apXHBa Kon i A/02.5 (momypoBeHs) 5
KBIH(UKALHMI
INpoucxoxxaeHue Tpya0Boil Opurmman X 3alMCTBOBAHO M3
lingiinivi OpHrHHaJIa
Kon PernctpalOHHBIH
opuri{Haia HOMeEp
npohecCHOHALHOTO
cTaHgapTa

Tpynossie neiicTBUS

BCHCHI/IC CIIUCKA UICTOYHHKOB KOMIUICKTOBAHUS apXHUBa

OcyIlIeCTBJIeHI/IC pa6OTI)I 110 BBIABJICHHUIO HOBBIX HCTOYHHUKOB
KOMIIJICKTOBaHHUA apXVBa

Hckmouenue opraHnaaunﬁ, (I)I/ISI/I‘-IeCKI/IX JMIT K3 CIHHCKAa HCTOYHHKOB
KOMIUIEKTOBAHHA apxHuBa BCICACTBHC IPEKpallcHUA JACATCIIBHOCTH WMIH
OTCYTCTBHS NIEHHOCTH

KoncynsrupoBanue paGOTHHKOB HCTOYHHKOB ()OPMHPOBAHHS apXHBOB IO
BOIIPOCAM XpaHeHHs Jiel (IOKyMEHTOB)

OCYII.IGCTBJ'ICHI/IG 3KCHEPTH3Bl HNCHHOCTH pasiuYHBIX THIIOB H BHAOB
JOKYMCHTOB

l'[acnomeaunsI apxuBa oprann3ainun

HpI/IeM ApXUBHBIX €I (I[OK}’MGHTOB) Ha pa3IM4HBIX HOCHUTCIIX Ha
IOCTOAHHOE XpaHCHUC

HeobxoauMble yMEHHS

PaboTath ¢ HCTOYHHKAMH KOMIUIEKTOBAHUS apxuBa

[lpuHuMaTh apXWBHBIE Jeda (JOKYMEHTBI) Ha [OCTOSHHOEC  HIIH
JOJTOBPEMEHHOE XpaHEHHE

Co3pnaBars apxXuB opraHusanvu - HCTOYHHKA KOMINJICKTOBaHH
rocyJapCTBCHHOI'0 MJId MYHUIIHNAILHOT'O apXHBa

Co3aBaTh apxXuB oprabnusaiuyuy, HE SABJIIONINHCS HCTOYHHUKOM
KOMILJIEKTOBAHUA rOCyJapCTBEHHOI0 MJIIM MYHHIIAIIAJIbHOI'O apXHBa

HpOBOZ[I/ITI) MacopPTHU3ALMIO apXuBa Oprannu3alnM

HpI/IHI/IMaTL ApXUBHBIC ICJIa (I[OI(yMCHTBI) Ha INOCTOSHHOC B JOJITOBPEMEHHOC
XpaHCHUC

CocTaBlaTh  CIPABOYHO-TIOMCKOBBIE  CPENCTBA K  apXMBHBIM  JC/aM
(mokymeHTaM)
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HpOBOlII/ITB IKCIICPTU3Y UCHHOCTH PA3/IMYHBIX THIIOB B BHAOB JOKYMCHTOB B
COOTBCTCTBHH ¢ BHYTPCHHHMH PETJIaMCHTAMH OpraHu3alliy

IpumensTh B paboTe peKOMEHIAINH SKCIEPTHO-IPOBEPOYHON KOMHCCHH HIIM
SKCIIEPTHOM KOMUCCHH OpraHU3alHH

TMonp30BaThCcs aBTOMATH3MPOBAaHHBIMHA CHCTEMaMM pETHCTpallMd  ydeTa,
KOHTPOJIS u TH)OpPMaIHMOHHO-CIIPABOYHBIMH cucTeMaMu
JIOKYMEHTHPOBAHHBIX C(hep JeITeNbHOCTH OpraHu3alluH

[TpuMeHATH IEPEeYHH C YKa3aHHEM CPOKOB XpaHEHHMs el (JOKyMEHTOB)

CobmronaTh HOPMATHBHBIE CPOKH XpaHEHHS el (IOKYMEHTOB)

Bectn Y4Y€T HCTOYHHKOB KOMIIJICKTOBAHUSA apXHWBa

IIpoBOMTD SKCHEPTH3Y LEHHOCTH €N (JIOKYMEHTOB) PasiHYHBIX THIOB U
BHJIOB

Hcnons30BaTh IIEPENOBOM OTEYECTBEHHBIH M 3apyOEXHBIM ONBIT II0
KOMIUIEKTOBAHHIO apXHBa [JellaMH  (ZOKYMEHTaMH) IIOCTOSHHOIO H
JIOJITOBPEMEHHOT'O XpaHEHH s

Hcnoas3orars COBPEMCHHBIC aBTOMAaTH3HPOBAHHLIC, I/IH(I)OpMaLII/IOHHLIe u
TCICKOMMYHUKALIHOHHBIC TCXHOJIOTHH JOKYMCHTHPOBAHHBIX C(bep
JEATCIBHOCTH OpraHv3anun

3amumare uHGOPMALMOHHBIC PECYPCHl aPXHBAa OT HECAHKLIHMOHHPOBAHHOTO
JocTyna

Heob6xoauMble 3HaHUA

HopmaruBHEIE [paBoBele axThl Poccuiickoit ®Peneparmum B 006nacTu
JIEJIONPON3BOACTBA M apXUBHOTO JIeNa

HayuHo-MeToqu4YecKre KpUTEPUHN SKCIIEPTH3BI IEHHOCTH Pa3IMYHBIX TUIIOB U
BHJOB JIe] (TOKYMEHTOB)

[IpakTuKa OKCHEpPTH3bl IIGHHOCTH pA3MYHBIX TUIOB M BHAOB JeI
(TOKyMEHTOB)

HpaKTI/IKa OpraHu3anuy — HCTOYHUKA KOMIUICKTOBAHWA apXHUBa

HpaKTI/IKa OCIATCIIPHOCTH OpraHu3aiui, HE ABJIIOINCHCS HCTOYHMKOM
KOMIIJIEKTOBAHUS IOCYAapCTBCHHOI0 MJIM MYHHIMNAIBHOI'O apxXuBa

TeopeaneCKHe H METOJUYECKHE acCICKThl KOMILICKTOBAHUA MU 3KCIICPTH3LI
LEHHOCTH BCCX BHAOB JOKYMCHTOB

BI/IJILI, Pas’HOBHIHOCTH U (bOpMaTI)I BCCX BHAOB JOKYMCHTOB

Pelenns sKkcrepTHONH KOMUCCHH OpraHuM3aluH

PexomMenpanumn SKCHCpTHO-HPOBCPO‘IHOﬁ KOMHCCHH TOCYHApCTBCHHOI'O HJIHN
MYHHUIHUIIAJIIGHOI'O apXuBa

YuupuuupoBaHHas cHcTeMa OpraHU3alHOHHO-PACTIOPSIUTENBHOM
JOKYMEHTAIlU!
CrangapThl o opmneHus OpraHU3alHOHHO-PACTIOPSIUTENBLHOM
JOKyMEHTAIH

Crnoco6sl ¥  TEXHOJOTHH  JOKYMEHTHPOBaHMs  pa3JIM4YHBIX  BHJOB
upodecCHOHATBHOHN JIEATEIBHOCTH

OpraBM3allMOHHbIE IPUHIMNB! y4eTa ¥ KOMIUIEKTOBAHMs el (IOKYMEHTOB)
OrpaHUYEHHOTO JOCTYyIa

TpeboBanus oxpaHsl Tpya

Jlpyrue xapakTepucTHKH

3.1.3. TpyaoBas pyHKIHs

HaumenoBanue

VueT apXUBHBIX A€ (IOKyMEHTOB) YposeHb

Kox | A/03.5 (1oxypoBEHb) 5
KBanuQpukaLuu




[IpoucxoxkaeHUe TpyAOBOH
dyHKIIH
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3auMCTBOBAHO U3
Opurupan X
OopHruHana
Koxn PeructpaloHHBINA
OpHIrHHaNa HOMED
npo¢eccHOHAILHOr0
cTaHaapTa

TpynoBsle neficTBASA

OnpejeieHne CXeMBI yueTa apXHBHBIX €)1 (JOKYMEHTOB) B apXUBE

Vuer apXUBHBIX Je] (I0OKyMEHTOB) HOCTOSIHHOIO M BPEMEHHOI'O XpaHCHHS

Vuer 0c000 IEHHBIX H YHUKAJIBHBIX apXUBHBIX J€] (JIOKYMEHTOB)

Vet xonuit cTpaxoBoro GpoHIa apXUBHEIX J€] (JIOKYMEHTOB)

Vuer GoHIOB ¥ OMUCeil ApXUBHBIX JIe] (IOKYMEHTOB)

Vuer BbIJaYM apXHUBHBIX €Nl (JIOKYMEHTOB) M3 apXMBOXpaHWIHINA M HX
BO3BparTa

Vder 1 KOHTPOJIb BBIJAYM apXHBHBIX Jell (JOKYMEHTOB) Ha ayTCOPCHHI HIIH
HHOE BHENIHEE XpaHCHHE

Vuer u po3sICK HeOOHAPYKEHHEBIX A€l (JOKYMEHTOB)

Benenne nen ponpon

KoopzmHaupm obecneucHUs yucTa BCECX BUAOB JOKYMEHTOB B apXHUBC

Heo6xonumMble yMeHUSA

[Tonp30BaThCs  YYETHHIMH  JOKYMEHTAaMH B  paMKaX  3JIEKTPOHHBIX
HHPOPMAIMOHHBIX ~ CHCTEM JOKYMEHTHPOBAaHHBIX Cep IeATeNbHOCTH
Opranu3aluy

Ions3oBarbes CepTHOUIUPOBAHHPIMH ABTOMAaTU3UPOBAaHHBIMH CHCTEMaMH
JOKYMEHTHPOBAaHHBIX c(ep JEATENBHOCTH OpraHM3allik [0  Y4eTy,
PETHCTPAIMH, KOHTPOIO e (JOKYMEHTOB)

ITons3oBaThes PIH(bOpMaIII/IOHHO-CHpaBO‘IHBIMI/I CUCTEMaMH
JOKYMCHTHPOBAHHBIX C(bep JCATCIBHOCTH Oprannu3anuv

Opranu30BBIBATH YUET CTPaXOBOro (OoH/Ia apXUBHBIX JIEN (IOKYMEHTOB)

ITpuMeHATH HOpPMAaTHBHBIC IIPABOBLIE AKThI, JTOKAJIbHbIE HOPMATHBHEBIC aKTHI
OpraHu3allMd M METOAUYEcKHe HOKYMEHTHI B 00/acTh ydyeTa apXHBHBIX IEN
(1TOKyMEHTOB)

BHOCHTL  IIpeIOKEHHS 1O  COBEPIICHCTBOBAHUIO  METOAUYECKOrO
ofecnieyeHnss ydyeTa pasHBIX BUIOB IOKYMEHTOB B JOKyMEHTHPOBaHHBIX
cepax gesTenbHOCTH OpraHu3alMy

Heob6xonuMele 3HaHUSA

HopmaTuBHple mnpaBoBble akThl Poccmiickoii @enepammu B 00iactu
JICTIONPOM3BOACTBA ¥ apXUBHOI'O JIeNa

Meroguueckue JOKYMCHThI U HAIlHOHATBHBIC CTaHAAPTHL B obmactu yucTa
JOKYMCHTOB H TOKYMCHTHPOBAHHBIX C(bep JCATCIIbHOCTH OpraHusanvn

OredyecTBEHHBIE H  3apyOekHble  CepTU(HUUUPOBAHHBIE  CHCTEMBI
ABTOMATH3HPOBAHHOTO YUETa apXHBHBIX JIEN (JIOKYMEHTOB)

OTedecTBEHHBIN K 3apyOeXHBIN ONBIT B cepe ynpaBineHHsd JOKyMEHTaMHU H
apXUBHOTO Jena

TpeboBanusi K ydeTy 0co0O LEHHBIX M YHHKAQIbHBIX apXUBHBIX J€II
(TOKYMEHTOB)

CpoKH BEIIOJIHEHHS paboT 0 Y4eTy apXMBHBIX Jell (TOKYMEHTOB)

Tpe6oBanusi K HOpMaM BBIIOJNHEHHS TPYAOBOIO 3a[aHUs IO y4ETy apXUBHBIX
Jel (IOKyMEHTOB)

O6mye DNPHHEIMIE y4eTa ¥ KOMIUIGKTOBaHHS 1€l (JOKYMEHTOB)
OrpaHUYCHHOIO IOCTyIa

TpeGoBanusi oxpaHbl Tpyaa

Jpyrue xapakTepuCTHKH




3.1.4. TpyaoBas GpyHKUHSA

OpraHu3anus UCIOJIE30BaHUA APXUBHBIX JIEIT YpoBeHsb
HaumeHoBaHHE (1OKYMEHTOB) Kon | A/04.5 (momypoBeHs) 5
KBanMpuKauuH

IpoucxoxaeHHe Tpya0BO#R
lingiinivid

3aHMMCTBOBAHO U3

Opurunan X
OpHMTHHAJIA
Kon PeructpaunoHHBbLi
OpHruHazia HOMEp
npo¢ecCHOHATEHOTO
cTaHIapTa

TpynoBblie nelcTBUS

PaspaboTka TpeboBaHmii K HHPOPMAIOHHO-TIOUCKOBBIM CHCTEMAaM apXHBa

IToamepKa B aKTyaIbHOM COCTOSHUH 3JEKTPOHHBIX MH(OPMAIHOHHO-
MOHCKOBBIX CHCTEM apXHBa B JOKYMEHTHPOBAaHHBIX cepax AEATEIBHOCTH
OpraHu3aliu

CocraBlieHHe CIPABOYHO-TIOMCKOBBLIX CPEACTB K  apXMBHEIM  JIClIaM
(mIOKyMeHTaM), YYTEHHBIM B apXMBe M B JOKYMEHTHPOBAHHBIX cCgepax
JEATCITLHOCTH OpTaHN3aliH

[MoAroToBKa OTBETOB Ha 3aIPOCHI APXUBHBIX JIET (IOKYMEHTOB)

IoaroToBka paGoTHI OJIE30BaTENEH B YATAIBHBIX 3aJ1aX apXHBa

TMogroroBka  mocTyma  paOOTHUKOB  CTPYKTYPHBIX — IOIpa3JeleHUi
OpraHu3alyy K HHPOPMaIMOHHO-TIONCKOBBIM CHCTEMAM apXHMBa OpPraHu3aluu

IToaroToBKa MOKYMEHTAJIbHBIX IyONMKalMi apXWBHBIX JcN (IOKYMEHTOB) B
COOTBETCTBHH C CYyLIECTBYIOLIMMH HOPMAMH M IIpaBHJIaMU

TMoaroToBKa BEICTABOK apXUBHBIX JeT (IOKYMEHTOB)

IpoBeeHye KyIbTYPHO-IIPOCBETHTENBHBIX MEPOIIPUATHIA C HCIIONB30BaHUEM
ApXUBHBIX Jie]l (JOKYMEHTOB)

Heo6xoaumbie yMeHUs

CucreMaTH3upoBaTh W 0000IIAaTh CBEJEHHMS O COCTaBE M COIACPIKAHUH
ApXMBHBIX JIeJ (JIOKyMEHTOB)

Hcnons3oBarh HHQ)OpMaIII/IOHHBIe TEXHOJIIOTMM B 00JacTH CoO3JaHHsA
CIIPaBOYHO-TIOMCKOBLIX CPEACTB apxXwBa W JOKYMCHTHPOBAHHBIX C(bep
JCATCIIBHOCTH Opradnu3alnn

@®opMHpOBaTH  OCHOBHBIE M  BCIIOMOraTelbHbIE  BHABI  apPXHBHBIX
CIPAaBOYHHKOB B 3JIEKTPOHHOM (hopMme

[MoaroraBiauBarsk MH(GOPMALMOHHEIE JOKYMEHTHI 110 3alpocaM IOJIb30BaTeen
pa3IMYHBIX KaTerOpHi

HCOGXOL[I/IMLIC 3HaHHA

HopmaruBHEIE [paBoBble akThl Poccuiickoit ®@eneparmmm B obnactu
JIEJIOMPOM3BOACTBA ¥ apXUBHOTIO JIeNa

HopmaruBHEIE ITpaBoBbie akThl Poccuiickod ®esepanuu B 00IacTH 3aIUThL
MEPCOHAIBHBIX JaHHBIX

HopMmaTuBHEIE npaBoBble akThl Poccmiickolt @emepauud B obnacty
uHpopManuy, MHGOPMAMOHHBIX TEXHONOTHH, 3alMTHl HHQOpMalMH |
NEPCOHATBHBIX JaHHBIX, IH(POBOii TpaHcHopManuu

Meroideckie JOKYMEHTHI B 00JAcTH HCHONB30BAaHHMA M IyOJIHKauuu
apXMBHBIX JIeJ (IOKYMEHTOB)

MexayHapoaHble CTaHIAapTEl B 06JIACTH OIHMCAHMA JOKYMEHTHPOBAaHHOH
UH(POPMAIMH B ADXUBHBIX YUPEKIACHHIX

CepTuduuupoBaHHbsie MHPOPMALMOHHO-IIONCKOBBIE CHCTEMBI B 00IacTu
paspaGoTKy HAayYHO-CIIPABOYHOIO allapara JOKyMEHTHPOBaHHEIX cdep
IEATELHOCTH OpraHU3aliH
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TIpHHIMIBL B METOIbl apXHBHOTO MEHEKMEHTa B cepe HMCHOIb30BaHUS
PETPOCIEKTUBHOM HHPOPMAIMH U YCIYT CIENHATHCTOB apXHBa

Cpoku BBINOJIHEHHUS paboT MO OpPraHM3alMHM HCIOJB30BAHUS apXUBHBIX €I
(IOKYMEHTOB)

Oprand3anioOHHEIC IPUHIMIIBI HCIIOJIL30BAHUA JOKYMEHTOB OIPaHUYCHHOIO
JIOCTYTIa

HcTounHKOBeUECKHE OCOOEHHOCTH W HCTOpHOrpadudeckas 6a3a paGoTEHI C
Pa3HBIMH BHJIaMH JIOKYMEHTOB

Tp660BaHI/ISI K MOJATOTOBKE ApXHBHBIX CHPABOK H BBIINCOK H3 apXHBHBIX
JOKYMCHTOB

TpeboBauuss K HOpMaM BBINOJHEHMs TPYJOBOrO 3aJaHus 110 OpraHM3aluy
HCIOJIB30BaHMs apXUBHBIX Je] (JOKYMEHTOB)

TpebOoBanus 0XpaHbl TpyAa

Hpyrue xapakTepuCTHKH

3.1.5. Tpynosas pyHKIHsA

XpaHeHue, KOMILUIEKTOBAHHE, YIET H YpoBeHb
HauMeHoBaH#e HCIOJB30BaHHUE Je (TIOKYMEHTOB) Kom ;| A/05.5 (momypoBeHs) 5
BPEMEHHOIO XpaHEHUs! KBaMpUKALHH
IpoucxoxxaeHue TpyAOBOH Opuruman X 3auMCTBOBaHO U3
($yHKUIMH OpUTHHAJIA
Kon PeructpallHOHHBIA
OpHTHHAJA HOMEp
npoeCcCHOHAIIBHOTO
CTaHmapTa

TpynoBsle AeHCTBAA

KoHTpon» 3a cHcTeMaTu3aumeii d (opMHpoBaHHEM JEN (JOKYMEHTOB)
BPEMEHHOTO XPaHEHHS B CTPYKTYPHBIX IOpa3/IeIeHUSX OpraHH3aluu

Vuer ommcell el BPEMEHHOTO XpaHEHMS CTPYKTYPHBIX IIOJpa3/ieieHHUi
OpraHu3alyy B TPAAUIMOHHOM U B 3JIEKTPOHHOM BHJIC

Pa3paboTka peKkoMeHIaluii 0 HUCHOIB30BAHUIO Pa3IMYHBIX HOCHTENCH JUIA
COXPaHHOCTH JieJ1 (TOKYMEHTOB) BPEMEHHOT'O XpaHEeHHSI

CucreMaru3anusa Aeid (IOKYMEHTOB) BPEMEHHOIO XpaHEHHS, TPHHATBIX OT
CTPYKTYPHBIX MOZApa3ficlieHuil opraHu3alliy, 1l pa3MelCHIs B XPaHWIHIIE
apX#MBa OpraHu3al|H

KOHTpONb BHIA4H B ONEPATHBHOC IIONB30BaHHE J€N  (MOKYMEHTOB)
BpPEMEHHOT0 XpaHEeHHMs U UX BO3Bpara

IIpoBejieHue IKCIEPTH3BI IEHHOCTH J€N (IOKyMEHTOB) BpEMEHHOTO XpaHEHHS
B apXWBE OpraHu3aluu

IMoaroToBka mei (JOKYMEHTOB) BPEMEHHOIO XpaHEHHS, NPHHATBIX OT
CTPYKTYPHBIX NOAPa3/IeeHUM, HA YHHYTOKECHHE

Co3JaHie aKTOB O BBIIETCHMH Ha YHHYTOXCHHE Jel (JIOKYMEHTOB)
BPEMEHHOIO XpaHEHHS C HCTEKIIUMH CPOKaMH, MPHHATHIX OT CTPYKTYPHBIX
moJipa3AeeHui

KOHTpONb 32 (pU3AYECKUM YHHUTONEHHEM [eN (JOKYMECHTOB) BPEMEHHOIO
XpaHeHM C WCTGKIIMMM CpPOKaMM, UNpPHHATBIX OT  CTPYKTYPHBIX
oJipa3/ielieHui

KOHTpONb 3a NPOLECCOM YHHYTOXEHMSA €N (IXOKYMEHTOB) BPEMEHHOrO
XpaHeHHs C HCTEKIIMMHI CPOKaMu

Heo6xo01uMbIe YMEHHS

OpraHM30BLIBATH M 00ECIEUHBATh XPAaHEHHE JIEN (IOKYMCHTOB) BPEMEHHOTO
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XpaHCHHs OpraHu3allii B TPAIUIIMOHHOM H B 3JICKTDOHHOM BHJIC

KonTponupoBaTh pa3paboTKy CTPYKTYPHBIMHM IOAPa3EICHUAMH ONUCEH U
aKTOB O BBIIEJIEHAM Ha YHHUYTOXXEHHE JeNl (ZOKYMEHTOB) BPEMEHHOIO
XpaHeHHs B TPaUIMOHHOM H B 3JIEKTPOHHOM BHJIE

(DOpMI/IPOBaTB €OUHUIIBI XPaAHCHHUA JOKYMEHTOB JUId HX MOCIEAYIOMCTO
pPa3sMELICHUA B apXUBE Oprannsanin

CoCTaBlATh  CIIPABOYHO-TIOMCKOBBEIE CPEACTBA K  ApXHMBHEIM  Ji€llaM
(moxymeHTaMm)

OCYH.IGCTBJIHTB IIOUCK OC (I[OI(YMCHTOB) BPEMCHHOTO XpaHCHUS B IIPOIECCE
X XpaHECHM:A B CTPYKTYPHBIX TOAPa3ICIICHUAX U apXHBE opranmn3annn

OCyIIECTBIATE METOANYECKOE PYKOBOJCTBO OpraHH3alMeil XpaHeHUs el
(HOKyMEHTOB) B CTPYKTYPHBIX IIOJ]pa3CICHASX OpraHu3aluu

OKa3pIBaTh CTPYKTYPHBIM IIOJIPA3fENCHUsM IPAKTHYECKYI0 IIOMOIIb B
OpraHu3alHy XpaHEeHHs e (JOKyMEHTOB)

PaspabarsiBaTh CpaBOYHO-HH(GOPMAIMOHHBIE JOKYMEHTHI [0 OpraHH3aluH
UCIIONL30BaHUsA €] (JOKyMEHTOB) BPEMEHHOIO XPAHEHHS B CTPYKTYPHBIX
Ho/ipa3jIeNIeHAsIX U apXUBe OpraHU3aly

[IpoBOAUTH SKCIEPTH3Y LEHHOCTH A€M (JOKYMEHTOB) BPEMEHHOTO XpaHEHHU,
nepelaHHbIX B apXUB

OnpeznensTh CPOKH XpaHEHHS e (I0KYMEHTOB) BPEeMEHHOTO XpaHEHUS

O6ecrieyBaTh 3alIMTy [el1 (JOKYMEHTOB) BPEMEHHOIO XpaHCHHUS B
OpraHM3alMi OT HECAHKIHOHHPOBAHHOIO IOCTYIA MM YHHYTOXCHHU

[IpoBomuTh (u3MYecKOe YHUYTOXKEHHE Jel (JOKyMEHTOB) BPEMEHHOTO
XpaHEHMsi C HCTCKIIMMH CPOKaMM XpaHEHHWsA IIOCNC COTNIACOBAaHHA CO
CTPYKTYPHBIMH NOAPA3/ICTICHAAMH OpPTraHU3aIu

OdopMIATL ydYeTHBIE IOOKYMEHTBI 00 YHHUTOXCHHH Jiell (JOKYMCHTOB)
BPEMEHHOTO XPAHEHUs C HMCTCKIIMMHM CPOKaMH XPaHEHHS COBMECTHO CO
CTPYKTYPHBIMH NOAPa3AEICHUAMH OpraHU3aluH

Heo6xonuMele 3HaHusA

HopMaTHBHEIE OpaBoBble aKThl Poccuiickolt ®enepanuu B obmactu
JI€TIONPOU3BOICTRBA U apXUBHOTO JIeNa

HopMmatuBHble TipaBoBble akThl Poccuiickoit Denepauy B 001aCTH 3allHThI
IIEPCOHATIBHBIX JaHHBIX

HopMaTuBHEIE mpaBoBele axkThl Poccwmiickoit ®Denepamuu B obnactd
KOHQHMACHINATPHOCTH HHPOPMALMH

MeTtoguueckue JOKYMEHTBl M HAalHOHAIBbHBIC CTaHAAPTHI B obiactu
JeJoIIpOH3BOACTBA U ADXUBHOIO ACJia

JlokanbHBIE HOpMAaTHBHBEIC aKThHI OpraHu3alldid B obnactu JCIONPOU3BOACTBA
" apXUBHOI'O JAcIa

Metonuka paspaboTku (GOpM YYETHBIX JNOKYMEHTOB B TPAaJULHOHHOM H B
3JIEKTPOHHOM BHUJIE

HpaBHna CUCTEMAaTH3allui | KJIaCCI/I(i)I/IKaI.II/II/I JOKYMCHTOB

OCOOEHHOCTH OpTaHHM3allMM XpaHeHWS Jel (JOKyMEHTOB) Ha PasiIHYHBIX
HOCHTEILIX

Kputepuu OIpeneNeHns LEHHOCTH Jen (IOKYMEHTOB) Ui JajbHEHIIEro
XpaHeHHs WIH YHUYTOKCHHS

TpeGOBaHI/Iﬂ K mporeccaM YHHYTOXKCHHA I/IH(l)OpMaHI/II/I B TpagullHOHHOM H
3JICKTPOHHOM BHJIC

PexoMenpaiuu 3KCIICpTHOI71 KOMHCCHH OpraHu3aiun

PexomMeH gaiuu BKCHepTHO-HpOBepo‘IHOfI KOMHUCCHH TOCyAapCTBCHHOTO HIJIHA
MYHHIMINAIBHOTO apXyBa WA 3KC1'IepTHOf/'I KOMHCCHH OpraHnu3aiun

TpeGoBaHus oxpaHsl Tpy/a
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| Jlpyrae XapakTepUCTHKH |

3.2. O6o0mennas TpyaoBasi GyHKIHA

Hamveropanme | [ YKOBOICTBO IOJPA3JICICHUEM apXHBA Kox B YposeHb 6
KBanuuKanam
ITpoucxoxaenue
N . 3auMCTBOBAHO M3
06001IeHHO TpYI0BOI1 OpuruHa X
OpHIHHaNA
(bysxuun
Kon PerucrpaunoHHBIH
OpHMIrHHaIA HOMEp
npo¢eCcCHOHATILHOTO
cTaHgapTa
Bo3moxHbIE PyKOBOIMTENE MOAPA3CICHUS (IenapTaMeHTa, yIpaBJIeHHs, CIIyKObI) apXuBa,
HaAaHUMEHOBaHUA APpXUBHOT'O XpaHCHHSI Oprann3alMu
JOJDKHOCTEH, 3aBeayIOLIHii apXUBOM, APXHBHBIM XpaHEHHEM OpraHUu3aliy
npodeccuii

TpeboBanus x
00pa3oBaHUIO U
00yUEHHIO

Briciiee obpa3oBanue — GakanaBpuar

700

Bricinee oOpazoBanue (HenpoduibHoe) — OakanaBpuaT

H  JIONOJHMTENLHOE MpodeccHOHabHOE 00pa3oBaHHE —
npodecCHOHATBHON MEPENOATOTOBKH 110 IPO(YHUIIO AESTENHLHOCTH

MPOTpaMMBbl

TpebGoBaHus K ONBITY
IIPaKTHYECKOH paboThI

He MeHee Tpex ner B OONAcTH XpaHEHHS, KOMIUIEKTOBAHHUA, y4eTa H
HCIIOJIL30BAHUA JIeNT (JOKYMEHTOB) B apXMBaX, NOAPA3JIC/ICHHAX apXHUBHOTO
XpaHEeHUA

Oco0sie yclIoBus
Jonycka K pabote

IIpoxosxeHre 00ydeHHs MepaM MOXKapHOH 6€30IacHOCTH
I[Ipoxoxaenne 00yUeHNs U IPOBEPKH 3HAHMH TpeOOBAaHMN OXPaHBI TPyaa

Hpyrue

XapakTePUCTHKH

I[OHOJIHI/ITCJIBHBIC XapaKTepUCTUKH

HauMeHoBaHue Kox HaumeHnoBanue 6a30B0Oi IpyILL, JOHDKHOCTH
JOKYMEHTa (mpodeccun) MM CIENUANBEHOCTH
OK3 2621 CrenuaancTbl apXuBOB H My3€€B
EKC - 3aBeyromui apXuBoOM
- 3aBeIyIOIMit TEXHHIECKAM apXHBOM
- Hauansruxk otjena (610po, rpymnisl) (B IPOMBIILIEHHOCTH)
OKIIJITP 21902 3aBe IOl apXHBOM
22153 3aBeayIONMi TEXHUIECKAM apXHBOM
24418 HauaneHuk apxuBa
24695 HauaneHuk ot/iena (puHAHCOBO-9KOHOMHYECKOTO ¥
aJIMHHHUCTPATHBHOIO)
OKCO 7.46.03.02 JloxyMeHTOBEIEHHE U apXUBOBEICHHE
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3.2.1. Tpynosasa pyHKUHH

HammMeHoBaHue

[poucxoxkaeHUE TPYAOBOH
dyHKUIH

P}’KOBO,I[CTBO JACATCIIBHOCTEBIO II0 ApXHBHOMY
VYpoBeHb
XpaHCHUIO €] (IOKYMCHTOB CTY "

p zel (RoKyM ), yeTy Kog | B/01.6 | (nomyposens) 6
HCIIONIE30BAHUIO )T (JOKyMEHTOB) B D N—
OpI‘aHI/I3aHI/II/I

3anMCTBOBaHO U
Opurunan X 3
OpUrHHasa
Kon PeructpaunoHnslif HOMEp
OpUrMHANA npo)eCCHOHAIBHOTO
CTaHgapTa

Tpynosbie neficTBus

Onpenenenre ueieil U 3anad MOApa3NeNICHHs IO apXMBHOMY XPaHEHHIO el
(IOKYMEHTOB), y4eTy ¥ MCIOJIb30BAHHIO el (JOKYMEHTOB) OpraHH3allui

PacnipesieieHde  JOJDKHOCTHBIX — OOs3aHHOCTEH — Mex[y  pabOOTHHKaMu
HOApa3fe/icHAs [0 ApXUBHOMY XPaHEHHIO JeNl (JOKYMEHTOB), YYETy H
KCIIOIB30BAHHUIO JIeJ (JOKYMEHTOB) OpraHu3alyuu

Pa3paGoTKa IIOJIOKEGHHSA O MOAPA3JCIICHHH II0 apXHBHOMY XpaHCHHIO [el
(TIOKYMEHTOB), Y4ETY M HCIIOJIb30BAHHIO IeJ (JOKYMEHTOB) OpPraHU3alluy

PazpaGoTka JOJDKHOCTHBIX MHCTPYKIMH pPabOTHHMKOB IIOJpa3s[eNeHus [0
ApXMBHOMY XpaHEHHIO Jel (JOKYMEHTOB), YYETYy H HCIOJB30BAHUIO Jel
(IOKyMEHTOB) OpraHu3allii

[InanupoBaHue JEATENBHOCTH IMOAPA3JeICHUs 0 apXHBHOMY XPaHEHHIO [e
(TOKYMEHTOB), Y4eTy U HCIIOJI30BAHHUIO el (JOKYMEHTOB) OpTraHH3aIHH

Konrtpons coGmMOACHHS TPYROBOH JMCLHHMIUIMHEL, IPAaBAI BHYTPCHHETO
TPYJOBOTO paclopsika H TpeGoBaHHH OXpaHBI Tpyda paGOTHHKaMH
NoApasJe/eHdss [0 apXHBHOMY XpaHEHHIO Jel (JOKYMEHTOB), y4YeTy H
HCIIOJIb30BAHUIO JIE]T (OKyMEHTOB) OpraHu3aluu

KoHTpons BBIMONHEHHS pPabOTHHKaMHM IMOAPAsZICicHHs IO APXUBHOMY
XPaHEHHIO Jiei (JOKYMEHTOB), y4eTy M HCIOJB30BAHHIO J€N (JOKYMEHTOB)
OpraHU3ally JIOKAIbHBIX HOPMAaTHBHEIX aKTOB OpraHu3alnuy

Onpenenenne MOTPeOHOCTH NOJpa3/CICHUS 10 apXHBHOMY XPaHEHMIO el
(HOKYMEHTOB), Y4eTy M HCIOJIB30BAHMIO Jieh (IOKYMEHTOB) OpraHM3aluM B
060py/IOBaHHH, NPOrPAMMHOM OOECIICYCHHH, MaTepHAIbHbIX, (UHAHCOBBIX U
pecypcax

IloaroroBka HpCI[JIO)KCHI/Iﬁ o MoAacCpHHU3anuu pa60qnx MECT pa6OTHI/IKOB
noApa3JeNiCHuA 110 apXWUBHOMY XPaHCHHIO JCI (I[OK}’MCHTOB), YUcTy H
HCITOJB30BaHUIO A€ (I[OKYMGHTOB) opraHu3anuu

Onpenenenne 3bEKTHBHOCTH JEATEIBHOCTA MOAPA3JCICHUSA 10 ApXHBHOMY
XPaHEHHIO Jlel (OKYMEHTOB), y4eTy M HCIONB30BAaHMIO JeN (JOKyMEHTOB)
OpraHu3aliy

MOHMTOPHHT PHIHKa ayTCOPCHHIOBBIX YCJIYT M YCIYT BHEIIHETO XPaHCHUA N
(TOKyMEHTOB)

HeobxoauMeie
YMEHHS

OnpenieaTh KOMIICTEHIMH M OTBETCTBEHHOCTH 3aMeCTUTENCH PYKOBOJMTEN,
COTPY/HHKOB TIOApPA3J€NeCHHs [0 ApPXHBHOMY XPaHEHHIO JeN (HOKYMEHTOB),
y4eTy U UCIIOJIE30BAHHUIO JIeN (IOKYMEHTOB) OpraHu3aiHy

Ob6ecreunBaTh B3aUMOAECHCTBHE MMOAPa3AeICHUs 110 apXHBHOMY XpaHEHHIO JEJI
(HOKYyMEHTOB), YUeTy M HCIOJIB30BAaHHIO €N (IOKyMEHTOB) CO CTPYKTYPHBIMH
T10/1pa3IeIeHUSAMH U J0DKHOCTHBIMH JIMIAMH OpPraHU3alliuK

O6ecricunBaTh B3aMMO/EHCTBHE NOPa3Ie/ICHNs 10 apXUBHOMY XPaHCHHIO AECII
(ZOKYMEHTOB), Y4eTy M HCIONB30BAaHHIO 1€l (JIOKyMEHTOB) € BHEINHMMH
IOTPeOUTENSIMA apXUBHOH MH(GOpMalMK
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PazpabaTsiBaTh JIOKAIBHBIE HOPMATHBHBIE aKThl OPTraHM3aUMHU IO APXMBHOMY
XPaHEHHIO JeJI (IOKYMEHTOB), YUETY H HCIONB30BAHHIO JIEN (IOKYMEHTOB)

CocTaBiaTh OIO/KET TOApasJeNeHus [0 apXUBHOMY XPAaHEHHIO el
(ZOKYMEHTOB), YUETY M MCIOJIB30BAHHIO €N (OKYMEHTOB) B OpraHU3aluM

CocTaBiaTh or4erT 00 HCIMONHEHHM Olo/pKeTa MOJpa3le/ieHUs IO apXMBHOMY
XPaHEHHUIO JeNl (IOKYMCHTOB), YYETy H HCIOJIB30BAHMIO JEN (JIOKYMEHTOB) B
OpraHu3aly

OuenuBary paboTy mnozApa3feneHHs 10 apXHBHOMY XPaHCHHIO el
(DOKYyMEHTOB), ydYeTy H HCIOIb30BAHMIO el (JOKYMEHTOB) M OTACIbHBIX
pabOTHUKOB

Opraunu3oBeiBath 00ydeHHE pPaOOTHHKOB NOAPA3EICHAS II0 apXUBHOMY
XPaHEHHIO JeN (JIOKYMEHTOB), y4eTy H HCHOIB30BaHMIO JeNl (JOKYMEHTOB)
opraHu3aliu

Omnpenenars TNPHOPUTETHBIE HANpaBlIe€HHMA pa3sBUTHS IOJpa3sIeNeHus IO
apXMBHOMY XpaHEHHIO Jell (JOKYMEHTOB), YY€Ty M HCIIONB30BaHUIO Il
(TOKYMEHTOB) OpraHu3aluu

PaspaGatbiBath 3()(EKTHBHYIO KaipOBYIO NONUTHKY, NPHHHMATb MEpHl IO
HOBBILIEHHUIO JIOSJIBHOCTH H MOTHBAIMK PAOOTHHUKOB

BHeapsATh HOBBIE TEXHOJOTHH B JAEATENBHOCTD NOJPA3NICICHUS 110 apXHBHOMY
XPaHEHHIO [N (IOKYMEHTOB), Y4eTy M HCIIOJNB30BAaHHIO JEN (JOKYMEHTOB) B
OpraHu3aliu

PaspaGarbiBaTh TpeOOBaHHs K ayTCOPCHHIOBBIM YCIIyraM BHEIIHCTO XPaHCHHS
Jei1 (AOKyMEHTOB)

Heo6xoauMele 3HaHUA

HopmaTuBHele mpaBoBele aKThl Poccmiickoii ®emepauum B obnactu

JEJIONPOU3BOJACTBA M apXUBHOI'0 ICJIa

Mertoauueckue JOKYMEHTHI B 00JIaCTH HCHONB30BaHHMA H  MyOIHMKanuu
ApXUBHBIX JIeT (I0OKYMEHTOB)

[IpaBuna cocTaBiaecHUA H O(GOPMIICHHA JOKAILHBIX HOPMATHBHBIX aKTOB IIO
ApXHBHOMY XpaHEHHIO M€l (IOKYMEHTOB), Y4Y€Ty M HCIONb30BaHUIO JeIl
(TOKyMEHTOB)

Oco6eHHOCTH Tpyaa paGOTHHUKOB IOJPA3/EICHH 10 APXMBHOMY XpaHCHHIO Il
(ZOKYMEHTOB), YHETY U HCIIOJIb30BAHHUIO JIEN (JOKYMEHTOB) B OpraHU3aluy

CTpyKTypa OpraHu3alu, ee NoJpa3icIcHui

[IpaBuia HOPMHPOBaHHSA TPyAa PabOTHHKOB INOJAPA3[CIeHHs [0 apXUBHOMY
XPaHEHHIO JIeJl (TOKyMEHTOB), YIETY U HCIOB30BAHHIO JIEN (JIOKYMEHTOB)

HpaBI/IJ'Ia COCTaBJICHHUA 61011>1<eTa NOJApa3ACIICHU. W OTYCTHOCTH II0 Cro
HCITOJIHCHHIO

[IpaBmia opraHu3allid pabO¥MX MeCT pabOTHHMKOB IOApPa3leNeHHA IO
apXHBHOMY XPaHEHHIO JeNl (DOKyMEHTOB), Y4Ye€Ty M HCHOJIB30BaHMIO JIETl
(IOKYMEHTOB) B OpraHH3alliuy

TpeboBaHus 0XpaHBl TPyAa

Apyrue

XapaKTEepPUCTHKH

3.2.2. TpyaoBas pyHKIHSA

Hanmenosanue

Opranusaiys pa3paboTKH JTOKAIBHBIX

y4eTy W UCIONb30BaHMIO apXUBHBIX A€
(mOXyMEHTOB)

HOPMATHBHBIX aKTOB H METOAMYECKHX VposeHb
JOKYMEHTOB I10 XpaHEHHIO, KOMILIEKTOBAHHUIO, Koxn | B/02.6 | (moxyposeHs) 6
KBanubuKauuu




TIporcxoXKACHHUE TPYAOBOM
dyHKLIUM

Opurusan X 3aMMCTBOBAHO M3 OpUTHHANA
Kon PeructpaunoHHbII
OpHTHHAJA HOMep
npoeCcCHOHATIBHOTO
cTaHIapTa

TpynoBeie feACTBHA

OnpeieieHre perjiaMeHTOB apXUBHOTO XpaHEHUA AeN (ZOKYMEHTOB), yYeTa H
HCIOIb30BaHuU €] (IOKYMEHTOB) B OpraHu3anyy

Pa3paGoTKa MOJATHKH (ZOPOXKHOM KapThl) OPraHM3alMU B OONACTH apXHBHOI'O
XpaHeHus Je1 (IOKYMEHTOB) OpraHH3aHu

PazpaboTKa JIOKaJbHBIX HOPMAaTHBHEIX aKTOB OpraHH3alluy B chepe apXuBHOIO
XpaHeHHs Jel (IOKYMEHTOB), y4eTa M HCIONB30BaHHs Il (TOKYMEHTOB) B
OpraHu3aliu

CornacoBaHHe JIOKAJIbHBIX HOPMATUBHBIX aKTOB IO apXMBHOMY XPaHEHHIO JIEN
(IOKyMEHTOB), YYETY U UCHOJIB30BAHHUIO JIe (JOKYMEHTOB) B OpTraHHU3alluy

Osnakomiienue paOOTHUKOB C JIOKQJBHBIMH HOPMAaTHBHBIMH aKTaMd M
METOAMYECKMMH JOKYMEHTaMH OpraHu3allii [0 apXWBHOMY XPaHEHHUIO HEN
(IOKYMEHTOB)

KoncynsTpoBanne paGOTHHUKOB OpraHU3alldM IO BOINPOCaM INPUMEHEHHS
JIOKaJIbHBIX HOPMATHUBHEIX aKTOB H METOAWK PaboTHI ¢ JenaMH (TOKyMEHTaMH)
OpraHu3aliu

AKTyanu3anus JIOKaJTbHBIX HOPMAaTHBHBIX aKTOB M METOIUYECKHX JOKYMEHTOB
OpraHM3allu¥ 10 apXHBHOMY XpaHEHHIO Jel (IOKYMEHTOB), YYETy H
HCIIONB30BaHHUIO A€ (JOKyMEHTOB) B OpraHu3alyy

HeoOxoaumeie
YMEHHUS

Pa3pabareiBaTh MOJUATHKY (JOPOXKHYIO KapTy) OpTaHU3alMK B cepe apXHBHOTO
XpaHeHus el (JOKyMEHTOB), y4eTa WM HCIIONB30BaHHA JeN (IOKYMEHTOB) B
OpraHu3ayu

OpraHu30BBIBaTh AEATENBHOCTh PabOYMX TIPynn IO IOArOTOBKE IPOEKTOB
JIOKJILHBIX HOPMATHBHBIX aKTOB OpraHU3aluH

[IpoBOAUTH IMPOLEAYPHl PACCMOTPEHHS, KOJUIEKTHBHOIO OOCYXXIEHHS |
COTTIACOBAHMS IPOEKTOB JIOKAIBHBIX HOPMATUBHBIX aKTOB OpTraHHU3alliH

3aII.lI/III.IaTI> PIH(i)OpMaHI/IOHHBIC PECYpChl apxuBa, IOApa3ACICHUA ApXHMBHOI'O
XpaHCHHA OT HECAHKIIMOHHPOBAHHOIO 1OCTYIId

HeobOxoanMele 3HAHUS

HopmaTuBHBIE IIpaBoBble axThl Poccmiickoit ®ezepanuum B obnactu
IeJIOTIPOM3BOICTBA U ApXUBHOTO Jiella

Mertoaudeckre JOKYMEHTHI H HAMOHANBHBIE CTAH/IAPTHI B 00JIaCTH apXUBHOIO
XpaHeHHs Jel (JOKYMEHTOB), ydeTa H HCIONB30BaHHA 1€l (IOKyMEHTOB) B
OpraHu3aluy

TumnoBple IONOXKEHHMS M HMHCTPYKIMM II0 apXUBHOMY XpaHEHHIO JCI
(TOKYyMEHTOB), Y4ETy M MCII0JIb30BAHHIO e/ (IOKyMEHTOB) B OPraHU3alAsiX

TpeGoBaHus K CTPYKTYpE H COJAEPKAHHIO JIOKAIbHBIX HOPMAaTHBHBIX aKTOB IIO
apXHBHOMY XpaHEHHIO Jel (JIOKYMEHTOB), YYETYy M WCIOJIb30BaHHIO Jel
(IOKYMEHTOB) B OpraHM3aliH

IIpaBuna paspaboTke ¥ OQOPMICHHS JOKYMEHTAllMH W € THIOBBIX (opMm B
061acTH apXHBHOIO XpaHeHHs Je (IOKyMEHTOB), y4eTa ¥ HCIOJIB30BAHMS el
(IOKYMEHTOB) B OpraHH3alMsIX

HpaBpma yueta 1 UCIIOJIb30BaHHA JIC]T (HOK}’MCHTOB) B OpraHusannu

HOpSII[OI( O3HaAKOMIJICHH L pa60THHKOB C JIOKaTbHBIMM HOPMATUBHBIMHA aKTaMH
OpraHu3anun

OpFaHI/I3aHI/IOHHBIe IPHHIUIBL y4€Ta U KOMIUICKTOBAHMA JCII (I[OKYMCHTOB)
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OrpaHM4YCHHOI'0 10CTYyIa

TpeboBanus oxpaHbl TPyAa

Hpyrue

XapaKTEPUCTUKH

3.2.3. TpyaoBas pyHKUUS

IlocTpoeHue cuCTEMBI apXHBHOTO YpoBens

HaumeroBaHue | XpaHCHHS Jell (JOKyMEHTOB) B Kon | B/03.6 | (momypoBenn) 6
OpraHM3aLHuK KBaMpUKaLuH

[IponcxoxacHue

., Opurunan X | 3auMCTBOBaHO U3 OPHUTHHANA
TpynoBoi GyHKIMK
Kon PeructpaunoHHBIN
OpHMIrUHamNa HOMEp
npo¢ecCHOHATBHOTO
CTaHfapTa

TpynoBbie neACTBUS

BHenpeHHe CTaHAapTOB OpraHM3amuH B cdepy apXMBHOIO XpaHEHHSA el
(1OKYMEHTOB) B OpraHH3alluH

PacueT pHCKOB H SKOHOMHYECKOH 5(PdEeKTUBHOCTH OT BHENPEHHUA CTaHAAPTOB
OpraHu3alKy B cdepy apXUBHOTO XpaHEHHs €N (IOKYMEHTOB) B OpraHU3aLiu

PCF}’JII/IPOBaHI/Ie JEATENBHOCTH 10 CO3AAHHIO M COBCPLUICHCTBOBAHHIO CHCTEMBI
ApXMBHOT'0 XpaHCHU: OCII (IIOKYMGHTOB) opranu3anyn

IToyiepxanue CUCTEMBI apXHBHOTO XPAaHEHHS A€ (TOKYMEHTOB) OpraHu3aluu
B aKTYQJIbHOM COCTOSIHHH

BHespeHre COBPEMEHHBIX METONOB M CpEACTB 00paboTKH HMH(pOpMaluu B
CHCTEME apXHUBHOTO XpaHEeHHs Jiell (JOKyMEHTOB)

Pazpa6oTka miaHoB 1 rpaduKoB pabOT apXHBHOTO XpaHEHH: M€ (JIOKyMEHTOB)
OpraHu3alyu

KoHcynpTHpoBanHe pabOTHUKOB OpraHM3allMd II0 BONPOCAaM apXHBHOTO
XpaHeHus el (J0OKyMEHTOB)

KoncynstupoBanue pabOTHHKOB OpraHM3alldd IO 3a0pocaM — BHEIIHMX
notpeduTesieil apxuBHOH MHPOPMALMH OpPraHU3aluH

HeobxonuMmele
yMEHHS

AHanH3HpoBaTh MEPENOBON OTEUECTBEHHDIM M 3apyOeXHEIH ONBIT B 06jacTH
yIpaBJIcHHsA TOKYMEHTAMH H apXUBHOTO XpaHEHHs JieNl (IOKYMEHTOB)

ABanu3upoBaTh HHHOPMAIHIO O COCTOSHHU CHCTEMBI QpXUBHOTO XPaHEHHUS €I
(IOKYMEHTOB) i TpeOOBaHUAX  MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO
B3aBMOJEHCTBHA

BHOCHMTE NpeIyIoXKEHHs II0 OpPraHU3alid M COBEPIICHCTBOBAHHIO CHCTEMBI
apXMBHOTO XPaHEHH eI (IOKYMEHTOB) U MEKBEJOMCTBEHHOT'O 3JI€KTPOHHOTO
B3aUMOCHCTBUS

ObecreunBaTh AOCTYI TOAPa3AeNeHUH OpraHu3alMd K apXdWBHBIM JCaM
(moxymeHTaM)

OGecreunBaTh JOCTYN K apXMBHBIM JelaM  (HOKYMEHTaM) BHEILIHHX
norpeOuTee apXuBHON HHPOPMALMK OpraHU3alny

OuenuBath  SG(MEKTHBHOCTh  NPOLECCOB  AOKYMEHTHPOBAHHBIX  Cep
JIEATENBHOCTH OpTaHU3aIHH

OCyIIeCTBIATE METOAMYECKOe OOecIeyeHne apXUBHOTO —XPaHCHHA JCN
(IOXyMEHTOB)

Heo0xoauMele 3HaHUS

HopmaTuBHeie upaBoBele akThl Poccmiickod @enepanun B obmnactu
JEJTONMPOM3BOACTBA M apXUBHOI'O Jieyia
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HopmaTtuBHble mnpaBoBble akTel Poccmiickoit ®ezmepaumm B obracTu
MHQOPMALMOHHBIX ~ TEXHONOTHA MW  3amUTHl  MHpOpMauuH, mU(pPoBOH
TpaHchopMaluu

MeTtoauueckue JOKYMCHTBI MW  HAIlHOHAJIBHBIC CTAaHAAPTBI B obnactu
JCJIONPOU3BOACTBA U ApXUBHOI'O Acj1a

MexayHapoaHble CTaHAApTHl B OOJAcCTH YIPAaBICHHS JOKYMEHTaMM |
apXHBHOTO JIeNa

[lepemioBOii OTEYECTBEHHBI ONBIT M HAaydHble pa3paboTkn B obnacTu
yIPaBIECHUS JOKYMEHTAMH M apXUBHOTO XpaHEHHM el (IOKyMEHTOB)

Cpencrsa cGopa, nepenayu, 06paboTku HHGopManuy 1 o6MeHa HHpopManye B
JOKYMEHTHPOBAHHBIX cepax JeqTeIbHOCTH OpraHu3alyy

IMopsimok pa3paboTku, oHOPMIICHHS H COTTIACOBAHMS JIOKAIBHBIX HOPMAaTHBHBIX
aKTOB OpraHU3aLuil

CTpyKTypa U HanpaBJICHHU AEATENBHOCTA OpraHH3aliu

TMopsizok B3auMOIEHCTBHS TOAPA3ACICHUN OpraHu3alii

IopsnoK B3aMMOJAEHCTBHS MOAPA3EICHUIl OpraHW3allMd C  BHEUIHHMH
MOTPEOUTEIAMH apXUBHON HHPOPMALHH

MeTtonnl IIPOCKTUPOBAHUS U INTAHAPOBAHNA pa60T B Opranusainiax

TMopsimok pa3paGOTKH ¥ YTBEPXKAEHHS INEPCNEKTHBHBIX M TEKYIMX IUIAHOB
paboT opranu3anui

Meroasl aHaiM3a H pacuyera SKOHOMHYECKOH 3((eKTHBHOCTH IOKasaTenei
JEATEIBHOCTH 110 APXHBHOMY XPaHEHHIO el (TOKyMEHTOB)

Hpyrue
XapaKTEPUCTHKH

3.2.4. Tpynosas pyHKIusA

KonTposs pyHKIIMOHUPOBAHHUS CHCTEMBI . VpoBens
HanMeHoBaHWe | apXMBHOTO XpaHEHHU JeN (IOKyMEHTOB) Koz B/04.6  (momyposens) 6
. KBanmpuKauuKu

B OpraHU3aliu

IIpoucxoxaenue
TpyAOBO#t HYHKIMH

Opurunan X | 3auMcTBOBaHO W3 OpHTHHANA
Kon PeructpauuoHHbIH
OpHMIMHANa HOMeEp
npoeCcCHOHAIBHOTO
cTaHjapTa

TpynoBsie neificTBUS

KOHTpOJIB HCMOJIHEHUS JOKAJIbHBIX HOPMATHBHBIX A4KTOB MW METOJIHMYCCKHX
JOKYMCHTOB 110 apXUBHOMY XpaHCHHIO JCJI (Z[OKYMGHTOB) B Opranpu3anuu

IIpenynpexaeHne HapylWeHHi Opy apXHBHOM XPaHEHHM €Nl (IOKYMEHTOB) B
OpraHu3anuu

BeisiBIeHHE HapyIIEHHH B MOArOTOBKe, 00paboTke Jen  (JOKYMEHTOB)
OpraHu3alyy, ONpeNeICHAE MEp M0 UX YCTPAHCHHIO

Kontpons (opMupoBaHHS feN (JOKYMEHTOB) M OpraHH3alMy ONECPaTHBHOIO
XpaHeHus el (JOKYMEHTOB) B OpraHu3alluy

HpOBCIICHHC IIPOBCPOK JACATCIIBHOCTH CTPYKTYPHBIX nouparmenem/lﬁ
OpraHH3alliM Mo BOIIpocaM OICPATHBHOIO XpaHCHUA OCII (I[OK}’MCHTOB)

MOHMTOpHHT ~ pe3yIbTaTOB  IIPOBEPOK  JAEATEIBHOCTH  CTPYKTYPHBIX
nojpaselieHdit OpraHu3allid 10 BOIPOCAM ONEPATHBHOrO XpaHEHHA eI
(MOKyMEHTOB), aHAJIN3 JAHHBIX MOHUTOPHHIA

KOHTpOJ'IB CBOCBPCMCHHOI'0 YCTpaHEHUsI HENOCTAaTKOB B pa60Te C apXHBHLIMHU
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JenamMy (JOKyMEHTaMH) OpraHu3aliy

IIpoBe/ieHEe MEPOTPUATHH IO COBEPIICHCTBOBAHMIO CHCTEMBI ApXHBHOIO
XpaHeHus el (10KyMEHTOB)

Onpenenexve 3¢p(HeKTHBHOCTH MEPOIPHUATHH IT0 COBEPIIEHCTBOBAHUIO CHCTEMBI
ApXHUBHOTO XPaHECHUs 1€l (I0KyMEHTOB)

HeobxoauMnie
yMEHHS

®dopMHpPOBATH M COXPAHATH JOKYMEHTANbHBIN (JOH] OpraHu3alyn

BHOCHTH TpEIJIOXNEHHS II0 OpraHH3alMH M COBEPIICHCTBOBAHHIO CHCTEMBI
apXUBHOTO XpaHEeHUs 1e1 (T0KyMEHTOB)

Opranu3oBeiBaTe pabory mo cOopy H CHCTEMaTH3alldM CBEICHHH 00
OIIEPAaTHBHOM M apXMBHOM XpaHEHHH A€l (JOKYMEHTOB) OpraHHM3alliu

AHaJ'II/ISI/IpOBaTI) JaHHBIC O pe3ynbTarax IMPOBEPOK ACATCIBHOCTH CTPYKTYPHBIX
I'IOJIpEBI[CJ'ICHI/Iﬁ OpraHu3allid II0 BOIIpOCaM ONECPATUBHOIO XpaHECHHA HACI

(1OKYMEHTOB)

Heo6xoguMele 3HaHHS

HopMmaTuBHBIE [paBOBble akThl Poccmiickoii @enepammu B 0061acTu
JeJIOMPOU3BOACTBA M apXUBHOIO JI€jia

HopmaruBHble mpaBoBEle akThl Poccuiickoii ®enepaumm B obmacTu
MHQOPMAIHOHHBIX ~TEXHOJOTH M  3ammMTsl  HHpopMarmu, LHQpPOBOH
TpaHchOopMaluy

MeToguueckue JOKYMCHTBI H  HallMOHAJIBHBLIE CTanJdapTbl B obnactu
JCJIOIPOU3BOACTBA U apXUBHOT'0O ICJIa

HpaBHna Opranu3ainyy apxXuBHOI'0 XpaHCHUA ACII (HOKYMCHTOB) B COOTBCTCTBHU
C JIOKaJIbHBIMM HOPMAaTUBHLIMHA aKTaM¥ OpraHN3allud

CIpykTypa OpraHd3alMd H IIOPSAOK B3aMMOJCHCTBHA MoIpas/ieNeHui
OpraHu3alui

MerToap! aHaIK3a AEATEIBHOCTH MOAPa3ACICHUS 10 apXUBHOMY XPaHEHHIO Tl
(IOKYMEHTOB) OpraHU3aluu

MeToasl KOHTpOJIS COOMIOAEHHS HOPM B 00JIaCTH OINEPATHBHOIO M apXMBHOT'O
XpaHeHus el (IOKyMEHTOB) B OpraHU3alluH

ITopsmoK U CPOKH COCTABICHHS OTYETHOCTH IO BOIIPOCAM apXHUBHOTO XpaHEHU
Jie)1 (IOKYMEHTOB) B OpraHM3alud

Kputepuu LeHHOCTH A€M (JOKYMEHTOB) ULl HX HCIIOJIb30BaHMS, XpAaHCHHS UITH
BBIZICTIEHUS K YHUYTOKEHHUIO

Apyrue
XapaKTCPHUCTHKHA

3.2.5. Tpynosas pyHKIUA

CoBepIIEHCTBOBAHHE CUCTEMBI
apXUBHOTO XpaHEHH [EI VposeHs
Haumenosanve = (JJOKyMEHTOB), ydeTa U ucronb3osanus ~ Kox | B/05.6 (monypoBeHs) 6
z Jel (I0KyMEHTOB) BPEMEHHOTO = KBAH(HKALIH
| XpaHeHHs B OpraHU3alux
Hponcxovxcne}me Opurunai X | 3aMMCTBOBaHO U3 OpUrHHANA
TpyAOBOH QYHKIMH
Kon PeructpallOHHBIH
OpHIUHana HOMep
npogeccHOHAIBHOIO

CTaHaapTa

TpynoBele neHCTBUA

Orpee/nenye HANPABIEHANR Pa3BUTAS aPXUBHOTO XPaHEHHMs JAeN (IOKYMEHTOB),
y4€Ta i UCTIOJIB30BaHM JIel (IOKYMEHTOB) B OpraHU3aluy
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Omnpezenenne pUucKoB B CHCTEME apXHBHOTO XpaHEHHS JeN (IOKyMEHTOB), y4eTa
M HCIIOJIb30BaHUA e (IOKYMEHTOB) B OpraHM3aliy

VYcrpaHeHHe PUCKOB B CHCTEME apXMBHOTO XpaHEHHs €l (JOKyMEHTOB), ydeTa
¥ UCTIONB30BaHus el (IOKyMEHTOB) B OpraHu3aluy

Pa3paboTka METOIMKY COBEPLICHCTBOBAHHS CHCTEMBI ApPXHBHOIO XPAHEHHUS €N
(HOKYMEHTOB), y4eTa ¥ UCIIONb30BaHuUs Al (JOKYMEHTOB) B OpraHU3aliy

Pa3paGoTKa ¥ BHEIPEHHE CHCTEMBI 3JIEKTPOHHOTO JOKyMEHTO00O0pOoTa B chepe
apxXMBHOTO XpaHeHus Jen (JOKYMEHTOB), y4deTa M HCIONB30BaHHS [l
(HOKYMEHTOB) JOKYMEHTHPOBAHHBIX c(ep NeATeNbHOCTH OPraHu3alluu

PeryiupoBasue JesTETbHOCTH II0 COBEPUICHCTBOBAHHMIO CHCTEMEI ApXHBHOIO
XpaHeHus Jen (JOKYMEHTOB), yueTa M HCIOJB30BaHHA Jch (JOKYMEHTOB) B
OpraHH3aliu

HeobxoauMeie
yMeHHS

ABanu3upoBaTh MHQOPMALUIO O COCTOSHMM YU PabOTOCIOCOOHOCTH CHCTEM
ApXMBHOIO XpaHeHWA Hen (JOKYMEHTOB), y4YeTa M HCIIOJIb30BaHUA €N
(IOKYMEHTOB) B OpraHH3alUsAX

BHOCHUTH IIpe/UIOXKEHHMS HO OPraHH3allid U COBEPIICHCTBOBAHUIO CHCTEMEI
AQpXHBHOTO XpaHeHWs Jen (IOKyMEHTOB), ydeTa M HCIOJb30BaHHA JIEN
(ITOKyMEHTOB) B OpraHM3alUsIX

CocCTaBIIsATh TEXHUYECKOE 3aJaHhe Ha MPOCKTHPOBAHUE M BHEIPEHHME CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHT0000poTa B cdepe apXMBHOTO XPaHEHHS €N
(IOXYMEHTOB), Y4€Ta H MCIIOJH30BaHUA e (IOKyMEHTOB) JOKyMEHTHPOBAHHBIX
chep IeaTeNEHOCTH OpraHu3aliy

BeIOHpaTh ONTHMAIBHYIO CHCTEMY 9JIGKTPOHHOTO JOKYMEHTO0OOpOTa Ui
ofecrieyeHus apxXMBHOTO XpaHEHHUS JeN (JOKyMEHTOB), yUeTa U UCIIOIb30BAHUA
1€ (AOKYMEHTOB) IOKYMEHTHPOBAaHHBIX ciep AEATENBHOCTH OpraHu3alluy

KoHcynpTupoBaTh  paGOTHHKOB  IOApa3JelieHMss W OpraHu3alMd IO
COBPEMEHHBIM MeTOJaM paboOTHI ¢ JOKYMEHTaMH B cepe apXMBHOTO XPaHCHHUS
el (NOKyMEHTOB), YydveTa M  HCIOJB30BaHWA A€l (JOKYMEHTOB)
JOKYMEHTHPOBAHHBIX cep NesTeIbHOCTH OpraHu3aluu

HeobOxoanMeie
3HAHUS

HopmaTuBHBIE npaBoBble aKkThl Poccuiickoii ®emepaumm B obnacTu
JEJIONPON3BOACTBA U apXUBHOIO Jena

Hopmatupueie mpaBoBble axthl Poccumiickoit ®exgepauun B obnacTu
MHQOPMAIIMOHHBIX ~ TEXHONOTHM W  3amuThl HHGopManuy, HUPPOBOMH
TpaHcopManun

Mertoauyeckue [JOKYMEHTH W HAIHOHANBHBIE CTAaHAAapThl B  0OOMacTH
JENIONPOM3BOICTBA, APXUBHOTO Je/a ¥ MH(POPMALMOHHBIX TEXHOJIOTHi

Mexc,uyHapo,uHLIe CTaHaapThLl B obiactu YyIpaBJICHAA JOKYMECHTAMH 1 PUCKaMH

IlepeoBOii OTEUECTBEHHBIH ONBIT H HAay4YHEBIE pa3paboTKH B 00/1aCTH apXHUBHOTO
XpaHeHHs €N (JIOKYMEHTOB), y4eTa M HCIOJIB30BAHMA JEN (JOKYMEHTOB) B
OpraHu3aIsIX

MeTo/pl NPOEKTHPOBAHHSA M IUIAHUPOBaHHA paboT IO COBEPIICHCTBOBAHUIO
apxXMBHOTO XpaHeHus Jen (JOKYMEHTOB), y4e€Ta H HCHOJB30BaHUS JeI
(HOKYMEHTOB) JOKYMEHTHPOBAHHBIX Cep NeATENbHOCTH OpPraHu3aiy

CoBpemennsie 1U1aTGOPMEL, CepTHGUIMPOBAHHEIE CUCTEMBl 3JIEKTPOHHOIO
JNOKyMEHTO000pOTa U1  ONEPaTHBHOIO M  ApXMBHOTO XpaHCHHMA JeN
(ZOKYMEHTOB), y4eTa U HCIIOJIb30BaHHM e (JOKYMEHTOB) JOKyMEHTHPOBAHHBIX
cep AeATENHHOCTH OpraHU3aluu

CpencTBa M MeTomsl cbopa, oOMeHa, mepemaun M o6paGoTku mH(popMaluu
JOKYMEHTHPOBAHHBIX c(ep JIeITEIbHOCTH OpraHu3alui

Hpyrue

XapaKTePUCTHKH
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3.2.6. TpyaoBasa pyHKuns

BrepeHne CHCTEMBI 3JICKTPOHHOTO YposeHs
HauMmeHoBaHne apXMBa OPraHM3aLMH Koxn | B/06.6 | (momypoBeHb) 6
KBaTHuKaLuu

[MpoucxoxaeHue TPy AOBOMH
dhyHKIMA

 Opurmsan X 3aMMCTBOBAHO M3 OpPHIMHAIA

Kon PernctpaunoHHBIH
OpHrHHaja HOMEp
npoecCHOHAIBHOTO
CTaHJapTa

TpynoBsie neiicTBUS

AHanm3 ¥ OLICHKA Tpe60BaHI/II71 K CHCTEME 3JICKTPOHHOI'O apxXyuBa OpraHu3anuu

ITogroroBka TEeXHHYECKOTO 3alaHus Ha IIPOCKTUPOBAHUE KOpHOpaTPIBHOﬁ
CHCTEMBI JJICKTPOHHOI'O apXviBa B OpraHu3allii

Bri6op opranuzanuu — pa3paboTyiKa KOPIOPaTUBHOM CHCTEMBI JJIEKTPOHHOTO
apxuBa

OnpenesneHre ypoBHE# 10CTyIa pYKOBOAUTENEH CTPYKTYPHBIX IOApasAeICHHH
OpraHu3alMy K vHGopManuy B KOPIOPaTHBHOKH CUCTEME JJIEKTPOHHOTO apXHuBa

Onenka MNHIOTHOTO BHECAPCHUA KOpHOpaTHBHOﬁ CUCTCMBI JJIEKTPOHHOI'O
apxuBa B OpraHu3anuu

YcranoBka KOpHOpaTKBHOﬁ CHCTCMBI JJICKTPOHHOI'O apXHBa B OpraHu3alliu

CocraBnenue rpapuka  oOyueHHMA  PYKOBOAMTEINEH CTPYKTYPHBIX
Ho/ipasjieieHuii paboTe B KOPHOPAaTUBHON CHCTEME 3JIEKTPOHHOIO apXUBa

HeobxoauMmpie yMeHHS

AnanusupoBatb HMHQOPMAIMIO O  COCTOSHHM  CHCTEMBI  YIPaBJICHHS
3JIEKTPOHHBIM apXMBOM OpraHU3aLuy

PykoBomuTh pa3palbOTKOH TEXHHYECKOTO 3aJaHus Ha IPOEKTHPOBAHUC
KOPIOPATHBHON CHUCTEMBI JJIEKTPOHHOI0 apXUBa B OpraHU3aIiu

PYKOBO,I[I/ITI: IIPOCKTHPOBAHUEM H BHCIAPCHUCM KOpHOpaTI/IBHOfI CHUCTCMBI
SJICKTPOHHOI'0 apXnBa OpraHu3aln

PykoBoAUTh 3alIATOd MHGOPMALMOHHBIX DPECYPCOB JJICKTPOHHOIO apXuBa
OpraHM3alliy OT HECAHKIIMOHMPOBAHHOIO JI0CTYIIa

Opranun3oBbiBaTh 00y4eHHe pabOTHHKOB OpPraHHU3alMid COBPEMEHHBIM METOAAM
paboThl B KOPIOPaTHBHON CHCTEME 3IEKTPOHHOIO apXUBa OPraHu3aliy

Heo0xoauMele 3HaHUSA

HopmatuBHele mpaBoBble akThl Poccumiickoit @enepanuu B 00mactu
JEJOIPOU3BOACTBA U APXUBHOTIO J€la

HopmaTuBHele mnpaBoBble akThl Poccmiickoii Penepanuu B 0biactu
MH(GOPMAIOHHLIX ~TEXHOJNOTHM M  3aumTel HHQOpManmu, 1UQpPoOBOH
TpaHchopManun

MeToaudeckue JOKYMCHTBI H HallMOHAJIIBHBIC CTaHJIapThl B obnactu
JCIOMPOU3BOACTBA, APXABHOIO OCJId H I/IH(I)OpMaIII/IOHHHX TEXHOJIOTHIl

MexayHapogHple CTaHZapTHl B 00JacTH  YNpaBjIeHHS JAOKYMEHTaMH,
SIEKTPOHHBIM apXUBOM U HHPOPMALHOHHBIMHU TEXHOJIOTHAMU

TlepeioBOii OTEYECTBEHHBIN U 3apyOEXHBIH ONBIT M HAay4dHBIE Pa3pabOTKH IO
MPEJOTBPAIICHAIO W YCTPaHEHHIO IOTCHIMANLHBIX DHCKOB B  cdepe
yIpaBlIeHus 3TeKTPOHHBIM apXHBOM B OpraHH3aIuu

Meroapl NIaHApOBaHMs pa3pabOTKU M BHEAPEHHA KOPHOPATHBHOW CHCTEMBI
5JIEKTPOHHOT'O apXKBa OpraHMU3aluy

OcHOBBI IIporpaMMHOTO o0ecreYcHUs CUCTEMBI 3JICKTPOHHOI'O apXuBa

Hpyrue
XapaKTEPUCTHKH
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3.2.7. TpynoBas pynkuus

TIpoKcXoXKaeHUe TPYAOBOH

(yHKUIUH

CoIpOoBOXKIEHHE AEATENLHOCTH YpoBeHb
HauMeHOBAHHE 5y crepTHOM KOMHCCHH OpraHH3aLiH Kox B/07.6  (momyposetin) 6
KBamu(puKaLuu

: 3auMCTBOBaHO U3

i Opurusan X ©

opHTHMHaa

Kon PeructpauuoHHbIi HOMEp
OpHIHHana NpOQeCCHOHATLHOTO
CcTaHmapTa

Tpynossle neAcTBHA

PazpaGorka 107I0XEHHs 00 OKCHEPTHOH KOMHCCHH OpraHu3alud, €ro
COrJIACOBAHUE U YTBEP)KIACHHE

HOI[I"OTOBKa SaCCIIaHI/Iﬁ BKCHCpTHOﬁ KOMHCCHH Opranusanuu

Co3ganue u noJACp’KaHue B AaKTYyaJlbHOM COCTOSHHH 0a3pl JaHHBEIX O
JeATCIIBHOCTH G)KCHCpTHOﬁ KOMHCCHH

IIpencTaBieHie Ha COTTACOBAHHE SKCIEPTHOH KOMMCCHHM HOMEHKIATYpPHI Ol
OpraHu3anuy

ITpoBepKa HAIMYHS U YCIOBAH COXPAHHOCTH €N (IOKYMEHTOB) B CTPYKTYPHBIX
HOJpa3ldeeHnsIX  OpraHu3alli¥M —  HCTOYHHKAaX  KOMIUIEKTOBaHUA H
NOJpa3AeeHusX, AEITENFHOCTh KOTOPBIX HpELIECTBOBANA JESTEILHOCTH
HCTOYHHUKOB KOMILIEKTOBAHHS, IPH YCIIOBHUH UX XpPaHEHHS B OpraHH3aliH

Ot6op nen (IOKyMEHTOB) B CTPYKTYPHBIX HOJpa3[EleHHSX OpraHH3aldH —
HUCTOYHHKAX KOMIUIEKTOBAHHA, W TOAPA3ACICHUAX, IEATEILHOCTh KOTOPBIX
HpEAIECTBOBANIA ACATENPHOCTH MCTOYHMKOB KOMIUICKTOBAHHS, NPH YCIOBHM
WX XPaHEHHs! B OPraHU3alMH JUI TTOCIIEAYIOIIEr0 XPaHeHUS WK YHHYTOKCHHS

Hpe,[[CTaBJIeHI/IC Ha COrigacoBaHHC SKCHCpTHOﬁ KOMHCCHM OIMCEH  Jen
MOCTOSIHHOT'O XpaHCHHU U JOKYMEHTOB II0 JIHYHOMY COCTaBy

[IpejcTaBlieHHE Ha COINIACOBAHHE PKCIEPTHOM KOMHUCCHH aKTOB O BBIIEJICHUH
Ha YHHYTOXKeHHeE Jiel (JIOKYMEHTOB)

[TpoTOKOIMpPOBAHHE PEIICHHH SKCIEPTHOM KOMHUCCHEH OpraHU3aliy

Oxkazanue MCTOI[H‘ICCKOﬁ IOMOIIA Mpeaccaarearo U WICHaM 3KCI'IepTHOI71
KOMHCCHH OpraHnu3anuu

Heobxonumele yMeHHs

HpOBOlII/ITB OUYHBIC U 3a0YHBIC 3aCCAaHUA BKCHepTHOﬁ KOMHMCCHH Oprann3anun

dopmupoBath Jgena  (HOKYMEHTHI), oOpasyiommecs B JAeATEIBHOCTH
CTPYKTYPHBIX ~ TOZApas[eleHMH —  MCTOYHHUKOB  KOMIIIEKTOBAHHA M
IpeIIICCTBEHHUKOB OpraHu3allii

CocraBisiTh PEKOMEHJAnHA 110  BOIpocaM JOKYMCHTHPOBaHHBIX C(bep
JESTCIIbHOCTH OpraHn3anuy

PaspaGaTsiBarh TpeOOBaHHS K HOMEHKIIATYpe €N OpraHH3alyH

Cobupats 1 CTPYKTYPHPOBATh PE3yNILTAaThl HTOTOBBIX 3aNUCEH K HOMEHKIIATYPE
JeJ1 OpraHu3aluH

PaspabaTbiBaTh TpeGOBaHHSA K CIPYKTYpe 623l JaHHBIX 9KCICPTHOH KOMHCCHH
opraHu3aliy

Heo6xoauMple 3HaHUS

HopMaTHBHBIE MpaBoBble akKThl Poccuiickodi (Denepanuu B 001acTH
JE€TIONPON3BOACTBA H APXHUBHOTO JieNia

HopmaruBHEle npaBoBhle akThl Poccuiickoit @exepaunn B obnactu
MHQOPMAIMOHHEIX ~TEXHONOTMA U  3amuThl WHGbOpMaumy, LHU(pPOBOi
TpaHc(opMaLuy

MeToMYecKHe JOKYMEHTHl M HaUWOHAIBHBIC CTAHJApTHl B 00NacTH
JEIONPOM3BO/ICTBA, APXMBHOI'O JieNla M MHYOPMAIMOHHBIX TCXHOIOTHH

HepeﬂOBaﬂ OTCYECTBEHHAsT H MCXKAYHApoJHad IpPaKTHKa ynpasJICHUS
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JOKYMEHTaMH M apXHUBHOI'O XpaHCHUA

IIpaBMya U METOMBI COCTABIEHHS YUETHBIX (OpM Jen (JOKyMEHTOB) CHCTEMBI
JOKYMEHTALUY OpraHu3aluu

IIpaBuna ¥ MeTOABI KOHTPOJS coOMIOAeHUS TpeGOoBaHMH M HOpM B 00J1acTH
JENOIPOU3BOJICTBA U apXWUBHOTO XPAHEHHs, yd4e€Ta M HCIOJB30BaHUS e
(TOKYMEHTOB) BpEMEHHOI'0 XpaHEHHUs B OpraHM3aluaX

MeTozp! IPOBEACHHS MOHMTOPHHTA CUCTEM 3JIEKTPOHHOTO JOKYMEHT0000pOTa
M apXHBHOTO XpaHeHHA Jel (JOKYMEHTOB) JOKyMEHTHPOBAaHHBIX —cdep
JICATEIFHOCTH OpraHU3aliH

Metoasl mpoBedeHus aHanmu3a 3(PQEKTUBHOCTH CHCTEM  3JIEKTPOHHOIO
IOKyMeHTOO60pOTa M apXMBHOTO  XpaHeHHs  Jed  (JOKYMEHTOB)
JOKYMEHTHPOBAHHBIX c(pep AeATENEHOCTH OpraHu3aliuu

Metonasl npoBefeHus aHanu3a 3(PGEKTHBHOCTH yyeTa W MCIOJIB30BaHUA el
(HOXYMEHTOB) BPEMEHHOT'O XpaHEHHUs B OpPraHU3alUH

MeTtoasl MNpOBCACHUA MOHUTOPUHIA YYeTa U UCIIOJIb30BaHuA JCTT (JIOK}’M@HTOB)
BPCMCHHOI'O0 XpaHCHU B OpraHu3aluu

Mertoapl 0000LIEHHS TOMYYEHHBIX pE3yJbTaTOB MOHHTOPMHIAa M aHalli3a
5()QeKTUBHOCTH CHCTEM O3JIEKTPOHHOTO JOKYMEHTOO00OpPOTa M apXMBHOTO
XpaHeHHs Jen (ZOKYMEHTOB) JOKyMEHTHPOBAHHBIX c(ep IeATENBHOCTH
OpraHu3aIu

WudopMalroHHbIe TEXHOJIOTHH, HCIONL3YEMBIE IIPH OpraHU3alud yd4era,
obecrieucHUA COXpPaHHOCTH, UCTIOJIE30BAHUS U YHUUTOKECHUS
JIOKYMEHTAJIBHOTO ¥ apXHUBHOTO (JOHJI0B OpraHu3alui

KpuTepuu IEHHOCTH M CPOKM XpaHeHHs Jel (ZOKYMEHTOB) CHCTEM
JTOKYMEHTAIMH OPTraHU3aluH U JJOKYMEHTHPOBAHHEBIX C(hep AeATENBHOCTH

IIpasuna otGopa Jen (JOKYMEHTOB) IJid JANbHCHINEro XpaHeHHs HIH
YHHYTOXKCHHUS

IIpaBuiia ydeTa 1 KOMILIEKTOBAHHS J€l (IOKYMEHTOB) OTPaHHYEHHOr0 AOCTyTa

MeToapl COBEpIICHCTBOBAHHS CHCTEMBI YY€Ta M MCIIOIb30BAHHS, apXUBHOIO
XpaHeHHs g€ (JOKYMEHTOB) JOKYMCHTHPOBAHHBIX C(ep eATEeNbHOCTH
OpraHu3aluy

Mertonl COBEPIIEHCTBOBAHUA CHUCTEMBlI y4u€Ta W HCIIOJb30BaHHA apXUBHOTO
XPpaHCHHU OET (IlOKy'MCHTOB) I10 JINYHOMY COCTaBY B Oprann3anuiax

Hpyrue

XapaKTEPUCTUKH

3.3. O6o6mennas TpyaoBas GpyHKIHs

PyxoBojzicTBO IporeccoM

HavMeHoBaHve | apXUBHOTO XPaHEHUS OET Ko C Yposetb 7
P P - A KBaIH(HUKALMN

(IOXyMEHTOB)
[IpouncxoxaeHue
000011eHHO! TPy I0BOH Opwurusan | X 3aMMCTBOBAHO M3 OpUIHHAIA
dyHKIMH

Kon PeructpaunoHHbIi HOMEP
OpHUrvHaNA npoecCHOHAILHOTO
cTaHaapra

Bo3moxHbie PykoBoauTenp opraHu3aliy apXuBHOTO XpaHEHHUS [T (1IOKYMEHTOB)
HaMMCHOBAaHUS
NOKHOCTEM,

npodeccuii




TpeGoBanus k
00pa3oBaHHIO U
00y4eHHIO

Bricmiee o06pa3oBaHue — MarucTparypa

WA

Briciee o6pazoBanue (HenpoUIbHOE) — MaruCTparypa

H JOHOJHUTEIBHOE IIPpodeccCHOHANbHOE 00pa3oBaHye — IPOTrPaMMEI
podecCHOHATHHOMN NMEPENOATOTOBKH 110 IPO(GHITIO IEATENLHOCTH

TpeGoBaHus K OIBITY

He MeHee 114TH NeT pyKOBOISAIICH eITeIbHOCTH B cepe ylpaBIeHHs apXHBOM,

IpaKTHYECKOH apXHUBHOM J€STENbHOCTH OpraHU3aliui

paboTsI

Oco0bie yci1oBHs IIpoxosxaenue oOydeHHs MepaM IToXKapHOH 6€30I1aCHOCTH

JOIycKa K paborte ITpoxoxaenue oOydeHHs X IPOBEPKHU 3HAHMH TpeOOBaHHI OXpaHbI TPy da
Apyrue -

XapaKTepHCTHKH

ZIOHOHHI/ITCJIBHBIG XapaKTCPUCTUKH

HaunmenoBanue Kon HaumenoBanue 6a30Boii IpyIIEI, JOJDKHOCTH (podeccHun)
JOKYMEHTa VI CHENHUATBHOCTH
OK3 1213 PykoBoauTeu B 06:1aCTH ONpeie/ICHUs IOJIMTHKH U
TIaHUPOBAHUS ACATCIBHOCTH
EKC - JupexTop apxuBa, IEHTpa XpaHEHHUs JOKYMEHTALIUH
OKIIATP 21322 JlupexTop (3aBeAyIOIHii) apXUBHOTO YUPEXKIACHUS
OKCO 7.46.04.02 JIOKyMEHTOBeIeHNE U apXHBOBEACHHE

3.3.1. TpyaoBas pyHKuHs

IpoucxoxaeHue TpyA0Boi
¢$yHKuuH

Co3nanne eIUHOM CHCTEMBI VpoBeHs
HanmeHoBaHue = apXWBHOI'O XpaHEHHS JEI . Kom | C/01.7 (OLypOBEHSB)
. (TOKyMEHTOB) KBa/HUKaLMY
Opurunan X | 3anMCTBOBaHO U3 OpUI'HHaNA
Kon PeructpaunoHHbIH HOMEP
OpUrHHAJA npoecCHOHATILHOTO
cTaHAapTa

TpynoBble AeHCTBHA

Paszpa6oTka CTparerMd M COCTaBICHHE IUIAHOB Pa3sBUTHs CIWHON CHCTEMBI
ApXWBHOTO XpaHEHHMs JieN1 (JOKYMEHTOB)

ObGecnieueHne pecypcaMd €IMHOH CHCTEMBI
(IOKYMEHTOB) OpraHU3aluy

apXvBHOTO XpaHCHHA JCI

PerynipoBaHue €IMHONH CHCTEMBI apXHBHOTO XPaHEHHA 1€ (IOKYyMEHTOB)
OpraHu3alyu

BHe/peHHE COBPEMEHHBIX WHCTPYMEHTOB, METOJIOB, CPEICTB M TEXHOIOTHH
00paboTKH A€ (TOKYMEHTOB) OpraHHM3alluH

Paspa6orka u yTBepxkiIeHHe OromKeTa IO OOECHEYCHUIO
CHCTEMBI ApXMBHOTO XpaHEHU JIeTT (JIOKYMEHTOB) OpraHu3ai|iu

JACATCIIBHOCTH

00ecIIeYeHHIO
(TOKYMEHTOB)

yTBep)KlIEHI/IC OTYETHOCTH 00 HCIOJHCHHUH 6IOJI)KCT3 110
JCATCIIBHOCTH CI[HHOﬁ CHCTECMBl apXHBHOI'O XpaHCHUSA LI
opranu3anu

dopmupoBanue HHPOPMALUOHHO-CIPABOYHBIX CHCTEM M 6a3 /IaHHBIX €AHHOH
CHCTEMBI apXHBHOTO XpaHEHHU JIeN (IOKYMEHTOB) OpraHH3alliH

MOI[CpHI/BaIII/Iﬂ U ONTUMH3AIUSI CHCTEMbBlI APXUBHOIO XpaHCHHA LI




24

(HOXYMEHTOB) OpraHU3aLuH

BhisBIIEHHE H MHHHMH3AIHS PUCKOB B €MHON CHCTEME apXHMBHOI'O XpPaHCHHUS
Jel (HIOKyMEHTOB) OpraHU3aluH

KOHTpoNib  [IeATENbHOCTH €AMHON CHCTEMBI apXHBHOTO XpaHEHHs [Ie]
(TOKyMEHTOB) OpraHM3aluu

Heo6xoauMele yMEHHS

OnpenenaTs NPUOPUTETH B PA3BUTHH €IMHONH CUCTEMBI apXHBHOI'O XPaHCHHS
Jel (ZI0KyMEHTOB) OpraHH3aluH

dOopMHpPOBATL CTPYKTYPY CHCTEMBI apXMBHOTO XpaHEHHsS JeNl (JOKYMEHTOB)
opraHu3anuu 1 00eceYnBaTh €€ peCypcamMu

MOTHBHPOBATE JEATENHHOCTD OXYHHEHHBIX UL NOBBIICHHA 3Q(EKTHBHOCTH
U yCTpaHEHWs OTKJIOHEHHH OT NapaMETPOB, 3aJaHHBIX IPH IUTAHUPOBAHHH
€IMHOI CHCTEMEI apXHBHOTO XpaHEHHU el (IOKYMEHTOB) OpraHH3alliu

Kinaccuunuposath HHGOPMALHIO B CO3/1aBaTh HHPOPMALHOHHO-CIPABOYHBIC
6a3b1 JaHHBIX U HHGOPMALOHHBIE CHCTEMBI OpraHU3aALIH

OleHNBaTh NOTEHIMAIBHBIE PUCKA B €IUHOH CHCTEME ApXHBHOI'O XPaHEHHS
Je1 (TOKyMEHTOB) OpraHHu3aliu

OnpeaenaTh KOMIETEHINH H OTBETCTBEHHOCTh PYKOBOAMTEIEH I0Apa3ieTIeHHHI
0 apXUBHOMY XpaHEHHIO A€l (JOKYMEHTOB) OpraHU3alluu

ITpoBoAUTE MOHUTOPUHT 3((PEKTHBHOCTH M CPOKOB CO3/IAHHSL CAUHOM CUCTEMBI
apXUBHOTO XpaHEeHHs I (JOKyMEHTOB)

PaspaGarbiBath Mepbl IO IOBBIIEHHIO 3()(EKTHBHOCTA €IMHOH CHCTEMBI
ApXMBHOTO XpaHEHHU el (JOKYMEHTOB) OpraHu3aliy

BHenpsaTs HOBble HHGOPMAIMOHHBIC TEXHOIOTHH H METOMIBI paboThl B eAMHYIO
CHCTEMY apXHBHOTO XpaHEeHHs JieN (JOKyMEHTOB) OpraHU3aluy

Bri6upats Bubl HocuTened HHGopMaluu 1 GopMaThl XpaHSHHs dJIEKTPOHHBIX
JOKyMEHTOB

[IpyHEMATh penleHus 10 BOMPOCAM YHPABIEHHUs €JHHOM CHCTEMOH apXHBHOTO
XpaHeHus Al (JOKyMEHTOB) OpPraHU3alliy B HECTAHIAPTHBIX YCIIOBHAX

HeoOxonuMeie 3HaHHS

HopMaTHBHbie [paBOBble aKTHl Poccuiickoli ®enepammn B 001acTH
JEJIOIPOHU3BO/ICTBA U ApXMBHOTO Jejia

Meroaudeckie JOKYMEHTEHI B O0JacTH HCIONB30BaHMSA H myOiamkauuu
apXMBHBIX J1eJ1 (JOKYMEHTOB)

MeToauueckue JOKYMEHTHI M1 HAallTHOHAJIBHBIE CTaHAapThI B ctbepe YIIpaBJICHHUS
JOKYMCHTaMHU

HpaBI/IJ'Ia COCTaBJICHHUA H O(I)OpMJ'IeHI/IH JIOKQJIbHBIX HOPMAaTHBHBIX AaKTOB
OpraHn3aluu

CTIpykTypa oOpraHuWsauud, (YHKIHH ¥  pacnpenesieHde  OOs3aHHOCTEH
PYKOBOJSHIETO COCTaBa

QYHKHI/II/I HOI[pEBJICJ'IeHI/Iﬁ Opranu3anyy u IOpsiAOK UX B3aHMOJEHCTBUS

Tlepe0BOii OTEYECTBEHHBIN X MEXAyHAPOIHBIN OTLIT H HAyYHbIE Pa3pabOTKH B
chepe ynpaBIeHHs CHCTEMON apXUBHOIO XpaHEHHs JIeN (JIOKYMEHTOB), y4eTa ’
HCIIONb30BaHus el (JOKyMEHTOB) BDEMEHHOI'O XPaHCHHS

IIpapuia nocTpoeHus U GyHKIHOHMPOBAHUS CUCTEM YMETHOH JOKYMEHTAUMH
OpraHu3aliy

IlpaBana ¥ MeETOABI IOCTPOEHHS HH(OPMAHOHHO-CIIPABOYHBIX CHCTEM
OpraHu3anuy

VH(bOpPMAlHOKHEIE H TeJICKOMMYHHKAIMOHHBIE yCIyTH B cepe ynpaBiIeHHs
CHCTEMOIi apXMBHOIO XpaHeHUs Je (JOKyMEHTOB)

IIporpamMmuoe obecredeHne B OONAcTH yIpPaBICHUS CHCTEMOH apXHBHOTO
XpaHeHus el (JOKYMEHTOB) M CHCTEMOX KOPIOPaTHBHOIO JOKyMEHTO000poTa
OpraHu3aluu
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Byl HocuTeeit nHGopMayi U crienuduKa UX MPUMEHEHUS

[Mopsmok paspaGoOTKH M YTBEP)KAEHHS IEPCHCKTUBHBIX H TEKYIIMX IIIaHOB
paboT opranu3anyu

IMopsimoK MOATOTOBKH OTYETOB 00 HMCIIOIHEHHH NEPCIEKTHBHBIX M TEKYIIHUX
IUIaHOB paboT opraHu3aliy

MeTopl aHanu3a W MMOKasaTequ SKOHOMHYECKo# dddexTuBHOCTH B 0bsacTH
yIpaBJIeHHs] CACTEMOU apXUBHOTO XpaHEHHs JIeN (JOKYMEHTOB) OpraHH3aluH

Hpyrue

XapaKTEPUCTHKH

3.3.2. TpyaoBas pyHKuus

YnpasieHue pa3paboTKoH JTOKaJIbHBIX v
OBEHb ;

Hanverioparue | FOPMATHBHBIX aKTOB IIPOIECCOB Kon | C/02.7 (n}:mypoaem,) 7

apXHMBHOI'O XpaHCHUS JIE]T KBATHAKAIIH »

(JTOKyMEHTOB)
Hponqu‘)xneHne Opurunan X | 3auMCTBOBaHO U3 OPUTHHAJA
TPYAOBO# (hyHKIMHK

Kon PeructpaunoHHBII
OpHTHHANA HOMEp
npogeccHOHATLHOTO
cTaHJapTa

Tpynossie neficTBUS

Koopaunauus paspaboOTKH JOKANBHBIX HOPMATHBHBIX aKTOB OPraHM3alMd IO
ApXMBHOMY XpaHEHHIO M€l (JOKYMEHTOB), YYETy H MCIIOJIb30BaHUIO Jiel
(moxymMeHTOB)

Koopmunauus pa3pabOTKM METOJMYECKHX JOKYMEHTOB [0 HCIOJHEHHIO
NOKAJTbHLIX HOPMATHBHBIX aKTOB IO apXMBHOMY XPaHEHHIO JEN (IOKYMEHTOB),
y4ETY U UCTIONB30BaHUIO Je (JJOKYMEHTOB)

BEIBIIEHHE CTENEHH PHCKA IPOLECCOB apXHBHOTO XpaHEHHA JeN (IOKYMEHTOB)
OpraHM3allii [pUd IPUMEHEHHH CpEICTB YNPABICHHS JIOKyMEHTAMH, He
OTBEYAIOIMX TPeOOBaHUAM IEJIOBBIX IOTPEOHOCTEH M MOAOTYETHOCTH
OpraHu3aIuu

KoopmuHanus pa3paGoTKd JIOKQJIbHBIX HOPMAaTHBHBIX aKTOB OpTaHM3aUud M
METOJMYECKAX [IOKYMEHTOB B 00JacTH OpraHH3aldM Yyd4eTa, XpaHCHHS,
06ecIeyeHHs] COXPaHHOCTH, HCIOJIb30BAHMS H YHHYTOXKEHHS e (JOKyMEHTOB)
apXUBHEBIX (QOHIIOB

KoopiuHauus axkTyanm3audd JIOKaIbHBIX HOPMAaTHMBHBIX aKTOB B 00JacTu
apXMBHOTO XpaHEGHHS Jel (JOKYMEHTOB), y4eTa M HCIOJIb30BaHUA Jel

(10KYMEHTOB)

HeobxoauMmeie
yMEHUS

PaspaGarsiBaTh HOJNUTHKY YIPABICHHsS HPOIECCOM apXWBHOTO XPaHEHHsS IEN
(IOKYMEHTOB), y4€eTa ¥ HCIIOJIB30BaHHA JIe]I (JIOKYMEHTOB)

PaspaGarbiBaTh CTpaTerWd YIpaBJIEHHs IPOLECCOM apXUBHOIO XpaHCHMS €I
(1OKYMEHTOB), y4€Ta K HCIIOJIb30BaHHA Jie]l (IOKYMEHTOB)

OneHnBaTh pHUCKH YOpPaBICHHS IIPOLIECCOM ApXUBHOTO XpaHEHHA Jel
(ZOKYMEHTOB), y4eTa W HCIONB30BaHHA Jel (JOKyMEHTOB) OpraHH3allid B
nuQpoBoii cpelie u NpeAoTBPaliaTh HX IMO0 MUHMMH3MPOBATh

TIpOBOIMTS MOHMTOPHHL IPOLIEAYP YIPaBICHHs apXMBHO#H MHpOpMarmei

[IpumensaTs HHGOPMALMOHHEIE TEXHOIOTHM B 00JIaCTH apXWBHOrO XpaHEHHMS
nei1 (IOKyMEHTOB)

VYcTaHaBIMBaTh NOJHOMOYHUSA U OTBCICTBEHHOCTD pYKOBOJIHTeJIeﬁ CTPYKTYPHBIX
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noApas/eNeHnil Opranu3anuu B chepe apxuBHOrO XpaHeHHs el (JOKyMEHTOB),
y4eTa H UCIIOJIb30BaHUs JIeT (IOKYMEHTOB)

PaspaGatsiBaTh Mepbl IO MOBBHILUECHHIO 3(Q(EKTUBHOCTH YIPABIEHHS CHCTEMOM
apXMBHOTO XPaHEHHs, yUeTa H HCIOJIb30BaHUs el (IOKyMEHTOB) OpraHU3aluy
B IQpoBo# cpese

Heo6xoanumeie HopmaTuBHble mpaBoBble axkThl Poccmiickoii ®emepanum B obmacTu

3HaHUA JICJIONPOM3BOACTBA U apXHUBHOI'O Jelia
Mertogudeckne [JOKYMEHTHI B OOJNAcTH HCIONB30BaHHA M IyOmuxaiuu
apXUBHBIX JIeJ (IOKYMEHTOB)
MesxayHapoaHbie CTaHAAPTH B 00JIACTH YIIPaBICHHs JOKYMEHTAaMH U PUCKaMU
TIpaBmiia coctaBieHus U 0opMIIEHHS JIOKAJILHEIX HOPMAaTHBHBIX aKTOB
Crpykrypa opranu3audd, QYHKOIHM H paclpeieneHHe o0s3aHHOCTEH
PYKOBOJSLIETO COCTaBa
®yHKupY Topa3/ieNIeHuit OpraHu3aliy B IOPSI0K UX B3aUMOJAECACTBHS
Hudopmanmonusie TEXHOJIOTHH, UCIIOJIE3yEMbIE upu CO3JJaHUHU
UH(POPMAITHOHHO-CIIPABOYHOM cHUCTeMBI (6a3bl JaHHBIX)
HndopMannonHo-npaBoBble 0as3bl JaHHBIX, HCIONb3yeMele B Poccuiickoit
denepanuu 1 I€TOBOI IPaKTHKE OpPraHU3alMU
TpeboBaHus 0XpaHsl TPyAa

Hpyrue -

XapaKTEPUCTHKU

3.3.3. Tpynosasa pyHKIHSA

KoHTpOJIB apXUBHOI'O XpaHEHUs A€ Yposens
HaumeHoBaHUe (ZOKYMEHTOB) Kon | C/03.7 (nonypoBeHb) 7
KBaJIMuKaLyH

INporcxoxaeHue TPy I0BOA
GyHKIMA

Opurman | X | 3aMMCTBOBAHO U3 OpUTrHHANA

Kon PeructpauoHHBIH
OpUrHHAJA HOMeEp
npo)eCCHOHAILHOTO
CTaHgapTa

TpynoBsie nefcTBus

Kontpons 3a coOMIOZCHHEM TEXHONOTHH pabOTHI CHCTEMBI apXHUBHOTO
XpaHeHHs J1e7 (IOKYMEHTOB) OpraHU3aluy

KoHTpons 3a cobmonenneM TpeGOBaHHil MO COCTABICHHIO H O(QOPMIICHHIO
ApXUBHBIX YYETHBIX JOKYMEHTOB OpPraHU3allHu

OnTuMu3aNyUs apXHBHOTO XpaHEHHU A€ (JOKYMEHTOB) OpraHM3aliu

KoHTpOMb 33 COONMIONIEHMEM NIPABUI apXUBHOTO XpaHEHHs JeN (IOKyMEHTOB)
OpraHu3aiuy

KoHTposs 3a pa3spalGoTKoil M BHEIPEHMEM JIOKAIBHBIX CHCTEM 3JIEKTPOHHOTO
JOKyMEHTOO00pOTa OpraHM3allMd B 9aCTH JJIEKTPOHHOIO apXuBa H
5JIEKTPOHHOTO apXWBa OPraHM3alMH, LEHTpA XpaHeHHs JICKTPOHHBIX
JOKyMEHTOB

KOHTpOIIB 3a SKCHJIyaTaHPIei/'I CUCTEM DJJICKTPOHHOI'O IIOKyMeHTOO60pOTa
OpraHu3alii B YacTH JJICKTPOHHOIO apxuBa H JJIEKTPOHHOI'O apXHuBa
OpraHu3alliy, ICHTpa XpaHCHUA 3JICKTPOHHEBIX TOKYMEHTOB

Heo6xonuMplie ymMeHUsS

OcCyIIEeCTBIATh IIPOBEPKY COOMIONEHHS TEXHONOTHMH paboThl € CHCTEMOH
apXHUBHOTO XPaHEeHHs Jel (JIOKYMEHTOB) OpraHH3aliy

OcyIIecTBIATS MPOBEPKy (PaKTHYIECKOro COCTOSHHS ACATENBHOCTH IO
ONEPAaTHBHOMY W apXUBHOMY XPaHEHHIO JeNl (JIOKyMEHTOB) OpraHM3allui,
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5JIEKTPOHHOIO apXWBa OpraHH3allMd, LEHTpa XPaHEHHS 3JIEKTPOHHBIX
JIOKYMEHTOB

BLIABIIATh, HEHCIIONIF30BAaHHBIE PECYPChl M BO3MOXKHOCTH JJIsi ONTHMH3ALMH
apXUBHOTO XpaHEHUs Ael (JOKYMEHTOB) OpPraHH3alUH

OuennBath MOIyYSHHYIO HH(GOPMAIHIO, BBIABIATh PUCKH apXHBHOIO XpaHEHUs
Jel (IOKYMEHTOB) OpraHU3alul

IlpencTaBiaTh OTYETHI O COCTOSHMHM M JHHAMHMKE JCATCIBHOCTH II0
YOpaBJIeHWIO AapXHBHBIM XpaHeHHeM Jel (JOKyMEHTOB) OpraHM3alluu,
SIEKTPOHHBIM apXMBOM OpTraHH3allM, LEHTPOM XPAaHEHHS OJICKTPOHHBIX
JOKYMEHTOB

Heo0xoauMele 3HaHUSA

HopmatuBHble mpaBoBeie akThl Poccuiickoil @enepanuu B 00nacTu
JIeJIOTIPOU3BOACTBA U apXUBHOIO J€Ia

Meroauuecke JOKYMEHTHI B OOJIaCTH HCIOJB30BaHHMs apXMBHBIX €Il
(TOKYMEHTOB)

HpaBI/IJIa COCTaBJICHUA U O(I)OpMJ'ICHI/ISI JIOKAQJIbHBIX HOPMATUBHBIX aKTOB

[IpUHIMIIBI © METO/IBI aHAM3a NTOKA3aTeNeH AeITENbHOCTH B CPEpE apXUBHOTO
XpaHeHusd el (JOKyMEHTOB) OpraHu3aliH

IIpaBuiia ¥ METO/IBI KOHTPOJIA B cepe apXUBHOTO XpaHEHHS Il (TOKyMEHTOB)
OpraHu3alu

[IpaBuna u MeToabl obecTiedeHHs COXPAaHHOCTH M HCIIOJIb30BAHHS ApXHUBHBIX
GOHIOB, TEKTPOHHOTO apXMBa OPraHH3alMH, IEHTPA XPaHEHHS SICKTPOHHbBIX
JIOKyMEHTOB

Tporpammuoe obecrieueHre B cepe yHNpaBleHHs apXHMBHOTO XPAHCHHS el
(HOKYMEHTOB) OpraHHM3alllH, JIEKTPOHHBIM apXHBOM OpPraHH3alliM, IEHTPOM
XpaHEHUS NEKTPOHHBIX JOKYMEHTOB

Meroposnorusi mpoBejeHus. aHaau3a 3(PGEKTUBHOCTH YIPABICHHS CHCTEMOU
apXHUBHOTO XpaHEHHs A€M (JIOKYMEHTOB) OPTaHU3alluH, SIEKTPOHHBIM apXHBOM
OpraHu3aiiy, IEHTPOM XpaHEHHs IIEKTPOHHEIX JIOKYMEHTOB

Meroan onpeneneHuas 3(PPEeKTUBHOCTH pa3BUTHS CHCTEMBl  apXHBHOIO
XpaHeHHss Jel  (JOKYMEHTOB) OpraHH3alWH, SJIEKTPOHHOTO  apXWBa
OpraHu3alyy, IeHTpa XpaHEHHS JIEKTPOHHBIX JOKYMEHTOB

Hpyrue

XapaKTEPUCTHKH

3.3.4. Tpyaosas pyHKuUHs

HaunmenoBaHue

PerymupoBanue U KOHTPOJIb

(erepaIbHBIX U PETHOHANBHBIX
roCyAapCTBEeHHBIX HHGOPMAIIMOHHBIX | KBaTIGHKAIN
CHCTEM, PECCTPOB U 0a3 JaHHBIX

YpoBeHb
Kon  C/04.7  (nomyposeHb) 7

INporcxoxaenue Tpya0BOi
dyBKIUM

Opurpdan | X | 3anMCTBOBAaHO M3 OpMIUHANa

Kon PerucrpaloHHBIHA
OpHTHHAJA HOMeEp
npo¢ecCHOHATILHOTO
cTaHzapTa

TpynoBeie nefAcTBUs

AHanu3 U OLIEHKA aKTYaJbHOCTH apXMBHOH JOKYMEHTALMHM H €¢ JAHHBIX JUIA
HamojHeHMs:  ¢eNepalbHBIX U PETHOHAILHBIX  TOCY/apCTBEHHBIX
MH(QOPMAIMOHHEIX CHCTEM, PEECTPOB H 623 JaHHBIX

Hanoaaenue (bellepaJIBHLIX n peruonaIbHbIX rocy1apCTBEHHBIX
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MH(OPMAI[HOHHBIX CHCTEM, PEecTpoB M 6a3 NAHHBIX aKTYalbHOH apXHBHOH
JOKYMEHTAIMeH 1 e¢ JaHHBIMU '

KoHcynbTHpoBaHHE  COTPYAHHKOB  (pedepalbHBIX W PErHOHAIBHBIX
rOCyapCTBEHHBIX MH()OPMALHOHHBIX CHCTEM, PEECTPOB M 0a3 HaHHBIX IO
OIICHKE M HAIIOJIHEHHUIO aKTyaJIbHOM apXUBHON JOKyMEHTALUEH U €€ JIAHHBIMH

HOI[FOTOBKa TEXHHYCCKOIO 3aJaHuA Ha MO,HI/I(bI/IKaI.[I/IIO apXI/IBHOﬁ
JOKYMEHTAIlUU COPOBOXKIAEMBIX (bCI[CpﬂJIBHI:IX H PETHOHAJIBHBIX
rocy1apCTBCHHLIX I/IHq)OpMaIII/IOHHI:IX CHCTEM, PCCCTPOB U 6a3 JaHHBIX

Onpenenenne ypoBHs IOCTyIa PyKOBOJUTENEH CTPYKTYPHBIX IIOAPA3AeHCHUN
K CONPOBOXIECHHIO ¢ HANONHEHHIO (elepalbHbIX M PErHOHATBHBIX
rocyfapCTBEHHbIX HHGOPMALMOHHBIX CHCTEM, pPeecTpoB M 0a3 JaHHBIX
aKTyaJIbHOM apXMBHOU JOKyMEHTALUCH M €€ TAHHBIMH

CocraBienne  rpaduka  oOyueHHS  PYKOBOJMTENIEH  CTPYKTYPHBIX
nogpazienennit  pabore ¢ QemepalbHBIMH M PCTHOHAIBHBIMU
roCy/IapCTBEHHBIMM HWH(QOPMAIMOHHBIMH CHCTEMaMH, peecTpaMH H Oazamu
JaHHBIX

Heo6xonumble yMeHHs

[IpoBoAMTH aHAIHM3 M OIEHKY aKTyaJbHOH apXMBHOW JOKyMEHTAaLMH JUIA
IpUMEHEHHs B MHGOPMAIIMOHHBIX CHCTEMAX, PeecTpax v 6a3zax JaHHbIX

CoBEpIIEHCTBOBATH IIPOLECCH CONPOBOXK/CHNS M HANONHEHHs (BeepalbHbIX U
pEerHOHANBHBIX TOCYHapCTBEHHBIX HHGOPMAIMOHHBIX CHCTEM, PEECTpOB H 6a3
JaHHBIX

Hcnomnp3oBarh COBPEMEHHBIC METOAbI 3AlUTHI I/IH(I)OpMaIII/IOHHLIX PECYPCOB
(benepanbnmx H PErHOHAIIBHBIX I'OCYyAapCTBCHHBIX I/IH(I)OpMaI.II/IOHHBIX CHUCTEM,
peeCcTpoB U 6a3 JAHHBIX OT HCCAaHKIITHOHHPOBAHHOTI'O TOCTYyIla

Vcronp30BaTh COBPEMEHHBIE METOIBI PabOTHl ¢ NAaHHBIMH B (ellepalbHbIX H
PETMOHANBHBIX TOCYIapCTBEHHBIX HH(OPMAlMOHHBIX CHCTEMAaX, peecTpax H
6aszax JaHHBIX

Heob0xoanMele 3HAHUSA

HopmatuBHBle npaBoBele akThl Poccuiickoir @ezmepauuu B obnactu
JEJI0IPOU3BO/ICTBA U apXHBHOTO J€jia

HopmatupHele npaBoBsle akTel Poccmifickolt ®emepanuu B obnacty
uH(popManud, HHGOPMAUMOHHBIX TEXHOJOTHH H 3amMTel HH(pOpMauwHy,
1 poBoit TpaHCHOPMALHH

Meronuyeckue JOKYMEHTHI B OOJIACTH HCIOJB30BaHMA apXMBHBIX el
(1OKYMEHTOB)

MexayHapoJHbple ¥ HalMOHANIBHBIC CTaHIApTHI B obnactH WHPOPMALUOHHBIX
TEXHOJIOTHH

MemynaponHme K HaIlMOHAJIBHBIC CTaHJAAPTHI, CHCI_II/I(I)I/IKaI.II/II/I N TCXHHUYCCKHUC
OTYCTEL B C(bepe YIIpaBJICHHUA 3JIEKTPOHHBIM apXHBOM

IepenoBoit OTEUECTBEHHbIA M 3apyOEKHBIA ONBIT U HAyYHbIE Pa3palOTKH IO
MPEIOTBPAlICHHIO M  YCTPAHCHHIO MOTEHIMANBHBIX PHCKOB B  Chepe
yIPaBJICHUS 3JIeKTPOHHEIM apXHBOM

Metonpl IUIAHMPOBaHHA HamoNHeHWs (elepalbHBIX ¥ PErHOHATBHBIX
rocyJapcTBEHHBIX HHPOPMAIOHHBIX CHCTEM, PEECTPOB U 6a3 JIaHHBIX

TIpHHIUOBL yYeTa W KOMIUICKTOBaHHA Jei (JOKyMEHTOB) OTrpaHHYEHHOrO
JOCTyna

ITporpaMMHO-TeXHHYECKas JOKYMEHTAllMs, MHCTPYKUMH M PYKOBOJACTBA MO
pabore ¢  (denepanbHBIMM H  PETHOHAIBHBIMH  TOCYAApCTBEHHBIMA
MH(OPMAIMOHHBIME CHCTEMaMH, peecTpaMy ¥ 6a3aMu JaHHBIX

HpOl"paMMHOG oOeclieyeHHE B CHCTEME SJEKTPOHHOIO apxuBa, NOCHTpaA
XpaHCHM DJIEKTPOHHBIX JOKYMCHTOB 1 I/IH(l)OpMaI.II/IOHHHX yciayr

Hpyrue

XapaKTEPUCTHKH




3.3.5. TpynoBas pyHKIus

HanmenoBaHue

[MpoucxoxkaeHUE TPy AOBOH
byHKIH

ITnanupoBaHue ¥ IIOCTPOEHUE : v
OBEHb
IPOLIECCOB ApXMBHOTO XPaHEHUS P
port P P ’ Kog  C/05.7  (nomypoBeHs) 7
ydeTa ¥ UCIOJIBb30BaHus el KpamMpuKaAH
(IIOKYMEHTOB) BpEMEHHOI'O XpaHCHUS ;
OpuruHan X | 3aUMCTBOBaHO U3 OpHUTHHAIA
Kon PeructpaluOHHbBIH
OpHIruHana HOMEp
npod)eCCHOHAIBHOTO
cTaHjapTa

TpynoBble AEHCTBHS

PazpaboTka cTparerddl ¥ MOJIMTHKH YNIPABJICHHs apXUBHBIM XpaHEHHEM Jel
(IOKYMEHTOB) OpraHu3aluA

Omnpeje/ieHde TPHOPHTETHHIX HANpaBIEHUH DPAasBHTHS CHCTEMBl ApXHBHOTO
XpaHeHus Jie]1 (IOKyMEHTOB) OpraHH3aluK

KoopavHanust pa3paboTKa HHPOPMAKMOHHO-CIPABOYHON CHCTEMBI apXHBHOIO
XpaHeHus el (IOKYMEHTOB) U €€ MCIIOJIb30BaHus

KoopauHands MpoueccaMd — COBEPIICHCTBOBAHMA  CHCTEMBl  apXHBHOIO
XpaHeHus Jie] (IOKyMEHTOB) OpraHU3aliu

Koopnunauuss BHeApeHHs HHPOPMALMOHHBIX TEXHONOTMH B  CHCTEMY
APXHBHOTO XPaHEHHs JIE (IOKYMEHTOB) OpraHU3alnK

Heo6xonuMble yMEHHS

IIpoBOJUTE aHAIU3, KOHTPOJIb H OLICHKY M3MEHEHHH B yIPaBICHHH XpaHCHHEM
apXUBHBIX (OHIOB

MomudHIEpPOBaTh CHCTEMBI APXUBHOIO XpaHEHHS JIET (IOKYMEHTOB)

Hcrons30BaTh MepeoBoll OTEYECTBEHHbBI U MEKIyHapOJHBIH ONBIT B cdepe
ApXMBHOTO XpaHEHUs el (IOKYMEHTOB)

BBISBISATP U MHHAMH3MPOBATH PUCKH B cepe apXUBHOrO XpaHEeHHS Jell
(IOKYMEHTOB)

Knaccugumuposate undopManuio B cdepe apXMBHOTO XpaHCHHA JACII
(ZIOKYMEHTOB)

PaspabarbiBath MH(OPMAIHOHHO-CIPABOYHBIE CHCTEMBl M 0a3bl JaHHBIX B
chepe apXMBHOTO XPaHEHHUs JIEN (IOKyMEHTOB)

Heo6xoaumele 3HaHHSA

HopMmaTHBHBE NpaBOBble akThl Poccuiickoii Penepamuun B 00IacTH
JEIOMPON3BOACTBA M ApXHBHOIO JI€Na

Meroaudeckue IJOKYMEHTHI B 00JacTH MCIONB30BaHWs apXWBHBIX [N
(TOKyMEHTOB)

MeTomuueckie JOKYMEHTHl M HallMOHAJIbHbIE CTaHAapTBl B  00JjacTu
MCIIONIB30BAHMS ApXUBHBIX /€] (JIOKYMEHTOB)

HepeJmBax OTEYEeCTBEHHAI M MEXAYyHapoJIHas IpaKTHKa OpraHHv3alid ytcTa,
XpaHEHH s, HCIIOJIB30BanUs U YHHYTOXCHUA APXHUBHBIX (bOHI[OB

Tpe6GOBaHMS H HOPMBI B OOJNACTH ApXMBHOTO XPAHEHWs JEN (HOKYMCHTOB),
yueTa M HCIIOJB30BaHHs Aen (JOKyMEHTOB) BPEMEHHOTO XPAaHCHHS

dopMBI B METOBI KOHTPONA coOMmofieHus TpeOoBaHUH M HOPM B obyacTi
apPXMBHOTO XpaHeHHs el (JAOKYMEHTOB), y4YeTa M HCNONb30BaHHA Jel
(1OKyMEHTOB)

Merons! aHanu3a S(@EKTHBHOCTH CHCTEMBI apXMBHOTO XpaHEHHA M€l
(HOKYMEHTOB), Y4€Ta H HCIIONB30BaHMA JIE (IOKYMEHTOB)

MeTtonan! IUIAHMPOBAHW pasBUTHI CHCTCMBI ApXHUBHOI'0 XpaHCHHA JICI
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(ZIOKYMEHTOB) Ha OCHOBE pe3y/bTaToB aHanu3a 3GHEeXTUBHOCTH JIEKTPOHHOTO
apX¥Ba, IEHTpa XPAHEHUs OSJEKTPOHHBIX JOKYMEHTOB H HMH(POPMALHMOHHBIX
yCIIyT

Metomonoruss NOCTPOEHHMsS HHPOPMAMOHHBIX CHCTeM H 0a3 JaHHBIX
37IEKTPOHHOTO apXHBa, IEHTPA XPaHEHHM: EKTPOHHBIX TOKYMEHTOB

Mertoasl aHajJW3a IOKa3aTelic JAeATeNbHOCTH OpraHu3alliy IO BOIPOCaM
5((peKTUBHOCTH CUCTEMbI apXHBHOTO XpaHEHMsI JEN (IOKYMEHTOB)

TexHOJIOrMM ¥ METO/IbI YIIPABJICHHUS IEPCOHAJIOM OpraHH3alHH

Hpyrue -

XapaKTEePUCTHKH

3.3.6. TpynoBas ¢pynkums

Opranusanus 1 COIPOBOX/IECHHE YpoBeHb
HaumeHoBaHHE | IEATEJIBHOCTH 3KCIIEPTHO- Kon | C/06.7 (nonypoBeHB) 7
MPOBEPOYHOM KOMHCCHHU KBaMH(UKAIMH
ITpoucxoxaeHue oBOH | alMCTBOBAHO H
p A PyA | Opurusan X 3 © 3
dyHKINA OpUrHUHana
Kon PervcTpanoHHEIH HOMED
OpHTHHaNla npoeccuoHaNbHOTO
cTaHAapTa
TpynoBeie neicTBUA KoopmuHamus pa3spaboTKH JIOKQJIBHBIX HOPMATHBHBIX aKTOB OpraHM3amdu o

9KCIEPTHO-NPOBEPOYHON KOMUCCHH

[pusnevyenne k paboTe B BKCIEPTHO-IPOBEPOYHOH KOMHUCCHH B KadecTBe
3KCIIEPTOB M KOHCYJBTAHTOB CIEHHMATHCTOB OpraHu3amuii u ¢QeaepaabHOro
opraHa, peryJupylollero apXuBHYIO JIEATENbHOCTD

KoopauHauuss TOATOTOBKH HEOOXOJMMBIX — JIOKYMCHTOB JUI1  JICHOB
3KCIIEPTHO-IPOBEPOYHOI KOMHUCCHH, SKCIIEPTOB H KOHCYIBTAHTOB
PaccMoTpeHHe ~ HAYYHO-METOJMYECKHMX M INPAaKTHYeCKHX  BOIPOCOB
JIEATEIGHOCTH DKCIIEPTHO-TIPOBEPOYHON KOMUCCHH OpraHH3alliA

KoHTpoJib BEIIOJIHEHUS pelleHHH SKCIIEPTHO-IPOBEPOYHON KOMUCCHH
KoHTponk HampaBiieHHWS pEHNICHHH SKCIEPTHO-IPOBEPOYHOW  KOMHCCHH
HCTOYHMKAM KoMIIEKToBaHusA ApxuBHoro ¢onga Poccuniickoii ®enepanuu
Opranu3anyss METOAUYECKOH NOMOMmH IPEACEAATeNi0 U WIeHaM 3KCIIEPTHO-
HPOBEPOYHOH KOMHCCHH OpraHH3alluH

Heobxomumble yMeHHs | Pa3pabaThiBaTh 1 0GOCHOBBIBATE POEKTHI JIOKATBHEIX HOPMATUBHBIX aKTOB 00
SKCIEPTHO-TPOBEPOYHOM KOMHUCCHH OPTaHM3AIMY U €€ PeHICHHH

ITpoBoaKTH 3aceqaHUs SKCIEPTHO-NPOBEPOYHON KOMUCCHH

[IpoBoAMTE aHAM3 M OIEHKY PEKOMEHJAIMU [0 BONIpOCaM JIEATECIBLHOCTH
3KCIIEPTHO-IPOBEPOYHOH KOMUCCHH OpraHu3aliy

Heo6xomumele 3Hanuss =~ HopmaTHBHBIE TIPABOBBIC  aKThI Poccuiickoii ®enepauyn B obmacTtu
JEJIOTIPOM3BOACTBA H aDXHBHOIO JIe/Ia

Meroudeckue JOKYMEHTHI M HALMOHAIBHBIE CTAaHAAPTBI IO BOIIPOCaM
JIETONPON3BOACTBA H aPXUBHOTO JIeNa

IlepemoBast OTe4eCTBEHHas M MEXIyHapo[Has IIPaKTHKA OpraHU3aluu
JIEJIONIPOM3BOACTBA U apXUBHOIO XpaHEHUs B OpraHu3alHaxX

IlpaBuna ¥ METOABI KOHTpOJS JEeSTEIbHOCTH 9KCIIEPTHO-IIPOBEPOUHOM
KOMHCCHH B OpraHU3alMH

IIpaBuyia B MeTOBI KOHTPOJIS BBIIOJHEHMUs PEIICHUH 9KCIIEPTHO-TIPOBEPOYHOM
KOMHCCHH B OpraHH3aluu
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Hpyrue -

XapaKTCPUCTUKH

IV. CBenenus o0 opraHuzanuax — pa3padboTyukax npogeccuoHaIbHOIo CTAaHJapTA

4.1. OTBeTCcTBEeHHAS OPraHM3aNUs-pa3padoTUNK

HIT «HaruoHanpHas acconuanys OQUCHBIX CIENHATMCTOB U aIMAHUCTPAaTHBHBIX PaOOTHHKOBY, FOPOJ
Mocksa

Jupextop XmochHesa Jliogmuna Ietposaa

4.2. HanMeHOBAHHS OPraHU3aLUI-Pa3padoTIYHKOB

1 «["asnpombank» (AO), ropoa Mocksa

N

O6mepoccuiickas obiecTBeHHas opranusanus «Poccuiickoe 06IIECTBO HCTOPUKOB-APXHBUCTOBY,
ropot Mocksa

000 «I"a3mpoM xoMiuIeKTalus, ropog Mocksa

00O «OCT Pexopasz MenemxmenT Lledtp», ropox Mocksa

00O «lenTtp 3KcHepTH3bl U cepTrduKanuu», ropox Mocksa

000 «3JxkcnobaHk», ropox Mocksa

®I'BOY BO «Poccuiickuii rocyiapcTBEHHBIA T'YMaHUTAPHBIH YHUBEPCUTET», Topoa Mocksa

RN NN AW

OI'BITOY «Kommemx MUJ] Poccun», ropog Mocksa

! O6mepoccuiickuii knaccupuKaTop 3aHATHH.

2 O6Gmepoccuiickuil KaccHpuKaTop BHAOB SIKOHOMIYECKOI AEITEILHOCTH.

3 [ocranoBnenne IlpaButensctsa Poccumiickoii ®exepaumu ot 16 centabpsa 2020 r. Ne 1479 «O6 ytsepxaeHuu Ilpasin
NPOTHBONOXAPHOTo pexuma B Poccmiickoli ®enepanun» (CoOpanue 3akoHoxaTeNscTBa Poccuiickoi denepanun, 2020,
Ne 39, cT. 6056).

4 MMocranoBneHue Muntpyna Poccun, Muno6pasosanus Poccun oT 13 suBapa 2003 r. Ne 1/29 «Ilopsnok o6ydyeHus mo
OXpaHe TpyHa M MpPOBEPKHM 3HaHMi TpeGOBaHMI OXpaHbI TPyJa PabOTHMKOB OpraHM3aLui» (3aperncTpupoBaHO MUHIOCTOM
Poccun 12 ¢epans 2003 r., perucrpammonssiii Ne 4209), ¢ M3MEHEHHAMH, BHECEHHHIMHM MpukasoM Muntpyna Poccun,
MunoGpuayku Poccnu ot 30 Hosi6ps 2016 Ne 6978/1490 (3apeructpupoan Mumntoctom Poccun 16 nexabps 2016 T,
perucTpauroHHbI Ne 44767).

5 O6epoccuiickuii Kiaccudukarop npodeccuii pabounx, TOKHOCTEH CIyKAIMX 1 TAPUQHBIX Pa3psIOB.

¢ O6mepOCCUICKUIA KITacCH(HUKATOP CHeHMaNbHOCTEH 110 06pa3oBaHMUIO.




