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II1. XapakTepucTuka 0600IeHHbIX TPYAOBBLIX (pyHKIHI

3.1. Obo0mennas TpyaoBast pyHKIHS

Ob6ecneueHue paboThl TEXHUYECKOH VpoBeHs
Hammenosamve | Gu6mmorexu IIATOC Kon A KBAIMUKALWH 4

ITpoucxoxneHune
0600menHoON TPYIOROH OpurpHan
ling:iNi

X 3anMCTBOBAHO M3
OpUTHHANA

Koxn PeructpauiioHHBI! HOMEp
opurHHaja npo¢eCCHOHAIBHOTO
CTaHAapTa

Bo3MoxHEBIE TexHUK 10 JOKYMEHTAI[AHN TEXHHYEeCKOi OMOIMoTeKn
HaHMeHOBaHHUA
NOJDKHOCTEH

TpeboBanus x Cpexnnee npodeccuoHanbHOE 00pa3oBaHUe — IPOrPaMMBI IIOATOTOBKH
00pa3oBaHUIO U KBAJTH(QHUIIMPOBAHHBIX CITyXKaIlAX

00y4eHHuIO
TpeboBaHUs K OIBITY -
IPaKTHYECKOl paboThI
Ocobkble ycaoBus -
JIOIycKa K pabote
Jpyrue xapakTepUCTHKH | -

JIOHOHUTENHHBIE XapaKTEPUCTHKH

HanMeHOBaHHE TOKYMEHTA Kox HamnmeHoBaHue 6a30B0ii rpyMIibl, JODKHOCTH (IIpodeccun)
WU CHENHAIBHOCTH

OK3 3431 A JIMAHUCTpPATHBHO-YIIPABJICHYECKHH IIEPCOHAT
_________ 4141 Crnyxamue OHOIHOTEK U 3aHATHIE KAPTOTCKAMH

EKC’ - bubnnorexapb

OKIIJTP* 20318 bubnmoTekaph (CpeHel KBaTHpUKaym)

OKCO’ 032002 | JIokyMeHTanOHHOE 00eCIIeYCHHE YIIPABICHHS U

apXUBOBEICHUE
071202 | bubnuoTekoBencHHE

3.1.1. Tpynosas dpyHxuusn

CucremMatu3auus U y4eT JOKYMEHTOB VYpoBeHs
Hammenosatie | pexppgeckoit 6u6mortexu IIATIC Kon | A/01.4 (moxyposet) 4
KBaJIHpUKAUH
HHE ; " 3aHMCTBOBaHO 1
ITpouncxoxnae ' Opuranan x  amu 3
TPYHOBOH QyHKIIM | opuruHana S TR
Kon PerucTpanyoHHbIH HOMEP
OpUTHHAJA npodecCHOHANBHOTO
CTaHIapTa

| TpynoBsie felicTBHs | Y4eT JOKYMCHTOB TEXHHYECKOH OGHOIMOTEKH
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Kinaccudukanus JOKyMeHTallA TeXHUUECKOH GHOIHOTEKH

CucTeMaTH3aius U pasMelleHUe JOKYMEHTOB B TEXHAYECKOH GHOIHoTEKe

O6ecneueHue MoucKa Texanaeckux JokyMeHToB ITATOC

Cocrapyienue 6u6arorpa@ MIeCKUX CIpaBoK M0 MOCTYNAIOIIUM 3apocam

Benenune o6opota (Bbinadn/npueMa) TeXHugeckux JokymeHToB [TATOC

HpOBepKa HEJOCTHOCTH BI:U_IaBaeMI:IX/ IPUHHUMACMEBIX TOKYMEHTOB

Per HCTpanus (baKTOB HapymICHU EJIOCTHOCTHU BBIJAHHBIX JOKYMCHTOB

Benenne xyprana yueta (Bpliauu/IpremMa) JOKyMEHTOB

CocTaBiieHMe aKTOB IIPHEMa M Tiepeiady TexHuueckoil JokyMeHnTanuu [TATOC

TToAroTOBKA CBOJHBIX OIMCEH M IIEpEUHEH TEXHNYECKIX JOKYMEHTOB

Ob6ecneuenne noapazaenenuii ITATOC xonuamMu TEXHHIECKHX TOKYMEHTOB

CocraBjIeHHE OTYETHOCTH 0 paboTe TEXHUIECKOH OHOIHOTEKH

IIpoBenenue HAyYHO-UHPOPMAITUOHHOH, HayYHO-METONUIECKOR 7§
6ubmrorpaduueckoii paboThl B TEXHHUECKOH OuOIuoTeke

ObGecneuenye  OMOMMOTEYHOrO  OOCTMYXHMBAHHS  CPEACTB  COBPEMEHHOM
KOMITBIOTEPHOM U KOIMPOBAIHHO-MHOXHUTEIBHON TEXHUKH

ITonroToBka M IMPEACTABJICHHE NPEATIOKECHUN O YIyYMICHHIO ACATEIbHOCTH
HayTHO-TEXHUYECKON OUOINOTEKHN

Heobxonumeie KnaccuduimpoBars JOKyMEHTAITHIO TEXHUYECKOH 6MOIHoTeKH
YMEHUS BecTH yueT JOKYMEHTOB TEXHHYECKOH OHOMHOTEKH
BBISBJIATE HapyIIeHHs [EJIOCTHOCTH BBIIaBAEMBIX/[IPHHUMAEMBIX TOKYMEHTOB
CocTaBniaTh akKTel MpHEMa/Tepeladd TEXHUYECKOM TOKYMEHTAllMM, akThl Ha
CIIMICAHUE U YHUITOKEHHE
CoCTaBIATh OTYETHOCTD 0 paboTe TexHHIeckod ONOIMOTEKH
OpraHu3oBBIBaTH  HAyYHO-HHGOpPMANMOHHBIE,  HAyYHO-METOAHYECKHE
6ubmorpaddeckue paboThl B TEXHUYECKOH OHOMmIoTEKe
BriGuparh (GopMbl, CpeacTBa H METOAB  OHOIHOTEYHO-HHPOPMALMOHHOIO
00CTy)XKUBaHUA
ITosB30BarbCs COBPEMEHHOM KOMIBIOTEPHOH M KOIMUPOBAIBHO-MHOXHTEIBHOM
TEXHUKOHI
Heob6xomumsele HopMaruBHble [paBOBblE aKTHI, IOJIOKEHHUS, HHCTPYKIMHM IO BEICHMIO
SHAHUSA JOKYMEHTAIIUU TEXHUIECKOH OHONHOTEKH
TTopsimok rpueMa ¥ CIa9y B TEXHHIECKYIO OMOIHOTEKY AOKYMEHTOB, UX XpPAHEHHUS
Y NOJIb30BaHUs UMH
Iopsinox odopmienns u kinaccHUKaLuu JOKYMEHTOB
TIpaBuiia KOMIUIEKTOBAHWSI, TIOMCKA, BHIIAYH U ydeTa 6uOIoTeIHoro Ghonma
Cucrema KraccHbHKAIMKM TEXHUYECKHX NOKYMEHTOB M IpPaBHIa COCTaBJICHHS
KaTaJIOTOB
OG6uierocynapcTBeHHas cucTeMa MexXOHOIHOTEIHOr0 abOHEMEHTA
IMopsaok cocTaBieHHs oOmucell MOKyMEHTOB IIOCTOSHHOTO W BPEMEHHOIO
XpaHeHys, aKTOB O Iepejade i YHHUTOKEHHH TOKYMEHTOB
TTopsmox cocTaBieHHs OTYETHOCTH O paboTe OHONHOTEKM TEXHHYECCKOM
JOKYMEHTAIHH
Crpyxrypa [IATOC n 0cHOBBI OpranuM3aluy Tpyaa
IMpaBuna SKCIUIyaTalMH KOMIBIOTEPHOH H  KONHPOBAIbHO-MHOXHTEIBHOM
TEXHUKH
HopmaTuBHBIC OpPaBOBBIE aKTBl W MEXIYHApOAHBIC KOHBEHIMH [0 OXpaHe
YeJI0BEYECKOM JKU3HH HA MOPE U 110 MPEXOTBPAIEHHUIO 3arpA3HEHNUS C CYIOB
TpebGoBanus oxpaHb! Tpyda
Hpyrue -

XapaKTEepUCTHKH




3.1.2. TpynoBas pyHKuHA

ITononHenye TeXHUUYECKOH OMOIMOTEKU YposeHs
HanMenoBarke | [JATDC Kon | A/02.4 (noaypoBEHS) 4
KBAUTH(HKALMH

IIpoucxoxaeHne Opurusan X | 3arMCTBOBAHO M3

TPYAOBOH pyHKIWMH , | OpuryHaia — o S ,
Kon PeructpaiMoHHEIH HOMEP

OpUTHHAIZ npodecCHOHATBHOTO
CTaHIapTa

TpynoBble aefcTBUA

C6op, ananmu3 1 06paGoTka TexHHIeCKkol HHGOPMALMHK B YaCTH PYKOBOMALIUX U
HOPMAaTHBHBIX MAaTepHaNIOB MO pa3paboTke U OQOPMIECHHMIO TEXHHYECKOM

JOKYMCHTaUH

(I)OpMI/IpOBaHI/IC ¥ OOHOBJIEHUE apxXuBa pa3pCIIII/IT€J'II>HOI7I JAOKYMCHTaUA

ObecneueHue MOIHOTHI HOMCHKIIATYPbI TEXHUYECKOMN JOKYMCHTaIluu

CocraBjieHHde CHMCKOB HOBBIX MOCTYIUIEHHMH TEXHMYECKOM MOKYMEHTAIlMM H
pacchuika nHGopManuu nonpasaeinesusm [TATOC

Pa3paboTKa MJIaHOB KOMIUICKTOBAHHS TEXHUYECKOH OUOIHOTEKH

TeXHHYECKOH
TEeXHUKH

BocmosHeHre  yTpaue€HHBIX W HCIIOPYEHHBIX  JOKYMCHTOB
OUOIMOTEKH C  MCHONB30BaHMEM  KOIMHPOBAIBHO-MHOMKHTEIBHOM
TEXHUYECKOH OUONHOTEKHN

CocTaBiieHHE 3a4BOK Ha MOMONHEHHE JOKYMEHTOB H IPYTHX HH(GOPMAIMOHHBIX
pecypcoB 6ubnmorexu [TATOC

C6op undopmaiuy 0 TOTPeGHOCTAX B TexHIYecKoi noxymenTauu [TATOC

KOHTpOIH: CBOCBPCMEHHOT'0 BO3BpaTa TCXHUYCCKUX TOKYMCHTOB

OnpezeneHue HCTOYHAKOB KOMILIEKTOBAHIS MHOOPMALMOHHEIX PECYPCOB

HeobxoauMbie
YMEHHUS

KiaccmpuuupoBarh TEXHUYECKYIO JOKYMEHTALIHIO

HpI/IMeHﬂTL IIpaBujia 1 METOAbl COCTABJICHUS KaTaJIOrOB

Cobmonare IpaBHjia KOMIUIEKTOBAaHHS, XPaHEHHSA, IOMCKA, BBLIAYM H ydYeTa
(GOH/Ia TEXHUUECKOH TOKYMEHTALUU

Cobmonars TpeGoBaHHA OOMIErOCYIapCTBEHHOM CHCTEMBI MEXOHOIMOTEYHOTO
aboHEHTa

CocTaBisaTh OTYETHOCTE 0 paboTe Gonma Texangeckod gokymeHTauuu [JATOC

[TpuMeHATs METOABI WHIMBUAYAILHOH M MaccOBOH pabOTHI C MOJIB30Bares MU
OubNMMoTEKH

HeobxoauMmbie
3HAHUSA

CTpykTypsl (ouza Texumaecko gokyMenTamun IIATOC

OcHOBEI OHOIMOTEYHOTO Jela, bubnuorpaduu

OcHoBHBIE OHOJIHOTEYHBIE TEXHOJIOTHYECKUE ITPOLECCHI

Enunas roCyJapCTBCHHAs CUCTEMAa ACJIONPOU3BOJICTBA

IMopsiok mpueMa M CHAYM B TEXHHUYECKYI0 OHMOJHOTEKY IOKYMEHTOB, WX
XpaHeH!s ¥ II0JIb30BaHUS MU

HOpSII[OK COCTaBJICHHS OIHCeH JOKYMEHTOB IIOCTOAHHOI'0O W BpPEMCHHOIO
XpaHCHHs1, aKTOB O IICpeaaduc 1 YHUUTOXCHUN JOKYMECHTOB

TTopsinok ohopMiIeHuUs, KiacCU(PUKAIUK U XPaHEHUS TOKYMEHTOB

HOpS{lIOK BCIACHUS y4e€Ta ¥ COCTABJICHNA OTYETHOCTH

VerpoiicTBo antekTponnoi 6ubnmuorexu ITATOC

Crpyxrypa [TATOC

HOpMaTI/IBHBIC IIpaBOBBIC AaKTBl M MEKAYHApPOAHBIC KOHBCHHHH II0 OXpaHC
YeJIOBEYECKOM XU3HU HA MOpPC U MO IIPEAOTBPAILICHHIO 3arpA3SHCHIA € CYIOB

Hpyrue
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{ XapaKTepHCTHKA { |
3.1.3. TpynoBas pyHKIHS
R -
ObecnieueHne COXpaHHOCTH JOKYMEHTOB VpoBeHb |
Hanmenosanue | reyppqeckoit Gubmmorexn IIATIC Kon | A/03.4 (moaypoBeHb) 4 |
KBTAGHKALUH |
) o T
IIpoucxoxneHue TpyA0BOH Opmrmsan X 3auMCTBOBaHO U3
Gynxumm o ., bpurdHaia - ) B
Kon PerucTpatoOHHBIN HOMED
OpUTHHAJIA npodeCcCHOHATEHOTO
cranzapTa

TpynoBsie JeHCTBHS

O6paboTka ¥  CHCTEMarTH3UpOBaHHOE XpaHeHHe (OHAAa  TEXHHYECKOH
JOKYMEHTallU{ o

IIpoBeneHre MHBEHTapH3alUU TexHUYecKuX JokyMeHTOB [TIATIC

BezeHue rinaBHOM WHBEHTAPHO!N KHUTH (KHUTH OCTYILICHHH)

YdacTre B cBepKe OMOIHOTETIHEIX (GOHIOB C YIETHONW JOKyMEHTALHEH

Perucrpanys ¢paxkToB HapylleHHs LETOCTHOCTH/YTEpH BBIIAHHBIX JOKYMEHTOB

Benenue crmpaBouHoM 0a3sl JaHHBIX TexHu4eckod mokymentamuu [IATOC c
HCTIOJIb30BaHUEM MTEPCOHATBHBIX AJIEKTPOHHO-BRIYUCIHTEIRHBIX ManH (OBM)

KoHTposs JoKyMeHTAIBHOTO obecrieueHus o0mero yaera O6ubnmoTeyHsx oo
U VX JTBH)KEHUSA

Benenne cnenmanbHOrO Yydera peOKHX W IEHHBIX H3JaHHH  (KHIDKHBIX
HaMTHUKOB), ApXMBHBIX MaTepHUAIOB

ObecrieueHue CTPaxXOBOTO KOIMMPOBAHWUS OCHOBHOW YYETHOH TEXHHYECKOM
JIOKYMEHTAUHH OHOJIHOTEKH

Cobmonenue B MOMENIEHUAX TEXHUYECKOH OHOIMOTEKHM YCIOBUM, HEOOXOMMMBIX

JJIA obecrieueHus COXPaHHOCTU JOKYMEHTOB

KOHTpOJ'IB CO6JIIOIICHI/I)I IIpaBHUJI pa)maunonnoﬁ H HpOTI/IBOHO)KapHOﬁ 3allIuThI

KouTponp 3HaueHU NapaMeTpoB, XapaKTEPUCTUK U NAaHHBIX pexXuMa paboThl
obopynoBaHus, OOECIIEUMBAIONIETO YCTAHOBJICHHBIE  YCJIOBHUA  XpaHEHHS
JOKYMEHTOB

Hoz[aqa 3a5BOK Ha PEMOHT O60py1LOBaHI/ISI, 00ecreYnBalomEero YCTAHOBJICHHBIC
YCJIOBUS XpaHCHUSI JOKYMCHTOB, B CJIy4adX BbIXOJa €ro U3 CTpos

Heobxoaumele

BecTu yueT TOKyMEHTOB TEXHHUECKOH OUOINOTEKH

YMEHUS

IIpon3BoaNTh MHBEHTApU3aALUUIO TeXHHIeCKHX JOKyMEeHTOB [TATOC

AHanu3upoBarb COOTBETCTBHE OMOIMOTEUHBIX POHAOB YI€THOH JOKYMEHTAITNH

PerucrpupoBats $GakThl HApyIICHUS HEJOCTHOCTH/YTEPH BHLIAaHHBIX TOKYMEHTOB

Bectn chpaBounyro 06a3y naHHBIX TexHMuUeckoi aokymeHTanuu I[IATOC c
HCIIOJIB30BaHMEM NEPCOHANBHEIX OBM

AHaM3UPOBark JOKYMEHTAIBHOE obecieueHne 6u0IMOTeIHbIX GOHIOB

Bectu cnenuanbHBI yueT pelKMX U IEHHBIX M3AaHUH (KHIDKHBIX IaMSTHHKOB),
apXMBHBIX MaTepHAJIOB

PaboTtarh ¢ KOIMpPOBAIEHO-MHOXKUTEIBHON TEXHUKOH

AHanu3upoBarh MoKa3aHus IpHOOPOB B MOMEIMICHUSIX TEXHHIECKOH OMOMMOTEeKH,
00eCIIeYHBaIOIIHX YCIOBHSI, HEOOXOOMMEIE JIJISI COXPAHHOCTH JOKYMEHTOB

IlopaBate 3aBKM Ha peMOHT 000pyIOBaHMs, 00€CIICUHBAIOIET0 YCTaHOBICHHEIE
YCJIOBHS XpaHECHHUS TOKYMEHTOB, B CIy4asxX BBIXOJa €T0 U3 CTPOs

HeobxomuMmbie

HopMmatuBHEIE IPaBOBbIE aKTHI, ITOJIOKECHUS, HHCTPYKITUYU U APYTHE PYKOBOJSLTHAE
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3HaHHUA

JOKYMCHTBI 110 BEACHHUIO JOKYMCHTAIIHN TEXHUYECKOM OHUOIMOTEKN

TMopsmoK mpueMa U coady B TEXHUYECKYIO OMOMMOTEKY JOKYMEHTOB, HX XpaHEHHS
1 TIOJIb30BAHHUS UMHU

Enunas ToCyJapCTBCHHAA CHCTEMA ACJIOIPOU3BOACTBA

HOpSII[OK COCTaBJICHHS OIHCEH JOKYMCHTOB IIOCTOSSHHOI'O W BpPEMCHHOIO
XPaHCHHA, aKTOB O nepenavye ¥ YyHUHITOXKCHHH TOKYMCHTOB

Topsmok opopmiieHAs, KJIacCHPUKALMU U XPaHEHHS JOKYMEHTOB

HOpﬂI{OK BCACHHUA yICTa ¥ COCTABJICHUA OTUCTHOCTH

Crpyxrypa IIATOC 1 0CHOBBI OpraHu3aiiy Tpyaa

[paBuna oSKCIIyaTamuy KOMIBIOTEPHOH M KONHMPOBAIbHO-MHOXHTEIBHOU
TEXHUKHU

HOpMaTI/IBHBIe OpaBOBEIC AKTHI MW MEXIYHApOAHBIE KOHBCHIHMH II0O OXPaHC
4€JI0BEUYECKOM KU3HU Ha MOpPE U 10 NPEAOTBPAlICHHUIO 3arpA3HCHUA C CYJIOB

TpeboBanus oxpaHs! Tpyaa

Hpyrue

XapaKTePUCTHKH

3.1.4. Tpynosas pyHKIHSA

| ®opMHEpOBaHHE CIIPABOYHOM Ga3bl YpoBeHb
Haumenosane | japppy no noxymentam ITATAC Koa | A/04.4 (nogypoBeHs) 4

I KBATA(UKALUH
TIpoucxoxacHue ~ 3auMCTBOBaHO I3

. Opuruban :
TPYZOBOH QyHKIHK B _ OpuriHana e S e
Kon PeructpanoHHBIHR HOMED
OpHUrHHAJIA mpoeCcCUOHATIBHOTO CTaHAapTa

TpynoBbie NeACTBUS

®opmuposanue GHOIHOTEIHOTO HOHJA C HCIIONB30BaHUEM IIEPCOHATBHBIX IBM

Cozpanne Gubnuorpa@uuecKux CHIPAaBOYHHUKOB TEXHHYECKOH HHpOpManuu ¢
UCIIONB30BaHHEM IIepCOHANBHBIX OBM

CocTaBjicHHE CHCTEMAaTH4YeCKOTO U aJI(I)aBHTHOl"O KarajJoros, paCCUYATaHHBIX Ha
IIPUMEHCHHUC COBPEMEHHBIX I/IH(i)OpMaHI/IOHHO-HOI/ICKOBBIX CUCTEM

BHecenne nHGOpMAIIUH B CIIPaBOYHYIO 6a3y JAHHBEIX O TEXHHYECKHUX JIOKYMCHTaX,
OpPUHATHIX K y4eTy

Hcnons30BaHne COBPEMEHHBIX HH(OPMAITMOHHO-TIOMCKOBEIX CHCTEM B IpoLiecce
OHOIMOTETHOTO OOCITYKHBAHHUS

HeobxonuMeie
| yYMEHHUA

PaboTarh ¢ KOMIIBIOTEPHON TEXHMUKOM

KrnaccuduimupoBars TEXHUIECKYIO JOKYMEHTAIIMIO

BHocuTh cripaBouHyr0 HH(pOpManuio B 6a3y JaHHBIX O TEXHMYECKHX TOKYMEHTaX,
IPUHATBIX K YUETY

CrcTeMaTU3HupOBaTh MHGOPMAIIHIO ¢ HCTIOIb30BaHIEM NEpCOHAIbHEIX OBM

ITonmp3oBarscs aII(l)aBI/ITHBIM KaTajoroM ¢ TIHIpUMEHCHHUEM  COBPCMCHHBIX
I/IH(i)OpMaIII/IOHHO-HOI/ICKOBBIX CHCTEM

TToss30BarhCst OQMUCHBIMA NIPOTpaMMaMHu

Hcmonp30Barh COBpeMeHHBIE WHGOPMAIIMOHHO-TIOMCKOBEIE CHCTEMBI B MpoIecce
OHOIMOTEIHOTO 0OCTY)KMBAHUS

HeobxoanMble
3HAHUSA

HopMaTHBHBIE IIPABOBBIE aKThI, TOJOKEHUS, HHCTPYKLUH U APYTUC PYKOBOASMIIE
JIOKYMEHTHI [0 BEJICHHIO JOKYMEHTAIMY TEXHHIECKOH OMOIMOTEKH

Crpykrypa dona Texandeckoil nokymenranuu ITATOC

OcHOBEI OMOIHOTEUHOTO Aena, budauorpaduu

OcHoBHBIE OHOIHOTEYHEIEC TEXHOJIOTHUECKHE MPOLECCHI




EnuHas rocyjapCTBEHHAs! CHCTEMa JIEJIONPOU3BOJCTBA

Topsaox mpreMa W cOa49d B TEXHHYECKYIO OHONHOTEKY JOKYMEHTOB, CPOKH HX
XpaHeHHs ¥ HOJB30BaHMS HMU

[Mopsmox cocTaBjieHHs OMHCEH JOKYMEHTOB IIOCTOSSHHOTO M BPEMEHHOIO
XpaHeHus, aKTOB O Nepeiade U YHUUTOXKECHHH JOKYMEHTOB

Iopsimok odopmiienus, KnacCHpUKalUK U XpaHEHHs] JOKYMEHTOB

ITopsIoK BeACHUS YU€eTa ¥ COCTABJIECHUS OTYCTHOCTH

OcCHOBBI Opra"f3aIiy Tpyaa

YerpoiicTBo anekTpoHHO# 6nbimoteku [TATOC

Crpyxtypa [IATOC

HopmatuBHbIE mpaBOBBIE akKTBl M MEXIyHapOAHBIE KOHBEHIMH IIO OXpaHe
4eJI0OBEUECKOM JXU3HH Ha MOPE U N0 NIPEJOTBPALICHNUIO 3arPA3HEHHMS C CY/IOB
TpeGoBanus oxpaHbl TpyAa

Hpyrue -
XapaKTEPUCTUKH

3.2. O600menHas TpyaoBas pyHKIHA

- ObecneueHue 3amuTh HHGOPMAITUH K B YpoBeHs 5 4
auMCHOBaHHC v 0,
Texaudeckoii 6u6moreku I[TATOC A KBATH(pUKALUA
IIpoucxoxneunue ‘
. . 3aMMCTBOBAHO U3
000011eHHON TPYAOBOH Opurggan X
: | OpuruHana
dynKumm ~ Lot o . o ,
Kon Peructpaunonsslit Homep
OpUIrMHana TIPO(eCCHOHATBHOIO CTaHIapTa
Bozmoxubie Crapmmii TEXHHK 110 JJOKYMEHTAIMH TEXHUIeCKOH OHOIHOTEKH
HauMEHOBaHHUs
JOJDKHOCTEN
TpeboBanus k Cpennee npodeccruoHanbHOEe 00pa3oBaHue — IIPOrPAMMBI OATOTOBKH
00pa3zoBaHHIO U KBTUQUIMPOBAaHHBIX CITyXKaIlUX
O00YUYEHHIO
TpeboBaHUs K ONBITY -
OpaKkTHYecKoi paboThl
Ocobsle ycnoBus Hasmame GpopMel fonmycka K JOKyMEHTaM, COCTABJIAIOIIMM CBEICHUS O
JOITycKa K padoTe rOCy/IapCTBCHHOM TaiiHe
Jpyrue xapakTEpHUCTHKH | -

I[OHOJIHI/ITCJIBHBIC XApaKTECPHUCTUKH

HamvemopamHe TOKyMeHTa Kox HanmMenoBanue 6a30B0ii pymiibl, JODKHOCTH (TIpodeccuu)
WM CIIENUAIBHOCTH
OK3 3431 AJIMUHHCTPaTUBHO-YIIPABJIEHYECKUH IIEPCOHAT
4141 Cryxamye 6MOJIHOTEK M 3aHATHIE KAPTOTEKAMHU
EKC - TexHuK cekpeTHOro oTAena
OKIIATP 47107 | TexHUK CEKPETHOTO OTAEIA
OKCO 032002 | JlokyMeHTAlMOHHOE 00eCIIeYeHIE YIIPABIICHHUS H
apXMBOBEICHUE
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| 071202 | BubmuoTeKoBeeHH e

3.2.1. TpynoBas pyHKOHus

Beznenne ToxyMeHTaIlUH 110 YUETY v %
OBCHb
OKYMEHTOB, COCTABJIAIONINX P
Hanvenopamme | ~O) i . i Kon | B/01.4 (nomypoBeHs) 4
roCyAapCTBEHHYIO TailHy 6u0OmmoTekn A S
HATSC SURRTI—
. . e
IpoucxoxaeHne TpyI0BO Opuranan X 3auMCTBOBaHO U3
bynxmIn L | opurvHama o )
Kon PeructpanuionHslit HoMep
OpUTrHHaNa poeCCHOHATEHOrO
CTaHgapTa

Tpynoseie neiicTpus

Ilpuem wu yuer (perucTpanmsi) JOKYMEHTOB, CONCPKAIMX CBEICHHUS,
COCTaBJISIONINE TOCYIAPCTBEHHYIO TallHY

KOHTpOJII: KOJIM4YECTBA JIMCTOB U IK3CMILIAPOB JOKYMCHTOB H HU3MIaHUH, a TaKXKe
HaAJIMYHUE YKa3aHHBIX B COIIPOBOOHUTECIILHOM ITHCHME l'IpI/IJ'IO)KeHI/Iﬁ

BeneHue oTaenbHOro XypHala ydeTa JIOKYMEHTOB, CONEPXKAUIMX CBEICHHUS,
COCTaBJIFIONINE FOCYJAPCTBEHHYIO TalHY

BCIIGHI/IC KapTO4Ku y4deTa JOKYMCHTOB BBIIABACMBIX €I H JOKYMCHTOB,
COoAEPpXKAIMX CBCACHUA, COCTABJIAIONNC IrOCYTAaPCTBCHHYIO TaﬁHy

Pa3MHOXeHMEe U pacchbuika (OTHpaBKa) JOKYMEHTOB M H3IAaHHH, COIepKamux
CBEJICHMSI, COCTABIITIONINE TOCYIaPCTBEHHYIO TalHY

CO6JIIOlIeHI/I€ YCJ'IOBI/Iﬁ XpaHCHHAA M HCIIOJB30BAHHA JOKYMCHTOB, €T H
HSI[aHI/IfI, COOCpKKaAIUX CBCACHUS, COCTABJISIOIINC rOCYTAPCTBCHHYIO TaﬁHy

®opMHPOBaHHE ONHCH JOKYMEHTAIBHBIX MaTe€pHaloB MOCTOSHHOTO U
BPEMEHHOT'O XpaHEHHUS

Heobxonumeie
YMEHHUS

Bectn yder IOKyMEHTOB M H3[aHMii, COAEPKAIIUX CBEAEHHS, COCTABISIONIHE
rOCyJJapCTBEHHYIO TaliHy

CoGmronate NOPSIOK OOpailieHHs ¢ JOKYMEHTAaMH H APYTHMH MaTepUajbHBIMA
HOCHUTEISIMH ~ MHGOpPMAallMy, CONEPXAIUMH  CBEIEHHS, COCTABISIONIHE
TOCYJApPCTBEHHYIO TalHY

@®opMHPOBATH OIHUCH HOKYMEHTAIBHBIX MATEPHUATIOB ITOCTOSHHOTO, BPEMEHHOTO
XpaHEHHS

Bectn oTaenbHBIH AOKYMEHTOOOOPOT AOKYMEHTOB W HM3JaHUH JOKyMEHTOB,
COZIEpKalliMX CBENCHUS, COCTABILIOMUE rOCYAapCTBEHHYIO TalHY

CoCTaBiiATh axTeHl o BBIICTICHUNA K YHHUYTOXCHHIO JOKYMEHTOB H €I,
CoZCpKamuX CBCACHN, COCTABJIAONINC rOCYIapCTBCHHYIO TaﬁHy

KoHTponmupoBaTh OJHOKPAaTHOCTh PErHCTpPallMd JAOKYMEHTOB W W3JaHUM,
COZIEpKaIlUX CBEACHUS, COCTABILIIONINE FOCYyIaPCTBEHHYIO TallHy

KoHnTponupoBars yueT pa3MHOXKCHHBIX 3K3€MIUIIPOB JOKYMEHTa (M3JaHHUs) 3a
HOMEPOM 3TOro AOKYMEHTa (U3aHHUA), COIEPHKANIIETO CBEAEHHS, COCTABISIONINE
TOCYAApCTBEHHYIO TailHy

Heobxogmnmele
3HAHUSA

Iopsmox obparieHus ¢ JOKYMEHTaMH U JIPYTHUMH MaTepUaIbHBIMH HOCHTEIIIMHU
uHGOpMALIMH, COAEPXKAIMMH CBEICHHUS, COCTABIMIONME TOCYJApCTBEHHYIO
TalHy

HopMaTtuBHBIE NpaBOBBIE aKTHI, IONOXCHUS, HHCTPYKIHH 10 BEICHHIO
JOKYMEHTAITNH TEXHUYECKOoH OnbIoTexn

Tlopsimok nmpuemMa U caadu B TEXHUYECKYIO OMOIIMOTEKY JOKYMEHTOB M H3JIaHHH,
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COACpKaMINX CBCACHUA, COCTABIIAIOIINC TOCYAApCTBCHHYIO Taf;IHy, CPOKH HX
XPaHCHUA H ITOJIb30BaHUA UMH

[lopsimox cocTaBieHHs OMHUCEH, aKTOB O Iepetade i YHUYTOXKECHHH JOKYMEHTOR,
COZIEPIKAILNX CBEJICHUS, COCTABISIONINE TOCYAAPCTBEHHYIO TalHY

[opsanok odopmieHus, KIacCHOUKANUN U XPAHSHUS JTOKYMEHTOB, COACPXKAIIIMX
CBEJICHHS, COCTABISIONINE FOCYIapCTBEHHYIO TaAlHY

INopsnox BemeHUs ydeTra HOKYMEHTOB, COACP)KAIINX CBEACHHUS, COCTABISIONIAE
TOCYAApCTBEHHYIO TalHY

TpebopaHus oXpaHb! TPyA2

Hpyrue

XapaKTCPUCTUKHU

3.2.2. Tpynosasa ¢pyHKIusA

} Obecneuenne pexxuMa CEKpeTHOCTH U v
! - POBEHb
| Hepa3TJIalIeHUs CBEACHUM ,
HanmenoBanme | p & Kox | B/02.4 (monypoBens) 4
| KOHQUIESHIHATHHOTO XapaKTepa Kpanuucamy |
i TexHH4eckoi 6ubnuotexu [IATIC
HpOI/ICX(i)KI[eHI/IC Opnmﬂan X 3auMCTBOBAHO K3
TpyaoBo# GyHKHUK OpuruHana ; ;
Kon PernctpanuonHstii Homep
OpurMHaja npodecCHOHATBHOrO
CTaHOapTa

TpynoBeie neiicTBuS

CoOmionennie TpeOOBaHMI IO COXPAHHOCTH CBEICHHH H JIOKYMEHTOB,
COCTaBJIIOLINX TOCYIapCTBEHHYIO TaliHY

Cobmonenne  pexuMa  CEKPEeTHOCTH M HepasDIAlIeHUs  CBEJCHM
KOH(HUIECHIMAIBHOTO XapakTepa

Cobmonenue npasui oOpaieHns (HAUMEHOBaHUE, XPAaHCHHE, TIOUCK U BbIIa4a)
JIOKYMEHTOB C CEKPETHBIMHM CBEACHHUSMH; COCTABJIEHUS HOMEHKJIATyphl eI,
omucedl el IOCTOSHHOIO U BPEMEHHOIO XpaHEHHS, YCTaHOBJICHHOIM
OTYETHOCTH, CPOKOB M NOPSAJIKA C/Iauy €]l B apXHB

CBepKa HaJIN9HUsA CEKPETHBIX JAOKYMCHTOB, CoACpIKaIuXx CBCACHUA,
COCTAaBJIAOINUAC TOCYJAPCTBECHHYIO TaﬁHy

Pazpabotka IpeIIOKEHMIH o COBEPIICHCTBOBAHUIO CEKpPETHOTO
JIeJIONPON3BO/ICTBA, IO BEIPaOOTKE HOBBIX (OPM U METOIOB

AHanu3 HapymeHMH peXHMa CEKPETHOCTH MpPH OOpAIICHWH C CEKPETHBIMHU
JIOKYMEHTaMH

Kontpons 3¢dexkTHBHOCTH OpraHH3alMOHHBIX CPEACTB, METOAOB 3alllHThI
uHopMalil ¥ MEpONpUATHH INo 3amure uHpOpMANMM B Mpolecce ee
aBTOMaTH3MpoBaHHOH 06paboTkH

HcnonHenye npruka3oB, HHCTPYKUIUH, TOJOXKEHUH 110 00€CTIEICHUI0 COXPAHCHUS
TOCYTapCTBEHHON TallHBI

Vuer CICIHATUCTOB, HPUBJICKACMBIX K CCKPCTHBIM pa60TaM

CobmroneHne pexxumMa CEKpETHOCTH IIPH BeICHHH 0OMeHa HayYHO-TEXHHYECKOM
uHpopMaIueH

BrImonHeHye mpaBuil OOpalleHus C CEKPETHBIMH JOKYMEHTAMH M CBEICHHSMH
Ha pabounX MecTax UCIOJHUTENeH

CO6JIIOI[CHI/IC YCTAHOBJICHHBIX MpaBHJI  HUCIIOJB30BaHUA TeJIe(I)OHHOfI u
paI[I/IOTpaHCJ'ISII.II/IOHHOf;I CCTH, IIPICHCT‘IepCKOﬁ U BBICOKOYACTOTHOM CBA3H C
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LCIIBIO HCAONYUICHUA pa3sIalICHU S CEKPCTHBIX CBEACHUH

HeobxonnMere Bectu oTHenbHBI HOKYMEHTOOOOPOT MOKYMEHTOB H H3/IaHUN JOKYMEHTOB,
YMEHHS COZIEpPKaliX CBEJCHUS, COCTABILIIOIINE FOCYJapCTBEHHYIO TallHy
BecTn yueT cnenuaiucToB, IPHBIEKAEMBIX K CEKPEeTHBIM paboTam
Cobmonmars TpeGoBaHHMS T1I0 COXPAaHHOCTH CBEIEHHH M  TOKYMEHTOB,
COCTaBJLIIOIIMX TOCYIapCTBEHHYIO TallHy
PazpabareiBaTh  MpEeNIOKEHHUS  II0  COBEPHICHCTBOBAHHMIO  CEKPETHOTO
JEJIONPON3BOJCTBA, IO BEIPaOOTKE HOBLIX GOPM H METOZIOB
AHam3UpoBaTh HApYHICHHS peXHMa CEKPeTHOCTH IIpu ofpamieHuu ¢
CEKPETHBIMH JOKYMEHTaMH
ObecneuuBars oOpalleHHe ¢ CEKPEeTHBHIMH AOKYMEHTaMH U CBEACHHSIMH Ha
pabourx MecTax HCIIOIIHUTEICH B COOTBETCTBHH C MPABUIIAMHI
Cobmonate  pexuMm CEKPETHOCTH u Hepas3[aleHus CBeACHUN
KOHQUICHIINATEHOTO XapakTepa
Heobxonumere 3akoHomarenscTBO Poccmiickoit ®Denmepanud, perymmpyoniee OTHOIICHHUS,
3HaHHSA BO3HHKAIOIIYE B CBA3U C OTHECEHHUEM CBEACHUN K rOCYAapCTBEHHOM TallHe
HHcTpyKkIs 0 mopsiike IOIycKa JOJDKHOCTHBIX JIMI M rpaxaaH Poccuiickoi
®Denepanuu K rocygapcTBeHHOM TaliHe
Ilepeyenp cBeneHMH, OTHECEHHBIX K TIOCYHapCTBEHHOW TaitHe, U HWHBIC
HOPMAaTHBHBIE IIPaBOBBIE AaKThl, PEITIAMEHTHPYIOIIUE OTHOIICHHS B CBS3U C
JOIIYCKOM K roCyfapCTBEHHOH TaifHe M paboToil ¢ rocynapcTBeHHOH TaitHOR
HucTtpykmun nmo o0ecCHeYeHUIO0 peXFMa CEKPEeTHOCTH B OpPraHH3alMaX # O
IIOpsIKE JOMYyCKa IOJDKHOCTHBIX JIMII KM rpaxkiaH Poccuiickoii ®emepaiuu k
roCyIapCTBEHHOM TaiiHe
IIpaBuna BencHUS CEKPETHOTO NENONPOM3BOICTBA, MOPANOK OpraHH3alud
OCYIIECTBICHUS JOKYMEHTAIIMOHHOTO 00eCIeUeHUs ACITCITLHOCTH
Cuctema opraHu3anuy CBepKH HATHIUA CEKPETHBIX TOKYMEHTOB
Ilopsaox cocTaBieHHS HOMEHKJIATYpPBl JeJl, ONMHCed Mell IOCTOSHHOTO U
BPEMEHHOIO XpaHEHHA, YCTAHOBJICHHOH OTYETHOCTH, CPOKHM M IMOPSINOK CHaYH
JIeT B apXyB
IlpaBuna, MHCTPYKIMH, IOJIOXKEHHS, ONPENCHAIIONUE CHCTEMY HaUMEHOBAHWUS,
XpaHEeHHs, IOMCKa M BbIJAYM JOKYMEHTOB, COJEpXalINX CBEHCHUA,
COCTABJIAIOIINE FOCYIAPCTBEHHYIO TalfHY
IIpaBuiia sxcnyaTanuy OprreXHUKH U JPYTHX CPEACTB MEXAHU3AIMH TPyIa
TpebGoBaHus OXpaHBI TPyAA
Hpyrue -

XaAPaKTCPUCTUKH
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IV. CBeaennsi 00 opraHu3anusx — pa3padboTynkax npoeccHOHAJILHOI0 CTaHAAPTA

4.1. OTBeTcTBEHHASI OPraHU3ALHUA-PA3PAOOTIHK

®TI'bOY BIIO «HauuonanbHbLi Hccie0BaTeNbCKI siaepHbli yauBepcuter «MUDGHU» (HUSY MUDN),
ropoa Mocksa

ITpopexTop Becna Enena bopucosna

4.2. HanmeHoBanus opraHu3anuii-paspadoTinKkoB

—

T'ocymapcTBeHHas kopropaius 1o atoMHo# sHeprun «Pocaromy, ropox Mocksa

[\

OAO «Konnepu Pocaneproarom», ropox Mocksa

3 Ouman OAO «KonuepHs Pocsreproarom» «lupekuus mo coopyKeHHIO W SKCILTyaTallHH
ITATOC», ropon Mocksa

! O6mepoccHifckuil KTaccHpUKATOP 3aHATHH.

2 O6mepoccuiickuil K1acCUPUKaTOp BULOB YKOHOMHYECKOM AeATENEHOCTH.

? EnuHbIi KBATH(UKAMOHHEIN CIPABOYHHUK JOJDKHOCTEH PyKOBOTUTENIEH, CIIeHANICTOB ¥ APYTHX CIIy KAIIKX.
* O6mepoccuitckuit Kiaccudukarop npodeccuit pabounx, TOMKHOCTEH CIYKAIUINX ¥ TAPABHEIX Pa3PsIOB.

5 O6mepoccuiickmii Kiaccu(pUKaTop CHELHATLHOCTeH O 00pazoBaHMIO.

§ 3aKxon Poccuiickoit ®eneparu oT 21 mong 1993 r. Ne 5485-1 «O rocyaapcrseHHol TaiiHe» (CoOpaHue 3aKOHONATENBCTBA
Poccwuiickoii @eaepanun, 1996, Ne 15, ct. 1768; 1997, Ne 41, c1. 4673, cr.cT. 8220, 8221, 8222, 8223, 8224, 8225, 8226, 8227,
8228, 8229, 8230, 8231, 8232, 8233, 8234, 8235; 2002, Ne 52, ct. 5288; 2003, Ne 6, cT. 549, Ne 27, c1. 2700, Ne 46, cT1. 4449;
2004, Ne 27, ct. 2711, Ne 35, ct. 3607; 2007, Ne 49, c1. 6055, ct. 6079; 2009, Ne 29, c1. 3617; 2010, Ne 47, ct. 6033; 2011, Ne
30, ct. 4590, cT. 4596, Ne 46, c1. 6407; 2013, Ne 51, cT. 6697).




