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II1. XapaxkTepucTHKA 000011eHHBIX TPYAOBBIX QyHKIHMH

3.1. O6o0mennas TpyaoBas pyHKIHU

XpaneHue, KOMIUIEKTOBaHHUE, YIET U
HauMmeHoBaHHe p s > Y4 Kox A YposeHs 5
HCIIOJIB30BaHME A€l (JOKYMEHTOB) apXHBa KBaIU(HKALMH
IIpoucxoxaenHu
p OXACHHC N 3auMCTBOBAHO M3
00001meHHOH TPy ROBOI Opurunan X
OpHIHHaA
¢hyHxuun
Kon opurunana PeructpauuoHHEIH
HOMep
npoeCCHOHANILHOTO
CTaHZapTa
Bo3moxHBIE Coenuanuct apxusa
HauUMCHOBaHMH
JIOJDKHOCTEH,
npodeccui

TpeboBanus K
0o0pa3oBaHUIO B
00y4YeHHIO

Cpennee npodeccnoHaIbHOE 00pa3oBaHKE — IPOrPaMMBI IOATOTOBKH
CIEIHATTMCTOB CPETHETO 3BEHA

179)1

Cpennee npodeccuoHanbHOe 00pa3oBanue (He NPOGHIBHOE) — IPOrpaMMBbl
HOATOTOBKH CIIEI[HAICTOB CPEJHETO 3BEHA U JOIIOIHUTENBHOE
npodeccroHanbHOE 00pa3oBaHHE — IIPOrPaMMbl IPO(ECCHOHANBHOM
TEPENOATOTOBKH 110 NPOQHIIIO NEATENBLHOCTH

TpeOGoBanus K ONBITY
HpaKTHIeCKOH paboThI

Oco0Oble ycIoBus
JomycKa K paborte

ITpoxoxzaeHue 0OydeHHs MEpaM MOXapHOM 6e3onmacHoCTH

ITpoxoxaeHue 00y4eHHs U IPOBEPKH 3HAHUH TpeOOBaHH#H OXPaHbI tpysat

Hpyrue

XapaKTCPACTHKH

JlononHUTENbHBIE XapaKTEPHUCTHKH

HammeHnoBanue Kox HaumenoBanue 6a30B0# rpyniibl, JOJDKHOCTH
JOKYMEHTa (npodeccnn) WK CIEHAILHOCTH

OK3 3343 AJIMMHICTPATHBHBINH ¥ HHOU MCHOJIHHTENbHBIA
CpeIHETEXHUYECKHH IIEPCOHAN

EKC - ApxuBHuCT

OKIIATP? 20193 ApXHBHCT

26541 Crnenuanuct

OKCO* 7.46.02.01 JlokyMeHTalOHHOE 00ECIIEYCHHE YIIPABICHUS U

apXHBOBEICHHE

3.1.1. TpynosBas pyHKuug

HamMeHoBaHHE

OpraHu3aiys NOCTOSHHOIO XPaHCHHS
apXMBHBIX Je]1 (IOKyMEHTOB)

VposeHb
(noxypoBeHs) 5
KBaJIUpUKaLUH

Kon | A/01.5




IIporcxoXaeHHE TPy A0BOH
(hyHKIMN

5

X 3aMCTBOBAaHO W3

Opurusan
OpUrHHasa
Kon PerncrpallMOHHEBIN
OpHrHHala HOMep
npo)eCCHOHATIBHOTO
cTaHjaapTa

Tpynossie OeiAcTBUA

OnpesienieArie CXeMbl KiIacCHGHKALMU apXHBHBIX Jel (JIOKYMEHTOB) Ui
IIOCTOSIHHOI'O XpaHEHHUs

OnpenelieHde CXEMbl CHCTEMAaTH3alUH apXWUBHBIX JE€N (JOKYMEHTOB) IpH
IOCTOSTHHOM XPaHEHHH Ha OCHOBE BHIOPaHHOM CXeMBI KIIaCCH()HKALHH

[poBeieHre 9KCIEPTH3bl IEHHOCTH JOKYMEHTOB, MOCTYNAOMIMX Ha
apXHBHOE XpaHEHHE

PasMmelnenne apXWBHBIX [€l (IOKYMEHTOB) B apXMBHBIX XpaHHIHMINAX B
COOTBETCTBHH C BHIOpaHHO# cXeMo# KIacCH(DUKaUMH U CHCTEMATU3ALUH €

(IOKYMEHTOB)

Cosganre u 00eCIICUCHHE PEKAMOB IOCTOSHHOIO XpaHEHHs apXHBHBIX ICII
(IOXyMEHTOB)

[TpoBepka HaIMYMA W COCTOSHHS apPXUBHBIX JieN (JOKYMEHTOB) Ha CTaIuH
TOCTOSHHOTO XpaHEHHs

BoiaBieHHe W y4eT apXHBHBIX Jel  (JOKYMEHTOB), TpeOyroImux
pecTaBpallMOHHOM, KOHCEPBAIIHOHHO-NPOQMIAKTHYECKOH H TEXHUYECKOU
ob6paboTku

IMogroToBka ycioBuii i obecnedeHHMs COXPAaHHOCTH apXHBHBIX Jel
(1OKYMEHTOB) B 0COOBIi IIEPHOJI M YpE3BBIMANHBIX CHTYalHAX

OcCymecTBIEHAE KOHTPOJISA JBHXKCHHS apXMBHBIX el (JOKyMEHTOB) H HX
(HU3HIECKOTO COCTOSTHHUS

[ToaroToBKa apXMBHBIX A€l (IOKYMEHTOB) JUIA NI€pela4d Ha ayTCOPCHHIOBOE
WM BHELIHEE XpaHEeHHE

3akas3, nepeaada Jel (JOKYMEHTOB) Ha ayTCOPCHHI HJIM BHCIIHES XPaHCHUE

HeobOxonuMble yMEHHA

CucreMaTH3UpOBaTh Aea (JOKYMEHTHI)

PasMemiars apxuBHBIC Jena (AOKYMEHTBI) H4a MECTax XpaHEHUA B
COOTBETCTBHH C HOPMATHBHBIMH TPeOOBaHHSIMHU B 00IIaCTH apXHBHOTO JeNa U
yIIpaBJiCHHs JOKYMEHTaMHt

O6ecnieynBaTh  HOPMATHBHBIE  PEXHMBI  XPaHEHHS  apXMBHBIX  Jiel
(1I0OKyMEHTOB) Ha JTIOOBIX HOCHTEILIX

IpoBOAMTE TPOBEPKY TONHOTHI COCTAaBa APXMBHBIX HOKYMEHTOB B €MHULIAX
XpaHEHHs

ITpoBOANTH ONHCAHUE APXMBHEIX €N (JIOKyMEHTOB)

CoCTaBlATh  CHPABOYHO-TIOMCKOBBIC CPEICTBA K  apXHBHBIM  JellaM
(moxyMeHTaM)

BecTH y4eT M KOHTPOJIb BBII@4M AapXHBHBIX Jiel (JIOKyMEHTOB) U3
apXHMBOXPAHHIIMIIA ¥ MX BO3Bpara

BecTd ydyer M KOHTpOJb NEepefauH Ael (IOKYMEHTOB) Ha ayTCOPCHHI MM
BHEIIHee XPaHEeHHE U IIpHeEMa JIe)l ¢ ayTCOPCHHIA HJIM BHEIIHETO XPaHECHHS

IIpoBOAMTE MONMCTHYIO TIPOBEPKY  (QH3MYECKOrO  COCTOSHHA  Jel
(IOKYMEHTOB)

Pa3bICKHBaTh HEOOHAPYKEHHBIE JeNa (JIOKyMEHTHI)

HeobxoauMele 3HaHUS

HopMaTHBHbIe MpaBoBele aKkThl Poccmiickolt ®enepaumu B 061acT
apXMBHOTO JIeNIa ¥ YIPaBJICHHs JOKYMEHTaMH

HopmaTuBHBIE TIpaBOBBIE aKTel Poccuiickoi Qepepanun B 0061acTH
uHpopManuy, MHGOPMAIMOHHBIX TEXHOJNOTHH, 3alUTHl WHGOpMAaMM U
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NEPCOHAIBHBIX AAHHBIX, IM(PoBOii TpaHCHOpMAIHH

HopmaruBHble mpaBoBeie akTel Poccuiickoit @enepammu B 006macTu
KOH(QHICHIMATHHOCTH HHpOpMAaIMH

JlokanpHble HOPMATHUBHBIE aKThl OpraHM3anMH B oOmacTu obecrnedeHms
COXpaHHOCTH e (AOKYMEHTOB)

VcnoBHsL COCTAaBIEHHS JOTOBOPOB HAa peaTH3alHIoO YCIYT ayTCOPCHHIOBOTIO
HJIH HHOTO BHEITHETO XpaHEHHUs

Mo6uIH3aLHOHHEBIE IUIAHEl ADXHBA, IUIAHBI 9BaKyalluH Jel (JOKYMEHTOB)

l'IpaBmIa XpaHEHHs A€ (IIOKYMGHTOB) B COOTBCTCTBHH C UX THIIAMH

ITopsagox ¢opMupoBaHKS JOKYMEHTOB B KOMILIEKTEI, TPYIIIbI, THIIBI

CpoK# BBHIIONHEHHS paboT

Tpe6GoBaHHusi K YCTAaHOBJIEHHBIM HOpMaM BBHIpabOTKH

TpeGoBaHus oxpaHsl TPyAa

Jpyrue xapakTepHCTHKH

3.1.2. TpynoBas ¢pyHKuus

KoMIiekropanue apXuBHBIMH JIETIAMU YposeHb
HaumeHoBaHue (HOKyMeHTaMu) apXuBa Koa | A/02.5 (nonylt)bonenb)- 5
KBAIH(HKALNN

INpoucxoxaeHHe TpyAOBOH
(hyHKIIIH

3anMCTBOBaHO K3

Opurmman X OpHruHana
Kon PeructpaldOHHbIA
opuryHaia HOMEp
npoecCHOHABLHOTO
cTaHpapTa

TpynoBsie neficTBHS

Benenne cnucka HCTOYHMKOB KOMIUIEKTOBAHMS apxuBa

OCYI]ICCTBJICHHC paﬁorm 110 BBIABJICHHUIO HOBBIX HCTOYHHKOB
KOMILICKTOBaHHA apXHBa

Hcxmouenue opranmaum‘i, ¢H3H‘I€CKHX JIMI] N3 CIHCKAa HCTOYHHKOB
KOMIUICKTOBaHHS apxHBa BCICACTBHEC IPEKpalICHUSA JCATCIBHOCTH HIH
OTCYTCTBHS II€EHHOCTH

KoncynpTupoBaHne paGOTHHKOB HCTOYHHKOB (POPMHUpOBAHHS apXHBOB IIO
BOIIPOCAM XpaHEHH JeNl (IOKYMEHTOB)

OCYII.ICCTBJIGHPIC SKCIICPTH3bI HCHHOCTH pPAa3M4YHBIX THIIOB H BHIOB
JOKYMCHTOB

Hacnoanaaunx apxXuBa Oprannu3anun

HpHeM ApPXHBHBIX €I (}IOKYMCHTOB) Ha pa3IM4YHBIX HOCHUTCIIX Ha
INOCTOAHHOC XpaHCHHUC

HeobxoxuMblie yMEHHS

PaboTarh ¢ HCTOYHHKAMH KOMIUIEKTOBaHHS apXuBa

IlpuHuMaTh apxXWBHBIE Jena (DOKYMEHTBI) Ha IOCTOSHHOE  HIHM
JOJITOBPEMEHHOE XPAHCHHE

Cosnasars apxuB OpraHusanvn - HCTOYHHKA KOMIIJICKTOBAaHH
roCyJIapCTBEHHOT0 HJIH MYHHITMIIAJIBHOTO apxXuBa

Co3naBath apxXuB opraHusanuu, HEC SABJIAIOLIAACS HCTOYHHKOM
KOMIUICKTOBaHMA rOCyJapCTBEHHOIO MJIM MYHHLIUIIATBHOrO apXHBa

HpOBOZlHTb NacrnopTU3aIHIO apXWBa OpraHu3aluy

ITpunEMaTs apxUBHbIE fefa (IOKyMEHTHI) Ha IOCTOSHHOE U JOJIrOBPEMEHHOE
XpaHEeHHE

CocTaBIiTh  CHOPABOYHO-TIOMCKOBBIE CPEICTBA K  apXHMBHBIM  JellaM
(mokymeHTaM)
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IIpoBoauTh KCIIEPTH3Y LCHHOCTH Pa3MYHBIX THIIOB U BHJOB JOKYMEHTOB B
COOTBETCTBHH C BHYTPEHHHMH perjlaMEHTaAMH OpraHU3aluy

IMpumensTh B paboTe peKOMEHIAINH 3KCIIEPTHO-NPOBEPOYHON KOMHCCHH HIIHU
SKCIIEPTHOM KOMUCCHH OpraHU3alyH

ITons3oBarbcsa aBTOMAaTH3HMpPOBAaHHBIMH CHCTEMaMH pPErUCTpallUH Yy4CTa,
KOHTpOJId H nmi:opmaunonno-cnpanoqnbu\m CcucrcMaMH
JOKYMCHTHPOBaAHHBIX c«bep JCATCIBHOCTH Opralu3aiin

[IpuMeHATH NIEPEYHH C YKa3aHHEM CPOKOB XpaHEHHs Jie]I (JOKyMEHTOB)

Co6mogars HOpMaTHBHEIE CPOKH XPaHEHHs JeJ1 (JOKyMEHTOB)

Bectn Y4E€T HCTOYHHKOB KOMIUICKTOBAHHA apXHBa

ITpoBoMTh SKCHEPTH3Y LEHHOCTH A€M (JOKYMEHTOB) Pa3jIMYHbIX THUIIOB U
BHJIOB

Hcnonn3oBaTh IeEpPENOBOM OTEYECTBEHHBIH M 3apyOEXHBIH ONBIT IO
KOMIUIEKTOBaHHIO apXHBa JejiaMH  (ZOKyMEHTaMH) IIOCTOSHHOIO H
JIOJITOBPEMEHHOT'O XPaHCHH S

Hcnomnae3oBars COBpPCMCHHBIC aBTOMAaTH3HPOBAHHBIC, I/IH(I)OpMa[II/IOHHLIe H
TCICKOMMYHHUKALIHOHHBIC TCXHOJIOTHH JOKYMCHTHUPOBAHHBIX cq)ep
JEATCIIBHOCTH OpraHr3aivn

3amumars “HGOPMALMOHHBIC PECYPCHl apXHBAa OT HECAHKIMOHHPOBAHHOTO
JIOCTyna

Heo6xoauMele 3HaHUA

HopMmaTuBHbie mpaBoBele akThl Poccuiickoit @enepanuu B 0obmacTu
JIEJIONPOHU3BOJICTBA B apXHBHOIO Jea

Hayuno-MeToqu4ecKne KpHTEPHH IKCIIEPTH3BI LICHHOCTH Pa3Ii4HbIX THIIOB U
BHJIOB JIeN (JOKYMEHTOB)

[IpakTHKa OKCHOEPTH3Hl IEHHOCTH pAa3MYHBIX THIOB M BHAOB J€I
(TOKyMEHTOB)

l'IpaKTm(a OpraHu3aniyy — HICTOYHUKA KOMIUICKTOBAHWS apXWBa

HpaKTHKa JCATEIIbHOCTH OpraHu3aiuy, HE ABJIAIOIICHCS UCTOYHMKOM
KOMIUICKTOBaHMS TOCYAapCTBCHHOIO HJIM MYHHUIHIIAIBHOI'O apXHBa

Teopemqecme H METOIUYECKHC aCIEKTBI KOMILICKTOBAHHA H IKCIICPTH3bL
LICHHOCTH BCCX BHOB JOKYMCHTOB

Buipl, pa3HOBHIHOCTH M OpPMAThl BCEX BH/IOB TOKYMCHTOB

Pewmenns s5KCiepTHOH KOMHCCHH OpraHH3alliuH

PexoMenpanun BKCHepTHO-HPOBepquOI‘i KOMHCCHH TOCYHapCTBCHHOI'O HJIH
MYHHIIHIIAJIBHOI'O apXHBa

YuudunupoBanHas cHcTEMa OpraHU3alMOHHO-PACIIOPSIUTENBHOM!
JIOKYMEHTAINH
CrangapThl odopmnerus OpraHM3aliOHHO-PaCIOPAANTENBHOM
JOKYMEHTAUH

Crnoco6Bl ¥ TEXHOJOTHH  JOKYMEHTHPOBAHMA  Pa3sIU4YHBIX  BHUJIOB
npo)eCCHOHAIBHOH JIEATEIbHOCTH

OpraHM3allMOHHbIE NPUHIMILL y4eTa M KOMIUICKTOBAHHUs Jell (OKYMEHTOB)
OrpaHU4eHHOro J0CTyna

Tpe6oBanus oxpaHsl Tpyaa

Jpyrue XxapakTepuCTUKH

3.1.3. TpyaoBas pyHKnus

HaumeHnoBaHue

Vder apXHBHBIX €I (JIOKyMEHTOB) YpoBeHb

Koz | A/03.5 (noypoBeHsb) 5
KBaNHpUKALHH




IIpoucxoxaeHUe TpyAOBOH
GyHKIIK
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X 3auMCTBOBAaHO U3

OpwuruHaan
OpUrHHaNa

Kon PerunctpalldOHHBIN
OpHUrHHaAa HOMeEp
npo¢ecCHOHANLHOTO
CTaHgapTa

TpynoBeie nencTBUs

OnpezieneHue CXeMbl y4eTa apXUBHbIX 1] (IOKYMEHTOB) B apXHBe

Vuer apXHBHBIX A€ (IOKYMEHTOB) MOCTOSHHOIO M BPEMEHHOI'O XPAHCHHS

Vuder 0c000 LIEHHBIX H YHHKAIBHBIX apXUBHEIX Jel (IOKYMEHTOB)

Vuer Konuii cTpaxoBoro (oHAa apXUBHBIX ) (ZJOKYMEHTOB)

Vyer GoHI0B 1 onHCel apXUBHBIX A€l (JOKYMEHTOB)

Vder BHIJaYM apXMBHBIX Je7 (JOKYMEHTOB) M3 apXMBOXpaHUIHINA M HX
BO3BparTa

Vyer 1 KOHTPOJIb BHIOa4YH apXUBHBIX Je (ZOKyMEHTOB) Ha ayTCOPCHHI HIIH
HHOE BHEIIHEE XpaHEHHE

Vuer 1 po3BICK HEOOHAPYXEHHEIX JIeN (JIOKYMEHTOB)

Benenne nen hoHI0B

KOOpJ_'[PIHaIII/ISI obecneucHus y4c€Ta BCCX BUAOB JOKYMEHTOB B apXHUBC

Heo6xonumMble yMeHUS

[Monp30BaThcs  YYETHBHIMH  JOKyMEHTaMH B paMKax  3JIEKTPOHHBIX
HHQOPMAIMOHHBIX ~CHCTEM JOKYMEHTHPOBAHHBIX CQep IeATENbHOCTH
opraHu3aluu

Ions3oBathess CepTHOUIMPOBAHHBIMH aBTOMATH3HPOBAHHBEIMH CHCTEMaMH
JOKYMEHTHPOBAHHBIX cdep MAeATENHHOCTH OpraHM3aldd II0  Yy4eTy,
pEeruCTpaliy, KOHTPOJIO A€l (IOKyMEHTOB)

Ilons30BaThCA HH(POPMATHOHHO-CIIPABOYHBIMH CHCTEMaMHU
JOKYMEHTHPOBAHHEIX cep JeATCIbHOCTH OpraHu3aliy

Opranu30BBIBATH YYET CTPAX0BOT0 (JOH/Ia APXMBHEIX JIEN (IOKYMEHTOB)

IIpuMeHSTs, HOpPMATUBHBIE IIPABOBBIE AKTHI, JIOKaJIbHbIE HOPMATHBHEIC aKTHI
OpraHH3alMH M METOAWYEeCKHe HOKYMEHTHI B 00JIaCTH yyeTa apXUBHBIX JCI
(IOKYMEHTOB)

BHOCHMTE  HpeIOXKEHHs [0  COBEPIICHCTBOBAHHIO  METOAUYECKOrO
ofecneyeHnss ydera pasHBIX BHIOB NOKYMEHTOB B JOKyMCHTHPOBaHHBIX
cdepax nesTeNbHOCTH OpraHu3alHy

Heo6xomuMEele 3HAHHA

HopmaTuBHEIe mpaBoBele akThl Poccuiickoii @enepamuu B obnactu
JICJIONPOM3BOACTBA M apXUBHOTO A€Na

MeroapyuecKue JOKYMEHTHl M HAllMOHANBHBIE CTAHAApTEL B 00JacTd ydera
JOKYMEHTOB M JOKYMEHTHPOBAHHBIX cep AesSTeIbHOCTH OpraHi3aliy

OrteuecTBEHHBIE M 3apyOexHbie  CepTUQHMIMPOBAHHBIE  CHCTEMBI
aBTOMATH3MPOBAHHOTO y4eTa apXHBHBIX JIEN (JOKYMEHTOB)

OTeveCTBEHHEIM H 3apyOeXXHEI ONBIT B cpepe yInpaBJICHUS TOKyMEHTaMH H
apXWBHOTO Jiena

TpeGoBauusi K ydeTy 0co60 IEHHBIX M YHHMKAIBHBIX apXWBHBIX Jel
(TOKYMEHTOB)

CpoKH BHIIOJIHEHHs paboT 110 y4EeTy apXHBHBIX 1€/ (ZOKYMEHTOB)

Tpe6oBaHusi K HOpMaM BBIIOJIHEHHS TPYJOBOIO 3aJaHus [0 Y4ETy apXHBHBIX
nel (JOKyMEHTOB)

O6mde TNpPHHOMOBI y4eTa M KOMIUIGKTOBAaHMS M€l  (JOKYMEHTOB)
OrpaHUYECHHOTO JOCTYIa

TpeGoBanus OXpaHbl Tpyaa

Jpyrue xapakTepuCTHKH




3.1.4. Tpynosast pyHKIHSA

OpraHu3aiusa UCIIOB30BaHUA apXUBHBIX JIEN VposeHs
HaumeHoBaHHe (10KyMEHTOB) Koz | A/04.5 (nony;()bonens) 5
KBaTM(pUKaMH

IpoucxoxaAEHHE TPYAOBOH
yHKIIM

3auMCTBOBAHO U3

Opurunan =~ X
opHMruHana
Kon PeructpaumonHsiii
OpHrHHaia HOMEp
npo¢ecCHOHANBHOTO
cTaHZapTa

TpynoBeie nelcTBHS

Paspa6oTka TpeGoBaHHM# K MHGOPMAMOHHO-TIOHCKOBBIM CHCTEMaM apXHBa

IMoamepXka B AKTyaIbHOM COCTOSHHH SJIEKTPOHHBIX HH(OPMAIHOHHO-
MOHCKOBEIX CHCTEM apXWBa B JIOKyMEHTHPOBAHHBIX cepax HeATeNBHOCTH
OpraHu3alyu

CocraBlieHHe CIPaBOYHO-IOMCKOBBIX CpPEACTB K AapXWMBHEIM  J€laM
(moKyMeHTaM), YYTEHHHIM B apXHBe H B JOKYMEHTHPOBAaHHEIX cdepax
JEATCITBHOCTH OpraHA3alMH

IMoAroToBKa OTBETOB Ha 3aIIPOCHI APXUBHBIX 1€ (TOKYMEHTOB)

IoaroroBka paGoTHI OJIb30BATENEH B YHTAIBHBIX 3aJIaX apXHMBa

IMoxaroroBka  moctyma  pabOTHHKOB  CTPYKTYPHBIX  HOJpa3JeneHui
OpraHu3alny K HHPOpMaHOHHO-IOHCKOBEIM CHCTEMaM apXHMBa OpraHu3aluu

IMoaroToBKa JOKyMEHTAIBHEIX MyONMMKaluil apXUBHBIX AN (IOKYMEHTOB) B
COOTBETCTBHH C CYIIECTBYIOUIYMH HOPMaMH M IIpaBHJIaMH

TMoaroToBKa BEICTaBOK apXHBHBIX €I (HOKYMEHTOB)

IIpoBeieHUe KYJIBTYPHO-TIPOCBETHTENBHBIX MEPOIIPHATHIA C HCIIOBE30BAaHUEM
ApXMBHEIX Je]1 (JOKYMEHTOB)

Heo6xonuMele yMeHUS

CucreMaTu3upoBaTh W 0000maTh CBEACHHS O COCTaBE M COJACPIKAHUH
apXHBHBIX JIe]1 (JIOKYMEHTOB)

Hcnons3oBath HHPOPMAIIMOHHBIE TEXHONOIMH B 00IacTH  CO3JaHUSA
CIIPaBOYHO-TIONCKOBEIX CPEACTB apXWBa M HTOKYMEHTHpPOBaHHBIX cdep
JIeTeIIbHOCTH OpraHu3aliy

@opMHpPOBaTh OCHOBHBIE M  BCIOMOIaTeNbHBIC  BHABI  apXHBHBIX
CIIPABOYHHKOB B IEKTPOHHOH opMe

[Moxrorasnusars HHGOPMALIMOHHBIE JOKYMEHTEI 110 3alpOCaM I10JIb30BaTeNei
pa3IM4YHBIX KaTeropui

HCOGXO}II/IMBIC 3HaHHA

HopmartuBHble mpaBoBele akThl Poccuiickoii ®enepanmnu B  obmactu
JIEIONPOM3BOACTBA U apXMBHOTO JIeNa

HopMmaTusHEIe mpaBoBbie akThl Poccuiickoit ®enepalnu B 00/1aCTH 3alUTHI
TIEPCOHAIBLHBIX JaHHBIX

HopmartuBHEle 1paBoBble akTel Poccmiickoif @emepauuud B - obnactu
uHopManyy, MHGOPMALHOHHBIX TEXHOJOTHH, 3amMTEl MHpOpMAlUH H
IEpCOHATBHBIX JaHHBIX, M poBoOii TpaHCHOpMALHH

Meronuueckue JOKYMEHTHI B OOGNAcTH WCHONB30BaHMA M IyGIHKauuu
apXMBHBIX Jie]1 (I0KYMEHTOB)

MexayHapoHble CTAaHAApPTHI B 00GJNACTH ONHMCAaHHA IOKYMEHTHPOBAHHON
MHGOpMaUKy B apXHBHBIX YUPEKICHHAX

CeprudunupoBanHble AHGOPMALIIOHHO-IIONCKOBEIE CHCTEMBl B OOnacTd
pa3paGoTKM HAydHO-CIIPABOYHOILO alapara JOKyMEHTHPOBaHHBIX Cdep
JEeATEIbHOCTH OpraHu3aliy
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TIpUHOMIBL ¥ METOIbl apXHBHOIO MEHE[KMEHTAa B cepe HMCIONb30BaHMSL
PETPOCIIEKTHBHOM HHGOPMAIIMH U YCIIYT CIENHATNCTOB apXHUBa

Cpoxu BHINOJHEHNS paboT MO OpraHM3allMK HMCIIOJb30BaHKs ApXMBHBIX €I
(1oKyMEHTOB)

OpraHu3alMOHHbIE MPHHLHUIbLI HCIONb30BaHHA NOKYMEHTOB OIPaHHYEHHOIO
JIOCTyIa

HcrounukoBequeckue 0coOEHHOCTH M HCTOpHOorpadmdeckas 6aza paGoTEI €
pa3HBIMY BHIAMH JOKYMEHTOB

TPCGOBaHI/ISI K NOATOTOBKE apXWMBHBIX CIPAaBOK M BBIIIMCOK W3 apXHBHBIX
JOKYMCHTOB

TpeGoBanuss K HOPMaM BBHINOJNHEHAS TPYJOBOTO 3aJlaHHMs 10 OpraHW3aluy
HCIIOJIb30BaHMs apXHBHBIX JIeN (JIOKyMEHTOB)

TpeGoBanus oXpaHsl TpyAa

Hpyrue xapakTepuCTHKH

3.1.5. Tpynosas pyHKIHuA

XpaHeHue, KOMIUIEKTOBAHHE, YU€T H VposeHb
HaumeHoBaHne WCIIONB30BaHHUE JIEN (TOKYMEHTOB) Kox | A/05.5 (ooypOBEHS) 5

BPEMEHHOIO XpaHEeHUs KBauQUKALMH

- .
TIponcxoxaeHue TpyAOBOil Opurman X 3auMCTBOBaHO H3
¢$yHKIMH OpHIrHHala
Kon PerucTpalldoHHbBIH
OpHTHHaNA HOMEp
npoeCCHOHANBHOTO
CTaHjapTa

TpynoBsle necTBHA

KoHTpons 3a cHcTemaTH3aupel u (OPMHpPOBAaHHEM Jel (IOKYMEHTOB)
BPEMEHHOTO XPaHEHHs B CTPYKTYPHBIX MOpa3Ie/ICHUIX OpraHH3aluu

Vyer omuceit nen BPEMCHHOI'O XpaHEHUA CTPYKTYPHBIX I'IOleEBIlCJIeHI/Iﬁ
OpraHu3aiyy B TPAAUIIMOHHOM H B 3JICKTPOHHOM BHJIC

Pa3pa60Tka peKOMEHAAlMi II0 HCHOJB30BAHUIO PA3NMYHBIX HOCHUTENEH JUIS
COXpPaHHOCTH JieJl (JOKYMEHTOB) BPEMEHHOT'O XpaHEHH s

Cucremaruzanus fAei (IOKYMEHTOB) BPEMEHHOIO XPaHECHHS, INPHUHATHIX OT
CTPYKTYPHBIX [OApPA3ie/CHUN OpraHA3aluy, Al Pa3MEICHHA B XPaHWIIHIIE
apX#MBa OpTraHU3alHH

KOHTpONb BHJIAYH B ONEPATHBHOC IIOJb30BAaHHE JIEN  (ZOKYMEHTOB)
BpPEMEHHOT'0 XpaHEHHMs U UX BO3Bpara

IIpoBeieHue IKCIEPTH3bI IGHHOCTH A€ (J0KYMEHTOB) BPEMEHHOTO XPaHEHHU
B apXWBE OpraHu3al{H

[MoaroToBka Aen (MOKYMEHTOB) BpPEMEHHOIO XPaHEHHs, TPHHATBIX OT
CTPYKTYPHBIX OJpa3/icNCHU, Ha YHHYTOXKCHHC

Co3faHke aKTOB O BBIICICHHM HAa YHHYTOXKEHHME Jel (IOKYMCHTOB)
BPEMEHHOI0 XPaHEHHMs C MCTEKIIMMH CPOKaMM, MPUHATBIX OT CTPYKTYPHBIX
moJjpa3AeIeHuH

KoHTponb 3a QU3AYECKUM YHHYTOXEHHEM MEN (HOKYMEHTOB) BPEMEHHOrO
XpaHeHHss C MCTEKIIMMH CpOKAaMH, INpPHHATBIX OT  CTPYKTYPHBIX
noJipa3/ieNeHui

KOHTpONh 3a MpPOLECCOM YHHYTOXCHHA €N (HMOKYMEHTOB) BPEMEHHOIO
XpaHEHHs C MCTEKIIHMH CPOKaMU

Heob6xoauMplie yMEHHS

OpraHH30BEIBATh H 00ECIEYHBATh XPaHEHHE JIeN (HOKYMEHTOB) BPEMEHHOIO
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XpaHEHHs OpraHu3allii B TPAJIUIIUOHHOM Y B 3JICKTPOHHOM BHIIC

KonTponupoBaTs pa3pabOTKy CTPYKTYPHBIMHM TOApa3fIENCHUSAMH OMUCEd U
aKTOB O BBIICICHHH Ha YHHUYTO)KEHHE JieNl (JOKYMEHTOB) BPEMEHHOI'O
XpaHEeHUs B TPAJULMOHHOM U B 3JIEKTPOHHOM BHJIE

GdopMHUpOBaTh €OMHHIBI XPAHEHHS JOKYMEHTOB IJIA HX IIOCIELYFOLIEro
pa3sMeLICHHs B apXHMBE OpTraHU3aluH

CocTaBIATh  CIPaBOYHO-IIOUCKOBBIE CpPEICTBA K  apXMBHBIM  Ji€llaMm
(moxyMeHTaM)

OCYI]ICCTBJUITB IIOHCK JCJI (JIOKYMCHTOB) BPEMCHHOI'0 XpaHCHHU B MPONECCE
HUX XpaHCHHA B CTPYKTYPHEIX NOAPA3NCIICHUAX U apXHBC opranu3aiun

OCyIIECTBIATS METOAWYECKOE PYKOBOACTBO OpraHM3allMe€d XpaHeHHsS el
(HOKyMEHTOB) B CTPYKTYPHBIX IIOJIpa3/ICICHUAX OpPraHA3alyu

OKa3bIBaTh CTPYKTYPHBIM IOApA3JENCHUSM IPAKTHYECKYI0 IOMOIIL B
OpraHu3alyy XpaHSHHS e (IOKYMEHTOB)

Paspa6arhiBaTh CIPaBOYHO-HH(GOPMAIMOHHBIE JTOKYMEHTHI [0 OpraHH3alliH
KCIIONBL30BaHUs Jien (IOKYMEHTOB) BPEMEHHOIO XpaHEHHsI B CTPYKTYPHBIX
no/ipas/ieIeHUsIX ¥ apXuBe OpraHH3alluy

IIpOBOAUTH SKCIEPTH3Y LEHHOCTH JE (IOKYMEHTOB) BPEMEHHOIO XpaHEeHHH,
NiepeJaHHbIX B apXUB

OnpeznensiTs CPOKH XpaHEHHs Al (IOKYMEHTOB) BpEMEHHOIO XpaHEHUA

O6ecnieurBarh 3alUTy Oei1 (AOKYMEHTOB) BPEMEHHOIO XpaHCHHUA B
OpraHM3alyy OT HeCAHKIMOHHPOBAHHOIO JOCTYIIA WIH YHHITOXCHHA

[IpoBoauTh (u3MYecKOe YHHYTOXKEHHE Jel (JOKYMEHTOB) BPEMEHHOIO
XpaHEHHS C HCTEKIIAMH CPOKaMH XpaHEHHs IIOCIC COINIaCOBaHHA CO
CTPYKTYPHBIMH NOZIPa3/ICIEHASMH OpraHH3alluK

OdopMIATL ydYeTHBIE MOKYMEHTHI 00 YHHYTOXEHHH Jiel (ZXOKYMCHTOB)
BPEMEHHOTO XpPaHEHHs C HCTCKIIMMH CPOKaMH XpPaHEHHS COBMECTHO CO
CTPYKTYPHBIMH NO/Ipa3/IEICHUSIMM OpraHH3alui

Heo6xoauMele 3HaHHAS

HopmaTuBHEIE mpaBoBele aKkThl Poccumiickoit ®enepanuu B 00nacTu
JIEJIONPON3BOACTBA H apXHBHOTO JI€a

HopMaTusHEle mpaBoBbie akTel Poccmiickoit @enepaiuy B 061aCTH 3alIHTHI
MEPCOHATBHBIX JaHHBIX

HopMaTuBHEIE TpaBoBele aKkThl Poccuiickoii ®@enepauuu B 00MacTH
KOH(HICHIMAIBPHOCTH HH(QOpMaIMH

Meroandeckue JOKYMEHTHl M HAUHMOHAIBHBIE CTaHIApTEI B 00jacTu
JIEJIONPOM3BOACTBA M apPXHBHOIO JieNa

JlokanpHbIE HOpPMATHBHBIC aKThbl OPraHH3allMH B obnactu JCIOIPOU3BOACTBA
H apXHBHOI'O I€J1a

Meronuka pa3paboTkd (OpM YHETHBIX JOKYMCHTOB B TPAIULHOHHOM H B
3JICKTPOHHOM BHJIE

npaBI/IJIa CUCTCMaTHU3alu H Knaccu(bm(aunn JOKYMCHTOB

OCOOEHHOCTH OpraHHM3alMK XPaHECHHS M€l (JOKYMEHTOB) Ha PasiMYHBIX
HOCHTEILAX

KpuTepuy ONpeseNeHds LEHHOCTH JeN (IOKYMEHTOB) UL JajbHEHIIEero
XpaHEHUs WY YHHYITOKCHHS

TpebGoBanusi K MPOLECCAM YHHYTOXEHHS MHGOPMAUHH B TPAJUIHMOHHOM H
3JIEKTPOHHOM BHJIE

Pexomenauu 3KCHCpTHOI7I KOMHMCCHH Opranvsaluu

PekOMEH/TAIIMH 3KCIEPTHO-IIPOBEPOYHOH KOMHCCHHM TOCYJapCTBEHHOrO HIIH
MyHHIMIATEHOTO apXUBa MM SKCIEPTHONH KOMUCCHH OpraHH3alliy

TpeGoBaHus oxpaHbl TpyZaa
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| Jlpyrue XapakTepUCTHKH | -

3.2. O6o0mennas TpyaoBas GyHKIuA

Hamveropanme | ©YKOBOZCTBO IOJPA3NCICHHEM apXHBa Kox B VpoBeHs 6
KBaTU(PHUKALIH
ITpoucxoxacHue
M " 3auMCTBOBaHO U3
060611eHHO# TPy A0BOIA Opurusan X
OpHrHHanNa
(ysxumH
Kon PerucrpaunoHHBIH
OpMrHHaja HOMEp
podeCCHOHATEHOTO
cTaHpapTa
Bo3mokHbIE PykoBoIMTEs NOAPA3ACIICHAS (IenapTaMeHTa, yIIpaBIeHHs, CIIyKObI) apXuBa,
HAUMCHOBaHHUA ApXHBHOrO XpaHCHH Opranv3aliiiu
JOJDKHOCTEH, 3aBeayroNHii apxXMBOM, apXHBHBEIM XpaHEHHEM OpraHU3allvK
npodeccuii

TpeboBanus k
00pa3oBaHHIO U
00y4eHHIO

Beiciee o6pa3oBanue — GakanaBpaat

MM

Briciree o6pazoBanue (HernpoduibHoe) — OaKkanaspuar

¥ JIONOJHHTENbHOE HpodeccHoHanbHOE 00pa3oBaHHE —
HpodecCHOHATBHOMN NEPENOATOTOBKH 10 IPOPHUIIO JAEATENHLHOCTH

MPOTpaMMBbl

TpeGoBaHusA K ONBITY
[IpaKTHYeCKO# paboThl

He Menee Tpex ner B 0oONacTH XpaHEHHS, KOMILIEKTOBAaHHSA, ydYeTa H
HCIIONIb30BaHUA JeNl (HOKYMEHTOB) B apXHBaX, MOJpPa3[eJCHHAX apXHBHOI'O
XpaHeHHs

Oco0Orsle ycroBus
Jonycka K pabore

IIpoxoxeHune o0yueHHs MepaM MOKapHO# 6€30IacHOCTH
I[Ipoxoxaenne 00ydeHHs ¥ IPOBEPKH 3HAHM TpeOOBAaHMA OXPaHBI TPyJa

Hpyrue

XapaxKTEPHUCTHKA

JlOmOTHUTENbHBIE XapaKTEePHCTHKH

HauMeHoBaHue Kox HaumeHoBaHue 6a30BOM IpyMIIbL, JODKHOCTH
JOKYMEHTa (npodeccun) MK cienUaAIEHOCTH
OK3 2621 CrenuaucThl apXHBOB U MY3€€B
EKC - 3aBexyIomuyii apXuBOM
- 3aBeiyroIuil TEXHHYECKUM apXHUBOM
- Hauansrux otzena (61opo, rpymisl) (B IPOMBIIIEHHOCTH)
OKITJTP 21902 3aBeayromMii apXuBOM
22153 3aBeiyIonuii TEXHHYECKUM apXHBOM
24418 HavanpHuK apXuBa
24695 Hauanenuk otaena (puHaHCOBO-9KOHOMHYECKOTO X
aJIMHHHCTPATHBHOTO)
OKCO 7.46.03.02 JIOKYMEHTOBEZICHHE U apXHBOBEICHHE
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3.2.1. TpynoBas pyHKIHSA

HauMeHOBaHHe

PyKOBOJCTBO A€ATENBHOCTBIO IO apXHBHOMY
XpaHEeHHIO el (JOKyMEHTOB), YYeTy H
HCIIOJIE30BAHHIO AC (JIOKYMEHTOB) B
OpraHu3aliu

VYposeHn

Kox | B/01.6 | (nonmypogenb) 6
KBTUQUKaLNH

IIpoucxoxaeHue TpyA0BOH
$yHKumH

X 3aHMCTBOBaHO U3

Opurunan
OpHMrHHAJIa

Kon PeructpaunoHHsIi HOMEp
OpHUIMHANA npo¢ecCUOHANBHOTO
CTaHAapTa

Tpynoseie neicTBrs

Onpezenenne Leneit W 3amad MOAPa3JCICHU N0 apXHBHOMY XPaHEHHIO JEI
(IOKYMEHTOB), y4€Ty H MCIIOIB30BAHHIO A€ (IOKYMEHTOB) OpraHH3allui

PacnpesieneHne  JOKHOCTHBIX  OOs3aHHOCTEH ~ Mexay  paboTHUKamu
HoApa3fie/ieHuss [0 apXHBHOMY XpaHEHHIO Jel (JOKYMEHTOB), YYeTy H
HCIOJIB30BaHHIO JIeJT (IOKYMEHTOB) OpraHu3aluH

Pa3paGoTKa IOJIOXEHHS O NOAPA3ACICHHH 10 aPXHBHOMY XPaHCHHUIO Jel
(IOKyMEHTOB), y4ETy M HCIIOJIb30BAHHIO A€ (IOKYMEHTOB) OpraHu3alii

Pazpa6oTka JO/DKHOCTHBIX HHCTPYKUMH paGOTHHKOB MOJApa3sJeNeHds Io
ApXMBHOMY XpPaHEHHIO el (IOKyMEHTOB), y4eTy M HMCIIOJIb30BAHUIO Jel
(IOKyMEHTOB) OpraHH3alHH

IlnanupoBanue AEATENBHOCTH IIOAPA3EC/ICHHA [0 aPXHBHOMY XPaHEHHIO AEI
(XOKYMEHTOB), y4eTy ¥ HCHIOJIE30BaHHIO JIEN (JIOKYMEHTOB) OpraHH3alHiH

Kontposns coGMIOACHHA TPYAOBOH JICHMIUIMHBL, [paBAJI BHYTPCHHETO
TPYJOBOrO pacmopsiika H TpeOoBaHMM OXpaHBI Tpyda paGOTHHKaMH
NOApasie/ieHHs [0 apXWBHOMY XpaHEHHIO Jel (HOKYMEHTOB), y4eTy H
HCIIONB30BaHMIO JIe) (HOKYMEHTOB) OpraHH3allui

KOHTpO/Ib BLIMONHEHHS pabOTHHKaMM IOApPA3/iEiCHHs MO apXUBHOMY
XpaHEHHIO JeNl (IOKYMEHTOB), Y4eTy H HCIIOJIb30BAaHMIO JI€N (JOKYMEHTOB)
OpraHM3al}y JIOKAIbHBIX HOPMAaTHBHBIX aKTOB OpraHM3aliy

OnpeneneHue MOTPEOHOCTH MOAPA3ACNCHUS IO APXHBHOMY XPaHEHHIO e
(IOKyMEHTOB), y4eTy M HCIOJIb30BAaHHIO J€l (JOKYMEHTOB) OpraHH3alliH B
060pyI0BaHKH, TIPOTPAMMHOM OOECIICUCHHMH, MaTepHANbHBIX, (UHAHCOBBIX H
pecypcax

I[ToaroToBka NpeIOKEHMH 0[O MOJEPHH3AlMM paboYMX MeCT pPaGOTHHKOB
NofipasfefieHus II0 apXUBHOMY XPaHEHHIO J€l (HOKYMEHTOB), y4YeTy H
HCIIONIL30BaHMIO JeJ (AOKYMEHTOB) OpraHH3alHy

Onpenenenne 3QQEKTHBHOCTH AEATENBHOCTH IOAPA3NACICHHUSA II0 apXMBHOMY
XPaHEHHIO JIeN (JOKYMEHTOB), y4eTy M HCIIONB30BAHMIO M€ (IOKyMEHTOB)
OpraHu3alyy

MOHHTOPHHT PBIHKA AyTCOPCHHTOBEIX YCIYT U YCIIYT BHEIIHETO XPaHCHMA JEI
(IOKYMEHTOB)

Heob6xoauMEelie
yMEHHS

OmnpenensTh KOMIECTEHIMH U OTBETCTBEHHOCTh 3aMECTHUTENCH PYKOBOAHMTEIN,
COTPY/IHMKOB TOApA3JeleHHs 110 apXHBHOMY XpPaHEHMIO el (HOKYMEHTOB),
y4eTy U MCIIOJIb30BaHHIO A (IOKYMEHTOB) OpraHi3aluy

O6ecne4ynBaTh B3aMMOACHCTBHE MTOApA3AENICHUs 110 apXMBHOMY XPaHCHHUIO IE
(IOKYMEHTOB), y4eTy W HCIIOJIb30BAaHHIO M€/l (IOKyMEHTOB) CO CTPYKTYPHBIMH
TI0JIpa3 e ICHIAMH H JIOJDKHOCTHBIMH JIMIIAMH OpraHU3aluH

O6ecneunBaTh B3aHMOJIEHCTBHE MOAPA3ACNCHUS 110 apXMBHOMY XpPaHEHHIO JIEN
(ROKYMEHTOB), Y4YeTy M HCIIOJIb30BAaHHIO Jell (OKyMEHTOB) C BHCLIHHMH
NOTPeOHUTEIIMHA apXHBHOH HHPOPMALHK
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Pa3pabaTbiBaTh JIOK&IbHBIE HOPMAaTHBHBIE aKThl OPTraHM3alMH IO apXHBHOMY
XPAHEHHIO JieJ1 (IOKYMEHTOB), Y4eTy H HCIIOIb30BaHUIO JIEM (JIOKYMEHTOB)

CocTaBiiaTh OIO/KET MOApa3JeNeHHs IO apxXUBHOMY XPaHEHHIO el
(HOKYMEHTOB), Y4ETy ¥ MCHOJIH30BaHHIO JIeN (TOKYMEHTOB) B OpraHH3alyH

CocraBnate oT4eT 00 WCIOJNHEHHH OlOKEeTa IMOApa3ACICHHS IO apXHBHOMY
XPaHEHHIO M€l (IOKYMEHTOB), y4€Ty H HCIONB30BAHHIO JIEN (JOKYMEHTOB) B
OpraHu3alyu

OuenuBate paboTy moApasJeNeHHMs 10 AapXMBHOMY XPaHEHMIO el
(DOKYyMEHTOB), ydYeTy H HCHOJB30BAHHIO Jel (JOKYMEHTOB) H OTACIBHBIX
pabOTHHKOB

Opranu3oBeIBaTh 00y4eHHE pPAOOTHHKOB MOAPA3NCICHAA IO apXHMBHOMY
XPaHEHHIO JeNl (JOKYMEHTOB), y4eTy M HCIOIB30BAHHIO M€ (IXOKYMEHTOB)
OpraHu3aIHu

OmnpenenaTh TPUOPUTETHHIE HANPaBJICHHMs Da3sBUTUSA TOAPA3ACICHUS 110
apXMBHOMY XpaHEHHIO Jeil (HOKYMEHTOB), Y4YeTy H HCHOJB30BaHUIO [ell
(TOKYMEHTOB) OpraHU3alHHA

PaspaGateiBath 3 EKTHBHYIO KaJpOBYIO IOJIMTHKY, IPHHHMATh MEpBI IO
HOBBIIIEHHIO JIOSUIbHOCTH M MOTHBALIHH pabOTHHKOB

BHepATH HOBBIC TEXHOJIOTHH B JAEATEIBHOCT IOJAPA3ACICHHUS N0 apXHBHOMY
XpaHEHHIO M€ (IOKyMEHTOB), Y4E€Ty M HCIONB30BAHHIO J€N (IOKyMEHTOB) B
OpraHu3aunu

Pa3paGarsiBaTe TpeOOBaHHS K ayTCOPCHHIOBEIM YCJIyTaM BHEIIHEro XpaHCHHUs
Ze (IOKyMEHTOB)

HeobxoamMeie 3HaHUSA

HopmatmeHrle mpaBoBeie akTel Poccuiickoit ®enepamum B obnactu
JEJIONPON3BOACTBA M apXHUBHOTO JIeNa

Meromudyeckue JOKyMEHTHI B OONAacTH MHCIONB30BaHMA H IMyOIMKanuu
ApXUBHBIX JeJ (IOKYMEHTOB)

IIpaBuna cocraBieHds H O(QOPMIECHMS JOKAILHBIX HOPMAaTHBHBIX aKTOB IIO
ApXHBHOMY XpaHEHHWIO M€l (AOKYMEHTOB), y4YETy H HCIONB30BAHHIO eI
(TOKyMEHTOB)

Oco6eHHOCTH Tpyaa pabOTHHKOB MOAPA3AEICHUS [10 apXUBHOMY XPAHEHHIO eI
(IOKYMEHTOB), Y4ETY ¥ HCIOJIb30BAHHMIO €T (JOKyMEHTOB) B OpraHH3aluy

CrpyKrypa OpraHu3aliH, ec IoApa3IcICHUuH

[IpaBuia HOpPMHpOBaHHS TpyJa PabOTHHKOB MOAPA3JC/ICHUA HO APXUBHOMY
XPaHEHHIO JIeJ1 (JIOKYMEHTOB), YIETY B HCIIOJIb30BaHHIO JIEN (IOKYMEHTOB)

l'IpaBmIa COCTaBJICHUA 6IOII)KCTa NoApa3ACICHUS M OTYETHOCTH IO C€ro
HCIIOJIHCHHUIO

[Ipapuna opranu3anuy pabouMx MeCT paGOTHMKOB MOJPA3ACNCHUA IO
apXMBHOMY XPaHEHHIO M€l (HOKyMEHTOB), y4YeTy M HCHOJB30BAHHIO [€]
(1OKYMEHTOB) B OpranM3aliu

TpeGoBaHus oXpaHBI TpyAa

Apyrue
XapaKTEPHCTHKH

3.2.2. TpyaoBas pyHKIHSA

Oprasusaims pa3paboTKH JIOKAIBHBIX

HOPMATHUBHBIX aKTOB H METOAMYECKUX Vposenb
HaumenoBanue | JJOKYMEHTOB IO XpPaHEHHIO, KOMILJICKTOBaHHIO, Kox | B/02.6 | (moayposenn) 6
y4eTy H UCIONb30BaHMIO aDXMBHBIX /€I KBaNuQHKANUH

(IOXYyMEHTOB)




TTporcXoXACHHE TPYIOBOH
GyHKIUH

Opurnnan X 3anMCTBOBaHO M3 OpHTHHAIA
Kon PerucrpauioHHbII
OpHTHHANA HOMEp
npodeCCHOHANBHOTO
cTaHJapTa

TpynoBsie qeHCTBUS

Onpenenenre PeriaMeHTOB apXHBHOTO XPaHEHHA A€M (HOKYMEHTOB), y4€Ta M
HCIONB30BaHuA )T (IOKYMEHTOB) B OpraHu3alyy

Pa3paGoTKa IOJMTHKH (XOPOXKHOH KapTHI) OpraHM3alM B 00IaCTH apXHBHOIO
XpaHeHHUs 1eN (JOKyMEHTOB) OPraHH3alHH

Paspa6oTka JIOKaJIbHbIX HOPMAaTHBHBIX aKTOB OpraHU3aluy B cdepe apXMBHOIO
XpaHeHHs Jel (JOKYMEHTOB), Y4eTa M HCHOIb30BaHHA O€l (JIOKYMEHTOB) B
OpraHu3aiyu

CornacoBaHye JOKAJIBHBIX HOPMATUBHBIX aKTOB IO apXHBHOMY XPaHEHHIO JEI
(IOKyMEHTOB), y4€Ty M MCIIOJIH30BAHHIO JieJl (IOKYMEHTOB) B OpraHH3alldH

O3HakoMJicHHE pPaO0OTHHKOB C JIOKAIGHBIMH HODMATHBHBIMH aKTaMH H
METOAMYECKMMH AOKYMEHTAMH OpPraHM3allii II0 apXMBHOMY XPaHEHHIO AEH
(IOKYMEHTOB)

KoncynstupoBanue pabOTHHKOB OpraHM3allid IO BONpPOCaM IpHMeHEHHS
JIOKAJIBHBIX HOPMATHBHEIX aKTOB M METOAMK paboTHI ¢ JenaMu (JOKyMEHTaMu)
OopraHmu3aluu

AKTyaym3anus JOKaIbHBIX HOPMAaTHBHBIX aKTOB ¥ METOIHYECKHX JOKYMEHTOB
OpraHM3alld¥ II0 apXUBHOMY XpaHEHHIO Jell (JIOKYMEHTOB), YY€Ty ¥
HCIIOJIL30BAHMIO 1€ (JOKYMEHTOB) B OpraHH3aluH

HeoOxoaumeie
YMEHHUs

Pazpa6aThIBaTh MOJUTHKY (ZOPOXKHYIO KapTy) OpraHH3alMH B cepe apXHBHOTO
XpaHeHus Jel (JOKyMEHTOB), ydeTa M HCIIOJNB30BaHHA J€N (IOKYMEHTOB) B
OpraHu3alyu

OpFaHI/IBOBBIBaTI: JACATCIIBHOCTD paﬁolmx rpyui mno mnoAroToBKE IIPOCKTOB
JIOKaJIbHBIX HOPMATHUBHEIX aKTOB OpraHHu3alluu

[IpoBOgMTh TpOLEAYPHl pPAcCMOTPEHHS, KOJUIEKTHBHOIO OOCYXXICHUS H
COINIACOBAHMUS IIPOEKTOB JIOKATHFHBIX HOPMATHBHBIX aKTOB OpTraHH3alldH

Zamumars WHGOPMAIMOHHBIE PECYPCHI apXMBa, IIOAPA3JICICHUA APXHUBHOTO
XpaHeHHs OT HECAHKIMOHMPOBAHHOI'O OCTyIa

HeobxonuMele 3HaHHA

HopmatuBHbIE mpaBoBele axThl Poccuiickoit ®enepamuun B ob6nacTu
IeONpPOM3BOICTBA M apXHBHOTIO JleNa

MeTtoauuecKre JOKYMEHTH M HAUMOHAIBHBIE CTaHapThl B 00/1aCTH apXHBHOTO
XpaHeHHs fe (ZJOKYMEHTOB), y4eTa H HCIOJIB30BaHHS JCNI (IOKyMEHTOB) B
OpraHu3aluy

TumoBble IONOXEHHS H HHCTPYKIOHH I[I0 apXHBHOMY XPaHEHHIO JICT
(IOKYMEHTOB), y4eTy M HCIIOJIB30BAaHHMIO JIEN (IOKYMEHTOB) B OpraHU3alUsiX

TpeGoBaHus K CTPYKTYPE M CONEPIKAHHIO JIOKAILHBIX HOPMATHBHBIX aKTOB I1O
apXMBHOMY XpPaHEHHIO el (JOKYMEHTOB), Y4YeTy H FKCIOJIb30BaHMIO Jel
(ZIOKYMEHTOB) B OpraHM3aliH

IIpaBuna pa3paGoTkd ¥ 0QOPMIICHHA AOKYMEHTAllWH M €€ THIOBBIX (opM B
06]1acTH apXMBHOIrO XpaHEeHHs Jie] (IOKYMEHTOB), yYeTa ¥ UCIOJIb30BaHMA JE
(HOKyMEHTOB) B OpraHH3alMsIX

IIpaBmiia yyeTa ¥ HCHOJB30BaHHs JieN (IOKYMEHTOB) B OpraHU3alHH

TTopsnoK 03HAKOMJIEHHA PaGOTHHMKOB C JIOKATLHBIMM HOPMAaTHBHBIMH aKTaMH
OpraHu3aluy

OpraHu3alMOHHbIE NPHHIMIEL Y4eTa M KOMILIEKTOBAHHS fejl (ZOKyMEHTOB)
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OrpaHM4YCHHOro 10CTyIa

TpeboBaHus OXpaHbI TpyJa

Hpyrue

XapaKTEePUCTHKH

3.2.3. TpyaoBan ¢pyHKuHUSA

IlocTpoeHne cHCTEMBI apXHBHOTO VpoBeHb
HaumeHoBaHMe | XpaHEHHUA Jell (JOKyMEHTOB) B Kog | B/03.6 | (nomypoBeHs) 6
OpraHu3alHH KBaNH(UKAIHY
Hponqu‘xcnenue Opurunan X | 3aUMCTBOBaHO W3 OpHTHHaJA
TpynoBoi GyHKINK
Kon PeructpaunoHHBIN
OpHrHHaja HOMEp
Tpo¢eCCHOHATBLHOTO
cTaHiapTa

TpynoBsbie nefcTBUs

BHenpeHHe CTaHAapTOB OpraHH3allMH B cdepy apXMBHOIO XpaHEHHA el
(I0KYMEHTOB) B OpraHH3alHH

PacyeT pHCKOB M 3KOHOMHYECKOH 5(p(EeKTUBHOCTH OT BHENPEHHS CTaHAApTOB
opraHu3aiuy B cdepy apxuBHOTO XpaHEHUs A€l (JOKyMEHTOB) B OpraHu3aluu

PerynupoBaHue AESTEIHHOCTH MO CO3J@HHIO M COBEPIICHCTBOBAHHMIO CHCTEMBI
apXHUBHOTO XpaHEHHs JieN (JOKYMEHTOB) OpPraHHM3alHH

IToyiepXxaHue CHCTEMBI apXHBHOTO XPaHEHH: Jei (IOKYMEHTOB) OpraHH3alun
B aKTYaJIbHOM COCTOSHHH

BHesipeHAe COBPEMEHHBIX METONOB M CpeAcTB 00paboTkd HMH(pOpManuu B
CHCTEME apXHBHOTO XpaHEHUs A€M (IOKyMEHTOB)

Pa3pa6oTka [1aHOB ¥ rpa¢UKOB paboT apXUBHOTO XpaHEHHUs A€M (JIOKyMEHTOB)
OpraHu3aluH

KoHcynbTHpoBanHe pabOTHHKOB OpraHM3allMd II0 BOOPOCaM apXHBHOTO
XpaHeHus Jel (IOKyMEHTOB)

KoncynstupoBande paGOTHHKOB OpraHM3allid II0  3alpocaM — BHEIIHHX
notpeOuTENeH apxXUBHOH HH(POPMALMH OpraHU3aLUH

Heo6xonumere
yMEHHS

AHaIH3HpPOBAThH IIEPENOBON OTEUECTBEHHBIM H 3apyOeXHEIA OomBIT B obnactu
ynpaBJicHHsI JOKYMEHTaMH M apXUBHOTO XpaHEHHs [N (JIOKyMEHTOB)

AHanu3upoBaTh HHAOPMAIHIO O COCTOSHMH CHCTEMBI apXHBHOTO XPaHEHHS NE
(noxymeHTOB) M TpeOOBaHMAX  MEXBEIOMCTBEHHOTO  3JIEKTPOHHOIO
B3aHMOJACHCTBHS

BHOCHTH NpemIoXKeHHs 10 OPraHU3ald¥ U COBEPIICHCTBOBAHHIO CHCTEMBI
apXMBHOTO XPaHEHHS JEI (TOKyMEHTOB) B MEKBEJOMCTBEHHOT'O 3JIEKTPOHHOTO
B3aHMOJICHCTBHSA

O6ecneunBaTh JOCTYN NOApa3JeNICHHH OpraHu3allu¥ K apXvBHBIM J€IaM
(moxymeHTaM)

OGecmeunBaTh JOCTYH K apXMBHBEIM JelaM  (JOKyMEHTaM) BHELIHHX
noTpeOHTelCH apXUBHOH HHPOPMALMH OpraHU3aliu

OuenuBath  5(PEKTHBHOCTH  NPOLECCOB  JIOKYMEHTHPOBAHHBIX  Cdep
JEATENLHOCTH OpraHu3alHy

OcCymecTBIATh METOAMYECKOE OOecIeyeHne apxXuBHOTO XPaHEHUA Il
(IOKYMEHTOB)

Heob6xoauMeie 3HaHUS

HopMmaTHBHEIC TNpaBOBHe aKkThl Poccuitckoii ®enepamuu B 06macTH
JIENIONPOHU3BOACTBA U apXHBHOTO JIeNa
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HopmaTtuBHble mnpaBoBbie akThl Poccumiickoit ®Penmepamuu B obmactu
nHGOPMALMOHHBIX ~ TEXHONOTHH H  3amuThl MHpopMaumu, nuppoBoOi
TpaHc(hopMalMu

MeTonuueckue JOKYMEHTBEI H  HaIlMOHAJIBHBIC CTAaHAAPTHI B obnactu
JCJIONPOU3BOACTBA U APXHBHOT'O J€j1a

MexayHapoaHble CTaHAapTel B O00JAacTH YIpaBIEHHMs JOKYMEHTAMHM M
apXHBHOTO Jena

IlepemoBoii OTEYECTBEHHBI ONBIT M HaydHble pa3paboTku B obnacTu
yIpaBJI€HHA JOKYMCHTAMH H apXHBHOTO XpaHEHHUA JieN (JOKYMEHTOB)

Cpencrsa cGopa, nepeaadu, o6paboTku HHpopmanuy 1 o6MeHa HHpopManyei B
JIOKYMEHTHPOBAHHBIX cdepax AeqTeNbHOCTH OpraHu3aliy

IMopsimox pa3paboTku, opOpMIIEHHS H COTIAaCOBAHUSA JOKAIBHBIX HOPMAaTHBHBIX
aKTOB OpraHu3anuii

CTpyKTypa H HanpaBJICHHS AEATENBHOCTH OpraHHu3allii

Topsigok B3anMoeHCTBHS TOAPa3/ACICHUH OpraHH3alluy

Iopsamox B3amMoOAEHCTBHS MOAPA3NEICHUIl OpraHM3allMd C  BHEUIHHMH
MOTpeOUTEIAME apXUBHOH HHpOpMAIHH

MeTtonsl IIPOCKTHUPOBAHUs H INTAHHPOBAHHA pa60T B Oprausaiuax

TMopsok pa3paGOTKH M YTBEPXKAEHHS INEPCIIEKTHBHBIX M TEKYIIMX IUIaHOB
paboT opranu3auuit

Meroapl aHaliHM3a H pacyeTa SKOHOMHYECKOH 3(¢EKTHBHOCTH IOKasaTeseH
JEATENLHOCTH 110 apXHBHOMY XPaHEHHIO Jel (JOKyMEHTOB)

Hpyrue
XapaKTepHCTPIKPI

3.2.4. Tpynosas pyHkuus

KoHTpons GpyHKIMOHHPOBAHHS CHCTEMBI YpoBeHs
HaumeHoBaHHe | apXMBHOTO XpaHeHHA Aen (IokyMeHToB) | Koa  B/04.6 | (moayposens) 6
B OpraHM3alyH KBamH(uKaLuy
Tporcxoncaetite Opurusan X | 3auMcTBOBAaHO M3 OpHIHHANA
TpyAOBOit HyHKIHUH
Kon PeructpaliioOHHbIH
OpHIHHAJIA HOMEDP
po(hecCHOHANTBHOTO
CTaHJapTa
TpynoBeie nefcTBHS KOHTpOIb HCIONHEHMs JIOKAIbHBIX HOPMATHBHBIX aKTOB H METOAWYECKHX

JIOKYMCHTOB ITO apXHBHOMY XPaHCHHIO JICJ1 (I[OK}’MCHTOB) B Opranu3anuu

Ipenynpexaenne HapyWeHH NPH apXHBHOM XPaHEHHH €N (JOKYMEHTOB) B
OpraHu3anuH

BeiiBNeHME HapylleHHii B IOArOTOBKe, 00paboTke nmen  (JOKyMEHTOB)
OpraHu3allyH, ONpefie/IeHHe MEP MO X YCTPaHEHHIO

Koutpons ¢opmupoBaHus fAen (IOKyMEHTOB) M OpraHH3alliy ONEPaTHBHOIO
XpaHeHHs Jel (IOKyMEHTOB) B OpraHH3alluy

l'IpOBeneHne MMPOBEPOK JACATCIIBHOCTH CTPYKTYPHBIX no,upazneneﬂuﬁ
OpraHu3anyy 1o BonpocaM OIepaTHBHOIO XpaHCHHUA IC)T (I[OK}’MCHTOB)

MOHHTOPHHT ~ pe3yJbTaToOB  IIPOBEPOK  JAEATENBHOCTH  CTPYKTYPHBIX
nopasJieNieHuii OpraHM3allid II0 BONPOCAM ONEPATHBHOTO XPaHCHHS e
(70KYyMEHTOB), aHaJIM3 JAHHBLIX MOHUTOPHHIA

KOHTpOJI.B CBOE€BPEMCHHOI'0 YCTpaHEHUsI HENOCTAaTKOB B pa60're C apXHUBHBIMH
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JenaMH (IOKyMEeHTaMHt) OpraHu3aluy

[IpoBelicHHE MEPONMPHUATHA IO COBEPINEHCTBOBAHHIO CHCTEMBI apPXHBHOIO
XpaHenus el (JOKyMEHTOB)

Onpenenenne 3¢pHeKTHBHOCTH MEPOIPHATHH 110 COBEPIIEHCTBOBAHHIO CHCTEMBI
apXHMBHOTO XPaHCHHS A€ (JOKYMEHTOB)

Heo06xoauMbie
yMEHHSA

@®opMHPOBATH ¥ COXPAHATH JOKYMEHTAIBHBIH ()OHI OpraHH3alH

BHOCHTB NpEIOXEHHS MO OpPTaHH3allMH M COBEPUICHCTBOBAHHMIO CHCTEMBI
ApXUBHOTO XpaHEHHs el (T0KYMEHTOB)

Oprauu3oBeIBaTE paboTy MmO cOOpy H CHCTEMaTH3alMH CBEACHHH 00
OIIEPAaTHBHOM ¥ apXMBHOM XPaHEHHH JIell (JIOKYMEHTOB) OpraHH3aluy

AHaJIPI3PIp0BaTI: JaHHBIC O pe3yJibTaTax MPOBEPOK ACATECIBbHOCTHA CTPYKTYPHBIX
nonpas,uenenni«i OpraHu3alidyd II0 BOIIpOCaM OIICPATUBHOIO XpPaHCHHA [CII

(1OKyMEHTOB)

HeobOxonuMele 3HaHUA

HopmatuBHble TpaBoBele akThl Poccmiickoii ®Pemepammm B obnactu
JIEJIONPOM3BOACTBA M apXHBHOTO JieNa

HopmaTuBHble TpaBoBele akThl Poccuiickoif ®emepamuu B obnactu
HHPOPMAIHOHHBIX ~ TeXHOJOrHi H 3amuTel uH(popMmaumu, wHbpPOBOI
TpaHchopManuu

MeTtoguueckue JOKYMCHTBI W HaIlMOHAIBHBICE CTaHJapTel B obmactu
JCJIOIPOU3BOACTBA U AapXUBHOI'O ACiIa

HpaBmIa Opra"Hu3allii apXuBHOI'O XpaHCHH J€I1 (I[OKYMGHTOB) B COOTBCTCTBHU
C JIOKQJIbBHBIMY HOpPMaTHBHBIMHA aKTaMH OpraHu3allii

CIpykTypa OpraHu3allidi H MOpPANOK B3aHMOJCHCTBHS MOApa3JeeHUH
OpraHH3aluH

Meroapl aHAIM3a JEATSIFHOCTH MOAPA3AEICHUs 10 apXUBHOMY XPaHEHHIO JI€ll
(IOKyMEHTOB) OpraHu3aluu

MeToasl KOHTpPOJIA cOOIOAEHHA HOPM B 00J1acTH ONEPATHBHOTO W apXHBHOI'O
XpaHeHHUs Jen (JOKYMEHTOB) B OpraHM3aluy

ITopsiIoK U CPOKH COCTaBJICHHS OTYETHOCTH IO BOIIPOCAM apXHUBHOTO XpaHCHUS
JieN (IOKyMEHTOB) B OpraHH3aluH

Kpurtepuu UEHHOCTH Jiel (ZOKyMEHTOB) IJId MX HCIONb30BaHMs, XPAHEHHS HUITH
BbIJIEJIEHHS K YHUYTOXEHHUIO

Hpyrue
XapaKTCPHCTHKH

3.2.5. Tpynosas pyHKUHSA

COBCpIIICHCTBOBaHHe CUCTCMBI

apXHUBHOTO XpaHECHH A€l Yposens
HaumeHosarue | (JJOKYMEHTOB), y4eTa M Hcnolb3oBanus | Kox | B/05.6 (moaypoBeHb) 6
Jiel (I0KyMEHTOB) BPEMEHHOTO KB HKaLyH

XpaHCHYs B Oprann3ainu

IMpoucxoxacHue
TpyRoBo# QyHKIMH

Opurunan X | 3aMMCTBOBaHO M3 OpHMIHHAJIA
Kon PeructpanioHHBII
OpHIuHajla HOMep
npogeccHOHATBHOTO
cTaHAapTa

TpynoBsie peficTBus

Ornpezie/ieHue HANPaBIEHAN Pa3BATAs apXUBHOIO XPaHEHHMs €N (IOKyMEHTOB),
ydeTa H UCIIOJIb30BaHu e (IOKYMEHTOB) B OpraHU3alii
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OmnpeieNieHre PUCKOB B CHCTEME apXUBHOTO XpaHEHHs AN (OKyMEHTOB), y4eTa
H MCIOJIb30BaHUA A€l (IOKyMEHTOB) B OpraHu3aluy

VcrpaHeHHe PUCKOB B CHCTEME apXWBHOTO XPaHEHHA Jiel (IOKYMEHTOB), yYeTa
¥ HCTIOJIE30BaHus Al (JOKyMEHTOB) B OpraHU3aluu

Pa3paboTka METOUKU COBEPHICHCTBOBAHHS CHCTEMBI APXHBHOIO XpPaHEHUSA Jel
(HOXyMEHTOB), yyeTa ¥ UCIIONIb30BaHHS Jie) (JIOKYMEHTOB) B OpraHH3alliH

Paspa6oTka M BHE/IpEHHE CHCTEMBI JIEKTPOHHOTO JOKYMEHT0000poTa B chepe
apXUBHOIO XpaHeHWs Jen (JOKyMEHTOB), ydeTa M HCHOJNB3OBaHHs el
(HOXyMEHTOB) JOKYMEHTHPOBAaHHBIX c(ep AEATEIbHOCTH OpraHH3alHu

PerynupoBanue AEiTCIBHOCTH MO COBEPIICHCTBOBAHHIO CHCTEMBI APXHBHOIO
XpaHeHHs Jel (IOKYMEHTOB), y4eTa M MCIOIB30BaHHA €N (IOKYMEHTOB) B
OpraHu3aluH

HeobxoauMeie
yMEHHS

ABanu3EpoBaTe HH(POPMALHMIO O COCTOSHMH U PabOTOCIIOCOOHOCTH CHCTEM
apXMBHOIO XpaHEHHs JaeN (JOKYMEHTOB), ydeTa H HCIOIB30BaHHUSA €I
(IOKYMEHTOB) B OpraHH3aIIAX

BHOCHUTL NpEAIOKEHHS 10 OpraHW3allMH U COBEPLICHCTBOBAHMIO CHCTEMBI
apXHBHOTO XpaHeHHs naen (ZOKYMEHTOB), ydeTa M HCIOJb30BaHHA JIEl
(ZOKYMEHTOB) B OpraHH3alusX

CoCTaBIATh TEXHHYECKOE 3aJlaHHe Ha MPOCKTHPOBAaHHE M BHEAPEHHE CHCTEMBI
JNEKTPOHHOTO JIOKYMEHTO000poTa B cdepe apXHBHOIO XpaHEHHS €l
(IOKYMEHTOB), y4eTa U HCIIONH30BaHUA Al (IOKYMEHTOB) JOKyMEHTHPOBAHHBIX
chep eaTeNEHOCTH OpraHu3aliy

BrLibMpaTh ONTHMAIBHYIO CHCTEMY 3JIEKTPOHHOIO JOKyMEHToobopoTa Ui
obecrniedeHns apxXMBHOTO XpaHEHHU A€M (AOKYMEHTOB), y4eTa M HCIOJIb30BAHHS
Jen (IOKyMEHTOB) TOKYMEHTHPOBAHHBIX cep JeITeIbHOCTH OpraHu3alliy

KoncyneTHpoBaTh  paGOTHHKOB  NOAPa3ACICHHS M OpPraHM3alMd [0
COBPEMEHHBIM MeToJaM paboTHI € JIOKyMEHTaMH B c(epe apXMBHOIO XpaHCHHUS
Jen  (MOKyMEHTOB), ydveTa W  MCIOJNB30BaHHMSA  Jel  (JIOKYMEHTOB)
JOKYMEHTHPOBAHHBIX Cep JIesTeIbHOCTH OpraHU3alluu

HeobxoamumMele
SHAHUS

HopmaTuBHble TpaBOBhIE akThl Poccuifckoit @enepamuum B ob6nactu
JIeJIONPOU3BOACTBA ¥ apXHBHOIO Jiesia

Hopmarueuble mnpaBoBble axtel Poccumiickoii ®ezepauum B 00nacTu
HHQOPMALMOHHEIX ~TEXHONOTMA M  3alMTel  HHQopMamum, uubpoBOH
TpaHcopManun

Meromudyeckue [JOKYMEHTHI M HaOMOHAIbHBIE CTaHAapTl B 00jacTu
JIEIONPOU3BOICTBA, APXHBHOTO A€Jia M HHPOPMAMOHHBIX TEXHOIOTHH

MexayHapoqHble CTaHAAPTHI B 00JIaCTH YIpaB/ICHUS JOKYMEHTaMH M PUCKaMH

IlepenoBoii 0TEYECTBEHHBIH ONBIT H Hay4HbIE pa3pabOTKH B 00/1aCTH apXUBHOT'O
XpaHeHHs Hel (IOKYMEHTOB), yd4eTa M HCIOJIb30BaHHA HeN (JOKYMECHTOB) B
OpraHm3aLlMIX

MeToas!l NPOEKTHPOBAHKA M IUIAHHPOBAHHA pabOT IO COBEPIICHCTBOBAHHMIO
apXMBHOTO XpaHEHHs Jel (JOKYMEHTOB), y4Y€Ta M HCIONB30BaHHA Jel
(1OKYMEHTOB) JOKYMEHTHPOBAHHBIX C(ep NEATEILHOCTH OpraHAu3aHy

CoBpeMeHHBIE IUIATGOPMBI, CEPTHQHIMPOBAHHBEIE CHUCTEMBI 3JIEKTPOHHOIO
JIOKyMEHTOO00poTa JUIA ONEPaTHBHOTO M ApXMBHOTO XpaHEHHs Jen
(ZOKyMEHTOB), y4YeTa U HCIIOJIb30BaHHA JIEN (IOKYMEHTOB) JOKYMEHTHPOBaHHBIX
cdep AeATENPHOCTH OpraHHu3aluy

Cpenctea M MeToasl cbopa, oOMeHa, mepefaud u o6paboTku uHbOpMaLMK
JIOKyMEHTHPOBAHHBIX c(ep AeATCILHOCTH OpraHM3aluK

Npyrue
XapaKTCpHCTHKH




3.2.6. TpynoBas dpyHKuns

BHe/IpeHHE CHCTEMBI JJIEKTPOHHOTO Yposens
HaumenoBanue apXHBa OpraHA3ALAH Kon | B/06.6 | (momypoBeHb) 6
KBaTnuxauun

IpoucxoxaeHue TpyAOBOH
¢dyHxuun

Opurpnran ;| X | 3auMCTBOBaHO W3 OPHTHHAJIA

Kon PeructpautOHHBLI
OpMrHHaja HOMEp
nmpod)ecCHOHAIBHOTO
CTaHgapTa

Tpynossie neiicTBus

AHanm3 U OLCHKA Tpe6OBaHI/Iﬁ K CHCTEMC 3JICKTPOHHOI'O apxXvBa OprainHu3alluH

HoaroroBka TEeXHHYECKOrO 3aJlaHHsl Ha IIPOCKTHPOBAHUE KOpHOpaTHBHOﬁ
CHCTEMBI JJICKTPOHHOI'0O apXyWBa B Opranu3aliuu

BriGop opraHuzanuu — pa3paboTyuka KOPIOPaTUBHOM CHCTEMBI 3JIEKTPOHHOTO
apxuBa

Onpenenenve ypoBHE#H oCTyna pyKOBOAUTeNEH CTPYKTYPHBIX NMOApa3/ieeHUH
OpraHm3aly K vHGopMauuu B KOPIIOPAaTHBHOM CHCTEME 3JIEKTPOHHOIO apXHBa

OneHka MNHJIOTHOTO BHEAPCHHSA KOpHOpaTPIBHOfI CHCTCMBI JJICKTPOHHOI'O
apxXyBa B Opranusanuy

YcranoBka KOpHOpaTKBHOﬁ CHUCTCMBI JJICKTPOHHOI'O apXHBa B Opranu3alliu

CocraBnenue  rpadpuka  oOydeHHs  pYKOBOJAMTENEH  CTPYKTYPHBIX
HozipaszielieHuil paboTe B KOPIOPaTHBHOM CHCTEME 3JIEKTPOHHOTO apXuBa

Heo6xoaumpie yMeHHS

ApanusppoBath HMHQOPMAalMI0O O COCTOSHMM  CHCTEMEl  YIpaBJICHUA
SJIEKTPOHHBIM apXMBOM OpraHH3aLuHi

PykoBoauTh pa3pabOTKOM TEXHHYECKOTO 3alaHMsi Ha MPOEKTHPOBAHUC
KOPIIOPATHBHOM CHCTEMBI JJIEKTPOHHOIO apXHBa B OpraHU3aluu

PYKOBO,D,HTB IIPOCKTHPOBAHUEM H BHCIPCHHEM Kopnopamnﬂoﬁ CHUCTCMBI
AJICKTPOHHOI'0 apxXuBa Opraiu3aluu

PyxoBoauTp 3amuToii MHPOPMALMOHHBIX PECYPCOB 3JEKTPOHHOIO apXuBa
OpraHu3alliy OT HECAHKIIMOHMPOBAHHOTI'O JIOCTYyIIa

Opranu3oBeBaTs 00yJeHHe pabOTHHKOB OPTaHM3aIlMH COBPEMEHHBIM METOaM
paboTHl B KOPIIOPATHBHON CHCTEME SJIEKTPOHHOTO apXHBa OpraHH3aLKH

HeoOxonuMele 3HaHUSA

HopmaruBHble npaBoBele akThl Poccuiickoii @enepauun B 00macTH
JeJIONMPOU3BOACTBA U apXMBHOIO JIeNa

HopMaTtuBHEle [paBoBble aKThl Poccuiickoii @enepanuu B obnactu
MA(POPMAIMOHHBIX ~TEXHOJOTHM H  3amuTel  MHbOpManuMH, UMpPOBOi
TpaHcopMaLuH

MeTtoauyeckue JOKYMCHTBI H HalMOHAJbHBIC CTaHAapThl B obnactu
JeIonpOU3BOACTBA, APXUBHOI'O ACJIA H I/IH(l)OpMaIII/IOHHIzD( TEXHOJIOTHit

MexayHapogHble CTaHZAapTHl B 00JacTH  yNpaBJICHHS JOKYMEHTaMHu,
9JIEKTPOHHBIM apXHBOM U MHPOPMAHOHHLIMH TCXHOJIOTUAMH

IlepenoBoii OTEYECTBEHHBIH M 3apyOEKHBIH ONBIT ¥ HayYHBIC Pa3pabOTKH IO
NpEOTBPAIIECHAI0 ¥ YCTPaHEHHIO MOTCHIMATLHBIX PHCKOB B  cdepe
yIpaBJieHus 3IeKTPOHHBIM apXHBOM B OpraHH3alin

Meroapl NIaHHpOBaHMs Pa3pabOTKH M BHEIPEHHS KOPIOPATHBHON CHCTEMBI
3JIEKTPOHHOT'O apX¥1Ba OpraHU3aly

OCHOBEI IPOrPaMMHOT0 06ECTICYEH s CHCTEMBI JJIEKTPOHHOTO apXuBa

HNpyrue
XapaKTCPUCTHKH
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3.2.7. TpynoBas gpynxknus
ConpoBoxaeHHe AeATENBHOCTH YposeHb
Hanmenosanue | sycrepTHON KOMHCCHH OpraHH3aLUH Kox | B/07.6 | (momyposets) 6
KBaTH(pUKALIH
IponcxoxaeHue TpyAOBOMH Opwrunan X 3alMCTBOBAHO H3
dyHKUHH OpHUrHHaJIa
Kon PeructpaunoHHbIH HOMED
OpHI'MHAJA npo¢ecCHOHATLHOTO
CTaHAapTa
Tpynossie neficTBHA PaspaGoTka TmoNOXeHHS 00 OSKCHEPTHOM KOMHCCHHM OpraHu3aluH, €ro

COTJIaCOBAaHHE W YTBEPIKICHHE

HOIll" OTOBKA 3ace/IaHHMi BKCIICpTHOﬁ KOMHCCHH Opranu3anuu

Co3zaHHe M TIIO[ZIEp)XaHME B aKTyalbHOM COCTOSHMM 0a3sbl JaHHBIX O
JIeSITENIBHOCTH SKCIIEPTHONR KOMHCCHH

INpencrasienue Ha COINacOBaHHE 3KCIEPTHOH KOMHMCCHH HOMEHKJIATYPBHI A€l

OpraHH3alHH )
IIpoBepKa HaIMYKs U YCIOBHI COXPAHHOCTH €N (IOKYMEHTOB) B CTPYKTYPHBIX
nojpa3sAeNeHHsX OpraHW3allMd —  HCTOYHHKAX  KOMIUICKTOBAaHMI H

noApa3saCICHUAX, OEATCIBHOCTh KOTOPBIX HOpeaICCTBOBAIA ACATCIbHOCTH
HCTOYHHUKOB KOMILUIEKTOBaHM, IIPH YCJIIOBHH UX XpaHEHUS B Opranu3aliii

Ot6op nen (IOKyMEHTOB) B CTPYKTYPHBIX IOJpa3lE/CHHAX OpPraHH3alliH —
HACTOYHHKAX KOMIUIEKTOBAHHS, W MOJAPA3JENICHUAX, ACATEIHHOCTE KOTOPBIX
NpEAMIECTBOBAIA JICATENFHOCTH MCTOYHMKOB KOMIUIEKTOBaHHS, MPH YCIOBHH
HX XpaHEHHs] B OPraHM3alliH JUIA TOCEYIOIIEr0 XpaHeHHs WM YHHYTOKCHHS

HpeI[CTaBJICHHC Ha COriaCoOBaHHE BKCHepTHOﬁ KOMHCCHM OOHMCeil 1en
MMOCTOSIHHOrO XpaHEHHs U NOKYMEHTOB 10 IMYHOMY COCTaBy

TIpefcTaBiieHUe HA COTIACOBAHHE 3KCIEPTHOM KOMHUCCHM aKTOB O BBIIEIICHUM
Ha YHHYTOXXEHHE /e (IOKYMEHTOB)

ITpoTOKONMHPOBaHHE PELICHHH S3KCIEPTHON KOMUCCHEH OpraHu3aiH

OkasaHH€ METONUYECKOM ITOMOLIH IpEACCHATECIII0O U YiICHaAM BKCHepTHOﬁ
KOMHCCHH Opranu3anuiu

Heobxonvmeie ymMeHHsA

HpOBOlIHTB OYHBIC 1 3a09YHEIC 3aCCAaHHs BKCl'IepTHOI‘;I KOMHCCHH Opranu3alun

dopmupoBate Oena  (ZOKyMEHTHI), oOpasyoomuecs B IEATCIBHOCTH
CTPYKTYPHBIX  IIOApa3[eleHHd —  MCTOYHMKOB  KOMIUICKTOBAaHHA M
IPEANIECTBEHHUKOB OpraHH3allHy

CocTaBlsaTh pPeKOMEHAAaIMd MO  BOIIpOCaM JOKYMCHTHPOBAHHBIX cd)ep
JCATCIIbHOCTH OpraHn3anuy

PaspaGaTsiBaTh TpeOOBaHUA K HOMEHKIIATYpe e OpraHH3alHu

Co6uparthb ¥ CTPYKTyPHPOBaTh Pe3yJIbTaThl HTOTOBBIX 3allHCEH K HOMEHKIIAType
JieJ1 OpraHu3aluu

Pa3pa6areBath TpeGOBaHHS K CTPYKTYpe 6a3bl JaHHBIX SKCHEPTHOH KOMHMCCHH
OpraHu3aliH

Heo6xonuMele 3HaHUSA

HopmaruBHBIe mpaBoBhle akThl Poccuiickoir Oepepammu B obmactu
JIEJIONPOU3BOACTBA M APXUBHOTO JieNa

HopMaTHBHEIE TpaBoBhe aKThl Poccmiickoit @enepaumm B 00macTH
HHQOPMALMOHHBIX ~TEXHONOTWA M  3aWMTHl MHpOpMaumW, LuQPOBOH
TpaHcopMaLuu

Meronuyeckue JOKYMCHTBI H HAIMOHAJILHBIC CTaHJApPTHI B obnactu
JEJIONPOH3BOACTBA, apXHUBHOI'O ICjIa K PIH(I)OpMaIII/IOHHBIX TEXHOJIOTHA

HepCHOBaH OTEUECTBEHHAsI H MEXAyHapogHad IIpAKTHKa ynpasJICHUS
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JOKYMEHTaMH ¥ apXMBHOTO XpaHEHHUS

IlpaBmia ¥ METOIbI COCTAaBIEHHS YYETHBIX GopM Jien (IOKyMEHTOB) CHCTEMBI
JIOKyMEHTAallM¥ OpraHu3aluy

[IpaBuna ¥ METOABI KOHTPOJA COOMIONEHHUs TpeGoBaHMH H HOPM B 007acTu
JEONPOM3BOJICTBA M apXHUBHOTO XpPAaHEHMs, y4€Ta M HCMOJIB30BaHMS e
(MOKyMEHTOB) BpEMEHHOTO XpaHEHHs B OpraHM3alusX

MeTo/p1 npOBEIcHH MOHHTOPHHTA CHCTEM 3JIEKTPOHHOIO JIOKYMEHTO000pOTa
M apXHBHOTO XpaHeHHs Jell (HOKyMEHTOB) [OKYMEHTHPOBAHHBIX cdep
JEATSIPHOCTH OpraHyu3aluy

Meroapl npoBeieHus aHamu3a 3(GEKTHBHOCTH CHCTEM  BJIEKTPOHHOTO
JIOKYyMEHTOO60pOTa M apXMBHOTO  XpaHEHHMA  Jel  (JMOKYMEHTOB)
JIOKYMEHTHPOBAHHBIX c(hep AeSTeNbHOCTH OpraHU3aliuy

Meronsl nposeneHus aHanu3a 3pGEKTHBHOCTH y4YeTa M HCIOJB30BaHHA Iel
(1OKYMEHTOB) BpDEMEHHOI'O XpaHEHHs B OPraHU3aliy

MeTo/151 IPOBEICHH MOHUTOPHHTI'A Y4eTa U HCIIOIb30BaHUA A€M (I0OKyMEHTOB)
BpPEMEHHOI'0 XpaHEHHs B OpraHH3allii

Meroasl 0600mIcHMs IOJyYEHHBIX pe3yJbTaTOB MOHHTOPHHIA H aHalln3a
5((QEKTHBHOCTH CHCTEM JJICKTPOHHOTO JOKYMEHTOO00pOTa H apXMBHOIO
XpaHeHHs Jiell (ZOKYMEHTOB) JOKYMEHTHPOBAaHHBIX cdep JIeATENBHOCTH

OpraHu3anuu
I/IH(llopMalII/IOHHI:IC TEXHOJIOTHH, HCIIOJB3yEMBIC IIpH OpraHd3alHu ydcTa,
obecneueHuH COXpPaHHOCTH, HCIIOJIb30BaHHUA H YHHUTOXCHHUA

JOKYMEHTAJIFHOTO ¥ apXHBHOTO (JOHIOB OpraHM3allui

KpuTepar LEHHOCTH W CPOKH XpaHEHHs Jel (JOKYMEHTOB) CHCTEM
JOKYMEHTAIMH OPraHU3alliy U JOKYMEHTHPOBAaHHBIX ciep AEATENLHOCTH
Tpaemna otbopa Jnen (ZOKYMEHTOB) JUlsd JAIBHCHINEr0 XpaHEHHA WM
YHHYTOXEHHUS

IlpaBuia y4ueTa U KOMIUIEKTOBAHHSA JEJ (JOKYMEHTOB) OrpaHHYIEHHOr0 JOCTyIa
MeTopl COBEpILCHCTBOBAHHS CHCTEMbI Y4€Ta M HCIOJIB30BAHHS, apXUBHOI'O
XpaHeHHs fen (JOKYMEHTOB) JOKYMEHTHPOBAHHBIX Cep HEATENBHOCTH
OpraHu3aluyn

MerTobl COBEPIIEHCTBOBAHUA CHCTEMBl Y4YeTa ¥ HCIOJB30BaHHsS APXHBHOIO
XpaHeHHs ieN (JOKYMEHTOB) 110 ITYHOMY COCTaBy B OpraHH3aIlHsX

Hpyrue -
XapaKTEPUCTHKH

3.3. O600mennas TpyaoBas GyHKIHS

PyxoBozcTBo mpomeccoM

HaumenoBanue | apXHUBHOTO XpaHEHHU €N Kon C Yposetib 7
p p A KBIM(UKALKHA

(mOXyMeHTOB)
IIpouncxoxaeHne
0006meHHO# TPy 10BOH Opwuranan | X 3auMCTBOBaHO M3 OPHIMHAJIA
dynrunm

Kon PerucTpaunoHHbL i HOMED
opHryHaia npo¢eCCHOHANBEHOTO
cTaHjapTa

Bo3moxHbIe PyKOBOAMTENb OpraHU3aLMK apXHBHOTO XPaHEHHs JIeN (JOKYMEHTOB)
HaAUMCHOBaHUA

IOJKHOCTEH,
npogeccuii




Tpe6GoBaHus k Briciee 00pa3oBaHue — MarucTparypa
0o6pa3oBaHHUIO U HIH
00y4eHHIO Bricinee o6pasoBanue (HempouIbHOE) — MarucTpaTypa

M JONOJIHUTENILHOE MPOPeCCHOHATbHOE 00pa3oBaHHE — IPOrPaMMBI
npodecCHOHATHFHON MEPENOArOTOBKH 110 NPO(GHIIIO IEATENLHOCTH

TpeGoBanus K OIBITY

He MeHee n4TH NeT pyKOBOSIIECH IeITeIbHOCTH B cpepe yIpaBIeHHs apXHUBOM,

[IPaKTAYECKOMH apXUBHOM JeATEIFHOCTH OpraHU3alHH

paboTHI

OcoObrle ycnoBus IMpoxosxaenue oGydeHus MepaM IoxapHo# 6€30MacHOCTH

Iormycka K pabote ITpoxoxzaeHue oGydeHus W IPOBEPKHU 3HaHHH TpeOOBaHHH OXpaHbI Tpya
Apyrue -

XapaKTePHCTHKH

ZIOIIOJIHI/ITeJIBHI)Ie XapaKTCPACTUKH

HanmeHoBanne Kon HavmenoBaHue 6a30Boii Ipynnkl, JOJDKHOCTH (podeccun)
JOKYMEHTa WJIH CHEIHMATBHOCTH
OK3 1213 PykoBoauTenu B 0671aCTH ONpeeNICHAsS IOIMTHKH U
IUIaHUPOBAHUS AEATCILHOCTH
EKC - JupexTop apxuBa, IEHTpa XpaHEHH: JOKYMEHTALUH
OKIIATP 21322 JupexTop (3aBEXYIONIHIA) apXHBHOTO YUPEKIACHHUS
OKCO 7.46.04.02 JIOKyMEHTOBEICHHE H apXHBOBE/ICHHE

3.3.1. TpyaoBas pyHxuus

Co3mganne eIMHON! CUCTEMBI VposeHb
HaumeHoBaHHE & apXMBHOI'O XpaHEHHS JEN Kon | C/01.7 (momypoBeHs) 7
(HOKyMEHTOB) kanumean
IIpoucxoxaeHH OBOMH
POHCXOMCHHE TPYAOB Opurgnan | X | 3aMMCTBOBAHO M3 OPHIMHANA
¢$yHKIHR
Kon PeructpauoHHbIA HOMEP
OpHUrHHANA npo)eCCHOHATBHOTO
cTaHAapTa

Tpynossle fAefcTBHA

Pa3pa6oTka CTpaTrerMH M COCTaBJICHHE IUIAHOB Pa3sBHTHS CIOHMHON CHCTEMBI
APXMBHOTO XpaHEHHM: Jc/1 (JIOKYMEHTOB)

OGecrieueHne pecypcaMd €AMHOH CHCTEMBI
(IOKYMEHTOB) OpraHU3aluH

apXMBHOIO XpaHC€HHA [CI

PerynupoBaHie €IUHOW CHCTEMBI apXHBHOTO XpaHCHHS € (HOKYyMEHTOB)
opraHu3alul

BHe/IpeHMe COBPEMEHHBIX WHCTPYMEHTOB, METONOB, CPEIACTB M TEXHOIOIHH

00paboTKy Jen (TOKYMEHTOB) OpraHH3aliu

Pazpaborka u yTBepxIeHHE Oro/pkeTa 10 OOECHEYCHHIO JIEATEIbHOCTH

CHCTEMBI apXMBHOI0 XpancHus1 ICJI (I[OKYMCHTOB) OopraHm3anuu

o0ecre4eHHIO
(TOKyMEHTOB)

VTBEpKAEHHE OTYCTHOCTH 00 MCHONHEHHH OlO/DKETa 110
JNEATENPHOCTH €MHOM CHCTEeMBl apXWBHOIO XpaHEHHs Jell
opraHM3alyH

dopmupoBanKe HHGOPMALMOHHO-CIPABOYHBIX CHCTEM M 0a3 JaHHBIX €IHMHOH
CHCTEMBI apXHBHOTO XpaHEHHUS Ie] (TOKYMEHTOB) OpraHM3aliy

Mo,uepnn:aauml M ONTUMHM3ALUI CHCTEMBlI APXHBHOIO XpaHCHHA LI
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(TOKyMEHTOB) OpraHu3aluH

BeisBicHHE ¥ MHHMMH3ALUSA PUCKOB B €IMHOH CHCTEME apXMBHOTO XpaHCHHS
Jen (JOKyMEHTOB) OpraHu3alyy

KoHTponb JeATENBHOCTH €OWHOH CHCTEMBl apXMBHOIO XpaHCHHS el
(IOKyMEHTOB) OpraHH3aluH

Heo6xonuMele yMEHHS

OnpenensaTs NPUOPUTETHl B Pa3BUTHH €JMHOH CHUCTEMbl apXHBHOIO XpaHECHHMS
Jein (AI0KyMEHTOB) OpraHH3al[uH

dDopMHpOBaTh CTPYKTYPY CHCTEMBI apXHBHOTO XpaHEHHs el (ZOKYMEHTOB)
OpraHu3aluy 1 00ecneunBaTh €€ pecypcaMu

MoOTHBHPOBATE JEATENLHOCTh MOXYMHEHHBIX UL HOBBINICHHAS 3 EKTHBHOCTH
U YCTpaHEHHWs OTKJIOHEHMH OT NapaMeTpoB, 3a/IaHHBIX NPH IUIAHHMPOBAHUH
€IMHO# CHCTEMEI ApXHBHOTO XPaHEHH A€l (JOKYMEHTOB) OpraHH3aliu

KiaccuuuupoBars HHGOPMALHIO H CO3/1aBaTh HHPOPMAMOHHO-CIPABOYHBIC
6a3pl JaHHBIX H HH()OPMAIHOHHEIE CUCTEMB] OpraHU3alluH

OneHuBaTh NOTEHIMAIBHBIE PHCKH B €UHOM CHCTEME apXHBHOIO XpaHEHHS
Je1 (IOKyMEHTOB) OpraHM3alluy

OnpenenaTs KOMIOETEHIUE U OTBETCTBEHHOCTE PyKOBOAHUTEIEH OAPa3AeICHUH
10 apXUBHOMY XPaHEHHIO Jie] (IOKyMEHTOB) OpraHu3aluu

IIpoBoMMTH MOHUTOPHHT 3((HEKTHBHOCTH M CPOKOB CO3JaHHA CAMHON CHCTEMBI
apXMBHOTO XpaHeHHs JeNl (IOKyMEHTOB)

PaspabarbiBaTe Mepel 1O TOBBILNEHHIO 3(Q(MEKTUBHOCTH EAMHOH CHCTEMBI
apXHBHOTO XpaHEHH: JeN (JOKYMEHTOB) OpraHHU3alluu

BHeApATE HOBbIE HHPOPMALMOHHbIC TEXHONOTHH H METOIbI paboThl B eUHYIO
CHCTEMY apXHBHOTO XpaHeHHs Aell (IOKyMEHTOB) OpraHu3anuH

Bri6upats Buabl HocuTeNeH HEGopMalyH 1 GOpMaThl XpaHEeHUs JEKTPOHHbIX
JIOKYMEHTOB

IIpHHHAMATh pelIeHHUs [0 BONPOCAaM YIPAaBJICHHS €IMHON CHCTEMOH apXHBHOIO
XpaHEeHHs e (JOKYMEHTOB) OPTaHM3alMH1 B HECTaHIapTHBIX YCIOBHAX

HeobxoauMeIe 3HaHHS

HopMmaTHBHBIE TpaBOBble aKTel Poccuiickodi @enepamum B obnactd
JIEJIONPOH3BO/ICTBA Y apXMBHOTO Jie/a

Meroaudeckue HOKYMEHTH B 00MacTH WCHOJNB30BaHHA M MyOIMKauuu
apXUBHBIX JieJ1 (IOKyMEHTOB)

Meronpueckue JOKYMEHTBI ¥ HallHOHAJIBHBIC CTaHapThl B ctl)epe YIIpaBJICHHA
JOKYMCHTaMH

HpaBpma COCTaBJICHHUA H Od)OpMJIeHPDI JIOKAJIbHBIX HOPMAaTHBHBIX aKTOB
Oprammn3aiui

CIpykTypa oOpraHu3anud, OQYHKIMH M pacrlpesielieHde oO0sA3aHHOCTeH
PYKOBOJSHIENO COCTaBa

OyHKIMH TOApa3Ae/eHuit OpraHu3alli M IOPSJIOK MX B3aUMOACHCTBHA

TlepeoBOii OTeYeCTBEHHBIH M MEXIYHAPOHEIH OTIBIT U HayYHBIE Pa3paOOTKH B
cpepe ynpaBieHHs CUCTEMON apXHBHOTO XpaHeHHs €/ (IOKyMCHTOB), y4eTa U
HCIONB30BaHus )T (JOKYMEHTOB) BPEMEHHOIO XpaHEHHs

IIpaBmia mocTpoeHus H GYHKIHOHHPOBAHHA CHCTEM Y4YCTHOH NOKyMEHTAllMH
OpraHH3alHH

IlpaBmia ¥ MeETOABI INOCTPOEHHS MHPOPMAHOHHO-CIPABOTHEIX ~CHCTEM
OpraHu3aluH

VIH(pOpMAlMOHHbIE U TeJIeKOMMYHHKAMOHHEIE YCIYTU B Cdepe yNpaBIeHHS
CHCTEMO# apXHBHOIO XpaHeHHs AN (IOKYMEHTOB)

ITporpammuoe obecredeHHe B OONACTH YNpPaBICHUA CHCTEMOH apXMBHOIO
XpaHeHHs el (IOKYMEHTOB) H CHCTEMOM KOPIIOPAaTHBHOIO IOKyMEHTOOG0pOTa
OpraHu3alyH
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Buzp1 Hocuteneii nHdopMaiiK U cnenuduKa UX IpUMEHEHHS

[opsanox pa3paGoOTKH M YTBEpXKHEHHS NEPCICKTUBHBIX M TEKyIIMX IIaHOB
paboT opranu3auyy

IMopsimok MOATOTOBKH OTYETOB 00 HMCHOJHEHHM MEPCIIEKTHBHBIX M TEKYLIMX
IUIAHOB paboT opraHu3anuy

Mertozpl aHaIH3a M MOKa3aTelld 3KOHOMMYECKOH 3ddexTuBHOCTH B 0o6GnacTu
ynpaBJieHHsi CHCTEMO# apXHBHOT'O XpaHEHHUs JIeN (TOKYMEHTOB) OpraHU3alluH

Hpyrue

XapaKTCPUCTHKH

3.3.2. TpyaoBan ¢pynxuus

YnpagsieHue pa3paboTKo# JTOKaIbHBIX v
OBCHb

Hamveroarye | HOPMATHBHBIX aKTOB IPONECCOB Kox | C/02.7 (H‘(’mypo];em) 7

apXHBHOI'O XpaHCHUA JEN KBATHHKAAH

(oKyMEeHTOB)
Hponcxov)xnenne Opurunan X | 3auMCTBOBaHO U3 OpHIHHaNA
TPYAOBO# (hyHKLHMH

Kon PeructpauuoHHs1it
OpHUIUHana HOMEp
Npo¢ecCHOHATEHOTO
cTaHjgapra

TpynoBsle neicTBHA

Koopauuauus pa3spaGOTKH JOKaIbHBIX HOPMAaTHBHBIX aKTOB OpraHHU3allvd II0
ApXMBHOMY XpaHEHHIO Jell (HOKYMEHTOB), YY€Ty H HCIOJIBb30BaHUIO [Jel
(ZOKyMEHTOB)

Koopaunanus pa3pabOTKH METOJMYECKHMX JOKYMEHTOB [0 HCIOIHEHHIO
JOKAIBHBIX HOPMATHBHBIX aKTOB II0 apXMBHOMY XPaHCHHIO J€N (ZOKYMEHTOB),
YUETY ¥ HCTIOJB30BAHHUIO JIE) (JIOKYMEHTOB)

BhIIBIICHHE CTENEHH PHCKA IPOLECCOB apXMBHOIO XPaHEHHS e (JOKYMEHTOB)
opraHM3allii TpH INPUMEHEHMH CPEACTB YIpPaBIEHHS JOKYMEHTaMH, He
OTBEYAIONMX TpPeOOBaHHAM [JEJIOBBIX IOTPEOHOCTEH M IOAOTYETHOCTH
OpraHu3aluH

Koopmunanus paspaGoTKe JIOKQIBHBIX HOPMATHBHBIX aKTOB OpPraHM3alMH H
METOJMYECKAX JOKYMEHTOB B 00JacTH OpraHu3alliM Y4YeTa, XpaHCHHs,
o6ecredeHHs COXPaHHOCTH, MCIIOJIb30BAHKS H YHHYTOXXEHHS e (IOKyMEHTOB)
apXuBHBIX (oHZIOB

KoopnuHanus axTyaiu3aguy JOKaJbHBIX HOPMAaTHBHBIX aKTOB B 00mactu
apXMBHOTO XpaHEHHSA Jel (JOKYMEHTOB), y4eTa M HCIOJb30BaHHA Jel
(1OKyMEHTOB)

HeobxonuMmeie
yMeHHUS

Pa3pabaThiBaTh MOJUTHKY YNPABJICHHA IPOLECCOM apXHBHOTO XPaHCHHA IEI
(ZOKYMEHTOB), y4eTa ¥ HCIIOJIB30BaHHA JIe]I (JIOKYMEHTOB)

PaspaGarbiBaTh CTpaTErHH YIPaBIEHHs MPOLECCOM apXUBHOTO XPaHEHHs M€l
(TOKYMEHTOB), y4eTa H MCIOJIb30BaHUs JIEN (IOKyMEHTOB)

OLeHHBAaTh pPHUCKH YOpPaBlI€HHA IIPOLECCOM ApPXMBHOTO XpaHEHHA el
(TOKYMEHTOB), yyeTa H MCHOIB30BaHHA Jel (JIOKyMEHTOB) OpraHH3allid B
nudpoBoii cpele H MPeAoTBPalIaTh HX 1160 MHHMMH3MPOBATh

TIpOBOMTH MOHHTOPHHT POLEAYP YIPaBICHHs apXHBHO#H HHpOpMaLmeit

IIpumensTs HHGOPMAMOHHEIE TEXHOJNOTHHM B 00J1acTH apXMBHOTO XpaHEHHA
nen (IOKyMEHTOB)

VYcTaHaBMBaTh NOJHOMOYHS U OTBETCTBEHHOCTH pYKOBOIIIf[TeJICﬁ CTPYKTYPHBIX
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NoZApas/icNeHuil opranu3auy B cepe apxHBHOTO XpaHEHHs A€ (IOKyMEHTOB),
y4eTa M MCIOJIb30BaHHs 1€ (JIOKyMEHTOB)

PaspaGarbiBaTh MepHI 110 MOBBIICHHIO 3()(EKTHBHOCTH YNPABICHHS CHCTEMON
apXMBHOI'O XPaHEHHs, yUeTa H HCHOJb30BaHU el (JOKYMEHTOB) OpraHH3aIMu
B 1iupoBoit cpene

Heo6xonuMmeie HopMmatuBHBIE MpaBoBele axTel Poccuiickoit @enepamuu B 001acTH

3HaAHHUSA JICJIONPOU3BOACTBA ¥ apXHBHOIO ACNa
MeTtogu4eckue JOKYMEHTHI B OONAacTH WCHOIb30BaHHA M IMyOnuKaunuu
ApXHBHBIX JeJ (10KYMEHTOB)
MexyHapoaHble CTaHAapThl B 00IaCTH YIPaBIeHHs JOKYMEHTAMH H PHCKaMH
IMpaBmia cocTaBieHUs H 0pOPMIICHHAS JIOKAILHBIX HOPMATHBHBIX aKTOB
Ctpykrypa opraHu3auuy, GYHKIMH H pacmpefeneHHe o0s3aHHOCTER
PYKOBOJAIIIETO COCTaBa
DyHKUHM oApa3AeieHui OpraHU3alliy | MOPSJIOK X B3aUMOJAECHCTBUA
HndpopmannoHHbIE TEXHOJIOTHH, HCIIOJIE3yEMbIE npH CO3JaHHHU
MH(pOPMaHOHHO-CIIPAaBOYHON CHCTeMBI (6a3bl JaHHBIX)
WudopMauuonno-npaBoBsle  6a3bl JaHHBIX, HCHOIbB3yeMble B Poccuiickoi
denepanuu ¥ I€IOBOH IPAKTHKE OpraHH3aluu
TpeboBanus oxpaHsl TpyJa

Hpyrue -

XapaKTEPUCTHKU

3.3.3. TpynoBas pyHKIHA

KOHTpOJIE apXMBHOTO XpaHEHH A€ YposeHb
HaumeHoBaHUe (ZOKYMEHTOB) Kon : C/03.7 (nonypoBeHb) 7
KBAIMpHKALAN

IporcxoxaeHUE TPYAOBOH
$ynximu

Opurusan | X | 3aUMCTBOBaHO M3 OPHTHHANA

Kon PerucrpauMOHHEIA
OpHIrHHaJ1a HOMED
npodecCHOHAILHOTO
cTaHzapTa

Tpynoseie JeHCTBUS

Koutpons 3a coOmogeHHEM TEXHOJOTHH pabOThl CHCTEMBI apXHBHOTO
XpaHEeHHs JeN (I0KyMEHTOB) OpraHM3aluu

KonTpoie 3a cobmoaeHneM TpeGOBaHMH IO COCTaBICHHIO M O(OPMIICHHUIO
apXHBHBIX YYETHBIX JOKYMECHTOB OpraHM3alliy

OnTHME3aNKs ApXMBHOTO XpaHEHHU A€l (JOKYMEHTOB) OpraHU3aly

KoHTposb 3a cobI0/IEeHHEM PABH apXHBHOTO XPaHEHHs /el (IOKYMEHTOB)
OpraHu3aluy

KOHT])OJII: 3a pa3pa60TKoi'I U BHCAPCHHCM JIOKAJIBHBIX CHCTCM JJICKTPOHHOI'O
IIOKYMCHT0060p0Ta OpraHmsalii B 4YaCcTH JJICKTPOHHOTO apxuBa H
SJICKTPOHHOI'O apXWBa OpraHH3allv, IIEHTpa XpaHCHHA JJICKTPOHHBIX

JOKYMCHTOB

KOHTpOIIB 3a 3Kcnnyarauneﬁ CHUCTEM DJJICKTPOHHOI'O J.IOKYMCHT0060p0Ta
OpraHu3anyd B YacTH DJJIEKTPOHHOIO apxHBa U DJJEKTPOHHOIO AapxXwBa
OpraHH3alyy, ICHTPpa XpaHEeHUs JJICKTPOHHBIX JOKYMCHTOB

Heo6xonuMeie yMEHHS

OCYIIECTBIATE MPOBEPKY COOMIOACHHA TEXHONOTMA paboTBl ¢ CHCTEMOH
apXHBHOTO XpaHeHUs A€l (JOKyMEHTOB) OpraHM3auyy

OcCymecTBIAT MPOBepKy (HaKTHUECKOTO COCTOSHUS —JICATENBHOCTH  IIO
ONEpaTHBHOMY H apXUBHOMY XPaHEHHIO Jel (JJOKYMEHTOB) OpraHH3alluy,
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3JIEKTPOHHOrO apXWBa OpPraHW3allMd, LEHTpa XpaHEHMs 3JICKTPOHHBIX
JIOKYMEHTOB

BoIBIIATH HEHCIIOJIF30BAHHBIE PECYPCH M BO3MOXXHOCTH JJIsi ONTHMH3ALMK
apXHBHOTO XpaHEeHus A€M (JOKyMEHTOB) OpraHH3aLuH

OueHHUBaTh NMOJTYYEHHYIO HHGOPMAIIMIO, BBIBIIATE PUCKH apXHBHOTO XpaHEHUS
Jien (I0KyMEHTOB) OpraHH3aluy

IlpeacTaBnATh OTYETHI O COCTOSHMM M JWHAMHMKE [ACATCIBHOCTH 110
YIpPaBJIE€HUIO AapXUBHBIM XpaHEHHEM 1€l (JOKyMEHTOB) OpraHM3allH|,
SNIEKTPOHHBIM apXHBOM OpPraHH3alMM, LEHTPOM XPAaHEHHS 3JICKTPOHHBIX
JOKYMEHTOB

Heo0xoauMbie 3HAaHUA

HopmatuBHble mpaBoBeie akThl Poccuiickoii ®enepanuu B o6macTu
JIEJIOTIPOH3BOAICTBA H ApXMBHOTO JeIa

Meroauueckne JOKYMEHTHI B O0IacTH MCIONB30BaHMSA AapXMBHBIX €N
(1OKYMEHTOB)

l'IpaBmIa COCTaBJICHHA H OQ)OPMJIGHPDI JIOKaJIbHBIX HOPMaTHBHBIX aKTOB

[IpuHUMIBI B METOBI aHAM3a NTOKA3aTeNeH AeITENbHOCTH B CPEPE apXUBHOTO
XpaHeHUA Jell (JOKyMEHTOB) OpraHH3aliy

TTpaBuia B METO/IBI KOHTPOJIS B cepe apxHBHOTO XPAaHEHHUA el (IOKYMEHTOB)
OpraHu3alyu

[Mpasuna u mMeToapl obecnedeHus COXPaHHOCTH M HCIONB30BAaHHS APXHUBHBIX
(OH/IOB, NIEKTPOHHOTO apXHMBa OPTaHHU3alMH, IIEHTPA XPaHEHHUS 3JIEKTPOHHBIX
JOKyMEHTOB

IporpamMHoe obecrieueHne B cdepe yNpapleHHs apXHBHOIO XPAaHCHHS Jel
(ZOKYMEHTOB) OpraHH3allHH, JIE€KTPOHHBIM apXHBOM OpraHH3alUM, LEHTPOM
XpaHEHHs EKTPOHHBIX JOKYMEHTOB

Meromonorusi mpoBeJeHHs aHaTH3a 3(PGEKTUBHOCTH YNPABJICHHS CHCTEMOM
ApXHBHOTO XpaHEHHs A€M (JIOKyMEHTOB) OpPraHU3alliy, SEKTPOHHBIM apXHBOM
OpraHu3allyH, IIEHTPOM XPaHEHHS EKTPOHHEIX JOKYMEHTOB

Meroasl onpeneneHus 3(Q@QEKTHBHOCTH pPa3BHTHSA CHCTEMBI apPXHMBHOIO
XpaHeHHs Jel  (HOKYMEHTOB) OpraHHM3alMH, OJICKTPOHHOIO  apXuBa
OpraHH3alyH, IEHTPa XPaHEHHS IEKTPOHHBIX JOKYMEHTOB

Hpyrue

XapaKTEPUCTHKH

3.3.4. Tpyaosas pyHKIus

PerynupoBaHHe U KOHTPOJIb v
POBEHB
€ACPAJIBHBIX H PCTHOHAJIBHBIX
HaumenoBaHue tbenep P Kon | C/04.7 | (nomypoBeHs) 7
rocyapCTBEeHHBIX HHPOPMaLlMOHHBIX el ——
CHCTEM, peecTpoB H 6a3 NaHHbIX
Tlporcxoxcnetive TpyRoBoH Opurmsan | X | 3aMMCTBOBaHO M3 OpMIHHazNa
¢byBKLIUH
Kon PeructpauoHHbIN
OpHTHHaa HOMep
1po)eCCHOHATILHOTO
cTaHJapTa
prﬂOBBIe JeHcTBusA AHanm3 u olcHKa aKTyaJIbHOCTH apxmmoﬁ JOKYMCHTAllUH M €€ NaHHBIX IJIA

HamoNHEHHs  (elepalbHBIX M PETHOHANBHBIX  TOCY/JapCTBEHHBIX
HHPOPMAMOHHBIX CHCTEM, PEECTPOB H 6a3 JaHHBIX

Hanonnenue (denepaibHBIX U PErHOHAIBHBIX rOCYAapCTBEHHBIX
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MH(OPMAMOHHBIX CHCTEM, PEeCTpOB H 06a3 NaHHBIX AKTyalbHOH apXHBHOM
JOKYMEHTAIUCH 1 ee JaHHBIMU ‘

KoHCynbTHpOBaHHE  COTPYAHHKOB  (eicpalibHBIX M PETHMOHAIBHBIX
rOCyJapCTBEHHBIX MH(OPMAIMOHHBIX CHCTEM, PEeCTpOB M 6a3 MaHHBIX IO
OLICHKE ¥ HAIIOJHEHHIO aKTyaIbHON apXUBHOH JOKyMEHTALMEH U €€ TAaHHBIMHA

IloaroroBka TEXHHYCCKOI'O 3aJaHud Ha MOI[PI(I)HK&IIPIIO apanHoﬁ
JOKYMECHTAIlNH CONIpOBOXIAEMBIX (be,uepanbnmx H PETHOHAIBHBIX
roCyapCTBCHHBIX I/IH(l)OpMaI.II/IOHHBIX CHCTEM, pCCCTPOB 6a3 JAaHHBIX

Onpefenenne YpoBHs JOCTyIa PyKOBOJUTENEH CTPYKTYPHBIX IIOAPa3AeNCHAN
K CONPOBOXIEHHIO U HANONHEHHMIO (QelepalbHbIX M  PETHOHAIBHBIX
TOCYyJapCTBEHHBIX HH(POPMAlMOHHBIX CHCTEM, pEeCTpoB M 0a3 IaHHBIX
aKTyaJIbHON apXUBHOM JOKYMEHTALMEH U €€ JaHHBIMA

CocraBnenne  rpapuka  oOyueHHSs  PYKOBOAHMTENEH  CTPYKTYpPHBIX
nogpasienenuit  pabore ¢ QencpaibHBIMH @ M PCTHOHANBHBIMH
TOCY/IApCTBEHHBIMH HMH(pOPMAIIMOHHEIME CHCTEMAaMH, peecTpamMuH M Gasamu
JaHHBIX

Heo6xomuMmele yMeHHS

IMpoBoauTh aHaIW3 M ONCHKY aKTyaJbHOH apXMBHOM IOKyMEHTalWH MIJIA
IpUMEHEHHs B HHOPMAIMOHHBIX CHCTEMAX, PeeCTpax | 0a3ax JaHHBIX

CoBepIIeHCTBOBATh [POIECCH] COPOBOXKICHHS M HAIONHEHUs (efepaIbHBIX 1
PETHOHANBHBIX IOCYAapCTBEHHBIX HH()OPMAIHOHHBIX CHCTEM, PEECTPOB U 6a3
JTAHHBIX

Hcnonp30BaTh COBpEMEHHBIE METOHBI 3alllUThl MHPOPMAIMOHHBIX PECYPCOB
denepaibHBIX B PETHOHAIBHBIX rOCYJapCTBEHHBIX HHPOPMAUMOHHBIX CHCTEM,
peecTpoB U 6a3 JaHHBIX OT HECAHKIIMOHHPOBAHHOIO A0CTyNa

Hcronp30BaTh COBPEMEHHBIE METOBI PabOTHI C JAHHBIMH B (elepalbHBIX H
PETMOHANBHBIX TOCY/apCTBEHHBIX MHPOPMANMOHHBIX CHCTEMAxX, peecTpax H
6a3ax JaHHBIX

HeobxoauMeie 3HAHUS

HopMaTtuBHEIE [paBOBEIE akThl Poccuiickoii @enepamuu B 00nacTd
JEJIOMPOU3BOACTBA U apXUBHOIO J€ja

HopmatuBHEIe mnpaBoBele axthl Poccuiickoli @emepanun B obmactu
wrdopMaryy, HHGPOPMAIMOHHBIX TEXHONOTHH M 3aWUTHl HH(OpMALKH,
udpoBoit TpaHCHOPMaLUH

Meroauyeckue [JOKYMEHTHI B OOJNACTH HCHONB30BaHHS AapXHBHBIX JEN
(IOKYMEHTOB)

Me)xayHapoJHbIE M HAlMOHAIBHEIC CTAHAAPTHI B obnmacTn mHGpOPMaLMOHHBIX
TEXHOJIOTHH

Mexc,uynapozmme M HallMOHAJIBHBIC CTaHAAPTHI, Cl'IeI.lI/I(bI/IKaIII/II/I 1 TCXHUYICCKHUC
OTYCTHL B C(i)epe YIIpaBJICHU JJIEKTPOHHBIM apXHBOM

TlepenoBOit OTEUECTBEHHDIA M 3apyOEXKHBIA ONMBLIT H HAyYHbIE pa3pabOTKH MO
MpeNOTBPAIICHHI0O U YCTPAHEHMIO IOTEHIHMANBHBIX DHCKOB B  cdepe
yIpaBJIeHUs 31€KTPOHHEIM apXHBOM

Mertonpl IUIAHUPOBAaHHS HANoOJNHEHHS (ellepallbHBIX ¥ PETHOHAIBHBIX
rocyJapCTBEHHbIX HH(OPMAIMOHHEIX CHCTEM, PEeCTPOB U 6a3 JIaHHBIX

TIpuHIMOBL yd4eTa M KOMIUIEKTOBaHHA el (JIOKYMEHTOB) OrpaHHYeHHOTO
JocTyna

TIporpaMMHO-TeXHUYECKas JOKYMEHTAIlHA, MHCTPYKUMH H PYKOBOJCTBA IIO
pabore ¢  (eneparbHBIMM M PETHOHAIBHBIMA  TOCYAAapCTBEHHBIMH
MH(OPMAIMOHHBIMH CHCTEMaMH, peecTpamMu ¥ 6a3aMu JaHHBIX

IIporpammHoe oOecredeHHEe B CHCTEME OJEKTPOHHOTO apXHBa, LEHTpA
XpaHEHHs JJIEKTPOHHBIX JOKYMEHTOB M HHPOPMAIMHOHHBIX YCIYT

Apyrue

XapaKTEPHCTHKH




3.3.5. TpyaoBas pyHKIHUSA

HanmeHoBaHue

[MpoucxoxkaeHUE TPYAOBOH
byHKIK

ITnanupoBanue ¥ NOCTPOCHHE _ v
OBEHB
IPOLIECCOB apPXMBHOIO XPaHEHHS P
pont P P ? ‘ Konm | C/05.7 (TIoLypOBEHE) 7
ydeTa H UCIOJIb30BaHU JIEN KBaHbHKAHA
(TOKYMEHTOB) BpEMEHHOTO XpPaHEHHS
OpuruHan X | 3aMMCTBOBaHO M3 OpUTHHAIA
Kon PeructpalluOHHBIN
OpHMruHana HOoMep
npo¢eCCHOHAIBHOTO
cTaHjapra

TpynoBble ACHCTBHS

Pa3paGoTka cTpareriy M IOIMTHKHM YNPaBJIEHHs apXMBHBHIM XpaHEHHEM Jell
(10KyMEHTOB) OpraHu3alii

OnpezieNieHie TPHOPHTETHBIX HANPaBIEHHH Da3sBHTHSA CHCTEMbl apXHBHOIO
XpaHeHHs Jell (I0OKyMEHTOB) OpraHu3ali

KoopmuHauus pa3paboTke HHPOPMAIHOHHO-CIPABOYHOM CHCTEMBI apXHBHOTO
XpaHeHHs IeN (IOKYMEHTOB) U €€ MCTIOJIb30BaHHs

KoopauHanuss mnpouneccaMH COBEPIICHCTBOBaHHS  CHCTEMBI  apXHBHOTO
XpaHeHHs Jie]1 (IOKyMEHTOB) OpraHU3alHu

Koopnuuauus BHeApeHHs HMHQOPMAMOHHEIX TEXHOJOTMA B  CHCTEMY
apXHBHOTO XpaHEHHS JICN (IOKYMEHTOB) OpraHU3aluy

Heo6xoxuMele yMeHHSA

[IpoBOIMTE aHaMK3, KOHTPOJIb H OLICHKY M3MEHEHHH B yIPaBICHHH XPaHCHHEM
apXHBHBIX (POHIOB

MoudHIMpoBaTh CHCTEMBI QpXHBHOTO XPaHEHHU JIe/ (JOKyMEHTOB)

Hcrons30BaTh NMEPEOBOH OTEYECTBEHHBIH ¥ MEXIyHApOJHBIH ONBIT B chepe
ApXMBHOTO XpaHEHHUs el (IOKYMEHTOB)

BhBIAATE H MHHHMH3MPOBAaTH PUCKH B cepe apXUBHOrO XpaHEHHS el
(TOKYMEHTOB)

Knaccugunuposate uHPopManmio B cdepe apXMBHOrO XpaHCHHA [l
(10KyMeHTOB)

Pa3pa6areiBath MHGOPMALUHOHHO-CIIPAaBOYHbIE CHCTEMBI H 0a3bl NaHHBIX B
cdepe apXMBHOTO XPAaHEHHS JIEJ (IOKyMEHTOB)

Heo6xoaumele 3HaHHA

HopmaTHBHEIE NpaBOBbie axThl Poccuiickoit (enepauuu B  0061acTH
ZEJIONPOU3BOACTBA M apXHBHOIO JIENa

Meroauueckue MAOKYMEHTHI B 00NacTH HCIOJNB30BaHUSA apXWUBHBIX €I
(IOKYMEHTOB)

Meromuueckne JOKYMEHTHI M HAMOHIbHbIE CTaHIapTel B  00NacTH
HCIIONB30BAHASA ADXMBHEIX J€] (IOKyMEHTOB)

HepeJmBaﬂ OTECYECTBEHHAsI W MEXIYHApOJHAasA IIPaKTHKa OpraHu3alluu yue€Ta,
XpaHCHMSI, HCIIOJIb30BAaHH 1 YHHYTOXXCHHS apXHBHBIX (bOHlIOB

TpeGoBaHuss © HOpPMBI B OOJIAcCTH ApXMBHOIO XPaHCHUS JET (TOKyMEHTOB),
ydeTa ¥ HCIIOJIB30BaHHs JIeN (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS

dopMbI B MeTonbl KOHTpONA cobmozieHus TpeOoBaHHH M HOPM B obnactu
apPXMBHOTO XpaHEHHs JeN (JIOKyMEHTOB), y4Yera M HCIONb30BaHHA Zeil
(1IOKYMEHTOB)

Meronsl aHanmm3a 3(QQEKTHBHOCTH CHCTEMBI apXMBHOTO XpaHEHHA Je€Il
(HOKYMEHTOB), y4eTa H HCIIOIb30BaHM JIET (IOKYMEHTOB)

Metoap! IUIAHUPOBAHMs Pa3sBHTHS CHCTCMBI ApXHBHOI'0 XpaHEHUA OEI
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(IOKyMEHTOB) Ha OCHOBE pe3yJIbTaTOB aHanu3a 3PHEKTHBHOCTH SIEKTPOHHOTO
apXxHBa, HEHTpa XpaHEHHs SJIEKTPOHHBIX JOKYMEHTOB M HH(OPMALHOHHBIX

yemyr

MeTtomonoruss NOCTPOEHHS MH(POPMAUMOHHBIX CHCTEM H 0a3 [JaHHBIX
9JIEKTPOHHOTO apXHBa, IIEHTPA XPaHEHH s JIEKTPOHHEBIX TOKYMEHTOB

Mertoapl aHaIX3a IOKa3aTellell JIeATebHOCTH OpraHU3alli¥ II0 BOIpOCaMm
3(eKTUBHOCTH CHCTEMBI apXMBHOTO XpaHEHHUs JeN (JIOKYMEHTOB)

TexXHONOrHM U METO/IBI YIIPABJICHHS IEPCOHAJIOM OpraHU3aliH

Hpyrue

XapaKTePUCTHKHA

3.3.6. Tpynosas pynKkums

Oprannsanus 4 COIPOBOX/IECHHE VpoBeHb
HaumeHoBaHHE | NEATECIBHOCTH SKCIEPTHO- Kon | C/06.7 (nonypoBeHb) 7
MPOBEPOYHOH KOMHMCCHH KBATHGUKALINH

[MpoucxoxaeHue TpyAOBOH
dyHKIN

X 3aHMCTBOBaHO H3

OpurrHan
OpUrAHaNa
Kon PeructpanoHHBIN HOMED
OpHUTHHaNa npodeccHoHaNbHOIO
cTaHgapTa

Tpynossie nefcTBUA

Koopmunanus pa3paboTKé JIOKaTbHBIX HOPMATHBHBIX aKTOB OpraHM3aluu o0
9KCIEPTHO-NMPOBEPOUHON KOMHCCHH

[puBiedeHne K paboTe B 3KCIEPTHO-IPOBEPOYHOH KOMHCCHH B KadeCTBE
3KCIEPTOB H KOHCYJIBTaHTOB CIENHUAIMCTOB OpraHM3amui u (eneparbHOro
opraHa, peryJHpyIoero apXuBHYIO IEATEIbHOCTE

KoopnuHaups MOATOTOBKM HEOOXONWMMBIX  JOKYMEHTOB U1  “WICHOB
3KCIIEPTHO-IPOBEPOYHON KOMHCCHH, SKCIIEPTOB M KOHCYIBTAHTOB

PaCCMOTpeHHe HAYIHO-MCTOOAHYICCKHX H IIPaKTHICCKHUX BOITPOCOB
JACATCIIbHOCTH 3KCIICpTHO-IIpOBCpO‘IHOﬁ KOMHCCHH Opranu3annu

KOHTpOJIb BBIITIOJIHCHHS pemeHm‘fI 3KcnepTHo-nponepo‘1Hoﬁ KOMHCCHH

KoHTponh HampaBieHHs pENICHHH SKCIEPTHO-IPOBEPOYHON  KOMUCCHH
HACTOYHHKAM KoMIUIEKToBaHHst ApxuBHoro ¢onna Poccuiickoii @enepaunu

Opranu3anis METOAHYECKOH IOMOmY IMPEACEAATeNI0 U WICHaM 3KCIIEPTHO-
IPOBEPOYHONH KOMHCCHH OPTaHH3aIMH

Heo6xonuMmeie yMEeHHS

Pa3paGaTsiBaTh ¥ 0G0CHOBBIBATH IPOCKTHI JTOKATHHEIX HOPMATHBHBIX aKTOB 00
5KCHEPTHO-IIPOBEPOYHOM KOMHCCHH OPraHM3allMY U €€ peleHuH

HpOBOIlHTB 3accnanus al(cnep'mo-npOBepquoi’I KOMHCCHH

HPOBOI[PITB aHaJM3 M OLEHKY PEKOMCHIALUWM II0 BOIIpocaM MACATCIIbHOCTH
3KCHCpTHO-HPOBCp0‘IHOﬁ KOMHMCCHH OpraHn3anuu

Heob6xonuMsle 3HaHUS

HopmaTuBHBIE IpaBoBhle akThl Poccuiickoi @enepauuu B obmactu
JICJIOTIPOU3BOACTBA H apXHBHOIO Jiea

Meroauyeckue AOKYMEHTHI H HAUUOHAIBHBIC CTaHIApThl MO BOIIpoCaM
JEJIONPOHU3BOACTBA M ApXHBHOI'O JICJIa

HepeL[OBaa OTeYEeCTBEHHAd M MEXAYHapoJHad IIpaKTUKa OpraHu3alnuu
JENOIPON3BOJICTBA M AQpXHBHOI'0 XpaHCHUA B Opranu3anuiax

[lpaBuna M MeTOAbl KOHTPONS JEATENBHOCTH IKCIEPTHO-IPOBEPOHHOM
KOMHCCHH B OpraHH3allH{

IIpaBmyia ¥ MeTOAbI KOHTPOJIA BHINOJIHEHUS PELICHUH SKCIEPTHO-TIIPOBEPOYHOM
KOMHCCHH B OpraHH3aLMH




Hpyrue -

XapaKTePHCTHKH

IV. Ceeaenusi 06 opraHu3anusx — pazpa6oT4ukax npo)ecCHOHAILHOIO CTAHAAPTA

4.1. OTBeTCTBEHHAS OPraHH3AIHA-Pa3PabOTIHK

HIT «HauuoHanpHas acconuanys oGpUCHBIX CIIENHATHCTOB H aIMHHICTPATHBHBIX PaOOTHHKOBY», FTOPOJ
Mocksa

Hupextop XmocHea Jlioqmuia IlerposHa

4.2. HanmMeHOBAHNS OPraHH3alHI-pa3paboTUMKOB

1 «["'aznpombank» (AO), ropoa Mocksa

N

O6mepoccuiickas obliecTBeHHas opraHu3anus «Poccriickoe 00IIECTBO HCTOPUKOB-APXHBHCTOBY,
ropo Mocksa

00O «I'a3snpoM xoMiLIeKTauus, ropoa Mocksa

000 «OCT Pexopasz MenempxmenT Lientp», ropox Mocksa

000 «lleHTp 3KCIEPTH3HI U cepTH(UKAHMH», ropox Mocksa

000 «9Oxcnobank», ropox Mocksa

®I'BOY BO «Poccuiickuii rocyjapCTBEeHHbIN 'YMaHATapHBIH YHHBEPCUTET», ropoa Mocksa

VNN AW

®I'BIIOY «Komnemx MUJ] Poccun», ropox Mocksa

! O6wepoccuiickuil KaccupuKaTOp 3aHATHIA.

2 O6mepoccuiickuit KaccupHKaTop BHAOB IKOHOMHYECKOH AEATCABHOCTH.

3 [Tocranosnenue IlpaButenncra Poccuiickoii ®enepaumn ot 16 cenrabps 2020 r. Ne 1479 «O6 yrsepxnenun Ilpasun
NPOTHBONOXKAPHOro pexuma B Poccwmiickoii ®enepamnn» (CoOpanwe 3akoHonarenscTsa Poccuiickor ®epepaunn, 2020,
Ne 39, cT. 6056).

4 TMocranosnenue Muntpyna Poccuu, Muno6pasosanus Poccun oT 13 suBaps 2003 r. Ne 1/29 «Ilopsnok obydyeHus no
OXpaHe TpyZia H TMpOBEPKH 3HaHMi TpeGOBaHMii OXpaHbl TPyJa paGoTHHKOB opraHu3auuii» (3aperHcTpupoBaHo MuHIOCTOM
Poccun 12 ¢eppans 2003 r., peructpamwonHsiii Ne 4209), ¢ H3MEHEHHAMH, BHECEHHBIMH NpukasoM MuHTpynaa Poccum,
MunoGpuayku Poccuu ot 30 Hos6ps 2016 Ne6978/1490 (3apeructpupoBan Mumoctom Poccuu 16 nekabps 2016,
perucTpauoHHsIH Ne 44767). '

5 O6mepoccuiickuii Kiaccudukarop npodeccuii pabovnX, NOIHKHOCTEH CIyXKalKMX M TAPUHBIX Pa3pAIoB.

¢ O6EepOCCUICKHMIA KITACCH(HUKATOP CHENHMANTLHOCTEH 110 00pa3oBaHHUIO.




